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®denepanpHas apxuBHas ciayxk0a Poccun
Bceepoccuiickuil Hay4HO-UCCIIEI0BATEIbCKU UHCTUTYT
JOKYMEHTOBE/ICHHUS U apXUBHOI'O Jeja
(BHUMIAL)

OCHOBHBIE ITPABUAJIA .
PABOTbBI APXUBOB OPT'TAHU3ALIUU

OnoOpeHs! pereHueM
Koimnernu Pocapxusa
ot 06.02.2002

BBEJIEHHE:

OcHoBHbIE IIpaBUiIa pabOTHl APXUBOB OPraHU3ALUN ABISIOTCS HOPMATUBHO-METOUYECKUM J0-
KYMEHTOM, ONPEICIAIOINM UX AEATeIbHOCTh. [IpaBuia OCHOBBIBAIOTCA Ha ACHCTBYIOLICH ITPaBOBOM
6aze B obsacTy MH(pOpPMAIMM, JOKYMEHTAMOHHOIO OOecreueHMsl YIpaBiIeHHUs U apXUBHOIO Jena,
CUHTE3UPYIOT OIBIT OTEYECTBEHHOI'O apXUBHOIO /I€a, YYUTHIBAIOT COBPEMEHHBIE IOCTHKEHUS B IIPU-
MEHEHUHU TEXHUYECKUX CPEACTB U MH()OPMAIIMOHHBIX TEXHOJOTHI B paboTe C TOKyMEHTaMH.

[IpaBo n 00s3aHHOCTH CO3/IaHUSI APXUBOB OpPraHU3aLUN JJi1 BPDEMEHHOI'O XPAaHEHUS JI0KyMEH-
ToB ApxuBHoro ¢onga Poccuiickoii dexepannu, OTHECEHHBIX K IOCYIapCTBEHHON COOCTBEHHOCTH,
ycraHoBlieHsl OcHOBaMU 3akoHomatenbcTBa Poccuiickoit denepanyu 06 ApxuBHom ¢donae Poccuii-
ckoilt ®Penepaunu u apxusax (1993), Ilonoxxennem 06 ApxuBHoM (onzne Poccuiickoit Peneparun
(1994) u Tlonoxennem o DenepanbHoil apxuBHOM ciryx0e Poccun (1998), COOTBETCTBYIOMMMH HOP-
MaTHBHBIMM aKTaMH cyOBbekToB Poccuiickoii deneparum.

Hacrosmue [1paBuia pacnpocTpaHsOTCS Ha apXUBbI TOCYJapCTBEHHBIX OpraHU3allni, a TaKxKe
00s13aTeNIbHBI I BCEX HEroCyJapCTBEHHBIX OPraHM3alUil B 4acTH 00ecredyeHUs] COXPaHHOCTH, OMH-
CaHMs, yyeTa U HCIIOJIb30BaHMs JOKYMeHTOB ApxuBHoro ¢ouaa Poccuiickoit denepannu, oTHECEH-
HBIX K FOCY/IapCTBEHHON COOCTBEHHOCTH.

ApXuBBI OpraHu3alui, XpaHsiye KMHO-, (0TO-, (POHO- U BUIACOJOKYMEHTHI (ayAHOBU3Yalb-
Hbl€), HAyYHO-TEXHHMYECKHEe, KapTorpaduyeckue, TeIeMEeTpUUECKHE TOKYMEHTBI, PYKOBOJCTBYIOTCS
HacToammMu [IpaBuiaMu B 4acTu OopraHu3allvy, IJIAHUPOBAHUS, OTYETHOCTH, METOIUYECKON pabOThI
C YIPaBJICHUECKUMH JTOKyMEHTaMHU, XPaHSAIMMUCS B apXHUBaX; BO BCEX OCTAJIbHBIX BOIIpOcax pabora C
YKa3aHHBIMH JIOKYMEHTaMHU PETJIaMEHTHPYETCS COOTBETCTBYIOIIMMHU HHCTPYKIMSMH U ITPaBUIIaMHU.

[IpaBuia He pacrpOCTPaHSIOTCS Ha TOKYMEHTHI, paboTa ¢ KOTOPBIMU pPerIaMeHTHpYeTCsl 3aKo-
HoM Poccuiickoit ®eneparuu ot 21 urons 1993 r. N 5485-1 "O rocynapctBeHHOM TaiiHe" U YKa3oMm
[Tpesunenta Poccuiickoit @eneparuu ot 30 HOsIOps 1995 r. N 1203 "O6 yTBep)kaeHUM TEepeyuHs CBe-
JICHHI1, OTHECEHHBIX K TOCY/IApCTBEHHOM TaifHe".

I'ocynapcTBeHHbBIE OpraHu3alui, HE OTHECEHHBIE K COCTaBY HCTOUYHUKOB KOMIUIEKTOBAaHUS IO-
CYJapCTBEHHBIX apXMBOB, a TaKKe€ HETOCYAApCTBEHHBIE OpraHU3allMid MOTYT PYKOBOJACTBOBAThCS Ha-
crosiumu [IpaBunamu npu opranuzanuu 1 odecreueHu padboThl CBOMX apXHBOB.

K IIpaBunam npuiiokeHbsl GopMbl JOKYMEHTOB, 00ecTieynBaonInX paboTy apXuBa.

OcHoBHBIE TIpaBUiIa pabOTHl APXUBOB OpraHU3alMi MMOArOTOBIEHBI paboueil rpymnmnoit Pocap-
xuBa 1 BHUMJIAJI B cocraBe: Epemuenko B.A. (pykoBoautens rpymmsl), Ans0pexTt b.B., banacroke-
Buu B.JI., 'anun M.JIL., Kucenes N.H., Kpacasun A.C., Jlapun M.B., Memepuna T.A., [TpuBanos
B.®., Cmorno 1.A., Cokosa A.H., Cono6aii H.M., Ctemmanosa JI.A.
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1. OBIIME ITOJIO’KEHU

1.1. IlonsiTHEe apXHUBa OPraHU3aALMHU

1.1.1. Hoxymentsl ApxuBHoro ¢onna Poccuiickoii @enepanuu, OTHECEHHbBIE K TOCYIapCTBEH-
HOW COOCTBEHHOCTH, J10 MEpellaud Ha MOCTOSHHOE XpaHEHHWE, BPEMEHHO, B Ipejenax CPOKOB, yCTa-
HOBIICHHBIX DeiepanbHO apXuBHOU CiTy>k00i Poccun, XpaHsrces B opranuzanum <*>.

1.1.2. B mensix CBOEBPEMEHHOIO IIPUEMa apXMUBHBIX JOKYMEHTOB OT CTPYKTYPHBIX IIOApa3fe-
JIEHUH WM APYTHX UCTOYHMKOB KOMIUIEKTOBaHMS, 00ECIICUEHHUS UX Yy4eTa, COXPAaHHOCTH, YHOpsio4de-
HUS U UCIOJb30BAaHUS B COOTBETCTBUM C HacTosmMMHU [IpaBuiamMu u MOArOTOBKM K Iepenauye AOKY-
MEHTOB Ha IIOCTOSIHHOE XPAaHEHUE B OPTaHU3ALNN CO3AAETCS apXUB.

B 3aBucumocTH OT 00bEMa JOKYMEHTOB apXUB CO3/1ACTCS KaK CaMOCTOSITEIbHOE CTPYKTYpHOE
HOJpa3/ieIeHue OpraHu3aly WM HOJpa3/ielIeHue B COCTaBe CIIyKObl JOKYMEHTALMOHHOIO o0ecrie-
YEeHUsl YIpaBJIEHUS (JIEI0MPOU3BOJICTBA), OCYLIECTBIISIONIEE IPUEM U XPAHEHUE APXUBHBIX TOKYMEH-
TOB C LIE€JIbIO UCIIOJIb30BaHUS.

1.1.3. Opranmszanus oOecrieynMBaeT apXvB HEOOXOIMMBIM IMOMEIICHHEM, 00OpYyIOBaHHEM H
KaJ[paMH.

1.1.4. JlomKHOCTHBIE JHIla OPTaHU3allMd HECYT OTBETCTBEHHOCTH 3a HapyllIEHWE HOpPM, yCTa-
HOBJICHHBIX HacTosmumu [IpaBunamu.

1.2. Buabl apxuBoB

1.2.1. B 3aBucuMOCTH OT KOMIETEHIMHU ((PyHKIMIA) OpraHu3aluy MOTYT CO3/aBaThCs ClEIyO-
II1€ BUJIbl ADXHUBOB:

LIEHTPaJIbHBIA apXuB (eliepanbHOro OpraHa BJIAacTHU MM OpraHa BiacTu cyowbekra Poccuiickoii
denepanyy, XpaHALIIMA JOKYMEHTBI anliapaTa OpraHa BJIACTH, JOKYMEHTbI OpraHu3aluil HENOCPEACT-
BEHHOT'O MOJYMHEHUS U IPYIHMX OpraHU3aliii, BKIIFOUEHHBIX B CIIMCOK MCTOYHUKOB KOMILIEKTOBAHUS
apXuBa, yTBEP>KJIEHHBIM PYKOBOIAUTEIEM OpIraHa BIIacTH;

LEHTPAIbHBIA OTPACIEBOM apXWB, XPAHAIIMA JTOKYMEHTBI BCEX OpraHU3alMii, OTHECEHHBIX K
OIPECIIEHHON OTpaciiv, BCEX YPOBHEN NOJIUYMHEHHOCTH U HE3aBHCHUMO OT UX TEPPUTOPHAIBHOTO pac-
MOJIOXKEHUS;

00bETMHEHHBIN apXUB, XpAHAIINN JOKYMEHThI HECKOJIBKUX OpraHu3aluii OTpaciu, CBI3aHHBIX
CUCTEMOM COMOAYMHEHHOCTU WJIM OJHOTHUIIHBIX 110 MPOQUIIO 1E€ATEIbHOCTH;

apXUB OPraHU3allid, XPAHAIIUN JOKYMEHTHI TOJIbKO JaHHOW OPraHU3allMU U €€ IPEIIIECTBEH-
HUKOB.

1.2.2. B 3aBHCHMOCTH OT COCTaBa JOKYMEHTALUH, MOAJIEKAIEH XPAHEHUIO B apXHUBE, MOTYT
CO3/1aBaThCA:

apXUB yNPaBJICHUYECKON TOKYMEHTALINH;

Hay4YHO-TEXHUUYECKHUH apXUB;

ayJMOBU3yaJIbHBIN apXUB;

apXuB JOKYMEHTAIMH Ha 3JIEKTPOHHBIX HOCUTEISX.

1.2.3. ApxuBbI, COCTaB JOKYMEHTOB KOTOPBIX OOYCIIOBJIEH CIIOCOOOM 3anucu MHPOPMALUU U
HOCHUTEJIEM, MOTYT CO3[1aBaThCsl KaK CaMOCTOSITENIbHbIE €IMHUIBI WM KaK CTPYKTYpHBIE MOjipa3felie-
HUS B COCTAaBE apXMBa OPraHU3alUH.

<*> B coorBerctBum ¢ [lonoxxennem 06 ApxuBHoM Qonae Poccuiickoit @enepaunn (1994)
JUTSL QpXUBHBIX IOKYMEHTOB psija (efepaibHbIX OpraHOB BIACTH M MHBIX OpraHU3alliii HA OCHOBaHHUH
COIJIAIIEHUH, 3aKII0YaeMbIX YKa3aHHBIMU opraHaMu ¢ PenepaabHON apXUBHON CITy>KOOH, ycTaHaBIIM-
BalOTCA CIIELMaJIbHbIE CPOKH M MOPSAJOK BPEMEHHOIO U JIEMO3UTAPHOTO XpaHEHHs JOKyMEHTOB. B
JTAHHOM CIly4yae CO3JAI0TCs IEHTPAJIbHBIC apXHMBbI OPraHU3allMil MM oTpacieBbie (OHIBI HA MPaBax
IOPUJINYECKOTO JIMLA, B CBOEH AEATEIIBHOCTH OHU PyKOBOACTBYIOTCS OCHOBHBIMH IIPaBUIAMU PabOThI
rOCy/1apCTBEHHBIX ApXUBOB.
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1.3. OcHoBHbBIE 321244 M QYHKIIMU AapXUBa

1.3.1. OcHOBHBIMU 337jauaMy apXUBa OPTaHU3ALMHU ABIISIOTCA:

KOMIUIEKTOBAHNE apXHBa JOKYMEHTaMHM, COCTaB KOTOPBIX MPELyCMOTPEH IOJIOKEHUEM 00 ap-
XUBE;

yueT U 00ecrieyeHHe COXPaHHOCTH JOKYMEHTOB;

CO3/1aHH€ HAayYHO-CIIPAaBOYHOIO arapara K JOKyMEHTaM apXuBa;

UCII0JIb30BaHNE XPAHAIINXCS B apXUBE JTIOKYMEHTOB;

MOJTOTOBKA U Tepeiada JOKYMEHTOB, OTHOCSIIMXCS K ApxuBHOMY (hoHay Poccuiickoit dene-
pauuu, Ha IOCTOSHHOE XPaHEHHE B COOTBETCTBUM CO CPOKAMHU M TPEOOBAaHUAMM, YCTAHOBJIEHHBIMU
@DenepanbHOl apXMBHOM ciy)k00i Poccun u opranaMu ympaBiieHUsI apXWUBHBIM JIEJIOM CYOBEKTOB
Poccuiickoit deneparumu.

1.3.2. JInst opraHusaiiuii, ocymecTBISIOUIMX BPEMEHHOE JEN03UTAPHOE XPAHEHUE IOKYMEHTOB
ApxusHoro ¢onna Poccuiickoit denepannn, OCHOBHbBIE 3a/1a4l apXHUBA ONPEAEISIIOTCS B COOTBETCT-
BUU C COTJIAIIEHUSMHU U JIOTOBOPAaMHU, 3aKJIFOUEHHBIMU UMHU C yupexaeHusaMu denepaibHol apXUBHON
ciyx0b1 Poccum.

1.3.3. B mensx BBIMOJHEHUsI OCHOBHBIX 337[a4 apXHUB OCYILECTBIISIET CIeAyIomne GyHKINN:

BEJIET CIMCKHU OpraHu3alui U (UIM) CTPYKTYPHBIX MOJpa3/ieleHuil OpraHu3aiuii - HCTOYHUKOB
KOMIUIEKTOBAHUSI apXUBa;

IIPUHUMAET YNOPSIOYECHHbBIE TOKYMEHTBI CTPYKTYPHBIX IOAPA3[e/ICHUN OpraHu3alud U opra-
HU3aLUN - UICTOYHUKOB KOMIUIEKTOBAHUSI apX1Ba;

YUUTBIBAET U 00ECIIEYMBAET COXPAHHOCTh MPUHSTHIX B ApXUB JOKYMEHTOB;

CO3/1a€T U MOJIEPKUBAET B aKTyaJIbHOM COCTOSIHUM Hay4HO-CIIPABOUYHBIN anmapaT K J0KyMEH-
TaM apxuBa;

opraHusyer MH(pOpMaMOHHOE OOCTYKMBAaHUE PYKOBOJUTEICH W CTPYKTYPHBIX MOJpasfene-
HUM OpraHu3aliM, OCYILECTBIISET UCIOIb30BaHUE JOKYMEHTOB 10 3alpocaM OpraHHU3alMi U 4aCTHBIX
JIUII, B TOM YHUCJIE€ COLIMAIbHO-TIPABOBBIM 3allpocaM IpaX/1aH, BEAET yUeT U aHAJIU3 UCIIOJIb30BAHUS;

IIPOBOAMT DKCIEPTU3Y LIEHHOCTH M OCYLLECTBIISIET KOMIUIEKC OpPraHU3alMOHHBIX U METOANYE-
CKHX MEpONPUATUH MO Nepesadye JOKyMEHTOB Ha OCTOSHHOE XPaHEHUE;

OCYILECTBIISIET MPOBEPKY MPABUILHOCTH (HOPMUPOBaHMUS M OPOPMIICHUS J1€1 B CTPYKTYPHBIX
MOJIpa3/IeNIEHUsIX OpraHu3alui U IPYruxX OpraHu3ausax - UCTOYHUKAX KOMITJIEKTOBaHMUS;

OpraHuzyer paboTy IO COCTaBJIEHUI0 HOMEHKIIATYPBI /1€ OpraHu3altu;

OKa3bIBAa€T METOAMYECKYIO M MMPAKTUYECKYIO MIOMOIIb CTPYKTYPHBIM MOJpPa3IeIeHUsIM B padoTe
C IOKYMEHTAMH;

y4acTBYET B pa3pabOTKE HOPMATHUBHBIX U METOJIUYECKUX TOKYMEHTOB IO apXUBHOMY JAENY U
JOKYMEHTAIMOHHOMY 00€CIIeUeHHIO YIPaBICHHUS;

y4acTBYET B MPOBEACHUM MEPOTNPUATUI 1O MOBBILIEHUIO KBaM(UKAUU paOOTHUKOB apX1Ba 1
CIIy’KOBI JOKYMEHTALMOHHOTO 00ECTIeUeHUs YIPaBJICHUs, B TOM YHCIIEe B OPraHU3AIMIX - MCTOYHHKAX
KOMIUIEKTOBAHUS apXHUBa.

1.3.4. ApxuBbl OpraHu3aluii OCYIIECTBISIOT IPUEM 3JIEKTPOHHBIX TokyMeHTOB (D/]), obecre-
YUBAIOT UX COXPAHHOCTb, yYe€T, OTOOP M HCIIOJIIb30BAHME, a TaKXKe MOATOTOBKY U Meperady Ha rocy-
napcTBeHHoe xpaHeHue. Ha xpanenue nepenatorcs 3/1 B coctaBe (hOHI0B OpraHU3aIMii - HCTOYHUKOB
KOMIUIEKTOBAHMSI apXHUBOB.

Bce onepanuu, ocymectsisgemsle ¢ O/ mpu nepenadye Ha apXMBHOE XpaHEHHME M B IIPoOLiECCE
XpaHeHus (Mepe3anuch, KOHBEPTUPOBaHUE B HOBblE (hOpPMAThI, CKaTUE U Jp.), AOJKHBI OBITH JTOKY-
MEHTHPOBAHBI JJIs1 00ecreyeHust ayTeHTUIHOCTH D /1.

1.4. IlpaBa apxuBa

J1J1s BBIIOJTHEHUS] OCHOBHBIX 33/1a4 M (PYHKIIMH apXUB OpraHU3alii UMEET IIPaBo:

TpeOOBaTh OT CTPYKTYPHBIX MMOAPA3CICHUI CBOCBPEMEHHOM Nepeiaun B apXHB JOKYMEHTOB B
YIOPAIOYEHHOM COCTOSIHUU;

KOHTPOJIMPOBATh MpaBHiIa paboTHI C TOKyMEHTAMH B CTPYKTYPHBIX MOJIPa3/ICICHUAX U OpraHu-
3alMAX - MCTOYHUKAX KOMIUIEKTOBaHUS apXHBa;
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3ampammBarh OT CTPYKTYPHBIX MOAPA3AEICHUM M OpraHu3aluil - HCTOYHUKOB KOMIUIEKTOBA-
HUS HEOOXOUMBIE JIJIs1 paOOTHI apXUBa CBEICHNUS,

y4acTBOBaTh B MEPONPUATHSX, TPoBoIuMBbIX DenepanbHoil apxuBHOM ciyx060it Poccun, opra-
HaMHU YTPABJICHHUS apXUBHBIM JeIoM cyObekToB Poccuiickort denepannu, GeaepaibHBIMU apXUBaMu
Poccuiickoit @enepanyu, o BOIpocaM apXUBHOTO Je€J1a U JOKYMEHTAlMOHHOIO O0eCIeueHus ynpas-
JICHMUSL.

1.5. OTBeTCTBEHHOCTH apXHBa

ApXHB COBMECTHO C PYKOBOJHUTEJIEM OpPraHU3alluy HECET OTBETCTBEHHOCTH 3a:

HECOOITI0JICHHE YCIIOBUI 00eCrieueHUs] COXPAaHHOCTH JOKYMEHTOB;

yTpaTy U HECAaHKITMOHUPOBAHHOE YHUUITOKCHHUE JOKYMEHTOB;

HEOOOCHOBAHHBI OTKa3 B NpPUEME HAa XpaHEHHE JOKYMEHTOB IOCTOSHHOTO XPaHCHHS U IO
JUYHOMY COCTaBY IOJBEIOMCTBCHHBIX OpTaHHU3AINH, PU JIMKBUIAIIMA OPTAHU3AINH WIIM H3MEHCHUH
(dhopmbI COOCTBEHHOCTH;

HapyIICHUE MPABWI WCIOJIB30BaHUS JOKYMEHTOB M JIOCTYIIA IOJIb30BATEICH K JOKYMECHTAM,
YCTaHOBJICHHBIX 3aKOHOIATEIILCTBOM.

2. 3KCHHEPTU3A HEHHOCTHU JOKYMEHTOB

2.1. HOpMaTI/IBHO-MeTOIlI/I‘IeCKI/Ie OCHOBbBI 3KCIIEPTU3BLI HECHHOCTH TOKYMCH-
TOB

2.1.1. DxcnepTu3a HEHHOCTU AOKYMEHTOB - 3TO M3Y4Y€HHME JOKYMEHTOB Ha OCHOBAaHMM KpHUTE-
pHEB UX LEHHOCTHU B IENIAX ONPEICICHUs CPOKOB XpaHEHUs! TOKYMEHTOB U 0TOOpa UX Ha MOCTOSTHHOE
XpaHeHHe.

2.1.2. OTHeceHne NOKYMEHTOB K cocTaBy ApxuBHoro ¢gonna Poccuiickoit @enepanuu ocyiie-
CTBIISIETCS TI0 pe3yJibTaTaM JKCIEPTU3bI IEHHOCTH Ha OCHOBAaHUHU MPUHIIMIIOB UCTOPU3MA, CHCTEMHO-
CTU M ULEJIOCTHOCTH IyTEM KOMIUIEKCHOTO NMPUMEHEHHS] KPUTEPUEB MPOUCXOKIEHUSA, COJAEp KAHMUS,
BHEIITHUX OCOOEHHOCTEH IOKYMEHTOB.

K kputepusim npoucxokaeHusi OTHOCATCS: pOjib U MECTO OPraHU3allMM B CUCTEME TOCYJIapCT-
BEHHOT'O YIIPABJICHUS WM KOHKPETHOM OTPAciid, 3HAYMMOCTh BBITIOJIHSIEMBIX €10 (DYHKIIHH, 3HAUCHUE
(bu3MYECKOT0 TUIA B )KU3HH OOIIECTBA, BpeMs U MECTO 00pa30BaHUs TOKYMEHTA.

K kpurepusiMm coaep:kanusi OTHOCSTCS: 3HAUUMOCTb COOBITHS (SIBIEHUS), OTPAXKEHHOTO B JIOKY-
MEHTE, 3HaUeHUE HMEIoIIelcs B JOKyMeHTe MHPOpMaIuu, MOBTOpEeHHE HHQPOPMAIUN TOKYMEHTa B
JIPYTUX TOKYMEHTaX, BUJ JIOKYMEHTa, TOJTMHHOCTh JOKYMEHTA.

K kpurepusim BHEIIHUX OCOOEHHOCTEH OTHOCATCS: opMa PUKCUPOBAHUS U Tepeaadn coaep-
JKaHUs, YI0CTOBEPEHUS, OPOPMIICHHUS TOKYMEHTA, €T0 (PU3UIECKOE COCTOSTHUE.

[Ipu oTHEeceHUHN AOKYMEHTOB K cocTaBy ApxuBHoro (onaa Poccuiickoit deaepanuu yuuThiBa-
eTcst (hakTop CTEMEHHU MOJIHOTHI M COXPAaHHOCTH (HOH/IA.

2.1.3. DkcnepTr3a HEHHOCTU JOKYMEHTOB IIPOBOJUTCS HA OCHOBE:

JENCTBYIOIIEr0 3aKOHOJATENBCTBA U IPABOBBIX akTOB Poccuiickoit denepanuu 1o apxuBHOMY
JeNy ¥ TOKyMEHTAllMOHHOMY 00€CTIeUeHUIO yIIpaBICHHUS,

TUTIOBBIX M BEJIOMCTBEHHBIX MEPEYHEN JOKYMEHTOB C YKa3aHUEM CPOKOB MX XPAaHEHHsI, TUIIO-
BBIX M IPUMEPHBIX HOMEHKJIATYp JIET,

HOPMAaTUBHO-METOIMYECKUX JOKYMeHTOB DenepalibHO apXuBHOU ciyk0b1 Poccuu u opranon
yIpaBieHUs apXUBHBIM JIeJIoM cyObekToB Poccuiickoit deneparnu B 001acTi apXUBHOTO JIeNa.

2.1.4. OT60p 2AEKTPOHHBIX JOKYMEHTOB Ha apXHWBHOE XPAHEHHUE OCYIIECTBISIETCS B Pe3yabTaTe
AKCHEPTU3BI HEHHOCTH DI, KOTOpas MpOBOAUTCS SKCIEPTHON KOMUCCUEN OpTraHU3aINH.

Ha nepBom stamne sxcneptussl D)1 apXuB COBMECTHO C JEIOMPOU3BOACTBEHHON CITY:KO00 MK
ciyx00i1, oTBevaronieil 3a QyHKIMOHUPOBAaHNWE WH(DPOPMALIMOHHBIX TEXHOJIOTMH B OpraHU3aluu, Oll-
peaelseT nepeyeHb CUCTEM, TEM U MPOEKTOB, JOKYMEHTBI KOTOPBIX MOTYT UMETh LIEHHOCTb B COOTBET-
CTBUU C OOIIMMHU KpUTEPUSIMH dKcTiepTu3bl. B paMmkax nepeuns nposoautcs oroop D/] Ha mocTosiHHOE
Y BPEMEHHOE XPaHEHUE; IePEYCHb YTBEPKIACTCS HIKCIIEPTHON KOMUCCUEN OpraHU3alliHy.

Okcneptu3a /] NpoBOAUTCS IKCHEPTHOM KOMHCCUEH BO B3aWMOCBSI3M C JIOKYMEHTAlMEH Op-
TaHW3aIl[UU HA TPATUIIMOHHBIX HOCUTENSAX (MPUMEHSETCS B KOMIUJICKCE CUCTEMa OOIIHUX W CIEeIUalb-
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HBIX KPUTEPHUEB: 3HAUMMOCTb, ITOJIHOTA (3aBEPILIEHHOCTD) TOKYMEHTA; ayTEHTUYHOCTh JTOKYMEHTA; OT-
CyTCTBUE AyOnupyromeid nHhopMaluu B JOKYMEHTaX, MIPUHATHIX HA apXUBHOE XpaHEHHE).

[Tpu npueme D] Ha XpaHEeHHE B apXMUB YYUTHIBAIOTCS (PAKTOPHI: OrpaHUyYeHus Ha npueM D1,
3aBEPILIEHHOCTH Tporiecca co3nanus J]1; CTouMocTh BO3MOKHOTO iepeBoja D/ B apyroii popmar mpu
IprUeMe B apXuB; HATMYUE 3aKOHOJATENbHBIX aKTOB, IPENATCTBYIOIIUX Nepenade D/; Hammuue HeoO-
XOJIUMOM CONPOBOAUTEIBHON JOKYMEHTAIMH, COOTBETCTBUE THUIIA 3JIEKTPOHHOTO 00OpYyIOBaHUS pas-
JUYHBIM peXHUMaM XpaHeHus: DJ1; 3arparel Ha oOecrieueHue XpaHeHHs.

2.2. OpraHnsaunﬂ NMPOBEACHUA IKCIICPTU3LI HEHHOCTU JOKYMEHTOB

2.2.1. DkcnepTH3a IEHHOCTH JOKYMEHTOB B OpraHU3allii IPOBOJUTCS:

B JICJIONPOM3BOJICTBE - MPH COCTaBIIEHUH HOMEHKIIATYp A€, B mporecce popMupoBaHus Aea U
IIPU TIOJITOTOBKE JIEJI K IIepejaue B ApXUB;

B apXUBE - B IIPOIIECCE NOATOTOBKHU K Ilepeiade 1€ Ha IOCTOSIHHOE XpaHEHUE.

2.2.2. 1ng opraHu3alyy U IpoBeaeHUs padOThI IO SKCIEPTU3E LIGHHOCTH IOKYMEHTOB, 0TO0OpY
Y TIOJITOTOBKE K TIepe/iade Ha MOCTOSHHOE XPaHeHUEe TOKyMEHTOB ApxuBHOTO (hoHma Poccuiickoit De-
Jiepaliy, BKJIIOYasl YINpPaBIECHYECKYIO, HAYYHO-TEXHUYECKYI0, ayJUOBU3YaJIbHYI0, MAIIMHOYUTAEMYIO
U JIPYTYI0 JOKYMEHTAIUI0 <*>, 00pa3ylonlytocs B MPOIECCe NeSITeIbHOCTH OPraHU3alluH, CO3aeTCs
skcneptHas komuccus (OK).

B muHMCTEpCTBaX M BEAOMCTBAX, IPYrUX OPraHU3ALMSIX, UMEIOUIUX MTOJBEIOMCTBEHHYIO CETh,
CO3/aI0TCs LIEHTpalibHbIE SKcnepTHbIe Komuccuu (L[IK).

2.2.3. IIDK (9K) coznmaercs mpuka3zoM PYKOBOAMTEINS OpraHU3allMU W3 YHCiIa Haubojee KBa-
TUUIUPOBAHHBIX PAOOTHUKOB B KOJIMYECTBE HE MeHee Tpex uenoBek. B coctaB DK opranuzanuu B
0053aTeIbHOM TOPSIIKE BKJIFOYAETCS pyKOBOJIUTENb apXHUBa UJIH JIMIO, OTBETCTBEHHOE 32 apXUB.

B cocra 19K nenecoobpazHo BKIIOYHUTH MPEICTABUTEINS APXUBHOTO YUPEKACHUS, s KOTO-
pOro JlaHHasi OpraHu3alysl SIBJIAETCS UCTOYHUKOM KOMILJIEKTOBaHUSI.

[Ipencenarenem 1IOK (OK) HasHauaeTcss oauH M3 PYKOBOAAIIMX PAOOTHUKOB OpraHHU3allHH,
KypUpPYIOIIHUKA BOIPOCH! AETONMPON3BOACTBA U apXUBa.

2.2.4. OcnoubiMu 3aauamu LIOK (OK) apnstores:

OpraHu3alys U IpoBEJAEHHUE SKCIIEPTU3bI IIEHHOCTH JOKYMEHTOB Ha CTa1H JIEJIONPOU3BOICTBA
P COCTABIIEHUY HOMEHKIIATYPHI JIEN U B TIporiecce popMUpoBaHus Ae;

OpraHM3alys ¥ MPOBEIECHNE IKCIEPTU3bl IEHHOCTH JOKYMEHTOB Ha CTaJUU MOJATOTOBKU HX K
nepeaaye B apXuB OpraHU3allig;

OpraHu3anys U NpoBefeHHe oTOOpa M MOATOTOBKHM JOKYMEHTOB K Iepe/iaye Ha MOCTOSIHHOE
XpaHEHHUE B TOCYIAPCTBEHHBIM UM MYHUIIUNIATbHBIA apXUB.

2.2.5. OcuHoBubiMu pyHKIMsAME LIOK (OK) sBnstores:

OpraHu3alMsl eXeroTHOro 0TOopa el A XpaHEHUSI U YHUUTOKEHUS;

paccMOTpEeHHE U BBIHECEHHE Ha YTBEP)KIEHHUE U COIJIACOBAaHHUE C 3KCIEPTHO-MPOBEPOUYHOM KO-
muccuelt (OI1K) apxuBHOro yupekaeHus: MpOeKTOB HOMEHKIIATYp A€l OpraHu3alyu, onucei el mo-
CTOSIHHOTO U BpeMeHHOro (cBbiiie 10 neT) XpaHeHus!, B TOM YHCIIe 110 JUYHOMY COCTaBY, aKTOB O BbI-
JIEJIEHNN K YHUUTOKEHUIO JI]1, HE MOAJIeKAIUX XPAHEHHUIO;

MOATOTOBKA M BhIHEceHUE Ha paccMmoTrpenue DIIK apxuBHOro ydpexaeHus NpeioKeHUid 00
U3MEHEHUH CPOKOB XPaHEHUS OTJIENbHBIX KaTeropuil JOKYMEHTOB, YCTAHOBJICHHBIX MEPEUHIMH, U 00
OTpe/ieNIeHUU CPOKOB XPaHEHUsI IOKYMEHTOB, HE MPEAYCMOTPEHHBIX MEPEUHSIMH;

y4acTHE B IOJATOTOBKE U PACCMOTPEHHUH NPOEKTOB HOPMATUBHBIX U METOJUYECKUX TOKYMEH-
TOB MO BOIpOcaM paboThl ¢ JOKYMEHTaMH B OpraHU3allHu.

2.2.6. IIBK (BK) nmpoBoauT 3aceaHus B COOTBETCTBHH C IJIAHOM PabOTHI M MO Mepe HeoOxo-
mumoctu. 3acenanus LIOK (OK) mporokonupyrores. [IpoTokonsl moAMUCHIBaIOTCS MpeaceiaTeNeM U
cekperapeM komuccuu. Pemenus L[OK (3K) BcTynaroT B cuity mocie yTBEp)KICHHS PYKOBOJIUTENEM
OpraHH3aIiH.

[Tporoxonsr [I1DK (DK), conepxkariue pemieHus 00 0g00peHUN MPOEKTOB TUIIOBBIX U TIPUMEP-
HBIX HOMEHKJIATYyp i1, 00 U3BMEHEHUU CPOKOB XpPaHEHUsI JOKYMEHTOB, YCTAaHOBJIEHHBIX TUIIOBBIMH U
BEJIOMCTBEHHBIMU MEPEUYHIMHU JOKYMEHTOB C YKa3aHHUEM CPOKOB UX XPAaHEHHUS, & TAKXKE TUIOBBIMHU U
IIPUMEPHBIMM HOMEHKJIATypamMu Jell, YTBEPKIAOTCS PYKOBOJUTEIEM OpPraHU3alMK TOJIBKO MOCIE UX
paccmoTpenust DIIK cOOTBETCTBYIONIEr0 apXUBHOTO YUPEKACHHUS.
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<*> JInst SKCHEepTU3bl LIEHHOCTU M 0TOOpa Ha MOCTOSHHOE XPaHEHHE HAYYHO-TEXHUYECKOU U
JIpYro# clienuaabHOW JOKYMEHTAlMM MOKET ObITh co3faHa oTnaenbHas DK, cocrosuias U3 crenuanu-
CTOB I10 3TOM TOKYMEHTAIIUH.

2.3. Ilopsiiok mpoBeaeHNsi IKCIEPTU3bI HEHHOCTH TOKYMEHTOB

2.3.1. DKcnepTr3a MEeHHOCTH JOKYMEHTOB OCYIIECTBIISETCS €KET0IHO PaOOTHUKAMU CITYKOBI
JIOKYMEHTAIIMOHHOTO obecrieueHus ynpasieHus: coBMectHo ¢ [[DK (OK) opranuzanuu moj metoauye-
CKHUM PYKOBOJICTBOM apXHBa.

2.3.2. Ilpu npoBeAeHUH 3KCIEPTU3BI IEHHOCTH IOKYMEHTOB B CTPYKTYPHBIX MOJPAa3CICHUIX
OCYIIECTBIISIETCS OTOOP J€J MOCTOSSHHOTO U BpeMeHHOro (cBbiiie 10 jieT) xpaHeHus AJid nepegadyu B
apxuB; OTOOp /N C BPEMEHHBIMU CPOKaMHU XPaHEHHUs, MOJISKAIINX XPAHEHUIO B CTPYKTYPHBIX MO/~
pa3leNeHusX; BbICICHNE K YHUUTOXKEHHUIO JEJT 3a MPEAbIAYIINE TOAbl, CPOKH XPaHEHUS KOTOPbIX HC-
Tekid. [Ipy 3TOM OHOBPEMEHHO MPOBEPSIOTCS KAaue€CTBO M IMOJHOTa HOMEHKJIATYphl A€l OpraHu3a-
LIUH, IPAaBUIBHOCTD OIPEAEICHUS CPOKOB XPAaHEHUSI JIE.

2.3.3. OT60p TOKYMEHTOB MOCTOSIHHOTO M BpeMeHHOro (cBbIe 10 jieT) XpaHeHus: MPOBOJUTCS
IyTe€M MOJUCTHOIO npocMoTpa Aei. He nonmyckaercs oTr00p TOKYMEHTOB /JIsl XpaHEHUS U YHUUTOXE-
HUA TOJIBKO HA OCHOBAHUU 3ar0JI0BKOB JEII.

Hena c ormerkoit "OIIK" noaseprarorcs NoIuCTHOMY IPOCMOTPY C LIETIBIO ONPEEICHUS U BbI-
JIEJICHUS U3 UX COCTaBa JIOKYMEHTOB, MOJIEKAIINX TIOCTOSHHOMY XPaHEHHUIO.

Hena ¢ ormetkoit "OIIK", conepskaiue JOKyMEHTBI TOCTOSTHHOTO XpaHEHUs, MOJJIeXaT mnepe-
dbopMupoBaHuio. BelfieneHHbIe U3 UX COCTaBa JOKYMEHTHI TOCTOSIHHOTO XPaHEHUs! TPUCOSAUHSIOTCS K
OJTHOPOJHBIM JIeJIaM MM O()OPMIIIOTCSI B CAMOCTOSITEIIbHBIE JIea.

Cpoxku XxpaHeHHs J1e]l, COAEepKaluX OCTaBLINECS JOKYMEHThl BDEMEHHOI'O XPAaHEHUs, OIpeie-
JISIFOTCS M0 TIEPEYHIO JOKYMEHTOB C YKa3aHHEM CPOKOB MX XpaHEHMs UJIU M0 HOMEHKJIAType Jied opra-
HU3ALUH.

[TonmuBka BHOBH C(HOPMHUPOBAHHBIX A€ MPOU3BOIUTCS TOJIHKO MOCIE 3aBEPIICHUS SKCIEPTH-
3Bl IEHHOCTHU JTOKYMEHTOB.

2.3.4. ApxuB MPOBOAUT SKCHEPTH3Y IEHHOCTH TOKYMEHTOB MpPH OTOOpPE MX Ha IMOCTOSHHOE
XPaHEHUE T0J METOJUYECKHM PYKOBOJCTBOM COOTBETCTBYIOLIETO T'OCYJApPCTBEHHOI'O WJIM MYHMIIU-
NaJbHOTIO apXHUBa.

2.3.5. IloaroToBKa 3JIEKTPOHHBIX JOKYMEHTOB K II€pe/lade B apXWB OPTaHU3ALlUMA COCTOUT U3
CJIETYIOIINX 3TAIOB!

IpoBepKa (PU3HMUECKOr0 COCTOSIHUS MAIIMHHBIX HOCUTENEH, IpeIHa3HAYSHHBIX I Iepeayl B
apXWB,;

3anuck D/ Ha MalIMHHBIE HOCUTENH;

MIPOBEpKa KauecTBa 3alUCH;

onucanue D/I;

MIPOCTaBJICHUE ApXUBHBIX MIH(PPOB HA €IWHUIAX XpaHEHMs (Ha QyTispax) B COOTBETCTBUU C
ApPXMBHOM OMUCHIO (OMHUCSAMH) 3JIEKTPOHHBIX JOKYMEHTOB MOCTOSIHHOTO XPAaHEHHS U 10 JIMYHOMY CO-
CTaBy;

MIOAITOTOBKA KOMIIJIEKTA COITPOBOAUTEIBLHON JOKYMEHTAIMH.

ComnpoBoautensHas gokyMeHTanust D/ momkHa OBITH JOCTATOYHOW /I OOECIIEYSHHST UX CO-
XpaHHOCTH U HCIIOJIb30BaHMs. B Hell oTpakaercs cnemyromias nHpopMalus: Ha3BaHUE JOKYMEHTa,
JlaTa ero Co3JaHMsl, XapaKTepUCTUKA CoiepKaHUsl (aHHOTAIMS ), SJIEKTPOHHBIN opMmaT, puznyeckas u
joruueckas ctpykrypa (ans BJl, caiitoB u 1.11.), 06beM nokymenTa (st B/ Takxke - konuyectBo 3a-
nrcei).

2.4. OgopmiieHne pe3yJIbTaTOB IKCIEPTU3HI HEHHOCTH JOKYMEHTOB

2.4.1. Tlo pe3ynabpTaTaM SKCIEpPTU3bl LIEHHOCTU JOKYMEHTOB B OpraHU3AIlMU COCTABIISIFOTCS
OTIMCH JIeJI TTOCTOSTHHOTO (Tpuiioxkenue 1), BpemerHoro (cBeimre 10 yet) xpaneHus (MpUIoKeHHe 2) 1
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10 JINYHOMY COCTaBYy (NPUJIOKEHUE 3), a TAKXKE aKThl O BBIJACICHUH K YHUUTOXXECHHIO JeJl, HE MOJiIe-
KaIuX XpaHeHUIo (TIprIokeHue 4).

2.4.2. B apxuBe OpraHu3alii B 3aBUCUMOCTH OT cOCTaBa U 00beMa D]I, OTHECEHHBIX K COCTaBYy
ApxuHoro ¢onma Poccuiickoit denepariiu, COCTABISIOTCS OMUCH JIEKTPOHHBIX JTOKYMEHTOB TIOCTO-
SHHOTO XpaHEHWSs, OMUCU JIeJ IO JIMYHOMY COCTaBy (MpUJIOKEHHUE S5). YIpaBieHUecKas, Hay4yHO-
TEeXHHYECKas JOKYMEHTAIus, OTAeNIbHbIe KOMILJIEKCH D/ BKIIIOUAIOTCSl B CAMOCTOSITENIbHBIE OMUCH.

[Topsimox oopmiteHHUst U YTBEPKICHUS ONMKCEH ycTaHOBIICH B 1. 6.4.5 Hactosimux [IpaBui.

2.4.3. OIIK apXxuBHOro y4pexJaeHHUs YTBEPKIIA€T OMUCH JIeJl TOCTOSSHHOIO XPaHEHUS U Corjia-
COBBIBAET OIMKCH JIeJ IO TUYHOMY COCTaBY (BKJItOUasi onucu jaen D/1).

2.4.4. Ykazannble (1. 2.4.1) onucu u akThl paccmaTpuBaroTcs Ha 3acemannu [[OK (OK) opra-
Huzanuu ogHoBpeMeHHo. Onoopenusie [[OK (OK) akThl U ONUCH YTBEPKAAIOTCS PYKOBOAUTEIIEM O-
raHu3aluy TOJBKO nocie yrBepxkaeHus DIIK apxuBHOro ydpexaeHus onucei e MOoCTOSTHHOTO Xpa-
HEHUS; TI0CJIE 3TOr0 OpPraHu3alus UMEET IPaBO YHUUTOXKATH JIej1a, BKIIOUEHHBIC B JAHHBIC aKThI.

2.4.5. Jlena BKIIFOYAIOTCS B aKT, €CJIU MPEIYCMOTPEHHBIM JJIsl HUX CPOK XpaHEHHUs UCTEK K 1
SHBaps rojia, B KOTOPOM cocTaBisiercs akT. Hampumep, 3aKOHUEHHBIE J€7a C TPEXJIETHUM CPOKOM
xpaHeHus B 1991 r. MmoryT ObITh BKJIIOUEHBI B aKT, KOTOPBINA OyJeT cocTaBieH He paHee 1 siBaps 1995
T.

AKT O BBIJICICHUU K YHUUYTOXXEHUIO JIeJ, HE MOJIeKAIIUX XPAaHEHUIO, COCTABIsETCS Ha Jela
Bcell opraHu3auuu. Eciy B akTe ykasaHbl Jiela HECKOJIBKUX MOJpPAa3/IeIeHUM, TO Ha3BaHUE KaXJ0ro
MoJIpa3/ielieHusl YKa3bIBaeTCsl Mepel] TPYIIOoil 3aroj0BKOB JIed 3TOr0 Mojpas3zesieHusl. 3arojoBKU OJ-
HOPOJHBIX /1€, OTOOPAHHBIX K YHUYTOXKEHUIO, BHOCATCS B KT ITOJI OOIIUM 3arojOBKOM C YKa3aHHEM
KOJIMUECTBA JIeJ, OTHECEHHBIX K IaHHOU IpyTIIe.

2.4.6. ApxuBHbBIE YUPEKICHUS MPOBEPSIIOT IPABUIBHOCTh OTOOpA JI€J Ha MOCTOSIHHOE XpaHe-
HUE U MIPH HEOOXOJIMMOCTH UMEIOT MPaBO MOTPeOOBaTh BKIKOYHUTH B OMKCH JEJI TOCTOSTHHOTO XpaHe-
HUS Jie71a, OTOOpaHHbIE HA BPEMEHHOE XPaHEHUE WM K YHUUYTOXKEHUIO.

2.4.7. Jlena, mojuiexaiiue yHUYTOXKEHHIO, MepeiatoTcs Ha nepepaboTky (yTuinsanumo). [lepe-
Jayda iea opopMIISIeTCsl TPUEMO-CAATOYHON HAKJIQIHOW, B KOTOPOM yKa3bIBalOTCS JaTa Meperadyu, Ko-
JMYECTBO CIaBa€MBbIX Je]l U BeC OyMa)KHOUM MaKynaTyphl.

[Torpy3ka ¥ BBIBO3 Ha YTHJIM3ALMIO OCYLIECTBIISETCS IOJ KOHTPOJIEM COTPYAHHKA, OTBETCT-
BEHHOT0 32 00ecTeueHre COXPaHHOCTH JJOKYMEHTOB apXHBa.

3. KOMIUVIEKTOBAHUE APXHNBA

3.1. KommiekToBaHue apXuBa OPraHu3anumn

3.1.1. KoMiuiekToBaHHe apXuBa OPraHU3alMU - 3TO CUCTEMATUYECKOE MOIMOJIHEHUE apXUBa J10-
KYMEHTAaMH CTPYKTYPHBIX IIOAPA3AEICHUN OpraHu3alyy, a TAKKe APYTUX OPraHU3alui, IBIAIOIINXCS
VMCTOYHMKAaMH KOMIUIEKTOBAHMS apXUBa.

3.1.2. KomIuIeKTOBaHNE apX1Ba BKIIIOYACT:

ONpeIeJIeHUE UICTOYHUKOB KOMIUIEKTOBAHUS apXHBa;

OIIPEJIETICHUE COCTAaBa JOKYMEHTOB, IIOJIEXKAIINX IIPUEMY B APXUB;

OpraHu3anys nepeayu JOKyMEHTOB B apXUB.

3.2. UCTOYHUKH KOMILUIEKTOBAHMS apXUBa

OCHOBHBIMU UCTOYHMKAMHU KOMIUIEKTOBAHUS apXUBA OPTaHU3ALMH SABIISIOTCSA:
CTPYKTYpHBI€ MTO/Ipa3IeIeHNs OpraHu3aluy;

I10/IBEIOMCTBEHHbBIE OPTaHU3AlINH;

¢buznueckue nuua.

3.3. CocTaB 10OKYMEHTOB, MOAJIEKANUX Nepeaade B apXuB

3.3.1. ApxuB opraHu3anuy B COOTBETCTBUH C MOJIOKEHUEM O HEM KOMIUICKTYETCA JelaMu Mo-
CTOSIHHOTO, BpeMeHHOT0 (cBhiie 10 jeT) XxpaHeHus, a TaKxKe JAeJIaMHU I10 JIMYHOMY COCTaBYy.
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3.3.2. Jlena BpeMEHHOT'0 XpaHEHMsI CO CpOKaMu XpaHeHus 10 10 jieT nepenaye B apXuB OpraHu-
3allid, KaK MpaBujio, He mojasexar. OHU XpaHATCS B CTPYKTYPHBIX MOJAPA3JeNICHUsX OpPraHU3alud U
10 UCTEYEHUH CPOKOB XPAaHEHUS MOUIEKAT YHUUTOXKEHHUIO (CM. 11. 2.4.5).

3.3.3. JIOKyMEHTBI TUYHOTO MPOUCXOKACHUS B ApPXUB OpPraHU3aIMH MEPEIa0OTCs Ha BPEMEHHOE
XpaHEHHE T10 3asBJICHUIO UX BIiajenbla (COOCTBEHHHKA) C MOCIEAYIOIIEH epeaayeil B TocyaapCTBeH-
HBII apXUB Ha IOCTOSTHHOE XpaHEHUE.

3.3.4. B apxuB nepeaaroTcsi JOKYMEHTBI OpTaHU3aluNi-TIPEIIECTBEHHUKOB, a TAK)Ke JOKYMEH-
ThI IUKBUIMPOBAHHBIX MOTYMHEHHBIX OpraHU3alui.

3.4. HomeHnkarypa geJ

3.4.1. HomenknaTypa Jes mpecTaBisieT cO00W CHCTEMAaTH3UPOBAHHBIN NIEpeYeHh HAUMEHOBA-
HUI J1e11, 3aBOAMMBIX B JIEJIONPOU3BOJICTBE OPraHU3ALMH, C YKa3aHUEM CPOKOB UX XpaHEHUs, 110 ycTa-
HOBJICHHOM (popme.

3.4.2. ApxuB B LIEJSX KaUECTBEHHOTO KOMIUIEKTOBAHUS JTOKYMEHTAMU apXUBHOTO (POHJIA KOH-
TPOJMPYET U OKa3bIBaCT HEOOXOIMMYIO METOIUYECKYIO M MPAKTUYECKYIO TIOMOIIb CIyX)0e JOKyMeH-
TAllMOHHOI'0 0OecreueHus yIpaBleHUsl B COCTABICHUHM HOMEHKIATYpbl Aes. OTBETCTBEHHOCTh 3a €€
COCTaBJICHUE BO3JIaraeTcsl Ha CiIy»KOy TOKYMEHTALIMOHHOTO 00€CIIeYeH I YIIPaBIECHUSI OpraHU3aliH1.

3.4.3. HomeHnknatypa e sIBJIS€TCS OCHOBOM Ul COCTaBJIEHUS ONMUCEH el MOCTOSHHOIO U
BpeMeHHOTr 0 (cBbiie 10 j1eT) XpaHeHUss U OCHOBHBIM YYETHBIM JOKYMEHTOM B JI€JIONIPOU3BO/ICTBE, a B
apXx¥Be OpraHU3aLUU UCIIOIb3YETCs IS yueTa Jiell BpeMeHHoro (10 10 et BKIIOUYHUTEIBbHO) XPaHEHUS.

3akperuieHHasi B HOMEHKJIAType CXeMa CHCTeMAaTU3aluH JIe] MOXKET OBITh HCIIOJIb30BaHA IPH
pa3paboTKe CXeMbl KAPTOTEKH HA HCIIOJHEHHbIE JOKYMEHTBI.

3.4.4. PaznnyaroTcst TpU BUa HOMEHKJIATYp JeJl: TUIIOBasi, IpUMEpHas U UHIUBUyalbHasl HO-
MEHKJIaTyphl /1€]1 KOHKPETHOM OpraHn3anuu.

TunoBas HOMEHKJIaTypa JeJl YCTaHABJIMBAET COCTaB /Iy, 3aBOJAUMBIX B JIEJIONPOU3BOJICTBE O/I-
HOTUIIHBIX OpraHU3alUii, U ABJIAETCS HOPMAaTUBHBIM TOKYMEHTOM.

[IpumepHass HOMEHKIATypa JIe1 yCTaHABIMBACT MPUMEPHBIA COCTaB /i€y, 3aBOAUMBIX B JI€JIO-
IIPOU3BOJICTBE OpraHMU3allii, Ha KOTOPBIE OHA PACIIPOCTPAHSETCA, C YKa3aHUEM MX MHIEKCOB, U HOCUT
peKoMeHAaTeNbHBIN XapaKTep.

3.4.5. Tunosble U NPUMEPHBIE HOMEHKIATYPHI AE] UCIOJB3YIOTCSA JUIsl COCTAaBICHHS UHINBU-
JyaJIbHO HOMEHKJIATypHhI JIE]l.

B HOMeEHKaTypy Jien opraHu3anuy U3 TUIOBOW WJINM IPUMEPHONH HOMEHKJIATYPHI €N NEPEHO-
CATCS IPEYCMOTPEHHBIE UMU 3ar0JIOBKU JI€JI, KOTOPBIE MTPEATNOIAaraeTcsl 3aBECTH B J1€JIONPOU3BO/ICTBE
OpraHu3aly, KOHKPETU3UPOBAHHbIE C YUETOM €€ CHeUU(DUKH.

Cpoku XpaHeHHUs JeJl, IPeTyCMOTPEHHbIE TUIIOBOW MM NMPUMEPHON HOMEHKJIATypoH jed, Ie-
pPEHOCATCS B MHIMBUAYaJIbHYIO HOMEHKIIATYpy Jies 6€3 U3MEHEHUH.

3.4.6. HomenknaTypa fen opranu3aiuu (CBoaHasi) (MpUiIoKeHUe 7) COCTaBIISIETCS 10 YCTaHOB-
JIEHHOM (hopMe Ha OCHOBAHMU HOMEHKJIATYp €Nl CTPYKTYPHBIX MOJpa3/ieieHul, pa3paboTaHHBIX IO
aHAJIOTMYHOU popMe (pustokeHue §), COrJIacOBaAaHHBIX UMHU C aPXUBOM U MOANMHUCAHHBIX PYKOBOIUTE-
JISIMU 3THUX MOJPA3AEICHU.

Homenxknarypa aen opranuszanuu odpopmisieTcst Ha o01ieM OJaHKe OpraHu3alHy.

Homenknarypa nen opraHus3aniMi BU3MPYETCS PYKOBOAMTEIEM apXHWBa WM JIMIIOM, OTBETCT-
BEHHBIM 3a apXUB, MOJNUCHIBAETCS PYKOBOAMUTEIEM CIYXKObI WM JIUIIOM, OTBETCTBEHHBIM 3a JIOKY-
MEHTAIIMOHHOE o0OecrnedeHue ynpasieHus, u nocie onoopenus [[OK (OK) opranuzanuu HampaBiseT-
cs Ha cornacoBanue ¢ DIIK cOOTBETCTBYIOIIEr0 apXMBHOIO YUPEKIAECHUS, ITOCIIE YEro YTBEPKAAECTCS
PYKOBOAMTEIEM OPTaHU3ALNH.

[Tocne yTBepkaeHUsI HOMEHKIATYphI €)1 OpraHu3alii CTPYKTYpHbIE TOJIpa3AesieHus moiry4da-
IOT BBIITUCKU COOTBETCTBYIOIINX €€ Pa3JIesIOB JUIsl HCIOJIB30BaHUs B paboTe.

Homenknatypa nen opranusanuy Ha NPeACTOSIINN KaJleHJapHbIi To COCTaBiIsieTcs B OCTe -
HEM KBapTaJle TEKYILIEro roja.

CornacoBaHHasi ¢ apXMBHBIM YUPEXAECHUEM HOMEHKJIATypa Jie]l B KOHIIE Ka)I0ro rojga yrou-
HSIETCSl, YTBEP)KIAETCSl pyKOBOJUTEIEM OPraHU3alluK U BBOJIUTCS B JEHCTBUE C 1 SHBaps ClIEIyIOIIEro
KaJIeHJapHOT0 rofia.
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Homenkiatypa nen coriiacoBbIBae€TCs C apXUMBHBIM YUPEXKICHHEM HE peke OAHOTO pasza B 5
net. B cnydyae kopeHHOro usmeHeHus! GyHKIMI U CTPYKTYpbl OpraHu3aluu pa3zpabaThIBaeTCs HOBas
HOMEHKJIATypa Jel.

3.4.7. HomeHKnaTypa JIeJl COCTABJIAETCS Ha OCHOBE M3YYEHHSI COCTaBa M COJIEPKAHUS JOKY-
MEHTOB, 00Pa3YIOLIUXCS B JEATEILHOCTH OPraHU3aAIUH.

[Ipu cocTaBieHUH HOMEHKIATYPHI /1] CleyeT PYKOBOACTBOBATHCS YCTAaBOM WIIH MOJIOKEHUEM
00 opraHuzanuu, MOJOKCHUSIMU O €€ CTPYKTYPHBIX MOJPA3CICHUSIX, ITATHBIM PACIUCAHUEM, HO-
MEHKJIATYpOH JIeJ OpraHu3aluy 3a MPOLUIbII ToJl, OMUCSIMHU A€l IOCTOSSHHOTO U BPEMEHHOTO (CBBIIIIE
10 yiet) xpaHeHHsI, PETUCTPAIIMOHHBIMU (POpPMaMH, BEIOMCTBEHHBIMUA U THIIOBBIMH IEPEUYHSIMH JOKY-
MEHTOB C YKa3aHHUEM CPOKOB UX XpaHEHUs, TUIIOBBIMU U IPUMEPHBIMU HOMEHKJIATYPaMHU JIEJI.

3.4.8. B HOMeHKIIaType JeN mpelycMaTpUBAIOTCS 3ar0JOBKU JIEN JIJIsl TPYNIUPOBKU JOKYMEH-
TOB, OTPAXKAIOLINE BCE JOKYMEHTUPYEMbIE YYaCTKH U BOIIPOCHI IEATEIBHOCTH OpPraHU3aluu.

B HOMeHKIIaTypy /es opraHu3aluy BKIKOYAIOTCA Jejia BPEMEHHO JIeUCTBYIOIIUX OPraHoB, J10-
KYMEHTBl KOTOPBIX CIy>KaT MPaBOBBIM OCHOBAHHMEM JUJISl MOATBEPKACHUS MOTHOMOYUNA OpraHu3aluu
WM TPEeKpalleHus] ee JCATENbHOCTH (Hampumep, Jeia JMKBUJAMOHHOM KOMHUCCHUHU OpraHu3alliu
BKJIIOYAIOTCS B HOMEHKJIATYPY JIeN JTUKBUIUPYEMOM OpraHu3aIum).

OcHOBO# 151 OmpeeNieHus] CTPYKTYPhl HOMEHKJIATYpPhI JIeT SBISIETCS CTPYKTypa (IITaTHOE
pacnucaHue) opranuszanuu. Paznenamu, moapaszenaMud U APYTUMHU AENEHUSMH HOMEHKIIATyphl e
SBJISIFOTCSL Ha3BaHUS MOAPa3AeiICHUN (HapuMep: KaHUespusi, OyxranTepusi, OTAe] KaApoB U T.I1.).

3.4.9. I'pacdb1 HOMEHKIATYpHI €Nl OpraHU3alliu, ee CTPYKTYPHBIX MOApa3AeiIeHHI 3aroIHAI0T-
Cs CIICYIOIIUM 00pa3oM.

B rpade 1 HoMeHKIATYyphl AN MPOCTABISIFOTCS MHACKCHI KaKIOTO Jieia, BKIOYEHHOTO B HO-
MeHKIaTypy. VHIEKC Nena COCTOWT M3 YCTAaHOBIECHHOTO B OpraHM3alud MU(pPOBOro 0003HAYCHHUS
CTPYKTYpPHOTO MOApA3eICHUs U MOPSAKOBOIO HOMEpa 3arojioBKa Jefia o HOMEHKIAType Jiell B mpe-
JIeJIax CTPYKTYpPHOTO Toapa3aeneHus. MHaekcel nen obo3Hadarotes apadbckumu mudpamu. Hampumep:
02-03, roe 02 - uHAEKC CTPYKTYypHOTO moapaszaeneHusi, 03 - mopsAKOBBIA HOMEp 3arojoBKa jefa 1o
HOMEHKJIaType JIe1.

B HOMeHKkIIaType fen peKoMeHyeTcsl COXPaHATh OJMHAKOBBIE UHIEKCHI AJI1 OJTHOPOJHBIX JEI
Pa3HBIX CTPYKTYPHBIX MO/pa3iefieHui (HapaBiIeHU NS TEIIbHOCTH).

[Tpumep: "IIpukassl mo ocHoBHOM AearenbHOcTH" (02-03, 03-03, 04-03 1 T.71.).

B rpady 2 HoMeHKnaTypsbl 1€ BKIIOYAIOTCS 3ar0JIOBKH J1e] (TOMOB, 4acTeil).

[TopsaoK pacnonokeHus 3aroJ0BKOB JI€] BHYTPU Pa3eioB U MOAPa3AeI0B HOMEHKIATYPhI J1e]1
OTIPEIETISIETCS CTENEHBIO BAKHOCTH IOKYMEHTOB, COCTABIISIFONIUX JI€J1a, M KX B3aUMOCBS3BIO.

Bnauane pacnonararoTcsi 3arojloBKM €1, COJAEpKalllUX OpPraHU3allMOHHO-PACTIOPSAUTENBHYIO
JTOoKyMeHTaluto. [Ipu 3ToM 3arojoBKu Jel, COAEpKAIIMX MOCTAHOBICHUS M MIPHUKA3bl BBIIIECTOSIINX
OpraHu3aluii, pacnojiararoTcs Mepesl 3arojlOBKaMH el ¢ NMPUKa3aMU PYKOBOAMUTENST OpraHU3alvu.
Janee pacronararoTcsi 3aroJIOBKH JIeJl, COJIEp KaIlUX MJIaHOBBIE U OTYETHBIE JOKYMEHTHI.

3arooBKH i€, 3aBEACHHBIX MO reorpauueckoMy W MO KOPPECMOHAEHTCKOMY IMpHU3HAKaM,
BHOCSATCS B HOMEHKJIATYPY e 1Mo ajidaBUTy reorpaduuecKux Ha3BaHUN WIM KOPPECTIOHICHTOB.

3aroyioBOK Jena JTOMKEH 4eTKO W B 00001eHHON GopMe oTpakaTh OCHOBHOE COJEp)KaHUE U
COCTaB JJOKYMEHTOB JIefa.

He pomyckaetcst ymorpebiieHue B 3arojioBKe Jella HEKOHKPETHhIX (popmynupoBok ("'pa3Hbie
MmaTepuaibl", "obmias nepenucka” u T.1I.), @ TAK)KE BBOJHBIX CJIOB U CIIOKHBIX CHHTaKCHYECKUX 000po-
TOB.

3aroJI0BKH JIe MOTYT YTOUHSATHCS B TIporiecce GopMupoBaHusi U 0POpMIICHUS JEIT.

CocraB 31eMEHTOB 3arojIOBKa J€J1a, PaclojliaraéMbIX B MPUHITOM MOCIEI0BATEIbHOCTH, OIpe-
JIEJISIETCSl XapaKTepoM JOKYMEHTOB JiefIa.

B 3aronoBkax gen, comepkamux JOKYMEHTBI 0 OJJHOMY BOMIPOCY, HO HE CBSI3aHHBIX MOCIIE0-
BaTEJIbHOCTHIO JIEJIONPOU3BOJICTBA, B KAUECTBE BHJA JiesIa YIOTPeOIsieTcsl TEpMUH "TOKYMEHTHI'", a B
KOHIIE 3aroJIOBKa B CKOOKaX yKa3bIBAIOTCSI OCHOBHBIE PA3HOBUIAHOCTH JOKYMEHTOB, KOTOPBIE JOJKHBI
OBITE B JIETIE.

[Tpumep: "JIoKyMEHTBI O MPOBEACHUN HAYYHBIX KOH(MEPEHIMA U CUMITO3UyMOB (TUIaHBI, CITHU-
CKH, TOKJIazbI)".

TepmuH "JOKyMEHTHI" MPUMEHSIETCS TaKXe€ B 3arojOBKax JeJ, COJAEPKAIUX JOKYMEHTHI -
MPUIOKEHHUS K KAKOMY-JIHOO TOKYMEHTY.

ITpumep: "JIokyMEHTBI K IPOTOKOJIAM 3aCEIaHUs KOJIETMM MUHUACTEPCTBA' .
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3aroJIoBKM JIeN 110 BOIPOCAM, HE Pa3pellEeHHbIM B TEUEHHE OJHOTO rojia, SIBJISIOTCS 'Tepexo-
JAIUMHA" 1 BHOCSITCSI B HOMEHKJIATYPY €Il OpTaHU3alUy CIEAYIOLIEro rojia ¢ TeM Ke UHAECKCOM.

Ecnu geno OyneT cocToATh W3 HECKOJBKUX TOMOB HIIM YacTeH, TO COCTABIISIETCS OOMIHA 3aro-
JIOBOK JIeNla, a 3aTeM MpPH HEOOXOJWMOCTH COCTaBIISIOTCSA 3aroJIOBKM Ka)J0ro ToMa (YacTH), yToy-
HSIOLLME COJEpKAHUE 3aroJIOBKa JIea.

B rpade 3 HoMeHKIIaTyphlI J1e1 YKa3bIBaeTCsl KOJIMUECTBO Jiel (TOMOB, yacTeil). OHa 3amoHser-
Csl 110 OKOHYAHUU KaJIEHIapHOI'o roja.

B rpade 4 yka3piBaroTcsi CpOK XpaHeHus Jelia, HoMepa cTaTei 1o MepeyuHio (TUIIOBOMY, BEIOM-
CTBEHHOMY), a IIPU €ro OTCYTCTBUM - 110 TUIIOBOW MJIM IPUMEPHON HOMEHKJIATYpe Jel.

[Ipu BKIIOYEHNH B HOMEHKIIATYpPY 3aroJOBKOB, JOKYMEHTOB, CPOK XPAaHEHHUs KOTOPBIX HE Ipe-
JTyCMOTPEH TUIIOBBIM WJIM BEJOMCTBEHHBIM MEPEUHIMU JOKYMEHTOB, CPOK X XPaHEHUS! YCTaHABJIMBA-
ercst DIIK coOTBETCTBYIOIIETO apXHUBHOIO yUpexaeHus 1o npeacTtaBieHuto apxusa u [[OK (OK) op-
raHu3aluy.

B rpade 5 "llpumeuanue" B TedeHUE BCETO CPOKa JEWCTBHS HOMEHKIIATYPHI MPOCTABIISIOTCS
OTMETKH O 3aBEACHMHM JIeN, O MEPEXOASIINX AeNaX, O BbIACIECHUU J€JI K YHUUYTOXKEHUIO, O Iepeaayde
JieN B IPYTYI0 OpraHu3aluio ISl IPOJOJIKEHUS U Jp.

3.4.10. Ilo oxoHYaHUU JENONPOU3BOJACTBEHHOIO I'0/1a B KOHIIE HOMEHKIATYPBI JI€J1 3aMEHSIETCS
UTOTOBAsl 3allMCh O KOJIMYECTBE 3aBEICHHBIX Je]l (TOMOB), OTJEIbHO MOCTOSSHHOTO ¥ BPEMEHHOTO Xpa-
HeHus. CBeJeHHs, COJepiKalliecs B UTOTOBOHM 3alMcl HOMEHKJIATYpHI JieNl OpraHu3aluu, B 00s3a-
TEIHHOM MOPSIJIKE COOOIIAIOTCS APXUBHOMY YUPEKACHHUIO, O YEM B HOMEHKIIAType el MPOCTaBISAETCs
OTMETKa C yKa3aHUEM JIOJKHOCTH JIUIA, CAENIaBLIEro OTMETKY, U pacliu(pOBKHU €ro MOIHICH.

3.5. Ilopsinok (popMUPOBAHUA /1eJ1 B OPraHU3 ALK

3.5.1. ®opmupoBaHUEM JIe] HA3bIBAECTCS TPYNIHUPOBKA UCIOTHEHHBIX JIOKYMEHTOB B Jelia B
COOTBETCTBUU C HOMEHKJIATYPOM Jie7I.

B neno momMemniaroTcsi JOKyMEHTBI, KOTOPBIE [0 CBOEMY COJEPKaHUI0 COOTBETCTBYIOT 3arojoB-
Ky JieJia, TP 3TOM 3ampelaeTcsl TpyninupoBaTh B Jieja YEPHOBBIE W AYOJETHBIC DK3EMILISIPHI JOKY-
MEHTOB (32 UCKITIOYEHHEM 0CO00 LIEHHBIX), a TAKXKE JTOKYMEHTHI, MOJIekKAIIKNe BO3BPATY.

3.5.2. lena GpopMUPYIOTCSI B OpraHU3AIUAX TMPU EHTPATM30BAHHOM BEIECHUU JCIIOMPOU3BO/I-
cTBa - cinyx6oit JIOY opranuzanuu, mpu IEHEHTPATN30BAaHHOM - KaK CTPYKTYPHBIMH MOApa3eie-
HUAMH (TuaMu, oTBeTcTBeHHBIME 32 JIOVY), Tak u ciyx60it IOY opranuzamnum.

dopMUpOBaHUE €Nl BEAETCS MOJ HEMOCPEACTBEHHBIM METOJMYECKUM PYKOBOJICTBOM apXHBa
OpraHu3aIiy, a Mpyu He0OOXOAUMOCTH - U COOTBETCTBYIOIIETO TOCYIapCTBEHHOTO apXHUBa.

3.5.3. Ilpu dhopmupoBanuu en HEOOXOIUMO COOMIOAThH CIEAYIONTNE OCHOBHBIC TPEOOBAHMS:

JIOKYMEHTBI TIOCTOSIHHOTO U BPEMEHHOTO XPaHEHHS HEOOXOAMMO TPYIIHUPOBATH B OT/IETbHBIE
nena;

BKJIFOYATh B JI€JIO TIO OJHOMY SK3EMIUISPY KaKIOTO JOKYMEHTA;

TPYIIIAPOBATh B JI€N0 TOKYMEHThHI OJHOTO KaJEHJAPHOTO T0/a; UCKIIOUEHUE COCTABIIAIOT: Te-
pexoJsIme aena; cyaeOHble 1ema; TUIHbIC J1eja, KOTOpble (OPMHUPYIOTCS B T€UEHHE BCETO MEPHO/Ia
paboThI TAaHHOTO JIMIIA B OPTaHU3AINH; JOKYMEHTHI BHIOOPHBIX OPTaHOB M MX MOCTOSTHHBIX KOMHCCHIA,
JEMYTaTCKUX TPYII, KOTOPHIE TPYIIUPYIOTCS 3a MEPUOJ MX CO3bIBA; JOKYMEHTHI yUeOHBIX 3aBEICHUH,
KOTOpBIe (POPMHUPYIOTCS 3a yUeOHBIN TOJl; JOKYMEHTBI T€aTPOB, XapaKTEPUIYIOIINE CLIIEHUYECKYIO JIesI-
TETHLHOCTH 3a TeaTPAIbHBIN CE30H; Jena (PHIbMOB, PyKOTIUCEH, HICTOPUHU OOJIE3HEH U JIp.;

JIENI0 TIOJDKHO cojiepkaTh He O6osee 250 IHUCTOB, MPU TOMIIKMHE He Ooee 4 cM.

3.5.4. BHyTpH Jiena JOKYMEHThI JOJIKHBI ObITh PacHoJIOKEHbI TaK, YTOObI OHU MO CBOEMY CO-
JIEP>KAHUIO TTOCIIEIOBATENBHO OCBELIAIM OIpeesieHHbIe BONpOckl. [Ipyu 3ToM TOKyMEHTHI pacrnosiara-
IOTCSI B XPOHOJIOTHYECKOM TOPSAKE (BXOAIIUE - TIO JaTaM MOCTYIUICHHsI, UCXOISIINE - TI0 J1IaTaM OT-
MIPaBIICHUS) WK TI0 al(aBUTy aBTOPOB M KOPPECIIOHICHTOB.

[Ipunoxxenust K TOKyMEHTaM, HE3aBUCUMO OT JIaThl MX YTBEPIKJICHHS WU COCTABJICHUS, MIPHU-
COEIMHSIOTCS K IOKYMEHTaM, K KOTOPBIM OHH OTHOCSITCSI.

[Tpunoxxenust 06beMoM cBbilie 250 JTUCTOB COCTABISIOT OTACIBHBIA TOM, O YeM B JIOKYMEHTE
JiefaeTcsi OTMETKa.

3.5.5. PacnopsiauTenbHble JOKYMEHTBI TPYIIIUPYIOTCA B JI€a MO BUJAM U XPOHOJOTHH C OTHO-
CSIIIMMHUCS K HUM TPHIIOKCHUSIMH
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yCTaBbl, MOJIOKEHNSI, UHCTPYKLIUHU, YTBEPKAECHHBIE PACIOPAIUTEILHBIMU JOKYMEHTAMHU, SIBJISI-
FOTCS IPWJIOKEHUSIMU K HUM U TPYIIIIAPYIOTCS BMECTE C YKa3aHHBIMM JOKYMEHTaMH. Eciu ke oHu yT-
BEPIKJIEHBI B KAUECTBE CAMOCTOSITEJILHOTO IOKYMEHTA, TO UX IPYNIIUPYIOT B OTJEIBHBIE JIEN1a;

MIPUKA3bl 10 OCHOBHOM AEATENBHOCTH IPYNIIUPYIOTCS OTAEIBHO OT MPUKA30B MO JIUYHOMY CO-
CTaBy;

MPUKAa3bl MO JIMYHOMY COCTaBYy IPYIIHPYIOTCA B Ji€Ja B COOTBETCTBUM C YCTAHOBJICHHBIMU
cpokamu ux xpaneHus. LlerecooOpa3no mpu OompIIMX 00BEMax JOKYMEHTOB MPHUKA3bl MO JTUYHOMY
COCTaBY, Kacaroulfecsl pa3InyHbIX CTOPOH AESITeIbHOCTU OpraHu3anuu (mpuemM Ha paboTy, YBOJIbHE-
HUE U [IepEMEILEHUE, KOMAHIMPOBKH U T.J.), TPYIIIUPOBATh B OT/IE/IbHbIE JIE]14;

MOPYYEHUS BBIIIECTOSIINX OPraHU3alUN U JIOKYMEHTHI 110 UX HCIIOJIHEHHUIO TPYHIIUPYIOTCS B
JieJ1a 110 HaIlpaBJICHUSAM JESTEIbHOCTH OpraHu3aluy;

YTBEPK/ICHHBIC IJIAHbI, OTYEThI, CMETHI, JIAMHUTBI, TUTYJbHbIE CIUCKH U JAPYTH€ TOKYMEHTHI
IPYIIUPYIOTCS OTAEIBHO OT UX IIPOEKTOB;

JOKYMEHTBI B JIMYHBIX J€JIaX PacrojlaraloTcsa B XpOHOJIOTMYECKOM MOPSAKE 110 MEpe UX MOCTY-
IUICHUS,

JUIEBBIE cUeTa paboUYNX U CIyXallKMX MO0 3apadO0THOM MIaTe TPYNIUPYIOTCA B OTACNIbHBIC eia
¥ pacIioararoTcs B HUX 10 alihaBUTy haMIIIUi;

MIPEIJIOKEHUS, 3asBICHUS U KAIO0OBI IPaXKIaH MO BOIpocaM pabOThl OpraHU3alluu U BCe JTOKY-
MEHTBI [0 UX PACCMOTPEHUIO M MCIIOJHEHUIO IPYHIHUPYIOTCS OTAEIBHO OT 3asBJICHUI TpakJaH IO
JUYHBIM BOIIPOCAM;

Iepenucka rpynmnupyercs, Kak npaBuio, 3a KaJeHAapHbI roJl U CUCTEMATU3UPYETCS B XPOHO-
JIOTUYECKON MOCIIE0BATENbHOCTH, JOKYMEHT-OTBET MTOMEIIAETCs 3a TI0OKYMEHTOM-3arpocoM. [Ipu Bo-
300HOBJIEHUU MEPENUCKHU M0 ONPEAEICHHOMY BOIIPOCY, HAyaBIIEHCs B MPEABIIYLIEM TOAY, TOKyMEH-
ThI BKJIFOYAIOTCS B JEJIO TEKYIIEro roja ¢ ykasaHueM MHJEKca Jesa npeabLayuero roga. B 3aBucumo-
CTH OT CHeUU(UKH IEATETHLHOCTH OPraHU3alMy MEPEernucKa MOXET TPYHIIHPOBATHCS TaKXkKe 3a ydued-
HBII T'0Jl, CPOK CO3bIBa BEIOOPHBIX OPraHOB U T.JI.

3.6. TpedoBanus kK 0GOPMJICHHIO J1eJl, IPUHUMAEMBbIX B apXHB

3.6.1. Odopmiienne nen mMpoBOAUTCA PAOOTHUKAMH CIY>KOBI JJOKYMEHTAIMOHHOTO oOecreve-
HUS YIPaBJICHUS OPTaHMU3AIMK WK JPYTUMHU CTPYKTYPHBIMHU TMOJpa3JeleHUsIMH, B 00S3aHHOCTH KO-
TOPBIX BXOJUT 3aBelleHHe W (OPMHUPOBAHME €T, TPH METOIMUYECKONW TMOMOIIH H IOl KOHTPOJIEM ap-
XUBa OpPTaHU3AIIHH.

3.6.2. B 3aBUCUMOCTH OT CPOKOB XpaHEHMsI IPOBOAMTCS MOJHOE MM YaCTUYHOE OPOpMIICHHE
JEII.

3.6.3. TlonmHoMy oGOpMIIEHHIO TOJUIEKAT Jiefia TMOCTOSHHOro, BpeMeHHOro (cBbimie 10 ser)
XPaHEHUS U 10 JIMYHOMY COCTaBY.

[TonHoE odopmieHHe f1en npeaycMaTpruBaeT:

MOAIIUBKY WU TIEPEIIeT JeNa;

HyMepaluIo JUCTOB JeNa;

COCTaBJICHHE JTUCTA-3aBEPUTEIIS;

COCTaBIICHHE, B HEOOXOIUMBIX CITy4asix, BHYTPEHHEH OIMUCH JJOKYMEHTOB;

BHECEHHE HEOOXOJUMBIX YTOUHEHUH B PEKBU3UTHI OOJIOKKH Jiena (YTOUHEHUE Ha3BaHMsI Opra-
HU3AalLMHU, PETUCTPAL[MOHHOTO UHJIEKca Jela, KpalHUX J1aT Jelia, 3arojoBKa Jiefa).

Jlena BpemeHHOTrO (10 10 JIeT BKIFOUUTENBHO) XPAaHEHUS MOAIEKAT YACTUHUHOMY O(DOPMIICHHUIO:
JIOTTYCKaeTCsl He MPOBOJIUTh CUCTEMATH3alMIO TOKYMEHTOB B JIeJie, JIUCTHI JieJa He HyMepoBaTh, 3aBe-
pUTENbHBIC HAJIICH HE COCTABIISTh.

3.6.4. JIokyMeHTBI, COCTABJSIIOIIME /ejIa, MOAIMBAIOTCSI HAa 4 MPOKOJa B TBEPAYH 00-
JIOKKY W3 KAPTOHA WJIM TMePeNJeTalnTcsl ¢ y4eTOM BO3MO:KHOCTH CBOOOTHOr0 YTEHHS] TEKCTa
BCeX IOKYMEHTOB, 1aT, BU3 U pe3o/ouuii Ha Hux. [Ipu moaroroske nes Kk nmogmuBke (mepenJe-
TY) MeTa/LUInYecKne CKperieHus (0yJaBKH, CKPeNnKH) U3 IOKYMEHTOB YIAJIAIOTCS.

3.6.5. Jlena MOCTOSTHHOTO XpaHEHUs, COCTOSIINE U3 0CO00 IIEHHBIX JTOKYMEHTOB I Hehop-
MaTHBIX JOKYMEHTOB, XPaHATCS B 3aKPBITHIX TBEPABIX MAIKaxX C TpeMs KJIallaHaMU C 3aBsS3KaMU WU B
KOpoOKax.

3.6.6. Ilpu Hanmu4uu B Jiee HEBOCTPEOOBAHHBIX JTMYHBIX JOKYMEHTOB (yIOCTOBEPEHHH JINYHO-
CTH, TPYAOBBIX KHHUXEK, BOCHHBIX OMJIETOB) 3TH JOKYMEHTHI BKJIAJbIBAIOTCS B KOHBEPT, KOTOPBIN
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nomuBaeTcs B 1en0. [lpu Hanmyuy GOJBIIOro KOJIMYECTBA TAKUX JTOKYMEHTOB MOCIEIHNE U3bIMAIOT-
Csl M3 JIeJl M Ha HUX COCTaBJIAETCS OT/ENbHAs ONUCH.

3.6.7. B KOHIIE KaXI0TO JAela TMOIIMBACTCS YUCTHIN OJIaHK TUCTAa-3aBEPUTENIS, a B HaYaJIe Jea
(mst yaera 0co00 IEHHBIX JJOKYMEHTOB) - OJIAaHK BHYTPEHHEH ONMHUCH JJOKYMEHTOB JIeJia.

3.6.8. B nensix obecnieueHus] COXpaHHOCTU M 3aKPEIUICHUS! MOPSIKA PACIIOIOKEHHUS TOKYMEH-
TOB, BKJIFOUEHHBIX B JIEJI0, BCE JIUCTHI ATOT0 Jeja (KpoMe JIMCTa-3aBEpUTEIIs U BHYTPEHHEH OIUCH) HY-
MepyroTcs apaOCKuMH nudpamMu BaJoBOH Hymepalyei B MpaBOM BEpXHEM YTy JIUCTAa MPOCTHIM Ka-
paHJaIIoOM WM HyMepaTopoM. JINCTBI BHYTPEHHEH ONKCH JOKYMEHTOB Jiejla HyMEpYIOTCs OTAEIbHO.

3.6.9. JIucThl Aen, COCTOSIIMX M3 HECKOJIbKUX TOMOB WJIM 4acTed, HyMEPYIOTCS MO KaKIOMY
TOMY MJIM 110 Ka)KJJOM YaCTH OTJIEJIBHO.

3.6.10. ®otorpadum, yepTeku, TUArpaMMbl U JPYrue WIUTIOCTPATUBHBIC JOKYMEHTHI, Tpe.-
CTaBJIAIOLIME CAMOCTOSITENIbHBIN JIUCT B JIeJle, HyMEpYyIOTCs Ha 00OPOTHOM CTOPOHE Ha BEPXHEM I10J1e
JHUCTA.

3.6.11. Cnoxennbiii uct (popmara A3, A2) pa3BopaurBaeTCss 1 HyMEPYeTCsl B IPaBOi 4acTH
BEpXHero nois aucta. [Ipu sToM nucT aro6oro GopmaTa, HOJIIUTHINA 32 OAWH Kpald, HyMepyeTcsl Kak
OJIUH JIUCT; JIUCT, CIOXKEHHBIA M MOJIINTBINA 3a CepeuHy, MOJICKUT MEePEeIIUBKE U HyMepyeTcs Kak
OJIMH JIUCT.

3.6.12. JIuct ¢ HarIyxo HakKJIEEHHBIMU JOKyMeHTaMu ((pororpadusMu, BbIpe3KaMH, BBINHUCKA-
MU H T.I.) HyMEpyeTcs Kak OJUH JUCT. ECU K JOKYMEHTY MOJKIIECHbI OJHUM KpaeMm JIPYrue IO0KY-
MEHTHI (BCTAaBKHU TEKCTA, IEPEBOIbI, BHIPE3KH U T.I1.), TO KaX/Ibli JOKYMEHT HyMepyeTCsl OTAEIbHO.

3.6.13. TlogmuTeie B 1€710 KOHBEPTHI C BIOKEHUSAMU HYMEPYIOTCS; IIPU 3TOM BHadajle HyMepy-
eTcs caM KOHBEPT, a 3aTeM O4epeIHbIM HOMEPOM KaXkJJ0€ BI0KEHUE B KOHBEPTE.

3.6.14. IlogmuTeie B J1€JI0 TOKYMEHTHI C COOCTBEHHON HyMmepamuen JIMCTOB (BKJIIOYas medart-
HbI€ U3JJaHKsI) MOTYT HyMEpOBaThCsl B OOIIEM MOPSAAKE WM COXPaHATh COOCTBEHHYIO HyMepalHuio, ec-
JIM OHA COOTBETCTBYET MOPSAAKY PACIOIOKEHUS JINCTOB B JIENE.

3.6.15. B cnyuasx oOHapyxeHus: 0OJIbIIOr0 Yucia OMIMOOK B HyMepaluy JUCTOB Jiejla IPOBO-
ouTcs uX nepeHymepanus. [Ipu nepeHymepanuu JIMCTOB CTapble HOMEpa 3a4€pKHUBAIOTCS U PAIOM
CTaBUTCS HOBBIM HOMEp JINCTA; B KOHIIE JieJla COCTABJISETCS HOBBIM JIMCT-3aBEPUTENb, IPU ITOM CTa-
Pl JTUCT-3aBepUTENb 3aU€PKUBAETCS, HO COXPaHSETCs B €.

[Tpu HanUUMM OT/ENBHBIX OIIMOOK B HyMEpALlUH JIUCTOB B JIeJax MPHU HOJATOTOBKE UX apXHUBOM
OpraHM3aliy K Mepeaye Ha TOCyIapCTBEHHOE XpaHeHHE JIOMYCKAeTCs 0 COrIacOBaHUIO € Tocyap-
CTBEHHBIM apXUBOM YIOTPEOJICHHUE JIUTEPHBIX HOMEPOB JIMCTOB.

3.6.16. Jlucr-3aBeputenb COCTABISETCA B Jiejie HA OTACIBHOM JIUCTE, B KHUTax - Ha 000POTHOM
CTOPOHE MOCIIEIHEr0 YUCTOr'0 JINCTA, B KAPTOTEKAX - HA OT/IEIBHOM YHCTOM JHCTe opMaTa KapTOUKH.

Jluct-3aBepuTenb Jieia COCTaBISIETCs 10 YCTaHOBJIEHHOM (opMe (mpuiioxkeHue 9), B KOTopoit
yKa3bIBalOTCA [M(PpamMH U MPOIMUCHI0 KOJIMYECTBO MPOHYMEPOBAHHBIX JHMCTOB JeJa, KOJINYECTBO JHC-
TOB BHYTPEHHEH OMUCH, OrOBAPUBAIOTCS OCOOEHHOCTH HyMepalui HOMEPOB Jieiia (Halu4yue JTUTEPHBIX
HOMEPOB J1eN1a, MPOIYIEHHBIX HOMEPOB, HOMEPOB JIMCTOB C HAKJIEEHHBIMH (hoTOrpadusiMu, HOMEpOB
KpYMHO(OPMAaTHBIX JTUCTOB, KOHBEPTOB C BJIOKCHUSMHU M KOJMYECTBO BIIOKEHHBIX B HUX JIUCTOB), a
TaKXe yKa3bIBaeTCsl HAJIMYHUE B JieJie TUNOrpadCKUX HK3EMIUISIPOB OPOIIIOP ¢ KOJMYECTBOM JIMUCTOB B
HUX, €CJIM OHU HE OBUTH OTMEYEHBI B OOIIECH BAJIOBOW HyMEpPAIIMH B JIETIC.

JIucr-3aBepuTenp JieNia MOAMUCHIBAETCS €ro cocTaBUTeNIeM. Bce mocnemyromnie n3MeHEeHus B
COCTaBE M COCTOSIHMM Jefna (OBPEeXACHUs, 3aMeHa MOJUIMHHBIX JOKYMEHTOB) OTMEYAIOTCS B JIUCTe-
3aBEepHUTETIE CO CCHIIKOW Ha COOTBETCTBYIOIINMN aKT.

3anperiaercs BbIHOCUTH JIMCT-3aBEPUTENh HAa OOJIOXKKY Jiea WM YHCTBI 000pOT JIMCTa IOo-
CJIEZIHETO JIOKyMeHTa. Eciau neno moAmmTo uim nepemiereno 0e3 OyiaHKa JIMCTa-3aBepuTens, OH Ha-
KJIEUBAETCs 32 BEPXHIOIO YacTh JIUCTA Ha BHYTPEHHEH CTOpOHE 00JI0XKKH Jena.

3.6.17. BHYTpeHHSS ONUCH TOKYMEHTOB JieJla COCTaBJIsIeTCs A ydeTa JOKYMEHTOB MOCTOSH-
HOTO U BpeMEHHOTO (cBbliie 10 jeT) XpaHeHus, yueT KOTOPBIX BbI3bIBAETCS crielu(UKON JaHHOM J0-
KyMEHTaIu (0co00 IEeHHbIE, TUYHbIE, CyeOHbIe, CIEICTBEHHbIC JIeNa U T.J.), a TaKXKe JUId ydeTa Jel
MIOCTOSTHHOTO W BpeMeHHOTO (cBbimie 10 yieT) xpaneHus, copMHUpOBaHHBIX 1O Pa3HOBHIHOCTSIM JO-
KYMEHTOB, 3ar'0JIOBKH KOTOPBIX HE PAaCKPhIBAIOT KOHKPETHOE COJCPKAHNE TOKYMEHTA.

BHyTpeHHsA onuch COCTABIAETCA Ha OTJEIBHOM JIMCTE 110 YCTaHOBJIEHHON (opme (Ipuioxe-
Hue 10), B KOTOpoii cozmepkarcs CBEACHHS O MOPSAKOBBIX HOMEpaxX JOKYMEHTOB JieNa, UX MHJIEKCax,
JlaTax, 3arojoBKax M HOMepax JUCTOB Jena. K BHyTpeHHeHW omucu COCTaBIsieTCs UTOrOBas 3alKch, B
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KOTOPOH YKa3bIBalOTCA IU(PPaMU U MPONKUCHIO KOJIUYECTBO BKIIIOUYCHHBIX B HEE JOKYMEHTOB M KOJH-
YECTBO JIMCTOB BHYTPEHHEH OMMCH.

BHyTpeHHss onuch NOANUCHIBAETCS €€ cocTaBuTeneM. Eciiy 1e10 nepenaeTeHo Ui MoAmnuTo
0e3 OiaHKa BHYTPEHHEH ONUCU JOKYMEHTOB, TO COCTaBJIEHHAsI 10 YCTAHOBJIEHHOM (hopMe ONUCH MOJ-
KJIEUBAETCs] K BHYTPEHHEN CTOPOHE JINLEBOI O0JIOKKH Jena.

W3MeHeHusl cocTaBa JJOKYMEHTOB Jiesla (MU3bATHUS, BKIIOYEHUS TOKYMEHTOB, 3aMEeHa X KOMUs-
MU ¥ T.J.) oTpaxkatorcs B rpade "[Ipumedanus” co cChUIKaMM Ha COOTBETCTBYIOIIME aKkThl. [1pu HE0O-
XOJMMOCTH COCTAaBJISIETCSl HOBAsi HTOrOBasl 3allUCh K BHYTPEHHEH ONUCH U 3aBepUTebHAsk HAIHCh Jie-
na.

3.6.18. O6moXkKa J1ena MOCTOSIHHOTO, BpeMeHHOro (cBhimie 10 JeT) XpaHeHHs U MO JIMYHOMY
COCTaBy COCTaBIISIETCS U 0(OPMIIIETCS 10 YCTaHOBIEHHOH (opme (mpuioxenue 11), B KOTOpo# yka-
3bIBAlOTCS HAWMEHOBAaHUE OPraHU3allM, CTPYKTYPHOIO MOJpAa3/eJeHUs, UHAEKC Jela, apXUBHBIN
mmdp nemna, Homep jaena (ToMa, YacTh) 1o rOJI0OBOMY pa3/iely CBOAHOM OMUCH JIeJl, 3arojIOBOK Jea.

Ha 061105%kKe 71e51 IOCTOSIHHOTO XpaHEHUs IPeAyCMaTpUBAETCsl MECTO JUIsl HAMMEHOBAHUS TOCY-
JApCTBEHHOTO apXMBa, B KOTOPBIH Jesia OpraHu3aiui OyayT NpUHATH, 0003HaUEHHs KOJOB rocyaap-
CTBEHHOT'0 apXHBa M OpraHU3aluu.

[Ipn U3MeHeHH HaMMEHOBAaHMSI OpraHu3aluu (CTPYKTYPHOI'O MOJpa3/esieHus1) B TEUEHHUE I1e-
pHO/a, 0XBATHIBAEMOT0 JOKYMEHTaMH Jieja, UM IpU Nepegaye Jelia B IpYryro opraHus3alnuio (B Apy-
roe CTpYKTYpHOE IOoJIpa3/ielieHue) Ha 00JI0KKE JieNla yKa3bIBaeTCsl HOBOE HAMMEHOBAHUE ITOW OpraHu-
3allU¥ WM OpraHu3alMU-TPaBONPEEMHUKA, a MPEKHEe HAaUMEHOBaHME OpraHu3alMu (CTPYKTYPHOIO
NoJIpa3/iesIeHus1) 3aKI0YaeTCsa B CKOOKHU.

3arosoBOK Jiesia Ha 00JI0XKKe JIe1 IEPEHOCUTCS] U3 HOMEHKIIATyphl JIeJl OpraHu3alim, coriaaco-
BaHHOU C IKCIIEPTHO-TIPOBEPOYHON KOMHCCHEH COOTBETCTBYIOIIETO apXHUBHOTO YUpexkaeHus. B HeoO-
XOJMMBIX CJIy4asiX B 3ar0JIOBOK BHOCSTCSI yTOUHEHUs (HOMEpa MPUKa30B, IPOTOKOJIOB U JP.).

B Tex cnydasix, korja Jei1o COCTOMT U3 HECKOJIBKUX TOMOB (YacTeii), Ha 00JI0KKY Ka)JI0ro TO-
Ma (4acTH) BBIHOCUTCS OOIIMI 3aroJIOBOK Jiejla M 3aroJIOBOK KaXKJI0ro ToMma (4acTH).

B 3aronoBkax jaen, coaepXkaliux KOMMM JOKYMEHTOB, YKa3bIBae€TCs UX KONMUUHOCTb. [lonmuH-
HOCTb JOKYMEHTOB JIeJIa B 3ar0JIOBKE HE OTOBapUBAETCH.

Ha 00no0’ke nena ykasplBatroTcsi apaOCKUMHU LIM(PpaMu KpaliHUE AaThl Aefia - ToA(bl) 3aBEICHUS
Y OKOHYaHMs Jiena.

Ecnu B neno BKIIOUEHB! JOKYMEHTHI (IIPUJIOKEHHUS U T.11.), 1aThl KOTOPBIX BBIXOJAT 3a KpaiiHue
JaThl Jiena, TO MO JaTaMHU Jiela, C HOBOM CTPOYKH JieaeTcsi 00 ATOM 3aluch: "B Jiefie UMEIOTCS JTOKY-
MEHTHI 3a... ro/i(bl)". J1aThl Ae7a MOTYT HE yKa3bIBaThCS HA OOJIOKKE JeJl, COJIepKalX TO0BbIE IIa-
HBI U OTYETHI, TAK KAK OHU OTPaXKarOTCs B 3ar0JI0BKax JEII.

Kpaiitnumu natamm faen, coiepkaliMx OpraHu3allOHHO-PACIOPSIUTENbHYIO, TBOPUECKYIO U
UHYIO JIOKYMEHTAlMIO (IIPOTOKOJIBI, CTEHOIPAMMBI, NMHUChbMa, AOKJIaAbl U T.J.), Ui KOTOPBIX TOYHAs
JAaTUPOBKA MMEET BaXKHOE 3HAYEHME, a TaKXKe /1€, COCTOSALIMX M3 HECKOJIbKHUX TOMOB (4acTeil), mpo-
CTaBIISIOTCS KpaiHUe AaThl JOKYMEHTOB JIeJIa, T.€. AaThl PErUCTPalluy (COCTABICHHUs) CAMOTO PAHHETO
Y CaMOro MO3JHETO TOKYMEHTOB, BKJIIOYEHHBIX B JIEIO.

Ecnu nenom sBisieTcs KypHal perucTpalyy MpUKa3oB, PACIOPSIKEHUH U T.I1., TO aTOM Jena
OyIyT TOYHBIE KaJIeHAAapHBIE JaThl IEPBOM U MOCIEHEHN 3anuceil B JKypHae.

Kpaiinumu natamu gena, coAepKallero NpoTOKOIbI 3aCEJaHul, SBIISIOTCA 1aThl YTBEPKACHUS
(711 TOKYMEHTOB, KOTOpbIE YTBEPKAAIOTCS) WJIM COCTABJIEHHS MEPBOTO U IMOCJIEIHEro MpPOTOKOJIOB,
COCTaBJISIOLIUX JIEIO.

Kpaitnumu natamu JTUYHOTO Jiefia SBIISIOTCS JAThl MOANKUCAHUS MPUKa3a O MprUeMe U yBOJIbHE-
HUU JINLA, HA KOTOPOE 3TO JEJI0 3aBECHO.

OO0s13aTeIbHBIMU PEKBU3UTAMH OOJIOKKH JIeNa SBISIOTCA KOJIMYECTBO JIMCTOB B JIeJie, KOTOPOE
IIPOCTABIISIETCS HA OCHOBAHUM 3aBEPUTEIBHON HAANNCHU /€A, U CPOKU XpaHEHMs Jiena (Ha Jenax Imo-
CTOSIHHOTO XpaHEHUs nuIeTcs: "XpaHUTh MOCTOSHHO").

3.7. CocraBjieHue u opopMiIeHHe ONUCEN JeT
3.7.1. dAns obecriedeHns: KOMILJICKTOBAHUS apXMBa B OpraHM3alliy HA BCE 3aBEpIICHHBIC B Jie-

JIOTIPOU3BOJICTBE Jiejia MOCTOSHHOTO, BpeMeHHoro (cBbinie 10 jeT) XxpaHeHHs U MO JIUMYHOMY COCTaBy,
MPOLIEIINE SKCIEPTU3Y LICHHOCTH, COCTABISIOTCS apXUBHBIE OIUCH.
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ApxuBHas onuch (Aajee - OMUCh) - 3TO APXUBHBIN CIPABOUYHUK, COACPKAIIUN CUCTEMATU3UPO-
BaHHBIN MepevyeHb eIMHUI] XpaHEHUS apXUBHOTO (OH/Ia, KOJUIEKIUU U MpeIHa3HAYeHHBIN IS UX y4e-
Ta ¥ PACKPBITUS COJICPIKAHUS.

OnucH cocTaBiISIOTCS OTIAECNBHO: Ha Jiefia OCTOSTHHOTO XPAaHEHUs; Jiejla BpEMEHHOTo (CBBIILIE
10 nier) xpaHeHust; ieja 10 JINYHOMY COCTaBY; J1€J1a, COCTOSIINE U3 IOKYMEHTOB, XapaKTEPHBIX TOJIBKO
JUISL TAaHHOW opraHu3aiuu (cyneOHble, ClIeCTBEHHbIE /1eJa, HayYHbIe OTYETHI 110 TeMaM U T.I1.).

OtnenbHas ONUCH NPEJICTABISAET COOO0 MepedeHb Jed ¢ CAaMOCTOSATEIbHON BalOBOM (IOPSIKO-
BOI) HyMepaIue.

3.7.2. B opranusanuy, B KaX/J10M CTPYKTYPHOM IOJIPa3J€IEHUN OIIMCH COCTaBJISIOTCS €XKEro -
HO TOJ1 HETIOCPEICTBEHHBIM METOANYECKUM PYKOBOACTBOM apxuBa. [1o 3TuM onucaM HOKyMEHTHI Iie-
penarotcs B apxuB. OnucH, NOArOTOBIEHHBIE CTPYKTYPHBIMU MOAPA3IEICHUSIMU, CIyXKaT OCHOBOM /715
MOJTOTOBKU CBOJHOW OMUCH JIeNl OpraHU3al[ui, KOTOPYIO TOTOBUT apXUB U MO KOTOPOI OH cllaeT Aena
Ha MOCTOSIHHOE XpaHEHHUE.

OnucH 1en CTPYKTYPHBIX HOJpa3feNieHuil COCTaBISIOTCA MO YCTaHOBIEHHOU ¢opme (mpuso-
xkeHue 12) B Tpex 3K3eMIUIIpax U MPEACTABIIAIOTCA B apXUB OpPraHU3alMU Yepe3 roj Nocie 3aBeplie-
HUS e B IETIOTPOU3BOJICTBE.

3.7.3. OnucarenbHasi CTaThsl ONUCU JIE] CTPYKTYPHOTO MOApPA3/ACIICHUs] BKIIOUaeT B ceOs clie-
TYIOIIIKE AJIEMEHTHI:

MOPSAJIKOBBIM HOMED Jiena (ToMa, YacTH) 110 OIUCH;

WHJIEKC Jiea (ToMa, 4acTH),

3aroJIOBOK Jiesia (ToMa, 4acTH), MOJHOCThIO COOTBETCTBYIOLIMM €ro 3arojioBKy Ha 00JIOKKE Je-
7a;

JaThI Jiea (ToMa, 4acTH);

KOJIMYECTBO JIUCTOB B Jieiie (TOME, YacTH);

CPOK XpaHEHus Jena.

3.7.4. IIpu cocTtaBneHUH OMKCH AEN CTPYKTYPHOTO MOAPA3IEICHUS COOIIONAI0TCS CIEAYIOIINe
TpeOOBaHUS:

3aroJIOBKH JI€J BHOCSITCSL B ONUCh B COOTBETCTBUU C NMPUHATON CXEMOM CUCTEMaTU3allui Ha OC-
HOBE HOMEHKJIATYpPbI JE;

KaX/10€ JIeJI0 BHOCUTCSI B OIUCH MO CaMOCTOSITEIbHBIM IOPSIKOBBIM HOMEPOM (€CIIH JeJI0 CO-
CTOUT U3 HECKOJIBKUX TOMOB MJIM YacTeH, TO KaX/Iblil TOM WJIM YacTh BHOCSATCS B OIUCH I10J] CAMOCTOSI-
TETbHBIM HOMEPOM);

MOPSAIOK HyMEpaluK JeJl B OMKCH - BaJOBBIN 32 HECKOJIBKO JIET; MOPSAIOK MPUCBOCHUS HOME-
POB OIUCSM CTPYKTYPHBIX MOJpa3/IeJIeHHI YCTaHABIMBACTCS IO COTIIACOBAHUIO C APXUBOM;

rpadbl OMKCH 3aIOJIHAIOTCS B TOYHOM COOTBETCTBUH C TEMHU CBEIECHUSMHU, KOTOPbIE BHIHECEHBI
Ha 00JIOKKY Jiena;

IIPY BHECEHUU B OMKCH MOJAPSA J€J C OAMHAKOBBIMU 3ar0JIOBKAMM MUIIETCS MOJHOCTHIO 3aro-
JIOBOK IEPBOTO JieJia, a BCe OCTalbHbIE OJHOPOAHBIE Jlena 0003HavatoTces cinoBamu "To xe", mpu aToM
JIpyTrue CBEACHUS O JeNlaX BHOCSTCS B ONMKUCH MOJHOCTHIO (Ha Ka)KIOM HOBOM JIMCTE OMMCH 3arojOBOK
BOCIIPOM3BOAMTCS MOJIHOCTHIO);

rpada omucu "llpumedanns" uCoOIB3yeTCs I OTMETOK O MPUEME JIeN, OCOOCHHOCTSIX UX (Pu-
3MYECKOT0 COCTOSTHHS, O Mepeaye Ae APYTUM CTPYKTYPHBIM MOpa3esIeHUsIM CO CChIIKOM Ha HE0O-
XOIAUMBIN aKT, O HAUTMYUH KOMTUA U T.II.

B koH1e onucu Beies 3a NOCIEAHEN ONMCATENbHON CTaTheN 3aI0JHAETCS UTOTOBas 3aIUCh, B
KOTOpOM yKa3bIBaroTcs (upamMu U MPOIKUCHI0) KOJIMYECTBO e, MEPBBIA U MOCIEAHUNA HOMepa Ael
IO OIKCH JIEJT, a TAK)KE OrOBAPHBAIOTCS OCOOCHHOCTH HYMEpAIIUU [N B OMKCH (HaJTU4KUe TUTEPHBIX U
MPOMYIIEHHBIX HOMEPOB).

Onuce 1€ CTpYKTYPHOIO MOJPA3AEICHUS MOAINUCHIBAETCS COCTaBUTENIEM C YKa3aHUEM €ro
JOJIKHOCTHU M YTBEPKIAETCSI pyKOBOJUTENIEM CTPYKTYPHOTO MOApPa3/IeIeHHUS.

ITo TpebGoBaHUIO apXHUBa OpraHU3alMK K OMHCH MOTYT COCTaBISITHCS OTJIaBIIEHUE, CIIHCOK CO-
KpalleHUl, yKa3aTeu.

3.7.5. Ha ocHOBe omnuceil en CTPYKTYPHBIX MOAPA3IACICHUN COCTaBIISIETCS] TOJOBOM pasjen
CBOJIHOH OIHCH JIeJ1 OpraHu3alliy, OrOTOBKA KOTOPOTO BO3JIaraeTcs Ha apXHB OPraHU3alUU MO He-
IOCPEACTBEHHBIM METOANYECKUM PYKOBOJCTBOM COOTBETCTBYIOIIETO apXUBHOIO YUPEKICHUS.

3.7.6. B rogoBoii pa3aen CBOJHOW OMHUCH /€]l MOCTOSTHHOT'O XPAaHEHUS BKJIKOYAIOTCS 3ar0JIOBKU
JIeJT TIOCTOSIHHOTO XPAaHEHHUs, OTJIOKUBIINXCS B TEUCHUE TOJa B JEATEIBHOCTH CTPYKTYPHBIX MOIpa3-
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JIeNICHHUH, U 3aroJIOBKU €T, cOpMUPOBAHHBIX U3 IOKYMEHTOB, BBIJICIICHHBIX M3 JIEJI C BPEMEHHBIMU
cpokamu XpaHeHus, uMmeBmux orMmeTky "OIIK", mpuyemM TOJBKO MOCHE CBEPKH MX CO CBOJHOW HO-
MEHKJIATypOH 3a TOT € T/l U MPOBEPKHU MPABUIBHOCTH (OpMHUpPOBaHUA U odopmiieHHs Aea. B HeoO-
XOJIUMBIX CITy4dasx 3arojOBKH JIeNl YTOUHSIOTCS, Jelia 0JIBEPraloTCs pacliuBKe U nepeopMUPOBAHUIO
pu 0OHAPYKEHUH, YTO JEJI0 CPOPMUPOBAHO HETIPABUIIHHO.

3.7.7. I'onoBo#i pa3zien CBOJHOM OIKCH /1] TIOCTOSIHHOTO XPAHEHHS COCTABIISIETCS 110 YCTAHOB-
JeHHo# (opme (mpunoxkenue 1). DIeMEHTHI OMHUCATENFHON CTaThU M MOPSAIOK BHECEHHS 3ar0JOBKOB
JIeJl B TOJOBOM pa3fiesl CBOJHOM OIMMUCH JIeJl MOCTOSHHOTO XpaHEHUs, 3aloJIHeHre rpad aHaTIOTUYHbBI
3JIEMEHTaM | MOPAIKY, U3JI0KEHHBIM B IyHKTax 3.7.3 - 3.7.4.

[lepBoMy rogoBOMY pazjieny CBOJAHOM omucH Jen (poHga MpucBauBaeTcsi HOMEp Mo JUCTY (HOH-
71a, BCE MOCIEAYIONINE TOAO0BBIC Pa3/esibl YUCIATCS 3a STHM HOMEPOM JI0 00pa30BaHUsl 3aKOHUCHHOMN
OTIHCH.

3.7.8. 3aroyioBKM /€, BKIFOUECHHBIE B FOJIOBOM pa3ziesl CBOJAHOW OMHUCH JIed MOCTOSIHHOTO Xpa-
HEHUS, HYMEPYIOTCSI B BaJIOBOM HOPSJIKE.

3.7.9. 3arojoBKu JOMOJHUTEILHO OOHAPY>KEHHBIX JIeJl B 3aBUCMMOCTH OT UX KOJUYECTBA MO-
T'yT OBITh BHECEHBI B TOJJOBOM pa3fien MoJ JUTEPHBIMU HOMEPaMH B COOTBETCTBUU C IPUHATOM CUCTe-
MaTH3aluel Wi B KOHEI F'0JI0BOr0 pa3/ena.

[Tocne BHeceHUsI B OMUCH 3allMCel O MOCTYIUICHUH WM BBIOBITHH JI€J COCTaBJIsIeTCS OKOHYa-
TeJbHAasi UTOTOBasl 3aIlMCh, B KOTOPOH yKa3bIBaIOTCS TAK)KE OCHOBAHUSI BHECEHHBIX U3MEHEHUH.

Baecenue B rofioBoil pa3zien CBOAHOW OMUCH el U3MEHEeHMi mocie yrBepxkiaeHus ero JIIK
apXMBHOT'O YUpEXJIEHHUs JOIycKaeTcsl Toybko nocne npunatus JIIK, yrBepausiueid 3ToT pasnen, co-
OTBETCTBYIOIIETO PEIICHHUS.

3.7.10. K nmepBomy roloBOMY pazjie’y CBOJHOM OMUCH AEJI TOCTOSSTHHOTO XPaHEHUs! COCTaBIIS-
€TCsl MIPEIUCIOBHE U MPH HEOOXOJUMOCTH - yKa3aTelld, OrJIaBJIeHHEe, CIIMCOK COKPAIIEHHBIX CJIOB, KO-
TOPBIE COCTABJIAIOT CIIPABOYHBIN arnapar roJoBOro pas3zeiia OluCH.

3.7.11. B npeaucnoBue BKIIOYAIOTCS CBEACHUS 00 OCHOBHBIX HAMPABICHUSIX JEATEIBHOCTH U
CTPYKTypE€ OpraHM3alliy 3a Iepuoji, KOTOPBIM OXBATHIBAIOT J€Ja OMUCH; JaeTcs KpaTKas XapaKTepu-
CTMKa COJIEpXKaHMUs U TOJIHOTHI JOKYMEHTOB (DOHMA, BKIIOUEHHBIX B pa3ziell; YKa3bIBaeTCs Hajauuue
JIeJ1, BBIXOJSAIIUX 332 XPOHOJIOTMUECKHE TPaHUIlbl (POHJA; OTMEYal0TCsl Haubosee TUIHYHBIE TPYIMIIbI
JIeNl KaK 10 Pa3HOBUAHOCTSAM JOKYMEHTOB, TaK M IO COAEP)KaHHUIO; JAeTCsl KpaTKas XapaKTepUCTHKA
coJiepskanieiicst B onucu MHGOPMaIMU O MOABEIOMCTBEHHBIX WJIM BBIIIECTOSIINX OPraHU3alUAX; OC-
BEIIAIOTCS OCOOCHHOCTH (POPMHMPOBAHUSA, OMMCAHUS U CHCTEMATU3alMU 3arojOBKOB JIeN, HaJH4ue
CIIPaBOYHOIO ammapara K pa3/ielly, OCHOBHbIE MPUHIUIIBI €r0 COCTaBICHHS U MOPSAIOK MOJIb30BaHUS
UM.

[IpenuciaoBue NMOAMUCHIBAETCS COCTABUTENEM C YKa3aHUEM JOJDKHOCTU M JaThbl COCTaBJICHUS
NPEIUCIOBUS U 3aBEIYIOIUM apXUBOM OpraHU3aluu (JIMIIOM, OTBETCTBEHHBIM 3a apXUB).

3.7.12. OrnaBjeHUE COCTABIISIETCS, €CIM B T'OJOBOM pa3jielie CBOJHON OMHCH JeJl UMEITCS
HOJpa3JieNbl, Ipyrue 6ojee MeJIKue TPYIIbI JIesl, CIPABOYHBIN anmnapar K pasaeny. B ornaBinenuu mne-
PEUMCISIOTCS: MPEIUCIOBUE, CIIUCOK COKPALIEHUH (COCTaBIsieMblii B HEOOXOJUMBIX ClIydasx), Ha3Ba-
HUS BCEX IOJpa3/eioB M 0ojee MENKHUX TPYII Jejl, BKIIOYEHHBIX B pa3zell, yka3zaTelnu (€clii OHU
UMEIOTCS).

3.7.13. 'onoBoli pa3zaen CBOJHOM ONUCH J1€]1 COCTABIIAETCS B 4-X DK3EMILIAPAX.

I'ogoBble pazziensl, €Cu OHU HE ABIISIOTCS 3aKOHYEHHOW OMMCHIO, HE TOJIIMBAIOTCS U HE Te-
PEeIJIeTal0TCs; OHU JIOJKHBI XPAHUTHCS B MANKax C KJIaaHaMHU U 3aBsI3KaMHU.

3.7.14. T'onoBoil pa3aen CBOJHOW OMHUCH €T MOCTOSIHHOTO XPAaHEHUS MOJJIEKUT PAacCMOTpe-
Huto LIOK (OK) opranuzanuu, mocie 4ero B ciydae COIVIACOBAHHUS B KOHIIE pasjeia CTaBUTCS rpug
"CormnacoBano" ¢ ykazanuem HoMmepa mportokona [[OK (OK) u gaTer 3acemanus, Ha KOTOPOM OH OBLT
paccmoTtpeH. OnoOpeHHbIe TO0BbIE pa3/ieibl HAMPABISAIOTCS Ha PACCMOTPEHUE apXUBHOTO yupexkKie-
HUSL B COOTBETCTBHM CO CPOKaMH, YCTAHOBJIEHHBIMH T'paMKOM IpeICTaBICHUs OMMCEN J1en Ha pac-
cmotpenue DIIK apXxUBHOTO yupexJIeHHs, HO HE M03/IHee YeM uepe3 2 rofia, a IEeHTPAIbHBIM apXHUBOM
MUHUCTEpPCTBa, BegoMcTBa Poccuiickoit denepanun (HeHTpaIbHBIM OTPACIEBBIM apXUBOM IPU MUHU-
crepcTBe, BeaoMcTBe Poccuiickoit denepannn) - uepes 4 roxa mocie 3aBeplICHUs JEI0IPOU3BOJICT-
BOM J1€J1, BKJIIOUEHHBIX B pa3zen. [IpeacraBisiorces 4 ero sk3eMIuisipa.

ITocne yrBepxkaenus rogosoro paszaena JIIK apxuBHOro yupexxaeHus pasfen yTBEp:KIAeTCs
PYKOBOIMTENEM OpraHU3alllK, 3aTeM MEPBbIi 3K3EeMIJISp I0I0BOTO pasjiena CBOJHOM OMUCH B KayecT-
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BC KOHTPOJIBHOTO MECPCAACTCA B FOcyIIapCTBeHHBIﬁ ApXUB, OCTAJIBHBIC OCTAOTCA B OpraHU3aluu.

3.7.15. HeckonbKO roIOBBIX Pa3/eioB CBOJHBIX OMKCEH el MOCTOSTHHOTO XPAHEHUS WIH OJIUH
TOJIOBOM pazJieN, YUCIIO 3aroJIOBKOB JieJd B KOTOPBIX JOCTHUIJIO YEThIPEX3HAUHON HUQPHI, CUUTAIOTCS
3aKOHYEHHOM apXMBHOM OIHCHIO.

B opranuzanusix ¢ HeOOJNBIIUM 00BEMOM €KEr0JTHO 00pa3YIOIIMXCS Ae MOCTOSIHHOTO XpaHe-
Hug (10 200 1en) onuch CUUTAETCS 3aKOHYEHHOM, €CJIM B HEee BKIIFOUEHBI TOJ0BBIC PA3/eiibl CBOJIHBIX
OTHCEeH Jiell MOCTOSHHOTO XpaHeHus 3a 5 JieT.

3.7.16. Kax 101 3aKOHUEHHO OIKUCH MTPUCBAUBAECTCS HOMED.

3.7.17. 3aKOHYEHHAs ONKCh UMEET CaMOCTOSITEIIbHYIO HyMEpalUIO 3arojJ0BKOB €I, K HEW CO-
CTaBJISIFOTCSI UTOIOBasl 3aIIMCh U 3aBEpUTENIbHASA HAANUCh. MITOroBas 3anuce u 3aBepuTelibHAas HaINUCh
(mpunoxenue 13) K 3aKOHYEHHOW OMUCH COCTABISAIOTCA TaK K€, KaK K TOJOBOMY pa3/ieny CBOJIHOMN
OIMCH JEJI.

[Ipu 5TOM 3aBepuUTENIbHBIE HAJIUCH, COCTABJICHHBIE K T'OJOBBIM pa3zefiaM CBOJHBIX OIMHUCEH
JIeJ1, U3BIMAIOTCSI.

3.7.18. OO0s3aTeNbHBIM 3JIEMEHTOM O(QOPMIICHUS 3aKOHYEHHOW OIMUCHU SIBISETCS TUTYJIBHBIN
aucT (mpuiioxxkenue 14).

Ha TutynbpHOM nHcTe 3aKOHYEHHON OMUCHU e TOCTOSIHHOTO XpaHEHUs YKa3bIBAIOTCS:

Ha3BaHue (HOHMA;

HoMmep GoH/Ia;

HOMEp OIIHCH;

HA3BaHME OMUCH, KOTOPOE BKIIOYACT YKa3aHHE KaTeropuu JOKYMEHTOB (IMIOCTOSIHHOTO, Bpe-
MEHHOT'0 XpaHEeHMs], 110 IUYHOMY COCTaBY U T.J.), COAEpPKAILUXCS B JIEJIaxX, 3ar0J0BKH KOTOPBIX BKIIIO-
YEHBI B OIUCH;

KpaliHue J1aThl J1eJ1, BKIIFOUYEHHBIX B OIHUCH.

[lepen na3Banuem (oHAA HA TUTYIHHOM JIMCTE OCTABIAETCS MECTO Il HAMHCAHMS TOJTHOTO
Ha3BaHMS FOCYJapCTBEHHOIO apXuBa, B KOTOPOM OYyAYyT MOCTOSIHHO XPaHUTHCS Jiela JaHHOW OpraHu-
3alMH.

3.7.19. K 3aKoHUEHHO ONucH 00s13aTEIbHO COCTABIISIOTCS OTJIaBJICHUE U MPEINCIOBHE, a TaK-
K€ yKa3aTelu U CIUCOK COKPAIIEHHBIX CJIOB MPU HAJUYHMH MOCIEAHUX B TOIOBBIX pa3jiesax.

3.7.20. 3akoHUEHHasl ONUCh BMECTE C TUTYJBHBIM JIMCTOM M CIPAaBOYHBIM alIapaToM K Hel
3aKJII0YAETCs B TBEPAYIO 00JIOKKY U IeperuieTaeTcs.

3.7.21. B ron0BOi#1 pa3ien CBOAHOW OMUCH Jiesl BpeMeHHOTOo (cBhimie 10 j1eT) XpaHeHus BKITIO-
YaroTCs 3aroJOBKHU JIeJl, OTJIOKUBIIMXCA B TEUCHHE rofia B JAEATEIbHOCTH CTPYKTYPHBIX MOApa3zelie-
HUM.

[Topsimok BHECeHMs 3arojOBKOB J€JI B TOJOBOM pa3/en aHaJOTWyeH MOPSAKY, YKa3aHHOMY B
mm. 3.7.4,3.7.6 - 3.7.9.

I"omoBoii pa3zen cBOHOW ONKCH Jiesl BpeMeHHOTo (cBblme 10 jeT) XxpaHeHHs COCTaBIseTCs 1Mo
ycTaHoByieHHOU (popme (mpusoxkenue 2). [lopsanok 3anosiHeHus rpad Onucu, HyMepalu# 3arojJ0BKOB
JIe pa3jiena, COCTAaBJICHHUs] UTOTOBOM 3alMCU M 3aBEPUTENBHOM HAAMUCH K pa3zelly aHaJOTWYyeH I0-
psKy, yKazanHoMy B . 3.7.7 - 3.7.9, 3.7.17.

CucremaTu3zanus 3arojoBKOB JIel B F'OJIOBOM pa3zeiie CBOJHOM ONUCH JI€] BPEMEHHOTO (CBBI-
nre 10 jeT) XxpaHeHus: COOTBETCTBYET CUCTEMATH3allU1 3ar0JI0BKOB €]l B CBOJIHOM HOMEHKJIAType el
3a 3TOT XK€ IoJl.

[Ipu HEOOXOAMMOCTH K TOJJOBOMY Pa3/eny 3TOM ONHUCH COCTABIIAIOTCS OIJIaBJIEHHUE, CIIUCOK CO-
KpalleHHbIX cIoB (cMm. 1. 3.7.10).

I'ogoBoit pa3nen cBojHON omucu Aen BpeMeHHoro (cBbime 10 JeT) XpaHeHus medataeTcsl B
IBYX 9K3eMIUIsipax u ogoopsierca BHadane L[OK (OK) opranusanum, a 3aTeM yTBEp»KAaeTcsl ee pyKo-
BOJIUTEJIEM.

3.7.22. T'onoBoil pa3nen CBOJHOM ONMCH €] IO JIMYHOMY COCTaBy MMEET YCTAHOBIIEHHYIO
dbopmy (mpunoxkenue 3). [lopsimok 3amomHeHUs rpad, GOpMBI OMKUCH, HyMEpAITUU 3aroJOBKOB 1€
pazziena, COCTaBJIEHUSI UTOTOBOM 3aIllMCH U 3aBEPUTEIBHON HANMKCU K pa3Jiely aHAJIOTHYEeH MOPSIKY,
yKazaHHomy B mm. 3.7.7 - 3.7.9, 3.7.17.

3.7.23. 3arojoBKu 1€l B TOAOBOM pa3zeiie CBOAHON OMMCH /€N 0 JINYHOMY COCTaBY CUCTEMa-
TU3HUPYIOTCS 10 HOMUHATBHOMY NPU3HAKY C YYETOM CJIEIYIOIIEH MOC/Ie]0BATETbHOCTHU:

MIPHUKa3kI (PaCOPSHKEHHUS) TIO TMYHOMY COCTaBY;
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CMHCKH JIMYHOT'O COCTaBa;

KapTOYKH I10 Y4eTy JINYHOT'O COCTaBa (IPU OTCYTCTBUM OTJECIIbHON ONUCH JIMUHBIX JI€J1);

JMYHBIE 1era (PU OTCYTCTBUH OTIIEIBbHOM OMUCH JIMYHBIX J1€7);

JUIEBBIC cueTa PabovYMX M CIyKaIuX IO 3apabo0THOM mate (pacdyeTHhIE BEIOMOCTH 1O 3ap-
jiaTe);

HEBOCTPEeOOBaHHBIE TPYIOBbIE KHUKKHU (IIPH OTCYTCTBUU OTAEIBHOM OIHUCH);

aKTBl O HECYACTHBIX CITyYasX.

VkazaHHbIe BHJIbl JOKYMEHTOB, 00pa3yloIUecs] B OpraHu3aluy B OOJbIINX 00BEMax, MOI'YT
BBIJICJIATHCS. B CAMOCTOSITEIIbHBIE TOI0BBIC pa3/ielibl ONUCH (JIMYHBIE JeNa, TPYAOBbIE KHIKKH U T.I1.).
JInunble nena (JIUYHBbIE KAPTOUYKU) BHOCATCS B CBOJHBIN IOJJOBOM pa3ien ONUCH IO IOy YBOJIbHEHUS
JMIa, Ha KOTOPOE 3aBe/ICHO JMYHOE JIEJI0, M CUCTEMATH3UPYIOTCS 1O andaBuTy.

ITpu HEOOXOAUMOCTH K FOJIOBOMY Pa3Jiely CBOJHOM OIUCH Je]1 M K 3aKOHYEHHOM OMMCH J1e 110
JMYHOMY COCTaBY COCTAaBIISIIOTCS OIJIaBJICHHUS, YKA3aTENIN U CIIMCKU COKPALEHHBIX CJIOB.

I'omoBoii pazzies1 CBOJHOM OIKMCH /1€ MO JINYHOMY COCTaBYy OpraHHM3alluH, Nepearoliel JoKy-
MEHTBHI Ha MOCTOSIHHOE XpaHEHHUE, IeYaTaeTcsl B TPeX 3K3eMIUIIpax, MOAMUCHIBAETCS COCTABHTEIEM,
3aBepsieTCsl HAYaJIbHUKOM OTJieNa KaJpoB (MHCIEKTOPOM IO KaJpaM) U MPEACTaBISAETCS Ha PaccMOT-
penue LIOK (OK) opranuzamuu. [locie oqodpenus pazaena [IOK (IK) oH moanexuT cormacoBaHuUIoO C
OIIK coOTBETCTBYIOLIETO ApXUBHOTO YUPEKACHUS U YTBEPKICHUIO PYKOBOJAUTEIEM OpraHU3aIUH.

[Topsanox cocraBiaeHuss U OpOpPMIIEHUSI 3aKOHYEHHON OMMCU e 110 JIMYHOMY COCTaBy aHaJo-
THYeH MOPAAKY, YKa3aHHOMY B mil. 3.7.16 - 3.7.20. dopma TUTYIBHOIO JIUCTA K 3aKOHUEHHON OIMCH
JIelT TI0 TMYHOMY COCTaBY MACHTHUYHA (POpPME THTYJIBHOTO JINCTA K 3aKOHUYEHHON OMKCH /e MOCTOSTH-
HOTO XpaHeHus (mpuioxenue 14).

[Topsox coctaBneHuss 1 OPOPMIIEHHS OITMCH Ha KXY Pa3HOBUAHOCTh CHEIU(PUIECKUX IS
JAHHOHM OpraHu3alMy JOKYMEHTOB (Hay4yHbIE OTYEThl, TEKCThl IPOrpaMM pajauo- U Telernepenad u
T.I.), @ TAKXKe Ha CIy>)KEOHbIE BEJOMCTBEHHBIC M3/IaHUS ONPEIENETCS B 3aBUCUMOCTH OT CPOKOB HX
XpaHEHMs 10 aHAJIOTUHU C MOPSAIKOM COCTAaBIEHHSI U OQOPMIICHHS ONUCEH Jed MOCTOSHHOIO M Bpe-
MEHHOT0 XpaHeHus. [lena cucreMaTu3upyroTCsl B FOJOBBIX pa3/iesiax CBOJAHBIX OIMCEN ¢ y4eToM cIie-
U(PHUKH TOKYMEHTOB.

3.7.24. Ot6op AOKYMEHTOB HAa YHMUTOKEHHE M COCTaBJICHHME Ha HUX aKTa (mpuioxkeHue 4)
IPOU3BOIUTCS MOCIIE OJATOTOBKU OMMCEH Jes MOCTOSHHOIO U BpeMeHHOro (cBeiuie 10 ser) XxpaHeHus
3a ATOT MepuoJl. AKTBI O BBIJCJIEHNN TOKYMEHTOB M JI€J1 K YHUUYTOXEHHUIO paccCMaTpUBalOTCs Ha 3ace-
naHuu OK 0IHOBpEMEHHO ¢ ONUCAMHU JIeI.

Jlyis opranu3anuii, cIalouX Jejia Ha MOCTOSIHHOE XPaHEHUE, aKThl YTBEPKAAIOTCSI PYKOBOAU-
TeJIEM OpraHM3alliy MOCIe YTBEP)KIACHUS ONMUCEH Je] MOCTOSIHHOTO XPaHEHUs 3a 3TOT MEePHOJ] apXHB-
HBIM YUIPEXKICHUEM.

3.7.25. Ilopsiok nepenadyn JOKYMEHTOB B apXUB OpraHU3alUH.

Jlena MoCTOSTHHOTO | JIOJTOBPEMEHHOTO XPaHEHUs, BKIF0Yast JOKYMEHTEHI 110 IMIHOMY COCTaBY,
HepeaaloTCsl B apXUB OPraHU3alMK He M03/IHee YeM Yepe3 TPH rojia ocie UX 3aBepLICHUs B Je0Npo-
M3BO/ICTBE.

Ilepenaua nen B apxXuB OpraHU3allMU OCYIIECTBIISETCS M0 IpaduKy, COCTABICHHOMY apXHBOM,
COTJIACOBAaHHOMY C PYKOBOJUTENISIMU CTPYKTYPHBIX MOJpa3AeNeHu, Mepeaaomux J0KYMEHThl B ap-
XHB, U YTBEPKJIEHHOMY PYKOBOJIUTENIEM OpraHU3alHu.

B nepuo moAroToBKH AeN CTPYKTYPHBIM IMOJIPA3/IeIeHHEM K Tiepeaade B apXuB OpraHU3aIIH
COTPYAHUKOM apXuBa MPEIBAPUTEIBHO MPOBEPAETCS MPABUIBHOCTh UX (HOPMHUPOBaHUS, OPOPMIICHUS
¥ COOTBETCTBHE KOJMYECTBA JIEN, BKIFOYCHHBIX B OMHUCH, KOJMIECTBY JEI, 3aBEACHHBIX B COOTBETCT-
BUU C HOMEHKJIATypO Jiesl opraHu3anuu. Bee BhIsIBIEHHBIE IPU MTPOBEPKE HEIOCTATKU B (hopMupoBa-
HUU U 0OPMJIEHMH JIe] pabOTHUKH CTPYKTYPHOTO MOJpa3jaeneHust o0s3aHbl ycTpaHuTh. [Ipu obHa-
PYKEHUU OTCYTCTBHSI JIeJl COCTABIISIETCSI COOTBETCTBYIOIIAsS CIIPaBKa.

[TpueM Kaxmoro jaena MPOU3BOJUTCS JIHIIOM, OTBETCTBEHHBIM 3a apXWB (CHEIHATBHBIM CO-
TPYAHUKOM), B IPUCYTCTBUH pabOTHHKA CTPYKTYPHOTO nojapaseneHus. [lpu 3Tom Ha 000oux 3K3eMI-
JSIpax OMHMCH IMPOTHB Ka)KJOTO JieJia, BKIIFOUEHHOTO B HEe, JIEJIaeTCsl OTMETKAa O HAIWYuM Jena. B koH-
1€ KQKJ0T0 SK3EMIUISIpa OMUCH YKa3bIBAIOTCS U(PPaMHU U MPOIUCHI0 KOTUYECTBO (DaKTUUECKU MTPUH -
TBIX B apXMB /1], HOMEpa OTCYTCTBYIOIIMX A€, 1aTa NpHUeMa-Iiepeaayn e, a TakXkKe IMOAINNUCH OTBET-
CTBEHHOTO 3a apXuB (COTPYJIHHMKA apXMBa) U JIUIA, [IEPEIABILETO JIea.

ITpu npueme 0co00 LIEHHBIX A€ MPOBEPSIETCS KOJIUYECTBO JIUCTOB B J€ax.
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Jlena, yBA3aHHBIE B CBSI3KH, JOCTABIISIOTCS B apXUB OPraHU3alMU COTPYIHUKAMU CTPYKTYPHBIX
MoJpa3/IeICHHI.

Bwmecte ¢ genamu B apXuB IepealOTCs PETUCTPALMOHHBIE KAPTOTEKU HA NOKYMeEHThl. Hanme-
HOBaHHE KaKJIOM KapTOTEKH BKIIFOYACTCS B OIHCh.

4. OBECIIEYEHHUE COXPAHHOCTHU JOKYMEHTOB APXNBA

4.1. Cuctema mep o0ecrieyeHUs1 COXPAHHOCTH JOKYMEHTOB

4.1.1. Opranusauusi XpaHeHHsI TOKYMEHTOB - CUCTEMa MEPONPUSITHUH, BKIIIOYAIOLIAs palMo-
HAJIbHOE pa3MeIeHHE JJOKYMEHTOB, KOHTPOJIb 33 UX JBM)KEHUEM M (PU3HMUECKUM COCTOSTHHUEM, KOIIMPO-
BaHME JOKYMEHTOB C ILIE€JbIO CO3JaHUS CTPaxoBoro ¢oHaa U (oHAA MOJIb30BAHUS, BOCCTAHOBIECHHUE
(pectaBpanys) nepBOHAYaIbHBIX MJIM ONM3KUX K IE€PBOHAYAIbHBIM CBOWCTB M BHEIIHUX MPU3HAKOB
JIOKYMEHTOB, ITOABEPTIINXCS NOBPEXKACHUIO UIIU Pa3pyLIEHUIO.

4.1.2. 1na oGecrieyeHHs: COXPaHHOCTH JOKYMEHTOB B apXMB€ JOJKHBI OCYILECTBIISATHCS:

KOMIUIEKC MEp IO OpraHu3alud XpaHEHUs, NpPeJyCMaTpHUBAIOIIMM CO3JaHHE MaTepHalbHO-
TEXHUYECKOH 0a3bl XpaHEHUs JOKYMEHTOB (3/1aHUE M MOMEILEHUs XPaHWIMIL, CPEICTBA XpPaHEHHUs J10-
KYMEHTOB, CPEJICTBA OXpaHbl U 0€30IIaCHOCTH XPaHEHUs, CPEACTBA KIMMATUYECKOTO KOHTPOJIS, Cpea-
CTBa KOIIUPOBAHMS U BOCCTAHOBJIEHUS MIOBPEKACHHBIX JOKYMEHTOB U T.I1.);

KOMIUIEKC MEp MO CO3[aHUI0 U COOJIIOJIEHUI0 HOPMATHUBHBIX YCIOBUN XpaHEHUS JTOKYMEHTOB
(TemnepaTypHO-BJIQXKHOCTHBIM, CBETOBOW, CAaHUTAPHO-TUTMEHUYECKUH, OXPAaHHBIH PEXHUMBI XpaHe-
HUs).

4.1.3. Cucrema Mep 10 OpraHHU3alMU XPaHEHUs JOJKHA 00ecleunBaTh COXPAHHOCTh IOKYMEH-
TOB U KOHTPOJIb UX (PU3UYECKOTO COCTOSHUS IPU MOCTYIJIEHUH JOKYMEHTOB B apXUB, IPU UX XpaHe-
HUM U Tepesiaye TOKYMEHTOB Ha MOCTOsTHHOEe XpaHeHue. [lpu opraHu3anuu XxpaHeHus: U CO3AaHUU yC-
JIOBUM XpaHEHUs CleAyeT YUUThIBAaTh CIELU(PUKY BUJOBOIO COCTaBa JOKYMEHTOB, XapaKT€pHOIro AJis
KOHKPETHOT'O apXHUBa.

4.2. TpeOoBaHMS K 3JaHUAM U NIOMEIEHUSAM apXHBa

4.2.1. ApxuB pa3MelaioT B ClielUalbHO OCTPOCHHBIX WM IPUCIIOCOOIEHHBIX AJIsl XpaHEHUS
JOKYMEHTOB 3/IaHUSAX WM OTAEIBHBIX IMOMEIIECHUAX 31aHns. CrienualbHble IOMEIEHUS JUIsl apXUBOB
OpraHMu3alMil JOJKHBI IPEAYCMATPUBATHCS IIPU CTPOUTEIBCTBE WIIN N1EPE00OPYI0BaHUH aIMUHUCTpa-
THUBHBIX 3JaHUH.

4.2.2. [lpu OTCYTCTBUHU CIIELUATIBLHOTO MOMEIICHUS ISl apXUBa OpraHU3alfil BeIIEIsIeTCs MpU-
CrocoOJIEHHOE MOMELIeHNEe B aIMUHUCTPATUBHOM 3JaHUU OpraHu3aiuu. PasMerienue B mpucnocoo-
JICHHBIX TOMEIICHUSIX MPOU3BOIUTCS B YCTAHOBJIEHHOM IOPSJIKE MOCIIE€ UX SKCIEPTU3bl. DKCIEPTH3a
yCTaHaBJIMBAET MPUTOAHOCTDb MOMEIIEHHsI (OTHECTOMKOCTD, JOITOBEYHOCTh, TPOYHOCTh KOHCTPYKIIMH,
TEXHUUYECKasl YKPEIJIEHHOCTb), COCTOSIHUE MOMEIIEHMsI, HaJTMYhe OTOMUTEIbHBIX U BEHTHJIALMOHHBIX
CHUCTEM.

DKcnepTu3a MPOBOAUTCS MPEICTABUTENSIMH apXHUBHBIX, KCILTyaTallMOHHBIX, MOKapHBIX, OX-
PaHHBIX, CAHUTAPHBIX U APYTHX NPOPUIBHBIX CITyK0. Pe3ynbTaThl aKCepTH3bl 0POPMIISIOTCS aKTOM.

4.2.3. He nomyckaercs IMpUEM B JKCIUIyaTal[MI0 BETXUX, CHIPBIX, HEOTAIUINBAEMBIX, HE OTBE-
YAIOINX CAaHUTAPHO-TUTUEHUUYECKUM TPEOOBaHMAM MOMEIICHUH, a TaKKe MOMELICHUN 3/1aHMsl, 3aHs-
TOTO ciy>kK0amMH OOIECTBEHHOTO MHUTAHUS, MUIIEBBIMU CKJIaJlaMU M OpraHu3alusIMU, XpaHAIIMMH ar-
PECCUBHBIE U M10KApOOIIACHbIE BELECTBA WM IPUMEHSIOINMU OMACHBIE U XMMHUYECKHUE TEXHOJIOTHH.

4.2.4. K nomenieHrussM OCHOBHOT'O HA3HAYECHUSI apXUBA OTHOCATCS:

XPpaHWIMILA AJI XpPAaHEHUSI JOKYMEHTOB;

MOMEIEHUs JUIsl TPHeMa, BPEMEHHOTO pa3MeIIeHUs, aKKJIUMaTH3aI[il JOKYMEHTOB U BCIIOMO-
raTeibHbIX PaboOT C HUMH,

MIOMEIICHUS ISl MCIOJb30BaHMs JOKYMEHTOB (UMTAlbHBIM 3aj, y4aCTOK BBIJAud, Y4aCTOK
Y4ETHO-MH(OPMAITMOHHBIX U TIOUCKOBBIX CUCTEM);

paboune KOMHaThI COTPYITHUKOB apXUBa.

JlonmyckaeTcsi MHOTO(YKIIMOHAIBHOCTh OTACIBHBIX IMOMEIIEHUH (3a710B) C BBIACICHUEM Iepe-
TrOpPOJKAMH OCHOBHBIX U BCIIOMOI'aTEJIbHBIX Y4aCTKOB.

18


http://www.proarhiv.ru/
mailto:info@proarhiv.ru

www.proarhiv.ru info@proarhiv.ru ProArhiv.ru APXUBHbBIE PABOTbI /19 BALLEA OPTAHU3ALUMKM  +7 495 973 90 60

4.2.5. Xpanunuuia J0KHBI pa3MelaThCsl B U30JIMPOBAHHBIX MOMEIICHUSX.

[TomemieHust XpaHUIUI JODKHBI OBITH O€30MACHBIMH B MOXApPHOM OTHOLICHHH, TapaHTUPOBa-
HBI OT 3aTOIUJICHHSI, UMETh 3allaCHOW BHIXOJ. B MOMEIIeHusX He JOMKHO OBITh Ta30BBIX U BOJIOHECY-
[IMX MarucTPalIbHBIX TPyOOIIPOBOIOB.

XpaHeHHE B MOMEIIEHUSX 0€3 OKOH JIOMYCKAeTCs MPU HAIMYUU B XPAHUIIUIIE €CTECTBEHHOM
WM UCKYCCTBEHHOW BEHTWJISIIIMM, oOecrieunBaroeii 2 - 3-KpaTHBI BO3lyX000OMEH B yac.

4.2.6. DNEeKTPOIPOBOJIKA B XPAHWJIMIIAX JOJDKHA OBITH CKPBITOH, IITETICENbHbBIE PO3ETKH - Tep-
METHYHBIMH, TIEPEHOCHAs 3JIEKTpoannaparypa 10 KHa UMETh PE3MHOBYIO U30JISILHIO MIHYpoB. Ob1mue
Y TIOATAXKHBIE PYOUITBHUKHU PACIIONAralOT BHE MOMEIICHUIA XPaHWJTHILL.

4.2.7. Otnenky NOMENIEHUN XPaHWIHIL TPOBOAAT C UCMHOJb30BAHUEM HEArPECCUBHBIX, HEIbI-
JSIIMXCS MAaTEPUANIOB, @ B CHCTEMaxX M CPENICTBAX MOXKAPOTYIICHUS MPUMEHSIOT HEUTpallbHbIC, 0e30-
nacHble JJis JOKYMEHTOB BEILIECTBA.

4.2.8. B xparnummiax 3amnpeniaercss NIpUMEHEHNE OTHS, HarpeBaTeIbHBIX MPUOOPOB, pa3Melle-
HUE MTOCTOPOHHUX 00BEKTOB. PEMOHTHO-MOHTaXKHbBIE Pa0OTHI MIPOBOASTCS C COOIIOCHHEM Mep 3alllu-
ThI, OXPaHbl U COXPAHHOCTH JIOKYMEHTOB.

4.3. PeskuMbl XpaHeHUs JOKYMEHTOB

JIOKYMEHTBI IOJKHBI XPaHUTHCS B YCIOBHSIX, OOSCIIEUNBAIONIUX UX 3alIUTY OT MOBPEXKICHUM,
BpPEIHBIX BO3IEHCTBUI OKPYKAKOLIEH CPEIbl M UCKIIOYAOIINX yTPaTy TOKYMEHTOB.

4.3.1. CBeToBOI pekuM

4.3.1.1. TlocrosiHHOE XpaHEHUE TOKYMEHTOB JOJDKHO OCYIIECTBIATHCS B TEMHOTE. Bce BUIBI
paboT ¢ AOKyMEHTaMH JOJKHBI MPOBOJUTHCS MPU OTPAHUYCHHBIX WM TEXHOJIOTHMYECKH HE0OXOIu-
MBIX YPOBHSIX OCBEILICHUS.

4.3.1.2. OcBelieHne B XpaHUIUIIIAX MOXKET ObITh €CTECTBEHHBIM U UCKYCCTBEHHBIM.

4.3.1.3. EcTecTBEeHHOE OCBEIIICEHHE B XPAHWIHINAX JOMYCKAETCS PACCESHHBIM CBETOM, MPU yC-
JIOBUM TMPUMEHEHUS Ha OKHAaX CBETOPACCEUBATENCH, PEryasTOPOB CBETOBOTO IMOTOKA, 3aIlUTHBIX
(GUIBTPOB, MITOP, KATIO3U, OKPACKH CTEKOJ. JIJIs 3alTUThl JOKYMEHTOB MPUMEHSIOT XpaHEHHE B TIepe-
IIeTax, rnamkax, Kopookax, mkadax, Ha CTeJUIaXKaxX 3aKpbITOTO TUIA, B 00EpTOUHOI Oymare u T.11.

4.3.1.4. Jlnis UCKyCCTBEHHOTO OCBEIICHHS MPUMEHSIOT JIaMITbl HAKaJIMBAaHUS B 3aKPBITHIX ILJIa-
doHax ¢ riagKoil moBepXHOCTHIO. JlomyckaeTcsi MpUMEHEHNE JTIOMUHECIICHTHBIX JIaMI C ype3aHHBIM
yibTpaduoneToBsiM yyacTkoM criektpa tumna JIb, JIXb, JITH.

4.3.1.5. YpoBeHb OCBEIICHHOCTH B JUANa30HE BUJIUMOIO CIIEKTpa HE JOJIKEH IPEBBIIIATH: HA
BEPTHKAIBHON IMOBEPXHOCTH CTeJUTaka Ha BeicoTe 1 M oT mona - 20 - 50 nk (Jrrokc), Ha pabounx cTo-
nax - 100 nx (s1rokc).

4.3.2. TemnepaTypHO-BIaXXKHOCTHBIM PEKUM

4.3.2.1. B noMmenieHNsIX XpaHWIHUIL, 000PYyA0BaHHBIX CHCTEMaMU KOHIUIIMOHUPOBAHUS BO3Y-
Xa, JIOJDKEH TOJJICPKUBATHCS ONTHUMAIBHBIN TEeMIEPAaTypPHO-BIAXKHOCTHBIM PEXUM, YUUTHIBAIOIINAN
cnenuuKy BUAOB TOKYMEHTOB: JIUIsl OyMa)kKHBIX JTOKYMEHTOB - TeMrieparypa 17 - 19 rpaa. C, oTHoCcH-
TebHas BIAKHOCTh Bo3ayxa 50 - 55%; aHs MIeHOYHBIX MaTepHalioB - yepHO-0enbix (15 rpaa. C u 40
- 55%) u uBetHbIX (2 - 5 rpan. C u 40-55%); A5 TOKyMEHTOB HA MArHUTHBIX JICHTAX U AMCKOBBIX HO-
cutensx - 15 - 20 rpax. C u 50 - 65%.

4.3.2.2. Pe3kue xonebGaHus TemIiepaTypbl U BIKHOCTH B XPaHUJIMINAX HE JOMycKaroTcs. B
MOMEMICHUSIX C HEPETYIUPYEMbIM KIMMATOM JOJKHBI OCYIIECTBIISITHCS MEPONPHUATHS 110 ONMTHMH3a-
MU KJIMMAaTUYECKUX YCIOBUNM HAa OCHOBE PAllMOHAIBHOTO OTOIUICHHS M MPOBETPUBAHUS MTOMEIICHUH,
WCIIOJIB30BAHUS CPEACTB OCYIICHUS WM YBIAXHEHUs Bo3ayxa. [Ipu mmmTensHOM CTaOMIIBHOM TOBBI-
[IEHUH OTHOCHUTEIHHOU BIIaXHOCTH Bo3ayxa 110 80 - 90% mpennpuHUMAaroTCs 00s3aTeIbHbIE MEPHI IO
HOpMaJTM3aIuU KIIMMAaTUYECKUX YCJIOBUM (MHTEHCHBHOE MPOBETPUBAHME, OCYIICHUE XPAHUIIHII, YCT-
paHeHue MPUYHH MOBBIIIEHUS BIAXKHOCTH).

4.3.2.3. TeMmrepaTypHO-BIaXHOCTHBI PEXUM B XPAHWIMIIAX KOHTPOJIMPYETCS MYTEM pEry-
JSIPHOTO U3MEPEHHUSI TapaMEeTPOB BO3/1yXa: B KOHAUIIMOHUPYEMBIX MMOMEUIEHUAX - OJIMH pa3 B HEJEIIO,
B MIOMEIIEHUSAX C HEPETyJIUPYEMbIM KIMMATOM - JIBa pa3a B HEJAENIO, MPU HApYIICHUAX pexuma Xpa-
HEHUS - €KETHEBHO.

4.3.2.4. KoHTpOJbHO-U3MEPHUTEIbHBIC MPUOOPHI (TEPMOMETPHI, TICUXPOMETPHI, TUTPOMETPHI)
pa3MeIlaloT B IJIaBHOM IPOXOJI€ HA CTEIUIAXe, BAAINA OT OTOMUTENIbHBIX U BEHTHJISLIMOHHBIX CHUCTEM.
[Tokazanus mpuOOPOB GUKCUPYIOTCS B PETUCTPAIIMOHHOM KypHaJIe.
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4.3.3. CaHUTapHO-TUTHEHUYECKUN PEKUM

4.3.3.1. ITomemeHus: apxuBa JOJDKHBI COJAEPKATHCS B YUCTOTE, B YCIOBHUSX, UCKITIOYAOIIUX
BO3MO>KHOCTb TOSIBJIEHUS TIJIECEHU, HACEKOMBIX, TPBI3YHOB, MBUIH.

4.3.3.2. B noMemeHnsIX XpaHWIUIL J0HKHA ObITh 0OecTieueHa CBOOOIHASI IUPKYJIISAINS BO3TY-
Xa, UCKITI0YAroIIass 00pa30BaHUe HEMPOBETPUBACMBIX 30H, OMIACHBIX B CAHUTAPHO-OMOJIOTUIECKOM OT-
HOILICHUHU.

4.3.3.3. OTkphIBarolIyecs B TEIJIOE BpeMs I'0/la OKHA, a TAKKE BEHTUJISIIUOHHBIE OTBEPCTHS B
CTeHaxX, MOTOJIKAaX, MOJIaX XPAHWIUI] U Hapy>KHbIE OTBEPCTHS BEHTHJIALIMOHHBIX CHUCTEM CIEAYyeT 3a-
HIMIIATh CETKaMH ¢ TUaMEeTPOM stueek He 6onee 0,5 mwm.

4.3.3.4. B nomemeHusaX XpaHWIUI 3arpeniacTcsl NpeObIBAaHUE B BEPXHEU OJEXKIE, MOKPOH U
IpsI3HOM 00YBU, XpaHEHHUE U UCTIOIH30BAHUE MMUIIEBBIX POIYKTOB, KypEeHUE.

4.3.3.5. B momemeHusIX XpaHWIUI] HEOOXOIWMO IMPOBOAWTH CHCTEMATHYECKYIO BIIAKHYIO
yoopky. He pexxe ogHOTO pasa B roJ1 MpOBOAUTCS 0OECTIbUIMBAHUE CTEIUIaXKeH, mKadoB, CPeACTB Xpa-
HEHUS; TOJIbl, TUIMHTYCHI, TTOJJOKOHHUKH, LIOKOJIbHbIE YacTH CTeJUIaXkeil oO0pabaThiBalOTCS BOIHBIMU
pacTBOpaMH aHTHCENTUKOB (2%-HbIii (hopmanuH, 5%-Hbli katamud Ab u 1.11.).

4.3.3.6. [IBa pa3a B roj (B Hayalle ¥ MO OKOHYAHUHU OTOMUTEIHHOIO CE€30HA) JOKYMEHTHI (BbI-
OOpOYHO) M MOMEIICHUS XPaHWJIHII TI0JIBEPTAI0T 00CICIOBAHUIO Ui CBOCBPEMEHHOTO OOHAPYKEHUS
HACEKOMBIX U IJIECHEBBIX TPHOOB.

[Tpu oOHapyXKeHHH OHOJIOTHYECKUX BPEAUTEIICH MPUHUMAIOT CPOYHBIC MEPHI 10 JIe3UH(DEKINH
U JIC3UHCEKIUH MIOMEIICHUN CUIIaMU apX1Ba, CAaHAHUIEMCTaHIINH UM KaPaHTUHHOM CITyKOBI.

4.3.3.7. Ilpu npoBeaeHUN yOOPOK WM CAaHUTApHBIX 00pabOTOK BOAA M AaHTHUCENITUYECKHUE pac-
TBOPBI HE TOJKHBI TIOMAaTh HA JOKYMEHTHI.

4.3.4. OxpaHHBII peKUM

4.3.4.1. OxpaHHBIi pexuUM obOecriedrBaeTCsi BHIOOPOM MecTa pa3MeIleHUsl apXuBa B 3[aHUH,
TEXHUYECKUMH CPEACTBAMU 3aTUTHI, OPraHU3AIMEH CUCTEMBbl OXpaHbl, CUTHAJIU3AIUHU, COOITIOICHUEM
Mep IPOMYCKHOTO peXuma, MOpsaKa JOCTyNa B XpaHWIMILE, ONedaThiBaHHEeM HoMerleHuit. Hapyx-
HBIC JIBEPU apXMBA U XPAHWIHIL JOHKHBI UMETh METAITMYECKYIO OOJIMIIOBKY M MPOYHbIE 3amopsl. Ha
JIOCTYIIHBIE U3BHE OKHA YCTAHABIMBAIOT 3aMHPAEMbIC, PACIIAIIHBIE HAPYKY METAJUIMUYECKUE PEUIETKH.
[Tomerenust apxuBa 00OpPYAYIOT OXpAaHHON CHUTHaJNIM3aIMel, B Hepabouee BpeMs MOMEIICHHS TIJI0OM-
OupyroTcs (ormeyaTsiBalOTCs). XpaHWINIIA B paboyee BpeMs JOIKHBI ObITh 3aKPBITHI Ha Kitou. [IpaBo
JIOCTYTIa B XpPAHWIUIIE UMEIOT 3aBEAYIOMIUNA U COTPYIHUKH JAHHOTO XPaHUJIUIIA, a B OTACIBHBIX CITy-
qasx - Ipyrue JMia B UX CONMPOBOXKIACHUH. BRIHOC TOKYMEHTOB U3 apX1Ba OCYLIECTBISETCS TOIBKO MO
CIEIUATLHBIM MIPOITYCKaM B YCTAaHOBJIECHHOM MOPSIIKE.

4.3.4.2. OXpaHHBII peXHUM pacHpOCTPAHAETCS TAKXKE HAa NOMELIEHHUS, B KOTOPBIX BPEMEHHO
XPaHATCS apXUBHBIE JTOKYMEHTHI U MaTe€pUaIbHbIC IICHHOCTH apXuBa (YUTAIBHBIN, BHICTABOYHBIN 3a-
JIB1, TaOOpATOPHUH H T.I1.).

4.4. Pa3menieHue J0KYMEHTOB B XPAHWJINIIIE

4.4.1. IokyMEeHTHI B XpaHWIUIIAX Pa3MEIIAIOTCS B TTOPSIIKE, 0OSCTICUMBAIONIEM UX KOMILICKC-
HOE XPaHEHHE B COOTBETCTBUU C YUETHBIMH JOKYMEHTaMH U ONepaTUBHBIN mouck. [lopsaok pacnosno-
JKEHUS TOKYMEHTOB B apXHMBE OMPECIIETCS TUTAHOM (CXEMOM) UX pa3MeIIeHHsI.

4.4.2. CpencrBa XpaHeHUs

4.4.2.1. Xpanunuiia oOOpYAYIOTCS CTallMOHAPHBIMH WJIM TEPEIBMIKHBIMU METALTUYCCKUMHU
CTellJIa)kKaMH, B Ka4eCTBE BCIIOMOTATENbHBIX CPEACTB XPAHCHHsS MPUMEHSIOT METAJUTHUECKHUEe MIKa(HbI,
cerdpl, mKadbI-CTEIIAXH U T.II.

4.4.2.2. Crennaxxu U OTKPBIThIE CPEACTBA XPAHEHHUS YCTAHABIMBAIOT MEPHEHIUKYISIPHO CTe-
HaM C OKOHHBIMHU TTPOEMaMH, a B TMOMEIIEHUSIX 0€3 OKOH - C Y4eTOM OCOOEHHOCTEH TMOMEIICHUA U
obopynoBanus. He momyckaercss pasMelieHHe CPEICTB XpaHEHHUs BIUIOTHYIO K HapyXHBIM CTE€HAM
3IaHUS K K UICTOYHUKAM TeTlIa.

PaccranoBka cpesicTB XpaHEHUsI OCYILIECTBISIETCA B COOTBETCTBUU C HOPMaMHU:

paccTosiHuEe MEXIY pPsAAaMu CTeJaxel (rinaBublil mpoxoxn) - 120 cwm;

paccrostHue (TIPOX0J]) MEXIY CTEIUIaXaMH - 75 CM;

paccTOSHUE MEXKy HApy>KHOM CTEHOM 3/1aHUS U CTeJUIaKaMu, MapajiIeIbHBIMU CTEHE, - 75 CM;

paccTosiHue MEXy CTEHOUM M TOPIIOM cTeliaxa uiy mkada (0o6xon) - 45 cMm;
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paccTosiHue MEX/Iy MOJIOM U HIKHEH TONKO# cTemnaxka (mkada) - He MeHee 15 cM, B IOKOJIb-
HBIX dTaxax - He MeHee 30 cMm.

OO6opynoBaHue C BBIABIKHBIMU YaCTSIMU (SIIIUKAMH, CEKLUSAMH, JBEPLAMH) YCTaHABINBACTCS
0 CHEeLHaIbHBIM HOPMaM € y4ETOM TUIIOPa3MEPOB CPE/ICTB XPAHEHUSI.

4.4.2.3. JlokyMEeHTBI pa3MeNIalOT Ha CTeJUIaXKax, B mIKadax ¢ UCIOIb30BAHUEM MEPBUYHBIX 3a-
IIUTHBIX CPEICTB XpaHEHUs (KOpOoOOK, NaroK, ClieUalbHbIX (QYTISPOB, MAKETOB U T.II.) B COOTBETCT-
BUU C BUJaMH, GOPMATOM U APYTUMH BHEIIHUMHU OCOOCHHOCTSMU JIOKYMEHTOB:

OyMaKHbIE TOKYMEHTBI IIOCTOSSHHOIO XPaHEHUs pa3MeIlaloT B KapTOHHBIX KOpoOKax, Marnkax,
a IOKyMEHTBI BPEMEHHOT'O XPaHEHUS - B CBSI3KAX;

MHUKPO(MUIBMBI CTPaxoBOoro (Gonaa u (GpoHAa NOIb30BAHUS JOJKHBI UIMETh CTAaHAAPTHHIE U 3a-
IIUTHBIE PAKOPJIbl, HAMATHIBATHCS B PYJIOH HA CEPACUYHUKHU (HOTOCIOEM HAPY)KY M XPAHUTHCS B METAJI-
nudeckux kopookax mo ['OCT 4097-78;

MUKPOGUIBMBI U (POTOTOKYMEHTHI Ha MJIOCKUX IJICHOYHBIX WM IPYTUX (POPMATHBIX HOCHUTE-
JSIX YIAKOBBIBAIOT B KOHBEPTHI U KACCETHI U XPaHAT B KOpoOKax, nankax, Apyroi ynakoske no 'OCT
7-65-92.

4.4.2.4. MecTto XpaHeHHsI 3JIEKTPOHHBIX JOKYMEHTOB OIPEesieT pPyKOBOAUTEIb OpraHU3alUH.
O/ MOTyT XpaHUTbCA B ApXMBE OPraHU3ALNU WM B CIELMATU3UPOBAHHOM NOJIpa3ie/ieHuH (BBIYUCIIH-
TEJIBLHOM IIEHTPE, MH(POPMAITMOHHOM OT/ENE U T.J.) <*>,

4.4.2.5. O6s13aTenbHBIMU YCIOBUSIMH apXUBHOTO XpaHeHus D] sBistoTcs:

HaJIMYME B apXHMBE MPOrpaMMHO-ANMAPATHBIX CPEJICTB I XPaHEHHs!, KOTMPOBAHHs U BOCIIPO-
u3BeneHus D/, ux nepesanucu B HOBbIEe (OpPMAThL, IEpeJauy HH(OPMALIUY IO KaHaJlaM CBSI3U U Jp.;

obecrieyeHre A0CTyna K MH(POPMALUU YCTAaHOBJIEHHBIX KaTeropuil mosib30BaTelneil, a Takxke
obecrieyeHne 3alMThl HHOOPMAIMKA OT HECAaHKIIMOHHUPOBAHHOTO JOCTYyNa (IIyTeM NMPUMEHEHHUS COOT-
BETCTBYIOIINUX TEXHUYECKUX CPE/ICTB U IIPABOBBIX HOPM);

o0ecriedeHne pexuMa XpaHeHus /], HCKIIIOYaromero yrpary, YHHITO)KEHNUE WM UCKaKeHHUE
uHpopmanuu.

Ob6ecnieuenue xpaHenus: /1 npegycMaTpUBaeT TAKXKe MOJJIEPKAHUE ONTHUMAJIbHBIX PEXXUMOB
XpaHeHus Hocurenen D/,

TexHuueckue mapameTpbl JaHHBIX PEXKUMOB OMNPEAEINAIOTCS COOTBETCTBYIOIIMMU TOCYIapCT-
BeHHbIMU cTaHgaptamu (I'OCT 28388-89. Cuctema o6paboTku nHopMaiuu. JJOKyMEeHTHl Ha Mar-
HUTHBIX HocuTensax. [lopsaok BemonHenus u oopamenus; [OCT 2.501-88. ECK/I. IlpaBuna yuera u
xpanenus; [OCT 19.601-78. ECII/. IIpaBuna ny0nauposanus, yuera u xpanenus; ['OCT 24.402-80.
Enunas cucrema cTaHIapTOB aBTOMaTU3UPOBAHHOM CUCTEMBI yripaBieHus. CucTeMa TEXHUYECKOH J0-
kymeHTtanuu Ha ACY. Yuer, xpanenue u oOpamenue; PJl 50-524-84. Metoauueckue ykazanus. I1o-
PSIOK XpaHEeHHUs JOKYMEHTOB HA MAITMHHBIX HOCUTEJISX).

ITo Mepe cTapeHHs HOCUTENS AOJKHA TPOU3BOANUTHCS nepe3anuch 31 Ha HOBbIE HOCUTEH.

4.4.2.6. He nomyckaetcsi pa3MellleHue JOKYMEHTOB Ha I0JTy, T0JIOKOHHUKAX, B HEpa300paHHbIX
KHIax.

4.4.2.7. Pa3MelieHne CEKPETHBIX JIOKYMEHTOB OCYLIECTBIIIETCS B COOTBETCTBUHM C TpeOoBa-
HUSIMH UHCTPYKIIMHU IO pabOTe ¢ CeKPETHBIMU MaTepraIaMu.

4.4.3. TenerpadupoBanue

4.4.3.1. Bce moMenieHus apxuBa, a TAKXKe CTEJJIaXKH, IIKa(bl, TIOJIKH HYMEPYIOTCS.

B xax1oM oTA€TbHOM MOMEIIEHUH CTeIJIaXKH, IKadbl, MOJKU HyMEPYIOTCS CBEpXY BHU3, Clle-
Ba HAIIPaBo.

4.4.3.2. B nensx 3akperieHuss MeCTa XpaHEHUs TOKYMEHTOB B XpaHUJIUIIAX COCTABISIOTCS MO-
CTeJUIaXHbIE U TIpU O60JIbIIOM 00beMe (OHA0B O(OHI0BBIE TONOrpadUIEeCKUe YKa3aTeIH.

4.4.3.3. KapTouku MOCTEUTAXKHOTO TOMOTpadUUECKOro yKa3aTels COCTaBISIOTCS Ha KaKIIbIi
CTEJUIaX U PacIoylaraloTcs Mo MOPsAKY HOMEPOB CTeIaXel B Ipeesax KakIoro OTAeIbHOTO oMe-
nieHus (mpusoxxenue 15).

4.4.3.4. Kaprouku mo(OHIOBOrO TONOrpaUuecKoro yKa3zaTellsl COCTAaBIAIOTCA Ha KaXKAbIH
dboHI U pacronaratoTcsi B mopsake HomepoB GoHI0B (npuiioxenue 16). Ilpu HeoOxonumocTu apxu-
BOM OpPT'aHM3ALUN MOXET IPOBOIUTHCS TOMOTpapUPOBAHUE XPAHALIMXCS B ApXUBE JOKYMEHTOB C yue-
TOM CTPYKTYPHBIX HOJpa3IeJIeHUI OpraHu3aluy.

<*> B coorBercTBuu ¢ "[IpuMepHBIM MONOKEHWEM 00 apxuBe (apXHBHOM CIIy0€) TOKyMEH-
TOB Ha MallIMHHBIX HOCUTEJISAX YUPEXKAECHUN, oprann3auuid, npegnpusaruid” (M., 1990).
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4.5. Ilopsinok BbIAAYM 1€/ U3 XPAHUITHII

4.5.1. Jlena BpIIatOTCS U3 XPAHWIINIILL

JUIS KCTIOJIb30BaHUS paOOTHUKAMH OpPTraHU3alllu;

JUTSL KCTIOJIB30BAHUS TPAXK/TaHAMU B YMTATHLHOM 3aJIe ISl HAyYHBIX ¥ MHBIX UCCIICIOBAHMIA,

BO BPEMEHHOE MOJIb30BaHUE JIsl IPYTUX OpraHu3alluii;

JUTSL IPOBEICHUST ApXUBHBIX Pa0OT ¢ JOKYMEHTaMHU;

JUIS TIPOBEJICHUS CTPAxXOBOI'0 KOMHUPOBAHUS U CIIEHUATbHON 00pabOTKU JOKYMEHTOB C LIEJIBIO
yIydIeHus: GU3NIECKOTO COCTOSTHUS JOKYMEHTOB.

4.5.2. Jlena BbIAAIOTCS BO BPEMEHHOE MOJIb30BaHUE M3 XPAHWIMII HA CPOK, HE TTPEBBIIIAOIIHIA:

1 MecsiI 1y UCTIOIB30BaHUS pAOOTHUKAMU OpTraHU3aIH;

1 Mecs1 AJ1 UCMOJIB30BaHUS JOKYMEHTOB B YUTAJILHOM 3aJI€;

3 Mecsilia BO BpeMEHHOE MOJIb30BaHMe JIJIsl APYTUX OpraHu3aIui;

6 Mecs1eB Ui SKCIIOHUPOBAHUS TOKYMEHTOB.

Opranam cyza v MpOKypaTypsl Jieja BBIIAIOTCS JI0 MIPSKPAISHUS JIeJIa WM BRIHECCHHSI CyIe0-
HOTO PEIICHHUS.

[Iponnienre yCTaHOBIIEHHBIX CPOKOB BBIJIAYM JJOKYMEHTOB BO BPEMEHHOE I0JIb30BAaHUE, B TOM
YHCIie OpraHaM CyJia ¥ MPOKYpaTyphl, a TAKXKe JJIsl SKCIIOHUPOBAHUS TOITYCKAETCSl B 0COOBIX CIy4asx ¢
paspelieHrs pyKOBOJIUTENSI OpraHU3alMKU 10 MUCHMEHHOMY IOJTBEPIKACHHUIO TOJIb30BATENSI O CO-
XPaHHOCTH JOKYMEHTOB.

4.5.3. Beiraya jien u3 Xpa"wimiia ohopMIISeTCs CISAYIONUMEI JTOKYMCHTAMHU:

3aka3aMu (TpeOOBaHMSIMM) Ha BblAAuy Ji€J B YUTAIBHBIM 321 U COTPYAHHMKAM OpraHU3AINH
(npunoxenue 17);

aKTaMu O BbIJaue JieJ BO BpEMEHHOE MOJb30BaHUE IPYTHMM OpraHHU3alUsM, B TOM YHCIE opra-
HaM CyJia ¥ TPOKYPATyPhl, KU JIUIsl SKCIIOHUPOBAHKS TOKYMEHTOB (TpriokeHue 18);

3aKa3aMu Ha MPOBEJICHUE padOT MO CTPAXOBOMY KOMUPOBAHUIO U PECTaBpallMK JOKYMEHTOB.

4.5.4. Beigaua JOKYMEHTOB W3 XPaHWJIWINA PETUCTPUPYETCS B KHHUTAX BbIIAYH JIOKYMEHTOB
(mpunoxxenue 19):

BBIJIa4H JIe] paOOTHUKAM OpTraHU3alliu;

BBIJIaY¥ JIe] B UNTAIbHBIN 347,

BBIJIa4H JI€]T BO BPEMEHHOE MOJIb30BAHKE JIPYTUM OPTraHU3aIUSIM.

4.5.5. UcnionHeHHbIe 3aKka3bl (TpeOOBaHUs) UCCIeIOBaTeNel XPaHATCA B JMYHBIX JIeJax hccie-
JIOBaTeJel, BCE MpOUYne - O MCTEUCHUS] CPOKOB MX XpaHEHHs. 3aKasbl (TpeOoBaHUA) 11eIeco00pa3Ho
XPaHUTH J0 IPOBEJCHUS MPOBEPKH HATUYUS U COCTOSHUS JETI.

4.5.6. Boinaua nen BO BpEMEHHOE IOJIb30BAHUE B JIPYrHe OpraHu3aluu opOpMIISIETCS] aKTOM,
KOTOPBI COCTABNISETCS B JIBYX SK3EMIUIIPAX, OJAUH HUX KOTOPBIX OCTAeTCs B apXUBE OpraHH3aINH,
JPYTOM BBIAACTCS MOIYYaTeN0. AKT MOAMUCHIBACTCS PYKOBOJIUTEIIEM OpPraHU3alluy, TIEpe/Iaolei ie-
Ja, ¥ PyKOBOAMTENEM OpTraHU3alUU-TIONyYaTelNs: MOMUCH CKPEIUISIIOTCS TepOOBBIMU MeYaTsIMH Opra-
Huzaruil. [locme Bo3BpaleHus el B IBYX DK3EMIUIIpaxX aKkTa JENIaeTCs COOTBETCTBYIOIIAsl OTMETKA:
OJIMH JK3EMIUISIP OCTA€TCS B OpraHU3aI[MU-TIONydaTene, APYroil XpaHutcs B jeie GoHa B apXUBE Op-
TaHU3aIlMH, BBIJIABABIIIEM JIeTIa.

4.5.7. HampaBieHue Ha CTpaxoBO€ KOIMPOBAHUE, PECTABPAIUIO, MEePETieT 0hOpMIISETCS 3aKa-
30M. 3aka3 oopMIISIETCS B apXMBE OpraHu3aIiuu mo (Gopme akTa o BbIJJa4e BO BPEMEHHOE T0JIb30Ba-
HUE IPYroi OpraHu3aluu.

4.5.8. llena BBIAAIOTCS M3 XPaHWIIUIIA VTSI UCTIOJIB30BaHMS U TIPOBEICHUS PabOT MO CTPaxoBO-
My KOIMPOBAHUIO, PECTABPAIUH, IEPEIUIETY TOJIBKO B 00pabOTaHHOM BHJIE.

[Tepen BeImaueit nenm U3 XpaHWIUIA TTPOBEPSETCS COOTBETCTBUE MU(pa M 3arooBKa Jeia Ha
007n0Ke mu(py U 3aroJ0BKY JieNia B OMKCH; Mepe]] BblJauell U MPH BO3BPAIICHUH JeNl B XPAHUIIHIIE
MIPOBEPSIFOTCSI HYMEPAIIHS JIICTOB U COCTOSIHUE JIOKYMEHTOB Ka)KJIOTO BBIJAHHOTO JIeTIa.

Kaxxnoe BbIIaBaeMoe U3 XpaHUIIUIIA JEN0 JOKHO UMETh JIUCT WCIOJIb30BaHUs (TPUIOKEHHE
20).

4.5.9. Ilpu BBIDAUe A€ W3 XpaHWIHMINA HA MECTO BBIIAHHOTO JIea IMOAKJIAIbIBACTCS KapTa-
3aMEeCTHUTEIb, B KOTOPOM yKa3bIBA€TCsl HOMEp Jielia, HoMep OmucH, HoMep GoHJIa, KOTla U KOMY Bbljla-
HO JIeJIO, JaTa ero BO3BpaTa M MOIIUCH COTPYTHUKA, BBIIABIIETO JENO0, C yKa3aHueM JOHKHOCTH. [Ipu
BO3BpAIlICHUH JeJla B XpaHWIUIIE KapTa-3aMeCTUTelNb u3biMaeTcs (mpuioxkenue 21).
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4.5.10. CocrosiHUE 1€, BO3BpAIIAEMbIX B apXUB MOCIJIE HCIIOJIB30BAHMS, TOJKHO OBITH IPOBE-
PEHO B MPUCYTCTBUH JIMIIA, BO3BPALIAIOIIETO TOKYMEHTHI.

[Tpu oOGHapyXeHUN HEJOCTauu JeNl UM OTJCIBHBIX JIUCTOB B HUX, a TAKXKE MOBPEKACHUN Jel
U JIOKYMEHTOB COTPYAHHMKAaMH apXHBa COCTAaBJSETCS aKT B JBYX 3K3eMIUISIpax, OJWH M3 KOTOPBIX
IPEJICTABIISIETCA UCCIIE0BATEN0 YUTAIBHOTO 3ajla WM PYKOBOJUTENIO OpraHU3allM, MCIOJIb30BaB-
HIei TOKYMEHTBI, /Ui IPUBJICYECHUS] BUHOBHBIX K OTBETCTBEHHOCTH, BTOPOU - OCTAETCs B apXHBE.

4.5.11. Ilpu nepemMelieHnyd JOKYMEHTOB 3a MpEeiaMH apXuBa JOHKHBI COOIOIATHCS MEPHI
MPEIOCTOPOKHOCTH, HAJICHKHO 00ECIeUNBAIOIINE UX COXPAHHOCTb.

[Tpu TpaHCIOPTHPOBKE JOKYMEHTOB COOJIONAIOTCS MEPHI 110 OXpaHe U 3alluTe UX OT BO3ACH-
CTBUSL BPEAHBIX (PAKTOPOB OKPYKAIOIIEH Cpelbl MMyTeM MPUMEHEHHUS CIIEHUATbHBIX BHJIOB YIIaKOBOK,
00eCTIeYnBaIOIIUX 3aIIUTY JTOKYMEHTOB OT OCAIKOB, CBETA, MEXaHUUECKUX MOBPEKICHHIA.

4.6. O0ecneuenne pU3NKO-XUMHYECKON COXPAHHOCTH JOKYMEHTOB

4.6.1. BoisBieHHbIE JOKYMEHTHI ITOCTOSIHHOTO XpaHEeHHs ¢ (U3MYECKUMHU AePEeKTaMU OCHOBBI
(yTpara yacTeil JOKyMEHTa, pa3pbIBbl U JIp.) WIK TEKCTa PErUCTPUPYIOTCS B JKypHAJE WU KapTOTEKe
yueTa (PU3MYECKOro COCTOSIHUS JOKYMEHTOB, TJie (DMKCUPYIOTCS BUABI CHEIUAIBbHON 00pabOTKH, KO-
TOPO# BIOCIIEACTBHH JIOJDKEH OBITh TOJIBEPTHYT IOKYMEHT (pecTaBpammusi, Ie3WH(EKIHsI, MHKpPO-
dbunbmMupoBanue, (GoropecTaBpaliys, KOMUPOBAHHWE U T.JI.), U HAMEYAIOTCS KOHKpPETHbIE MEpbI IO
YIY4IIEHUIO (PU3HYECKOTO COCTOSHUSI TOKYMEHTOB.

4.6.2. HezaBucUMO OT LIEHHOCTH JIOKYMEHTOB HEMEAJICHHOMW Iepenaye Ha 00paboTKy (1e3uH-
dexuus, Ae3NHCEKIMS) MOoAJIekKAT JeJ1a U JOKYMEHTBI, IOPaKEHHbIE TIECEHBI0 U HACEKOMBIMHU.

4.7. IlpoBepka HAJIMYUSA U COCTOSIHUS JOKYMEHTOB

4.7.1. IIpoBepka HalIU4Us M COCTOSIHUS IOKYyMEHTOB MPOBOJMUTCS B LEJIAX YCTAHOBICHUS (aK-
TUYECKOr0 HAJIMYMS €IUHULl XPAHEHUS U COOTBETCTBUS MX KOJIMYECTBY, YUCIALIEMYCS 10 YYETHBIM
JIOKYMEHTaM, BBISIBICHUS JOKYMEHTOB, OUIEKAIUX PECTaBpallui U MPpopHIaKTHIEeCKO 00padoTke.

B xozxe nposepku ocyiecTBIseTCs:

yCTaHOBJIEHHE (PaKTUUECKOT0 HATMYUS JOKYMEHTOB, HaXOSIIUXCSA HA XPaHEHUH B apXMBE;

BBISIBIICHHE U YCTPAHEHHE HEIOCTATKOB B YUETE JIOKYMEHTOB;

BBISIBJICHHE OTCYTCTBYIOIIMX JTOKYMEHTOB U OPTaHU3ALMsI UX PO3BICKA;

BBISIBJICHHE U YUET JIOKYMEHTOB, TPEOYIOIINX pecTaBpallii, KOHCEPBALUH, MPOPUIAKTUYECKON
U TEXHUUYECKOW 00pabOTKH.

4.7.2. IlpoBepka HaIU4Usg U COCTOSIHUSI TOKYMEHTOB IPOBOJUTCS HE peXKe 4eM OIUH pa3 B 5
JIET, a TAKXKE Mepe epeaadell uxX Ha roCy1apCTBEHHOE XpPAHECHHUE.

EnunoBpeMeHHBIE IPOBEPKH HATTUYMS U COCTOSHUS JOKYMEHTOB IIPOBOJATCS B apXUBE:

IIOCJIE NIEpEMELIEHUs e B IPYroe IOMEILECHHUE;

MocJie Ype3BbIYaHBIX MPOMCIIECTBUM, BBI3BABIIMX ME€pEMEIeHUE (IBAKyalllIo) JeJl UK J10C-
TYIl B XpaHUJIUILA TOCTOPOHHUX JIMLI;

IIPU CMEHE PYKOBOJUTEINS apXMBA WU JIMIA, OTBETCTBEHHOIO 34 apXUB;

IIPY pEOpraHU3alvy WU JUKBUIALUN OPTaHU3ALINN.

4.7.3. Ilpu npoBepKe HATUYUS U COCTOSIHUSI IOKYMEHTOB HEOOXOIMMO:

COXPAHATh MOPAJOK PACIOJIOKEHUS JOKYMEHTOB Ha CTEUIaXKaX U MEPBUYHBIX CPEACTBAX Xpa-
HEHUS;

MOJIKJIa/IbIBaTh HA CBOM MecTa OOHapy)KeHHbIE BO BpPeMs MPOBEPKH HEMPABUIBHO IMOJIOKEH-
HBIE JIeJ1a U JOKYMEHTBHI;

M3bIMaTh JI€J1a, HE BHECEHHBIE B OIIHCh;

M3bIMaTh U U30JIMPOBATh JeJa, 3apakeHHbIE TUIECEHbIO WIIN JIPYTUMH OMOJIOTHYEeCKUMU BPEIU-
TEJSIMH.

Brecenue B onuch HEYUTEHHBIX JI€ B X0J1€ IPOBEPKH 3anpemaercs. HeyureHnnsle aemna nome-
IIAI0TCS BCIIEA 3 YUTCHHBIMH JIeTIaMH JUIs OCIeTyoeii 00pabOoTKH U OTIMCaHMS.

4.7.4. Jlo Hauana paOOThI MO MPOBEPKE HATUYHUS U COCTOSTHUS JIe]T U3y4YalOTCsl JOKYMEHTHI Tpe-
JBIIYIIUX IIPOBEPOK, IPOBEPSIETCS IPABUIBHOCTh HyMEpaLUu ACI B KaKJIOM I'OJOBOM pa3lese CBOI-
HOW OMNMCH, COOTBETCTBUE HYMEPALUHU JIE]l UTOTOBBIM 3aIIMCSIM B OMUCAX M CBEIEHUAM B JHCTaX (OH-
JI0B.
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4.7.5. IlpoBepka HaaM4us U COCTOSHUA A€ MPOBOAUTCS IMYTEM CBEPKU ONMCATENbHBIX CTaTeH
OTIMCH C ONHMCAHHUEM JeNl Ha obOnokkax (mmdpa, HazBaHUsA (PoHI000pa30BaATENS U €TO CTPYKTYPHBIX
NOJIpa3/ieJICHUH, 1€JI0IPOU3BOICTBEHHBIX UHIEKCOB €, 1aT J1€J1, KOJUYECTBA JIMCTOB).

dusnueckoe COCTOSIHUE JeN1 ONpeAessieTcs MyTeM UX BU3yallbHOrO npocMmotrpa. Bee oOHapy-
YKCHHbIE HEJIOCTATKN (PUKCUPYIOTCS B aKTE MPOBEPKU (IIpUIIOKEHHE 22).

Jlenath Kakue-nu00 MOMEThI WIIM 3allUCH B XOJI€ MPOBEPKU B OMUCIX A€ U JPYTUX YYETHBIX
JIOKYMEHTaX 3alpeliaeTcs.

4.7.6. Jlena, BbIJAHHBIE COTPYAHUKAM OPTaHU3aLMHU, B YATAJIBbHBIN 3aJ1 1 BPEMEHHOE 10JIb30Ba-
HUE JAPYTUM OpraHU3aLUsaM, IPOBEPSIIOTCS 10 KHUTaM U aKTaM BbLAAuy A€l U CYUTAIOTCS] UMEIOIIUM -
Csl B HATMYMH.

4.7.7. JIuct mpOBepKH HAIUYHS M COCTOSIHHUA el B (DOHJE COCTABISETCA HEMOCPEICTBEHHO B
X0/ IPOBEPKHU; JIMCTHI IPOBEPKH HYMEPYIOTCS IO MOPSIIKY HOMEPOB B IIpeJiesiaX MPOBEPKU KaKI0ro
¢doHa 1 moAnmUCHIBalOTCS HcnonHuTeneM. [1o okoHUaHMH MPOBEPKU (OHIA JTUCTHI MPOBEPKU BKIFO-
yalTcd B Jes0 JaHHoro ¢onna. Ecim B pesynbrare MpOBEpPKH HEAOCTATKOB HE OOHAPYXKEHO, JIUCT
IPOBEPKH B A€J0 (POH/IA HE BKIFOUACTCS.

4.7.8. I1o OKOHYaHUU MPOBEPKU HAIMYUS U COCTOSHUS JOKYMEHTOB 10 KaXJI0M OIKMCH B KOHIIE
OIMCH T10CJIE 3aBEPUTEIBHON HAIKUCH JIeTaeTcs 3alKch "MPOBEPEHO", MPOCTABIIAETCS JaTa MPOBEPKHU;
3aIlUCh MOJMUCHIBACTCS TPOBOAMBLIMMYU IPOBEPKY paOOTHUKAMU C YKa3aHUEM UX JOJDKHOCTEH.

4.7.9. Eciiu npoBepkoi oOHapyX)eHa HeaocTada el U JIOKYMEHTOB, TO OpPraHU3YeTCs UX PO-
3BICK.

B o1Hx nensx pekoMeHnyercs:

U3YUYUTh BCE YYTEHHbIE JOKYMEHTHI 10 Bblaue A€l U3 XPaHWINIIA;

OpPraHU30BaTh PO3BICK HE OOHAPYKEHHBIX MPU NPOBEPKE JEN B COOTBETCTBYIOIIUX CTPYKTYp-
HBIX I0/Ipa3/IelCHUsAX, B JIEATEIILHOCTH KOTOPBIX 00pa3oBaiCh HEOOHApYXKEHHbIE Jelna, MpeaBapu-
TEJIbHO U3YUUB UX CIaTOYHBIE OMNCH;

IIPOBEPUTH JIeJ1a HAXOAIIUXCS PSAAOM (POHIOB;

M3YYUTH 110 (POH[A - aKThI O BBIJICJIIEHUH /I K YHUUTOXKEHHIO, aKThI BBIAAYH JI€]T BO BPEMEH-
HOE TI0JIb30BAaHUE, PAHEE COCTABIICHHBIC aKThI TPOBEPKU HATMYHUS M COCTOSIHUA MpoBepsieMoro (oHa.

Po3bick pekoMmeHayeTcss MPOBOAUTH B TEUEHHUE T0jia IMOCIE 3aBEpIICHMs MPOBEPKH HATUUMS
JElI.

4.7.10. HalinenHsle B UTOre po3bICKa Jiejia MOAKIAbIBAIOTCS HA MECTa, a B COOTBETCTBYIOIIEH
KapTOYKe yuyeTa HeoOHapyKEHHBIX JeJ JAeJaeTcsi OTMETKa ¢ yKa3aHHeM JaThl U MOJNHCH JOJKHOCT-
HOTO JIULA.

Jlena, mpuuMHA OTCYTCTBUSI KOTOPBIX NMOATBEPXKAECHA COOTBETCTBYIOUIMMH JOKYMEHTaMH, HC-
KIIIOYAIOTCS B YCTAHOBJIEHHOM MOPSAKE M3 ONHUCEH M JPYrMX YYeTHBIX JOKyMEHTOB. B coorBercT-
BYIOIIIMX KapTOYKaxX YKa3bIBAIOTCA AAThl U HOMEpPA aKTOB, B KOTOPBIX IOIATBEPKIACTCS OTCYTCTBUE
JieNa, U COCTaBIISAIOTCA CIPABKU O MPOBEAEHUM po3bicka. [locie paccMOTpeHus pe3yabTaToB pO3bICKa
Ha DK u yTBepXk/eHUs ee pelleHUs PYKOBOJIUTENEM OpPraHM3alud HEeOOHapy>KE€HHbIE JTIOKYMEHTHI
CHUMAIOTCS C yYeTa.

4.7.11. IlpoBepka HalnMuus U COCTOSHMS JTOKYMEHTOB CUMTAETCS 3aBEPILIEHHON MOCJE BHECE-
HUSl U3MEHEHMH, BBISBIEHHBIX MPOBEPKOM, B yUETHBIE IOKYMEHTHI ITPoBepsieMoro (hoHaa U MpeacTaB-
JIEHUS] COOTBETCTBYIOLIMX CBEIACHHUM O JIEeNaxX MOCTOSIHHOIO XPaHEHUsS! B TOCYAAPCTBEHHBIN apXUB JUIs
BHECEHMSI N3MEHEHU B KOHTPOJBbHBIE HK3EMIUIPHI onucen Aei, yreepxaeHHbIXx JIIK apxuBHOrO yu-
PEXIEHUS.

4.8. Oco00 HeHHbIE M YHUKAJIbHBIEC JOKYMEHTBI apXHUBA

4.8.1. ApxuB OpraHu3anyy, MO COTJACOBAHUIO C TOCYJAPCTBEHHBIM apXHBOM, MCTOYHHKOM
KOMIIJIEKTOBAHHUSI KOTOPOTO OH SIBJISIETCS,, IPOBOJIUT BBISBJICHUE U YUET 0CO00 LEHHBIX U YHUKAIbHBIX
JIOKYMEHTOB.

Ha BbIsIBIEeHHBIE 0CO0O LIEHHBIE U YHUKAJIbHbIE JOKYMEHTBI KaXJI0ro (hoHAa, XpaHSIIErocs B
apxuBe, COCTABISETCA ONUCh 0CO0O0 LIEHHBIX AOKYMEHTOB, KoTopas paccmarpuBaercs DK opranusa-
IIMH, COTJIACOBBIBAETCS C TOCYJApPCTBEHHBIM ApXMBOM U YTBEPXKAAETCS PYKOBOAMTEIEM OPraHU3aLUU
(mpunoxxerue 23).

4.8.2. OTHeceHue AOKYMEHTOB K YHUKaJIbHBIM M BKJIKOYEHHE MX B ['OCyaapCTBEHHBIN peecTp
YHUKQJIBHBIX JTOKYMEHTOB ApxuBHOro ¢oHaa Poccuiickoit denepannu oCyIiecTBISIETCS B COOTBETCT-
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BUU ¢ PermaMeHTOM rocyJapCTBEHHOTO y4eTa YHUKAIbHBIX JTOKyMEeHTOB ApxuBHoro ¢onaa Poccuii-
ckoit dexpeparumu.

4.9. CrpaxoBoii GoHa 1 (POHI MOJIB30BAHUS

4.9.1. Ha 0co060 1eHHbIC U YHUKAIbHbIE JOKYMEHTHI OPTaHU3alH IyTeM MUKPO(UIBMHUPOBaA-
HUS CO3/IAF0TCSI CTPaXOBBIC KOMUU (HEraTUBBI IEPBOTO MOKOJCHUS HAa PYJIOHHOW TUICHKE MM MUKPO-
¢umax).

COBOKYITHOCTh CTPaxXOBBIX KOIHU JOKYMEHTOB, XPAHSIIUXCS B aPXUBE, COCTABIISICT CTPAXOBOM
¢ong. CtpaxoBoil (OHJ cO3/MaeTCS B LEIIX COXPAHEHUS LIEHHON JOKYMEHTHOW MH(OpMAaIUN Ha CIIy-
Yaii yTpaThl WK MOBPEXKICHUS MTOJTMHHBIX JIOKYMEHTOB.

4.9.2. OgHOBPEMEHHO C CO3/IaHHueM CTpaxoBoro (oHaa cozmaercs (HoHA MOTB30BaHUS (TIO3U-
TUBHBIC MUKPO(DHIBEMBI 1 MUKPODHUIIIN).

@®oH/1 TOTB30BaHUS MOXKET CO3/1aBaThCS TAK)KE IIEJIEBBIM MOPSIKOM 0 HauboJee MCIOoJb3ye-
MBIM JJOKYMEHTAJIbHBIM KOMILIEKCAM ITyTeM KCEPOKOIMPOBAHUS WM CO3/IaHUs KOIHA JIOKYMEHTOB Ha
AIIEKTPOHHBIX HOCUTEIISAX, 00ECTICYMBAIOIINX UCHTUIHOCTD KOTIMH U TTOJTMHHAKA JJOKYMEHTA.

4.9.3. CtpaxoBoit oua u (HOHI MONH30BAHMS CO3/1AI0TCA B MOpsAIKe, ycTaHOBIeHHOM Dene-
panbHOM apXUBHOM ci1y»)00i1 Poccum.

5. OPTAHU3ALIUA JOKYMEHTOB B APXUBE

5.1. lokyMeHTaJIbHbINA M aPXUBHbIH (DOH OPraHU3aALUKN

5.1.1. Bes COBOKYMHOCTh JOKYMEHTOB, 00Pa3yIOIIUXCS B IEATEILHOCTH OpraHU3aIiH, COCTaB-
JISIET €€ JOKYMEHTAJbHbIN (OHI.

5.1.2. JlokyMeHThI, 00pa3ylomuecs: B 1eATeIbHOCTH OpPTaHU3alliM, 0 CPOKaM XpaHEHMs MOJI-
pa3aensroTCs Ha:

JOKYMEHTBI BpEMEHHOT'0 CpoKa XpaHeHus (710 10 JeT BKIIOUUTENBHO);

JIOKYMEHTBI JOJITOBPEMEHHOTO cpoka xpaHeHus (cseie 10 ner);

JOKYMEHTBI TOCTOSIHHOTO (BEYHOT'0) XpaHEHHUSI.

JIOKYMEHTBI IOCTOSIHHOT'O XpaHEHHUs], T.€. TOKYMEHThI, UMEIOIINE UCTOPUYECKOE, HAYYHOE, CO-
[IUaJIbHOE, SKOHOMHUYECKOEe, KYJIbTYpPHOE 3HAY€HHE, COCTABJISIOT apXUBHBIA (OHI OpraHu3alUM, SB-
JISFOIIUICS COCTaBHOM YacThio ApxuBHOTO (hoHAa Poccuiickoit denepanuu.

Cpoku XpaHEHMsI JIOKYMEHTOB YCTaHABIMBAIOTCA HA OCHOBAHUU JKCIIEPTU3bI MX LIEHHOCTH; I10-
PAIOK 3KCIEPTU3bI LICHHOCTH JOKYMEHTOB OIpe/iesieH B pa3jene 2 Hactosmux [Ipasui.

5.1.3. Pa3HOBUAHOCTSIMU apXUBHOTO (DOHMA SABISIOTCS:

apXUBHBIM (OH]I OpraHU3aluy, COCTOSIIIUNA U3 JOKYMEHTOB, 0Opa30BaBIINXCS B Ipoliecce ee
JESTEIILHOCTH;

00BEeTMHEHHBIN apXWBHBIA (DOHJ, COCTOSIINI M3 JOKYMEHTOB, 0Opa30BaBIIMXCS B Tpoliecce
JeSITeIbHOCTH IBYX MM OoJiee opraHusaiuii-ponnoodpazoBaresneid, IMEBIIMX MEX1y COOONH HCTOpH-
YECKU M / U JIOTUYECKU OOYCIIOBIIEHHBIE CBSA3H: OJJHOPOJIHOCTh U IMPEEMCTBEHHOCTh JEATEIbHOCTH,
NOYUHEHHOCTb, €IMHCTBO O0BEKTA U BPEMEHH JeSITEIbHOCTH, MECTOHAXOX/IEHUE U JIP.;

apXUBHBIM (DOHJ JUYHOTO MPOUCXOKICHUS, COCTOSAIINM M3 JOKYMEHTOB, 00pa30BaBLIMXCS B
IIPOLIECCE KU3HU U JIEATENBHOCTH OTAEIBHOIO JIMIA, CEMbH, POJIa U NMPUHSTHIX HA XpaHEHHUE B apXUB
OpraHH3aIiHy.

5.1.4. ApXuBHOH KOJIEKLIUEN HA3bIBAETCSI COBOKYITHOCTh OTAEIBHBIX JOKYMEHTOB Pa3IMYHOIO
MPOUCXOXKICHUS, O0bETMHEHHBIX 110 OJHOMY WJIM HECKOJIbKMM IMpHU3HaKaM (TeMaTH4eCKOMY, BUJOBO-
My, 00bEKTHOMY, aBTOPCKOMY, XPOHOJIOTMYECKOMY U JIp.).

5.2. Onpenenenne GoHAOBOWH NPHHAMIEKHOCTH APXHUBHBIX JOKYMEHTOB H
o0pa3oBaHMe apXMBHOIO (poHIA

5.2.1. Onpenenenue HOHAOBOM MPUHAICKHOCTH JTOKYMEHTOB OpTraHW3AIMU 3aKJIF0YACTCsl B OTHECE-
HUH UX K (POHTY COOTBETCTBYIOIIEH OpraHU3aIHH.
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5.2.2. Ilpu onpenenenun GOHIOBOI NMPUHAICHKHOCTH JOKYMEHTOB OpraHU3allMK YUY THIBACTCS
CIIEeIyIOIIIEee:

BXOJISIIIME JIOKYMEHTBl OTHOCATCS K (DOHAY TOW OpraHu3alli, KOTOPOH OHU TOJYYEHBI; UX
(oHI0Bas MPUHAJIEKHOCTh ONPEAEIAeTCs 110 TAKUM dJIeMeHTaM (opMyJIsipa, Kak aapecaT, perucTpa-
LIMOHHBIN IITaMII, PE30JIIOLIMM U OTMETKH O HAIPABJICHUH JOKYMEHTOB HA HCIIOJIHEHHUE, 110 COACpIKa-
HUIO JJOKYMEHTOB;

KOIIMH MCXOSIIUX TOKYMEHTOB (OTITYCKH) OTHOCATCS K ()OHAY TOW OpraHM3alluu, KOTOpas siB-
JsIeTCs UX aBTOPOM; UX (DOHI0Basi MPUHAUIEKHOCTh OINPENEIAETCs MO MOIIUCIM, IeJIONPOU3BOICT-
BEHHBIM [IOMETaM, COJIEPKAHUIO JOKYMEHTOB;

JOKYMEHTbI BHYTPEHHEr0 00palleHus: OTHOCATCA K (OHIY TOW OpraHu3aluu, KOTOpoil OHU co-
CTaBIIEHBI, UX (HOHI0BAS MPUHAIICKHOCTH OMPEACISACTCS 110 Ha3BAHUIO OpPraHU3alMU, MOAIUCIM, CO-
JEPKAHUIO.

5.2.3. JIOKyMEHTHI OpTaHHW3aIlMi U €€ MEPBUYHBIX OOIIECTBEHHBIX OopraHu3anuil (mpodcoros-
HBIX, CIIOPTUBHBIX U JIp.), CYLLIECTBOBABILIMX A0 NPUHATHS 3aKOHOAaTenbcTBa Poccuiickoit @enepanun
00 00IIEeCTBEeHHBIX 00BEIUHEHUSAX, COCTABIISAIOT €AUHBIA apXUBHBIN (POHI.

ApXUBHBIE TOKyMEHTBI OOILECTBEHHBIX OpraHu3anuil (MpoQCor3HbIX U Jp.), CYLUIECTBYIOIINX
IPU YUPEKICHUSAX C MOMEHTa PETUCTPALIUU ATUX OOIIECTBEHHBIX OPraHU3alUi B COOTBETCTBHUHU C 3a-
KoHoJatenbcTBOM Poccuiickoit @enepannn 06 oOLIeCTBEHHBIX 00BEANHEHMSIX, IPEICTABISAIOT COO0M
camocCTosITeNIbHbIE apxuBHbIE (oHAbI. [Ipu mepenade Ha MOCTOSHHOE XpaHEHUE B apXUB OHU MOTYT
HOPUCOETUHATBCA K (DOHIAM COOTBETCTBYIOIIMX YUpexaeHuil, o0pa3yss oObeAMHEHHbIE apXUBHbIC
boHAbL.

5.2.4. [lena, KOTOpBIE BEJINUCH NOCIEA0BATENBHO B JIBYX OpraHM3alysaX, BKIIOYAIOTCSA B COCTaB
apxXUBHOTO (JOH/IA TOW OPraHM3alMH, B KOTOPO OHU OBUIM 3aKOHYEHBI MPOU3BOACTBOM. B ciyuae nu-
KBHUJAIMK OpraHMU3alliy C Iepeaayeil ee pyHKIUI BHOBb CO3JJaHHOM OpraHu3aluy 3aKOHYEHHBIE ITPO-
M3BOJICTBOM JIeJla BKIIIOYAIOTCA B ()OH JMKBUAWPOBAHHON OpraHHM3alnd, a HE3aKOHYCHHBIC Jefa Ie-
pelaroTcs [l OKOHYaHUS NPOU3BOACTBOM OPraHU3ALMU-TIPEEMHUKY U BKJIIOYAKOTCS B (HOH mocien-
HEH.

5.2.5. OauH u TOT e QOH COCTABNIAET TOKYMEHTHI:

OpraHM3aliy J0 U MOCJie ee peopraHu3anuu (peodpa3oBaHus), €CIM OHa HE MOBJEKJa 3a Co-
0011 KOPEHHOTO U3MEHEHHUS €€ JIeATEIIbHOCTH;

OpraHu3alyM 10 U NOCJIE U3MEHEHHS TEPPUTOPUAIBHBIX TPAHULL €€ IeATEIbHOCTH, ITOJYNHEH-
HOCTH, CTPYKTYpBI, IIITATOB, [IEYaTH U T.I1.;

MPEANPUITHI, OpraHu3aluii 1 00bEeTUHEHUN, TOMEHSBIINX TOCYJaPCTBEHHYIO (OpMy COOCT-
BEHHOCTH Ha HErOCYAapCTBEHHYIO, HO B YCTaBHOM KalluTalle KOTOPhIX UMeeTCsl peobiaaromias 1051
TOCYJapCTBEHHON COOCTBEHHOCTH;

BPEMEHHO IIPEKPATUBIIEH CBOIO IEATEIbHOCTh OPraHU3allMM, a 3aT€M BOCCTAHOBIIEHHOMU C Te-
MU k€ QYHKIUAMU;

NPEANpUATHIA, OpraHu3auil 1 0ObeAMHEHUH CMEIIaHHBIX (OPM COOCTBEHHOCTH, B YCTaBHOM
KaIuTaie KOTOPhIX UMEETCsl MpeodIIaiatonias 101 rocy/1apCTBEHHOM COOCTBEHHOCTH.

5.2.6. JIokyMEHTBI OpraHOB 3aKOHOAATEIBHOM M MCIIOJHUTEIBHON TOCYAApCTBEHHOM BIIACTH,
npokyparypsl u cynoB Poccuiickoit ®enepanuu, cyorektoB Poccuiickoit denepannu, opraHoB MecT-
HOT'O CaMOYIIPaBIIEHHs COCTABIISIIOT CAMOCTOSATENbHbIE ApXUBHBIE (POHIBI.

JIOKYMEHTBI POCCUHCKUX MHHHMCTEPCTB M BEIOMCTB, CO3JaHHBIX Ha 0a3e JMKBUAMPOBAHHBIX
muHHCcTepcTB U BegoMcTB CCCP, cocTaBisfioT HOBbIE apXUBHBIE (DOHIBI.

Hoxymentsl Munuctepcts PCOCP u Poccuiickoit @eaepanuu COCTaBIsAIOT, KaK MPaBUIIO, pas3-
Hble apXuBHbIE (poHBI. PasrpannunTtenbHas 1aTa MeXAy HUMH yCTAHABJIMBAETCS HA OCHOBE COOTBET-
CTBYIOIIIMX 3aKOHOJIATEJIbHBIX aKTOB O KOHKPETHOM MUHUCTEPCTBE (BEIOMCTBE).

JIOKyMEHTBI OpraHOB TOCYAAapCTBEHHOW BiacTu cyObekToB Poccuiickoit deneparuu, aeuct-
BYIOIIIMX HAa OCHOBE KOHCTHUTYIIMH, YCTaBOB CYObeKTOB Poccuiickoit deneparinu, COCTaBISIOT HOBBIE
apxuBHBIE (POHMBI; pa3rpaHUYUTENbHBIC 1aThl MEXK/Yy HUMU YCTAHABIMBAIOTCS HA OCHOBE COOTBETCT-
BYIOILIETO 3aKOHOAATENbCTBA M HOPMATHBHBIX aKTOB. IIpy 3TOM JOKYMEHTBHI HpPEIIIECTBYIOLUIUX UM
COBETOB HAPOJHBIX JIEMYTAaTOB PEeCIyOIHNK, KPaeBbIX, 00JIACTHBIX, aBBTOHOMHBIX 00pa30BaHUH, a TaKkKe
pPallOHHBIX ¥ FOPOJCKHX COBETOB HAPOJIHBIX ACIYTaTOB JO MOMEHTA MX JIMKBUIALMHA COCTABIAIOT Ca-
MOCTOSATENbHbIE apXUBHBIC (POHIBI.
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Pacmmpenune uinm cy>xeHue MpaB OpraHu3alnu, KOTOPOE BICUET 3a COOO0H KOPEHHOE U3MEHEHHE
ee KOMMETeHITMY U (YHKIMA U CO3/1aHie HOBOW OpraHU3aIlMH, BJIEYET 32 COOOM CO3/IaHue HOBOTO ap-
XUBHOTO (poHTA.

5.2.7. Kaxnomy apxuBHOMY (POHIy, TIOCTYIMBIIEMY B apXWB OpPraHU3aIMH, MMPHUCBAMBACTCS
Ha3zBaHue ¥ HoMep (cM. 1. 6.4.2.2). HazBanue GoHIIa COOTBETCTBYET OPHUIIMAIILHOMY Ha3BaHUIO Opra-
HU3aMu-POH1000pa3oBaTelIs.

5.2.8. O0beaHEeHHBIN apXUBHBIH (HOHIT

5.2.8.1. O6benuHeHHBIE apXUBHBIC (DOHIBI MOT'YT OBITh CPOPMUPOBAHBI 3 JOKYMEHTOB:

- OJHOPOAHBIX IO IEJIEBOMY Ha3HAUYEHUIO W (PYHKIUSAM OJHOMMEHHBIX OpraHM3alui, AEUCT-
BYIOIIMX Ha ONPENEICHHON TEPPUTOPHH;

- PYKOBOJSILErO Opraia 1 NOJAYMHEHHBIX €My OpraHU3alMi, IeHCTBYIOIIMX Ha ONPECIICHHON
TEPPUTOPUH;

- OpraHu3alui, CBsI3aHHBIX MEXy CO00M 0OBEKTOM JAEATENBHOCTH;

- TIOCJIEZIOBATENIbHO CMEHSBLIMX IPYr Apyra opraHu3auui, eciu (yHKIMH peIlIeCTBEHHUKOB
MOJIHOCTBIO MJIM YaCTUYHO MEepPEaBalICh UX IPEEMHHUKAM.

5.2.8.2. He nomyckaetcs co3ganue 00beJMHEHHBIX apXUBHBIX (POHJIOB U3 JOKYMEHTOB OPraHOB
IPEJICTAaBUTEIILHOM, HCHOJIHUTENbHOM M CyAeOHON TIOCylapCTBEHHOW BIJIACTH, IPETYyCMOTPEHHBIX
Kouncrurynueit Poccuiickoit ®enepanuu, Konctutyusamu pecnyOnuk, yctaBamu cyobekToB Poccuii-
ckoit denepannu, a TaKXKe U3 JTOKYMEHTOB 3TUX OpPraHOB U JOKYMEHTOB U30MpaTEIbHbIX KOMUCCUH 110
BbIOOpaM OpPraHoOB MPEACTABUTEILHONW U MCIIOJHUTEIBHOM BIACTH, €CIIU 3T0 HE IPEAYCMOTPEHO 3aKO0-
HOJlaTeNbCTBOM cyObekToB Poccuiickoit denepanuu.

5.2.8.3. O6pa3oBaHue OOBEAMHEHHBIX APXHMBHBIX (POHIIOB BKIIOYAET B ceOs mepernppoBKy
nenn (M3MeHeHHue HOMEpOB (POHIIOB, OMMCEN), COCTABIEHHE COOTBETCTBYIOLIUX YUETHBIX JOKYMEHTOB,
pasMelleHre TOKYMEHTOB 00beIMHEHHOT 0 (DOH1a B OTHOM MECTE XPaHWJIMILA, a IIPU HE0OXO0AUMOCTH
Y HOBYIO CUCTEMAaTHU3ALUIO /1€ U IEPECOCTaBICHUE OITUCEH.

5.2.8.4. Ha3Banue 0OBbEIMHEHHOIO ApXHWBHOrO (POHJA COCTOMT U3 OOOOILEHHOIO Ha3BaHMS
BKITIOYCHHBIX B HErO (DOHIOB WM Ha3BaHUs PYKOBOIAIICH OpPraHU3allMM M OO0OOIIEHHOTO HA3BaHUS
MMOJYMHEHHBIX €1 OpraHu3alui.

5.2.9. ApxuBHbIif pOHA TUUHOTO IPOUCXOXKICHUS

5.2.9.1. JlokyMeHTbI, IepeaHHbIe BiajenblieM (COOCTBEHHMKOM) Ha XpaHEHUE B apXUB Opra-
HU3ALMU, COCTABISAIOT apXMBHBIA (DOHJ JIMYHOTO MPOUCXOKIEHUS U MepeOHIUPOBAHUIO HE TOJIe-
Kar.

5.2.9.2. Ha3zBaHue apXuBHOrO (pOHAa JUUYHOTO MPOUCXOKIEHHUS COCTOUT U3 (paMIIIUU, UMEHH,
OTYecTBa JIMIA, YKa3aHUs poJia JAesATeabHOCTH (mpodeccun), caykeOHOro MOJN0KEHUs, YUEHbIX 3Ba-
HUM.

5.2.10. ApxuBHas KOJUIEKIUSA

5.2.10.1. ApxuBHBIE KOJUIEKIIMU OCTYNAIOT B @pXUB B BUJIE YXKE CIOKHUBIIUXCS JOKYMEHTAIb-
HBIX KOMIUIEKCOB MJIM K€ 00pa3yloTcsi B apXHBE U3 OTAEIbHBIX Pa3pO3HEHHBIX JOKYMEHTOB C LIEJbIO
CO3/1aHUs OJIarONPUSATHBIX YCIOBUM I UX Y4€Ta U UCIOIb30BaHUS.

5.2.10.2. B Ha3BaHWU apXHMBHOW KOJUIEKIIMU OOS3aTENIBHO YKa3bIBaeTCs MPU3HAK (TPU3HAKH)
00BbeAMHEHUS IOKYMEHTOB, a P HEOOXOIUMMOCTH U €€ COCTaBUTENb (FOPUINYECKOe WK (PU3nUecKoe
JIMILIO, YUPEXKACHUE, B TOM YHCIIe apXUB OPraHU3aINN).

5.3. XpoHosioruyeckue rpaHMIbI apXUBHOTO poHaa <*>

5.3.1. XpOHOJOTMYECKUMH I'PAaHUIIAMU apXUBHOTO (POH/IA SBISIOTCA:

apXUBHOTO (POHIa OpraHU3alUy - opUIMATIbHBIE AaThl €e 00pa30BaHUs (PErUCTpallu) U JIUK-
BUJIALINY;

00BEIMHEHHOTO apXMBHOIrO (hoHAA - JIaThl oOpa3oBaHMs (perucTpanuu) Hauboliee paHHEH U
JUKBUAALMY HauboJsee Mo3aHel Mo BPEMEHU JeSATeTbHOCTH OpraHU3aluid, JOKYMEHThl KOTOPBIX BO-
IIUTH B COCTaB 00bETMHEHHOTO apXUBHOTO (POHTA;

apXMBHOTO (OHJA JIMYHOTO MPOUCXOXKACHHUS (CEeMEHHOro, poJIOBOr0) - JaThl POXKACHUS U
CMEPTH (PU3MUECKOTO JIMLIA, YWIEHOB CEMbH MJIH POJA.

5.3.2. XpOHOJIIOTMYECKUMHU T'PaHUIIAMH apXUBHOW KOJIJIEKLMU SBJIIOTCS JAaThl CAMOIO PAHHETO
Y CaMoro MO3/HEr0 T0KyMEHTAa.
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<*> XpOHOJIOTUYECKHE TPAHUIIBI APXUBHOTO (POHIA MOTYT HE COBMAJATh C KPAHHUMU JaTaMH
JOKYMEHTOB ()OHJIa, €CITH 10 KaKUM-JTHOO0 MPUYMHAM OTCYTCTBYIOT JOKYMEHTHI Ha4aJbHOTO WIIH 3a-
BEPINAIOIIETO 3TANOB JACATEILHOCTA OPTaHMU3AIMK WM €CIH B cocTaBe (hOHAa HaXxoasaTcs Ooyee paH-
HUE IOKYMEHTHI (HampuMmep, ImepelaHHble Ul 3aBepIICHUs] TIPOU3BOJCTBOM Jiejia MPEIIIeCTBCHHHUKA,
MPEJICTABICHHBIE B KA4eCTBE JIOKA3aTeIbCTB JOKYMEHTBI B COCTaBE CYIACOHO-CIIECICTBEHHBIX IEN W
ap.). B ¢poHgax aMYHOTO MPOUCXOXKICHHUS KpaHHE NaThl JOKYMEHTOB (DOHIIAa MOTYT OTIMYATHCS OT
XPOHOJIOTUYECKUX IpaHuIl (PoHA 3a CUeT JOKYMEHTOB, COOpaHHBIX (POHI000pa3oBaTeeM, CBI3aHHBIX
C OTKJIMKaMH Ha €r0 CMEPTh, TPOBEJACHUEM MTaMSITHO-FOOUICHHBIX MEPOIIPHUSITAN H .

5.4. Opranuszanus JOKYMEHTOB B Npeaeiax apxXuBHOro (pouaa

5.4.1. OcHOBHBIEC IOHATHUS U TPEOOBAHUS

B mpenenax apxuBHOro ¢oHIa y4eTHO-KIACCU(PUKALMOHHOW €AMHUIIECH SIBISETCS €IUHUIA
XpaHeHHUs JOKYMEHTOB (cM. M. 6.2.1). Enqunauibl XpaHeHus JOKHBI OBITh OMHMCAaHBl, CHCTEMATHU3HPO-
BaHbl, BHECEHBI B OMHUCH U O0(OPMIICHBI B MOPSJIKE, 00ECIIEUNBAIOIIEM UX YYET, IOUCK U UCIOJIb30Ba-
HUE.

Enunaunbr xpaneHus (zena) apXuBHOTO (hOHAA CUCTEMaTU3UPYIOTCA B Ipeaenax (GoHaa coriac-
HO cxeMme cuctemaru3anui. CucreMaTn3anus JOKYMEHTOB (DOHIa TPOBOIUTCS B AETOMPOU3BOJICTBE U
B apXMBE OPraHMU3aIMH P MOJATOTOBKE TOKYMEHTOB K Ilepe/iaye B rOCYAapCTBEHHBIE apXUBBHI.

5.4.2. Cxema cucreMaTH3alMH JOKYMEHTOB B (hOH e

Cxema cucTeMaTu3allud €ANHUII XpaHeHus (aen) GoHaa sSBIseTcs OCHOBAHHEM [Isl BHYTPEH-
HEW OpraHu3aIi apXUBHOTO (DOH/IA U 3aKPEIUISAETCS ONMUCKHIO (OMUCAMHU) Aei (poHa.

5.4.3. I'pynnupoBKka aed U AOKYMEHTOB B COOTBETCTBHM C PA3IUYHBIMH BapUaHTAMH CXEMBbI
CHCTEMaTH3alluy apXUBHOTO (poHIa

5.4.3.1. Pactipenienenue nen BHYTpH (OH/A MO ACTECHUSIM CXEMbI CUCTEMATHU3AIMH POBOIUTCS
C YYETOM CJIEYIOIIUX IPU3HAKOB!

CTPYKTYpPHOTO (B COOTBETCTBHH C MPUHAIJICKHOCTHIO €AMHULL XPAaHEHHS K CTPYKTYPHBIM IOI-
pa3zieneHusm);

XPOHOJIOTUYECKOT0 (IO MepUoiaM WU JlaTaM, K KOTOPbIM OTHOCSTCS JOKYMEHTHI);

(YHKIIMOHAJIBHOTO, OTPACJIEBOr0, TEMATUYECKOT0, NMPEAMETHO-BOMPOCHOIO (C y4eToM (yHK-
LIMH, OTpaciaeil U HaIpaBICHUI IEATEIBHOCTH OpraHU3alii, TEM U BOIIPOCOB, KOTOPBIX KacaeTcs Co-
Jiep’KaHue IOKYMEHTOB);

HOMHUHAJIBHOTO (TI0 AETIONPOU3BOICTBEHHOM (opMe - BUJJaM U Pa3HOBUIHOCTSM JIOKYMEHTOB);

KOPPECHOHIEHTCKOTO (110 OpraHu3alysM U JIMIAM, B pe3yjbTaTe MEepPEenuckKl ¢ KOTOPhIMH 00-
pa30BaJIMCh JOKYMEHTHI);

reorpauyeckoro (B COOTBETCTBUU C ONpPEAEICHHBIMU TEPPUTOPHUSIMH, HACEIEHHBIMU ITyHKTa-
MU U IpYTUMH reorpaguuecKuMi HauMEHOBaHMSMH, C KOTOPBIMHU CBSI3aHO COJIEpyKaHHE IOKYMEHTOB,
UX aBTOPbI, KOPPECTIOHACHTHI);

aBTOPCKOro (M0 Ha3BaHMUSM OpraHM3alUi WM (GaMUIUSAM JIUL, KOTOpBIE SBJISIOTCS aBTOpaMH
JIOKYMEHTOB).

Kak npaBuiio, eJMHMIIBI XpaHEHUs TPYNIHPYIOTCA MTOCIEI0BAaTENFHO 110 MPU3HAKaM, IPUMEHe-
HUE KOTOPBIX OKa)keTcsi Haubosee 1enecooOpa3HbIM JUIsl BCEX WM OTAENbHBIX I'PYNI JIOKYMEHTOB
donna.

5.4.3.2. CoueTraHue CTPYKTYPHOT'O U XPOHOJIOTUYECKOTO MPU3HAKOB JAET JIBA BAPUAHTA CXEMBI
CUCTEMATHU3ALMH: XPOHOJIOTUYECKU-CTPYKTYPHBIA U CTPYKTYPHO-XPOHOJIOTUYECKHUH.

XPOHOJIOTMYECKU-CTPYKTYpHAsi CXeMa CUCTEeMaTH3alui MPUMEHSETCS TI0 OTHOLIEHHUIO K (DOH-
JlaM JIeHCTBYIOIIMX OpraHu3aliii (yuyuThIBas JAajbHellIee MonojJHeHne (OHI0B) U JIMKBHIUPOBAHHBIX
OpraHu3alMil ¢ 4acTO MEHsSBIIENCs cTpykTypoi. [1o 3Tol cxeme aena rpynmupyroTcs MNPekIe BCETO
[0 BpEMEHH UX CO3/aHus (rofaM, Mepuoaam), a B Mpejenax KakaoH XpOHOIOTHYECKON TPYMIIbI - 1O
CTPYKTYPHBIM IO/Ipa3/IeIeHUSIM OpraHU3aliu.

CTpyKTYypHO-XPOHOJIOTHUECKAsI CXeMa CHCTEMAaTHU3alUU MPUMEHSETCS 10 OTHOLICHHUIO K (POH-
JaM OpraHu3allii, UMEBIIUX CTAOWIBHYIO CTPYKTYpPY, U3MEHEHHUS KOTOPOW MPOUCXOIWIN PEAKO U
Obun HecnnoxkHBL. [Ipy cucTemMaTn3anuu Mo 3ToW cxeMe Jiefia TPYNIUPYIOTCS MPEXE BCEro M0 CTPYK-
TYPHBIM MOAPA3/IEICHUSIM OpraHU3alllH, a B IpeiesiaX KaXK10i CTPYKTYPHOM TPYMIIHI - 10 BPEMEHH UX
CO3/aHHUS.
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5.4.3.3. XpoHonornyecku-(hyHKIIMOHATbHAS WK (DYHKIIMOHAIBHO-XPOHOJIIOTHYECKAs CXEMBbI
cUCTeMaTH3allluy IPUMEHSIOTCS IO OTHOLIEHHUIO K ()OHJaM OpraHU3allii ¢ 4aCcTO MEHSBILEHCS CTPYK-
TYpOM.

IIpu cucremarusanuu Aei MO XPOHOJIOTMYECKU-(DYHKIMOHAIBHOW CXeMe HX TIpYHNIHpPOBKA
IPOMCXOIUT BHAYAIE MO0 XPOHOJOTHYECKOMY MPHU3HAKY, a 3aTeM 1Mo (PyHKIUSAM (BUAaM, HAlpaBJICHU-
M JIeSITeNIbHOCTH) opranu3auuu. [Ipu 3ToM moarpynmsl Aen pacroyiaratlorcs ¢ y4eToM 3HauuMOCTH
¢yHkunii opranuzanuu (PyKoBOJICTBO, (PMHAHCUPOBAHKE, YUET U OTYETHOCTh U T.JI.) WX 1O KJIACCH-
(buKaTopy camMoil opraHu3anuy.

[Tpu cucremaTuzanmu 1en Mo GyHKIHOHATIHHO-XPOHOJOTHYECKOW CXeMe Jiefia TPYIIUPYIOTCs
BHayasie 0 (PYHKIMSIM JESITeIbHOCTH OPraHu3aliy, a 3aTeM 110 XPOHOJIOTUYECKOMY IPU3HAKY.

5.4.3.4. XpoHOJIOTrN4YECKU-TEMAaTHUECKasT WIM TEMaTHYECKU-XPOHOJOTHYECKasi CXEMbl CHUCTeE-
MaTHU3allud NIPUMEHSIOTCS 110 OTHOLICHHIO K HEOOJbIIUM M0 00beMy (OHJAM, a TaKXkXe OTAEIbHBIM
ApPXUBHBIM KOJUIEKIUSM.

XPOHOJIOIMYECKU-HOMHHAIbHAS 1 HOMUHAJIBHO-XPOHOJIOTUYECKAsi CXEMbl IIPUMEHSIOTCS, Kak
IPaBUJIO, JUTS CUCTEMATH3AIMU e POHAO0B OECCTPYKTYPHBIX OPTaHU3AIIH.

5.4.3.5. Ilpu BpIOOpE MPU3HAKOB IPYIIIUPOBKU 1€ B Mpejenax HOArpyIl, Ha3BaHHBIX B III.
5.4.3.2 - 5.4.3.4, yauTsIBaeTCsl 3HaYEHUE TOT'O WJIM MHOTO TPU3HAKA I OTPAKEHUS AETOMPOU3BOICT-
BEHHON U CMBICIIOBOM CBS3M MEXAY JA€JaMM KaKJOro KOHKpPETHOro (oHAa M co3AaHus Hambosee
y10OHOM AJI UCIIOJIb30BAaHUs JOKYMEHTOB CUCTEMBI UX OpPraHU3alINU.

5.4.3.6. JlokymeHTbI, BouleaIINe B 0ObEAMHEHHBIN apXUBHBIN (OHJ, pacrosiaralorcs 1o 3Ha-
yruMocTH (poHI000pazoBaTeseii, M0 XPOHOIOTUU X CO3/IaHus, 10 andaBUTy Ha3BaHMi U T.1. B npexe-
Jax Kaxzaoro (oHja, BOLIEINIEr0 B OObEIUHEHHBIH apXUBHBIA (POHA, MPUMEHSIOTCS PAa3HbIE CXEMbI
CUCTEMATU3alMH, BBIOOpP KOTOPBIX ONPEAEIAETCS XapaKTepOM JeATEIbHOCTH KOHKPETHBIX OpraHu3a-
II1H, COCTaBOM U 00BEMOM HX JAOKYMEHTOB. {151 ()OHOB OJHOPOAHBIX OpraHU3aLMNA HCIOIB3YETCS
o01ias cxeMa CUCTEMaTU3aLUU.

5.4.3.7. CucremaTtu3anus JOKYMEHTOB KOJUICKIMH ompenensercs TeMaTUKOW U COCTaBOM J0-
KYMEHTOB. B mpezaenax KoJleKLIMK JTOKYMEHTOB OJHOTO BuJA (pPa3HOBUIHOCTH) BO3MOXHA IPYIIIH-
POBKa 110 aBTOPCKOMY MPU3HAKY C PACHOJIONKEHUEM IpyII B aji)aBUTHOM MOPsAKE Ha3BAaHUIM OpraHu-
3anuit unu pammimii aBTopoB. B mpenenax KOJUIEKIUU JTOKYMEHTOB, CO3/IaHHOW MO TEMaTUYECKOMY
NPU3HAKY, MOTYT OBITH 00pa30BaHbI IPYIIIBI [0 00JIee OOLIMM TeMaM MM BOIIPOCaM, PacioyioKeHHbIE
B MOPSAJKE X 3HAYMMOCTH MU XPOHOJIOTMU. BHYTpU TemMaTHuecKUX HOATrPYMI JOKYMEHTBI MOTYT
ObITh 0OBEAMHEHBI TI0 PA3TMYHBIM IPU3HAKaM, UCXO/IS U3 00beMa U COCTaBa JOKYMEHTAIUH.

5.4.3.8. Ilpu pacnpeneneHun A€l B COOTBETCTBHHU CO CXEMOW CHCTEMaTHU3aIlluid HEOOXOIUMO
UMETH B BUAY CIEAYIOLIEE:

JieJla OTHOCATCSL K TOMY rojly, B KOTOPOM OHHM HauyaThl UJIU B KOTOPOM MOCTYIMWJIH B JIAHHYIO
OpraHu3aluio (CTPyKTYpHOE MOApasfesieHne) U3 Jpyroil opraHuzanuu (CTPyKTYpHOIO MOApasfesne-
HUA);

IUTaHBl, OTYETHI, CMETHl U MaTe€pUaiIbl K HUM OTHOCSATCS K TOMY r'OJly, Ha KOTOPBIH MM 32 KOTO-
pBIif OHU COCTaBJIEHBI, HE3aBUCUMO OT JaThbl UX COCTABIJIEHUS; MHOTOJIETHHUE IJIaHBI OTHOCATCS K Ha-
YJaJIbHOMY TOy UX JIEHCTBUS, a OTUETHI 3a 3TU TOABI - K IIOCJIEIHEMY I'OJly OTYETHOT'O IIEPUOJIA;

JieNia, HavyaThle MPOU3BOJICTBOM B OJIHOM MOJpa3/iefeHUH U MepeJaHHble I MPOAOHKEHUS B
Jpyroe InojpasjeiaeHne, OTHOCATCS K TOMY MOpa3JesieHHI0, B KOTOPOM OHU OBUIM 3aKOHYEHBI (IIpU
3TOM Ha3BaHME MEPBOTO MOApa3eNeHus OepeTcss B CKOOKH U MUIIETCS Ha3BaHHUE MOCIIEIHETO);

B Npelesiax rojla Wi XPOHOJOTMYECKOrOo IEpUOJa Jeja pacloyararoTcs MO0 3HAYUMOCTH
CTPYKTYpHBIX 4yacTel ¢poHa.

5.4.4. Opranuszanus JOKyMEHTOB 110 JIUYHOMY COCTaBy

5.4.4.1. JIokyMeHTHI 11O JIMYHOMY COCTaBY BBIJIEJISIIOTCS B 0COOYIO TPYIIy, CHCTEMaTU3UPYIOT-
cs1 000CO0JIEHHO U BKJIFOYAIOTCS B OTJICIBbHYIO OIHCH.

PerucrpanuonHo-y4yetnoie OpMbI JOKYMEHTOB I10 JUYHOMY COCTaBY (KHUTH, KypHaJbl y4yeTa
IPUKA30B O IpUEME, EPEeBO/IC, YBOJIBHEHHUH, TMUHBIX KapTOUEK, JTUUHBIX JI€J, COTIalleHHH, KOHTpaK-
TOB U JIp.) BKJIFOYAIOTCS B ONUCH JJOKYMEHTOB I10 JINYHOMY COCTaBYy.

5.4.4.2. JInunble Aena, €CIM OHU NEpPeNaBaIiCh U3 OJHOW OpPraHU3alluu B JIPYI'yI0 B CBA3H C
NEPEBOJIOM COTPYIHUKOB, BKIIOYAIOTCS B IOKYMEHTAJIbHBIN (apXUBHBII) (pOHA MosyduBIIel UX opra-
HU3AIHH.

Ha nuuHble nena yBOJICHHBIX COTPYAHUKOB MOXKET COCTABIIATHCS OT/AEIbHAS ONHUCH.
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5.4.4.3. [lena no 1MYHOMY COCTaBYy, KaK IIPaBWJIO, CUCTEMAaTU3UPYIOTCS TI0 XPOHOJIOTHYECKOMY
npu3HaKy. B apxuBax KpymHBIX OpraHu3aluii ¢ OOJBIIMM KOJUYECTBOM PaOOTHUKOB MOKET MCIIOJNb-
30BaThCsl CTPYKTYPHO-XPOHOJOTHUECKUH MPUHLIUI CUCTEMATU3aIlUH JTMUYHBIX JIEII.

5.4.4.4. B npeaenax KaxJa0ro roja Jejia 1no JU4HOMY COCTaBY CUCTEMATU3UPYIOTCS MO CTENEHU
BaXHOCTH - TIPUKA3bI O 3a4YKMCICHUU Ha CIIYyKOy (B yueOHOE 3aBeJieHUE H T.I.), IEPEMEIICHUH, YBOIb-
HEHUM (OKOHYAaHUU Y4eOHOTo 3aBeJCHHS U T.J.), JUIEBbIE CUETa, CIHCKH, KypHAIbI y4eTa JOKYMEH-
TOB TI0 JIMYHOMY COCTaBY, IPYTH€ PETUCTPAIIMOHHO-YYETHBIE TOKYMEHTHI, INYHbIC JIeNIa, JINYHBIE Kap-
TOUKH.

JInuHble fena U IMYHBIE KAPTOYKU YBOJIEHHBIX COTPYJHHKOB OTHOCATCS K TOJly YBOJIBHEHUS U
CUCTEeMAaTHU3UPYIOTCS B MpeJeiax Kaxk10il rpynsl 1o andaBuTy GpaMuIii.

6. YYHET JTJOKYMEHTOB B APXHBE

6.1. O0mme TpeOGOBaHUA K y4eTy JOKYMEHTOB

6.1.1. YueTr JOKyMEHTOB B apXHB€ OpraHM3alliy - 3TO OIpeJesIeHNe UX KOJIMUYECTBAa M COCTaBa
B YCTQHOBJICHHBIX €IMHMIAX ydeTa M (uKcanus (perucTpanus) NPUHAIISKHOCTH KaXKIOH eIUHUIIBI
ydeTa K ONpeieJIeHHOMY KOMILJIEKCY M OOLIETro UX KOJIMYECTBA B YUETHBIX JIOKYMEHTAX.

[To y4eTHBIM JTOKyMEHTOM TOHHMAETCS JOKYMEHT yCTAaHOBJICHHOW (HOpMBI, (PUKCHPYIOLIHIA
HOCTYIUIEHUE, BHIOBITHE, KOJIMYECTBO, COCTAB U COCTOSIHUE apXUBHBIX IOKYMEHTOB B €IMHUIIAX YYeTa.

VY4er NOKyMEHTOB B apXHUBE OpPraHU3ALMM SIBISIETCS OJHUM U3 CPEJICTB OOECIIEUEHHs UX CO-
XPaHHOCTH U KOHTPOJIS 32 UX HATUYHEM.

6.1.2. Yyery noanexar Bce XpaHsILIUECS B apXUBE OPraHU3alMU JOKYMEHTBI, B TOM YHCJE He-
ONKCaHHbIE U HENPOQWIbHBIE JJI JAHHOTO apXHBa, a TAKXKE CTPaxOBble KOMHUU JOKYMEHTOB, KOIIUU
¢doHa noap30BaHus (pU HAJIMYUK) U ONUCHU A€ U JIOKYMEHTOB.

6.1.3. ApXuB OpraHu3aluy OCYHIECTBIISET Y4€T JTOKYMEHTOB ApxuBHoro ¢onmga Poccuiickoit
®denepalny, BpeMEHHO XPAHSIIUXCS B apXUBE OPraHU3alliy, B MOPsIIKE, ONpeesieHHOM PernmamenToM
roCyJapCTBEHHOTO y4yeTa JOKyMeHTOB ApxuBHoro ¢onna Poccuiickoit ®@enepaiuu, U MnpencTaBiseT
YUETHBIE CBEJICHUS B COOTBETCTBYIOIEE APXUBHOE YUPEKICHUE.

6.1.4. Yder npou3BOOUTCA IyTE€M NPUCBOEHUS ApXMBHBIM JOKYMEHTaM (€AMHHLAM Y4eTa,
€MHMIIAM XPaHEHUs) YUETHBIX HOMEPOB, SIBJIAIOIINXCS YaCThIO apXUBHOTO 1K (ppa.

ApxuBHbIi mUGp - 0003HaUEHUE, HAHOCUMOE Ha KaXyl0 €MHUIlY XpaHEHUS C LIeIbio obec-
MEYCHUS ee ydyeTa U UACHTHUPHUKAIUU. ApXUBHBIN MKU(pP COCTOUT U3 HOMEPOB: apXUBHOIO (OHJIA IO
CHHCKYy (OHJIOB apXuBa OpraHM3aluu M yepe3 ApoOb MO CHHMCKY (OHIOB IOCYAapCTBEHHOTO apXUBa,
MCTOYHUKOM KOMILIEKTOBAaHUSI KOTOPOTO SIBJIETCS OpraHU3alysl, apXUBHOW KOJUIEKIIUH, ONHCH, €U~
HUIIBI XpaHEHUS.

Homep apxuBHOTrO (oHIa NMpPUCBAWBAETCS TOCYIAPCTBEHHBIM apXUBOM I0OCIE OPOPMIICHHUS
NIEPBOTO MOCTYIUIEHNUS JOKYMEHTOB OPTaHNU3allMM HA TIOCTOSIHHOE XpPaHEHHUE.

6.2. ExuHuub! yyera

6.2.1. OCHOBHBIMH €AMHMUIIAMU y4yeTa JOKYMEHTOB HE3aBHCHUMO OT BUAA HOCUTENS, criocoda u
TEXHUKHU 3aKperyieHUs MHPOPMALIUHU SBIISIOTCS:

apXUBHBIN (POHI, apXUBHAs KOJUIEKIINS;

€IMHHIIA XpPaHEHUS.

JIOKYMEHTBI JTMYHOTO MPOMCXOXKJIEHUS, HE MPOLIeNNINEe HAYyYHOTO ONHCAHUs, YUYUTHIBAIOTCA,
KaK MPaBUJjIo, IO JOKYMEHTaM U JIUCTaM.

HeoOpaboTanHble JOKYMEHTHI (pPOCCHINb) YUUTHIBalOTCA U3 pacueta 150 nucroB B ogHON yc-
JIOBHOM €IMHHUIIE XPaHEHUS.

6.2.2. Enununa xpaHeHus - Qu3ndyecku 000coOJeHHbIE TOKYMEHT WM COBOKYIHOCTH JIOKY-
MEHTOB, UMEIOLIUE CAMOCTOATEIBHOE 3HAUCHHE.

EnvHuna xpaHeHus: JOKyMEHTOB Ha OyMaXKHOM OCHOBE (J1€/10) - COBOKYNHOCTh JIOKYMEHTOB,
OTJICTbHBIN JOKYMEHT, 3aKIFOYCHHBIE B 000COOIECHHYIO 00JIOKKY, TAMKY.

6.2.3. YueT T0KyMEHTOB B apXWBE OpPTraHU3aI[MU CTPOUTCS Ha OCHOBE COOJIIOICHUS IPHUHITUTIOB:
[EHTPaIN3aIiH, BEIPA)KEHHOW B MPUMEHEHUH €MHBIX €AMHUI] y4eTa; yHU(UKAUN, OCHOBAaHHON Ha
COOJIIOJIEHNH ITPEEMCTBEHHOCTH Y4eTa apXMBHBIX JTOKYMEHTOB Ha BCEX CTaausAX pabOThl C HUMU; M-
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HaAaMHYHOCTH, 00eCreunBaeMoii CBOCBPEMEHHBIM M ONEPATHBHBIM BHECEHHEM M3MEHEHUN B yUeTHBIE
JOKYMEHTBI MJIM COCTABICHUEM HOBBIX YUETHBIX JOKYMEHTOB; IIOJHOTHI M JOCTOBEPHOCTH yUeTa.

6.2.4. B apxuBe opraHu3aluy BeIETCSl LIEHTPAIU30BAHHBIM y4eT JOKYMEHTOB, OCYILECTBIIsE-
MBII CIIEUAILHO BBIJCIECHHBIM COTPYAHMKOM. [IpM HammuMm HECKOJIIBKMX XPaHMWIUIL BEAETCS ydeT
JIOKYMEHTOB B Ka)/10M XpaHWIHILIE.

6.2.5. Ilopsnok ocTyna K y4eTHbIM JOKYMEHTaM, a TakKe K y4eTHbIM 0a3zaM JaHHbBIX apXHBa
OpraHM3alKi OIpeeNsieTCs IPUKAa30M PYKOBOJICTBA OpraHu3anuu. Bece yueTHble TOKYMEHTHI apXuUBa
OpraHu3aly JOJDKHbBI XPAaHUThCA B XpaHWJIMILE (WIM CHELMAIbHO BBIICICHHOM IOMEIIEHUH) B Ceil-
(ax wIm MeTaTM4ecKux mKadgax.

6.3. CucreMa y4eTHbIX JOKYMEHTOB apXuBa

6.3.1. Cucrema y4eTHBIX JOKYMEHTOB apXMBa - KOMIUIEKC B3aMMOCBSA3aHHBIX YYETHBIX JOKY-
MEHTOB U 0a3 JaHHBIX, OTPAKAIOUINX KOJIWYECTBO M COCTAB JJOKYMEHTOB apXMBa OPTaHU3AIMH U UX
U3MEHEHHUs, COCTaBHasl YaCTh CUCTEMbI FOCYIapCTBEHHOIO yueTa JOKyMeHTOB ApxuBHoro ¢ponia Poc-
curickout denepanun.

6.3.2. Y4er JOKyMEHTOB B apXMBE OpraHHU3allld BEIETCs 10 OCHOBHBIM M BCIIOMOI'ATEIbHBIM
y4eTHBIM JoKyMeHTaM. CocTaB U (OpPMBI OCHOBHBIX YYETHBIX JJOKYMEHTOB OMpPEENICHb HACTOSIIUMHU
ITpaBunamMu M 00s3aTenabHBl IS KaKAOro apxuBa opraHuzanuu. Heo6XxonumMocTs BeleHUS U BUIbBI
BCIIOMOTaTEJIbHBIX YYETHBIX JIOKYMEHTOB ONPEAEIIAIOTCS apXUBOM OpraHU3allMM CaMOCTOSATENbHO.

6.3.3. OCHOBHBIMU YYETHBIMH JJOKYMEHTAMH B apXUBE OPraHU3aL1U ABJISIOTCS:

KHUTA y4eTa MOCTYIUICHUS U BBIOBITHS JOKYMEHTOB (TpuiiokeHue 24) (ans ydera B apXuBe
KaX/I0r0 MOCTYIUIEHUS U BBIOBITHS JOKYMEHTOB, a TaK)Ke KOJMUYECTBA M COCTaBa JOKYMEHTOB, MOCTY-
NUBLIMX HA XpaHEHUE U BBIOBIBIIUX 32 ONpPEAEICHHBIH XPOHOJOTUYECKHUM MEpUOJl BPEMEHH, COCTOSI-
HUS UX OIMCaHUs);

ciucok (hoHmoB (IprtoskeHue 25) (Ui perucTpauy NPUHATHIX Ha XpaHEHHE apXUBHBIX (OH-
JIOB U apXMBHBIX KOJIJIEKIIMH, IPUCBOCHUS UM HOMEPOB, yueTa KOJIMUYECTBA U COCTaBa apXUBHBIX (POH-
JIOB M apXUBHBIX KOJUIEKIIMH, HAXOASIINXCSI HA XpaHEHUH U BHIOBIBIINX);

- mucT oHna (mpuiioxkeHue 6) (U yuera B paMKax apXMBHOTO (hoHNA, apXUBHON KOJUIEKIIUH
KOJIMYECTBA U COCTaBa OMMCEW U UX HyMEpaluH, KOJUYECTBA U COCTaBa JIOKYMEHTOB, COCTOSIHHUS MX
OTMCAHMs, TUHAMUKH WU3MEHEHUH MO KaXKIA0M onmucH U GOHAY (KOJJIEKIIUH) B 11€J0M, (PUKCALUU U3Me-
HEHUI 10 Ka)Xa0H onucu U QoHy (KOJIJIEKIMHU) B 1IeJI0M, (pUKcallui N3MEHEHUH B Ha3BaHUU (HOHMA);

onuck aen (mpuwioxkenus 1, 2, 3) (Juist TOEAUHUYHOTO U CYMMapHOTO y4eTa eIMHUI] XpaHEeHus,
3aKperyIeHUs opsIKa CUCTEMAaTU3alMK €IUMHULl XpaHEHUs!, yuyeTa U3MEHEHUI B cOCTaBe U 00bEME J10-
KYMEHTOB, BKIIIOYEHHBIX B JAHHYIO OITUCH);

peecTp onucel - s PEruCTpaluy OMKUCEN e U JOKYMEHTOB, YUeTa X KOJIMYeCTBA U COCTaBa
(mpunoxenue 26);

MacHopT apXUBOXPAaHUJIHINIA (TIPOU3BOIBHON (OPMBI) - 11 CyMMapHOro ydera (GOHJIOB U J10-
KYMEHTOB Ka)KJJOTO apXMBOXPAaHUJIMILA apXUBA OPTaHU3alNH;

OMHCh 0CO00 LEHHBIX Jien (TpuioxkeHue 23) (111 MOeAUHUYHOTO U CYMMapHOTro ydera 0co0o
LEHHBIX JeJ U JJOKYMEHTOB (COCTaBIISIETCS B apXMBaX, OCYIIECTBISIONIMX BBISIBIEHUE 0CO00 IIEHHBIX
JIe ¥ TOKYMEHTOB);

KHUTA yyeTa MOCTYIJICHUS U BBIOBITHS CTPaxoBOro GpoHAa U GoHIa MOJIb30BaHUs (IPUIIOKEHUE
27) (nna ydeTa B apXHUBE KaXK0TO TOCTYIUICHUS U BEIOBITHS CTpaxoBOTo (oHIa U (HOHA TTOJIb30BaHUS
(BemeTcs B apXMBax OpraHU3alMid, OCYIIECTBISIONINX CTPAaX0BOE KOMMPOBAHHUE JOKYMEHTOB));

onuch CcTpaxoBoro ¢onna (mpuiokenue 28) (A8 MOSAMHUYHOTO ydeTa €IUMHUI] XpaHEHUS
CTPaxXOBBIX KOIMHUI 0CO00 IIEHHBIX JOKYMEHTOB (COCTaBJISIETCS B apXMBaX, OCYLIECTBISIOMIUX CTPaxo-
BOE KOMHMPOBaHHE 0CO00 LIEHHBIX JOKYMEHTOB));

neno (oHma - KOMIUIEKC TOKYMEHTOB MO UCTOpHH (poHmo0OpazoBaTens U (GpoHAa, BeAETCS Ha
KKl apXUBHBIM (OHA U apXUBHYIO KOJIIEKIHUIO;

JIMCT-3aBEPUTEIb Jiefia - JJIs y4eTa KOJIMYECTBa JUCTOB B Jieie (MpHiokeHue 9).

JIisl IEHTpaTu30BaHHOTO TOCYAApPCTBEHHOTO y4yeTa JOKYMEHTOB ApxuBHOrOo (oHma Poccuii-
ckoit denepanny B apXuBe OPraHU3aIMKM COCTABIISIFOTCS CIAEAYIOLIUE TOKYMEHTHI:

NacropT apXuBa OPraHU3ALUU, XPaHsAIIEH YIPaBICHUECKYIO JOKYMEHTalUIo Ha 1 nexaops ....
r. (mpusnoxenue 29);
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MacmopT OpPraHMU3AIlNH, XPaHAIIeH TOKYMEHTHI oTpaciieBoro ¢onaa Ha 1 mekadbps .... T. (mpu-
noxenwne 30).

6.3.4. BcioMoraTelbHbIMA YUYETHBIMU JOKYMEHTAMHU SIBJISIIOTCSA: KHUTH U KaPTOUKHU Y4eTa BbI-
OBITHUS J1eJ1, KHUTH ydeTa JIel 1o JIMYHOMY COCTaBy, macrnopta (GOH/I0B, BHYTPEHHUE OMUCH Jen (IIpH-
noxenue 10) u 1.1.

6.3.5. Yuer D]I ocylIecTBIsAETCS B COOTBETCTBUHU ¢ TPEOOBAHUSMHU M 10 yUETHBIM (popmaM Ha-
crosmux [IpaBu.

Cenenus o kaxaoil enuuuie yuera JJ1 BBoasTca B yuetnyto bJl O/ niu B yueTHyro kapTou-
Ky D/ (mpunoxxenue 31).

DO]1 yuuThIBalOTCS B COCTaBe apXUBHOTO (hoHAa opranuzanuu-poHao000pa3zoBaTess Mo OMUCsM,
eIMHUIIAM Yy4YeTa M eIuHHIaM XpaHeHus. MHpopmannonuslii oobeM DJ1 ykaspiBaeTcs B MeradaiTax
(M6aiir).

M3MeHeHrne KOIMYeCcTBa SIUHUI] XPAaHCHUS U / WM HHPOPMAITMOHHOTO 00beMa D]1 B pe3yiib-
TaTe Mepe3anucy Ha HOBbIE HOCUTENN WJIM KOHBEPTUPOBaHUS (GUKCUPYETCS B aKT€ O MUTPAIUH U TIe-
pesanucu DJ] (mpuokenue 32), B HOBOH MTOTOBOM 3allMCH OMUCH, JIUCTE (HOHAA, OOBSICHUTEIHHON
3aIKCKe K MacropTy apXuBa.

3a eguHuIly ydera D]l mpUHUMAETCS €IWHUIIA XPAHEHUS WA KOMIUICKT €IUHUIl XpaHEHUS C
3anuchlo (ailna Win HeCKOMbKUX (DaiiyioB, COCTABISIONINX €IWHBIM MPOrpaMMHO-UH()OPMAIIMOHHBIH
00BEKT (TEKCT, THIIEPTEKCT, MYJIbTUMEINIHBIA O0BEKT, 0a3a JaHHBIX, OAHK JAHHBIX, 0a3a 3HAHUN), a
TaK)Ke COMPOBOIUTENbHASL JOKYMEHTAITHS.

3a equHuIy xpanenus D/ nmpuHUMaeTcs GU3HYECKH 000COOJICHHBIA HOCUTEND (JUCKETA, JKe-
CTKUU AMCK, KOMITAKT-UCK U JIp.) C CONIPOBOAUTENBHON TOKYMEHTAIIUEH.

[Moctymienust 31 Ha apXUBHOE XpaHEHUE YYUTHIBAIOTCS B OOIIEH KHUTE MOCTYIUICHHUS U BbI-
ObITUSL TOKYMEHTOB (mpuiioxkeHue 24). KonmudecTBo JOKYMEHTOB KaXKIOTO MOCTYIJICHHS WM BHIOBI-
TS, a TAK)KE B ©KETOAHBIX W HAPACTAIOIIMM UTOTOM 3aITUCSIX YKa3bIBA€TCs POOBIO: B €1. ydera/en.
xp./M6. B xadecTBe BCIIOMOTATENIbHBIX YUYETHBIX JOKYMEHTOB MOTYT CO3/1aBaThbCi U MCIOJIB30BATHCS
KypHaJI yueTa MOCTyIUIeHUs U BbIObITUSA D/ (mpuioxkenue 33) u xKypHall ydeTa MUTpaLUid U repesa-
nuceit D] (mpunoxenue 34).

6.4. Ilopsinok BeleHUSI OCHOBHBIX YUYETHBIX JOKYMEHTOB

6.4.1. OcHOBaHUEM KaX/0M 3allMCU B OCHOBHBIX YUETHBIX JOKYMEHTaX SBJISETCS:

6.4.1.1. npu NOCTYIUIEHUH JOKYMEHTOB B apXUB OpPraHU3aLUu:

C/IaTOYHbIE ONMUCH CTPYKTYPHBIX MOJpa3AeeHUl Ha JOKYMEHThI TOCTOSHHOTO, JOJTOBPEMEH-
Horo (cBbie 10 jeT) XpaHeHus U 1o JMYHOMY COCTaBy (puioxenue 12);

CBOJIHasi HOMEHKJIaTypa JIeJl OpraHu3alluy WM HOMEHKJIAaTypa J1eJ CTPYKTYPHOTO Mojapasjiene-
HUS ¢ 0(pOPMIICHHOI UTOTOBOH 3alMChIO O KOJIMYECTBE 3aBEJCHHBIX U 3aKOHYEHHBIX /1€ (MPUII0KEHUS
7,8);

aKT MpUeMa-nepeaayn JOKyMEHTOB U3 APYrod OpraHu3aliu, OT IOPUIMYECKOro MM (pusnue-
CKOT0 JIMIIa, B TOM YHCJIE Ha IEN03UTapHOE XpaHeHue (cocTaBisiercs 1o popme npusoxeHus 35);

6.4.1.2. npu BBIOBITUN TOKYMEHTOB U3 apX1Ba OpraHU3aluu:

aKT MpueMa-Tiepesiaur JOKYMEHTOB Ha MOCTOSIHHOE XpaHEHUE B FOCYIapCTBEHHBIA apXUB WIN
apxuB JIpyroil opranuzanuu (mpuioxenue 35);

aKT BO3BpaTa JOKYMEHTOB COOCTBEHHHKY (cocTaBiisieTcs o hopme nmpuiiokeHus 35);

aKT O BBIJICICHUH K YHUUYTO)KEHUIO JJOKYMEHTOB, HE MOAJIEKAIINX XpaHEeHHIO (pUiIoxkeHue 4);

aKT 0 HeOOHapYXEHUH IOKYMEHTOB, ITyTH pPO3bICKa KOTOPBIX HCUepIaHbl (mpuiiokenue 36);

aKT O HEUCIIPABUMBIX IMOBPEXKACHUSIX JOKYMEHTOB (Ipuioxenue 37);

6.4.1.3. o pe3ynpTaTaM BBINOJIHEHHS] BHYTPUAPXUBHBIX padOT (COCTaBJIEHUS CBOAHBIX OIHKCEH,
Hay4YHOTO OIMCAHMUSA JOKYMEHTOB JINYHOTO MPOMCXOXICHHUS, apXMBHBIX KOJUICKIMH, COCTaBJICHUS
omuceit 0co00 IEHHBIX JIEN B JOKYMEHTOB, CTPaxoBoro GoHaa u GoH/1a MoTb30BaHUs, CO3/IaHUs 00he-
JUHEHHBIX apXUBHBIX (POH/IOB, MPOBEPKU HATMYMS U COCTOSHUS TOKYMEHTOB, BBIBEPKH YYETHBIX J10-
KYMEHTOB) 0(pOPMJISIOTCSI:

CBOJIHAsl ONMCH JI€J1 IOCTOSTHHOTO XPaHEHUs, 10JIroOBpeMeHHOro (cBeime 10 jeT), 1o IM4HOMYy
coctaBy (mpuioxenus 1, 2, 3);

OIMHCH 0CO0O LEHHBIX JeT (MpUIoKeHHe 23);

OTHCH CTPaxoBoro (hoHAa (IpuIokeHue 28);
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aKT OMMCAaHUS JOKYMEHTOB JMYHOTO MPOHMCXOXIEHUS, apXMBHOM KOJUICKIUH (TPUIIOKEHHUE
38);

akT 00 00pa3oBaHUU 00BEAMHEHHOTO apXUBHOTO (poHAa (puioxkeHue 39);

aKT 0 TEXHHYECKHX OMIMOKaX B YUETHBIX JOKyMeHTax (mpuioxeHue 40);

akT 00 0OHapy)KEHUH JOKYMEHTOB (HE OTHOCSIIUXCS K JaHHOMY (DOHIy, apXUBY, HEYUTEHHBIX
U T.1.) (mpuioxkerue 41).

6.4.2. KHura yueTa nocTyIjieHHus U BBIOBITHS JOKYMEHTOB

6.4.2.1. Knura yuyera mocTyruieHHs] U BBIOBITHS JOKYMEHTOB INpEAHA3HAUCHA IS y4eTa BCeX
TEKYIIMX ¥ UTOTOBBIX (Ha 1 sHBaps KaXKIO0ro roja) M3MEHEHHH B cOCTaBe U oObeme (DOHIOB U /e B
apXMBe OpPraHU3allid, CBSI3aHHBIX C MPUEMOM, BBIJICICHUEM JIeJl, HE MOAJSKAIUX AalbHEHIIeMy Xpa-
HEHHIO, TIepeiavyeii J1e B TOCYIapCTBEHHBIA WM Jpyroi apxuB. KHura ydera nmocTyrjieHUs! U BHIOBI-
THUSL JOKYMEHTOB CIY>KUT OCHOBOM JUISL COCTABIICHUS JIUCTOB (DOHJIOB, MMACIIOPTa aPXHUBA.

6.4.2.2. Kaxxgoe nmocTyrieHue Win BEIOBITHE TOIY4aeT CaMOCTOSTEIbHBIN MOPSIKOBBIN HOMED.

Ecnu mocTymieHne coCTOMT U3 JOKYMEHTOB HECKOJbKHX (DOHAOB, TO JaHHBIC MO KaXIOMY
¢donny (HazBanue GoHma, €ro HOMEp U T.J.) 3AMHUCHIBAIOTCSA C HOBOM CTPOKH 32 TEM K€ MOPSIKOBBIM
HOMEPOM. YUeT MOCTYIUICHHs U BBIOBITHS JOKYMEHTOB B apXMBe, XpaHALIEM OJUH (OHJ, BEAETCS 10
aucty GoHIa.

ApPXUB OpraHHU3AIMH CO CIOKHOM CTPYKTYpOl MOXKET YUUTHIBATh B KHUTE yueTa MOCTYIUICHUS
U BBIOBITUSI JOKYMEHTOB CaMOCTOSITEIBHO MOCTYIJICHUE WM BBIOBITHE JOKYMEHTOB Ka)IIOTO CTPYK-
TYpPHOTO MOJpa3AeICHHUS.

6.4.2.3. Ecnii nOKyMeHTHI (JOH/IA MTOCTYIAIOT B apXUB BIIEPBbIE, TO HOMEP (OHAA MPOCTABIISACT-
Csl B KHHUTE y4eTa MOCTYIUICHHS] U BBIOBITHS JOKYMEHTOB IOCJIE MPUCBOCHUS €My HOMEpA IO CIHCKY
¢onnoB. Eciu moctynuBIIze TOKYMEHTHI SBISIFOTCS YacThio (DOH[A, YK€ UMEIOLIETOCS B apXHBE, TO B
COOTBETCTBYIOIIEH rpade KHUTH YKa3bIBA€TCS HOMEP, MPUCBOCHHBIN 3TOMYy doHny panee. Ecnu mo-
CTYNIJIM WJIM BBIOBUIM HEONMCAHHBIE JJOKYMEHTHI, TO B Tpade 6 nemaercss OTMETKa: "He omucaHbl'", a
cBenieHus 00 oobeme narores B 13 u 14 rpadax.

6.4.2.4. ExeroaHo B KHUI'€ Y4eTa MOCTYIJICHUS! U BBIOBITUS JJOKYMEHTOB IIOJIBOJAUTCS UTOT KO-
JMYECTBA MOCTYMUBUIMX U BBHIOBIBIINX 32 TOA JOKYMEHTOB (ZIe).

6.4.3. Criucox ¢poH10B

6.4.3.1. Cncok (oHIOB BEJIETCS B apXUBE OPraHU3aINK, XPaHSIIIEM JOKYMEHTHI IBYX U Oojee
(b oHI0B.

6.4.3.2. ApxuBHBIH (OHJ, apXUBHAsI KOJJIEKIUS BHOCSATCS B CHHMCOK (POHJOB IIPU MEPBOM I10-
CTYIJICHUHM MX JOKYMEHTOB B apXuB opraHuzauuu. KaxxaoMy ¢GoHIy nmpucBanBaeTcss ouepeHoN Ho-
Mep IO CHHUCKY (POHIOB B XPOHOJOIMUYECKON MOCIEI0BaTEILHOCTH ero noctyrienus. K Homepy ¢on-
J1a, TIOJUIeKAIIEro Mepeaye Ha OCTOSTHHOE XpaHeHue, Jo0asisiercs (uepe3 ApoOb) HOMEp, IPUCBOEH-
HBII COOTBETCTBYIOLIMM I'OCYJJapCTBEHHBIM apXMUBOM IOCTIE MIEPBOH Mepeiaun eMy 4acTi GoHaa.

O0benMHEHHOMY apXUBHOMY (hoHY, 00pa3oBaHHOMY U3 (POHJIOB, paHee YUYTEHHBIX CaMOCTOs-
TEJIbHO, IPUCBAUBAETCS OJIUH U3 HOMEPOB (DOHJIOB, BKIFOUEHHBIX B COCTaB 0OBEAMHEHHOTO.

Eciu ¢onn conepkut oco00 IEHHBIE JAOKYMEHTBI, TO K €ro HOMEepy JA00aBiSeTcs HHAEKC
"OL1".

6.4.3.3. B cmyuae nepegaun ¢oHIa B IPYroil apXxuB, BKIIOYEHUS €70 B COCTaB O0BEIUHEHHOTO
apXUBHOTO (POHJA WM BBIOBITUS BCEX JTOKYMEHTOB (DOHJIa OCBOOOIUBIIMKCS HOMEP ApyroMy (HoHIY
He MpHucBauBaeTcs, B rpadax 4 - 5 crnucka ¢ponja ("oTMeTKa 0 BHIOBITHH") YKa3bIBa€TCsl Ha3BaHHE ap-
XMBa, B KOTOPBIN BBIOBLT (POH, a TaKKe Ha3BaHHE, HOMEp U JlaTa JOKYMEHTa, HA OCHOBAaHHHU KOTOPOTO
b oH BHIOBLIT.

6.4.3.4. HazBanue oHaa BHOCUTCS B CITUCOK C TUTYJIBHOTO JIUCTA OIHCH.

B cnyuae u3menenust HazBaHusi GOHI000pa3oBaTesis B CHCKe (POHIOB yKa3bIBACTCA: JJIS JACH-
CTBYIOUIMX OpraHU3alMii - Ha3BaHUE, CYIIECTBYIOIIEe B MOMEHT MOCTYIJICHUsS (HOHA, IS JTUKBUAU-
POBaHHOU oOpraHu3auu - TocienHee Ha3zBanwe. OObENUHEHHBIM apXUBHBIN (DOHJ BHOCHUTCS TIOJ
000011IeHHBIM Ha3BaHUEM 00BEIMHEHHOTO apXHUBHOTO (hOH/IA.

6.4.3.5. K criucky ¢GOoHIOB COCTABIISIETCS UTOTOBAs 3alMCh HA | sTHBapsl KaXJI0ro Toja, B KOTO-
PO YKa3bIBaIOTCS: KOJMYECTBO MOCTYNUBIIMX M BHIOBIBIIMX B TEUEHHE roja U oO0IIee KOJIMYECTBO
XpaHsammxcs (GOHIOB; KOJUYECTBO (HOHIOB, COAEPKAIIMX 0COO0O0 IEHHBIC JOKYMEHTBI, © CBOOOJIHBIE
HOMeEpa B CIMCKe (POHJIOB, €CITU TAKHE UMEIOTCH.

6.4.3.6. Criucok (OHIOB TOJDKEH OBITH MOMIIMUT (MPOIIHYPOBaH), 3aKJIIOUYEH B TBEPAYIO 00-
JIOXKKY; JIUCTHI IPOHYMEPOBAHbI; COCTABIICH JIUCT-3aBEPUTEb.
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6.4.4. Jluct ponga

6.4.4.1. Jluct poHma cocraBisercs Ha KaXabld (OHI MpH NIEPBOM €ro MoCTyIieHuu. B Hem
YUUTBIBAIOTCS BCE OCTYIIJICHUS U BHIOBITHS ONIMCAHHBIX U HEONMCAHHBIX JOKYMEHTOB (hOH/IA.

6.4.4.2. Homep nucta GoHIa COOTBETCTBYET HOMEPY (POHIA 1O CHMCKY (POHIIOB apXHWBa Opra-
HU3ALUY.

6.4.4.3. B rpade "MecTonaxoxaeHue GpoHma" yka3pIBaeTCs Ha3BaHWE OpraHU3AIMH, B apXUBE
KOTOPOM OH XPaHUTCSI.

6.4.4.4. B rpade "[laTa nepBoro nocryrieHus: GoHaa" yKa3pIBaeTCs JaTa MEPBOTO MOCTYILIE-
HUS (OHAA B JaHHBIA apXUB; IJIsI 0ObEAMHEHHOTO apXMBHOTO (POHAA M apXMBHOM KOJUICKIUH - JaTa
MEPBOro MOCTYIUICHUS WM JlaTa ero (ee) Co3aHusl B apXHBeE.

6.4.4.5. B rpade "Kpaiiaue natel Kaxxaoro Ha3zBaHus (GoHIA" yKa3bIBAIOTCS HAa4YallbHAs U KO-
HEYHas AaThl (YHKIMOHUPOBAHUS OPraHU3AIMU TOJI KaXKIbIM Ha3BaHHEM, HE3aBUCUMO OT HaJIH4us B
(doHIe TOKYMEHTOB 32 3TOT IEPHO/I.

Jliia 00beIMHEHHOTO apXUBHOTO (OHIAa, OOPA30BAHHOTO MO OOBEKTY AESITEIbHOCTU WM IOJI-
YMHEHHOCTH OpraHU3alliM, YKa3bIBalOTCS HadalbHAas M KOHEYHAs JAThl HAMMEHOBAHMS OOBEKTa WU
PYKOBOJISIIIETO OpraHa, Ha 6a3e KOTOporo co3aaH (o,

Jnist 00beIMHEHHOTO apXUBHOTO (hOHA, 0OPA30BAaHHOTO M3 JOKYMEHTOB OJJHOPOIHBIX OpTaHH-
3alUi WM OpTaHU3alMid, TOCIEA0BATEIbHO CMEHSIONIUX JIPYT APYTa, YKa3bIBAIOTCS camasi paHHss J1a-
Ta 00pa30BaHMs OJHOM M3 HUX W JaTa JUKBUJIAUuuU rnocienHeidl. Eciu opranusanusi mpojosikaer
(GyHKIIMOHUPOBATh, KOHEUHAs AaTa HE MPOCTABIISAETCS.

6.4.4.6. B rpade "HazBanue poHma" B XpOHOJOTUIECKON TTOCICIOBATEIIEHOCTH TIEPEUUCIISIOT-
Csl BCe Ha3BaHUs U MOJBEAOMCTBEHHOCTh OpraHu3anuu-(hpoHa000pa3oBaTeis ¢ MOMEHTA €€ BOSHUKHO-
BEHUS, BHE 3aBUCUMOCTH OT HAJIMYUs JOKYMEHTOB 32 3TOT IEPUOI.

Jliisa 06beTMHEHHBIX apXUBHBIX (OHNIOB B rpade ykaszbiBaeTcsi 00001eHHOe Ha3BaHue QoHa, a
3aTeM MEePEeUnCIIOTCS Ha3BaHMsl BCEX OpraHu3anuii-(hoH1000pa3zoBarene, JTOKyMEHThl KOTOPBIX BO-
[IJIK B COCTaB 00beAMHEHHOTO (DOH/Ia 32 BECh IEPUOJ UX CYIIECTBOBAHUS.

Bce nocnenyroomue UW3MEHEHHS B Ha3BaHMM M I[OABEJAOMCTBEHHOCTH OpraHHU3alUH-
¢doHn000pa3oBarTesis BHOCATCS B IUCT (POHJIA 110 MEpe MOCTYIJICHHUS B apXUB JJOKYMEHTOB (OH/a.

6.4.4.7. B rpade "BriObiTHE" yKa3bIBa€TCS aKT, HA OCHOBAHUM KOTOPOTO BHIOBLIN TOKYMEHTHI,
Y KOJIMYECTBO BBIOBIBIINX JOKYMEHTOB Pa3/IeibHO 10 KaXJ10i OMUCH.

B rpage "Hanuune (octaTtok)" - KOJIMYECTBO OMUCAHHBIX JOKYMEHTOB, OCTABIIMUXCS MOCIE BbI-
OBITHS 11O KaXKA0H ONKMCH U QOHAY B LIETOM.

KonnuecTBo 11 MOCTOSIHHOTO XpaHeHus, 10JIroBpeMeHHOro (cBbie 10 j1eT) XpaHeHus Wik 1o
JUYHOMY COCTaBY, BKJIFOUEHHBIX B CBOJHBIE OIIMCH, COCTaBJICHHBIE HA OCHOBE ONMCEHW CTPYKTYPHBIX
noJipa3/iesieHuH, yKa3bIBaeTcsl B paszgenie 2 "Yder omucaHHbIX AOKyMeHTOB" B rpagdax 11 - 14; a B
rpagax 6 - 9 yka3bIBaeTCsl KOJIMYECTBO BBHIOBIBIINX JI€JI, 3HAUMBIIMXCS B CAATOUHBIX OMHCSX.

6.4.4.8. Ecnn muct donaa 3anonHseTcs Ha ABYX U OoJiee OaHKaX, TO Ha TIEPBOM JIEJIaeTCs OT-
MeTka "cM. mpogoipkenue N ...", Ha mocienyroueM - "npoaomkenue N ...".

6.4.4.9. JIuct GpoHaa MOXKeET ObITh IEPECOCTABIIEH TOJBKO B TOM CIIy4yae, €CJIM OH HEUCIIPABUMO
MOBPEX/CH, a TAKXKE IMOcie NepepadoTKu (OoHAA MU CO3AaHUs OOBEAMHEHHOTO apXUBHOIO (oH/a,
KOT/Jla paHee ACHCTBOBABIIMK JIMCT (POHNA TEpeCTaeT OTpakaTh (DAKTUYECKOE COCTOSHHE U 00BEM
¢donpa. [Ipu sToM panee aeicTBOBaBIINI TUCT PoHIA TOMeIIaeTcs B eno ¢poHaa. B BepxHeM npaBom
yriay oboux nucToB GoHa fnenaercs otmeTka "JIuct nepecocraBieH" ¢ yKa3aHHWEM JIaThl IEPecoCTaB-
JIEHUS, JOJDKHOCTH M MOANMCH JIMIIA, OTBETCTBEHHOTO 3a YYET.

6.4.4.10. JIuctbl GOHIOB HYMEPYIOTCS M XpaHSITCS B MOPSJIKE HOMEPOB (POHIOB U HyMepaluu
JUCTOB B MAaINKax C KJalnaHaMu. B kaX0#l Manke coCTaBJISETCS HA OTAEIbHOM JIMCTE 3aBEPUTENIbHAS
HA/MKCh.

6.4.5. Onucu nen

6.4.5.1. Onucy nen SBASIOTCS NEPBUYHBIM YUETHBIM JOKYMEHTOM JUIS y4eTa JIe] TOCTOSIHHOTO,
BpeMeHHoro (cBbIe 10 1eT) XxpaHeHus U 110 JTUYHOMY COCTaBY.

6.4.5.2. Onucu COCTaBIAIOTCS B YETHIPEX IK3EMILIApaxX. Y YETHBIM HOMEP MPHUCBAUBAETCS OMU-
CH T10 TUCTY (pOH/Ia B BAJIOBOM MOPSIIIKE.

Ecnu noxymeHThl oHIa yXe MOCTyNnaal Ha XpaHEHHWE B FOCYIapCTBEHHBIH apXUB, TO HOMEP
OIMCH COTJIACOBBIBAETCS C 3TUM apXUBOM.
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KonnuecTBo eInMHULl XpaHEHUS! B OJHOM ONMCH, KaK MPaBUJIO, HE JOJDKHO IIPEBBILIATh YEThI-
pex3Haunyo 1mudpy - 9999. IMocnenyromue enUHAIBI XpaHeHUsT (POHIA YIUTHIBAIOTCS B HOBOU OIHCH,
KOTOPOH 10 TUCTY (POH/Ia IPUCBAUBACTCS HOBBIH, CIEAYIONINNA yYETHBIH HOMEP.

[Ipu BBIOBITHH BCEX €N MO KakOW-THOO 3aKOHUEHHOHW ONMHUCH €€ HOMEpP JIPYTUM OIHCIM He
npucBauBaercs. B rpage "lIpumeuanue” npoTUB KaK0H BBHIOBIBAIOIIEH €TUHHIIBI XpaHeHUs (€IHUHU-
bl y4eTa) cTaBuTCs mramn "Briobuio".

6.4.5.3. IloequHUYHBIN y4eT OCYHIECTBISETCS MyTeM 3aKPEIUICHUS 32 KaXKJIbIM JeJIoM (eMHU-
el XpaHeHHsI) CaMOCTOSITEIbHOTO HOMEpa.

6.4.5.4. CymmapHbIi y4eT JIeJl B OMUCAX JOCTUTACTCS COCTABJIEHUEM UTOTOBOM 3aIMCH K OIHU-
csiM. B UTOroBo# 3amucy ykas3plBaeTCsi KOJIMYECTBO €IUHUI] XpaHeHus (LU(paMu U B KPYTJIBIX CKOO-
Kax - IIPOIKCHIO), IEPBBIN U MOCIEIHUNA HOMEPA EIUHUL] XPaHEHUS 110 ONKCH, OTOBAPUBAIOTCS UMEIO-
HIMecs MPOIyCKH HOMEPOB, €IUHULIBI XPAHEHUS C JTUTEPHBIMH HOMEpPaMH, BHIOBIBILINE €IMHUIIBI Xpa-
HEHUS.

3aKOHUEHHBIE OIMHUCH JIe] KOMIUIEKTYIOUIUXCS U HEKOMIUIEKTYIOIUXCs (DOHIOB, COCTOSIINE U3
T'OJIOBBIX Pa3JIeNIOB, JOJLKHBI UMETh OOIIYIO0 HTOTOBYIO 3aIUCh KO BCEH OMUCH B IIEJIOM.

Ecnu onuch cOCTOUT U3 HECKOJIBKUX TOMOB (YacTel), B KOHIE KaKJ0ro ToMa (4acTH) COCTaB-
JSI€TCSI KaK UTOTOBasi 3allUCh K COOTBETCTBYIOLEMY TOMY (4acTH), TaK U CyMMapHas UTOTOBas 3aIlluCh,
JaHHBIE B KOTOPOM yKa3bIBalOTCA ¢ HapacTaromuM utoroM. K nocrneaHemy Tomy (4acTi) cOCTaBIIsSETCS
oO11ast UTOroBas 3aruch KO BCeil Onucu (KO BCEM TOMaM).

Kaxxnoe usmenenune o0bema Jies B OMUCH, CBSI3aHHOE C BBIOBITHEM, MOCTYIUICHHEM, OObEIUHE-
HUEM WIM pachOopMHUpPOBAHHEM J€J, HA OCHOBAHWU COOTBETCTBYIOUIMX JIOKYMEHTOB OTpPa)KaeTcsl B
UTOTOBOM 3aMUCU K OTHCH.

6.4.5.5. Onucu J1en CTPYKTYPHBIX MOJPA3JCICHUIN CIIyXaT YY€THBIMH JOKYMEHTaMH JI0 CO-
CTaBJICHHUS COOTBETCTBYIOIIETO I'OJIOBOTO pa3fiesia CBOJAHOM OIMKCH /e MOCTOSIHHOTO XpaHEHUsl opra-
Hu3auuu, yreepxkaeHus Ha DIIK cooTBeTCTBYIOLIEr0 apXUBHOTO YUPEKAEHUS, [10CIIE YETo MOJIeKaT
XpaHeHuIo B feine (GoHAa A0 nepesayd JOKYMEHTOB 3a 3TH I'OJbl Ha IOCTOSIHHOE XpaHEHHE.

Onucu Jien CTpYKTYPHBIX IOJAPa3JelIeHUH MO JIMYHOMY COCTaBY XPAHATCSA 1O COIVIACOBAaHUS
rOJI0OBOTO pa3Jjiena CBOJHOM OMHUCH A€l OpraHu3aluu 1o Ju4HoMy coctaBy ¢ OIIK apxuBHOro yupex-
JEHUS.

6.4.5.6. C1aTo4HBIM ONUCSAM CTPYKTYPHBIX HOJpa3AEICHUN YUETHbIE HOMEPA NIPUCBAUBAIOTCS
1o peectpy onuceil. Homep onucu cTpykTypHOTo MojApas/ieeHus] COCTOUT U3 HOMEpa CTPYKTYPHOIO
noJpasJiesieHus ¢ Jo0aBieHueM uHaekca "cin'" (CTpyKTypHOe MOJpa3/ielIeHue) U yKa3aHueM 4epes Jie-
¢duc nByX mocieAHUX HUPP KaJeHAApHOro roja, B TEUEHWE KOTOPOro o0pa3oBaluCh Jieja, BKIIOUEH-
HBIE B OIKCbh.

6.4.6. Peectp onmceit

Peectp onuceii Beercs B apXyBe OpraHU3alMK IPU HAJTMYKU JIBYX U 0oJiee OMHCeH.

Onucu BHOCSATCS B pEECTp OMHUCEN B XPOHOIOIMUECKOM MOCIIEI0BaTENbHOCTH UX MTOCTYIUICHHUS,
0]l COOTBETCTBYIOIUMU NOPSAIKOBBIMA HOMEPAMHU.

B peectpe onuceil pUKCUPYIOTCS OCHOBHBIE JAHHBIE 110 COCTaBY Ka)KJOW MOCTYNUBIIEH B ap-
XHUB OpTraHU3alMy OMHUCU: HOMEp (OHIA, HOMEP OMUCH, KOJMUYECTBO ONKCAHHBIX B HEH e, KOJIHYeCT-
BO JIUCTOB B OITUCH U €€ IK3EMILISIPOB.

6.4.7. leno ¢ponna

Jeno gonna Beaercs Ha Kaxapid Qo B HEero BKIIt0UalOTCsS JOKYMEHTHI, OTPAKAIOIINE UCTO-
pHIOo opraHuzanuu-QpoHgo00pazoBaTens U ee GoHaa: UCTOpUYECKas CIpaBKa, CXeMa CUCTEMaTH3aIIH
dbonma, MeToauueckue mocodus mo obpadorke GoHa, cTapeie JUCTHI POH/IA TIOCTE HX MEePEeCcOCTaBIe-
HUS, aKThI Tiepesiaun Jel (POH1a Ha TOCYIapCTBEHHOE XpaHEHUE, O BBIICTICHUN K YHUUYTOXKEHUIO JIOKY-
MEHTOB U Jies1 (OH/Ia, O HEUCIPABUMBIX MOBPEKICHUSIX JOKYMEHTOB M Jen (oHJa, O MPOBEACHHUU
IIPOBEPOK HAJIMYMSI U COCTOSIHUSA A€ U T.1.

AKTBI U Ipyrue JOKYMEHThI, (UKCHUPYIOLUE U3MEHEHUsI B cOcTaBe U oObeme (oHa, BKIHOYa-
IOTCS B J1e710 (DOH/Ia TOJIBKO ¢ OTMETKON O BHECEHHM M3MEHEHHMH BO BCE YUETHBIE JOKYMEHTHI apXHBa
opraHu3anuu. AKTbl HyMepyIOTcs B Ipenenax (GoHaa 1o BUAaM akTOB B BaJIOBOM MOPSAKE.

Bce noxymeHTHl B fienie (hOHIa pacnojararoTcsi B XpOHOJOTHYECKON MOCIIEeI0BATEIbHOCTH UX
cocraBieHus. Ha m1okymMeHTHI Aena oHIa COCTaBISIETCS BHYTPEHHSS OMKUCH, JIUCTHI Jejla HyMEpYIOT-
cs, K Jieny (poHma cocTaBiseTcs 3aBepuTenbHas Haanuck. [1o Mepe nononHenus GoHa 3aBepuTeIbHAS
HAJMKUCh U BHYTPEHHSS OMUCH MEPECOCTABIISIOTCS.

Kaxnomy neny ¢poHaa nprcBanBaeTcss HOMEp COOTBETCTBYIOIIETO (POHTA.
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Hena poHmoB XpaHATCS B MOPSAIKE BO3PACTAHUS HOMEPOB (POHIOB.

6.5. Ydert 1eJ1 ¥ JOKYMEHTOB, HAXOAALIMXCS HA JeM03UTAPHOM XpaHEeHUH

6.5.1. lena u noxkymeHTsl ApxuBHoro ¢onna Poccuiickoii denepaiinu, OTHECEHHBIE K YaCTHOU
U UHBIM (hopMaM COOCTBEHHOCTH, HaXOISIIMECsS Ha ICTIO3UTAPHOM XpaHEHUH, YIUTHIBAIOTCS B OCHOB-
HBIX ¥ BCIIOMOT'aTENbHBIX YUETHBIX JOKYMEHTaX apXHUBa OpraHUu3aluu.

6.5.2. B kHure y4era MocTyIuIeHHs] M BBIOBITHS JTOKYMEHTOB (TpuiioskeHue 24) (rp. 3) ykasbl-
BAIOTCSI HOMEP U JIaTa aKTa npueMa-nepenadu nein (rp. 4), CoOCTBEHHHUK JTOKYMEHTOB U CPOK JACHUCTBUS
cornamieHus, Harmpumep, "mo 2005 roga" (mpu BpeMeHHOM XpaHeHuH) wiH "nerno3ut" (6e3 ykazaHus
cpoka xpaneHnus) (rp. 10).

B crincke donaos (nmpunoxenue 25) k Homepy dhouaa nodasisercs unaaeke "J" ("Heno3ut"),
KOTOPBII COXpaHseTcs 32 HUM BO BCEX YYETHBIX JOKYMEHTaX M apXUBHBIX MHQpax aen; B rpade
"IIpumeuanue” crucka (pOHIAOB TakKe yKa3bIBalOTCA COOCTBEHHUK TOKYMEHTOB, J1aTa MOJMUCAHUS U
CPOK JICHCTBUSA COJIALIEHUS.

6.5.3. Ecnu Ha XpaHeHue MOCTYIaeT 4yacTh (POHA, TOKYMEHTBI KOTOPOTO YXKE XpaHsITCs B ap-
XUBE M BKIIFOUEHBI B COCTaB rOCYAapCTBEHHOM yactu ApxuBHoro ¢onna Poccutickoit deneparuu, To
3a OHJOM COXpaHsETCsl paHee MPUCBOCHHBIN eMy HoMep ¢ nobaBneHuem unaekca "IU" - "nenosuta-
puit yacTU4HO".

Cornamienue, 3akJII0YEHHOE C COOCTBEHHHKOM JJOKYMEHTOB, BKJIFOYAETCs B JIeNI0 POHA.

6.5.4. Ilpu yueTe BBIOBITHS JOKYMEHTOB:

- ecni (poH BBIOBUT MOTHOCTBIO B CBSI3U C MCTEUEHUEM CPOKa €r0 XpaHEHHsI B COOTBETCTBUU C
COTJIAIIEHUEM, TO HOMEp €r0 He MOKET OBITh IIPUCBOCH ApYyroMy (HoHIY;

- ecnu COOCTBEHHUKY BO3BpAIICHBI JIOKYMEHTHI, MOJHOCTHIO COCTABIISBILIKE JETIO3UTAPHYIO
yacTh (OHAA, B CBSA3HM C MCTCUECHHEM CPOKA UX XPAHEHHS B COOTBETCTBHU C COTJIAIICHHUEM WIIH TIO
WHBIM NTpU4KrHaM, To uHaekc J[U B cnucke GOHIOB U APYTUX YUETHBIX JOKYMEHTAX M apXUBHBIX IIU (-
pax aen 3auepkuBaercs; B rpady "llpumeuanue" cnimcka (OHI0B BHOCATCS COOTBETCTBYIOLINE CBEJE-
HUSL.

KonnuectBo (oHIOB U A€, HAXOAAMIMXCS Ha JIENIO3UTAPHOM XPaHEHUU, YKA3bIBAETCS OT/ENb-
HOMW CTPOKOM B UTOTOBBIX 3aIUCSAX KHUTH y4yeTa NOCTYIUIEHUH TOKyMEHTOB U B CITUCKE (POHJIOB.

B nucre ¢ponaa npu Hanuuuu B GoHAE JOKYMEHTOB AETO3UTAPHOTO XPAHEHHSI KOJIMUYECTBO UX
1o (oHy B 1IeJIOM yKa3bIBaeTcs uepes qpoos, Hanpumep, 200/80/1.

6.6. Benenue yueTHbIX 0a3 JaHHBIX

6.6.1. Yuernsie 6a3bl nanubix (bJ1) BemyTes ms:

COCTaBJIEHHs B aBTOMAaTU3UPOBAHHOM PEXHMME JOKYMEHTOB LIEHTPAIN30BAaHHOIO YUETa;

MOJITOTOBKH B aBTOMATH3MPOBAHHOM PEXHUME PA3IUYHOTO POJIa CTATHCTHYECKUX CBEICHHA,
AQHAJTUTHYECKUX TaOJIHUI, B TOM YUCIIE O JMHAMHUKE U3MEHEHUI 00beMa, COCTaBa U COCTOSHUS apXUB-
HBIX JIOKyMEHTOB;

OIEPATUBHOTO MPECTABICHUS CBEICHUH O HAIMYMU B apXUBE TOKYMEHTOB 3a OIpE/eNICHHbIH
OTpPE30K BPEMEHH.

6.6.2. Ilepeuenp pekBU3UTOB yueTHBIX B/ cocTaBnsiercs B COOTBETCTBUM C OCHOBHBIMH ITOKa-
3aTeNsIMHU, OTIMCHIBAIOIIUMH OOBEKT yueTa, - (GOHJ, eIUHHIIA XPAHEHUS, eANHUIA ydeTa, TPyIa eau-
HUI] XpaHEHMs], €IMHUI] yUeTa, BKIIOYEHHBIX B ONKCh, - B TPATUIIMOHHBIX YUETHBIX JOKYMEHTAaX.

VYuernsie B/ neiicTBYIOT BO B3aUMOCBS3H ¢ ApYyruMH nHpopmannoHHbiMu bJl, nmeronmmucs B
apXuBe, U JIOJKHBI OBITh COBMECTHMBI C COOTBETCTBYIOIIMMU Y4eTHbIMHU BJ] rocynapcTBeHHBIX apXu-
BOB M OPTraHOB YIIPABJICHUS APXUBHBIM JIETIOM.

[IpeemcTBeHHOCTH yueTHBIX B/ ¥ TpaaUIIMOHHBIX OCHOBHBIX YUETHBIX JTOKYMEHTOB o0Oecrevu-
BAETCs UCIIOIb30BaHNEM B b/ peKBU3UTOB OCHOBHBIX YYETHBIX JOKYMEHTOB.

O0001IeHHbIE TOKA3aTEeIN JOKYMEHTOB LIEHTPAIM30BAaHHOTO Y4€Ta, a TaKXKe MCXOJHbIEC MOKa-
3aTenu, HeOOXOIUMBIE JUIS UX MOTYYSHUS, BXOAAT B UHCIIO 00s3aTEIbHBIX PEKBU3UTOB y4eTHBIX B/

6.6.3. Yuernasie b]] 3anmonHSIOTCS HA OCHOBE YYETHBIX IOKYMEHTOB apxuBa. J[s oGecrieueHus
eIMHO00pa3usl 3amojHeHUsl W BeAeHus yueTHOM B/l paspaOaTbiBacTcs WHCTPYKIHMS, ONMMCHIBAIOIIAS
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coJiepKaHue KaXJI0ro peKBU3UTa U opranuzanuio Beaenus bJI. Ilepen Hauanom paboThl MPOBOAUTCS
1eJIeBas BBIBEPKA YUYETHBIX IOKYMEHTOB, IPOBEPsiETCs COATaHCUPOBAHHOCTD YUETHBIX JJOKYMEHTOB.

B nanoBoM nopsizike ocymiecTBisieTcs paboTa 1o 3anojgHeHuto yueTHoi bJl mo cocrosHuio Ha
| sHBaps roxa, CIELYIOIIEro 3a OTYETHBIM. B nanpHeiIeM BEIETCs ONEPATHBHOE BHECEHUE U3MEHE-
HUU B YYETHbIE JOKYMEHTHI U B y4eTHYIO b/I.

7. HAYUHO-CIIPABOYHBIN AIIIAPAT K JOKYMEHTAM APXHUBA

7.1. Cucrema Hay4YHO-CIIPABOYHOI0 anmapara

7.1.1. Hayuno-cnpaBounslii annapat (HCA) - cTpykTypupoBaHHasi COBOKYIIHOCTb 3JIEMEHTOB
OMMCAHUN TOKYMEHTOB (BTOPUYHOM JOKYMEHTHOU MH(OPMAIINH), IPEACTABICHHBIX B Pa3IHMYHbIX BU-
JlaX apXWBHBIX CIPAaBOYHUKOB, 0a3ax JaHHBIX, NPEJHA3HAYCHHBIX JUISI TIOMCKA JOKYMEHTOB U JIOKY-
MEHTHOU UH(pOpMaIUu.

7.1.2. Cucrema HayuHo-cripaBouyHoro annapara (CHCA) k jokymMeHTam apXuBa OpraHU3aluy -
9TO KOMIUJIEKC B3aMMOCBSI3aHHBIX M B3aWMOJIOMOJHSEMBIX apXUBHBIX CIIPABOYHUKOB, 0a3 JaHHBIX O
COCTaBE U COJIEPKAHUU JTOKYMEHTOB, CO3/1aBA€MbIX HAa €IUHOW HAayYHO-METOJMYECKONH OCHOBE IJIf
MOKCKA IOKYMEHTOB U JIOKYMEHTHON HH(pOpMAINH B 1eTsIX () (HEKTUBHOTO NCMOIB30BaAHUS.

7.1.3. CoctaB CHCA apxuBOB opraHU3aluy OMPELIISETCS BUAOM apXUBa, COCTABOM U COJEP-
JKaHUEM XPaHALIUXCS B HEM JOKYMEHTOB, XapaKTepoM U 3ajjauaMiu MOWCKAa M WHTEHCHUBHOCTBHIO HC-
[10JIb30BAaHUS JJOKYMEHTOB.

7.1.4. Dnementamu CHCA apxuBa OpraHu3aiiuu SIBJISIOTCS OIHUCH, KaTaJord, 0a3pl JTaHHBIX,
BBITTOJIHSIONIHE (DYHKIIMH 3THUX CIPABOYHUKOB, a TAK)KE yKa3aTelH, 0030pbl JOKYMEHTOB, HCTOpHYE-
CKH€ CIIPAaBKHU K apXUBHBIM (DOHIaM OpraHU3alIlu.

7.1.5. ApXuBHbBIE CIIPAaBOYHUKH OPraHU3aLUU JIEJISATCS HA TUIIBI 10 UX LIEJIEBOMY Ha3HAYEHUIO:
OIHCh, KaTaJIor, YKa3aTeib, 0030p.

ApXUBHBIE CIPABOYHUKHU U 0a3bl TaHHBIX O COCTABE U COJAEPIKAHUU JOKYMEHTOB OpraHU3AINH
MOTYT OBITh BHYTPU(OHAOBBIMU U MEXK(POHIOBBIMH.

7.1.6. B cucreme CHCA peannsyercss IpeeMCTBEHHOCTh y4E€THO-CIIPaBOYHOTIO ammapara, co3-
JIaBaeMoro B JICJIONPOU3BOJACTBE M apXuBax opranuzaiuii, ero comenienue ¢ CHCA rocynapcTBeH-
HBIX apXUBOB.

[TpeemcrBennocts CHCA apXxuBOB OpraHu3aiivii OCHOBBIBACTCS Ha €IWHCTBE TPEOOBAHUU U
INPUHIUIIOB €ro MOCTPOEHHs. JTa MPEeeMCTBEHHOCTh IMpeIoiaraeT 00s3aTeIbHOCTh COCTABJICHUS B
JIEJIONPOU3BOJCTBE U B apXHBaxX OpraHM3allMi OomMced /e, JOKYMEHTOB, KaTrajoroB, 0a3 AaHHBIX C
HEOOXOUMBIM CITPABOYHBIM allapaToOM K HHUM.

7.1.7. llpu co3panuu u pazsutun CHCA npumensierca aud¢epeHunpoBaHHbIN MOIXO, 3a-
KJIIOYAIOLIHiics B BbIOOpE 11€7€CO00Pa3HOr0 COCTaBa apXMBHBIX CIIPABOYHUKOB M 0a3 JAHHBIX, METO-
UKW OIMHMCAHUI, COCTaBa M HAIOJHEHUS CIPaBOYHOTO ammapara K CpaBOYHUKAM, B YCTAHOBJIEHHH
HEOOXOIUMOI 0UYepeTHOCTH paboT.

7.1.8. JloxymeHTHI (POHIOB OpraHU3aIiil ¢ MHOTOCTOPOHHEW, MEXKOTpacaeBoil HHPpopmaliei u
(OHJIOB JTMYHOTO MPOUCXOXKJIEHHS C 0CO00 IIEHHBIMU U YHUKAJIBHBIMU JIOKyMEHTaMHU TOJJIeXKAT Mep-
BOOYEPETHOMY OIMCAHUIO; OMUCH JOJDKHBI ObITh CHAOXEHBI yKa3aTeNsIMH pa3UYHbIX BHJOB; Ha
ypoBHE (POHIA COCTABISIOTCS WHIUBUAYyalbHBbIE XapakTepuctuku. K Hambonee WHPOpMATHBHBIM
dboHgaM co3aaroTcs 0030phl, YKa3aTenH K JeJIaM U IOKYMEHTaM.

7.1.9. Insa $oHIOB OpraHM3alui, colepKalux WH(GOPMAIUIO 110 OJJHOM OTpaciy WX MO OJ1-
HOMY HaIIpaBJICHUIO AESITENbHOCTU, U (POHJIOB JTMUYHOTO MPOUCXOXKICHUS, B COCTaBE KOTOPBIX UMEIOT-
cs1 0000 IIEHHBIE JOKYMEHTBI, OITUCH MOTYT OBITh CHA0)KE€HBI TOJIBKO OJHUM yKa3aTeJeM; Ha YPOBHE
(doH/1a MOTYT COCTaBIATHCSA KaK MHIMBUyaJIbHbIE, TAK U TPYIIOBBIE XapaKTEPUCTUKH.

7.1.10. K noxymenTam (OHI0B OpraHu3alnui, coaepKaumx HHHOpMAaIHIO 0 OAHON TeMe WU
MMEIOLIYI0 XapaKTep JAOMOJHEHUS K BbIllIeyKa3aHHbIM (POHJIaM, YKa3aTelId He COCTABIISIOTCS.

7.2. Onucu aes1, J0KyMEHTOB

7.2.1. Onuce nen, TOKYMEHTOB - apXUBHBIM CIPAaBOYHUK, IPEIHA3HAYEHHBIN ISl PACKPBITHS
COCTaBa M COJEpXKaHMs €AMHUL XPAHEHUs, EUHUL yUeTa, 3aKpeIUICHUs] UX CUCTEeMAaTU3allul BHYTPU
¢doHIa 1 ux ydera.
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Onuch COCTOUT U3 OMUCATENBHBIX CTAaTel, UTOTOBOM 3amucu (cM. 1. 3.7.4), nucra-3aBepuUTeIst
(mpunoxkerue 9) U CIpaBOYHOTO ammapara K OTHCH.

OOBEeKTOM OIMHCAHUS B OMKCH SIBIISICTCS €AUHUIIA XPAaHEHHSI, SIUHUIIA YUeTa.

7.2.2. OnucarenbHas CTaThd ONMKMCH BKJIKOYAET: MOPSAIKOBBIA HOMEP €IUHUIIBI XPAaHEHHUS, €AU-
HUIIBI YYeTa; JeIONPOU3BOCTBCHHBI NHACKC WM CTAPbIii MHBEHTAPHBIM HOMED; 3aT0JIOBOK €IMHUIIBI
XpaHEHUs, eIUHUIIBl y4eTa, KpallHhe AaThl JOKYMEHTOB, KOJIMUYECTBO JIMCTOB B €IUHUIIC XpaHEHUS;
A3bIK, yKa3aHUE Ha IOJUIMHHOCTh, KOIMMHHOCTD, CIIOCO0 BOCIIPOU3BEACHHUSI, CTETIEHb COXPAHHOCTH J10-
KYMEHTOB, BHeIIHHUE ocoOeHHOCcTH. OnucarenbHas CTaThsi MOXKET ObITh JOMOJIHEHAa aHHOTAIluel OT-
JENBHBIX JOKYMEHTOB (TPYIIIBI JOKYMEHTOB) €UHUIIBI XPAaHEHUS, CIUHUIIBI yUeTa.

7.2.3. B crnpaBo4HBII amnmapaT OMHCH BXOJAT: THUTYJIBHBIN JIUCT; cojaeprkaHue (OTJIaBJICHHE),
IPEMCIOBHE; CIIMCOK COKPAILCHUI; TIEpEeBOJHBIC TaOMUIBI U(POB (B CiIydae nepepaboTKU OIUCH);
yKa3aTemH.

Ha tutynbpHOM JlncTe ONUCU MOMEIIAIOTCS: MTOJIHOE Ha3BaHUE apXHMBa OpraHU3aliy, Ha3BaHUE
donna, Homep (oHAA, HOMEP ONUCH, Ha3BaHUE OIMMCHU, KpallHUE AAaThl JOKYMEHTOB, BHECEHHBIX B
OIKCb.

[IpenuciaoBre MOXET COCTABIATHCSA Kak oOIee Ko BceM omucsaM (oHIa, TaK U K OTAEIbHOM
onucu. Ob11ee MpeANCIOBUE K OMUCIM (POH/IA MOMEIIACTCS B IEPBOIl OMUCH.

B mpenucnoBun, oOmiemM ko BceM onucsaM (QOHa, U3IaraloTcs: UCTOpHUs (oHT000pa3oBarTens,
uctopus (OoH/Ia; AaHHOTAIMS COCTaBa M COJECPKAHUS TOKYMEHTOB (hOH/IA (TIPU STOM BBIIEISIOTCS HaW-
0oJiee TUMTMYHBIE TPYIIBI SAUHUI] XPaHEHUS O UX BUJAM U Pa3sHOBHUIHOCTSAM, O COJIEP’KAaHUIO); CO-
CTaB CIIPAaBOYHOIO afmapaTa K OIUCSM.

[Ipu cocraBieHUH OTIENBHBIX MPEAUCIOBUI K KaXI0¥ omucu GoHAa Bce oOlLIMe AaHHBIE MO
UCTOPUH YupexaeHusa-(poHa00pa3oBareist U UCTOpUU (OHIa NOMELIAIOTCS B MPEIUCIOBUU K NIEPBOI
OTIHCH.

7.2.4. K ormucu MOTYT COCTaBISTHCS yKazarenu (Kak oOmiue, Tak U crenydanbhbie). CChUI0UHbIe

JAAaHHBIC YKa3aTCJIA K OIMMCHU JAKOTCA HAa NMOPAAKOBBIC HOMEpA CANHUL XPpAHCHUA, CIUHHULL yUCTa (CM. II.
6.2).

7.3. KaTayioru 1 BeAOMCTBEHHbIE KAPTOTEKH

7.3.1. Katanor - Mexx(pOHIOBBIN apXUBHBINA CIPABOYHHUK, B KOTOPOM HMH(pOpPMAIUSI O COAepxka-
HUU JJOKYMEHTOB apXHBa CTPYNIHPOBaHA IO MpeAMETaM (TeMaM, OTpaciisiM), pacloIOKEHHBIM B CO-
OTBETCTBHUHU C IPUHATOM JIJIsl TaHHOTO KaTallora CXeMOH Kiaccu(HKaIiy TOKyMEHTHON HHpOopMaIuu.

COBOKYITHOCTB Pa3IUYHBIX KaTaJOTOB COCTABIISIET CUCTEMY KaTaJIOTOB apXHBa.

7.3.2. COBOKYITHOCTH paboT MO MOJATOTOBKE, CO3JJAHUIO U BEACHHUIO KaTaJOroB Ha3bIBAETCs Ka-
TAJIOTU3aIMENR TOKYMEHTOB.

Karanoruzamnus B apxuBax MOXET MPOBOJUTHCS KaK CaMOCTOSTEIbHBINA BHUI PabOTHI (TeMaTu-
yeckasi pa3paboTKa) U B IIpoliecce APYTuX BUIOB padOT, CBA3AHHBIX C OMMCAHUEM U BBISIBJICHUEM J10-
KYMEHTOB (TIOTTyTHAas KaTaJOTU3aIHs).

[Ipu karamoruzanuu npuMeHsercs ¢ GepeHITMPOBAHHBIA MOIX0/I, KOTOPHIN 3aKII0YAeTCs: B
OTIpe/IcIieHUH OYEPEeTHOCTH BHIOOpA apXUBHBIX (DOHIOB, UX CTPYKTYPHBIX HacTei; oTOope aAen u J0-
KYMEHTOB M CBEACHUN W3 HHUX; MPUMEHEHHH COOTBETCTBYIOIIUX IMPHUEMOB OMHUCAHUS JTOKYMEHTHOMN
uHpOpMaLUH.

7.3.3. Kartanoruzamusi BKJIFOYAET CIEAYIONINE BUJBI pabOT: COCTABICHUE CXEMBI Kilaccu(UKa-
[[UU, BBISIBJICHHE U OTOOp JOKYMEHTOB, ONMHMCAaHWE Ha KATAJIOXKHBIX KAPTOUKAX, UX CHUCTEMATH3aIlHs,
BEJICHNE KaTaJIOTOB.

7.3.4. BeiOop cxeMbl Kilaccu(UKAIMK OTMPEEIIeTCs COCTaBOM JOKYMEHTOB apXuBa M 3a/iadya-
MU WX UCTIOJIb30BAHUSI.

Cxema knmaccupuKaluyd JOKYMEHTHON MH(GOpPMAIUU - MUCHMEHHBIM WK rpa@uuecKuil JOKy-
MEHT, COJIEpKalluii TepeueHb KiIacCU(MUKAIMOHHBIX JIEJICHUIN KaTajiora, paclojoKeHHBIX B OINpese-
JIEHHOM MOCJeI0BaTeIbHOCTH, U MPEJHA3HAUYCHHBIN JIsl pacipeieNIeHUs CBEACHUN U3 JOKYMEHTOB IO
STUM JIETICHUSIM.

7.3.5. B 3aBUCHMOCTH OT CXEMbI IOCTPOCHUS KATaJIOTU MOJIPAa3AEISIIOTCS HA CUCTEMAaTUUYECKHE,
TEMaTUYECKHE, MPEAMETHBIC U UX PA3HOBUIHOCTH (MMEHHOM, reorpadyuuecKuii, 0ObEKTHBIH).

B apxuBe opranusanuu, Kak IIpaBUIIO, COCTABIISIIOTCS CUCTEMAaTUYECKUN 1 UMEHHON KAaTaJIOTH.
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7.3.6. JlokymeHTHass uH(OpMALUS B CUCTEMATHYECKOM KaTalore KiacCU(DUIMPYeTCs MO OT-
paciisiM 3HaHUW U MPAKTUYECKOW AESITeIbHOCTH OpraHM3alMK U paclioyiaraeTcs B JIOTMUECKOH mocie-
JIOBATEILHOCTH.

7.3.7. B uMeHHOM Kartajiore JOKyMeHTHas uHopMaus Kiaccupuuupyercs mno andasuty da-
MUJIHH JIHII, YIIOMUHACMBIX B JOKyMEHTAX WJIM SBISIOMIMXCS WX aBTOopamu. JlanbHelmas cucreMaTu-
3a1ys MPOBOAUTCS B XPOHOJIOTUYECKON MM JIOTUYECKON MOCIIE0BATEIbHOCTH.

7.3.8. OToOpaHHbIe IS KaTAIOTH3auu (QOHIBI U JOKYMEHTHI OMUCHIBAIOTCS HA KATaTOKHBIX
KapTOUKax.

OOBEKTOM OMHCAHUS B KATAJIOT€ MOXKET BBICTYIATh JOKYMEHT (TPyIa JOKyMEHTOB, YacTh J10-
KYMEHTA), eIMHUIIa XpaHEeHUs (€IUHUIIA y4eTa), OIUCh, KOMIUICKT, hoHA (Tpymma (GOHIOB), comepka-
e nH()OPMAIIHIO 10 ONPEIeICHHON TeMe (BOTIPOCY).

7.3.9. B cocraB omnucarenbHON CTaThU KaTajora BXOJT: Ha3BaHHUE apXuBa, UHIEKC, PyOpHKa,
nopyoOpuKa, aTa COOBITHS, MECTO COOBITHS, COJep)KaHue, HoMep QoHa, Ha3BaHUEe (OHIA, HOMEpa
OIMCH, JIeJa, JINCTOB, SI3bIK JOKYMEHTA, CIIOCO0 BOCHPOM3BEICHUS, AJI1 KAPTOUHOIO KaTajuora - TaKxke
(bamMuITIs COCTaBUTEIIS U 1aTa COCTABJICHHUS ONUCATEIbHON CTAaThH.

Jliig cBsi3M MEXIy pa3zieliaMy KaTajora WM pa3/iesioB Karajora ¢ IPyruMU apXUBHBIMU CIIpa-
BOYHHKAMH IMPUMEHSETCS] CHCTEMa OTCHUIOK.

7.3.10. Benenue karanora - KOMIUIEKC paboT, oOecreynBaromuX ero (pyHKIHMOHUPOBAaHUE, B
KOTOPBII BXOJAT: HAYYHO-METOINYECKOE oOecriedeHrne padoThl; HHICKCHPOBAHNE KapTOUEK; CHCTEMa-
TU3alKA UX [0 UHJEKCaM U pyOpHKaM; COCTaBlIEHHE OTCHUIOYHOIO almapara K KaTtajory; YCOBepIIeH-
CTBOBaHUE KaTajuora.

Hayuno-meronnueckoe obecredeHre BKIOYAeT pa3padoTKy METOAMYECKHX MOCcOOUi Mo KaTa-
JIOTU3allMU OTHCIBHBIX (OHIOB (WJIM WX TPYIIbBI), pabounMx cxeM KiIacCH(PHUKAIMU KaTajJoroB, WX
YTOYHEHHE U JOTOJIHEHHUE.

WupnexkcupoBanue - BEIOOp MM COCTaBJICHUE MHIEKCA TI0 CXeMe KiIacCu(UKAUN U OTHECEHHE
€ro K COOTBETCTBYMOIIEH MH(POpMAIMU KaTaIOXHOW KapTOYKU. B MMEHHOM Karajore KapTOYKH He
WHJICKCUPYIOTCSI, @ paCcIIOararoTcs o andasury.

YcoBepllleHCTBOBaHUE KaTanora BKIIOYAeT B ceOsi yCOBEpIIEHCTBOBAHUE CXEMBbI Kilaccu(UKa-
II1H; TIPOBEPKY COACPIKaHUsS M OPOPMIICHHSI KaTauora; IpoOBepKy OMHCAaHUH (peIaKTHpOBaHUE, 00be-
TUHEHHE OMHCAHUN C OJHOPOAHON MHQOpMaIel mo oaHoMy (OHIY WM OMUCH, YTOUHEHHE UX CHC-
TeMaTHu3aIum).

7.3.11. OgHUM U3 UCTOYHUKOB MOMOJIHEHUS CUCTEMbI KaTaJOroB MOTYT OBITh TEMAaTUYECKUE U
MPEIMETHO-TEMATHYECKHE KaPTOTEKH, KAPTOTEKH 10 JINYHOMY COCTaBYy Ha JJOKYMEHTHI HauOoJjee WH-
(hOpMaTUBHBIX M YACTO UCTIONB3YEMBIX (POHJIOB.

7.3.12. B apxuBe opraHusalyu, Kak IpaBUjIo, CO3AI0TCS Pa3HOBUIHOCTH MPEIMETHBIX KapTo-
TeK (MMeHHasi, reorpadudeckas) UM XpOHOJIOTHYECKHE KapTOTEKH, KAPTOTEKH 110 UCTOPUHM OpraHU3a-
107078

Nmennas kapToTeka (KapToTeka Mo JMYHOMY COCTaBY) CO3JaeTCsl TSl IOMCKA CBEIEHUH O TPY-
JIOBOM CTaXke, 3apIuiaTe W JPYruX JaHHBIX COLMAIIBHO-TIPABOBOTO Xapakrepa. Kaprouku comepxar
dbamMunnio, UMsl, OTYECTBO paOOTHUKA, CCHIIKA Ha HOMEpa (OH/Ia, OMHCH, Jel, JUCTOB CO CBEICHUSIMHU
0 HeM. KapTouku cucteMaTu3upyroTcs B aliaBUTHOM TOpsike (haMuITui, a B mpeaenax Gpamumini - mo
andaBUTy UMEH U OTYECTB.

B reorpaduueckoit kaproTexke mHGOpMAIHMS CUCTEMATU3HPYETCs Mo andaBuUTy reorpadude-
CkUX 00bekToB. OCHOBY KiIacCH(UKAIIMA MOXKET COCTAaBIATh TaKXkKe aJMHUHHCTPATHBHO-
TeppUTOpUATBHOE JlesieHue. [lanpHeimas cucreMaTu3anus IPOBOIUTCS B XPOHOJIOTHYECKON TTOCIIe 0~
BaTEIHHOCTH.

KaptoTeka 1o ucTopuu OpraHu3aiuy Co3/1aeTcs, KaK MPaBHIO, B apXUBE, UMEIOIIEM HECKOJIb-
KO MCTOYHHKOB KOMIUIEKTOBaHUsA. OHA COAEPKUT MHPOPMAIUIO O CO3JIaHUH, MpeoOpa3oBaHUM, JTUK-
BUJIAITMN OPTaHHU3AIHH, TePEeIAOINX JOKYMEHTHI B JAHHBIH apXUB, CO CCHUTKAMHU HA PACIIOPSIATEb-
HBIE JOKYMEHTBI, SBIISIONINECS OCHOBAaHUEM JIJISl KX CO3/IaHUs, IPeoOpa3oBaHusl, TMKBUIALINH.

B XpoHONOTHYECKYI0 KapTOTEKY BKJIFOUAIOTCS KapTOUYKH, COAEpIKaIIne HHPOPMAIIUIO O JaTax
cOOBITHIA, (JAKTOB WM AaTax JOKYMEHTOB, PACIIOJIOKCHHBIE B XPOHOJIOTHMYECKOHN MOCIEA0BaTEIbHO-
CTH.

B apxuBax, XpaHsIIUX 3HAYUTEITLHOE KOJINYECTBO (DOHIOB, COCTABISICTCS KAPTOTEKa HA3BaHUIA
donaoB. Ha xaxxmoe Ha3BaHue (mepernMeHOBaHHUE) (DOHIA COCTABIACTCS KapTOYKa C YKa3aHUEM €ro
HOMepa M KpaliHux nat. Kaprodku pacnonararorcs B ajaaBUTHOM MOPSIKE BUIOB OPTaHU3AITHIH.
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Heckonbko KapTOTEK OJJHOTO BHUJIA MOTYT OOBEIUHSATHCS B KATAJIOT.
CaMOCTOSATENBHO CYIIECTBYIOIINE KAPTOTEKH CBS3bIBAIOTCS C CHCTEMOI KaTaJlloroB MyTEeM OT-
CBLIOK.

7.4. YKa3zarTeau

7.4.1. YkazaTenb - apXUBHBIN CIPABOYHHK, MPEACTABISIOMNNA co00# andaBUTHBINA, CHCTEMa-
TUYECKUN WM COCTABJICHHBIM MO0 KaKOMY-JIMOO JPYroMy NpU3HAKY MepeueHb Ha3BaHUM (HaMEHOBa-
HUI) IPEIMETOB, YIIOMUHAEMbIX B apXUBHBIX JOKYMEHTaX, C YKa3aHUEM UX IOUCKOBBIX JaHHBIX.

VYkazaTenu B apXuBE OpraHU3alMd MOTYT OBITh MEX(OHIOBBIMH, BHYTPU(OHIOBBIMH, IO
dbopMe - FIEKTPOHHBIMH, JTUCTOBBIMU HIIM KaPTOUHBIMU, [0 CTPYKTYpE PYOPUK - MIyXUMHU (TIpeaMeT-
HBIE MTOHATHUS U UX [TIOMCKOBBIE JAHHBIC) U1 AHHOTUPOBAHHBIMHU (IIPEIMETHBIE ITOHATHS COIIPOBOXKIAIOT-
Csl IOSICHEHUSMHU), 110 TPYIIIUPOBKE MOHATUN BHYTPHU yKaszaTelled - alipaBUTHBIMH, CUCTEMaTHYECKH-
MU, XPOHOJIOTHUECKUMHU.

VYkazarenu MOTYT COCTaBJIATHCS K 3aroJIoBKaM €IMHUI XpaHeHus (06e3 uxX MpocMoTpa) WiH K
JOKYMEHTaM (C MPOCMOTPOM €IMHULL XPAHEHHUS).

OCHOBHBIMU BUJAMH YKa3aTeleill SBISIOTCS: MPEeIMETHBINA (€ro pa3HOBHUIHOCTU - TeMaTHye-
CKUH, UIMEHHOH, reorpaduveckuii), XpoHonorndeckuid. [1o rpynmupoBKe MOHATHI BHYTPH yKa3aTems
paziuyaroTcs anQaBUTHBIE, CHCTEMATHUYECKHE U XPOHOJIOTHYECKHE YKa3aTelH.

7.4.2. Ykazarenu K JJOKyMEHTaM MOTYT COCTaBJISATbCSA Ha JIOKYMEHTbI OJJHOM OIMCH, HECKOJIb-
KX onucel ¢poHmaa, menoro GoHaa, HECKOJIbKUX (POHIOB.

7.4.3. OnncarenbHas CTaThs JIIOOOTO BHJIA YKA3aTeNsl COCTOUT U3 MPEAMETHOTO MOHATHS (pyO-
PHUKH) U MTOMCKOBBIX JTAaHHBIX. B 3aBUCMMOCTH OT Ha3Ha4YeHMsI yKazaress pyOpuKa MOXeT ObITh: Mpo-
CTOM (HE UMEET MOAPYOPHUK); CIOKHOM (MMEET MOAPYOPUKY W OTIPEICTICHUE TTOHSTHS).

[TonckoBbie JaHHBIC yKa3aTelsl K €AMHHUIIAM XPAaHEHHUs OJHOM ONKCH BKIIIOYAIOT MOPSAIKOBBIC
HOMEpa €IMHUIl XPAHEHUs; IOMCKOBBIE JaHHbIE yKa3aTelsl K €AUHHUIIAM XpPaHEHHUsS HECKOJIbKUX (OH-
JIOB OJTHOT'O apXHBa ITH JaHHBIE JOIMOJHSIOTCS HOMEpaMu onucei, GOHIOB.

7.4.4. TemaTuueckuid yKas3aTellb BKJIIOYAET MOHSTHS, KOTOPbIE MPEICTaBISIIOT co00il uCTOpu-
yeckue (akTel U sBiaeHus. HaumenoBanus pyOpuK U MOoApyOpUK B HEM MPUBOJATCS B UMEHUTEILHOM
najiexe.

7.4.5. IlpenmeTHbIi yka3aTelb BKIIOUACT MOHSTHUS, PACIIONOKEHHbIE B ali()aBUTHOM MOPSIJIKE.

OOmuit mpeIMeTHBIM yKa3aTelb BKJIIOYAeT Pa3HOPOJHBIE MOHATUS U MO CTPYKTYpe pyOpHK
MOYET OBITh TOJIBKO TITYXHM.

CriennanbHbIM MPEIMETHBIM yKa3aTellb BKIOYAeT OJHOPOJHBIE MOHATUS (BUIbI TOKYMEHTOB,
(amMuIuKM aBTOPOB, HA3BaHUS YUPEXKJICHHH, UX CTPYKTYpPHBIX YacTeil, Ha3BaHHs oTpacie u T.1.) U
MOJKET OBITh TJIyXUM WJIM aHHOTHPOBAHHBIM.

VimeHHO# yka3aTenb CTpOUTCS MO alihaBUTHOMY MPU3HAKY U BKJIOYaeT (paMuinu, UMeHa, OT-
yecTBa (pa3HOUTEHUS, ICEBIOHUMBI, PO3BUILA, KIINYKH), OnOorpapuuecKke CrpaBKu.

I'eorpaduueckuii ykazaTenb BKJIIOYAET HAUMEHOBaHMS TOCYIAapCcTB, aAMHMHHMCTPATUBHO-
TEPPUTOPUATBHBIX EIUHUI], MOPEH, PEK U JIPYTUX reorpapuuecKuX MOHITHH.

Oo6o0muiaromue MOHATUS WIM aIMUHUCTPATUBHO-TEPPUTOPUAIbHBIE HANMEHOBAHUS BHOCSTCS B
yKazaTenb 0e3 MOSCHeHHUS.

7.4.6. XpOHOJIOTUYECKHI yKa3aTelb COCTOUT W3 PYOpHK, BKIIOYAIONIUX JIAThl UCTOPUUYECKUX
COOBITHI, IBIEHUH U (DAKTOB MM AThl JOKYMEHTOB, PACTIOI0KEHHBIX B XPOHOJIIOTUYECKOM TOPSIZIKE.

7.4.7. B ykazarene npumensercs cuctema oommx ("cM.") u yacTHbIX (''cM. Takxke'") OTCHUIOK, C
MOMOIIbIO0 KOTOPBIX YCTAHABIUBAETCS CBA3b MEXKIY TOKJIECTBEHHBIMU MOHITHSIMH.

7.4.8. Yka3arenu K apXUBHBIM CIIPABOYHHKAM MOTYT OBITh T€X K€ BHJIOB M UMETb Ty K€
CTPYKTYpPY, HO B TIOMCKOBBIX JAHHBIX CCBHUIKM JAIOTCA Ha CTPAHUIIBI WJIM pazlienbl (UIsl KaTajaoroB)
CIIPAaBOYHHKA.

7.5. O0630pbI

7.5.1. OG30p - apXUBHBII CIPABOYHHUK, BKIIOUYAIOIMIUNA CHCTEMAaTU3UPOBAHHBIE CBEICHHS O CO-
CTaBC U COACPIKAHUU OTACIIBbHBIX KOMITJICKCOB TOKYMCHTOB.
Bumamu 0630pa B apxuBe OpraHu3aIiiy sSBISIOTCS 0030p (GoHIA M TEeMaTHYECKHi 0030p.
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OObekToM omucaHus s 0030pa (HoHAA SBISETCS NOKYMEHT (Tpymma JOKYMEHTOB, 9acTh J0-
KyMEHTa), €IUHUIA XpaHEHUs, equHHIa yyeTa onHoro ¢Gonaa. OOBEKTOM ONMHMCAaHUS AJS TeMaThde-
CKOTO 0030pa Mo JOKYMEHTaM apXHBa SIBISETCS JOKYMEHT (TpyIa JOKYMEHTOB, YaCTh JTOKYMEHTA),
eIMHUIIA XpaHEHUs, €IMHUIIA yueTa oHoTo ¢oHaa (dactu ¢hoHAa, Tpynnsl (GOHIOB) apXHUBa IO OMpe-
JICJICHHOU TEeMe.

7.5.2. O630p QoHIa BKIIIOUAET CUCTEMATU3UPOBAHHBIE CBEJICHUS O COCTAaBE M COJIEP>KaHUU J10-
KYMEHTOB OJIHOTO (hoH/a.

7.5.3. TemaTuueckuii 0030p BKIIIOYAET CHCTEMAaTU3HPOBAHHBIE CBEJEHUS O COCTAaBE M COJEp-
YKaHUU 9aCTH JOKYMEHTOB OJJHOTO HJIM TPYIIBI (POHIOB apXHBa IO OMPEACICHHON TeMe.

7.5.4. Ilpu cocraBieHun 0030poB mpuMeHseTcs AuddepeHIUPOBAHHBIN MMOIX0/, 3aKI0Yaro-
muiicsi B BeIOOpe (OoHIA U / UM TeMbl, IPUHIIUIA TPYIIIMPOBKH HHPOPMALIMU B OCHOBHOM 4acTH 00-
30pa, MPUMEHEHUU Pa3IMYHON METOAMKH MpEeACTaBlieHUs MH(OpPMalUU O TOKyMEHTax (MHIUBUIY-
QIBHBIE WM TPYIIOBbIC aHHOTAIIMH ), PA3IMYHON METOAMKHU OMUCAHUS OTJCIIBHBIX BUOB TIOKYMEHTOB,
BBISIBJICHUH 11€71€CO00Pa3HOro COCTaBa U CTENEHH MOJTHOTHI CIIPABOYHOTO arnapara K 003opy.

7.5.5. O630p COCTOUT U3 COBOKYITHOCTH aHHOTALIMM OTAENIBbHBIX IPYII €IUHULl XpaHEHUSs, €11~
HUI] y4eTa, JOKYMEHTOB U CIIPABOYHOTO aIlrapara.

B anHOTanmm m3naraercs cojepKaHue TPYIIBI €IUHUL] XpaHEHHs, €AMHUI] YIeTa, TOKYMEHTOB,
YKa3bIBAIOTCS OCHOBHBIE Pa3HOBUAHOCTH JIOKYMEHTOB, MX aBTOpPbI, XPOHOJIOTMYECKHE pPaMKH, IO/I-
JMHHOCTD, MTOMCKOBBIEC NaHHBIE. B 0030pe (oHIa MOMCKOBBIE JaHHBIE COCTOSIT U3 HOMEPOB OITUCEH,
€MHUII XPAHEHUS, SIUHUI] y4eTa, JTUCTOB €IUHUIBI XPAHEHUS; B MEK()OHIOBOM TeMaTH4YeCKOM 0030-
pe TIOMCKOBBIE JaHHBIE JTOTIOIHAIOTCS HOMepaMu (oHmoB. B cripaBouHsIii anmapaTt 0030pa BXOIAT TH-
TYJBHBIN JIUCT, coJiep)kaHue (OryaBlieHUE), MPEAUCIIOBUE, CIIHCOK COKpalleHui, ykazarenu. K Tema-
TUYECKOMY 0030y JOJKHBI OBITH COCTaBIICHBI CTUCOK (POHIOB, HHPOPMAIUS O KOTOPBIX COACPIKUTCS
B 0030pe, 1 oubmorpadus mo Teme.

B npeaucnoBun xk 0030py H3/IAraroTCs CBENEHUS MO0 UCTOPHH (HOHI000pa30BaTENI U UCTOPHH
donma, cTpykType 0030pa, COCTaBy CIIPAaBOYHOTO armapara.

7.5.6. B ocHOBY mocTpoeHusi 0030pa MOTryT OBbITb IOJIOXKEHBI CTPYKTYpPHBIH, OTpacieBOi
(pyHKIMOHANBHBIN), TPEAMETHO-TEMAaTHIECKUH, reorpapuuecKuii, XpOHOIOTHYECKUI U Apyrue mpu-
3HAKH.

Jnst 0030pa (hoH1a TUYHOTO TPOUCXOKICHUS NCHOIb3YEeTCs CXeMa CUCTEMAaTU3aluy T0KyMEH-
TOB (OHJIA.

7.6. UcTopuyeckasi cipaBka

7.6.1. B apxuBe opraHu3aiiii COCTaBISETCS UCTOPUYECKas CIpaBKa K apXUBHOMY (HOHAY - JI0-
KYMEHT, COJIepXKalliii CBEACHUS TI0 UCTOPHH (POoHI000pa3oBarTesisi U apXUBHOTO (POHJIA, KPATKYIO Xa-
PaKTEpUCTUKY COCTaBa U COJEP>KAHHUS €ro JOKYMEHTOB U CHCTEMbl HayYHO-CIIPAaBOYHOIO arrapara
apXuBa.

Hcropuueckasi cipaBka COCTOUT M3 pa3zesioB: ucropus ¢pongooOpasoBarels, uctopus (Gonna,
XapaKTepUCTHKA TOKYMEHTOB (hoHAa.

7.6.2. IlepBslit pa3aen - ucropus GpoHa000pa3oBaTeNs - BKIOYAET XapaKTEPUCTHKY HUCTOpHYe-
CKHX YCJIOBUM BO3HMKHOBEHHS OpraHM3alliy, Ha3BaHHE OpraHMU3alMU-TPEAIIeCTBEHHUKA, B XPOHOJIO-
TMYECKOH NOCIIEN0BATENBHOCTH BCEX PEOPraHU3aLUi, B TOM YHUCIIE CAEAYIOLNE CBENCHHUS:

JaThl CO3/laHus, MpeoOpa3oBaHus U JUKBUJALMN OPTaHU3AlMK CO CCHUIKOM Ha 3aKOHOAATENb-
HbIE aKThl WJIK PaCHOPSAIUTENbHbIE IOKYMEHThI; HA3BAHUE OPraHU3alUU-TIPEEMHUKA;

3a/a4¥ U QYHKIMU OpraHU3aluy U UX U3MEHEHUS;

MacIITad AeAaTeIbHOCTH OPTaHU3aIlH, COCTaB CUCTEMBI TIOJIBEJOMCTBEHHBIX OpraHU3aInii;

MECTO OpraHH3alluy B CHCTEME I'OCY/apCTBEHHOIO ammapara, SKOHOMHYECKOH, 00IeCTBEHHO-
MIOJINTUYECKOU, KYJIbTYPHOU U APYTrOH KU3HY,

M3MEHEHHUS B Ha3BaHUU U TIOJJYMHEHHOCTH OpraHu3alluu;

CTPYKTYpa OpraHU3alMK U €€ U3MEHEHUS.

JI1st 00beIMHEHHOTO apXUBHOTO (DOHAa MOYKET COCTABIIATHCS 00Ias uctopus GoHI000pa3oBa-
TeJen.

B oTHOIIEHNN apXUBHOM KOJJIEKIIMU - YKA3bIBAIOTCS CBEACHUS M0 UCTOPUU €€ CO3/IaHus, CBe-
JIEHUS O COCTaBUTEIE, a TAKKE O MECTOHAXOXACHUU KOJUIEKIIMU A0 MOCTYIJIEHUS B apXUB (€CIM OHA
He OblJIa Co3/aHa B apXHUBe).
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7.6.3. Bropoii pa3nen - ucropust poHa - BKIIOYACT CISAYIOINE CBEICHUS:

JiaTa MepBoro MOCTYIUICHUs TOKYMEHTOB ()OH/Ia B apXUB, X 00BEM U KpallHUE /1aThl;

M3MEHEHHsI B COCTaBe M o0beMe (poHAa M MX NPUYMHBI (MPOBEJCHHUE SKCIEPTU3bI IIEHHOCTH,
yTpaThl, HE3aJJOKYMEHTUPOBAHHBIE TIEPUO/IBI);

CTENEHb COXPAaHHOCTHU JOKYMEHTOB;

0COOCHHOCTH (DOPMHUPOBAHMS, ONMMCAHUA M CUCTEMATHU3AIlMM JOKYMEHTOB, CBEACHHS O HaJU-
YUU JOKYMEHTOB, BBIXOISIINX 38 XPOHOJIOTHYECKHE TpaHuLIbl (PoH/a;

CBEJICHUS O HAJMYMU JOKYMEHTOB (POHI000pazoBatelns (B TOM YHUCIE MO JUYHOMY COCTaBy),
HAXOJALIMXCS B COCTaBE APYruX (POHOB WIIM ApXMBOXPAHHIIUIIL, K MECTaX X XPaHEHUS;

CBEICHUS O HAJIMYUH JOKYMEHTOB JIPYTUX OpraHu3anuil wiv jiuil (GoHI0BbIe BKIIIOUEHUS);

COCTaB HayYHO-CIPAaBOYHOTO anmapara K GoHIy.

7.6.4. Paznen o ucropuu (hoHAa COAEPKUT TAKXKE TAKUE SJIEMEHTHI OMMCAHMS, KaK aHHOTAIuS,
oubmuorpadusi, nHGopmanus 00 yCIOBUSX TOCTYIIA H UCIIOIb30BAHMS JOKYMEHTOB.

AHHOTaIUA BKJIIOYAET B ce0s KpaTKyr 0000LIEHHYIO XapaKTEePUCTHKY COCTaBa TIOKYMEHTOB IO
CTpyKType (OHJa U MO BHJAAM JOKYMEHTOB, COJCpPXAaHUS JOKYMEHTOB IO T€MaM, BOIPOCaM, OTpa-
JKAIOIIMM HaIpaBIICHUs JEATENbHOCTH (HOHA000pa3oBaTels, ¢ yKa3aHUEM XPOHOJIOTHU TeM U 0003Ha-
YEHHEM UX reorpapuieckux (aIMUHUCTPATUBHO-TEPPUTOPHAIIBHBIX ) TPAHMUII.

bubnuorpadus BkiIO4aeT CIUCOK OMYOJIMKOBAHHBIX U HEOMYOIMKOBAaHHBIX CIIPABOUYHUKOB MO
(GoHIly U JOKYMEHTAJIbHBIX ITYOJMKALIUH, BBIIIOJIHEHHBIX HA €70 OCHOBE.

7.6.5. Tpetuit pa3aen BKI0YaeT 0OOOIICHHYIO XapaKTepUCTUKY (OH/A IO COCTaBY U COJEpKa-
HUIO JJOKYMEHTOB B II€JIOM U OTJENbHBIX IPYNI JOKYMEHTOB; CBEICHUS O HAIUYUU IOKYMEHTOB, BbI-
XOJIALINX 32 XPOHOJIOTHYECKHE paMKU (OH[A, O HAYYHO-CIIPABOYHOM armapare K GoHay, o BUAaX HO-
cuTtesnei nHpopManuu.

7.6.6. Bropoii u TpeTuil pa3ziesibl HCTOPUUYECKON CIPaBKH apXHMBHOM KOJUIEKIIMU CTPOSITCA 1O
AQHAJIOTMU C COOTBETCTBYIOIIMMU Pa3jieaMi HCTOPUUYECKOM CIIpaBKK apXUBHOTO (POH]Ia OPTaHU3ALNH.

7.6.7. CripaBKka MOJIUCHIBAETCS UCIIOJIHUTENEM M 3aBEIYIOIIUM apXUBOM (JIMIIOM, OTBETCTBEH-
HBIM 32 apXHUB).

Hcropudeckas crpaBKa I€4aTaeTCsl B YETHIPEX DK3EMIUIApaxX: TPU 3K3EMIULIpA MEPENaroTCs B
rocy/1apCTBEHHBIN apXUB MU MEPBOI nepenadye JOKYMEHTOB (hoHAa; OJUH XpaHUTCS B jaene GoHaa B
apXUBE€ OpraHHU3aluH.

7.6.8. Ucropuueckas cripaBka JAOIMOJIHAETCS MPHU MONOJHEHUH (OHAA WIH B CIyyae peopraHu-
3alliu, U3MEHEHHs CTPYKTYpbl M (QyHKIMI opraHm3anuu. Vctopuueckas crpaBka (4acTh ee) mpen-
CTaBJISICTCS B TOCYJTAPCTBEHHBIN apXUB BMECTE C KaX A0 3aKOHYEHHOU OIUCHIO.

7.7. ABTOMaTH3MPOBAHHBIH HAYYHO-CIIPABOYHBIN alMapaTr apxuBa

7.7.1. ABTOMaTU3MPOBAHHBIN HAay4YHO-CIIPAaBOYHBIN anmapar apXxuBa - KOMIUIEKC JIEKTPOHHBIX
CIPaBOYHHUKOB (0a3a JaHHBIX OMMCAHUN IOKYMEHTOB), IIpEeIHa3HAYEHHBIX i1 3((PEKTUBHOTO MMOUCKA
apXUBHBIX JOKYMEHTOB U HH(OPMAIIHH.

7.7.2. ABromatuszupoBanHblii HCA moxeT 6a3upoBaThcsi Ha HHPOPMAIIMOHHO-TTIOUCKOBOM CHUC-
TEME, CO3/1aBaeMOM B TEKYIIEM JIEIONPOU3BOJICTBE OPraHU3AlMH, U TIPEXKAE BCEIO TAaKUX €€ DJIEMEH-
TaxX, KaKk AJIEKTPOHHbBIE CIPABOYHBIE KApTOTEKH, HOMEHKIATYPHI Jell, Ki1accuukaTopsl (KOppecroH-
JICHTOB, CTPYKTYPHBIX MOJpa3/ieIeHuil, Ha3BaHUI BUJJOB JOKYMEHTOB H JIp.).

OCHOBHBIMU TOJIIMU 3JIEKTPOHHOM perucTpanuoHHO-KOHTpodbHOM KapTouku (PKK) sBstoT-
csi: aBTOp (KOPPECHOH/ICHT), Ha3BaHKWE BUJA JOKYMEHTA, JaTa, UHJEKC JOKYMEHTA, 3arojloBOK (Kpat-
KO€ COJIepKaHKE), PE30JIOLNS, CPOK UCIIOTHEHUS, OTMETKA 00 MUCIIOIHEHUH, apXUBHBIN MIHQD.

[Touck uHpOpMALIUU O TOKYMEHTE MOXKET OCYLIECTBIATHCS Kak mo ogHoMy noito PKK, tak u
110 KOMOWHAINH MOJEH.

7.7.3. ITone PKK "Homep nena o HoMeHKJIaType" SBIISETCS CBA3YIOLUM IIOUCKOBBIM PEKBU3H-
TOM TIpH IIepeXoJie OT MoMcKa HH(OPMAaLIMK Ha YPOBHE JOKYMEHTa K IOMCKY Ha YPOBHE JIela.

IIpn HaMM4YMKM 31EKTPOHHON HOMEHKJIATYphl JI€]1 B aBTOMaTHU3UPOBAHHOM PEXUME OCYIIECTB-
JsIeTCs CIIMCAaHUE JOKYMEHTOB B JIEJIO U U3BJICUEHHE JOKYMEHTOB U3 JIeNa.

Ecnu monb30BaTenb OCYIIECTBIISAET MOUCK MH(OPMAIIMK 110 HOMEHKIIAType Jell, a eMy Tpedy-
eTcs MeperT K KOHKPETHOMY JTOKYMEHTY, aBTOMATHYECKH MOTYT CO3/1aBaThCsl MEPEUHHU JOKYMEHTOB,
BOILEIINX B A€Ta.
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OCHOBHBIMH NOMCKOBBIMHM PEKBU3UTAMU HOMEHKJIATYpPBI A€ SBIISIOTCS: UHIAEKC JIeTa, 3arojo-
BOK JIeJ1a (TOMa, 9acTH ), KOJUYECTBO JIeT (TOMOB, YacTeH ), CPOK XPaHEHUSI U CTAThS 110 TIEPEUHIO.

7.7.4. Ha ocHOBE 2J1EKTPOHHOW HOMEHKJIATYPHI J€J1 B aBTOMaTU3UPOBAaHHOM PEXHUME OCYIIECT-
BIsieTcss opmupoBanue onwucei aen. [Ipu stom "dumpTpom" mias oTOopa MHGOPMAMH SBIISIOTCS
CPOKH XpaHEHHUS JOKYMEHTOB (IMIOCTOSIHHOTO, BpeMeHHOTro (cBbimie 10 jieT) XxpaHeHus, M0 JTUYHOMY
COCTaBy).

B 271eKTpOHHOI OnUCH COAepKaTCsl PEeKBU3UTHI oNMcaHus HH(opMau Ha ypoBHe nena. O0s-
3aTe’IbHBIMU PEKBU3UTAMH OMHCAHUS SBJSIOTCS: MOPSAKOBBIA HOMEp 3amucu (HOMep Jesa), MHIEKC
JieJ1a, 3arojI0BOK Jieja, YKa3aHHe Ha NOJJIMHHOCTh (KOMMHHOCTD), KpailHue JaThl JOKYMEHTOB, KOJIUYe-
CTBO JIUCTOB B JieJie, aHHOTAIUS TOKYMEHTOB.

COBOKYIHOCTb JIEKTPOHHBIX OMHCEH JAaeT HH(OPMAIIHIO O (POHIE B IEIIOM.

7.7.5. Dnexkrponnsie PKK gBisitoTCS OCHOBOM 1Sl CO3/TaHKsI aBTOMATU3UPOBAHHOI'O KaTajora.

Ecnu B TpanuunonsoM HCA BuIbI U pa3HOBUAHOCTH KaTaJOroOB (CHCTEMaTUYECKHM, TeMaTu-
YECKUH, IMEHHOH, 110 UCTOPUH YUPEXKIECHUHN U JIp.) CBA3AHBI MEXY COOON CUCTEMON OTCHUIOK, TO B
ABTOMATH3UPOBAHHOM pEXHUME (POPMHUPYETCS OIHMH IEKTPOHHBINA KaTaJloT, COAEeP KA ONMCaHue Ha
YpOBHE TIOKYMEHTA WJIH JIeNa.

Karanor cHabxaeTcst KIIFOUEBBIMU CIIOBAaMH, OTPAXKAIOIIUMH TEMY, Teorpaguueckoe Ha3BaHue,
nepcoHanuu U T.74. [IpegycMoTpeHHas B Katajiore cxema Kiaccu(PpHUKaIMM MO3BOJIIET OTHECTU JOKY-
MEHT K OJIHOM WJIM HEeCKONbKUM pyOpukam. [Tonck nadopmaiim mo cxeme kKiaccu(HuKamuy mo3BOIISIET
MCIIOJIb30BATh EKTPOHHBIN KATaJor Kak CUCTEMAaTHUYECKUH, KaTajor Mo reorpaguueckiuM Ha3BaHUSIM
- KaK reorpau4eckuii u T.J.

[Ipu orcyTrcTBUM B OpraHM3allMi aBTOMATU3MPOBAHHOW CHCTEMBI PErHCTpAlMH JTOKYMEHTOB
co3zaercs 0a3a JaHHBIX OMCAHUN HA YPOBHE JOKYMEHTA (JIEKTPOHHBIN KaTajor).

OCHOBHBIMU PEKBU3UTAMHU OIMCAHUI B 3JEKTPOHHOM KaTaJore SIBISIFOTCS: WHICKC, PyOpHUKa,
nopyoOprKa, Aara COOBITHS, MECTO COOBITHS, COJACpKaHHe, Ha3BaHue (oHIa, HOMEp QoHIa, HOMEP
OTHCH, HOMED JIeTia, HoMep JucTa. PexkBu3uThl: Ha3Banue GoHaa, Homep GoHIaa, HOMEp OMHUCH, HOMEP
niena, HOMep JIMCTa COAEpKAT YUETHBIE XapaKTEPHUCTUKUA U MOTYT TPaHC(OPMHPOBATHCS U3 YUETHOH
ABTOMATU3UPOBAHHOW CHUCTEMBI.

7.7.6. ABTOMaTH3MPOBAHHBIN HAayYHO-CIIPABOYHBIM amnmapaT MPeloCTaBisIeT 10 CPAaBHEHUIO C
tpaguioHHsIM HCA Gonee mupokue BO3MOKHOCTH ONEPAaTUBHOIO U MHOTOACIIEKTHOTO MOMCKA ap-
XUBHBIX J10KyMeHTOB. @yHkuuu HCA BBINONHAIOTCS ¢ MOMOIIbIO MPOIENyp MOHUCcKa WH(pOpMAaIHH,
NpEeJCTaBICHUs Pe3yIbTaTOB MOUCKA Ul SKPAHHOTO MPOCMOTpa WM B BUE (ailjioB M pacleyaTok,
(bopMHUPOBaHUS TEKCTOB CIIPABOYHUKOB.

KitoueBble c10Ba, XapakTepHu3yrolie 0ObEKT OMUCAHUS, BBOJIATCS B CUCTEMY B IPOIIECCE OIMHU-
CaHMs WIM Tocje ero 3aBepuieHus. KirodeBble cioBa AalOT MOJIb30BATENI0 BO3MOXKHOCTH OBICTPOTO
NoKCKa UHPOPMALIMU Ha YpOBHE (OHA, ONUCH, JIeIa, TOKYMEHTA.

[Tonck uHGOpMAIMK 10 MOJTHOTEKCTOBBIM 0a3aM JTaHHBIX, BKIIOYAIOIIUM IOJHBIE TEKCTHI Ma-
TepHasoB (apXUBHBIE TIOKYMEHTHI, )KypHaJIbHBIE CTAThU, 3aKOHOJATENbHBIE aKThl), IPEIyCMAaTPUBAECT
oOparlrieHue MmoIb30BaTeNs Mpexkae Bcero K pedepary (BBEICHUIO) M 3aroJIOBKaM pa3JiesioB JOKYMEHTa
C MepexoJIoM, MPH HEOOXOTUMOCTH, K COOTBETCTBYIOIEMY TeKcTy. Iloap3oBarento mpu HEOOXOUMO-
CTH MPEeAO0CTaBISETCS ONepaTUBHAS BOZMOXKHOCTH IMOTYYEHHsI KOIIUU MOJTHOTO TEKCTa JOKYMEHTA.

ITouck nHpoOpMaMK MO TOTHOTEKCTOBBIM JJOKYMEHTAM MOXET OCYIIECTBISATHCS MO JAECKPHUII-
TOpaM, KOTOpbIE BHIOMPAIOTCS U3 MEUaTHBIX BEPCUH Te3aypyca, WM M0 KJIAacCU(PUKALUOHHBIM HHJIEK-
caMm, a TaKkXKe 10 CJI0BaM ECTECTBEHHOT'O SI3bIKa U3 TEKCTA TIOKYMEHTA.

7.77.77. JokyMeHTBI, TOJIeXKAIINE Tepe/lade Ha MOCTOSIHHOE XPaHEHHE, MEPEIatoTCs B Tocyaap-
CTBEHHBIN apXuB BMecTe ¢ aBToMaTu3npoBaHHbiM HCA.

Hanuuune o6s3aTenbHBIX PEKBU3UTOB B CTPYKType 0a3 naHHbIX aBToMaTH3upoBanHoro HCA u
npeocTaBlieHne HHPOPMAIIUH IO 3TUM PEKBH3UTaM B JIEKTPOHHOM (opMmaTe obecreunBaeT COBMeC-
tuMocTh b/ apxmBa opranmsanuu u aromarusupoBaHHOro HCA rocynapCTBEHHOrO MM MYHHIIM-
NajJbHOTO apXHUBA.

8. UICIIOJBb30OBAHHME TOKYMEHTOB APXHWBA

8.1. IlonsiTHe UCIOJIb30BAHMS JOKYMEHTOB apXHBa
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8.1.1. Mcnonp30BaHMe apXUBHBIX JOKYMEHTOB - MPUMEHEHHE MH(OpMAIMH apXHUBHBIX JOKY-
MEHTOB B KYJIbTYpPHBIX, HAyYHbIX, IOJUTUYECKUX, SKOHOMUYECKUX LEISIX U Ui 00ecredeHus: 3aK0H-
HBIX IIPaB U UHTEPECOB IPaXK/JIaH.

8.1.2. JIOKyMEHTBI apXHUBOB OPraHU3AIUHN SBISIOTCS OTKPBITBIMU JJIsI UCTIOJIB30BAHUS apPXHUBOM
U TOJIb30BaTEIsIMH. VICKIIIOUeHHE COCTaBIsIeT JOKYMEHTHUPOBaHHAs MH(OpMaIlysi, OTHECEHHAs 3aKO-
HOJZIaTEJIbHBIMU aKTaMU K KaTETOPUM OTPAaHUYEHHOIO OCTYyIIa.

[Topsimok mcmonb30BaHusA JTOKyMEeHTOB ApxuBHOro ¢onna Poccuiickoit @enepanuu, Haxomus-
LIMXCSI HA BPEMEHHOM XPAaHEHNUHU B OpraHM3alysIX, ONPEAEIAeTCs MMM Ha OCHOBE HacTosAmux [Ipasuir.

8.1.3. OcHOBHBIMHU (hOPMAMU HCIIOJIB30BAHUS TJOKYMEHTOB apXHBa SBIISIOTCS:

MHGOPMHUPOBAHNE PYKOBOJCTBA U CTPYKTYPHBIX MOJpa3AeiIeHUN OpraHu3aluy, a Takke JIpy-
TUX OpraHu3alyil 0 HAJINYMK B apXUBaX TEX WIM UHBIX JOKYMEHTOB U UX COJAEPKAHUMU;

HCIIOJIHEHUE 3aIIPOCOB IPAXKIAH U OpraHU3aluil COUAIBHO-TIPABOBOIO XapaKTepa;

MCIOJIb30BAHUE IOKYMEHTOB B CPEICTBAX MACCOBOM MH(pOpMAIIHH;

[OJIrOTOBKA MH(GOPMALIMOHHBIX MEPONPHUATUNA: BBICTABOK, KOHQEPEHIMH U JIp.;

BbIJIa4a JJOKYMEHTOB JUIsI pa0OThI B YUTATHHOM 3aJIe apXUBA;

BbI/1aya JIOKYMEHTOB BO BPEMEHHOE I10JIb30BaHUE.

8.1.4. UndopmupoBaHre U MCIIOJIHEHHUE 3alIPOCOB PYKOBOAMTENEH OPraHU3alUU M CTPYKTYp-
HBIX MOJPAa3/EICHUM, a TAKXKE IPYIMX OPraHU3ALMN OCYILECTBIISETCS apXUBOM I10 OIPEIEICHHOMN Te-
MaTHKe I10 3aIpOoCy WU B MHULIUATHBHOM TOpPsIKe B (hopMe HHPOPMAITMOHHOTO MTMChMAa UITH CIIPABKH
0 HaJIM4YHHU B apXUBE COOTBETCTBYIOIIUX JTOKYMEHTOB.

WudopmupoBanre pyKOBOIUTENECH OpraHU3aIMHA MOKET ITPOU3BOAUTECS B (popme mepedHs 3a-
TOJIOBKOB JI€JI UM JOKYMEHTOB 10 ONPEIECIICHHON TEMATUKE WIM 0 BUAAM C YKa3aHUEM JaT JOKY-
MEHTOB ¥ ITOMCKOBBIX JIaHHBIX. B HEOOXOIMMBIX CITydasx IAlOTCsl aHHOTAIUH.

3arojIoBKM JTOKYMEHTOB WJIM i€ PacrojiaratoTcs B IepedyHe HE3aBUCHUMO OT UX (DOHJOBOI
IPUHAJJIEKHOCTU: 110 XPOHOJIOTUU COOBITUM, IO BOIIPOCaM, M0 BUAAM WM 3HAYUMOCTU JOKYMEHTOB B
3aBHCHUMOCTH OT 3a1poca.

WudopmupoBaHne pyKOBOIUTEICH MOXKET MPOU3BOAMTHCS TaKke B (OpME TEMaTHUECKOU
no00pKH KOMMi JT0KyMeHTOB. Komuu pacrionaraiorcs B JOIMYECKOW MOCIEIOBAaTEIbHOCTH; K MOJ-
Oopke KOmuii mpujaraeTcsi TUTYJIbHBIM JIMCT, a TaKKe IPU HEOOXOAUMOCTH HCTOPUYECKas CIIpaBKa,
NIEpPEUYEHb U IPYrHe MaTepHualbl.

[lepeuenp, nMuCcbMO, ClpaBKa, HAmpaBlii€eMble BHYTPH OpraHU3allU{, MOJNUCHIBAIOTCS 3aBe-
QYIOIIMM apXUBOM; IIPH BBINOJIHEHUH 3aIllpoca Ipyrold OpraHu3anyy IUCbMO, CIIpaBKa, IEpEYeHb, Te-
MaTH4YecKasl oA00pKa KOMUN JOKYMEHTOB MOJIMUCHIBAIOTCS 3aBEAYIOIIUM apXUBOM U HalpaBIIsSIOTCS
C COITPOBOAMTEIBHBIM IMHCBMOM 32 MOJIUCHI0 PYKOBOJUTENSI OPraHU3aluH.

8.2. UcnostHeHNe 3aMPOCOB TPaKIaH U OPTraHU3ANMI COIHATBHO-TIPABOBOTO
Xapakrepa

8.2.1. ndopmanus conranbHO-NPAaBOBOrO XapakTepa I0 3alpocaM Ipa)JIaH U OpraHu3alui
BbIJIaeTCs B popMe apXUBHOM CIPAaBKU, apXUBHOM KOITUHM U apXUBHOM BBIITUCKH.

ApXUBHas clipaBKa - JOKYMEHT, COAepKalluii apXUBHYIO HH(OPMALIHIO O IpeaIMeTe 3ampoca, C
YKa3aHHWEM ITOMCKOBBIX JJAHHBIX JJOKYMEHTOB, HA OCHOBAaHMH KOTOPBIX OHAa COCTABJICHA.

ApXUBHas KOMHUSI - TOKYMEHT, BOCIPOU3BOISAIINIA TEKCT WM M300paK€HHE apXUBHOTO JIOKY-
MEHTA, C YKa3aHUEM €T0 MOUCKOBBIX JaHHBIX.

ApXUBHas BBINHUCKA - JOKYMEHT, JOCIOBHO BOCIPOU3BOSAIINNA YaCTh TEKCTA apXUBHOIO JIOKY-
MEHTa, OTHOCALIYIOCS K ONPEIEICHHOMY BOIIPOCY, (DaKTy WM JUILY, C YKa3aHUEM ITOMCKOBBIX JaHHBIX
JIOKYMEHTA.

ApXUBHBIE CIIPABKH, BBIMKUCKU U KOMMU BBIIAIOTCS HA OCHOBAHUM MMCbMEHHOI'0 3arpoca Mojb-
30BaTesis, KOTOPBIA JTOJDKEH COJEpKaTh HaMMEHOBaHUE (M aJpec MpH MEepPechlIKe) OpraHu3anuu (ap-
XHBa), KOTOPOIl OHM aJpecOBaHbl; U3JI0KEHHE CYILECTBa 3arnpoca; (GaMHINIo, UM U OTUYECTBO oOpa-
HIAIOIIEr0Cs; €ro aJpec, KOHTAKTHbIE TeNe(OHBI; AaTy U JUYHYIO MOJIHUCH.

OOpareHust rpaxiaH, B KOTOPHIX OTCYTCTBYIOT (haMHIINH, aapeca U MOAINUCH 00paIlaronnxcs,
CUMTAIOTCS] aHOHUMHBIMU U HE IOJUIeXKAT paCCMOTPEHHIO; IIPU JIMYHOM OOpallleHUH NP HAIN4uu ¢a-
MWINH U aJpeca HeAoCTaomas HH(popMaIus Mo>XeT ObITh BOCIIOJIHEHA.

CpoK HCHOJHEHHUs 3allPpOCOB COLIMAJIBHO-IIPABOBOIO XapakTepa IpaKAaH M OpraHu3aluid 1o
MaTepHajaM apXuBa He JIOJDKeH mpeBblmath 30 nHel co aHa peructpanuu odpamienus. [1pu cinoxxHbIx
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3armpocax CPoOK MOXKET OBITh MPOAJICH, HO He Oosee yem Ha 30 qHEH ¢ 00s3aTeNbHBIM yBEIOMICHUEM
00 3TOM 3asiBUTEJISL.

CpoK HCIIOJIHEHUS 3alPOCOB C MUCIOJIb30BAHUEM TOJBKO Hay4YHO-CIIPABOYHOIO anmapara apxu-
Ba - He Oosee 15 aHEW ¢ MOMEHTA PEruCTpaluyi OOpAICHHUS.

[epecpika HENPOPHUIBHBIX 3aIIPOCOB MO MPHHAJICKHOCTH B JPYTrUe OPraHU3aluU WIH apXH-
Bbl, @ TaKXKe UH(OOPMUPOBAHHE 00 3TOM 3asiBUTEINSI 1OJIKHO OCYIIECTBIIATHCS B S-THEBHBIN CPOK C MO-
MEHTa 00paIieHusl.

8.2.2. ApXUBHBIE CIIPAaBKH COCTABJIAIOTCS HA OCHOBAaHWMU JOKYMEHTOB (MOAJMHHHMKOB U 3aBe-
PEHHBIX KOIMI1), XpaHSIIUXCS B apXUBE; UCIIOJIb30BAHUE HE3ABEPEHHBIX JOKYMEHTOB, OTHOCSIIMXCS K
BOIpocy oOpallieHusl, oropapuBaeTcs B Tekcre cupaBku ("He3zaBepeHHas komnus"). [Ipu oTcyTcTBUN B
apXuBe JOKYMEHTOB, COJEPKAIMX CBEIEHUS IO 3alpalIMBAEMOMY BOIPOCY, apXHUBHasl CIIpaBKa MO-
KeT OBbITh BbIIaHA 10 XPAHAIMMCS B apXUBE [I€YaTHBIM MaTepuaiaM, OTHOCSIIUMCS K IpeaMeTy o00-
palleHus1, C TOYHBIM U ITOJIHBIM YKa3aHHUEM UCTOYHUKA.

ApXUBHBIE CIIPAaBKH COCTAaBIISIOTCS 110 YCTAHOBJIEHHOM (opme (mpuiiokeHue 42) Ha OnaHke
ApXUBHOM CIIPaBKHU WIIM 0011eM OJIaHKe OpraHU3aIiH.

B cnpaBke nmpuBOAATCS Ha3BaHUS, JaThl M HOMEpa JIOKYMEHTOB M H3JIaraloTcs CBEACHUS,
MMEIOLIMECS] B HA3BaHHBIX JIOKYMEHTaX M OTHOCSIIMECS K Bompocy oOpauieHus. M3noxenue naercs B
XPOHOJIOTHYECKOM IOCIEI0BATEIbHOCTH COOBITHH, a HE JOKYMEHTOB, B KOTOPBIX OHM OCBEIIAIOTCS.
JlonyckaeTcsi NpUBOAUTH B CIIPABKE BBIACPKKU U3 JOKYMEHTOB, 3aKjoyas UX B KaBbluku. Ha3Banus
OpraHu3alyil B TEKCTE CHPABKU IPU MIEPBOM YINOTPEOIECHUH MPUBOJIATCS MOTHOCTHIO, @ B CKOOKaX UX
O(pUIMATIBHO NPUHATHIE COKPALLEHUS; IPU NOBTOPHBIX YIOMUHAHUAX - TOJIBKO COKPAILEHHBIE.

B cnpaBky BKJIIOYAIOTCS TOJIBKO CBEJIEHUS, YIIOMUHAEMbIE B IOKYMEHTAaX.

B TexcTe apXuBHOM CIIpaBKU HE JIOMYCKAIOTCS KOMMEHTapuu, COOCTBEHHBIE BHIBO/IbI MCIIOJIHU-
TeJIs O COJEPKAHUIO UCIIOIb30BAHHBIX JOKYMEHTOB.

[Tocne TekcTa cripaBKU MOMEMIAIOTCS apXUBHBIE MIH(PHI JOKYMEHTOB, TOCIYKUBIINX OCHOBA-
HUEM [yl COCTaBJIECHUS TEKCTa CIpaBKHU (HoMepa (HOHIIOB, ONMCEH U JieN, a TAKKe HOMEpa JIMCTOB B
niene).

ApxuBHas cIpaBKa MOJAINMUCHIBACTCS PYKOBOAUTEIEM OPraHU3ALMK WU MOAPAa3/EICHUs, B CO-
CTaB KOTOPOTO BXOAMT apXUB, U PYKOBOAUTEJIEM apXUBa; MPaBoO MOAMNKUCH CIIPaBKU YCTAHABIMBAETCS B
nojoxeHuu o ciayx6e JJOY umu B nosnoxxeHun o6 apxuse opranuzanuu. CripaBka 3aBepsieTcs Ieda-
THIO OpTaHM3AIMK; BTOPOIl SK3EMIUIAP apXUBHOM CIIPaBKU 3aBEPSETCS] PYKOBOJUTENEM apXHBa U Xpa-
HUTCS B JIeJlaX apX1UBa B COOTBETCTBUHU C HOMEHKJIATYPOH JI€II.

8.2.3. ApxuBHBIE KONHUU U BBITUCKUA U3 JOKYMEHTOB BBIJAIOTCS B COOTBETCTBUU C 3aIPOCOM.
M neHTHYHOCTh MOUIMHHUKY BBIJJAHHBIX apXHUBHBIX KON U BBIUCOK 3aBEPAETCS MOINUCHI0 PYKOBO-
JTUTEII OpraHU3aliy WK YIIOJIHOMOYEHHOTO UM JHIa (pPyKOBOAUTENS MOJPA3AEICHUs], B COCTaB KO-
TOPOTO BXOJUT apXHB) U repOOBOIi MeYaThi0 OpraHu3aIum.

Brinucka npou3BoAUTCS TOJIBKO M3 JIOKYMEHTA, B KOTOPOM COJEPYKUTCS HECKOJBKO OTAEIb-
HBIX, HE CBSI3aHHBIX MEX]ly 000 BOMPOCOB. Brinucka 10kHa BOCIPOU3BOJUTD MOJHBINA TEKCT YacTH
JIOKYMEHTA, OTHOCSIIIENCA K 3apocy.

OTtnenpHBIE CIIOBA U BBIPAXKEHUS MOMAJIMHHOTO JOKYMEHTA, & TAK)XKE MCIPABIICHUS, IOAUYNUCTKH,
BBI3BIBAIOIINE COMHEHNE B UX JTOCTOBEPHOCTH, OroBapuBaroTcs ciaoBamu: "Tak B nokymente" ninu "B
TEKCTe Hepa300opunBo".

MammHONUCHbIE apXUBHBIE KOMMU U BBIMUCKU M3TOTABIMBAIOTCA Ha OJIaHKe MHUChbMa OpraHu-
3anuu ¢ 0003HauUeHHEM Ha3BaHMs JOKyMeHTa: "ApxuBHas komus", "ApxusHas Bbimucka". [Ipu usro-
TOBJICHUU KCepO- WK (DOTOKOIUM JOKYMEHTa OJIaHK OpraHu3allii, Kak MPaBuiIo, HE UCIIOIb3YETCS.

ITocne TexcTa apXMBHOW KOIMM WIJIM BBIITUCKU YKa3bIBA€TCS apXUBHBIN MNP JokymMeHTa. Eciau
KOIUS WIK BBINKCKA 3aHUMAIOT 00JIee OJJHOTO JIMCTA, ApXUBHBINA MU(P yKa3bIBa€TCs Ha 000pOTE Kax-
Joro JMcTa. Bee aucThl apXUBHOM KONMMH UITH BBITMCKH JTOJDKHBI OBITH CKPETIJIEHbI, TPOHYMEPOBaHbI U
Ha MECTEe CKPEIUICHHUS 3aBePEHbI apXUBOM.

8.2.4. ApxuBHbIE CIIpaBKH, KOIIMU U BBIIUCKH U3 apXUBHBIX JOKYMEHTOB HAIPaBJISAIOTCS 3as-
BUTEJISIM TI0 110YTE C COMPOBOAUTENBHBIM MMCEMOM, MOANUCAHHBIM PYKOBOJUTENEM OpraHU3aI[UH HIIN
CTPYKTYpPHOTO NOAPA3JEIECHUS], B COCTaB KOTOPOr0 BXOAUT apXUB. ApXUBHBIE CIPAaBKH, KOIIUU U BBI-
IUCKU MOT'YT BbIJaBaThCs MO/ PACIUCKY Ha PYKH 3asABUTEINSAM IIPU MPEIbSIBICHUH TaCIOPTa WM HHO-
ro JOKYMEHTa, YIOCTOBEPSIOLIErO JUYHOCTh; MX POJCTBEHHMKAM MWJIM JOBEPEHHBIM JHIAM IpH
IPEIbIBICHUM HOTApUAILHO 3aBEPEHHON IOBEPEHHOCTH, O()OPMIIEHHON B COOTBETCTBUM C 3aKOHOJA-
TEIbCTBOM.
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[TonyyaTenb apXUBHOM CIIpaBKH, KOMUU WM BBITUCKH PACHUCHIBACTCS HA BTOPOM IK3EMILISIPE
MIOJIy4aeMOro JOKYMEHTA, OCTAIOIIEMCs B JIeJlaX apXHBa, C YKa3aHUEM JIaHHBIX MACIIOPTa WK IPYroro
JIOKYMEHTA, YJIOCTOBEPSIOUIETO JUYHOCTD MOITydaTels.

8.2.5. ApXuB B COOTBETCTBUH C 3aKOHOAATEIILCTBOM OOECIEYMBACT: MPABO IPakJaaH Ha JOCTYI
K JOKyMEHTUPOBAHHON MH(OPMAIH O HUX; IPABO 3HATh, KTO U B KAKHUX I[EJISIX UCIIOJIL3YET M UCIIOJb-
30Baj 9Ty uH(popmanuo. OTKa3 rpaxJIaHUHY B JOCTYIE K IOKYMEHTaM O HEM MOKET ObITh 00KanoBaH
B CyAeOHOM THOPSIZIKE.

ApXUB OpraHu3zaiuy 00si3aH MpeaoCTaBUTh UH(OPMaLIHIO OecIyIaTHO MO TPeOOBaHHIO TE€X Op-
raHU3alMi 1 JIUI, KOTOPBIX OHO KacaeTcs. OrpaHuyeHus BO3MOKHBI JIMIIb B CIIy4asix, IPeyCMOTPEH-
HBIX 3aKOHOJAaTeNbCTBOM Poccuiickoit Penepaunv. ApXUB MOXKET UCIIOIHATh TEMATHUYECKUE 3aIIPOCHI
IOPUAMYECKUX JIUII, a TAKXKe 3amMpochl (PU3HMUECKUX JIUI] KMYIIIECTBEHHOTO M (DMHAHCOBOTO XapakTepa
Ha IUIaTHOU ocHOBe. [lepeyeHp Takux yciayr U pa3Mep OIUIaThl YTBEPKAAIOTCA PYKOBOJIUTEIEM Opra-
HU3aIUH.

8.2.6. Jlonyckaercs U3bATHE U3 apXUBHBIX JI€J] U BblJlaya BJIAJEIbLAM WA UX POJICTBEHHHKAM
MO/JIMHHBIX JIMYHBIX JTOKYMEHTOB O IPakJIaHCKOM COCTOSIHUU, 00 00pa30BaHUU, TPYAOBBIX KHUKEK U
JIPYTUX, HE MOJIYYEHHBIX B CBOE BpPEMs BIIa/IENbLIEM, JOKYMEHTOB.

[TogyuuHbIe TUYHBIE JOKYMEHTBHI BBIJAIOTCS C pa3pelIeHUs PYKOBOIUTENSI OpraHU3aliu 3asi-
BUTEJISIM 110 NMPEIBSABICHUH M1ACIOPTA, UHOTO JOKYMEHTA, YIOCTOBEPSIOLIErO JUYHOCTh, X POJACTBEH-
HUKaM WJIU JIOBEPEHHBIM JIMIIaM HOTAapHAJIbHO 3aBEPEHHOUN NOoBepeHHOCTH. [lomyinHHbIC JTUYHBIE J0-
KYMEHTBI MOTYT OBITh BBICJIaHbI 3aSIBUTEIIO LIEHHBIM IMHCHMOM.

Opranamu 1paBoONoOpsiKa U3 ApXUBa MOTYT OBITh U3BSATHI JOKYMEHTHI B COOTBETCTBUH C 3aKO-
HozaarenbcTBOM Poccuiickoit denepanuu.

Ha mecTo u3bsaTOro JoOKymMeHTa B €710 BKIAABIBACTCS CIIpaBKa O BbIJaue, CHATAsI C HETO KOIHS
WIM B YUYETHBIX apXUBHBIX JOKYMEHTaX IENaeTcsi OTMETKa 00 M3BATUH, YKa3bIBAIOTCA HOMEp, JaTa U
Ha3BaHUE JJOKYMEHTA - OCHOBAHUS JIJIsl U3BATHUS, & TAK)KE PACIIHMCKA MMOTydyaTeNsi JOKyMeHTa (Tpu JIn4-
HOM mepenaye).

8.2.7. Ilpu oTCyTCTBUM B apXMBE 3alpPalINBAEMbIX CBEICHHUM OTPUILIATEIBHBIN OTBET COCTABIIS-
eTcsl Ha ONaHKe MHUChbMa OpraHu3alui. B HeM ykaspiBaeTcsi (pakT OTCYTCTBHSI B JOKYMEHTaX apXuBa
MHTEPECYIOIIUX 3asiBUTENSI CBEJICHUH U JAIOTCS PEKOMEHJIalluK, Kyia ciaeayeT oOpaTuThes 3a HeoOX o-
numoii mHpopMmarueil. B ciyuasx oTpullaTeTbHOTO OTBETA, CONEPIKAIIETro CBEEHUSI 00 OTCYTCTBHH B
apXuBEe HEOOXOMMBIX JTOKYMEHTOB BCJIEICTBHE MX THOETU WM YTPAThl, TEKCT MUChMa JIOJKEH OBIThH
3aBEPEH MEYAThIO0 OpraHU3aLNH.

8.3. PaGora yuTanbHOrO 32712 apxuBa

8.3.1. B nensix co3maHus ycioBUH JUIsl paOOTHI CIIEUATMCTOB (IIOJIb30BATENEH) HEMOCPEACT-
BEHHO B apXUBE CO3/J]a€TCSl YUTAIBHBIN 3aJ1 (IPOCMOTPOBBIN 3aJ1, KOMIBIOTEPHBIN 3aJ1, TOMEUICHNE IS
IPOCITYIINBaHUSA (OHOTOKYMEHTOB W [p.), OOOPYIOBAaHHBIA COOTBETCTBYIOIIMMH TEXHUYECKUMHU
cpeAcTBaMu JJsl paboThl C MUKPOKOIUSIMH, JIEKTPOHHBIMU ayAMOBU3YaJbHBIMU M MUHBIMU JOKYMEH-
TaMH.

Pacniopsiiox paboThl YNTABHOTO 3aj1a YCTAaHABIMBAET PYKOBOIUTENb apXHBa.

[Ipn oTCYTCTBUU B apXHBE CIELHUAIBHO BBIJIEICHHOIO MOMEUICHHUS] YUTAIBHOTO 3aia padoTa
MOJIb30BaTeNel ¢ JOKYMEHTaMHU MPOU3BOJIUTCS HEMOCPEICTBEHHO B pab04YMX KOMHATaxX apXuBa, JJIs
4yero o0opyayeTcs COOTBETCTBYIOIIEE padouee MeCTo.

8.3.2. B unTansHOM 3aiie apXxuBa MOTYT paboTaTh Kak COTPYAHUKH OpraHM3alluu, Tak U uccie-
JIOBATENI U3 HAYYHBIX ¥ MHBIX OPTaHU3alWi WITH YaCTHBIC JIUIIA.

[Tonp30BaTeny JOMYCKAIOTCSA B YUTAJIBHBIN 3aJ1 HA OCHOBAHUU JIMYHOTO 3asIBJICHUS; MOJIb30BaA-
TEJW, BEAYIIME HAYYHYIO paOOTy B COOTBETCTBUU C IJIAHOM HAYYHBIX YUPEKICHHHA WM BBITTOIHSIO-
mye cIy)XeOHbIe 3aJaHus, IPEJICTABIIAIOT MMChMO HAINlPABUBIIEH MX OpraHU3allud; COTPYAHUKH Opra-
HU3ALUHU JOMYCKAIOTCS B YUTAIBHBIN 3aJ1 10 IPEIBbSIBICHUH CIYKEOHOTO yI0CTOBEPEHHS.

B nu4yHOM 3asiBIEHHMM WIM MHCbME YKa3bIBarOTCA (aMHIUs, UM, OTYECTBO I10JIb30BaTEs,
JIOJDKHOCTB, HAYYHOE 3BaHUE, yUeHasl CTENEeHb, TEMA M XPOHOJIOTHUYECKUE PAMKH HCCIIEJOBAHUS.

Pazpemienrie Ha paboOTy B YMTAIBHOM 3alie JACT 3aBEAYIOUIMI apXUBOM Ha HEOOXOIUMBIN
HOJIb30BATENIO CPOK, HO, KaK MPaBUiIo, Ha 1 roxa co nHsA odopmienus. [Ipu HeoOxonumocTu npoze-
HUS CPOK COTJIACOBBIBACTCS C 3aBEAYIOIIUM apXHBOM HIIM COTPYIHHUKOM YUTAIBHOTO 3aJ1a.
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8.3.3. ApxuB OpraHM3aluy MPEAOCTABISACT IOPUINYECKUM WM (PU3UYECKUM JIMLAM UL UC-
NOJIb30BAHUS B YUTAJIILHOM 3ajle, B TOM YHCIIE JUUIsl U3TOTOBJIEHUS KOIMUH, BBIMHUCOK, OTKPHITHIE JOKY-
MEHTBI, YUTCHHbIC U MPOIMICIINE HAYYHO-TEXHUYECKYI0 00pabOTKy, NMEIOLIHE CIIPABOYHUKU U JPY-
r'vie OUCKOBBIE CPEACTBA.

OTka3 WM OTCPOUYKa B BbIJJaUe IOKYMEHTOB JOMYCKAIOTCA B CIIydasx:

UX IJI0XOT0 (PU3HUECKOTO COCTOSIHUSA;

OTpaHUYCHUI HA MCIIOJb30BaHHUE, YCTAHOBIIEHHBIX 3aKOHOJATenbCcTBOM Poccuiickoint Penepa-
UM WM (GoH1000pazoBareneM Ipu nepeaade JOKYMEHTOB Ha XpaHEHHUE;

MOJIb30BaHUA JOKYMEHTAMH COTPYJHHUKAMH apXUBa JUIS BBITOJIHEHUS CIIY)KEOHBIX 3a1aHUM;

BbIJIa4X JOKYMEHTOB BO BPEMEHHOE I0JIb30BaHUE WIIM JPYroMy IOJb30BATENI0 B YUTAIBHOM
3ane.

OTka3 apxuBa B NPEJOCTABICHUHU JOKYMEHTOB JJOJDKEH OBbITh BbIAAH B MHUCbMEHHOW (hopMme U
coJepKaTh MPUYMHBI OTKA3a, CPOK JACUCTBUS OrpaHHYCHHHA, IOPHINIECKOe OCHOBAHNE OTPaHUYEHUH, a
TaKXke MOpsAA0K 00KaJOBaHUS OTKa3a.

8.3.4. Ha xax1oro moip30BaTels B YUTAITHHOM 3aJI€ apXUBa, KpOME paOOTHUKOB OpTraHU3aIIH,
3aBOJIUTCS KapTouKa (IpuiioxkeHue 43).

8.3.5. Jlena u3 XpaHWIMILA BBIIAIOTCS HA OCHOBAHHUH 3alOJHEHHOTO OJlaHKa 3aka3a (MpHIioxkKe-
Hue 17) ¥ yuyuTHIBAIOTCS B KHUI€ BbIIA4M JIe]1 U3 XpaHWIniia (npuioxenue 19).

8.3.6. Kaxxoe BbIjaBaeMoe M3 XpaHWIMINA B YHTAIBHBIA 3aj1 JI€J0 JOJKHO MMETh JHUCT HC-
MoJIb30BaHus Jiena (npuiaoxenue 20).

8.4. Brinaua neJs1 BO BpeMeHHOe NO0JIb30BaHHe

8.4.1 Jlena BbLAAIOTCSI BO BPEMEHHOE MOJIb30BAaHUE CTPYKTYPHBIM MOJPA3/IEICHUSIM OpraHuza-
IIUU Ha CPOK, He mpeBbimaromui 30 qaeil. Cpok MOXKeT OBbITh MPOJIEH apXHUBOM MOCIIE 03HAKOMIICHUS
C COXPaHHOCTBIO Je1, HO He Oosiee ueM Ha 30 gHEl.

8.4.2 Bpimaua nen BO BPEMEHHOE IMOJIb30BAHHME APYTUM OPTraHU3AlMSIM [0 UX MUCbMEHHOMY
3amnpocy opopmisieTcs akToM (mprioxeHue 18). AKT cOCTaBIsSeTCs B ABYX dK3EMIUIApPAX, OJUH U3 KO-
TOPBIX MEepPEAAETCs MOTYYaTelNto, a IPyroil OCTaeTCs B apXuBe. AKT MOJINUCHIBACTCS PYKOBOJIUTEISIMU
OpTaHM3aINH, TIepeIaoNIe JOKYMEHTBI, H OPTaHW3AI[MU-TIONyJaTels; TOIIMUCKA CKPEIUISIOTCS Tep-
OOBBIMU TIEUATSIMU OPTaHU3AIHH.

Jlena BbIIalOTCS Ha CPOK He OoJIee TpeX MECSIIeB.

8.4.3. [Ipu BbIAaue /1€ BO BpEMEHHOE MOJb30BaHNE KAXKJI0€ JIENI0 3aHOCUTCS B KHUTY BbIIayl
JielT U3 XpaHwimia (mpuwioxkenue 19), a Ha MecTo BBIZABAEMOTO JiejIa MTOMEIAeTCsl OTACTbHAS IS Ka-
JKIOTO JIena KapTa-3amMmectutens (nmpunoxenue 21). Kaprei-3amecturenu XpaHsaTcs B apXUBe A0 MUHO-
BaHUs Hao00HOCTH. COCTOSIHHE BO3BPAIAEMBIX B apXUB JCIT JJOJDKHO OBITH TPOBEPEHO B MPUCYTCTBUN
JIUIIa, BO3BPAIIAIOMIETO JENO.

8.4.4. Kaxnoe BbIJIaBaeMO€ M3 XPaHUJUINA JUIsI BPEMEHHOTO HMCIOJIB30BAHUS €TI0 JTOHKHO
UMETH JIMCT UCTIOIBh30BaHu ena (mpuinoxkenue 20).

8.5. Ucnouab30BaHue NOKYMEHTOB apXHMBa INPHU MOATOTOBKE MH(OPMAIUOH-
HbIX MEPONPHUSATHIA, B CPeJICTBAX MACCOBOM MHpOpMaIUU 1 MyOJTUKANNOHHOM J1es-
TeJbHOCTH

8.5.1. ApxuB opraHmsyeT HCIOJIb30BaHHE JOKYMEHTOB IpPHU MOJArOTOBKE HH(DOPMAIIMOHHBIX
MEpOTPHUATHIA, BBICTABOK, B CPEACTBAX MAaCCOBOM MH(OPMAINH, a TAKXKE UX ITyOIHKAIHIO.

PaboTa mpoBoaHTCS Kak CaMOCTOSITENTFHO, TaK U COBMECTHO C JPYTUMH OPTaHU3AIMSIMH HITH
roCyJapCTBEHHBIM apXHMBOM. Ha BbIcTaBKax MCIONB3YIOTCS MOUIMHHUKY WM KOIMUH JTOKYMEHTOB, U3-
TOTaBJIMBAIOTCS ATbOOMBI, TTAKATHI, THArPAMMBI.

8.5.2. CoBMECTHO €O CpeAcTBaMH MAacCOBOM MH(POPMALIMU apXHB OMNpeAeIsieT TEMaTUKy, 00beM
U CPOKH ITOANOTOBKM MaTEpUaAJIOB; TEMAaTHKA M CPOKH YTBEPXKJAIOTCSI pyKOBOAUTENIEM OpraHu3anuu. B
HK3EMIUIApaxX CTaTed M IPYTUX MaTepUasoB, MOATOTOBICHHBIX JUIsl CPEICTB MacCcOBOW MH(pOpMaLuy,
OCTAIOIIMUXCSl B apXHUBE OPraHU3allUM, YKa3blBAIOTCS MOUCKOBBIE JAHHBIE UCIOJIb30BAHHBIX JTOKYMEH-
TOB, a TAKXKE J1aTa U MECTO MyOIMKAIIHU.

8.5.3. ApXuB OpraHu3alUul MOXKET CaMOCTOSITEILHO MJIM COBMECTHO C JPYTMMH OpraHU3alUs-
MU MIPOBOJIUTH pabOTy MO MOJATrOTOBKE JOKyMEHTaNbHBIX MyOnukanuii. Haubonee pacrnpoctpaneHHON
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¢dopmoii 3TOI pabOTHI SIBJIAETCS MOATOTOBKA XYPHAJIBHBIX M TAa3€THBIX IMyOJUKAIMi TOKyMeHTOB. B
OTJENBHBIX CIIy4asX MOTYT M34aBaTbCsi COOPHUKU TOKYMEHTOB. [IpM mOAroTOBKE AOKYMEHTAJIBHBIX
nyonuKanuii HeoOXOAMMO PYKOBOJCTBOBATHCS COOTBETCTBYIOIIMMU IMpaBMWJIaMU pabOTHI rocynapcT-
BEHHBIX apXUBOB.

8.6. Yuer ncnosib30BaHus 1eJ1 4 JOKYMEHTOB apXuBa

VYder ucrob30BaHus e M TJOKYMEHTOB apXHBa BEACTCS B CIICAYIOMIUX YYETHBIX (opMax:

- KHMTa BbIIa4M JIe] U3 XpaHuwiuiia (npuioxenue 19);

- JKypH&J PErucCTpalyM BBIJAHHBIX KOIUH, BBIIUCOK, CIPABOK, TEXHUYECKUX MAaTepHajIoB
(mpunoxenue 44);

- )KYpHaJI pEerucTpalyy OCEUICHNI YNTAILHOTO 3aia (IpuilokeHue 45).

9. IOPAJOK IIEPEJAYHN JOKYMEHTOB APXMBA HA IHOCTOSHHOE
XPAHEHHME

9.1. Hoxymentsl ApxuBHoro ¢onna Poccuiickoit denepanuu, BpeMEHHO HaxOJSIIMECs Ha
XpaHEHUH B apXMBE OPTaHMU3AIMH, TIEPEIAI0TCs Ha TTOCTOSIHHOE XPaHEHHE.

9.2. ApxuB OpraHu3aluy NepesaeT Ha NOCTOSHHOE XPaHEHUE IOKYMEHTHI B TOCYAapCTBEHHBIN
(MyHUITMTIAIBHBIN) apXWB, JUISI KOTOPOTO JaHHAs OpraHu3aiusi-(hoH1000pa3oBaTelb SBISETCS UCTOU-
HUKOM KOMILUIEKTOBaHUSI.

9.3. JIokyMeHTBI MepearoTcs Ha MOCTOSHHOE XPaHEHUE B FOCYJApPCTBEHHBIN apXUB B yHOpS-
JIOYEHHOM COCTOSIHUU C COOTBETCTBYIOIIMM HAay4YHO-CIIPABOYHBIM AIIMAPAaTOM U CTPAXOBBIMU KOIUSMU
Ha 0c000 IICHHBIC ¥ YHUKATbHBIC JOKYMEHTHI.

9.4. YcraHaBnMBarOTCs CIEAYIOIINE MTPEACIIbHbBIE CPOKH BPEMEHHOTO XPAaHEHUS! apXUBHBIX J10-
KYMEHTOB B OpTaHU3aIMsX:

apXUBHbIE JOKYMEHTHI (heJiepalbHbIX OPraHOB I'OCYJAapPCTBEHHON BIACTH, a TAK)KE€ apXUBHBIC
TokyMeHTHI ['eHepanbHOl npokypaTypsl Poccuiickorn Denepaiinii, OpraHoB roCyJapCTBEHHON BIACTH
U MPOKYypaTyp pecrnyOinK, OTpacleBbIX aKaJeMHid, TOCYAAPCTBEHHBIX OOBEIUHEHHH, YUpPEKIACHUIA,
OpraHu3aIil U NpeanpusaTuil heaepaibHOro U PECTyOTUKAHCKOTO TOAYMHEHUS - 15 neT;

apXUBHBIE JJOKYMEHTBI OPraHOB TOCYJapCTBEHHOI BIACTH U MPOKYpaTyp KpaeB, oOnacTei, ro-
ponoB (eneparbHOTO 3HAYEHHUs, aBTOHOMHBIX 00J1acTel, aBTOHOMHBIX OKPYT'OB, MPOKYpaTyp, rocy-
JMAPCTBEHHBIX YUPEKACHUM, OpraHu3alluii U MPeAnpUsTUI KpaeBOTo U 00JIACTHOTO TOJYHHEHUS, IO~
YUHEHUs] aBTOHOMHOM 00JIaCTH M OKPYKHOTO MOoJuuHEeHus - 10 set;

apXMUBHBIE JOKYMEHTBHl OpPTraHOB MECTHOTO CAMOYIpaBJIEHHS, YUPEKICHUM, OpraHU3alMil,
MPEANPUATHI TOPOACKOTO U PAlOHHOTO OAYMHEHUS, PEANPUATUN CEITBCKOTO XO035ICTBA - 5 JIET;

3alMCH AKTOB T'PakIaHCKOTO COCTOSIHUSA, JOKYMEHTHI 110 JIMYHOMY COCTaBy, 3allUCH HOTapu-
aJBHBIX JEHCTBUMN U Cy/1eOHBIE JIeTia, TI0IX03IMCTBEHHbIC KHUTH - 75 JIET;

apXUBHBIE JOKYMEHTBI, 00pa30BaBIINECs MPHU OCYIIECTBICHUH ACSITENIFHOCTH COBMECTHBIX (C
y4acTUEM TOCyapCTBa) NPeANpUITU, OpraHu3aliil 1 00beAMHEHUH cMelIaHHbIX (OpM COOCTBEHHO-
CTH, B YCTaBHOM KaluTalle KOTOPBIX MpeodiagaeT aois genepalbHON WM ToCy1apcTBEHHONW coOCT-
BEHHOCTH, - 10 J1€eT;

Hay4Hasl, TEXHOJIOTHYECKasl U aTeHTHas JoKymeHTanus - 10 ner;

KOHCTPYKTOpCKasi JOKyMeHTalus - 15 ner;

MIPOEKTHAS TOKYMEHTAITUS TT0 KalUTaJTbHOMY CTPOUTENIBCTBY - 25 JIET;

TeneMeTpuieckas JOKyMeHTaus - 5 JeT;

KMHOJOKYMEHTBI, (POHOJOKYMEHTHI U BUAEO()OHOrpaMMEBI - HE Oosee 3 JIeT CO BpEMEHH U3Tro-
TOBJICHUS,

($hOTOIOKYMEHTHI - 3 TO/1a;

JIOKYMEHTBI Ha MAIIMHHBIX HOCUTENSX - 5 JIeT.

9.5. B HeoOXOIMMBIX CITydasiX CPOKH BPEMEHHOTO XpaHEHUS! JOKYMEHTOB MOTYT OBITh U3MEHe-
HbI TI0 COTJIaCOBAHUIO C COOTBETCTBYIOIIUM OpPraHOM YIPABICHUS apXUBHBIM JEJIOM WU apXUBHBIM
YUPEKICHUEM.

JlocpouHas mepenaya JOKYMEHTOB Ha MOCTOSIHHOE XPaHEHUE MOXKET OBITh OCYIIECTBICHA TIPH
yrpo3e yTparbl (YHUYTOXKEHHUS) TOKYMEHTOB, a TAaK)Ke 10 MPOChOE OpraHu3allui Ha TOTOBOPHOM OCHO-
BE.
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IIpoayieHne cpoKkOB BPEMEHHOTO XPAaHEHUS! JOKYMEHTOB JOIYCKAaeTCsl B BHUJIE MCKIIIOUEHUS B
ciy4ae He0OXOIMMOCTH MPAKTUUYECKOTO UCIOJIb30BaHUs JOKYMEHTOB OpTaHU3allel 10 MUCbMEHHOMY
pa3peleHUI0 rOCy1apCTBEHHOIO apXHUBa.

9.6. JIOKyMEHTBI TOCTOSTHHOTO XpaHEHHUS TOCYJapCTBEHHON OpraHU3alluy, U3MEHUBIIEH hopmy
COOCTBEHHOCTH (aKLIMOHUPOBAHHOM, NMPUBATU3UPOBAHHOI), XpPAHATCA B HETOCYJapCTBEHHON OpraHu-
3allid, a 3aTeM, [0 MCTEYCHHH MpeleibHBIX CPOKOB BPEMEHHOTO XpaHEHUS B OpraHu3aluu (CM. II.
10.3), nepenaroTcsi B rocyJapCTBEHHBIN apXuB.

9.7. Ilpu nUKBUIAIIMKM OpPraHU3alMK €€ JOKYMEHTHI MOJJIekAT Mepeaaye B OpraHu3aluio, sB-
JSIOLIYIOCS €€ IPABOIIPEEMHHUKOM.

9.7.1. llpn NUKBUIALMKA OpPraHU3ALMH, SBJISAIOLIECHCS UCTOYHUKOM KOMIUIEKTOBaHUS rOCylap-
CTBEHHOT'O apXHBa, 03 MPaBOMPEEMHUKA TOKYMEHTHI TOCTOSHHOTO CPOKA XPAHEHUS U JOKYMEHTHI 110
JMYHOMY COCTaBY MEPENaloTCsA B apXUB BBIIIECTOSIICH opraHuzauuu. B ciyyae HEBO3ZMOXKHOCTH Tie-
peladr TOKyMEHTOB B BBIIIECTOSIIYI0 OPraHU3ALUIO 110 PEIICHHI0 KOMUCCHUU, 00pa30BaHHOM /IS Tie-
penayu ena U UMyIlecTBa (JTMKBUIAIIMOHHON KOMHCCHH), COIJTACOBAHHOMY C COOTBETCTBYIOIIMM Op-
raHOM YTIPaBJIEHUS ApXUBHBIM JEJIOM, 3TH JTOKYMEHTBI IEPEJAIOTCS B TOCYIaPCTBEHHBII apXUB.

9.7.2. JIOKyMEHTHI 0 JTUYHOMY COCTaBY JMKBHIWPOBAHHOW OPraHU3allMU MPU OTCYTCTBUU
IIPABOIIPEEMHMKA U BBIILIECTOAIEH OpraHU3alK MEepeaaroTcsl Ha BPEMEHHOE XpaHEHUE B CHElUalU-
3UpPOBAHHBIN apXuB (LIEHTP) JOKYMEHTOB IO JIMYHOMY COCTaBY, a MPU €r0 OTCYTCTBHH - B TOCYIapCT-
BEHHBIN apXMB.

9.7.3. YHUYTOXEHHE JOKYMEHTOB C HEUCTEKIIMMH CPOKAMHU BPEMEHHOI'O XpaHEHHsI OpraHH3a-
UM, JTUKBUIUPYEMBIX 0€3 MpaBONPEEMHHUKA, MPOBOJUTCS TOJIBKO IO PELIEHUIO0 COOTBETCTBYIOLIETO
opraHa UCIOJHHUTEIbHON BiacTu cyobekTa Poccuiickoit denepanu Wik MyHUIIUMIIATBHOTO 00pa3oBa-
HUS 1 0POPMIISIETCS aKTOM C MIPHIIOKEHUEM OIMCH YHUYTOKAEMBIX JJOKYMEHTOB.

9.7.4. lokyMeHTHI JTUKBUAUpYyeMOl 0e3 MpaBolpeeMHHUKa OpraHU3aIli, CPOK XPaHEHHS KOTO-
PBIX Ha MOMEHT JIMKBUJAIIMU UCTEK, YHUUTOXKAIOTCS B MOPSIJIKE, YCTAHOBIEHHOM B 11. 2.4.1 - 2.4.7 Ha-
crosimux [Ipasui.

9.7.5. Opranuzanuio yrnopsii04eHus J0KyMEHTOB JINKBUAUPYEMON OpraHu3aluy, epeiadu ux
Ha XpaHEHHME MM YHUYTO)KCHHE OCYIIECTBIACT JIMKBUAALMOHHAS KOMHUCCHS, KOTOpask MOXKET 3aKJII0-
YUTH JOTOBOP Ha ATy paboTy ¢ opraHuzanuen (Gpu3nuecKuM JIMLOM), UMEIOLIEH COOTBETCTBYIOIIYIO
JMLEH3UIO, WX TOCYJapCTBEHHBIM apXHUBOM.

9.8. Ilepenaya JOKYMEHTOB IOCTOSIHHOTO XPAHEHHUS B TOCYAApCTBEHHBIM apXuB, KaK MpPaBUJIO,
OCYILECTBIISICTCS €KErolHO B COOTBETCTBUHU C IJIAHOM-TPA(UKOM, YTBEPKAECHHBIM PYKOBOJIUTEIAMHU
OpraHM3ali U COOTBETCTBYIOIIETO apXuBa. B opranuzanusx ¢ HeOOJIbIIMM 0OBEMOM €KErogHO 00-
pa3yroIIMXCs TOKYMEHTOB IOCTOSIHHOIO XPaHEHMsI IO COIVIACOBAHHUIO C IOCYIapCTBEHHBIM apXMBOM
JIOTTyCKaeTcs rnepeaayda JOKYMEHTOB OIMH pa3 B ISTh JIET.

HayuHo-TexHH4Yeckass U crenuaibHas JOKYMEHTALMs NEepelaeTcs, Kak IPaBUJIO, OJUH pPa3 B
ST JIET.

9.9. JIoKyMeHTBI NIEpeJatoTcsl B TOCYAApCTBEHHBIN apXuB Mo yrBepxkAcHHbIM JIIK apxuBHOrO
YUPEXKJIEHUS OMUCAM JIEII.

IIpn nepBoil mepenade TOKYMEHTOB B T'OCYJapCTBEHHBIN apXWB IEPENAETCS HCTOPHUYECKAs
CIpaBKa Ha apxuBHbBIM (oHz opranuzanuu. llpu mocnenyroomux nepenadax JTOKYMEHTOB JIaeTcsl J0-
MOJTHEHHE K UCTOPUYECKOH CIIpaBKe O MPOUCHICIIINX U3MEHEHHIX B Ha3BaHUU, PYHKLUAX, CTPYKTYPE,
MOJYMHEHHOCTH OPTaHU3allUU, COCTABE U COCTOSIHUM JOKYMEHTOB.

Ilepenaya nen mpoBoauTcs nmoequHUYHO. Ha Beex sK3eMILIspax OMMCH JIENAarTCsl OTMETKH O
npreMe JOKYMEHTOB B rOCYAapCTBEHHBIN apXUB.

[Ipuem 10KyMEHTOB Ha MOCTOSTHHOE XpaHeHUe 0(OpMIIETCS aKTOM ITpUeMa-Tiepeiadn Jell.

Ecnu npu nepenade oOHapyKEHO pacXOXkJACHHUE MEXy UTOTOBOW 3aIllMChIO0 B ONMUCU U (DaKTH-
YECKUM HaJIM4YUEM IIEpEAABaEMBbIX J€JI, B ONMCH AEJIAETCsl HOBask UTOTOBAs 3allMCh, B KOTOPON YKa3bl-
BaloTcs (haKTHMUECKOe HAM4KMe U HOMEepa OTCYTCTBYIOIIMX jAell. HoMepa OTCyTCTBYIOIIMX JI€7 OroBa-
pPHUBAIOTCS B aKTE IIpUEMa-Iiepeauy JOKYMEHTOB Ha TOCYAAapCTBEHHOE XpaHEHHE; IPUYMHBI UX OTCYT-
CTBUS - B IPUJIaraeMoi K aKTy CIpaBKe OpraHu3alllu.

ApxuB OopraHM3alMy IPUHUMAET MEpHI MO PO3BICKY TOKyMEHTOB. Ha oTcyrcTByroniue AoKy-
MEHTBI, MEPBI IO PO3BICKY KOTOPBIX HE JaJId Pe3yJbTaToOB, COCTABISETCS aKT 00 yTpare JOKYMEHTOB.
YTpadyeHHbIEe TIOJUIMHHUKHN JOKYMEHTOB MOT'YT OBITh 3aMEHEHbI UX KOITUSMH.

9.10. Ilepen nepenayeil JOKYMEHTOB Ha MOCTOSIHHOE XpaHEHHWE COBMECTHO C MPEACTaBUTEIEM
rOCyJapCTBEHHOTO apXHBa MPOBOAMUTCS IMPOBEPKA MPABHIBHOCTH HAYYHO-TEXHHYECKOH 00paboTKH
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nen, (M3NYECKOro U CAHUTAPHO-TUTHEHUYECKOTO COCTOSHUS TOKYMEHTOB. Ilpu oObHapyxenuu aedex-
TOB COCTaBJISIETCSI aKT; YCTPaHEHHE OOHAPYKEHHBIX 1e(EKTOB MPOBOIUTCS CHIIAMH OpTaHU3aIHH.

9.11. BMecTe ¢ JOKyMEHTaMu MEPEAAIOTCS TPU SK3EMIUIIPA ONUCU M OJMH IK3EMIUIP aKTa
npueMa-Tepeaadn aed.

10. OPTAHU3BALIMA PABOTBI APXUBA

10.1. Co3paHue apxuBa OpraHu3anuu

10.1.1. Pabota apxuBa OpraHu3yeTcsi B COOTBETCTBUU C IMOJOXKEHUEM 00 apXHBeE.

B nonoxenue 06 apxuBe BKIHOYAIOTCS CIASAYIOIINE Pa3Ielibl:

OCHOBHBIE I10JIOKEHHUS;

COCTaB JJOKYMEHTOB apXHBa;

3aauu ¥ (PyHKIMH apXUBa;

IIpaBa apXxuBa;

opraHusanus padoThl apXuBa.

ITpu HEOOXOAMMOCTH TOJIOKEHHE 00 apXHBE MOKET TOTOJIHATHCS IPYTUMH pa3fiesiaMH.

10.1.2. TIonoxeHnue 00 apXxuBe, SBISIOMIEMCS FOPUIUICCKIM JTUIIOM, CTPYKTYPHBIM TIOpa3Jie-
JeHHeM WK 4yacThio cinyx0bl IOV, cornacoBbIBaeTcs ¢ COOTBETCTBYIOIUM yupexaeHuem denepab-
HOM apxuBHOM ciy»0b1 Poccuiickoit deneparuu u yrBepKIaeTcsi pPyKOBOJIUTEIEM OpraHU3aIiH.

[Tonoxenue o LeHTpaJIbHOM apxuBe (apxuBe) (erepanbHOr0 opraHa BIAaCTH UM OpraHa Bila-
ctu cyonsekra Poccuiickoit denepanyn, HEHTPAITEHOM OTPACIEBOM apXHBE, OTPACIEBOM apXHBE Opra-
Ha ynpasieHus cyobekra Poccuiickoit @enepannn J0IKHO COIIACOBBIBAThCA COOTBETCTBEHHO ¢ Po-
CapXuBOM, apXUBHBIMU OpraHaMu cyobekToB Poccuiickoit denepannu.

10.1.3. PykoBoauTenb apxuBa Ha3HA4aeTCsl Ha JOJDKHOCTh M OCBOOOXKIAETCSA OT JIOJKHOCTU
IIPUKA30M PYKOBOJIUTEIIS OpraHU3alUH 110 IPEICTABIECHNI0 COOTBETCTBYIOIIMX JOKHOCTHBIX JIULI.

PykoBoauTens apxuBa opraHusyeT paboTy apXuBa U HECET NEPCOHAIbHYIO OTBETCTBEHHOCTb 32
BBITNIOJTHEHHE BO3JIO’KEHHBIX HAa apXMB 33/1a4.

10.1.4. JIumo, OTBETCTBEHHOE 3a apXUB, Ha3HAYAETCs HA 3Ty JODKHOCTb M OCBOOOX/IaeTCsl OT
JOJIKHOCTH TIPUKAa30M PyKOBOJUTENS opraHu3anu. OTBETCTBEHHBIH 3a apXUB MPOXOAUT UHCTPYKTAXK,
a B HEOOXOTUMBIX CIy4asx CTaXHPOBKY B IOCYJapCTBEHHOM apXHBe, B KOTOPBIM MepenaroTcs JOKY-
MEHTBI OpraHU3al1 Ha FOCY1apCTBEHHOE XpaHEHHE.

10.1.5. Ha umeromuecs: B apXMBE TOJKHOCTH COTJIACHO IITATHOMY PAaCHMCAHHUIO COCTABIISIOTCS
JOJIKHOCTHBIE MHCTPYKIIMH, B KOTOPBIX YKa3bIBAIOTCS BHUJIbI padOT, BO3JlaraeéMble Ha paOOTHHKA apXHU-
Ba, €ro 0053aHHOCTH U MpaBa.

JIOMKHOCTHBIE MHCTPYKLIMK COTJIACOBBIBAIOTCS C FOPUIMYECKON CIyKOOW opraHu3aluu U yT-
BEPKAAIOTCA COOTBETCTBEHHO PYKOBOAMTEIEM OpIaHU3alMM (€ClIM apXHB SBISETCS CTPYKTYPHBIM
nojpasiesieHueM), pykoBoauTeseMm ciryx0sl JJOY, 4acTbio KOTOPOU SBIISIETCS apXUB, PYKOBOJIUTEIEM
apxuBa (€CIIM apXUB SBISIETCS YUPEXKICHUEM).

10.1.6. OcHoBHBIMU (hOpMaMU TOBBIIIEHHS] KBATH(PHUKAUN PAOOTHUKOB apXMBOB U CIIYXkO
JIOY B cOOTBETCTBUU CO CIOXKUBIICHCSA NMPAKTUKON SABIISIOTCA: OTPACIEBOM LEHTpP MOBBIIIEHUS KBa-
mudukanuu PocapxuBa, MHCTUTYTHI MOBBILIEHUS KBaTU(UKALIMU, KypChl, COBEILIaHUS, CEMUHAPBHI.

[ToBbiienne kBanudukanuu pabOTHUKOB apxuBa U ciyx0b JIOY opraHuzanuu mpoBOAUTCS
[0 COIJIACOBAHMIO C ee agMuHucTpauuei. [loaroToBka U nmpoBeAeHHE 3aHIATHIA 10 MOBBIIICHUIO KBa-
TU(UKALMN OCYIIECTBISIETCS apXHUBOM COBMECTHO co ciyx00ii JIOY u oraenom kaapos.

10.1.7. LenTpanbHblil apxuB (eaepaabHOTO OpraHa BJIACTH WJIM OpraHa BiacTu cyobekTa Poc-
cuiickoit Denepaliuy, IEHTPAIbHbIM OTPACIeBOM apXUB, OTPACIEBON apXUB OpraHa yIpaBleHHs CyOb-
exta Poccuiickoit @denepanuu MOKET OPraHU30BbIBaTh, pa3padaThiBaTh U MPUHUMATh y4acTHE B MOJ-
TOTOBKE HOPMATUBHO-METOAMUYECKUX JOKYMEHTOB OTPACIEBOIO Ha3HA4YeHHUs (Pa3UYHBIX NepedHei
KaTeropuil JOKyMEHTOB CO CPOKAMM UX XpaHEHUs, TUIOBBIX (IpUMEpHBIX) UHCTpyKIui no 10V u
HOMEHKJIATyp /€1 U T.[.) KaK JUIl BHYTPEHHETO MOJb30BAHUS B JIEATEIBHOCTH apXWBa, TaK U IS UX
UCIOJIb30BaHUs B paboTe C JOKYMEHTaMM B CTPYKTYPHBIX MOJpPA3/IeI€HUSAX U MTOJIBEJOMCTBEHHBIX OP-
raHU3aLusX.

Ha ocHOBe 0OTpaciaeBeIX HOPMaTMBHO-METOAMYECKHUX IOKYMEHTOB apXUBbl OpPraHM3ALMM OT-
paciu pa3paldaThIBAalOT KOHKPETHBIE HOPMATUBHO-METOAMYECKHE TOKYMEHTHI IO OpraHU3aluu pabOThI
C IOKYMEHTaMH U UX XPAHCHUIO.
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IloaroroBieHHbIE apXUBaMU MPOEKTHl HOPMATHBHO-METOAUYECKHX JOKYMEHTOB (II€pPEUHH,
HOMEHKJIATYphI U Jp.) IO UX YTBEP>KICHHS WM NOJIMUCAHUS PYKOBOACTBOM OPraHU3allUU MU CTPYK-
TYpHOTO TOJpAa3/IeTCHUs, B COCTaBe KOTOPOro (GYHKIIMOHUPYET apXUB, MPEICTABIISIOTCS Ha COTJIaco-
BaHHE B COOTBETCTBYIOIINE yupexacHus DeaepanbHON apXUBHOU c1y»KObl Poccun.

10.2. IlnanupoBanue padoThl 1 OTYETHOCTH APXUBA

10.2.1. B apxuBe COCTaBISIOTCS: TOAOBOW IjiaH paboTel (mpuiiokeHue 46), ruiaH-Tpadux
nmpuemMa Jiell B apXuB.

10.2.2. 'onoBO¥ IJ1aH COCTABIISAETCS C YKa3aHUEM KOHKPETHBIX BUI0B paloT.

10.2.3. IInan-rpaduk mpuemMa JieJ B apXUB COIIACOBBIBAECTCS CO CTPYKTYPHBIMH TOJpa3jieie-
HUSIMU U YTBEP)KJAETCSI PyKOBOJIUTEIIEM OpraHU3aI1u.

10.2.4. Ilo utoram pabGoOTHl apXHWBOM COCTaBISIETCS OTYET O BBHINOJHEHUH TOJOBOTO IJIaHa,
IUTaHOB-TPA(UKOB, a TAK)KE CBEICHUS O BHIIOJIHEHHUH MEPOIPUATHI, HE BKIIOUEHHBIX B I'OJIOBOH IJIaH.
[Tocneanue oTpaxaroTcs B KOHIIE OTYETa, P HEOOXOJUMOCTH CAaMOCTOSITEILHBIM Pa3IesioM.

10.2.5. Yuer Tpyna B apxuBe BeseTcs B Taderne yyera pabouero BpeMeHH U B THEBHUKAX ydeTa
Tpyna. [Ipu pacuere HOpM BpeMEHU Ha OCHOBHBIC BUIbI APXUBHBIX PabOT apXUBBI MOTYT PYKOBO-
JCTBOBaThCsl MeXOTpaciaeBbIMU YKPYIIHEHHBIMU HOpPMaTMBaMU BPEMEHU Ha paboOThI MO JOKYMEHTa-
[IUOHHOMY 00€CIIEYEHHIO YITPABJICHUS.

10.3. KoHTpOJIb 32 COCTOSIHUEM XPAHEHHMS JOKYMEHTOB M UX OpraHu3anne B
JAeJIONPOU3BOACTBE CTPYKTYPHBIX MOAPA3AeJIeHH I

10.3.1. ApXxuB IpOBOJUT IPOBEPKU COCTOSHUS XPAaHEHUS JOKYMEHTOB U X OpraHU3alluu B Je-
JIOIPOU3BOJICTBE CTPYKTYPHBIX MOAPA3ACICHUNA HE PEKE OJHOIO pasa B TOJ, KaK IIPaBUiIO, IIepes Ie-
penayeil nen B apxuB. Opranuzanus IpOBEPOK IOJDKHA BXOAWTH COCTABHOM YacThIO B IOJOBOM IUIAH
paboThl apxuBa. B 1emsax ocymecTBieHUs] KAYECTBEHHOI'O aHAJIU3a COCTOSHUS U KOHTPOJIA 3a paboToi
C IOKyMEHTaMH apXHUBOM BEeETCS KapTOUuKa yuyera paboThl ¢ opranu3sanuei (npuioxenue 47).

PykoBoauTenn opraHu3aliy WIM CTPYKTYPHOI'O MOJpa3JesIeHUs] TOJDKHBI ObITh 3apaHee IO-
CTaBJICHBI B U3BECTHOCTH O IIPOBEIECHUH ITPOBEPKH.

ITo uToram Ka)xmoi IPOBEPKU COCTABIISIETCS CIIpaBKA WM JOKJIaJHAs 3allMCKA HA UMsI PyKOBO-
JUTENST OPraHU3allld, B KOTOPOM OTPa)kaeTcsl CYLIECTBYIOILIEE IOJOKEHUE W HaMEUaroTCsl MEpHI 10
JMKBUJALUU HEJOCTATKOB U YIIYUIIEHUIO PaOOTHI.

C BBIBOJIaMHU IIPOBEPKHU JOJKHBI OBITh O3HAKOMJIEHBI HEMOCPEACTBEHHbIE MCIIOIHUTENIN U PY-
KOBOJUTEIN COOTBETCTBYIOILIErO CTPYKTYPHOIO MOAPA3ACIICHHUS.

10.3.2. LlenTpanbHblii apxuB (enepalbHOTO OpraHa BJIAacTH M OpraHa BiacTu cyobekra Poc-
cuiickoit denepaliuy, HEHTPAIbHbIM OTPaciIeBOM apXuB, OTpaAcIEBON apXUB OpraHa yIpaBleHHs CyOb-
ekta Poccuiickoit denepaniuid B COOTBETCTBUU C MOJIOKEHUSIMU O HUX OCYIIECTBIISIOT KOHTPOJIb 3a
COCTOSIHMEM apXWBOB M OpraHU3alMEN JOKYMEHTOB B JEIIONPOU3BOACTBE IMOABEIOMCTBEHHBIX Opra-
HU3aIui.

10.4. BpinoJiHeHHE IJIATHBIX PadoT M yCJayr

ApXUB JUIsI IPUBJIEUEHHUs BHEOIOJKETHBIX CPEJCTB UMEET MPaBO B YCTAHOBJIEHHOM TMOPSIKE
BBITNOJIHATH IUIaTHBbIE paOOThI U YCIYTH, KOTOPbIE OCYILECTBISAI0TCA 0e3 yiiepOa /s peanus3aiiy ero
OCHOBHBIX (DYHKIIMH.

Homenknarypa miatHbIX paOOT U yCIIYT, BBIMOJIHIEMBIX apXHBaMH, YTBEPXKIAAeTCS PYKOBOAU-
TEJEM OpraHu3aluu. ApXUB Ha OCHOBE HOMEHKJIATYPhl C yUETOM YCJIOBUI CBOEH NEATENBHOCTH (CO-
CTaBa U COJIEP)KAaHUS XPaHSIIUXCS JOKYMEHTOB) MOXKET pa3pabarhiBaTh NEpeyeHb IUIATHBIX paboT U
ycayr, OoJiee eTaqbHO ONpPEeAeSIOMINNA BUIBI PabOT, MPOU3BOJCTBEHHBIX ONEPAil U UCIIOTHUTENIEH.
JlaHHBIN NIEpEeYCHb YTBEP)KIACTCS PYKOBOIUTEIIEM OPraHU3alUud IO MPEICTaBICHUIO PYKOBOIUTEIS
apxuBa. Busl 1 00beMbl TNIATHBIX PadOT M YCIYT BKJIIOYAIOTCS B IJIaH pabOThI apXuBa Ha TOJ.

IIpu BbIMONHEHUM IMJIATHBIX PaObOT M yCIyr MM COBMECTHBIX Pa0OT OTHOLIEHHs apxHuBa CO
CTOPOHHHMHU OPTaHU3AIMSIMU M MOTPEOUTENIMH, B TOM UYHUCIIE 3apyOSKHBIMHU, TOJKHBI 3aKPEIUIATHCS
JIOTOBOPOM.
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Llens! Ha mIaTHBIE paOOTHl U YCIYTH YTBEPXKAAIOTCS PYKOBOJUTEIEM OPraHM3alMy IO TMpe-
CTaBJICHUIO PYKOBOJUTEIIS apXUBA.

10.5. Ilpuem-nepenavya 10KyMEHTOB IPHA CMeHE PYKOBOJUTEJISI ApXUBa

10.5.1. Tlpu cmeHe pykOBOAMTEIA apXUBa MpUEM-TIEpeiada JTOKYMEHTOB U CIIPAaBOYHOIO arma-
pata K HUM, a TaKKe MOMELICHUH apX1Ba, MHBEHTaps U 000pyI0BaHUS MPOU3BOJUTCA MO aAKTY (IpH-
JoxeHue 48).

Jlns mpuema-nepeaun Jesl pyKOBOAUTENS apXUBa MPUKa30M PYKOBOJMUTENS OpPraHU3aluy Ha-
3HAYaeTCs KOMHUCCHUSI B COCTaBe HE MEHEE TPeX YeJIOBeK. B cocTaB KOMUCCHM BKIIIOUYAETCS MPEJICTaBU-
Tenb cryxos1 IOY.

10.5.2. Ilpu npueme-niepeaaye aes1 HEOOXO0AUMO MPOBEPUTH HAJTMUUE U COCTOSHUE!

JOKYMEHTOB apXuBa, B TOM YHCIIE€ 0CO00 IIEHHBIX J€J1 U CTPaXOBBIX KOMUH 0COOO LIEHHBIX J0-
KYMEHTOB;

YUYETHBIX IOKyMEHTOB U CIIPAaBOYHOIO anmapaTa K JOKyMeHTaM (Ilacropra apxuBa, onucei aei
¥ 3aMEHSIOMNX UX HOMEHKIATYpP eI, JTUCTOB (POHIIOB M KapTOoUueK (POHIOB, KHUT MMOCTYIJICHUN U BBI-
OBITHS JOKYMEHTOB, CIIPABOYHBIX KapTOUEK);

neyarel U ITaMIIoB apXuBa (IIPU UX HAIWYHH);

IPOTHBOIOKAPHOTO U OXPAHHOI'O 000PYAOBaHMUSL.

Heo6xoanMo mpoBepUTh TaKkKe YCIOBUS XPaHEHUS TOKYMEHTOB.

10.6. Ilopsinok npuema-nepeaayu JOKYMEHTOB IIPU PEOPraHU3alMU OPraHu-
3aluu

10.6.1. Ilopsnok npuema-nepeaayn JOKYMEHTOB OpraHU3alMK IPU PEOpPraHu3aluu MOCIeaHeNn
OIIPEIETISIETCS PAcOPSIINTEIbHBIM JOKYMEHTOM O PEOpPTraHU3ally OpraHUu3alHy.

B cocraB JIMKBUAAUMOHHOW KOMHCCHU IO PEOpPraHU3allMMd OpPraHU3aLMU JOJDKEH BXOIUThH
NPEJCTaBUTENb COOTBETCTBYIOIIETO apXUBHOTO OpTaHa.

10.6.2. TIpu peopranu3auuu OpraHu3aluy ¢ rnepenaveil ee GyHKUUNA APYroi UM HECKOJIBKUM
OpraHu3aIsaM, B TOM YHCIIE C U3MEHEHHEeM (hOpM COOCTBEHHOCTH, JJOKYMEHTHI ITEPEIaroTCs OpraHu-
3alliU WM OpraHu3alusIM-TIpaBoOIIPEeMHUKAM.

10.6.3. Ilpu peopraHusanuy OpraHu3allMM, KOTJa W3 €€ COCTaBa BBLAEISAETCS CTPYKTYpPHOE
HOJpa3JIeIeHue CO CTaTyCOM OpraHU3alluM, NOCIeJHeH nepeaaroTcs He3aBepllIeHHbIe JAeI0NPOU3BO/I-
CTBOM JIeJIa, OTHOCAIINECS K POPUITIO €€ IEATETLHOCTH, a TAK)KE JIMYHBIE JIefla U JIMIIEBbIE CUeTa Co-
TPYAHUKOB, MEepelenX Ha padoTy B 3Ty OpraHU3aIHIo.

10.6.4. Ilepen nepenaveil JOKYMEHTOB PEOPIaHU30BAHHON OpraHM3alMM MPOBOAMUTCS MPOBEP-
Ka HINYMS U COCTOSIHMS JIeJI, XpaHAIUXCS B JICJIONPOU3BOJICTBE M apXHBE, a TAKXKE UX HAy4yHO-
TeXHUYeCKass 00paboTKa.
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HaumenoBanue OopraHnuzanuun

Hpunoowcenue 1 k n.2.4.1

DonaNe YTBEPXJIAIO
OIINCD Ne HanmeHoBaHMEe NOIDKHOCTH
JIETI TOCTOSTHHOTO XPaHEHHUS PYKOBOANTEISI OPTaHU3ALUH
3a TOLI IToamuce Pacmm¢poska
MOJIHICU
Jlata
HasBanue paznena (CTpyKTYpHOTO IIOIpa3ieJICHUs] OpraHH3alnm)
Ne | Mnnexc 3aroyoBOK ena Kpaitnue nats Kon-Bo nucros IIpumeuanue
n/n Jena
1 2 3 4 5 6
B manHSBIH pazaen onucu BHECEHO en.xp.,

(zudpamu 1 IPOIHCHIO)

¢ Ne mo Ne

, B TOM YHCJIE:

JUTEPHBIC HOMEPA:

MNPpOMYHICHHBIC HOMCPA!

HaunmenoBanue JOJIKHOCTH
COCTAaBUTEIIA OITUCHU HOZ[HI/ICB

HaumeHoBaHue qOIKHOCTH
PYKOBOJUTEIS apXUBa ITonnuce
(JTM1I0 OTBETCTBEHHOTO 32 apXUB)

PacmmdpoBka moamnucn

PacmudpoBka noanucu

Jara

YTBEPXJIEHO COTI'JTJACOBAHO
IIporokon DIIK apxuBHOTO yupexaeHus [potokon LIDK (IK) opranuzammm
oT Ne oT Ne

®Dopmar A4 (210*297 mm)

dopMa rooBoOro pasaesia CBOJIHONH OMUCH /1eJI MOCTOSTHHOTO XPaHEHUsI
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HaumenoBanue opranuzauuu
DongNe

OIIHUCDH Ne
Jien BpeMeHHoro (cBeimie 10 jeT) XxpaneHus

ProArhiv.ru APXVBHbIE PABOTbI [I/151 BALLIEA OPFAHU3ALINN

7495 973 90 60

Hpunoowcenue 2 k n.2.4.1

YTBEPKJAIO

HaumeHoBaHne NOKHOCTH
PYKOBOIUTEIS OpraHU3aIHN

3a TOLI IToamuce Pacmm¢poska
MOJIHICU
Jlata
HasBanue paznena (CTpyKTYpHOTO IIOIpa3ieJICHUs] OpraHH3alnm)
Ne | Mnnexc 3aroyoBOK zena Kpaitnue nats Cpox xpaHeHus Kon-Bo nucros IIpumeuanue
n/n Jena
1 2 3 4 5 6 7
B nanHBIN pa3nen onucu BHECEHO en.xp.,
(zudpamu 1 IPOIHCHIO)

¢ Ne o Ne , B TOM YHCJE:

JUTEPHBIC HOMEPA:

MNPpOMYHICHHBIC HOMCPA!

HaunmenoBanue JOJIKHOCTH
COCTAaBUTEIIA OITUCHU

Jlata
HaumeHoBaHue qOTKHOCTH

PYKOBOJUTEIS apXHBa
(JIMTI0 OTBETCTBEHHOTO 32 APXUB)

Jara
COI''TACOBAHO

IMporoxoin LK (OK) opranuzanuu
oT No

IMonnuce

ITonnuce

PacmmdpoBka moamnucn

PacmudpoBka noamnucu

®Dopmar A4 (210*297 mm)

dopmMa rogoBoro pasjaesia CBOJAHOM OMUCH J1eJI BpEeMEeHHOT 0
(cBbime 10 JieT) XxpaneHus
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HaumenoBanue OopraHnuzanuun

ProArhiv.ru APXVBHbIE PABOTbI [I/151 BALLIEA OPFAHU3ALINN
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Hpunoowcenue 3 k n.2.4.1

DonaNe YTBEPXJIAIO
OIINCD Ne HanmeHoBaHME TOIDKHOCTH
JIETI TI0 JINIHOMY COCTaBY PYKOBOANTEISI OPTaHU3ALUH
3a TOLI IToamuce Pacmm¢poska
MOJIHICU
Jlata
HasBanue paznena (CTpyKTYpHOTO IIOIpa3ieJICHUs] OpraHH3alnm)
Ne | Mnnexc 3aroyoBOK ena Kpaitnue nats Kon-Bo nucros IIpumeuanue
n/n Jena
1 2 3 4 5 6
B manHSBIH pazaen onucu BHECEHO en.xp.,

¢ Ne o Ne

(zudpamu 1 IPOIHCHIO)
, B TOM YHCIJIE:

JUTEPHBIC HOMEPA:

MNPpOMYHICHHBIC HOMCPA!

HaunmenoBanue JOJIKHOCTH
COCTAaBUTEIIA OITUCHU

Jlata

HavanpHuK ci1y)0BI KapoB
(MHCIIEKTOP O KaJIpaMm)

Jara

COT'JIACOBAHO
Iporoxkon LIDK (9K) oprannzamumn

oT Ne

IMoamwuce PacmmdpoBka nmomucu
ITopnuce PacmmdpoBka noamucu
COI''TACOBAHO

[Iporokon DMK

APXHUBHOT'O YUPCIKACHUA

oT

Ne

®opmar A4 (210*297 mMm)

dopma rogoBoro pasaesia CBOJIHOI OMUCH J1eJ1 M0 JTUIHOMY COCTABY
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Ilpunoswcenue 4 k n.2.4.1

HaunmenoBanue opranuzanuu

AKT YTBEPXIAIO
Ne HanmMeHoBaHUE 10JKHOCTH
PYKOBOJUTEIS OpraHu3aluu

(MecTo cocTaBIICHHS)
O BBIICJICHUH K YHHYTOKEHHUIO JJOKYMEHTOB, Toamnuck Pacmudposka
HC MOJJIC)KAIIUX XPAHCHUTO noaInucu

Jlara

Ha ocnoBanun

(HaSBaHI/le U1 BBIXOIHBIC JAHHBIC NNEPEYHSA JOKYMEHTOB C YKa3aHUEM CPOKOB UX XpaHeHl/lﬂ)

0TOOpaHbI K YHHYTOXKEHHIO KaK HE MMEIOIIHE HAYyYHO-HCTOPUYECKON IIEHHOCTH M YTPATUBINNE NMPAKTUYECKOE 3HAYCHHE
JOKyMEHTHI apXxuBHOTO (poHIa Ne

(na3Banue hoHma)

Ne 3aronoBoK aena Kpaiinue Howmepa Wnnexc nena Kon-Bo Cpoxu xpanenust | Ilpumeuanue
n/n WJIU TPYIIIOBOM JIaThI onucen 10 HOMEHKJIa- en.Xp. U HOMepa crarei
3aroJIOBOK Jiesia Type m Ne IO MIEPEYHI0
JieJia IO OIHCU
1 2 3 4 5 6 7 8
Hroro el Xp. 3a TO/IBI

(uudpamMu 1 IPOIHCHIO)

Ornucu 17 NOCTOSIHHOTO XpaHEeHUsI 32 TOJibl YTBEPKIEHBI, IO JTUYHOMY COCTaBY
coryacoBansl ¢ DITK

(HaMMEHOBaHUE APXUBHOTO YUPEKICHNUS)

(TIpOTOKOIIBI OT Ne )

HaumenoBanue qOJDKHOCTH JIMIA,
MIPOBOIUBILETO IKCIIEPTU3Y
[EHHOCTHU JIOKyMEHTOB Ioanuce PacmmdpoBka nomucu

Jara
COI'JTACOBAHO

Iporokon LIDK (3K)
oT Ne

I[OKyMCHTLI B KOJIMYECTBEC ¢a.Xp.,
(rpaMu 1 HOJITHCHIO)

BECOM KI' CIaHbI B

(HaMEHOBaHHE OPTraHU3ALMH)
Ha TiepepaboTKy MO MPUEMHO-CIATOYHONW HAKIIQJHON OT No

HaumeHnoBanue HOKHOCTH pabOTHUKA,
CHABILErO JOKYMEHTBI Honnuce Pacmndposka moucu

Jara

H3menenus B YUCTHBIC NJOKYMCHTLI BHECCHBI.

HaumeHnoBaH#e HOKHOCTH pabOTHUKA
apxuBa, BHECIIIETO
W3MEHEHHUS B YIETHBIC TOKYMEHTHI [onmmce Pacmm¢poBka noammcu

Jlara
®dopmar A4 (210*297 mm)

(I)opMa aAKTa 0 BBIJICJICHUH K YHUITOKCHUI0O JOKYMECHTOB, HE NOJICKAIUX XPAHCHU IO
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IHpunootcenue 5 k n.2.4.2

(Ha3BaHue rocyjapcTBEHHOT0 apXuBa)

(Ha3Banune opranusannn)

donpg Ne
Onuce Ne

(HazBaHue omnncn)

(Kpaitaue nater)

®dopmar A4 (210*297 mm)

(I)opMa TUTYJBHOI'0 JIUCTA OIIUCHA IJIEKTPOHHBIX JOKYMECHTOB IMMOCTOAHHOI'O XpPaHCHUSA
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Ilpooonscenue npunosrcenusn S
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®onp Ne
Ormuce Ne
3a roj
Ne en. Ne 3aroaoBok Hara O0bem Kon-Bo ®dopmar CocTtaB TEKCTOBOM IIpumeuanue
ydera ell. e7l. yaera co3nanus | (MoOaiit) 3anucen JTaHHBIX COTIPOBOIUTENHHOMN
Xp. (mnst 6a3 JIOKyMEHTalu1
JTAHHBIX)
1 2 3 4 5 6 7 8 9
B mansblii paznen onucu BKIIOYEHO en. yaera ¢ Ne o
Ne ;
(1mdpamu ¥ POITUCHIO)
en.xp. ¢ Ne o Ne 00BeMOM
Moaiir.

(undpamu ¥ MPONUCHIO)
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II

Bcero B onucek BKIHOYEHO en. yuera ¢ Ne 0
Ne ;
(mmpaMu 11 IPOIHCEHIO)
en.xp. ¢ Ne mo Ne 00BEeMOM Mo6aiiT.
(undpamu U MPONUCHIO)
HanmeHoBaHME NOIKHOCTH COCTaBUTESI ONTUCH [oanuce Pacmmd-

POBKa moANurcCH

Jlata
COT'JTACOBAHO

Ipotokon 3K (IIDK) opranuzarmm Ne
Ipencenatens 9K (UIDK) opranmzammu

(OIKHOCTB, MOIHCH, PACIIN(pPOBKA HOAITUCH)

Dopmar A4 (210%297 mm)

@®opMa onucH ITEKTPOHHBIX IOKYMEHTOB MOCTOSIHHOTO XPAHEHUsI
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Ilpunosicenue 6 k n. 6.3.3

(Mecronaxoxaenne GpoHaa (HanMEeHOBaHUE OPTaHU3AIUH, TIe XpaHUTCS (HOHT)
CTYIUICHUS JOKyMEHTOB (pOoH/Ia)

(JaTa mepBoro mo-

Kpaiinue natet
Ka’KJI0r0 Ha3BaHUSI

Haszanue dhonna

¢donma
1
1. YueT HeONNMCAHHBIX JOKYMEHTOB
Hara3a- | HaszBanue, Ne u nata nokymeH- [Hoctynnenue BriObiTHE Hamuuue (oc-
TACH Ta, 10 KOTOPOMY MOCTYTIHIN TaTOK)
WA BEIOBUTH JTOKYMEHTHI Kon-Bo Kpaiinue Kon-Bo Kpaitnue | Bcero en.xp.
ea.Xp. JIaThl e71.Xp. JIaThI
1 2 3 4 5 6 7
2. Y4eT ONMCAHHBIX JOKYMEHTOB
Hata Howmep HasBanue o Bri6brTre Hamm
o = =
3aIllucu OIIUCH >E % OIIMCH UJIN E f I[eﬂ P B TOM YHcCIIE 110 em.Xp
pi1(SA) § aE aHHOTalluHu E\ g é g OL@ OIKCSAM, YTBED-
' & | AOKYMEHTOB | o 9 8 Z £| xnenneiv OIIK
= =EZ 358
S & N
xR <
é =i %‘ e KpaiHue TIOCTOSTHHOTO X
5 E
8 Cé T N Xp. J1aThbl
H
yT
e
1 2 3 4 5 6 7 8 9 10 11 12

®opma Jmcra GpoHga

®Dopmar A4 (210*297 mm)
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HaumeHnoBanue opranuzanuu

+7495 973 90 60

Ilpunoswcenue 7 k n.3.4.6

HOMEHKJIATYPA JEJ YTBEPKIAIO
HanmeHnoBanue nomxHOCTH
Ne PYKOBOAMTENS OpTraHU3AIIH
(MecTo cocTaBIICHHS) [Toamuch Pacmmdposka
MTOATTUCH
Ha roj Jlata
Wunekc 3aroJIoBOK zema Komn-Bo em.xp. Cpoxk xpaneHus u Ne [Ipumeganme
Jiena cTaTe Mo MnepeyHto
1 2 3 4 5
Haszpanue paznena
HaumeHoBaHMEe NOTKHOCTH PYKOBOAMTEINS
ciyx0b1 JIOY opranmzarnun [Nonmuce Pacmmdporka
HOJIIHUCH
Jlara
Busa pykoBoauteins apxusa
(JM1a, OTBETCTBEHHOTO 32 APXHB)
COI''TACOBAHO COTI'JTACOBAHO
ITpotoxon LIOK (3K) IIporoxon DIIK apXuUBHOTO yupeKaeHUS
oT Ne OT No

DopMa HOMEHKJIATYPHI [1eJ1 OPraHu3anuu

®Dopmar A4 (210%297 mm)

Hrorosas 3amuch o KaTCropusx U KOJI-BE ACJI, 3aBC/ICHHBIX B

rojly B OpraHu3aiuu

B ToM uucne:

To cpokam xpanenns Beero NepexoIAIINX ¢ otMmeTtkoit "OITK"
1 2 3 4

ITocTostHHOTO

Bpemennoro (cBpie 10 set)

Bpemennoro (10 10 neT BKIIFOYNTEIBEHO)

NTOI'O:

HanMeHnoBaHne HOIKHOCTH PYKOBOTUTENS

ciyx051 JIOY opranuzaunu Ionmuce Pacmmgposka
MOJITUCH

Jara

Hrorossle cBeeHNS IEPEAHBI B APXUB.

HaunmeHoBaHue NOIKHOCTH, IIEPEIABIIErO

CBEJICHHUS Ionmuce Pacmmgposka
TIOATINCHU

Jara

®opmar A4 (210%297 mm)
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(I)opMa HTOI0BOM 3alIUCH K HOMCEHRJIATYPE €)1 Oprauusalmmn
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HaumeHnoBanue opranuzanuu

HaumenoBanue CTpyKTypHOTO
MOIpa3AeTICHHS

HOMEHKJIATYPA JEJI

No

(MecTo cocTaBIICHHS)

+7495 973 90 60

Ilpunoswcenue 8 k n.3.4.6

Ha roa"
Wupneke 3aroJjoBOK Jaena Kon-Bo en.xp. Cpok xpaneHnus u Ne [Ipumeuanue
Jena cTaTeld 1o MEePeUHI0
1 2 3 4 5
Haszpanue paznena

HaumeHoBaHMe NOTKHOCTH PYKOBOAMTEIS

CTPYKTYPHOTO MOAPA3AEIICHUS [Hoanuce Pacmmdporka
MTOATIACH

Jlara

COTJIACOBAHO?

IIporoxon OK cTpykTypHOro noapasieiacHus

oT Ne

HanmenoBanne nomkHOCTH

PYKOBOJHTEINS apXnBa INonmuce Pacmmdposka

(y1M1a, OTBETCTBEHHOTO 32 APXUB) MOJIITUCH

Jlara
®Dopmar A4 (210*297 mm)

@®opMa HOMEHKJIATYPHI e/l CTPYKTYPHOI'0 NOApa3iesieHUs1 OPraHu3auuu

64



http://www.proarhiv.ru/
mailto:info@proarhiv.ru

www.proarhiv.ru  info@proarhiv.ru ProArhiv.ru APXUBHbIE PABOTbI /19 BALLEN OPTAHU3ALNKN  +7 495 973 90 60
! K BBIMICKE U3 HOMEHKIIATYPBI 1€/ OPTaHH3aIH IS JAHHOTO CTPYKTYPHOTO TOPA3ACIeH s IO OKOHYAHHH KaleH-
JApHOTO T0/1a COCTAaBIISIETCSI HTOTOBAsI 3aCh 10 (popMme, yKa3aHHON B IPUIIOKEHNUN 7, U IENACTCSl OTMETKA O TIepera-
Ye UTOTOBBIX CBelleHHH B ciryk0y JJOY oprannzamum.

2 ITpu Hanmuuuu OK cTpyKTypHOTro NojApa3aeeHus.
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Ilpunoswcenue 9 k n.3.6.16
JIMCT 3ABEPUTEJID JIEJIA Ne
B nene noxmuTo v npoHyMEpOBaHO JIUCTOB,
(umdpaMu 1 TPOITUCHIO)
B TOM YHCIIE:
JUTEPHBIE HOMEPA JIUCTOB ;
IIPOIYLICHHBIE HOMEPA JIUCTOB
+IIMCTOB BHYTPEHHEW OIIUCHU
Oco6eHHOCTH (PHU3NIECKOTO COCTOSHUS U (POPMHUPOBAHHSA AeTia Howmepa nucros
1 2
HauMmenoBanue qoKHOCTH
paboTHHKa IToanuce PacmmdpoBka noamnucu

Jara

®opmar A4 (210%297 mm)
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Ilpunoswcenue 10 k n.3.6.17
BHYTPEHHSSA OIIUCH
JOKYMEHTOB efl. Xp. Ne
Ne HNupeke [Hara 3aroyioBOK IOKyMEHTOB Homepa IIpumeuanue
/0 | AOKyMEHTa | JHOKyMEHTa JICTOB
en.Xp.
1 2 3 4 5 6
Hroro JIOKyMEHTOB,

KonnuecTBo nucTOB BHYTpEHHEH onucu

(unpaMu ¥ TPOTMUCHIO)

(tmdpaMu 1 IPOTUCHIO)

HanmenoBanue T0KHOCTH JIMIIA,
COCTaBUBIIIETO BHYTPECHHIOIO OTHCH
JIOKYMEHTOB JieJia

Jara

IToamnuce

Pacumdposka moamnucu

®dopmar A4 (210*297 mm)
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(I)opMa BHyTpeHHeﬁ OIMCH TOKYMCHTOB J1€J1a

+7495 973 90 60
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Ilpunoswcenue 11 k n.3.6.18

Kon roc.apxusa
Kon opranuzanuu

D.Ne
On.Ne
JI.Ne
(HanMeHoBaHME apXUBHOTO YUPEKICHHUS)
(HanmMeHOBaHME OpraHU3aIUA U CTPYKTYPHOTO ITOAPA3IEICHHU)
JIEJO Ne.  TOMNe
(3aromoBok jena)
(xpaiiHue 1aThl)
Ha JIUCTax
XpaHUThb
D.Ne
On.Ne
J.Ne

®opmar A4 (210%297 mm)
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Dopma 00J102KKH /1eJ1a MOCTOSIHHOTO U BpeMeHHOro (cBbime 10 jieT) XxpaHenust
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Ilpunosicenue 12 k n.3.7.2

(HaMeHOBaHME OpTaHHU3ALINN)

(HamMeHOBaHME CTPYKTYPHOTO TOIpa3ICICHNS)

IMoamnuce

Jlara

YTBEPXKIAIO
HaumenoBanue JOJDKHOCTH pyKOBOZ[I/ITeJ'Iﬂ
CTPYKTYPHOTO MOAPA3ACIICHUA

Pacmmdposka

HOAIINCH

OIIUCD Ne
Ne Wnnexc nena 3aronoBok | Kpaitnue Kon-Bo nuctos Cpok xpaHeHus [Ipumeuanue
/11 nena AThI
1 2 3 4 5 6° 7

Has3Banue pasznena

B nanHyro onuck BHECEHO en.xp. cNe
(umdpamu 1 MIPOMHUCHIO)
mo Ne , B TOM YHCIIE:
JUTEpHBIE HOMEpa:
MIPOMYIIEHHBIE HOMEPA:
HanmenoBanne nomkHOCTH
COCTaBUTEIIS OIUCU IToanuce Pacumdposka moamucu
Jara
COI'JTACOBAHHO COTJIACOBAHHO!
HanMmeHnoBaHne HOIKHOCTH pyKOBOJUTENS IIporokon OK cTpykTypHOrO
ciyx0s1 JIOY moipa3aeNeHus
IToanuce Pacmmdposka noxnucu oT
Jara

®Dopmar A4 (210*297 mm)

(I)opMa OIIMCH J1€J1 TOCTOAHHOI0, BDEMEHHOTI'0 (CBLIHIe 10 .]'leT) XpaHE€HUd U IO IUNIHOMY
COCTaBy CTPYKTYPHOIO moaApa3sA€JICHUS OpraHn3anuu
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*T'pada 6 ommycKaeTcsi B ONHCSX JACI MOCTOSHHOTO XPAHEHHS.
*[pn Hammanu DK CTPYKTYPHOTO MOAPAa3AeICHUSL.
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Ilpunooswcenue 13 k n.3.7.17

Tlepenan
e.Xp.

(mmdpamu 1 MPOMTUCHIO)
u PErHCTPALMOHHO-KOHTPOIBHBIX KAPTOUEK K JOKYMEHTAM"
(1 paMu ¥ IPOITUCHIO)

HanMeHoBaHre JOIDKHOCTH COTPYAHHUKA

CTPYKTYPHOTO ITOJIpa3IeIeHI [Moxmuce Pacumdposka moamucu
Jlara
ITpunsn eI.Xp. U

(1mdpamMu ¥ IPONHCHIO) (unhpaMu 1 MPOMHCHIO)

PETrUCTPALIMOHHO-KOHTPOJIBHBIX KAPTOUEK K JOKYMEHTAM.

HaunmenoBanue 1omxkHOCTH paOOTHUKA
apXHBa OpraHU3aluu [Hoanuce Pacmmdporka noanucu

Jlara

®opmar A4 (210%297 mm)

®opMa UTOrOBOM 3ANUCH U 3aBePUTEIbHON HAXIIMCH
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Tlepenarorcst BMecTe € AeaMu KaHLEIIPUU
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Ilpunoswcenue 14 k n.3.7.18

6
(Ha3BaHHUE rOCY/IapPCTBEHHOTO apXHBa’)

(ma3Banue poHma)

Donpg Ne
OIINCBH Ne

(Ha3BaHME OITHCH)

Kpaitnue natel 10KyMEHTOB

®opmar A4 (210%297 mm)

(I)opMa TUTYJBHOTO JIUCTA OIIUCA NOKYMECHTOB INOCTOSAHHOI'O XPAHCHUHA
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®3arnoNHsAETCS B TOCYIAPCTBEHHOM aPXHBE
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HaumeHnoBanue opranuzanuu

KAPTOUYKA NOCTEJIA’KHOT'O
TOHNOTI'PA®GHUYECKOI'O YKA3ATEJIA

Ilpunoscenue 15 k n.4.4.3.3

CTEJIIAXK Ne XPAHUIIMIIE Ne
[xad Ne [Tonka Ne ®onng Ne Omuce Ne Hena c Ne IIpumeuanue
(w/m)
o No
1 2 3 4 5 6

®Dopmar A6 (148*105 mm)

®opMa KapTOYKH MOCTE/LUIAZKHOT0 Tonorpaguyeckoro ykasareJs (JinueBasi CTOPOHA)

dopmMa KAPTOUYKH MOCTEJJIAKHOT0 TONnorpadguyeckoro ykasaresi (000poTHAsSI CTOPOHA)

HanMeHoBaHue opraHu3anuu

KAPTOUYKA NOPOHAOBOI'O
TOIIOT'PA®HUYECKOI'O YKA3ATEJIA

Ilpunoscenue 16 k n.4.4.3.4

DOOHJI Ne XPAHUJINILIE Ne
Hazsanue dhonaa
Onuce Ne [Hena c Ne Cremnax Ne [kag Ne ITonka Ne [Ipumeuanue
o Ne
1 2 3 4 5 6

Dopmat A4 (210*297 mm)
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IIpumepHas popma KapTOUYKH NOGOHIOBOI0 TONMOrPaAPUIECKOro yKa3aTes
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HaumeHnoBanue opranuzanuu
Hasanue apxusa

3AKA3 (TPEBOBAHMUE)

Ne

ProArhiv.ru APXWUBHBIE PABOTbI 419 BALLEV OPFAHU3ALINN

(MecTo cocTaBIICHHS)
Ha BBIJJA4y JIOKYyMEHTOB

+7495 973 90 60

Ilpunosiwcenue 17k n.4.5.3.

PA3PEHIAIO BbInauy men
PykoBomuTens apxusa
(3aB.4HTAIHHBIM 3AJI0M)

Iommuce

Hara

Pacmmdposka
TTOJIITUCH

(paMunust 1 MHULKABI KCCIIEA0BATENS; Pa0OOTHHKA CTPYKTYPHOTO MTOApa3AeICHuUS)

(TeMBI UCCIIeTOBAHNS)

®onp | Omuces | Ex.xp. 3aroyioBOK €J.Xp. Pacrniucka nomis- Pacrniucka cotpyaHuka uu-
Ne Ne Ne 30BaTes B MOy~ TaJBHOTO 3aj1a B IpUEME
YEHHUHU
1 2 3 4 5 6
dopmar AS (148%210 mm)
(I)opMa 3aKa3a Ha BblAavy J1€J1
(1MueBasi CTOPOHA)
1 2 3 4 8] 6

Iloamucu uccinenoBaTes

dopMma 3aKa3a Ha Bblaavy e
(o0opoTHasi cTOPOHA)

®opmar A5 (148*210 mm)
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HaumeHnoBanue opranuzanuu
AKT

Ne

(MecTo cocTaBIICHHS)

ProArhiv.ru APXWUBHbBIE PABOTbI 419 BALLEV OPFAHU3ALMK  +7 495 973 90 60

O BbIJa4€ ACJ BO BpEMCHHOC ITOJIb30OBAHUEC

(HanMeHOBaHNE OpTaHHU3ALHH,
ee ajJpec, MOYTOBBIN HHACKC)

OcHoBaHUE

Ilpunosiwcenue 18k n.4.5.3.

JI71s Kako# 1eNu BBIJAI0TCS J1e1a
Brigarotes cinenyromue en.xp. u3 Gpormga Ne

(na3Banue ponma)

No Onucek | En.xp.

3aroyoBOK €1.Xp.

Kpaitane | Kon-Bo nuctos IIpumeuanue

n/m No No JIaTHI (BpeMs 3By4aHUs,
METpax)
1 2 3 4 5 6 7

Bcero Beimarorcs

emn.xp.,

CPOK BO3BpaIllCHUA

(mdpamMu 1 IPIHCHIO)

)Iena BbIAAaHBI B YIIOPSAJAOYEHHOM COCTOAHUU, ITOJUINTEI, B 06n0>1<1<ax, C MPOHYMEPOBAHHBIMHU JINCTAMU

1 3aBCPUTCIIbHBIMU HAAIINCAMH.

[onmyuarenb 00s13yeTcst He PEIOCTABIATE JIeJ, IOJIyYEHHBIX BO BPEMEHHOE M0JIb30BAHHUE, TS 3aHATHH
MOCTOPOHHKM JIMIaM, HE BbIJJaBaTh 110 HAM KOIWH, BBIITUCOK U CIIPABOK, HE IMyOJIMKOBATh JOKYMEHTHI 0€3 pa3-
pellIeHns OpraHn3alliy, BBIAABIIEH /Iea.

[onmywarenb 00s13yeTcst BEpHYTH Aejia B apXUB OPraHU3alMi B YKa3aHHBIM B aKTE CPOK.

[onmyvarens npeaynpexaeH 00 OTBETCTBEHHOCTH 110 3aKOHY B CIIydae yTPaThl WM MOBPEXKICHHS 10-
Jy4eHHBIX BO BPEMEHHOE TMOJIb30BaHHE JIET.

HanmenoBanue nomkHOCTH
PYKOBOJHUTENS OPraHU3aLUH,
BBIJAIOLIETO eI

IToamuce Pacmmdporka
MOIITUCH

Jara

I'epboBas nevats opraHu3anun

HanmenoBanue nomxHOCTH
PYKOBOAMTEIIS OpTraHU3alNN-

MOJTy9aTest

IToamuce Pacmdporka
MIOJIITUCH

Hara

I'epboBas mevats oprannu3aluu
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IIpooonscenue npunoxncenus 18.

Bbinan nena mo nopy4eHuIo pyKoBOICTBa

(HaMMEHOBAHWE OPTaHU3AIIIH )

PykoBoauTens apxuBa

opraHu3anuu (Juio,

OTBETCTBEHHOE 33 apPXUB) [Toanuce PacmmgpoBka
MOJITHCH

JHara

[Tpunsin gena no NopyueHuto pykoBOACTBA

(HaMMEHOBaHUE OpPraHU3aLNN)
PykoBoauTens apxuBa
opraHu3aIuu (Juuo,
OTBETCTBEHHOE 32 apXUB) [Toanuck Pacmmdposka
MOJIUCHU
JlaTa

Jlena Bo3BpallleHbI B MOJTHOM 00BEME U COXPAHHOCTH.
Cran o nopy4eHuIo pyKoBOICTBAa OpraHU3aluU-110TyqdaTes.

PykoBoaurens apxusa

opranuzanuu (JIMLo,

OTBETCTBEHHOE 32 apXUB) [Toanuce Pacmmgposka
MOAIUCH

Hara

[TpuHsI O MOPYYEHUIO PYKOBOJCTBA OpraHM3allii, BbIIaBLICH fena.

PykoBoauTens apxusa
opraHuzanuu (JIMLo,

OTBETCTBEHHOE 32 apXUB) IToanuce PacimmidpoBka
MOJIINCH
Jara
®dopmar A4 (210*297 mm)
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(I)opMa aKTa 0 BbIJIa4€ J1€/I BO BDEMECHHOC I0JIb30BaHUE
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Ipunoswcenue 19 k n. 4.5.4.

HaumeHnoBanue opranuzanuu

KHUT A BBIIAYU JOKYMEHTOB Ne

Hauara

OxkonueHa

®opmar A4 (210%297 mm)
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(I)opMa TUTYJBHOTO JINCTA KHUTHU BbIAAYN JOKYMCHTOB
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Ilpooonsicenue npunosicenusn 19.

Ne | [Mara Beimaun | @oup | Omues | Ex.xp. Komy Pacnucka Hata Pacniucka B IIpumeuanue
/I Ne Ne Ne BBIJAHO B [IOJIy4e- | BO3Bpara | BO3BpALLCHUU
HUH A€ Jena Jena
1 2 3 4 5 6 7 8 9 10
Uroro B roJly BBIIAHO U3 XpaHUIHIa Ne
(umdpamu ¥ MPONHUCHIO)
en.Xp.

HaumeHoBaHue TOJKHOCTH paOOTHUKA,

COCTaBUBLICTO UTOTOBYIO 3allMCh HOZ[HI/ICL

Pacmudporka noanucu

®Dopmar A4 (210%297 mm)

(I)opMa KHHUI'M BbIIAYH JI€JI U3 XPaHUJIUIIIA

Ilpunoscenue 20 k n. 4.5.8

HanmenoBanue opranuzanuu

JIMCT UCITOJIB30BAHUA TOKYMEHTOB

®ong Ne Omuce Ne Jemo Ne

3aroJIoBOK zeia

Jara ucnosns- Komy BeIman: dpamumus XapakTep UCHOIb30Ba- Ne ucmonp30BaHHBIX IMoxnuce nuna, uc-
30BaHUs HMHHUIHAIE (pa300pUnBO) HUS (KOIIMPOBaHUE, BbI- JIUCTOB I10JIb30BABILETO AEIIO0
IIMCKH, POCMOTP U JIIp.)
1 2 3 4 5
®Dopmar A4 (210*297 mm)

(I)opMa JIUCTA UCITOJIL30BAHUA JOKYMCHTOB
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Ilpunoscenue 21 k n. 4.5.9

HaumeHnoBanue opranuzanuu

KAPTA-3AMECTUTEJIb JEJIA

Heino

(Ne 1 Ha3BaHUe)
Onuch

(Ne 1 Ha3BaHUe)
Donn

(Ne 1 Ha3BaHue)

Brigano Bo BpeMeHHOE MM0JIb30BaHKe (YMTaIbHBIN 3a1):

No ®.1.0. nonp3oBares JlaTa BbITaUn JlaTta Bo3Bpara
/11
1 2 3 4
®dopmar A4 (210*297 mm)
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(I)opMa KapTbI-3aMECTUTEJISA AeJiIa
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Ilpunoscenue 22 k n. 4.7.5

HaunmenoBanue opranuzanuu
Hazpanue apxuBa

AKT YTBEPXIAIO
No HanmenoBanue 10KHOCTH
PYKOBOJMTEIS] OpraHU3alu

(MecTo cocTaBIIEHHUS)

[IPOBEPKU, HATUYUA U COCTOSTHUS JIEII ITognuce Pacmm¢poBka
HOJITUCH

(IIOCTOSIHHOTO, BpEMEHHOT'0 XpaHEHMS], Hara
10 JIMYHOMY COCTaBY)

Donp Ne

OcHoBanue

(TuaHOBasI MPOBEPKA, IEPEMEIICHUS JIOKYMEHTOB, CTUXUWHOE OSJICTBHE U T.1I.)
CocraBiieH KOMUCCHEH:
[Ipencenarens KoMmuccuu

(HamMeHOBaHUE JOJKHOCTH, (PaMUITHS, HHUITHAIIBI )
YUneHbl KOMHCCHUU:

(HauMMeHOBaHUE JOJDKHOCTEH, (paMuIIKs, HHUITHAIIHI )

ITpoBepka npoBOAMIIACH C 1o

IIpoBepKoil yCTaHOBIIEHO:

1. Bcero uncnarcs mo onucsm: nen,
(rdpamMu ¥ IPOIHUCHIO)

B TOM YHCII€, 10 OMUCSM, YTBEPKACHHBIM (coriaacoBaHHbIM) DIIK apxuBHOro yupexaeHus,

ACII,
(uMdpamMu ¥ NPONKCHIO)
2. Bcero He okasanoch B HAJTUYAHN Jen,
(unpamu u MPONUCHIO)
B TOM YHCJI€ TIO ONHUCSIM, YTBEPKACHHBIM (corsacoBaHHbIM) DIIK apxuBHOTO yUpekaeHus,
Ien
(uMdpamMu U NPONKCHIO)
3. NUmeroTcst nuTepHBIE HOMEpA:
3.1. He yYTEHHbIE B UTOTOBBIX 3aMHUCAX OMUCEH nen
(undpamu U IPOIHUCHIO)
3.2. HE MEPEUNCIICHHBIX, HO YYTEHHBIX B UTOTOBBIX 3aMUCIX OMUCEH aen

(unpamu U POIHUCHIO)
4. ITponyiieHO HOMEPOB:
4.1. He yYTE€HHBIX B HTOTOBBIX 3aIMCAX ONMUCEH Jen
(mdpamMu ¥ IPOTTHCHIO)
4.2. He mepeyuCIieHbl, HO YYTEHHBIX B HTOTOBBIX 3aITUCSX OIMHUCEH nen
(mudpaMu 1 TPOITHUCHIO)
5. HerpaBUiIbHO MOJIOKEHHBIX JI€J1, OTHOCSIIUXCS K IPYTUM (OHIaM,
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pI(S2) |

(mdpamMu ¥ IPOTHCHIO)
Ilpooonscenue npunoxcenun 22

6. Oka3anoch B HATMYUHU 0 TaHHOMY (OH]TY (BKJIFOUEHHBIX B OIHCH)

Jen
(dpamMu ¥ IPOIHCHIO)
7. UMeeTcs He BKIIFOUEHHBIX B OITUCHU
aen
(mdpamMu ¥ IPOITHCHIO)
8. Becero no manHOMY (hOHIY (BKITIOYSHHBIX U HE BKIIOYCHHBIX B ONHCH) HMEETCS B HAJTHIUHU
aen
(mdpaMu ¥ TPOTHCHIO)
U3 HUX:
8.1. TpeOyromux qu3nHGEKINU Jien
(mdpaMu ¥ IPOTIHCHIO)
8.2 TpeOyroIMX TU3CHCEKIIUU Jien
(mdpamMu ¥ IPOITHCHIO)
8.3. TpeOyromux pecTaBparuu Jie
(dpamMu ¥ IPOITHCHIO)
8.4. TpeOyromux nepernsiera u MnoAIIMBKA Jen
(mudpaMu ¥ IPOITHUCHIO)
8.5. TpeOyroMX BOCCTAHOBIICHHUS 3aTyXaIOIIUX TEKCTOB b1 ()
(mdpamMu ¥ TPOIHCHIO)
8.6. HEHCTPABUMO TTOBPEKICHHBIX el
(dpaMu U TPOIHCHIO)
8.7. TpeOyMMX TEXHUIECKO 00paboTKI Jen
(mdpaMu ¥ TPOMHCHIO)
8.8. BBIJIaHO BO BPEMEHHOE TMOJIb30BAHKE el

(mdpaMu ¥ TPOMHCHIO)
9. Ob1as xapakTepuCcTUKa COCTOSIHUS U YCIOBUM XpaHEeHUs JOKYMEHTOB. OCHOBHBIE OTpULIATENIbHBIE
SBJICHUS B COCTOSIHUU M YCJIOBUAX UX XPAHEHHUS.

[Tpunoxenue: IUCT(bl) NPOBEPKU HAIMUUS U cOCTOSTHUS feit (Ne...)
IIpoBepKy NpOBOAMIIN:

HaumeHnoBanue nomkHOCTEN [Monmucu Pacummdposka

noamnucei
Jara
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®opmar A4 (210%*297 mm)

®opma aKTa NPOBEPKH HAJTUYHUA U COCTOSAHUSA Aea GoHaa
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Ilpunoscenue 23 k n. 4.8.1

(Ha3BaHHe apXHBHOTO yUPEXK/ICHHS )

(HazBanme donma)

DonaNe

OIIMCHh OCOBO HEHHBIX JTEJI

(kpaifHHe 1aThI)

®opmar A4 (210%297 mm)
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®opmMa TUTYJIBHOIO JIMCTA ONUCH 0C000 LEHHBIX e

73 AllOJIHACTCA IroCy1apCTBEHHBIM apXHBOM
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Ilpooonicenue npunoxcenusn 23

YTBEP/XKJIAIO
HaumeHnoBaHue NOKHOCTH
PYKOBOAMTEIS OPraHU3al U

[Moanuce PactmngpoBka
IIOJIIUCH
Ne Ne Ne 3aroyioBOK Jiena Kpaitnue natst Kon-Bo Ne en.yuera [Ipumeuanue
n/im | onmcu | jmena JIMCTOB CTPaxoBOTO
dhoHma
1 2 3 4 5 6 7 8

B naHHY10 OIIMCBH BHECEHO

0c000 LEHHBIX e,

c Ne o Ne

(mdpamu 1 IPOTTUCHIO)
, B TOM YHCIIE:

JUTEpHBIE HOMEpa:

NpPOIyILEHHbIE HOMEpA!

W3 HUX UMeEroTCA CTpaxoOBbIC KOIINHU

HanmenoBanue JOJIDKHOCTH
COCTaBHUTCIIA OIIUCHU

HaumeHoBaHue TOHKHOCTH
PYKOBOJMTEIISI apXUBa
(JTMIIa OTBETCTBEHHOTO 32 APXHB)

Jara
COI'NTACOBAHHO

[Iporokon LIDK (9K) opranuzarim
oT No

JIen.
(1dpamMu ¥ MPOIUCHIO)
[Toamnuce Pacmmdposka nmoanmcu
IHoamuce Pacmmdposka noanucu
YTBEPXJIEHO
[Iporoxon JI1K apxuBHOTO yupeKIeHHS
oT Ne

®opmar A4 (210%297 mm)
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®opma onucu 0c000 HEHHBIX eI

+7495 973 90 60
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Ilpooonscenue 24 k n. 6.3.3.

(HaumenoBanue opranuzaiim)

(HammeHoBaHmMe apXuBa OpraHU3aIliHN)

KHUT' A
y4eTa NOCTYIUIEHUs U BbIOBITHSA
JOKYMEHTOB

ToMm Ne

Hauar

OKkoHYEH

Dopmat A3 (297*420 mm)
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¢)0pMa TUTYJBHOTO JINCTA KHUTH y4Y€Ta NOCTYIIJICHUSA U BBIOBITHSA AOKYMECHTOB
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Ilpooonscenue npunosncenun 24.
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1 2 3 4 5 6 7 8 9 10 11 12 13 14 15
Utoro B ro/1y MOCTYITHIIO en.xp. (a7st ayIHoBH-
JIE0IOKYMEHTOB +e/1.y4.), B TOM YHCIIE

(mmdpamMu 1 TPOIUCHIO)

MMOKa3bIBAIOTCS Pa3/ieIbHO UTOTOBBIC JIaHHBIE 110 rpadam 7,8,9, 13 kHurH;

BBIOBLIO
YyHCe:

MOKa3bIBAIOTCA Pa3/ieIbHO UTOTOBBIEC JaHHbIE o Tpadam 10, 11, 12, 14.

(upaMu ¥ IPOIKCHIO)

HanmeHnoBaHue JOIKHOCTH JIn1a,

COCTAaBUBIICTO UTOTOBYIO I'OJOBYIO 3aIllUCh

3aBenyIOUIUil apXUBOM

[ara

Pacmm¢poBka nognucu

Pacmudposka noanucu

ea.ydera (+10KyMEHTOB, JIHCTOB), B TOM

Ioamuce

IToamuce

®Dopmar A3 (297*420 mm)
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Ilpunoswcenue 25 k n. 6.3.3.

HaumeHnoBanue opranuzanuu

CIIMCOK ®OHI0B

Tom Ne

Hauar

OxoHueH

®Dopmar A4 (210*297 mm)
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(I)OpMa TUTYJIBHOI'O JINCTA CIIUCKA (l)OHIIOB
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Ilpooonincenue npunoxncenusn 25

No Hassanue | JlaTa mepBOro mocTyn- OTMeTKa 0 BRIOBITHH (hOHIA [pumeuanue
¢bouma ¢donma JICHUS TOKyMEHTOB Kyna Iarta u Ne joKyMeHTa, Ha OCHO-
tdhonma BBIOBLT BaHHHU KOTOPOTO BHIOBIIT
1 2 3 4 5 6
Ha 01.01. roJia B CIIUCOK BKJIFOUEHBI GOHIBI ¢ No o Ne
Bcero xpanurcs B apxuBe (GOHJIOB, U3 HUX:

(mudpaMu ¥ TPOITHUCHIO)
cozepkar 0co0o0 LeHHBIE JIea.

(mudpaMu 1 IPOITHUCHIO)
Howmepa cBoGo1HbBIE:
HanmeHoBaHME TOJDKHOCTH pabOOTHHKA
apXx¥Ba, COCTABUBILIETO TOIOBYIO
UTOTOBYIO 3aITHCh [Monmuck Pacmmdposka noanucu
HaumeHnoBanue 1OMKHOCTH
PYKOBOJUTEIIS apX1Ba

(JTU11a OTBETCTBEHHOTO 32 apXUB) [Hognuce PacmmdpoBka noanucu

JlaTa

®dopmar A4 (210*297 mm)
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dopma cnucka GpoHI0B
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Ilpunoswcenue 26 k n. 6.3.3.

HaumeHnoBanue opranuzanuu

PEECTP OIIUCEMN

Hauar

OxoHueH

®opmar A4 (210%297 mm)

dopmMa TUTYJbHOI'0 JIUCTA peecTpa onucen
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ProArhiv.ru APXUBHBIE PABOTbI /19 BALLEN OPTAHU3ALIUN

+7495 973 90 60

Ilpooonscenue npunosncenun 26.

Ne Ne Ne HaszBanue K Kpaitnue | KonnuectBo | Kosmue
0JI-BO JIeJI B OITUCHU

n/m | GoHAa | ONUCH | OIHUCH JaThl JUCTOB B | AK3EMILL

MOCTOSIHHOTO | BP€MEHHOTO | O JIN4- OTIHCH OTIUC

XpaHEHHUs (cBpie 10 HOMY
JIET) XpaHe- | COCTaBy
HUS
1 2 3 4 5 6 7 8 9 10
Bcero xpanurcs B apxu-
BE OITMCEH, U3 HUX
MTOCTOSIHHOTO
(tudpaMu ¥ TPOITHUCHIO)

XpaHEHUst , BpeMeHHOro xpaHeHus (cBoime 10
JIET)

(mdpaMu ¥ IPOTIHCHIO)
(tmudpaMu ¥ IPOITHCHIO)
10 JTMYHOMY COCTaBY

(dpamMu ¥ IPOITUCHIO)
HaumeHnoBanue 1omKHOCTH pabOTHHKA
apXWBa OPTaHMU3AIMH, COCTABHUBIIIETO PEECTP OMUCEH
PactmmdpoBka noanucu
ara
PykoBonuTens apxuBa opraHu3aliu
(JTMII0 OTBETCTBEHHOE 32 apXUB)

Pacmm¢poBka noanucu

Jara

dopma peecTpa onucei

Ioamuce

IToamuce
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Ilpunoswcenue 27 k n. 6.3.3.

(HammenoBaHue opraHu3aiiim)

(Ha3Banwue apxuBa opraHu3ariim)

KHHUT' A
yuyeTa noCTyIUIeHUs U BbIOBITUSA
cTpaxoBoro ¢ponaa u poHAA MOJIB30BAHUSA

Tom Ne

Hauat

OxoHuEH

®Dopmar A4 (210*297 mm)

@dopMa TUTYJILHOI'0 JIMCTA KHUTH YYeTa NOCTYIJIeHUs] U BbIOBITHS
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CTPaxoBoOro (l)OH)Ia ) | (l)OHI[a IMOJIb30BaHUA
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Ilpooonicenue npunoxcenusn 27

Ne , . CaenieHUsI 0 CTPaxoBoM (OH- Caenenust o GpoHze [Mpumedanne
. o
on | A& 5 = 28 ne (Koy-Bo ex.xp) MOJTE30BaHMs (KOJI-BO
z g =6 2 X
A = E = el Xp)
250 = £ 2o
SEo| 25| E |8 |B | EES
SO0l s g% | & = | g 5EE2
gl >0 | & g 5 S5 g
g = 15 < g = °© =S
O | o © E = s s : %
g o 52 o & ) gr e
>E =ee = = = 5 2 B
== o © &2 & o ] O T o
8 = = < A S jan = o O &
= ZoE = &z B
s g =3 5 25
= 3 s S g =
X | = F X &
TIOCTYTIIIIO BEIOBLIO TIOCTYIIMJIO | BBIOBLIO

HToro noctynuio B roay

CI.Xp. CTPAxXOBOI'O

(mudpamMu ¥ TPOIUCHIO)

CI.Xp. (1)0H,I[a IIOJIB30BAaHMA,

ell. Xp. cTpaxoBoro ¢oHaa

donma,
(mdpaMu ¥ IPOTIHCHIO)
BBIOBLIIO
(g paMu 1 TPOTHCHIO)
u

CI.XP. (bOHI[a IIOJIB30BaHM.

(g paMu 1 TPOIHCHIO)

HawnmenoBanme qJ0KHOCTH JIUIIA,
COCTaBUBILIErO FOJOBYIO UTOTOBYIO

3aI1Ch ITonnmce
PykoBoguTens apxusa
(JIM110, OTBETCTBEHHOE 3 APXHUB) ITogmnuce

JlaTa

Pacmmdposka moamucu

Pacmm¢poBka nognucu

®dopmar A4 (210*297 mm)
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@dopMa KHHUI'Y y4eTa NOCTYIJIEHUS] U BbIOBITHSA
cTpaxoBoro ¢onaa u GpoHaa NOJIH30BAHUS
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Ilpunoswcenue 28 k n. 6.3.3.

['pud orpanrmueHHOCTH JOMyCKa

8
HaumeHnoBaHue rocy1apcTBEHHOIO apXHUBa

ONUCb Ne_
cTpaxoBoro (oHaa

®dopmar A4 (210*297 mm)
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(I)OpMa TUTYJIBHOI'O JINCTA CTPAX0OBOI'0 (l)OHlla

3
3anomHsIeTCs B rocyaapCTBEHHOM apXHUBEC
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Ilpooonscenue npunosxcenusn 28
YTBEPXKJIAIO
HaumeHoBaHME JOIKHOCTH

PYKOBOAMTEIISL OPraHU3aLUN

[Moamucr  PacmmdpoBka

MOJIMTUCH
[ara

8 = = , CBeI[eHI/IH 0 Jaenax, BXOOAIUX B €ANHUIY XPaHCHU S HpI/IMe'-IaHI/Ie
2 = 0 4 2 4 cTpaxoBoro (poHIa

3 T m m 5 % v

= B O 2 8 B oo Homepa Howmepa onuceit Howmepa ex. xp.

<

= gl & z & 28 = ° bonnos

© g E = S a i & 5

B S| ¥ EA4 5

= 22| g° B2

= ER | Le| &E

[5) é:( 3 o] § =
< 2

1 2 3 4 6 7 8
Bcero na 01.01. roJia B OMUChH BKJIIOYEHO

(dpamMu ¥ IPOIHCHIO)

en.xp., ¢ Ne 1o Ne , B TOM 4HCIIE:

JUTEPHBIC HOMEpA:

MMPOMYHICHHBIC HOMCPA:

(undpamu 1 MPONHUCHIO)
CKOITUPOBAHO

KaJapoB M/¢ cTpaxoBoro poHaa

(undpamu 1 MPONUCHIO)

HaumeHoBaHue 10KHOCTH
paboOTHUKA apXUBa,
COCTaBMBILIEr0 UTOTOBYIO 3aMUCh

HaumeHoBaHnue 1OMKHOCTH
PYKOBOIHTEIS apX1UBa
(JTM11a, OTBETCTBEHHOTO 33 aPXUB)

JlaTa

COT'JTACOBAHHO
[Tporokon [IDK (3K) opranuzaruu
OT No

el.Xp.
IToanuce Pacmm¢poBka nognucu
ITongnuce Pacmm¢poBka noanucu
YTBEPXIEHO
[Ipotokon DIIK apXUBHOrO y4upekaeHUs
oT Ne

®opmar A4 (210%297 mm)
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dopma onucH cTPaxoBoro pouaa
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Ilpunoscenue 29 k n. 6.3.3.

Komy npencrapisercs

(HaMMEHOBaHME U aJIpec)
Kewm mpencraBnsercs

(HamMeHOBaHUE M aJIPEC OTIYUTHIBAIOIICHCS OpTaHU3aITIH

(bopma cOOCTBEHHOCTH OTYMTHIBAIOIICHCS OPTAHU3AIINH )

MHACIIOPT
apXuBa OpraHu3alyu, XpPAHALIEN YIPABICHYECKYIO JOKYMEHTAUIO
Ha 1 nexabOps 20 roaa
1. OOuiue cBeneHus
Kox ctpoku KommgectBo pormoB [Tnomanp apXUBOXpaHIITHINA 3arpyxeHHOCTh apXUBOXPAaHWINIIA
(kB.M.) (%)
A 1 2 3
101
2. CBeieHUs O IOKYMEHTax
IToxazarenn Kon KonmdecTBo eAMHUI] XpaHEHUS
cTpoku | Bceero Kpaiinue nater 3 HUX BHECEHO B OMUCH, YT- XpanuTtcst cBepx | OOpasyercs
BEpKICHHBIE (COTIACOBAHHBIE) | YCTAaHOBJIEHHOIO | B rof Jel
OIIK apXMBHOTO yupeXJIEHUS cpoka
Bcero Kpaiinue natet
Havanpnas | Koneunas Hayvanpnas | Koneunas
A b 1 2 3 4 5 6 7 8
IlocTostHHOTO 201
XpaHESHUS
[To nuynomy 202
COCTaBy
3. Kaapsr
Kox Komiyectso mrrat- VYcnoBus XxpaHeHHS JOKYMEHTOB (HYXKHOE ITOTICPKHYTH):
CTPOKH | HBIX PaGOTHHKOB - XpaHMIIMIIE: €CTh, HET; CYXO€, CBIPOE; CBETIOE, TEMHOE.
301 - OTOIUICHHE: LIEHTPAIBHOE, IEYHOE, OTCYTCTBYET.
- CTeJUIAXKHU: METAIIMYCCKHE, ACPECBSIHHBIC, KOMOMHUPOBAHHbBIC; HET.
- 0 - - mKadpl: METAJUTHYECKUE, ICPEBIHHBIC; OTCYTCTBYIOT
 Sp————— - CHTHAJIM3AIVSI: TI0KapHasi: €CTh, HET; OXpaHHAS: €CTh, HET.
MPEANPUATHS -UUTAJIBbHBIN 3aJI: €CTh, HECT.
(mommuce) - TEMIIepaTyPHO-BIXKHOCTHBIN PEXXUM: COOIIIOaeTCs, He COO0aaeTcs

DaMuIUs ¥ TEJ1. UCTIOTHUTEIIS

®opmar A3 (297*420 mm)

dopmMa nacnopTa apxuBa OpPraHu3anu, XpaHsieil ynpaBjaeH4eCKYI0 J0KYMEHTAIHUIO.

Ipunoscenue Ne 30 k n.6.3.3.

Komy npeacrasnsiercs

(HanMeHOBaHUE U aJIPEC MOTydaTeIs)
Kewm npencrasnsiercs

(HaMeHOBaHUE M aJIpec OTUYNTHIBAIOIICHCS OpTraHU3aIiH)

(dbopMa COOCTBEHHOCTH OTYHUTHIBAIOIIEIHCS OpraHNu3aInm)
MMACIIOPT

OpraHu3anuy, XpaHsinei JOKyMeHTbI 0TpacjeBoro ¢gponaa

(Ha3BaHUe oTpaciieBoro GoHa)
Ha 1 nexabps 20 rona
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1. CBeieHHs 0 XpaHHUITUIIAX

ProArhiv.ru APXUBHBIE PABOTbI /19 BALLEN OPTAHU3ALIUN

+7495 973 90 60

Kon KommgectBo xpa- | ITnmomans xpa- | CreneHs 3arpyKeH- Kog crpoku | KonuuectBo mrat-
CTPOKH HUJIALL HUJINLL HoctH (%) HBIX PaOOTHHUKOB
A 1 2 3 A 1101
301
2. CBejeHUs 0 JOKyMEHTaxX
IToxazarenu Kon Kon- | Kpaitane | KonmyectBo 6a3 naH- O0beM 3anu- Yci10BUsI XpPaHEHHU 1OKY-
CTPOKH BO JIaThl HBIX CaHHOMU MEHTOB (HYy’KHOe MOA4YepK-
en. KOHEYHas | KOHeuHas | HHGbOpMaIuu HYTb)
Xp (MGaiir) - XpaHUJMILE: €CTh, HET; CYXO€,
A b 1 2 3 4 5 CBIPOE; CBETIIOE, TEMHOE.
Hayuno- 201 - OTOILIEHHE: LEHTPAIIBHOE,
TeXHUYecKas J0- MIEYHOE, OTCYTCTBYET.
KyMEHTaIHs - CTEJUIaXKH: METAIINIECKHUE,
DOTOIOKYMEHTHI 202 JlepeBsSHHBIC, KOMOMHHUPOBAH-
JloKyMeHTBI Ha 203 HBIC; HET.
MaIIMHHBIX HO- - mKagbl: METAJUINIECKHE, JIe-
CUTEIISAX PEBAHHBIC,; OTCYTCTBYIOT
Jlpyrue I0Ky- 204 - CUTHAJIM3aLus: TIoKapHas:
MEHTBI €CTb, HeT; OXpaHHas: eCTh, HET.
-YUTaAIbHBIA 3a]1: €CTh, HET.
- TEeMIIEPaTypPHO-BIAXKHOCTHBIN
PEeXUM: COOIIOIAaeTCs, HE CO-
OJrroraeTcs

HpuMeanue: B CTPOKE 202 YKa3bIBaCcTCA KOJINYCCTBO MOAJIMHHUKOB (HeFaTI/IBOB 1 NTO3UTHUBOB ITPU OTCYTCTBUU HCTAaTUBOB

0e3 ydyera KOITMH M OTIICYaTaHHBIX HOBI/ITI/IBOB)

20

PykoBoaurens opranusanuu, IpeanpusTus

PacimdpoBka

MHOJITHUCH

damunug U TeneoH UCTIOTHUTEIS

(moamuce)

®opmar A3 (297*420 mm)

@dopma nacnopra apxuBa OpraHu3alnuu, XpaHsieil JOKYMeHTbI 0TpacjieBoro ¢poxjaa.
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YdeTHasi KapTOYKA eIMHUIBI YYeTa
3JIEKTPOHHBIX 10KyMeHTOB (I 1)

ProArhiv.ru APXWUBHBIE PABOTbI 419 BALLEV OPFAHU3ALINN

+7495 973 90 60

Ilpunoscenue 31 k n.6.3.5.

donng Ne Onuchk Ne En. yuera
HanmenoBanue opranuzanuu 3aroJyI0BOK eIMHUIIBI Ne enqnaun xpanenust | OtTmerka o Ha- Hara
/moapa3aeneHus, OT KOTOPBIX ydera JIMYAHN KOTIHH MOCTYTUICHUSI
MOCTYIHIH JOKYMEHTBI. Ol
dopmar Bun Hocurens Oo6bem (MoOaiir) Konuuecto Jara co3nanus

3armceit st b1

Cpok XxpaHEeHHUS

Mecto xpaHeHus
(ctrenmax, monka, ceid
W T.J.)

IIpumeuanue

Iloamucs numna,
BHECIIIETO 3aII1Ch

(1MIeBasi CTOPOHA)

Dopmar AS (148%210 mm)

®opMa y4eTHOMH KapTOYKH eJUHULBI yyeTa D]

Bun pabotsr (mepesa-
MUCh, MUTPAIINH)

Ne akTa Murpanuit
U IIepe3aricu

Hata

Hosrrii
tdhopmar

O0BeM
(M6aiir)

Bun
HOCHUTES

Ne equHUIL
XpaHEeHUs

Iloamuce
JINLA,
BHECIIETO
3aIHCh

dopmar AS (148%210 mm)

®opma y4eTHOH KapTOYKH enHUIBI yuyeTa D]l (00opoTHasi cTOpOHA)
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HaumeHnoBanue opranuzanuu

ProArhiv.ru APXWUBHBIE PABOTbI 419 BALLEV OPFAHU3ALINN

+7495 973 90 60

Ilpunoswcenue 32 k n. 6.3.5.

YTBEP/XKJIAIO

AKT HanmeHnoBaHue JOIKHOCTH
PYKOBOJIUTEJISI OpraHU3aluu
No [Toanuch Pacmmmdposka
IO IITHCH
Jlata
(MecTo cocTaBeHHS)
0 MUTpAIlMU U TIepe3arucu
3JIEKTPOHHBIX HOCUTEJICH
®ong Ne
(na3Banue GoHa)
Ommuce Ne Enununa yuera Ne
1 2

Xapakrepuctuku J/1 10 MUrpanuu/nepe3anycu:
®dopmar

O6bem(MO6aiit)

KonnuectBo u Ne en.xp.

Xapakrepuctuku /] mocie Murpaiuu/mepe3anucu:
®dopmar

O6bem(MO0aiit)

KonuuectBo u Ne exn.xp.

Paboty BeImoTHMWIN:

JlomKHOCTD [Toanuck
JlomKHOCTD [Toanuck
PaboTy npuHsIT pyKOBOIUTEIH apXHBa
IToamuce
JlaTa
H3mMeHeHus B yUeTHBIE JOKYMEHTBI BHECIINU:
JIOIDKHOCTD IToamuce
JIOIDKHOCTD IToamuce

JlaTa

Pacuudposka noanucu

Pacuudposka noanucu

Pacmm¢poBka noanucu

Pacmm¢poBka noanucu

Pacmm¢poBka noanucu

®dopmar A4 (210*297 mm)
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dopma akTa Mmurpaumii u nepezanuceii JJ1
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ProArhiv.ru APXUBHBIE PABOTbI /19 BALLEN OPTAHU3ALIUN
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Ilpunoscenuu 33 K n. 6.3.5.

KYPHAJI YYETA ITIOCTYIVIEHUSA U BBIBBITUSA SJIEKTPOHHBIX JOKYMEHTOB

Ne | Hara mocty- Haumenoanue opranusa- HazBanue, Ha3sBanue u ITocrynnenue onu- BriObITHE OMTHICAH- Jara
/11 | IUIEHHS WA [UH/TIOIPA3IENICHNUs, OT KO- Ne u mara Ne dbonna, caHHBIX D] HBIX D] CO3JIaHUs
BBIOBITHS TOPOTO MOCTYNHIIN JOKYMEH- | JOKyMEHTa, OITHCH U €].
THI 0 KOTOPOMY y4. IOCTY- & 0
MPUHATO MUBIINX HIH = 5 = 5
= [ = [ Ja
MOCTYILICHHE BBIOBIBIITMX g e | =T 8 N
WIH BBIOBI- 21 5 § S | & 52 5 § s | & (2
e OJ1 AR EE AR AL
= o B = S I
= 238 2 28
M = M =
] ]
~ ~
1 2 3 4 5 6 7 8 9 10| 11|12 | 13 14
Htoro B rony IIOCTYIIMJIO en.yd.,
ea.xp. 00beMOM Mobaiir,
(mudpaMu 1 IPONUCHIO) (mudpaMu 1 IPOTIUCHIO)
(unpaMu ¥ TPOMUCHIO)
B TOM YHCJIC TIOCTOAHHOI'O XpaHCHUA Ca.y4.,
e/1.Xp.00beMOM Moaiit
(unpaMu ¥ TPOMUCHIO) (mudpaMu 1 IPOTIUCHIO)
(unpamu ¥ TPOMUCHIO)
BPEMEHHOI'O XpaHEHUS ea.yd.,
e1.Xp.00beMoM Mbaiit
(undpaMu 1 MPOMHUCEIO) (umdpaMu U IPONHUCHIO)
(umdpaMu 1 TPOIUCHIO)
BBIBbBIJIO en.yd.,
e1.Xp.00reMoM Mbaiit
(undpamut 1 MPONHUCKIO) (umdpamu U POINKUCHIO)
(umdpaMu ¥ TPOMUCHIO)
B TOM YHUCJIC TIOCTOAHHOTO XpaHCHUA Ca.y4.,
€1.Xp.00BeEMOM MoGaiit
(unpaMu ¥ TPOTTUCHIO) (mudpaMu 1 TPOTIUCHIO)
(unpaMu ¥ TPOMUCEHIO)
BPEMCHHOI'O XpaHCHUA Ca.yd.,
€1.Xp.00BeEMOM Moaiit
(unpaMu 1 TPOMUCHIO) (mdpaMu 1 IPOTIUCHIO)
(unpaMu ¥ TPOMUCEHIO)
HaumenoBanue JOJDKHOCTH JIMIIA,
COCTaBMBIIEIO I'OJOBYIO 3aIIUCh [Toanuce Pacumdposka
IIoAnucu
Hara
PykoBoguTens apxuBa opraHu3anuu [Toanuce Pacumdposka

oA CH

Jara

®opmar A4 (210%297 mm)

dopma KypHaJia y4eTa NOCTYIUIEHUS M BbIOLITHS 3J1eKTPOHHBIX IOKYMEHTOB

Ilpunoswcenue 34 k n. 6.3.5.
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’KYPHAJI YYETA MUT'PAIIUM Y IEPE3AIIMCEN SJIEKTPOHHBIX JOKYMEHTOB

[Hara murpa- Ne Ne akTa Mu- ITonnuce
HcxonHble JaHHbIE HosBrie nanHbie .
banzest el.y4. rpauui u JIAIIA,
/Hep e3arnucu Ng q)opMaT O6'beM Ng q)opMaT OG'EeM Hepe3aHHCCI>’I BHECIIICTO
enXp. (Mo0aiiT) en.Xp. (Mo0aiiT) 3alMch
1 2 3 4 5 6 7 8 9 10
Htoro moaBeprioch MUTpaIiu/mepe3aniucu
3a roJI en.yd., e1.Xp.00BeMOM
Moaiit
(umpaMu 1 TPONUCHIO) (umdpamu u
MIPOTIHCHIO) (unpaMu 1 IPOMUCHIO)
HaumenoBanue JOJDKHOCTH JIMIIA,
COCTaBMBIIETO I'OJAOBYIO 3aIIUCh ITognuce Pacum¢poBka
IIOAIINCHU
Hara
3aB. apXMBOM OpraHU3aLUuU IToamuce PacmmgpoBka

IIoAIIMCHu

[ara

®opmar A4 (210%297 mm)

DopMma KypHAJIA yUeTa MUTPAIIMI U Nepe3anuceil 3JIeKTPOHHBIX JOKYMEHTOB
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YTBEPXIAIO
HaunmenoBanue T0IKHOCTH
PYKOBOJIUTEIISI OpraHU3aluu

ProArhiv.ru APXWUBHBIE PABOTbI 419 BALLEV OPFAHU3ALINN

+7495 973 90 60

Ilpunosicenue Ne35 k nn. 6.4.1.1.,
6.4.1.2.

YTBEP/XKIALIO

[upekrop
roCyIapCTBEHHOI'O apXUBa

[Toanuce Pacmdposka [Toanuch Pacmmmdposka
MOAMUCH MOAUCH
Hata I'epOoBas nmeuath Hata I'epOoBas mevyarhb
OpraHu3auu roCyJ1IapCTBEHHOI'O apX1Ba
AKT

No

-(MeCTO COCTaBJICHHMS)

IpueMa-Tnepeayu JOKyMEHTOB
Ha MOCTOSIHHOE XpaHEHUE
B FOCYJapCTBEHHBIN ApXUB

B cBsa3u ¢
(McTeueHneM CpoKa XpaHEHHUS TOKYMEHTOB)
(na3Banue GoHIA) B OpraHN3aLNH, JUKBHAAALMN OPTaHU3AIUH U T.]I.)
(HaMMEHOBaHNE OpraHU3ALNH )
nepeaaert, a

(HanMeHOBaHHUE TOCYAapCTBEHHOTO apXHBa)
MMPUHHUMACT Ha I'OCYAAaPCTBCHHOC XPAHCHUEC NOKYMCHTBI U CTPAXOBBIC KOIINH 3a

(rozsr)
Y CIIPABOYHBIN anmnapar K HUM:
Ne HasBanue n Kon-Bo 3x3eM- Kon-Bo npuHATHIX 1en Kon-Bo ctpaxo- IIpumeuanue
1/0 | HOMEp ONMCU | IUISIPOB OIHCH koanuectso O BBIX KOIUil
1 2 3 4 5 6

Wroro npunsTo ea.xp. (B TOM YHCIie CTPAXOBBIX KOIMHUH)

(undpamu 1 IPOMHUCHIO)
B rocynapctBenHoMm apxuse ¢pona Ne

Ilepenauy nponssenu: [Ipuem mpownssenu:

HanmeHnoBaHme 1OTKHOCTEH JINIL,
MPOU3BOIUBIIUX PUEM

HanmeHnoBanne JOMKHOCTEH JIHIT,
MPOU3BOAUBIINX Mepeaavy

Pacmmgposka
HOJIHCH

PacmmgpoBka [Toanuce

MOAITACHU

IToammuce

[ara [ara
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®dopmar A4 (210*297 mm)

dopma aKTa IpueMa-nepeaayr J0KYMEHTOB HA TOCYAAPCTBEHHOE XPaHEeHH e
Ilpunoowcenue 36 k n. 6.4.1.2

HaunmenoBanue opranusanuu YTBEPXKJAIO
AKT HanmenoBanue 10mKkHOCTH
Ne PYKOBOJUTENS OpraHU3aliu

(MecTo cCOCTaBIICHHS)

0 HEOOHAPYKEHUU JOKYMEHTOB, TyTH [Toanuce Pacmm¢poBka
PO3bICKA KOTOPBIX HCUYEPIIaHbI HOJIHMCH
[ara
Donng Ne

(Ha3Banue hoHIa)

B pe3yibTaTe YCTAHOBJICHO OTCYTCTBUC B
q)OHlle NEPCUUCIICHHBIX HUKEC ACTI, MPCANIPHUHATHIC apXHUBOM BCCBO3MOKHBIC MCPBI I1IO PO3BICKY AC€JI
MMOJIOKUTCIIBHBIX PE3YJIbTATOB HE JaJIN, B CBA3U C YEM CUUTACM BO3MOKHBIM CHATH C YyUCTa

Onucek Ne | En.xp. No 3arojoBOK €l1.Xp. KonunuectBo nuctoB | Kpaiinue | [Ipeanonaraemslie
(BpeMs 3By4aHus, MET- JaThl IIPUYHUHBI OTCYT-
pax) CTBUS
1 2 3 4 5 6
Uroro eI.XP.

(untpamu 1 IPOMUCHIO)

CopnepxaHue yTpauyeHHBIX MaTEPHAIOB MOXKET ObITh YACTHUHO BOCIIOJIHEHO CIEAYIOUIUMHU €1.XP.:

(HOMepa €I Xp. U UX I'PYIIIIOBBIC 3ar0n0131<1/1)
HanmMmeHoBaHMEe NODKHOCTH

PYKOBOIMTENS apX1Ba [Toamuck PacimdpoBka
(JIMI1a OTBETCTBEHHOTO 32 ApPXHUB) MOATICH
Jara

COTJIACOBAHHO® COTJIACOBAHHO

[Iporokon DIIK apxuBHOTO yupexaeHus [Ipotokon DK (OK) opranuzanuu
oT No oT No

W3meHeHus B yueTHbIC JOKYMEHTHI apXHBa BHECEHBI.
PykoBoauTens apxuBa,
(JIM110, OTBETCTBEHHOE 32 yUeT) [Moanuce Pacmmmdposka moanucu

Jara
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®opmar A4 (210%297 mm)

(I)opMa aKTa 0 Heoﬁnapymem«m H€JI, IYTH PO3BICKA KOTOPHLIX HCYCPIIAHBI

9
B Ci1y4dae, €CJikd HE O6Hapy)KeHBI J€j1a NOCTOSAHHOTO XpaHCHUA
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HaunmenoBanue opranuzanuu

AKT
No

(MecTo COCTaBIICHHS)

0 HEOOHAPYKEHUU JOKYMEHTOB, TyTH

PO3BICKA KOTOPBIX NCUYCPIIaHbI

Ipunootcenue 37 k n. 6.4.1.2
YTBEPXKJIAIO

HaunmenoBanue 10KHOCTH
PYKOBOJIUTEIISI OpraHU3aluu

[Moanuce Pacmmdposka
MOAMUCH

[ara

Donx Ne

(Ha3Banue hoHIA)

B donne o6HapykeHbI TOKYMEHTHI, PU3HAHHBIC HEUCIIPABIUMO TTOBPEKICHHBIMH:

Ne Omuce | En.xp. Kona-Bo 3aroyioBOK NOBPEXIECHHBIX €1.XP. Kpaiinue CyIIHOCTh NPUYHHBI
n/m Ne Ne JIUCTOB IaThI TIOBPEKICHUS
(Bpems 3BY-
YaHUS, MET-
pax)
1 2 3 4 6 7

Htoro o6HapykeHO HEUCTIPABUMO MOBPEKICHHBIX en.Xp.
(1dpaMu U IPOTUCHIO)
[lepeunciieHHbIE €1.XP. MOJJIEKAT CIIUCAHUIO BBUTY:
HanmMeHnoBaHue 10KHOCTH
PYKOBOAMTEIIS apXuBa Pacumdposka
(JTM1Ia OTBETCTBEHHOTO 32 aPXUB) MOAUCH
JlaTa
COI''TACOBAHHO COI''TACOBAHHO
[TpoTokon DIIK apXuBHOrO yupexaeHUs [Tpotoxkon [IOK (3K) opranuzaruu
OT No No
W3meHeHus B yueTHbIE JOKYMEHTBI apXHBa BHECEHBI.
HauMmeHnoBanue q0oMKHOCTH pabOTHHKA
BHECIIIETO U3MEHEHUS B YIETHBIC TJOKYMEHTHI [Toamuce Pacmmdposka moanucu

Jara
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®opmar A4 (210%297 mm)

fI)opMa AKTa 0 HCUCIIPABUMBIX IOBPCKACHUAX JTOKYMECHTOB
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HaumeHnoBanue opranuzanuu

+7495 973 90 60

Ilpunoswcenue 38 k n. 6.4.1.3

YTBEP/XKJIAIO

AKT HaumeHnoBanue n0KkHOCTH
No PYKOBOJIUTEIISI OpraHU3aluu
(MecTo COCTaBIICHHS)
[Moanuce Pacmmdposka
OnucaHusg JOKYMCHTOB JIMYHOI'O oAIINCHU
IMPOUCXOKACHUA ):[aTa
Dong Ne
(Ha3Banme QoHma)
ITo cocrosHUIO HA B (horme Ne
(maTa Havama pabOTHI)
0 YYSTHBIM JAaHHBIM YHCIIIIOCH ommcei,
BPEMEHHBIX JIeJT (e AMHUL] XpaHEHHS), JIOKyMEHTOB.
B mporecce ommcanns copMHPOBAHO Jielt (eIIMHUT] XpaHeHHS),
BBIJICJICHO HE MOJIJICKAIIUX XPAHCHUIO JIOKYMCHTOB (JICTOB),
JleJ1; BO3BpAILEHbI BIaJCIbIly JIOKyMEHTOB(JIUCTOB), nien (e. XpaHeHusl).
BHoBb cocTaBniena onuck Ne Ha Je.
o cocrostHuIO Ha B (oHze Ne
(mara Havana paboThI)
YUCITUTCS oTIHCei, Jien (eIIHAT] XpaHSHsT) 32 TOIBI.

[TpoBeneHs! cienyromye BUb paboT

(Hepe‘II/ICHH}OTCH BUABI IPOBEACHHBIX pa60T, KpOMEC OIMUCaHusA I[OKyMeHTOB)

B 00beMax

(KaTaJ'IOFI/ISaI_II/IH; BBIABJICHUE JI€TT, Tpe6yIOH.II/IX pCCTaBpaHI/II/I)

K onmcm cocraBiieHn CJ'ICZ[yIOH_II/Iﬁ Hay‘IHO'CHpaBOIIHLII\/'I armapar:

PaboTy BeIMOTHUIN

(HauMeHOBaHME HOJDKHOCTH)

Paboty npunsn
HaumeHoBaHMe JOKHOCTH PYKOBOJUTEI
apxuBa (JInIfa, OTBETCTBEHHOTO 33 apPXHB)

Jara

Omnwck onobpena [IOK (IK) opranuzarm
npoToKoJT Ne oT

Onuce yrBepxkaeHa OIIK apxuBHOro yupexxaeHus
poTOKOJ No oT

W3menenus B yueTHbIE (POPMBI BHECEHBI.
HaumeHnoBaH#e OMKHOCTH PYKOBOIUTEIS
apxuBa (JIMIa, OTBETCTBEHHOTO 32 apPXHB)
Jlata

He MOJAJICIKAIIUC XPAHCHHUIO TOKYMEHTHI BJIaJCJIbIy BO3BPALICHBI B KOJIMYECTBE

HOHHI/ICI/I BJIaJIcJIblia apXuBa

Jara

Ipencenarens LIDK (3K) opranuzanuu
HOJIHNChH

(Hpe,[[l/lCJ'IOBI/I$[,OFJIaBJICHI/Iﬂ,yKaSaTeIII/I)

IToanucu PacimdpoBka noamnucu
IToanuce PacimdpoBka noamnucu
IToanuce PacmmpoBka nogmucu

PacmndpoBka nmoxnucu

PacmmdpoBka nmoamucu

JIeT(JOKyMEHTOB) Ha
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Jlara

®dopmar A4 (210*297 mm)

dopma aKTa ONMCAHUS JOKYMEHTOB JUYHOTO MPOUCXOKICHHUS.
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Ilpunoscenue 39« n. 6.4.1.3

HaunmenoBanue opranuzanuu YTBEP/XKJIAIO
AKT HanmenoBanue 10mmKkHOCTH
Ne PYKOBOJUTENS OpraHU3aliu

(MecTo COCTaBIICHHMS)

[Moanuce Pacmmdposka
00 00pa3oBaHUM 00BETUHEHHOTO MOAMUCH
apXuBHOTO (hoHIA Hara
DoHawl B cocTaBe No B KOJINYECTBE en.xp,
(ma3Banue QoHpma)
Ne B KOJIMYECTBE en.xp,
(nasBanue QoHaa)
Ne B KOJIMYECTBE e1.Xp,
(nasBanue QoHaa)
Ne B KOJIMYECTBE e1.Xp,
(nasBanue GoHaa)
[0 COCTOSIHUIO Ha B onme Ne 0 YYETHBIM JaHHBIM YHCIINIOCH
(maTta Hagaxa padbor)
B mporiecce co3nanus 00beJMHEHHOTO apXUBHOTO (hoHIa chopMupoBaH GoH
(Ha3BaHmueE)
B COCTaBC €I.Xp.,BHCCCHHLIX B OITNCHU
(KOJIMYIEeCTBO) (KOJIMYIECTBO)
Io cocrostHuIO HA B 00BEIMHEHHOM apXUBHOM (oHE Ne YHCITUTCS omnucei,

(mata 3aBepiieHus padoT)
nien (e.XxpaHeHus ) 3a TOJIBI.

[IpoBeneHs! cenyronue BUAB padboT

(TIepeYncIsIOTCs BUIBI IPOBEICHHBIX Pa0OT, KPOME OTMCAHHS JOKYMECHTOB)
K ommcu cocTaBiieH cienyromuii HayqHO-CIIPAaBOYHBIN amnmapar

(TIpeanciIOBHUE, OTNABICHNE, YKA3aTelN)
PaGoty BemoNHMIN IToanucu PacmmpoBka nogmnuceit
(HanMeHOBaHHE JOIKHOCTEH)

Paboty npunsn
HauMeHoBaHME TODKHOCTH PYKOBOAUTEIIS
apxuBa (JIMIa OTBETCTBEHHOI'O 32 apXUB) [Moamnuck Pacumdposka noamnucu

Jara

Omnwce onobpena [IOK (OK) opranuzarmm
IpoToKOoJT No oT

Omnwucs yreepkaeHa JIIK apxuBHOTO ydpexaeHns
IpOTOKOJ Ne oT

W3menenus B yueTHbIE (POPMBI BHECEHBI.

HanMeHoBaHME TOIKHOCTU PYKOBOIUTES IToanuce PacmmpoBka nogammcu
apxuBa (JIMIa, OTBETCTBEHHOTO 32 apXMUB)
Jara
He noanexammue XpaHeHUIO JTOKYMEHTHI BIIaebIlly BO3BpAILEHbI B KOJIHUECTBE Jien (TIOKyMEeHTOB) HA L.
IToxmuces BnaznensLa apxusa PacmndpoBka nmoxnucu
Jara
Ipencenatens LIDK (IK) opranuzarmu PacmmpoBka nomucu
IToammce
Jlara
®opmar A4 (210%297 mm)
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dopma akTa 00 00pa30BaHUU 00bETHHEHHOT0 APXUBHOIO oHaa

129


http://www.proarhiv.ru/
mailto:info@proarhiv.ru

www.proarhiv.ru info@proarhiv.ru

HaumeHnoBanue opranuzanuu

AKT
No

(MecTo COCTaBIICHHS)

0 TEXHUYECKUX OLIMOKAX B

YUYETHBIX JOKYMCHTaX
Dong Ne

Hazpanne honma

ProArhiv.ru APXVBHbBIE PABOTbI /151 BALLEA OPFAHU3ALINN
Ilpunoscenue 40 k n. 6.4.1.3

+7495 973 90 60

YTBEP/XKJIAIO

HaunmenoBanue 10KHOCTH
PYKOBOJIUTEIISI OpraHU3aluu

B xone BeImOIHEHUS

[Moanuce Pacmmdposka
HOJIUCH
[ara
0OHapyX eHbI

TEXHUYECKHE OIIMOKHU B 3aIIUCAX

HasBanue nokyMeHra

CymiecTBytoias 3anmch

Crnenyert 3anucarth

1

2

3

B PE3YIbTATC KOJIUYCCTBO CANHUL] XPAHCHUA YBCININIIOCH (YMCHLI_HI/IJ'IOCB) Ha

[Ipumeuanus:
JIOKHOCTH

Jara

IMoamuce

3meHneHnme BHECEHEI B YUCTHBIC TOKYMCHTEIL.

HanmenoBanme JOJDKHOCTH PYKOBOJUTEIIA

apxXuBa (J'II/II_Ia, OTBCTCTBCHHOTI'O 3a apXI/IB)

JlaTa

Iloamuce

en.xp.

(1dpaMu, IPOIHCHIO)

Pacuudposka noanucu

Pacmm¢poBka nognucu

®dopmar A4 (210*297 mm)
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dopma aKTa 0 TEXHHYECKHX OIIHOKAX B YYeTHBIX JOKYMEHTAaX
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Ilpunosicenue 41 k n. 6.4.1.

HaunmenoBanue opranuzanuu YTBEP/XKJIAIO
AKT HaumeHnoBanue n0KkHOCTH
Ne PYKOBOJUTENSI OpraHU3aIuu
(MecTo COCTaBIICHHS)
[Moanuce Pacmmdposka
00 HEOOHAPYKEHUHU JOKYMEHTOB (HE OTHOCSIIINXCS K MOAMUCH
JTaHHOMY (POH[Y, apXUBY, HEYUTEHHBIX U T.1.) Hara

B xone
(B pabor)
00Hapy>XEHO
(B honne, xpanmnmine, pabodeM OMELICHUH)
Ne /it 3aroioBoK udp (ecmu ecTp) K xakomy ¢oHIY OTHOCHTCS [Iprumeganns
en.Xp.
1 2 3 4 5

Htoro obHapyxeHO JTIOKYMEHTOB.

(mmdpaMu 1 IPOTIUCHIO)

HaumenoBanmue nomkHOCTH pabOTHHKA [Tonmucs Pacmindposka moanucu

JlaTa

HM3MeHeHNs BHECEHEI B YUYCTHBIC NOKYMCHTEI.

HanmMeHoBaHMEe TOIKHOCTH PYKOBOJIUTENS
apxuBa (JIM11a, OTBETCTBEHHOTO 32 apXUB) [Tonnuce Pacmudposka moanucu

JlaTa
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®opmar A4 (210%297 mm)

dopma akTa 00 00HAPYKEHUH TOKYMEHTOB
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IHlpunootcenue 42 k n.8.2.2

HaumeHnoBanue opranuzanuu [Terposy b.1.
yi1.2KyKoBCKOTO,
105/2, k8.5,
r.HoBocubupck, 630082

APXUBHAS CITIPABKA

31.06.99 Ne 04-5/173

Mocksa

Ha Ne 310 ot 25.06.99

B noxymentax apxuHoro ¢onaa Beepoccuiickoro o0beanHeHus xyie6onpoaykToB "Pocxieo-
IPOAYKT", B BEIOMOCTSAX Ha BBIIAYy 3apaOOTHOM TUIAThI pab0YHM U CITYKAIIIUM 32 anpeib-IeKadpb

1962 r., 3nauntca I[lerpoB bopuc BaHOBUY B 10KHOCTH MHXKEHEPA.
OcnoBanue: §.50, omn.2, 1.3, m1.105-106

CnpaBKa BblJJaHa I MPEAOCTABJICHUS 110 MECTY pa6OTH.

HanmeHoBaHUE T0JKHOCTH PYKOBOIUTENS

OpraHu3aluuu

(cTpyKTypHOrO nojpas/ieseH s, B COCTaB KOTOPOro

BXOJIUT apXUB) IToanuce

Jara

HanmenoBanme JOJDKHOCTH PYKOBOJUTEIIA
apxXuBa (J'II/II_Ia, OTBCTCTBCHHOTI'O 3a apXI/IB) HOI[HI/ICL

JlaTa

Fep6013a;1 eyaTb OpraHru3alun

Pacmmdposka moanucu

Pacmm¢poBka nognucu
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®dopmat A4 (210*297 mm) i AS (148*210 mm)

dopma apxXuBHOI cipaBKHU (o0pa3en)
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Ilpunoowcenue 43 k n.8.3.4

HaumeHnoBanue opranuzanuu

KAPTOYKA ITOJIb30BATEJIA

damunusa

Nms OT14ecTBO

MecTto paboTsl (yueObl) U JOHKHOCTh

Opranu3anys, HalrpaBUBILas [10JIb30BATENS, €€ aJIpec

O6pa3zoBanue

YueHas cTeneHb, 3BaHNUC

Tema u XPOHOJIOTMYCCKHUE PAMKH UCCIICAOBAHMUA

Mecto xurenncrsa

TenedoHsr: (TomanHwmii); (cmyxeOHBIN)

Cepust u No JOKyMeHTa, yI0CTOBEPSIOINIETO JINYHOCTh

C nmpaBuiamMu paOOTHI IOJIB30BaTENEN B YMTAJIBHBIX 3a1aX TOCYJapCTBEHHBIX apXuBoB Poccuiickoit
denepaiuy 03HaAKOMUIICS(ACh), 00SA3YIOCh UX BBIOIHATD.

Jara IToanuck
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dopmMa KapTOYKH MOJIb30BaATEJIs

137


http://www.proarhiv.ru/
mailto:info@proarhiv.ru

www.proarhiv.ru info@proarhiv.ru ProArhiv.ru APXUBHbIE PABOTbI A/151 BALLEW OPFAHU3ALUMN  +7 495 973 90 60
Ilpunoswcenue 44 k n. 8.6

HaumeHnoBanue opranuzanuu

Kypuan
perucTpanuu BbIIAHHBIX KON, BHINUCOK,
CIPABOK, TeMATHYECKUX MATEPUATOB

No ABTOD Hata u peructpa- | CoxmeprkaHue Haszsanue [Mara u peructpa- | Pacnucka B | Ilpumeuanue
n/m | 3ampoca, LIUOHHBIN HOMEP 3amnpoca BBIJJAHHOI'O LIMOHHBI HOMEP | TMOJIyYEeHUU

ucx. Ne, 3amnpoca JIOKyMEHTa BBIJAHHOI'O JOKY- WM 1aTa

Jata, aj- (xommsi, BHI- MEHTa OTIIPaBKU

pec, Te- MIHCKa,

nedoH cIpaBKa U
Jp.)
1 2 3 4 5 6 7 8
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(I)opMa JKypHaJIa perucrpanuu BbIIaHHBIX KOHHﬁ,
BBINIHCOK, CIIPABOK, TCMATHYCCKHUX MAaTCPHAJI0B
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HaumeHnoBanue opranuzanuu

’KYPHAJI PETUCTPAIIMA IMMOCEIMEHWUN NOJIb3OBATEJISAIMHU
YUTAJIBHOI'O 3AJIA

Hauar

OKOHYEH

®opmar A4 (210%297 mm)
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®DopmMa TUTYJBHOI'0 JIMCTA KYPHAJIA PErUCTPALMH IMOCCIICHU A
10JIb30BaTEJIIMU YUTAJIbHOI0 32712
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Ilpooonsicenue npunosncenusn 45

Ne [ara nocemeHus Kon-BO BBIIaHHBIX €1.Xp. U damunus, THULHUAJIBI [10JIb30BATENS ™
/11 ornucei (pa3bopunBo)

1 2 3 4
Hroro B roJly KOJIM4ECTBO MOCEIICHNH YUTAIbHOIO 3aJ1a MOJIb30BaTEIIIMU
COCTaBUJIO

(mudpaMu 1 TPOTUCHIO)

HaunmeHnoBaHue NOJKHOCTH COTPYAHUKA

apxuBa

JlaTa

[loxmuce

PacmmdpoBka noamnucu

®dopmar A4 (210*297 mm)
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®opma )KypHaJia PerucTpauuu nocereHum
10JIb30BaTEJIIMU YUTAJIbHOI0 32J1a

10
I'pacda 3anonHseTCs NOJIB30BaTEIEM
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HaunmenoBanue opranuzanuu YTBEP/XKJIAIO

HanmenoBanme JOJDKHOCTH

11
PYKOBOAMTEIIS OPraHU3aLUN

[Moanuce PactmngpoBka
noanucu
[ara
IJIAH.
padoTsbI Ha 20 roj
(HauMeHOBaHUE apXHBa)
Ne | Ha3Banme pazgena | Emunnna | OObem Bromxer Cpok ucnons3oBanust | Mcnonunutens | [Ipumeuyanue
/T | ¥ HAUMCHOBAHHS | M3MEPCHUs | padboT pabouero
BHUjia paboTHI BpeMeHU
1 2 3 4 5 6 7 8
HammMeHnoBaHue JOJDKHOCTH
PYKOBOJIATENS apXUBa [Moamuce Pacmmdposka moanucu
ara
®opmar A4 (210%297 mm)
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dopma roioBoro mjiaHa padoTsl apxuBa

11
Wnu PYKOBOAUTCIIA apXHBa, €CIIU apXUB ABJISICTCA CaAMOCTOATCIbHBIM YYPCIKIACHUCM.
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Ilpunoscenue 47 k n. 10.3.1

KAPTOUYKA YUETA PABOTBI C OPT AHU3AIIUEA

1.00mme cBegenuss 00 OpraHu3anun

Haunmenopanme opraHuzaliiu U
€€ HCIIOCPECACTBCHHAA ITIOAYMHCHHOCTD

AJipec opraHu3anuu

HasBanue apxuBa

Anpec apxuBa

Ha3Banmue, 1ata u Ne Jo0KyMeHTa
006 oOpazoBaHUU OpraHU3AINH

O peopranu3zaiuu opraHu3anuu

O NUKBUIAIMK OPTaHU3AIUN

damuius, UMsl, 0T4ecTBO, Ne Tesiedona
PykoBoauTens opranuzauuu

HauanbHuka yrpaBieHHs JeIaMu
(Yrpasinsroniero aenamu,
HavyaJIbHUKA 00111ero wiv 1-ro otaena)

Hauvanpnuka KaHIOCIIAPpHUH

P YKOBOAUTCIII apXyUBa WJIH JIMlda, OTBETCTBECHHOI'O 34 apXUB

2. Z[aTa COrJIaCcoBaHud UJIH YTBEPKACHHUA HOPMATHUBHO-METOANYECCKUX U IJIAHOBBIX JTOKYMECHTOB

[Tonoxenus o0 apxuse

I/IHCTp}’KI_[I/II/I 10 BSACHUIO JCJIOINPOU3BOACTBA

HOMGHKJ'IaTprI ACJI OpraHu3anuun

[Tnana-rpaduka nepesadu aei B apXuB

[Tonoxxenus o IIOK (3K) opranuzanmu

®dopmar A4 (210*297 mm)
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®opma KapTO4YKH y4eTa padoThl C OpraHu3anmen
(J1M1IeBasi CTOPOHA)

Ilpooonixncenue npunoxncenusn 47

3. CBeieHus1 0 MpOBepKax padoThbl apXuBa.

[Hata Opraamnzanus, OCHOBHBIE TIPEIIIOKESHHS IO PesynbTatsl peanuzanuu [Ipumeuanue
MPOBEPKH | OCYIIECTBILIOMIAs UTOTaM MPOBEPKH TIPEATI0KEHUN
POBEPKY
1 2 3 4 5

4. CBeneHusi 00 ynopsiioueHUH U nepeaayde e B roCapXms.

VYTBepxkaeHue Ono6penne ommceit IITK CormacoBanue ¢ 11K
omuceii DIIK OIMMCEH Ha Jiena 1o JU4-
JIeJT TOCTOSTHHOTO 0c060 TIEHHBIX eI KoIuii cTpaxoBoro GoHaa HOMY COCTaBy
XpaHCHUS
KOJI-BO | KpailHHE | KOJI-BO KpaiiHue KOJI-BO | KOJ-BO | KpailHue KOJI-BO KpaiHue
Jen JIaThl nen JaThl Nl | el.ydeTa | em.Xp. JIaThbl el aThel ael
el
1 2 3 4 5 6 7 8 9 10 11 12
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®opmar A4 (210%297 mm)

®opMa KAPTOYKH yueTa padoThl C OpraHu3anuen
(000poTHASI CTOPOHA)
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HaunmenoBanue opranuzanuu YTBEP/XKJIAIO
AKT HanmenoBanue 10mKkHOCTH
Ne PYKOBOJUTENS OpraHU3aliu

(MecTo COCTaBIICHHS)

[Moanuce Pacmmdposka
npueMa-Ttepeiadyu mpu cMeHe IIOJIITUCH
PYKOBOJIUTEIIA apX1Ba [ara

B cootBeTcTBUM ¢ TpUKa30M OT Ne
nepeaai(a)
(®.1.0. mepenasiiero) (®.1.0. nmpuHUMAIOLIETo)

NPUHSUT B TPUCYTCTBUH KOMUCCHHU, 00pa30BaHHOM Ha OCHOBAHWY JIAaHHOTO TIPUKa3a, B COCTABE

npeaceaareis 1 4JICHOB
JIOKYMEHTBI

apxuBa, CTPaxoOBbIC KOIIMHU JOKYMCHTOB 34 IoAabl 1 cnpaBqumf/i amnmnapar K HUM.

Ne | HasBanue u Ne onucu Kon-Bo k- Ko1-Bo npuHATEIX Aen- ync- Kon-Bo exn.xp. [Ipumeuanue
/m 3EMILISIPOB JINTEIb, 3HAMECHATEIb- KOJIH- CTPaxoBOTO

OITUCH yectBo OIJ] ¢donma

1 2 3 4 5 6

HUTOI'O npunsiTo e,
(tdpaMu 1 IPOMHUCHIO)

B TOM YHCJIE 0c000 IEHHBIX €I,

(mmdpaMu 1 TPOTIUCHIO)
e71.Xp. CTpaxoBoro (hoHAa U

(mmdpaMu 1 TPOTIUCHIO)

omnucei B 9K3EMIIIIPax
(undpamu 1 MPONHUCHIO) (undpaMu U MPONHUCHIO)

CocrosiHME JOKYMEHTOB, CTPaXxoBOro (hoH/1a U Onuceit

(o01mast XapaKTepHUCTHKA COCTOSHHS)
OnHOBpPEMEHHO NEPENAIOTCS

(Bumet HCA 1 ero 00beMBI, COCTOSIHUE)
CocTrosiHuEe NOMEIICHNS apXUBa:

(o01mast XapaKTepUCTHKA COCTOSHHUS )
Hanuuue u coctossHue 000pyA0BaHNs U UHBEHTApS:

(ob1mast XapaKTepUCTHKA COCTOSHIS )

[Tepenan [Moanuce Pacmdposka moanucu
[Tpunsin [Moanuce Pacmdposka moanucu
[Ipencenarens komMmuccumn TToamuce Pacmdposka moanucu
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YneHbl KOMUCCUU: [Moamuce PacimmdpoBka nmoanucu

(I)opMa aKTa nmpueMa-nepeaadu nmnpu CMEHE PYKOBOJIUTEA apXuBa
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