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3apeructpupoBano B Munrocte Poccuu 7 centsopst 2015 r. N 38830

MWHUCTEPCTBO KYNbTYPbl POCCUACKOWU ®EOEPALA

NMPUKA3
ot 31 mapta 2015 r. N 526

Ob YTBEPXOEHWUN NMPABUN
OPIrAHU3ALUNN XPAHEHUA, KOMINEKTOBAHUA, YYETA U UCNOJIb3OBAHUA
ONOKYMEHTOB APXUBHOIO ®OHA POCCUACKOWU ®EOEPALIMU U OPYIUX
APXMBHbIX JOKYMEHTOB B OPFAHAX FOCYOAPCTBEHHOW BNACTWH,
OPIrAHAX MECTHOIO CAMOYTNPABJEHUA N OPTAHU3ALIUAX

KoncynsrantlIntoc: npumedanue.

B cootBerctBuu ¢ Ykazom IIpesunenta PO ot 22.06.2016 N 293 yrBepkaeHHUe MpaBuil OpraHU3alniu
XpaHEHUs, KOMIUIEKTOBAaHUS, Y4€Ta U HCIOJIb30BaHUS JOKYMEHTOB ApxuBHOro ¢onna Poccuiickoi
@denepauuu U APYTHMX apXHUBHBIX JOKYMEHTOB B TOCYAApCTBEHHBIX OpraHax, OpraHax MECTHOIO
CaMOYIPaBJIEHUS U OPraHU3aLUIX OTHECEHO K MoIHOMOouusM DeiepaibHOr0 apXMUBHOIO areHTCTBA.

B cooTBercTBUM ¢ TyHKTOM 2 yacTtu | ctathu 4, yactbio 5 cratbu 14 deaepanbHOro 3aKoHa OT 22
okTsiOps 2004 r. N 125-®3 "OO6 apxuBHom jpene B Poccuiickoit ®enepauun" (CoOpanue
3akoHojarenbeTBa Poccuiickoit @enepanun, 2004, N 43, cr. 4169; 2006, N 50, cT. 5280; 2007, N 49, cT.
6079; 2008, N 20, ct. 2253; 2010, N 19, ct. 2291; N 31, ct. 4196; 2013, N 7, cT. 611; 2014, N 40 (u. II),
cT. 5320) u nocranosnenuem IIpaBurenscrBa Poccuiickoit @enepanun ot 20 urons 2011 r. N 590 "O
MunuctepctBe KynbTypbl Poccuiickoii @enepanun” (Cobpanue 3akoHonatenbcTBa Poccuiickoit
®enepauun, 2011, N 31, ct. 4758; N 44, ct. 6272; 2012, N 6, cT. 688; N 17, c1. 2018; N 26, c1. 3524; N
37, ct. 5001; N 39, ct. 5270; 2013, N 3, c1. 204; N 8, cT. 841; N 31, cT1. 4239; N 33, cT. 4386; N 41, cT.
5182; N 45, cr. 5822; 2014, N 9, ct. 909; N 30 (u. II), ct. 4305; N 40 (u. III), ct. 5426, N 48, cT. 6860;
2015, N 2, cT.491; N 4, ct. 664; N 9, ct. 1339) npuka3sbiBaio:

1. VYTBepauTe npuiaraeMele IpaBuia OPraHU3allUd XPAHEHUs, KOMIUIEKTOBaHMS, YdeTa U
HCIIOJIb30BaHUs JTIOKyMEHTOB ApxuBHOro ¢onaa Poccuiickoit ®enepauuu M JApYyruxX apXHUBHBIX
JOKYMEHTOB B OpraHax roCyJIapCTBEHHOH BIIACTH, OpraHaX MECTHOI'O CaMOYIIPABJICHHS U OPraHU3aLUsX.

2. HanpaBuTh HacTOSIIMK MPHUKAa3 HA FOCYAApCTBEHHYIO perucTpanuio B MUHHCTEPCTBO IOCTULIUN
Poccuiickoit denepanun.

3. KoHTpoip 3a MCHOJHEHHWEM NpHKa3a BO3JIOXKWTH HAa NEpBOro 3amecturens Mwunuctpa B.B.
Apucrapxosa.

MI/IHHCTP
B.P.MEJMHCKHNA
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[Ipunoxxenue

K IIpYKa3y MUHHCTEPCTBA KYJIbTYpPbI
Poccuiickoit ®enepanuu

ot 31 mapta 2015 . N 526

Koncynprantlntoc: npumeyanue.
CMm. Metoauueckne peKkOMEH 1Ay 110 IPUMEHEHHIO HacTosmux [IpaBui.

NMPABUJIA
OPIrAHU3ALUUN XPAHEHWUA, KOMMJIEKTOBAHUA, YYETA U UCIMNOJIb3OBAHUA
OOKYMEHTOB APXUBHOIO ®OHAA POCCUACKOW ®EOEPALIUU U OPYINX
APXMBHbIX JOKYMEHTOB B OPFAHAX FOCYOAPCTBEHHOW BNACTW,
OPIrAHAX MECTHOIO CAMOYTPABJIEHUA U OPITAHU3ALIUAX

I. OBLIME TTOJIOXKEHU A

1.1. Hacrosmue IlpaBuna opraHu3anuu XpaHEHHs, KOMIUIEKTOBAaHUS, ydeTa U HCIOJb30BaHMS
IOKyMeHTOB ApxuBHoro ¢gonaa Poccuiickoit @enepauuu U Ipyrux apxXuBHBIX JOKYMEHTOB B OpraHax
roCy/lapCTBEHHON BJIACTH, OPraHaXx MECTHOI'O CaMOYIpaBJIEHHS M OpraHu3auusax (Jajgee - HacTOsALIUe
[IpaBuia) pa3paboransl B cooTBeTcTBUM ¢ DenepanbHbiM 3ak0HOM OT 22 okTs10ps 2004 r. N 125-03 "0O6
apxuBHoM gene B Poccuiickoit denepanun" (CoOpanue 3akoHomatenbcTBa Poccuiickoit denepanuu,
2004, N 43, ct. 4169; 2006, N 50, ct. 5280; 2007, N 49, ct. 6079; 2008, N 20, ct. 2253; 2010, N 19, cr.
2291; N 31, c1. 4196; 2013, N 7, cT. 611; 2014, N 40 (u. II), ct. 5320), nocranoBnenuem [IpaButenbpcTBa
Poccuiickoit ®eneparuu ot 15 utonsa 2009 r. N 477 "O6 yrBepxkaenuu [IpaBui nenonpous3BoJcTBa B
dbenepasibHBIX opraHax wucnosHuTenbHOM Biactu" (CoOpanue 3akoHoAaTenbcTBa Poccuiickoi
®eneparun, 2009, N 25, cr. 3060); nmpukazoMm MuHHCTEpCTBAa KYJIbTYphl 1 MacCOBBIX KOMMYHUKAIUi
Poccuiickoit ®denepanuu ot 18 suBaps 2007 r. N 19 "OO0 yrBepxkaenun [lpaBun opranuszauu XpaHeHus,
KOMIUIEKTOBAHHUS, y4eTa M UCIOJIb30BaHUS JJOKYMEHTOB ApxuBHoro ¢gonna Poccuiickoit denepanun u
JIPYTUX AapXUBHBIX JOKYMEHTOB B TOCYJapCTBEHHBIX W MYHULUIAIbHBIX apXuBaxX, My3esiX H
oubnuorekax, opraHuzauusax Poccuiickoit akagemum Hayk" (nmamee - IlpaBuia  XpaHeHHs)
(3apeructpupoBan Muntoctom Poccun 6 mapra 2007 r., peructpanmoHusiii Homep 9059, "bromnerens
HOPMATHUBHBIX aKTOB (heiepalibHBIX OPraHOB MCIOJHUTENbHON Biactu oT 14 mas 2007 r. N 20"), c
U3MEHEHUSMH, BHECEHHBIMHM TpUKa3oM MUHHUCTEPCTBA KYJIbTYpbl M MacCOBBIX KOMMYHUKALUN
Poccuiickoit ®enepaunu ot 16 pepans 2009 r. N 68 (3apeructpupoBad Muntoctom Poccun 5 mas 2009
r., peructpaunoHHslii Homep 13893, "Poccuiickas razera" ot 20 mas 2009 r. N 89), npuxazom
MunkynsTypbl Poccun ot 10 centsiops 2007 r. N 1273 "OO yrBepkaeHMH (OpPM YUETHBIX M HHBIX
JOKYMEHTOB 110 OpTraHU3allud XpaHEHWUs, KOMIUIEKTOBAHMs, ydeTa M HCIOJIb30BaHUSA JOKYMEHTOB
ApxuBHoro (onna Poccuiickoit denepanuu U Jpyrux apXUBHBIX JTOKYMEHTOB B T'OCYAApCTBEHHBIX U
MYHUITMIIATGHBIX apXWBax, My3esix W OuOimoTekax, opraHu3amnusax Poccuiickoil akamemMun Hayk"
(3apeructpupoBad MusntoctoMm Poccun 9 oxts16ps 2007 r., peructpannonssiii Homep 10291, "bromiereHs
HOPMAaTUBHBIX aKTOB (eiepalIbHbIX OpPraHOB UCIIOJHUTENBHOM Bi1acTu oT 5 HOosiOps 2007 1. N 45").

1.2. [eiictBue Hactosmmx IIpaBuyi He pacmpocTpaHseTcss Ha OpraHu3alMio XpaHeHus,
KOMIUIEKTOBAHMSI, Y4eTa U HCIIOJIb30BaHUS JOKYMEHTOB ApxuBHoro (onna Poccuiickoit denepannu u
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JPYTUX apXUBHBIX JTOKYMEHTOB, COJIEPKAIMX CBEIACHMSI, COCTABIIAIONINE TOCYJaPCTBEHHYIO TailHYy.

1.3. TocymapcTBeHHBIE OpraHbl, OpraHbl MECTHOIO CaMOYIPABIIEHUS MYHMIIMIIAJLHOTO paloHa,
TOPOJICKOTO OKpyra M BHYTPUTOPOJICKOTO pailoHa 00s3aHBI CO37aBaTh apXWBBI B IENSIX XPaHCHHS,
KOMIUIEKTOBAHMSI, yUeTa U HCIOJIb30BaHUS OOPAa30BABIIMXCS B MPOLECCE MX JEATEIBHOCTH apXHUBHBIX
JIOKYMEHTOB.

1.4. OpFaHI/ISaHI/II/I BIIPAaBC CO3/1aBaTb apXUBLI B LCIIAX XPAHCHUA O6pa3OBaBH_II/IXCH B IMMPOHECCE UX
ACATCIIbHOCTH apPXUMBHBIX HOKYMCHTOB, B TOM YHUCJIC B LCIIAX XPAHCHUA W HUCIIOJB30BAHUA APXUBHBIX
AOKYMCHTOB, HE OTHOCAIIUXCS K FOCYHapCTBeHHOﬁ HniIn MYHHHHHaHBHOﬁ COOCTBEHHOCTH <1>,

<1> Yactp 2 cratbu 13 DenepanbHoro 3akoHa ot 22 okts6ps 2004 r. N 125-@3 "O6 apxuBHOM
nene B Poccuiickoit denepanun".

1.5. 3agaun u QyHknum apxwBa (MEHTPAIBHOTO apXWBa) TOCYIAPCTBEHHOI'O OpraHa, OpraHa
MECTHOTO CaMOYIPAaBJICHHS, OpTraHU3allMd - WCTOYHUKA KOMIUICKTOBAaHUS TOCYAapCTBEHHOTO,
MYHUIUIIAJIBHOTO apXyUBa OMPCACTIAIOTCSA IMOJTOXKCHUCM, YTBEPIKAACMbIM PYKOBOJUTEIICM OpTraHrU3allnuu.

II. OPTAHM3AINS XPAHEHIS TIOKYMEHTOB
APXNBHOI'O ®OHIA POCCUNUCKOU OEJEPALINN 1 IPYTUX APXMBHDBIX
JOKYMEHTOB B OPI"TAHMU3ALIUN

2.1. JlokyMeHTbI, oOpa3yroumecss B ACATEILHOCTH OPraHU3allid, COCTaBIIAIOT JTOKYMEHTaJIbHBIN
¢boHa.

2.2. Co3nanue IOKyMEHTaIbHOTO (OHAA OpTraHMU3aIllMU OCYIIECTBISETCS IyTEM COCTaBJICHHS
HOMEHKJIATyphl e, (OpMUpOBaHMS U OQOPMIICHHS el Ha OCHOBE HOPMATHUBHBIX IPABOBBIX aKTOB
Poccuiickoit @enepannu, nepeyHeil TUITOBBIX APXUBHBIX JOKYMEHTOB C YKa3aHHEM CPOKOB UX XPaHEHHS,
YTBEP)KIAEMbIX B COOTBETCTBUHU ¢ MyHKTOM 3 cTtathu 6 dexepanbHoro 3akoHa ot 22 oktsa0ps 2004 r. N
125-®3 "O6 apxuBHOM nene B Poccuiickoit ®enepanun’, U nepeyHerd TOKyMEHTOB, 00pa3yIoNInxcs B
nporecce JesITeIbHOCTH (eepabHbIX OPraHOB TOCYAAPCTBEHHOM BJIACTH, MHBIX TOCYAapCTBEHHBIX
opraHoB Poccuiickoii ®Penepanuu, a TaKXKE B TMPOLECCE EITEIbHOCTH IOJBEIOMCTBEHHBIX UM
OpraHM3altii, ¢ yKa3aHUEM CPOKOB XpPaHECHHS.

2.3. Yactp IoKyMeHTaJdbHOro (poHAa, BKIIOUarolas JAOKyMeHThl ApxuBHoro ¢onna Poccuiickoit
denepanyv, JOKYMEHTHI 1O JMYHOMY COCTaBY M JIOKyMEHTBhl BpeMeHHBIX (cBbime 10 jeT) cpokoB
XpaHEHUs, BKIIOYEHHbIE B y4Y€THBIE JOKYMEHTBI apXHBa, COCTaBIISIE€T apXUBHBIA (OHI OpraHU3alUH,
KOTOPBIN MOAJIEKUT XPaHEHUIO B apXUBE OPraHU3aLUH.

JlokyMeHTBl BpeMeHHbIX (10 10 JeT BKIIIOUUTENBHO) CPOKOB XPAHEHUSI XPAHSITCS B CTPYKTYPHBIX
MO/IPA3JCIICHNUAX OPraHu3allid M 10 HMCTEYEHHM CPOKOB HMX XPAaHEHUS IOJUIEKAT YHUYTOKEHHUIO B
MOPSAJIKE, YCTAHOBJIEHHOM B IMyHKTax 4.6 - 4.13 nactrosuux [Ipasu.

2.4. Bunamu apXuBHBIX (DOH/IOB OpraHU3alUU SBJISIOTCS:

apXuBHBIM (OHA oOpraHM3alM, COCTOSIIMNA M3 JOKyMEHTOB ApxuBHoro ¢onaa Poccuiickoit
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denepannuy U IpYrux ApXUBHBIX JTOKYMEHTOB;

00BbEeIMHEHHBIN apXUBHBIN (POHJI, COCTOSIIMI N3 00pa30BaBIINXCS B MPOLIECCE AEATEIBHOCTU JIBYX
wim Oosee opranuzanuii TokyMeHToB ApxuBHoro ¢onaa Poccuiickoit depepanuu M Ipyrux apXuBHBIX
JOKYMEHTOB, UMEIOIINX MEXy cOO0M NCTOPUUECKU W/UIIH JIOTMUECKU 00YCIIOBIIEHHBIE CBSI3H;

apXMBHas KOJUICKIUS, COCTOSINAs W3 OTACIBHBIX APXMBHBIX JOKYMEHTOB Pa3jIM4YHOIO
IPOUCXOXKACHUS, OOBEIUHEHHBIX 110 OJHOMY WM HECKOJBKMM IIpU3HAKaM (TeMaTHYEeCKOMY,
aBTOPCKOMY, BUI0BOMY, OOBEKTHOMY).

2.5. ApxuBHoMy (¢GoOHAY OpraHu3allMd TPUCBAUBAIOTCS Ha3BaHUE, COOTBETCTBYIOIIEE
HaMMEHOBAHHIO OPTaHU3ALMK, U HOMEP B MOPSJIKE, ONpeieIeHHOM yHKTOM 3.8 HacTosmux [IpaBuit.

2.6. ApxuBHBIE JOKYMEHTBI OpTraHU3aI[MH COCTABIISIIOT OJUH (€AUHBIN) apXUBHBIN (HOH/I:

JO W TIOCIe PEOPraHM3allid, a TaKKe HW3MEHEHUs CTPYKTYphbl, INTAaTOB, €CJIM YKAa3aHHBIE
MEpONPUATHS He MOBJIEKIIH 3a cO00H U3MeHEeHUs Liesel U IpeIMeTa JAesTelbHOCTH OpraHu3aliig;

A0 ¥ IOCJIC UBMCHCHHUA TCPPUTOPUAIIBHBIX I'PaHUL ACATCIIBHOCTH OpPraHU3alnu,
B CJIyda€ CMCHBI YYpCAUTCIIA.

B cny4yae n3meneHus: COOCTBEHHMKA UMYIIECTBA OPTaHU3AIH APXUBHBIE JOKYMEHTBHI OpraHU3aIin
JIOJKHBI BKIIIOYATHCS B pa3Hble apXUBHbIE (DOH/IBI.

2.7. B cimydyae peopraHu3aiuy OpraHHU3ANMH C Mepenadeil pyHKIui BHOBH CO3JaHHOW WIIM WHOU
OpraHM3allii BCE apXUBHBIC JOKYMEHTHI NEPEAAIOTCS OPTaHU3ALUU-IIPABOIIPEEMHUKY U BKIIIOYAKOTCS B
apXuBHBIN QoHJ ocneaHe.

JIOKyMEHTBI TOCTOSIHHOTO XpaHEHUs M JOKYMEHThl MO JUYHOMY COCTaBY JIMKBHIWPOBAHHBIX
OpraHM3aluil JOJHKHBI Mepe/laBaThCs B YHOPSAOUYEHHOM COCTOSIHUM Ha XpaHEHUE B COOTBETCTBYHOIIMMN
rOCYJapCTBEHHbIN (MyHUIIUTIAIBHBIN) apXUB.

2.8. XpOHOJIOrM4eCKMMH IPaHULIaMU apXUBHOTO (POHIA SIBISIOTCS <1>:

<1> Iloanyukr 2.8.6 nmynkra 2.8 IIpaBui xpaHeHHUs.

JUIsL apXUBHOTO ()OHJIA OpraHU3alMU - yCTAHABJIMBAacMbleé Ha OCHOBE HOPMATHBHBIX aKTOB JAThbl
CO3JIaHMsI ¥ JIMKBUAALMHU opraHu3anuu. [lpyn Haauumy HECKOJIBKUX aKTOB 00 00pa30BaHUM OpraHU3AINH
MPUHUMAETCS AaTa HauboJjee paHHero U3 HUX;

Ui 00BEIMHEHHOTO apXWMBHOTO (hoHIA oOpraHu3alMM - AaThl CO3AaHUS Haubojee paHHEH H
JUKBUJIALIMU Hanbosiee Mo3JHel o BpeMeHH AeSITeIbHOCTH OpraHu3aluy, T0KyMEHTbl KOTOPOM BOLIUIU B
COCTaB 00BEMHEHHOTO apXUBHOTO (POHA;

JUIA apXI/IBHOI\/’I KOJUICKOHWH - JaThl CAaMOT'O PaHHET0 U CaMOro IMMO3AHETO JOKYMCHTA.
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2.9. ApXuBHbBIE JOKYMEHTHI JOJKHBI XPAaHUTHCSI B CHUCTEMaTU3MPOBAHHOM IOPSAJIKE B Ipejaenax
apxuBHOro (onna. Equnuiell cucreMaTu3aluu JOKYMEHTOB apXMBHOTO (DOHAA B apXMBE OpraHu3allud
SBJIIETCS COBOKYIIHOCTb APXMBHBIX JIOKYMEHTOB MJIM OTJAEIbHBIA JTOKYMEHT, OTHOCSIIMECS K OJHOMY
BOIIPOCY JESATEIbHOCTH OpraHU3aluy (Jlajee - eIMHUIA XPAaHCHHUS).

2.10. Enquauel XpaHeHus: JOJDKHBI ObITh CUCTEMAaTH3UPOBAHbI, BHECEHBI B OMHMCH U O(OPMIICHBI B
nopsiike, 00ecreynBaroIleM y4eT, IOUCK U UCIOIb30BAHNE apXUBHBIX JTOKYMEHTOB.

2.11. EquHuIbI XpaHeHHUs apXUBHOTO (DOHIA CUCTEMATU3UPYIOTCSI B COOTBETCTBUHU CO CIEAYIONIMMHU
IPU3HAKAMU:

CTPYKTYpHBI  (MPUHAIJICKHOCTh  CIUHUI] XpaHEHUS K CTPYKTYPHBIM  TOJAPa3ICIICHUSIM
OpraHU3aINH ),

XpOHOJ’IOFI/I‘IGCKI/If/'I (HO nepuogamM HJjin aataM, K KOTOPbIM OTHOCATCS €AUHULIbL XpaHCHI/Iﬂ);

(GyHKIIMOHATIBHBINA, OTPACIIeBOM, TEMAaTUYECKUH, MPEIMETHO-BONPOCHBIA (C ydeToM (yHKuIuH
OpraHu3aIyy, TEM WK BOIPOCOB, KOTOPHIX KACAETCS COACPKAHUE SAMHUI XPAaHECHUS ),

HOMMHAJIBHBIN (110 JEIONPOU3BOACTBEHHON (hopMe - BHJIaM U Pa3HOBUIHOCTSAM JOKYMEHTOB);

KOPPECHOHJIEHTCKUN (IO OpraHu3alusM, B pe3yjbTaTe MEPENUCKH C KOTOPBIMH 00pa3oBalMCh
€IMHULIBl XPaHEHUS);

reorpauueckuii (B COOTBETCTBUM C ONPEACICHHBIMU TEPPUTOPHUSIMH, HACEIEHHBIMU MYHKTaMU U
OpYTUMU reorpaguueckuMu OOBEKTaMH, C KOTOPBIMU CBS3aHO COJEPKaHHE JOKYMEHTOB, aBTOPBI,
KOPPECTIOHICHTHI);

aBTOPCKMM (IO Ha3BaHMSM OpraHM3alud MM (QaMuIMAM Tpak[aH, SBISIIOIIMXCA aBTOpPaMHU
JIOKYMEHTOB).

2.12. JIoKyMeHTBbI, BOIIEMNE B 0OBEAMHEHHBII apXUBHBINA (POH, PACHOIAraroTCs M0 3HAYMMOCTH
¢donnooOpazoBareneii, MO XPOHOJOTHUU CO3JaHMS JOKYMEHTOB, IO al(aBUTy Ha3BaHUH U JPYTUM
npu3HakaM. B npenenax kaxaoro ¢poHzaa, BOMIEANEro B 00beIMHEHHBIN apXUBHBIM (OHA, TPUMEHSIOTCS
MPUHLMIIBI CHUCTEMATH3allMi, BHIOOP KOTOPBIX OIpPENEseTcsl XapaKTepoM MAESTENIbHOCTH KOHKPETHBIX
OpraHu3aIMii, COCTaBOM U 00bEMOM JOKYMEHTOB.

2.13. CucremaTtuzamus JTOKYMEHTOB apXWBHOW KOJUIEKIIMU OTPEICISIETCS TEMAaTUKONH U COCTaBOM
JIOKYMEHTOB.

2.14. CoxpaHHOCTh JOKYMEHTOB B apXHMBE OpTraHH3alud O00ECIeUnBaCTCS] KOMIUIEKCOM
MEPOMPHUATHA TIO0 CO3JaHUI0 HOPMATHBHBIX YCIOBHH, COONIOACHUIO HOPMATHUBHBIX PEXKHUMOB H
HaJJIe)Kale OpraHu3alyd  XpPaHEHUs JOKYMEHTOB, HCKJIIOYAKONIMX XWIIEHWE U yTpaTy H
00eCcreunBaIIUX MOJAePKaHNE B HOPMATbHOM (DU3HUECKOM COCTOSTHHH.

B xommekc paboT 1o od6ecneueHno COXpaHHOCTH JOKYMEHTOB apX1Ba OpraHU3alMy BKIIOYAIOTCS:

MpeaoOCTaBJICHUC ITOMCIICHUA JIA pa3MCIICHUS apXUBHBIX JOKYMCHTOB;
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obecrieueHre HOPMATUBHBIX YCJIOBHI XpaHEHHUs JOKYMEHTOB;

BBITNIOJIHEHHE TPEOOBAaHUH K Pa3MEILIEHUIO JOKYMEHTOB B apXMUBOXPAHUIIUIIIE;

MPOBEpPKA HAIMYHUS U COCTOSIHUSL JJOKYMEHTOB.

2.15. ObecnieueHre HOPMATUBHBIX YCIIOBHIM XpaHEHUS JOKYMEHTOB BKIIIOUACT:
OCHAIIICHHE APXUBOXPAHUIIUII CHIEIUATBHBIM 000PYI0BAHUEM JIJIsi XPAHEHHS JIOKYMEHTOB;

o0opy/sOoBaHUE TOMEIICHHUS apXuBa OpraHU3allid CPEACTBAMU TOXKAPOTYLICHHS, OXPaHHOW U
MOYKapHOM CUTHAIIM3ALUEN;

cOOJI0ZICHHE MTPOTUBOIIOKAPHOTO PEKUMA;
coOII0ICHHE OXPAHHOTO PEKUMA;

CO3aHUC HOPMATUBHBIX TCMIICPATYPHO-BJIIA)KHOCTHOI'O, CBETOBOI'O PCKUMOB, IIPOBCACHUC
CAaHUTAPHO-TUTUCHUYCCKUX MCpOHpHﬂTHfI.

2.16. ApXI/IB OpraHu3alnyu pasMeIacTCda B CIICHUAJIBHO IIOCTPOCHHLIX HIIA HpI/ICHOCO6J'IeHHBIX JJIA
XpaHCHUA TOKYMCHTOB 3JaHUAX WJIM B OTACJIbHBIX ITOMCIICHHUAX 31aHU.

B apxuBe opranusanuu 10JKHbI ObITh IPEAYCMOTPEHBI:
apXUBOXPaHWINIIIE;
MIOMEIICHHUE I TPUEMa, BpEMEHHOT'O XpPaHEHHUs] IOKYMEHTOB;

MOMEILEHUE JJI KCIOJIb30BaHUS JTIOKYMEHTOB (YMTaJIbHBIA 3aJl, y4aCTOK BBIJAUYM JIOKYMEHTOB U
MH(POPMAIMOHHO-TIOMCKOBBIX CPE/CTB);

pa60qne KOMHAThl COTPYAHUKOB apxXuBa OpraHU3allii, KOTOPBIC JOJI’KHBI OBITE HU30JIMPOBAaHbI OT
HOMGH.[CHI/II\/’I, rAC XpaHATCSA apXHUBHBIC JOKYMCHTBI.

He AOIMYCKACTCA pasMCIICHUEC apXUBa OpraHrU3allii B MMOJABAJIBHBIX U YEPAAYHBIX ITOMCIICHHUAX.

2.17. ApXuBOXpaHUIUIIE JODKHO OBITh Y/IaJeHO OT Ja00paTOPHBIX, POU3BOJICTBEHHBIX, OBITOBBIX
MIOMEIIEHUN U HE UMETh OOIMX C HUMHU BEHTWISLMOHHBIX KAHAJIOB. APXWBOXPAaHWIMILE OTAENSAETCS OT
COCEHUX MOMEIEHNN HECTOPAEMBIMH CTEHAMU U IIEPEKPBITUAMH C IIPeieJIaMi OTHECTOMKOCTH HE MEHEe
IBYX 4acoB. B apxuBoxpaHuiuile He JOMyCKaeTcsl MPOKIaaKka TPyO BOJOCHAOXKEHHS M KaHAJIU3alluu,
TEXHOJIOTUYECKHE MU OBITOBBIE BHIBOJIBI BOJIBI.

2.18. Ilpu pa3menieHUH apXWBOXPAHWIWINA B CICIHAIBHOM WM TPUCIOCOOJICHHOM 3IaHUHN
npennoureHue (TMpU paBHBIX TEIUIOBBIX XapaKTEPUCTHKAX) OTAAETCS IOMEMICHUSM C CEeBEpHOM
OpHEHTALEN OKOH.

MaTCpI/IaJ'ILI IOKpPLITUA CTCH, II0JIOB, IIOTOJIKOB, BHYTpeHHCﬁ apMaTtypbl apXHBOXpaHUJIIUIIA,
IMPUMCEHACMBIC TIPU HU3TOTOBJIICHHUU o6opy)1013aH1/1;1 U CpCACTB XPaHCHHA apXHUBHBIX IOKYMCHTOB, HEC
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AOJDKHBI BBIACTIATH arpeCCUBHBIC XUMHUYCCKUC BCUICCTBA U OBITH NICTOYHHUKOM IIBLIH.

2.19. ApXHMBOXpaHWUJMILE JOJKHO HMETh €CTECTBEHHYIO WM MCKYCCTBEHHYIO BEHTUIISIIMIO,
00ECTIeYNBAIONIYI0 PEIUPKYISLIUI0 BO3AYyXa, CTaOMJIBHOCTH TEMIIEPATypHO-BIAKHOCTHOTO PEXHUMA,
OYHUCTKY BO3[yXa OT IMbUIM M arpecCHUBHBIX MpPUMECEH, a Takke OTBEYaTh COBPEMEHHBIM TPeOOBaHUSM
KOMITAKTHOCTH ¥ 3 KOHOMUYHOCTH.

ApXI/IBOXpaHI/IJ'II/IH_Ie JOJDKHO UMETHh BBIXOAbI K .]'II/I(bTaM 1 JIECTHUYHBIM KJICTKaM.

2.20. ApxuBOXpaHUIUIIA (32 UCKIOYEHUEM apXUBOXPAaHWJIUIL, PACIIOIAraloluXCsl Ha OXpaHsIeMon
TEPPUTOpUN) OOOpPYAYIOTCA JABEPSAMH C IIOBBIIIEHHOM TEXHUYECKOW YKPEIUIEHHOCTbIO IPOTHUB
BO3MOXXHOT'O B3JI0OMa, OCHAIlEHHBIMM 3aMKaMH MOBBIIIEHHONW CEKpeTHOCTH. OKHA MOMEIEHUIN MEPBOro
3Ta)ka IOJDKHBI ObITh 000PYAOBaHbI 3aIUPAIOLIMMUCS pelieTkaMu <1>.

<1> [ToamynkTser 2.11.1.1 - 2.11.1.2 mynkra 2.11 ITpaBun xpaneHus.

2.21. Bce nocrynamomue B apXuB OpraHU3allid JOKYMEHTHI Pa3MElIaloTCs B apXUBOXPaHHIUIIAX
Ha CTAllMOHAPHBIX W/WIM TIEPEABMKHBIX METAUIMYECKHX CTE/UIaXKaX, B METaUIMYSCKUX IKadax WiH
KOHTEHHEepax.

Crennaxu JOJIXKHBI OBITE YCTAHOBJICHBI NCPICHAUKYIAPHO CTCHAM C OKOHHBIMU IIPpOCMaMH, a B
IIOMCIICHHU U 0e3 OKOH - C y4eToOM 0COOEHHOCTEH IIOMCIICHHUA H 060py,Z[OBaHI/IH. He AOIIYCKACTCA
pasMCIICHUC cTenaxei BIUTIOTHYIO K HAPYKHBIM CTCHAM 3JIaHUA U K UICTOYHHUKAM TCILIA.

PaccTanoBka cTemnaxkeii ¥ IIKaQOB OCYIIECTBISETCS B COOTBETCTBUU CO  CIEAYIOIIUMU
TpeOOBaAHUSIMU:

paccTosTHUuE MEXY PSAAaMHU CTeJUlaxel (TaBHbIN mpoxon) - He MeHee 120 cwm;
paccrosiaue (Ipoxo.1) MEXAY CTEIUIaXKaMu - HE MeHee 75 cM;

PaCCTOSIHUE MEXy HApYKHOM CTCHOM 3[aHUs M CTeJUIaKaMH, TapalieIbHBIMK CTEHE - He MeHee 75
cM;

paccTosTHUE MEXy CTEHOM U TOPIIOM cTesiaxa uinH mkada (o0xon) - He MeHee 45 cwm;

paccTosiHiE MEXy MOJIOM U HUKHEH MOJIKOW cTeiutaxka (1mkada) - He MeHee 15 cM, B IJOKOJIBHBIX
sTaxkax - He MeHee 30 cMm <1>.

<1> [Moxmynkr 2.11.3 mynkra 2.11 IlpaBun xpaneHus.

2.22. TlpoTHBONOXXApHBIA pEeXUM B 3JaHUAX, IJ€ pa3MellaeTcsd AapXxuB OpraHu3alud, U B
apXMBOXPAHWIMILAX YCTAHABIMBAECTCS B COOTBETCTBUM C HOPMATHBHBIMH IIPAaBOBBIMU aKTaMHU
Poccuiickoit @enepanuu B 061acTu OXKapHOU OE30MaCHOCTH.

www.consultant.ru CrpaHvua 8 u3 74
HageXXHas NpaBoBas noaaepXkKa


https://www.consultant.ru/
https://www.consultant.ru/
https://login.consultant.ru/link/?req=doc&base=LAW&n=87697&date=21.10.2022&dst=100139&field=134
https://login.consultant.ru/link/?req=doc&base=LAW&n=87697&date=21.10.2022&dst=100158&field=134
https://login.consultant.ru/link/?req=doc&base=LAW&n=87697&date=21.10.2022&dst=100217&field=134

Mpuka3 MuHkynbeTypsl Poccun ot 31.03.2015 N 526
"O6 yTBEPXXAEHUM NPaBW OpPraHn3aUnM XpaHeHUs, KOMIM/IEKTOBaHUs, yueTa
1 ucron...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 21.10.2022

2.23. OxpaHHBIH peXUM 00ECTIIEYMBACTCS ITyTeM 000pYIOBAHNUS APXUBOXPAHMIUIIL, A TAKXKE IPYTUX
IIOMEIICHUH, IIe NOCTOSHHO WM BPEMEHHO XPAaHATCS apXUBHBIE JOKYMEHTBI, CPEICTBAMH OXpaHBbl,
00eCTIeYNBAIOIIUMHI KOHTPOJIb JTOCTYINAa B apXUBOXPAHWIMIIEC U MOMEUICHUS apXuBa, U COOIIOJEHUEM
HOpsAKa CIauy MO/ OXPAHY U CHATHS C OXPaHbl, YCTAHOBJIEHHOI'O PYKOBOAMTEIEM OpraHU3aIUH.

B cnyuae BblJauM apXMBHBIX JOKYMEHTOB BO BpPEMEHHOE II0JIb30BAHME 110 3alpocam
rOCYJJapCTBEHHbIX OpPraHOB, OPraHOB MECTHOI'O CaMOYINpPaBJIEHUS U OpPraHU3alMil BBIHOC W3 3/1aHUS
apxuBa WIM 3JaHMsI OpPraHU3allMKd apXMBHBIX JIOKYMEHTOB pa3pellaeTcs TOJIBKO M0 CIHELHMAIbHBIM
IIPOIYCKaM.

2.24. ApXvBHBIE IOKYMEHTHI CJIEAYET XpPaHUTh B TEMHOTE.

Bce Buabl paboT ¢ TOKyMEHTaMU JOJHKHBI MPOBOJUTHCS MPU OTPAHUYCHHBIX WM TEXHOJIOTHYECKH
HEOOXOIMMBIX YPOBHSIX OCBCIIICHUSI.

33.H_II/ITa JAOKYMCHTOB OT ,ZLCI‘/'ICTBI/ISI cBeTa 00ecIeurBaeTCs XpaHCHUEM IOOKYMCHTOB B KOpO6KaX,
IarkKax M rneperuicTax, B HIKa(l)aX HJIM Ha CTCIIJIAXKaX 3aKPBITOTO TUIIA.

EcrecTBeHHOE OCBElLIEHUE B apXUBOXPAHWIMILE JOIYCKAETCS IIPU YCIOBUM IIPUMEHEHUS HAa OKHaX
CBETOpacCeMBaTeNel, 3alIUTHBIX (PUIBTPOB, IITOP, JKAIIO3M, HAHECEHHBIX HAa CTEKJIO MOKpPBITHH. Jlis
UCKYCCTBEHHOT'O OCBEIICHUS MPUMEHSIOTCS JaMIlbl HaKalWBaHHUS B 3aKPBITHIX IUIadOHAX C TIAAKOU
IIOBEPXHOCTBIO.

YpoBeHb OCBEIICHHOCTH B JHala30He BHIAMMOIO CIEKTpa HE JOJOKCH IIPEBBINIATh: Ha
BEePTHKAIBHON IMOBEPXHOCTH CTEJIaXa, Ha BBICOTE OJHOTO MeTpa oT mona - 20 - 50 irokcoB, Ha pabodnx
croiax - 100 mrokcoB <1>.

<1> [MonmyHkt 2.11.2.4 mynkra 2.11 IlpaBun xpaHeHus.

2.25. B apXMBOXpaHWIUIIE AJI1 XPAHEHUS JTOKYMEHTOB YCTaHABJIMBAIOTCS CIIEAYIONINE MapaMeTpbl
TeMIEPaTyPHO-BIAKHOCTHOTO pexuma: <1>

<1> Ilognyukr 2.11.2.3 nynxra 2.11 IIpaBun xpaneHus.

JUISL XpaHEHUsl JOKYMEHTOB Ha OymMakHOM HocuTtene - temmeparypa 17 - 19 °C, oTtHocurenbHas
BIQXKHOCTH Bo3ayxa - 50 - 55%);

JUTSL TOKYMEHTOB Ha MAarHUTHBIX JINCKAX M TUCKOBBIX HakomuTelsix - 8 - 18 °C u 45 - 65%;
JUTSL TOKyMEHTOB Ha onTHueckux auckax - 10 - 23 °C u 20 - 50%;
JUISl JOKYMEHTOB Ha KHHOTIJICHKE:

C HUTPOOCHOBOM - uepHO-Oernble: TeMmnepaTtypa He Bbie 10 °C, BeTHbIE: TeMIIepaTypa He BbIIIe -5
OC.
2
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¢ 6e3omacHOil OCHOBOH - uepHO-Oernble: TemrepaTypa He Beimie 15 °C, nBeTHBIC: TeMIieparypa He
BeIIC -5 °C;

1 (POTOTOKYMEHTOB:
yepHo-0enble - Temneparypa He Boime 15 °C;
LIBETHBIE - TeMIlepaTypa He Bbiie -5 °C.

OTHOCUTENbHAS BIAXHOCTh BO31yXa, HEOOXOAUMAs Il XPaHEHHS JOKYMEHTOB Ha KMHOIUICHKE M
dorogokymenToB, cocrasisieT 40 - 50%.

2.26. B apXuBOXpaHWIHIIE C HEPETYIUPYEMbIM KIMMATOM JIOJIKHBI OCYILECTBIIATHCS MEPONIPHUATUS
10 ONTUMU3ALUU TEMIIEPATYypPHO-BIAXKHOCTHOIO peXUMa C IPUMEHEHUEM OTOIUIEHUS U IPOBETPUBAHMUS
MIOMEIICHUH, a TaK)Ke MEXaHUYECKUX CPEJCTB YBJIAXHEHUS WIM OCyLIEHHs Bo3ayxa. Peskue xonebaHus
(ce30HHBIE M B TEUEHHE OJHUX CYTOK) Temmeparypsl (+/- 5 °C) U OTHOCHTENBHOH BIAXXHOCTH BO3TyXa
(+/- 10%) He momycKaroTCs.

[Ipy nIUTENPHOM HapyLIEHUM TEMIIEpaTypHO-BIAKHOCTHOIO pexkuma (oT 3 cyrok u Ooiee),
COIIPOBO’KAAIONIEMCS MOBBIIIEHUEM OTHOCUTEIBHOM BIIAXHOCTH Bo3ayxa a0 70 - 90%, npuHMMAaroTcs
MepbI 110 €ro HopMaIu3aluu (MHTEHCUBHOE TPOBETPUBAHUE, OCYIIIEHUE apXUBOXPAHUIIMILA).

TemnepaTypHO-BIQXKHOCTHBI ~ PEKUM  KOHTPOJIUPYETCA IYTEM  PErylsipHOrO  U3MEPEHUS
TEMIIEPATypbl U OTHOCUTEJIBHOM BIIAYKHOCTH KOMHATHOT'O ¥ HAPYXKHOT'O BO3/1yXa B OJTHO U TO K€ BPEMsI: B
KOHIULIMOHUPYEMBIX IOMEIIECHUAX - HE pexe | pasa B HEJEI0; B apXUBOXPaHWINIIAX, HE OCHAIICHHBIX
CUCTEMOM KOHJMLIMOHUPOBAHUS BO3AYXa - 2 pa3a B HEJENIO; IPU HApYLIEHUIX pekruMa - 1 pa3 B CyTKH.

[Toka3aHMs KOHTPOJIBHO-U3MEPUTENIBHBIX TPUOOPOB (PUKCUPYIOTCS B PETUCTPALIMOHHBIX JKypHasax,
B KOTOPBIX TaKXX€ OTPAXKAIOTCS MpPOBEpKa MPaBUIBHOCTH MOKa3aHUN MPUOOPOB U MEPHI, MPUHATHIE IO
HOPMaJIM3aluy TEMIIEPATYPHO-BIAKHOCTHOTO PEKMMA B CIIyYasX €r0 HapyIICHU.

[Ipy Hamuyuum B 3JaHUM apXWBa IEHTPAIU30BAHHOM CHCTEMBI OOECTICUEHHSI COOJIIOACHUS
TEMIIEPAaTyPHO-BIAKHOCTHOTO pPEKMMa B MOMEIICHUSX, /1€ XPaHATCA JOKYMEHTBI, KOHTPOJb 3a €ro
COOJTI0JICHUEM OCYIIECTBIISIETCS] B aBTOMATHYECKOM PEKUME.

2.27. lloMemieHuss apxuBa OpraHU3allMU JIOJDKHBI COJEPXKATbCSl B YUCTOTE, B YCIOBUSAX,
HCKJIIOYAONIUX BO3MOKHOCTh TMOSBJIEHUS IUIECEHU, TPBI3YHOB, HACEKOMBIX, MbUIM. B momemeHusx
ApXUBOXPAHWIHUI JIOJDKHA OBITh oOecriedyeHa CBOOOHAS MHPKYISIHS BO3/AyXa, HCKIIOYAIOIIas
o0pa3zoBaHNe HEMPOBETPUBAEMBIX 30H, OMACHBIX B CAHUTAPHO-OMOJIOTMYECKOM OTHOIIICHHUH.

B nomernieHusx apXuBOXpaHMWINIL HEOOXOAUMO:
MPOBOAMTH CUCTEMATHUECKYIO BIAKHYIO YOOPKY;

HE peXe OJHOTO pa3za B TOJ MPOBOAWTH OOECIBUIMBAHHE KOPOOOK C JOKYMEHTaMmH, MIKadoB,
CTEJUIaXE;

oOpabaThiBaTh IIOKOJbHBICE YACTH CTEJUTKEH, TOJNbI, TIUIUHTYCHI, TOJOKOHHUKH BOJHBIMH
pacTBOpaMM aHTHUCENTHUKOB.
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2.28. JIBa pa3a B roj1 (B Hauaje ¥ 0 OKOHYAHWU OTOMUTEIIBHOTO CE30Ha) JIOKYMEHThI M TTIOMEILICHHS
apXWBOXPAHIIHUII TTOABEPTaIOTCS O0CIIEOBAHUIO JUISI CBOCBPEMEHHOTO OOHAPYKCHHUS HACEKOMBIX H
mwiecenn. [lpu oOHapyKEHUU OUOJOTUYSCKUX BPEAUTEICH NPUHUMAIOTCS CPOYHBIE MEPHI II0
Ne3MH(PEKIMA W JC3MHCEKIUU JOKYMEHTOB M IOMEUICHHH CHJIaMU pPa0OTHHUKOB apXwBa, a IpHU
HEO0OXOJIMMOCTH - CHIJIAMHU COOTBETCTBYIOIIUX CITYXkKO.

2.29. B apXMBOXpaHWJIHUILE 3aMPEIIACTCS HAXOIUTHCS B BEPXHEW OACKIE, MOKPOHM M TpSI3HOU
0o0yBH; XpaHUTh TOCTOPOHHUE TIPEIMETHI, UMYIIECTBO H O0OpYyIOBaHHUE, YHNOTPEOISATH MUIICBBIC

MIPONYKTHI.
2.30. O6s13aTeNIbHBIMU YCIOBUSIMH XPAaHEHHSI SJIEKTPOHHBIX IOKYMEHTOB SIBJISIOTCS:

HAJIMYME B apXWBE OpraHW3allMd HE MEHee JBYX JK3EMIULIPOB KAXKIOW CAMHUIBI XPaHCHUS
ANEKTPOHHBIX JTOKYMEHTOB (OCHOBHOW W pa0O4YMil 3K3eMIUBIPHI JIOJKHBI HAXOAWTHCS HA Pas3HBIX
(bu3MYECKUX YCTpOIlCTBaxX);

HaJIMYME TEXHUYECKHMX M MPOTPAMMHBIX CPEACTB, IPEIHA3HAUYCHHBIX JI1 BOCIPOU3BEICHUS,
KOMUPOBAHUSA, TIEPe3alucHu JIEKTPOHHBIX JIOKYMEHTOB, KOHTPOJA (PU3MYECKOTO U TEXHUYECKOIO
COCTOSIHUS;

obecneyenne pPEKUMa XPaHCHUA QJICKTPOHHBIX  JOKYMCHTOB, HCKIIIOYAaromecro yTpary,
HCCAHKIIMOHUPOBAHHYIO PACCBIIIKY, YHUUTOXCHUC NI UCKAKCHUC HH(i)OpMaIII/II/I.

2.31. Ilepenaua TEKCTOBBIX 3JCKTPOHHBIX JOKYMEHTOB Ul XPaHEHUS B apXUB OpraHU3allvy,
SBIISIIOIICHCS. MCTOYHMKOM  KOMIUIGKTOBAaHHMS TOCYJAapCTBEHHOTO M MYHHIMIIQIBHOTO — apXHBa,
ocymectsisercs B opmate PDF/A.

2.32. B wmensx oOecrieueHUs XpaHEHUs, Y4eTa U HCIIOJIb30BAHUS DJIEKTPOHHBIX JOKYMEHTOB,
HaXOJALIMXCS Ha XPaHEHUHM B apXUBE OPraHMU3ALUH, JODKHO MPOU3BOAUTHCS CHHXPOHHOE M3MEHEHHE
IPOTpaMMHO-aIMapaTHONH Cpeasl B OPraHW3allMi M B apXWBE OpraHW3allld, a TAaK)Ke CBOCBPEMEHHAas
Nepe3anuch 3JIEKTPOHHBIX APXHUBHBIX JIOKYMEHTOB Ha HOBbIE HOCUTEJH U B HOBBIE ()OPMATHI.

B npornecce xpaHeHMsI 3IEKTPOHHBIX IOKYMEHTOB B apXUBE OpraHU3allii HE PeKe OJHOro pasa B 5
JeT TMPOU3BOAUTCS TEXHUUYECKUH KOHTPOJIb (U3UYECKOTO COCTOSHUS HOCHUTENEH 3JIEKTPOHHBIX
JIOKYMEHTOB U BOCIIPOM3BOJUMOCTH 3JIEKTPOHHBIX JJOKYMEHTOB.

B ciydae eciu INpu  OCYLIECTBIEHHHM TEXHUYECKOIO KOHTPOJIS YCTAHOBJIEHBI W3MEHEHMS
(U3UYECKOTO COCTOSIHUS HOCHUTENEH 3JIEKTPOHHBIX JOKYMEHTOB, apXUB OpraHU3allMM IO PEIICHUIO
PYKOBOJIUTENST OPraHU3alMU JOJDKEH MPOBOAMTH pabOTy MO MEpe3arnuc 3JIEKTPOHHBIX JTOKYMEHTOB Ha
HOBBIE HOCHUTEIIN.

[Ipu wu3meHenuu ¢GopmMaToB B pe3yibTaTe MpeoOpa3oBaHUsl MPOrPaMMHO-ANIAPATHON Cpembl,
YXYALIEHUS BOCIPOU3BOJMMOCTH JJIEKTPOHHBIX JOKYMEHTOB apXUB OpraHu3allid [0 PEHICHUIO
PYKOBOJUTENST OpPraHU3alMM JOJDKEH MPOBOAUTH pabOTy MO HEepe3anmucH NEKTPOHHBIX JTOKYMEHTOB B
HOBBIE (hOpPMATHI.

[Ipu ocymiecTBIeHUH TMEpe3anucd JOJKHA ObITh oOecreueHa ayTeHTHYHOCTh, IIOJHOTA,
JIOCTOBEPHOCTb, IEJIOCTHOCTh M HEU3MEHHOCTh HWH(GOpMallMU, COJAEpXKAIIEHCS B AJIEKTPOHHBIX
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JOKYMEHTaX.

TekcToBbIe ANEKTPOHHBIE JOKYMEHTBI, MOJBEPTIIMECS IEpe3allucl B HOBble (OpMaThl W/MIM Ha
HOBBIE HOCHUTEJIH, JIOJDKHBI OTBEYaTh TPEOOBAHUAM, YCTAHOBJICHHBIM TyHKTOM 2.3 1 Hactosmux [Ipaswui.

2.33. HJ’I?I OIIEPaTUBHOI'O AOCTYIIA K 3JICKTPOHHBIM JOKYMCHTAaM B CIIPaBOYHBIX W IMMOUCKOBBIX LEJIAX
B apXHBC CO3ACTCA CI)OH,H MMOJIb30BaHHUA 3JICKTPOHHBIX JOKYMCHTOB.

2.34. Bce nocrynamomye B apXuB OpraHU3allid JOKYMEHTHI pPa3MElIaloTCs B apXUBOXPaHHIMIIAX
Ha CTeJUTaKaxX WU B IKadax B MOPSJIKE, COOTBETCTBYIOIIEM OMHUCSIM JeJl, TOKYMEHTOB. JIOKYMEHTHI,
TEMIIEPATYPHO-BIAXKHOCTHBIN PEKUM XpaHEHHUS KOTOPBIX pa3ivyeH, JOKHBI Pa3MeIlaThCs B Pa3HbIX
apXUBOXPAHWINILAX.

2.35. Hoxymentsl ApxuBHoro ¢onna Poccuiickoit denepanuu U apyrue apxXuBHbIE JOKYMEHTBI
JOJDKHBI XpPaHUTHCS B KOPOOKAaxX WM TMamnKax, HM3TOTOBJIEHHBIX W3 OE€3BPEIHBIX IS JIOKYMEHTOB
MaTepHaoB.

DNEKTPOHHBIE JOKYMEHTHI Ha (pu3u4ecku 000COOJICHHBIX HOCHTENSX Pa3MEIIAl0TCsS OTIEIBHO OT
JIPYTUX JTOKYMEHTOB.

Ha xopoOku MpuKIENBAIOTCS SPIBIKKA, HA KOTOPBIX YKa3bIBAIOTCS: HOMEpP (OHAA, HOMEP ONHUCH U
KpaliHue HoMepa JeJl, pa3MEIIeHHbIX B JaHHONH KOpOOKe.

HOp?IIIOK pasMCIiCHUA YCTAHABJIMBACTCA B 3aBUCHMOCTH OT PAaCCTOAHUA MCKAY IIO0JIKaAMU,
(bHBI/I‘ICCKOI"O COCTOsAHUA A€, a TAKKE OT TBCPAOCTH HJIIM MATKOCTH IICPCILICTA. I[ena, HUMCIOIIINEC
TBepI[BIfI NEPCIVICT, YCTAHABJIMBAIOTCA BCPTHKAJIBHO, C MATKHUM HNCPCIINICTOM HJIM HCHICPCIIJICTCHHLBIC -
TOPHU30HTAJIBHO.

KopoOku He 10JKHBI BRICTYIIATh 3@ PEEIIbI MOJIO0K CTEIIaxe.

He AOMYCKACTCA XPAHCHUC HOOKYMCHTOB B TpaHCHOPTHOﬁ Tape, B I_HTa6eJ'I$IX, Ha TIOJYy,
IMOAOKOHHUKAX, JICCTHUYHBIX IIJIOMAAKAaX W APYIUX HC MNPCAHASHAYCHHBIX I XPaHCHUSA OOKYMCHTOB
MECTax.

2.36. Bce momeneHus apxXwBa OpPraHU3allUd, a TAKXKE CTEIUIaXH, IIKa(bl, KOHTEHHEPHI, MOJIKH
HymepyroTcs. Cremnaxu, mkappl U KOHTEHHEPHl HYMEPYIOTCS B KaXKIOM apXUBOXPAHHIHUIIE ClieBa
HaIpaBo OT BXOJIHOM JIBEpH, a TOJIKH Ha CTeJUIaXKax - 1Mo mKkadam cBepXy BHHU3, CIIeBa HAIIPABO.

2.37. B nensax ompeneneHus MecTa XpaHEHHUs JOKYMEHTOB B apXHMBOXPAHWJIMILE COCTaBIISIOTCS
Tonorpauueckre ykazareiau: nocremiaxusie (nmpunoxkenue N 1), a npu 601b1110M KonuyecTBe (HOHJIOB -
nodon0BbIe (TpuioxkeHue N 2).

2.38. H3MeHeHUs, NOPOUCXOIAIINE B Pa3MENICHHUH JOKYMEHTOB, JOJDKHBI CBOEBPEMEHHO
OTpaXkaThCs B TOMOTPaQUUECKUX YKa3aTeIaX.

2.39. B x01€e IpOBEPKU HAINYMUS U COCTOSIHUS apXUBHBIX JIOKYMEHTOB B ApXUBE OpPraHU3aluu:

YCTaHAaBJIMBACTCA (I)aKTI/I‘-ICCKOe HAJIMYNUC CAUHUI] XPAHCHUSA U COOTBCTCTBUC YUCTHBIM JOKYMCHTAM,
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BBIABJIAIOTCA U YCTPAHAIOTCA HEAOCTATKU B YYCTC JOKYMCHTOB,
BBIABIIIIOTCA OTCYTCTBYIOIIHME JOKYMCHTEI 1 OPraHU3yCTCA PO3BICK;

BBISIBJSIFOTCS. W YYUTBHIBAIOTCS  JOKYMEHTBI,  TpeOyromme  mpopUIaKTHYeCKOH — W/WiH
pecTaBparmoOHHO-IPOGUIAKTUIESCKOW 00padOTKH.

BrisBasgiorcss u YUYUTBIBAIOTCA BJICKTPOHHBIC IOOKYMCHTEI, Tpe6y101une nepe3anrucu Ha HOBBIC
OJICKTPOHHBIC HOCHUTECIU, IPOBOAUTCA KOHTPOJIb (bHBPI“ICCKOFO N TCEXHHUYCCKOI'O COCTOSAHHA CAUHUIL
XpaHCHU A, OCYHICCTBIIACTCA ITPOBCPKA HA HATTMYNEC BPECAOHOCHBIX KOMIIBIOTCPHBIX ITPOTpaMM.

2.40. TIpoBepka HaJTMYUS ¥ COCTOSIHHS JOKYMEHTOB Ha OYMa)KHBIX HOCHTEJISIX TIPOBOJUTCS B apXHBE
OpraHm3aly KOMHCCUECH WM HE MEHee YeM JBYMs paOOTHHKaMH HE pexke omHoro pasa B 10 ner,
AJIEKTPOHHBIX JOKYMEHTOB - HE PEKE OJHOTO pa3a B 5 JieT.

2.41. IIpu npoBepke HAIUYUS U COCTOSIHUS IOKYMEHTOB B apXUBE OpraHU3ali HE0OOX0IUMO:

COXpaHATh TOPSAIOK DPACIOJIOKEHUS JOKYMEHTOB Ha CTelUlakax, B IMIKadax U KOHTEHHepax B
COOTBETCTBUHU C Tomnorpaduueckumu ykazateiasiMu. [Ipy M3MEHEHHH paclojIOKEHHS el HEe0OXOAUMO
CBOEBPEMEHHO JIe1aTh COOTBETCTBYIOIINE 3aMUCH B TOMOrpadUIECKUX yKa3aTemsx;

InmoMemarb Ha MCCTa HAJICKAUICTO XPaHCHUA O6Hap}I)KeHHI)Ie BO BpPEMA IMPOBCPKHU HCIIPABUIIBHO
PasMCIICHHBLIC CAMHUIIBI XPAHCHHA,

U3bIMATh C IOCIEAYIOLIEH HW30JALMEH JOKYMEHTBI, 3apaKCHHbBIC IUIECEHBIO WIM JPYTMMH
OMOJIOTMYECKUMU BPEAUTEISIMU (1151 TOKYMEHTOB Ha OyMa)>KHOM HOCHTEIE);

U3bIMaThb CANHUIIbI XpaHCHUsA QJICKTPOHHBIX AOKYMCHTOB, COZCpIKaIe BPCIAOHOCHBIC
KOMITBIOTEPHBIE TPOTPaMMBI, TMOMEIIaTh Ha CIENHaTbHO BBIACICHHYIO TONKY (B ALNUK) Ui
nocJyenyromei 00padoTKu;

H3bIMATh U padMCIlaTh BCJIC] 3a YYTCHHBIMU JI€JId, HC BHCCCHHBIC B OIIUCH.

Baecenune BBISBICHHBIX B XO0J€ MPOBEPKHU HCYUYTCHHBIX ACTT B OMNKCH 3allpCliacTCs. HeyLITeHHBIG
AcJa IMoaJaexKar 06pa60TI<e " OIIMCAaHUIO ITOCJIC 3aBCPUICHUA ITPOBCPKHU.

2.42. IlpoBepka HaaU4Msl U COCTOSIHMSI JJOKYMEHTOB IPOBOJUTCSI MYTEM CBEPKU OIKCATEJbHBIX
cTareil ONMCH C ONTUCAHUEM JIENT Ha 00JI0KKaX.

du3rYecKoe COCTOSHHE JIEN ONMPEICIISeTCS MMyTeM BH3YalIbHOTO MIPOCMOTpA.

Jenate kakue-1u00 TMOMETKM WIIM 3alUCH B OMHCIX AN M JPYIHX YYETHBIX JOKYMEHTax
3anpeniaerca. B koHie kaxon npocMoTpeHHon onvcu aenaercs 3anuck "IIPOBEPEHO" ¢ ykazanuem
HOMEpA U JIaThl aKTa TPOBEPKHU HAIMYHUS U COCTOSIHUS JOKYMEHTOB.

2.43. TlpoBepka HAJIMYMS W COCTOSAHHUSI JIOKYMEHTOB CUHUTAETCS 3aBEPIICHHOW MOCJIE BHECEHHUS
W3MEHEHUH, BBISIBIEHHBIX IPOBEPKOM, B YUETHBIE JOKYMEHTHI apXHUBA.

ITo pe3yjabTaTaM IMPOBEPKH COCTABIACTCA aKT IPOBEPKHU HAIWYUA W COCTOAHHUA apXHBHBIX
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nokymeHnToB (npuinoxenue N 3). Ilpu oOHapyXeHHUU OMMOOK B YUETHBIX JJOKYMEHTaX COCTABISETCS aKT
O TEXHMYECKMX OIIMOKaX B YYETHbIX JOKyMeHTax (npuioxenue N 4). B cinyuae oOHapyxeHUs
JOKYMEHTOB, HE OTHOCAIIMXCS K JaHHOMY (OHIYy, apXWBY OpraHHM3allld, HEYYTCHHBIX, TaKKe
COCTABJIICTCSI COOTBETCTBYIOIIMH akT (mpwiokeHue N 5). VYKa3aHHblE aKThl IOJAINUCBIBAIOTCS
HCIIOJIHUTENIIMUA U YTBEPKAAOTCS PYKOBOJIUTENIEM OpraHU3alluy WIA €ro 3aMECTUTENIEM, KypPUPYIOIIUM
NI TeNbHOCTh apXUBa.

2.44. Ecnu npoBepKOW HamuuMs M COCTOSIHMS JIOKYMEHTOB YCTAHOBJIEHO OTCYTCTBUE €Nl U
JOKYMEHTOB, OPIaHU3YeTCs UX PO3BICK.

Po3bick apXMBHBIX JOKYMEHTOB, HE OOHApY>KEHHBIX B XO0J/i¢ MPOBEPKH, OPTaHU3YETCS C MOMEHTa
BBISIBJICHHSI OTCYTCTBHUSI M IPOBOJAUTCSA B TeueHHE ofHOro roxa. Ha nema, He oOHapy>KeHHBIE B XOe
IIPOBEPKU HAJIMUUS U COCTOSHUS JOKYMEHTOB, COCTaBJISETCS akT 00 yTpaTe JOKYMEHTOB (mpuioxeHnue N
6), KOTOPBIN paccMaTpUBAETCS IKCIEPTHON KOMHUCCHEH (IICHTPabHOW SKCIIEPTHOM KOMHCCHUEH) (nanee -
OK (I2K) opranuzanuu U yTBEp>KIAAeTCs pyKOBOIUTEIEM OpPraHU3alluy WiId ero 3amectureneM. K akry
MpuUiaraeTcsd CopaBKka O TPOBEJACHHHM PO3BICKA, TOATOTOBJIICHHAs M  MOANMCAHHAS  JIULIOM,
[IPOM3BOJMBILINM TPOBEPKY. AKT 00 yTpare [IOKYMEHTOB IPEJCTAaBISIETCS B COOTBETCTBYIOLIMM
roCy/IapCTBeHHBIH (MYHHUIIMIIAJIbHBIA) apXUB WU YIOJIHOMOYEHHBIM OpraH HCIOJIHUTENBHON BIACTH
cyobekta Poccuiickoit @eneparuu B 00JacTH apXUBHOTO JieNa JUIS TPUHSTHS PEIICHUS O CHATUHU
yTPA4YeHHBIX JIEJI C y4eTa.

2.45. JIoKyMEHTbI BbBLIAIOTCS U3 APXMBOXPAHMUJIMINA HA OCHOBAaHMM IHCHbMEHHOI'O pa3perieHUs
PYKOBOJUTENS apXHBa OPraHMU3ALMU WM €ro 3aMecTUTEeNs (€CIU apXWUB SBISETCS YUPEKACHUEM),
PYKOBOAMTEIISA CTPYKTYPHOIO IMOAPA3ACIICHHAS] OPTaHU3ALUN

pabOTHUKAM CTPYKTYPHBIX MO/Ipa3AeIeHU OpraHu3aliu;

CylieOHBIM, TPABOOXPAHUTEIbHHIM W WHBIM YIOJHOMOYEHHBIM OpraHaM B COOTBETCTBUU C
3aKoHoJarenbeTBOM Poccniickon denepannu;

HWHBIM IIOJIB30BATCIIAM IO IMCbMCHHOMY 3asBJICHHIO.

I[OKYMGHTBI BBILAAIOTCS U3 apXHUBOXPAHUJIUIIL HA CPOK, HE HpeBLIH_IaIOH_[I/II\/'II

OJJHOI'O MECs1a - A1 UCIIOJIb30BaHUA pa60THI/IKaMI/I OopraHu3alvi 1 UHBIMU IOJIb30BATCIIAMU
MICCTHU MCCAIICB - Cy,I[C6HI>IM, MMPaBOOXPAHUTCIIbHBIM W UHBIM YIIOJTHOMOYCHHBIM OpTraHaM.

HpOI[J'ICHI/IC YCTAHOBJICHHBIX CPOKOB BbIAa4YM JOKYMCHTOB JOIYCKACTCA C Pa3pCIICHUA
PYKOBOJUTENST OpraHu3allid Ha OCHOBAHUU IHCHMEHHOTO TOATBEP)KICHUS IMOJB30BATENs O
COXpPaHEHUN/00eCTIeYeHNH COXPAaHHOCTH JOKYMEHTOB.

2.46. Bplmaya JOKYMEHTOB M3 apXHMBOXPAHWIHINA PETHCTPUPYETCS B KHHUTE BBIAAUM JENl |
oopmIIsieTCs:

3aKa3oM (CIyKeOHOM 3aMuCcKOil) Ha BbIIavy Ae;

aKTOM O BBIJIade JieJ BO BPEMEHHOE IOJh30BAaHUE - MPH BbIJIa4e B CTOPOHHUE OPTaHH3AINH
(mpunoxenue N 10).

www.consultant.ru Crpanuua 14 n3 74
HageXXHas NpaBoBas noaaepXkKa


https://www.consultant.ru/
https://www.consultant.ru/

Mpuka3 MuHkynbeTypsl Poccun ot 31.03.2015 N 526
"O6 yTBEPXXAEHUM NPaBW OpPraHn3aUnM XpaHeHUs, KOMIM/IEKTOBaHUs, yueTa
1 ucron...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 21.10.2022

[Tpu TpaHCTIOPTHPOBKE /€N HA JIOOBIE PACCTOSHUS 00ECIIEYMBAIOTCS MEPHI 10 OXPAHE U 3aLIUTE UX
OT BO3JICHCTBUS BpeIHBIX (PaKTOPOB OKPY>KAIOIIEH CPEeJIbl.

2.47. Bpnauy TOKYMEHTOB Ha OyMa)XKHOM HOCHTEJIE M3 apXUBOXPAaHWINIIA U TIPUEM UX 00paTHO, B
TOM 4YHCIIE B cllydyae HEOOXOJMMOCTH MOJUCTHYIO NMPOBEPKY HAIMUUS U COCTOSIHHS JOKYMEHTOB Iepen
BbIJIaueii M3 AapXMBOXpAaHWJMINA M IPH BO3BpaTe, IMPOU3BOAUT DPAOOTHUK AapXMBOXPAHWUJIMIIA B
MPUCYTCTBHUH JIUIA, TOTYYaI0IIero (BO3BpAIlaoIero) ena.

BwmecTo BbI1aBaeMBbIX U3 apXUBOXPAHWIHINA €IUHUL] XPAHEHUS U OMKCEH /e, JOKYMEHTOB JOJIKHA
pa3Meniatbcsl KapTa-3aMecTuTens aena (npuioxkenue N 7). [Ipu Bo3BpallleHuu Jeia KapTa-3aMecTHTENb
M3BIMAETCS U XPAHUTCS B apXUBE OPraHU3alUU JO MUHOBaHUS HaJOOHOCTH.

[ena, BpigaBaeMble U3 apXUBOXPAHUIUIIA, JOKHBI UMETh apXUBHBIA IH(]p, MPOHYMEPOBAHHbIE
JIUCTHI, TUCT-3aBepUTENb Aena (npuioxkenue N 8) U JUCT UCIONIB30BaHUS JOKYMEHTOB (TipmiiokeHue N

9).
[ToaroroBka apXMBHBIX JOKYMEHTOB K BbIJaU€ U3 apXHWBOXPAHWIUIIA BKIIFOYAECT:
BBIEMKY apXHUBHBIX IOKYMEHTOB;
CBEPKY apXHBHOT'O MM (pa U 3ar0JIOBKOB C OMHKCHIO JIeJ, TOKYyMEHTOB;
MIPOBEPKY (PU3NYECKOTO COCTOSHUS Aena.

ONEKTPOHHbIE JTOKYMEHTbHI BBIJAIOTCA W3 apXUBOXPAHWJIUINA B BHUJAE 3JIEKTPOHHBIX KONUN WIH
Konuii Ha OymakHoM Hocutene. IIpm HEOOXOOUMOCTH 3aBepeHHs KOMMH 3JIEKTPOHHBIX JOKYMEHTOB
UCIOJIb3YETCSl AJIEKTPOHHAs MOJANUCH PYKOBOAUTENS OpraHM3allMd WM YHOJHOMOYEHHOIO UM
JOJDKHOCTHOTO JIMIA WM HPOM3BOJIUTCS 3aBEPEHUE KOIMUHU JOKYMEHTa Ha OyMa)kKHOM HOCHUTENE B
YCTaHOBJIEHHOM Topsake (MyHKT 5.14 Hacrosimux IIpasun).

2.48. JIOKyMEHTBI U3 apXUBOXPAaHWINILA, KaK IIPABUIIO, HE BBIIAIOTCSA:
IpU HaJau4uu (OH/Ia OJIb30BaHUS;
HaXOoJALIMECs B HEYIOBJIETBOPUTENLHOM (PU3NUECKOM COCTOSIHHH.

2.49. B opraHuzanuu JOJKHBI OBITH pa3paboTaHbl IMJIaHbl KOHKPETHBIX MEpPONPUATUN U Jpyrue
HOPMAaTHBHBIE JOKYMEHTHI, PErjJaMEeHTHPYIOIIUE MOPSAJOK padoThl B UPE3BBIYAMHBIX CHUTYyalUsX, NMPHU
BO3HUKHOBEHUHU KOTOPBIX HEBO3MOYKHO 00ECIIEUUTh COXPAHHOCTh APXUBHBIX JOKYMEHTOB.

C conepxaHUEM IIJIAHOB MEPONPUSTHI U JPYrUX HOPMATHUBHBIX JOKYMEHTOB, OINPEIEISIOINX
paboTy apXuBa OpPraHMU3aIMU MPU YPE3BBIYANHBIX CHUTYAIUAX, JOJDKHBI OBITh O3HAKOMJIEHBI PAaOOTHUKH
apXuBa OPraHU3aLNU.

1. YYET JOKYMEHTOB APXUBHOI'O ®OHJIA POCCUNCKON ®EAEPALIIN
U IPYTUX APXUBHBIX JIOKYMEHTOB B OPT AHU3AITIU

3.1. Ydery nmomiexxar Bce XpaHAIINMECS B apXUBE OPraHU3ALMM JOKYMEHTHI, BKIIFOYasl JOKYMEHTBI
[0 JUYHOMY COCTaBYy, KOMHMHM JOKYMEHTOB (DOHJA TOJb30BaHUS (MPU HAJTUMYMU) MU OMNHMCU Jed,
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JIOKYMEHTOB.

3.2. Oprasumsanus,  SBISIOIIAACA  MCTOYHMKOM  KOMIUIEKTOBaHMS  IOCYJapCTBEHHOIO
(MyHUIIMIIAIBHOTO) apXuBa, MPEJCTABJIAET B TOCYJAapCTBEHHBIM (MYHULUIAIbHBIN) apXUB Yy4YETHbBIE
cBelleHUs1 00 00beMe U CcOCTaBe XPaHALIMXCSA B apXHMBE OpPraHU3alMy JOKYMEHTOB ApXuBHOro (oHaa
Poccuiickoit ®enepauuum M JIpyrux apXUBHBIX JOKYMEHTOB B COOTBETCTBHM ¢ Permamenrom
rOCyJapCTBEHHOTO y4eTa JIOKyMeHTOB ApxuBHoro (onaa Poccuiickoii denepanuu, yTBepKICHHBIM
npukazoM Pocapxusa ot 11 mapra 1997 r. N 11 (3apeructpupoBan Muntocrom Poccuu 8 uronst 1997 r.,
perucTpanoHHbIi HoMmep 1344).

3.3. OCHOBHBIMU E€MHUIIAMU yU€Ta APXUBHBIX JOKYMEHTOB SIBJISIOTCS:
apXHUBHBIA POH]T;
eIMHUIIA XPAHEHUSI - JIEJI0, MJIEKTPOHHOE Aeio (MyHKT 4.34 nHacrosmux [Ipasw).

3.4. EnuHunam XpaHeHHUs IPHCBaMBAIOTCS YYETHbIE HOMEpPA, SIBJISIOIIMECS YacTblO apXHBHOIO
mmdpa. CBereHUs 0 COCTaBE SIMHHII XPAHEHHS M UX KOJINYECTBE (PUKCUPYIOTCS B YYETHBIX JOKYMEHTaxX
apxuBa.

ApxuBHbli mmdp (0003HAYCHHWE, HAHOCMMOE B JICBOM HW)KHEM YINIy Ha KaXAYIO EIUHUILY
XpaHeHHs B LENIX oOecrneueHus ydyeTa U HUICHTU(UKALUU) COCTOUT H3: HOMEpa apXMBHOTO (hOHJA;
HOMeEpa OIUCH JeJl, JOKYMEHTOB; HOMEpA €IMHULIbI XPAaHEHHUS.

ApxuBHBI MH(P DIEKTPOHHBIX JOKYMEHTOB, XPAaHUMbIX Ha OOOCOOJEHHBIX JIEKTPOHHBIX
HOCHUTEIISIX, YKa3blBAaeTCA Ha BKIAJBIIE, BJIOXKEHHOM B (QymIsp HoOcHTENs. ApXHBHBIA mmdp
AJIEKTPOHHBIX JOKYMEHTOB, XpaHMMbIX B MH(OPMALMOHHOM CHCTEME apXuBa, SIBISETCS 00s3aTEIbHBIM
AJIEMEHTOM ONUCAHUS KOHTEHWHEepa 3JI€KTPOHHOTO IOKYMEHTA.

35.B ApXUBC OpraHu3anuu BEAYTCA OCHOBHBIC (06$I3aTeJ'ILHLIe) U BCIIOMOTI'aTCIIbHBIC YUYCTHBIC
AOKYMCHTHBI. CocraB u q)OpMI)I OCHOBHBIX YYCTHBIX IOOKYMCHTOB OIIPCACIIAOTCA B COOTBCTCTBHU C
HaCTOAIIIMMHU HpaBI/IJ'IaMI/I. CocraB u (I)OpMH BCIIOMOT'aTCJIbHBIX YYCTHBIX JOKYMCHTOB OIIPCACIIAROTCA
APXKWUBOM OpraHu3alnuv CaMOCTOATCIIbHO.

3.6. B cocTaB 0CHOBHBIX (0053aT€IbHBIX) YUETHBIX JOKYMEHTOB apXMBa OpraHU3allUN BXOJIAT:
KHHTa y4eTa MOCTYIUIEHUS U BBIOBITHS J1e1, JOKyMeHTOB (npuioxenue N 11);

cniucok GouaoB (mpunoxkenue N 12);

muct donaa (nmpunoxenue N 13);

OIHUCH JieN, JoKyMeHToB (mpunoxenus N 14, 15, 16, 17, 18);

peectp onuceit (mpuioxenue N 19).

3.7. B KkHMTy y4eTa NMOCTYIUIEHUS U BBIOBITHS JeJ, JOKYMEHTOB IOCIIEI0BAaTEIbHO BHOCSTCS BCE
MIEPBUYHbIE U TIOBTOPHBIE MOCTYIUIEHUS (BBIOBITHS) Ael, ToKyMeHTOB. Kaxxoe mocrymiienue (BbIObITHE)
B IIpeJieax OTYETHOTO rojia MOoIy4aeT MOPAIKOBbII HOMED B BaJIOBOM MOCIIEA0BATEIBHOCTH.
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E)KCI‘O[[HO Ha 1 SAHBaps MOABOAUTCA HUTOI' KOJIMYCCTBA MOCTYIIUBIIHUX U BBIOBIBIIIX 3a rog Aaci,
JOKYMCHTOB.

3.8. Cniucok GoHIOB BEJETCS B apXUBE OPraHU3AIUH, XPAHSIIIEM JOKYMEHTHI Oosiee 0HOTO (hOH/A.
B cnucok hoHoB apxuBHBIN (HOH]I 3aKUCHIBAETCS TOJIBKO OJUH Pa3, PU NEPBOM IOCTYIUIEHUU B apXUB
opranuzanuu. [lo cnucky (OHIOB B BaJOBOM HOPSJIKE €My IMPUCBAUBACTCA YUYETHBIM HOMEp, KOTOPBIi
COXPAaHSETCA 32 HUM BO BCEX YUYETHBIX JOKYMEHTaX.

B cnyuae nepemaun apxuBHOro (hOHAA B APYroil apXuB, BKIOUEHUS €T0 B COCTaB 0ObETUHEHHOTO
apXUBHOTO ()OHJIAa WIIH BBIJEIICHUS BCEX JOKYMEHTOB K YHUUYTOXKEHHIO OCBOOOIMBIIUICS HOMEP APYTOMY
apxXuBHOMY (DOH/Iy HE IPUCBAUBACTCS.

OObenuHeHHbIe apXUBHbIE (POHJBI U APXUBHBIE KOJUICKIIMHM YYUTHIBAIOTCS HA OOIIMX OCHOBaHUSIX.
OObenquHEeHHOMY apxuBHOMY (oHAY, OOpa3oBaHHOMY U3 apXHWBHBIX (OHIIOB, paHEE YYTEHHBIX
CaMOCTOSITENILHO, IPUCBABACTCSI HOMEP OJHOTO U3 apXUBHBIX (DOH/IOB, BKIFOYCHHBIX B €70 COCTAB.

B apxuBax opraHuzanuil - MCTOYHUKOB KOMIUIEKTOBAaHUS T'OCYIAapCTBEHHBIX (MYHMIIMIIAJIbHBIX)
apXMBOB IPOCTABISAETCS HOMEpP apXMBHOrO (OHJA, 3a KOTOPHIM OH YUYTE€H B TIOCYAAPCTBEHHOM
(MyHUIIMDIAIBHOM) apXHMBE, U KOTOPBIA COXpaHSETCsS 3a HUM IIOCJIE MOCTYIUIEHUS €ro JIOKyYMEHTOB Ha
IIOCTOSIHHOE XpaHECHHUE.

HazBanue apxuBHOTO ()OHJa BHOCHUTCS B CHHCOK (POHIOB HA OCHOBAaHWU MCTOPHUYECKOHN CIPAaBKH K
(GOoHIy WK TUTYJIBHOIO JIUCTA OIHUCH JeJl, TOKYMEHTOB.

HazBanue apxuBHOro (poHIA COCTOMT M3 IMOJHOTO W (B CKOOKax) COKPAIICHHOTO HAaWMEHOBAHMS
¢doHn000pa3oBarens, € YyKazaHMEM €ro IOJYMHEHHOCTH, MECTOHAXOXXIEHMs, JaT CO3JaHUS U
mukBuanuu. Ecniu HaumeHoBanue (oHm000pa3oBaTesss U3MEHSIOCh, TO B CIIUCKE (DOHAOB yKa3bIBaeTcs
€ro IMocjeJHee Ha3BaHUWE B paMKaxX INEPHOZA, 33 KOTOpBIM NPHUHATH AOKYMEHTHI. Bce mpensinyniue
NeperMEHOBaHUSI OTMEUAIOTCS B iucTe QOH/A.

Ha3Banune o0belMHEHHOrO apXMBHOTO (JOHAA COCTOUT U3 00OOIIEHHOTO Ha3BaHUS BKIIOUEHHBIX B
HEro apxXuBHBIX (DOHAOB, M3 MEpPeuHs Ha3BaHUM CMEHSBIIUX ApPYr Apyra opraHuzauuid. KoHkpeTHbie
HalMEHOBAaHMS BCEX OpraHM3alui, JOKYMEHTbl KOTOPHIX BOLUIM B OOBEIMHEHHBIN apXuBHBINA (oHI, a
TaK)Xe UX NMePeMEHOBaHUs yKa3bIBAIOTCS B JIcTe (QOH/A.

B nazpanuu apXHBHOﬁ KOJUICKIUHN YKa3bIBACTCA IMPU3HAK (HpI/I3HaKI/I) € (bOpMHpOBaHHH.

E)KCFOI[HO Ha 1 AHBaps K CIIMCKY q)OHJIOB COCTaBJIAICTCA UTOTOBasd 3allMCh O KOJIMYCCTBC apXUBHBIX
(bOHI[OB, MNOCTYIIMBHIUX U BBEIOBIBIINX B TEUCHHE roga, u O6H.ICM KOJIMYECTBE aAPXHBHBIX q)OH,[[OB,
HaxXoJdAIHnXCs Ha XpaHCHHUU B apXUBC.

Crucox (bOHI[OB 3aKJIIIO9acTCsA B TBEPAYHO 06J'IO)KKy, JIMCTBI HYMCPYIOTCH, COCTaBJIACTCA
JINCT-3aBCPUTCIIb.

3.9. JIuct poHma cocTaBiseTcs Ha KOKAbIA apXUBHBIA (OHI. B HEM YyUUTHIBAIOTCS BCE OMUCH LN,
JIOKyMEHTOB (hOH/IA.

Jluct (bOHIla MOKET OBIThH MEPCCOCTABJICH TOJIBKO B CJIy4ac, €CJIM OH HCUCIIPABUMO IMOBPCIKACH HUJIN
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nepecraeT oTpaxkaTb (PaKTHUECKOE COCTOSIHME M 00BeM apXuBHOro ¢oHna. B cioydae nmepecocraBieHus
nucta GoHJA paHee AEHCTBOBABIINKA JHCT (GoHIa moMemaercs B Aeno ¢onaa. B Bepxuem mpaBom yriry
oboux nUCTOB poHAa AenaroTca oTMeTKu: "JIMCT mepecocTtaBieH" ¢ yKazaHHEM JaThl IEPECOCTaBICHUS,
JOJDKHOCTU M OJIIUCH COCTaBUTEIIS.

JIuctel (hOHIOB XpaHATCS B MOPSAKE HOMEPOB apXUBHBIX (HoHIOB. K Kaxmoil manke cocraBisercs
JMCT-3aBEPUTEINb, TIJI€ YKa3bIBAIOTCS HayaJlbHble M KOHEYHbIE HOMEpa apXUBHBIX (OHIOB M olIee
KOJINYECTBO apXUBHBIX (POH/IOB, TUCTHI KOTOPBIX HAXOAATCS B MAIIKE.

3.10. B onmcu gen, 1OKyMeHTOB (TOAOBOM pa3jelie ONMUCH JIe, TOKYMEHTOB) €IUHUIIBI XpaHEHUS
YUHUTBIBAIOTCSI B COOTBETCTBUU C CUCTEMATHU3AIMEH 32 MOPSIAKOBBIMU YYETHBIMU HOMEPAMHU.

HepBOMy roaoBoMy pasacily OIIMCHU ACJI, JOKYMCHTOB (I)OH,Z[a IIpUCBAanMBACTCA HOMCD IIO JIUCTY
q)OHHa, BCC MOCJICAYIOIMUEC rOAO0BBIC PA3ACJIbl YUCIIATCA 3a JAHHBIM HOMCPOM A0 3aBCPIICHHA OIMUCH.

He nomyckaercs NPHCBOCHHE ONUCSIM JeJ, JOKYMEHTOB OJMHAKOBBIX YUYCTHBIX HOMEPOB B
npezenax ogHoro (GoHpa.

B KOHIC BCEX DJK3CMIUIAPOB OIMCHU [ACJI, JOKYMCHTOB JICJIACTCA UTOroBas 3allCb, B KOTOpOﬁ
YKa3bIBACTCA KOJMYCCTBO HAXOAAINIUXCA HAa XPaHCHHUU CAWHUIL XPAHCHUA, HepBI)II\/JI u HOCHCI[HI/If/'I HOMCEpa
CANHULl XPAHCHUS TII0 OIMCH, YKA3bIBAOTCA HUMCIOIIHUECCS IPOIYCKU HOMCPOB, JIMTCPHBIC HOMCEpA,
BBHIOBIBIIINE CAWMHUIBI XPAHCHUA 1 OCHOBAHUEC BBIOBITHS.

ITocne kaxxmoro MOCTYIUICHUA WA BBIOBITHS JOKYMCHTOB COCTABJIACTCA HOBAd UTOTOBaA 3allMCh K
OIMMCHU ACJI, JOKYMCHTOB, KOTOpas MOAIHUCBIBACTCA €€ COCTABUTCIIEM C YKA3aHUCM IOOJDKHOCTH W AAaTbl
COCTaBJICHUAI.

Ecnu onucek aen, TOKyMEHTOB COCTOUT M3 HECKOIBKUX TOJIOBBIX pa3/iesioB, TOMOB, HTOTOBAs 3aiCh
COCTABIISIETCS] K KaXJ0MY F'OJIOBOMY pa3ielly, TOMY; KpOM€ TOro, K KaKJI0OMY MOCIIEIYIOLIEMY F0JI0BOMY
paszzeiny, TOMy B HapacTarolleM MOPSAKE COCTaBISIETCS] CBOAHASI UTOrOBas 3aIUCh.

I'omoBrie pasaciibl, €CJIM OHU HE ABJIAKOTCA 3aKOHYEHHOM OIIMChbIO, HC IOAINIMBAIOTCA M HC
MNEPCILICTAIOTCA; OHU XPAHATCA B apXHBC B IallKax.

3akoHUYEHHAas OIKUCH e, TOKYMEHTOB J0JKHA BKIIOUaTh He Oonee 9999 enunuil XxpaHeHusl.

3aKoHYEHHAs OIUCh ACJI, TOKYMCHTOB BMCECTC C TUTYJIBHBIM JIMCTOM WU CHIPAaBOYHBIM amImapaTroM K
HEH 3aKJI0YaeTCs B TBCPAYIO O6J'IO)KKy, HYMEPYCTCA U NMOAIINBACTCA UJIN IICPCIIIICTACTCA.

Kaquaﬂ 3aKOHYCHHAA OIKUCh A€, TOKYMCHTOB, TOM OIIMCH JACJI, JOKYMCHTOB IOJDKHBI HMCETH
JINCT-3aBCPUTCIIb.

3.11. IIpu Hanuuuu B apXuBe OpraHU3allMH ABYX U Oojiee onucel aes, JOKyMEHTOB BEJIETCSl peecTp
onucel (npunoxenue N 19).

Onucu 1en, TOKYMEHTOB BHOCSITCSL B PEECTp OMMCEW B XPOHOJOTHYECKOW IOCIIEN0BATEIbHOCTU
MOCTYIUIEHHUS IO/l COOTBETCTBYIOIIUMHU MOPSAIKOBBIMH HOMEPAMH.

B peectpe ommceit puKCHPYIOTCS OCHOBHBIE JTAHHBIE 1O COCTaBY KaXKIOW IMOCTYNHBIIEH B apXWB
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opraHu3anv OIMCH ACJI, ZOKYMCHTOB: HOMCD q)OHHa, HOMCPp OITMCH, KOJIMYECTBO CAWHUI] XPAHCHUS B
OIIMCH, KOJIUMYCCTBO JIUCTOB B OIIKMCHU U €€ SK3CMIIISAPOB.

3.12. JIns TEHTPaIM30BAHHOTO TOCYJApPCTBEHHOTO YyuYeTa JIOKYMEHTOB ApXWUBHOTO (OHJA
Poccuiickoit ®enepaurii B apXWBE OpraHu3aldy, SBJSIIOIMICHCS HWCTOYHUKOM KOMIUIEKTOBAHUS
rocyJapCTBEHHOTO (MYHHUIIMIAIIBHOTO) apX1Ba, COCTABIIAETCS MACIIOPT apXMBa OpraHu3anuu. <1>

<1> ®opma nacnopra apxuBa OpraHu3allly yCTaHOBJIEHa PeriiaMeHToOM rocyJapCTBEHHOTO ydyeTa
nokymMeHToB ApxuBHOTO (hoHna Poccuiickoit deneparnuu (yrBepskaeH npuka3zom PocapxuBa ot 11 mapta
1997 r. N 11, 3apeructpupoan Muntocrom Poccuu 8 urons 1997 r., perucrpanuonssiii Homep 1344).

3.13. ApxuB opraHu3alMyd MOXET BECTH TaK)K€ y4yeT B aBTOMAaTU3UPOBAHHOM pEXHME - B BUJEC
yueTHbIX 0a3 nanubix (BJI).

VYuernsie bJ] npumMeHsIoTCS BO B3aUMOCBS3H ¢ IpyruMu nHpopManronHsiMu b/l, nmeromummucs B
apxyBe OpraHu3aliM, W JOJDKHbI ObITh COBMECTHMMBI C COOTBETCTBYIOIIMMH y4deTHbIMH B/
roCy/1apCTBEHHbIX (MyHULIMIIAIBHBIX) APXUBOB U OPraHOB YIPABJICHUS APXUBHBIM JEJIOM.

3.14. VYdeTrHbIC AOKYMCHTBI apxXuBa OpraHu3anuu, Kpome onucen ACI, NOKYMCHTOB,
npeaHazHavdaroTCa I CJIy>K€6HOFO IIOJIB30BAaHUS U ITOJB30BAaTCJIAM HE BBIJAOTCA.

3.15. Yuer MOCTYIUICHUA U BBIOBITHS ACJI, JOKYMCHTOB B apXHUBC OpPraHU3allu OCYHICCTBIISICTCA HaA
OCHOBAHUMU:

OnmucCHu Ae€JI, IOKYMCHTOB CTPYKTYPHOI'O IMOAPA3ACIICHUA U TOAOBOTO pa3acia CBOJHOM OMNHCH ACI,
AOKYMCHTOB OpraHMU3aiu,

HOMEHKJIATyphI JIeJ1 OpraHu3aliy, 3aMEHSOIEN r010BOM pa3/iesl CBOJHOM OINUCHU JIe], JOKYMEHTOB
OpraHu3allNy;

aKTa 0 TEXHUYECKHX OIINOKaX B YYCTHBIX JOKYMCHTAX (HpI/IJ'IO)KCHI/IC N 4),

aKkTa 00 OOHapy)XEHUHU JTOKYMEHTOB (HE OTHOCSIIMXCS K JJaHHOMY (OHIY, apXUBY, HEYUTCHHBIX )
(npunoxxerue N 5);

aKkTa 00 yrpaTe N10KyMeHTOB (rpuioxkenue N 6);
aKTa mpueMa-Tiepeaun apXrUBHBIX JOKYMEHTOB Ha XpaHeHue (mpunoxenue N 20);

aKTa O BBIJICJICHUM K YHUYTOKCHHUIO AapXUBHBIX JTOKYMEHTOB, HE TOJICKAIINX XPaHCHHIO
(mpunoxxenue N 21);

aKTa 0 HEeMCIPABUMBIX TOBPEKICHUAX apXUBHBIX JOKYMEHTOB (mpuiiokenue N 22).

Ha ocHOBaHWMM yKa3aHHBIX JIOKyMEHTOB BHOCATCS HEOOXOJIUMBbIE H3MEHEHHS B OCHOBHBIE
(oOs13aTenbHbBIE) YUETHBIE TOKYMEHTBI apXHBa:
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B KHHUTY yd4eTa MOCTYIUICHUS U BBIOBITHS /€1, JOKyMeHTOB (mpuioxenue N 11) u B muct ¢onaa
(mpuitoskenue N 13) - npu Ka’kZoM U3MEHEHUH B COCTaBe U 00bEME JOKYMEHTOB apXHBa OpraHU3allH;

B ciicoK (oHa0B (mpritokenue N 12) - mpu NOCTYIUIEHHH HOBOTO apXUBHOTO (DOHJIA MITH BHIOBITHH
BCEX JIeJl, TOKYMEHTOB, HaXOMBILETroCsl Ha XpaHEHUU apXUBHOTO (oHaa <1>;

<1> B rpade "OTmeTka 0 BeIOBITUH (hOHAAQ" criMcKa (DOHIOB YKA3bIBAETCS, Ky/1a BBHIOBL apXUBHBIN
doHJ, a TaKKe JaTa U HOMEP TOKYMEHTA, HA OCHOBAaHHH KOTOPOTO OH BHIOBLIL.

B peectp omnucelt (mpuioxenue N 19) - mpu mocTymieHuH HOBOW OIMKMCH WIIH BBIOBITUU BCEX €IIUHUIL
XpaHEHUsl, HaxOJWBIIEWcs Ha XpaHeHUH omucd. Homep BBHIOBIBIIEH OMUCHU JIPYTUM OIHKCAM Jie,
JIOKYMEHTOB HE MPUCBANBAETCS U OCTACTCSI CBOOOTHBIM;

B omnucu [J€JI, JOKYMCHTOB - IIpHU KaXIOM IIOCTYIIJICHUU HW/UIHA BBIOBITUH AcJI, TOKYMCHTOB,
YUTCHHBLIX B JTAQHHOM OITHCH.

COOTBGTCTBYI-OH_II/IG HU3MCHCHUA BHOCATCS BO BCIIOMOT'aTCIIbHBIC YUCTHBIC JOKYMCHTHI.

Bce akThl, JOKyMEHTUPYIOLIME PE3YIbTAaThl APXUBHBIX PA0OT, BKIIOYAIOTCA B J€)I0 (POHIA, KOTOPOE
3aBOJIUTCS HA KaX/1bli (HOHJI, HAXOAIIMIICS HA XPAHEHUH B apXUBE OpraHU3allyu.

Heno donma, HapsaAy ¢ JOKyMEHTaMH, OTpaKarolUMU HCTOpUio ¢oHAa U (QoHmooOpazoBarers,
BKJIFOYAET YYCTHBIC JOKYMEHTBI, XapaKTepPHU3YIOIIe n3MEeHEHMsI (DOH .

IV. KOMIUIEKTOBAHME APXNBA OPTAHU3ALIMA JOKYMEHTAMU APXUBHOI'O
OOHIA POCCUUCKOU OEJEPALIMU U IPYTUMU APXMBHBIMU TIOKYMEHTAMU

4.1. Hoxymentsl ApxusHoro ¢onaa Poccuiickoit denepannu u TOKyMEHTbI BpeMEHHBIX (cBbie 10
JIeT) CPOKOB XPAaHEHHUs, B TOM YHCIIE 110 JUYHOMY COCTaBY, IIEpEIalOTCsl B apXUB OpPraHU3alMy HE paHee,
4YeM 4epe3 OMH IOfl U He MO3AHEee, YeM Yepe3 TPU roJia MOCIIe 3aBEPLICHUs el B IeJI0IPOU3BOJICTBE.

JIOKyMEHTBI 110 JIMYHOMY COCTaBY I'OCYAApPCTBEHHBIX IPAXKIAHCKUX CIYXKAIUX U MYHULMIIAIBHBIX
CIIy’KalllUX, YBOJEHHBIX C TOCYJAapCTBEHHOW TIpa)XIaHCKOW CIIy>)KObl MM MYHUIMIAIBHON CITy>KOBI,
NIEpPEal0TCs B apXUB OpraHU3aluy 1o ucreueHuu 10 et co AHs yBOJIBHEHUS.

4.2. Jlena BpeMeHHBIX (710 10 €T BKIFOUYUTENHHO) CPOKOB XpaHEHHS B apXuB He nepenarorcs. OHn
XpaHATCS B CTPYKTYPHBIX MOJAPA3ACICHUAX OPraHU3alUU U M0 UCTEUEHUU CPOKOB XPAHEHUS IMOMJIEKAT
YHUUYTOKEHHUIO B YCTAHOBJICHHOM MOPSJIKE.

B uckmrounTenbHBIX ClIydasx Mo pCIICHUIO PYKOBOIUTCIIA OpraHu3alvu J1cjia BPEMCHHBIX (,[[O 10
JICT BKHIOHHTGHBHO) CPOKOB XpaHCHUA NEPEAAOTCA B apXUB OpraHu3aluu 10 OIMUCAM A€, TOKYMCHTOB
HJIN 110 HOMCHKJIATYPEC ACII.

4.3. JIOKyMEHTBI IOCTYMAIOT B apXUB OPraHU3aLNK TTOCJIE MPOBEACHUS SKCIEPTU3bI LIEHHOCTH.

4.4. Pemenus o BKIOYEHHH B cocTaB ApxuBHOro ¢ouaa Poccuiickoit denepannn KOHKPETHBIX

www.consultant.ru Crpanuua 20 u3 74
HageXXHas NpaBoBas noaaepXkKa


https://www.consultant.ru/
https://www.consultant.ru/

Mpuka3 MuHkynbeTypsl Poccun ot 31.03.2015 N 526
"O6 yTBEPXXAEHUM NPaBW OpPraHn3aUnM XpaHeHUs, KOMIM/IEKTOBaHUs, yueTa
1 ucron...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 21.10.2022

JOKYMEHTOB IMPHHUMAIOTCS SKCHEPTHO-IPOBEPOYHBIMU KOMHUCCHAMHU (pellepaibHbIX T'OCYAapCTBEHHBIX
apXMBOB M YIIOJHOMOYEHHBIX OpraHOB HMCIOJHMUTENBbHOM BiacTH cyobekToB Poccuiickoit denepaunn B
obnacTtu apxuBHOro aena (ganee - DIIK apXUBHOTO yUpeKACHHUs) B MIPeIeIax KOMIETCHIUH.

4.5. Llenpro 3KCIepTU3bl LEHHOCTH JOKYMEHTOB B OPTaHU3ALMHN SBJISETCS:
0TOOp TOKYMEHTOB JIJIsl BKIIIOUEHHs B cocTaB ApxuBHOTO (poHma Poccuiickoii @eneparum;
BBISIBJICHHE JJOKYMEHTOB, HE ITOJICKAIUX JAIBHEHIIEMY XPaHEHUIO.

3KCHepTI/I3e HCHHOCTH ITOAJICIKAT BCC NOKYMCHTBI OPraHu3any HE3aBUCUMO OT BUIOB HOCHUTEICH U
cIocoOOB 3amuCH.

Jlo mpoBeeHUs SKCIIEPTU3bI IICHHOCTH B COOTBETCTBUU € IMyHKTaMu 4.6 - 4.13 nactosmmx [IpaBun
YHUUYTOXXEHUE JOKYMEHTOB 3aIIpPEIacTCs.

4.6. DKcriepTU3a IEHHOCTU JOKYMEHTOB IMPOBOJAMUTCS HA OCHOBE:

NEHCTBYIONIETO 3aKOHOJATENbCTBA M HMHBIX HOPMATUBHBIX TPaBOBBIX akToB Poccuiickoii
denepanuu B 00JIACTH apXUBHOTO Je)Ia, THPOPMAITUU B JOKYMEHTAITMOHHOTO O0SCTIICUCHUS yIIPABIICHHS;

TUIIOBBIX, BCAOMCTBCHHBIX M HHBIX Hepequﬁ JAOKYMCHTOB C YKA3daHUCM CPOKOB HUX XPaHCHUI,
TUIIOBBIX U MIPUMCPHBIX HOMCHKJIATYp ACII.

4.7. B opranuzanuu AJs MPOBEACHUS 3KCIEPTU3bl LIEHHOCTH JOKYMEHTOB CO3[A€TCsl SKCIepTHas
komuceus: (mamee - OK) <1> B opraHm3anusx, HMMEIOMMX CJIOXKHYIO CTPYKTYypy W/WIN
M10JIBEZIOMCTBEHHBIE OPTaHU3aIUH, CO3/Ial0TCS LIEHTpaIbHbIE SKCIIEpTHBIE KoMuccuu (aainee - LIDK).

<1> Jlns npoBeACHMs] DKCIEPTU3bl LIEHHOCTH HAyYHO-TEXHUYECKOHM M JPYrod CHELHAIbHOU
JOKYMEHTallMl B OpraHu3allid MOKeT ObITh co3znaHa OK, BkiIouaromiass COOTBETCTBYIOLIUX
CIELIMAJIUCTOB.

4.8. LIBK (OK) sBasercss coBelaTeIbHBIM OPraHOM INPH PYKOBOJIUTENE OPraHU3aLUH, CO3/1aeTCs
MIPUKA30M OpPTraHU3alliH, AEUCTBYET HA OCHOBAHUHU MOJIOKEHUS.

3amaun u ¢ynkuuun [[OK (OK) opranmszanuu - HCTOYHUKA KOMIUIEKTOBAHHS OMPEHENSIOTCS
MOJIOKEHUEM, YTBEPKIAEMBIM PYKOBOJIUTEIIEM OpraHU3aIIHH.

4.9. OcuoBHoii 3anaueir [I1OK (OK) sBnserca opranuszanus ¥ NpoOBEIEHHE SKCIEPTU3bl LIEHHOCTH
JIOKYMEHTOB.

OcnoubiMu QyHKIUsAME LIDK (OK) sBnstores:
OpraHu3aIys €XKeroqHOTr0 0TOOpa eI /I XpaHESHUS U YHUUITOKEHNS,

pPacCMOTPEHHME M COITIaCOBAHUE IIPOEKTOB HOMEHKIATYpPHl JEJI OpraHu3alid, OIUCEH eI,
JIOKYMEHTOB TIOCTOSIHHOTO U BpeMeHHBIX (cBbIle 10 J1eT) CPOKOB XpaHEHHUS, B TOM YUCIE MO JIMYHOMY
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COCTaBy, aKTOB O BBIACIICHHUU K YHUYTOKCHHUIO ACJI, HC NOAJICIKAINX XPAHCHUIO, U JPYIUX aKTOB,

HOJrOTOBKA MPEAJIOKEHUH 00 ONpesieIeHu! CPOKOB XPaHEHUs IOKyMEHTOB, HE MIPEeyCMOTPEHHBIX
nepeyHsMd  <I>, u 00 U3MEHEHWH CpPOKOB XpPAaHEHHS OTIEJIbHBIX KATETOPHUl JTOKYMEHTOB,
YCTaHOBJICHHBIX IIEPEUHAMU;

<1> DK opranuzanuii, nepeiamIIux JOKYMEHTbl Ha XpaHEHHE B TOCYJApPCTBEHHBIC ApXMBBI,
IIPEICTABIISIOT COOTBETCTBYIOMIME Ipeuiokenns DIIK apxuBHoro ydupexaeHus.

yY4aCTueC B MOATOTOBKE U PACCMOTPCHUM IMPOCKTOB HOPMATHBHBIX U MCTOANYCCKUX JOKYMCHTOB I10
BOIIpoCaM pa6OTbI C JOKYMCHTAMU B OpraHU3aIlnu;

METOJMYECKOE PYKOBOJCTBO paboTaMu B 00JaCTH 00ECIeYeHUs COXPAHHOCTH JIOKYMEHTAJIbHOTO U
apXUBHOTO ()OHIOB OPTraHU3AIUH.

4.10. DxcnepTr3a LEHHOCTH JOKYMEHTOB B OPraHU3aluy IPOBOJAUTCS:

B JIEJIONIPOM3BO/ICTBE - IIPU COCTABICHUU HOMEHKJIATYpPBI /1€ OpraHu3aliy U MpH MOATOTOBKE JIe K
nepeiaue B apXus;

B apXMBE OPraHU3aLMH - B IIPOLIECCE MTOATOTOBKH JIeJI K Iiepe/iade Ha MOCTOSSHHOE XPaHEHHUE.
4.11. DxcnepTr3a HEHHOCTH JOKYMEHTOB IPOBOJIUTCS €KETOTHO.

ITo pe3ynpraraM »5SKCHEPTHU3Bl LEHHOCTH B CTPYKTYpHBIX MOJAPA3JENICHUSAX OpraHU3alnn
COCTaBJISIIOTCSL OMHUCHU JIeJI CTPYKTYPHBIX IMOAPA3JIEICHUI: MOCTOSHHOTO, BpeMeHHBIX (cBbime 10 jer)
CPOKOB XpaHEHHUs, MO JUYHOMY cocTaBy (mpuioxkeHue N 23, 24), Ha OCHOBE KOTOPBIX B apXuBe
OpraHM3alMK COCTABJIAIOTCS FOJIOBBIE Pa3/ieibl COOTBETCTBYIOIIMX CBOJIHBIX OMMCEN Jell, JTOKYMEHTOB.

Ha nena ¢ uncTeKmMMHM CpOKaMu XpaHEHMsI B CTPYKTYPHBIX IOAPA3JEJICHUAX OpTraHU3alNN
COCTaBJISIIOTCSL MPENJIOKEHUSI K aKTy O BBIIEICHUM K YHMUYTOXKEHHUIO JIOKYMEHTOB, HE IOJUIEKaIINX
xpaHenuto (1o popme akra, npunoxerue N 21).

Ha ocHoBe npeoxeHuil CTpyKTYpHBIX MOJpPa3AeieHU ciayba J1e10npon3BOICTBa OpraHU3aIIH
COCTaBJISIET aKT O BBIICJICHUH K YHUUTOXKCHHUIO IOKYMEHTOB, HE MOJIekKAIINX XpaHeHHIO (TipuiioxkeHne N
21).

Jlena BKIIFOYAKOTCS B aKT O BBIICIICHUM K YHHUUTOXEHHUIO JOKYMEHTOB, HE NOMJICKALINX XPAHEHHUIO,
€CJIM TIPEAYCMOTPEHHBIN ISl HUX CPOK XpAHEHUS UCTEK K | sTHBaps roga, B KOTOPOM COCTABJICH aKT.

Jena c ormetkoit "OIIK" <1> noayiexar nonMcTHOMY IPOCMOTPY B LIESAX BBISIBICHUS JOKYMEHTOB,
MO/JIEKAIUX TOCTOSHHOMY XpaHEHUI0. BhIsBI€HHbIE B TAKUX JIe1aX JOKYMEHThI TOCTOSHHOTO XPaHEHUSI
BBIJICJIAIOTCS ¥ IPUCOEAUHSIOTCS K OHOPOIHBIM JieJIaM Wi (POPMUPYIOTCS B CAMOCTOSTENIbHBIE JIeTIa.

<1> Otmetka "JIIK" o3Ha4aeT, YTO YACTh JOKYMEHTOB MOXET ObITh OTHECEHA K CPOKY XpaHEHHS
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"TocToaHHO".

OcranbHble 1oKkyMeHTHl ¢ oTMmerkod "OIIK" BkimrowaroTcss B akT Ha yHMuTOkeHue. llpu sTom
ormetka "OIIK" B akTe HE yKa3bIBaeTCsl.

Onucu Ha Jena, JOKYMEHTHI IIOCTOSSHHOIO XpaHEHUs M 10 JMYHOMY COCTaBy M aKThl Ha
YHUYTOXKEHHUE JTOKYMEHTOB paccMmarpuBaroTcs Ha 3acemanun [[OK (OK) omnoBpemenno. [lo mrToram
pacemorpenust LIOK (OK) cornacoBbiBaroTcs OmMcH A€, TOKYMEHTOB IOCTOSIHHOI'O XPAHEHUS U IO
JUYHOMY COCTaBY U aKThl O BBIJICJIICHUN K YHUUTOKEHUIO TOKYMEHTOB.

CornacoBanuble [[OK (OK) opranmsanum omnucu JAen  JOKYMEHTOB (TOJOBBbIE  pa3felibl)
npeacTaBisitoTcs Ha paccMoTpenne JIIK:

MMOCTOAHHOI'O CPOKA XPaHCHUS - HA YTBCPIKIACHHUC,
10 IMYHOMY COCTAaBY - HAa COIIaCOBAHUC,

OIIK YTBCPKIAACT OMMUCU ACIT IMOCTOAHHOI'O XpPAaHCHUA W COIJIACOBBIBACT OIMMCHU ACIT IO JIMYHOMY
COCTaBYy.

Onucu nen, AOKyMEHTOB (TOAOBbIE pa3feiibl) Hampasiisitorcs Ha paccmorpenue OIIK B Tpex
9K3EeMIUIsIpaX Ha OyMa)KHOM HOCHUTEJE M OJHOM JK3EMIUIApE Ha JIEKTPOHHOM HOCHUTENE depe3 3 roja
1I0CJIE 3aBEPILEHUS JIe1 B AEIONPOU3BOCTBE.

[Tocne yrBepxxaenus u corsacoBanus OIIK onucelt nen, 1OKyMEHTOB OIMCH M aKT O BBIIEICHUH K
YHUYTOKEHHUIO TOKYMEHTOB, HE IOUICKAIUX XPAHEHUIO, YTBEPKIAIOTCA PYKOBOJUTEIEM OpraHU3alNH,
1ocJjie Yero Jiefia, BbIIEJICHHbIE M0 aKTy K YHUYTO)XKEHUIO, MOT'YT OBITh YHUUTOKEHBI.

4.12. Opranuzauuu, B JESTEIbHOCTH KOTOPBIX HE CO3/al0TCid JOKYMEHThl ApXuBHOro (onaa
Poccuiickoit denepannu, CO31at0OT OMUCH /€T 110 JUYHOMY COCTaBY M OIUCH /i€ BpeMeHHbIX (cBbIme 10
JIET) CPOKOB XpaHEHUsS U 00ECTIEUNBAIOT UX COXPAHHOCTb.

OpFaHI/BaHI/II/I TAaKXKXC COCTAaBJISIFOT AaKThl O BBIACIICHHU K YHHUYTOXCHHUIO JOKYMCHTOB, HC
MOoIC)KAIUX XPAHCHUIO, U YHHUYTOXKAIOT YKA3aHHBIC NOKYMCHTBI IO UCTCYCHHU CPOKOB HMX XPaHCHHA
TOJIBKO ITIOCJIC COCTAaBJICHUA I'OAOBBIX Pa3aciiOB ommcei ACII 11O INYHOMY COCTaBy 34 COOTBGTCTByI-OH_II/Iﬁ
nepruoa U uX YyIrBEPKACHUA PYKOBOAWUTCIIEM OpraHru3alu.

4.13. Jlena Ha OyMa)KHOM HOCHTEJE, BIJICICHHbIE K YHUUTOXKEHHIO, IEPEAaloTCs Ha YHUUTOKEHHE
(yTHnM3aiuio) Mo akTy O BbIIEICHMM K YHUUYTOKEHUIO JOKYMEHTOB (mpuiiokeHue N 21), a Takxke Ha
OCHOBAaHHWU HWHBIX JOKYMEHTOB, IIOATBEPKIAIOMUX (aKT CAa4d JOKYMEHTOB Ha YHHUYTOXXKEHHE
(yTunusanuto).

OJNEKTPOHHBIE JIe]a C UCTEKIIMMHU CPOKaMU XPaHEHUS IMOJJIEKAT BBIICICHUIO K YHUUTOXXEHUIO Ha
OOIIMX OCHOBAaHHUAX, IIOCJE€ YEro MPOBOAUTCS HX (PU3MUECKOe YHUUYTOKEHUE WIH YHHUYTOKEHHE
IIPOrPaMMHO-TEXHUYECKMMH CPEJICTBAMU C COOTBETCTBYIOIIEW OTMETKOW B aKT€ O BBIIEICHUH K
YHUUTOKEHUIO TOKYMEHTOB (mpuioxenue N 21).

4.14. I[J'IH obecrieueHust nopsaaka (I)OpMI/IpOBaHI/IH H ydCTa JcJ B ACJIOIPOU3BOACTBC OpraHu3alun
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COCTaBJISICTCS HOMCHKIIATYpa ACII.

4.15. Homenknarypa e 3akperisieT kiaccupukanuo (TpyninupoBKY) UCIOIHEHHBIX JTOKYMEHTOB
B Jiena (RJIEKTPOHHBIE JI€71a) U SBJISIETCS. OCHOBHBIM YYETHBIM JIOKYMEHTOM, OTpaXKarolU[UM COCTaB U
OpraHM3aIMIo JOKYMEHTAILHOrO (POHIa OpraHu3aluu.

4.16. HomenknaTypa Jea SBJIS€TCS OCHOBOM JJisi COCTaBJIEHUS ONHUCEH Jel, JOKYMEHTOB
MIOCTOSTHHOTO U BpeMeHHBIX (cBbIme 10 jeT) CpOKOB XpaHEHUsI, a TAKXKE JUIsl yueTa JIel BPEMEHHBIX (10
10 sieT BKJIFOUUTENBHO) CPOKOB XPAHEHUS.

4.17. HOMGHKHaTypa A€ OpraHus3anuu pa3pa6aTblBaeTc;1 Ha OCHOBAaHHUH TUIIOBBIX, BEJOMCTBCHHBIX
1 UHBIX HCpC‘IHCfI AOKYMCHTOB C YKAa3aHUCM CPOKOB XpPAaHCHUA, NHBIX HOPMATHBHBIX IIPABOBBIX AKTOB, a
TAKXKC THIIOBBIX U IIPUMCPHBIX HOMCHKIIATYP ACII.

TunoBass U mnpuMepHas HOMEHKJIATypbl J€l pa3pabaThIBalOTCS OpraHaMud M OpraHU3alMsIMHU,
HMMEIOIIVMU B IIOJYUHEHUU CE€Th OAHOTUIIHBIX OPraHU3alUN.

Tumosas HOMCHKJIaTypa YCTaHAaBJIMBACT COCTAaB ACJ, 3aBOAMMBIX B OAHOTHUIIHBIX OpraHU3alluAX, U
SABJISICTCS HOPMATHBHBIM JOKYMCHTOM.

IIpuMepHass HOMEHKJIATypa YCTaHABIMBACT IIPUMEPHBINA COCTaB JI€Jl, 3aBOJAMMBIX B OPTaHMU3ALUSAX,
Ha KOTOPbIE OHA PAaCIPOCTPAHACTCS, U ABJISCTCS PEKOMEHAATEIBHBIM JOKYMEHTOM.

4.18. HoMeHkiaTypa AeJI OpraHu3aliy COCTABIISICTCS 10 YCTaHOBJICHHOW (popme (mpuiokeHue N
25) Ha OCHOBaHUHM HOMCHKJIATYD €]l CTPYKTYPHBIX mojpa3aencHuii (npunoskenue N 26).

Opranuzanuy - UICTOYHUKH KOMIUIEKTOBAHUS TOCYJapCTBEHHBIX (MYHUIIMIIAJIbHBIX) apXUBOB OJMH
pa3 B 5 net <1> cornacoBbiBatoT HoMeHKIatypy aen ¢ DK (3K) opranuzanuu u npeacraBisoT ee Ha
cornacoBanue coorBercTByromux OIIK mnm rocynapcTBeHHOro (MyHHUIMIAIBHOIO) apXMBa, COTJIACHO
IIPEIOCTABIIEHHBIM €EMY ITOJTHOMOYHSIM.

<I> B cnyyae u3aMeHeHMs (QYHKUMH U CTPYKTYpbl OpraHM3allud HOMEHKJIATypa Jel IOJUICKHT
NEPECOCTABIIEHUIO, COTJIACOBAHUIO U YTBEPKACHUIO.

Opranu3anuu, B IeATeTbHOCTH KOTOPBIX HE CO3/Ial0TCs JOKYMEHTh ApxuBHOTo ¢oHaa Poccuiickoit
denepanyy, yrBepKIat0T HOMEHKJIATYPY AN CAMOCTOSATEIBHO.

4.19. 3akoHYEHHbIE JEIONMPOU3BOJICTBOM JieJia MOCTOSHHOTO U BpeMeHHBIX (cBbimie 10 yeT) cpokoB
XpaHEHUs, B TOM YHCJE IO JUYHOMY COCTaBy, IIOCIE OKOHYAHUs KaJEHJApPHOIO rojia, B KOTOPOM OHH
ObUTM 3aBEJIEHbI, MOJArOTABIMBAIOTCSA K Iepefadye B apXUB OpraHM3alMM M MOJyIekaT OQOPMIIEHUIO U
OIHMCAHUIO.

B 3aBHCHMOCTH OT CpPOKOB XpaHEHHWs MPOBOIUTCS IMOJHOE WM YacTHYHOE odopmieHue er.
[TonmHOMY O OpMIICHHIO TIOIJIEKAT Jefia TOCTOSSHHOTO ¥ BpeMEHHBIX (CBbImIe 10 JeT) CpOKOB XpaHEHUS U
0 TIMYHOMY COCTaBY.

O(I)OpMJICHI/IC A€ Ha 6YMa)KHOM HOCHUTCJIC IPCAYCMATPHUBACT:
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MOJIINBKY WM TEPerieT TOKYMEHTOB nena (HedopMaTHBIC NOKYMEHTBI XPAHATCS B 3aKPBITHIX
TBEP/IbIX IManKax Wil B KOpoOKax);

HyMEpAaLUIO JIMCTOB JI€Na;

CoCTaBJICHUE JTUCTa-3aBeputens aena (mnpuioxenue N 8);

COCTaBJICHUE BHYTPEHHEH OMUCH JOKYMEHTOB Jiena (npuiiokenue N 27);
odopmiteHne 00J10kKHU fena (punoxkenue N 28).

[loaroToBka 9JIEKTPOHHBIX JeJ JJIA Tepeladyd B apXWB OpraHu3alud IpeayCcMaTpuBaeT
COCTaBJICHUE OIMUCH AJICKTPOHHBIX JIeJ1, TOKyMeHTOB (mpuioxkerus N N 17, 18).

4.20. B peno mnomemiaroTcs JOKYMEHTBI, KOTOpPHIE [0 CBOEMY COJIEP)KaHHUIO COOTBETCTBYIOT
3aroJIOBKY JieNa, MPH 3TOM 3allpeliacTcs TPYNIMPOBATh B Jiela YEPHOBBIC W JYOJIETHBIE SK3EMILISPHI
AOKYMCHTOB, a TaKKC JOKYMCHTBI, ITIOAJICKAIIEC BO3BpATy.

[Tpu popmupoBaHuM ena HEOOXOAUMO COOIIOIATh CIEAYIONINE TPEOOBAHNUS:
JIOKYMEHTBI TIOCTOSTHHOTO ¥ BPEMEHHOTO XPaHEHUsI HEOOXO0IMMO TPYIIUPOBATh B OTJEIbHBIC JIETIa;
BKJIIOUYATh B JIETIO M0 OJHOMY SK3EMIUISIPY KaKI0T0 TIOKYMEHTA;

TPYNIUPOBaTH B JEIO JOKYMEHTHI OJIHOTO KAJICHAAPHOTO TOJa; HCKIIOUECHUE COCTABIISIOT:
nepexoIsIIue Jieia; cyieOHbIe Jieia; JIMYHbIC JIea, KOTOpble (OPMHUPYIOTCS B TEYCHHUE BCETO NEepuojia
pa6OTI>I JIniia B opraHmauI/m; )IOKyMeHTBI BBI60pHI>IX OpFaHOB U HUX TIIOCTOSHHBIX KOMHCCHﬁ,
JEMyTaTCKUX TPYII, KOTOpbIE TPYNIUPYIOTCS 3a MEPUOJ CO3bIBa; JOKYMEHTHI 00pa3oBaTEIbHBIX
OpraHM3anuii, KOoTopble (QOPMHUPYIOTCS 3a Y4eOHBIM TOJ; JOKYMEHThl TEaTpoB, XapaKTEpPU3YIOIIHE
CIICHHYECKYIO JesITeNbHOCTh, B IMpe/aeNax TeaTpajbHOro ce30Ha; Aena (UIbMOB, PYKOMHUCEH, UCTOpUU
0oJIC3HEH.

HpI/IKEBH o JIMYHOMY COCTaBy JOJDKHBI TPYHNIIMPOBATBCA B Ji€jJla B COOTBETCTBUU C
YCTAaHOBJICHHBIMU JJIS1 HUX CPOKAMH XPAaHCHUA,;

AOKYMCHTHI B IMYHBIX JCJIaX pacCIlOIararoTCd B XpOHOJIOTHYCCKOM MMOPAAKE IO MEPEC IMOCTYIIIICHUA,

JUIEBble cueTa Mo 3apaboTHOW IulaTe paOOTHHUKOB TPYNNHUPYIOTCS B OTAEIbHBIE Jela U
pacrioyiaratotTcsi B HUX 1o angaBuTy GpaMuiInii, IMEH U OTYECTB.

Jeno Ha OyMa)KHOM HOCHUTEJIE HE JIOJDKHO coJiepkarh Oojiee 250 MucTOB, MpU TOJIIIMHE HE Ooree 4
CM.

4.21. JIOKyMEHTBI, COCTABJISIONMIAE JI€JI0 Ha OYMa)KHOM HOCHUTENE, IOJIIMBAIOTCS Ha YEThIpE
Mpokoja (Ha TpU MpoKoja - AJisg MalopOpMaTHBIX Jell) B TBEPAYI0 OOJOXKKY WIH TEpPEeIieTaloTcs C
Y4€TOM BO3MOXHOCTH CBOOOJHOTO UTEHHS BCEX JOKYMEHTOB, JaT, BU3 W pPE30OJIONHMA Ha HUX,
METaJUIMYECKUE CKPEIUICHUS U3 JOKYMEHTOB YJAISIOTCS.

B Hauane nena Ha OyMa)KHOM HOCHTEJE MPH HEOOXOIUMOCTH MOJIIUBAIOTCS JHUCTHI BHYTPEHHEH
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OMHUCH JOKYMEHTOB jena (mpuiiockenrne N 27), B KOHIE KaxJOro Jejia - JIMCT-3aBEPUTENb Jelia
(mpunoxxerue N 8).

4.22. B nensx oOecrnieyeHHUs COXPAaHHOCTH W 3aKPEIJICHHUS MOPs/IKA PACIOJIOXKEHHUS JTOKYMEHTOB,
BKJIIOYEHHBIX B JI€JI0 Ha OyMaKHOM HOCHUTENEe, BCE€ €ro JHCThl (KpoMme JMcTa-3aBepurens jAeia U
BHYTPEHHEH OMNKCH) HyMEPYIOTCSI B BAJIOBOM IOPSJKE apaOCKUMH ITU(PpaMu, KOTOPbIe IPOCTABISIOTCS B
IIPABOM BEPXHEM YIJy JIUCTa JIOKYMEHTa MPOCTHIM TIpadUTHBIM KapaHIAlIOM WM HYMEPaTOpPOM.
VYnorpebieHue 4YEpHUI W LBETHBIX KapaHJalled [yl HyMepaluu JMCTOB 3ampemaercs. JIucTel
BHYTPEHHEH OIUCH JJOKYMEHTOB JIeJ1a HyMEPYIOTCSI OT/IEJIBHO.

JlucTel gein, coCTOAIMMX U3 HECKOIBKUX TOMOB MIIM 4YacTed, HYMEPYIOTCS 10 KaXIAOMY TOMY WIIU
YaCTH OTIEIBHO.

®ororpaduu, 4epTEKU, TUArpaMMbl U JApPYTrUe€ WIUIIOCTPATUBHBIE JTOKYMEHTHI, IPEACTABIISIOIINE
CaMOCTOSITENIbHBIHN JIUCT B Jie]le, HyMEPYIOTCsl Ha 00OPOTHOM CTOPOHE B JIEBOM BEPXHEM YTIIy.

Cno’keHHBIM JIUCT pa3BOpauMBAETCi U HyMepyeTcs B IpaBoM BepxHeM yriay. [lpu stom nwmcr
mo6oro Gopmara, MOAUIMTHIN 32 OTUH Kpall, HyMepyeTcs KaK OJIMH JIUCT; JIUCT, CII0KEHHBIN U MOJIINTHIN
3a cepeuHy, MOUICKUT MEPEIIMBKE U HYMEPYETCsl KaK OJUH JIUCT.

Jluct ¢ Harmyxo HaKJIIEEHHBIMM JOKYMEHTaMHU (BBIpE3KaMHU, BBIMHCKaMH, (oTorpadusmmn)
HyMepyeTcs Kak OAMH JIMCT. Eciu K TOKyMEHTY HOJKJIEEHbI OJJHUM KpaeM JIpyrue JOKYMEHTHI (BbIPE3KH,
BCTaBKH TEKCTa, IEPEBObI), TO KAXK/IbII TOKYMEHT HyMEpYeTCs OT/IEIbHO.

HOIIHII/ITI)IG B J€JO0 KOHBEPTHI C BIIOKCHHAMHW HYMCPYIOTCA; IIPU 3TOM BHA4YaJIl€ HYMCEPYCTCH
KOHBEPT, a 3aTEM OUYCPCAHBIM HOMEPOM KAKAOC BJIOKCHHUEC B KOHBCPTC.

[TonmmTsie B €710 TOKYMEHTHI ¢ COOCTBEHHOIN HyMepalueil JUCTOB (BKJI0Yas Ne4aTHbIe U3JaHMs)
MOTYT HYMEpOBaThCsi B OOLIEM TMOpPSIKE WIM COXPaHITh COOCTBEHHYIO HYMEpallMIo, €ClIM OHa
COOTBETCTBYET MOPSAKOBOMY PACIIOJIOKEHUIO JINCTOB B JIEIIE.

B cnyuasx oOHapyxeHMs OOJIBLIIOrO YHuclia OMMOOK B HyMepalMM JIMCTOB Jela MPOBOJUTCA
nepenymepauusd. [lpy Hanuuuu OTHENBHBIX OIIMOOK B HYyMEpaluu JHCTOB Jiela JIOImycKaercs
yIoTpebIeHNe TUTEPHBIX HOMEPOB JIUCTOB.

4.23. JIuct-3aBepuTtens aena (mpuioxenue N 8) cocTtaBisercs Ha OTAEIBHOM JINCTE, B KAPTOTEKax -
Ha OTJIeNbHOM JHcTe (popmara kapTouku. JIncT-3aBepuTeNb /1ea MOAMUCHIBAETCS ero coctaBuTeneM. Bee
MOCIICAYIONME W3MEHCHHSI B COCTaBE M COCTOSHUHU Jiena (TMOBPESXKICHUS, 3aMEHa TIOJTHHHBIX
JOKYMEHTOB) OTMEUAIOTCS B JIMCTE-3aBEPUTENIE CO CCHUIKOW HAa COOTBETCTBYIOIIUH aKT.

3anpemaeTc;1 BBIHOCHUTH JIUCT-3aBEPUTECIIb HA O6J'IO)KKy Jcia Hiin YHCTBIN O60pOT JIMCTA IIOCIICAHET O
HAOKYMCHTA. Ecnu peno mommmTo win NEPCIICTCHO 0e3 Onanka JINCTAa-3aBCPUTECIIA, OH OOJIKCH OBITh
HAKJICCH 3a BEPXHIOIO YAaCTh JIMCTAa HAa BHYTPCHHIOIO CTOPOHY 00JIOKKH B KOHIIE J€J1a.

4.24. Ha o0soxKe Aen MOCTOSHHOTO XPaHEHMs MpeayCMaTpUBAETCS MECTO JJIsi HaUuMEHOBAHMS
roCy/IlapCTBEHHOI0 (MYHHMIMIIAJIBHOTO) apXWBa, B KOTOPBIM Jena oOpraHu3aluu OyIyT TMPUHSTHI
(mpunokenne N 28). Ilpu odopmieHun 0OJIOKKHU Jefla HaUMEHOBAaHHE OpTraHU3aIllMM YKa3bIBACTCA
MOJIHOCThIO, B HMEHUTENbHOM Tmajexe. [lonHoe HauMeHOBaHME BBILIECTOSALICH OpraHuU3aliu
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YKa3bIBACTCA HA/l HAMMCHOBAHUCM OpraHnu3allvi - KCTOYHUKA KOMIIJICKTOBAHUS (TaK)KC B HMCHHUTCIIbHOM
nane;xe). Ecmm opraHnu3anys WK BBIHICCTOAIIAA OpraHu3alrsa MMCIOT COKPAIICHHBIC HAMMCHOBAHUSA, TO
OHHU YKa3bIBAKOTCA B CKOOKaX 1IOCJe IMOJHOI0 HAMMCHOBAHMS.

[Tpu u3MeHeHNN HAMMEHOBAHUS OpraHU3aluu (CTPYKTYPHOTO MOpa3/ieiieHus) B TeUeHUE MepHo/a,
OXBaThIBAEMOI'0 JOKYMEHTAMHU [I€J1a, WM IpU Ieperade Jejaa B APYTYI0 OpraHu3aluio (CTpYKTypHOE
nojpasJeienue), Ha OOJOXKKe Jeia JONUCHIBAeTCS HOBOE HAaWMEHOBAHHE JTOM OpraHU3aluu WU
OpraHu3alU-MPaBONPEEMHUKA (CTPYKTYPHOIO MOJAPA3CIICHHS), a TPEXKHEE 3aKIF0UAETCA B CKOOKH.

4.25. Ha 00J10KKe J1e71a yKa3bIBAIOTCS:

HAUMEHOBAHHE OPTaHHU3AIMHU U €€ HEMOCPEICTBEHHAS IO TYMHCHHOCTH;
HAaUMEHOBAHUE CTPYKTYPHOTO MOIpa3AeICHHS;

WHJICKC JIeNIa,

HOMED ToMa (YacTH);

3aroJI0BOK Jielia (ToMa, 4acTH);

KpaliHHE JIaThl Jiejia (ToMa, 4acTH),

KOJIMYECTBO JINCTOB B Jiejie (TOME, YacTH);

CPOK XpaHEHHUs Jena;

apXUBHBIN mu@p nena.

4.26. 3aronoBok jaena Ha OyMa)KHOM HOCHUTENE M 3aroJIOBOK AIIEKTPOHHOTO JeNa MepeHOoCITC Ha
00JIOKKY Jiena (SJEKTPOHHOTO Jiejla) W3 HOMEHKJIATYphl [N OpraHu3allud. 3arojioBOK JIOJDKEH
COOTBETCTBOBAThH COJIEPKAHUIO IOKYMEHTOB B JIETIE.

B Tex cnydasix, Korjia €0 COCTOUT M3 HECKOJIBKUX TOMOB (4YacTei), Ha 00JI0KKY Ka)KJ0oro Toma
("acTH) BBIHOCUTCSI OOIITUIT 3aTOJIOBOK JIelia, a MPU HEOOXOAUMOCTH - 3ar0JIOBOK KaXJI0TO TOMA (YacTH).

B 3aromoskax AC, COoACPIKAIIUMX KOIMMHU JOKYMCHTOB, YKa3bIBACTCA Ha KOJIUYCCTBO KOITHIA.
IlognuHHOCTH JAOKYMCHTOB /[I€JIa B 3ar0JIOBKC HE OrOBapUBACTCH.

4.27. Jlena, BHECEHHbIE B TOJOBBIE pa3feibl CBOJHBIX OMHUCEH, MHUMPYIOTCA TMOCIE
yTBEPKICHUS/COTTIACOBAaHMUS TOAOBOro paszaena cBoaHou omucu OIIK apxuBHOro ydpexaeHus Hu
YTBEPKACHUS pyKOBOJUTENIEM OpraHU3aIMH (JJ0 TOr0 apXUBHBIN MU(p MPOCTaBIsSETCS KapaHIaIIoM).

4.28. Ha oOmoxke ACIa YKa3bIBaCTCd AarTa Acjia - TOI[(BI) 3aBCACHHA M OKOHYaHHA [OCJIa B
ACIOIMMPON3BOJACTBE.

Ecnu B neno BKIIIOUEHBI TOKYMEHTHI (HampuMmep, MPUIIOKEHHS ), AaTa KOTOPBIX HE COBHALAET C
JATOM Jela, TO MO JATOM C HOBOM CTPOUKH Jemaercst 00 3ToM 3anmuch: "B nene uMeroTcst JOKyMEHTHI 3a
... roa(er)".
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I[aTa AcJIa MOKCT HC YKa3bIBaThbCA TOJIBKO Ha 00JI0KKaX ACJI, CcoACpKallUuX TOJOBBIC IIJIaHbI W
OTYCTHI U APYIrUC€ JOKYMCHTDI, IdThl KOTOPBLIX OTPAXXArOTCA B 3aroJIOBKax JICJI.

Hatoil nen, comepx aliux pacrnopsIUTEIbHYIO, TBOPUYECKYI0O U MHYIO JIOKYMEHTALUIO (TOKJIaIbl,
MMChbMa, CTEHOTPaMMBbl), JUIsl KOTOPOH TOYHAs JaTHUPOBKA MMEET BAXKHOE 3HAYEHHUE, a TaKxkKe JUIsl Jel,
COCTOSIIIUX M3 HECKOJbKUX TOMOB (4acTeil), SIBISIOTCS JaThl (YKUCIO, MECSL, I0J) PErucTpanuu
(cocTaBieHus, MOCTYIUICHHSI) CAMOIO PAHHEr0 W CaMOro MO3JHEr0 JTOKYMEHTOB, BKJIIOYEHHBIX B JIEJIO
(kpaitHue AaThl e, JTOKyMEHTOB).

Haroil nena, comepkallero IpPOTOKOJIbI 3acelaHuil, SBJSIOTCA JaThl YTBEPXKAEHUS (€CIU OHU
YTBEPKJAIOTCS) WK JAaThl IEPBOTO U NOCIEIHETO IPOTOKOIA, COCTABIIAIOUINX JIEIO.

I[aTOﬁ JIMYHOTO Acjia SABJIAKOTCA OAaThl IMOAINMCAHUA IIPUKA30B O IMPUCME U YBOJIBHCHUHN JIMIA, HA
KOTOPOEC OHO 3aBCACHO.

[Tpu 0003HaUeHUM aThl JOKYMEHTA CHaYaJla YKa3bIBAC€TCSl YHCII0, 3aTeM MecsIl U rojl. UYucio u roj
0003HavarOTCs apabckuMu mudpaMu, Ha3BaHUE MECSIIA - CIIOBOM.

Ecau para AOKYMCHTa HJIM OTHACJIBbHBIC €€ DJJICMCHTBI OIIPCACIAOTCA HpI/I6J'II/ISI/ITeJ'IBHO, Ha
OCHOBAaHMHU aHAIM3a COACPIKAHUA AOKYMCHTA, TO JaTa WJIMW OTACIBLHBIC €€ JJICMCHTBLI, HEC a0COJIFOTHO
AOCTOBCPHBIC, 3aKJIFOYAOTCA B KBAAPATHBIC CKOOKH.

4.29. O06s3aTeIbHBIMEI PEKBU3UTAMH OOJIOKKH JIeTia SIBIISIOTCS yKa3aHHe KOJIMYECTBA JIUCTOB B JIENe
<I> (mpocraBisieTcss Ha OCHOBAaHUM JIMCTa-3aBEpUTENs [ejla) U CPOK XpaHeHus Jena (Ha jaenax
MIOCTOSIHHOTO XpaHeHus numiercs: "XpaHuTh IOCTOSIHHO").

<1> Jlna nen Ha OyMa)KHOM HOCHUTEJNE.

4.30. [Ins ydyera JOKYMEHTOB OIpEAEICHHBIX KaTeropui Jen Ha OyMaKHOM HocuTese (JIM4YHBIE,
cyAeOHbIe Jiena, MaTepuajbl YTOJIOBHBIX JIEN, Jiela O MPUCYKIACHUU YYEHBIX CTEleHeH M NMPUCBOEHHUH
YUEHBIX 3BAaHUM, JieJa, CBA3aHHbBIE C BBbIJAUYel aBTOPCKUX CBMJIETENICTB U IAaTEHTHBIX HW300peTeHui)
COCTAaBJISI€TCSI BHYTPEHHSISI OIMCh JOKYMEHTOB JIeJia.

Ecnu neno Ha OymMa)kHOM HOCHTENE MEPEIUIETeHO WM MOAIINTO 0e3 OjaHKa BHYTPEHHEW omucu
JOKYMEHTOB, TO COCTaBJE€HHas IIO YCTAaHOBJIEHHOH (opMe BHYTPEHHSsS ONMCh MOJKJIEHBAETCS K
BHYTPEHHEH CTOPOHE JIMLEBOU OOJI0XKKH JIea.

W3MeHeHns1 cocTaBa JOKYMEHTOB Jiela (M3bSATHs, BKIOYEHMS JOKYMEHTOB, 3aMEHA JIOKYMEHTOB
KOINUsIMHU) oTpaxatoTcs B rpade "l[Ipumeyanne" BHyTpeHHEH OMKMCH CO CChIJIKaMU Ha COOTBETCTBYIOIIME
akThl. [Ipy HEOOXOAMMOCTH MOTYT OBITH COCTAaBJIEHBI HOBask MUTOTOBas 3allUCh K BHYTPEHHEH OMHCU U
JUCT-3aBEPUTEND JIENa.

4.31. Jlena mepenaroTcs B apXWB OpPraHH3alUU II0 OMKHCSM, COCTaBICHHBIM B CTPYKTYPHBIX
HO/PA3CITICHUSX.

Onucu ACHT CTPYKTYPHBIX nonpaweneHHﬁ COCTaBJIAIOTCA I10 YCTaHOBHCHHOﬁ (I)OpMC (prmomeHHe
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N 23, 24) B AByX 3K3eMIULSIpax M MPEACTABISIOTCS B apXUB OpTraHU3aIlMH HE MMO3JHEE YeM Yepe3 OJIUH T
MOCJIC 3aBEPILICHUS JIEN B JCIONPOU3BOICTBE.

Onucu cocTaBiIsIOTCS OTJENBHO Ha Jiea OCTOSIHHOIO XpaHeHus; Jiejla BpeMeHHbIX (cBbiie 10 er)
CPOKOB XpaHEHUs, B TOM YHUCIIE 10 JINYHOMY COCTaBy, U JIeJa, COCTOSIIUE U3 JOKYMEHTOB, XapaKTepHBIX
TOJBKO JUIsI JTAHHOM opraHu3anuu (cyneOHble, CIECTBEHHbIC [ella, HayyHble OTYETHI IO TeMaMm).
OtnenbHblE ONUCU COCTABISIIOTCS HA €OUHMLBI XPAHEHUS HJIEKTPOHHBIX JOKYMEHTOB HOCTOSIHHOTO
XpaHEHus; BpeMEHHbIX (CBbILIE 10 JIeT) CPOKOB XpaHEHHUs], B TOM YHUCJIE IO JUYHOMY COCTaBY.

4.32. Ilpu cocTaBICHUH ONMUCH JAET CTPYKTYPHOTO IOIpPA3ACiCHHs COOJIOJAIOTCS CIEAYIOLINE
TpeOoBaHusI:

3aroJIOBKU JieJ BHOCSITCSI B OMTUCh B COOTBETCTBHM C MPHUHSITON CXeMOW cHCTEMaTH3aIllui HAa OCHOBE
HOMEHKJIATypHhI JCJT;

KaXXa0€ €10 BHOCHUTCA B OIIMCH IIOA IMOPAAKOBBIM HOMCPOM (CCJ'II/I JACJI0 COCTOUT U3 HCCKOJBKHX
TOMOB HJIN qaCTeﬁ, TO Ka)KI[I)If/'I TOM WJIA 4aCTb BHOCATCS B OIMUCH IO NOPAAKOBBIM HOM@pOM);

rpadbl OMKMCH 3aMOJHAIOTCS B TOYHOM COOTBETCTBHH CO CBEJACHHSIMH, KOTOPHIC BBIHECEHBI Ha
00JI0XKKY Jiena;

rpada omucu "llpumeuanue" wucnonb3yercs s OTMETOK O TMpUEMe Jell, OCOOEHHOCTAX
(U3HYECKOTO COCTOSHUS, O Teperade Jei JAPYTUM CTPYKTYPHBIM IOAPA3JICICHUSIM CO CCHUIKOW Ha
HEOOXOIUMBI aKT, O HATHYUU KOTIHI.

B kxonmne ommcu Belieqm 3a MOCHEIHEH OIMMCATEIbHOM CTaTheM 3aIllOIHSECTCS WTOIroBas 3aIlich, B
KOTOpOH yKa3bIBatoTCs (IUpaMu U MPOMHUCHIO) KOJUYECTBO e, IEPBBIA U MOCIETHUN HOMEpa Jel 10
OMHCH JIe7l, a TAaKXKe€ OTrOBApUBAIOTCS OCOOCHHOCTH HyMEpAIMHU JIe B ONMUCU (HAIMYME JIUTEPHBIX U
MIPOMYIIEHHBIX HOMEPOB).

[lepen BHECeHHEM 3arojIOBKOB JIENl B ONUCH MPOBEPSAIOTCS Ka4eCTBO (POPMHUPOBAHUS U OPOPMIICHUS
JIeJI, COOTBETCTBUE KOJIMUYECTBA JEJI, BHOCUMBIX B OIMCh, KOJMYECTBY 3aBEICHHBIX JIE] 10 HOMEHKIIAType
Jie]1 OpraHu3alyH.

IIpu mpocmoTpe nen NMpOBEPSIOTCS: COOTBETCTBHUE 3aroJIOBKa Jela COACPKAHUIO TOKYMEHTOB B
7ieNie; TPaBUIBHOCTh OQOPMIIEHHS W TPYHNIUPOBKH JOKYMEHTOB, BKJIIOYEHHBIX B JEJI0; KauecTBO
NOAIIMBKYA WM IeEpeIuieTa Jena; IPaBUIbHOCTh HyMEpalud JUCTOB Jela; Haludyue B Jele, B
HEOOXOJIUMBIX CIy4asiX, BHYTPEHHEW OIKCH Jiela M MPaBWIBHOCTh €€ COCTaBJIEHUS; MPaBUIbHOCTH
oopmieHus: 00JI0KKH JieNa; HATMYKe U MPABUIBLHOCTD JINCTAa-3aBepUTENs Aena. B ciyuae oOHapyxeHus
HapyLIEHNs YCTAaHOBJICHHBIX NMPpaBuil GOpMHUPOBAHUS U OGOPMIICHHS /1€ OHU JIOJKHBI OBITh YCTPaHEHBI.

B cnydae oOHapyXeHHMs OTCYTCTBUS J€J, YHMCISAIMXCS MO HOMEHKJAType Jiell OpraHu3alui,
CTPYKTYPHBIM IOJIpa3JeIeHHeM MPUHUMAIOTCA MEPHI 10 po3bicKy. OOHapyKEHHbIE Jiela BKIII0YaloTCs B
onuck. Ecnu mpuHATEIE MEpHI HE JTAJIM pe3yJbTaTOB, TO HA HEOOHAPYKEHHBIE Jieja COCTAaBIIAETCS akT 00
yTpaTe JOKYMEHTOB, KOTOpBIN TIOAMHUCHIBAETCS PYKOBOIUTENEM CTPYKTYPHOIO TOJpa3fesieHuss Hu
NIEPEIAETCsl BMECTE C OIMCBIO JI€] CTPYKTYPHOT'O MOAPA3JIEIECHNs B apXUB OpraHu3anuu (npunoxenue N
6).
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4.33. Tlepenaua nen B apXWB OpraHM3alMU OCYILECTBIIAETCS MO TpaduKy, COrJIaCOBAaHHOMY C
PYKOBOAUTENSIMH CTPYKTYPHBIX HOApa3AeICHUH, NepelaloluX JOKYMEHTHI B apXUB, H YTBEPKICHHOMY
PYKOBOJIUTENIEM OpTaHU3aLIUH.

B nepuosa nmoarotoBku nen Ha OyMakHOM HOCHUTENE CTPYKTYpPHBIM IMOJApa3JeleHUeM K Nepeaade B
apX¥B OpPTaHU3AIMH COTPYIHUKOM apXHBa MPOBEPSETCS MPABHIBHOCTh UX (POPMHUPOBAHUS, OPOPMIICHHS
U COOTBETCTBHE KOJMYECTBA JeJ, BKIIOYCHHBIX B ONHUCh, KOJMYECTBY [ed, C(HOPMUPOBAHHBIX B
COOTBETCTBUM C HOMEHKJIATYpOW el opraHu3aluu. Bce BBISIBIEHHBIE NPU IPOBEPKE HEAOCTAaTKU B
dbopMupoBanuu U 0pOpMIICHUU JIeT paOOTHUKU CTPYKTYPHOTO MOpa3ieieHus 00s3aHbl YCTPAHUTD.

[Tpuem-niepenaya €1 B apXUB OpPraHU3allUy IPOU3BOJUTCS PAOOTHUKOM apXHBa OpPraHU3allluy B
IPUCYTCTBUM DPAOOTHUKA CTPYKTYpHOro mnojpaszaeneHus. Ha sk3emmisipax omnucu e, JOKYMEHTOB
MPOCTABIISETCA OTMETKA O HAJMYMU JeNia. B KOHIle Ka)KA0Tro SK3eMIUIsIpa OMHMCH YKA3bIBAIOTCS IU(ppaMu
U TIPONHUCBHI0 KOJIMYECTBO (DAaKTUYECKM NPUHATHIX B apXUB J€J, HOMEpa OTCYTCTBYIOILMX [eJl, JaTa
IpuemMa-fepeiadyu Je, a TaKKe MOANKMCH JIUIA, OTBETCTBEHHOI'O 3a apXUB, U JIULA, I€PEIaBIIEro JAea.

4.34. Ilepenaua 2JEKTPOHHBIX AOKYMEHTOB B apXWB OpraHU3alMy IPOU3BOJUTCS HAa OCHOBAaHUU
onucen 3JIEKTPOHHBIX zen, JNOKYMEHTOB CTPYKTYPHBIX MOAPA3ACIICHAN 1o
MH(POPMALIMOHHO-TEJIEKOMMYHUKAIIMOHHOW  ceTd  (IpM  HAJIMYMKM B apXMBE  OpraHM3aluu
MH(POPMAIMOHHON CHCTEMBI) WM Ha (DU3MYECKH 0OOCOOJIEHHBIX MAaTEpUAIBHBIX HOCHUTENSNX, KOTOpPHIE
MIPEACTABIIAIOTCA B IBYX UACHTUYHBIX dK3EMILIApax.

HpI/I nepeaadyc BSBJICKTPOHHBLIX MJOKYMCHTOB B apXHWB OpraHu3allid BBIIIOJIHAIOTCA CICAYIONIUC
OCHOBHBIC ITPOLCAYPHI pa6OTLI C JOKYMCHTAMMU:

dbopMupoBaHue B HMH(POPMAIMOHHOM CHUCTEME OpraHU3alUud 3JIEKTPOHHBIX J€N, SBJSIOLINXCS
COBOKYITHOCTBIO KOHTEHHEPOB AJIEKTPOHHBIX JTOKYMEHTOB WJIM KOHTEHHEPOM 3JIEKTPOHHOIO JIOKYMEHTA,
COJIepKalllMM KOHTEHT M METaJaHHbIE 3JEKTPOHHOTO TOKYMEHTa, (ailyibl 3JeKTPOHHBIX MOJANUCEH U
BU3YaJIM3UPOBAHHYIO KOMMIO TEKCTOBOTO 3JIEKTPOHHOTO JoKyMeHTa B popmare PDF/A;

(bopMHUpOBaHKE ONMMCH IEKTPOHHBIX JIEN, JOKYMEHTOB CTPYKTYPHOI'O MO/IPa3/IeIICHNUs;

[IPOBEPKa apXMBOM OPraHM3alMM JJICKTPOHHBIX JOKYMEHTOB HAa HaJIW4YUe BPEJOHOCHBIX
KOMITBIOTEPHBIX IIPOrPAMM;

IMPOBEPKa BOCIIPONU3BOJAUMOCTH IJICKTPOHHBIX TOKYMCHTOB;

npoBepka (U3NYECKOTO M TEXHUYECKOTO COCTOSHUSA HOCHUTENeH (Ipu mepenadye AJIEKTPOHHBIX
JOKYMEHTOB B apXUB OpTaHU3alMK Ha (PU3HMUECKH 000CO0IEHHBIX MaTepUAIbHBIX HOCUTEIISX );

IMPOBEPKA MOJJIMHHOCTH 3J'IGKTpOHHOI7I IIOJIHNCH, KOTOpOI\/'I oAIIMCaH BJIGKTPOHHBIP’I JOKYMCHT.

IIpuem 3JIEKTPOHHBIX JIOKYMEHTOB B apXuB OpraHu3aluu 1o
MH(OPMALIMOHHO-TEJIEKOMMYHUKAIIMOHHOM ~ ceTu  (IpM  HaJIMYUUM B  apXHMBE  OpraHU3alMu
MH(OPMAIMOHHOM CUCTEMBI) UM Ha (PU3NYECKH 000COOIEHHBIX HOCUTENSIX 0(POPMIISIETCS COCTAaBICHUEM
UTOTOBOM 3alyCH B KOHIIE OMUCH DJIEKTPOHHBIX JeJ, TOKYMEHTOB, B KOTOPOW HuppamMu U MPOIHUCHIO
YKa3bIBAETCSl KOJMYECTBO (DAKTUYECKH TMPHHATBIX B apXHWB DJEKTPOHHBIX J€1 M 3JIEKTPOHHBIX
NOKyMEHTOB. MToromas 3amuch NOATBEPKIAACTCS IOANMMCSAMU COTPYJHHMKA apXWBa M COTPYAHHUKA
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CTPYKTYpHOI'O IOJpa3JelIeHus, IEPEAABILEro 3JEKTPOHHBIE Jela M JOKyMeHThl. I[lpu mnpueme Ha
apXMBHOE XpAaHEHUE JJIEKTPOHHBbIE [ejla 3aBePAIOTCA DJIEKTPOHHOM IMOJMMCBIO  PYKOBOJIUTENS
OpraHM3alMK UM YIOJHOMOYEHHOI'O UM JIOJPKHOCTHOTO JIMLIA.

[Tocne npuemMa B apXuB JIEKTPOHHBIX JOKYMEHTOB Ha (PM3MYECKH 00OCOOJIEHHBIX MaTepUalbHbIX
HOCHUTEIISIX BKJIAJBIIIN, MOMEUICHHbIE B (YTJIAp €AMHUIBI XPAaHCHHS B CTPYKTYPHOM IOApa3ICICHHH,
3aMEHSIOTCS Ha BKJIAIbIIIN, O(OPMIICHHBIE B apXHBE.

Ha Bxuagpimne, noMemaeMoM B QyTIsip €IMHUIBI XPaHEHUS, 0(OPMIIIEMOM B apXHBE, YKa3bIBACTCS:
HaMMEHOBAaHUE OpraHu3aIuH (MIOJIHOE, COKpAIEHHOE);

Homep oHna;

HOMEP OIHCH JIEKTPOHHBIX €T, TOKYMCHTOB;

HOMED JieJia 110 OIHCH;

OTMETKA O CTaTyce OJK3eMIUIApa 3JIEKTPOHHBIX JokyMeHTOB: "OcH." (ocHoBHOI) wmu "Pal."
(pabouwuii);

KpaﬁHHe AaTbl JOKYMCHTOB 3JICKTPOHHOI'O [ICJIa,

npu HCO6XOI[I/IMOCTI/I O(bOpMJI?IIOTC?I JOIIOJIHUTCIIBHBIC OTMCTKH 00 OrpaHU4YCHHMU OOCTyIla K
HAOKYMCHTAaM.

Bxnageim nomemaercs B Gymisip ¢usudecku 000COOJEHHOTO MATEPHAIBHOTO HOCUTENSI TaKUM
00pa3om, yTOOBI HaIKMCH Ha HeM OBbLTH BUJIHBI IIPU 3aKPBITOM QYTIIspe.

V. OPTAHU3AIIMA UCIIOJIb3OBAHMA JOKYMEHTOB
APXNBHOI'O ®OHIA POCCUUCKOU ®EJEPAIINN U IPYTUX APXMBHBIX
JOKYMEHTOB OPI"TAHMU3ALINN

5.1. ApxuB OpraHu3aluy JIOJUKEH MPEAOCTABIAThH IOJIB30BATENI0 JTOKYMEHTHl ApXHMBHOTO (hoHza
Poccuiickoit @enepannu U Apyrue apXuBHbIE JOKYMEHTBI, a TaK)K€ CIIPABOYHO-TIOMCKOBBIE CPEACTBA K
HUM.

5.2. Joctyn K JAOKyYMEHTaM MOXET ObITh OrpaHMYE€H B COOTBETCTBUU C 3aKOHOJATEIHCTBOM
Poccuiickoit denepannu, a Takke B COOTBETCTBHM C pacloOpsKEHHMEM COOCTBEHHMKA WIIM BIajieliblia
aApPXUBHBIX JOKYMEHTOB, HAXOSIIUXCS B YaCTHOW COOCTBEHHOCTH <1>.

<1> Yacts 1 crateu 25 denepanpHoro 3akoHa oT 22 okTsa0ps 2004 r. N 125-d3 "O6 apxuBHOM
nene B Poccuiickoit ®@enepannn".

5.3. Ilonw3oBarenu IIpU UCIIOJIb30BAHNU JOKYMCHTOB apXHUBad OpraHu3aluun 00s13aHbBI JAC€JIaTh CCBIIIKHN
Ha MECTO XPaHCHUA JOKYMCHTOB.
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5.4. CocraB HCA apxuBa opraHu3zanuu OINPEIEISICTCS] COCTABOM M COJEPKAHMEM XPaHSIIUXCS B
HEM JIOKYMEHTOB, XapaKTEePOM H 33aJjauaMH IMOMCKAa U MHTEHCHBHOCTHIO MCIIOJIb30BAHUS JOKYMEHTOB.

OcHOBHBIM (00s513aTE€NBHBIM) APXMBHBIM CIIPABOYHUKOM B apXUBE OPraHU3AlMM SIBJISETCS OMHUCHh
JieNn, JOKYMEHTOB. B IOmOJIHEHME B apXWBE€ OpraHuU3alldd BEIyTCS BCIIOMOTATEIbHBIC apXWBHbBIC
CIPAaBOYHHKHU - KaTaJIOTH, YKa3aTelu, HCTOPUYECKas CIIpaBKa K (JOHITY.

5.5. B nemsix obecrieueHust COXpaHHOCTH, CBOEBPEMEHHOTO 0TOOpa U y4deTa U CUCTEMaTU3aluH Jell,
MOJIEKALUX IOCTOSHHOMY M BpeMeHHOMY (cBplie 10 J1€T) CpOKOB XpaHEHHs, B OpraHHU3alUU
COCTABJISFOTCS OIUCH JIEJ1, TOKYMEHTOB.

Omnucu cocTaBIAIOTCSA OTACIBHO HA J€J1a, JOKYMEHTBHI:
HOCTOSIHHOT'O CPOKa XPaHEHUS;

BpeMeHHbIX (cBbIie 10 JIeT) CpPOKOB XpaHEHMUS;

10 JJUYHOMY COCTaBY;

XapakTepHbIE TOJBKO JJIA JAHHOW opraHu3anuu (CyaeOHbIE Jelia, MaTepHalibl YrOJIOBHBIX eI,
HAy4YHBIE OTYETHI [0 TEMaM).

AHaJIOrM4YHbBIEC OIMCH COCTABIISIOTCS Ha SJICKTPOHHBIC AC€JIa, JOKYMCHTHI.

CBoaHbIE ONUCHU Jie], JOKYMEHTOB OpraHU3aluy COCTOSAT U3 FOJOBBIX Pa3J/le€lIOB, COCTABISAEMBIX HA
OCHOBE IIEPENAHHBIX B AapXWUB OpPraHU3alUMd OIHUCEH Jell €€ CTPYKTYPHBIX IOAPA3ACICHUNA 3a
ONPEIEICHHBIE TOAbl, M CHUCTEMAaTU3UPOBAHHBIX B Ipelenax KaXIoro rojJa B COOTBETCTBHH C
YTBEPKICHHOU CTPYKTYpOM OpraHU3alMK Ha 3TOT TOJ.

Ornucu 1en, TOKyMEHTOB COCTABIISIFOTCS M0 ycTaHOBIEHHOHN (opme (mpunoxenust N 14, 15, 16, 17,
18) m cocTosT M3 OMHWCATEIBHBIX CTATEH CIUHUI[ XPAHCHHS, UTOTOBOW 3aIlMCH, JUCTA-3aBEPHUTEIS H
CIPAaBOYHOTO anmapara K OMHCH.

OnucarenpHas CTaThsl ONMUCH BKJIIOYAET: MOPSIIKOBBIA HOMEP €IMHUIIbI XPaHEHUS; MHAEKC €IMHULIBI
XpaHeHus (110 HOMEHKJIaType J1ei); 3ar0JIOBOK €IMHUIIbI XpaHEHUs, BKJIIOYAIOIIUI yKa3aHHe Ha HaJIu4yue
KOIIMM, €CJIM B HEM XPAaHATCS KONHMM JOKYMEHTOB; KpallHUE JaThl €AVHUIBI XPAHECHHUsS; CPOK XpPaHEHUS
(nns ommcel nen, NOKYMEHTOB BPEMEHHOIO XpAaHEHHs); KOJMYECTBO JIMCTOB B E€OUHMIIE XPaHEHMS.
3aroyioBOK Jiejia MOXKET OBbITh JIONOJHEH aHHOTAIMeW OTIENIbHBIX TOKYMEHTOB (TPYIIIbI JOKYMEHTOB)
€AVHULBI XPaHCHUS.

B cmpaBouHblif anmapaT K ONUCH BXOIST: THUTYJIbHBIM JIMCT; coAepxkaHHe (OIJIaBJIeHUE);
MPEUCIOBHE; CIIMCOK COKpAILlEHHI; yKa3aTeau K ONUcH (TIpeAMETHBIN, UMEHHOM, reorpaguuecKkoi).

Cocrasn CIIpaBOYHOI'0 arrmapara K OIIMCU 3aBUCUT OT CpOKa XpaHCHHA BKIIOYCHHBIX B HCEC
AOKYMCHTOB U UX BUJOB.

K omucsam AC, AOKYMCHTOB IIOCTOAHHOI'O XpPaHCHHUA W IO JUYHOMY COCTaBY COCTaBJIAKOTCA
THTYHBHBIﬁ JIUCT, ITPEAUCIOBHUEC, OI'TIABJICHUC, ITPU HGOGXOI[I/IMOCTI/I - CIINCOK COKpElH.[CHPIfI, YKa3aTelin.
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Ha TUTYJIBHOM JIMCTC OHNHWCHU  YKAa3bIBAIOTCA: IIOJIHOC HAUMCHOBAHHUEC TOCYAAPCTBCHHOI'O
(MYHI/II_II/IHaJ'IBHOl"O) apxXrBa (CCJ'II/I opraHusanus ABJISACTCA HCTOUYHHUKOM €T0 KOMHJ’IGKTOBaHI/Iﬂ), IIOCJICAHEC
IMOJIHOC HAMMCHOBAHUC OpraHu3allid, COOTBCTCTBYIOIICC HA3BAHHIO €C aAPXHBHOI'O (bOHI[a, HOMCP
APXHUBHOI'O (1)0H,Z[a, HOMCEpP U Ha3BaHUEC OIIUCH, KpaﬁHHe JaThl BHECCHHBIX B OIIMCH CAUMHUILl XPaHCHUA.

Ecnu HaumMeHOBaHME OpraHU3allMd U3MEHSJIOCh, HA TUTYJIBHOM JICTE (B Cllydyae HEOOXOAUMOCTH -
Ha JIONOJIHUTEJIBHOM JIUCTE) IOJ] OCIEHUM HaMMEHOBAaHUEM OpraHM3allui yKa3bIBAIOTCS B CKOOKax Bce
€e IMEpEeUMEHOBAaHMS B HUCTOPUYECKOM (XPOHOJIOIMYECKOW) IOCIENOBAaTEIbHOCTH 3a HEPUOL,
COOTBETCTBYIOLIMM KpallHUM JaTaM eIUHHI] XpPaHEHUs!, BKIFOUEHHBIX B OINHUCH.

B npenucnoBuu K OMUCH KPAaTKO H3JIaraloTCsl MEPEMMEHOBAHMS OpPraHU3allMd B HCTOPUYECKOM
(XpOHOJIOTUUECKOW) TIOCIICIOBATEIPHOCTH 3a TIEPHOJ,, COOTBETCTBYIOIIMA KpaWHWM JaTaM €IWHUIL
XpaHEeHUs, BKIIFOUEHHBIX B ONUCH. [IpeanciioBre moamuchIBaeTCss COCTABUTENIEM C YKa3aHUEM JIOJDKHOCTH
M 1aThl COCTABJIEHUS.

K onucu nen, nokymeHToB BpeMeHHOro (cBeimie 10 neT) XxpaHeHus, Npu HEOOXOAMMOCTH TAKXKe
MOTYT COCTaBJIATHCS OTJIaBJIEHUE, CIIMCOK COKpAILEHUH.

Onucu (ToJ10BbI€ pa3ieibl ONMKCen) Aell, JOKYMEHTOB COCTaBIISIOTCS:

MIOCTOSIHHOTO XPaHEHHsI - HE MCHEE YeM B YEThIpeX JK3EMIUIAPax: TPU Ha OyMaKHOM HOCHUTEIE U
OJIMH - B 3JICKTPOHHOM BHJI€ (B Kaue€CTBE pabOUuero dK3eMILIsApa);

BpeMeHHOTr O (cBbiIe 10 eT) XpaHeHUs - He MEHee YeM B JIBYX IK3EMILISPax;

JAOKYMCHTOB I10 JINYHOMY COCTaBYy OpFaHI/ISaIII/Iﬁ - HICTOYHUKOB KOMIUICKTOBAHUSA IOCYAapCTBCHHBIX
(MyHUITMTIANBHBIX ) APXHUBOB - HE MEHEE UeM B YEThIPEeX IK3eMILIApax: TpU Ha OyMakHOM HOCUTENE, OANH
- B DJIGKTPOHHOM BUJIE (B Ka4eCTBE pabovero 3K3eMIuIsipa);

JAOKYMCHTOB I10 JIMYHOMY COCTaBY OpFaHHSaHHﬁ, HEC ABJIIOIINXCA UCTOYHHMKAMH KOMIIJIICKTOBAHUA
rocyaapCTBE€HHBIX (MYHI/IIII/IHaJ'II)HI)IX) APXWBOB, - HC MCHEC YEM B TPEX DK3CMILIApax.

Omnucu (romoBble paslienbl OMHMCeN) Jel, JOKYMEHTOB BpeMeHHOro (cBbime 10 neT) XpaHeHus
cornacoBeiBatoTcs ¢ LIOK (OK) opranuzaruu, mocsue 4ero yrBepaxaaoTcsi pyKOBOJUTENIEM OpraHU3aliH.

Ha paccmorpenne OJIIK mnpencraBidroTcsi HE MeHee 4eM depe3 3 ToAa IOoCIE 3aBEpIICHHUS
JeJI0NIPOU3BOACTBOM [IE]I, BKIIFOUEHHBIX B Pa3JIel:

OITMCHU (FO,Z[OBLIG pa3aciibl OHHCCﬁ) ACJI, HOKYMCHTOB IMTOCTOAHHOI'O XPAHCHUA IJId YTBCPKIACHUA,

onucH (TOJOBBIC Pa3/IeNbl OMUCEN) /171, TOKYMEHTOB I10 JITYHOMY COCTaBY JJIS COTJIacoBaHus <1>.

<1> Omnucu [en, AOKYMEHTOB IO JIMYHOMY COCTaBy COIVIACOBBIBAKOTCS COOTBETCTBYIOIIMM
rocyAapCTBEHHBIM (MYHUILIMITAIbHBIM) @pXHUBOM COTJIACHO MPEIOCTABICHHBIM €MY MOJTHOMOYHSIM.

[Tocne yrtBepxkaeHus (corimacoBaHusi) onuced (romoBeix pasnenoB omwmcedt) OIIK  oHm
YTBEPKAAIOTCS PYKOBOJIUTEIEM OpraHU3aliu.
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B rocymapcTBeHHBIN (MyHMLMNAIBHBIA) apXuB MEPEJalOTCd TPU OK3EMIUIpAa OMHCH e
IOCTOSHHOTO XPaHEHHs, OAWH OK3EMIUIApD OIHUCH JeJl IO JIMYHOMY COCTaBy, YTBEP)KICHHBIX
(cornmacoBannbix) DIIK, a Takke MO OZHOMY 3K3EMIUIAPY KaKJOW ONHCH B 3JIEKTPOHHOU ¢opme (B
KadecTBe pabouero SK3eMILIApa).

OIII/IH OK3CMILIAP OINMHMCH ACJT MOCTOAHHOTO XpaHCHHA W JBa 3K3CMILIApPA OIMMMCU ACIT 11O JIMYHOMY
COCTaBy OCTAKOTCs B OpraHMU3alnu.

BHecenue wn3MeHeHUN B TOJOBOM pa3len ONMCH JACN, JOKYMEHTOB IIOCJIE €ro yTBEP:KICHUs
(cormacoBanus) DIIK mormyckaercs TOIbKO Ha OCHOBaHHH COOTBeTCTBYIoMIEro permenus JI1K.

5.6. Ucropuyeckas crnpaBka K (OHIY COCTOMT M3 TPEX pa3iesioB: UCTOpus (oHI000pa3oBaTes,
OTpa)Kawlllass HCTOPUI0 OPraHU3allid CO CChUIKAMM Ha COOTBETCTBYIOIME 3aKOHOAATEIbHBIE H
HOpPMaTUBHbIE  aKThl (JaTbl 00pa3oBaHuUs, [EPEHMEHOBAaHUS, PEOPraHu3alM{, JUKBHUJALUH,
BEJOMCTBEHHYIO HPUHAMICKHOCTb, CTPYKTYPY U (YHKIUHM, UX W3MEHEHMs, Ha3BaHUE OpPraHU3ALUU -
MPEIIeCTBeHHNKA), UcTopusi (ponma (oObeMm, KpallHHME AaThl JTOKYMEHTOB, CTENEHb MX COXPAHHOCTH,
JaThl Tepejadyd JOKYMEHTOB Ha IIOCTOSIHHOE XpaHEHHE) U XapaKTepUCTUKa JOKYMEHTOB (oHIa
(pa3HOBHIHOCTH JOKYMEHTOB, OCOOCHHOCTH (POPMHUPOBAHHS EAMHUI] XpPaHEHHUS M UX CHCTEMaTH3alluy,
HaJIMYME JIOKYMEHTOB, BBIXOJAALIMX 32 XPOHOJOTHMYECKUE I'PaHMIIbI JESITeIbHOCTH (OoHI000pa3oBaTes,
COCTaB CIIPaBOYHOTO armapara K (poHIy, MECTO XpaHEHUS TOKyMEHTOB TI0 JINYHOMY COCTaBY).

Hcropuueckas crpaBka K (OHIY COCTaBISETCS B JIBYX JK3eMIUIIpax, OJAWH - XpaHUTCS B Jeje
¢dboHIa, BTOPOH - epesaeTcsi B rOCY1apCTBEHHBIN (MYHHIIUTIAIBHBINA) apXUB.

5.7. OCHOBHBIMHU ()OPMAMU HCIIOJIb30BaHUSI JOKYMCHTOB apXHUBa OPTaHU3AIMH SBIISTFOTCSL:
uH(popMaIMoHHOE 00eCTIeueHe PAOOTHIUKOB OpraHU3aIlHH;

UCIIOJTHEHUE 3allpOCOB IOJIb30BATEIICH, B TOM YHCIE 3alPOCOB TPaXKIaH COIHAIBLHO-IIPABOBOTO
XapakTepa;

BbIlaya JIOKYMEHTOB M JIeJ1 BO BPEMEHHOE IOJb30BAaHUE, INPENOCTABICHUE KONMMH apXHWBHBIX
JIOKYMEHTOB I10 3aIllpocaM IO0JIb30BaTeNel, B TOM YKciie B (OopMe 3JIEKTPOHHBIX TOKYMEHTOB.

CDOpMaMI/I HCIIOJIb30BaHUA JOKYMCHTOB apXUBa OpTaHU3allN SABJIAOTCS TAKKEC:

MH(OPMUPOBAHUE CTOPOHHUX OpraHU3alUMil O HAJUYUU U COJACPKAHUM HMEIOIIMXCS B apXHBE
JOKYMEHTOB;

HCIIOJIB30BAHUE JOKYMEHTOB B CpCICTBax MacCOBOM I/IH(i)OpMaHI/II/I;

UCMOJIb30BaHUE JIOKYMEHTOB JUIS MOJATOTOBKM HCTOPUKO-MH()OPMAIIMOHHBIX MEpPONPUSTHIA:
BBICTABOK, 9KCKYPCH1, KOH(epeHIIHii;

BblJIa4a JOKYMCHTOB JJIA pa60TBI B YUTAJIbHOM (HpOCMOTpOBOM) 34JIC apXUBa,

opraHusanusa AJOCTyIla pa60THI/IKOB opraHm3allii K JOKYMCHTaM apXHBa IIYTEM HCIIOJb30BaHUA
I/IH(I)OpMaI_[I/IOHHo-TCHCKOMMYHHK&HHOHHOﬁ CCTH.

www.consultant.ru Crpanuua 34 n3 74
HageXXHas NpaBoBas noaaepXkKa


https://www.consultant.ru/
https://www.consultant.ru/

Mpuka3 MuHkynbeTypsl Poccun ot 31.03.2015 N 526
"O6 yTBEPXXAEHUM NPaBW OpPraHn3aUnM XpaHeHUs, KOMIM/IEKTOBaHUs, yueTa
1 ucron...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 21.10.2022

5.8. ApXI/IB opraHu3any JOJIKCH BCCTH YUCT HMCIIOJIB30BAHUA HJOKYMCHTOB, B TOM YHCJIC BblAA4YH
JOKYMCHTOB U JCJI, BbIAa4YM ApXHBHBIX CIIPABOK, BBIIIMCOK, KOITHI JOKYMCHTOB.

5.9. 3ampocsl nonb30BaTENEH, IMOCTYHAIOIIUE B AaApPXHUB OPraHMU3ALUU, IOAPA3ACIAIOTCA Ha
TEeMaTUYEeCKHE U COLMAIbHO-IIPaBOBbIE <1>.

<1> [ToamyHkT 5.7.1 nmynkra 5.7 [IpaBui XpaHeHwus..

5.10. ApxuWB OpraHu3ali JODKCH pacCMaTpuBaTh M HCIOJHATH 3alpoChl, MMOCTYNHUBIIAE B
MUCbMEHHOU (hopme.

3anpoc IOJIB30BATECJIA JOJIKCH COACPKATH CICAYIOIYIO PIH(bOpMaI_II/IIOZ

HAaMMCHOBAHUC IOPUANYCCKOIO JIMIIa - aBTOpa 3arpoca (IIJI?I rpaxxjiad - (1)aMI/IJH/II/I, HUMCHHU, OTUYCCTBA,
IIpHU HAJIMYKUH HOCJ'ICI[H@FO);

MOYTOBBIA W/WIIN 3JIEKTPOHHBIHN aJpec, M0 KOTOPOMY JOJDKEH OBITh JaH OTBET;

CBEJICHMS, WHTEPECYIOIIME IIOJNb30BaTelss ¥  XPOHOJIOTMYECKHE paMKH  3alpaiidBaeMoin
uH(pOpMAIIHH;

dbopMy monyueHus: mojb3oBaTeneM MHPopManuu (MHPOPMAIMOHHOE MUCHMO, apXUBHAs CIIPaBKa,
apXMUBHAas BBINMCKA, apXUBHAs KOIHUS, TEMAaTUYECKUM MepeYeHb, TEMAaTHYECKUNA 0030p TOKYMEHTOB);

JUYHYIO TIOJIUCH aBTOpa 3ampoca (Tpa)xJIaHuHa WIH JOKHOCTHOTO JIUIA);
JaTy.

HpI/I MNOCTYIUICHUU B apXuWB OpraHUu3anuu I/IHTepHeT'O6paH_IeHI/I$I (38.1'Ip008.) MOJIB30BATCIIA C
YKazaHuEeM aapeca 3J'I€KTpOHH0171 IOYTHl /WA IIOYTOBOT'O aapeca €My HaAIMpaBJIACTCA YBCIOMIICHHUE O
nmpueme O6paH_[eHI/IH (3ar1poca) K PaCCMOTPCHUIO NI MOTI/IBI/IpOBaHHHﬁ OTKa3 B paCCMOTPCHUMU.

Ha 3ampockl TemMarmyeckoro xapakTepa, [OCTYNHBIIME B apXUB OpraHU3alMd 0
MH(POPMAIMOHHO-TEJIEKOMMYHUKAIIUOHHONW CETH, B TOM 4HUCle MO ceTH VIHTepHeT, OTBET MOXKET ObITh
HaIpaBJIeH B BUJE 3JIEKTPOHHOIO COOOUIEHMS 110 YKa3aHHOMY aBTOPOM 3aIlpoca AJIEKTPOHHOMY aJpecy.

3anpoc JOJIKCH OBITh 3aperTUCTPpUPOBAH B TCUCHUC TpPEX pa60q1/1x JHEH C MOMEHTa €ro
IMMOCTYIIJIICHU.

3armpoc, He OTHOCAIIMICA K COCTaBYy XPAHAILIMXCS B OpraHU3alMy JOKYMEHTOB (HENpOo(UIbHBIHN
3ampoc), B T€4eHue 7 JHEW CO JIHS PEerucTpalud 3almpoca HaMpaBisieTcs B OPraHU3allUio, IJIe MOTYT
XPaHUTHCS HEOOXOIUMBIE TOKYMEHTHI C YBEIOMIIEHHEM 00 3TOM I10JIb30BaTesl.

3anpoc, MOCTYNHUBIIMM B apXUB OpraHU3allid, pacCCMaTPUBAETCA B COOTBETCTBUU C TPEOOBAHUAMU
3aKOHOJATEIbHBIX W HHBIX HOPMATHBHBIX NPaBOBBIX AaKTOB MO paldoTe C OOpalleHUsIMH TpaxaaH U
MIPEIOCTABIIEHUIO FOCYIaPCTBEHHBIX (MYHUIIMIIATIBHBIX) YCIIYT.
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OTBeT Ha MOCTYNHBIINUN B apXUB OPTaHU3AINH 3aPOC MpeaocTaBiseTcs B Teuenue 30 mqHel co qHs
ero peructpanuu. C pa3pelnieHns pyKOBOJCTBA OpPraHU3aIMU 3TOT CPOK MOKET OBITh MPOJJICH HEe Ooliee
yem Ha 30 AHEH, ¢ yBeJOMIICHHEM 00 3TOM 3asiBUTETIS.

5.11. OTBeTsl Ha 3aIIPOCHI OJB30BATENEH, B TOM YUCIIE OTBETHI Ha 3alIPOChl COLUAIbHO-TIPAaBOBOTO
xapakTepa, opopMIIIOTCS B (popMe apXMBHOH CIIPaBKH, apXWBHOW BBIMUCKHA HIJIM APXHUBHOW KOIIHH,
0(hOpMIIEHHBIX M 3aBEPEHHBIX B YCTAHOBJICHHOM IOPSKE.

[Ipr OTCYTCTBUM JTOKYMEHTOB, HEOOXOAMMBIX JJIsi MCIOJNHEHHs 3alpoca COLUATIbHO-TIPABOBOTO
XapakTepa, COCTAaBJISIETCsl OTBET Ha OJIaHKE OpraHu3allii ¢ yKa3aHUeM IPUUYMH UX OTCYTCTBUS.

5.12. ApxuBHas chopaBka IOANUCHIBAETCS  PYKOBOAMTEIEM  OpraHU3allud WIA  UHBIM
YIIOJIHOMOYEHHBIM UM JOJDKHOCTHBIM JIMLIOM U 3aBEpsETCs Ne4aThio opranuzanuu (npuioxenue N 29).

ApxuBHas cripaBka, 00beM KOTOPOH MPEBBIIIAECT OJUH JIHCT, T0JDKHA OBITh MPOHYMEPOBaHA.

B Texcre apXHBHOﬁ CIIpaBKH B XpOHOHOFH‘ICCKOﬁ nOoCJIICAOBATCIbHOCTH H3J1araroTC:Aa COOBITHS C
YKa3aHUEM BUAOB UCIOJb30BAHHBIX JOKYMCHTOB, UX AT U HOMCPOB. B apXHBHOﬁ CIIpaBKC JOITYCKAacCTCA
HUTUPOBAHUEC NOKYMCHTOB.

HCCOBHaHGHI/Ie OTACIBHBIX CBGILCHI/II;'I/ILaHHI)IX AOKYMCHTOB CO CBCIACHUSAMM, H3JIOKCHHBIMHU B
3aIpoce, HE ABJIICTCS MPCIITCTBUEM JI BKIIFOUYCHUA UX B apXUBHYRO CIIPABKY, €CJIN COBIIAACHUC BCEX
OCTaJIbHBIX CBGI[CHI/Iﬁ HE BEBI3EIBACT COMHCHHI B TOXACCTBEHHOCTH JIMIIa HJIU CpaKTOB, 0 KOTOPBIX
TOBOPHUTCS B JOKYMCHTAX.

B apxuBHOI crnpaBke [aHHBIE BOCIPOMU3BOISATCS TaK, KaK OHHM HM3JIOKEHBI B JIOKYMEHTax, a
pacXoKJeHUsl, HECOBNAJACHUS M HETOYHbIE Ha3BaHUSA, OTCYTCTBUE MMEHH, OTUECTBA, WHULIMAIOB WU
HaJU4Ue TOJBKO OJHOTO W3 HHUX JIOJDKHBI OBITh OTOBOPEHBI B TEKCTE CIpaBKH B ckoOkax: "Tak B
nokymente", "Tak B TekcTe opuruHana'.

CeneHus, UMEIOIIHUECS B apXUBE IO 3aMpocy 0 padoTe U (Win) yuede B HECKOIbKUX OpPTaHU3aIusX,
KacarouIuecs: OJIHOTO JIUIA, BKIIFOYAIOTCS B OJIHY apXUBHYIO CIIPABKY.

[To TekcTy apXMBHOM CHpaBKM B KauyeCTBE MPUMEYAaHUN MOTYT OBITH OTOBOPEHBI HEPaz0OpUMBO
HanMCcaHHbIe, UCIIPABICHHbIE aBTOPOM, HE MOJIAIOLINECsS MPOUYTECHHUIO BCIIEICTBUE MOBPEXKICHHS TEKCTa
opuruHana: "Tak B Tekcre opurusana, "B tekcre HepazbopunBo".

B TekcTe apXHBHOﬁ CIIpaBKU HE NOITYCKAKOTCA U3MCHCHUA, UCIIPABIICHUA, CYMMUPOBAHUC JTaHHBIX,
KOMMCHTapHu, COOCTBEHHEIE BbIBOAbI HCIIOJHHUTCIA IO COACPKAHUIO JOKYMCHTOB, Ha OCHOBAHUH
KOTOPLBIX COCTABJICHA apXUBHAsA CIIpaBKa. HOII‘-II/ICTKI/I 1 IIOMAapKH B apXUBHBIX CIIPpABKax HE JOIYCKArOTCA.

B apxuBHOI crnpaBke MOMKHBI ObITh IMPUBEIEHBI apXUBHbIE MHUQPHI U HOMEpPA JIUCTOB €IUHUI]
XPaHEHUS JOKYMEHTOB, UCIIOJIb30BABIINXCS ISl €€ COCTaBIICHUS.

[To 3ampocy mosibp30BaTeNel apXWBHBIE CIPAaBKU MOTYT BbIIaBaThCsl B DJEKTPOHHOM (opme Ha
AJIEKTPOHHOM HOCHTeNIe MO0 TMepechliaTbecs M0 HH(POPMAIMOHHO-TEIEKOMMYHUKAIIMOHHBIM CETSM.
SHGKTPOHHI)IG APXWBHBIC CITPABKU 3aBCPAIOTCA 3J'I€KTpOHHOI7[ MMOAIMUCBIO PYKOBOJUTEIA OpraHnu3alilii 1N
MHOTO YIIOJJHOMOYEHHOI'O UM JIOJKHOCTHOT'O JIMIIA.
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5.13. ApxuBHBIE BBHIMHCKH O(GOPMIIAIOTCS Ha OJaHKe OpraHW3aluu (apXwBa OPTraHU3AINH) C
o0o3HaueHueM Ha3BaHus Buaa nokymenta: "APXMBHAS BBIIIMCKA".

B apXHBHOfI BBIITMCKEC HA3BAHUEC JOKYMCHTA, €0 HOMCP U JaTa BOCHIPOU3IBOIATCA ITOJIHOCTBIO.

Brimmicka IIPOU3BOAUTCA TOJIBKO M3 JOKYMCHTA, B KOTOPOM COACPKUTCA HECKOJIBKO OTACIIBHBIX, HE
CBA3AaHHBIX MCKIY coboit BOIIPOCOB. Brimucka J0JDKHa BOCIIPOU3BOAUTH IIOJHBIA TEKCT 4YacTH
JOKYMCHTA, OTHOCHHI€I>'IC5I K 3a11pocCy.

H3BiaeueHneM H3 TEKCTa AOKYMCHTA JOJI?KHBI OBITh HCUCPIIaHbl BCC HMMCIOHIMECA OAHHBIC I10
3aIIpocy. Hagamo m KOHEL KaXXA0I'o0 HU3BJICUYCHHA, a TaKXE IIPOIMYCKH OTACIBHBIX CJIIOB B TECKCTC
AOKYMCHTa 0003HAYaIOTCSI MHOTOTOYHEM.

B apxuBHOI BBITUCKE JOJKHBI OBITH CIIETaHbl COOTBETCTBYIOIINE MPUMEYAHUS U OTOBOPEHBI YacTU
TEKCTa OPUTHHAJA, HEPa30OPUNBO HANMCAHHBIC, HCIPABICHHBIE aBTOPOM, HE TIOIIAIOIINECS TPOYTCHHIO
BCJIC/ICTBHUE MOBPEXKACHUS TEKCTa U APYyruM mpuyuHaMm. OTIENbHBIE CIIOBa U BBIPAXKEHHUS JOKYMEHTA,
BBI3BIBAIOIINE COMHEHUSI B X TOYHOCTH, a TAKXKE HCIPABIICHUS, IOJYUCTKH, BBI3bIBAIOIINE COMHEHUE B
WX JIOCTOBEPHOCTH, oroBapuBaroTcs: "Tak B moxkymente", wiu "B Tekcte Hepasbopuuo'", win "Tak B
Tekcte opurnHana". [locne TekcTa apXUBHOM BBIMIMCKU YKA3bIBAIOTCS aPXUBHBIN MIH(pP ¥ HOMEpA JIMCTOB
€IMHUILIBI XPAaHEHUSI aDXUBHOTO JOKYMEHTA.

ApXI/IBHaﬂ BBIITMCKA IMOAINMUCBIBACTCA PYKOBOJUTCIICM OpraHU3alMi WJIXM WHBIM YIIOJJHOMOYCHHBIM
UM OJOJIDKHOCTHBIM JIMIIOM UM 3aBEPACTCS IIEYATbIO OpraHU3alluu.

ITo 3anpocy nosp30BaTeneil apXUBHbIE BBIIUCKH BBIAAIOTCS B 3JIEKTPOHHOM (pOpMe Ha JIEKTPOHHOM
HocuTese MO0 TMepechbUIaloTesl MO HWH(GOPMAIMOHHO-TEIEKOMMYHUKALMOHHBIM CETSAM. DJIEKTPOHHbIE
ApXMBHBIE BBIMCKU 3aBEPSIOTCA DJIEKTPOHHOM NOANKCHI0 PYKOBOJIWTENS OPraHM3alMy WM WHOTO
YIIOJIJHOMOYEHHOI'O UM JIOJDKHOCTHOTO JIMLIA.

5.14. Ha apXuBHBIX KOINHUSAX, BKJIOYas apXUBHbIE KONMUM Ha OyMa)kHOM HOCHUTEJIE 3JIEKTPOHHBIX
JOKYMEHTOB, apXUBHbIE MIU(PHI MPOCTABIAIOTCS Ha 00OPOTE KaKAOro JIMCTa apXMBHOM KOMUH, a
3aBepUTENIbHAs HAAIIUCh U IIeYaTh - HA 000pOTE MOCIETHETO JIUCTa KOIIUH.

[To 3ampocy monp30BaTeNei IEKTPOHHBIE KOMTUU ApXUBHBIX TOKYMEHTOB BBIIAIOTCS B DJIEKTPOHHOM
dhopme 1100 TepechIalTCs M0 HHPOPMAITMOHHO-TEJIEKOMMYHHUKAIIMOHHBIM CETSIM. DJIEKTPOHHBIE KON
ApPXUBHBIX JJOKYMEHTOB 3aBEPSIOTCS AJIEKTPOHHOW MOMANUCHI0 PYKOBOIUTEINS OpraHU3allMu WIM WHOTO
YIIOJTHOMOYEHHOTO UM JIOJDKHOCTHOTO JIUTIA.

5.15. HOI[FOTOBJ'ICHHLIC APXUBOM OpraHru3alv OTBETHI HA 3aIlIPOCHI (apXI/IBHBIe CIIpaBKH, apXHBHLIC
BBIITMUCKH U apXWBHBIC KOHI/II/I) HAIpaBJIAOTCA 3adBUTEIIAM C COIIPOBOJUTEIIBHBIM ITMCBbMOM 110 IMMOYTE HUJIU
BBLAAIOTCA: 3adBUTCIIO - IIPpU HOPCABABICHUM OOKYMCHTA, YAOCTOBCPAKOMICTO JIMYHOCTH, Cro
MNpEACTABUTCIIAM - HpPU MNPEABABICHUN IOOKYMCEHTA, YAOCTOBCPAIOMICTO JUMYHOCTL W JOBCPCHHOCTH,
O(pOpMJ'ICHHOﬁ B YCTAHOBJICHHOM ITOPAJKE.

5.16. ApxuBHBIE CITIPaBKH, ApXMUBHBIE BBIITMCKU U apXHUBHBIE KOIMH, HAIPABIIIEMBIE B TOCY1apCTBA -
yyacTHUKM KOHBeHIMH, OTMeHsomed TpeboBaHME Jeralu3alldd HMHOCTPAHHBIX  O(PUIMAIBHBIX
JOKYMEHTOB, MoAnucaHnHoil B ['aare 5 okTsa0ps 1961 r., 3aBepsoTCS MPOCTAaBICHUEM M 3alOJHEHHEM
CIELMAJIbHOTO IITaMIIA - allOCTUIIS B COOTBETCTBUH C 3aKOHOAATeNIbCTBOM Poccniickon denepanuu.
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5.17. I[OHYCKaeTCSI HU3BATUC U3 APXUBHBIX ACJI W BblAa4da BJIAACIIbLIaM HJIM UX POACTBCHHUKAM, B
ClIyda€ UX INHUCbMCHHOI'O O6paH_[eHI/IH, IMOMJIMHHBIX JIMYHBIX JOKYMCHTOB O I'paKIaHCKOM COCTOSHHH, 00
06p8,30BaHI/II/I, TPYAOBBIX KHUKXCK, HC ITOJYUYCHHBIX B CBOC BPCM: BJIAJACIILIIEM JOKYMCHTOB.

[TonnuHHBIE JWYHBIE JOKYMEHTBHI BBIJAIOTCSA 3asBUTENSIM C  PAa3spellEHUs PYKOBOIUTEIS
OpTaHU3aIMH I10 MPEIbSIBICHUH ITACIOPTa UM UHOTO JJOKYMEHTA, YAOCTOBEPSIOIIET0 JINYHOCTD, JTU0O0 X
POJACTBEHHHMKAaM WJIM HMHBIM JIMLAM 10 JOBEPEHHOCTH, O(OPMIIEHHOW B  YCTaHOBJIEHHOM
3akoHOJaTenbCcTBOM Poccuiickoit @enepanuu nopsake. [loanuHHbIE THYHBIE JOKYMEHTBI MOTYT OBITH
HAIIPABJICHBI 3asIBUTEIIIO LICHHBIM ITHCHMOM.

C u3BIMaeMbIX JOKYMCHTOB B AapXHUBC OpraHu3alliid H3TrOTAaBJIMBAIOTCA KOIIMHU, KOTOPBIC
HpI/IO6H_[aIOTC$I K AcjaaM. H3bsatue JOKYMEHTOB, a TaK)XXC 3aMCHA Ha KOIIMK OTPaAXarOTCs BO BHYTPCHHHUX
OIMUCAX ACJT, B JIMCTAX-3aBCPUTCIIAX [CJI, B OMMUCAX ACJI, JOKYMCHTOB.

W3baTre U BO3BpalleHHE JOKYMEHTOB O(DOPMIIAIOTCS aKTaMu 00 M3BATHH U3 Jed (BO3BpAILlEHUN)
YKa3aHHBIX JIOKYMEHTOB. AKTHI M JIpyrue JOKYMEHTbI, HA OCHOBAaHUU KOTOPBIX MPOU3BEICHO U3BATHE
(BO3BpallleHUE) apPXUBHBIX IOKYMEHTOB, BKJIIOYAIOTCS B /110 (HOH/A.

5.18. KonupoBaHue JOKYMEHTOB apXHWBa OpraHU3AIMH IO 3asBKaM TOJIb30BaTENIC MPOU3BOAUTCS
10 Pa3peLICHUIO0 PYKOBOIUTEIIS OPraHUu3aliy WK UHOTO YIIOJHOMOYEHHOIO UM JOJKHOCTHOTO JIMLA.

Komuu [10KyMEHTOB TMepechUIaloTCsl B aapec TOW OpraHu3alMH, [0 3alpocy KOTOPOM OHH
W3TOTOBJICHBI, MJIM BBIIAIOTCA MOJI30BATENIO O] POCIIHCH.

5.19. B menax co3gaHusl yciaoBHM s pabOThl MOJIb30BaTENEd HENOCPEICTBEHHO B apXuBE
OpraHU3allMM MOKET BBIIENATHCS MOMENIEHHE (YUTATbHBINA, MPOCMOTPOBBINA 3a1) JUIsl O3HAKOMJIEHHUS C
AOKYMCHTaAMH apXHBa, O6OPYI[OBaHHO€ COOTBCTCTBYIOIIMMU TCXHUYCCKUMHU CPCACTBAMH IJIA pa6OTBI C
JTOKYMEHTaMH.

[Ipy oOTCyTCTBMM B apXMBE€ OpraHM3allMd CIELUAIbHO BBIJEICHHOIO IOMEIIeHUsT paboTa
MoJIb30BaTee C JIOKyMEHTaMHM IPOM3BOJUTCS HEMOCPEJICTBEHHO B pabounMx KOMHATaX apXuBa.
JIoKyMeHTHI 11 paboThI OJIb30BATENSIM BHE MIOMEIIIEHUS apX1UBa OpraHU3alllK BbIaBaTh 3alpELIaeTCs.

Pa3zpemienne Ha paboTy B TIOMEIIEHUMH apXuWBa OpraHU3alMM JaeT PYKOBOJAUTENb apXHBa
OpraHu3anuu (J1o, OTBETCTBEHHOE 3a apXUB).

5.20. OTka3z apXuBa OpraHn3alu B BbIJAYC apXUBHBIX JOKYMCHTOB JOITYCKACTCA B CIIydadX:
HaJIn4uA (1)OH)13 IIOJIB30BAHUA,
HCYHAOBJICTBOPUTCIBHOT'O (1)I/I3I/I‘-IGCKOI‘O COCTOSAHUA JOKYMCHTOB,

HE TPOIIEANNX HAYYHOTO ONMHCAHUS W TEXHWYECKOTO OQOPMIICHHS JOKYMEHTOB, IO 3aBEPIICHUS
3THUX paboT;

OrpaHUYEHUN Ha MCIOJIb30BaHUE, YCTAHOBJIEHHBIX 3aKOHOJATENIbCTBOM Poccuiickon denepanuu
i GoHI000pazoBaTeNeM MpH Mepeaaye T0KyMEHTOB Ha XpaHEHHeE.

Ortkas apxuBa OpraHu3anuu B INpPCAOCTABICHUU JOKYMCHTOB OOJIKCH OBLITH BbIIAH B NHUCBMEHHOH
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¢dopme 1 cozepKaTh MPUUUHBI 0TKa3a, a TAKKE TMOPSIOK 00KaIOBaHHS OTKAa3a.

VL IIEPEJAYA TOKYMEHTOB OPTAHU3ALIMN HA XPAHEHUE
BT'OCYAAPCTBEHHbBIM (MYHUILIUITAJIBHBIN) APXB

6.1. Jloxymentsl ApxuBHoro ¢oHaa Poccuiickoit deaepannu, 00pa3oBaBIINECsS B OPTaHU3AUAX -
HCTOYHUKAX KOMILUIEKTOBaHUS rOCYAAPCTBEHHBIX (MYHUIMIAIBHBIX) apXUBOB, [0 NCTEYEHUHU CPOKOB UX
BPEMEHHOI'O XpaHEHUsT B AapXWBE OpraHU3alUM [EepeJaloTCs Ha IMOCTOSHHOE XpaHEHUE B
COOTBETCTBYIOLIUI TOCY1apCTBEHHbIN (MyHUIUIIAIBHBIN) apXUB.

6.2. Jlokymentsl ApxuBHoro (onmga Poccuiickoii @enepamnuu, oOpa3oBaBmuecs B ACATEIBHOCTH
roCcyJAapCTBEHHBIX U HETOCYAApPCTBEHHBIX OpraHu3aluil, He SBISIOMINUXCSA UCTOYHUKAMU KOMIIEKTOBaHUS
rOCy/IapCTBEHHBIX  (MYHUIMIAIbHBIX) AapXUBOB, MOTYT IepelaBaThCsi B  TOCYAapCTBEHHBIE
(MyHMIIMTIAJIBHBIC) APXKBBI HA OCHOBAaHUU JOTOBOPOB C COOCTBEHHUKAMM WUJIU BJIAACNIbIIAMH TOKYMEHTOB.

6.3. I[OKYMGHTBI NnepeaaroTca Ha IOCTOAHHOC XpPaHCHHUEC B YHOPAAOYCHHOM COCTOSIHUH C
COOTBCTCTBYIOIIMM HAYYHO-CIIPABOYHBIM allllapaToOM.

6.4. B opraHuzanusx - HUCTOYHHKAX KOMIUIEKTOBAHUS TOCYAApCTBEHHBIX (MYHULUIATHHBIX)
apXuBOB BCE pabOThI, CBSI3aHHbIE ¢ OTOOPOM, MOJATOTOBKON M Iepenadyeldl JOKYMEHTOB Ha IMOCTOSIHHOE
XpaHEHUe, B TOM YHUCJIE C UX YINOPSJIOYEHHEM U TPAHCIOPTUPOBKOM, BBIMOJIHSAIOTCS 32 CUYET CPENICTB
OpraHM3alnil, NEPEAAOIINX JOKYMEHTHI.

6.5. locpouHas mepeiaya JJOKYMEHTOB Ha MOCTOSSHHOE XPaHEHHE MOXKET OBbITh OCYIIECTBIIEHA MPHU
OTCYTCTBUM HEOOXOIUMBIX YCIOBUH Jisi 00€CIEUeHUs COXPAHHOCTH TOKYMEHTOB ApxuBHOro (poHma
Poccuiickoit denepanuu, mpu yrpose yTparbl (YHHYTOKEHHS) JOKYMEHTOB, a TaKkKe IO MpockOe
OpraHu3aIli Ha OCHOBAHUHU JJOTOBOPA C TOCYAAPCTBEHHBIM (MYHUIIUITAIEHBIM) apXHUBOM.

[Iponnenue CpoKoB XpaHEHUs1 JOKYMEHTOB B apXUBE OPraHU3ALMM JIONYCKAETCS MO MHUCbMEHHOMY
pa3pelieHuIo TOCyAapCTBEHHOrO (MYHHUIIMIIAIBFHOTO) apXHBa B clydyae HEOOXOAMMOCTH MPAKTUYECKOTO
HCIIO0JIb30BaHUSl IOKYMEHTOB OpraHU3aIieil.

6.6. Ilepenaya JOKYMEHTOB MMOCTOSIHHOTO XPAaHEHUS B TOCYAApCTBEHHBIN (MyHUIIMNIAIBHBIN) apXuB
OCYILIECTBIISIETCS] B COOTBETCTBUU C INIAHOM, YTBEPKICHHBIM PYKOBOJUTEIEM COOTBETCTBYIOLIETO apXUBa
I10 COIVIACOBAHMIO C NIEPENAIOIIEH J1e]1a OpraHu3auei.

6.7. JIOKyMeHTbl TepefaloTcs B TOCYAapCTBEHHBIH (MYHUIMNAIBHBINA) apXWB MO OMMCAM Jell,
JIOKYMEHTOB IOCTOSIHHOTO CpOKa XpaHeHus, yTBepkaeHHbIM DI1K.

Ilepen mnepemaueld OOKYMEHTOB Ha IIOCTOSHHOE XPAHEHHE COBMECTHO C IPEICTABUTEIIEM
TrOCyAapCTBEHHOTO (MYHHUIIMTIAIBPHOTO) apXWBa TMPOBOAUTCS IPOBEPKA MPABUIBHOCTH OMHCAHUS U
opopmiieHus nen, (U3NUECKOTO W CAHUTAPHO-TUTMEHWYECKOTO COCTOSIHHSI JIOKYMEHTOB. [lpu
oOHapyXeHHH J1Ie(PEKTOB COCTABIISIETCS aKT; YCTPAHEHHE OOHAPYKEHHBIX JE(PEKTOB MPOBOJUTCS CHUIIAMHU
OpraHu3alyy.

[lepenava en MpoBOAUTCS B TOCYAApCTBEHHOM (MYHHUIIMIAIBHOM) apXuBe nmoeauHuuHo. Ha Bcex
YEThIPEX IK3EMILISPAX OMUCEN J1€], JOKYMEHTOB IPOCTABIISAIOTCS OTMETKHU O IPUEME JEIL.
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ITpu nepBoil mepenaue JOKYMEHTOB B IOCYJapCTBEHHBIM (MyHMLIMIIAJIbHBIA) apXWB I[EepeAacTcs
ucrtopuueckas crpaska K Gonny. [Ipu nocnenyromux nepenadyax JOKyMEHTOB IepelaeTcs JOMOJIHEHHE K
HUCTOPUYECKOU CIIpaBKE.

6.8. Ilepenaua nOKyMEeHTOB OGOpPMIISIETCS aKTOM IpHUeMa-Tiepenadyd JIOKYMEHTOB Ha XpaHEHHE
(mpunosxkxenne N 30), cocrtaBiasieMbIM B JBYX OJK3eMmIuisipax. OJMH SK3eMIUIIp OCTaeTcsi B
roCy/lapCTBEHHOM (MYHHULIMIIATHLHOM) apXuBe, OpYrod - B Iepeaamoliedl opranuzainuu. Bmecre c
JOKYMEHTaMU MEPeIaeTCs TPU IK3EMILUIApa OMKUCH Je], JOKYMEHTOB, B TOM YHCJIE OJIUH B AJIEKTPOHHOM
BUJIE.

Ecnu npu nepenave o0Hapy>KEHO PACX0XKIEHUE MEXKy UTOTOBOM 3aIIMCHIO OMKCH e, TOKYMEHTOB
1 (PaKTUYECKUM HAJIMYMEM NEPeAaBaEMBbIX A€, B OIUCH JIe], JOKYMEHTOB O(hopMIIsieTcss HOBast UTOrOBast
3aIlUCh, B KOTOPOW YKa3bIBAIOTCA (haKTUUECKOE HAJTMYME NI M HOMEpa OTCYTCTByoHmmX nein. Homepa
OTCYTCTBYIOLMX €]l (PUKCUPYIOTCS B aKTe MpHEeMa-Iiepeadn Jiel Ha MOCTOSIHHOE XpaHeHHe, MPUYHHbI
OTCYTCTBHSI JIeJI - B IIpUJIaraeMoil K akTy pueMa-repeiadu cripaBKe, HOArOTOBICHHON OpraHu3aluen.

ApXHB OpraHu3aluy MPUHUMAET MEpPbI M0 PO3BICKY Ael. Ha oTcyTcTByIOIIME TOKYMEHTHI U Jiena,
MEpBl 10 PO3BICKY KOTOPBIX HE Jalld pe3yJbTaTOB, COCTABISICTCS aKT 00 yTpare JOKYMEHTOB
(mpunoxenue N 6). YTpadyeHHbIE TOJJIMHHUKH TOKYMEHTOB MOTYT OBITh 3aMEHEHBI X KOMHSIMH.

VII. IIEPEJAYA JJIOKYMEHTOB ITPY PEOPI"AHU3ALINN NN JINKBUJIALIMA
OPI'AHU3ALNNU, CMEHE PYKOBO/JUTEJIAA APXVMBA OPITAHU3ALINN

7.1. Ilpu peopranuszanyy Wi JUKBUJAIIMM OpraHU3alluy Mepeaayda v JalbHENIIee UCII0JIb30BAHNE
JOKYMEHTOB PEOPraHU3yeMOW WM JIMKBUIAUPYEMON OpraHU3allMy OCYILECTBISAETCS B COOTBETCTBHUHU C
3akoHo aTenbcTBOM Poccuiickoit denepanmm.

[lepenaya MOKYMEHTOB JHMKBUIAMPYEMOW OpraHH3alMd BXOAWT B OOS3aHHOCTh KOMHCCHH,
o0pa30BaHHOM I IEpelauu el U UMYIIECTBA.

[Ipy  JUKBUIAIMM  OpraHU3allMid -  HCTOYHUKOB  KOMIUIEKTOBAaHUS  TOCYJapCTBEHHBIX
(MyHUIIUTIAIBHBIX) apXUBOB B COCTaB JIMKBUIAIMOHHOW KOMUCCHM BKIJIFOYACTCS MPEICTABUTEIH
roCy/IapCTBEHHOTO (MYHHUIIUTIATHHOTO) apXH1Ba.

7.2. Tlpm cMmeHe pPYKOBOJIWTENS apXvBa OpraHU3alMu (JIMla, OTBETCTBEHHOTO 3a AapXuB
OpraHu3alliy) mpueM-Tiepeada JOKYMEHTOB apXuBa, YI€THOTO U HAyYHO-CIIPABOYHOTO ammapara K HUM
OCYILIECTBIISIETCS MO aKTy.

[Ipunoxenne N 1
K 11. 2.37 IIpaBun

HammMveHnoBaHMe opraHmM3alum

KAPTOUKA IIOCTEJUIIAXHOT'O
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 21.10.2022

TOIIOTPAOVUECKOT'O YKABATEJIA <*>

CTEJJIAX N XPAHVWJIVIIIE N
[Mkap N | ITonka N | @oua N | Onuce N | Ex. xp. ¢ N [Ipumeuanue
no N
1 2 3 4 5 6

®opmar A6 (148 x 105 mm)

<*> KapTo4k# MOCTEIa)KHOTO TONOrpapruecKoro ykasaress COCTAaBISIOTCS Ha KaKIbli CTEIIax
U IIPUKPEIIISAIOTCS HAa TOPLEBOW CTOPOHE CTEIIakKa.

[Ipunoxenue N 2
K 1. 2.37 IIpaBun

HammveHnoBaHMe oOpraHM3alumn

KAPTOUYKA IIOPOHIOBOTO
TOIIOTPACUMUECKOT'O YKABATEJIA <*>

®OHIO N XPAHVIIMIIE N

HazBanue ¢oHIa

Onuce | Exn. xp.cN Cremnax N lxap N ITonka N | IIpumeuanu
N e
mo N
1 2 3 4 5 6
®opmart A4 (210 x 297 mm)
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[okymeHT npegoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 21.10.2022

<*> Kaptouku mo(OHIOBOTO TOMOTpahUyYecKOro ykazaTelsi COCTaBIAIOTCA Ha KaXAbl (OHI H
pacnoiararTcs B HOPSIIKE HOMEPOB (OH/IOB.

[Tpunoxenue N 3
K 1. 2.43 I[IpaBun

HammveHnoBaHMe opraHM3al UM

AKT YTBEPXIAI
N PyxoBommuTesb OpraHmM3alLumn
IPOBEPKM HaIUUMUI
VI COCTOSHUS apPXMBHEX IOKYMEHTOBR [Momnuce Pacumpporka
IOONUCHU
®oHm N IaTa
HazBaHnue ¢oHIa
Homepa onmucen
[lpoBepka OPOBOOMIIACE C 1o
[IpOBEpPKOM yCTaHOBJIEHO:
1. UmcamTcsa o OnMcaM Oej en. xp.
(koMMUecTBO)
2. BHISBJIEHBI TEeXHUUECKME OMMOKM:
2.1. VmMmenTCs JIMTEPHHE HOMepa:
a) He YUYTeHHEE B MTOTOBOM 3alMCU en. xXp.
(koJIMUecCTBO)
©) He IepeudMCIJIeHHBEe, HO Yy4YTEHHBE
B MTOT'OBOM 3alluCU en. xXp.
(koJIMuecTRBO)
2.2 . IllponyumeHO HOMEPORB:
a) He YUTEeHHHX B MTOT'OBOM 3BalUCU en. xp.
(koJIMUecCTBO)
0) He NepPeuMCJIEHHBIX, HO YyYTEHHHX
B MTOT'OBOM 3allCU en. xXp.
(koJIMuecTRBO)
2.3. Ipyrue, B pes3yJbTaTe dYero oOBbeM
YyBEeIMUUIICS Ha en. xp.
(koJIMuecCTBO)
YMEHBUIMIICSA Ha en. xp.
(koJIMuecCTBO)
3. UMCaMTCH OO ONMCHAM B pes3yjbTaTe
YCTPaHEeHUS TeXHUUYECKUX OUMUOOK en. xp.
(koJIMUuecCcTBO)
4. He okxaszajioCb B HaJUuUU en. xp.
(koJIMUuecCcTBO)
5. lVMeeTcs B HaIM4UMM IO IDaHHOMY OGOHIY
(BKJIDUEHHBEIX B OIIUCHU) en. xXp.
(koJIMUuecCcTBO)
M3 HUX TPeOyonIUX:
a) nesmHbekuUMn en. xXp.
(KOJIMUYeCcTRBO)
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[okymeHT npegoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 21.10.2022

0) I»mesMHCeKLUU en. xp.
(KkONIMUecCTRBO)
B) pecTaBpaluumn en. xp.
(KkONIMUecCTBO)
[Iponomkenue npunoxenus: N 3
K 1. 2.43 I[IpaBun
T) [epernjieTa MM OOINUBKU en. xp.
(KkOoMMUecCTBO)
I) BOCCTAHOBJIEHMS 3BaTyXallMX TEKCTOB en. xp.
(koJIMUEecTBO)
€) HeUCIpPaBMMO I1OBPEeXIEeHHEIX en. xp.
(koJIMUEecCTBO)
6. ViMeeTcsd He BKJIOUEHHEIX B OIUCU en. xp.
(koJIMUEeCTBO)
7. UToro mo IJaHHOMY QOHOY (BKJIIOUEHHBIX M He BKJIIOUEHHBIX B ONMUCH) ,
VIMERIIMXCHAd B HaJIMUMN en. Xp .
(koMMUecTBO)
8. XapakTepuCTHUKa YCJIOBUM XPaHEHUS
[IpOBEPKY MNPOMU3BOIUIIN :
HammMmeHOBaHMe
IOOJDKHOCTEe!
PaboOTHUKOB Momnmucu PacumbppoBka nomnmucemn
®opmat A4 (210 x 297)
[Ipunoxenue N 4
Kk 1. 2.43, 3.15 Ipaswn
HauMmeHOBaHME OpTraHU3aLUMU
AKT YTBEPXIA
N PyxkopomomTe b OpraHmM3alLmUmn
O TexXHUUYEeCKMxX ommbrax lonnmuchb PacumppoBKa
B YUYETHEIX IOOKYMeHTaxXx rmonormcum
ITaTa
oo N
HazBaHue ¢oHIa
B XOooe BEHIIIOJIHEHUMA oGHapyerH TeEXHNUYECKME
ommMOKM B BalmMcax
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[lokyMeHT npefoctaBneH KoHcynbTaHTloC

[aTta coxpaHeHus: 21.10.2022

HazBanmne JOKYMCHTAa CymeCTBy}oma;I 3aI11Ch Cnez[yeT 3ammcarTb
1 2
B pesyneTare KOJIMYEeCTBO €OVHMIL XpaHeHusa YBEJIMUMIIOChH (YMEHBINMIIOCE )
Ha en. xXp.
(ubpaMy, NOPONUCHI)
[MprMeyaHmA:
HamMeHOBaHME HOOJDKHOCTU paboTHMKA [Momnmce PacumppoBka NOONUCK

VIsMeHeHUus B YUYeTHBEIEe IJOKYMEHTEI BHECEHEI

HauMveHOBaHMEe OOJIKHOCTU

paboTHMKA apxuBa [Momnmce PacumppoBka NOONUCK
®opmar A4 (210 x 297 mm)
[Ipunoxenne N 5
Kk . 2.43, 3.15 [paBun
HammveHnoBaHMe oOpraHn3alumn
AKT YTBEPXIAIO
N PyxkoBomomuTesib OpTraHM3alumn
06 OOHAPYXEeHUM IOKYMEHTOBR [onnuce Pacumpporka
(He oTHoOCAmMXCS K OaHHOMY QOHIY, NOONMCHU
HEeYUTEeHHEIX)
HaTa
B xonme
(Bo paboThl)
ODOHaAPYXEHO
(B doume, xpaHwnuie, padoueM IIOMEULIEHUN)
Nun/n| 3aromoBok | udp (ecim | Kpaitnue KomnuectBo | K kakomy | IIpumedanus
el. Xp. €CTb) JaThl JUCTOB bouny
(oObeM, MO) | oTHOcHTCH
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1 ucron...
1 2 3 4 5 6 7
VToTo OBOHAPYXEHO IOKYMEHTOB IOOKYMEHTOB
(umbpaMy M NPONMUCHIO)
HavMeHOBaHME IOJDKHOCTU paboTHUKA [lomnucob PacumppoBKa NOINMUCU

VI3MeHeHUS B yUETHHE IOKYMEHTHE BHECEHH
HavMeHOBaHME OOJIXHOCTU

paboTHMKA apxuBa [Momnmce Pacumpporka
IOONMUCHU

®dopmar A4 (210 x 297 mm)

[Ipunoxenne N 6
Kk 1. 2.44, 3.15, 4.32, 6.8 [IpaBun

HamveHoBaHMe OpraHMn3almn

AKT YTBEPXIIA
N PyxkoBomomuTesib OpTraHM3alumn
00 yTpaTe OOKYMEHTOB INoonmce Pacumpporkra
IOONMCHU
IDaTa
donnm N
(HazBaHMe QoHIa)
B pesynbTare YCTAQHOBRJIEHO OTCYyTCTBHMe B GoHIe
[IEPEUMCIIEHHEIX HIMIXE nemn, NPennprMHATEE apxXMBOM MEPHl IO PO3HCKY OeJ

IOJIOXUTEJILHEIX PEes3yJIbTaTOB He Hnajiu, B CBA3M C UYeM CUMTaeM BOSMOXHEM CHATH C
yuera:

N n/n | Onuces N | En. xp. 3aroJiIoBOK €. Xp. Kpaitnue KomnuectBo | I[Ipeanonaraemel
N IaThI JINCTOB € IPUYUHBI
(o0Bem, MO) |  oTcyTCTBUSA

1 2 3 4 5 6 7
UToro ern. xXp.
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[okymeHT npegoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 21.10.2022

(umbpaMy M NPONMCHIO)
ComepxaHue YTpPadeHHEIX OOKYMEHTOB MOXeT OBTb UYaCTUUHO BOCIIOJIHEHO
clenyommuMmy enl. Xp.:

(HOMepa enm. Xp. UM MX TPYIIOBHE 3aTOJIOBKU)

HamMeHOBaHMe OOJIXKHOCTU
PYKOBOIMTEJA apxXuba Iloomnmce PacumppoBka NOONUCHK
(1mua, OTBETCTBEHHOITO 3a apxmuB)

COTJIACOBAHO <*> COTJIACOBAHO
[IpoTokoJs 3K apxXMBHOTO yYpexIeHMS [IpoTokoJs ILOK (39K) opraHmu3aumm
oT N oT N

VI3MeHeHMa B YyUeTHHE IOOKYMEHTE BHECEHEH

HauMeHOBaHME IOOJIXHOCTU
paboTHMKA apxuBa [Momnmce PacumppoBka NOONUCK

®opmar A4 (210 x 297 mm)

<*> Ecnu He 0OHApY’KEHBI JIeN1a MOCTOSHHOTO XPaHEHHUS.

ITpunoxxenue N 7
Kk . 2.47 [paBun

HamveHoOBaHMe OpraHMn3almn

KAPTA-3AMECTUTEJIE JIEJIA

Iesio

(N 1 HaszBaHUEe)
Onmcob

(N 1 HazBaHUEe)
QoHI

(N 1 HaszBaHUEe)

BelmaHO BO BpeMeHHOe IIOJIE30BaHue (":H/.['I‘aJ'IbHI:HZ[ 3an) :

N ®.1.0. monp3oBareis Jara Jara IMoamuce IToamuce
n/m BBIJIAYH BO3BpaTa BBIJIABIIIETO MOJTYYUBIIETO
JIeT0 JIeI0
1 2 3 4 5 6
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 21.10.2022

JMCT-3ABEPUTEJIL IEJIA N

B mesie momumTo u” IIPOHYMEPOBAHO

®opmar A4 (210 x 297 mm)

[Ipunoxenue N 8
k . 2.47, 4.19, 4.21, 4.23 [1paBun

JIMCTOB

(umdpaMr ¥ HOPONMUCHI)

c N rno N

y B TOM 4YMCJIE:

JIMTEPHBEIE HOMEepa JIMCTOB

IIPOIIYyUWIEHHEIE HOMEepa JIMCTOB

+ JIMCTOB BHyTpeHHeﬁ OoInncum

OcobenHocTH (PU3HYECKOTO COCTOSIHHS B (POPMHUPOBAHHUS J1e1a

Howmepa nucros

1

2

HammMeHOBaHMe IOOJIKHOCTU

paboTHMKA [onnuce

HaTa

HamMeHOBaHMe OpTraHM3aLUn
JIMNCT MUCIIOJIE30BAHMA ITOKYMEHTOB
Onmuce N

®oHnm N Ieso N

3aroJIOBOK IeJia

PacumppoBka NOONUCK

®opmart A4 (210 x 297 mm)

IIpunoxenne N 9
K 1. 2.47 ITpaBun
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n ucnon...
Hara Komy BbIIaHO: XapakTtep UCIIOJIb30BaHUs N [Tonnuce nuna,
HCIIOJIB30 bamuinus, (KomupoBaHUeE, BBIIUCKY, | UCIIOJIB30BaHH | UCIOJIb30BABILIETO
BaHUs WHULAAJIBI IIPOCMOTP) BIX JIUCTOB pi (N (6]
(pa36opunBO)
1 2 3 4 5

®opmar A4 (210 x 297 mm)

[Ipunoxenne N 10
K 1. 2.46 IIpaBun

HauMeHOBaHMe OpTraHU3aLUn
AKT

N
O BBIIAQYE Ie€JI BO BPEMEHHOE II0JIb30BaHNME

(HaMMeHOBaHMEe OpTraHM3aluun,
ee azjpec, MNOYTOBLIM MHIEKC)

OcHOBaHMe

g kKakoM LieJiM BHIOAalTCsa en. xp. u3 doHma N

(HazBaHMe oGoHIa)

Nn/n | Onuce | En. xp. | 3aronoBok en. | Kpaitaue Komnuectso IIpumeyanue
N N Xp. JIaThl JUCTOB, (hopMat
(o6BeM, MO)
1 2 3 4 5 6 7
Bcero BrmaeTcsa en. Xp.,

(umppaMm ¥ MNPONUCEHIO)
CPOK BO3BpalleHUA
Iena BEIIAHE B YHNOPAOOYEHHOM COCTOSHMM, IHOHOWUMTE, B OOJOXKaxXx, C
IPOHYMEPOBAHHEIMM JIMCTaMM M BaBEPUTENbHEMM HAINMUCIMU.
[lonmyyaTese 00A3yeTCcAa He I[IPenoCTaBJIATh [Heja, INOJIydeHHEIE BO BPEMEHHOe
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n ucnon...

IIOJIb30BaHMUeE, IIOCTOPOHHUM JIiaMm, HEe BEIIAaBAThb 10 HVIM KOHMﬁ, BEIIIMCOK "
CIIpaBOK, He ny6JIMKOBATH JOKYMEHTEL tes paszpelieHrnda opraHm3alnuny, BEIOABLIEN
nejia.

MonmyuaTenb o0043yeTCsa BEepPHYTh Iejla B apXuB OPTraHMBalMM B YKa3aHHBU B
aKTe CpOK.

[Iponomxkenue npunoxenus N 10
K 1. 2.46 [IpaBun

[MonmyyaTenb NOpenynpexmeH o0 OTBETCTBEHHOCTM IO 3aKOHY B CJydyae yTpPaTh
WM TOBPEXIEeHUs IIOJIydeHHEX BO BpPEeMeHHOe I[OJIb30BaHue »el.

HamMeHOBaHME OOJDKHOCTMU HamMeHOBaHME OOJDKHOCTMU
PYyKOBOOMTEJA OpITaHMU3aluy, PYKOBOOUTEIA
BEHIOAKNWEN Ieja OpPraHM3aUUn-IIoJIydaTesld
[Momnmce Pacumpporka [Momnmce Pacumpporka

NOONMUCHU NOONMUCHU
IIaTa IIaTa
[leyuaTe oOpraHM3aLUU [leyaTe oOpraHM3aLUU

®opmar A4 (210 x 297 mm)

[Ipunoxenne N 11
K . 3.6, 3.15 [IpaBun

(HaMMeHOBaHMEe OpITaHM3aLUM)

(HaBBaHVIe apxmBa OpI‘aHVIBaLIMM)

KHUT'A
ydeTa NOCTYIJIEHMS U BHOHETUA OeJl, HOKYMEHTOB

Tom N
Hauar
OxOHYeH
®opmat A3 (297 x 420 mm)
ITponomxenne nmpuinoxxenus N 11
k . 3.6, 3.15 TlpaBun
www.consultant.ru Crpanuua 49 n3 74

HafexXXHaa nNpaBoBad noaAepXXkKa


https://www.consultant.ru/
https://www.consultant.ru/

Mpukas MuHkynbTypbl Poccum ot 31.03.2015 N 526 [okymeHT npepocTasneH KoHcynbTaHTIt0C

"O6 yTBEPXXAEHUM NPaBWJT OPraHn3aunn XpaHeH!s, KOMMIEKTOBaHWs, y4eTa U UCMON... [aTa coxpaHeHnus: 21.10.2022
N Hara | HanmenoBanue | Haumeno | Ha3zs | T'oxbl Bun IToctymienue Bri0ObiTHE Heonucanns! | [Ipume
/1 MMOoCTYII OpraHu3annuunu BaHHC, AHHE | IIOCTYIIU | HOCUTC OITMCAaHHBbIX OIIMCAaHHBbIX X A€, YaHUC
JeHus u| (CTPYKTYpHOTO | HOMED U " BIIUX | Jig <*> JIOKYMEHTOB JIOKYMEHTOB JIOKYMEHTOB,
BBIOBIT noapasaciiCHus, Jgarta HOME HIIN JIUCTOB
s JIMLA, aDXUBA), | IOKyMEHT | P | BBIOBIBII Komnuectso en. xp. KonuuecTBo en. xp.
JIOKyMe OT KOTOPOil a, 1o dhonp 1504
MMOCTOA | BpEMC 110 IMOCTO | BpEM 10 IIOCT | BBEIOBI
HTOB | OCTYNWIX (WM | KOTOPOMY | a  |JOKyMEH
HHOI'O | HHOI'O | JIMYHO | AHHOTI | CHHOT' | JIMYH | YIIWJI JI0
BBIOBLIIN) MTOCTYITHJT TOB TIO
XpaHeH | (CBbILI | My 0 0 omy 0
AOKYMCHTBI 1 NJiIn OIIMCHU
us e 10 |cocraB|xpaHe| (CBHI | cocTa
BBIOBLIN
JIeT) y Hug |me 10| By
AOKYMCHT
JIET)
bl
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16
VToro B Tony IOCTYIMIIO en. xXp., B TOM UYMCJIe: Ha
(umdpaMyt ¥ HOPONUCHI)
OyMaxHOM HOCHTEJe , DJIEKTPOHHHX ,
(umdpaMm M HOPONMCEI) (umdpaMm M HOPONMCEI)
aAyIMOIOKYMEHTOB , BUIEOINOKYMEHTOB
(umdpaMm M HOPONMCEI) (umdpaMm M HOPONMCEI)
IIOKAa3EBAlTCA pas3lelilbHO MTOT'OBHEe IaHHBEe O I'padbam 8, 9, 10, 14 xHUTHU;
BEIOBLIIO en. xXp., B TOM dUMCJe: Ha OyMaXHOM HOCUTEJIE
(umdpaMm M HOPONMCEI)
, DJIEKTPOHHEIX ,
(umdpaMm M HOPONMCEI) (umdpaMm M HOPONMCEI)
ayIMOIOOKYMEHTOB , BUIEOOOKYMEHTOB
(udpaMm M HOPONMCEI) (urbppaMy M HNPONMCEI)

MOKAS3EIBATCSA PasmdelIbHO MTOTOBHBE IaHHBE no rpabdbam 11, 12, 13, 15.

HamMeHOBaHMe IOOJIXKHOCTM JiMLa,
COCTaBMBIIET'O MTOI'OBYI I'OOOBYIO 3allMMChb [opnuce PaCU.U/.[(:DpOBKa nogrmcum
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 21.10.2022

HammMmeHOBaHMe OOJDKHOCTM PYKOBOOMTEeNA apxuBa Illomnmcsh Pacumbporka nomnmucu
(Mmua, OTBETCTBEHHOIO 3a apxmuB)

IlaTa

<*> B rpade ykaszpiBactca Bua Hocutens (BH - mokymentsl Ha Oymaxknom Hocutene, /] -
AIIEKTPOHHBIE IOKYMEHTHI).

®dopmar A3 (297 x 420 mm)

[Tpunoxenue N 12
Kk 1. 3.6, 3.15 [paBun

HammMmeHnoBaHMe OpPTraHM3alun

CIIMCOK SOHIOB

ToMm N
HauatT
OKOHUEeH
®opmat A4 (210 x 297 mm)
[Tponomxkenne npunoxxenus N 12
K . 3.6, 3.15 [IpaBun
N JlaTa nepBoro Ha3Banue OTtmeTka o BbIObITHH (POHAA [Ipumeuanue
¢dboHIa | MOCTYIJICHUS ¢donna
JIOKYMEHTOB Kyna BbIObLI Hatau N
dbona JIOKYMEHTa, Ha
OCHOBaHUM
KOTOPOTO
BBIOBLT
1 2 3 4 5 6
Ha 01.01. Toma B CHMCOK BKJIOUEeHHE GOHIE C N mo N
13 CHOMCKa MCKJoUeHBl QoHIOel C¢ N no N .
Bcero XpaHuTcd B apXumBe @)OH,HOB, M3 HUX:
(umppaMm ¥ MIPONUCEHIO)
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 21.10.2022

comepxatT ocobO LeHHEIE HeJa.

(urdpaMy M NPONMCHIO)
Homepa cBOOOXIHEIE :
HomMmepa BHIOBIBULIME

(mepenaHHBE) @

HavMeHOBaHME IOJIKHOCTU
paboTHMKA apxXmBa, COCTABUBIIETO

TOOOBYK MTOTOBYI 3allCh Illopnmce Pacumbpporka nomnomcu
HammeHOBaHME OOJDKHOCTU

PYKOBOIMTEJA apxXuba

(nMMua, OTBETCTBEHHOT'O 3a apxXmB) MHomnmce Pacumbporka nomnmucu
IIaTa

®opmar A4 (210 x 297 mm)

[punoxenne N 13
Kk . 3.6, 3.15 IlpaBun

JMCT SOHIOA N

(IaTa OepBOTO MNOCTYIJIEHUS
OOKyMeHTOB douma)

(MecToHaxoxmeHnvue GoHIa
(HauMeHOBaHMe OopTraHMszaluy,
TOe xpaHuTcsa GoHn) )

Kpaiinue natel Kaxx10ro Ha3BaHUS Hazpanue ponga

dbonma

1 2

1. YyueT HEONMCAaHHEIX IOKYMEHTOBR

JlaTa Haspanwne, N u gara [Tocrynnenue Br10BITHE Hannune
3aMuCH | JOKYMEHTa, 10 KOTOPOMY (ocTartok)
MOCTYIHIIN WA BHIOBUTH
JOOKYMEHTSHI Komnuec | Kpaiiau | Konnuec | Kpaiinne | Bceero gen
TBO JIeJI | € JaThl | TBO AEH JIaThl
1 2 3 4 5 6 7
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2. YuyeT ONMCAaHHHX JOKYMEHTOB

www.consultant.ru Crpanuua 53 n3 74
HageXXHas NpaBoBas noaaepXkKa


https://www.consultant.ru/
https://www.consultant.ru/

[okymeHT npepocTasneH KoHcynbTaHTIt0C

Mpuka3 MuHkynbTypbl Poccum ot 31.03.2015 N 526
[aTa coxpaHeHnus: 21.10.2022

"O6 yTBEPXAEHWUM NPaBUI OpPraHM3aLMM XpaHEHMWs!, KOMIMIEKTOBAHMS, y4eTa 1 UCMon...

Hara | Homep | T'on |Hassan | Ilocty BeiObiTHE Hanuuue (octaTok)
3aIACH | OIHUCH ue U0
nen omucn | ex. xp. | Komnd OcHoB | B Tom uncne no | Konnu B Tom uncrne:
WIH €CTBO | aHue OIMCSIM, €CTBO
AHHOTA e/l Xp. | BBIOBIT | yTBEPHKICHHBIM | €11, Xp. IIOCTOSIHHOT'O XpaHEHHUs 10 TUYHOMY
COCTaB
uu us OIIK y
Ha3Ba . o
AOKYME (HHe Konuy |kpaiiHu | W3 HUX IO | KoJMde | KpaiiHu
HTOB nata ’N €CTBO | € JaThl OIHCSIM, CTBO | € JaTbl
2
en. Xp. | ed. Xp. BEP)KJIEHHBIM | €1I. XP.
JIOKyMe p p. | YT pSHK p
HTA)
Komnu | Kpaiin KOJIM4Ye | KpalHU
€CTBO ue CTBO | € JaThbl
€. Xp. | JaTkl ell. Xp.
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16

®opmar A4 (210 x 297 mm)
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HamveHoOBaHMe opTraHM3alun

[Tpunoxenue N 14
K 1. 3.6, 5.5 [IpaBun

YTBEPXIAIO

donnm N PyxkoBomuTresb OpraHM3aluu
Momnmcse PacumppoBkra
OIlMChH N IIOIINCHU
IeJl NOCTOAHHOT'O XpaHeHMda Iara
3a roxn
N /o Nupexc nena 3aroJIoBokK jAejia KpaleHe JaThl KomngectBo HpI/IMe‘IaHHe
JIUCTOB
1 2 3 4 5 6
HaszBanue paznena
B HDaHHEIL pas3Oesyl ONMCU BHECEHO nes,
(umbpaMy M MNPONMCHIO)
c N N , B TOM UMCJIE:

JIMTEePHBIE HOMepa:

IIPpOoIIyLleHHEBEIe HOMepa:

HammMeHOBaHMEe IOOJIXKHOCTU
coCcTapuUTEeNIg OINUCHU

HauMeHOBaHME OOJDKHOCTU
PYKOBOOUTEJNS apXUBa
(MMua, OTBETCTBEHHOTO 3a apXuB)

COTJIACOBAHO

[IpoToxos LSK (39K) opraHm3auum
oT N

[Moonmco PacumppoBka nonnmucu
[loonmucsob Pacumpporka nomnmcu
YTBEPXIOEHO

[IpoTokon 3K apxXMBHOTO YyUYpPEeXIEeHUS
oT N

®opmar A4 (210 x 297 mm)

[Ipunoxenne N 15
K rm. 3.6, 5.5 [IpaBun
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HammeHoOBaHUE OpraHM3almn

YTBEPXIAIO

dounm N PykoBomuTess opraHmM3alLumu
OIlMCh N [Moonmcse Pacumpporka
nejl [0 JIMYHOMY COCTaBy OONMUcCKU
3a Ton; IlaTa
N n/n NHunekc 3aroy0BoOK Kpaiinue | Cpok xpanenusi | Komuuectso | IIpumeuan
aena aena JaThel JIMCTOB e
1 2 3 4 5 6 7
B DaHHEM pas3mejl ONMCM BHECEHO nen,

c N no N

(umdpaMr ¥ OPONMUCHI)
, B TOM uUmMCJIe:

JMTEPHEIE HOMEPa:

IIPOIIYyUIEHHEIE HOMEPa:

HamMveHOBaHME OOJIKHOCTU

cocTaBUTEJIA ONUCU Moonuce Pacumpporka nomnmcu

HavMeHOBaHME OOJIXHOCTU
PYKOBOOMTENA apxuba (iamuua,

OTBETCTBEHHOTO 3a apXWUB) llonnmce PacumdpoBKa IOONUCU
COTIJIACOBAHO COTIJIACOBAHO
[IpoTokosn LSK (3K) opraHmzaumum [IpoTokon OlIK apxXMBHOIO yYpPEXIEeHUSA
oT N oT N
®opmart A4 (210 x 297 mm)

HaumveHoBaHMe OpraHMn3almn

[Ipunoxenne N 16
K . 3.6, 5.5 [IpaBun

YTBEPXIAIO

donnm N PykoBomuress opraHmM3alLumu
OIIMCh N Iloomnmce Pacumpporka
IoeJl BpeMeHHHX (cBrouie 10 JeT) NOANMCHU
CPOKOB XpPaHEeHUHA TaTa
3a infedit
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1 ucnon...
Nn/n | Hunekc |3aromoBok aena | Kpaitaue natel | Cpok xpanenus | KommuectBo | [Ipumeuan
AcJ1a JIUCTOB uce
1 2 3 4 5 6 7
B DaHHEM pas3Iejl ONMCK BHECEeHO neJ,
(ubdpaMm M HOPONMUCHIO)
c N rno N , B TOM UMCJIE:
JIMTEPHBIE HOMEpa:
NIpOIylleHHEIE HOMepa:
HamMeHOBaHME IOOJDKHOCTU
coCTaBUTENS ONUCU Nomnuce PacumppoBKa IOIONUCU
HamMeHOBaHME IOJDKHOCTU
pPyKOBOOMTENA apxmupa (amuua,
OTBETCTBEHHOT'O 3a apPXUB) [Momnmce PacumppoBka NOONUCK
COTJIACOBAHO
[IpoToxos LSK (39K) opraHm3zauum
oT N
®opmar A4 (210 x 297 mm)
[Ipunoxenne N 17
K . 3.6, 4.19, 5.5 [IpaBun
HamMmeHOBaHMe opraHM3aLun YTBEPXIA
dounm N PykoBomuTresb OpraHM3alnn
Moonmce PacumppoBka
OIlCh N NOIONMcCH
BJIEKTPOHHEIX OeJI, IOOKYMEHTOB IlaTa
IIOCTOSHHOTO XpPaHeHUS
3a Toxn;
N /o HNupexc nena | 3arosioBok jaena | KpaitHue gaTel O0nem, MO [Tpumevanus
1 2 3 4 5) 6
B nmaHHEM pasz3nejl ONMCK BHECEHO nes,

(umdpaMm ¥ HOPONMUCEI)

c N no N
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1 ucrion...
(umbpaMy M MNPONMCHIO) (umbpaMmy M NPONUCHI)

o6BeEMOM M6 .

HamMveHoOBaHMe OOJIXKHOCTU

COCTaBUTENA ONUCU [Mopnuce Pacumbporka nomnmucu

HamMeHOBaHME IOOJIKHOCTU

PyYKOBOOMTEJNA apxuea (aula,

OTBETCTBEHHOT'O 3a apPXUB) Mopnuce Pacumbporka nomnmucu

COTJIACOBAHO YTBEPXIEHO

[IpoTroxos LSK (39K) opraHmuszaumum

oT

N

oT

NPVWJIOXEHVE K OINCU N

SJIEKTPOHHEIX IHOeJl,

IIOCTOAHHOTI'O XpPaHeHWuA
3a ron

PeecTp OOKYMEHTOB

N

[lpoTroxoJst 3K apXMBHOTO y4YpeXIeHUA

JOKYMEHTOB

(KOHTeIZ[HepOB SJIEKTPOHHBIX HOKyMeHTOB)

®dopmar A4 (210 x 297 mm)

[Iponomkenue npunoxxenus N 17
Kk . 3.6, 4.19, 5.5 [pasun

SJIEKTPOHHOT'O HOeJjia:

<K >
N en. xp. IO omnmcu Hmexkc pesa
3aroJIoOBOK Heja
Hara Per. N HanmeHnoBanue 1o0KkyMeHTa O6beM, MO | Tlpumeuanus

JIOKyMEHTa | JOKyMCHTa

1 2 3 4 5
HammveHoBaHMe IOOJDKHOCTU
cocTaBUTEJIA ONUCHK [Momnuce PacumppoBka nomnmucu

<*> CocTaBiIsIeTCs Ha KaXKI0e JJIEKTPOHHOE IEJI0.

®opmar A4 (210 x 297 mm)
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HamMeHOBaHMEe oOpTraHM3alumn
®oHno N

OIIMChb N

BJIEKTPOHHEIX IIeJl, IOOKYMEHTOB
BpeMeHHEX (cBrue 10 jeT)
CPOKOB XPaHEHUS

[Ipunoxenne N 18
K . 3.6, 4.19, 5.5 IlpaBun

YTBEPXIAIO

PyKOBOOMTEJNL OpTaHM3alumn
Homnmuce Pacumbpporka

nfePrinizie)ss
ODaTa

3a Iron
N | Uunex 3aroyioBOK ziena Kpaiinu Cpok O6beM, MO | [Ipumeuanus
n/n | c gena € IaThl | XpaHEHUs
1 2 3 4 5 6 7
B HaHHHﬁ praszmeJi OIlMCHM BHECEHO e,
c N no N
(umbpaMy M NPONMCHIO) (umbpaMy M MNPONMCHIO)
o00BEMOM M6 .
HammMeHOBaHmMe OOJIKHOCTU
COCTaBUTEJII ONMUCU [loonmcsob Pacumpporka nomnmcu
HamMeHOBaHmMe OOJIXKHOCTU
PyKOBOIOUTEJIA apXMBa (HMHa,
OTBETCTBEHHOI'O 3a apXMB) I[Nonmnmce PaCMM@pOBKa InoOnmcum
COTJIACOBAHO
IpoToxos LSK (3K) opraHuzaumuu
oT N
®opmart A4 (210 x 297 mm)
IIponomxenne npunoxenust N 18
K . 3.6, 4.19, 5.5 [IpaBun
NPUJIOXEHVE K OMOMCKU N
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3JIEKTPOHHEIX JleJl BPEeMEHHHIX
(cermie 10 JjleT) CPOKOB XpPaHEHUA

3a Ton

PeecTp HOOKYMEHTOB (KOHTEMHEPOB DJIEKTPOHHEIX INOKYMEHTOB) SJIEKTPOHHOTO IeJa:
<F>

N en. xp. IO OIMCHU VHOoekC peisa

3aroJIOBOK meia

JHara Per. N HaumeHoBaHue JOKyMeHTa O6vem, MO | [Ipumeuanus
JIOKyMEHTa | JOKyMEHTa

1 2 3 4 5

HamMmeHOBaHMEe OOJIKHOCTU
coCcTaBUTEJIA OIIMUCU [Mognuce PaCU.H/I@pOBKa rnogrmcum

®dopmar A4 (210 x 297 mm)

<*> CocTaBJIsIeTCsl Ha KaXKI0€ SJIEKTPOHHOE JIETI0.

[Ipunoxenne N 19
k . 3.6, 3.11, 3.15 IlpaBun

HamMveHOBaHMe opraHmM3alumn

PEECTP OIIUCEN

Hauart
OxkOHUEH
®opmar A4 (210 x 297 mm)
ITponomxenue npuiioxxenus N 19
k . 3.6, 3.11, 3.15 [IpaBun
N N N |Haspanu | KomuuectBo aen B onucu | Kpaitn | Koy | Konmnue | [Tpume
n/m | GOHJ | ONTUCH | € OTTUCH e €CTBO CTBO JaHue
a II0CTOAH | BpCMEHHO 110 JaThl | JMCTOB | K3EMILI
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n uncnon...
HOTO ro JTUYHOM B SPOB
XpaHeHU | (CBBIIIE y OTIVICH | OTHCH
o 10 net) | cocraBy
XpaHeHUS
1 2 3 4 5 6 7 9 10 11
Bcero XpaHnuTCc4ad B apXumBe OHMC@]Z, "3 HUX

IIOCTOAHHOTI'O XPaHeHud

(ubdpaMm M HOPONMCHIO)

BPEMEeHHOT'O XpaHeHUus (cBoiaue 10 JeT)

10 JIMUHOMY COCTaBYy

(umdpaMr ¥ OPONMUCHI)

(umdpaMmy ¥ NOPONUCHI)

B TOM 4YMCJIE€ IIOCTYIIMIIO B rony

B TOM uMCJIe BEIOBLJIO B rony

(urdpaMr ¥ OPONMUCHI)

omnmcen

(umbdpaMm M MNPONMCHIO)

onucem

HauMeHOBaHME IOJIXKHOCTM paboTHMKA
apxmpa oOpraHmsaluuy, COCTaBMBIIEI'O
peecTp ONUCEN

InoOnmncum

HavMeHOBaHME IOJIKHOCTU
PYKOBOOMTENA apxuBa (aula,
OTBETCTBEHHOTO 3a apPXUB)

MNOANMCHU

HaTa

YTBEPXIAIO

PykoBomuTeJsip opraHmM3aluu,
nepenamnumey ITOKYMEeHTE

INoomnmce Pacumpporka
TIOONMCHU
HaTa I[leuaTs
AKT

(umbdpaMm M MNPONMCHIO)

Ilommnmce

IToonmce

YTBEPXIAIO

PacumppoBka NOONUCK

PacumppoBKka NOANUCHK

®opmart A4 (210 x 297 mm)

[Tpunoxenne N 20
K 1. 3.15 ITpaBun

PykoBOIMUTEJIb OpITaHu3alLumn,
IpUHUManley ITOKYyMeHTE

INoomnmce

IlaTa

Pacumpporkra
OOOnNCH

I[leuaThb
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[okymeHT npegoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 21.10.2022

N
InprueMa-Iriepenady apXMBHBIX
OJOKYMEHTOR Ha XPaHeHNte

(ocHOBaHME Iepenaun)

(HaBsBaHMe meperlaBaeMoro GoHIA)
cnoanu,

(HaB3BaHME opraHMs3alUuM, [Iepelapley OOKYMEHTH)

a IPWHSAJT
(Ha3BaHMe OopraHM3aluM IPUHMMAKIEN TOKYMEHTEH)

IOOKYMEHTHE Ha3BaHHOT'O GOHIaA M HAYYHO-CIIPABOUHHM alnapaT K HUM:

N /o HaSBaHI/Ie, HOMCD OIIMCH KonnuectBo KonnuectBo HpI/IMe‘IaHI/I}I
SK3CMINIAPOB ca. xXp.
OIIucCu

1 2 3 4 5
TOTO NPMHATO en. xp.
[lepenmauy NOPOUBBEJIN: [lpyeM npomM3BEJINM:
IOJIXHOCTB IToonmcob Pacumpporka JIOJIXHOCTB IToonmcob Pacumpporka

NOONMCHU NOONMCHU

HaTa IDaTa

QoHOy npucBoOeH N

VI3MeHeHMd B y4YeTHHE IJOKYMEHTEl BHECEHH.
JOJIXHOCTB I[Toonuce PacumppoBKa NOONUCK

HaTa

®opmar A4 (210 x 297 mm)

[Ipunoxenne N 21
k. 3.15, 4.11, 4.13 TpaBwun

HaumveHoOBaHUE OpraHMn3almn

AKT YTBEPXIA
N PyxoBomomuTesb OpraHmU3alLumn
O BBIOEJIEHUM K YHUUTOXEHUIO
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n ucnon...
APXMBHBEIX IOOKYMEHTOB, Ilopnmce Pacumbpporka
He [nomJjiexalux XpaHeHMIO NOONMCU

DaTa

Ha ocHoBaHuu

(Ha3BaHME ¥ BHIXOIHBIE IOAHHLEE IIepedYHd OJOKYMEHTOB C YyKa3aHUeM

CPOKOB MX XPaHEeHUH)
OoTOOPAaHEl K YHMUTOXEHMIO KaK He UMellMe HAayYHO-MCTOPUUECKOM LIEHHOCTU U
YyTPaTUBIIME INPaKTUUECKOe BHaueHMe INOKYyMeHTH GoHma N

(HazBaHme o¢oHzma)

N 3aroyI0oBOK Jiena I'ogst | Homep | Homep en. | Konuuec Cpoku [Tpumeu
/11 (rpynmoBoi OIHCH Xp. 1O TBO €. | XpaHEHUS U aHue
3aroJ0BOK <*F> OITHCH Xp. HOMeEpa
JIOKYMEHTOB) cTareit mo
IIEPEYHIO
1 2 3 4 5 6 7 8
Toro ern. xXp. 3a TOnBl.
(urdpaMrt ¥ HPONUCHI)
Onmcu mesl NOCTOSHHOTO XPaHeHus 3a Tomel yTBepxIeHs K

(HaMMeHOBaHME APXMUBHOTO YUPEXIEHUS)
(mpoTokos oT N )

HamMeHOBaHME OOJDKHOCTU
PYKOBOOMTEJNA apxuBa (Jaula,

OTBETCTBEHHOT'O 3a apPXUB) [Momnmce PacumppoBka NOONUCK
COTJIACOBAHO

IIpoTokosn U3K (5K) opraHMsaumum

oT N

<*> Tlpu BBIJENIEHUH K YHUUYTOKEHHUIO OKYMEHTOB IMPHU IMOATOTOBKE JeN K Iepeqade B apXuB
opranuzanuu rpadsl 4, 5 He 3aMOJIHSIOTCS.

[Tponomxkenune npunoxenus N 21
k . 3.15, 4.11, 4.13 [IpaBun

IOKYMEHTE B KOJIMUECTRBE en. xp.:
- Ha OyMaXHOM HOCUTeJIe BECOM KI' CHaHBL
Ha YHUUYTOXEHUE;

- Ha DJIEKTPOHHOM HOCUTEJIE CHaHBl Ha YHMUUTOXEHMUE
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 21.10.2022

(crntoco® YHUUTOXEHMS)

HamMeHOBaHME IOOJDXKHOCTHM pPabOoOTHUKAE,
cIoaBllero OOKYMEHTH Illopnmce Pacumbpporka nomnomcu

IaTa
VI3MeHeHMS B YyUYeTHBE IJOKYMEHTH BHECEHH.

HamMeHOBaHME IOJIXHOCTM paboTHMKA
apxmuBa, BHECHETO M3MeHEeHUI

B Yy4UeTHBIEe IOOKYMEHTEL Iloomnmce PaCMM@pOBKa IIoOnmcum
IIaTa
®dopmar A4 (210 x 297 mm)
[Tpunoxenue N 22

K 1. 3.15 I[IpaBun

HamnveHnoBaHMe OpPraHM3al M

AKT YTBEPXIAK
N PykoBomurespr opraHm3alumn
O HEeMCIPaBUMHEX IIOBPEXISHMAX
APXVBHEIX OOKYMEHTOB INoomnmce Pacumpporka
MIOONMCU
IaTa
®oHno N

(HazBaHMe QoHIAa)

B dboHme oOOHapyXeHH HOOKYMEHTEHl, IIPM3HAHHBIE HEUCIPAaBUMO I[IOBPEXIEHHBIMU :

N | Onucs | En. xp. 3aroyI0BOK Kpaiinue natel | KommuecrBo | CymniHocTs u
/1 N N MTOBPEKICHHBIX €]1. JIUCTOB MIPUYUHBI
Xp. (o6bem, MO) | moBpexaeHus
1 2 3 4 5 6 7

NToro o@Hapyero HEeNCIIPaBVMMO IIOBPEeXIEeHHBIX

en. xXp.
(umdpaMm M HOPONMCEI)
HepeqmcneHHHe en. Xp. rnonjexarT CIMCAaHMIO BBMOY :
www.consultant.ru CrpaHuua 64 n3 74

HafexXXHaa nNpaBoBad noaAepXXkKa


https://www.consultant.ru/
https://www.consultant.ru/

Mpuka3 MuHkynbTypsl Poccun ot 31.03.2015 N 526
"O6 yTBEPXXAEHUM NPaBWJT OpPraHn3aunn XpaHeH s, KOMMEKTOBaHUs, yueTa
1 ucron...

[okymeHT npegoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 21.10.2022

HamMeHOBaHMe OOJIXKHOCTU
PYKOBOOMTEJNA apxuea (auua,

OTBETCTBEHHOT'O 3a apxUuB) [Momnuce PacumppoBka nomnmcu
COTJIACOBAHO COTJIACOBAHO <*>

[Iporokos LISK (3K) opraHmsaumum [lpoTroxoJst 3K apXMBHOTO y4YpeXIOeHUA
oT N oT N

VI3MeHeHMsa B YyUeTHHIE IOKYMEHTH apXMBa BHECEHEH.
HammeHOBaHME OOJDKHOCTU
pa@O‘I‘HI/IKa, BHeClleI'O M3MEeHeHUA

B YUeTHBE IOKYMEHTE IMoanmcob PacumbpoBKa OOIONMUCU

IIaTa

®opmar A4 (210 x 297 mm)

<*> J[ns JOKYMEHTOB, BKJIFOUEHHBIX B cocTaB ApxuBHOro ¢onna Poccuiickoit @eneparuu.

[Tpunoxenne N 23
k . 4.11, 4.31 Ipasw

HamveHoBaHMe OpraHMn3almn

HamveHoBaHMe CTPYKTYPHOTI'O

nompasnejyieHnus
OIUCH N
el
N | Unnekc 3arosoBOK jena Kpaiinue Cpox Komuuects | [Ipumeuanue
n/m | Jena JaThI XpaHEHUsl | O JHCTOB
<*>
1 2 3 4 5 6 7
HaszBanue paznena

B @maHHYI ONMCB BHECEHO nes

(umdpaMy ¥ MIPONUCHIO)
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[okymeHT npegoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 21.10.2022

c N no N , B TOM UMCJIE:
JIMTEPHEIE HOMEepa:
[NPOIylleHHEIE HOMepa:

HamMeHOBaHMe OOJIXKHOCTU
PYKOBOIUTEJNS CTPYKTYPHOTO

nogpasnejieHns [Momonmce PacumppoBka NOONUCHK
COTJIACOBAHO COTJIACOBAHO <**>
HammMveHOBaHMe OOJIXKHOCTU [IpoToxon 3K CTPpyKTYypPHOTO
pykoBOoOuTesNa CJyx0Oe I0OY nompasnesyieHus
[Moonmcse Pacumpporka oT N

[Momnmucm
IIaTa

<*>I'pacda omyckaercss B ONUCH JeJ]1 TOCTOSHHOI'O CPOKa XPaHEHHUs.
<**> JIpu Hannuuu DK CTPyKTypHOr0 Noapa3ieacHus.

[Tponomxenue npuiioxenus N 23
k . 4.11, 4.31 IIpaBun

[lepepan
et

(umdpaMm ¥ OPONMCEI)
u PETUCTPALUMOHHO-KOHTPOJIBHEIX KAaPTOTEK K IOKYMEHTAaM.
(umdpaMyt ¥ HOPONUCHI)

HavMeHOBaHME HOOJDKHOCTU paboTHMKA

CTPYKTYPHOT'O NOIpaslesiIeHUs [Momnucob PacumppoBka NOONUCK

[MpuHamn nen
(umbpaMy M MNPONMUCHIO)

bZ8 PETUCTPALMOHHO~KOHTPOJIbHBEIX

(umdpaMm ¥ OPONMCEI)
KapTOTeK K IOKyMeHTaM.

HammMeHOBaHMEe IOOJIXKHOCTU

paboTHMKA apxuBa [Momnmce PacumppoBka NOONUCK
JaTa
®opmar A4 (210 x 297 mm)
[Ipunoxenne N 24
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 21.10.2022

HamMveHnoBaHMe opraHM3alun

®oHnm N

OlMCb N
BJIEKTPOHHEIX IeJl, HOOKYMEeHTOB

k . 4.11, 4.31 [TpaBun

N /o | Uanekc 3aroyi0oBOK jeia Kpaiinue O6bem, MO | [Ipumeuanus
nerna Jatel <*>
1 2 3 4 5 6

HanmenoBanue paznena

B HmaHHEIL pasnesl ONMCU BHECEHO

neJ,

c N rno N

(umbdpaMm M MNPONMCHIO)

obBeEMOM

HavMeHOBaHME OOJIXHOCTU
PYKOBOIMUTEJA CTPYKTYPHOI'O
nompasnesieHud lloanmchb

JaTa
COTJIACOBAHO
HamMmeHOBaHME OOJXHOCTU

pykoBomuTeNd CJyXxOel JOY

Illomnmce PacumppoBka
I[Toonucum

HaTa

M6 .

PacumdpoBKa IOONMCU

COTJIACOBAHO <**>
[IpoTokos 9K CTPYKTYPHOI'O
rnompasnesyieHnsA

oT N

<*>T"pada omyckaeTcsi B OIUCH JIeJI TOCTOSTHHOTO CPOKA XPAHECHHUS.

<**> [Tpu Hanuuuu IK CTPyKTYpHOTrO Mojpa3aeaeHHus.

ITponomxenue npuiioxxenus N 24
k. 4.11, 4.31 IlpaBun

[lepenamn
nen
(umdpaMm ¥ HOPONMCEI)
n PETrUMCTPALMOHHO-KOHTPOJIBHEIX KAPTOTEK K NOKyMeHTaM,
(umppaMm ¥ MOPONMUCEHI)
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 21.10.2022

obBeEMOM M6 .

HammeHOBaHME OOJDKHOCTU pa@O‘I‘HI/IKa

CTPYKTYPHOT'O INOIpaslesiIeHUs omnuceb PacumbpoBka NOONUCK
Mpuuan ne
(ubpaMm M HOPONMCHIO)
bZ8 PETUCTPALMOHHO~KOHTPOJIbHBIX
(umbpaMy M MNPONMCHIO)
KapTOTEeK K IOOKyMeHTaM, OOBEeMOM M6 .

HauMeHOBaHME IOJIKHOCTM
paboTHUKaA apxuBa Monnmucob PacumdpoBka MOOOIUCU

HaTa

®dopmar A4 (210 x 297 mm)

[Iponomkenue npunoxenus N 24
k . 4.11, 4.31 [paBun

NPVWJIOXEHME K OINCU N
BJIEKTPOHHEX IeJI, HOOKYMEHTOB

PeecTp IOKYMEHTOB (KOHTEMHEPOB 3JIEKTPOHHEIX INOKYMEHTOB) 3JIEKTPOHHOIT'O Ieja:
<E>
N enm. xp. o onmcm unexkc gpnerna

3aroJIOBOK mejia

Hara Per. N HanmeHnoBanue 1oKkyMeHTa O6bem, MO | Ilpumeuanus
JOKYMEHTa | JTOKyMEHTa

1 2 3 4 5

HammMeHOBaHME IOOJIXKHOCTU
COCTaBUTEJIA OIUCU INoomnmce PacumppoBka nomnmcu

®opmar A4 (210 x 297 mm)

Cocrapnsercs Ha KaKI0€ 3JICKTPOHHOC ACIIO.
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 21.10.2022

[Ipunoxenne N 25
K 1. 4.18 IIpaBun

HaumeHoBaHME OopraHMn3almmn

HOMEHKJIATYPA IEJI YTBEPXIAI
PyKOBOOMTENBb OpTaHM3aluun
Ha ron [Moonmcse Pacumpporka
IIOONNCHU
IaTa
Nunexc 3aroyioBoK ziena KonuuectBo | Cpok xpanenusi | [Ipumeuyanue
aena aen 1 N cTaTtby 110
IIEPEYHIO
1 2 3 4 5
HaszBanue paznena
HauMeHOBaHMe HOOJIXKHOCTU
pykoBOoOMUTENA CJyX0Op JOY
OpTraHM3aLUUn lNoponmuce Pacumpporka HOONMUCHU
Busa pyKOBOIMTEJSA apxuBa
(Mmua, OTBETCTBEHHOI'O 3a apXMB)
COTJIACOBAHO COTJIACOBAHO
poTokos L3K (3K) [IpoTokos JIK apxXMBHOI'O yUpeXIeHUH
oT N oT N

[Tponomxenue npunoxenus N 25
K 1. 4.18 [IpaBun

VTorosad 3almMchb O KarTeropmax M KoOJImM4uecTBe nei,

3aBelEeHHEIX B ooy B OpraHM3alln
ITo cpokam xpaHeHns Bcero B ToMm uucne:
NEePEXOAAIUX C OTMETKOM
H3HKH
1 2 3 4
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[lokyMeHT npefoctaBneH KoHcynbTaHTloC

[aTta coxpaHeHus: 21.10.2022

ITocTossHHOIO

Bpemennoro (cBbimie 10 ser)

Bpemennoro (o 10 mer
BKJIIOYUTENIHHO)

HUTOTI'O:

HavMeHOBaHME IOOJIXKHOCTU
pykoBOoOuTesNa CJyx0Oe I0OY loanmchb

IIaTa
JIToroBEIE CBEeIEHUA I[IepellaHbl B apXUB.

HavMveHOBaHMe OOJIXHOCTM JIMLE,
InepenaBmero CBeeHMA [Mognuce

IaTa

HammveHnoBaHMe oOpraHun3alumn

HauMeHOBaHME CTPYKTYPHOTO
nomgpasnesieHns

HOMEHKJIATYPA IEJI

Pacumbporka nomnmucu

PacumdpoBKa IOONUCU

®dopmar A4 (210 x 297 mm)

[Ipunoxenne N 26
K 1. 4.18 [IpaBun

Ha ron <*>
HNunexc 3aroyioBOK Jiena KomnuectBo | Cpok xpanenust | [Ipumeuanue
nena TOMOB (4acteit) | u N cTaThu 1Mo
MIEPEYHIO
1 2 3 4 5

Hazpanwue pasaciia

HammMeHOBaHME IOOJIKHOCTU
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[lokyMeHT npefoctaBneH KoHcynbTaHTloC

[aTta coxpaHeHus: 21.10.2022

PYKOBOOMTEJNS CTPYKTYPHOTO
rnompasnesieHus

IlaTa

COTJIACOBAHO <**>
[lpoTokoJy 3K CTPYKTYPHOI'O
nonpasnesyieHus

oT N

Iloomnmce

PacumbppoBka MOOONIUCU

®dopmar A4 (210 x 297 mm)

<*> K HOMEHKJaType JeJl CTPYKTYpHOrO IOJApa3JelieHHus 0 OKOHYaHWM KaJeHJapHOro rojia
COCTaBJISICTCSI UTOrOBasi 3amuch 1o (Gopme, YKa3aHHOM B MNPHIOKEHHM 25, M JAeJaeTcs OTMETKa O

nepeaaye UTOTOBBIX CBeieHuH B ciyx0y JIOY oprannsanuu.

<**> [Ipu Hanuyuu DK CTPyKTYypHOTO MMOAPA3ICTCHHUS.

BHYTPEHHAA OIIMCBH

OOKyMeHTOB nejia N

[Tpunoxenue N 27
k . 4.19, 4.21 [pasun

N n/m | Peructpa Jara 3aroyioBOK JOKyMEHTa Howmepa nucro | Ilpumeuan
LIUOHHBIN | JOKYMEHTa nena ue
WHJIEKC
JIOKYMEHT

a
1 2 3 4 5 6
NToro IOKYMEHTOB.

(umdpaMy ¥ MOPONUCHIO)

KonmmuecTBO JIMCTOB BHy‘I‘peHHeIZ[ OInImMcCum

HaumeHOBaHMe OOJIXKHOCTM JIMLA,

(uMdpamMM ¥ NPONMCHI)

COCTaBMBUIET'O BHYTPEHHKOK OIIMCH

JOKYMEHTOB IeJla

IlaTa

INoomnmce

PacumdpoBka MNOOIUCU
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1 ucron...
®dopmar A4 (210 x 297 mm)
[Tpunoxenue N 28
k . 4.19, 4.24 Tlpasun
(HaMMeHOBaHMEe TOCYINAapPCTBEHHOTO (MyHMUMIIAJBHOIT'O) apXMBa)
(HauMeHOBaHME OpTaHM3aluM)
(HaMMEHOBAHME CTPYKTYPHOTO NOIpa3esieHUs)
IOEJIO N TOM N
(3aroJioBOK JeJjia)
(KkpaMVHMe »OaThl)
Ha JmcTax
XpaHUThb
d. N
On. N
JA. N
®opmart A4 (210 x 297 mm)
[Ipunoxenne N 29

K 1. 5.12 ITpaBun

HaumveHoOBaHUE OpraHMn3alnmn

CnipaBOUYHBEIE IaHHEE OO0 OpIraHM3aLuMu Apnpecar
(nouToBHM anpec, TeJyedoH,
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¥ ucnon...
TenedoH/pakc)
APXVIBHAA CIIPABKA
N
(mara)
Ha N oT
TexkcT
OcHOBaHMe :
JOJIPXKHOCTE PYKOBOAMTEJIS OPTaHM3aLMM
(MM MHOTO YIIOJIHOMOYEHHOT'O MM JIMlia) llonnuce PacumdpoBKa IOONUCU
[leuaTs
daMMIIMsa MCIOJIHUTENS
Homep TenedoHa
®dopmar A4 (210 x 297 mm)
[Tpunoxenue N 30
K 1. 6.8 [IpaBun
YTBEPXIAIO YTBEPXIAI

(HaMMeHOBaHMe OOJIXHOCTNM PYKOBOIOUTEIIA

(HaMMeHOBaHMe OOJIKHOCTNM PYKOBOIOUTEJIA

opraHMn3alnuny, nepenalomeﬁ HOKyMeHTBI)

[loonmucso Pacumpporka nomnmcu
IlaTa I[leuaThb
AKT
N

npueMa-rnepenauy apXMUBHBIX
IOIOKYMEHTOB Ha XpaHeHUue

opraHmM3aluMM, OPMHMMADIEN HOKYMEHTE)
[loonmucsob Pacumpporka nomnmcu

IHaTa I[leuaThb

(ocHOBaHME Iepenadn)

(HaBBaHMe InepernaBaeMoro GoHIA)

cnai,
(HauMeHOBaHMe opTaHM3aluumu, lIepelanley ITOKYMEeHTEH)
(HaMMeHOBaHMEe OopTaHM3alLuM, IPUMHMMADLIEN IOKYMEHTH)
IPUMHYMaEeT Ha I'OCyIapCTBEHHOE XpPaHeHMe IOOKYMEHTH M CTPaxOoBble KONMM 3a
(Tomer)
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[okymeHT npegoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 21.10.2022

Y CHPaBOYHEI amrnapaT K HUM:

Koncynprantlnroc: npumedanue.
Hywmepanus rpad B Tabauiie JaHa B COOTBETCTBUH ¢ O(PUIIMAIBHBIM TEKCTOM JIOKYMEHTA.

N n/n | Ha3Banue, HOMep onucu Komungectso KonunyecTBo ennHuIL IIpumeyanue
HK3EMILISIPOB XpaHeHUs
OIUCHU
1 2 3 4 6

[Tponomxenue npuiioxxenus N 30
K 1. 6.8 [IpaBui

TOoro MNpMHATO en. Xp.
(umdpaMr ¥ OPONMUCHI)

[lepenmauy NPOUBBEJIN: [lpyeM NpoM3BEJIM:

JOJIXHOCTB Iloomnmce JOJIXHOCTB Iloomnmce Pacumpporka

Pacumpporka [OOINNCH
HNOONNCU

HaTa HaTa

QOHOY MNPUCBOEH HOMEP

VIBMEeHEeHMA B YyUYETHBEE JOKYMEHTE BHECEHEL
JOJIXHOCTB I[Toonuce PacumppoBKka NOONUCK

IlaTa

®opmart A4 (210 x 297 mm)
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