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3apeructpupoBano B Muntocte Poccun 7 centsops 2015 r. N 38830

MWHUCTEPCTBO KYNbTYPbl POCCUACKOW ®EOEPALMA

NMPUKA3
ot 31 mapta 2015 r. N 526

OB YTBEPXAOEHWUN NMPABUN
OPIrAHM3ALUUN XPAHEHWUA, KOMIMJIEKTOBAHUA, YYETA U UCNOJIb3OBAHUA
AOKYMEHTOB APXMBHOIO ®OHOA POCCUNCKOW ®EQEPALIUN U OPYTUX
APXUBHbIX JOKYMEHTOB B OPFAHAX TOCYOAPCTBEHHOUW BJIACTMU,
OPITAHAX MECTHOIO CAMOYNPABJNEHUA N OPTAHUSALINAX

Koncynprantllntoc: mpumeuanue.

B coorBerctBum ¢ YkazoMm [lpesunenra PO ot 22.06.2016 N 293 yTBepxAeHHE NpaBUJI OpPraHU3alUU
XpaHEHUsl, KOMIUIEKTOBAaHHWs, ydeTa W WCIOJb30BaHUS JOKYMEHTOB ApxuBHoro ¢onga Poccuiickoit
Oenepani U APYrUX apXMBHBIX JOKYMEHTOB B TOCYJAapCTBEHHBIX OpraHax, OpraHax MECTHOTO
CaMOYTIPaBIICHUS U OPTaHU3AIUSAX OTHECEHO K MOJTHOMOYHMSIM DeepalibHOTO apXUBHOTO areHTCTBA.

B coorBercTBUM ¢ myHKTOM 2 yactu | crarbu 4, yactbio 5 cratbu 14 denepanbHOro 3akoHa oT 22
okTs10pst 2004 r. N 125-®3 "O6 apxuBHoM nene B Poccuiickoit @enepanun" (Codpanue 3aK0OHOAATEIbCTBA
Poccuiickoit @enepanun, 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, ct. 4196; 2013, N 7, ct. 611; 2014, N 40 (u. II), ct. 5320) u
nocraHoBinenneM IlpaButensctBa Poccuiickoit ®@enepanun ot 20 urong 2011 r. N 590 "O Munucrepcrse
KynbTyphl Poccuiickoit @enepanun" (Cobpanue 3akoHonatensctBa Poccuiickoit @enepanuu, 2011, N 31, crt.
4758; N 44, ct. 6272; 2012, N 6, cT. 688; N 17, ct. 2018; N 26, ct. 3524; N 37, cr. 5001; N 39, cr. 5270;
2013, N 3, ct. 204; N 8, ct. 841; N 31, ct. 4239; N 33, ct. 4386; N 41, cr. 5182; N 45, c1. 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) npukaspiBaro:

1. VrBepauTts mpuiaraeMele IpaBWiIa OPraHHU3AlMM  XPAHEHWs, KOMIUIEKTOBAHHA, Y4eTa U
UCIOJIb30BaHUS JOKYMEHTOB ApxuBHOro ¢onna Poccuiickoit denepannu u Jpyrux apXuBHBIX JOKYMEHTOB B
opraHax rocyJ1apCTBEHHOM BIIACTH, OPraHaX MECTHOI'O CaMOYIIPABJICHUs U OPraHU3aLUsX.

2. HampaBuTh HacTOALIMI NpHUKa3 Ha TOCYJAapCTBEHHYIO perucTpanuio B MUHUCTEPCTBO IOCTULIUU
Poccuiickoit deneparumn.

3. KoHTponp 3a HCHOJTHEHHWEM IMpUKa3a BO3JIOKHUTH Ha TmepBoro 3amecturenss Mwunuctpa B.B.
Apucrapxosa.

MHHHCTP
B.P.MEIMUHCKNI
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[Ipunoxenue

K [IpUKa3y MuUHHCTEpPCTBA KYJIbTYpHI
Poccuiickoit ®enepanun

ot 31 mapra 2015 1. N 526

Koncynwsrantllntoc: mpuMedanue.
Cm. Meroanyeckne peKOMEHIAINY 110 TPUMEHEHUI0 HacTosux [IpaBui.

NMPABUIIA
OPIrAHM3ALUUN XPAHEHUA, KOMIMJIEKTOBAHUA, YYETA U UCMNOJIb3OBAHUA
AOKYMEHTOB APXMBHOIO ®OHOA POCCUNCKOU ®EQEPALIUN U OPYTUX
APXUBHbIX JOKYMEHTOB B OPTAHAX TOCYOAPCTBEHHOUW BIIACTMU,
OPITAHAX MECTHOIO CAMOYNPABJNEHUA N OPTAHUSALIUAX

I. OBUIME TTOJIOXKEHU A

1.1. Hacrosimue IlpaBuna opraHu3anuu XpaHEHUs, KOMIUICEKTOBAaHMS, ydeTa M HCIOJIb30BaHUS
nokyMeHTOB ApxuBHOro ¢onna Poccuiickoit denepannu W ApYyruX apXUBHBIX JOKYMEHTOB B OpraHax
rOCy/JapCTBEHHOW BJIACTH, OpraHax MECTHOIO CaMOYINpaBJICHMs W OpraHu3auusax (Jajnee - HacTosIIue
[IpaBuna) pazpaboransl B cooTBeTcTBUU ¢ DepepanbHbIM 3aK0HOM OT 22 okTa0ps 2004 r. N 125-d3 "O06
apxuBHoM zeine B Poccuiickoit @enepanun" (CoOpanue 3akoHonarensctBa Poccuiickoit deneparuu, 2004, N
43, ct. 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, cr. 611; 2014, N 40 (u. II), ct. 5320), nocranonenunem I[IpaBurenscrtBa Poccuiickoi
Oenepammu ot 15 utons 2009 r. N 477 "OO6 yrBepxacHuu [IpaBmi aemonpous3BoACTBa B (pemepanbHBIX
opranax ucnoimHutensHoi Binactu" (CoOpanue 3akoHomarenscTBa Poccuiickoit @eneparun, 2009, N 25, cr.
3060); mpukazoM MuHHCTEpCTBa KyJIbTYpbl M MaccOBbIX KOMMYyHHMKalMil Poccuiickoit ®enepauuu ot 18
suBapsg 2007 r. N 19 "O6 ytepxknenuu IlpaBui opraHuzanu XpaHEHHUs, KOMIUIEKTOBAHMsS, ydyeTa U
WCIIOJIb30BaHUs IOKyMEHTOB ApxuBHOro gonaa Poccuiickoii denepannu U Ipyrux apXuBHBIX JOKYMEHTOB B
TrOCYy/IapCTBEHHBIX W MYHUIUNAIbHBIX apxuBaxX, My3esX H Oulianorekax, opraHuzamusx Poccuiickoit
akamemun Hayk" (nmanee - IlpaBuna xpaneHus) (3apeructpupoBaH MwuHioctom Poccum 6 mapra 2007 1.,
peructpanoHHbiii Homep 9059, "BronneTeHb HOPMATUBHBIX aKTOB (eiepalibHbIX OPraHOB MCIOJIHUTEILHON
Biractu oT 14 masg 2007 r. N 20"), ¢ u3MEHEHUsAMHU, BHECEHHBIMU IIpUKa30M MUHHCTEPCTBA KYyJIbTYphl U
MaccoBbIX KoMMyHHKanuii Poccuiickorr @enepanuu ot 16 ¢espans 2009 r. N 68 (3apeructpupoBaH
Muntocrom Poceun 5 mas 2009 r., peructpanuonnsiii Homep 13893, "Poccuiickas razera” ot 20 mas 2009 r.
N 89), npukazom MunkyneTypsl Poccun ot 10 centsopst 2007 r. N 1273 "O06 yTBepx)aeHUU HOPM YUETHBIX U
UHBIX JOKYMEHTOB IO OpraHM3allii XpaHEHHs, KOMIUIEKTOBaHWS, y4eTa M HCIOIb30BaHUS JOKYMEHTOB
ApxuHoro ¢onna Poccuiickoit denepanuu U Jpyrux apXUBHBIX JIOKYMEHTOB B TOCYJIApCTBEHHBIX U
MYHULUTIATBHBIX ~apXHMBax, My3edax U Oubnuorekax, opranuzanusx Poccuiickoil akagemMuu Hayk"
(3apeructpupoBan Muntoctom Poccun 9 oktsops 2007 r., peructpanuonnsii Homep 10291, "bronnerens
HOPMAaTUBHBIX aKTOB (pe/IepalbHbIX OPraHOB UCIIOJHUTENBHOM BiacTu oT 5 HosiOps 2007 r. N 45").

1.2. JevictBue HacTosimux [IpaBuit He pacipoCTpaHsIeTCs Ha OpraHU3alui0 XpaHEHUsI, KOMILJIEKTOBaHHUS,
ydyeTa W HCIOJIb30BaHUS JTOKyMEHTOB ApxuBHOro (ouma Poccuiickoit ®epepanuu U APYyTUX apXUBHBIX
JIOKYMEHTOB, COJIEPKAILUX CBEJEHUS, COCTABIISIOLINE TOCYAAPCTBEHHYIO TailHy.

1.3. TocynapcTBeHHBIE OpraHbl, OpPraHbl MECTHOIO CaMOYIPAaBIEHUS MYHULUIAIBHOIO paioHa,
TOpPOJICKOTO OKpyra M BHYTPUIOpPOJICKOIO paiioHa o0O0s3aHbl CO3/1aBaTh apxXWBbl B IEJAX XPAaHEHUS,
KOMIUIEKTOBAHMSI, y4e€Ta M MCIOJIb30BaHUS OOpa30BaBUIMXCA B IPOIECCE HMX JEATEIbHOCTH apXUBHBIX
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AOKYMCHTOB.

1.4. Opranu3zanuu BIpaBe CO3JaBaTh AapXUBBl B IIENAX XpaHEHHs OOPa30BaBLIMXCS B IpolEcce UX
JEATEIbHOCTH apXMBHBIX JOKYMEHTOB, B TOM 4YHCJIE B LEIAX XPAaHEHHUS M HCIOJIb30BAaHUS APXUBHBIX
JIOKYMEHTOB, HE OTHOCSIIIIMXCS K TOCYIapCTBEHHON WJIM MyHHUIIMIIAJIbHOW COOCTBEHHOCTH <1>.

<1> Yactp 2 ctathu 13 deaepanbHoro 3akoHa oT 22 oktsaops 2004 r. N 125-®3 "OO6 apxuBHOM Jiefie B
Poccuiickoit ®eneparun’.

1.5. 3agaun u QyHKIMH apxuBa (LMEHTPAIBHOTO apXHBa) TOCYAapCTBEHHOI'O OpraHa, OpraHa MECTHOTO
CaMOYyIIpaBJICHUS, OpTraHU3allui - UCTOYHUKA KOMINJICKTOBAHUA I'OCYJapCTBECHHOTI'O, MYHUIIUIIAJIBHOI'O apXuBa
OTIPEIETISIOTCS TTOJI0KEHUEM, YTBEPHKIaeMbIM PYKOBOIUTEIIEM OpTaHU3aIIH.

1. OPTAHM3ALIA XPAHEHNM A JOKYMEHTOB
APXMBHOI'O ®OHIAA POCCUUCKOU ®EJEPAIINN U IPYTUX APXNBHbBIX
JOKYMEHTOB B OPI'TAHU3ALINU

2.1. loxymeHTbI, 00pa3yrouiiecs B 1€ATeIbHOCTH OPraHu3alliy, COCTaBISIOT JOKYMEHTAIbHBIN (POH/.

2.2. Co3paHue JOKyMEHTalIbHOTO (DOHJIA OpraHU3alUd OCYLIECTBISIETCS IyTEM COCTABIICHMS
HOMEHKJIATyphl JAed, (OpMHUpOBaHHA M OQOPMIICHHMS JEd Ha OCHOBE HOPMATHBHBIX IPAaBOBBIX AKTOB
Poccuiickoit denepanuu, nepevyHell THIOBBIX apXMBHBIX JOKYMEHTOB C yKa3aHMEM CPOKOB MX XpaHEHHMS,
YTBEP)KJAaEMbIX B COOTBETCTBUHU C IYHKTOM 3 ctatbu 6 PenepanmbHOro 3akoHa ot 22 oxtsops 2004 r. N
125-®3 "OO0 apxuBHOM pnene B Poccuiickoit @enepanuun', U mnepeyHel JOKyMEHTOB, 00pasyroluxcs B
rporuecce JeATeNbHOCTH (peiepabHBIX OPraHOB rOCYJapCTBEHHOM BIACTH, MHBIX TOCYJapCTBEHHBIX OPraHOB
Poccuiickoit @enepanuu, a Takke B IpPOLECCE AEATEIBHOCTH IOABEJOMCTBEHHBIX UM OpraHU3aLui, ¢
yKa3aHHEM CPOKOB XpaHEHMS.

2.3. Yactp JOKyMEHTalmbHOrO (poHAa, BKIIOYAmOmas IOKyMeHTbl ApxuBHOro ¢onna Poccuiickoii
®denepanyu, JOKYMEHTHI 110 JIMYHOMY COCTAaBY M JOKYMEHThI BpeMeHHbIX (cBbilIe 10 j1eT) CpOKOB XpaHEHUs,
BKJIFOUEHHBIE B YUETHbBIE JJOKYMEHTBI apXH1Ba, COCTABJISIET apXUBHBIA (POHJ OpraHU3alMK, KOTOPbII MOJIEKUT
XpaHEHUIO B apXUBE OpraHHU3aI[1H.

JlokymMeHTbl BpeMeHHbIX (10 10 JIeT BKIIIOYMTENBHO) CPOKOB XPAaHEHMs XPAHATCS B CTPYKTYPHBIX
HOJpa3IeNIeHUsIX OpraHU3alUU U M0 UCTEUEHUH CPOKOB X XPAHEHUs MOJIeKAT YHUUYTOXKEHUIO B MOPAIKE,
YCTaHOBJIEHHOM B IIyHKTax 4.6 - 4.13 HacTosimux [IpaBu.

2.4. Bugamu apxXuBHBIX (DOH/IOB OpPraHU3ALNH SBISIOTCS:

apXHWBHBIN (OH OpraHU3aIHy, COCTOAIINNA U3 TOKyMeHTOB ApxuBHOro (ponma Poccuiickoit denepanun
U JPYTUX apXUBHBIX JOKYMEHTOB;

00BbEeIMHEHHBIM apXUBHBIN (POHJ, COCTOSIIMI U3 00pa30BaBILINXCA B MIPOLECCE AEATEIBHOCTH IBYX WM
Oonee opraHuzauuii JOKyMeHTOB ApxuBHoro ¢onga Poccuiickoii denepanuu M ApYrUX apXUBHBIX
JOKYMEHTOB, UMEIOIINX MEXTy cO00M NCTOPUUYECKHU U/WIIH JOTMYECKH 00YCIIOBIICHHBIE CBSI3H;

ApXWBHAA KOJUICKIOUWA, COCTOAIIAA U3 OTACIBbHBIX aPXUBHBIX JOKYMCHTOB PAa3JIMYHOIO MPOUCXOXKICHUAA,
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OOBCIUHEHHBIX 110 OJHOMY WJIM HECKOJIBKHM IpU3HAKaM (TEMaTHYECKOMY, aBTOPCKOMY, BHIOBOMY,
00BEKTHOMY).

2.5. ApxuBHOMY (DOHIy OpraHHM3alM{ MPHCBAWBAIOTCS Ha3BaHHE, COOTBETCTBYIOIIEE HAMMEHOBAHUIO
OpraHu3alK, 1 HOMEpP B NOPAJIKE, ONIPEAEICHHOM ITyHKTOM 3.8 HacTosmux [Ipasui.

2.6. ApXuBHBIEC TOKYMEHTHI OPTAaHU3AIIUN COCTABIISIIOT OJWH (€UHBIN) apXUBHBIN (POHI:

J0 U IOCJIC pe€opraHru3alri, a TaKXKEC UBMCHCHUA CTPYKTYPEI, IITATOB, €CJIIM YKa3aHHBIC MCPOIIPUATHUA HE
IIOBJIEKJIM 32 COOOM M3MEHEHUS neuaei u npeaMeTa ACATCIIbHOCTU OpTraHrU3alnu,

JI0 U TIOCJIE U3MEHEHHMS TePPUTOPUATIBHBIX TPAHMIL IEATEIbHOCTH OpraHU3allly;
B CJIy4ae CMEHBI yUpeaAUTEIIsl.

B ClIy4ac€ HM3MCHCHHA COOCTBEHHHKA HUMYyIHIECTBa OpraHU3allui apXUMBHBIC AOKYMCHTLI OpraHu3alyun
JOJIKHBI BKITFOYAThCS B Pa3HbIC APXUBHBIC CI)OH)II)I.

2.7. B ciy4ae peopraHu3alMi OpraHU3alliu C TepeAadei (YHKIWH BHOBb CO3aHHOW WJIM WHOMN
OpraHM3alli BCE ApPXWBHBIE JTOKYMEHTHI MEPEAAr0TCs] OpraHU3allMU-TPABONPEEMHUKY U BKJIIOYAIOTCS B
apXUBHBIA (POH MOCIIETHE.

I[OKYMCHTBI MOCTOAHHOI'O XpaHCHUA MW HJOKYMCHTBI IIO JIMYHOMY COCTaBy JIMKBUIAWPOBAHHBIX
opraHmauHﬁ JOJDKHBI MNEPEAaBaTLCA B YHOPAOAOUYCHHOM COCTOAHHWHM Ha XPaHCHHUE B COOTBGTCTByIOHII/Iﬁ

roCy/apCTBEHHBIN (MYHULUIIANbHBIN) apXUB.

2.8. XpOHOJOTHYECKUMH IPaHUIIAMU apXUBHOTO (POH/IA SBIISIOTCS <1>:

<1> Hoanyskr 2.8.6 myHkra 2.8 IIpaBun xpaHeHus.

IJI1 apXHWBHOT'O q)OHI[a opraHu3al - YCTaHAaBJIMBACMBIC Ha OCHOBC HOPMATHBHBLIX AaKTOB OAaTbl
CO3aaHud W JIMKBUJALUW OpraHU3allvH. HpI/I HAJIMYUN HECKOJIbKMX aKTOB 00 06p330BaHI/II/I opraHusanuu
IMPUHUMACTCA OaTa Hauboee PaHHETO U3 HUX;

JUT O0BEIMHEHHOTO apXUBHOTO ()OH/]Aa OpPraHU3AIMH - IaThl CO3/IaHUs HanOoJiee paHHEW W JIMKBHUIAIH
HamOoJee TMO3JHEeH IO BpPEMEHU JAEATeTbHOCTH OpraHMU3aliH, JAOKYMEHThl KOTOpPOW BOILIM B COCTaB
00BEIMHEHHOTO apXUBHOTO (hOHAA;

JUIA apXI/IBHOI\/JI KOJUICKOHWH - JaThl CaAaMOT'O PaHHEI0 U CaMOro MO3JHEro JOKyMEHTA.

2.9. ApXI/IBHBIe JAOKYMCEHTBI JOOJDKHBI XPAaHUTBCA B CHCTCMATH3WUPOBAHHOM IIOPAAKE B IIpEaciiax
APXHUBHOI'O (1)0H,I[a. E,HHHHHeﬁ CUCTEMaTHU3allui OOKYMEHTOB apXHMBHOI'O (bOHI[a B apxXMB€ OpraHu3aluun
ABJIICTCS COBOKYIIHOCTD apXHUBHBIX JOKYMCHTOB HUJIN OT/CIbHBIN AOKYMCHT, OTHOCAIIUECA K OAHOMY BOIIPOCY
ACATCIIbHOCTU OpTraHU3allun (;[anee - CIMHHUIa XpaHeHHH).

2.10. EquHunel XpaHeHUs! OJHKHBI OBITh CHCTEMAaTHU3MPOBAHBI, BHECEHBI B OMHUCU M O(OPMIICHBI B
nopsJIKe, 00eCIeUNBAIOIIEM YUET, IOUCK U UCIHOIb30BAaHUE APXUBHBIX JOKYMEHTOB.
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2.11. Equnaunis: XpaHCHUA apXUBHOT'O CI)OHI[a CUCTEMATU3SUPYIOTCA B COOTBCTCTBHUU CO CJICAYIHOINIUMU
IIpHU3HaAKaMU:

CTPYKTYPHBIN (IPUHAUIEKHOCTD €MHUI] XPAHEHUS K CTPYKTYPHBIM MOJPa3IeICHUsIM OpraHu3alun);
XPOHOJIOTHYECKHH (110 MeproJaM Wilu AaTtaM, K KOTOPbIM OTHOCSITCSI €IMHUIIbI XpaHEHU);

(GYHKIMOHAJIBHBIA, OTpAciIeBOM, TEMAaTUYECKUHM, MPEeIMETHO-BONPOCHBIH (c yudeToM (GyHKIUI
OpraHu3alyK, TEM WIK BOIIPOCOB, KOTOPBIX KACAETCsI COJIEPKAaHUE ANHUL] XPAaHEHMS);

HOMMHaJIbHBIN (HO ﬂeHOHpOHSBOHCTBeHHOﬁ (I)OPMC - BUJaM U pa3sHOBUIHOCTIM I[OKYMGHTOB);

KOPPECTIOHJICHTCKH (IT0 OpraHu3alusM, B pe3ysbTaTe NepenicKi ¢ KOTOPIMU 00pa30BaIiCh €MHUILIBI
XpaHeHus);

reorpaguueckuii (B COOTBETCTBHHM C OIPENEICHHBIMH TEPPUTOPHUSIMH, HACEICHHBIMH IYHKTaMU H
OpyruMH  reorpauyeckuMu  OOBEKTaMH, C KOTOPBIMU CBSI3aHO COJEp)KaHUE JIOKYMEHTOB, aBTOPBI,
KOPPECIIOHICHTBI);

aBTOpPCKHi (IO Ha3BaHHWSM OpraHW3aluid Wi (aMHIUSIM TPaXIaH, SBISIONIMXCS aBTOPaMHU
JIOKYMEHTOB).

2.12. JlokyMeHTHI, Bouleamne B OOBEIMHEHHbIM apXWBHBIA (OHJ, pacIoNararoTcs Mo 3HAYUMOCTH
(bonm000pazoBareneil, N0 XpOHOJIOTHU CO3/IaHUS JOKYMEHTOB, 110 aln(aBUTy Ha3BaHUW W JPYTUM MPU3HAKAM.
B mpenenax kaxzaoro ¢onHpaa, BomEANIEro B OOBbEAWHEHHBIM apXWUBHBIN (POHI, MPUMEHSIIOTCS MPUHIUIIBI
cUCTeMaTH3allui, BbIOOp KOTOPBIX OINpPENENseTCsl XapaKTepoM JAEATENbHOCTH KOHKPETHBIX OpraHHu3alui,
COCTaBOM U 00bEMOM JOKYMEHTOB.

2.13. Cucremarn3anus IOKyMEHTOB apXWBHOM KOJUIEKLIMH ONPENENAETCSs TEMaTUKOM M COCTaBOM
JIOKYMEHTOB.

2.14. CoxpaHHOCTh TOKYMEHTOB B apXUBE OpPTraHMU3aIMU 00E€CTICUNBACTCS KOMILJIEKCOM MEPOIPHUSITHH 10
CO3JJaHUI0O HOPMATHBHBIX YCJIOBHUH, COOJIFOJCHUIO HOPMATHBHBIX PEKUMOB M HAJJICKAIIEH OpraHU3aIluu
XpaHeHUs! JOKYMEHTOB, UCKITIOYAIOUINX XHUILEHUE U YTPATy U 00eCeunBaIOIUX MOA/Iep:KaHue B HOPMaIbHOM
(hU3MUYECKOM COCTOSIHUU.

B komriekc paboT mo 06ecrneyeHno COXpaHHOCTH JOKYMEHTOB apXHBa OPraHU3alliy BKIFOYAIOTCS:

MIPE0CTaBIICHNUE TOMEIICHUS JJI1 PA3MEILICHHsI ApXUBHBIX IOKYMEHTOB;

obecrieueHre HOPMATUBHBIX YCIOBHUI XpaHEHUsI JOKYMEHTOB;

BBITIOJIHEHHE TPEOOBAaHUH K Pa3MEIICHUIO IOKYMEHTOB B apXHUBOXPAHUIIHUIIIC;

MIPOBEPKa HAIMYUS U COCTOSHUS JOKYMEHTOB.

2.15. OGecnieyeHre HOPMATUBHBIX YCIIOBHM XpaHEHUS JOKYMEHTOB BKIIIOUYAET:

OCHAIIICHUC apXUBOXPAaHWJINI CIICHHUAJIbHBIM O60pyI[OBaHI/IeM AJId XpaHCHUA JOKYMCHTOB,
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000pyAOBaHKE MMOMEIIEHUS apXUBa OPTaHU3AlUN CPEACTBAMHU MOKAPOTYIICHHSI, OXPAaHHOU U TOXKapHOI
CUTHAJIU3alueH;

COOJII0ICHHE TIPOTUBOIIOKAPHOTO PEKIMA;
COOITIO/ICHHE OXPAaHHOTO PEKIMA;

CO3a1aHuUC HOPMAaTUBHBIX TEMIICPATYPHO-BJIIa)XHOCTHOT'O, CBETOBOI'O PEKUMOB, IMPOBEACHUC
CAHUTAPHO-TUTHUCHUYCCKHX Me];)OHpI/IHTI/Iﬁ.

2.16. ApXI/IB OopraHu3al pasMeIacTCsa B CIICHUAIBHO IMOCTPOCHHBIX WIIHU HpI/ICHOCO6HeHHLIX JIA
XpaHCHUA NOKYMCHTOB 3JaHUAX WM B OTACIIBHBIX ITOMCIICHUAX 3IaHU.

B apxuBe opraHu3anuu 10KHBI OBITh PETYCMOTPEHBI:
apXMBOXPAHWIHILLE;
ITOMENICHUE IS TPUEMa, BPEMEHHOTO XPAaHEHHUS TOKYMEHTOB;

IIOMEIIEHNE I HCHOJb30BAHUS JOKYMEHTOB (UYMTAJIbHBIA 3all, y4acTOK BbIIa4M JIOKYMEHTOB MU
MH(POPMALIMOHHO-TTIOUCKOBBIX CPENICTB);

pabouue KOMHATBl COTPYJHHKOB apXuBa OpPraHM3allld, KOTOpBIE JOJKHBI OBITH H3OJHPOBAHBI OT
IIOMELICHUH, TJI€ XPaHATCS APXUBHBIE JJOKYMEHTBHI.

He AO0IMYCKACTCA pa3MCIICHUC apXUBad OpraHHU3allii B IOJABAJIbHBIX W YEPAAYHBIX ITOMCIICHUAX.

2.17. ApXuBOXpaHWIHIIE JOJKHO OBITh yIajJeHO OT JabOpaTOpPHBIX, MPOW3BOICTBEHHBIX, OBITOBBIX
MOMEIICHU W HE WMETh OOIMX C HUMHM BEHTHIIIIMOHHBIX KaHAJIOB. APXUBOXPAHUIIUIIE OTICISIETCS OT
COCETHUX IMOMEIICHUH HECrOpaeMbIMU CTEHAMH U TMEPEKPBITUSMHU C TpeelaMU OTHECTOMKOCTH HE MEeHee
JIBYX 4YacoB. B apXuBOXpaHWIHUIIE HE JOIMYCKaeTcs MpOKIaaka TpyO BOJOCHAOKEHHS M KaHAIW3AlWH,
TEXHOJIOTUYECKHE MUIIA OBITOBBIE BHIBOJIBI BOJIEL.

2.18. Tlpum pa3memieHud apXUBOXPAHWIWINA B CHCIHAILHOM WM IPHUCIIOCOOJICHHOM 3JIaHUU
npeAnouTeHre (Mpu paBHBIX TEIUIOBBIX XapaKTEPUCTHKAX) OTAACTCS TOMEIICHUSIM C CEBEPHON OpHUEHTAIUEH
OKOH.

Marepuansl HOKpBHITUS CTE€H, IMOJOB, IIOTOJKOB, BHYTPEHHEH apmarypbl apXHWBOXpaHWIMIIA,
MpUMEHSIEMbIC TIPU U3TOTOBJICHUM O0OPYIOBaHUS U CPEICTB XPaHEHHs apXHUBHBIX JOKYMEHTOB, HE JOJKHBI
BBIJIETISTh arPECCUBHBIE XUMUYECKUE BEIIECTBA U OBITh HCTOYHUKOM IIBLIH.

2.19. ApXMBOXpaHWJMILE JOJDKHO HMETh €CTECTBEHHYIO MM HCKYCCTBEHHYIO BEHTWJISALUIO,
o0ecreunBaroIy0 PEeLUPKYJIALHUI0 BO3AyXa, CTA0MIBHOCTh TEMIIEPATYpPHO-BIAXXHOCTHOTO PEXHMa, OYHCTKY
BO3/1yXa OT IIbLJIM U arpeCCUBHBIX IIPUMECEH, a TaK)Ke 0OTBEYaTh COBPEMEHHBIM TPEOOBAHUAM KOMIIAKTHOCTU U
SKOHOMHYHOCTH.

ApXI/IBOXpaHI/IJ'II/IH_IC JOJIXKHO UMCTDH BBIXOBI K J'II/I(I)TaM 1 JCCTHUYHBIM KJICTKaM.

2.20. ApxuBoxpaHWIMIIA (32 HCKIIOYECHUEM AapXUBOXPAHUIIUII, PACIOJAralolIuXcsi Ha OXpaHseMOil
TEPPUTOPUHU) OOOPYAYIOTCS ABEPSMHU C TOBBIIMICHHOW TEXHUYECKON YKPETUICHHOCTHIO MPOTHUB BO3MOKHOTO
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B3JIOMA, OCHAIIEHHBIMU 3aMKaMHU MOBBIIIEHHONW ceKpeTHOCTH. OKHa MOMEIIEHUH HEepBOro 3Ta)ka JOJIKHBI
OBITH 000PYI0BaHbI 3aMUPAIOIIUMHUCS peleTKaMu <1>.

<1> oanysukrer 2.11.1.1 - 2.11.1.2 nynkra 2.11 IIpaBun XxpaHeHus.

2.21. Bce noctynarmoniye B apXvMB OpPraHU3alUU JOKYMEHThI Pa3MEIAOTCs B apXUBOXPaHWIMILAX Ha
CTAIlMOHAPHBIX W/WIW TEPEeIBIKHBIX METANTMYECKUX CTelaxaxX, B METaJUIMYeCKuX IKadax HiIu
KOHTENHEpax.

Crennaxu MOJDKHBI OBITH YCTAaHOBJIICHBI MEPHCHIUKYISIPHO CTEHaM C OKOHHBIMH TIpOeMaMH, a B
MOMEILIEHNU 0e3 OKOH - C Y4ETOM OCOOEHHOCTEH noMeleHus u odopyaoBanus. He nomnyckaercs pasmerienue
cTeJIaXKer BIUIOTHYIO K HAPYKHBIM CT€HAM 3/IaHHs U K HCTOYHHMKAM Teruia.

PaccranoBka cremtaxeit v mkadoB OCyIIECTBISETCS B COOTBETCTBUH CO CIEAYIOIIUMU TPEOOBAHUAMU:

paccTosiHue MEXIY PSAaMHU CTeJiaxel (TaBHbIN mpoxon) - He MeHee 120 cwm;

paccTosiHue (MPOX0J1) MEXKIY CTEIaXKaMu - He MeHee 75 cMm;

pacCTOSHUE MEXKy Hapy>KHOM CTEHOM 3/1aHMS U CTEJUIaKaMu, MapajlyIeIbHBIMU CTEHE - HE MEHEE 75 CM;

paccTosiHuE MEXy CTEHOM 1 TOPLOM cTesiaxa WiH mkada (o0xon) - He MeHee 45 cm;

paccTosiHue MeXJy IMOJIOM M HIDKHEH MOoJIKOW cremaxka (mkada) - He MeHee 15 cM, B IIOKOJIBHBIX
sTaxax - He MeHee 30 cm <1>.

<1> Hoamyskr 2.11.3 mynkra 2.11 IIpaBun xpaHeHus.

2.22. IlpoTHBOMOXApPHBIM pEXUM B 3JaHUIX, TIJ€ pa3MeIlaeTcs apXuWB OpraHu3aluu, U B
apXMBOXpaHWINIIAX yCTaHABIMBAETCS B COOTBETCTBMM C HOPMATHUBHBIMU IPABOBBIMU akTamMu Poccuiickoit
®enepanun B 001aCTH M0KapHOH 0€30MaCHOCTH.

2.23. OxpaHHbII pexuM obecreuuBaeTcsi myTeM OOOpYJIOBAaHUS apXMBOXPAHWIMII, a TAKXKE OPYTUX
MIOMEILIEHUH, TIJleé IOCTOSHHO WJIM BpPEMEHHO XpaHATCS ApXUBHBIE JOKYMEHTBI, CPEICTBAMU OXpaHbI,
00eCTeYnBarOIIMMH KOHTPOJIb AOCTYIa B ApXUBOXPAHWIMIIE U TOMEIICHHUS apXHUBa, U COOIIOACHUEM MTOPSAIKA
CIauy O] OXPaHy U CHATHUS C OXPaHbl, yCTAHOBIEHHOI'O PYKOBOJUTEIEM OpraHU3aluy.

B CJIy4dac BblJIAYM apXHUBHBIX JOKYMCHTOB BO BPCMCHHOC ITOJIB30BAHHUEC I10 3aIIpoCaM IroCy1apCTBCHHBIX
OpraHoB, OpraHoOB MCCTHOI'O CaMOYIIpaBJICHUA H OpFaHI/ISaI_[I/Iﬁ BbBIHOC M3 3JddHUA apXuBa HWIHW 3OaHUSA
OopraHnu3alui apXUBHBIX TOKYMCHTOB pa3peiiacTCA TOJIBKO II0 CIICHHUAJIBHBIM IIPOITYCKaM.

2.24. ApXUBHBIE IOKyMEHTHI CIEAYET XPaHUTh B TEMHOTE.

Bce BHUbI pa60T C JOKYMCHTAMHU MJOJIKHBI HPOBOAUTHCA IMPU OrpPpaHUYCHHBIX WM TCXHOJOTMYCCKH
HGO6XOILI/IMLIX YPOBHAX OCBCIICHUS.
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38.H_II/ITa AOKYMCHTOB OT JEUCTBUS CBETa o0ecIeunBaeTcs XpaHCHUEM NOKYMCHTOB B K0p061<ax, ImarkKax
" nepceIricTax, B H_IKa(I)aX HJIKM Ha CTCJJIAXKAX 3aKPBITOI'O THUIIA.

EcrecTBeHHOE OCBeleHUE B apXUBOXPAHWIMIIE JIOMYCKAETCA IMPU YCIOBUM NPUMEHEHHS Ha OKHAX
CBeTOpaccenBaTeseil, 3alUTHBIX (UIBTPOB, IITOP, JKaIO3W, HAHECEHHBIX HA CTEKIO TMOKpBITUH. Jlms
HWCKYCCTBEHHOTO OCBCIIEHUS NPUMEHSIOTCS JaMIbl HAKaJWBAaHUS B 3aKPBITBIX IUTadOoHAX C TIIAJIKOU
MOBEPXHOCTHIO.

VYpoBeHb OCBEIIEHHOCTH B JIMANa30HE BUAMMOTO CIEKTpa HE JIOJDKEH IMPEBBINIATh: HA BEPTHUKAJIBHOMN
MOBEPXHOCTU CTelJIaka, Ha BBICOTE OAHOTrO MeTpa otT mona - 20 - 50 mrokcoB, Ha pabouux cromax - 100
JIFOKCOB <1>.

<1> [loanyukr 2.11.2.4 nyskra 2.11 IIpaBui xpanenus.

2.25. B apXxuBoXpaHWIMIIE IS XpaHEHUS IOKYMEHTOB YCTaHABIMBAIOTCS CIEAYIOIIME IMapaMeTpsl
TEMIIEPATYPHO-BIIAXXHOCTHOIO pexuma: <1>

<1> loanyukr 2.11.2.3 nynkra 2.11 IIpaBui xpanenus.

JUISL XpaHEHUs JIOKYMEHTOB Ha OyMaxHOM Hocutesne - temmeparypa 17 - 19 °C, oTHocuTenbHas
BJIQXKHOCTH Bo3ayxa - 50 - 55%;

JUIsl JOKYMEHTOB Ha MarHUTHBIX JUCKAX U JUCKOBBIX HakomuTensx - & - 18 °C u 45 - 65%;

JUIsl TOKyMEHTOB Ha onTHYecKux auckax - 10 - 23 °C u 20 - 50%;

JUISl JOKYMEHTOB Ha KHHOTIJICHKE:

C HUTPOOCHOBOH - yepHOo-0Oenble: Temnepatypa He Boiiie 10 °C, nBeTHbIe: TemMnepaTypa He Bbile -5 °C;

¢ 0e30IacHON OCHOBOM - uepHO-0esbIe: TemiepaTypa He Bbime 15 °C, nBeTHbIC: TeMIepaTypa He BBIIIIE
-5 °C;

U1 (POTOTOKYMEHTOB:
4yepHo-0eble - Temneparypa He Bbiiie 15 °C;
L[BETHBIE - TeMIlepaTypa He Bbiie -5 °C.

OTHOCHUTENbHAS BIAXHOCTh BO3AyXa, HEOOXOAMMAas IJis XpaHEHHWs JOKYMEHTOB Ha KHHOIUICHKE H
(hoTtonokymeHnToB, coctaBiset 40 - 50%.

2.26. B apXxMBOXpaHMJIMILE C HEPETYIUPYEMBbIM KIMMATOM JIOJDKHBI OCYIIECTBIISTHCS MEPONPHUATHS O
ONTHMHU3ALMM TEMIIEPaTyPHO-BIAKHOCTHOTO PEXHMMa C IPUMEHEHMEM OTOIUIEHUS W IPOBETPUBAHUSA
MOMEIICHNH, a TaKKe MEXaHHYECKUX CPEJCTB YBIAKHEHHS WIM OCYIIEHHs Bo3ayxa. Peskue kosebaHus
(ce30HHBIE M B TEUEHHE OJHUX CYTOK) Temmeparypsl (+/- 5 °C) U OTHOCHUTENbHOW BIAXKHOCTH Bo3ayxa (+/-
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10%) He momycKarTCs.

[Ipy UIMTENPHOM HapyIIEHUH TEMIEpaTypHO-BIAKHOCTHOTO pexuMa (oT 3 cyTok u Oosnee),
COIIPOBOYKAAIOIIEMCS MTOBBIILIEHUEM OTHOCUTEIBHON BIIAXXHOCTH Bo3ayxa 210 70 - 90%, npuHUMAarOTCsT MEpPbI
10 €r0 HOpMaJu3aluy (MHTEHCUBHOE ITPOBETPUBAHUE, OCYILIEHUE APXUBOXPAHMUIIHUILA).

TemriepaTypHO-BIaXXKHOCTHBIN PEXXUM KOHTPOJIUPYETCS ITyTEM PETYIISIPHOTO U3MEPEHHUS TEMIIEPATYPBI U
OTHOCHUTEJIBHOM BJIQKHOCTM KOMHATHOTO M HAapy)KHOIO BO3lyXa B OJHO M TO JK€ BpeMs: B
KOHJAMLIMOHUPYEMBIX MOMEIIEHUAX - HE peke | pasa B HENENI0; B apXMBOXPAHWIIMINAX, HE OCHALLEHHBIX
CUCTEMOM KOHIMLIMOHUPOBAHUS BO3AyXa - 2 pa3a B HEJIENIO; IPU HApYLIECHUSIX PeKuUMa - | pa3 B CyTKH.

[TokazaHus KOHTPOJIBHO-U3MEPUTENBHBIX MPHOOPOB (PUKCHPYIOTCS B PErHCTPALMOHHBIX JKypHAlax, B
KOTOpBIX TAaK)Ke OTPaKaloTcsl MpOBEpKa NPAaBUIBLHOCTU IOKAa3aHUM NpuOOpOB M Mepbl, MNPHUHATHIE I10
HOPMaJIM3allM1 TEMIIEPATYPHO-BIAKHOCTHOTO PEKHUMA B CIIy4asiX €ro HapyILICHUS.

HpI/I HaJIM4YMyM B 3JdHHM apXHBa HCHTpaJ'IPI30BaHHOfI CHCTEMBI O0OecledYeHns CO6J'IIOI[CHI/I$I
TEMIICPATYPHO-BJIAXKHOCTHOI'O PCXKHUMa B IMNOMCHICHUAX, I'IC XPaHATCA MOOKYMCHTBI, KOHTPOJIb 3a C€ro
CO6J'IIO,Z[€HI/IGM OCYHICCTBJIACTCA B aBTOMATHUYCCKOM PCIKUMC.

227 HOMGH_IGHI/ISI apXI/IBa opraHmauI/m JOJIDKHBI COIIep)KaTbCﬁ B 4YUCTOTEC, B yCJ'IOBI/ISIX, HNCKIIIOYAKIINX
BO3MOXXHOCTH ITOABJICHUS ITIJICCCHU, FpI)ISYHOB, HACCKOMBIX, ITBIIIN. B IIOMCILICHUAX apXI/IBOXpaHI/IJ'II/IHI JOJI’KHaA
OBITH OOecTieueHa CBOOOMHAS IUPKYJIAIMS BO3yXa, UCKIIOUAIOINIas 00pa3oBaHHWE HEMPOBETPUBAEMBIX 30H,
OITACHBIX B CAHUTAPHO-OHMOJIOTMYCCKOM OTHOIICHHH.

B nomerenusx apXxuBoXpaHWINIL HEOOX0AUMO:
MIPOBOJIUTH CUCTEMATHUECKYIO BIAXKHYIO YOODPKY;
HE peXe 0JJHOTO pa3a B IOl IPOBOAUTH 00ECIIBIIIMBAHUE KOPOOOK C IOKYMEHTaMH, IKa(OB, CTEIUIAXKEH;

O6pa6aTI)IBaTI) IOKOJBHBIC 4YaCTH CTCJ'IJ'Ia)KGI\/'I, MMOJIbI, IMJINHTYCBI, MIOJOKOHHUKH BOJHBIMH PAaCTBOpPaMH
AHTUCCIITUKOB.

2.28. JIBa pa3a B rox (B Hayajse ¥ MO OKOHYAHHH OTOIHTEIFHOIO CE30HA) JOKYMEHTHI U MOMEIICHHS
apXMBOXPAHIIHIL TIOABEPTaOTCsl 00CIEIOBAHUIO JIJIsi CBOEBPEMEHHOTO OOHAPYKEHHSI HACEKOMBIX U TJIECEHH.
IIpu oOHapyXkeHHH OHOJOTMYECKUX BpeAMUTENeH MPUHUMAIOTCS CpPOYHBIE Mepbl M0 JAe3MH(EeKuuu u
AC3UHCCKIIMU NOKYMCHTOB H HOMGH_ICHI/II\/JI CHJI1aMH pa6OTHI/IKOB apxuBa, a IIpu H€06XOI[I/IMOCTI/I - CuJIaMH
COOTBETCTBYIOILUX CITYKO.

2.29. B apxuBOXpaHWIHUIIE 3alpeliaeTcs HaXOAUTbCS B BEpXHEH OAeXIe, MOKpPOW M Ips3HONW 00yBH;
XpaHUTh NOCTOPOHHUE MPEIMETHI, UMYILLIECTBO U 000py10BaHKE, YHOTPEOIATh UILIEBbIE IPOTYKTHI.

2.30. O6sa3aTeNLHBIMU YCIIOBUSAMU XPAHCHUA DJICKTPOHHBIX JOKYMCHTOB ABJISIOTCA:

HaJIMYME B apXMBE OpraHuW3allid HE MEHEee [BYX OJK3EMIUIIPOB KaXJ0M EAWHMIBI XpaHEHUS
ANEKTPOHHBIX JOKYMEHTOB (OCHOBHOU M pabOYMil SK3eMIUISAPHI TOJDKHBI HAXOJAUTHCS HA Pa3HBIX (PH3UUECKIX
yCTpoOiicTBax);

HAJIMYNUE TCXHUYCCKUX W IMPOrpaMMHBIX CpEACTB, MNIPEAHA3HAYCHHBIX [JI1 BOCIPOU3BCIACHUA,
KOIMUPOBaHUs, IIEPE3AIUCHU IJICKTPOHHBIX JOKYMCHTOB, KOHTPOJIA (bI/ISI/I‘IeCKOFO N TCXHUYCCKOI'O COCTOSAHUA,

www.consultant.ru CrpaHuua 9 13 69
HafeXHasa npaBoBan noaAepXxkKa


http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru

Mpukas MuHkynbTypbl Poccun ot 31.03.2015 N 526
"06 yTBEpPXAEHUM NPaBWN OpraHM3aLumn XpaHeHus,
KOMMNNIEKTOBAHUS, y4eTa 1 UCMON...

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 24.03.2020

obecneueHme peixuma XpaHCHU SJICKTPOHHBIX JAOKYMCHTOB, HCKIIIOYAOMICTrO yTpary,
HCCAHKINMOHUPOBAHHYIO PACCBUIKY, YHUYTOKCHHUC NI UCKAKCHUC I/IH(I)OpMaI_[I/II/I.

2.31. Ilepemaua TEKCTOBBIX 3JEKTPOHHBIX JOKYMEHTOB [UIsl XpaHEHHUS B apXHUB OpraHU3aLUH,
SBJISAIOLENCS UCTOYHUKOM KOMILJIEKTOBAHUS TOCYIaPCTBEHHOI'O M MYHUIIMIIAIBHOIO apXKBa, OCYLIECTBIIAETCS
B (hopmare PDF/A.

232. B Oesax obOecrieyeHus XpaHC€HHsA, Y4Y€Ta W HCIOJb30BaHUA OJIICKTPOHHBIX JOKYMCHTOB,
Haxoosdmuxcsl Ha XpaHCHUU B aApXHUBC OpPraHu3aluvu, AOJLDKHO IIPOU3BOAUTHCA CUHXPOHHOC HW3MCHCHUC
nporpaMMHo-annapaTHoﬁ Cpcabl B OpraHu3aliid W B apXHUBC OpraHu3aliv, a TaKKE CBOCBPCMCHHAA
nepe3anmrchb IJICKTPOHHBIX APXUBHBIX JOKYMCHTOB Ha HOBBIC HOCUTCIIN U B HOBBIC (I)OpMaTBI.

B npornecce xpaHeHUs ANEKTPOHHBIX JOKYMEHTOB B apXHBE OpraHU3allMi HE PEXXe OJHOro pas3a B 5 JeT
MIPOU3BOJUTCS TEXHUYECKHH KOHTPOJIb (PU3MUECKOrO COCTOSHUSI HOCUTENEH 3JIEKTPOHHBIX JOKYMEHTOB U
BOCIIPOM3BOAUMOCTH 3JICKTPOHHBIX JOKYMEHTOB.

B ClIydac €CJIM MpPU OCYHICCTBJICHUN TCXHUYCCKOTO KOHTPOJIA YCTAaHOBJICHBI U3MCHCHUA (1)I/ISI/I‘IGCKOFO
COCTOSIHUSI HOCHUTENeH QJICKTPOHHBIX HOOKYMCHTOB, apXHB OpraHu3aluu 110 PCIICHUIO PYKOBOIAUTCIIA
opraHu3alvu OOJIKCH IMTPOBOAUTD pa60Ty 110 Iepe3aIrrcu JICKTPOHHBIX JOKYMCHTOB HAa HOBBIC HOCHUTCIIN.

[Ipy w3meHeHun GOpMATOB B pe3ylbTaTe MPeoOpa3OBaHHS IMPOTPAMMHO-ANIIAPATHOW CPEJBbI,
YXYIIICHUS BOCIPOU3BOAMMOCTH  JJIEKTPOHHBIX JOKYMEHTOB AapXWB OpraHW3alMd [0  PEHICHUIO
PYKOBOAMTEISI OpPraHU3alUH JOJDKEH MPOBOJUTH paboTy IO MEpe3anrcH MIEKTPOHHBIX JOKYMEHTOB B HOBBIC
(dhopMarsl.

HpI/I OCYHICCTBJICHUMU IICPE3aINIMCU JOJIZKHA OBITH OOCCIIeueHa AYTCHTUYHOCTD, IIOJIHOTA, JOCTOBCPHOCTD,
OECJIOCTHOCTh U HCM3MCHHOCTD I/IH(bOpMaI_[I/II/I, coaepxcameﬁcx B DJICKTPOHHBIX JOKYMCHTAX.

TeKCTOBBIC AIIEKTPOHHBIE TOKYMEHTHI, ITOJIBEPTIIINECS TIepe3anrici B HOBbIE (DOpMaThl M/MIIM Ha HOBBIC
HOCHTEIH, TOJKHBI OTBEUaTh TPEOOBAHUSAM, YCTAaHOBJIEHHBIM MyHKTOM 2.3 1 HacTosumx [Ipasui.

2.33. HJ’IH OIICPAaTUBHOI'O AOCTYyIIa K 3JICKTPOHHBIM JOKYMCHTaM B CIIPABOYHBIX M INIOMCKOBBIX LECIAX B
APXUBE CO3AACTCA q)OHI[ MMOJI30BaHUSA 3JICKTPOHHBIX JOKYMCHTOB.

2.34. Bce nocTynaroniye B apXMB OpraHU3aluy JOKyMEHTHI pPa3MEIAIOTCS B apXMBOXpaHWIMLIAX Ha
CTeJUlaXax WIM B IKapax B TMOPAIKE, COOTBETCTBYIOIIEM OIHUCSAM Jel, JAOKYMEHTOB. JIOKYMEHTHI,
TEMIIEPAaTypPHO-BIAQKHOCTHBIA DPEKUM XPAHEHUs KOTOPBIX PpA3JIMYEH, JOJDKHBI pa3sMeEIlaTbCsi B Pa3HBIX
apXHWBOXPAHWINIIAX.

2.35. JlokymenTtsl ApxuHoro ¢onma Poccuiickoit deneparnuu U Apyrue apXuBHBIC JOKYMEHTBI TOJDKHBI
XPaHUTHCS B KOPOOKaX WM MarKax, M3rOTOBJIEHHBIX U3 O€3BPEIHBIX AJIs JOKYMEHTOB MaTepPHAIIOB.

DJEeKTPOHHBIE JOKYMEHTbl Ha (PU3MUYECKHM OO0O0COOIEHHBIX HOCHUTENSAX pa3MellaloTcsl OTAEIbHO OT
JIPYTUX TOKYMEHTOB.

Ha xopoOku TpUKIEHBAIOTCS SIPIBIKH, HA KOTOPBHIX YKa3bIBAIOTCS: HOMEp (hOHIA, HOMEp OIUCH H
KpaiiHue HoMepa Jiel, pa3MEIIeHHbIX B JaHHON KOpOOKe.

HOprI[OK pasMEIICHUA YCTAaHABIMBACTCA B 3aBUCUMOCTU OT paCCTOSIHHA MEXY IIOJIKaMU, (1)I/ISI/ILIGCKOFO
COCTOAHUA MCJI, a TAKXKC OT TBEPAOCTH HIIM MATKOCTU IICPCIIICTA. [[ena, HMCIOIIIUEC TBepI[LIIZ MEepeIlICT,
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YCTaHaBJIMBAIOTCA BEPTUKAJIBHO; C MATKUM MEPCTVICTOM WA HCTICPCIJICTCHHBIC - TOPU30HTAJIBHO.
KOpO6KI/I HC JOJIKHBI BBICTYIIATD 3a IMPCACIIbI ITOJIOK CTEJIIaXKEH.

He nomyckaercs xpaHeHHE TOKYMEHTOB B TPAHCHOPTHOW Tape, B IITA0EINSAX, HA MOy, OJJOKOHHHUKAX,
JIECTHUYHBIX TUIOIIAIKAX U APYTUX HE MPEAHA3HAYEHHBIX U1 XPAHCHUS! JOKYMEHTOB MECTax.

2.36. Bce mnomenieHus apxXuBa OpraHM3allMHM, a TaKKe CTeJUIaXH, MIKapbl, KOHTEHHEpPHI, IOJIKHU
HyMepytoTcs. Cremnaxu, mkagdpl 1 KOHTEHHEPhl HyMEPYIOTCS B Ka)KIOM apXHUBOXPAHUJIMILE CIeBa HAIPaBO
OT BXOJHOM JBepH, a MOJIKU Ha CTeJUIaXkax - o mKadam CBEpXy BHU3, ClIeBa HAIIPABO.

2.37. B unensx omnpeneneHuss MECTa XpaHEHUs JOKYMEHTOB B apPXMBOXPAHWIHIIE COCTAaBIISIFOTCS
Tororpaduyeckre ykazaTelu: HocTeiutaxHsie (mpuioxernne N 1), a mpu OoibpmoM KonmuyectBe (OHIOB -
nodonoBsIe (prtokeHue N 2).

2.38. M3MmeHeHus1, TpOUCXOISIINE B Pa3MEIICHUN JTOKYMEHTOB, JTOJKHBI CBOEBPEMEHHO OTPAKATHCS B
TonorpaUIECKuX yKa3aTelsx.

2.39. B xo/1e IpOBEPKHU HAIMYMSI U COCTOSIHUS apXUBHBIX JTOKYMEHTOB B apXHUBE OpraHU3al1u:
yCTaHaBIMBAETCs (pakTUYeCKOe HATMUME SIUHHIl XPAaHEHUSI M COOTBETCTBHUE YUETHBIM JJOKYMEHTaM;
BBISIBIIIFOTCS. M YCTPAHSIOTCS HEOCTATKU B YUETE JJOKYMEHTOB;

BBISIBIIIFOTCS] OTCYTCTBYIOIINE JOKYMEHTBI U OPTaHU3YEeTCs PO3BICK;

BBISBJISIIOTCS. M yYUTBHIBAIOTCS  JOKYMEHTHI,  TpeOymoomue  NpOPWIAKTHUYSCKOH  W/HIU
pecTaBpalioOHHO-IPOPUIAKTUYECKOW 00pabOTKH.

BbusBIIIOTCS M yUMTBHIBAIOTCA 3JEKTPOHHBIE JIOKYMEHTHI, TpeOylollue Iepe3anucd Ha HOBbIE
3JIEKTPOHHBIE HOCUTEIH, IPOBOJUTCS KOHTPOJIb (PU3MYECKOTO U TEXHUYECKOTO COCTOSIHUS €MHULL XPAaHEHHUS,
OCYIIECTBJISIETCS POBEPKA HA HAJTMUUE BPEIOHOCHBIX KOMIIBIOTEPHBIX ITPOIPAMM.

2.40. TIpoBepka HaMH4Ms U COCTOSHUS JOKYMEHTOB Ha OyMa)KHBIX HOCHUTENSX MPOBOJIUTCS B apXHBE
OpraHu3aliy KOMHCCHEW WM HE MEHee 4YeM JAByMs pabOTHHKaMu HE pexe omHoro paza B 10 mer,
ANIEKTPOHHBIX IOKYMEHTOB - HE PEeKe OJIHOTO pasa B 5 JieT.

2.41. IIpu npoBepKe HATHUHUS U COCTOSIHUS JOKYMEHTOB B apXUBE OPTaHU3alMHd HEOOXOUMO:

COXPaHATh TOPSAOK PACIONIOKEHUS JOKYMEHTOB Ha CTelllakaX, B IKkaax u KOHTEWHepax B
COOTBETCTBUM ¢ TomorpadpuueckuMu ykazatensMu. [Ipy HM3MEHEHHMHM pPACIONOXKCHHS 181 HEe0OXO0IUMO

CBOCBPCMCHHO ACIATh COOTBCTCTBYIOIUC 3aIICU B TOHOFpa(bI/ILICCKI/IX YKa3aTesx;

ImoMelaTh Ha MCECTa HAJICKAIICTO XPaHCHHUA O6HaPY)KeHHI)Ie BO BpPEMA IMPOBCPKU HEHPABUIIBHO
PaSMEIICHHBIC CAUMHNUIBI XPAaHCHU A,

HU3bIMaThb C HOCHC,HYIOHIGIZ U30JIIUeH AOKYMCHTBI, 3apaKCHHLBIC IUJICCCHBKO WK JIpYTUMU
OHOJIOTHYECKUMH BpCAUTCIISIMU (,Z[J'I}I AOKYMCHTOB Ha 6yMa)KHOM HOCI/ITGJIQ);

HU3bIMAaTh CAWMHUIBI XPAHCHUA SJICKTPOHHLIX HTOKYMCHTOB, COACPIKAIIMUC BPCAOHOCHBIC KOMIIBIOTCPHBIC
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IpOrpaMMBbI, TOMEIIATh Ha CIIEIUATbHO BIICJICHHYIO MOJIKY (B SIIKK) Ui MOCIeAyoel 00padoTKy;
M3bIMATh U pa3MeIlaTh BCJIE] 32 YUYTCHHBIMU JI€J1a, HE BHECEHHBIE B OITUCH.

Brecenue BBISIBICHHBIX B XO0AC MNPOBCPKKU HCYUYTCHHBIX ACII B OMNHUCH 3alpCUIACTCA. Hey‘lTeHHBIe JAciia
nojasuexar o0paboTKe U ONMUCAHUIO TIOCTIE 3aBEPILIECHUS TIPOBEPKHU.

2.42. IIpoBepka HalIM4Ms U COCTOSIHMS JOKYMEHTOB IPOBOJUTCS ITyTEM CBEPKH ONMCATENIBHBIX CTaTeH
OIMCH C ONUCAHUEM JeJ Ha O0JI0KKaX.

duznyeckoe COCTOSTHUE AeT OMPEACIICTCA IIYTEM BU3YAJIBHOTO ITPOCMOTPA.

JlenaTh Kakue-IMOO MOMETKH WM 3allMCU B ONMUCAX el U JAPYTMX YUYETHBIX JOKYMEHTaX 3alperaercs.
B koHue kax o nmpocMoTpeHHoi onucu nenaercd 3anuch "ITIPOBEPEHO" ¢ yka3anuem Homepa 1 JaThl aKkTa
MIPOBEPKU HAIMYUS U COCTOSIHUS JOKYMEHTOB.

2.43. IlpoBepka HaJIW4Yus M COCTOSIHUS JOKYMEHTOB CUMTA€TCA 3aBEPIICHHON II0CIE€ BHECEHMS
WU3MEHEHUH, BBIBICHHBIX IIPOBEPKOMH, B yUETHBIEC JJOKYMEHTBI apXUBA.

ITo pe3ynbTraTam MpPOBEPKH COCTABISETCS aKT NMPOBEPKU HAIMYMUS U COCTOSHUS apXHUBHBIX JTOKYMEHTOB
(mpunoxxenue N 3). IIpu oOHapyX eHUH OIIMOOK B YUYETHBIX JIOKYMEHTaX COCTaBIISETCS aKT O TEXHUYECKHX
omMnOKax B yYETHBIX JOKyMeHTax (npuioxkenue N 4). B cnmyyae oOHapyXeHUs! JOKYMEHTOB, HE OTHOCSIINXCS
K JaHHOMY (OHJIy, apXWBY OpraHM3alllM, HEYyUTEHHBIX, TAaK)K€ COCTaBISETCS COOTBETCTBYIOLIUH aKT
(npunoxenue N 5). Yka3aHHble aKThl MOANUCHIBAIOTCS HCHOIHUTENSMU U YTBEP)KIAIOTCS PYKOBOAMTEIEM
OpraHU3alMK WIK €r0 3aMECTUTENIEM, KyPUPYIOLIUM AESTelbHOCTh apXHBa.

2.44. Econ HpOBCpKOfI HaJIMYUA U COCTOAHUA NJOKYMEHTOB YCTAHOBJICHO OTCYTCTBUC JICJI U JOKYMCHTOB,
OpTraHu3yCTCA UX PO3BICK.

Po3bIicK apXHMBHBIX JOKYMEHTOB, HE OOHApY>KCHHBIX B XOJ€ IMPOBEPKH, OPraHU3yeTCs C MOMEHTa
BBISIBIICHHSI OTCYTCTBHS M ITPOBOJIUTCS B TEUSHHE OHOTO roja. Ha nema, He oOHapy)KeHHBIE B XOI€ IPOBEPKU
HAJINYHS U COCTOSIHUS IOKYMEHTOB, COCTABIISIETCSI aKT 00 yTpare TOKYMeHTOB (TpmiioskeHue N 6), KOTOPBIN
paccMaTpuBaeTcs SKCHEPTHOM KoMHccHer (IeHTpaIbHOW JKcrepTHOM komuccueit) (manee - DK (IIDK)
OpraHu3alMi U YTBEPXKAACTCS PYKOBOIUTEIIEM OpPraHM3allud WM ero 3amectuteneM. K akTy mpuiiaraercs
CIpaBKa O MPOBEACHUH PO3bICKA, MOATOTOBJICHHAS U MOANMCAHHAS JIULIOM, TIPOU3BOJUBIIUM MPOBEPKY. AKT
00 yTpare ITOKYMEHTOB NIPEACTaBISIETCS B COOTBETCTBYIOUIMI T'OCYJApCTBEHHBIM (MYHUIIMIIAIbHBIN) apXUB
WIA YIOJHOMOYECHHBIH OpraH HCIONHUTEIBHONH BiacTH cyObekra Poccuiickoit ®emepanmmu B obiactu
ApXWBHOTO JIeNa JJIsl IPUHSITHS PEIICHUS O CHATHH YTPAYSHHBIX JIET C yUJeTa.

2.45. I[OKYMCHTBI BBIJAIOTCA H3 AapXHUBOXpaHWIIMIIA Ha OCHOBAHUMHW IIMCBMCHHOT'O Pa3spCIICHUA
PYKOBOAUTCIIAA apXuBa OpraHu3aliu HWJINW €ro 3aMECTUTCIIA (eCJ'II/I ApXUB SBJISACTCA y‘lpe)K,Z[eHI/ICM),
PYKOBOOUTCIIA CTPYKTYPHOT'O MOAPA3ACIICHUA OpraHu3alluu:

paboTHUKAM CTPYKTYPHBIX TOPa3ACICHUN OpraHu3alnu;

Cy21€6HBIM, HpaBOOXpaHI/ITeJ'II)HI)IM N HWHBIM yr[OJ'IHOMOLIeHHI)IM opraHaM B COOTBCTCTBUU C
3aKOHOJaTeNbCcTBOM Poccuiickoit denepannu;

HWHBIM II0JIB30BAaTC/IAM 110 IMCBbMCHHOMY 3asBJICHHUIO.
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JIOKyMEHTBI BBIIAIOTCS U3 apXUBOXPAHWIMIL] HA CPOK, HE MPEBBILIAIOIINI:

OJIHOTO MECsIIIa - I UCTIOIb30BaHUs paOOTHUKAMHU OPraHU3alMK U MHBIMU MOJIb30BATEISIMU;

IIECTH MECSIEB - CyJeOHBIM, IPAaBOOXPAHUTEIBHBIM U MHBIM YIIOJIHOMOYEHHBIM OpTaHaM.

[Ipo/yieHre yCTaHOBJIEHHBIX CPOKOB BBIJAUM JOKYMEHTOB JIOMYCKAETCS C pa3pelleHus] PyKOBOAMUTENS
OpraHM3allii Ha OCHOBAaHHWU THCHMEHHOTO MOJTBEP)KJICHUS I0JIb30BaTENsl O COXpaHeHHH/OOecreueHun
COXPAaHHOCTH JJOKYMEHTOB.

2.46. Brijaua TOKyMEHTOB U3 apXMBOXPAHMIIUILA PETUCTPUPYETCS B KHUTE BbIIAYM JIeNT K 0POPMIIAETCSL:

3aKa30M (CIIy»eOHOI 3aIMCKOI) Ha BhIIAUY JET;

aKTOM O BbIJa4€ JIel BO BPEMEHHOE II0Jb30BaHME - MPH BbAAYe B CTOPOHHUE OpraHU3alUU
(npunoxenue N 10).

[Ipu TpaHcmOpTUpPOBKE A€ Ha JIOObIE PACCTOSIHUS 00ECIIEUYMBAIOTCA MEPHI M0 OXpaHE U 3alUTe UX OT
BO3/I€HCTBHS BPEAHBIX (PaKTOPOB OKPYIKAIOLIEH Cpebl.

2.47. Beinady TOKyMEHTOB Ha OyMa)XHOM HOCHUTENIEC M3 apXUBOXPAHUIIHILA U TIPUEM HX 00paTHO, B TOM
YHClie B CIy4ae HEOOXOIMMOCTH MOJIMCTHYIO IPOBEPKY HATTMYUS U COCTOSTHUS JOKYMEHTOB Iepe/l BhAauei u3
APXUBOXpAaHWJIMIIA W IHOpHU BO3BPATC, IMPOU3BOAUT paGOTHI/IK APXUBOXpaHW/IMIIIA B HNPUCYTCTBHUU JIMIIA,
MOJTy4aromero (BO3BPAIAOIIETo) JIea.

BwmecTo BbITaBaeMBbIX M3 apXHBOXPAHWIHUINA CAWHHI] XPAHCHHS W OMUCEH N1eJ, JOKYMEHTOB JOJIKHA
pasMeniathesl Kapra-zaMmectuTenb nena (mpuiokenue N 7). Ilpu Bo3BpamieHuH Jena KapTa-3aMecTHTENb
U3bIMAETCS U XPAaHUTCS B apXHUBE OPraHU3allid 0 MUHOBAHUS HaJJOOHOCTH.

[ena, BbI1aBaeMble U3 apXUBOXPAHUIIUINA, JOJHKHBI IMETh apXUBHBIN MH(p, MPOHYMEPOBAHHBIE TUCTHI,
JIUCT-3aBepuUTENh Aeia (mpuwiokenue N 8) u JIMCT UCTIONb30BaHUs TOKYMEHTOB (TipriiokeHue N 9).

IToaroTroBka apXMBHBIX JOKYMEHTOB K BbIJA4€ U3 ApXUBOXPAHWIINIIA BKIIIOYAET:

BBIEMKY apXHMBHBIX JOKYMEHTOB;

CBEpPKY apXHMBHOTI'O IM(pa U 3aroJ0BKOB C OIMCHIO J€J1, JOKYMEHTOB;

IPOBEPKY (PU3NUECKOr0 COCTOSIHUSA AeTIa.

DJNEKTPOHHBIE JOKYMEHTHI BBIIAIOTCA U3 apXUBOXPAHWINILA B BUJIE SJIEKTPOHHBIX KOIMI WM KOMHUH Ha
OymaxknoMm Hocutene. [Ipu HEOOXOAMMOCTH 3aBEpEHHs KOIMUM AIIEKTPOHHBIX TOKYMEHTOB HCHOJIb3YETCs
3JIEKTPOHHAS IOANUCh PYKOBOIAUTENSI OPraHMU3alMy WM YIOJIHOMOYEHHOTO MM JOJDKHOCTHOTO JIMLA WIH
MIPOM3BOJUTCS 3aBEpEHUE KOMHUH TOKyMEHTa Ha OyMa)kHOM HOCHUTENE B YCTaHOBJIIEHHOM Nopsake (IMyHKT 5.14
Hacrosux [TpaBu).

2.48. JlokyMeHTBI U3 apXUBOXPAHWIMILA, KaK ITPABUIIO, HE BBIIAIOTCS:

IIpU HAJINIHUU (I)OHI[E[ IIOJIB30BaHUAA,
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Haxo4dg1muecs: B HEYy TOBJICTBOPUTCIIBHOM (I)I/ISI/I‘ICCKOM COCTOsIHUU.

2.49. B opraHuzanuu JOJDKHBI OBbITH pa3paboTaHbl IUIAaHBI KOHKPETHBIX MEpONPHUATHH U JApYyrue
HOPMATHUBHBIE JIOKYMEHTBHI, pEeriJaMeHTUpPYIOIIHE MOpSAOK padoThl B UYPE3BBIYANHBIX CUTyalUsX, HOpU
BO3HUKHOBEHUU KOTOPBIX HEBO3MOXKHO 00€CHEUYUTh COXPAHHOCTh ApXUBHBIX IOKYMEHTOB.

C cozpepkaHMeM IJIAHOB MEPONPUATUN U JPYTMX HOPMATUBHBIX JTOKYMEHTOB, ONpPEAEISIONUX paboTy
apxyBa OpraHU3alMM IpPU YPE3BbIYANHBIX CUTyallUsAX, AOJDKHBI OBITh O3HAKOMJICHBI PAOOTHUKU apXuBa
OpraHu3aLuHu.

III. YYET JOKYMEHTOB APXUBHOI'O ®OHJIA POCCUNICKON ®EJIEPAITN
N APYTUX APXNBHBIX TOKYMEHTOB B OPI"TAHU3ALINUN

3.1. quTy ImoAJIC)KAaT BCC XpaHAIIHUECA B apXHMBC OpraHu3aliii JOKYMCHTBI, BKIO4Yas JOKYMCHTBI I10
JINYHOMY COCTaBY, KOIIMHU JOKYMCHTOB (I)OH,[[a II0JIb30BaHUA (HpI/I HaJ'II/I‘II/II/I) " OIIMCH ACJI, HIOKYMCHTOB.

3.2. Opranuzanus, SBJISIOMASACS UCTOUHUKOM KOMIUIEKTOBAHUS T'OCYJApCTBEHHOTO (MYyHHMIIUIAIBHOTO)
apxuBa, IPEJACTaBISET B TOCYJApCTBEHHBIM (MYyHULMIAIbHBIN) apXuB YYETHbIE CBeIACHHUS 00 o0beme U
COCTaBe XPAHAIIMXCS B apXWBE OpPraHM3alUM JOKyMEeHTOB ApxuBHOrO ¢oHma Poccuiickoit ®enepauuu u
JIPYTUX apXHMBHBIX JOKYMEHTOB B COOTBETCTBUM C PernamMeHToM rocydapCTBEHHOrO yueTa JOKYMEHTOB
ApxusHoro (ponna Poccuiickoii deneparuu, yTBepKIeHHBIM ITpuka3oM Pocapxusa ot 11 mapra 1997 r. N 11
(3apeructpupoBad MuntoctoM Poccuu 8 uronst 1997 r., peructpaunonsslii Homep 1344).

3.3. OCHOBHBIMH €JMHUIIAMH y4€Ta APXUBHBIX JOKYMEHTOB SBIISIOTCS:
apXuBHBIN poH;
€IMHULIA XPAaHEHUS - JeJ10, AIEeKTpoHHOe Aeo (MyHKT 4.34 Hactosumx [Tpasu).

3.4. EnununaM XpaHeHUs MPUCBAaUBAIOTCS yUETHbIE HOMEpA, SBJISIONIMECS YacThbl0 apXUBHOTO mudpa.
CBenieHus 0 cocTaBe eIMHMIL XPAaHEHUS U UX KOJIMYECTBE (PUKCUPYIOTCS B YUETHBIX JOKYMEHTaX apXuBa.

ApxuBHbli muQp (0603HaYeHNHE, HAHOCUMOE B JIEBOM HM)KHEM YIJIy Ha K&Ky €IMHUILY XpaHEHUS B
Hensx oOecrevyeHus yuera M MISHTU(UKALMU) COCTOUT M3: HOMEpa apXUBHOrO (poHMIa; HOMEpa OMHUCH JIel,
JIOKYMEHTOB; HOM€pa €IMHUILbl XpaHEHUSI.

ApxuBHBIH MU IEKTPOHHBIX JTOKYMEHTOB, XpPaHUMBIX Ha 000COOJIEHHBIX AJIEKTPOHHBIX HOCHTEISIX,
yKa3bIBaeTCsl Ha BKJIaJbIIIE, BIOXKEHHOM B QyTisip HocUTENsl. APXUBHBIA MIHUQP INEKTPOHHBIX TOKYMEHTOB,
XpaHUMBIX B MH()OPMAIIMOHHON CUCTEME apXHBa, ABJSAETCS 00s3aTeIbHBIM 3JIEMEHTOM OIMCAaHUS KOHTEHHepa
3JIEKTPOHHOIO TOKYMEHTA.

35. B ApXUBC OpraHu3anuu BEAYTCA OCHOBHBIC (065138.T€JIBHLIC) U BCIIOMOTAaTCIIBHBIC YUYCTHBIC
JAOKYMCHTEIL. CocraB u (bOprI OCHOBHBIX YUYCTHBIX JOKYMCHTOB OIIPpCACIIAOTCA B COOTBCTCTBUH C
HacCTOAIINMH HpaBI/IJ'IaMI/I. CocraB u q)OpMI)I BCIIOMOI'aTCJIbHBIX YYCTHBIX AJOKYMCHTOB OHNPCACIAIOTCA
APXHUBOM OpraHu3alinuu CaMOCTOATCIIbHO.

3.6. B cocTaB 0CHOBHBIX (00sI13aTENIbHBIX) YUYETHBIX TOKYMEHTOB apXUBa OPraHU3alMH BXOJIAT:

KHUT'a yyeTa MOCTYIMJICHUs U BBIOBITHS Jie]l, TOKYMEHTOB (npuiioxkenue N 11);

www.consultant.ru Crpanuua 14 un3 69
HafeXHasa npaBoBan noaAepXxkKa


https://dit.consultant.ru?req=doc&base=LAW&n=15216&date=24.03.2020&dst=100013&fld=134
https://dit.consultant.ru?req=doc&base=LAW&n=15216&date=24.03.2020&dst=100013&fld=134
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru

Mpukas MuHkynbTypbl Poccun ot 31.03.2015 N 526
"06 yTBEpPXAEHUM NPaBWN OpraHM3aLumn XpaHeHus,
KOMMNNIEKTOBAHUS, y4eTa 1 UCMON...

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 24.03.2020

cncok pouaos (mpunoxxenue N 12);

et ¢ponaa (npunoxenue N 13);

ONUCH e, JoKyMeHToB (npuioxenus N 14, 15, 16, 17, 18);
peectp onuceit (mpuioxenue N 19).

3.7. B xHUTY y4eTa TOCTYIUICHHUS M BBIOBITHS JIeJ, JOKYMEHTOB IIOCIIEOBATEIBHO BHOCATCS BCE
NIEPBUYHBIC U MOBTOPHBIC MOCTYIUICHUs (BBIOBITHA) A€, JOKyMeHTOB. Kaxmoe mocTymieHue (BbIOBITHE) B
npezenax 0OTYETHOTO Tojia MoJydYaeT MOPSAKOBbI HOMEpP B BaJIOBOM MOCIIEIOBATEIIBHOCTH.

Exxeromno Ha 1 siHBapsh MOJBOMMTCS WMTOT KOJMYECTBA TOCTYMHBIIUX M BBIOBIBIIMX 3a TOA eI,
JIOKYMEHTOB.

3.8. Criucok (poHIOB BeneTcsl B apXvWBE OpTaHU3AINH, XPaHSIIEM JTOKYMEHTHI Oosiee ofgHoro ¢onma. B
CIUCOK (OHJIOB apXUBHBIM (OHJ 3alUChIBa€TCAd TOJBKO OJMH pa3, MPH IEPBOM MOCTYIUIEHHH B apXHB
opraumzauuu. I[lo cnmcky (oOHIOB B BajJOBOM MOpPSIKE €My HPUCBAWBACTCS YYETHBIH HOMEpP, KOTOPBIN
COXpaHseTCs 32 HUM BO BCEX YUETHBIX JOKYMEHTaX.

B cnyuyae mepenaun apxuBHOTO (OHIA B JIPYroil apxuB, BKJIIOYEHHUS €r0 B COCTaB OOBEIUHEHHOTO
apXMBHOTO (OHJA WM BBIACICHHUS BCEX JOKYMEHTOB K YHHUTOXXCHHMIO OCBOOOIMBIIMIACS HOMEDP IPYyromy
apXuBHOMY (DOH/y HE IPUCBAUBAETCSI.

OObenMHEHHBIC apXUBHBIE (DOHIBI W apXHBHBIC KOJUICKIIMH YYUTBHIBAIOTCS Ha OOIIMX OCHOBAHUSX.
OObequHEHHOMY apXMBHOMY (OHIYy, OOpa3oBaHHOMY M3 apXHMBHBIX (POHIOB, paHee YUTEHHBIX
CaMOCTOSITENILHO, IPUCBAUBAETCSI HOMEP OJHOTO U3 apXUBHBIX (DOHIOB, BKJIIOYCHHBIX B €0 COCTaB.

B apxuBax opraHuzanuii - MICTOUHUKOB KOMIUIEKTOBaHUS FOCYJaPCTBEHHBIX (MyHUIIMTIATbHBIX) apXUBOB
MPOCTABJISETCSI HOMEpP apXUBHOTO (POHIA, 32 KOTOPBIM OH yYTE€H B TOCYJapCTBEHHOM (MYHHIIMIIAIHLHOM)
apXuBe, U KOTOPBIM COXPAHSIETCA 32 HUM MOCJIE MOCTYIICHHS €ro JOKYMEHTOB Ha MMOCTOSIHHOE XPaHEHHE.

Haspanue apxuBHOro (onma BHOCHTCS B CHHCOK ()OHIOB Ha OCHOBAaHUU HCTOPUYECKOM CIPABKU K
(OHIy WM TUTYJIBHOTO JIUCTA OIMCHU €T, JOKYMEHTOB.

HasBanue apxuBHOTO ()OHIA COCTOMT U3 TOJHOTO M (B CKOOKax) COKpAaIlEHHOTO HaMMEHOBAHHMS
(doHmo00pa3oBaTens, ¢ yKa3aHHEM €ro MOJYMHEHHOCTH, MECTOHAXOXKICHHS, JaT CO3JaHMs M JIMKBHIALIUH.
Ecnu nanMeHoBanue ¢onmooOpa3oBaTesiss U3MEHIIOCh, TO B CHHCKE (DOHIOB YKa3bIBAaeTCs €ro MOCIEIHEe
Ha3BaHMWE B pPAMKax IIEpHOJA, 3a KOTOPBIM NPHUHATHI JOKYMEHTHL. Bce mpenpiaymme nepeuMeHOBaHUs
OTMEYArOTCs B JTUCTE HOH/IA.

Ha3Banue 00beIMHEHHOTO0 apXUBHOIO (JOHIA COCTOUT M3 0OOOLIEHHOr0 Ha3BaHMs BKIIOYEHHBIX B HETO
apXUBHBIX (DOHJIOB, U3 MEPEYHs HA3BaHUI CMEHSABIIMX JIpYT Apyra opranuzanuii. KoHkpeTHble HauMEHOBaHUS
BCEX OpraHu3aluid, JOKYMEHTbl KOTOPHIX BOLUIM B OOBEIUHEHHBIH AapXWBHBIM (OHI, a TaKke HX
MEPEMMEHOBAaHM YKA3bIBAIOTCA B JIUCTE (POH/A.

B Ha3BaHUM apXUBHOW KOJUIEKIIMU YKa3bIBAaETCS MPHU3HAK (IPU3HAKK) €€ (POPMUPOBAHHUS.

E)I(@FOJIHO Ha 1 AHBapsg K CIHUCKY (bOH)IOB COCTAaBJIACTCA HTOroBas 3allUMCb O KOJIUYCCTBC APXUBHBIX
(1)0H,Z[OB, IOCTYIIMBIIUX H BBIOBIBIIUX B TEUYCHHE roga, u 06IHeM KOJIMYECTBE ApPXHUBHBIX (1)0H,I[OB,
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HaxXOoIKNXCA Ha XpaHCHHUU B apXUBC.

Cnucok (bOH,I[OB 3aK/II049acTCA B  TBCPAYIO O6.IIO)KKy, JIMCTBI  HYMCPYIOTC, COCTABJISACTCA
JINCT-3aBCPUTCIIb.

3.9. Jluct donHma cocraBiseTcs Ha KaKIBIM apXWBHBIN (OHI. B HEeM y4YHTHIBAIOTCS BCE OMUCH JIET,
JIOKyMEHTOB (hOH/IA.

Jluct doHma MOKET OBITH MEPECOCTaBJICH TOJBKO B CIIydae, €CJM OH HEUCIPABUMO MOBPEXKICH WIIH
HepecTaeT OTpaxkaTh (PaKTUIECKOE COCTOSIHUE U 00beM apXHMBHOTO (oHIa. B ciydae mepecocraBieHus jucra
¢donma panee AeiicTBOBaBIIMHU JHCT QoHIA MomemiaeTcs B neio ¢goHga. B BepxHem mpaBoMm yriay oOoux
aucToB GoHJA MenaroTcst OTMeTKH: "JIucT mepecoctaBieH" ¢ yKa3aHUEM JIaThl IEPECOCTABIICHUS, TIOJDKHOCTH
Y TIOJIITUCH COCTaBUTEIIS.

Jluctel GoHIOB XpaHATCS B MOpsAAKE HOMEpPOB apXuBHBIX (oHAOB. K Kaxmoll mamke cocTaBisercs
JMCT-3aBEPUTEIIb, i€ YKA3bIBAIOTCSA HaualbHbIE U KOHEUHbIE HOMEpA ApXUBHBIX (POHIOB U 001Iee KOJTMUECTBO
apXHUBHBIX (POHJIOB, JIUCTHI KOTOPHIX HAXOAATCS B MAIKe.

3.10. B omnwmcu aen, AJOKYMEHTOB (TOJOBOM pa3Jiele OMMCH [, JOKYMEHTOB) €IWHUIIBI XpPaHEHUS
YUYHUTBIBAIOTCSI B COOTBETCTBUU C CUCTEMATU3AIIMEH 32 TOPSIKOBBIMH YYETHBIMH HOMEPAMU.

[TepBomMy TO0OBOMY pa3zeiy OIHWCH JIed, JOKYMEHTOB ()OHJa MPUCBAMBACTCS HOMEP IO JUCTY (OHMA,
BCE MOCIEAYIOLIUE TOI0BbIE Pa3/Ieibl YUUCIISITCS 3a JaHHBIM HOMEPOM JI0 3aBEPILIEHUS OIMHUCH.

He nomyckaeTcss MPUCBOCHHE OMMCSM JIeN, JOKYMEHTOB OJMHAKOBBIX YYETHBIX HOMEPOB B Mpeeiiax
oHOTO (poHTA.

B KOHIC BCCX OK3CMIUIKIPOB OIKMCU A€, OJOKYMCHTOB [JCJIAaCTCd HUTOroBad 3alucCb, B KOTOpOﬁ
YKa3bIBACTCA KOJIMYCCTBO HAXOAANIUXCA Ha XpPAHCHUW CAWHHIL XPaHCHUA, HepBbeI u HOCHGI[HI/Iﬁ HOMCpa
CAWHUIL XPaHCHUS IO OIMMCH, YKA3bIBAIOTCA UMCIOIIHUECA MPOITYCKU HOMEPOB, JIUTCPHBIC HOMEPA, BBLIOBIBIIINIE
CAWHUIBI XpaHCHUA 1 OCHOBAHUEC BBIOBITHAL.

ITocme KaXXJI0I0 IOCTYINICHUA HWIIU BBIOBITHS AOKYMEHTOB COCTaBJIACTCA HOBasi HTOroBasA 3alllMCh K
OIMUCHU [CJI, NOKYMCHTOB, KOTOpad HNOANHCBIBACTCA €€ COCTABUTCIIEM C YKa3aHHUEM JOJIDKHOCTH W OAThI
COCTaBJICHMA.

Ecnu onuch nen, JOKYMEHTOB COCTOMT M3 HECKOJBKHX TOJIOBBIX pa3/ielioB, TOMOB, UTOrOBasi 3alKCh
COCTaBJISIETCSl K Ka)XXJAOMy TOJIOBOMY pas3zenly, TOMYy; KpOME TOro, K KaKJOMYy IOCJIEIYIOIIEMY [OJOBOMY
pazzeny, TOMy B HapacTarolleM HOPSAKE COCTaBISETCS] CBOAHAsI UTOTOBas 3aIlUCh.

FOI[OBI)IG pa3acibel, €ClIh OHHM HE SABJIAIOTCA 3aKOHYEHHOMN OIIMChbIO, HC TIOAIIMBAKOTCA U HE
MEPCIICTAOTCA; OHU XPAHATCA B ApXUBC B ITAIIKaX.

3akoHUYEHHAs OIMUCH JIeT, IOKyMEHTOB JO0JKHA BKIIFOUaTh He Oonee 9999 enuHuIl XpaHeHHs.

3aKoHYEHHAasi OMUCH JeJ, TOKYMEHTOB BMECTE C TUTYJIbHBIM JIMICTOM U CIIPABOYHBIM amnmnapaTtoM K Hei
3aKJII0YAETCs B TBEPYIO O0JIOKKY, HyMEpYyeTcs U MOIIINBAECTCS WU MEepEeIUIeTaeTCsl.

Ka>1<21as[ 3aKOHYCHHas ONUCh A€, AOKYMCHTOB, TOM OIIMCU [O€J1, AJOKYMCHTOB OOJDKHBI HWMETH
JIMCT-3aBCPUTCIIb.
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3.11. Ilpn HamMuuM B apXuBe OpPraHM3aLUH ABYX M OoJiee ONMUCEW JieN, JOKYMEHTOB BEIETCS PEecTp
onuceil (mpunoxenue N 19).

Onucu fgenn, JOKYMEHTOB BHOCSTCS B PEECTp ONHMCEH B XPOHOJOTUYECKOM MOCIEI0BATEILHOCTH
NOCTYIUICHUA MO COOTBECTCTBYIOIMMHU IMOPAAKOBBIMHA HOMCPAMH.

B peectpe ommceit (GhUKCUPYIOTCS OCHOBHBIE JaHHBIE IO COCTaBY KaXKIIOM IMOCTYMHBIINCH B apXuB
OpraHM3alMK OIKCH eI, TOKYMEHTOB: HOMep (poHIa, HOMEp OIKCH, KOJIMYECTBO €IMHUI] XPaHEHUS B OIUCH,
KOJIMYECTBO JINCTOB B OIIMCHU U €€ dK3EMIUISAPOB.

3.12. JIns 1eHTpaaTu30BaHHOTO TOCYAApPCTBEHHOTO ydeTa JOKyMEeHTOB ApxuBHOro ¢onmga Poccuiickoi
@enepalli B apXuBE OpraHU3alUM, SBISIIOIIENHCS MCTOYHUKOM KOMIUIEKTOBAHUSA TIOCYJapCTBEHHOTO
(MyHULIMIIAIBHOT'0) apXKBa, COCTABIIAETCS NACHIOPT apXHUBa opraHuzauuu. <1>

<1> @opma mnacnopra apxubBa OpraHU3alMM YCTAaHOBJIEHAa PergaMeHTOM roCyAapCTBEHHOIO yyeTa
NOKyMeHTOB ApxuBHoro ¢onga Poccuiickoit @enepanun (yTBepxkaeH npukazom Pocapxusa ot 11 mapra
1997 r. N 11, 3apeructpupoan Muntoctom Poccun 8 urons 1997 r., perucrtpanrionsslii Homep 1344).

3.13. ApXuB OpraHu3aluy MOKET BECTU TAK)KE€ y4eT B aBTOMaTU3UPOBAHHOM PEKUME - B BUJE YUETHBIX
6a3 nannbix (B/1).

Yuernble Bl NpUMEHSIOTCS BO B3aUMOCBA3M C Apyrumu uH(popmanuonusiMu BJI, umerommmucs B
apXuBE€ OpPraHu3alliu, U JIOJDKHBI OBITh COBMECTHMBI C COOTBETCTBYIOIIUMU yueTHbIMH b/l rocyaapcTBeHHBIX
(MyHUITMTIATBHBIX ) APXUBOB M OPTaHOB YIIPABJICHUS APXUBHBIM JIETIOM.

3.14. Y4eTHblE NOKYMEHTBI apXUBa OpraHU3alluy, KPOME OMHMCEH e, TOKyMEHTOB, IPEIHA3HAYAtOTCS
IS CITy’K€OHOTO MOJIb30BAaHMS U ITOJIB30BATENSIM HE BBIIAIOTCA.

3.15. Y4er mocTymieHus U BBIOBITUS 7€, JOKYMEHTOB B apXHMBE OpPraHMU3allMM OCYIIECTBISETCS Ha
OCHOBaHUMU:

Oonmucu nacji, JOKYMCHTOB CTPYKTYPHOI'O IMOAPA3ACIICHUSA W TOAOBOTO pas3aciia CBOJIHOM OIHCH pI(SA) S
JAOKYMCHTOB OpPraHU3aIuu;

HOMEHKJIATypbl [l OpraHM3alliM, 3aMEHSIOLIEH T0/J0BOM pa3iesl CBOJHOM ONMCHU JAel, JOKYMEHTOB
OpraHu3aIliy;

aKTa 0 TEXHUYECKHUX OMMOKAaX B YUYETHBIX JOKyMeHTax (mpuioxenue N 4);

akTa 00 OOHapyXCHHU IOKYMEHTOB (HE OTHOCSIIUXCA K JaHHOMY (OHIY, apXWUBYy, HEYYTCHHBIX)
(mpunoxxenue N 5);

akTa 00 yTpare JOKyMeHTOB (npuioxenue N 6);
aKTa IprueMa-Iepeadn apXuBHbIX JOKYMEHTOB Ha XpaHeHue (npuioxxkenue N 20);

aKTa O BBIJCJICHUU K YHHUYTOXKEHHIO apXHUBHBIX JIOKYMEHTOB, HE MOJUISKAIINX XPAHEHUIO (IIPIIIOKEHNE
N 21);
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aKTa O HCUCIIPABUMBIX MMOBPCIKACHUAX APpXUBHBIX JOKYMCHTOB (HpI/IJ'IO)KeHI/IC N 22)

Ha ocHOBaHMM yKa3aHHBIX JOKYMEHTOB BHOCATCS HEOOXOAMMbIE M3MEHEHUS B OCHOBHBIC
(oOs13aTenbHBIC) yUETHBIE TOKYMEHTHI apXUBa:

B KHHUIY ydeTa IOCTYIUIEHUS M BBIOBITHS 1€, JNOKyMeHTOB (mpuioxkenue N 11) u B nuct ¢onaa
(mpunoxenue N 13) - mpu KakJIoM U3MEHEHHH B COCTaBe U 00beME IOKYMEHTOB apX1Ba OpraHU3allly;

B cnucok (GoHnoB (mpuiokenne N 12) - mpu MOCTYIUIEHUH HOBOTO apXMBHOTO ()OHJIA UM BBHIOBITUU
BCEX JIeN, JOKYMEHTOB, HAXOUBIIETOCS Ha XpaHEHUHU apXUBHOTO poHma <1>;

<I1> B rpage "Otmerka 0 BbIObITHH (oHIA" crucka (OHIOB YKa3bIBAETCS, KyJa BHIOBLI apXHBHBIH
¢doHI, a TaKKe JaTa U HOMEp JOKYMEHTa, HA OCHOBAaHUU KOTOPOTO OH BBIOBLIL.

B peectp omnucedt (mpunoxkenue N 19) - npu mocTyriaeHUH HOBOM OMMCH WM BBIOBITUH BCEX €IUHUIL
XpaHeHus, HaXOUBIIEHCs HAa XpaHEeHUU onucu. Homep BBHIOBIBIIIEH OMUCH APYTHM OMHCSM eI, TOKYyMEHTOB
HE NMPUCBAUBAETCS U OCTACTCS CBOOOTHBIM;

B OIKCH JIEN, IOKYMEHTOB - TIPU KaXJIOM MOCTYIUICHUH ¥/WJIA BBIOBITUU JIEN, JOKYMEHTOB, YITCHHBIX B
AHHOM OITHCH.

COOTBeTCTBYIOHH/Ie N3MCHCHHA BHOCATCSA BO BCIIOMOT'aTCJIbHBIC YUCTHBIC TOKYMCHTEI.

Bce axThl, JOKYMEHTUpYIOLIUE Pe3yJbTaThl apXUBHBIX Pa0OT, BKIIOYAIOTCS B Jei0 (hoHAA, KOTOpOe
3aBOJUTCS HA KK (HOH/, HAXOASIINIACS HA XPAHEHUU B apXUBE OpraHMU3aIlHH.

Jeno ¢oHma, Hapsay ¢ JOKyMEHTaMM, OTpaXarollUMH HCTopuio ¢oHaa U (GoHmooOpa3oBaTens,
BKJIIOYAET YUETHBIC JOKYMEHTBI, XapaKTePHU3YIOIe n3MeHEeHHs (HOHIa.

IV. KOMIUIEKTOBAHUE APXNBA OPTAHU3ALINN NOKYMEHTAMU APXUBHOI'O
OOHIA POCCUNCKOU OEAEPALIMU 1 IPYTIMUN APXUBHBIMU IOKYMEHTAMU

4.1. Jloxymentsl ApxuBHoro ¢onna Poccuiickoit @enepaiiuul 1 TOKyMEHTHI BpeMeHHbIX (cBbime 10 jer)
CPOKOB XpaHEHHUS, B TOM YHUCJE MO JIMYHOMY COCTaBYy, NEPENAIOTCS B apXHB OpraHU3AIMHM HE paHEe, yeM
yepe3 OAMH I'oJl U HE MO3HEe, YeEM Yepe3 TPH rojia ocsie 3aBepIleHus Ael B AeTONPOU3BOJICTBE.

JIOKyMEHTBI TI0 JTUYHOMY COCTaBY TOCYAAPCTBEHHBIX TPAKIAHCKUX CIYXKAIUX U MYHHUIIUTATBHBIX
CIIy’KallliX, YBOJEHHBIX C TOCYJAapCTBEHHOM TPaKIAHCKOW CIIy>)KObl WJIM MYHUIUMIAIBHON CITyXOBbI,
NepealoTCcsl B apXUB OpraHu3aluy 1o ucredeHnu 10 jget co IHs yBOIbHEHUS.

4.2. Jlena BpeMeHHbIX (10 10 jeT BKIIOYMTENBHO) CPOKOB XpaHEHMsI B apXuB He nepenarorcsa. OHu
XpaHATCSA B CTPYKTYPHBIX MOJpa3lelIeHUSX OpPraHHu3allMd M MO HUCTEYEHUH CPOKOB XPAHEHMs IOJJIEKAT
YHUUTOKEHHUIO B YCTAHOBJICHHOM HOPSJIKE.

B uckiounTenbHbIX Cilydasx MO PEIIeHHI0 PyKOBOJAWTENSI OpraHMu3aluu jaena BpeMeHHbIX (1o 10 mer
BKJIFOUHUTEJIBHO) CPOKOB XPAHEHUS MEPENaloTCsl B apXUB OpraHU3alMy M0 OMMCAM Jell, JOKYMEHTOB WM I10
HOMEHKJIAType JEl.
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4.3. JIoKkyMEHTHI IOCTYMNAIOT B apXUB OpPraHU3ally I0CJE MPOBEAEHUS DKCIIEPTU3BI IEHHOCTH.

4.4. Pemenuss o BKIOYeHMH B cocTaB ApxuBHOro Qonma Poccuiickoit Penepannu KOHKPETHBIX
JOKYMEHTOB TPHUHUMAIOTCSI SKCIEPTHO-IPOBEPOUYHBIMU KOMUCCHSIMH  (peiepalibHBIX TOCYJapCTBEHHBIX
ApPXWBOB W YIOJHOMOYCHHBIX OPIraHOB HCIIOJIHHUTEIBHOW BiacTH cyOBekToB Poccuiickoit ®exeparuu B
oOyactu apxuBHOTO jena (nanee - OIIK apxuBHOro yupexaeHus) B npeaenax KOMIETeHINH.

4.5. Llenpro sKCrepTU3Bl HUEHHOCTU JOKYMEHTOB B OPraHU3allUuu SBIISICTCS:

0TOOp TOKYMEHTOB JJIsl BKIIIOUEHHsI B cocTaB ApxuBHOTo GoHaa Poccuiickoii ®deneparum;

BBISAABJICHUC NOKYMCHTOB, HC ITOJJICIKAIIIUX ,ZlaJ'ILHefIH.IeMy XPpaHCHUIO.

3KCHCpTH3e IICHHOCTHU IIOHJICIKAT BCC IIOKYMCHTBI opraHmauI/m HE3aBUCHUMO OT BHUJIOB HOCI/ITCJIeﬁ nu
CIIOCO0OB 3aIlNCH.

Jlo mpoBeneHusT SKCIEPTU3bl [IEHHOCTH B COOTBETCTBUU € NMyHKTamu 4.6 - 4.13 Hacrosmmx [IpaBun
YHUUYTOXEHUE IOKYMEHTOB 3aIlpeIacTCs.

4.6. 9KCHepTI/ISa HEHHOCTHU NTOKYMCHTOB IIPOBOAUTCA HAa OCHOBC!:

JIENCTBYIOILErO 3aKOHOJATENbCTBA U MHBIX HOPMAaTUBHBIX IPaBOBBIX akTOB Poccuiickoii ®dexnepanuu B
00JIaCTH apXUBHOTO JieNia, UHPOPMALUU M JOKYMEHTALIMOHHOTO 00eCTieueH sl yIPaBICHUS;

TUIIOBBIX, BEJJOMCTBEHHBIX U UHBIX NIEPEUHEN JOKYMEHTOB C yKa3aHUEM CPOKOB UX XpPaHEHMsI, TUTIOBBIX
Y IPUMEPHBIX HOMEHKJIATYp JIe.

4.7. B opraHuzaunuu Ui IPOBEAEHUS 3KCIEPTU3bl LIEHHOCTH JIOKYMEHTOB CO3JaeTcs HKCIEepTHast
xomuccus (manee - OK) <1>. B opranuzanusx, UMEIOIUX CIOXKHYIO CTPYKTYpPY W/WIM MOABEIOMCTBEHHbIE
OpraHM3aliy, CO3AAI0TCS LIEHTPAJIbHbIE dKCIIEpTHBIE KomuccuH (panee - [[OK).

<1> Jlna npoBeAeHUS OKCHEPTU3bl LEHHOCTH HAYYHO-TEXHHYECKOM M JPYrod CHeHHaIbHON
JIOKYMEHTAIlMU B OPTaHU3alUuK MOKET ObITh co3/iaHa DK, BKITtoUaroas COOTBETCTBYIOIIUX CIIEUAINCTOB.

4.8. IIBDK (OK) sBnsgercs coBemaTeNbHbIM OPraHOM IpU PYKOBOAMTENE OPIraHU3aLlUH, CO3/1aeTCs
MIPUKA30M OpPTraHU3alluHU, IEUCTBYET HA OCHOBAHUU TIOJIOKEHUS.

3amaun u ¢yskmun [[OK (OK) opranuzanmu - UCTOYHMKA KOMIUIEKTOBAHUS —OMPEISISIFOTCS
TIOJIOKEHUEM, YTBEPKIaEMbIM PYKOBOJIUTEIIEM OpraHU3AIIHH.

4.9. OcuoBHoil 3amaueri [[OK (OK) sBnsercs opraHuzamusi U TPOBEACHHE SKCIEPTU3BI IIEHHOCTH
JIOKYMEHTOB.

OcnoBHbiMU QyHKLIHsAME [IOK (OK) sBasroTes:
OpraHu3aIMsl €XKeroTHOro 0TOOpa Jes sl XpaHEHHs U YHUUTOXKEHUS;

pPacCMOTPCHUC U COTJIIACOBAHUC ITPOCKTOB HOMCHKIJIATYPHBI €I OpraHu3anuu, oImceit ACJI, JOKYMCHTOB
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IMOCTOSAHHOTO U BPEMCHHBIX (CBBIH_Ie 10 J'ICT) CPOKOB XpaHCHU:A, B TOM YHUCJIC 110 JIMYHOMY COCTaBY, dKTOB O
BBIACIICHUU K YHUYTOKCHHUIO OCJI, HC IMOAJICIKAIINX XPAHCHUIO, U IPYT'UX aKTOB,

[IOJAFOTOBKA IPENJIOKEHUN 00 ONpEENIEHUU CPOKOB XPaHEHUS JOKYMEHTOB, HE IPEAYCMOTPEHHBIX
nepeuHsMu <1>, u 00 W3MEHEHUU CPOKOB XPAaHEHHUS! OTIEJIbHBIX KAaTEropuil TOKyMEHTOB, YCTaHOBIJIEHHBIX
MIEPEYHIMU;

<I> OK opraHuzanuii, nepegaromiuX TOKYMEHTHl Ha XpaHEHHE B TOCYJapCTBEHHbIC AapXHUBBI,
MIPEICTABIIAIOT COOTBETCTBYIOMUE TpeuiokeHns DIIK apxuBHOro yupexneHus.

ydacTue B IMOJIOTOBKE M PACCMOTPEHHUU MPOEKTOB HOPMATHUBHBIX U METOAMYECKHX JTOKYMEHTOB I10
BOIIpOCaM paboThl ¢ JOKYMEHTaMH B OPTaHU3alINY;

METOAMYECKOE PYKOBOJCTBO paboTaMu B 00dacTu oOECreYeHHs COXPAHHOCTU JOKYMEHTAIbHOIO U
apXUBHOT'O ()OHIOB OPraHU3ALIH.

4.10. 3KCHCpTI/I3a HNCHHOCTHU NOKYMCHTOB B OpraHu3aliu IMpoBOANUTCA:

B JICJIONIPOU3BOJICTBE - IIPU COCTABJICHUU HOMEHKJIATYpPhl /€] OpraHU3alluy U IPHU MOATOTOBKE AEN K
neperaye B apXus;

B apXHMBE OPTaHU3AIINH - B MPOIIECCE MOATOTOBKH JIeJ K Mepeade Ha MOCTOSIHHOE XpaHEHHE.
4.11. DxcnepTU3a IEHHOCTH JOKYMEHTOB MPOBOJIUTCS €KETOTHO.

[To pe3ynbpTaTaM SKCTEPTU3bI [IEHHOCTH B CTPYKTYPHBIX MOAPA3JCICHUSX OPTaHU3AIMH COCTABIISIFOTCS
OIHCHU JIeNT CTPYKTYPHBIX MOAPA3EICHUN: MMOCTOSHHOTO, BpeMeHHBIX (cBbline 10 JeT) cpoKoB XpaHEHHS, IO
JUYHOMY cocTaBy (mpuioxkenne N 23, 24), Ha OCHOBE KOTOPBIX B apXUBE OPraHU3allMU COCTaBISIOTCA
TOJIOBBIE Pa3/eibl COOTBETCTBYIOIIMX CBOJIHBIX OMHUCEH /€T, JOKYMEHTOB.

Ha gema ¢ WCTEKMIMMH CpOKaMH XpaHEHUS B CTPYKTYPHBIX IOPA3ICICHHUSIX OpraHU3aIluu
COCTABJISIFOTCS TIPEUIOKEHUS K aKTy O BBIJICJICHUM K YHUUITOXKCHUIO JJOKYMEHTOB, HE MOJUIC)KAIIUX XPAHECHHIO
(mo dopme akra, npunoxenue N 21).

Ha ocHoBe mnpeanoxeHWi CTPYKTYPHBIX MOApa3leNeHUN Ciry>k0a IeONpOU3BOJCTBA OpPTraHU3AIUH
COCTABJISIET AKT O BBIIECJICHUM K YHUUTOXKEHUIO TOKYMEHTOB, HE ITOJIEKALUX XpaHeHuto (npunoxxenue N 21).

Jlena BKITFOHAIOTCS B KT O BBIJICJIICHUU K YHUUYTOKEHUIO JOKYMEHTOB, HE MOJIEKAIUX XPAHEHUIO, €CITU
MPEyCMOTPEHHBIN JIJI1 HUX CPOK XpaHEHHUs UCTEK K | sTHBaps rojia, B KOTOPOM COCTaBJIEH akKT.

Hena ¢ ormerkoit "JIIK" <1> moanexar MOJUCTHOMY MPOCMOTPY B LEJSAX BBIABICHUSA JTOKYMEHTOB,
MOJIJIeKAINX MMOCTOSHHOMY XPaHEHUIO. BBISBIEHHBIE B TaKuX JAeNlaX JOKYMEHTHl MMOCTOSHHOTO XpaHEHUS
BBIJICTISIIOTCS. ¥ IPUCOETUHSIOTCS K OTHOPOJAHBIM JieTiaM Wi (POPMUPYIOTCS B CAMOCTOSITENILHEIC JIeNa.

<1> Otmerka "JOIIK" o3Hauaer, 4TO YacTb JOKYMEHTOB MOXXET ObITh OTHECEHAa K CPOKY XpaHEHHs
"MocTOsTHHO"
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OctanbHble 10KyMeHTHI ¢ oTMeTkol "JIIK" BkitouaroTcs B akT Ha yHU4TOXeHHE. [Ipu 3TOM oTMeTKa
"OIIK" B akTe HE yKa3bIBAETCA.

Onucu Ha Aciia, JOKYMCHTBI IMOCTOAHHOI'O XPAaHCHUA U IO JIUYHOMY COCTAaBY M AKThl HA YHUYTOXKCHUC
TOKyMEHTOB paccMmarpuBaroTcsi Ha 3acenanuu [[OK (OK) omgHoBpemenHo. [lo utoram paccmorpenus 1[[OK
(BK) cornmacoBbIBalOTCS OMUCH /€N, JOKYMEHTOB IMOCTOSIHHOTO XPaHEHUS U M0 JIMYHOMY COCTaBY U aKThI O
BBIJICTICHUH K YHUYTOXXCHHUIO TOKyMEHTOB.

CornacoBannbie LIOK (OK) oprannzanuu onucu Aen JOKyMEHTOB (TOJIOBBIE Pa3/ieibl) MPEACTaBIAIOTCS
Ha paccmotpenue IIIK:

MOCTOAHHOI'O CPOKa XPAaHCHUS - HA YTBCPIKACHHUC,
I10 TUYHOMY COCTaBYy - Ha COrJIaCOBAHHUCE,

OIIK YTBEPXKAACT OIMCH ACIT IMOCTOAHHOI'O XpaHCHHSA MW COIJIaCOBBIBACT OIMCH A€ II0 JUYHOMY
COCTaBy.

Onucu fnen, AOKyMEHTOB (TOAOBBIE pa3fenbl) HampaBisAloTcss Ha paccmorpenue OIIK B Tpex
9K3eMIUIIpax Ha OyMa)XXHOM HOCHUTENE M OJHOM 3K3EMIULIPE Ha 3JIEKTPOHHOM HOCHUTENE uepe3 3 roja mnocie
3aBepILEHHs eIl B AEIO0IPOU3BOJICTBE.

[Tocne ytBepxknenust u corsacoBanus JIIK omwmced nen, TOKYMEHTOB OINMUCH W AKT O BBIICJIICHUH K
YHUUTOKEHUIO JOKYMEHTOB, HE MOJICKALUX XPAHEHHUIO, YTBEPKIAIOTCA PYKOBOJUTEIEM OpraHU3allMH,
MOCTIE Yero Jela, BBIAEICHHBIE 110 aKTy K YHUYTOKEHUI0, MOTYT OBITh YHHUTOKEHBI.

4.12. Opranuzanyu, B JEATEIBHOCTH KOTOPBIX HE CO3JAal0TCA JOKYMEHThl ApXHBHOTrO (oHzaa
Poccuiickoit denepannu, co34at0T ONUCHU A€ 110 JINYHOMY COCTaBYy U OIUCHU JeJ1 BpeMeHHBIX (cBbiwe 10 ser)
CPOKOB XpaHEHHS U 00ECIIEYNBAIOT UX COXPAHHOCTD.

OpraHmauI/m TAKXKE COCTaBJIAIOT AKTBI O BBIACIICHHMU K YHHYTOXCHHIO JOKYMCHTOB, HC IMOIJIC)KAIIUX
XpaHCHHUIO, W YHHYTOXAIOT YKa3aHHBIC AOKYMCHTBI II0 HCTCYCHHMHU CPOKOB HX XPAHCHHSA TOJBKO IIOCIIC
COCTaBJICHHA T'OAOBBIX Pa3aCiIOB onuceu ACJI IO JIMYHOMY COCTaBYy 3a COOTBCTCTBYIOH_II/Iﬁ nepuoa U HX
YTBCPIKACHUSA PYKOBOAUTCIICM OpPraHU3alnu.

4.13. Jlena Ha OyMa)XHOM HOCHUTEJNE, BBIJIEICHHBIE K YHUYTOXXEHHIO, NEPEJAIOTCS HA YHUUYTOKEHUE
(yTunusanuio) 1o axkTy O BBIACJIEHMU K YHUYTOXEHHIO JOKYMEHTOB (mpuioxenue N 21), a Takxke Ha
OCHOBaHUU MHBIX JOKYMEHTOB, MOATBEPKAAIOMIMNX (aKT CAAYU JOKYMEHTOB HAa YHUUYTOXKEHHUE (YTHIIN3ALIUIO).

DJEeKTPOHHBIE Jefla C HUCTEKIIMMHU CPOKaMM XpaHEHMs IOJAJEKAT BBIACICHMIO K YHUYTOKEHHIO Ha
OOIIMX OCHOBAaHUAX, IIOCIE YEro IMPOBOAUTCS MX (U3NYECKOe YHHUYTOKEHHUE WIM YHUUYTOXKEHUE
MIPOrpaMMHO-TEXHUYECKMMHU CPEACTBAMU C COOTBETCTBYIOIIEW OTMETKOM B AaKT€ O BBIICIEHUM K
YHUUTOKEHUIO JOKYMEHTOB (rpuiioskenue N 21).

4.14. Ilns oGecrieueHus mopsnka (HOPMUPOBAHHS W yyeTa Jed B JIEIONPOU3BOJACTBE OpraHU3AIMU
COCTaBJIsIeTCS] HOMEHKJIaTypa Jie.

4.15. HomeHnknaTypa Aen 3aKperuisieT KiacCUpUKauuioo (rpynIUpOBKY) UCHOJHEHHBIX JOKYMEHTOB B
nena (PMEKTPOHHBIE JieNla) M SBISETCS OCHOBHBIM YUYETHBIM JOKYMEHTOM, OTPaXKarollMM COCTaB U
OpTaHMU3AINI0 JOKYMEHTAILHOTO (JOHA OPraHU3alINH.
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4.16. HomeHkaTypa Aei sSBJISIeTCS OCHOBOM Il COCTABJICHUS ONMHUCEH /1€, TOKYMEHTOB MOCTOSIHHOTO U
BpeMeHHBIX (cBblmie 10 JeT) CpoKOB XpaHEeHMs, a TakXke JUIsl ydera Jen BpeMeHHBIX (mo 10 mer
BKJIFOUUTEJIBHO) CPOKOB XPAHEHUS.

4.17. HoMeHKIIaTypa Il OpraHu3aliy pa3padaThiBaeTCs HA OCHOBAHWHU THITOBBIX, BEJJOMCTBCHHBIX U
WHBIX MepeYHel IOKYMEHTOB ¢ YKa3aHUEM CPOKOB XPaHCHHSI, HHBIX HOPMATHUBHBIX MTPABOBBIX aKTOB, & TAKKE
TUIOBBIX M MPUMEPHBIX HOMEHKJIATYP JIeJ.

Tunosas u MMpUMCEPHAsA HOMCHKIIATYPbI JCJI pa3pa63TblBa}0Tc51 OopraHaM¥ 1 OpraHu3anusMn, UMCIOIINMU
B IIOJYUMHCHNHN CETh OAHOTUITHBIX OPFaHI/IBaI_[I/Iﬁ.

TumnoBas HOMCHKJIaTypa YCTaHaBJIMBACT COCTAaB JCJI, 3aBOAVWMBIX B OJHOTHIIHBIX OpraHu3aluviax, H
ABJIACTCA HOPMATUBHBIM JOKYMCHTOM.

[IpuMepHass HOMEHKIIATypa yCTaHaBIMBAET NMPUMEPHBIA COCTaB JEJ, 3aBOJMMBIX B OpPraHU3alHsAX, Ha
KOTOPBIE OHA PACIPOCTPAHACTCS, U ABJIACTCS PEKOMEHAATEIbHBIM JOKYMEHTOM.

4.18. HoMeHKkaTypa Jie1 OpraHu3aliy COCTaBIIseTCs 10 yCTaHOBJIEHHOU (opme (mpuitokenne N 25) Ha
OCHOBAaHMM HOMEHKJIATYp /1€ CTPYKTYPHBIX NoApa3aeicHuil (mpuinoxenue N 26).

Opranu3zanuy - ICTOYHUKU KOMIUIEKTOBAHHUS FOCYAAPCTBEHHBIX (MYHULMIIAIBHBIX) apXUBOB OIMH pa3 B
5 ner <1> cornacoBbiBaloT HoMeHkiatypy zgen ¢ DK (OK) opranmszanmum u mpencTaBisiioT €€ Ha
coriacoBanue cootBercTByromux OIIK wnmm rocygapcTBeHHOro (MyHUIMIAIBHOTO) apXuBa, COIJIACHO
IPEOCTABICHHBIM MY ITOJIHOMOYHUSIM.

<I> B cnyuae u3MeHeHMs (QYHKUMH W CTPYKTYphl OpraHM3allMd HOMEHKIATypa JAed MOJICKHT
[IEPECOCTaBJICHUIO, COTTIACOBAHUIO U YTBEPKICHUIO.

Opranuzaiuy, B JeSTEIBHOCTH KOTOPBIX HE CO3/aloTcs JTOKyMeHThl ApxuBHoro ¢onaa Poccuiickoit
®denepanyy, yTBEpKAAIOT HOMEHKIATYPY A€ CAMOCTOSITEIBHO.

4.19. 3akoHYEeHHbBIE NEIOMPOU3BOJCTBOM Jelia MOCTOSHHOTO W BpEeMEHHBIX (cBbimie 10 JeT) cpokoB
XpaHeHUs, B TOM YHCIe TI0 JUYHOMY COCTaBY, MOCJEe OKOHYAHUS KallEeHAApHOTO rojia, B KOTOPOM OHH ObLIN
3aBEJICHBI, MOITOTABIIUBAIOTCS K Mepe/iade B ApXUB OPraHU3alluy U MOIekKaT 0(hOPMIICHUIO M OITUCAHHIO.

B 3aBHCHMOCTH OT CPOKOB XpaHEHHS MTPOBOAMTCS IMOJIHOE WM YacTHYHOE odopMieHue neir. [lomHomy
0(OPMIICHHUIO TTOJIEKAT JIeJIa MMOCTOSTHHOTO M BpeMEHHBIX (CBBImIE 10 JI€T) CPOKOB XpaHEHUS U TIO JTUIHOMY
COCTaBy.

Odopmienue aen Ha GyMa)kHOM HOCUTEIE IpeyCMaTpPUBAET:

NOJIIMBKY WM TIEpeIieT JOKyMEHTOB Jiena (He(hopMaTHbBIE TOKYMEHTBI XPAHSATCS B 3aKPBITHIX TBEPIBIX
nankax Wi B KOpoOKax);

HYMEpALUIO JIUCTOB JIEN1a;

COCTAaBJICHHE JINCTa-3aBepuTeis aena (npuinoxenue N 8);
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COCTaBJICHUE BHYTPEHHEW OMUCH TOKYMEHTOB Jjieia (npunoxkenue N 27);
odopmiienue 0010xkku Aena (nmpunoxerne N 28).

IToaroroBka 3JE€KTPOHHBIX JA€] A NEpeladd B apXUB OpPraHU3alMM NPEAyCMATPUBAET COCTABICHUE
OIMCH AJIEKTPOHHBIX JeJ1, JOKyMeHTOB (mpuiioxkenus N N 17, 18).

4.20. B nemo momemaroTcs TOKYMEHTBI, KOTOPBIE 110 CBOEMY COIEP/KaHUIO COOTBETCTBYIOT 3arOJOBKY
Jiena, Mpu 3TOM 3alpellaeTcsl rPyNnupoBaTh B Jiea YEPHOBbIE U AyOJETHbIE HK3EMIUIAPBI JOKYMEHTOB, a
TaKXe JJOKYMEHTbI, OJyIeXkaliue BO3Bpary.

[Tpu popmupoBanuu ena HEOOXOAUMO COOMIOIATh CeIyoNue TpeOOBaHNU:
JIOKYMEHTBHI IIOCTOSIHHOTO M BPEMEHHOTO XpaHEeHUsI HEOOXOIUMO TPYIIITUPOBATh B OTACIbHBIC JIENIa;
BKJIIOUYATh B JIEJIO [0 OJHOMY 3K3EMIUIIPY KaXKJI0TO TIOKyMEHTa;

TpYNITUPOBATH B JIENIO JOKYMEHTHI OHOTO KAJICHIaPHOTO T'0/1a; NCKIIFOYSHHE COCTABIISIOT: TIEPEXO/ISIIHIE
nena; cylaeOHble Jerna; JUYHbIe JAea, KOTopble (JOPMUPYIOTCS B TEUEHHE BCEro nepuojaa paboThl JiMLa B
OpraHu3aIK; JTOKYMEHTBl BBIOOPHBIX OPraHOB M UX MOCTOSHHBIX KOMHCCHH, AEMYTAaTCKUX TPYII, KOTOpbIE
IPYNIUPYIOTCS 32 TEPUOJ] CO3bIBA; TOKYMEHTHI 00pa30BaTeNIbHBIX OpraHU3alui, KOTopble GOpMUPYIOTCS 3a
y4eOHbIM TO0J; JOKYMEHTBl TEaTpoB, XapaKTEPU3YIOIIME CIEHHYECKYIO JEATeNbHOCTh, B Npeaenax
TeaTpaibHOTO CE30Ha; Jeia (PUIbMOB, pyKOITUCEH, HICTOPUH OOJIE3HEH.

HpI/IKaSI)I 10 JTUYHOMY COCTaBy AOJIXKHBI I'PYHIIUPOBATHECA B A€Ja B COOTBETCTBUU C YCTAHOBJICHHBIMH
AJIs1 HUX CpOKaMU XpaHCHMU,

JOKYMCHTHI B JIMYHBIX JACJIaX paACIIOIararoTCd B XpOHOJIOTMYCCKOM MOPSAAKE 110 MEPEC IMMOCTYIIIICHUA

JIMIIEBbIE cueTa Mo 3apaboTHOH 1u1aTe pabOTHUKOB IPYNITUPYIOTCS B OTHENbHBIC JIe1a U PacloararTcs
B HUX 110 anaBuTy GaMHUINi, UMEH U OTYECTB.

Jleno Ha OyMa)KHOM HOCHUTEIIE HE JIOJDKHO cojepkarh Oomee 250 THCTOB, MpH TOIIIKUHE He Ooiee 4 cM.

4.21. JIokyMeHTBI, COCTABJISIONIME JIEJI0 Ha OyMa)XHOM HOCHTEIE, TOJIIUBAIOTCS HAa YEThIpE MPOKOJa
(Ha Tpu mpokona - A MadoQOpPMAaTHBIX JieJ) B TBEPAYIO OOJIOKKY WM MEPerieTaloTcsi ¢ Y4eTOM
BO3MOXXHOCTH CBOOOJHOTO UYTEHHUS BCEX JOKYMEHTOB, JaT, BH3 WU PE30JIONUN Ha HHUX, METaNIMYeCKUue
CKpEIUICHUS U3 JOKYMEHTOB YIAJSIOTCH.

B nauane nena Ha GyMa)XHOM HOCHUTENE MPU HEOOXOIUMOCTH MOIIUBAIOTCS JIUCTHl BHYTPEHHEH OMUCH
JOKYMEHTOB siena (npuiiokenne N 27), B KOHIE KaXJI0T0 Jiefa - JIUCT-3aBepuTelb Aena (npunoxenue N 8).

4.22. B menax oOecnedyeHHs COXPAHHOCTU U 3aKpEIJICHUsS TMOpSAKA pPACIONIOXKEHHS JIOKyMEHTOB,
BKJIIOYEHHBIX B JI€JI0 HA OyMa)KHOM HOCHUTEJIE, BCE €ro JUCThI (KpoMe JHMCcTa-3aBepuTeNis Jiesla U BHYTPEHHEH
OIMCH) HYMEPYIOTCS B BAJIOBOM IOPSAIKE apaOCKUMU IM(ppamMH, KOTOpPbIE MTPOCTABIISAIOTCS B IPAaBOM BEPXHEM
yIiy JHMcTa JOKYMEHTa MPOCTHIM Tpa@UTHBIM KapaHAAlloM WM HyMepaTopoM. YTOTpeOJeHHe YepHWI U
LBETHBIX KapaHJallel NI HyMepaluu JUCTOB 3ampemaercs. JINCTbl BHyTpEHHEN OMKMCH JOKYMEHTOB Jeia
HYMEPYIOTCS OTAEIBHO.

JIncTel JA€JI, COCTOAININX U3 HECKOJIBKUX TOMOB HJIN ‘—IaCTeI\/’I, HYMEPYIOTCA MO0 KAXKIAOMY TOMY WJIN YaCTH
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OTACJIBHO.

dororpadum, UYEpTekKH, AUArpaMMbl MU JIPYTHE WILTIOCTPATUBHBIE JOKYMEHTHI, TPEACTABISIONINE
CaMOCTOSITENIbHBIN JIUCT B Jielie, HyMEPYIOTCsl Ha 000POTHOM CTOPOHE B JICBOM BEPXHEM YTITy.

CrnoxeHHBIH JIUCT pa3BOpayMBAECTCsl U HyMepyeTcsl B MpaBoOM BepxHeM yriy. Ilpu atom mmcer moboro
¢opmara, MOAMMUTHIA 3a OJWH Kpail, HyMepyeTcsi KaK OJMH JIUCT; JIUCT, CJIO)KCHHBI W TMOALIMTHIA 3a
CepeluHy, OUICKNT NIEPEUIMBKE U HyMEPYETCs KaK OIMH JIUCT.

Jlucr ¢ HariyXo HakJIEEHHBIMH JOKYMEHTaMM (BbIpe3KaMM, BBIMMCKAaMH, (oTorpagusMu) HyMmepyeTcs
KaK OJMH JUCT. Ecin K JOKYMEHTY MOJKJIEEHB! OAHUM KpaeM ApYyrue JOKYMEHTHI (BBIPE3KH, BCTABKU TEKCTA,
IIEPEBO/IbI), TO KaXAbIH JOKYMEHT HyMEPYETCS OTAEIBHO.

HO[[IHI/ITBIG B JICJIO KOHBEPTHI C BJIOXKCHUAMU HYMEPYIOTCA, IIPU 3TOM BHA4YaAJI€ HYMEPYCTCA KOHBEPT, a
3aTEM OYCPCIHBIM HOMCPOM KaXKJI0€ BIIOKCHHUEC B KOHBCPTE.

[TogmmTeie B J1€710 JOKYMEHTBI C COOCTBEHHOW HyMepalMel JHMCTOB (BKJIOYAs I€YaTHBIC HU3IaHU)
MOTYT HyMEpOBAThCs B OOIIEM MOPSIKE WU COXPAHATh COOCTBEHHYIO HyMEpAIlUIO, €CJIM OHA COOTBETCTBYET
MOPSIAKOBOMY PACIIOJIOAKEHHUIO JIUCTOB B JIEJIE.

B cnyuasx oOHapykeHHs OOJNBIIOrO YHWCIa OMMOOK B HyMEpaluH JIHMCTOB Jeja MPOBOIUTCS
nepenyMmepanus. [Ipu HadTMYUM OTHENBHBIX OMIMOOK B HyMEpallMy JINCTOB JIela IOIYCKAeTCs yrnoTpedaeHne
JIUTEPHBIX HOMEPOB JIUCTOB.

4.23. Jlucr-3aBeputens nena (npuioxenue N 8) cocTaBiiseTcs HA OTJIEIBHOM JIUCTE, B KApTOTEKax - Ha
OTIeNnbHOM JHcTe ¢dopMaTa KapTouku. JIucT-3aBepuresnb Jena MOAMMCHIBAETCS €ro cocTaBUTeNneM. Bcee
MOCIEAYIONIME U3MEHEHHUS B COCTaBE U COCTOSHUM Jiena (TOBpPEXKICHHUsS, 3aMeHa MOIJIUHHBIX JTOKYMEHTOB)
OTMEYAIOTCS B JINCTE-3aBEPUTEIIE CO CCHIJIKOM Ha COOTBETCTBYIOIIMN aKT.

SanpemaeTCﬂ BBIHOCUTL JIMCT-3aBCPUTCIIb Ha 06J'IO)KKy JIena WA YUCTBIN O60p0T JIMCTa TIOCICIHETO
JOKYMCHTA. Ecmm neno MMOAIMXTO HIIN MEPEIIICTCHO 0e3 O1aHKa JIMCTAa-3aBEPUTECIIA, OH JOJIKCH OBITH HAKJICEH
3a BEPXHIOKO YaCTh JIMCTAa HAa BHYTPEHHIOIO CTOPOHY 00JI0KKH B KOHIIC Acia.

4.24. Ha o0010XKe JeJ1 TIOCTOSHHOTO XPaHCHHs MpPEIyCMATPUBACTCS MECTO JUIsi HAUMCHOBAHHS
rOCy/IapCTBEHHOTO (MYHHUIIMTIAIIBHOTO) apXMBa, B KOTOPBIN Jefia OpraHu3ainuy OyayT NPUHSATH (IPUIOKEHNE
N 28). Ilpu odopmieHun O0O0JOXKKH Jella HAaWMEHOBAaHHE OPTaHU3AIMH YKa3bIBACTCS IOJHOCTHIO, B
MMEHUTEIIbHOM Tajaexke. [loHOe HAWMMEHOBAaHWE BBIMICCTOSIIEH OpraHW3allMd  yKa3bIBacTCs  Hall
HAaUMCHOBAHHWEM OpTaHW3aIlMM - HCTOYHHMKA KOMIUICKTOBaHHWS (TakKe B HMMCHHTEIBHOM Tajexe). Ecim
OpraHu3aIysl WK BBIIIECTOSIIAs OPraHU3alns UMEIOT COKpAIICHHbIC HAMMEHOBAHHUSI, TO OHU YKa3bIBAIOTCS B
CKOOKax IMoCIe MOJIHOTO HAUMEHOBAHHSI.

IIpy M3MEHEHMHM HAaMMEHOBAHMS OpraHW3alUM (CTPYKTYpPHOTO MOApAa3/eicHMs) B TEUEHHUE IEpUOJa,
OXBaThIBAEMOI'0 JIOKyYMEHTaMU Jiela, WU IpHU Iepefaue Jena B APYTryl OpraHu3aluio (CTpyKTypHOE
MOJIpa3/ieieHnue), Ha OOJIOKKE Jiea JIOMHCHIBAETCS HOBOE HAaWMEHOBAaHWE JTOH OpraHu3alufl WA
OpraHHU3alH-IIPaBONPEEMHIKA (CTPYKTYPHOIO MOIpa3iesieHus), a MpekKHee 3aKII0YaeTCsl B CKOOKH.

4.25. Ha 0060Ke J1esia yKa3bIBarOTC:

HAaNMCHOBAHUC OpTraHU3allui U €€ HCIIOCPCACTBCHHAA TIOAYNHECHHOCTD,
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HaMMEHOBAHHE CTPYKTYPHOTO MOIpa3/ICICHUS;
WHJIEKC JIea;

HOMEp TOMa (4acTH);

3aroJIOBOK Jiefia (ToMa, 4acTH);,

KpaliHHE JIaThI 1e71a (ToMa, 9acTH),
KOJIMYECTBO JIUCTOB B JieJie (TOME, YaCTH);
CPOK XpaHEHHUsI JIeNIa;

apXUBHBIN MHUQD Jena.

4.26. 3aroioBok jaena Ha OyMa)KHOM HOCHTEJE M 3arojlOBOK 3JIEKTPOHHOIO Jefla MEepeHOCATCS Ha
00JIOKKY Jena (RJIEKTPOHHOTO JieJla) M3 HOMEHKIATYpbl JIed OpraHu3alud. 3arojioBOK JOJDKEH
COOTBETCTBOBATH COJICPKAHUIO JOKYMEHTOB B JIEIIE.

B Tex cnmyuasix, Korja Jejio COCTOUT U3 HECKOJIBKUX TOMOB (4acTeii), Ha 00JI0KKY Ka)KI0ro Toma (4acTu)
BBIHOCHUTCS OOIIMIA 3ar0JIOBOK Jieja, a IpU HE0OXOJUMOCTH - 3ar0JIOBOK Ka)10ro ToMa (J4acTu).

B 3aromoBkax ACJ, COACpXKAIIUX KOIHNU HOOKYMCHTOB, YKa3bIBACTCA Ha KOJUYCCTBO KOITMI.
IlognuHHOCTH AOKYMCHTOB /JICJIa B 3aI'OJIOBKC HC OrOBapHUBaCTCA.

4.27. [ena, BHECEHHbIE B TOJOBBIE pa3lelbl CBOJHBIX OMHUCEH, MMHPPYIOTCI  TMOCIe
YTBEPKACHUSI/COTJIaCOBaHUST ToJI0BOro pasfena cBoaHod omnucu OIIK  apxuBHOTO yupexaeHus u
YTBEPXKICHUS PYKOBOJUTEIEM OpraHN3aluy (10 3TOr0 apXUBHBIN MNP MPOCTABIAETCS KapaHIaIIoM).

4.28. Ha oOnoxke pnaena ykasblBaeTcs naTa jAena - roj(bl) 3aBECHHUS M OKOHYAHUS [ena B
JIeIONIPOU3BOICTBE.

Eciu B n1eno BKIIIOYEHBI JOKYMEHTHI (HAallpUMeEp, MPHIOKEHHUA), JaTa KOTOPbIX HE COBIAJAET C AATON
Jiena, TO TIoJ JaTOM ¢ HOBOM CTPOYKH JeaeTcsi 00 3TOM 3amuck: "B gene uMeroTcst JOKYMEHTHI 3a ... Tof(bl)".

JIaTa AcIa MOXKET HEC YKa3bIBATHCA TOJIBKO Ha 00105KKaX ACI, CoACPpKAIUX roJOBEIC IJIAHbI U OTYETHI U
APYruc€ 1O0OKyYMEHTEI, JaThl KOTOPEIX OTPAXKar0TCs B 3aroJIOBKax ACII.

Jaroil nen, conepalux pacnopsIuTeabHyI0, TBOPUECKYIO U MHYIO JOKYMEHTALUIO (IOKJIabl, THChMA,
CTEHOI'PAaMMBI), JUIsl KOTOPOM TOYHAs AATHUPOBKA MMEET BAXXKHOE 3HAUCHHE, a TAKXKE Ul JIEJ], COCTOAIIUX W3
HECKOJIbKUX TOMOB (4acTeil), ABIAIOTCA JaThl (YMCII0, MECALL, T'OJ]) pEruCcTpaliu (COCTaBJICHNUS, IOCTYIUICHNS)
CaMoro paHHEro U caMoro MO3HEro J0KyMEHTOB, BKIIFOUEHHBIX B /110 (KpailHue JaThl e, TOKyMEHTOB).

JaToit nmema, cojaepyamiero TMPOTOKOJBI 3acelaHui, SBISIOTCS JaThl YTBEPXKACHHS (€CIM OHU
YTBEPKIAFOTCS) WUIA JIAThI IIEPBOTO U MOCJIEIHETO MPOTOKOJIA, COCTABIISIIONIUX JIETI0.

I[aTOﬁ JIMYHOTO ACJia ABJIAKOTCA AAThI IIOAIMMCAHU IIPHUKA30B O IPUEME U YBOJIbHCHHHU JIMIIA, HA KOTOPOC
OHO 3aBCACHO.
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HpI/I 0003HaYEHNHU AaTbl JOKYMCHTA CHa4dalla YKa3bIBACTCA YUCIIO, 3aTEM MCCALl U T'O. Ywucno u roxg
0003HaYaI0TCs apa6CKI/IMI/I L[I/I(I)paMI/I, Ha3BaHUC MCCslla - CIOBOM.

Eciu nmara AOKYMCHTA HJIM OTHACJIbHBIC €C 3JICMCHTBI OIPCACIIAOTCA HpHGJII/ISPITeJIBHO, Ha OCHOBAaHUU
aHajin3a COACPIKAHUA MHOKYMCHTA, TO AdaTa WU OTACILHBIC €€ J3JICMCHTHI, HC a0COJIFOTHO AOCTOBCPHEIC,
3aK/IIOYAar0TCAd B KBAAPATHBIC CKOOKH.

4.29. O0sA3aTenbHBIMU PEKBU3UTAMU OOJIOXKKH JIeJ1a ABJISIOTCS YKa3aHUe KOJUYeCcTBa JIMCTOB B aene <1>
(mpocTaBiseTcss Ha OCHOBAaHUM JIMCTa-3aBEpUTENS JieNla) U CPOK XpaHEeHHs Jena (Ha Jenax IMOCTOSHHOTO
XpaHeHus numercs: "XpaHUuTh MOCTOSIHHO").

<1> Jlns nen Ha OyMa)kHOM HOCHUTEJIE.

4.30. Jlna yyeta AOKYMEHTOB OIIPEJCICHHBIX KAaTeropuid el Ha OyMakKHOM Hocutese (JIMYHBIE,
cyneOHble JieNa, MaTepualbl YTOJIOBHBIX JIeJ, iefia O MPUCYKICHUH YYEHBIX CTENeHEH 1 MPUCBOCHUH YUEHBIX
3BaHUM, Jiena, CBSA3aHHBIC C BbIJa4eil aBTOPCKUX CBHUJETENHCTB M MATEHTHBIX W300pPETEHHII) COCTaBIIACTCS
BHYTPEHHSISI OITUCH JOKYMEHTOB JIefa.

Ecmu nemo Ha OymMakHOM HOCHTENE TEpEIUIETeHO WM TOAIIUTO Oe3 OliaHKa BHYTPEHHEH OIMUCH
JOKYMEHTOB, TO COCTaBJICHHAs M0 YCTAaHOBJIEHHOW (hopMe BHYTPEHHSS OMHCH MOAKIEUBAECTCA K BHYTPEHHEH
CTOPOHE JIMLIEBOI 00JI0KKH Jiena.

M3MeHeHHs cocTaBa JOKYMEHTOB Jiesla (M3BATHs, BKIIOYEHUS JIOKYMEHTOB, 3aMEHa JIOKyMEHTOB
KONMsIMM) oTpaxaroTcs B rpade "lIpumedanue" BHYTpeHHEH OMMCH CO CCHUIKAMM Ha COOTBETCTBYIOIIME AKThI.
IIpu HeoOXoaMMOCTH MOTYT OBITH COCTAaBJIIEHBI HOBas MTOTOBas 3alHMCh K BHYTPEHHEH oOmucH U
JHMCT-3aBEPUTEIIb AeTIa.

4.31. [ena mnepemaroTCs B ApXUB OpPraHU3allMd IO ONMUCSAM, COCTaBJIICHHBIM B CTPYKTYPHBIX
HOJpa3IesICHUSIX.

Onucu fen cTpyKTYpHBIX MTOJIPa3/IeeHNU COCTABISAIOTCS 110 YCTaHOBJIEHHOU (opme (mpuioxenue N 23,
24) B IByX 9K3eMIUIIpax M MPEACTABIAIOTCS B apXUB OpraHU3allMy HE IO3/HEE YEM 4Yepe3 OAMH I'oJl MOcie
3aBepILEHHs JEIl B 1EI0IPOU3BOJICTBE.

OnucH cocTaBiISIOTCSI OTAEIBHO Ha Jefla IMOCTOSTHHOIO XpaHEHUs; Jejla BpeMeHHbIX (cBbime 10 er)
CPOKOB XpaHEHHs, B TOM 4YHCJe MO JUYHOMY COCTaBY, U JieJa, COCTOAILINE M3 JOKYMEHTOB, XapaKTepPHBIX
TOJIbKO JJISl JaHHOM opraHu3anuu (cyaeOHble, CIeCTBEHHbIE [Ie)1a, HayYHble OTYEThI 10 TeMaM). OTaenbHble
OIIHCH COCTABIISAIOTCS Ha €IUHMILIBI XPAHEHHs! 3JIEKTPOHHBIX JOKYMEHTOB IIOCTOSHHOT'O XpaHEHHUs; BPEMEHHBIX
(cBbrie 10 5eT) CPOKOB XpaHEHHUs, B TOM YHUCIIE 110 IMYHOMY COCTaBY.

4.32. Tlpu cocTaBiIeHMH ONKWCH [e1 CTPYKTYPHOTO TOJApA3IelieHUs COONIOMAIOTCS —CIEAYIONUe
TpeOOBaHUS:

3arojJOoBKH J€JI BHOCATCA B OIIMCHh B COOTBCTCTBHUU C HpI/IHHTOﬁ cXeMoM cucreMaTru3sallii Ha OCHOBC
HOMCHKJIATYPhI OCII;

KaXKZI0€ ACJI0O BHOCUTCAI B OIIMCH MO HMOPAAKOBBIM HOMEPOM (CCJ'II/I JACJI0 COCTOUT M3 HECKOJIBKHMX TOMOB
nim qaCTeﬁ, TO KaKJbIH TOM MJIM YaCTh BHOCSTCS B OIIMCH IO/ MOPAAKOBBIM HOMepOM);
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rpadbl ONMUCH 3aMOJHIIOTCS B TOYHOM COOTBETCTBHM CO CBEICHHUSIMH, KOTOPHIE BHIHECEHBI Ha O0JIOXKKY
zena;

rpada onucu "llpumeuanue" MUCHONB3YeTCS I OTMETOK O IpUeMe e, 0COOEHHOCTIX (PU3HMUECKOTO
COCTOSIHUSI, O Iepesaye Jesl APYTuM CTPYKTYPHBIM MOJPA3AEICHUSIM CO CChUIKOM Ha HEOOXOIUMBIH aKT, O
HAJIMYUH KOTIUH.

B xoHIle onricu Belies 3a MOCIIEAHEH ONMUCATEIBHON CTaThel 3alONIHAETCS UTOrOBas 3aluCh, B KOTOPOM
yKa3bIBalOTCs (MM(GPaMU ¥ MPOIKCHI0) KOJUYECTBO JIej, IEPBhI U MOCIEIHUN HOMEpa Jell TI0 OMUCH Je, a
TaK)K€ OTOBAPHUBAIOTCS OCOOCHHOCTH HYMEpalMu JeNl B ONUCH (HAJIWYUE JIUTEPHBIX U MPOMYIIEHHBIX
HOMEPOB).

[Tepen BHeceHHEM 3aroJIOBKOB JEJ B OITUCH MPOBEPSIFOTCS KadecTBO (hopmupoBaHuUs U 0opopMIICHUS JeIT,
COOTBETCTBUE KOJMYECTBA JIeJl, BHOCUMBIX B OIMCh, KOJMYECTBY 3aBEICHHBIX € MO HOMEHKIATypEe el
OpraHH3aIliH.

[Tpu mpocMoTpe N1en MpOBEPSIIOTCS: COOTBETCTBHE 3arojIOBKA Jiela COJIEP:KaHUI0 JOKYMEHTOB B JIETIE;
MPAaBUIBLHOCTh OQOPMIICHHSI U TPYNIHPOBKH JTOKYMEHTOB, BKJIIOUEHHBIX B JI€J0; KAUeCTBO MOJIIMBKHU WU
neperJieTa Jena; NpPaBUIBHOCTh HyMEpalMM JIMCTOB JI€a; HAJIWYUE B Jejie, B HEOOXOAUMBIX Cilydasx,
BHYTPEHHEH OMUCH Jiefla M TMPAaBHIBHOCTh €€ COCTAaBIICHUS; MPABHILHOCTH O(GOPMIICHHS OOJIOKKH Jena;
HaJWyue M TMpaBWIBHOCTH JIMCTa-3aBepUTeNs jAena. B ciiydae oOHapyXeHHs HAapyLIEHUS YCTaHOBJIEHHBIX
npasui GOpMUPOBAHUS U OPOPMIICHUS A€l OHU JOJKHBI ObITh YCTPaHEHBI.

B caywsae oOHapyxeHUs OTCYTCTBHMS JieJl, YMCISIIIUXCS IO HOMEHKIAType [ell OpraHu3alui,
CTPYKTYPHBIM MOJIpa3/ieJICeHHEM NPUHUMAIOTCS Mephbl MO po3bIicKy. OOHapyKeHHBbIE Jefla BKIIOYAIOTCS B
onuck. Ecnu mpuHATBIE MEpbl HE JAJIM PE3yibTaTOB, TO Ha HEOOHAPYKEHHBIE JIela COCTABJISIETCS akT 00
yTpaTe TOKyMEHTOB, KOTOPbIN MOAMMCHIBAETCS PyKOBOJUTENIEM CTPYKTYPHOTO MOJAPA3JCJICHUs U MepeaaeTcs
BMECTE C OIUCBIO JIeJI CTPYKTYPHOT'O MOApa3AeIeHNs B apXUB opraHu3anuu (mpuioxenue N 6).

4.33. Ilepemaua pmen B apXuB OPraHM3aLUU OCYILECTBISAETCS MO TIpaduKy, COIJAaCOBaHHOMY C
PYKOBOJUTENSIMH CTPYKTYPHBIX MOJpa3/eieHnui, NepeAalonuX JOKYMEHTbl B apXHB, M YTBEPKICHHOMY
PYKOBOJIUTENIEM OpraHU3aLNH.

B nepuon moAroToBku aen Ha OyMakHOM HOCHUTEIE CTPYKTYPHBIM MOJpa3/ieIeHUEeM K Iepeaue B apXuB
OpTraHU3alil COTPYAHHUKOM apXuBa IPOBEPSETCS MPAaBHIBHOCTh HUX (OPMHUPOBAHUSA, OQPOPMIICHHUS U
COOTBETCTBUE KOJIMYECTBA JI€JI, BKIIOUEHHBIX B OMKCh, KOJIUYECTBY €], CPOPMHUPOBAHHBIX B COOTBETCTBHH C
HOMEHKJIATypOH [Jesl opraHm3auud. Bce BbIsBIEHHBIE IIPU INPOBEPKE HENOCTAaTKM B (OPMHPOBAHUU U
oopmieHun aen pabOTHUKU CTPYKTYPHOTO MO/Ipa3/ieieHus: 00s3aHbl YCTPAHUTD.

[Ipuem-niepeniaua Jenm B apXUB OpraHU3alMM IPOU3BOAUTCS PAOOTHUKOM apxXuBa OpraHU3allyd B
NPUCYTCTBUU PabOTHHKA CTPYKTYpHOrO Tmojapasnenenus. Ha »sk3eMiuisipax ommcu e, JOKYMEHTOB
MIPOCTABJISIETCSl OTMETKA O HAJIWYUM Jiesia. B KOHIE Kak0oro sK3eMIuisipa OMMCH yKa3blBatoTcs Ludpamu u
MPOIMKUCHI0 KOJMUYECTBO (DaKTHMUECKH TMPHUHATHIX B apXWB JieJ, HOMepa OTCYTCTBYIOLIMX Jied, Jara
IIpUeMa-IepeJadn eI, a TAKKe MOANUCH JINLA, OTBETCTBEHHOTO 3a apXUB, U JIMLIA, IIEPEAaBIIEro Jea.

4.34. Ilepenaua 3JI€KTPOHHBIX JOKYMEHTOB B apXUB OpraHU3allMM MPOU3BOAMUTCS Ha OCHOBAHMM OMHCEM
JNEKTPOHHBIX JIET, JOKYMEHTOB CTPYKTYPHBIX TOJIpa3AesieHuil Mo HHPOPMAIIMOHHO-TEICKOMMYHHUKAIIMOHHON
ceTd (IpHU HAIMYUU B apXHMBE OpraHu3aluyd MHPOPMAITMOHHON CHCTEMBbI) WIH HAa PU3NICCKU 000COOIECHHBIX
MaTepHUaIbHBIX HOCUTENSX, KOTOPbIE MPEICTABIISIIOTCS B IBYX UACHTUYHBIX IK3EMILUIAPAX.
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ITpu nepenaye 351eKTPOHHBIX JOKYMEHTOB B apXHB OPraHHU3ALMHU BBIIOJIHSIIOTCS CIIEAYIONINE OCHOBHBIE
MpoIeTyphl padOTHI C TOKYMEHTaMHU:

dbopMupoBanre B HMH(DOPMAIMOHHOW CHUCTEME OpTaHHM3AIMKM AJICKTPOHHBIX JCI, SIBJISIOIIUXCS
COBOKYITHOCTBHIO KOHTEWHEPOB JJIEKTPOHHBIX JTOKYMEHTOB WM KOHTEHHEPOM »3JIEKTPOHHOTO JTOKYMEHTa,
COJIEpXKAIIMM KOHTEHT W METAQJaHHbIC DJEKTPOHHOTO JAOKYMEHTa, (ailiabl SJIEKTPOHHBIX TMOAMUCEH U
BU3YaJIM3UPOBAHHYIO KOMHIO TEKCTOBOTO 3JIEKTPOHHOTO T0KyMeHTa B popmare PDF/A;

(dbopMHpOBaHUE OMUCH IEKTPOHHBIX JEJ1, JOKYMEHTOB CTPYKTYPHOTO MO/Ipa3/ieIeHHUs;

IIPOBEPKA apXMBOM OpraHU3alMH 3JIEKTPOHHBIX JTOKYMEHTOB HA HAJIMUUE BPETOHOCHBIX KOMIIBIOTEPHBIX
IIPOrpaMM;

IMPOBEPKA BOCITPOMU3BOJAUMOCTH IJICKTPOHHBIX JOKYMCHTOB,

poBepka (PU3MYECKOr0 M TEXHUYECKOIO COCTOSHHUA HOcuTeled (mpu mepefade 3JIeKTPOHHBIX
JIOKYMEHTOB B apXUB OpraHU3allK Ha PU3MUECKH 000COOIEHHBIX MAaTepUAJIbHBIX HOCUTEIISIX);

MPOBEPKA MOUTMHHOCTH JICKTPOHHOM MOJIITKCH, KOTOPOH MOITMCAH 3JICKTPOHHBIN JOKYMEHT.

[Tpriem >MEKTPOHHBIX JOKYMEHTOB B apXUB OpraHU3aIuy M0 HH()OPMAIIMOHHO-TEIEKOMMYHHUKAITMOHHON
ceTH (IpHU HAIMYWU B apXHMBE OpraHu3aluyd MHPOPMAIMOHHON CHCTEMBbI) WIH HA PU3NICCKU 000COOIECHHBIX
HOCHTEISX 0QOPMIISIETCS COCTABJICHHEM UTOTOBOM 3alMCH B KOHIIC OIHCH JICKTPOHHBIX JIeJ, JOKYMEHTOB, B
KOTOPOU IU(ppaMH ¥ TIPOITUCHIO YKa3bIBACTCS KOJUIECTBO (DAKTHUSCKH MPUHATHIX B aPXUB JICKTPOHHBIX JICIT
¥ DJCKTPOHHBIX JIOKyMEHTOB. MTOroBas 3amuch IOATBEPIKAACTCS TMOANUCIMH COTPYTHHKA apXuBa U
COTPYAHHKA CTPYKTYPHOTO MO/pa3AeiIeHHUs, IEPEIABIIETO AIEKTPOHHBIC JIeNia U TOKYMeHTHI. [Ipu mpueme Ha
ApPXUBHOE XPAHEHUE DIIEKTPOHHBIE JieJa 3aBEPSIFOTCS DJIEKTPOHHOW MOAMHUCHIO PYKOBOJIUTEINS OpraHU3aIlluu
WJIM YIIOJTHOMOYEHHOTO UM JIOJDKHOCTHOTO JIHIIA.

[Tocme mpuema B apXWB SJCKTPOHHBIX JTOKYMEHTOB HAa (U3MYECKH OOOCOOJCHHBIX MaTePHATBHBIX
HOCHTENSAX BKIIAJBIIIN, TOMEIICHHBIC B (DYyTIISIp CIWHUIBI XpaHEHUS B CTPYKTYPHOM IOAPA3JICIICHUM,
3aMEHSIOTCS Ha BKJIAIBIIIH, OOPMIICHHBIC B apXHBE.

Ha Bruajpiniie, moMemaeMoM B Gy TSP €IUHUIIBI XpaHeHHsI, 0(pOPMIISIEMOM B apXUBE, YKa3bIBACTCS:

HAUMEHOBAHHE OpTaHU3aIUH (IIOJIHOE, COKPAILIEHHOE);

HOMep (oHJA;

HOMEp OITHCH DJICKTPOHHBIX JIEJI, JOKYMEHTOB;

HOMED JIeJia 110 OIHCH;

OTMETKA O CTaTyCe IK3EMILIIpa JEKTPOHHBIX JoKyMeHTOB: "OcH." (ocHOBHOM) min "Pal." (pabountii);

KpaﬁHI/Ie AAaTbl JOKYMCHTOB 3JICKTPOHHOI'O JCJIa,

Ipu  HEOOXOAMMOCTH O(OPMIISAIOTCS JIOTIOJHUTENbHBIE OTMETKH 00 OTpaHHMYeHUH JOCTyma K
JIOKYMEHTaM.
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Bxnagpin nomemntaercss B Gymisip (u3ndecku 000COOJEHHOIO MAaTepHaIbHOIO HOCUTENS TaKUM
00pa3omM, YTOOBI HAAMKCH Ha HeM OBLTH BHJIHBI IPU 3aKPBITOM QyTIIsipe.

V. OPTAHU3AIUSA UCITOJIb3OBAHWA JIOKYMEHTOB
APXMBHOI'O ®OHIAA POCCUUCKOU OEJEPALINN U IPYTUX APXNBHbBIX
JOKYMEHTOB OPI"TAHU3ALINU

5.1. ApxuB opraHuzanuu JOJKEH MPEJOCTaBIATh IOJIB30BATENI0 JTOKYMEHTHI ApPXHUBHOTO (oHIa
Poccuiickoit deneparuu 1 Jpyrue apXvMBHbIE TOKYMEHTBI, @ TAKKE CIPABOYHO-IIOUCKOBBIE CPEJICTBA K HUM.

5.2. JlocTyn K JOKYMEHTaM MOKET ObITh OTpaHUYEH B COOTBETCTBHH C 3aKOHOJIATEILCTBOM Poccuiickoii
Odenepanun, a TakKe B COOTBETCTBHHM C PACMOPSDKCHHEM COOCTBEHHWKA WM BIAJENiblla apXUBHBIX
JIOKYMEHTOB, HaXOJISIINXCS B YACTHOM COOCTBEHHOCTH <1>.

<1> Yactp 1 cratbu 25 PenepanbHOro 3akoHa ot 22 okts6ps 2004 r. N 125-d3 "OO6 apxuBHOM Jerne B
Poccuiickoit ®eneparun’.

5.3. [Tonp30BaTeny MpHu UCHOIB30BAaHUU JOKYMEHTOB apXHBa OpraHU3al[ii 00s3aHbI /IeJaTh CChUIKUA Ha
MECTO XpaHEHHsI JOKYMEHTOB.

5.4. CoctaB HCA apxuBa OpraHuzaliuyl OINpeNeNseTcsl COCTaBOM M COAEP)KaHUEM XPaHALIMXCS B HEM
JOKYMEHTOB, XapaKTepOM U 3aJladaMH ITOMCKA 1 MHTEHCUBHOCTBIO MCIIOJIb30BaHMsl JOKyMEHTOB.

OcHOBHBIM (00sI3aTETIBLHBIM) APXUBHBIM CIIPAaBOYHHKOM B apXHBE OPraHM3AlUU SIBJISETCS OMUCH JIEI,
JOKYMEHTOB. B jomosiHeHne B apXuBe OpraHM3alli BEAyTCsS BCIOMOTAaTeIbHbIE apXUBHBIE CIHPABOYHHMKH -
KaTaJIOTH, yKa3aTesld, UICTOPUYECcKas ClpaBKa K (OHY.

5.5. B nenax obecrieyeHusi COXpaHHOCTH, CBOEBPEMEHHOr0 OTOOpa M ydeTa M CUCTEeMaTU3aluH JIell,
HOJUIEXKALINX TOCTOSITHHOMY U BpeMeHHOMY (cBbIle 10 JieT) CpOKOB XpaHEeHHUs], B OPraHU3alUU COCTABIISAIOTCS
OIIHCH JEeJI, JOKyMEHTOB.

Omnucu coCTaBIIAIOTCS OTAEIBHO Ha Aela, JOKYMEHTBI:

[IOCTOSTHHOTO CPOKa XPAaHEHUS;

BpeMeHHbIX (cBbIe 10 J1eT) CpOKOB XpaHEeHHUS,

I10 TUYHOMY COCTaBY,

XapaKTCPHBIC TOJIBKO AJIsA JaHHOM OopraHu3anun (cyneGHHe AcJia, MaTCpUAJIbl YT'OJIOBHBIX JCJI, HAYYHBLIC
OTYCTHI 110 TeMaM).

AMHaJIOrnYHbIC OIMUCH COCTABIISAIOTCS Ha QJICKTPOHHBIC ACJIa, TOKYMCHTEI.

CBoaHbIE OMUCHU 1€, JOKYMEHTOB OpraHM3allud COCTOAT U3 TOAOBBIX DPAa3/eiioB, COCTABISEMBbIX Ha
OCHOBE IEepe/IlaHHBIX B apXWB OpraHU3alluu OMHCEN JeNl ee CTPYKTYPHBIX MOApA3JeICHUN 3a ONpeielIeHHbIE
rofibl, U CUCTEMaTU3UPOBAHHBIX B Mpejenax KakJoro roja B COOTBETCTBUHM C YTBEPXKICHHOH CTPYyKTypoi
OpraHu3alK Ha 3TOT T'OJ.
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Omnwucu e, TOKYMEHTOB COCTaBJISIOTCS MO yCTaHOBJIeHHOU dopme (mpunoxenus N 14, 15, 16, 17, 18) u
COCTOAT U3 OMHCATENIbHbIX CTAaTel €AMHUI] XPAaHEHUs, UTOIOBOW 3aIllHCH, JINCTA-3aBEPUTEINISI U CHPABOYHOTO
amnrmnapara K OIHCH.

OnucarenpHasi CTaThsl ONMMCHU BKJIIOYAET: MOPSIKOBBI HOMEp €AVHMIIBI XPAaHEHUS; WHAEKC €IMHMIIBI
XpaHeHus (10 HOMEHKJIAType JeJ); 3arojIOBOK €IMHMIIBI XPAHEHHWs, BKJIIOYAIOIIMNA yKa3aHHEe Ha HajIuudue
KOIMM, €ClIM B HEM XpaHATCS KONUU JOKYMEHTOB; KpallHUE J1aThl €AMHULBI XPAaHEHUS; CPOK XpaHEeHUs (A
omuceil 1en, JOKYMEHTOB BPEMEHHOI'O XpaHEeHHs1); KOJMYECTBO JIMCTOB B €AMHULIE XpaHEHHs. 3arojloBOK Jera
MOJKET OBITh JIOTIOJIHEH aHHOTALMEH OT/IENbHBIX TIOKYMEHTOB (TPYIIIBI JOKYMEHTOB) €IMHUIIBI XPAHEHHUSL.

B crpaBouHBIif anmapar K ONUCU BXOJAT: TUTYJIbHBIN JIMCT; COAEp KaHUE (OIVIaBIIEHUE); IPEIUCIIOBUE;
CIIMCOK COKpAIlleHUH; yKa3aTeN! K OMUCH (IIpeIMETHBIA, UMEHHOM, reorpapuueckoi).

CocraB CIIPpaBOYHOIO arrmapara K OIIMCHU 3aBUCHUT OT CPOKa XPAaHCHUA BKIOUCHHBIX B HCC JOKYMCHTOB U
HNX BHUOB.

K ommcam ACJI, JOKYMCHTOB IMOCTOAHHOI'O XpPAaHCHHUA U 110 JINYHOMY COCTAaBY COCTABJIAIOTCA TI/ITYHBHblﬁ
JIUCT, IPEANUCIOBUC, OTJIABJICHUC, TIPU HGO6XO,Z[I/IMOCTI/I - CIIMCOK COKpElH.[CHHfI, YKa3aTeJiu.

Ha TuTynibHOM JMCTE  ONMCHM  YKa3bIBAIOTCA:  IIOJIHOE  HAUMEHOBAaHUE TIOCYAApCTBEHHOIO
(MyHULMIIAIBHOTO) apXuBa (€CIM OpraHM3alUsl SBJISETCS HUCTOYHUKOM €ro KOMIUIEKTOBAHHUS), MOCIEIHEe
MIOJJHOE€ HAMMEHOBAaHUE OpPraHU3alluK, COOTBETCTBYIONIEE HA3BAaHUIO €€ ApXUBHOIO (DOH]Ia, HOMEP apXUBHOIO
(oHIa, HOMEp U Ha3BaHME ONUCH, KpaliHUe AaThl BHECEHHBIX B OIIUCh €JMHULl XPAaHEHUS.

Ecnu HanMeHoBaHHMe OpraHM3allMd U3MEHSUIOCh, HA TUTYJIBHOM JIHCTE (B cliydyae HEOOXOJUMOCTH - Ha
JOTIOTHUTEIHHOM JIUCTE) TOJ MOCIEAHNM HAMMEHOBAHHWEM OpraHU3allid YKa3bIBalOTCA B CKOOKax Bce ee
MEPEMMEHOBAHUS B UCTOPUUECKOM (XPOHOJIOTUYECKOM) MOCIIEIOBATEILHOCTH 32 MEPUO, COOTBETCTBYIOIINIA
KpallHUM J1aTaM €IMHUILl XPAHECHHSI, BKIIFOUEHHBIX B OIHUCH.

B npenucnoBuM K OMUCH KpPAaTKO W3JIArarOTCs TEPEMMEHOBAHMs OpPTaHU3AMH B HCTOPHUYECKOM
(XpOHOJIOrMYECKOil) OCIE0BATENIBHOCTH 32 IEPUO/I, COOTBETCTBYIOIIUI KpalHUM JlaTaM €IUHHI] XpaHEHUS,
BKIIIOUEHHBIX B OMNHCh. [IpenucioBue MOANMUCHIBAETCS COCTABUTENEM C YKa3aHHEM JOJDKHOCTH M JaThl
COCTAaBJICHHSI.

K onmcu nen, nokyMeHTOB BpeMeHHOro (cBbiiie 10 jieT) XxpaHeHus, Ipu He0OXOJUMOCTH TaKkKe MOTYT
COCTaBJIATHCS OIJIABJIEHUE, CIUCOK COKPAILEHUI.

Omnucu (TO0BBIEC pa3/iebl ONUCE) A€, JOKYMEHTOB COCTaBIISIOTCS:

IMOCTOAHHOI'O XpaHCHUSA - HC MEHEC UEM B UECTHIPEX ODK3CMILIAPAX: TPU HA 6YMa)KHOM HOCHUTCJIC U OAHUH -
B DJICKTPOHHOM BH/IC (B Ka4yCCTBC pa60qero 3K36MHJ’I$Ipa);

BPEMCHHOT'O (CBLIIJ_IG 10 .IIGT) XPaHCHUA - HC MCHCC UCM B JIBYX 3K3CMILIApAX;
JOKYMCHTOB 110 JIMYHOMY COCTaBy Opr aHI/ISaLII/If/’I - HUCTOYHHKOB KOMIUICKTOBAHUA T'OCYJApCTBCHHBIX
(MYHI/IIII/IHaJ'IBHI)IX) APXUBOB - HC MCHEC YEM B YCTBHIPCX SK3CMILIApax: TpU HA 6YMa)KHOM HOCHUTCIIC, OJUH - B

3JICKTPOHHOM BHJIE (B Ka4e€CTBE pab0yvero dK3eMILIspa);

JOKYMCHTOB IIO JIMYHOMY COCTaBy opraHmauHﬁ, HC ABJIAIOIMUXCA HMCTOYHHMKAMH KOMIIIICKTOBAHHA
TOCYyJapCTBCHHBIX (MYHI/II_II/IHH.J'IBHBIX) APXUBOB, - HC MCHEC YCM B TPEX 3K3CMILIApaAxX.
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Onucu (ronoBble pasfenbl omuced) Jen, AOKYMEHTOB BpeMeHHOro (cBeimie 10 neT) XpaHeHus
cornacoBbiBatoTcs ¢ LIDK (9K) opranusanuu, mocie 4ero yTBepKIarTcsl pyKOBOAUTENIEM OpraHU3alHu.

Ha paccmorpenune DIIK mnpencraBisioTcss HE MeHee ueM uepe3 3 rojia TMOocjie 3aBeplICHHS
JIEJIONPOU3BOICTBOM JI€JI, BKIIIOUEHHBIX B pa3Jien:

onucH (TOAOBBIC Pa3/Ieibl OMUCEH) /171, JOKYMEHTOB MTOCTOSTHHOTO XPaHEHUS JUTsl YTBEPKIACHUS;

onucu (TOAOBBIE pa3/ieibl OMUCEH) J1el, JOKYMEHTOB 110 JIMYHOMY COCTaBy ISl COrJIacoBaHus <1>.

<1> Omnucu ACI, JOKYMCHTOB IIO JIMYHOMY COCTaBy COIJIACOBBIBAOTCA COOTBCTCTBYIOIIHUM
TroCy1apCTBCHHBIM (MYHI/IL[I/IHaJIBHBIM) APXUBOM COTJIACHO MPEAOCTABJICHHBIM €MY ITOJTHOMOYUAM.

[Tocne yTBepxaeHust (corimacoBaHus) omuceil (romoBwIx paszzaenoB omucer) DIIK oHu yTBepkmarTCs
PYKOBOJUTENIEM OpraHU3aIl|H.

B rocynapctBeHHbIN (MyHULIMIIANBHBIN) apXUB NEPEAAIOTCS TPU SK3EMIUISIpa OMUCH AEN HOCTOSHHOTO
XpaHEeHHUs, OJMH SK3eMIUIp OMHUCH Jed O JIMYHOMY COCTaBy, YTBEp)KACHHBIX (corimacoBaHHbX) OIIK, a
TaKXke MO OJTHOMY 3K3eMIUIIPY KaXKIO0H OMUCH B AJIEKTPOHHOH (opme (B KauecTBe pabouero SK3eMInsipa).

O[[I/IH OK3EMIIIAP OIMCH ACJ IOCTOSHHOTO XpaHCHUA 1 IBa SK3CMILIApA OIMMCH ACJI IO JIUYHOMY COCTaBy
OCTAKOTCA B OpraHu3alu.

BHecenne wu3MeHeHMii B TOJOBOM pasfen ONHUCH J€d, JOKYMEHTOB IIOCIE€ €ro yTBEp)KICHHS
(cormacoBanust) DK gomyckaercst TOJIbKO Ha OCHOBaHUHU cOOTBETCTBYowIero pemenus DIIK.

5.6. Hcropudeckas cnpaBka K (DOHIY COCTOMT M3 TpeX pa3AeioB: HCTOpus (oHmooOpasoBares,
OTpa’karollasi HCTOPHIO OPTAHU3AIMHU CO CCHIIKAMHU Ha COOTBETCTBYIOLIME 3aKOHOJATENIbHBIC 1 HOPMATHBHBIC
akTel  (maTel  oOpa3oBaHMs, IE€PEHMMEHOBAaHUS, pPEOpraHU3aluy, JUKBUJIALUH, BEJAOMCTBEHHYIO
MIPUHAIEKHOCTh, CTPYKTYpY M (GYHKIUHM, UX W3MEHEHHUS, Ha3BaHUE OpPraHM3allMM - NPEIIECTBEHHHUKA),
ucropus ¢ponna (00beM, KpailHUE aThl TOKYMEHTOB, CTEIICHb UX COXPAHHOCTH, ATkl IIEPeIaud JOKYMEHTOB
Ha TOCTOSIHHOC XpaHCHHWE) U XapaKTEePUCTHKA JIOKYMEHTOB (oHOa (Pa3sHOBHIHOCTH JOKYMEHTOB,
0co0eHHOCTH (POPMHUPOBAHHS EANHUII XPAHEHHS U MX CUCTEMATU3aIlH, HATMYHE JTOKYMEHTOB, BBIXO/ISAIINX 32
XPOHOJIOTUYECKHE TPAHUIIBl JESITEIBLHOCTH (OHA000pa3oBaTelis, COCTAaB CIPABOYHOrO ammapara K (OoHLY,
MECTO XpaHEHHUS TOKYMEHTOB TI0 JINYHOMY COCTaRBY).

Hcrtopuueckas cnpaBka K (JOHAY COCTaBIseTCS B ABYX AK3EMIUIApax, OJUH - XpaHUTCS B jAene (oHa,
BTOPOI1 - mepeaeTcsi B rocyAapCTBEHHBIN (MYHULIUIIATbHBIN) apXUB.

5.7. OcHOBHBIMHU ()OPMAMU HCTIOJIb30BAaHUSI JOKYMEHTOB apXHBa OPraHU3aUH SBIISIOTCS:
MHpOpPMaLIMOHHOE oOecrieueHre pabOTHUKOB OpraHU3alluy;

UCIIOJTHEHUE 3alpOCOB  IOJIb30BATENCH, B TOM YHCIE 3alPOCOB TIpaxIaH COLUAIBLHO-IIPABOBOIO
XapakTepa;

BblJIa4a TOKYMCHTOB U J1€JI BO BpECMECHHOC ITOJIB30BaHUEC, IPEJOCTABIICHUC KOITHI APXUBHBIX JOKYMCHTOB
I10 3aIpocam HOHBSOB&T@JICIZ, B TOM 4YHCJIC B (bopMe SJICKTPOHHBIX JOKYMCHTOB.
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cDOpMaMI/I HCIOJIb30BaHUA JOKYMCHTOB apXUBa OpTraHU3alU ABJIAIOTCS TAKKE:

WH(GOPMUPOBAHHE CTOPOHHUX OpraHM3alMi O HAIWYHNH W COJCPKAHUM HMEIOIIUXCS B apXHUBE
JIOKYMEHTOB;

HCIIOJIb30BAHHUEC JOKYMCHTOB B CP€ACTBaX MacCOBOM I/IH(l)OpMaHI/II/I;

WCIIOJIH30BAaHNE JOKYMEHTOB JIJIsi TTOATOTOBKH HCTOPUKO-WUH(POPMAIIMOHHBIX MEPOTPUSTHIA: BBICTABOK,
AKCKYpCHiA, KOH(EPEHIIHIA,

BblJJa49a TOKYMCHTOB JJIsA pa6OTBI B UNTAJIbHOM (HpOCMOTpOBOM) 3aJIC apXUBa,

OpraHu3aisi JocTyna paOOTHHKOB OpraHU3allMM K JOKYMEHTaM apXuBa IIyTEM HMCIIOJIb30BaHUS
MH(POPMAIMOHHO-TEIEKOMMYHUKAIMOHHON CETH.

5.8. ApXI/IB opraHru3alvi OOJDKCH BCCTH YYCET HCIIOJIB30BaHHMA AOKYMCHTOB, B TOM YHUCJIC BbIAa4M
JOKYMCEHTOB U J1€J1, BEIJAa4HW apXHWUBHBIX CITPABOK, BBIIIHCOK, KOITHH JOKYMCHTOB.

5.9. 3anpock! noap30BaTeNeH, MOCTYNAIIME B ApXUB OpraHU3aliu, MOAPA3ACAIOTC HA TEMAaTHYECKUE
U COLIMAIbHO-TIPAaBOBLIC <]>.

<1> Hoanmyskr 5.7.1 nynkra 5.7 IlpaBun xpaHeHus.

5.10. ApxuB opranmsanuu JOJKEH pacCMaTPUBATh U UCIIOIHATH 3aIPOCHI, TOCTYIUBIINE B MHCbMEHHOU
dhopwme.

3anpoc IMOJIB30BaTCIIsl NOJDKEH COACPKATh CICAYIOIIYIO I/IH(i)OpMaI_II/IIOZ

HAUMEHOBAHHE FOPUIUYECKOTO JIUIA - aBTOpa 3arpoca (A1 rpakaaH - paMuIng, UMEHH, OTYECTBA, IPU
HaJUYUH MOCIEIHETO);

MIOYTOBBIA W/WIIN 3JIEKTPOHHBIH ajjpec, M0 KOTOPOMY JOJKEH OBITh JaH OTBET;
CBECHUSI, UHTEPECYIOIIHE MOJIb30BATENS U XPOHOJIOTHYECKUE PaMKH 3arpaniuBaeMoil "HGopMaIuy;

dbopMy TmonydyeHus Mojib3oBaTeneM HHpopMmanuu (MHPOPMALMOHHOE NHCHMO, apXHMBHAsl CIPAaBKa,
apXUBHAas BBIMKCKA, apXUBHAS KOIUS, TEMATUYECKUH TIepeYeHb, TEMAaTHUECKU 0030p TOKyMEHTOB);

JMYHYIO OJIUCH aBTOpa 3anpoca (rpakaaHuHA WIH JOJDKHOCTHOTO JIULA);

Jary.

[Ipu mocTynjaeHU B apXuB OpraHU3alMU MHTEpHET-00palleHusl (3ampoca) Mojib30BaTeNs ¢ yKa3aHUEM
ajzipeca 3JIEKTPOHHOM MOYTHI W/WJIM TIOYTOBOTO aJjpeca eMy HalpaBisieTcsl yBEJOMIIEHUE O IpueMe o0paleHus

(3ampoca) K pacCMOTPEHHIO MJIM MOTUBUPOBAHHBIN OTKa3 B paCCMOTPEHUH.

Ha 3aIlIpOChI TEMATUYCCKOI'O XapakTepa, MMOCTYIIUBIINC B apxXuB OopraHu3anuun 8(0)
I/IH(I)OpMaI_[I/IOHHO-TCHGKOMMYHHK&HHOHHOﬁ CCTH, B TOM YHCIC IIO0 CETH I/IHTepHCT, OTBET MOJKET OBITh
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HaITpaBJICH B BUAC DJICKTPOHHOT'O COO6H.[CHI/I$I 10 YKa3aHHOMY aBTOPOM 3aIIpocCa 3JICKTPOHHOMY aapecCy.
3anpoc JOJIKCH OBITh 3apCTUCTPUPOBAH B TCHCHUC TPECX pa6qux JHEH C MOMEHTA €ro MOCTYIUJICHUS.

3arpoc, He OTHOCSIIMICS K COCTaBY XPaHALIMXCS B OpraHU3alluy JOKyMEHTOB (HenpoduiIbHbIH 3ampoc),
B TE€YEHWE 7 JHEW CO IHSA PErucTpalMy 3alpoca HANPABIAECTCS B OPraHU3ALMIO, I'I€ MOTYT XPaHUThCS
He00X0IMMBbIE JOKYMEHTHI C yBEIOMJIEHHEM 00 ATOM IOJIb30BaTES.

3anpoc, HOCTyrII/IBHII/Iﬁ B apXuB OpraHu3anuu, paccMaTpuBacTCsa B COOTBETCTBUH C Tpe60BaHI/IHMI/I
3dKOHOAATCJIIbHBIX W HWHBIX HOPMATHUBHLBIX IIPABOBBIX A4AKTOB IIO pa60Te C O6paH_ICHI/I$IMI/I TpaXxJJaH U
OpeaOCTABJICHUIO TOCY JapPCTBCHHBIX (MYHI/IL[I/IHaHBHLIX) YCIyT.

OTBeT Ha NOCTYNUBIIMM B apXHUB OpPraHU3alUU 3alpoc npeaocTasisercs B TeueHue 30 qHel co AHA ero
peructparmn. C pa3pemeHus: pyKoBOJICTBA OPTaHU3AIMU 3TOT CPOK MOXKET OBITH MPOJIeH He Oosee yeM Ha 30
JTHEH, ¢ yBeloMJIeHHeM 00 3TOM 3asBUTEJIS.

5.11. OtBeTsl Ha 3ampoChl MOJIb30BATENEH, B TOM YHCIE OTBETHI Ha 3alpOChl COLHAIBLHO-IPABOBOIO
xapakTtepa, opopMIIIOTCS B (OpMe apXUBHOM CIpaBKH, APXUBHOW BBIMUCKM WM apXUBHOW KOMMH,
0(OpMIICHHBIX M 3aBEPEHHBIX B YCTAaHOBJICHHOM IOPSIKE.

[Ipy oOTCYTCTBUM [TOKYMEHTOB, HEOOXOJUMBIX [UIi HCIOJHEHHUS 3ampoca COLUAIBHO-IIPABOBOTO
XapakTepa, COCTaBJIIETCS OTBET HA OJIaHKE OpraHU3alK ¢ YKa3aHWEM IPUYUH UX OTCYTCTBHSL.

5.12. ApxuBHas cnpaBKa HOJIMCHIBAETCA PYKOBOAUTEIEM OPraHU3allMH WM WHBIM YIIOJITHOMOYEHHBIM
UM JIOJDKHOCTHBIM JIMLIOM U 3aBEpsIeTCs Me4aThio opranuzanuu (nmpuioxenue N 29).

ApxuBHas clipaBka, 00beM KOTOPOH MPEBBILIAET OJUH JIHCT, 10JKHA OBITh IPOHYMEPOBaHa.

B Tekcte apXI/IBHOI>'I CIIpaBK1U B XpOHOJ'IOI“I/IquKOI\/'I IOCICA0OBATCIBbHOCTH HM3JIararoTCAa COOBITHS C
YKa3zaHuEeM BUIOB HCIIOJIb30BAHHBIX NOKYMCHTOB, MX JaT WU HOMCPOB. B apXHBHOﬁ CIIpaBKC OOIYCKACTCA
OUTUPOBAHNEC NJOKYMCHTOB.

HecoBnanenne oTaenbHBIX CBEICHMI/TAHHBIX JOKYMEHTOB CO CBEIEHHUSMHM, M3JI0KEHHBIMU B 3ampoce,
HE SIBIISIETCS TIPEMSATCTBUEM JJII BKIIOUYECHUS UX B aAPXUBHYKO CIIPABKY, €CIIM COBHAJECHHUE BCEX OCTAIBHBIX
CBEJICHHI HE BBHI3BIBAET COMHEHUIl B TOXKIECTBEHHOCTH WA WIH (AKTOB, O KOTOPBIX TOBOPUTCS B
JIOKYMEHTaXx.

B apxuBHOW cHpaBKe JaHHBIE BOCIPOU3BOIATCA TAK, KAaK OHM M3JI0KEHBI B JIOKYMEHTax, a
pacXOKJeHUs, HECOBIIAICHNUSI M HETOYHBIC HA3BAHMsI, OTCYTCTBHE UMEHU, OTYECTBA, MHUIIMAJIOB WM HAJIU4He
TOJIBKO OJTHOTO U3 HUX JIOJKHBI OBITH OTOBOPEHBI B TEKCTE CIpaBKU B ckoOkax: "Tak B mokymenrte", "Tak B
TEKCTe opuruHaia'.

CBG,HCHI/ISI, HMCIOMIUCCA B aApXHUBE 110 3aIIpOCy O pa60Te u (I/IJ'II/I) yqeGG B HCCKOJIbKUX OpraHu3alusix,
Kacaronuecsa OJHOTO JIMIla, BKIIFOYAOTCA B OJHY apXUBHYIO CIIPABKY.

[To TekcTy apXWBHOW CHpPaBKM B KadyeCTBE NPUMEUAaHH MOTYT OBITh OTOBOPEHBI HEPa3z0OPUUBO
HAaIlUCAaHHbBIC, HCIPABIICHHBIE ABTOPOM, HE NOMJAOIIMECS IPOYTEHHUIO BCIEIACTBUE IOBPEKICHUS TEKCTa
opuruHana: "Tak B Tekcte opurnHana', "B Tekcte Hepa3oopumnBo".

B Tekcrte apXHBHOﬁ CIIpaBKH HC OOIIYCKAKOTCA HU3MCHCHUsA, UCIIPABICHHA, CYMMHUPOBAHHUC JaHHBbIX,
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KOMMCHTApPUH, COOCTBEHHEIE BBIBOJIbI UCIIOJIHUTECIIA 110 COACPKAHUIO JOKYMCHTOB, Ha OCHOBAHUU KOTOPBIX
COCTaBJICHA apXKWBHA CIIpaBKa. [oguucTku u MMOMAapKH! B apXUBHBIX CIIPABKAX HC JOITYCKAIOTCH.

B apxuBHO# cripaBKe JOKHBI OBITH PUBEACHBI ApXUBHBIE MIM(PBI 1 HOMEPA JHCTOB €IUHHI] XPaHCHHS
JIOKyMEHTOB, UCIIOJIb30BABLINXCS ISl €€ COCTABJICHMUS.

[Tlo 3ampocy monb30BaTeneil apxXWBHbIE CHPAaBKM MOTYT BbIIaBaTbCi B AJIEKTPOHHOH ¢dopMe Ha
JIEKTPOHHOM HOCHTENe JIMOO mepechbuiaTbcsl MO0 HMH(OPMAIMOHHO-TEIEKOMMYHHUKALIMOHHBIM  CETSAM.
ONEKTPOHHBIE apXUBHBIE CIPABKH 3aBEPAIOTCA DJIEKTPOHHOM IMOANKCHIO PYKOBOAMTENS OpraHU3aluy WU
HMHOI'0 YIIOJIJHOMOYEHHOI'O UM JTOJKHOCTHOTO JIMLIA.

5.13. ApxwuBHBIE BBIMUCKH OG(GOPMIIAIOTCS Ha OJIAaHKE OpraHM3aly (apXWBa OPTaHHU3AIUH) C
o6o3Hauenuem Ha3Banus Buaa nokymenta: "APXMBHAS BBIITMCKA".

B apXI/IBHOfI BBIITMCKEC HA3BAHUEC JOKYMCHTA, €TO HOMEP U AaTa BOCIIPOU3BOAATCSA ITOJTHOCTBIO.

Brinucka npou3BOAUTCS TOJNBKO U3 JIOKYMEHTa, B KOTOPOM COJIEPIKUTCS HECKOJIBKO OTHAEIbHBIX, HE
CBSI3aHHBIX MEXJy CcOOOH BOMPOCOB. Brimucka H0MmKHA BOCHPOU3BOAUTH MOJHBIA TEKCT YacTH JOKYMEHTA,
OTHOCSILLIEUCS K 3aIpOCy.

HSBHG‘-IGHI/ICM N3 TEKCTa [[OKyMeHTa JOJIDKHBI 6BITB I/IC‘-IepHaHBI BCC UMCHOIIIMECSA HAHHBIC ITO 3aHpocy.
Haqano 1 KOHEIL KaXA0I'o H3BJIICUCHHS, a TaKXeE HpOHYCKI/I OTOCJIIBHBIX CJIOB B TCKCTC I[OKyMeHTa
0003HAYaIOTCS MHOTOTOUYHNEM.

B apxuBHOI BbIIMCKE IOJIKHBI OBITH CJlI€IaHbl COOTBETCTBYIOIIME NMPUMEYAHUS U OTOBOPEHBI YaCTH
TEKCTa OpUIMHAaja, Hepa300puYMBO HANMCAHHBIC, MCIPABICHHbIE ABTOPOM, HE MOJAAIOLINECS MPOYTEHUIO
BCJIE/ICTBUE NOBPEXACHUA TEKCTa W JApyruM npuuumHam. OTIENbHBIE CIIOBA M BBIPAXKEHUS JOKYMEHTA,
BBI3BIBAIOIINE COMHEHHUS B UX TOYHOCTH, a TAK)KE MCIPABJICHMS, IIOJAYUCTKY, BBI3BIBAIOIIME COMHEHHME B HX
JIOCTOBEpHOCTH, oroBapuBarorcs: "Tak B gokymente", win "B texcre Hepa3zbopuuBo', unu "Tak B Tekcrte
opuruHana". Ilocne Tekcrta apXUBHOM BBIMMCKHU YKa3bIBAIOTCS apXMBHBIN MIM(P U HOMEpA JIMCTOB €AMHMIIBI
XpaHEHUs apXUBHOI'O JOKYMEHTA.

ApXI/IBHaSI BBIIIMCKa MOANMCBIBACTCA PYKOBOAUTCICM OpTraHHU3alli WK UHBIM YIIOJIHOMOYCHHBIM HM
AOJDKHOCTHBIM JIMIIOM U 3aBEPACTCA II€YAThIO OpraHUu3anunm.

[To 3ampocy monbp3oBaTesell apXUBHBIC BBITUCKU BBIAAIOTCSA B JIEKTPOHHOH (oOpMe Ha 3JIEKTPOHHOM
HOcUTENle JMOO TMEepechUIaloTcss MO HMH(POPMAIMOHHO-TEIIEKOMMYHHUKAIIMOHHBIM ~ CETSIM.  DJIEKTPOHHBIC
ApXMBHBIC BBIIIMCKH 3aBEPSAIOTCS DJJEKTPOHHOW IMOANUCHIO PYKOBOJWTENS OpPraHU3AlMM WA HHOTO
YIIOJIJHOMOYEHHOI'0 UM JOJDKHOCTHOTO JIMLIA.

5.14. Ha APXUBHBIX KOIIMAX, BKJIIOYass ApPXUBHBIC KOIIMKW Ha 6YMa)KHOM HOCHUTCJIC J3JICKTPOHHBIX
JAOKYMCHTOB, QapXUBHBIC H_II/I(bpbl MMPOCTABJIAIOTCA Ha O60pOT€‘ KaXxXaoro JucTa apXHBHOﬁ Komnuu, a
3aBCPUTCIIbHAA HAAIMCH U ICYATD - HA 060p0Te IIOCICOHETO JIMCTA KOIINH.

ITo 3ampocy moJyib30BaTeNe JIEKTPOHHBIE KOIMH APXUBHBIX JOKYMEHTOB BBIJAIOTCS B DJIEKTPOHHOMN
dbopme b0 TepechUIaloTCsl 0 HH(POPMAIMOHHO-TEICKOMMYHHUKAIIMOHHBIM CETSAM. DJIEKTPOHHBIE KOMUHU
ApXMBHBIX JIOKYMEHTOB 3aBEPSIOTCS SJCKTPOHHOW MOIINKMCHI0 PYKOBOJHMTENSI OPraHU3allMM WJIA HHOTO
YIIOJITHOMOYEHHOTO UM JIOJDKHOCTHOTO JIHIIA.

5.15. IloaroToBneHHEIE APXUBOM OpTraHH3allkMi OTBCTBHI HaA 3alPOChI (apXI/IBHBIe CIIpaBKH, apXHBHELIC
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BBIMMCKUA U apXHMBHbIE KOIMH) HANPABISAIOTCS 3asBUTEISIM C CONMPOBOAMTENBHBIM MHUCHBMOM MO IOYTE HIU
BBIZIAIOTCS: 3asBUTEIIIO - IIPU IIPEABABICHUN TOKYMEHTA, yIO0CTOBEPSIOLIErO JUYHOCTD, €r0 MPEACTABUTEIISAM -
NpU TPEABSBICHUM JOKYMEHTa, YJOCTOBEPSIOUIET0 JIMYHOCTh M JOBEPEHHOCTH, O(OPMIICHHON B
YCTaHOBJICHHOM ITOPSIAKE.

5.16. ApxuBHBIE CIIpaBKHM, APXUBHBIC BBINIUCKH M APXUBHBIEC KOIIWH, HAIpaBiIsE€MbIE B rOCyJapcTBa -
yuacTHUKM KOHBeHIMH, OTMEHsIoIIEN TpeOOBaHUE Jieraau3alMi WHOCTPAHHBIX O(UIUAIBHBIX TOKYMEHTOB,
noanucaHHod B [aare 5 oxTsa0ps 1961 r., 3aBepsAloTCs MPOCTABICHMEM WU 3allOJHEHHEM CIELHaTbHOTO
LITaMIIa - allOCTUJISA B COOTBETCTBUU C 3aKOHOATENLCTBOM Poccuiickoit denepannu.

5.17. I[OHYCKaeTCSI HU3BATUC U3 APXUBHBIX JCJI U BblJa4a BJIaACIbllaM HWJIM UX POACTBCHHHUKAM, B ClIydac
X IHUCBMCHHOI'O O6paHIeHI/I$I, MNOMJIMHHBIX JIMYHBIX JOKYMCHTOB O TI'pPa)XAaHCKOM COCTOAHHUU, 00
O6p&30BaHI/II/I, TPYAOBBIX KHUKCK, HC ITOJYUCHHBIX B CBOC BPEMA BJIAJICIIBIECM JOKYMCHTOB.

HOI[J'II/IHHBIG JIMYHBIC JOKYMCHTBI BBIJAKOTCA 3aABUTCIIAM C pa3pClICHUA PYKOBOAUTEIIS OpraHu3anuu 110
MMPEABABIICHHUU ITACIIOPTAa UK UHOTO JOKYMCEHTA, YAOCTOBEPAOLICTO JINYHOCTD, 100 ux POACTBCHHUKAM HJIN
HWHBIM JIMIIaM 110 JOBCPCHHOCTH, O(bOpMJ'ICHHOﬁ B YCTAHOBJICHHOM 3aKOHOJATCJIIbCTBOM Poccuiickoit
CDe;[epauHH MOopsAaKe. IlognuHHBIE JTHYHEIC AOKYMCHTBI MOTYT OBITH HaIpaBJICHbI 3a4BUTCII0 LCHHBIM
IIMCBMOM.

C u3BIMaeMBIX JOKYMCHTOB B apXHBEC OpTraHHU3alli U3roTaBJIMBAIOTCA KOIIUH, KOTOPEIC HpI/IO6HIaI-OTC$I K
JcJIaM. H3bsatue JOKYMCHTOB, a TaKXK€ 3aMCHa Ha KOIIMK OTPAXarTCid BO BHYTPCHHHUX OIIMCIAX [CJI, B
JINCTAaX-3aBEPUTECIIAX OCJI, B OIMMUCAX ACJI, JOKYMCHTOB.

W3bsiTHE M BO3BpAIllEHUE JOKYMEHTOB O(OPMIIIOTCS aKTaMu 00 H3BATHM M3 €N (BO3BpAIICHUH)
YKa3aHHBIX JOKYMEHTOB. AKTBI U JpPyrue€ JOKyMEHTbl, HA OCHOBAHHMU KOTOPBIX IPOM3BEIEHO H3bATHE
(BO3BpallleHUE) apXUBHBIX JOKYMEHTOB, BKJIIOYAOTCS B J1€710 (hOH/A.

5.18. KonnpoBaHue JOKYMEHTOB apXHMBa OPraHHU3alMM MO 3asgBKaM IOJIb30BAaTEJIC MPOU3BOIUTCS IO
pa3pelIeHUI0 PyKOBOAUTEIIS OPraHU3aMU WM HHOTO YIIOJIHOMOYEHHOTO UM JIOJ>KHOCTHOTO JIMIIA.

Komun AOKYMCHTOB IICPCCHIJIAOTCA B aJIpeC TOM opraHu3anuny, 10 3alpocy KOTOpOfI OHH H3TI'OTOBJICHBI,
HJIN BBLAAIOTCS MMOJIB30BATCIIIO IO POCIIUCK.

5.19. B nensix co3ganust ycIOBUHM Uit paOOTHI MOJIb30BaTeNE HETOCPEICTBEHHO B apXUBE OpraHU3auu
MOXET BbIACIATBCA IIOMCIICHUC (qI/ITaHLHBIfl, HpOCMOTpOBLII\/JI 33]’[) IJI1 O3HAKOMJICHUSA C JOKYMCHTaMU
apxuBa, O60py210BaHHOC COOTBETCTBYIOIIMMH TEXHUYCCKUMU CPEACTBAMU JJIA pa6OTLI C JOKYMCHTaMH.

ITpu oTCcyTCTBHU B apXMB€ OpraHU3ALUU CIELUAIBHO BBIJCIEHHOIO IOMELIEHUs padoTa MoJib30BaTese
C JIOKyMEHTaMH TNPOU3BOJMUTCS HEMOCPEICTBEHHO B PabO4YMX KOMHATax apxuBa. J[OKyMeHThI i paboThI
I10JIb30BATENISIM BHE IIOMEIIEHNS apX1Ba OpraHU3aliy BbIJaBaTh 3aIPEILACTCS.

Paspemienne Ha paboTy B MOMENICHUN apXWBa OpraHU3allMU JAaeT PYKOBOIUTENh apXvWBa OpraHU3aIlluu
(U110, OTBETCTBEHHOE 32 APXUB).

5.20. OTka3 apxuBa OpraHU3alMK B BbIIa4€ apXMUBHBIX JOKYMEHTOB JIOITYCKAETCs B CIydasXx:
HaJIn4us (POH[A M10JIb30BaHMS;

HCYAOBJICTBOPUTCIILHOI'O (1)I/I3I/IIICCKOFO COCTOSAAHUA NOKYMCHTOB,
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HE TPOIICANINX HAYYHOTO OMHCAHUS U TEXHHYECKOTro O(OPMIICHHS TOKYMEHTOB, 10 3aBEPIICHUS ITUX
pabor;

OrpaHUYCHUM Ha HCIIOJIb30BAaHHUE, YCTAHOBJICHHBIX 3aKOHOAATENbCTBOM Poccuiickont Penepanuu win
¢bonmoobpazoBaTeneM npu nepeaade J0KyMEHTOB Ha XpaHEHHUE.

OTka3 apxyBa OpraHu3aluy B IPEIOCTaBIEHUH TOKYMEHTOB JOJIKEH OBbITh BbIJaH B MMCbMEHHOMN (opme
U COZIepKaTh IPUUMHBI OTKA3a, a TAKXKe MOPAIOK 00XKalOBaHUS OTKa3a.

VL. IEPEJAYA TOKYMEHTOB OPTAHU3AIIMN HA XPAHEHWE
B TI'OCYAAPCTBEHHBIM (MYHULIUITAJIBHBIN) APXIB

6.1. Jloxymentsl ApxuBHoro ¢onaa Poccuiickoit @eneparuu, oOpa3oBaBIIMECS B OpPraHu3alUsiX -
UCTOYHUKAX KOMILJIEKTOBAHHUS TOCYAAPCTBEHHBIX (MyHHULMIIAIbHBIX) apXWBOB, MO MCTEYEHUM CPOKOB MX
BPEMEHHOI'O XPAHEHHUs B apXMBE OPraHU3alluy MEPENaroTCs Ha MOCTOSIHHOE XPaHEHUE B COOTBETCTBYIOIIUHI
rOCyJIapCTBEHHbIN (MYHUIIUTIAIBHBIN) apXUB.

6.2. Jlokymentsl ApxuBHoro ¢(ouma Poccuiickoit denepamnuu, o0pa3oBaBIIMECS B JEATEIHHOCTH
TOCYJaPCTBEHHBIX U HETOCYJAPCTBEHHBIX OpTaHM3AIlMi, HE SIBIAIOMINXCS HCTOYHUKAMH KOMIUIEKTOBAHUS
TOCYJIaPCTBEHHBIX (MYyHUIMIIATBHBIX) apPXUBOB, MOTYT MEPEIaBaThCS B TOCYAAPCTBEHHBIC (MYyHUITUTIATBHBIC)
apXUBbl HA OCHOBAHUU JIOTOBOPOB C COOCTBEHHUKAMU WJIM BJIa/IeTIbIIaMH IOKyMEHTOB.

6.3. I{OKYMCHTBI nepeaaroTcss Ha IOCTOSAHHOC XpaHCHUE B YHOPAAOUYCHHOM COCTOAHUU C
COOTBCTCTBYIOIIIUM HAYYHO-CIIPABOYHBIM allllapaTOM.

6.4. B opraHuzanusx - UCTOYHMKAX KOMIUIEKTOBAHHUS I'OCYJApPCTBEHHBIX (MYHHUIMIIAJIBHBIX) apXUBOB
Bce paboThl, CBA3aHHbBIE C OTOOPOM, OJArOTOBKOM U Mepefaueil JOKYMEHTOB Ha IOCTOSIHHOE XPAaHEHUE, B TOM
YUClIe C MX YHOPSJIOYEHHWEM U TPAHCHOPTUPOBKOM, BBINOJHSAIOTCS 3a CYET CPEACTB OpraHU3alNi,
HepeJaronX JOKYMEHTBL.

6.5. JlocpouHas mepefaya JAOKYMEHTOB Ha TOCTOSHHOE XpaHEHHE MOXKET OBITh OCYIIECTBIEHA MPHU
OTCYTCTBHUHM HEOOXOAMMBIX YCIOBHN JUIsi OOECTeUeHHUsT COXPAHHOCTH JOKYMEHTOB ApxuBHOrO QoHIa
Poccuiickoit deneparuu, npu yrpo3e yrparsl (YHUUTOXEHHS) TIOKYMEHTOB, a TaK)Ke M0 MPOCk0e OpraHu3aiuu
Ha OCHOBaHUU JIOTOBOPA C TOCYAAPCTBEHHBIM (MYHUIIUTIATIHLHBIM) apXHUBOM.

[Iponnenne cpokoB XpaHEHHS IOKYMEHTOB B apXHBE OpPraHU3AIMU JOMYCKAeTCS MO MUCHMEHHOMY
pa3pelieHr0 TOCYJapCTBEHHOTO (MYHHIIMIIAILHOTO) apXuBa B ClIy4ae HEOOXOAMMOCTH MPaKTUYECKOrO
UCIIOTb30BaHUS JTOKYMEHTOB OpraHu3aIuei.

6.6. Ilepenaua NOKYMEHTOB MOCTOSIHHOTO XpaHEHUS B TOCYAApCTBEHHBbIM (MYHULIMIIAJIBbHBIN) apXuB
OCYH_ICCTBJISIGTCSI B COOTBCTCTBHUU C IIJIaHOM, YTBep)KIIeHHBIM pyKOBOI[I/ITCJIeM COOTBCTCTBYIOIJ_IGI‘ (0] apXI/IBa 110
COTJIACOBAHUIO C MEPEAAIOIIEH /1eJ1a OPraHU3aAIUEN.

6.7. JIOKyMEHTBHl TMepeNalTcs B TOCYJApCTBEHHbIN (MyHHMIMIIAJIbHBIA) apXWB IO OIHUCAM JIed,
JIOKYMEHTOB IIOCTOSIHHOT'O CpOKa XpaHeHHMs, yTBepkaeHHbIM JIIK.

Ilepen mnepenaueif JOKYMEHTOB Ha IIOCTOSHHOE XpAaHEHHE COBMECTHO C IpeACTaBUTEIEM
rOCYJapCTBEHHOTO (MYHHMLMIAIBHOTO) apXWBa NPOBOJUTCA MPOBEpKAa MPABUIBHOCTH ONUCAHUS U
oopmienus aen, GU3NIECKOro U CAaHUTAPHO-TUTUEHHYECKOTO COCTOSIHHUSA JTOKYMeHTOB. IIpu oOHapyxeHuu
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 24.03.2020

,Z[eCI)CKTOB COCTaBJIACTCA AKT; YCTPAHCHUC O6H&py>l(eHHLIX ,ZLCCI)GKTOB MMPOBOAUTCA CUJIAMU OpTraHU3alluu.

Hepenaqa ACI MPOBOAUTCA B TOCYHAapCTBCHHOM (MYHI/II_II/IHaJ'ILHOM) ApXUBC MNOCAUHHUYHO. Ha Bcex
YCTBIPEX SK3CMILIApax oImceit ACJI, HJOKYMCHTOB MPOCTABJIAOTCA OTMCTKU O IPUCME JICJI.

IIpu nepBoii mnepenaye AOKYMEHTOB B TOCYJapCTBEHHBIM (MyHUIMIAJIbHBIN) apXuB MeperaeTcs
ucropuyeckas copaska K ¢Gonay. IIpu mocnmemyromux mnepegadax AOKYMEHTOB IepefaeTcs JONOJHEHHE K
HCTOPUYECKOM CIIPaBKE.

6.8. Ilepemaua nOKyMEHTOB o¢oOpMII€TCS aKTOM MpHUeMa-liepeayd JIOKyMEHTOB Ha XpaHEHHE
(mpunoxenue N 30), cocTaBisseMbIM B ABYX 3K3eMIurapax. OIMH 3K3eMIUIP OCTaeTCsl B TOCYJapCTBEHHOM
(MyHULMIIAIBHOM) apXMBe, APYToll - B Iepefarolieil opranusanuu. Bmecre ¢ 1oKymMeHTaMu nepenaeTcs: Tpu
JK3EMILISIpa ONUCH JIe], JOKYMEHTOB, B TOM YHCJIE OJIUH B 3JIEKTPOHHOM BHJIE.

Ecnu npu nepenaue oOHapy eHO pacxXokJI€HHUE MEXKIYy MUTOTOBOM 3alUCBIO0 OMHMCH e, JOKYMEHTOB U
(akTHUECKUM HalU4MeM IepelaBaeMbIX i€, B ONMCHU e, JOKYMEHTOB O(OpMIIeTCSI HOBas UTOroBas
3aluCh, B KOTOPOHM yKa3bIBalOTCA (DakTHYecKoe HalWyMe Jiell M HoMepa OTCyTcTByromux aei. Homepa
OTCYTCTBYIOIIUX Jell (PUKCUPYIOTCS B aKkTe NpUeMa-Nepeaayd el Ha IMOCTOSHHOE XpaHEHHe, MPUYMHBI
OTCYTCTBHUSI JIe]1 - B IPUJIAraeMoil K akTy IpUeMa-Iepeiayu clipaBKe, IOArOTOBIEHHON opraHu3anue.

ApXUB OpraHu3alyy NIPUHUMAET MEPHI M0 PO3bICKY Aes. Ha oTcyTCTByIOIIME TOKYMEHTHI U Jiejla, Mephbl
M0 PO3BICKY KOTOPBIX HE JaIM pe3ysbTaToOB, COCTABISETCS akT 00 yTpaTe JOKyMEHTOB (mpuiioxenue N 6).
VYTpadyeHHbIe NOJIMHHUKN JOKYMEHTOB MOT'YT ObITh 3aMEHEHbI UX KOIUSIMH.

VIIL. [IEPEJAYA JOKYMEHTOB ITPU PEOPI"TAHU3ALINN NJIN JINKBUJALINN
OPI'AHM3ALINN, CMEHE PYKOBOJUTEJIAA APXUBA OPI"TAHU3ALIN

7.1. Ilpn peopraHM3alvy WiIW JUKBUAALMM OpPraHU3alldM Iepejadya M JAJbHEWIee HCIIOIb30BAHHE
JOKYMEHTOB PEOpraHM3yeMOM WM JIMKBUAMPYEMOM OPTraHU3allMA OCYLIECTBISETCS B COOTBETCTBHM C
3akoHoJarenbCcTBOM Poccuniickon denepanyu.

Hepenaqa JOKYMCHTOB HHKBI/II[preMOﬁ opraHu3anyv BXOIUT B 00s13aHHOCTh KOMHUCCHH, 06pa3OBaHHOﬁ
IJid Iepeaadyu ACI 1 UMYIICCTBA.

[Tpu nMUKBUAANMA OPTAHU3ANMA - UCTOYHHUKOB KOMIUICKTOBAHHS TOCYJIAPCTBEHHBIX (MYHHUIIUTIAIBHBIX)
apXWBOB B COCTaB JIMKBUJAIIMOHHOW KOMHCCHHM BKJIIOYACTCS TPEJACTABUTENh TOCYJapCTBEHHOTO
(MYHHMIIUTIAIBHOTO) apXHBa.

7.2. Ilpu cMeHe pPyKOBOJUTENS apXuBa OpraHM3aluu (JIMLa, OTBETCTBEHHOI'O 3a apXWB OpPraHU3alMH)
IpUeM-Tiepeiada J0OKyMEHTOB apXHBa, yUETHOTO U HayYHO-CIIPaBOYHOTO anrnapaTa K HUIM OCYILECTBIISAETCS 110
aKTy.

ITpunoxxenne N 1
K 1. 2.37 IIpaBun
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[JokymeHT npepoctasneH KoHcynbTaHTAOC

[aTta coxpaHeHus: 24.03.2020

HamMeHOBaHUE OopTraHM3anum

KAPTOUYKA I[IOCTEJIJIAXHOI'O
TOIIOT'PAGVUECKOT'O YKABATEJIA <*>

CTEJUIAX N

XPAHWIIMIIE N

HIxap N | IMonmka N | ®ouxg N | Ommmcs N

En. xp.c N
nmo N

[Ipumeyanue

®opmart A6 (148 x 105 mm)

<*¥> KapTO‘{KI/I IIOCTCIIIIAXXHOT'O Tonorpa(bnqecxoro yKa3aTeyst COCTABJIIAIOTCS Ha KaXJbIM CTEIIaX M
HNPUKPCIIAOTCA Ha TOpHeBOﬁ CTOPOHC CTCJIJIAXKa.

HammeHOBaHUE OpraHM3alumnm

KAPTOUYKA IIO®OHIOOBOI'O
TOIIOT'PAGUUECKOT'O YKABATEJIA <*>

®OHII N

HazBaHue doHma

XPAHWIIVMIIE N

ITpunoxenne N 2
K 1. 2.37 [IpaBun

Omuce | En. xp.cN Cremnax N [Mxad N [Tonka N | ITpumeuan
N ue
o N
1 2 3 4 5 6
dopmar A4 (210 x 297 mm)

<*> KapTtoukn mno(OoHIOBOrO TOMOrpaMuecKkoro ykaszaTes COCTaBIAIOTCA Ha KaxIsld (oHx u
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[JokymeHT npepoctasneH KoHcynbTaHTAOC

[aTta coxpaHeHus: 24.03.2020

pacnojiararoTcd B MopsaAKe HOMCPOB q)OHI[OB.

HamMeHOBaHMe opraHm3alun
AKT
N

IIPOBEPKM HaJIMUYMA
M COCTOAHMA aAPXMBHEIX IOOKYMEHTOB

doug N

HasBaHue odoHzma

YTBEPXIAI

Pykoponouresb OopTraHM3alunum

Homepa onucen

I[IpoBepka OpoBOIUIIACH C

[IpOBEPKOM yCTaHOBJIEHO:
1. UmcamuTcsa 1o onmMcaM Iejt

2. BHIABJIEHH TEXHUUECKUE OUWMOKN :
.1. ViMewTCs JMTEpHHE HOMepa:

N

B MTOT'OBOM 3alucCu

2.2 . IllponyumeHO HOMEPOB:

B MTOT'OBOM 3alucCu

YBEJIMUMIICA Ha

YMEHBUIMIJICHA Ha

3. UMcamTCcsa IO ONMCAM B pe3yJbTarTe

YCTPAaHEHMA TEXHUYECKUX omnboK

4. He okxaszajioCb B HaJIMuuUMU

(BKJIIOUEHHEIX B OIMCU)

M3 HUX TPeOyolMX:
a) nesmHbekUUMn

0) InesmMHCEeKLUUMU

B) pecTaBpauumu

onnuce Pacmmpporka
MOONNUCHU
HaTa
1o
en. xp.
(KOoNMMYecTBO)
a) He y4YTeHHBle B UTOTOBOM 3alMCU en. xp.
(KOJIMUECTRBO)
©) He IepeuucCJIeHHBE, HO YyUTEHHBIE
en. xp.
(KOJIMUECTRBO)
a) He YYTEHHBIX B UTOTOBOM 3aluCU en. xp.
(KOJIMUECTRBO)
©) He MEepPeuMCIIeHHBEIX, HO YUTEHHBIX
en. xp.
(KOJIMUEeCTRBO)
2.3. Ipyrue, B pe3yJibTaTe 4yero obBbeMm
en. xp.
(KOJIMYEeCTBO)
en. xp.
(kommmuecTBO)
en. xp.
(KONMMYecTBO)
en. xp.
(KOMMYEeCTBO)
5. lMeeTcs B HaJMUMM IO HOaHHOMY OGOHOY
en. xp.
(KOMMUYEeCcTBO)
en. xp.
(kommmMuecTBO)
en. xp.
(KOJIMYEeCTBO)
en. xp.
(kommmuecTBO)

[Ipunoxenue N 3
K 11. 2.43 ITpaBun

[Iponomxenue npuiioxxenus N 3

HafeXHasa npaBoBan noaAepXxkKa

www.consultant.ru

CrpanHuua 39 u3 69


http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru

Mpukas MuHkynbTypbl Poccun ot 31.03.2015 N 526
"06 yTBEpPXAEHUM NPaBWN OpraHM3aLumn XpaHeHus,
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[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 24.03.2020

K 1. 2.43 ITpaBun

T) meperieTa MM NOOUMBKMU en. xp.
(koMMUecCTBO)
II) BOCCTAHOBJIEHMA 3aTyXallMUX TeKCTOB en. xp.
(KOJIMYEeCTRBO)
€) HeMCHpaBMMO [NOBPEeXIEeHHEIX en. xp.
(KOMMUYecCTBO)
6. VimMeeTCcda He BKJIOUEHHHIX B OIUCHU en. xp.
(KOJIMUYeCTRBO)
7. VToro mo maHHOMY GOHIY (BKJIIOUEHHBIX M HE BKJIOUEHHBIX B OIMUCH) ,
VYMEIMXCS B HaJIUUUN en. xp.
(koMMUecCTBO)
8. XapakTepucTuKa YCJIOBUM XpaHEeHUs
[IpoBepPKY NPOM3BOOMIIN :
HammveHOBaHME
IOOJDKHOCTEN
PaboOTHUKOB Honnucu PacumppoBka nomnmcem
®opmar A4 (210 x 297)
[Tpunoxenue N 4
K . 2.43, 3.15 IlpaBun
HauMeHOBaHMEe oOpraHM3aLUM
AKT YTBEPXIAI
N PykopomgmTesib OpraHmM3aLumn
O TexXHMUeCKUX ommbkax IToonmucoe PacumppoBka
B YUETHHX OOKYMEHTAax TIOONMUCH
DaTa
donng N
HazBaHume odboHIma
B xXOoIe BHIIOJIHEHUS ODHapyXeHb TexXHUYeCKMre
oumMOKM B Balmcsax
}kBBaHHeHOKyMeHTa CYHKNTByHHHaH3aHHCB CnenyeTsaanaTb
1 2 3
www.consultant.ru CrpaHnua 40 un3 69
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n
06 yTBepXXaeHUM NpaBUA OpraH13aLmMn XpaHeHus, HAokymeHT npepocrasneH KoncynbTantilaioc

[aTta coxpaHeHus: 24.03.2020
KOMMMEKTOBaHUA, Y4ETA U UCNO...

B peszynbTare KOJIMUECTBO E€OVHUIL XpaHeHUs VBEeJUMUNIIOCH (YMEHBINIIOCH )
Ha en. xp.
(umdpamMm, OPONMUCHI)

IlpyMeyaHmA :
HammMeHOBaHMe IOJDKHOCTM PabOTHMKA HNopnuce PacumppoBka MNOOINCK
VIsMeHeHrAa B Yy4YeTHHE IJOKYMEHTH BHECEHH

HauMeHOBaHME HOJDKHOCTU
paboTHMKA apxXubBa Homnuce PacumppoBka NOOINCK

®opmat A4 (210 x 297 mm)

IIpunoxxenne N 5
K . 2.43, 3.15 [IpaBun

HammeHOBaHUE OpraHM3alumm

AKT YTBEPXIAK
N PyxkopomuTesb opraHM3aLuUmn
00 OOHapyXeHMM IOOKYMEHTOB lloonuchk PacumppoBka
(He oTHOCAWMXCS K IOaHHOMYy GoHOY, NIOONUCU
HEeYyUTEeHHKIX )
HaTa
B xome

(B paboThH)
OOHapyXeHO

(B QoHIme, xpaHUIMIEe, padbouyeM IIOMEUEHMN)

Nun/n| 3aronoBok | ludp (ecim | Kpaitaue KomnuectBo | K xkakomy | IIpumedanus
en. Xp. €CTb) JaThl JUCTOB ¢bouny
(o6bem, M0O) | oTHOCHUTCA

1 2 3 4 5 6 7

TOoTo OOHAPYXEeHO IOKYMEHTOB IOKYMEHTOB
(umdpamMmy ¥ OPONMUCHIO)

HamvmMeHOBaHME IOOJIXHOCTU pa6OTHMKa [Nomonuce Pacmm@pOBKa nogrmcum

VI3MeHeHMsa B yUYeTHBE IOOKYMEHTE BHECEHEL

www.consultant.ru CrpaHuua 41 u3 69
HafeXHasa npaBoBan noaAepXxkKa


http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru

Mpukas MuHkynbTypbl Poccun ot 31.03.2015 N 526
"06 yTBEpPXAEHUM NPaBWN OpraHM3aLumn XpaHeHus,
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 24.03.2020

HauMeHOBaHME HOJDKHOCTU
paboTHMKA apxXubBa Momnuce PacumppoBka
IONNMUCHK

dopmar A4 (210 x 297 mm)

[Tpunoxenue N 6
K rm. 2.44, 3.15,4.32, 6.8 IIpaBun

HaumMeHOBaHME OpIraHM3aLUU

AKT YTBEPXIAI
N PyxkoBomuTesb opraHmM3alumn
06 yTpaTe OOKYMEHTOB Illoonuce PacumppoBra
oOnucu
OaTa
donng N
(HazBaHue ¢oHma)

B pesymnbTare YCTaHOBJIEHO OTCYTCTBME B QoHIE
[IepEeUYMCIIEHHBIX HIIKE nes, NPEeONPMHATEE apPXMBOM MePBl I[I0 POSBBICKY »OeJ
IIOJIOXMTEJIBbHEIX PE3YJIETATOB HEe IaJjiM, B CBA3M C 4YeM CUuMTaeM BO3MOXHBIM CHATH C
ydera:

No/m | Onuce N | En. xp. | 3arosioBok en. Xp. Kpaithue | KomuuectBo | IIpeanonaraem
N aThbl JIUCTOB BbIC ITPUYNHBI
(o6bem, MO) |  oTcyTCTBUA
1 2 3 4 5 6 7
Toro en. Xp.
(umdpamMm ¥ OPONMUCHIO)
CogepmaHme YTPa4YeHHBIX JOKYMEHTOB MOXeT OBITEb YJaCTUUYHO BOCIIOJIHEHO

cllegyouyMy €. Xp.:

(HoMepa en. xXp. UM MX TPYNIOBBEE 3aTOJIOBKM)

HamMmeHOBaHME IOJDXKHOCTH
PYKOBOOUTEJA apxXuBa Iloonuce PacumppoBka NOOINCK
(Mita, OTBETCTBEHHOTO 3a apXMB)

COIJIACOBAHO <*> COTJIACOBAHO
IIpoTokos JIK apxXMBHOTO yuUpexXIeHUS IpoTokoJs L2K (9K) opraHmzaumum
oT N oT N

VI3MeHeHMsa B ydeTHBEe IOOKYMEHTE BHECEHEL

HavmMeHOBaHME IOJIKHOCTU
paboTHMKA apxuBa lloonuch Pacumpporka OOONNCHU
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 24.03.2020

®opmat A4 (210 x 297 mm)

<*> Ecnu He 00HAPYKEHBI JIeJ1a MOCTOSHHOTO XPAHCHUS.

IIpunoxenne N 7
K . 2.47 [paBun

HamMeHOBaHUE OopTraHM3annum

KAPTA-3AMECTUTEJIbL JOEJIA

Hersto

(N m HazBaHUEe)
Onuck

(N u HazBaHue)
doHT

(N u HasBaHUe)

BelIaHO BO BPEMEHHOE II0JIb30BaHMe (UMTaJIbHBIM 3ajl) :

N @®.1.0. nonws3oBarens Hara Hara [Tonnuce [Moanuce
/I BBIJIAUH BO3BpaTa BBIJIABIIIETO TTOJTY YU BIIIETO
AcIIo JeJio
1 2 3 4 5 6
dopmar A4 (210 x 297 mm)

[Tpunoxenue N 8
k. 2.47,4.19,4.21, 4.23 [IpaBun

JMCT-3ABEPUTEJIE OEJIA N

B mese momumMToO M NPOHYMEPOBAHO JIMCTOB
(umdpamMm M NPONUCHI)

c N no N , B TOM UMCJIe:

JIMTEPHBEIE HOMepa JIMCTOB

[IPOINyIEHHEIE HOMepa JIMCTOB

www.consultant.ru CrpanHuua 43 u3 69
HafeXHasa npaBoBan noaAepXxkKa


http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru

Mpukas MuHkynbTypbl Poccun ot 31.03.2015 N 526
"06 yTBEpPXAEHUM NPaBWN OpraHM3aLumn XpaHeHus,
KOMMNNIEKTOBAHUS, y4eTa 1 UCMON...

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 24.03.2020

+ JIMCTOB BHyTpeHHeIZ Oonncum

OcobeHHoCTH (PU3UUECKOr0 COCTOSIHUA U (POPMHUPOBAHUS JIeNIa Howmepa nucros

1 2

HammMmeHOBaHME IOJDKHOCTH
paboTHMKA [Momnuce PacumppoBka NOOINCHK

HaTa

®opmar A4 (210 x 297 mm)

ITpunoxenne N 9
K 1. 2.47 [lpaBun

HamMmeHOBaHMe oOpraHu3aLmumn
JMCT MKCIIOJIb3OBAHNA IOKYMEHTOB

dounnm N Onuce N Heno N

3aroJIoBOK meJia

Jara Komy BbIAAaHO: Xapaxkrep UCIOIb30BAHUS N Iloanuce nuua,
HUCIIOJIB30 bamunms, (KomupoBaHUE, BBIMHUCKY, | UCIOIb30BAHH | MCIOJb30BaBUIETO
BaHU HHUIHAAJIBI MIPOCMOT)) BIX JIUCTOB JIeJI0
(pa3bopuuBo)
1 2 3 4 5
dopmar A4 (210 x 297 mm)

[Tpunoxenue N 10
K 1. 2.46 ITpaBun

HaumMeHOBaHMEe OpIraHM3alUUU

AKT
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 24.03.2020

N
O BbBIOAYE HOeJI BO BPEMEHHOE I10JIb30BaHME

(HaMMeHOBaHMe oOpIaHM3alLuM,
ee azmpec, I[IOYTOBEM MHIEKC)

OcHOBaHME

I7a xakoM LeJyM BHIOAKTCA eI. Xp. M3 doHma N

(HazBauue ¢oHma)

N /m | Onuce | En. xp. | 3aromoBok en. | Kpaiinue KonuuectBo [Tpumeyanue
N N Xp. JIaThI JUCTOB, opMaT
(o6veM, M0)
1 2 3 4 5 6 7
Bcero eeimaeTcsa en. xXp.,

(unbpamMm ¥ NPONMCHIO)

CPOK BO3BpALEHNS

Hena BBIOAHBI B YHNOPSHOOYEHHOM COCTOSHUM,

IIoOOmmMTHL, B

ODJIOXKAX, c

INIPOHYMEPOBAHHBIMM JIMCTaMM ¥ 3aBEPUTEJIbHBIMM HaOIIMCAMM.

HonyuyaTens 00a3yeTCcs He [OIPenoCTaBJATH
[IoJIb30BaHMe, I[OCTOPOHHMM JiMilaM, He BbIOABaTh
CrnpaBOkK, He NybaMkKoBaTh IOKYMEHTH 0e3
nesna.

[lonyuyaTesb 00sA3yeTCcss BEpPHYTH nOeja

aKTe CpOoK.

[lonlyyaTesib HOpenynpexneH o6

neia,

IIOJIYydEeHHEIE BO BPEMEHHOE
HVIM KOonui, BEIIIMMICOK U

paspeneHus opTaHM3aluyM, BLOaBIIEN

B apxMB OpTaHM3auMyM B yKa3aHHBIM B

[Iponomxenue npunoxerus N 10
K 1. 2.46 [IpaBun

OTBETCTBEHHOCTNM IO 3aKOHY B Cllydae YyTpaTbl

Wi NOBPEXIOEHMA IIOJIYYEHHEIX BO BPEMEHHOE IIOJIb3O0OBaHME LOeJl.

HavmMeHOBaHME IOOJIKHOCTU
PYKOBOIMUTEJIA OpraHM3aluny,
BBEIOAKWEN Ieja
ITognuce Pacumpporka
NOONUCU

I[Toonmucoe

HaTa
IleyaTe oOpraHM3aLUN

IaTa

HamMeHOBaHME IOOJDKHOCTU
PYKOBOOUTEJISA
opraHm3aluumn-rojydaresis

Pacumpporka
TIOONUCK

[leuaTe oOpraHMU3aLUN

®opmar A4 (210 x 297 mm)

[Tpunoxenne N 11
K . 3.6, 3.15 TlpaBun
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 24.03.2020

(HaMMeHOBaHME OpTaHM3aLUM)

(HazBaHMEe apxuBa OpPIaHM3aLUN)

KHUT'A
ydyeTa MNOCTYIJIEHMS ¥ BHOBTUS IeJI, OOKYMEHTOB

Tom N

Hauart

OKOHUEeH

®opmat A3 (297 x 420 mm)

[Iponomxenue npunoxenust N 11
K . 3.6, 3.15 TlpaBun

www.consultant.ru
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Mpukas MuHkynbTypbl Poccun ot 31.03.2015 N 526
"06 yTBEpXXAESHMM NPaBW/ OpraHM3auny XpaHeHusl, KOMMNIEKTOBaHMS, y4eTa 1 UCnof...

[okyMeHT npefgoctasneH KoHcynbTaHTAKOC
[ata coxpaHeHnus: 24.03.2020

N | [Hara | HammenoBanue | Haumeno |Hazea| I'oxbr Bun [TocTymuienue Bri6biTHE Heonucann | [Ipume
I/ | MOCTYM | OpraHu3alnuu BaHHWE, |HME M| MOCTYN | HOCUT OIHCaHHbIX OIHCaHHBIX BIX eI, YJaHue
JeHus | (CTPYKTypHOTO | HOMEp M |HOMep| MBIIUX | e JIOKYMEHTOB JIOKYMEHTOB JIOKYMEHTOB
u nojxpaszeiieHus, | j1ara W <E> , JINCTOB
BBIOBIT | JIMIIA, apXUBa), | JOKYMEHT |(poHaa| BHIOBIB Komuuectso en. xp. Komuuectso ex. xp.
ust OT KOTOPOi a, 1o HIAX
JOKyME | TOCTYIHIH | KOTOPOMY JOKyMe IIOCTOS | BpEME | 1O | MOCT | BpEM | IO |MOCTY| BHIOBI
HTOB | (WM BBIOBUIN) HTOB IIO HHOT'O | HHOTO | JIMYHO | OSHH | €HHO | JIMYH | IO | JIO
JOKYMEHTHI | HOCTYIIHII OIUCH XpaHe | (CBBII | My | Oro | TO | oMy
1 WK HUsA e 10 | cocta | xpaH | (cBHI | cocTa
BEIGBLIM JIET) By | cHuHA | Lue BY
JIOKYMEHT 10
B JIET)
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16
VToro B Irony IIOCTYIIMIIO en. Xp., B TOM UYMCJIE: Ha

OyMaxHOM HOCUTeJIe

(uudpamMm ¥ OPONMCHI)
B3JIEKTPOHHBIX

’

(urdpamMy M NPONMUCHI)

AYyIOVMOIOOKYMEHTOB

BEIOBLIIO

’

y BUISOIOKYMEHTOB

(umdpamMm M NPONUCHI)
IOKABHBATCS pPa3OeJIbHO MTOT'OBBIE IaHHEE 0 T'pabam 8, 9,
, B TOM UYmMcCJIe:

en. xp.

(umdpamMm M IOPONUCHIO)

y OJIEKTPOHHEIX

(uMdpamMm ¥ OPONMCHI)

ayoMOOOKYMEHTOB

IOKABHBAITCS pPa3nejIbHO MTOTOBBE IaHHBE IO I'pabam 11,

(urdpamMy M NPONMUCHI)

HammMeHOBaHMe IOOJDKHOCTM JIMLia,
COCTaBMBILIET'O MTOTI'OBYI T'OHOBYIO 3alliChb

(urdpamMy M NPONMUCHI)

10, 14 xHuTHU;
Ha OyMaxXHOM HOCHUTeJle

(umdpamM ¥ NPONUCH)

(umdpamMm M OPONUCHIO)
, BUIOEOIOKYMEHTOB

Momnuce

(urdpamMy M NPONMUCHI)
12, 13, 15.

PacumppoBka MHOIONNUCH

HapAe)XHas npaBoBas noaaepXKa
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"O6 yTBEPXKAEHUM NPaBUJT OpraHU3aLIMmn XpaHeHus,

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 24.03.2020

KOMMMEKTOBaHUA, Y4ETA U UCNO...

HamMeHOBaHME IOJDKHOCTU PYKOBOIUTEJIA apXMBa ITonnuce PaCLUM(l)pOBKa nogrmcum

(Jm1g

Hara

a, OTBETCTBEHHOTO 3a apXUB)

<*> B rpade yxazpiBaercsi Buj Hocutens (BH - nokymentsl Ha OymaxkHom Hocutene, D/ -

QJICKTPOHHBIC IlOKYMeHTBI).

®opmat A3 (297 x 420 mm)

[Tpunoxxenue N 12
K . 3.6, 3.15 IlpaBui

HammeHOBaHUE OpTraHM3alunum

CIIMCOK ©®OHJIIOB

Tom N
Hauart
OxOHUEeH
®opmar A4 (210 x 297 mm)
[Iponomxenue npunoxxerus N 12
K . 3.6, 3.15 IlpaBun
N [ata nepBoro HasBanue Otmetka o BbIOBITHH (POHAA [Ipumeuanue
dboHa | TOCTYIUICHHUS donma
JOKYMEHTOB Kyna BbIOBIT Hatau N
(1)0H,Z[a JOKYMCHTA, Ha
OCHOBaHHH
KOTOPOTO
BBIOBLIT
1 2 3 4 5 6
Ha 01.01. Toma B CIMCOK BKJIOUeHH GOHIEl ¢ N mo N
3 CIMCKa MCKJIIIYEeHEBL (i)OH,ILbI c N o N .
Bcero xXpaHUTCS B apxuBe boHIOB, M3 HUX:

(umdpamMm M NPONUCHI)
comepxaT 0cCOOO lLieHHBE neJa.

(umdpamMm ¥ OPONMUCHI)

Homepa CBOOOXHEE:

HafeXHasa npaBoBan noaAepXxkKa

www.consultant.ru CrpaHuua 48 ns 69


http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru

Mpukas MuHkynbTypbl Poccun ot 31.03.2015 N 526
"06 yTBEpPXAEHUM NPaBWN OpraHM3aLumn XpaHeHus,
KOMMNNIEKTOBAHUS, y4eTa 1 UCMON...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 24.03.2020

Homepa BHIOBIBUIME ([IepelaHHEBE) :

HavMeHOBaHME IOJIXKHOCTU

paboTHMKA apxubBa, COCTAaBUBIIEIO

TOOOBYI MTOTOBYI 3alMChb I[lopnuce PacumppoBka HOONNCHK
HavMeHOBaHME IOOJDKHOCTU

PYKOBOOUTEJIS apxmba

(MMua, OTBETCTBEHHOTO 3a apxuB) Ionnmcob PacumbppoBka MNOANMCU

IaTa

®opmat A4 (210 x 297 mm)

ITpunoxxenne N 13
K . 3.6, 3.15 IlpaBun

JMCT OOHIOA N

(MecToHaxoxIeHre GoHIAa (DaTa nepBOTO MNOCTYIJIEHUS
(HaMMeHOBaHME OpTraHM3auuu, IOKYMEHTOB GoHIa)
rIe xpaHuTca GoHI) )

KpaiiHue naThl KaX10r0 Ha3BaHUS HazBanue donma
¢donma
1 2

1. YueT HEONMCAaHHHEIX IJOKYMEHTOB

Jara Hazsanwme, N u jgara [Toctynnenne BriOnITHE Hannune
3aucu JIOKYMEHTa, TI0 KOTOPOMY (ocTarTox)
MOCTYIWIN WA BHIOBUTH
JIOKYMEHTI Komuue | Kpaitnu | Konmnuec | Kpaiinue | Bceero nen
CTBO € IaThl | TBO J€l ATkl
nen
1 2 3 4 5 6 7

2. YueT ONMCAHHHX IOKYMEHTOB

www.consultant.ru CrpaHuua 49 us 69
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Mpuka3 MuHkynbTypbl Poccun ot 31.03.2015 N 526 [JokymeHT npepoctaBneH KoncynbraHtatoc
"O6 yTBeEpXXAEHUN NPaBW/T OPraHM3auMn XpaHeHUsl, KOMIMIEKTOBAHUS, y4eTa 1 UCrnosl... [ata coxpaHenus: 24.03.2020

Hara |Homep| T'om | Hasea | Ilocty Bri0biTHE Hanwnuue (octaTox)
3aIlMCH | OIHCH HHE 10703 (0)
nen omucH | ex. xp. | Konmny | OcHos | B Tom yncrie nio | Komua B tom uncne:
Wiu €CTBO | aHWe OTIHCSM, €CTBO
aHHOTA €. Xp. | BBIOBIT | yTBEP)KICHHBIM | €1I. XP. MOCTOSHHOTO XpaHCHU S 110 INYHOMY
TUU us DIIK COCTaBy
JIOKyM (Ha3Ba B N
CHTOB Hue, Konuu | xpaitn W3 HUX TI0 KOJiM4e | KpaitH
jaTa, €CTBO ne OTIHCSM, CTBO ne
N €d. Xp. | AaThl | yTBEPXKICHHBIM | €. Xp. | JaThl
JOKyM el. Xp. OIIK
eHTa) Komnu | Kpaitn KOJIM4e | KpaiH
€CTBO ne CTBO ne
€. Xp. | JaTel el. Xp. | JaThl
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16
®opmar A4 (210 x 297 mm)
www.consultant.ru Crpanmua 50 un3 69

HapAe)XHas npaBoBas noaaepXKa


http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru
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"06 yTBEpPXAEHUM NPaBWN OpraHM3aLumn XpaHeHus,

KOMMMEKTOBaHUA, Y4ETA U UCNO...

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 24.03.2020

HauMeHOBaHMe opraHm3aluum

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

YTBEPXIAIO

®oung N PykoBomouTesip opraHM3aLmmn
ITonnmceb PacumppoBka
OIICh N TIOONUCH
oeJsl NMOCTOSHHOTO XPaHeHUs IaTa
3a Ton
N /it Wunekc nena | 3aronoBok nena | Kpaitnue naTs KonnuectBo [TIpumeuanue
JINCTOB
1 2 4 5 6
Haspanue paznena
B maHHBEIM pasmejl OIMCUM BHECEHO neJ,
(umdpamMy M NPONUCHI)
c N N , B TOM 4YMCJIE:

JIMTEPHBEIE HOMEpa:

IPOIyIMEeHHEEe HOMEepa :

HammMeHOBaHME IOOJIKHOCTU
CoCTaBMUTeEJIA OIMUCHU

HamMeHOBaHMe OOJIXKHOCTU
PYKOBOIOUTEJIS apxmbBa
(Mmua, OTBETCTBEHHOTO 3a apXuB)

COT'JIACOBAHO

IpoToxoJy L2K (9K) opraHmsauum
oT N

HammeHOBaHUE OpraHM3alumm

dounm N

Ilonnuce PacumppoBKra MIOONUCHU
onnuce PacumbppoBka NOOINCK
YTBEPXIEHO

IpoTokoJs 3K apxXMBHOTO yuUpexXIeHUS

oT N
®opmar A4 (210 x 297 mm)
[Tpunoxenue N 15
K . 3.6, 5.5 [lpaBun
YTBEPXIAD

Pykoponuresb OopTraHM3aunum

HafeXHasa npaBoBan noaAepXxkKa
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Mpukas MuHkynbTypbl Poccun ot 31.03.2015 N 526
"06 yTBEpPXAEHUM NPaBWN OpraHM3aLumn XpaHeHus,
KOMMNNIEKTOBAHUS, y4eTa 1 UCMON...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 24.03.2020

OIMCh N Noonmuce Pacumdpporka
Oej Mo JIMYHOMY COCTaBy IOIONIMUCH
3a Tono IaTa
N n/n NHunekc 3aroyioBoOK Kpaitnue | Cpoxk xpanenus | Konmuuecto | Ilpumeuan
Jciia Jciia JaThl JIUCTOB ue
1 2 3 4 5 6 7
B IaHHHM pasnesl ONMCU BHECEHO neJ,
(umdpamMy M NPONUCHIO)
c N no N , B TOM 4UmMCJIE:
JINTEepPHEIE HOMepa:
NPOIyleHHEEe HOMEPa:
HamMeHOBaHME IOOJDKHOCTM
COCTaBMUTEJII ONMUCU opgnuce PacumbpoBka NOANMCU
HamMeHOBaHME IOOJDKHOCTU
PYKOBOIUTEJNA apxmea (Jamua,
OTBETCTBEHHOI'O 3a apXuB) [Nognuce PacumppoBka HOONNCHK
COTJIACOBAHO COTJIACOBAHO
Iporokoiy LU3K (9K) opraHmzauum IpoTokoJy JIK apxXMBHOTO YyYPEXIOEHUS
oT N oT N
dopmar A4 (210 x 297 mm)
[Tpunoxenue N 16
K r. 3.6, 5.5 [IpaBun
HauMeHOBaHMe opraHm3aluum YTBEPXIIAI
®oug N PykoBommTesip opraHM3almnmn
OIMCh N oonmuce Pacumdpporka
oeyl BpeMeHHHX (cBeme 10 JjieT) MIOONUCU
CPOKOB XPaHeHUs Jara
3a Ton
Nn/n | HWanekc |3aromoBok nema| Kpaitaue Cpok xpanenusi | KomnuectBo | IIpumevan
Jeiia JaTbl JIUCTOB ue
1 2 3 4 5 6 7
B maHHBII pas3nesl ONMCU BHECEHO neJ,

HafeXHasa npaBoBan noaAepXxkKa
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"O6 yTBEPXKAEHUM NPaBUJT OpraHU3aLIMmn XpaHeHus,

KOMMMEKTOBaHUA, Y4ETA U UCNO...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 24.03.2020

(uMdpamMm U NPOMNMCHI)

c N no N , B TOM UMCJIe:
JIMTEPHBIE HOMEpPa :
NPONyleHHBIEe HOMEpPa:
HammeHoBaHMEe IOJIDXKHOCTU
COCTaBUTEJIA OINCHU Iloonmuchb PacumppoBkra NOONMCHU
HammeHoBaHMEe IOJIDXKHOCTU
PYKOBOIUTEJA apxmpa (JImuua,
OTBETCTBEHHOT'O 3a apXuUB) lloonuce Pacumpporka nomnucu
COTJIACOBAHO
IpoToxkojs LU3K (35K) opraHmsauum
oT N
®opmat A4 (210 x 297 mm)

HamvmeHOBaHUE OpraHM3almm

ITpunoxxenne N 17
K rm. 3.6, 4.19, 5.5 TlpaBun

YTBEPXIAI

doug N PyxkoBomuTesnb opraHM3alumn
Noonmce Pacumdporka

OIINChL N TIOOINUCU

BJIEKTPOHHBEIX IeJl, IOKYMEHTOB IaTa

IIOCTOSHHOTO XPaHEHUsA

3a _ rToxm

N /it Wunekc nena | 3aronoBok nena | Kpaitnue gaTs O0bem, MO [Tpumeuanus
1 2 3 4 5 6
B IaHHHEM paszesl ONMCU BHECEHO nes,
(uMppamMm M OPONMUCHI)
c N no N
(urdpamMm M IPONUCHIO) (undpamMm M TIPONUCHIO)

0BBEMOM MO .

HamMeHOBaHME IOJDKHOCTU

COCTaBUTeJIA OINUCHU Homnmuce Pacmmpporka HNOAMNMCH

HamMeHOBaHME IOJDKHOCTU

PYKOBOIUTEJNA apxmea (ImMua,

OTBETCTBEHHOI'O 3a apXuB) [Nomnuce PacumppoBka HOONMCHU

COTJIACOBAHO YTBEPXIOEHO

IpoToxkoJs L32K (9K) opraHmzauum
oT N

IpoTokoJs 3K apxXMBHOTO yuUpexXIeHUS
oT N

HafeXHasa npaBoBan noaAepXxkKa
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Mpukas MuHkynbTypbl Poccun ot 31.03.2015 N 526
"06 yTBEpPXAEHUM NPaBWN OpraHM3aLumn XpaHeHus,

KOMMMEKTOBaHUA, Y4ETA U UCNO...

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 24.03.2020

IOPWJIOXEHME K OIIMCU N

OJIEKTPOHHEIX IeJl,

IIOCTOAHHOT'O XPaHEeHUA

3a ron

PeecTp IOOKYyMEHTOB

<*F>

N enm. xp. mo onmucu
3aroJIOBOK HeJia

JOKYMEHTOB

®opmat A4 (210 x 297 mm)

IIponomxenue npuiioxenus N 17
K rm. 3.6, 4.19, 5.5 IlpaBun

(KOHTEMHEePOB 3JIEKTPOHHEIX HOOKYMEHTOB) 3JIEKTPOHHOTO IeJja:

VHOoekc gneJia

[Hara Per. N HanmenoBanue 1okyMeHTa O6beM, MO | Ilpumeuanus
JOKYMEHTa | IOKyMEHTa
1 2 3 4 5
HamMeHoBaHMeE HOOJIXHOCTU
cocTaBuUTEeJId OIIMCHU INomnnuce Pacmm@pOBKa nongrnmcum
®opmart A4 (210 x 297 mm)

<*> CocTaBisercs Ha KaXJI0€ dJIEKTPOHHOE JEIO.

HamvveHOBaHUE OpraHM3almm

ITpunoxenne N 18
K rm. 3.6, 4.19, 5.5 TlpaBun

YTBEPXIAIO

doug N PyxkoBomuTesnb opraHM3alumu

Ioonmce Pacumdporka
OIINChL N TIOOINUCU
3JIEKTPOHHEIX IHeJl, IOKYMEHTOB JaTa
BpeMeHHEIX (cBeuie 10 JsieT)
CPOKOB XpPaHeHUs
3a Ton
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"06 yTBEpPXAEHUM NPaBWN OpraHM3aLumn XpaHeHus,
KOMMNNIEKTOBAHUS, y4eTa 1 UCMON...

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 24.03.2020

N n/n| Uagex 3aroJioBOK ziea Kpaiinu Cpok O6wem, | Ilpumeuanu
Cc aena € JaTel | XpaHEHUus M6 o

1 2 3 4 5 6 7
B maHHBEIM pasmejl OIMCUM BHECEHO nen,
c N no N

(uudpamMm M NPONUCHIO) (umdpamMm M NPONUCHI)
o06BEMOM M6.
HavmMeHOBaHME IOJIKHOCTU
COCTaBUTEJNA ONUCKU Ilonnmucob PacumppoBKka MIOONUCHU
HavmMeHOBaHME IOJIKHOCTU
PYKOBOOUTEJIS apxmbBa (Jamuua,
OTBETCTBEHHOT'O 3a apXuB) [Mopnuce PacumppoBKa MNOONUCK
COTJIACOBAHO
IpoTrokomn L3K (9K) opraHmzauum
oT N
®opmart A4 (210 x 297 mm)

[IPVWJIOKEHME K OIIMCU N
BJIEKTPOHHEIX IeJI BPEeMEHHEIX
(cBeme 10 JIeT) CPOKOB XPaHEHUS

3a Ton
PeecTp HOOKYyMEHTOB
<k >

N en. xp. no onmcu

(KOHTEMHEPOB 3JIEKTPOHHEX IOKYMEHTOB)

[Iponomxenue npunoxenus N 18
K . 3.6, 4.19, 5.5 [IpaBun

BJIEKTPOHHOT'O meja:

VHOoekCc mena

3aroJIOBOK IeJia

MHata Per. N HaumeHnoBanue JoKyMeHTa O6wvem, M6 | IIpumeuanus
JOKYMEHTa | JIOKyMEHTa
1 2 3 4 5
HamMeHOBaHME IOJIXKHOCTU
COCTaBUTEJIA ONNUCHU omnmuce Pacumdpporka MNOONMUCHK
®opmar A4 (210 x 297 mm)

HafeXHasa npaBoBan noaAepXxkKa
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"06 yTBEpPXAEHUM NPaBWN OpraHM3aLumn XpaHeHus,
KOMMNNIEKTOBAHUS, y4eTa 1 UCMON...

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 24.03.2020

<*> CocTaBisieTcs Ha KaX10€ 3JIEKTPOHHOE JIEO.

HammMeHOBaHUE OpraHmM3alumm

PEECTP OIIUCEN

ITpunoxxenue N 19
k . 3.6, 3.11, 3.15 [IpaBun

Hauar
OKOHUEH
®opmart A4 (210 x 297 mm)
IIponomxenue npuiioxkenus N 19
Kk rm. 3.6, 3.11, 3.15 [IpaBun
N N N |Hazanu | KomnuuectBo nen B onucu | Kpaitn | Konuy | Konuue | [Ipume
n/n | Goux |omucu | e onucu ue €CTBO CTBO YaHHue
a IIOCTOSIH | BDCMCHHO o JaThl | JIUCTOB | DK3EMII
HOT'O ro JINYHOM B JISPOB
XpaHeH (CBBHHC y OIIUCH OIMUCHu
us 10 net) | cocraBy
XpaHeHus
1 2 3 4 5 6 7 8 9 10 11
Bcero xpaHmTCcAa B apxmee onmcey, M3 HUX
(umdpamM ¥ NPONUCH)
IIOCTOAHHOTO XpPaHEeHUA ’
(umdpamMm ¥ OPONMUCHIO)
BPEMEHHOTO xpaHeHus (cBeute 10 JeT) ,
(umbpamMm ¥ OPONMUCHIO)
IO JIMYHOMY COCTaBYy ’
(umdpamM ¥ NPONUCH)
B TOM 4YMCJIe IIOCTYIIMIIO B rony onmcem
(undpamMm M IIPONUCHIO)
B TOM UMCJI€ BEHIOBIJIO B Tomy onmcem

(umdpamMm ¥ IPONMCHIO)

HamMeHOBaHME HOJIDKHOCTM padoTHMUKA
apxyBa opraHM3alMM, COCTaBMUBIEIO
peecTp onmuceun

IONINCH

ITonnuce

PacumppoBKa HNOINUCU

www.consultant.ru
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"06 yTBEpPXAEHUM NPaBWN OpraHM3aLumn XpaHeHus,
KOMMNNIEKTOBAHUS, y4eTa 1 UCMON...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 24.03.2020

HamMeHOBaHME IOJDKHOCTU

PYKOBOIOUTEJA apxmueBa (JImla,

OTBETCTBEHHOI'O 3a apXuB)
TONNUCU

IaTa

YTBEPXIAIO

PyKOBOOMUTEJIL OpTaHM3alLuu,
nepenamnueil OOKYMEHTEL

ITo

ONVCh PacumppoBKa HNOINUCU

®opmat A4 (210 x 297 mm)

ITpunoxxenune N 20
K 1. 3.15 I[IpaBun

YTBEPXIAI

PyxkoBoomuTesib opraHM3anunyn,
HpI/IHI/IMaIOU.Leﬁ IJOKYMEHTEL

ITonnmceb PacumppoBra ITonnmceb PacumppoBra
IOONINCH DOONNCU
IlaTa IleuaTs IaTa
[leuaTs
AKT
N
nprueMa-rnepenauy apxMBHBIX
OOKYMEHTOB Ha XPaHeHUue
(ocHOBaHME Iepenadn)

(HazBaHMe NnepemaeaeMoro QoHAza)

cnas,
(HazBaHMe opraHM3auuy, IHepemaplel NOKYMEHTEH)
a IPUHAJT
(HasBaHMe opTaHM3aUuKY NPUHMMAKILEN ITOKYMEeHTH)
IOOKYMEHTBE HasBaHHOTO (QOHIaA M HAy4YHO-CIPABOUYHEIM allapaT K HUM:
N n/n HasBanne, Homep onucu KonungectBo KomngectBo | IIpumeuanus
9K3EMILIAAPOB Ca. Xp.
OITKUCH
1 2 3 4 5
MITOTO NPMHATO en. xXp.
llepenauy NOPOMUBBEJIN: IIlpyeM NPOUBBEJIN:
JOJIIXHOCTB Illoonuce Pacumpporkra JOJIIXHOCTB Illoonuce PacumppoBka
NOONUCHU IOANINCH
Hara HaTa
donny npmuceoeH N
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Mpukas MuHkynbTypbl Poccun ot 31.03.2015 N 526
"06 yTBEpPXAEHUM NPaBWN OpraHM3aLumn XpaHeHus,
KOMMNNIEKTOBAHUS, y4eTa 1 UCMON...

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 24.03.2020

VIsMeHeHVd B Y4YeTHHE IOKYMEHTH BHECEHH.
JOJIXHOCTb Illomnuce Pacumdpporka MNOONMUCK

IaTa

®opmar A4 (210 x 297 mm)

ITpunoxenne N 21
k. 3.15, 4.11, 4.13 IIpaBun

HamvmveHOBaHUE OpraHM3almnm

AKT YTBEPXIAK
N PykoBomuTesip opraHM3almnmn
O BHIOEJIEHUM K YHUUTOXEHUIO
APXUBHEIX OOKYMEHTOB, ITonnuce Pacumdpporka
He HoIJjiexallxX XpPaHeHMIO MIOONUCU
IaTa

Ha ocHoBaHuUM
(HasBaHMEe M BHEIXOIHBIE IOAaHHEIE [E€PEeYHS NOKYMEHTOB C yKa3aHMEM

CPOKOB MX XPaHEHUs)
OTOOPaHE K YHUYTOXEHMIO KaK He MUMeKnlMe HayYHO-UMCTOPMYUECKONM LEeHHOCTU U
yTpaTHUBIME NPakTHMUEeCKOoe 3HaueHMe INOKyMeHTH GoHma N

(HazBaHme ¢oHma)

N 3aroJioBOK Jena I'onst | Homep | Homep en. | Komnue Cpoku [Tpumeu
n/m (rpymmoBoi OMUCH Xp. 1o CTBO €/l. | XpaHEHHUs U aHue
3aroJ0BOK <E> OMHUCH Xp. HOMEpA

JIOKYMEHTOB) cTaTey 1o
MIEPEYHIO
1 2 3 4 5 6 7 8
NToro en. Xp. 3a I"OIEI.
(undpamMm M IPONUCHIO)
Onucu meJsl NMOCTOSHHOTO XPaHeHMA 3a I'OOBl YTBEPXIEHEL SIIK

(HaMMEHOBAHME apPXMBHOTO YUYPEXIEeHMS)
(IPOTOKOJN OT N )

HammeHoBaHMEe IOJIKHOCTU
PYKOBOIMUTEJSA apxmupa (JImuua,
OTBETCTBEHHOT'O 3a apXuUB) lomnuce PacumppoBKa MIOONUCHU

COT'JIACOBAHO
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Mpukas MuHkynbTypbl Poccun ot 31.03.2015 N 526
"06 yTBEpPXAEHUM NPaBWN OpraHM3aLumn XpaHeHus,
KOMMNNIEKTOBAHUS, y4eTa 1 UCMON...

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 24.03.2020

[IpoToxos L3K (3K) opranHmzauum
oT N

<*> [lpu BBIACICHUN K YHUUYTOXKCHHUIO JOKYMEHTOB IMPH MOATOTOBKE JIeN K Mepeaade B apXuB
opranuzanuu rpadsl 4, 5 He 3aNOTHIIOTCS.

[Iponomxenue npunoxenus N 21
k. 3.15, 4.11, 4.13 IIpaBun

IOKYMEHTH B KOJIMUECTBE en. xp.:
- Ha OyMaxHOM HOCUTEJIE BECOM KI' CIaHHB
Ha YHUUTOXEHME;

- Ha DJIEKTPOHHOM HOCHUTEJIe CHAaHB Ha YHUUTOXEHUE

(crnoco® YHUUTOXEHUS)

HamMeHOBaHME IOJDKHOCTU pa@OTHMKa,
CIoaBmer'O IOOKYMEHTEL Iloonnuce PaCLLU/I(i)pOBKa IIoOnmncCum

Hara

JI3MeHEeHMUs B yUEeTHHE IOKYMEHTHl BHECEHH.
HamMeHOBaHMe OOJDKHOCTM paboTHUKA
apxmBa, BHECWEI'O M3MEHEHUS

B Yy4YeTHbBle IJOKYMEHTEL [Nononuce PaCU_U/I(i)pOBKa IIOOINIMNCHU

IaTa

®opmar A4 (210 x 297 mm)

ITpunoxxenune N 22
K 1. 3.15 I[IpaBun

HamvveHOBaHUE OpraHM3almnm

AKT YTBEPXIAK
N PykoBomuTesie opraHM3aLmnmn
O HEMCIIPaBUMBIX [NOBPEXIOEeHUAX
APXUBHEIX IOOKYMEHTOB ITonnuce Pacumdpporka
MIOONUCHU
IaTa
®oug N

(HazBaHme ¢oHma)

B (i)OH,ILe O6Hapy)KeHI:>I JOKYMEHTEI, IIPM3HAHHBIE HEMCIIPABMMO INIOBPEXIESHHBIMU
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Mpukas MuHkynbTypbl Poccun ot 31.03.2015 N 526
"06 yTBEpPXAEHUM NPaBWN OpraHM3aLumn XpaHeHus,
KOMMNNIEKTOBAHUS, y4eTa 1 UCMON...

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 24.03.2020

N n/n| Onmes | Ex. xp. 3aroyioBoK Kpaiinue natel | Komndectso | CymHocTs 1
N N MTOBPEXKICHHBIX €]1. JIMCTOB MIPUYHUHBI
Xp. (o6bem, M6) | moBpexeHus
1 2 3 4 5 6 7

JToro 06Hapy>z<eHo HEeNMCIPpaBMMO IIOBPEXIOEHHBIX

en. xp.
(umdpamM ¥ NPONUCH)
[lepeuncJieHHBle €. XP. [NOAJIexaT CIMCAaHMIO BBUIY:
HauMeHOBaHMEe OOJIXKHOCTU
PYKOBOOUTEJIS apxmbBa (Jamua,
OTBETCTBEHHOT'O 3a apXuBs) ITonnmceb PacumbppoBka NOOINCK
COTJIACOBAHO COTJIACOBAHO <*>
[IpoToxos L3K (3K) opraHmzauum [IpoTokoJs 3JIIK apxMBHOTO yUpPEXIeHMS
oT N oT N
VIZMeHeHUss B yUeTHBE INOKYMEHTH apxXMBa BHECEHEH.
HammeHoBaHMEe IOJIDXKHOCTU
paboTHMKA, BHECHEI'O M3MeHeHUS
B YyUeTHBE OOKYMEHTH lloonmuchb PacumppoBKa MNOONUCK
Hara
dopmar A4 (210 x 297 mm)

<*> ]l JOKYMEHTOB, BKJIFOUEHHBIX B cocTaB ApxuBHOTO (hoHna Poccuiickoii Demeparium.

ITpunoxxenne N 23
k. 4.11, 4.31 [IpaBun

HammeHOBaHUE OpraHM3alumnm

HamMeHOBaHME CTPYKTYPHOTIO

nogpasngejieHnd
OmACH N
neJ1
N | Uugnexe 3aroJI0oBOK Jiena Kpaitnue Cpox Komnuects | [Ipumeuanue
n/n | gena JIaThl XpaHEHus | O JHUCTOB
<F>
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Mpukas MuHkynbTypbl Poccun ot 31.03.2015 N 526
"06 yTBEpPXAEHUM NPaBWN OpraHM3aLumn XpaHeHus,
KOMMNNIEKTOBAHUS, y4eTa 1 UCMON...

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 24.03.2020

1 2 3 4 5 6 7

Ila3BaHyK:pa3nena

B maHHYK ONMCBH BHECEHO nes
(uudpamMm M NPONUCHIO)

c N no N , B TOM UMCJIe:

JIMTEePHBIE HOMepa:

NPONyLlEHHBIE HOMEpPa:

HammeHOBaHME IOOJDKHOCTU
PYKOBOOUTEJISI CTPYKTYPHOT'O

rnompasnesyieHus lomnmce PacumppoBka NOONMUCK
COIJIACOBAHO COTJIACOBAHO <**>
HammMeHOBaHME OOJIKHOCTU IIpoTokoys 9K CTPYyKTYPHOTO
pyKOBOOUTEJS CJYyXOsl LOY nogpasnesieHus
lNononmce Pacumpporka oT N

Hoponucm
JaTa

<*>['pada ormyckaeTcs B OIUCH JIeJ IOCTOSIHHOTO CPOKa XpaHEHUSI.
<**> TIpu Hanuuuu DK CTPyKTypHOTO MOApa3IeIeHHs.

[Iponomxenue npuiioxenus N 23
k. 4.11, 4.31 [IpaBun

llepenan
nes

(uudpamMm M NPONUCHIO)
1z PETUCTPALMOHHO-KOHTPOJILHEIX KAapTOTEK K IOOKYMEHTaM.
(umdpamMm ¥ OPONMUCHI)

HamMeHOBaHME IOJIXKHOCTU pa@OTHMKa

CTPYKTYPHOT'O NOIpa3neJIeHUs [Hongnmceb PacumdppoBka MIOONUCK

MpuHan nen
(umdpamMm M IIPONUCHIO)

128 PEeTrMCTPalMOHHO-KOHTPOJEHEIX

(uMbpamMu ¥ TPONMUCHIO)
KapTOTEeK K HOOKYyMEHTAaM.

HammMmeHOBaHME IOJDXHOCTU
paboTHMKA apxXuBa HMoonuce PacumppoBKa MIOONUCHU

IlaTa

®opmart A4 (210 x 297 mm)
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Mpukas MuHkynbTypbl Poccun ot 31.03.2015 N 526
"06 yTBEpPXAEHUM NPaBWN OpraHM3aLumn XpaHeHus,
KOMMNNIEKTOBAHUS, y4eTa 1 UCMON...

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 24.03.2020

HauMeHOBaHMe opraHm3auum

dounnm N

OIMChb N

OJIEKTPOHHEIX IOeJl,

IOKYMEHTOB

[Ipunoxenne N 24

k om. 4.11, 4.31 IpaBun

Nun/n | Unanekc 3aroyIoBOK zieia Kpaiinue O6wem, M6 | [Tpumeuanus
aena maTel <*>
1 2 3 4 5 6
HaumeHnoBanue pasnena
B DmaHHBM pasnesl ONMCU BHECEHO e,

c N

o N

(umdpamMy ¥ NPONUCH)

00BEMOM

HavMeHOBaHME IOJIXKHOCTH
PYKOBOIUTEJSA CTPYKTYPHOTO
nonpasnesieHuns

JaTa

COTJIACOBAHO
HamMeHOBaHME IOOJIKHOCTU
pPyKOBOOUTEJSA CJYyXOsl IOY

ITonnuce

JaTa

ITogonucob

PacumdppoBKa
INognucwu

MO .

PacumppoBka HOONMCHU

COTJIACOBAHO <**>

IIpoTokos 9K CTPYyKTYPHOTO

nonpasnesieHus

oT N

<*> ['pada ormyckaeTcsi B ONMKCH JIe] TOCTOSIHHOT'O CPOKA XPaHCHHUS.

<**> [Ipu Haymunu DK CTPyKTYpHOTO TOApa3IeIecHUsI.

[lepenan

[Iponomxenue npuinoxxenus N 24
k. 4.11, 4.31 IlpaBun

nest

(uMdpamMy U IPOMMCHI)

www.consultant.ru
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Mpukas MuHkynbTypbl Poccun ot 31.03.2015 N 526
"06 yTBEpPXAEHUM NPaBWN OpraHM3aLumn XpaHeHus,
KOMMNNIEKTOBAHUS, y4eTa 1 UCMON...

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 24.03.2020

n PeIMCTPalMOHHO-KOHTPOJIBHEX KapTOTEeK K IOOKYyMeHTaM,
(umdpamMm ¥ OPONMUCHIO)
0BBEMOM M6.

HavMeHOBaHME IOJIXHOCTU pa6OTHMKa

CTPYKTYPHOT'O NOIpa3neJIeHUS onnuchb PacumbppoBka NOOINCHU
IpuHAas nen
(undpamMm M IIPONUCHIO)
128 PEeIMCTPaLUMOHHO-KOHTPOJIbHEIX
(undpamMm M IIPONUCHIO)
KAapTOTEK K HOOKyMeHTaM, OOBEMOM M6 .

HauMeHOBaHME HOJDKHOCTU
paboTHMKA apxXuBa Homnmuce PacumbppoBka NOOINCHU

JaTa

®opmart A4 (210 x 297 mm)

[Iponomxenue npunoxerus N 24
k. 4.11, 4.31 [IpaBun

NPUIJIOXEHVE K OIMUCU N
SJIEKTPOHHEIX HeJI, IOOKYMEHTOB

PeecTp IOOKYMEHTOB (KOHTEMHEPOB SJIEKTPOHHBIX IOKYMEHTOB) SJIEKTPOHHOTO Heja:
<k >
N en. xp. HO omnmcu Mupgexkc meJsa

3aroJIOBOK IeJa

JOKYMCHTaA JOKYMCHTA

[Hara Per. N HanmenoBanue noxkyMeHTa O6beM, MO | Ilpumeuanus

1 2 3 4 5
HamMeHOBaHME IOJDKHOCTU
cocTaBuUTEeJId OIINCHU ITonnuce PaCLLH/I(l)pOBKa nongrimcum
®opmart A4 (210 x 297 mm)

CocraBnsercsa Ha KaXXa0€ 3JICKTPOHHOC A€JI0.

www.consultant.ru
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Mpukas MuHkynbTypbl Poccun ot 31.03.2015 N 526
"06 yTBEpPXAEHUM NPaBWN OpraHM3aLumn XpaHeHus,
KOMMNNIEKTOBAHUS, y4eTa 1 UCMON...

[JokymeHT npepoctasneH KoHcynbTaHTAOC

[aTta coxpaHeHus: 24.03.2020

HamMeHOBaHMe opraHmU3auun

[Ipunoxenue N 25
K 11. 4.18 ITpaBun

HOMEHKJIATYPA [OEJI YTBEPXIA
PyxkopomuTesip oOpraHM3alLuMn
Ha ron [Nomnuce PacumppoBka
noAgrmcum
HaTa
HNupexe 3aroJioBOK Jenna KomuuectBo | Cpok xpanenus | [Ipumedanue
nena nen u N cTaTeu 1o
MEPEYHIO
1 2 3 4 5

HaszBanue pasnena

HammMeHOBaHME IOJIKHOCTU
PYKOBOOUTEJSA CJyXObl IOY
OpraHM3almnmn Hoponuce

Bu3a pPYyKOBOAUTEJIS apXuBa
(Mua, OTBETCTBEHHOTO 3a apxXUB)

PacumppoBKra MIOONUCHU

COTJIACOBAHO COTJIACOBAHO
IpoTokoin L3K (9K) [IpoTokois JIK apxXMBHOTO yYpPEXIEeHUS
oT N oT N
[Iponomxenne npunoxenust N 25
K 11. 4.18 ITpaBun
JiIToroBasa 3amnmMchk O KaTeropmdax M KOJIMdYecTBe nei,
3aBeIEHHBIX B Trony B OpI'aHM3alUM
ITo cpokam xpaHeHus Bcero B ToM uucne:
MEePEXOIAIIUX C OTMETKOMN
waIIKT
1 2 3 4

IlocTossHHOTO

Bpemennoro (cBoimie 10 ser)

www.consultant.ru
HafeXHasa npaBoBan noaAepXxkKa

CrpaHuua 64 u3 69


http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru
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"06 yTBEpPXAEHUM NPaBWN OpraHM3aLumn XpaHeHus,
KOMMNNIEKTOBAHUS, y4eTa 1 UCMON...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 24.03.2020

Bpemennoro (mo 10 et
BKJTFOYUTENIHHO)

UTOI'O:

HamMeHOBaHMeE IOOJDXKHOCTU
PYyKOBOOUTEJNA CJyXOel IOY I[loonuce

Hara
JITOTOBBIE CBEeIEHMS IepelaHbl B apXUB.

HavMeHOBaHMeE IOJIXKHOCTM JIMLA,
IepenaBlero CBeOeHUs [Moonuce

IlaTa

HammeHOBaHUE OpTraHM3alunum

HamMeHOBaHME CTPYKTYPHOTIO
rnogpasnelieHns

HOMEHKJIATYPA JIEJI

PacumppoBKa HNOINUCU

PacumppoBka HOONNCHK

®opmart A4 (210 x 297 mm)

[Tpunoxxenue N 26
K 1. 4.18 IIpaBun

Ha ronm <*>
Nunexc 3aroJioBOK Jena KomuuectBo | Cpok xpanenusi | [Ipumedanue
nena TOMOB (dacrtei) | u N cTaThu 1O
MEPEYHIO
1 2 3 4 5

HaszBanue pasnena

HammeHnoBaHMEe IOJIDXKHOCTU
PYKOBOOMUTEJIA CTPYKTYPHOTO
nogpasnesieHus lloonuce

Hara

COTJIACOBAHO <**>
[IpoTokoJy 2K CTPYKTYPHOTO
nompasmesieHna

oT N

PacumppoBKa MNOINUCU

www.consultant.ru
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Mpukas MuHkynbTypbl Poccun ot 31.03.2015 N 526 [loKyMeHT npeaocTasnieH KoncynbTanTItoc
" KOHCY/IbTAHTIINTIOC
06 yTBepXAEeHUN NpaBu OpraHu3aUnm XpaHeHus, [laTa coxparenws:: 24.03.2020

KOMMMEKTOBaHUA, Y4ETA U UCNO...

®opmar A4 (210 x 297 mm)

<*> K HOMEHKJaType A€l CTPYKTYpHOrO MOApa3JeleHHsl MO0 OKOHYAHWU KaJIEHAApHOIro roja
COCTABJIACTCSI MTOrOBasl 3alUCh MO (GopMe, yKa3aHHOH B NPWIOKEHHM 25, M JelaeTcs OTMETKa O
nepeaye UTOroBbIX cBefieHuH B ciayx0y /I0Y opranuzaium.

<#*> [Ipu Hanmuuuu DK CTPYKTYpHOTO MOJIpa3ieieHusl.

ITpunoxxenune N 27
k . 4.19, 4.21 [IpaBun

BHYTPEHHAA OINCH
OOKYMEHTOB meJja N

N n/n | Peructpa [Hara 3aroyioBOK TI0KyMEHTa Howmepa imucroB | IIpumeuan
IUOHHBINA | JOKYMEHTA aena e
UHICKC
JIOKYMEHT
a
1 2 3 4 5 6
NToro OOKYMEHTOB .

(umdpamMm ¥ NPONUCHI)

KonmmuecTBO JIMCTOB BHYTPEHHEN ONUCHU

(umdpamM ¥ NPONUCHI)

HamMmeHOBaHMe IOOJIXKHOCTM JiMlla,
COCTaBMBIIEI'O BHYTPEHHIIO OINMCH
IOOKYMEHTOB 1meja HNoonmce PacumppoBka nomnmcu

IaTa

®opmat A4 (210 x 297 mm)

[Ipunoxenue N 28
k . 4.19, 4.24 IIpaBun
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"06 yTBEpPXAEHUM NPaBWN OpraHM3aLumn XpaHeHus,
KOMMNNIEKTOBAHUS, y4eTa 1 UCMON...

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 24.03.2020

(HaMMEeHOBAaHME TI'OCYyHAapCTBEHHOTO (MYyHMUMIIAJIBHOT'O) apxuba)

(HaMMeHOBaHME OpTraHM3aLUMn)

(HaMMeHOBaHME CTPYKTYPHOTO HOOpaslelIeHMsd)

IOEJIO N TOM N

(zarosioBOK mera)

(kparHMue naThl)

Ha JCTax
XpaHUThH
®. N
On. N
JI.N
®opmart A4 (210 x 297 mm)
[Tpunoxxenue N 29
K 1. 5.12 IIpaBun
HamuMeHOBaHMEe OpIraHM3aLUM
CnpaBOYHBEIE HOAHHEE OO OpTaHM3alLumn Anpecar
(mouToBEM azpec, TenedoH,
Tesedon/dparc)
APXVIBHAS CIIPABKA
N
(mara)
Ha N oT
TexkcT
OcHOBaHMe :
IOJDKHOCTE PYKOBOOUTEJIS OpTaHM3alMU
(MM MHOT'O YIOJIHOMOUEHHOT'O MM JIMlla) [Momnuce PacumdpoBka MIOONUCK
[leuaTs
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Mpukas MuHkynbTypbl Poccun ot 31.03.2015 N 526 [loKyMeHT npeaocTasnieH KoncynbTanTItoc
n
06 yTBepXAEeHUN NpaBu OpraHu3aUnm XpaHeHus, nara C—y—oxpaHEHm: >4.03.2020

KOMMMEKTOBaHUA, Y4ETA U UCNO...

daMUIIMsA UCIIOJIHUTEIIS
Homep TenedoHa

®opmart A4 (210 x 297 mm)
[Tpunoxxenue N 30
K 1. 6.8 [IpaBuu
YTBEPXIAN YTBEPXIAI
(HaMMeHOBAHME IOOJDKHOCTU PYKOBOIUTEIS (HaMMeHOBaHME IOJDXKHOCTM PYKOBOIUTEIS
opraHmszauuy, nepenamnumey IOKYMEHTH) opraHmMs3auuy, IPMHUMAaKLEY IOKYMEHTH)
lomnmuce PacumppoBka HOONNCHK Illoonuce PacumppoBka NOONMCHU
IaTa [leuaTshb IaTa I[leuaTnb
AKT
N

nprueMa-Irepenadr apXmMBHBIX
IOOKYMEHTOBR Ha XpaHeHUe

(ocHOBaHME Iepenadn)

(HazBaHMe NnepemaeaeMoro QoHAza)

cnaJsn,
(HaMMeHOBaHME OpTraHM3auuM, nepenanuel OOKYMEHTEH)
(HaMMeHOBaHMe oOpTraHM3alMuM, IPMHMMAaKUEN IOKYMEHTH)
IPMHMMAET Ha I'OCYINapCTBEHHOE XPAaHEHMEe NOKYMEHTH M CTPaxXOBHE KOIMM 3a
(romgl)

n CHpaBO‘{HbIﬁ arriapaT K HMM:

Koncynbrantllnroc: npumeyanue.
Hywmepanus rpad B Tabnulie JaHa B COOTBETCTBUH € O(UIIHATIBHBIM TEKCTOM JIOKYMEHTA.

N n/n | Ha3Banwue, HomMep onucu KommuecTBo KonmuecTtBo equHHIL [Ipumeuanue
AK3EMIUISPOB XpaHeHUs
OITUCH
1 2 3 4 6

[Iponomxenue npuinoxxenus N 30
K 1. 6.8 [IpaBun

MITOTO NPUMHATO en. xXp.
(uMppamMm M OPONMUCHI)

www.consultant.ru CrpaHuua 68 u3 69
HafeXHasa npaBoBan noaAepXxkKa


http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru

Mpukas MuHkynbTypbl Poccun ot 31.03.2015 N 526 [lokyMeHT npegocTaner KoncynsTaHTilntoc
n
06 yTBepXAEeHUN NpaBu OpraHu3aUnm XpaHeHus, nara C—y—oxpaHeHm: 54.03.2020

KOMMMEKTOBaHUA, Y4ETA U UCNO...

l[lepenauy HOPOM3BEJINM: [lpyeM OPOM3BEJIM:

JOXHOCTB I[lopnuce JIOJIXHOCTB I[lopnuce PacumppoBka

Pacumdpporka jate}iinizierzs
DOONNCH

IaTa IaTa

QOHIOYy NPMCBOEH HOMEP

JI3MeHeHUs B YyUeTHhe IOKYMEHTE BHECEHE
JOXHOCTB I[lopnuce PacumppoBka HOONNCHK

JaTa

®opmart A4 (210 x 297 mm)
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