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OCHOBHbIE NPABUNIA 5
PABOTbl APXUBOB OPrAHU3ALMN

BBEOEHWE

OcHoBHble npaBuna paboTbl apxMBOB OpraHM3auuMi  SBMSKOTCS  HOPMAaTMBHO-
METOANYECKMM AOKYMEHTOM, ONpeaensiowmmM nx gestensHocTb. [1paBuna ocHOBbIBAKOTCS Ha
OencTByoLLlen npaBoBon 6ase B 06nacTn uHdopmaumm, JOKyMEHTaUuNoHHOro obecnevyeHus
YyNpaBreHnUs U apxXMBHOIO [enia, CUHTE3UPYKT OMNbIT OTEYECTBEHHOr0 apxXMBHOMO nena,
YUMTbIBAOT COBPEMEHHbIE OOCTMXEHUS B MPUMEHEHUN TEXHUYECKUX CPeacTB MU
WMHOPMALIMOHHBIX TEXHONOIMIN B paboTe ¢ AOKYMEHTaMM.

MpaBo M 00A3aHHOCTbL CO3L4aHWUSI apXMBOB OpraHM3auvi Ansi BPEMEHHOIO XpaHeHus
nokymeHToB ApxusHoro ¢oHaa Poccuickon defepauum, oTHECEHHbIX K rocydapCTBEHHOM
cobcTBeHHOCTH, ycTaHoBneHbl OcHoBamu 3akoHopaTenbctBa Poccuiickon depepaumm 06
ApxuBHoMm choHae Poccuiickon ®epepaumm n apxmuax (1993), MNonoxeHnem o6 ApXMBHOM
doHae Poccuiickon ®egepauun (1994) n MonoxeHnem o defepanbHOW apxXmMBHOW crnyxbe
Poccun  (1998), COOTBETCTBYIOLLUMMW HOPMaTMBHbIMM akTamm cyObekToB Poccuickom
depepauuum.

HacTosawue lNpaBuna pacnpoCTpaHATCA Ha apXuBbl FOCYAAPCTBEHHbIX OpraHu3aummn,
a Takke obsA3aTenbHbl NS BCEX HErocyaapCTBEHHbIX OpraHuMsaumi B 4YacTu obecneveHus
COXPaHHOCTW, OMUCaHus, ydyeTa W MWCMNOMb30BaHMA [OKYMEHTOB ApXuBHOro doHaa
Poccuinckon ®egepaunm, OTHECEHHbIX K rOCy4apCTBEHHON COBCTBEHHOCTMU.

ApXuBbl OpraHu3auun, XpaHswme KuHo-, ¢OTo-, OHO- ”  BUOEOOOKYMEHTHI
(ayouoBusyanbHble), Hay4HO-TEXHUYECKME, KapTorpaduyeckue, TenemeTpuyeckune
OOKYMEHTbI, PYKOBOACTBYHOTCA  HacToswmmn [lpaBunamu B 4YacTM  opraHuM3auumu,
NNaHMpoOBaHNsi, OTYETHOCTM, METOAMYECKOM paboTbl C YynNpaBreHYECKUMWU [OOKYMEHTaMW,
XpaHsWMMMCA B apxuMBax; BO BCeX OCTanbHbIX Bompocax paboTta C yKasaHHbIMU
OOKyYMEeHTaMu pernameHTMpyeTcsa COOTBETCTBYOLLUMUN UHCTPYKUUSIMUA U NMpaBUaMMm.

lMpaBMna He  pacnpoCTpaHsTCA Ha  OOKYMeHTbl, pabota C  KOTOpbIMU
pernameHTupyetcs 3akoHoMm Poccunckon depepaumm ot 21 mona 1993 r. N 5485-1 "O
rocygapcTBeHHon TanHe" un Ykasom lNpeangenta Poccunckon ®epepauum ot 30 Hosbpsa 1995
r. N 1203 "O6 yTBepxaeHumn nepeyvHs cBeAeHn, OTHECEHHbIX K rOCyaapCTBEHHON TarHe".

[ocymapCTBEHHble  OpraHu3aumm, He  OTHECEHHble K COCTaBy  MCTOYHUKOB
KOMMMEKTOBAHNS TOCYAapCTBEHHbIX apXxMBOB, a TakkKe HEerocygapCTBEHHbIE OpraHusauum
MOryT PYKOBOACTBOBATbCA Hactoswumu [paBunamu npu opraHusauum um obecneyvyeHun
paboTbl CBOMX apXMBOB.

K MpaBunam npunoxeHsl opMbl JOKYMEHTOB, 0becneunBaoLLmx paboTy apxmsa.

OcHoBHble npaBuna paboTbl apxMBOB OpraHvu3auui NOAroToBMEHbl paboyer rpynnown
Pocapxvea u BHUWOAL B coctaBe: Epemyerko B.A. (pykoBoagutens rpynnbl), Anbbpext
6.B., baHaciokesny B.[., MaBnnH M.J1., Kucenee W.H., KpacasuH A.C., JlapyH M.B.,
MewepuHa T.A., MNMpueanos B.®., Cmorno N.A., CokoBa A.H., Conoban H.M., CtenaHoBa
JLA.

1. OBWNE NONOXEHWA
1.1. NoHaTMe apxmBa opraHu3auum

1.1.1. OokymeHTbl ApxuBHoro doHaa Poccuiickon ®egepaummn, OTHECEHHbIE K
rocygapCTBeHHON COBCTBEHHOCTM, OO0 nepedaym Ha MOCTOSHHOE XpaHeHue, BPEeMEHHO, B
npegenax CpokoB, YCTaHOBMEHHbIX deaepansHoOn apxuBHoOW cnyxbown Poccuu, xpaHATcs B
opraHusauum <*>,

<*> B cootBeTcTBUM C MonoxeHnem o6 ApxmsHoM choHae Poccuiickon ®epepauun
(1994) pna apxuBHbIX [JOKYMEHTOB psifa defepanbHbiX OpraHoB BMactM W UHbIX
opraHu3auMm Ha OCHOBaHUW COrnalwleHuin, 3akoyaemblX YKasaHHbIMWU OpraHamu C



denepanbHOM apxXMBHOM CNyxOOW, YCTaHaBMMBalOTCA cneuunanbHble CPOKM W NOPSiAOK
BPEMEHHOIO U [eno3uTapHOro XpaHeHus [OoKymMeHToB. B gaHHOM cnyyae cospatotcd
LeHTparnbHble apXuBbl OpraHM3auMin unm oTpacneBble POHOLI Ha MpaBax PUONYECKOro
nvua, B CBOEW [OesATeNbHOCTU OHU pykoBoacTBYOTCss OCHOBHbIMM MpaBunamu paboThl
rocy4apCTBEHHbIX apX1BOB.

1.1.2. B uensax CBOEBPEMEHHOro MpuemMa apXuBHbIX OOKYMEHTOB OT CTPYKTYPHbIX
nogpasgeneHnn wunu Opyrux WCTOYHWKOB KOMMMEKTOBaHWs, obecrnedeHus ux ydeTa,
COXPaHHOCTU, YNOpsaoYEHMS U NCNONb30BaHNS B COOTBETCTBUM C HacTodAw MMy [paBunamm
W NoAroTOBKM K nepefade JOKYMEHTOB Ha NOCTOSIHHOE XpaHEeHWe B opraHusauum cosfaetcs
apxwuB.

B 3aBucumocTM OT obObema [AOKYMEHTOB apxMB CO34aeTCA Kak CaMOCTOATENbHOE
CTPYKTYpHOE noApas3fefieHMe opraHu3aummM WnvM nogpasferneHne B COCTaBe  CIyXObl
OOKyMeHTaUuMoHHOro obecnedeHus ynpaBrneHus (4enonpousBoAcTBa), OCYLLECTBAsOLIEE
NpveM n XpaHeHne apXMBHbIX JOKYMEHTOB C LIENbI0 MCMOMNb30BaHUS.

1.1.3. OpraHmsaums  obecneumBaeT apxuB HeoOXOAMMbIM  MOMELLEHUNEM,
obopyaoBaHMEM 1 Kagpamu.

1.1.4. [JOmMKHOCTHbIE NMLa opraHM3aLmm HeCyT OTBETCTBEHHOCTb 3@ HapYLLUEHME HOPM,
YCTaHOBMEHHbIX HacTosAWwmMK Npasunamu.

1.2. Bugbl apxusos

1.2.1. B 3aBUCMMOCTM OT KOMMNeTeHuMn (PyHKLMIA) OpraHusaumm MoryT co3gaBaTbCsl
cnegyrowune BUablI apXMBOB:

LUeHTpanbHbIi apxuB defepanbHOro opraHa BracTu WNM opraHa Bnactu cybbekta
Poccuiickon ®defnepaunn, XpaHsAWMA OOKYMEHTbl annapata oOpraHa BriacTu, OOKYMEHTbI
opraHuMsaumi HemnocpeacTBEHHOrO MNOAYMHEHUS WU APYrUX OpraHM3auui, BKIHOYEHHbIX B
CMUCOK WCTOYHWKOB KOMMIMEKTOBAHUS apXuBa, YTBEPXAEHHbIN PYKOBOAMTENEM OpraHa
BnacTy;

LUeHTpanbHbI  OTPacreBO apxuB, XpaHALWMW [OOKYMEHTbl BCeX OpraHu3auun,
OTHECEHHbIX K onpeaenieHHoOn oTpacnun, BCex YpoBHeEN NOAYMHEHHOCTU U HE3ABUCUMO OT UX
TeppUTOPManNbLHOro PacnonoXeHus;

00beaVHEHHbIN apXxMB, XPaHSALWWUA [AOKYMEHTbl HECKONbKMX OpraHv3auumi oTpacnu,
CBSAA3aHHbIX CUCTEMOW CONOAYMHEHHOCTU UMM OOHOTUMHBIX MO NPOMUII0 AEATENbHOCTY;

apxvB oOpraHusaumm, XpaHsAWMiA [OKYMEHTbl TOMbKO [AaHHOW opraHusaumm u ee
npeaLwecTBeHHNKOB.

1.2.2. B 3aBMCMMOCTM OT COCTaBa LOKyMEHTauuu, nognexalien XpaHeHuo B apxuBe,
MOryT CO3aBaTbCH:

apxvB yrnpaBneH4YeCcKkon JOKyMEeHTauuu;

Hay4YHO-TEXHUYECKMIN apXUB;

ayanoBu3yarbHbI apXMB,;

apxvB OOKYMEHTaLUN Ha 3MEeKTPOHHbIX HOCUTENSAX.

1.2.3. ApxuBbl, COCTaB [OKYMEHTOB KOTOpPbIX OOycrnoBneH cnocobomMm 3anucu
WHpopMaLMn 1 HocuTenem, MOryT CO3[aBaTbCA KaK CaMOCTOATENbHble eAMHULbLI UMK Kak
CTPYKTYpHble noapasfeneHnsi B COCTaBe apxmBa OpraHnsaumu.

1.3. OcHOBHbIE 3aa4n N PYyHKLUMM apxmBa

1.3.1. OCcHOBHbIMM 3ag4a4amn apxmBa OpraHM3aumm ABRSITCS:

KOMMMEeKTOBaHWE apxmBa LOKYMEHTaMMW, COCTaB KOTOPbIX NPesyCMOTPEH MOMOXeEHUEM
006 apxuBe;

y4yeT 1 obecneyeHme COXPaHHOCTU JOKYMEHTOB;

co3gaHne Hay4YHO-CMPaBOYHOroO annapaTta K JOKYMeHTaM apxvBa;

NCMONb30BaHNE XPaHSLLMXCS B apXnBE JOKYMEHTOB;

noaroToBka U nepefada AOKYMEHTOB, OTHOCALLMXCA K ApXMBHOMY dhoHOy Poccuickomn
depepaumun, Ha MNOCTOSHHOE XpaHEHMe B COOTBETCTBUM CO Cpokamu K TpeboBaHuAMW,
yCTaHoBneHHbIMKM PepfepanbHOM apxmBHOW cnyxbon Poccum u opraHammn ynpaBneHus
apxvBHbIM gernom cyobektoB Poccuiickon depepaumun.

1.3.2. [na opraHusaumn, OCYLLECTBASIOLINX BPEMEHHOE [AEN0O3MTapHOEe XpaHeHue
OOKymeHTOB ApxumBHOro doHga Poccuiickon Pepepauun, OCHOBHblE 3agavvM  apxuea



onpenenslTca B COOTBETCTBUM C COrMalleHUAMU U OOroBOpaMu, 3akfYeHHbIMU UMK C
yupexgeHuammn degepanbHom apxmBHOM criyobl Poccun.

1.3.3. B uendax BbIMNOMHEHUA OCHOBHbLIX 3a[ay apXxuB OCYLLECTBMsSieT chneayoline
dyHKUUK:

Be4EeT CMUCKU OpraHu3aumi u (unu) CTPYKTYPHbIX NOApasferieHni opraHusauun -
WUCTOYHMKOB KOMMIEKTOBAHMWS apXUBa;

NPUHMMAET yrnopsigoYeHHbIE AOKYMEHTbI CTPYKTYPHbIX NOApa3faernieHnii opraHm3aumm un
opraHn3aumi - UCTOYHMKOB KOMMITEKTOBAHUS apXuUBa;

YUMTbIBAET U 06ecnevmBaeT COXPaHHOCTb MPUHATLIX B apXMB JOKYMEHTOB;

CO3[aeT M NoaaepXuBaeT B akTyaNlbHOM COCTOSIHUM Hay4HO-CMPaBOYHLIN annapaT K
[OKyMeHTaMm apXxuBa;

opraHusyeT MHGPOPMALMOHHOE OOCNyXMBaHME pykoBoOUTENEN W  CTPYKTYPHbIX
nogpasgeneHnin opraHmsaumu, OCYLLEeCTBMSIeT UCMOMb30oBaHWE AOKYMEHTOB MO 3anpocam
opraHuMsauni 1 YacTHbIX NKL, B TOM YKCrie CoLumanbHO-NPaBoBbIM 3anpocaM rpaxaaH, BegeT
y4yeT 1 aHanu3 Ucnonb30BaHus;

NPOBOAWT 3KCMEPTU3Y LIEHHOCTM WU OCYLUECTBISIET KOMIMIEKC OpPraHU3aLMOHHbIX U
METOANYECKMX MEPOMNPUATUIA MO Nepegade JOKYMEHTOB Ha NOCTOSIHHOE XPaHEHUE;

OCyLLECTBMSIET NPOBEPKY MNpPaBWUibHOCTM (OpPMUPOBaHNS U odopmreHnss gen B
CTPYKTYPHbIX MOApPa3deneHusX oOpraHu3auun u ApYrux OpraHmsaumsix - WUCTOYHMKax
KOMMIEKTOBAHWS;

opraHusyeT paboTy No CoCTaBeHWNO HOMEHKNATYpPbl AeN OpraHn3aLmm;

OKa3blBaeT METOANYECKYHD U MPAKTUYECKYH NMOMOLLb CTPYKTYPHBIM NoApasneneHnsm B
paboTe ¢ JOKyMeHTamu;

yyacTByeT B pa3paboTke HOPMAaTUBHbIX MU METOAMYECKMX OOKYMEHTOB MO apXMBHOMY
neny v AOKyMeHTaLMOHHOMY obecneyeHnto ynpaBneHus;

y4yacTBYeT B MPOBeAEHNM MEePONpUSATMIA MO NOBbILEHWIO KBanudukaumm paboTHUKOB
apxuBa MW CnyxObl [OKYMEHTaUMOHHOro obecrneyeHus ynpaBfieHusi, B TOM 4MCNE B
OpraHn3aumsix - UICTOYHMKaX KOMMIIEKTOBAHUS apXunBa.

1.3.4. ApxuBbl OpraHu3auMn OCYLLECTBMAIOT MPUEM INEKTPOHHbIX AOKyMeHToB (O[),
obecneynBalOT MX COXPAHHOCTb, y4eT, oTOOp M MCMONb3oBaHWE, a TakkKe MOArOTOBKY M
nepegavy Ha rocygapcTBeHHoe xpaHeHue. Ha xpaHeHue nepegatorcsa Ol B coctaBe hoHOOB
opraHnsauui - ICTOYHMKOB KOMIMIIEKTOBaHMS apXUBOB.

Bce onepauun, ocywecternisiemble ¢ 3L npu nepegade Ha apxXMBHOE XpaHEHUE U B
npoLiecce xpaHeHust (nmepesanuncb, KOHBEPTUPOBAHWE B HOBble bopMaThl, cxatne u ap.),
[OIMKHbI 6bITb JOKYMEHTUPOBaHbI AN obecneyeHns ayteHTuYHoCT J/.

1.4. MNpaBa apxuBa

[ns BbINOMHEHUS OCHOBHbIX 3aay 1 PYHKLMIA apXmB OpraHn3aLmn MMeeT npaso:

TpeboBaTb OT CTPYKTYPHbIX MOAPa3feneHuli CBOEBPEMEHHON MNepedayn B apxvB
[OKYMEHTOB B YNOpPsSiA04YEHHOM COCTOSIHUM;

KOHTpONMpoBaTh npaBurna paboTbl C AOKYMEHTAMU B CTPYKTYPHbIX NoApas3nenieHusx u
OpraHn3aumsix - ICTOYHMKAX KOMMITEKTOBAHUS apXuBa;

3anpawmBaTtb OT CTPYKTYPHbIX nogpasdeneHnn u opraHnsaumi - WUCTOYHUKOB
KOMMMEKTOBaHNS Heobxoammble aAng paboTbl apxuBa CBeAEHMUS;

yyacTBoBaTb B MeponpuaTusX, nposoaumbix PegepansHON apxXMBHOW  CRyx6own
Poccun, opraHamu ynpaBneHust apxuBHbiM genom cyobektoB Poccuiickon Pepepaumn,
depepanbHbiMn apxmBamn Poccuinckon Pepepauumn, no Bonpocam apxvMBHOro gena wu
OOKYMeHTaUMOHHOro obecrneveHunst ynpaBneHus.

1.5. OTBETCTBEHHOCTL apxmBa

ApXI/IB COBMECTHO C pykoBoguTenem opraHun3aulmm Hecet OTBETCTBEHHOCTb 3a:

HecobnoaeHne ycnosumn obecnevyeHnss COXpaHHOCTN OOKYMEHTOB;

yTpaTy 1 HeCaHKLUMOHNPOBAHHOE YHUUYTOXEHWNE JOKYMEHTOB;

HeoBOCHOBaHHbIV OTKa3 B NpUemMe Ha XpaHeHue JOKYMEHTOB NOCTOSAHHOIO XpaHeHWs U
Mo NIMYHOMY COCTaBy MOABEAOMCTBEHHbIX OpraHusauui, Npu NMKBUAALUUN opraHnsaumm unu
n3MeHeHUN popMbl COBCTBEHHOCTY;

HapyLleHWe npaBun WCMOMNb30BaHWA [OKYMEHTOB W [OCTyna nonb3oBaTenen K
[OKYMEHTaM, YCTaHOBMEHHbIX 3aKOHOAATENbCTBOM.



2. OKCMNEPTU3A LIEHHOCTW JOKYMEHTOB

2.1. HopmaTuBHO-MeToauYeCcKMEe OCHOBbLI SKCNepTHabI
LIEHHOCTU JOKYMEHTOB

2.1.1. 3KcnepTu3a LEeHHOCTU JOKYMEHTOB - 3TO U3y4YeHne OOKYMEHTOB Ha OCHOBaHUMU
KpUTEPUEB MX LIEHHOCTU B LENSIX ONPEeAENeHUs CPOKOB XpaHEHUSA OOKYMEHTOB U oTOopa MX
Ha MOCTOSIHHOE XpaHeHue.

2.1.2. OTHeceHne OOKYMEHTOB K cocTaBy ApxmBHoro dgoHga Poccuiickon degepauun
OCYLLECTBNSIETCS MO pe3ynbTataM 3KCNepTu3bl LEHHOCTM Ha OCHOBAHWM MNPUHLMIOB
NCTOPU3Ma, CUCTEMHOCTU M LIENOCTHOCTU MYTEM KOMIIEKCHOTO MPUMEHEHUS KPUTEPMEB
NPOUNCXOXAEHUS, COAEPXKAHUS, BHELLUHUX OCOBEHHOCTEN JOKYMEHTOB.

K kpuTepmsim nNpomvCXOXAEHUSI OTHOCATCS: POfb M MECTO OpraHu3auum B CUCTEME
rocyaapCTBEHHOMO YMPaBiEHNA UMM KOHKPETHOM OTpacnu, 3HA4YMMOCTb BbIMOSTHAEMbIX €K
PYHKUUIA, 3HaYeHne hU3NYECKoro nmua B Xn3Hu obLuecTBa, BpeMsa U MecTo obpa3oBaHus
JOKyMeHTa.

K kputepusim cogep)aHnsa OTHOCHATCS: 3HAYMMOCTb COOLITUS (SIBNEHWUST), OTPaXeHHOro
B JOKYMEHTE, 3Ha4YeHue UMerLLencs B AOKYMeHTe MHdopmMaLumn, NOBTOpeHUe UHgopmauum
OOKYMeHTa B OpYrMx JOKYMeHTax, BUA OOKYMEHTA, MOAJIMHHOCTb AOKYMEHTA.

K KpuTepusiM BHeELLHMX 0cOBeHHOCTEN OTHOCATCA: hopMa MKCMpOBaHUS U Nepeaayn
cofepKaHusl, yoocToBepeHusl, 0hOpMIeHUs JOKyMEHTa, ero onanyeckoe CoOCTOsTHUE.

Mpn oTHeceHUM OOKYMEHTOB K cocTaBy ApxuBHoro doHga Poccuiickon denepaumm
YyunTbIBaeTCsl DaKTOp CTENEHWN NOSIHOThLI U COXPAHHOCTU choHaa.

2.1.3. QkcnepTusa LEHHOCTU OOKYMEHTOB NPOBOAMTCS HA OCHOBE:

OENCTBYIOLLIEro 3akoHodaTenbCTBa W MpaBoBbIX akToB Poccunckon depgepaumm no
apXvMBHOMY Aeny U JOKYMEHTaUUOHHOMY obecneyvyeHmnto ynpaBneHus;

TMNOBBIX M BEAOMCTBEHHbIX NEpPeYHEN AOKYMEHTOB C yKazaHMeM CPOKOB UX XpaHEeHWUs,
TMUNOBBIX N MPUMEPHLIX HOMEHKNAaTyp Aen;

HOPMaTUBHO-METOANYECKNX OOKYMeHTOB PepnepanbHoi apxuBHol cnyx6bl Poccun un
OpraHoB YynpaelieHWsi apxvMBHbIM AenoMm cybbektoB Poccunckon ®epepaumm B obnactu
apxMBHOro gena.

2.1.4. OTOOp SMNEKTPOHHBIX JOKYMEHTOB HAa apXMBHOE XPaHEHWE OCYLLECTBISAETCA B
pesynbTate 3KcnepTusbl UeHHoOcTM Ofl, koTopas nNPOBOOUTCHA 3SKCMEPTHOW KOMWUCCUEWN
opraHusaumn.

Ha nepBom 3Tane skcrnepTusbl Ol apxuB COBMECTHO C [AeNOnpou3BOACTBEHHOMN
cnyx00m nnu cnyxoon, otTeevaroLen 3a PYHKLNOHNPOBAHNE MHAOPMALMOHHBIX TEXHOSOMIA
B OpraHusaumu, onpeaenseT nepeyeHb CUCTEM, TEM U NPOEKTOB, LOKYMEHTbI KOTOPbLIX MOTyT
UMETb LIEHHOCTb B COOTBETCTBUM C OBLLUMMKU KpuTepusammn akcneptusbl. B pamkax nepeyHs
nposoauTcs otoop 3O Ha NOCTOSHHOE M BPEMEHHOE XpaHEeHWe; nepeveHb yTBepXaaeTcs
9KCNEepPTHOW KOMUCCHEN OpraHn3aLmu.

Okcneptnsa Ol npoBOAUTCA  SKCMEPTHOM  KOMMUCCMENW BO  B3aMMOCBSA3N C
JOKyMeHTaumen opraHvsauuum Ha TpafMLUMOHHBIX HOCUTENAX (NPUMEHSIeTCA B KOMMIeKce
cuctemMa oOWMX M crneuunanbHbiX KpUTEPUEB: 3HAYMMOCTb, MOSHOTA (3aBepLUEHHOCTb)
OOKYMEHTa; ayTeHTMYHOCTb [JOKYMeHTa; OTcyTcTBMe Aybnupylowen uHgopMauum B
OOKYMEHTax, MPUHSITbIX HA apXMBHOE XPaHeHMUE).

Mpu npueme 31 Ha XpaHEHWE B apXUB YUMUTbLIBAKOTCHA DaKTOPbI: OFPaHUYEHNS Ha NpUem
O[l; 3aBeplleHHOCTbL npouecca co3gaHnsa O[; CTOMMOCTb BO3MOXHOro nepeeoga 3 B
apyron dopmat npu npMemMe B apxvB; HanuumMe 3akoHOAATesbHbIX aKTOB, NPENsITCTBYHLMNX
nepegave O[l; Hanuume HeobXOOUMOWM COMPOBOAUTENBHOM AOKYMEHTaLMW; COOTBETCTBUE
TMNa 3NEKTPOHHOIO OOOPYAOBaHUSA pasnUyHbIM pexmmam XxpaHeHus 3[; 3aTpaTtbl Ha
obecneyeHne XpaHeHns.

2.2. OpraHunsauus nposegeHus
3KCMEPTU3bI LLEHHOCTU JOKYMEHTOB

2.2.1. JkcnepTusa LEHHOCTM AOKYMEHTOB B OpraHu3auumn npoBoauTcs:

B [Aenonpou3BOACTBE - MpUM  COCTaBMIEHUMM HOMEHKNaTyp fden, B npouecce
dopmupoBaHUsa Aen U Npu NoAroToBKe Aen K nepefade B apxus;

B apxuBe - B NpoLecce NogroToBkU K nepegade Aen Ha NOCTOSIHHOE XpaHeHMe.



2.2.2. inqa opraHusaumm n npoBeaeHust paboTbl NO 3KCNEpPTU3e LLEeHHOCTU AOKYMEHTOB,
oTOOpY M MOArOTOBKE K Nepefade Ha NOCTOSIHHOE XpaHeHWe AOKYMeHTOB ApxMBHOro coHaa
Poccuinckon depnepauuu, BKITO4asd yrnpaBreH4yeckyto, Hay4YHO-TEXHUYECKYIO,
ayamoBusyarsbHyl0, MallMHOYMTaeMylo W ApYyrylo [OKyMeHTauuio <*>, obpasylollylocs B
npoLecce OeATENbHOCTM OpraHn3aLmmn, cosgaeTcs akcnepTHas kommcens (OK).

<*> [na aKcnepTusbl LEHHOCTM M oTbopa Ha MOCTOSAHHOE XPpaHeHWe Hay4vHo-
TEXHUYECKOW U OpYron creuunansHOW OOKYMeHTauum MoxeT ObiTb cos3faHa otaenbHasa OK,
COCTOSALL AN 13 cneumnanmncToB No aTon JOKYMeHTauuu.

B  mMuHucTepcTBax mu BEOOMCTBax,  [ApYyrux  opraHusauusx, NMetoLLnX
noaBeJOMCTBEHHYIO CeTb, CO34a0TCS LieHTparnbHble aKcrnepTHble komucenn (LIOK).

2.2.3. UOK (3K) cozpaeTcsa nprkazoM pykOBOAMTENS OopraHvM3aunm 13 Ynucna Havbornee
KBanuunuupoBaHHbIX paboOTHMKOB B KONMMYECTBE He MeHee Tpex yenosek. B coctaB 3K
opraHusaumm B 00si3aTenbHOM MOPSAKE BKIHOYAETCA PYKOBOAMTENb apxuBa MM vuo,
OTBETCTBEHHOE 3a apXuB.

B coctae LIOK uenecoobpasHo BKNIOYMTL NPEACTABUTENS apXUBHOIO yUYpexaeHus, ans
KOTOPOro JaHHas opraHn3auus SBAsieTcs CTOYHMKOM KOMIMIIEKTOBaHMS.

Mpeacepatenem LBOK (OK) HasHauyaeTca oguH M3  PyKOBOAAWMX pPabOTHUKOB
opraHu3auum, Kyp1pytoLui BONpoCkl Aen0onpoM3BOACTBa 1 apXUBa.

2.2.4. OcHoBHbIMU 3agadamu LUOK (3K) asnstoTes:

opraHusaumss 1 npoBedeHWe 3JKCMNepTuU3bl LEHHOCTWM [JOKYMEHTOB Ha CTaguu
AenonponsBoAcTBa MpU COCTaBNeHWM HOMEHKNAaTypbl Aen u B npouecce (opmMupoBaHus
nen;

opraHu3auusi U NpoBeAeHMe IKCNEPTU3bl LLEHHOCTM OKYMEHTOB Ha CTaguun NoaroToBKM
UX K Nnepefade B apxvB OpraHn3auuu;

opraHu3aumsi M npoBedeHMe OTOOopa W NOArOTOBKM AOKYMEHTOB K Mepejadye Ha
NMOCTOSIHHOE XPaHEHUe B roCy4apCTBEHHbIN UM MyHULMNAMbHBIN apXuB.

2.2.5. OcHoBHbIMK hyHKUMamu LLOK (3K) asnsatoTcs:

opraHm3aums exerogHoro otbopa gen ons xpaHeHus N YHUUYTOXEHNS;

paccMOTpeHne ” BblHECEHWEe Ha YTBEepXOeHMe W CcorfacoBaHMe C 3KCNepTHO-
nposepo4Hon komuccuen (OIK) apxuBHOrO yYpexaeHWs MNPOEKTOB HOMEHKNaTtyp Aen
opraHusauum, onucen Aen nocTOSHHOrO M BpemeHHoro (csbiwe 10 neT) xpaHeHus, B TOM
yucne no JSIMYHOMY COCTaBy, aKTOB O BbIAENEHUUM K YHUYTOXEHUIO Aer, He MoAnexalumx
XpaHeHwuio;

noaroToBka W BblHECEHME Ha paccmoTpeHne 3MK  apxvBHOro  yypexaeHusi
NpeanoXxeHnin 00 W3MEHEHWM CPOKOB XpaHEHUs OTAENbHbIX KaTeropum [LOKYMEHTOB,
YCTaHOBIEHHbIX MEpPeYHsMU, M 00 onpeneneHun CPOKOB XpPaHEHWst [OKYMEHTOB, He
NpeayCMOTPEHHbIX NEPEYHAMU;

yyacTme B MOATOTOBKE WM PaCCMOTPEHUWN MPOEKTOB HOPMAaTUBHBbIX U METOOUYECKUX
OOKYMEHTOB Mo Bonpocam paboTbl C AOKYMEHTaMM B OpraHn3auumn.

2.2.6. LUOK (OK) npoBoguT 3acegaHnsi B COOTBETCTBUM C MflaHOM paboTbl U No Mepe
HeobxogmmocTu. 3acepanus LUOK (BK) npotokonupytotca. [poTokonbl NoanuchIBalOTCH
npegcenatenemMm u cekpetapem komuccun. Pewenns LIOK (3K) BctynawoT B cuny nocne
yTBEPXOEHUSA PYKOBOAMTENEM OpraHu3aunm.

Mpotokonbl LIGK (3K), cogepxalwime pelleHna o6 ogobpeHun MNpoeKkToB TUMOBbIX U
NPUMEPHbIX HOMeHkNnatyp gern, 06 W3MEeHEeHMUM CPOKOB XpaHEHUs  OOKYMEHTOB,
YCTaHOBMEHHbIX TUMOBLIMU U BEAOMCTBEHHbLIMU MEPEYHAMU [OKYMEHTOB C YKadaHWEM CPOKOB
X XpaHeHWsl, a Takke TUMOBbLIMM U MPUMEPHLIMU HOMEHKNaTypamu Aen, YTBEPXOAKTCH
pyKOBOOWUTENEM OpraHuM3auum TONMbKo nocne ux paccmoTtpenunss JINK cooTBeTcTBYyOLLETO
APXUBHOTO y4YpeXaeHusl.

2.3. nOpﬂ,EI,OK npoeeaeHmna skcnepTunabl LEHHOCTU OOKYMEHTOB

2.3.1. JkcnepTnsa LEHHOCTU OOKYMEHTOB OCYLLECTBRSETCA eXerogHo paboTHMKamu
cnyx6bl  OOKyMeHTauuoHHoro obecneyeHus ynpaeneHuss coBmecTHo ¢ LBK (BK)
opraHusaumm nog MeToau4ecknm pykoBOACTBOM apxuBa.

2.3.2. Tpun npoBegeHWM 3IKCMEPTM3bl LEHHOCTU [OOKYMEHTOB B CTPYKTYPHbIX
noapasgeneHnsax ocyLlecTBnseTca oTOop Aen NMOCTOSHHOMO U BpeMeHHOoro (cebiwe 10 ner)
XpaHeHust Ons nepegadn B apxme; OTOOp Aen C BPEMEHHbLIMM CpOKaMK XpaHEHWs,



noanexalumx XpaHeHno B CTPYKTYPHbIX NodpasfeneHnsx; BblAeneHne K YHUUTOXEHUIO Aen
3a npegblgywne rofdbl, CPOKM XpaHEHUst KOTOpbIX ucTeknu. [lpu 3TOM OOHOBPEMEHHO
NPOBEPAIOTCH KAYeCTBO W MOSIHOTa HOMEHKNaTypbl Aen opraHusauun, npaBuIlbHOCTb
OnpefeneHnsi CpoKOB XpaHEeHUs gern.

2.3.3. OT60p [OKYMEHTOB MOCTOSIHHOTO W BpemeHHoro (cBbiwe 10 neT) XxpaHeHus
NpoBOAWTCA MyTeM MONMCTHOro npocmotpa gen. He pgonyckaetca otbop OOKYMEHTOB Ans
XpaHEeHWs U YHUYTOXEHNS] TONIbKO HA OCHOBAaHMM 3arofioBKOB A€en.

HOena c¢ otmetkon "OMK" nopgeepraloTcsi MOMMCTHOMY MPOCMOTPY C  LENbl
onpedeneHnss M BblOeNeHWss M3 UX COoCTaBa [AOKYMEHTOB, MOAMeXalmx MOCTOSAHHOMY
XpaHeHuto.

Hena c otmeTtkon "3MK", cogepxalime AOKYMEHTbI MOCTOSAHHOIO XpaHeHWs1, noanexat
nepedopmMmpoBaHunio. BblgeneHHble M3 Mx cocTaBa LOKYMEHTbl MOCTOSIHHOIO XpaHeHWUs
NPUCOEUHSIOTCA K OQHOPOAHBIM AenaM Ui opopMNsATCA B CaMOCTOATENbHbIE Aena.

Cpokn xpaHeHus gen, coaepxalumx ocTaBLUMecs AOKYMEHTbl BPEMEHHOIO XpaHeHUs,
ONpPenensTCcs Mo MNepeyHilo [OKYMEHTOB C YKa3aHWeM CPOKOB WX XpaHeHus wunuv no
HOMeHKNaType e opraHusaumu.

MopwmrBka BHOBb CCHOPMMPOBAHHBIX Aen MPOU3BOAUTCHA TOMbKO MOCMEe 3aBEpPLUEHUS
3KCMEePTU3bl LLEHHOCTU LOKYMEHTOB.

2.3.4. ApxvB NpoOBOAMT 3KCMNEPTM3Yy LIEHHOCTM [OOKYMEHTOB Mpu oTbope ux Ha
MOCTOSIHHOE  XpaHeHMe  nog  MEeTOAMYECKMM  PYKOBOACTBOM  COOTBETCTBYHOLLENO
rocygapCTBEHHOIo U MyHULMNanbHOro apxuBea.

2.3.5. lMogroTtoBka 3NEKTPOHHbLIX AOKYMEHTOB K Mnepejade B apxvue oOpraHusauuun
COCTOUT M3 CriegyoLnX 3Tanos.:

npoBepka U3NYECKOrO0 COCTOSIHUSA MAaLUMHHBIX HOCUTEnen, npeaHa3HayeHHbIX Ans
nepegayv B apxus;

3anucb 3/1 Ha MalUWHHbIE HOCUTENMN;

npoBepKa kavyecTsa 3anucu;

onuncanune 9[;

NMPOCTaBMNEHNE aAPXMBHbIX LWMPPOB HA €OuMHULAxX XpaHeHus (Ha dyTtnapax) B
COOTBETCTBMM C apXMBHOW OMUCBID (OMUCSIMU) 3NEKTPOHHbIX [JOKYMEHTOB MOCTOSIHHOMO
XpaHeHus 1 Mo JIMYHOMY COCTaBYy;

MOAroTOBKa KOMMIEKTa CONPOBOAUTENBbHON JOKYMEHTaLNN.

ConpoBogutenbHas gokymeHTauus 3 gormkHa 6biTb JOocTaToOvHOM Anis obecneveHus
MX COXPaHHOCTW U UCMNONb30BaHNA. B Hel oTpaxaeTca criegyrowas nHopmMauna: HassaHue
OOKYMeHTa, AaTta ero COo3faHusi, XapakTepuctuka codepxaHuns (aHHOTaumsl), SNeKTPOHHbIN
dopmart, dmsmdeckas n normyeckas ctpyktypa (ana B, cantos un 1.n.), 06beM OOKYMEHTa
(ans B[ Takxke - KONUYECTBO 3anucen).

2.4. OcbopmneHne pesynbTaToB
3KCNepTU3bl LLEHHOCTM JOKYMEHTOB

24.1. Tlo pesynbTatam 93KCNepTU3bl LEHHOCTM [AOKYMEHTOB B OpraHusaumm
COCTaBMSATCA ONUCU Aen NOCTOsiHHOro (npunoxeHwe 1), BpemeHHoro (cebiwe 10 ner)
XpaHeHus (NpunoxeHue 2) M NO NMYHOMY COCTaBy (NpunoxeHwe 3), a TaKkKe akTbl O
BblAEMNEHUN K YHUUTOXEHUIO AeN, He noanexalunx XpaHeHuto (npunoxeHune 4).

2.4.2. B apxvBe opraHu3auum B 3aBMCUMOCTU OT cocTtaBa 1 obbema 3/, OTHECEHHbIX K
coctaBy ApxuBHoro doHaa Poccunckon depepauun, COCTaBNATCH OMUCU INEKTPOHHbIX
JOKYMEHTOB MOCTOSIHHOIO XpaHeHusl, onucu Aen no fMYHOMY cocTaBy (npunoxeHuwe 5).
YnpaBneHyeckasi, Hay4yHO-TEXHMYECKast [OOKYMEHTauusi, OTAernbHble Komnnekcbl O[]
BKITHOYAIOTCS B CAMOCTOSITENIbHBIE OMNUCH.

Mopsgok odopMneHns uM yTBepXaeHUs onucen yctaHoBreH B M. 6.4.5 HacToAwwmx
Mpasun.

2.4.3. OlK apxvBHOro yypexaneHus yTBepxgaeT Onucu Aen NOCTOSTHHOIO XpaHeHus u
COrnacoBbIBAaET ONUCK Aen Mo JIMYHOMY COCTaBy (BkMoyas onvcy gen ).

2.4.4. YkasaHHble (N. 2.4.1) onvMcK 1 akTbl paccmaTpuBaloTca Ha 3aceganHun LUOK (3K)
opraHusdaumm ogHoBpeMeHHo. OpobpeHHble LOK (3K) aktel M onucu yTBepxgatoTcs
pyKoBOAMTENEM OpraHusaumm Tonbko nocne yteepxaeHus JMMK apxvBHOro yupexpgeHus
onucen fen NOCTOSIHHOrO XpaHeHusl; Mocne 3TOoro opraHu3auus MMeeT NpPaBo YHUYTOXAaTb
Jena, BKMYeHHbIEe B JaHHbIE aKThbl.



2.4.5. [lena BKMO4aloTCA B akT, €Crv NpeayCMOTPEHHBIN AN HUX CPOK XPaHEHNS UCTeK
K 1 dHBaps roga, B KOTOpPOM cocCTaBnseTcs akt. Hanpumep, 3akoH4YeHHble fena c
TPExXNeTHUM CPOKOM XpaHeHnusi B 1991 r. mMoryT ObiTb BKMOYEHbI B aKT, KOTopbin Gypet
cocTaBrieH He paHee 1 aHBaps 1995 .

AKT O BblAENEHNM K YHUHTOXEHMWIO AEN, He noasiexalimx XpaHeHuo, COCTaBmnsieTcs Ha
Jena Bcew opraHusaumn. Ecnmu B akTe ykasaHbl gena HecKkofbKuX nogpasgenieHuid, To
HasBaHVe Kagoro noapasferieHnst ykasbiBaeTcs nepep rpynmnon 3arofioBKOB AEeNn 3TOro
noapasgenexus. 3aronoBkn O4HOPOOHbIX e, OTOOPaHHbLIX K YHUUTOXEHUIO, BHOCATCS B aKT
noa o6LMM 3arofloBKOM C yKa3aHWeM KONMYecTBa gefl, OTHECEHHbIX K AaHHOW rpynne.

2.4.6. Apx1BHble ydpexaeHUs NpoBepsoT NpaBuibHOCTb 0TOopa Aen Ha NOCTOSHHOoEe
XpaHeHve 1 npy HeobxooumocTM MMeT npaBo NoTpeboBaTb BKMKOYMTL B OMNUCb Aen
NOCTOSIHHOIO XpaHeHus Aaena, oTobpaHHbIe Ha BPEMEHHOE XPaHEHNE UMK K YHUYTOXEHWIO.

2.4.7. Jena, nognexawue yHU4TOXEHUIO, MepedatloTcs Ha nepepaboTky (YyTunmsauuio).
Mepenaya gen odopmMnseTca NpUeMo-cAaTodHOW HaknagHoOW, B KOTOPOW yKasbiBaloTCcs Aarta
nepeaayu, KOIMYECTBO cAaBaeMbix AeN U BeC BymMaXkHOW MaKynaTypbl.

Morpy3ka M BbIBO3 Ha YTUNU3aALMIO OCYLLECTBMAETCA MOL KOHTPONEM COTPYAHUKA,
OTBETCTBEHHOIO 3a obecneyeHne COXpPaHHOCTM JOKYMEHTOB apXmBa.

3. KOMIMNJNEKTOBAHVE APXVUBA
3.1. KomnnekTtoBaHne apxvBa opraHusauum

3.1.1. KomnnektoBaHue apxvBa OpraHusaumm - 370 cMCTeMaTuyeckoe MNOMoSiHeHVe
apxvBa [OKYMEHTaMn CTPYKTYPHbIX MNOApasfdeneHvun opraHusaumv, a Takke Apyrux
OopraHv3aumn, SBASIOLMNXCA NCTOYHMKaMU KOMMMEKTOBaHWUSA apxuBea.

3.1.2. KomnnektoBaHne apxmBa BKMOYaET:

onpeaeneHne NCTOYHUKOB KOMMITEKTOBaHUSA apXmBa;

onpegeneHune coctaBa AOKYMEHTOB, MOAMEXaLLMX NPUEMY B apXuB,;

opraHu3auus nepegavm JOKYMEHTOB B apXuB.

3.2. UICTOYHUKM KOMMNEKTOBaHMS apxuea

OCHOBHbBIMU UCTOYHMKAMMN KOMMIIEKTOBAHNSI apXmMBa OpraHM3auumn SBrsioTCS:
CTPYKTYpHble NoAapas3aerieHnsi opraHnsaumy;

noaBeAOMCTBEHHbIE OpraHM3auuu;

dursunyeckme nuua.

3.3. CocTaB AOKYMEHTOB, Noanexawmx nepegaye B apxvs

3.3.1. ApxvB opraHusauMu B COOTBETCTBUM C MOJSIOKEHWEM O HEM KOMMIIEKTyeTcs
Jenamy NOCTOSIHHOIO, BpeMeHHOro (cBbiwe 10 neT) xpaHeHus, a Takke genamu no JIM4Homy
COCTaBy.

3.3.2. [lena BpeMEHHOro xpaHeHusi CO cpokamu xpaHeHust o 10 net nepepade B
apxuB opraHuMsauun, kak npaeurio, He noanexaT. OHM XpaHSTCA B CTPYKTYPHbIX
nogpasgeneHnsix opraHm3anmm 1 no UCTEYEHMN CPOKOB XPaHEHUSA noanexaT YHUUTOXEHUIO
(cm. n. 2.4.5).

3.3.3. [JOKyMEHTbI JIMYHOIO MPOUCXOXOEHUSI B apXMB OpraHu3auMu nepefarTcsi Ha
BPEMEHHOE XpaHeHWe MO 3asiBMEHU0 WX Bragenbua (COGCTBEHHMKA) C nocneayoLwen
nepegayen B rocyfapCTBEHHbIN apXMB Ha MOCTOSIHHOE XpaHeHMe.

3.3.4. B apxvB nepenarwTcs OOKYMEHTbl OpraHusauun-npealeCTBEHHUKOB, a Takke
OOKYMEHTbI NMMKBUONPOBAHHBLIX NOAYNHEHHbBIX OpraHM3auni.

3.4. HomeHknatypa gen

3.4.1. HomeHknaTypa gen npeacrtaBnser cobon cCUCTEMaTU3UPOBAHHLIN MepeveHb
HanMeHOBaHUN Aen, 3aBOAMMbIX B AeNONpOM3BOACTBE OpraHn3aLmm, C ykasaHuem CpoKoB UX
XpaHeHus1, N0 yCTaHOBMNEHHOW hopMe.

3.4.2. ApxuB B LUeNsax KayeCTBEHHOrO0 KOMMMEKTOBaHMS [OOKyMEeHTaMu apXuBHOIo
doHAa KOHTPONUPYET U OKa3biBaeT HEOOXOAMMYIO METOANYECKYHO U MPaKTUYECKYH MOMOLLb
cnyxbe JOKyMeHTaUMOHHOro obecnevyeHunss ynpaBeHns B COCTaBNEHMN HOMEHKATypbl Aen.



OTBeTCTBEHHOCTb 3a €€ COoCTaBfeHue Bo3naraetcs Ha cnyxby [AOKyMEeHTauuoOHHOro
obecneyeHus ynpasneHnsa opraHMsaunn.

3.4.3. HomeHknaTypa p[en sBNsieTcd OCHOBOW [ANd COCTaBneHus onucen fen
NMOCTOSIHHOTO U BpeMeHHOro (cBbiwe 10 NeT) XpaHEHMS U OCHOBHBIM YYETHbIM JOKYMEHTOM B
[EenonponsBoACTBe, @ B apxXmMBe OpraHn3aumm ucnonb3yeTcsa ons ydeta Aen BpeMeHHoro (4o
10 neT BKNIOYUTENBHO) XPaHEHUS.

3akpenneHHas B HOMEHKNAType CxemMa cucTematu3aumm gen MoxeT ObiTb
ncnonb3oBaHa npu pa3paboTKe CXeMbl KAPTOTEKN HA UCTIONHEHHBbIE JOKYMEHTHI.

3.4.4. Pasnuyaotca Tpu Buaa HOMEHKNaTtyp fen: Tunosas, npumepHas U
WHAMBUAYyanbHas HOMEHKNaTypbl Aen KOHKPETHOW opraHvu3aunn.

TunoBass HOMeHKknaTypa [fen YyCTaHaBnMBaeT COCTaB [fen, 3aBOoAUMbIX B
0enonponsBoacTBe OOQHOTUMHBLIX OpraHn3aLunn, n ABNseTc HOPMaTUBHBIM AOKYMEHTOM.

lMpumepHas HoMeHKNaTypa Aen ycTaHaBnMBaeT NPUMMEPHbIN COCTaB Aer, 3aBOAUMbIX B
0enonpounsBoAcTBe OpraHuM3auui, Ha KOTOpble OHa PacrnpoCTPaHAEeTCs, C YyKasaHuem uX
WHOEKCOB, U HOCUT pekoMeHAaTenbHbIN XapakTep.

3.4.5. TynoBble N MpUMEPHbIE HOMEHKNATYpbl AeNn UCMNOMb3ylTCs ANs COCTaBMEHUs
WHOMBUAYanNbHON HOMEHKNATYpbl Aen.

B HOMeHKknaTypy Aen opraHu3aumvM u3 TUNOBOW UM NPUMEPHON HOMEHKMATypbl Aen
nepeHocHaTcst NPeayCMOTPEHHbIE UMW 3arofioBKU Aer1, KOTopble npeanonaraeTca 3aBecTvl B
[EenonponsBoACTBE OpraHn3aLmn, KOHKPETU3MPOBAHHBIE C Y4ETOM ee cneundukm.

Cpokn xpaHeHus aen, NpeaycMOTPEHHblE TUMOBOW MMM MPUMMEPHON HOMEHKITaTypon
Aen, NnepeHocATCsa B UHAMBUAYanNbHYHO HOMeHKNaTypy aen 6e3 nameHeHun.

3.4.6. HomeHknatypa gen opraHusaumm (cBogHasi) (MpunoxeHue 7) coCTaBnsieTcs no
YCTaHOBMEHHOW ¢opMe Ha OCHOBaHMW HOMEHKMaTyp Aen CTPYKTYPHbIX noapasgeneHun,
paspaboTaHHbIX MO aHanorM4Hon opme (NpunoxeHne 8), cornacoBaHHbIX MU C apXMBOM U
NOAMUCAHHBLIX PYKOBOAUTENAMU STUX NOAPa3AeneHUNn.

HomeHknaTypa gen opraHusauum ocpopmnsieTcst Ha obem brnaHke opraHusauuu.

HomeHknaTypa gen opraHMsauum BU3MPYETCA PYKOBOAMTENEM apxvBa WA JALIOM,
OTBETCTBEHHbIM 3@ apxvB, MOAMUCLIBAETCA pyKoBoOAWUTENEM CNyXObl wnu  NuULoM,
OTBETCTBEHHbIM 3a JOKYMEHTaLMOoHHOe obecneyeHme ynpasrneHunsi, u nocne ogobpenus LIOK
(3K) opranusaumm HanpaBnsieTcs Ha cornacoBaHue ¢ JIK cooTBETCTBYHOLLEro apXMBHOMO
yupexgeHus, Nocre 4Yero yrBepxaaeTcs pyKoBoAUTENEM OpraHu3aLmu.

MMocne yTBepXOeHWs HOMEHKNaTypbl OeN OpraHu3aumu CTPYKTYpHble nogpasaeneHus
nony4aloT BbIMUCKM COOTBETCTBYIOLLMX €e pa3genoB A4S UCNonb3oBaHus B paboTe.

HomeHknaTypa gen opraHvnsauum Ha NPeAacTOsILLMIN KaneHaapHbli rof COCTaBnseTcs B
nocnegHem KeapTtarne TekyLero roga.

CornacoBaHHasi C apxXMBHbIM y4YpexgeHueM HOMEHKnaTypa Aen B KOHLUEe KaXaoro roga
YTOYHSETCH, YTBEpXAaeTcd PyKOBOAMTENEM opraHvsauuM u BBOOUTCA B Aenctene c 1
SHBaps cnegyoLLero kaneHgapHoro roga.

HomeHknaTypa gen cornacoBbIBAEeTCA C apXMBHbIM YYPEXOEHMEM He pexe O[HOro
pasa B 5 net. B cny4ae KOpPEHHOro M3MeHeHus1 OYHKLUMIA U CTPYKTYypbl OpraHu3auuu
paspabaTtbiBaeTCa HOBasi HOMeHKNaTypa gern.

3.4.7. HomeHknaTypa Aen COCTaBMseTCs Ha OCHOBE M3Y4YEHWS COCTaBa M CoAepXaHus
OOKYMEHTOB, 06pasyloLmxcs B 4EeATENBHOCT OpraHM3aunn.

lMpu cocTaBneHnM HOMeHKNaTypbl Aen crnegyeT PyKOBOACTBOBATbCH YCTaBOM MMM
nonoxeHnem o6 opraHnsauun, NONOXKEHUSIMU O €€ CTPYKTYPHbIX NoAPa3faeneHnsx, WTaTHbIM
pacnucaHueMm, HOMEHKNaTypon pJden opraHvsaumm 3a npownbii rod, onucamn aen
NMOCTOSIHHOTO M BpemeHHoro (cebiwe 10 neTt) xpaHeHws, perncTpaumoHHbIMU opMamu,
BEAOMCTBEHHbLIMW 1 TUMOBLIMU NEPEYHAMU OOKYMEHTOB C YKa3aHMEeM CPOKOB UX XpaHeHUs,
TUNOBLIMW U NPUMEPHBLIMU HOMEHKaTypamu gen.

3.4.8. B HomeHknaType gen npegycMaTpuvBaloTCs 3arofioBKW Aern AN rpynnmpoBKu
OOKYMEHTOB, OTpa)kalliMe BCe [OKYMEHTUMPYEMbIE YYacTKM W BOMPOCbl AEATENbHOCTU
opraHu3aumm.

B HOMeHknaTypy Qen opraHusauuu BKIHOYAKOTCA [ena BPEMEHHO AEeNCTBYHOLLNX
OpraHoB, [OKYMEHTbl KOTOPbIX CMy)aT MpaBOBbIM OCHOBaHUEM A1 MNOATBEPXAEHUSA
MOMMHOMOYMI OpraHuM3auum Wnu npekpaweHnss ee [[edTenbHOCTU (Hanpumep, pgena
NVKBMAALMOHHON KOMWUCCHM OPraHn3aumm BKITOYaTCA B HOMEHKNATYpy Aen IMKBUANPYEMON
opraHusaumm).

OcHoBoM AOns onpegeneHvs CTPYKTypbl HOMEHKNaTypbl gen ABMAseTcA CTPyKTypa
(wtaTHoe pacnucaHuwe) opraHusauuun. Pasgenamu, nogpasgenamv v ApyruMu geneHusamm



HOMEHKNaTypbl JAen 4SBASKTCA Ha3BaHMA nogpasgeneHnin (Hanpumep: KaHuenspus,
OyxranTtepwusi, OTAEN KagpoB v T.M.).

3.4.9. padbl HOMeHKNaTypbl AeNn opraHu3auuu, ee CTPYKTYPHbIX MoApasgeneHun
3anorHAKTCS criegyLwmm obpasom.

B rpacbe 1 HomeHKkNaTypbl Aen NPOCTaBMSTCA MHOEKChI KAXO0ro Aena, BKIYEHHOrO
B HOMEHKnaTypy. VIHOeKkc gena COCTOMT M3 YCTaHOBMEHHOrO B OpraHm3auun umndpoBoro
0603Ha4YeHUs CTPYKTYpPHOro noApasgeneHvst M MopsakoBOro HOMepa 3arorfioBka gena no
HOMeHKNaType Aen B npefgenax CTPYKTypHOro nogpasgenenus. Mingekcsl gen obosHavaroTcs
apabckumm umdpamu. Hanpumep: 02-03, rge 02 - nHaekc CTpyKTypHOro nogpasgenenus, 03 -
NOpsIAKOBbLIV HOMEP 3arosioBKa Aena no HoMeHKnaType gen.

B HoOMeHknaType pQen pekoMeHOYyeTCsl COXPaHATb OAMHAKOBbIE WHAEKChbI AN
OOHOPOAHbIX Aen pasHblX CTPYKTYPHbIX NoApasaeneHnn (HanpaBneHun AesTensHoCTH).

Mpumep: "Mpukasbl N0 ocHoBHOW AeaTenbHocTn" (02-03, 03-03, 04-03 n T.4.).

B rpacpy 2 HoMeHKnaTypbl Aen BKMOYAKOTCA 3arofnoBku aern (TOMoB, YacTen).

Mopsgok pacnonoXeHWst 3arofoBKOB AeNn BHYTPM pasfenos U nogpasgenos
HOMEHKNaTypbl Aen onpeaensieTcs CTENEHbI0 BaXKHOCTWM JOKYMEHTOB, COCTaBMSOWMX Aena,
N NX B3aNMOCBSA3bHO0.

BHauvane pacnonaratoTcs  3arofioBkM  Aen,  cogepXawux — OpraHu3auuoHHO-
pacnopsanTenbHy AoKyMeHTaumto. [pu aTom 3aronoBku en, cogepXalmnx noCcTaHoBMEHNS
W MNpuKasbl BbILWECTOAWMUX OpraHu3auun, pacnornaralTcs nepeq 3arofioBKamu gen ¢
npvkasamum pykoBogutens opraHusaumun. [anee pacnonaratlotcd  3arofnioBky — gen,
coaepXkallmx nnaHoBbIE N OTYETHbLIE JOKYMEHTDI.

3aronoBkn [gen, 3aBedeHHbIX MO reorpadmMyeckomMy M MO KOPPECMNOHAEHTCKOMY
npusHakam, BHOCATCA B HOMEHKNaTypy gen no andasuTy reorpadmyeckux HassaHui unm
KOppPEeCnOHAEHTOB.

3aronoBok [fena [OMmkeH 4eTko M B 0000uWeHHon ¢opme oTpaxaTb OCHOBHOE
cofepXaHue 1 cocTaB JOKYMEHTOB ena.

He ponyckaeTca ynoTpeOneHue B 3arofioBke Aeria HEeKOHKPETHbIX (DOPMYITMPOBOK
("pasHble matepwuansl”, "obwaa nepenucka" M T.N.), @ TakkKe BBOAHbIX CIIOB W CITOXHbIX
CUMHTaKCM4eCckmx 06opOTOB.

3aronoBku Aen MOryT YTOYHATLCA B npouecce hopMMpOBaHNst U 0pOpMIIEHNS Oen.

CoctaB 3MNeMeHTOoB 3arorioBka aena, pacnonaraembix B NPUHATON
nocrneaoBaTenbHOCTH, onpeaensdeTcs xapakTepoM AOKYMEHTOB Aena.

B 3aronoekax gen, cogepxawmx JOKYMEHTbl MO OAHOMY BOMPOCY, HO HE CBSI3aHHbIX
nocrefoBaTeNbHOCTLIO AENONPON3BOACTBA, B KAYecTBe BMAa gena ynotpebnserca TepMuH
"0OKYMeHTbI", @ B KOHLE 3arorfioBka B CKODOKaxX YyKasblBalOTCH OCHOBHblE Pa3HOBMAHOCTU
[OKYMEHTOB, KOTOpble AOMXHbI ObITh B Aene.

Mpumep: "0OKyMEHTbI O NPOBEAEHUM HaYYHbIX KOH(PEPEHLMI U CUMMNO3NYMOB (NSaHbl,
cnuvcku, goknaapl)".

TepMuH "OOKYMEHTHI" NPUMEHSAETCA Takke B 3arofoBKax Aerl, CoaepXalnx JOKYMEHTbI
- MPUNOXKEHUS K KAKOMY-TNOO JOKYMEHTY.

Mpumep: "OKyMeHTbI K MPOTOKOMNaM 3aceaHns Komnnermm MMHucTepcTea”.

3aronoBku gen no BoMpocam, He paspelleHHbIM B TeYEeHWe OOHOro roAa, SBMsTCSH
"nepexogawmmMm” n BHOCATCA B HOMEHKNATypy Aen opraHnsauumn cnegyowero roga ¢ TeM xe
WHOEKCOM.

Ecnn peno OGygeT COCTOATb M3 HECKOSMbKMX TOMOB MMM 4YacTel, TO COCTaBnsieTcsd
o6l 3aronoBOK Aerna, a 3aTem npyu HeobxoAMMOCTM COCTaBMSITCH 3arofloBKN KaXKaoro
TOMa (4acTn), yTOUHSOLWne CoaepXxaHue 3aronoska gena.

B rpadpe 3 HomeHknaTypbl Oen ykasbiBaeTCs KOnM4ecTBO Aen (Tomos, Yacten). OHa
3anonHAETCS N0 OKOHYaHUM KaneHgapHoro roaa.

B rpacdpe 4 ykasbiBaloTCA CpOK XpaHeHWs1 Aena, HoMepa ctaten no nepeyHto (TMNoBoMy,
BEOMCTBEHHOMY), @ NPV €ro OTCYTCTBUM - MO TUMOBOW MM NPMMEPHO HOMEHKNAType Aen.

Mpw BKNIOYEHUN B HOMEHKNATYPY 3arofioBKOB, AOKYMEHTOB, CPOK XpPaHEHUS KOTOPbIX He
NpegycMOTPEH TUMOBLIM UMM BEAOMCTBEHHbLIM NEPEYHAMM OOKYMEHTOB, CPOK UX XPaHEHWUs
ycTaHaenmBaeTcsi OlMK COOTBETCTBYIOLWLEr0O apXMBHOMO Y4YpEXOEHWUs MO MNpeacTaBreHuio
apxmBa n LI3K (3K) opraHusaumn.

B rpacde 5 '"lpumevaHne" B TedyeHMe BCEro cpoka [OEeWUCTBUS HOMEHKNaTypbl
NPOCTaBMATCSA OTMETKM O 3aBeJeHUn [en, O nepexodwmx genax, O BblAeneHuu gen kK
YHUUYTOXEHWNIO, O Nepefade Aen B Apyryro opraHn3aumio Ang npogornkeHms u ap.



3.4.10. Mo oOkOHYaHMM OenonpovM3BOACTBEHHOrO roda B KOHLUE HOMEHKNaTypbl gen
3aMeHsieTca UuToroBasi 3anmMcb O KOMMYecTBe 3aBedeHHbIX Aen (TOMOB), OTAenbHO
NOCTOSIHHOrO N BPEMEHHOro XpaHeHusi. CBedeHusi, coaepxalmecsas B MTOroBOM 3anmcu
HOMeHKNaTypbl Aen opraHv3auun, B 00s3aTenbHOM Mopsiake CcoobLalTcs apXMBHOMY
yYpexaeHuto, 0 YemM B HOMEHKIaType AeNn NPOCTaBrseTcsi OTMETKa C yKa3aHWeM OOSHKHOCTU
nvua, coenasLliero oTMeTKy, U paclumMpoBKN €ro NOANUCH.

3.5. MNMopsagok hopmmnpoBaHua aen B opraHu3auum

3.5.1. ®opmMuMpoBaHMEM [Oen HasbiBAETCS IPYNNMPOBKa MCMOSHEHHbLIX OOKYMEHTOB B
[ena B COOTBETCTBUM C HOMEHKNATypown Aen.

B meno nomelyaoTcs JOKYMEHTbI, KOTOPbIE MO CBOEMY COAEPKaHUO COOTBETCTBYIOT
3arofioBKy gena, npv 3TOM 3anpellaeTcs rpynnupoBaTb B Aena YepHoBble U OyGreTHble
9K3eMNMsipbl OOKYMEHTOB (3a WCKMIOYEHMEM 0COD0 UEHHbIX), a Takke [OOKYMEHThI,
noanexalime Bo3Bpary.

3.5.2. [ena ddopMupyoTca B OpraHu3aumsax npuv LEHTpannu3oBaHHOM BeOeHWMU
pernonpousBoactea - cnyxbon [OOY opraHusaumm, npyv OeueHTparmM30oBaHHOM - Kak
CTPYKTYPHbIMW NogpasaeneHnsMn (nuuamm, oteeTctBeHHbIMM 3a [OY), Tak n cnyxton JOY
opraHusaumm.

dopmupoBaHMe aen BegeTcs Noj HernocpefcTBEHHbIM MEeTOAMYECKMM PYyKOBOACTBOM
apxuBa opraHusauum, a npuv HeobGXoAUMOCTU - U COOTBETCTBYIOLLEIO rOCy4apCTBEHHOIO
apxuBa.

3.5.3. Mpun dopmupoBaHumn pen Heobxoaumo cobnogatbe Ccnegyllme OCHOBHbIE
TpeboBaHus:

OOKYMEHTbI MOCTOSIHHOTO M BPEMEHHOIro XpaHeHWst HeoOXOAMMO TrpynnupoBaTb B
oTAenbHblE fena;

BKIIOYATb B AEM0 N0 OAHOMY 3K3EMMISAPY KaXKAOro JOKYMEHTa;

rpynnupoBatb B [Oeno [AOKYMEHTbl OHOr0 KaneHdapHOro rofda; WCKIoYeHne
COCTaBMSAOT: Nnepexogswme aena; cynebHble gena; nuyHble gena, kKotopble hOPMUPYOTCS B
TeyeHne Bcero nepuvoga paboTbl AAHHOIO NMUa B OpraHuW3auun; OOKYMEHTbl BbIOOPHbIX
OPraHoOB M NX NMOCTOSIHHLIX KOMUCCUIA, OenyTaTCKUX rpynn, KoTopble rpynnMpyoTcsa 3a nepuos
MX CO3blBa; AOKYMEHTbl y4yebHbIX 3aBedeHuin, KoTopble opmupyloTcs 3a ydebHbii rog;
OOKYMEHTbl TeaTpoB, XapakTepuaylolme CLEeHUYECKylo OesTeNnbHOCTb 3a TeaTparbHbii
Ce30H; fena unbMoB, pykonucen, uctopun 6onesHen n ap.;

Oeno JOMKHO codepxxaTb He 6onee 250 nUCTOB, Npy TOSLWMHE He Gonee 4 cwm.

3.5.4. BHyTpu pena [OKYMEHTbl [OIMKHbI OblTb pacnofiokeHbl Tak, YTOObl OHW MO
CBOEMY COAEPXaHWIO MOCMNefoBaTENbHO OCBELlanu onpeferneHHble Bonpockl. [py aTom
OOKYMEHTbl pacrnonaraloTcsa B XPOHOJOMMYECKOM nopsgke (Bxogsdwme - no gatam
MOCTYMMEHNsl, UCXOoAsimMe - Mo gaTam OTMpaBfeHus) unu no andasviTy aBTOPOB WU
KOpPPECMNOHAEHTOB.

[MpunoxeHus K JOKyMeHTaM, HE3aBUCUMO OT AaTbl UX YTBEPXKAEHUSA UM COCTaBIIEHNS,
NPUCOEOUHSIITCA K JOKYMEHTaM, K KOTOPbIM OHU OTHOCATCS.

MpunoxeHnss obbemom cebiwe 250 NUCTOB COCTaBNAT OTAENbHbLIA TOM, O YEM B
OOKYMEHTe fenaetcsa oTMmeTka.

3.5.5. PacnopsigutenbHble 4OKYMEHThI FpYNNMPYOTCS B Aena no Buaam M XpoHONorum
C OTHOCSILLMMMUCS K HAM MPUINOXKEHUAMU:

yCTaBbl, MONOXEHWS, UHCTPYKUUN, YTBEPXKOEHHbIE PacnopsaAUTENbHLIMU JOKYMEHTaMM,
SBNSATCSA NPUITOXEHVUAMUN K HUM U TPYNNUPYIOTCS BMECTE C yKasaHHbIMU JOKyMeHTamu. Ecnn
K€ OHW YyTBEpXOEHbl B Ka4yeCTBE CaMOCTOSITENIbLHOTO [AOKYMEHTa, TO WX TpynnupyloT B
oTAenbHblE fena;

npuKasbl MO OCHOBHOW OeATENbHOCTM TrPYMNnUPYIOTCA OTAENbHO OT MNpMKasoB MO
NINYHOMY COCTaBY;

npuKasbl MO JIMYHOMY COCTaBy [pynnupylOTCAs B Jdena B COOTBETCTBUM C
YCTAHOBIIEHHbIMM CPOKaMU UX XpaHeHus. LlenecoobpasHo npu Gonblimx obbemax
[JOKYMEHTOB MpuKkasbl MO JIMYHOMY COCTaBY, KacaloLMecs pasnmnyHbiX CTOPOH AeATEeNbHOCTU
opraHusaumm (npvem Ha paboTy, YyBOSIbHEHME W NepemelleHne, KOMaHOWPOBKM WU T.4.),
rpynnupoBaTth B OTAeSNbHbIE Aena;

MOpyyYeHMs1 BbILWECTOSALMX OpraHu3auuMin UM OOKYMEHTbl MO WX  WUCMOSTHEHWIO
rpynnupyloTcst B Aena no HanpaeneHusaM OesATeNbHOCTU OpraHn3auuu;



YyTBEPXKAEHHbIE MnaHbl, OTYETbl, CMETbl, JIMMWTBLI, TUTYNbHbIE CMUCKM U Opyrue
JOKYMEHTbI rpynrypyTCA OTAEMNBHO OT UX NMPOEKTOB;

[OKYMEHTbI B NMYHBIX Aenax pacronaratTcsi B XpOHONOMMYeckoM nopsiake no mMepe ux
NOCTYNMEHNUS;

nuueBble cyeTa paboumx UM cnyxawmx no 3apaboTHOW nnaTe rpynnupyloTcs B
oTAenbHbIe Aena 1 pacronaratTcsl B HUX No andaBuTy haMunuii;

NpenrnoXeHusi, 3asiBNEHUst 1 kanobbl rpaxaaH no BonpocaM paboTbl opraHvM3aumun u
BCE [IOKYMEHTbI MO UX PACCMOTPEHUIO Y UCMIONHEHUIO TPYNMNMPYIOTCSA OTAENBHO OT 3asBNEHUN
rpaxxgaH no NMYHLIM BONpOCam;

nepenucka rpynnmpyeTcsi, kKak NpaBumo, 3a KaneHaapHbIi rof U cuctematusupyeTcs B
XPOHOSIOMMYECKON MocnefoBaTeribHOCTM, AOKYMEHT-OTBET MOMELLaeTcsl 3a LOKYMEHTOM-
3anpocoM. pu BO30GHOBMEHWU Mepenucku Mo onpeaerieHHOMY BOMpOCY, HavaBLUENCS B
npeabiayliemM rogy, AOKYMEHTbI BKIOYAOTCH B AENO TEKYLLEero roaa C ykasaHuWeM uHaekca
Jena npepblaywero roga. B 3aBucuMocTM OT crneundukn OeaTenbHOCTU opraHu3aumu
nepenncka MoXeT rpynnupoBaThCs Takke 3a y4ebHbIN rofl, CPoK COo3biBa BbIGOPHBLIX OpraHoB
nT.Aa.

3.6. TpeboBaHuna k odhopmneHnto gen, NpUHMMaeMbix B apxme

3.6.1. OcbopmneHve pgen npoBoaMTCs paboTHMKaMu CnyxObl OOKYMEHTaLMOHHOTO
obecneyeHnss ynpaBneHns opraHusauum unuv gpyrumMm CTPYKTYPHbIMKW nogpasgeneHnsamu, B
00a3aHHOCTN KOTOPbIX BXOAWUT 3aBefeHue u ¢opMuMpoBaHWe Jen, Npu MeTOAMYECKOW
NOMOLLM 1 NOA KOHTPOSIEM apXuBa OpraHu3aumm.

3.6.2. B 3aBUCMMOCTM OT CpPOKOB XpaHEHUs MNPOBOAMTCA MOMHOE WKW YacTUYHOe
odopmneHune gen.

3.6.3. MNonHoMy ocopmneHMto noanexar gerna NocTosiHHOro, BpeMeHHoro (cabiwe 10
NeT) XpaHeHust 1 Mo JIMYHOMY COCTaBYy.

MonHoe odopmneHue aen npegycmaTpuBaeT:

NoALLMBKY UKW NepenneT gena;

HyMepaLMIo NIMCTOB Aena;

COCTaBIiEHNE NUCTa-3aBepuTens;

COCTaBreHue, B HEOBX0ANMbIX Cryvasx, BHyTPEHHE ONUCK OKYMEHTOB;

BHECEHVEe HeobXoaNMbIX YTOYHEHWI B PEKBU3UTBI 06M0XKKM Aena (YTOYHEHMEe Ha3BaHus
opraHusaLuu, permcTpauuoHHOro MHAeKca aena, KpamHux aaT gena, 3aronoeka gena).

Oena BpemeHHoro (oo 10 neT BKMKYUTENBHO) XpPaHEeHWA noAanexaTr 4YacTU4YHOMY
0POpMIIEHUIO: AOMYyCcKaeTCA He MpOBOAUTL CUCTEMaTU3auuilo OOKYMEHTOB B Aerne, NUCTbI
Jena He HyMepoBaTb, 3aBepUTENbHbIE HAAMWUCU HE COCTaBNATb.

3.6.4. [okymeHTbl, cocTaBnswowue fena, noAlmMBaloTCcsa Ha 4 npokorna B TBEPAYHo
OBMOXKY M3 KapTOHa WM NepenneTalTcss C y4eTOM BO3MOXHOCTM CBOOOOHOrO 4TeHus
TeKcTa BCEX AOKYMEHTOB, AaT, BU3 M pe3oniiounin Ha Hux. MNpy NoarotoBke Aen K Nogwmeke
(nepenneTy) meTannuyeckmne ckpennenns (bynaeku, CKpenkn) U3 4OKyMEHTOB yaansawTcs.

3.6.5. [lena noCTOsSIHHOrO XpaHeHWsi, cocTosimne n3 0cobo LIEHHbLIX LOKYMEHTOB WK
HedpopMaTHbIX JOKYMEHTOB, XPaHATCSA B 3aKpbITbIX TBEPAbLIX Nankax ¢ TPems KnamnaHamu ¢
3aBsa3kamMun unm B Kopobkax.

3.6.6. lMpwn Hanuumn B gene HeBOoCTPeBOBaAHHLIX MUYHBIX JOKYMEHTOB (YOAOCTOBEPEHUN
NNYHOCTK, TPYOOBbIX KHUXKEK, BOEHHbIX OMNETOB) 3T LOKYMEHTbI BKIaablBalOTCS B KOHBEPT,
KOTOpbIA nofwuBaeTcst B geno. MNpu Hanuumm GOMblIOro KonmyecTBa TakUMX [OKYMEHTOB
nocnegHue M3biMatoTCa U3 AeNn U Ha HUX COCTaBMsAEeTCa OTAENbHasi ONUCh.

3.6.7. B koHUe Kagoro Aena noAlMBaeTCcsl YACTbIM OnaHKk nucTa-3aBepuTens, a B
Hayane pena (ona yyeta ocobO UEHHbIX OOKYMEHTOB) - OriaHK BHYTPEHHEN onucu
OOKYMEHTOB fena.

3.6.8. B uensx obecneyeHnss COXpPaHHOCTU W 3aKpenreHust nopsiaka pacrnofioXeHust
[OKYMEHTOB, BKITHOMEHHbLIX B Aeno, BCe JMCTbl 3TOro gena (Kpome nucTa-saBeputens u
BHYTPEHHEN OMUCK) HyMepyloTca apabckummn Lmdpamu BaroBOW Hymepauven B npaBoM
BEPXHEM Yrny nucTa NpoCTbiM KapaHAalloM uUnum HymepaTopom. JINCTbl BHYTPEHHEN onucu
[OKYMEHTOB Aiena HyMepyrTCsl OTAENbHO.

3.6.9. Jlnctbl gen, COCTOSALIMX M3 HECKONbKMX TOMOB WMM 4YacTeln, HyMepylTcs Mo
KaXkgoMy TOMY UNn MO KaXK40W YacTn OTAENBHO.



3.6.10. ®oTorpacun, yepTexun, guarpaMmmbl U OpYrue UINIOCTPATUBHbIE OOKYMEHTHI,
npeacTaBnsioLLmMe CaMOCTOATENbHBIA NINCT B Aene, HyMepyloTcs Ha 0OOpOTHOM CTOpPOHE Ha
BEpPXHeM norne nucra.

3.6.11. CnoxeHHbIn nucT (popmata A3, A2) pasBopadnBaeTcs U HyMepyeTcs B NpaBom
YacTu BepxHero nons nucta. MNpu aTom nmcT nboro gopmara, NoAWUTLIA 32 OAMH KpaWw,
HymMepyeTCcsl KaK OAWH JMCT; JIUCT, CMOXEHHbI W MNOAWWTBIA 3a CepeavHy, MoaNeXuT
nepeLuvBKE U HYMEPYETCS Kak OAWH JICT.

3.6.12. JIuct ¢ Harnyxo HaKneeHHbIMW AOKYMeHTaMu (doTorpadusiMu, Bbipeskamu,
BbINMCKaMM 1 T.M.) HYMepyeTCcs Kak OauH NUcT. Ecnu kK 4OKyMeHTy nogkneeHsl OOHUM Kpaem
Opyrve OOKYMeHTbl (BCTaBKM TeKCTa, NepeBofbl, BbIPE3KM U T.M.), TO KaXAblA OOKYMEHT
HymepyeTCst OTAENbHO.

3.6.13. lMogwuntble B OEN0 KOHBEPTLI C BOXEHUSIMU HYMEPYHOTCS; NpyY 3TOM BHavane
HyMepyeTCsl caM KOHBEPT, a 3aTeM o4epeHbIM HOMEPOM KaXK4oe BrOXEHNE B KOHBEPTE.

3.6.14. MopwwnTble B Oeno AOKYMEHTbl ¢ COOCTBEHHON HymepaLumen NUCTOB (BKMYast
neyatHble U3gaHusl) MOryT HyMepoBaTbCs B OOLLEM MOPsSAKE WM COXPaHATb COOCTBEHHYHO
HyMepaLMIo, ECININ OHA COOTBETCTBYET MNOPSAKY PaCrOfIOXEHNsI TIMCTOB B A€eNe.

3.6.15. B cnyyasx obHapyxeHusa 60onbLIoro yncrna owmnbok B HyMepauum fMCToB gena
npoBoauUTCs WX nepeHymepauus. [lpy nepeHymepaumMm fMCTOB CTapble HoMepa
3a4epKMBalOTCA M PSOOM CTAaBUTCS HOBbIV HOMEP NUCTA; B KOHLE Aena COCTaBNAEeTCS HOBbIN
nucT-3aBepuTenb, NMPU 3TOM CTapbi NMCT-3aBepuUTENb 3a4epPKMBAETCS, HO COXpaHSeTcs B
aene.

Mpy HanUuMM OTAENbHLIX OWKWOOK B HYMepauuMu NIMCTOB B Aenax npu noaroToBke UX
apxXuBOM OpraHusauMu K nepegade Ha rocygapCTBEHHOE XpaHeHwe [onyckaeTca no
COrnacoBaHuio C rocy4apCTBEHHbLIM apXMBOM ynoTpebrneHne NUTepHbIX HOMEPOB NIUCTOB.

3.6.16. Jluct-3aBepuTenb COCTaBMseTCA B Aerne Ha OTAeNbHOM NUCTe, B KHUrax - Ha
0BOpPOTHOW CTOPOHE MNOCMNedHero YMCToro nucTa, B KapTOTekaxX - Ha OTAENbHOM YMCTOM
nncte popmata KapTOYKN.

JlncT-3aBepuTens Aena cocTaBnsieTcsl MO YCTaHOBMNEHHOW chopme (npunoxeHuwe 9), B
KOTOPOW yKa3sblBalOTCA LUMdpPaMn U NPONUCHI0 KONMMYECTBO MPOHYMEPOBAHHbIX NINCTOB Aena,
KONMMYECTBO NINCTOB BHYTPEHHEN OMMCUK, OrOBapMBaloTCsi 0COBEHHOCTU HymMepaLn HOMEpOB
gena (Hanuuve nWUTEpPHbIX HOMEPOB [fena, MPOMyLLEHHbIX HOMEPOB, HOMEPOB JINCTOB C
HakneeHHblIM1  poTorpacpmammn, HOMEPOB KPYMHOMOPMAaTHbIX JIMCTOB, KOHBEPTOB C
BMOXEHUSIMU M KOMNWYECTBO BMOXEHHBbIX B HUX MIMCTOB), @ TakkKe yKa3blBaeTCs Hanvyine B
aerne Tunorpadckmx 3K3eMnnapoB OpPOLLOP C KONIMYECTBOM JIMCTOB B HNX, €CINN OHW He Bbinun
OTMeYeHbl B 0OLlen BanoBown HymMmepauun B gene.

Jluct-3aBeputens fpena nopnucbiBaeTcs ero coctasutenem. Bce nocnepyrowme
NU3MEHeHNs B COCTaBe U COCTOSIHUU Aena (NoBpeXAeHusi, 3aMeHa MOAMMHHbLIX AOKYMEHTOB)
OTMeYaloTCH B NINCTE-3aBepuUTENE CO CCbINKON Ha COOTBETCTBYIOLLUNIA aKT.

3anpelaeTca BbIHOCUMTb NUCT-3aBepuTernib Ha ODOMNOXKY Aena uMnu 4ucTbii o6opoT
nucta nocriegHero AokymeHta. Ecnn peno nogwmto vnu nepenneTteHo 6e3 GraHka nvcra-
3aBEPUTENS, OH HAKINeMBaeTCs 3a BEPXHIOK YacTb JICTA HA BHYTPEHHEN CTOPOHE OBMOXKM
aena.

3.6.17. BHyTpeHHs onuCb QOKYMEHTOB Aena COCTaBnseTcsa Ans yydeTa AOKYMEHTOB
MOCTOSIHHOTO W BpeMeHHoro (csbiwe 10 neT) XpaHeHus, y4eT KOTOPbIX BbI3bIBAETCH
crneundurKkon OaHHOM AOKyMeHTauum (0cob0 LeHHble, nuyHble, cyaebHble, cneacTBeHHble
gena v T.4.), a TaKkke Ans y4eTa Aen nocTosHHOro U BpeMeHHoro (cabiwe 10 neT) xpaHeHus,
ChOpPMMPOBaAHHBIX MO Pa3HOBUOHOCTAM OOKYMEHTOB, 3arofloBKM KOTOPbIX HE pPacKpbiBalOT
KOHKpeTHOe coaepKaHue OOKYMeHTa.

BHYTpeHHsIS onucb COCTaBnsieTcs Ha OTAENbHOM MUCTE MO YCTAHOBMEHHOW dhopme
(npunoxenue 10), B KOTOPOW copepaTcs CBeAEeHUs O MOPSAKOBbLIX HOMepax AOKYMEHTOB
Jena, ux MHAeKcax, faTax, 3arofioBkax M Homepax nuctoB aena. K BHyTpeHHen onucu
COCTaBMsIeTCA UTOroBas 3an1cb, B KOTOPOM yKasbIBaOTCA LMdpamMm 1 MPONUChI0 KONMYECTBO
BKITHOYEHHbIX B HEE JOKYMEHTOB M KONIMYECTBO NIMCTOB BHYTPEHHEN OMUCHU.

BHyTpeHHsIa onnck nognuceiBaeTca ee coctaButenem. Ecnv geno nepenneTeHo nnm
noawmnTo 6e3 6rnaHka BHYTPEHHEN OMUCKM OOKYMEHTOB, TO COCTaBMEHHAs MO YCTaHOBMEHHOW
dopme onnchb NoaKIenBaeTCs kK BHYyTPEHHEN CTOPOHE NULEBOM 00MOXKM gena.

M3meHeHns cocTaBa OOKYMEHTOB Aena (U3bATWs, BKIIOYEHUS OOKYMEHTOB, 3aMeHa Mx
KonuaMmu 1 T.4.) oTpaxatTcs B rpade "lNpumeyaHns” co ccbinkamm Ha COOTBETCTBYHOLLME
akTbl. [1pn HEOBXOOUMOCTM COCTaBMSIETCA HOBasi UTOrOBasi 3anMCb K BHYTPEHHEN onucu u
3aBepuTenbHasa Haanuckb gena.



3.6.18. Obnoxka gena MNOCTOSHHOro, BpemeHHoro (cebiwe 10 neT) xpaHeHus u no
NMYHOMY COCTaBy COCTaBnsfeTca U oopMnseTcs NO yCTaHOBIEHHOW hopme (NpunoxeHune
11), B KOTOpOW YKa3blBalOTCA HaMMEHOBaHWe opraHv3auuu, CTPYKTYPHOro noapasfeneHus,
WHOEKC Oena, apxvBHbIA LWndp gena, Homep derna (Toma, yacTu) NO rogoBOMy pasgeny
CBOZHOW OMMCK Aerl, 3arofioBoK gerna.

Ha o6noxke pJen MOCTOSHHOMO XpaHeHWs npedycmatpuBaeTcsa MecTo Ans
HaMMeHOBaHWSA rOCYAapCTBEHHOro apxvBa, B KOTOpbIA Aena opraHu3aumn OyayT npuHATHI,
0603HaYeHnss KOAOB rocyAapCTBEHHOrO apxmBa 1 OpraHnsauum.

Mpn un3MeHeHUn HauMeHOBaHWS oOpraHu3aumMn (CTPYKTYPHOro nogpasgernexHvs) B
TeYeHve nepuoaa, OXBaTbiIBAEMOro AOKYMEHTaMU Aena, unv npuv nepegade gena B Apyryto
opraHmsaumio (B Opyroe CTPYKTYpHOe mnoppasgeneHue) Ha obnoxke [erna ykasbiBaeTcs
HOBOE HaVMeHOBaHWe 3TOM OpraHuM3auMu UNM opraHu3auun-npaBoNpeEeMHUKa, a npexHee
HaMMeHOBaHWe opraHm3auunn (CTPYKTYPHOro noapasneneHunst) 3aknovaeTcs B CKOOKM.

3aronoBok Aerna Ha obnoxke Aen NepeHocuTcs U3 HOMEHKNaTypbl Aen opraHnsauuu,
COrMacoBaHHOM C 3KCNEepPTHO-MPOBEPOYHON KOMWUCCUEN COOTBETCTBYIOLLENO apXMBHOMO
yypexaeHus. B HeobxoamMMbIx cryyasix B 3arofioBOK BHOCATCS yTOUHEHMS (HOMepa NpuKasos,
NPOTOKOMOB 1 Ap.).

B Tex cnyuasix, korga Aefno COCTOMT M3 HECKOMbKMX TOMOB (YacTen), Ha OBMNOXKY
Kaxgoro Toma (4actu) BbIHOCUTCA OOLUMIA 3arofoBOK Aefna M 3arofioBOK KaXAoro Toma
(vactm).

B saronoskax gen, coAepxawux KOMUW AOKYMEHTOB, YKa3blBaeTCH WUX KOMUMHOCTb.
MoAnMHHOCTL OKYMEHTOB AieNna B 3arofioBKe He OroBapuBaeTCsi.

Ha obnoxke gena ykasbiBatoTCs apabckumm umdpamu KpanHvue gatbl gena - rog(bl)
3aBeEeHNsI U OKOHYaHWA Jena.

Ecnu B geno BkoYeHbl AOKYMEHTbI (MPUIOXKEHNUSt U T.M.), AaTbl KOTOPbIX BbIXOAAT 3a
KpaiHue gaTbl Aena, TO NoA AaTamMu Aena, C HOBOW CTPOYKM AenaeTtca o6 aTom 3anuck: "B
Aene umeroTcs OKYMeHThI 3a... rog(bl)". JaTtel Aena MoryT He ykasbiBaTbCs Ha 06rnoxke Aen,
coaepxallnx rogoBble niaHbl U 0TYEThI, TaK Kak OHW OTpakaloTCs B 3aronoBkax Aers.

KpanHumn  pgatamu  gen, coAepXawmx  OpraHu3auuoOHHO-pacrnopsavTenbHYHo,
TBOPYECKYI0 W UHYK AOKyMEeHTauuio (MPOTOKOSbl, CTEHOrpaMMbl, NMCbMa, AOKNaabl 1 T.4.),
ONs KOTOPbIX TOYHas OaTUpOBKa MMEET BaXHOe 3HayeHue, a Tawkke Aen, COCTOALMX U3
HEeCKOMbKMX TOMOB (YacTen), NPOCTaBNATCA KpanHWe OaTtbl AOKYMEHTOB Aena, T.e. AaTbl
perucrtpaumm (CocTaBneHust) CaMoro paHHero 1 camoro NO3gHero AOKYMEHTOB, BKITHOYEHHbIX
B Aeno.

Ecnu genom sBnsieTcs )XypHan permctpauum npukasos, pacropsikeHui n T.0., To aTon
Aena 6yayT TouHble kKaneHgapHble gaTbl NEPBOW 1 NOCMNEeAHEN 3anucei B XXypHane.

KpanHumun patamu pgena, cogepxallero nNpOTOKOMbl 3acefdaHui, SBMSOTCA AaTbl
yTBEPXAEHUS (ONA OOKYMEHTOB, KOTOpble YTBEPXOalTCsl) UMM COCTaBMEeHWs NepBoro u
nocnegHero NPOTOKOSIOB, COCTaBNALUMX AeNO.

KpaiHuMn gatamu nMYHOro dena SIBASOTCA AaTtbl NMOANWCaHWA npukasa o npveme u
YBOJMbHEHWNM NULA, Ha KOTOpPOE 3TO Aeno 3aBefeHo.

Ob6sa3aTenbHbIMM pekBM3UTamMy 0BMOXKM Aena ABNATCHA KOMYEeCTBO NIUCTOB B Aene,
KOTOpOe MpPOCTaBMseTCs Ha OCHOBaHWMWU 3aBEpPUTENbHOW Haanucu Aena, U CPOoKU XpaHeHUs
gena (Ha genax NnoCTOsIHHOrO XpaHeHust NULeTCs: "XpaHnTb NOCTOSAHHO").

3.7. CocTtaBneHue u opopmMmneHne onucen gen

3.7.1. [Ons ob6ecneyeHnss KOMMMEKTOBAHWS apxuBa B OpraHu3auMmM Ha BcCe
3aBepLUEHHble B [eronpou3BOACTBE [Aena MOCTOSHHOro, BpeMeHHoro (cebiwe 10 neT)
XpaHeHnss U Mo JNWYHOMY COCTaBy, MNpPOLUEALUNE IKCNEPTM3Y LIEHHOCTWU, COCTaBMSOTCA
apXUBHbIE OMUCH.

ApxvBHasi onucb (Janee - ONuUCb) - 3TO APXUBHbLIA CMPaBOYHWK, COAEPXKALLMM
CUCTEMATU3MPOBAHHBIN MNepeYeHb €AMHUL, XpPaHEeHUs apxMBHOro OHAA, KOMMeKkuun wu
npegHasHadYeHHbIN OIS UX y4eTa 1 pacKkpbITUs cogepXXaHus.

Onucun cocTaBnAwTCcA OTAENBHO: HA Aena NOCTOSAHHOIO XpaHeHUs; Aena BPEMEHHOro
(cBbiwe 10 neTt) xpaHeHus; gena nNo NMMYHOMY COCTaBy; [ena, COCTOosIlME M3 OOKYMEHTOB,
XapaKTepHbIX TONbKO ANA OaHHOW opraHu3auumn (cyaebHble, cneacTBeHHble aena, HaydHble
OT4YeThbl N0 TEMAM U T.M.).

OTpenbHas onucb NpeacTaensieT cobon nepeyveHb Aen C CaMOCTOSITENbHOW BarioBow
(nopsinkoBOW) HyMepaunen.



3.7.2. B opraHu3sauuu, B KaXOoM CTPYKTYpHOM noApasfeneHun OnvMcKU COCTaBrsioTCs
€XerogHo noj HenocpeacCTBEHHbIM METOAMYECKMM PYKOBOACTBOM apxuBa. 1o atum onucam
OOKyMeHTbl  nepepatotca B apxuB.  Onucu,  NOAroTOBMEHHblIE  CTPYKTYPHbIMU
noapasgeneHvsmMmn, cnyxat OCHOBOW NSt MOATOTOBKM CBOZHOW OMMCKM OeNn opraHusauuu,
KOTOPYIO FOTOBUT apXMB M1 MO KOTOPOM OH CAAET Aena Ha NoCcTOSHHOE XpaHEHMe.

Onucu gen CTPYKTYpHbIX NOApasdeneHuin COCTaBMsATCHA MO YCTaHOBIIEHHOW dhopme
(npunoxenue 12) B Tpex ak3emnnsipax v NpeacTaBrisioTCa B apXMB OpraHvM3aunm 4Yepes rog
nocne 3aBepLUEeHUs Aen B Aenonpon3BoACTBe.

3.7.3. OnucatenbHas ctaTbsl ONUCK AN CTPYKTYPHOro MoApasfeneHust BKI4YaeT B
cebs1 cnegyroLmne aneMeHTbI:

nopsaKkoBbIN HOMep Aena (Toma, YyacTu) o OnucK;

WHAOEKC gena (Toma, YacTtn);

3arofioBoK Jgena (Toma, 4acTu), MOMHOCTbIO COOTBETCTBYHOLUMA €ro 3arofioBky Ha
obnoxke gena;

hatbl gena (Toma, 4Yactu);

KONMM4YeCTBO NUCTOB B Aerne (Tome, YacTu);

CPOK XpaHeHus aena.

3.7.4. Tlpn cocTaBneHun onucu JAen CTPYKTYPHOro nogpasfeneHus cobnogatotcs
cnegywowune TpeboBaHus:

3arofioBKM [eNn BHOCATCHS B ONWUCb B COOTBETCTBMM C  MPUHSATOM  CXEMOW
cMcTeMaTM3auum Ha OCHOBE HOMEHKNATYpbl Aer;

Kakgoe Oeno BHOCUMTCS B OMUCh MO4 CaMOCTOATENbHLIM NOPSAAKOBbIM HOMEPOM (ecnu
[erno COCTOUT M3 HECKOSbKMX TOMOB WM YacTen, TO KaKAbli TOM MMM YacTb BHOCSTCS B
ONUCb NOA CaMOCTOATENbHLIM HOMEPOM);

NnopsiAoK Hymepauuun aen B ONUCK - BaroBbl 3@ HECKOMbKO NET; NOPSAoK NPUCBOEHNS
HOMEpPOB OMNUCAM CTPYKTYPHbIX MoApasfeneHuii ycTaHaBnuMBaeTCa MO COrnacoBaHWiO C
apXxvBOM,;

rpadbl ONUCKU 3anoJHATCA B TOYHOM COOTBETCTBMM C TEMM CBEOEHMSIMU, KOTOpbIE
BbIHECEHbI Ha OGNOXKY Aena;

npu BHECEHUW B ONWCb NOAPAS OeN1 C OOUHAKOBbLIMW 3arofloBKamMm MULLETCS MOSTHOCTBIO
3arofioBOK MEPBOro Aena, a Bce ocTarnbHble 0gHOpoAHble Aena obosHavaroTcs crioBamu "To
Xe", Mpu 3TOM Apyrve CBeAEeHUs O Aenax BHOCHATCA B OMNWUChb MOSTHOCTBIO (Ha KaKgoM HOBOM
nMcTe ONMCK 3arofioBOK BOCMPON3BOANTCS NOMHOCTLIO);

rpaca onucu "MNpumevaHusa" ncnonb3yeTcsa AN OTMETOK O NpuemMe Aen, 0CO6eHHOCTAX
X PU3NYECKOrO COCTOSIHUSA, O Mepedade Aen APYrMM CTPYKTYpHbIM noapasgeneHnsm co
CCbIfIKOM Ha HEOBXOOUMBIN aKT, O HANUYMKU KONWUA U T.1.

B koHue onucu Bcrnea 3a nocnegHen onucaTernbHOW CTaTbel 3anofHAeTCs UTOroBast
3anmMcb, B KOTOPOM YkasbiBaloTca (Umcbpamy M NPOMNMCbIO) KONMYECTBO [feri, NepBbin U
nocrneaHUMn Homepa gen no onucy gen, a Takke OroBapyBalTCs OCOOEHHOCTM HymMepauuu
4en B onvcu (Hanu4yme NUTEPHbIX Y NPOMYLLEHHbIX HOMEPOB).

Onuck gen cTpyKTypHOro nogpasgaeneHus nognMcbiBaeTcs COCTaBUTENEM C yKa3aHNEM
€ro JOMMKHOCTU U YTBEPXAAETCA PYKOBOAMTENEM CTPYKTYPHOrO noapasgeneHust.

Mo TpeboBaHMIO apxuBa OpraHU3auMu K OMMCM MOTYT COCTaBNSATbCHA OrfaBrieHue,
CMNCOK COKpaLLEeHWI, yKasaTenu.

3.7.5. Ha ocHoBe onucen gen CTPYKTYPHbIX NoApasfeneHnin cocTaBnseTcs rogoBoWn
pasgen CBOOHOW onuvcU [en opraHusaumM, MOAroTOBKa KOTOPOro BO3Naraetcs Ha apxve
opraHuMsaummM nop HenocpeacTBEHHbIM METOANYECKUM PYKOBOACTBOM COOTBETCTBYHOLLENO
apPXMBHOTO YYpeXaeHus!.

3.7.6. B rogoBou pasgen CBOOHOW ONUCKM AeNn MOCTOSIHHOrO XpaHEeHWs BKMYalTCH
3arofloBKM Aen MNOCTOSIHHOTO XpPaHeHUs, OTMOXMBLUMXCA B TeYeHWe rofa B OeATEenbHOCTU
CTPYKTYPHbIX NOApasfdeneHvuid, M 3arofoBkM Aen, COpMUPOBAHHbBIX W3 [OOKYMEHTOB,
BblAeNeHHbIX U3 feN C BPpeMEHHbIMU CPOoKaMun XpaHeHus, umesLLmx otMmeTky "OlK", npuyem
TONbKO MOCMNE CBEPKM WX CO CBOAHOW HOMEHKNATypoOW 3a TOT XXe rog M NpOBEPKM
npaBunbHOCTN hopmMupoBaHns 1 ocopmnenns gen. B HeobxoauMmbix crnydasx 3arofioBKu
Oen yTOYHATCS, Aena noaBepralTcsa paclumBke N nepedopMMpoBaHnio Npy 0BHapyKeHWH,
4YTO [eNno copMMPOBAHO HEMPAaBUIBHO.

3.7.7. T'ogoBoW pasgen CBOAHOM ONUCKU Aen NOCTOAHHOIO XpaHeHUs COCTaBnseTcsa no
ycTaHoBrneHHon dopme (npunoxeHne 1). OnemMeHTbl onucaTtenbHOM CTaTbM U NOPSAOK
BHECEHWsI 3aronoBKOB AeN B rO4OBOW pa3gerni CBOAHOM ONMCKU Aen MOCTOSIHHOIO XpaHeHus,
3anornHeHve rpad aHanorM4yHbl ANemMeHTam 1 NOPSAKY, U3NOXKEHHbIM B nyHkTax 3.7.3 - 3.7.4.



lMepBomy rogoBomMy pasfgeny CBOAHOM onucu aen ¢hoHoa npucBamBaeTcsi HOMep Mo
nucty coHaa, Bce nocnefylolune rofosble pasgenbl YMCHAATCS 3a 9TUM HOMEpOM [0
06pa3oBaHMs 3aKOHYEHHOW ONUCH.

3.7.8. 3aronoBkn gen, BKMAWYEHHblE B TrOAOBOW pasgen CBOAHOM onucu aen
NMOCTOSIHHOIO XpPaHEeHWsi, HYyMEPYIOTCSl B BANIOBOM MOpPsaKe.

3.7.9. 3aronoBkM [OOMOMHUTENbBHO OOHAPYXXEHHbIX Aen B 3aBUCUMMOCTU OT MX
KonmyecTtBa MoryT ObiTb BHECeHbl B FOAOBOW pasgen nof nUMTEepHbIMM HOMepamu B
COOTBETCTBMM C NMPUHATOM cucTeMaTU3aumnen unm B KOHeL, roqoBoro pasgena.

[Mocne BHeceHWs B ONUCb 3anucen O MOCTYMNSIEHWM UK BbIObITUM Oen cocTaBnsAeTcs
OKOHYaTeNnbHasi UTOroBas 3anucb, B KOTOPOW YKa3bIBAKOTCS TaKKe OCHOBAHMS BHECEHHbIX
N3MEHEHUI.

BHeceHune B rogoBow pasgen CBOAHOM ONUCK AeNl USMEHEHUI NOcre YTBEPXKOEHNS ero
OlMK apx1MBHOro yypexaeHus gonyckaetcst Tonbko nocne npuHatua OMK, yTeepavsLuen aToT
pasfgen, COOTBETCTBYIOLLEro peLleHus.

3.7.10. K nepBomMy rogosomMy pasfgeny CBOLAHOW OMUCWU Aen MOCTOSAHHOro XpaHeHusi
COCTaBnsieTca NpeavcrioBue U npu HeobXoouMOCTU - yKasaTenu, OrfaBfieHue, CMMCOK
COKpaLLEeHHbIX CITOB, KOTOPbIE COCTaBMAKT CMPABOYHLIN annapaT rogoBOro pasgerna onvcm.

3.7.11. B npegucnoBue BKNOYAOTCA CcBedeHWss 06 OCHOBHbIX HanpaBleHUsIX
OEeSaTenbHOCTU U CTPYKType opraHu3aumu 3a nepuof, KOTOpbIi OXBaTbiBalOT Aena Oonucy;
[aeTcsa KpaTkas XxapaKTepucTuka CodepXXaHUs U MONHOTbl JOKYMEHTOB hOHAA, BKITHOYEHHbIX
B pasfen; ykasblBaeTCs Hanuyme Aern, BbIXOASALWMX 3a XPOHONOrnmyeckue rpaHvubl ooHaa;
oTMevatoTcs Hanbonee TUNUYHbIE TPYMNbl AeN Kak N0 pa3HOBMAHOCTAM AOKYMEHTOB, TaK M Mo
COAepXaHuIO; OaeTCA KpaTkasd XapaKTepucTuka COAepXallencs B Oonucu uMHdopmauun o
NoABEAOMCTBEHHbLIX MMM BbIWECTOAWMX  OpraHusaumsix; OCBeLlarTcs  0COBEeHHOCTU
dopMUPOBaHMSA, OMMCaHMA U CUCTEMATM3aLMM 3aronoBKOB [Aefl, Hannyne CrnpaBoYvHOro
annaparta K pasgeny, OCHOBHbIE NPUHLMMbI €ro COCTaBMNEHUS U NOPSAOK NONb30BAHUSA UM.

Mpeancnoene noanucbIBaeTCs COCTaBUTENEM C YKa3aHMEM [OIMKHOCTU U AaThbl
COCTaBMeHUs NPEANCINOBUS U 3aBeyloLMM apXMBOM OpraHn3aummn (IMLOM, OTBETCTBEHHBIM
3a apxuB).

3.7.12. OrnaBneHne COCTaBIisieTCsl, eCnn B rogoBOM pasderne CBOAHOWM onuvcu gen
umeloTcs nogpasgensl, Apyrve bonee Menkve rpynnel e, CIPaBoYHbIA annapaT K pasgerny.
B ornaenenHnn nepeuncrniaiTCca: NpPeancrioBne, CrMCOK COKpalleHWn (COCTaBnsieMbil B
HeoOXxOoOMMbIX Chny4yasix), Ha3BaHUA BCex nogpasgenos u bonee Menkux rpynn  gen,
BKITIOMEHHbIX B pa3gen, ykasatenu (ecnm oHu nmeroTcs).

3.7.13. N'opgoBon pasgen CBOAHOWM ONUCK Aen COCTaBNsAeTca B 4-xX aK3emnnsapax.

[oaoBble pa3genbl, eCriv OHU He SABMAKTCA 3aKOHYEHHOW OMUCHhI0, HE NOALIMBAOTCS U
He nepenneTarTcs; OHU AOMKHbI XPaHUTLCS B Nankax ¢ knanaHamy 1 3aBA3Kkamu.

3.7.14. TopoBon pasfen CBOAHOW ONWCU Aen MOCTOSHHOIO XpaHeHWs MNoANeXuT
paccmoTtpeHutio LUIOK (3K) opraHusauum, nocrne 4ero B cCriydyae COrfacoBaHWS B KOHLE
pasgena ctasutca rpud "CornacoBaHo" ¢ ykaszaHuem Homepa npotokona LISK (3K) u gatol
3acefjaHus, Ha KoTopoM OH Obin paccmoTpeH. OpobpeHHble rogoBble  pasgenbl
HaMpaBMnslTCA Ha pPacCMOTPEHWE apXMBHOIO Yy4YpexneHusi B COOTBETCTBMU CO CpOKaMW,
YyCTaHOBMEHHbIMY rpachMkoM NpeacTaBneHns onncen aen Ha paccmoTpeHue JlNK apxmBHOro
yupexgeHusi, HO He nosgHee YeMm yepes 2 roga, a UeHTpanbHbIM apXUBOM MWHWCTEPCTBA,
BegomctBa Poccuiickon  depepaumm  (LEHTpasribHbIM  OTPAcfeBbIM  apXUMBOM  Mpw
MUHUCTepCcTBe, BegomcTBe Poccuiickon ®Pepepauun) - yepes 4 roga nocne 3aBepLUeHUs
[enonpon3BoaCcTBOM Aer, BKIIOYEHHbIX B pasgen. MNpeacraenaioTcsa 4 ero aksemnnsipa.

Mocne ytBepxaeHus ropgoBoro pasgena 3K apxuBHOro y4dpexaeHuss pasgen
yTBEPXKOAETCH pyKOBOAMTENEM OpraHu3auuun, 3aTemM nepsbli 9K3eMnnap rogoBoro pasgena
CBOLHOM OMUCUM B KayecTBe KOHTPOMbHOrO nepefaeTcsa B TrOCyAapCTBEHHbIN apXxuBs,
OocTanbHble OCTalTCs B OpraHvM3auuu.

3.7.15. Heckonbko rogoBbiX pasgenoB CBOAHbLIX ONUCEN AeNl MOCTOAHHOIO XpaHeHus
W1 OAVH TOAOBOW pasfer, YMCNo 3arofioBKOB e B KOTOPbIX OOCTUMNO YETbIPEX3Ha4yHOM
LMdpbl, CHATAKOTCSA 3aKOHYEHHOM apXUBHOWN OMUCHIO.

B opraHmsauusx ¢ HeGonbwnM 0O6bLEMOM eXerogHo obpasyLmuxca gen NoCTOAHHOMo
xpaHeHus (oo 200 gen) onucb CUYNTAETCsl 3aKOHYEHHOW, €Cn B Hee BKIOYEHbl rofoBble
pasgenbl CBOAHbIX OnUcen aen NoCTOSHHOrO XpaHeHus 3a 5 ner.

3.7.16. Kaxxgon 3akOHYEHHOM ONUCKU NpYcBamMBaeTCs HOMep.

3.7.17. 3aKOHYEeHHasa OMMCb MMEET CaMOCTOATENbHY HyMepauuio 3arofloBKOB Aen, K
HEeW COCTaBMATCS WTOroBas 3anucb W 3aBepuTenbHad Hagnucb. WToroBas 3anucbk



3aBepuTenbHasa Hagnucb (NpunoxeHue 13) K 3aKOHYEHHOW ONMCU COCTaBMSAOTCH Tak e, Kak
K rogqoBOMY pasgeny CBOAHOW onucu gen.

Mpu aTOM 3aBepuTenbHbIE HAAMUCKU, COCTaBIEHHbIEe K FOAOBbIM pa3fenam CBOOHbIX
onucen gen, n3siMatTCs.

3.7.18. Ob6ga3aTtenbHbiM 3MEMEHTOM O0GOPMIIEHMUST 3aKOHYEHHOW OMuUcKU SIBRSIeTCs
TUTYNbHBIA NUCT (Mpurnoxexve 14).

Ha TuTyneHOM nncTe 3akOHYEHHOW ONMCK e NMOCTOSIHHOTO XPaHEHUS yKa3blBaKOTCS:

Ha3BaHne poHAa;

Homep hboHaa;

HOMep onucy;

Ha3BaHMe OMnunCK, KOTOPOE BKMYAET yKa3aHue KaTeropum AOKYMEHTOB (MOCTOSHHOrO,
BPEMEHHOI0 XpaHeHUsl, No NIMYHOMY COCTaBy W T.4.), CoAepKallmMxca B [enax, 3aronoBku
KOTOPbIX BKMOYEHbI B OMUCH;

KpariHue oaTbl Aen, BKMOYEHHbIX B ONUCH.

Mepen HasBaHMeM doHAA Ha TUTYNBHOM MUCTE OCTaBMSETCA MECTO AN HanucaHus
MOSIHOMO Ha3BaHWSA roCyAapCTBEHHOIO apxmBa, B KOTOPOM OyAyT MOCTOAHHO XpaHUTbCA gena
JaHHOW opraHusaumn.

3.7.19. K 3aKoH4YeHHOW onuMcuM 00A3aTenbHO COCTaBNATCA OfNaBfNeHne wu
NpeaucrnoBne, a Takke yka3aTemnu U CMMCOK COKPALLEHHbIX CIOB MPW HanMynm nocriegHunx B
rogoBbIX pasgenax.

3.7.20. 3akoH4YeHHas onncb BMECTE C TUTYIbHLIM JIMCTOM U CMIPABOYHbIM annapaTtoMm K
Hel 3akn4vaeTcs B TBepayo 06noxXKy 1 nepennetaeTcs.

3.7.21. B rogoBon pasgen cBoAHOM onucy gen BpeMeHHoro (cebiwe 10 neT) xpaHeHus
BKIMOYAKOTCA 3arofioBKU Aer, OTNOXMBLUMXCA B TEYEHWE roga B AeSATENbHOCTU CTPYKTYPHbIX
nogpasgeneHui.

lMopsgok BHeCeHWs 3arofioBKOB Aefl B roAOBOW pasfernn aHanorumvyeH nopsgky,
ykasaHHomy B nn. 3.7.4, 3.7.6 - 3.7.9.

logoBon pasgen cBogHoW onucu fen BpeMeHHoro (cBblwe 10 neT) XxpaHeHus
COCTaBMsieTCA NO YCTaHOBMEHHOW copme (nNpunoxeHne 2). MNopsigok 3anonHeHus rpad
onucK, Hymepauuu 3arofioBKOB [JeNn  pasfgena, CoCTaBfieHMs WTOrOBOWM  3anucu U
3aBepuTEnbHOM HAAMUCKU K pasgeny aHanornyeH nopsgky, ykasaHHomy B nn. 3.7.7 - 3.7.9,
3.7.17.

Cncrematnsaumsa 3arofioBkOB [den B [OAOBOM pasfene CBOAHOWM onucu  aen
BpeMeHHoro (cBbiwe 10 neT) XxpaHeHUs1 COOTBETCTBYET cMcTeMaTu3auun 3arofioBKOB Aen B
CBOAHOW HOMEHKNaType Aern 3a 3TOT Xe roA.

Mpn HeobxooumoOCTW K rodoBOMY pasferly 3TOW ONuCK COCTaBRSKTCH OrfnasrieHue,
CMUCOK COoKpaLleHHbIX cros (cM. n. 3.7.10).

opoBoW pasgen CBOAHOW onvucu Aen BpemeHHoro (cebiwe 10 neT) xpaHeHus
neyataeTcs B ABYX 3k3eMnnsipax n ogobpsietcss BHavane LLOK (3K) opranmsauun, a 3atem
yTBEPXKOAETCA €€ PYKOBOOUTENEM.

3.7.22. TopoBov pasgen CBOOHOW oOnuMcKM fJen No NUYHOMY COCTaBy uUMeeT
yCTaHOBMEHHY dopmy (npunoxeHune 3). lNopsgok 3anonHeHus rpad, ¢opmbl OnucH,
HymMepauumn 3arofioBKOB [en pasfgenia, COCTaBIieHWs UTOrOBOW 3anvcy U 3aBepUTErbHOMN
HaAMNuCK K pasgeny aHanormyeH nopsagky, ykasanHomy B nn. 3.7.7 - 3.7.9, 3.7.17.

3.7.23. 3aronoBku gen B roqoBOM pasferfie CBOAHOW onvcy Aen no JIMYHOMY COCTaBy
cucTemMaTUsnpyoTCs no HOMWHaIBLHOMY npu3HaKky C  y4yeToMm cnegyowen
nocnegoBaTenbHOCTU:

npukasbl (pacnopsikeHust) No NMMYHOMY COCTaBy;

CMUCKM FIMYHOIO COCTaBa;

KapTO4YKM NO y4eTy NUYHOro cocTaBa (Mpu OTCYTCTBUU OTAENBHOM ONUCK NMYHBIX Aen);

NU4HbIe aena (Npu oTCYTCTBUU OTAENbHOW ONUCK NUYHBIX Aen);

nvueBble cyeTa paboymx M cnyxawmx no 3apaboTHoOW nnate (pacyeTHble BEAOMOCTU
no 3apnnare);

HeBOCTpeOOBaHHbIE TPYAOBbIE KHWXKKWN (MPW OTCYTCTBUM OTAENBHOW ONUcH);

aKTbl O HECYACTHbIX CIyyasix.

YkasaHHble BMAbI JOKYMEHTOB, obpasylolimeca B opraHusaumm B 6onblimnx obbemax,
MOTYT BbIAENATbCA B CAMOCTOSITENbHbIE TOAOBBIE pa3geribl OnNvucy (NMyHble gena, TPyaoBble
KHWKKM U T.n.). JluuHble gena (NWyHble KapTOYKM) BHOCATCH B CBOAHbLIN rogoBOW pasgen
onucn No  rody YBOMbHEHUA fMua, Ha KOTOpOe 3aBedeHO fMYyHoe [Aeno, W
cucTemMaTU3MpyroTCH No andasuTy.



Mpn HeobxoAMMOCTM K ro4OBOMY pasfeny CBOAHOM ONUCK Aen 1 K 3aKOHYEHHOW OnucK
Jen no NMYHOMY COCTaBYy COCTaBSIlOTCA OrNaBfeHusi, ykasaTenu M CMUCKM COKpaLLEeHHbIX
cnos.

"opoBoW pasgen cBOgHOW onvcy Aen no JIMYHOMY COCTaBy OpraHv3auuy, NnepefaroLLen
OOKYMEHTbI Ha MOCTOSHHOE XpaHeHWe, neyataeTcd B TPEX 3IK3EMMMspax, NOANUCHLIBAETCS
COCTaBWTENEM, 3aBEPSEeTCH HayanbHUMKOM OTAena kagpoB (MHCMEKTOPOM MO kagpam) w
npeacTtaensaetcsa Ha paccmoTtpeHue LIOK (OK) opranmsaumm. Nocne ogobpeHus pasgena
LI3K (3K) oH noanexut cornacoBaHuio ¢ OINMK cOOTBETCTBYIOLLIErO apXUBHOIO YYPEXAEHUS U
YyTBEPXXOEHMNIO PYKOBOAMTENEM OpraHn3auumn.

Mopsagok coctaBneHus u opopmmIeHnsa 3akOHYEHHOM onncu Aen no AMYHOMY COCTaBy
aHanorm4yeH nopsgky, ykasaHHomy B nn. 3.7.16 - 3.7.20. dopma TWUTYMbHOro nucra K
3aKOHYEHHOW OnuCKM Aen no NMYHOMY COCTaBy WMAEHTUYHA hopMe TUTYMbHOrO nucta K
3aKOHYEHHOW oNucK Aen NOoCTOSAHHOIo XpaHeHus (npunoxexve 14).

Mopsagok cocTaBneHns w  OOPMIEHUS OMNUCUM  Ha  Kaxayl pa3HOBMOHOCTb
crneumduyeckmx ons AaHHOW opraHM3auumn JOKYMEHTOB (Hay4Hble OTYeThl, TEKCTbI NporpaMmm
paguo- M Tenenepejad M T.M.), a Takke Ha CcnyxebHble BeOOMCTBEHHbIE W3AaHUSA
onpegensieTcs B 3aBUCUMOCTM OT CPOKOB WX XPaHEHUs MO aHanormm ¢ MOpPSAKOM
cocTaBneHnss n oopMIIEHNS ONMCEN Aern MOCTOSIHHOrO M BPEMEHHOro XpaHeHus. [ena
CUCTEMATU3MPYIOTCA B TOAOBbIX pas3genax CBOAHbIX OMUCEN C  y4eToMm  cneumduku
[OOKYMEHTOB.

3.7.24. OTOOP AOKYMEHTOB Ha YHUUTOXEHME N COCTABIIEHNE HA HUX akTa (MPUIoXeHne
4) npon3BogMTCSA Nocre NoAroTOBKU OnNMcen Aen NoCTOSAHHOro U BpemeHHoro (cebiwe 10 neT)
XpaHeHus 3a 3TOT nepuof. AKTbl O BblIAENEHMM [OKYMEHTOB M Aen K YHUYTOXEHMIO
paccmaTtpuBaloTcsa Ha 3acefaHnm OK 0gHOBPEMEHHO C onucamu aen.

[nsa opraHusauun, cpalwux Aena Ha MOCTOSIHHOE XpaHeHue, akTbl yTBepxXaalTcs
pykoBoguTenemM opraHusauumn nocrie yTBepxXaeHus onucen Aern noCTOSIHHOMO XpaHeHus 3a
3TOT NEpPUO, apXMBHbLIM yUpeXaeHUEM.

3.7.25. Nopsagok nepefayn JOKYMEHTOB B apXUB OpraHu3aumm.

[ena NOCTOAHHOIO M OONTOBPEMEHHOIO XPaHEHUS, BKMOYas JOKYMEHTbI MO FIMYHOMY
COCTaBy, NepefalTcsl B apxvMB OpraHu3auMuM He nosgHee 4Yem 4vepes Tpu roga nocne ux
3aBepLUEHNs B 4eMNonpon3BoaCTBe.

Mepenavya gen B apxuB OpraHM3aLumn OCyLLECTBAsieTCA No rpaduky, CoCTaBneHHOMY
apXuBOM, COINTAaCOBaHHOMY C PYKOBOAMTENSIMU CTPYKTYPHBIX NOApasfernieHni, nepegatoLmx
OOKYMEHTbI B apXu1B, N YTBEPXXAEHHOMY PYKOBOAMTENEM OpraHu3auumn.

B nepuog nogrotoBkM Aen CTPYKTYpPHbIM MOApasgeneHnem K nepegade B apxvB
opraHuMsaummM COTPYAHVMKOM apxuBa npeaBapuTenbHO MNPOBEPSieTC MNPaBUNIBHOCTb  UX
dopmupoBaHus, OPOPMIEHUST U COOTBETCTBME KONMUYECTBA [erl, BKIMYEHHbIX B OMUCh,
Konu4yecTBy fern, 3aBefeHHbIX B COOTBETCTBMM C HOMEHKNaTypow aen opraHusauun. Bce
BbISIBITIEHHbLIE NPW NPOBEPKE HEAOCTaTkn B hopMMpPOBaHUM 1 ochopMneHnn gen paboTHUKK
CTPYKTYPHOrO nogpasfaeneHus 06s3aHbl ycTpaHutb. [pu obHapyxeHun oTCcyTCTBMS Oen
COCTaBMsIeTCA COOTBETCTBYOLLAA CNpaBKa.

Mpuem kaxgoro Aerna NponsBoOAUTCS NMLIOM, OTBETCTBEHHBIM 3a apxmB (CneumarnbHbIM
COTPYOHWKOM), B MPUCYTCTBUM paboTHMKA CTPYKTYPHOro nogpasgeneHus. MNpn atom Ha ob6omx
3K3eMnagpax OMMCKM MPOTUB KaxKOOro Aeria, BKIOYEHHOIo B Hee, feraetcd oTMeTka O
Hannuun gena. B KoHue kaxgoro ak3emnnspa Onucy ykasblBaloTCA UMpaMy U MPONMChio
KONM4YecTBO (PaKTUYECKM MPUHATBIX B apxXuB Aen, Homepa OTCyTCTBYHOLIMX Aen, garta
npvema-nepegayv ger, a Takke Noanucu OTBETCTBEHHOMO 3a apxvB (COTpyAHMKa apxuea) u
nuua, nepegasLlero gena.

Mpu npueme 0cobo LieHHbIX Aen NPoBepsSeTCs KONMYeCTBO NIMCTOB B Aenax.

[ena, yBsA3aHHble B CBSA3KM, OOCTaBMSKOTCA B apxXvB OpraHusaumm COTpyaHWKamm
CTPYKTYPHbIX NogpasgeneHun.

BwmecTe ¢ genamu B apxvB NepenarTcs perucTpaunoHHbIE KapTOTEKN HA JOKYMEHTHI.
HanmeHoBaHWe Kaxxgon KapTOTEKW BKIOYAETCs B ONUCH.

4. OBECMNEYEHME COXPAHHOCTU OOKYMEHTOB APXV/BA
4.1. Cuctema mep obecrnedeHms COXpaHHOCTM SOKYMEHTOB

4.1.1. OpraHuzauusi XpaHeHUst LOKYMEHTOB - CUCTEMa MeponpusiTUiA, BKIoYakoLas
pauMoHanbHoe pasMelleHne [OKYMEHTOB, KOHTPOMb 33 MX OBWKEHUMEM U DUSUYECKUM



COCTOSIHMEM, KOMMpoBaHWE OOKYMEHTOB C LEenbi co3daHusi cTpaxoBoro doHaa v dgoHaa
Nnonb30oBaHWsl, BOCCTaHOBNeHWe (pecTaBpauusl) nepBoHaYanbHbIX UMAM  BNU3KMX K
nepBoHaYanbHbIM  CBOWCTB W  BHELWHWUX MNPU3HAKOB  [OOKYMEHTOB, MOABEPrLMXcH
NOBPEXOEHMNIO UMW Pa3PYLLEHNIO.

41.2. [Ona obecnevyeHnss COXPAHHOCTU [OOKYMEHTOB B apXvMBe  OOJIKHbI
OCYLLECTBNATLCS:

KOMMMEKC Mep MO OpraHu3auum XpaHeHus, npedycMaTpyBalolMiA  co3faHue
MaTepuanbHO-TEXHNYECKON 0a3bl XpaHEHNSA OOKYMEHTOB (34aHMe U MOMELLEHMST XPaHUIILL,
CpeACTBa XpaHEeHUs1 JOKYMEHTOB, CPEACTBa OXpaHbl M 6e30MacHOCTM XpaHeHusl, cpeacTtsa
KIMMaTUYECKOTO KOHTPOIS, CPeACTBa KOMMPOBAHWS UM BOCCTAHOBMEHUS MOBPEXOEHHbIX
OOKYMEHTOB U T.1.);

KOMMMEKC Mep MO CO34aHuK M COBNIOOEHU0 HOPMATUBHBLIX YCIOBUA XpaHEHWUS
[OKYMEHTOB (TemMnepaTypHO-BMa>XXHOCTHbIN, CBETOBOWN, CAHUTAPHO-TUTMEHNYECKUI, OXPaHHbIV
pPeXUMbI XpaHeHUs).

4.1.3. Cuctema Mep No opraHusaumMmM XpaHeHus OoMmkHa obecneymBaTb COXPaHHOCTb
OOKYMEHTOB M KOHTPOIb UX (PM3NYECKOrO COCTOSIHUSI NPU NOCTYMIEHNM JOKYMEHTOB B apXUB,
Npu MX XpaHeHUU U nepepade OOKYMEHTOB Ha MOCTOAHHOE XpaHeHue. [Mpu opraHu3aumm
XpaHeHust U co3aaHnKn YCrOBUA XpaHEeHWs crieqyeT yunTbiBaTb cneunduky BUMOOBOrO cocTaBa
[OKYMEHTOB, XapakTepHOro Ansi KOHKPETHOIO apxXmBa.

4.2. TpeboBaHMs K 34aHMAM U NOMELLEHNSM apxuBa

4.2.1. Apx1MB pasMeLlaloT B cneuuanbHO MOCTPOEHHbLIX MMM MPUCNOCOBNEHHbIX Ans
XpaHeHUs1 [OOKYMEHTOB 30aHusAX WnuM OTAefbHbIX NoMelleHnsax 3aaHuda. CneuuwarnbHble
NnoMeLleHns Os apXUBOB OpraHu3auuin OOSDKHbI MpedycMaTpuBaThCs NMpU CTPOUTENbCTBE
Unun nepeodopyfoBaHUN agMUHUCTPATMBHBIX 30aHUNA.

4.2.2. Tlpn oOTCyTCTBUM CneunanbHOro mMoMEeLeHna [Ans  apxvsa opraHusauuim
BblAensieTcsl npucrnocobrieHHoe MoMELeHNne B agMUHUCTPATUBHOM 34aHWM OpraHu3auuu.
Pa3melleHne B NpncnocobneHHbIX NOMELLEHUSIX NPON3BOAUTCS B YCTAHOBIIEHHOM Mopsiake
nocrie WX  3KCNepTM3bl.  IKCMepTM3a  YyCTaHaBNMBAEeT  MPUrOAHOCTb  MOMELLEHUs
(OrHecTomKoCcTb, AOMTOBEYHOCTb, MPOYHOCTb KOHCTPYKLMMK, TEXHUYecKkas YKpPEensieHHOCTb),
COCTOSIHME NMOMELLIEHNS, HAanuyYne oTONUTENbHbIX U BEHTUMNSALUMOHHBIX CUCTEM.

OkcnepTu3a  NpoBOAUTCA  NPEACTaBUTENSMW  ApPXMBHbIX,  3KCMMyaTauMOHHbIX,
NnoXapHbIX, OXPaHHbIX, CAHUTAPHbIX U APYIMX NPOPUNbHBIX CNyx0. PesynbTaTbl 3KCNepTU3bI
0OopMIIAKTCA aKTOM.

4.2.3. He ponyckaeTcs npyvemM B 3KCMfyaTaumio BETXUX, CbIpblX, HEOTaNNMBaEMbIX, He
OTBEYalLINX CaHUTaAPHO-TUTMEHNYECKMM TpeboBaHMSIM MOMELLEHUA, a Takke MOMELLEeHUN
30aHns, 3aHAaToro cnyxbamm OoOWEecCTBEHHOro nWTaHWs, MNULLIEBBIMM  CKIagamu W
OopraHM3aumsiMM,  XpaHsiLUMMW  arpeccuBHble W MoXapoornacHble  BellecTBa WU
NPUMEHSIOLLMMUK ONacHbIe N XMMUYECKNE TEXHONOTUMN.

4.2.4. K noMmeLLeHNsM OCHOBHOIO Ha3Ha4yeHnsi apxmBa OTHOCATCS:

XpaHunMLa gnsi XpaHeHUs OKYMEHTOB;

nomeLLeHns aAnga npuema, BPEMEHHOro pasMeLLeHUsl, akknMMmaTusaumm OOKYMEHTOB U
BCMoOMoraTtesnbHbIX paboT C HUMU;

noMeLleHna Ans UCMNONb30BaHWS OOKYMEHTOB (YMTamnbHbIA 3ar, y4acToK Bblgauw,
Y4aCTOK YY4ETHO-UHPOPMALIMOHHBIX U MOUCKOBBIX CUCTEM);

pabo4yne KOMHaTbl COTPYOHUKOB apXmBa.

[onyckaeTca MHOro(pyKLMOHaNbHOCTb OTAENbHbLIX MOMELLEHUI (3anoB) ¢ BblAeneHneM
neperopofkamm OCHOBHbIX U BCMIOMOTraTeNbHbIX y4aCTKOB.

4.2.5. XpaHunuuia OoSMKHbI pa3MeLLaTbCs B U30SIMPOBAHHBLIX MOMELLEHUNSX.

MomelleHns XxpaHUnul, AOSMKHbl ObiTb Ge3onacHbiMU B MOXapHOM OTHOLLEHUM,
rapaHTMpoBaHbl OT 3aTOMJEHUs], UMETb 3arnacHoW Bbixod. B momelleHusX He OOIMKHO ObiTb
rasoBbIX M BOAOHECYLUNX MarmcTparnbHbIX TpybonpoBoaoB.

XpaHeHne B MoMeleHnsax ©0e3 OKOH [OMyCKaeTCsl MpyM Hanmnyuum B XpaHWUnuLie
€CTECTBEHHOW WNN  WUCKYCCTBEHHOW BeHTunsauum, obecneumBarowien 2 - 3-KpaTHbINA
BO34yX000MEH B 4ac.

4.2.6. OnekTponpoBoAka B XpaHUNULWAX [OSMKHA ObiTb CKPbITOW, LWTEncernbHble
poO3eTKkM - repMeTUYHbIMUK, NEepeHOCHas anekTpoannapatypa OOfMKHA MMETb Pe3NHOBYHO
n3onauuo WwHypoB. O6LWME W NO3TaxHble PYyOUNBHUKM pacnonaralT BHE MNOMELLEHUN
XPaHUNMLL,.



4.2.7. OTOenky nomelleHnin XpaHUnuLL, NPOBOAAT C UCMOSIb30BaHMEM HearpecCUBHBbIX,
HenbINALMXCA MaTepuarnoB, a B CUCTEMax W CPeACcTBaxX MNOXAPOTYLUEHUS MPUMEHSIOT
HelTpanbHble, GesonacHble AN JOKYMEHTOB BeLLeCTBa.

4.2.8. B xpaHunuuiax 3anpeliaeTcsa NpUMeHEeHUe OrHs, HarpesaTenbHbIX NpUBopoB,
pasmelleHne MOCTOPOHHUX OOBLEKTOB. PEeMOHTHO-MOHTaXHble paboThl MNPOBOAATCA C
cobntogeHem Mep 3aLuTbl, OXpaHbl U COXPAHHOCTU AOKYMEHTOB.

4.3. PexvMbl XpaHeHUs AOKYMEHTOB

[oKyMeHTbl [OMKHbl XPaHUTbCA B YCMOBMAX, obecrneuvvBalolLmMxX WUX 3awmTty OT
NnoBpeXaeHU, BpedHbIX BO3OENCTBUA OKpyXalolleh cpefbl M UCKMNYalLWmnx yTpaTty
[OKYMEHTOB.

4.3.1. CBeTOBOW pexunm

4.3.1.1. lNocTOsiHHOE XpaHeHUe OOKYMEHTOB [OSMKHO OCYLLECTBNATLCA B TEMHOTe. Bece
BMAblI paboT C JOKYMEHTaMU AOMMKHbI NPOBOANUTLCS NMPW OFPaHUYEHHBIX UMM TEXHONOMMYECKN
HeobXo4MMbIX YPOBHSIX OCBELLEHNS.

4.3.1.2. OcBelleHne B XpaHUnmLax MoXeT OblTb €CTECTBEHHBIM U UCKYCCTBEHHbBIM.

4.3.1.3. EcTecTBEHHOE OCBELLEHNE B XpaHUIMLLAX OOMYCKAETCs pacCessHHbIM CBETOM,
npu ycrioBUN NPUMEHEHMST HA OKHaxX CBeTopacceuBaTenemn, perynsatopoB CBETOBOMO MOTOKA,
3aLWNTHBIX (OMNLTPOB, LUTOP, Xar3u, OKpacku cTekon. [Ans 3awmTbl JOKYMEHTOB NPUMEHSIOT
XpaHeHve B nepenneTtax, nankax, kopobkax, wkadax, Ha cTennaxax 3akpbIToro Tuna, B
obepToyHoONn Bymare 1 T.M.

4.3.1.4. [N WCKYCCTBEHHOINO OCBELLUEHMS MNPUMEHSIOT namnbl HakanuBaHus B
3aKkpbITbiX  MNnacpoHax C  rnagkon  noBepxHocTblo.  [lonyckaeTcsas  npuMeHeHue
NIOMVHECLEHTHBIX JlaMMn C ype3aHHbIM ynbTpaduoneToBbiM y4acTkoM criektpa Tuna J1b,
JIXB, NTB.

4.3.1.5. YpoBeHb OCBELIEHHOCTU B [uana3oHe BMOAMMOrO CNekTpa He [O0SDKEH
npeBsbllLaTh: HA BEPTUKanbHOM MOBEPXHOCTU cTennaxa Ha BbicoTe 1 M oT nona - 20 - 50 nk
(nokc), Ha paboumx ctonax - 100 fk (ntoKce).

4.3.2. TemnepaTypHO-BMaXXHOCTHbIN PEXUM

4.3.2.1. B nomMeLleHnsx xpaHunuul, obopygoBaHHbIX cUCTEMaMM KOHOULNOHNPOBAHUS
BO34yXa, [OOIDKEH MNOAAEPXUBATbCA OMTMMAarbHbI TEMMepaTypPHO-BIIAXHOCTHBIA PEXUM,
yuuTbIBaOWMN cneumduky BUOOB OOKYMEHTOB: AMs OyMaXHbIX AOKYMEHTOB - TemnepaTtypa
17 - 19 rpag. C, oTHocuTenbHas BnaxHocTb Bodayxa 50 - 55%; AHA NNeHOYHbIX MaTepranos
- yepHo-6enbix (15 rpag. C 1 40 - 55%) n uBeTHbIX (2 - 5 rpag. C n 40-55%); ons [OKyMEHTOoB
Ha MarHUTHbIX NEHTax 1 gUckoBbIX HocuTensx - 15 - 20 rpaa. C n 50 - 65%.

4.3.2.2. Pes3kme konebaHus TemnepaTypbl M BNAXHOCTU B XpaHWNMLIAX He
JonyckalTca. B nomelleHvax ¢ HeperynupyembiM KIMMAaTOM [OSDKHbI OCYLLECTBMASATHCS
MEeponpuaTMS NO  ONTUMM3AUUM  KIMMMATUYECKMX YCMOBWA Ha OCHOBE paumMOHanbHOMo
OTOMNNEHNS W MPOBETPMBAHUS MOMELLEHUA, MWCMOSNb30BaHUS CPEeACTB OCYLUEHUST WU
yBnaxHeHuss Bo3gyxa. [lpu pgnuTenbHOM CcTabunbHOM  MOBLILWEHWM  OTHOCUTESNBHON
BnaxHocTu Bo3ayxa go 80 - 90% npeanpuHMmatoTca obasatenbHble Mepbl MO HOpManu3auum
KIMMaTUYECKMX YCMOBUN (MHTEHCMBHOE MPOBETPUBAHME, OCYLLUEHNE XPAHWUMULL, YCTPaHEeHne
NPUYMH NOBLILEHWS BNAXXHOCTN).

4.3.2.3. TemnepaTypHO-BNaXHOCTHbIA PEXUM B XpaHWMMLAX KOHTpONMpyeTcsa nytem
perynsipHoro usmepeHns napaMeTpoB Bo3ayxa: B KOHAWLMOHMPYEMbIX NMOMELLEHUSX - OOUH
pa3 B Hefern, B MOMELLEHMAX C HeperynvpyembiM KnMmaTtoMm - [Ba pasa B Hederntw, npwu
HapyLLUEHUAX PeXMMa XpaHEHUS - eXXeHEBHO.

4.3.2.4. KOHTpOmMbHO-U3MepuTENbHblE  NpUBOpbLI  (TEPMOMETPbLI,  MCUXPOMETPHI,
rrpoMeTpbl) pasMellatoT B [MTABHOM MPOXOAEe Ha CTennaxe, BOanM OT OTOMUTESNbHbIX U
BEHTUNALUMOHHBLIX cucTeM. [lokasaHuss npubopoB UKCUMPYHOTCA B  PerMcTpauuoHHOM
XypHane.

4.3.3. CaHNTapHO-TUTIMEHNYECKUIA PEXIM

4.3.3.1. TlomelleHnss apxvMBa [OJDKHbl CoOOepXaTbCA B 4YNCTOTE, B  YCIOBUSIX,
WCKIHOYaOLLMX BOSMOXHOCTb MOSIBIIEHNSA MIECEHW, HACEKOMbIX, IPbI3YHOB, MNbIMN.

4.3.3.2. B nomeLleHnsIX XxpaHunuw, gosmkHa ObiTb obecneveHa cBobogHas unpKynauus
BO34yxa, ucknodawwas obpasoBaHMe HEMPOBETPMBAEMbIX 30H, OMACHbIX B CaHUTApPHO-
©ronorn4eckomMm OTHOLLEHUMN.



4.3.3.3. OTkpblBaloLLMecss B Tennoe Bpems rofa OKHa, a TakkKe BEeHTUNAUMOHHbIE
OTBEPCTUS B CTeHax, MOTOMKax, Nosfiax XpaHumnuL, U HapyXHble OTBEPCTUS BEHTUNSALMOHHBIX
CUCTEM crefyeT 3aluLLaTh ceTkaMmu ¢ AMaMeTpoM siyeek He 6onee 0,5 mm.

4.3.3.4. B nomelleHusX XpaHuUnuul 3anpeluaetcsa npebbiBaHMe B BEPXHEWN oaexae,
MOKPOW U rpsizHON 0ByBM, XpaHEHUE U UCNONb30BaHWE NULLEBLIX NPOAYKTOB, KypeHME.

4.3.3.5. B nomelleHMsaAX XxpaHunuw, HeobxoOAMMO NpOBOAUTbL CUCTEMATUYECKYHD
BNaxHyt ybopky. He pexe ogHoro pasa B rog npoBoauTCsl 0GecnbinvMBaHME CTennaxewn,
WwkadoB, CPEACTB XPaHEHWs:; NOMbl, MAVHTYCbI, MOOOKOHHWKW, LIOKOMbHBIE YacTu cTennaxen
o6pabaTbiBalOTCAd BOAHBLIMW pacTBOpaMu aHTUCENTUKOB (2%-Hbli  dopmManuH, 5%-Hbin
kaTtamuH Ab un 1.1.).

4.3.3.6. [1ea pa3sa B rog (B Hayarne 1 no oKOH4YaHUM OTONMUTENIBHOIO Ce30Ha) AOKYMEHTbI
(BbIBOPOYHO) M MOMELLEHUS XpaHUNULL noAseprailoT obcrnegoBaHUIO ANS CBOEBPEMEHHOMO
0BHapyXeHMs HaceKOMbIX 1 MeCHEBbIX rPUBOB.

Mpn oBGHapyXeHMn OMOoNornyeckMx BpeauTener MNPUHUMAOT CpPOYHbIE Mepbl Mo
Oe3nHdeKkuun u  Oe3nHCeKUuMn MOMELLEHUN CcunaMm apxuBa, CaHaINUAeMCTaHUuMu Unu
KapaHTUHHOW CNyXoObl.

4.3.3.7. Tlpun npoBegeHun yOOpPOK WNU CcaHWTapHbIX 0OpaboTok Boga M
aHTMCENTUYECKME PACTBOPbI HE AOMKHbI MONaAaTh HA JOKYMEHTHI.

4.3.4. OXpaHHbIN pexnm

4.3.4.1. OxpaHHbI pexnm obecneuynBaeTcsl BbIOOPOM MecTa pasMeLLeHUst apxvnBa B
30aHUM, TEXHWYECKMMM CpeacTBaMy  3alUWThbl, OpraHu3auuend CUCTEMbl  OXPaHbl,
cuyrHanusaumm, cobnogeHmeM Mep nponyckHOro pexuma, nopsigka AocTyna B XpaHunuuie,
onevatbiBaHMEM MOMELEHUA. HapyxHble OBepu apxvBa W XpaHWNULL OOSMKHbI MMETb
MeTannmMyeckyro obnnUoBKY 1M NPOYHbIE 3anopbl. Ha JOCTyMHbIE M3BHE OKHA yCTaHaBnuvBaoT
3anMpaemble, pacnallHble HapyXy MeTannuyeckue pelleTkn. [lomelleHns apxuvBa
0bopyaytoT OXpaHHOW cuUrHanusauuen, B Hepaboyee BpeMsi MOMeELLEHUS MNroMOupytoTcs
(onevaTtbiBatoTCA). XpaHunuwa B paboyee BpemMsi LOMKHbI ObiTb 3aKkpbiThl Ha Krtod. MpaBo
JOCTyna B XpaHUNuLEe MMEHT 3aBedylolmi U COTPYAHMKM [OAHHOTO XpaHunuvuwa, a B
OTAEenNbHbIX Criyyasx - gpyrue nuua B MX CONPoBOXAEeHUU. BbIHOC OOKYMEHTOB U3 apxuBa
OCYLLECTBMAETCH TOSNBbKO MO CneumanbHbIM NPonyckam B YCTAHOBIIEHHOM MOPSIAKE.

4.3.4.2. OXxpaHHbI PEXMM pacrnpoCTPaHSIETCsl Takke Ha MOMELUEHUs, B KOTOPbIX
BPEMEHHO XPaHATCH apXMBHbIE AOKYMEHTbl U MaTepuarbHble LLEHHOCTU apxmBa (YATarnbHbIN,
BbICTAaBOYHbLIN 3anbl, nabopatopun v 1.M.).

4.4. Pa3mellyeHne JOKYMEHTOB B XpaHUnuLLe

4.4.1. [okyMeHTbl B XpaHuUnuLiax pasmeLlalTcs B nopsigke, obecrneuyvBarlolemMm mx
KOMMIIEKCHOE XpaHEeHWEe B COOTBETCTBMU C YYETHbIMU LOKYMEHTaMM U ONepaTUBHbIA MOUCK.
lMopsaoKk pacnonoXeHus [OKYMEHTOB B apxvBe OMNpedensieTcd nrnaHoM (CXemomn) ux
pasMeLleHus.

4.4.2. CpegcrtBa XpaHeHust

4421. XpaHnnuiwa  obopyaylTcs  CTauMOHapHbIMM UK MEepenBUKHbIMA
MEeTannMyeckumn CcTennaxamn, B KayecTBe BCMOMOraTesibHbIX CPeacTB  XpaHeHus
NPUMEHSAIT MeTannnyeckme Wwkadbl, cendbl, WKaMbI-CTENNaXMN U T.N.

4422 Crennaxm W  OTKpbITble  CpeACcTBa  XpPaHeHUs  yCcTaHaBnuBaloT
neprneHaMKynsipHO CTEHaM C OKOHHbIMW NpoemMamu, a B noMeLleHusax 6e3 OKOH - C y4eToMm
ocobeHHOCTEN nomelleHnin 1 obopygoBaHus. He ponyckaetcs pasMelleHue CpeacTs
XpaHeHMWs BMMAOTHYIO K HAPY>KHbIM CTEHaM 3[aHUS N K UICTOYHMKaM Tenna.

PaccTaHoBka cpeCTB XpaHEHMS OCYLLIECTBNSAETCA B COOTBETCTBMM C HOPMaMMU:

paccTosiHMe MeXOy psagamu ctennaxen (rmasHbii npoxod) - 120 cwm;

paccTosiHMe (Mpoxon) MexXay cTennaxamm - 75 cwm;

paccTosiHME MeXAy Hapy>XKHOW CTEHOW 34aHus U CTennaxKamu, napannenbHbIMU CTEHE,
- 75 cwm;

paccTosiHME MeXay CTEHOM M TOPLOM cTennaxa unm wkada (obxon) - 45 cm;

paccTosHWe Mexay MONOM W HUXKHEW Momnkow ctennaxa (wkadga) - He meHee 15 cm, B
LLOKONbHbIX 3Ta)ax - He meHee 30 cm.

O6opygoBaHMe C BbIOABWKHBIMW — YacTaAMU  (SWMKaMK, Cekuuamu,  aBepuamu)
yCTaHaBnMBaeTCs No cneumanbHbIM HOpMaM C Y4eTOM TUNOPa3MepPOB CPEACTB XpaHeHUs.

4.4.2.3. [JokymMeHTbl pasMellaloT Ha CcTennaxax, B LwWkagax C WCnofnb30BaHWEM
NepBUYHbIX 3aLUUTHLIX CPEACTB XpaHeHus (kopoOOoK, namnok, crneuunanbHbiXx QyTNSPOB,



NakeToB U T.M.) B COOTBETCTBMM C BUAaMn, hopMaTtomMm 1 apyrumum BHELLHUMU 0COBEHHOCTSIMIN
[OKYMEHTOB:

OymaxkHble [OKYMEHTbl MOCTOSHHOMO XpaHeHUs pa3meLlaloT B KapTOHHbIX KOpobkax,
nankax, a JOKYMEHTbl BPEMEHHOIO XpaHEHWs! - B CBA3KaX;

MUKpOMbMbI  CTpaxoBoro d¢oHga W ¢QoHoa Monb3oBaHUSA  [AOMKHbI  MMETb
CTaHOapTHbIE M 3alUTHbIE pakopAbl, HAMAaTbIBATbCS B PYNIOH Ha CepAeYHuKu choTocnoem
HapyXXy 1 XpaHUTbCs B MeTannnyeckux kopobkax no FOCT 4097-78;

MUKPOUIbMbI U POTOOOKYMEHTbI Ha MMAOCKUX MIIEHOYHbIX UKW OPYrnx hopMaTHbIX
HOCUTENSAX YMNakoBbIBAOT B KOHBEPTbI M KacCeTbl U XpaHAT B KOpOOKax, namkax, Apyrom
ynakoske no NOCT 7-65-92.

44.2.4. MeCTO XpaHEHWs 9MEKTPOHHbIX [AOKYMEHTOB onpedenseT pykoBOAMTErNb
opraHmsaumm. 31 MOryT XpaHWTbCS B apxvBe OpraHu3auum unm B crneumannsvpoBaHHOM
nogpasaeneHnn (Bbl4UCNUTENbHOM LEeHTpe, MHPOPMAaLIMOHHOM oTaerne u T1.4.) <*>.

<*> B cootBetctBUM C "TlpyMeEpHbIM MOMNoXeHnem o6 apxvmBe (apXMBHOW Cnyxobe)
[OKYMEHTOB Ha MaLUMHHBLIX HOCUTENSIX YYPEXAEeHWI, opraHnsaumi, npegnpuatun” (M., 1990).

4.4.2.5. O6s3aTeNbHLIMM YCITOBUSIMU apXMBHOMO XpaHeHust O[] aBnsitoTcs:

HanuuMe B apxmBe MpPOrpaMMHO-annapaTHbIX CPEACTB AN XpPaHEHWs, KONMMPOBAHUA U
BocnpoussedeHms O[1, ux nepesanucm B HOBble hopmaTbl, nepedayn uHgopmMauum no
KaHanam cBs3u 1 Aap.;

obecneyeHne goctyna K MHGPOPMaLMM YCTaHOBIEHHbIX KaTeropui nonb3oBaTenewn, a
Takke obecneyeHune 3awWmTbl MHAOPMALMM OT HECAHKUMOHWPOBAHHOIO AocTyna (nyTem
NPUMEHEHNST COOTBETCTBYIOLLIMX TEXHNYECKUX CPEACTB U NPaBOBLIX HOPM);

obecnevyeHne pexuMa xpaHeHus [, MUCKNoYalLWero yTpaTy, YHUYTOXEHWE WIu
UCKaXXeHne MHpopMauuun.

ObecneyeHne xpaHeHus 3 npegycMaTpuBaeT Takke nogdepkaHue onTumarbHbIX
PEeXUMOB XpaHeHus1 HocuTenen O/.

TexHuyeckme napaMeTpbl AaHHbIX PEXMMOB OMpedensdlTcs COOTBETCTBYOLUMHU
rocygapcTBeHHbiMu ctaHgaptamm (FTOCT 28388-89. Cuctema 00paboTkm MHopmaumm.
[OoKyMeHTbl Ha MarHUTHbIX HocuTensx. MNopsaok BeINONHeHWs n obpawenus; FTOCT 2.501-88.
ECKO. lNpasuna ydeta un xpaHenns; NTOCT 19.601-78. ECIA. lNpasuna gybnvpoBaHus,
yyeTta n xpaHeHus; FOCT 24.402-80. EgnHasa cuctema craHgapTOB aBTOMAaTU3MPOBAHHOM
cuctembl ynpaeneHusi. Cuctema TexHudeckon gokymeHTauum Ha ACY. YueT, XxpaHeHue u
obpauwieHne; P 50-524-84. MeTtogundeckmne ykasaHus. Mopsagok XpaHeHWst AOKYMEHTOB Ha
MaLUMHHBIX HOCUTENSAX).

Mo mepe cTapeHMsi HOCUTENS LOIDKHA MpPoM3BOAMTLCA nepesanuck O Ha HoBble
HocUTEnMW.

4.4.2.6. He ponyckaetrca pasMelleHWe [OOKYMEHTOB Ha Mony, NOOOKOHHMKaX, B
Hepa3obpaHHbIX KunMax.

4.4.2.7. PaamelyeHne CeKpeTHbIX OOKYMEHTOB OCYLLECTBNAETCS B COOTBETCTBUM C
TpeboBaHNAMM UHCTPYKLUUK MO paboTe C CeKpeTHbIMU MaTepuanamu.

4.4.3. TenerpadupoBaHue

4.4.3.1. Bce nomMelleHNsa apxmBa, a Takke CTennaxm, wkadbl, NOSIKN HyMepYyHTCS.

B kaxxgom oTAenbHOM MOMELLEHUM CTennaxu, Wkadbl, MOMKU HYMEPYKTCA CBEpXYy
BHW3, CrieBa Hanpaeo.

44.3.2. B uenax 3akpenneHua MecTa XpaHEHUs1 [OOKYMEHTOB B XpaHuMuLLax
COCTaBMSATCA MocTennaxHole WM npu  Oonbwom ob6beme OHAOB  NOOHOOBLIE
Tonorpaduyeckme ykasaTenu.

4.4.3.3. KapToykM noctennaxHoro Ttornorpaduyeckoro ykasatens COCTaBMSATCHA Ha
KaXXObl CTEeNNax M pacnonaralTcs No NOpsiAKy HOMEPOB CTeNnaxew B npedenax Kaxgoro
OTAENbHOrO NomeLleHns (npunoxexue 15).

4.4.3.4. KapTouyknm nocoHOoBOro TOMOrpadmuyeckoro ykasaTerns COCTaBfSOTCA Ha
Kaxgbli QOHO W pacnonaralTcs B nopsgke HomepoB doHAoB (MpunoxeHue 16). lMNpwu
HeobXooMMOCTM  apXMBOM  OpraHu3auum  MOXeT NpoBOAMTLCA  TonorpadmpoBaHue
XPaHSLUXCS B apXUBE AOKYMEHTOB C Y4ETOM CTPYKTYPHbIX NogpasgenieHnin opraHmsauuu.

4.5. Mopsagok Bblgayn Aesn M3 XpaHunuiy,

4.5.1. [lena BblgatoTCa U3 XpaHUINLL:



ONs Mcnonb3oBaHUs paboTHMKaMK opraHu3aumm;

ONS UCMOMb30BaHWA rpaXgaHamMyM B 4YMTaNbHOM 3ane Afst HayyHbIX W MHbIX
nccneaoBaHui;

BO BPEMEHHOE MOSb30BaHNE A8 OPYTNX OpraHn3aunii;

ONs NPOBEeAEHMS apXMBHbIX paboT C AOKyMEHTaMu;

ONs MPOBEAEHNsi CTPaxoBOro KONMPOBaHUSA U crneumanbHon obpaboTkM JOKYMEHTOB C
uenblo ynyyweHnss hunsmyeckoro COCTOSAHNST JOKYMEHTOB.

4.5.2. [lena BblgalTCA BO BPEMEHHOE MONb30BaHME W3 XPaHWUIULL Ha CPOK, He
npeBbILLaoLLMIA;

1 Mecsay Ans Ncnonb3oBaHUs paboTHMKaAMM OpraHM3aunm;

1 Mecsal 4ns NCNonNb30BaHUS AOKYMEHTOB B YATaNbHOM 3ane;

3 Mecsiua Bo BpeMeHHOe Monb3oBaHue Ans Apyrux opraHn3aumi;

6 MecsLeB A1s1 3KCMOHUPOBAHUS JOKYMEHTOB.

OpraHam cyfa v npokypaTtypbl Aena BblAalnTca 40 NPeKpaLLeHnst Aena unm BbIHECEHS
cyaebHoro pelueHus.

MpoaneHne ycTaHOBMNEHHbBIX CPOKOB BblAa4M JOKYMEHTOB BO BPEMEHHOE MOJb30BaHMeE,
B TOM 4WCle opraHam cyda W NpoKypaTypbl, a Takke ANs 3KCMOHUPOBaHUSA OOMycKaeTcs B
0COObIX cnyvasix C paspelieHns PyKOBOAWUTENS OpraHmMsauum Mo  MMCbMEHHOMY
NOATBEPXKAEHUIO MONBb30BaTENSA O COXPAHHOCTM JOKYMEHTOB.

4.5.3. Bblgaya gen ns xpaHunuiia odhopMngeTcs cregyowmmm JOKyMeHTaMu:

3akasammn (TpeboBaHuAMM) Ha Bblgady Aden B uuTanbHbIA 3al M COTPYAHMKAM
opraHusauum (npunoxexue 17);

akTamMM O Bblgade gen BO BPEMEHHOE MNOMb30BaHWe APYrMM opraHvsauusiM, B TOM
yucne opraHam cyda W NpoKypaTypbl, UM NS 3KCMOHUMPOBAHWUSA LOKYMEHTOB (MpUIoXeHue
18);

3aKkasamu Ha npoBefdeHMe paboT MO CTPaxoBOMY KOMUPOBAHMIO W pecTaBpauuu
[OKYMEHTOB.

45.4. Bblgpadya [OKYMEHTOB M3 XpaHunuvLia perncTpypyeTcs B KHUrax Bbloauu
OOKYyMeHTOB (npunoxeHue 19):

Bblgayn gen paboTHMKam opraHnsauuu;

BblJa4yu gen B YATanbHbIV 3arT;

BblJa4yn gen BO BpEMEHHOE Mofb30BaHWe APYTMM OpraHn3auusm.

4.5.5. VcnonHeHHble 3aka3bl (TpebOoBaHWs) uccnegoBaTerniel XpPaHATCA B JIMYHbIX
Jenax uccnegosarteried, BCe MNPoYMe - OO0 WCTEYEHUS] CPOKOB MX XpaHeHus. 3akasbl
(TpeboBaHus) uenecoobpasHo XpaHUTb OO MPOBEAEHUS MPOBEPKM HAnMuUMss U COCTOSIHUSA
aen.

4.5.6. Bblgaya gen Bo BpEMEHHOE MOMb30BaHMe B ApyrMe opraHusaumm ogopmisieTcs
aKTOM, KOTOpPbIA COCTaBMsSIeTCS B ABYX 3K3eMMNnsipax, OAMH MX KOTOpbLIX OCTAeTCs B apxvBe
opraHusaumu, [Opyronh BblgaeTcsl nonyyatento. AKT MOANUCLIBAETCS  PYKOBOAUTENEM
opraHusauuu, nepejawoLlen gena, U pykoBOOUTENEM OpraHv3auuu-nonyyatens: noanucu
cKkpennaTcs repboBbIMM nevyaTsiMvM  opraHu3aumii. [locne Bo3BpalwleHus gen B ABYX
3K3eMNIsgpax akTa AenaeTcs COOTBETCTBYHLLAs OTMETKa: OOWH 3K3eMMsp ocTaeTcs B
opraHusauumu-roniyyarterne, ApPYron XpaHutca B fene @oHoa B apxuBe opraHusauuu,
BblJaBaBLLEM Jena.

4.5.7. HanpaBneHne Ha CTpaxoBOe KOMMpOBaHWe, pecTaspauuio, nepennet
odopmnisieTcs 3aka3oM. 3aka3 0opmnseTcss B apxuBe opraHu3auum no ¢opme akta o
Bblavye BO BPEMEHHOE NOMb30BaHWe ApPYroi opraHusauum.

4.5.8. [Jena BblgaloTcs U3 XpaHunuwia Ans UCnonb30oBaHUs U NpoBefeHus paboT no
CTPaxoBOMY KOMMPOBaHMIO, pecTaBpaLmm, NepenneTy Tonbko B 06paboTaHHOM BuZeE.

Mepen Bbloayen gen u3 xpaHunva NpoBepsieTCst COOTBETCTBUE Lindpa 1 3aronoBka
Aena Ha obnoxke Wn1cpy 1 3arofloBky Aena B OnNucK; nepes Bbidayen U Npy BO3BpaLLEHMN
Oen B XpaHunue MnpoBepsitoTCS HyMepauusi NIMCTOB U COCTOSIHAE LOKYMEHTOB KaXKOoro
BblJAHHOIO Aena.

Kaxpgoe BblgaBaemMoe M3 XpaHunuwa [eno [OSPKHO WMMETb JIMCT UCMOfb30BaHuWs
(npunoxeHnue 20).

4.5.9. MNpun Bblgave gen M3 XpaHunuwia Ha MecTo BblAaHHOMo Aeria nogknagbiBaeTtcd
KapTa-3aamecTuTenb, B KOTOPOW yKa3blBaeTCd HOMep Aena, HoMep onucu, Homep oHaa,
Korga v Komy BblaHO Aeno, AaTa ero Bo3BpaTa U NoAnvcb COTPYAHWUKA, BblgaBLUero Aeno, ¢
ykasaHveMm [JorkHocTu. [py BO3BpaleHuM [ena B XpaHunvwe KapTa-3aMecTuTenb
usbiMaeTcs (npunoxexuve 21).



4.5.10. CocTosiHne Aen, Bo3BpalLlaeMbIX B apXUB NOCNe UCMONb30BaHUSA, JOIMDKHO ObiTh
NpoBEpPEHO B NPUCYTCTBMM N1La, BO3BpaLLaloLLEero AOKYMEHTbI.

Mpn oOHapyxeHUn HepocTaynm [en WM OTAENbHbIX JIMCTOB B HUX, a Takke
NnoBpeXZeHUn [en W [OOKYMEHTOB COTPYAHUKaMM apxvBa COCTaBNSAETCA akT B ABYX
aK3eMmnnsipax, OAMH U3 KOTOPbIX NPeACTaBMseTCs MCCneaoBaTeslio YMTanbHOro 3ana unm
PYKOBOOWTENIO OpraHM3auuuv, UCMoNb30BaBLUEN OOKYMEHTbI, AS NPUBIEYEHNs] BUHOBHBIX K
OTBETCTBEHHOCTU, BTOPOM - OCTAeTCH B apX1Be.

4.5.11. lNpn nepemeLLeHMM JOKYMEHTOB 3a Npeaenamm apxmBa OOIMKHbI cobniogaTbcs
Mepbl NPEAOCTOPOXHOCTU, HAAEXHO obecneynBatoLne Nx COXPaHHOCTb.

Mpn TpaHCNOPTMPOBKE OOKYMEHTOB COOM0AAOTCA Mepbl MO OXpaHe M 3alumTe ux oT
BO3AENCTBMA BpedHbIX (DaKTOPOB OKPYKalLLEen cpedbl NyTeM MPUMEHEHUST cneunarnbHbIX
BMOOB YMNakoBOK, o6ecneynBaroLLmx 3auTy AOKYMEHTOB OT OCaZKOB, CBeTa, MeXaHU4eCKnx
NoBpEXAEHUN.

4.6. ObecneyeHne Pr3NKO-XMMNYECKON
COXPaHHOCTU JOKYMEHTOB

4.6.1. BbiSiBNeHHble OOKYMEHTbI MOCTOSIHHOrO XpaHeHus ¢ pusmyecknmmn gedekramm
OCHOBbI (yTpaTa YyacTel 4OKYMEHTa, pa3pbiBbl U Ap.) UMK TEKCTa PErMCTPUPYIOTCS B XXypHane
Unn kKapTtoTeke yyeTa U3NYECKOTrO COCTOSIHUS [OKYMEHTOB, rae UKCUPYHTCA Buapl
crneumnanbHoW obpaboTku, KOTOPOW BNOCNEACTBMU AOIDKEH ObiTb MOABEPrHYT AOKYMEHT
(pectaBpauus, aes3vHdeKUNs, MUKpounbMmMpoBaHne, oTopecTaBpaLms, KONuMpoBaHue W
T.4.), W HaMeyalTCs KOHKpEeTHble Mepbl N0 ynydweHuto GU3NYEeCcKoro COCTOSAHMUS
[OKYMEHTOB.

4.6.2. He3aBMCMMO OT LIEHHOCTM JAOKYMEHTOB HEMeANIEHHOW nepepadve Ha ob6paboTky
(mesnHdekumsa, Oe3nHcekuus) nognexart gena M OOKYMEHTbI, MOpaXeHHbIe MMECEHbK U
HaCEKOMbIMMU.

4.7. I'IpOBepKa Hann4yna n CoOCToAHUA OOKYMEHTOB

4.71. TllpoBepka Hanmu4Mss U COCTOSHUA [OKYMEHTOB MpoBOAUTCA B  Lensax
YCTaHOBMNEHUSA (PaKTUYECKOro Hanuums eguvHUL, XpaHeHUs U COOTBETCTBUS UX KONMMYECTBY,
yucnawemycs no  yY4eTHbIM  [JOKYMEHTaM, BbISIBIEHWS  [JOKYMEHTOB, MOAMexXaLumx
pecTaBpaumm u npocunaxkTnyeckon obpaboTke.

B xofe npoBepKu ocyLLeCTBNAETCA:

YCTaHOBMNEHUE (PaKTUYECKOr0 HanMyusa OOKYMEHTOB, HaxXOOSALWMXCS Ha XpPaHEHUU B
apxuBe;

BbISIBIIEHNE M YCTPaHEHUE HEJOCTATKOB B y4eTe AOKYMEHTOB;

BbISIBIIEHNE OTCYTCTBYIOLLUX JOKYMEHTOB M OpraHn3aums ux po3biCka;

BblSBIIEHNE W y4eT [OKyMEHTOB, TpeOylwmux pecTaBpaumn, KOHCepBauuw,
NpoMNaKkTU4YECKON N TEXHNYECKON 0OpaboTKN.

4.7.2. TpoBepka HanUuMsa M COCTOSIHUS OOKYMEHTOB MPOBOAUTCS HE pexe Yem OAMH
pas B 5 neT, a Takke nepea nepegaden UX Ha rocyaapCTBEHHOE XpaHeHue.

EonHoBpeMeHHbIe NPOBEPKN HarM4ms 1 COCTOSHUS JOKYMEHTOB NPOBOAATCS B apXuBe:

nocne nepemMeLleHns aen B gpyroe nomeLleHue;

nocne 4pe3Bbl4alHbIX NPOWCLUECTBUIA, BbI3BaBLUMX NMEPEMELLEHME (3BaKyauuio) Aen
WK OOCTYM B XPaHUIULLIA NOCTOPOHHMX NNLL;

NMpu CMEHe PYKOBOAMTENS apX1Ba Unu nuua, OTBETCTBEHHOIO 33 apXUB;

npu peopraHu3auun Unv IMKBugaunmM opraHusaumm.

4.7.3. Tlpy NpoBepKe HanMuns 1 COCTOSAHMS OKYMEHTOB HEOOXOANMO:

COXpaHsATb MNOPSOOK PaCroNOXeHWss [OOKYMEHTOB Ha CTenmaxax W MNepBUYHbIX
CcpeacTBax XpaHeHus;

nogknagpiBatb Ha CBOW MecTa OBHapyXeHHble BO BpeMsi MPOBEPKM HeNnpaBUIbHO
NOAMNOXEeHHble Aena U OKYMEHTbI;

n3blMaTb Aena, He BHECEHHbIe B OMNUChb;

M3bIMaTb M M30NMPOBAaTh Aerna, 3apa)eHHbIe MeCEHbO UNN APYruMn B1onormMyeckumMm
BpeanTeNsaMu.

BHeceHue B onucb HeyuyTeHHbIX Oen B XOA4e MpOBepKM 3anpelaetcd. HeyuyTeHHble
Jena nomewjalTcs Bcred 3a YYTeHHbIMW fenamu Ana nocriegyrowlern obpabotku u
onncaHus.



4.7.4. o Havana paboTbl MO MPOBEPKE HanuMuus U COCTOSIHUSA Oen u3y4valoTcs
OOKYMEHTbI NpeAbiayLmx NpoBepokK, NPoBepsAeTCs NPaBUITbHOCTbL HYMepauuy Aern B KaxaoMm
rogoBOoM pasferie CBOAHOW OMuCK, COOTBETCTBME Hymepauuu Oen UTOroBbIM 3anucsm B
ONUCSIX U CBEJEHMAM B NMcTax hOHO0B.

4.7.5. TlpoBepka HaNMuusA U COCTOAHWA Aen NPOBOAUTCSA MyTEM CBEPKM onmcaTernbHbIX
cTaTeln onuncy ¢ onucaHueM gern Ha obnoxkax (wudpa, Ha3BaHus poHgoobpasoBaTens u ero
CTPYKTYPHbIX NogpasferneHnii, 4enonpon3BOACTBEHHbIX MHOAEKCOB Aen, AaT Aen, KonMyecTea
nNCTOB).

dusnyeckoe coctodHue den onpegensieTcsa nyteM ux Bu3yanbHOro npocmotpa. Bce
O0BHapyXeHHble HeJOCTaTKN (PUKCUMPYIOTCS B akTe NPOBEPKK (MpUrnoxeHue 22).

Henatb kakve-nnbo nomeTbl UNW 3anucu B XOA4e NPOBEPKM B ONUCAX OeNn U Apyrux
yYeTHbIX JOKYMEHTax 3anpeLiaeTcs.

4.7.6. [ena, BbldaHHbIE COTPYAHMKAM OpraHv3auuu, B YMTanbHbIA 3an U BpEMEHHOoe
nonb3oBaHWe ApYyrMM oOpraHumsauusM, npoBepsloTCs MO KHWraM W aktam Bbldayn gen u
CUMTaIOTCS UMEILLMMUCS B HANUYUU.

4.7.7. JICT nNpoBEpKM HanmMunuss W COCTOSAHWA aden B oHOe cocTaBnsieTcs
HenocpeACTBEHHO B XOA€E MPOBEPKM; NMCTbl MPOBEPKN HYMEPYIOTCS NO NOpSAKY HOMEPOB B
npegenax MpoBEPKW Kaxgoro ooHAa W MnoanucbiBalOTCA ucnonHutenem. 1o okoHvaHum
NpoBepkn hoHAa NUCTbI MPOBEPKN BKITHOYAOTCA B AeNno AaHHoro doHaa. Ecnv B pesynbTtaTe
NpOBEPKN HEQOCTAaTKOB HEe OOHapPY>KEHO, NTMCT NPOBEpPKM B Aeno oHAa He BKIOYaEeTCS.

4.7.8. o OKOHYaHMM NPOBEPKM HANMYMSA N COCTOSAHUSA AOKYMEHTOB MO KaXKaoW Onucu B
KOHLe onucuy nocrie 3aBepuTensHOM Hagnucu agenaeTcs 3anmch "npoBepeHo”, npocTaBnaeTcs
Jata npoBepkW; 3anucb NoanuCbiBaeTcs MNPOBOAMBLUMMM MNPOBepKy paboTHukamu C
yKasaHueMm mx AOImKHOCTEN.

4.7.9. Ecnu npoBepkov oBHapyxeHa HegocTaya Aen u JOKYMEHTOB, TO OopraHusyeTcs
NX PO3bICK.

B aTunx uensx pekoMmeHgyeTcs:

N3y4nTb BCE YYTEHHbIE AOKYMEHTHI MO Bblgave AeN U3 XpaHUuLLa;

OopraHu3oBaTb pPO3bICK HE OOHAapYXeHHbIX MpW NPOBEpKe Aen B COOTBETCTBYHOLUMX
CTPYKTYPHbIX MogpasfeneHnsix, B eATEeNbHOCTU KOTOPbIX 00pa3oBanvcb HeOOHapyXeHHbIe
Aena, npeaBapuUTENIbHO U3YYMB UX CAATOYHbIE OMUCH;

NpoBepuUTb Aeria HaxoasawWmxca pagom poHO0B;

n3yunTb Aeno hoHAa - akTbl O BblAENEHUN AN K YHUYTOXEHMIO, aKTbl BbiAa4yn Aen BO
BPEMEHHOEe MOMb30BaHWe, paHee COCTaBMEHHble akTbl MPOBEPKM HanMMuus MU COCTOSHUS
npoeepsiemoro ¢oHaa.

Posbick pekomeHayeTcs MpOBOAMTL B TeYeHue rofda nocne 3aBeplleHUs MpoBepKu
Hanuuus gen.

4.7.10. HarpeHHble B wuTOore posbiCka [fena noAknagbiBaldOTCA Ha MecTa, a B
COOTBETCTBYIOLLEN KapToyke yyeTa HeoOHapy>XeHHbIX Aern JenaeTcs OTMeTKa C yKasaHueMm
4aTtbl 1 Nognucy SOIMKHOCTHOIO Nnua.

Hena, npuunMHa  OTCYTCTBUSA  KOTOpPbIX  MOATBEPXAEHa  COOTBETCTBYHOLLMMM
OOKYMEHTaMM, MWCKIIOYalTCA B YCTaHOBMEHHOM MOPSIAKE M3 OMUCEN W OPYrUX Y4YETHbIX
OOKYMEHTOB. B COOTBETCTBYHOLUMX KapTOYKax yka3biBaOTCS AaTbl M HOMEPa aKTOB, B KOTOPbIX
NoAaTBepXAaeTcda OTCYTCTBME [ena, U COCTaBMsOTCS CNpaBkM O MNPOBEAEHMU PO3biCKa.
lMocne paccmoTpeHnss pes3ynbTaTtoB po3bicka Ha OK 1 yTBepxkaeHus ee pelueHus
pykoBoAuTENneM opraHusaummn HeobHapyXeHHbIe JOKYMEHTbI CHUMAalOTCS C yYeTa.

4.7.11. TpoBepka HanMMunsi 1 COCTOSHUSA JOKYMEHTOB CUYMTaETCH 3aBEpPLUEHHONW nocrne
BHECEHUS] W3MEHEHWI, BbISIBNEHHbLIX MNPOBEPKOW, B YYeTHblE€ [OOKYMEHTbl MPOBEPSEMOro
doHAa 1 npeacTaBneHUs COOTBETCTBYIOLWMX CBEAEHUN O Aenax NOCTOSHHOro XpaHeHus B
rocygapCTBEHHbIN apXuB AN BHECEHUS U3MEHEHWA B KOHTPOSbHbIE 3K3eMMNNsSpbl onucen
nen, ytBepxaeHHbIx MK apxmMBHOro yupexaeHust.

4.8. Oco60 LeHHbIE U YHUKaNbHbIE JOKYMEHTbI apXvBa

4.8.1. ApxvB oOpraHu3auuMu, MO COrfacoBaHW C FOCYOAPCTBEHHbIM apXMBOM,
WUCTOYHUKOM KOMIMIIEKTOBAHUS KOTOPOrO OH SIBMSIETCS, NPOBOAUT BbISIBIEHNE M y4eT 0cobo
LEHHbIX U YHUKamNbHbIX IOKYMEHTOB.

Ha BbisiBNeHHble 0CO60 UEeHHble W YHUKamnbHble [OKYMEHTbl Kaxzgoro oHaa,
XpaHsILLEerocs B apxuMBe, COCTaBMSIETCS ONUCb 0COD0 LIEHHbIX [OOKYMEHTOB, KOTopas



paccmatpuBaeTca OK opraHusaumm, cOrnacoBbiBaeTcsi C rocyAapCTBEHHbIM apXvBOM W
yTBEPXOAETCH pykoBoAUTENEM opraHu3aLmm (npunoxexue 23).

4.8.2. OTHeceHVMe OOKYMEHTOB K YHUMKarnbHbIM U BKMOYeHWe nx B [ocyaapCTBEHHbIN
peecTp yHWKanbHbIX  OOKYyMeHTOB  ApxuBHOro ¢oHaa Poccuiickon  depnepauun
OCYLLECTBMAETCA B COOTBETCTBMM C PernameHTOM rocyaapCTBEHHOrO yyeTa YHMKarbHbIX
OokymeHTOoB ApxmBHoro poHaa Poccunckon ®enepauun.

4.9. CtpaxoBov ooHA U hOHA NOMb30BaHMUS

49.1. Ha o0cobo UeHHble W YHUKanbHble [OKYMEHTbl OpraHusauum nytem
MUKPOPMNBEMUPOBAHNS CO3LAlOTCS CTpaxoBble KOMWMM (HeraTuBbl MEPBOro MOKOMEHUs Ha
PYNOHHON NNEHKe UnmM MUkpoduLLax).

COBOKYMHOCTb CTPaxoBbIX KOMWIA OOKYMEHTOB, XPaHSILUMXCA B apxvBe, cOcCTaBnseT
cTpaxoBon doHa. CTpaxoBow ¢hoHA co3gaeTcs B LENAX COXPaHEHUS LEHHOW LOKYMEHTHOW
MHOpMaLMK Ha Ccny4Yan yTpaTbl Uy NOBPEXOEHUS NOAMMHHBIX JOKYMEHTOB.

4.9.2. OgHOBPEMEHHO C CO3aHMEM CTpaxoBoro ooHaa cosgaeTcst OHA Noib30BaHUS
(MO3UTUBHbLIE MUKPOMUIBMbI U MUKPOMULLN).

doHO Nonb3oBaHMA MOXET co3daBaTbCs Takke LeneBblM MOpsakoMm Mno Haubonee
NCNosb3yeMbIM [OKYMEHTamnbHbIM KOMMIIEKCaM MNyTeEM KCEPOKOMUPOBAHWUS UIKM CO34aHUs
KOMWUIA OOKYMEHTOB Ha 3MEKTPOHHbLIX HOCUTEMNsIX, obecneunBaownX NOEHTUYHOCTL KOMUKU ©
NOASIMHHNKA OOKYMEHTA.

4.9.3. CtpaxoBon hoHA 1 hoHA Nonb30BaHUA CO34alTCHA B Nopsake, yCTaHOBNEHHOM
depepanbHO apxuBHon cnyx6on Poccun.

5. OPTAHUSALUNA OOKYMEHTOB B APXVBE
5.1. [JokyMeHTanbHbIN U apXUBHbIA hOHI, OpraHM3auun

5.1.1. Bcs COBOKYNHOCTb JOKYMEHTOB, 00pasyowmnxca B AeATENbHOCTU OpraHvM3aunu,
COCTaBMsiET ee AOKYMEHTanbHbIN OHA.

5.1.2. [okymeHTbl, obpa3sylolwmecs B [EATENbHOCTU OpraHv3auumM, Mo Ccpokam
XpaHeHus nogpasaensoTcs Ha:

OOKYMEHTbI BPEMEHHOIO Cpoka XpaHeHus (0o 10 neT BKIMOUYUTENBHO);

OOKYMEHTbI AONITOBPEMEHHOIO CPOKa XpaHeHus (cBbiwe 10 neT);

OOKYMEHTbI NOCTOSIHHOIO (BEYHOI0) XpaHeHus.

[IOKyMEHTbl MOCTOSIHHOTO XpaHeHUsl, T.e. AOKYMEHTbl, MMELMe UCTOPUYECKOE,
Hay4Hoe, coumnansHoe, 3KOHOMUYECKOE, KyNbTYPHOE 3HAYEHME, COCTaBNAT apXmMBHbIN hOHA
opraHusaumm, ABnALWUNCA CocTaBHOM YacTbio ApxmBHOro hoHaa Poccuiickon ®eaepaunu.

CpokM XpaHeHWss [OKYMEHTOB YCTaHaBMMBalOTCA Ha OCHOBaHMM 3KCNepTusbl WX
LleHHOCTN; NOPsSA0K IKCMEPTU3bl LLIEHHOCTM JOKYMEHTOB onpefeneH B pasaene 2 HacTosALWMX
Mpasun.

5.1.3. Pa3HOBMAHOCTAMN apXMBHOIo ooHAa ABMASAOTCS:

apxXMBHbIM (pOHO OpraHM3aumu, COCTOSLMIA M3 LOKYMEHTOB, 00Opa3oBaBLUMXCA B
npolecce ee OeATENbHOCTY;

00beanHEHHbI apXMBHbIA (OHA, COCTOSAWMIA U3 OOKYMEHTOB, 0Opa3oBaBLUMXCHA B
npouecce OeaTenbHOCTM ABYX unu 6onee opraHusauun-cdoHgoobpasoBaTtenen, UMEBLLMX
Mexagy cobom uctopuyecku u / unu nornveckn obyCnoBfEHHbIE CBA3W: OLHOPOLHOCTb U
NPEEeMCTBEHHOCTb  OEATENbHOCTW, MOAYMHEHHOCTb, €OMHCTBO OObekta W  BpeEMEHU
[eATenbHOCTH, MeCTOHaxoXaeHne v ap.;

apxvBHbIN  POHO  NUYHOTO  MPOUCXOXAEHUSl,  COCTOSALUMA U3  OOKYMEHTOB,
obpa3oBaBLUMXCA B MNPOLECCE XM3HU WU OEeATENbHOCTU OTAENbHOro nvua, cembu, poaa u
NPUHATBIX HA XPaHEHNE B apXMB OpraHn3aumu.

5.1.4. ApxmBHOW KOMNnekuuen HasblBaeTCs COBOKYNMHOCTb OTAEMbHbIX [AOKYMEHTOB
pasnMYHOro MPOUCXOXOEHWS,, OObEeOUHEHHBIX MO OOHOMY WM HECKOMbKMM MNpuU3HaKkam
(TemaTnyeckomy, BUOOBOMY, OOBEKTHOMY, aBTOPCKOMY, XPOHOJTOTMYECKOMY U Ap.).

5.2. OnpegeneHne poHAOBON NPUHAANEXHOCTN apXUBHbIX
OOKYMeHTOB 1 obpasoBaHne apxmBHOro ooHaa



5.2.1. OnpepeneHne ¢OHOOBOW NPUHAANEXHOCTU  AOOKYMEHTOB  OpraHusauuu
3aKNOYaEeTCsl B OTHECEHUM UX K (DOHY COOTBETCTBYIOLLIEN OpraHu3aummn.

5.2.2. lpu onpegeneHun OHAOBOW MNPUHAONEXHOCTU [AOKYMEHTOB OpraHusaumm
y4MTbIBAETCS CriegyoLlee:

BXOASLLNE OOKYMEHTbI OTHOCATCS K (DOHAY TOW OpraHvM3auun, KOTOPOW OHW MOMYyYeHbl;
ux oHOOBasi NPUHALJIEXHOCTb OMNpedenseTcs Mno Takum anemMeHTam dopmynsapa, Kak
agpecart, perMcTpauuoHHbIA LWITaMm, pesosiiouny U OTMETKM O HanpaBreHUn OOKYMEHTOB Ha
WCMNOMHEHNE, N0 COAEPKaHNIO JOKYMEHTOB;

KONUM MUCXOOAWMUX AOOKYMEHTOB (OTMYCKM) OTHOCATCA K (poHAQY TOW OpraHv3aumu,
KOoTOpasi sBnsieTcs MX aBTOpPOM; MX doHOOBasi MNPUMHALNEXHOCTb oOnpedensieTcss no
noanuncsam, oenonpon3BoL4CTBEHHbIM NMOMETaM, COAEPXKAHUIO JOKYMEHTOB;

OOKYMEHTbl BHYTPEHHEro obpalleHns OTHOCATCH K (DOHAY TOW opraHusauun, KOTOpOn
OHU COCTaBreHbl, X OHAOBAsA NPUHAANEXHOCTb OnpeaenseTcs no Ha3BaHWo opraHM3auuu,
noanncsAM, CooepPXKaHuio.

5.2.3. [OKyMeHTbl oOpraHuM3aumMm u ee MepBUYHbIX OOLLECTBEHHbLIX OpraHu3auumn
(NpodbCOoto3HbIX, CMOPTUBHBLIX M Ap.), CYLIECTBOBABLUMX OO MNPUHATUS 3aKkoHOAaTenbCcTBa
Poccuiickon ®egepaumm 06 obLLECTBEHHbIX 00beAMHEHUSX, COCTABMNAT eOUHbIA apXUBHbIN
doHA.

ApXVBHble [OOKYMEHTbl OOLLECTBEHHBIX OpraHuM3auui (NpodCol3HLIX U Op.),
CYLLECTBYIOLUX MNP  YyYpEXOEHMAX C MOMEHTa perucrtpaumm 3Tnx Oo6LLEeCTBEHHbIX
opraHuMsaumMi B COOTBETCTBMM C 3akoHogatenbctBoM Poccuiickon ®depepaumm 06
obLecTBeHHbIX 06beANHEHMAX, NPEACTaBNST coboM CaMOCTOATENbHbIE apXUBHbIE (POHAbI.
Mpn nepenave Ha NOCTOAHHOE XpaHEHME B apXMB OHM MOTYT MPUCOEAMHATLCA K PoHOam
COOTBETCTBYIOLLMX ydpexaeHun, obpasyst 06beaUHEHHbIE apXMBHbIE OOHAbI.

5.2.4. [lena, KOTOpblEe BENUCb NOCNeAOBaTENBHO B ABYX OpraHn3aLuumsx, BKMYalTCcsa B
COCTaB apxMBHOro oHAa TOW oOpraHu3auuMuM, B KOTOPOW OHU ObiNM  3aKOHYEHbI
npounssBoAcTBOM. B crnyyae nukBugauuu opraHusauumn ¢ nepefadent ee (pyHKUMA BHOBb
CO30aHHON OpraHu3auMn 3aKkoHYEeHHble MPOU3BOACTBOM Jena BKMA4YakwTca B  (OHA
NVKBMAOMPOBAHHOW OpraHmM3auun, a He3akoHYeHHble [eria nepejarwTcs Ans OKOHYaHWSA
NPOM3BOACTBOM OpraHvM3auun-NnpeeMHUKy 1 BKIYalTCs B OHA NOcneaHen.

5.2.5. OguH 1 TOT XXe oHA coCcTaBnsAeT JOKYMEHTbI:

opraHmsaumm [o W nocrne ee peopraHmsaumm (npeobpasoBaHus), ecrnn OHa He
nosrnekna 3a cobon KOPEHHOIo N3MEHEHWS ee AeATeNbHOCTY;

opraHusaumm OO0 W MoCfe U3MEHEHUs TEPPUTOPUArbHbIX FPaHUL, ee AeATeNbHOCTY,
NOAYMHEHHOCTW, CTPYKTYPbI, LUTATOB, NeYaTn u T.M.;

npeanpusaTUin, opraHnsaumn n obbeguHeHUN, NOMEHSBLUUX FOCyAapCTBEHHYO hopmy
COBCTBEHHOCTM Ha HErocygapCTBEHHYIO, HO B YCTaBHOM KanuTane KOTopbiX UMeeTcs
npeobnagatoLas 4ons rocygapCTBEHHON COBCTBEHHOCTY;

BPEMEHHO  MNpeKpaTuBLLUEN CBOKW  OedATeNbHOCTb  OpraHusaumm, a  3aTem
BOCCT@HOBIEHHOW C TEMU e DYHKUMAMU;

npeanpusaTUiA, opraHv3aumin n obbeanHEHU CMeLlaHHbIX opM COOGCTBEHHOCTW, B
yCTaBHOM KanuTane KOTOpbIX WMeeTcss npeobragawowas [Aons  rocygapCTBEHHON
CcOoBCTBEHHOCTW.

5.2.6. [JoKyMeHTbl OpraHoB 3aKOHOAATESNIbHOM WU WCMOSNIHUTENbHOW rOCyAapCTBEHHON
BNacTu, Nnpokypatypbl 1 cypgoB Poccuiickon ®epepauun, cybbektoB Poccunckon ®epepauun,
OpraHoB MECTHOro camoynpaBfeHnst COCTaBMAIOT CaMOCTOATENbHbIE apXUBHbIE (POHAbI.

[OKyMeHTbl  pOCCUWACKUX MWHUCTEPCTB W  BEOOMCTB, CO34aHHbIX Ha 6ase
NNKBUOMPOBaHHbIX MMHMUCTEPCTB U BegomcTB CCCP, cocTtaBnsaloT HOBble apXmBHble (POHAbI.

OokymeHTol MuHuctepcte PCOCP un Poccuiickon Pepepaumm COCTaBrsioT, Kak
npaBuno, pasHble apxuBHble doHabl. PasrpaHuuvMTenbHad gata  Mexay  HuMK
yCTaHaBMNMBaeTCs Ha OCHOBE COOTBETCTBYHOLUMX 3aKOHOOATENbHbIX aKTOB O KOHKPETHOM
MUHUCTEPCTBE (BeJOMCTBE).

[lokyMeHTbl OpraHoB rocygapCTBeHHOW Bractu cybbektoB Poccuiickon degepaumm,
OEVCTBYIOLLUMX Ha OCHOBE KOHCTUTYUMA, YyCTaBoB cybObekToB Poccunckon degepaumn,
COCTaBMSAT HOBble apxvBHble (OOHAbI;, pasrpaHUyuTEmNbHble AdaTbl  MeXZy HUMU
yCTaHaBMNMBalTCS Ha OCHOBE COOTBETCTBYHOLLErO 3aKOHOA4ATENbCTBA U HOPMATUBHBIX aKTOB.
Mpn 3TOM OOKYMEHTbl MpealecTBYOWUX MM COBETOB HapOoAHbIX AenyTaTtoB pecnybnuk,
KpaeBblX, 06MacTHbIX, aBTOHOMHbIX 0O6pa30oBaHN, a Takke PanoOHHbLIX U FTOPOACKMX COBETOB
HapoAdHbIX [genyTatoB A0 MOMEHTa WX JWKBMOAUUM COCTaBMSKT CaMOCTOSATENbHbIE
apxuBHble POHAbI.



PaclwmnpeHne unu cyxeHue npaB opraHusaumu, KOTOpoe BneyveT 3a coboin kopeHHoe
N3MEHEHNEe ee KOMMNETEHUMN U PYHKLUIA 1 cO3aaHne HOBOW opraHv3aumu, Brneyet 3a cobon
CO31aH1e HOBOro apXmMBHOro hoHAaa.

5.2.7. Kaxpgomy apxvBHOoMy ¢OHOY, MNOCTYNMBLUEMY B apxvB oOpraHusauuu,
npuceBaMBaeTcsl Ha3BaHuMe u Homep (cMm. n. 6.4.2.2). HasBaHume doHOa COOTBETCTBYET
odhmumanbHOMy Ha3BaHWIO opraHu3aunm-oHgoobpasoBaTens.

5.2.8. O6beaNHEHHbIN apXUBHbIA OHA

5.2.8.1. OObeguHeHHble apxuBHble GOHObI MOryT ObiTb COPMUPOBaHbLI U3
[OOKYMEHTOB:

- OQHOPOAHBbIX MO LIEeNeBOMY Ha3HaYeHWo N (OYHKLMAM OAHOMMEHHbIX OpraHuM3auun,
OEeNCTBYIOLLMX Ha onpeaeneHHon TeppuTopuu;

- PYKOBOASLIEro opraHa W MOAYMHEHHbIX €My OpraHusauui, AOEeWCTBYHOLMX Ha
onpeaeneHHon TeppuTopun;

- opraHu3aLmm, cBA3aHHbIX Mexay cobon 0ObEKTOM AEATENBHOCTY;

- nocnegosaTtenibHO CMEHsIBLUMX ApYyr [pyra opraHusauuin, ecnu  yHKLun
NpeALeCcTBEHHMKOB MOMHOCTBIO UMM YacTUYHO NepeaBanncb UX NPeeMHUKaM.

5.2.8.2. He gonyckaeTcsa co3gaHne oobegMHEHHbIX apXMBHbLIX (DOHOO0B N3 JOKYMEHTOB
OpraHoB NpPeACTaBUTENbHOW, WCMONMHUTENbHOW WU cyaebHOM rocynapCTBEHHOW BriacTy,
npegycMmoTpeHHbix KoHctutyumen Poccuiickon Pepepauun, KoHCTUTYyumsMmn pecnybnuk,
ycTaBamn cyobektoB Poccuiickon depepaumu, a Takke M3 LOKYMEHTOB 3TUX OPraHoB U
OOKYMEHTOB m3buvpaTtenbHblX KOMUCCMWA MO BbibOpaM OpraHoB MpeacTaBUTENbHON U
WCMOSTHUTENBHOM BriacTW, €Cnv 3ro He npeayCMOTPEHO 3aKOHOAATENbCTBOM CyObekToB
Poccuiickon ®epepauun.

5.2.8.3. O6pasoBaHne 0ObeAMHEHHbLIX apxuBHbIX (OHOOB BKMOYaeT B cebs
nepewndgpoBky gen  (M3MeHeHne  HoOMepoB  (POHOOB,  ONUCEN),  COCTaBleHue
COOTBETCTBYIOLLNX YYETHbIX JOKYMEHTOB, pa3MeLleHne LOKYMEHTOB 00beanHEHHOro hoHaa
B OOHOM MeCTe XpaHunuwia, a npu HeobXOOUMOCTM U HOBYK cucTemMaTMsauuo gen u
nepecocTaBreHne onuncen.

5.2.8.4. HasBaHne 0ObeOWHEHHOro apxmMBHOro doHga cocTouT M3 0006LEHHOro
HasBaHWS BKIOYEHHbIX B Hero (OHAOB WM Ha3BaHMS PYKOBOASLIENW OpraHusauun u
0606LLEHHOro Ha3BaHMs MOAYMHEHHbIX €M OpraHM3auui.

5.2.9. ApxuBHbIN YOHT, NMNYHOIO NMPOUCXOXOEHUSA

5.2.9.1. [JokyMeHTbl, nepefaHHble BriagesnbueM (COOCTBEHHMKOM) Ha XpaHeHue B
apxvB  OpraHuMsaumu, COCTaBNAT apXUBHbIN  (POHO JIMYHOIO  MPOMCXOXKOEHUS U
nepecoHAMPOBAHMIO HE Noasiexar.

5.2.9.2. HasBaHue apxmBHOro poHga NMYHOro NPOUCXOXAEHUSA COCTOMT M3 hamunuu,
UMEHKW, OT4YecTBa nuvua, YKasaHud poaa [JedaTenbHocTU (npodpeccum), cnyxebHoro
NONOXEHNS, Y4EHbIX 3BaHUN.

5.2.10. Apx1BHas Konnekums

5.2.10.1. ApxuvBHble KOMMEeKUUM MOCTYNalT B apxvB B BUOE YKE CMOXMBLUMXCA
OOKYMEHTarbHbIX KOMMIIEKCOB UMK Xe 0bpasyloTca B apXMBE M3 OTAENbHbIX pa3po3HEHHbIX
OOKYMEHTOB C LieNblo co3aaHns 6naronpusiTHbIX YCNOBUIA AN UX yYeTa U UCMONb30BaHus.

5.2.10.2. B HasBaHUM apXMBHOW KONNEKUMM 00s3aTenlbHO YKasbiBaeTCs MNpU3HaK
(Mpn3Hakn) oO0beguHeHWss [OKYMEHTOB, a npu HeobXOAMMOCTM M ee COCTaBUTENb
(ropuguyeckoe nnu mandeckoe nMuo, yupexxgeHve, B TOM YMCHe apxXmB opraHnu3aumn).

5.3. XpoHonoruyeckue rpaHuLbl apxmBHoro cgoHga <*>

<*> XpOHOMornyeckne rpaHuLbl apxXmBHOro )OoHAa MOryT He coBMnagaTb C KpanHUMM
JataMmum OOKYMEHTOB oHAa, ecrnvm No Kakmm-nmbo npuymHam OTCYTCTBYIOT [OOKYMEHTbI
Ha4varnbHOro Mnu 3aBepLuaroLLero 3TanoB OeATENbHOCTU opraHu3aLmm Unn ecnn B cocTaBe
doHaa HaxopaTca bonee paHHME OOKYMEHTHI (Hanpumep, nepefaHHble Ans 3aBepLueHus
Npovn3BoACTBOM [erna npeflecTBeHHNKa, npeacTaBneHHble B KavecTBe [oKasaTerbCTs
OOKyMEeHTbl B cocTaBe cyaebHo-cneacTBeHHbIX Jden M gp.). B doHgax nwmyHoro
NPOUCXOXAEHWUS KparHWe AaTbl JOKYMEHTOB PoHAA MOTyT OTNMYaTbCsA OT XPOHOSTOMMYECKUX
rpaHvy doHga 3a cyeT OOKYMEHTOB, cobpaHHbiXx ¢hoHaoobpasoBaTenem, CBA3aHHbIX C
OTKNUKaMM Ha ero cMepTb, NPOBeAeHNeM NaMATHO-HOUNEeNHbIX MeponpuaTU 1 Ap.

5.3.1. XpoHonormyeckumm rpaHnLaMmm apxmBHoro qooHaa SBnAsTCS:



apxmMBHOro choHaa opraHusauum - ouumanbHble aatel ee 0bpasoBaHus (permctpaumm)
N NUKBMAALMMK;

006beaAMHEHHOrO apxuBHOro ¢oHaa - gatbl obpasoBaHusa (permcTpaumm) Hambornee
paHHen W nukBMdauMu Havboree Mo3gHe NO BpPEMEHW [AeATENbHOCTU OpraHv3auui,
[OOKYMEHTBI KOTOPbIX BOLLSM B COCTaB 00beANHEHHOTO apXnBHOro hoHAa;

apXMBHOIO POHAA JINYHOTO MPOUCXOXKAEHUS (CEMENHOrO, POAOBOIO) - AaTbl POXAEHMS
1 cmepTu hU3MYECKOTO NMLA, YIIEHOB CEMbM MIK poaa.

5.3.2. XpOHOMOrM4yeckKMMIn rpaHmLamMm apxXmBHOW KOMMEKUUN ABNAOTCS AaTbl CamMoro
paHHEero 1 caMoro No3gHero JOKyMeHTa.

5.4. OpraHunsauusi JOKYMEHTOB B npeferax apxnBHoro poHaa

5.4.1. OcHoBHble NOHATUS U TpeboBaHUs

B npegenax apxvBHOro coHAa Yy4eTHO-KNacCcurKauuoHHOW efuHULEn sBnsieTcs
eVHMLa XpaHEHUSA OOKYMEHTOB (CM. M. 6.2.1). EAMHUUBI XpaHeHUs OOIMKHbI ObITb ONUCaHbI,
CUCTEMATU3NPOBaHbI, BHECEHBI B onMcKU M odbopMileHbl B Mopsiake, obecrneumBarolemM ux
YYeT, NOUNCK N NCMNOSb30BaHME.

EnvHuupbl XxpaHeHust (oena) apxuBHOro ooHaa CMCTEMaTU3UPYHOTCS B npedenax oHaa
cornacHo cxeme cuctemaTtusaumm. Cuctemartvsauums JOKyMeHToB boHOa NpoBOAMTCS B
[enonpon3BoACcTBE M B apxXMBE OpraHu3auun npu nogrotoBke AOKYMEHTOB K nepegave B
rocyapCTBEHHbIE apXMBbI.

5.4.2. Cxema cuctematumsauumn JOKYMeHTOB B hoHae

Cxema cuctematusauuun eamHuL, xpaHeHus (gen) doHaa sBnsieTcs OCHOBaHWEM ANns
BHYTPEHHEeN opraHnsaLumm apxvBHoro ooHaa 1 3akpennseTcs onucbto (onucamm) aen doHaa.

5.4.3. I'pynnupoBka gen n OOKYMEHTOB B COOTBETCTBUU C pasfUYHbIMW BapuaHTaMu
CXeMbl cucTeMaTmsauumn apxmBHoro ooHaa

5.4.3.1. Pacnpepgenenune fgen BHyTpu ¢oHAa MO AeneHUsiM CXeMbl cuctemMartusauuu
NPOBOAMTCS C Y4ETOM CrneayroLmnx NpuU3HaKkoB:

CTPYKTYPHOrO (B COOTBETCTBMM C MPUHAONEXHOCTbIO €ANHUL XPaHEHNS! K CTPYKTYPHbIM
nogpasgenennsam);

XPOHOMorMyeckoro (Mo nepmogam unm gatam, K KOTOpbiM OTHOCATCS [JOKYMEHTbI);

YHKLUMOHANBHOro, OTPacneBoro, TemMaTnM4eckoro, NpeamMeTHO-BOMNPOCHOro (C y4eTom
YHKUMIN, OTpacnen n HanpaBneHun AesaTenbHOCTU OpraHn3auumn, TemM U BONPOCOB, KOTOPbIX
KacaeTcs coaepxaHne JOKYMEHTOB);

HOMUWHanNbHOro (MO Aenonpou3BOACTBEHHOW opMe - BuAaM UM PasHOBUAHOCTAM
[OKYMEHTOB);

KOppeCnoHAEHTCKOro (Mo opraHmM3auusM 1M nuuam, B pesynbTaTe MNepenuckn ¢
KOTOpbIMM 06pa3oBanmcb JOKYMEHTHI);

reorpacou4eckoro (B COOTBETCTBMM C ONPEeAENEHHbIMU TEPPUTOPUSIMU, HACENEHHBIMM
NyHKTamMn W Opyrumm reorpadmMyeckumMn  HaMMEHOBaHUSIMW, C KOTOPbIMWM  CBSI3aHO
cogepkaHvue OOKYMEHTOB, X aBTOPbI, KOPPECMOHAEHTHI);

aBTOpPCKOro (Mo HasBaHWSIM OpraHu3auun unu amunuam nuu, KoTopble SBNSAKTCA
aBTOpaMu JOKYMEHTOB).

Kak npaBuno, eavHuubl XpaHeHust rpynnMpyloTCa NocrneaoBaTeNibHO MO Mpu3Hakam,
NPUMEHEHNE KOTOPbIX OKaXeTcs Haubonee LenecoobpasHbiM AnNd BCEX WU OTAENbHbIX
rpynn AOKYMeHTOB dhoHaa.

5.4.3.2. CoyeTaHne CTPYKTYPHOro 1 XpOHOMOrMyeckoro Nnpu3HakoB AaeT ABa BapuaHTa
CXeMbl cucTeMaTm3aLUun: XPOHONOMMYECKU-CTPYKTYPHBINA U CTPYKTYPHO-XPOHOMNOMMYECKUNA.

XPOHOMOrMYECKN-CTPYKTYPHas cxema cucteMaTusaumn NPUMEHSIETCA MO OTHOLLEHMIO K
doHOaM [OEWCTBYIOLWIMX OpraHusaumin (yduTbiBas ganbHenwee nonosiHeHne (OHAOB) W
NVKBMAMPOBAHHBIX OpPraHM3auun C 4acTo MeHsIBLUENCHA CTpyKTypon. Mo aTon cxeme pena
rpynnupyloTcs npexae BCero no BPEMEHM UX co3gaHusa (rogam, nepuogam), a B npegenax
KaXkOon XPOHOMOrMYECKON rpynnbl - MO CTPYKTYPHbLIM NogpasaenieHnsaM opraHmsauuu.

CTpYKTYpHO-XPOHOIOrMYECcKas CxeMa CMCTEMaTMU3aLMn NPUMEHSIETCS MO OTHOLUEHMIO K
¢oHOaM opraHuM3auun, UMEBLUNX CTAabUIbHYIO CTPYKTYPY, NU3MEHEHMS KOTOPOW MPOUCXOaNNN
peako 1 Bbiny HecnoxHbl. MNpu cuctemaTusaumm NO 3TOM CXxeme Jena rpynnupyoTcs npexae
BCEro no CTPYKTYPHbIM NOApasfeneHusM opraHusauum, a B npeaenax Kaxaow CTPYKTYpHOW
rpynnbl - N0 BpEMEHU UX CO34aHus.



5.4.3.3. XpoHonoruyeckn-yHKUMOHaNbHas unu  (yHKUMOHaNbHO-XpOHOoNormyeckas
CXeMbl cucTemMaTU3auum MPUMEHSIIOTCA MO OTHOWeEHMIo K hoHAaM opraHusaumii ¢ 4acTo
MEHSIBLUENCS CTPYKTYPOR.

Mpn cuctematusaumMm pJen  MNo  XPOHOMOrMYECKU-OYHKLMOHANbLHOM  CXemMe KX
rpynnupoBKa NPOUCXOAWUT BHaYarne no XpoOHOMNOrM4eckomy Mpu3Haky, a 3atemM Mo pyHKUUAM
(Bugam, HanmpaBneHusM [OedATenbHOCTM) opranm3auun. [lpu  3ToM noarpynnbl  Aen
pacnonaralTcs C  Y4eTOM  3HAa4YMMOCTM  byHKUMA  opraHu3aumm  (pyKoBOACTBO,
PrHaHCMPOBaHWE, YYET U OTYETHOCTb M T.4.) UNK MO KnaccndukaTopy camon opraHM3aunm.

Mpn cuctematnsaumm gen no  (PyHKUMOHANbHO-XPOHOMOMMYECKONn cxeme gena
rpynnupyloTcs  BHavane no yHKUMSAM OeATenbHOCTM  opraHu3auumn, a  3ateM Mo
XPOHOSOrMYecKomMy NpU3HaKy.

5.4.3.4. XpoHonornyeckn-tematmyeckass Mnm TemMaTU4ecKuU-XPOHONormyeckasi Cxembl
cucTeMaTM3auumn NPUMEHSIOTCA NO OTHOLLEHUIO K HebomblwMM No 06bemy doHAaMm, a Takke
OTAENbHbIM apXMBHbLIM KOSNNEKLNAM.

XpOHOMOrMyeckn-HoMmHarnbHas n HOMWHanNbHO-XPOHONOrMyeckas CXEMbI
NPUMEHSIIOTCA, Kak npaBwuno, Ans cucrematusaumm gen ¢oHOOoB  OeCCTPYKTYPHbIX
opraHusaumn.

5.4.3.5. lNpw BbIOOPE NPU3HAKOB rPYNNMPOBKKU &N B Npegenax noarpynmn, Ha3BaHHbIX B
nn. 5.4.3.2 - 5.4.3.4, yunTblBaeTCa 3Ha4YeHWEe TOrO0 WM MHOrO Mpu3Haka ANd OoTpaKeHusi
[Eenonpon3BoACTBEHHOM M CMbICIIOBOW CBSI3W MEXOY AenaMu KaK4oro KOHKpEeTHOro hoHaa u
co3gaHns Hanbornee ygobHom Ans NCnonb30BaHMSA JOKYMEHTOB CUCTEMbI X OpraHu3aumm.

5.4.3.6. [JokymeHTbIl, Boweawne B 06beAMHEHHBIN apXMBHbIN (POHA, pacnonarakTcs
no 3HauYMMocTn hoHaoobpasoBaTenen, No XPOHOMNOrMM UX Co3gaHnsd, No andaBnUTy Ha3BaHWUIA
n 1.40. B npemenax kaxporo ¢oHaa, Boweawero B 0O6beAMHEHHbIN apXMBHbIA OOHA,
NPUMEHSAIOTCA pPa3Hble CXeMbl CUCTEMATU3aLMK, BbIOOP KOTOPLIX OnpeaensaeTcsl XxapakTepom
OEATENbHOCTU KOHKPETHbIX OpraHv3auui, cocTaBOM W OObEMOM WX LOKYMeHTOB. [ns
hoHO0B OAHOPOAHBIX OpraHM3aLmnii ucnonb3yeTcs obLLas cxema cucTemaTm3auun.

5.4.3.7. Cuctematusauus [JOKYMEHTOB KONMeKkuuin onpenensietca TemaTUKoW WU
COCTaBOM JOKYMEHTOB. B mpepgenax konnekuuyn AOKYMEHTOB OAHOro Buaa (pasHOBUOHOCTM)
BO3MOXHa rpynnupoOBKa MO aBTOPCKOMY MPU3HAKy C PacrosyioXeHWeM rpynn B andgaBUTHOM
nopsgke HasBaHUM opraHusauun uwnu damMmmnun  aBTopoB. B npegenax konnekuuu
OOKYMEHTOB, CO3[aHHOM MO TEMaTU4eCcKoMy NMpu3Haky, MoryT 6biTb 0Opa3oBaHbl rpynmnbl Mo
fbornee obwWMM Temam unu BOMpocCaMm, PAacrONOXEHHble B MOpPSAKe WX 3HAYMMOCTU MIu
XPOHOMorMn. BHyTpM TemaTuyeckux noarpynn AOKYMEHTbl MOryT OblTb OObeguHEeHbl no
pasnuyHbIM NpU3Hakam, ncxoasd n3 obbema n cocraBa AOKyMeHTaumm.

5.4.3.8. Tlpn pacnpegeneHun pen B COOTBETCTBMM CO CXEMOW cuUcTemMaTmusaumm
HeobxoaMMO UMeTb B BUAy criegytoLlee:

Jena OoTHOCATCHA K TOMY rofy, B KOTOPOM OHM HayaTbl MMM B KOTOPOM MOCTYNunu B
OaHHYI0 opraHu3aumio (CTPYKTypHoe noapasgeneHue) u3 Apyron opraHmsaumm (CTpyKTYpHOro
noapasgenexHus);

nnaHbl, OTYETbI, CMETbLI U MaTepuarbl K HUIM OTHOCATCSI K TOMY rofly, Ha KOTOpbIA MIn
3a KOTOPbIA OHU COCTaBMEHbI, HE3ABMCMMO OT AaTbl UX COCTaBMEHMS; MHOTOMETHNE MAaHbl
OTHOCSITCA K HadanbHOMY rogy ux OeWCTBUS, a OTYETbl 3a 3TU rodbl - K MocrnegHemy rogy
OTYETHOro Nepuoaa;

Jena, Hayatble nNpoOM3BOACTBOM B OAHOM MoApasgeneHun 1 nepefaHHble Ans
NPOAOIMKEHNs B Apyroe nogpasgeneHve, OTHOCATCA K TOMy nodpasferieHnto, B KOTOPOM OHMU
Obinn 3akoHYeHbl (MpU 3TOM Ha3BaHWe MepBOro nogpasgeneHus Gepetcsa B CKOBKM U
NULLIETCA Ha3BaHWe NocregHero);

B npegenax roda WM XPOHONOIMMYecKoro mnepuoda ferna pacnonarawTcs Mo
3HAYMMOCTU CTPYKTYPHbIX YacTen hoHaa.

5.4.4. OpraHmsauns JOKYMEHTOB Mo NIMYHOMY COCTaBy

5.4.4.1. [OKyMEHTbI MO JNWYHOMY COCTaBy BbIgENAOTCA B 0cobyw rpynny,
cucTeMaTn3npyroTcs 000COBIEHHO U BKITKOYAKOTCA B OTAEMbHYO OMUCH.

PervctpaunoHHo-y4YeTHble hOpMbl JOKYMEHTOB MO FIMYHOMY COCTaBY (KHUMM, >XypHanbl
yyeTa npuka3oB O Mpueme, NepeBode, YBOJIbHEHWM, JIUYHbIX KapTOYeK, JNYHbIX Aen,
cornalleHun, KOHTPAaKTOB M AP.) BKIYAKTCA B ONMCb JOKYMEHTOB MO NINYHOMY COCTaBy.

5.4.4.2. JlnyHble gena, ecniv OHM nepedaBanncb M3 OOHOW OpraHu3auuMuM B OpPYrylo B
CBSA3M C MEepeBOAOM COTPYAHWUKOB, BKIOYAKTCA B AOKYMEHTamnbHbIN (apXMBHbIN) (OOHA
NoNyYmMBLLEN NX OpraHM3auuu.

Ha nnyHble gena yBONEHHbIX COTPYAHUKOB MOXET COCTaBMNATLCS OTAENbHAsA ONuUCh.



5.4.43. [dena no nuyHOMYy coOCTaBy, Kak MpaBuMioO, CUCTEMATU3UPYIOTCH MO
XPOHOMOrMYeckoMy npu3sHaky. B apxvBax KpynHbIX opraHusauuii ¢ GOMbLUMM KONMYECTBOM
paboTHuKOB MoXeT ncnonb3oBaTbCA CTPYKTYPHO-XPOHOMOMMYECKUN NpUHUMN
cucTeMaTMsaumm NYHbIX en.

5.4.4.4. B npegenax kaxaoro roga gena rno NU4YHOMY COCTaBy CUCTEMaTU3NPYIOTCH MO
CTEMEeHN BaXHOCTW - MpuKasbl O 3a4McCrieHMn Ha cryx0y (B yvebGHoe 3aBefdeHwe u T.4.),
nepemMeLleHnn, yBOSNbHEHMN (OKOHYaHUKM y4eBHOro saBegeHus M T.4.), NuueBble cyeTa,
CNWNCKK, XXypHarnbl y4eTa AOKYMEHTOB NO MMYHOMY COCTaBy, APYrne perncTpaumoHHO-yYeTHbIe
OOKYMEHTBI, NMNYHbIE Aena, IUYHbIE KapTOYKW.

JInuHble gena M nWMYHblE KapPTOYKM YBOMEHHbIX COTPYAHMKOB OTHOCATCA K rogy
YBOJIbHEHNSI 1 CUCTEMATU3UPYIOTCS B Npedenax Kaxkaow rpynnbl no andasuty aMmunun.

6. YYET JOKYMEHTOB B APXVBE
6.1. Obwue TpeboBaHUs K y4eTy JOKYMEHTOB

6.1.1. Y4yeT OOKYMEHTOB B apxvBe opraHusauuun - 370 onpeaerieHne ux KonnyecTtsa u
COCTaBa B YCTaHOBIIEHHbIX euHuUax yyeTta u dukcaumsa (peructpauns) npuHagnexHocTu
Kaxkgow eamHUUbl ydeTa K onpeaeneHHOMY KOMMMEKCy M obLero nx KonuyecTsa B y4eTHbIX
OOKyMEHTaXx.

Mo y4yeTHbIM [JOKYMEHTOM MOHMMAaeTCs [AOKYMEHT YCTaHOBMEHHOW ¢OopMmbl,
duvKerpyloWwmMn  nocTynneHne, BbIObITUE, KOMMYECTBO, COCTAB W COCTOSIHUE apXMBHbIX
OOKYMEHTOB B eAMHULaXx yyeTa.

Y4yeT OOKYMEHTOB B apxvMBe OpraHusaumm siBnseTcs OgHUM u3 cpeacts obecneyeHuns
NX COXPaHHOCTM U KOHTPOMS 3a UX Hanuyvem.

6.1.2. YueTy noanexaT BCE XpaHSLWMECH B apxvMBe OpraHv3auuv OOKYMEHTbl, B TOM
yncne HeonucaHHble U HenpogUnbHble ANS AaHHOrO apxvBa, a Takke CTpaxoBble KOnuu
OOKYMEHTOB, Konun hoHAa Nonb3oBaHus (MpU HanNMyuumM) n onucu gen u JOKyMEHTOB.

6.1.3. ApxuB opraHuMsauum OCyLLECTBRASET YyyeT [OKYMeHTOoB ApxuBHOro ¢oHaa
Poccuinckon ®epepaunn, BpeMEHHO XpaHSALWMUXCA B apxvuBe oOpraHusauuu, B nopsigke,
onpeneneHHoM PernameHToM rocyfapCTBEHHOro y4yeTa [OOKYMEHTOB ApxumBHOro oHaa
Poccuickon ®epepaumun, u npeacTaBnsieT y4yeTHble CBeAEHUs B COOTBETCTBYOLLEe
apXMBHOE yupexaeHue.

6.1.4. YueT npou3BoguTCA NyTeM MPUCBOEHUS apXUBHbIM AOKyMEHTaM (eguvHuuam
yyeTa, eAMHMLAM XpaHeHUs) y4eTHbIX HOMEPOB, SBMAIOLMNXCH YacTblo apXMBHOIO Lndpa.

ApXUBHBIN WP - 0603HAYEHNE, HAHOCUMOE Ha KaXKayl eOUHULY XPaHEHUs! C Lierbio
obecrneyeHnss ee ydeta U uaeHTMdUKaUMU. APXMBHbIA WKMEHP COCTOUT U3 HOMEPOB:
apxuBHOro c¢oHga no cnucky OHAOB apxmBa oOpraHu3aumm un 4vepes Apobb MO CnMcKy
(POHOOB rOCYyOapCTBEHHOrO apxvBa, WCTOYHWKOM KOMMMEKTOBaHWS KOTOPOro sBnsieTcs
opraHu3aums, apxMBHOW KONMEKUUnN, ONNCK, eANHNULBbI XPaHEHUS.

Homep apxuBHOro doHga npucBamBaeTCd rocyfapCTBEHHbIM apXMBOM MoOcne
ohopMMeHNs NePBOro NOCTYNMEHNS JOKYMEHTOB OpraHn3aLumn Ha NOCTOSHHOE XpaHeHue.

6.2. EamMHuuel yyeTta

6.2.1. OCHOBHbIMM efuHMLaMM ydeTa OOKYMEHTOB HE3aBMCMMO OT BuAa HOCUTEnNS,
cnocoba v TEXHUKK 3aKkpenneHns MHopMaLumn SBMASIOTCS:

apX1BHbIN OOHA, apXMBHas KOMMeKums;

eanH1La XpaHeHus.

[OKyMEHTbl NIMYHOrO MPOMCXOXAEHWHA, He npolleallne Hay4yHoro  OnucaHus,
YUMTBIBAIOTCS, Kak NpaBuno, No AOKYMeHTaM 1 nucTam.

HeobpaboTaHHble [OKYMEHTbI (pocchbinb) yuyuTbiBatoTcs u3 pacdeta 150 nuctoB B
O[JHOW YCITOBHOW €AMHULIE XPaHEHWSI.

6.2.2. EguHnua xpaHeHust - pmaundeckn o60cobneHHble JOKYMEHT UM COBOKYMHOCTb
OOKYMEHTOB, UMEIOLLME CAMOCTOSTENBHOE 3HAYEHNE.

EouHvua xpaHeHuMs OOKYMEHTOB Ha OyMaxHOW OcHoBe (4eno) - COBOKYMHOCTb
OOKYMEHTOB, OTAEMbHbIN JOKYMEHT, 3aKMioYeHHble B 060cobneHHyto 0b6noxky, nanky.

6.2.3. YyeT OOKYMEHTOB B apXxvMBe OpraHm3auum CTPOUTCH Ha OCHOBE COOMaeHus
NPUHUMMOB: LEHTpanuM3auuu, BbIPAXXEHHOW B MNPUMEHEHUN eAWHbIX €AVMHUL,  YYeTa;
YHUpMKauumn, OCHOBaHHON Ha COGMIOAEHUN NPEEMCTBEHHOCTM y4eTa apXUBHbIX JOKYMEHTOB



Ha Bcex cTtagusx paboTbl C HUMMK; AMHAMUYHOCTKU, obecnevrBaemMoln CBOEBPEMEHHbLIM W
onepaTtvBHbIM BHECEHWEM WU3MEHEHWA B YYeTHble AOKYMEHTbl UMM COCTaBfiEHUWEM HOBbIX
YYETHbIX JOKYMEHTOB; MOMHOTLI M AOCTOBEPHOCTM yyeTa.

6.2.4. B apxuBe opraHusauuMuM BeAeTCH UEeHTpanu3oBaHHbIA Yy4eT [OKYMEHTOB,
OCYLLEeCTBNSAEMbIN CneumnanbHO BblAeNeHHbIM COTpYAHUKOM. [IpyM Hanmuuum HeCKOMbKUX
XpaHUnuL BegeTcs y4eT JOKYMEHTOB B KaXA0M XpaHUnuLLe.

6.2.5. MNopsgok gocTyna K y4eTHbIM OOKYMEHTaM, a Takke K y4eTHbIM 6a3am AaHHbIX
apxuBa opraHusauuMm onpenensieTca npukasomMm pykoBOoACTBa opraHusauuun. Bce y4veTHble
OOKYMEHTbl apxuBa OpraHM3aumMmM [OOIDKHbl XPaHUTbCA B XpaHunvwe (Mnm cneuunanbHO
BblAeNeHHOM NoMeLLeHnmn) B cendpax nnm metannmyeckmx Lwkadax.

6.3. C1ucTema y4eTHbIX JOKYMEHTOB apxuBa

6.3.1. Cuctema y4eTHbIX JOKYMEHTOB apxvMBa - KOMMMEKC B3aUMOCBSI3aHHbIX YYETHbIX
OOKYMEHTOB M 0a3 [aHHbIX, OTpaXatolMX KOMMYECTBO W COCTaB [OKYMEHTOB apxuBa
opraHu3aumMm W WX W3MEHEHWsi, COCTaBHasi 4acTb CUCTEMbl TOCYAAPCTBEHHOro y4eTa
[OKyMeHToB ApxmBHoro dpoHaa Poccunckon ®egepauun.

6.3.2. YyeT [OOKYMEHTOB B apxuBe oOpraHu3auuMmM BedeTCs MO0 OCHOBHbIM U
BCMOMOraTesibHbIM Y4eTHbIM JOKyMeHTam. CocTaB 1 pOpMbl OCHOBHbIX YY4ETHbBIX JOKYMEHTOB
onpegerneHbl HacTosawmmMu MNMpaBunamm 1 obsi3aTenbHbl ANA KaX4oro apxuea opraHmsauuu.
HeobxoanmocTb BefeHUs U BUAbI BCMOMOraTenbHbIX YYETHbIX AOKYMEHTOB OnpeaensoTcs
apXxvMBOM OpraHnsaLmm CamoCTOATENBHO.

6.3.3. OCHOBHbIMW y4eTHLIMM JOKYMEHTaMK B apX1MBe OpraHu3auumn aBnsroTcs:

KHUra yyeTa MOCTYNfeHUs U BbiObITUS JAOKYMEHTOB (npunoxeHue 24) (ons yveTa B
apXuBe KaXXOoro MOCTYMMEHUS U BbIObITUSE JOKYMEHTOB, a TaKkKe KONMMYecTBa U cocTaea
OOKYMEHTOB, MOCTYMUBLUMX Ha XpaHeHWEe W BbIObIBLUMX 33 ONPELENeHHbIN XPOHOMOMMYECKUN
nepuog BpeMeHW, COCTOSHMS NX ONMUCAHNSA);

CNUCOK (POHAOB (nNpwnoxeHue 25) (4na pervcTpaummM NpUHATBIX Ha XpaHeHue
apXUBHbIX (POHOOB W apXMBHbIX KOMMEKLUUA, MPUCBOEHUA MM HOMEPOB, y4YeTa KonmyecTsa U
COCTaBa apxvBHbIX (POHOOB W apXMBHbIX KOMMEKUMN, HaxoOAWUXCS Ha XpaHeHun wu
BblIObIBLUMX);

- NUCT hoHaa (npunoxeHue 6) (anA yyeta B pamMKax apxXuMBHOro ¢poHaa, apXmBHOM
KONnekuMn KommyectBa M COCTaBa ONWCEN M WX Hymepauuu, KonuyectTBa W cocTasa
[OKYMEHTOB, COCTOSIHUS MX OMUCaHUS, AMHAMUKU U3MEHEHUN MO KaKAoW onucu u doHay
(konnekuuun) B Lenom, pukcaLmMm U3MEHEHUA MO KaKOoW onucu 1 oHay (Konnekuun) B
uenom, dukcauumn nameHeHnn B HassaHun oHaa);

onucb fen (npunoxexnus 1, 2, 3) (4NA NOEANHUYHOIO M CYMMapHOro yvyeTa eauHuL
XpaHeHus1, 3aKpennieHms nopsigka cuctemaTmsauum eguHnL, XpaHeHus, y4eta M3MEHEHUN B
cocTaBe 1 06beme JOKYMEHTOB, BKITHOYEHHBIX B AHHYHO OMUCh);

peecTp onucew - Anst permcTpaummn onucen gen n JOKYMEHTOB, y4eTa Ux KonmyecTsa u
cocTaBa (npunoxeHue 26);

nacnopT apxmMBoXpaHunuLia (Mpon3BosibHON OpPMbI) - 4SS CYMMapHOro y4Yeta ooHO0B
N OOKYMEHTOB KaXK4Oro apXmMBOXpaHUNuLLIA apxmBa opraHu3aLmm;

onucb 0cobo LieHHbIX gen (npunoxexHne 23) (4ns NOeANHMYHOTO U CYMMapHOro yveta
0Cc000 LeHHbIX Aen N JOKYMEHTOB (COCTaBMnsieTCs B apxXuBax, OCYLLECTBNAOLMX BbIsIBIIEHNE
0C000 LIeHHbIX Aen U JOKYMEHTOB);

KHMra ydeTta MnOCTYnfeHus U BbIObITUA cTpaxoBoro ¢oHda M oHga MNosnb3oBaHUS
(npunoxeHue 27) (ansa yvyeta B apxXuBe KaXaoro NocTynneHus 1 BolbbITUst CTpaxoBoro coHaa
n coHOa nonb3oBaHUSA (BEOETCA B apxXMBax OpraHu3auui, OCYLIECTBMSANLMUX CTPaxoBoe
KONMUpOBaHWEe JOKYMEHTOB));

onncek cTpaxoBoro doHaa (mpunoxeHue 28) (ons MNOEAMHWMYHOIO y4veTa eauHuL
XpaHeHnst CTPaxoBbIX KOMWA OCOBO LEHHbIX [AOKYMEHTOB (COCTaBMsieTCA B apxuBax,
OCYLLIECTBMSIOLMNX CTPAxXOBOE KOMMPOBaHME 0CO00 LIEHHbIX OKYMEHTOB));

Aeno doHga - KOMMJIEKC OOKYMEHTOB MO ucTtopun ¢oHpoobpasoBaTens u doHaa,
BeJeTCA Ha KaXabl apXUBHbLIN POHA N apXUBHYIO KOMIEKLNIO;

nucT-3aBepuTenb Aena - Ans yyeta KonmyecTsa NUCTOB B Aerne (npunoxeHne 9).

[na ueHTpanM3oBaHHOINO rOCY4apCTBEHHOrO yyeta AOKYMEHTOB ApxuBHOro coHaa
Poccuinckon ®egepaunn B apxvee opraHusaunm CoCTaBNATCSA crieyrolme JOKYMEHTbI:

nacnopT apxuBa OpraHmsauun, XpaHsilen YynpaBneH4Yeckylo OOoKyMeHTauuw Ha 1
nekabps .... r. (npunoxexue 29);



nacnopT opraHM3auuun, XpaHsLen JOKYMeHTbl oTpacneBoro cooHaa Ha 1 aekabps ... T.
(npunoxenue 30).

6.3.4. BcrnomoraTenbHbIMW Y4YeTHbIMU [JOKYMEHTaMW SABASIOTCA: KHUMM W KapTOYKK
y4yeTa BbIObITMS e, KHATK y4eTa Aen no IMYHOMY cocTaBy, nacrnopta POHAOB, BHYTPEHHME
onucy gen (npunoxexve 10) u 1.4.

6.3.5. YueT 3] ocyulecTBnsAeTcss B COOTBETCTBMU C TpebOBaHWSIMM U MO YYETHLIM
dopmam HacToAwmx MNpasun.

CBeaeHusa o kaxgon eguHuue ydeta 3L, BBoaatcs B yyeTHyto B 3L vnm B y4eTHyo
kapTouky 3L (npunoxeHne 31).

O[l yunTbiBalOTCA B COCTaBe apxXMBHOIoO poHAa opraHusaumm-oHgoobpasoBaTens no
onucaM, eauHMuaMm yvyeta M eguHuuam  xpaHeHusi. MHdopmauuoHHbin obbem  3[
ykasbiBaeTcs B Merabantax (M6anT).

M3meHeHWe konuyecTBa eauHuL, XpaHeHnsa n / unu nHgopmalmoHHoro obbema 31 B
pesynbTate nepesanucu Ha HOBblE HOCUTENM UMK KOHBEPTUPOBaHUS (PUKCMPYETCHA B akTe O
murpauuun n nepesanucu 3 (nNpunoxeHue 32), B HOBOW WTOrOBOW 3anucu OMUCKU, NUCTE
doHaa, 06 bACHNTENBHOM 3an1cKke K NacnopTy apxvea.

3a eguHnuy ydeta 3 NpYHUMMAETCA €OMHULA XPaHEHUS WU KOMMNMEKT eauHuL,
XpaHeHus ¢ 3anucbio dhanna Unm HECKOMbKMX (arioB, COCTaBMSALWNX eQNHBIA NTPOrpaMMHO-
VMH(OPMALMOHHBIN OOBEKT (TEKCT, TMNepTeKkCT, MyNbTUMEAMNHbIN 00bekT, 6asa AaHHbIX,
OaHK gaHHbIX, 6a3a 3HaHW), a Takke ConpoBOAUTENbHAsA LOKyMEHTauus.

3a eagvHuuy xpaHeHus Ol npuHUMaeTcss uandeckn 0BOCOBMEHHbIN HOCUTENb
(onckeTa, XXECTKUIN OUCK, KOMNAKT-OUCK 1 Op.) C CONPOBOAUTENBHON AOKYMEHTaLMEN.

MoctynneHns 3L Ha apXxMBHOE XpPaHEHMNE YUMTBLIBAKOTCS B OOLLEN KHMUre NOCTYNNeHUs u
BblObITUS AOKYMEHTOB (NpunoxeHune 24). KonuyectBo OOKYMEHTOB KaXKAOro MocTynieHus
unu BbIOBITUSA, a TakKe B €XerogHblX W HapacTawlmMm MWTOrOM 3anucax yKasblBaeTcs
apobbto: B ef. ydetaleq. xp./M6. B kayecTBe BCnomoraTesbHbIX Y4ETHLIX JOKYMEHTOB MOryT
€030aBaTbCsl M UCMOMb30BaTLCS XypHan y4yeta nocTynneHns 1 BblobiTua I (npunoxeHue
33) n xypHan ydeTta murpaumm n nepesanucen 3 (npunoxeHue 34).

6.4. MNopsaok BegeHNst OCHOBHbIX YYETHbIX JOKYMEHTOB

6.4.1. OcHOBaHMEM KaXK4oWM 3anncu B OCHOBHbIX YY4ETHBIX JOKYMEHTaX ABMSETCS:

6.4.1.1. Nnpu NnocTynneHun AOKYMEHTOB B apX1B OpraHv3auuu:

COaTOYHbIE ONUCU  CTPYKTYPHBLIX nNoapasferneHni Ha OOKYMEHTbl MOCTOSHHOrO,
ponroBpeMeHHoro (cabiwwe 10 neT) XpaHeHus 1 No NNYHOMY cocTaBy (NpunoxeHue 12);

CBOAHas HOMeHKnaTypa [en opraHusauuMm WM HOMeHKnaTypa gen CTPYKTYpHOro
nogpasgeneHuss ¢ OMOPMMEHHON WTOrOBOW 3amnuCbid O KONMWYECTBE 3aBEeAEHHbIX W
3aKOHYeHHbIX Aen (npunoxeHus 7, 8);

aKkT npuvema-nepegayn OOKYMEHTOB M3 APYrod OpraHusauuu, OT HpUAMYECKOro unwu
dmsnyeckoro nuua, B TOM YWCfe Ha AEeno3WTapHOe XpaHeHue (cocTaBnseTcs no dopme
npunoxenus 35);

6.4.1.2. npu BbIOBITMM JOKYMEHTOB N3 apXmMBa OpraHn3aumu;

aKkT npuema-nepegadn OOKYMEHTOB Ha MOCTOSHHOE XpaHeHUe B rocyOapCTBEHHbIN
apxXuB WUIn apxvB Opyrov opraHusaumm (npunoxexue 35);

aKT Bo3Bparta JOKYMEHTOB COBCTBEHHUKY (COcTaBnseTcs no popme npurnoxeHus 35);

akT O BblAENeHNM K YHUYTOXEHUIO [OOKYMEHTOB, He noanexawux XpaHeHuio
(npunoxenue 4);

aKT 0 HeobOHapyXXeHUN OOKYMEHTOB, NyTWM PO3bICKa KOTOPbIX McYepnaHbl (NpUnoXxeHne
36);

aKT O HeMcnpaBUMbIX NOBPEXAEHUSAX JOKYMEHTOB (Mpunoxexue 37);

6.4.1.3. o pesynbTaTaM BbINOMHEHWS BHYTPUAPXMBHBLIX paboT (COCTaBneHns CBOAHbIX
OnMcen, Hay4YHOro OMMCaHWUs JOKYMEHTOB FIMYHOIO MPOUCXOXAEHMWS, apXMBHBIX KOMMEKUMN,
COCTaBIEHMS1 OMucer 0co0O0 LEHHbIX Aen U OOKYMEHTOB, CTpaxoBoro ¢oHaa v doHaa
Nonb3oBaHWs, Co3aaHUsA 06beANHEHHbIX apXMBHbLIX (POHAOB, NPOBEPKM HANMMYMSA N COCTOAHUS
OOKYMEHTOB, BbIBEPKW YYETHbIX JOKYMEHTOB) ODOPMNAIOTCS:

CBOAHas ONWCb Aen MOCTOSIHHOIO XpaHeHusi, 4onroBpemeHHoro (cebiwe 10 neT), no
nnyHOMy cocTaBy (npunoxenus 1, 2, 3);

onucb 0cobo LeHHbIX aen (npunoxeHue 23);

onucb cTpaxoBoro oHaa (npunoxeHue 28);



aKT OnucaHuMs [OOKYMEHTOB JIMYHOrO MNPOUCXOXAEHMUS, apPXMBHOW  KOMMNeKumu
(npunoxeHue 38);

akT 06 obpasoBaHUM 0OBEANHEHHOTO apXMBHOro hoHaa (npunoxeHune 39);

aKT O TEXHUYECKMX OLIMOKaxX B YYETHbIX JOKYMeHTax (npunoxeHue 40);

akT 006 obOHapyXeHun OOKYMEHTOB (He OTHOCAWMXCA K AaHHOMY (OOHAY, apxuBy,
Hey4YTeHHbIX U T.4.) (NpunoxeHne 41).

6.4.2. KHura ydeTa nocTynneHus u BolObITUS AOKYMEHTOB

6.4.2.1. KHura yyeta nocTynneHusi n BblObITUS JOKYMEHTOB NpegHa3HayveHa ans ydeta
BCEX TEKyLUMX U UTOroBbIX (Ha 1 siIHBaps KaXgoro roga) U3MeHeHun B cocTaBe U obbeme
OHOOB M Oen B apxvMBe OpraHusauum, CBA3aHHbIX C NPUEMOM, BblAeneHueM faen, He
noanexawmx ganbHenwemy XpaHeHuto, nepegadven gen B rocyaapCTBEHHbI UNU Opyrown
apxvB. KHura yyeta nOCTynneHWs u BblObITUS [OOKYMEHTOB CMYXXUT OCHOBOW Ans
CcoCTaBneHus nucToB poHAOB, NacnopTa apxmea.

6.4.2.2. Kaxxgoe nocTtynneHne nnv BoblObITUE NoydYaeT CaMOCTOSATENbHbIA NOPSAKOBbLIN
HoMepD.

Ecnu noctynneHue cocTouT M3 OOKYMEHTOB HECKONbKUX (pOHOOB, TO AaHHble Mo
KaxxgoMy cboHAy (HasBaHue choHaa, ero Homep U T.4.) 3anMCcbIBalOTCA C HOBOW CTPOKU 3a TEM
)K€ MOPSAKOBLIM HOMEPOM. YYeT MOCTYMIEHNS U BbIObITUSE JOKYMEHTOB B apXUBE, XPaHALLEM
OAMH (hOoHA, BegeTCHa No NUCcTy dhoHaa.

ApXvMB oOpraHuMsaumm CO CIIOXKHOW CTPYKTYPOM MOXET YyuYuTbiBaTb B KHUre YyyeTa
MOCTYMMEeHNss W BbIObITUA [OOKYMEHTOB CaMOCTOATENbHO MOCTyNneHne wnuM BblObiTue
[OKYMEHTOB KaXK4oro CTPYKTYPHOro NoApasgeneHms.

6.4.2.3. Ecnn pgokymeHTbl hoHAA MOCTynawT B apxvB BrnepBble, TO HOmep ¢oHAa
NPOCTaBMSIETCS B KHUIE yyeTa NoCTynrieHns n BblObITUS JOKYMEHTOB NOCIE NPUCBOEHNSA eMy
HOoMmepa Mno cnucky ¢poHaoB. Ecnn nocTynuBLUME AOKYMEHThI SBNAOTCA YacTbio (boHAa, YXe
UMeloLLerocas B apxuBe, TO B COOTBETCTBYWLLEN rpade KHUMM YKa3biBaeTCcsi HoOMep,
NPUCBOEHHbIV 3TOMY hoHAY paHee. Ecnu noctynunu nnm BeiGbINM HEONUCAHHLIE JOKYMEHTbI,
To B rpade 6 genaetcsa oTMeTka: "He onucaHbl", a cBegeHuss 06 obbeme gatotcs B 13 u 14
rpadpax.

6.4.2.4. ExxerogHoO B KHWUre y4yeTta NOCTynfeHus 1 BblObITUS OOKYMEHTOB MOABOOUTCS
UTOr KONMyecTBa NOCTYNUBLUMX U BbIOLIBLUMX 3a rof JOKYMEHTOB (den).

6.4.3. Cnmcok dhoHOoB

6.4.3.1. Cnncok hoHO0B BEAETCH B apXxMBe OpraHu3auun, XpaHswem OOKYMEHTbI OBYX
n 6onee coHOoB.

6.4.3.2. ApxvBHbIN (pOHAO, apxvMBHas KOMMEKUMS BHOCHATCS B CNUCOK (POHAOB npw
nepBoM MOCTYMNNeHUM WX [OOKYMEHTOB B apxuB opraHusauuun. Kaxgomy doHay
npuceavMBaeTcsl  ovyepegHOW Homep MO  CAMCcKy  (POHOOB B XPOHOMOrMyeckowm
nocrefoBaTensHOCTM ero noctynneHus. K Homepy doHaa, nognexaliero nepefadve Ha
NoCTOSIHHOE  XpaHeHwue, pobaeBnsieTca  (4epe3  Apobb)  HOMEp,  MPUCBOEHHbLIV
COOTBETCTBYIOLLUM roCy4apCTBEHHbLIM apXMBOM MOCIe NEPBO Nepeaayn eMy Yactn ooHaa.

OO6beanHeHHOMY apxvBHOMY OoHAY, O0Opa3oBaHHOMY M3 (POHOOB, paHee YYTEHHbIX
CaMOCTOSITENbHO, NpUCBauBaeTCs OAWH M3 HOMeEpOB (POHOOB, BKMYEHHbIX B COCTaB
obbeanHeHHoro.

Ecnu ¢oHp cogepxuT ocobo LieHHble OOKYMEHTbI, TO K ero Homepy pobasnsiercs
nHgekc "OL".

6.4.3.3. B cnyyae nepegaun ¢oHOa B Opyro apxuB, BKOYEHUS ero B COCTaB
00beguHEHHOro apXxmMBHOTO (boHAa UK BbIObITUS BCEX AOKYMEHTOB (hoHAa 0cBOOOAUBLUMICS
Homep Agpyromy ¢oHOy He npucBaumBaeTtcd, B rpadax 4 - 5 cnucka c¢oHga ("oTmeTka o
BbIObLITMN") yKasblBaeTCA Ha3BaHWe apxuBa, B KOTOPbIA BbiObIN OHA, a Takke Ha3BaHue,
HOMep 1 JaTa LOKYMEHTa, Ha OCHOBaHUM KOTOPOro ooHz BbIObIS.

6.4.3.4. HasBaHwne poHaa BHOCUTCS B CMUCOK C TUTYMNBHOMO NICTa onucuy.

B cny4yae nameHeHus Ha3BaHust poHOooOpa3oBaTens B cnncke (OOHAO0B yKa3blBAETCS:
ONA OEencTBYKLWMX OpraHu3auui - Has3BaHue, CYLECTBYHOLIEE B MOMEHT MOCTYMNIeHUs
doHaa, Ona NUKBUAMPOBAHHOW oOpraHu3aumMmM - nocriegHee HasBaHwe. OObeAMHEHHbIN
apXuBHbIV POHA BHOCUTCS NoA 0006LLEHHBIM Ha3BaHNEM 00 bEANHEHHOIO apXMBHOro oHaa.

6.4.3.5. K cnncky dhoHO0B COCTaBnAeTCs UToroBas 3anucb Ha 1 sHBaps KaXgoro roaa,
B KOTOPOW YKa3blBaOTCHA: KONMMYECTBO MOCTYMNMBLUMX M BbiObIBLUMX B TeYeHune roga u obuiee
KONMMYECTBO XpaHAwmMxcs ¢OoHOOB; KonMM4ecTBo (QOHOOB, COoAepXawmx ocob0o LeHHble
[OKYMEHTbI, 1 cBODOAHbIE HOMEpa B crnvcke hOHA0B, ECNN TaKMe UMEHOTCS.



6.4.3.6. Cnucok ¢poHOoB OomKeH BbITh NOALIUT (NPOLUHYPOBAH), 3aKNOYEH B TBEPAYHO
0BnOXKY; NMNCTbI NPOHYMEPOBAaHbI; COCTaBIEH NUCT-3aBEpUTESb.

6.4.4. I'lnct doHaa

6.4.4.1. Iluct cboHaa cocTaBnsaeTCs Ha Kaxabli OHA NpU NepBOM ero nocTynneHuun. B
HEM Y4YMTBIBAIOTCS BCE MOCTYMMEHUSI U BbIObITUS OMUCAHHBIX M HEOMUCAHHBLIX LOKYMEHTOB
doHaa.

6.4.4.2. Homep nucta doHoa COOTBETCTBYET HOMepy cboHAa MO ChNMCKY (POHO0B
apxuBa opraHusaumm.

6.4.4.3. B rpacpe "MecToHaxoxgeHue oHaa" ykasblBaeTCsa Ha3BaHMe opraHuMsaumn, B
apxuBe KOTOPOW OH XPaHUTCA.

6.4.4.4. B rpacpe "[aTta nepBoro noctynneHnsa ¢oHaa" ykasbiBaeTcs gata nepBoro
noctynneHns oHaa B AaHHbIN apxyB; Ans o6beguHEHHOro apxXMBHOMO (boHAA N apXMBHOM
Konnekumu - nata NnepBoro NOCTYNMNEHNs UK AaTta ero (ee) cosgaHusa B apxumBe.

6.4.4.5. B rpacpe "KpaviHve gatbl Kaxgoro HasBaHusa oHAa" ykasbiBalOTCA HavyanbHas
N KOHeYyHasi AaTtbl (PYHKLMOHUPOBAHMSA OpraHu3aumm nopg KaxablM Ha3BaHUWeM, He3aBUCUMMO
OT Hann4unsa B OHAE LOKYMEHTOB 32 3TOT NEPUOA.

Ons obbegnHeHHOro apxvMBHOro ¢oHaa, obpa3oBaHHOrO NO OOBLEKTY AEATENbHOCTU
WA MOOYMHEHHOCTU OpraHvM3auuW, YKasblBalOTCA HadanbHas W KOHeYHas  daTbl
HaMMeHOBaHUS 0ObEKTa UM PYKOBOASLLErO OpraHa, Ha 6a3e KoToporo co3gaH oHa.

Ons obbeanHeHHOro apxmBHoro coHga, o6pasoBaHHOrO M3 JOKYMEHTOB OHOPOAHbIX
opraHu3auui unu opraHusauun, NocrnefoBaTeNbHO CMEHSAWNX OPYr Apyra, YKasblBaloTcs
camas paHHAs gata obpasoBaHUs OOHOM M3 HUX M AaTa nvkBuaauum nocnegHen. Ecnu
opraHunsaumsi NpogomKkaeT PyHKLUMOHMPOBATL, KOHEYHAsA AaTa He NPOCTaBNsAETCS.

6.4.46. B rpade "HasaHue ¢oHaa" B XPOHOMOrMYECKOW MOCNEeA0oBaTENbHOCTU
nepeyncnsitoTCs BCe Ha3BaHUA U NoABEAOMCTBEHHOCTb OpraHusauun-goHaoobpasoBaTens ¢
MOMEHTa ee BO3HUKHOBEHUS, BHE 3aBUCUMOCTU OT Hannuns JOKyMEHTOB 3a 3TOT nepuos.

Ons ob6begnHeHHbIX apXMBHbIX OHAOB B rpade ykasbiBaeTcs 00006LEHHOe Ha3BaHWe
doHOa, a 3aTeM MepeyvncnsalTCa Ha3BaHUS BCEX OpraHusauun-goHgoobpasoBaTtenen,
OOKYMEHTbI KOTOpPbIX BOLWMW B COCTaB OObeAMHEHHOro (oHAa 3a Becb nepuos ux
CYLLIECTBOBAHMS.

Bce nocneaywouwme uaMeHeHWst B HasBaHWM M NOABEOOMCTBEHHOCTW OpraHmsauum-
doHgoobpaszoBaTens BHOCATCA B NUCT hoHOa MO Mepe MOCTynfieHnsl B apxXvMB LOKYMEHTOB
doHaa.

6.4.4.7. B rpade "BbiObITME" yKa3biBAaeTCA akT, Ha OCHOBaHWW KOTOPOro BbIObINM
OOKYMEHTBI, U KONTIMYECTBO BbIObIBLUMX JOKYMEHTOB Pa3geribHO Mo KaXgon onmcu.

B rpacde "Hanuume (octatok)" - KONMYECTBO OMNUCAHHBIX AOKYMEHTOB, OCTaBLUMXCSH
nocre BbIObITUSA NO KaXaon onucu 1 poHay B LIeNoM.

KonunyecTtBo Aen noCTosHHOIO XpaHeHus, AonroBpeMeHHoro (cabile 10 neT) xpaHeHus
UK No NMYHOMY COCTaBY, BKIMIOYEHHbIX B CBOAHbIE OMNUCKU, COCTaBIIEHHbIE HAa OCHOBE Onucen
CTPYKTYPHbIX MoApa3feneHun, ykasblBaeTcs B pasgene 2 "YyeT OnNUCaHHbIX OOKYMEHTOB" B
rpadax 11 - 14; a B rpadpax 6 - 9 ykasbiBaeTCs KONMYECTBO BbIObIBLUMX AEM, 3HAYMBLUUXCS B
CAATOYHbIX OMUCSX.

6.4.4.8. Ecnun nuct cdoHaa 3anonHsieTcs Ha ABYX W BGornee OGnaHkax, TO Ha MepBOM
nenaetcsa oTMeTka "cM. npogormkeHue N ...", Ha nocnegytolwem - "npogormkeHne N ...".

6.4.4.9. Jlnct coHoa mMoxeT ObiTb NEpecocTaBiieH TONMbLKO B TOM Crydae, ecrnv OH
HeucnpaBMMO TMOBPEXOEH, a Tawkke nocrne nepepabotkm doHga wnNKu  co3gaHus
00beguHEHHOro apxmBHOro ¢hoHaa, kKorga paHee OenCcTBOBaBLUMK NUCT boHAa nepecrtaeT
oTpaxaTb (hakTnyeckoe coctosiHue n obvem cdoHaa. MNMpu 3TOM paHee AenNCTBOBaBLUMA NUCT
doHaa nomelaetca B geno doHpaa. B BepxHem npasom yrny oboux nuctoB doHAa
nenaeTcsa oTMmeTka "JIUCT nepecocTaBner" ¢ ykazaHMeM AaTtbl NepPecoCTaBreHns, JOMMKHOCTU
1 noanucy nuua, OTBETCTBEHHOrO 3a y4YerT.

6.4.4.10. JInctel OHOOB HYMEPYIOTCHA W XpaHATCA B nopsake HOMepoB (POHAOB U
HymMepauun NMCTOB B Mankax c KrnanaHamu. B kaxgon nanke cOCTaBnsieTcsl Ha OTAENbHOM
nucTe 3aBepuTenbHas Hagnuch.

6.4.5. Onucu gen

6.4.5.1. Onncn gen SIBNSATCSA NEPBUMYHBIM YYETHbIM [AOKYMEHTOM Ansl yyeTa gen
NOCTOSAHHOIO, BPEMEHHOTO (cBbile 10 neT) XpaHeHUs 1 No JIMYHOMY COCTaBy.

6.4.5.2. Onucu cocTaBnaAlTCA B YeTblpex 9K3emnnapax. YYeTHbld Homep
npuceamBaeTcs onucy No NUCTy hoHaa B BASIOBOM MOpPSAKE.



Ecnu nokymeHTbl hoHAa yxe NocTynanu Ha XpaHeHWe B rocygapCTBEHHbLIN apXuB, TO
HOMEp OMMUCK COrnacoBbLIBAETCS C 3TUM apXUBOM.

KonuyecTtBo eanHWL XpaHeHUsi B OOHOW OMNWUCK, Kak NpaBumo, He AOIMKHO MpeBbIlaTh
yeTblpex3HaydHyo umMdpy - 9999. MNocneayoLlime eauHULBI XpaHeHUs oHaa YYMTbLIBAKOTCS B
HOBOM ONUCK, KOTOPOM NO NUCTYy poHOA NPUCBAMBAETCA HOBbIN, CAEeAYOWNA YYeTHbIN
HOMep.

Mpu BBIOLITMM BCeX Aen no Kakon-nmbo 3aKkOHYEHHOW ONMCK ee HOMEpP APYrMM OMUCSAM
He npucBamBaeTcs. B rpade "lMpumevaHne" npoTUB Kaxaow BbiObIBAKOLWEN eauHULbI
XpaHeHus (eanHWLbl yyeTa) cTaButcs wramn "Boibbino”.

6.4.5.3. MNoeanHWYHbIA y4eT OCYLLECTBMSETCS MYTEM 3aKpensieHnsa 3a KaxabiM efnom
(eanHMLEN XpaHEHUS) CaMOCTOATENBHOIO HOMepa.

6.4.5.4. CymmapHbI y4eT aen B ONMcsX OCTUraeTcsl CoOCTaBNeHMeM UTOroBOW 3anucu
K onucam. B utoroBon 3anucu ykasbiBaeTCs KONMMYECTBO €OMHUL, XpaHeHus (undpamu u B
KpYrnbIX CkoOKax - Nponuchbio), NEPBbLIA U MOCNEAHUA HOMEpa eOUHUL, XPaHEeHWsT Mo OMnucy,
OroBapvBalTCs UMeIoLLMecss MNpPOMyCKM HOMEPOB, €AMHULbI XPaHEHUs C NUTEPHbLIMU
HOMepamMu, BbIObIBLUME €ANHULbI XPaHEHWS.

3aKkoHYeHHblE OnMCcM Oen  KOMMIEKTYILINXCA W HEKOMMMEKTYyWwmnxcsa ¢oHO0B,
cocTosiLLMe U3 rofoBbIX pa3aenos, OMKHbI UMETh OBLLYI0 UTOTOBYHO 3anMCb KO BCEW ONMUCK B
uernom.

Ecnn onncb COCTOUT M3 HECKONIbKMX TOMOB (Y4acTen), B KOHLUE Kaxaoro toma (4actu)
COCTaBMsIETCA Kak UTOroBas 3anucb K COOTBETCTBYIOLLEMY TOMY (4acTu), Tak U CyMMapHas
NTOroBas 3anucb, AaHHbIe B KOTOPOW YKa3bIBAKOTCA C HapacTawwmm ntorom. K nocnegHemy
TOMy (4acTu) cocTaBnsieTcst obwasa nTorosas 3anncb KO BCEN ONUCK (KO BCEM TOMaM).

Kaxxgoe nameHeHne obbema gen B ONUCK, CBA3AHHOE C BbIObITMEM, MOCTYMNNEHNEM,
obbeauHeHnem wunu  pacopMmupoBaHMeM Aef, Ha OCHOBaHWW  COOTBETCTBYHLLMUX
[OKYMEHTOB OTpaXkaeTCcsl B UTOrOBOW 3anucu K Onmcu.

6.4.5.5. Onncn pen CTpyKTYpHbIX nogpasfeneHnin cnyxar yYyeTHbIMU JOKYyMeHTaMu 0
COCTaBMeHUsT COOTBETCTBYIOLLErO FOAOBOr0 pasgena CBOOHOW OnucKM den MNOCTOSIHHOIO
XpaHeHust opraHunsaumn, yteepxgeHus Ha JMNK cooTBETCTBYIOLLEro apXMBHOIO YYPEXOAEHNS,
rnocne 4ero noanexar xpaHeHuio B Aene doHda 4O nepefayvn SJOKYMEHTOB 3a 3TW rofbl Ha
MOCTOSIHHOE XPaHEHHe.

Onucn pgen CTPYKTYpHbIX MOApas3fdeneHuin Mo JIMYHOMY COCTaBy XpaHATCcs Ao
cornacoBaHus rogoBOro pasgena CBOOHOW ONMCKU Oen opraHmsauuun no fiM4HOMY COCTaBy C
OlMK apxuBHOro yypexgeHus.

6.4.5.6. CpaTtoyHblM ONMUCAM CTPYKTYPHbIX MoApas3geneHun yyeTHble Homepa
npucBamBalTCA MO peecTpy onucen. Homep onucy CTPYKTYpHOro MoapasfeneHust CoCTouT
U3 HOMepa CTPYKTYpHOro noapasgeneHunss ¢ pobaeBneHveM wuHaekca "cn" (CTpyKTypHoe
nogpasaeneHne) n ykaszaHuvem uyepes geduc AByx nocrnegHunx UMdp kaneHgapHoro roaa, B
Te4YeHne KoToporo obpasoBanuck Aerna, BKIOYEHHbIE B OMUChH.

6.4.6. Peectp onucen

PeecTtp onvceli BegeTcsa B apxuBe opraHu3aummn npu Hanuyinm aByx u 6onee onucen.

Onucu BHOCATCA B peecTp OMUCEN B XPOHOJIOTMYECKOW MNOCNenoBaTenbHOCTU KX
MOCTYMMEHNs, No4 COOTBETCTBYIOLLMMM NOPAOKOBBIMY HOMEPAMMU.

B peecTpe onucen oMKCUpyOTCA OCHOBHbIE AaHHbIE MO COCTaBY KaXXaon NOCTyNMBLUEN
B apxXuB opraHuMsauum onucu: Homep ¢poHaa, HOMEep OMUCU, KONMYECTBO OMUCAHHBIX B HEW
[Oern, KoNM4ecTBO JIMCTOB B ONUCK U €€ 3K3EMNISAPOB.

6.4.7. Jeno coHaa

[eno doHaoa Bepgetca Ha kaxabll doHa. B Hero BKMYaOTCA  OOKYMEHTHI,
OTpaxalllne UCTOpuID opraHunsaumu-coHaoobpasoBatena M ee doHaa: mMcTopuyeckas
crnpaBka, cxeMa cuctematusaumm coHaa, MeToamyeckne nocobust no obpaboTtke choHaa,
cTapble nuUCTbl )oHAa MOcne WX nepecocTaBneHusi, akTbl nepefadn gen doHaa Ha
rocygapCTBEHHOE XpaHEHWEe, O BbIOENEHUMU K YHUHYTOXEHUIO OOKYMEHTOB M Aen doHga, o
HeucnpaBMMbIX NOBPEXOEHMAX JOKYMEHTOB 1 Aen hoHAa, O NPOBeAEHMM NPOBEPOK HaNMYns
N COCTOSIHWS 4en u T.A4.

AKTBI M Opyrme OOKYMEHTbI, buKcupyowme M3amMeHeHns B coctaBe M obbeme oHaa,
BKIMOYalTCA B Aeno (poHaa TOMbKO C OTMETKOM O BHECEHWW U3MEHEHUW BO BCE Y4YeTHble
OOKYMEHTbI apxuBa opraHusaumun. AKTbl HyMepyloTcsa B npegenax oHaa no Buaam akToB B
BarioBOM Mopsigke.

Bce pgokymeHTbl B pgene oHga pacnonaralTCsd B XPOHOMOrMyeckom
nocrefoBaTenbHOCTM MX CocTaBneHus. Ha pgokymeHTbl gena doHaa cocTaBnsercd



BHYTPEHHAS ONUCb, NUCTLI Aena HyMepyloTcs, K Aeny doHaa cocTaBnseTcs 3aBepuTenbHas
Hagnuck. Mo Mepe nononHeHUs oHAa 3aBepuTeNibHas HaOMUCb WM BHYTPEHHSAS ONWChb
nepecocTaBnsoTCS.

Kaxxgomy neny coHaa npucBanBaeTcsl HOMep COOTBETCTBYoLLEero doHaa.

[lena ¢oHOoB XpaHATCA B NOPsiAKe BO3pacTaHWs HOMepPOoB (DOHAOB.

6.5. YueT gen u JOKYMEHTOB, HaxoasALmXcs
Ha 0eno3nTapHOM XpaHeHuu

6.5.1. ena n pokymeHTbl ApxmBHOro coHga Poccunckon ®egepaumm, OTHECEHHbIE K
YacTHOM M WHbIM bopmMaM COOCTBEHHOCTW, HaxoOdALMEcs Ha OEeM0o3UTapHOM XpaHeHuu,
YUUTBIBAKOTCH B OCHOBHbIX M BCNOMOraTenbHbIX YY4ETHbIX JOKYMEHTax apXmBa opraHmsauuu.

6.5.2. B kHure yyeta noctynneHusi N BblObITUS OOKYMEHTOB (MpunoxeHue 24) (rp. 3)
yKa3blBalOTCA HOMEP U JaTa akta npvema-nepegayv gen (rp. 4), CobCTBEHHMK JOKYMEHTOB U
CpPOK OeNCcTBUsS cornallenusi, Hanpumep, "0o 2005 roga" (Mpy BpEMEHHOM XpaHEHUU) WIu
"neno3unt" (6e3 ykasaHusa cpoka xpaHeHus) (rp. 10).

B cnucke ¢oHooB (mpunoxeHue 25) k Homepy doHaa pobaensaetcsa uHpgekc "0
("Oeno3uT"), KOTOPbIA COXPaHAETCA 33 HUM BO BCEX YYETHbIX OOKYMEHTAX M apXUBHbIX
wundpax gen; B rpade "lMpumedaHne" cnucka OOHOOB TakkKe yKasblBalOTCA COOCTBEHHUK
OOKYMEHTOB, AaTa NnoAnvMcaHus U CPoK AeNCTBUS COrnalleHus.

6.5.3. Ecnn Ha xpaHeHuMe nocTynaeTt YacTb POHAAa, AOKYMEHTbLI KOTOPOro YXKe XpaHAaTCs
B apXxvMBe W BKMIOYEHbl B COCTaB rocydapCTBEHHOW 4acTu ApxuBHOro dgoHaa Poccuiickon
depepaumu, To 3a HOHAOM COXPaAHSAETCH paHee MPUCBOEHHLIN eMy HoMep ¢ fobGaBneHnem
nHaekca "O4" - "geno3anTtapumn YactuyHo".

CornalueHue, 3akn4YeHHOe C COOCTBEHHUKOM [OKYMEHTOB, BKMYAeTcsa B [Oeno
doHaa.

6.5.4. MNpwn yyeTe BbIOLITUS JOKYMEHTOB:

- ecnv oH BbIObIT MOMHOCTBIO B CBSA3M C WCTEYEHMEM CpOKa €ro XpaHeHus B
COOTBETCTBMM C COrnalleHnemM, TO HOMEP ero He MOXeT BbITb MPUCBOEH ApyroMy ¢oHay;

- ecnm CcobCTBEHHMKY BO3BpalleHbl [OOKYMEHTbl, MOSIHOCTbIO COCTaBnsiBLUME
Oeno3nTapHylo YyacTb (hOHAAa, B CBA3W C UCTEYEHUEM CPOKa UX XPaHEHUS B COOTBETCTBUM C
cornalleHmem unm no MHbIM NpuymnHam, To nHaekc Y B cnmncke ooHOO0B M APYrUX YYETHbIX
OOKYMeHTax M apxuBHbIX LWndpax gen 3advepkuaeTcs; B rpady "lMpumedaHne” cnucka
(HOHAOB BHOCATCS COOTBETCTBYIOLUNE CBEOEHUS.

KonunyecTtBo (poHOOB U Aen, HaxoAsLWmXca Ha Aeno3nTapHOM XpaHEeHUU, ykasbliBaeTcs
OTAENbHOW CTPOKOW B UTOrOBbIX 3arnUCAX KHUMM yyeTa NOCTYNneHun JOKYMEHTOB U B CMUCKe
doHaoB.

B nucte coHpoa npu Hanuuum B poHOE [AOKYMEHTOB [AEno3NTApHOro XpaHeHus
KONMM4YeCTBO MX MO ¢hoHAy B LIENOM yKasbiBaeTcs Yepes Apobb, Hanpumep, 200/80[.

6.6. BegeHue yyeTHbIx 6a3 gaHHbIX

6.6.1. YueTHble 6a3bl AaHHbIX (B) BegyTca ans:

COCTaBMEHUA B aBTOMaTU3NPOBAHHOM pPEXMME [AOKYMEHTOB LEHTpann3oBaHHOIo
yyeTa;

NMOAroTOBKA B aBTOMAaTM3UPOBAHHOM peXWMe pPasfMyHOro poda CTaTUCTUYECKUX
CBeAeHWIn, aHanuTuyeckmx Tabnuu, B TOM Yncrne 0 AuHaMuke naMeHeHun obbema, coctasa U
COCTOSIHVS apXUBHbIX JOKYMEHTOB;

onepaTtMBHOrO MNpeAcTaBNeHus CBEAEHUW O HanuMyMu B apxusBe [OKYMEHTOB 3a
onpefeneHHbI 0TPE30K BPEMEHMW.

6.6.2. MNepeyeHb pekBU3NTOB y4eTHbIX B[] cocTaBnseTca B COOTBETCTBUN C OCHOBHbLIMM
nokasaTensammu, onucbIBalLLMMM OOBEKT yyeTa, - poHa, eanHnLa XpaHeHus, eguHmLa yyeTa,
rpynna eguHnL XpaHeHus, eavHUL, yyeTa, BKIIOYEHHbIX B ONUCb, - B TPAANLMOHHbBIX YYETHbIX
OOKyMeHTax.

YueTHble B[] AOencTBYIOT BO B3auMOCBSA3M C  ApYrUMM UHGOpMaUUOHHbIMKU B[,
UMEIOLLMMUCH B apXMBe, U AOIMKHbI ObiTb COBMECTUMbI C COOTBETCTBYIOLMMMK Y4eTHbIMK B[
rocy4apCTBEHHbIX apX1BOB U OPraHoB YNpaBreHNss apXUBHLIM OEMNOM.

lMpeeMcTBEHHOCTb Yy4yeTHbIXx B[l U TpaguUMOHHBLIX OCHOBHbIX YYETHbIX [AOKYMEHTOB
obecneunBaeTcs ncnonb3oBaHnemM B bl pekBU3MTOB OCHOBHbIX YYETHbIX JOKYMEHTOB.



O606LLEeHHbIe Noka3aTeny AOKYMEHTOB LIeHTpanu3oBaHHOMO yyeTa, a Takke UCXOAHbIe
nokasarenu, Heobxoaumble ANs UX MOMNyYeHWs, BXOOST B YMCO 0bs3aTenbHbIX PEKBU3MTOB
y4yeTHbIX B.

6.6.3. YueTHble B[l 3anonHsTCA Ha OCHOBE YYeTHbIX [OOKYMEHTOB apxusa. [Ons
obecneueHnss egnHooOpasusa 3anonHeHus W BedeHus ydeTHon B[] paspabatbiBaetcs
WHCTPYKUUS, ONMCbIBaKoLas coepXaHne KaKaoro peksu3avTa v opraHusaumio BegeHus B[.
Mepen Hayanom paboTbl NPOBOAMTCSA LieneBas BbiIBEPKA YYETHbIX JOKYMEHTOB, NpoBepseTCs
cbanaHCMpOBaHHOCTb YYETHbIX JOKYMEHTOB.

B nnaHoBOM nopsigke ocyllecTBnsieTcsa paboTa no 3anonHeHuto yydeTHon B no
coctosHMIo Ha 1 saHBapsa roga, cregywulero 3a oTyeTHbIM. B panbHenwem BepgeTtcs
onepaTMBHOE BHECEHME U3MEHEHWI B y4eTHble JOKYMEHTbI U B y4eTHyto B[.

7. HAYYHO-CMNPABOYHbIV ANMAPAT K JOKYMEHTAM APXVBA
7.1. CcteMa Hay4HO-CNpaBOYHOro annapaTa

7.1.1. HaydyHo-cnpaBouHbin annapat (HCA) - cTpykTypuMpoBaHHasi COBOKYMHOCTb
3NIeMEHTOB  OMNWCaHUN  OOKYMEHTOB (BTOpMYHON  OOKYMEHTHOM nHdopmaumm),
NPeACTaBMNeHHbIX B PasfuuYHbIX BMAAX APXMUBHbIX CMPaBOYHMKOB, 0asax [aHHbIX,
npefHa3sHavYeHHbIX Arsi NoOMCcKa JOKYMEHTOB U JOKYMEHTHOW MHpopmauun.

7.1.2. Cuctema Hay4yHo-cnpaBoyHoro annapata (CHCA) k [JokymeHTam apxuvBa
opraHu3aumMm - 3TO KOMMMEKC B3aUMOCBSI3aHHbIX W B3aMMOOOMOSHSAEMbIX apXMBHbIX
CNpaBOYHUKOB, 6a3 AaHHbIX O COCTaBe U CoAepXXaHUM JOKYMEHTOB, CO34aBaeMbIX Ha €4UHOW
Hay4YHO-MEeTOAMYECKOW OCHOBE ANs Moucka [OKYMEHTOB WM OOKYMEHTHOM MHopMauun B
Lensax apeKkTMBHOroO MCNOMNb30BaHMS.

7.1.3. CoctaB CHCA apxvBOB opraHu3aLmm onpegensercs BUAoM apxvmea, COCTaBOM U
copepKaHueM XpaHsLWMXCA B HeM [OKYMEHTOB, XapakTepoM W 3ajadamu roucka w
WHTEHCUBHOCTbLIO UCNOSb30BaHNSA AOKYMEHTOB.

7.1.4. OnemeHtamn CHCA apxuBa opraHusaumu sIBNSAOTCA onucu, katanoru, 6asbl
OaHHbIX, BbINOMHSOWMNE QYHKUMN 3TUX CMAPaBOYHUKOB, a Takke ykasatenu, o00630psbl
[OKYMEHTOB, UCTOPUYECKNE CMPaBKN K apXMBHbIM (hOHAaM opraHu3auuu.

7.1.5. ApXMBHble CMPaBOYHMKU OpraHM3aLuun OEensatcs Ha TWMbl MO UX LEeneBoMy
Ha3Ha4YeHuto: ONnck, KaTanor, ykasartens, 063op.

ApXVBHbIE CNPaBOYHUKM M 0a3bl OaHHbIX O COCTaBe W COAEPXKaHWM [OOKYMEHTOB
opraHusaumm MoryT 6biTb BHYTPMAOHAOBBIMU U MEXEPOHO0BBLIMU.

7.1.6. B cucrteme CHCA peanusyeTca NPeEeMCTBEHHOCTb Y4YE€THO-CMPaBOYHOIO
annapara, co3gaBaemMoro B Aerionpon3BOACTBE M apxXmBax OpraHvM3auni, ero CoOBMeLLeHne ¢
CHCA rocygapCTBeHHbIX apX/BOB.

MpeemctBeHHocTb CHCA apxuBOB oOpraHvM3auui OCHOBbIBAeTCA Ha €AMHCTBE
TpeboBaHWA W MPUHUMNOB €ro MnOCTPOeHWUs. 3JTa NPEeeMCTBEHHOCTb npegnonaraet
065A3aTeNbHOCTL COCTaBEHNs B OENONPON3BOACTBE M B apXuBax opraHusauunin onucewn gen,
OOKYMEHTOB, KaTarnoros, 6a3 AaHHbIX C HEOOXOAMMbIM CMPaBOYHbIM anmnapaTtom K HAM.

71.7. MNpu cospgaHum u passutum CHCA npumeHsieTcs auddepeHLMpoBaHHbIN
noaxoAd, 3aknovatLwmncs B Bbibope LenecoobpasHoro coctaBa apXuBHbIX CMPaBOYHUKOB U
0a3 [OaHHbIX, METOOVKM OMNWCaHUIM, COCTaBa M HamMoOfHEHWs CNpaBOYHOrO annaparta K
cnpaBoOYHMKaM, B yCTAHOBIIEHUM HEOOXOAMMON oYepeaHOCTU paboT.

7.1.8. [dokymeHTbl OHAOB OpraHM3auuin C MHOFOCTOPOHHEN, MEXOTpacreBomn
uHdopmaumen n OHOOB JIMYHOIO MPOUCXOXAEHUA C 0COBO0 LEHHBIMU U YHUKaNbHbIMU
OOKyMeHTaMu noanexaTr nepBoovYepesHOMY OMMCaHWUI; OMUCKM OOMKHblI ObiTb CHabXeHb!
yKkasatensamu pasnuyHbiX BWAOB; Ha YpPOBHe (poHOA COCTaBNSATCA WHOVBUAYamNbHbIE
xapaktepuctukn. K Hambonee uHgopmatMBHbIM hoHAaM co3garTcs 0630pbl, ykasatenu K
Aenam v JOKyMeHTaMm.

7.1.9. Ina doHOoB opraHusaumi, cogepxallumx nHopmaLmo no oO4HON oTpacnu unu
Nno OAHOMY HanpaBneHuo AeATENbHOCTM, U POHAOB NNYHOTO NPOUCXOXOEHUS, B COCTaBe
KOTOpbIX MMEKTCA 0COBO LieHHble JOKYMEHTbI, ONncKM MOryT GbiTb CHabXeHbl TONbKO OA4HWUM
yKasarternem; Ha ypoBHe POHAa MOTYT COCTaBNATbLCS Kak MHAMBUAYanbHbIE, TaK U rpynnoBble
XapaKTeEPUCTUKMN.

7.1.10. K gokymeHTaMm (pOHAOB OpraHusauuin, copepxalmx UHOopMauuio No O4HON
TEME WU UMEIOLLYID XapakTep OOMOSHEHMS K BbllleyKasaHHbIM (QOHAaM, yKas3aTemnu He
COCTaBMsOTCA.



7.2. Onucu gen, AOKYMEHTOB

7.2.1. Onucb pen, OOKYMEHTOB - apXMBHbIA CMPaBOYHWUK, MpefHa3Ha4YeHHbI OIS
packpbITUS COCTaBa WM COOEPXaHUA eOUHWL, XPaHEeHWsl, edVHUL, yyeTa, 3aKpenneHus ux
cuctemMaTmMsauumn BHyTpy ooHaa 1 ux ydeTa.

Onucbk cocTtoMT U3 onucaTternbHbIX cTaTen, utoroBown 3anucu (cm. n. 3.7.4), nucrta-
3aBepuTtens (NpunoxeHme 9) n cNpaBoYHOro annapaTa K Onucwu.

O61beKkToM onucaHns B ONUCK SIBRSIETCA eAnHMLLA XpaHEeHWs, eOuHULa ydeTa.

7.2.2. OnucaTenbHas cTaTbsd OMUCKM BKMNIOYaET: MNOPSAKOBLIA HOMEP eaAuHMLbI
XpaHeHus, eauHWLbl yyeTa; Aenonpou3BOACTBEHHbIN WHAEKC WM CTapblil MHBEHTApPHbIN
HOMEp; 3arofoBOK €AVMHULbI XPaHeHUsl, efuHUUbl yyeTa, KpanHue [aTbl [JOKYMEHTOB,
KONMMYECTBO JIMCTOB B eOMHULE XPaHEHMUS; A3blK, Yka3aHWe Ha MOLNMHHOCTb, KOMUAHOCTD,
crnocob BOCMPOM3BEOEHNs, CTENEHb COXPaHHOCTUM [OKYMEHTOB, BHELUHME OCODEHHOCTW.
OnucatenbHast crtaTbst MOXET ObiTb [OMOMHEHAa aHHOTauuMen OTAENbHbIX [AOKYMEHTOB
(rpynnbl JOKYMEHTOB) eANHULBI XPaHEHWS, eaVHULBI yYeTa.

7.2.3. B cnpaBoyYHbI annapat OnuMCU BXOOAT: TUTYMbHbLIM JIACT; CoAepXaHue
(ormaBneHue), NpeaucnoBue; CMMCOK COKpaLleHWn; nepeBogHble Tabnuubl wudgpoB (B
cny4dae nepepaboTkM onucK); ykasaTtenm.

Ha TUTynbHOM nucte onucyM MOMELLATCs: MOSIHOE Ha3BaHME apxvBa OpraHusaumm,
HasBaHue ¢oHaa, Homep dhoHAa, HOMEp Onucu, HasBaHWEe Onucu, KpavHue fAaTbl
[OKYMEHTOB, BHECEHHbIX B OMUCb.

MpeoucnoBrMe MOXeET COCTaBnATbCA Kak obliee ko Bcem onucam ¢oHaa, Tak U K
oTaensHon onucu. ObLee npegucnosme K onnucam ooHaa NomeLLaeTcsl B NEPBO OMNUCH.

B npegucrnosuu, o6weM ko BceM onucaM oHOA, W3NaralTCcs:  MCTOpUS
doHgoobpaszoBaTtens, uctopusi poHAa; aHHOTaUWMsl cocTaBa WM COOEpXKaHUs LOKYMEHTOB
doHaa (Npy 3TOM BbIAENSATCA Hanbornee TUNMYHbIE TPYMNbl €AMHUL, XPaHEHUS MO NX BUAAM
1 pa3HOBUOHOCTSIM, MO COAEPXKaHWMIO); COCTaB CMPaBOYHOro annapara K OMnucsiMm.

Mpn coctaBneHun oOTAENbHbLIX NPEaUCNOBUIN K Kaxaon onvcn doHaa Bce obuime
JaHHble MO ucTopumn ydpexaeHus-goHgobpasoBaTens n mMctopum oHga MoMellarTcs B
npeaucrnoBUn K NepBom ONm1cu.

7.2.4. K onucn MOryT COCTaBnATbCS ykasaTenu (kak obwime, Tak M crneuumanbHbie).
CchbinoYvHble AaHHble yYka3aTens K OnNucKu AalTCs Ha NOpPsiAKOBbIE HOMEpPA eOUHUL, XpaHeHus,
eanHuL yyeta (cm. n. 6.2).

7.3. Katanorn n BeJOMCTBEHHbIE KapTOTEKN

7.3.1. Katanor - MexdoHOOBbIN apXUBHbIA CMPaBOYHUK, B KOTOPOM WMH(popMaunsa o
cofepXaHunm [OKYMEHTOB apxvBa CrpynnupoBaHa no npegMeTam (Temam, oTpacnsm),
pPacnosioXXeHHbIM B COOTBETCTBUM C MPUHATOM ONsi  OAHHOrO  Katasiora CXemow
Knaccudukaumm OKYMEHTHOM MHAOpMaL MK,

CoBOKYNHOCTb pa3nnyHbIX KaTanoroB COCTaBNAeT CUCTEMY KaTaroroB apxmBa.

7.3.2. CoBoKynHoCTb paboT no MOAroTOBKE, CO34aHWI W BEAEHWI KaTanoros
Ha3blBaeTCsa kaTanornsaumnen JOKYyMEHTOB.

KaTtanornsaums B apxvBax MOXET MPOBOAMTBLCS Kak CaMOCTOATENbHLIN BUA paboThl
(TemaTunyeckas paspaboTka) n B npouecce ApyrMx BUAOB paboT, CBA3aHHbLIX C ONUCAHUEM U
BbISIBIIEHMEM JOKYMEHTOB (MOMNyTHAs kaTanornsaums).

Mpn KaTtanormsaumm npuMeHsieTcs ANdEPEHUMPOBaHHbLIN  NOAX04, KOTOPbIN
3aKMYaeTcsa: B onpedeneHun o4epenHocTy Bblbopa apXMBHbIX (POHOOB, MX CTPYKTYPHbIX
yacten; oTbope Oen M OOKYMEHTOB U CBEOEHWA U3 HUX; NPUMEHEHUW COOTBETCTBYHOLLUX
NpPUemMoB ONMMUCaHNA JOKYMEHTHON MHdhopMaLni.

7.3.3. KaTtanormsaumsi BknovaeT cnegywowue Buabl paboT: COCTaBneHWe Cxembl
Knaccudukaumm, BoiiBNeHNE n 0TOOP AOKYMEHTOB, OMMCAHME Ha KaTanoXHbIX KapTodkax, Ux
cucTemaTmusaumsi, BegeHne kaTanoros.

7.3.4. Bboibop cxembl kKnaccudukaumm onpenensieTcs cocCTaBoM LOKYMEHTOB apxuBa 1
3aja4amMun Ux UCnosib30BaHUS.

Cxema knaccudukaumm OOKYMEHTHOW MHGOPMaLMK - MUCbMEHHbIN UNn rpacnyeckun
OOKYMEHT,  copepxaliun nepevyeHb  KMacCMWKALUWOHHBLIX  OereHni  kaTanora,
pacnonoXeHHbIX B OMNPEAENeHHONW MNOoCnefoBaTeNbHOCTM, W MpedHasHayeHHbIn  ans
pacnpegeneHns CBEAEHUN U3 JOKYMEHTOB MO 3TUM AEeNEHUsAM.



7.3.5. B 3aBUCMMOCTM OT CXeMbl MOCTPOEHUSA KaTanorn noapas’fdensoTcs Ha
cucremaTnyeckue, TemaTuyeckme, npeamMeTHble W UX  PasHOBUMAHOCTM  (MMEHHON,
reorpacmyeckuin, OO bEKTHEIN).

B apxuBe opraHusaumu, kak nNpaBWUsio, COCTaBMSOTCA CUCTEMaTUYECKUA U UMEHHON
KaTanoru.

7.3.6. JokymeHTHas vHdopmaLmsa B cMcTeMaTUYeCKOM KaTarore knaccudpuuupyeTcs
Mo oTpacnsiM 3HaHUW W MNPaKTUYECKON AeATenbHOCTM OpraHusauuu W pacnoraraeTcsi B
florM4eckon nocreoBaTenbHOCTY.

7.3.7. B uMeHHOM KaTanore [JOKYMEHTHas WH(opmaums krnaccuduumpyeTcs no
andasuty hamMmnuin nnd, YyrNoMUHAEMbIX B OOKYMEHTAX MMM SBMASAKOLWMUXCA MX aBTopamu.
HanbHenwaa cuctematudauuss nNpoBOAUTCA B XPOHOMOIMYECKOM UMW FIOrMYEeCKOMn
nocrefoBaTensHOCTL.

7.3.8. OTobpaHHble Ans kaTanormsaumm oHObl U AOKYMEHTbl OMUCHLIBAOTCA Ha
KaTanoXHbIX KapToykax.

OObekTOM onMcaHus B kaTariore MOXeT BbICTynaTb LOKYMEHT (rpynna LOKYMEHTOB,
YacTb JOKYMeHTa), eQuHMua XpaHeHus (eguHuua yyeta), Onucb, KOMMMeKT, oHg (rpynna
doHOOoB), coaepxaliue nHopMaLmio Mo onpeaeneHHon Teme (Bonpocy).

7.3.9. B cocTtaB onucaTtenbHOW cTaTbW Katanora BXOOAT: HasBaHWe apxuBa, MHAOEKC,
pybpuka, nogpybpuka, gata cobbiTvs, MecTo cobbITus, cogepXaHue, Homep (oHAaa,
HasBaHve doHOa, Homepa onucw, Jdena, JMCTOB, $A3blK  [OKYMEHTa, Crnocob
BOCMpOM3BEAEHMS, OJI9 KapTOYHOrO KaTanora - Takke amunusa coctaBuTens W fgarta
COCTaBfeHus onucaTenbHON cTaTb.

Ona cBA3n Mexagy pasgenamu Katanora wnuM pasgenoB kaTanora € Apyrumu
apXMBHbIMU CNPABOYHNKAMU NPUMEHSAETCH CUCTEMA OTChISTOK.

7.3.10. BepeHve «kaTanora - KoMmnnekc pabor, obecneumBaroux  ero
(PYHKLMOHNPOBaAHME, B KOTOPbIA BXOOAT: Hay4yHO-MeToaudeckoe obecneveHne paboThl;
WHOEKCMPOBAHNE KapTo4ek; cucTtemaTtm3aumsi Ux no MHAEKcaM U pybpukam; cocTaBrieHue
OTCbISIOYHOrO annaparta K KaTarnory; yCOBepLUEHCTBOBAHWE KaTtarnora.

Hay4Ho-meToamyeckoe obecneyeHne BKMYaeT pa3paboTky MeToanyveckmx nocobui
Mo Kartanormsauum oTaenbHbiXx POHAOB (MNWM uX rpynnbl), pabounx cxem Krnaccudpukauum
KaTasnoroB, UX yTOYHEHUE U LOMOSHEHNE.

MHpekcnpoBaHue - BbIOOp WM COCTaBreHWe MHAEKca Mo CXeMe Knaccudukaummn u
OTHECEHMEe ero K COOTBETCTBYHOLLEN WH(OpMaLMM KaTanoXHOW KapToyku. B MMeHHOM
KaTanore KapTOYKM He MHOEKCMPYHOTCSH, a pacrnonaratTcs no andasuTy.

YcoBepLlUeHCTBOBaHME KaTtanora BknoyaeT B cebs ycOBEepLUEHCTBOBaHUE CXeMbl
Knaccudukaummn; npoBepky codepXaHus U OodOopMIEeHUs KaTanora; MNpOBEepKy OnucaHuin
(pepakTupoBaHue, obbeanHEHNe ONMcaHni ¢ OAHOPOAHON MHGOPMaUMen No ogHOMY hoHAY
Unun onncK, yToYHEeHne ux cucTtemaTmsarmm).

7.3.11. OOHMM U3 MWCTOYHUKOB TMOMOSIHEHWS CUCTEMbl KaTanoroB MoryT ObiTb
TeMaTuyeckme n npeameTHO-TeEMATUYECKME KApTOTEKW, KapTOTEKM MO NIMYHOMY COCTaBy Ha
OOKYMeHTbI Hanbonee NHPOPMATMBHBIX U YACTO UCMONb3yeMbIX hOHAOB.

7.3.12. B apxuBe opraHusaumm, Kak npaBunio, co3gatnTcsl pasHOBUOHOCTU NPeaMeTHbIX
KapToTek (MMeHHas, reorpaduyeckas) UM XPOHOMOrMYECKMe KapTOTEKW, KapTOTeKu no
NCTOpMU OpraHn3aLuu.

MmeHHass kapToTeka (kapToTeka MO JIMYHOMY COCTaBy) CO3[aeTcsd [Anis nowcka
cBeJeHMIn O TPyOOBOM CTaxe, 3apnnarte U ApyrMx AaHHbIX CoLmManbHO-NPaBoBOro Xxapakrepa.
KapToukn cogepxat chamunuio, ums, oT4yecTBO paboTHMKA, CCbIKM Ha Homepa oHaa,
onucu, aen, NUCTOB CO cBeAeHusMU O HeM. KapTouku cuctemaTtmsmpytotca B andaBuTHOM
nopsgke hamunui, a B npegenax hamunum - no andasuTy UMEH 1 OTYECTB.

B reorpacduyeckon kapTtoTeke uHOpMauusa cuctemaTusupyeTcsa no  andasuty
reorpacpmyeckux 06bekToB. OCHOBY  Krnaccudukauum MOXET COCTaBMsATb  TaKke
agMUHUCTPaTUBHO-TEppUTOPUanbHoe aenexve. [danbHelnwasi cuctemaTmsaunsi NpoBOAUTCS
B XPOHOJI0rMYECKON NOCNef0BaTENBbHOCTH.

KapToTeka nmo uctopum opraHusauumn co3faeTcs, kak npaBuio, B apxvmBe, MMEKLLEM
HECKOITbKO UCTOYHWMKOB KOMMMekToBaHuWs. OHa cogepXuT uHopmaumio O Cco3gaHuu,
npeobpasoBaHuK, NMKBMAALUN OpraHM3auni, nepegarwmx JOKYMEHTbl B AaHHbIN apXxuB, CO
CCbIfIKaMM Ha pacnopsguTenbHble AOKYMEHThI, SBNSIOLWNECS OCHOBAHMEM ANA UX CO34aHus,
npeobpasoBaHns, NMKBUOALUN.



B XxpoHonornyeckyto kapToTeky BKMHOYAKTCH KapTOYkM, coepaline MHGOopMaLuio o
JaTax colblTuiA, (hakToB WM AaTax [OOKYMEHTOB, pacrofioXeHHble B XPOHONOrMYecKom
nocrnenosaTenbHOCTU.

B apxuBax, xpaHAWMX 3Ha4YMTenbHOE KONMMYecTBO (POHOOB, COCTABMsAETCA KapToTeka
Ha3BaHui oHaoB. Ha kaxgoe HasBaHue (NepenMeHoBaHWe) poHaa COCTaBNAETCS kapToyuka
C yKasaHueM ero Homepa 1 KpanHux aat. KapTouku pacnonaratotcsi B andgaBUTHOM Mopsiake
BMOOB OpraH13aLuii.

HeckonbKko kapToTek 04HOro Buaa MOryT 06beaVHATLCA B KaTaror.

CaMOoCTOATENbHO CYLIECTBYIOLIME KapTOTEKN CBA3LIBAKOTCA C CUCTEMOM KaTarnoros
MyTEM OTCbIIMOK.

7.4. Ykazatenum

7.4.1. YkasaTenb - apXMBHbIA CNpaBOYHWK, MpeAcTaBnswoWmMi cobor andaBUTHLIR,
CUCTEMATUYECKUA WIM  COCTABMEHHBIA MO KAKOMy-MGO [OpyroMy Mpu3HaKy nepeyeHb
HasBaHWN (HaMMeHOBaHWA) NPeAMETOB, YMNOMWHAEMbIX B apPXUBHbIX [OKYMEHTaX, C
yKa3aHWeM UX NMOVCKOBbIX OAHHbIX.

YKasaTenu B apxuBe opraHu3aumm MoryT ObiTb MeX(OHOOBbIMU, BHYTPU(OHOOBLIMU,
no ¢popmMe - 3NEKTPOHHBbIMU, JIMCTOBBLIMU UM KAPTOYHBIMKU, MO CTPYKTYpe PyOpUK - ryXuMu
(MpegMeTHbIE MOHATMS U UX MOWUCKOBbLIE [aHHbIE) W AHHOTUPOBAHHBLIMWU (NPegMETHble
MOHSITMSI CONPOBOXAAIOTCA MOSICHEHUAMU), MO FPYMNUPOBKE MOHATUIA BHYTPU yKaslaTenewm -
andaBUTHbIMW, CUCTEMATUYECKUMM, XPOHOSTOMMYECKUMU.

Ykasatenu MoryT COCTaBMnsATbCH K 3aronoBkaMm eauHuy, xpaHeHus (6e3 nx npocmoTpa)
UK K JOKYMEHTaM (C MPOCMOTPOM eAMNHNLL XPaHEHUS).

OcHOBHbIMM BuAaMu ykasaTenew SABMSATCS: MNpegMeTHbIN (ero pasHOBUOHOCTU -
TeMaTU4ecKnii, UMEHHOWN, reorpadguyeckmin), XpoHonormdeckmin. Mo rpynnMpoBke MNOHATUN
BHYTPU yKasaTensi pasnuyalTcs andaBuTHblE, CUCTEMATMYECKME W XPOHOMOrM4eckue
yKkasartenmu.

7.4.2. YKkaszaTenu K OOKYMEHTamM MOryT COCTaBMfSATbCS Ha OOKYMEHTbl OOHOW Onucw,
HEeCKOmbKMX onncen ooHaa, uenoro goHaa, HeCKOSbKNX (OOHAO0B.

7.4.3. OnucartenbHasa cTatbsd nOOro Buaa ykasaTenss COCTOUT U3 MpPeaMeTHOro
noHATUS (pyOpUKM) 1 NOUCKOBBIX AaHHbIX. B 3aBMCMMOCTM OT Ha3HaveHus ykasaTtens pybpuka
MOXeT ObITb: npocTon (He wmeeT noApybpuk); cnoxHom (umeet noapybpuky wnu
onpeaeneHne NoHAaTuUs).

[MouckoBble AaHHble yKasaTens K eauHULam XpaHeHWs OAHOM OMNUCU  BKMYaloT
NnopsiAKOBble HOMepa eOUHWUL, XpaHeHUsl; MOWUCKOBble [aHHble yKkasaTens K eauHuLam
XpaHeHNsi HecKonbkuX (pOHOOB OOHOrO apxmBa 3TW AaHHble [JOMOSHATCA HOMepamu
onucen, PoHO0B.

7.4.4. TemaTMyeckuin ykasaTenb BKMOYAET MOHSATUSA, KOTOpble MpeacTaBnsitoT cobow
uctopudeckme akTbl U siBNeHus. HanmeHoBaHus pyopuk n nogpybpurk B HeM NpUBOAATCH B
UMEHWTENBHOM Najexe.

7.4.5. lNpeoMeTHbIN yKasaTemnb BKMOYAET MOHATUSA, pacrosfioXeHHble B and)aBUTHOM
nopsiake.

OBwwnii npegmeTHLIV ykas3aTenb BKNOYaeT pasHOpPOOHbIE MOHATUS M MO CTPYKType
pyBprK MOXET BbITb TOMBKO MYXUM.

CneumaneHbln NpegMETHbIA  yKas3aTernb BKMYAeT OOHOPOAHbIE MOHATUSA  (BUAbI
[OKYMEHTOB, hamMunum aBTopPoB, HA3BaHUS yUpEeXaeHU, UX CTPYKTYPHbIX YacTen, Ha3BaHus
oTpacnem 1 T.M.) U MOXeT ObITb rMyXMM UM aHHOTUPOBAHHbLIM.

MIMeHHOW ykasaTenb CTpouTcs no andaBUTHOMY MPU3HAKY M BKMOYAeT hamunuu,
UMeHa, oTdecTBa (pa3HOYTEHUS, MNCEBOOHWMbI, MPO3BULLEA, KIU4kK), Ouorpaduyeckue
crpaBKu.

"eorpaduyecknii ykasarternb BKIIOYAET HAUMEHOBaHWSA rocygapcTB, agMUHUCTPaTUBHO-
TeppuTopmarbHbIX eanHNL, MOPEN, PeK 1 APYrux reorpadnyecknx NOHATUN.

ObobLwatowme MOHATMS UNU  agMUHUCTPaATUBHO-TEPPUTOPUArbHbIE  HaVMEHOBaHUSA
BHOCATCSH B yKa3aTernb 6e3 NosiCHeHus.

7.4.6. XpOHOMOrMYEeCcKNn ykasaTenb COCTOMT U3 pybpukK, BKHOYaOWMX AaThbl
UCTOPMYECKNX COObITUIA, ABMEHWA U HaKToB WNWM AaTbl AOKYMEHTOB, PAaCrOfiOXEHHbIX B
XPOHOMNOrMYeckoM nopsigke.



7.4.7. B ykazaTene npumeHsietca cuctema obuwmx ("cm.") m yactHeix ("cm. Takke")
OTCbINTIOK, C TMNOMOLLBIO KOTOPbIX YCTaHaBNMBAETCH CBA3b MeXOy TOXAECTBEHHbIMU
MOHATUSMMU.

7.4.8. YkasaTenu K apxXmMBHbIM CNpaBoOYHUKaM MOTyT ObITb TEX € BUOOB U UMETb TY Xe
CTPYKTYpPY, HO B MOMCKOBbIX AaHHbIX CCbIIKMW JAKTCA Ha CTpaHuubl unu pasgensl (ans
KaTanoroB) cnpaBoOYHUKA.

7.5. O630pbl

7.5.1. OB30p - apXUBHBIN CMPABOYHUK, BKMOYAIOLWNA CUCTEMATU3NPOBAHHbIE CBEAEHUS
0 coCTaBe U codepXaHnn oTAeNbHbIX KOMMNNEKCOB JOKYMEHTOB.

Buoamu oG3opa B apxuBe opraHusauum aBnsiloTcs 0630p hoHAa M TemaTuyecKun
00630p.

Ob6bekTom onucaHusa ana ob3opa doHaa ABNseTcda OOKYMeHT (rpynna [OOKYMEHTOB,
YacTb JOKYMEHTA), eAMHuLa XpaHeHus, eamHuua ydeta ogHoro dooHga. O6bekToM onucaHms
ana Temartudeckoro o63opa MO [OKYMEHTaM apxvmBa $BNAeTcAa LOKyMeHT (rpynna
OOKYMEHTOB, 4YacCTb JOKYMEHTA), eQuHMLA XpaHeHus, eaMHuua ydyeTa ogHoro doHaa (4actu
doHaa, rpynnel HOHAO0B) apxuBa Mo onpeaeneHHon TeMe.

7.5.2. OB3op doHOa BKAYAET CUCTEMaTU3MPOBaHHbIE CBeAEeHUS O COocTaBe U
cofep’kaHum JOKYMEHTOB OAHOro (hoHAaa.

7.5.3. Tematuyeckunin 0630p BKNIOYAET CUCTEMATU3NPOBAHHLIE CBEAEHMS O COCTaBe U
cofepXXaHuMm 4acTu OOKYMEHTOB OAHOro unu rpynnsl OOHAOB apxvBa MO onpeneneHHon
Teme.

7.54. lpu coctaeneHnn o0630poB nNpuMeHsieTcsa AnddepPeHUMPOBaHHbIA NOAX0A,
3aknoyarwuincs B Belbope oHaa U / unu Tembl, NpUHUMNA FPYNNUPOBKA MHopMaunn B
OCHOBHOW YacTu o63opa, NPMMEHEHNM Pa3NNYHOWM METOAMKM NpeacTaBneHnst MHopMaLuumn o
OOKyMeHTax (MHOVBMAYanbHbIE UK FPYNNOBbLIE aHHOTALMK), PA3NINYHON METOAMKN ONUCAHWS
OTAENbHbIX BUOOB OOKYMEHTOB, BbISIBIEHUN LIEeNecoobpasHoro coctaBa U CTEMEHWU MOSHOThI
CrpaBOYHOroO annapaTta k 063opy.

7.5.5. OBG30p COCTOMT M3 COBOKYMHOCTU aHHOTALUMIA OTAENbHbIX TPynn efuHuL,
XpaHeHus, eanHUL ydeTa, JOKYMEHTOB U CNpaBOYHOro annapara.

B aHHOTauum wusnaraetca cogepXkaHue rpynnbl eOuHUL XPaHEeHWUs, eduHuL, yyeTa,
OOKYMEHTOB,  yKasblBalOTCH  OCHOBHble  PasHOBMAHOCTW  OOKYMEHTOB, WX aBTopbl,
XPOHOMNOrMyeckme pamku, NOANMHHOCTb, MOUCKOBbIE AaHHble. B 063ope doHaa nouckosble
OaHHble COCTOSIT U3 HOMEPOB OMUCEN, eOQUHUL XPaHEeHWUs, eauHUY, yyYeTa, NUCTOB eAMNHNLbI
XpaHeHusi; B Mexd(OoHOOBOM TeMaTuyeckoM 0630pe MOUCKOBble [aHHble [AOMOSHATCH
HoMepamu choHAOoB. B cnpaBoyHbI annapat 063opa BXOOAT TUTYIbHbIA NINCT, COAEPKaHNe
(ormaBneHue), npegucnoBuMe, CMUCOK COKpalleHwun, ykasatenu. K temartudeckomy o63opy
OOMKHbI ObITb COCTaBMNEHbl CMUCOK (POHA0B, MHPOPMaLMSA O KOTOPbIX COAepPXKUTCA B 0630pe,
n 6ubnuorpacdwms no teme.

B npeavcnosum k 0630py m3naraTca cBedeHus Nno uctopumn oHgoobpasoBaTtens u
nctopumn poHaa, CTpyktype o63opa, CocTaBy CrpaBOYHOro annapara.

7.5.6. B ocHOBY nocTpoeHus 063opa MOryT 6biTb NOMOXKEHbI CTPYKTYPHbIA, OTPaCieBON
(dbyHKUMOHANbHbBIN), NpegMeTHO-TEMaTUYeCKui, reorpadyecknii, XpPOHOMOrMYECKUA 1©
apyrue npusHaku.

[nsa ob63opa oHAa NMMYHOIMO MPOUCXOXKOEHMS UCMONb3YETCA CXema cucTemaTusaumu
OOKYMeHTOB dpoHAa.

7.6. ctopunyeckaa cnpaska

7.6.1. B apxuBe opraHuMsauuun COCTaBMSETCS WUCTOpPUYECKasi CrpaBKa K apXMBHOMY
GOoHAY - AOKYMEHT, coaepKallmi cBedeHuss No ncropmum oHgoobpasoBaTtens U apXMBHOMO
doHOa, KpaTKyld XapakKTepMCTUKY COCTaBa W COAEPXaHUA ero OOKYMEHTOB U CUCTEMbI
Hay4HO-CNpPaBOYHOro annapara apxvBa.

NcTopuyeckas cnpaska COCTOUT M3 pasaernos: ncropus oHgoobpasosaTtens, MCTopus
doHAa, XxapaKkTepucTmka JOKYMEeHTOB hoHAa.

7.6.2. MepBbii pasgen - uctopus oHgoobpasoBaTenst - BKIOYAET XapaKTEPUCTUKY
WUCTOPUYECKMUX  YCMOBUA  BO3HUKHOBEHWS  OpraHuWsauuMu, HasBaHuMe  opraHusauuu-
npeawecTBeHHNKa, B XPOHOMNOrMYeckon nocneoBaTtenbHOCTU BCEX peopraHv3auun, B TOM
yucrie cneayolne cBeeHus:



Jatbl co3faHuda, npeobpasoBaHWs U NUKBMAALUM OpraHM3aLMuM CO CCbIIKOW Ha
3aKoHoAaTernbHble aKkTbl WMMAWM  pacnopsiauTenbHble OOKYMEHTbl; HasBaHWe opraHum3auuu-
npeemMHuKa;

3aga4um u OyHKLMM OpraHm3aumm u nx N3MeHeHus;

MacwTab [OesATenbHOCTM opraHu3aumMM, COCTaB CUCTEMbl  MOABEOOMCTBEHHbIX
opraHusaumi;

MECTO OpraHu3auum B CUCTEME [OCydapCTBEHHOro annaparta, 3KOHOMWUYECKOWN,
00LWEeCTBEHHO-MONMNTUYECKON, KYNIbTYPHOW U OPYrON XNU3HU;

N3MEHEHNsI B HA3BaHUN N MOAYNHEHHOCTU OpraHu3auum;

CTPYKTYpa OpraHnsaumm n ee M3MeHeHus.

[Ona ob6beanHEHHOro apxvMBHOIO oHAA MOXET COCTaBnATbCA obwas ucTopusi
doHaoobpasoBaTenen.

B OTHOWeEHMM apxXMBHOW KOMMEKUUN - YKa3bIBAKOTCA CBEAEHMS MO UCTopuuM ee
CcO3[aHus, CBedeHus O CcocTaBuTene, a TakkKe O MECTOHaxXOXOeHUW Konnekumm Ao
NOCTYNIEHNsI B apx1B (eCrn oHa He Bbina co3gaHa B apxuBe).

7.6.3. Bropou pasgen - nctopus doHa - BKNIOYaET cneyoLine cBeaeHus:

Aarta nepBoro NocTynneHnss OKyMeHTOB hoHAa B apxmB, Nx o6bem v kpanHue Aathbl;

N3MeHeHNst B coctaBe M obbeme ¢poHOa M MX NPUYUHBI (NPOBEdEeHME IKCMepTU3bl
LleHHOCTHN, yTpaTbl, HE3a40KYMEHTUPOBaHHbIE Nepuoabl);

CTeneHb COXPaHHOCTUN AOKYMEHTOB;

0Cc06eHHOCTM hOPMUPOBAHMS, ONMUCAHUS U CUCTEMATU3ALUN JOKYMEHTOB, CBEOEHUSA O
HanU4MM JOKYMEHTOB, BbIXOASLMNX 3@ XPOHOOrM4eckme rpaHunubl ooHaa;

CBEOEHUA O Hannuunm OOKYMEHTOB hboHooobpasoBaTtens (B TOM 4ucne no nu4yHomy
COCTaBy), HaxogsLWMXCa B COCTaBe ApYyrux (QOHAOB MMM apXMBOXPaHWUNULL, U MecTax KX
XpaHeHus;

CBEe[leHMs1 O HanuyMm [OKYMEHTOB [pYrux opraHusaumim wunu nuy  (doHaosble
BKIOYEHUS);

COCTaB Hay4HO-CMPaBOYHOIO annapaTa K hoHay.

7.6.4. Pasgen no uctopun doHOa COOAEPXKUT TakKkKe TaKMe 3feMEeHTbl ONUCaHus, Kak
aHHoTauus, Oubnuorpadmsa, wHpopmaums o060 ycnoBusx [AOCTyna W WUCMNOMb30BaHMS
[OOKYMEHTOB.

AHHOTauUMa BkNovaeT B cebsa KpaTkyldo OOOOLLUEHHYH XapaKTepuUCTUMKy COCcTaBa
[OKYMEHTOB MO CTPyKType dhoHAa U No BuaamM OOKYMEHTOB, COAEpXXaHWUs OOKYMEHTOB MO
TemaMm, BOMpoOcaM, OTpPaXalLUM HanpasneHus [eaTenbHocTM dgoHaoobpasoBaTens, C
yKasaHuem XpOHOMormm TeM W obBo3HadYeHuem ux reorpadudecknx (agMUHUCTPaTUBHO-
TeppuTopmanbHbIX) rpaHunL.

bubnuorpacus  BknYaeT  CAMCOK  OMNYGNUKOBAHHbIX U HEOMyONMKOBAHHbLIX
CrnpaBOYHMKOB N0 hOHAY M LOKYMEHTanbHbIX NyOnukaunuii, BbINOSIHEHHbIX HA €0 OCHOBE.

7.6.5. TpeTun pasgen BknovaeT 0006LLEHHYIO XapakTepucTuKy oHAa Mo COCTaBy M
COLEpPXaHVIO AOKYMEHTOB B LIESTIOM M OTAENbHbIX rPYMnn OOKYMEHTOB; CBEAEHMS O Hanu4uu
OOKYMEHTOB, BbIXOAALMX 32 XPOHOJOTMYECKME paMku OoHAa, O Hay4HO-CMpaBOYHOM
annaparte K poHay, 0 BMaax Hocutenen nHdopmauuu.

7.6.6. Btopon u TpeTui pasgenbl UCTOPUYECKOW CMpaBKM apXUBHOW KOSMEeKunn
CTPOSATCS MO aHanornm ¢ COOTBETCTBYIOLLMMY pasgenamMmm UCTOPUYECKON CNpaBKn apXMBHOMO
doHaa opraHusaumu.

7.6.7. CnpaBka noanucCbiBaeTCs WCMOMHUTENEM W 3aBefyloluM apXvMBOM (NULIOM,
OTBETCTBEHHbIM 3a apXuB).

VcTopnueckaa cnpaBka nedaTtaeTcss B YeTbIpex adkK3emnngpax: Tpu 3dk3emnnspa
nepepalwTca B rocyapCTBEHHbIA apxXuB Mpu NepBov nepefave AOKYMEHTOB doHAa; OAWH
XpaHuUTCA B fene oHaa B apxmBe opraHnsaumm.

7.6.8. Victopnueckas cnpaBka OOMOMHAETCA Npu nononHeHuu ¢poHaa mnu B cryvae
peopraHvM3aunn, U3MeHEeHUs1 CTPYKTYpbl M byHKUMIA opraHusauuun. ctopuyeckas crpaska
(4acTb ee) npencTaBnseTCa B rOCYAapCTBEHHbIA apXvMB BMECTE C KaXXOOW 3aKOHYEHHOW
OMUCBLIO.

7.7. ABTOMaTU3NPOBaHHbIA Hay4YHO-CMPaBOYHbIN
annapat apxvBa



7.7.1. ABTOMaTU3NPOBAHHbLIA HAy4YHO-CNPAaBOYHbIA annapaT apxuBa - KOMMMEKC
3NEKTPOHHbIX CNPaBOYHUKOB (6a3a AaHHbIX OMUCAHUA OOKYMEHTOB), NpeAHa3Ha4YeHHbIX 4N
adhpeKTUBHOIO NONCKa apXmMBHbIX JOKYMEHTOB U MHGDOPMaLUU.

7.7.2. AsTomatmampoBaHHbii HCA MoxeT 0asvpoBaTtbCsl Ha MHGOPMALMNOHHO-
MOVCKOBOW CMCTEME, CO3aBaeMoW B TEKyLLleM Oeronpon3BOACTBE OpraHmM3auun, 1 npexae
BCEr0 TaKMX €€ 3MIEMEHTaXx, KaK 3IEeKTPOHHbIE CMPaBOYHbIE KapTOTEKU, HOMEHKNaTypbl Aen,
knaccudukatopbl (KOPPECMOHAEHTOB, CTPYKTYPHbIX MOApa3geneHvn, HasBaHun BUOOB
OOKYMEHTOB 1 ap.).

OCHOBHBbIMX MONSAMU  3MIEKTPOHHOW PErMCTPALMOHHO-KOHTPOsbHON KapTodkn (PKK)
ABNAOTCA: aBTOp (KOPPECMOHAEHT), Ha3BaHWEe BMAa AOKYMEHTa, AaTa, WHOEKC OOKYMEHTa,
3arofloBOK (KpaTKoe cofepkaHue), pe3ontoumsi, CPOK UCMOSTHEHNS], OTMETKa 00 MCMOMHEHUH,
apXUBHbLIV WNKP.

Monck MHdhopmauun 0 AOKYMEHTE MOXET OCYLLECTBMAATLCA Kak no ogHoMy nonto PKK,
Tak 1 No KOMBUHaLMK Nonen.

7.7.3. MNone PKK "Homep gena no HOMeHkNatype" ABMAsieTCs CBA3YIOLLMM NOUCKOBbLIM
PEKBU3MTOM MpU Mepexode OT Moucka WHopmauuy Ha YpOBHE LOKYMEHTA K MOWCKY Ha
YPOBHe gena.

Mpy HanNMyuM 3NEKTPOHHOW HOMEHKNATypbl €N B aBTOMaTU3MPOBAHHOM pEXMME
OCYLLECTBNAETCHA CNMCaHNE JOKYMEHTOB B 10 1 U3BMeYeHne JOKYMEHTOB U3 aena.

Ecnu nonb3oBaTenb OCyLeCTBNAET NOUCK MHOPpMaLMM MO HOMEHKNAaType Aden, a emy
TpebyeTcs NepenTh K KOHKPETHOMY AOKYMEHTY, aBTOMaTUYECKM MOTYT CO34aBaTbCs NepeyvHu
[OKYMEHTOB, BOLLEALINX B Aena.

OCHOBHbBIMW MOUCKOBBIMW PEKBU3NTAMU HOMEHKNATYpbl Aen ABMASKTCS: MHAEKC Aena,
3arofloBOK Aena (Toma, 4acTtu), KonnyecTBo fen (TOMOB, YacTen), CPOK XpaHEHUS U CTaTbs
no NepeYHto.

7.7.4. Ha ocHOBe 3neKTpOHHOM HOMEHKNaTypbl AeN B aBTOMaTM3MPOBaHHOM pexume
ocywiecTtBnsietca ¢opmupoBaHue onucen pgen. lMpu atom "dunbtpom” pns otbopa
MHopMaLMK ABMAKTCA CPOKN XPaHEHWUS] OKYMEHTOB (MOCTOSIHHOIO, BpeMeHHOro (cBbiwe 10
NeT) XpaHeHwusi, Mo IMYHOMY COCTaBy).

B aneKkTpoHHOW onucK copepXaTcsi PEKBU3UTBI ONMCaHUs MHAOPMaLMU Ha YpOBHE
gena. Ob6s3aTenbHbIMU PEKBU3MTAMW OMUCAHWUS SABMASKOTCHA: MOPSAKOBbLIA HOMEpP 3anucu
(Homep pena), vHOEKC Oena, 3arofioBOK Aena, yKasaHue Ha MOASNMHHOCTb (KOMUMHOCTD),
KpanHue gaTbl JOKYMEHTOB, KONIMYECTBO JIMCTOB B Aere, aHHOTauust JOKYMEHTOB.

CoBOKYNHOCTb 3NIEKTPOHHbIX onucen gaeT nHdopmMaumio 0 oHAE B LIESNOM.

7.7.5. OnektpoHHble PKK saBnsiloTcs ocHOBOWM AN Co3gaHuMsi aBTOMAaTM3MPOBAHHOIO
KaTanora.

Ecnu B TpagnumoHHom HCA Buabl 1 pasHOBUOHOCTU KaTanoroB (CUCTEMATUYECKUR,
TemMaTU4eCK1n, MMEHHOW, N0 UCTOPUM YYPEXOEHUA 1 Op.) CBA3aHbl Mexay cobon cucteMon
OTCbINIOK, TO B aBTOMAaTU3MPOBAHHOM pexume (opMUpyeTCa OOWH 3MNEKTPOHHbLIA KaTarnor,
CoLepKaLlMin ONMMcaHNe Ha YPOBHE AOKYMEHTa unu gena.

Katanor cHabxaeTca Krm4eBbIMW CroBamu, OTpaXalWwumn TeMy, reorpaduyeckoe
HasBaHue, nepcoHanun w T.4. [lpedycMOTpeHHass B KaTanore cxema Kraccudukauum
MO3BOMSIET OTHECTU OOKYMEHT K OAHOW UNWN Heckonbknum pybpukam. MNMouck nHdopmaummn no
cxemMe  Krnaccudukauum — MNO3BOMSIET  MCMOMNb30BaTb  JMIEKTPOHHBLIA  KaTanor  Kak
cucTeMaTU4ecKnin, Katanor no reorpadnyeckumM HasBaHUSM - Kak reorpagouyeckun m T.4.

Mpn oTCcyTCTBUM B OpraHuM3auun aBTOMATU3NMPOBAHHOW CUCTEMbI perncTpauum
OOKYMEHTOB cos3gaeTca 0as3a [aHHbIX OMUCaHWA Ha YPOBHE AOKyMEeHTa (SMEeKTPOHHbIN
KaTaror).

OCHOBHbIMU pPEKBU3UTaMWU OMUCAHUA B 3MNEKTPOHHOM KaTarnore sBRSAOTCA: MHAOEKC,
pybpuka, nogpybpuka, gata cobbiTusl, MecTo cobbiTusl, cogepXaHue, HasBaHve ¢oHAa,
Homep ¢oHOa, HOMep onucu, HoMep Aerna, HoMmep nucta. PekBuantbl: HasBaHue oHAa,
Homep dhoHAa, HOMep onucK, HOMEpP Aerna, HOMEp NUcTa CoaepXaT yYeTHble XapakTepPUCTUKM
1 MOryT TpaHCOPMUPOBATLCS N3 YYETHON aBTOMATU3NPOBAHHOW CUCTEMBI.

7.7.6. ABTOMaTU3MPOBAHHLIN HAYYHO-CMPAaBOYHLIN annapaT npegocTaBnsaeT Mo
CpaBHEeHUO C TpaguumoHHbiM HCA ©Gonee WMpOKME BO3MOXHOCTM OMEpaTMBHOMO U
MHOFOACMNEKTHOrO MOWNCKa apXUBHbIX JOKYMeEHTOB. PyHkummn HCA BbIMOMHATCA C MOMOLLbIO
npouenyp novcka wHdOpMauuu, NpeacTaBneHust pes3ynbTaToB MOWCKa Ans 3KPaHHOro
npocmMoTpa nunun B Buae annos U pacrneyaTtok, POpM1POBaHUA TEKCTOB CNPaBOYHNKOB.



KntoueBble cnoBa, xapaktepusyolive oObekT onucaHusi, BBOOATCA B CUCTEMY B
npouecce onuMcaHus UM nocne ero 3aBeplieHus. KrniouesBble cnoBa [aloT NOMb30BaTENHO
BO3MOXHOCTM ObICTPOro noncka nHdopMauumn Ha ypoBHe poHaa, onucu, aena, LOKyMeHTa.

Monck wWHdopMaumm no MOSHOTEKCTOBLIM 0a3am AaHHbIX, BKMOYAOLWMM MOJSHbIE
TEKCTbl MaTepuasnoB (apXMBHblE AOKYMEHTbI, XypHarbHble CTaTbW, 3aKOHOZATENbHbIE aKThl),
npegycmartpuBaeT obpalleHne nonb3oBaTens npexae Bcero K pedepaTy (BBeAEHUIO) U
3arosloBkaM pasfgesioB JOKYMeEHTa C NepexofoM, nNpy HeobXo4MMOCTH, K COOTBETCTBYIOLLIEMY
TekcTy. Nonb3oBaTento npu HeoOXoANMMOCTM NPEeAOCTaBMSsIETCS ornepaTUBHast BO3MOXHOCTb
NOJTy4EeHUsT KoMK MOJTHOMO TEKCTa AOKYMEHTA.

Monck mHdopMaLMM MO MOSTHOTEKCTOBLIM OOKYMEHTaM MOXET OCYLIECTBNATLCA MO
Jeckpuntopam, KoTopble BblOMpalTCA U3 MedaTHbIX BEpCcUi Tesaypyca, wunu  no
KnaccMukaumMoHHbIM MHAEKCAM, a TakkKe MO CroBaM €CTECTBEHHOro f3blka M3 TekcTa
JOKyMeHTa.

7.7.7. JokyMeHTbI, noanexawime nepegadye Ha NoCTOSIHHOE XpaHeHue, nepefarnTcs B
rocyapCTBEHHbIN apxnB BMeCTe C aBToMaTuanpoBaHHbiM HCA.

Hanunune obsa3aTenbHbIX PEKBM3UTOB B CTPYKType 6a3 JaHHbIX aBTOMAaTU3MPOBaHHOIO
HCA u npepgocTtaBneHve WHgopMaUun MO 3TUM PEKBU3NTAM B SNEKTPOHHOM dhopmaTte
obecneunBaeT coBMecTuMocTb B[l apxuBa opraHusauum u astomatTmampoBaHHoro HCA
rocyaapCTBEHHOIO NN MyHULMNANbHOIO apXxuea.

8. NCIMOJIb3OBAHNE JOKYMEHTOB APXNBA
8.1. MNoHsATWe ncnonb3oBaHNSA AOKYMEHTOB apxuBa

8.1.1. Vicnonb3oBaHne apXuBHbIX JOKYMEHTOB - NPUMEHEHNEe NMHAOPMAaLMN apXUBHbIX
OOKYMEHTOB B KYMbTYpPHbIX, Hay4HbIX, MNOMUTUYECKUX, IKOHOMWUYECKMX ULEeNnsax u Ans
obecneyeHns 3aKOHHbIX NMPaB 1 MHTEPECOB rpaxaaH.

8.1.2. [lokyMeHTbl apX1UBOB OpraHu3auui SBASKIOTCA OTKPbITbIMU AN MCMNOMNb30BaHUS
apxuBOM W nonb3oBaTensamMu. VcknoyeHne coctaBnsaeT AOKYMEHTUpPOBaHHas MHopMaums,
OTHEeCeHHas 3aKkoHoAaTerbHbIMU akTaMm K KaTeropum orpaHMY4eHHOro Joctyna.

Mopsgok ucnonb3oBaHus OOKYMeHTOB ApxuBHOro doHaa Poccuiickon depepaumn,
HaxoOsALWNXCA Ha BPEMEHHOM XpaHEHUU B opraHusauusx, onpefaensieTcs UMM Ha OCHOBe
HacTosLwmx [Mpasun.

8.1.3. OcHoBHbIMK hopMamMm NCMONb30BaHUS AOKYMEHTOB apxmBa SABNATCS:

NMHOpMMNpOBaHNE PyKOBOACTBA U CTPYKTYPHbIX MOApa3feneHnn opraHnsaumu, a Takke
Opyrux opraHnsauni o0 HanmMynm B apxmBax TeX UMu UHbIX JOKYMEHTOB U UX CoAepKaHuu;

NCNONHEeHWe 3anpoCcoB rpaxaaH 1 opraHn3aumin counansHO-NPaBoBOro Xxapakrepa;

MCnonb30BaHMe AOKYMEHTOB B CpeACcTBaxX MacCoOBOW UHopMaLnu;

NMOAroToBKa MHPOPMAaLMOHHBIX MEPONPUATUI: BbICTABOK, KOH(bepeHumn u ap.;

BblJaya JOKYMEHTOB Ans paboTbl B YMTanbHOM 3ane apxuBea;

Bblgaya JOKYMEHTOB BO BPEMEHHOE MOoNb30BaHUe.

8.1.4. NHpopmmnpoBaHne M WUCMNONHEHWE 3anpOCOB PYKOBOAMTENEW opraHu3auun u
CTPYKTYPHbIX MoApasfenieHnin, a Takke ApYrux opraHnsaunin OCyLLEeCTBSEeTCA apXMBOM M0
onpeferneHHoM TemaTuke MO 3anpocy WNUM B MHMUMATMBHOM nopsigke B dopme
WH(OPMALIMOHHOIO NUCbMa WM  CNpaBkM O HanMuuum B apxuMBe COOTBETCTBYIOLLMX
[OKYMEHTOB.

WHdopmupoBaHne pykoBoauTeNen opraHnsauuy MoXeT NpOou3BOAUTLCA B dhopme
nepeyHsa 3arofioBKOB AeNn UM JOKYMEHTOB MO onpeferieHHoW TemaTuke unu no Buaam c
yKkasaHvem pJaT AOKYMEHTOB W MOWCKOBbIX AaHHbIX. B Heobxogummbix cnydasx pgarTcs
aHHOoTauuw.

3aronoBkn [OKYMEHTOB MMM Aen pacnonaralnTcd B MEepeyHe He3aBUCMMO OT MX
HOHAOOBOW MPUHAANEXHOCTU: MO XPOHOMOrMnM cobbiTWA, MO BoOMpocaM, MO BuAaam wnu
3HaYUMMOCTW AOKYMEHTOB B 3aBMCMMOCTU OT 3anpoca.

UHdopMmupoBaHne pykoBoaAUTENEN MOXET MpousBoauTbCs Takke B dopme
Tematudeckon noabopku konui  AokymeHToB. Konwum pacrnonaratlotcs B FIOTMYECKOMN
nocrneaoBaTenbHOCTM; K MOAOOPKE KOMWW npunaraeTcsl TUTYMbHbIA NNCT, a Takke npwu
HeoOXOAMMOCTN UCTOpMYECKas crnpaBka, MepeyeHb U apyrue matepuans.

lMepeyeHb, NUCbMO, CrpaBka, HanpasnseMble BHYTPW OpraHusauuun, noanucbiBaroTcs
3aBeqyloLnM apXuUBOM; MpPU BbIMOSIHEHUKU 3arnpoca ApYror opraHmsauuu nNUcbLMOo, crnpaska,
nepeyveHb, TemaTuyeckas nogbopka KONWA [OOKYMEHTOB MOAMMCHLIBAIOTCA 3aBedyloLivM



apXMBOM W HanpaBnsloTCA C COMNPOBOAWTENbHBLIM MUCBMOM 3a MOAMNUCLID PYKOBOAMTENS
opraHusaumm.

8.2. \cnonHeHue 3anpocoB rpaxgaH
1 opraHusaumi coumanbHO-NPaBoOBOro xapakTepa

8.2.1. WHcopmauns coumanbHO-NPaBOBOro XxapakTepa MO 3anpocam rpaxgaH u
opraHu3auum Bblgaetcs B (hopme apxvMBHOMW CpaBKn, apXUBHOW KOMUM N apXMBHOW BbIMUCKW.

ApxvBHas crpaBka - OOKYMEHT, COAepalluMn apXuBHYK MHQOpMauuio o npeamete
3anpoca, C Yyka3aHMeM MOUCKOBbIX AaHHbIX [OKYMEHTOB, Ha OCHOBaHWW KOTOPbLIX OHa
cocTaBsrneHa.

ApXxuBHasi KOMUS - JOKYMEHT, BOCMPOU3BOASALLNIA TEKCT UMM M300paxeHne apXMBHOrO
OOKYMEHTa, C yka3aHWeM ero NomcKoBbIX AAHHbIX.

ApXvBHasi BbINUCKA - AOKYMEHT, JOCIOBHO BOCNPOM3BOASALLMIA YacTb TEKCTA apXMBHOIO
OOKYMeHTa, OTHOCHALLYHCS K OMnpederieHHOMYy BOMpocy, akTy unu nvdy, C yKkasaHuem
MOVCKOBbIX JAHHbIX JOKYMEHTa.

ApPXVBHbIE CMPaBKW, BbIMMCKU U KOMUK BbI4AKOTCA Ha OCHOBaHUM NMMCbMEHHOIO 3anpoca
nonb3oBaTensi, KOTOPbIN OOIMKEH codepaTb HauMeHOBaHuWe (M agpec npu nepechisike)
opraHmsaumm (apxvBa), KOTOPOW OHW afpecoBaHbl; M3MOXEHWEe CyllecTBa 3anpoca;
damMunmio, UMa 1 OT4ECTBO OBpaLLaloLLerocs; ero agpec, KOHTaKkTHble TenedoHbl; gaTy u
MNNYHYO NOANUCH.

ObpalleHns rpaxgaH, B KOTOpbIX OTCYTCTBYIOT damunuu, agpeca U noanucu
obpalLLaloLWmMXCsl, CYMTATCA aHOHUMHBIMUA U HE noAgnexart pPacCMOTPEHUIo; Npu NINYHOM
obpalleHn npu Hanmuuu amunum 1 agpeca Hegocrtawowasi MHopmaums MoXeT ObiTb
BOCMOJTHEHA.

CpoK  UCMOMHEHWsT  3anpoCcoB  COLMAnbHO-NPAaBOBOrO  XapakTepa rpaxgaH W
opraHu3auui nNo matepuanam apxmea He JOImkeH npesbiwaTtb 30 AHEN co AHA perncrpaumu
obpatueHus. Tpy CrnoxXHbIX 3anpocax CPOK MOXET ObITb NPoAneH, HO He Gonee yem Ha 30
OHel ¢ obA3aTenbHbBIM yBEOOMITEHNEM 00 3TOM 3asiBUTENS.

CpoK MCMONHeHUs 3anpocoB C WUCMOMb30BaHMEM TOMBbKO  Hay4HO-CMPaBOYHOIO
annaparta apxuBa - He 6onee 15 gHen ¢ MOMEHTa perncTpauun obpaLleHus.

Mepecbinka HenPoMUIbHbLIX 3aNPOCOB MO MPUHAAMNEXHOCTU B Apyrue opraHnsauum nnm
apxuBbl, a Takke WHMOPMUPOBaHME OO 3ITOM 3asBUTENS AOMKHO OCYLUECTBNATbCA B 5-
OHEBHbIN CPOK C MOMEHTa obpalLeHns.

8.2.2. Apx1BHbIe CMnpaBKM COCTaBMAIOTCA HA OCHOBAHUWM OOKYMEHTOB (MOASIMHHUKOB U
3aBEPEHHbIX KOMUIN), XPaHALLMXCH B apxuBe; UCMOMb30BaHWE He3aBEPEHHbLIX AOKYMEHTOB,
OTHOCSILLMXCSA K BOMpocy obpalleHuns, oroBapuBaeTcs B TeKCTe crnpaBku ("He3aBepeHHas
konusa"). Tlpu OTCyTCTBMM B apxmBe [LOOKYMEHTOB, cogepXalux CBedeHus Mo
3anpaluvMBaeMOMy BOMPOCY, apxvMBHasi CnpaBka MOXeT ObiTb BblAaHa MO XpaHAWMMCS B
apxuBe MevaTHbIM MarTepuanam, OTHOCALIMMCH K npegmeTy obpalleHusi, C TOYHbIM W
MOMHbIM YKa3aHNeM MCTOYHMKA.

ApXUBHbIE CMpPaBKM COCTaBMIAKTCA MO YCTAHOBMNEHHOW ¢opme (mpunoxeHue 42) Ha
OnaHke apxXuBHOM CnpaBku unn obem bnaHke opraHM3aumm.

B cnpaBke npuBOAATCA Ha3BaHMA, AaTbl M HOMepa AOKYMEHTOB W uM3naralTcs
cBeeHusl, MEelLLIMEecs B Ha3BaHHbIX JOKYMEHTaX M OTHOCALWMECS K BONPOCY obpalleHus.
MN3noxeHne faeTcsa B XPOHONOMMYECKOM nocregoBaTenbHOCTU cOBbITUR, @ HE JOKYMEHTOB, B
KOTOpbIX OHM ocBellatoTcs. [JonyckaeTcs NpMBOAUTL B CNpaBKe BbIAEPXKKN M3 JOKYMEHTOB,
3aKknoyas MX B KaBbluKW. HasBaHWsi opraHusaumii B TeKCTe CcrpaBkuM nNpyv MNepBOM
ynoTpebneHun npuBOOATCA MOMHOCTbIO, a B CcKoOkax wx oduumanbHO MNpUHATbIE
COKpaLLEeHMs; MPU NOBTOPHbIX YNOMUHAHKAX - TOJNTbKO COKPALLLEHHbIE.

B cnpaBky BKMOYaOTCA TOMbKO CBEAEHUS, YTOMMHAEMble B JOKYMEHTaX.

B TekcTe apxuBHOW CrnpaBKM He [OMyCKalTCA KOMMEHTapuu, COOCTBEHHbIE BbIBOAbI
WCMNOMHUTENS NO COAEPXKaHMIO MCMOMb30BaHHbBIX JOKYMEHTOB.

lMocne TekcTa cnpaBKvM MOMELLAOTCH apXMBHble LWINMPbI AOKYMEHTOB, MOCMAYXMUBLUMX
OCHOBaHMeM Ans COCTaBIeHWsl TeKcTa crnpaBku (Homepa hoHAOB, onucen u gen, a Takke
HOMepa NCTOB B Aene).

ApxvBHas  crnpaBka  NognuCbiBaeTcs  pykoBoAuTENeM  opraHmsauMu  unu
nogpasgeneHusi, B COCTaB KOTOPOrO BXOAMT apxuB, U PYKOBOAMTENEM apxuBa; Npaso
MOANMCK CMpaBKW yCTaHaBnMBaeTCA B MonoxeHun o cnyxbe OOY wnu B nonoxeHun ob
apxuBe opraHusaumu. CnpaBka 3aBepsieTCcs neyaTblo OpraHu3auuu; BTOPOW 3IK3eMMnsp



apXvMBHOW CrpaBKM 3aBepsAEeTCs PYKOBOAMTENEM apxmBa W XpaHUTCA B [enax apxusa B
COOTBETCTBUM C HOMEHKNATYpOu aen.

8.2.3. ApxuBHble KONWW W BbIMUCKM W3 [OKYMEHTOB BbIAOTCA B COOTBETCTBUM C
3anpocoM. NoeHTUYHOCTb NOAMNMHHUKY BblOAHHBLIX apXMBHBLIX KOMWIA M BbIMMCOK 3aBEpPSAETCA
NOAMUCBHI0 PYKOBOAWUTENS OpraHuM3auum WnM yrnoriHOMOYEHHOrO UM nuua (pykoBoauTensi
noapasgeneHus, B COCTaB KOTOPOrO BXOAUT apXMB) U repboBON nevaTbio opraHM3aumm.

Bbinucka npon3BoAMTCA TOMBbKO M3 OOKYMEHTA, B KOTOPOM COAEPXWUTCS HECKOSbKO
OTAEnbHbIX, He CBS3aHHbIX Mexay cobow BOMpocoB. Bbinucka [ofmkHa BOCMPOM3BOAWTL
NOJSTHbIN TEKCT YacTW AOKYMEHTa, OTHOCSALLENCSH K 3anpocy.

OTaenbHble CrioBa U BbIpaXXeHUS MOAJIMHHOTO [OKYMEHTA, a TakKe WCnpaBreHus,
NoAYMCTKM, Bbi3blBalOLME COMHEHUE B MX AOCTOBEPHOCTU, OroBapuBalTcsa cnoBamu: "Tak B
nokymeHTe" nnm "B TekcTe Hepa3zbopumnso".

MalumMHONNCHbIE apXMBHbIE KOMWM WM BbIMUCKUA U3roTaBnuBatoTCA Ha 6GraHke nucbma
opraHusaumm ¢ 0003Ha4yeHveM Has3BaHWsi [OKymeHTa: "ApxuBHas konus", "ApxuBHas
Bbinucka". Mpy M3roToBneHUn kcepo- nnu hoTOKONUA AOKyMEHTa GnaHk opraHmsauun, Kak
npaBuso, He NCMOob3yeTcs.

lMocne TeKkcTa apXMBHOW KOMUW WM BbIMUCKM YKa3blBAa€TCA apXUBHbIA  LWIMAP
JokymeHTa. Ecnu konusa unm Bbinucka 3aHMMaloT Gornee OAHOro fucTa, apXvBHbBIA WP
ykasbiBaeTcst Ha 0b6opoTe Kaxaoro nucta. Bce nucTbl apXMBHOWM KONUW MW BBIMUCKW JOMKHbI
ObITb CKpenneHbl, MPOHYMEPOBaHbl U Ha MECTE CKpeneHns 3aBepeHbl apXUBOM.

8.2.4. ApxvBHbIe CnpaBKku, KOMUN N BbINMUCKU U3 apXMBHbIX JOKYMEHTOB HanpaBnalnTCs
3a8BUTENSM MO MOYTE C COMPOBOAMTENbHBIM MUCbMOM, MOAMMCAHHLIM PYKOBOAUTENEM
opraHuMsaummM unM CTPYKTYPHOro noApasfeneHns, B COCTaB KOTOPOro BXOAWUT apXuB.
ApXuUBHbIE CMPaBKX, KONUW N BbIMUCKU MOTYT Bbl4ABaTbCS NMOA PAchnMCKy Ha pyku 3asBUTENAM
npy npeabsBneHUM nacnopta MAM WMHOro AOKYMEHTa, YOOCTOBEPSIOLEro JUYHOCTb; WX
pPOOCTBEHHVMKAM WNW [OBEPEHHbIM MMUaM Npu NpeabsBneHUn HoTapuanbHO 3aBepeHHOW
[OBEPEHHOCTU, OPOPMIIEHHOM B COOTBETCTBMM C 3aKOHOAATENBCTBOM.

Monyyatenb apxvMBHOW CMpaBKW, KOMWW WIU BbIMMCKU pPaclUCbIBAETCS HA BTOPOM
3K3emnssipe Mory4yaemoro JOKyMeHTa, OCTalLWeMCsi B Aenax apxuBa, C ykazaHMeM OaHHbIX
nacrnopTa unm gpyroro JOKYMEHTa, yOOCTOBEPSIIOLLEro JIMYHOCTL nosyyvaTens.

8.2.5. Apx1B B COOTBETCTBMM C 3aKOHOAATENBCTBOM obecneymBaeT: NpaBo rpaxgaH Ha
OOCTyN K OOKYMEHTUPOBAHHOM WMHGOPMauUMM O HWX; MpaBO 3HAaTb, KTO M B Kakmx Uensix
ucnonb3yeT U UCnonb3oBan aty uHdopmaumo. OTkas rpaxgaHuHy B JOCTyMNe K JOKyMEHTaMm
0 HeM MOXeT bbITb 0BxanosaH B cyaebHoOM nopsigke.

ApxuB opraHusaumun obs3aH npegocTtaBuTb MHopmauuo 6ecnnaTHo no TpeboBaHMio
TEeX OpraHusaumn 1 nuu, KOTopbiX OHO Kacaetcs. OrpaHMyYeHns BO3MOXHbI NKWLLb B Cry4ask,
npeaycMOTPEHHbIX 3akoHoaaTenscTBoM Poccuiickonn ®epepauun. ApxmB MOXET UCMOMHATb
TeMaTtuyeckne 3anpocbl pUANYECKUX 1L, a Takke 3anpocbl U3NYeckux nuuy
UMYLLLECTBEHHOrO N (PMHAHCOBOrO XapakTepa Ha nnaTHoOW ocHoBe. [lepeyeHb Takux ycrnyr un
pa3Mep onnaTbl yTBEPXKAATCA PYKOBOAUTENEM OpraHn3auum.

8.2.6. [onyckaeTcsi M3bsTME W3 apxXMBHbIX Aen W Bblgada Briagensuam Wi umx
POOCTBEHHMKAM MOAJMHHBLIX JIMYHbIX OOKYMEHTOB O T[PaXKOAHCKOM  COCTOsiHUKM, 06
0o0pa3oBaHMK, TPYOOBbIX KHWKEK W OPYrMX, HE MOJIydeHHbIX B CBOE BpeMms Brnagernbuem,
[OOKYMEHTOB.

MognuHHbIE NMYHbIE  OOKYMEHTbl BbIAAOTCA C  pas3pelleHvs  pykoBoAUTENs
opraHuMsaummM  3asBUTENSM MO MpPeabsBNeHWM  nacrnopTa, WHOMO  OOKYMEHTa,
YOOCTOBEPSIOLLErO JIMYHOCTb, UX POACTBEHHWKAM WM OOBEPEHHBbIM NULAM HOTapuarnbHO
3aBepeHHON [oBepeHHoCcTU. [loanvHHbIE NUYHbIE AOKYMEHTbl MOryT ObITb BbICNaHbI
3a8BUTEMNIO LIEHHbIM NMUCHLMOM.

OpraHamu npaBonopsiaka U3 apxmea MoryT ObiTb U3bATbI LOKYMEHTbLI B COOTBETCTBUM C
3akoHogaTtenbcTBoM Poccuiickon denepaumu.

Ha mecTo u3bAToro AoKyMeHTa B [EeNO BKMAAbIBAETCH CrnpaBka O Bblgade, CHATasl C
HEro KOMuS WNM B YYETHbIX apXMBHbIX [AOKYMEHTax pJenaeTca OoTMeTka 00 u3bsaTum,
YKa3blBalOTCA HOMep, faTa M HasBaHMe [OKYMeHTa - OCHOBaHWSA ONSA U3bSATUSA, a Takke
pacnvcka nonyyartens JOKyMeHTa (Npy NIM4YHON nepegadye).

8.2.7. lpn oTCYyTCTBUM B apxmBe 3anpallMBaeMblX CBEOEHUN OTpuuaTeSibHbIA OTBET
cocTaBnsieTca Ha GraHke nucbma opraHusaumun. B Hem ykasbiBaeTca hakT OTCyTCTBMS B
[OKYMEHTax apxvMBa WHTEPECYILMX 3asBUTENs CBEAEHUA U JaloTCA pekoMeHpauuu, Kyaa
cnepyet obpatuTtbca 3a Heobxogmmon nHdopmMaumen. B cnyyasx oTpuuaTenbHOro oTeeTa,



cogepxallero ceegeHus 06 OTCYTCTBMU B apxXunBe HeobxoanMbIX OOKYMEHTOB BCrieacTBue ux
rméenun unu yTpaTbl, TEKCT NUCbMa OOJIKEH ObITb 3aBepeH ne4vyaTtbio opraHn3auunn.

8.3. PaboTa umTtanbHoro 3ana apxuea

8.3.1. B uensx co3gaHus ycnoBui ans paboTbl crieunanuctoB (norfb3oBaTenen)
HenocpeaCcTBEHHO B apXuBe CO34aeTCH YMTanbHbIN 3an (MPOCMOTPOBLIN 3ar, KOMMNbIOTEPHbIN
3an, nomelleHnMe And npocnywvBaHus (OHOOOKYMEHTOB M Ap.), 060opyAoBaHHbIN
COOTBETCTBYIOLMMN  TEXHUYECKUMU  cpedcTBamu And  paboTbl C  MUKPOKOMUAMM,
ANEKTPOHHBLIMY ayaAnOBU3YyarbHbIMU N UHBIMW JOKYMEHTaMMU.

Pacnopsgok paboTbl YnTanbHOro 3ana yctaHaBnvMBaeT PyKOBOAMTENb apXuBa.

MMpu oTCYTCTBUM B apxmBe crneuuanbHO BblOENEHHOIO NOMELLEHNS YUTanNbHOro 3ana
pabota nonb3oBaTenem C [JOKYMEHTaMU MPOU3BOAUTCS HEMOCPEACTBEHHO B paboumx
KOMHaTax apxvBa, Ansi 4yero obopyayeTtcsi COOTBETCTBYHOLLEE paboyee MeCTO.

8.3.2. B uMtanbHoM 3ane apxua MoryT paboTaTtb Kak COTPYAHUKM OpraHusauun, Tak u
nccrnegoBaTenu N3 HayYHbIX Y MHBIX OpraHvM3auni UM YacTHbele nuua.

MMonb3oBaTenu JonyckaloTCs B YMTanbHbIA 3an Ha OCHOBAHMM JIMYHOTO 3asiBMEHUS;
nonb3oBaTenu, BeayLime HayyHyto paboTy B COOTBETCTBUM C MI@HOM Hay4HbIX YYpeXOeHUn
UNn BbINOMNHSAIOWME CryXebHble 3ajaHus, MNPeAcTaBnsaioT MUCbMO HampaBuBLUEN WX
opraHu3auum; COTPYAHUKM OpraHv3aumy OOMyCKalTCH B YMTarbHbIA 3an no npeabsBrieHnn
cnyxebHoro yaocToBepeHus.

B nu4yHOM 3asBReHUM wunu nucbMe ykasblBalTCA aMunnsg, UMs, OT4eCTBO
nonb3oBaTtens, OOMKHOCTb, HAy4yHOEe 3BaHWe, y4eHasi CTeneHb, Tema U XPOoHOnornveckue
paMKun uccriefoBaHus.

PaspeweHne Ha paboTy B u4uTanbHOM 3ane [JdaeT 3aBefylolui apxvMBOM  Ha
HeoOXOAMMbIN NOMNb30BaTENO CPOK, HO, KAk NpaBuno, Ha 1 rog co gHsA odopmnenus. MNpu
HeoOXOAMMOCTU MPOAJSIEHMS CPOK COINTacoBbIBAETCA C 3aBedylolyM  apXuBOM  Unn
COTPYOHWKOM YMTanNbHOrO 3ana.

8.3.3. ApxuB opraHusaumnn npegocTasnseT puaNYeCcKnM nnu musmyeckum nuuam ans
MCMNOMb30BaHNs B YWTanbHOM 3ane, B TOM 4YuiCNe Afs WU3rOTOBMEHUS KOMWW, BbIMWCOK,
OTKpbITble JOKYMEHTbI, YYTEHHbIE M npoLleLline Hay4YHO-TeXHUYecKkyto obpaboTky, numerowme
CMpaBOYHUKM 1 OpYr1e NoncKoBble cpeacTaa.

OTka3 unmn oTcpoYka B Bblaave JOKYMEHTOB AONYCKaOTCH B Cny4vasx:

NX MAOXOro (PM3nN4ecKoro COCTOSAHUS;

OrpaHMYEeHUn Ha MCMonb3oBaHWe, YCTAHOBMEHHbIX 3akoHodaTenbCTBOM Poccuinckon
®epepaumun nnu poHpgoobpasoBaTenem npu nepegade JOKYMEHTOB Ha XpaHeHwe;

Nonb30BaHWUA [OOKYMEHTaMW COTPYOHWKAMU apxvBa ANsi BbIMNOMHEHUS CIyXeOHbIX
3aJaHun;

BblJAa4yM [OOKYMEHTOB BO BpPEMEHHOE MONfib30BaHME WM OPYromy MOfb30BaTenio B
yYnTanbLHOM 3arne.

OTka3 apxuBa B NpefoCTaBNeHUN OOKYMEHTOB AOIDKEH ObiTb Bbi4aH B NMUCbMEHHOMW
dopme U1 cogepxaTb NPUYMHBI OTKasa, CPOK [OEWUCTBUS OrpaHUYeHuin, opuanveckoe
OCHOBaHMe orpaHMYeHnin, a Takke Nnopsgok obxanosaHusa oTkasa.

8.3.4. Ha kaxpgoro nonb3oBaTensd B 4YMTanbHOM 3ane apxusa, Kpome paboTHWMKOB
opraHu3auum, 3aBoguTcs KapTouka (npunoxeHune 43).

8.3.5. lena u3 xpaHunuiia BblgalOTCA Ha OCHOBaHWW 3anofiHeHHoro GnaHka 3akasa
(MpunoxeHue 17) 1 y4nTbIBAKOTCSA B KHUre BblAaun aen us xpaHunuiia (npunoxexHue 19).

8.3.6. Kaxxgoe BbljaBaeMoe U3 XpaHUnULLA B YUTanbHbIA 3an Aeno OOMKHO MMeTb
nncT ucnonb3oBaHuna aena (npunoxeHune 20).

8.4. Bbigaya gen Bo BpeMeHHOE Nosib30BaHue

8.4.1 [dena BbligaloTCs BO BPEMEHHOE MOMb30BaHME CTPYKTYPHbIM MogpasfgeneHnsiM
opraHu3aumm Ha cpok, He npesbiwarowmin 30 gHen. Cpok MOXKeT ObiTb NPOANEH apXMBOM
nocrie 03HaAKOMIEHWsI C COXPaHHOCTbLIO Aen, HO He Gonee 4yem Ha 30 gHen.

8.4.2 Bblgada pgen BO BpeEMEHHOE MOMb30BaHWE [ApYyrMM OpraHu3auusm no ux
NMCbMEHHOMY 3anpocy odopmMnsieTcs akToMm (npunoxeHue 18). AKT cocTaBnsieTcs B OBYX
3K3eMnnsapax, OAMH M3 KOTOPbIX NepefaeTcs nonyyarternto, a ApYron ocTtaeTcs B apxvBe. AKT
NoANUCHLIBAETCHA PYKOBOAUTENSAMW OpraHusauuun, nepegarollen JOKYMEHTbI, U opraHu3aumu-
nony4aTtensi; NOAMUCKN CKpennaTca repboBbIMM NevaTAMN opraHM3aumi.



[Jena BblgatoTcs Ha Cpok He Bonee Tpex MecsLEeB.

8.4.3. MNpu Bblgaye gen Bo BpeMeHHOe Mofb30BaHWE Kaxaoe Aeno 3aHOCUTCS B KHUTY
Bbldayun Aen u3 xpaHunuiia (npunoxeHue 19), a Ha MecTo BbldaBaeMoro gena nomellaercd
oTAenbHas ONA KaXOoro Aena kKapTa-3amecTtutenb (npunoxerue 21). KapTbl-3amectutenu
XpaHATCS B apXmBe OO0 MMHOBaHWUS HagobHocTu. CoCcTosiHME BO3BpalllaeMblXx B apXvB Oen
OOIMKHO ObITb MPOBEPEHO B MPUCYTCTBMM NULA, BO3BpALLAOLLIErO Aeno.

8.4.4. Kaxgoe BblgaBaeMOe U3 XpaHuWuWa Ofi BPEMEHHOrO UCMOSIb30BaHWS OeNo
[OJIDKHO UMETb JINCT UCMONb30BaHna aena (npunoxenue 20).

8.5. icnonb3oBaHne AOKYMEHTOB apxuBa
Npu NOAroTOBKE MHDOPMALIMOHHBLIX MEPONPUATUN,
B CpeacTBax MaccoBoi MHdopmaLumum
1 Ny6rMKaLVMOHHON OesATENbHOCTM

8.5.1. ApxuB opraHusyeT WCMNONb3OBaHWE [OOKYMEHTOB Mpu  MNOAroTOBKE
MHOPMALIMOHHBIX MEPOMNPUATUIA, BbICTABOK, B CpeACcTBax MacCcoBOW MHdopMaLum, a Takke
nx nyonmkauuio.

Pabota npoBoAMTCA Kak CaMOCTOATENbHO, TakKk W COBMECTHO C  OpYrMMu
OpraHn3aumsiMm Unm rocyfapCcTBEHHbIM apXMBOM. Ha BbiCTaBKax MCMOMb3yHTCA MNOAMMHHUKA
UIn KOMUM SOKYMEHTOB, U3rOoTaBNMBAKOTCA anbboMbl, NnakaTthl, guarpammbl.

8.5.2. CoBMecCTHO CO cpeacTBaMM MacCOBOW WHpopMauum apxumeB onpefenseT
TemMaTuky, obbeM WM CPOKM NOArOTOBKWM MaTepuarnoB; TemMaTuka WM CpOKU YTBepXOalTcs
pykoBoauTenem opraHudauum. B ak3semnngpax crtatem u  Opyrux — MaTtepuanos,
NOArOTOBMEHHbLIX ANA CPeAcTB  MacCoBOM  MHpopMaumu, OCTallWmMxcsa B apxuBe
opraHu3aumm, ykasbiBalOTCs MOWCKOBbIE [AaHHbIE WCMONb30BaHHbIX OOKYMEHTOB, a TaKke
Aara u mecTo nybnvkaumm.

8.5.3. ApxuB opraHmsaumMm MOXeT CaMOCTOSATENIbHO WM COBMECTHO C ApYryMu
opraHu3aumsamMu NpoBoaWTb paboTy Mo NOArOTOBKE JOKYMeEHTasnbHbIX Nybnvkaumin. Hanbonee
pacnpocTpaHeHHO! hOpMON 3TON paboThl SIBNSIETCA MOArOTOBKA XXyPHAarbHbIX M ra3eTHbIX
nybnukauun JOKyMeHTOB. B oTgenbHbIX Criyyasix MOryT M3gaBaTbCsl COOPHUKM OOKYMEHTOB.
MpM nNoAroToBKE  OOKYMEHTanbHbIX  NyGnvkauum HeobXOAMMO  PYKOBOACTBOBATbLCSH
COOTBETCTBYIOLLMMW NpaBunamMmm paboTbl FOCY4apCTBEHHbBIX apXUBOB.

8.6. YueT ucnonb3oBaHusa gen u JOKYMeHTOB apxmBa

Y4yeT umcnonb3oBaHWs Aen M OOKYMEHTOB apxvBa BefeTCcs B CreayloLlux YYeTHbIX
dopmax:

- KHUra Bblgauv gen ua xpadunuwa (npunoxexuve 19);

- XXypHan perncrpauun BbidaHHbIX KOMWIA, BbIMMCOK, CMPABOK, TEXHNYECKMX MaTepnanos
(npunoxeHue 44);

- XKypHarn permctpauumn noceLLeHnn YiTanbHoro 3ana (npunoxexue 45).

9. MOPAAOK MNMEPEONAYN NOKYMEHTOB APXBA
HA NMOCTOAHHOE XPAHEHWE

9.1. [JokymeHTbl ApxmBHoOro poHga Poccunckon denepaumm, BpeMEHHO Haxoaswmecs
Ha XpaHeHWM B apxmBe OpraHu3auuuv, nepeatTcs Ha MOCTOSAHHOE XPaHEHNE.

9.2. ApxvuB opraHusauum nepegaeTr Ha MNOCTOSHHOE XpaHeHWe [OOKYMEHTbl B
rocyAapCTBEHHbIN  (MyHMUMNAnNbHbLIN)  apxvMB, AN KOTOPOro [aHHasd opraHusaums-
doHaoobpasoBaTeNb ABMSAETCA UCTOYHMKOM KOMMIEKTOBAHUS.

9.3. [lokymeHTbl nepefalTcs Ha NOCTOSHHOE XpaHeHWe B rocydapCTBEHHbIN apXuB B
YNOpPSiIAOYEHHOM COCTOSIHUM C  COOTBETCTBYIOLLUMM Hay4HO-CNpaBOYHbIM annapaTom WU
CTPaxoBbIMU KOMUSIMM HA 0CODO LEHHbIE U YHUKamNbHbLIE JOKYMEHTHI.

9.4. YcrtaHaBnMBalOTCA criefywoliMe npefenbHble CPOKM BPEMEHHOMO XpaHeHus
ApPXUBHbIX JOKYMEHTOB B OpraHv3auusix:

apxuBHble [OKYMEHTbl dhefeparnbHblX OpraHoB roCyapCTBEHHOW BracTu, a Takke
apxvBHble [OOKyMeHTbl [eHepanbHOW npokypatypbl Poccuiickon ®degepaunn, opraHoB
rocygapCTBEHHOM  BnactM WM MpoKypaTyp  pecnybnuk, oOTpacneBblX  akagemum,
rocyaapCTBEHHbIX 00beaMHEHUN, YUPEXOEHUA, OpraHn3auni n npeanpusatuin degepansHoOro
N pecnybrmMKkaHCKoro nogunHeHus - 15 ner;



apxvBHble [OOKYMEHTbl OpraHoOB TrOCYAapCTBEHHOW BractM U MNpoKypaTyp Kpaes,
obnacren, ropoaoB enepanbHOro 3HadeHusi, aBTOHOMHbIX obnacten, aBTOHOMHbIX OKPYroB,
NpoKypaTyp, rocyAapCTBEHHbIX YYpexAeHWh, opraHmsauMi u NpeanpusaTUii Kpaesoro wu
o6nacTHOro NOAYNHEHUs, NOAYUHEHUS aBTOHOMHOW 06nacTn U OKPY)XHOro nog4vmHexus - 10
ner;

apxvBHble  [OOKYMEHTbl OpraHoB MECTHOrO  CaMOynpaBfeHus,  yYpexaeHuu,
opraHusauui, npeanpuATUA ropoackoro N panoHHOrO NOAYMHEHUS, NPeanpPUATUIA CenbCcKoro
Xo3s1cTBa - 5 ner;

3anncu akToB rPaXdaHCKOro COCTOSIHUSA, OOKYMEHTbl MO NUYHOMY COCTaBy, 3anucu
HOTapuanbHbIX JENCTBUA N cyaebHble aena, Noaxo3anCTBEHHbIE KHUMK - 75 neT;

apxvBHble [OKYMEHTbl, OOpa3oBaBLIMECS MPU  OCYLLECTBEHUN LEeATENbHOCTU
COBMECTHbIX (C Yy4yacTuem rocygapcTtea) npeanpusaTuin, opraHusauuii m obbeguHeHun
CMeLUaHHbIX ¢hopM cobCTBEHHOCTM, B YCTABHOM KanuTane KoTopbix npeobragaeTr gons
dhenepanbHON UNm rocyaapcTBEHHOW cOBCTBEHHOCTH, - 10 neT;

Hay4Hasi, TeXHonornyeckas u nateHTHasa AokymeHtauums - 10 ner;

KOHCTPYKTOpCKasa AOKyMeHTauus - 15 ner;

NpoeKTHas AOKYMEHTaLUmMs No KanuTanbHOMY CTPOUTENLCTBY - 25 neT;

TenemeTpuyeckasa AOKyMeHTauums - 5 ner;

KMHOOOKYMEHTbI, POHOLOKYMEHTbI U BUAEOOHOrpaMMel - He Bornee 3 neT co BpeMeHM
N3roToBIEeHUS;

(POTOAOKYMEHTLI - 3 roaa;

OOKYMEHTbI HA MalUMHHbBIX HOCUTENsIX - 5 neT.

9.5. B HeobxoaMMbIX Criydasix CPOKM BPEMEHHOIO XpaHeHUs OOKYMEHTOB MOryT ObiTb
N3MEHEHbI MO COrfacoBaHUIO C COOTBETCTBYIOLLMM OPraHoOM YnpaBfeHUa apXWBHbIM EroM
U apXMBHbBIM YYpEXAEHUEM.

HocpoyHas nepefadya [AOKYMEHTOB Ha MOCTOSIHHOE XpaHeHWe MOoXeT ObiTb
ocyllecTBneHa npu yrpose yTpaTbl (YHUYTOXEHMS) OOKYMEHTOB, a Takke Mo npocbbe
opraHusauuyM Ha OroBOpHOM OCHOBeE.

lMpoaneHve CpPOKOB BPEMEHHOrO XpaHeHus [OOKYMEHTOB [OonyckaeTcsa B Buae
UCKMIOYEHMST B Cfy4ae HeoOXOAMMOCTM MPaKTUYECKOro WCMOSb30BaHMS [LOKYMEHTOB
opraHusaumer no NUCbLMEHHOMY paspeLLeHNio rocyaapCTBEHHOro apxmBea.

9.6. [1oOKyMeHTbl MOCTOSAHHOIO XPaHEeHUs roCyaapCTBEHHOW OpraHu3auuu, U3MeHMBLLEN
¢dopMy  COBCTBEHHOCTM  (QaKUMOHMPOBAHHOW,  MPUBATU3MPOBAHHOM),  XpaHATCA B
HEerocyaapCTBEHHOW opraHM3aumu, a 3aTem, N0 UCTEYEHMN NPeaenbHbIX CPOKOB BPEMEHHOMO
XpaHeHus B opraHm3auumm (cm. n. 10.3), nepegatoTcs B rocyAapCTBEHHbIN apXuB.

9.7. Mpn nukBupgauunm opraHnsaumm ee [OOKYMEHTbl nognexaTr nepefade B
opraHunsaLmio, SBNSALLYIOCS ee NPaBoNpeeMHUKOM.

9.7.1. lMpu nukBunpgauuu opraHusauuu, SBNSAOLLENCS WUCTOYHUKOM KOMMMEKTOBAHUS
rocygapCTBEHHOro apxvea, 6e3 npaBonpeemMHmka AOKYMEHTbI MOCTOSIHHOMO CPOKa XpaHeHUs
W OOKYMEHTbl MO NMYHOMY COCTaBy MepefaltTcsl B apXvB BbIWECTOSLEN opraHusauuu. B
cnyyae HEBO3MOXHOCTU Nepefiayn AOKYMEHTOB B BbILLECTOSILLYI0O OpraHn3aLmio no peLleHno
Komuccun, obpasoBaHHOW ANs nepefadqv gen n MMyLecTtsa (MMKBMOALMOHHOM KOMUCCUM),
COrnacoBaHHOMY C COOTBETCTBYIOLWMM OpraHOM YynpaBreHUs apxXMBHbIM OefnoM, 3TU
OOKYMEHTbI NepefatoTcs B rocyfapCTBEHHbIN apXumB.

9.7.2. [OKYMEHTbl MO JIMYHOMY COCTaBY JIMKBUOMPOBAHHOM OpraHusauMm npu
OTCYTCTBMM NpaBONPEEeMHUKA M BbILECTOSILLEN OpraHu3aumm nepenarTcs Ha BpPEMEHHOEe
XpaHeHWe B CreLmanmM3MpoBaHHbIi apxuB (LEHTP) JOKYMEHTOB MO fIMYHOMY COCTaBy, a npwu
€ro OTCYTCTBUU - B rOCYAAPCTBEHHbIN apXuB.

9.7.3. YHUYTOXEHUE [OOKYMEHTOB C HEUCTEKLMMW CPOKaMu BPEMEHHOr0 XpaHeHus
opraHusauui, NUKBUONPYEMbIX ©e3 npaBonpeeMHuka, MPOBOAMTCS TOMbKO MO PELUEHUIO
COOTBETCTBYIOLLETO OpraHa UCMofHUTENbHOW BNacTu cyobekTa Poccuickon ®egepaunm unm
MyHUUMNANbHOrO  obpas3oBaHWst U OOPMIIAETCA aKTOM C  MPUITOXEHWEM  ONUCU
YHUYTOXaeMbIX JOKYMEHTOB.

9.7.4. [lokyMeHTbI NUKBMANpyemon 6e3 npaBonpeemMHuka opraHu3auum, Cpok XpaHeHus
KOTOpbIX Ha MOMEHT NWKBUOALMU UCTEK, YHUYTOXAIOTCA B MOpsake, YCTAHOBIIEHHOM B M.
2.4.1 - 2.4.7 HacToqawmx Npasun.

9.7.5. OpraHunzaumio ynopsiAOYeHNst AOKYMEHTOB JMKBUOAMPYEMOW OpraHuM3aumu,
nepegayn Mx Ha XpaHeHWe UMM YHUUTOXEHME OCYLLECTBRSET NUKBUAALMOHHAsS KOMMUCCUS,
KOTOpasi MOXeT 3aKnunTb JOroBOp Ha 3Ty paboTy ¢ opraHusauven (pusmyeckum nuuom),
UMeELLEN COOTBETCTBYHOLLYHO MULIEH3MIO, UITW FOCYAAPCTBEHHBIM apXUBOM.



9.8. lNepepaya OOKYMEHTOB MOCTOSHHOIO XPaHEHWs B rOCYAapCTBEHHbIN apXuB, Kak
NpaBuno, OCYLLECTBSETCA eXerogHo B COOTBETCTBMM C NriaHOM-rpadouKkomM, yTBepKOAEeHHbIM
pyKOBOOUTENSAMM OpraHM3aLmmn 1 CoOoTBETCTBYIOLLEro apxmea. B opraHm3aumsax ¢ HebonbLwmnm
06bEMOM eXerogHo 06pasyoLmnXcs JOKYMEHTOB MOCTOSIHHOrO XpaHEeHMUs! MO COrNacoBaHUio C
rocy1lapCTBEHHbIM apXUBOM JoMnyckaeTcs nepefaya JOKYMEHTOB OAIMH pa3 B NATb NeT.

Hay4yHo-TexHnuyeckasa n cneumanbHas JOKyMeHTauusa nepefaeTcs, Kak npasuno, oauH
pas B NATb neT.

9.9. [lokymeHTbl nepenarTcs B FOCYAApCTBEHHbIA apxvMB Mo yTBepXaeHHbiM JMK
apXMBHOTO yYpexaeHus onucam gern.

Mpu nepBor nepepave [OKYMEHTOB B TrOCY[apCTBEHHbLIA apxvB nepepaeTtcs
ucTopudeckas crnpaBka Ha apxuBHbI (poHO opraHu3aumun. [py nocnegyowmx nepegadax
OOKYMEHTOB JaeTcsl AOMNOMHEHNe K MCTOPUYECKOW CnpaBke O MPOUCLLEALINX U3MEHEHUSIX B
HasBaHUW, QYHKUMAX, CTPYKType, MNOAYMHEHHOCTM oOpraHmsauuu, COCTaBe U COCTOSIHUU
[JOKYMEHTOB.

Mepepaya gen nposBoAuTCs NoeaMHMYHO. Ha Bcex aksemnnsapax onucu genarwTcs
OTMETKM O NpuemMe JOKYMEHTOB B rOCyJapCTBEHHbIN apXUB.

Mprem OOKYMEHTOB Ha NOCTOAHHOE XpaHeHue odhopMMseTCs akTOM npuema-nepeaayn
aen.

Ecnu npu nepegade obHapyXeHO pacxoXaeHue mexgy UTOroBOM 3anucbio B OMUCK U
rakTUYeCKUM HanuuMeMm nepegasaemMbix Aen, B ONUCU genaeTcs HoBas UTOrosas 3anuch, B
KOTOPOW YKasblBalOTCA (paKkTM4Yeckoe HanuuMe W Homepa OTCYTCTBylWwwux gen. Homepa
OTCYTCTBYIOLUMX [den OroBapvBaloTCs B akTe npuvema-nepedadn LOOKYMEHTOB Ha
rocya4apCTBEHHOE XpaHEHWe; MPUYUHBI UX OTCYTCTBMS - B MpuraraeMon K akTy CrpaBke
opraHu3aumu.

ApXxuB opraHusauum npuHUMaeT Mepbl MO PO3bICKY AOKYMEHTOB. Ha oTcyTcTBylOWME
OOKYMEHTbI, Mepbl MO PO3bICKY KOTOPbIX HE Aanu pesynbTaTtoB, cocTaBnseTcsa akT ob ytparte
OOKYMEHTOB. YTpayeHHble NOAMMHHUKN JOKYMEHTOB MOTYT ObiTb 3aMEHEHbI UX KOMUSAMMU.

9.10. lepen nepepmayenn [OOKYMEHTOB Ha MOCTOSSHHOE XpaHeHUWe COBMECTHO C
npeacraBuTenemM rocyfapCTBEHHOrO apxuBa NPOBOAMTCS MpoBepKa NPaBUibHOCTU Hay4HO-
TexHuyeckon obpaboTkM pgen, U3NYECKOro M CaHUTAPHO-TUIMEHNYECKOTO COCTOSHMSA
OokymeHToB. [pu oBHapyXeHun OedeKTOB COCTaBMSAETCH aKT; yCTpaHeHWe obHapyXeHHbIX
JedeKToB NpoBOAUTCA CUraMu opraHusaumn.

9.11. BmecTe ¢ gOKyMeHTaMu nepefarTcs TpU dK3eMniispa OnvMcu U O4MH 3K3eMNNsap
aKkTa npvema-nepegayv gen.

10. OPTAHN3ALUNA PABOTbI APXMBA
10.1. Co3gaHne apxvnBa opraHnsaumm

10.1.1. PaboTta apxuBa opraHusyeTcsi B COOTBETCTBUM C NofnoxeHnem ob apxumee.

B nonoxeHne 06 apxvBe BKMNoYaoTCa creayowme pasgens:

OCHOBHbIE MONOXEHUS;

COCTaB [JOKYMEHTOB apXxuBa;

3aga4yum u pyHKUMM apXuBa;

npaBa apxuBa;

opraHu3auusi paboTbl apxuBa.

Mpu HeobxoAMMOCTU NoNoXeHne 06 apxrMBe MOXET JOMNOMHATLCA APYTMMUY pasgenamMu.

10.1.2. lMonoxeHne o6 apxvBe, SBMSAOLIEMCS HPUANYECKUM JULOM, CTPYKTYPHbBIM
nogpasgeneHvem wnu 4acteto cnyxbel OOY, cornmacoBbiBaeTcid C COOTBETCTBYHOLLUUM
yupexgeHnem ®egepansHon apxmeHou cnyxbbl Poccunckon Pepepaummn n yteepxaaetcs
pyKkoBoAMUTENeM opraHusaumu.

[MonoxeHne O uUeHTpanbHOM apxvBe (apxuBe) dedepanbHOro opraHa BracTu Wnu
opraHa Bnactu cybbekta Poccuiickon ®egepauun, UEHTpPanbHOM OTpacrneBoM apxuBe,
OTpacrieBOM apxvMBe opraHa ynpaBneHuss cybbekta Poccuiickon Pegepauum  LOIMKHO
COrnacoBblBaTbCA COOTBETCTBEHHO C PocapxvMBoM, apxMBHbIMW OpraHamy CyObekToB
Poccuickon degepaumm.

10.1.3. PykoBoguTenb apxuBa HasHa4aeTCs Ha LOIPKHOCTb W ocBOOOXOaeTcsi OT
OOMMKHOCTU MPUKa3oM PYKOBOAMTENSA OpraHu3auMm no npeacTaBNeHU0 COOTBETCTBYHOLLMX
OOMKHOCTHBIX ML,



PykoBoamntene apxuBa opraHusyetr paboTy apxvBa U HeceT MNepcoHarbHY0
OTBETCTBEHHOCTb 3a BbINOMHEHNE BO3MOXEHHbIX HA apXUB 3aJau.

10.1.4. Jluuo, OTBETCTBEHHOE 3a apxuB, Ha3Ha4YaeTCqd Ha 9Ty [JAOMKHOCTb U
ocBoboxpgaeTcs OT JOIMKHOCTM MPMKa3oM PyKOBOAWUTENS opraHm3auun. OTBETCTBEHHbIA 3a
apXuB MPOXOAMT MHCTPYKTaX, a B HEOOXOAMMBIX Cryyasix CTaXMPOBKY B roCydapCTBEHHOM
apxuBe, B KOTOPbIV NepedanTcs AOKYMEHTbI OpraHn3aLmmn Ha rocy4apCTBEHHOE XpaHEHME.

10.1.5. Ha wumelowmeca B apxuBe AOMKHOCTU COMMAcHO LWTaTHOMY pacnucaHuio
COCTaBMATCA [OOJPKHOCTHbIE WHCTPYKUMW, B KOTOPbIX YKasblBalOTCA Buabl paborT,
BO3/araemMble Ha paboTHMKa apxuea, ero o6s3aHHOCTM 1 Npasa.

[OMKHOCTHBIE MHCTPYKLMM COrMNacoBbIBAOTCA C HOPUAMYECKOW Cny60oi opraHnsaumm mn
YTBEPXKAAKTCSA COOTBETCTBEHHO pPYKOBOAUTENEM oOpraHuMsaumMm (ecrnv apxumB SBRsieTCS
CTPYKTYPHbIM nogpasgerneHvem), pykosogutenem cnyxbel JOY, yacTbio KOTOpon sBnseTcs
apxuvB, pyKoBOAMUTENEM apxmBa (ECnn apXuB ABMSETCS yYpexaeHnem).

10.1.6. OCHOBHbIMM (POpPMamMu MOBLILEHUS KBanNMUKauum paboTHUKOB apXMBOB U
cnyx6 OOY B COOTBETCTBMU CO CIIOXKMBLUENCS NPAKTUKOM SIBNSAKOTCA: OTPACNEBON LIEHTP
noBbllleHMs KBanudpukaumm PocapxmBa, WHCTUTYTbl MOBLIWEHUS KBanvduKauum, Kypchbl,
COBELLAHNs, CEMUHAPpbI.

MoBbileHne kBanMdukauum paboTHUMKOB apxvmBa M cnyxbbl [OOY opraHusaumm
NpPOBOAWTCS MO COMNAacoBaHWMIO C ee agMuHMUCTpauuen. NoaroToBka v NpoBedeHne 3aHATUN
Mo MOBBLILEHNIO KBaNMMUKaLMM OCYLLECTBIISIETCA apXMBOM COBMECTHO cO cnyx6on [OY un
OTAEeNnoM Kagpos.

10.1.7. LleHTpanbHbil apxvB deaepanbHOro opraHa BracTu UMM opraHa Bractu
cybbekta Poccuiickon ®egepaumun, ULeHTpanbHbI OTPAcneBon apxuB, OTPACreBOM apxuvB
opraHa ynpaBneHus cybbekta Poccuiickon depgepaumMmM  MOXeET  OpraHu3oBbIBaTh,
paspabaTtbiBaTb W MpUMHUMAaTbL Yy4vyacTMe B MOArOTOBKE HOPMaTUBHO-METOOANYECKMX
[OKYMEHTOB OTpacneBOro HasHayeHusi (pasnuyHbIX NepeyHen KaTteropum LOOKYMEHTOB CO
CpoKaMu UX XpaHeHWs, TUNOBLIX (MPUMEpPHbIX) UMHCTPYKUMA no OOY n HoMeHknaTyp gen wu
T.0.) KaKk Ansi BHYTPEHHEro mofb30BaHWs B [OEATENbHOCTM apxuBa, Tak M Ons Ux
Ucnonb3oBaHWst B paboTe C [OOKYMEHTaMW B CTPYKTYPHbIX nNoapasgeneHvnsx w
NnoABeJOMCTBEHHbIX OpraHM3auusix.

Ha ocHoBe oTpacneBbix HOPMATUBHO-METOANYECKMX JOKYMEHTOB apXvBbl OpraHv3auumn
oTpacnu paspabaTbiBalOT  KOHKPETHble  HOPMAaTMBHO-METOAMYECKME  LOKYMEHTbl MO
opraHu3aumm paboTbl C JOKYMEHTaMM U UX XPaHEHUIO.

[MoAaroToBnNEHHblE  apxvBamMu  MPOEKTbl  HOPMAaTUBHO-METOOANYECKMX  AOKYMEHTOB
(nepeyvHn, HOMeHKnaTypbl M Ap.) A0 WX YTBEPXKAEHUS UMM MOANUCAHMS PYKOBOACTBOM
opraHuMsaummM unuM CTPYKTYPHOrO MOApas3geneHusi, B COCTaBe KOTOPOro yHKUUOHUpYeT
apxvB, NpeacTaBnAlTCA Ha CornacoBaHue B COOTBETCTBYHOLIME yupexaeHns deaepanbHon
apxvBHoON cnyx6bl Poccuu.

10.2. NnanunpoBaHue paboTbl 1 OTYETHOCTb apxmBa

10.2.1. B apxuBe CcOCTaBnslOTCA: rogoBon nrnaH pabdoTbl (MpunoxeHue 46), nnak-
rpadvk npuema gen B apxms.

10.2.2. TogoBOM NnaH COCTaBMSETCS C Yka3aHNEM KOHKPETHbIX BUOoB pabor.

10.2.3. lnan-rpacpuk npvema [en B apxXuB COMacoBbIBAETCH CO CTPYKTYPHbIMU
nogpasaeneHnaMmn 1 yTBepxaaeTcsl pykoBoauTenem opraHusaLmm.

10.2.4. Mo utoram paboTbl apxXMBOM COCTaBMSETCA OTYET O BbIMOMHEHUN FOLOBOMO
nnaHa, nraHoB-rpacrKoB, a Takke CBEAEHNS O BbINOMHEHUM MEPONPUSATUN, HE BKMHOYEHHbIX
B rogoBon nnaH. [locnedHue oTpaxalwTcss B KOHUE OT4yeTa, npu  HeobxooumocTu
CaMOCTOSITENbHLIM pa3aenom.

10.2.5. YyeT Tpyoa B apxvmBe BefeTcs B Tabene ydeta pabodvero BpemMeHuM U B
OHeBHMKax ydeTa Tpyaa. [1py pacyete HOPM BPEMEHU Ha OCHOBHbIE BUAblI apXMBHbIX paboT
apxuBbl MOryT PyKOBOACTBOBaTbCA MexoTpacneBbiMM  YKPYMHEHHBIMW  HOpMaTUBaMu
BpeMeHn Ha paboTbl N0 AOKYMEHTaLMOHHOMY 06ecrneyveHnto ynpaBneHus.

10.3. KOHTpOrnb 3a COCTOSIHMEM XpaHEeHUs
[JOKYMEHTOB U MX OpraHu3auuer B 4enonponsBoacTBe
CTPYKTYPHbIX NoApasgeneHunn



10.3.1. ApxuB nNpOBOAUT MPOBEPKN COCTOSHUSA XpPaHEHUS] [AOKYMEHTOB U WX
opraHusauuMm B Oenonpou3BOACTBE CTPYKTYPHbIX MOApasfeneHnii He pexe OoOHOro pasa B
rod, Kak npasuno, nepen nepegaden gen B apxvs. OpraHusaunsi MPOBEPOK AOMKHa BXOAUTb
COCTaBHOM YacTbld B rogoBon nnaH paboTbl apxvBa. B uenax ocyuiecteneHus
KayeCTBEHHOIO aHanu3a COCTOSHMS W KOHTpomns 3a paboTon C LOKYMEHTaMu apXMBOM
BeAeTCs KapToyka yyeTa paboTbl ¢ opraHusaumen (mpunoxexue 47).

PykoBoautenu opraHMsauun WnM CTPYKTYPHOTO nodpasgenieHns  OOMkHbl  ObiTb
3apaHee NoCTaBMEHbl B U3BECTHOCTb O NPOBEAEHWMN NMPOBEPKN.

Mo ntoram kaxkgon NPOBEPKM COCTaBMSAETCHA CrpaBka UIu AOoKnagHasi 3anucka Ha MMs
pyKOBOOWUTENS OpraHuWsauum, B KOTOPOM OTpaKaeTCs CyLllecTByloLee MOonoXeHne W
HameyvarlTCs Mepbl NO NUKBMAALMN HEOOCTATKOB U YNyYLUEHUo paboThbl.

C BbiBOAaMU NPOBEPKMN JOMKHBI ObITb 0O3HAKOMIEHbI HENOCPEACTBEHHbIE UCMONMHUTENN
N PYKOBOAUTENN COOTBETCTBYIOLLErO CTPYKTYPHOro noapasgeneHust.

10.3.2. LleHTpanbHbI apxme degepanbHOro opraHa BriacTu 1 opraHa Bnactm cyobekra
Poccuiickon ®depepauuu, LeHTpanbHbIA OTpacrneBOn apxvB, OTpacrneBOW apxuB opraHa
ynpaBneHus cybbekta Poccuiickorn Pepepaumm B COOTBETCTBMM C MOMOXEHUSIMUM O HUX
OCYLLECTBMAKT KOHTPONb 3@ COCTOSIHUEM apXMBOB W OpraHusauven [LOKYMEHTOB B
[enonpon3BoacTBe NoABEAOMCTBEHHbBIX OpraHM3aumi.

10.4. BoinonHeHwe nnaTHbIX paboT u ycnyr

ApxuB AN npueBrnevyeHUs BHEOIOMKETHbIX CPeacTB MMEET NpaBO B YCTAHOBMEHHOM
nopsiaKke BbIMONHATL NnaTHble paboTbl U yCryru, KOTopble ocyLecTBhstoTcs 6e3 yuwepba ans
peanusaummn ero OCHOBHbIX (PYHKLIMNA.

HomeHknaTypa nnaTHelX paboT M ycnyr, BbIMOMHAEMbIX apxuBaMu, yTBepXOaeTcs
pyKOBOOWUTENEM OpraHusauun. ApxvMB Ha OCHOBE HOMEHKMATYypbl C YY4ETOM YCIIOBUWA CBOEW
OesTenbHOCTN (cocTaBa M codepkaHus XpaHsLWMXCA OOKYMEHTOB) MOXeT paspabaTtbiBaTb
nepeveHb nnatHbIXx paboT u ycnyr, Gonee pfeTanbHO oOnNpedenswWMn Bugbsl pabor,
NPOU3BOACTBEHHbLIX onepaunn wn ucnonHutenen. [aHHbIM nNepeveHb yTBeEpXOaeTcs
pyKoBogMTENneM opraHu3auum no npeacTaBrneHuto pykoBoautens apxmea. Bugbl n obbembl
nnaTHbIX paboT 1 yCnyr BKOYAKTCA B NaH paboTbl apxuBa Ha rog,.

Mpu BbINONHEHMU NNATHbLIX PaboT U YCNyr UK COBMECTHbIX paboT OTHOLIEHUS apxmBa
CO CTOPOHHMMU oOpraHun3aunamm un I'IOTpeﬁl/ITeJ'IHMI/I, B TOM 4yucne 3apy66)KHbIMVI, AOOJTKHbI
3aKpennsaTbCA JOrOBOPOM.

LleHbl Ha nnaTHble paboThbl U yCryrM yTBEPKAAKTCA PYKOBOAMTENEM OpraHvsauum no
npeacTaBneHnio pykoBOAUTENS apXmBa.

10.5. Npuem-nepegada 4OKYMEHTOB
npv CMeHe pyKOBOAMTENHA apxmea

10.5.1. Tlpu cmeHe pykoBoOWUTENSA apxuBa npuem-nepegadya LOKYMEHTOB MU
CMpaBOYHOrO annapata K HUM, a Takke MOMELLEeHUNn apxuBa, MHBEHTaps n obopyaoBaHus
Npon3BoaMTCS NO akTy (NpunoxeHue 48).

Ona npuema-nepegayn [[en pykoBOAMTENs apxvMeBa NPUKa3oM  pyKoBOOUTENS
opraHu3aumm HasHa4aeTCcs KOMUCCUS B COCTaBE HE MeHee Tpex Yenosek. B coctas komuccuu
BKITIOYaeTcs npeacrtaButens cryxobl JOY.

10.5.2. Mpwn npueme-nepeaaye gen HeobXo0AMMO MPOBEPUTL HANNYME U COCTOSIHUE:

OOKYMEHTOB apxvBa, B TOM u4ucrnie ocobO UEeHHbIX Aen M CTpaxoBbIX KOMWUA 0coBo
LE€HHbIX JOKYMEHTOB;

yYeTHbIX OOKYMEHTOB W CMpaBOYHOrO anmnapaTta K AOKyMeHTaMm (nacrnopTta apxvBa,
onvcen gen N 3aMeHsALWNX X HOMEHKNaTyp Aen, NMCTOB POHAOB 1 KapTovek poHO0B, KHUT
NOCTYNJIEHNI N BbIOLITUSE AOKYMEHTOB, CMPABOYHbLIX KAPTOYEK);

neyatem n WTaMnoB apxmea (Mpu nx Hanmumum);

NPOTUBOMOXapPHOro U OXpaHHOro obopyaoBaHus.

Heobxoaumo npoBepuTb Takke YCroBUS XPaHEHUS JOKYMEHTOB.

10.6. MNMopsagok npuema-nepenaym 4OKYMEHTOB
npv peopraHusauum opraHm3auum



10.6.1. lMopsagok npuema-nepefavn OOKYMEHTOB OpraHvsaumvM npu peopraHusaumun
nocneaHen onpegenseTca pacnopsaMTenbHbIM JOKYMEHTOM O peopraHn3aLumn opraHusaumm.

B coctaB nNuMKBMOAUMOHHOMW KOMWCCUM MO peopraHv3aumm opraHusaumm OOImKeH
BXOAUTb NpPeAcTaBMTENb COOTBETCTBYIOLLENO apXMBHOIO OpraHa.

10.6.2. lNpu peopraHusauun opraHuvsauuu c nepegaden ee yHKUUA AOpPYron unu
HEeCKOMbKUM OpraHu3auusiM, B TOM Yucrne C nsmeHeHvnem opm COGCTBEHHOCTU, OOKYMEHTbI
nepeaaroTcs opraHM3aLum Unu opraHnsaunsam-npaBonpeemMHmKam.

10.6.3. Tlpu peopraHusaummM opraHusauuu, Korga M3 ee cocTaBa Bblgensiercs
CTPYKTYpHOE noApasfeneHne co CTaTyCoM oOpraHusaumu, nocregHen nepeparoTcs
He3aBepLUEeHHbIe Aenonpon3BoACTBOM Aena, OTHOCALMECS K Npodunio ee AeATenbHOCTH, a
Takke NMYHble gena W nuueBble cyeTa COTPYOHMKOB, nepewegwmnx Ha paboTy B 3Ty
opraHu3auuio.

10.6.4. lMepen nepepgayent JOKYMEHTOB pPeOpPraHM3oBaHHON OpraHv3auuy NpoBOAUTCA
npoBepKa Hanu4yns U COCTOSIHUS Aerl, XPaHSALMXCS B Aeronpon3BOACTBE U apxuBe, a Takke
NX Hay4YHO-TeXHMYeckas obpaboTka.

Mpunoxexwne 1

kKn.2.4.1
HamMmeHOBaHMeE opTraHM3aluUMU
doung N YTBEPXIAI
OIlChb N HamMeHOBaHMeE OOJDKHOCTU
OeJl NOCTOSAHHOTO XPaHEeHUA PYKOBOOMTEJIA OPIaHM3aluumn
3a ronm Noonuce PacumppoBka
HNOONMUCHU
HaTa
HasBaHue pasgena (CTPYyKTYpHOro nogpasgeneHust opraHmsaunm)
N WHoeke 3aronoBok aena KpainHve gathbl Kon-Bo nuctos Mpumeya-
n/n | pena HMe
1 2 3 4 5 6
B OaHHEIM pas3nell ONMCUM BHECEHO en. xp.,
(uMbpamMr M NPOMNMCHIO)
c N rno N , B TOM UMCJIE:
JIMTEePHBIE HOMEepa:
[IPONylleHHEIE HOMEepa:
HamMeHOBaHME IOOJDKHOCTU
COCTaBUTEJIA ONUCHU [loonuce PacumppoBka NOONUCHU

HamMeHOBaHME IOOJIXHOCTU

PYKOBOIOUTEIS apxuBa [loonmcob PacumdppoBKa NOIONMUCU
(Mmua, OTBETCTBEHHOTO

3a apxuB)

IDaTa

YTBEPXIEHO COTJIACOBAHO



[lpoTokos JIIK apxXMBHOTIO y4YpexXIeHMUd
oT N

[IpoTokojs L2K (3K)
oT N

opraHM3aumm

dopmaT A4 (210 x 297 wmwm)

dopMa T'OZOBOTO pas3lejia CBOIOHOM ONMCHU HeJI NOCTOSHHOTO XPaHEeHUS

HammMeHOBaHME opTraHM3aLUMU

MpunoxeHwne 2
kKn.2.4.1

doHn N YTBEPXIA
OIMCh N HamMeHOBaHMeE OOJDKHOCTU
nes BpeMeHHOTO (cBbme 10 JeT) PYKOBOIOMUTEJS OPITaHM3aLUU
XpaHeHUs
3a ron Mopnnuce Pacumpposkra
IOONIMUCHU
IDaTa

HasBaHne pasgena (CTPpyKTypHOro nogpasgeneHus opraHmsaummn)
N NHpoekc 3aronoBok KpaiHne gatbl Cpok Kon-so Mpumeva-
n/n aena gena XpaHeHnsa JINCTOB HWe
1 2 3 4 5 6 7

B OaHHEM pas3nejl ONMCY BHECEHO en. xp.,

c N no N
JIMTEPHEIE HOMEpa:

(umdpamMm ¥ NPONMUCHI)
, B TOM dYMCJIE:

IIPOIIyHEeHHBIE HOMEpPpa:

HarvMeHOBaHME IOOJIXKHOCTM

COCTaBUTEJIA OIIUCHK Iognuco
IaTa

HamMeHOBaHME IOOJIXHOCTU
PYKOBOOMUTEJIA apxXmBa Nomnmce
(Mrua, OTBETCTBEHHOTO

3a apxuB)

ITaTa

COTJIACOBAHO

[IpoToxos LUSOK (3K) opranmszauum

oT N

PacumdpoBKa MOONUCU

PacumppoBKa MNOONUCHU

dopmaT A4 (210 x 297 MMm)

dopMa TOHOBOTO pasmesia CBOMOHOM ONMUCKU IeJl BPEMEHHOTO

(cBrme 10 JieT)

XpaHeHUS




MpunoxeHne 3

kn.2.4.1
HammMeHOBaHMEe OpTraHM3alumn
doHn N YTBEPXIIAI
OIICH N HamMeHOBaHME IOJDKHOCTU
oeJjl IO JIMYUHOMY COCTaBy PYKOBOOUTEJNS OpTaHM3alLUMn
3a ron Noponuce Pacumpposra
IIOONIUCHK
HaTa
HasBaHwve pasgena
N Nnoekc 3aronosok gena KpaiiHue pathl Kon-Bo nuctos Mpumeva-
n/n_|gena Hue
1 2 3 4 5 6
B nmaHHBIM pa3ejl ONMUCUM BHECEHO en. xp.,
(umdpaMm ¥ OPONUCHI)
c N no N , B TOM UucCJe:
JIXTEpPHEIE HOMepa:
[IPOINyIIEeHHEIE HOMepa:
HavMeHOBaHME IOJIXHOCTU
COCTaBUTEJS ONUCHU IToonuce PacumdpoBKa IOIONMUCU
HaTa
HauasbHUK CJIYyXOB KaIpOoB
(MHCIIEKTOP IO KaIpaM) IHononucob PacumbppoBKa IMOONMUCHU
HaTa
COTJIACOBAHO COTJIACOBAHO
IIpoTtokos L3SK (3K) opraHm3zaumum IIpoTokos 3IIK
APXMBHOTO YyUpPEeXIeHUA
oT N oT N

dopmaT A4 (210 x 297 MmMm)

dopMa ITOmOBOTO pasnela CBOIOHOM OIMCM IeJl 10 JIMUHOMY COCTaBYy

MpunoxeHue 4
kKn.2.4.1

HammMmeHOBaHME OopTraHM3aumnm



AKT YTBEPXIOAK
N HamMeHOBaHME IOOJIKHOCTMU
PYKOBOIUTEJA OpITaHM3alumn

(MecTO cocTaBJIEeHUS)

O BHOEJIEHUM K YHUUTOXEHMIO Momnuce PacumppoBra
IOOKYMEHTOB, He IoIjiexallx IOIINCHU
XPaHEHMIO HaTa

Ha ocHoBaHUM

(HaBBaHVIe W BEIXOIHEBIE IIaHHEIE TIIepedHA IJOKYMEHTOB

C yKasaHMEM CPOKOB MX XPaHEeHMU:d)
OTOBPAaHE K YHMUTOXEHMIO Kak He MMeolMe HayJYHO-MUCTOPUUECKOM LEeHHOCTU
M yTpaTUBIIME NPaKTUUECKOEe SBHaueHMre IOOKyMeHTH ¢oHma N

(HaB3BaHUE
donma)
N 3aronoBok gena KpanHne |Homepa |WHoekc gena Kon-Bo Cpokun xpaHeHus Mpwn
n/nm | unu rpynnosown AaTbl onucen | No HOMeHkNa- en. xp. N Homepa cTaTemn YaHu
3aronoBoOK Type nnn N no nepeyHto
[OOKYMEHTOB aena no
onnucu
1 2 3 4 5 6 7 8
Toro en. xp. 3a T'OOH
(umbpaMm M NPONUCHIO)
Onmucy mej MNOCTOSHHOTO XPAaHEeHMUS 3a TOIH YTBEPXIOEHBEl 10 JIMUHOMY
cocTaBy
corylacoBaHel ¢ JlIK
(HaMMeHOBaHME apXMBHOTO YUPEXIOEeHUS)
(IpOoTOKOJI OT N )
HavMeHOBaHME IOJDKHOCTM JIMLIA,
IIPOBOIUBLIETO BKCIEPTU3Y
LeHHOCTM IOKYMEHTOB IToonuceb PacumdpoBKa NOIONMUCU
IaTa
COTJIACOBAHO
[IpoToxos L2K (3K)
oT N
OJOKYMEHTE B KOJIMUECTBE en. xp.,
(LMbpaMmu M MOPONMUCHI)
BeCOM KI' COAHBEL B
(HaMMeHOBaHMEe OpPTaHM3alUM)
Ha IepepaboTKy 10 INIPMEeMO-CIaTOYHOM HaKJIAIOHOM OT N

HammMeHOBaHME IOOJDXKHOCTM paboOTHUKAE,
CIOaBlIEeTO IOOKYMEHTEI IToonuce PacumppoBka NOONUCHU

ODaTa

VI3MeHeHMSsa B yUeTHEE IOKYMEHTH BHECEHEH.



HauMeHOBaHME IOJIKHOCTU paboTHMKA
apxmBa, BHECHETO M3MeHeHUS
B YyUeTHBEE IOOKYMEHTEH Monnmchb PacumbdpoBKa MNOIONMUCH

IDaTa

dopmaT A4 (210 x 297 MMm)

®opMa aKTa O BBIOCJIEHUM K YHUMUTOXEHMIO IOTOKYMEHTOB,
He rnonmjiexaummx XpaHeHMIO

MpunoxeHwne 5
Kn.2.4.2

(HazBaHMe TroCcymapCTBEHHOTO apxXMuBa)

(HasBaHMe opraHMszalumn)

doung N
Onuce N

(HazBaume onmcwm)

(KpavHme naThl)
dopmaT A4 (210 x 297 MMm)

®opMa TUTYJIBHOT'O JIMCTa OIIUCHU
SJIEKTPOHHBIX IOOKYMEHTOB IIOCTOAHHOI'O XPAaHEHUA

YTBEPXIIAQ
[IpoToxkomn JIIK
(HaB3BaHUE
apxmBa)
N
®oHn N
Onmce N
3a ron
Neag. [N 3aronoBok [ata Obbem Kon-Bo dop- |Cocrae Mpume-
yyeta |ed. |en. yyeTa cospga- |(M6anT) |[3anucenm |maT | TEKCTOBOM YaHue
Xp. HUs (ans AaH- | conpoBo-
6a3 HbIX | AUTENbHOM
AaHHbIX) OOKYMEH-
Tauum
1 2 3 4 5 6 7 8 9
B HaHHHﬁ rasnoeji OIMCHM BKJIIIOUEHO en. ydeTa C

(umbpaMm M NPONUCHIO)
N no N ;



en. xp. ¢ N no N 06BEMOM MBamnT.

(umdppamMm ¥ MNPONMUCHI)
Bcero B omnmce BKJIIOUEHO en. yuera ¢ N
(undpamM ¥ HOPOIMUCHI)

no N ;
en. xp. ¢ N no N 06BEMOM MbanrT.
(undpamMm ¥ HOPOIMUCHI)
HamMeHOBaHME OOJDKHOCTU
COCTaBUTEJIAd OINNUCHU INomnmce Pacumdpporka NOONMUCH
HaTa
COTJIACOBAHO

[Iporoxkos 3K (LUSK) opranmzaumm N
lIpencenatrens 3K (LI9K) opraHms3aumum

(DOJXHOCTEL, MOONNCH,
pacumrdppoBKa MIOIONUCHK)

dopmaT A4 (210 x 297 MmMm)

®opMa OINMCHU 2JIEKTPOHHBIX IOOKYMEHTOB IIOCTOAHHOI'O XPAaHEHMA

MpunoxeHue 6

Kn.6.3.3
JIMCT ®OHIOA N
(MecToHaxoxmeHre (GoHIOa (HaMMeHOBAHUE (DaTa nepBOTO MNOCTYILJIEHUS
opraHm3auuu, rne xpaHuTcsa ¢GoHnD)) OOKYMeHTOB OGoHIa)
KpanHne pathbl HasBaHue coHaa
Ka)xgoro HasaHus doHaa
1 2
1. Y4yeT HEONUCaHHbIX JOKYMEHTOB

Jata HassaHue, N n nata MocTtynnexue BbibbITHE Hanwnune
3anucK | JOKyMeHTa, Mo KOTo- (ocTartok)

poMYy MOCTYNUAU Unu Kon-Bo Kpan- |[Kon-Bo Kpan- |[Bcero eg.

BbIObINM JOKYMEHTbI en. xp. Hune el. xp. Hne Xp

gartbl aaTthbl

1 2 3 4 5 6 7

dopma nucta hoHaa

2. Y4yeT onncaHHbIX JOKYMEHTOB

|DaTta |Homep |Kpaittne |HassaHue [MocTy- | BbibbiTHe

[ Hanuuue (oc




3a- onucu | aathl onucu nnm nuno Jden | OcHoBaHue B Tom uucne en. |BTom
nucu | gen aen aHHoTaums nen BbIObITUS no onucsm, Xp. | nocTos
onucu OOKYMEHTOB (Ha3BaHue, yTBEPXAEH-
nara, N HbiM OlK
JOKyMeHTa) en. xp. Kpam-
Hue
nathl
1 2 3 4 5 6 7 8 9 10 |11

®opmat A4 (210 x 297 mm)

dopma nucta coHaa

HammMmeHOBaHME OopTraHM3aumnm

HOMEHKIJIATYPA [EJI

YTBEPXIA

MpunoxeHue 7

kn. 3.4.6

N HamMeHOBaHME IOOJIXKHOCTMU
PYKOBOOUTEJNA OpTaHM3alLUMn
(MecTO CcoOCTaBJIeHMSA)

Mononucob PacumbppoBkra

Ha ronm IOONUCH
HaTa

MHupekc | 3aronoBok gena Kon-so Cpok xpaHeHus MpumevaHne

gena en. xp. n N ctaTten no

nepeyHo

1 2 3 4 5

HasBaHue pasgena

HammMeHOBaHME IOOJDKHOCTU

pykoBOOUTENA CIyXOe JJOY

opraHms3alum Momnuce PacumppoBKa MNOONMUCHU

IDaTa

Buza pykorommuTesia apxmba

(Mnua, OTBETCTBEHHOI'O 3a apXUB)

COTJIACOBAHO COTJIACOBAHO

IIpoTokos IL3K (3K) IIpoTokoJs JIK apXMBHOTO
yUpexneHus

oT N oT N

dopmaT A4

(210 x 297 mmMm)



®opMa HOMEHKJIaTYPEI OeJl OpI'aHM3alun

VlToroBasg 3amnmMchb O KaATETroOpMAX UM KOJI-Be e, 3aB
B OpraHmusaumum

€IOE€HHEIX B rony

Mo cpokam xpaHeHus

Bcero

B Tom yuncne:

nepexoasaLmx c otmeTtkon "OlK"

1

2

3

4

[NocTosAHHOrO

ner)

BpemeHHoro (cBbiwe 10

BpemeHHoro (go 10 net
BKITHOUYUTENBHO)

NTOrO:

HammMeHOBaHME IOOJDKHOCTU
pykopomouTessa CciyxoOwsl JOY

IDaTa

[Toonmce

VToTOBEIE CBEeIOEHUSA IIeperaHbl B apXUB.

HamMeHOBaHME IOOJIXKHOCTM
IepenaBller0 CBEOEHUA

ITaTa

[Toonmce

PacumppoBka NOONMUCHU

PacumdpoBKa MOONIUCU

®opMa UTOTOBOM 3alUCU K HOMEHKJIaType nejl OpraHunsalunum

HammMmeHOBaHME OopraHM3aumnm

HamMeHOBaHME CTPYKTYPHOTO

InogpasneJsieHnAd

HOMEHKIJIATYPA IEJI

N

(MecTO CoOCTaBJIEHUS)

MpunoxeHue 8
kn.3.4.6

Ha rom <*>
MHupekc | 3aronoBok gena Kon-so Cpok xpaHeHus MpumeyaHne
aena eq. xp. n N ctaten no
nepeYyHto
1 2 3 4 5
HasBaHue pasgena
HammeHoBaHUE OOJIXKHOCTHU
PYKOBOIOIUTEJIA CTPYKTYPHOTIO
nonmpasnesIeHns I[Topnmuce PacumppoBKa MNOONMUCHU




IDaTa

COIJIACOBAHO <**>
I[IpoTokoys 3K CTPYKTYPHOTIO
rnompasnelieHus

oT N

HavMeHOBaHME IOJIXHOCTU
PYKOBOOUTEJIS apxXUBa
(mMua, OTBETCTBEHHOTO
3a apxuB)

ITaTa

dopMa HOMEHKJIaTYPBl OeJl

PacumdpoBKa MOONIUCU

dopmaT A4 (210 x 297 MMm)

CTPYKTYPHOTO INOOpasnelieHrs OpTaHM3aluu

<*> K BbiNucke K3 HOMEHKNaTypbl Oen opraHunsauun Ona OaHHONo CTPYKTYPHOro
nogpasgernieHnda no OKOHYaHUW KaleHgapHOro roga CcoCTaBliAeTCcA UToroBasa 3anucb Mno
(bopme, yK838HHOIZ B NPUITOXEHUN 7, n penaeTcsa oTMeTKa o nepegade UToroBbix cBedeHun B

cnyx6y OOY opraHm3aumm.

<**> [Mpun Hanuunmn K CTPYKTYpHOro nogpasaeneHus.

Mpunoxexue 9

kn. 3.6.16
JIMCT-3ABEPUTEJIb OEJIA N
B mejie moOmmMTO M MIPOHYMEPOBAaHO JIMCTOB,
(undpamMm ¥ HOPOIMUCHI)
B TOM UMCJIE:
JIMTEPHEIE HOMepa JIMCTOB :
IPOIyWEeHHEE HOMEepa JIMCTOB
+ JIMCTOB BHYTPEHHEM ONUCHU
OcobeHHOCTM U3NYECKOro COCTOSIHUSA 1 hopMUpOoBaHUS Aena Howmepa
JINCTOB
1 2

HavMeHOBaHME IOJIXHOCTU
paboTHMUKA

ITaTa

dopmMa JMCTa-3aBepUTesia neja

PacumdpoBKa MOOIUCU

dopmaT A4 (210 x 297 MMm)




Mpunoxexne 10

Kn. 3.6.17
BHYTPEHHAA OMNMNCb
DOKyMeHTOB ef. Xp. N
N MHoekc Hata 3aronoBoK AOKYMeHTa Homepa Mpu-
n/n LOOKYMEeHTa OOKyMeHTa JINCTOB ef. Xp. Me4ya-
Hune
1 2 3 4 5 6
UToTO IOOKYMEHTOB.
(LmbpaMmu M HOPONMCHI)
KommueCcTBO JIMCTOB BHYTPEHHEM ONMCU
(umdpamMm ¥ NPONMCHI)
HamMeHOBaHME IOJDKHOCTM JMlia,
COCTaBMBIIETO BHYTPEHHKK OMIUCH
IOOKYMEHTOB Heja I[Toonmucoe PacumbppoBKa IMNOONMUCHU

IDaTa

dopmaT A4 (210 x 297 MwMm)

dopMa BHYTPEHHEM ONMCKM INOKYMEHTOB nejia

Mpunoxexne 11
kKn. 3.6.18

Kon roc. apxuBa
Kon opranmszaumnm

. N
Omo. N
o. N

(HamMeHOBaHME APXMBHOT'O YUPEXIESHMST)

(HammeHOBaHUE OopraHmzalumm M CTPYKTYPHOI'O nonpagneneHMH)

IEJO N TOM N




(Barosorok gmeja)

(KparHue maTel)

Ha JucTax
XpPaHUTb
. N
Om. N
o. N
dopmaT A4 (210 x 297 MMm)
dopma OOJIOXKKM HeJia
IIOCTOSSHHOT'O ¥ BpeMeHHOTO (cBrue 10 JeT) XpaHeHUs
MpunoxeHne 12
kKn. 3.7.2
(HamMeHOBaHMEe OpIraHMB3alUM)
(HamMeHOBaHME CTPYKTYPHOT'O IOOpa3lelieHUs)
YTBEPXIIAI
HamMeHOBaHME IOOJDKHOCTU
PYKOBOIOUTEINS CTPYKTYPHOTO
nompasnelleHusa
ITognuco PacumppoBKra
IOIONNCHU
ITaTa
OIIMCE N
N NHaekc 3aronoBok KpanHne Kon-Bo Cpok MpumevaHue
n/n |pena nena narbl NUCTOB XpaHeHus
1 2 3 4 5 6 <*> 7
HasBaHwue pasgena
B maHHy©0 ONMCBH BHECEHO en. xp. ¢ N




(undpaMM ¥ NOPOIUCHI)
no N , B TOM UmMCJIE:
JIMTEPHEE HOMepa :

IPONylleHHBIE HOMepa:

HamMeHOBaHME IOOJIXHOCTU

COCTaBUTEJIA ONUCHU [loonuce PacumppoBkra NOONMUCHU
IDaTa

COTJIACOBAHO COIJIACOBAHO <**>
HavMeHOBaHME OOJIXHOCTU PYKOBOOMTEJIA [IpoTokosi 9K CTPYKTYPHOI'O
cityx0er IOY nompasnesieHus

Noponuce Pacumpporka nonmnmcu oT N

ITaTa

dopMa ommMcCH nOeJl NOCTOSHHOTO, BpeMeHHOTO (cerme 10 JjeT)
XPaHEHMA M [NO JIMUHOMY COCTaBy CTPYKTYPHOTO
nompasnesieHusa OpTaHM3aLun

<*>[padha 6 onyckaeTcda B onucsax Aen NOCTOSHHOrO XpaHeHus!.
<**> [Mpu Hanuunmn K CTPYKTYpHOro noapasaeneHus.

Mpunoxexue 13
kn.3.717

[lepenan
en. xp.

(umbdpaMm M NPONUCHIO)
n PETUCTPALMOHHO-KOHTPOJIBHEIX KapTOTek K
(undppamMm ¥ MNPONMUCHI)
OOKyMeHTaM <*>

HauMeHOBaHME IOOJDKHOCTU COTpYIOHMKA

CTPYKTYPHOT'O NoIpasmelJieHUsd lomnuch PacumdpoBKa IOIONMUCU
HaTa
MpuHAmn en. Xp. u

(undpaM ¥ NOPOIUCHI) (undpaM ¥ NOPOIUCHI)

PETUCTPALIVMOHHO-KOHTPOJIBHEIX KapTOTEK K IOKYyMEHTaM.

HammMeHOBaHME IOJIXKHOCTM paboTHMKA
apxmMBa OpTaHM3aALUN Homnucob PacumdpoBKa MOONIUCU

ITaTa
dopmaT A4 (210 x 297 MMm)

@opMa MTOTOBOM 3aIlUCU U 3aBepMTeanoﬁ HaOIIMCm

<*> [lepenatloTcs BMeCTe C Aenamm KaHLenspuu.



Mpunoxexue 14
kn.3.7.18

(HazBaHMe TIoCymapCTBEHHOTO apxupa <*>)

(HazBaume o¢oHzma)

®ounng N

OIMCh N

(HasBaume onmucwu)

Kpariumue naTH IOKYMEHTOB

dopmaT A4 (210 x 297 MMm)

CDOpMa TUTYJIBHOT'O JIMCTa OIMCUM OOKYMEHTOB IIOCTOAHHOI'O XPaHEHWUA

<*> 3anonHsaeTcs B rocy1apCTBEHHOM apXxuBe.

MpunoxeHne 15

kn.4.4.3.3
HamMmeHOBaHME opTraHM3alUMU
KAPTOUKA MOCTEJIJIAXHOT'O
TOIIOTPAGUUECKOTO YKABATEJIA
CTEJUIAX N XPAHMIIMIIE N
Wkagp N |Monka N [®oHa N [Onuce N |HenacN MpumevaHue
(H/n)
no N
1 2 3 4 5 6

dopmaT A6 (148 x 105 MmMm)

dopMa KAPTOUKM I[IOCTEJUIAXHOTO TONOTpadmueckoro ykazaTesis
(mMueBass CTOPOHA)

4

5 6




dopMa KAPTOUKM IIOCTEJJIAXHOT'O TOoNorpadrMuecKoIro yKaszaTeJisd
(obopoTHas CTOpPOHA)

HamMeHOBaHMe OpTraHmM3aLuUn

KAPTOUKA IIOPOHIOOBOTIO

TOIIOTPAGMUECKOI'O YKASBATEJIA

®OHI N

HazBauue doHIOa

Mpunoxexne 16
kn.4.4.3.4

XPAHWIIVMIIE N

Onuce N | OdenacN
noN

Crennax
N

Lkacp N

Monka N MpumevaHue

3

5 6

HamMeHOBaHMe oOpIraHM3alum
HasepaHue apxusa

3AKA3 (TPEBOBAHIE)

N

dopmaT A4 (210 x 297 MMm)

IpumepHasa ¢dopMa
KapTO4YKM MNOPOHIOBOTO TomorpadmueckKoro ykKasaTess

(MecTO CcoCTaBJIEHUS)
Ha BHIAUY OOKYMEHTOB

Mpunoxexne 17

kn.4.5.3
PA3PEIIA BeEIDauy Ioei
PyxkoBomuTesr apxmusBa
(3aB. YMTAJIBHEIM 3aJIOM)
[Topgnuce Pacumpposkra
IIOONNCHU
ITaTa

(bamMmamMs M MHMLMAJE MCCJeOOoBaTeJsIsd;

nompasnesieHus)

paboTHMKA CTPYKTYPHOTO

(TeMa mccrnemoBaHMA)




®oHg | Onuck | Ea. xp. 3aronoBok Pacnucka Pacnucka cotpygHuka

N N N eqn. xp. nonb3oBaTensd B YynTanbHOro 3ana B
nony4eHmumn npueme
1 2 3 4 5 6

dopmaT A5 (148 x 210 MMm)

dopmMa 3akasza Ha BHIOAUY LOeJ
(MmueBas CTOpPOHA)

1 2 3 4 5 6

[lognmce mccjenoBaTesid

dopmaT A5 (148 x 210 MmMm)

dopmMa 3Bakaza Ha BHIAUy Iejl
(obopoTHas CTOpPOHA)

Mpunoxexue 18

kn.4.53
HamMeHOBaHUE OopraHmsaumum
AKT
N
(MecTO cocCTaBJIeHUS)
O BHIDAYE QeJI BO BPEMEHHOE II0JIb30OBaHME
(HaMMeHOBaHMe opraHmzaumnum,
ee ampec, IOYTOBBIM MHIEKC)
OcHoOBaHMUe
Iy KaKoM lLeJiM BHIOATCHI »eJa
BrimamoTc4a crlenymume en. Xp. mnU3 @OHﬂa N
(HazBaHme o¢oHIma)
N Onuce | EA. xp. 3aronoBok KpaviHue | KonuuyecTtso MpumevaHue
n/n N N en. xp. natbl nucTtoB
(Bpems
3BYyYaHus,
MeTpax)

1 2 3 4 5 6 7




Bcero BumaeTcd en. xp.,
(umbpaMm M NPONUCHIO)
CPOK BOBBpAlIEHUSI .

Iesa BHOAHE B YHNOPAINOUEHHOM COCTOSHMM, TMONWMTHE, B OOJIOXKaAxX, C
IPOHYMEPOBAHHEIMY JIMCTAMM M BaBEPUTEJILHEIMU HAOMNIMUCSIMA.
llonyuaTens obsg3yeTcs HE IpPeloCTaBJATL HeJl, I[IOJIyYeHHEX BO

BPEeMeHHOe IIOJIb30BaHMe, OJiS 3aHaTUM [IOCTOPOHHMM JIMilaM, He BBIABaThH
IO HMM KOIUM, BEIIIMCOK M CIPaBOK, He NyOJIMKOBATHL IJOKYMEHTH 0es
paszpelleHsa opTraHM3aluy, BHIOABIIEW »neJja.

[loyuaTesb obazyeTcd BEPHYTb IeJjla B apxub OpTraHu3aluum B
yKas3aHHBM B akKTe CpPOK.

ojyuaTesb HpelynpexieH o6 OTBETCTBEHHOCTM IO 3aKOHY B CJjlyuyae
YTPATE MJIM [NOBPEXIEHMSA IIOJIYUeHHBIX BO BPEMEHHOe I10JIb30BaHMe IeJl.

HamMeHOBaHME IOOJDKHOCTU HamMeHOBaHME IOOJDKHOCTU

PYKOBOIOUTEJNS OpTaHM3aluy, PYKOBOIOUTEIS

BBHIOAKIETO Ieja opraHM3aluN-NoJIydaTesls

Momnuce PacumppoBkra Momnuce PacumppoBkra
IOININCHU IIOIINCHU

Hara Jara

I'epboBasa neuvaTh OpraHM3aLUM I'epboBasa neuvaTh OpraHM3aLUM

Breimasr mejia Mo HOPYYEeHMIO PYKOBOICTBA

(HaMMeHOBaHME OpTaHM3alLuM)
PykopomouTesib apxmuBa
opraHmszauum (JImuo,
OTBETCTBEHHOE 3a apxuB) Iloonucob PacumppoBKa
oOnmcum

IDaTa

[IpuHAN Oejia MO HOPYYEeHMIO PYKOBOICTBA

(HaMMeHOBaHME OpPITaHM3alUM)
PykoBOIMTEJbL apxuBa
opraHmszauum (Imuo,
OTBETCTBEHHOE 3a apxuB) [loonuce Pacumpposkra
ronrnmncu
IDaTa
Iejla BOBBpPAlleHHE B IIOJIHOM OOBEME M COXPAaHHOCTMU.
Cmajyl no NOpy4YeHMI PYKOBOICTBa OpIraHM3aUMM-IIONydaTesid.
Pyxkopomuresnb apxmbBa
opraHmszauum (Imuo,
OTBETCTBEHHOE 3a apXUB) lNomnuce PacumppoBkra
onrnmncu
IDaTa

[IPpMHSJ O MNOPYYEeHUI PYKOBOACTBA OPTaHM3alLMM, BHIOABUEM Heja.

PYKOBOIUTEJL apxXuBa
opraHm3auum (Jamnio,



OTBETCTBEHHOE 3a apXMB) [Mopnuce PaCMM@pOBKa
IIoOrnmcm

ITaTa

dopmaT A4 (210 x 297 MMm)

dopMa akTa O BHOAYE OeJI BO BPEMEeHHOE IIOJIb30BaHMue

Mpunoxexue 19
kn.4.54

HavMeHOBaHME OpTraHM3alUN
KHVUT'A BHIAYM IOOKYMEHTOB N
Hauata
OKOHUEeHa
dopmaT A4 (210 x 297 MMm)

@opMa TUTYJIBHOT'O JIMCTa KHUI'M BbBEIODAYM IOJOKYMEHTOB

N [ata ®oHp | Onueb | EA. xp. Komy |Pacnucka |[HaTta Pacnuncka Mpu-
n/n |Bblgaum | N N N Bbl- B nosny- BO3- B BO3- Meva-

0aHO | YeHuu BpaTa |BpalleHun |Hue

gena jena | pena
1 2 3 4 5 6 7 8 9 10
Ttoro B Tony BBEOAHO U3 xXpaHuauma N
(udpamMm M NPOMNMCHI)
en. xXp.

HamMeHOBaHME HOOJDKHOCTM pab®oTHMKA,
COCTaBMBIIETO MTOIT'OBYIO 3allMChb [Toonmce PaCMM@pOBKa IIoOornmcum

ITaTa

dopmaT A4 (210 x 297 MMm)

®opma KHMUIT'V BBEOAYM O€JI M3 XPaHWIIMia

MpunoxeHwne 20
kn.4.5.8

HamMeHOBaHMe opTraHM3alumn

JIMCT WCIIOJIb3OBAHMA JOKYMEHTOB



dounm N Omnmce N IDemno N

3aroJIOBOK meJia

HaTta Komy BblgaHo: Xapaktep ncnosnb3oBaHus N ncnonb- Mognuce
ncnonb- dhamunus, nHu- (konmMpoBaHue, BbINUCKK, 30BaHHbIX nuua, uc-
30BaHuda | umansl (pas- npocMoTp U Ap.) nicros nonbs3o-
6opunBo) BaBLUEro
aeno
1 2 3 4 5

dopmaT A4 (210 x 297 MMm)

dopmMa JIMCTa MCIOJIB30BAaHUA IOOKYMEHTOB

MpunoxeHne 21

kn.4.5.9
HamMeHOBaHMeE oOpTraHM3alumn
KAPTA-3AMECTUTEJIL OEJIA

Ierio

(N m HasBaHue)
Oonmco

(N 1 HazBaHME)
QoHn

(N 1 HazBaHUEe)
BelIaHO BO BPEMEHHOE II0JIb30BaHMe (UMTAaJIbHBEIM 3ajl) @
N ®.1.0. nonb3oBartens [ata Bblgauun [ata BosBpaTa
n/n
1 2 3 4

dopmaT A4 (210 x 297 MMm)

dopMa KaPTH-3aMECTUTEJIA OeJa

Mpunoxexue 22
kn.4.7.5

HammMmeHOBaHME OopraHmsaumum



HasepaHue apxusa

AKT YTBEPXIIAI
HarvMeHOBaHME IOOJIKHOCTM
N PYKOBOIUTEJNA OpITaHM3aLUmn
[Iopgnuce Pacumpposkra
(MecTO cocCTaBJIeHUS) IOONNCHU
IIPOBEPKM, HaJIMUMA M COCTOAHUSA IOeJl HaTa

(IOCTOSAHHOTO, BPEMEHHOTO
XpPaHeHUsa, I[I0 JIMUHOMY
cocTaBy)

doung N

OcHOBaHMe

(mmaHoBasg INpPOBepKa, IlepeMeleHMsS IOOKYMEeHTOB,
CTUXUVHOEe OencTBMe U T.I.)
CocTaBJyIeH KOMMCCHUEN:
[lpencenaTesyib KOMUCCUUA

(HaMMeHOBaHMe IOOJIXKHOCTM, baMuimus,
VIHULI VA JIBL)
UJjieHEl KOMMCCUMN :

(HaMMeHOBaHMe IOOJDKHOCTEeM, GaMuiImu, WHULMAJIH)

[lpoBepka nporommiach C o

[IpOBEPKOY YCTaHOBJIEHO:

1. Bcero umMcamMTCd IO OIUCHAM: neJ,
(umdppamMm ¥ MNPONMCHI)

B TOM UMCJIE IO OIMCSHM, YTBEPXIEHHEIM (corjiacoBaHHEM) OJIK apxXMBHOTO
yUpexneHus, neJt.
(umdpamMm ¥ NPONMCHI)

2. Bcero He okazajioCb B HaJM4UU nen,

(uMbpamMm M NPOMNMCHIO)

B TOM 4YMCJIe IO ONMCAM, YTBEPXIOEHHBIM (corjiacoBaHHEM) OSIK apxXMBHOTO
yupexneHus, neJ.
(umbpaMm M NPONMUCHIO)

3. VMelT JIMTepHbBle HOMepa:

3.1. He yuTeHHHE B MTOTOBHIX 3alMCAX ONUCEMN nen,
(undpamm un
IIPONMUCKHIO)
3.2. He IIEePEeUurCIJIEHHEIX, HO YUTEHHEIX B MTOI'OBEIX 3alllMCHAX onmucemn
nes.

(uMdpamMm M NPOMNMCHI)
4. IponyleHO HOMEPOB.

4.1. He YUTEHHBEX B MTOTOBHIX 3alMCHAX ONUCEN nes,
(umbpamm u
MIPONMCEHI0)
4.2. He IepeuMCJIeHHBIX, HO YUTEHHBX B MTOI'OBHX 3alMCAX OIUCEN
nes.

(undpamMm ¥ HOPOIMUCHI)

5. HenpaBMJIBHO INOJIOXEHHBIX Ie&JI, OTHOCAWMXCHA K IOpyruMm GoHZaM,
oes.

(undpaM M OPOIMUCHI)
6. Oxaz3ajioCh B HaJMUMM 10 IDaHHOMY OGOHOY (BKJIOUEHHBIX B OIIMCH)
nes.

(umdpamMm M MIPOMMCHI)
7. VlMeeTcCcs He BKJIOUEHHBIX B OIIMCH
neJ.




(uMdpamMm M MNPOMNMCHIO)
8. Bcero mno gpmaHHOMY QOHIY (BKJIIDUEHHKEIX M He BKJIIOUEHHHIX B OIIMCH)
VMeeTCs B HaJlMuuu

neJsi,
(umdpaMm ¥ OPONUCHI)
M3 HUX:
8.1. Tpebynumx nes3mHOeKUUU nes,
(undpaM M OPOIMUCHI)
8.2. TpebynmMxX Ie3MHCEeKLUU nes,
(umdpamMm ¥ NPONMUCHI)
8.3. TpebynuMx pecTaBpalUM neJ,
(undpaMmM ¥ NOPOIUCHI)
8.4. TpebynmMx MepernjierTa M IOINMUBKN ne,

(umbpaMm M NPONUCHIO)
8.5. TpebynuMX BOCCTAHOBJIEHMS 3aTyXalUMUX TEeKCTOB
nesu,

(undpamMm ¥ HOPOIMUCHI)
8.6. HeMCHpaBMMO [NOBPEeXIEHHBIX neJ,
(undppamMm ¥ NPONMCHI)
8.7. TpebymuMX TeXHUUECKOM 00paboTku

(LmbpaMmu M OPONMCHI)
neu,
8.8. BHIDAHO BO BPEMEHHOE I[IOJIb30BAaHUE

(umbpaMm M NPONMUCHIO)
ne.
9. Obmasg xapaKTepUCTUKa COCTOSHMS M YCJIOBMM XpPaHeHUs OOKYMEHTOB.
OCHOBHEIE OTpPHMLATEJIBHEE ABJIEHMS B COCTOAHMM M YCJIOBUAX UX XPaHEHUA.
[IpuoxeHre: JUCT (Bl) NPOBEPKM HAJIMUUMA M COCTOAHUA mei (N ...).

[l[poBepKy MNPOBOOMIIN:

HamMeHOBaHMeE OOJDKHOCTEM HMomnucu PacumppoBkra
nonnucen

IDaTa
dopmaT A4 (210 x 297 Mm)

d>opMa aKTa IIPOBEPKNM HaJIMYMA UM COCTOAHMA IOeJI @o&ma

Mpunoxexne 23
Kn. 4.8.1

(HazBaHMe apxXMBHOTO ydpexneHus) <*>

(HasBaume o¢oHzma)
dounm N

OIIMCh OCOBO LEHHHX OEJI

(kpavHMe »naTH)

dopmaT A4 (210 x 297 MMm)



@OpMa TUTYJIBHOI'O JIMCTa OIIMCU 0Cc0oO0 LIeHHHX »OeJ
<*> 3BarnojHsaeTcsd I'oOCyIoapCTBEHHBIM apXMBOM.
YTBEPXIAI
HamvMeHOBaHME IOOJIXKHOCTU
pPykKoBOOUTEJIA OPITaHM3aAlUMN
[lopgnmce PacumppoBka
IIoornmcum
N N N 3aronoBok KpanHne |Kon-Bo |N epn.yyeTta MpumeyaHune
n/m |onucn |pena |gena natbl nucToB | cTpaxoBoro
¢doHaa
1 2 3 4 5 6 7 8

B maHHYK ONMCBH BHECEHO

o0co0O0 LIeHHHX »neJ,

c N no N

(umdpaMm ¥ OPONUCHI)

4

JIMTEPHBIE HOMepa:

B TOM UMCIJIIE:

IIPOIIyHeHHBIE HOMEpPa:

V3 HUX MMeKT CTPaxOBBE KONUU ne.
(undpamMm ¥ OPOIMUCHIO)
HamMmeHOBaHME IOOJDKHOCTU
COCTaBUTEJA ONNUCHU INomnmuce Pacumdpporka NOONMUCH
HamMeHOBaHME IOOJDKHOCTU
PYKOBOOUTEJIA apxuba
(mmua, OTBETCTBEHHOIO
3a apxuBs) [Toonmce PacumppoBka NOONMUCU
HaTa
COIJIACOBAHO YTBEPXIEHO
IIpoTtokos L3SK (3K) opraHm3aumum IIpoTokos 3IK apxXMBHOTO
oT N yUpexneHmnsa
oT N

dopmMa onmcm

dopmaT A4 (210 x 297 MmMm)

0Cc0oO0 LIeHHHX »OeJ

Mpunoxexue 24
kn.6.3.3

(HamMeHOBaHME OpTaHMU3aLUM)

(HazBaHme apxmBa OPTaHM3ALNUN)

KHUT'A




ydyeTa IMOCTYIJIEHUS U BHOBTUS

IJOKYMEHTOB

ToMm N
Hauat
OKOHUEH

dopmaT A3

(297

d)opMa TUTYJIBHOT'O JIMCTa KHUIUM ydeTa IIOCTYIIJIEHUA
Y BHIOBITHUS IJOKYMEHTOB

x 420 MMm)

N HaTta HaumeHoBaHue HasBaHue, HassaHue |KpaiiHue MocTynneHne onucaHHbIX
n/n | noctyn- opraHusaumm HOMep U n Homep narbl JOKYMEHTOB
nexva u (cTpyKTYypHO- nara fo- doHpaa, nocTy- Kon-Bo gen
BbIObITUA | ro nogpasge- KyMeHTa, onuncu NUBLLKX
OOKy- neHwvs, nuua, no KoTo- nocry- U Bbl- nocTo- | BpemeH- | Mo nuy-
MEHTOB apxua), oT pomy rnoc- NUBLUNX ObIBLUMX SIHHOrO | HOro HOMY
KOTOpOW noc- TYynunm UIu Bbl- OOKYMeH- XpaHe- | (cBblwe cocraBy
Tynunu (unu nnu BbIbbI- BbIBLLNX TOB, HYS 10 ner)
BbIObINN) AO- nv Ooky- AOKYMEH- BKITHOYEH-
KYMEHTbI MEHTHI TOB HbIX B
onncb
1 2 3 4 5 6 7 8 9
NToro B romy MNOCTYIIMUIIO en. xp. (mns
(umdpamMm ¥ NPONMCHI)
(ayono-, BUIESOIOOKYMEHTOB — + en. VYyud.), B TOM UMCJIE:
IIOKAaBHBATCA pPas3IelJIbHO MTOTOBHE IaHHHEe IO I'pabdam 7, 8, 9, 13
KHUIT'U,;
BBIOBLITO en. yuera (+ IOOKyMEeHTOB, JIMCTOB),
(umbpaMm M NPONUCHIO)
B TOM 4YMCJIE:
IIOKABHBAITCSA pas3nesjlbHO MTOTOBHE IaHHBE o rpadam 10, 11, 12, 14.

HavMeHOBaHME IOJIKHOCTM JIMLa,
COCTaBUBIIETO MTOTOBYIO
TONOBYIO BalucCh

ITognucob PacumppoBKa MNOONMUCHU

3aBenynuMil apxXMUBOM [Tonnmce PacumppoBka NOONMUCHU
DaTa

dopmaT A3 (297 x 420 MMm)

Mpunoxexue 25
kn.6.3.3

HamMeHOBaHMe oOpTraHM3aLUM
CIIMCOK ®OHIIOB
ToMm N

Hauat
OKOHUeH



dopmaT A4 (210 x 297 MMm)

dopMa TUTYJILHOTO JIMCTa CIOMCKa QOHIOB

N HassaHne |[[ata nepBoro OTtmMeTKa 0 BblObITUN choHAa Mpumeva-
doHaa | doHaa NoCTynneHus Kyna Oata n N gokymeHTa, Hue
OOKYMEHTOB BbIObIN | HA OCHOBAHMKN KOTOPOTO
doHaa BbIObIT
1 2 3 4 5 6
Ha 01.01. ToIa B CIMCOK BKJIOUEHH (QOHIH C N mo N
Bcero xpaaﬁECH B apxuse boHIIOB, M3 HUX:

(undppamMm ¥ NPONMCHI)
comepxaT ocobo LieHHBEE meja.

(udpamMm M NPOMNMCHI)
Homepa ceoOoznHEIE:
HamMeHOBaHMe IOOJIXKHOCTU paboTHMKA
apxmBa, COCTaBMBIUIETO TOLNOBYI
UTOTOBYI 3alucChb I[Toonmucoe PacumbppoBKa IMNOONMUCHU
HamMeHOBaHME OOJDKHOCTU
PYKOBOIOIUTEJIA apxXuBa
(Mmua, OTBETCTBEHHOTO
3a apxus) [lopgnmce Pacumpporka NOIONUCH
ITaTa

dopmaT A4 (210 x 297 MMm)

dopMa crnmcka QOHIOB

MpunoxeHne 26
Kn.6.3.3

HamMeHOBaHMeE opTraHM3alumn
PEECTP OINCEN
HauatT
OKOHUEeH
dopmaT A4 (210 x 297 MMm)

dopMa TUTYJIBHOTO JIMCTA PEecTpa OIuUceln

N N N HassaHne [Kon-Bo gen B onucu Kpan- | Konu- Konu- Mpume-
n/n |cdoHaga [onmen |onucu nocTo- BpemMeH- | o Hune YecTBO 4ecTBO YyaHue
SAHHOrO | HOro NUYHO- | AaThbl | IMCTOB aK3emn-

XpaHe- | (cBblwe My B onucu nsapos




HUS 10 neT) cocTa- onuecu
XpaHe- BY
HUA
1 2 3 4 5 6 7 8 9 10 11
Bcero XpaHUTCHS B apxuBe onmucey, wu3
(undpamMm ¥ HOPOIMUCHI)
HMUX IIOCTOSHHOTO XPAaHEHUS , BPEMEHHOTO
(umdpaMm ¥ NOPONUCHI)
xpaHeHusa (ceeme 10 JeT) ,

(LmbpaMmu M HOPONMUCHI)

o JIMYHOMY COCTaBy

(umdpamMm ¥ NPONMUCHI)

HavMeHOBaHME IOJIXKHOCTM paboTHMKA
apxuBa oOpraHM3aluy, COCTaBUBIEI'O
peecTp Onmuceu Ionnucob PacumbppoBKa IMOONMUCHU

IDaTa

PyxkosomuTesns apxXmpa OpTaHMu3aluum

(MO, OTBETCTBEHHOE 3a apxXuB) [Toonmce PacumppoBka NOONMUCHU
ITaTa
®opMa peecTpa onmcen
Mpunoxexue 27
Kn. 6.3.3
(HamMeHOBaHMEe oOpraHM3alNUM)
(HasBaHMe apxupBa opraHM3alumn)
KHUTA
ydyeTa IIOCTYIIJIEHUMA U BEIOBITU A
cTpaxoBOTO QoHma M GOHIa MNOJIb30BaAHUA
ToMm N
Hauar
OKOHUEH
dopmaT A4 (210 x 297 MMm)
@opMa TUTYJIBHOI'O JIMCTa KHUINM ydeTa IIOCTYIIJIEHUA
¥ BHIOBITMSA CTPaxoBOTO GoHIA M QOHIA [IOJIB30BAHMSA
N HaTta HasBaHue HaTta Homepa | Homepa | Kon-Bo CBeneHunsa o CTpaxoBOMm
n/m | noctyn- n N, nata Konn- | doHOooB |onucen | en. xp. doHae (kon-Bo ef. Xp.)
nexHust OOKyMeHTa, poBa- noanuH-




WIn Bbl- Mo KOTopo- HUA HUKOB, MocCTynuno BbIObINIO
BbITuA MYy NoOCTy- BKITHOYEH-
en. xp. nmnm nnn HbIX B
Co BbIObINM ef. eanHuuy
xp. Co XpaHeHus
CTpaxo-
BOro
doHaa
1 2 3 4 5 6 7 8 9
VTOTO0 IOCTYOMJIO B Tonmy en. xp.
(umdppamMm ¥ MNPONMUCHI)
cTpaxoBoro ¢oHHOa, en. xp. QoHma
(undpamM ¥ HOPOIMUCHI)
I10JIL30BAHUSA;
BBIOBLIIO en. xp. CTpaxoBoro GoHIa
(umdpamMm ¥ NPONMCHI)
n en. xp. GoHIa NIOJBL30BAHMUSA.

(umdpamMm M MIPONMCHI)
HayMeHOBaHME IOJDKHOCTM JIMlia,
COCTaBMBIIEIO I'OOOBYIO

NTOT'OBYK 33aIlllMChb [ognuce PaCLLIM@)pOBKa IIoOrnmcm

PyxkopomuTesr apxmsa
(MO, OTBETCTBEHHOE 3a apxus) Noonuce Pacumdpporka mnommnmcu

IaTa
dopmaT A4 (210 x 297 MmMm)

dopMa KHUIM yudeTa I[NOCTYIJIeHMS U BHOBTUSA
cTpaxoBOoTo QoHma M GOHIA MNOJIb30BAHUA

Mpunoxexue 28
kn.6.3.3

T'pud orpaHMUeHUs OOIyCKa
HayMeHOBaHME TOCYIapCTBEHHOTO apxmuBa <*>

OmCh N
cTpaxoBOTO QoHHOa

dopmaT A4 (210 x 297 MMm)

dopMa TUTYJILHOTO JIMCTAa ONMCH CTpaxoBoro doHma

<*> 3anoJIHgeTCsS B TOCYINAapPCTBEHHOM apXuBe.

YTBEPXIOAK
HamMeHOBaHME IOOJIXHOCTU
PYKOBOIUTEJA OpITaHM3alumn



[loonmce Pacumpposkra

IIoOornncum
ITaTa

N en. Jata Kon-Bo Kon-so | CBegeHus o genax, MpumevaHue
Xp. Konmpo- KagpoB nen, BXOOALLNX B €ANHULY
cTpaxo- BaHMUsA B ef. BKIHO- XpaHeHUs1 CTPaxoBoro
BOro DOKY- Xp. YeHHbIX | oHaa
¢oHaa MEHTOB cTpaxo- B efl. Homepa Homepa | Homepa

BOro Xp. doHaoB onucen |en. xp.

¢oHaa
1 2 3 4 5 6 7 8

Bcero wa 01.01.

en. xXp.,
JIMTEPHLIE HOMEpPa:

c N

Iroma B OIIMCHb BKJIIOUEHO

(umdpamMm ¥ NPONMCHI)
rno N ;, B TOM UMCIJIIE:

IPOIyMEeHHEEe HOMepa:

kanpoB M/d cTpaxoBoro dQoHIa

(umdpaMm ¥ OPONUCHI)

CKOINMPOBAHO en. xp.
(undpamMm ¥ HOPOIMUCHI)

HamMeHOBaHME IOOJIXHOCTU

PabOTHMKA apxmuBa,

COCTaBMBIIETO MTOTOBYK 3alMCh [loonmce PacumppoBka NOONMUCHU

HamMmeHOBaHME IOOJIXHOCTU

PYKOBOOUTEJIA apxmBa Illognmuce PacumppoBKa MNOONMUCHU

(nua, OTBETCTBEHHOI'O 3a apXUB)

TaTa

COTJIACOBAHO YTBEPXIEHO

IIpoTtokos LUSK (3K) opraHm3aumum IIpoToxkos 3IK apxXMBHOTO
yUpexneHnsa

oT N oT N

dopmaT A4 (210 x 297 MmMm)

dopMa OMMCM CTPaxoBOTO QoHIa

Mpunoxexue 29
kn.6.3.3

Komy npencrapijideTrcd

(HaMMeHOBAHME M ampec M[oJIyJdaTeJid)

KeMm npezncraBiigeTcd

(HaMMeHOBaHME M anpec

OTUMTEHBAKIENCI OpTaHM3aLUM)




(bopmMa COBCTBEHHOCTM OTUMTHEBAWIENCHS Oopl'aHM3aluM)
IIACIIOPT
apxmBa OPTAaHMBALMM, XPaHALEeM YIPabBJIEHUYECKYH ITOKYMEHTALMIO

Ha 1 mexabpa 20  roxa

1. Obume cBemeHUSA

Koa ctpoku KonunyectBo Mnowagb 3arpy>XeHHOCTb
¢oHOoB apxvmBoxpaHunuLia apxuoxpanHvnnuwa (%)
(kB. M)
A 1 2 3
101

2. CBemeHMs O IOKyMeHTax

[NokasaTtenu Ko Konn4yecTtBo eauHuL XpaHeHus
CTPOKM Bcero |KpanHue gatbl M3 HMX BHECEHO B OoNncy, Xpat
Hayanb- | KoHeu- |yTBepxaeHHble (cormaco- ycTal
Has Has BaHHble) JMK apxusHoro CpOK
yypexgeHus
Bcero | KpawHue gathbl
Havanb- | KoHeyHas
Hagq
A b 1 2 3 4 5 6 7
MocTosiHHOroO XpaHe- 201
HNA
Mo nnyHoMy cocTaBy 202
3. Kaznpwm YCJoBMSA XPaHEHMUsS LOOKYMEHTOB (HYXHOe
IIOOYEPKHYTH) &
- XpaHwiume: €CTb, HeET; Cyxoe, CBpoe;
Kon KosmmuecTBO cBeTJIOe, TEeMHOe.
CTPOKM | WTaTHEX - OTomnJjieHue: LIEHTPAaJIbHOE, reyHoe,
PabOTHUKOB OTCYyTCTBYET.
- Creylaxm: MeTajuMdyeckue, LOEepPeBSHHEE,
301 KOMOMHMPOBAHHEE; HeET.
- lxa®er: MeTaJjlJinueckue, OepeBAHHEE;
OTCYTCTBYIOT.
"o 20 . - CurHammsauma: I[oXapHad: ecCThb, HEeT;
OxXpaHHAas: eCcThb, HeT.
- UMTaJsIbHED 3aji: eCTb, HET.
PyKOBOIOMTEJIL OpTraHmM3aumm, - TeMnepaTypHO-BJIAXHOCTHBI PEXMM :
NpennpuAaTna cobipmaeTcsa, He CcoOJmomaeTcs.
(momnmce)

dammnmsa v TejaeboH MUCIOJHUTENS
dopmaT A3 (297 x 420 MMm)

dopMa HnacrnopTa apxmBa OpTaHMBalLMM, XpaHdmen
YIPAaBJIEHUECKYD HOKYMEHTAaLMO

Mpunoxexue 30
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Komy npencrapijideTrcd




(HamMMeHOBaHMEe M alpec

IOJIyJYaTesis)
KeMm mnpezncraBiigeTcd

(HamMMeHOBaHME M anpec

OTUMTHBAaKIENCI OpTaHM3aLUM)

(bopMa COBOCTBEHHOCTM OTUMTHIBAIIMENCS
opraHm3alun)

INACIIOPT

opraHM3auMM, XPaHdlley INOKYMEeHTH OTpacjeBoro boHIa

(HazBaHMe oTpacJyeBOoro ¢QoHHZa)
Ha 1 mexabpa 20 roza

1. CeemeHmMsa O XpPaHUIMIAX 3. Kaznpwl

Kon KommuectTro | Ilnomansb CremneHsb Kon KommuecTBO
CTPOKM | XPaHWIIMI |XPaHWUIINI|3aTPYyXEeHHOCTA CTPOKM WTaTHBIX

(%) PabOTHUKOB

A 1 2 3 A 1

101 301
2. CBemeHUs O IOKyMeHTax
| IlokazaTenn | Kon |Kon—Bo | KparHme naTel |Konm— |063eM |
YCIIoBMA XpPaHEeHMA IOOKYMEHTOB
| |CTpOKM|en. xp.} T IquTBo|3anmcaH—|
(HyXHOEe NOIUEPKHYTH) @
| | | |Haqanb—|K0Heq—|6a3 |Hoﬁ MH- |
XpaHunuie: ecTb, HEeT; Ccyxoe,
| | |HaH |HaH |naHme|@opMauMM|
CBEIpOE; CBEeTJIOE, TEeMHOoe.
| | | | | | | (oasr) |
OTomnjieHMe: LeHTpaJlbHOe,
| ] ] ] ] ] ] |
[ I I I I I I ]
IeyHoe, OTCYyTCTBYyeT.

A | 8 | 1 2 3 4 5

Crejuiaxm: MeTajlIMdeckue,

[ I
IEPEBAHHEIE,

KOMOMHMPOBAHHEIE ;

HayuHo-Tex— 201 - -
HYYeckas
llkader: MeTaIMueckKue,
|ﬂOKYMeHTauMH| | | | | | |
OepeBsSHHEE; OTCYTCTBYIOT.
| | | | | | | |
[ I I I I I I ]
CurHanmsaumsa: OOXapHas: ecCcTb,
dOoTOODOKYMEH— 202 - -
ThBI
OXpaHHas: €CThb, HeT.
| | | | | | | |
[ I I I I I I |
UyTaJbHEM 3aJi: €CTh, HEeT.

HEeT.

HEeT;



|HOKyMeHTM Ha| 203 | | | | |
TeMIepaTypPHO—BJIAXHOCTHBIM PEXUM :

|MaMMHHHX HO- | | | | | |
cobJyiomaeTcsa, He coboIaeTcsd.

cuUTeax
IpyTue OOKYy-— 204 - -

MEHTEI

[IpuMeuanmre. B cTpoke 202 yKasbeBaeTCsa KOJIMYEeCTBO MIOIJIMHHUKOB

(HeTaTMBOB ¥ TOBUTURBOB IIpm OTCyTCTBUN HeI‘aTMBOB) Bes ydyeTa KOMNUM u
OTII€UYaTaHHEIX I[TO3UTUBOB.

nw nw 20 .

PyKOBOIOMTEJIb OPTaHM3aLMM, NPEeAlIpPUITUI Pacumdpporxa
MOANNUCH

(momnmce)
Pamunmsa u TeJedOH MCIOJIHUTEJIS
dopmaT A3 (297 x 420 MMm)

dopMa mnacrnopTa OpraHM3alMuM, XPaHAmelr OOKYMEeHTEH
oTrpacieBoro ¢oHnma

Mpunoxexus 31

Kn. 6.3.5
YUYETHAS KAPTOUKA EIVHMIH YUETA
SJEKTPOHHHX JIOKYMEHTOB (51)
®ounng N Onmuce N Eno. yuera
HanmeHoBaHune 3aronoBok N eauHuny OTmeTKa o [ata noctynneHus
opraHunsauum / eaAnHULbI XpaHeHus HanM4nu
noapasgeneHus, yyeTa konun 3
OT KOTOpPbIX
noCTynuIun
OOKYMEHTBbI
dopmat Bug O6Bbem KonuyectBo HaTta
HocuTens (M6anT) 3anucen ans co3gaHus
B4
Cpok xpaHeHus MecTo xpa- Mognuce nuua,
HeHnA MNpumeyaHue BHeCLLUero 3anvcb
(cTennax,
norka,
cend u
T.4.)

dopmaT A5 (148 x 210 MMm)



dopMa ydeTHOM KapTOUKM eIOMHMUH ydeTa 3]
(Muuepada CTOPOHA)

Bug paboTbl N akta HaTta |HoBbin | O6bem Bua N egu- Moanuck

(nepesanuce, MuUrpaumn dopmart | (M6ant) |[HOCKM- |HWL nuua,

Murpauun) n nepe- Tens XpaHe- | BHecLlero
3anucum HUS 3anucb

dopmaT A5 (148 x 210 MMm)

dopMa YUETHOM KapTOUKM eIOMHMULH ydueTa S
(obopoTHasS CTOPOHA)

MpunoxeHue 32

Kn.6.3.5
HamMeHOBaHMeE oOpTraHM3aluMn YTBEPXIA
HamMeHOBaHME IOOJDKHOCTU
AKT PYKOBOIOUTEJIA OpraHM3almmn
N
[loonmce Pacumpposkra

(MecTO CcoOCTaBJIEHUSA) IOONMCH
O MHUTpaUuUM ¥ Iepes3alncu
BJIEKTPOHHBEIX INOKYMEHTOB Hara

doHn N

(HazBaHMe ¢QoHma)

Onucb N EgovHuua yyeta N
1 2
XapakTepucTuky 3] mo Murpauumu / Nepesanucu:
dopmMmaT
ObweMm (MBamut)
KommuecTteo M N en. xp.
XapakTepucTuky 3] nocjie MuUrpaumu / nepes3anucu:
dopMmaT
ObweMm (MbawmT)
KommuectBo m N en. xp.
PaboTy BBIIOJIHUIIN :

JIOJIXHOCTB I[Toonmce PacumppoBKa MNOONMUCHU

HOJIXHOCTH [Toonuce PacumppoBka NOONMUCHU

PaboTy NPMHAJ PYKOBOIMUTEJb apxuBa

Moponuce Pacumdpporka nommnmcu



IDaTa

VIzMeHeHMa B yUeTHHE IOKYMEHTH BHECJIM:

IJOJIXHOCTB Ilognuco PacumppoBKa MNOONMUCHU
JOJIXHOCTDb [lonnmcob PacumdpoBKa NOOIUCU
ITaTa
dopmaT A4 (210 x 297 MMm)
dopMa akTa MUTpauUuM U rnepesanmuceym 21
MpunoxeHne 33
Kn. 6.3.5
KYPHAIJI
YUETA IIOCTYIUJIEHVA U BHBHTUA
SJIEKTPOHHHX IHOOKYMEHTOB
N [ata HaumeHo- | HasBaHnwue, HaseaHue |[locTynneHue onncaHHbIX BbIObITUE OnNUcaHH
n/m | noctyn- BaHue N v paTa n N doh- oa
neHns opraHum- OOKYMeEH- a, onu- Bug | O6b- | Pop- | Komn-Bo Bug | O6b- | Pop-
nnn 3aunn / Ta, No cn unen. HO- eM maTt en. Xp. HO- eMm mat
BbIObITUSA | nogpas- KOTOpOMY yd. noc- cu- (3anu- cn-
AeneHud, NPUHATO TYNMBLUNX Te- cen and Te-
OT KOTO- nocTyn- Unu Bbl- ns a0) na
poro neHve ObIBLUMX
nocTynu- Unu Bbl- )1
nn goky- ObiTne 3L
MEHTbI
1 2 3 4 5 6 7 8 9 10 11 12
VIToro B rony I[NOCTYIINIIO en. yd.,
(undpamMM, NOPONIMUCHI)
en. xp. oOBEMOM MBanur,
(umdppamMm, MNPONMUCHI) (umdppamMm, MNPONMUCHI)
B TOM UYMCJIE IIOCTOAHHOIT'O XPaHEHUA en. yd.,
(undpamMm, NOPOIMUCHI)
en. xp. oobeMOoM MBamnr,
(umdppamMy, NPONMUCHI) (undppamMy, NPONMUCHI)
BPEMEHHOTO XPaHeHUS en.yd.,
(undpamm, NOPOIUCHI)
en. xp. obobeMOoM MbBamnT;
(umbpamMm, NOPONMUCHIO) (umbpamMm, NOPONMUCHIO)
BHEHJIO en. yd.,
(umdpamMm, OPONUCHI) (umdpamMm, OPONMUCHI)
en. xp. obbeMoMm MbanT,
(undpamMM, NOPOIUCHI)
B TOM UYMCJIE IIOCTOAHHOIT'O XPaHEHUA en. yd.,
(undppamMm, NPONMUCHI)
en. xp. oobeMOoM MBamnr,




(undpamm, MNOPOIUCHI) (undpamm, MNOPOIUCHI)
BPEMEHHOTO XPaHeHUS en. yd.,
(umbpamMm, NOPONMUCHIO)
en. xp. oOBEMOM MBamnT.
(umdpamMm, OPONUCHI) (umdpamMm, OPONMUCHI)
HamMeHOBaHMeE OOJIDKHOCTM JIiMila,
COCTaBMBIIETO TOINOBYI 3aluCh IToommcob PacumdpoBKa NOOIUCU
ITaTa
PYyKOBOIOUTEJL apxXMBa OpTraHM3alun [ToOnmcob PacumdpoBKa MOONUCU
ITaTa
dopmaT A4 (210 x 297 MMm)
dopMa XypHaja ydeTa I[NOCTYIJIEHMS ¥ BHOBTHUSI
SHeKTpOHHbIX JOKYMEHTOB
Mpunoxexue 34
kKn.6.3.5
XYPHAJI
YUETA MUTI'PALIMIA U TEPE3ANNVCEN
SJIEKTPOHHHX IOOKYMEHTOB
Jata N McxogHble AaHHble HoBble gaHHbIe N akra Mognuck nu-
murpa- |ed. [N ®op- | O6bem N ®op- | Obbem mMurpa- ua, BHecLle-
uunn / yy. |ed. |mat | (M6ant) |ead. [maTr | (MGanT) |umiim ro 3anvcb
nepe- Xp. Xp. nepesa-
3anucu nucemn
1 2 3 4 5 6 7 8 9 10
VTOrO MOOBEpPIJIOCH MUTpauum / nepesanmucu 3a Tonm
enm. yd., en. xp.
(undpamm, NOPOIUCHI) (undpamMy, NOPOIUCHI)
0B6BEMOM MoanT.
(umdpamMm, OPONMUCHIO)
HavMeHOBaHME IOJIKHOCTM JIMLIA,
COCTaBMBIIETO TOINOBYI 3aluCh Monnmcob PacumdpoBKa MOONUCU
IaTa
3aB. apxMBOM OpTraHM3aluUMu HMomnuce PacumppoBKa MNOONUCHU
IDaTa
dopmaT A4 (210 x 297 MmMm)

dopmMa XypHalJla ydeTa MMUI'PaALMII M Iepe3anmucent
BJIEKTPOHHBIX IOKYMEHTOB




Mpunoxexue 35
knn.6.4.1.1,6.4.1.2

YTBEPXIAIO YTBEPXIAIO
HamMeHOBaHME IOOJIKHOCTU InpexrTop
PYKOBOIUTEJA OPITaHM3alun TOCYHOapCTBEHHOTO apxXmuBa
[Topgnuce Pacumpposkra [Topgnuce Pacumpporkra
IOIINCHU IOIINCHU
HaTa T'epboBasg mnedaTshb HaTa T'epboBasg nedaTshb
opraHm3aumumn TOCYHOapCTBEHHOT'O
apxmusa
AKT
N

(MecTO CcoCTaBJIEHUS)
npmeMa—nepenaqM JOKYMEHTOB
Ha IIOCTOSHHOE XpaHeHUue

B TOCYIAPCTBEHHEI apXuB

B cBaszu c

(McTeueHreM CpPpOKa XpaHeHMA IOKYMEHTOB

(HazBaHue OGOHHOa) B OpTraHM3aAUMM, JIUKBMIALMEV OpTaHM3aUUMM UM T.IH.)

(HaMMeHOBaHME OpTaHM3alLuM)
nepenaeT, a

(HaMMeHOBaHMe IoCynapCTBEHHOI'O apXMBa)
IIPMHVYIMaET Ha TOCyIDapCTBEHHOE XpPaHEeHMVe OOKYMEHTHE M CTpaXOBBIE KOIUM

3a M CHOPaBOUYHEM alnapaT K HUM:
(Tomer)
N [Haspauue |Kosi-Bo skzemn-| Kojg-Bo npmHATHX |[Kos-Bo |IllpmmMeuaHme
n/mn|u HOMep |J9poB oOmnmcu nest cCTpaxo-
omucn | |mmmmmmmmmmm = BBIX
koJauuecTBO O KOIIUM

1 2 3 4 5 6

VITOTO NPMHATO en. xp. (B TOM umcye

(umdpaMm ¥ OPONUCHI)
CTPaxXOBEIX KOIUI)
B rocymapcTeeHHOM apxmuBe ¢oHO N




[lepenauy NpoOMSBBENN:

HavMeHOBaHME IOJIKHOCTEM JIMIIL,
IPOM3BOIUBIIMX Mepelauy

[Iopgnuce Pacumpporkra

IIoOrnmcm

ITaTa

[IpyeM Opom3BEJIN:

HavMeHOBaHME IOJIKHOCTEM JIMII,
IPOMU3BOIUBIIMX IPUEM

[Iopgnuce Pacumpposkra
IOONMCHU
ITaTa
dopmaT A4 (210 x 297 MMm)

dopMa akTa NnpMeMa-nepenady IOKYMeHTOB
Ha TI'OCYyIapCTBEHHOE XpaHEeHMe

HavMmeHOBaHMe opraHmM3auun
AKT

N

(MecTO CcoOCTaBJIEHUSA)

0 HeoOHapyXeHUM IOKYMEHTOB,
IIyTM PO3HCKA KOTOPHIX MCUYEpPIIaHB

B pesymneTare

MpunoxeHue 36
Knn. 6.4.1.2

YTBEPXIA

HamMeHOBaHME OOJDKHOCTU
PyKoOBOOUTEJIA OpPITaHM3aALUN

[loonmce Pacumpposkra
IIOONMCH

ITaTa

®oHnm N

(HasBaHme o¢oHma)

YCTAaHOBJIEHO OTCYTCTBUE B

boHIIe NepeuMCIIeHHEX HMXe

neJsi,
MEPEI 1O PO3EICKY HOeJl IIOJIOXUMTEJIBHBIX Pe3yJibTaTOB He Iajlli,

NIPEednprHATEIE aPXMBOM BCEBO3MOXHEIE
B CBA3U C

yeM CcuruTaeM BO3MOXHBIM CHATb C ydeTa

Onucb | Ea. | 3aronosok ed. xp. Konnyectso KpaviHue |[lNpegnonaraembie
N Xp. nucTos (Bpems aarbl NPUYYHBLI OTCYT-
N 3BYyYaHus, CTBUS
MeTpax)

1 2 3 4 5 6

JToro en. Xp.

(uMbpamMm M NPOMNMCHI)

ComepxaHMe yTpadeHHHBX MaTepmrasiob MOXeT OBITH JaCTUYHO

BOCIIOJIHEHO cCJiegyruyMM €. Xp.:
(HoMepa en. xXp. M MX I'PYIIIOBHE

3aTOJIOBKM)

HamMeHOBaHME IOOJIXKHOCTU




PYKOBOIOUTEJIS apxXUBa
(nmuua, OTBETCTBEHHOTIO

3a apxuB) IHononucob PacumbppoBKa IMOONMUCHU
IDaTa

COTJIACOBAHO <*> COIJIACOBAHO

[IpoTokosi JIIK apxXMBHOTO ydYpeXIeHUSI [IpoToxos LUJOK (3K) opranmszauum
oT N oT N

VI3MeHeHMsS B ydeTHbHEe IOOKYMEHTH apxXMBa BHECEHH.

PYKOBOIMTEJIL apxMUBa,

(IO, OTBETCTBEHHOE 32a ydeT) omnuce PacumppoBKa MNOONMUCHU
IDaTa

dopmaT A4 (210 x 297 wmwm)

dopMa axKTa O HeOOHapyXeHUM »OeJji, IyTM PO3HCKAa
KOTOPEIX MCUYEPIIaHEl

<*> B cnyyae, ecrnv He obHapy>XeHbl Aena NOCTOSIHHOIO XpaHeHMs!.

Mpunoxexue 37

kKnn.6.4.1.2
HamMeHOBaHMe OpTraHM3alLuUn
AKT YTBEPXIAIO
N HamMeHOBaHME IOOJDKHOCTU

pykrkoBOOMUTEJIA OPI'aHM3alMN

(MecTO CoOCTaBJIEHUS)

[Iopgnuce Pacumpposkra
O HEUVCIIPaBMMEIX IIOBPEXIEHMAX IIoorncum
JOKYMEHTOB
HaTa
dounm N
(HazBaHme o¢oHIma)
B @OHHe OGHapyerH IOJOKYMEHTEI, IIPM3HAHHEIE HeNCIrpapMMO
IIOBPEXIECHHBEIMUA
N Onuck | Ea. xp. Kon-Bo 3aronoBok Kpaiitue | CywHocTb 1 npu-
n/m |N N nucToB NoBpeXAEeHHbIX narbl YWHbI NoBpexae-
(Bpems en. xp. HUS
3BYyYaHus,
MeTpax)
1 2 3 4 5 6 7
VToro O6HapymeHo HeNCIIpaBMMO IIOBPEXIOEHHBIX
en. xp.

(umbpaMm M NPONUCHIO)



Hepe‘-:U/ICJ'IeHHbIe en. Xp. rnonjiexaT CIMCAaHMIO BBUIOY :

HamMeHOBaHME IOOJIXHOCTU
PYKOBOOUTEJIA apxuBa

(Mnua, OTBETCTBEHHOI'O 3a apXUB) IToonuce PacumdpoBKa IOIOIMUCU
HaTa

COTJIACOBAHO COTJIACOBAHO

IIpoTokos 3IK apXMBHOTO YyUYpeXIOeHUS IIpoTokos LSK (3K) opraHm3aumum
oT N oT N

VI3aMeHeHVsa B ydYeTHble JOKYMEHTEl apxXyVBa BHECEHH.

HamMeHOBaHME HOOJDKHOCTM pab®oTHMKA,

BHEeCLWEeI'0 M3MEHEHUSA B YyUeTHHE

IOOKYMEHTEL ITognucob PacumppoBKa MNOONUCHU
DaTa

dopmaT A4 (210 x 297 MmMm)

@opMa aKTa O HEUCIIPabBUMMEBIX IOBPEXIEHMAX ITOKYMEHTOB

Mpunoxexue 38

Knn. 6.4.1.3
HamMeHOBaHMe oOpTraHM3aLUM
AKT YTBEPXIAIO
N HamMmeHOBaHME IOOJDKHOCTU

pPyKOBOOUTEJIA OpPITaHM3aAlUUN

(MecTO CcoCTaBJIEHUS)

[loonmce PacumpposBkra
ONMCaHMA IOOKYMEHTOB JIMUHOTO IOIONNCHU
IIPOMCXOXIEHUSA
IDaTa
dounm N
(HazBaHme o¢oHma)
I[Io cocToaHMIO Ha B doHme N 1o
(maTa Hadajsa paboTH)
YUYETHBEIM OaHHEM YMCJIMIIOCH onucen,
BPEMEeHHEIX HeJl (eOMHMUI XpaHeHUHd), IOOKYMEHTOB.
B npouecce onucaHusa COOPMMPOBAHO meJs (eOuHML XpaHeHud),
BHIIEJIEHO HEe IonJieXallMxX XPaHEeHMIO IOOKYMEHTOB (JIMCTOB),
oeJjl; BO3BpPAlleHO BJlameJblly IOOKYMEHTOB (JIMCTOB),
meJy (eOMHML XPaHeHUS) .
BHOBBE cocTaBjeHa onmchb N Ha ne.
IIo cocTOaHMIO Ha B ¢poHme N
(naTa 3aBepmeHusa paboT)
UMCJIUTCH onmcen, neJs (eOMHMI XPaHeHMS)

3a T'OIEI.



[IpoBeneHsl cienyouye BUOE padoT

(HepeqMCﬂHIOTCH B OBl ITPOBEIOEHHEIX

paboT, KpoMe OnMcaHus IOOKYMEHTOB)

B oOBbeMax:

(KaTaJ’IOI‘MBaLU/IH, BEIABJIEHME IeJl, Tpe@ylommx peCTaBpaLU/H/I)

K onmcm cocTaBJieH CJelyl My Hay4YHO-CIIPAaBOYHEIM alrnapart:

(npenucioBue, OIJIaBJIeHMe, YyKaszaTeJl)
PaboTy BEHITOJIHUIINU lMonnucu Pacumbporka
(HavMeHOBaHMEe IJOJIKHOCTEN) nognmcen

PaboTy NpMHAI

HarvMeHOBaHME IOOJIKHOCTM

PYKOBOIOUTEIS apxuBa

(MMua, OTBETCTBEHHOI'O 3a apxXuB) Ilognuco PacumppoBKka MNOONMUCHU

HaTa

Onmce omobpeHa LOK (3K) opraHm3aumum
nporokoJsr N oT

Onmce yTeepxneHa OlK apxXMBHOI'O yUpeXIeHUA
npoTokos N oT

V3MeHeHUa B ydeTHble QOPMBI BHECEHH.

HamMeHOBaHME IOOJIXHOCTU

pPyKOBOIOMTENS apxuBa (nmuua,

OTBETCTBEHHOT'O 3a apxuB) [Toonmce PacumppoBka NOONMUCHU

DaTa

He noznjexamye XpaHeHUI0 OOKYMEHTH BJlaIeJsiblly BOB3BPAlleHH B KOJIMUECTBE
nen (OOKYMEeHTOB) Ha JI.

lloonuce BJanesiblia apxmBa PacumppoBka NOONMUCU
ITaTa

llpencemaress LU3K (3K) opraHmszaumnm
Noponuce Pacumdpporka nomnmcu

IDaTa
dopmaT A4 (210 x 297 MmMm)

@opMa aKTa OIIMCaHMA HOOKYMEHTOB JIMUHOI'O IIPOMCXOXIOEHWMA

Mpunoxexue 39
Knn. 6.4.1.3

HaumMmeHOBaHME OopraHmszaumum

AKT YTBEPXIAIO



N HamMeHOBaHME IOOJIXHOCTU
PYKOBOIOUTEJS OPTaHMU3aLUUN

(MecTO CcoOCTaBJIEHUS)

MNomnmuce PacumppoBkra
06 ob6paszoBaHUM OOBEOMHEHHOTIO IOININCHU
apxmBHOTO ¢QoHIOa
IDaTa
®OHOEI B COCTaBe N B KOJIMUECTBEe en.
(HasBaHme ¢oHzma)
Xp. N B KOJIMUECTBE en. Xp.
(HazBaHme o¢oHIma)
N B KOJIMUECTBE en. XxXp.
(HasBaHme ¢oHIa)
N B KOJIMUECTBE en. Xp.
(HazBaHme o¢oHIma)
n T.Oo.
10 COCTOSHMK Ha B doHme N 1o

(maTa Hadajsa paboTH)
YUEeTHBIM IOaHHBIM UMCJIMIIOCH .
B mnpouecce cozmaHuAa OOBEOMHEHHOTO apxMBHOTO QoHma chopMmmpoBaH GOHI

(Ha3BaHME)
B cocTase en. Xp., BHECEHHHX B
(koJIMUuecTBO) (koJIMUuecTBO)
OIMCHU .
I[Io coCcTOSgHMIO Ha B OOBEIMHEHHOM apXMBHOM
(naTa 3aBepmeHusa paboT)
doume N UMCJIUTCH onmcen, nen (emmHMIL
XpaHeHud) 3a TOIbI.

[IpoBeneHsl clenymouye BUOE padoT

(mepeumcyoanTCa BUIOBE [IPOBEINEHHBIX

paboT, KpoMe ONMCaHMS IOKYMEHTOB)

K onmcm cocTaBJIeH CJenyl My Hay4YHO-CIPaBOYHEIM alnapaT

(mpemmuciioBMe, OIJIABJIEHMEe, yKazaTeJu)
PaboTy BHIIOJHWMIN HNonnmucu Pacumdporka
(HavMeHOBaHMEe IOJIKHOCTEN) nognmcen

PaboTy HOpMHAT

HamMeHOBaHME IOOJDKHOCTU

pyKOBOIOMTEJNS apxuBa (nmuua,

OTBETCTBEHHOT'O 3a apxuB) [opnuce PacumppoBka NOONMUCHU

ITaTa

Onmce onmobpeHa LUOK (3K) opraHm3aumum
npoTokoJs N oT

Onmce yTeepxneHa OlK apxXMBHOIO yUpexXIeHUA
nIpoToKoJ N oT

VI3MeHeHUsa B ydeTHble QOpPMbBl BHECEHEH.

HamMeHOBaHME IOOJDKHOCTU

PYKOBOOIMUTEJNA apxuea (Jamuua,

OTBETCTBEHHOT'O 3a apxuB) [loonmce PacumppoBka NOONMUCHU

ITaTa



He nonjexamye XpaHeHMUI0 OOKYMEHTH BJlaIeJsiblly BOB3BPAUlEHH B KOJIMUECTBE
nen (OOKYMEHTOB) Ha _ JI.

lNoonuce BJanesiblia apxmBa PacumppoBka NOONMUCHU
IaTa

llpencemaTess LU3K (3K) opranmszaumnm
INomnmce Pacumdpporka NOONMUCH

IDaTa
dopmaT A4 (210 x 297 Mm)

dopma akTa 06 OOpazoOBaAHUM OOBEOMHEHHOTO apxXMBHOTO (QoHHOa

MpunoxeHwne 40

knn. 6.4.1.3
HamMeHOBaHMe OpTraHmM3aLuUn
AKT YTBEPXIAIO
N HamMeHOBaHME IOOJIKHOCTU

PyKOBOOUTEJIA OPIaHM3aAlUMN

(MecTO CcoCTaBJIEHUS)

[Toonmce PacumppoBra

O TEXHMUECKMX omMmMbKax B IOONMCHU
YUYETHBEIX IOOKYMEHTAax
doung N IDaTa

HazBaHue QoHIa
B xXOoIe BHIIOJIHEHUSA OOHAPYXEHBE TEeXHUUEeCKUE
ommMOKM B BalMcCax
HasBaHue OOKyMeHTa CyUJ,eCTByIOLLI,aFI 3anncb Cne,qyeT 3anncaTb
1 2 3
B pesynbTaTe KOJIMUECTBO E€IOVHUI, XPaHEHUS yBEJIMYMIIOCH (YyMEHBINIIOCH )
Ha en. xp.

(umdpamMy, OPONUCHI)
[lprMeuaHmsa:
JJOJXHOCTB ITognucob PacumppoBKa MNOONUCHU
IDaTa

VI3MeHeHVa BHECEHE B yUYEeTHHE NOOKYMEHTEH.

HauMeHOBaHME OOJDKHOCTU



pyKOBOOMTENA apxmuea (namua,
OTBETCTBEHHOTO 3a& ApPXWUB) lNomnuce PacumdppoBKa IOONUCK

ITaTa
dopmaT A4 (210 x 297 MMm)

@OpMa aKTa O TexXHMUeCKUX oumbrax
B YUYETHBEIX IOKYMEeHTaXx

MpunoxeHune 41
Kn.6.4.1

HavMmeHOBaHMe opraHmM3auum
AKT YTBEPXIAIO

N HamMeHOBaHME IOOJIXHOCTU
PYKOBOIUTEJIA OpITaHM3aluUmn

(MecTO CcoCTaBJIEHUS)

lomnuce PacumppoBra

06 OOHaAPYXEeHUM INOKYMEHTOB IOONMCHU
(He oTHOCAmMXCS K IaHHOMY
boHIy, apxXuBy, HEYUTEHHBIX DaTa
U T.O.)

B xome

(Bun paboTH)

ODHapPyXEeHO

(B QoHnme, xpaHMIMIlEe, paboueM IOMEUEHUN)

N 3aronoBok Lndp (ecnu ecTb) K kakomy cpoHay MpumevaHus
n/n_|en. xp. OTHOCUTCS
1 2 3 4 5

NTOoTO ODOHApPyXeHO

IOOKYMEHTOB.
(umdpamMm ¥ NPONMCHI)

HamMeHOBaHME OOJDKHOCTM paboTHMKA [Momnmceb PacumppoBka NOONMUCHU

HaTa

JI3aMeHeHMs BHECEHB B YUeTHhEe IOKYMEHTHI.

HavMeHOBaHME IOJIDKHOCTU

PyKOBOOMTENA apxuea (imua,

OTBETCTBEHHOI'O 3a apxXUB) ITognucob PacumppoBKa MNOONUCHU

IDaTa

dopmaT A4 (210 x 297 MmMm)



dopma akTa 00 OOHAPYXEHUM IOKYMEHTOB

Mpunoxexue 42

kKn. 8.2.2

HamMeHOBaHMe OpTraHM3aLuUn Ilerpory EB.U.

yii. XyKOBCKOTO,

105/2, xB. 5,

T. HoBocmubupck, 630082
APXVIBHAA CIIPABKA
31.06.99 N 04-5/173
MockBa
Ha N 310 ot 25.06.99

B moxyMeHTax apxXMBHOTO bonnma Bcepoccumckoro oOBbeOMHEeHUS

XJIeOOoNpoOOoyKTOB "PocxJyebonponykr", B BEIOMOCTSAX Ha BEIIAQAUY
3apaboTHOM NJjaThH pabouMM M CiyxXauuM 3a anpejbs - Oekabpr 1962 1.,

3HaumuTcAa IleTpor Bopmuc VBaHOBMY B OOJKHOCTM MHXEHEepa.
OcuoBanmue: ¢. 50, om. 2, m. 3, su. 105 - 106.
CnpaBkKa BbIOAHA [OJid NPEeNOCTAaBJIEHMSA IO MeCcTy pPaboTH.

HammMeHOBaHME IOJDKHOCTU

PYKOBOIUTEJA OpITaHM3alum

(CTPYKTYPHOTO NOOpPAa3nesIeHUsd,

B COCTaB KOTOPOTO

BXOIOUT apxUB) [Momnmceb Pacumpposkra
IIOONMCHU

ITaTa

HamMeHOBaHME IOOJIXKHOCTU

pPyKOBOIOMTENS apxuBa (amuua,

OTBETCTBEHHOT'O 3a apxuB) [loonmce Pacumpposkra
[IOOnmMcCu

IDaTa

T'epboBasa neuvaThb OpraHM3ALUU

dopmaT A4 (210 x 297 MMm)
munu A5 (148 x 210 Mm)

dopMa apxXMBHOM CcIOpaBku (obpaselr)

Mpunoxexwne 43
kn.8.3.4

HavMmeHOBaHMe opraHmM3auumn
KAPTOUKA IIOJIb3OBATEJIA

damMunima



Vimsa OTuecTBO
MecTo paboTe (yue®Obl) M IOOJIDKHOCTDL

OpPaHMSaHMH, HallpaBMBllad I10JIb30BaATEJA, €€ ajgpec

ObpaszoBaHMe
YueHasa CTeleHb, 3BaHue
Tema u XPOHOJIOTMYECKME PAMKM MCCJIEOOBAHMA

MecTO XMUTeJILCTBA

TenedoOHb : (momMamum) ; (cmyxeOHBI)
Cepusa u N IOOKYyMeHTa, YIOOCTOBEPSAKNIETO JIMUHOCTDb

C npaBuiamMm paboTe IoJIb30BaTesen B UM TAaJIb HEIX 3ajax
TOCYHOAapCTBEHHHX apxuBOB Poccuiickoy demepaumm O3HaAKOMMJIICH (achb),
00sI3yIOCh MX BHIIOJIHATH .

IDaTa [Toonmce

dopmaT A4 (210 x 297 MmMm)

dopMa KapTOUKM I[10JIb30BATEJIS

Mpunoxexuve 44

kKn. 8.6
HamMeHOBaHUE OopraHmnszaumum
KXY PHAJ
PETVICTPAINMM BHIOAHHHX KOIMM, BHIIMCOK, CIIPABOK,
TEMATVUYECKVX MATEPVAJIOB

N ABTOp Oatan Copep- HaseaHue Oatan Pacnucka Mpu-
n/n | 3anpoca, perncr- XaHune BblJaHHOIO | perucr- B nony- Meva-

ucx. N, pauuoH- | 3anpoca | OOKyMeHTa PauUOHHBIN | YeHuK Hue

fnara, HbIN HO- (konus, HOMep Bbl- unu gara

agpec, mep 3a- BbIMNWCKA, OaHHOro OTMNpaBKK

TenedoH npoca crnpaBka OOKyMeHTa

nAap.)

1 2 3 4 5 6 7 8

dopmaT A4 (210 x 297 Mm)

@opMa XypHajla permcTpalMrM BBEIOAaHHBIX KOIun,
BBHIIIMCOK, CIIpaBOK, TeMaTUUYECKMX MaTepMasioB



Mpunoxexue 45
kn. 8.6

HamMeHOBaHMEe OpTraHM3alLuUn
KYPHAJL
PETUCTPALIMY IOCEWEHVI TIOJIE30BATEJISAMU
YUTAJIBHOT'O 3AJIA
Hauar
OKOHUEH

dopmaT A4 (210 x 297 MMm)

®opMa TUTYJIBHOT'O JIMCTa XypHalila permcTpalumnumn [IOCEeUeHUM
II0JIB30BaATEJIAMM UMTAaJIbHOI'O 3ajla

N [arta noceweHunsa Kon-Bo BblAaHHbIX damunus, nHmumanbsl Nonb3oBa-
n/n efd. Xp. n onucen Tens <*> (pa3bop4ynBo)
1 2 3 4

Toro B rony KOJIMYeCTBO HOC@M@HMﬁ UMTAJILHOI'O 3ajJla

I10JIb30BaTEJyIAMM COCTaBUIIO

(umdpaMm ¥ OPONUCHI)

HamMeHOBaHME IOOJDKHOCTU
COTPpYIOHMKA apxXuBa lomnuce PacumppoBka NOONMUCHU

IDaTa
dopmaT A4 (210 x 297 MmMm)

dopMa XypHajla PermucTpaumuyr NOCeleHUM
IIOJIb30BATEJIAMM UMTAJILHOTO 3ajla

<*> [pacha 3anonHaeTCsa nonb3oBaTenem.

MpunoxeHne 46
kn.10.2.1

HamMeHOBaHMe OpTraHmM3alLun YTBEPXIA

HamMeHOBaHME IOOJIXHOCTU
PYKOBOIOMTEJISA OPTraHMU3auun

<E>

ITognucob PacumppoBKa
IOOMNMCHU

IDaTa

IIJIAH



PABOTH Ha 20 TOH
(HaMMeHOBaHME apxXMuBa)

N HassaHne |[EamHnua |O6bem | Brogxet Cpok Wcnon- | MNpumeva-
n/n |pasgena nsmepe- |pabotbl |pabouero NCMNOMHEeHNs HUTENb | Hue

N Hamme- HUA BPEMEHMU

HOBaHue

Buaa pa-

00oThI
1 2 3 4 5 6 7 8

HamMeHOBaHME IOOJDKHOCTU
pyroBOOUTEJIA apXMBa [Mopnuce PaCMM@pOBKa IIoOrnmcm

ITaTa

dopmMa romoBOIO IJIaHa PabOTE apxmuBa

<*> Wnn pykoBoOUTENS apxuMBa, €CMU apxMB SIBMSETCA CaMOCTOSATENbHbIM
yypexaeHmemM.

MpunoxeHwne 47
kn.10.3.1

KAPTOUKA YUYETA PABOTH C OPI'AHMU3ALIUEN
1. Obume ceeneHus o0 opTraHM3ALUM

HammMmeHOBaHME OopTraHM3aumum mu
€e HelloCcpelICTBeHHaAd INOOYMHEHHOCTDb

Anpec opraHmM3aLuumn
HaspaHue apxusa
Anpec apxuBa

Haspanme, maTta m N OOKyMeHTa

06 oOpaszsoBaHUM OpTaHMU3ALUN
O peopraHmMsauuM OpIraHM3aALNUU
O nukBMOAUUM OPTaHM3aLUMU

dammnms, mMms, oTuecTBO, N TesedoHa

PyKOBOIOMTEJS OpTaHM3aluu
HauamnpHUKA ynpaBne HVA »OeJjlaMn
(Ynpapagwomwero IejlaMiu,

HauvaJibHMKA ofmero miau l1-To oTmea)
HauaJlbHUMKA KaHLEeJApUM
llpencemaTensa LI3K (3K)
PyKOBOIOMTEJIS apxmuBa WM JIMLAE,
OTBETCTBEHHOTO 3a apxXuB

HaTa m N npmkasa O Ha3HaAYEeHUM Jula,



OTBETCTBEHHOI'O 3a apxXuB

2. JIaTa COIJIaCOBAaHMA WM

TIJIAHOBEIX IJOKYMEHTOB

[MonoxeHnsa OO apxuBe

YTBEPXIOCHUA HOPMATMBHO-METOINUYECKUX U

VHCTPYKUMM 10 BEIEHMIO IOEJIONPOU3BOLCTBA
HoMeHKJIATYpPH IeJl opTaHM3aluMn
InaHa-rpaduka nepenaum IOejl B aAPXUB
MojoxeHusa o LS9K (3K) opraHm3aumum

dopMa KaApTOUKM yueTa paboTEl C opraHMs3aluen
(mmMueBas CTOpPOHA)

3. CBemeHMusa O HIpoBepkax paboOTH apxuba

Jata OpraHusauus, OcHoBHble PesynbTathl MpumevaHue
NnpoBepKn ocyLlecTBnsoLLasn npeanoXxeHnst peanusauum
NpoBepKY no utoram npeanoXeHnn
NpoBEPKN
1 2 3 4 5

4. CpemeHus 00 yNnopsSIOUeHMM M Iepenade Iejl B T'OCAPXUB

YTBEpXKOeHne
onucen AMNK

OpobpeHune onucen K

CornacoBaHve
AlMK onucen Ha

4en NoCTOSHHOTro 0Cc000 LIEHHBIX KOMUI CTPaxoBoOro gena no nuyHol
XpaHeHus gen doHga COCTaBy
KOM-BO | KpanHue KOM-BO | KpanHue KOM-BO | KOM-BO KpanHue | Kon-BO Kpan
aen aatbl gen | gen aatbl gen | en. en. xp. aarbl aen aatbl
yyeTa aen
1 [2 [3 |4 5 6 7 8 9 10 11 12

dopMa KapTOUKM ydueTa paboOTHE C OpTraHM3alLuen
(obopoTHas CTOpPOHA)

HamMeHOBaHMEe OpTraHM3alumn
AKT

N

(MecTO CcoCTaBJIEHUS)

nprmeMa-Iiepenadm IIpy CMeHe
PpyKOBOOUTEIJIA apXMBa

MpunoxeHwne 48
kn.10.5.1

YTBEPXIAIO

HamMeHOBaHME IOOJDKHOCTU
pykrkoBOOMUTEJIA OpPI'aHM3alMN

[Toonmce Pacumpporkra
MNOONMcCHU

IDaTa



B coorBeTCcTBMM C OPpMKasOM OT N
nepenasni, a

(b.m.0. mepenamwmero) (d.m.0. NmpMHMMAaKWETO)
IPMHAJI B NPUCYTCTBUM KOMMCCHUM, OOpPaz30BaHHOM Ha OCHOBAHMM IAHHOTO
npukasa, B COCTaBe IpencenaTeid VI UJIEHOB

(.m.0.)
IOOKYMEHTEI
(b.m.0.)
apXI/IBa, CTanOBbIe KOIInm JOKYMEHTOB 3a I'OObl M CHpaBOT«IHbH/I

arriapaT K HYM.

N HassaHune Kon-Bo Kon-Bo NpUHATLIX Kon-Bo ea. xp. MpumeyaHue
n/n | un N onucu 3K3emn- Aen - yucnurens, CTpaxoBoro
napos 3HameHaTernb - doHaa
onucu konunyecteo OL
1 2 3 4 5 6
NTOT'O npmHATO e,
(umdpamMm ¥ NPONMUCHI)
B TOM 4YNCJIe 0Cc00O0 LIeHHHX neil,

(undpaMm ¥ NOPOIUCHI)
en. xXp. CTpaxoBOoro GoHIa u

(umbpaMm M NPONUCHIO)
omnucem B
(umdpaMm ¥ OPONUCHI) (umdpaMm ¥ OPONUCHI)
BK3eMIIgpax.

CocTosHME OOKYMEHTOB, CTPaxoBOT'O QOHIA M ONMUCEN:

(obmwasa xapaKTepuUCTUKa COCTOSHUA)
OOHOBPEMEHHO IepenanTcsa

(Buoer HCA m ero 0OBEMEBl, COCTOSHME)
CoCcTOsSHME IIOMEUEHUS apXMUBa:

(obmas xapaKTepMUCTUKa COCTOSHUS)
Hanmnume m cocTOsAHMEe ODOpPYyIOBaHMS M MHBEHTapPS:

(oBbmwasg xapaKTepucTUKa COCTOSHUA)

llepenan MNomnmuce PacumppoBka NOONMUCHU
[MprHAan [loonuce PacumppoBka NOONMUCHU
[lpencenaTeslb KOMUCCUU Momnuce PacumppoBKa MNOONUCHU
UJIeHEl KOMMCCUMN @ [Moonuce PacumppoBka NOONMUCHU

dopMa akTa npmeMa-Irnepenauyr IPpY CMeHe PYKOBOIOMUTEJIS apxXmuBa






