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OCHOBHBbBIE NMPABUIA 5
PABOTblI APXUBOB OPIrAHU3ALINA

BBEAEHWE

OcHoBHble MpaBuna paboTbl apXMBOB OpraHM3auui SIBRSIIOTCS HOPMAaTUBHO-METOLMYECKUM [OOKYMEHTOM,
onpegensawwWmMMm nx AedtenbHocTb. [1paBuna OCHOBLIBAOTCA Ha AEWCTBYKOLLEN npaBoBo 6Gase B obnactu
NMHpOpMaLMK, [OOKYMEHTAUMOHHOro obecneyeHust yhnpaBrieHuss W apXMBHOTO feria, CUHTE3UMpYHT OnbIT
OTEeYEeCTBEHHOIO apXMBHOIO Aena, y4MTbIBalOT COBPEMEHHbIE JOCTUXEHMS B MPUMEHEHUN TEXHUYECKMX CPELACTB U
NHOPMAaLMOHHBIX TEXHOMNOMMI B paboTe ¢ JOKYMEHTaMW.

KoHcynbTaHTlnt0C: NnpuMmeYaHue.
OcHoBbl 3akoHogaTtenbctBa P® 06 ApxuBHoM cpoHae PP yTtpatmnm cuiy B CBSI3U C MPUHATUEM
depepanbHoro 3akoHa ot 22.10.2004 N 125-93 "O6 apxmBHoM gene B Poccuiickon ®egepauun”.

MpaBo 1 06513aHHOCTb CO34aHNSA apXMBOB OpPraHn3aLWin Ansi BPEMEHHOTO XPaHEHUSI JOKYMEHTOB APXMBHOIO
doHga Poccunckon Penepauun, OTHECEHHBIX K rOCy4AapCTBEHHOW COOCTBEHHOCTW, YycTaHoBreHbl OcHoBamMu
3akoHopartenbcTBa Poccuickon depepaumm o6 ApxmBHoM coHae Poccuiickon ®epepaummn n apxmuax (1993),
MonoxeHnem o6 ApxumeHoM cpoHae Poccuiickon Pepepaummn (1994) n MNonoxeHnem o PenepanbHON apXvMBHON
cnyx6e Poccun (1998), cOOTBETCTBYIOLLMMIN HOPMATMBHBLIMKU akTaMu cybbekToB Poccunckon ®epepauun.

Hactodwue [lpaBuna pacnpoCTpaHATCS Ha apxvBbl OCYAApCTBEHHbIX OpraHuM3aumi, a Takke
obsa3aTenbHbl AN BCEX HErOCyAapCTBEHHbIX OpraHn3auun B 4actn obecneyeHms COXPaHHOCTW, ONUCaHKSA, y4eTa u
NCMNonb3oBaHMs OOKYMeHTOB ApxmBHoOro ¢oHga Poccuiickon ®egepaummn, OTHECEHHbIX K roCygapCTBEHHON
COBCTBEHHOCTMW.

ApXuBbI OpraHMsauui, XpaHsmne KMHO-, POoTO-, POHO- U BUOEOOOKYMEHTHI (ayaAMOBU3yaribHbIE), Hay4HO-
TEXHUYECKNE, KapTorpadgumyeckme, TenemeTpmyeckme OOKYMEHTbl, PyKOBOACTBYHOTCA HacToswwmmn Npasunamn B
YacTu OpraHusauun, NNaHMpoBaHWs, OTYETHOCTM, MeToauyeckonW paboTbl C yNpaBrEHYECKUMWU OOKYMEHTaMu,
XpaHAWMMUCS B apxXuBax; BO BCEX OCTarnbHbIX BONpocax paboTa ¢ ykazaHHbIMWU OOKYMEHTaMu pernaMmeHTupyeTcs
COOTBETCTBYHLUUMWU MHCTPYKLMUSMU U MpaBuiamm.

MpaBuna He pacnpoCTpPaHATCA Ha [OKYMEHTbl, paboTa C KOTOpPbIMU pernameHTupyeTcss 3akoHOM
Poccuinckon ®epepaumm ot 21 mona 1993 r. N 5485-1 "O rocygapctBeHHon TamHe" n Ykasom [lpesvgeHTta
Poccuinckon ®egepaummn ot 30 HoA6pa 1995 r. N 1203 "O6 yTBepKAeHWM NepeyHs CBeOeHUNA, OTHECEHHbIX K
rocygapcTBeHHOM TanHe".

"ocypapcTBeHHbIE OpraHM3aunn, He OTHECEHHbIE K COCTaBy UCTOYHMKOB KOMMIEKTOBAHWUS rOCYAapCTBEHHbIX
apxMBOB, a TaKkKe HerocydapCTBEHHble OpraHu3auum MOryT PyKOBOACTBOBaTbCH HacToswmmu lMpaBunamu npwm
opraHmsaumm n obecneveHun paboTbl CBOMX apXMBOB.

K MpaBunam npunoxeHsl popMbl JOKYMEHTOB, obecnednBatoLux paboTy apxuea.

OcHoBHble MpaBuna paboTbl apxMBOB OpraHv3auuMi NOAroToBneHbl paboyen rpynnov PocapxuBa u
BHUWOAL B coctaBe: EpemueHko B.A. (pykoBoguTens rpynnbl), AnbbpexTt B.B., BaHactokeBud B.[., MaBnvH M.J1.,
Kucenes W.H., KpacasnH A.C., Jlapun M.B., MewepnHa T.A., lNpueanos B.®., Cmorno N.A., CokoBa A.H.,
Conobain H.M., CtenaHoBa J1.A.

1. OBWKME NONOXEHUA
1.1. NoHsATWe apxmBa opraHv3aumm
1.1.1. [OokymeHTbl ApxuBHOro doHaa Poccuinickon Pepepaummn, OTHECEHHbIE K TOCYSApPCTBEHHOM

COBGCTBEHHOCTW, OO Mepedayn Ha MOCTOSIHHOE XpaHeHWe, BPEMEHHO, B Npefenax CPOKOB, YCTaHOBIEHHbIX
depnepanbHO apxmBHOM cnyxbor Poccum, xpaHaTcs B opraHmnsauumn < >,

<*> B cooTtBeTcTBUM C lNMonoxeHnem o6 ApxmBHoMm choHae Poccuickon ®Pepepaumm (1994) ans apxvBHbIX
OOKYMEHTOB psifa befeparnbHbiX OPraHoB BNacTM W WMHbIX OpraHM3auui Ha OCHOBaHMM  COrnalleHuin,
3aKMYaeMblX yKasaHHbIMU opraHamu ¢ PefepanbHOM apxvMBHOW CNYXOOW, ycTaHaBnuBAOTCA chneumanbHble
CPOKM M MOPSAOK BPEMEHHOTO M [OEerno3vWTapHOro XpaHeHus AOOKYMeHTOB. B pgaHHOM crniyyae cosgatotcs



LleHTparnbHble apxvBbl OpraHMsauuini unM oTpacrneBble OHAbI Ha MpaBax HPUAUYECKOTO NWLa, B CBOEW
AesTENbHOCTU OHU PYKOBOACTBYOTCH OCHOBHBIMU NpaBuiiaMmmn paboTbl rocyAapCTBEHHbIX apX1BOB.

1.1.2. B uensax CBOEBPEMEHHOrO MNpMema apXMBHbIX OOKYMEHTOB OT CTPYKTYpPHbIX MoApasgeneHvun unu
OPYrMx MCTOYHUKOB KOMMMEKTOBaHUS, obecneyeHnss ux ydyerta, COXpaHHOCTU, YNOpSA4OYEHNS N UCNONb30BaHUA B
COOTBETCTBMM C HacTosAwmmMmy [MpaBunamm M noaroToBkM K nepefadvye AOKYMEHTOB Ha MOCTOSHHOE XpaHeHue B
opraHm3aumm co3gaeTcs apXuB.

B 3aBucumoctn OT ob6bema [JOKYMEHTOB apxuB CO34aeTCd KaK CaMOCTOATENbHOE CTPYKTYpHOe
nogpasgeneHne opraHu3auum unu nogpasfgerneHne B cocTaBe Ccnykbbl [OKYMEHTaUMOHHOro obecnedeHus
ynpaBneHusl (Oenonpou3BOACTBA), OCYLLECTBASIOLEE MPUEM M XPaHEHWE apXMBHbIX OOKYMEHTOB C Lenbio
NCMNOMb30BaHus.

1.1.3. OpraHnsauus obecneynBaeT apxmB HEOOXOOUMbBIM MOMeELLEHNeM, 0060pyaOBaHNEM U KagpaMu.

1.1.4. [OMmMKHOCTHbIE NWLa OpraHu3auMm HecyT OTBETCTBEHHOCTb 3a HapyLlUEHWEe HOPM, YCTaHOBMEHHbIX
HacToswmmMu Mpasunamu.

1.2. Bugbl apxusoB

1.2.1. B 3aBucumocTu OT KoMneTeHuun (byHKLMA) opraHuM3aLmm MOryT co3faBaTbCA cnegylowuve Buabl
apX1BOB:

LeHTpanbHbIN apxmB eaepansHOro opraHa BractTy unmn opraHa enactu cybbekta Poccunckon depepaumu,
XpaHALUA OOKYMEHTbI annapaTa opraHa BracTW, AOKYMEHTbl OpraHusaumi HEMOCPEeACTBEHHOIO MOAYMHEHUSA U
OPYrMX opraHu3auun, BKIMIOYEHHbIX B CMWCOK WCTOYHMKOB  KOMMIIEKTOBAHWS apXxvBa, YTBEPXXAEHHbIV
PYKOBOAMTENEM OpraHa BnacTy;

LeHTpanbHbIA OTpacrieBoON apxXuB, XPaHSALIMA AOKYMEHTbI BCEX OpraHM3auui, OTHECEHHbIX K onpeaenieHHom
oTpacnu, Bcex ypoBHEN NoAYMHEHHOCTU N HE3AaBUCKMMO OT UX TEPPUTOPUArIbHOIO PacnosioXeHUs;

00beaUHEHHbI apXUB, XPaHSALLUA OOKYMEHTbl HECKONbKUX OpraHu3auuid oTpacrv, CBSI3aHHbIX CUCTEMOM
COMOAYUHEHHOCTM UMM OQHOTUMHBIX MO NPOU0 AEATENBHOCTY;

apxvB opraHv3aLmmn, XpaHALWMA AOKYMEHTbI TONbKO JAHHOW OpraHu3auumn n ee npeaLecTBEeHHUKOB.

1.2.2. B 3aBMCUMOCTM OT COCTaBa AOKYMEHTaLMW, NOANEXaLlen XpaHEHUIO B apXmBe, MOryT CO34aBaTbCs:

apxvB ynpaBreH4YeCcKon JOKYMEHTaLuu;

Hay4YHO-TEXHUYECKMI apXMB;

ayamoBuM3yanbHbIA apXuB;

apXxvMB OOKYMEHTaUUKN Ha 3NEKTPOHHbIX HOCUTENSX.

1.2.3. ApxuBbl, COCTaB OOKYMEHTOB KOTOpbIX 0bycrnoBneH crnocobom 3anvcn nHdopMaumMm U HOCUTENEM,
MOTyT CO3[4aBaTbCs KaK CaMOCTOATEMbHbIE eAVHULbI UMW KakK CTPYKTYpHble MoOpasferneHns B CoOCTaBe apxmBa
opraHusauun.

1.3. OcHoOBHble 3aa4u 1 (pyHKLMM apxmBa

1.3.1. OCHOBHbIMM 3ag4a4amn apxmea opraHm3aunm ABASITCS:

KOMMMEKTOBAHME apXxmBa OKYMEHTaMM, COCTaB KOTOPbIX MPegyCMOTPEH NonoxeHmem 06 apxmBe;

yyeT n obecneyeHne COXpaHHOCTU JOKYMEHTOB;

CO3[aH1e Hay4YHO-CMPaBOYHOroO annapara K JOKYMEeHTaM apxvBa;

NCMNOMb30BaHNE XPaHSLLUXCSA B apX1BE JOKYMEHTOB;

noaroToBka W nepejaya AOKYMEHTOB, OTHOcAWMXcs K ApxuBHomy doHOy Poccuiickon depepauumu, Ha
NMOCTOSIHHOE XpaHEeHWe B COOTBETCTBUM CO CpoKaMu U TpeboBaHMAMU, yCTaHOBMNEHHbIMKU PefepanbHON apXMBHOM
cnyx6on Poccun n opraHamum ynpaseneHus apxmBHbIM Aenom cyobekTtoB Poccuiickon Pegepaumm.

1.3.2. [ina opraHusaumin, OCyLLEeCTBASIOWNX BPpEMEHHOe [eno3nuTtapHoe XpaHeHue OOKYMEHTOB ApPXMBHOMO
doHaa Poccuinckon depepaummn, OCHOBHbIE 3a4ayvM apxuBa OMNpeaensoTcs B COOTBETCTBMM C COrMalleHUsIMU U
J0roBopamu, 3akmnioYeHHbIMU NMK C yupexaeHnammn denepansHon apxmBHom cnyxobl Poccun.

1.3.3. B uensax BbINOMHEHUS OCHOBHbIX 3a[a4 apXuB OCYLLECTBNSAET cneayroLimne pyHKLmm:

BedeT CNWCKM opraHu3auum u  (Mnu) CTPYKTYPHbIX MOAPa3fgeneHuin opraHmsaumi - UCTOYHUKOB
KOMMJIEKTOBAHWSI apXM1Ba;

NPUHUMAET YMNOPSIAOYEHHbIE OOKYMEHTbl CTPYKTYPHbIX MNOAPa3feneHuin OpraHusaumm u opraHmsauum -
NCTOYHMKOB KOMMITEKTOBAHUS apXuUBa;

yunTbiBaeT N 06ecnevnBaeT COXPaHHOCTb NMPUHATBLIX B apXUB AOKYMEHTOB;

co3JaeT M NoadepKMBaET B aKTyanbHOM COCTOSIHAM Hay4YHO-CMPaBOYHLIN annapaT K 4OKYMEHTaM apXxuBa;

opraHusyet  UWHoOpMauUMOHHOEe obCnyXMBaHWE  pyKOBOOUTENENW W  CTPYKTYPHbIX  nogpasgeneHui
opraHu3aumm, OCYLLECTBNSET UCMOMb30BaHME AOKYMEHTOB MO 3anpocaM OpraHu3auui U 4acTHbIX fvy, B TOM



yncne coumanbHO-MPaBOBbIM 3aNpocam rpaxaaH, BedeT y4eT N aHanm3 MCnonb30BaHus;

NPOBOAWUT 3KCMEPTU3Yy LEHHOCTUM W OCYLECTBMASET KOMMMEKC OpraHu3auuMoHHbIX W MEeTOAUYECKMX
MeponpusTUA Mo nepegayvye JOKYMEHTOB Ha MOCTOSIHHOE XpaHeHWe;

OCYLLEeCTBNSET MPOBEPKY MNPaBUMbHOCTM (POPMUPOBAHUA U OOpMNEHNs [en B  CTPYKTYPHbIX
noapasaeneHnsix opraHn3auunm n apyrmx opraHn3aumsax - MICTOYHMKaX KOMMNIIEKTOBaHUS;

opraHuayet paboTy NO COCTaBMEHNIO HOMEHKNaTypbl Aen opraHu3aumu;

OKasblBaeT MEeTOAMYECKYID W MNPaKTUYECKY0 MOMOLb CTPYKTYPHbIM MoapasgeneHusm B paborte ¢
OOKyMeHTamu;

y4yacTByeT B pa3paboTke HOPMATMBHbIX W METOAMYECKMX [OKYMEHTOB MO apxXvBHOMY Jeny MU
OOKYMEHTaLUMOHHOMY 00eCcneyveHunto yrnpaBneHus;

y4yacTByeT B MpPOBEAEHMU MepONpUATUA MO MOBLILEHWIO KBanudukauum paboTHMKOB apxvmBa M CIyxObl
OOKYMEHTaLMOHHOro obecneyeHns ynpaBneHusl, B TOM YMCIe B OpraHM3aumsxX - UCTOYHMKAX KOMMIIEKTOBaAHUS
apxuBa.

1.3.4. ApxvBbl OpraHusauuii OCYLLECTBNSAIOT MPUEM SJIEKTPOHHBLIX OOKyMeHToB (B[1), obecneumBalT ux
COXPaHHOCTb, y4eT, 0OTOOP U UCMONb30BaHWe, a Takke NOAroTOBKY U nepedayvy Ha rocygapcTBeHHoe xpaHeHue. Ha
XpaHeHue nepepatotcs Ol B coctaBe poHOOB OpraHM3auni - ICTOYHUKOB KOMMEKTOBAHNSA apXMBOB.

Bce onepauuu, ocywectendemble ¢ O npu nepegaye Ha apxXuUBHOE XPaHEHWE U B MpoLecce XpaHeHwus
(nepesanncb, KOHBEpPTUPOBaHME B HOBble dhopmaThl, CXKatve U Ap.), OOMKHbl ObITb AOKYMEHTMPOBaHbI AN
obecneyeHus ayteHTu4HocTv O[.

1.4. NpaBa apxvBa

[nsa BbINOMHEHWSA OCHOBHbIX 3aA4a4 U YHKUWIA apXMB OpraHnsaumm nMeeT npaso:

TpeboBaTb OT CTPYKTYPHbIX MogpasdeneHnii CBOEBPEMEHHON nepedadyM B apxvB [JOKYMEHTOB B
ynopsiao4eHHOM COCTOSIHWMK;

KOHTpONuMpoBaTb MpaBuna paboTbl C OOKYMEHTaMW B CTPYKTYPHbIX MOApasfgeneHusx M opraHu3auusax -
NCTOYHMKaX KOMMIIEKTOBAHNSA apXxmBa;

3anpawmvBatb OT CTPYKTYPHbIX MNOApPasfeneHni W opraHmsauuMm - MWCTOYHUKOB  KOMMMEKTOBaHMSA
Heobxogumble ans paboTbl apxmMBa CBEAEHWS;

y4yacTBOBaTb B MeponpuaTusx, nposoaumbix PepepanbHon apxuBHow cnyxbow Poccuu, opraHamu
ynpaBneHnss apxvmBHbIM Aernom cybbektoB Poccuiickon ®Pepepaumun, denepanbHeiMu apxuBamu Poccuinckon
degepaumn, No BONPOCaM apxmMBHOIO Aena n JOKyMeHTaUMOHHOro obecneyeHmns ynpasneHus.

1.5. OTBETCTBEHHOCTbL apxuBa

ApXUB COBMECTHO C PYKOBOAWUTENIEM OpraHM3aLmMmn HeceT OTBETCTBEHHOCTb 3a:

HecobGntoaeHne ycrnoBuin o6ecneyeHnst COXpaHHOCTU JOKYMEHTOB;

yTpaTy 1 HeCaHKLMOHMPOBAHHOE YHUUTOXEHNE [OKYMEHTOB;

HeOOOCHOBaHHbIN OTKa3 B NMpMemMe Ha XpaHeHUe OOKYMEHTOB MOCTOSHHOMO XpaHeHWsi U Mo JIMYHOMY COCTaBy
NOABEAOMCTBEHHbIX OpraHu3aLmin, Npu NMKBUAALMM OpraHn3aLmmn nnm nameHeHnn opmbl COGCTBEHHOCTY;

HapyLleHne NpaBu UCMNosb30BaHKUsS JOKYMEHTOB M 4OCTyNa nofb3oBaTernen K JOKYyMeHTaM, YCTaHOBIEeHHbIX
3aKoHOaaTEeNbCTBOM.

2. OKCIEPTU3A LLEHHOCTW JOKYMEHTOB

2.1. HOpMaTVIBHO-MeTOﬂ,W-IGCKVIe OCHOBbI 3KCNepTn3bl
LEeHHOCTN OOKYMEHTOB

2.1.1. 3kcnepTusa LEHHOCTU OOKYMEHTOB - 3TO M3y4yeHuWe [OOKYMEHTOB Ha OCHOBaHWM KpUTEpUEB WX
LEHHOCTU B Lensx onpegeneHus CpokoB XpaHeHUs AOKYMEHTOB 1 0TBopa ux Ha NOCTOSIHHOE XpaHeHue.

2.1.2. OTHeceHVe OOKYMEHTOB K cocTaBy ApxmBHoro coHga Poccuiickon ®egepaunn ocyliecTBnseTcs no
pesynbTaTtamM 9KCMepTU3bl LIEHHOCTUM Ha OCHOBaHWM MPUHLMMNOB UCTOPM3Ma, CUCTEMHOCTU U LIENTIOCTHOCTM MyTeM
KOMMJIEKCHOIO MPUMEHEHUS KPUTEPUEB NMPOUCXOXKAEHNS, COAEPXKaHUS, BHELLHNX OCODEHHOCTEN JOKYMEHTOB.

K KpuTepusim MNpOUCXOXOEHWS OTHOCATCH: PONfib M MeCTO OpraHusauuMm B CUCTEME roCcygapCTBEHHOro
yNpaBfeHnst UM KOHKPETHOW OTpacnu, 3HAYUMOCTb BbIMOMHAEMbIX €10 PYHKLUUNA, 3Ha4YeHne Pusamyeckoro nuua B
XM3HKM obLlecTBa, Bpems U MecTo o6pa3oBaHns AOKYMEHTa.

K KkpuTepusim copepXaHuWsi OTHOCATCSA: 3HAYMMOCTb COObITUSI (SIBNEHUS), OTPaKEHHOro B [OKYMEHTE,
3HauYeHne MmeroLlenca B JOKYMeHTe UHdopMaunm, NOBTOPEHNe MHOpMaLuM OKYMeHTa B APYrMxX OOKYMEHTaXx,
BMA AOKYMEHTa, NOANMMHHOCTb JOKYMEHTA.



K KkpuTepussm BHelWwHUX OCOBEHHOCTEN OTHOCATCHA: dopMa (UKCUPOBAHUSA M MNepedayn CcopepXKaHus,
yAOCTOBepeHusi, opopMIeHnss OKyMeEHTa, ero hnsm4eckoe COCTOSIHME.

Mpn oTHeceHUn OOKYMEHTOB K cocTtaBy ApxuBHoro doHga Poccuiickon degepaumm yumTbiBaeTcs akTop
CTeneHn NOMHOTbl U COXpPaHHOCTH hoHAA.

2.1.3. DkcnepTum3a LEeHHOCTU AOKYMEHTOB NMPOBOAMTCS Ha OCHOBE:

OENCTBYIOLLLEro 3aKkoHoAaTenbCTBa M MpaBoBbiXx akToB Poccunckon depepaumm no apxvMBHOMY Aeny wu
OOKYMEHTaUMOHHOMY 0BecneyveHunto ynpaBneHus;

TUNOBbIX W BEOOMCTBEHHbIX MepeyHel AOKYMEHTOB C YyKa3aHMEM CPOKOB WX XpaHeHus, TUMOBbIX W
NPUMEpPHbIX HOMEHKNAaTyp Aen;

HOPMaTUBHO-METOOUYECKNX OOKyMeHTOB defepanbHOM apxvMBHOW cnyxbbl Poccun 1 opraHoB ynpaBneHus
apxuBHbIM genom cybbektoB Poccuiickon Pefepaumm B 0611acTu apxmBHOro gena.

2.1.4. OTOOp aMeKTPOHHbIX AOKYMEHTOB Ha apXMBHOE XpaHEeHWe OCYLLECTBIISETCS B pe3ynbrare aKCnepTu3abl
ueHHocTu 3], KoTOpasi NPOBOANTCS IKCMEPTHOM KOMUCCUEN OpraHn3aumm.

Ha nepsBom atane akcnepTusbl 31 apxvB COBMECTHO C AefONpov3BOACTBEHHON CMyXOon mnu cnyxoon,
oTBevawlen 3a (PYHKLUMOHNPOBAHME MH(OPMALMOHHBLIX TEXHOMOMMIN B OpraHusauuu, onpegenser nepedeHb
CUCTEM, TEM W NPOEKTOB, AOKYMEHTbl KOTOPbIX MOFYT UMETb LIEHHOCTb B COOTBETCTBUM C OBLLMMU KpUTEPUAMMU
aKkcnepTuabl. B pamkax nepedHsa npoBoauTcss otbop 3L Ha MOCTOAHHOE U BPEMEHHOE XpaHEHue; nepedeHb
YTBEPXKOAETCA IKCMEPTHON KOMUCCUEN opraHM3auuu.

Okcneptmsa 3 npoBOANTCSA 3KCMEPTHOM KOMMUCCUEN BO B3aMMOCBSA3M C JOKYMEHTaUMEN OpraHusaumm Ha
TPaAOMLMOHHBIX HOCUTENSIX (MPUMEHSIETCS B KOMMNIIEKCE cUCTEMa OBLMX N cneumanbHbIX KpUTEPUEB: 3HAYUMOCTb,
MonHoTa (3aBEPLUEHHOCTb) OOKYMEHTa; ayTEeHTUYHOCTb OOKYMEHTa; oTcyTcTBue aybnupywouwen nHdopmaumm B
OOKYMEHTax, NPUHATBIX HA apXMBHOE XpaHeHMe).

Mpu npueme 3L Ha xpaHeHNe B apXUB y4UTbIBAIOTCS (PaKToOpbl: OrpaHM4YeHus Ha npvem O[1; 3aBepLUEHHOCTb
npouecca co3gaHus 3[; CTOMMOCTb BO3MOXHOIo nepesoda 3L B opyrov popmMaT npu NpUeEME B apxyB; Hanuume
3aKoHOAATENbHbIX aKTOB, NPenATCTBylOWMX nepedade J3I; Hanvume HeoOXOAMMOW COMPOBOAUTENBHON
OOKYMEHTaLuMK; COOTBETCTBME TUMA 3NEKTPOHHOIO 06opyaoBaHMS pasnuMyHbIM pexumam xpaHeHus 3[; 3aTpathbl
Ha obecneyeHne XpaHeHus.

2.2. OpraHunsauus nposegeHus
3KCNepTM3bl LLEHHOCTM JOKYMEHTOB

2.2.1. JkcnepTusa LLEHHOCTM AOKYMEHTOB B OpraHu3auum npoBoauTcs:

B [ENONpou3BOACTBE - MPWU COCTABMEHMM HOMEHKNATyp Oen, B npouecce ¢opMuMpoBaHMUs Oen U npwu
noAroTOBKe Aen K nepegade B apXuB;

B apxuBe - B NpoLecce NoAroToBKM K Nepefade Aen Ha NOCTOSIHHOE XpaHeHMeE.

2.2.2. ins opraHu3aumm u npoBegeHns paboTbl MO IKCNepTU3e LIEHHOCTM AOKYMEHTOB, 0TOOpY M NOArOTOBKE
K nepegaye Ha MNOCTOAHHOE XpaHeHue [oKymeHToB ApxuBHOro doHaa Poccunckon ®epepauumu, Bknouvas
yNpaBreHYeckylo, Hay4yHO-TEXHUYECKYID, ayaAMOBU3yarbHYl, MaLUMHOYUTAEMYIO WU OPYryl0 OOKYMEHTaumlo <*>,
obpasyoulyocs B npolecce AeATeNnbHOCTM OpraHu3auum, cosgaetcs akeneptHas komucens (IK).

<*> [ns 93KCcnepTu3bl LEHHOCTM U oTbopa Ha MOCTOSHHOE XpaHeHWe Hay4yHO-TEeXHUYECKOW W Apyrown
crneumanbHOM OOKyMeHTaumm MoxeT ObiTb co3gaHa otaenbHas OK, cocrtosilasi M3 crneuuanuctoB Mo 3Tow
OOKYMeHTauun.

B MuHucTepcTBax n BegoMcTBax, ApYrUx opraHusaumsx, UMeoLwmnx noABEeAOMCTBEHHYIO CeTb, CO3AaloTes
LUeHTparnbHble 3KcnepTHble komuccuu (LISK).

223. UBK (BK) cosgaetca npukasoM pykoBOAUTENst OpraHuM3aummM K3 4Yucna  Haubonee
KBannuunpoBaHHbIX paboOTHMKOB B KONMUYECTBE He MeHee Tpex uyenoBek. B coctraB OK opraHusaumm B
06sa3aTenbHOM NopsaKe BKIOYaeTC PyKOBOAMTENb apXUBa UNu Lo, OTBETCTBEHHOE 33 apXUB.

B coctaB LISK uenecoobpasHo BKNOUUTL NpeacTaBUTENs apXMBHOIO yuypexaeHus, Ans KOTOpOro AaHHas
opraHm3aums ABnseTcs UICTOYHUKOM KOMMIEKTOBaHMS.

Mpencepatenem UOK (OK) HasnavaeTcs ogvH M3 pyKoBOAAWMX pabOTHUKOB OpraHm3auum, KypupyroLwimn
BOMPOCHI 4eNONpon3BoACTBa U apxuBa.

2.2.4. OcHoBHbIMU 3agadamu LISK (3K) sendoTca:

opraHu3auus M nposegeHue 3KCNepTusbl LEHHOCTU [OOKYMEHTOB Ha CTaguu Aenonpov3BOoAcTBa Mpu
COCTaBMEHUN HOMEHKNATYpbl Aen U B NpoLecce (OpMUpoBaHUs aen;

opraHusauus 1 nNpoBeAeHMEe 3KCMEPTU3bl LLEHHOCTU OOKYMEHTOB Ha CTaavu MOArOTOBKM UX K nepepadve B
apxuB opraHv3auuu;

opraHusauus u npoBefeHne oTbopa M NOArOoTOBKM JOKYMEHTOB K Mepefadve Ha MOCTOSIHHOE XpaHeHWe B



rocy4apCTBEHHbIV UM MYHULMMANbHBIA apXumB.

2.2.5. OcHoBHbIMK cbyHKLMaMU LIOK (BK) asnstoTcs:

opraHusauums exxerogHoro otbopa gen ang XpaHeHus U YHUYTOXEHUS;

paccMoTpeHMe 1 BblHECEHME Ha YTBEPXOEHME N CcornacoBaHme ¢ 3KCnepTHO-NpoBepoyHon komuccuen (IK)
ApXMBHOIO YUYPEXAEHUS MPOEKTOB HOMEHKNATyp Aern opraHu3auuu, onucer Aen MOCTOSIHHOrO M BPEMEHHOro
(cBblwe 10 neTt) xpaHeHUs, B TOM 4YuCNe MO FIMYHOMY COCTaBy, aKTOB O BbIAEMNEHUN K YHUUTOXEHWO Aen, He
noanexalumx XpaHeHuio;

noaroToBka U BblHECeHWe Ha paccmoTtpeHume JMK apxvmBHOro ydpexaeHwst npeanoxeHui o6 mMamMeHeHun
CPOKOB XpaHEHWsi OTAENbHbIX KaTeropuii AOKYMEHTOB, YCTAHOBMEHHbIX MEepeyYHsMU, 1 06 onpedeneHMn CpokoB
XpaHeHWs1 JOKYMEHTOB, HE MPeAYyCMOTPEHHbIX MEPEYHAMY;

yyacTue B NOArOTOBKE N PACCMOTPEHUN NMPOEKTOB HOPMATUBHBLIX M METOANYECKUX JOKYMEHTOB MO BOMpocam
paboTbl C AOKYMEHTaMu B OpraHv3auum.

2.2.6. LUOK (3K) npoBoauT 3acepaHusi B COOTBETCTBMM C MNaHOM paboTbl M Mo Mepe HeobXoaAMMOCTW.
3acepanus LISK (3K) npotokonupytoTcd. [poTokonbl nognuceiBaoTca npegcegatenem U cekpetapem KOMUCCUMN.
Pewenua LUSK (3K) BcTynatoT B cuny nocrne yTBepXaeHnst pyKoBOAUTENEM OpraHu3aLmnu.

Mpotokonbel L3K (3K), copepxawme peweHns o6 oQobGpeHUM nNPOEKTOB TUMOBbLIX W NPUMEPHBbIX
HOMeHKNaTyp Aen, 06 M3MEHEHUN CPOKOB XPaHEHMUS1 LOKYMEHTOB, YCTAHOBIEHHbLIX TUMOBLIMW U BEAOMCTBEHHBIMU
nepeyvyHsMN LJOKYMEHTOB C yYKa3aHMEM CPOKOB MX XPaHEHUS, @ Takke TUMOBLIMW N NPUMEPHBLIMA HOMEHKNATypamm
Aen, yTBepX4alTcs PyKOBOAMTENEeM opraHusaumn Tonbko nocrie ux paccmoTpeHusa 3MMK cooTBeTcTByHOLLErO
apXMBHOTO y4YpexaeHus.

2.3. nOpH,D,OK npoBeaeHnAa 3KCnepTnabl LEHHOCTU AOKYMEHTOB

2.3.1. Okcneptu3a LUEHHOCTM [JOKYMEHTOB  OCYLLECTBMSIETCA  €XerogHo paboTHMkamu  cnyxoObl
OOKYMEeHTaUMOHHOro obecneveHuss ynpaeneHuss coBmectHo ¢ LIOK (3K) opranvsaumm nog metoauydeckum
PYKOBOACTBOM apxvBa.

2.3.2. Tlpu npoBedeHMn 3IKCNepTM3bl LEHHOCTU [OKYMEHTOB B CTPYKTYPHbIX MOApasaeneHusx
ocyliecTBnseTcd oTbop Aen NOCTOSHHOrO M BpeMeHHOoro (cBbiwe 10 neT) xpaHeHusa ansa nepegayvn B apxume; 0T6op
Oen ¢ BPEMEHHbIMM CPOKaMU XpPaHEHUs!, NOANEXALUUX XPAaHEHNIO B CTPYKTYPHbIX NoapasaeneHunsix; BolaeneHne K
YHUUTOXEHWIO Oen 3a npegplgywine rodbl, CPOKM XpaHEHWs KOTopblX wucteknu. [lpn 3TOM OAHOBPEMEHHO
NMPOBEPSIOTCH KayeCcTBO M MOMHOTA HOMEHKNaTypbl Aerl OpraHu3auuu, npaBUNbHOCTb OMNPEAEneHus CpPOKOoB
XpaHeHus gen.

2.3.3. OTbop AOKYMEHTOB MOCTOSIHHOrO M BpeMeHHOoro (cBbiwe 10 neT) XpaHeHUs MNPOBOAMTCA MNyTEM
MONMMUCTHOro npocmoTpa Aen. He ponyckaetcss oT6oOp LOKYMEHTOB ANsl XPaHEHMS U YHUYTOXEHWS TOSMbKO Ha
OCHOBaHWUM 3arofioBKOB Aer.

Hena c otmeTkon "OIK" nogsepratoTca NOIMCTHOMY NPOCMOTPY C Lenblo onpefeneHns 1 BblaeneHnsa us ux
CcOoCTaBa JOKYMEHTOB, NoAanexalnx NoCTOAHHOMY XpaHEHMIO.

Hena c otmeTkon "3lMK", cogepxalune AOKYMEHTbl NOCTOSHHOrO XpaHeHus, noanexaT nepedopMmMpoBaHUIO.
BbigeneHHble 13 Mx cocTtaBa OOKYMEHTbl MOCTOSIHHOrO XpaHeHUs MpUCOeauHAITCS K OAHOPOAHBIM Aernam unu
0ohopMASI0TCHA B CaMOCTOSITENbHbIE Aena.

Cpokn xpaHeHus gen, copgepXalux oCTaBLIMeCH OOKYMEHTbl BPEMEHHOro XpaHeHusl, OnpeaensoTcs Mo
nepeyvHio JOKYMEHTOB C yka3aHMeM CPOKOB UX XpaHEHUS Uiu No HOMEHKnaType Aen opraHm3auum.

Moawweka BHOBb CHOPMUPOBAHHBIX Aen NPOM3BOAUTCS TOMbKO NOCIe 3aBepLUeHnst KCNepTu3bl LLEHHOCTU
OOKYMEHTOB.

2.3.4. ApxuB NpOBOAWT IKCMEPTU3Y LIEHHOCTM OOKYMEHTOB MpU OTOOPE MX Ha MOCTOSHHOE XpaHeHWe noja
MEeTOAMYECKMM PYKOBOACTBOM COOTBETCTBYHOLLENO roCy4apCTBEHHOIO UN MyHULMNANbHOrO apxuea.

2.3.5. MNoaroToBKka 3NEKTPOHHbIX OOKYMEHTOB K Mepefaye B apXvB OpraHu3auuu COCTOUT U3 CreaytoLmx
3Tanos:

npoBepka U3N4eCKOro COCTOSIHUSI MaLUMHHbBIX HOCUTENEW, NPeAHAa3HauYeHHbIX ANs Nepefayv B apxms;

3anucb 3] Ha MalUWHHbIE HOCUTENN;

npoBepKa Ka4yecTBa 3anvcu;

onucaHune 9[;

NPOCTaBMeHNe apxXMBHbIX WMMPOB Ha eAMHMUAX XpaHeHus (Ha dyTnapax) B COOTBETCTBUMU C apXMBHOW
ONUCbIO (ONMNCAMW) SNEKTPOHHBIX JOKYMEHTOB NOCTOSAHHOIO XPaHEeHUs U MO IMYHOMY COCTaBYy;

NMOAroTOBKa KOMMIEeKTa CoNnpoBOAUTENbHON AOKYMEHTaLNN.

ConpoBogutenbHasa gokymeHTaums 3L gomkHa OblTb JOCTaTOYHOM AN obecnevyeHust uxX CoXpaHHOCTU U
ucnonb3oBaHus. B Hel oTpaxaeTcs cnepywowasi MHopmauusi: HasBaHWe [OKYMEHTa, AaTa ero COo3faHus,
XapakTepucTuka coaepxaHuns (aHHOTaLms), SNeKTPOHHbIN chopmaT, husmyeckas n norndeckas cTpykrypa (ansa b,
CalToB U T.N.), 06beM fokymeHTa (ans B[ Takke - KoNM4ecTBO 3anucen).



2.4. OcbopmneHne pesynbLTaToB
3KCMNEePTU3bl LEHHOCTM JOKYMEHTOB

2.4.1. Tlo pesynbTataM 3KCNEPTU3bl LIEHHOCTM [OOKYMEHTOB B OpraHu3auum COCTaBMSATCA OnNucu aen
NOCTOSAHHOIO (npunoxexue 1), BpemeHHoro (ceblwe 10 neTt) xpaHeHus (NpUnoXeHue 2) n No fIMYHOMY COCTaBy
(npunoxeHue 3), a Takke akTbl O BbIAENEHUN K YHUUTOXEHUIO AeN, He MNOAMNEXaLlMX XpaHEHUIO (MpunoxeHue 4).

2.4.2. B apxvBe opraHusaumm B 3aBUCMMOCTM OT cocTaBa u obbema 3[1, OTHECEHHbIX K coCTaBy APXMBHOIO
¢oHaa Poccuiickon depepaummn, cCOCTaBnAOTCA ONUCU 3NEKTPOHHBLIX AOKYMEHTOB MOCTOSIHHOIO XpPaHeHWs, onucu
4en no NUYHOMYy COCTaBy (nNpunoxeHue 5). YnpaBneHyeckasi, Hay4yHO-TEXHMYECcKasi JOKyMEeHTauusi, oTaenbHble
koMnnekcbl O[] BKMOYaTCs B CAMOCTOATENbHbIE OMUCHK.

Mopsaok ohopmneHnsa n yTBepXKAeHUa onncen yctaHoBmneH B . 6.4.5 HacTosAwwmx MNpasun.

2.4.3. 3IK apx1MBHOro y4ypexaeHus yTBepxaaeT onucu gen noCTosHHOrO XPaHEHNs U COrNacoBbIBAET OMUCH
Aen no nM4yHoMy cocTaBy (BkNtovasi onucu gen ).

2.4.4. YxasaHHble (n. 2.4.1) onucu u akTbl paccmaTpuBatoTcss Ha 3acegaHum LIOK (BK) opranusaumm
ogHoBpemeHHo. OpobpeHHble LIGK (OK) akTel n onvcn yTBEpXAalTCa pykoBoAMTENEeM OpraHusaumm TOmMbKO
nocne yreepxaeHusa OINK apxmMBHOro yuypexaeHus onucern aen NoCTOAHHOrO XpaHeHus; Nocrne 3Toro opraHmn3aLms
NMeeT NpaBo yHUYTOXaTb Aerna, BKNIOYEHHbIE B aHHbIE aKTbl.

2.4.5. [lena BKMOYAKOTCA B aKT, €Cnv NPegyCMOTPEHHbIV A58 HUX CPOK XpaHeHus uctek k 1 aHeBaps roga, B
KOTOPOM COCTaBnsAeTcs akT. Hanpymep, 3akoHYeHHbIe Aena ¢ TpexneTHUM CPOoKOM xpaHeHus B 1991 r. moryT 6biTb
BKIHOYEHbI B aKT, KOTOPbIN ByaeT cocTaBneH He paHee 1 aHBaps 1995 r.

AKT O BblOAEMNEHUN K YHUYTOXEHUIO Jef, He NOANeXallMx XpaHeHMI, COCTaBMnsieTCA Ha fgerna Bcewn
opraHm3aumu. Ecnu B akTe yKasaHbl Jena HecKOMbKUX nogpasferneHvnii, TO Ha3BaHWe KaXaoro nogpasgerneHus
yKa3blBaeTCSA Nepef rpynnov 3arofloBKOB Aen 3TOro nogpasaeneHuns. 3aronoBkv 0OAHOPOAHBIX Aer, OTOOpaHHbIX K
YHUUTOXEHWIO, BHOCATCSA B akT nog obLiMM 3arofioBKOM C yKa3aHMeM KOMWYecTBa Oefl, OTHECEHHbIX K AaHHOW
rpynne.

2.4.6. ApxuBHblE YYpPEXOAEHUS NPOBEPSAIOT NPaBUNBHOCTL OTOOpa Aen Ha MOCTOSAHHOE XpaHeHue W npu
HeobXx0AMMOCTU MMEIDT NpaBo NoTpeboBaTb BKIHOYMTL B ONMUCh A€M MOCTOAHHOIO XpaHeHus Aaerna, otobpaHHble Ha
BPEMEHHOE XPaHEHUE UMK K YHUHTOXEHMIO.

2.4.7. [lena, nognexawme yHUYTOXEHWIO, nepegatroTca Ha nepepabotky (ytunusauuio). lNMepepadva gen
odopmnseTcs NpueMo-caaTtoyHOM HakrmagHOM, B KOTOPOW yKasblBalOTCA AaTa nepefayuv, KoM4ecTBO CAaBaeMbIX
aen v Bec bymaHON MakynaTypbl.

Morpy3ska M BbIBO3 Ha YTUNM3aUWIO OCYLLECTBASIOTCA MOL KOHTPONEM COTPYOHWKA, OTBETCTBEHHOrO 3a
obecneyeHne cCoxpaHHOCTU JOKYMEHTOB apxuBa.

3. KOMMNNEKTOBAHWE APXVBA
3.1. KomnnekTtoBaHue apxmBa opraHusauum

3.1.1. KomnnekroBaHne apxvmBa opraHu3aumu - 9T0 CUCTEMaTU4ecKoe MOMOSIHEHME apxmBa OOKYMeHTamu
CTPYKTYPHbIX MoApasdeneHMn opraHusauun, a TaKkke JApyrux OopraHv3auui, SBASIOWUXCH WUCTOYHMKaMu
KOMMNIIEKTOBaHUSA apxumea.

3.1.2. KomnnekroBaHne apxmBa BKOYaET:

onpeeneHne NCTOYHUKOB KOMMIIEKTOBaHNS apXmBa;

onpefeneHyne coctaBa JOKYMEHTOB, MOANEXalUMX NpUemy B apXxuB;

opraHv3aums nepegayn JOKYMEHTOB B apXuB.

3.2. \CTOYHMKIN KOMMEKTOBAHMSA apxmnea

OCHOBHbBIMU UCTOYHMKAMKN KOMMSIEKTOBAHWS apXMBa OpraHm3aumm SBhsioTCs:
CTPYKTYpHbIE NoAapasaerneHns opraHmsauuu;

noaBe4OMCTBEHHbIE OpraHM3aLumu;

dmsmnyeckme nuua.

3.3. CocTaB A4OKYMEHTOB, NOANEeXallMx nepegaye B apxve
3.3.1. Apx1B opraHmsauum B COOTBETCTBMM C MOJIOKEHMEM O HEM KOMMIEKTYETCA Aenamy MOCTOSHHOrO,

BpeMeHHOro (cBblwe 10 neT) xpaHeHus, a Takke genamm rno JIMYHOMY COCTaBy.
3.3.2. [lena BpeMEHHOro XxpaHeHuUst Co cpokammn xpaHeHust Ao 10 neT nepegade B apxXuB OpraHu3auum, Kak



npasuno, He nognexaT. OHW XpaHATCA B CTPYKTYPHbIX MOAPa3ferneHnsx opraHn3auum u no UCTeYeHUM CPOKOB
XpaHeHUs noanexart YHUYTOXEHUIO (CM. n. 2.4.5).

3.3.3. [IoKkyMeHTbI MMYHOrO NPOUCXOXAEHNS B apXUB OpraHunsaumm nepeaarTcs Ha BpEMEHHOE XpaHeHne no
3asBreHno nx Bnagenbua (COBCTBEHHMKA) C NocneayoLlen nepegaden B rocyaapCTBEHHbIM apXuB Ha NOCTOAHHOE
XpaHeHue.

3.3.4. B apxvuB nepegawTcsa [OOKYMEHTbl OpraHu3auun-npeglecTBEHHUKOB, a Takke [OOKYMEHThI
NVKBUAMPOBAHHBIX NOAYUHEHHbIX OpraHu3aLni.

3.4. HomeHknatypa gen

3.4.1. HomeHknatypa gen npeacrtaBnset cobon CUCTEMATM3MPOBAHHLIA MepeyYeHb HauMMeHOBaHWA Aen,
3aBOAMMbIX B 4EM0ONPOU3BOACTBE OpraHn3aumm, C ykasaHnemM CPOKOB MX XPaHEHWs, MO yCTaHOBNEHHOW dopme.

3.4.2. ApxuB B Lensx Ka4eCTBEHHOrO KOMMSEKTOBaHWA AOKYMEHTaMu apXMBHOTO hoHAa KOHTponupyeT K
OKa3blBaeT HeoOXOAMMYI0O MEeTOAMYECKYIO W MPaKTUYECKyl0 MOMOLb Cryxbe OOKYMEHTaLMOHHOro obecneyeHust
ynpaBreHns B COCTaBneHnn HoMeHknatypbl gen. OTBETCTBEHHOCTb 3a ee COCTaBfeHue Bo3naraeTcs Ha cnyxoy
OOKYMEHTaUMOHHOro obecnevyeHns ynpasneHnss opraHmsaumm.

3.4.3. HomeHknatypa gen sBnsieTcA OCHOBOW AN COCTaBfieHUs OnNucen Aern NOCTOSAHHOIMO U BPEMEHHOrO
(cBblwe 10 neTt) xpaHeHUs1 U OCHOBHbIM Y4E€THbIM AOKYMEHTOM B AENOnNpou3BOACTBE, a B apxvBe OpraHu3aumm
ncnonb3yeTcs Ans yvyeTa gen BpeMmeHHoro (4o 10 neTt BKMNYNTENBHO) XpaHeHWs.

3akpenneHHas B HOMEHKNaType cxema cucrtemaTtusaummn gen moxet 6biTb ncnonb3oBaHa npu paspaboTke
CXeMbl KapTOTEKN Ha UCMOSMHEHHbIE AOKYMEHThI.

3.4.4. Pa3nnyatoTcs Tpy BMga HOMEHKNaTyp Aen: TUnoBas, NpMMepHas U MHauBMAyanbHas HOMEHKNaTypbl
Aer KOHKPeTHOW opraHu3aumu.

TvnoBas HoMeHkNaTypa Aen ycTaHaBnuBaeT COCTaB Aer, 3aBOAUMbIX B AE€f0oNpou3BOACTBE OOHOTUMHBLIX
opraHu3auumn, 1 ABNAeTCA HOPMaTUBHbLIM AOKYMEHTOM.

MNprvmepHasa HOMeHKnaTypa Aen yctaHaBnMBaeT NPYMEpHbIA COCTaB Aerl, 3aBOAMMbIX B Ae/I0NpOn3BOACTBE
opraHm3aumi, Ha KOTOpble OHa PacnpOCTPaHAeTCHd, C yKasaHueM WX MHOEKCOB, W HOCUT peKkoMeHAaTerlbHbIN
Xapakrep.

3.4.5. TunoBble M MNpUMMEpPHblIE HOMEHKMAaTypbl OeN MCNONb3YHTCA ANS COCTaBNeHWs WHOMBMAYarbHON
HOMEHKNaTypbl gen.

B HOMeHknaTypy pQen opraHu3aumm 13 TUNOBOW WNW MPUMEPHON HOMEHKNaTypbl Oen MnepeHOCsTcs
npegycMOTPEeHHbIE UMK 3arofioBKM Aen, KOTopble npeanonaraeTcsd 3aBecTu B AenonpounsBOACTBE OpraHv3auuu,
KOHKPETU3MPOBaHHbIE C y4eTOM ee creunmkm.

Cpokun xpaHeHusi gen, nNpedycMOTpPEeHHble TUMOBOW UMM MPUMEPHON HOMEHKNATYpou Aen, NepeHoCHaTCcs B
NHAMBMAYarnbHY0 HOMeHKNaTypy Aen 6e3 nsmeHeHun.

3.4.6. HomeHknaTypa fgen opraHusauuu (cBogHas) (npunoxeHue 7) COCTaBNAeTCA MO YCTaHOBNEHHOW
dopme Ha OCHOBaHWWM HOMEHKNATyp Aen CTPYKTYPHbIX NoapasgeneHnii, padpaboTaHHbIX NO aHanormyHon gopme
(npunoxeHue 8), cormacoBaHHbIX UMW C apXUBOM W NOANUCAHHBIX PYKOBOAUTENAMMW 3TUX NoApasaeneHuin.

HomeHknaTypa gen opraHm3auny odopmnseTcs Ha obwem 6naHke opraHusauum.

HomeHknaTypa gen opraHusauuu BU3MPYETCH PYKOBOAWUTENEM apxvBa UMW NMLOM, OTBETCTBEHHbIM 3a
apxuB, noAanucCbiBaeTCd pykoBoauTenem Cnyxbbl WAM  NUUOM, OTBETCTBEHHbIM 3a [OKYMEHTaLWOHHOe
obecneyeHne ynpaeneHus, n nocne ogobpeHusa LISK (OK) opraHusauum Hanpasnsetca Ha cornacoBaHue ¢ 3K
COOTBETCTBYIOLLEr0 apXMBHOTO YYPEXAEHUS, NOCNE Yero yTBepxxaaeTcs pyKOBOAMTENEM OpraHu3aunn.

Mocne yTBepXaeHWss HOMEHKNaTypbl AeN OpraHusauun CTPYKTYpHble MogpasgenieHnst nornyvaroT BbIMUCKY
COOTBETCTBYHOLLMX €e pasfenoB Ans Ucrnonb3osaHns B pabore.

HomeHknaTypa gen opraHnsaumm Ha NpeacTosALMI KaneHaapHbli rof COCTaBnseTCs B NOCeAHeM KBapTane
TeKyLLuero roga.

CornacoBaHHasi C apxvMBHbIM Y4YpexAeHVeM HOMeHKnaTypa gen B KOHUEe Kaxgoro roga YTOYHsieTcs,
yTBEpXOaeTcs pyKOBOAMTENEM OopraHuM3auum n BBOOAWUTCA B AeicTBMe C 1 SHBaps crnegylowero KaneHaapHoro
roga.

HomeHknaTypa gen cornacoBbiBaeTCsi C apXMBHbIM yupexaeHnemM He pexe ogHoro pasa B 5 net. B cnyuae
KOPEHHOro U3MeHeHWs (PyHKUMIA U CTPYKTYPbl OpraHn3auun paspabaTbiBaeTcs HOBas HOMeHKNaTypa gen.

3.4.7. HomeHknaTypa fgen COCTaBNAeTCsa Ha OCHOBE M3y4eHUs COCTaBa M CoAepXaHus [OOKYMEHTOB,
obpasyLwuxcsa B 4eATENbHOCTM OpraHu3aumu.

lMpu cocTaBneHUM HOMEHKNATypbl Oen crnegyeT PyKOBOACTBOBATbLCA YCTABOM WM MOSIOXKeHuem 06
opraHu3auum, NosioKEHNsIMU O ee CTPYKTYPHbIX NoapasferieHusx, WraTHbIM pacnucaHueM, HOMEHKNaTypon gen
opraHuM3auuMm 3a nNpoWMbIA rofd, OnNUCSMM Aen MOCTOSIHHOrO U BpeMeHHoro (ceblwe 10 neT) XxpaHeHus,
perncTpaumoHHbIMM hopMamm, BEAOMCTBEHHBIMW M TUMNOBBLIMU NEPEYHSIMU JOKYMEHTOB C yKasaHWeM CPOKOB WX
XpaHeHus1, TUNOBbIMW U NPUMEPHBIMU HOMEHKNATypamu gen.



3.4.8. B HoOMeHknaType gQen npegycmaTpuBaloTCA 3arofioBkM fAen Ans  rpynnupoBKM  OOKYMEHTOB,
oTpaxaroLme Bce AOKYMEHTUPYEMbIE Y4acTKU 1 BONPOCHI AeATENbHOCTU OpraHu3aumu.

B HomeHknaTypy Aen opraHvsauuu BKMAKYATCA Aerla BPeMEHHO AEWCTBYIOLLMX OpraHoB, AOKYMEHTbI
KOTOPbIX CnyaT NpaBOBbIM OCHOBaHWEM AN NMOATBEMKAESHUS MONTHOMOYUIA OpraHn3aLnn Unu npekpawleHns ee
AesaTenbHoCT (HanpuMmep, Aena NUKBUOAUMOHHOW KOMWUCCUM OpraHu3auumn BKIYAKTCA B HOMEHKNaTypy gen
NUKBUOMPYEMOW OpraHusauunm).

OcHoBON AnA onpeferneHns CTPYKTypbl HOMEHKNaTypbl Aen SBNSETCA CTPyKTypa (WTaTtHoe pacnucaHue)
opraHmsdaumu. Pasgenamu, nogpasgenamv M OpyruMn OEneHUsMM HOMEHKNaTypbl Aen SBNSTCA Ha3BaHuA
nogpasaeneHni (HanpumMmep: kaHuenapus, dyxrantepus, oT4en kagpos 1 T.n.).

3.4.9. TIpadbl HOMEHKNATypbl [gen opraHuvsaumm, ee CTPYKTYPHbIX noapasgeneHnin  3anofiHATCS
crnegywowmm obpasom.

B rpade 1 HOMeHKknaTypbl Aen NpPocTaBNATCA WMHAEKChbl KaXAOro Aerna, BKMNIOYEHHOro B HOMEHKMaTypy.
MHaekc gena cocTouT U3 YCTaHOBIIEHHOIO B OpraHu3aumm unugpoBoro 0603HavyeHust CTPYKTYpHOro nogpasaeneHust
N NOpsiAKOBOrO HOMepa 3arofioBka Aena no HOMEHKNaType Aen B npefernax CTPYKTYpPHOro nogpasaeneHus.
MHpekcbl pen obosHavatoTcs apabckmmm umdbpamu. Hanpumep: 02-03, roe 02 - MHAOEKC CTPYKTYPHOrO
nogpasgenexusi, 03 - NOpsaKOBbLIN HOMEP 3arofioBka Aena no HOMeHKnaType gen.

B HOMeHknaType gen pekoMeHOyeTCH COXpaHATb OAMHAaKOBble WHAEKCHbl ANs OOHOPOAOHbIX Aern pasHbIX
CTPYKTYPHbIX nogpasaeneHnii (HanpaBneHun AeaTensHoCTI).

Mpumep: "Mpurkasbl No ocHoBHOW AeatenbHocTn" (02-03, 03-03, 04-03 n 1.4.).

B rpacdy 2 HoMeHKknaTypbl AeN BKMOYAKTCA 3arofoBku Aen (TOMOB, YacTen).

lMopsaok pacnonoXeHUs 3arofioBKOB [Aen BHYTPUM pasgenoB M nogpasgenoB  HOMEHKNaTtypbl  Aen
onpefenseTcsa cTeneHbio BaXHOCTU AOKYMEHTOB, COCTaBNALLMX Aena, 1 NX B3aMMOCBSA3bIO.

BHauane pacnonaraloTcs  3arofioBKM  gern,  codepXaliuMx — opraHu3alMOHHO-pacrnopsaauTerbHYo
OoKymeHTauwmo. MNpn 3TOM 3aronoBku gern, cogepXalimx NoCTaHOBNEHNS U MpuKasbl BbILUECTOSALLMX OpraHu3aLmi,
pacnonaralTca nepeq 3arornoBkamu Jen C npuvkasamu pykoBoauTens opraHusauuun. [anee pacnonarartcs
3aronioBku Aen, cogepxalumx nnaHoBble N OTYETHbIE JOKYMEHTHI.

3aronosku gen, 3aBeAeHHbIX NO reorpadyeckoMy M MO KOPPECNOHAEHTCKOMY Mpu3Hakam, BHOCHATCA B
HOMeEHKNaTypy Aen no andgaeuty reorpanyecknx Ha3BaHU NN KOPPECMNOHOEHTOB.

3aronoBok gena [ofmkeH 4YeTko u B 060OLIEHHON (hopMe OTpaxaTb OCHOBHOE COAepXaHue M COoCTaB
OOKYMEHTOB gena.

He ponyckaetcsa ynotpebrneHvne B 3arofioBke gena HEeKOHKPeTHbIX opMynuMpoBoK ("pasHble matepuansi”,
"obLwwas nepenncka" u T.n.), a Takke BBOAHbIX CIMOB U CINOXHbIX CUHTAKCUYECKNX 06OPOTOB.

3aronoBku gen MoryT yTOYHATbLCS B npouecce hopMMpoBaHnst U opopmIIeHNs aen.

CocTtaB aMneMeHTOB 3arofloBka fena, pacrioniaraemblx B MPUHATOM MOCMeoBaTeNbHOCTU, OnpeaenseTcs
XapakTepom JOKYMEHTOB Aena.

B 3aronoBkax gen, cogepxalimx AOKYMEHTbI N0 OAHOMY BOMPOCY, HO He CBA3aHHbLIX NOCNeaoBaTeNbHOCTLIO
0enonpon3BoACTBa, B Ka4ecTBe BuAa Aena ynotpebnsieTcs TepMUH "0OKYMEHTbI", @ B KOHLIE 3arofloBka B CKOOKax
yKa3blBaOTCA OCHOBHbIE Pa3HOBMOHOCTW AOKYMEHTOB, KOTOPbIE AOMKHbI ObITh B Aene.

Mpumep: "JOKyMEHTbI O NPOBEAEHMN Hay4YHbIX KOHEPEHLUIN 1 CUMMO3NYMOB (MfaHbl, CAMCKW, Aoknagbl)".

TepMuH "OOKYMEHTBLI" NPUMEHAETCHA TakkKe B 3arofioBkax Aen, coaepXalmx AOKYMEHTbl - NPUIOXeHUsa K
Kakomy-nnbo OOKYMEHTY.

Mpumep: "[JOKYMEHTLI K NPOTOKOMNaM 3aceaHunsi Kornnermm MMHucTepcTea”.

3aronoBku gen no Bomnpocam, He paspelleHHbIM B TEeYEeHWEe OOHOro roga, siBnaTca "nepexogawmmn” um
BHOCSITCS B HOMEHKNaTypy Aern opraHusaLum cnegyroLero roga ¢ TeM Xe UHOEKCOM.

Ecnu geno 6yaeTt cocTosiTb U3 HECKOMbKMX TOMOB MW YacTewn, TO cocTaBnsieTca obLmin 3aronoBok gena, a
3aTeM Mpu HeoBXOOUMOCTU COCTaBMATCSA 3arofioBKM KaXaoro Toma (4acTu), yTOYHSALWNE CoaepKaHe 3aronoBka
aena.

B rpade 3 HomeHknaTypbl Aen ykasblBaeTca KonuyecTBo fen (TomMoB, 4acter). OHa 3anonHseTca no
OKOHYaHWW KaneHgapHoro roaa.

B rpadbe 4 ykasbIBalOTCA CPOK XpaHEHUs Aena, HoMepa cTaTen Nno nepeyHo (TMNoOBOMY, BE4OMCTBEHHOMY),
a npuv ero OTCyTCTBUM - MO TUMOBOMW UM NMPUMEPHON HOMEHKNaType gen.

Mpwu BKMOYEHMM B HOMEHKNATYpPy 3arofiOBKOB, OOKYMEHTOB, CPOK XpPaHEHWs KOTOPbIX He MpeayCMOTPEH
TUMOBBIM WM  BEOOMCTBEHHbIM MNEpPeYHsMM OOKYMEHTOB, CPOK WX XpaHeHus ycTaHaBnuBaetcs OlK
COOTBETCTBYHOLLErO apXMBHOTO yYpexaeHus no npegcrasneHuio apxmea u LIGK (3K) opranmsauun.

B rpacbe 5 "lpumeyaHue" B TedeHWe BCero cpoka AeNCTBUS HOMEHKNaTypbl MPOCTaBMSTCA OTMETKUM O
3aBejeHUN Oen, o nepexodlimMx fenax, O BblAeNeHWW Oen K YHUUTOXEHUIo, O nepefade gen B ApPYryro
opraHusaumio Ansg NpoaormKeHns 1 ap.

3.4.10. Mo okoHYaHUW [enonpousBOACTBEHHOrO rofa B KOHLle HOMEHKNaTypbl Aen 3aMeHsaeTcsl UToroBasi
3anucb O KONu4yecTBe 3aBefeHHbIX Aen (TOMOB), OTAEeNbHO MOCTOSIHHOTO U BPEMEHHOro xpaHeHusi. CBeaeHus,



cofepxalumecsi B UTOroBOW 3amnuncu HOMEHKNaTypbl Aen opraHusauuu, B obsizaTenbHOM ropsiake coobuiatotcs
APXMBHOMY YYpPEXOEHWI0, O YeM B HOMEHKNaType Aern MPOCTaBfIsSieTCs OTMETKa C yKazaHWeM OOMMKHOCTM nuua,
cOenaBLLEro OTMETKY, U pacluMpOBKMU ero NoAnucK.

3.5. MNopsgok dopmupoBaHusa gen B opraHmMsaunm

3.5.1. dopmumpoBaHuem gen HasbIBaeTCsa rpynnmpoBKa UCMOMHEHHbIX JOKYMEHTOB B iena B COOTBETCTBMM C
HOMeEHKNaTypou aen.

B meno nomeLLaroTca AOKYMEHTbI, KOTOpPble NO CBOEMY COAEPXKaHUIO COOTBETCTBYIOT 3arofioBky Aena, npu
3TOM 3anpeLlaeTcd rpynnupoBaTh B AeNna YepHOBble U AyOreTHble 3K3eMNsipbl JOKYMEHTOB (3a WCKMYEHMEM
0Cc000 LEHHbIX), @ Takke AOKYMEHTbI, NOANexallme Bo3Bpary.

3.5.2. [Jena ¢opmupyloTCa B OpraHmsauusx Mpu LEeHTpanvM3oBaHHOM BedeHVMM [enonpousBoAacTBa -
cnyxbon [OOY opraHusauun, npu OeLeHTpanvM30BaHHOM - KakK CTPYKTYPHbIMW MogpasgeneHusiMy  (nuuamm,
0oTBeTCTBEHHbIMU 3a [JOY), Tak n cnyxbon JOY opraHusaummn.

dopmupoBaHve gen BeAeTCA Mo HENOCPEACTBEHHbIM METOOUYECKMM PYKOBOACTBOM apxXuBa OpraHu3auumu,
a npu HeobxoaUMOCTM - U COOTBETCTBYHOLLEro rocy4apCTBEHHOrO apxmBaa.

3.5.3. Npu dpopmmpoBaHum gen Heobxoanmo cobnogaTth criefyoLme OCHOBHble TpeboBaHuWs:

OOKYMEHTbI NOCTOSAHHOIO U BPEMEHHOIO XpaHeHns HeobxoanmMo rpynnmMpoBaTth B OTAENbHbIE AeNa;

BKMOYaTb B €10 N0 OAHOMY 3K3EMMMAPY KaK40ro JOKYMEHTa;

rpynnupoBaTb B Aen0 OOKYMEHTbl O4HOr0 KaneHO4apHOro roga; WCKMYeHue COCTaBMsloT: nepexoasiuve
aena; cyaebHble gena; NMYHble Aena, KoTopble (hOPMUPYIOTCA B TeYEHME BCero nepuoga paboTbl 4aHHOro nuua B
opraHu3aumv; OOKYMEHTbl BblOOPHBIX OpPraHoB W WX MOCTOSIHHbIX KOMWCCWUW, AenyTaTCKuxX rpymnn, KoTopble
rpynnuUpyoTCst 3a Nepuog, Ux co3blBa; JOKYMEHTbI y4ebHbIX 3aBefeHui, KoTopble hopMUpyoTcst 3a y4ebHbIn rog;
OOKYMEHTbI TeaTpoB, XapaKTepusytloLlime CLEHUYECKYD OeATeNnbHOCTb 3a TeaTpanbHbli Ce30H; Aena unbMoB,
pykonucewn, ucrtopum donesHen u gp.;

Aeno OOIMKHO coaepaTb He 6onee 250 nucTtoB., Npu TonwuHe He 6onee 4 cm.

3.5.4. BHyTpu gena OOKYMeHTbl OOSKHbI BblTb pacnonoXeHbl Tak, YTOObl OHW MO CBOEMY COAEPXKaHWIo
nocnefoBatenibHO  OCBeLanu  onpegenieHHble  Bonmpockbl. [lpy  3TOM  OOKYMEHTbl  pacrnonaralTcs B
XPOHOMOrMYeckoM nopsgake (Bxogswme - nNo gatam NOCTYNMEHUs, UCXoaswme - no gatam OTNpaBneHnst) unm no
ancaBuTy aBTOPOB 1 KOPPECMNOHOEHTOB.

MpunoxeHnsa K OOKYMEHTaM, HE3aBUCMMO OT AaTbl UX YTBEPXOEHUSA UNN COCTaBMEHUS, MPUCOEOMHATCS K
OOKYMEHTaM, K KOTOPbIM OHU OTHOCATCS.

MpunoxeHus odbbemom cBbile 250 NMMCTOB COCTaBNSAT OTAENbHBIA TOM, O YeM B [JOKYMEHTe Oenaetcs
oTMeTKa.

3.5.5. PacnopsigMTtenbHble OOKYMEHTbI IpynnupyroTcs B Aena no BuAam U XPOHOMOMMU C OTHOCALUMUCA K
HUM NMPUNOXKEHUAMU:

yCcTaBbl, MONOXEHUS, WHCTPYKLUMKN, YTBEPXKAEHHbIE pPacnopsigMTENbHbIMM  OOKYMEHTaMu, SBMAAITCA
NPUMOXEHUAMU K HUM W TPYMNNUPYIOTCS BMECTE C YyKasaHHbIMWM [JOKyMeHTamu. Ecnn ke OHW yTBepXAeHbl B
KayecTBe CaMOCTOATENBHOIO JOKYMEHTA, TO UX FPYNMNMPYIOT B OTAENbHbIE Aena;

NpuKasbl MO OCHOBHOW AEATENbHOCTU rPYNNMPYIOTCA OTAEMNBHO OT NPUKA30B NO JIMYHOMY COCTaBY;

npukasbl MO JIMYHOMY COCTaBy rPYNNUpPYIOTCS B Aena B COOTBETCTBMM C YCTAHOBIEHHBIMU CPOKaMu KX
xpaHeHus. LlenecoobpasHo npu GonblumMx o6bemax OOKYMEHTOB MpuKasbl MO JIMYHOMY COCTaBy, kacarolimecs
pasnUyHbIX CTOPOH AEeATENBHOCTM opraHu3aumm (npuem Ha paboTy, yBOMbHEHUE U NepeMeLleHne, KOMaHONPOBKN
W T.4.), TPyNNMpoBaThb B OTAEMNbHbIE AENA;

NOpPYyYEHMsT BbILECTOSALWMX OpPraHM3auuin M AOKYMEHTbl MO WX WUCMOMHEHWUIO TpYynnupyloTcsa B gena no
HanpaBneHnsiM A4eATENbHOCTM OpraHu3aumuy;

YTBEPXAEHHbIE MMaHbl, OTYETbl, CMETHI, JIMMUTbI, TUTYNbHbIE CMWUCKU U APYrne LOKYMEHTbI rpynnupyroTcs
OTOENBHO OT UX NPOEKTOB;

AOKYMEHThI B MMMYHBIX JeNnax pacnoriaratTcs B XPOHONOrMYeckoM nopsigke no Mepe ux nocTynneHus;

nMueBble cyeTa pabounx u cnyxawux no 3apaboTHOM nnaTte rpynnupPYrTCA B OTAENbHble Aena u
pacnonaratTcs B HUX No andgasunTy damMunuim,

NpeanoXeHns, 3asBreHnst 1 xanobbl rpaxxaaH Nno Bonpocam paboTbl opraHnsaumMmM 1 BCe OOKYMEHTbI MO UX
PaCCMOTPEHUIO U UCTIOSNTHEHMIO TPYMMUPYHOTCA OTAENBbHO OT 3asBMEHWI rpaXaaH no fIMYHbIM BOMpocam;

nepenvcka rpynnupyeTcsl, Kak npaBumno, 3a KaneHOapHblA o4 U CUCTEMATU3UPYETCS B XPOHOJTOMMYECKON
nocnenoBaTeslbHOCTU, LJOKYMEHT-OTBET NMOMELLAeTCs 3a AOKYMEHTOM-3anpocoM. [Npu BO30OHOBNEHUN NEPENnUCKU
no onpefeneHHOMy BOMPOCY, HavyaBLUENCS B NpeablayLeM rogy, 4OKYMEHTbI BKIOHAOTCs B AeN0 TeKyLero roga ¢
yKkasaHMeM wHAekca Aena npegblgywero roga. B 3aBucumocTtn oT cneuundmkn OesTenbHOCTM opraHusauum
nepenucka MoXeT rpynnmMpoBaThCs Takke 3a y4eOHbI rof, CPOK co3biBa BbIOOPHbLIX OPraHoB U T.4.



3.6. TpeboBaHus kK 0hOpMITEHUIO AEN, MPUHMMAEMbIX B apXuB

3.6.1. ObopmneHne gen NnpoBoaMTCa paboTHMKaMM CryXObl JOKYMEHTaLMOHHOro obecneyeHmnst ynpaBneHus
opraHusaumm unu Opyrumu CTPYKTYPHbIMU nogpasgeneHnsmn, B 00A3aHHOCTU KOTOPbIX BXOOUT 3aBedeHue U
dopmmpoBaHue aen, npu MeToaM4eckor NOMOLLU U MO KOHTPONEM apXmBa opraHm3auuu.

3.6.2. B 3aBMCMMOCTU OT CPOKOB XpaHEHUS MPOBOAUTCS MOMHOE UMW YacTu4Hoe ohopmMIieHne aen.

3.6.3. MNonHomy odopmMneHunto nognexar Aena NoCTOsIHHOro, BpeMeHHOoro (csbiwe 10 neT) xpaHeHust 1 No
NNYHOMY COCTaBy.

MonHoe odhopmneHne aen npeaycmaTpyBaeT:

noALIMBKY UNu nepenneT Aena;

HyMepaLMIo NMCTOB Aena;

COCTaBreHne nucTa-3aBepuTens;

CocCTaBreHue, B HEOOXOAMMbIX CIydasixX, BHyTPEHHEN ONUCU JOKYMEHTOB;

BHECEHNE HeOOXOAMMbIX YTOYHEHUN B PEKBU3WUTbI OONOXKM Aena (YyTOYHEHWE HasBaHWs OpraHv3auuw,
perMcTpauMoHHOro MHAeKca aena, kpalHux gat gena, 3arofioBka gena).

Hena BpemeHHoro (4o 10 neT BKMYNTENBHO) XpaHEHUs nognexaT YacTUYHOMY 0POpPMIIEHMIO: A0oNyCcKaeTcs
He NMpoBOAMTbL CUCTEMAaTM3auuio AOKYMEHTOB B Aere, NUCTbl Aena He HyMepoBaTb, 3aBepuUTENbHbIE HAAMUCK He
COCTaBnATh.

3.6.4. [lokymeHTbI, cocTaBnsawme gena, NnoawmnsBatoTca Ha 4 npokona B TBepAyto 0BMOXKY U3 KapToHa unm
nepenneTalTcs C y4eTOM BO3MOXHOCTU CBODOAHOIO YTeHMs TeKCTa BCEX OOKYMEHTOB, AaT, BU3 1 Pe30onoLmin Ha
Hux. [Npu nogroToBke Aen K nogdwwueke (NepenneTty) MeTannuyeckue ckpenneHus (Oynasku, CKpenku) u3
OOKYMEHTOB yAansaoTCA.

3.6.5. [lena NOCTOAHHOIO XpaHeHus, cocToswmne u3 0cobo UEHHbIX AOKYMEHTOB WnM HedopMaTHbIX
OOKYMEHTOB, XpPaHATCS B 3aKpbITbIX TBEPAbIX Nankax ¢ TPeEMs KnanaHamu ¢ 3aBsA3KaMu Unn B KOpobkax.

3.6.6. NMpu Hannuumn B gene HeBoCTpebOBaHHbIX NMUYHBLIX JOKYMEHTOB (YOOCTOBEPEHWI NMYHOCTU, TPYOOBbIX
KHWKEK, BOEHHbIX OUNETOB) 3TU OOKYMEHTbl BKMaAbIBAOTCS B KOHBEPT, KOTOPbIM nopwwmBaetcs B Aeno. [pu
HanuuMmM OOMbLIOrO KONMMYEeCTBa TaKMX AOKYMEHTOB MOCMeHMEe MU3bIMalTCA U3 OeNn M Ha HUX COoCTaBnsaeTcs
oTAenbHasa onuchb.

3.6.7. B koHUe Kaxkgoro gena nofwmBaeTcs YMCThIM BnaHK NucTa-3aBepuTens, a B Havyane gena (ans yvyeta
0C000 LiEHHbIX AOKYMEHTOB) - 6riaHk BHYTPEHHEN OnnMcK JOKYMEHTOB Aerna.

3.6.8. B uenax obecneyeHns COXPAHHOCTM W 3aKpenreHns nopsaka pacrnosioXeHus [OKYMEHTOB,
BKIMIOYEHHBIX B AeNo, BCe NUCTbl 3TOro Aena (Kpome nucta-saBepuTens U BHYTPEHHEW OMucu) HyMepytTcs
apabckumu undpamy BanoBoW HymMepauuenh B MNpPaBOM BEPXHEM YIiy fMcTa MpOCTbIM KapaHZallom Wnu
HyMepaTopoM. JINCTbI BHYTPEHHEN OMUCKU OOKYMEHTOB [ena HyMepyTCsa OTAENbHO.

3.6.9. Jluctbl gen, cocTosAWNX N3 HECKONbKUX TOMOB UMW YacTen, HYMepylTCsa MO Kaxaomy TOMY Unu no
KaXkgoW YyacTu oTAernbHO.

3.6.10. doTorpacuum, yepTexu, guvarpammbl U Opyrve UNNCTpPaTUBHbIE OOKYMEHTbI, npeacTaBnsoLlme
CaMOCTOSITENbHbIV NUCT B Aerne, HYMepyrTCcsa Ha 0O0POTHONM CTOPOHE Ha BEPXHEM Mofie fucTa.

3.6.11. CnoxeHHbin nuct (dopmaTta A3, A2) pasBopayvMBaeTCs U HyMepyeTCs B NPaBOW YacTu BEPXHEro
nonsa nucta. MNpu atom nuct noboro dopmaTa, NOSWUTLIN 32 OAWMH Kpar, HyMepyeTcs Kak OOWH FUCT; JIUCT,
CNOXEHHbIN N NOALUNTBIV 32 CEPEeAVHY, MOANEXUT NepeLLMBKE N HYMEpPYeTCS Kak OOUH NNCT.

3.6.12. Jluct ¢ Harnyxo HakrneeHHbIMW AOKyMeHTamu (dpoTorpadmsiMv, Bbipe3kamu, BbiNMMCKaMuM M T.M.)
HyMepyeTcsl Kak oguMH NUCT. Ecnn K OOKYMEHTY MOAKMNEeEeHbl OOHMM Kpaem Apyrne LOKYMEHTbl (BCTaBKU TEKCTA,
nepeBoabl, BbIPE3KM U T.M.), TO Kbl JOKYMEHT HYMepyeTcs OTAENbHO.

3.6.13. lMogwunTtble B Oeno KOHBEPTbl C BIIOXEHUAMU HYMEPYIOTCS; NpU 3TOM BHayane HymepyeTcs cam
KOHBEpPT, a 3aTeM o4YepeHbIM HOMEPOM Kax0e BOXeHUe B KOHBEpPTE.

3.6.14. MoawuTtble B Aeno AOKYMEHTbl C COOCTBEHHOW Hymepauuen NUCTOB (BKNoYasa nevaTHble M3gaHus)
MOryT HyMepoBaTbCs B oOOLleM MOpsSAKke WM CoXpaHAaTb COOCTBEHHYH HyMepauulo, ecnii OHa COOTBETCTBYET
NopsiiKy pacrnorioXXeHus NUCToB B Aerne.

3.6.15. B cnyuyasdx obBHapyxeHus 6onbloro yvcna owunbok B Hymepauuu fUCTOB Aerna NpoBOAMTCH MX
nepeHymepauus. lNpun nepeHymepaumm NUCTOB CTapble HOMEpPa 3a4epPKNBAOTCA U PSIAOM CTaBUTCS HOBbIN HOMEpP
NnnCTa; B KOHUE Aena CoCTaBrseTCsl HOBbIN NINCT-3aBepUTerb, NPU 3TOM CTapbii NUCT-3aBEepUTENb 3a4epKnBaeTCs,
HO COXpaHsaeTcs B gere.

Mpn HanNMuMM OTAENbHLIX OWMOOK B HYyMeEpaUMn NIMCTOB B AeNnax Npuy NOArOTOBKE MX apXMBOM OpraHv3auuun
K nepejaye Ha rocygapCTBEHHOE XpaHeHue [OMycKaeTcd MO COrnacoBaHWM0 C rocy4apCTBEHHbIM apXvBOM
ynoTpebneHne NMTepHbIX HOMEPOB FIUCTOB.

3.6.16. JlucT-3aBepuTenb COCTaBMAETCS B Aene Ha OTAENbHOM NMCTE, B KHUrax - Ha 0GOPOTHOWM CTOPOHE
nocrnegHero Y4CTOro fnmcTa, B KapToTekax - Ha OTAENIbHOM YMCTOM NUCTe hopmaTta KapToUKM.

Jluct-3aBepuTens Aena cocTtaBnseTcs no ycraHoBreHHon copme (npunoxeHue 9), B KOTOPOW yKa3biBalOTCS



undpamm U NPOMUCbIO KOMUYECTBO MPOHYMEPOBAHHbLIX NUCTOB Aena, KONMMYeCcTBO NUCTOB BHYTPEHHEW onucw,
OroBapmBalTCd OCODEHHOCTM Hymepauuu HOMEpoB Aena (Hanmyne nUMTepHbIX HOMEPOB Aena, MpPOMnyLLEHHbIX
HOMEepOB, HOMEPOB NIMCTOB C HaKMeeHHbIMU doTorpadmsamMm, HOMEPOB KPYMHOOPMATHBIX JIMCTOB, KOHBEPTOB C
BMNOXEHUSMU U KONIMYECTBO BIIOXEHHbIX B HUX NUCTOB), a TakKe yKasblBaeTCA Hanuuve B Aene Tunorpadyckmx
3K3EeMMMsipoB BPOLUOP C KONIMYECTBOM JIMCTOB B HUX, €CMNUN OHU He BbinNn oTMeYeHbl B 00LLen BanoBon Hymepauum
B Aderne.

Jlnct-3aBepuTens Aena noanucbiBaeTcs ero cocrtasuteneM. Bce nocnegytowime naMeHeHWs B cocTase U
COCTOSIHMK Adena (noBpexAeHWs, 3aMeHa NOANIMHHBLIX JOKYMEHTOB) OTMEYaloTCH B NIUCTE-3aBEpUTENE CO CCbINKON
Ha COOTBETCTBYHOLLUN aKT.

3anpelyaetcss BbIHOCUTb NUCT-3aBepuTeNlb Ha OOMOXKY Aeria WAM 4YMCcTbii 06OpOT nncTa MnocrneaHero
OokyMeHTa. Ecnv geno nogwmto unm nepenneteHo 6e3 bnaHka nucta-3aBepuTens, OH HaKneMBaeTCs 3a BEPXHIOK
YacTb NIUCTa Ha BHYTPEHHEN CTOPOHE O6MOXKM Aerna.

3.6.17. BHYTpeHHAA onucb OOKYMEHTOB [Jena COCTaBngeTca Ans ydvyeta [AOKYMEHTOB MOCTOSHHOIO U
BpemMeHHOoro (cBbiwe 10 neT) xpaHeHusi, y4eT KOTOpbIX BbI3blBAeTCs Crneundurkon gaHHOW OOKyMeHTauun (ocobo
LEeHHble, NMNYHble, cyaebHble, crieacTBEHHbIE dena v T.4.), a Takke And ydeTa Aen MOCTOSAHHOTO U BPEMEHHOro
(cBbiwe 10 neT) XpaHeHWsl, CHOPMUPOBAHHBIX MO PA3HOBUOHOCTAM [AOKYMEHTOB, 3arofloBKM KOTOPbIX He
pacKpbIBalOT KOHKPETHOE COAEMKaHNE AOKYMEHTA.

BHYTpeHHAA onucb COCTaBnseTCs Ha OTAENbHOM fMCTe MO ycTaHoBNeHHon dopme (npunoxexve 10), B
KOTOpOW cofepxaTcs CBedeHus O MOopsOKOBbIX HOMepax OOKYMEHTOB Aena, UX UHAeKcax, Aartax, 3arofoBkax M
HoMepax nnMcToB gena. K BHyTpeHHen onmcK coCcTaBnsieTCa UTOroBas 3anvcb, B KOTOPOM yKasblBaloTcs uudpamm u
MPOMNMCHIO KONMMYECTBO BKIMIOYEHHbIX B HEE AOKYMEHTOB 1 KONMYECTBO JIMCTOB BHYTPEHHEN OMUCHK.

BHyTpeHHsas onuck nognucbiBaeTcsa ee coctaButeneM. Ecnv geno nepenneteHo nnu nogwmto 6e3 GnaHka
BHYTPEHHEN ONncKn JOKYMEHTOB, TO COCTaBIieHHas Mo YCTaHOBMEHHON hopMe Onuch NOAKNEenBaeTCs K BHYTPEHHEN
CTOPOHE NULEBON 0ONOXKN Aena.

M3meHeHMs cocTaBa OOKYMEHTOB fena (M3bATWS, BKIOYEHUS OOKYMEHTOB, 3amMeHa WMX KomusMu U T.4.)
oTpaxatTca B rpade "lpumevaHmss” co ccbinkamm Ha COOTBETCTByHOWME akTbl. [lpn HeobxogumocTu
COCTaBMseTCH HOBasi UTOroBas 3anncb K BHYTPEHHEN ONucK 1 3aBepuTenbHas Hagnuchb aena.

3.6.18. Obnoxka gena NOCTOSIHHOro, BpeMeHHoro (cBbiwe 10 neT) xpaHeHWss M NO NIMYHOMY COCTaBy
cocTaBnseTcd M odopMnseTcs no ycTaHoBNeHHoW opme (npunoxeHne 11), B KOTOPOW ykasblBalOTCA
HavMeHOBaHWe opraHv3auuu, CTPYKTYPHOro NoapasdeneHus, MHAeKC Aena, apxuBHbIA WwWndp gena, Homep gena
(Toma, yacTtui) No rogoBOMY pasgeny CBOAHOW ONUCK Aer, 3arofioBoK Aena.

Ha obnoxke gen NnoCTosHHOro XpaHeHus npegycmMmaTpuBaeTcss MECTO AN HaMMEHOBaHUS rocyaAapCTBEHHOrO
apxuBa, B KOTOPbI Aena opraHu3aummM OyayT MpuHsSTbl, O0DO3HayYeHMs KOLOB FOCYAapCTBEHHOTO apxvBa U
opraHusauun.

MpM u3MEeHeHN HaumMeHOBaHUA opraHus3auum (CTPYKTYpHOro noapasferieHns) B TedeHune nepuoaa,
OXBaTblBaEMOro JOKYMeHTaMu dena, unu npu nepegade gena B Apyryl opraHusaumioo (B gpyroe CTpyKTypHoe
nogpasgeneHne) Ha obroXKe Aerna ykasblBaeTCs HOBOE HaMMEHOBaHWE 3TOW OpraHusauum Unm opraHunsauum-
npaBonpeeMHuka, a npexHee HauMMeHOBaHWe opraHusauum (CTPYKTYpHOro nogpasfgeneHus) 3sakniodaeTcs B
CKOOKM.

3aronoBok gena Ha obnoxke Aen NepeHoCUMTCs U3 HOMEHKNaTypbl Aern opraHv3auuu, CorfacoBaHHOWM C
9KCNEepPTHO-NPOBEPOYHON KOMMUCCUEN COOTBETCTBYIOLLEIO apXMBHOMO y4ypexaeHus. B Heobxogumbix crnydasx B
3arofioBOK BHOCATCH YTOYHEHUS (HOMepa NpuKas3os, NPOTOKOMOB 1 Ap.).

B Tex cnyyasx, koraa Aeno COCTOUT M3 HECKONbKMX TOMOB (4acTen), Ha OBMOXKY Kagoro Toma (4acTtu)
BbIHOCUTCS OBLLMI 3arofoBOK Aena U 3arofloBOK KaXaoro Toma (4actm).

B 3aronoBkax pgen, cogepxawux KONUW [OKYMEHTOB, YKasblBaeTCA WX KOMUAHOCTb. [lognMHHOCTL
OOKYMEHTOB [iena B 3arofiloBke He oroBapuBaeTcs.

Ha obnoxke gena ykasbiBatoTcs apabckumm undpamm kpaviHme aatbl Aena - rog(bl) 3aBefeHNst U OKOHYaHUSA
aena.

Ecnu B geno BkMYeHbl JOKYMEHThI (NPUNOXEHUS U T.N.), AaTbl KOTOPLIX BbIXOAAT 3a KpanHue gaTtel Aena,
TO noA gaTamu gena c HOBOMW CTPOYKM Aernaetcsd o6 9Tom 3anucb: "B Aene MMeTcs AOKYMEHTbI 3a ... rof(bl)".
Hatbl gena MOryT He ykasblBaTbCA Ha obnoxke Aen, coaepXaliMx rogoBble MiaHbl U OTYETbl, TaKk Kak OHU
OTpaxaloTcs B 3arofoBkax gern.

KpariHummn pgatamu gen, copepXawux OpraHn3auuoHHO-PacnopsiaMTeNbHY, TBOPYECKYHD W WHYIO
OOKyMeHTauumto (MpOTOKOSbl, CTEHOrpPaMMbl, MCbMa, AOKNadbl U T.4.), AMNs KOTOPbIX TOYHAas AaTUpOBKa MMeeT
Ba)XHOEe 3HayeHue, a Takke Jder, COCTOSAWMX M3 HECKONbKUX TOMOB (4acTen), MpoCTaBnslTCHA KpanHue pathbl
OOKYMEHTOB Aena, T.e. AaTbl perucrpaumm (COCTaBfeHus1) Camoro paHHero U camoro nos3gHero AOKYMEHTOB,
BKITHOYEHHbIX B Aeno.

Ecnu genom siBnsieTcs XXypHan pernctpauumn npukasos, pacnopskKeHUn u T.M., To gaTton gena dyayT TOYHble
KaneHaapHble JaTbl NepBOW U NOcneaHen 3anucen B XypHane.



KpariHumn patamm fgena, cogepxallero npoTOKOMbl 3acedaHui, SIBASAIOTCA AaTbl yTBepxaeHwus (ans
OOKYMEHTOB, KOTOpble YTBEPXAAKTCH) WM COCTaBEHWs MEPBOro M MOCNEeAHEro NpOTOKOMOB, COCTaBMSHOLINX
aeno.

KpanHymn gatamm nu4HOro gena ABnsiOTCS AaTbl NOANUCAHMSA NpyKasa O NpuemMe U YBONbHEHUU nuua, Ha
KOTOpOe 3TO Aeno 3aBeAeHo.

ObGsizaTenbHbIMM - peEKBU3NTAMW  OBMOXKM  [erna  sBASOTCA  KONMMYECTBO IIMCTOB B Jene, KOTopoe
NpoCTaBnseTCs Ha OCHOBaHUW 3aBEPUTENbHOW HaANWCU Aena, U CPOKU XpaHeHus fena (Ha genax NoCTOSIHHOro
XpaHeHus nueTcs: "XpaHuTb NOCTOSIHHO").

3.7. CocTaBneHve 1 oopmrieHne onvceit gen

3.71. [Ona obecneyeHns KOMMMEKTOBaHWA apxvBa B OpraHu3auuM Ha BCe 3aBeplieHHble B
Aernonpon3BOACTBE Aerna MOCTOAHHOro, BpeMeHHoro (cebiwe 10 neT) XpaHeHMss U no fMYHOMY COCTaBy,
npoLueLne 3KCNnepTm3y LeHHOCTUN, COCTaBNATCA apXUBHbLIE OMUCH.

ApxuBHas onucb (Janee - OMUCb) - 3TO ApPXMBHLIA CNPaBOYHWUK, COAEPXaLLMM CMCTEeMaTU3MPOBAHHbBIN
nepeyvyeHb eauHUL, XpaHeHUsl apXuBHOTO PoHAa, KOMNMeKuMn u nNpeaHasHayeHHbI ONd UxX ydyeta u packpbiTvs
copepXaHus.

OnucK cocTaBnalTCA OTAENbHO: Ha Aena MOCTOSIHHOrO XpaHeHus; aena spemeHHoro (csbiwe 10 net)
XpaHeHus; gena no fMYHOMY COCTaBy; Aena, COCTosWwMe U3 OOKYMEHTOB, XapaKTepHbIX TOMbKO ANns AaHHOW
opraHmsaumm (cygebHble, cneacTBeHHblE Aena, HayvHble OTYeTbl MO TeMam U T.1.).

OTpenbHas onucb npeacTaBnseTr cobOM nepeyeHb Oen C CaMOCTOATENbHOW BanoBOW (MOPSAKOBON)
HyMepauuen.

3.7.2. B opraHusaumu, B KaXXOoM CTPYKTYPHOM noapasferieHnM OMnucu COCTaBrSAOTCS €XEerogHo noj
HenocpeacTBEHHbIM METOAMYECKUM PYKOBOACTBOM apxmsa. 1o aTUM OnNucsM JOKYMEHTbI NepefaroTcs B apXwB.
Onuvcun, NoaroToBMeHHbIe CTPYKTYPHbIMW NoapasaerneHnsMu, CryxaT OCHOBOW Ans MOATrOTOBKM CBOAHOW onucu
Aen opraHv3aumm, KOTOpyt roTOBUT apXxvB 1 NO KOTOPOKM OH cAAaeT Aena Ha NoCTOSAHHOE XPaHeHwne.

Onucn gen CTPYKTYPHbIX MOApasdeneHuin COCTaBmsAoTCSA NO YCTaHOBNEHHON dopme (npunoxeHve 12) B
Tpex aK3emnnsgpax W MpeacTaBnsioTCAd B apxXuB OpraHusauum 4epes rof Mnocne 3aBeplueHns gen B
Aenonpon3BoACTBe.

3.7.3. OnucatenbHas cTaTbs ONWCKM Aden CTPYKTYPHOro nogpasgeneHvs BkA4YaeT B cebsa cnegywlowime
3MNeMeHTbl:

nopsiAKOBbIA HOMep Aena (Toma, 4acTu) No OnucK;

WHAeKc gena (Toma, yacTw);

3aronoBoK Aena (Toma, 4acTtu), MOSIHOCTHI0O COOTBETCTBYIOLLMIA €ro 3arofioBKy Ha obrnoxke gena;

Aatbl gena (Toma, JyacTtu);

KONMMYeCTBO NUCTOB B Aerne (Tome, YyacTw);

CpOK XpaHeHus gena.

3.7.4. Tpn cocTaBneHuy onucun Aen CTPYKTYpHOro noapasgenexHus cobniogatotcs crnegyowme TpeboBaHus:

3arofioBKM gen BHOCATCS B OMNWCb B COOTBETCTBMU C MPUHSATON CXEMOW cucTemaTu3auum Ha OCHOBe
HOMEHKNaTypbl gen;

Kaxxgoe Oeno BHOCMTCH B ONWCb NOA CaMOCTOSITENbHbIM MOPSAKOBbIM HOMEPOM (€Cnv Aerio COCTOUT U3
HEeCKONbKUX TOMOB UMW YacTew, TO KaKabli TOM UMK YaCcTb BHOCATCH B OMUCH MO4 CAMOCTOSITENbHLIM HOMEPOM);

nopsigoK Hymepauum gen B OMUCK - BaroBbl 3@ HECKOMbKO NeT; Nopsaok NPUCBOEHWUS HOMEPOB OMUCAM
CTPYKTYPHbIX MOApPa3AeneHnin ycTaHaBnNMBaeTCs Mo COrfacoBaHUio C apXmMBOM;

rpadbl ONMCK 3aMnonHATCA B TOYHOM COOTBETCTBUM C TEMU CBEAEHUSMU, KOTOPble BbIHECEHbI Ha 0BMOXKY
aena;

Npu BHECEHWUU B ONMUCL NOAPSA AeN C OAMHAKOBLIMU 3arofloBKaMu NULLETCS MOSTHOCTLIO 3arofloBOK NepBOro
Jerna, a Bce ocTanbHble 04HOPOAHbIE Aena ob6o3HavalTca cnosamu "To xe", Npu 3ToM Apyrne cBedeHns o genax
BHOCATCS B ONUCb NOMHOCTBLIO (HA KaXXOOM HOBOM IINCTE OMNUCK 3arofloBOK BOCMPON3BOANUTCS NMOSMHOCTLIO);

rpada onucu "TpumedanHma” ncnonb3yeTcs ANd OTMETOK O npueme Aen, 0COBEeHHOCTAX ux huanydeckoro
COCTOSIHMSA, O Nepegade Aen APYruMm CTPYKTYPHbIM NoApasgeneHnsaM Co CCbINKON Ha HEOBXOAMMbIN akT, O Hanu4uu
Konnn 1 T.n.

B koHue onucu Bcnen 3a nocriegHen onucaTtenbHOW cTaTber 3anofHAEeTCs MTOroBasi 3anucb, B KOTOPOW
yKa3blBaloTCs (UMdpamuy 1 NPOMMCbI0) KONMYECTBO Aef, NePBbIN 1 MOCNeAHUA HOMepa Aen No ONucK Aen, a Takke
OroBapuBalTCs 0COBEHHOCTU HyMepaLuu Aen B ONMCcK (Hanuime NMTEPHbIX U NPONYLLEHHbIX HOMEPOB).

Onucb gen CTPYKTYpHOro nogpasaerneHns NoAnuChbIBaeTCsl COCTaBUTENEM C YKasaHWeM ero AOSDKHOCTU U
yTBEPXAaeTCA PYKOBOAMTENEM CTPYKTYPHOro noApasaeneHus.

Mo TpeboBaHWO apxvBa OpraHM3auuyM K OMWCKM MOFYT COCTaBMATbCHA OrfaBfeHWe, CMUCOK COKpalleHWNn,
ykasarenu.



3.7.5. Ha ocHoBe onucewn gen CTpyKTYpHbIX NogpasgeneHunin CocTaBnaeTcs roqosBon pasgen cBogHOM onncu
Jen opraHusaumm, noaroToBKa KOTOPOro BO3faraeTcs Ha apxuB opraHvsauuum Mo HenocpencTBeHHbIM
MeToOUYECKUM PYKOBOACTBOM COOTBETCTBYHOLLIErO apXMBHOTO YYpPEXAEHMS.

3.7.6. B rogoBov pasgen CBOAHOW OMUCK Aen MNOCTOSHHOrO XpPaHEHWsl BKMOYalTCA 3arofioBKM Aen
NMOCTOSIHHOTO XpPaHEeHUs, OTMOXMBLUMXCA B TevyeHue rofja B AEeATENbHOCTU CTPYKTYPHbIX MnoapasgeneHun, u
3aronioBku Aern, copMMPOBaHHBLIX U3 AOKYMEHTOB, BblAEMEHHbIX U3 Aen C BPEMEHHbIMU CPOKaMW XpaHeHus,
nmeBLLmx otmeTky "OIK", npuyem Tonbko nocrne cBepKkn X CoO CBOAHON HOMEHKMNATYpoOW 3a TOT Xe rof, U NpoBepKU
npaBunbHOCTN (hopMMpOBaHNS U opopmneHnsa aen. B HeobxoouMbIX cnyvasx 3arofioBKM Aen YTOUYHATCH, Aena
noaBeprarTcsa paclumeke N nepedopMmnpoBaHUI0 Npyu 0BHapyXeHuu, YTO Aeno chopMNPOBAHO HEMPAaBUIIBHO.

3.7.7. TogoBon pasgen CBOAHOW OMUCWU Oerl MOCTOSHHOTO XPaHeHWs COCTaBMSETCH MO YCTaHOBMEHHOW
dopme (npunoxenue 1). DnNemeHTbl onucaTenbHOW CTaTbM U MOPSAOK BHECEHMS 3arofioBKOB AeNn B rofoBoWn
pasgen CBOAHOW ONUCKM Aen NOCTOSHHOrO XpaHeHus, 3anofiHeHWe rpadd aHanorvyHbl 3nemMeHTam U MNopsakKy,
N3OXeHHbIM B NyHKTax 3.7.3 - 3.7.4.

lMepBomy rogoBoMy pasgeny CBOAHOM onucu fen doHda npucsBavBaeTcsl HOMmep no nucTy doHaa, Bce
nocnegyoLwmne rogoBble pa3gesnbl YACASTCA 3a 3TMM HOMEPOM 40 06pa3oBaHUSA 3aKOHYEHHOW OMNUCH.

3.7.8. 3aronoBku f[en, BKMOYEHHble B roAOBOM pas3gen CBOOHOM OMUCKU Aen MOCTOSIHHOrO XpaHeHus,
HYMEpYIOTCSl B BarioBOM Nnopsigke.

3.7.9. 3aronoBkM OONONHUTENbHO OBHAPYXEHHbIX AeNnl B 3aBMCMMOCTM OT MX KONM4YecTBa MOryT ObiTb
BHECEHbl B FOAOBON pasgen noj nNUTepHbIMM HOMEpamMu B COOTBETCTBUM C MPUHATOM cucTeMaTtu3auuen unu B
KOHeL, rogoBoro pasgerna.

lMocne BHeceHUs B OMMCb 3anucert O MOCTYMMEHWM UMM BbIOLITUM Oen COCTaBNAETCS OKOHYaTenbHas
UTOroBas 3anucb, B KOTOPOW YKa3blBAOTCHA TaKXe OCHOBaHUSA BHECEHHbIX U3MEHEHUIA.

BHeceHne B rogoBol pasgen CBOAHOM OMUCKU OeNnl U3MeHeHun nocne yreepxaeHus ero OIK apxuBHoro
yypexaeHusa gonyckaetcsa Tonbko nocne npuHsatua MK, yTBepavBlien 3TOT pas3gern, COOTBETCTBYHOLLETO
peLLeHus.

3.7.10. K nepsBomMy rogoBomy pasgenly CBOAHOW OMMCU Aenl MOCTOSIHHOrO XpaHeHust CcocTaBnsieTcs
npeancnosne n npn HeobxoaMMOCTH - yka3aTenu, ornaBreHne, CrMCOK COKpaLLEHHbIX CMOB, KOTOPbIE COCTaBNAOT
CMpaBOYHbIN annapart rogoBOoro pasgena onucu.

3.7.11. B npeawncnosue Bkno4aTCa cBeAeHUst 06 OCHOBHbIX HamnpaBfeHUsAX AEeATENbHOCTU U CTPYKType
opraHusaumm 3a nepuop, KOTOpbi OXBaTblBAKOT AeNnla OnMuCK; OaeTcs KpaTkas XapakTepuCTUKa CopepXKaHus u
MOMHOTbI OOKYMEHTOB OHAA, BKIKYEHHbIX B pasfern; ykasblBaeTCa Hanuuve fen, BbIXoAwmx 3a
XPOHOMOrMyeckne rpaHuubl oHaa; OTMevalrTCa Haubornee TunuYHble Tpynnbl AeNn Kak Mo pasHOBUOHOCTAM
OOKYMEHTOB, Tak WU MO COAepXaHWIo; JaeTca KpaTkasd XapakTepucTuka coaepxallencs B onucu nHdgpopmMaumm o
NOABEAOMCTBEHHBIX MW BbILLECTOSALLMX OpraHu3aLmsx; oCcBeLlalTcsi 0COOEHHOCTM (DOPMUPOBAHUS, OMUCAHUS U
cucTemaTmsaluMm 3arofloBKOB [ef, HanuumMe CcrpaBoYyHOro annapata K pasfgeny, OCHOBHble MNPUHUMMbI ero
COCTaBIeHUs 1 NopsaaoK NOMb30BaHUSA UM.

Mpeavcnosue nognucbiBaeTcs COCTaBUTENEM C yKazaHUeM AOMKHOCTU U AaTbl COCTaBMeHUsa npeamcnoBums
1 3aBefyoLMM apxXMBoOM opraHusauum (MLoM, OTBETCTBEHHLIM 3a apXuB).

3.7.12. OrnaBneHue cocTaBnsieTCs, €Cnv B rogoBOM pasgene CBOOHOW ONucK Aen UMerTcs nogpasgens,
apyrue 6onee Menkve rpynnbl Aen, CMpPaBOYHbI annapat K pasgeny. B ormaBneHun nepeymcnsoTes:
npeancnoBme, CNMCOK COKpalleHui (CocTaBnsaembli B HEOOXOOMMBIX Crnydasix), Ha3BaHMS BCeX noapasienos v
Bonee Menkux rpynn gen, BKIMOYEHHbIX B pasgen, yka3atenu (ecrnm oHuM MMelTes).

3.7.13. l'opoBow pasgen CBOAHOW ONWCK Aen CoCTaBnseTcs B 4-x ak3emnnsapax.

opoBble pasgenbl, ecnv OHW He ABMSITCA 3aKOHYEHHOW OMUCLIO, HE NOALIMBAIOTCA U He nepenneTarTcs;
OHW JOMXHbl XpPaHUTBLCS B Nankax ¢ KrnanaHamu u 3aBsa3kamu.

3.7.14. l'ogoBo pasgen CBOAHOW ONUCKU Aen MOCTOSHHOrO XpaHeHus noanexunt paccMmotpeHuo LIOK (3K)
opraHusauum, nocrie 4Yero B cnyvae cornacoBaHus B KOHLe pasfgena craButcs rpud "CornacoBaHo" ¢ ykasaHueMm
Homepa npotokona LOK (3K) m gaTthl 3acefaHus, Ha KOTOpPOM OH Obin paccmoTpeH. OpobpeHHble rofoBble
pasgenbl HanpaBnsAlTCA Ha PacCMOTPEHME apXMBHOMO ydpexaeHws B COOTBETCTBUM CO  CPoKamu,
YyCTaHOBMEHHbIMU rpadPuKoM NpeacTaBneHns onucen gen Ha paccmoTtperve JMK apxvMBHOro yupexgeHus, HO He
nosgHee 4eMm 4epes 2 roga, a UEHTparnbHbIM apxXMBOM MUHUCTEPCTBA, BegomctBa Poccunckon depepaumm
(ueHTpanbHbIM OTpacneBbIM apxvMBOM NPW MUHWUCTEPCTBE, BegomcTBe Poccuiickon Pegepauuu) - yepes 4 roga
nocne 3aBepLUeHNst 4enonpou3BoACTBOM AEr, BKITIOYEHHbIX B pa3gen. [NpeacraBnsaiotcs 4 ero ak3emnnspa.

Mocne yTtBepxaeHua rogoBoro pasgena  OJlMK  apxuBHOro  yupexgeHuss pasgen  yTBepkaaertcs
PYKOBOAMTENEM OpraHu3auun, 3aTtem nepBbi 3K3EeMNIAp rogoBOro pasgena CBOAHOM OMUCKM B KayecTBe
KOHTPOJSILHOrO NepefaeTcs B rocyapCTBEHHbIN apXuB, OCTarnbHble OCTAlTCS B OpraHM3auuu.

3.7.15. Heckonbko rofgoBbix pasfenoB CBOAHbLIX ONMCEN Aen MOCTOSIHHOIMO XpaHeHUs Unu OAuH roAo0BOW
pasfen, Y4Cno 3arofioBKOB e B KOTOPbIX AOCTUMMO YeTblpeX3HauYHOM LINpbl, CYNTAIOTCA 3aKOHYEHHON apXUBHOM
OMNUCbI0.



B opraHusauusix ¢ HebonblMM 0OBEMOM €XerogHo oOpasyrLmxcsa Aen NOCTOSHHOro xpaHenusa (oo 200
4en) onucb CYNTaAETCH 3aKOHYEHHOW, eCn B Hee BKIIOYEHbl rofoBble pa3gerbl CBOAHBIX ONUCEn Aern NOCTOSIHHOro
XpaHeHus 3a 5 ner.

3.7.16. Kaxxgon 3akOH4YEeHHOM OnncK npuceanBaeTcsl HOMep.

3.7.17. 3aKkOH4YEeHHas OnMCb MMEeeT CaMOCTOATENbHYI0 HYMepauuio 3arofioBKOB Aerl, K HEelW COCTaBnsTCH
uToroBasl 3anucb M 3aBeputenbHas Haanucb. MToroBas 3anucb un 3aBepuTenbHas Haanuch (npunoxenue 13) K
3aKOHYEHHOW OMUCK COCTaBMSKOTCS TaK Xe, Kak K rof0oBOMY pa3aeny CBOAHOW Onucun gen.

Mpn aoTOM 3aBepuTenbHble HAOMNWCKU, COCTaBMEHHble K rOAOBbIM pasfenamMm CBOOHbIX Onucen fen,
N3bIMaloTCA.

3.7.18. Ob6ga3atenbHbIM 311IEMEHTOM OMOPMIIEHUST 3aKOHYEHHOW OMUCK  SBMSIETCS TUTYNbHBLIA  NIUCT
(npunoxeHue 14).

Ha TTynbHOM nNnucTe 3aKOHYEHHOW OMWUCK e MOCTOSHHOIO XpPaHeHWs yKa3biBatoTCs:

Ha3BaHue poHaa;

Homep ¢hboHAaa;

HOMep onucy;

HasBaHMe OnucK, KOTOpOE BKIOYAET yKasaHue KaTteropum [AOKYMEHTOB (MOCTOSIHHOrO, BPEMEHHOIo
XpaHeHus, No NMMYHOMY COCTaByY U T.A4.), COAEPXKALUUXCSH B AeNnaX, 3arofoBKN KOTOPbIX BKMOYEHbI B OMUCH;

KpaviHue gaTbl Aen, BKMOYEHHbIX B OMUCh.

lMepen HasBaHWeMm oHAA Ha TUTYMbHOM NUCTE OCTaBMSETCS MECTO Afsl HanuMcaHusi NMOJSIHOrO HasBaHUA
rocy4apCTBEHHOro apxmea, B KOTOPOM ByayT NOCTOAHHO XPaHUTBLCA Aena AaHHOW OpraHu3auun.

3.7.19. K 3akoH4YeHHON onucK 0b6s13aTeNbHO COCTABNAOTCA OrnaBneHne 1 NpeaucnoBune, a Takke ykasaTenu
N CMMCOK COKpaLLEHHbIX CMOB MPpU HanuyMm nocnegHyx B roaoBbiX pasgenax.

3.7.20. 3aKoH4YEeHHas onMMCb BMECTE C TUTYNbHBIM IMCTOM U CMIPaBOYHbLIM annapaToM K HEW 3aknioyaeTcs B
TBepAyl 06M0XKKY U nepennetaeTcs.

3.7.21. B rogoBovi pasgen CBOOHOW onucu Aden BpemeHHoro (cBbilwe 10 neT) XpaHeHust BKIYaloTCs
3arorfioBKM Aen, OTNOXMBLUUXCA B TEYEHME roa B OeATENbHOCTU CTPYKTYPHbIX NoApa3aeneHuii.

lMopsaok BHECEHWS 3aronoBKOB Aen B rOA0BOV pasfen aHanornyeH nopsiaky, ykasaHHomy B nn. 3.7.4, 3.7.6 -
3.7.9.

lopoBon pasgen cBogHoOW onuvcwn gen BpemeHHoro (cebiwe 10 neT) XxpaHeHus cocTaBnseTcd no
yCTaHOBNeHHon dopme (npunoxeHune 2). lNMopagok 3anonHeHusa rpad onmcu, Hymepauuu 3aronoBKOB Aen
pasfgena, COCTaBlEHUs UTOrOBON 3anncu U 3aBepuUTENbHOW HAAMUCK K pasdeny aHanormdeH nopsagky, ykasaHHoMmy
Bnn.3.7.7-3.7.9, 3.7.17.

CunctemaTunsaumsa 3aronoBKOB Aefl B FOAOBOM pasfene CBOAHOM onucu aen BpeMeHHoro (cebiwe 10 ner)
XpaHeHWs1 COOTBETCTBYET CUCTEMaTU3aLMM 3arofloBKOB €N B CBOOHOW HOMEHKNaType Aer 3a 3TOT Xe rog.

Mpu HeobxoOMMOCTM K rogOBOMY pasgesly 3TOW OMMCKM COCTaBIIAOTCA OrfiaBfieHMe, CMUCOK COKPaLLEHHbIX
cnos (cMm. n. 3.7.10).

opoBon pasgen cBogHOM onvcn den BpemeHHoro (cBbile 10 neT) xpaHeHus nedyataeTcs B ABYX
ak3emnnsipax u ogobpsietcs BHadane LIOK (3K) opraHmnsauun, a 3atem yTBepX4aeTcsa ee pyKoBoAUTENEM.

3.7.22. TopoBon pasgen CBOAHOW ONWCW Aen MO JIMYHOMY COCTaBy WMMeeT YCTaHOBMEHHY ¢opmy
(npunoxeHue 3). Nopsagok 3anonHeHus rpady, GopmMbl ONUCK, HYMepPaLUMM 3arofloBKOB AeNn pasfaena, CoCTaBneHus
WTOroBOW 3anucu U 3aBepuTernbHON HaAnNUCKU K pasgeny aHanormyeH nopsgky, ykasaHHomy B nn. 3.7.7 - 3.7.9,
3.7.17.

3.7.23. 3aronoBku gen B roqoBOM pasfefie CBOAHOW OMMCK Aen No fIMYHOMY COCTaBy CUCTEMATU3UPYHOTCH
Mo HOMWHAaNbLHOMY MPU3HAKyY C YYETOM CriegyloLLelt nocneaoBaTensHOCTY:

npuvkasbl (pacnopsiKeHus) No fIMYHOMY COCTaBy;

CMUCKM NTMYHOIO COCTaBa;

KapTO4kM No y4eTy NIMYHOro coctaea (Mpu OTCYTCTBUM OTAENBbHOW ONUCKU NINYHBIX AEN);

nnyHble gena (Mpu OTCYTCTBMU OTAENbHOM ONUCK NIMYHBIX Aen);

nuuesble cyeTa paboumx 1 cryxawmx no 3apaboTHOM nNnaTte (pac4YeTHble BEAOMOCTM MO 3apnnaTe);

HeBOCTpeboBaHHbIE TPYOOBbIE KHVXKKU (NPW OTCYTCTBUM OTAENbHOW ONucwn);

aKTbl O HECYACTHBIX Criy4YasX.

YkasaHHble BUObl JOKYMEHTOB, 00pasyllmecs B opraHnsaumm B 0onblwnx obbemax, MOryT BblAeNAaTbCA B
CaMOCTOSTENbHbIE TOAOBbIE pa3fenbl ONUCK (NUYHble gerna, TPYAOBbIE KHWKKM U T.M.). JlnyHble gena (nuyHble
KapTO4YKM) BHOCATCS B CBOAHbLIN rO4OBOW pasgern onvcy no rogy YBOIbHEHWS NULA, HA KOTOPOE 3aBEAEHO JTIMYHOE
Oeno, n cucTeMaTm3upyrTcs No andasuTy.

Mpu HeobxoOMMOCTM K rogoBOMY pa3genly CBOLHOW OMUCK OeN M K 3aKOHYEHHOW onucu Aen no NMYHOMY
COCTaBY COCTaBNATCA OrMNaBeHunsl, ykasaTenu 1 CrinckM COKpaLLEeHHbIX CIOB.

logoBoW pasgen CBOAHOW onucK Jen no fIMYHOMY COCTaBy OpraHu3auuuv, nepeparollent AOKYMEHTbl Ha
NOCTOSIHHOE XpaHeHWe, MnevaTaeTcs B TPeEX 3JK3eMnnapax, MnoAnuCbIBAaeTCs COCTaBUTENEM, 3aBepsieTcs



HayanbHWMKOM OTAeNna KagpoB (MHCMEKTOPOM MO Kagpam) U npeactaBndetca Ha paccmoTtpeHue LIOK (OK)
opraHusaummn. lNMocne opobpeHus pasgena LIOK (OK) oH nognexut cornacoBanuto ¢ OIMK cooTBETCTBYOLLEINO
APXMBHOTO YYPEXAEHUSA U YTBEPKAEHNIO PYKOBOAUTENEM OpraHM3aunm.

Mopsiaok coctaBneHns u ohOPMIEHUS 3aKOHYEHHON ONUCK Aern Mo NMYHOMY COCTaBY aHanormyeH nopsaky,
ykazaHHomy B nn. 3.7.16 - 3.7.20. ®opma TUTYNbHOIO NMNCTa K 3aKOHYEHHOW ONWCW Aen MO JIMYHOMY COCTaBy
naoeHTNYHa opme TUTYNBHOIO NINCTA K 3aKOHYEHHOW OMNUCK AeN NOCTOSHHOIO XpaHeHus (npunoxeHne 14).

Mopsagok cocTaBneHuss U ooOpMMNEHNUsT ONNCU Ha KaXAyl PasHOBMAHOCTb crneuuduryecknx Ans gaHHOW
opraHusaumM OOKYMEHTOB (HaydHble OTYeTbl, TEKCTbl MporpamMm paaumo- 1M Ternenepefady v T.M.), a Takke Ha
cnyxebHble BeOOMCTBEHHbIE U3[aHWS onpedenseTcd B 3aBUCUMOCTW OT CPOKOB WX XpPaHEHUs1 Mo aHanormm c
NnopsigkOM COCTaBneHuss 1 odOpMIIEHMS OMUCen Jden  MNOCTOSHHOrO W BPEMEHHOro XxpaHeHusa. [ena
CMCTEMATU3MPYIOTCH B FOAOBbLIX pa3denax CBOAHbIX ONMUCEN C y4eTOM CneundmrKn JOKYMEHTOB.

3.7.24. OT60p OOKYMEHTOB Ha YHWYTOXEHME U COCTaBfiEHME Ha HUX akTa (NpunoxeHwe 4) NpousBoanuTcs
nocrne NoaroToBKM ONuUcen Aen MOCTOSAHHOIO U BpeMeHHOoro (cBbiwe 10 neT) xpaHeHus 3a 3TOT nepuod. AKTbl O
BblOENIEHMN JOKYMEHTOB M AN K YHUYTOXEHUI0 paccmaTtpuatoTcsa Ha 3acegaHnm OK ogHOBPEMEHHO C onvcamu
aen.

Ons opraHusauun, cpalwux gena Ha MNOCTOSHHOE XpaHeHwWe, aKTbl YTBepXA4alTcs pyKoBOAMTENEM
opraHm3aumm nocne yTeepxaeHuns onucein gen NOCTOSSHHOrO XpaHeHus 3a 3TOT NepUoa apXmMBHbLIM YYPEXAEHNEM.

3.7.25. MNopagok nepegayn JOKYMEHTOB B apXMB OpraHm3auuu.

[ena noCTOAHHOrO U AONrOBPEMEHHOIO XpaHeHWsl, BKMoYas AOKYMEHTbI MO NMYHOMY COCTaBy, nepegaroTcs
B apXuB OpraHM3aumm He No3gHee YeM Yepes Tpu roga nocne vx 3asepLueHns B 4enonpon3BoaCTBeE.

Mepegaya pen B apxvB oOpraHu3auMm OCYLLECTBMASETCA MO rpaduky, COCTaBMEHHOMY apXuBOM,
COrNacoBaHHOMY C PYKOBOAWUTENAMU CTPYKTYPHbIX MOApasdeneHun, nepefarwwnx OOKYMEHTbI B apxue, U
YTBEPXXAEHHOMY PYKOBOAWTENEM OpraHn3auumn.

B nepvog noarotoBkM Aen CTPYKTYpHbIM NogpasfaeneHnemM K nepegade B apxve OpraHM3auum coTpyaHUKOM
apxuBa npegBapuTenbHO MNPOBEPSETCA MNPaBUNBHOCTE UX (OPMUPOBaHMSA, OMOPMIEHUS U COOTBETCTBUE
KOnmM4ecTBa Aern, BKMOYEHHbIX B OMNWUCb, KONMWYECTBY €N, 3aBedeHHbIX B COOTBETCTBMM C HOMEHKNaTypon aen
opraHmsaumu. Bce BbisiBNeHHble Mpu NpoBepke HegocTaTkM B hOPMUPOBaHUM U oopMIieHUM aen paboTHMKK
CTPYKTYpHOrO noapasgeneHns obssaHbl ycTpaHuTb. [lpu  oBHapyxeHun OTCyTCTBUSA [Aen  COoCTaBnsieTcs
COOTBETCTBYHOLLAs cnpaBska.

lMpuem kaxgoro gena npousBOAMTCS NULOM, OTBETCTBEHHbIM 3a apxuB (CreuuanbHbiM COTPYAHWMKOM), B
NpMCYTCTBUM paboTHMKa CTPYKTYpHOro noapasgenenus. [pm atom Ha obomx aK3emnnspax onmMcu NPoTUB Kaxaoro
Aena, BKIIOYMEHHOr0 B Hee, Aenaetcd OTMeTka O Hanuumu fdena. B KoHue kakgoro ak3emnnspa onucu
yKasblBalOTCA UMdPPaMm U NPOMUCHI0 KONMMYECTBO (haKTUYECKM MPUHATBLIX B apXMB O, HOMepa OTCYTCTBYHOLLNX
aen, garta npvema-nepefadun gen, a takke Mognucyu OTBETCTBEHHOMO 3a apxuB (COTpyAHMKa apxvBa) M nvua,
nepegasLlero gena.

Mpu nprueme 0cobo LEeHHbIX AeNn NPOBEPSETCS KONMMYECTBO NIMCTOB B Aenax.

Hena, yBA3aHHble B CBA3KW, [OCTABMATCA B apxvMB OpraHvM3auMvM COTPYAHMKaMU  CTPYKTYPHbIX
nogpasgaeneHun.

BmecTte ¢ genamm B apxvB nepefalwTcs PerncrpauuoHHble KapTOTEeKM Ha OOKyMeHTbl. HaumeHoBaHue
Ka>KQOWM KapTOTEKM BKMOYAETCs B ONUChH.

4. OBECIMNEYEHME COXPAHHOCTWM JOKYMEHTOB APXVBA
4.1. Cuctema mep obecneyeHns COXPaHHOCTN JOKYMEHTOB

4.1.1. OpraHu3aumsi XpaHeHUs LOOKYMEHTOB - CUCTEMa MEPOMpUATMIA, BKIOYalLWwas paumoHanbHoe
pasMelleHne JOKYMEHTOB, KOHTPOMb 32 UX OBWXEHUEM U PU3NYECKUM COCTOSTHUEM, KOMMPOBaHME OOKYMEHTOB C
Lenblo co3gaHnsa CTpaxoBOro goHaa M ooHAa MoNb30BaHMS, BOCCTAHOBIEHNE (pecTaBpaums) nepBoHavanbHbIX
nnn 6rM3KMX K NepBoHaYarnbHbIM CBOWCTB M BHELUHUX MPU3HAKOB JOKYMEHTOB, MOABEPTLUMXCS NMOBPEXAEHUIO UMK
paspyLUEeHNIO.

4.1.2. Ins obecnevyeHns COXpaHHOCTM AOKYMEHTOB B apXmBe OOIMKHbI OCYLLECTBIATHCS:

KOMMMEKC Mep MO OpraHuM3auuu XpaHeHus, npefycMaTpuBaloWUin co3gaHne maTepuanbHO-TEXHUYECKOMN
0asbl XpaHeHWs1 OOKYMEHTOB (30aHMe U MOMELLEHUs XPaHWnuL, CpeacTBa XpaHEHWs OOKYMEHTOB, cCpefcTsa
OXpaHbl M 0e30MacHOCTM XpaHeHusl, CpeacTBa KIMMAaTMYECKOrOo KOHTPOMsi, CPeAcTBa KOMMPOBAHUS MU
BOCCTaHOBIEHMS NMOBPEXAEHHBIX JOKYMEHTOB U T.1M.);

KOMMMEKC Mep Mo CO3[4aHu0 1 cobNiogeHNI0 HOPMATUBHBIX YCIIOBUIA XpaHEHWUS] AOKYMEHTOB (TeMnepaTypHo-
BNaXXHOCTHbIA, CBETOBOMW, CAHUTaAPHO-TUIIMEHNYECKUIN, OXPaHHbIA PEXMUMbl XpaHEeHUS).

4.1.3. Cuctema Mep MO OpraHuM3auuM XpaHeHus [JoikHa obecneymBaTb COXPAHHOCTb [AOKYMEHTOB MU
KOHTPOmNMb UX (PU3NYECKOTO COCTOSIHUSI MPU MOCTYMIEHUN OOKYMEHTOB B apXuB, NMPW UX XpPaHEHUW U nepepadve



JOKYMEHTOB Ha MOCTOsIHHOe XxpaHeHue. [pu opraHusauum xpaHeHust U CO34aHWKM YCIIOBWIA XpaHeHusi criegyeT
y4nTbIBaTb CNeundmKy BUAOBOrO COCTaBa AOKYMEHTOB, XapaKTEepPHOro Al KOHKPEeTHOro apxuBa.

4.2. TpeboBaHuUA K 30aHUAM U NOMELLIEHMAM apXxmBa

4.2.1. ApxvB pasmMeLLaloT B crieyuanbHO NOCTPOEHHbIX MM NPUCNOCOBMNEHHbIX ANA XpaHEeHUsS OOKYMEHTOB
30aHMAX UNKU OTAEnNbHbIX NOMeLLeHUAxX 3aaHusa. CneumanbHble NOMELLEHUS AN apXMBOB OpraHu3auui OOIDKHbI
npeaycMaTpuBaTbCsl NPU CTPOUTENBLCTBE UK NepeobopyaoBaHUM aAMUHUCTPATMBHBIX 34aHWNA.

4.2.2. MNpwn oTCyTCTBUM CNEeumanbHOro NOMeLLEeHUs AN apxXuBa opraHn3aunin BelgenseTcs npucnocobneHHoe
noMelleHve B agMWHUCTPATUBHOM 34aHuMM opraHusauun. Pa3smelleHne B NpUCMOCOBMEHHBLIX MOMELLEHMAX
Npou3BOOUTCA B YCTAHOBMIEHHOM MOPSAKE MOCHEe WX 3KCMepTU3bl. OKCMepTvM3a ycTaHaBNMBaeT MNPUrogHOCTb
nomMeLleHnst (OrHeCTONKOCTb, AONMTOBEYHOCTb, MPOYHOCTb KOHCTPYKLMU, TEXHUYECKas YKPENNEeHHOCTb), COCTOsIHNE
NMOMELLEHMS, HANM4mMe OTONMUTENbHBIX U BEHTUMSLNOHHBIX CUCTEM.

OkcnepTtv3a nNpoBOAUTCS MpeacTaBUTENSIMA - apXMBHBIX, 3KCMNyaTauMOHHbIX, MOXapHbIX, OXPaHHbIX,
CaHUTapHbIX U APYrnx NpodunbHbIX CNyX6. PesynbTaThl 3kCnepTn3bl 0POPMISIOTCA akTOM.

4.2.3. He ponyckaetca npuem B 3KCNnyaTauMil0 BETXWX, CbIpblX, HEOTannMBaeMblX, HE OTBeYalLmnX
CaHUTapPHO-TUrMEHNYECKUM TpebOoBaHUAM MOMELLEHUn, a Takke MOMELLEeHM 34aHus, 3aHAToro cnyxbamm
00LLEeCTBEHHOrO NUTaHWS, NULLEBBLIMU CKNagamMun U opraHu3aumsiMum, XpaHsALWmMMn arpecCnBHbIE N NOXapoonacHbIe
BELLECTBa UNN NPUMEHSIIOLLUMM ONACHBIE U XUMUYECKNE TEXHOMOTUN.

4.2.4. K nomeLleHnsiM OCHOBHOIO Ha3HayYeHusi apxmBa OTHOCHTCS:

XpaHunua anst XpaHeHUs JOKYMEHTOB;

noMmeLleHns Anst npuema, BPEMEHHOIro pasMeLLeHUs, akKnMMaTtm3aumn OOKYMEHTOB W BCrOMOraTesbHbIX
paboT Cc HUMK;

noMeLleHns Ansi WUCMONb30BaHMSA [OKYMEHTOB (YMTamnbHbIM 3an, y4acToK Bblgayu, Y4acToOK YYeTHO-
NHEOPMALIMOHHBIX U NMOVCKOBBLIX CUCTEM);

paboune KOMHaTbl COTPYOHUKOB apXmBa.

Jdonyckaetcs MHOroykLMOHanNbHOCTbL OTAErbHbIX MOMELLEHUI (3anoB) C BblAENeHMeM neperopogkamm
OCHOBHBbIX 1 BCMIOMOraTerbHbIX y4aCTKOB.

4.2.5. XpaHunuiia gomKHbl pasMeLlaTbCa B M30NIMPOBAHHBIX MOMELLEHUSIX.

MomeleHna XxpaHunuw, [OOMMKHbl ObiTb 6e3onacHbiIMM B MOXapHOM OTHOLUEHWW, rapaHTMpoOBaHbl OT
3aTONMNEHNsl, UMETb 3anacHon BbixoA. B nomelleHnax He AOMKHO OblTb ra3oBbIX U BOOOHECYLLMX MarncTparnbHbIX
TpybonpoBOAOB.

XpaHeHne B MoMelleHusX ©e3 OKOH [OMyCKaeTCcss MpW HanmMuuM B XpaHWMLLE €CTECTBEHHOM wnn
NCKYCCTBEHHOM BEHTUNSALMM, obecneymBatoLlen 2 - 3-KpaTHbIN BO30yx00OMeH B 4ac.

4.2.6. OneKkTponpoBoAKa B XpaHuUnuwiax AormkHa OblTb CKPbITOM, LUTENCENbHbIE PO3ETKM - FEPMETUYHBIMMU,
nepeHocHas arnekTpoannapatypa [OJPkHa WMETb PEe3VHOBYHD M30MsuMi0  WHypoB. OOWMe u  Mo3TaxHble
pyounbHWKM pacnonaratT BHE NOMELLEHUIA XpaHWULL,

4.2.7. OTOenky MNOMELLEHMI XpaHWNWLW, NPOBOAAT C MCMOMIb30BaHWEM HearpecCcuBHbIX, HEMbIIALLMXCA
MaTepuanoBs, a B CUCTEMax M CpeacTBax MOXapOTYLEHUA NPUMEHSAOT HenTpanbHble, Oe3onacHble Ans
OOKYMEHTOB BeLLEeCTBa.

4.2.8. B xpanunuwax 3anpelwjaetcsa nNpUMEHEHWe OrHsl, HarpeBaTenbHbIX NpubopoB, pasmelleHue
NMOCTOPOHHMX OOBEKTOB. PEMOHTHO-MOHTaXHbIE paboTbl NPOBOAATCS C cOOMNoAeHWeM Mep 3aluTbl, OXpaHbl U
COXPaHHOCTM LOKYMEHTOB.

4.3. PeX1Mbl XpaHeHUsa AOKYMEHTOB

JOKYyMEHTbl [OSKHbI XPaHWUTLCHA B YCHOBUsSX, obecneymBalomMx WX 3aliuTy OT MOBPEXOEHWA, BPELHbIX
BO3JENCTBUI OKpYyXatoLlen cpedbl U UCKIYaoLWmX yTpaTy JOKYMEHTOB.

4.3.1. CBeTOBOW peXnm

4.3.1.1. TlocTOsiHHOE XpaHeHWe AOKYMEHTOB [OJPKHO OCYLIEeCTBNATbCA B TeMHoTe. Bce Buabl pabot ¢
OOKYMEHTaMU JOIDKHbI MPOBOAUTHCA NMPU OrPaHUYEHHbIX UMM TEXHOMOMMYECKN HEODXOANMBIX YPOBHSIX OCBELLEHUS.

4.3.1.2. OcBelleHne B XpaHUImLax MOXeT OblTb €CTECTBEHHBIM Y MCKYCCTBEHHbIM.

4.3.1.3. EcTtecTBeHHOe ocCBelleHVe B XpaHWNuwiax [AoryckaeTcsl pacCesiHHbIM CBETOM, Mpu YCNoBUU
NMPUMEHEHMS Ha OKHaX CBeTopaccevBaTenen, PerynsatopoB CBETOBOrO MOTOKA, 3aWMUTHbIX (OUIIbTPOB, LUTOP,
Xant3m, okpacku ctekon. [nsa 3awmtbl JOKYMEHTOB MPUMEHSIIOT XpaHeHWe B nepensietax, nankax, Kopoobkax,
Wwkadax, Ha cTennaxax 3akpbiToro Tuna, B 06epToyHon bymare v T.0.

4.3.1.4. Ina WUCKYCCTBEHHOrO OCBELLEHUSA MPUMEHSIOT Namnbl HakanuBaHWA B 3aKpbITbiX NradoHax c
rmagkov noBepXHOCTbIO. [lonyckaeTcsa npuUMeHeHWe NIOMUHECLIEHTHBIX NamMn C ype3aHHbIM YrbTpadruoneToBbiM
yyacTkom cnektpa tuna J16, JIXB, JITh.



4.3.1.5. YpoBeHb OCBELLEHHOCTM B AMana3oHe BUAMMOrO CreKTpa He SOSMKEH NpeBbIlWaTth: Ha BepTUKanbHOM
NMOBEPXHOCTM cTennaxa Ha BbicoTe 1 M oT nona - 20 - 50 5k (ftoke), Ha paboymx ctonax - 100 fk (ntoKe).

4.3.2. TemnepaTypHO-BI@XXHOCTHbIN PEXNUM

4.3.2.1. B nomelueHuax xpaHunuil, oBOpyaoOBaHHbIX CUCTEMaMU KOHAWLMOHWPOBAHWUS BO3A4yXa, OOIDKEH
NoAAepPXKUBaTbCHA  ONTUMArbHbIA  TeMNepaTypHO-BNAXHOCTHLIA  PEXWUM, YYMTbIBAKOWMA  cneunduky BuOOB
OOKYMEHTOB: Ans 6ymaxHbIX JOKYMEHTOB - Temnepatypa 17 - 19 rpaa. C, oTHocuTenbHas BrakHOCTb Bo3gyxa 50 -
55%; Ana nneHoYHbIX MaTepuanos - YepHo-6enbix (15 rpaa. C n 40 - 55%) n uBeTHbIX (2 - 5 rpag. C un 40 - 55%);
AN JOKYMEHTOB Ha MarHUTHbIX NEHTax M ANCKOBbIX HocuTensx - 15 - 20 rpag. C n 50 - 65%.

4.3.2.2. Pe3kne konebaHusa temnepaTtypbl U BNAXHOCTU B XpaHWUMuLLAX He AonyckalTcs. B nomeleHusax c
HeperynupyembiM KNMMMaTOM LOJDKHbI OCYLLECTBASATLCA MEPONPUSTUSA MO ONTUMU3ALUKN KIIMMATUYECKUX YCITOBUN
Ha OCHOBE paLVOHarbHOro OTOMMEHMS U MPOBETPUBAHUS MOMELLEHWI, NCMONb30BaHMSA CPeACTB OCYLUEHUS WK
yBriaXkHeHus Bo3gyxa. [py AnutenbHOM CTabunbHOM MOBLILEHUM OTHOCUTENBHOW BMNAXHOCTU Bo3ayxa o 80 -
90% npegnpuHMMaloTca obsa3aTenbHble Mepbl MO HOpManu3auuMum KIMMaTUYecKMX YCINoBUW (MHTEHCUBHOE
NpOBETPUBAHUE, OCYLLEHWNE XPAHWITULL, YCTPAHEHWE NPUYMH MOBbLILIEHMWS BIIAXHOCTH).

4.3.2.3. TemnepaTypHO-BMAXHOCTHbIN pPEXUM B XpaHUIMWAaXxX KOHTPONMpyeTca nyTeM perynsapHoro
N3MepeHns napameTpoB BO3AyxXa: B KOHOULMOHUPYEMbIX NMOMELLEHUAX - OOUH pa3 B HeAden, B MOMELLEHUsAX C
HeperynupyembsiM KNUMaToM - ABa pasa B HEAEerto, NPU HapyLUeHMAX pexuMa XpaHeHUs - exXeaHEBHO.

4.3.2.4. KOHTPONbHO-N3MeputenbHble Npubopbl (TEPMOMETPbLI, NCUXPOMETPbLI, TMIPOMETPLI) pasMeLLaT B
rMaBHOM NPOXOAe Ha cTennaxe, BAanuM OT OTOMUTENbHbLIX W BEHTUNSAUMOHHBLIX cucTem. [MokaszaHuns npubopos
UKCUPYIOTCA B PErMCTPALIMOHHOM XypHane.

4.3.3. CaHWUTapHO-TUTIMEHNYECKUIN PEXNM

4.3.3.1. MNomelleHusa apxuBa JOMKHbI COAepXaTbCA B YMCTOTE, B YCMOBUSIX, UCKIOYAOLWMNX BO3MOXHOCTb
NOSIBNIEHUSA NIIECEHN, HACEKOMbIX, FPbI3YHOB, MbISN.

4.3.3.2. B nomeweHusx xpaHunuw, [ofmkHa ObiTb obecneveHa cBobogHas UMPKynsuust Bo3gyxa,
ncknoyaLwasi obpasoBaHme HENPOBETPMBAEMbIX 30H, ONACHbIX B CAHUTapHO-OMONOrMYeCKOM OTHOLLEHMWMN.

4.3.3.3. OTkpbiBatoLmecs B Tensoe Bpems roga OKHa, a TakKe BEHTUNSAUMOHHbIE OTBEPCTUSA B CTEHax,
MoTONKax, nonax XpaHwWnui, U HapyXHble OTBEPCTUS BEHTUMSALMOHHBLIX CUCTEM CreayeT 3alumatb ceTkamu C
anameTpom ayeek He bonee 0,5 mm.

4.3.3.4. B nomeLleHnax xpaHunuwy, 3anpeLtaetcs npebbiBaHne B BEPXHEN OAEXAE, MOKPOWN 1 rps3Hon obysu,
XpaHeHue 1 NCMNonb30BaHne MULLEBbIX MPOOYKTOB, KypeHue.

4.3.3.5. B nomeLLeHnsax xpaHmnuuw, HeobxoamMmo NpoBOAMTb CUCTEMATMYECKYI0 BNaxHyo ybopky. He pexe
OfHOro pasa B rog nposogutcs obecnbinuBaHWe cTennaxew, wWkadoB, CPeacTB XpaHEHUs; Nofbl, MAWHTYCHI,
MOLOKOHHUKM, LIOKOSIbHbIE YacTu cTennaxen obpabaTbiBalOTCA BOAHBIMM pacTBOpaMu aHTUCENTUKOB (2%-HbIn
dopmanuH, 5%-Hbii kKatamuH AB 1 T.1.).

4.3.3.6. [iBa pa3a B rog (B Hayane M Mo OKOHYaHUU OTOMUTESLHOIO Ce30Ha) AOKYMEHTbI (BbIOOPOYHO) U
NMOMELLEHMSA XpaHUNULL noasepraoT obcnefoBaHNIO 4Ns CBOEBPEMEHHOIO 0OHAPYXEHUS] HACEKOMbIX W MITECHEBbIX
rpnbos.

Mpu oOHapyxeHun OGuonormyecknx BpeauTenen MpPUHMUMAT CPOYHble Mepbl MO  Ae3VHeKunn |
OEe3MHCEKL MU MOMELLEHMI Cunamm apxmea, CaHaNnAeMCcTaHLMN N KapaHTUHHOWN CyXObl.

4.3.3.7. lMpu npoBegeHun ybopok mnM caHWTapHbix 00paboToK Boda M aHTUCENTUYECKME pacTBOpbl He
OOMXKHbI MoNaaaTh Ha JOKYMEHTHI.

4.3.4. OXpaHHbIN pexnm

4.3.4.1. OxpaHHbIn pexum obecneunsBaeTcs BbIGOPOM MeCTa pasMeLLeHNs apxmuea B 34aHUN, TEXHUHECKUMN
cpencTBaMu 3aliuUThl, OpraHuM3aumnent CUCTEMbl OXpaHbl, CUrHanNM3auun, cobnogeHNneM Mep NMPOMYCKHOIO pexnmva,
nopsigka OoOCTyna B XpaHunuiie, oneyaTbiBaHMEM NOMeELLEHUA. HapyxHble ABEpU apxXuBa WM XPaHUIULL SOJDKHbI
UMETb METANNUYEcKyto 00NMLOBKY M NPOYHbIE 3anopbl. Ha JOCTyNHbIE M3BHE OKHA YCTaHABMMBAIOT 3annpaemble,
pacnalwiHble HapyXy MmeTannuyeckue pelweTku. [omeleHns apxvBa oOOpyayloT OXpPaHHOW CUrHanu3auuen, B
Hepaboyee BpeMs NMOMeLLEeHUss NNOMOMPYOTCS (onevaTtbiBatoTcs). XpaHunuwa B paboyee Bpems OOSDKHbI ObiTb
3aKpbITbl Ha KtoY. MpaBo AocTyna B XpaHUIULLE MMEOT 3aBeAYLWUA U COTPYAHUKM OAHHOMO XpaHunuviia, a B
OTOenNbHbIX Cryyasx - Apyrve nuua B Ux conpoBOXAeHWN. BbIHOC JOKYMEHTOB U3 apxmBa OCYLLECTBIISAETCS TONbKO
no cneumanbHbIM NPONyckam B YCTaHOBMEHHOM NOpsiAaKe.

4.3.4.2. OXpaHHbIA pEeXMM pacrnpoCTpaHAeTCs TakkKe Ha MOMELLEHMS, B KOTOPbIX BPEMEHHO XpaHSTCS
apXvBHble AOKYMEHTbl U MaTepuanbHble LEHHOCTU apxmBa (YMTanbHbIfA, BbICTABOYHbIN 3anbl, nabopaTopum v 1.1.).

4.4, PaamelleHre JOKYMEHTOB B XpaHunuLie
4.4.1. lokyMeHTbI B XpaHMInuLLiax pasmeLLaroTcs B nopsake, 06ecneynBatoLLieM UX KOMMNIIEKCHOE XpaHEHNE B

COOTBETCTBMU C YYETHBIMU AOKYMEHTaMM U OnepaTuBHLIN Nouck. Mopsifok pacnonoXeHns JOKYMEHTOB B apxvBe
onpefenseTcsa nnaHoM (CXeMon) UX pasMmeLLeHus.



4.4.2. Cpegcrtea XxpaHeHus

4.4.2.1. XpaHunuiia obopyayroTcsi CTauMOHaApPHBIMU WU NEPEABMKHbIMU METANMYECKUMUN CTeNNaxamu, B
KayecTBe BCMOMOraTesibHbIX CPeACTB XpaHEHUS MPUMEHSAIT MeTannmnyeckme wkadbl, cendbl, WKapbl-CTENNaxu n
T.M.

4.4.2.2. CTennaxu n OTKpbITble CpeaCcTBa XpaHEeHUsa yCTaHaBNMBAOT NePNeHANKYNSPHO CTEHAM C OKOHHbIMU
npoemamu, a B NoMeLLeHnsX 6e3 OKOH - C y4eTOM 0COBEeHHOCTEeN nomMeLleHuin u obopynoBaHus. He gonyckaetcsa
pasmMeLlleHne CPeaCTB XpaHeHUs BNIIOTHYIO K HAPY>KHbIM CTEHaM 30aHUS 1 K UCTOYHMKaM Tenna.

PacctaHoBka cpeaCcTB XpaHeHUs OCyLLEeCTBNAETCHA B COOTBETCTBMM C HOPMaMU:

paccTosiHue Mexay psaaMmu ctennaxen (rnaeHbivi npoxoa) - 120 cw;

paccTosiHue (NPOXoA4) Mexay cTennaxamm - 75 cm;

pacCcTOstHUE MEXAy HapY>KHOW CTEHOW 34aHuUs U cTennaxamu, napannenbHbIMU CTeHE, - 75 cM;

paccTosiHMe Mexay CTEHOM M TOpLOoM cTennaxa unm wkada (obxon) - 45 cwm;

paccTostHue Mexay MonoM U HWXKHEN MONKow cTennaxa (wkada) - He MeHee 15 cM, B LLOKOMbHbIX dTaxax -
He meHee 30 cm.

O6GopynoBaHne C BbIABWKHBIMU 4acTAMKU  (SLMKaMW, CeKuMsiMM, [OBepuamu) YycTaHaBnvBaeTcs Mo
crneumanbHbIM HOpMaMm C y4eTOM TUNOPa3MepPOB CPEACTB XPaAHEHUSI.

4.4.2.3. [lokymeHTbl pasMellalnT Ha cTennaxax, B LkKadax C WUCMNONb30BaHMEM MNEPBUYHBLIX 3aLLUTHBIX
CpeacTB XxpaHeHusa (Kopobok, manok, cneumanbHbiX YTNSAPOB, NakeToB U T.M.) B COOTBETCTBMM C Buaamu,
dopmMaToM 1 SPYrMMN BHELUHUMWN OCOBEHHOCTSIMU JOKYMEHTOB:

OymakHble JOKYMEHTbI MOCTOSIHHOIO XpaHEeHUs pasMelLaloT B KapTOHHbIX KOpoOkax, mankax, a AOKYMEHTbI
BPEMEHHOIO XpaHeHWs! - B CBA3KAX;

MUKpOUIbMbl CTpaxoBoro ¢oHaa u ¢oHAa NoNb30BaHWUS OOIDKHbI MMETb CTaHZAPTHbIE M 3alUUTHbIE
pakopAbl, HAMaTbIBaTbCA B PYNOH Ha CEpAEYHUKM (DOTOCIOEM HAPYXKY U XPaHUTLCS B METanfmMyeckmx kopobkax no
FOCT 4097-78;

MUKpOUIbMbl M (POTOAOKYMEHTBI HA MMOCKMX MMAEHOYHbIX WM Apyrux opmaTHbIX HOCUTENSAX
yNakoBbIBAKOT B KOHBEPThI U KACCETbI U XPaHST B kopoOkax, nankax, agpyrow ynakoske no FOCT 7-65-92.

4.4.2.4. MeCTO XpaHeHVs1 9MeKTPOHHbIX AOKYMEHTOB onpefensieT pykoBoauTenb opraHm3daumu. 3 moryt
XpaHUTbCA B apxvBe OpraHusaumm unuM B CneumanuanpoBaHHOM noapasgeneHun (BblYUCINTENbHOM LEHTPE,
WH(pOpMaUNOHHOM OTAene n T.4.) <*>.

<*> B cootBeTcTBUM C "[1prMepHbIM NonoxeHnem 06 apxuee (apxmBHOW cnyxbe) AOKYMEHTOB Ha MaLLMHHBLIX

HOoCUTENSAX ydpexaeHun, opraHusauun, npegnpuatnii” (M., 1990).

4.4.2.5. O6a3aTeNbHbIMM YCITOBUSIMU apXMBHOIO XpaHeHust O] ABNS0TCS:

Hanu4yve B apxuBe nporpaMmMHo-annapaTHbIX CpeacTB NS XpaHeHus, KoNMpoBaHUA 1 BocnpoussegeHus 3/,
MX nepesanucu B HoBble hopmaThl, Nnepeaayn UHopmaumn No KaHanam cBA3v 1 ap.;

obecneyeHve goctyna Kk MHOpPMaLMN yCTaHOBMEHHbIX KaTeropui nonb3oBaTtenen, a Takke obecnedeHue
3alWuTbl MHPOPMaLMM OT HEeCaHKLUMOHMPOBAHHOrO AocTtyna (MyTemM NpUMEHEHUS COOTBETCTBYIOLLMX TEXHUYECKUX
CpeacTB M NPaBoOBbIX HOPM);

obecnedeHne pexunma xpaHeHusa 3/, NCKMYalLEero yTpaTy, YHUYTOXEHNE NN NcKaxeHne nHdopmMaLmm.

ObGecneyeHne xpaHeHus Ol npegycmaTpuBaeT TakkKe noggepXaHue ONTUMArbHbIX PEXMMOB XpaHEHUs
HocuTenen 3.

TexHuyeckme napameTpbl [OaHHbIX PEXUMOB OMNPEAensitoTCs COOTBETCTBYHOLUMMU rOCyAapCTBEHHbIMM
ctangaptammn (FTOCT 28388-89. Cucrtema o6paboTtky uHdopMauun. [JOKyMEHTbl Ha MarHWTHBIX HOCUTENSIX.
Mopsgok BeinonHeHusa n obpawenus; FTOCT 2.501-88. ECK[. MNpaBuna yyeta n xpaHeHusi; FTOCT 19.601-78.
ECMNA. Tlpasuna pybnupoBaHus, ydeta u xpaHenusi; TOCT 24.402-80. EpmHaa cuctema CcTaHOapToB
aBTOMaTU3NPOBAHHOW CUCTEMbl ynpaBneHus. Cuctema TexHuyeckon AokymeHTauum Ha ACY. Y4eT, xpaHeHue u
obpawenwne; PO 50-524-84. MeTtoanyeckme ykasaHus. Mopsaok xpaHeHUss AOKYMEHTOB Ha MALLMHHbBIX HOCUTENSAX).

Mo mepe cTapeHusa HocuTensa AoMmKHa NPon3BoANTbLCA Nepesanucb 31 Ha HOBble HOCUTENMW.

4.4.2.6. He ponyckaeTtca pasMmeLleHne JOKYMEHTOB Ha NoJly, NOSOKOHHUKAX, B HEPaA30bpaHHbIX Kunax.

4.4.2.7. Pa3melleHne CeKpeTHbIX [OOKYMEHTOB OCYLIEeCTBNAETCA B COOTBETCTBMM C TpeboBaHuAMHK
WHCTPYKLMK MO paboTe C CeKpeTHbIMM MaTepuanamMmu.

4.4.3. TonorpadupoBaHue

4.4.3.1. Bce nomelleHus apxmBa, a Takke cTennaxu, wkadgbl, NONKAN HYMEPYHTCS.

B kaxxgom oTOenbHOM MOMELLEHUN CTENNAXM, LWKadobl, MOMKU HYMEPYOTCA CBEPXY BHU3, ClieBa Hanpaeo.

4.4.3.2. B uendax sakpenneHns Mecta XpaHeHUs JOKYMEHTOB B XpaHUMMLLAaX COCTaBMSOTCA NOCTENaXHble
1 npu 6onbwom obbeMe hoHAOB NOOHAO0BLIE TONOrpachnyeckme ykasaTenu.

4.4.3.3. KapTouku nocTennaxHoro tonorpaduyeckoro ykasaTens COCTaBMSATCA Ha KaXAbl CTennax u
pacnonaralwTcs No NopsiAKy HOMepPOB CTennaxen B npeaenax Kaxaoro oTAenbHoro noMmeleHus (npunoxeHue 15).



4.4.3.4. KapTtoukn nocdoHAoBOro TonorpadmMyeckoro ykasaTenss COCTaBMfATCA Ha Kaxablh ¢oHa un
pacnonaralwTcs B nopsigke HomepoB (poHAO0B (nNpunoxeHune 16). MNpu HeobXxoouMOCTM apXMBOM OpraHuM3auuu
MOXET MpPOBOAMTBLCS TOMorpaMpoBaHNE XpaHSLWMUXCA B apxmBe OOKYMEHTOB C YYE€TOM CTPYKTYPHbIX
nogpasaeneHnii opraHnsauunmn.

4.5. MNopsiaok Bblga4ym Aen U3 XpaHunuiy,

4.5.1. [lena BblgaoTcsa U3 XpaHUnuu;

ANd Ncnonb3oBaHusa paboTHMKaMK OpraHn3aumy;

AN NCNonb30oBaHWs rpaxgaHamMmuy B YMTarbHOM 3ane Ans HayvHbIX U UHbIX UCCneaoBaHun;

BO BpeMeHHoe Mornb3oBaHue Ans Apyrnx opraHusauuim;

Ansi NpoBeAeHNs apXMBHbIX paboT ¢ AOKyMeHTamu;

Ansi NpOBEeAEeHUs CTPaxOBOro KOMMPOBaHUA U crneuvanbHONn obpaboTku OOKYMEHTOB C Lefbl yiy4ylleHus
h13N4EeCKOro COCTOAHUA JOKYMEHTOB.

4.5.2. [lena BblgaTCA BO BPEMEHHOE NOMNb30BaHNE N3 XPaHUIULL, Ha CPOK, HE NPeBbILIAOLLMIA:

1 mMecsL Ansa ucnonb3oBaHnsa paboTHUKaMM opraHm3auuu;

1 mecsL Ana ncnonb3oBaHUst LOKYMEHTOB B YNTANbHOM 3ane;

3 Mecsua BO BpeMEHHOE NOoNb30BaHWe AN ApYyrux opraHn3aumi;

6 MecsiLeB Ons SKCMOHUPOBAHUSA JOKYMEHTOB.

OpraHam cyga v nNpoKkypaTypbl [ena BblOalTcsa A0 MpekpalweHuss gena unu BblHeceHust cygebHoro
peLLeHuns.

lMpoaneHve YCTaAHOBIEHHbLIX CPOKOB BblAayM [OKYMEHTOB BO BpPEMEHHOe MOofb30oBaHue, B TOM 4ucne
opraHam cyga v NpokypaTypbl, a Takke AN 3KCMOHUPOBaHMSA OOMycKaeTcs B 0CODbIX Cny4vasix C paspeLueHust
pyKOBOAMTENSA opraHn3aumm No NMCbMEHHOMY NOATBEPXKAEHMUIO NONb30BaTENA O COXPAHHOCTU AOKYMEHTOB.

4.5.3. Bblgava gen ns xpaHunuia opopmnseTca crneayrowmMmm JOKyMeHTaMu:

3aka3amu (TpeboBaHUsIMW) Ha Bblgayy OeNn B YMTalbHbIA 3an U COTPYAHUKaM opraHusauuun (NpunoxeHue
17);

aKTamu o Bblaadve den BO BPEMEHHOE Morfb3oBaHMe ApYruMm opraHusauusiM, B TOM YuUcrie opraHam cyga v
NPOKypaTypbl, UMK A58 9KCMOHUPOBAHWS AOKYMEHTOB (npunoxexue 18);

3akasamu Ha npoBefeHne paboT No CTPaxoBOMY KOMMPOBAHUIO U pecTaBpaLnm JOKYMEHTOB.

4.5.4. Boigaya OOKYMEHTOB M3 XpaHUnuLLEa PErMcTpmpyeTcs B KHUrax Bblgayn JOKYMEHTOB (npunoxeHune 19):

BblAauun gen paboTHWKaM opraHusauum;

Bbldayun gen B YMTanbHbIN 3arn;

Bbldayun gen BoO BpeMeHHoe Nofb3oBaHue ApYrMM opraHusaunsam.

4.5.5. NcnonHeHHble 3aka3bl (TpeboBaHWsA) nccnegoBaTenen XpaHATCs B NIMYHbIX Aenax uccrnegoBaTenen,
BCe Mpoymne - O UCTEYEHNsT CPOKOB MX XpaHeHus. 3akasbl (TpeboBaHust) uenecoobpasHo XpaHuTb 40 NPOBeAeHNs
NpOBEPKN HanMyunsa 1 COCTOAHUS aen.

4.5.6. Bolgaya gen BO BpeMeHHOe Mnonb3oBaHWe B ApYyrve opraHusauun ogopMrsieTcsl akToM, KOTOpbI
COCTaBMnsieTcs B ABYX 9K3eMMnsipax, OAWH WUX KOTOPbIX OCTAeTCs B apxvMBe OpraHusauum, Opyron BblaaeTcsd
nonyyarento. AKT MOANUCLIBAETCSA pPyKOBOAUTENEM OpraHusauum, nepeparwowen pena, M pykoBoguTenem
opraHusaumm-nonyyatens: nognucu cKpennsawTcs repboBbiMM nevaTsamMm opraHmsaumn. lNocne Bo3BpalleHus gen
B ABYX 3K3EeMMnsipax akTta AenaeTcsi COOTBETCTBYHLLAS OTMETKA: OOWH 3K3EMMnsp OCTaeTca B OpraHu3auun-
nony4arene, Apyrov XxpaHUTcs B aene oHaa B apxvMBe opraHvM3auuu, BeljaBaBLleM gena.

4.5.7. HanpaBrneHne Ha CTpaxoBoe KOMMpOBaHMe, pecTaBpauumio, nepennet oopMnseTcs 3akasom. 3akas
odopMnsieTca B apxvBe opraHusaumm no Qopme akta O Bbldaye BO BPEMEHHOe MoMnb3oBaHWe Opyron
opraHusauuu.

4.5.8. [dena BblgaloTca M3 XpaHUNuUwa Afs WUCMOMb30BaHWA W MNpoBedeHus paboT Mo CTpaxoBOMY
KONMpOBaHWIO, pecTaBpauun, nepenneTy Tonbko B obpaboTaHHOM BUAE.

Mepen Bblgadeln gen M3 xpaHunviia NpoBepsieTCA COOTBETCTBME LiMdpa U 3arofioBka gena Ha obnoxke
Wwndpy M 3arofioBky Aena B ONWUCW; Neper Bblgader M npu BO3BpPALLEHUM OEeN B XPaHWNULLE MPOBEPSOTCS
HyMepauus JIMCTOB N COCTOSAHME AOKYMEHTOB KaXXA0ro BblAaHHOIO Aena.

Kaxxgoe BblgaBaemMoe U3 xpaHunuiia aeno AOIMKHO MMETb NIUCT Mcnosb3oBaHus (npunoxenue 20).

4.5.9. lMpu BblAavYe Aen u3 xpaHunuiia Ha MecTo BblAaHHOMO Aerna nogknagblBaeTcsa KapTa-3amecTuTenb, B
KOTOPOW yKa3biBaeTCsi HOMep Aeria, HOMep onvMcK, Homep oHAa, Koraa U KOMY BblAaHO A4eno, AaTa ero Bo3epaTta
M NOANUCb COTPYAHMKA, BblAABLUEro Aeno, C yka3aHneM OOIMKHOCTU. Mpy Bo3BpaLLeHUn aena B XpaHUnuLle kapTa-
3amMecTuTenb usbiMaeTcs (npunoxexHune 21).

4.5.10. CocTtosiHue pen, BO3BpallaeMbiXx B apxvMB MOCIE WUCMOMb30BaHWS, OOMMKHO ObiTb MPOBEPEHO B
NpUCYTCTBUM NLA, BO3BpAaLLaOLLEro AOKYMEHThI.

Mpu oBHapyxeHN HegocTaun Oen Unn oTAenNbHbIX NINCTOB B HMX, @ TaKKe NOBPEXAEHWUN OeN U LOKYMEHTOB



COTpyOHVKaMM apxmBa COCTaBMSETCS akT B [AOBYX 9K3emnnspax, OAMH W3 KOTOpbIX MpeacTaBrseTcs
uccriegoBaTenio  YUMTanbHOrO 3ama WM PyKOBOAWUTENO OpraHu3auuu, WUCMofb3oBaBLIe [OOKYMEHThbl, Ans
NpMBNEeYeHNs BUHOBHbBIX K OTBETCTBEHHOCTM, BTOPOW - OCTaeTCs B apXuBe.

4511. Tlpu nepemeweHnn [OOKYMEHTOB 3a MNpedenamMu apxvBa [OMKHbl cobnogatbcsa  Mepbl
NpPegoCTOPOXHOCTH, HAAEXHO obecneynBaroLLmMe NX COXPaHHOCTb.

Mpu TpaHCNOPTMPOBKE AOKYMEHTOB COGMOAaOTCS Mepbl NO OXpaHe U 3aliuTe Ux OT BO3AENCTBUS BPeaHbIX
haKTOpPOB OKpYXKalLLen cpedbl NyTeM NPUMEHEHMS CheuuManbHbiX BUOOB YNakoBOK, obecrneymBarolLmx 3allmTy
OOKYMEHTOB OT 0CaKOB, CBETA, MEXaHNYECKMNX MOBPEXOEHNN.

4.6. ObecneyeHne pr3nMKO-XMMNYECKON
COXPaHHOCTU AOKYMEHTOB

4.6.1. BbIIBNEeHHble JOKYMEHTbI MOCTOSAHHOIO XpaHeHUs1 ¢ pusnyeckumm gedekTamm OCHOBbI (yTpaTa Yactemn
OOKYMEHTa, paspbiBbl U Op.) MM TeKCTa PEerucTpupyloTcs B JKypHane Wunn KapToTeke yyeta (OU3nyecKoro
COCTOSIHMS OOKYMEHTOB, rae UKCUpylTCcsa BuAbl cneumansHon o6paboTku, KOTOpoW BNoCreacTBUM AOMKeEH ObiTb
noaBeprHyT AOKYMEHT (pecTaBpaums, Ae3uHdekums, MukpodumnbmMmpoBaHme, oTopecTaBpaLmsl, KonmposaHue u
T.4.), U HAMEYAITCA KOHKPETHbIE Mepbl MO YNy4dLLIEeHNI0 PU3NYECKOTO COCTOSAHUSA JOKYMEHTOB.

4.6.2. HeszaBMCMMO OT LIEHHOCTM [AOKYMEHTOB HeMedneHHOW nepefadye Ha o06paboTKy (aesvHdekums,
Oe3VHCEeKLMA) noanexar aena n AOKYMEHTbI, MOpaXKeHHbIE NNECEHbI0 1 HACEKOMbIMU.

4.7. NpoBepka HaNM4ynst 1 COCTOSHUSA AOKYMEHTOB

4.7.1. TpoBepka HanMM4insg N COCTOAHUA [OOKYMEHTOB NPOBOAMUTCH B LENSAX YCTaHOBIEHWUs hakTuyeckoro
HanMuns eauHUL, XpaHeH!Us U COOTBETCTBUS UX KONNYECTBY, YUCNALLEMYCS NO YY4ETHLIM [OKYMEHTaM, BbISBIIEHNS
AOKYMEHTOB, noanexaluux pectaspauum n npodunakrnyeckon obpabortke.

B xoge npoBepku oCyLLEeCTBIAETCS:

yCTaHoBneHne HakTU4eCKoro HanMunsa JOKYMEHTOB, HaXOAALWMXCS HA XPaHEHN B apX1BE;

BbISIBIIEHNE M YCTPaHEHWe HeJoCTaTKOB B y4eTe AOKYMEHTOB;

BbISIBIIEHNE OTCYTCTBYIOLLMX AOKYMEHTOB M OpraHn3aums nx po3biCka;

BblSIBMIEHNWE W Yy4eT [OKYMEHTOB, Tpebylowmx pectaBpauun, KOHcepBauuu, nNpodUNakTU4EeCcKon u
TexHn4yeckon obpaboTkm.

4.7.2. NpoBepka HanNM4ynsa M COCTOAHMSA OOKYMEHTOB NPOBOAMUTCH HE pexe YeM OAMH pas B 5 net, a Takke
nepen nepefaven Ux Ha rocygapcTBeHHOE XpaHeHue.

EanHoBpeMeHHble MPOBEPKN HANN4Ynsa U COCTOAHMA JOKYMEHTOB NPOBOASATCA B apXMBE:

nocne nepemMeLleHusa aen B pyroe nomeLleHue;

nocne 4pesBbl4alHbIX MPOUCLLECTBUW, BbI3BABLUMX MepemelleHne (3Bakyauuio) aen wnu [octyn B
XpaHunuia noCTOPOHHUX nL;

Npu CMEeHe pyKOBOAMUTENSA apXuBa Unu nunua, oTBETCTBEHHOIO 32 apXuB;

npv peopraHnsauumn nnu IMKBMaaLumn opraHm3auum.

4.7.3. Tpv npoBepke HanNMyns 1 COCTOSTHUSA AOKYMEHTOB HeobXxoaumo:

COXPaHATb NOPSAOK PacnonoXeHns JOKYMEHTOB Ha CTenmnaxax 1 NepBuMYHbIX CpeacTBaX XpaHeHus:;

noaknagpiBatb Ha CBOM MecTa OBOHapyXeHHble BO BPeMsi NMPOBEPKU HENPaBUIbHO MOAMOXEHHble Aerna u
OOKYMEHTHI;

usblMaTb fiena, He BHECEHHbIE B OMNUCH;

M3bIMaTb U U30NMPOBaTb Aena, 3apaKeHHble MIeCeHbo NN ApyrMMn B1onorMyeckuMm BpeauTensamu.

BHeceHue B onuvcb HeyYTEHHbIX Aen B Xoe NpoBepku 3anpellaeTcs. HeyuTeHHble gena noMmeLlaoTcs Benen
3a yYTeHHbIMW Aenamu Ans nocneaytollen ob6paboTkn 1 onmcaHus.

4.7.4. 0o Hayana paboTbl MO MPOBEpPKE HaNMuMs M COCTOSIHWA Aen M3yyalTcs AOKYMeHTbl npeablayLimX
NMPOBEPOK, MPOBEPSAETCA MNPaBUMNBbHOCTb HyMepauuu [en B KaxdoM [o4OoBOM pasferie CBOOHOW  OMNUCH,
COOTBETCTBME HyMmepaLun Aen UTOTOBbIM 3anucsam B ONUCSX U CBEAEHUAM B nicTax hoHO0B.

4.7.5. lNpoBepka HanNMuMa U COCTOSHUSA Aern NPOBOAMTCH MyTEM CBEPKU OnucaTeribHbIX cTaTten onucu ¢
onucaHvem gen Ha obnoxkax (wudpa, HasBaHusa oHgoobpa3oBaTens U ero CTPYKTYPHbIX MogpasaeneHun,
Aernonpon3BOACTBEHHbIX MHOEKCOB Aen, AaT Aer, KonuyecTsa fMcTos).

®usnyeckoe COCTOsHWE Aen onpegenserca nyTem ux BusyanbHoro npocmotpa. Bce obHapyxeHHble
HeJoCTaTKM PUKCMPYIOTCS B akTe NPOBEPKM (Mpunoxexue 22).

Oenatb Kakne-nvbo nomeTbl UMM 3anucu B Xode NPOBEPKU B OMUCHAX AeN U APYIMX YYeTHbIX AOKYMeHTax
3anpeLlaeTtcs.

4.7.6. ena, BblgaHHble COTPyAHWKaAM OpraHu3aumun, B YMTarbHbIN 3an U BPEMEHHOE MOoNb30BaHne OpYrum
opraHm3aumsm, NPOBEPSAIOTCA NO KHUraM M akTam Bblaaum Aen U CHMTAKTCH UMEOLLUMUCS B HANUYNN.



4.7.7. JINCT NpoOBEepKM HanuMyus u COCTOSHMA fen B (poHAe cocTaBnsAeTcs HenocpeacTBEHHO B XoAe
NMPOBEPKW; NWUCTbI NMPOBEPKU HYMEPYIOTCA MO MOPSiAKY HOMEPOB B npedenax NpOBEpKU Kaxaoro doHga u
noanucbiBatoTCs ucnonHuTenem. o okoH4YaHuMn npoBepkn poHaa NUCTbI MPOBEPKM BKIHOYAKTCA B AENO AaHHOro
¢doHaa. Ecnu B pesynbTaTte NpOBEpKM HeOoCTaTKOB He OOHapyXeHo, NUCT npoBepkn B Aeno doHaa He
BKITIOYAETCA.

4.7.8. Mo OKOHYaHUW MPOBEPKM HANUYMUA U COCTOAHUS OKYMEHTOB MO KaXAOW ONUCK B KOHLLE OMMCK nocne
3aBepuUTenbHON HAQNUCK AenaeTca 3anuch "NpoBepeHO", NPOCTaBNAETCS AaTa NPOBEPKW; 3anucb NOANMCLIBAETCS
NpOBOAMBLLMMY NPOBEPKY pabOTHUKaMM C yKazaHUEM UX OOIMDKHOCTEN.

4.7.9. Ecnn npoBepkon obHapyxeHa HeocTava Aen 1 AOKYMEHTOB, TO OPraHM3yeTcsi X PO3bICK.

B aTux uenax pekomeHayeTcs:

U3y4nTb BCE YYTEHHbIE AOKYMEHThI MO BblAade Aer U3 XpaHUnuLla;

opraHu3oBaTb PO3bICK He OOHapyXeHHbIX MpuM NpPOBepke [n[en B COOTBETCTBYHLUMX CTPYKTYPHbIX
nogpasgeneHusix, B 4eATENbHOCTM KOTOPbIX 06pa3oBannck HeoOHapyXeHHble Aena, NpeaBapuUTenbHO U3YYuB MX
cAaToOYHble ONUCK;

NpoOBEpPUTb Aerna HaxoasLWmnxcs psagom oHO0B;

n3yunTb Oeno oHaa - akTbl O BblAENEHWW Aen K YHUYTOXEHWIO, aKTbl Bblgadu Aen BO BpPEMEHHOe
nonb30BaHWe, paHee COCTaBMNEHHbIE aKTbl MPOBEPKU HANUYMSA U COCTOSIHNA NPOBEPSIEMOro hoHAa.

Posbick pekomeHayeTcs NpoBOAMTL B TeHEHMeE roga nocre 3aBepLueHnst NPOBEPKU Hanu4ms gen.

4.7.10. HarigeHHble B utore posbicka Aerna nogknagbiBaloTcs Ha MecTa, a B COOTBETCTBYIOLLEN KapTOYKe
yyeTa HeobHapyXeHHbIX Aen Aenaetcsd oTMeTka C ykasaHuem gaTbl M NOANUCU AOSMKHOCTHOrO nuua.

Hena, npuyMHa OTCYTCTBUSA KOTOPbIX MOATBEPXKAEHA COOTBETCTBYHOLLMMU LOKYMEHTAMMW, UCKIIOYAlOTCS B
YyCTaHOBMNEHHOM MOPSAKE U3 ONUCEN N OPYrMX yY4ETHbIX JOKYMEHTOB. B COOTBETCTBYIOLLMX KApTOYKax yKa3blBalOTCH
OaTbl 1 HOMEepa akToB, B KOTOPbIX NMOATBEPXAAETCA OTCYTCTBME Aena, U COCTaBNATCA CMpaBKu O NPOBEAEHUU
posbicka. [locne paccMoTpeHusi pe3ynbTaToB po3bicka Ha 3K M yTBEpXOEHWUs ee peLueHus pyKkoBoauTenem
opraHm3aumm HeobHapyXeHHbIE JOKYMEHTblI CHUMAIOTCS C ydeTa.

4.7.11. MNpoBepka HaNN4YNA N COCTOSAHUSA LOKYMEHTOB CYMTAETCA 3aBEPLLUEHHOM NOCNE BHECEHNA U3MEHEHWUIA,
BbISIBMEHHbLIX MPOBEPKON, B Yy4eTHble OOKYMEHTbl MpoBepsieMoro ooHAa M NpeacTaBneHMs COOTBETCTBYIOLLMX
CBeOEHUN O genax NOCTOSHHOIO XpaHEeHUs B roCyAapCTBEHHbIV apXMB OS89 BHECEHUS N3MEHEHWIN B KOHTPOSbHbIE
3K3eMnnsapbl onucen aen, yreepxaeHHbIx OMNK apxXnBHOro yupexaeHus.

4.8. Oco60 LieHHbIe N YHUKaNbHblEe JOKYMEHTbI apxvBa

4.8.1. ApxvB opraHusaLuu, No COrnacoBaHWMO C rocyaapCTBEHHbIM apXUBOM, UCTOYHUKOM KOMMMEKTOBAHUS
KOTOPOro OH SIBMSIETCHA, NPOBOAUT BbISIBIIEHME U y4eT 0CO00 LEHHbIX U YHUKANbHbIX JOKYMEHTOB.

Ha BbiiBNEHHble 0COOO LEHHbIE U YHUKamnbHble OOKYMEHTbI Kaxgoro ¢hoHOa, XpaHsilerocs B apxuBe,
COCTaBnseTCsA onNMcb 0COB0 LIEHHBIX JOKYMEHTOB, KOTopas paccMmaTtpuBaeTcs OK opraHnsauum, cornacoBbIBaeTcst
C rocygapcTBeHHbIM apXvMBOM U YTBEpPXOaeTCca pyKoBoOAMTENEM opraHusaumnn (npunoxeHune 23).

4.8.2. OTHeceHMe OOKYMEHTOB K YHUKanbHbIM U BKMNOYEHME uX B [OCydapCTBEHHbIA peecTp YHWUKamnbHbIX
AokymeHToB ApxuBHOro doHga Poccunckon Pegepaumm OCyLeCTBNAeTCs B COOTBETCTBMM C PernameHToMm
rocy4apCTBEHHOrO yyeTa YHMKanbHbIX JOKYMEHTOB ApXxMBHOro ooHaa Poccuiickon depepaumm.

4.9. CtpaxoBor hoHA 1 hoHA Nonb3oBaHUs

4.9.1. Ha 0co00 LeHHbIE 1 YHUKAIbHbIE JOKYMEHTbI OpraHn3aummn nyTemMm MMKpOMUIIbMUPOBaHNS CO3a4atoTcs
CTpaxoBble KONuW (HeraTMebl NEPBOro MOKONEHUS Ha PYNOHHOMN NNEeHKe UM MUKpoduLLax).

COBOKYNHOCTb CTPaxoBblX KOMWW [AOKYMEHTOB, XPaHSALUMXCA B apxvMBe, COCTaBnseT cTpaxoBon ¢oHS.
CTtpaxoBon choHA co3faeTcs B LEensX COXpPaHeHUs LEeHHOW OOKYMEHTHOW WHdOopMauum Ha crnydan ytpaTtbl vnm
noBpeXxaeHUs NOANUHHBLIX AOKYMEHTOB.

4.9.2. OgHOBpEMEHHO C co3JaHWeM CTpaxoBoro ¢oHaa cosgaetca OoHA MNonb3oBaHWUs (NO3UTUBHbIE
MUKPOUAbMbI U MUKPOULLIN).

doHO NONb30BaHUSA MOXET CO34aBaThCHA TaKke LeneBbiM MOPSiAKOM MO Hambonee MCMNonb3yembiM
OOKYMEHTarnbHbIM KOMMJIEKCAM MYTEM KCEPOKOMUPOBAHWS MMM CO3[4aHMS KOMWA OOKYMEHTOB Ha 3IIEKTPOHHbIX
HocuTensx, obecnevmBaroLLmMX NOEHTUYHOCTb KOMUW N MOANMHHMKA JOKYMEHTA.

4.9.3. CtpaxoBon ¢poHA M (hOHA NONb30BaHUA C€O3JaloTCA B Mopsake, ycTaHoBrneHHoM PepepanbHom
apxuBHom cnyx6on Poccuu.

5. OPTAHN3ALNA JOKYMEHTOB B APXUBE

5.1. [JokyMeHTanbHbIN U apXUBHbIN POHA OpraHu3aLum



5.1.1. Bca COBOKYMHOCTb [OKYMEHTOB, 0OpasylolMxcs B AEATENbHOCTM OpraHu3auun, COCTaBNnsAeT ee
OOKYMeHTanbHbIN hoHA,.

5.1.2. lokymeHTbl, obpasytoLimecs B AeATENbHOCTM OpraHvM3aLmm, No Cpokam XpaHeHus1 NoApas3fenstoTcs
Ha:

OOKYMEHTbl BPEMEHHOrO Cpoka XpaHeHus (0o 10 neT BKMUYUTENBHO);

OOKYMEHTb! ONrOBPEMEHHOrO Cpoka XxpaHeHus (cebiwe 10 neT);

AOKYMEHTbI MOCTOSAHHOIO (BEYHOr0) XpaHeHus:.

[OKyMEHTbl MOCTOSIHHOTO XPaHEHUsl, T.€. OOKYMEHTbl, UMEKLINEe UCTOpPMYECKOe, HaydyHOe, coLumarbHoe,
3KOHOMMYECKOE, KYNbTYPHOE 3HAaYeHWe, COCTaBMSIOT apXMBHbIM (POHA oOpraHu3auun, SBMASKOLWUNCA COCTaBHON
yacTtblo ApxuBHoro dpoHga Poccuiickon ®egepaumu.

CpoKkM XpaHeHUsi OOKYMEHTOB YCTaHaBMMBAKOTCA Ha OCHOBAHMM 3KCMEPTU3bl UX LEHHOCTW; MOPSAOK
3KCMNEepTM3bl LLEHHOCTM AOKYMEHTOB OMnpeaeneH B pasgerne 2 HacTosawmx Npaswun.

5.1.3. Pa3HOBMOHOCTSAMW apXMBHOIro ooHAa SABASOTCS:

apXMBHbI OOHA, OpraHmn3aLmm, COCTOSLUIA U3 JOKYMEHTOB, 06pa3oBaBLUMXCS B MPOLIECCe ee AeATENbHOCTY;

00beauHEHHbIN apXUBHBIN POHA, COCTOSALLMIN N3 AOKYMEHTOB, 06pa3oBaBLUMXCH B npoLecce AeATenbHOCTU
OByx unu 6Gonee opraHudauun-cpoHgoobpa3oBaTenen, UMEBLLMX Mexay cOBOM UCTOPUYECKM W/MNU NOTrnYecku
00ycrnoBneHHble CBSA3M: OOHOPOAHOCTb U MPEEMCTBEHHOCTb AEATENbHOCTU, NOAYNHEHHOCTb, €AMHCTBO O0beKkTa U
BPEMEHU AEeATENbHOCTU, MECTOHAXOXAEHNE 1 Ap.;

apXUBHbIV POHA NNYHOTO NPOUCXOXKAEHNS, COCTOALLMNIN N3 AOKYMEHTOB, 06pa30BaBLUMXCH B NPOLECCE XN3HU
N [eATenbHOCTU OTAENBHOrO N1ua, CeMbM, POAa U NPUHATBLIX HA XPaHEHWE B apXMB OpraHmM3auuu.

5.1.4. ApXvBHOM KONMEKUMEN Ha3blBA€TCA COBOKYMHOCTb OTAESNbHbIX [OOKYMEHTOB  pPasfM4yHOro
NPOUCXOXOEHNsI, OOBbEeAUHEHHbIX MO OOHOMY WM  HECKONbKMM Mpu3Hakam (TemaTuyeckomy, BuOOBOMY,
0O6BEKTHOMY, aBTOPCKOMY, XPOHOJTOTMYECKOMY U Ap.).

5.2. OnpegeneHne poHAOBON NPUHAANEXHOCTN apXUBHbIX
AOKYMEHTOB 1 obpasoBaHue apxmBHOro choHaa

5.2.1. Onpegenenune poHAOBON NPUHAANEXHOCTU JOKYMEHTOB OpraHu3aLmn 3aknoyaeTcsa B OTHECEHUN UX K
oHAY COOTBETCTBYIOLLEN OpraHn3aLumn.

5.2.2. Mpwn onpeaeneHny OHAOBOV NPUHAANEXHOCTU AOKYMEHTOB OpraHvM3auny y4nTblBaeTCcs cnegyollee:

BXOAsLUME OOKYMEHTbl OTHOCATCA K (QOHAY TOW OpraHusaumu, KOTOPOW OHW MnofyyeHbl; nx oHAoBas
NpUHaANeXHoCTb onpefensieTca no TakuMm anemMeHTam dopmynsapa, Kak agpecaT, perMcTpauMOHHbIA LWTamm,
pe3oniounn 1 OTMETKU O HanpasneHnn JOKYMEHTOB Ha UCNONHEHWE, N0 COAEMKaHUIO JOKYMEHTOB;

KOMUU UCXOOALLMX AOKYMEHTOB (OTMYCKWM) OTHOCATCH K (POHAY TOW OpraHusauum, Kotopas sBNSeTca Ux
aBTOpPOM; uX (poHOOBAA MNPUHALMNEXHOCTb OnpeaenseTca no MOAMUCAM, Oeronpou3BOACTBEHHbIM MoMeTaM,
cofiepXXaHuIo JOKYMEHTOB;

AOKYMEHTbI BHYTPEHHEero obpalleHunst OTHOCATCS K poHOY TOW opraHM3auum, KOTOPOW OHWM COCTAaBMEHbI, UX
doHAOBast NPUHAANEXHOCTb onpeAenseTca N0 Ha3BaHWIO opraHn3auun, NoAMNNCAM, COAePXKaHuHo.

5.2.3. [lokyMeHTbl OpraHm3aumm 1 ee NnepBUYHbIX 06LLLECTBEHHbIX OpraHn3aumin (MpodCo3HbIX, CMOPTUBHbIX
W Op.), CYyLWeCTBOBaBLUMX [0 MPUHATMS 3akoHogaTenbctBa Poccuiickon ®epepaumm 06 06LECTBEHHBIX
006beanHeHNAX, COCTaBNAT €AWHbIN apXMBHbIA OOHA.

ApxvBHble [OKYMEHTbl OOLECTBEHHbIX oOpraHm3aumi (NpodCO3HbIX U Ap.), CYLWEeCTBYLWMX Npu
yYpeXaeHUsaX ¢ MOMEHTa perucTpaumnm aTux obLeCTBEHHbBIX OpPraHn3aLmin B COOTBETCTBUM C 3aKOHOAATENbCTBOM
Poccuiickon ®epepaumm o6 obLiecTBEHHbIX 00beANHEHUSIX, NPeaCTaBmnsaoT COOOM CaMOCTOSATENbHbIE apXUBHbIE
oHabl. [pu nepegaye Ha MOCTOSHHOE XpaHeHWe B apxXMB OHU  MOrYT MPUCOEAUMHATLCA K oHOam
COOTBETCTBYHLUUX yupexaeHuit, obpasys oobeanHEHHbIE apXMBHbIE hOHAbI.

5.2.4. lena, KoTOpble Benucb nocrnegoBaTernibHO B [BYX OpraHu3aLusaX, BKIIYAOTCA B COCTaB apXMBHOIO
cdoHAa Tow opraHmnsauum, B KOTOPOWM OHM ObINM 3aKOHYEHbI NPOM3BOACTBOM. B crnyyae nukeugaumm opraHmsaumm ¢
nepegayen ee yHKLUMMN BHOBb CO30aHHOM OpraHn3auum 3akOHYEeHHbIEe NMPOM3BOACTBOM Aerna BK4YaTcs B (hoHa
NVKBUAMPOBAHHOW OpraHu3aumn, a He3akoHYeHHble [erna nepejalwTcs AN OKOHYaHUA NpPOV3BOACTBOM
opraHMsaunn-nNpeemMHuKy 1 BKIoMatoTca B (OOHA nocrnegHen.

5.2.5. OguH un TOT Xe oHA CoCTaBNAET JOKYMEHTbI:

opraHusaumu o v nocrne ee peopraHm3saumm (npeobpasoBaHus), €Cnn OHa He NOoBIeKNa 3a cO00M KOPEHHOTO
N3MEHEeHNs ee AeATenbHOCTY;

opraHusaumM [0 W nocrne MU3MEHEeHUs TepputTopuanbHbIX rpaHuL, ee AeATenbHOCTW, MOAYMHEHHOCTH,
CTPYKTYpbI, LUTATOB, NeYatu 1 T.n.;

NpeanpusTUA, OopraHn3auun M obbeanHEHWUA, MOMEHSIBLUMX rOCyAapCTBEHHY ¢opMy COBCTBEHHOCTM Ha
HerocyapCTBEHHYI0, HO B YCTaBHOM KarnuTane KOTOpbIX MMeeTca npeobnagawowias [ons rocyaapCTBEHHON



COBCTBEHHOCTY;

BPEMEHHO MpeKpaTMBLLUEN CBOK [AEeATeNbHOCTb OpraHuM3auumv, a 3aTeM BOCCTAHOBIIEHHOW C TEMMU Xe
OYHKUNAMMU;

npeanpusTUn, opraHM3aumnm u obbeanHEeHU CMeLLaHHbIX )OpM COOGCTBEHHOCTW, B YCTABHOM Kanutane
KOTOpbIX UMeeTca npeobnaatoLLasi 4ONsS rocyaapCTBEHHON COBCTBEHHOCTH.

5.2.6. [lokymMeHTbl OpraHoB 3aKOHOAATENbHOW U UCMOMHUTENbHOW rocyaAapCTBEHHOW BNacTu, NPoKypaTypbl 1
cynoB Poccunckon ®epepauun, cybvektoB Poccunckon ®depepauum, OpraHoB MECTHOMO CaMOynpaBrieHus
COCTaBMSAT CaMOCTOATENbHbIE apXMBHbIE (POHAbI.

[OKyMEeHTbl POCCUNCKMX MUHUCTEPCTB U BEAOMCTB, CO34aHHbIX HA 6a3e NUMKBUANPOBAHHbLIX MUHUCTEPCTB U
BegomctB CCCP, cocTaBnsioT HOBblE apXxmBHble OOHAPbI.

HokymeHTbl MuHUCTEpcTB PCPCP 1 Poccuiickon ®egepaumm cocTaBnsioT, Kak NpaBuIio, pasHble apXvMBHble
doHabl. PasrpaHuumTenbHas gata  Mexay HUMU  yCTaHaBMMBaeTCHd Ha OCHOBE  COOTBETCTBYHLLUMX
3aKoHoAaTerbHbIX aKTOB O KOHKPETHOM MWHUCTEPCTBE (BEAOMCTBE).

[loKyMeHTbl OpraHoB rocygapCTBEHHOM Briactu cybbektoB Poccuiickon dPepepauuun, OENACTBYHOLWMX Ha
OCHOBE KOHCTUTYUUI, ycTaBoB cybbekToB Poccunckon Pegepauum, COCTaBRsOT HOBble apXvBHble (QOHAbI;
pasrpaHuunTenbHble AaTbl MEXAY HUMW YCTaHaBnMBaAlOTCA Ha OCHOBE COOTBETCTBYIOLLEro 3akoHOoAaTernbCcTBa U
HOpMAaTMBHbIX akToB. [1pn 3TOM [OKYMEHTbl NPeALecTBYOLWMX UM COBETOB HApOAHbIX AenyTaToB pecnybnuk,
KpaeBbIX, 006NacTHbIX, aBTOHOMHbIX 06pa3oBaHuii, a Takke PanoHHbIX U FOPOLACKMX COBETOB HApOAHbIX AenyTaToB
00 MOMEHTa UX NMKBMAALMM COCTaBMAT CaMOCTOSTENbHbIE apXMBHbIE (POHAbI.

PacwupeHne unu cyxeHue npaB OpraHusaumm, KOTOpoe Brne4veT 3a CoOOW KOPEHHOEe W3MEHeHue ee
KOMNeTeHUUN 1 OYHKLMIN 1 CO34aHne HOBOM opraHnsaumu, BreyeT 3a cobor cosgaHue HOBOro apxXuBHOro hoHaa.

5.2.7. Kaxgomy apxvBHOMY OOHAY, MOCTYMNMBLUEMY B apXvMB OpraHu3auuu, npucBavMBaeTCsl Ha3BaHue U
Homep (cM. n. 6.4.2.2). HasaHne ¢oHOoa cooTBeTCTBYET OdUUMANbHOMY Ha3BaHWIO OpraHu3auun-
doHgoobpasoBaTens.

5.2.8. O6beaNHEHHbI apXMBHbIA OHA

5.2.8.1. O6beanHeHHbIe apxuBHbIe POHAbLI MOTyT ObiTb CHOPMUPOBAHbLI N3 AOKYMEHTOB:

- OQHOPOAHBbIX MO LENeBOMY Ha3Ha4yeHM U (PYHKUMAM OAHOMMEHHbLIX OpraHu3auuin, OEeNCTBYHOLUMX Ha
onpeaeneHHon TeppuTopum;

- PYKOBOZSLLErO OpraHa v NoAYMHEHHbIX €My OpraHusauni, AeUCTBYOLWMX HA ONpeaeneHHon TeppuUTopum;

- opraHu3auun, CBA3aHHbIX Mexay cobon 06bEKTOM AEATENbHOCTY;

- MocrneaoBaTeNbHO CMEHSABLUMX APYr Apyra opraHu3auun, ecnn YHKUUN npeallecTBEHHUKOB MOMHOCTBIO
UKW YaCTMYHO NepefaBanucb X NPeeMHUKaM.

5.2.8.2. He ponyckaetca co3gaHne OObeAMHEHHbIX apXMBHbIX (OHAOB W3 [OOKYMEHTOB OpraHoB
NpeacTaBUTENbHON, UCMONTHUTENBHOW U CcyaebHOM rocyaapCTBEHHOW BMNAcTU, NPEeLyCMOTPEHHbIX KoHCTutyumen
Poccuiickon ®egepauun, KoHcTutyumsamm pecnybnuk, yctaBamu cyobekToB Poccuinckon ®egepauun, a Takke 13
OOKYMEHTOB 3TUX OPraHoB M OAOKYMEHTOB u3bupaTernbHbIX KOMUCCUMI MO BblOOpam OpraHoB NPeacTaBUTENbHON U
NCMNONMHUTENBbHOW BNAcTW, eCnv 3TO He NPeAYyCMOTPEHO 3aKoHOA4ATeNbCTBOM cybbekToB Poccuiickon ®eaepauun.

5.2.8.3. O6pasoBaHve 0OBbEAMHEHHbLIX apxuBHbIX (OHAOB BKMA4YaeT B ceba nepelwmdpoBKy Aen
(n3meHeHne HomepoB (QOHOOB, OMUCEN), COCTaBMEHME COOTBETCTBYIOLLUMX YYETHbIX OOKYMEHTOB, pasMeLlleHue
OOKYMEHTOB 0OObeauMHeHHoro doHaa B OAHOM MeCTe XpaHunuwia, a npu  HeobXoguMMOCTUM U HOBYHO
cucTemMaTmsaLumio en 1 nepecoctaBieHne Onucen.

5.2.8.4. Ha3sBaHue 00begMHEHHOro apxXuBHOro oHga cocTtouT M3 0006LLEHHOMO0 Ha3BaHMS BKIKOYEHHbIX B
Hero OHAOB WNN Ha3BaHWS pPYKOBOAALEN oOpraHmsaumm u OOOOLIEHHOro Ha3BaHUSA MNOOYUHEHHBLIX e
opraHmMsauuin.

5.2.9. ApXMBHbIN hOHA NMIMYHOTO NPOUCXOXKOEHUS

5.2.9.1. [lokymMeHTbl, nepefaHHble Brnagenblem (COOCTBEHHWKOM) Ha XpaHEHWE B apXWB OpraHuW3auumu,
COCTaBMAKT apXMBHbIN OOHA NNYHOTO NPOUCXOXAEHNS U NepedOHONPOBaHMIO He noanexar.

5.2.9.2. HasBaHue apxMBHOro oHOa SIMYHOIO MPOUCXOXAEHMS COCTOUT M3 daMunuM, UMEHW, OTYEeCTBa
nvua, ykasaHus poga gestensHocTu (npodeccumn), Criy>keBbHOro NosioXXeHUs1, y4eHbIX 3BaHNN.

5.2.10. ApxuBHas konnekums

5.2.10.1. ApxuBHble KOMMNEKUMN MOCTYNalT B apxvB B BUAE YXKe CrOXMBLUMXCA [AOKYMEHTanbHbIX
KOMMJIEKCOB UNU e 00pas3yloTca B apxuBe M3 OTAENbHbIX PAa3pPO3HEHHbIX [OOKYMEHTOB C LIENbK CO34aHus
OnaronpuATHBLIX YCIOBUIA ANSA UX y4eTa U UCMOJTb30BaHUS.

5.2.10.2. B Ha3BaHWM apxMBHOW KOMNIEKUMM 06A3aTeNnbHO ykasblBaeTCs Npu3Hak (Mpu3Haku) obbeanHeHus
OOKYMEHTOB, @ NPy HEOOXOOUMOCTM N ee COCTaBUTENb (HOpuUaMYecKoe unu uanyeckoe nuuo, yupexageHme, B TOM
yucne apxvme opraHuMsauum).

5.3. XpoHonoruyeckue rpaHuLbl apxmsHoro oHga <*>



<*> XpoHonormyeckme rpaHuvLlbl apxmuBHoro ¢oHga MoryT He coBnagaTtb C KpalHMMKM JaTaMu JOKYMEHTOB
doHAa, ecnum no Kakum-nnbo npuvymHam OTCYTCTBYIOT [OKYMEHTblI HayanbHOro WnyM 3aBeplualollero 3Tanos
OEeaTenbHOCTU opraHmM3auMmM unu ecnv B cocTtaBe poHOa HaxoasaTcs bonee paHHUE OOKYMEHTbl (Hanpumep,
nepefaHHble [Ons 3aBeplleHWss NPOU3BOACTBOM [Jena npedlecTBeHHWKa, npeacTaBneHHble B KayecTBe
JOKa3aTenbCTB OOKYMEHTbI B COCTaBe CyaebHO-cneacTBeHHbIX Aen u ap.). B doHaax nnyHoro npoucxoxaeHus
KpariHue gaTtbl JOKYMEHTOB (POHAA MOryT OTNMYaTbCsl OT XPOHOMOrMYEeCKUxX rpaHul, poHaa 3a cyeT JOKYMEHTOB,
cobpaHHbIX hoHaoobpa3oBaTeneMm, CBsA3aHHbIX C OTKIMKAMU Ha €ro CMepTb, NPOBEAEHNEM MaMSITHO-HOUNENHbIX
MeponpuUsTUN n ap.

5.3.1. XpOHOMOrMyeckMMmn rpaHnLaMmm apxmeHoro qooHaa SABAsTCS:

apxuBHOro ooHAa opraHm3aumm - opulmanbHble Aatbl ee 06pasoBaHus (perncTpaumm) 1 NMKBMaLnK;

006beAMHEHHOIO apxuBHOro oHAa - AaTbl obpa3oBaHusa (pervctpaunn) Hanbornee paHHen u NUKBMAALMU
Havbornee no3gHeW MNO BPEMEHW [OEATENbHOCTM OpraHu3auuin, [OOKYMEHTbl KOTOpbIX BOWMAM B COCTaB
06BbEeAVHEHHOIO apXxmMBHOro hoHAa;

apxvBHOro (poHAA IIMYHOIO MNPOUCXOXAEHUS (CEMENHOro, pOAOBOro) - AaTbl POXAEHWS U CMepTu
¢h13n4eckoro nuua, YrieHoB ceMby 1Unu poaa.

5.3.2. XpoHOMOrMyecknmun rpaHmLaMm apxvMBHOW KONMEKUUU SIBRSIOTCA AaTbl CaMoOro paHHero u camoro
Nno3aHero OKyMeHTa.

5.4. OpraHunsauus 4OKYMEHTOB B nNpeaenax apxuBHoro ooHaa

5.4.1. OcHOBHbIe NOHATUS U TpeboBaHUs

B npepenax apxmBHOro ¢oHga Yy4yeTHO-KnacCcuUKaunoHHOW eauHuLEen SBRseTcs efuHuua XpaHeHus
OOKYMeHTOB (cM. n. 6.2.1). EanHuupl XxpaHeHnst AOMKHbI ObITb ONUCaHbl, CUCTEMATU3MPOBAaHbI, BHECEHbI B OMUCU U
odopMrieHbl B nopsigke, obecneyvmBaroem nx y4eT, MOUCK U UCTIONb30BaHNE.

EavHnubl xpaHeHus (gena) apxvBHOro doHga cucteMaTusvpyroTca B npegenax ooHAa COrnacHo cxeme
cuctematmsauun. Cuctematmsaumss OOKyMeHTOB hoHAa MpPOBOAMTCA B OEeNonpousBoACTBE M B apxuee
opraHm3aumm npy NoAroToBke AOKYMEHTOB K Nepefaye B rocy4apCTBEHHbIE apXMBbl.

5.4.2. Cxema cuctemartumsaLmm JOKyMeHToB B hoHAe

Cxema cuctemaTMsauum eavHUL XpaHeHus (gen) oHAa SABMASETCA OCHOBaHMEM [Ans BHYTPEHHEN
opraHm3aumm apxuBHOro HoHAa 1 3aKpennseTcs onucbio (onucsiMu) gen oHaa.

5.4.3. N'pynnupoBKa Aen n JOKYMEHTOB B COOTBETCTBUM C PasnMYHbIMU BapMaHTaMu CXeMbl cucteMaTtumsauum
apxmBHoro goHaa

5.4.3.1. PacnpegeneHue gen BHYTpU oHAA NO AEfEHUAM CXeMbl CMCcTeMaTu3almm NpoBOAUTCHA C y4eTOM
cnegyroLmnx NpuU3HaKkoB:

CTPYKTYPHOrO (B COOTBETCTBUM C MPUHAOTIEXHOCTLIO €AUHULL XPaHEHUS K CTPYKTYPHBIM NoApasfaeneHusm);

XpoHonoruyeckoro (No nepuogam Unu aatam, K KOTOpbIM OTHOCATCS JOKYMEHTbI);

PYHKUNOHANBHOro, OTPACNeBOro, TEMaTUYeCcKoro, NPeaMETHO-BONPOCHOO (C y4eTOM (DYHKLMI, OTpacnen u
HanpasneHu 4eaTenbHOCTM OpraHu3aummn, TeEM U BOMPOCOB, KOTOPbIX KacaeTcs cogepXaHue JOKYMEHTOB);

HOMMHarbLHOrO (Mo AenonpoM3BOACTBEHHON (bopme - BuAam U pa3HOBUAHOCTAM OOKYMEHTOB);

KOpPPECMOHAEHTCKOro (No opraHusauMsam 1M nuuam, B pesynbTaTe nepennucku ¢ KoTopbiMu 0BpasoBanucb
OOKYMEHTBI);

reorpadu4deckoro (B COOTBETCTBUWN C onpedeneHHbIMU TEPPUTOPUAMU, HACENEHHBIMU MyHKTaMU 1 ApYruMun
reorpaduU4eckMMn  HauMEHOBaHWSMW, C KOTOPbIMWM  CBSI3@aHO cofepXaHwe [OOKYMEHTOB, WX aBTopbl,
KOppecnoHAEeHTbI);

aBTopcKoro (Mo Ha3BaHWUAM OpraHusaunin Unu aMmmnnam nNuu, KOTopble SBRSIOTCA aBTopamMu JOKYMEHTOB).

Kak npaBuno, eguHuLbl XpaHeHUs rpynnupyloTca nocrefoBaTenbHO Mo Npu3Hakam, NpUMEHEHUEe KOTOPbIX
oKaxeTcsa Hambonee LenecoobpasHbiM Anst BCEX UMW OTAENbHbBIX FPYNn AOKYMEHTOB choHAa.

5.4.3.2. CoyeTaHMe CTPYKTYPHOrO U XPOHOMOIMYECKOro MpM3HAKOB [aeT [Ba BapuaHTa CXeMbl
cucTemMaTmu3auun: XpOHONOrMYECKU-CTPYKTYPHBIN U CTPYKTYPHO-XPOHOMOMMYECKUN.

XPOHOMOrM4YEeCKN-CTPYKTYypHasi Cxema cucTemMaTM3auMm MpUMEHSeTCA Mo  OTHOWeHWIo K  oHaam
OEeNCTBYIOLWMX OpraHu3aumi (yduTbiBas ganbHewnwee nononHeHne oHA0B) U NUKBUAMPOBAHHBIX OpraHvM3auni ¢
4acTO MeHsBLUENCA CTPYKTypon. o aTon cxeme gena rpynnupyoTcs npexae BCero no BpeMeHW UX COo3haHus
(ropam, nepuogam), a B npegenax KakAoW XPOHOSOTMYECKOW rpynnbl - MO CTPYKTYPHbIM MOApasgeneHnsam
opraHusauum.

CTpyKTYpHO-XpOHOMornyeckas cxema cucrematmsaumm npuMeHaeTcs No OTHOWEHW K oHaam
opraHmsaumi, UMeBLUNX CTabUIbHY CTPYKTYPY, M3MEHEHUS KOTOPOW NMPOUCXOAUIN PEAKO U Oblnn HECNOXHbI. Mpu
cuctematmsalmMmM NO 3TOM CXeMe [fena rpynnupyrloTcs Npexae BCero no CTPYKTYpHbIM noapasgeneHunsM



opraHusauuy, a B npegenax Kaxaowm CTPYKTYPHOW rpynnbl - MO BPEMEHU NX CO3OaHUS.

5.4.3.3. XpoHonornyeckn-gyHkUMoHanbHasa unm pyHKLMOHanbHO-XpPOHOorMyeckas cxemMbl cuctemaTmsaumm
NPUMEHSIIOTCH NO OTHOLLEHMIO K (hOHAAaM OpraHu3auuii ¢ YacTo MEHSBLUENCA CTPYKTYPOWR.

Mpn cuctematmsauun gen no XPOHOMOrMYECKN-PYHKLMOHANBHOW CXeMe WX rpynnMpoBKa MNpoucxoauT
BHayane no XpOHOMOrMyeckoMmy MpusHaky, a 3atem no QyHKuuam (Buaam, HanpasrneHusIM OeATernbHOCTM)
opraHusaumn. [lpu 3Tom noarpynnbl Aen pacnonaralnTcs C Yy4eTOM 3HAYMMOCTU  (DYHKUUIW OpraHu3auum
(pykoBOACTBO, (hMHAHCMpPOBaHME, YHET U OTYETHOCTb U T.A4.) UMK NO KnaccugukaTopy camon opraHusaumm.

Mpu cnctematmsaumm gen no PYHKLMOHANbHO-XPOHOMOIMYECKON CXxeMe aena rpynnupyroTcs BHavane no
PYHKUNAM 0eATenbHOCTM OpraHmn3aumm, a 3aTem no XPOHOMOrmyeckomy npusHaky.

5.4.3.4. XpoHornoruyecku-temaTnyeckas unuM TemaTU4eCKU-XpPoHOMornyeckasa cxembl cucTtemaTusaumm
NMPUMEHSTCA MO OTHOLLUEHWIO K HEOOMbLLMM MO 06beMy hoHAaM, a Takke OTAENbHbIM aPXUBHBIM KOJIIEKLMAM.

XpOHOMOrMyeckn-HoMmHarnbHass 1 HOMUHarbHO-XPOHOMOrMyeckass CXxeMbl NPUMEHSIIOTCS, Kak npasuno, ang
cucTemaTmusauum gen oHAoB 6eCCTPYKTYPHbIX OpraHm3aumni.

5.4.3.5. Tpwn BbIOOPE MPM3HAKOB IPYNNUPOBKK AEN B Npegenax noarpynn, Ha3eaHHbiX B nn. 5.4.3.2 - 5.4.3.4,
YUMTbIBAETCA 3HA4YeHue TOro UMM MHOro Mpu3Haka Ans OTpaXeHWs OenonpousBOACTBEHHOW M CMbICIIOBOM CBS3M
MeXAy Aenamun KaKooro KOHKpeTHoro oHaa M co3gaHus Havbonee ygobHOM Ans MCMOMb30BaHUSA OOKYMEHTOB
CUCTEMbI MX OpraHusaumm.

5.4.3.6. [JokymeHTbl, Bowealne B OObeOMHEHHbIN apxXMBHbIN QOHA, pacnonaralTcs Mo 3HaYMMOCTU
doHaoobpasoBaTenen, No XPOHONOMMM NX Co3gaHus, no andasnty HasBaHun 1 T.4. B npegenax kaxgoro ¢doHaa,
BOLWleAWwero B 00 beANHEHHbIN apXMBHbIN POHA, NMPUMEHSIOTCA pasHble CXeMbl cMcTemaTusauun, BbIOOp KOTOPbIX
onpenenseTca xapakTepom OeATeNnbHOCTM KOHKPETHbIX OpraHun3aumii, COCTaBoM U 00 beMOM MX AOKYMEHTOB. [Ans
hOHAOB OQHOPOAHLIX OPraHn3auuin ncnonb3yeTcsa obLasa cxema cucteMaTusaumn.

5.4.3.7. Cncrematnsaums AOKYMEHTOB KONNEKLWUA onpeadenseTcss TEMaTMKOM U COCTaBOM AOKYMEHTOB. B
npegenax KonmekuMm [OOKYMEHTOB OAHOro BuAaa (pasHOBMOHOCTM) BO3MOXHA rpynnMpoBKa MO aBTOPCKOMY
Npu3Haky C pacrnonoxeHwem rpynn B andaBUTHOM MOpsaKke Ha3BaHWWA opraHusauui unu gamunuin astopos. B
npegenax KonnekumMm JOKYMEHTOB, CO34aHHOM MO TeMaTUYECKOMY MPU3HaKy, MOryT ObiTb 06pa3oBaHbl rpynnbl Mo
bonee obWKUM TemMaM WM BOMPOCAaM, PACMOSIOXKEHHbIE B MOPSIAKE WX 3HAYMMOCTU UNU XpoHonoruu. BHyTpu
TeMaTM4eCcKnX noarpynn AOKYMEHTbl MOryT ObiTb 06beAUHEHBI MO pas3nNMYHbIM MpPU3HaKaM, ucxoast n3 obbema u
cocTaBa JOKyMeHTauuun.

5.4.3.8. Mpu pacnpegeneHun gen B COOTBETCTBMM CO CXEMOW cuCTeMaTu3auum HeoOXoauMO UMETb B BUAY
crnepywoulee:

Aena OTHOCATCH K TOMY rofly, B KOTOPOM OHM HayaTtbl UM B KOTOPOM MOCTYNUIW B AaHHYIO OpraHu3auuto
(cTpykTypHOE NnoapasgenexHve) u3 opyron opraHusaumm (CTPYKTYPHOro nogpasgaeneHus);

nnaHbl, OTYeTbl, CMeTbl U MaTepuanbl K HAM OTHOCATCA K TOMY rofy, Ha KOTOPbIA UMW 3a KOTOPbLIA OHU
COCTaBIeHbl, HE3aBUCUMO OT AaTbl UX COCTaBMEHWS; MHOrONETHWe NraHbl OTHOCATCH K HayanbHOMY rogy ux
OEenCcTBus, a 0TYEThI 32 3TW rodbl - K NocnegHeMy rogy OT4eTHOro nepuoaa;

Jena, HayaTble NPOW3BOACTBOM B OAHOM MoApasfeneHun u nepefaHHble Ons NpoAoSKeHusa B Apyroe
nogpasfgeneHne, OTHOCATCS K TOMY MnoApas3gefieHuio, B KOTOPOM OHW Obinn 3akoHYeHbl (MpU 3TOM Ha3BaHue
nepeoro nogpasgeneHus 6epetcs B CKOOKM 1 NULLETCH Ha3BaHWe nocnegHero);

B npedenax roga WM XPOHOMOrMYecKoro nepuofa fena pacnonaratlTcs Mo 3HAYMMOCTU CTPYKTYPHbIX
yacTten poHaa.

5.4.4. OpraHu3saunsi QOKYMEHTOB MO JIMYHOMY COCTaByY

5.4.4.1. [JokyMeHTbI MO NIMYHOMY COCTaBY BbIAEMSTCS B 0COOYI0 rpynny, cucteMaTuanpyroTcs o60cobneHHo
W BKITKOYAKOTCA B OTAENbHYI0 OMUChH.

PerncrpaunoHHo-y4eTHble (POpMbl JOKYMEHTOB MO FIMYHOMY cOCTaBy (KHUMM, XypHanbl ydyeTa npukasoB O
npueme, nepesoje, YBOSIbHEHUMW, NIUYHBLIX KApTOYeEK, NMUYHbIX Aen, CornalleHnn, KOHTPAaKToOB U Ap.) BKNIOYAKTCA B
ONUCb JOKYMEHTOB MO JIMYHOMY COCTaBy.

5.4.4.2. JlnuHble fgena, ecnv OHW nepefaBanncb U3 OOHOW OpraHusauuy B OPYrylo B CBA3U C NepeBodoM
COTPYAHWKOB, BKINIOYAKOTCH B JOKYMEHTaNbHbIN (apXMBHbIN) OOHA, MONyYMBLLEN UX OpraHu3aLmu.

Ha nnyHble gena yBOMEHHbIX COTPYAHUKOB MOXET COCTaBNATLCS OTAENbHAsH ONUCH.

5.4.4.3. lena no nU4HOMY COCTaBy, KaK NpaBuIio, CUCTEMATM3NPYIOTCS MO XPOHONOrMYeckoMy npusHaky. B
apxmBax KpPYMHbIX OpraHu3auuin ¢ 60nblUMM KONMYECTBOM PabOTHUKOB MOXET WCMOSb30BaTbCA CTPYKTYPHO-
XPOHOMOrMYECKUA MPUHLMUM CUCTEMATU3IALUN NINYHBIX Aer.

5.4.4.4. B npegenax Kaxgoro roga gena no fIMYHOMY COCTaBy CUCTEMATU3UPYHOTCA MO CTEMEHU BaXXHOCTY -
npuKasbl O 3ayncneHun Ha cnyx0y (B yyebHoe 3aBegeHve M T.4.), NepeMeLleHuMn, YBOMbHEHMU (OKOHYaHuu
y4ebHOro 3aBefeHus 1 T.4.), NMULEBbLIE CYETA, CMUCKU, XXypHanbl ydeTa JOKYMEHTOB MO JIMYHOMY COCTaBy, ApYyrue
perncTpaumoHHO-y4eTHbIE JOKYMEHTbI, MUYHbIE Aena, NMUYHbIE KapTOUKN.

JInuHble pgena WM nNUYHbIE KapTOYKM YBOMEHHbLIX COTPYOHUKOB OTHOCATCSH K roJy YBOMbHEHUS W
CUCTEMaTU3UPYIOTCH B Npedenax Kaxaow rpynnbl no andasuty amunuin.



6. YYET OOKYMEHTOB B APXVBE
6.1. Obwue TpeboBaHWs K y4eTy JOKYMEHTOB

6.1.1. YyeT OOKYMEHTOB B apxvMBe oOpraHuM3auuu - 3TO OnpeferieHne ux KonuMyecTtBa M cocTaBa B
YCTaAHOBMEHHbIX eaunHuuax ydyeTa M dmkcaums (permctpaums) npuHaANeXHOCTU KaxaoW eauHuLbl ydeTa K
onpeneneHHoMy KOMMNIEKCY 1 00LLero nx KonnyecTsa B y4ETHbIX JOKYMEHTax.

Moa y4yeTHbIM OOKYMEHTOM MOHMMAaeTCsl AOKYMEHT YCTaHOBIEHHOW (POpMbl, (OUKCUMPYIOLLMIA NOCTYNNeHue,
BbIObITWE, KONIMYECTBO, COCTAB U COCTOSIHME apXMBHbIX JOKYMEHTOB B eANHMLAX yyeTa.

Y4yeT OOKYMEHTOB B apxvBe OpraHu3auuun SBMsieTCs OOHWM M3 cpeacTB obecneyvyeHunsi X COXPaHHOCTU U
KOHTPOMS 3a UX Hanu4mem.

6.1.2. YueTy nognexart BCe XpaHsiLLMecs B apxvBe OpraHv3aunyM OOKYMEHTbI, B TOM YMCIe HEOMUCAHHbIE U
HenpodunbHblE AN AAaHHOTO apxvBa, a TakKe CTpaxoBble KOMUW JOKYMEHTOB, KOonuu ¢poHaa nonb3oBaHus (npu
HanM4mMM) N onNncy Aen n JOKYMEHTOB.

6.1.3. Apx1MB opraHusaummn OCyLLecTBRseT yyeT OOKymMeHToB ApxuBHoro doHaa Poccuiickon depepauuu,
BPEMEHHO XPaHSILLUMXCA B apxXuBe OpraHusaumm, B nopsagke, onpeneneHHom PernameHToM rocyaapCTBEHHOMO
yyeta [oKymeHToB ApxmBHOoro oHaa Poccunckon depepaumn, v npeactaBnseT y4yeTHble CBeAEHVS B
COOTBETCTBYHOLLEE apXUBHOE yupexaeHue.

6.1.4. YyeT npousBoauTCA NyTEM MPUCBOEHUS apXMBHbIM [AOKYMEHTaMm (eavHuuam yyeTa, eguvHuuam
XpaHEHUS) Y4ETHbIX HOMEPOB, SABMNSAIOLLMXCHA YaCTbio apXMBHOTO LUMdpa.

ApPXMBHBIN WNdpP - 0603HAYEHNE, HAHOCMMOE Ha KaXayl eOuHWLY XpaHeHWsi C Lenbio obecneveHus ee
yyeta U naeHTndukaummn. ApxmBHbIi LWUINGP COCTOUT N3 HOMEPOB: apXMBHOrO ooHAa Mo Cnucky poHOOB apxuBa
opraHmsaumm u 4depes OpoOb MO cCnNUCKy (POHOOB roCy4apCTBEHHOrO apxumBa, WUCTOYHWKOM KOMMIIEKTOBAHUSA
KOTOPOro SABNSIETCS OpraHn3aumsi, apXMBHOW KOMMEKLNN, ONUCK, EOUHNLIbI XPaHEHUS.

Homep apxuBHOro coHaa npucBavMBaeTCs rOCyAapCTBEHHbIM apXMBOM Mocne OdOpPMIIEHUS MNEPBOro
NOCTYNSEHNS AOKYMEHTOB OpraHM3aLMm Ha NOCTOSIHHOE XPaHEeHne.

6.2. EguHuupl yyeta

6.2.1. OCHOBHbIMWM eguHMLaMK yyeTa AOKYMEHTOB He3aBMCMMO OT BuAa HOCUTens, cnocoba u TexHWKu
3aKkpenneHns nHAopMaL MmN ABMATCS:

apXUBHbIV POHA, apXUBHASA KOJINEKLMS;

e[1HMLa XpaHeHMS.

JOKYMEHTbI NIMYHOrO MPOUCXOXKAEHWS, HE MPOLUEALINE HAYYHOrO OMUCAaHUS, YYUTBIBAIOTCS, KaK npaBuio, no
OOKYMEHTaMm 1 fictam.

HeobpaboTaHHble JOKYMEHTbI (POCChINb) y4nThiBatoTCA 13 pacdeta 150 NMCTOB B OOHOM YCNOBHOW eanHuLEe
XpaHeHus.

6.2.2. EaMHnua xpaHeHus - usnyeckm o60cobneHHble JOKYMEHT UM COBOKYMHOCTb AOKYMEHTOB, UMetoLne
CaMOCTOSITENbHOE 3HAYEHMeE.

EavHnua xpaHeHus OOKYMEHTOB Ha GyMakHOW OCHOBe (Zeno) - COBOKYMHOCTb AOKYMEHTOB, OTAENbHbIN
OOKYMEHT, 3aKrtoyeHHble B 060COBNeHHy0 06noxKy, nanky.

6.2.3. YyeT [OOKYMEHTOB B apxuMBe OpraHmsaumm CTPOMTCA Ha OCHOBe CObGMIoOeHUs MPUHLMUMIOB:
LeHTpanu3auun, BbipaXXeHHON B NPUMEHEHUM eOMHbIX eAMHUL, yYeTa; yHudmKaumm, OCHOBaHHON Ha cobnioaeHum
NPEeMCTBEHHOCTM Yy4eTa apXxMBHbIX [AOKYMEHTOB Ha Bcex CcTagusx paboTbl C HUMW; AOMHAMWYHOCTM,
obecneynBaemMon CBOEBPEMEHHbLIM W OMNEpPaTUBHbIM BHECEHVWEM W3MEHEHUA B Y4YeTHble [OOKYMEHTbI UMK
COCTaBMNEHNEM HOBbIX YY4ETHbIX JOKYMEHTOB; MOMHOTLI U JOCTOBEPHOCTU y4eTa.

6.2.4. B apxuBe opraHmsauuMmM BefeTCs LeHTpPanu3oBaHHbI Yy4eT [OOKYMEHTOB, OCYLLEeCTBAsSeMbIN
cneumanbHO BblOEMNEHHBIM COTPYAHMKOM. [pU HanmMyunMm HECKONbKUX XPaHWMMWLL, BeAeTcs y4yeT OOKYMEHTOB B
Ka>KQoM XpaHunuLie.

6.2.5. MNopsagok gocTyna K y4eTHbIM JOKYMEHTaM, a Takke K y4eTHbIM Ba3am AaHHbIX apxvBa opraHm3aumm
onpegenseTcs NpuMKkasoM PYyKOBOACTBa OpraHu3auun. Bce yyeTHble OOKYMEHTbI apxumBa OpraHv3aumy LOJIKHbI
XPaHUTbCA B XpaHunuLie (Unu cneymanbHo BblAENEeHHOM NOMELLEHMIN) B cendpax unu MmeTannmyeckux wkadax.

6.3. Cuctema y4eTHbIX JOKYMEHTOB apxmnBa
6.3.1. Cucrtema yyeTHbIX JOKYMEHTOB apxuBa - KOMMIIEKC B3aMMOCBSA3aHHbIX YYeTHbIX JOKYMEHTOB n 6a3

OaHHbIX, OTpaXatoLmnx KONMYeCcTBO U COCTaB AOKYMEHTOB apXuBa OpraHu3aumm n ux M3MeHeHusl, COCTaBHas 4acTb
CUCTEeMbl rocyapCTBEHHOro ydeTa A0KyMeHTOB ApxmBHoro oHaa Poccuiickon ®epepaumm.



6.3.2. YyeT OOKYMEHTOB B apxmBe oOpraHusauuu BedeTCA MO OCHOBHbIM W BCNOMOraTesibHbIM Y4YeTHbIM
aokymeHTam. CoctaB M (POPMbl OCHOBHbIX YYE€THbIX OOKYMEHTOB oOnpegeneHbl Hactoswumu [MpaBunamu u
0bsa3aTenbHbl AN KaX4oro apxvmea opraHusaunn. HeobxoammocTb BeAeHUsI U BuAbl BCMOMOraTeNlbHbIX YYETHbIX
OOKYMEHTOB OnpeaensanTcs apXMBOM OpraHu3auum camoCToATENbHO.

6.3.3. OCHOBHbIMW YYETHBIMU JOKYMEHTaMUN B apXmBe opraHnsaumm aBnaTCS:

KHUra yyeta MNOCTYMMEeHUss U BbIObITUSA OOKYMEHTOB (nNpunoxeHne 24) (ans ydyeTa B apxvmBe Kaxaoro
NOCTYNMEHNs 1 BblObITUA JOKYMEHTOB, @ Takke KOnMyecTBa M CoCTaBa OOKYMEHTOB, MOCTYNUBLUMX HA XpaHeHne u
BbIObIBLLMX 32 onpeAeneHHbIN XPOHOIOrMYECKUI Nepno BpEMEHMU, COCTOSTHUS UX ONUCaHNS);

cnmMcok poHOoB (nNpunoxeHuve 25) (ana perncTpauum MNPUHATLIX Ha XpaHEeHWe apXMBHbIX (OOHOOB U
apXMBHbIX KOMMEKUWA, NPUCBOEHNST UM HOMEPOB, y4YeTa KOonuMyecTBa U cocTaBa apXMBHbIX (DOHAOB N apXMBHbLIX
KONMMEeKUMn, HaxoasLWwmnxcs Ha XpaHeHN ¥ BbIObIBLUNX);

- nucT doHaa (MpunoxeHue 6) (4Na y4eTa B pamMmKkax apxvMBHOro choHAa, apXUBHOW KOMMEKUMM KONn4ecTsa u
cocTaBa OnNMcCen W KX Hymepauun, KonmyectTBa W cocTaBa AOKYMEHTOB, COCTOSIHUS WX OMUCaHWUSA, OUHAMUKU
N3MEHEHMI Mo Kaxkaon onucn n cdoHay (Konnekumn) B Lenom, ukcaumum N3aMeHeHun no Kaxaom onmcu n oHay
(konnekumu) B Lenom, PukcaLmn N3MeHeH1n B Ha3BaHUM oHaa);

onucb gen (npunoxeHusa 1, 2, 3) (aN9 NOEAUHNYHOIO U CYMMaPHOro ydeta eQuHUL, XpaHeHUs, 3akpenneHus
nopsigka cucteMaTusaumn equHNL XpaHeHus, yyeTa sMeHeHuin B coctaBe n obbeMe AOKYMEHTOB, BKITIOYEHHbIX B
OaHHYI0 OMuChb);

peecTtp onucen - Ana perucrpauum onucen Aen u AOKYMEHTOB, y4yeTa MX KOonuMyecTBa M cocTaBa
(npunoxeHue 26);

nacnopT apxvmBoxpaHunuiia (MpousBoNbHOM OpMbl) - ANS CyMMapHoro ydeta (POHAOB MU OOKYMEHTOB
KaXxgoro apxvmBoxpaHunuLia apxmsea opraHnsauuu;

onnck 0cobo LIEHHBIX aen (npunoxeHve 23) (ans noeanHWYHOrO U CyMMAapHOro yyeTa 0co00 LIEeHHbIX Aen 1
OOKYMEHTOB (COCTaBNSETCA B apXuBax, OCYLLECTBISIOLLMX BbISIBIEHNE 0COO0 LEHHbIX AeN N JOKYMEHTOB);

KHMra y4yeta MocTynneHus n BblObITUsI cTpaxoBoro cdoHAa M doHAa nonb3oBaHusa (Npunoxenune 27) (ans
yyeTa B apxXuBe Kak4oro nocTynneHus 1 BblObITUst CTPaxoBOro goHaa u oHAa Nonb3oBaHns (BEAETCA B apxmBax
opraHm3aumni, OCyLLECTBIIAIOWMX CTPaxoBoe KONMpOoBaHWe OKYMEHTOB));

ONUCb CTpaxoBoro ooHaa (npunoxeHue 28) (aAns NOEeANHNYHOTO yyeTa eQuMHUL, XPaHEHUST CTPaxoBbIX KOMUN
0C000 LEeHHbIX AOKYMEHTOB (COCTaBNSAETCSA B apxXmBax, OCYLLECTBSIOWMX CTPax0BOe KONMpoBaHue ocobo LieHHbIX
OOKYMEHTOB));

Aeno oHAa - KOMMMeKC OOKYMEHTOB no uctopuu doHgoobpasoBatens um oHAa, BEAeTCH Ha Kaxabln
apXMBHbIN POHA 1 apXUBHYHO KOMMEKLUMIO;

nucT-3aBepuTenb Aena - ANns ydeTa Konm4ecTsa NMcToB B Aene (npurnoxexve 9).

[na ueHTpanM3oBaHHOIO rocy4apCTBEHHOIO yyeTa AOKYMEHTOB ApxuBHoro ¢ooHaa Poccunckon deagepaunm
B apxuBe opraHu3aLuu COCTaBnaoTCa cneayowmne JOKYMEHTbI:

nacrnopT apxvBa OpraHu3auuu, XpaHswewn YynpaBrieHYeckyl [OOKymMeHTaumiw Ha 1 pgekabps ... T.
(npunoxeHue 29);

nacrnopT opraHv3aunn, XpaHsLen AoOKYMEHThbl oTpacneBoro poHaa Ha 1 gekabps .... r. (npunoxerHune 30).

6.3.4. BcnomoratenbHbIMW y4eTHbIMU JOKYMEHTaMM SBNSIOTCA: KHUMM M KapTOUkM yyeTa BblObITUSA Aen, KHUMN
yyeTa gen no nM4YHOMY CocTaBy, nacnopta oOHAOB, BHyTPEeHHWe onvcy gen (npunoxexue 10) n 1.4.

6.3.5. Yuer 3] ocywecTBnseTcd B COOTBETCTBUM C TpeboBaHUSMM M MO y4yeTHbIM POpPMaM HaCTOALLMX
Mpasun.

CeegeHus o kaxgon eavHuue ydeta Ol BBogdAtcs B yyeTHytwo B[l 3 vnm B yyeTHyw kapTouky [
(npunoxeHue 31).

Ol yunTbiBalOTCA B cOCTaBe apxMBHOro hoHAa opraHusauun-doHgoobpa3oBaTens no onucsiM, eavHuLam
yyeTa u eanHuuam xpaHeHus. IHdopmaunoHHbein o6bem 31 ykasbiBaeTcs B Merabavitax (M6anT).

N3meHeHWe KonmdecTBa eanHUL, XpaHeHusl n/mnm nHpopmaunoHHoro o6bema 3 B pesynbrate nepesanucu
Ha HOBble HOCUTENKW UM KOHBEPTUPOBAHUSA (PUKCUPYETCA B akTe 0 Murpaumm n nepesanucu 3L (npunoxeHue 32),
B HOBOW UTOrOBOW 3anucu onucu, nucte oHaa, o6 bACHUTENBHOM 3anucke K NacnopTy apxvsa.

3a egnHuuy ydeta 3L npyHMMaeTCs eAMHNLA XPaHEHUS NN KOMNINEKT eAnHUL, XpaHeHns ¢ 3anucklo darina
WUNN HECKONbKUX (PannoB, COCTaBMSAIOWMX eAVHbIA NPOrpaMMHO-UHOPMALMOHHbBIN OBBEKT (TEKCT, TMNepTekcT,
MynbTUMEAWAHbIN  00bekT, 6a3a pgaHHbiX, OaHK [aHHbIX, 0asa 3HaHWW), a TakKe COMNpPOBOAMUTENbHAsI
OOKyMeHTauus.

3a eguHuuy xpaHeHus O, npuHumaeTcs uanveckm 000COBONEHHBIN HOCUTENb (OUCKEeTa, XECTKUA OUCK,
KOMNaKT-AWNCK 1 Op.) C CONPOBOANTENbHON JOKYMEHTaLVEN.

Moctynnenna 3 Ha apxvMBHOE XpaHEHUE Y4UTbIBAOTCA B OOLIEN KHUre MOCTynrneHus U BblObITMA
OOKYMeHTOB (mpunoxeHue 24). KonuyecTBO [OOKYMEHTOB KaKAOro MOCTYMNEHUS WM BbIObITUS, @ Takke B
eXEerogHbIX U HapacTaloLuM WTOroM 3anucax ykasbiBaeTcs gpoObio: B ef. ydetalen. xp./M6. B kadecTBe
BCMOMOraTenbHbIX YY4eTHbIX JOKYMEHTOB MOryT CO3[aBaTbCsl U UCMOMb30BATbCH XypHan ydeTa MOCTynfeHus 1



BbIObITUA 3 (NpunoxeHue 33) v XXypHan yvyeta murpaumn u nepesanucen 3 (npunoxeHune 34).
6.4. Mopsinok BeAeHWSI OCHOBHBIX YY4ETHbIX OKYMEHTOB

6.4.1. OcHOBaHMEM KaxKAOW 3anncu B OCHOBHbIX YY4ETHbIX JOKYMEHTax ABMseTCs:

6.4.1.1. Npn NOCTYNNEHNN AOKYMEHTOB B apX1B OpraHn3aumm:

CAaTOYHbIE ONUCKU CTPYKTYPHbIX NogpasgeneHnin Ha JOKYMEHTbI MOCTOSHHOMO, ONroBpeMeHHoro (cebiwe 10
NneT) XpaHeHWs U Mo NIMYHOMY COoCTaBy (NpunoxeHne 12);

CcBOOHas HOMEHKNnatypa [Aen opraHv3aumyM Wnum HOMEHKNnaTtypa fAen CTPYKTYPHOro noapasaeneHus ¢
0(POPMIIEHHON NTOTOBOI 3aNMNChI0 O KONNYECTBE 3aBeAEHHbIX M 3aKOHYEeHHbIX Aen (npunoxexuns 7, 8);

aKkT npuema-nepeaayv OOKYMEHTOB U3 APYrol opraHusauuu, OT IOPUANYECKOTO UNn U3nNYeckoro nuua, B
TOM YuCre Ha Aeno3nTapHoe XpaHeHue (cocTaenseTcs no popme npunoxeHuns 35);

6.4.1.2. npun BbIObITUN OKYMEHTOB M3 apXMBa OpraHM3auuu:

aKT npuema-nepefadv JOKYMEHTOB Ha MOCTOSIHHOE XpaHeHWe B rocyapCTBEHHbIN apXuB UM apxXus OpYyron
opraHusaumm (npunoxexne 35);

aKT Bo3BpaTa OKYMEHTOB COBCTBEHHUKY (cocTaBnseTcs no dhopme npunoxeHuns 35);

aKT O BblAENEHUN K YHUUTOXEHNIO OKYMEHTOB, HE MOAMNEXALLUMX XPaHEHUIO (NPUNoXeHne 4);

aKT 0 HeoBHapyXeHMN JOKYMEHTOB, NYTW PO3biCKa KOTOPbIX UcHepnaHbl (npunoxeHune 36);

aKT O HencnpaBMMbIX MOBPEXAEHUAX AJOKYMEHTOB (npunoxeHue 37);

6.4.1.3. No pesynbTatamM BbINOMHEHUS BHYTPUAPXMBHbIX paboT (CocTaBneHus CBOOHbIX OMUCEW, Hay4yHOro
OnNMcaHns AOKYMEHTOB JIMYHOIO NMPOVCXOXAEHUS, apXMBHBIX KOMMEKUMI, COCTaBNeHUs onncert 0cobo LIeHHbIX gen
M OOKYMEHTOB, CTpaxoBoro ¢oHga v doHAa MNonb3oBaHWs, CO3AaHWs OObeAMHEHHbIX apXuBHbIX (OHAOB,
MPOBEPKN HANNYNSA N COCTOSIHUA JOKYMEHTOB, BbIBEPKM Y4ETHbIX JOKYMEHTOB) ochopmnsaioTes:

CBOAHasi OMUCb e MOCTOAHHOrO XpaHeHWsi, AonroBpemMeHHoro (cebiwe 10 neT), no AMYHOMY COCTaBy
(mpunoxenus 1, 2, 3);

onnck 0cobo LieHHbIX gen (npunoxexune 23);

onnck cTpaxosoro ooHaa (npunoxexue 28);

aKT onNncaHns AOKYMEHTOB JIMYHOIO NPOUCXOXAEHUS, aPXUBHOW Konnekummn (npunoxeHue 38);

akT 06 obpasoBaHnn 00bEeAMHEHHOr0 apxmBHoro oHaa (npunoxexne 39);

aKT O TEXHUYECKMX OLIMBKax B y4eTHbIX AOKyMeHTax (npunoxeHue 40);

akt 06 obHapyxeHun OOKYMEHTOB (He OTHOCALWMXCA K AaHHOMY (OOHAY, apXvBY, HEYYTEHHbIX U T.4.)
(npunoxeHue 41).

6.4.2. KHura yyeTta nocTynneHust n BblObITUSI OKYMEHTOB

6.4.2.1. KHura yveTa noctynneHus 1 BblObITUS OOKYMEHTOB NpefHasHayeHa ONs yyeTa BCeX TeKyLiMX K
nToroBbix (Ha 1 siHBaps Kaxgoro roga) M3MeHeHun B cocTaBe M obbeme (HOHOOB U Aen B apXuBe opraHusauuu,
CBSI3aHHbIX C NPUEMOM, BbIAENEeHWEM [fen, He noAnexawmx [anbHenwemy XpaHeHuto, nepefadven nen B
rocy4apCTBEHHbIN UNn gpyron apxms. KHura ydeta nOCTynneHns v BbiObITUA OOKYMEHTOB CIYXXWUT OCHOBOW Ans
cocTaBreHus nuctoB HoHAOB, NacnopTa apxusa.

6.4.2.2. Kaxxgoe noctynneHue nnu BblbbITME NOMyYaeT CaMOCTOATENbHbIN NOPSAKOBLIA HOMEP.

Ecnu noctynneHne coctouT M3 JOKYMEHTOB HECKOMNbKUX (hOHAOB, TO AaHHbIE NO KaxaoMy oHay (HasBaHue
doHaa, ero Homep v T.4.) 3anNMCbiBalOTCA C HOBOW CTPOKW 3@ TEM e MOPSAKOBbIM HOMEPOM. YUeT NOCTYNneHns u
BblObITUA AOKYMEHTOB B apXuBe, XpaHsLweM OauH oHa, BegeTcd no nucty oHaa.

ApX1MB OpraHu3auum CO CrIOXHOW CTPYKTYPOW MOXET y4uTbiBaTb B KHWUre ydeTa MOCTYNNeHWs U BblObITUSA
AOKYMEHTOB CaMOCTOSITENbHO MOCTYNMeHne 1nm BblbblTVe AOKYMEHTOB KaX40oro CTPYKTYpHOro nogpasgeneHus.

6.4.2.3. Ecnn gokymMeHTbl choHAa NocTynatT B apXvB BnepBble, TO HOMep PoHOa MPOCTaBnseTcs B KHUre
ydeTa MOCTynneHns u BbIObITUS [OKYMEHTOB MOCrne MPUCBOEHMS €My HoMepa Mo chnucky doHaoB. Ecnn
NOCTYNUBLUME JOKYMEHTbI SIBNSAIOTCA YacTblo POHAA, YXKEe MMEIOLLLErocs B apxmee, TO B COOTBETCTBYIOLWEN rpade
KHUMM yKasblBaeTCs HOMep, NPUCBOEHHbIM 3aToMy cboHAy paHee. Ecnu noctynunu unu BbIObINM HeonucaHHble
OOKYMEHTHI, TO B rpadpe 6 genaetcs oTmeTka: "He onucaHbl”, a ceegeHus ob o6beme gatotes B 13 1 14 rpadpax.

6.4.2.4. ExxerogHO B KHWre ydeTta MOCTYMMEHUS U BblObITUS OOKYMEHTOB MOABOAUTCH WUTOM KONM4ecTBa
NOCTYNUBLUMX W BbIOLIBLUMX 3a rof AOKYMEHTOB (4en).

6.4.3. Cnmcok cboHOoB

6.4.3.1. Cnucok hoHAOOB BEAETCH B apXvBe OpraHvM3auun, XpaHsawem JOKYMeHThl AByX 1 6onee choHOOoB.

6.4.3.2. ApxuBHbIA (POHA, apXUBHAs KOSMEKUUS BHOCATCH B CMUCOK (POHOOB MpW NepBOM MOCTYNNEHUN UX
OOKYMEHTOB B apxmB opraHusauun. Kaxgomy doHOy npucBanmBaeTcsl ovyepefHOW Homep Nno Crnucky ¢poHAoB B
XpOHoMorMyeckon nocnegoBaTensHOCTU ero noctynneHuns. K Homepy doHda, noanexallero nepegade Ha
NOCTOSIHHOE XpaHeHwue, gobasnsieTcsa (Yepe3 Apobb) HOMEP, NPUCBOEHHbIV COOTBETCTBYIOLLUMM FOCYAapCTBEHHbIM
apxuBoM nocrie NepBomn nepegadm emy 4actu gponaa.

O6beavHeHHOMY apxuBHOMY oHOY, obpasoBaHHOMY M3 (POHOOB, paHee YYTEeHHbIX CaMOCTOATENbHO,



npucBanBaeTCsi OOUH U3 HOMEePOB (POHAOB, BKIMIOYEHHbIX B COCTaB 00 beANHEHHOTO.

Ecnun gooHg cogepxmTt ocobo LieHHbIE AOKYMEHThI, TO K ero Homepy gobasnseTcsa nHgekc "OLL".

6.4.3.3. B cnyyae nepegaym cdoHga B Opyron apxue, BKITHOYEHUSI €r0 B COCTaB 0O beaAMHEHHOIO0 apXUBHOIO
¢doHaa nnn BbIObITUA BCEX OOKYMEHTOB (pOHOA OCBOOOAMBLUMIACHA HOMEP Apyromy ¢oHAy He mpucBavBaeTcs, B
rpacax 4 - 5 cnucka coHaa ("oTmeTka 0 BblIObITUN") yKa3blBAETCA Ha3BaHWE apxvBa, B KOTOPLIN BblObIT poHA, a
Takke HasBaHue, HOMep U AaTa JOKYMEHTa, Ha OCHOBaHWUM KOTOPOro chOHA BbIBbIN.

6.4.3.4. HasBaHue coHOa BHOCUTCS B CMIMCOK C TUTYIBLHOIO NNCTa OMNUCH.

B cnyyae uameHeHuns HasBaHusa ¢oHOoobpasoBaTens B Cnvcke (hOHAOB yKasblBAeTCHA: ANS AENCTBYHOLLNX
opraHu3auui - HasBaHue, CyLlecTByoLee B MOMEHT NOCTynneHus oHaa, Ansg NMKBMAMPOBAHHON opraHu3auny -
nocnegHee HassaHne. O6begUHEHHBIV apXMBHBIN POHA BHOCUTCS nog 0606LEeHHBIM Ha3BaHWeM 0ObeaNHEHHOTO
apXuBHOro ooHAa.

6.4.3.5. K cnucky boHOOB coCTaBnsieTcs uToroBas 3anucb Ha 1 SHBapA KakOoro roga, B KOTOPOW
yKa3blBaKOTCA: KONMYECTBO MOCTYMUBLUMX W BbIObIBLUMX B TeYeHue roga M obliee KONMMYECTBO XPaHSLLMXCH
$OHAO0B; KONMYeCcTBO POHAOB, coaepXKalnx 0cobo LieHHbIe AOKYMEHThI, 1 CBODOAHBIE HOMepa B cnncke oHOOB,
€CNn1 Takme NMeroTcs.

6.4.3.6. Cnucok POHAOB AOMKEH ObITb NOAWUT (MPOLLUHYPOBAaH), 3akmoyeH B TBEPAYH OBMOXKY; NUCTbI
NPOHYMEePOBaHbl; COCTaBIEH NNCT-3aBEPUTENb.

6.4.4. Jlnct cboHaa

6.4.4.1. Jlnct cboHOa cocTaBnsAeTcs Ha Kaabli (POHA MpW NepBOM ero noctynneHun. B Hem yuntbiBatoTCH
BCE MOCTYNNEHNS 1 BbIObITUSA OMMCAHHbIX M HEOMUCAHHBIX AOKYMEHTOB hoHaa.

6.4.4.2. Homep nucta oHaa cooTBETCTBYET HOMepy hoHAa No CNMCKY POHAOB apxmBa opraHu3aumm.

6.4.4.3. B rpace "MecToHaxoxaeHne cdoHaa" ykasbiBaeTCsl Ha3BaHWE OpraHu3auuu, B apxvMBe KOTOPOM OH
XpaHUTCS.

6.4.4.4. B rpacbe "[laTa nepsoro noctynneHns oHaa" ykasbiBaeTcsa gaTta NepBOro NocTynneHna doHaa B
OaHHbI apxuB; ANns 00beaNHEHHOTo apXMBHOMO HOHAA M apXMBHOW KOMMEKUMM - faTa NepBoro NOCTYNEHUs Unm
Oata ero (ee) co3gaHusl B apxuBe.

6.4.4.5. B rpadpe "KpanHue paTtbl Kaxgoro HasBaHus ¢hoHAaa" ykasbiBatOTCA HayanbHas M KOHeYHas Oathbl
PYHKUMOHNPOBAHMSA OpraHu3aunn nog KaxkAablM Ha3BaHWeM, HEe3aBMCMMO OT Hamuumsa B PoHAE OOKYMEHTOB 3a
3TOT nepuoa.

Ons ob6beanHeHHOro apxmsHOro d)oHaa, 06pas3oBaHHOrO Mo O6bLEKTYy AEATEeNbHOCTU UMM MNOSYMHEHHOCTU
opraHm3aumu, ykasblBaloTCs HavarnbHas v KoHedyHas gaTbl HauMeHOBaHUsS 0bbekTa nnm pykoBOAsLLEro opraHa, Ha
6a3e KoToporo cosgaH oHA.

Onsi obbeanHeHHoro apxmBHoro doHAa, 06pa3oBaHHOIO U3 JOKYMEHTOB OOHOPOAHbLIX OpraHu3auvin unm
opraHu3auui, nocrnegoBaTeNibHO CMEHSOLWMX APYr OpYyra, YKasblBaloTCA camas paHHsAs Aata obpa3oBaHus OgHOW
M3 HUX U gaTa nukeugaumm nocnegHen. Ecnu opraHmsaumsa npogormkaeT yHKLUMOHMPOBATbL, KOHEYHasl AaTta He
npocTaBnseTcs.

6.4.4.6. B rpade "HasBaHue dcoHOa" B XPOHOMOrMYECKon MOCreaoBaTeNlbHOCTM MNepeyvncnsoTca Bce
HasBaHMA W NOOBEAOMCTBEHHOCTb OpraHusaumm-cpoHgoobpasoBaTenss ¢ MOMEHTa €€ BO3HUKHOBEHUS, BHe
3aBMCMMOCTM OT HaNU4yMsa JOKYMEHTOB 3a 3TOT nepuog,.

Ons obbeanHeHHbIX apxmBHbIX (POHAOB B rpade ykasbiBaeTcs obobweHHoe HassaHve doHda, a 3aTem
nepeyvncnalTCs Has3BaHWs Bcex opraHusauun-coHgoobpasoBaTenen, OOKYMEHTbl KOTOpbIX BOWMW B COCTaB
06beanHeHHOro hoHAa 3a BECb MEPUO UX CyLLIECTBOBaHMS.

Bce nocnegywowmne naMeHeHus B Ha3BaHUM W NOABEAOMCTBEHHOCTM oOpraHu3aumu-coHgoobpasosaTtens
BHOCATCS B NUCT hOHAA NO Mepe NOCTYMMEHUS B apXMB JOKYMEHTOB hoHAa.

6.4.4.7. B rpade "BbiObITE" yka3biBAETCA akT, HA OCHOBAHWM KOTOPOTO BbIOLIN OOKYMEHTbI, U KOJIMYECTBO
BbIObIBLUMX JOKYMEHTOB pa3gernbHO MO KaXK4OoW Onucu.

B rpacde "Hanuume (octatok)" - KONMMYECTBO OMUCAHHbLIX OOKYMEHTOB, OCTaBLUMXCSl MOCMe BbIObITUA MO
Kaxxgow onucu 1 oHy B LienoMm.

KonnyecTBo gen MOCTOSIHHOrO XpaHeHus, AonroBpeMeHHoro (cBbiwe 10 neT) XxpaHeHWst unu no NUYHOMY
COCTaBY, BKIOYEHHbIX B CBOAHbIE OMUCK, COCTaBIiEeHHble Ha OCHOBE OMWUCEN CTPYKTYPHbIX MNOApasgeneHumn,
yka3blBaeTcs B pasgene 2 "Y4yeT onucaHHbix AokymMeHToB" B rpadpax 11 - 14; a B rpadax 6 - 9 yka3biBaeTcs
KONMYEeCTBO BbIObIBLUMX A€M, 3HAaUYMBLLUNXCS B COATOYHbIX OMUCSX.

6.4.4.8. Ecnu nuct cdoHpa 3anonHseTcst Ha OByX M bonee GnaHkax, TO HA NEepBOM denaeTcsd OTMeTka "CM.
npogormkeHne N ...", Ha nocneayoLwwem - "npogormkeHme N ..."

6.4.4.9. I'luct cpoHaa moxeT ObITb NEPEeCOCTaBMNEH TOMNBKO B TOM Criy4Yae, eCiv OH HEUCMPAaBMMO NMOBPEXAEH,
a Tawkke nocne nepepaboTkM doHga unu cos3gaHus obbegUHEHHOro apxuMBHOrO (poHAA, Korga paHee
JEencTBOBaBLUMI NNCT oHOa nepecTaeT oTpaxaTb akTuyeckoe cocTosiHue u o6bem cdoHaa. Mpu 3ToM paHee
JevnicTBoBaBwWMA NucT coHaa nomellaeTtca B geno doHga. B BepxHem npaBom yrny oboux nuctoB doHAaa
aenaetcsa oTMeTka "JIMCcT nepecocTaBneH" ¢ ykasaHWeM [aTbl NEPecoCTaBrieHusl, AOIMKHOCTU M NOANUCK Nnua,



OTBETCTBEHHOIO 3a yyeT.

6.4.4.10. Jluctel (pOHOOB HYMEPYIOTCA U XpaHATCA B nopsiake HomepoB (POHAOB M Hymepauuu NMCTOB B
nankax ¢ krnanaHamu. B kaxgow nanke coctaBnsieTcs Ha OTAeNbHOM NUCTE 3aBepuTenbHas Hagnuch.

6.4.5. Onucu pen

6.4.5.1. Onucun gen SBnaTCA NEPBUYHBIM YYETHBIM AOKYMEHTOM ANs ydeTa Aen NOCTOSAHHOro, BPEMEHHOIo
(cBbiwe 10 neT) xpaHeHus 1 No NMNYHOMY COCTaBY.

6.4.5.2. Onucy cocTaBnsATCA B YeTbIpex 3K3eMnnsipax. YUETHbIi HOMEep NnpucBanBaeTCsl OnNMCKU No MNUCTY
¢oHaa B BANOBOM NOpsiaKe.

Ecnn pokymeHTbl poHOa yxe nocTynanu Ha XpaHeHne B roCyAapCTBEHHbIA apxvB, TO HOMEpP Onucu
COrnacoBbIBAETCH C 3TUM apXMBOM.

KonuyectBo eanHWL XpaHeHWs B OOHOW ONUCK, Kak NpaBumio, He AOMKHO MpeBbiaTb YeTblpex3HavyHyo
umdpy - 9999. MNMocnegyowme egmHULbl XpaHeHns ooHAa Y4MTbIBAOTCS B HOBOM OMMCK, KOTOPOW Mo NUCTY hoHaa
npuceavBaeTCs HOBbLIN, CrieAyoLWwmin y4eTHbIA HOMED.

Mpu BLIOGBITUM BCEX A€M NO KAaKOW-NMOO 3aKOHYEHHOWM OMMCK ee HOMEpP APYrMM OMMCAM He nMpucBavBaeTcs. B
rpacde "TlpymevaHne" NpoOTMB KaaoW BbIObIBAKOLWEN €AMHULbI XpaHeHUs! (eAvHWUbl y4eTa) CTaBMTCS LTamn
"BbIbbIno".

6.4.5.3. lNoeanHWYHbIV y4eT OCyLLeCTBNAETCHA NyTEeM 3aKpenreHus 3a KaxablM AeNoM (eQUHULEN XpaHeHns)
CaMOCTOSTENBHOIO HOMepa.

6.4.5.4. CymmapHbIi y4yeT gen B ONuCAX [OCTUMraeTcsl COCTaBMEHMEM WTOroBOWM 3anmcu K onucsam. B
NTOrOBON 3annCK YyKasblBAETCA KONMWYECTBO €AMHUL, XpaHeHus (uudppamu n B KpyrfbiX ckoBkax - MpOnuUCLHo),
nepBbln M MOCRegHUA HOMepa eAVHWL XPaHEeHUs MO OnucK, OroBapMBalOTCH MMELMECS MPOMYCKM HOMEPOB,
€[VHNLbl XPaHEHUS C NMUTEPHBIMU HOMEpPaMW, BbIObIBLUNE €4NHULIbI XPaHEHMS.

3aKOHYEHHbIE OMUCK AEeN KOMMIEKTYIOWMXCA U HEKOMMMEKTYLWUXCA (POHAOB, COCTOSILLME W3 TOAOBbIX
pa3fernoBs, OMKHbI MMETb OOLLYIO UTOFOBYIO 3anNuCh KO BCEN OMUCKU B LIESTOM.

Ecnu onvcb cocTtouT M3 HECKOMbKMX TOMOB (4acTen), B KOHLIE KaXgoro Toma (4acTu) cocTaBnsieTca Kak
NTOroBasi 3anucb K COOTBETCTBYIOLLEMY TOMY (4acTu), Tak M CyMMapHasi UTOroasi 3anucb, AaHHble B KOTOPON
YKasbIBalOTCA C HapactawwmmMm mtorom. K nocnegHemy Tomy (4acTu) coctaBnsieTcs obuias ntorosasi 3anmcb Ko
BCeu onucu (Ko BCeM ToMam).

Kaxgoe uameHeHne obbema gen B ONUCK, CBA3AHHOE C BbIObITMEM, MOCTYMMEHNeM, O0beaVHEHNEM UMK
paccopMmnpoBaHMeM Aern, Ha OCHOBaHWM COOTBETCTBYIOLUX JOKYMEHTOB OTPaXKaeTCs B UTOrOBOW 3anncu K Onmcu.

6.4.5.5. Onucu pgen CTPYKTYPHbIX MNOApasdeneHuin crnyxaT y4YyeTHbIMU AOKYMEHTaMu OO0 COCTaBfeHWUs
COOTBETCTBYIOLLEr0 ro4oBoOro pasgena CBogHOW ONWUCK Aern NOCTOSHHOIO XPaHeHWst opraHn3aumm, yTBepxaeHus Ha
OlMK cooTBETCTBYIOLLEr0 apXMBHOIO YYPEXAEHWS], NOCMEe YEro noanexar XxpaHeHuto B aene oHda 40 nepegaym
OOKYMEHTOB 3a 9TM rofbl Ha NOCTOSAHHOE XpaHeHMe.

Onucu gen CTPYKTYpHbIX noapasgeneHvid no fMYHOMY COCTaBy XpaHATCA [0 CorfacoBaHus rogoBoro
pasgena cBoAHOW onucu Aen opraHusauun no nnyHomy coctaBy ¢ MK apXMBHOroO yupexaeHus.

6.4.5.6. CoaToyHbIM ONUCAM CTPYKTYPHbIX noApasfeneHni yyeTHble HoMepa npucBavBaloTCs MO peecTpy
onucen. Homep onucu CTPYKTYpHOro noApasfieneHnss COCTOUT U3 HoMmepa CTPYKTYpPHOro noAapasgeneHust C
aobasneHvem uHgekca "cn" (CTPyKTypHOe MoapasfgernieHue) u ykasaHvem 4vepes geduc AByx nocrnegHux umdp
KaneHgapHoro roga, B Te4eHne KoToporo obpasoBanucb Aena, BKIYEHHbIE B OMUCh.

6.4.6. PeecTp onucen

PeecTp onucen BegeTca B apxuBe opraHnsaumnm npu Hanuumm aByx n 6onee onucen.

Onuncn BHOCATCA B peecTp OnMUCen B XPOHOMOrMYECKOW MOCneaoBaTenbHOCTM WX MOCTYNNEeHUs, MoA
COOTBETCTBYOLLMMN MOPAOKOBLIMU HOMEPaMMU.

B peectpe onucen UKCUMPYIOTCA OCHOBHblE [aHHble MO COCTaBYy KaXOoOW MOCTYNUBLUEN B apxus
opraHusauum onmucu: Homep ¢oHOa, HOMep OMUCK, KOMUYECTBO OMWCAHHbIX B HEW Aern, KONMYecTBO IIMCTOB B
OMNUCK 1 ee 3K3eMNIISPOoB.

6.4.7. deno coHaa

Heno ¢oHoa Begetca Ha kaxablh ¢oHO. B Hero BkntoyaloTcsa [OKYMEHTbl, OTpaxarowue WUCTOpuio
opraHmsaumu-cpoHgoobpasoBatens M ee oHAa: WUCTOpUYEcKas crpaBka, CxeMa cucTemaTusauum oHAaa,
mMeToamyeckme nocobus no obpaboTke dhoHAa, cTapble NUCTbI hoHAa NOCMEe UX NePecoCTaBNeHuUs, akTbl nepegayn
gen oHAa Ha rocyaapCTBEHHOE XpaHeHue, O BblAENEHMU K YHUYTOXEHUIO OOKYMEHTOB M gen ¢oHaa, o
HencnpaBUMbIX MOBPEXOEHNAX JOKYMEHTOB U Aen oHAa, O NPpOBEAEHUUN MPOBEPOK HANMYnNs 1 COCTOAHUSA den U
T.O.

AKTbl U Apyrve OOKYMEHTbI, OMKCUMpYIOLLME M3MEHEHUs B cocTaBe u obbeme hoHaa, BKMOYAKOTCA B Oeno
¢oHOa TOMbKO C OTMETKOW O BHECEHUU U3MEHEHUA BO BCE YYeTHble AOKYMEHTbl apxuBa opraHusauuun. AKTbl
HyMepyloTCs B npedenax oHaa no Bugam akToB B BariloBOM NOPSKe.

Bce ookymeHThbl B aene oHAa pacnonaralTcs B XpOHONOMMYeCKon NocneaoBaTenbHOCTN UX COCTaBNeHNs.
Ha pokymeHTbl gena doHAa COCTaBNAETCH BHYTPEHHAS OMUCb, NUCTbl Adena HymepylTcs, K geny doHaa



cocTaBnsieTcsa 3aBeputernbHasi Hagnucb. 1o mepe nononHeHus doHaa 3aBepuTeNnbHas HaOMNWCb U BHYTPEHHSS
ONMCb NepPecoCTaBnATCS.

Kaxxgomy geny coHaa npuceavBaeTcs HOMEpP COOTBETCTBYHOLLEro doHaa.

Hena coHOoB XpaHATCA B nopsaake Bo3pacTaHust HOMepoB (pOHAOB.

6.5. YueT gen v 4OKYMEHTOB, HaxoasALLmMXcs
Ha 0eno3nTapHOM XpaHeHUN

6.5.1. Jena un pokymeHTbl ApxuBHoro ¢poHaa Poccuiickonn ®enepauum, OTHECEHHbIE K YaCTHOM U MHbIM
dopmam COBCTBEHHOCTM, HaxoOdwMecs Ha [Oen0o3UTapHOM XpPaHEHUW, YYUTbIBAKOTCH B  OCHOBHbIX U
BCMOMOraTenbHbIX YYETHbIX AOKYMEHTax apxmBa opraHu3aumm.

6.5.2. B kHUre y4yeta nocTynneHus 1 BblObITUA AOKYMEHTOB (npunoxeHune 24) (rp. 3) ykasbiBaroTCs HOMepP U
Aarta akta npuemMa-nepegaym gen (rp. 4), cobCTBEHHMK JOKYMEHTOB M CPOK AENCTBMSA CornalleHus, Hanpumep, "0o
2005 roga" (npy BpeMeHHOM XpaHeHun) unu "geno3unt” (6es ykasaHusa cpoka xpaHeHus) (rp. 10).

B cnucke ¢oHaoor (mpunoxeHue 25) k Homepy doHaa aobasnsetcss mHaoekc "O" ("Oeno3nTt"), KOTOPbLIN
COXpaHseTCa 3a HUM BO BCEX YYETHbIX AOKYMEHTax M apXuBHbIX wundpax gen; B rpade "MpumevaHne" cnucka
HOHAOB Takxke ykasblBalOTCA COBCTBEHHVK JOKYMEHTOB, AaTa NoANUCaHUs U CPOK AENCTBUS COrnalleHust.

6.5.3. Ecnu Ha xpaHeHue nocTynaeT 4acTb POHOA, AOKYMEHTbl KOTOPOro YyXe XpaHATCA B apxuBe U
BKIIOYEHbl B COCTaB rocydapCTBeHHOM 4vactu ApxuBHoro ¢onga Poccunckon depepaumm, To 3a POHAOM
COXpaHsieTCA paHee NPUCBOEHHbIN eMy HoMep ¢ gobasneHnem nHgekca "O4" - "genosutapum yacTuyHo".

CornaweHue, 3aknoyeHHoe ¢ COBCTBEHHMKOM AOKYMEHTOB, BKNOYaeTCs B Aeno hoHaa.

6.5.4. Npun yyeTe BbIOLITUS AOKYMEHTOB:

- ecnm oHa BbIObIN MOMHOCTBID B CBSA3M C WCTEYEHUMEM CpOKa €ro XpaHeHus B COOTBETCTBUM C
cornaileHneM, To HOMep ero He MOXeT ObITb MPUCBOEH ApyroMy oHAY;

- ecnv cobCTBEHHWKY BO3BpaLLEHbl JOKYMEHTbI, MOMHOCTBIO COCTaBMABLUME OEMNO3UTapHYI0 YacTb hoHAa, B
CBSI3M C UCTEYEHMEM CPOKa UX XpPaHEHNs1 B COOTBETCTBMM C COMMaLlEHNEM UMK MO MHBbIM NpUYnHaM, To nHgekc OY
B cnucke (POHOOB M OPYrMX YYETHbIX OOKYMEHTax W apxvBHbIX wWudpax Aen 3adyepkuBaeTcs; B rpady
"MpumeyaHne" cnncka PoHO0B BHOCATCS COOTBETCTBYIOLLME CBEAEHUS.

KonnyecTtBo choHAOB M gen, HaxoasAWMXCs Ha AeN03NTapHOM XPaHEeHUN, yKka3biBaeTCs OTAEeNbHOW CTPOKOM B
NTOrOBbIX 3aMUCAX KHUMM y4eTa NOCTyNieHMn JOKYMEHTOB U B CNCKe (hOHAOB.

B nucte doHaa npu Hannumm B boHAE AOKYMEHTOB OEMO3UTapHOro XpaHeHUs KONM4ecTBO Mx No ooHAy B
Lenom ykasbiBaeTcsa Yepes apobb, Hanpumep, 200/80[.

6.6. BegeHue y4eTHbIX 6a3 gaHHbIX

6.6.1. YueTHble 6a3bl aaHHbIX (BL) BeayTca ans:

COCTaBMEeHNs B aBTOMaTU3NPOBAHHOM pexumMe JOKYMEHTOB LIEHTPanM30BaHHOro yyeTa;

NoAroTOBKM B aBTOMaTU3MPOBAHHOM peXUMe pasfIMYHOro poga CTaTUCTUYECKUX CBEOEHWIW, aHanmnTU4eCcKmnx
Tabnuuy, B TOM Yncne o AuHaMuKe U3MeHeHun obbema, cCoctaBa U COCTOSIHUS apXUBHBIX AOKYMEHTOB;

onepaTtMBHOIO MpenCcTaBleHUs CBEAEHMN O HanMyuu B apxuBe AOKYMEHTOB 3a OnNpedeNieHHbI OTpe3oK
BPEMEHM.

6.6.2. MNepeyeHb pekBuM3MTOB y4eTHbIX B[l cocTtaBnaeTca B COOTBETCTBUM C OCHOBHbIMUW MOKa3aTensmu,
onucbiBaLW MMM OOBEKT ydeTa, - POHA, eauHNLIA XPaHeHWs, eanHMLa y4YeTa, rpynna eauHuL XpaHeHus, equHuy,
yyeTa, BKIMOYEHHbIX B OMNUC, - B TPAAULMOHHbLIX YYETHbIX JOKYMEHTaX.

YyeTHble B[l gencTByoT BO B3aMMOCBSA3WN C APYrMMW UHDOPMaUUOHHbIMU B, umetowmmucs B apxuse, U
OOMMKHbl ObITb COBMECTMMbI C COOTBETCTBYHOLIMMK Yy4YyeTHbiIMU B[] rocygapCTBEHHbIX apXMBOB U OpraHoB
yrpaBneHnsa apxXmBHbIM AeNOM.

lMpeeMCcTBEHHOCTb Y4eTHbIX BI M TpaguUMOHHBIX OCHOBHBIX Y4YETHbIX [OKYMEHTOB obecnedvnBaeTcs
ucnonb3oBaHnem B B[] pekBU3NTOB OCHOBHbIX YY4ETHbLIX JOKYMEHTOB.

O0600LLeHHbIe MoKa3aTenn [OOKYMEHTOB LIEHTPanM30BaHHOIO YyyeTa, a TakkKe WCXOAHble MokasaTenu,
HeobxoguMble OM1S UX NOSTyYEHUst, BXOOAT B YMCNO 00a3aTeNbHbIX PEKBU3UTOB yYeTHbIX B/,

6.6.3. YuertHble B[l 3anonHAlTCA Ha OCHOBE y4yeTHbIX [OOKyMEHTOB apxuBa. [ns obecneveHus
eanHoobpa3nsa 3anonHeHus u BedeHnst yyeTHon B[l paspabaTbiBaeTcs MHCTPYKLMS, ONUCbIBAOLLAA CoOepKaHne
Kakgoro peksuauTa M opraHmsaumio BepeHus BL. lNepen Hayanom paboTbl NpoBOAMTCA LieneBasi BbiBEpKa
YYETHBIX JOKYMEHTOB, NpoBepsieTcs cOanaHCMpPOBAHHOCTb YYETHbLIX AOKYMEHTOB.

B nnaHoBoM nopsigke ocyllecTBrsieTcss paboTa no 3anonHeHuto ydeTHow B no coctosiHmio Ha 1 AHBaps
roga, cnefgywouiero 3a oT4eTHbIM. B pganbHenwem BefeTcsi onepaTMBHOE BHECEHWEe WU3MEHEHUA B Y4YeTHble
OOKYMeHTbI 1 B ydeTHyto B/I.



7. HAYYHO-CIMPABOYHbIN AMNMAPAT K JOKYMEHTAM APXVMBA
7.1. Cuctema Hay4yHO-CNpaBOYHOrO annapaTa

7.1.1. Hay4dHo-cnpaBoyHbin annapaT (HCA) - cTpykTypvpoBaHHasi COBOKYMHOCTb 3MEMEHTOB OMUCaHWi
OOKYMEHTOB (BTOPUYHOM [JOKYMEHTHOW WHGOpMauMuK), MpPeaCTaBfeHHbIX B PasnNU4YHbIX BuAaxX apXMBHbIX
CnNpaBOYHUKOB, B6a3ax AaHHbIX, NpegHa3Ha4YeHHbIX ANS NoMcka AOKYMEHTOB U JOKYMEHTHON MHAopMaLmm.

7.1.2. Cncrema Hay4Ho-cnpaBoyHoro annapata (CHCA) k fokymeHTaM apxuBa opraHusauum - 3To KOMMNIeKe
B3aMMOCBSA3aHHbIX U B3aUMOAOMOSHAEMbIX apPXUBHbIX CNPaBOYHWKOB, 6a3 AaHHbIX O COCTaBe M COAEep)KaHuK
OOKYMEHTOB, CO3[aBaeMblX Ha eQMHON Hay4YHO-MeTOAMYECKON OCHOBE AN Moucka OOKYMEHTOB U OOKYMEHTHOM
nHdpopmaumm B Lenax 3dgekTMBHOro NCNONb30BaHNS.

7.1.3. CoctaB CHCA apxuBOB oOpraHusauuu onpegensercsa BMAOM apxuBa, COCTAaBOM W COAEpXKaHWeEM
XpaHAWMXCA B HEM [OKYMEHTOB, XapakTepoM W 3agadamMu foucka W MHTEHCMBHOCTLIO MCMONb30BaHUSA
OOKYMEHTOB.

7.1.4. OnemeHtamm CHCA apxvBa opraHu3aumm SBRATCA OnucK, katanorun, 6asbl AaHHbIX, BbINOMHAKOLWME
YHKUMM 3TUX CMPAaBOYHMKOB, @ TaKke ykaszatenu, 0B30pbl JOKYMEHTOB, UCTOPUYECKME CNpPaBKM K apXMBHbIM
doHaam opraHmM3aumun.

7.1.5. ApxvBHble CNpaBOYHUKM OpraHusauum OenaTtCsd Ha Tunbl MO WX LENeBOMY Ha3HA4YeHWIo: OMNUCh,
KaTanor, ykasatenb, 0630p.

ApxuBHblE CNPaBOYHUKM M 6asbl 4aHHBIX O COCTaBe U COAepXXaHUU AOKYMEHTOB OpraHusauum mMoryT ObiTb
BHYTPUPOHOOBLIMUN Y MEXDOHAOBLIMM.

7.1.6. B cucteme CHCA peanuayeTcsi NpeeMCTBEHHOCTb Y4eTHO-CNpPaBOYHOro annapaTa, co3gaBaemMoro B
0enonpon3BoACTBE N apxmBax opraHm3auui, ero coBmelleHne ¢ CHCA rocynapCTBEHHbIX apXUBOB.

MpeemcTBeHHOCTb CHCA apxvnBOB opraHvM3auuin OCHOBbIBAeTCst HA eauHCTBe TpeboBaHWi U MPUHLIMNOB €ro
nocTpoeHus. OTa MpPeeMCTBEHHOCTb npeanonaraeT 00a3aTenbHOCTb COCTaBMEHWs B OEMONpov3BOACTBE M B
apxuBax opraHu3auumi onucew Jen, AOKYMEHTOB, KaTtanoroB, 6a3 [daHHbIX C HeOOXOAMMbIM CMpaBO4YHbIM
annapaTtoM K HUM.

7.1.7. Mpu cosgaHunm n passutun CHCA npumeHsieTca auddepeHuUMpoBaHHbIN NOAXOA, 3aKoYvatoLmncs B
BbibOpe LenecoobpasHoro coctaBa apXvMBHbLIX CMPaBOYHWMKOB M 6a3 OaHHbLIX, METOOUKM OMUCaHWi, cocTasa U
HanonHeHWs CNPaBOYHOrO annapaTa K CnpaBoYHUKaM, B yCTaHOBMEHUN HeobXxoaumom odepegHocTy pabor.

7.1.8. JokymeHTbl (pOHOOB OpraHmsauun C MHOTOCTOPOHHEN, MexoTpacneson uHdopmauuen n oHOO0B
NINYHOTO MPOMUCXOXKAEHNS C OCOBO LUEHHbIMM W YHMKaNbHbIMWM [OKyMEHTaMW MoAnexaT nepBooYepesHoOMyY
ONMCaHWIO; ONUCU OOSMKHbI OblTb CHabGXeHbl yka3aTensamu pasnuyHbiX BUOOB; Ha ypoBHe (oHAa COCTaBMSTCA
nHaMBMAOyaneHble xapaktepuctukn. K Hambonee wnHdopmaTtuBHbIM oHAaM co3gatoTcs 0630pbl, ykasaTenu K
aenam v JOKyMeHTaM.

7.1.9. Ona doHOoB opraHusauumi, cogepxawmx UHopMauuio no OAHOW oTpacnn WNM No OJHOMY
HanpaBneHno OeAaTenbHOCTU, U POHOOB JIMYHOIO MPOUCXOXOEHWS, B COCTaBe KOTOPbIX MMEKTCA 0cob0 LieHHbIe
OOKYMEHTbI, ONUCKU MOTYT BbITb CHAabXXEHbI TONMBKO OAHUM yKa3aTerneMm; Ha ypoBHe )OHAa MOTyT COCTaBNATbLCS Kak
MHAMBMAOYanNbHbIE, TAK U FPYNMNOBbIE XapaKTePUCTUKMN.

7.1.10. K gpokymeHTam poHOOB opraHusauun, cogepawimx MHPOopMaumio No OQHON TeMe WM UMEIOLLYHO
XapakTep AOMOSIHEHMS K BblLleyKka3aHHbIM (POHAaM, yKka3aTenu He COCTaBMSTCS.

7.2. Onucm gen, AOKYMEHTOB

7.2.1. Onucb gen, OOKYMEHTOB - apXMBHbIA CMpaBOYHUK, NpefHasHa4YeHHbI Ons pacKpblTUA cocTaBa U
cofepXXaHus eAVHUL, XpaHeHUs!, eQUHWL, YYeTa, 3aKpenneHnst X cuctematmsauum BHyTpy hoHAa U UX yyeTa.

Onucb cocTouT 13 onucaTenbHbIX CTaTen, UTOroBon 3anucu (cMm. n. 3.7.4), nucta-3aseputens (NpunoxeHune
9) 1 cnpaBoYHOro annapara K onucu.

OGBEKTOM onucaHKsa B ONUCK ABMSIETCA eAMHULA XpaHeHns, eanHmua ydeTa.

7.2.2. OnucartenbHasa CTaTbs ONUCK BKIOYAET: MOPSOKOBLIA HOMEP €AMHMULbI XPaHEHUs, eOUHULbBI YYeTa;
0Eenonpon3BOACTBEHHbIM WUHOEKC UMW CTapbli UHBEHTAPHbIA HOMEP; 3arofioBOK €4MHULbI XPaHEeHUs, eOUHULbI
yyeTa, KpamHue Aatbl JOKYMEHTOB, KONMYECTBO JNIMCTOB B €AMHULIE XPAHEHWs; A3blK, yKa3aHue Ha MOANMHHOCTb,
KOMUMHOCTb, CMOCOO BOCMPOM3BEOEHUS, CTENEeHb COXPaHHOCTM [JOKYMEHTOB, BHELUHME OCOOEHHOCTMW.
OnucatenbHas ctatbd MOXeT ObiTb AOMOMHEHA aHHOTauuen OTAEeNbHbIX AOKYMEHTOB (rpyrnnbl OOKYMEHTOB)
€[VHULbl XpPaHEeHWs1, AMHULbI YYeTa.

7.2.3. B cnpaBoYHbI annapaT OnNUcK BXOAAT: TUTYMbHbIA NUCT; coaepxaHue (ornasneHue), Npeauncriosue;
CMUCOK COKpaLLeHWI; NepeBOAHble Tabnuubl WKMdpPOoB (B cnyvae nepepaboTku onuck); ykazaTenu.

Ha TuTynbHOM nucTe onucu MoMeLlatoTCsi: MOMHOe Ha3BaHWe apxuBa OpraHu3auuu, HasBaHve oHAa,
HoMep oHAa, HOMEp OMUCKU, Ha3BaHWE OMUCK, KpaHWE AaTbl JOKYMEHTOB, BHECEHHbIX B OMUCh.



lMpegucnoBme MOXeT COCTaBNATLCH Kak obLlee KO BCeM onucam oHAaa, Tak u kK otgensHon onvcu. ObLiee
npegucnosune K onnucam oHaa nomeLLaeTcs B NepBoOn ONUCH.

B npeavcnosun, obwem ko Bcem onucaMm (poHAa, uanararTcsa: uctopus oHgoobpasoBaTtens, Uctopus
¢doHOa; aHHOTaUMsa cocTaBa U coaepXaHus OOKYMeHTOB ¢oHAa (Npy 9TOM BblAeNsTCA Hanbonee TUMNUYHbIE
rpynnbl €AvHUL, XpaHeHnst MO UX BUAAM U pasHOBUOHOCTAM, NO COAEpXKaHMI0); COCTaB CMpaBOYHOro annapara K
onucam.

Mpn cocTaBneHun OTAENbHbLIX NPEAMCIIOBUM K Kaxaon onucn oHaa Bce obwue gaHHble Mo uctopum
yupexaeHusa-cgoHgoobpasoBaTtens u uctopum ooHaa noMeLlalnTcs B NpegucrioBmMmn K NepBOM OnmCK.

7.2.4. K onucnm MOryT cocTtaBnsaTbCH ykasaTtenu (kak obwme, Tak u cneumanbHble). CCbiNOYHble AaHHbIe
ykasaTens K onvMcu 4arTcHa Ha NopsiAKoBble HOMepa eanHUL, XpaHeHus, eguHul yyeta (cm. n. 6.2).

7.3. Katanorn n BeJOMCTBEHHbIE KapTOTEKN

7.3.1. Katanor - MeX@OHOOBbLIN apXMBHbLIA CNPaBOYHMK, B KOTOPOM WH(OpMaLMss O coaepaHuu
OOKYMEHTOB apxuBa CrpynnupoBaHa no npegMeTam (Temam, OTpacrisiM), pacrnofioXeHHbIM B COOTBETCTBUM C
NPUHATON ANS JAHHOrO KaTanora cxeMou Knaccudumkauum JOKYMEHTHOM MHopMaumm.

CoBOKYNHOCTb pa3rMyHbIX KaTanoroB COCTaBnsieT CUCTEMY KaTanoros apxmBea.

7.3.2. COBOKYNHOCTb paboT Mo MOArOTOBKE, CO34aHMIO N BEOEHMWIO KaTarnoros Ha3blBaeTCa KaTanormsauven
OOKYMEHTOB.

Katanornsauma B apxuBax MOXET NPOBOAUTBCH KakK CaMOCTOATENbHbIM BuA paboTel (TemaTuyeckas
pa3paboTka) u B npouecce Apyrnx BuaoB paboT, CBA3aHHbBIX C ONMCAHNEM U BbiSIBIEHNEM AOKYMEHTOB (NOMyTHas
KaTanorusaums).

Mpu kaTanornsauumn npuMmeHseTcss AnddepeHLUNPOBaHHbIA MOAXOA, KOTOPLIA 3aKMo4YaeTca: B onpeaeneHmm
o4yepenHocTM Bblbopa apxmBHbIX POHO0B, MX CTPYKTYPHBIX YacTen; oTbope Aen u JOKYMEHTOB U CBEOEHUI U3 HUX;
NPUMEHEHMN COOTBETCTBYHIOLLMX NPUEMOB OMUCAHWUSI LOKYMEHTHOW MHOpMaLMi.

7.3.3. Karanorusauusa Bkm4YaeT cnegyoowme Buabl paboT: COCTaBMEHWE CXEMbl Krnaccudukaumm,
BbISIBNEHME M OTOOP JOKYMEHTOB, ONMMCaHMe Ha KaTanoXHbIX KApTOYKax, UX cucteMmaTtmsauus, BeeHne KaTtanoros.

7.3.4. Bblbop cxembl knaccudukaumm onpeaenseTcs COCTaBOM AOKYMEHTOB apxvBa M 3ajadvyamu UX
NCNONb30BaHUA.

Cxema knaccudukaumm [OOKYMEHTHOM WHMOpMaLUM - MUCbMEHHbIM UM rpadduyecknuii  JOKYMEHT,
cogepxalwmn nepedeHb  KNacCUMUKALMOHHBIX AeneHWA Katanora, pacrofiokeHHbIX B OnpeaeneHHom
nocnenoBaTenibHOCTU, U NpeaHasHadYeHHbIN ANa pacnpeaeneHnsa cBeaeHun 3 JOKYMEHTOB MO 3TUM AeNEeHNAM.

7.3.5. B 3aBMCMMOCTM OT CXeMbl MOCTPOEHUS KaTanorm MOoApa3fensTca Ha cucTemaTudeckue,
TemaTuyeckme, npegMeTHbIe N X Pa3HOBUAHOCTU (MMEHHOW, reorpacnyecknin, OO bEKTHEIN).

B apxvBe opraHu3auuu, Kak NpaBuso, COCTaBNAKTCA CUCTEMATUYECKUIA U UMEHHOW KaTarnoru.

7.3.6. JokymeHTHas nHdopmMaLmsa B CUCTEMATUYECKOM KaTanore knaccuduumnpyeTcs no otpacnsmMm 3HaHun u
NpakTUYeCcKon AesTeNbHOCTU OpraHM3auny 1 pacnonaraeTcsl B MOrM4eckon nocrnenoBaTenbHOCTH.

7.3.7. B umeHHOM kaTanore OOKYMeHTHas MHdopmauusa knaccuduumpyetcsa no andasuty damunui nuu,
YMOMWHAEMbIX B [OKYMEHTaX WNu SABMSWMXCA UX aBTopamu. [anbHenllasi cuctemaTtm3auus npoBOAWTCS B
XPOHOSTOrMYECKON UMNn NIOrMYeckon nocnegoBaTeribHOCTU.

7.3.8. OT06paHHble onga katanormsaumm oHabl U AOKYMEHTbI ONUCHLIBAIOTCH HA KaTanoOXHbIX KapTOYKaXx.

OOBbeKkToM onucaHusa B kaTanore MOXeT BbICTynaTb AOKYMEHT (rpynna [OKYMEHTOB, 4YacTb AOKYMEHTA),
eavHMLa XpaHeHus (eguHuua yyeTta), onucb, KOMMNNEKT, ooHA (rpynna ¢)oHAOB), coaepxaliue UHGopMaLuo no
onpeferneHHon Teme (Bonpocy).

7.3.9. B coctaB onucatenbHOW cTaTby kaTtanora BXOAAT: Ha3BaHWE apxuBa, MHAEKC, pybpuka, nogpybpuka,
aarta cobblTusi, MecTo cobbITus, codepxaHue, Homep doHAa, Ha3BaHWe poHAa, HOMepa onucu, Jena, JIMCTOB,
A3bIK AOKYMEHTa, crnoco® BOCMpou3BeAeHMs, ANs KapTOYHOro kaTanora - Takke damunus coctaBuTens u gara
COCTaBMEHUsI ONNcaTeNbHON CTaTby.

Ons cBsA3M Mexay pasgenamu katanora Wiy pasferioB Kartanora ¢ ApYrMMU apXMBHLIMU CMPaBOYHMKAMM
NPUMEHSIETCA CUCTEMA OTChISOK.

7.3.10. BegeHnune kartanora - komnnekc paboT, obecneumBaroliMx €ro yHKLMOHUPOBaHWE, B KOTOPbIV
BXOAAT: HayyHO-meToamyeckoe obecnedeHne paboTbl; WHAEKCUPOBaHWME KapTouvek; cuctemMaTtmsauus WX Mo
nHaekcam n pybpukam; coctaBneHme OTChINTOYHOrO annaparta K KaTarnory; yCoBepLUeHCTBOBaHMe kaTarnora.

HayuyHo-meTognyeckoe obecneyeHne BKOYaeT pas3paboTky MeToauveckMx nocobui no kartanorusauum
OTAENbHbIX POHAOB (MK NX TPYMMbI), Pabounx CXem Knaccudukaumm KaTanoroB, MX yTOYHEHUE 1 AOMOSTHEHME.

WHpekcnpoBaHue - BbIGOP MM COCTaBfiEHME MHOEKCA MO CXeMe Kraccudukauum u OTHeCEeHMEe €ero K
COOTBETCTBYHLLEN MHAOPMALMN KaTanoXHOW KapTovku. B MMeHHOM kaTanore KapTouky He MHOEKCUpYHTCH, a
pacnonararTcs No andgasuty.

YcoBepLIEHCTBOBaHME kaTanora BKo4aeT B cebsl yCOBEpPLUEHCTBOBAHME CXEMbI KraccudumKaunm; NpoBepKy



cogepXaHus 1 odopMIIeHNs KaTarnora; MpPOBEepKy OonucaHun (pedakTupoBaHue, OObedVHEeHWe OnucaHunh C
OAHOPOAHOM UHpopMaLMen Mo ogHOMY OOHAY UK OMUCK, YTOUHEHNE UX CUCTEMaTU3auun).

7.3.11. OgHUM M3 UCTOYHUKOB MOMOJIHEHMS CMUCTEMbI KaTanioroB MOryT ObITb TemaTMyeckme u npegmeTHo-
TeMaTuyeckne KapToTeKM, KapTOTEKM MO NMMYHOMY COCTaBy Ha LOKYMEHTbl Hanbonee MHOPMATUBHBLIX U 4acTo
ncnonb3yembix hOHAOB.

7.3.12. B apxuBe opraHusauuu, Kak NpaBuno, co3gatTcsa pasHOBUAHOCTU NPeaMETHbIX KAapTOTeK (MMeHHas,
reorpaduyeckas) nnm XxpoHonornyeckne KapToTeku, KapToTEKN MO NCTOPUM OpraHn3aLmu.

MmeHHas kapToTeka (kapToTeka no IM4HOMY COCTaBy) cO34aeTcs AN Noucka cBeaeHuin O TPYAOBOM CTaxe,
3apnnaTte v Apyrux OaHHbIX couManbHO-MPaBOBOro xapakrepa. Kaptouku cogepxat damunuio, Mms, oT4ECTBO
paboTHWMKa, CCbIIKM HAa HOMepa oHAa, ONUCK, Aer, IMCTOB CO cBeaeHnAMMN 0 HeM. KapToukn cuctematumanpyortcs
B andaBnTHOM nopsiake doamunui, a B npeaenax gamunumi - no angasmuty UMEH U OTYECTB.

B reorpaduueckon kaptoTeke MHdopmMaums cuctemaTuaupyeTcs no andasuTy reorpadmyeckmx 06bEKTOB.
OcHoBy knaccudukaumm MOXeT COCTaBNATb Takke agMWHUCTPATMBHO-TeppUTOopManbHoe genexve. JanbHenwas
cucTemaTmusauus NPoBOAUTCH B XPOHOSTOMMYECKOM NOCNeAoBaTenbHOCTH.

KapToTeka no uctopmm opraHmsauum co3gaeTtcsi, Kak NpaBuso, B apxvBe, MMEKLLEM HECKOSIbKO MCTOYHUKOB
komnnekrtoaHus. OHa cogepXuT uHdOpMauuio O cosgaHun, npeobpasoBaHuK, NUKBMAALMM OpraHusaumn,
nepegawLmx OOKYMEHTbl B [aHHbI apXvMB, CO CCbilkaMW Ha pacnopsguTernbHble LOKYMEHTbI, SBNSAKOLLMECS
OCHOBaHMEM A8 UX co3aaHus, npeobpasoBaHns, NMKBUAALNN.

B XxpoHOMnorvyeckyto KapToOTEKy BKMIOYAKTCS KapTOYkM, codepxaline uHopmauuio O gartax cobbiTui,
¢haKToOB UnNn gatax 4OKYMEHTOB, PaCrofioXEHHbIE B XPOHOMOrMYeCcKom NocneaoBaTenbHOCTH.

B apxmBax, XxpaHALWmMX 3Ha4YNTENbHOE KONMYECTBO (POHAOB, COCTaBNAETCH KapToTeka Ha3BaHun poHaoB. Ha
Kaxxgoe HasBaHue (nepemmeHoBaHue) hoHOa COCTaBMSETCS KapTOyka C yKasaHWMEM ero Homepa W KpalHux aar.
KapTo4ku pacnonaratoTcs B andgaBUTHOM Nopsigke BUOOB OpraHn3auui.

HeckonbKo kapTOTEK OQHOro BMAa MOryT 00beaNHATHLCS B KaTanor.

CamMOoCTOATENBHO CYLLECTBYIOLLNE KAPTOTEKM CBS3bIBAIOTCS C CUCTEMOWN KaTarnoros MyTeM OTChINOK.

7.4. YkazaTtenu

7.4.1. YKazaTtenb - apXuBHbIN CNpaBOYHUK, NPEACTABNAIOWNA cobon andaBuTHbIN, CUCTEMATUYECKUIA UNN
COCTaBMEHHbIN MO KakoMy-nMbo Apyromy npusHaky nepeyeHb HasBaHWA (HauMeHOBaHWMM) NPEeaMETOB,
YNOMUHAEMbIX B apXMBHbIX JOKYMEHTaXx, C YKa3aHNEeM MX MONCKOBbIX AaHHbIX.

YKkasaTenn B apxvBe opraHmsauum MoryT ObiTb MeX(OHAOBbIMW, BHYTPUAOHAOBLIMU, MO doOpMe -
SMEKTPOHHbIMM, FIUCTOBLIMWA WM KapTOYHbIMW, MO CTPYKType pyopuK - rmyxumu (MpeaMeTHble MOHATMSA U UX
MOUCKOBblE [aHHble) W aHHOTMPOBAHHBbIMK (NPegMEeTHbIe MOHATUA COMPOBOXAAKTCA MOSCHEHUSIMM), MO
rpynnNUPOBKE NOHATUIA BHYTPU yKasaTenem - andaBUTHbIMA, CUCTEMATUYECKMMU, XPOHONOTNYECKNMN.

YKasatenu mMoryT COCTaBfiAATbCH K 3arofioBkaM eauHUL XpaHeHus (6e3 nx npocMoTpa) Uim K JOKyMeHTam (C
NPOCMOTPOM €AMHUL, XPaHEHUS).

OcHOBHbLIMW BMAaMu ykasaTenen sBNATCA: NpeAMeTHbIN (ero pasHOBUAHOCTM - TEMATUYECKUA, UMEHHOW,
reorpaduy4ecku), xpoHonormdyeckui. o rpynnupoBKe MOHATUI BHYTPU yKasaTens pasnuyairoTcsd andasBuTHble,
cMcTemMaTMyeCcKMe 1 XpOHOMOrMyeckne ykasatenu.

7.4.2. YxazaTenn K OOKYMEHTaM MOryT COCTaBfiATbCA Ha AOKYMEHTbl OO4HOW OMWUCK, HECKOMbKUX Oonucen
¢oHaa, uernoro oHaa, HeCKONbKUX (OOHAOB.

7.4.3. OnucatenbHas ctaTbs noboro Buaa ykasaTens COCTOMT U3 npegMeTHoro noHaTtus (pybpuku) u
MOUCKOBbIX AaHHbIX. B 3aBMCMMOCTM OT HasHaueHus ykasatensa pybpuka MoxeT ObiTb: npocTton (He umeet
noapyopuK); CIOXHOM (MMeeT NoApYOPUKY UK onpeaeneHne NoHATUs).

lMouckoBble AaHHbIE yKka3aTensa K eAMHULAaM XpaHeHUs OOHON OMUCK BKITIOYaloT NOpSOKOBbIE HOMeEpa eanHuUL,
XpaHeHus; MOMCKOBbIE AaHHbIE yKasaTens K eAMHULAM XpaHeHNss HECKOMbKMX (DOHOO0B OOHOro apxXuBa 3TU AaHHble
OOMONHSATCA HOMepamn onucen, PoOHOOB.

7.4.4. TemaTuyeckun ykasaTernb BKIOYAET NOHATUS, KOTOpble NpeacTaBnaT cobon ncropudeckne aktbl 1
aBneHus. HanmeHoBaHus pybpuk u nogpyopuk B HEM NPUBOAATCH B MUMEHUTENbHOM Magexe.

7.4.5. NpeaMeTHLIN yKasaTernb BKOYaeT MOHATUS, PacronoXeHHbIe B andaBnTHOM nopsake.

O6wWwwni NpegMeTHbIN ykasaTenb BKIOYaeT PasHOPOAHbIE MOHATUS M MO CTPYKType PybpuK MOXET ObiTb
TONBKO FIyXUM.

CreumanbHbll NpedMeTHbIV yKa3aTenb BKIIOYaeT OOHOPOAHbIE MOHATUS (BUAbl AOKYMEHTOB, hamunuun
aBTOPOB, Ha3BaHMSA Y4PEXOEHUN, X CTPYKTYPHbIX YacTen, Ha3BaHMs oTpacnen u T.M.) n MOXeT ObITb IMyXUM UIn
@HHOTUPOBAHHbIM.

MMeHHOW ykaszaTenb CcTpouTcs no andaBuMTHOMY MpPU3HaKy W BKMOYaeT damunuui, MMeHa, OTyecTBa
(pa3HouTeHUs, NCEBAOHNMbI, MPO3BU1LLA, KIMYKK), Buorpadudeckme cnpasku.

"eorpadnyecknii ykasaTenb BKMHOMaeT HaMMEHOBAHWUSA rOCyAapcTB, agMUHUCTPaTUBHO-TEPPUTOPUANbHBIX



eaNHUL, MOPEN, pek N ApYyrnx reorpadouyeckux NOHATUN.

O6obLwwatowme NoHATUS UM agMUHUCTPaATUBHO-TEPpPUTOPMAribHbIE HauMEHOBaHWUS BHOCATCHA B yKasaTenb
6e3 NoACHEHUS.

7.4.6. XpoHONornyeckum ykasaTenb COCTOUT W3 PYyOpUK, BKMOYAKOLWIMX AaTbl UCTOPUYECKUX COObLITUM,
SBNEHNN N PaKTOB UMK AaTbl JOKYMEHTOB, PACMONOXEHHbIX B XPOHOMNOrMYeCcKoM nopsiake.

7.4.7. B ykazaTene npumeHsieTca cuctema obwmx ("cm.") un yacTtHbix ("cM. Takke") OTCbINOK, C MOMOLLbIO
KOTOPbIX YCTaHaBMUBAETCS CBA3b MeXAY TOXAECTBEHHbIMU MOHATUAMMN.

7.4.8. Ykaszatenn K apxmBHblM CrpaBOYHMKAM MOFYT ObiTb TEX Xe BUAOB U UMETb Ty Xe CTPYKTYpYy, HO B
MOUCKOBbIX JaHHbIX CChINKM AAl0TCA Ha CTpaHuLbl UNu pasgens (4ns Katanoros) CnpaBoYHMKa.

7.5. O630pbl

7.5.1. OB30p - apxuBHbIN CMPaBOYHWK, BKIOYAMOLWMA CUCTEMATU3MPOBAHHBIE CBEOEHUS O COoCTaBe U
cofepXaHnun OTAerbHbIX KOMMIIEKCOB JOKYMEHTOB.

Buaamun o63opa B apxuBe opraHusauum sensoTca 063op oHaa n Tematuyeckmn o63op.

Ob6bektom onucaHua ana ob3opa oHOa ABMAsSeTCA OOKYMEHT (rpynna OOKYMEHTOB, 4acTb OOKyMEHTa),
eavHMLa XpaHeHus, efuHuua ydeta opHoro doHaa. OB6bekTom onucaHus Aona TemaTudeckoro obsopa no
OOKYMEHTaM apxvBa SIBNAeTCA AOKYMEHT (rpynna AOKYMEHTOB, YacTb AOKYMEHTA), eauHuua XpaHeHus, eanHuua
yyeTa ogHoro doHaa (4actv poHaa, rpynnel OHAOB) apxmBa Mo onpeaerneHHon Teme.

7.5.2. O630p hoHAa BKMOYAET CMCTEMATU3MPOBAHHbIE CBEAEHWS O COCTaBe U coaepXaHum OOKYMEHTOB
ofHoro goHaa.

7.5.3. Tematuyeckmn o630p BKMIOYAET CUCTEMATU3MPOBAHHbIE CBEAEHWS O COCTaBe W CoAepXaHun 4acTu
OOKYMEHTOB OHOro Unu rpynnbsl POHA0B apxuBa no onpeaeneHHon Teme.

7.5.4. Tlpn cocTaBneHun 00630POB NPUMEHSIETCS AMdEPEHLMPOBAHHLIA MNOAX0A4, 3aK4YatoWmincs B
BblibOpe oHaa wunu Tembl, NpUHUMNA TPYNNMPOBKM MHOPMauuM B OCHOBHOMW 4acTu 063opa, NpvMeHeHuu
pasnMyHOM MeToOMKU MpeAcTaBneHns wuHdopMauuM O [OKyMeHTax (MHOMBMAyarnbHble WNW  FPynnoBble
aHHoTauun), pasnUYyHON METOOMKM OMUCaHUS OTAerbHbIX BWAOB AOKYMEHTOB, BbISIBMIEHWM LEenecoobpasHoro
COCTaBa W CTeneHn NoNHOTLI CNPaBOYHOro annaparta k o63opy.

7.5.5. OBG30p COCTOMT M3 COBOKYMHOCTW @HHOTaLMM OTAENbHbIX FPYNn €AVMHUL, XPaHEeHWs, eOuHuL, yyeTa,
OOKYMEHTOB 1 CMpaBOYHOro annapara.

B aHHOTaumMm wu3naraeTca cogepxaHue rpynnbl €AVMHWUL XPaHeHWs, eOuHWL Yy4YeTa, [OOKYMEHTOB,
yKa3blBAOTCA OCHOBHblE PAa3HOBWAHOCTU [AOKYMEHTOB, WX aBTOPbl, XPOHONOIMYeckMe pamMku, NOOSIMHHOCTD,
nouckosble AaHHble. B ob3ope choHaa MoOUCKOBble OaHHble COCTOST M3 HOMEPOB OMUCEW, €AMHWL, XpaHeHUs,
eQuHUL, yyeTa, NUCTOB eAMHWLbl XpaHeHusl; B MeX(OHOOBOM TemaTmyeckom o0630pe MOUCKOBble [AaHHble
AONOnHATCA HoMmepamn ¢oHAoB. B cnpaBouHbin annapat o63opa BXOASAT TWUTYMbHBIA NIUCT, CoAdepXaHue
(ornaBneHue), npegucnoBue, CMMCOK COKpalwleHun, ykasatenn. K Tematudeckomy o630py AOMKHbI ObiTb
CoCTaBfneHbl CNMCoK hOHAO0B, MHAOPMAaLIMA O KOTOPbIX COAEpPXMTCS B 0630pe, n Brubnuorpadus no teme.

B npeaucnosun k 0630py u3anaratoTca cBedeHuss No uctopum coHgoobpasosaTend M mucrtopuu oHaa,
CTPYKType o630opa, cocTaBy CnpaBOYHOro annapaTa.

7.5.6. B ocHoBY noctpoeHus o63opa MOryT ObiTb MOMOXEHbI CTPYKTYPHbLIW, OTpacrneBomn (PyHKLUMOHaMbHbIN),
npeamMeTHoO-TeMaTU4eckum, reorpaddnyecknii, XpOHOMOrM4eckuii U Apyrue npusHaku.

Ons o63opa doHaa NMYHOro NPOUCXOXAEHUS UCNONb3YyeTCH CXema cucTeMaTu3aumm JOKyMeHToB hoHAa.

7.6. ictopnyeckas cnpaBka

7.6.1. B apxuBe opraHusaumMu COCTaBMSAETCH UCTOPUYEcKas cnpaBka K apXMBHOMY (OOHAY - OOKYMEHT,
cogepXaliuii ceegeHusi no nctopmm oHgoobpasoBaTens n apxMBHoro oHAa, KpaTkylo XapaKTepuCcTUKy cocTasa
N cogepxaHnsi ero IOKYMEeHTOB Y CUCTEMbI Hay4YHO-CNPaBOYHOTO annapara apxuBsa.

WcTopuueckaa cnpaBka COCTOMT W3 pasgenoB: ucTopusa doHgoobpasoBatens, wctopus ¢oHAa,
XapakTepucTuka JOKYMEHTOB poHaa.

7.6.2. MNepsbIi pasgen - nctopusa dpoHgoobpasoBaTens - BKNIOYAET XapakTEPUCTUKY UCTOPUYECKNX YCITOBUM
BO3HUKHOBEHUSA opraHusauum, HasBaHue opraHusauun-npenLecTBeHHUKa, B XPOHOMNOrn4yeckon
nocrneaoBaTeribHOCTU BCEX peopraHn3aLmin, B TOM Yucrie criegyloLlne cBefeHuns:

AaTbl co3gaHus, npeobpas3oBaHNs 1 NMKBMAALMN OPraHn3aLmmn CO CCbINIKOM Ha 3akoHOAaTeNbHbIE akTbl UIK
pacnopsianTenbHble AOKYMEHTbI; Ha3BaHWe opraHM3aLnn-npeemMHuKa;

3aga4un 1 OYHKUMM opraHn3aummn n UxX U3SMeHeHus;

mMaclTab gesTenbHOCT OpraHn3aumm, CocTaB CUCTEMbI NOABEAOMCTBEHHbIX OpraHn3aunii;

MECTO opraHv3aumu B CMCTeMe rocyaapCTBEHHOro annaparta, 3KOHOMUYECKOW, 0BLLEeCTBEHHO-NOMMTUYECKOW,
KyNbTYPHOW U APYrov XNU3HU;



N3MEHEeHWsi B Ha3BaHUM N MOAYNHEHHOCTUN OpraHn3auuu;

CTPYKTYypa opraHv3aumn n ee naMeHeHus.

[na o6beanMHeHHOro apxmBHOro hoHAa MOXET COCTaBNATbLCS obLas nctopusa oHgoobpasosartenei.

B OTHOWeEHUN apxMBHOM KOMMEKUUW - yKa3blBalOTCH CBEOEHUS MO WCTOPUM ee COo3daHus, CBedeHus O
cocTaBuTene, a Takke 0 MECTOHAXOXAEHWUM KOMMeKunn A0 NOCTYNNEHNs B apxvB (€cnm oHa He Bbina cosgaHa B
apxuse).

7.6.3. Bropou pasgen - uctopusi oHaa - BKNOYaEeT creayloLline cBeaeHus:

Aarta nepBoro NOCTYNMeHNs JOKYMEHTOB (DOHAA B apXmB, UX 0BBLEM U KpariHWe aaTthl;

U3MEeHeHNss B cocTaBe M obbeme hoHAa M MX MPUYUHBl (MPOBEAEHWE 3KCMEePTU3bl LEHHOCTW, yTpaThl,
He3aJ0KyMeHTUPOBaHHbIe Nepunoapl);

CTeneHb COXPaHHOCTU AOKYMEHTOB;

ocobeHHOCTN hopMMpoBaHMA, ONMUCaHUS W cucTematM3auum OOKYMEHTOB, CBEAEHWS O Hanmymm
AOKYMEHTOB, BbIXOOALLUMX 32 XPOHOMOrMYeckne rpaHnLbl oHAA;

CBefeHVa 0 HannunuM AokymeHToB hoHaoobpasoBaTens (B TOM YMChe Mo IMYHOMY COCTaBy), HAaXOOALUMXCS
B cOCTaBe ApYrnx hOHO0B UMW apXMBOXPaHNIULL, U MEeCTax UX XpaHeHUs;

CBedeHWs O Hann4mMu JOKYMEHTOB APYrnX opraHnsauun nnum nuy (oHA0BbLIE BKITIOYEHUS);

COCTaB Hay4YHO-CMPaBOYHOro annapara K hoHAY.

7.6.4. Pasgen no wuctopum OHAA COOEPXKUT TakKe Takue OSNemMeHTbl OnucaHusl, Kak aHHoTauus,
ombnuorpadms, nidopmauusa o6 ycnoBusax OCTYNa U UCMOSb30BaHUSA JOKYMEHTOB.

AHHOTaumsA BkNoyaeT B cebs KpaTKylo 0BOBLLEHHYI0O XapaKTepUCTUKY COCTaBa AOKYMEHTOB MO CTPYKType
doHAa M No BUAAM OOKYMEHTOB, COAEPXKaHWS OOKYMEHTOB NO TemMam, BOmpocam, OTpaxarlowum HanpasreHus
aesAtenbHocTM oHaoobpasoBaTens, C yKasaHMEM XPOHOMOrMM TeM Uu 0bo3HayeHMeM ux reorpadunyeckmx
(aaMUHMCTPaTUBHO-TEPPUTOPUANbHBIX) FPaHNLL.

Bubnuorpacma Bknmo4aeT CNUCOK OMyOGNMKOBaHHbLIX WM HEOMyGNMKOBaHHbIX CNPaBOYHUKOB MO hoHAy U
AOKYMeHTanbHbIX NyGrvkauui, BbINONIHEHHbIX HA ero OCHOBE.

7.6.5. TpetTun pasgen BKOYaeT OOOOLIEHHYH XapakTepucTuky ¢oHOa No COCTaBy W COAEPXKaHWUIO
OOKYMEHTOB B LENOM W OTAErbHbIX rpynn AOKYMEHTOB; CBEOEHWS O HanMyunM OOKYMEHTOB, BbIXOASALWMX 3a
XpoHonorudeckue pamku ooHaa, 0 Hay4yHO-CNpaBoOYHOM annapare K oHAy, 0 Buaax HocuTenen nHpopmaunu.

7.6.6. Bropon n Tpetun pasgenbl UCTOPUYECKOM CMPaBKM apXMBHOW KOMMEKUMU CTPOATCH MO aHanormm c
COOTBETCTBYHLUMMN pa3genamm NCTOPUYECKon CnpaBkn apxmBHOro ooHaa opraHmM3aumm.

7.6.7. CnpaBka nognucbiBaeTCs WCMOMHUTENEM W 3aBedyloWwuM apxvBoM (MMLOM, OTBETCTBEHHbIM 3a
apxus).

Wctopuueckaa cnpaBka mnevyaTaeTcd B uYeTblpex 3K3eMnnsdpax: Tpu 9K3emnnspa nepegawoTcs B
rocyoapCTBEHHbIN apxXuB Mpu NepBON Mepefadve AOKyMeHTOB (DOHAA; OOMH XpaHUTCA B Aene cdoHaa B apxuee
opraHusauum.

7.6.8. Victopuyeckasi cnpaBka [OMNOMHAETCA Npu MNOnofHeHun oHda wnv B Cryyae peopraHusaumm,
M3MEHEHNs CTPYKTYpbl M QYHKUMA opraHusauun. WcTopuyeckas cnpaBka (4acTb ee) npeacTaBnseTcd B
roCy4apCTBEHHbIN apXuB BMECTE C KaX[A0W 3aKOHYEHHOW OMUCHIO.

7.7. ABTOMaTM3MpOBaHHbLIN Hay4YHO-CMPaBOYHbIN
annapart apxuBa

7.7.1. ABTOMaT13NpOBaHHbIA Hay4YHO-CNPaBOYHbIN annapaTt apxmBa - KOMMMAEKC 3NEKTPOHHbIX CNPaBOYHUKOB
(6asa gaHHbIX OMMCaHWUM OOKYMEHTOB), NpeAHa3HayYeHHbIX Ans 3¢pEKTUBHOINO NOMCKA apXMBHbLIX JAOKYMEHTOB U
MHopMaumn.

7.7.2. ABTOomaTuanpoBaHHbii HCA MoxeT 6asmpoBaTbcs Ha WHGOPMaAUMOHHO-NMOUCKOBOW cUCTeEME,
co3jaBaeMol B TekylleM [enonpovM3BOACTBE OpraHusauuMu, W npexae BCero Takux ee afneMeHTax, Kak
3NEeKTPOHHbIE CrpaBOYHbIEe KapTOTEKW, HOMEHKNaTypbl Aer, Knaccudukatopbl (KOppecrnoHOEHTOB, CTPYKTYPHbIX
nogpasgeneHvii, HasgaHui BUOOB JOKYMEHTOB U Ap.).

OCHOBHbIMW MONAMW  3MNEKTPOHHOW PEerncTpaumoHHO-KOHTpOnbHON kapTodkm (PKK) saendioTca: asTop
(koppecnoHdeHT), HasBaHvWe BuAa [OKyMeHTa, daTta, WHAEKC AOKYMeHTa, 3arofioBOK (KpaTkoe coaepxaHue),
pes3oniouusi, CPoK UCMNOSHEHUS, OTMETKa 06 MCMONHEHMWN, apXMBHBIN WNAP.

Mownck nHdopmaLmm 0 JOKYMEHTE MOXET OCYLLECTBNATLCSA kak no ogHomy nomnto PKK, Tak n no kombuHaumm
nonew.

7.7.3. lMone PKK "Homep gena no HomeHknatype" sBNAeTCA CBA3YIOLWMM MOUCKOBBLIM PEKBU3UTOM MNpwU
nepexofe oT noucka nHgopmaumm Ha ypoBHe JOKYMEHTa K MOUCKY Ha ypoBHe Aena.

MpyM HanUuMuM SNEKTPOHHOW HOMEHKNaTypbl Oenl B aBTOMaTU3MPOBAHHOM peXxume OCyLecTBnAeTcd
crnvcaHue JOKYMEHTOB B AeNo 1 U3BnevyeHme JOKYMEHTOB 13 Aena.

Ecnu nonb3oBaTtenb OCyLWeCTBNSAET NOUCK MHpOpMaLLMK N0 HOMEHKNaType Aen, a eMy TpebyeTca NnepenTu K



KOHKPETHOMY JOKYMEHTY, aBTOMaTUYeCKN MOryT co3flaBaTbCs NepeyvyHn JOKYMEHTOB, BOLWeALWmMX B Aena.

OCHOBHbIMW MOVCKOBLIMU PEKBU3WTAMU HOMEHKNATypbl Aen SBMSATCA: MHOEKC Aena, 3arofoBOK Aena
(Toma, yacTtu), KonmMyecTBo gen (TOMOB, YacTen), CPOK XpPaHEHMWS 1 CTaTbs MO NEPEYHIO.

7.7.4. Ha ocHOBe 9mneKTpOHHOW HOMEHKNaTypbl Aernl B aBTOMAaTU3UMPOBAHHOM pPEXWME OCYLLIECTBNAETCS
¢dopmupoBaHmne onucen gen. lNpu atom "unbTpom" ana otbopa uHGOpMaUUM ABNAIOTCA CPOKU XpaHEeHMUs
OOKYMEHTOB (MNOCTOSIHHOrO, BpeMeHHOro (cBblwe 10 neT) XxpaHeHus, no NMM4YHOMY COCTaBy).

B anekTpoHHOW onucu copepxaTcs pekBU3UTbl onucaHus nHdopmaumm Ha yposHe fena. ObasatenbHbIMm
pPEKBU3UTAMWN OMUCAHUS SIBNAIOTCA: MOPSAKOBbLIA HOMEp 3anucu (HoMep Aena), MHAEKC Aena, 3arofioBoK Aena,
yKa3aHue Ha MOASIMHHOCTb (KOMUMMHOCTL), KpanWHWe AaTtbl JOKYMEHTOB, KOMWYECTBO NUCTOB B Aene, aHHoTauus
OOKYMEHTOB.

COBOKYNHOCTb 3MEKTPOHHbLIX ONMUCEN JaeT MHpopmauuio o hoHAE B LIENTOM.

7.7.5. OnektpoHHble PKK aBnsoTcs ocHOBOWM Ansi co3gaHns aBToMaTM3MpoBaHHOMO KaTarnora.

Ecnn B TpagmumoHHom HCA Buabl u pa3HOBMOHOCTWM KaTaroroB (CUCTEMaTUYECKUWA, TemaTUyecKun,
WMEHHOW, MO UCTOPUM YYpEXOEHUI 1 OP.) CBA3aHblI MeXay COOON CMCTEMON OTCLINIOK, TO B aBTOMaTM3NpOBaHHOM
pexume opMmnpyeTcs OAUH 3MEKTPOHHLIN KaTanor, cogepxalln onncaHne Ha ypoBHe AOKYMeHTa unuv gena.

Katanor cHabxaeTcs KrnoYeBbIMU CrOBaMK, OTPaxaroLlmMMm TeMy, reorpadmyeckoe HassaHue, nepcoHanum
n 1.4. lNpegycMoTpeHHas B KaTanore cxema knaccudukaumm no3sBonseT OTHECTUM [OKYMEHT K OOHOM unu
HecKonbkum pybpukam. Nouck nHpopmalmm nNo cxeme krnaccudukalmm no3sonseT UCNOoNb30BaTb ANEKTPOHHbLIN
KaTanor Kak cuctemaTuyeckui, Katanor no reorpaddnyecknm Ha3BaHUsM - Kak reorpaduyeckuin u T.4.

Mpu oTcyTCTBUM B OpraHM3aumMm aBTOMaTU3MPOBAHHOW CUCTEMbI permcTpaumn AOKYMEHTOB cosaaeTcs basa
AaHHbIX ONUCaHWIA Ha YPOBHE AOKYMEHTa (3NEKTPOHHbIN KaTanor).

OCHOBHbIMW pPEKBU3MTAMU OMUCAHWIA B 3MIEKTPOHHOM KaTarore siBNSTCA: MHOEKC, pyOpuka, noapybpuka,
Aarta cobbiTus, MecTo cobbITus, coaepxaHne, Ha3BaHve poHaa, Homep hoHaa, HOMep onucK, HOMep gena, Homep
nucta. PeksnauTtbl: HasBaHne coHaa, Homep oHaa, HOMep OnUCK, HOMep Aena, HoMep NUcTa coaepXaT yYyeTHble
XapakTepuCTUKM U MOryT TpaHCOpPMMPOBATLCA U3 YY4ETHON aBTOMATU3MPOBAHHOW CUCTEMBI.

7.7.6. ABTOMaTM3NPOBaHHbLIN HAay4YHO-CNPAaBOYHbIM annapaT NpeocTaBNAeT No CPaBHEHUIO C TPaAULMOHHBIM
HCA 6onee wunpokue BO3MOXHOCTM ONepaTUBHOIO M MHOrOACneKTHOro NMovcka apXMBHbBIX AOKYMEHTOB. PyHKUMM
HCA BbINONHAIOTCA C MOMOLLBIO Npoueayp noucka MHopmauuv, NpeactaBneHus pesynbTaTtoB novcka Ans
3KpPaHHOro NPOCMOTPa MUNu B BUAe hannos 1 pacnevyaTok, popM1MpoBaHnNs TEKCTOB CMPaBOYHUKOB.

KnioueBble crnoBa, xapaktepusylLmne obbekT onvcaHus, BBOAATCS B CUCTEMY B MpoLECCe ONMCaHWs Unm
nocne ero 3aeeplweHus. Knoyesble cnosa AalT NONb30BaTEN0 BO3MOXHOCTIN BLICTPOro nomncka nHdopmMaummn Ha
ypoOBHe hoHaa, onucu, aena, AOKYMEHTA.

Mouck mHopmMauum nNo MOMHOTEKCTOBbIM ©a3am [AaHHbIX, BKIHOYAOWMM MOMHbIE TEKCTbl MaTtepuanos
(apxvBHblE OOKYMEHTbI, >XypHarbHble CTaTbW, KHUMM, 3aKOHOAATENbHblE akTbl), NpegycMaTpuBaeT obpalleHune
nonb3oBaTtens npexzae Bcero Kk pedepaTy (BBEAEHUIO) N 3arorioBKaM pasfenoB AOKYMEHTa C nepexonoMm, npu
HeobX0QMMOCTN, K COOTBETCTBylOLWeMy TekcTy. [lonb3oBatento mnpu HeobGXOAMMOCTM npefocTaBnseTcs
onepaTuBHas BO3MOXHOCTb NOMyYeHUst KOMUU NOSTHOMO TEKCTa AOKYMEHTa.

Mounck nHdopmaLmm No NONHOTEKCTOBLIM JOKYMEHTaM MOXET OCYLLECTBAATLCA NO AeCKpunTopam, KoTopble
BbIOMpaloTCA M3 MeyaTHbIX Bepcui Tesdaypyca, Mnm Mo KnaccuumkauMoHHbIM MHAEKCaM, a Takke No crnosam
€CTEeCTBEHHOrO A3blKa U3 TeKCTa AOKYMEHTA.

7.7.7. JokymeHTbl, noanexawime nepefaye Ha MOCTOAHHOE XpaHeHWe, NepefarTcs B rocyaapCTBEHHbLIN
apxuB BMeCTe ¢ aBToMaTnanposaHHbiM HCA.

Hanuuve ob6s3aTenbHbiXx peKBM3NTOB B CTpykType 6a3 pgaHHbIX aBTomaTusmpoBaHHoro HCA wu
npegocTaBneHne NHPOpMaLMm No 3TUM PeEKBU3UTaAM B 3NEKTPOHHOM cbopmaTte obecrnevmBaeT cOBMECTUMOCTb B[]
apxvBa opraHusauumm u asTomatusmposaHHoro HCA rocygapcTBeHHOro Mnu MyHUUUNanbHOro apxmBea.

8. NCMNOJIb3OBAHUME OJOKYMEHTOB APXMBA
8.1. lNoHaTue ncnonb3oBaHUs AOKYMEHTOB apxXuBa

8.1.1. Ncnonb3oBaHUE apXMBHbIX AOKYMEHTOB - MPUMEHEHUE MHAPOPMALUN apXMBHBLIX OOKYMEHTOB B
KyNbTYPHBIX, HAY4HbIX, MOJIMTUYECKUX, SKOHOMUYECKMX LIensx 1 ans obecneyvyeHust 3aKOHHbIX NMpaB U MHTEPECOoB
rpaxgaH.

8.1.2. [IOKyMeHTbl apxXxuBOB OpraHusauun SABMASITCHA OTKPbLITBIMA AN UCMOMb30BaHUA apXMBOM U
nonb3oBarensMmn. VcknoueHne coctaBnseT AOKYMEHTMPOBAHHAA MHGOPMaLns, OTHECEHHAsA 3aKoHOOATEeNbHbIMU
aKkTamu K KaTeropmm orpaHM4eHHoro gocryna.

Mopsagok uMcnonb3oBaHMS [OOKYMEHTOB ApxuBHOro doHaa Poccunckon depepaumu, HaxogsWMXcs Ha
BPEMEHHOM XpaHEHMM B OpraHM3aunsx, onpeaensaercs MMM Ha ocHoBe HacToswmx Mpaswun.

8.1.3. OcHOBHbIMN hbOpMaMn NCMNOMb30BaHWUS JOKYMEHTOB apXunBa SBNATCA:



MHOPMUPOBaHME PYKOBOACTBA U CTPYKTYPHbIX MOApAa3AeneHun opraHisaunm, a Takke Apyrux opraHusaumn
O HaNV4YUW B apxmBax TeX WUIM UHbIX JOKYMEHTOB M UX cogepXaHuu;

WCMOSHEHMEe 3anpoCOoB rpaXkaaH U opraHu3aLmin cCoumanbHO-NPaBoOBOro XapakTepa;

NCnonb30BaHUEe JOKYMEHTOB B CpeacTBaxX MaccoBow nHdopmamu;

noaroToeka MHPOPMAaLMOHHBIX MEPONPUATUN: BbICTABOK, KOHbepeHumn n ap.;

Bbldaya JOKYMEHTOB Ang paboTbl B YNTanNbHOM 3arne apxvBa;

Bbldaya JOKYMEHTOB BO BPEMEHHOE NOMNb30BaHMeE.

8.1.4. WHdopmupoBaHue © UCMOMHEHME 3anpocOB pPYyKOBOAUTENEN OpraHu3aunm U  CTPYKTYPHbIX
nogpasgeneHnii, a Takke ApPYrMx OpraHuM3auuin OCyLLecTBSIieTCs apXuBOM MO OnpedeneHHONW TemMaTuke Mo
3anpocy WnvM B MHMLMATMBHOM Mopsake B oopme MHAOPMALMOHHOIO NMMCbMa UM CMPaBKU O HanmuM4yMu B apxvBe
COOTBETCTBYHOLUUX JOKYMEHTOB.

WHdopmmpoBaHne pykoBoaMTENEN OpraHn3aumm MOXeT NpOV3BOANTLCS B (DOPME NepeyHs 3arofioBKOB Aen
UNM JOKYMEHTOB MO ONpeAerneHHon TeMaTuke nv no Buaam € ykasaHueM AaT JOKYMEHTOB UM MOMCKOBbIX AaHHbIX.
B HeobxogumbIx cnyvasx gatoTcst aHHOTauUuu.

3aronoBkn [OOKYMEHTOB WNW [en pacrnonaralTcs B MNepeyHe Hes3aBUcumo OT ux hoHZoBon
NpUHaANEXHOCTU: MO XpOHONOrMM cobbiTUI, MO BONpOocam, No BUAAM UMM 3HAYMMOCTU JOKYMEHTOB B 3aBUCUMOCTM
OT 3anpoca.

MHdopmupoBaHme pykoBoaUTeENen MoOXeT NPOM3BOANTLCS Takke B popme TemaTudeckonm noabopku konuim
OoKkymeHTOB. Konum pacnonaraloTcs B NOrMyeckon nocrnefoBaTeNnbHOCTU; K Noabopke KOnuM npunaraeTcs
TUTYMBHBIA NACT, a TaKkke Npy HEOBXOANMOCTM UCTOPUYECKas CrnpaBka, NepeYeHb U Apyrme matepuarnbi.

[MepeyeHb, NMCbMO, CcrnpaBKa, HarnpasBnsemble BHYTPW OpraHuMsauuMy, noAMNUCLIBAIOTCA 3aBefyloL MM
apXuBOM; NpW BbINMOMHEHUN 3anpoca APYro opraHvM3aumyM NUCbMO, Cnpaeka, NepedeHb, TemaTnyeckas nogbdopka
KON JAOKYMEHTOB MOANUCHLIBAIOTCS 3aBEAYIOLMM apXMBOM U HanpaBmsioTCs C COMPOBOAMTENbHBIM MUCBMOM 3a
NOANUCBLIO PYKOBOAUTENS OpraHmn3auuni.

8.2. VicnonHeHne 3anpocoB rpaxiaH
1 opraHm3aLmmn coumanbHO-NMPaBoOBOro Xxapakrepa

8.2.1. NHdpopmauus coumanbHO-NpaBoBOro xapakrepa Mo 3anpocam rpakgaH U opraHusauvn BblgaeTcs B
dhopme apXMBHOWM CNpaBKX, apXMBHOW KOMUN 1 apXUBHOWN BbIMUCKM.

Apx1BHas cnpaska - JOKYMEHT, coaepxalunii apxmBHyo MHopmauuio o npegmeTe 3anpoca, C ykasaHuem
MOMCKOBbIX AaHHbIX JOKYMEHTOB, Ha OCHOBaHUMN KOTOPbIX OHa COCTaBfeHa.

ApxXuBHas Konusi - AOKYMEHT, BOCMPOW3BOAALLMA TEKCT WM M300pakeHWe apxXuBHOrO AOKYMEeHTa, C
yKa3aHneMm ero noucKoBbIX AaHHbIX.

ApxvBHas BbINUCKa - [AOKYMEHT, [OCMOBHO BOCMPOU3BOAALWMA YacTb TeKCTa apXMBHOrO [OKYMEHTa,
OTHOCALLYIOCS K orpefeneHHOMY BOnpocy, akTy nunu nuuy, ¢ ykasaHueMm noucKoBbIX AaHHbIX JOKYMEHTA.

ApXuBHbIE CMpaBKW, BbLIMUCKM U KOMUKU BbIAAIOTCA Ha OCHOBaHWW MWUCbMEHHOrO 3arnpoca Monb3oBaTens,
KOTOPbIN [OMMKeH cofepxaTb HauMeHoBaHWe (M adpec Mnpu Mepechifike) opraHusaumun (apxmsa), KOTOPOW OHM
afpecoBaHbl; M3NoXeHue cylwecTBa 3anpoca; amMunuio, MMS U OTY4ecTBO obpalialollerocs; ero agpec,
KOHTaKTHble TenedOoHbl; AaTy WU NINYHYIO NOANUCH.

OOGpalueHns rpaxgaH, B KOTOPbIX OTCYTCTBYIOT hamunum, agpeca v nognucu obpallarowmnxcs, cHMTalTcs
@HOHVMMHBLIMW W He MoanexaT PacCMOTPEHWIO; MpU NMYHOM ObpalleHuyn npyu Hanuiun daMmunum n agpeca
HegocTawLas nHopmaums MoXeT BbiTb BOCNOMNHEHa.

CpoK MCMOSTHEHNs 3anpoCcoB COoUMarbHO-NPaBOBOrO xXapakrtepa rpaxaaH W opraHusauuin no marepuanam
apxvBa He JorkeH npesblwaTbh 30 gHeN co AHA pernctpauumn obpaiieHus. Mpu CNoxHbIX 3anpocax CPoK MOXeT
ObITb NpoaneH, Ho He Gonee yem Ha 30 gHen ¢ ob6A3aTenNbHLIM yBEAOMIIEHMEM 00 3TOM 3asaBUTENS.

CpoK MCnosHeHWs 3anpocoB C UCMOMNb30BaHMEM TOMbKO Hay4YHO-CMPaBOYHOro annapaTa apxvea - He Gonee
15 AHel ¢ MOMeHTa permcTpaumm obpalleHus.

Mepecbinika HeMpPodUIbHBIX 3anpocoB MO NPUHAANEXHOCTU B ApYyrve opraHv3auuy Unu apxmebl, a Takke
NHOpMMNpoBaHme 06 3TOM 3aABUTENS OOSPKHbI OCYLLECTBATLCA B 5-OHEBHbIN CPOK C MOMEHTa O6palLeHus.

8.2.2. ApxmBHblE CMpaBKN COCTaBMSAKTCH HA OCHOBaHWW OOKYMEHTOB (NMOANMHHUKOB W 3aBEPEHHbIX KOMui),
XpaHAWMNXCA B apxvBe; WCMONb30BaHME He3aBEPEHHbIX AOKYMEHTOB, OTHOCALWMXCA K BoOnpocy obpalieHus,
oroBapuBaeTcsl B TeKCTe cnpaBku ("He3aBepeHHas konus"). [py OTCYTCTBMM B apXuBe OOKYMEHTOB, COOEepXallnx
cBefeHus Mo 3anpawvBaemMoOMy BOMPOCY, apXuBHasA CrnpaBka MOXeT ObiTb BblgaHa Mo XpPaHSLWMMCH B apxvBe
neyaTHbIM MaTepuanam, OTHOCALLMMCH K npegMeTy obpalleHunsl, C TOYHbIM U MOSTHBbIM yKa3aHWeM UCTOYHMKA.

ApXMBHbIE CNpaBKW COCTaBMSAOTCS MO YCTaHOBMEHHOW ¢opme (npunoxeHue 42) Ha OGnaHke apXUBHON
cnpasku unu obiem GnaHke opraHM3aumu.

B cnpaBke npuBoaaTcA Ha3BaHWA, daTbl U HOMepa [OKYMEHTOB M u3naratoTcs CBedeHus, Melonecs B
Ha3BaHHbIX [OKYMEHTax W OTHOcsAwWMeca K Bonpocy obpaieHus. M3noxeHve paeTcsd B XPOHOMOTMMYECKOW



nocrnegoBaTenbHOCTU CODbITMI, @ He OOKYMEHTOB, B KOTOPbIX OHWM oOcBellatoTcs. [onyckaeTtcs npuBoauTb B
crnpaBKe BbIOEPXKU M3 AOKYMEHTOB, 3aK4das MX B KaBblikM. HasBaHus opraHusaumi B TeKCTe ChpaBKu npu
nepBoM ynoTpebreHnM MpUMBOASITCA MOJIHOCTbIO, @ B CKOBOKax - Mx oduuManbHO MPUHSTbIE COKpalLeHus; npu
MOBTOPHbIX YNOMUHAHUSAX - TONbKO COKPaLLEHHbIE.

B cnpaBky BKOYaOTCA TOMLKO CBEAEHUS, YTOMUHAEMbIE B JOKYMEHTaX.

B TekcTe apxvBHOW cCnpaBkM He [OMYCKalTCA KOMMEHTapuwW, COBCTBEHHbIE BbIBOAbI MCMNOMHUTENSA MO
COAEepPXaHMIo NCMOMb30BaHHbLIX JOKYMEHTOB.

lMocne TekcTa cnpaBkM MNOMELLAIOTCA apXMBHblE LWNMPbLI OOKYMEHTOB, MOCHYXMBLUMX OCHOBaHMEM Afis
COCTaBMeHUs TeKcTa crnpasku (Homepa (boHAO0B, ONUCEN 1 Aen, a Takke HoMepa NUCTOB B Aene).

ApXx1BHas crnpaBka MOANMCHLIBAETCA PYKOBOAMTENEM OpraHusauuu unv noapasgerfieHnsl, B CoOCTaB KOTOpPOro
BXOAMWT apXxuB, U PyKOBOAWTENEM apxuBa; NpaBo NOAMMCY CMPaBK1 yCTaHaBNMBAETCS B MOMOXEHWM O cryxbe JOY
unu B NonoxeHum ob apxmee opraHusauuun. CrnpaBka 3aBepsieTCsl MevaTbio OpraHusaluvu; BTOPOW 3K3emnnsip
apXMBHOW CMpaBKy 3aBepseTcs PyKOBOAMTENEM apxuBa W XpaHWTCS B Jenax apxuBa B COOTBETCTBUMU C
HOMeHKNaTypon gen.

8.2.3. ApXMBHbIE KOMWUM U BbINUCKM U3 OOKYMEHTOB BblJAlOTCS B COOTBETCTBUM C 3anpocoM. NOeHTUYHOCTb
NOAMVUHHWKY BbIAAHHBIX AaPXWMBHbLIX KOMWW W BbINMUCOK 3aBepseTcs MOANUCHI0 PYKOBOAMTENS opraHusauun wnu
YMOMHOMOYEHHOro MM nuua (pykoBOAMUTENs nogpasferneHus, B COCTaB KOTOPOro BXOAMT apxvB) U repboson
neyaTbio opraHM3aunu.

Bbinncka npov3BoaMTCA TOMbKO M3 OOKYMEHTa, B KOTOPOM COOEPXUTCA HECKONbKO OTAEMNbHbIX, He
CBSA3aHHbIX Mexay cobow BonpocoB. BbinvMcka [omkHa BOCMPOU3BOAWUTL MOMHbIA TEKCT 4YacTM OOKYMEHTa,
OTHOCSILLENCS K 3anpocy.

OTpenbHble CNoBa M BbipaXXeHWs NOAIMHHOIO JOKYMEHTA, a Takke UCNpaBrieHns, NOAYNCTKY, Bbi3biBatoLLME
COMHEHME B UX OOCTOBEPHOCTU, OroBapmBaloTCs crioBamMu: "Tak B AOKymeHTe" nnu "B TekcTe Hepa3bopumnso".

MallMHONMCHbIE apXUBHbIE KOMUWW W BBLIMWCKM W3roTaBnuBalOTCA Ha OnaHke nucbMa opraHusauun c
o000o3HavyeHMeM Has3BaHusi AokyMeHTa: "ApxuBHas konus", "ApxvmBHasa Bbinucka". [pyn M3roToBNEHWM KCeEpOo- WU
cdhoToKkonNu JokyMeHTa GraHK opraHM3aunm, Kak NpaBuno, He NCMNorb3yeTcs.

lMocne TekcTa apXxvMBHOMW KOMWM MMM BbIMUCKWN YKa3biBAeTCH apxvMBHbIN WGP AOKymeHTa. Ecnn konna vnu
BbINWCKa 3aHMMaloT 6ornee ogHOro nMcTa, apXmBHLIN LWMMP yKasblBaeTcs Ha 06opoTe Kaxaoro nucta. Bee nucTbl
apXMBHOW KOMWM UMW BbIMUCKN AOMKHbI ObITb CKpensieHbl, MPOHYyMEepOBaHbl U Ha MECTe CKPEMMeHUs 3aBepeHbl
apX1BOM.

8.2.4. Apxu1BHbI€ CMPaBKX, KOMUA U BbIMUCKM U3 apXMBHbBIX JOKYMEHTOB HanpaBnsitoTCs 3asBUTENAM MO no4vTte
C COMPOBOAUTENBHBLIM NMMCbMOM, NOANMUCAHHBLIM PYKOBOAMTENEM OpraHu3aumn Unm CTPYKTYPHOro nogpasgeneHus,
B COCTaB KOTOPOro BXOAUT apXxuB. ApXMBHbIE CNPaBKX, KOMUKU 1 BbIMMCKU MOTYT BblAaBaTbCA NOA PacnucKy Ha pyku
3agBuTENSM NpU  NPeabsBNEHUM Macnopta WM  WMHOTO OOKYMEHTa, YOOCTOBEPSIOLWErOo JMYHOCTb; UX
POACTBEHHMKAM WMM [OBEPEHHBbIM NWUaM Npuv NpeabsBNEHUN HOTapuanbHO 3aBEPEHHOW [OBEPEHHOCTH,
0hOPMIIEHHOW B COOTBETCTBUM C 3aKOHOOATENLCTBOM.

MonyyaTtenb apxXMBHOW CNpaBKX, KOMWW UMW BbIMWUCKU PacrnnCbiBAETCA HA BTOPOM 3K3eMMNIsSpe Nosy4aemMoro
OOKYMEHTa, OCTalleMCsi B [enax apxuBa, C YykasaHMeM [aHHbIX nacrnopta Wnu [Jpyroro [OKYMEHTa,
YAOCTOBEPSIOLLEro NMMYHOCTb NonyyarTens.

8.2.5. ApxvB B COOTBETCTBMM C 3akoHoAaTenbCTBOM obecneyvBaeT: NpaBO rpaxgaH Ha JocTyn K
OOKYMEHTUPOBAHHOW MHAOPMaLun O HUX; NPaBoO 3HaTb, KTO M B KaKWX LIENsX MCNornb3yeT U MUCMoNb3oBan 3Ty
nHdopmaumto. OTkas rpaxkgaHnHy B JOCTYMNe K JOKYMeHTam O HeM MoxeT ObiTb o6anosaH B cygebHoM nopsake.

ApxvB opraHm3aumm obs3aH npegoctaBuTb MHOpPMaumMio 6ecnnaTHO NO TpeboBaHUIO Tex opraHu3auun u
nnL, KOTOpbIX OHa kacaeTcs. OrpaHM4yeHUss BO3MOXHbI NULLb B Cry4Yasax, NpegyCMOTPEHHbIX 3aKOHOAATENbCTBOM
Poccuiickon ®egepauun. ApxmB MOXET UCMONMHATL TEMaTUYECKNE 3anpoChl OPUONYECKUX NNLL, a Takke 3anpochl
hr3nM4EeCKUX NUL, UMYLLLECTBEHHOIO M (PMHAHCOBOrO XapakTepa Ha NnaTHOM OcHoBe. [lepeyeHb Takux ycryr u
pasMep onnaThl YTBEPXAAKTCA PYKOBOAUTENEM OpraHv3auum.

8.2.6. [JonyckaeTcs U3bATUE M3 apXMBHbLIX AEN M Bblgadva BnagenbLaM Un UX poacTBEHHWKAM MOLMMHHBIX
NNYHBIX JOKYMEHTOB O IPaXX4aHCKOM COCTOSHMU, 06 06pa3oBaHun, TPYOOBbLIX KHUXKEK U APYrMX HE MOJYYEHHbIX B
CBOe BpeMsi Bnagenbuem JOKYMEHTOB.

MoanuHHbIE NMYHbIE OOKYMEHTbI BblOAlOTCA C pa3pelleHuUsl PyKOBOAMTENs OpraHu3auun 3asiBUTeEnsM Mo
npegbsBNEeHMM NacnopTa, MHOro JOKYMEHTA, yAOCTOBEPSIOWEro JIMYHOCTb, UX POACTBEHHMKAM MMM OOBEPEHHbLIM
nvuaMm HoTapuanbHO 3aBEepPEeHHOW [AOBEpeHHOCTU. [loanuHHble §nW4YHble AOKYMEHTbl MOryT ObiTb BbIiCNaHbl
3as9BUTENIO LEHHbIM NMNCBbMOM.

OpraHamu npaBonopsaka u3 apxmea MoryT 6biTb U3bSATbI JOKYMEHTblI B COOTBETCTBMU C 3aKOHOAATENbCTBOM
Poccunckon degepaumn.

Ha MecTo u3bAToro JOKyMeHTa B Aeno BKNaAablBAaeTCA CnpaBka O Bblgade, CHATAs C HEro KOnust unm B
YYETHbIX apXMBHbIX [OOKYMEHTax [enaetcss oTMeTka 00 u3bATAM, YyKasbiBalOTCS HOMep, AaTa M Ha3BaHue
OOKYMEHTa - OCHOBaHMWA NS U3bATUS, a TakkKe pacnucka nonydaTtens 4oKymeHTa (Mpu Nu4YHOW nepegaqe).



8.2.7. lpwn OTCYTCTBMM B apxuBe 3anpalinBaemMbiX CBEAEHW OTpuuaTesSibHbIi OTBET COCTaBnseTca Ha
GrnaHke nucbMa opraHusauun. B Hem ykasbiBaeTca pakT OTCYTCTBUSI B AOKYMEHTax apxvBa WHTEPECYHOLLMX
3asBUTENs CBEAEHUN M [AKOTCA pekoMeHdauuu, Kyaa cnegyet obpatuTbcs 3a Heobxogmmon uHdopmaunen. B
cny4daax oTpuuaTtesnbHOro oTeeTa, coaepXxallero ceeneHud (o]¢} OTCYTCTBMN B apxuBe HeOGXOD,I/IMbIX OOKYMEHTOB
BcneacTeBme nx rmbenn nnum yTpaTbl, TEKCT NUCbMa AOO0J>XKEH ObITb 3aBepeH ne4vyaTtbio opraHn3auunin.

8.3. PaboTa umMTanbHOro 3ana apxuea

8.3.1. B uensx cosgaHus ycrnosuin ansa paboTsl cneunanvuctos (nonb3oBaTenemn) HeNoCpeacTBEHHO B apxmee
co3JaeTcs uuTanbHbln 3an  (MPOCMOTPOBBIN 3ar, KOMMbIOTEPHbIA 3an, MNOMeLleHne AN MpochywmnBaHns
(HOHOAOKYMEHTOB M Ap.), 060pyAOBaHHbIN COOTBETCTBYIOLUMMM TEeXHUYECKUMW cpeactsamu Ans paboTel C
MWKPOKOMUSAMU, 3NEKTPOHHBLIMW ayaAnoBU3YaribHbIMU U UHBIMU OKYMEHTaMM.

Pacnopsgok paboTbl YATanbHOro 3ana yctaHaenvMeaeT PyKOBOAMTENb apxuBa.

Mpw oTCYTCTBMM B apxmBe cneumarnbHO BblAENEHHOro NoOMeLLeHNs YuTanbHoro 3ana paborta nonb3oBaTenemn
C [AOKyMEeHTaMu npou3BOAMTCH HemnocpeacTBeHHO B pabouvx KoMmHaTax apxuBa, AnA 4ero obopyayeTcs
cooTBeTCTBYIOLWEe paboyee MecToO.

8.3.2. B untancHoM 3ane apxmBa MoOryT paboTaTb kak COTPYAHMKU OpraHuM3auumu, Tak U uccrnegoBsaTtenu 13
Hay4HbIX U UHbIX OpPraHU3auni UnNu YacTHble nuua.

Monb3oBaTenu JOMyCKalTCHA B YMTANbHbIMA 3an HA OCHOBaHUM NIMYHOIO 3asiBNEHWs; Nonb30BaTenu, BeayLlmne
Hay4Hyt0o paboTy B COOTBETCTBUWM C MMAHOM Hay4HbIX YYPEXAEHWA UNKU BbINOMHSAKOWME CryxebHble 3agaHus,
nNpeacTaBnsaoT NMCbMO HanpasuBLLEN NX OpraHM3aunmy; COTPYAHUKMA OpraHn3auun 4ONycKalTCa B YNTaNbHbBIN 3an
no NpeabsABneHn crnyxebHOoro yaocToBepeHuns.

B nuyHOM 3asBneHWM WM NUCbMeE yKasbiBalTCA (PaMUnus, MMs, OTYECTBO MNOMb3oBaTens, AOJIKHOCTb,
Hay4yHOe 3BaHWe, y4yeHas cTeneHb, TeMa M XPOHONOrM4yeckme pamkm nccneaoBaHums.

Pa3pelueHne Ha paboTy B untanbHOM 3ane gaeT 3aBedyHoLnii apXMBOM Ha HeOOXOOMMbIN MOMNb30BaTENtO
CPOK, HO, Kak npaBuno, Ha 1 rog co aHs odopmneHus. MNMpn HeobxoaAMMOCTM NMPOANEHNS CPOK COrnacoBbIBaeTCH C
3aBeayloLMM apXMBOM UMW COTPYOHUKOM YMTaNbHOrO 3ana.

8.3.3. ApxuB opraHumsaLmm nNpeaocTaBnsieT pUaANYECKUM UNKn (GU3NYECKMM nvuaMm AN UCMoNb30BaHUSA B
yuTanbHOM 3ane, B TOM 4ucre ANS W3rOTOBMEHUSA KOMUW, BLIMWMCOK, OTKPbITblE AOKYMEHTbl, YYTEHHble |
npoLeaLne Hay4HO-TEXHNYECKYI0 06paboTKy, umetoLme CNpaBoOYHMKN 1 ApYyrMe NOMCKOBbIE CPeacTBa.

OTka3 unm oTcpoyka B Bblgavye JOKYMEHTOB AOMYCKAaKTCS B Cryyasx:

UX NAOXOro pomM3n4eckoro COCTOAHUS;

OrpaHVYEeHN Ha MCNOMb30BaHWe, YCTAHOBMEHHbIX 3akoHogaTenbCcTBOM Poccuiickon ®Pegepaumn wunu
doHgoobpasoBaTenem npy nepegaye JOKYMEHTOB Ha XpaHeHue;

Monb30BaHWsA AOKYMEHTaMu COTPYAHWKaMW apxvBa Afs BbINOMHEHUS CNyXebHbIX 3a4aHuni;

Bbl4ayu JOKYMEHTOB BO BPEMEHHOE MOSb30BaHWe Uin Apyromy nonb3oBaTento B YUTanbHOM 3are.

OTka3 apxvBa B NpegocTaBneHUN OOKYMEHTOB AOMMKeH ObiTb BbldaH B MMCbMEHHON hopMe M coaepxaTb
MPUYUHBI OTKasa, CPOK AENCTBUS OrpaHWYEeHWn, puaMyeckoe OCHOBAHME OrpaHWYeHun, a Takke MOopPSAoK
obxanosaHusi oTkasa.

8.3.4. Ha kaxpgoro nonb3oBaTens B YMTanbHOM 3ane apxuBa, Kpome pabOoTHMKOB OpraHv3auuv, 3aBOauTCH
KapTouka (mpunoxeHuve 43).

8.3.5. [lena u3 xpaHunuuia BblAalTCA Ha OCHOBaHWWM 3anofiHeHHOro GraHka 3akasa (npunoxeHwe 17) u
YYNTBIBAKOTCA B KHUre Bbi4ayn Aen u3 xpaHunuua (npunoxexHve 19).

8.3.6. Kaxxgoe BblgaBaemoe M3 XpaHWnuMLia B uMTarnbHbIA 3an Aerno AOSMKHO MMEeTb NUCT MCNOMb30BaHMA
aena (npunoxeHue 20).

8.4. Bolgaya gen Bo BpeMEHHOE Mosfib30BaHMe

8.4.1. ena BblgatoTca BO BPEMEHHOE Nosib30BaHWe CTPYKTYPHbLIM noapasferieHusaM opraHvMsaummn Ha Cpok,
He npesbiwatowmn 30 aHen. Cpok MoxeT BbiTb MPOANEH apXMBOM MOCHE 0O3HAKOMITEHWNSI C COXPaHHOCTLIO e, HO
He Bonee yem Ha 30 gHewn.

8.4.2. Bblgaya gen BO BpeMEHHOe Mofib30BaHWEe APYrMM opraHu3auusMm no Mx MUCbMEHHOMY 3arnpocy
odopmnsieTcs akTom (npunoxeHue 18). AKT coCTaBnsieTcs B ABYX 3K3eMnnsdpax, O4VMH U3 KOTOpbIX nepepaeTcs
nony4artenio, a Apyron ocTtaeTcsl B apxmBe. AKT MOANUCLIBAETCS PYKOBOAUTENAMW opraHusauuun, nepegarolen
OOKYMEHTBI, U OpraHu3auun-nonyyvaTensi; NoAnMCKN CKpennstoTca repboBbiMm nevaTamm opraHm3aunn.

[Hena BblgatoTCcsa Ha CPok He Bornee Tpex MecsILEB.

8.4.3. MNpu BblgaYe Oen BO BpeMEHHOe MoNb30oBaHWe Kaxaoe [erno 3aHOCUTCHA B KHWUTY Bbldayn gen u3
XxpaHunuuia (npunoxeHue 19), a Ha MecTo BblAaBaeMoro fgena noMmellaeTcsa oTaenbHas Angd Kaxaoro gena kapra-
3amecTutenb (npunoxexue 21). KapTbl-3amMecTUTENU XpaHATCS B apxvMBe 4O MMHOBaHUS HagobHocTn. CocTosHue



BO3BpaLLlaeMbiX B apX1B OeJ1 JOMMKHO OblTb MPOBEPEHO B NPUCYTCTBUM NiLA, BO3BPALLAOLLErO A€ESO.
8.4.4. Kaxxgoe BblgaBaemMoe U3 XpaHunuwia Ans BPEMEHHOro UCMOMb30BaHMA Aefi0 AOSDKHO UMEeTb fNCT
ncnonb3oBaHus gena (npunoxexue 20).

8.5. Ncnonb3oBaHne 4OKYMEHTOB apxvBa
npw NOArOTOBKE MHDOPMALMOHHBIX MEPOMPUATUIA,
B cpecTBax MaccoBOr MHopmaLmnm
1 Ny6rmMKaLnoHHON AeATeNbHOCTH

8.5.1. ApxmB opraHusyeT MUCMosfib30BaHWEe AOKYMEHTOB MpPW NOArOTOBKE MHGOPMALMOHHBLIX MEPONpUATUN,
BbICTABOK, B CPEACTBaX MacCcoBoOW MHpopmMauun, a Takke nx nyénukaumio.

Pabota npoBOogMTCA KakK CaMOCTOSITENIbHO, Tak M COBMECTHO C JApPYrMMM OpraHusauusmn - unm
rocyapCTBeHHbIM apxXnBoM. Ha BbICTaBkax MCMOMb3YHTCA NOASIMHHMKA MW KOMWMU OOKYMEHTOB, M3roTaBNnBaloTCS
anbboMbl, NnakaTbl, AMarpammei.

8.5.2. CoBMeCTHO CO CpeAcTBamMy MacCoBOW MHpopMauuy apxuB onpegenseTr TeMaTuky, obbem n Cpoku
MOAroTOBKM MaTepunanos; TEMaTuKa 1 CPoKM YTBEPXKAATCA pykoBoAMTENEM opraHnsaumn. B aksemnnsapax craten
W Opyrux martepuanos, MOATOTOBMEHHbIX Afs CPeacTB MaccoBOWM WHopMauuu, OCTaloWUXCs B apxuse
opraHmsaumuv, YyKasbiBalOTCH MOWUCKOBblE [aHHble WCMONb30BaHHbIX AOKYMEHTOB, a Takke pata UM MecTo
nybnukauum.

8.5.3. ApxuB opraHusaunn MOXET CaMOCTOSTENbHO UM COBMECTHO C APYrMMU OpraHu3aumsmMmun npoBOAUTb
paboTy nNo noarotoBke AOKyMeHTanbHblX nybnukaumi. Hambonee pacnpocTtpaHeHHOW opMon 3Ton paboThbl
ABMNSIETCA MNOArOTOBKA >XYpPHamnbHbIX W raseTHblX nNybnukauui [OKyMeHTOB. B oTaenbHbIX criydasx MmoryTt
nsgaesatbC  COOpPHUKM  OOKyMeHTOB. [lpu  MOAroToBKE  [OKYMEHTanbHbIX  Mybnvkaumi  HeobxoaMmo
PYKOBOACTBOBaTbCSl COOTBETCTBYOLLUMU MpaBuriamMm paboTbl roCyAapCTBEHHbIX apXMBOB.

8.6. YyeT ucnonb3oBaHus gen u JOKYMEHTOB apXxmBa

Y4yeT ucnonb3osaHns gen n JOKYMEHTOB apxvBa Be4eTCH B CriegyroLmx y4eTHbIX hopmax:

- KHUra Bblgauv gen us xpaHunuwa (npunoxeHune 19);

- XXypHan permctpaunv BblAaHHbIX KOMWI, BbIMMCOK, CPaBOK, TEXHUYECKNX MaTepuanos (NpunoxeHue 44);
- XXypHan permcrpauny noceLLeHni YNTanbHOro 3ana (npunoxeHue 45).

9. MOPAOOK NMEPEJAYN JOKYMEHTOB APXBA
HA NMOCTOAHHOE XPAHEHWE

9.1. OokymeHTbl ApxuBHOro ¢oHaa Poccuiickon ®epepaumun, BpeMEHHO HaxodslWMecs Ha XpaHeHun B
apxvBe opraHusauum, nepefarTca Ha NOCTOAHHOE XpaHeHue.

9.2. ApxuB opraHusauum nepefaeT Ha MNOCTOSAHHOE XpaHeHWe [JOKYMEeHTbl B rocy4apCTBEeHHbIN
(MyHMUMNAnNbHBLIN) apxuB, AN KOTOPOro [AaHHas opraHusauus-goHgoobpasoBaTenb SABNSETCS UCTOYHMKOM
KOMMSIEKTOBAHMS.

9.3. [loKyMeHTbI nepenarTcs Ha MOCTOSIHHOE XpaHEHWe B FOCYAApCTBEHHbI apXuB B YNOPSO0YEHHOM
COCTOSIHUM C COOTBETCTBYIOLLMM Hay4HO-CMPABOYHLIM annapaTtoM U CTPaxoBbIMM KOMUAMU Ha OCOBO LiEHHbIE U
YHUKAIbHbIE JOKYMEHTbI.

9.4. YcTaHaBnuBaloTCa cnefyolime npegenibHble CPOKU BPEMEHHOro XpaHeHUs apXMBHbIX OOKYMEHTOB B
opraHusaumsx:

apxvBHble OOKYMeHTbl befeparibHblX OpraHoB rocyJapCTBEHHOW BNacTW, a Takke apXWBHble AOKYMEHTbI
eHepanbHOW npokypaTypbl Poccuiickon ®epepauunun, opraHoB rocyAapCTBEHHOW BRacTm W NpokKypaTtyp
pecnybnuk, oTpacneBbIx akageMuni, rocyaapCTBEHHbIX 00 beONHEHWU, YYPEXAEHUA, OpPraHn3aumin n NPeanpuaTun
denepanbHoro n pecnybnukaHckoro nogynHenus - 15 ner;

apXxvBHble [OOKYMEHTbl OpraHoB roCydapCTBEHHOW BNacTU M NpokypaTyp Kpaes, obnacten, ropoaos
denepanbHOro 3Ha4yeHus, aBTOHOMHbIX O6GnacTen, aBTOHOMHbIX OKPYroB, MPOKypaTyp, roCyAapCTBEHHbIX
yYpEeXaeHUn, opraHv3aumi 1 npeanpusaTuii KpaeBoro M 0oOnacTHOro MNOAYMHEHUS, NOAYMHEHMS aBTOHOMHOW
obnacTn 1 oKpy>Horo nogumHenus - 10 ner;

apXvMBHblE€ [OOKYMEHTbI OpPraHOB MECTHOIO CaMOYMpaBfieHWsl, YYPEeXOEeHUN, opraHusauuin, npegnpuatun
ropoACKOro 1 panoHHOro NOAYNHEHUSA, NPeanpPUATUI CENbCKOrO X03anUcTBa - 5 neT;

3anmncu akToB rpaxaaHCKOro COCTOSHUS, AOKYMEHTbI MO NMMYHOMY COCTaBy, 3anucy HoTapuarbHbIX 4eNCTBUiA
n cynebHble aena, NoaX03siIMCTBEHHbIE KHUMM - 75 ner;

apXuBHblE [AOKYMEHTbI, 0bpa3oBaBLUMECS NPWU OCYLLECTBIIEHUN OEATENIbHOCTU COBMECTHbIX (C y4YacTueMm
rocygapctea) NpeanpusiTui, opraHuMsauui n ob6beaHeHWn cMellaHHbIX (opM COOGCTBEHHOCTWM, B YCTABHOM



KanuTarne KoTopbix npeobnagaeT gons deaepanbHON UNU rocygapcTBEHHON cOBCTBEHHOCTH, - 10 neT;

Hay4yHasi, TexHonorm4yeckas U nateHTHas gokyMmeHTaums - 10 ner;

KOHCTpYKTOpCKasi OKyMmeHTauus - 15 ner;

NPoeKTHasa AOKYMEHTaLMs NO KanuTanbHOMY CTPOUTENLCTBY - 25 neT;

TenemeTpuyeckasa AOKyMeHTauus - 5 ner;

KMHOAOKYMEHTbI, (POHOAOKYMEHThI U BUAeOo(OHOrpamMmmel - He 6onee 3 nNeT co BpeMeHU U3roTOBNEHNS;

OTOOOKYMEHTHI - 3 roaa;

OOKYMEHTbl Ha MaLUMHHBLIX HOCUTENAX - 5 neT.

9.5. B HeobxoaumbIX cny4asix CpPOKM BPEMEHHOIO XpaHEHUs [OOKYMEHTOB MOryT ObiTb W3MEHeHbl Mo
COrNacoBaHMO C COOTBETCTBYIOLLMM OPraHOM YMNpaBfieHVs apXMBHbBIM AEJTIOM UM apXMBHBLIM YYPEXAEHNEM.

HocpoyHas nepegjava AOKYMEHTOB Ha MOCTOSIHHOE XpaHeHMe MOXeT ObiTb OCyLlecTBReHa npu yrpose
yTpaThbl (YHUYTOXEHNST) JOKYMEHTOB, a Takke Nno npocbbe opraHn3aumm Ha JOroBOPHOW OCHOBE.

lMpoaneHne CpPOKOB BPEMEHHOrO XpaHEHWUs OOKYMEHTOB [OMyCKaeTCs B BuWAE WCKIYEHUA B crny4vae
HeobX0AMMOCTU MPAKTUYECKOro WCMONb30BaHWUS [OOKYMEHTOB OpraHu3auuert no MNUCbMEHHOMY pa3peLleHuto
rocy4apCTBEHHOIO apxmea.

9.6. [JoKyMeHTbl MOCTOSIHHOIO XpaHeHUs rOCyJapCTBEHHOW oOpraHusauuu, Uu3MeHuBllen opmy
COBCTBEHHOCTU (aKLUMOHWPOBAHHOW, NPUBATM3UMPOBAHHOWM), XPaHATCSA B HErocygapCTBEHHOW opraHusauuu, a
3aTeM, Mo UCTeYeHUN npenerbHbIX CPOKOB BPEMEHHOro XpaHeHus B opraHu3auuu (cm. n. 10.3), nepegarotca B
rocy4apCTBEHHbIA apXuB.

9.7. MNpw nukBMaaumMmM opraHu3auumn ee OOKYMEHTbI NoAnexaT nepegade B OpraHu3aumio, ABRSHOLLYIOCS ee
NpaBoONpPEEMHUKOM.

9.7.1. Tpu nukBugaummM opraHusaumu, SBMSAKLWENCAS WMCTOYHUKOM KOMMMEKTOBAHMSA roCyaapCTBEHHOMO
apxuBa, 6e3 npaBonpeemMHVka OOKYMEHTbl MOCTOSHHOMO CpoOKa XpaHEHWUs M AOKYMEHTbl MO JIMYHOMY COCTaBy
nepefalwTcss B apxXMB BbILWECTOSAWEN opraHusauun. B crnyyae HEBO3MOXHOCTM nNepedayn [OKYMEHTOB B
BbILLIECTOSILLYHO OpraHM3aumio Mo pelieHnto KoMuccuu, obpasoBaHHOM Anis nepefjadv gen U uMMmyLecTsa
(NKBMAALMOHHON KOMMUCCUW), COTrNAacoBaHHOMY C COOTBETCTBYIOLLUM OPraHoOM YrpaBfieHUs apXuBHbIM OENOM, 39TU
OOKYMEHTbI NepesalTcs B rocyaapCTBEHHbIN apXUB.

9.7.2. [loOKyMeHTbI MO NMMYHOMY COCTaBYy NIMKBUANPOBAHHOW OpraHu3auum npu oTCyTCTBUM NpaBONpeeMHUKa 1
BbILLECTOSALEN OpraHM3auMm nepefalrTcs Ha BPEMEHHOe XpaHeHWe B CrneunanuampoBaHHbIN apxuB (LEHTP)
OOKYMEHTOB MO NIMYHOMY COCTaBy, a Npu ero OTCYTCTBMM - B FOCYJAPCTBEHHbIN apXuB.

9.7.3. YHWYTOXEHME [OOKYMEHTOB C HEWCTEKWMMMU CPOKaMn BPEMEHHOro XpaHeHUs OopraHv3auum,
nukBugmpyemblx 6e3 npaBonpeeMHuKa, MPOBOAMTCS TOMbKO MO pPEeLIeHN0 COOTBETCTBYHOLLEro opraHa
ncnonHuTensHon Bnactu cyobekra Poccunckon ®egepaumm nnm MyHmuunanbHoOro obpasoBaHus U odopmnseTcs
aKTOM C NPUMOXEHNEM ONMUCU YHUUTOXAEMbIX JOKYMEHTOB.

9.7.4. lokyMeHTbl NukBMAMpyemon 6e3 NnpaBonpeemMHKa opraHn3anmnmn, CPoK XpaHeHNst KOTOPbIX HA MOMEHT
NUKBUOALMN UCTEK, YHUYTOXAIOTCSA B NOpsaKe, yCTaHOBNEHHOM B N. 2.4.1 - 2.4.7 HacTosawumx [Npasun.

9.7.5. OpraHu3auuio ynopsagovyeHnsi JOKYMEHTOB NMKBMOVPYEMOW OpraHu3auuu, nepefayn Ux Ha XxpaHeHue
WUNN YHUYTOXXEHUE OCYLLECTBISAET NMKBUAALMOHHAA KOMUCCUSI, KOTOpasa MOXET 3aKMiounTb LOroBop Ha 3Ty paboTy
C opraHusaumen (pn3nYecKum fmLoM), UMEKLLLEN COOTBETCTBYHOLLYHO JTIMLEH3UIO, UINN FTOCY4apCTBEHHBIM apXUBOM.

9.8. Tllepepaya [OKYMEHTOB MOCTOSIHHOTO XpaHEHWst B T[OCYAApPCTBEHHbIN apxXuB, Kak MpaBuno,
OCYLLECTBMSIETCS €XErogHo B COOTBETCTBUM C MMIAHOM-rpacomMKoM, yTBEPXKAEHHBIM PYKOBOAUTENSMMU OpraHvM3aumm
N COOTBETCTBYHLLEro apxmea. B opraHusaumsax ¢ HebGomnbwnM O0O0bEMOM €XerogHo obpasyloLmnxXcs OOKYMEHTOB
NMOCTOSIHHOIO XPaHEHWsI NO COrNAacOBaHMIO C rOCYAAPCTBEHHBIM apXUMBOM JOMNycKaeTcs nepegaya JOKYMEHTOB OAMH
pa3 B NATb NeT.

Hay4Ho-TexHM4eckas 1 cneumanbHas JOKYMeHTauns nepegaeTcs, Kak npaBuno, oauH pas B NSATb NeT.

9.9. [lokymMeHTbl NepedalTcsa B rocyAapCTBEHHbIN apXuB Mo yTBepxaeHHbIM 3K apxXuBHOro yypexaeHus
onucsam aen.

Mpu nepBon nepefayve OOKYMEHTOB B rOCY4apCTBEHHbIA apxvMB MepedaeTcs MCTOpUYecKas crnpaBka Ha
apxuBHbIN oHA opraHm3aumun. NMpu nocnegyowmnx nepegadyax JOKYMEHTOB JAeTCHA AOMNOMHEHUE K UCTOPUYECKOWN
CrpaBke O NPOUCLLEALLNX N3MEHEHMUAX B HA3BaHUN, PYHKUUAX, CTPYKTYPE, MOAYMHEHHOCTUN OpraHmM3aLmm, CocTaBe
N COCTOSIHUN OOKYMEHTOB.

Mepepmaya gen npoBoouTCA MOEOUHUYHO. Ha Bcex ak3emnnsgpax Oonucu AenartTca OTMETKM O npueme
OOKYMEHTOB B roCy4apCTBEHHbIV apXuB.

MpremM OOKYMEHTOB Ha MOCTOSIHHOE XpaHeHne 0OPMITIAETCS akTOM NpuemMa-nepegaym gen.

Ecnv npu nepepayve oOHapy)XEHO pacxoXOeHMe MeXOy WTOrOBOW 3anucbld B OMMCU U haKTUYECKMM
HanMyuMem nepefaBaeMbliX A€r, B ONMMCK OENaeTcsi HoBas UTOroBas 3anuchb, B KOTOPOW yKa3blBaKOTCA dhakTnyeckoe
HanMyne n Homepa OTCYTCTBYHOLMX Aen. HoMepa oTCyTCTBYOLWUX Aen OroBapuBaloTCsl B akTe npuema-nepenaqu
OOKYMEHTOB Ha roCyapCTBEHHOE XpaHEeHWEe; MpUYMHbI MX OTCYTCTBMSI - B MpuUIlaraeMon K akTy crnpaBke
opraHu3auun.



ApXu1B OpraHusaumm NpvHMMaeT Mepbl MO PO3bICKY AOKYMEHTOB. Ha OTCYTCTBYOLME OOKYMEHTbI, MEPbI MO
PO3bICKY KOTOPbIX HE Oanu pe3ynbTaToB, COCTAaBMsieTCs akT 06 yTpaTe OOKYMEHTOB. YTpadeHHble MOASIMHHUKM
OOKYMEHTOB MOryT ObiTb 3aMEHEHbI UX KOMUSIMMU.

9.10. Tllepen nepepavern [OOKYMEHTOB Ha MOCTOSIHHOE XpaHeHWe COBMECTHO C npeactaBUTenem
rocy4apCTBEHHOr0 apxvBa MNPOBOAMTCS MNpOBepka MpaBUMbLHOCTW Hay4yHO-TeXHU4eckon ob6paboTkm paen,
HPU3N4ECKOrO U CaHUTAPHO-TUIMEHNYECKOrO COCTOSIHUS OOKYMEHTOB. [Mpn oBHapyxeHun gedeKkToB cocTaBnseTcs
aKT; ycTpaHeHne obHapyXeHHbIX AedeKTOB NPOBOANTCH CUNaMn opraHm3auuu.

9.11. BmecTe ¢ OOKyMeHTamMu nepefarnTcs TpU 3K3EeMnnsipa OnMCKM M OOMH 3K3EMMMsp akta npuema-
nepegayu gen.

10. OPTAHU3ALMA PABEOTbI APXMBA
10.1. Co3gaHne apx1Ba opraHmsauum

10.1.1. PaboTa apxuBa opraHn3yeTcsi B COOTBETCTBUM C NONOXeHNEM 00 apxuBe.

B nonoxeHne 06 apxvBe BKMOYAOTCA criegyrolime pasgensi:

OCHOBHbI€ MOMOXEHUS;

COCTaB AOKYMEHTOB apXxuBa;

3agayn n PyHKUMM apxuBa;

npaBa apxumBea;

opraHmsauus paboTbl apxumsa.

Mpy HeobxoaMMocTH nonoxeHue 06 apxmee MOXeT AONOMHATLCS APYIMMU pasaenamu.

10.1.2. MNonoxeHne 06 apxuBe, ABMAIOWEMCH OPUANYECKUM NULOM, CTPYKTYPHbIM MogpasgeneHnemM unu
YyacTtblo cnyx6bl JOY, cornacoBbiBaeTcA C COOTBETCTBYIOLIMM yypexaeHnem defepanbHON apXmBHOW CRyxObl
Poccuinckon ®egepaumm n yTBep)KaaeTcsa pykoBogMTENEM opraHm3aumm.

MonoxeHne o LeHTpanbHOM apxmBe (apxmBe) deaeparnbHOro opraHa BnacTu Unm opraHa Bnactu cybbekra
Poccuiickon ®eagepaunn, LeHTpanbHOM OTPacneBoOM apxmBe, OTPacneBOM apxmBe opraHa ynpasneHus cybbekTa
Poccuiickon ®epepaumn [JOMKHO COMMacoBbiBaTbCA COOTBETCTBEHHO C PocapxvBoMm, apxvBHbIMKM OpraHamm
cybbekToB Poccuickon Pegepaumm.

10.1.3. PykoBogutenb apxvMBa HasHa4aeTCA Ha AOIMKHOCTb M OCBOOOXOAEeTCs OT AOIMKHOCTU MPUKa3oM
PYKOBOAWTENS OpraHu3auum no npeactaBneHnto COOTBETCTBYOLMX AOIPKHOCTHBIX ML,

PykoBogutenb apxmBa opraHu3yeT paboTy apxumBa W HeceT nepcoHarbHyld OTBETCTBEHHOCTb 3a
BbIMOSIHEHVE BO3MIOXEHHbIX HA apXuB 3aaay.

10.1.4. Jluo, OTBETCTBEHHOE 3@ apxuB, Ha3Ha4aeTCs Ha 3Ty AOIPKHOCTb M 0CBOOOXAaeTCs OT AOIMKHOCTU
npukasoM pykoBoauTens opraHusauun. OTBETCTBEHHbIN 33 apxXMB MPOXOAUT WMHCTPYKTaX, a B HeEobXOoAuMbIX
Cry4yasix CTaXWPOBKY B rOCY4apCTBEHHOM apxuBe, B KOTOPbIA nNepefalTcs AOKYMEHTbl OpraHvM3auuu Ha
rocynapCcTBEHHOE XpaHeHue.

10.1.5. Ha wvmeiowmecs B apxumBe [JOSMKHOCTM COMMaCHO LWTaTHOMY pacnucaHuio COCTaBMsATCA
OOMKHOCTHbIE WHCTPYKLUMKW, B KOTOPbIX YyKasblBalOTCA BuAbl paboT, BOo3naraeMble Ha paboTHMKa apxuBa, €ro
06s3aHHOCTY 1 NpaBsa.

[OMKHOCTHbIE MHCTPYKLMW COrNacoBbLIBAIOTCA C HOPUONYECKOW CNyOoW opraHmsauumn v yTBepxXKaalTcs
COOTBETCTBEHHO PYKOBOAMTENEM OpraHu3auun (ecnm apxumB SBNAETCS CTPYKTYPHbIM noapasgeneHuem),
pykoBoaguTenem cnyx6sl [JOY, yacTblo KOTOPOMN ABNSAETCS apxvB, PYKOBOAMTENEM apXxuBa (ecnv apxvs SBrsieTcs
yupexaeHuem).

10.1.6. OcCHOBHbIMWM hOpMamMmn MOBLIWEHUST KBanudukaumm paboTHMKOB apxmBoB u cnyx6 [OOY B
COOTBETCTBUM CO CIOXMBLUEWCS MPAKTUKOW ABMSAOTCA: OTpacneBow LeHTp NoBbieHus kBanudukaumm Pocapxumea,
WHCTUTYTbI NOBbILLIEHWA KBanudukaumum, Kypcbl, COBELLAHNS, CEMUHaPpBbI.

MoBbiweHne kBanudukaumm paboTHMKOB apxmBa u cnyxbel OOY opraHv3auum npoBoAUTCA MO
cornacoBaHuio C ee agMuHUCTpauumen. NoarotoBka U MpoBedeHME 3aHATUA MO MNOBbLIWEHWIO KBanudukaumm
OCYLLEeCTBMAKTCH apXMBOM COBMECTHO co cnyxbor JOY n otaenom Kagpos.

10.1.7. LUeHTpanbHbii apxvB ¢eneparnbHOro opraHa BnactM unu opraHa Bnactu cybbekta Poccuiickon
denepaumn, UeHTpanbHbI OTPacreBON apxuB, OTPACNeBON apxXuB oOpraHa ynpasneHus cybbekta Poccuinckon
denepaumn MOXeT OpraHu3oBbiBaTb, paspabaTbiBaTb W NpUHMMaTb yvacTue B MOArOTOBKE HOPMAaTUBHO-
METOAMYECKMX OOKYMEHTOB OTPACNeBOro HasHadeHus (pasnuyHbIX NepevyHen kaTeropui JOKYMEHTOB CO CpOKamu
NX XpaHeHus, TMNOBbIX (MPUMEPHbIX) UHCTPykuun no OOY n HOMeHKNnaTyp gen v T.4.) Kak Ons BHYTPEHHEero
Nonb30BaHMA B AeATeNbHOCTW apxuBa, Tak U Ans MX UCMOMb30BaHUst B paboTe C AOKYyMEHTaMu B CTPYKTYPHbIX
nogpasgeneHnsx u NnoaBe4oMCTBEHHbIX OpraH13aLusix.

Ha ocHoBe oOTpacneBbiXx HOPMAaTUBHO-METOOUYECKMX [OOKYMEHTOB apxvMBbl OpraHusauuyi oTpacnu
pa3pabaTbiBaloT KOHKPETHbIE HOPMaTUBHO-MeToANYECKMEe AOKYMEHTbI N0 opraHnsaunm paboTbl C JOKYMEeHTaMu u



NX XPaHEHWIO.

MoaroToBneHHbIE apxuBammn NPOEKTbl HOPMaTUBHO-METOANYECKNX AOKYMEHTOB (NepeyHn, HOMEHKNAaTypbl 1
Ap.) OO0 WX YTBEpPXAeHWA MNn NOAMNUCaHWS PYKOBOACTBOM OpraHusauuv Wnm CTPYKTYPHOro MoapasfeneHus, B
COCTaBe KOTOPOro (yHKUMOHUPYET apxvB, NPEeACTaBMSIOTCA Ha COrnacoBaHMe B COOTBETCTBYIOLUME YYpexaeHUs
depnepanbHON apxmBHow cnyxbel Poccuu.

10.2. MnaHunpoBaHue paboTbl U OTYETHOCTb apxmBa

10.2.1. B apxuBe COCTaBNHAIOTCH: rogoBon nnaH paboTbl (npunoxeHue 46), nnaH-rpacdvk npuema gen B
apxwuB.

10.2.2. T'ogoBoW NniaH CoCTaBnsAeTCs C yka3daHMEM KOHKPETHbIX BUOOB paboT.

10.2.3. MnaH-rpacduk npuema Aen B apxXuB COrfacoBbIBAETCA CO CTPYKTYPHbIMU MogpasgeneHusamm um
yTBEPXXAaeTCH PyKOBOAMTENEM OpraHm3auum.

10.2.4. Tlo wutoram paboTbl apxvBOM COCTaBMSETCA OTYET O BbINOMIHEHUW FOAOBOrO MNilaHa, MIaHoB-
rpadvkoB, a TakKe CBeAEHMSI O BbIMOMIHEHUM MEPOMNPUATUNA, HE BKIOYEHHbIX B rogosBow nnaH. [locnegHwe
OTpaXKalTCs B KOHLE OoTYeTa, Npyu HEOOXOANMOCTU CaMOCTOATENbHLIM Pa3genomMm.

10.2.5. YueT Tpyna B apxmBe BegeTcs B Tabene yyeTta pabodero BpeMeHu 1 B AHEBHMKAX yyeTa Tpyaa. [Npu
pacdeTe HOPM BpPEeMEHU Ha OCHOBHble BWAbl apXuBHbIX pPaboOT apxvBbl MOIMYT PYKOBOACTBOBATbLCAH
MexoTpacneBbiMM YKPYMHEHHbIMW HOpMaTMBaMu BpPEMEHW Ha paboTbl MO LOKYMEHTALMOHHOMY obecneyeHuto
yrpaBneHus.

10.3. KoHTponb 3a COCTOSAHMEM XpaHEeHUs
OOKYMEHTOB U UX OpraHv3auner B 4enonpov3BoACTBe
CTPYKTYPHbIX NOApasaeneHun

10.3.1. ApxvB NpoBOAUT MNPOBEPKM COCTOSHUA XpPaHEHWS [OOKYMEHTOB W WX oOpraHu3aumm B
Oenonpon3BOACTBE CTPYKTYPHbIX NOApPa3fernieHn He pexxe OOHOro pasa B rod, Kak npaswuno, nepeg nepegaden
aen B apxus. OpraHusauns npoBepoK AOMMKHa BXOOAMTb COCTaBHOW 4YacTbio B rogoBoOK nnaH paboTbl apxvBa. B
Lensix OCYLIEeCTBNEHMS KaYyeCTBEHHOro aHanm3a COCTOSHUS W KOHTpons 3a paboTon C OOKYMEHTamMu apXuBOM
BeAeTCH kKapToyka ydeTa paboTbl ¢ opraHm3daumen (npunoxeHne 47).

PykoBogutenu opraHmsaumMu unm CTPYKTYPHOro nogpasgeneHvs OoSkHbl ObiTb 3apaHee nocTaBfeHbl B
N3BECTHOCTb O NPOBEAEHMMN NPOBEPKMN.

Mo utoram KaXgom NPOBEPKU COCTaBMSETCA CrnpaBka WNM AOKNagHas 3anucka Ha umsa pykoBoautTens
opraHusaummM, B KOTOPOW OTpaxaeTcs CyllecTByloLlee TMOMoXeHNne W HamevalTcs Mepbl Mo NuKBugauuu
HeOCTaTKOB U yny4LleHWo paboTsbl.

C BblBO4aMM NPOBEPKM AOMKHbI ObiTb O3HAKOMIEHbI HEMOCPEACTBEHHbIE UCTMOMHUTENN U PYKOBOAWUTENM
COOTBETCTBYIOLLIEro CTPYKTYPHOro noapasaeneHus.

10.3.2. LeHTpanbHbii apxuB doeepanbHOro opraHa BnacTu M opraHa Bractu cybbekta Poccuiickon
degepaumn, LeHTpanbHbLI OTPacneBOM apxue, OTPaCneBON apxXuB opraHa ynpasneHus cybbekta Poccuickon
degepaumn B COOTBETCTBUM C MOMOXEHUAMM O HWUX OCYLLECTBASAOT KOHTPOMb 3a COCTOSIHUEM apXvBOB U
opraHm3auven JOKYMeHTOB B 4ernonpon3BoAcTBe NOABEAOMCTBEHHbLIX OpraHu3aLmin.

10.4. BoinonHeHune nnatHbIX paboT u ycnyr

ApxvB O5is1 NpUBNEYeHnss BHEOKMKETHbIX CPEACTB UMEET MPaBO B YCTAaHOBMEHHOM MOPSAKE BbIMOMHATH
nnaTtHble paboTbl U yCNyrn, KOTOPbIE OCYLLECTBAOTCA 6e3 yuiepba ans peannsauum ero 0OCHOBHbIX (OYHKLIMIA.

HomeHknaTypa nnaTHblX paboT M ycnyr, BbINOJIHAEMbIX apxMBamu, YTBEPXOAeTCs PyKOBOAUTENEM
opraHusaumn. ApxvB Ha OCHOBE HOMEHKIaTypbl C y4ETOM YCINOBUIM CBOEWN AeATeNbHOCTU (CoCcTaBa U coepXaHus
XpaHAWMXCA [OOKYMEHTOB) MOXeT paspabaTtbiBaTb MNepeveHb nnatHbIX paboT u ycnyr, Oonee petanbHo
onpegensawwmi Buabl paboT, NPON3BOACTBEHHbBIX Oonepauui U ncnonHutenen. [laHHbin nepeyeHb yTBepXKaaeTcs
pYyKOBOAMTENEM OpraHusaumMm no npeacTaBneHuno pykoBoauTenst apxuea. Buabl n obbembl nnatHbix paboT u
YCIyr BKIIOYAKOTCS B NfaH paboTbl apxmBa Ha rog,.

Mpy BLINOMHEHWM MNATHBIX PaboT M yCnyr MM COBMECTHbIX paboT OTHOLUEHUS apxuBa CO CTOPOHHUMM
opraHusaumsiMm n notTpebutensamm, B ToM Yncre 3apyoexxHbIMU, OOIDKHbI 3aKpennATbCst LOrOBOPOM.

LleHbl Ha nnaTtHble paboTbl M yCryrn YTBEPXKAAKTCS PYKOBOAUTENEM OpraHuM3auuu no npeacTaBrieHuto
pyKkoBOAMTENS apxuBa.

10.5. MNMpuem-nepenavya 4OKYMEHTOB
Nnpy CMEeHe PyKOBOAMTENS apXuBa



10.5.1. Tpu cmeHe pykoBoaUTENs apxmBa npuemM-nepefada AOKYMEHTOB U CNPaBOYHOro annapaTa K HUM, a
Takke NoMeLLeHNIn apxmnBa, MHBeHTapsi 1 06opyaoBaHMsS MPOU3BOSNTCS NO akTy (NpUnoxeHune 48).

[na npvema-nepenayn nen pykoBOAUTENS apxmBa NPUKa3oM PYKOBOAUTENSA OpraHu3auum HasHavaeTcd
KOMMCCUSA B COCTaBe He MeHee Tpex YenoBek. B cocTaB komuccum BrnoyaeTca npeacrtaButens cnyxosl JOY.

10.5.2. NMpwn npueme-nepenave gen HeobxoanMMO NPOBEPUTL HANMYME N COCTOSIHUE:

OOKYMEHTOB apxmBa, B TOM 4Yncrie 0cOBO LIEHHbIX e U CTPaxXOBbIX KOMUIN 0COB0 LeHHbIX JOKYMEHTOB;

yY4eTHbIX [OKYMEHTOB M CMNpaBOYHOrO annapata K [OKyMeHTaM (nacnopTta apxuBa, onucen pgen wu
3aMEeHAILWNX MX HOMEHKNaTyp Aen, nuctoB (POHAOB W KapToyek (OOHAOB, KHUM MOCTYNMEHUN U BbIObITUA
OOKYMEHTOB, CNPaBOYHbIX KAapTOYeEK);

neyatemn u WTaMnoB apxmea (Mpu UX HaNMunm);

NPOTUBOMOXXapHOro U OXpPaHHOrO 060pPyAOBaHNS.

Heobxoanmo npoBepuTb Takke YCIoBUS XpaHEeHNst JOKYMEHTOB.

10.6. NMopsiaok npyema-nepenayn JOKYMEHTOB
npu peopraHnsaunm opraHusaumm

10.6.1. Tlopsgok npuema-nepenadn LOOKYMEHTOB OpraHMsaummM npu  peopraHvsauuu  nocnegHemn
onpegenseTca pacnopsiaMTenbHbIM JOKYMEHTOM O peopraHm3auumn opraHmsauuu.

B coctaB nvkBMOaLMOHHOMW KOMMUCCUM MO peopraHu3auun opraHvMsaumm AOMKEeH BXOAUTb NpeacTaBUTENb
COOTBETCTBYIOLLEr0 apXMBHOIO OpraHa.

10.6.2. Tpu peopraHusaumm opraHuMsaumm cC nepegaven ee  YHKUMA  OPYron WM HECKOSbKUM
opraHu3auusm, B TOM 4ucre ¢ uaMeHeHnem opm COBCTBEHHOCTU, AOKYMEHTbI NMepefalTCcs opraHusaumm unm
opraHm3aumsam-npaBonpeeMHUKaMm.

10.6.3. Mpu peopraHnsauumn opraHm3aumu, Korga u3 ee coctaBa BbIOENSIETCA CTPYKTYpPHOE nogpasfgeneHve
CO CcTaTycOM OpraHu3aumu, nocnegHern nepegarnTcsa He 3aBepLUEHHbIE AeNONpPOM3BOACTBOM Aena, OTHOCALMECH K
npodunto ee OeATENBHOCTY, a Takke NUYHbIE Aera U NnMueBble cyeTa COTPYAHMKOB, NepeLlleawnx Ha paboTy B aTy
opraHm3aumio.

10.6.4. MNMepen nepenadert JOKYMEHTOB peopraHM30BaHHOW OpraHnsaunm nNpoBOAUTCSH NPOBEPKa HanMuus u
COCTOSIHUSA Oen, XpaHSALLMXCSA B AeMNONpoM3BOACTBE M apXMBe, a Takke UX Hay4YHO-TEXHUYeckas obpaboTka.

Mpunoxexune 1
kn.2.4.1

HamveHoBaHMe OpraHMn3almn

donnm N YTBEPXIAIO

OIlMCh N HammveHoBaHMe IOOJDKHOCTU
IOeJl IOCTOAHHOTO XpaHeHUA PYKOBOOMUTEJA OPIaHM3alNn
3a infe} lMoonmce Pacumpporka

TIONOINNMCHU
IaTa



HazspaHMe paznesa (CTPYKTYPHOI'O HOoIpaslesiIeHMsa OpIraHM3alLuM)

N Vumexc 3aroJIOBOK HOejia KpalHme naTel Kosn-BO JsmmMcCTOB [Ipumeua-—
n/u nesa HYE
1 2 3 4 5 6
B DaHHEM pas3nesl ONMCHKM BHECEHO en. xp.,

c N no N
JIMTEepPHBIE HOMepa:

(umbpaMy M NPONMCHIO)
, B TOM umMCJIe:

[IPOIIylEeHHEIE HOMEPaA:

HamMeHOBaHMe OOJIXKHOCTU
COoCTaBUTEJNIS OIUCKU Illoomnmce

HamMeHOBaHMe OOJIXKHOCTU
PYKOBOIOMUTEJS apxuBa omnuce
(nuua, OTBETCTBEHHOTO

3a apxuB)

HaTa

YTBEPXIEHO

[lpoTokost 3K apxXMBHOTO y4YpeXIeHUA
oT N

PacumbppoBka MOOONIUCU

Pacumbporka nomnmucu

COTJIACOBAHO

[IpoToxos LSK (39K) opraHm3zaumum
oT N

dopmaT A4 (210 x 297 MmMm)

dopMa T'OIOBOTO paslejia CBOAHOM ONMUCHM HeJI NOCTOSHHOTO XPaHEeHUS

HaumeHOBaHME OpTraHU3aLUMU
doHno N

OIICh N

IoeJsl BpeMeHHOTO (cBruie 10 JjeT)

XPaHEeHUI

3a Iron

YTBEPXIAI

HamMvMeHOBaHME OOJDKHOCTU
pyroBOOUTEJIA OpIT'aHM3alMM

IlNTommnmce PacumpporBka

MpunoxeHune 2




IDaTa

IIOONMCHU

HasBauue pasmesia (CTPYKTYPHOTO MOOpasnelieHusd OpTaHM3aluu)

N MHOekc 3aroJIoBOK KparHre znaTe Cpok Kom-BO Ipumeua—
n/n meja nesa XpaHeHusa JIMCTOB HUE
1 2 3 4 6 7

B IaHHEY pasnesl ONMCY BHECEHO

c N no N
JIMTEPHEIE HOMEPaA :

en. xXp.,

(ubdpaMm M HOPONMCHIO)

;, B TOM 4YMCJIE:

[IPOIIylEeHHEIE HOMEPaA :

HammeHOBaHME OOJDKHOCTU

COCTaBUTENA ONUCU loanmchb
HaTa

HavMeHOBaHME OOJIXHOCTU
PYKOBOOUTEJNA apxuba lloanmchb

(nuua, OTBETCTBEHHOTIO
3a apxuB)

IaTa
COTJIACOBAHO

[IpoToxos LSK (39K) opraHm3zauum
oT N

dopmaT A4

Pacumbporka nomnmucu

PacumdpoBKa IOONUCU

(210 x 297 Mm)

dopMa T'OHOBOTO pasmesia CBOLOHOM OMMUCU HeJl BPEMEHHOTO

(cBeme 10 JjeT)

HammMveHnoBaHMe opraHmM3alun
®oHnm N

OIICh N
IneJl 1o JIMYHOMY COCTaBy

3a ron

XPaHEeHUI

YTBEPXIAIO

Mpunoxexune 3
kn.2.4.1

HammMeHOBaHMEe OOJIXKHOCTU
PYKOBOOUTEIJIA OpITaHM3aluum

INoomnmce

Pacumpporka



IIOONMCHU

IDaTa
HaspaHMre pasnerna

N VHoekc 3aroJIOBOK meja KparHre naTel Kosm-BO JsiMCTOB [Ipumeua-—-
n/n nesa HUe

1 2 3 4 5 6
B maHHEIL pasnesl ONMCU BHECEHO en. xp.,

(LumdpaMm M HOPONMCHEI)

c N no N , B TOM UMCJIe:

JINTEPHEIE HOMEpPa:
[IPOIIylEeHHEIE HOMEPaA :

HamMeHOBaHME IOOJIKHOCTU
COCTaBUTENA ONUCKU [Mopnuce Pacumbporka nomnmucu

HaTa

HauanbHMK CJIyXObBl KaZpoOB

(MHCIIEKTOPp IO KaIpaM) lomnuceb PacumppoBKa IOIONUCK
HaTa
COTJIACOBAHO COTJIACOBAHO
IpoToxos L3K (32K) opraHuzaumum [IpoToxomn 3IIK
APXUBHOT'O yUpPEXIEeHUS
oT N oT N

dopmaT A4 (210 x 297 MwMm)

@opma I'OOOBOTO paszmeia CBOIHOM OINMUCU nOeJl IO JIMYHOMY COCTaBy

HammMveHnoBaHMe opraHmM3alum

AKT YTBEPXIOA
N HamMeHOBaHmMe OOJIXKHOCTU
PYKOBOIMUTEJA OpraHM3alun

(MecTO cCcocTaBJIeHUS)

Mpunoxexune 4
Kn.2.4.1



O BBIIEJIEHUM K YHUUTOXEHUIO I[lopnmce Pacumopporka
OOKYMEHTOB, He NOoIJjiexalx HNOONNCH
XPaHeHMIO IaTa

Ha ocHoBaHum

(Ha3BaHME ¥ BHIXOIHBIE IOAHHLE IIepedyHd OOKYMEHTOB

C yKa3aHMeM CPOKOB UX XpaHeHUs)
OTOBPAaHH K YHMUTOXEHMIO KakK He MMelllMe HayJYHO-UCTOPUUECKOM LeHHOCTU
Y YTPaTHBIIME MNPaKTUUEeCKOe 3HaueHMe IOKYMeHTH boHma N

(HazBaHUe
donzma)
N 3aroJIoBOK neJjia KparHue Homepa Hnoekc gpeJia Kosi-Bo CpokM xXpaHeHMd [Ipume -
n/n WY TPYIHIIOBOM OaTe onmucemn 10 HOMEHKJIa— en. xp. ¥ HOMEepa cTaTeHn JaHue
3aT0JIOBOK Type mamu N IO MEepPeyYHD
IOOKYMEHTOB meja 1o
ONMUCKU
1 2 3 4 5 6 7 8
HToro en. xp. 3a TOIEL
(umdpaMr ¥ OPONUCHI)
Onmcuy nejl NOCTOAHHOTO XPaHeHMda 3a TOOel YTBEPXIOEHEl 10 JIMYHOMY
cocTaBy

corJjiacoBaHe C¢ OIlIK

(HaMMEeHOBAaHME apPXMBHOI'O YyYpPEeXIeHUH)
(IPOTOKOJI OT N )

HammeHOBaHMEe OOJXHOCTM JMlla,

NIPOBOOMBIIETO BSKCIEPTUIY

LLEHHOCTU IOOKYMEHTOB Illoonmuce PacumppoBka NOONUCUK
HaTa

COTJIACOBAHO

[IpoToxos L3K (3K)

oT N
IOKYMEHTH B KOJMUECTBE en. xp.,
(umdpaMm ¥ OPONMCEI)
BECOM KI' CHAHEL B
(HauMeHOBaHMEe OopIT'aHM3alUM)
Ha nepepaboTKy IO NPMEMO-CIHAaTOUHOM HaKJIaOHOM OT N

HavMeHOBaHMEe HOOJDKHOCTU pab®OoTHMKA,
CIOaBIIETO OOKYMEHTEL lognmchb PacumppoBka nomnmcu

HaTa

VIeMeHeHuda B YUYeTHEIE IOJOKYMEHTEI BHECEHEI.
HamMeHOBaHME HOOJDKHOCTHU pabOoTHMKA
apxmupa, BHECWEI'O M3MEHEHUS

B YyUyeTHHE IOOKYMEHTE [lonnuchb PacumppoBka NOONUCK

TaTa




dopmaT A4 (210 x 297 MmMm)

Cbopma adKTa O BbBIOCJICHUM K YHUMUTOXEHMIO IOOKYMEHTOB,
He roagjyiexammx XPpaHeHUMIO

MpunoxeHne 5
Kn.24.2

(HazBaHme rocymapCTBEHHOTO apxmuBa)



(HazBaHme opraHmMszaluuu)

®ounnm N
Onmce N

(HazBaHMe omnmcu)

(KparHue naThl)
dopmaT A4 (210 x 297 MMm)

dopMa TUTYJIBHOT'O JIMCTa OIUCK
SJIEKTPOHHEIX OJOKYMEHTOB IIOCTOAHHOI'O XPAaHEHUA

YTBEPXIIA
[IpoTokos 2IIK
(HaBzBaHMUe
apxuBa)
N
®oHnO N
Onmce N
3a infedit
N en. N 3aroJIoBOK OaTa O6BeM Kos-BO dop- CocTasn [prme -
yyueTra en. en. yuera cosma- (MbamT) sanmucen MaT TEeKCTOBOM yaHue
Xp. HUA (mns OaH- COIPOBO—
tas HEIX IUTEeJIbHOM
,ILaHHI:IX) IOJOKYMEH—
Talumm
1 2 3 4 5 6 7 8 9
B maHHE pasdell ONMCHU BKJIOUEHO en. ydera C
(umbpaMy M MNPONMUCHIO)
N o N ;
en. xp. ¢c N  @mo N  obwemoMm __ MbGawur.

(umppaMm ¥ OPONMUCEHIO)
Bcero B ommchk BKJIOUEHO en. ydera ¢ N
(umdpaMm M HOPONMCEI)

o N ;
en. xp. ¢ N no N oO6BeEMOM Mbanr.
(umppaMm ¥ MOPONMCEHIO)
HammveHoBaHMe IOOJDKHOCTU
COCTaBUTEJIA ONMUCU [lomnmce Pacumpporka nomnmcu
JaTa
COTJIACOBAHO

[IpoToxos 3K (LU3K) opranmzaumm N

lIpencenatresne 3K (LISK) opraHmusaumum

(DoJIXHOCTL, MIOOMNNCH,
pacumdpoBKa IONONUCH)

dopmaT A4 (210 x 297 MmMm)



dopMa ONUCH BJIEKTPOHHEIX NOKYMEHTOB IIOCTOAHHOTO XPaHEeHMSA

MpunoxeHne 6
Kn.6.3.3

JIMCT SOHIA N

(MecToHaxoxneHre OGoHIOa (HauMMeHOBaHUE (JaTa nepBOIO MNOCTYIJIEHUS



opraHu3auuM, Ine XpaHuTcsa GoHn) ) IOOKYMEHTOB QoHIA)

KparHume znaTwe HazBaHMe odoHIa
KaxIoTro HasBaHUA QoHIA
1 2

1. Y4yeT HeonucaHHbIX JOKYMEHTOB

TaTa HasBaHme, N u nmarta [locTynieHue BribeiTHIE Hanmunme
3anmnucu OOKYMEHTa, II0 KOTO-— (ocTaTok)
POMYy IOCTYINMIY WJIU
BHIGHITY TTOKYMEHTH Kos-BO Kpan- Kos-BO Kpan- Bcero en.
en. xp. HUe en. xp. HUe Xp.
A TE IOaTEL
1 2 3 4 5 6 7

dopwma nucta doHaa

2. Y4yeT onncaHHbIX JOKYMEHTOB

IOaTa | Home | Kpan TlocT BrIOBITHIE Hanmnume (0oCTaTOK) Muxpod
3a- P HIE HaszBa |y- MIIb—
ovcu | onuc HUe muo | dest | OcHoeaH | B ToMm | en B TomMm umcie MUPOBaA
n HmaTH | onmcu | meds ne quciue | . HO
nen — 10 xp IIOCTOAHHOTO no ju/c nen
nen aHHOT BBIOBITMA | onmcA | . XpaHeHna nocTo-
aums (HazBau | M, M3 HUX IO | en. KPamH | grioro
onuc | moxyM ue, yTBEP o= Xp. ne XpaHeH
u EHTOB nara, KIEeH— cAaM, HaTEL | g
N HBEIM YTBEPXIEH
IToxkymMmeH | 3K -
Ta) HeM OIIK
en. xp. Kpan ‘ ‘
HME
naTe en. xp. Kp
an
HI
e
na
TBL
1 2 3 5 6 7 8 9 12 13 15 16
4 10 11 14 1
7

®opmat A4 (210 x 297 mm)

dopma nucta choHaa



Mpunoxexne 7
kKn.3.4.6

HaumeHOBaHUE OopraHMn3almn

HOMEHKJIATYPA IOEJI YTBEPXIAK
N HamMeHOBaHME OOJIXHOCTU
PYKOBOIMTEJA OpraHu3alumn

(MecTO CcoCTaBJIEHUS)

Homnmce Pacumbpporka
Ha ron MOONNCH
IDaTa
MHOekc 3aroJIOBOK meJia Kom-BO Cpok xXpaHeHuda [IpuMeuaHne
meja en. xp. n N crarem 1o
[IePEeYHIO
1 2 3 4 5
HaspaHMre pasnerna

HammeHOBaHME HOOJDKHOCTU
pykoBomuTesda CJyx0Oel JOY
opTraHu3auum Momnmuce Pacumpporka nOONUCHK

IaTa

Busza PyKOBOIUTEJISA apxXuBa
(Mnua, OTBETCTBEHHOIO 3a apXUB)

COTJIACOBAHO COTJIACOBAHO

[IpoToxos L3K (3K) [IpoToxos 3IIK apXMBHOTO
yupexneHnsa

oT N oT N

dopmaT A4 (210 x 297 MmMm)
dopMa HOMEHKJIATYPH IeJl opraHM3alumn
VToroBas 3amnMcCh O KATEeTopMSaAX M KOJI-Be IeJjl, SaBeIOeHHBEX B Tomy

B OpTraHM3auum
[Io cpokaM XpaHeHUdA Bcero B TOoM umcre:

nepexonsammx c orMeTkom "OIIK"
1 2 3 4

[TocTOAHHOTO

Bpemenunoro (ceeme 10

JeT)

Bpemenunoro (mo 10 jer

BKJIIOUMTEJILHO)

MNTOT'O:

HamMveHoOBaHMe OOJDKHOCTU
pykoBoOmuTessa CJyx0Oer I0OY [Mopnmce PacumppoBka NOONUCK

TaTa
IToTOBEIE CBEHOEHMSA [epelaHB B apxXWUB.

HammMeHOBaHMe IOOJIKHOCTU
rnepenaBuero CBeIeHUdA INoomnmce Pacumpporra nomnmcu



IlaTa
dopMa MTOTOBOM 3alMCM K HOMEHKJIAType IeJj opraHM3aluu

MpunoxeHne 8
kn.3.4.6

HamMveHOBaHMe opraHM3al UM

HaumeHOBaHUE CTPYKTYPHOI'O
InompasnejyieHnsd

HOMEHKJIATYPA JEJI

N

(MecTO CcoOCTaBJIEHUS)

Ha rom <*>

NHOekc 3aroJIOBOK HeJia Kom-BO Cpok xXpaHeHuda [IpumMeuaHue
meja en. xp. n N crarey no

IIepEeyHIo

1 2 3 4 5

HaspaHme pasnera

HavMeHOBaHMeE OOJIXHOCTU
PYKOBOOUTEJNA CTPYKTYPHOTO
nompasnesieHud lloanmchb Pacumpporka nOONUCHK

IaTa

COTJIACOBAHO <**>
[lpoTokos 3K CTPYyKTYpPHOTI'O
nogpasnesieHnd

oT N

HamMeHOBaHME HOOJDKHOCTU

PYKOBOOMUTEJNA apxuba

(Mnua, OTBETCTBEHHOI'O

3a apXuUB) [Momnmce PacumppoBKka NOONUCK

HaTa
dopmaT A4 (210 x 297 MMm)

dopMa HOMEHKJIATYPEl IeJl
CTPYKTYPHOTO NOIOpPa3mesieHMd OpTraHmM3aluuu

<*> K BbINWUCKE W3 HOMEHKNaTypbl Aen opraHuM3aumuM Ans OAaHHOro CTPYKTYPHOro noapasgeneHus no
OKOHYaHMKM KaneHAapHOro roga COCTaBfsieTCH WTOrosasi 3anucb Mo opme, ykasaHHOW B MPUNOXEHUU 7, U
AenaeTcsa oTMeTKa O nepefaye UToroBbIx cBeaeHun B cryx0y [OY opraHusaumu.

<**> [MNpun Hann4uum K CTPYKTYpHOro nogpasgerneHuns.



JMCT-3ABEPUTEJIE IEJIA N

MpunoxeHune 9

kKn. 3.6.16

B mesie mogumMTO UM NPOHYMEPOBaHO JIVCTOB,
(umbpaMy M NPONMCHIO)
B TOM UMCJIe:
JIMTEPHBIE HOMEepa JIMCTOB ;
NPOIylleHHEIE HOMepa JIMCTOB
+ JIMCTOB BHYTPEHHEM OINUCU
OcobeHHOCTM OUBUMUECKOTO COCTOSHMSA M QOpMMPOBAHMA Iejia Homepa
JIUCTOB
1 2
HamMmeHOBaHMEe OOJIXHOCTU
paboTHMKa lognmchb PacumppoBka NOONUCHK
IaTa
dopmaT A4 (210 x 297 MmMm)
dopMa JmCTa-3aBepuUTesia Oeja
Mpunoxexune 10
kKn.3.6.17
BHYTPEHHAA OMNMNCb
OOKyMmeHTOB ef. xp. N
N VHOoekC ITaTa 3aro0JIOBOK IOOKYMEHTAa Howmepa Mpu-
n/mn IOKYyMEHTAa IOKYyMEHTAa JIMCTOB en. Xp. Meua-—
HUEe
1 2 3 4 5 6
NToro IOKYMEHTOB.
(umdpaMm M HOPONMCEI)
KonmnueCcTBO JIMCTOB BHYTPEHHEM OIUCHK .
(umbpaMy ¥ OPONMUCHIO)
HavMeHOBaHME IOJDKHOCTM JIMIla,
COCTaBMBIIETO BHYTPEHHKK OIIMCH
OOKYMEHTOB Iejia Iloonmce PacumppoBka nomnmcu

TaTa

dopmaT A4 (210 x 297 MmMm)

dopMa BHYTPEHHEM ONMCM NOKYMEHTOB IeJja



Mpunoxenue 11
kn.3.6.18

Konm roc. apxmuBa
Kon opraHmszaumum

. N
Om. N
o. N

(HamMeHOBaHME apxXMBHOTO YyYPEXIEHUH)

(HamMeHOBaHME oOpTraHM3aLMM UM CTPYKTYPHOT'O NOIOPAa3OeJIeHU:d)

IEJO N TOM N

(3arosioBok nmeja)

(KparHve naTe)

Ha JIUCTax
XpPaHUThb

dopmaT A4 (210 x 297 MMm)

dopma OOJIOXKM »OeJia
IIOCTOSHHOTO M BpeMeHHOTO (cmBeme 10 JjieT) XpaHeHUs



MpunoxeHue 12

kn.3.7.2
(HammeHOBaHME opIraHM3aLUM)
(HamMmeHOBaHME CTPYKTYPHOTO MNOIPasIesIeHUS)
YTBEPXIAIO
HamMeHOBaHME IOOJIKHOCTU
PYKOBOOUTEJNA CTPYKTYPHOTO
nompasnelieHud
Homonmcse PacumppoBkra
MIOOINCH
ODaTa
OIlMCb N
N NHpexc 3aroJyIoBOK KpanHue Kom-BO Cpoxk [lprMeuaHre
n/u meja nesa IaTEL JIMCTOB XPaHeHUd
1 2 3 4 5 6 <*> 7
HazpaHMe pasnesa
B maHHy© ONMCBH BHECEHO en. xXxp. ¢ N
(umdpaMm M HOPONMCHI)
o N , B TOM UMCIIE:
JIMTEPHEIE HOMEpPaAa:
NPOMylIeHHEIE HOMepa:
HamMveHOBaHMe OOJDKHOCTU
cocTaBUTEJId OIUCHU I[Toonuce PacumppoBKa NOONUCHK
HaTa
COTJIACOBAHO COTJIACOBAHO <**>
HamMeHOBaHMEe OOJDKHOCTM PYKOBOOUTEJIA [IpoTokon 3K CTPYKTYpPHOI'O
catyx06er IOY nompas3neJieHusa
lMoonmce PacumppoBka nonnmcu oT N
IlaTa

@opma onmcy npeJjl IIoCTOAHHOI'O, BPEMEeHHOI'O (CBE;IU.Ie 10 JeT)
XpaHeHVd M IIO JIMYHOMY COCTaBy CTPYKTYPHOI'O
InompasnesiIieHMAa OpraHM3alumnmn



<*>[padcha 6 onyckaeTcsi B ONUCAX e NOCTOAHHOIO XpaHEeHWs.
<**> [Npun Hanuunm 3K CTPYKTYpHOro nogpasaeneHus.

Mpunoxexue 13
kn.3.7.17

lepenan
en. xp.

(umdpaMmyt M HOPONUCHI)
1z PETUCTPALMOHHO-KOHTPOJIBHEIX KAapPTOTEK K
(umbpaMy M MNPONMCHIO)
OOKyMeHTaMm <*>

HammeHOBaHME HOOJDKHOCTU COTPpYyIOHMKA

CTPYKTYPHOI'O NOOpasieleHMrsa [lonnuce PacumppoBka NOONUCK
HaTa
[MpuHuAan en. Xp. u

(urdpaMy M NPONMCHIO) (umdpaMy M MNPONMCHIO)

PETVNCTPALVMOHHO-KOHTPOJIBHBEIX KAPTOTEK K IOOKYyMEeHTAM.

HamMeHOBaHME HOOJIXKHOCTU pabOoTHMKA
apxmpa oOpraHmM3alumum [Momnmce PacumppoBka NOONUCK

HaTa
dopmaT A4 (210 x 297 MMm)

dopMa MTOTOBOM 3aNMCK M 33aBEPUTEJIBHOM HAaNOIMCK

<*> [NepepaloTca BMeCTe C Aenamu KaHuenspum.

Mpunoxexune 14
kn.3.7.18

(HazBaHMe TOCyHapCTBEHHOT'O apxuBa <*>)

(HazBaHme QoHIa)

®oHnm N

OIlMCh N

(HazsBaHMe omnmucu)

KparHye naTe OOKYMEHTOB




dopmaT A4 (210 x 297 MmMm)

Cbopma TUTYJIBHOT'O JIMCTa OIMCKM IOOKYMEHTOB IIOCTOAHHOT'O XPaHEeHMA

<*> 3anonHsieTcsi B rocyagapCTBEHHOM apXumBe.

Mpunoxexue 15

kn.4.4.3.3
HamMeHOBaHMEe oOpTraHM3alumn
KAPTOUKA TIOCTEJIJIAXHOT'O
TOIIOT'PAOUUYECKOT'O YKA3ATEIJIA
CTEJIJIAX N XPAHMIIMIIE N
lxkad N ITonka N ®ono N Onmuce N Iesla ¢ N [lprMeuaHMe
(u/m)
no N
1 2 3 4 5 6

dopmaT A6 (148 x 105 MmMm)

dopMa KapTOUKM MNOCTEJIJIaXHOT'O Tonorpadmueckoro ykasaTeis
(nmmuepas cTOpPOHA)

1 2 3 4 5 6

dopMa KapTOUKM [IOCTEJJIaXHOT'O TOoIorpadmiueckoro ykasaTeid
(0BopoTHasS CTOPOHA)

MpunoxeHne 16
kn.4.4.3.4

HammveHnoBaHMe oOpraHun3alumn

KAPTOUYKA IIOPOHIOBOTO
TOIOT'PAGMUECKOI'O YKAS3ATEJIA

®OHIO N XPAHVIIMIIE N

HazBaHue ¢oHIa

Onmce N IOena ¢ N Cremyax lxkad N Nonxka N [lpuMeuyaHUe
no N N




dopmaT A4 (210 x 297 MmMm)

[IpuMmepHasa ¢GopMa
KAapTOUKM NOPOHIOOBOTO TONOTIPadMUIecKOTO yKasaTesd

Mpunoxexue 17

kKn.4.5.3
HauMeHOBaHMe OpTraHM3aLUN
HaspaHMe apxuBa
3AKA3 (TPEBOBAHUE) PA3PEIAI BeIOauy e
PyKOBOIOMTEINDL apxuba
N (3aB. UMTAJILHEIM 3aJIOM)
(MecTO COCTaBJIEHMSA) [Momnmuce PacumppoBka
Ha BHIAUY OOKYMEHTOB MNOONNVCH
DaTa
(QamMmnvsa ¥ MHMLMAJIEL MCCJleDoBaTesisa; paboTHMKA CTPYKTYPHOI'O
nompas3nesieHus)
(TemMa mMccJenoBaHUS)
QoHn Onmco En. xp. 3ar0JIOBOK Pacnucka Pacnucka coTpyIHUKa
N N N en. xXp. 10JIb30BaTENIS B YuTaJIbHOT'O 3ajla B
IOJIyYEeHUM npueMe
1 2 3 4 5 6

dopmaT A5 (148 x 210 MmMm)

dopMa 3akasa Ha BHIOAYYy OeJ
(nmmueBas CTOpPOHA)

1 2 3 4 5 6

I[loonuce mcciaemoBaTeJid

dopmaT A5 (148 x 210 MMm)

dopmMa 3akasa Ha BHIOaAUy e
(obopoTHasa CTOPOHA)



Mpunoxexue 18
kn.4.5.3

HamveHoOBaHMe opTraHM3alun
AKT

N

(MecTo CcoCTaBJIEHUS)
O BBIDAUE IeJI BO BPEMEHHOE I10JIb30BaHUE

(HaMMeHOBaHME OpTraHM3aluu,
ee azmpec, [OYUTOBHIM MHIEKC)

OcHOBaHUe

IO KakoM LeJiM BbhOATCa IeJia
BeimawnTca crenyoume en. xp. u3 doHma N

(HazBaHMe QOHIA)

N Onuce En. xp. 3aroJIOBOK KpanHue KommuecTBO [IpuMeuaHue
n/mo N N en. Xp. oaThH JIMCTOB
(BpeMs
3BYy4YaHUA,
MeTpax)
1 2 3 4 5 6 7
Bcero BeImaeTcsa en. xXp.,

(umppaMm ¥ MOPONMUCEHIO)

CPOK BO3BpalleHUA .

Ilesa BEIDAHE B YNOPAIOYEHHOM COCTOSHMM, IIOOUMTE, B OBOJIOXKax, C
IPOHYMEPOBAHHEIMY JIMCTAMM M BaBEPUTEJIbHBEIMM HAaNIMCAMMA .

llonyuaTesnp oBAa3yeTcs He IpenoCTaBJIATbL JeJl, [OJIyUdeHHHX BO
BPEMEeHHOEe IMOJb30BaHMe, IJA BaHATUM [NOCTOPOHHMM JMllaM, He BbBIOaBaThb
IO HMM KOMNMM, BHIOMCOK M CIpPaBOk, He NyOJIMKOBaTb OOKYMEHTH 0e3
paspelleHns opraHM3aluM, BHIOABIIEY Ieja.

llonyuaTesyb o0sa3yeTcs BEPHYTL Jejla B apxuB opraHM3auumM B
YKas3aHHBEIM B akKTe CPOK.

llonydyaTess HpeldynpexieH o6 OTBETCTBEHHOCTM IO 3aKOHY B Clydae
YyTpaTh MM [OBPEXIEHMS INOJIyUYeHHHX BO BPEMEeHHOe IIOJIb30BaHMue Oell.

HamMeHOBaHME OOJIXHOCTU HamMeHOBaHmMe OOJIXHOCTU
PYKOBOIMUTEJIA OplaHM3aluu, PYKOBOIOUTEJA

BEIIAKNIIETO IOejia opraHM3aluMM-IIoJIydaTesid
[Homnmce PacumpporBka [Homnmce PacumpporBka

Inogrmcum Inogrnmcum



HaTa IaTa
TepboBasa MMeuyaTb OPTaHM3aLUU TepBoBasa MeuyaTb OPTaHM3aLUU

Beimas mejia MO MNOPYYEeHMIO PYyKOBOLACTBA

(HaMMeHOBaHME OopITaHM3aLUM)
PyKOBOOMTEJIL apxXUBa
opraHu3auum (JIunLo,
OTBETCTBEHHOE 3a aAPXUB) Mopnuce Pacumbpporka
MOONNVCH

IaTa

[IpuHAJ @Oejia MO MNOPYYEeHMI PYyKOBOLACTBA

(HaMMeHOBaHME OpITaHM3aLUM)
PykopommuTesib apxmuba
opraHuzauumM (1Mo,
OTBETCTBEHHOE 3a apxuB) lloanmchb Pacumpporka
IOONMCU
IaTa
Iesla BO3BpPAlLlEHEl B I[IOJIHOM OOBEME M COXPAaHHOCTU.
Cnajyli no HOopydYeHMI PYyKOBOICTBA OPpIaHM3aALUUM-IIOJIydaTeJis.
PykopomuTesib apxupa
opraHmuzauum (1Mo,
OTBETCTBEHHOE 3a apxUuB) lloanmchb Pacumpporka
TIOONNCHU
HaTa
[IpUHAJ IO [NOPYYEeHM IO PYKOBOICTBAa OpIaHM3alMM, BHIABIEM Ieja.
PykoBomuresb apxmuBa
opraHmzauumu (JIMio,
OTBETCTBEHHOE 3a apxuB) Momnuce Pacumpporka
IOONMCHU
IlaTa

dopmaT A4 (210 x 297 MMm)

dopmMa akTa O BHIOAUYEe OeJl BO BPEMEeHHOe IIOJIb30BaHue



HauMeHOBaHMe OpTraHM3aLUN
KHUTA BHIOAYM OOKYMEHTOB N
HauaTa
OKOHUeHa
dopmaT A4 (210 x 297 MmMm)

@OpMa TUTYJIBHOIT'O JIMCTa KHUI'V BBEIIOAYM IJOKYMEHTOB

Mpunoxexune 19
kn.4.54

N IarTa QoHI Oonmce Eo. xp. Komy Pacnucka IaTa Pacnucka pu-

n/mn BBIOAUYN N N N BBI— B I[IOJIy-— BO3— B BO3-— Meua-—
IIaHO UEeHUN BpaTa BpalleHUN HUe
neja neja neja

1 2 3 4 5 6 7 8 9 10

UToro B TOnOy BEOAHO M3 xXpaHummma N
(umdpaMy ¥ HOPONMUCHIO)
en. Xp.

HavMeHOBaHMEe HOOJDKHOCTU pab®OoTHMKA,
COCTaBMBIIET'O MTOT'OBYI 3alllChb I[lopnmce PacumppoBKka NOONUCK

JaTa
dopmaT A4 (210 x 297 MmMm)

@opMa KHUMT'V BBIOAYM LOeJI M3 XpaHWJIMIa



HaumeHoOBaHUE OopraHM3almmn

JIMICT MCIIOJIb3OBAHVA HOKYMEHTOB

®oHnm N

Onmce N Iesio N

3aroJIOBOK mejia

MpunoxeHue 20

kn.4.5.8

®opMa JIMCTa MCIIOJIB30OBAHMA IOJOKYMEHTOB

HamveHoBaHMe OpraHMn3almn

KAPTA-3AMECTUTEJIbL IEJIA

Iesio

Onmuce

(N 1 HaszBaHUEe)

®oHLO

(N 1 HazBaHUEe)

BeimaHO BO BPEMEHHOE II0JIb30BaHME

(N 1 HaszBaHUEe)

(UuMTagbHEIM 3aJl) :

HaTa KoMy BBIIAHO: XapakTep MCIOJIb30BaHUA N wmcnomab-— [opnuce
VCIIOJIb — bavmnmsa, MHU— (konMpoBaHME, BBIIUCKM, 30BAHHBIX Juia, wnuc-—
30BaHMUA Uyajel (pas3-— IPOCMOTP M IpP.) JIMCTOB [IOJIB30—
OopPUMBO) BaBUETO
oeJjio
1 2 3 4 5
dopmaT A4 (210 x 297 MmMm)

MpunoxeHue 21

kKn.4.5.9

N ®.M.0. nonp30BaATENS IlaTa BHOAUU JaTa BO3BpAaTa
n/mo
1 2 3 4




dopmaT A4 (210 x 297 MmMm)

dopMa KapTH-3aMeCTUTeNd neja

MpunoxeHue 22
kn.4.7.5

HauMeHOBaHMe OpTraHM3aLun
HaspaHme apxmBa

AKT YTBEPXIAK
HavMeHOBaHME OOJIXHOCTU
N PYKOBOOMTEJNA OPIaHM3aLUMU
[omnmcse Pacumpporka
(MecTOo cocCTaBJIEHUS) MOIONNCHU
OPOBEPKM, HAJIUUMSE UM COCTOSHUA IeJl ODaTa

(IOCTOAHHOTO, BPEMEHHOTO
XpaHeHus, [0 JIMIHOMY
cocTaBy)

®oHnm N

OcHOBaHMe

(mnaHoBas MNPOBepka, IllepeMelleHMS IOKYMEeHTOB,
CTUXUVHOe OencTBUMEe UM T.I.)
CocTaBJIeH KOMMUCCUEN:
[lpencenmaTesyib KOMUCCUN

(HaMMeHOBaHMEe OOJIKHOCTM, GbaMuiusg,
MHMLIMAJIEL)
UJIeHBE KOMMCCUU :

(HaMMeHOBaHME OOJIKHOCTEM, OQaMuiImy, WMHMLMAJIH)

[IpoBepKa NPOBOAMIIACE C o
[IpOBEPKOM YCTaHOBJIEHO:
1. Bcero uUmMCIMTCsS IO ONMUCAM: nei,

(umdpaMm M OPONMCEI)
B TOM dYMCJIe IO ONMCAM, YTBEPXIEHHEIM (COTrJjacoBaHHEM) OIK apxXMBHOTO

ydupexneHus, neJ.
(uMppaMm ¥ MOPONUCEHIO)
2. Bcero He okasaJioCk B HaJIM4uMM nei,
(umdpaMm ¥ HOPONMCEI)
B TOM dYMCJIe IO ONMCAM, YTBEPXIEHHEIM (corjacoBaHHEM) OIK apxXMBHOTO
yupexneHus, neJ.

(umppaMm ¥ MNPONUCEHIO)
3. VMeonT JIMTEepHEE HOMEepa:
3.1. He YUTEHHHE B MTOTOBHEIX 3aNMUCIX ONUCEN nes,
(umbpaMmn u
[IPONNCEI)




3.2. He IIEePEedYMCIIEHHEIX, HO YUYTEHHEIX B UMTOI'OBEIX 3allMCAaXx onyuceun

neJ.
(umbdpaMy M HOPONMCHIO)
4. I[ponylmeHO HOMEPOB:
4.1. He YUYTEHHBEX B MTOTOBHIX 3alMCHIX ONUCEN nes,
(umbpamm un
MIPONMCHIO)
4.2. He I[EPEUUNCJIEHHBEIX, HO YUTEHHHBIX B MTOT'OBEIX 3alMCHAX ONUCEN
ne.

(umbpaMy M MNPONMUCHIO)
5. HenpaBUJIBHO MOJIOXEHHEIX I&JI, OTHOCAMMXCS K IOPpyI'mM boHmawm,

ne.
(umdpaMmyt M MOPONUCHEI)
6. OkazsajioCh B HaJMUMM [0 IaHHOMY GOHIOY (BKJIOUEHHEIX B OIMCH)
neJ.
(umbpaMy M MNPONMCHIO)
7. VIMeeTCs He BKJIOUEHHEIX B OIMUCU
ne.

(umdpaMmt M HOPONMCHEI)
8. Bcero mno pmaHHOMYy GOHIY  (BKJIOUEHHBIX M HE BKJIOUEHHBIX B OIIMCH)
VIMEETCS B HaJM4UM

e,
(umdpaMy M NPONMUCHIO)
3 HUX:
8.1. Tpebyouux ne3mHPexkLUN nes,
(umdpaMr ¥ OPONMUCHI)
8.2. TpebyouMxX Ie3UHCEKLUMU nes,
(umbdpaMy M HNPONMCHIO)
8.3. TpebynumMx pecTaBpaLUn nes,
(umdpaMr ¥ OPONMUCHI)
8.4. TpebyouMx INepeljieTa U NOIWUMBKU neJ,

(umdpaMr ¥ OPONMUCHI)
8.5. TpebynumMx BOCCTAHOBJIEHMS 3aTyXaWlIMX TEKCTOB
neu,

(undpaMr ¥ HOPONUCHI)
8.6. HEeMCHpPaBUMO MNOBPEXIEHHHX neJi,
(uMppaMm ¥ MOPONMUCEHIO)
8.7. TpebynuMX TEeXHUYECKOM 00paboTku

(umdpaMm M HOPONMCEI)
ne,
8.8. BEIDIAHO BO BPEMEHHOE I[IOJIb30BaHME

(umbpaMy ¥ OPONMUCHIO)
oe.
9. Ofmass xXapaKTepuUCTMKa COCTOSHUS UM YCJIOBUNM XPaHEHUS IOKYMEHTOB.
OCHOBHEIE OTpHMlATeJIbHEIE SBJIEHMS B COCTOSHUM UM YCJIOBMAX UX XPaHEHUS.
[IpuioxeHre : JUCT (B) IPOBEPKM HaJMuMa M cocTogHusa men (N ...).

[I[poBEepPKY MNPOBOOMIIN :

HavMeHOBaHME IOJIKHOCTEM lNopnmucu Pacumpporka
Ioanmucemn

HaTra
dopmaT A4 (210 x 297 MMm)

dopMa akTa NPOBEPKM HaAIMUMA M COCTOSHMA men QoHIa
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kKn.4.8.1
(HazBaHMe apXMBHOTO yudpexnmeHus) <*>
(HazBaHue QoHIa)
doHng N
OIIMCb OCOEO LEHHHX IEJI
(kpaMVHMe »OaThl)
dopmaT A4 (210 x 297 MmMm)
dopMa TUTYJIBHOT'O JIMCTa ONMCUM OCOOO LI€HHBIX el
YTBEPXIA
HammeHOBaHME IOJDKHOCTU
PYKOBOOMUTEJNA OpITaHM3alumn
Illomnuce PacumppoBka
IOONMCHU
N N N 3aroJjioBOK KparHue Kosn-BO N enm. yuera [IpuMeuaHme
n/mn omnmcu neJja neJsa IaTE JIMCTOB CTPaxoBOTO
dboHma
1 2 3 4 5 6 7 8
B maHHYy© ONMCH BHECEHO ocob0 LEeHHBEIX OeJl,
(umbpaMy ¥ OPONMUCHIO)
c N no N , B TOM UMCJIE:
JIMTEPHEIE HOMEepa:
NPOIylleHHEIE HOMEpPa:
/3 HUX MMEKT CTPaxXxOBEE KOIUMU oes.

(umdpaMy ¥ MOPONUCHIO)

HammMeHOBaHME IOOJIXKHOCTU

COCTaBUTEJII ONMUCU [lomnmcob PacumppoBka nomnmcu




HamMeHOBaHMeE OOJIXHOCTU
PYKOBOIMTEJA apxXmuba
(uia, OTBETCTBEHHOTIO

3a apxXuB) Momnmcse PacumppoBka NOONUCHK
IlaTa
COT'JIACOBAHO YTBEPXIEHO
[Iporokos LISK (3K) opraHmsaumum [IpoTokos JIIK apxXMBHOT'O
oT N yUupexnoeHnsa
oT N

dopmaT A4 (210 x 297 MmMm)

dopma onmcm O0CODO LIeHHBEIX »OeJl

<*> 3anonHsieTcs rocyaapCTBEHHbIM apXUBOM.
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Kn.6.3.3
(HammeHOBaHME opIraHM3aLUM)
(HazpaHre apxuBa OpraHM3aLMM)
KHUTA
ydyeTa INOCTYIIJIEHUS U BHOBITUS
IJOKYMEHTOB
Tom N
Hauat
OKOHUEeH
dopmaT A3 (297 x 420 MMm)
@opma TUTYJIBHOI'O JIMCTa KHUINV ydeTa IIOCTYIIJIEHUHA
1 BHIOBITUI JOKYMEHTOB
N IaTa HamMeHOBaHME HaseaHue, HasepaHue KparHue I[locTynyieHre ONMCAaHHEIX BeIOBITMIE OMNMCAaHHBIX HeonmcaHHEIX ITpume—
n/n IOCTYII— opraHM3alumn HOMEp U ¥ HOMEp oaTeL OOKYMEHTOB IOOKYMEHTOB nes, IOKy-— yaHue
JIeHUS U (CTPYKTYPHO— mara Io- bonna, IIOCTY— MEHTOB, JIMC—
BEIOBITM A TO mompasne- KyMeHTa, onmucu OMBIMX Kon-Bo men Kon-Bo men TOB
OOKY— JleHus, Jmua, 10 KOTO- IOCTYy— WVIJIVL BHI—
IOCTO— BpEeMeH— o I0CTO— BpEeMeH— o ocTy— BEIOBI—
MEHTOB apxmuBa), OT poMmy moc-— OMBIIMX OBIBLIX
. SHHOTO HOT'O JIa- SHHOTO HOT'O Jma- IMJII0 JI0
KOTOPOM II0C— TYIUIN VI BHI— IOKYMEH—
XpaHe-— (cBbIIE HOMY XpaHe-— XpaHe-— HOMY
TYyOUIn (MUam WJIY BEIOBI— OBIBLIMX TOB,
HUSA 10 jeT) cocTas HUA HUA cocTas
BHIOBLIM) LO— U OOKY-— OOKYMEeH— BKJIOUEH—
KYMEHTEI MEHTEI TOB HEIX B Y b4
OMuChH
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15
WToro B TOony TOCTYIIUIIO en. xp. (mnsa

(umdpaMyt ¥ HPONUCHIO)



(ayono-, BUIEOODOKYMEHTOB - + em. Yyu.), B TOM UMCJIe:

MOKAS3EBATCS pPasleJIbHO MTOTOBHE HOaHHEE [0 Tpabam 7, 8, 9, 13
KHUTHU;
BEIOBLIIO en. yuera (+ OOKYMEHTOB, JMCTOB),

(umbpaMy M MNPONMCHIO)
B TOM UMCJIE:
MOKASBEBATCSA pPasldelibHO MTOTOBHE IaHHBE no rpadam 10, 11, 12, 14.

HaumMeHOBaHMEe OOJIXHOCTM JIMLA,
COCTaBMBIIETO UMTOIT'OBYIO

TONOBYI 3allCh Illoonmce Pacumbporka nomnmucu
Bapenyoumi apxXUBOM [Momnmce PacumppoBka NOONUCK
HaTa

dopmaT A3 (297 x 420 MMm)
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Kn.6.3.3
HauMeHOBaHMe OpTraHM3aLUN
CINCOK ©OHIOB
ToMm N
Hauar
OxoOHUeH
dopmaT A4 (210 x 297 MMm)
dopMa TUTYJIBHOTO JIMCTa CIOMCKa QOHIOB
N HaseaHue IaTa nepeoro OrMeTKa O BHOETMM (QOHIOA [IpuMeua-
doHIa dboHIa IOCTYIJIEHUS HUe
IOKYMEHTOB Kyna HaTa m N OOKyMeHTa,
doHnma BBIOBLTI Ha OCHOBaHMM KOTOPOTO
BBIOBLII
1 2 3 4 5 6
Ha 01.01. Toma B CIMCOK BKJIOUeHHE GOHIE C N nmo N .
Bcero XpaHUTCS B apxuBe boHIOB, M3 HUX:

(undpaMr ¥ OPONMUCHI)
comepxaT ocoBO LeHHEE neJa.

(umdpaMm M HOPONMCHI)
Homepa cBOOOnHEE:
HamMeHOBaHMe HOOJIXKHOCTU pabOoTHMKA
apxuBa, COCTaBMBULIETO IT'OHOBYIO
NTOT'OBYIO 3alMCh I[Toonuce PacumppoBKa NOONUCK
HamMeHOBaHME HOOJDKHOCTU
PYKOBOOMUTENA apxuba
(nmuua, OTBEeTCTBEHHOTO
3a apxXuUB) [Momnmce PacumppoBKka NOONUCK
HaTa

dopmaT A4 (210 x 297 MmMm)

dopma cnmcka QOHIOB
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HaumeHoBaHUME OopraHMn3almn

PEECTP OIIUCEN

HauartT
OkOHUEeH
dopmaT A4 (210 x 297 MmMm)
dopMa TUTYJIBHOTO JIMCTa peecTpa ONucen
N N N HaspaHue Kom-BO nmesn B onucu Kpan- Konu- Komnum— pume-—
n/mn bonma ONMCU onmucu IOoCTO— BpeMeH-— 1o HUe yeCcTBO YyeCcTBO yaHue
SHHOTO HOTO JIMYHO— IOaTEL JIMCTOB DK3EeMII—
XpaHe- (cBrIIE My B OIMUCHU JISPOB
HUSA 10 JseT) cocTa- onucCHU
XpaHe- BY
HUS
1 2 3 4 5 6 7 8 9 10 11
Bcero XpaHUTCH B apxuBe onmucen, U3
(umdpaMm M HOPONMCEI)
HMX TIOCTOSHHOT'O XPaHEHUS , BPEeMEHHOTO

(umbpaMy M NPONMCHIO)

xpaHeHusa (ceeme 10 JeT)

(umppaMm ¥ OPOMNMUCHIO)

IO JIMYHOMY COCTaBy

(umdpaMm M HOPONMCEI)

HauMveHOBaHMEe OOJDKHOCTU pa@OTHMKa

apxuBa oOpraHM3aluy, COCTaBUBIIEIO
peecTp ONIUCeN llonnmuce
JaTa

PyxkoBommuTesb apxmpBa OpTraHM3aluumn

(MO, OTBETCTBEHHOE 3a apxXUB) [Momnuce

PacumppoBka nomnmcu

PacumppoBka HOOIUCU




HaTa

dopMa peecTpa onmcen
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Kn. 6.3.3
(HammeHOBaHME opIraHM3aLUM)
(HazpaHre apxuBa OpraHM3aLUM)
KHUTA
yyeTa IOCTYIIJIEHUS U BHOBTUSA
CTpaxoBoTo QoHHma M GOoHIA MNOJIE30BAHUA
Tom N
HauartT
OKOHUEeH
dopmaT A4 (210 x 297 MMm)
dopMa TUTYJIBHOT'O JIMCTA KHUIM ydeTa [OCTYyIJIeHUS
¥ BBIOBITMA CTPaxoBOTO QoHIa M QOHIa MNOJIb30BAHUA
N IOaTa HazepaHUe IOaTa Homepa Homepa Kos-BO CBeneHUa O CTPaxOBOM CeenmeHus o QoHIOe Mpu-
n/mn IOCTYIl— n N, nmara KONU— boHmoB onucemu en. xp. boHme (KOJI-BO en. Xp.) IoJIb30BaHMsa (KOJI-BO Me-—
JIeHud IOKYMEHTa, poBa-— MIOOJIVIH— en. xp.) yaHue
nJin BBI— II0 KOTOpO-— HMA HIMKOB,
TIOCTYIIUIIO BEIOBLITO MOCTYIINIIO BBIOBLIIO
OBITM S MYy I[IOCTy-— BKJIOUEH—
en. Xp. NI WJin HBIX B
Co BRIOBLIM €11. enVHULLY
xp. Co XpPaHeHunsa
cTpaxo-
BOTO
boHma
1 2 3 4 5 6 7 8 9 10 11 12




VTOTO MOCTYNUJIO B romy en. xp.
(umbdpaMm M MNPONMCHIO)
cTpaxoBoro QoHzIa, en. xp. GoHma
(umbpaMy M MNPONMCHIO)

IOJIb30BAHUSA;

BEIOELIIO en. Xp. CTpaxosoro doHOa
(umdpaMmyt M HOPONUCHI)

n en. xp. GOHIa NOJIB30OBAHMA.

(umbpaMy M MNPONMCHIO)

HammeHOBaHMEe OOJXHOCTM JMLA,
COCTAaBUBIIETO T'OOOBYIO
MUTOTOBYI 3alllChb Illommnmce PacumppoBKa NOONUCUK

PyKOBOOUTEJL apxXuBa
(JIMLIO, OTBETCTBEHHOE 3a apPXWUB) Noamnmchb PacumppoBka HOOIMUCU

IaTa
dopmaT A4 (210 x 297 MMm)

cDopMa KHUTY ydeTa IIOCTYIJIeHUMA U BBIOBITIM S
CTPaxoBoTo QoHIa M GOHIA MNOJIL30BAHUA
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kKn.6.3.3
I'pnd orpaHmueHmMda HOONYyCKa
HauMeHOBaHME TI'OCYyIapCTBEHHOTO apxupa <*>
omMcp N
cTpaxoBoro QoHIa
dopmaT A4 (210 x 297 Mm)
dopMa TUTYJIBHOT'O JIMCTa ONMUCU CTPaxoBoIo QoHOa
YTBEPXIAI
HammveHOBaHMEe OOJDKHOCTU
PYKOBOOMTEJA OpTaHU3aLuM
[Momnmcse PacumppoBkra
IIOIINNCHU
DaTa
N en. HaTa Kom-BO Kos-BO CBenmeHMsa O neJiax, [lpuMeuyaHUE
Xp. KOInmMpo-— KangposB e, BXOoOAILMX B €IOMHUILY
CTpaxo-— BaHUA B e1. BKJIIO— XpPaHeHud CTpaXoBOTI'O
BOT'O IOOKy-— Xp. YEeHHBIX doHnma
OHIa MEHTOB CTpaxo- B en.
boux p 8 Homepa Homepa Homepa
BOTO Xp. .
doHIOB onmucem en. xp.
bonma
1 2 3 4 5 6 7 8

Bcero Ha 01

en. xXp.,

.01.

c N

JMTEPHEIE HOMEPaA:

N

B TOM

I'O0oa B OIIMCb BKIIIOYEHO

(umdpaMy ¥ HOPONMUCHI)
umce :

IIPpOoIIylleHHEBEIEe HOMepa:

kampoB M/b cTpaxoBoro doHma

(umdpaMrt ¥ HOPONUCHI)

CKONMPOBAHO en. xp.
(umdpaMm ¥ OPONMCEI)

HamMeHOBaHME OOJIKHOCTMU

paboTHMKA apXuBa,

COCTaBMBIIET'O MTOT'OBYI 3alllChb I[Toonuce PacumppoBKka NOONUCK

HammeHnoBaHMe IOOJDKHOCTU

PYKOBOOMTEJNA apxuba INonnmuce PacumdpoBka MNOONMUCHK

(MMila, OTBETCTBEHHOTO 3a apxXUB)

JaTa

COTJIACOBAHO YTBEPXIEHO

[IpoTrokos LISK (3K) opraHmsaumum [IpoTokos JIIK apxXMBHOTI'O
yupexIaeHns

oT N oT N

dopmaT A4 (210 x 297 MmMm)

dopmMma omnmcu CcTpaxoBoTro dboHma

<*> 3anonHseTcs B rocyJapCTBEHHOM apXuBe.
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Kn. 6.3.3



Komy nperncrasmngeTcs

(HaMMeHOBaHME M alpec IoJydaTeid)

Kewm npencrapjideTrcsd

(HaMMeHOBaHME UM alpec

OTUMTHBAWLIEVCS OpIaHu3aLMun)

(bopma COOCTBEHHOCTM OTUMTHEBAKUENCS OpI'aHM3aLMUM)

[TACIIOPT
apxmuBa OpTaHM3alLMM, XpaHAmelM yHNpaBJIEeHYeCKYy IOKYyMeHTAalMIO
Ha 1 mexabpsa 20 rozma
1. Obume ceBeneHUs
Kon cTpokmu KommuecTBO [Mmomwansb 3arpyXeHHOCTb
borzmos APXUBOXPaHUIIMILA apxuBoxpaHuamuma (%)
(kB. M)
A 2 3
101

2. CBemeHMa O HOOKYMEHTax

IlloxkazaTenn Kon KommruecTBO enuHUL, XPaHEeHUA
CTPOKM
Bcero KparHue naTel /I3 HMX BHECEHO B OINMCH, XpaHUTCA CBeEpPX ObpasyeTcsa
YTBEPXIOEeHHEE (Corjiaco-— YCTaHOBJIEHHOT'O B TOIO IeJ
Hauane - Koneu- BaHHEE) OJIK apxmMBHOTO cpoka
Hada Hada yupexneHus
Bcero KparHue naTel
Hauasnbe-— KoneuHnasa
Hasa
A B 1 2 3 4 5 6 7 8
I[IOCTOAHHOTO XpaHe- 201
HUSA
I[Io JIMYHOMY COCTaBy 202
3. Kanpwu YCJIOBMSA XpaHeHMS INOKYMEHTOB (HYyXHOe

IIONUEPKHYTH) @

- XpaHwuauie :

ecTh,

HeT;

cyxoe, Chpoe;




Kon KommuecTBO cBeTJIOEe, TEMHOe.

CTPOKM | WTaTHBIX - OTomnjeHue : LleHTpaJibHOE, neyvHoe,

PabOTHUKOB OTCYTCTBYET.
- Crenyaxy: MeTaJlIMUeCKMue, IepeBsHHEE,

301 KOMOVHMPOBAHHBIE; HET.

- lixader: MeTaJlnuyeckKme, IOepPEeBsaHHEE;

OTCYTCTBYIOT .
" " 20 T. - CurHaam3aums-g: noxapHasd: ecTb, HEeT;

OXpaHHasg: eCcTb, HeT.
- UMTaJsIbHE 3ajl: €CThb, HEeT.
PyxoBoOMTENb OpTraHmMzauuyu, - TeMIepaTypHO-BJIAXHOCTHEIM PEXUM :
OpennpuaTmus cobmomaeTcd, He cobsiomaeTcHd.
(mommnmce)
damMmnma u TeJleQOH MUCIOJIHUTETIS

dopmaT A3 (297 x 420 MMm)

dopMa HaclopTa apxubBa OpraHM3alMM, XpaHAlen
YIIPaBJIEHUECKYD IOKYMEHTALMIO



Komy npencrapjideTrcsd

(HaMMeHOBaHME U alpec

noJjiyyaTesis)
Kem mpezncramisgeTcsa

(HaMMeHOBaHME U alpec

OTUMTHEBAKIEVCA OpI'aHMU3aLUM)

(bopma COOCTBEHHOCTM OTUMTHEBAWIENCI
opraHu3aLmumn)

[IACIIOPT

opTraHM3auuny, xpaHHmeﬁ OJOKYMEHTELI OTpacjyieBOI'O @OHH&

(HaBsBaHMe oTpacyieBOoTo QoHHZA)

Ha 1 mexabpa 20  roma
1. CpemeHusa O XpPaHUIMIAX 3. Kazmpel
Kon KommuecTso | Ilmomanb CremneHs Kon KommuecTBO
CTPOKM | XPaHWIINI, |XpaHwuiui|3arpyXeHHOCTHU CTPOKMU IITa THBIX
(%) PaboOTHUKOB
A 1 2 3 A 1
101 301

2. CBemeHusa O IOKyMeHTax
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[loxazarTenu Kon [Kom-BO Kparnuue mate |Konu- |O6beMm YCIIOBMA XPaHEeHMS IOOKYMEHTOB
CTPOKM |enm. XP. YeCTBO | 3alucaH— (HyXHOEe MNOIYEPKHYTbH) :
HauaJlb— [ KOHeu- |Das3 HOM WUH-— XpaHuuie: ecTb, HeT; Ccyxoe,
Has Has IOaHHEX | bopManmm CEIpOE€; CBEeTJIOe, TEMHOEe.
(MbamnT) OTormnJyieHre: LEeHTpaJIbHOE,
IeyHoe, OTCYTCTBYeET.
A B 1 2 3 4 5 Cresuiaxm: MeTaJlJIMdyecKue,
nepeBsHHBE, KOMOMHUPOBAHHHE;
HayuyHO-Tex-— 201 - - HeT.
HYYeckas llxkader: MeTalIMyecKue,
OOKYyMEHTaUuus IOepeBsAHHEE; OTCYTCTBYIOT.
CurHaImM3auMsa: IIOXapHas: eCcThb,
POTONOKYMEH— 202 - - HeT; OXpaHHad: eCTb, HeT.
THBI UuTalJbHEIM 3aJi: €CThb, HeT.
TeMIepaTypPHO—BJIQXHOCTHBIM PEXUM :
JOoKyMEeHTE Ha 203 cobsomaeTcsa, He cobiomaeTcs.
MallHHEIX HO-—
CUTeJIAX
IpyTrue IOKy-— 204 - -
MEH TEI
[IpumMeuanme. B cTpoke 202 YKa3EBaeTCsa KOJUYECTBO NIOOJIMHHMKOB

(HETaTMBOB ¥ MO3UTUBOB IPM OTCYTCTBMM HeT'aTUBOBR) 0e3 ydeTa KONUNM U
OTIEeYaTaHHBEIX [NO3UTUBOB.

" " 20 .

PykoBomouresb

opraHuz3aluuy, NPednpUsaTUI PacumppoBKa IOINMUCU
(mommmce)

damMunmsa M TeJedOH UCIIOJIHUTEJIS

dopmaT A3 (297 x 420 MMm)

dopmMma IHacnopTa oplaHM3alMuM, XpaHAauel IOKYMEeHTH
oTpacjyeBoro GoHIa
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Kn.6.3.5
YUETHAA KAPTOUKA EIVHUIIE YUETA
SJIEKTPOHHHX IOKYMEHTOB (31)
®oHng N Onuce N Eno. yuera
HaumMveHOBaHME 3aroJIOBOK N enmHMIL OTmMeTKa O JaTa HDOCTYIJIEeHUA
opraumsanum/ e IVHULIE XpaHeHud HaJuuum
nompasnesyieHus, yyueTa xonmt O]
OT KOTOPBIX
IOCTYIUIIN
IOOKYMEHTH
dopmar Bun ObBveMm KommuecTBO IaTa
HOCUTeJId (MBamT) 3anmucer nOiga co3IaHmsa
BI
Cpok xXpaHeHud MecTo xpa- [lpuMeuaHMe [Nomnmuce mnuua,
HEeHUS BHECIWEeTO 3allcChb
(cTennax,
noJika,
cend u
T.O.)
dopmaT A5 (148 x 210 MmMm)
dopmMa YyUETHOM KAPTOUKM eIMHMUIE ydeTa O
(nmmueras cTOpPOHA)
Bun paboTe N akTa HaTa Hoset O6BeM Bun N enmm- Moonuce
(mepesanmucs, MUTPaLVM bopmar (MBbanT) HOCU-— HMILL amua,
MUTPaLUM) u nepe- Tens XpaHe- BHeCHETO
3an0ucCu HUS 3anmucCh

dopmaT A5 (148 x 210 MmMm)

dopMa yUYeTHOM KAPTOYUKM eIMHMUIE ydeTa O]
(0BopoTHasS CTOPOHA)



MpunoxeHue 32

Kn.6.3.5
HamMeHOBaHMe oOpTraHM3alumn YTBEPXIA
HavMeHOBaHmMe OOJIXKHOCTU
AKT PYKOBOIOUTEJIA OpTraHM3alun
N
[Momonmce Pacumpporka
(MecTO CcoCTaBJIEHUS) MOIONNCHU
O MMUTpauMy ¥ INepesanncu
BJIEKTPOHHBIX NOKYMEHTOB TaTa
®oHno N

(HazBaHMe QOoHIAa)

Onmce N Eomumuia yueta N
1 2

XapakTepucTuky 31 0o mMurpauumn/rnepesanmciu:
dopmart

O6wneM (MBamnt)

KommnuecTteo m N enm. xp.

XapakTepucTuky ]I rnocije mMurpauumn/rnepesanmciu:
dopmar

ObwneM (MbamT)

Kommuecreo m N en. xp.

PaboTy BHIIOJIHWIIN

IJOJIXHOCTB Illoonmce PacumppoBka NOONUCHU
HJOJIXHOCTB IlNopnmce PacumppoBka nNOONUCHK
PaboTy MNPMHAJ PYKOBOIOUTEJL apxXMBa
Moonmce PacumppoBka nonnmucu
JaTa
VIsMeHeHMS B yUeTHHE IOKYMEHTHE BHECJM:
HJOJIXKHOCTD Momnmcse PacumppoBka nomnmcu
JOJIXHOCTB I[Toonuce PacumppoBKka NOONUCK
JaTa
dopmaT A4 (210 x 297 MmMm)

dopma akTa MHUIpaAUMM M nepes3anmucen 3]



Mpunoxexne 33

Kn. 6.35
KXYPHAJI
YUETA TIOCTYIUJIEHVA U BHEHTUA
SJIEKTPOHHHX IOKYMEHTOB
N HaTa HammeHno- HazpaHue, HaszpaHue [locTynjyieHMe ONMCAaHHEIX BeIOBITME ONMCAaHHEIX 3] JaTa Cpoxk Mpnme—
n/n [IOCTyII— BaHMe N u nmara u N dou- 31 cos3-— Xpa-— JyaHue
JIEHUA OpTraHM— OJOKYMEH— na, oIm-— OaHMA HeHUnd
YT sawm/ Ta, mo cu m en. Bun 06B— dop- Kosn-BO Bun 06B— dop- Kosn-BO
BEIGEITIS nompas- KOTOPOMY y4. moc-— HO= | &M MaT en. Xp. HO= | &M MaT en. Xp.
neJsieHusd, IPUHSTO TYNIUBIMX cn- (B%HM_ cn- (B%HM_
OT KOTO- IOCTYII— VI BEI- Te- cen njid Te- cen njid
poro JeHue GBIBIIMX e o) e o)
NOCTYyNU— WJIM BB~ 51
JIYL OOKYy-— OviTve O
MEHTEL
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16
VToro B rony IIOCTYIINIIO en. yd.,
(umbdpaMy, NOPONUCHI)
en. xp. o0OBEMOM Mbaur,
(undpamMm, NOPONIMUCHI) (undpamm, OPONIMUCHI)
B TOM 4YMCJIe INOCTOSHHOTO XPaHEeHMA en. yd.,
(umbpaMy, NPONUCHI)
en. xp. obBwbeMOM MbawnT,
(undpamMm, NOPONIUCHI) (undpamm, NOPONIMUCHI)
BPEMEHHOTO XPaHEeHUHA en. yd.,
(undpamMy, NOPONIMUCHI)
en. xp. obBBeMOM MbawnT;
(umdpamMm, NPONMUCHI) (umdpamm, NPONMUCHI)
BHBHBIO en. yd.,
(umdpamMm, NOPOIMUCHI) (umdpamMm, NOPONIMUCHI)
en. xp. ob6bBeMOM MbBaur,
(umdpamm, NPONMUCHI)
B TOM UMCJI€ IIOCTOSHHOTO XPaHEHUS en. yd.,
(umdpamy, NOPOIUCHI)
en. xp. obbeMOM MbBaur,
(umbdpaMy, NOPONMUCHI) (umdpamMy, NOPOIUCHI)
BPEMEHHOTO XPaHEeHUd en. yd.,
(umbpaMy, NPONUCHI)




en. xp. obBbeMOM MBanT.
(umbpaMy, NPONMUCHIO) (umbpamMy, NPONUCHI)

HammMeHOBaHMEe OOJIXHOCTM JMLA,

COCTaBMBIIET'O TI'OLOBYI 3alMCh [oponucse PacumppoBka NOONUCK
IlaTa
PykoBomuTesib apxmBa OpraHM3alumn Mopnuce Pacumbporka nomnmucu
IaTa

dopmaT A4 (210 x 297 MwMm)

@opma XypHajla ydeTa IIOCTYIUJIEHUMA " BEIOBEITU A
OJIEKTPOHHBEIX IOOKYMEHTOB



XY PHAJL
YUETA MUT'PAIVMIA U NEPE3AIUCEN
SJIEKTPOHHEX IOKYMEHTOB

MpunoxeHue 34
Kn.6.3.5

IaTa N JIcXOOHBIE OaHHBIE HoBele IOaHHBIE N akTa lNoonuce Ju-—
MUTPa-— en. MMUTrpa- 1a, BHecle-—
v/ yd. N dop- O6BeM N Pop- O6BeM umin u 0 3anmuch
nepe- en. MaT (MGanr) en. MaT (MGanr) nepesa-
3anmnucu xp. Xp. nucemn
1 2 3 4 5 6 7 8 9 10
VTOoTO MOOBEPIJIOCH MUTpaLUM/Iepesanmucu 3a Tonm
en. yd., en. xXp.
(umbpaMy, NPONUCHI) (umbpaMy, NPONUCHI)
obbeMoM MbanT.
(undpamMm, NOPONIMUCHI)
HavMeHOBaHME IOJIKHOCTM JIulla,
COCTaBMBIIETO TOOOBYI S3alMCh lloanmchb Pacumpporka nOONUCHK
HaTa
3aB. apxXMBOM OpTlaHMu3alumn [Momnmce PacumppoBka NOONUCK
HaTa
dopmaT A4 (210 x 297 MmMm)

dopMa XypHajla ydeTa MuUIpalmil M Iepesalmucen
3JIEKTPOHHEIX JOKYMEHTOB



MpunoxeHue 35
knn.6.4.1.1,6.4.1.2

YTBEPXIA YTBEPXIAL
HamMveHoOBaHMe OOJIXKHOCTU IvpexTop
PYKOBOOMUTEJA OPITaHM3aLNU TOCYHOAapPCTBEHHOI'O apxXuBa
[Momonmce Pacumpporka [Momonmce Pacumpporka
NOIONNCH NOIONNCH
JaTa T'epboBas nedarTsb HaTa T'epboBas nedarTsb
opraHms3aumum TOCYHOapCTBEHHOTI'O
apxmuea
AKT
N

(MecTOo CcoCTaBJIEHUS)
npreMa-rnepenauy IOKYMEHTOB
Ha I[IOCTOSHHOE XpaHeHUe

B T'OCYHDAapCTBEHHEBI apXUB

B cBasu c

(MC’I‘eHeHVIeM CPOKa XpPaHeHMA IOOKYMEHTOB

(HazBaHKe QOHZA) B OpraHM3aLMM, JMKBMUIALMEM OoplaHM3aluMy M T.H.)

(HaMMeHOBaHMEe OpIT'aHM3aLUM)
nepenmaeT, a

(HaMMeHOBaHMEe TOCYINAapCTBEHHOTO apxmBa)
OPpUMHMMaeT Ha TOCYyINapCTBEHHOE XpPaHEeHMe IOKYMEHTHEl M CTPpaxOBHE KOIUMU

3a M CHPaBOYHEI annapaT K HUM:
(romer)

N |HazBaume |Kom-Bo sxs3emn-| Kom-BOo npmHATHX |(Kosi-Bo |lIpuMeuaHue

/0|¥ HOMEp |JSpOoB OIMUCH neJ CTpaxo-
onmmcw | |mmmmmmmmmmm BBIX
xoJudecTro O KOIUM

1 2 3 4 5 6

TOTrOo MNpPMHATO en. xp. (B TOM uUMCIe

(umdpaMyt ¥ OPONUCHI)
CTPaxOBBIX KOIMM)
B rocymapcTBeHHOM apxuBe ¢oHnm N

[lepenmauy HOpPOU3BEJIN: [lpyeM nDpomM3BEJINM:

HavMeHOBaHME IOJIXKHOCTEWV JIMII, HavMeHOBaHME IOJIKHOCTEWV JIMII,
NPOM3BOOMBIIMX IIepenauy NPOM3BOOMBIIMX [IPUEM



[Homnmce Pacumopporka [Homnmce Pacumopporka
NOONMUCHU NOONMUCHU

Hara Iara
dopmaT A4 (210 x 297 MmMm)

@OpMa akKTa IIpmeMa-Iliepenadm IOOKYMEHTOB
Ha T'ocyapCTBEHHOE XPaHeHNte



HamMmeHOBaHME OpIraHMU3aLnN
AKT

N

(MecTo cocCTaBJIEHUS)

O HeOoOHaPyXeHUM INOKYMEHTOB,
IyTM PO3EICKA KOTOPHX MCUEPIlaHE

B pesyneTare

MpunoxeHue 36
kKnn. 6.4.1.2

YTBEPXIAIO

HammeHOBaHME OOJDKHOCTU
pykoBOOUTEJIA OpIT'aHM3alMM

Homnmce Pacumbpporka
NOONNUCH

DaTa

doHn N

(HazBaHMe QOoHIAa)

YCTAHOBJIEHO OTCYTCTBUME B

@OH,H@ IIepedrMCIIEHHBIX HUXe nes,

MEPEI IO PO3EICKY HOeJI IIOJIOXMTEJIBHEIX pPe3yJibTaTOB He nalu,

ueM cumMTaeM BO3MOXHEIM CHATB C ydeTa

INIPeOrIprMHATEIE apXMBOM BCEBO3MOXHEIE

B CBA3U C

Onmce En. 3aroJIoBOK e5. Xp. KommuecTsO Kparuue [IpennosiaraeMse
N Xp. JMCTOB (BpeMa OaTH NIPUUYMHE OTCYT—
N 3ByUYaHu4, CTBUSA
MeTpax)
1 2 3 4 5 6
HToro en. xXp.
(umdpaMm ¥ MOPONMCHI)
ComepxaHue yTpadeHHBIX MaTepMraJjioB MOXeT OBITH YaCTUYHO
BOCIIOJIHEHO CJIeOyRLMMM €. XpP.:
(HoMepa enl. Xp. M UX I'PYHIOBLHE
3aT0JIOBKM)

HamMveHOBaHME OOJIXKHOCTU
PyKOBOOUTEJIA apXMBa

(nmuua, OTBEeTCTBEHHOTO

3a apxXuUB) [Momnmce PacumppoBKka NOONUCK
JaTa

COTJIACOBAHO <*> COIJIACOBAHO

[IpoTokon 3K apxXMBHOTO YyUYpPEeXIEeHUS [IpoToxos LSK (39K) opraHm3auum
oT N oT N

VIZMeHeHMS B y4YeTHHE IOKYMEHTEL apxruBa BHECEHEH.

PyxoBomomTesib apxXmpBa
(IO, OTBETCTBEHHOE 3a Yyd4erT)
HaTa

INoonmce

PacumrdppoBka HOOIUCU

dopmaT A4 (210 x 297 MmMm)



dopmMa akTa O HeOBOHAPYXEeHMM HeJi, IIyTM PO3BEICKa
KOTOPHIX MCUEepPIlaHE

<*> B cnyyae, ecnu He obHapyxeHbl Aena NOCTOSHHOrO XpaHeHus1.

HamMveHOBaHMe opraHM3al UM
AKT

N

(MecTO CcoCTaBJIEHUS)

Mpunoxexue 37
Knn.6.4.1.2

YTBEPXIAI

HammeHOBaHME OOJDKHOCTU
PYKOBOOUTEJIA OpITaHM3aluun

Homnmce Pacumbpporka
O HEeMCINPaBMMBIX [NOBPEeXIEHMAX IOONUCHU
IOOKYMEHTOB
ODaTa
doHnm N
(HazBaHMe QOHIAa)
B doHume OBOHapPyXeHB OOKYMEHTEHI, NIPMU3HaHHEE HEUCIPaBUMO
IOBPEXIEHHEIMUA
N Onuce En. xp. Komn-BO 3aroJIoOBOK KpanHue CymHOCTb M IIPU-—
n/mo N N JIMCTOB IOBPEXOEHHEIX OaTH UMHEL [IOBpeXIne-—
(BpeMa en. xp. HUA
3BYYaHUA,
MeTpax)
1 2 3 4 5 6 7
Toro ODHapPyXEHO HeMCNpaBMMO IIOBPEXIEHHBIX
en. xp.

(umdpaMrt ¥ HPONUCHI)

Hepe‘:U/ICJ'IeHHT:Ie en. Xp. rnonjexaT CIMCAaHMIO BBUIOY :

HamMeHOBaHME HOOJDKHOCTU
PYKOBOOUTEJSA apXUBa

(nMmua, OTBETCTBEHHOTO 3a apxXmuB) Illomnmce PacumppoBka NOONUCK
JaTa
COTJIACOBAHO COTJIACOBAHO

[IpoTokon 3K apxXMBHOTO YyUYpPEeXIEeHUS
oT N

[IpoToxos LSK (3K) opraHm3aumm

N

VI3MeHeHUS B y4UeTHHE IOKYMEHTEL apxruBa BHECEHEH.

HamMeHOBaHMe HOOJDKHOCTU pab®oTHUKA,
BHECHIIETO M3MEHEeHUs B YyUeTHHE
IOOKYMEHTEL

IlaTa

INoomnmce

PacumrppoBka HOONIMCU



dopmaT A4 (210 x 297 MmMm)
@opma aKTa O HeUMCIIPaBMMEIX IIOBPEXIEHMAX IOKYMEHTOB
MpunoxeHue 38
kKnn. 6.4.1.3
HammMmeHOBaHMe OopraHMn3alnmn
AKT YTBEPXIAIO

N HammMeHOBaHmMe OOJIXKHOCTU
pPyKOBOIMTEJA OpraHu3alumn

(MecTo cocCTaBJIEHUS)

Homnmce Pacumbpporka
ONMCaHMA OOKYMEHTOB JIMUHOTO NOANMCU
NPOMCXOXIESHUA
DaTa
®oHnO N
(HazBaHMe QoHIAa)
I[Io coCcTOgHMIO Ha B QoHme N jfe)
(maTa Hadaja paboTH)
YUYeTHBIM JaHHBIM UMCJIMIIOCH onmcewn,
BPEMEHHEIX OeJl (eOMHUI XpaHeHUd), IOOKYMEHTOB.
B npouecce onmcaHusa cOopMMPOBaHO oesl (eOMHML XpaHeHUS),
BBIIEJIEHO He MNOoAJieXallMxX XPaHEeHMI OOKYMEHTOB (JIMCTOBR),
IoeJji; BO3BpalleHO BJlalellblly IOOKYMEHTOR (JIMCTOB),
ney (enouHML XPaHEeHUd) .
BHOBB cocTaBJjieHa onmchb N Ha nes.
I[Io coCcTOSHMIO Ha B QoHme N
(DnaTa 3aBepueHus padoT)
UMUCJIUTCH onuceun, nes (eouHML XpaHeHMS)
3a TOIHI.

[lpoBeneHE clenyoumye BUOE padoT

(HepeqMCﬂHmTCH BBl IIPOBEIOEHHEBIX

paboT, KpoMe ONMCaHMA IOKYMEHTOB)

B obbeMax:

(kaTajorms3auusa, BHABJIEHMEe IeJl, TpebyolMx pecTabpalun)
K ommcu cocTapyieH CIeny lMM Hay4dHO-CIPAaBOUYHBIM anmnapartT:

(HpeHMCﬂOBMe, oTJlaBJIEHME, yKa3aTeu)

PaboTy BHIIOJIHUIN [oonucm PacumdppoBka
(HaMMeHOBaHMEe IOJIXHOCTE) nonnmucen

PaboTy NpuHAI

HavMeHOBaHME IOOJIXHOCTU

PYKOBOOIMUTENA apxmuba

(nMmua, OTBETCTBEHHOTO 3a apxXuB) INlommnuce PacumppoBKka NOONUCK

TaTa

Onmuce omobpeHa UOK (9K) opraHmzaumum
nporoxkoJsi N oT




Onmce yTBepxneHa JlK apxXMBHOTO yUYpPEeXIEeHUS

npoToxkoJr N oT

VI3sMeHeHVs B ydyeTHee QOPMEI BHECEHEH.

HamMeHOBaHMe OOJIXKHOCTU
PyYKOBOOMTEJNA apxuea (aula,

OTBETCTBEHHOI'O 3a apXMB) Mognuce Pacmm@pOBKa rnogrimcum

IlaTa

He nonsexaumme XPaHeHVIo HOOKYMEHTEHI BJIaleJiblly BO3BPAllEeHEl B KOJIMUECTBE

men (OOKYMEHTOB) Ha

[lononuce BJIaIeJiblla apxubBa
IaTa

lIpencenatens U3K (5K) opraHmM3auumu
Iloonmce

IaTa

@opma aKTa OIIMCaHMd IOOKYMEHTOB

JI.

Pacumbporka nomnomucu

PacumdpoBKa IOONUCU

dopmaT A4 (210 x 297 MMm)

JIMYHOT'O IIPOUMCXOXIOEHWMA



Mpunoxexue 39
kKnn. 6.4.1.3

HamveHoOBaHMe opTraHM3alun
AKT YTBEPXIAI

N HamMeHOBaHMe OOJIXKHOCTU
PYKOBOIMTEJII OpPTraHM3aluM

(MecTo cocCTaBJIEHUS)

Momnmcse Pacumpporkra
06 oOpazoBaHUM ODOBEIOMHEHHOT'O n{ePrfnizie)’s
ApxXUBHOTO QOHIa
ODaTa
doHOEI B COCTaBe N B KOJMUECTBE en.
(HazBaHMe QOHIAa)
Xp. N B KOJIMUECTBE en. xXp.
(HazBaHMe GQoHIa)
N B KOJIMUECTBE ern. xp.
(HazBaHMe QOHIAa)
N B KOJIMUECTBE en. xp.
(HazBaHMe GQoHIa)
u T.Oo.
IO COCTOSHMIO Ha B boHme N o

(maTa Hadaja paboTH)
YYeTHBEIM IaHHBIM UMCJIMIOCH .
B npouecce cosznaHusa OOBEIMHEHHOI'O apxMBHOTO QoHma chopMmpoBaH QOHI

(HazBaHUME)
B CoOCTarBe en. Xp., BHECEHHEX B
(koJIMuecCTBO) (koJIMuecCTBO)
ONMCHU.
I[Io cocTodgHMIO Ha B OOBEIVMHEHHOM AaPXMBHOM
(maTa 3aBepumeHMsa pabdoT)
dboume N UUCJIUTCH onmcemn, nen (emmHMIL
XpaHeHMsa) 3a TOIEL.

[lpoBeneHE clenyomye BUOE padboT

(HepeqmanwTCH B IOBL IIPOBEIOEHHBIX

paboT, KpoMe ONMCaHMA IOKYMEHTOB)
K onmcm cocTaBjieH CJlenyo My HaydHO-CIPAaBOUHEI alnapatT

(HpeHMCﬂOBMe, oTJlaBJIEHME, yKa3aTeu)

PaboTy BEBIIOJIHUIIN Homnmucr PacumppoBKa
(HaMMeHOBaHMeEe IOJIXKHOCTEl) nonnucem

PaboTy NpuHAI

HammveHnoBaHMe IOOJDKHOCTU

pPyKOBOOMTENA apxupa (iamua,

OTBETCTBEHHOTO 3a apxXus) INonnmuce PacumppoBka MNOONMUCHU



IlaTa

Onmcek omobpeHa [UOK (9K) opraHmszaumum
npoTokoJy N oT

Onmuce yTBepxneHa JlIK apxXMBHOTO yUYpPEeXIEeHUS
nporoxkoJsi N oT

/I3MeHeHUsa B ydeTHbele GOPMBI BHECEHH.

HamMeHOBaHMe OOJIXKHOCTU

PYKOBOOMTEJNA apxupBa (aula,

OTBETCTBEHHOT'O 3a apXUB) Iloomnmce PacumppoBka NOONUCHK

IlaTa

He nommexamme XpaHEeHMIO IOOKYMEHTH BJIaIeJibily BOS3BPAIIEHH B KOJUUECTBE
men (OOKYMEHTOB) Ha JI.

[lognuce BJaesblla apxuba Pacumpporka nOONUCHK
HaTa

[lpencemarens LU3K (3K) opranmzaumum
[omnmcse PacumppoBka NOONUCHK

HaTa
dopmaT A4 (210 x 297 MmMm)

dopMa akTa 0O oOpaz30OBaHUM OOBEIMHEHHOI'O apxMBHOTO QOHIOa



MpunoxeHue 40
knn.6.4.1.3

HamMveHoOBaHMe opTraHM3alun
AKT YTBEPXIAI

N HammMeHOBaHMe OOJIXKHOCTU
PYKOBOIMTEJI OpPraHM3aluMn

(MecTo cocCTaBJIeHUS)
Homonmcse PacumppoBkra
O TeXHUUYEeCKMux ommbkax B NOONuCU
YUEeTHBEIX IOKYMEeHTAaxX
®oHnO N HaTa

HazBaHMve QoHIa

B xome BHIIOJHEHUS ODHapPyXEeHBE TexXHUUYeCKHUe
ommbKM B 3alMCHAX

HazBaHMe OOKyMeHTa CYLU,eCTBYIOLU,aF[ 3allcChb CnenyeT 3al1imcarTb
1 2 3

B pesyJybTaTe KOJMYUECTBO eIOMHUL, XPaHEHUS YBEeJIMUMIIOCH (YyMEHBIMJIOCH)
Ha en. xp.
(umppamm, MOPONMUCEHIO)

[lprmMeyaHms :

IOJIXHOCTB [loonuce Pacumpporka nomnmcu
JaTa

V/I3MeHeHMsa BHECEHH B yUyeTHhE IOKYMEHTH.

HamMeHOBaHME HOOJDKHOCTU

PYKOBOOUTENA apxubBa (amuua,

OTBETCTBEHHOT'O 3a apPXUB) [Momnmce PacumppoBKka NOONUCK
JaTa

dopmaT A4 (210 x 297 MMm)

dopmMa axTa O TEeXHUUECKMX ommbKax
B YYEeTHHEIX HOOKYMEHTax



HamveHoOBaHMe opraHM3alun

AKT YTBEPXIAI

MpunoxeHue 41
kKn.6.4.1

N HavMeHOBaHME OOJIXHOCTU
PYKOBOOMUTEJNA OpPITaHM3aLUn

(MecTo cocCTaBJIEHUS)

[Momnmcse Pacumpposkra
06 OOHaApPyXeHUM IOKYMEHTOB jnfePifnszierzZs
(HEe OTHOCANMXCS K IaHHOMY
boHIYy, apxuBy, HEYUTEHHBIX OaTa
u T.o.)
B xome
(Bo paboThl)
ODOHapPyXeHO
(B donme, xpaHwnuie, paboueM IOMELIEHUN)
N 3aroJyIoBOK Inpp (ecoam ecTb) K kxakomy doHIOY [IprMedaHUa
n/mn en. xp. OTHOCHTCSH
1 2 3 4 5
ToTo ODOHapyXeHO
IOOKYMEHTOB.

(umbpaMy M NPONMCHIO)
HauMeHOBaHME IOOJIXKHOCTM paboTHMKA Momnuce
IlaTa
V/I3MEHEHVS BHECEHH B yUeTHHE IOKYMEHTH.
HauMeHOBaHME INOJIXKHOCTU
PYKOBOOMTENA apxuBa (aula,

OTBETCTBEHHOTO 3a apxuB) [Momnmuce

TaTa

dopmaT A4

PacumppoBka HOOIMUCU

PacumppoBka NOONUCK

dopma axTa 00 ODOHAPYXEHUM HOOKYMEHTOB

(210 x 297 wmm)



MpunoxeHue 42
Kn.8.2.2

HamMeHOBaHMEe oOpTraHM3alumn [lerpory B.U.
yJ. XykKoBCKOTO,
105/2, xB. b,
r. HoBocubupck, 630082

APXVIBHAS CIIPABKA
31.06.99 N 04-5/173
MockBa

Ha N 310 or 25.06.99

B mDokyMeHTax apxXMBHOTO dboHIa Bcepoccumckoro oOBeIMHEHU S
XJ1eOONPOOyKTOB "Pocxynebonponyxr", B BEIOMOCTSAX Ha BEIDAUY
3apaboTHOM NJaTH paboumMM M CJyXalyMm 3a anpejb - nekabpr 1962 1.,

3HauuTca [leTpoB Bopmuc VBaHOBMY B IOJXKHOCTM MHXEHEepa.
OcuoBaumne: . 50, om. 2, m. 3, Jjur. 105 - 106.
CrnpaBka BHIaHa OJ8 NPeOoCTaBJIEHUS IO MeCTy pPaboTH.

HauMeHOBaHME IOOJIXHOCTU

PYKOBOOUTEJNS OpIlaHM3aluMn

(CTPYKTYPHOT'O NOApas3lejyieHusd,

B COCTap KOTOPOTIO

BXOIOUT apxmBs) [lonnmucse Pacumpporkra
IIOINNCHU

ITaTa

HammMeHOBaHME OOJXHOCTU

PYKOBOOMTENA apxubBa (amuua,

OTBETCTBEHHOT'O 3a apXUuB) lognmchb Pacumpporka
TIOONMCH

JaTa

TepboBas nedaThb OpTaHM3aALMU

dopmaT A4 (210 x 297 MmMm)
mnu A5 (148 x 210 Mm)

dopMa apxMBHOM cHpaBku (obpasel)



HamMmeHOBaHME OpIraHMU3aLnMn
KAPTOUKA IIOJIB3OBATEJIA

damMmImsa

VMmsa OTyecTBO

MecTo paboTH (y4uelBl) M IOJDXKHOCTBb

OpraHmsaluus, HaNpaBMBIIAg [I0JIb30BATeJIsI, €e aIpec

ObpasoBaHMe

YueHasa CTeleHb, 3BaHue

Tema u XPOHOJIOTUUECKHME paMKM MCCIIeIOBaHMA

MecTO XUTeJIbCTRBAa

TenedoOHE : (momamumi) ; (cmyxeOHEBIN)
Cepus m N IOKyMeHTa, YOOCTOBEPSKOIETO JIMUHOCTDH

C npaBuiaMm pPaboTEL IOJIb30BaTeJen B YMTaJIb HBIX 3ajax
TOCYIapCTBEHHHX apxXMBOB Poccuiickor O&emepaumyu O3HAKOMMIICH (achb),
00s3YyICh MX BHIIOJIHATE .

IlaTa I[Toonuce

dopmaT A4 (210 x 297 MMm)

dopMa KapPTOUKM I[I0JIb30BATEJS

MpunoxeHue 43
kn.8.3.4



MpunoxeHue 44

kn. 8.6
HauMeHOBaHMe OpTraHMU3aLUn
KYPHAJI
PETUCTPALIMM BHIAHHHX KON, BHIIMCOK, CIIPABOK,
TEMATUYECKIX MATEPHUAJIOB
N ABTOP HaTa u Comep- HazspaHue HaTa un Pacnucka Tpn-
n/mo 3amnpoca, perucT- XaHue BBIIAHHOTO perucT- B IOJIy-— Meuda-
ncx. N, paunoH— 3amnpoca IOOKyMEeHTa PaLMOHHEM YeHUU HUe
nara, HBII HO-— (konus, HOMEP BBI- I nmara
ampec, Mep 3a- BBINIMCKA, IOAaHHOTO OTNpPaBKA
TesiedoH npoca crparBka OOKYMEHTA
“ Ip.)
1 2 3 4 5 6 7 8
dopmaT A4 (210 x 297 MMm)

dopmMma xypHaJa perucTpaluy BEIOAHHBEIX KONMM,
BEIIIMCOK, CIPaBOK, TeMaTUUECKUX MaTepualioB

Mpunoxexue 45
Kn. 8.6

HammveHnoBaHMe oOpraHun3alumn

XYPHAJI
PETVICTPAIIMY TOCENEHNA TOJIb30BATEJIAMA
UNTAJIBHOT'O 3AJA

HauarT
OkOHUEeH
(210 x 297 mm)

dopmaT A4

@opma TUTYJIBHOT'O JIMCTa XypHaJla peruncTrpalnn oCcemeHnn
II0JIb30BATEJIAMM UMTAJIBHOI'O 3ajla

N IlaTa noceumeHmda KoJsi-BO BBIDAHHEBEIX daMmIiMda, MHMLMAJE [10JIb30Ba—




n/mn en. xXp. ¥ onmuceun Tena <*> (paszbopumBO)

1 2 3 4

Toro B ooy KOJIMYUECTBO

IIOJIb30BaATEJIAMM COCTaBMIIO

IOCEeUEeHUN YMTAaJIBHOI'O 3arja

(umbpaMy M NPONMCHIO)

HavMeHOBaHMeE OOJIXHOCTU
COTPpYIOHMKA apxmuBa
IlaTa

[Moonmcse PacumppoBka nomnmcu
dopmaT A4 (210 x 297 MmMm)

dopMa XypHaJla perucTpalur OOCeUeHUN
[IOJIb30BATEJNIAMM UYMTAJIBHOT'O 3aja

<*> ['pacha 3anosnHseTcs Nosib3oBaTenem.

Mpunoxexue 46

kn.10.2.1
HamMeHOBaHMEe oOpraHM3alumn YTBEPXIA
HauMeHOBaHMe HOOJIXHOCTU
PYKOBOOMTEJA OpTaHU3aLnM
<k >
[Moonucse PacumppoBka
NOONUCHU
ODaTa
[IJIAH
PABOTH HA 20 TOX
(HaMMeHOBaHME apxmuBa)
N HaseBaHue Enuuniia ObbeM BromoxeT Cpok Vcnog- [Ipumeua—
n/o paszeina nsMepe- PaboOTEL pabouero VICIIOJIHEHU A HUTEJIb HUe
1 HauMe-— HMSA BPEMEHU
HOBAaHUE
BMOa pa-
OO TEHL
1 2 3 4 5 6 7 8
HammveHnoBaHMe IOOJDKHOCTU
PYKOBOOMTEJNA apxuba [Momnuce PacumppoBka nonnmucu

HaTa

dopMa romoBOIO IJIaHa PaOOTHl apxmMBa

<*> /inn pykoBoaMTENsA apx1Ba, ECMU apX1B SIBMSIETCA CaMOCTOATENbHBIM YUYPEXAEHUEM.



KAPTOUKA YUETA PABOTH C OPTAHU3AILMEN
1. Obume cBeneHusa OO0 OpITaHU3ALUM

HamnveHnoBaHMe OopTraHM3auumM "
€e HeIlloCpelCTBEeHHad INOOYMHEHHOCTbHb

Anpec opraHM3alUuu

HaspaHMe apxmBa

Appec apxmpa

HasBaHue, maTa M N OOKyMeHTa

06 oOpas3oBaHUM OpITaHMU3aLUM

O peopraHmMszauuM OpTraHMU3aLUN

O nuxBMUIOALUMU OpraHMn3almn

dammnmsa, muMs, oTdyecTBO, N TenedoHa

Pykosomuresnsa OpraHMn3almn

HauasbpHMKa yHNpaBJIeHUS IejlaMu
(Ynpapmagomero InejaMy,
HauvaJIbHMKA oObmero miuM 1-To oTmesa)

HauamnbHuka KaHLeJapnum

lIpencenatens LU2K (3K)

Pykosomurensa apxmpa win Jinlia,
OTBETCTBEHHOI'O 3a apxXms
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IaTta m N npmkasa O Ha3HAUYeHMM JMla,

OTBETCTBEHHOI'O 3a apxXms

2. IaTa COIJIaCOBAHMA WM
[IJIAHOBHEIX IOOKYMEHTOB

[losoxeHMs 0O apxuBe

YTBEPXIOEHNA

HOPMATVMBHO-METOONUUECKUX U

MHCprKHMM 10 BEIEHMIO IOeJIOIIPpOoOM3BOILCTBAa

HOMeHKﬂaTypH oeJl opraHMm3alunm

[InaHa-Tpaduka nepenaum Oejl B apxuB
[lojoxeHusa o ILOK (9K) opraHu3aumum

dopMa KapTOUkKM yueTa paboTH C opraHM3aluen
(nmuueras CcTOpPOHA)

3. CBemeHMs O NpoBepkKax paboTe apxuba

IaTa Opraumsauus, OCHOBHEIE PesyJnbTaTH [IpyMeuyaHMEe
IIPOBEPKU oCylleCTBJIAlmA s IpenJIoXeHU peanmzauum
IPOBEPKY IO MTOTaM IPEenJIOXEeHNI
[IPOBEPKU
1 2 3 4 5

4. CepegmeHuda o060 yHOPSAIOOYEHMM M Iepelade OeJjl B I'OCaApXUB

YTBEepXIOeHue Onmobpenme onmucen OIIK CorylacoBaHue C

onmcen 3IIK SIK onmcen Ha

IOeJjl NOCTOAHHOTIO 0CcoB0 LIeHHBIX KONUM CTPaxoBOTO nejia IO JIMYHOMY

XpaHeHUs el boHIa cocTaBy
KOJI-BO KpanHue KOJI-BO KpanHue KOJI-BO KOJI-BO KpaMnHue KOJI-BO KpaMrHue
et OaTEl Oejl et OaTel Oejl en. en. xp. DaTEl ne OaTe OeJl
ydera e
1 2 4 5 6 7 8 9 10 11 12

dopMa KapTOUKM yueTa paboTH C opTraHM3alment
(obopoTHaAa CTOPOHA)
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kn.10.5.1
HamMeHOBaHMEe OpTraHM3alumn YTBEPXIA
AKT HammveHOBaHMEe OOJDKHOCTU
PYKOBOOUTEJNA OPIaHM3aLUU
N
[Momonmce Pacumpporka
(MecTO CcoCTaBJIEHUS) MNOIONNUCHU
nprueMa-nepenady OpU CMeHe IOara
PYKOBOOMUTENA apxmupa
B cooTrBeTCcTBMM C OpMKaA30M OT N
nepemnai, a

(b.n.0. Hepemawumero) (b.n.0. HNpmHMMaLILETO)
OPUHAJ B IPUCYTCTBUM KOMMUCCHUM, OOPas30OBaHHOM Ha OCHOBaHMM IAaHHOTIO
nprukasa, B COCTaBe OpencenarTesis Y UYJIEHOB

(b.m.o.)
IOOKYMEHTE
(b.m.0.)

apxmea, CTpaxXoOBEIE KOoIInm IJOKYMEHTOB 3a I'OObl M CIIPaBOYHBINM
aririapaT K HMM.

N HazBaHMe Komn-BO Kon-BO NpMHATHX Kom-Bo enm. xp. [lpumMeuyaHne
n/n n N onmcu DK3EeMII— oej - 4YUCIUTEeJIb, CTPaxoBOT'O

JIAPOB 3HaMeHaTeJlb - bounnma
ONnMcHu koJsimuecTsOo OL]I

1 2 3 4 5 6

UTOT'O mpMHATO e,
(umdpaMr ¥ OPONMUCHI)

B TOM 4YMCJIe ocoDO LIeHHBIX »OeJ,

(umdpaMm M HOPONMCEI)
en. Xp. CTpaxoeoro ¢oHzma u

(umdpaMyt ¥ OPONUCHI)
onucey B
(umbdpaMy M MNPONMCHIO) (umbpaMm M MNPONMUCHIO)
SK3EMIIIIpax.

CocTosgHME HOOKYMEHTOB, CTPaxoBOTO QOoHIA M OIMUCEN:

(obmas xapaKTepMUCTUKa COCTOSHMSA)
OODHOBPEMEHHO IepenanTCsd

(Bugel HCA 1 ero OOBEMEI, COCTOSHUE)
CocTosHME [IOMEUeHUS apxXuUBa:

(obmas xapakKTepucTUKa COCTOSHUA)
Hanmume M CcoCcTOSHME OOOPYyIOBaHMS U MHBEHTApPS:




(oBbmas xapakKTepucTUka COCTOSHUSA)

[lepenamn [Momnmce PacumppoBka NOONUCHK
Mpuuan [Mopnuce Pacumbporka nomnmucu
[lpencenmaTesib KOMMCCUM [Mopnuce Pacumbporka nomnmucu
UJIeHEl KOMMUCCUM : [Momonmce PacumppoBka NOONUCHK

dopMa axkTa npueMma-nepenauyr IPpY CMEeHe PYKOBOIOMUTEJISA apxuBa




