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= [IpaBo (HO He 06513aHHOCTD)
CO3JJaHUSl apXHUBOB
OpraHu3alusMH U
rpakJlaHaMH 3aKpeIJIeHO B
ctatbe 13

= PesrepasibHOTO 3aK0Ha «006

apXUBHOM JieJie B Poccunckou

Gegepanuu» ot 22.10.2004 Ne
125-93.
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O0b APXHBHOM [ENE
B POCCHACKOH ®EAEPALIMK




= 337244 U QYHKIMM apXHMBa TrOoCyJapCTBEHHOI'0 OpraHa, opraHa
MECTHOI'0 CaMOyNpaBJIEHUs, OpTaHU3aLH - UCTOYHUKA
KOMILJIEKTOBAHHUS rOCYAAapCTBEHHOT0, MYHHUIIMIIAJIbHOT'O apXHBa
OIPelEeISIOTCA MOJIOXKEHUEM, YTBEPKJAEMbIM PYKOBOJAHUTEEM
OpraHv3aluu

OEJEPAJIbHOE APXUBHOE ATEHTCTBO
[TPUKA3
oT 11 anpesisa 2018 . N 42
Ob YTBEPXJEHUU ITPUMEPHOT'O ITIOJIOKEHWUA Ob APXUBE OPTAHU3AILIUNA




KecTkux ITPpaBHUJI B 944CTH OPIraHHU3dllUHA pa6OTbI C apXUBHBIMH JOKYMEHTAaMH1 He YCTAHOBJIEHO, OJHAKO
O0TE€4€CTBE€HHAAd apXNBHAA IKOJIa IdBHO yXKe Bpra6OTaJIa OCHOBHBIE€ IIpHUEMBI U ME€TO/I bl pa6OTbI C HUMH

MHWHUCTEPCTBO KY/JIbTYPhI POCCUMCKOU ®EJIEPALIUU

[TPUKA3
ot 31 maprta 2015 . N 526

Ob YTBEPKJIEHWHU ITPABUJI

OPTAHU3ALIMU XPAHEHU A, KOMIIJIEKTOBAHHUA, YHETA U
UCIIOJIb3OBAHHUA

JTOKYMEHTOB APXWBHOTO ®OH/IA POCCUMCKOMN OEJIEPAIIMU U
JIPYTUX

APXVBHBIX JIOKYMEHTOB B OPTAHAX 'OCYJAPCTBEHHOM BJIACTH,
OPTAHAX MECTHOI'O CAMOYITPABJIEHWUA U OPTAHU3ALUAX




= JIOKyMeHTBbI, 00pa3yronuecs B AeATeJIbHOCTA OpraHUu3aliiy, COCTABJISAIOT
JIOKyMeHTaJIbHbIN (QOHJ,

= Co3JlaHUe JOKYMEHTAJbHOT0 QOH/Ia OpTraHU3alMM OCYLIECTBJISETCA MYTEM COCTABJIEHUS
HOMEHKJIATyphl Jies, POpMHUpPOBaHUSA U 0POPMJIEHHUS el HA 0OCHOBE HOPMAaTHUBHbBIX
npaBoOBbIX aKTOB Poccuiickon Penepanvu, nepedyHer TUIIOBbIX aDXUBHBIX JOKYMEHTOB C
yKa3aHUueM cpokoB ux xpaHeHus ([Iprka3 Pocapxusa ot 20.12.2019 N 236 "06
yTBePXJeHUU [lepedyHsi TUIIOBBIX YIIpaBJeHYECKUX aPXUBHBIX JJOKYMEHTOB,
00pa3yrIIKMXCs B MPOIECCE NeSTEJbHOCTH rOCYIapCTBEHHBIX OPTaHOB, OPraHOB MECTHOTO
camMOyIpaBJIEHUS U OpTaHU3aliH, C YKa3aHUEM CPOKOB UX XpaHEeHHUs ")

= JacTb JOKYMeHTaJbHOr0 GOH/1a, BKAKYaKIas JOKYMEHTbl ApXMBHOT'0 POHA
Poccurickon @enepaniy, JOKYMEHTHI 110 IMYHOMY COCTaBY U IOKYMEHTbI BpEMEHHbBIX
(cBbile 10 JieT) CPOKOB XpaHEHMUS, BKJIKYEHHbIE B yUeTHbIE JIOKYMEHThI apXHBa,
COCTaBJIsIET apXUBHbIM POH/l OpraHU3alMy, KOTOPbIW NOAJIEXKUT XPAaHEHHIO B apXUBe
OpraHH3ali1H.

= ﬂOKYMeHTbI BPEMEHHBIX (AO 10 net BKJ'II-O‘II/ITeJIbHO) CPOKOB XpaHEHHA XPaHATCA B
CTPYKTYPHBIX ITOAPa3aAC€JI€HUAX OPIraHU3allMU U 110 HCTEYECHHUHU CPOKOB HUX XPAHEHHUA
InmoAJexaT YHUITOKEHHUIO B ITIOPAAKE




BUAAMU APXUBHBIX @OH/I0B OPTAHU3ALINU ABJIAIOTCA:

= apXUBHBIU GOHJ, OPTaHU3aAIUH, COCTOSAIIMUHN U3 JIOKYMEeHTOB ApXxUBHOTr0o ¢poHAa Poccumckon
Qenepany U Pyrux apxMBHbBIX JOKYMEHTOB;

= 00'beIMHEHHBIU aPXUBHBIK QOH/I, COCTOSALMU M3 00pa30BaBIIMXCS B IIpoliecce
JlesITeJIbHOCTH JIBYX UJIM OOJiee OpraHU3alMi JJOKyMeHTOB ApXHUBHOTro poHaa Poccurickon
Denepaliy U JPYyruxX apxXMBHBIX JJOKYMEHTOB, UMEIOIUX MeXKAY COO0HM UCTOPUYECKHU U /HUJH
JIOTUYECKU 00YCJI0OBJIEHHBIE CBSI3H;

= apXMBHas KOJJIEKI M, COCTOAIAs U3 OT/eJIbHbIX apXHUBHBIX JIOKYMEHTOB Pa3JIM4YHOTO0
IPOUCXO0XKIEHHUS, 00 beJUHEHHBIX 10 OJJTHOMY UJIK HECKOJIbKHUM IPU3HAKaM
(TeMaTU4YeCKOMY, aBTOPCKOMY, BUIOBOMY, 0O’ b€KTHOMY ).




APXUBHOMY ©OHAY OPTAHU3SALNWHU ITPUCBAUBAIOTCA HA3BAHMUE,
COOTBETCTBYIOWEE HAUMEHOBAHWIO OPTAHU3AILIWHU, U HOMEP

Cnrcok GOHA0B BeeTCA B apXUBe OpPraHU3aliiy, XpaHsIleM JOKYMeHThI 6oJiee ogHOTO GoHAA. B ciucok GoHA0B apXUBHBIN
doH/ 3anMCcbIBaeTCA TOJBKO OJMH pas, NPy epBOM MOCTYIJIEHUH B apXuB opranusaunuu. Ilo cnucky ¢poH/j0B B Ba10OBOM
NopsAJIKE eMy IPUCBAUBAETCH yYETHBIM HOMEDP, KOTOPBIM COXPAaHAETCA 3a HUM BO BCEX YYETHBIX JOKYMEHTAaX.

B CJIydae rnnepegadir apxuBHOI'O Cl)OHﬂa B ,Z[le"OfI APXHWB, BK/IIOYEHHUA €I'0 B COCTAaB O6'be,L[I/IHeHHOI‘O dPXHUBHOI'O Cl)OHﬂa NJIN
BbIZAE€JICHHUA BCEX JOKYMEHTOB K YHUYTOXKEHHUIO OCBO60,£[I/IBI_LII/II/ICH HOMED APYIOMY apXHUBHOMY (l)OHﬂy He IPUCBAaNBA€TCA.

O6'b€ﬂI/IHeHHbIe dpPXHBHbIE (l)OH,L[bI N apXHUBHbIE€ KOJIVIEKLIIUHU YIUTbIBAIOTCA HaA O6I_L[I/IX OCHOBaHMHAX. O6'be,ELI/IHeHHOMy
dPXHUBHOMY (l)OHLLy, 00 d30BAHHOMY M3 dPpXHWBHBIX (l)OH,ELOB, paHee€ YYTEHHbBIX CaMOCTOATEJ/IbHO, IIpPUCBAXUBAETCA HOMEP
OAHOI'O N3 APpXHUBHbBIX POHAO0B, BK/JIIOYEHHBIX B €I'0 COCTAB.

B dpXHUBax OpI‘aHI/IBaL[I/Iﬁ - HICTOYHHUKOB KOMIIJIEKTOBAHHA I'OCYyJdpPCTBCHHbIX (MYHI/ILU/IHaJIbeIX) APXHUBOB IIPOCTABJIAETCA
HOMEDP apXrUBHOTO Cl)OH,Z[a, 34 KOTOPBIM OH Y4YTEH B rOCyAJdpCTBEHHOM (MYHI/ILU/II'IaJ'IbHOM) dpXuBe, U KOTOPBbIN COXpPAaHAETCA 3a
HHUM I10CJie MMOCTYIJIEHHUA €ro JOKYMEHTOB Hd IIOCTOAHHOE XpaHEHHE.

Ha3BaHue apxvBHOI0 POH/AA COCTOUT U3 MOJIHOTO U (B CKOOKaX) COKpallleHHOro HauMeHOBaHUsI GOHA000pa3oBaTeis, C
yKa3aHHWEM ero MoJJUMHeHHOCTH, MECTOHAX0XKAeHUs, JaT CO3/1aHUsA U JUKBUAALIMHU. Eciu HaUMeHOBaHUe
dboH1006pa30oBaTeE/IsI U3MEHSJIOCH, TO B CIKMCKe GOH/I0B YKa3blBaeTCs ero nocjae/Hee Ha3BaHWe B paMKax MepUo/a, 3a
KOTOPBIN NPUHSATHI IOKYMeHThI. Bce npeabiayliye nepeMMeHOBaHHS OTMeYaloTCs B iMCTe GOoH/Ia.

HasBaHue O6'beﬂHH€I;IHOFO dPXHUBHOTO (l)OHﬂa COCTOHUT U3 O§O6LHGHHOFO Ha3BaHHWA BK/JIIOYEHHBIX B HET'O dPXWBHBIX Cl)OHI[OB,
U3 I1€pevHAa Ha3BaHHMHM CMEHABIIHKX APYT APYyTrd OpraHM3alHuH. KOHerTHbIe HaWMMEHOBaHHUA BCEX OpraHn3all, JOKYMEHThI
KOTOPbBIX BOIIJIN B O6'beﬂI/IHeHHbII/I dPXHWBHbIA (l)OHﬂ, d TAKXKe€ UX [IEPpEMMEHOBAHHUA YKAa3bIBAOTCA B JIUCTE (l)OH,Z[a.

B Ha3zBaHUU apXHBHOﬁ KOJIVIEKIIUH YKA3bIBA€TCA IPU3HAK (HpI/IBHaKI/I) ee Cl)OpMI/IpOBaHI/IH.

E)KGFOZLHO Hal AHBap4d K CIIUCKY (l)OH,L[OB COCTaBJIAETCA UTOIrOBad 3dalIMCb O KOJIMYECTBE dPXWUBHbIX Cl)OH,Z[OB, INOCTYIIMBIINX U
BbIOBIBIIIHMX B T€YEHHE roga, u O6IJ.[€M KOJIN9E€CTBE apXUBHBIX Cl)OH,L[OB, HaXoJAIINXCA Ha XpPaHEHHWH B dPXHBeE.

Cnucok (bOHZ[OB 3aKJII049ae€TCAd B TBEPAYIO O6J'IO)KKy, JIMCTbl HYyMEPYIOTCA, COCTAaBJAETCA JINCT-3aBEPUTEJIb.

®




= ApXVMBHBbIE JOKYMEHTbI OPTaHU3aLMX COCTABJISAIOT OJMH (eJMHbIN) apXUBHbIN (POH/I:

= 10 ¥ TIOCJIe peopTraHU3alluiy, a TaKKe U3MeHeHUs CTPYKTYPhI, IITaTOB, €CJIU YKa3aHHbIE
MEpPONPUSTUS HE MTOBJIEKJIH 32 COO0M U3MEHEHHUS LieJie U NpeaMeTa J1esiTeJIbHOCTU
OpraHu3aliuy;

= J10 U TIOCJIE U3MEHEHUS TePPUTOPHAJIbHBIX TPAHUL AeATeJIbHOCTHA OPraHU3aliviy;
= B C/Iy4yae CMeHbI yYpeauTes.

= B ciiydyae u3MeHeHUs COOCTBEHHMKA UMYIIECTBA OPTaHU3AlMH apXHUBHbIE JJOKYMEHThI
OpraHu3aliy AOJKHbBI BKJIOYAThCS B pa3Hble apXUBHbIE QOH/BL.

= JIOKyMeHTBI IOCTOSTHHOT'O XpPaHEHUS U JJOKYMEHTBI 110 IMNYHOMY COCTAaBY
JIMKBU/IMPOBAHHBIX OPTaHU3alMM JO/KHBI llepejlaBaThC B YIOPSAA0YEHHOM COCTOSIHUU
Ha XpaHEHHUE B COOTBETCTBYKIIMH rOCYIapCTBEHHBIN (MYHUIUIIAJIbHBIN ) apXUB




= XpOHOJIOTUYECKHMU 'PAHULLAMHU apXUBHOT0 GOHAA SIBJISIOTCS :

= JIJIsI apXUBHOTrO POH/Ia OpraHu3allMu - yCTaHaBJIMBaeMble Ha OCHOBe HOPMAaTUBHBIX
aKTOB JaThl CO3JaHUS U JIMKBHUJALIMK OpraHu3anuu. [lpy HaJiu4uy HeCKOJIbKHUX aKTOB
06 06pa30BaHMM OpPraHM3allMy IPUHUMAETCS JaTa HanboJiee paHHEro U3 HUX;

= IJ1s1 00'be/JMHEHHOT'0 apXUBHOIr'0 GOH/Ia OpraHu3alllu - JaThl CO3/laHUsI HauboJIee
paHHeM W JIMKBUJAILMU HauboJiee 03Hel 110 BpeMeHU AesATeJbHOCTU OpraHu3alui,
JIOKYMEeHTbI KOTOPOU BOIIJIX B COCTaB 00’be/IMHEHHOT'0 apXUBHOT0 POH/Ia;

= OJId apXHBHOﬁ KOJIJIEKOOHUH - 1aTbl CAMOI'O paHHEro 1 CaMoro 1no3gHero 10KyMeHTad.




zc%pXI/IBHbIe JIOKYMEHTBI JOJKHBI XpPAaHUTbHCS B CHCTEMATU3MPOBAHHOM MOPsiiKe B MpejesiaX apXUBHOTO
OH/IA.

EduHuyeil cucememamusayuu d0KyMeHMo8 apxueHo20 )oHAa 8 apxuse op2aHu3ayuu Ae1semcs
COB0KYNHOCMb APXUBHBIX A0OKYMEHMO8 UAU 0MAe/bHbIU 0OKYMeHmM, OMHOCcAWuecs: K 00HOMy
sonpocy desime/ibHOCMU op2dHuU3ayuu (e IUHUIA XPaHEHMS ).

E,[[I/IHI/ILU:I XPaHEHHA OOJIXKHbI ObITh CUCTEMATHU3HUPOBAHLI, BHECEHDBI B OIIMCHU U O(l)OpMJ'IeHbI B IIOpAJKe,
O6€CH€‘{I/IBa}OH_[eM y4€T, IOUCK 1 NCII0JIb30BAHHUE dPXHUBHBIX IOKYMEHTOB.

EanHuIbl XpaHEeHUSI apXUBHOTO POHAA CUCTEMATU3UPYIOTCSA B COOTBETCTBUU CO CAEAYIOLUUMHU
NpU3HaAKaMHU:

CTPYKTYPHbIH (IPUHAAJEKHOCTb €JUHUI] XPaHEHUS K CTPYKTYPHBIM oA pa3aesieHUsIM OpraHU3aluHU );
XPOHOJIOTUYECKU U (110 IepUo/aM UJIU aTaM, K KOTOPBIM OTHOCATCSA eJUHUIIbl XPaHEHUA );

GYHKIMOHAJIbHBIW, OTPAC/IEBOU, TEMATUYECKUH, ITIPEeJMETHO-BOMPOCHBIN (C y4eTOM QYHKIUMN
OpraHu3aluu, TeM UJIH BOIIPOCOB, KOTOPBIX KacaeTcs CoAepKaHue eJUHUL, XpPaHEeHUs );

HOMMUWHaJIbHBIX (I'IO ,Z[EJIOHpOHBBO,Z[CTBeHHOI;’I c])opMe - BUaM U PA3HOBHUJHOCTAM AOKYMGHTOB);

KOPpPEeCNOHJEHTCKUH (M0 OpraHM3alusM, B pe3yJibTaTe Mepenrcku C KOTOPbIMUA 060pa30Ba/IkCh
e/IMHUIIbl XpaHEeHHUS);

reorpadpuyeckuu (B COOTBETCTBUU C ONpeieJIeHHbIMU TEPPUTOPUSMH, HACEJIEHHBIMU IYHKTAMHU U
JIDYTUMU reorpapuiecKUMHU 00'b€KTaMHU, C KOTOPBIMU CBSI3aHO COZleprKaHU e IOKYMEHTOB, aBTOPHI,
KOPPECTIOH/EHTHI);

aBTOPCKUH (110 Ha3BaHUSIM OpPraHU3alMUi WK PaMUIUIM I'PaXK/aH, ABJASIOLUIUXCSA aBTOPAMHU
JIOKYMEHTOB).




COXPAHHOCTb JOKYMEHTOB B APXKMBE OPTAHU3ALIMK OBECIHEYUBAETCH
KOMIIJIEKCOM MEPOITPUATHHN 110 CC3LAHWUIO HOPMATUBHBIX YCJIOBUY,
COBJIIOAEHUIO HCPMATHUBHBIX PEXXMMOB U HAJJEXKAIIEW OPTAHU3ALIMY
XPAHEHUA JOKYMEHTOB, UCK/TIOYAIOIIUX XUIHEHUE 1 YTPATY U
ObECHEYHBAKOIIMX ITOAAEPKAHHUE B HOPMAJIbHOM @U3UYECKOM COCTOAHWU

B KoMIJIeKC paboT 10 06ecreYyeHU COXPAaHHOCTH JIOKYMEHTOB apXyMBa OpraHu3aluu
BKJIFOUAKTCS:

npenoCTaBJeHre TOMeIeHUA 111 pa3MellleHHUsI apXUBHbBIX JOKYMEHTOB;
obecredyeHUEe HOPMATUBHBIX YCJIOBUU XpaHEHUS JOKYMEHTOB;
BbINIOJIHEHHE TPEOOBAHUM K pa3MelleHUI0 JOKYMEHTOB B apXUBOXPAHUJIUIIIE;

IIpOBEPKA HAJIMIHUA U COCTOAHHNUA JOKYMEHTOB.




= QbecreuyeHue HOPMATHUBHBLIX YCJ'IOBI/Iﬁ XpaHEeHHUA JOKYMEHTOB BKJ/IIOYAET:

= OCHallleHWe apXWBOXPaHUJIMIL ClIelMaJIbHbIM 000pyZJ0BaHUEM [JIsi XPaHEHU S
JIOKYMEHTOB;

. O60py,L[OBaHI/Ie IIOMEIIEHHUA apXHUBad OPraHr3adllUv CPpeaACTBAMHU ITOKAPOTYIIEHHNA,
OXpaHHOﬁ 15 nomapHoﬁ CHFHaﬂHSaHHeﬁ;

= CO00JII0/leHHE TPOTUBOIOKAPHOI'0 PEXUMa;
= CO0JIIO/IEHHE OXPAHHOT0 PEXUMa;

= CO3JdHHE€ HOPDMATHUBHLBIX TEMIIEPATYPHO-BJIA2KHOCTHOI'O, CBETOBOI'O PEXKMMOB,
IpoBeaeHNEe CAHUTAPHO-TUTHEHNYECKHUX MepOHpI/IHTI/Iﬁ




ApXI/IB OpraHU3alin pa3MelmaeTCAd B ClIielIhaJIbHO ITIOCTPOE€HHbIX HUJIN HpI/ICHOCO6JIeHHbIX AJIA
XpPaHEHHUA JOKYMEHTOB 31dHUAX UJIK B OTAEJIbBHBIX IIOMEIIEHHNAX 3JdHH.

B apxuBe opraHvsanyy JOKHbI ObITh NPeNyCMOTPEHBI:
apXUBOXPaHUJIUIIIE;
NOMellleHHe JIJI IpreMa, BPDEMEHHOI0 XpaHEHUS JOKYMEHTOB;

noMellleHUe AJi1 UCMIO0JIb30BAaHUS JJOKYMEHTOB (YMTaJIbHbBIM 3aJ1, Y4aCTOK BbIJIa4U
JIOKYMEHTOB U HHPOPMALMOHHO-TTIOUCKOBBIX CPEJICTB);

paboyre KOMHATbl COTPYAHUKOB apXyMBa OpraHU3alUH, KOTOPbIe JO/KHBI ObITh
M30JIMPOBAHbI OT MOMEILIEHUH, Te XPAHATCSI apXUBHbIE JJOKYMEHTHI.

He nonyckaeTcs pa3MelleHMe apXWBa OpraHrU3aliMM B MOJABaJIbHbIX U YepIayHbIX
IIOMeIleHUIX




= ApXHMBOXpPaHUJIHIIE JOKHO ObITh YAAJEHO OT JIabopaTOPHbIX, IPOHU3BO/ICTBEHHBIX,
OBITOBBIX IIOMeEIeHHUI U He UMeTb 001X C HUMU BEHTUJISIIUOHHBIX KaHAJIOB.
ApXMBOXpaHUJIMIIE OT/EJISIeTCSA OT COCEJHUX MOMeIlleHUM HecropaeMbIMH CTEHAMU U
IIepeKPbITUSIMU C NTpeJielaMU OTHECTOMKOCTU He MeHee [IBYX 4acoB. B apxyuBoxpaHu/iuiie
He J0IyCcKaeTcs NPOoKJaaZKa Tpyo BOJOCHAOKEHUS U KaHA/IW3alluH, TEXHOJIOTHYECKHUE
WJIA ObITOBbIE BbIBO/IbI BO/IbI.

= [Ipu pa3aMellleHUU apXUBOXPAHUJIMIIA B ClIel[Ma/IbHOM UJIM PUCIIOCOOJeHHOM 3[JaHUH
npenoYyTeHue (IPpY paBHbIX TEMJIOBbIX XapaKTEPUCTHKAX) OTAAETCA MOMEL€eHUAM C
CeBEpPHOU OpUEHTALUEeH OKOH.

. MaTepI/IaﬂbI ITIOKPBITHUA CTEH, I10JIOB, IIOTOJIKOB, BHYTpeHHeﬁ dPpMaTypPhbl
dPXUBOXpPaHHWJ/IWIIA, IDUMEHAEMbIE IIPHU U3TOTOBJICHUH O60pYﬂOBaHI/IH U CpeacTB
XpaHEHHUA dPpXHUBHBIX JOKYMEHTOB, HE AOJI2)KHbI BBIACJ/IATb daI'PECCUBHbIE XUMHWY€ECKHE
BelecrBa U ObITb UCTOYHUKOM IIbIJIH.

= ApXHMBOXpaHUJIHIIE JOKHO UMETh eCTECTBEHHYI0 UJIM HCKYCCTBEHHYI0 BEHTUJIAIMIO,
o6ecreyrMBalIIYI0 PelUPKYJISIIMI0 BO3/1yXa, CTAaOUJIbHOCTb TEMIIEpATYPHO-
BJIQ>KHOCTHOTO PeXX1Ma, OYUCTKY BO3/AyXa OT NbLJIX U arpeCCUBHBIX IPUMecel, a TaKxKe
OTBeYaTb COBpPEMEHHbIM TPeOOBAHUAM KOMIAKTHOCTH U 9KOHOMUYHOCTH.

. ApXI/IBOXpaHI/IJII/IIJ_[e AOJI2KHO UMETDb BbIXOAbI K J'II/ICl)TaM N JIECTHHUYHBIM KJIETKAM.

@



Bce nocrynarwiiye B apxyvB OpraHyM3alUuy JOKYMEeHThI pa3MeljaloTCs B apXUBOXPaHUJIXIIAX HA
CTALlMOHAPHBIX U /WU lepeJBUKHBIX MEeTAJJINYECKHX CTE/JIaXKaX, B MeTaJIMYeCKUX Kapax Uiau
KOHTENHepax.

CTeJlJIaXXu JOJKHBI ObITh YCTAaHOBJIEHBI TEPNEHAUKYJISIPHO CTEHAM C OKOHHBIMH IIPOEMaMH, a B
oMellleHUH 6e3 OKOH - C y4eTOM 0COOEHHOCTEN MoMellleHUsI U 060pyaoBaHusi. He jonyckaercs
pasMelleHUe CTe/JIaXKel BIVIOTHYIO K HAPY>KHbIM CTeHaM 3/JaHUs U K UCTOYHUKAM TeIJa.

PaccTtaHoBKa cTesiaked U lIKapOB OCYIIECTBJASETCS B COOTBETCTBUU CO CJEAYIOIUMHA TPEOOBAHUSIMU:
pPaCCTOSIHUE MEXY PSAaMU CTeJJIaXKe! (IJIaBHbIM POXoJ) - He MeHee 120 cM;

paccTosiHUe (IIPOX0/1) MeXAy CTeslJIaxkaMU - He MeHee 75 cMm;

PACCTOSIHUE MEXAY Hapy>KHOM CTEHOH 3JaHUS U CTeJJIaKaMHU, IapaJiyieJIbHbIMM CTEHE - He MeHee 75 CM;
pacCTOSIHHE MEX/1y CTEHOM Y TOPILIOM CTeJlJIaXka MJIH Kada (06xo/) - He MeHee 45 cMm;

pacCTOSIHHE MEX/Y M0JIOM U HUXKHEH MOJIKOU cTesiaxa (1kada) - He MeHee 15 cM, B IOKOJIbHBIX
3TaXkax - He MmeHee 30 cMm




= [[pOTHBOMNOKAaPHBIA PEXUM B 3[JaHUX, [Jl€ pa3MeIaeTCs apXUB OpraHU3aliiy, U B
apXUBOXPaHUJIUIIAX YCTAHABJIMBAETCS B COOTBETCTBUU C HOPMaTUBHBIMH [TIPAaBOBbIMH
akTaMu Poccuirickor Pesiepaiiuu B 00J1aCTH MOKAPHOW 6€30MacHOCTH

[Iprika3 MunkynbTypbl PO ot 12.01.2009 N 3

"00 yTBepxAeHnH Crieliia/IbHbIX IPABUJI IOXKapPHOUW 0€30MaCHOCTH rOCYIapCTBEHHBIX U
MYHHUILMIIAJIbHBIX apXUBOB Poccurickon Pegepaniuu’”

3 seXOpfa pene:
Momxap,
HesicnpasHocTs,
OTRMOMEHWE
BENTIWISYMWA,

BarTapesn
MOXKapoTyLIS8HWA




= OXpaHHBbIU peKUM 00€ecCledyrBaeTCs IyTEM 000PY/I0BAHUSA apXUBOXPAHUJINIL, A TaKXKe
JIPYTYX IOMENIEHWH, TJle TOCTOSSHHO UJIM BPEMEHHO XPAaHSTCS apXUBHbIE IOKYMEHTHI,
Cpe/iCTBaMH OXpaHbl, 00eCIeYUBAKIIMMH KOHTPOJIb IOCTYIA B ApXHUBOXPAHUJIMILE U
NIOMEILLlEHUS apX1Ba, U COOJIIOIEeHUEM NOPAAKA CAA4YU M0/l OXPAaHY U CHATHUA C OXPaHbl,
YCTAHOBJIEHHOTO PYKOBOAWUTEJIEM OpPraHU3aliyH.

= ApXUBOXpaHUJIMIIA (33 UCKJIIOYEHHMEM apXUBOXPAHUJIUIL, pacloJaramuxcs Ha
OXpaHsIeMOHW TEPPUTOPHUH ) OO0PYAYIOTCS ABEPSAMHU C MOBBIIEHHOU TEXHUYECKOHN
YKPENJIEHHOCTbI0 IPOTHUB BO3MOXXHOTI'0 B3JIOMA, OCHAILlleHHbIMH 3aMKaMHU ITOBBIIIIEHHOU
ceKpeTHOCTH. OKHa NOMeIlleHU M ITIEPBOr0 3Ta)ka J0JDKHBI ObITh 000PYA0BaHbI
3alMPAOUMUCA pelleTKaMHU

= B CJiydae€ BblZ1d91 aPXWUBHbBIX JOKYMEHTOB BO BpEMEHHOE€ 110JIb30OBAHHE 110 3alIPpOCaM
rocyaiapCTBE€HHbIX OPIraHOB, OPIraHOB MECTHOI'O CaMOYIIpaBJIEHHUA U OpFaHI/IBaL[I/Iﬁ BBIHOC
N3 31dHUA apXHUBa UJINK 3JdHHUA OPrraHU3dlH dPpXUBHBIX JOKYMEHTOB pa3pelaeTCA
TOJIBKO II0 ClI€elMaJIbHBIM IIPOIIYCKaM.




ApXUBHBIE JOKYMEHTHI CJIEIYET XPAHUTb B TEMHOTE.

Bce BHU /bl pa60T C AOKYMEHTaMH A4OJI2)KHbI IIPDOBOAUTBHLCA IIPHU O'PAHUYE€HHDBIX NJINU
TEeXHOJIOTUY€CKH HGO6XOL[I/IMI)IX YPOBHAX OCBEILIEHHUA.

3aiyTa JOKYMEHTOB OT JIeMCTBUSI CBeTa 06ecleyrBaeTCsl XpaHEHUEM JJOKYMEHTOB B
KOpOOKax, MankKax U nepelieTax, B liKkadax UH Ha CTeJlJIaXkaX 3aKPbITOT0 TUIIA.

EcTecTBEHHOE OCBellleHUe B apXHBOXPaHUJIMIIE JONYCKAETCA PU YCJIOBUH IPUMEHEHUS
Ha OKHax CBeTOpacCeuBaTeJsier, 3alMTHBIX QUJIBTPOB, IITOP, KaJIF031U, HAHECEHHBIX Ha
CTEKJIO NOKPBITUU. J[J1s1 KCKYCCTBEHHOTO OCBEIIEHUS IPUMEHAOTCS JIAaMIIbI
HaKaJINBaHUA B 3aKPbIThIX IJIapOHAX C IVIaJIKOU IOBEPXHOCTHIO.

YpoBeHb 0CBEeleHHOCTHU B Ualia30OHe BUAUMOTO ClIeKTPa He J0JKEH MPEeBbIIATh: Ha
BEPTHUKAJIbHOW MOBEPXHOCTH CTeJIJIaXKa, Ha BbICOTE OJHOr0 MeTpa oT noJia - 20 - 50
JIOKCOB, Ha pabouyux cToJjax - 100 J1roKcoB




B APXUBOXPAHWJIMWIE /iJIA XPAHEHWUA JOKYMEHTOB
YCTAHABJIMBAIOTCHA CAEAYIOLNUE ITAPAMETPbBI TEMITEPATYPHO-
BJIAXHOCTHOI'O PEXKKMMA:

JIJIs1 XpaHEeHUs JJOKYMEHTOB Ha OyMa)KHOM HOCHUTeJIe - TeMniepatypa 17 - 19 °C, oTHOcUTeJIbHas
BJIAXKHOCTB Bo3ayxa - 50 - 55%;

JIJI1 JOKYMEHTOB Ha MAarHUTHBIX JUCKAX U JUCKOBBIX HAKONUTeENSX - 8 - 18 °C u 45 - 65%j;

JIJIs1 IOKYMEHTOB Ha onTUYecKux Auckax - 10 - 23 °C u 20 - 50%;

JIJI1 HOKYMEHTOB Ha KHHOILJIEHKE:

C HUTPOOCHOBOM - Y4epHO-0eJible: TeMmnepaTypa He Boliie 10 °C, iBeTHbIE: TeMIlepaTypa He Bbile -5 °C;

§6e30naCH0171 OCHOBOU - YepHO-0eJible: TeMIlepaTypa He Bbille 15 °C, iBeTHbIe: TeMIlepaTypa He BhIIIIE -
OC.
)

151 POTOOKYMEHTOB:
yepHO-0eJible - TeMIlepaTypa He Bblle 15 °C;

[IBETHBIE - TEMIIepaTypa He Bbiile -5 °C,

OTHOCUTeJIbHasI BJAXKHOCTb BO3/1yXa, He0OX0iMMasi /11 XpaHeHUsI IOKYMeHTOB Ha KMHOIIJIEHKE U
doTomokyMeHTOB, cocTaBJsieT 40 - 50%.




= B apxuBOXpaHUJIUIIE C HEPETryJIUPYEMbIM KJIKMMATOM [,0JI’KHbI
OCYLLECTBJSATHCSA MEPONPUSATHSA IO ONTUMU3ALUN TEMIIEPATYPHO-
BJIA)KHOCTHOTO peXUMa C IPUMEeHEHUEM OTOIJIEHUS U
NpOBETPHUBAHKS IOMEILIEHUH, a TAK)XXe MeXaHUYeCKUX CPeCTB
YBJIQXXKHEHMS UJIM OCYllIeHHs Bo3/yxa. Pe3kue KosiebaHus (Ce30HHbIEe
M B TeYEHHE OJJHUX CYTOK) TemnepaTypsl (+/-5°C) u ;

OTHOCUTEJIbHOH BJIQXKHOCTHU Bo3ayxa (+/- 10%) He gonyckaroTcs. hvagm] e
= [Ipu gy Te/IbHOM HapylIEeHHUH TeMIIEPATYPHO-BJIAXKHOCTHOT'O I T

pexxuMa (0T 3 CyTOK U 60Jiee), COPOBOXAAIOIIEMCS TOBbILIEHUEM
OTHOCUTEJIbHOU BJIAKHOCTH Bo3ayxa 10 70 - 90%, npruHUMAIOTCS
MepbI 10 ero HopMaJsin3aluy (MHTEHCUBHOE IPOBEeTPHUBaHUeE,
OCyllleHWe apXUBOXPAaHUJIMILA).

= TeMIepaTypHO-BJIQXKHOCTHBIW PEXXHUM KOHTPOJIUPYETC NyTEM
peryasipHOro u3MepeHus TeMIepaTypbl U OTHOCUTEJIbHOMI
BJIQ2KHOCTU KOMHATHOTO U HAPY>KHOT'0 BO3/1yXa B OZJHO U TO e
BpeMA: B KOHAULMOHUPYEMBIX IOMeIleHUX - He pexe 1 pa3a B
HeJleJl0; B apXUBOXPAaHUJIMILAX, HE OCHAL|EHHBIX CUCTEMOU
KOH/JULIMOHMPOBAHUA BO3/yXa - 2 pa3a B HeJleJit0; [IPU HapyLIeHUAX
pexxrMma - 1 pa3 B CyTKHU.

CXOPOCTR ACTWPALMM ot 05 20 10w

= KoHTpOJib 32 TEMIIepaTypPHO-BJA>KHOCTHBIM PEXKMMOM B apXUBe
OCYULIeCTBJISIETCS C TOMOIbI0 KOHTPOJIbHO-U3MEPUTEJNBHOTO
npubopa - TMrpoMeTpa NCUXPOMETPHUUYECKOTO




= [Joka3aHUSA KOHTPOJIbHO-U3MEPUTEJIbHBIX IPUOOPOB GUKCUPYIOTCA B
perucTpayMoOHHBIX }KYPHAJIAX, B KOTOPbIX TAKXe OTPAXKaKTCA IpoBepKa

NPaBUJIbHOCTH IMOKa3aHUU IPUOOPOB U MePbI, IPUHATHIE 110 HOPMaJIU3alUuU

TEeMIIEPAaTyPHO-BJAXXHOCTHOIO peXUMa B CJIy4asax ero HapylleHus].

= [Ipy HaJIMYUU B 3[JAHNU M apXKBa LIEeHTPAJIM30BAHHOU CUCTEMbI 00ecreYyeHus

CO6JII-O£[€HI/IH TEMIIEPATYPHO-BJIAXKHOCTHOI'O pe>XHMMa B IIOMEIIEHUAX, I'/I€e XPAHATCA
AOKYMEHTbI, KOHTPOJIb 34 €ro CO6JI}OZL€HI/ICM ocymecCTtB/ideTCd B dABTOMATHY€CKOM

pexrMe.
KiimmaTtudeckue napaMeTpbl BO3yXa
HapykHbIl BO3yX Bo3ayx B XxpaHUiule [Tognuce
Mlara OTHOCUTEJIb oTHocuTenn | COTPYAHMKA, | lIpuMedann
3alcH TeMIlepaTyp Had TeMIlepaTyp Had CA€/IaBIIero €
a, rpaz. C BJIQXKHOCTh, a, rpan. C BJIQXKHOCTD, 3alllch
% %
1 2 3 4 5 6 7




[loMeleHHs apxy¥Ba OpraHU3alUu J0JKHbI COIEPKAThCSA B YACTOTE, B YCJIOBUSX, UCKJIIOYAKOIUX
BO3MO>XHOCTb IOSIBJIEHUS IJIECEHH, TPHISYHOB, HACEKOMBIX, IbIJIW. B moMeneHusax
apXVWBOXPaHUJIMII I0JKHA ObITh 00ecriedeHa CBOOOHAsA LUPKYJISALMSA BO3/1yXa, UCKJYaloas
06pa3oBaHUE HENPOBETPHBAEMbIX 30H, OMMACHBIX B CAHUTAPHO-0MOJIOTUYECKOM OTHOIIEHUU.

B noMmeleHUSAX apxX¥BOXPAaHHUJIULL HEOOXOJUMO:
IPOBOJMTb CUCTEMATHUYECKYIO BJIAXKHYIO YOOPKY;

He peXke 0JJHOT0 pasa B roj, MpoBOJAMTb 00€eCblJIMBAHUE KOPOOOK C IOKYMEHTAMH, IKA()OB,
CTeJlJIaXKeu;

O6pa6aTbIBaTb HOKOJIbHbBIE€ YaCTH CTeJIJIaH(eﬁ, ITOJIBI, IIVTMHTYCbI, IOAOKOHHHWNKHX BOAHBIMHA
paCTBOpPAMH aHTHUCEIITHKOB.

Z[Ba pa3a B Io/ (B Ha4daJie ¥ 110 OKOH4YaHHWHX OTOIIUTEJIbBHOI'O C€30Ha) AOKYMEHTbBI U IIOMEIIEHHA
dPXHUBOXPAaHHUJINI ITIOABEPIralOTCA O6CJI€,LLOBaHI/II-O AJId CBOEBPEMEHHOTI'O O6Hapy}KeHI/IH
HACEKOMbIX H IIJIECEHH. HpI/I O6Hapy}KeHI/II/I OMOJIOTUYECKUX Bpe,ZLI/ITeIIeI‘/JI IIPUHHUMAKTCA
CpO4YHbIE€ MEDPHI 11O IL[GSI/IH(I)EKLLI/II/I U JEe3MHCEKIHHU JOKYMEHTOB H l'IOMeI_L[eHI/Iﬁ CHUJIaMH
pa6OTHI/IKOB dpPXHBa4, 4 IIPH H€O6XO,Z[I/IMOCTI/I - CMJIaMH COOTBETCTBYIOIINX CJ'IY)K6.

B apxyvBoXpaHuU/IUIIE 3allpel]aeTCsd HAXOAUThCS B BEpXHEH OJleXK /e, MOKPOU U ITPSI3HON 00YBU;
XPaHUTb IOCTOPOHHUE NIpeAMEThI, UMYIIIECTBO U 000PYI0BaHKE, YIIOTPEOJIATh MUIIEBbIE
NPOAYKTHI.




ObA3ATEJIbHBIMH YC/ZIOBUAMUW XPAHEHW A 3J/IEKTPOHHBIX JIOKYMEHTOB ABJIAIGTCA

= Ha/IM4Me B apXMBe OpraHu3alMy He MeHee /IByX 3K3eMILIAPOB KaX /01 e JUHUIIb] XpaHEHHUH 3JIEKTPOHHBIX JJOKYMEHTOB (OCHOBHOH U
pabo4Mril 9K3eMIJISAPbI JOKHBI HAXOAUThCS HAa pa3HbIX PHU3UUYECKUX YCTPOUCTBAX);

" HaJIM4YHWe TEXHUYECKHUX U IPOTPAMMHBIX CPEACTB, IPEJHA3HAYE€HHBIX JJId BOCIIPOU3BEAEHHA, KOIIMPOBAHUA, IIepe3allMCHU 3JIEKTPOHHBIX
AOKYMEHTOB, KOHTPOJIA Cl)I/ISI/I‘-IeCKOI‘O N TEXHHUYECKOI'O COCTOAHHUA;

= obecrevyeHure pexkrMMa XpaHeHHUs 3JIEKTPOHHBIX JJOKYMEHTOB, UCKJ/II0YAIOLEero YTPaTy, HECAHKIIMOHUPOBAHHYIO PACCHIJIKY, YHUUTOXKEHHE
WJIU UCKaXKeHUe UHOpMaLvH.

* Jlepenaya TEKCTOBBIX 3JIEKTPOHHBIX JOKYMEHTOB /IJI1 XpaHEHHUS B apXUB OpraHU3aluy, ABJIAI0LeNCcd UCTOYHUKOM KOMIIJIEKTOBAaHHUA
roCyapCTBEHHOI0 U MYHHUIIMNAJbHOTO apXUBa, ocyllecTBaseTcs B GopmaTe PDF/A.

= B neJsaax obecrnieyeHUs XpaHEHU, y9€Ta U UCII0JIb30BAHHUA 3JIEKTPOHHBIX JOKYMEHTOB, HAXOAAINXCA HAa XPaHEHHUH B apXHUBE
OpraHu3anuy, JOJIXKHO IMIPOU3BOAUTHLCA CHHXPOHHOE U3BMEHEHHE IIPOrPpaMMHO-AIIIIdPATHOU Cpeibl B OpraHru3allkid U B apXHBe
OpraHM3alikHy, a TAK¥Ke CBOEBpEMEHHAA 1epe3alrcCb 3JIEKTPOHHBIX dAPpXHUBHbBIX JIOKYMEHTOB Hda HOBbI€ HOCUTEJIN U B HOBbIE (l)OpMaTbI.

= B mpornecce XxpaHeHHUA 3JIEKTPOHHBIX JIOKYMEHTOB B apXMBe OPraHU3aly He peKe 0JJHOI0 pasa B 5 JIeT IPOU3BOAUTCH TEXHUIECKUH
KOHTPOJIb GU3UYECKOTO COCTOSTHUSI HOCUTEJIEN 3JIEKTPOHHBIX JTOKYMEHTOB U BOCIIPOU3BOUMOCTHU 3JIEKTPOHHBIX JIOKYMEHTOB.

= B ciy4ae ecsiu Ipu OCy1LEeCTBJIEHUU TEXHUUECKOTO KOHTPOJISA YCTAHOBJIEHBI U3MeHEeHHUs] QU3NUECKOTO COCTOSTHUSI HOCUTEJIeN
3JIEKTPOHHBIX JOKYMEHTOB, apXUB OpPTaHU3al|iM M0 PelIEHUI0 PYKOBOAUTEJISI OpraHU3alMU I0/KEH IPOBOAUTh pabOoTy MO Nepe3anucu
3JIEKTPOHHBIX JJOKYMEHTOB Ha HOBbIE HOCUTEJIHU.

= [Ipu u3aMeHeHHMHU POPMATOB B pe3y/ibTaTe MPe0Obpa30BaHUsI IPOrPaMMHO-aNNapaTHON CpeAbl, YXyZALIeHHs BOCIPOU3BOJUMOCTH
3JIEKTPOHHBIX JOKYMEHTOB apXUB OpraHU3allMU 110 PellIeHUI0 PYKOBOAWUTEJISI OpraHU3aluU JJOJKEH NPOBOAUTL paboTy MO Mepe3anucu
3JIEKTPOHHBIX JOKYMEHTOB B HOBble pOpPMATHhI.

" HpI/I OCyl€CTBJIEHHUH IIEPE3ANINCH NOJIXKHA OBITh OOecreyeHa dyTEHTHUYHOCTD, I[IOJIHOTA4, AOCTOBEPHOCTD, EJIOCTHOCTb U HEU3SMEHHOCTDb
I/IH(l)OpMaLU/II/I, coaepxamencd B 3JIEKTPOHHBIX IOKYMEHTAX.

" AJIH OINEepaTHUBHOTI'O AOCTYIIA K 3JIEKTPOHHbBIM IOKYMEHTAM B CIIPABOYHBIX U ITIOUCKOBBIX L EJIAX B dpXUBE CO3Ad€TCA (1)OH,L[ ITOJIb30BAaHUA
JIEKTPOHHBIX TOKYMEHTOB.




JlokymeHTBI ApxuBHOTO poHa Poccuinickor Peiepaliu U pyrue apxuBHbIE
JIOKYMEHTBI JJOJDKHBI XPAaHUTBCH B KOPOOKaxX MU NAlKaX, U3TOTOBJIEHHbIX U3
6e3BpeiHbIX /I IOKyMEHTOB MaTepHaJioB.

JJIeKTPOHHBbIE JJOKYMEHThI HA PU3UIYECKH 000CO00JIEHHBIX HOCUTEJISIX Pa3MelaloTCs
OTZAEJIbHO OT APYyTUX JIOKYMEHTOB.

Ha KopoOKHY NPUKJIEUBAKTCA SAPJAbIKH, HA KOTOPBIX YKAa3bIBAOTCSA: HOMep GOH/Ia, HOMEpP
OIIMCH U KpallHUe HOMepa /JleJl, pa3MelleHHbIX B ITaHHOU KOPOOKe.

[Topsimok pasMelleHMs yCTaHABJMBAETCS B 3aBUCUMOCTU OT PAaCCTOSTHUS MEXY
IOJIKaMH, PU3UUECKOT'0 COCTOSIHUS JieJl, a TaKXKe OT TBEPAOCTU U MATKOCTU
nepenJierta. /lesa, uMelolye TBEP/bIU MepeIieT, yCTaHABJAWBAKTCS BEPTUKAJIbHO; C
MSTKUM IepenjeToM UM HellepenJieTeHHbIe - TOPU30HTaIbHO.

Kopo06ku He 10JKHBI BBICTYIATh 3a peJeibl MOJIOK CTeJJIaXKEH.

He AOIIYCKa€eTCAd XpaHEeHHe JOKYMEHTOB B TpaHCHOpTHOﬁ Tape, B IJ_ITa6eJ'IHX, Ha I10J1Y,
INOAOKOHHHUKAX, IECTHUYHBIX IJIOINAAKaX U APYT'UX HE IPE€JHA3HAY€HHBIX JJId XPaHEHHUA
AOKYMEHTOB MeCTax.




= Bce moMellieHMsl apXyMBa OpraHu3aliMi, a TaKXKe CTeJJIaXKH, lKadbl, KOHTEHHePhI, MOJKU

HyMepyroTcd. CTesiaxu, Kadbl U KOHTEUHEPbI HYMEPYIOTCA B KaX/[0M
apXUBOXPaHUJIULLE CJIeBa HAallPaBO OT BXOAHOM JIBEPH, A IIOJIKU HA CTeJIJIaXax - 110

mkadaM CBepxy BHHU3, CJieBa HalpaBo.
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= B neJidx olpegejeHud MeCTada XpaHEHHUA JOKYMEHTOB B dPpXHUBOXPAHUJIHUIIIE
COCTAaBJIAKOTCA ITOCTEJIJIa>KHbIE Tonorpac])nqecxne YKa3aTeJln:

HamMeHOBaHME oOpraHM3aLUn

KAPTOUYKA TIOCTEJIJIAXHOT'O
TOINOT'PAGMUECKOT'O YKABATEJIA <*>

CTEJUIAX N XPAHWIVIE N
[MIxadp N | Tlomka N | ®org N | Omuck N | Ex. xp. ¢ N [Ipumeuanne
1 2 3 4 5 6

dopmar A6 (148 x 105 mm)

<*> KapTouky MOCTEUIAKHOTO TOMOrpadMIeckoro yKasarenis COCTABISAIOTCS Ha KaxbIid
CTeJUIaX U MPUKPEIUISIOTCS Ha TOPLIEBOI CTOPOHE CTemaxa.

MPFAMEF 3. dparsmeaedlT HSpTos NG TSR HS0SH O m
T o S e S T A 3 S TE A

0 =3 Mnceecs
Hao=paHHWME ADEHES

HAPTOYHA MNOCTEMNAMLHOIMOD
TOMOrPFASMYECHOM D ¥YHAZATEMNR

Crennscs M= 1

mrr:":. Moo M2 e M2 Onmoe M2 EH'Zr:"“H: an_Hm_
1 1 1 1;;_‘;%"‘3’ 135
1 = 1 1;:;%""3’ IG_51
1 = 1 1;"955"' 1-65
2 a 1 toe = G680




IpH 060JIbIIIOM KOJIMUYECTBE (l)OH,ZLOB - l'IO(l)OH,Z[OBbIe Tonorpac])nqecm/le YKa3aTeJIH .

HammeHOBaHME OpIraHM3aLUM

KAPTOUKA I[IOPOHIOBOI'O
TOIOT'PAGVUECKOT'O YKASATEJIA <*>

NMPMMEP 2. ®@parmesTt KaprTouxum nodpoHaoBoro
QOHIl N XPAHWIVIIE N TONOTrPaPUIECcCHOT O yNaZSTEnR

HazpaHue doHOa 000 »Snnwncuc>

Haasasne spMBa

HAPTOYHKA NOOHAOCBOTO
OHNI/ICB En. xp.cN Cremnax N | [lxap N [Tonka N | [Ipumeua TONOrPA®KWYECKOIO YHA3ATENS
e
no N @ona NT 2
1 2 3 4 5 6 Ha3sauue bougs
Ea xp.
Or(n:}::)ﬂ! c ',Oeno Crennam N Wixad N2 Moaxa N= '::*
@opmar A4 (210 x 297 Mm) -
paagrin | BT a 1 1
1asna/c o5 63 a 1 ”
<*> KapTouku TO(POHIOBOrO TOMOrpaguUEeCcKOro yKa3aTesas COCTABIAIOTCS Ha KaXIIbli e S0
(oHz 1 pacmonaraioTcs B MOpsAKe HOMEPOB (POHIOB.

M3MeHeHus, IPOUCXOAslIME B pa3MeELeHUH JJOKYMEHTOB, JOJI>)KHbI CBOEBPEMEHHO OTPAKaThCA
B TonorpadruyecKrux yKa3aTessx.




[IPOBEPKA HAJIMHNA U COCTOAHWA APXUBHBIX AOKYMEHTOB B
APXUBE OPTAHU3SALIMHU

= B X0/1e IpOBEPKU HAJIUYUSA U COCTOSSHUSA aPXHUBHBIX JJOKYMEHTOB B apXUBE OpraHU3aliiu:

= yCTaHaBJIMBaeTCA GaKTUYECKOE HaJIMYUe eIMHUIL] XpPaHEHHWS U COOTBETCTBHE YYETHBIM
JIOKyMeHTaM;

" BbIABJIAIOTCA U YCTPAHAKOTCA HEAOCTATKH B y9€TEC JOKYMEHTOB,
" BbIABJIAIOTCA OTCYTCTBYIHOIINE JOKYMEHTbLI U OPIraHHU3YETCA PO3BICK,

= BBISIBJISIFOTCS U YYUTHIBAIOTCS JOKYMEHTHI, TPEOYIOIUE NPOPUIAKTUIECKOHN U /NN
pecTaBpallMOHHO-IPOPUIAKTUYECKOW 0O0PaObOTKHU.

= BIABJAAIOTCA U YYUTbIBAKOTCA 3JIEKTPOHHbIE IOKYMEHTHI, Tpe6YIOIJ_LI/Ie Iepe3alrCH Ha
HOBBbI€ 3JIEKTPOHHbIE HOCUTEJIH, IPOBOAUTCA KOHTPOJIb (1)H31/I‘-I€CKOFO U TEXHHUYECKOTI'O
COCTOAHHNA € JMHHNIL XPaHEHHA, OCYIIECTBJIAETCA IIPOBEPKA HA HAJIMYHWE BPEJOHOCHBIX
KOMIIBIOTEPHBIX ITPOI'PAMM.

. HpOBepKa HaJIN9YHUAd U COCTOAHHNA JOKYMEHTOB Ha 6YMa)KHbIX HOCUTEJIAX IIPOBOAUTCA B
dPXHUBE€ OpraHr3alikuHr KOMHCCHEU UJIH HE MEHEE YEM ABYMHA pa6OTHI/IKaMI/I HE peiKe
OAHOT'O pa3ad B 10 JIET, JJIEKTPOHHBIX TOKYMEHTOB - HE pE€iKe OAJHOI'O Ppa3a B 5 JIeT.




= [[pu npoBepKe HAJIMYKUA U COCTOSTHUSA JJOKYMEHTOB B apxXHMBe OpraHU3aliyu He06X04UMO:

= COXpPaHSThb MOPSA0K PacHoIoKeHUs JOKYMEHTOB Ha CTeJlJIaXkax, B lIKadax U KOHTelHepax
B COOTBETCTBHHU C TONorpapuyecKMMHU yKkazaTeassMu. [Ipy v3MeHeHUH pacnoJioKeHUs Jiel
He00X0JMMO CBOEBPEMEHHO JieJIaTh COOTBETCTBYIOIME 3alIMCHU B TONOTpadrUIeCKUX
yKasaTeJidax;

= IOMelllaTh Ha MeCTa HaJlJIeXxallero XpaHeHUsi 0OHapy»KeHHbIe BO BpeMs IPOBEPKU
HeNpaBUJIbHO pa3MellleHHble eJUHULIbI XpaHEeHUS;

" U3bIMATD C HOCJIG,Z[YIOLL[GI;’I I/IBOJ'IHLU/ICI‘/JI AOKYMEHTBI, 3apaK€HHbI€ IIJIECEHbIO UJIN APYTUMHA
OMOJIOTHUYECKUMU BpearuTeJIAMNAU (,L[JIH AOKYMEHTOB Ha 6YMa}KHOM HOCI/ITeJ'Ie);

= U3bIMATb €/IMHUIIb] XPAaHEHUS 3JIEKTPOHHBIX JOKYMEHTOB, COZepKalljhie BpeJOHOCHbIEe
KOMIIbIOTEPHbIE IPOrpaMMbl, IOMEIATh HA CHellMaJbHO BblJeJEHHYIO NOJIKY (B SIIUK)
JLIS IOCJIeAYIOIIEN 00pabOTKY;

®" U3bIMATb N pa3MeliaTb BCJi€e/[] 3da YYHTECHHBIMHA [i€Jld, HE BHECEHHDbIE€ B OIIMCH.

= BHeceHUe BbISIBJIEHHBIX B Xo4e€ IIPOBEPKHU HEYYTEHHDBIX 1€JI B OIIMCb 3allpelldeTCA.
HequEHHbIe AeJia [1oAJ1eKaT o6pa60TKe U OIIMCAHHIO ITIOCJIE€ 3aBEPIICHHUA ITIPOBEPKHU.




[IpoBepKa HaJIMYKMA U COCTOSIHUSA JOKYMEHTOB IIPOBOJAUTCS IyTEM CBEPKH
OIMCaTEeJIbHBIX CTaTEN OMKCHU C OIIUCAHUEM /JIeJl Ha 00JI0KKAX.

Pu3uyeckoe COCTOSTHUE AeJl olpeaesideTcd iIyreM BU3yaJIbHOI'O IIPOCMOTPaA.

JlenaTb KaKue-JIH60 MOMETKH UJIX 3allMCH B ONUCAX JieJl U APYTUX YYETHBIX JOKYMeHTaxX
3amnpelaeTcs. B KOHIe KaXK0M MPOCMOTPEHHOU ONKCHU AesaeTcd 3anuchk [IPOBEPEHO"
C YKa3aHWEM HOMepa M J1aThbl aKTa IPOBEPKH HAJIUYUS U COCTOSIHUS IOKYMEHTOB.

[IpoBepKa HAJIMYKMA U COCTOSTHUSA JOKYMEHTOB CUATAETCA 3aBEPIIEHHOU MOCJIE
BHECEHUS WU3MEHEHHUM, BbISIBJIEHHBIX IPOBEPKOM, B y4eTHbIE IOKYMEHThI apXHBa.

ITo pe3yJbTaTaM NIPOBEPKHU COCTABJIAETCA aKT IPOBEPKHU HAJIMYIHUA U COCTOAHHNA
dPXHUBHbBIX TOKYMEHTOB.




HammMeHOBaHME OopTraHM3auunmn

AKT YTBEPXIIA
N PykopommTesib OpraHM3aLumn
[IPOBEPKM HAJNUMSI
Y COCTOSHUS APXMBHEIX IOKYMEHTOB Nomnmucek PacumbppoBka
IOANMUCH
dounng N IaTa
HazBaHue GoHHOa
Homepa omnmcen
[lpoBepka NPOBOIMIIACH C o
[IpPOBEPKOM YyCTaHOBJIEHO:
1. UmcamTcd MO OnmMcaMm ned em. xXp.
(kOJIMYECTBO)
2. BHIABJIEHE TeXHMUECKME OIMUOKNM:
2.1. VMeonTCs JIMTEpPHEE HOMepa:
a) He yuTeHHHE B MTOT'OBOM 3alucu en. xp.
(KOJIMUEeCTBO)
0) He NIEepeulrCIIEHHBIE, HO YYTEHHHE
B MTOTOBOM 3aluUCU en. xp.
(KOJIMUYEeCTBO)
2.2. IponymeHO HOMEPOB:
a) He YUYTEeHHEX B MTOI'OBOM 3alMCHU en. xp.
(KOJIMUYEeCTBO)
0) He NEePeuMCIIEHHEIX, HO YUTEHHHX
B MTOTOBOM 3aluUcCu en. xp.
(kOJIMUEecCTBO)
2.3. IOpyrue, B pe3yJibTaTe UYero 00BeM
YBEJIMYUMIICA Ha en. Xp.
(KOIMYEeCTRBO)
YMEHBIIMJICS Ha en. xXp.
(KOJIMUEeCTBO)
3. UMCIMTCs [0 ONMCSAM B pesyJbTaTe
YCTPaHEeHNS TEeXHMUECKUX OmrOOK en. xp.
(KOJIMUEeCTBO)
4. He okaszajioch B HaJMUuUM en. xp.
(kOJIMYECTBO)
5. lMeeTcs B HaluMuuMy IO IaHHOMY QOHIY
(BKJIOUEHHEIX B OIMCH) en. xp.
(KOIMUecCTBO)
13 HUX TpeOyoluX:
a) nesuHbexUUM en. xp.
(KOJIMUEeCTBO)
6) mesuMHCeKLUUN en. xp.
(KOIMUYeCTBO)
B) pecTaBpauum en. xp.

(KOJIMUEeCTBO)

T) nepemjera WX NOOWMBKMU en. xp.
(kOIMUecTBO)

II) BOCCTAHOBJIEHMSA 3aTyXalIMX TEKCTOB en. xp.

(KOJIMUECTRO)

€) HEeMCIPaBMMO [1OBPEXIEHHHIX en. xp.
(koJIMUeCcTRBO)

6. VMeeTcda He BKJINUYEHHEX B ONUCHU en. Xp.
(koJIMUecCTBO)

7. VToro no ImaHHOMY QOHIY (BKJUOUEHHEIX M HE BKJIOUEHHHBIX B OIUCHU) ,
UMENIIMXCS B HaJMUUKU en. xp.
(koJIMUecCTRBO)

8. XapaxTepucTmka YCJIOBUI XPaHEHWS

[lpoBepPKY MNPOUBBOLUIIN

HaumeHOBaHUE
IOJIXHOCTEN

PabOTHUKOB [Tomnmcu Pacmm@poska nopmucen

®opuar Ad (210 x 297)

g




= [Ipy 06Hapy>XeHUU OLIUOO0K B YYETHBIX JOKYMEHTAX COCTABJSETCHA aKT O TEXHUYECKUX

OIIMOKAX B YYETHBIX JJOKYMEHTAaX.

HamMeHOBaHMe oOpraHmU3almum

AKT YTBEPXIA
N PyxkoromomuTesib OpraHM3alLumn
O TexXHMUEeCKUX ommbkax INoonuce Pacmmpporka
B YYEeTHBEIX IOOKYMeHTax IOONMCH
IlaTa

donmg N

HaszsBaHme QoHIa

B xome BHIIOJHEHUS ODHapyXeHB TexXHUUeCKMe
omMOKM B Balmucsax

HazBanue JAOKYMEHTA CyH_IeCTBYIOIJ_IaSI 3aII1uCh CnenyeT 3arnmucartb

1 2 3
B pesyneTare KOJIMYECTBO E€IOMHMIL XpaHeHua YBEJIMYMIIOCH (YMEHBLIMIIOCH )
Ha en. xXp.

(umbdpamm, OPONMCHIIO)
[IpMeuaHmA :
HammMeHOBaHME OOJDKHOCTM paboTHMKA Ilomonmcoe PacumbpoBKa NOAONMUCHU
VI3MeHeHrsa B ydeTHBEe IOKYMEHTHE BHECEHEL

HammMeHOBaHME IOOJDKHOCTU
paboTHMKA apxuBa INoonuce PacumdppoBka HOOONIUCK

dopmar A4 (210 x 297 mm)

Q




= B ca1iyyae o6Hapy»keHUs1 JOKYMEHTOB, HE OTHOCSIIUXCS K JTaHHOMY GOH/Y, apXHUBY OpraHU3alUHy,
HEy4YTEeHHbIX, TAKXe COCTaBJISAETCA COOTBETCTBYOUUN AKT.

HammMeHOBaHMe opraHM3aLUM

AKT YTBEPXIIAIO
N PyxkoponomTeJlb OPTaHM3ALUNU
o6 OOHapPyXEeHUM IOOKYMEHTOB lNomnnmce PacumdppoBra
(He oTHOCHamMXCS K IJaHHOMY GOHDY, MIOONMCH
HEeYUTEeHHBIX)
HaTa
B xome
(Btm paboTel)
OoBHaApPyXeHO
(B doHme, xpaHUIMIe, padbodeM IIOMEIEeHUM)
Nn/n| 3aromoBok | udp (ecnu Kpaiinue KonuuectBo K xakomy | Ilpumeuant
en. Xp. €CTb) JaThl JIUCTOB bory
(o6bem, MO) | oTHOcHUTCS
1 2 3 4 5 6 7
MToro OOHaAPYXEeHO IOKYMEHTOB OOKYMEHTOB
(umbpamMm M NOPONMCHIO)
HamMeHOBaHME IOJIXHOCTM paboTHUMKA lNomnmuce PacumppoBka NOIANMUCU

VIsMeHeHusa B Y4ueTHbBle IJOKYMEHTBEI BHECEHEL

HavmMeHOBaHME HOOJDKHOCTU
paboTHMKA apxXuBa Iloonmuce Pacumdposkra
IOONMCH

dopmat A4 (210 x 297 MMm)

* YKa3aHHbIe aKThbl IMMOAIMHUCBIBAKOTCA UCITIOJIHUTEJIAMU U YTBEPKAAKOTCA PYKOBOAUTE/IEM OPraHU3allH
HJIN €ro 3aMeCTuTesIeM, KYPUPYIOIIHUM A€eATE/IbHOCTDb dPXHBaA.

®




= Ecoin HpOBepKOﬁ Ha/IMYHUAd U COCTOAHHUA
AOKYMEHTOB YCTAHOBJIEHO OTCYTCTBHUE A€/ U
AOKYMEHTOB, OPraHMu3yeTCd UX PO3bICK.

= PO3bICK apXMBHBIX JJOKYMEHTOB, HE
OOHApY>KEHHBIX B XO/I€ IPOBEPKH, OPraHU3YeTCH
C MOMEHTA BbISABJIEHUS OTCYTCTBUSA U
NPOBOAUTCA B Te4eHHe OAHOro roja. Ha gena, He
OOHaApy>KEHHbIE B X0/le IPOBEPKU HAJIUIHUA U
COCTOSIHUSA JOKYMEHTOB, COCTaBJISIETCI aKT 00
yTpaTe JOKYMEHTOB, KOTOPbIX pacCMaTpUBAETCH
3KCIIEPTHOU KOMUCCUEUN (LleHTPaJIbHOM
9KCIIEPTHOW KOMUCCUEW) OpraHu3aliy U
YTBEPKAAETCA PYKOBOAWTEJEM OpPraHU3alu1
WJIU ero 3aMectuTesieM. K akTy npusiaraerca
CIIpaBKa O NPOBeJeHUHU PO3bICKA,
NOrOTOBJIEHHAA U MOANMCAHHAA JIUL0M,
IPOXU3BOMBIIUM IIPOBEPKY. AKT 00 yTpaTe
JIOKYMEHTOB MPeCTaBJIAETCA B
COOTBETCTBYIOIIUM IOCYAAPCTBEHHBIN
(MyHULIMIIQJIBHBIN ) apXUB UJIU
YII0OJIHOMOYEHHBIU OPTaH UCIIOJIHUTEJbHOU
BJIaCTU cyobeKTa Poccurickon Penepanuu B
00J1aCTH apXXUBHOTO JieJia JJisl MPUHATUS
pelleHUs O CHATHUHU YTPAayeHHbIX JieJl C y4yeTa.

HammeHnoBaHnme opraHm3almm
AKT YTBEPXIAIO

N PyxkoBogmTeJsib OpTraHM3aL UM

o6 yTpaTe IOOKYMEHTOB IToonmucob PacumdppoBKa
MIOONMCU
IaTa

dounng N

(HazBaHMe oboHIma)

B pesysbTare YCTaHOBJIEHO OTCYyTCTBME B (QOHIEe
repeuncIIe HHBIX HIDKE nes, NPenrnpMHATEE apXMBOM MEPEl I[IO0 POS3ECKY OeJl
IIOJIOXMTEJIbHBEIX pPe3yJibTaTOB He nmajun, B CBA3M C UeM CcUuMTaeM BO3MOXHBIM CHATB C
ydaera:

N /i1 | Onucs N | Ex. xp. 3arojoBOK e1. Xp. Kpatinue KommuaectBo |IIpenmomaraen
N J1aThI JINCTOB € MIPUYUHBI
(o6Bem, MO) OTCYTCTBUS
1 2 3 4 5 6 7
VToro en. xXp.

(umbppaMm M MIPONUCHIO)
ConepmaHme YTPpadYeHHBIX JOKYMEHTOB MOXeT OBITb JaCTUUIHO BOCIIOJIHEHO

crlengymnuyMm en. Xp.:

(HoMepa en. Xp. M MX TI'PYNINOBEE 3arOJIOBKUM)

HammMeHOBaHME OOJIXHOCTMU

pPyKOBOOMUTEJIA apxmBa INToonucses PacumdppoBKa IMIOONIUCHK
(nuua, OTBETCTBEHHOTO 3a apXMB)

COT'JIACOBAHO <*> COIJIACOBAHO

IIpoTokoJsi JOIK apxXMBHOTO yYpeXISHMA IIpoTokoJy II3K (3K) opraHms3aumum

oT N oT N

VI3sMeHeHMa B ydYeTHBEe IOKYMEHTBEl BHECEHEI

HammMeHOBaHME IOOJIXXHOCTMU

praboTHMUKA apxXxmubBa ITonnmce PacumppoBKa IMNOIONIUCH

dopmar A4 (210 x 297 Mmm)

@

<*> Ecnu He OOHapy>KEHBbI JieJ1a MOCTOSIHHOTO XPaHCHHUSI.



OOB11IeCTBO C OrpaHUYEHHON OTBETCTBEHHOCTbIO YTBEPXAHO
«CJIOBOJA» Adupexkrop
I'Toonucek N.N. NBaHosB

CIIpaBKa O IIpOoBeA€eHNHN PO3bICKA CITPABKA 11.09.2019

10.09.2020 Ne 1

Mocksa

O rnpoBeJeHruHr po3bICKa

DoH Ne 6/H O611I€CTBO C OrpaHUUYEHHON OTBETCTBEHHOCTHIO «CBOBO/IA».

B pe3synbrare npoBepKH Ha/IMYWUS U COCTOSIHUS Zie/1 B riepuoy, ¢ 7 ceHTsiops 2019 roga o 10
ceHTsI6pst 2019 roga 6bUIO yCTaHOB/IEHO OTCyTCTBHE B (hoHze Tpex gen (on. 1 n/c, . 1, . 7, a. 25).
B deBpane 2018 rozga ObUIO TPOBEAEHO OIMCAHUE [JOKYMEHTOB, TO/roTOB/IeHa OruMck 1 s1/c
B KonmmuecTse 50 ez. xp. B mapre 2018 roza Bc/ie/icTBHE IMPOPbIBa KaHA/TM3aLMOHHOKW TPYObl CBSI3KH
JOKYMEHTORB T10 JIMYHOMY cocTtaBy 3a 2016—2017 roabl ObLIA 3a/IMThl BOAOWM, HEKOTOPOE Bpemsi
HaxXoO[W/IMCh BO BJ/I&YKHOM cOCTOsiHMM. IlpeanonoykuresibHO, Aena OblIM yTpaueHbl B pesy/brare
rnepemMelleHrs1 M3 3aTOIUIeHHOro XpaHuW/Iulla B Jpyrve r1ioMmelgeHusi. B xoze posbicka,
rpoBe/ieHHOro B riepuoy, ¢ 10 centsibpss 2019 roga o 1 cenrsibpsi 2020 roza, GbL1a rpoBegeHa
cnepyrolasi pabora:

1. TloBTOpHO M3y4eHbl Aeno (OoH/A, ONMUCh, aKT O BbIJE/IEHHH K YHHUUTOXXEHHIO Jes, He
noj/ieXkalmx XpaHeHuro.

2. VI3y4yeHbl JIMCThI MPOBEPKU HA/TMUUsI U COCTOSTHHUS JJOKYMEHTOB 110 (poHAY.

3. IlpoBepeHbl KHHMra BbIJAaud AJOKYMEHTOB W3 apXMBOXPAHWIHILA, 3aKasbl (cay>kebHbIe
3arMCcKM) Ha BblZauy JieJl, akThl O BblZlade e/l BO BpeMeHHOoe IoJib3oBaHue 3a 2016-2020 roambl.

4. I'lpoBepeHbl BCe BO3MO>KHbI€ MeCTa HaXOXK/AeHUsI apXHBHBIX JJOKYMEHTOB B MOMEeLeHUsIX
opraHu3aLyM.

5. I'lpoBepeHsl 1Kadwbl, ceridbl, KOPOOKH, CBSI3KU HA IPeMeT HeBEePHOM INOAK/IaAKNA Jesl.

CopeprkaHHe yTpauyeHHbIX [JOKYMEHTOB MOXKeT ObITb UaCTUUYHO BOCITO/IHEHO CJ/IeAyIOLLIAMH
e/l. Xp.: TPY/ZOBbI€ [JOTOBOPbI C pabOoTHHUKamMH, 3ak/roueHHble B 2016-2017 ropax (4. 2, a. 3, a. 4,
A. 20, o. 21), muueBsle cuera 3a 20162017 rogw! (4. 9, a. 10, a. 11, a. 33, a. 34).

HauanbHHUK OoTgesna 4e/Iornporn3BO/ACTBa U apXUBa I'Toonuck B.B. BacunseB

ApXUBUCT IToonucs A.A. AappeeB




= IOKyMeHThI BbIJAI0OTCA U3 apXUBOXPAaHUJIUILLA HA OCHOBAHUU ITMCbMEHHOT0
pa3pelieHrs1 pPyKOBOAUTEJIS apXxrMBa OPraHU3allvy UJIM ero 3aMeCcTUTeIs (eC/Iv apXUB
ABJISETCS YYPEXKJEeHUEM ), pPYKOBOAUTEJSA CTPYKTYPHOTO NOApa3/eJIeHUsl OpraHyu3aluu:

= paOOTHHUKAM CTPYKTYPHBIX NMOJApa3Je/ieHUM OpraHUu3aluy;

= Cy[e0HbIM, IPAaBOOXPAHUTEJIbHBIM KU UHBIM YIIOJIHOMOYEHHBIM OpraHaM B COOTBETCTBHH C
3aKOHOZaTebCTBOM Poccurickon Penepanuy;

" MHbIM I10JIb30BATEJIAM 110 IMCbMEHHOMY 3d4BJIECHHIO.
= [[OKYMGHTbI BbIZIAIOTCA U3 aPXWUBOXPAHHUJIWII HAa CPOK, HE HpeBbILHaIOLL[I/IfI:

" OAHOI'o Mecdla - AJIiAd UCIIOJIb30BAHHUA pa6OTHI/IKaMI/I OpraHnN3a0H U UHbBIMHA
ITOJIb30BATEJJIAMMU,

" meCTn MmecAdnesB - CYAE6HBIM, ITPaBOOXPAHUTEJIbHBIM U HHbIM YIIOJIHOMOY€HHBIM OpPraHdM.

= [IposisieHrEe yCTaHOBJIEHHBIX CPOKOB BbI/Ia4M JJOKYMEHTOB JONYCKAETCS C pa3pellieHus
PYKOBOJIMTEJISI OPraHXU3alM¥ HA OCHOBAaHUU MU CbMEHHOTO MOATBEPXAEHHUS M0JIb30BaTES
0 COXpaHeHUH /obecrieYeHUH COXPAaHHOCTH JIOKyMEHTOB.

@



BBIJAYA JIOKYMEHTOB U3 APXUBOXPAHWJIUILIA PETUCTPUPYETCA B KHUT'E BEIJAYHU JEA

D Pacmiexa
N ) Pacicxs
Doy Ne Omicy Ne Eaxp. N | Kooy asizaso nolopars | pnospaseit | Fpeseumie
W0 BTOYSERIm e ; |
| ARR | Aea |
| 12 3 : § 6 7 g 0 10
Havywasmim omdera vadpos _
[ 3000 |1 e 15 Hemposa 10022021 Yepnova oo
[emposa 111
o nmaegr 3 I mocw i \ JOpucsmueyen Baay M, L 1 5002020 Hepuoea 1 B apxwypave py
Horos 2021 rody petaso 2 (dee) eIl XP.

(LHpaMI 1 IPOTIICHD)




Brigaya JOKyMeHTOB U3 apXHMBOXPAHUJIMINA PETUCTPUPYETCS B KHUTE
BbIIA4M JIeJ1 U 0POPMJISIETCS:

3aKa30M (Ca1y>KeOHOU 3alIMCKOM) Ha BblAAuy JeJ;

(HauMeHOBaHHE OPTraHU3ALINH)

(Ha3BaHUE apXuUBa)

PA3PEMIAIO Brigauy gen

3AKA3 (TPEBOBAHMUE) PykoBojiuTens apxuBa
(3aB. YUTAJTBHBIM 32JI0M)

Ne

(Tmoamnmce) (pacmngpoBKa TOAITUCH)

(MecTo cocTaBIeHMs) Hara

Ha BbIAa9y TJOKYMECHTOB

(pamMurnst 1 MHULIMAIBI HCCIIEAOBATENSA, pAOOTHHKA CTPYKTYPHOT'O TTOAPA3/ICIICHHS)

(Tema uCccIeOBaHuUs)

Do Omucey | En. xp. 3arojo0BOK Pacnucka Pacnucka coTpynHuka
Ne No No en. xp. IMOJIL30BaTES B YUTAJILHOIO 3aj1a B
MOJYYCHUH npueme
1 2 3 4 5 6

(moanvch uccueaoBaTelis) (pacmudpoBKa MOIITHCH)




= BblZlaya JOKYMEHTOB U3 apXHUBOXpPaHUJIUIIA
PETUCTPUPYETCS B KHUTE BbIJIa4M JleJ U
0pOpMJISIETCS:

= 3aKa30M (Cay»>XeOHOH 3alMCKOM ) Ha BblJa4yy
AEJT;

= aKTOM O BhblJiaue JieJ BO BpeMeHHOe
10JIb30BaHUeE - IPU BblJjauye B CTOPOHHUE
OopraHu3aluH.

= [[py TpaHCIOPTHUPOBKE JIeJ Ha JIFOObIE
pacCTOSIHUS 00€eCevYrMBalTCS MePHI 0
OXpaHe U 3alllUTe UX OT BO3/IEUCTBUS
BpeJHbIX PAaKTOPOB OKPY-KalOIeX Cpeibl.

= Bblauy JOKYMEHTOB Ha OYMa)KHOM HOCUTEJIE
13 apXUBOXPaHMJIMIIA U TIPUEM UX 0OpPaATHO, B
TOM YMCJIE B CJIy4yae HEOOXOAUMOCTHU
MOJIUCTHYIO IPOBEPKY HAJHUYUS U COCTOSIHUS
JIOKyMEHTOB Ilepe/ Bblgauyen 13
apXVMBOXPaHUJUIIA U IIPU BO3BPATE,
IPOU3BOAUT PAOOTHUK apXHBOXPaHUJIMILA B
NPUCYTCTBUHU JIMILA, IOJyYalOIEero
(Bo3Bpalarwllero) aeia.

HamMeHoBaHMe opraHmM3aLMM
AKT

N
O BBIODAYWE nO€JI BO BPEMEHHOE IIOJIB30BaHME

(HamMMeHOBaHMe OpTraHmM3aluumM,
ee ajpec, NOYTOBEIM MHIOEKC)

OcHOBaHMe

I xakoM LesiM BHOATCS en. xXp. m3 doHma N

(HasBaHue QoHma)

N/ | Onuce | En. xp. | 3aronoBok en. | Kpaitaue KonnuectBo IIpumeuanue
N N Xp. J1aThI JIMCTOB, hopmar
(o6Bem, M0O)
1 2 3 4 5 6 7
Bcero eBrelmaeTcsa en. Xp.,

(uudpaMm M HOPONMCHIO)
CPOK BO3BpalleHUA .

Ierna BbIIaHBI B YINOPSAIOOYEHHOM COCTOSHUU, TIOIUMTEI, B obOJioxkax, c
MNPOHYMEPOBAHHBIMY JIMCTaMM M BaBEPUTEJIbHBEIMM HANOMNMCIMA .

[lonryuaTesyib 00sA3yeTcsa He TI[IpenocTaBJIATbh Jejla, I[IOJIydeHHBIE BO BPEMEeHHOe
IoJIb30BaHMeE, [IOCTOPOHHMM JIMLlaM, He BHIOaBaTb [0 HMM KOIMMA, BBINIMCOK U
CIpaBOK, He nyOJamMKOBAaThb JOKYMEeHTH 0e3 paspelleHMs opraHMs3alulM, BHIOaBIIEN
mena.

[lonnyuyaTesyib 00A3yeTCsAa BEePpHYTh Jejla B apxXMB OpraHM3alMM B yKasaHHEM B
aKTe CpOoK.

[lonlyuaTesib NOpenynpexneH o060 OTBEeTCTBEHHOCTM 10 3aKOHY B CJjlydyae yTpaTH
MJIM [IOBPEXIEHMS IIOJIyUYEeHHBIX BO BPEeMEeHHOE II0JIb30BaHMe neil.

HammvMeHOBaHME HOOJDKHOCTU
PYKOBOIOMUTEISA
opraHM3auuM-IoJydaTesid

HammMeHOBaHME OOJIKHOCTU
PYKOBOOMTEJSA OpTaHmM3alumM,
BHIDAIEN Iejia

lNoonuce Pacumbporka INonnmce PacumbpoBka
infePisnszielzZs NOONMCH

IaTa IaTa
[leuaTes oOpraHmM3aLUM [leuaTs oOpraHmsaLUM

@



= BMecCcTO BblJlaBaeMbIX H3
apxXWBOXPaHUJIUILA eIUHUL] XPAHEHHUS U
OIKCEHN JieJ1, JOKYMEHTOB J0JIXKHA

pa3MellaTbCAd KapTa-3aMEeCTUTEJIb [eJia.

[Ipu Bo3BpallleHUH JeJia KapTa-
3aMeCTUTeJIb U3bIMAETCHd U XPAaHUTCA B
apxyvBe OpraHu3alyy 10 MUHOBAHUA
HaJ0OHOCTH.

HanveHoBaHME opranmszauum
KAPTA-3AMECTUTEJIE [EJIA

Jleqio

Ommch

(N u HaszBaHue)

®oHn

(N n HazBaHue)

(N u HasBaHue)

BEIaHO BO BPEMEHHOE IOJIb30BaHME (UUTaJIbHBNL 3all) :

N ®.1.0. momb3oBatens Jlata Jlata [Tonmuch [Toamuch
n/m BBIIAYM | BO3BPaTa | BBIIABIIEr0 | TMOMYYMBIIET
TIEN0 TIENo
1 2 3 4 5 6
®opmar A4 (210 x 297 mm)

€



= JleJia, BblJaBaeMble U3
apXMBOXPAHUJIUILA, OJKHBI
MMETb apXUBHbBIU UPP,
NPOHYMePOBaHHbIE JIUCTHI,
JIUCT-3aBEPUTEJIb JleJia U JIUCT
MCII0JIb30BaHHUS JOKYMEHTOB

= [ToaroToBKa apXMBHBIX
JIOKYMEHTOB K BblJa4ye U3

dPXHUBOXPaHHUJINIIA BK/JIIOYAET:

" BbIEMKY dPXHUBHBbIX
AOKYMEHTOB,

= CBEPKY apXUBHOTO MKppa 1
3aroJIOBKOB C OIIUCHIO Jiel,
JIOKyMEHTOB;

= IPOBEPKY GU3UYECKOTO
COCTOSIHUA JeJia.

JIMCT-3ABEPUTEJIE IEJIA N

B mejie HOOWMTO UM IIPOHYMEPOBaHO JIMCTOB
(umbpaMy M MNPONMUCHIO)

c N no N
JIMTEPHEIE HOMepa JIMCTOB
[NPOIyLWEHHEIE HOMepa JIMCTOB

+ JIMCTOB BHYTPEHHEMV ONUCK

y B TOM UMCJIE:

OcoGenHocTy (PU3UYECKOTO COCTOSIHUS U (POPMHUPOBAHUS J1ea Howmepa nucros

1 2

HammMeHOBaHMe IOOJIKHOCTU

paboTHMKA [Monnmce PacumppoBka NOONMUCHU

HaTa

HammMveHnoBaHMe opraHM3alun
JIMCT MCIIOJIB3OBAHMA IOOKYMEHTOB

®oHnm N Onuce N Ieno N

3aroJIOBOK Iejia

Hara Komy BbI1aHO: XapakTep UCIOJIb30BaHUS N [Toanuce nuua,
UCIIOJIB30 bamumnus, (xonmupoBaHME, BBIIUCKY, | UCIIOJIb30BAaHH | MCIIOJIb30BABLIET
BaHUs VHULAAJIBI IIPOCMOTP) BIX JIUCTOB IeI0
(pa36opurBO)

1 2 3 4 5




= JJIEKTPOHHBbIE JJOKYMEHThI BbIJJAIOTCA U3 apXUBOXPAaHUJIUIA B BU/JE 3JIEKTPOHHBIX
KOIWHX UJIM KOTIUU Ha OyMa:KHOM HocuTeJie. [I[py Heo0X0AMMOCTH 3aBEpEHUS KOTIUM
3JIEKTPOHHBIX JOKYMEHTOB UCIOJIb3YETCA 3JIEKTPOHHAA MOANIMUCh PYKOBOAUTENA
OpraHv3aly UJIX YIIOJIHOMOYEHHOT0 UM JJOJIKHOCTHOTO JIULA UJIA IPOU3BOUTCA
3aBepeHre KOIIMU JOKYMEeHTa Ha O0yMaKHOM HOCHUTeEJIe B YCTAHOBJIEHHOM IOPSJKE.

= Ha apxHMBHBIX KONUSX, BKJIKOYasi apXMBHbIE KOMIUU Ha OYMa)KHOM HOCUTEJIE
3JIEKTPOHHBIX JOKYMEHTOB, apXHUBHbIE IKUPPHI IPOCTABJSITCA HAa 000POTE KaXK/ 0T 0
JIUCTA apXWBHOU KOIIMH, a 3aBepUTEJIbHAA HAJIKCh U [1e4aThb - HA 000pOTe MOCJIeJHETO
JIUCTA KOTIUU.

= [Io 3ampocy noJib3oBaTeJiel 3JIeKTPOHHbIE KOITUHU apXUBHbIX JIOKYMEHTOB BbIJJAl0OTCS B
3JIEKTPOHHOM ¢popMe JINOO0 NepechlaatoTcs Mo UHGOPMaIMOHHO-
TeJ€KOMMYHMKALMOHHBIM CETSM. JJIeKTPOHHbIE KOIIMU apXUBHbBIX JJOKYMEHTOB
3aBePSIIOTCS 3JIEKTPOHHOM MOANKChI0 PYKOBOJAUTEJISI OpTraHU3aL My WU HHOTO
YIIOJHOMOYEHHOI'0 UM JIO/IXKHOCTHOTO JIUIIA.




= AOKYMQHTI)I U3 dAPpXUBOXPaHUJINIA, KdK IIPABHUJIO, HE BbIAdKOTCA:

= [IPA HAJIMYUHU POHA M0JIb30BAaHUA (3TO COBOKYIHOCTb KOIIMM apXHMBHBIX JJOKYMEHTOB,
BBINIOJIHEHHBIX HAa Pa3JINYHbIX MAaTePUAJIbHbIX HOCUTEJIAX U IpeJJHa3HaYeHHbIX [JIs
HUCII0JIb30BAHMS C 1IeJIbI0 00ecledyeHUsl COXPaHHOCTHA OPUTHHAJIOB apXUBHBIX
JIOKyMEHTOB) ;

" Haxogdmunuecd B HEyJOBJIETBOPHUTEJIbHOM Cl)PISI/I‘-IeCKOM COCTOAHHMN.

= B opranusanuu 40JKHbI ObITh pa3paboTaHbl MJIaHbl KOHKPETHbBIX MEPOTNIPUATUUN U
JIpyrvie HopMaTHUBHbIE JJOKYMEHTHI, perJilaMeHTUPYIOIKe MOPSAJ0K pabOThI B
4Ype3BbIYaWHbIX CUTYALUSAX, IPU BOSBHUKHOBEHHUH KOTOPbIX HEBO3MOKHO 00€CIEeYUTh
COXPAaHHOCTb apXUBHBIX JOKYMEHTOB.

= C cozep>kaHHeM IIJIAaHOB MEPONIPUATHHA U JPYTUX HOPMATUBHBIX JOKYMEHTOB,
onpeeIIIIMX PAa00Ty apXy¥Ba OpraHU3alMU IIPH Ype3BbIYaMHbIX CUTYALMAX, JOJKHBI
OBITH 03HAKOMJIEHbI PAOOTHUKH apXr¥Ba OpraHU3allvH.




YUYET JIOKYMEHTOB APXUBHOTO
®OH/IA POCCUUCKOU
OE/JIEPALIVU

U IPYTUX APXUBHBIX
JIOKYMEHTOB B OPTAHU3AINU




Y4eTy noaJiexxaT BCce XpaHALKeCd B apXMBe OpraHy3aliu JOKYMEeHThI, BKJI04Yas JOKYMEeHThI 10 IMYHOMY
COCTaBY, KONKMU JOKYyMeHTOB GOH/Aa M0Jb30BaHUA (MIPU HAJIMYUH) U OTIMCH JieJl, JOKYMEHTOB.

OpraHusanus, ABJAIAACI UCTOYHUKOM KOMILJIEKTOBAaHUA IOCYAapCTBEHHOr0 (MyHULIMIIAJILHOTO)
apXuBa, IPe/JCTaBJIAeT B rOCYJapCTBEHHbIN (MyHULIMNIAJIbHBIN) apXUB yYeTHbIE CBeJeHUd 06 06beMe U
COCTaBe XpPaHAUIUXCA B apXMBe OpraHu3aluu JOKyMeHTOB ApxuBHOro ¢poHzga Poccumckon ®enepanyu u
APYTUX apXUBHBIX JOKYMEHTOB B COOTBETCTBUM C TOCYyAapCTBEHHOIO yYeTa JOKYMEHTOB
?%XI/IBHOFO doHpga Poccuiickon Penepauuu, yTBepKJeHHbIM IprKa3oM PocapxuBa ot 11 mapta 1997 . N

OCHOBHBIMU €JUHUI]AMHU YYE€TA apPXUBHbIX JJOKYMEHTOB SIBJSIFOTCS:
apXUBHbIW QOH/I;

€eAVMHNIa XPAHEHUA - €J10, IJIEKTPOHHOE AeJI0.

EfvHMIIaM XpaHeHUs IPUCBAMBAIOTCS YUeTHbIe HOMePa, SABJIAIUECS YaCTb apXUBHOTO K dpa.
CBeneHUs O COCTaBe eJUHUI] XPaHEHUS U UX KOJINYeCTBe QUKCUPYIOTCS B YYEeTHBIX JJOKYMEeHTax apXuBa.

ApxuBHbIN KMP (0603HAYEHHE, HAHOCUMOE B JIEBOM HMXKHEM YIJIy Ha KAXKAYI0 eJUHUIY XpPaHEHUS B
1eJIsIX 00ecriedeHUs yuyeTa U uAeHTUUKAILMH ) COCTOUT U3: HOMepa apXUBHOT0 PpOH/1a; HOMepa OMUCH
JleJl, TOKyMEeHTOB; HOMepa eJUHHUIbl XpPaHEHHUS.

ApXUBHBIN IUGP 371€EKTPOHHBIX JJIOKYMEHTOB, XPaHUMbIX Ha 000C00JIEHHBIX 3JIEKTPOHHBIX HOCUTEJIAX,
yKasbIBaeTCd Ha BKJIaJiblllIe, BJIOKEHHOM B QYT/IAP HOCUTEJIA. ADXMBHBIN IUPP 3/I€EKTPOHHBIX
JIOKYMEHTOB, XpaHUMbIX B MUHPOPMALIMOHHOW CUCTEME apXUBAa, SABJISIETCS 0053aTEJIbHbIM 3JIEMEHTOM
ONMCAaHHUSI KOHTEMHepa 3JIEKTPOHHOTO JJOKYMEHTA.

B apxuBe opraHu3sanuu BeJyTCsl OCHOBHbIE (00s13aTe/IbHbIE) U BCIIOMOTAaTe/IbHbIE YYETHBIE JOKYMEHTHI.
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B COCTAB OCHOBHBIX (OBA3ATEJ/IbHbIX) YUYETHDbIX IOKYMEHTOB APXVIBA OPTAHU3 ALY BXOLAT:
= KHUT'a y4YeTa MOCTYIJIEHUA U BbIObITUA JieJl, JOKYMEHTOB

(HaMMeHOBaHMEe OopraHM3aluMn)

(Ha3BaHME apxXyBa OpPIaHM3aALUMN)

KHUTA N Hata | HaumenoBanue | Haumeno | Hazs | T'ogwr Bun IToctynnenue BriObiTHE Heonucanns | [lpume
n/m nocTyn opraHusainuvuu BaHUC, aHUEC | ITIOCTYIIHU | HOCUTC OITMCAaHHBIX OIMMCaHHBIX X aei, YaHHUC
yyeTa IOCTYIIJIEHMS U BHOBITUS IOeJI, IOOKYMEHTOB -
neHus u| (CTPYKTYpHOTO | HOMEp H u BIIMX | J1s1 <*> JIOKYMEHTOB JIOKYMEHTOB JIOKYMEHTOB,
T N BBIOBIT | OJIpa3eNIeHuUs, naTta HOME 701074 JIMCTOB
oM U JIMIA, apXUBA), | JIOKYMEHT | P | BbIOBIBII Komnuuectso en. xp. Komnuectso en. xp.
JIOKyMe OT KOTOPO a, 1o dhonug uX
Hauam HOCTOsA | BpeMe | IO |HOCTO| BPeM | IO | IOCT | BBIOBI
HTOB | OCTYNIJIU (WJIM | KOTOpOMY | a | IOKyMeH
HHOT'O HHOI'O | JIMYHO | AHHOT | EHHOT | JINYH | YIINUJI JI0
BBIOBLIN) MOCTYTINI TOB I10 (
XPaHCH CBBIII M [¢] (6] oM [¢]
OxoOHUEeH JAOKYMCHTBI U Ujin OITMCH b y Y
us e 10 |cocraB|xpaHe| (CBHI | cocTa
BBIOBLTH
JIeT) y Hus |me 10| By
JAOKYMEHT
JIeT)
bI
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16
VToro B Tomy MOCTYIIMJIIO en. Xp., B TOM 4YMCJIe: Ha
(umdpamMm ¥ OPONUCHIO)
OyMaxHOM HOCUTEJIE , ODIEeKTPOHHEIX ,
(LumbpaMy ¥ NPONMCHI) (umbpaMy ¥ NPONMCHI)
AYOMOOOKYMEHTOB ; BMIOEOOOKYMEHTOB .
(LumdpaMrt ¥ NPONMCHI) (uMdpaMy ¥ NPONMCHI)
IOKa3HBATCSA PasIeslbHO MTOTOBEE IaHHBIE no rpadam 8, 9, 10, 14 xHuMIWU;
BEIOBIIIO en. Xp., B TOM UYMucCJle: Ha OyMaxHOM HOCUTeJIE
(umbpamMm ¥ OPONUCKI)
y DJIEKTPOHHBIX ’
(umdpaMyt ¥ NPONMCHIO) (uudpaMy ¥ HOPONMCHIO)
AYIOMOOOKYMEHTOB ; BUIEOOOKYMEHTOB
(umdpaMyt ¥ NPONMCHIO) (uMdpaMyt ¥ MNPONMCHI)

IOKAa3HBAKTCHA PasIOesIbHO MTOTOBEE IaHHBE no rpadam 11, 12, 13, 15.

HamMeHOBaHMe IOJIXHOCTM JMlia,

COCTaBMBIIETO MTOTOBYI I'ONOBYK 3aNMChk Momnuce Pacumpporka NOIONMUCK
HamMeHOBaHMe IOOJDKHOCTM PYKOBOOMTEJIA apxXmsea lloanmuchk PacumppoBka NOONUCHU
(Mua, OTBETCTBEHHOTO 3a apxXusb)

Iara

=3

<*> B rpade ykaspiBaercs Bug Hocutenst (BH - nokymeHTsI Ha GymakHOM HocuTene, D/ - 3IeKTPOHHbIE JOKYMEHTBI).




= B KHUTY y4eTa NOCTYIJIEHUS U BbIOBITUSA JIeJI, JOKYMEHTOB 0OCJe/0BaTEJbHO BHOCATCA
BCe MepBUYHbIE Y IOBTOPHbBIE NMOCTYIJIEHUS (BbIOBITHA) JeJ1, JOKYMeHTOB. Kaxjoe
NOCTyIlJIeHHe (BbIOBITHE) B Ipe/iesiaXx OTYETHOTO roZia noJiydyaeT MopsiJKOBbIA HOMED B
BaJIOBOM OCJIeJOBATEJbHOCTH.

= E>xerogHo Ha 1 sHBaps MOABOJAUTCS UTOT KOJIMYECTBA MOCTYINUBIINX U BbIOBIBIIUX 32
roj, eJi, 10KyMeHTOB.




= CIIMCOK (pOH/IOB
HamMeHOBaHMe OpraHyu3aLum
CIMCOK @0HIIOB

Tom N

Hauar

OKOHUEH

N Jara nmepBoro Ha3Banue OtMmeTka o BEIOBITUH (POHIIA [Tpumeyanue
¢doHa | MOCTYyMJICHUS bonna
JOKYMEHTOB Kyna BbIOBLT Haran N
douma JIOKYMEHTa, Ha
OCHOBAaHUU
KOTOpOTO
BBIOBLI
1 2 3 4 5 6
Ha 01.01.  roma B CHMCOK BKJOUeHHE OGOHIEI C N no N
3 CIIMCKa MCKJIIOYEHEL @OHHH c N no N .
Bcero xXpaHUTCS B apxuUBe boHIIOB, M3 HUX:

(umbdpaMm M HNPONMCHIO)
comepxaT OCOOO LieHHHE »eJa.

(umbpaMy M MNPONMUCHIO)
Homepa cBoOOOnHEIE:
HomMmepa BHIOBIBUIME ([IE€PEmaHHEE) :
HavMeHOBaHMeE OOJIXHOCTU
paboTHMKA apxMBa, COCTABUBIIEIO
TOLOOBYI MTOTOBYI 3alllCh Iloomnmce PacumppoBka nomnmcu
HavMeHOBaHMe OOJIKHOCTU
pyKOBOﬂMTeHH apXMBa

(Mmua, OTBETCTBEHHOI'O 3a apxuB) [onnmce PacumdppoBka NOONMUCHU

IlaTa

=3




Cnvcok GpOHZI0B BeleTCA B apXMBe OpraHMU3alMy, XpaHdIleM JOKyMeHThl 60Jiee ogHOro poHAa. B cnucok ¢pon/i0B
apXUBHBIN QOH/, 3alIUChIBAETCH TOJIbLKO OJMH pa3, IPU NepPBOM IIOCTYIJIEHUU B apXUB opraHusauuu. Ilo cnucky
$OHI0B B BaJIOBOM NMOPSAJKE €My MIPUCBAUBAETCS YYeTHbIM HOMeP, KOTOPbIM COXPaHSIeTCs 32 HUM BO BCEX YUETHBIX
JIOKYMEHTax.

B ciydae nepejayu apxuBHOro GoHa B Ipyroy apXmB, BK/IIOYEHHH €ro B COCTaB 00beJMHEHHOTO apXUBHOI0 GoH/a
WY BblJleJIEHUS BCeX JOKYMEHTOB K YHUUYTOXXEHUI0 OCBOOOAUBIINMCA HOMEP APYrOMYy apXUBHOMY POHY He
NpHCBauBaETCH.

O6'be,£LI/IHeHHbIe dPXHUBHBIE Cl)OH,L[bI U apXHUBHbIEC KOJIVIEKINHW YIUTBIBAIOTCA HA O6IJ_[I/IX OCHOBaHMHAX. O6'be,Z[I/IHeHHOMy
dPXHUBHOMY (l)OH,ELy, O6paBOBaHHOMy N3 dPXHUBHBbLIX (l)OH,ELOB, paHee€ YYTEHHbBIX CaMOCTOATEJ/IbHO, IIPUCBAXUBAETCA
HOMEDP OJHOI'O N3 APXHNBHBIX (l)OH,ELOB, BKJIIOYEHHBIX B €I'o COCTAaB.

B dpXHUBax OpI‘aHI/IBaL[I/Iﬁ - HICTOYHHUKOB KOMIIJIEKTOBAHHA I'OCYyddpPCTBEHHbIX (MYHI/ILU/IHaJIbeIX) dpPXHUBOB
IIPpOCTaBJIAETCA HOMEP apXHUBHOI'O (l)OHﬂa, 3d KOTOPbIM OH Yy49T€H B roCyddapCTBECHHOM (MYHI/ILU/Il'IaJ'IbHOM) dpPXHUBE, U
KOTOPBIN COXpaHAETCA 3a HUM I10CJIE€ IIOCTYIIVIEHHUA €Ir0 JOKYMEHTOB Ha IIOCTOAHHOE XpaHEHHE.

HasBaHue dPXHUBHOTI'O (l)OH,ELa BHOCHUTCA B CITUCOK Cl)OH,Z[OB Had OCHOBAHHUH HCTOqueCKOﬁ CIIpAaBKH K Cl)OHL[y NJIN
THUTYJIbBHOTI'O JIMCTA OIIKCH [eJI, JOKYMEHTOB.

HasBaHue apxvBHOT0 pOH/Ia COCTOUT M3 MOJIHOTO U (B CKOOKaX) COKpalleHHOIr0 HaMMEHOBAaHUS

dboHA000pa3oBaTeisl, C YKa3aHUEM ero NOJYMHEHHOCTH, MECTOHAX0XK/AEeHUS, IaT CO3/JaHUs Y JUKBUAAUU. Eciu

HavuMeHOBaHHe POHJ000pa3oBaTe/ s U3MEHSAI0Ch, TO B CHUCKe GOH/0B YKa3bIBAeTCA €ro nocjae/Hee Ha3BaHUeE B

g)aMKaX nepuo/a, 3a KOTOPbIA MPUHSATHI JOKYMEHTHI. Bce npeapiaynirie nepeuMeHOBaHUS OTMEYAIOTCSA B JIMCTE
OH/Ia.

Ha3BaHue O6'beﬂPIH€HHOl"O dPXHUBHOTO (l)OHﬂa COCTOHUT U3 O606LH€HHOI"O Ha3BdHHA BKJ/JIIOYEHHBIX B HEI'O dAPXHUBHBIX
(bOHﬂOB, U3 IIEPETHA Ha3BaHUM CMEHSIBIIUX APYyr Apyra OpFaHHBaHHﬁ. KOHerTHbIe HaUMEHOBdHHA BCEX
OpraHMU3adliy, JOKYMEHTbI KOTOPbIX BOILIJIX B O6'b€[{PIH€HHbII>i apXHBHbIﬁ (l)OH,Z[, d TaKXe UX [IepEMMEHOBaAHHUA
YKa3bIBAKOTCA B JIUCTE (1)OH,Z[a.

B Ha3sBaHUM apXUBHOU KOJIJIEKIIMU YKA3bIBAETCS PU3HAK (IpHU3HAKMU) ee GOPMHUPOBAHMUS.

ExxeroniHo Ha 1 sHBaps K COUCKY GOHJ 0B COCTABJISIETCS UTOTOBAsA 3alKUCh O KOJIMYeCTBE apXUBHBIX (POH/IOB,
NOCTYNMHUBIINX U BbIOBIBIIMX B TEYEHHUE rO/ia, U 00ILEM KOJIMYECTBE apPXUBHBIX QOH/I0B, HAXOAAIMXCA HAa XpPAaHEHUU B
apxuBe.

Crivcok (l)OH,ZLOB 3aKJIl049aeTCd B TBEPAYIO 06JIO)KKy, JIMCTbI HYMEPYIOTCA, COCTaBJIAETCA JINCT-3dBEPUTEJIb.

@



= IUCT POH/I3;

JMCT ©OHIA N

(MecToHaxoxmenve QoHIa

(HaMMeHOBaHUE

opTaHM3auun,

Tne xpaHuTcsa QOHO))

(JaTa nmepBOTO NOCTYNIJIEHMA

IOOKYMEeHTOB QoHIA)

KpaiiHue naThl Kaxma0ro Ha3BaHuUs

HasBanue donna

donma
1 2
1. YueT HeoOmMCaHHHX JOKYMEHTOB
Jlara Hassanue, N u nara [Toctymnenue BriObiTHE Hannuue
3alICH | JIOKYMEHTA, 10 KOTOPOMY (ocTaTok)
TIOCTYNWJIN WM BBIOBUIN
JIOKYMEHTBI Komnyec | Kpainu | Komuec | Kpaitnue | Beero nen
TBO JI€JI | € JaThl | TBO €N | JAaThl
1 2 3 4 5 6 7




2. YueT ONMCAaHHHBIX IJOKYMEHTOB

Hara | Homep | T'om |Hassau| Ilocty BriObiTHE Hannuwme (ocTaTok)
3alKCH | OITUCH ue UJI0
nen omucn | en. xp. | Komud | OcHos | B Tom uncne no | Koy B Tom umcre:
o €CTBO | aHue OTINCSIM, €CTBO
AHHOTA €. Xp. | BBIOBIT | YTBEpKIECHHBIM | €II. XP. IIOCTOAHHOI'O XpaHCHUSA 10 TUIHOMY
COCTaB
uu us OIIK y
Ha3Ba . o
AOKyMe (HHe Konuu |KpaifHuM | W3 HUX IO | KOJIMYE | KpaitHu
HTOB ’ €CTBO | € JaThl OTIHCSIM, CTBO | € JaThl
nmata, N
en. Xp. | ed. Xp. BEPXKJEHHBIM | €1I. XP.
JOKyMe P p. | YT pBHK P
HTA)
Konnu | Kpaiin KOJIMYE | KpaliHU
€CTBO ue CTBO | € JaThl
el. Xp. | JAaThl enl. Xp.
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16




= JIucT GoHAa coCTaB/IAETCSA HA KaXKAbI apXUBHbIW GOH/,. B HEM yYUTBIBAIOTCS BCE ONMCH
JieJ1, IOKyMeHTOB GOH/1a.

= JIuct poHJIa MOKET ObITh IEPECOCTABJIEH TOJIBKO B CJIy4Yae, eCJAU OH HEUCIPABUMO
NOBPEXJEH WU NepecTaeT OTPaKaTh paKTHUUYECKOE COCTOSIHHE U 00'b€M apXUBHOTO
doHpa. B ciyyae nepecocraBiieHud iMcta GoHJa paHee e CTBOBABIIWH JIMCT GOH/A
nomeniaeTcsd B Jiesio PoHAa. B BepxHeM npaBoOM yIyy 060UX JIMCTOB POH/IA A EJAKTCS
oTMeTKHU: "JIUCT nmepecocTaB/ieH" C yKa3aHHWEM JIaThbl IEPECOCTABJIEHHS, O KHOCTU U
MOAIMCH COCTaBUTEIS.

= JIucTbl POHAOB XPaHATCA B NOPSAJKE HOMEPOB apxXHUBHBIX POHI0B. K KaXk/101 nmanke
COCTaBJISIETCS JIMCT-3aBEPUTEJIb, I/l€ YKA3bIBAIOTCH Ha4yaJIbHble U KOHEYHbIEe HOMepa
apXUBHBIX GOH/ OB U 00Illee KOJUYECTBO apPXUBHBIX GOH/IOB, IMCThI KOTOPbIX HAXOAATCS
B MaIkKe.




HammMenoBaHMue oprasHmsalumn YTBEPXIAN

= OIIMCb JIeJl, JOKYMEHTOB ;

donnm N PykopommuTesib OpraHm3alumn
[Tonnuce PacumoppoBka
OIMCh N TIOONUCHU
IeJl NIOCTOAHHOTO XpaHeHUs HaTa
3a ron
N /o Nunekc nena | 3arosnoBok aena | Kpaitnue natel | KonuuectBo [Ipumeyanue
JIUCTOB
1 2 3 4 5 6
Ha3zBanue pasnena
B IaHHB pas3Ies ONMCH BHECEHO nen,
(undpamMm ¥ OPOMUCHI)

c N no N , B TOM UmuCJIEe:
JIMTEPHBIE HOMEpPaA:
NPONYIEHHEE HOMEpPaA:
HamMeHOBaHME IOJDKHOCTU
COCTaBuUTEJNA OIUCK [loonuce PacmmppoBka nonnmcu
HammMeHOBaHUE IOOJIKHOCTHU
PYKOBOIOUTENA apXUBa
(Muila, OTBETCTBEHHOT'O 3a APXWUB) [Toonuce PacurbpoBka MNONNUCU
COT'JIACOBAHO YTBEPXIEHO
[lpoToxon U3K (3K) opraHM3auunm [lporokos JIK apxMBHOTO yUpeXIeHUS

oT N oT N




HammveHoBaHMe opraHmszalun YTBEPXIA

®oun N PyxoBomuTesib opraHM3alun
OIUCEH N [lonnuce Pacumdposka
IeJl N[O JIMUHOMY COCTaBy NOAMUCK
3a TOq Iara
Nno/m | Unpexkc | 3aromosok | Kpaitime |Cpox xpanenus | Komruectso | [Ipumeuan
Jcia Jcna JaThl JINCTOB ne
1 2 3 4 5 6 7
B DaHHBII pasIen ONUCU BHECEHO Ien,
(umdpamyu ¥ OPONMUCHD)
c N no N , B TOM umclie:

JIUTEPHEHE HOMEpPA :
MPOMYIEHHEE HOMEPA :

HayMeHOBaHME IOJIXKHOCTU
COCTaBUTENIS ONUCK [lognuce PacumbpoBka nomnucu

HayMeHOBaHME IOJKHOCTM
PYKOBOIUTENSA apxuBa (Imua,

OTBETCTBEHHOTO 3a apXWB) [lognuce PacumbpoBka nomnmucu
COIVIACOBAHO COIVIACOBAHO
[lporoxon U3K (3K) opranmzaummn [lporoxon 3IK apXMBHOTO yupexIeHNS

oT N oT N




HamMeHOBaHME OpPTaHMU3ALUK
dounm N

OINCh N

Ien BpeMeHHHX (cBeme 10 seT)

CPOKOB XpaHeHUs

3a Tong

YTBEPXIIAI
PyKOBOIUTEJNL OpTraHM3aUuu
[Nognuce Pacumbporka

MOJNUCU
IaTa

Nu/m| Wunexc |3aronoBok nena | Kpaiinue patsi
fena

Cpox xpanenus | Kommdectso | [Ipumedan

JIUCTOB

ue

1 2 3 4

5 6

B IaHHEM pasnesn ONMUCK BHECEHO

ned,

(umbpamm ¥ HOPONUCHD)

c N no N

, B TOM UmMCJe:

JIMTEPHEIE HOMEpa:

NPOITyIEHHBEIE HOMEPa:

HamMeHOBaHME HOJDKHOCTU
COCTABUTEJIS OIUCHU [lognuce

HamMmeHOBaHME HOJXHOCTHU
PYKOBOIUTENA apxuba (mmua,
OTBETCTBEHHOTO 3a apXUB) llopmmce

COT'JIACOBAHO
[lporoxon U3K (9K) oprammsauyum
oT N

Pacum@porka MNOONUCK

PacumdpoBKa MOONNUCH




HamMeHOBaHME opraHm3almu YTBEPXIA

doug N PYyKOBOIUTENL OpTaHM3aLun
OICh N llonmuce PacumppoBka HEVOIOKERNE X OMICA N
S BJIEKTPOHHEIX IIeJI, INOKYMEHTOB
mesn BpeMeHHHX (cBeme 10 ger) [IOINNCH
[IOCTOAHHOT'O XPaHEHUA
CPOKOB XpaHeHMUS Iara
3a ron
3a Ton . .
_ PeecTp [OKYyMEHTOB (KOHTEMHEPOB BJIEKTPOHHHX INOKYMEHTOB) DJIEKTPOHHOTO Iena:
<F>
Nun/m| Hupekc |3aronosok aena |Kpaiinue natsi | Cpok xpanenus | Komuuectso | IIpumeyan N ex. xp. mo omucy Jnexc nena
Jiea JIUCTOB ne 3aroJI0BOK mena
1 2 3 4 5 6 7
Jlara Per. N HanmeHoBanye JokyMeHTa Obwem, M6 | Tpumeyanus
MOKYMCHTA | TOKYMCHTA
1 2 3 4 5
B IaHHLDI pa3mesl ONMUCU BHECEHO Ien,
(umbpamm ¥ mpPOMMUCHI)
c N no N , B TOM uucCJe:
JIMTEPHEHE HOMEPa:
IPONyIMEeHHEE HOMepa : HammeHoBaHME IOJIXHOCTM
COCTaBUTEJIA ONNCK [lomnuce Pacumpporka nomnucu
HaumeHOBaHME HOJXHOCTU
COCTaBUTEJIA ONNUCK [lognuce PacumppoBka NONINUCHU
HavmMenoBanne NOTXHOCTN <*> CocTaBnseTcs Ha Kak/0€e HIEKTPOHHOE JIeMo0.
PYKOBOIUTENS apxuBa (ymua,
OTBETCTBEHHOTO 3a apxUB) llopmuch PacumdpoBka MIOOIUCHK
COTJIACOBAHO

[lpoToxon LU3K (3K) opraumzauun
oT N




Hamvenoeauue opraHuszaLum YTBEPXIA

[TPVJIOXEHVE K OINCKU N

doumg N PyxoBoImuTesnes OpraHu3auum
- . Pacmdposka 3JIEKTPOHHEIX OEeJI BPEMEHHHX
(cepme 10 jleT) CPOKOB XpaHEeHUA
OlChb N MIOAMUCHK a rox
SJIEKTPOHHEIX IIeJl, IOKYMEHTOB JaTa -
BpemeHHHX (cBhie 10 net) PeeCTp [OKYMEHTOB (KOHTEe}HepOB B3JIEKTPOHHHX OOKYMEHTOB) 3JIEKTPOHHOTO meJa:
CPOKOB XpPaHEHMA <K>
33 Tox
N en. xp. 0o onmcu Vumexc zmena
3aroJyioBOK Zena
N | upex 3aronoBok Jena Kpaitmn | Cpox | O6bem, MO | [Ipumedanmus
wn | ¢ rena € JlaTbl | XpaHCHIA Jlata Per. N HanmenoBanue 1okymeHTa O6wem, MO | Ilpumeuanus
HOKYMCHTA | JTOKYMCHTA
1 2 3 4 5 6 7
1 2 3 4 5
B DaHHBW pa3zes OmKUCK BHECEHO Ien,
c N oo N . HavMeHnoBaHMe LOJIKHOCTU
(Ldpamu ¥ IpPOmMCHL) (LydpaMu ¥ TPOmUCHN) COCTaBUTEJIA ONUCU [lognuce Pacumdposka nommmucu
00BEMOM MG.

Hamvenoeauue OOJXHOCTMU

COCTaBUTeJIg ONUCHK llogmmco PacumppoBKa MOIIUCK
<*> CocraBsercs Ha KaKI0€ 3NEKTPOHHOE JIENO.

HammeHOBaHME IOJKHOCTH

DPYKOBOIMTENA apxuBa (Jmua,

OTBETCTBEHHOTO 3a apxXUB) llommucs PacumppoBka nommmcHu

COT'JIACOBAHO

IpoTokon U3K (3K) opraHu3auuu
oT N
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B onucu fe, OKyMeHTOB (ro,0BOM pas/eJie OIIMCH JieJl, JOKYMEHTOB) e AUHUILbl XpPaHEeHUS
YYUTBHIBAIOTCS B COOTBETCTBUH C CHCTEMaTH3allMel 3a MOPSIAKOBbIMH YYE€THBIMU HOMEpPaMH.

[lepBoMy ronoBoMy pasjiesly ONMCH JieJi, JOKYMeHTOB GOH/Ia MPUCBAaUBAETCS HOMED 10 JUCTY GOH/a,
BC€ MOCJIe/IyI0ll1e ro0BbIe pa3/esibl YUCASITCSA 3a JJTaHHBIM HOMEPOM /10 3aBepIlIeHHs OTIUCH.

He Aonch;rcae'rca MIPUCBOEHME OMUCAM JieJl, IOKYMEHTOB OJJMHAKOBBIX YYETHBIX HOMEPOB B IIpejiesiax
oaHoro GpoH/a.

B KoHIle BcexX 3K3eMIJIAAPOB OMUCH JieJl, JOKYMEHTOB JieJIaeTCs UTOTOBas 3allMCh, B KOTOPOU
yKa3bIBAeTCA KOJIMYECTBO HAXOASALIMXCSA HAa XpaHEHW U eJJUHUL XpPaHEHUS], IEPBbIM U MOCJEeHUN HOMepa
eIMHUL, XpaHeHHUS 10 OMMCH, YKAa3bIBAKTCSA UMEKLIHECS TPONYCKHX HOMEPOB, JIMTEPHbIE HOMEPA,
BbIOBIBIIIME eUHHUIbl XpPAHEHHSA U OCHOBAHHUE BbIOBITUS.

ITocne KaxX0ro 1nocCtyIijieHud njin BbIOBITHS AOKYMEHTOB COCTaBJIA€TCA HOBAAd UTOIrOBad 3dIlINCb K
OIIMCH feJI, JOKYMEHTOB, KOTOpad NOAIINCbIBAE€TCA €€ COCTAaBUTEJ/IEM C YKA3daHHUEM AOJI2KHOCTH U NAThbI
COCTaBJIEHHA.

Eciu onuvch fen, JOKyMeHTOB COCTOUT U3 HECKOJIbKHX I'0/IOBbIX Pa3/leJiIoB, TOMOB, UTOTOBasl 3allKCh
COCTaBJISIETCS K KaXKJ0My T0I0BOMY pasiesy, TOMY; KpOME TOr0, K KaXK10My NOCJIeIyI0IeMy F'0JJ0BOMY
paszesly, TOMy B HapacTawlleM MopsiJike COCTaBJsIeTCs CBOJAHAs UTOTOBAsi 3aMUCh.

FO,[LOBbIe pa3feJibl, eCJIN OHHU HEe ABJIAK0TCA 3aKOHYEHHOH OIIMCBIO, HE ITIOAIIMBAIOTCA U HE
InepenjaeTarnTCAd; OHN XPAHATCA B APXKWBE B IIAIIKAX.

3aKoOHYeHHas ONUCh JieJl, AJOKYMEHTOB J0J>KHA BKJKOYATh He 60Jiee 9999 enHUI XpaHEHUS.

3aKOHYeHHasi OTIUCh JIeJl, IOKYMEHTOB BMeCTe C TUTYJIbHbIM JIMCTOM U CIIPABOYHBIM allllapaToOM K Hel
3aKJIIDYaeTCs B TBEP/IYIO 00JIOXKKY, HyMepyeTCs U MO/IIMBaeTCs UJIU IepenJieTaeTcs.

Kaxxnas 3akoHUYeHHast OMKCh JieJl, JOKYMEHTOB, TOM OIMCH JieJl, JOKYMEeHTOB J0JI’)KHbI UMETb JIUCT-
3aBEPUTEJIb.

@



= peecTp OIMCEH .

[Ipu Ha/IM4YKUU B apxuBe
OpraHu3aluu JBYX U OoJiee
OIMCeU e, JOKYMEHTOB
BeJIeTCS peecTp ONUCEN.
Onucu zen, JOKYMEHTOB
BHOCSITCSI B peeCTP OIUCEU
B XPOHOJIOTUYECKOU
oCJaeJ0BaTEJbHOCTH
NOCTYIJIEHUS O]
COOTBETCTBYIOUUMU
NOPSAIKOBBIMH HOMEPAMH.
B peectpe onucen
GUKCHUPYIOTCSA OCHOBHbBIE
JlaHHbIE 110 COCTABY KaXKJ0U
NOCTYNUBIIEN B apXUB
OpraHU3alMu OIMKCH Jiel,
JIOKYMEHTOB: HOMep PpOH/Ia,
HOMEP OMKCH, KOJIUYECTBO
eIVHUL] XpPaHEHHUS B OTIUCH,
KOJIMYECTBO JIUCTOB B
OIIUCU U ee IK3eMILIAPOB.

HamMeHOBaHME oOpIraHmM3aLUM

PEECTP OIINMCEM

Hauat

OxOHUYEH

N N N Ha3zBanu KonnuecTBo nesn B onucu Kpaiin | Konnu | Konnue | IIpume
n/m | ¢GOHJI | OITMCH | € OITHUCH e €CTBO CTBO yaHue
a TMOCTOAH | BDEMCHHO o IaTbl | IUCTOB | DK3EMILI

HOT'O ro JHUYHOM B APOB
XpaHeHu | (CBbIIIE y OIMCH | OITNUCH
S 10 ;met) | cocTaBy
XpaHCHUS
1 2 3 4 5 6 7 8 9 10 11

Bcero XpaHMTCA B apXmBe

ornmnce

IIOCTOAHHOTI'O XpaHeHUMA

(umudppamMm M OPONMCHIO)

T, U3 HUX

4

BPEeMeHHOT'O XpaHeHusa (cBeme 10 jieT)

1O JIMYHOMY COCTaBy

(uudbpamMm M NIPONMCHIO)

(umdppaMm M IPOIIMUCHIO)

B TOM YMCJIe IIOCTYIIMIIO B rony

B TOM UYMCJIE BHIOBLJIO B ronoy

(umdpamMmt M OPOMNMUCHI)

onmcem

(umdppaMm M HIPONMCHIO)

onmcem

HauMeHOBaHME OOJDKHOCTM paboTHMKA
apxmuBa OpTraHMB3alLMM, COCTaBMBIIETO
peecTp onmceMm

IoOnmMcCHu

HamMeHOBaHME OOJDKHOCTM
pykoBOOMTEJIA apxmea (amua,
OTBETCTBEHHOTO 3a apxXmuB)
TIOONIUCU

IHaTa

(umdpaMm M MIPONIMUCHIO)

IToonnmce

TlMoonmcse

Pacumpporra

Inonormcum

Pacumbpporka nomnmMcu

®




= Jlyid neHTpaJIM30BaHHOTO

FOCYAapCTBeHHOFO yqua [omy upenctamsee e APXHRLE o7 Annapara susuempan JACG vo. Mewnna, 27 oBx o Vo ows-Map, 166N

AJOKYMEHTOB ApXI/I BHOTI'O = e A SR ) i
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Qenepanyy B apxvBe
OpFaHI/ISaLU/II/I, NMACNOMrAPXHBA UI‘E'AIIH'SALIHH
1o ¢OCTOAHAK RA 1 acxaopa 2618 roga

ABJIAIOLIENCA

HUCTOYHUKOM 1. Dfmne crencnun

KOMIIJIEKTOBAHHUA Bow i, l-:-Jlu-«-mc.'nn dorrmon TEnnniEap 2% REONDEHEMHO (B 35, MOTPI) | JAIpy#rHHDUTS SPXHBUNDHUIHULY { U upouviua,\; K‘-‘"”I‘;‘E::Mu:lr:lmlx i
rocyaapCTBeHHOTI O . Eg! : i S g:% _}
(MyHMLIMIAJIBHOTO)

2. ClRCHUHDH O HIKY MCI TS OCTURIEOL D APEUENME 1 TOKYMENTAX e MINoMY COCTaBY
dpPXHWBa, COCTAaBJIAETCA b

Tlokrazaraan Kuoa Raowm reerwn = WM Xpa e _
HaCHOpT apXHBa (] pf”il! 1‘1} TIF R TNt O N ONINICHM, :\'5'Ilﬂp$1(,‘ﬂlllllle 1 g \; <
B Kpainme i CORYCEASHHBIC FHCTISNTHO-RPOBLEO™ HOIN KW UCCHER ;j_‘;:'n'z_";:_?r; OMipiesg2 i b
OpraHu3anHnH. ol e s Kpaiamne Zatk Rt S T
f D eiims | soneean _ e NgHanyas | Rowouxng ) mEr |
A s L 2 3 A 5 e ; 7 i 8
= @opma nacnopTa apxuBa i T : — :
Y ApapniMeced A0KYMENTaULE 201 38l 2] 2115 119 1980 2 256 |3
OpraHu3anunu : - " L ads 3 o
fAORYMESHTM MO NANHORY CCCTIEY 202 l 2243 l 1934 23 <8 1954 2012 ¥ th
YCTAaHOBJIEHA L AR i LT :
PersiameHTOM A Ve roRus XPUHUHIE JIOKY MCINTo 1 {BYAHUUE OSSPy L)
rocygapCTB€HHOI'o y4yeTa XU HUIL, 251k, 1L, CYAOE, CLIPOE, CLETI0T. ToMIGE HUTAARARE WAL CETh. HUI
CYeaasin Mo~z TIMNICE KNG, ACNCATHHMIC, KOMORHHLBIHHME, Hel TUMIUPHL Y P UU-BBAAEUC LT POERM: CODKGMEC L 119 CoAMQTasTes
AOKYMEHTOB ApXHBHOFO I Rader ACPCEAHRER, MUTLLUTINECRIS WICYICLEY R CABEma-CUTieNReckIlA DERAM: CORTIOTACTEN, HE CRACTKYIEHCTCRA
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B COOTBETCTBHWHU C PEIJTAMEHTOM I'OCYZAPCTBEHHOT'O YYETA ITACIIOPT APXKMBA
OPTAHU3ALIMU, XPAHAIIEN YITPABJIEHYECKYIO IOKYMEHTALIUIO IOCTOAHHOT'O CPOKA
XPAHEHHUA U AOKYMEHTALIUIO 110 IMYHOMY COCTABY, COCTABJIAETCA U
OPOPMJIAETCA EXEIOAHO K 30 AEKABPA.

[TIACITOPT APXUBA OPTAHU3ALIUN COCTABJIAETCA B 2-X 3K3EMIIVIAPAX.

OAWH 3K3EMIUJIAP ITACIIOPTA APXWUBA OPTAHU3AIIMU ITPEJICTABJIAETCA
B I'OCYJAPCTBEHHBIN APXWB, BTOPOU XPAHUTCA B JEJIE ®OH/ZIA OPTAHU3ALIMN.

B I[TACITOPTE APXUBA OPTAHU3AINU YKA3BIBAETCA KOJIMYECTBO C@OPMHWPOBAHHLIX B
OPTAHU3ALIUU JIEJ ITOCTOAHHOI'O XPAHEHHS, OTHOCAIIIMXCA K YIIPABJIEHYECKOH
AOKYMEHTAIIMH, C MOMEHTA 3ABEPIIEHNA KOTOPBIX AEJIOITPOU3BOACTBOM ITPOIIJIO
HE MEHEE YEM 2 IT1OJIHBIX 'OJA.

HAIIPUMEP:

B [TACIIOPTE I10 COCTOAHHIO HA 1 JEKABPA 2019 I'O/JA HEOBXO/JUMO YKA3ATD OBLIEE
KO/IMYECTBO COOPMHUPOBAHHBIX B OPTAHU3ALIUHU JIEJI IOCTOAHHOI'O XPAHEHHUA 110
2016 I'0/] BK/TIOYUTEJ/IBHO.




= ApXUB OpraHHU3alMU MOKET BECTHU TAKXKe y4eT B aBTOMAaTU3UPOBAHHOM peXHUME - B
BU/le YYeTHbIX 6a3 faHHbIX (B/1).

= Y4yeTHble B/ NpUMEHSATCHA BO B3aUMOCBSI3M C IPYTUMHU UHPOpMaMOHHbIMU B/,
MMERIIMMUCS B apXHBe OpraHU3aliiy, U J0JDKHBI ObITh COBMECTUMBI C
COOTBETCTBYIIIMMH y4eTHbIMHU b/l rocyjapcTBeHHbIX (MYHUIIMIIAJbHBIX) apXHBOB 1
OpPraHOB yIpaBJIeHU APXUBHBIM [€JIOM.

= Y4YeTHbIE AOKYMEHTbI dpXHBa OPradHu3adlikiy, KpoMe onvceu AeJl, JOKYMEHTOB,
IpeagHa3Had4aroTCAd AJId CJ'Iy}Ke6HOFO ITOJIb30OBAHHUA U ITOJIB30BATEJJIAM HE BbIJAdOTCH.




= Y4eT NOCTyIJIEHUS U BbIOBITUS
JleJ1, IOKyMEHTOB B apXUBE
OpraHu3alMU OCYIIeCTBJISAETCS
Ha OCHOBAHMUHM:

= OIKCH JeJI, JOKYMEHTOB
CTPYKTYPHOTO MMOJApa3/eJieHUs U
ro/I0BOr0 pa3zeJsia CBOAHOU
OIIKCHU JieJl, JOKYMEHTOB
OpraHuv3alivy;

= HOMEHKJIaTyPhl JeJl
OpraHuv3alivy, 3aMeHA I en
roZl0BOU pa3/eJs CBOAHOM ONUCH
JleJl, JOKYMEHTOB OpraHu3alivy;

= aKTa 0 TEXHUYECKUX OIIIMOKaX B
Y4YE€THbBIX JOKYMEHTAaX

HammveHnoBaHMe opraHm3aumum

AKT YTBEPXIAIO
N PyxoromuTesic OpraHM3allUM
O TeXHMUYEeCKMX ommbrax [Toonmuce PacumbpoBka
B YUYETHHIX IOOKYyMeHTax NOONNUCHU
IDaTa

doHnm N

HazpaHuMe QoHIa

B xome BHIIOJIHEHUSA OOHAapPYyXEeHbBl TeXHUUYEeCKUEe
OmMOKM B 3aldMcax

Ha3zBanue noxymenra Cy1iiecTByrolas 3anmch Cnenyet 3anucarb

1 2 3
B resyJirTaTre KOJIMYeCTBO S IOVHNII XPaHeHA YBeJIMUYMJIOCH (yMeHbLLIMJ'IOCb)
Ha en. xp.

(uubpamMy, OPONMUCHIO)
[pMedyaHmA :
HamMeHOBaHME HOOJIKHOCTM pPaboTHUKA Mononuce PacumdppoBka NOONUCHK
/3MeHeHVAa B ydeTHHE OOKYMEHTE BHECEHE

HamMeHOBaHME HOOJIKHOCTU
paboTHUKA apxuBa Nonnuchb PacumbpoBKa NOIIUCHK

@



= aKTa 00 0OHApPYKEHNH JOKYMEHTOB (He OTHOCAIIUXCA K JAHHOMY (POH/Y, apXHBY,
HEy4YTEHHbIX)

HamvMenHoBaHMe opraHmM3alimM

AKT YTBEPXIIAIO
N Pyxkoronmmresis oOpraHM3allMMM
OO0 OOHAPYXEHMM IJOKYMEeHTOB ITomnnimcse Pacumdpporkxa
(He oTHOCHAmWMXCHd K ITaHHOMYy doHIy, IIOOIIVICH
HeydJdTeHHBIX )
JdlaTa

B xonme

(Bro padboTel)

ODHAPYXEeHO
(B dboHme, xpaHMIIMIle, padoueM IIOMEeUeHMIM)
N n/m | 3arojioBok HIudp (ecaam Kpatinue KomnuecTtBo K kakomy ITpumMmeyanus
en. xXp. €CTh) aThl JIUCTOB dbouay
(06BeMm, MO) OTHOCHTCS

1 2 3 4 5 6 7

MTorTo OOHAPYXEHO ITOKYMEHTOB OOKYMEHTOB
(umbdpamMM M IIPOIIMCBLIO)

HammvmeHOBaHME ITOJIDKHOCTM paboTHMKA ITonomimcoe Pacmmdporkxa IIoOXIIMCHM

VisMeHeHMMsa B ydYeTHBIEe IJOKYMEeHTEBEl BHEeCEeHEBEL

HamvMeHoOBaHMe IODOJIKHOCTM
pradboTHMKA apxXxmBa ITonmimce Pacmmdbposxa
IIOOIIMCU




= gKTa 06 YTpaTe AOKYMQHTOB HammMeHOBaHMe opTraHM3aluM

AKT YTBEPXIOAK
N PykopomuTesib OpraHM3alLUmn
00 OOHAPYXEeHUM HOOKYMEHTOB lTonnmce Pacumdpporka
(He oTHOCAmMXCS K IJaHHOMY QOHIY, IIOONMCU
HeYUTEeHHBIX )
Oara
B xozme
(Bo paboTH)
OBDHapPyXeHO
(B boHme, xpaHmIMIe, padbouyeM IOMEINEHUN)
N n/m| 3aromoBok | udp (ecoum Kpaitaue KommaectBo | K kakomy | [Ipumedanus
ell. Xp. €CTb) JaThl JIUCTOB dbouny
(o6bem, MO) | oTHOCHUTCS
1 2 3 4 5 6 7
ViToro OOHapyXeHO INOKYMEHTOB IOIOKYMEHTOB
(umdpamMm M NPONMUCHIO)
HamMeHOBaHME IOJDKHOCTM paboTHMKA Momonmuce PacumdppoBka NOINMUCHU

VI3MeHEeHMSa B Yy4YeTHEE IOOKYMEHTEl BHECEHEL

HamMeHOBaHME IOOJIDKHOCTU
paboTHMKA apxubBa [loonmce Pacumdpporka
NOONMUCHU




"= dKTa [IpueMa-iriepeaadi dpxXuBHbIX JOKYMEHTOB Hd XPdHEHHE,

YTBEPXIAIO

PyxkoronuTre

JIb OpIr'aHmM3alnmmMm,

rrepemampiel IOTOKYyMEeHTEL

INomnnmuce

TJaTa

AKT

Pacumbpporra
IIoOrmMmcm
ITeuaTs

N

npremMa-—Irep
IJOKYMEHTOB

ernadr apXMVMBHBIX
Ha XpaHeHMe

YTBEPXIAIO

PykoBonmuTeJlb OpITaHmM3alumM,
IIPpMHMMAIEM IOKYMEHTEI

INoonmce

OaTa

(ocHOBaHMEe Ilepenaydun)

(HazBaHMe InnepenasaemMoro dboHma)

a

(HazBaHMEe opraHm3anmm1,

rnepenamie OJOKYMEHTHI)

PacumbdporBka
IIoOgrmcum
ITeuarTs
cnoaJs,
IPMHAJI

IOKYMEHTEL

(HazBaHMe opIraHM3allMM IIPpMHMMAIEeM IOKYMEHTEI)
Haz3BaHHOTO Q(oHIA M HAYUYHO-CIPAaBOYWHEIM alllapaT K HMM:

N o/ HaszBanwue, HoMep ormucu KomuuecTBO KomuuecTBO ITpumeuanus
OK3CMILIIAPOB €. Xp.
OITHUCHU
1 2 3 4 5
Toro mpmMHATO en. xXp.
Ilepenadyy HNpoM3BEJIM: IlpreM nDpom3BeJIM:
JOJIXHOCTB IToonuce Pacumbdposka JOJIXKHOCTB IToonuce PacumbppoBra
Imoorirmcrm IIOOrirMmcm
TJaTa TJaTa

PoHnmy npmceoeH N

VIsMeHeHUSa B YdeTHBRIE IOJOKYMEHTEI BHECEHEI.

JOJIXHOCTB

TJaTa

IToxonuce

PacumbpoBKa IIOOMNIUCHU
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"= dKTad O BbII€JIEHHUHU K YHUYTOXKEHHUIO
dPXHUBHBIX TOKYMEHTOB,

He IoJJieKallluX XpaHEeHUI0

HamMeHnorpaHMe oOpIraHM3alilM

AKT YTBEPXIAIO
N PykoBommTe sib OpTraHM3aLuM
O BBEIOEJIEHUM K YHMUUTOXEHMO
APXMBHEIX HOOKYMEHTORB, IToonuce PacumdpporKa
He [nomgjiexallrMxX XpaHeHMO IIOONMCHU
DaTa

Ha ocHoOBaHMUM

(HazBaHMEe M BBIXOIHBIE IIaHHEIE IrIepedHda OJOKYMEHTOBR C yKa3aHMueEM

CPOKOB MX XpPaHEeHMs)
oToOBOpPaHBl K YHMUTOXEHMIO KakK He MMeolMe HAay4YHO-MCTOPMUECKOM LIEHHOCTHM U
yTpaTrTmupluMe NpakKTMUeckKoe SHadeHMe IOOKyMeHTEl doHma N

(HazBaHue doHzma)

N 3aroJjioBokK aena T'onwr Homep | Homep en. | Komnuec Cpoku ITpumeu
/T (rpyrmmoBo OIIUCH Xp. o TBO €. XpaHEeHUs U aHue
3aroJIOBOK <*> OIIUCH Xp. HOMEpa

JOKYMEHTOB) crarei o
INSPpECIHIO
1 2 3 4 5 6 7 8
MrToro en. xXp. 3a TOObI .
(umdppaMm M IPOIIMCHIO)
Onmcum pmeJi IIOCTOAHHOI'O XPpaHeHMA 3a Tonel yTBepXrneHbs 2OIIK

(HaMMeHOBaHME apXMBHOITO YUPEeXIeHMS)
(IIPOTOKOJI OT N )

HamMeHOBaHMEe OOJDKHOCTU
pyroOoBOIOMTEIIA apXuBa (J'IMLLa,

OTBETCTBEHHOTO 3a apxXuB) IToonmcse PacumppoBka Inomrnmcu
COTIJIACOBAHO

IIpoTokoJsr LUK (3K) opraHm3alumM

oT N

<*> Jlpm BBIAEJICHUHW K YHHYTOXCHHIO JOKYMEHTOB IIpM IIOJI'OTOBKE JieJ K Iepelaade B a
opraHuzanuu rpads! 4, 5 He 3aTOJTHSIFOTCS. {




HammMvMeHOBaHMEe oOpraHM3aluM

"= dKTd O HENCIIPABHUMbIX AKT YTBEPXIIAD

N PykoBommTesib opraHmM3al UM
O HEeUCIPAaBMMEIX I[IOBPEeXISHMAX

HOBpQ}KﬂeHI/IHX apXI/IBHbIX APXUBHEIX IOKYMEHTOB Monmnuce PacumbposBka

IIOOINIMCHM

IlaTa

JIOKYMEHTOB

doHa N

(HazBaHue boHma)

B (I)OH,JIe 06Hapy>z<eHr:,1 OOKYMEHTEI, IIPVM3HAHHBIE HENMCIIPabBMMO IIOBPEeXIESHHBIMM

N | Ommucs | Ex. xp. 3aronoBok Kpaitnue nater | KomuuectBo CyuiHocTh U
/11 N N MOBPEXIACHHBIX €]1. JIUCTOB HPUYUHBI
Xp. (o6BeM, MO) | TOBpeKICHUs
1 2 3 4 5 6 7

VIToro OOHAPYXEHO HEMCIPpaBMMO IIOBPEeXIeHHBIX

en. xXp.
(LmdpamMmt M OPOIMCEI)
[lepedmMcIJIeHHBEIE €. XpP. IonOJjiexaT CIMCaHMIO BBUIOY :
™ <*> AJIH AOKYMeHTOB HaumMeHOBaHMEe IOJOJIXKHOCTU
! pykoBOOMTEJIA apxmea (amua,
OTBETCTBEHHOITO 3a apxmuBb) IToonmce Pacumbpporka HNOOIMCHU
BKJ/JIDYEHHBIX B COCTAaB
COTJIACOBAHO COTJIACOBAHO <*>
ApXHBHOFO Cl)OH,C[a POCCHHCKOH CDe,Z[epaLU/II/I. IIpoTokoJi II9K (9K) opraHmzaluMuu [IpoTokoJ JIIK apxXMBHOITO ydYpeXIeHMA
oT N oT N
VI3MeHeHUsa B yUYeTHBEe IOKYMEHTEl apxXMBa BHECEHEH.
HamMeHOBaHME IOOJIXKHOCTM
paboTHMKA, BHEeCHeI'O M3MeHeHUS
B YyUeTHBEe ITOKYMEHTEL [Tognucob PacumbppoBra nomrnmcu

ITaTa

=3




= Ha 0CHOBaHHY YKa3aHHBIX JOKyMEHTOB BHOCSATCS HEOOXOJUMble U3MEHEHHWS B OCHOBHbIE
(06s13aTesibHbIE) YYEeTHbIE JOKYMEHTbI ApXUBA:

" B KHUTY y4€Ta IIOCTYIIJIEHHUA U BbIOBITUSA AeJl, IOKYMEHTOB H B JIMCT c])omga - [IPHU Ka>XI0M
H3MEHEHUH B COCTABe U 00'beME AOKYMEHTOB dpXHBd OPraHMU34dllHNH,

= B CIIMCOK (POH/IOB - IIPU MOCTYIIJIEHWH HOBOT'O apXHMBHOI'0 POH/1a UJIM BbIOBITUU BCEX JIE,
JIOKyMEHTOB, HAaX0IMBIIEroCs Ha XpaHEHUU apXUBHOTO GOH/I3;

" B peecCTp omnvceu - IIPpHU ITOCTYIIJIEHHUH HOBOM ONHCH HUJIU BbIOBITUH BCEX €AWHHUI XPpAaHEHHUA,
HaXO,Z[I/IBH_IeIL/'ICH Hd XpadHEHHWH OIIUCH. HOMep BbIOBIBIIIEN OMUCHU APYT'UM OIIMCAM [ €JI,
AOKYMEHTOB HE IIPUCBANBAECTCA M OCTAETCA CBO6OL[HI:IM;

" B OIIKMCH AeJi, IJOKYMEHTOB - IIPHU Ka>X10M IIOCTYIIJIEHHUHA I/I/I/IJII/I BbIOBITUU AeJl, IOKYMEHTOB,
YYTEHHBIX B ,Z[aHHOfI OIIHNCH.

= COOTBeTCTBy}OIJ_[I/Ie N3MEHEHHUA BHOCATCA BO BCIIOMOI'aTe/IbHbI€ YH4€THbI€ JOKYMEHTBI.

= Bce aKTbI, JOKYMEHTUPYIOIIME Pe3YJIbTaThl apXUBHbBIX pa0O0T, BKJIOYAKTCA B JieJ10 GOH/Ia,
KOTOpOe 3aBOJAUTCS HA KaXIbl GOH/I, HAXOAAIIMKCS HAa XPaHEHUH B apXUBE OpraHU3allyH.

= [[6‘.]10 (l)OHﬂa, Hapday ¢ AOKYMEHTAMH, OTPa>KaromiiMH UCTOPHUIO (l)OH,L[a U (1)0H,Z[OO6paBOBaTeJIH,
BKJIIO9A€T Y94€THbIC JOKYMEHTDbI, XdPAKTEPU3YIOIIINEC U3MECHEHHA Cl)OH,[La.

@



KOMIIVIEKTOBAHUE APXUBA

OPI'AHUSALIMN JIOKYMEHTAMHU
APXWUBHOTI'O

®OHJIA POCCUUCKOU

®EJIEPALIMU U IPYTUMUA
APXVWBHBIMU JIOKYMEHTAMMU




= lokymeHTbl ApxuBHOTrO poHAa Poccunickon ®enepanv U JOKYMeHTbI BpEMEHHBIX
(cBbIle 10 JieT) CPOKOB XpaHEHHUS, B TOM YHCJIE 10 JIMYHOMY COCTaBY, lIepelaloTCA B
apxyWB OpraHU3allMy He paHee, YeM yepes3 OJUH o/l U He M03/IHee, YeM yepes3 TPU rojza
I0CJie 3aBeplIeHUd el B 1eJIONPOU3BO/ICTBE.

= JIOKyMeHTBHI 110 IMYHOMY COCTaBY rOCYIapCTBEHHBIX IPAXK/AAHCKUX CAYKAIUX U
MYHHUILUAIIAJbHBIX CIYKAIUX, YBOJIEHHBIX C TOCYIapCTBEHHOU I'PaKJaHCKOM CJIY>KObI UJIU
MYHUILAIIAJIbHOU CAY>KObI, IIEpeJat0TC B apXUB OpraHU3alMu 1o uctedyeHruu 10 JietT co
JIHS1 YBOJIbHEHMUA.

= Jlena BpeMeHHBIX (10 10 JieT BKJIKOYUTENBHO) CPOKOB XpaHEHHS B apXUB He
nepenaroTcsd. OHM XpaHATCA B CTPYKTYPHBIX NIOApa3/eJIEHUIX OpraHUu3aly U 1o
MCTEYEeHUU CPOKOB XpaHEHUS MO/IJIEXKAT YHUUTOKEHH IO B yCTAHOBJIEHHOM MOPSA/JIKE.

= B HCKJ/ITOYUTEJIbHBIX CJIydadXx 110 pelieHHUK PYKOBOAUTE/IA OPraHU3aluH AeJia
BPEMEHHBIX (AO 10 et BKJ'II-O‘-II/ITeJleO) CPOKOB XpaHEHHUA ITepeJaroTCAd B APpXHUB
OpraHuv3alvi 110 OIINCAM AeJi, IOKYMEHTOB HUJIK I10 HOMEHKJIATYpPE AEJI.




IZlOKy'MeHTI:I IIOCTYIIAKOT B dPXKWB OPraHrU3adllHU I10CJIE IPOBEAEHHNA SKCIIEPTHU3bI HEHHOCTH.

PemieHus o BKJIO4YeHUH B cocTaB ApxuBHOro ¢poHza Poccurickon Pesepaiiu KOHKPETHBIX
JIOKYMEHTOB NPUHUMAKTCA 3KCIIEPTHO-IMPOBEPOYHBIMHA KOMUCCHUSMU geagpaanblx
roCyJapCTBEHHBIX apXHUBOB 1 YIIOJIHOMOYEHHbIX OPraHOB UCIOJHUTEJbHOU BJIACTH
cyobeKTOB Poccurickon Pegepanyy B 06/1aCTU apxXuBHOTO fiesia (aasee - K apxuBHOTrO
y4Ypex/JeHUs ) B MpejiesiaXx KOMIeTEHIIHH.

[les1bt0 3KCIEPTHU3bI LIEHHOCTH JOKYMEHTOB B OpTraHU3AIUU SABJISIETCH:
O0TOOp NJOKYMEHTOB /JJisl BKJAKYEHHUS B cocTaB ApxuBHOTo poHaa Poccurickon Pegepanuy;
BbIsSIBJIEHUE JJOKYMEHTOB, He MO/JIeXal[UX JaJbHENIIEMY XpPaHEHUIO.

JKCIIepTHU3e LIeHHOCTH 0/JIeXKaT BCe JJOKYMEHThI OpraHy3alii He3aBUCUMO OT BU/I0B
HOCHUTEJIEN U CIIOCOOOB 3aMMCH.

,[lO IIpoBeaACHHUA SKCIIEPTHU3bl HEHHOCTHU YHHUYITOXEHHNE NOKYMEHTOB 3adlIpelacTCH.
BKCHepTI/ISa HEHHOCTHU JOKYMEHTOB IIPOBOAUTCA Ha OCHOBE:

g)eﬁCTByfomero 3aKOHO/IaTeJIbCTBA U MHBIX HOPMATHUBHBIX NIPABOBbIX aKTOB Poccuiickon
eJlepalMy B 00J1aCTH apXHMBHOTO Jlesia, UHPOPMAIUU U JOKYMEHTAIMOHHOTO 00ecrnedyeHus
yIIpaBJIEHUS;

THUIIOBbBIX, BeAOMCTBEHHbIX U NHbBIX nepequﬁ AOKYMEHTOB C YKA3dHHEM CPOKOB UX XPAHEHH,
THUIIOBbBIX 1 IPHUMEPHBIX HOMEHKJIATYDP AeJl.

@



B OPTAHU3SALUWA J/id TIPOBEAEHWA SKCHEPTHU3bl LEHHOCTH JOKYMEHTOB CO34AETCA
JKCIIEPTHAA KOMUCCHUA (AAJIEE - 3K).

B OPTAHU3ALWAX, UMEICUIMX CJIOXKHYIO CTPYKTYPY U/WANK [TIOLABEAOMCTBEHHEBIE
OPTAHU3ALHNH, CO3AAKOTCA UEHTPAJIbHBIE 3KCIIEPTHBIE KOMKUCCHUHN (JAJIEE - Ii3K).

[19K (3K) sBaisieTcs coBellaTe/IbHbIM OPraHOM MPU PYKOBOAWTEJIE OPraHU3alMM, CO31a€TCS IPUKA30M
OpraHU3alMHy, JEUCTBYEeT HA OCHOBAHUU M0JIOKEHUS.

3agauu u pyHkiuu LIDK (9K) opraHusanmu - MICTOUHMKA KOMIIJIEKTOBAHHUSA ONpPe/lesA0TCS M0JI0KEHHEM,
yTBEPKJAEMbIM PYKOBOJAUTEJNIEM OpraHy3aliiu.

OcHoBHoM 3aga4ei LI1JK (IK) aBaseTcsa opranusanus ¥ NpoBeJeHUE 3KCIIEPTU3bI IEHHOCTH JJIOKYMEHTOB.
OcHoBHbIMU PyHKIMAMH [[IK (IK) aBasroTcs:
OpraHU3alMs exKeroJHOro 0Toopa e AJid XpaHEHUA U YHUUTOXKEHUS;

pacCMOTpPEHHUE U COTIVIaCOBAHHE IIPOEKTOB HOMEHKJIATYPbI A€J1 OpraHU3adlluHy, OnHcCeH AeJ, IOKYMEHTOB
IIOCTOAHHOI'O M BpEMEHHBIX (CBI::II_He 10 J'IeT) CPOKOB XpaHE€HHd, B TOM YHCJI€ 110 IMYHOMY COCTAaBY, dKTOB O
BbII€JIEHUH K YHUYTOXECHHNIO A€JI, HE ITIOAJIEKAIIUX XPAHEHHNIO, U APYTUX dKTOB,

IIOATOTOBKAa HpeﬂflOH(eHI/Iﬁ 00 onpenesieHM CpoKoB XpaHEHUA JOKYMEHTOB, HE [IPEAYCMOTPEHHbIX
I[IeEpevYHAMH, U 00 U3MEeHEeHUH CPOKOB XpaHE€HHUA OTAECJIbHBIX KaTeI‘OpI/Iﬁ AOKYMEHTOB, YCTAHOBJIEHHBbIX
IIEpevYHAMHU,

y4aCTHE B IOATOTOBKE U PAaCCMOTPEHHUH IIPOEKTOB HOPMATHUBHBIX U METOANYECKHUX JOKYMEHTOB I10 BOIIPOCaM
pa6OTbI C AJOKYMEHTAaMH B OpraHHU34dllHNH,

MeTOoArUYEeCKOE PYKOBOACTBO pa6OTaMI/I B 00J1aCcTH obecrnieyeHUd COXpPaHHOCTH JOKYMEHTAJIbHOT'O U

apXUBHOT0 POH/I0B OPraHX3alUH. @



IKCIHEPTU3A HEHEHOCTH JAOKYMEHTOB B OPTAHUSALUH [IPOBCUTCA:

" B JE€JIOIIPONU3BOACTBE - IIPHU COCTABJIEHNH HOMEHKJIATYPbI A€J1 OPraHU3adllUHU U IIPHU
IIOATOTOBKE J€JI K IIEpeJad€ B dPXUB,

= B apxHBe OpraHu3ali1iu - B IIpoliecce MOArOTOBKU JieJl K lepeAaye Ha IOCTOSIHHOe
XpaHeHHe.

. 3KCHepTI/IBa HEHHOCTHU JOKYMEHTOB IPOBOAUTCA €2KET'OAHO.




[To pesysbTaTaM 3KCIepPTU3bI IEHHOCTU B CTPYKTYPHBIX MOJAPa3/e/IeHUSAX OPraHUu3aluu COCTABJISAIOTCA OMMCH el
CTPYKTYPHbBIX O/ pa3/ieJIeHU: MOCTOSSHHOTO, BpeMeHHbIX (CBblie 10 JieT) CpPOKOB XpaHEHHS, 10 IMYHOMY COCTaBY, HA OCHOBE
KOTOPBIX B apXHMBE OPraHU3allMu COCTABJISIOTCA FOZ0BbIe pa3zeJibl COOTBETCTBYIOLUX CBOJHbBIX OMUCEN JieJl, JOKYMEHTOB.

HamMeHOBaHUE opraHms3alumnm

HamMeHOBaHME CTPYKTYPHOT'O

HammMvenoBaHMe OpraHM3alnu

nogpasnesieHns dounm N
OIMcCh N OIIMCh N
nes BJIEKTPOHHEIX IeJjl, IOOKYMeHTOB

N | Unpekc 3aroJyoBoK aena Kpaitnue Cpok Komuuects | [Ipumeuanue

n/m| nena JIaThl XpaHCHUs | O JIUCTOB N/n | Uunekc 3arojao0BOK aerna Kpaiinue O6bem, M6 | [Tpumeuanus

<F> Jena JaTel <*>
1 2 3 4 5 6 7 1 2 3 4 5 6
Hazpanue paznena HaumenoBanue pasznena
B IDmaHHEIDT pasnesyl ONMCM BHECEHO nes,
(undpamMm M OPONMCHIO)
B HDaHHYK ONMCH BHECEHO e
( ) c N no N
uubpamMmu ¥ NPOIMCHIO T VG
c N no N , B TOM UMCJIe:
JIMTEPHEIE HOMepa: q
NPOTYMEHHEE HOMEPa : arMMeHOBaHMe JOJDKHOCTU
PYKOBOOMTEJNA CTPYKTYPHOTO

HaMMeHOBaHME IIOJIKHOCTM rnompasnesyieHus Noonmuce Pacumdpporka NOONNCH
PYKOBOIOUTENS CTPYKTYPHOTO
rnonpasneyeHns Hopnuce PacumppoBka MNOIIMCH Hara
COT'JIACOBAHO COTJIACOBAHO <**> COI'JIACOBAHO COIJIACOBAHO <**>

HamMeHOBaHME IOOJIKHOCTU

[IpoTokosl 3K CTPYKTYPHOTO

HammMveHoOBaHME IOOJIXHOCTU

[IpoTokoJsyi DK CTPYKTYPHOIO

pyKOBOOUTENS CJyXOs IOY nogpasnesieHud pyKOBOOUTEJISA CJIyXObl IOY rogpasnesyieHns

llonnmuce Pacumpposka oT N Monnmuce PacumbppoBka oT N
loonwucu INoonucu

IaTa HaTa

<*>I'padpa omyckaeTcs B OIMICH JeJT IOCTOSHHOTO CPOKa XPAaHEHHS.

<**> [1pu Haymanu DK cTpyKTYpHOTO HOApa3IeIeHHUsI.

<*> I'pacda omyckaeTcsi B OIUCH JIeJI IOCTOSTHHOT'O CPOKa XPAHCHUSI.

<**> [Ipu Hanmuuu DK cTpyKTYpHOTO 10Ipa3/iesieHusl.

"!i.’




HamvmernoBaHME OopraHM3allmMmM

= Ha nena c A

YTBEPXIAI
N PykorBommuTeJsib OpTraHmM3alM
I/ICTeKLHI/IMI/I O BBIOEJIEHUM K YHMUTOXEHMIO
APXMBHEIX IOJOKYMEHTOB IToonuce PacumppoBra
CpOKaMI/I XpaHeHHH He nonajiexalmx XpaHeI’—H/HO IIoAnmMcHu
HaTa

B CTPYKTYPHBIX
nojpa3/ieeHusaxX
OpraHu3alnuu
COCTaBJISIIOTCS
npeaJioKeHHUs K
aKTYy O BblJIeJIEHUH K
YHHUYTOXKEHHUIO
JIOKyMEHTOB, He
MO/IJIeXKALIHUX
XpaHEHUIO .

JleJia BKJIFOYAKOTCS B
aKT O BbIJeJIEHUU K
YHUYTOXKEHUIO
JIOKyMEHTOB, He
noAJiexKalux
XpaHEeHMUIo, eCJiv
npeayCMOTPEeHHbIN
JLJI1 HUX CPOK
XpaHeHUs UCTeK K 1
AHBApA roja, B
KOTOPOM COCTaBJIEH
aKT.

Ha ocrHoBaxHmMM

(HaBBaHI/Ie VI BBIXOIIHBIE ITaHHBIE TIIepeduHA IJOKYMEeHTOB C YyYKa3aHMVeM

CPOKOB MX XpPaHEeHMS)

OTO@paHbI x VYHMATOXEHWMIO Kaxkr HEe Memmme HayLIHO—I/[CTOqueCKOﬁ LLEHHOCTIM M

(HazBaHMe odoHza)

N 3aroJIoBOK Jeja I'onsr Homep | Homep en. | Komauuec Cpoku ITpumeu
/1 (rpymmoBoit oIcHu Xp. 1o TBO €1I. XpaHEeHUs U aHUue
3aroJIoBOK <*> OnuCH Xp.- HOMeEpa

JTOKYMEHTOB) crareil o
TIEpEedIHIO
1 2 3 4 5 6 7 8
Mroro en. xXp. 3a OBl .

(umdppramMr M IIPOIMCHIO)
Onmcu pmeJl NOCTOSHHOTO XPaHeHMs 3a

Tonoel yTeBepXxnmeHbl OIIK

(IIPOTOKOJI OT N

)

HamMmeHoBaHMEe IDOJDKHOCTM
pykorOmomuTesia apxmusa (Jmua,

OTBETCTBEHHOITO Ba apxXuB) ITonorimce
COTJIACOBAHO

IIpoToxost LISK (3K) opraHmM3alLMM

oT N

,HOKyMeHTI:I B KoOoJIMmuecCcTBEe

PacmmdppoBKa IIOAIMCU

en. xp.:

— Ha OyMaXHOM HOCUTEeJIe BeCOM

KI' CIOaHBI

Ha YHMUYTOXeHUEe;
— Ha DJDIJIEeKTPOHHOM HOCHMTEeJIle CIOaHBl Ha YHMUTOXeHMe

(crtoco® YHMUTOXEHMS)

HamMeHOBaHME ITOJIXXHOCTM paGO’I‘HI/[Ka,
coaBmeIro IJOKYMEHTBL INTonrnmceb

DaTa
VIsMeHeHMsaS B YYeTHBIE IOJOKYMEHTBEI BHECEHEI.

HamMmMeHOBaHME IDOJDKHOCTM paboTHMKAa
apxmsa, BHecCclLleT'O M3MeHEeHMSA

e T T~ T T TT T~ T o~ T R o~ T T T T TT o~ v 1t oA~

PacumdppoBKa IIOOIMUCU

TO — A~ 11T T AT~ A~ T T N T o~ TT T T A~ T o




Aena c ormetkou "IK" (OTmeTka "IIIK" 03HaYaeT, 4TO YaCTh JJOKYMEHTOB MOXET ObITh OTHECEHA K
CPOKY XpaHeHHUs 'MOCTOSHHO") MOJJIeXaT MOJMCTHOMY NPOCMOTPY B 1I€JISIX BbIsIBJIEHUSI JOKYMEHTOB,
noJJieXXalyMx NoOCTOSSHHOMY XpaHeHU10. BbisiBJieHHbIe B TaKUX JeJiax JIOKYMeHTbI TOCTOSIHHOTO
XpaHEHUS BbIAEJSIOTCS U IPUCOEIUHSIOTCS K OAHOPOAHBIM JiesiaM U POPMUPYIOTCS B
CaMOCTOSITEJIbHBIE JieJa.

OctasibHbIe OKyMeHTBI ¢ oTMeTKOU "IIK" BK/II04alOTCs B aKT Ha yHUYTOXKeHUe. [Ipy 3TOM oTMeTKa
JIIK" B aKTe He yKa3bIBaeTCH.

Onucu Ha Jies1a, JOKYMEHTHI IOCTOAHHOTO XpaHEeHUS U 110 IMYHOMY COCTaBY U aKThl HA YHUYTOXXEHUE
JIOKYMeHTOB paccMmaTpuBaloTcs Ha 3aceganuu LI1IK (3K) ogHoBpeMeHHo. [To uToram paccmorpenus 13K
(3K¥COFHaCOBbIBaIOTCH OIMCH JieJl, JOKYMEHTOB MOCTOAHHOI'0O XpaHEHHUA Y 110 IMYHOMY COCTABY U aKThI
O BbIJIeJIEHUU K YHUUYTOXKEHUIO JOKYMEHTOB.

CoryiacoBaHHbIe HBK&HK) OpraHMU3alM ONUCHU JieJl JOKYMEHTOB (I0Z0Bble pa3/ieJibl) MPeJCTaBASIOTCS
Ha paccmoTtpeHue IIK:

I[IOCTOAHHOTO CPOKA XpPAHEHHUA - Ha YTBEPNKAECHUE;
I10 IHYHOMY COCTABY - HAa COIVIACOBAHHUE,
JIIK yTBepXKAAEeT OIIUCHU A€ IIOCTOAHHOI'O XpaHEHUA U COTJIaCOBbIBAET OITHUCH A€JT 110 IMYHOMY COCTAaBY.

Omnucu Jies, JOKYMeHTOB (ro0Bble pa3/esibl) HANpPaBJASAKTCA Ha paccMoTpeHue JIIK B Tpex
9K3eMIlJIApax Ha OyMa>XHOM HOCHUTeJIe U OJHOM 3K3eMILIIpe Ha 3JIEKTPOHHOM HOcUTeJle Yyepes 3 roja
[ocJjie 3aBeplieHud el B eJIOPOU3BO/LCTBeE.

[Tocne yTBepxaeHus v corsiacoBanus K onvcen e, JOKYMEHTOB ONMCH Y aKT O BbIJIEJIEHUU K
YHUYTOKEHHUIO JOKYMEHTOB, He MO/JIeKall[UX XpaHEHU IO, YTBEPKAAI0TCSI PpYKOBOJAUTEJIEM OpPraHHU3alUH,
II0CJIe YEro JleJia, BblJleJIeHHbIE 110 aKTy K YHUYTOXEHUI0, MOTYT ObITh YHUYTOKEHBI.

@



= OpraHusaliuH, B eATeJIbHOCTH KOTOPbIX HE CO3/1al0TCs IOKYMEHTbI ApXMBHOT'0O POH/A
Poccurickon ®enepaniyiy, CO34a0T OMUCH i1 T10 IMYHOMY COCTaBY U OIMCH JIeJl
BpeMeHHbIX (CBbIlIEe 10 JieT) CpOKOB XpaHEHUS U 00eClIeYrMBalOT UX COXPAHHOCTb.

= OpFaHPlSaI_[I/II/I TAdK>Xe€ COCTAaBJIAIOT aKThI O BbII€JIEHHUHU K YHUYTOXKEHHWIO JOKYMEHTOB, HE
noaJieKalllux XpaHEeHN0, U YHUYTOXAKT YKda3dHHbI€ JOKYMEHThI 110 UCTE€YE€HHUHU CPOKOB
HUX XpaHEHHUA TOJIbBKO ITOCJI€ COCTABJIEHHUA I'OAO0OBbLIX pa31€J/i0B onvceu AeJl 110 INYHOMY
COCTaBy 3a COOTBeTCTBYI-OH_U/II‘/JI Hepruoa U UX YTBEPKAEHHUAd PYKOBOAUTEJIEM OPraHr3all1H.

= Jlesia Ha OYyMa>XHOM HOCHTeJIE, BblJleJIEeHHbIE K YHUUYTOXXEHHUIO, lepelaloTCA Ha
YVHUYTOXeHUE (YTUJIM3AIUI0) 10 aKTY O BblJleJIEHUH K YHUYTOXEHUI0 JIOKYMEHTOB , a
TaK>Xe Ha OCHOBAaHUM UHbIX JJOKYMEHTOB, OATBEPXKAAIINUX QAKT CAAaYU JOKYMEHTOB Ha
YHUYTOXeHUE (YTUJIU3ALUIO).

= aﬂeKTpOHHble AeJia C UCTEKIIMMHU CPOKAMH XpaHEHHUA TOAJ1€XKAT BbIAECJIEHHUI0 K
YHHUYTOXEHHWNIO Ha O6I_L[I/IX OCHOBAHHAX, ITIOCJIE€ 9HE€T'0 ITPOBOANUTCA UX Cl)I/IBI/I‘-IeCKOe
YHHUYTOXEHHNEC UJIHU YHI/I‘-ITO}KGHI/IC IIPpOrpaMMHO-TEXHUYECKHUMHU CPpeACTBAMU C
COOTBGTCTBYI-OLHCI/I OTMETKOM B aKTe O BbIZI€JICHHUHU K YHUYTOXEHNIO JOKYMEHTOB.

= Jl;1s1 o6ecneyeHus nopsika GopMUPOBaAHMS U y4yeTa JieJl B 1eJIONPOHU3BO/ICTBE
OpraHu3alMy COCTaBJIsSIeTCSI HOMeHKJIaTypa JeJl




HOMEHKJIATYPA JEJI SAKPEIVIAET KJIACCUOUKAILIHAIO (T'PYIIIIMPOBKY)
NCIIOJIHEHHBIX JOKYMEHTOB B AEJIA (S3/IEKTPOHHDBIE AEJIA) U ABJAETCA
OCHOBHbIM YHYETHBIM AOKYMEHTOM, OTPAXKAIOIUMM COCTAB Y OPTAHUSALINIO
JOKYMEHTAJIBHCI'O ®OHJAA OPTAHM3ALIMH.

= HoMeHKJ/1aTypa e ABJIeTCs OCHOBOU JJI COCTAaBJIeHUS ONMCEN JieJl, JOKYMEHTOB
IIOCTOSIHHOT'O U BpeMeHHBbIX (CBbIlIe 10 jieT) CpPOKOB XpaHEHUS, a TAKXKe AJIS ydyeTa JeJl
BpeMeHHbIX (A0 10 sieT BKJIIOUHUTENBHO) CPOKOB XpaHEeHHUS.

= HoMeHKJ1aTypa Zies1 opraHu3anuu pa3pabaTbiBaeTCsd Ha OCHOBAHHUH THUIIOBBIX,
BeJJOMCTBEHHbIX U MHbIX IIEpeYHEN JOKYMEHTOB C YKa3aHWEM CPOKOB XpaHEHHSs], UHbIX
HOPMAaTUBHBIX IIPABOBBIX aKTOB, @ TAKXXe TUMOBbIX U MIPUMEPHBIX HOMEHKJIATYP Jel.

= TunmoBas u IIPUMEPHaAd HOMEHKJIATYPhbI J€JI p83pa6aTbIBaI-OTCH OpraHaM#H M OpraHr3allUAMH,
UMEeIMMH B IIOAYNHEHHNH CETb OAHOTHUITHBIX opraﬂnsaum‘/’l.

= TunoBad HOMEHKJIaTypPad YCTaHaBJINBAET COCTaB [€JI, 3aBOANMbIX B OJHOTHUITHBIX
OpraHHU3anudx, 1 ABJA€TCA HOPMATHUBHbBIM JOKYMEHTOM.

= HpI/IMepHaH HOMEHKJIATYpPad YCTaHABJINBAET HpI/IMeprII‘/JI COCTaB JeJI, 3aBOANMDbIX B
OpraHHU3anudx, Ha KOTOPbI€ OHA PACIIPOCTPAHAETCA, U ABJIAE€TCA PEKOMEHAAdTEJIbHbIM
AOKYMEHTOM.




HOMEHKJIATYPA
JIEJ OPTAHM3BALIMHA
COCTABJISIETCS 110
YCTAHOBJIEHHOW
®OPME HA
OCHOBAHWHU
HOMEHKJIATYP
JIEJI CTPYKTYPHBIX
MOAPA3/IEJIEHUN

HamMeHnoBaHUMEe opraHM3allmMM

HOMEHKJIATYPA HOEJI YTBEPXIIAI
PyxkoponmmTesib OpIraHM3allMM
Ha oo ITomrnmce PacmmdppoBkra
IIOOIIMCHM
TJdaTa
HNuanekc 3aroJIoBoOK maeiia KomnuectBo | Cpok XpaHESHUST I'TpuMeuyaHnue
neia e u N crarbu 110
IIEPESUYHIO
1 2 3 4 5
Hazsanue pasznena
HauvvmMeHoBaHME IJOJIXKHOCTM
pykoBOOMuTeJIa CJIyXObr IJOY
opraHM3al MM INoonuce Pacumbdporka IIOOIIMCHM
Busa pPyYKOBOIOMTEIIA apXrBa
(Jimiia, OTBETCTBEHHOTO 3Ba apxXmubB)
COTJIACOBAHO COT'JIACOBAHO
IIpoToxkoJsr IIDK (3K) IIpoTokoJst 2IK apXMBHOIO YyUpEeXIeHMS
oT N oT N
ViTororasa =Balnmchb O KaTeropmAax M KoJimMmuecTeBe 1neJi,
BaBeldeHHBIX B ooy B OpTraHM3alMM
I'To cpokaM XpaHEHUs Bcero B ToMm uucne:
HEepEeXOoqsIIIUX C OTMETKOMN
"OITK"
1 2 3 4
ITocTostHHOTO
Bpemennoro (cesiaie 10 ser)
Bpemennoro (no 10 mer
BKJIFOYHUTEIIBHO)
NTOI O:
HammMmeHOBaHMe OOJIXKHOCTUM
pykoBOOMUTEJIa CJIyXObr IJOY IToonmuce PacumpporkKa IIOOINIMCH

TJdaTa
VIToroBEIE cCBeneHMA IlIIepelaHbBl B AP XUB .
HamMeHOBaHME IJOJIXKHOCTU Jiviiia ,

nepegaepmero CceBermeHMA ITonnmuce PacumppoBKa IMHOONMCHU
ITaTa

=3




HauMeHOBaHMe OpraHu3aLyy

HauMeHOBaHME CTPYKTYPHOTO
noJpaszeneHns

HOMEHKJIATYPA JIE]

Ha rog <*>
Wnpnexe 3aromoBoK Jena Komauecto | Cpok xpanenus | [Ipumedanne
TIena TOMOB (dacteii) | u N cTarbu 1o
TIEPEYHI0
1 2 3 4 5
HasBanue pazzena
HanmeHoBaHne HOMKHOCTH
PYKOBOIMTEJIA CTPYKTYPHOT'O
NOIpa3IeNeHNa llopmucs PacumdpoBka nommcy
JlaTa

COI'IACOBAHO <**>
[lpoToxon 3K CTPYKTYpHOTO
NOZIpa3aesenus

or N

<*> K HOMeHKJIaType e CTPYKTYPHOTO
nojpas/iesieHusd [0 OKOHYaHUU KaJIeHJapHOT 0
roia COCTaBJISIETCS UTOrOBasi 3allUChb 10 GOpPMe,
yKa3aHHOUW B MPUJIOKEHUHU 25, U flestaeTcs
OTMETKA O lepeZiaye UTOTOBbIX CBEIeHUU B

cayxk6y /10Y opranusanum.

VToroBasa s3amnmchb O KaTeropmdax M KoJMdecTBe nei,

3aBeIEeHHEIX B

rogoy B OpraHM3auum

ITo cpokam xpaHeHus Bcero B ToM uncne:
HEPEXOAAIINX C OTMETKOH
"OIK"
1 2 3 4
[TocrostHHOTO

Bpemennoro (cBeime 10 ner)

Bpemensnoro (mo 10 ner
BKJIFOUMTEIIHHO)

HUTOI'O:

HauMeHOBaHME IOJIKHOCTU

PYKOBOIUTENA CJIyXOsl IOY loonuce
IaTa

JITOTOBEE CBeIEHUs [epelaHE B apXWuB.
HauMeHOBaHME IOJDKHOCTM JMLA,

nepenaBller0 CBeOeHUA Ioonuceb

IaTa

PacumppoBka NOONUCHU

Pacumpporka HOIONUCK

@



= OpraHu3alnyy - MICTOYHUKHU KOMILJIEKTOBAHHUSA rOCYyAapCTBEHHbIX (MYHUIUIIAAbHBIX)
apxXyWBOB OJIMH pa3 B 5 JieT coryiacoBbIBalOT HOMeHKJ1aTypy AeJ ¢ L[OK (9K) opranuzanuu
Y [IPeJICTaBJIAIOT €€ Ha COIJIacOBaHHe coOoTBeTCTBYOIMX IIIK Uau rocyqapCTBeHHOTO
(MyHUIIUIIAJILHOT0) apXUBa, COTJIACHO NpeA0CTaBJIE€HHbIM €My IMOJIHOMOYHUSIM.

= B cayyae uameHeHus1 QYHKIUU U CTPYKTYPbI OpraHU3allMM HOMEHKJIaTypa el
IIOJIJIEXKUT IepeCcoCTaBJIEHUI0, COIJIACOBAHUIO U YTBEPXKIEHUIO.

= OpraHusaliyy, B IeITEJIbHOCTH KOTOPbIX HE CO3/Aal0TCA IOKyMeHTbl ApXMBHOTO GOHAA
Poccuiickor Penepanuu, yTBEPKAAIOT HOMEHKJIATYPY AeJl CAMOCTOSTEbHO.




= 3aKOHYEeHHbIe J1eJI0NPOXU3BOICTBOM /leJia NIOCTOSTHHOT'O U BpeMeHHbIX (cBbille 10 JyeT)
CPOKOB XpaHEHHUS, B TOM YU CJIE 10 IMYHOMY COCTaBY, ITOCJIE OKOHYaHUSA KaJIeHAAPHOT0
rojia, B KOTOPOM OHH ObLJIU 3aBeJ|€eHbl, IO/ITOTABJIMBAIOTCA K Ilepe/laye B apXUB
OpraHMu3aliy U noAJiexxaT 0GOPMJIEHUIO U OTIMCAHUIO.

= B 3aBUCMMOCTH OT CPOKOB XpaHEHUS MPOBOAUTCS MOJHOE WU YAaCTUYHOE 0POPMJIEHUE
neu. [lonHOMy 0pOopMIIEHHIO TOAJIEXKAT JeJia MOCTOSHHOTO U BpeMeHHBIX (CBbILIe 10
JIET) CPOKOB XpaHEHHUS U 110 INYHOMY COCTaBY.




O®OPMJIEHHUE JEJ HA BYMAKHOM HOCHUTEJIE IPEAYCMATPUBAET:

1. noAKMBKY UJIM NleperieT JOKYMEHTOB Jiesla, HepopMaTHbIE JJOKYMEHThI XPAaHATCH B
3aKpPBITHIX TBEPAbIX NAINKaX WU B KOpooKax; ('OCT 17914-72 yTpaTua cuy)

= JIOKyMeHTbI, COCTABJISIOUIME [eJI0 Ha OYMa)XHOM HOCHUTeJIE, IO IINBAIOTCS Ha YeThIpe
NpoKoJia (Ha TpY NPOKoJIa - 1Ji1 MaJioGOPMaTHBIX Zl€J1) B TBEPAYIO 00JI0XKKY UJIH
NepenJieTalTCs C Y4eTOM BO3MOXXHOCTHU CBOOOJHOI0 UYTEHUS BCEX JOKYMEHTOB, AT, BU3 U
pe30JLUKM Ha HUX, MeTa/lJIM4eCKHE CKpeIJIeHUs U3 JJOKYMEeHTOB YA aJIsSI0TCS.

= B HauaJsie fesia HA 6yMaKHOM HOCHTeJIE IIPU HEOOXOAMMOCTH MO IINBAKTCSA JIUCThI
BHYTPEHHEU OMUCHU JJOKYMEHTOB JieJia , B KOHIIE KaXKJ 0T 0 JleJia - IUCT-3aBEPUTEJb Jea




O®OPMJIEHHUE AEJI HA BYMAKHCM HOCUTEJIE TPEAYCMATPHUBAET:

2.

HyMepalUIo JIUCTOB JeJa;

B nesisix obecnedeHUss COXpaHHOCTHU M 3aKpeIJIeHUs NOpsAJKa PAaCloI0KeHU A JOKYMEHTOB, BKJIIOYEHHbBIX B
ZleJ10 Ha 6yMaXKHOM HOCUTeEJIe, BCE eTro JIMCTHI (KpoMe JINCTa-3aBepUTeJis [esla U BHYTPEHHEHN ONUCH )
HYMePYIOTCS B BaJIOBOM MOPsAJKe apabCKUMU [UPpPaMH, KOTOPbIe NPOCTABJISIIOTCA B IPABOM BEPXHEM YIJIY
JIUCTA IOKYMEHTa NPOCTbIM I'padUTHBIM KapaH/alllOM MJIM HYMepaTOPOM. YIIOTpebJIEeHHME YEPHUJ Y LIBETHBIX
KapaHAalleun /i1 HyMepalyu JIMCTOB 3anpenjaeTcs. JIMCTbl BHYTPEHHEN ONMMCHU JJOKYMEHTOB JeJia
HYMEePYIOTCA OTAEJbHO.

JIUCTBI eI, COCTOAIIIMX U3 HECKOJbKHUX TOMOB HUJIH YaCTeH, HYMEPYIOTCS 110 KOKJ0MY TOMY WU YaCTH
OTJeJIbHO.

doTtorpadun, 4epTexky, uarpaMMbl U Jpyrue WIII0CTPpaTUBHbIE JJOKYMEHTBI, IPe/ICTaB/IAI0LINe
CaMOCTOSITe/JIbHBIH JIUCT B JieJie, HYMEPYIOTCS HA 000POTHOM CTOPOHE B JIEBOM BEPXHEM YTJIY.

C/10)KeHHBIM JIMCT pa3BOpaYUBaAETCA U HyMepyeTcdA B IpaBOM BepxHeM yrIuy. [Ipu sToM jiucT y1ro60ro popmara,
NOJIIXTBIA 3 OJMH Kpau, HyMepyeTCA KaK OJIUH JIUCT; JIUCT, CJIOKEHHbIN U OJIIUTBIN 3a CEPEIUHY, TOIJIEKUT
nepelIuBKe U HYMepyeTCcs KaK OJJUH JIKCT.

JIuct ¢ HaFHgXO HaKJICEHHbIMHA JOKYMEHTAMH (BprCBKaMH, BBIIIMCKAMU, (bOTOl"pa(bI/IHMI/I) HYMeEpYyeTCAd KaK
OIMH JIUCT. LCIN K JOKYMEHTY IIOJAKJ/IEEHBI OTHUM Kpae€M JApyrue J0KyMEHTDI (BprGBKI/I, BCTAaBKH TEKCTa,
HGpEBOﬂbI), TO Ka>XIbIKM JOKYMEHT HyMepyeTCd OTAECJIbHO.

HOAU_II/ITBIG B 1€JI0O KOHBEPTbI C BJIOZKEHUAMHKW HYMEPYIOTCA; IIPHU 3TOM BHaA4YaJIe HyMepyeTCA KOHBEPT, a 3aTEM
odyepeaHbIM HOMEPOM KaxK/J0€ BJIOXKEHHWE B KOHBEPTE.

HO,L[I_HI/ITbIe B A€JI0 JOKYMEHTHI C COOCTBEHHOM HyMegauHeﬁ JINCTOB (BKIII-O‘-IaH InedyaTHbIe I/IBIL[aHI/IH) MOTI'YT
HyMepOBaTbCA B ooleM nmopAaaKe Ui COXpaHATb COOCTBEHHYIO HyMepalruio, €CJIM OHa COOTBETCTBYET
IMMOpAAKOBOMY PACIIOJIOKEHHNKO JIMCTOB B [ €JI€E.

B ciydasix o6HapykeHUs 60JIbIIOro YUcJia OLIMOOK B HYMepaliu JIMCTOB JieJla MPOBOAUTCA NepeHyMepalusl.
[Ipy HaIM4YKK OTAEJIbHBIX OLIMOOK B HYMepaliH JIMCTOB JieJsla 0NMyCKaeTCs yIoTpebJIeHHE JIMTEPHBIX

HOMEPOB JIUCTOB. @



O®OPMJIEHUE JEJI HA BYMAAKHOM HOCUTEJIE ITIPEAYCMATPUBAET:

3. cOCTaBJIeHUEe JINCTA-3aBEPUTEJIA AeJla

JlucT-3aBepUTeJIb COCTABJSIETCA Ha JWCT-SABEPHUTEIL ETA N

OTAE€JIbHOM JINCTE, B KAPTOTEKAX - HAd B mejie MOMIMATO ¥ NPOHYMEPOBAHO JIUCTOB
OTAEJIbHOM JIMCTE popMaTa KapTOUKH. (Lgpaws ¥ MpomCsi)

c N no N , B TOM UuCle:
ero cocraBuresieM. Bce nocjeayrouime MPOTYMEHHBIE HOMEPa JIMCTOB

+ JIUCTOB BHy‘TpeHHeIZ oImcn

N3MEHEHUA B COCTaBE U COCTOAHHUU AeJia
(moBpexieHUs], 3aMeHa MOAJIMHHBIX
JIOKYMEHTOB) OTMEYAITCA B JIUCTE-
3aBepuTesie Co CCbIJIKOM Ha 1 2
COOTBETCTBYIOL[UU AKT.
3arnpelaeTcs BbIHOCUTD JIUCT-
3dBE€EPHUTEJIb HA O6JIO>KKy JeJia NN HayMeHOBaHMe TIOTKHOCTH

YU CThIA O60pOT JIMCTA IIoCJIeJHET O paboTHUKA [lomnuce PacmbpoBka MOANNCH
JOKyMeHTa. Ecsiv fes1o noAIuUuTo Uiaun
nepemnJieTeHo 6e3 0JIaHKa JIMCTa-
3aBEpPpUTEJIA, OH JOJI2)KEH ObITb HaKJIeeH
3d BEPXHKOK 9a4CTb JINCTA HA
BHYTPEHHIOIO CTOPOHY 00JIOXKKU B KOHIIE
nesa.

OcobeHHOCTH (U3MIECKOTO COCTOSAHUS U (POPMHUPOBAHHS JIeNa Howmepa nwctoB

JlaTa

®




OdopMieHue e Ha GyMa>KHOM HOCUTeJIe MPeJyCMaTPHUBAET:

4. cocTaBJieHUE BHYTpeHHeﬁ OITMCHU NOKYMEHTOB [€Jid,

BHYTPEHHAA OIIMCH
OOKyMeHTOB neJjia N

Ecnu nesio Ha 6yMa)KHOM HOCUTEJIE

MepenJieTeHO UK MOJIIHNTO 6e3 N n/n | Peructpa | [lara 3aroI0BOK OKYMEHTA Howmepa mucros | Ilpumeuan
6J1aHKa BHYTPEeHHEN OIHCH LHOHHBIA | JOKyMeHTa nena ue
JIOKYMEHTOB, TO COCTaBJIeHHasl 10 HHICKC
yCTaHOBJIEHHOM popMe BHYTPEHHSIS HOKY;GHT
OIIHUCBb IMIOAKJIENBAETCA K
BHYTpPEHHENH CTOPOHE JIMI[eBOH ! 2 3 4 > 6
00JIOXKKHU Jea.
N3MeHeHUud cocTaBa AOKYMEHTOB

NToro OOKYMEHTOB.

JAeJia (I/IB'I:)HTI/IH, BKJIFOYEHHUA
AOKYMEHTOB, 3dM€Ha IOKYMEHTOB

(umdpamMm M NPONMCHI)

KonmnuecTBO JIMCTOB BHYTPEHHEM ONUCU

KOHI/IHMI/I) OTPaXaKTCA B Fpa(l)e (LMbpaMy ¥ NpPONMCEHo)
"[lpuMedyaHue” BHYTPEHHEN OMKUCH

HavMeHOBaHME IOJDKHOCTM JIMLIA,
CO CCbIVIKaMHM Ha COOTBETCTBYIOIIIHNE COCTaBMBIETO BHYTPEHHKKD OIMCH
AKTBL. HpH H€O6XOL[I/IMOCTI/I MOFYT OOKYMEHTOR IIeJjia Illoonuce PacumnbpoBka HOOONUCHU
ObITb COCTaBJIeHbI HOBAasi UTOTOBasd Hara

34dII1UCb K BHYTpeHHeﬁ OIIMCH U
JINCT-3aBEPUTEJIb AeJia.

®




5

. obopMJIeHUE 00JIOXKKH Jieia

Ha 06s10kKe Jiesia yKa3bIBaKOTCA:

HAaNMMEHOBAaHHNE€ OPraHU3alun U
€€ HelloCpeACTBEHHAA
IMMOAYNHEHHOCTD,

HaMMeHOBaHHeE CTPYKTYPHOTO
noApas/iesIeHusI;

HHJEKC fena;
HOMep TOMa (4acTH);
3aroJIOBOK JieJia (ToMa, 4acTH);

KpalHUe aThl Jesia (ToMa,
4acCTH);

KOJIMYECTBO JIMCTOB B JeJie
(ToMe, 4acTH);

CPOK XpaHeHHUs Jena;

apXUBHbBIW UPP Jea.

(HaMMEHOBaHVE TOCYIAPCTBEHHOTO (MyHMUMIANBEHOTO) apxuBa)

(HaMMeHOBaHVE OpTAHM3ALNK)

(HayMEeHOBaHME CTPYKTYPHOTO MOIpa3meNeHys)

JEJIO N TOM N

(3aT0JI0BOK Iena)

(kpaltHMe maTH)

Ha JIMCTax
XpaHuThb

®.N

On N
N

®Gopmar A4 (210 x 297 mm)

@



Ha 06J102kKe [ieJ1 IOCTOSIHHOIO XpaHeHHUsl IpelyCMaTPUBAETCs MeCTO /i1 HAMMeHOBaHUSA
roCy/IapCTBEHHOT'O (MYHUIIMIIAJIbHOT0) apXHUBa, B KOTOPBIH JieJjla OpraHu3aluu 0yayT NpUHSATHL [Ipu
odOopMJIEHHH 00JIOXKKH JleJla HaUMeHOBaHMe OpTraHU3alMy YKa3bIBAeTCSA MOJHOCThIO, B UMEHUTEIbHOM
nazexe. [lolHoe HaMMeHOBaHMeE BhIIIECTOSIIEN OPraHU3allMM YKa3bIBaeTCsl HaJl HAMMeHOBaHHUEM
OpraHu3aliiu - ICTOYHHKA KOMIIJIEKTOBaHHUA (TaKXKe B UMEHUTEJNbHOM nazexe). Eciu opranusanus
WJIY BbIIIECTOAIAs OpraHyU3aIyisi UMEeIT COKpallleHHble HaUMeHOBaHMsl, TO OHU YKa3bIBAalOTCS B
CKOOKax IocJie MoJIHOr0 HAUMEHOBaHU4.

[Ipy n3MeHeHHH HaUMEHOBAHMs OpPraHU3alMu (CTPYKTYPHOro MoApas/ie/ieH’s) B TeueHHe Iepuo/ia,
OXBaTbIBAaeMOI0 JJOKyMeHTaMHU JieJia, UJIU IIPU Nepejiade Jiesa B APYTy0 opraHu3aluio (CTpyKTypHoe
nojipa3zieJieHue), Ha 00JIOXKKe JieJia IONUCbIBAETCS HOBOE HAMMEHOBAHUE 3TOW OPraHU3alMU WU
OopraHu3alu-IIpaBolpeeMHHUKa (CTPYKTYPHOI'O O/ pa3/ieseHH s ), a MpeKHee 3aKJIHYaeTCsl B CKOOKH.

3aroJioBoK JeJia Ha 6YMa)KHOM HOCHUTEJIE U 3daIrOJIOBOK 3JIEKTPOHHOTO AeJia IIEPEHOCATCA Ha O6J'IO>KKY
AeJia (BHCKTPOHHOFO ;Lena) M3 HOMEHKJIATYPbI A€l OPraHHU3allHNH. 3aroJioBoK AOJI2KEH COOTBETCTBOBATD
CogepKaHHUIO IOKYMEHTOB B I€JI€E.

B Tex ciy4dasix, Korja [eJio COCTOUT U3 HECKOJIBKMX TOMOB (4acTeM ), Ha 00JI0KKY KaKA0ro ToMa (4acTH)
BBIHOCUTCS OOIMM 3ar0JIOBOK JieJia, a IPU He0OXOAMMOCTH - 3ar0JIOBOK KaXK4,0r0 ToMa (4acTH).

B 3arosioBKax zeJi, cojiepaliux Koy JJOKyMeHTOB, yKa3blBaeTCsl Ha KOJIMYeCTBO KOMUU. [ToIMHHOCTD
JIOKYMEHTOB JieJla B 3aroJiI0BKe He OrOBapUBaeTCHl.

/lesia, BHECEHHBIE B I'O/I0OBbIE pa3esibl CBOAHBIX OMMCEU, LIUPPYIOTCS MOCIIE
yTBep KA eHH /COryIacOBaHUS r'0Zl0BOT0 pa3aesa cBoaHoU onucH K apxvBHOTO0 yupexaeHUs U
yTBEePKAEeHUSA PYKOBOAUTEJIEM OPraHM3alUU ([0 3TOT0 apXUBHBIM IUQP MPOCTABJISAETCA KapaHAAIIoM ).

@



Ha o610kKe AdeJld YKa3bIBa€TCA AaTa AeJia - FO,Z[(bI) 3aBeI€HHUA U OKOHYaHHUA [eJia B AE€JIONPOU3BOACTBE.

Ec/in B Z1e710 BKJIIOYEHBI JOKYMEHTbI (HallpUMep, IPUIOKEHNs ), IaTa KOTOPBIX HE COBNA/IAET C AATOH
,qenfl, '5'(') 0/, ATOX C HOBOM CTPOYKHM Jies1aeTcs 00 3TOM 3alKMCh: ' B Jlejie UMeTCd JJOKYMEHThI 34 ...
roa(mb1)".

JlaTa fies1a MOXKET He YKa3bIBaThCs TOJIBKO Ha 00J10KKaX JieJl, COAepKaluX rof0BbI€ MJIaHbl U OTYEThI U
Jlpyrve JOKyMeHTbl, IaTbl KOTOPbIX OTPaXKalTCsl B 3aroJioBKax JieJl.

JlaTo¥ fies1, cogeprKallux pacnopsiAUuTe/bHY10, TBOPYECKYIO U MHYIO JIOKyMeHTalMIo (J0KJ1a/ibl, TUCbMA,
CTEHOTpaMMBbl ), /i1 KOTOPOM TOYHas JaTUPOBKAa UMEET Ba)KHOE 3HAUYEHHUE, a TAKXKE JIJIS [1eJl, COCTOAIIUX
M3 HECKOJIbKUX TOMOB (4acTel ), ABJASKTCA AAaThbl (UACJI0, MECSAL, T'0/l) peTUCTpalu1 (LéOCTaBJIeHI/IH,
MOCTYIJIEHUS) CAMOTO paHHEr0 YU CaMOr'o O3HEr0 IOKYMEHTOB, BKJIIOYEHHBIX B /1eJ10 (KpalHHUE AaThl
JleJ1, JOKYMEHTOB).

JlaToi nesa, cofieprkalllero NpoTOKOJIbl 3aCeJJaHUM, SIBJSIOTCS JAaThl YTBEPXKAEeHUS (€C/IU OHU
YTBEPK/AAKTCSA) UK aThl IEPBOTO U MOC/AeJHEr0 NPOTOKO0J1a, COCTABJSIOLUX JEJIO.

Il[élTOI\/’I JIMYHOT O AeJia ABJIAIOTCA AAaThI IIOAIIMCAHUA IIPUKA30B O IIpUEME U YBOJIbHEHHH JIMI4, HA
KOTOpPO€ OHO 3aBE€E€HO.

[Ipy 0603HaYeHUHU AaThl JOKYMEHTA CHaYaJ/a yKa3bIBAE€TCS YUCJIO0, 3aTEM Mecsl] ¥ roj,. Yucio u roa
0003HavyarTCcsA apabCKUMH IMPpaMH, Ha3BaHHE MecsIia - CJIOBOM.

Eciu AaTa JOKYMEHTa UJIN OTAEJIbHbIC €€ 3JIEMEHTDI Olpeac/IA0TCA l'IpI/I6JII/IBI/ITeJIbHO, Ha OCHOBaAHHUH
dHaJIM3a CoAepPrKaHUA NOKYMEHTA, TO AaTa NJIK OTAEJ/IbHbIE €€ 3JIEMEHTDbI, HE abCOJIFOTHO A4OCTOBEPHBIE,
3dKJ/JII09al0TCA B KBaZlpATHbIE CKOOKH.

O6s13aTe/IbHBIMU PEKBU3HUTAaMU 00JIOXKKH JieJia ABJSIOTCS YKa3aHHe KOJIM4ecTBa JIMCTOB B Jejie <1>
(mpocTasJisieTcsa Ha OCHOBaHMU JIMCTa-3aBEPUTEIA [lesla) U CPOK XpaHeHus Jieia (Ha Jie/1ax MOCTOSAHHOTO
XpaHeHUs NuIeTcs: "XpaHUTh MOCTOSIHHO").
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= [loAroToBKA 3JIEKTPOHHBIX JIeJ1 [J1s lepejay B apxXyWB OpraHu3aluy npeaycMaTpuBaeT
COCTaBJIeHHE OMMCH 3JIEKTPOHHBIX JIeJ1, IOKYMEHTOB (

HaumeHOBaHMe OpraHM3aLUyN

YTBEPXJAI

doup N PyKOBOIUTENL OpPTaHM3aLUN
Moamuce Pacumdposka

OIMChb N MOANINUCH

SJIEKTPOHHEIX TeJ, NOKYMEHTOB Jlara

NIOCTOSHHOT'O XPaHEHUA

3a 7oL

Nn/m | Wunexc nena | 3aronosok nema | Kpaitame natet | O6vem, MO | Ilpumedanus
1 2 3 4 5 6
B naHHBN pa3mes ONUCK BHECEHO Ien,

(uydpamMy ¥ NpPOIMCHD)

c N no N

(umdpamm ¥ NPOMUCHD) (undpamm ¥ MPONUCHD)
06beMOM M6.
HaumeHOBaHME IOKHOCTM
COCTaBUTENS ONUCK Mognuck PacumdpoBka mommucu
HauMeHOBaHME OJKHOCTU
PYKOBOIOUTENSA apxuBa (nmua,
OTBETCTBEHHOT'O 3a apXuB) Mognuck PacumdpoBka nomnucu
COT'JIACOBAHO YTBEPXIEHO

Mporoxon L3K (3K) opranmzaumu
oT N

[lporokon 3JK apxXMBHOTO yupexIeHUs
oT N

HamMeHOBaHME oOpTraHM3aluun
donm N

omcb N
BJIEKTPOHHBIX IeJl, IOKYMEHTOB
BpeMeHHEX (cBrume 10 jer)
CPOKOB XPaHEeHUs

).

YTBEPXIAIO

PyKOBOAMTEJNb OpPTaHMU3aLum
[lopgnuchb Pacumbporxa

NOONNCH
Jara

33 ronm

N | Nnpex 3aronoBok jena Kpaiiuu Cpoxk O6wem, MO | [Tpumeuanus

o/ | ¢ gena € IaTel | XpaHCHHA

1 2 3 4 5 6 7
B IaHHHY pas3ne ONMCU BHECEHO nen,
c N no N

(umbpaMyt ¥ IPONUCHI) (umdpamMy ¥ OPOMUCHI)

obbeMoM M6 .
HamMeHOBaHME IOOJIKHOCTU
COCTaBUTEJNIS OMUCHU llonnmch PacumbpoBKa MNOONUCHU
HamMeHOBaHME IOOJIKHOCTU
PYKOBOIMTEJIS apxuBa (amua,
OTBETCTBEHHOTO 3a apxXMB) llononmce PacumbpoBka NOOONCU

COI'JIACOBAHO

llporokon UJK (3K) opranmusaumn
oT N

e




B fesio noMewaTcA JOKYMEHTBI, KOTOPbIE [10 CBOEMY COZeP>KaHUI0 COOTBETCTBYIOT 3ar0JIOBKY JeJa,
IIpY 5TOM 3alpelaeTcs rPyNNnyupPoBaTh B /leJia YePHOBBIE U Ay0JIETHbIE 3K3EMILJISIPbI IOKYMEHTOB, a
TaK>Xe JOKYMEeHTBHI, NoJJIexKallide BO3BPaTYy.

[Ipyu popMUpOBaHHUU Je/1a HEOOXO0AMMO COOJIIOIATh CeAyIole TpeboBaHUS:
JIOKYMEeHTbI IOCTOSIHHOTO U BpEMEHHOT0 XpaHeHUsI He06X0UMO I'PYIIIHMPOBATh B OT/e/IbHbIE JeJ1a;
BKJIIOYATh B IeJI0 10 OJITHOMY 3K3eMIISIPY KaXKJ0ro JOKYMEHTa;

rpyInUpoBaTh B [1eJ10 IOKYMeHThI OJJHOT'0 KaJIEHJJapHOT0 ro/ia; MCKJII0UeHHWe COCTABJISIOT:
nepexoslye Jea; CyaeoHble fesia; JUYHbIe Jlesia, KoTopble POPMUPYIOTCS B TeUeHU e BCEro Nepruoja
paboThI JIKlA B OpraHU3alMU; JOKYMEHTbI BbIOOPHBIX OPraHOB U UX MOCTOSTHHBIX KOMUCCHH,

A€My TaTCKUX FPYIII, KOTOPble IPYNNUPYIOTCS 32 TEPHUOA CO3bIBA; JOKYMEHTI O6paBOBaTeJIbeIX
opraHu3aluu, KoTopble GOPMUPYIOTCA 32 YUeOHBIN I'0Jl; IOKYMEHThI TEATPOB, XapaKTepusylole
CIIEHHUYECKYIO J1eSITeJIbHOCTD, B MpeJieJiaX TeaTPaJbHOr0 Ce30Ha; Aesa PUIbMOB, PyKONKCEHN, UCTOPUH
00JIe3HEeN.

HpI/IKaBI:)I I10 INHHOMY COCTAaBY AOJI2KHBI 'PYIIIMPOBATBHCA B leJid B COOTBETCTBHUH C YCTAaHOBJICHHbBIMHU
AJId HUX CPOKaMH XPAHEHUA;

AOKYMEHTbBI B IMYHbIX €JIaX PACIIOJNArartoTCAd B XpOHOJIOTUYECKOM IIOPpAAKE I10 MEPE IMOCTYIIJIEHUA;

JIMLIeBbIE CYeTa N0 3apabO0THOM IJIaTe pabOTHUKOB IPYNIIMPYIOTCA B OTZeJbHBIE Jlesia U pacloJiaraoTcs
B HUX M0 a/iGaBUTy GaMUJIMM, UMEH U OTYECTB.

Il[e.}IO Ha 6YMa>KHOM HOCHUTEJIEC HE JOJI2KHO COAEPNKATD 6osee 250 JINCTOB, IIPpH TOJILLIKMHE HE 6osiee 4 cMm.

@



Jlena nepenatoTcsl B apXyWB OpraHu3aluy o
OMUCAM, COCTABJICHHBIM B  CTPYKTYPHBIX
NOAPA3ACICHUSIX.

Onucu J1en CTPYKTYPHBIX MOAPA3ICIICHUAN
COCTaBJISIFOTCA MO YCTAaHOBJIEHHOM (opme B
IBYX JK3EMIUIAPAX U TMPEACTABISIOTCS B apXUB
OpraHW3aluy HE IO3IHEC YE€M Yepe3 OAWH TOJ
MIOCJIE 3aBEPIICHUS AT B IEJTONMPOU3BOACTBE.

Onucu COCTaBIAIOTCS OTHEJIBHO Ha Jena
NOCTOSIHHOTO ~ XpAaHEHHWs; JieJla BPEMEHHBIX
(cBeimie 10 sieT) CPOKOB XpaHEHHMs, B TOM YKCJIE
0 JIMYHOMY COCTaBy, W J€Jia, COCTOSIIUE U3
JTOKYMEHTOB, XapaKTEPHBIX TOJBKO I JAHHOU
opranuzanuu (cyacOHbIe, CICACTBEHHBIC Jena,
HAy4YHbIC OTYETHI 1O TeMam). OTAEIbHbBIC OMTUCH
COCTABJISIFOTCA ~ HAa  C€OUHUIIBI  XPaHCHUS
AIICKTPOHHBIX  JOKYMEHTOB MOCTOSIHHOTO
XpaHeHus; BpeMeHHbIX (cBbiie 10 jeT) cpokoB
XpaHEHUsI, B TOM YHCJIE MO JINYHOMY COCTARY.

HammvmeHOBaHUE opraHm3anum

HaumMeHOBaHME CTPYKTYPHOTI'O
Iompas3nesieHUs

OIIICh N
nej

N | Uuanexc 3aroyIoBoK zena

/1 nena

Kpaitaue
JIaThI

Cpok
XpaHEHHUS
<*>

Komuuects
0 JINCTOB

ITpumeuanue

4

5

Ha3zBanue pasnena

B maHHyI OnoMCb BHECEHO

el

c N

(umdpaMm M NPONUCHI)

no N

;, B TOM YMCIIE:

JIMTEPHBEIE HOMEPa:

[IPOIyMEeHHEEe HOoMepa:

HamMmeHOBaHME IOJIDKHOCTU
PYKOBOOUTEJNA CTPYKTYPHOTO
nogpasnesieHud

COTJIACOBAHO
HamMeHOBaHMEe OOJIKHOCTM
pykoBoOUTENS CIyX0Oel IOY

[logonuce PacumbppoBkra

Honnucu

Jara

[opnmce

COTJIACOBAHO <**>

PacumdpoBka MIOLIMUCHK

IIpoTokoJ 3K CTPYKTYPHOTO
nompasneJieHusd

oT

<*>I'pacha ormmyckaercsi B OITUCH JeJ1 TOCTOSIHHOTO CPOKa XpaHEHHs.

<**> [Ipu Hannunu DK CTPyKTYpHOTrO Mmoapa3aeiacHusl.
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[Ipu cocTaBsieHUU ONIUCH JieJ1 CTPYKTYPHOT0 Nojipas/ieJieHrs1 COOJII0al0TCs Ce/iytole TpeboBaHHUS:

3aroJIOBKH JieJ1 BHOCSITCSI B OITMCh B COOTBETCTBUU C IPUHSATON CXEMOM CUCTeMaTH3allMi Ha OCHOBE
HOMEHKJIATyPhlI JeJI;

KaXA0€ €10 BHOCHUTCA B OIIMCh 11O, TIOPAJIKOBBIM HOMEPOM (GCJ’[I/I Ae€J10 COCTOUT U3 HECKOJIbKUX TOMOB HNJIN
qacTeH, TO KaXAblkd TOM UJIK 4aCTb BHOCATCA B OIIKCH IO MOPAAKOBbBIM HOMepOM);

I‘paCl)bI OIIMCH 3aIIOJIHAKTCA B TOYHOM COOTBETCTBHHU CO CBEJEHUAMMH, KOTOPbI€ BBIHECEHBI HA O6JIO)KKy AeJia;

rpada onucu "[IpuMeyaHue” UCNOJIb3YeTCA JJis OTMETOK O IpUeMe JieJl, 0CO0eHHOCTAX PU3NYECKOro
COCTOSAHMA, 0 Ilepesiaye JeJl APYyruM CTPYKTYPHBIM NOJpa3s/ieIeHUAM CO CChbIIKOM Ha HEO0OXOJAUMBIH aKT, O
HAJIMYUU KOTHM.

B KoHIle onvcy BeJies 3a MOC/IeIHEN OIMCAaTeIbHOM CTaThbe! 3al0JIHAETCA UTOroBas 3alMUCh, B KOTOPOU
yKa3bIBalOTCA (LUPpaMu U POMUCHI0) KOJIMYECTBO JeJl, IEPBBIN U MOCJEAHUN HOMEpPA eJl [0 ONKCH JieJ, a
TaKXe Ol"i)BapI/IBaIOTCH 0COOEHHOCTHY HYMepaluHu JieJl B ONMMCHU (HaJIMYUe JIMTEPHBIX U MPOMYILLEHHBIX
HOMEPOB).

[lepen BHeECEHHEM 3aroJIOBKOB /el B ONIUCh IPOBEPSAIOTCSA KaueCTBO GOPMUPOBAHHUSA U 0DOPMJIEHHUS eI,
COOTBETCTBHE KOJIMYECTBA JieJl, BHOCUMBbIX B ONMCh, KOJIMYECTBY 3aBEJIEHHBIX JleJ1 10 HOMeHKJIaType Je
OpraHMu3alivH.

HpI/I IIpoCMOTpeE AeJl1 IPOBEPAOTCA: COOTBETCTBHUE 3dal'0OJIOBKa A€Jia COAEePKaHUII0 JOKYMEHTOB B [1€JIE;
IMPpaBHUJIBHOCTb O(l)OpMJ'IeHI/IH U 'PpyHnIIMpoOBKH JOKYMEHTOB, BKJIIOYEHHbIX B €J10; Ka4€CTBO ITOAIIMBKHA NJIN
HepelrvieTa AeJja; IpaBuJIbHOCTb HyYMepalnuHt JIMCTOB A€J1a; HAJIM9HUE B [I€J1€, B H€O6XO,LLI/IMbIX CJIyvdadx,
BHYTPEHHEH OIIMCH AeJia U IIPAaBHUJIBHOCTb €€ COCTAaBJIEHUA, IIPABUJIbBHOCTb OCl)OpMJ'IeHI/IH 00JI0KKU AeJia,;
HaJIM9ME€ U IIPAaBUJIBHOCTb JIMCTA-3dBEPUTEJIA [eJia. B cjiy4dae O6HapymeHI/IH HapylmeHHuA YCTaHOBJICHHDBIX
IIpaBHUJI (l)OpMI/IpOBaHI/IH )5 O(l)OpMJ'IeHI/IH JAeJI OHHU JOJIZKHBI OBbITb YCTPpaHEHBI.

B ciiydyae o6HapykeHUsI OTCYTCTBUSA JieJ1, YACSIIMXCS 0 HOMEHKJIAType JieJl OpraHu3aliy, CTPYKTYPHbIM
noJipas/ieJieHMeM NMPUHUMAIOTCS Mepbl IO Po3bICKY. OOHapy>KeHHbIe JieJia BKIIYalTCcsd B oUCh. Eciin
NPUHATBIE MEPBI He 1A/ Pe3y/IbTaTOB, TO Ha HeOOHapy»KeHHbIe JleJla COCTaBJIAETCH aKT 00 yTpaTe
JIOKYMEHTOB, KOTOPbIU NOJANKUCHIBAETCA PYKOBOAUTENEM CTPYKTYPHOIO NoApa3/iesieHUs U nepeaaeTcs BMeCcTe
C OMHUCBIO JieJl CTPYKTYPHOTO NoApa3/iesieHUs B apXUB OpraHu3aIuu
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= [lepenaya fes1 B apxvB OpraHU3aliy OCYILECTBJISAETCA 10 IpadHUKy, COIJIACOBAHHOMY C
PYKOBOAUTENSIMU CTPYKTYPHBIX MO pa3/ieIeHUH, NepealolliuX JOKYMEHThI B apXUB, U
YTBEPXJEHHOMY PYKOBOAWTEEM OPraHU3alHH.

= B Iepuosa moAroToOBKH A€JI Ha 6YM8>KHOM HOCHUTeJIEe CTPYKTYPHBIM IIOAPa3aAcJIEHUEM K
Inepeaade B dApXmuB OprraiHru3dalilMid COTPYAHUKOM dPXHB4A IIPOBEPAECTCA IIPABUJIBHOCTDb UX
(1)OpMI/IpOBaHI/IH, OCl)OpMJIeHI/IH U COOTBETCTBHUE KOJINYECTBA A€JI, BKVIFOYEHHDBIX B OIINCD,
KOJIMYECTBY A€, C(l)OpMI/IpOBaHHbIX B COOTBETCTBHUH C HOMeHKJIaTypOI;‘I AeJl OpPraHrU3alHH.
Bce BbIsIBJIEHHBIE ITPpH IIPOBEPKE HEAJOCTATKH B Cl)OpMI/IpOBaHI/II/I 151 OCl)OpMJ'IeHI/II/I JeJl
pa6OTHI/IKI/I CTPYKTYpPHOTI'O 1noapa3geJI€HUA 00s13aHBbI YCTPAHHUTD.

" HpI/IeM-nepe,L[aqa A€JI B apXWUB OPraHU3aliun ITIPOU3BOAUTCA pa6OTHI/IKOM dpXHBa
OpraHU3anuu B IPUCYTCTBHUHA pa6OTHI/IKa CTPYKTYpPHOTI'O Itoapa3ac/JI€HUA. Ha IK3eMIlJIApax
OITMCH AeJi, AOKYMEHTOB IIPOCTAaBJIAE€TCA OTMETKA O HAJIMYHUH AeJia. B KOHIIE€ KaxKJ0rI'o
IK3eMIlJIdpPa OITMCHU YKA3bIBAIOTCA I_[I/I(l)paMI/I A ITPOIINCbKO KOJIMIECTBO Cl)aKTquCKH
IIPUHATBIX B dPXHWB A€JI, HOMEPa OTCYTCTBYIOIINUX AEJI, aTa IIpUEeMa-1iepegadun e, a TaKXKe
IIOAIIMCH JINL 4, OTBETCTBEHHOI'O 34 dPXHWB, U JIKNIL 4, [IepeJaBLIEro AeEJia.




I[lepeaya 371eKTPOHHBIX JOKYMEHTOB B apXMB OpraHu3al iy IPOU3BOAUTCA HA OCHOBAHUY ONUCEN .
3JIEKTPOHHBIX JieJl, JOKYMEHTOB CTPYKTYPHBIX IMOApa3/ieJIeHUM 1o UHPO MaLlI/IOHHO-TeJIeKOMMgIHI/IKaLU/IOHHOI/I
CeTH (Epn HaJIMYWHW B apXUBE OpraHu3ani MHGOPMALlMOHHOW CUCTEMBI) MU Ha PU3NYECKH 000COOJIEHHBIX
MaTepHaJIbHbIX HOCUTEJISIX, KOTOPbIE NPEACTABJSIOTCA B JBYX UAEHTHUYHbBIX 3K3eMILJISIPax.

[Ipu nepesiaye 3/1eKTPOHHBIX IOKYMEHTOB B apXUB OpTaHU3alMH BbINOJHSAIOTCS CAeAYI0le OCHOBHbIE
npoLeaypbl paboThI C JOKYMEHTAMU:

dopMupoBaHUe B UHGOPMALMOHHON CUCTEMe OPTaHU3alUU 3JIEKTPOHHBIX JleJl, ABJIAIOLIMXCA COBOKYITHOCThIO
KOHTEUHEPOB 3JIEKTPOHHBIX JOKYMEHTOB UJIM KOHTEUHEPOM 3JIEKTPOHHOT0 JOKYMEHTA, COAepKaluM
KOHTEHT U MEeTaJaHHbIe 3JIEKTPOHHOTO JOKYMeHTa, GpanJibl 3JIeKTPOHHBIX MOANUCEN U BU3YAJIM3UPOBAHHYIO
KOIMIO TEKCTOBOTO 3JIEKTPOHHOTO JOKyMeHTa B popMaTte PDF/A;

(l)OpMI/IpOBaHI/Ie OIIMCH IJIEKTPOHHBLIX A€JI, JOKYMEHTOB CTPYKTYPHOTI'O ITIOAPa3aAeJIEHUA;

NpOBepPKa apXWBOM OPraHMU3allyY 3JIEKTPOHHBIX JOKYMEHTOB Ha HAJIMYME BPEJOHOCHBIX KOMIIbIOTEPHBIX
IporpaMmum;

IIPpOBEPKa BOCITIPOU3BOAUMOCTH 3JICKTPOHHBIX JOKYMEHTOB;

ITPpOBEPKa Cl)I/IBI/I‘{eCKOl"O 1 TEXHUYECKOI'0 COCTOSIHUS HOCUTEJIEN (l'[pI/I rnepegavdye s3JIEKTPOHHBIX JOKYMEHTOB B
dPXHB OPpraHMU3alUH Ha (l)HBquCKH 000Cc00JIEHHBIX MaTEepHUaJIbHbIX HOCI/ITeIIHX);

IIpOBEpPKa NOAJIMHHOCTH BHEKTpOHHOﬁ IMOAIINCH, KOTOpOfI MMoAIINCaH SHeKTpOHHbIﬁ AOKYMEHT.

[IpyrieM 3JIEKTPOHHBIX JOKYMEHTOB B apXWB OpPraHM3alvy N0 MHGOPMaIMOHHO-TEJIEKOMMYHHUKAIIUOHHOU CeTH
(Ipu HaJIMYKKM B apXUBE OpPraHU3ald MHPOPMALMOHHOM CUCTEMBI) UJIM Ha PU3UYECKHA 000COOIEeHHBIX
HOCUTEIAX 0POPMJIAETCA COCTaBJI€HMEM UTOTOBOM 3allMCH B KOHIIE ONMCH 3JIEKTPOHHBIX JieJl, JOKYMEHTOB, B
KOTOPOM UMPpaMHU ¥ NPONKUCHI YKa3bIBAETCS KOJIUYECTBO PAKTUIECKHA NPUHSATHIX B aPXUB 3JIEKTPOHHBIX JieJl
Y 3JIEKTPOHHBIX JJOKYMEHTOB. UTOroBast 3anuch NOATBEPK/AA€TCSA NOANMUCAMM COTPYAHHUKA apXrBa U
COTPYJIHUKA CTPYKTYPHOI'0 NIO/ipas/e/ieHus, nepe/jaBlIero 3JIeKTPOHHbIE JieJ1a U IOKyMeHThl. [Ipu npueMe Ha
apXUBHOE XpaHEHUE 3JIEKTPOHHbIE JleJ1a 3aBePSIOTCS 3JIEKTPOHHOM MOANUCHI0 PYKOBOAUTEJISI OpraHU3alu1
WJIH YIIOJIHOMOYEHHOT'0O UM JI0O/PKHOCTHOTO JIMIIA.




[locsie mpreMa B apXvB 3J1IEKTPOHHBIX JJOKYMEHTOB Ha GU3UYECKU 000CO0JIEHHBIX MaTePHUAJIbHbIX
HOCUTEJISIX BKJIAbIIIH, HOMellleHHbIe B QY TSP €IMHULbI XpaHEHUSI B CTPYKTYPHOM MO/ pa3/ieJleHUH,
3aMEeHSA0TCA Ha BKJIAJbILU, 0POpPMJIEHHBIE B apXUBE.

Ha BkJ1abillle, mOoMelaeMoM B Gy TSP eAUHUIIbl XpaHEHHUS, 0POPMJISIEMOM B apXMBE, YKa3bIBAETCH:
HaWMeHOBaHUeEe OpraHu3anuu (IIoJIHOe, COKpallleHHOE);

HoMep GOH/3;

HOMep OMMCH 3JIEKTPOHHBIX JieJl, JOKYMEHTOB;

HOMep JieJia 10 ONUCH;

OTMETKa O CTaTycCe 3K3eMILJIsIpa 3JIEKTPOHHBIX JIOKYMeHTOB: "OcH." (ocHOBHOM) uiu "Pab." (pabouuii);
KpalHMe aThl IOKYMEHTOB 3JIEKTPOHHOTO /1eJ13;

IpU HEOOXOAUMOCTH OPOPMJIAIOTCS JOMOJHUTEbHbIE OTMETKHU 00 OTPAaHUYEHUH AOCTYIA K
JIOKyMeHTaM.

Bkusiaapim nomeniaeTcs B QyTasIp %:Hanecxn 060C00JIEHHOT0 MaTepPHaJIbHOT'0 HOCHUTEJISI TAKUM
06pa3oM, YTOObI HAAMKCH Ha HEM ObLJIM BUAHBI IPU 3aKPbITOM QYyTIsIpE.




OPTAHU3AILIUA UCITOJIH30BAHUS
JIOKYMEHTOBR

APXVUBHOTI'O ®OHJIA POCCUHNCKOU
®E/IEPALIMU U IPYTUX
APXWBHBIX

JIOKYMEHTOB OPTAHU3AILIUU




Apx¥B opraHu3alu AOJDKEH MPEJ0CTaBJATh M10Jb30BaTEJI0 JIOKYMEHTbBI ApXUBHOTO
dona Poccuiickont Pesiepalivu M Jpyrue apxuBHbIe JJOKYMEHTDI, @ TAK>Ke CIPaBOYHO-
IIOUCKOBbIE CPEJICTBA K HUM.

JlOCTyIl K JOKYMEHTAM MOXeT ObITh OrTPaHHU4YEH B COOTBETCTBUM C 3aKOHOIATEJbCTBOM
Poccurickon ®enepaliyy, a TakKe B COOTBETCTBUHU C paclopsi>KeEHHeM COOCTBEHHHKA UJIH
BJIa/leJiblla apXHMBHBIX JOKYMEHTOB, HAXOAAIUXCSA B YaCTHOM COOCTBEHHOCTH |

denepanbHOro 3akoHa ot 22 okTsa6ps 2004 r. N 125-93 "06 apxviBHOM /JieJie B
Poccurickoun @enepanuu«).

[Tonb3oBaTenu IIPpHU NCIIOJIb3OBAHHWH JOKYMEHTOB dPXHWBd OPIraHHU3dllUH 00s13aHbI
AeJlaTb CCbIJIKHM HAd MECTO XpAdHEHHUA NOKYMEHTOB.
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HAYYHO-CIIPABO4YHbIH AIINAPAT - 3TO KOMIIVIEKC B3AMMOCBSA3AHHBIX U
B3ANMOAOIIO/IHAEMbIX APXUBHBIX CIIPABOYTHHKOB O COCTABEHW
COAEPKAHUM APXHBHBIX JOKYMEHTOB, CO3JABAEMbBIX HA EAWHOU
METO/IMYECKOM OCHOBE /1Al [IOMCKA APXUBHBIX AOKYMEHTOB U APXUBHOM
UHO®OPMAILUY B IEJAX I@PEKTUBHOI'O MCIIOJ/IB30BAHMUIO

= CocTaB HAYYHO-CIIPABOYHOTIO dIllldPdTa apXKWBad OpraHrU3alivy olipeaeadeTcd COCTaAaBOM
" cogeprKaHHUEM XPAHAINIUXCA B HEM JOKYMEHTOB, XdpaKTEPOM MU 3ald9aMH ITIOUCKaA U
HMHTEHCUBHOCTBIO MCITIOJIb30BAHHUA JOKYMEHTOB.

= OCHOBHbBIM (00£13aTeJIbHbIM ) apPXHMBHBIM CIIPABOYHHUKOM B apXUBE OpraHu3aluu
SIBJISIETCS OINKCH JleJl, JOKYMEHTOB.

= B AOIIOJIHEHHE B apPXHWBE€ OPraHN3adl BEAYTCA BCIIOMOI'aTE€/IbHbI€ dPXHUBHBIE
CIIpPaBOYHHKH - KaTaJIOT'H, YKa3aTeJIU, HICTOPHUYIECKAaA CIIpAaBKa K Cl)OH,ZLy.




B LiEJIAX OBECIEHEHWA COXPAHHOCTH, CBOEBPEMEHHOI'O OTbOPA Y1 YHETA U CUCTEMATH3ALUU AEJI,
NOANEXKAIIHUX NOCTOAHHOMY U BPEMEHEOMY (CBBIIIE 10 JIET) CPOKOB XPAHEHUA, BE OPTAHU3ALWU
COCTABAANKOTCA OITHMCH AEJL, JOKYMEHTOB.

= OnucH cOCTaBJIAIOTCA OTAEJNbHO Ha /leJ1a, JOKYMEHThI:

* MOCTOSTHHOTO CPOKa XpaHeHUS;

= BpeMeHHbIX (cBbille 10 jieT) CPOKOB XpaHeHHUS;

* [0 JIMYHOMY COCTaBY;

= XapaKTepHble TOJIbKO AJisl JaHHOM OpraHu3anuu (CyfeoHble eJia, MaTepyaJibl YTOJOBHBIX JieJ, HAyYHble OTYEeTHI 10 TeMaM).

= AHaJIOTHYHBbIE OMUCHU COCTABJISAIOTCSA HA 3JIEKTPOHHbIE JieJ1a, JIOKyMEHTHI.

= CBOJIHbIE OIIMCH JieJI, JOKYMEHTOB OpraHU3alMy COCTOAT U3 IOJI0BbIX Pa3/ie/IoB, COCTABJ/IAEMbIX Ha OCHOBE [lepe/JaHHbIX B apXUB
OpraHM3al1H ONKUCEH JieJl ee CTPYKTYPHBIX [T0/ipa3/ie/IeHUH 3a onpe/ie/IeHHble Io/bl, U CHCTEMaTU3UPOBAHHBIX B IIpe/ie/iax KaXK/10ro

roja B COOTBETCTBHHU C YTBEPKAECHHOHN CTPYKTYPOU OPraHHU3adllMMH HA 3TOT I'OA.

= OnwucH ges, JOKYMEHTOB COCTABJISIIOTCS 110 YCTAHOBJIEHHOU pOpPMe U COCTOAT U3 ONUcAaTeIbHbIX CTaTel eJJUHUL, XpaHEeHUSs, UTOTOBOU
3alMCH, JIUCTA-3aBEPUTEJIA U CIIPABOYHOI0 annapara K OIMUCH.

= OmnucaTesibHasA CTaThsA ONIMCH BKJIIOYAET: MOPAJAKOBBIA HOMED eJMHUIIbl XPAHEHHUH; MH/EKC eIMHULIbI XpaHeHUA (110 HOMEeHKJIaType Jie);
3aroJIOBOK e/JMHHIbl XpaHEeHH, BKJIKOYAIOIIUY YKa3aHHe Ha HaJIMuMe KOIIMM, €CJIM B HeH XPaHATCH KOIIMHY JOKYMEHTOB; KpalHHe JJaThl
e/IMHULbl XpPaHEHUS; CDOK XpaHeHHUs (/15 ONMCel eJl, JOKyMEHTOB BpeMEeHHOT O XpaHEeHHUs ); KOJIMYECTBO JINCTOB B €IUHULIE XPaHEHUS.
3aroJIoBOK JieJla MOXKeT OBbITh [IONOJIHEH aHHOTALUeN OT/ieJIbHbIX JOKYMEHTOB (IpyNibl JOKYMEHTOB) €IMHULIbI XpaHEHHS.

= B cnpaBoYHBIM annapaT K ONKMCH BXOAAT: TUTYJIbHBIN JIMCT; COZlepKaHue (Oor1aBeHue); npeuca0BUe; CIIMCOK COKpallleHUH; yKa3aTe/lx
K ONUCH (MpeJMeTHbIN, UMEHHOMU, reorpadpuyiecKoi).

= CocTaB CIIpaBO4YHOTO allllapaTa K OIMKMCHU 3dBUCHUT OT CPOKaA XpPaHEHHUA BKJIIIOYEHHBIX B HEE€ IOKYMEHTOB U UX BU/1OB.

« Konucam A€JI, JOKYMEHTOB IIOCTOSAHHOI'O XpaHEHHUA U 110 IMYHOMY COCTaBy COCTABJIAKOTCA TPITy.IIbeIﬁ JIUCT, IpeagrucjioBUeE, OIJiaBJIEHHUE,
IIpHu HEOﬁXOAI/IMOCTI/I - CIIMCOK COKpalll€HHUH, YKa3aTEJIH.

@



Ha TUTY/IbHOM JIMCTE OMKCH YKA3bIBAIOTCS: NMOJIHOE HAMMEeHOBaHHeE TOCy/IapCTBEHHOTr0 (MYHHUIIMIIAJbHOI0) apXUBa (€C/IM OpraHU3aIUs SABISAETCS UCTOYHUKOM
ero KOMILJIEKTOBaHHMs ), IoC/IeiHee NM0JTHOe HaMMeHOBaHKe OpraHu3al iy, COOTBETCTBYIOIllee Ha3BaHUIO ee apXMBHOr0 GOH/Ia, HOMep apXMBHOro GOH/A, HOMep U
Ha3BaHUE ONMMCH, KpallHUeE JaThl BHECEHHBIX B ONMUCH €IMHUI] XpaHEHUS.

Ec/im HanMeHOBaHKe OpraHM3aL MK U3MEHAJI0Ch, HA TUTYJILHOM JINCTE (B C/Iy4yae He06X0JAMMOCTH - Ha JIOTIOJTHUTEJIbLHOM JIMCTE) IO/ IOCTAeJHUM
HaMMeHOBaHWeM OpraHM3allMM YKa3blBalOTCA B CKOOKAax BCe ee IepeMMeHOBaHuUsA B UCTOPUYECKOH (XpOHOJIOTHYECKOM) MoC/1ej0BaTeIbHOCTH 3a IePHO/,
COOTBETCTBYIOLUI KpalHUM JlaTaM eJUHUL] XpaHEHUSs], BKJIIOUEHHBIX B OMUCH.

B mpeauc/10BUH K ONMCH KPaTKO M3J/1araloTcs NepeMMeHOBaHHWA OpraHM3alii B MCTOPUYECKOM (XpOHOJIOTMYeCKOM) Noc/1e/10BaTe/IbHOCTH 3a epHO/,
COOTBETCTBYIOLIUN KpaWHUM JaTaM eJUHUL, XpaHEeHUs], BKJIIOUEHHBIX B ONMUCH. [IpeiicioBre MONUChIBAETCS COCTABUTEJIEM C YKa3aHUEM JI0DKHOCTH U 1aThl
COCTaBJIEHUS.

K onucu gen, ;okyMeHTOB BpeMeHHOro (cBbilie 10 jieT) XpaHeHus], TPpYU HE0OXOJUMOCTH TaKXKe MOTYT COCTaBJISITbCS OIJIaBJIeHUe, CIMCOK COKpaLleHUH.
Onucu (rooBble paszesibl ONUCEN) Aesi, JOKYMEHTOB COCTABJISIOTCS:

HOCTOHHHOF()) XpaHE€HHA - HE MEHee Y€M B YeThbIPpEX 3K3EeMIJIAPAX: TPHU HA 6YMa)KHOM HOCHUTeJIE U OJUH - B 3JIEKTPOHHOM BHU € (B KadyecCTBe pa60qero
JK3eMIlJidpa),;

BpeMeHHOro (cBbiie 10 JieT) XpaHeHHUs - He MeHee YeM B [IBYX 3K3eMILIsSpaXx;

AOKYMEHTOB I10 IUMYHOMY COCTaBYy OpFaHI/IBaL[I/Iﬁ - MICTOYHHUKOB KOMIIJIEKTOBAHHA I'OCYyJapPCTBEHHbBIX (MYHI/IL[I/IHaIIbHI:IX) dPXHUBOB - HE MEHEE YE€EM B HETbLIPEX
IK3EMIJIApAX: TPHU Ha 6YMa)KHOM HOCUTeJie, OAUH - B 3JIEKTPOHHOM BHUE (B Ka4deCTBe paoo4dero 3K3€MHJIHpa);

JIOKyMEHTOB 110 IMYHOMY COCTAaBY OpraHU3alMi, He sBJISIOIUXCS HCTOYHUKAMU KOMIIJIEKTOBAHHUS FOCYJapCTBEHHBIX (MYHUIIUIIA/IbHbIX) apXHUBOB, - HE MeHee
4yeM B TPeX 3K3eMILJIspax.

Onucu (rofoBble pa3/iesbl oNvce) Aes, JOKyMeHTOB BpeMeHHOro (cBbille 10 sieT) xpaHeHus coryiacoBbiBatoTcs ¢ DK (3K) opranusanuu, nocse yero
YTBEPXKAAITCA PYKOBOJUTEeM OpraHU3aluu.

Ha paccmoTtpenue JIIK npeacTaBisioTcs He MeHee 4yeM yepe3 3 rojia nocJie 3aBepllieHus 1eJJI0NPOU3BOACTBOM JieJl, BKJIIOUEHHBIX B pasjelt:
onucy (rofoBble pa3jesibl ONUCEN) Aes1, JOKYMEHTOB MMOCTOSIHHOT'O XpaHEHHUSs JIJIsl YTBEPKAEHUS;

onucy (rofoBble pa3jesibl ONUCEN) Jies], JOKYMEHTOB M0 JIMYHOMY COCTaBY JJisl COIVIACOBAHUS .

[locne yTBepk/AeHUd (coryiacoBaHUs) onucel (rofoBbix pa3esoB onvceld) 1K oHu yTBepkAal0TCA PYKOBOAKTEEeM OpPraHU3alUH.

B rocynapcTBeHHbIN (MyHHLIMIIANbHBIN) apXUB NlepejaloTCs TPY 3K3eMILIApa ONKCH JieJ TIOCTOSAHHOI0 XPaHEeHHUs, OIMH 3K3eMILJIAP OIMCH JieJl 10 INYHOMY
COCTaBYy, yTBep:KAeHHbIX (corsiacoBaHHbIX) IIIK, a Tak»ke 110 0fHOMY 3K3eMILISAPY KaXKJ0W OMKCH B 3JIeKTPOHHOU popMe (B KauecTBe paboyero 3K3eMIisipa).

OﬂI/IH JK3EeMILJIAP OIMMHUCH AeJT IOCTOAHHOT'O XpaHEHHUA N [IBA 3K3EeMIJIApa OIMUCH AeJl 110 IMYHOMY COCTaBYy OCTAOTCA B OpraHrU3alluH.

BHeceHue U3MeHEHU B rOJ0BOM lgasz[eﬂ ONKCH JieJi, IOKyMEHTOB NocJie ero yTBepxJeHus (cornacoBanus) K gonyckaeTcs To/IbKO HA OCHOBAaHUHU "
cooTBeTcTBYOLero pewmeHus JIK.



= ApXHUBHBIN KaTaJIOT - Me>K(QOH/I0BbIA ApXUBHBIMA CIPABOYHHUK, B KOTOPOM HHOPMALUA O
Co/ZlepKaHUHU JOKYMEHTOB apX1Ba CrpylnyupoBaHa 110 peJMeTaM, TeMaM, OTPac/IfAM,
pacIoJIOKeHHbIM B COOTBETCTBUU C IPUHATOM JI1 JAHHOTO KaTaJsiora CXeMOU
KJacCubUKaAIUU JOKYMEHTHOU UHPOpPMALIHH.

= ApXMBHBIN KaTaJIOT - apXUBHBIM CIIPAaBOYHUK, B KOTOPOM UH(OpManusa 06 apXUBHbIX
JIOKYMEHTAax pacIoJioKeHa B COOTBETCTBUM C BbIOPAaHHOM cXeMoH KjacCudHUKaLUH.

By bl KaTaJIOroB:

= ChucTeMaTU4YeCKMH KaTaJjor

[IlpesMeTHO-TeMaTHYECKHUI KaTajor

XpOHOJ’IOI‘I/I‘-IeCKI/Iﬁ KaTaJIor

MMeHHOM apXUBHBIU KaTaJIOT

[IpeagMeTHBIN KaTajaor
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HUcTopHuyecKas cipaBKa K apXUBHOMY POHAY — JOKYMEHT, CO/lEpKalllii CBeJEHHUS M0
MCTOPHUH POHI000pa3oBaTesis U apXUBHOTO POHAA, KPAaTKYI0 XapaKTEPUCTHUKY COCTAaBa U
coZlep>KaHusl JOKYMEHTOB apXUBHOTr0 GOH/Ia U HAyYHO- CIPAaBOYHOr 0 annapaTta K HEMY

UcTopuyeckas cripaBka K GOHAY COCTOUT U3 TPEX pa3/esoB:

1. ucropusa ¢poHg006pa3zoBaTesid, OTPAXKAIOILASA UCTOPUIO0 OPTaHU3ALMU CO CCbIJIKAMU Ha
COOTBETCTBYIOIIIME 3aKOHO/aTeJIbHbIe U HOPMAaTUBHbIE aKThI (AaThl 06pa30BaHM4,
IepeMMeHOBaHWs, peOpraHU3alyy, JUKBUJALMH, BEJOMCTBEHHYO IPUHAJIEKHOCTD,
CTPYKTYPY U PYHKIIMH, X U3MEHEHU S, HA3BaHUE OPraHU3al| Ui - IIpe/lleCTBEHHUKA),

2. HUCTOPHUA (l)OH,Z[a (O6']:>€M, KpaﬁHHe AaTbl JOKYMEHTOB, CTE€II€Hb UX COXPAHHOCTH, AAThbI
nepegadiv JOKyMEHTOB Ha ITIOCTOAHHOE XpaHeHI/Ie)

3. XapaKTepHUCTUKA JJOKYMEHTOB POH/a (Pa3HOBUAHOCTHU JOKYMEHTOB, 0COOEHHOCTH
GOpMHUPOBAHUS eJUHUIL] XPAaHEHHUS U UX CUCTEMATHU3aLUU, HAJIMUHE JOKYMEHTOB,
BBIXO/ISIMX 33 XPOHOJIOTUYECKHUE TPAHUIIbI AeITEJIbHOCTH QOHA000pa3oBaTe s, COCTaB
CIIpaBOYHOTrO anmnapaTta K GOoH/1y, MECTO XpaHEHUS IOKYMEHTOB 10 INYHOMY COCTaRBY).

HcTopurdyeckas cripaBKa K GOH/Y COCTABJSIETCS B IBYX 3K3eMILJIsIpaX, OJJUH - XPAHUTCS B
Jlesie GOHIA, BTOPOU - lepeJjaeTCsl B TOCyJapCTBEHHbIN (MYHULIMIIAJIbHBIN ) apXHUB.




2, Hcroprteckue cBeleHAs 0 cocTaBe c)OPMAPOBAHHOTO (OHIA

YTBEPXKIAIO:
Tupexrop 000 «Amsda Jata nepsoro moctynsienna gouaa B apxus oprammsamun — 14.01.2016
BA JIEBoR Koamgectso ne
«_» 2021 Bua nena Koangecrso Kpainme 1aTmi aea
MOCTOAHHOTO 14 2016 - 2020
HeTopuueckas cnpaBka AOATOBPEMEHHOTO 3 2016-2020
K donay Ne 10 JTHYHOMY COCTABY 5 2016-2020
ObmiecTeo ¢ orpaHuYeHHOH 0TBETCTBEHHOCTBIO «ATbhar Hanuuue 10kyMeHTOB Opransanuy (8 TOM YHCIE 10 JHYHOMY COCTABY), HAXOASMHXCH B
OBmecTBO ¢ OrpaHHYCHHON OTBETCTBEHHOCTBIO «Anbday (cokpameHHoe Hazganne 000 cocTaBe APYTHX (OHA0B HIH APXHBOXPAHATHIN B MECTAX HX XPAHEHHS — HET.
«Ampdar) oni710 cosaano B 2015 roay Ha ocrosarmi pemenna Ne | yHacTHHKa 00mIeCTBa C Hammume B or1e J0KYMeHTOB APYTHX OPTAR3ANHI HAH IHI ((HORIOBbIC BRIOTERAS) —
OrpaHHYCHHOI OTBETCTBEHHOCTHI0 «Ambday or 29.10.2015 roaa (mazee — Obmectso. S

IOpnouweckuit agpec: 100016, r. Mocksa, ya1. Ansdorekas. 1. 1, xopm. 2. e1p. 3.

Hsvenenns B cocTase B 00beve (PoHIa B HX NPHYHHBI — HIMCHCHHH HE 3adHKCHPOBAHO,

®axrrveckuit azpec: 100016, r. Mocksa. y1. Aasdoseka, 1. 1. kopm. 2. e1p. 3.
Crenenb cOXpaBHOCTH H QH3HYECKOE COCTORHME JOKYMEHTOB — CTENCHb COXPAHHOCTH

1. Heropus opraHusanun JOKYMEHTOB OT.THYHAA, BCE IOKYMEHTH! B HATHYHIL
OcroBHas Hems co3ganng ObmecTBa — BeJEHHE KOMMEPYECKOH H X03aliCTBEHHOM ARTHI IPOBEJEHHBIX TPOBEPOK:
ACATETBHOCTH, HANPAB/ICHHON HA NMOTYYCHHE MPHOBLIH B MOPAAKE H HA YCIOBHAX,
: Axt Nel2 ot 12.02.2017:
OnpeaenAeMBIX JHCTBYIOMAM 3aK0HO aTeIbeTBOM PO, 3 02.2017:
IIpeamerom geaTenbrocTH OOMmecTBa ABAACTCA: Axrt Nel0 ot 29.01.2018:
* JICATETBHOCTH CTOJOBBIX MPH MPEANPHATHAX H YIPCKICHHAX. H NOCTABKA MPOTYKIHH Axr NeS or 15.02.2019;

ODIIECTBEHHOIO MHTAHHA: Axr Nel§ or 11.02.2020:

* NpPOH3BOJCTBO H PEATH3ALHA NPOTYKIHH HINEBOI MPOMBIIUICHHOCTH:
g R d ® Akr Nel2 or 19.02.2021.




OCHOBHbBIMHU ®OPMAMHU UCIIOJ/Ib30OBAHKA JOKYMEHTOB APXUBA OPTAHMU3ALINH
ABJIAIOTCA:

MHOpPMaLMOHHOE 0becriedyeHrMe pabOTHUKOB OpraHU3alluu;

MCIIOJIHEHUE 3alPOCOB 110JIb30BaTeJel, B TOM YHCJie 3alPOCOB I'Ppak/laH COIMaJIbHO-
IIpaBOBOr0 XapaKTepa;

BblJla49d IOKYMEHTOB 1 €I BO BPEMEHHOE 110J/Ib30BAHHE, IIPEAOCTaBJIEHHUE KONUU dPXHBHBIX
AOKYMEHTOB I10 3allpoCaM HOHbBOBaTeHeﬁ, B TOM 4YHUCJIE B (1)opMe QJIEKTPOHHBIX JOKYMEHTOB.

(DOpMaMI/I HUCIIOJIb30BAHHUA JOKYMEHTOB dpXHBd OPIr'aHU3dlHUH ABJIAKTCA TAKXE!:

I/IH(l)OpMI/IpOBaHI/Ie CTOPOHHHX opraHnsauHﬁ 0 HaJIM9YHWH U COAEPIKAHHUN UMEIOIIINUXCA B
dpXHUB€ NOKYMEHTOB;

HUCIIOJIb30BdHHE JOKYMEHTOB B CPE€CTBAX MacCOBOU I/IH(l)OpMaL[I/II/I;

MCII0JIb30BaHUE JOKYMEHTOB JIJI1 IOJATOTOBKH UCTOPHUKO-UHPOPMALIMOHHBIX MEPOTIPUATHUH:
BbICTABOK, 3KCKYPCHUH, KOHpEepEHIINH;

BblZla4a JOKYMEHTOB /IJIs1 pab0Thl B YNTAJbHOM (IIPOCMOTPOBOM ) 3aJie apXHBa;

OopraHHU3anud AO0CTYIIa pa6OTHI/IKOB OpraHrU3aliu K JOKYME€HTAM dPXHBd IIyTEM
HNCITIOJIb30BAHHUA I/IHCl)OpMaL[I/IOHHO-TeJ'IeKOMMYHI/IKaLU/IOHHOI‘/JI ceTH.




ApXI/IB OpraHu3aniy J0JI2KEH BECTH YIE€T HCIIO0JIb30OBAHUA JOKYMEHTOB, B TOM 9YHCJI€ BblJIaYH JIOKYMEHTOB U [J1€J1, BbIJIaY1 ApXHUBHbIX
CIIPpaBOK, BBIITKUCOK, KOITMKX JOKYMEHTOB.

3anpochl 10JIb30BaTeJIeN, NOCTYNAKLUEe B ApXUB OpraHU3aLvMy, 0A4pa3 e IAI0TCA Ha TeMaTUYeCKUe U COLUaIbHO-IIPaBOBbIe
ApXUYB opraHu3alnuu JJ0HKEH pacCMaTPUBATh U UCIIOJHATD 3aPOChI, IOCTYMUBIIME B TUCbMEHHOU popMe.

3anpoc noJib30BaTeJis JOJDKEH COZlepKaTh CJIeAYI0LYI0 UHPOpPMaLUIO:

* HavMMeHOBaHMe I0PUANYECKOro JIMLA - aBTOpa 3amnpoca (A5 rpax/JaH - aMuJInY, UMeHHU, OTYeCTBa, IPU HAJIUYMHU N1OCIEJHETO);
* [OYTOBBIN U/WJIM 3JIEKTPOHHBIN aZipec, 10 KOTOPOMY JI0JKEH ObITh JJaH OTBET;

= CBeJleHUSs], UHTepeCyIoll1e 0J1b30BaTe s U XPOHOJ0TMYeCKHe PAaMKH 3alpalinBaeMoi HHOpMaLuy;

= (opMy noJsiydeHus nojib3oBaresieM HUHGopMaL Uy (MHPOPMallMOHHOE IMCbMO, apXMBHas CIIPaBKa, apXMBHas BbINMCKA, apXMBHasd
KOTIUSl, TeMaTUYECKHUH NepeyeHb, TeMaTUYeCKUU 0630p IOKYMEHTOB);

= JIMYHYIO NOAIMCH aBTOPa 3anpoca (rpaxJaHruHa Win JO/LKHOCTHOTO JIMLA);

= 1aTy.

[Ipu nocTynyieHMy B apXUB OpraHU3al i MHTEPHeT-00pallleHus (3anpoca) oJib30BaTe s € yKa3aHHWeM aZipeca 3JIeKTPOHHOM IOYThI _
Y /WJIM IOYTOBOTIO aJipeca eMy HallpaBJIsieTCsl yBeJJOMJIeHHe O MpUeMe oOpalleHus (3anpocaj K pacCMOTPEHUIO UJIM MOTUBUPOBAHHbIN
OTKa3 B paCCMOTPEHHH.

Ha 3anpochl TeMaTU4eCKOro xapakTepa, IOCTYNMBIUIKME B apXUB OpraHU3aluu Mo I/IHg)OpMaLU/IOHHO-TEJleKOMMYHI/IKaL[I/IOHHOIL;I CeTH, B TOM
yuciie no ceTd UHTepHET, OTBET MOXKET ObITh HallpaBJIEH B BU/Je 3JIEKTPOHHOI'O COOOIEHMS 110 YKa3aHHOMY aBTOPOM 3anpoca
3JIEKTPOHHOMY aJipecy.

3anpoc Jjo/KeH ObITh 3aperuCTPUPOBAH B TeYeHHe TpeX pabovyrX IHel C MOMEHTA ero MOCTYIJIeHHUS.

3anpoc, He OTHOCSILUMCS K COCTaBY XpPaHSAIIUMXCS B OpraHU3al i JOKYMEHTOB (HenpoduIbHbIN 3aNpocC), B TeYeHUe 7 JHEHN cO AHS
perucTpanuy 3anpoca HalnpaBJisieTcsl B OpraHU3aluio, Iie MOTyT XPaHUTbHCSI HEOOXOJUMble JJOKYMEHTHI C yBeJOMJIEHHUEM 00 3TOM
N0JIb30BaTeJ .

Banpoc, l'IOCTyrII/IBI_HI/Iﬁ B dPpXHWB OpPraHU34llvH, paCCMATPHUBAE€TCA B COOTBETCTBHHU C TpE6OBaHI/IHMI/I 3dKOHOAATEJIbHBIX U UHbBIX
HOPMATHUBHBIX IIPABOBbLIX dKTOB I10 pa60Te C Obpami€eHUAMMU IrpaxJiad 1 NIpeJoCTaBJIEHHNIO I'OCyAJdapCTBEHHBIX (MYHI/ILLI/IHaJIbeIX) YCIYT.

OTBeT Ha l'IOCTyrII/IBLLII/Iﬁ B dPXHWUB OPraHU3adllvH1 3alIPpOC IIPpEJOCTABJIACTCA B TEYEHHUE 39 ,Z[Heﬁ CO IHA ero perucCtpanuu. C pa3peumeHud {
PYKOBOACTBA OPraHHU3dlIUH 3TOT CPOK MOXKET OBbITh IIpoJJiIEH HE 6oJiee yeM Ha 30 AHEH, C yBE€IOMJIEHUEM 00 3TOM 3asiBUTEJIS. ‘



= OTBeTHI HA 3alPOCHI [10J1b30BaTeJIEW, B TOM YUCJIe OTBETHI Ha 3allPOChI COL{MAJIbHO-
[IpaBOBOro XapaKTepa, 0QOpMJISIOTCA B pOpMe apXUBHOM CIIPABKM, apXHMBHOU
BBINIUCKHU UJIM apXWUBHOU KOINKWH, 0POPMJIEHHBIX U 3aBEPEHHBIX B YCTAHOBJIEHHOM

ops/Ke.

= [[p¥ OTCYTCTBUM JJOKyMEHTOB, HEOOXOIMMBbIX JIJII UCIIOJIHEHHS 3alIpOCa COLMaIbHO-
[IPaBOBOI'0 XapaKTepa, COCTABJIAETCA OTBET HA OJIaHKe OpraHMU3al Uy C yKa3aHUEM

IIPUYHH UX OTCYTCTBHUA

HamMeHOBaHME OpTaHM3alMUU
CnpaBoOUHBEIE HOaHHEIE OO OpraHuM3aluu
(mouToBEIM ampec, TeJedoH,
TesiebpoH/ dpakc)

APXVIBHAA CIIPABKA

N

(maTa)

TexkcT
OcHOBaAHUE :

HJOJIXHOCTE PYKOBOIOMTEJIS OpTraHM3alLUMU
(MM MHOTO YIOJHOMOYUEHHOTO MM JIMiia) I[Toonmuce

I[TleyaThb

daMmIIMa MCIOJIHUTEJS
Homep TesnedoHa

Anpecar

Pacumpporka NOOONUCHK




ApxvBHas cnpaBKa, 00’b€M KOTOPOU MpeBbIlIaeT OJUH JIUCT, 0J>KHA ObITh IPOHYyMEpPOBaHa.

B TekcTe apxMBHOM CIIpaBKH B XPOHOJIOTUYECKOM NOC/IeL0BaTeJbHOCTH U3J1araloTCA COOBITUA C yKa3aHUEM
BU/IOB HCI0JIb30BAaHHbBIX IOKYMEHTOB, UX JaT U HOMepOB. B apxMBHOH ClipaBKe /I0NMYyCKAETCS IUTUPOBaHHUE
JIOKyMEHTOB.

HecoBnaseHue oTAebHBIX CBEIEHUM /TaHHBIX JOKYMEHTOB CO CBEJIEHUSIMU, U3JI0KEHHBIMU B 3aIPOCE, HE
ABJIAETCA NPENATCTBUEM /JI BKIIOYEHUA UX B apXUBHYIO CIIPABKY, €CJIM COBIIaJleHHe BCEX OCTa/IbHbIX
CBeJleHUM He BbI3bIBa€T COMHEHUH B TOXKJECTBEHHOCTHU JiM1a WU GAKTOB, O KOTOPbIX TOBOPHUTCS B
JIOKyMEHTax.

B apXHBHOfI ClipaBKe JaHHbI€ BOCIIPOU3BOAATCA TAK, KAK OHHU U3JIOKEHBI B JOKYMEHTAX, d PaACX0KAE€HH,
HeCOBIIaJ€HHNAd U HETOYHbI€ HA3BAHHUA, OTCYTCTBHE MME€HH, OTY€CTBA, MYHUILIUAJIOB NJIKM HAJIMYHUE TOJIBKO OAHOI'O

N3 HUX AOJIAKHbBI OBbITb OI'OBOPEHLBI B TEKCTE CIIPABKH B CcKkobOKax: "Tak B AOKYMEHTE , Tak B TekcTe OpI/IFI/IHaJ'Ia".

CBeZeHMS, UMeEIOIIMECS B apXUBe M0 3aNpocCy 0 paboTe U (KMyn) yuebe B HECKOJIbKUX OpTaHU3alUIX,
Kacawuuecss OAHOTO0 JIULA, BKJIKYATCA B OJJHY ApXUBHYIO CIIPABKY.

ITo TEKCTY apXI/IBHOP’I CIIpaBKH B Ka4€CTBE HpI/IMe‘IaHI/Iﬁ MOTI'YT ObITH OI'OBOPEHDI Hep8360qu/IBO HaHI/ICaIﬁHbIe,
HNCIIpABJICHHbBIEC aBTOPOM, He Ioaaaromuecd HquTeHH}O BlJieACTBHUE ITIOBPEXKAECHNUA TEKCTA OPUTNHAJIA: Tak B

TEeKCTe OpUrnuHasa”, "B TekcTe Hepa3boOpUHUBO .

B TekcTe apXHBHOﬁ CIIpaBKH HE AOMMYCKAKOTCA USMEHEHHNA, UCITPpABJIEHUA, CYMMHWPOBAHHUE JdHHBbIX,
KOMMEHTApPHH, COOCTBEHHbIE BbIBOJbI UCIIOJTHUTEJIA 110 COAEPHKaHUIO JOKYMEHTOB, Hd OCHOBAHHWUH KOTOPbIX
COCTaBJI€Ha apXUBHAA CIIPpAaBKad. HO,L[‘{I/ICTKI/I WU IIOMAdpPKH B dapXHUBHBIX CITPABKAX HE JOIIYCKAOTCA.

B apXHBHOﬁ CIIpaBKe JOJIX)KHbI OBbITb IIpUBEAECHbI apXHUBHbIE LHI/ICIprI U HOMEpPA JINCTOB €eAMHNIL XPaHEHHUA
AOKYMEHTOB, HCIIOJIb30BaBIIUXCA AJId €€ COCTAaBJIEHHUA.

Ilo 3allpocCy I10JIb30BaTeJIeU dPXHUBHbIE CIIPABKH MOT'YT BbIIdBATbCA B BﬂeKTpOHHOﬁ (I)OSMG Ha 3JIEKTPOHHOM
HocHTeJie JIN0O0 InepecbljyiaTbCd I10 I/IHCl)OpMaI_[%OHHO-TeIIeKOMMYHI/IKaI_[I/IOHHbIM CeTAM. JJIEKTPOHHBbIE
dPXHUBHBbIE CIIPABKH 3aBEPAOTCA 3JICKTPOHHOU IMOAINNMCBIO PYKOBOAUTEJIA OPraHU3allu UJIKM KHOTI'O
YIIOJIHOMOY€HHOI'O UM AOJIXKHOCTHOTI'O JIMI 4.




ApxXuBHBIE BBIIIMCKHA 0QOPMJISIFOTCS Ha O6JIaHKe OpraHu3anyy (apxyMBa OpraHu3alii) ¢ 0003HaYeHHUEM
Ha3BaHUs BuAA JokyMeHTa: "APXWUBHASA BBITIMCKA".

B apXHBHOﬁ BBIIIMCKE HAa3BdHHWE NOKYMEHTA4, €ro HOMEP U AaTa BOCIIPOU3BOAATCA ITIOJIHOCTBIO.

Brinvcka nporu3BOAUTCA TOJbKO U3 OKYMEHTA, B KOTOPOM COJIEP>KUTCS HECKOJIBKO OTAe/bHbIX, HE
CBSI3aHHBIX MEX/y COO0M BOIPOCOB. BrinrcKa A0/1KHa BOCIPOXU3BOAUTD MOJHbIN TEKCT YaCTH
JIOKYMEHTA, OTHOCSIIENCS K 3aIPOCY.

M3BJjieyeHrHeM 13 TEKCTA JOKYMEHTA J0JI>)KHbI ObITh UCYEPIIaHbl BCe UMeloIecs JaHHbIe 110 3aMpocy.
Havasio 1 KoHel| KaXkJ0ro u3BJedeHus, a TaKxKe MPONYCKU OT/EeJIbHbIX CJIOB B TEKCTE JOKYMEHTA
0003HAYalTCAd MHOTOTOYUEM.

B apxrMBHOU BBINIMCKE JO/KHbBI OBITH CZieJIaHbl COOTBETCTBYIOUME IPUMEYaHU U OTOBOPEHBI YaCTH
TEKCTa OPUTHMHaJa, Hepa3b0pUYUBO HAlIMCAHHbIE, UCITPABJIEHHbIE aBTOPOM, HE NOAAAI0IIHECS
IPOYTEHHIO BCJIEICTBHE NTOBPEXKAEHUS TEKCTA U APYTUM NIpUYMHaM. OT/ieJIbHbIE C/I0BA U BbIPAXKEHHU S
JIOKYMEHTA, BbI3bIBaKOIIe€ COMHEHUS B UX TOYHOCTH, @ TAKXKE UCIIPABJIEHUS, IOAYUCTKH, BbI3bIBAIOIHUE
COMHEHHUE B UX JJOCTOBEPHOCTH, OTOBAPUBAKOTCA: '[aK B JJOKYMEHTE", UJIU 'B TEKCTe Hepa3bop4nBo',
Win "Tak B TeKCTe opurruHasa’. [locse TeKCTa apXMBHOM BBIMKUCKU YKa3bIBAKTCS apXUBHBIN IIUPP U
HOMepa JIMCTOB eJUHULbI XpPaHEHHUSI apXUBHOTO JJIOKYMEHTA.

ApXI/IBHaH BBIITMCKA IIOAINUCbIBAETCA pPYKOBOAUTEJIEM OPraHU3adallv NJIK NMHBIM YIIOJIHOMO4Y€HHBIM UM
AOJI2KHOCTHBIM JIMIIOM M 3aBepAeTCAd I1€9daTbh0 OPpraHMU3adll U H.

ITo 3allpocCy IoJib30BaTeJeHr dPXHBHbIE€ BBIIIMCKH BbIJJAdOTCA B SﬂeKTpOHHOﬁ d)opMe Had 3JIEKTPOHHOM
HOCHUTeJse JINOO InepecolyiaroTCAd I10 HH(l)OpMaLU/IOHHO-TCJICKOMMYHI/IKaLU/IOHHI)IM CeTAM. 3JIeKTpOHHbIe
dPXHUBHBIE€ BBIITMCKHX 3aBEPAKOTCA BHEKTpOHHOﬁ IMOAIMMCBbIO PYKOBOANUTEJIA OPraHn3aiid UJjiki UHOTI'o
YIIOJIHOMO4Y€HHOI'O UM AOJI2KHOCTHOI'O JIN1LA.

@



Ha apXMBHBIX KONIUAX, BKJII0Yasi apXWBHbIE€ KOMMWH HAa OyMa>KHOM HOCHUTEJIE 3JIEKTPOHHBIX
JIOKYMEHTOB, apXHUBHbIE KU PbI IPOCTABJISATCI HAa 000POTE KaXKJA0T0 JIMCTAa apXUBHOM
KOIIHMH, a 3aBePUTEJIbHAA HAAIIMCh Y I1e4aThb - HA 000POTeE MOC/JeAHET0 JIUCTA KOIHH.

[lo 3anpocy noJsib3oBaTesier 3JIEKTPOHHbIE KOIIMU apXUBHBIX JOKYMEHTOB BbIJJAKOTCA B
3JIEKTPOHHOU popMe JIUO0 NepeChIIaOTCA M0 MHGOPMAIMOHHO-TEJIEKOMMYHHUKAILTUOHHbBIM
ceTSIM. JJIEKTPOHHbIE KOMMUU apXHUBHbIX IOKYMEHTOB 3aBEPSOTCA 3JIEKTPOHHOU MOANUCHIO
PYKOBOJMTEJISI OPraHU3aliyi UJIKM UHOTO YIIOJIJHOMOYEHHOT0 UM AOJI>)KHOCTHOTO JIMIIA.

KOHI/IpOBaHI/Ie AOKYMEHTOB dPXHWBad OPraHM34dl0HWH 110 3aABKaAM M0JIb30BaTeJen IIPOU3BOAUTCA
I10 pa3pelI€eHNUI0 PYKOBOAUTEJIA OPraHnu3dalid UJIKM HHOTI'O YIIOJIHOMOYE€HHOI'O UM
AOJ2KHOCTHOTI'O JIMLA.

Komnvu fOKyMeHTOB IepechblJIalTCA B aJIpeCc TOM OpraHu3aliyy, 10 3alpoCy KOTOPOU OHHU
M3TO0TOBJIEHBI, UJIU BbIJAKTCS MOJb30BaTENI0 MO/, POCIHUCh.




= [loAroTOBJIEHHbIE AaPXMBOM OPTraHM3alliy OTBETHI HA 3alPOChI (apXHMBHbBIE CIPABKH,
apXUBHbIE BBINTUCKHU U apXHWBHbIE KOMHMH ) HANIPABJSIOTCS 3aABUTEJISAM C
COMPOBOIUTENbHBIM NHUCbMOM MO MOYTE UJIU BbIAAKTCS: 3asIBUTEJIIO - IPU
npeabsBJIEHUU JOKYMEHTA, 0CTOBEPSAIONIETO JJUIYHOCTD, €T0 NIPEACTABUTEJISAM - IPU
npeabsBJIEHUU JOKYMEHTA, A0CTOBEPAIONIETO JUYHOCTD Y JIOBEPEHHOCTH,
0pOpPMJIEHHOU B yCTAHOBJIEHHOM IMOPSJKE.




JlonyckaeTcs U3 bsATHE U3 APXUBHBIX JleJ1 U BblJa4ya BJiaJiesibliaM WU UX POACTBEHHHUKAM, B
cJy4yae UX MMCbMEHHOTr0 00palleHus, NOAJUHHBIX IMYHbBIX IOKYMEHTOB O I'PaXKIaHCKOM
COCTOSIHWH, 00 00pa30BaHUH, TPYAOBbIX KHHUXKEK, He MMOJIY4YeHHbIX B CBOE BpeMs BJIaJleJIbleM
JIOKYMEHTOB.

[loaiMHHBIE JINYHbIE JOKYMEHTHI BbIJAIOTCS 3asiBUTEJISIM C pa3pelleHUus pPyKOBOAUTEIS
OpraHU3alyy Mo NpeabsaBJEHUH NACopTa UKW HHOTO JOKYMEHTA, YI0CTOBEPSIOIIETO
JIMYHOCTD, JIMOO UX POJACTBEHHUKAM WJIU UHBIM JIMIIAM I10 JJOBEPEHHOCTH, 0POPMJIEHHOM B
YCTAaHOBJIEHHOM 3aKOHO/IaTeJIbcTBOM Poccurickon Penepanuu nopsaake. [logsinHHbIe
JIMYHbIE JOKYMEHTbI MOTYT OBbITh HallpaBJIeHbI 3aSABUTEJIIO IIEHHBIM IMCbMOM.

C u3bIMaeMbIX AOKYMEHTOB B dPXWUB€ OPraHU3adllUH U3Ir0TAaBJINBAIOTCA KOIINH, KOTOPbIE
l'[pI/IO6I_L[aI-OTCH K AeJiaM. N3 bsaTue AOKYMEHTOB, d TAKX€ 3dM€Hd Hd KOIIMHA OTPAXKAKTCA BO
BHYTPEHHHUX OITMCAX A€JI, B JINCTAX-3aBEPUTEJIAX [€JI, B OITUCAX A€JI, JOKYMEHTOB.

N3bsaTUE U BO3BpallleHWe JOKYMEHTOB 0POPMJISIOTCHI aKTaMH 00 U3'bSITUU U3 el
(BOo3BpallleHMH ) YKa3aHHbIX JOKYMEHTOB. AKThI U JIpyrUe JOKYMeHTbl, HA OCHOBAaHUHU
KOTOpCl?IX NpOX3BE/IEHO U3bSATHE (BO3BpallleHHE) ApXUBHBIX JOKYMEHTOB, BKJIIOYAKTCS B
Aiesio poHJa.




= B nesisax co3panus yca0BUM AJis1 paboThl M0JIb30BaTe /Il HEMOCPEACTBEHHO B apXUBE
OpraHHM3allMy MOXET BbIJIeJATbCA MoMellleHHe (YUTaJbHbIW, IPOCMOTPOBBIN 3aJ1) AJIs
O03HAKOMJIEHUSI C IOKYMEHTAMH apX1UBa, 000py0BAaHHOE COOTBETCTBYIOIUMHU
TEeXHUYECKUMHU CpeJICTBAMU JIJisl pabOThI C JOKYMEHTaMHM.

. HpI/I OTCYTCTBHUHU B dPXHUBE€ OPraHMU3adlilMH ClI€ELIUaJIbHO BbIACJIEHHOI'O IIOMEILIEHH A pa60Ta
M10JIb30BaTeJIeH C AOKYMEHTaMHM IIPOU3BOAUTCA HEITIOCPEACTBEHHO B pa6oq1/1x KOMHATax
dPXHBA. ,[[OKYMCHTBI JAJIA paGOTbI IIOJIb30BAaTEJIAM BHE IIOMEINEHHUA dPXHUBd OPrraHU3dllUHA
Bbl/dBATb 3dllIpeliaeTCA.

= PagpelieHre Ha paboTy B MIOMeEHWH apXUBa OpraHu3aliy JaeT pyKOBOJAUTEJb apXHBa
opraHu3sanuu (JIMI0, OTBETCTBEHHOE 3a apXUB).




OTkas dpPXHBd OpraHM3adlH1 B BblJd49€ dPXHUBHBIX JOKYMEHTOB AOIIYCKA€TCA B CJIy4adX:
HaJIM4YHUA (1)0Hﬂa ITIOJIb30BAHHA,
HEeyJOBJIETBOPHUTEJIBbHOTI'O (1)H3H‘-I€CKOFO COCTOAHHNA NOKYMEHTOB,

He MPOoIIeAIINX HAYYHOr0 ONIUCAHUS U TEXHUYECKOT0 0POpPMJIEHUS JIOKYMEHTOB, J10
3aBepIllIeHUs 3TUX PabOT;

OrpaHUWYeHU N Ha MCII0JIb30BaHHE, yCTaHOBJIEHHBIX 3aKOHO1aTeJIbCTBOM Poccuirickon
denepanuu nian GoHA000pa3oBaTeJeM IIPU Ilepefade JOKYMEHTOB Ha XpaHEHHE.

OTkas dpPXHBd OpraHMu3aiy B Ip€eJ0CTaBJIEHHUHX JOKYMEHTOB [ OJI?KEH ObITh BbI/1dH B
MU CbMEHHOU c])opMe U COAEPKATDb IPUYHMHBI OTKA34d, d TAKXe ITIOPAJO0K 002ka/I0BaHUA
OTKa3a4d.




[NEPEJIAYA JOKYMEHTOB
OPTAHU3ALIMU HA XPAHEHUE
B TOCY/IAPCTBEHHBIU
(MYHULIMTTIAJILHBIN) APXUB




JlokymeHTbl ApxuBHOT0 PoHJa Poccuiickoit @enepanuu, o6pasoBaBlIvecs: B OpraHU3alUsIX -
MCTOYHHKAX KOMILJIEKTOBAHHWS rOCy/lapCTBEHHBIX IEMYHI/IL[I/IHaJIbeIX) apXYBOB, 10 UCTEYEHUU CPOKOB HUX
BpEMEHHOI'0 XpaHEHUS B apXMBe OPraHU3aluu NlepeJjaloTCA Ha IOCTOSAHHOe XpaHEeHHe B
COOTBETCTBYIOIIWM rocyapCTBEHHbIN (MyHULIMNIAJIbHbIN ) apXUB.

lokymenTbl ApxuBHOro ¢ponza Poccurickont Penepanny, oopasoBaBLInMecs B eATeJIbHOCTH
roCyZJapCTBEHHbBIX U HETOCYAAPCTBEHHbBIX OpraHU3alui, He SBJISIOIUXCS UCTOYHHUKAMHU
KOMILJIEKTOBAHUS TOCYJapCTBEHHBIX (MyHUIIMNIAJbHbBIX ) apDXUBOB, MOTYT Iepe/laBaThCs B
rocyapcTBeHHble (MyHUILIMNIAJbHbIE ) apXHBbI HA OCHOBAHUH JJOTOBOPOB C COOCTBEHHUKAMU UJIU
BJIa/leJibllaMH1 JJOKYMEHTOB.

JloKyMeHTBI IepelaloTCs Ha TOCTOSIHHOE XpaHEeHUE B YIIOPSAL04Y€eHHOM COCTOSTHHUM C COOTBETCTBYIOIUM
Hay4YHO-CIPaBOYHBIM aNIapaTOM.

B opranusanmsx - MCTOUHUKaX KOMIIJIEKTOBAaHHUS rOCyIapCTBEHHBIX (MYHULIMNIAJIbHBIX) apXUBOB BCE

paboThl, CBA3aHHbIE C 0TOOPOM, [IOATOTOBKOM U Nepeadyel JOKYMEHTOB Ha IOCTOSIHHOE XpaHeHHe, B
TOM YHMCJIE C UX YIIOPSAA0YEHHEM Y TPAHCIIOPTUPOBKOM, BBITTOJIHAKOTCS 3a CYET CPEJICTB OPraHU3al Ui,
nepejarolyx JOKyMEHTHI.

JlocpoyHasd nepejaya JOKYMEHTOB Ha IOCTOAHHOE XpaHeHHWe MOXEeT ObITb OCyILeCTBJIEHA IIPU
OTCYTCTBUU HEOOXOIUMBIX YCJIOBHUH JJis1 00eCriedeHUsI COXPAaHHOCTH JJOKYMEHTOB APXHBHOTO g)OH,ZLa
Poccuinickor Penepanivu, Npu yrpose yTpaThl (YHUUTOKEHHS ) JOKYMEHTOB, a TAKKe 110 IPOChbOe
OpraHu3allMy Ha OCHOBAHHWH JJ0OTOBOPA C rOCYAapPCTBEHHBIM (MYHULIMNIA/IbHBIM ) aDXUBOM.

[IponJsieHre CPOKOB XpaHEHHS IOKYMEHTOB B apXHBe OpraHy3aliu JJ0NyCKaeTCs 0 TUCbMEHHOMY
paspelleHHIo rocyJapCTBEHHOro (MyHHUIIMIIAJIbHOI0) apXMBa B CJlydae HE0OX04MMOCTH IPAKTUYECKOTO0
MCIO0JIb30BaHUS IOKYMEHTOB OpraHU3aliMen.




[lepenaya JOKYMEHTOB OCTOSTHHOTO XpPaHEHUS B FOCYJapCTBEHHbBIW (MyHUIMNIAJIbHbIN )
apXUB OCYILECTBJIAETCA B COOTBETCTBUHU C IIJIAHOM, YTBEPXKJEHHBIM PYKOBOJAUTEIEM
COOTBETCTBYIOLIEr0 apX1Ba I10 COIVIACOBAHMIO C Ilepe/atolen Jiesia OpraHUu3aluen.

JlOKyMeHTHhI lepealoTCAa B FOCyAapCTBEHHbBIN (MYHI/ILU/IHaﬂbeII:I() ApXUB MO0 OMUCSIM [,
JIOKYMEHTOB IIOCTOSTHHOT'O CpOKa XpaHeHus, yTBepxaeHHbIM JIIK.

[lepen nepenayei JOKyMeHTOB Ha MMOCTOSIHHOE XpaHEeHWe COBMECTHO C NpeJiCTaBUTeIeM
roCyJapCTBEHHOTr0 (MYHHUIUIIAJbHOI0) apXHBa IPOBOAUTCS IPOBEPKA MPaBUJIbHOCTHU
ONMCAHHUA U OﬁOpMﬂeHI/IH JeJl, PU3NYECKOTO U CAHUTAPHO-TUTMEHUYECKOT'0 COCTOSIHUS
JOKyMeHTOB. [Ipu o6HapykeHUH fedeKTOB COCTABJISIETCS aKT; yCTPaHEHWe 0OHAPY>KEHHbIX
nedeKTOB NPOBOAUTCS CUJIaMU OpraHU3aluH.

[lepesaya Jies1 IPOBOJAMUTCA B rOCYJapCTBEHHOM (MYHULIMIIAJILHOM) apXHMBe NoeJMHUYHO. Ha
BCEeX YeThIpeX IK3eMIJIIpax OMUCEU JieJl, JOKYMEHTOB NPOCTABJISIOTCA OTMETKHU O IPUEME
JleJl.

[Ipy nepBOM Nepenade JOKyMEHTOB B rOCYIapCTBEHHbIN (MyHULIMIIAJbHBIN) apXUB
nepejaeTca MCTOpUIecKas cripaBKa K poHay. [Ipu nocieaynoimmx nepegadax JOKyMEHTOB
nepezaeTcd AOINOJHEHHe K UCTOPUYECKOU CIIpaBKe.




= [lepegaya JOKYMEHTOB
opopMJIIeTCs aKTOM preMa-
nepeiayuv JJOKyMeHTOB Ha
XpaHeHUe , COCTaBJISIEMbIM B
JABYX 3K3eMIuigpax. OquH
3K3eMILJIAP OCTAETCA B
roCyZlapCTBEHHOM
(MyHUILIUIIAJILHOM ) apXHBE,
JIPYTOU - B lepeJalolen
opraHusanuu. Bmecre c
JIOKyMeHTaMHU IepeaaeTcs
TPH 3K3eMILJISAPA ONUCH JieJl,
JIOKyMEHTOB, B TOM YHCJIe
OJUH B 3JIEKTPOHHOM BH/IE.

YTBEPXIAIO

YTBEPXIAIO

(HaT/IMeHOBaHMe IJOJTIDKHOCTVM PYyKOBOIOMTEIIA

(HaT/IMeHOBaHT/Ie JOJIKHOCTVM PYyKOBOIOMTEIJIA

opraHmsanmM, IIepenmamplel IOOKYMEeHTE)
ITonnuche Pacumpporka MIOOMNIMCU
Jara ITeuaTsb
AKT
N

nprueMa-riepegaydm apxXMBHBIX
IJOKYMEHTOB Ha XpaHeHMue

opraHmM3alMM, IPMHMMAaKIlel IOOKYMEeHTH)

ITonnuche Pacumpporka IMIOOMNIMCHU

ara ITeuaTs

(ocHOBaHME Ilepenaydn)

(HazBaHMe IepemaBaemMoro ¢goHzIma)

cnoasi,
(HaI/IMeHOBaHVIe opraHmMm3anmm, Hepe):[afox_ueﬁ HOKyMeHTBI)
(HaI/IMeHOBaHVIe opraHm3anumr, HpI/IHI/IMaIOLU,e];[ HOKyMeHTbI)
INIPpMHVMMaeT Ha TI'OCyJapCTBeHHOe XPaHeHMe IJOKYMEeHTHEl M CTpaXOoOBble KOIIUM 3a
(Tomer)
M CHPpaBOWHEIM arllllapaT K HMM:
N o/ | Hazanme, HOMep OoIIuCcH KomuugectBo KonunyecTBo enuHuIL ITpumeuanue
DK3EMILIIAPOB XpaHCHUA
OITHUCH
1 2 3 4 6
NToro nOpmMHATO en xXp
(umdpamMm 1M IPOINMCEIO)
Ilepenady IIPOM3BEJIM: IIpreM NIPOMUBBEJIM :
JoJrkHOCTb INononmucse JOJIKHOCTE ITonnmce PacumbpoBka
PacmmppoBka TIIOOIMCHK
IIOOIIMCU
arTa aTa

POoOHOY IIPMCBOEH HOMEP

ViIsMeHeHMsa B ydeTHBIe IJOKYMEeHTBl BHeCEeHE!

JOJIKHOCTb

ODaTa

INoonmce

PacumppoBka IIOANMCU




= Ecsiv npu nepeiaye 0OHapyKeHO PACX0XK/JEHUE MeXK/1y UTOTOBOU 3aMMChI0 OMIUCH e,
JOKYMEHTOB ¥ paKTUYECKUM HaJIMYUEM NlepelaBaeMbIX Ji€JI, B ONKCH JIeJ, JOKYMEHTOB
odopMJIsieTCS HOBAasi UTOTOBasi 3allMCh, B KOTOPOH YKa3bIBAlOTCA PAKTUYECKOE HAJIUUHE
JleJ © HOMepa OTCYTCTBYIOIUX Ael. HoMepa oTcyTCTByONUX e QUKCUPYIOTCA B aKTe
npreMa-nepelayu e Ha IOCTOSTHHOE XpaHEeHWe, IPUYMHbI OTCYTCTBUS JieJI - B
IpuJaraeMou K akTy IpyveMa-Inepe/iadu clipaBKe, NIOJAroTOBJIEHHOW OpraHu3aIien.

= ApXUB OpraHHM3alMU IPUHUMAET MEPHI 10 PO3bICKY AeJ. Ha oTcyTcTByrO1UE
JIOKYMEHTBI U JieJ1a, Mepbl 10 PO3bICKY KOTOPBIX HE JaJIU PE3YJIbTAaTOB, COCTABJISAETCS
aKT 00 yTpaTe JOKYMEHTOB . YTpauyeHHble MOJAJIUHHHUKU JOKYMEHTOB MOTYT ObITh
3aMeHEeHbI UX KOMHUSMU.




[NIEPEAAYA AOKYMEHTOB I1PH
PEOPTAHU3ALIUU UJIU
JIMKBUJIALNUH
OPI'AHU3SALIMH, CMEHE
PYKOBOJAWUTEJIA APXHUBA
OPI'AHUSALIMHU




[Ipy peopraHvsanuu WM JUKBUAALUU OPraHU3alUU NlepeJayda U JajJbHeMIlIee
MCII0JIb30BaHHE JJOKYMEHTOB PEOPTaHU3YEMOU UJIN IUKBUAUPYEMOUW OpraHU3aluu
OCYIIEeCTBJISIETCS B COOTBETCTBUH C 3aKOHOIAaTeJIbCTBOM Poccurickon Penepanum.

[lepegaya [OKyMEHTOB JIMKBUAUPYEMOM OpraHU3aIUU BXOAUT B 00SI3aHHOCTb
KOMMCCHH, 00pa30BaHHOM AJIs Nlepeiadu el U UMYIIeCTBa.

HpI/I JIMKBU A1 OpFaHI/IBaLU/Iﬁ - HICTOYHHUKOB KOMIIVIEKTOBAHHUA T'OCYyAdPCTBEHHLIX
(MYHI/IL[I/IHaJIbeIX) dPXHUBOB B COCTAaB J'II/IKBI/IﬂaLU/IOHHOI‘/JI KOMUCCHUH BKJIIOYAETCA
npeacraBruTEJIb roCyaapCTBEHHOI'O (MYHI/IL[I/IHaJIbHOFO) dpPXHBaA.

HpI/I CMEHE PYKOBOAUTEJIA apXHBa OPraHr3aliliur (J'II/ILLa, OTBETCTBEHHOI'O 34 dPXHB
OpI‘aHI/IBaL{I/II/I) IIpueM-iiepegada JOKyMEHTOB dapPXHUB4d, YH€THOI'O U HAY9YHO-CIIPABOYHOTI'O
dallliapadTad K HUM OCYyHIeCTBJIAETCA 110 aKTY.




= 10 mapTa — /leHb apxuBOB B Poccuu

= Jlpyrve Ha3BaHUs: JleHb paOOTHHUKOB apXx1Ba

= YypexaeH: KoJierner Pesiepa/ibHOU apxXUBHOU Cy>K0b1 B 2003 roay

= [IpuypodeH Kk npuHaTtuio [letrpom Beaukum «I'eHepasbHOTro
peryiaMeHTa WM YcTaBa» (IpeAnyCchiBaJ CO3JjJaHHE apXUBOB MPU
KakJoM yupexxaenuu) 10.03.1720




