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BBE/JIEHME

Meronuueckue peKOMEHIaUuu Mo MpuMeHeHuto IlpaBui opranuzanuu
XpaHEHUs, KOMIUIEKTOBAHMS, Y4€Ta M HCIIOJIb30BAHUS JIOKYMEHTOB APXUBHOIO
¢onna Poccuiickoit @epepauMu U APYIMX ApXUMBHBIX JOKYMEHTOB B
rOCY/IApCTBEHHBIX OpPraHax, OpraHax MECTHOIO CAMOYIPABJICHUS U OPraHU3aLUsAX
(manmee — Meronuueckue pPEKOMEHAALMH) pa3padOTaHbl B COOTBETCTBUU C
rOCyIapCTBEHHBIM KOHTpakToM OT 30 HosiOps 2015 r. Ne 073 mo 3akasy
®denepabHOr0 apXUBHOI'O ar€HTCTBA.

Metonuueckie peKOMEHIAlMu pa3paboTaHbl B IEJAX OpraHU3alUH
npuMeHeHus: [IpaBwil opraHu3anuu XpaHEHMs,, KOMIUIEKTOBaHUsS, y4eTa W
HCIIOJIb30BaHUsl JTIOKYMEHTOB ApxuBHOro ¢onaa Poccuiickoii ®enepauuu u
IPYTMX ApXWBHBIX JTOKYMEHTOB B OpraHax TOCYIAapCTBEHHOM BIJIACTH, OPraHax
MECTHOI'O CaMOYIIpaBJIEHUs U opranu3auusax (manee — [IpaBuina), yTBEep:KIE€HHBIX
npukazoM Munucrepctsa KynbTypbl Poccniickon ®enepanuu ot 31 mapra 2015 r.
Ne 526 (3apeructpupoBanbl B Muntocte Poccun 7 centsaOpst 2015 1., Ne 38830) u
ABJIAIOTCS JOKYMEHTOM METOJUYECKOr0 XapaKTepa, PAaCKpPHIBAIOIIMM MEXaHU3M
BBITNIOJTHEHUSI HOPMATHUBHBIX MOJIOKEHH, YCTaHOBJIEHHBIX [IpaBunamu.

Meronnueckne peKOMEHIalliy MPU3BaHbl 00ECIIEYUTh pAOOTHUKOB apXHUBOB
OpraHu3aludid ~ HEOOXOJWMBIM  HHCTPYMEHTApHEM Uil  OCYILIECTBIICHHUSA
NESITEIbHOCTH [0 OpraHu3allid  XpaHEHWs, KOMIUIEKTOBaHUS, y4yeTa M
HCITOJIb30BaHUS apXUBHBIX JOKYMEHTOB B apXMBaX OpraHU3alllid B COOTBETCTBUH C
TpeboBanusiMu [Ipasu.

Meronuueckue peKkoMEeHAAU MpeAHa3HauYeHbl 11 TPUMEHEHUSI OpraHaMu
TOCYJApCTBEHHOM  BJIACTH, OpraHaMHd  MECTHOIO  CaMOYNpAaBIECHUA U
OpraHu3alusIMH — HUCTOYHHMKAMHM KOMIUIEKTOBAHMSI TOCYJApCTBEHHBIX H
MYHHUIMNAIBHBIX apXUBOB, B MpOIECCE MAESITEIbHOCTH KOTOPBIX O0pa3yroTcs

noKyMeHThl ApxuBHoro ¢ouaa Poccuiickoii denepanum (j1ajsiee — opraHu3aiiym).



[Tonoxxennss MeTOAUMYECKUX PEKOMEHJAUUMH MOTYT HCIIOJIb30BaTbCA TaKkKe
OPYTMMH TOCYJApCTBEHHBIMM W HErOCYJAapCTBEHHBIMU OpraHU3alusMH IIpU
OpraHM3allMd  XpaHEHUs O0O0pa3zyolIUMXCSd B HMX JIEATEIbHOCTH apXUBHBIX
JOKYMEHTOB.

[Ipn noaroroBke MeToguyecknux peKOMEHAAIMN UCIIOJIB30BaH MTPOLIECCHBIN
NOJXO/, TO3BOJISIOIIMKM paccMarpuBaTh pabOTy apxuBa OpraHM3alUUd  Kak
KOMIUJIEKC TOCJIEOBATENbHBIX W/WIM B3aMMOCBSI3aHHBIX BHJIOB JE€ATEIbHOCTH
(TIpo1ieccoB).

Hecmotpst Ha yHHBEpCalbHOCTb TpPEeOOBAHMMN, 3aKPEIJIEHHBIX HOPMaMHU
[IpaBui, MX NpakTHYECKas peanu3alys B apXWBaX KOHKPETHBIX OpraHU3aLMii
MOXKET CYIIECTBEHHO pa3au4arbCs. OTU PA3JIAYUSA  ONPENEISAIOTCA  PSIAOM
dakTopoB:  MacmrTad  JeATENPHOCTH  OpraHU3allid, Hald4ue |y  Hee
TEPPUTOPHUATILHO-YIAJICHHBIX CTPYKTYPHBIX IOAPA3JIEICHUM, ABIAETCA  JIH
OpraHu3anus VCTOYHHUKOM KOMIIJIEKTOBaHUS rOCY/apCTBEHHOIO
(MyHULIMIIAJIBHOT0) apXUBA, COCTaB U O0OBEMBI XPAHUMOM IOKYMEHTALUU U JP.

B caywasx, oOyCIOBJEHHBIX COAEpPKAHMEM OTHAEIbHBIX HOPMATHUBHBIX
nosnoxenu IIpaBun, Meroanueckne peKOMEHIaMKU aJpeCOBaHbl OpraHU3alUsIM,
HE  SBISIOIIMMCS ~ MCTOYHUKAMU  KOMIUIEKTOBaHMS  T'OCYJApCTBEHHBIX
(MyHULIMIIATBHBIX) apXUMBOB, YTO B TEKCTE METOOUYECKUX PEKOMEHIAINM
OroBapuBaeTcs 0co00.

OtpenbHble  MONOXKEHUS METOAMYECKUX PEKOMEHAALMN  PACKPBIBAKOT
O0COOEHHOCTH XPaHEHHUsI, KOMIJIEKTOBAHHUS, YU€Ta U HUCIIOIb30BAHMS 3JIEKTPOHHBIX
apXMBHBIX JOKYMEHTOB, XPAaHALIUXCA B apXuBe Ha (PU3NYECKH 0OOCOOJIEHHBIX
HocUTeNnsAX. Meroauueckue peKOMEHJAMM HE  COAEpKaT  IIOJOKEHUH
OTHOCHUTEJIBHO TEXHOJOTMU pPabOThl C 3JIEKTPOHHBIMH JOKYMEHTAMH B apXuBE
OpraHv3alMd MpU NPUMEHEHUU HHBIX CIHOCOOOB XpAaHEHUs SJIEKTPOHHBIX
JOKYMEHTOB. MeTou4YecKkue peKOMEHJAalluU TaKXKe HE COAEpX aT MOJOKEHUH 00

Oopranmn3alivu XpPaHCHHUA ayAHOBU3YAJIbHBIX JOKYMCHTOB B CBA3UM C OTCYTCTBUCM



COOTBETCTBYIOIIMX HOpM B [IpaBuiax.

I[To Bcemy TekcTy MeTonMuecknx peKOMEHJAIUMN JaloTCsd CChUIKM Ha
COOTBETCTBYIOIIKE MONOKeHUs (MyHKTHI) [IpaBui.

Onucanue apXuBHBIX pad0T B MeTonnuecknx peKOMEH IallusX OCHOBAHO Ha
MPOLIECCHOM TTOAXO0/I€, MO3BOJISIONIEM YCTAHOBUTD MOPSIOK BBITOJHEHUS pabOT 1O
OpraHH3aIliy XpaHEHHs, KOMIUICKTOBAHUS, Y4eTa U UCIIOJIb30BAHUS IOKYMEHTOB B
apXuBE OpraHu3aluH, TPeOOBaHUS K KOTOPHIM ycTaHOBJIeHBI [IpaBumamu. B
pe3ynbTare  peaju3aldd  MPOIECCHOrO0  MOJAXO0Aa  JIeATeNbHOCTh  apXuBa
OpraHM3alMy TMpEACTAaBI€HAa KaK COBOKYIHOCTb CBSA3aHHBIX MEXIY COOOM
niporeccoB (puioxkenue Ne 1, mpunokenne Ne 2).

Howmep nporuiecca B peectpe nporeccoB (mpunoxkenue Ne 1) coxpansiercs 3a
HAM TIpY OMHCAHWM BBHITIOJHEHUS TAHHOTO TpoIlecca B TEKCTe MeTomamuecKux
PEKOMEH Al U COOTBETCTBYET HOMEPY paznena MeTonueckux peKoMeHaaluii.

B cBs3u ¢ Tem, 4TO B paMKax MPOIECCHOrO MOAX0a BaXKHO OBLJIO MOKa3aTh
B3aMMOCBSA3U MPOIIECCOB MEXIY CO0O0M HayWMHAas C MOCTYIUICHUS JOKYMEHTOB B
apXuB OpPraHU3aIlMU U BKJIIOYEHUS UX B COCTAB apXMBHOTO (DOHIA IO OpraHu3aIuu
WCIIOJIb30BaHUS JOKYMEHTOB B apXUBE U YHUUTOKEHUS TOKYMEHTOB C UCTEKIITUMHU
CPOKaMH  XpaHEHHS, TMOPSJOK PACIOJOXKEHUS  pa3feiaoB  MeToau4ecKux
pEKOMEHIAIMN OTIMYaeTCs OT CTPYKTyphl [IpaBui (IepBBIM MpOIIECCOM B
Meronuuecknux peKOMEHAAIUAX sBIsieTcss mporece «KoMiuiekToBaHne apxuBa
OpraHu3aluu JOKYMEHTaMu).

Merononoruss  MNPOLECCHOrO  MOAXOAAa  IPEIIosiaraeT He  TOJBKO
MOCNIEIOBATEIbHOE OMUCAaHUE KOHKPETHBIX BUIOB pabOT MO OpraHu3aluu
XpaHEHWs, KOMIUICKTOBAHMS, y4e€Ta W HMCIOJIb30BAHMS APXUBHBIX JOKYMEHTOB B
apXuB€ OpraHu3alluu, HO U Tpaduueckoe MpeCTaBICHUE OTAEIbHBIX MPOIECCOB.

JUia rpauueckoro NpeACTaBIECHHs IIPOLECCOB OblIa HMCIOJIb30BaHA CHCTEMA



YCIOBHBIX 0Oo3HaueHuit (HoTarms') ARIS (akponum or amri. Architecture of
Integrated Information Systems), 3Haue€HHE CHUMBOJIOB KOTOPOW MPEACTABICHO B
npuiokeHnu Ne 3.

TepMunbl W ompeneieHus,  HUCIOJb3yeMble B MeETOIUYecKux
PEKOMEHTALUSX, COOTBETCTBYIOT I'ocCTt P 7.0.8-2013 «CHUBHA/I.

Jlemonpon3BOACTBO U ApXUBHOE AE0. TEPMUHBI U ONPENCIICHUSD.

' Horanus - Habop 3HAKOB W MpaBUJI, KOTOPhIE€ HUCIOIB3YIOTCS JJIsl Tpauieckoro

OoIrcCaHus, MOACIIMPOBAHMA ITPOICCCOB.
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1. KOMIUIEKTOBAHUE APXVMBA OPI'AHU3ALIUN JOKYMEHTAMU

Komnnexmoeanue apxuea — smo cucmemamuieckoe NOnoJHeHue apxuea
OOKYMEHmMamu 8 COOMEemcmeuul ¢ €20 npoguiem.

Lenpt0o KOMIUIEKTOBAHMSI apXWBa OpraHU3allMd SIBISETCS CO3JaHuEe U
(opMupoBaHUE apXUBHOTO (OH/IA OpraHU3alUHU, KOTOPBIN MOAJIEKUT XPAHEHUIO B
apxuBe opranuzanuu (1. 2.3. [IpaBu).

B apxuB opraHuzanuu, B AEATEIBHOCTH KOTOPOW CO3HANOTCS JOKYMEHTBI
ApxuBHoro ¢onma Poccuiickoit =~ depeparuu, TOCTYMawT  JTOKYMEHTBI
IIOCTOSIHHOT'O CPOKa XpaHEHWs, TOKYMEHThl BpeMeHHbIX (cBbiie 10 jieT) cpokoB
XpaHEHUs, B TOM YHCIIE [0 JIMYHOMY COCTaBy, 00pa30BaBIIMECs B JAEATEIHHOCTH €€
CTPYKTYPHBIX MOJpPAa3IEICHHM, MOJABEIOMCTBEHHBIX OpraHu3aluid U (U3NYECKUX
.

[IpaBusiaMu yCTaHOBIIEHBI ~ CPOKM TI€pelayd B apXWB OpraHU3alUu
TOKyMeHTOB  ApxuBHoro ¢onna Poccuiickoit ®enepanuu, JTOKYMEHTOB
BpeMeHHBIX (cBbIIe 10 J1eT) CpOKOB XpaHEHUSs, JOKYMEHTOB 110 JINYHOMY COCTaBY:
HE paHee, 4YeM 4epes3 rofl, W He MO3JHEE, YEM Yepe3 TPY rofa IOCIIE 3aBEPIICHUS
el B JICJIONPOM3BOJCTBE; Il JOKYMEHTOB IO  JMYHOMY  COCTaBY
TOCYIAPCTBEHHBIX TPAXIAHCKUX M MYHUIUMAIBHBIX CIYKAIlMX, YBOJEHHBIX C
rOCyJapCTBEHHOMN IpakJaHCKON MM MYHHUIIMIAIBHOM cIykO0bl — uepe3 10 mer co
nHs yBobHeHus (1. 4.1. TpaBw).

KoMmiekroBanue apxmBa JOKYMEHTaMHU SBJSIETCS MPOLECCOM, IpU
NPABWJIBHOM  BBINIOJIHEHUHM KOTOPOro oOecleyuBaeTcs Y4eT U XpaHEHHUe
JOKYMEHTOB B apXuBE€ OpraHu3ainuu. [[pakTHueckn Bce COCTABISIOIINE €0 BHJIbI
pabor  (mpouecchl) HAYMHAIOTCA B JICJIONIPOM3BOJCTBE  CTPYKTYPHBIX

nojApa3AeiICHU OpraHu3ali, OJHAKO TpeOOBaHMS K HX BBINOJHEHUI0O U K

> Jlms apXWBOB OpraHM3aluid, XpaHAUX (OHABI JUYHOIO IMPOUCXOXKICHHUS,

paboTaBIINX B HUX BBIJAIONIUXCS JESITENCH HayKU, KYJIbTYPhI, UICKYCCTBA U JIP.
10



HOJTy4aeMbIM  pe3yibTaTaM  («BbIXOJaM»  TIpolecca  KOMILJICKTOBAHHMS),
OTIPENIEIISIFOTCS. apXWBOM OpraHU3allid W OOYCJIOBJIEHBI TEMH BHJIaMH paboT,
KOTOpBIC BBIMOJHAIOTCS HEMOCPEACTBEHHO B apXuWBe OpraHm3anuu. [lo 3Toi
NpUYUHE BCE PAabOTHI B paMKax Ipolecca KOMILICKTOBAHHS PEKOMEHIYETCS
IIPOBOJIUTH T10]] HEMIOCPEICTBEHHBIM METOIMYECKUM PYKOBOJICTBOM apXHBa.

[Tporecc KOMIUIEKTOBAHUS BKITIOYACT:

— TPOBEJICHUE IKCIICPTU3BI IICHHOCTH JTOKYMEHTOB B JICJIONPON3BOICTBE;

— odopmiIcHHUE JeT,;

— mepeady Jesl B apXUB OpraHU3aluy.

I'padpuueckoe wu3oOpaxkenue mporecca 1. «KommmekroBanue apxuBa

OpraHn3anuvy JOKYMCHTaAMM» IIPCACTABJICHO Ha CXCMC 01 IMPUITOKCHUA Ne 4,

1.1. HpOBGI[eHI/Ie OKCIICPTU3BI ICHHOCTH JOKYMCHTOB B ACIOIIPONU3BOACTBC

[lepBeIM 3TAIoM, 00eCITeYnBaOIIAM BBITTOJTHEHNE mporecca
KOMIIJICKTOBAaHUSI apXWBa OPraHU3alluu JIOKYMEHTaMU, SIBJISIETCSl TPOBENICHUE
AKCIIEPTHU3HI IIEHHOCTH IOKYMEHTOB B jenonpon3Boactse (1. 4.3. [IpaBuin).

Oxcnepmusa yenHocmu OOKYMEHMO8 8 0elonpou38o0Cmee OpeaHu3ayuu —
9MO uU3yueHue OOKYMEHMO8 HA OCHOBAHUU Kpumepues ux YEeHHOCmU C UYeblo
onpeoeneHusi CPOKO8 XpaHeHuss U 0moopa 0OKyMeHmo8 O 6KIOYEHUs 8 COCMA8
Apxuenoeo gponoa Poccuiickoii Dedepayuu.

DKcnepTru3a MEHHOCTH JTOKYMEHTOB MPOBOJUTCS B JEIOMPOU3BOCTBE MPHU
COCTAaBJICHUU HOMEHKJIATyphl Jnea opranuzanuu (1. 4.10. [IpaBun) u npu
MMOATOTOBKE JIeJ K Mepeade B apxuB opraHusanuu. [1o pe3ynbraraM SKCHepTH3bI
[IEHHOCTH JIOKYMEHTOB B OpPraHU3aIlMU COCTABJISIIOTCA OIMUCU JENl CTPYKTYPHBIX
NoApa3AeiCHUN: MOCTOSHHOTO CpOKa XpaHEHWs, BpeMEHHBIX (cBbimie 10 Jer)
CPOKOB XpaHEHHUS W TI0 JHYHOMY COCTaBy, a TaKKe aKThl O BBIICICHHH K

YHUUTOXKECHHIO JIeJI, HE TIOJIISKAIIUX XpaHeHuto (npuwioxenus 21, 23, 24 TIpasun).
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Jlist mpoBeneHHs] SKCHEPTU3bl IEHHOCTH JOKYMEHTOB B OpraHu3aluu
cosaercs sKcrepTHas komucens (manee — DK)°. B opraHmsammsix, HMEIOIIHX
CIOKHYIO CTPYKTYpPY W/WJIM TOABEIOMCTBEHHbIE OpraHU3allMU,  CO3AI0TCA
IEHTpaJIbHbIE dKcniepTHBIE Komuccuu (nanee — [IOK) (1. 4.7. [Ipasun).

3agaun u pynkuuu DK (OK) opranuzaiuu onpeneistoTcs MOJ0KEHUEM O
KOMHCCHH, KOTOpO€ pa3pabaThIBa€TCs Ha OCHOBE COOTBETCTBYIOIIMX MPUMEPHBIX
nosoxkeHnit 00 DK um DK, yTBepKIEHHBIX YIMOJTHOMOYEHHBIM (eaeparbHbIM
OpraHoM HCIOJHUTENLHOM BIacTU B chepe apXUBHOTO JIeia U JIeJIONPOU3BOICTBA.
OcHoBuble 3amaun u ¢yHkuun [HOK (OK) opranuzanuu 3akpenseHbl B
m. 4.9. IlpaBun. B cocra 1[OK (OK) B o00s3aTenbHOM MOPSAKE BKIIOYASTCS
PYKOBOJIUTENb apXuBa (JIUI0, OTBETCTBEHHOE 32 apXUB), CIICIIMAIIMCTHI KAJAPOBOM U
¢uHaHCOBOM cCiyk0, a Takke Hambonee KBaTM(PHUIMPOBAHHBIC CIIECLIUATHCTEI,
3HAIOLIME CHEHU(PUKY ACSITEIbHOCTH OpraHU3allii, B KOJUYECTBE HE MEHEE TpeX
yenoBek. CocraB DK u LIDK ¢ nonokeHus 0 KOMUCCHUSIX YTBEPXKAAIOTCS IPUKAa30M
pykoBoauTens opranuzanuu (1. 4.8. IIpasmin).

[TonoxxeHus, perjlaMeHTHPYIOIIME TOPSIOK  ITPOBENECHUSI  AKCIEPTU3BI
LHEHHOCTH JOKYMEHTOB B OpraHU3alliH, JOJDKHBI ObITh BKJIFOUEHBI B HHCTPYKIHUIO
10 JIEJIONPOU3BOICTBY OPraHU3aLUU.

OkcnepTu3a IEHHOCTH  JOKYMEHTOB MPOBOAMUTCS B  CTPYKTYPHBIX
noApazAeiaeHusx opranu3anuu  exeronHo (m. 4.11 [IpaBun) coTpyaHuUKaMu
NoJIpa3fejIeHUuil MpPU METOAUYECKOM MOMOIIM CIYKObl JeJONMpPOU3BOACTBA H
apxuBa OpraHu3auuy. Pe3ynbTaTbl 3KCHEPTHU3bl LEHHOCTH COTJIACOBBIBAIOTCS C
32K (3K) opranuzammu.

[Ipn npoBeneHMU SKCHEPTU3bl LIEHHOCTH JOKYMEHTOB B CTPYKTYPHBIX
HOJpAa3ICICHUSIX OpPraHU3alUUd MPOBOAUTCA OTOOP JOKYMEHTOB MOCTOSIHHOTO U

BpeMeHHoro (cBbimie 10 neT) xpaHeHHs A NEpefadyd B apXUB OpraHu3alluu;

*Jlnst  TMpOBENEHUsI DKCIEPTU3bl IIEHHOCTM HAyYHO-TEXHUYECKOW U JAPYyrou
CHECIUAIbHOW JIOKYMEHTAllMd B OpraHu3alud MOXeT ObITh co3ganHa OK,
BKJIFOYAOIIAsl COOTBETCTBYIOLIUX CIIELIMAJINCTOB.
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oT0Op JOKYMEHTOB C BpEMEHHBIMH CpOKaMu xpaHeHus (mo 10 mer
BKIIFOUUTENFHO), TMOJICKAIIMX JadbHEHIIEeMy XpaHEHHI0 B CTPYKTYPHBIX
MOIpA3CICHUAX; OTOOp JOKYMEHTOB, CPOK XpaHEHUS KOTOPBIX HCTEK, K
YHUUYTOXKECHHUIO.

Ecmm B opram3anuu CTPYKTYpHBIC TOJpa3[eieHUs OTCYTCTBYIOT,
AKCIIEPTU3a IEHHOCTH TpoBoauTcs DK opranuzaiuu.

DKcnepTru3a IMEeHHOCTH 3JICKTPOHHBIX JOKYMEHTOB IPOBOJUTCS B MOPSIKE,
YCTAaHOBJIEHHOM JIJIi TIPOBENICHUS OKCIEPTU3bl IIEHHOCTH JIOKYMEHTOB Ha
OymaxkHoM Hocutene. [Ipym mpoBeIEHWH SKCIEPTHU3bl IEHHOCTH AJICKTPOHHBIX
JTOKYMEHTOB JIOTIOJTHUTEIHHO YUUTHIBACTCS:

— TIOJUTMHHOCTH 3JICKTPOHHOT'O JOKYMEHTA, HAJTMYHE JJICKTPOHHOHN MOIITUCH
1 TIOJIOKHUTEIILHOTO PE3yJIbTaTa €€ MIPOBEPKH;

— BO3MOXXHOCTb  BOCIIpOM3BEJIEHUS U 00paboTku  uHbOpMaLUH
AJIEKTPOHHBIX JIOKYMEHTOB 0€3 HCIOJIb30BaHUSI OPUTHHAIBHOTO MPOrPaMMHOIO
oOeCIICUCHHS;

— BO3MOXXHOCTh oOecreueHuss BpeMeHHoro (cBeime 10 JneT) XxpaHeHws,

IMPOBCACHUA TCXHOJIOITMYCCKHUX MI/IFpaHI/Iﬁ QJICKTPOHHBIX JOKYMCHTOB.

1.1.1. CocraBieHue, corjlacoBaHle, yTBEPKICHIUE HOMEHKIIATYPHhI el

OopraHu3alu

Homenxnamypa oen — cucmemamu3upoganubslii nepeuensb 3a20108K08 0eil,
€030a8aemMblX 8 OP2AHU3AYUL, C YKA3AHUEM CPOKO8 UX XPAHEHUS.

Homenkmatypa  gen  sBiseTcss  OCHOBOM Uil (pOpMHpPOBAHUSA
JTOKyMeHTaJIbHOTO (oHga opranuzauuu (1. 2.2. [IpaBun). Homenknarypa pen
npeaHa3HayeHa Uil TPYNIHUPOBKH  HCIOJHEHHBIX JIOKYMEHTOB B Jela,
cuctematuzauun u ydera gen (m. 4.14., 4.15 [Ipaswn). Homenknatypa nen

UCIOJIb3YeTCA [l COCTaBJIEHUS OINUCEH JeN CTPYKTYPHBIX MOJpa3iesieHHM
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MIOCTOSIHHOTO, BpeMEHHbIX (CBbIme 10 JieT) CPOKOB XpaHEHHS U MO JIMYHOMY
cocraBy (1. 4.16 [IpaBuit), akTOB O BbIICIEHUN K YHUUTOXXCHHIO €] C UCTEKIIIUMHU
CpOKamMu XpaHEHUS.

[Ipu npuHsATHU peleHus 0 Tiepeaye B apXuB OpPraHu3alii JOKYMEHTOB CO
cpokamu XpaHeHus 10 10 JeT BKIIOUHUTEILHO HOMEHKJIATypa JIeJ1 MOXKET ObITh
UCIIOJIb30BAaHA B  KAueCcTBE JIOKYMEHTa, B COOTBETCTBUU C KOTOPBIM
OCYIIECTBIIAIOETCS TIepeada JaHHOW KaTeropuu JeN B apXUB OpraHU3allii U yueT
nen B apxuse (1. 4.2. Tlpasun).

TpeboBaHus K COCTABJIEHNIO HOMEHKJIATYPbI A€ JIOJKHBI ObITh 3aKPETICH bl
B UHCTPYKIIMH IO J€JIONPOU3BOJCTBY OpPraHU3alluH.

HomenknaTtypa aen opraHu3aiii MOXKET OBITb CBOJHOM U COCTABISITHCA U3
HOMEHKJIATyp nen CTPYKTYPHBIX NoApa3AeICHUN, KOJUIETUAJIbHBIX,
COBEIIATENbHBIX M HWHBIX OPraHoB (KOMHUCCHH, KOMHTETOB, COBETOB U Jp.)
ciyx00# aenomnpousBoactsa (1. 4.18 Ilpasun).

Homenknatypa pAen CTpYKTYpHOrO TMOAPA3ACNIECHUS COCTaBJSIETCS IO
ycranoBnenHoi IlpaBunmamu ¢opme (mpunoxenue Ne 26 IlpaBun) muiom,
OTBETCTBEHHBIM  3a  BEJIEHHE  JCJIONPOM3BOJACTBA B  MOJPA3/CICHUH,
cornacoBbiBaercsi ¢ OK CTpyKTypHOro mnojpasfefieHus (IpU HAIAYUH) U
NOJIMUCHIBAETCS. PYKOBOJUTEIEM CTPYKTYPHOTO MOAPA3ACICHUs, TIOCIE YEro
MIPENICTABIIACTCA B CIY)KOY JEJIOMPON3BOCTBA OpraHU3aluu isi (POPMUPOBAHUS
CBOJIHOM HOMEHKJIATYpHI JIeT1.

Ecnmu  cTpykTypHble TOApa3AeieHUsT B OpraHU3allMd  OTCYTCTBYIOT,
HOMEHKJIaTypa JIeJI COCTABJISETCS JUIIOM, OTBETCTBEHHBIM 32 JIEJIONPOU3BOJICTBO B
OpraHHU3alUu.

B KkoHUE KaxIOro pasiesia HOMEHKJIATypbl M€l MPelyCMaTpUBaeTCs
HECKOJIBKO Pe3epBHBIX (CBOOOJHBIX) MHACKCOB Jei (IBa-TpH) IJisl BKIIOUYCHUS B
T€YeHHE rofa B pabouuil HK3EMIUISIp HOMEHKJATYpbl el 3arojOBKOB JeJ, He

NPEyCMOTPEHHBIX MpPU pa3pabOTKE U YTBEPKIACHUU HOMEHKIATYPHl JeJl.
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Bxirouenne B paznenibl HOMEHKIIATYPBI JE€1 B T€YEHHUE Iojia HOBBIX 3aroJIOBKOB
7ie1 He TpeOyeT ee MOBTOPHOI'O COTJIaCOBAHMSI U YTBEPIKICHUS.

Homenknatypa nen cocraBisieTcss Ha KaJCHOApPHBIA TOJ, BBOJIUTCA B
JEeICTBUE C 1-ro siHBapsi HOBOI'O KaJEHJAPHOIO ToAa M IMOJUIEKHUT €KEroJHOU
KOPPEKTUPOBKE.

Homenknatypa gen  opranuzanuu  (CBOJHAas  HOMEHKIJIATypa  JIe)
cocraBisieTca 1o ycraHoBiieHHOM [IpaBunamu ¢opme (mpunoxenue Ne 25
[IpaBun), NOAMHCHIBAETCS  PYKOBOAMTEIEM  CIYKObl  JI€JIONPOU3BOJICTBA
OpraHu3alliy, BU3UPYETCAd PYKOBOAMTENEM apXuBa oOpraHuzanuv  (JIMIOM
OTBETCTBEHHBIM 3a apxuB), corinacoBbiBaeTcsa [[OK (OK) opranuzanmuu wu
YTBEPKIAETCS PYKOBOAUTEIEM OpraHU3alllH.

Opranu3anum — UCTOYHUKHU KOMILIEKTOBaHUS roCcyAapCTBEHHBIX
(MyHHLHIATGHBIX) ApPXHBOB OAMH pa3 B 5 JeT" [OcHe COrTaCOBAHMS
HoMeHKJaTypsl e ¢ LIDK (OK) opranuzanuu npenctaBisiioT €€ Ha COrjacoBaHUE
AKCIIEPTHO-TIPOBEPOUYHBIX KOMHUCCUU (heaepabHbIX TOCYAApPCTBEHHBIX APXUBOB,
YIIOJJTHOMOYEHHBIX OPraHoOB HCIIOJHUTENILHON BIAacTH CyOBeKTOoB Poccuiickoii
@®enepanuu B 00JacTH apxuBHOro jgena (nanee — DIIK apXuBHOToO ydpexaceHus)
WM TOCYIAPCTBEHHBIX (MYHUIMIIAIBHBIX) APXUBOB, COTJIACHO MPEIOCTaBICHHBIM
uM nonHoMounsM (1. 4.18. [IpaBw). Ha DOIIK apxuBHOrO y4YpexIeHuUs WIA B
rOCYIapCTBEHHbIH  (MYHUIMIAIbHBIM) apXUB MPOEKT HOMEHKJIATyphbl el
MPECTaBISIETCAd B JBYX JK3EMIUIIpax Ha OyMakHOM HocuTene (JOMOTHUTEIHHO
OIUH D3K3EMIUISIP HOMEHKJIATYpPhl JEI MOXET NPEACTABIATHCS B AJIEKTPOHHOM
Buae). OOuH SK3eMIUISIp NpPOeKTa HOMEHKIATypbl Jeid, cornacoBaHHbld OIIK
aApPXUBHOTO YUYPEXKJEHUS WM TOCYAapPCTBEHHBIM (MYHUIIMIAIBHBIM) apXUBOM,
BO3BpAIAETCs B OPraHU3aLIHIO.

B clydac CCJIM pPaHCC HOMCHKIIATypa ACJI HC IIPCACTAaBILAJIaCh HaA

* B cnydae uaMeHeHHs] DYHKIMI U CTPYKTYpbl OpraHU3alid HOMEHKJAaTypa Jej

IMOMJICKHUT IICPCCOCTABJICHUIO, COI'TIACOBAHNIO B YTBCPKICHUILO.
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cornacoBanue OIIK apXuBHOro yupexaeHHs, K HEM JODKHA OBITh COCTaBJIECHA
UCTOPUYECKAs CIIPaBKAa OpraHU3aliu.

CornacoBanHasg ¢ JIIK apXWBHOTrO y4peKIE€HHS WIA TOCYJAaPCTBEHHBIM
(MyHULMIIAJBHBIM) apXUBOM, COIVIACHO IPEAOCTABICEHHBIM €MY ITOJHOMOYUSIM,
HOMEHKJIaTypa Jel1 B KOHIIE KaXJOro roja yTOYHSETCS, MpU HEOOXOAUMOCTH
KOPPEKTUPYETCS, YTBEPKAACTCS PYKOBOAWUTENIEM OpraHU3allid W BBOAMUTCS B
neicTBue ¢ 1 ssHBapst cleAyoIIero KajleHI1apHoro roja.

Ecin B TeyeHue rojga B OpraHu3ali CO3Ja€TCS HOBOE CTPYKTYpPHOE
NOJpa3/eJICHUe, OTBETCTBEHHBIM 3a JEJONPOU3BOJICTBO ATOrO MOAPA3EICHHUS
JOJDKEH B TEYEHHWE Mecsla NOATNOTOBUTh HOMEHKIATYpy Jell  JaHHOIO
HOJpa3/IeIeHs U IepeaaTh €€ B CIyXO0y JeJIONpPOU3BOACTBA ISl MOCIEAYIOIIErO
MIPE/ICTABIICHNS HA YTBEPXKICHUE U BKJIIOUEHHUSI B COCTAB CBOJHOW HOMEHKJIATYPHI
JelL.

YTBEpKICHHBIA HK3EMIULID HOMEHKIIATYpPhl JEJ SBISIETCS JTOKYMEHTOM
MIOCTOSIHHOTO XPaHEHUsl W BKIIOYAETCS B pa3fel HOMEHKJIATYphl JIeNl CIYKOBbI
JEJIONPOU3BOJICTBA.

[locne yTBepkIieHHS HOMEHKIIATYpPbI /€Nl M3rOTABJIMBAETCS HEOOXOIHUMOE
KOJIMYECTBO KOMUHN Ui KCIONb30BaHUS B paloTe; ciayxk0a Ienornpou3BOJICTBA
OpraHM3allid  HampaBigeT B  CTPYKTYpHbIE  MOAPA3/ACICHUS  BBITUCKU
COOTBETCTBYIOILIMX PAa3JeiOB HOMEHKJIATypbl Jein. B anekTpoHHOM Buje
HOMEHKJIaTypa /€]l OpraHu3allii MOXET ObITh MPEICTaBlI€Ha Ha KOPIOPATUBHOM
BHyTpeHHeM mopTanie. Ciyx0a IeI0npon3BOJCTBA OpraHU3allid B TEUEHUE roja
UCMOJIb3yeT pabounii HSK3EMIUIIP HOMEHKJIATYypbl J€d (KOIUS COIVIACOBAaHHOI'O
OIIK 1 yTBEpXKAECHHOTO PYKOBOJMUTEIEM OPraHU3alNH 3K3EMIUIIpAa HOMEHKIATYPbI
nen).

Pa3paboTka HOMEHKIATypel [J€d B OpraHu3aluud HPOBOJUTCS B
COOTBETCTBUU C MPUKA30M (pacnopsKeHUEM) PYKOBOAMUTENS OpPraHU3aluy WITU

HHOT'O YIIOJJHOMOYCHHOI'O UM JIMIIAa U COCTOUT U3 HCCKOJIbKUX 3TAIIOB!:
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— pa3paboTka  KJIacCU(PUKAIMOHHOW  CXEMbl  HOMEHKJIATypbl  JIeJ
OpraHu3aluu;

— BBISIBJICHUE COCTaBa JIOKYMEHTOB JJIsl COCTABJICHUSI HOMEHKJIATyphl 1€,

— COCTaBJICHHE 3ar0JIOBKOB (HAMMEHOBAHUI) JIET;

— CHCTEMAaTHu3allMsl 3aroJ0BKOB JIEJI BHYTPH pa3ielia HOMEHKIATYphI JelT;

— HUHJCKCalUs JCT;

— onpcacIICHUC CPOKOB XpaHCHUA ACII.

1.1.1.1. Pa3zpabotka kinaccu(puKalMOHHON CXeMbl HOMEHKIIATYPHBI J1e1

OpraHnu3alnuu

Has3BanusiMu pa3fenoB HOMEHKIATypbl €1 OPraHU3aliu  SIBISIIOTCS
Ha3BaHUSl CTPYKTYPHBIX MOAPA3ACICHUM, pPAacCIOIIOKEHHbIE B HOMEHKIAType B
COOTBETCTBUHM C YTBEPKIAEHHOW CTPYKTYpOH, IUTATHBIM pAaCIUCAHUEM WIH
KJIaccu(PUKATOPOM CTPYKTYPHBIX MOJIpa3/ICIICHUM.

Ecnu opranusaiiysi He UMEET CTPYKTYPHOIO JI€JIEHUs, HOMEHKIJIaTypa Jej
CTPOUTCSA MO MPOU3BOACTBEHHO-OTPAC/IEBON WM (DYHKIMOHAJIBHOM cxemaMm H
Ha3BaHMs €€ Pa3AelIOB OMPENEIISIOTCS COJEPKAHUEM YIPABICHUYECKUX (DYHKIIMI
WM HAIPABJIEHUH JESTEIbHOCTH OpraHU3aluu.

PexomeHyeTcss mepBbIM B HOMEHKJIATYpE JEJI Pacnoyiaratb CTPYKTYPHOE
MOo/Ipa3JejeHue, B KOTOPOM  OTKJIQ[bIBAETCS HOpPMATUBHAs MpaBoBas U

OpPraHnu3adMOHHO-PACIIOPAIUTCIbHAA JOKYMCHTAIIUA.

1.1.1.2. BeisiBeHne cocTaBa JOKYMEHTOB ISl COCTABIICHUS HOMEHKIIATYPHI JCIT

HOMGHKHaTypa ACI1 OpraHu3alivh COCTABJLICTCA HaA OCHOBC H3YUCHHA

coCtTaBa M  COACpKaHUA  NTOKYMCHTOB, 06p A3ywImuxca B ACATCIIBHOCTHU
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CTPYKTYPHBIX ITOAPA3ACICHUN OpraHU3alliH, KOJUIErMalbHbIX, COBEIIATEIbHBIX U
VHBIX OPTaHOB.

[Ipy Hamuuuyu THUNOBOM WM TNPUMEPHOM HOMEHKIATYpPBl JEN IS
OpraHu3aluil ONPENEeICHHOr0 THUIAa HOMEHKJIAaTypa Jei pa3palbaThiBaeTcs Ha
OCHOBE THIOBOH (yCTaHABIMBAET TUIIOBOM COCTaB €I, €AUHYIO UHACKCAIIUIO 3THX
7Ie]l U SIBJISIETCS. HOPMATUBHBIM JIOKYMEHTOM) WJIM MIPUMEPHONH HOMEHKJIATYpPhI J1e]
(ycTaHaBIMBaeT MPUMEPHBIN COCTaB /e U HOCUT PEKOMEHATENbHbBIN XapakTep)
(m. 4.17. IpaBun).

B HOMeHKknarype IODKHBI OBITh IPENYCMOTPEHBI 3aroJIOBKM 1€l JUIs
IPYNIUPOBKH JTOKYMEHTOB, OTPAXKAIOIIUX BCE JOKYMEHTHUPYEMBIE YHACTKU PaOOThI
Y BOIPOCHI JEATEIbHOCTH OPraHU3aLUu.

IIpn cocraBieHMM HOMEHKJIATYypbl J€l CIEAYET PYKOBOICTBOBATHCS
yCTaBOM WM MOJOXEHUEM 00 OpraHu3aluy, MOJIOKEHUSIMU O CTPYKTYPHBIX
IIOAPA3JICIICHUAX, IIOJOKEHUAMU KOJUICTMAIBHBIX, COBELIATENBHBIX U HHBIX
OpraHax, IITaTHBIM pPACIHUCAHUEM, PETUCTPALMOHHO-YYETHBIMU  (opMaMu
(KapTOTEeKaMH, XypHajlaMd W Jp.), BEIOMCTBEHHBIMH W TUIIOBBIMU NEPEYHSIMHU
JOKYMEHTOB C YKa3aHUEM CPOKOB MX XPaHEHHWs, 3aKOHOAATEIbHBIMM W WHBIMU
HOPMAaTUBHBIMA  NPABOBBIMM  aKTaMH,  TUIOBBIMM WU NPUMEPHBIMHU
HOMEHKJIATYpaMH JIeJl.

B HOMeHKnaTypy el BKIIOYAIOTCS 3arojOBKM [J€J1 IOCTOSHHO WU
BPEMEHHO JICUCTBYIOIIMX OPraHoB, JOKYMEHTBI KOTOPBIX CIIyXaT IIPaBOBBIM
OCHOBAHHMEM [JIsl MOJITBEPKICHHS MOJHOMOYMN OpraHu3aluu (Hampumep, Aena
YYEHBIX COBETOB, IUCCEPTALMOHHBIX COBETOB, METOAUYECKUX, OKCIIEPTHBIX,
KOHTPOJIbHBIX KOMHCCHI H JIp.).

B HoMeHKnarypy nen BHOBb CO3JAaHHOM OpPraHM3allMM WM OpraHU3aluu-
MIPAaBONPEEMHMKA BKJIFOYAKOTCA 3aroJOBKH HE3aBEPIIECHHBIX EJIONPOU3BOACTBOM
Jel JUKBUAUPOBAHHBIX OpPraHU3alyid, NPABOIPEEMHUKOM KOTOPBIX SIBJISIETCS

OpraHu3aIus.
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He Bkirouarorcs B HOMCHKJIATYPY ACJ 3ar0JOBKH IMICYATHBIX HBH&HHﬁ.

1.1.1.3. CocraBiieHHE 3ar0JIOBKOB (HAMMEHOBAHHUIM ) JICTI

3aroyioBoK Jena JOJDKEH YEeTKO W B 0000LEeHHOM QopMe oTpaxaTh
OCHOBHOE COJIEp)KaHHE U COCTaB JOKYMEHTOB Jiena.

He nomyckaercs ynorpeOnasiTb B 3arojoOBKE Jiela HEKOHKPETHBIE
(GOpMYITUPOBKH («MaTepHUabl», «pa3Hble MaTepHalbl», «OOIIas IMEepenucKa» Hu
T.J1.), @ TAK)KE BBOJIHBIE CJIOBA U CJIOKHBIE CHHTAKCHUECKHE 000POTBHI.

3aroJI0BOK J1eJ1a COCTOUT U3 DJIEMEHTOB, OTPAKAIOIIUX:

— Ha3BaHuWEe BHJA Jena (Mepenucka, >KypHal, JeI0 U JAp.) WU

Pa3sHOBHUIHOCTH JOKYMEHTOB (IIPOTOKOJIbI, IPUKA3bI U 1. );
— Ha3BaHWE OPraHM3AIHH, CTPYKTYPHOTO MOApa3AeieHHs, KOUIETHATbHOTO
(coBeIaTeabHOr0 WK HHOT0) OpraHa, JOHKHOCTHOTO JIMIIA - aBTOpa JOKYMEHTA;
— Ha3BaHWE OPraHM3alU{, KOTOPOW OYyIyT aApecOBaHBl HJIM OT KOTOPOM
OyayT MOJy4eHbl JOKYMEHTHI (aipecaT Uil KOPPECIIOHAECHT JOKYMEHTA);

— KpaTKOo€ COJEpKaHne JOKYMEHTOB JIENa;

— JaThl (MeproJ), K KOTOPHIM OTHOCSITCS JOKYMEHTHI JIeNia;

— Ha3BaHUWE MECTHOCTH (TEPPUTOPHH), C KOTOPOM CBSI3aHO COJEp)KaHUE

JOKYMEHTOB JIENa;

— yKa3aHHe Ha KOMUHHOCTh JOKYMEHTOB JIEJa.

KoHKpeTHBIN cOCTaB 3JIEMEHTOB 3aroJIOBKa Jieia OMPEAEIIAeTC XapaKTepoM
Y COJEpXKaHUEM JIOKYMEHTOB JIeja.

B 3aronmoBkax nen, comepikalux JOKYMEHTHI 110 OJHOMY BOIIPOCY, HO HE
CBSI3aHHBIX IIOCJIEI0BAaTEIbHOCTHIO JEIIONPOU3BOJICTBA, B KauyecTBE BHJa Jela
yIoTpeOIsieTcss TePMUH «IOKYMEHTBI», a B KOHIIE 3arojioBKa B CKOOKax
YKa3bIBalOTCSl OCHOBHBIE PAa3HOBUIHOCTH JIOKYMEHTOB, KOTOPBIE IOKHBI OBITH

CTpYNIIMPOBAHEI B JIEJI€, HAIPUMED:
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Jlokymenmol 0 paccmompeHuu o6paweHull 2paxcoar (0030pvl, CnpasKu,
aHanumuyecKue 3anucku).

B 3aromoBkax pgen, copepalux MEpPEenucKy, yKa3bIBae€TCA, ¢ KM H IO
KakoMy BoIlpocy oHa Beaercs. Eciam mepemucka BeAeTcss C  OJHOPOIHBIMH
KOPPECTIOHACHTaMHU, B 3aT'0JIOBKE JieJla OHU YKa3bIBAIOTCSI 000OIEHHO, HAPUMED:

Ilepenucka ¢ apxusHvIMU YUpedscOeHUsMU O KOMNIEKMOBAHUU ApXueHozo
¢onoa Poccuiickoii Dedepayuu HAyyHO-MEXHULECKOU OOKYMeHmayuell.

Ecnmu mepenucka BemeTcss ¢ pa3HBIMH OpraHU3aIUsIMH, TIOCICTHUE B
3aroJIOBKE Jiela He YKa3bIBalOTCs, HaIpuMep:

Ilepenucka 06 opeanuzayuu cemuHapos no NOBLIUEHUIO K8ATUDUKAYUU.

B 3aromoBke pgenma yka3piBaeTCs KOHKPETHBIM KOPPECHOHIIEHT, €CIH
MEePETHCKa BEJETCS TOJBKO C HUM, HallpuMep:

Ilepenucka ¢ @DedepanvHbiM apXUBHBIM — A2EHMCMBOM O nepedaye
dokymenmos 6 cocmas Apxusnozo ¢ponoa Poccutickoii @edepayuu.

B 3aromnoBkax nen, copepKaliux IUTAHOBYIO MITH OTYETHYIO JOKYMEHTAIIUIO,
yKasbIBaeTcsa mepuoj (KBapTaj, MOJyroaue, roia), Ha (3a) KOTOPBIA COCTaBJICHBI
1J1aHbl (OTYETHI), HAIPUMED:

T'ooosbie omuemvl AOMUHUCIIPAMUBHO-XO3AUCMBEHHO20 YAPAGIEHUS O
pabome asmompancnopma.

B 3aronoBke aena, copepiKamiero craTMCTUYecKue (OpMbl, TOJKHBI OBITH
yKa3aHbl Ha3BaHUA (POpM, UX HOMEP WIH yCI0BHOE 0003HaueHue (1mudp).

Tooosoii omuem o pabome yexos no gpopme b-38.

Ecmu nmeno OymeT coCTOSATh W3 HECKOJIBKMX TOMOB WJIM YacTed, TO
cocTaBisieTcs OOIIMII  3arojIOBOK  JeNa, a 3areM Npu  HeoOXOAUMOCTH
COCTAaBIIIFOTCS 3aroJIOBKM KaXJIOro ToMa (YacTH), YTOUHSIOIIME COJIepKaHUE
3arojIoBKa Jiena.

Ecmu B neno mnomMemaroTcss KONUM JOKYMEHTOB, B 3arojiOBOK Jena

BKJIFOYACTCA OTMECTKaA O KOHHﬁHOCTH, HaIIpuMCEp:
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LImamnoe pacnucanue obuecmea u usmeneHus k Hemy. Konuu.
3arosoBKM MOT'YT YTOUHSATHCS B Ipouecce GopMUpOBaHUS U O()OpMIICHHUS
nen. UW3meHeHuss (yTOYHEHMs) 3arojioBKa Jella OTpakalTcs B pabodem

AK3EMIUISIPE HOMEHKIIATYPHI JIe]T U Ha O0JI0XKKE Jena.

1.1.1.4. CuctemaTu3zanus 3aroj0BKOB BHYTPHU pa3zieia HOMEHKIATYPbI A€l

B Hauvane pa3gena HOMEHKIATypbl J€l PEKOMEHAYETCS pacrhojiaraTbh
3arojIOBKM JIeJl, COJAEp)KAIllUX B KOMHUAX OpPraHU3allMOHHO-PaCHOPSIUTENbHbIC
JOKYMEHTbI, HOPMATUBHbBIE MPABOBbIC AKThI BBIIMIECTOSIINX OpPraHU3AlMUN, €CIH
OHM HMEIOTCA, 3aTeM  pAaCIoJaraloTcs  3arojloBKA  JIeJ,  COJEp Kallux
OpPraHU3alMOHHO-PACIOPAIUTENbHbBIE JOKYMEHTBl OpraHu3anuu  (IIPOTOKOJIBI
KOJUIETUAJIBHBIX W COBELIATENIbHBIX OPraHOB, JIOKAJIbHBIE HOPMATHBHBIE aKThI,
OpuKa3bl, pacrnopsokeHus, u Jp.). [lamee pacromaratoTcsi 3arojloBKH Jied,
COJICP)KAIMX IJITAHOBBIE, OTYETHBIE JOKYMEHTBl B IOCJIEIOBATEILHOCTH OT
HauOOJBIIEr0 Mepruoia - K HauMEHbIIeMY (TOJOBOM TJIaH (OTYET), TOIYyroA0BOM
maH (OTYeT), KBapTajdbHbIM TUlaH (oT4eT) U T.1.). [locne miaHOBOM U OTYETHOM
JIOKYMEHTAIINH CJIEIYIOT 3ar0JIOBKH JI€JI, BKIIIOUAIOIINX IOKYMEHTHI, OTPaKaOIIHE
OCHOBHYIO  JIEITEIIbHOCTh CTPYKTYPHOTO TOJpa3JeieHHsl, KOJUIETHAIbHOIO,
COBEILATEIBLHOIO WJIM MHOro opraHa. Jlanee — mepenucka (CHayanga Mepenucka ¢
BBIIIECTOSIICH OpraHu3alyeld 1 opraHaMu BIIACTH, 3aT€M C IMOJABEIOMCTBEHHBIMHU
opraHuzaiusMu (Mpy UX HAJTUYUHU), TOCIE — MEPENUCKa C HHBIMU OpraHU3alusIMy
U TpaxiaHamu). B KoHIle pa3lienia HOMEHKJIATypbl el TMOMEIIAI0T 3aroJiOBKU
PETUCTPALIMOHHO-YIETHBIX POPM (KapTOTEK, KYpPHAIOB, KHUT H JIp.).

3aroyioBKH JieJl, 3aBEJICHHBIX MO TeorpapuyecKoMy MPU3HAKY, BHOCITCS B
HOMEHKJIATYpy Z1eJ Mo ainaBUTy reorpapuueckux Ha3BaHUU.

OnexkTpoHHbIE  jAena,  (GOpMUpPYEMbIE B CHUCTEME  DJIEKTPOHHOTO

JIOKYMEHTO000POTa, BKIJIFOUAIOTCS B HOMEHKJIATYpY JIeJ Ha OOIIMX OCHOBaHUsX. B
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rpade «IIpuMeuanue» HOMEHKIATYpHI JIed JejaeTcs OTMETKa O TOM, YTO JIEJIO
BEJICTCSl B DJEKTPOHHOM BHUJIE C yKa3zaHWEM HHGOPMAIIMOHHON cHCTeMbl (0a3bl
JAHHBIX ) — MECTA TEKYIIETO XPAaHEHUS SJICKTPOHHBIX JIOKYMEHTOB.

B rpady 2 «3aronoBok jaena» HOMEHKJIATYPHI Jesl BKIIOYAIOTCS 3aroj0BKU

nen (ToMoB, yacteid), (mpunoxkenus Ne 25, 26 Tlpasun).
Hnoexkcayus oen

NHpekcel nen, BKIIOYEHHBIX B HOMEHKIATYPY JAEJd, MNPOCTABISIIOTCS B
rpade 1 «Muaekc gena». UHaekc mpucBanBaeTCs KaxXaA0My A€y, BKIIOYCHHOMY B
HOMEHKJaTypy nen. Muaeke aena coctouT u3 koaa (uudpoBoro wim OyKBEHHO-
1u(poBOro) CTPYKTYPHOTO MOAPA3AECICHUS, KOJUIETHATIbHOT O WIIN
COBEIIATEIbHOIO OpraHa WJIA HalpaBJICHUS JIEATEIIbHOCTU OpraHU3allly,
YCTaHOBJIEHHOT' O KJ1accu(puraTopom CTPYKTYPHBIX MoApa3ACICHUH,
YTBEP)KJICHHOM CTPYKTYpOW WJIM INTAaTHBIM pAClUCAHUEM OpraHu3aluu, |
OTJICJICHHOT'O OT HEro JedrcoM MOPSAKOBOTO HOMEpa 3arojoBKa Jejia B paMKax
pasziena HOMEHKIATypsl aen, Hanpumep:11-05, rae:

11 — xox CTPYKTYpPHOTO MOJApa3aeICHNUS;

05 — nmnopsAaKOBBIM HOMEp Jefla B pazjieliec HOMEHKJIaTypbl Jiell,
COOTBETCTBYIOIIEM JAHHOMY CTPYKTYPHOMY HOJIPA3/IEIICHUIO.

B HOMeHKnaType J1en1 peKOMEHAYETCS COXPaHATh OJJMHAKOBBIE MHAECKCHI JJIs
OJTHOPOJHBIX J€JI B MIPEIeNax pa3HbIX CTPYKTYPHBIX NOAPA3AEICHUMN, HAIPUMED:

02-03 (03-03, 04-03 u m.o.) Ilpukaszwr no ocrosnol desmenvrocmu. Konuu

DNEeKTPOHHBIE JOKYMEHTHl CHCTEMATH3UPYIOTCS B  HHGOPMAIMOHHON

5 o
CUCTECMC B COOTBCTCTBHMHM C HOMCHKIIATYPOHU ACJI OpraHu3allui U HHACKCHPYIOTCA

> MHdopmarimonHas cUcCTeMa - COBOKYITHOCThH cojepxkaiieiics B 0a3ax JTaHHBIX
uH(pOpMaLMKU 1 00ECIeYNBAIOLIUX €€ 00pa0OTKY HH(POPMALIMOHHBIX TEXHOJIOTHIA U
TeXHHUYecKuX cpeactB (Pepepanbubii 3akoH ot 27 wutonga 2006 r. «OO6

uHdopmany, THOOPMAIIMOHHBIX TEXHOJIOTHSAX O 3amuTe uHdopmarum» (CT. 2,
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B MOPAJIKE, YCTAHOBJIEHHOM B OTHOILUEHUH J€JI, C(POPMUPOBAHHBIX U3 JOKYMEHTOB
Ha OymMakHOM Hocutene. K MHIEKCYy 3JIEKTpOHHOro Jiejla B HOMEHKJAType Ael
MOXKET J00aBIATBbCS JuTepa «2I» (OnexkrponHoe) wind «D» (DAeKTpoHHBIE
JOKYMEHTHI). B KOHIlE HOMEHKIAaTypbl Jjen (Tepen WTOroBOM  3aIlHChiO)
PEKOMEHYETCs yKa3blBaTh MCIOJb3YEMbIE MPHU ONPEIEICHUU CPOKOB XPaHEHUS
NEPEYHN JOKYMEHTOB M JIpyrM€ HOPMATHBHBIE JOKYMEHTBHI, a TaKK€ IOJIHbIE

HanMMCHOBAHHS BCCX YCIOBHBIX B COKpPAIICHHBIX HanMMCHOBAHMU.

1.1.1.5. OnpeneneHue CPOKOB XpaHEHUS JE

Cpoku  XpaHeHHs] Jel  OINPEACNAIOTCS IO TMepeuHsM  (TUIIOBOMY,
BEJJOMCTBEHHOMY WJIM HHOMY) C YKa3aHHUEM CPOKOB XPaHEHHs, 3aKOHOJATEIbHBIM
WIM WHBIM HOPMATHBHBIM MPAaBOBBIM aKTaM, IO TUIOBOM WM NPUMEPHOU
HoMeHkinarype pgen (m. 4.17. IlpaBui). VYCTaHOBIEHHBIE CpPOKHM XPaHEHUS
JOKYMEHTOB MEPEHOCSTCS B HOMEHKJIATYPY J1e]1 0€3 U3MEHEHHUIA.

[Ipu BBIIBIEHUU B OpraHU3alld JOKYMEHTOB, CPOK XPaHEHUS! KOTOPBIX HE
NpPEAyCMOTPEH TUIMOBBIMU WM BEIOMCTBEHHBIMH TIEPEUHSIMH JOKYMEHTOB,
3aKOHO/IATEJIbHBIMU WJIM UHBIMU HOPMATHUBHBIMHM IIPABOBBIMU aKTaMH, TUIIOBBIMU
U NPUMEPHBIMU HOMEHKJIATypaMH J€J, MPEasoKEHUs MO0 YCTAHOBJIEHHUIO CPOKOB
X XpaHeHus mnpencrtasistorcs Ha paccMmorpenue LIDIIK nmpu Pocapxuse B
nopsiZiKe, MPEeAyCMOTPEHHOM perjameHToM ee paboTel. [[OK (OK) opranuzaiuu
MOXXET OOPAaTUTHCS C MPEIJIOKEHUSMH IO YCTAHOBJICHHIO CPOKOB XpPAHEHUsS B
IOIIK nmpu PocapxuBe camocrostensHo win uepe3 OIIK coorBercTByromiero
ApPXUBHOTO YUPEKICHUS.

Cpoku xpaHeHHs JieJl IpocTaBisiioTcst B rpade 4 HoMeHkarypsl aen. [lon

CpoKOM XpaHeHusi B rpade 4 ykas3bIBaeTCsi HOMEP CTaThbU MO MEPEUYHIO, a TaK¥Ke

. 3).
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MOXCT YKa3bIBaATbCA YCJIOBHOC 0003HaUYCHHE IepCUHA (CCJII/I HUX HCIIOJIB30BAaHO

HGCKOHBKO), KOTOpBII;'I HCIIOJIb30BAJICA IIPH OIIPCACICHHUN CPOKa.

1.1.1.6. CocraBiieHHe UTOTOBOM 3alTMCH HOMEHKJIATYPhI JIe]T

[lo oOKOHYaHHMM KaJE€HJApHOTO TIoJa B KOHIIE HOMEHKJIATyphl Jei
COCTaBIIIETCA MTOrOBas 3alKiCh O KOJMYECTBE 3aBEJEHHBIX el 1o (opme,
ykazanHou B mpwioxkeHun Ne 25 [IpaBun. B wuToroBodt 3ammcu  OTIAENHHO
YKa3bIBAE€TCA KOJMYECTBO 3aBEJACHHBIX JIEJl MMOCTOSHHOI O, BpeMEHHbIX (CBbImie 10
7eT) u BpeMeHHbIX (10 10 JIleT BKIIOYMUTEIHHO) CPOKOB XpaHEHHsS Ha OyMaKHOM
HOCHUTENE U KOJMYECTBO Mepexondamux Aen u gaen ¢ ormerkor OIIK. [l ydera
ANEKTPOHHBIX JI€Jl PEKOMEHIYETCSl COCTAaBJIATh OTAEIbHYIO MTOTOBYIO 3allMCh, B
KOTOPOM yKa3bIBAETCA KOJMYECTBO CHOPMHUPOBAHHBIX DIIEKTPOHHBIX JAen (1o
CpoKaM XpaHeHHus) U ux o0beM B MO. MtoroBas 3amuch COCTAaBISIETCS C YYETOM
JTAaHHBIX, BHECEHHBIX B rpady 3 «KoaudecTBO ae» U 3aMoJHIETCS M0 3aBEPIICHUN
KaneHaapHoro roga. B rpade «lIpumedanne» B TedeHHE BCEro Cpoka JEWCTBUS
HOMEHKJIATYypbhl MPOCTABIIIOTCS OTMETKM O 3aBelJeHuu Jea (B TOM 4YuCIe,
AJIEKTPOHHBIX), O MEPEXOIAIINX JeNiaX, O BbIACICHUU AENI K YHUYTOKECHHIO IO
MCTEYEHUM CPOKOB UX XPaHEHUsI, O MECTE€ XPaHECHUS MOJIMHHUKOB JIOKYMEHTOB, O
nepenaye A€l B JAPYTYHO OpraHu3auuio Ui npoaonkeHus u ap. CeeneHws,
coZiepKaluecs B UTOrOBOW 3allMCH HOMEHKJIATYPhI AEJ OPraHUu3aluu, epeaatoTcs
B apXWB OpPraHM3alll{d, O YEM B HOMEHKJIATYpe JAENIaeTCi OTMETKAa C yKa3aHUEM
JOJKHOCTH JIMIIA, CAENABIIETO OTMETKY, €ro MOAMUCH U paciiu(poBKHU MOAMKUCH
(mpunoxxerue Ne 25 IIpasun).

I'paduueckoe nzobpaxenue npouecca 1.1.1 «CocraBnenue, coriacoBaHue,
YTBEPKICHUE HOMEHKJIATYphl JI€JI OPraHu3aluu» IpPeACcTaBIeHO Ha cxeme 02

npuinoxeHus Ne 4.
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1.1.2. OT60p NOKYMEHTOB ISl TIEpPeIaul B aQpXUB OPraHU3AIUU U IS BBIICICHUS

K YHUYTOXCHHUIO

[Ipn mnpoBeneHHHM HKCOEPTU3bl LEHHOCTH JOKYMEHTOB B CTPYKTYPHBIX
MOAPa3ICICHUSX OpraHU3aI[uy MPOBOIUTCS:

— 0TOOp TOKYMEHTOB MOCTOSIHHOTO M BpeMEHHBIX (cBbImie 10 jieT) cpokoB
XpaHEeHUS JUIs TIepelauu B apXUB OpraHu3aluu;

— oTOOp JOKYMEHTOB C BpPEMEHHBIMH Cpokamu XxpaHeHus (mo 10 mer
BKJIFOUUTENBHO), MOAJICKAIINX XPAHEHHUIO B CTPYKTYPHBIX MOJIpa3IeJICHUSX;

— 0TOOp TOKYMEHTOB, CPOKH XPAHEHHS! KOTOPBIX MCTEKJIH, VIS BBIJCICHUS
K YHUYTOXEHHUIO.

Jlena mocTossHHOTO U BpeMeHHbIX (cBbilie 10 JeT) CpokOB XpaHEHUs U IO
JUYHOMY COCTaBY MOABEPraloTCs MOJIUCTHOMY IPOCMOTPY B LIEJISIX ONPEACIICHUS U
BBIJICJICHUS M3 HUX COCTaBa [JOKYMEHTOB, HE [MOJICKAIINX IOCTOSIHHOMY
xpaHneHuto. OTO0p JOKYMEHTOB MOCTOSTHHOT'O XpaHEHUs U BpeMeHHBIX (cBbiie 10
JIET) CPOKOB XpAaHEHHS MPOBOJIUTCS HA OCHOBAaHWUU TEpeYHEH JTOKYMEHTOB C
yKa3aHUEM CPOKOB MX XpaHEHHUs (THUIIOBOT'0, BEJOMCTBEHHOT0) U HOMEHKJIATYPbI
1€ OpraHu3aluy.

B cnyyae HeoOHapyxkeHHMs [, YyKa3aHHbIX B HOMEHKJIATrype Hell,
OCYIIECTBIIAECTCS UX PO3BICK (cM. 1. 1.3. MeToauueckux peKoMeHaaIui).

He nonyckaercs oTOOp AOKYMEHTOB MJii XpAaHEHHUS W BBIACIEHUS K
YHUUYTOXXEHHUIO TOJIBKO HA OCHOBAHHH MPOCMOTPA 3aroJI0BKOB Aei. OTHOBPEMEHHO
c oTOOpOM JIOKYMEHTOB, TMOJJEKAIIUX T[epeaaye B apXuB OpraHU3alluH,
MIPOBEPSCTCS MPABUILHOCTH (DOPMHUPOBAHUS JICT.

Dopmuposanue dena — IMO SPYNNUPOBKA UCHOTIHEHHBIX OOKYMEHMO8 8 0€ell0

6 coomeenmcmeuu ¢ Homemozamypozl oen u ux cucmemamusayus 6Hympu dena.
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[IpoBepka mpaBUIBHOCTH (POPMUPOBAHUS JE€1 MPOBOAUTCS COTPYAHHKAMU
CIIY>KOBbI JIENIONPOU3BOJICTBA (apXHWBa) B TPUCYTCTBUU JIUI[ OTBETCTBEHHBIX 32
JIEJO0NPOU3BOACTBO ((popMHUpPOBAHUE AENT) B CTPYKTYPHBIX MOJPA3ACIICHUSIX.

[TpoBepka mpaBWIbHOCTU (POPMUPOBAHUS 1€ MPOBOJAUTCS B COOTBETCTBUU
¢ TpeOoBaHUsIMH, YcTaHOBJIEHHBbIMH T1. 4.20. [TpaBui.

[Tpu dhopmupoBanuu Aen HeOOXOAUMO COOIIOIATh CIENYIONIME MTpaBuIa;

— B JICJI0 TOMEIIAIOTCS JTOKYMEHTBI, KOTOpbIE IO CBOEMY COIEPKaHHIO
COOTBETCTBYIOT 3arojlOBKY Jejia, TpU ITOM 3alpeliaeTcsl TPyNnupoBaTh B Jena
YEpHOBbIE M JyOJETHbIE OHK3EMIUISIphl JOKYMEHTOB, a TaKXKe JOKYMEHTHI,
MO/JIEXKAaIlNe BO3BpaTy;

— nena  (QOpMHUPYIOTCS TMpPHU ILEHTPAIM30BaHHON (opMe OpraHu3aluu
JIEJIONPOU3BOJICTBA — CITY>KOOM JIEONPOU3BOICTBA OpraHU3allUK; MPU CMEIIAHHOM
— CITy00M J1eJIONPOU3BOJICTBA OPraHU3AIMU U CTPYKTYPHBIMH MOJIpa3IeICHUsIMU
(JTuIaMu, OTBETCTBEHHBIMHU 32 JICJIONMPOU3BOJICTBO) OPraHU3AIINY;

— JIOKYMEHTBhl TIOCTOSHHOTO M BPEMEHHOTO XPaHEHHS TOMEIIAIOTCS B
OTJIeTIbHBIC JIeT1a;

— B JIENI0 BKJIIOYAETCA MO OJAHOMY OJK3EMIUIPY KaXJO0ro JOKyMEHTa
(MMOUTMHHWK JOKYMEHTa, CO3IaHHOTO B OpraHMW3alldd, TOJJIMHHUK WU KOIHSI
MOCTYNUBIIETO B OPraHW3alldi0 JOKYMEHTa, TMOMJIMHHUK (TPU  OTIIPaBKE
JOKYMEHTa TOJbKO MO (pakCcy WU B BHUJIE AJEKTPOHHOM KOMHUM) WU KOIUS
HCXOJISIIIETO JOKYMEHTA);

— KaXIbI JIOKYMEHT, MMOMEIICHHBIM B JI€JI0, JOJDKEH OBITh 0(OpPMIIEH B
COOTBETCTBUH C YCTAaHOBJICHHBIMU TPEOOBAHUSIMU;

— B JIJI0O BKJIIOYAIOTCA JOKYMEHTHl OJHOrO KaJIGHJApHOrO Troja,
HCKIIFOUEHHSI COCTABJISIOT: IMEpEexXoldllue JAena; CyldeOHble Jena; JIMYHBIE Jena,
KOTOphie (DOPMUPYIOTCS B TEUEHHE BCETrO MepHoja padoThl JAHHOTO JIKIA B
OpraHM3aIliy; JTOKYMEHTHI BBIOOPHBIX OPraHOB W WX TOCTOSHHBIX KOMUCCHH,

JEMyTaTCKUX TPYyMI, KOTOPbIE TPYNIIUPYIOTCS 3a NEPUOJA UX CO3bIBA; JOKYMEHTHI
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y4eOHBIX 3aBElIEHUH, KOTOphie (OPMHUPYIOTCS 3a YYEOHBIA TOJ; JTOKYMEHTHI
TEaTPOB, XapPaKTEPUIYIOIIUE CIIEHUYECKYIO JIEATeIbHOCTh 32 TeaTPalbHBIN CE30H;
nena GuiIbMOB, pyKONUCEH, UCTOPUU OOoJIe3HEH U JIp.;

— JIEJIO He JIOJDKHO cojiepkaTh Oosee 250 TUCTOB MpH TONIIKMHE HE Oolee

4 cMm.

BuayTpu nena 1o0KyMEHTBI MOTYT OBITh PACIIOIOKECHBI:

— MO XPOHOJOTMM W MOPSAKY PETUCTPALMOHHBIX HOMEPOB: BXOJIAIINE
(moctynaromue) JIOKYMEHTBI — [0 JaraM  [OCTYIUICHUS, HCXOMSIINE

(OTIpaBlIeHHBIE) — IO IaTaM OTIIPABKU;

— 10 ajdaBUTy aBTOPOB WJIK KOPPECITOHECHTOB;

— 10 MPOLIECCY PACCMOTPEHHUS BOIIPOCa.

[IpunoxxeHuss K JOKyMEHTaM, HE3aBUCHUMO OT JaThl UX YTBEPXKJICHHUS WJIU
COCTaBJICHUSA, MPUCOCAUHAIOTCA K JOKYMEHTaM, K KOTOPhIM OHHM OTHOCSTCS;
MPUIOKEHUS 00beMOM CBBIIIEe 250 JTUCTOB BBIACISIOTCS B OTJASIBHBIA TOM, O YeM
B JIUCTE-3aBepuTeie aea B rpade 1 genaercs oTMeTKa.

PacnopsiauTenbHble  JTOKYMEHTHI TpPYNIUPYIOTCA B Je€ja 10 BHUJAM
JIOKYMEHTOB U XPOHOJIOTMH C OTHOCSAIIIUMUCS K HUM MPUIIOKCHU SIMU:

— MpaBWia, TIOJOXKEHUS, HWHCTPYKIIMHM, PErJIaMEHThI, YTBEPKJICHHBIC
pacnopsiAUTENbHBIMUA  JTOKYMEHTAMU, SIBIIIOTCA MPUIIOKEHUSIMA K HUM H
BKJIFOYAIOTCSI B JICJIO BMECTE C YKa3aHHBIMHU JJOKYMEHTAMHU; €CJIM OHM YTBEPKICHBI
KaK CaMOCTOSITEIIbHBIE IOKYMEHTHI, UX (OPMUPYIOT B OT/ICTHHBIC JIETIa;

— MPHUKa3bl 0 OCHOBHOM JEATEIbHOCTH BKJIIOYAIOTCS B JieJla OTJEIbHO OT
MpPUKa30B MO JUYHOMY COCTaBy U MPHUKA30B IO aJIMUHUCTPATUBHO-
X035IHCTBEHHBIM BOIIPOCaM;

— MPUKa3bl IO JUYHOMY COCTaBYy BKJIIOUAIOTCS B Ji€JIa B COOTBETCTBUU CO
CpOKaMHU WX XpaHCHHs (IPUKa3bl MO JIMYHOMY COCTaBY CO CPOKaMH XpaHCHHSI
75 et DIIK nmm 50 mer DIIK momMemaroTcst B efia OTACIBHO OT JOKYMEHTOB I10

JMYHOMY COCTaBYy CO CPOKOM xpaHeHus 5 jetT). LlenmecooOpa3no mpu OobIIUX
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o0beMax JOKYMEHTOB MPHUKa3bl MO JUYHOMY COCTaBY, KaCalOIIMECS Pa3IUUHBIX
CTOPOH YITPaBJICHHs MEpCOHANIOM (IIpreM Ha paboTy, MepeMelieHre, YBOIbHEHHE,
KOMaHJIUPOBKH, TPEMHUPOBAHUE U JP.), TPYIITHPOBAThH B OTACIbHBIC JCIa;

— TMOPYYEHHS BBIIIECTOSIINIUX OpPraHM3aliié M JOKYMEHTHI TI0 UX
BBITIOJTHEHUIO TPYIITAPYIOTCS B JIeNa 10 1aTaM IMOpyIeHUH;

— YTBEpPXKICHHBIC TUIaHbI, OTYEThI, CMETHI, JINMUTbHI, TUTYJIbHbBIC CIUCKH H
JIPYTHE TOKYMEHTHI BKIIOYAIOTCS B JIeIa OTJAEIBHO OT MX ITPOCKTOB,;

— JIOKYMEHTBl B JIMYHBIX JEJIaX PACIOJararoTcs B XPOHOJIOTUYECKOM
MOPSAJIKE TI0 MEPE MX MOCTYIIJICHUS;

— JIOKYMEHTBhl 1O 3apaboTHON T1aTe paOOTHUKOB (JIMLEBBIE CUETA,
KapTOUYKHU-CIIPABKHU) TPYIMIUPYIOTCS B CAMOCTOSITEIBHBIC JIEJIa U PACIIOararoTcs B
HUX 10 andaBuTy GpamMuianii pabOTHUKOB B TIpeiesiaX KaJeHIapHOro roja;

— oOpailieHus TpaxjaaH (IIPeasIokKEHUs, 3asBJICHUS, )KaI0Obl) U TOKYMEHTBI
0 HMX PAaCCMOTPEHMIO, IO BOIMpPOCAaM TBOPUECKOIO XapakTepa, a TaKxke
CoZIepXKalllue CBEICHUS O CEPbE3HBIX HEJOCTaTKaX U 3J0YNOTPEOICHUSX,
KOPPYIIMH TTOMEIIAIOTCSA B Jieia OTACIBLHO OT OOpaIieHuil rpakIaH Mo JUIHBIM
BOMIpOCAM M BOMPOCaM OINEPATHUBHOTO XapakTepa; OOpalleHusi TpaxIaH Hu
JOKYMEHTBI 10 MX PACCMOTPEHHUIO TIOMEIIAIOTCS B JEN0 B all(DaBUTHOM IOPSIKE
(mo damwmmsaM 3asgBUTENEH) WIM B XPOHOJOTHYECKOM TOpsiake (1o maram
oOpaICHHH);

— TMepemnucKa CHUCTeMaTH3UpyeTcs B Jele B XPOHOJOTHYECKOM
MOCIIEA0BATEIbHOCTH; IOKYMEHT-OTBET MTOMEIIAETCA 32 JJOKYMEHTOM-3aIIPOCOM 10
JaTe OTBETa, WHUIMATUBHBIE TIMCbMa — TI0 Jare peructpanuu. llpm
BO300OHOBJICHUM TMEPENUCKA IO ONpPENEJIEHHOMY BOIIPOCY, HadaBIICHCS B
MPEABIAYIEM TOTY, TOKYMEHTBI BKITFOUAIOTCS B JIEJIO TEKYIIETO rojla ¢ YKa3aHHueM
MHJIEKCa JieNia MPEeAbIYIIEero roja.

B xome otbopa mOKyMEHTOB uisi Tiepeladyd B apxXWB OpraHu3aliuu

I[Y6J'I€THBIC 9K3CMIIJIAAPbI, YCPHOBHMKH, HC3ABCPCHHBLIC KOIMMU OOKYMCHTOB U

28



JOKYMEHTBI C BPEMEHHBIMH CPOKAaMHM XPAHEHUS MU3BIMAIOTCSA U3 JEN, IPOBOJUTCA
oopmiieHue e, CBEJEHUS O JAeNax BKJIOYAIOTCS B OMNUCU €N CTPYKTYPHOI'O
MOAPA3ACICHUS U IIOCIE YETO AENA EPEIAIOTCA B APXUB OpPraHU3alUu.
JIOKyMEHTBI, HE MOJUIEKAUE XPAHEHUIO, BBIIEISIOTCA K YHUUTOXKEHUIO.
Hena ¢ ormerkoi «OIIK» moanexar MOJMCTHOMY IPOCMOTPY B LEIAX
ONpEACIICHUs] W BBIAEIEHUS M3 HX COCTaBa JIOKYMEHTOB, IOJJIEKAIIUX
MIOCTOSIHHOMY XpaHeHMI0. Boiienennusie u3 gen ¢ otMeTkon «IIIK» mOKyMeHTHI,
NOJIeKAIME IIepefadye Ha IIOCTOSSHHOE XpaHEHWEe, NPUCOCIHUHSIOTCS K
COOTBETCTBYIOLLIMUM [I€JaM TOCTOSIHHOTO CpPOKa XpaHEHUS WU OPOPMIISIIOTCS B
CaMOCTOSITEJIbHBIE J1€J1a, BKIOYAIOTCS B ONUCH JI€JI CTPYKTYPHOI'O IIOAPA3ACIICHHUS,
U TEpealoTCcs B apXWB OpraHu3anuv. OcTalbHbIE JTOKYMEHTBI JE€1 C OTMETKOU
OIIK, He mnomiexalmue XpaHEHUIO, BBIACIAIOTCS K yHUYTOXeHuo. [lpu
BKJIFOYEHUHU UX B AKT O BBIICJICHUH K YHUYTOKEHUIO IOKYMEHTOB, HE TOJIEKAITUX
xpanenunto, otmetka JI1K B rpade «Cpok XxpaHeHUs» HE YKa3bIBACTCH.
I'paduueckoe wuzobpakenue mnpomecca 1.1.2 «OTOOp TOKYMEHTOB st
nepegayd B apXWB OpPraHv3aldd M Ui BBIACIECHUS K YHHUYTOXEHUIO»

npencrasiieHo Ha cxeMe 03 npumoxenus Ne 4.

1.2. Odopmrenue nen

Jlena nmocTossHHOTO U BpeMEeHHBIX (CBbIlIe 10 1eT) CpOKOB XpaHEHUs, B TOM
YUCJIE M0 JUYHOMY COCTaBY, 3aKOHUYEHHBIEC JIEJONMPOU3BOJICTBOM, JIOJKHBI OBITH
MO/ITOTOBJIEHBI K NIepeiaye B apxuB opranuzanuu (1. 4.19 Ilpasun).

JUis MOATOTOBKM K Iepefaye B apXuB Jela Mouiekar O(QOPMIICHUIO U

OMUCAHUIO B COOTBETCTBUHU ¢ TpeOoBanusimu [Ipasui (1. 4.19.).
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Odopmiienue nen 1S nepeiadyud B apXUB OpPraHU3alli OCYIIECTBISIETCS B
JENIONIPOU3BO/ICTBE  COTPYJHUKAMU  CIYXKObl  JI€JIONPOM3BOJICTBA WU
OTBETCTBEHHBIMH 3a JIETOMPOU3BOACTBO B CTPYKTYPHBIX MOIpa3ICICHUSX.

[Tonmnoe odopmienne gena Ha OyMa)XHOM HOCHUTENE MPENyCMaTpPUBAET
BBIIIOJIHEHUE CIIEAYIOIINX JECUCTBUM:

— MOJUIMBKY WJIM MEPEIUIeT JOKYMEHTOB JIeNa;

— HYyMEpALHUIO JIUCTOB JEJa;

— COCTaBJICHHE JIUCTa-3aBepurets aena (npuioxenue Ne 8 [Ipasun);

— COCTaBJICHHE BHYTPEHHEH ONMUCH JOKYMEHTOB Jefna (mpuiokenue Ne 27
[TpaBun);

— odopmiieHue 000xkKkH nena (mpunokenne Ne 28 [Ipasuin).

[Ipu noammBke (meperuiere) Aesia BHITOIHIIOTCS CAeAYIOIUEe TeHCTBUSA:

— METaJUIMYeCKHe CKperuieHus (OylnaBKH, CKpPENKH) U3 JOKYMEHTOB
yIAJSI0TCS;

— B Hayaje jeja, Ipu HEOOXOJIMMOCTH, MOAIIUBAIOTCS JIMCThl BHYTPEHHEH
OMKCH JTOKYMEHTOB JI€JIa, B KOHIIE Ka)XJOro JieJia MOAIIMBAETCS JIUCT-3aBEPUTEND
7iena; JOKYMEHTBI, COCTaBIIAIOIIME JEJI0, MOJIUIMBAIOTCS HAa YEThIpe MPOKOJa B
TBEPAYIO OOJIOKKY M3 KapTOHA WM NEPEIUIeTaloTCsl C YYETOM BO3MOXKHOCTH
CBOOOJTHOTO YTEHMsI TEKCTa BCEX JTOKYMEHTOB, JaT, BU3 M PE3OJIOLUUN HAa HUX
(m. 4.21. IlpaBun).

[Ipy Hanmuuuu B nAeNe OTHAECNBHBIX OCO0O LIEHHBIX JOKYMEHTOB, a TaKXKe
HEBOCTPEOOBAHHBIX JOKYMEHTOB (TPYAOBBIX KHIKEK, IUIUIOMOB W Jp.), 3TH
JOKYMEHTBI BKJIaIbIBAIOTCSI B KOHBEPT, KOTOPBIN 3aTeM MOAMIMBAETCS B eio. [Ipu
HAIMYUU OOJBIIOTO KOJMYECTBA TAKMX JIOKYMEHTOB OHU MOT'YT MU3bIMAThCs U3 el
1 (GOPMUPOBATHCS B OTIEIILHOE JIENO.

Jlena MOCTOSIHHOTO XpaHEHMs, COCTOSIIIUE U3 TOKYMEHTOB 0COOOM Hay4dHO-

UCTOPUYECKOM, XYyIOKECTBEHHOM U WHOW IIEHHOCTH UM HehOpMaTHBIX
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JIOKYMEHTOB, XPaHSATCA B 3aKPBITHIX TBEPJBIX MalKax C TPeMs KJIalmaHaMH U C
3aBsI3KaMU WK B KAPTOHHBIX PyTisipax (KopoOkax).

[Ipy moaroToBKe K Tepenade B apXWB DJIEKTPOHHBIX JOKYMEHTOB KaKI0e
AJIEKTPOHHOE  JIeJI0  3aluChIBAaeTCS Ha JBa  (U3UYECKH  000COOJIEHHBIX
MaTEepPHATLHBIX ~ HOCHUTENA.  3amucH  JJCKTPOHHBIX 7€l Ha  (U3HYCCKH
000COOJICHHBIX HOCUTENSIX JOJKHBI OBITh a0COMIOTHO MACHTUYHBIMU. Ha KaxbIii
AJICKTPOHHBIM HOCHTENIb O(OPMIISICTCS BKJIAIBINI, Ha KOTOPOM JIOJDKHO OBIThH
yKa3aHO: MHJEKC Jiela, 3arojOBOK Jiea MO0 HOMEHKIAType e, KpalHHWe IaThl
JIOKYMEHTOB 3JIEKTPOHHOTO Jeia, o0beM nena B MO. Bxmanpimn nmomeniaercs B
GyTasp eMUHATIBI XPAaHEHUS.

st obecriedeHus: COXpaHHOCTH U 3aKPEIJICHUS TMOpsJKa PaCIONIOKEHUS
JIOKYMEHTOB B JIeJie, BCE JIMCTHI JieNla, KPOME JINCTa-3aBEPUTENS] U BHYTPECHHEU
OMHUCH, HYMEPYIOTCS B COOTBETCTBUU ¢ TpeOoBaHusMu II. 4.22 IlpaBun. JIuctel
BHYTPEHHEW OMUCH JOKYMEHTOB Jiella HyMEPYIOTCS OTJIEIbHO.

Ecnmu B HyMeparuu JUCTOB Jieia AOMYIICHO OOJIBIIIOE KOJIMYECTBO OIMHNOOK
IIPOBOJIUTCS X TIEPEHYMEPALIUS.

IIpn mepeHymeparuu JHCTOB CTapble HOMEpa 3a4epPKHUBAIOTCS OJIHOMN
HAaKJIOHHOM 4YEPTOM, U PAJOM CTABUTCA HOBBIM HOMEp JIUCTA; B KOHIE Jena
COCTAaBIIICTCS HOBBIM JIMCT-3aBEPHUTENb, TPU OTOM CTapbId JIMCT-3aBEPUTENb
3a4EpPKUBAETCSI, HO COXPAHSETCS B JIEIe.

Jlnst ydera Koiu4yecTBa JUCTOB B Jiefie M (PUKCAlMU OCOOEHHOCTEH HX
HyMepanuu ¥ (U3HYECKOTO COCTOSIHUSI COCTABIISICTCSI JIUCT-3aBEPUTENH JIelia
(m. 4.23. TlpaBwi). JIucT-3aBepUTENIb COCTABISIETCS 110 YCTAaHOBJICHHOH ¢opme
(mpunoxxenue Ne 8 Ipasun).

B nucre-3aBepuTene nena ykaspiBaeTcs HU(PpaMu U MPOIUCHIO KOJIMYECTBO
MIPOHYMEPOBAHHBIX JINCTOB JIejla, B TOM YHCJIE JINTEPHbIC HOMEpa JIMCTOB H
OpONYILIEHHbBIE HOMEpa JUCTOB (NpU HaIM4MM), yepe3 3Hak "+" (Tuiroc)

YKa3bIBACTCA KOJINMYCCTBO JIUCTOB BHYTpeHHeﬁ OIINCH.
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B rpadgax 1 u 2 nucra-3aBeputelis Jelia OrOBapUBAIOTCS OCOOCHHOCTU
¢buznueckoro cocTosHus U GOpMUPOBAHUS JIENa:

— HOMEpa JIMCTOB C HakJeeHHbIMU (oTorpa@usamMu, JOKYMEHTaMH,
BBIPE3KaMU U3 T'a3€T;

— HOMepa KpyImHO(OpPMATHBIX JIUCTOB,;

— HOMEpa KOHBEPTOB C BJIOKECHUSIMU U KOJMYECTBO BIIOKECHUIA.

JlucTt-3aBepuTenb Jelia TMOAMUCHIBACTCS €r0 COCTABUTENIEM C YKa3aHHEM
JOJDKHOCTH, paciiupoBKYU MOAMKUCH, AaThl COCTABJICHHUS.

Bce nocnenyroniye n3MeHEHHs B COCTaBE U COCTOSIHUM Jiena (MIOBPEkKICHUS,
3aMEHa MOJJIMHHBIX JOKYMEHTOB KOIMUSAMU, IPUCOEAUHEHHE HOBBIX IOKYMEHTOB U
JIp.) OTMEUAIOTCSl B JIMCTE-3aBEPUTENIE CO CCHUIKOM Ha COOTBETCTBYIOIIMI aKT B
rpade 1.

I TOKYMEHTOB IOCTOSIHHOTO M BpeMeHHbIX (cBbimie 10 JieT) cpokoB
XpaHEHUs, WHIUBUAYaJIbHBIM Y4eT KOTOPBIX BBI3BAH CIEUU(PUKON TOKYMEHTOB
(0c000 1IeHHBIC, TUYHBIC, CYCOHbIC U CICACTBEHHBIC Jeia, JIeJla O MPUCYXKICHUU
YUEHBIX CTENEHEH U TNPHUCBOCHUWU YYEHBIX 3BaHUM, Jella Ha aBTOPCKUE
CBUJICTENILCTBA U TATEHTHbIC M300peTeHus, oruetsl 0 HUP u np.), cocraBnsiercs
BHYTPEHHSIS ONUCH JOKYMEHTOB Aena (1. 4.30. [Ipasun).

BHyTpeHHIOIO OMUCh PEKOMEHIYeTCS TakKe COCTaBlIsATh B Jiellax
MOCTOSIHHOTO M BpeMeHHBIX (cBbliie 10 J1eT) CpOKOB XpaHEeHUs, CPOPMHUPOBAHHBIX
M0 PA3HOBUJHOCTSM JOKYMEHTOB, 3arojOBKH KOTOPBIX HE pPacKpbhIBAIOT
KOHKPETHOE COJEPKaHUE JOKYMEHTOB.

HeobxoquMocTh cocTaBlieHHsI BHYTPEHHEH OINUCH JOKYMEHTOB Jiefia
ONpENENsAeTCs] HWHCTPYKUMEHW M0 JAEJONPOU3BOACTBY OpraHu3alud C Y4eTOM
nonoxkeHuu [IpaBui u naHHbIX MeTOaUYECKUX PEKOMEH AN .

BHyTpeHHsisi onmuch COCTaBIsieTCS Ha OTIEIBHOM JIMCTE (JIUCTax) IO

ycraHoBiieHHON (opme (npusoxenue Ne 27 IlpaBuii), B KOTOpPOH YKa3bIBaeTCs
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HOPSIAKOBBI  HOMEp 3allUCH, PErMCTPAllMOHHBI HMHAEKC JOKYMEHTa, JaTa
JNOKYMEHTA, 3ar0JIOBOK, HOMEpa JINCTOB JOKYMEHTA B JI€JI€ U IPUMEYaHHE.

K BHyTpeHHEN omucH Jena COCTaBISIETCS WTOTOBas 3alllCh, B KOTOPOH
yKa3bpIBaeTcs HuppamMu U MPOMUCHI0 KOJIUYECTBO BKIIFOUEHHBIX B HEE JOKYMEHTOB
Y KOJIMYECTBO JINCTOB BHYTPEHHEH OIHUCH.

BHyTpeHHST ONUCh MOANMCBHIBAETCS €€ COCTaBUTEIEM C YKa3aHUEM
JOJKHOCTH, paciii(ppOBKY MOJMUCH U JaThl COCTABJICHUSI OIUCH.

IIpy wu3MeHEHHH cocTaBa JOKYMEHTOB Jefla (M3bATUH, BKIIIOYEHHUH
JOKYMEHTOB, 3aMEHbl UX KONMMSMH U JAp.) 9TH U3MEHEHUs OTPaXaroTcsi B rpade
«IIpumedanue» coO CChUIKAMH HAa COOTBETCTBYIOIIME aKThl, MPU HEOOXOAUMOCTH
COCTaBJISIETCA HOBAask MTOrOBas 3allMCh K BHYTPEHHEH ONMCU U JIMCT-3aBEPUTEb
Jena.

O061oKa Jenna MocTOSHHOT0, BpeMeHHBIX (cBbliie 10 J1eT) CpoKOB XpaHEHHUsI
U 0 JIMYHOMY COCTaBy O(OpPMIISIETCS MO YCTAHOBJIEHHON (GopMe (IpUIIOKEHHE
Ne 28 TIlpaBun). s oOecriedeHus: TOITOBPEMEHHOM COXPAHHOCTH CBEACHHA,
HaXOJIAIINUXCA Ha OOJIOKKE Jeia, PeKOMEHAYeTCs OhOPMIISATh OOJIOKKY OT PYKH
YEpHUJIAMHU.

Ha o6noxke nena ykasbiBaeTcs:

— HaMMEHOBaHUE roCyAapCTBEHHOI'O (MyHULIMIAJIBHOT'O) apxuBa
(MPUHUMAIOIIETO TOKYMEHTBI Ha TOCTOSIHHOE XPAHEHHUE);

— HOoJHOe O(QUIMAIbHOE HAaUMEHOBAHUE BBIILIECTOSIEH OpraHu3aluu IMpU
ee Haimuyuu (yKa3blBa€TCAd HAJ HAWUMEHOBAHWEM OpraHU3aluyd — HCTOYHHUKA
KOMILJIEKTOBAHUSI B UMEHUTEIBHOM IaJIEXKE);

— NojgHOe O(QUUUAIbHOE HAaUMEHOBAHWE OpraHU3allud - MCTOYHHKA
KOMILJIEKTOBaHUS (YKa3bIBAECTCSI B UMEHUTEIBHOM IaJIEXKE);

— COKpAILlEHHOE HAauMEHOBAaHUE OpraHu3anuu - VCTOYHHKA
KOMIUJIEKTOBaHUS, MPU €ro HaJIWyuu (yKa3bIBae€TCsl B CKOOKax MOCJE IMOJIHOrO

HAaUMEHOBAHUA);
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— HaMMEHOBAaHUE CTPYKTYPHOTO MOAPA3/ICICHUSI.

Ecnu namMeHoBaHWE OpraHm3aliid B TEUYEHHE MEpPHOJIa, OXBATHIBAEMOTO
JOKYMEHTaMH JIella, HW3MEHWJIOCh WM JeJo OBI0 TepeJaHo B JIPYryko
OpraHM3aIrio, Ha OOJIOKKE Jiefla MO/ MPEXHUM HAMMEHOBAHHEM YKa3bIBACTCS
HOBOC HAaWMEHOBAaHHME AHHOW OpPraHWU3alMK WM OPraHU3aIMH-TIPaBOIPEEMHHKA
(mpexxHee Ha3BaHUE 3aKitoyaeTcsi B CKoOkH) (11. 4.24. TIpaBun).

Nunekc npenma, Homep ToMa (YacTH) TIEPEHOCUTCS Ha OOJIOKKY U3
HOMEHKJIATYpPBI JeJ.

3arojoBOK Jiefia MEePEeHOCUTCS Ha OOJIOKKY Jiefla U3 HOMEHKJIATyphl e
OpraHm3aIuy. 3arojoBOK JIOJDKEH COOTBETCTBOBAThH COJEPIKAHHUIO JOKYMEHTOB B
nene. [Ilpu HeoOX0IMMOCTH B 3ar0JI0BOK MOT'YT OBITh BHECEHBI YTOUYHCHHS.

B Tex ciywasx, korjga J1eJIo COCTOMT M3 HECKOJBKMX TOMOB (YacTeil), Ha
O0JIOKKY KaXKJIOro ToMa (4acTH) BBIHOCUTCS OOIIMNA 3arojloBOK Jefa, a MpH
HEOOXOJJUMOCTH — 3ar0JI0BOK KaKI0I0 TOMa (4acTu), HalpuMep:

llepcnexmusnwiii nian CoOyuUaIbHO-IKOHOMUYECK020 pazsumusi Mockosckoti
oonacmu 0o 2017 2o0a.

Tom. 1. I[Ipomviuunennocmeo.

Ilepcnexmuensiii naan COyUAIbHO-IKOHOMUYECKo20 paszsumusi Mockosckoti
obnacmu 0o 2017 2o0a.

Tom 2. Cenvcroe xo351icmeo.

B koHIIe 3aronoBKOB €, COAEpKaAITMX KOMUU IOKYMEHTOB, ITPOCTABIISICTCS
ormerka «Komum». [lognIMHHOCTP JOKYMEHTOB Ji€Ja B 3aroJIOBKE HE
oroBapuBaetcs (1. 4.26 [IpaBun).

B HeoOXoamMbIX Ciiydasx B 3arojOBOK Jiefia BHOCSTCS JOMOJTHUTEIIbHBIC
CBEJICHUS M YTOYHCHHS (IMPOCTABJISAIOTCS HOMEpA MPUKA30B, MPOTOKOJIOB U JIp.),
HaIpuMep:

Ipuxa3zor NeNe 1-188 obwecmea no ocHo8HOU OesimenbHOCMU.
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[Tpu 3anonuenun crpoku «KpaitHue natel» Ha OOJOXKKE Jelia YKa3bIBalOTCS
natel (roj(bl) 3aBeICHUS U OKOHYAHUS JIeNia B JIEJIOMPOU3BOJICTBE.

Eciu B geno BKIIIOYEHBI JOKYMEHTHI, J1aTa KOTOPBIX BBIXOJMT 3a PaMKH
KpaliHUX JaT JOKYMEHTOB Jiena, MoJ CTpoKou «KpaliHue naTe» JIelaeTcs 3anuch:
«B Oene umeromcs ooxymenmul 3a ... 200(vl)y. llpu coctaBreHun omnuceut nen
JTaHHAs 3aMK1Ch MOXKET yKa3bIBaThCs B rpade [Ipumeuanue.

JlaTa nena MOXET He yKa3bIBaThCAd Ha O0JIOKKAX €N, COAEPHKALIUX TOJJOBbIE
IJIaHBl U OTYETHI U JIPYTUE JOKYMEHTHI, B 3ar0J0BKAaX KOTOPBIX OTPAXKAKOTCS JAThI
WM TIEPUOJI, K KOTOPOMY OTHOCATCSI JOKYMEHTHI JIEJIa.

Jatamu J1en, CoAepKallluX PACHOPAIUTENIbHYIO, TBOPYECKYIO U HHYIO
JOKYMEHTAIMIO (JIOKJajabl, MKHCbMA, CTEHOTpaMMBbl), Ui KOTOPOM TOYHAas
JATUPOBKA UMEET BAXKHOE 3HAUYCHHE, a TAKXKE JUIS 1€, COCTOSIIUX U3 HECKOJIBKUX
TOMOB (YacTeii), sIBJISIIOTCS AaThl (YUCI0, MECSI], TOJ1) PErUCTpalluu (COCTaBICHHUS,
MOCTYIUICHHSI) CAaMOT0 PAHHETO M CaMOT0 IMO3HEr0 JIOKYMEHTOB, BKIIOYEHHBIX B
JENO.

Ecnu nenom siBnsieTcst )KypHall, TO 1aTOM Jieja OyayT TOYHBIE KaJleHJapHbIe
JaThl TIEPBOM U TTOCJICAHEN 3aIIUCEN B )KypHAJIE.

JlaTton nena, comepkaiiero NpoTOKOIbl 3aCEAAHUM, SBJISIFOTCS 1aThl IEPBOrO
U TIOCJIEAHEr0 MPOTOKOIa, COCTABIIIOMIMX JEN0, WIM JIaThl YTBEPKACHUS (eciu
IIPOTOKOJIBI YTBEPKIAAIOTCS).

JlaToil TMYHOrO Jeyia ABJISIIOTCS NAThl MOAIMCAHHUS MPUKA30B O MPUEME U
YBOJIbHEHHH JIMLA, HA KOTOPOE OHO 3aBEAECHO.

[Ipn o6o3HaueHUM Jar jAejia CHavalla yKa3bIBAe€TCsS YUCIO, 3aT€M MeECSIl U
rog. Yucno m rom o0o03HAUAIOTCS apaOCKUMH mHU(pamMu, Ha3BaHWE Mecsla —
cioBoM, Hanipumep: 9 mas 1998 2o0a.

Ecnu patra nokymeHTa WM OTHAENBHBIE €€ 3JIEMEHTBI ONPEHENSIIOTCS
npuOIU3UTENTHHO, HA OCHOBAHUM AaHANIM3a COJAEpPXKaHUs JOKYMEHTa, TO JlaTa WId

OTACIBHBIC €C DJOJICMCHTBI, HC a0COJIFOTHO JOCTOBCPHBIC, 3aKIIO4Yar0TCA B
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KBaJpaTHbhIe CKOOKM. JlaTa WM OTHAENIbHBIC €€ DJIEMEHTBhI, HE aOCOJIFOTHO
JIOCTOBEPHBIE, COPOBOXKIAKOTCSA BOIIPOCUTEIIbHBIM 3HAKOM, HAITpUMED:

[He panee 2014 2.];

[He panee anpens - e nozounee mas 2013 2.];

[He panee 24] uronusa 2015 2.;

17 [ansaps] 2006 a.;

19 aseycma [2005 2.];

[25 cenmsbps 2004 2.?].

KonmnuecTBo 5MCTOB B Jei€ TNPOCTABISETCST HAa OCHOBAaHWM JIMCTa-
3aBepUTENs Jena.

Cpoxk XpaHeHus JAela MePEeHOCUTCS Ha 00JIOKKY Jeja U3 COOTBETCTBYIOIICH
HOMEHKJIATyphl ~ JIeJl  OpraHu3alid T[OCJI€ CBEPKH €ro IO  THUIIOBOMY
(BE€IOMCTBEHHOMY) MEPEYHIO JOKYMEHTOB C YKa3aHUEM CPOKOB UX XPaHEHHUS.

Ha nenax mocToSHHOrO XpaHEeHHs MUILIETCA: «XPaHUTh TOCTOSTHHOM.

ApxuBHBbIN mU(pp HA 00JOKKE Jesia MPOCTABISAETCS B JIECBOM HUXKHEM YIIy
YEepHWJIAMHU TOCJE€ BKJIIOYEHHS 1€l B TOJOBBIE pa3Aeibl OMUCEH 1€l U MOCie
YTBEPKICHUS/COTJIaCOBaHUs TOJOBBIX pa3esioB cBOAHbIX ommceill gen IIIK
COOTBETCTBYIOILIETO apXHUBHOTO YUPEKICHUSI M YTBEPKICHHS PYKOBOAMTEIIEM
OpraHu3anuu (10 3TOro apXWBHBIM MHUE@pP MPOCTABISAETCA KapaHAAIIOM)

(m. 4.27. IIpaBun).

1.3. Opranu3zanus po3bicka HEJOCTAIOIINX JE

B ciydae orcyTrcTBHS Jen MOCTOSHHOTO W BpeMeHHbIX (cBbimie 10 1er)
CPOKOB  XpaHEHHWs, UUCIIIUXCA TI0 HOMEHKJIAaType JeJd OpraHu3alui,
COTpYAHUKAMU CITY>KOBI JIeJIONPOU3BOJICTBA (OTBETCTBEHHBIMU 3a

JICJIONPOU3BOICTBO B CTPYKTYPHBIX MOAPA3ACIICHUAX) MTPUHUMAIOTCS MEPHI 110 UX
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PO3BICKY.

OOHapyXeHHBbIE Jiefla BKJIIOYAIOTCS B ONUCh JIeT  CTPYKTYpPHOTO
noapazaeneHuss. Ecinu po3bIck es1 He an pe3ynbTaToB, TO HA HEOOHAPYXEHHBIE
JieNia COCTaBJIsIeTCsl akT 00 yTpare AJokyMeHToB (1. 4.32. IlpaBui). Akt 00 yrpare
JOKYMEHTOB B JEJIONPOM3BOJCTBE COCTaBisieTcs mo (opme akta 00 yTpare
JIOKYMEHTOB B apXuBe opranuzaiuu (npuioxenue Ne 6 Ilpasun).

IIpu cocraBieHuu akta B JEJIONPOW3BOACTBE Tpadel 2, 3, a Takxke
uHpopMan¥s O Ha3BaHUM U HOMepe (PoHIa, 3amUCh O BHECEHWM W3MCHEHHWH B
YUYETHBIE IOKYMEHTBI HE 3aIIOJTHSIOTCS.

Jlnst coctaBneHust akta 00 yTrpaTe Jen B JAeIONPOU3BOACTBE JOJKHBI OBITh
IPEelyCMOTpPEHbI Ipadbl: MHIAEKC Jella MO0 HOMEHKIAType JieJl, 3aroJioBOK Jena,
KpailHUE AaThl, MPEAIOoIaraéMble IPUUUHBI YTPAThl JOKYMEHTOB.

AKT TMOJNKCHIBAETCS PYKOBOJIMUTEJIEM CTPYKTYPHOIO NOAPA3ACICHUS U
NepeacTcs BMECTE C ONHUCHIO € CTPYKTYPHOTO IIOAPAa3JeJICHUs] B apXuB
OpraHHU3aIuu.

I'paduueckoe wu3o0paxenue mporecca 1.3. «Opranuzanus po3bICKa

HEJIOCTAOIIMX Ae» npeacTaBieHo Ha cxeMme 04 mpunoxxenus Ne 4.

1.4. Tlepenaya sies1 B apXuB OpraHu3aIiiu

[lepenaya nem B apXWB OpraHU3allMd OCYIIECTBISIETCS TO Trpaduky,
COTJIACOBAaHHOMY C  PYKOBOIWUTEISIMU  CTPYKTYPHBIX  TOAPA3ACICHUA |
YTBEP)KJICHHOMY pYKOBoJUTeNeM opranuzanuu (1. 4.33. [Ipasui).

[lepenava nen mocTOSSHHOTO, BpeMEHHBIX (CBbIIIEe 10 J1€T) CpOKOB XpaHEHUS
U TI0 JUYHOMY COCTaBy B apXWB OPraHMU3aIlMU MPOBOJUTCS TOJBKO IO OIKCSM,

COCTaBJICHHBIM B CTPYKTYPHBIX noapasaeneausx (m. 4.31. [IpaBun).
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Onuce Oenl  CMPYKMYPHO20 NOOPA30€NeHUss — YU4emHblll OOKYMeHM,
BKIIOYAIOWULL  CBe0eHUsl O 0enax, COOPpMUPOBAHHBLIX 6 NoOpa3OeieHuu U
noozexcawux nepeoaye Ha ApXusHoe XpaHeHue.

[lopsmok cocraBieHHsT ONUCEW Je€l  CTPYKTYPHBIX — IMOAPA3LAECICHUMN
yCTaHABIMBACTCSI MHCTPYKIMEW MO JIEIONPOU3BOACTBY opranuszanuu. Padora mo
COCTAaBIICHUIO OMHCEH JIe7T CTPYKTYPHBIX MOAPA3ACICHUN BBIOIHICTCS JIMIIAMH,
OTBETCTBEHHBIMH 32 BEJCHHE JIETIONPOU3BOJICTBA B CTPYKTYPHBIX MOJPa3ACICHUSIX
U pabOTHUKAMH CIIYXKOBI JICJIOMPOU3BOJICTBA OpraHu3anuu. MeToandecKkoe
PYKOBOJICTBO ~ COCTaBJICHMEM OINUCEH JIe1 CTPYKTYPHBIX  MOApa3eieHUui
OCYILIECTBJISIET apXUB OpraHU3aluu.

OTBETCTBEHHOCTh 32 CBOEBPEMEHHOE M KauyeCTBEHHOE COCTaBJICHHE OMUCEH
JIeNl CTPYKTYPHBIX MOAPA3AeICHUI HECYT PYKOBOIUTENN ITUX MOIpa3AeIeHUM.

Onucu  nen  CTPYKTYpHBIX —MOJpa3/eJICHUl  COCTaBISIOTCS Ha  BCE
3aBepIlIEHHbIE B JICJONPOU3BOJACTBE OpraHU3AlMHM Jiella TMOCTOSIHHOTO |
BpeMEeHHBIX (CBbiIe 10 JI€T) CPOKOB XpaHEHUs M Jejla MO JIMYHOMY COCTaBy,
npoleamue s3kcnepTu3y neHHocty (. 4.11. Tlpasun).

Omnucy 1en, MOATOTOBIICHHBIE CTPYKTYPHBIMU TOAPA3ACIICHUSIMH, SIBIISIFOTCS
JIOKYMEHTaMH, TI0 KOTOPBIM OCYIIIECTBIIICTCA Tepeiada JIesl B apXUB OpraHU3aIuu.
Ha ocHoBe omuceil nen CTpyKTYpHBIX TMOIpa3felieHuil B apXHBE COCTABIISIOTCS
TOJIOBBIE pa3/ielibl onuceit Aein, TokyMeHToB (1. 4.11. IIpaBun).

Onucu cOCTaBISAIOTCS OT/IETBHO HA:

— JieNia TOCTOSIHHOT O XpaHEeHHS;

— Jiena BpeMeHHBIX (cBbimie 10 jeT) CpoKOB XpaHEHUS;

— JIeJNia Mo JINYHOMY COCTaBY;

— JIeNia, COCTOAIIME U3 CIEeNU(DUIECKUX, XapaKTePHBIX TOJIBKO AJIs JaHHOU
OpraHu3aIuu, TOKYMEHTOB (CyZ€OHbIE U CIIEJICTBEHHBIE JIe/Ia, HAYyYHbIE OTUETHI 10
TeMaMm U Jp.).

OTI[GHI)HI)IG OIINCH COCTaBIAIOTCA Ha QJICKTPOHHBIC JOKYMCHTLI
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MOCTOSIHHOTO XPaHEHMs; BpeMeHHbIX (cBbiie 10 j1eT) CpOKOB XpaHEHHUS, B TOM
qucIie 1o JuuyHomy coctany (1. 4.31. [Ipasun).

B nenonpou3BoacTBE OMUCH J€d CTPYKTYPHBIX MOAPA3ACICHUN YKa3aHHBIX
KaTEeropuil JIe7 COCTAaBISIOTCS Ha Jiella KaXJAO0ro CTPYKTYPHOTO MOApa3/IesieHuUs
OpraHu3aIuu.

Ornucu fen CTpyKTYPHBIX MOAPA3AeNICHUN COCTABIISIIOTCS 110 YCTAaHOBIIEHHOMN
dopme (mpuioxenust Ne 23, 24 TlpaBui) U NpenCcTaBiIsIOTCS B apXUB HE TMO3JIHEE
YeM 4epe3 ToJl MOocJIie 3aBEPIICHUs e B Aenonpou3Boactse (1. 4.31.).

[Ipn HaMuuMKM B CTPYKTYPHBIX MOJPA3ACICHUSIX HEOMHCAHHBIX JAeNl 3a
HECKOJIBKO JIET MO COTJIACOBAHUIO C APXMBOM HA HUX MOXET COCTaBJISITbCS OJHA
ONKCH (BHYTPH OIKCH JIEa PACHoiaraloTcs Mo rojilaM UX 3aBEJICHHS).

Ilepen BHeceHHEM 3aroJjOBKOB JI€] B OMHUCh CTPYKTYPHOT'O MOJAPA3/ICIICHUS
POBEPSIOTCST  KauecTBO (opMupoBaHuss U OGOpMIIEHUS JIeT, COOTBETCTBUE
KOJIMYECTBAa JIeJl, BHOCHUMBIX B OIKHCh, KOJHUYECTBY 3aBEJCHHBIX [l IO
HOMEHKJIaType aen opranu3zanuu (1. 4.32. [IpaBun).

OmnucarenbHast CTaThsl OMUCH JEN CTPYKTYPHOTO MOAPA3ICICHUS BKIIOYACT
B ce0s1 CIeAyIONIUE AIIEMEHTHI:

— TOPSAKOBBIA HOMEp Aena (TOMa, YacTH);

— MHJEKC Jena (ToMa, 4aCcTU) B COOTBETCTBUY C HOMEHKJIATypOH e,

— 3aroJOBOK JIeNa,;

— KpailHue JaThl aena (Toma, 4acTH);

— CpPOK XpaHeHusi Jena (He MPOCTaBISIETCS B OMUCU JeJ IMOCTOSHHOTO
XpaHEHUs);

— KOJIMYECTBO JIMCTOB B Jiejie (TOME, YaCTH), JIJIsl 3JEKTPOHHBIX JIe] — 00beM
B MO0 (npunoxenue Ne 24 IIpasuin);

— MpUMEYaHUsl.

[Ipu cocraBreHur OMHUCH A€M CTPYKTYPHOTO TOJpa3feieHus HeoOX0IuMO

coOJII01aTh CIENYIONINE TPEOOBAHUS:
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— KaXJ0€ JNIeJI0 BHOCHUTCS B OIKCHh IOJ CaMOCTOSITEIBHBIM IMOPSAKOBBIM
HOMEpPOM; €CJIM JIeJI0O COCTOUT M3 HECKOJIbKUX TOMOB (YacTei), TO KaxIbld TOM
(4acTh) BHOCUTCS B OIKCH MOJT CAMOCTOSITEIbHBIM HOMEPOM;

— MOPSJ0K HyMEpaluu OMUCATENIbHBIX CTATEN B OMUCH — BaJIOBBIIl;

— CHUCTeMaTu3alus Jel B OMNHCHU JeJl CTPYKTYPHOTO TMOApa3eleHus
COOTBETCTBYET MX CUCTEMATU3allM B HOMEHKJATYpe JIeJl OpraHu3aluu, a HoMep
OMHUCHU CTPYKTYPHOTO TMOAPa3ICICHUS] MOXKET COCTOSITh M3 KOJa CTPYKTYpPHOI'O
MOApPa3ICJICHUs, COOTBETCTBYIOIIETO KOAY MOPA3ACICHNUSI B HOMEHKIIATYpPE Jel, C
n00aBIeHUEM TMPOMUCHOW HAadadbHOWM OYKBHI HAMMEHOBAHUS  KaTETOPHUH
JIOKYMEHTOB, COCTABJISIFOIIUX OMUCh, M MOCIEAHUX ABYX LU(p roga, B KOTOPOM
3aBE/ICHBI JIeJ1a, BKIIOUECHHBIC B OMUCH, HAITPUMED:

OIKCH JIeNl TOCTOSHHOTO, BpeMEHHbIX (CBbIlIe 10 J€T) CpOKOB XpaHEHUs U
[0 JIMYHOMY COCTAaBY CTPYKTYPHOIrO IOApasfeneHus, kox koroporo 07,
BKJIFOUCHHBIX B HOMEHKJIATypy aeia 2015 r., Oyayt umers Homepa: 7m-15, 78-15 u
7 n/c-15;

— Tpadbl OMUCH 3aMOTHSIIOTCS B TOYHOM COOTBETCTBUU C TEMU CBEIACHUSIMHU,
KOTOPbI€ BHIHECEHBI HAa 00JIOKKY JIEJ1a;

— NpU BHECEHUM B OIUCHh [JIeT HECKOJbKUX JeJI C OJWHAKOBBIMU
3arojIoBKaMu 0003HAYEHHE JEJ CIIOBAMH «TO JK€» HE JOMYCKAeTCs; OJMHAKOBBIC
3aroJIOBKH JI€J1 BHOCSATCS] B ONIUCH MOJHOCTBIO.

- rpapa ommucu «lIpumeuanue» HCHONB3yeTCS MJII OTMETOK 00
O0COOCHHOCTAX (DU3MYECKOTO COCTOSHMS JieJl, O Iepeiade Jen  JIpyrum
CTPYKTYPHBIM MOJpa3eICHUSIM OpraHu3alui, O HAIMYUKU KON U JIp.

B koH1Ee ommcu Aen CTPYKTYPHOrO MOJAPA3ACIICHHS BCIEH 3a IMOCIEIHEN
OMMUCATEIIbHOM CTaThEW 3alOJIHSAECTCS UTOrOBas 3alUCh, B KOTOPOM YKa3bIBA€TCS
(uudpaMu ¥ TPOMUCHIO) KOJIMYECTBO JI€JI, YHMCISIIUXCS IO OMHCH, TEPBBIA U
MOCTIEAHUI HOMEpa JeNl IO ONHUCH, a TaKKe OroBapuBalOTCI OCOOCHHOCTH

HyMEpanru A€ B OIIMCHU: HATMYHEC JIUTCPHBIX WA IMPOIMYIICHHBIX HOMCPOB.
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Onuck J1ea CTPYKTYPHOTO MOApPa3/iesieHUs MOIMUCHIBACTCS PYKOBOJIUTEIEM
CTPYKTYpPHOI'O TMOJIpa3/Ie/IEHUs M COIJACOBBIBACTCS C PYKOBOJUTEIEM CIIYKOBI
JIEIONPOU3BOICTBA OPraHU3AIU Y.

[Ipy HaNM4YUM B CTPYKTYpPHOM MOApa3JEICHUN OpPraHu3alud HKCIEPTHOU
KOMHCCUU CTPYKTYpHOro mojpasneienus (manee — OK  cTpykTypHOroO
NOJpa3/ieNieHus), ONUCh JAOKHA ObITh corjacoBaHa ¢ OK  crpykrypHOro
nonpaznenenus. Pemenne DK crpykTypHOro mnoapaszaeneHus odopmisiercs
IPOTOKOJIOM.

Onuck faen CTPYKTYpHOTO MOAPA3AENEHUs OpPraHU3alMyd COCTABISETCS B
JIBYX-TPEX 3K3EMILIAPAx, OJUH U3 KOTOPBIX MEPEIaeTcsd BMECTE C JIeJaMU B apXUB
OpraHu3alMy, BTOPOM OCTaeTCsi B KayeCTBE KOHTPOJBHOTO JK3EeMIUIIpa B
CTPYKTYpPHOM TOJIpa3fieNieHnH, TPETHI MpHoOIIaeTcss K mpoTokoiy 3acenanust OK
(Mpu HAMWYKUK B CTPYKTYpHOM nojpaszaenennn JK).

[Ipuem-nepenava n1en B apXuUB OpraHMU3alMM MPOU3BOJIUTCS PAOOTHUKOM
apxuBa W pPaOOTHUKOM CTPYKTYPHOIO TMOApPA3ACIICHUs, MpPU STOM Ha BCeX
AK3EMIUIIPAX ONUCH JIe] CTPYKTYPHOIO MOAPA3AEJICHUs MPOTHB KaXXJIOro Jeja,
BKJIFOUEHHOTI'O B HEE, JEJIaeTCs OTMETKA O HAIMYUHU JIeNa.

B koHIE KaxXI0ro 3K3eMIuIipa OMUCH €N CTPYKTYPHOIO MOApa3AeiICHUS
yKa3bIBAIOTCS MU(pamMu U MPONMHUCHIO KOTMUYECTBO (PaKTUUECKU MPUHATHIX B apXHUB
JIeJI, UTOroBas 3aluCh IOANKMCHIBAETCS JHMIIOM, OTBETCTBEHHBIM 32 apXuB, H
pabOTHUKOM CTPYKTYpPHOTO TOApa3jefieHus, nepenasuiero aena. Ilepemaua
AJEKTPOHHBIX JTOKYMEHTOB B apXWMB OpraHU3allid MPOU3BOJUTCA HAa OCHOBAHHH
OMMCEH  DIIEKTPOHHBIX J€d, JIOKYMEHTOB CTPYKTYPHBIX  MOJApa3JeieHui
(m. 4.34. [IpaBun) no WHOOPMAIMOHHO-TEIEKOMMYHUKAIMOHHON ceTH (Tpu
HAIMYUU B apXMBE OpraHU3alMi UHPOPMAIMOHHOW CUCTEMBbI) WM Ha (PU3UYECKU
000CO0JIEHHBIX MAaTEPUAIBHBIX HOCUTENSAX B IByX MACHTHYHBIX 3K3EMILISpaXx.

Onuck 3IEKTPOHHBIX €N CTPYKTYPHBIX MOJAPA3/IETIEHUN COCTAaBISETCS IO

ycTaHoBIIeHHOU opme (mprtoskenne Ne 24 [IpaBun).
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TpeboBaHUSI K COCTaBJIEHUIO ONUCH DJIEKTPOHHBIX JI€J AaHAJIOTMYHbI
TpeOOBaHMSIM K COCTABJIEHUIO OIKCU J€d1 Ha OyMaXHOM HOCUTENe, 3a
WCKITIOYCHHUEM CIIeTYIOIINX TPaBUII:

— B rpade 6 omucH IIEKTPOHHBIX JEI YKa3bIBaeTCsi 00beM B MO;

— B UTOT'OBOM 3aITMCH OIMUCH JIEKTPOHHBIX JIeT YKa3biBaeTcs 00beM B MO;

— JleJia ¢ OJIMHAKOBBIMH 3ar0J0BKaMU BHOCSITCS B OIMUCH AJIEKTPOHHBIX JE

MIOJTHOCTBIO;

[Ipu mepemade DSIEKTPOHHBIX JOKYMEHTOB B apXUB OpTaHHU3AIUH
BBITTOJIHAIOTCS CTIEAYIOLIUE OCHOBHBIE TPOLIEAYPHI PA0OTHI C TOKYMEHTAMU:

— (opmupoBaHre B HHOOPMAITMOHHON CUCTEME OpPraHU3aluu SJIEKTPOHHBIX

e, SBIISIOIINXCS COBOKYITHOCTHIO KOHTEHHEPOB AJIEKTPOHHBIX JOKYMEHTOB WU
KOHTEHHEPOM 3JIEKTPOHHOTO JOKYMEHTA, COAEPAIIUM KOHTEHT U METaJlaHHbIE
3JIEKTPOHHOI' O NOKYMEHTA, (aitbl 3JIEKTPOHHBIX MOATIMCEN u
BU3YQJIN3UPOBAHHYIO KOIMIO TEKCTOBOT'O 3JIEKTPOHHOIO JOKYMEHTa B (hopMmare
PDF/A (1. 4.34 TlpaBun);

— (¢opMupoBaHuEe B MH()OPMAILMOHHOW CHCTEME OMHCU BJEKTPOHHBIX el
CTPYKTYPHOTO MO/Apa3eIeHuUs;

— TPOBEPKA apXMBOM OPTraHU3AINH DJCKTPOHHBIX JTOKYMEHTOB Ha HATUYHE
BPEIOHOCHBIX KOMITBIOTEPHBIX MPOTPaAMM;

— IpOBEpKa BOCIPOU3BOJUMOCTH JIEKTPOHHBIX JOKYMEHTOB;

— IpoBepKa (PU3NYECKOr0 M TEXHUYECKOIO COCTOSHUS HocuTesden (mpu
nepefade dSJICKTPOHHBIX JOKYMEHTOB B apXUB OpraHu3aldd Ha (U3MYECKH
000COOJICHHBIX MaTEPUATIbHBIX HOCUTEISX);

— mpoBepka Hamuyus (aiia 3IEKTPOHHON TMONIMUCH, KOTOpPOW ObuI
MOJIMUCAH AJCKTPOHHBIM JIOKYMEHT, W/WiM (Qailia MPOBEpKU DIIEKTPOHHOU
MOJIITKCH.

[IpyemM HEKTPOHHBIX JOKYMEHTOB B apXUB OpraHu3aiuu oQopmisieTcs

COCTaBJICHMEM HTOIOBOM 3amuCH B KOHIIC OIIMCH JJICKTPOHHBIX ACJI, B KOTOpOfI
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udpamMu U IPONUCHI0 YKA3bIBACTCS KOJIMYECTBO (DAKTUUECKU MPHUHATHIX B apXUB
AIIEKTPOHHBIX JIeN U UX 00BbeM B MO.

HtoroBass 3amuch MOATBEP)KIAACTCS TMOAMUCAMU COTPYAHHKA apXwBa |
COTPYIHHUKA CTPYKTYPHOTO MOAPA3ACIICHUS, IEPEAABIIECTO JICKTPOHHBIE JIeTIa.

[Ipu nmpueme Ha apXMBHOE XpaHEHHE (MPU HEOOXOIUMOCTH) AJICKTPOHHBIE
JieNa  3aBepIOTCS DJCKTPOHHOW TMOJMUCHI0 PYKOBOAMTENS OpraHu3aliy  WiH
YIOJIHOMOYEHHOT'0 UM JOHKHOCTHOTO JIUIIA.

[Tocne mnpuema B apXWB OJJIEKTPOHHBIX JIOKYMEHTOB Ha (U3UYECKU
000COOJIEHHBIX MaTEepPUAIbHBIX HOCUTEJSIX BKIIAJBIINIM, MOMEIICHHbIE B (QyTisip
EAVHUIBI XPAHCHHUS B CTPYKTYPHOM TOJIPA3/ICIICHUH, 3aMEHSIOTCS Ha BKJIQIBIIIH,
oopmIIsieMble B apXUBE.

Ha Bxnagpie, momerniaeMoM B yTisp eAMHUITBI XpaHEHUS, 0QOPMIISIEMOM
B apXUBE, YKa3bIBACTCSI:

HAaUMEHOBaHUE OpraHU3alnHy (ITOJIHOE, COKPAILIEHHOE);

HoMep GoH/a;

HOMED OMKCH JIEKTPOHHBIX JIJI, JOKYMEHTOB;

HOMEp JieJia 1O OIHUCH;

OTMETKa O CTaTyCce »JK3eMIUIsipa DJJIEKTPOHHBIX JOKYMEHTOB: «OCH.»
(ocHOBHOI) unu «Pab.» (padounii);

KpaiiHue JaThl JOKYMEHTOB 3JICKTPOHHOTO JIENa;

opu  HEOOXOAUMOCTH O(OPMIISIIOTCS  JIOMOJIHUTEIbHBIE OTMETKH 00
OTPAaHUYCHHH JIOCTYIA K TOKYMEHTaM.

Bxnageim  momemaercs B dymsip  pusmyecku  000COOJICHHOTO
MaTepHAIbHOTO HOCUTENSI TAaKUM 00pa3oM, YTOOBI HAMMUCH HA HEM OBLIM BUIHBI
IpU 3aKPBITOM QyTIIspE.

Onucu fem  CTPYKTYPHBIX TNOAPA3JCICHUM  CIy)KaT OCHOBOWM  JIIA
COCTaBJICHHSI TOJOBOTO pa3zefia CBOAHOW OMHCH 1€ OpTraHW3alliH, MOJArOTOBKA

KOTOPOTO BO3JIaraeTcs Ha apXuB OpraHu3aiuu (JIMI0, OTBETCTBEHHOE 32 apXUB).

43



Ecnu cTpykTypHbBIe TOApa3iesieHuss B OpraHu3ald OTCYTCTBYIOT, TO
OTBETCTBEHHBIN 3a JIEJIONMPOU3BOJCTBO B OPraHU3allMM COCTABISIET Cpa3y MPOEKT
rOJI0OBOr'0 pasjielia OMKUCH JIe] OPraHU3aluu.

I'padpuueckoe wuzoOpakenune mnporecca 1.4. «llepemaua nen B apxuB

OpraHu3alum» mpeacraBieHo Ha cxeme 05 mpunoxenus Ne 4.
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2. XPAHEHUE JOKYMEHTOB B APXVBE OPI"’AHU3 AL

XpaHeHue OOKyMeHmOG - ()eﬂmejleOCI’nb, 06@01’16’4[“661)‘0114651 PayUOHAIbHOE

pasmewenue u COXpanHoCms O0KYMEHMO8.
IIponecc xpaHeHUs: JOKYMEHTOB BKJIKOYAET:
— OpraHu3alHI0 XpPaHEHUs JOKYMEHTOB;
— obecleyeHne COXpaHHOCTU JOKYMEHTOB.

I'paduueckoe nzobpaxenue mpoiecca 2 «XpaHeHUE JOKYMEHTOB B apXUBE

opraHuzaium» npeacrapieHo Ha cxeme 06 npunoxenus Ne 4.
2.1. Opranuzanus XpaHeHus! JOKYMEHTOB

Opranuszanusi XpaHEHHUs] JOKYMEHTOB — COBOKYIHOCTh JICMCTBHH,

O6€CH€‘-II/IBaI-OIHI/IX YCIOBHUA JId XpaHCHUA H IIOMCKAa JOKYMCHTOB B dPXHUBC,

BKJIIOYACT:
— CHCTEMATHU3alMIO0 JOKYMEHTOB B APXUBE;
— TPEIOCTABIICHUE MOMEIIEHUS U1 apXHUBa;

— OCHAIICHHUC AapXHMBOXpPAHUIHUIL CICHHAIIbBHBIM O60py,l]OBaHI/IeM JJII

XpaHCHUA TOKYMCHTOB,

— obOecrneyeHre HOPMATHUBHBIX YCIOBUN XpaHEHUS JOKYMEHTOB.
2.1.1. CuctemaTu3anus JOKyMEHTOB B apXHBE OpraHU3aIlun

Pabotnw! 1o IMOATOTOBKE JICI K IICPCAAUC B ApXUB OPraHru3alinun (BBII[CJ'ICHI/IG

JieJ, MOJITOTOBKA OIMHUCEW NIeJ1 CTPYKTYPHBIX MOJPAa3/IENICHHI1) BEIYTCA C YUETOM

CXEMbI CUCTEMAaTHU3alluu ACJI (1)OHI[21.

Cucremaruzanus JOKYMEHTOB B apXHBE OpraHHM3allid — TPYHIIHAPOBKA €I

[0 MPU3HAKAM UX COAEPKaHUS U (B HEKOTOPBIX CiIydasix) popMara U HOCUTEIIS.
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CucremaTnzanusi JOKYMEHTOB B apXHWBE OpraHu3allld CO3JAacT YCIOBHUS,
HEOOXOAUMBIE ISl PAlMOHAIBHOTO pa3MELICHUs JIOKYMEHTOB, a Takxke s
MIPOBEJICHUA ONepaliii 0 yU4ETy U MOUCKY JTOKYMEHTOB.

ApXUBHBIE TOKYMEHTHI IOJKHBI XPaHUTHCS B CUCTEMATU3UPOBAHHOM BUJIE B
npenenax goupaa (m. 2.9. [pasun).

CucremaTu3anus JOKyMEHTOB apXUBHOTO ()OHJIa MPOBOAUTCS paOOTHUKAMHU
apxXxuBa OpraHu3alid Ha OCHOBE OOIIMX TMOJOKEHUW, PpEerIaMeHTHPYIOUIUX
CO3JIaHUE apXUBHOIO (POHIA OpraHU3aIUH:

— JOKYMEHTBI, 00pa3yrolmuecs B J€ATEIbHOCTH OpraHU3alud, COCTABISIOT
JOKyMeHTalbHbIN Qo (. 2.1. IpaBun);

— YacTh JIOKYMEHTaJIbHOIO (POHJA, BKJOYAIOIIAs JOKYMEHTHl ApPXHBHOIO
¢onna Poccuiickoit denepannu u JOKyMeHThI BpeMeHHBIX (cBbiie 10 j1eT) cpokoB
XpaHEeHHMsI, BKIIFOUEHHBIE B yYETHBIC JOKYMEHTBI apXHBa, COCTABIAIOT apXWUBHBIM
(GoHI oOpraHuzanuu, KOTOPBIM TMOJUIEKUT XPAHEHHWIO B apXHWBE OpraHU3aINU
(m. 2.3. IIpaBun).

Opranuzainusi, B JAEATEIbHOCTH KOTOPOH 00pa3oBajicsi apXUBHBIM (oHI,
sBsieTcst (PoHI000pa3zoBaTeIeM.

Onpenenenue (HOHIOBOM NPUHAMICKHOCTH JTOKYMEHTOB OCYIIECTBIIETCS
pabOTHUKAMU apXHWBa U MTPOBOAUTCS:

— IIPH CO3/IaHUH ApXHBA OPraHHU3aLNY;

— IOpU TOCTYIUICHMH B apXUB JIOKYMEHTOB, OTHOCAIIUXCA (BO3MOXHO
OTHOCSILIUXCS) K ApyroMy (GoHay (MCXOAHBIA JOKYMEHT — aKT IpuUeMa-lepeaadn
ApXUBHBIX IOKYMEHTOB Ha XpaHeHue (npuioxxenue Ne 20 Ipasui);

— IpU CO3JaHUM B apXuBe HOBOro (oHja (Hampumep, (poHAa TOKYMEHTOB
M3BECTHOIO JIEATENS HAYKH, UCKYCCTBA, pa0OTaBUIEro B OpraHu3aliu, u 1p.);

— IOpU pEOpraHu3aluy OpraHu3alli, CMeHe (QOpMbl COOCTBEHHOCTH,

WU3MEHEHHH cTaTyca U GyHKIIUN OpraHu3allvu.
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Omnpenenenue NPUHAIICKHOCTH JOKYMEHTOB K KOHKPETHOMY apXHBHOMY
(OHy OCHOBBIBAETCS Ha CIAEAYIOLIUX MPUHIIMUIIAX:

— MPUHAAJICKHOCTh JOKYMEHTOB K apXMBHOMY (OHIY OpraHu3aiuu
orpenessieTcsl MO COACPXKaHUIO JOKYMEHTOB, PEKBU3WUTaM OJlaHKa, MOJIUCSM,
azpecaTy, pPEruCTpPallMOHHOMY IITaMIly, PE30JIOLMU U OTMETKE O HaIlpaBJIEHUU
JOKYMEHTOB Ha HCIIOJIHEHHUE;

— BXOJIAIIME JOKYMEHTBI OTHOCSTCS K apXUBHOMY (DOH]1y TOW OpraHu3aiuu,
KOTOPOW OHU ITOJy4YEHBI;

— KONMM HUCXOMASIIUX JOKYMEHTOB OTHOCSTCSI K apXUBHOMY (QOHAY TOU
OpraHu3alri, B KOTOPOH CO37aHbl JOKYMEHTHI;

— BHYTPEHHHE JOKYMEHThl OTHOCSTCSI K apXuBHOMY (OHIYy TOHU
OpraHu3allly, B KOTOPOW OHU CO3/aHbl;

— JleJla, Ha4darble B OJHOM OpraHu3aluy, a 3aKOHYEHHbIE B JPYIrOW,
OTHOCSTCS K (JOHY MTOCIICTHEM.

JIOKyMEHTBI OpraHu3aliy, Kak MPaBUio, 0Opa3yroT OJUH apXUBHBIN (OH/I.
ApXUBHBIE JOKYMEHTHI OpPraHU3allMM COCTABIISIIOT OAWH (€AUHBIN) apXUBHBIN
donx:

— JI0 U TOCJE€ PEeOpraHu3allM, a TaKKe U3MEHEHHUS CTPYKTYphI, IITATHON
YUCIIEHHOCTH OpraHu3allii €cJId 3TO He MOBJEKIJIO 3a OO0 M3MEHEHUs 1ieneil u
npeaMeTa IesTeNbHOCTH OpraHu3alluy;

— 0 W TOCIE€ W3MEHEHUS TEPPUTOPUANIbHBIX TPAHML] JIEATEIILHOCTH
OpraHu3alllH, €CJIM ITO HE MOBJIEKJIO 3a COOON KOPEHHOr0 U3MEHEHUS €€ CTaTyca,;

— B cllydae cMeHbl yupenutens (1. 2.6. [IpaBui), eciu 3To HE MOBJIEKIIO 3a
co0oli M3MEHEHUS Leel U IpeMeTa IeATeIbHOCTH OpraHu3alliu.

ApXuBHBIE JOKYMEHThI OpraHU3alMK COCTABIISAIOT €IUHbIN apXUBHbBIN (OHA
B ClIy4Yac BPEMEHHOIO IPEKPALEHUS IEATEIBHOCTH OpPraHM3alMM, a 3aTeM ee
BOCCTAHOBJICHHUS C TEMU K€ QYHKIUSIMHU.

ApXUBHBIE JOKYMEHTBl OpraHU3allMd OTHOCATCA K pPa3HbIM apXHWBHBIM
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dbonaMm:

— B Cllyduae U3MEHEHUS COOCTBEHHMKAa MMYLIECTBA OpraHu3aluu
(m. 2.6. [IpaBui), B TOM 4dYHCIIE, €CIM CMEHA COOCTBEHHHWKA HWMYIIECTBA
OpraHu3aluy CBsI3aHa CO CMEHOW yYPEIUTEN;

— IIpY PACIIMPEHUHU WIA CYKEHUU IIpaB OpraHU3alvd, KOTOpOE BJIEYET 3a
co0oli KOpEeHHOE U3MEHEHHE €€ CTaTyca U CO3/JaHie HOBOM OpraHu3aluu.

Hoxymentsl muHuctepctB CCCP u PCOCP u noxkymeHTHl (enepaibHbIX
OpraHoB HCHOJIHUTENIbHOU Biactu Poccuiickort denepanuu, CO3JaHHBIX IOCIE
1991 r., cocTaBisitoT pa3Hble apxuBHbIe QOHBI. PazrpannunTtenbHas gata MEXIy
HUMM YCTaHABJIMBAETCS HA OCHOBE 3aKOHOJATENIbHBIX M HMHBIX HOPMATHBHBIX
IIPAaBOBBIX AKTOB O KOHKPETHOM OpPraHe MCIIOJHUTEIBLHON BIIACTH.

JIOKyMEHTBI OpraHOB TOCYAapCTBEHHOW BIAcTH CyOBEKTOB Poccuiickoit
denepanuu, U JOKYMEHTHI MPEAIIECTBYIOMNX UM COBETOB HAPOAHBIX JEMYTATOB
pecnyOiMK, KpaeBbIX, 00IACTHBIX, aBBTOHOMHBIX 00pa30BaHUM, a TaK)Ke paliOHHBIX
U TOPOACKHX COBETOB HApPOAHBIX JCIYTAaTOB COCTABISAIOT PAa3HbIE apXWBHBIC
(GbOoHIIBI; pa3rpaHUUUTETbHBIC JAaThl MEXIAY HUMH YCTaHaBIMBAIOTCS HA OCHOBE
COOTBETCTBYIOIINX 3aKOHOAATEIbHBIX U UHBIX HOPMATUBHBIX ITPABOBBIX aKTOB.

B cnydae nukBupanuu opraHuzanuu C mepenadeil ee (QyHKIMI BHOBB
CO3JaHHOM OPraHu3ally 3aKOHYEHHBIE JEIONPOU3BOACTBOM JI€Ja BKIIIOYAKOTCA B
(GoHI TMKBUIUPOBAHHOW OpPraHM3AllUM, a HE3aKOHUYCHHbIE JeNla MepefaloTcs AJis
OKOHYAaHUS HUX HCIOJIHEHUS OpPraHU3allMU-TIPABOINPEEMHUKY M BKJIIOYAIOTCA B
JOKYMEHTAJIbHBIN (OH/ MOCIeTHEH.

Bunbl apxuBHBIX (DOHIOB OpraHu3aiiy onpeaeieHs! B . 2.4. [Ipasui.

OObenMHEHHBIE apXUBHbIE  (OHIBI  CO3/IAlOTCS, Kak MpaBWio, B
OpraHu3aIusax, MMEIOUIMX ITOABEAOMCTBEHHbIE opraHusaunu. He pomyckaercs
CO3/laHuE OOBEAMHEHHBIX AapXUBHBIX (POHJOB U3 JOKYMEHTOB OpraHOB
PE/ICTABUTENIbHOM, MCIOJHUTENbHOW U cyneOHol  Biactu  Poccuiickoit

Oenepanuu (cyopekToB Poccuiickoit deaepainn), a Takke U3 JTOKYMEHTOB ATHX
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OpraHOB W JOKYMEHTOB HW30UpaTelbHBIX KOMHUCCHH 110 BBIOOpaM OpraHoB
IPEICTaBUTEIILHON W HUCHOJHUTENBHOW BIJIACTH, €CIM 3TO HE IPEAYyCMOTPEHO
3aKOHO/ATENbCTBOM Poccuiickoit ®Deaepanuun u/mim cyobekToB Poccuiickoii
denepaunu.

OOpazoBanue OOBEAUHEHHBIX apXMBHBIX (OHIOB TpeOyeT H3MEHEHUs
apxuBHbIX mHMbpoB gen  (HoMepoB  (OHAOB, OIMKCEH), COCTABIICHUS
COOTBETCTBYIOILIMX  YYETHBIX  JIOKYMEHTOB,  pa3MEUIeHUs  JOKYMEHTOB
o0BeanHEHHOTO (hOH/Ia B OTHOM MECTE apXMBOXPAHWIIHINA, a IPU HEOOXOAUMOCTH
YU HOBOM cHUCTeMaTH3allud el M IepecocTaBieHus: onucei. Jlomyckaercss yder
JOKYMEHTOB OpraHM3alfii, BXOISIIMX B OOBEAMHEHHBIN apXuBHBIM (OHI, B
OTJICJbHBIX OMHCSX.

OObenuHEHHBI apXUBHBIM (OHA MOXKET 00pa3oBBIBATECA HE IMyTEM
O0BEIMHEHUSI CYHIECTBYIOIIUMX apXuBHBIX (QoHaoB. Dona Moxer cpa3y
dbopMupoBaThCsi Kak OOBbeAMHEHHBIM. B 3TOM ciyyae mepemudpoBKH U KaKUX-
a100 APYruX U3MEHEHUI He TpeOyeTcs.

JIOKyMEHTBI ~TOJYMHEHHBIX OpraHU3alluii, TIepelaBacMble B apXUB
PYKOBOJISAILIEH OpraHu3alii, MOT'YT XPaHUThCSI HE TOJIBKO B BHJI€ OOBEAMHEHHOTO
apxuBHOTO (DOHA, HO U KaK CAaMOCTOSTEIIbHbIE (DOHIBI.

ApXUBHBIC KOJUIEKIIMA MOTYT TIOCTYNaTh B apXWB B BHJE CIIOKHBIIUXCS
JOKYMEHTAJIbHBIX KOMIUIEKCOB HWJIM K€ O0pa3yloTCsi B apXWBE U3 OTICIbHBIX
JIOKYMEHTOB B LIEJISIX CO3/IaHUsI YCIOBUM AJI UX XPAHEHUS U UCTIOJIb30BAHMS.

ApxuBbl (penepaabHbIX OPraHOB MUCIOJHUTEILHON BIIACTH, a TAKXKE IPYrUX
OpraHu3anui, HMEIOIIMX I[OJABEJOMCTBEHHbIE OpraHU3allud, MOTYT XpPaHUTb
HECKOJIBKO apxXWBHBIX (oHAOB. OTIeNbHBIE OpPraHU3alMH, MOJBEPIIIHECS
pEopraHu3aliy ¢ U3MEHEHUEM XapaKTepa U COJAEP/KaHNUsI OCHOBHOM JEATENBHOCTH,
dbopMbl COOCTBEHHOCTH U Jp., TaKK€ MOTYT XpaHUTh Oosee oaHoro ¢oHja.
Opranuzanuu BIpaBe BBIACHATH W OTACIBHO XpaHUTh (DOHJBI, BKIIIOYAIOIIME

JIOKYMEHTHI pabOTaBIIUX B OPraHHU3AIlMU JIEATENICH HAYKH, TEXHUKH, KYJIbTYPHI,
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UCKYCCTBA U JIp., CO3/IaHHbIE B MEPHO]] UX paOOTHI B OpraHU3allUH.

XPOHOJOTHYECKUMHU TPaHUIIAMU apXUBHOTO (DOHA SIBIISIOTCS:

JUIsL apXuBHOro (oHAAa oOpraHu3allui — YCTaHaBIMBAEMble Ha OCHOBE
HOPMATHBHBIX aKTOB JIaThl CO3/JaHUS W JUKBUAAIIMN OpraHu3anuu (MpU HATHYUH
HECKOJIbKUX aKTOB 00 0Opa3oBaHWM OpraHu3alluu MPUHUMAETCA JaTa Haubosee
PaHHETO U3 HUX);

1151 00bETMHEHHOTO apXUBHOTO (hOH/IA - AAThl CO3aHus HanboJee paHHEH U
JVKBUJIAIUA HauOoJiee TMO3MHEH TI0 BPEMEHU JEATEILHOCTH OpraHu3aIlvi,
JIOKYMEHTBI KOTOPOH BOIILJIM B COCTaB OOBEAMHEHHOTO apXUBHOTO (hOHAA;

JUTSL apXUBHOTO (hOHIA U3BECTHOTO JESITENS, COCTOSAIIECTO U3 JOKYMEHTOB,
CO3/IaHHBIX UM B MPOIECCE UCIOMHEHUs (DYHKIMI MO AOHKHOCTH, - JaThl CAMOTO
PaHHET0 ¥ CaMOro MO3/THETO JOKYMEHTA;

JUIsl apXUBHOM KOJUIEKIIMM - JaTbl CAMOTO PaHHEro M CaMoOro IO3THETO
nokymenTa (1. 2.8. [Ipasun).

Jns apxuBHOro (oHIa JEHCTBYIONIEH OpraHu3aluy jJaTa 3aBepIICHUs
apXUBHOTO (DOHA OCTAETCSI OTKPBITOM.

ITocne omnpenenenust (OHIOBON MNPUHAIICKHOCTH JAEH, JOKYMEHTOB
cUCTEeMaTHh3alus Jiell, JOKYMEHTOB OCYILECTBJSETCA B IMpelesiax KOHKPETHOTO
apXuBHOTO (hOHJA.

B mpenemax donma enuHMIEH CcHCTEeMAaTH3aIlid APXUBHBIX JTOKYMEHTOB
ABJIAETCA €IMHMIIA XpaHEHUsT — Yy4deTHas M KilacCU(pUKAIIMOHHAS €IUHUIIA,
MpeACTaBIAomas coO0OM  COBOKYIHOCTh  JOKYMEHTOB WM  (PU3MYECKHU
000CO0JICHHBIN JOKYMEHT, HMCIOIIYIO/MMEIOIIUI CaMOCTOSTEIbHOE 3HAUCHHE.

Enununeil xpaHeHusl B apXUB€ OpPraHu3alii ABISIETCS AeN0 (3JIEKTPOHHOE
neno) (m. 3.3. IlpaBun). B cBoro ouepenn, B mpeaenax OJHOTO Jiejia JOKYMEHTHI
JOJDKHBI OBITh CUCTEMaTU3UPOBAHBI U O(POPMIIEHBI B MOPSIKE, 00ECIEUUBAIOIIEM
yueT, TOMCK U WCIOJIb30BAHHE apXUBHBIX JIOKYMEHTOB. TpeOoBaHUS K

dbopmupoBanuto u odopMileHHio nen couepxkarcs B 1. 4.19-4.26 IlpaBun u B
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pazaenax 1.1.2. u 1.2. MeToanyeckux peKOMEHIalIHi.

Enununel xpaHeHus: TOJDKHBI OBITH YYTEHBI B TOJOBBIX pa3jeiiax Omucei
(m. 2.10 IIpaBwm). CucreMaru3amnusi €AWHHUI] XpaHEHUS B Tpeaenax (oHma B
OOJNBIIMHCTBE CIIydaeB MPOBOJUTCS HA OCHOBE COYETaHUS IPU3HAKOB
CUCTEMATHU3ALINH:

— XPOHOJIOTUYECKU-CTPYKTYpHAsi CXeMa CUCTEMAaTU3allMu MPUMEHSAETCS 110
OTHOIIEHUIO K (OHAAM JEHCTBYIOIIMX OpraHu3auuii (Y4uThiBas JajibHeiliee
norojaHeHne (OHMIOB) W JMKBUIUPOBAHHBIX opraHuzanui. [lo 3Toil cxeme nema
IPYNOUPYIOTCS O BPEMEHM MX CO3[aHHs (rojxamM, Mepuojam), a B Mpeiesax
KaQXJIOW XPOHOJOTMYECKOM TPYIIBI - II0 CTPYKTYPHBIM IOJAPA3JIEIICHUSIM
OpraHu3aluu;

— CTPYKTYPHO-XPOHOJIOTMYECKAsA CXE€Ma CUCTEMATHU3aLUU NPUMEHSAETCA IO
OTHOIICHUIO K (OHJaM OpraHu3alui, HMMEBIIMX CTAaOUIBHYIO CTPYKTYpY,
U3MEHEHUS KOTOPOW MPOUCXOAWIM PEeaKo M ObulM  HeclnoxHbL. [Ipu
CUCTEMATH3allMM II0 JTOW CXEeMe€ Jejla TPYNIUPYIOTCS MO CTPYKTYPHBIM
MOAPA3ACIICHUSIM OPraHU3allMK, a B Mpeaesiax KaXJI0M CTPYKTYPHOU TPYIIIBI - 110
BPEMEHH MX CO3[IaHHUS;

— XPOHOJIOTUYECKU - YHKIIMOHATIbHAS CXeMa CUCTEMaTU3alluu TPUMEHSIETCS
0 OTHOUIEHUIO K (DOHJaM OpraHu3aluil ¢ 4acTO MEHSBIIEHCS CTPYKTYpOM; IpH
3TOM TPYNIUPOBKA JEJ MPOUCXOAUT BHAYAIE 10 XPOHOJIOTMYECKOMY IIPU3HAKY, a
3areM 1o (QYHKIUSAM (BUJaM, HaIpaBiICHUSIM JESTEIbHOCTH) OpraHu3alui,
MOJITPYNIBI JIEN PAcIoNiaraloTcsl ¢ Y4eTOM 3HAYMMOCTH (DYHKIUN OpraHu3aluu
(pyxoBOZICTBO, (PHAHCUPOBAHUE, YUET U OTUETHOCTH U JIp.) UJIK B COOTBETCTBUU C
KJIaCCU(PUKATOPOM BHUJIOB (HAIIpaBJICHUI) ACSITEILHOCTH CaMOW OpraHHU3alliH;

— (YHKIIMOHAIBHO-XPOHOJIOTMYECKAs CXe€Ma TakXKe MPUMEHSAETCs 10
OTHOIIEHUI0 K apXWBHbIM (oHAAM OpraHuM3alMii ¢ YacTo MEHsBIIEHCA
CTPYKTYpPOM; IIPU 3TOM JieJa TPYIIUPYIOTCS CHavana no (QyHKUUSAM J1€ITeITbHOCTH

OpraHu3alluy, a 3aTeM MO0 XPOHOJIOTMYECKOMY TPU3HAKY;
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— XpPOHOJIOTUYECKU-TEMATUYECKasi WM  TEMaTUYECKU-XPOHOJIOTHYECKas
CXEeMbI CUCTEMAaTH3allUU MMPUMEHSIOTCS MO0 OTHOIIEHUIO K HEOOJIBIIUM 1O 00BEMY
apXuBHBIM (OHIAM, a TAKXKE OTJEIbHBIM apXUBHBIM KOJIJICKIIUSIM;

— XPOHOJIOTMYECKU-HOMUHAIbHAS. 1 HOMUHAJIbHO-XPOHOJOTHYECKAst CXEMBbI
OPUMEHSIIOTCS, Kak TpaBWjIo, ISl CUCTEMaTu3aliud Jel apXUBHBIX (POHIOB
OpraHu3alui, He UMEIOIUX CTPYKTYPHI.

[Ipu cucremaTuzanuu €AWHUI XpaHEHUS HEOOXOAUMO HMETh B BUIY
CIIEyIOIIEE:

— JleJla OTHOCATCSI K TOMY T'OJly, B KOTOPOM OHM HauyaTbl WJIA B KOTOPOM
MOCTYNWIM B JAHHYIO OpraHu3aluio (CTPYKTYpHOE MOAPA3AECICHUE) U3 JAPYroi
Opranu3ainuu (CTpyKTYpPHOTO MOApPa3AeIICHNUs);

— IUJIaHBI, OTYETHI, IITATHHIC PACHUCAHUS, HOMEHKIATYPHI JI€JI, CMEThl U
Marepuaibl K HUM OTHOCATCS K TOMY TOAYy, HAa KOTOPBIM WM 3a KOTOPBIA OHH
COCTaBJIEHBbI, HE3aBUCHUMO OT JaThl WX COCTAaBJICHUS; IUIAHBI, OXBATHIBAIOIIHE
HECKOJIbKO JI€T, OTHOCSTCS K Ha4YaJIbHOMY TOJYy HUX JEHUCTBHUS, a OTYEThl 3a
HECKOJIBKO JIET - K MOCIEAHEMY T'0/1y OTUETHOT'O IEPUOJIA;

— JIOKYMEHTBl IO JIMYHOMY COCTaBY BBIJICISIIOTCS B OCOOYIO TpYIINY,
CUCTEMATU3UPYIOTCS 000COOJIEHHO U BKIIFOYAIOTCS B OT/ICJIBHYIO OMHUCH.

PerucrpanronHo-ydeTHbie  (OPMBI JTOKYMEHTOB MO JMYHOMY COCTaBY
(KHUTY, XYypHaJdbl PErUCTpalliy MPUKA30B O IMpPUEME, MEPEBOJIC, YBOJbHEHUHU,
JUYHBIX KapTOYeK, JIMYHBIX JeJ, TPYJAOBBIX JOTOBOPOB, COTJAIIEHHH K HUM U
JIPYruX JOKYMEHTOB) BKJIIOYAIOTCSI B OMUCH JJOKYMEHTOB 110 JINYHOMY COCTAaBY.

JInunble nena, eCau OHU MepeaBaIuCh U3 OJTHOM OpraHu3aluu B IPYryio B
CBSI3M C TIEPEBOJIOM PaOOTHHUKOB, BKIIFOUAIOTCS B JIOKYMCHTAJbHBIH (apXUBHBIN)
(GOH/T MOTYYHUBIIEH UX OpraHU3AIINH.

Ha nuuHble nena yBOJIEHHBIX PaOOTHUKOB MOKET COCTABIATHCS OT/AC/IbHAs
OTHCh.

Jlena 1o JMYHOMY COCTaBy, Kak MpPaBUJIO, CHUCTEMATU3UPYIOTCS IO
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XPOHOJIOTUYECKOMY TMpHU3HaKy. B apXxuBax KpymHBIX OpraHu3aiuil ¢ OO0JbIINM
KOJINYECTBOM PAOOTHUKOB MOXKET HUCIIOJIb30BATHCS CTPYKTYPHO-XPOHOJIOTHUECKHI
OpUHIMI ~ cucTemaTuzauuud. IIpy HEOOXOAMMOCTH JUYHBIE Jela MOTYT
CUCTEMaTU3UpOBaThCs Mo andaBuTy (Qamuwimii paOOTHHUKOB, HE TPUHUMAS BO
BHUMAaHHE XPOHOJIOTHIO.

B mpenenax xaxaoro roga fieyia no JUYHOMY COCTaBY CUCTEMAaTU3UPYIOTCS
MO CTENEeHW BaXHOCTH — MPHKa3bl O MpUeMe Ha paboTy (3auuciieHUH B yueOHOE
3aBeJICHUE U JIp.), IEPEMELICHUH, YBOJIbHEHUH (OKOHYaHUN Y4eOHOTO 3aBEICHUS U
1p.), TPYIOBBIE JOTOBOPHI M COIJIAIIEHUS] 00 MX U3MEHEHUH, JIMYHbIE KapTOUKH
paOOTHHMKOB, JIMIEBBIE CUETA, CIHUCKH, )KYPHAJIbl y4e€Ta JOKYMEHTOB IO JIMYHOMY
COCTaBy, JIPYTrU€ PErUCTPAIIMOHHO-YUETHBIE JIOKYMEHTHI, JUYHbIC JIeJia, JTUIEBbIC
CUeTa, KapTOYKM-CIIPaBKM 1O 3apa0doTHON 1uiate. JIMuHblE Jena W JIMYHbIE
KapTOUYKH YBOJICHHBIX pAaOOTHUKOB OTHOCATCS K TOJYy YBOJBHEHHS U
CUCTEMATU3UPYIOTCS B Mpeieiax Kaxa0W rPyIIbl Mo andaBuTy dhaMuIui.

JIOKyMEHTBHI, BOILIEIUINE B 00bEIMHEHHBIN apXUBHBIN (DOHI, pacmnoararoTcs
no 3HauuMmocTd ¢oHmooOpazoBareneil (mpu  OOBEIUHEHUU JOKYMEHTOB
OpraHMu3aluy C JOKYMEHTaMH MOABEIOMCTBEHHBIX OpraHu3alluii), Mo XpoOHOJIOTUU
uX co3laHus, o andaBUTy Ha3BaHWM U Ap. [Ipm 3TOM JOKYMEHTHI OTAEIBHBIX
OpraHu3aluii MOTYT CUCTEMATU3UPOBATHCA B COOTBETCTBUU C Pa3HbIMU CXEMAaMH,
BBIOOp KOTOPBIX OMNpENENseTCs] XapaKTepoM JEATEIbHOCTH  KOHKPETHBIX
OpraHu3aiui, COCTaBOM U 00BEMOM UX JOKYMEHTOB. Jlyisi (POHIOB OJHOPOAHBIX
OpraHu3alui UCTIONB3YeTCs 00mas cxema cuctemaruzanu (. 2.12. [Ipaswn).

Cucremaruzanusi JOKYMEHTOB KOJUICKIIMM OMNpenenseTcss TeMaTHuKON u
coctaBoM J0kyMeHTOB (1. 2.13 [IpaBmi). B mpeaenax KOJUIEKIIMHA JTOKYMEHTOB
OJIHOTO BHJIa (Pa3HOBUAHOCTH) BO3MOKHA IPYNIIUPOBKA 110 aBTOPCKOMY MPU3HAKY
C pacCIOJIOKEHHEM TPyHn B al(aBUTHOM TMOPSJKE HAa3BaHWI OpraHU3aliil WId
damunuii  aBTopoB. B mpenenax KOJJIEKIMH JOKYMEHTOB, CO3JaHHOW IO

TEMaTUYECKOMY TMPHU3HAKY, MOTYT OBITh 00pa30BaHbl TEMATUYECKHE TMOATPYIIIHI,
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pacrloJIOKEHHbIE B TMOPSAKE WX 3HAYMMOCTH WIIM XpoHoJIoruu. BHyTpm
TEMaTUYECKUX TMOATPYII JOKYMEHTBHI MOTYT OBITh OOBEIUHEHBI MO Pa3TUYHBIM
MpU3HaKaM, UCXO/s U3 00beMa M COCTaBa JOKYMEHTAIUH.

PesynpTaToM mpoliecca cucreMaru3aluu  JOKYMEHTOB (OHAA SIBISIETCS
cXeMa CUCTeMaTH3alliH Jell apXUBHOTO (POHIa — BHYTPEHHUHN pabounii TOKyMEHT,
KOTOPBIN pa3pabaThIBacTCs B apXHUBE OpPraHU3aIlNu:

— TIpU CO3/IaHUU apXUBa OPTaHU3AIINH;

— IIpU MOCTYIUIEHUH B apXUB JTOKYMEHTOB APYroro ¢GoH1000pa3oBaTess.

Cxema cuctemMaTu3aluy BKIIOYAeT:

— HoMmep (oHna;

— BHUJbI COCTABIIEMBIX OMHUCEH (COOTBETCTBYIOT BBIJIETSIEMBIM KOMILIEKCAM
JIOKYMEHTOB): OMHCh JieJl, JOKYMEHTOB IIOCTOSHHOI'O XPAaHEHUS; OMHUCh JIell,
JOKYMEHTOB BpEeMEHHBbIX (cBbimie 10 J€T) CpOKOB XpaHEHHWs; OIHUCH eI,
JIOKYMEHTOB 110 JIMYHOMY cocTaBy’ (B apXHBE OPraHM3aLHH MOTYT BBIICIATHCS U
Apyrue KOMIUIEKCHl JOKYMEHTOB, TPeOYIOIIME COCTaBICHHS OIHMCHU: HAaIpHUMeEp,
HAy4HbIE OTYETHI);

— CTPYKTYpy Ka&XIOW OIMCH: BBIAETSEMbIe pa3felbl H TepeuYeHb
BKJTIOYAEMBIX BHJIOB JIOKYMEHTOB.

Cxema cuctemMaTu3aliy Jesl apXUBHOTO (POH/IA COCTABISETCS HAa KaXIbIN
dona apxuBa. Bo3MoxHO (mpu HEOOXOAMMOCTH) WX OOBEIUHEHHWE B OOIIYIO
CXEMY.

PesynbpTaThl cucTeMaTH3alMu €AUMHUIL XpaHEHUs B Impeaenax QoHua
3aKPEIUIAIOTCS TPY COCTABICHUH OMHUCEH JIeN, JOKYMEHTOB B apXHBE OpraHU3aIiH.

I'padpuueckoe wm3obpakenme mporecca 2.1.1. «Cucremarmzamus 1ei1 B

APXHBC OpraHu3anuu» IPCACTABJICHO Ha CXCMC 07 IMPUIIOKCHUA Ne 4,

6 B O6HIeCTBeHHBIX opranusanuiax, rc€ OTCYTCTBYIOT HITATHBIC COTPYAHUKHU U COOTBETCTBEHHO
AOKYMCHTBI IIO JIMYHOMY COCTaBy, ONUCH [OCJI, JOKYMCHTOB o JUYHOMY COCTaBy HC
COCTaBJIACTCA.
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2.1.2. IlpenocTaBieHre MOMEIICHUS JIJIs1 apXUBa OpraHu3aIuu

[IpenocraBneHne nmoMenieHUs I Pa3MEIICHUS APXUBHBIX JTOKYMEHTOB —
OJMH U3 TMPOLIECCOB, OOECIEUMBAIOIINX YCIOBHUS PALMOHAIBHOIO pa3MEIlEeHUs
JOKYMEHTOB U UX COXPAaHHOCTH.

IIpenocraBneHne MOMEILIECHUS MU DPA3MEILIECHHUS APXUBHBIX JIOKYMEHTOB
OCYHIECTBIIIETCS HAa OCHOBAHUM PACHOPSAUTEINBHOTO JOKYMEHTa PYKOBOIMTEI
OpraHM3aluy O CO3JaHuM apxuBa. OpraHu3anMio OpoUEcca IPEIOCTaBICHUS
NOMEUIEHUS U1 pa3MEIICHUsT  apXWBHBIX  JTOKYMEHTOB  OCYILIECTBIISIET
PYKOBOJIWTENb apxXuBa (JIMIIO, OTBETCTBEHHOE 3a AapXWB) IMpPU YYaCTHH
aJIMUHUCTPATUBHO-X035IMCTBEHHOM CITy OBl OpraHU3aIliH.

[Iponecc mnpenocTaBiieHHWs IIOMELIECHHS JUIsl Pa3MEIIECHHUS APXUBHBIX
JOKYMEHTOB BKJIFOUAET OIpe/esieHue IUIOIIaau, BBHIOOD IOMEIIEHUN apXuBa

Oprann3aliuvy 1 OCHAIICHUC UX 060py,Z[0BaHHeM.

2.1.2.1. OnpenencHue MI0MAINA U BRIOOP MTOMEIICHUH apXruBa

OmnpeneneHue TIIOMATU U BHIOOP TOMEIIEHUN apXWBa OCYIIECTBISETCS C
ydeToM 00beMa U cocTaBa apxuBHOro (ouaa (PoHI0B) opraHU3aIMU, a TAKXKE C
y4E€TOM BO3MOXKHOCTH  OTAEIBHOTO XpaHEHWs JJIEKTPOHHBIX JOKYMEHTOB
(m. 2.35. IlpaBwi). Pacuer HeOOXOUMOMN TIJIOIMIAAN MOMEIICHUN MPOU3BOIUTCS C
y4E€TOM YCTAHOBJICHHBIX HOPM PACIOJIOKCHHS CTE/UTAKEH M WX HANOJHEHUS
(m. 2.21. IlpaBui).

MaxkcuMalIbHBIN COCTaB MOMENICHUM apXUBA YCTAHABIMBAECTCS CJIECAYIOLINN:

apXUBOXPAHUITUIIIC,

MOMEIIICHHE JIJIS IPUEeMa M BpEMEHHOTO XpaHEHHUS JOKYMEHTOB;

MOMEIIICHUE I HMCTOJIb30BaHMUS JOKYMEHTOB (YHTAIBHBIN 3al, y4acTOK

BBIIAYX JOKYMEHTOB U UH(POPMAITMOHHO-TIONCKOBBIX CPEJICTB);
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paboune KOMHAThl COTPYJHUKOB apXWBa OpPraHU3alUU, KOTOPBIE JOKHBI
ObITh HW30JIMPOBaHbl OT TMOMEILIEHUH, TI/I€ XpaHATCS apXUBHBIE JIOKYMEHTBI
(m. 2.16. IpaBwm).

Oprann3zanuy, HE HMMEKOLME BO3MOXHOCTH BBIJCIWTH BCE YKa3aHHBIE
NOMEILIEHHSI, a TaK)Ke OpraHu3alliy, UMEIIIHNE apXuBHbIE (OHABI HEOOJIBLIOTO
o0beMa, JIOJDKHBI  BBIACIUTh  MNOMEIIEHHE JJIi  apXUBOXpaHWIMIIA U
U30JIMPOBaHHbIE OT HEro pabouwe MecTta sl COTPYIHUKOB apXxuBa WM (eciu
00BbeM apXUBHOTO (POHJIA ITO MO3BOJISIET) OCYIIECTBIATh XpaHEHUE JOKYMEHTOB B
CHEUAIbHOM METAJUIMYECKOM 3allMpAIOIIEMCsl Ha KIHY M OIeYaTbIBAEMOM
mkady, UCKIIOYAIOIeM TOCTYM K JOKYMEHTaM MOCTOPOHHUX JIHII.

ApXVMBOXpaHWIMILA HE  JOIYCKAeTCs  pasMellarb B IIOJBaJbHBIX
MOMEIICHUAX U Ha BEPXHUX 3Ta)Xax 3/IaHHS.

Boibop mnomemieHuit apxuBa OCYHIECTBIISIETCS C Y4YE€TOM TpeOOBaHUM,
3aKperUieHHbIX B 11. 2.16-2.19. TIpaBui.

[Ipn BBIOOpE mMOMENIEHUS AJII XPAaHEHHUS SJIEKTPOHHBIX JOKYMEHTOB Ha
000COOJIEHHBIX HOCHUTENSAX CJIENYyeT yYUThIBaTh, YTO HE JOMYCKAETCsl XpaHEHHE
ANEKTPOHHBIX HOCUTENEH € MarHUTHBIM pPAa0OYMM CJIOEM B XPAaHWIMIIAX C
MNOCTOSIHHBIMU WJIM TIEPEMEHHBIMM MAarHUTHBIM IIOJIEM HamlpsyKEHHOCThbIO Ooliee
400 A/M. XpanwiMina JODKHBI OBbITh yHaJd€Hbl OT 3JIEKTPOJBUraTesei,
TpaHc(hOpMAaTOPOB, TUPTOBOr0 0OOPYAOBAHUS, JPYTUX UCTOYHUKOB MATHUTHBIX U

QJICKTPOMArHUTHBIX MOJICH.

2.1.2.2. OcHalieHue apXuBOXPaHUJIHII CIIEIHAIbHBIM 000pYI0BaHHEM

OcHallieHue apXMBOXPAHWJIUIL CIIEHUaIbHBIM 000pY/IOBaHUEM — MpOIIEcC,
o0ecreunBaroOUid YCIOBHS JJIsl pa3MEIICHHs] JOKYMEHTOB M HUX (U3HYECKON
COXPaHHOCTH.

[Iporiecc ocHaieHus apXUBOXPAHWIIMINA CHEIUATBHBIM 000PYAO0BAaHHUEM
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UHULMUPYETCS TPUKA30M PYKOBOJIUTENS OpraHU3aludyd O CO3JIaHUU apxuBa U
UCTIOJHSIETCd PYKOBOJIUTENEM M pPa0OTHUKAMM apxHBa, a TakXke pabOTHHUKaMH
XO3SIICTBEHHBIX CTYKO0, B IIpeienax uX KOMIIETEHIIHM.

TpeboBanuss K  OCHAIIEHUIO  apXUBOXPAHWIHUIIA  CHEIHAIbHBIM
o0opynoBanveM wu3noxkeHbl B 1. 2.20., 2.21., 2.24. IlpaBun. Ilpu ocHamenuu
apXMBOXPAHUJIMINA OOOpPYJOBAaHUEM  YUMTBHIBAIOTCS IpaBuja COOJIIOACHUS
IPOTUBOMOXKAPHOTO, OXPAHHOIO, TEMIIEPATypPHO-BIAKHOCTHOIO W CBETOBOTO
PEKHMMOB, a TaKXe HEOOXOIMMOCTh HAJM4YMs CIEHUATU3UPOBAHHBIX CPEJICTB
pa3MeIleHus] MarHUTHBIX HocuTele (1mKadoB, OOKCOB), B KOTOPHIX HOCHUTEIH
3AIIMINAIOTCA OT MATHUTHBIX M DJIEKTPOMAarHWTHBIX BO3JAEHCTBUM OKPYXKAIOIIEU
Cpezbl, U MECT ISl yCTaHOBKHM KOMITBIOTEPOB.

He nomyckaercst XxpaHeHHE€ MarHUTHBIX HOCHTeNEH Ha (eppOMarHUTHBIX
METAJUTMYECKUX CTEJIaXKaX; CTaJbHbIE KapKachl MOTYT OBITh MCIOJb30BaHbI IIPU
YCIOBUM pa3MarHUYMBaHUs M 3aMbIKaHUs KOHTYPOB CcCTeiUlaxa (COeIUHEHHUE
METaIUTHYECKHX JacTeil CTeIIaKa dIeKTPOIPOBOIOM H HX 3a3eMIICHHE) .

XpaHUJMILIE  DJIEKTPOHHBIX  JIOKYMEHTOB  OOECIeYMBAEeTCs  TaKKe
NEPBUYHBIMU CPEICTBAMHU XpPAHEHUSI MAarHUTHBIX HocuTene (yriaspamn).
HanbGonee mnpuemseMpiMM MarepuajgaMd s HHUX SBISIOTCS TaKUE BHJIbI
IJIACTMACChl KakK TMOJMCTUPOJ, TOJUIpONuieH U mnoiukapoonar. He crenyer
MCIOJIb30BaTh MEPBUYHbBIE CPEICTBA XPAaHEHHs] MarHUTHBIX HOCUTENEH u3 Oymaru,
KapTOHA, MEHOPE3UHBI, MOJMBUHUIXJIOPHUIA, LEJUTFOJIO3HBIX BUJOB IJIACTMACCHI,
BBICOKOIUTACTU(UITMPOBAHHBIX MaTePUaJIOB.

Ilo pe3ynpTaTam BBIACICHUSA IMOMELIECHUS JJIS apXWBa U OCHAILEHUS €ro
HEOOXOAMMBIM OOOPYAOBAaHUEM COCTAaBJSIETCSl aKT TMpHeMa I[IOMEIICHUN B

OKCILTyaTallulo, KOTOpBIﬁ IIOAITMCBIBACT CA PYKOBOAUTCIICM 4apXHBa,

7 PJ] 50-524-84. Meroauueckue ykaszaHus. [lopsmok XpaHEHHS TOKYMEHTOB Ha
MalllMHHBIX HOcUTENsIX. — M.: MI3a-Bo cranaapros, 1985.
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IIPEJICTaBUTENIEM aJIMHHHUCTPAIINH, & TAK)KE OTBETCTBEHHBIM 32 IMPOTHBOI0’KAPHYIO
0€30MacHOCTb OpraHu3aIlkH.
I'paduueckoe nzobpaxxkenue nporecca 2.1.2. «IIpenocrapienue noMemeHus

JUTSL apXWBa OpraHU3aIun» mpeacTaBieHo Ha cxeme 08 mpumnoxxenus Ne 4.
2.1.3. OGecrnieueHne HOPMATUBHBIX YCIOBUM XPAHEHHS TOKYMEHTOB

ObecrieyeHre HOPMATUBHBIX YCIOBUH XpaHEHHsI JOKyMEHTOB (1. 2.15
[IpaBui) BKIItOYAET:

— co0III0/IeHNE TPOTUBOIIOKAPHOTO PEXUMA;

— COOJIIOIEHUE OXPAHHOTI'O PEXHUMa,

— COOMIOICHME HOPMATUBHBIX TEMIIEPaTypPHO-BIAXKHOCTHOIO, CBETOBOIO,
CaHUTAPHO-TUTUEHUYECKOTO PEKHMOB;

— obecrieyeHME  HOPMATHUBHBIX  YCIOBUM  XpaHEHHUS  3JIEKTPOHHBIX

JIOKYMEHTOB.
2.1.3.1. CobmroieHre mpoTUBOMOKAPHOTO PEKUMA

[IpoTuBONOXKApHBIM PEXUM — TpaBWIA IOBEACHUSA JIIOJACH, NOPSIAOK
OpraHu3alyy IPOU3BOACTBA M (WJIM) COJAEP)KaHUS IOMEIIEHUN (TeppUTOPHil),
o0ecrieurBaOIIne MPEAYNpPEeKACHUE HapylIeHUH TpeOOBaHUN  IOXKAPHOM
0€30I1aCHOCTHU U TYIIEHHUE MTOKAPOB.

[IpotuBONOKApHBIA ~ pEXUM B  3HaHUAX, TJ€ pPa3MEIIAeTCAd apXuB
OpraHM3alMy, W B apXUMBOXPAHWIMIIAX YCTAaHABIMBACTCS B COOTBETCTBHM C
HOPMAaTHBHBIMU TpaBOBbIMH akTaMu Poccuiickoit ®enepauun B 00sacTH

nokapHOi Ge3omacHocTH (11. 2.22. ITpasmn)’.

® CheuuanbHble TMpaBWia MOXAPHOH O€30MaCHOCTH TOCYNAapCTBEHHBIX U

MyHULIMIIAJIBHBIX ~ apxuBOB  Poccuiickonn  @exepauuu. YTB.  OPUKA30M
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Mepsl oOecrieueHUs MOXApHOM O€30MaCHOCTU apXvBa JIOJKHBI OBITH
U3JI0KEHbl B CIELUAIBHOM pa3jielie MHCTPYKIHMHM O MOXKapHOM O€30M1acHOCTU B
OpraHu3aIIN .

CobmroieHre MPOTUBONOKAPHOTO PeXUMA BKIIHOYAET:

— BBIOOp AJI1 apXMBOXPAHWIMIIA MOMENIEHUs, 0€30MacHOr0 B IMOXapHOM
OTHOUICHUH;

— 000pyAOBaHHE AapXMBOXPAHWJIMINA CPEIACTBAMHU  IMPOTUBOMOMXKAPHOM
3aIlUTHL;

— ©XeJIHEBHOE COOJII0/IEHNE MTPOTHUBOIIOKAPHOIO PEXUMA.

OTBETCTBEHHBIMU 3a OOECIIEUEHHE MOXKApPHOM O€30MaCHOCTU OpraHu3aluu
ABJIIETCA PYKOBOJMTEIb apXuBa (JIMLO, OTBETCTBEHHOE 3a aApXMUB), & TAKXKE JIMIIO,
OTBETCTBEHHOE 3a 00ecreYeHre MOKaPHOM 0€30MaCHOCTH OPraHU3allMU B 1IETIOM.

Jlnst obecrnieueHns MOXKapHOW O€30MaCHOCTH YCTAHABIMBAIOTCS CIEAYIOIINE
npaBuja:

— apXUBOXpAaHWJIMIIA  JOJDKHBI pa3MeraThes B MOMEUICHUSX,
U30JIMPOBAHHBIX OT APYTUX MOMEILEHUH;

— TIOMEIIIEHWE apXuBa JOHKHO OBITh  O0OPYIOBAaHO  CPENICTBAMHU
MOKAPOTYIIEHUS U MTOXKAPHON CUTHAIM3ALNEN;

— TIOMEILEHUS aPXUBOXPAHUIIUI JOJKHBI OBITh O€30MACHBIMU B MOKAPHOM
OTHOILIEHUH, TaPAHTUPOBAHBI OT 3aTOIUJIEHUS, 110 BO3MOYKHOCTHM MMETh 3allaCHbIN
BBIXOJ. B moMmemieHusXx HE JOMKHO OBITh Ta30BBIX M BOJOHECYIIUX
MarucTpajibHbIX TPYOOIPOBOJIOB;

— DJJIEKTPONPOBOAKA B APXUBOXPAHWIMILAX JOJDKHA OBITH  CKPBITOM,
LITENCENIbHBIE PO3ETKM — TIEePMETHUYHBIMH, IIEPEHOCHAs »JJeKTpoamnmnaparypa

A0JDKHA UMCTh PC3HMHOBYIO U30JIIIIUIO IITHYPOB. O6H_[I/Ie H I109TAaXKHBIC pY6I/IJ'IBHI/IKI/I

MunucrepcrBa KynbTypbl Poccuiickoit @eaepaunu ot 12 suBapa 2009 1. Ne 3, m.
1.2.

° Tam xe, m. 1.9.
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pacroJiaratoT BHE TOMEIICHUN XpaHUIIHILL;

— OTHEJIKY IOMEIICHUI apXWBOXPAHWIIUIL MPOBOIAT C HCIOJBb30BAHHEM
HEAarpecCUBHBIX, HEMBUISIIMXCS MaTepuajioB, a B CHCTeMax M CpeACTBax
MOXKAPOTYIICHUSI TPUMEHSIIOT HEWTpaibHble, O€30MacHble ISl JIOKYMEHTOB
BEILIECTBA;

— B XpaHWIMINAX 3alpeliaeTcss MNPUMEHEHHE OTrHs, HarpeBaTelIbHbIX
npuOOPOB, pa3MelieHne MOCTOPOHHUX OO0OBEKTOB; PEMOHTHO-MOHTaXHbIE PaOdOThI
MIPOBOJISITCS C COOTIOZICHUEM MEp 3alUThl, OXPAHbI U COXPAHHOCTHU JJOKYMEHTOB;

— CcTeJUTaXu W IKapbl HUCHOJIB3YIOTCS METAUIMYECKUE; pacCTaHOBKa
cTeiiakeil M mKadoB OCYIIECTBISIETCS B COOTBETCTBUU C TPEOOBAHMSIMU,
M3II0KeHHBIMU B 11. 2.21 [paBw;

— B XpaHWIMILE YCTAaHABIMBACTCA METAJNIMYECKas JBEpPb, WIM JBEPb
00MBaeTCS U3HYTPU METAJUTMYECKUM JIHCTOM.

ApPXUBOXPAHWINILE JOHKHO MMETh BBIXOJbI K JHU(PTAM U JIECCTHUYHBIM
KJIETKaM.

ExeqHeBHO MO OKOHYaHUM pabOThl apX1Ba OTBETCTBEHHBIM 332 00ECIICUCHUE
MOKapHOU 0€30MacHOCTH TMPOBOAUTCS OCMOTp TIOMEIICHUS B  TOPSIKE,
YCTAaHOBJICHHOM HMHCTPYKIIMEH O Mepax MoxapHoW Oe3omacHOCTH. Pe3ynbrarhl
OCMOTpa OTMEUAIOTCS B )KYpPHAJIE OCMOTPA MOMEIIEHUN.

[Ipu BBIIBIEHHMM B XOA€ OCMOTpa HapylIeHUH TpeOOBaHUM TMOXKapHOM
0e30MmacHOCTH  HEOOXOAUMO TMPHUHATH Mephl K UX ycTpaHeHuto. Ilpu
HEBO3MOXXHOCTH  CaAMOCTOSITENIbHO  YCTPAHWUTHh  BBISBICHHBIE  HApYILICHUS
TpeOOBaHUN MOXKAPHOU 0€30MACHOCTU JOJOKUTHh 00 ITOM PYKOBOJMTEIIO apXHUBa

" CACIAaTb COOTBCTCTBYIOIIYIO 3aIIMCh B )KYPHAJIC OCMOTpPa HOMGHIGHI/II‘/’I.

2.1.3.2. CobmoieHre 0XpaHHOTO peKUMa

CobmoeHre 0XpaHHOTO PEKUMa BKITIOYAET:

60



— ol0ecrnieueHre MOMEIEHUN apXrBa ClIeUaIbHBIM 000pYA0BaHUEM;

— YCTaHOBJICHHE OXPAaHHOI'0 PEKMMA U €ro COOJIIOICHUE.

ObecrieyeHre TOMEUICHMM  apxXuBa  CIEUUAIbHBIM  000PYAOBAaHHUEM
IIPOBOJUTCS B COOTBETCTBHUH CO CIEAYIOLIMMHU MPABUIIAMU:

— apXUBOXpaHWINIIA (3a VCKJIIOUEHUEM apXUBOXPaHWJINILI,
pacronaralonuxcsd Ha OXpaHseMOW TEpPPUTOPHH) OOOPYAYIOTCS NBEpPSIMHU C
IOBBILICHHOW TEXHUYECKOM YKPEIUICHHOCTBIO IMPOTUB BO3MOXKHOIO B3JIOMA,
OCHAIIICHHBIMU 3aMKaMU TOBBIIIEHHOW CEKPETHOCTH; IO 3aBEepIIEHUN padouero
JIHSL apXUBOXpaHWJIMINA (CleUUanbHble IKa(bl, A€ XPaHATCS AOKYMEHTHI MpU
OTCYTCTBUU MOMEIICHUI apXHUBOXPAHWIUILL) ONE€YaThIBAIOTCS,

— OKHa T[IOMEIIEHUWH TMEepBOro dTaxa JODKHBI OBITh 000pPYHIOBaHBI
pacnamHbIMA ~ 3alUPAOIIAMUCSA  PEIIETKAMM, OTKPBIBAIOIIMMMUCSA  HApyxKy
(1. 2.20 [IpaBun);

— TIOMEILEHUE JOJDKHO ObITh 000PYIOBAHO OXPAHHOUM CHUTHAIN3aLUEH.

OXxpaHHBIA pEeKUM YCTaHABIIMBAETCS C y4€TOM TpeOOBaHUM, U3JIOKEHHBIX B
n. 2.23. IIpaBun. Tlopsigok coOmtoieHUsT OXpaHHOTO pPeXUMa YCTaHABIMBACTCA
CHeUalbHbIM Pa3/IeIOM HHCTPYKLHMH O COOJIOJEHUM OXPAHHOIO pEeXUMa IS
OpraHM3alMi B LEJIOM WM B CHENUAIBHOWM HHCTpyKuuu. Ilpm sTOM
YCTaHABJIMBAETCS MOPANOK KOHTPOJISI TOCTYIA B apPXUBOXPAHWINIIE U TIOMEILICHHU S
apXvBa, NOPAIOK UX CIAa4M I10J OXPAHY U CHATHUSA C OXPAHBI.

OTBETCTBEHHBIM 3a COOJIIO/ICHHE OXPAHHOI'O PEXXUMA B apXKBE OpraHu3aluu
ABJIAETCA PYKOBOJAWUTENb apXuBa (JUI0, OTBETCTBEHHOE 3a apXWB) WIHM JIHMLO,

OTBCTCTBCHHOC 3a CO6J'IIOI[€HI/IC OXPaHHOI'0 PCKUMA B OPraHU3allvuH B I1CJIOM.

2.1.3.3. Cobmro/ieHre HOPMAaTUBHOT'O CBETOBOI'O PEXKUMa

HopmartuBHBIN CBETOBOM pexuM oOecrneunBaeTcsi B Ipoliecce BBIOOpa
MIOMEIICHUS ApXUBOXPAHUIIHINA U ero o0opynoBanus. KoHTposb 3a oOecrieueHneM
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CBETOBOI0 PEKHUMa IMPOBOJIUT PYKOBOJIUTEIh apXuBa (JIULIO, OTBETCTBEHHOE 3a
apXuB).

OOGecrieueHre HOPMATHBHOTO CBETOBOIO pEXMMa OCHOBBIBACTCS Ha
CJIEIYIOIINX MPaBUJIAX:

— apXUBHBIC IOKYMEHTHI CJIEITYET XPaHUTh B TEMHOTE;

— BCe BHUIBI pabOT C JOKYMEHTaMH JIOJDKHBI TMPOBOJIUTHCS  IpHU
OTPaHUYCHHBIX WM TEXHOJOTUUECKH HEOOXOIUMBIX YPOBHSIX OCBEIICHUS;

— 3alMTa JIOKYMEHTOB OT JIEHCTBUS CBETa OOECIEYMBACTCS XPaHCHHUEM
JOKYMEHTOB B KOpOOKax, Mamkax M IepervieTax, B Ikadax WM Ha CTejulakax
3aKpBITOTO TUIA;

— ECTECTBEHHOE OCBEIICHUE B AaAPXMBOXPAHWIMIIE JOMYCKAeTCi IMpu
yCIOBUM TIPUMEHEHUS Ha OKHAX CBETOPACCEMBATENICH, 3aIUTHBIX (PUIBTPOB,
IITOp, JKAJIIO3W, HAHECEHHBIX HA CTEKJIO MOKPBITHM; i1 HCKYCCTBEHHOIO
OCBEIIEHUS MPUMEHSIOTCS JIaMIThl HAKAJIMBAHUS B 3aKPBITHIX IJadoHax ¢ TIIaaKOM
MOBEPXHOCTHIO;

— YPOBEHb OCBEIICHHOCTH B JMana3oHE BUJIHUMOTO CIEKTpa HE AOJHKEH
MPEBBINIATh: HA BEPTUKAIBLHON MOBEPXHOCTH CTEJUIaXKa, Ha BBICOTE OJHOTO METpa

ot niosta — 20-50 mrokcoB, Ha pabounx cronax — 100 moxcoB (1. 2.24. [IpaBwn).

2.1.3.4. CobmoieHre HOPMATUBHOTO TEMIIEPATYPHO-BIAKHOCTHOTO PEXIMa

HopmaTuBHBINA TeMIepaTypHO-BIQKHOCTHBIA pEXUM 00ecrednuBaeTcs B
nporecce BbIOOpPa IOMELIECHUS apXUBOXpPAaHWIMINA U €ro 00OpylOBaHUS.
KonTposns 3a cobmoieHneM TeMIepaTypHO-BIaKHOCTHOTO peXrMa 00eCrieunBaeT
PYKOBOAMTENb apXuBa (JIMLIO, OTBETCTBEHHOE 3a apxuB). KoHkpeTHbIE onepauuu
M0 CHATHUIO TOKA3aHUU KOHTPOJIbHO-MU3MEPUTENbHBIX MPUOOPOB U 3allUCH HX B
KYpHaJl MOKET OCYIIECTBISATh OJUH U3 PaOOTHUKOB apxuBa (JINLIO, OTBETCTBEHHOE
3a apXuB).
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ObecrnieueHre HOPMATUBHOI'O M TEMIIEPATypHO-BIAKHOCTHOI'O peXUMa
OCHOBBIBaeTCA Ha TPEOOBAHUAX, 3aKPEIUICHHBIX B 11. 2.25., 2.26. [IpaBu.

TemmnepaTypHO-BIOKHOCTHBINA PEXUM KOHTPOJIUPYETCS MMYTEM PETyISIPHOTO
U3MEPEHUs TEMIEpaTypbl U OTHOCUTEIbHOM BJIAKHOCTM KOMHATHOTI'O BO3/1yXa: B
KOHJAWIIMOHUPYEMBIX TIOMEIEHUSIX — HE pPEeXe OJHOTO paza B HENET0; B
apXMBOXPAHUJIUINAX, HE OCHAIIEHHBIX CUCTEMOW KOHIUIIMOHUPOBAHUS BO3yXa —
2 paza B Henento (1. 2.26. TlpaBuin).

[TokazaHusi KOHTPOJBLHO-U3MEPUTEIBHBIX MPUOOPOB  (UKCUPYIOTCS B
KypHaJe pEerucTpalvy TEMIEPATyPHO-BIAKHOCTHOTO PEXUMA.

[Ipu HamMuuu B 37aHUM apXHUBa LEHTPATM30BAHHONW CUCTEMBbI 00€CIIeUeHHUS
TEMIIepaTypHO-BIAXKHOCTHOT'O PEKUMa B MOMEIIECHUSAX, T/I€ XPAHSITCS JOKYMEHTHI,
KOHTPOJIb 32 €ro COOJIIOJIEHUEM OCYIIECTBIACTCS B aBTOMAaTUYECKOM pPEXHUME
(1. 2.26. [IpaBwun).

[Ipn BBISIBICHUM HapYUIEHUH TEMIEPATypHO-BIAKHOCTHOTO PEXHUMA
pabOTHUK apxuBa coOOOHIaeT 00 3TOM PYKOBOJUTENIO apXMBa M BbBI3BIBAET
CHEIUAINCTAa XO3IUCTBEHHON CIYXOBI JIsl JIMKBUJAIIMU HEUCIpaBHOCTU. Mepbl,
NPUHATBIE 10 HOPMAJIU3allMU TEeMIEepaTypHO-BIAXHOCTHOTO pEeXHMa, TaKKe
OTpaXKaloTCs B XKypHaJe.

[Tocne nukBUAAMKA HAPYIICHHS TPOBEPKA TEMIEepaTypbl U OTHOCUTEILHOM
BJI&XKHOCTU BO3JlyXa MPOBOJUTCS OJIWH pa3 B cyTku (1. 2.26. [IpaBun) B TeueHue
Mecsla.

Ecin  HapymieHne — TeMIEpaTypHO-BIXHOCTHOTO  peXuMa  OBLIO
JUIMTENTBHBIM (0T TpeX CYTOK M 0ojee) M COMPOBOXKAAIOCH TOBBIIICHHEM
OTHOCHUTEJIbHOW  BJAXHOCTHM Bo3ayxa 1o 70-90%, mocie AuKBUAAIUU
HEUCIPABHOCTH MPUHUMAIOTCS MEpHl MO HOPMAIM3allMd YPOBHS BJIAKHOCTHU
(MHTEHCUBHOE TIPOBETPUBAHKE, OCYIIICHIE APXUBOXPAHUIIHINA).

B kypHanme perucrtpaiuyd TeMIIEpaTypHO-BIQKHOCTHOTO pEXHMa TaKkKe

OTPaXKarTCA pPe3yJbTaThl MPOBEPKU IMPABUJIIBHOCTH TIOKa3aHUW KOHTPOJIBHO-
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U3MEpUTENbHBIX TpubopoB. IIpoBepka TOYHOCTH TMOKa3aHUW KOHTPOJIBHO-
U3MEpPUTENbHBIX MPUOOPOB JODKHA MPOBOJIUTHCS HE PEXE OJHOTO paza B TPH
MecsiIa CIeUAIMCTaMU COOTBETCTBYIONIINX OpPraHU3aIIHiA.
KoHnTponbHO-U3MepuTeNbHble MPUOOPHl MOHTHUPYIOT Ha OJHOM IIUTKE,
pa3Meliasi UX B TJIABHOM MPOXOJI€ HA CTEJUIaKE, B OT OTOMHUTEIbHBIX M

BEHTHJIALIMOHHBIX CUCTEM (KOHTPOJIbHASI TOUKA).

2.1.3.5. Cobmroienre HOpMAaTUBHOTO CAHUTAPHO-TUTUEHUYECKOTO PEKUMa

HopMaTuBHBIA CAaHUTApPHO-TUTUEHUYECKH PpEXUM O00ECIIEeUMBAETCS B
nporecce BbIOOpa IOMELIEHUS AapXUBOXPAHWJIMIIA U €ro 00OpydOBaHMS.
KoHTpons 3a oOecrnieueHHEM CaHUTAPHO-TUTMEHUYECKOTO PpPEKUMa IPOBOJUT
paOOTHUK apXHBa.

CoOmiofieHe  HOPMATHBHOTO  CAaHUTAPHO-TUTMEHWYECKOTO  peKuMa
BKJIIOYAET:

— BBIOOp TOMEIEHHUS, COOTBETCTBYIOLETO TPEOOBAHUSAM  YHUCTOTHI,

IPOBETPUBAEMOCTH U OTCYTCTBHS HACEKOMBIX U I'PBI3YHOB;

— OCYHIECTBIIEHHS pabOT IO MOAJEPXKAHUK CaHUTApPHO-TUTUEHUYECKOTO
pexuma.

Pa6oThl mo noaaepkaHNI0 CAHUTAPHO-TUTUEHUYECKOTO PEXKUMa MPOBOASTCS

B COOTBETCTBHH CO CJIEAYIOLIMMH ITPaBUIaAMU:

— TOMEILEHUs apXWBa OPraHU3aluu JOJKHBI COJEP)KATHCS B UYHUCTOTE, B
YCIOBUAX, HCKIIIOYAIOMIMX BO3MOXXHOCTh TOSABJICHHS IUJIECEHH, TPBI3YHOB,
HACEKOMBIX, IIbUIN;

— B MOMEUICHUSAX apXHWBOXPAHWIHIL JIOJKHA OBITH o0ecredeHa cBOOOHAs
LHUPKYJSIUS BO3AYyXa, HMCKIIOYANOMAs OOpa30BaHUE HEMPOBETPUBAEMBIX 30H,
OIaCHBIX B CAHUTAPHO-OMOJIOrMYECKOM OTHOILIEHUU.

— B IIOMEILIECHUSIX apXMBOXPAHWINIL] HEOOXOIUMO:
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HPOBOAUTH CUCTEMATHUYECKYIO BIAXKHYIO YOOPKY:;

HE peXe OJTHOrO pa3a B IOl IPOBOAUTH 00ECIBUIMBAHUE KOPOOOK, CBS30K C
JTOKYMEHTaMHU, IIKa(oB, cTelIaxen;

o0pabarbiBaTh  IIOKOJIBHBIE YaCTH  CTEJUIAXKEH, TMOJbl,  IUIMHTYCHI,
MOJJOKOHHUKH BOAHBIMU PACTBOPAMU aHTHUCETITUKOB.

JIBa pa3a B roj (B Hayajge M 1O OKOHYAHUU OTOIHUTEIBHOIO CE30HA)
JOKYMEHTBI ¥ TIOMEIICHUS apXWBOXPAHWIUI MOABEPTAIOTCS OOCICTOBAHHIO JIJIsI
CBOEBPEMEHHOI0 OOHApy)KEHHUs HACEKOMBIX M IuieceHU. [Ipu oOHapyxeHHH
OMOJIOTHYECKUX BpeauTeNe MPUHUMAIOTCS CPOYHBIE MEphl MO Je3WH(pEKIUU U
JE3UHCEKIIMU JOKYMEHTOB U IOMEIICHWH cujlaMu paOOTHUKOB apXuBa, a IpU
HEOOXOJMMOCTH - CHJIAMH COOTBETCTBYIOIIUX CITYXKO.

[IpoBenenmne caHUTapHO-TUTHEHHYECKUX paOboT (GUKCUPYETCA B KypHAJIE.

B apxuBoxpaHuiMiie 3arpemaercss HAXOAUThCSl B BEpXHEN 0/1€K/1€, MOKPOit
U Tps3HOM OO0yBHM; XpaHUTh IIOCTOPOHHUE TIPEIAMEThl, HUMYLIECTBO U
o0opyaoBaHHe, YIOTPEOISITh MUIIEBbIE MPOAYKTHI (11. 2.27., 2.28. IlpaBumn).

I'paduueckoe n3obpaxenue mnpouecca 2.1.3. «ObecrieueHne HOPMATUBHBIX

YCJIOBUH XpaHEHHs JOKYMEHTOBY MpecTaBiieHo Ha cxeme 09 nmpunoxenus Ne 4.

Obecneuenue HOpMAMueHblX yCJZOGMIZ XPAHREHRUA ITIEKMPOHHBIX ()OKyMeHmOG

ObecnieueHre HOPMATUBHBIX YCJIOBHI XPaHEHHS JIEKTPOHHBIX JTOKYMEHTOB
MIOMHMO YCJIOBUM, MIEPEUUCIIEHHBIX BhIIIe, BKItodaeT (1. 2.30 [IpaBun):

— CO3JIJaHUE B apXWBE OPraHU3AMHA HE MEHEE NIBYX JK3EMIUIIPOB KaXKIOH
CAVHUITBI  XPAaHCHUS DJCKTPOHHBIX JTOKYMEHTOB (OCHOBHOM ®  paboumit
AK3EMIUISIPBI JODKHBI HAXOUTHCA HA Pa3HbIX PU3NYECKUX YCTPONCTBAX);

— o0ecreueHne apxuBa OpPraHU3ANH TEXHWYCCKUMH M TMPOTPAMMHBIMHU
CpeICTBAaMHM  BOCIIPOM3BEACHUS, KOMUPOBAHMS, TMIEPE3allUCH W KOHTPOJIS
(GU3MUECKOr0 U TEXHUYECKOTO COCTOSTHUS JIEKTPOHHBIX IOKYMEHTOB;

— obecrieueHUe pexkrMa HHPOPMAIMOHHON O€30MacHOCTH DAJEKTPOHHBIX
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JOKYMEHTOB;

— obecrieueHue (U3UKO-TEXHUYECKOM COXPaHHOCTH HOCUTENEeN
AJIEKTPOHHBIX JOKYMEHTOB;

— CUHXPOHHOE U3MEHEHHUE MPOrpaMMHO-aIMapaTHOW Cpelbl B OPraHU3aINH
U B apXUBE OpraHu3alii,

— COXpaHEHHE BO3MOXKHOCTH JIOCTYTA B apXHWBE K apXUBHBIM DJICKTPOHHBIM
JOKyMEHTaM, CO3MaHHBIM B paHee WCIOJb30BABIIEMCS TMPOTPAMMHOM
obecrieueHu .

PaboThl o coOMI0AEHNI0O HOPMATUBHBIX YCIOBUM XpaHEHUS AJIEKTPOHHBIX
JOKYMEHTOB ITPOBOAAT paOOTHUKM apXuBa U nozpasaeneHus IT-rexnonoruii

OTBETCTBEHHOCTH 32 COXPAHHOCTh AJIEKTPOHHBIX apXUBHBIX JOKYMEHTOB
HECET:

— IIPU UX XPAaHEHUH B apXWBE OPTaHHU3aIMN — PyKOBOAUTEIb apXuBa (JIUIIO,
OTBETCTBEHHOE 32 apXUB);

—IpY WX XpaHEHUU B AaAPXMBHOM YACTH HH(POPMALMOHHOW CHCTEMBbI
OpraHu3aIuy — PyKOBOJAUTENb TopasaesieHus | T-TeXHOoIoruii.

Obecneduenrie MHGOPMAITMOHHON O€30MACHOCTH 3JIEKTPOHHBIX TOKYMEHTOB
apxuBa BKJIIOYAET:

— o0ecrnieueHune peXKMMa  XpaHEHUS AIIEKTPOHHBIX JOKYMEHTOB,
UCKJIFOYAOILIEr0 yTpaTy, HECAHKIMOHUPOBAHHYIO PACCBUIKY, YHUUYTOXECHHUE WIIH
HCKaXeHHe NHPOpMAaLINH;

— o0ecnieueHHe ayTEHTHMYHOCTH, IOJIHOTHI, JOCTOBEPHOCTH, IIEJIOCTHOCTH HU
HEM3MEHHOCTU HH(OpMaluu, COJEpKaIICiCsl B ANEKTPOHHBIX JAOKYMEHTaX, IpH
OCYILIECTBICHUH UX TIEPE3auCcH Ha IPYTUe HOCUTEIIH.

Obecrnieuenne (HPU3NKO-TEXHUYECKON COXPAHHOCTH HOCUTENEH 3JIEKTPOHHBIX
JOKYMEHTOB U BOCIIPOM3BOJAMMOCTH JICKTPOHHBIX JOKYMEHTOB BKJIFOYACT:

— [IPOBEJICHHE HE pEeXe OJHOr0 pa3a B S5 JIET TEXHUYECKOrO KOHTPOJIS

(Gu3MUEeCKOro  COCTOSIHUSI ~ HOCHTENEW  AJIEKTPOHHBIX  JOKYMEHTOB U
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BOCIIPOU3BOIMMOCTH 3JIEKTPOHHBIX TOKYMEHTOB;
— MPOBEJICHUE MPH BBISBICHUU U3MEHEHUN (PU3NYECKOTO COCTOSHUS HOCUTENEH
ANEKTPOHHBIX JOKYMEHTOB IO PEIICHUI0 PYKOBOJIUTENS OpraHu3aluu padoThl MO
nepe3anucy 3JIEKTPOHHBIX JOKYMEHTOB Ha HOBbIE HOCUTEIH;
— [pOBEJICHHE PA0OT MO MEepe3amucH 3JIEKTPOHHBIX JOKYMEHTOB B HOBBIE
dbopMaTel ipu U3MEeHEeHHH (GOPMaTOB B pe3yJibTare MpeoOpa3oBaHus MPOrpaMMHO-
anmnapaTHOM Cpeibl, YXYIIIEHUS! BOCIPOU3BOANMOCTH JIEKTPOHHBIX TOKYMEHTOB;

— CO3JaHHuC (1)OHI[21 I10JIb30BaHMA 3JICKTPOHHBIX JIOKYMCHTOB.

2.2. ObecnieueHre COXPaHHOCTU JJOKYMEHTOB

Obecneuenue coxpanHocmu OOKYMEHMO8 — CUCmeMa Meponpusmui,
0becneyusaowux COXPaHHOCMb  OOKYMEHMO8, KOHMPOIb UX Qu3uuecko2o
COCMOSIHUAL NPU NOCMYNJIEHUU OOKYMEHMO8 8 apXus, 80 8peMs UX XPAHeHUs 8
apxuee u npu nepedaue OOKYMEHMO8 HA NOCMOAHHOE XpAHeHue 8
20CYO0apCmMeEeHHblll  (MYHUYUNATIbHLIN) — apXus, a makdce noooepicanue u
80CCMAHOBIEHUE PUIUYECKO20 COCMOANHUSL OOKYMEHMOB.

[Iportecc  obecredyeHHsi COXPAHHOCTH JOKYMEHTOB  OCYIIECTBISICTCS
paboOTHUKAMU apX1Ba U BKIIIOYACT:

— palMoOHaJIbHOE pa3MelIeHre JOKYMEHTOB B apXUBOXPAHUJIHIIIE;

— TomorpapupoBaHUE;

— KOHTPOJIb 3@ ABHKCHHUCM JOKYMCHTOB U UX COCTOSHHUCM.

2.2.1. PanimonanpHOE pa3MenieHrne JOKyMEHTOB B apXHBOXPAaHUITHIIE

PauHOHaanoe pasMCIICHUC AOKYMCHTOB B aApPXUBOXPAHUIMIIC CO3acT

yCIIOBUS MJIsi TOMCKA JIOKYMEHTOB M TIPOBEPKM HMX Haimuuus. TpeOoBaHUS K
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pa3MelIeHUI0 JOKYMEHTOB B apXHUBOXPAHWIUIIE COAEPkKATCS B MyHKTax 2.34-2.35
[TpaBun. Tlopsaok pacrnonokeHus JTOKYMEHTOB B apXUBE OMpPEACISIeTCsS TIaHOM
(cxeMolt) UX pa3MelIeHHUs.

[Ipn pa3mernieHU JOKYMEHTOB pa0OTHHK apXWBa PYKOBOJICTBYETCS
TIPaBUJIAMH:

— BCE TMOCTYMNAIONIMe B apXWB OPraHHU3aIlliy JOKYMEHTHl Pa3MEIIaloTcs B
ApXUBOXPAHUJIUIIEC HA CTEJUIAXaX WK B IMKadax B TMOPSIKE, COOTBETCTBYIOIIEM
OITHCSIM JIeJT, JOKYMEHTOB;

— JIOKYMEHTHI, TEeMIEePaTypHO-BIQKHOCTHBI PEXUM XPaHEHUS KOTOPBIX
pa3iMyeH, TOKHBI PA3MEIIaThCs B PA3HBIX apXUBOXPAHUIIUINAX;

— Jiefla, UMEIOIINE TBEPJbIM MEeperuieT, YCTaHABIUBAIOTCS BEPTUKAIBHO; C
MSATKMM  TEperyieToM WM  HEMEpeIuIeTeHHble  MOTyT  pa3MeniaThbes
TOPU30HTAIBHO;

— KOpOOKH HE JOJDKHBI BBICTYIATh 32 MIPEJIEibl MOJIOK CTEIUTaKEH;

— Ha KOPOOKM TPUKJICHBAIOTCS SIPJIBIKUA, HAa KOTOPBIX YKA3bIBAIOTCS: HOMEP
dboH1a, HOMEpP OMKCH, KpailHHEe HOMEpa J1eJ, Pa3MEIICHHBIX B TAaHHOW KOpOOKe,
JaThI J1eJ1, HaXOSIIMNXCS B KOPOOKe, U HOMEp KOPOOKH B Tipesesiax (HoHma;

— HE JIOMyCKAaeTCs XpaHEHUE JIOKYMEHTOB B TPAHCIIOPTHOM Tape, B
mraldensaX, Ha MOy, MOJOKOHHUKAX, JIECTHUYHBIX IUIONIAJIKAX W JPYrux, He
NpeHa3HAYCHHBIX ISl XpaHEeHUsI TOKyMeHTOB MecTax (1. 2.34., 2.35. [IpaBun);

— JTOKYMEHTHI TIOCTOSIHHOTO XpaHEeHHS Ha OyMa)KHOM HOCHUTENIE Pa3MEIaloT
B KapTOHHBIX KOPOOKax, MamkaxX, a JOKYMEHTHl BPEMEHHOIO0 XpaHeHHus (3a
UCKITIOUYEHHUEM JIOKYMEHTOB I10 JUYHOMY COCTaBY) — B CBSI3KaX;

— JIOKYMEHTHI ~ TOCTOSSHHOTO XpaHEHWs pPa3MEaloTCs OTIASABHO  OT
JOKYMEHTOB BpeMEHHBIX (CBBImIe 10 JI€T) CPOKOB XpaHEHUS W IO JTUIHOMY
COCTaBY.

DJIEKTPOHHBIE JIOKYMEHThI Ha (u3nuecku 00OCOOJIEHHBIX HOCUTEISAX

pasMenarTcs OTACIBHO OT IPYruX NOKyMeHTOB (1. 2.35. IIpaBumn).
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PexomenmyeTcss XpaHUTh 3JIEKTPOHHBIC JOKYMEHTBI Pa3iciibHO 10 BUIAM
AJICKTPOHHBIX HOCHUTENICH, B pa3HBIX KOpoOKax, OOKcax, SIIUKaxX, Ha Pa3HbIX
MoJiKax mkagos.

OyTIApbl ¢ JJIGKTPOHHBIMH HOCHUTEISIMM Pa3MEIIalOTCs BEPTHKAIBLHO B
KOHTEHHEepax, ANMKaX CIeUaTN3UPOBAaHHBIX MTKa(OB MM B KOPOOKax, OoKcax Ha
MoJIKax creiviaxkei, mkados. PaccrosHue mexny OQyTiaspamMu JTODKHO OBIThH
JIOCTAaTOYHBIM JJISl TOTO, YTOOBI AJICKTPOHHBIE HOCUTEIU MOXXHO OBLIO CBOOOIHO
IOMEIATh U IOCTaBaTh U3 SAIIUKa UM KOPOOKH, OOKca.

DJNIEKTPOHHBIE TOKYMEHTBI MOTYT XPaHHUTBCS Ha cepBepax, MPUHAIICKAIINX

opraHmn3anuv Uik apCHAYCMbIX OpFaHH3aHHCﬁ.

2.2.2. TonorpadupoBanue

Tonoepaguposanue — paspabomka cxemvl PACNONONCEHUS Oel 8
APXUBOXPAHUTULE NYyMeM HYMepayuu Mecm XpaHeHus 0OKYMeHmMOo8 (nomeujeHutl,
cmennaxcell, wWKagos u KoOHMeUHepos), a makxdce eedeHue MmonocpapuuecKux
yKaszameneu.

TonorpadupoBanue MPoBOIUT PAOOTHUK apXHBa.

[Tporiecc TomorpadupoBaHus OMHpAETC HAa CXEMY CHCTEMAaTH3alluu
JTOKYMEHTOB (poHIa.

Pe3ynabTaTom mporecca sBIsSETCS:

— cXeMa pa3MeIICHHS JJOKYMEHTOB B apXUBOXPaHMIIUIIIC,

— apXMBOXPAaHWIHIIE C MPOHYMEPOBAaHHBIMH CTEIUIAKAMH, IIKapamu u
MTOJIKAMH (Mpy  HAIMYUM  HECKOJbKHX apXUBOXPAHWJIMIN OHH  TaKXKe
HYMEPYIOTCS);

— KapTOYKH IMOCTEIIJIAKHOTO M IMTOPOHIOBOI0 YKa3aTells.

TonorpadupoBanue CIyKUT JUIS 3aKPEIUICHUS MECT XpaHEHHUS JOKYMEHTOB

U YIIPOUIEHUS MPOLECCca MOUCKa Al
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TpeboBaHusi K MpoBeACHHIO  TonorpadupoBaHUs  3aKpeEIJICHbl B
nyHkTax 2.36-2.38 IlpaBui.

TonorpadupoBanue MPOBOJUTCS C YIETOM CIEAYIOUTUX MPABIIL:

— BCE MOMEIICHHS apXHUBa OPraHU3aIliuy, a TAaKXKe CTEIUIaXH, IKadbl, TOJIKH
Hymepytorcs. Cremnaxu, mkappl HYMEPYIOTCS B KaXKIOM apXHWBOXPAHUIIHUIIE
ClIeBa HANpPaBO OT BXOJHOM JBEPH, a TIOJKW Ha CTEJJIaKax - CBEpXy BHH3, ClieBa
HampaBo (1. 2.36. [IpaBun);

— B IIENISAX OMpPEACTICHUS] MeCTa XpaHeHHsI JOKYMEHTOB B apXUBOXPAHUITHUIIE
COCTaBIIAIIOTCS TOMOrpauuecKue yKaszarelu: MocTesuiaxHbie (mpuioxkenne Ne 1
[IpaBun), a mpu GoabIIOM KOJIMUECTBE (POHIOB — MOGOHI0BBIE (TTpuiioxkeHre No 2
[TpaBun);

— TOCTeNJIaKHbIE TOmorpaguueckue yka3aTelud MPUKPEIUIIOTCS K CTEHKE
cretaxa (mkada);

— nooH0BBIE TOMOrpapUUIECKUe YKa3aTeIN PAcCoaratoTcsl Mo HOMEpaM
(GOHIOB U CITYKaT IS ONPE/IeTICHUSI MEeCTa XpaHEHUsI KOHKPETHBIX JIeT;

— mo¢oHIOBBIE ToMOTrpaduvecKre yKazaTeldu IOMYCKAaeTCs BECTH B BHIIE
AJIEKTPOHHOM KapTOTEKH;

— W3MCHEHMsI, TPOUCXOASIINE B Pa3MEIICHUM JIOKYMEHTOB, JOJIKHBI
CBOCBPEMEHHO OTpaxkaTbcs B  Tomorpaduueckux  ykazarenmsx (m. 2.37.,
2.38. IlpaBui). B cinydae cocTaBiieHHsi HOBOTO yKazaTelis CTapblii OCTaeTcs Ha
XpaHEHUH JJIsl TOMOIIM B TIPOBEJICHUH PO3bICKA HEOOHAPYKEHHBIX JICIT.

I'paduueckoe nzobpaxenue npomeccon 2.2.1. «PamronansHoe pazMenieHue
JOKYMEHTOB B apxuBoXpaHuiumie» u 2.2.2. «TomorpadupoBanue» mpeacTaBIeHO
Ha cxeme 10 Ipunoxenust Ne 4.

2.2.3. KoHTpOJb 32 IBIKEHUEM JTOKYMEHTOB U UX COCTOSTHHEM

KonTposib 3a 1BUKEHUEM IOKYMEHTOB U UX COCTOSTHUEM BKJTFOUAET:
— MPOBEPKY HAJTUYUS U COCTOSTHUS JOKYMEHTOB;
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— YCTAHOBJICHUC IMOPAAKA BbIAA9U OCII U3 XPaHUJINIIA,

— YCTAHOBJICHHUC ITOPAOKA I[GﬁCTBHﬁ B LIpGSBI)I‘-IEH‘/IIHI)IX CUTyalusiax.

2.2.3.1. IlpoBepka HATMYHSI U COCTOSTHUS JOKYMEHTOB

[IpoBepka HamU4Msi W COCTOSIHHSI JIOKYMEHTOB apXWBa OpraHU3aIlluu
IPOBOJUTCS B IIEIIAX:

— YCTaHOBJIEHUS (PAKTUYECKOTO HATMYMS CIUHUI] XPAHCHHS] B COOTBETCTBUHU
C YYETHBIMH JIOKYMEHTaAMU;
— BBISIBJICHUS U YCTPAHEHHUS HEJIOCTATKOB B y4€Te JOKYMEHTOB;

— BBISIBJICHHSI OTCYTCTBYIOIINX JTOKYMEHTOB M OPTaHU3AIlMN UX PO3BICKA,

— BBIABJICHHS U y4eTa JOKYMEHTOB, TPEOYIOUTNX MPOPUIAKTHIECKON U/ WU

pecTaBpallMOHHO-TIPO(UITAKTUYECKOU 00pabOTKH;

— BBISIBJICHUS U y4€Ta DJIEKTPOHHBIX JIOKYMEHTOB, TPEOYIONINX NEpe3anucu

Ha HOBBIC DJIEKTPOHHBIE HOCUTEIH, YCTPAHEHUS BPEIOHOCHBIX KOMITBIOTEPHBIX
nporpamum (11. 2.39. IpaBun).

[IpoBepka HaMYMS U COCTOSIHUS IOKYMEHTOB MTPOBOJUTCS KOMHUCCUEH WITH
HE MEHee ueM JByMs paboTHHUKaMu. VICKIIOUeHHWE COCTaBISIIOT apXUBBI C
HEOOIBIINM (HOHIOM, UMEIOIIHNE STUHCTBEHHOTO pa0OTHHKA.

[IpoBepka HaNMWUYWSA U COCTOSHUS TOKYMEHTOB Ha OYMa)XHBIX HOCHTEIISIX
IIPOBOJIMTCS HE Peke OJHOro pasza B 10 yer, 3JIeKTPOHHBIX IOKYMEHTOB - HE pexe
omHoro pasa B 5 net (m. 2.40. [Ipasw).

[TpoBepka HanMuMs U COCTOSIHUS JOKYMEHTOB (cxema 11 mpunosxenus Ne 4)
MIPOBOJIUTCS:

— B IUTAHOBOM TOPSIJIKE;

— IIpU Tepeaaye Ael Ha roCy1apCTBEHHOE XPaHEHHUE;

— TI0CJIe IEPEMELIEHHUS 1T B IpYroe MoMeElIeHHE;

— IIOCJIC qpe3BquaﬁHblx HpOHCMGCTBHﬁ, BBI3BABIINX IICPCMCIICHHUC CJI
71



WIH 1OCJI€ MPOHUKHOBEHUS B ApXUBOXPAHUIIUIIE TOCTOPOHHUX JIUILL;

— IPH CMEHE PYKOBOJHUTENS apxXuBa (JIMIla, OTBETCTBEHHOTO 3a apXuB) - a
TaK>Xe M0 MEpe HEOOXOIUMOCTH.

[IpoBepka Hamuuusi WU COCTOSIHUS JOKYMEHTOB B apXUBE OpraHu3aluu
MIPOBOJIUTCSI C COOTIOACHUEM CIICTYIOIINX MTPABUII:

— HEOOXOAMMO COXpaHSATh TOPSAOK PACIOJOKEHHUS JOKYMEHTOB Ha
CTeJUTaxKax, B mkadax B COOTBETCTBUM C TONMOrpaUueCKUMH yKazaTelsaMu; Mpu
U3MCHCHUHM  PACIOJIOKCHUSI  JIe  HEOOXOJWMO  CBOECBPEMEHHO  JIeNaTh
COOTBETCTBYIOIIME 3aMMMCH B TOMOTrpaUueCcKUX yKa3aTelsx;

— 3ampeniaeTcsi BHECEHHUE BBISIBIIEHHBIX B X0J1€ MPOBEPKU HEYUYTEHHBIX JIE€T B
ONMUCh (HEYYTECHHBIC Jea MojyiekaT o0padOoTKe U ONMUCAHUIO MOCIE 3aBEPIICHUS
IIPOBEPKH);

— 3ampeniaercss B Mpoliecce MPOBEPKU JieNlaTh KaKue-IM0O0 MOMETKH WIH
3aMUCHU B OMUCAX J€ U IPYTUX YUETHBIX JOKYMEHTaX.

[lepen HauamoM TIPOBEPKH HAJIMYHMS W COCTOSIHUSI JOKYMEHTOB Ha
OYMaKHBIX HOCUTEJISIX COCTaBJISIETCS! JIUCT MPOBEPKU HATUYMS U COCTOSIHUS Je B
doHme, KOTOpPBI  3amoJHSAETCS  MPOBEPSIIONIMMU  paOOTHUKAMH  apXuBa
HETOCPEICTBEHHO B XOJI¢ MPOBEPKU U COJICPKHUT 3alKMCH 000 BCEX BBISIBICHHBIX
HECOOTBETCTBUSX. JIMCT MPOBEPKM COCTABISAECTCS HA KAXKIBIA TTPoBEepsIeMblid (HOH/
U TIOANKCHIBAECTCA HCTONHUTENEeM. JIUCT MpPOBEPKU HAIMYMS U COCTOSIHUS JIeJ
MOXKET COCTABJISTHCS HA OTICIBbHBIC OMHUCH, €CITU TPOBEPSIEMbI (DOH/I COCTOUT U3
3HAYUTEIILHOTO KOJIMYECTBA OMUCEH.

[IpoBepka HaNMMUKMS U COCTOSIHUS HAUMHAETCS C MPOBEPKU COOTBETCTBUS
OJTHUX M TeX e MOoKa3aTeJel B pa3HbIX YUETHBIX TOKYMEHTaX.

3aTeM IPOBOJAUTCA MPOBEPKA COOTBETCTBUS KOJIMYECTBA JI€I B UTOTOBBIX
3aMUCSAX TOAOBBIX pPa3/ieNIOB OMUCEH CBEACHUSIM O KOJIMYECTBE JAEN B JIMCTax
dboHIOB.

[Ipouecc mpoBepKH 3aKIOYAETCs B MPOCMOTPE KOHKPETHBIX E€AMHUIL
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XpaHCHHSI.

B mepByio ouepenb mpoBepsieTcsl MPaBUIBLHOCTh PACHOJIOKEHUS el
COTJIACHO TOmorpapuveckuM yKaszareiasiM. HempaBuimbHO pa3MelIeHHbIE Jerna
Cpazy ke MMOMEIAlTCs Ha CBOE MECTO.

B xome mpoBepku MPOBOIUTCS CBEpKAa COOTBETCTBUS OMKCATEILHBIX CTAaTeH
onucu ¢ uHpopmaimen Ha 00JI0KKE JIeJ, P ITOM MOXKET OBITh 0OHAPYKEHO:

— OTCYTCTBHUC Ji€Jid, BKIIIOUCHHOI'O B OIIKUCh,

HaJM4ue e, HE OTHOCSIIUXCS K onpeieieHHOMY (hOHY;

— HaJM4ue HEYYTCHHBIX JIET;

— OIIMOKM B ONMHUCATEILHBIX CTAThSIX OMUCEH.

Jlema, He BHECEHHBIC B OIMCH, M3BIMAIOT, PaboTa ¢ HUMH (BKJIIOUCHHE B
COOTBETCTBYIOIIMI TOJIOBOM pa3iesl OMMCH) MPOBOAUTCS TIOCIE 3aBEPIICHUS
IIPOBEPKH HAIMYMSA U COCTOSHHS nen. Jlenma, He oTHocsmuecs K GOHAY, TaKkKe
OTKJIQ/IBIBAIOT OTHEJIbHO. Bce BBISIBICHHBIE B XOJ€ MPOBEPKU HaPYIICHHS
bukcupyroTcs.

du3NYECKOe COCTOSHUE JEJT ONPEALsSeTCs MyTeM BU3YabHOI'O MPOCMOTpa.

BroisiBiaeHubie nema ¢ GU3NYSCKUMHU TTOBPSKICHUSIMH OYMa)KHOTO HOCHTEIIS
(yrpaTa yacTeil JOKYMEHTa, pa3phbIBbl) OTKJIABIBAIOTCS OTICJILHO.

Jlema, 3apaxeHHbIE TUIECEHBIO WM  JAPYTUMH  OMOJIOTHYECKUMH
BPEAUTEISIMU, U3BIMAIOTCS C MOCTEAYIONEeH U30JSIMEH B LIEAX MPeI0TBpaSHUs
3apa)KeHUs APYrux JAell.

Bce nena ¢ BeIsiBIeHHBIMH JeheKTaMU PEKOMEHAYETCS PETHCTPUpPOBATH B
KapTOTeKe ydeTa (U3MUECKOTO COCTOSHHS JOKYMEHTOB C YKa3aHHEM BHA
HeoOxoauMol 00paboTku. KapTrouku ydera GuU3HMIECKOro COCTOSHUS IOKYMEHTOB
SIBJISIIOTCSI PaOOYMMHM JOKYMEHTAMHU, CPOK XpaHEHHUs KapTO4eK ydera (hHU3uIeCKOro
COCTOSIHUSI JIOKYMEHTOB BPEMEHHOTO XpaHEHHUs PAaBEH CPOKaM XpaHEHHUs Jei, B
OTHOIIICGHUHM KOTOPBIX OHU OBUIM COCTABJICHBI, JJIs1 JIOKYMEHTOB IIOCTOSSHHOTO

CpOKa XpaHEHHS — JO0 MEpeladyd JOKYMEHTOB HA XpPaHEHUE B TOCYIAPCTBECHHBIM,
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MYHUIIMTAIbHBIA apXuB. PabOThI M0 KOMMPOBAHUIO IOKYMEHTOB C BBII[BETAIOIIUM
TEKCTOM, IO pECTaBpallMd JOKYMEHTOB, HMEIOIIMX pa3pbiBbl, U Jp. IpHU
OTCYTCTBHUU CIIELIMAIBHON JJA0OPATOPUU MOXKET MPOBOIUTH PAOOTHUK apXUBa.

Hena, tpeOyromue Ae3uH(PEKIUN U Je3UHCEKIUU, TOJKHBI MOJBEPraThCs
00paboTKe HEMEIJIEHHO; TpPH OTCYTCTBUM CHEIUalbHON JiabopaTopun —
MPUTJIAIICHHBIMU CIICIIUATUCTaMHU.

B koHIIE Ka)X101 MPOCMOTPEHHON OIKUCHU JIEJI, JOKYMEHTOB JIEJIAETCS 3aIIUCh
«ITPOBEPEHO», kotopas mnoclie COCTaBIIEHUSI aKTa MPOBEPKU HAIWYUS H
COCTOSIHMSI JIOKYMEHTOB JIOMOJHSIETCS JaTod U HoMmepoM akTa (myHKTHI 2.41.,
2.42. IlpaBumn).

Jlena, BbIIaHHBIE COTPYJHUKAM OpraHu3alMyd, B YHUTAJbHBIM 3a1 W
BPEMEHHOE IMOJIb30BAaHUE JPYrUM OpraHU3alMsaM, MPOBEPSIOTCS MO KHUTAM H
aKTaM BBIJIA4M JIeNl U CUYMTAIOTCS UMEIOIMMHUCS B HATUYHUH.

[Ipu oOHapykeHHH OIIMOOK B YYETHBIX JOKYMEHTaX COCTaBJISAETCS aKT O
TEXHUYECKUX OIIMOKaX B YYETHBIX JOKyMeHTax (mpuioxkeHnue Ne 4 Ilpasuin). B
ciydae OOHapy>KEeHUsI JOKYMEHTOB, HE OTHOCAIIUXCS K NaHHOMY (DOHIY, apXHUBY
OpraHu3alluy, HEYYTCHHBIX, TaKXE€ COCTaBJIIETCS COOTBETCTBYIOLIUNA  aKT
(mpunoxenue Ne 5 TIpaBwi). Yka3aHHbIC aKThl MOAMUCHIBAIOTCS UCTIOTHUTEISIMA U
YTBEP)KIAIOTCSI  PYKOBOJUTEJIEM  OpraHu3allid WM  €ro  3aMECTHUTENIEM,
KypUPYIOIIUM JeSTeNbHOCTh apxuBa (1. 2.43. [IpaBumn).

Ha obGnapyxeHHBIE B XOJie MPOBEPKU HEUCHPABUMO TOBPEKICHHBIE Jena
COCTABJISIETCA aKT O HEUCIPABUMBIX MOBPEKICHUSIX AapPXUBHBIX JOKYMEHTOB
(mpunoxenne Ne 22 TlpaBwmi). Ilocie paccmorpenuss aktop DK (IIDK)
OpraHu3allid W YTBEPXKICHHUS €€ PEIICHUS PYKOBOAUTEIEM OpraHu3allui,
HEUCIIPABUMO MOBPEXKICHHBIE TOKYMEHThl CHUMAKOTCS ¢ ydera. OpraHuzanuu —
HMCTOYHUKHU KOMIUICKTOBAHUSI MIPEJCTABIISIOT aKT O HEUCIIPABUMBIX MOBPEKICHUSIX
JIOKYMEHTOB, COJIepKallliii JOKYMEHTHI MOCTOSSHHOTO XpaHEHUsI, Ha COTJIacOBaHUE

B TOCYIapCTBEHHBIM (MYHUIIMITAIBHBIN) apXuB, MCTOYHHUKOM KOMILUIEKTOBAHUS
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KOTOPOTO  SIBJISIETCS  OpraHM3alys, WId B  YIOJHOMOYEHHBIH opras
VCIIOJIHUTEIBHOU BIACTH.

[To pesynpraraM NPOBEPKU COCTABISIETCS aKT MPOBEPKUM HAIMYMS U
COCTOSIHUSI apXMBHBIX JOKYMEHTOB (TmipuiioxkeHue Ne 3 IlpaBui) u npousBoasarcs
CIEAYIOLINE ICUCTBHUS:

— Jiena, He OTHOCAIIMECS K JaHHOMY (OHNY, YUYUTBHIBAIOTCS B OMHUCAX JEI,
JOKYMEHTOB TeX (OHIOB, K KOTOPHIM OHHU OTHOCATCS, W pPa3MENIaloTCs Ha
COOTBETCTBYIOILIUX MECTAX;

— HEY4YTEHHBIE JieJla 00padaThIBAIOTCS M YUUTHIBAIOTCS B COOTBETCTBYIOIITUX
OMUCSX /eI, TOKYMEHTOB;

— HECOOTBETCTBUE OIMCATEIbHBIX CTAaTE€l B OMUCSX JIAHHBIM Ha OOJIOXKKE
JIeNT YCTpaHsIeTCsl BHECEHUEM U3MEHEHHM B OMUCH JIeN, TOKYMEHTOB;

— B cllydae BBISBJICHHBIX PACXOXKACHUW COJEp)KaHUS HTOTOBBIX 3aIucel
omuced nen ¢ PakTUUECKUM COACP>KAaHHEM OIMCEH JIeJ COCTaBISIOTCS HOBBIE
UTOTOBBIE 3aITUCH.

JIucThl TPOBEPKU HATUYUS U COCTOSIHUA Jed B (GOHAE HYMEpYyHTCS IO
MOPSAKY HOMEPOB B XOJI€ MPOBEPKU Kaxaoro (oHIAa U MOAMHCHIBAIOTCA
ucnosHuteneM. 1o OkoOHYaHMM TPOBEPKU JUCTHI BKIIIOYAIOTCS B JIEJIO JAHHOTO
donna. TlpoBepka HaMUYMA U COCTOSHHUS JTOKYMEHTOB CUUTACTCS 3aBEPIICHHOU
1ocJjie BHECEHUs W3MEHEHUM, BBISIBICHHBIX MPOBEPKOH, B YYETHBIE JTIOKYMEHTHI
apxuBa (cM. pazzaen 3 «Y4eT JOKYMEHTOB B apXUBE OpraHU3aLun» ).

I'paduueckoe wuzobpaxkenue mporecca 2.2.3.1. «IIpoBepka Hamuuusg u
COCTOSIHUSI JOKYMEHTOBY MPEACTABICHO Ha cxeMe 12 mpuioxkenust Ne 4.

Ecin mnpoBepkoil HalmWuMsi W COCTOSIHHUS JIOKYMEHTOB YCTaHOBJIEHO
OTCYTCTBHUE JIe]l U JIOKYMEHTOB, MH(GOpMAIIMsl O HUX BHOCUTCS B KapTOTEKy ydyeTa
HEOOHAPYKEHHBIX JI€TT U OPTraHU3yeTCs UX PO3BICK.

Po3bick apXWBHBIX JTOKYMEHTOB, HE OOHAPYKEHHBIX B XOJI€ TPOBEPKH,

IMPOBOAUTCA B TCUCHHUC OAHOI0 rojga ¢ MOMCHTaA BBIABJICHUA WX OTCYTCTBUA (H.
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2.44. TlpaBui). B aTuX 1iensx peKoMeHayeTCs

— W3YYUTb BCE YUYTEHHBIC JOKYMEHTHI IO BbIAAYE JEIN U3 XPAHUIIUIIA;

— OpraHu30BaTh PO3BICK HE OOHAPYXKEHHBIX MpU TMPOBEpPKE Jel B
CTPYKTYPHBIX MOJIPA3/ICJICHUSX, B ICSITEIBHOCTH KOTOPBIX ObLIN CHOPMUPOBAHBI
HEOOHapYyKEHHBIE JIeJla, MPEBAPUTEILHO U3YYHB OMKCH JIET ITUX CTPYKTYPHBIX
MOJIpa3ACIICHUN;

— TIPOBEPUTH JieNa, HAXOAAIIUXCS PsiioM (POHIOB,;

— W3Y4UTh JOKYMEHTHI B Jnele (oHJa: akThl O BBIICICHUU [T K
YHUYTOKEHHIO, aKThl BbIJa4yud JI€1 BO BPEMEHHOE IMOJb30BAaHUE, paHEe
COCTAaBJICHHBIE aKThl MPOBEPKU HATTMYUS U COCTOSTHUSA MPOBepsieMoro GpoHa.

Haiinennele B wWTOre poO3bICKA [I€JIa BO3BpAIIAIOTCS HA MECTO, a B
COOTBETCTBYIOIIEH KapTOUKEe y4deTa HEOOHAPYXKEHHBIX JEJl JIeJNAeTCsl OTMETKa C
yKa3aHHUEM JIaThl ¥ TOJNKUCH pabOTHUKA apXUBa.

[Ipu oOHapy>KeHUHN B KHUTE BbIAA4M J€JI pa0OTHUKAM OpraHu3alvy, B KHUTE
BbIJAYM J€J1 B UWTAIbHBIM 3a]l WM B KHUIE€ BbLAAYM J€1 BO BPEMEHHOE
MOJIb30BaHWE APYTMM OpraHu3alusM 3aliCcu O BblJaye Jefia, JIeJI0 CYUTACTCA
HaWJICHHBIM, €CJIU CPOK €ro Bo3Bpara He Hactynwil. [lpu oOHapyxeHuu akrta 00
YHUYTOXKEHUH WM O HEMCITPABUMBIX MTOBPEKICHUSIX IOKYMEHTA €ro Jata U HOMep
MIPOCTABIISIOTCS B KAPTOUKE ydeTa HEOOHAPYKEHHBIX JIETI.

[Ipn HeoOHapykeHUU el B TEUEHUE Tofa COCTaBIIsIeTCS aKT o0 yTpare
nokyMeHTOB (mpuiioxkenue Ne 6 IlpaBui), kotopsiii cornacyercs [[DK (OK)
OpraHM3allid W  YTBEPXKIAETCS PYKOBOJUTEIEM OpraHM3alldd WU  €ro
3amectureneM (cxema 13 npunoxenus Ne 4). K akry npuiiaraercss crpaBka O
IIPOBEJICHUU PO3BICKA, MOATOTOBJICHHAS M MOJMNUCAHHAS JTUIOM, TIPOU3BOIUBIINM
IIPOBEPKY.

[Ipu HEeoOHapyXKeHUU J1eJ1 MOCTOSHHOTO XPaHEHUs OPraHU3alMU-UCTOUYHUKU
KOMIIJIEKTOBAHUSI TOCYJAPCTBEHHBIX (MYHUIIMIIAIbHBIX) apXHUBOB MPEICTABISIOT

akT o0 yrpaTe JOKYMEHTOB B COOTBETCTBYIOIIMI  TOCYJapCTBEHHBIH
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(MyHUIIMIIATBHBIN) apXuB WIM B YIOJHOMOYEHHBIM OpraH MCIOIHUTEIbHON
BiIactu cyobekta Poccuiickoit deneparuu B 00JacCTH apXWBHOTO jJenia s
MPUHSTHUS PEIICHUS O CHATHH YTPadyeHHBIX JOKYMEHTOB C ydeTa M COTJIACOBAHUS.
CornacoBaHHbIi akT 00 yTpare JOKYMEHTOB YTBEPXKIAETCS PYKOBOIUTEIEM
OpraHM3aIlii, U yTpaueHHBIC JOKYMEHTHI MOJICKAT CITHCAHMIO.

B akrt 00 yrpare AOKyMEHTOB B Tpady «IpennojaraeMpie MPUIUHBI
OTCYTCTBUS» BHOCSITCS CBEJICHUS U3 KAPTOYKH y4eTa HEOOHAPYKEHHBIX JICIT.

[Tocne 3aBepiieHus TPOBEPKH HAIMUMS JIe7T apXUBHBIE KOPOOKH
OMEYaThIBAIOTCA C yKa3aHMEeM JaThl MPOBEpKH, (pamMuianu  pabOTHHUKA,
MIPOBOAMBIIIETO TTPOBEPKY.

I'padpuueckoe  u3oOpakenume  mpomecca  «OpraHuzanusi  po3bICKa
JIOKYMEHTOB» MpelcTaBieHo Ha cxeMe 14 mnpunoxenuss Ne 4. Bce axThl,
COCTaBIICHHBIE TIO pe3yJibTaTaM IPOBEPKU HAJTUYHUS W COCTOSHUSI JOKYMEHTOB,
XpaHsATCcA B Jiee GpoHa.

[IpoBepka HamWM4Ms W COCTOSHHUS DJIEKTPOHHBIX JIOKYMEHTOB apXHBa
OpraHHU3aIMy MTPOBOJUTCS B LETISAX:

— TIPOBEPKHU MPaBUIHLHOCTH 3aITUCEH B YUCTHBIX JOKYMEHTAX;

— YCTaHOBJICHHS  (PAKTHUYECKOTO HAIMYMUS HOCHUTEICH  DJIICKTPOHHBIX

JIOKYMEHTOB;

— TPOBEPKU (PU3NYECKOTO COCTOSHUSI DIIEKTPOHHBIX HOCUTEIICH;

— OLIEHKHU TEXHUYECKOI'0 COCTOSIHUS DJIEKTPOHHBIX HOCHUTEJIEH;

— NPOBEPKU HAIMYUS Ha KOHKPETHBIX HOCHUTENSIX SJEKTPOHHBIX €1 B

COOTBETCTBUU C OMUCIMU;

— TIPOBEPKU AYTCHTHYHOCTH DJICKTPOHHBIX JOKYMEHTOB.

[IpoBepke momekar BCE AK3EMIULIPHI SAWHUIl XPAaHCHHS JIJIEKTPOHHBIX
JTOKyMeHTOB (B cooTBeTcTBUU C 1. 2.30. [IpaBun B apxuBe opraHu3aiuu XpaHUTCS
KaK MHUHUMYM JBa DJK3eMIUIpAa KaXIOW CIWHHUIIBI XPAHCHHS DSJIEKTPOHHBIX
JIOKYMEHTOB — OCHOBHOM M pabouuii).
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B Hauane mnpoBepkH HaIUUMs U COCTOSIHMSI JJIEKTPOHHBIX JOKYMEHTOB
IPOBOJUTCS BBIBEPKA YUETHBIX JOKYMEHTOB, KOTOpasi BKIIOYAET:

— YCTaHOBJICHHE TIOJHOTHI COCTaBa M COJEPYKAHUS YUETHBIX JTOKYMEHTOB Ha
pOBEPSIEMbIE €IMHULIBI XPAaHEHUS AIEKTPOHHBIX JOKYMEHTOB;

— CBEpKY COMOCTAaBUMBIX MOKAa3aTeJeH MO OMUCIM DJIEKTPOHHBIX JIEN, JTUCTY
(oHa, KHUTE yyeTa MOCTYIJICHHUS U BHIOBITUS €], IOKYyMEHTOB;

— YTOYHEHHE TOpsAIKa HyMepaluu eIWHUI] XpaHeHus (10 TOJOBBIM
pa3zienaM OMHMCH JEN AJIEKTPOHHBIX JTOKYMEHTOB) M COOTBETCTBHUSI HyMEpaluu
UTOT'OBBIM 3aIIMCSIM K T'OJIOBBIM pa3jiejaM OIUCEH;

— TPOBEPKY MPaBHJIBHOCTH COCTaBJICHHS] MTOTOBBIX 3alHCEed K TOJOBBIM
paszesiaM OInucen;

— TPOBEPKY COOTBETCTBHUS 3alMCE B YYETHBIX JOKYMEHTaX O ABMXKCHUU
€IMHUIl XpaHEHUS! HaXOAsIUMCS B Jiene (poHAa TOKYMEHTaM, MOJITBEPKIA0IINM
3TO ABUKEHUE

JIns  DIEKTPOHHBIX  JIOKYMEHTOB  Ha  (u3umyecku  000COOJICHHBIX
MaTepUaIbHBIX HOCUTEJISIX MTPOBEPSAETCS (PU3NYECKOE COCTOSHUE HOCUTEIEH.

B nepByro ouepenb nposepseTcs:

— COCTOSIHWE TIEPBUYHBIX CPEICTB XPAHEHHUS DJIEKTPOHHBIX HOCHUTENEH
(kopoOok, pytisipoB). [IpoBepsieTcst HaMUUe TpeuyH, AepopMaIiil, pa3pylIeHus,
HaJIMYMe ¥ Ka4eCTBO HAJIMUCEN Ha BKJIAJBIIIAX U JAP.;

— HaJM4Me 3allbUICHUsT M 3arps3HEHUsT TOBEPXHOCTEH dAJIEKTPOHHBIX
HOCHUTEJICH;

— HaJIM4ME BJIard HA TIOBEPXHOCTSIX AJIEKTPOHHBIX HOCUTENIEH;

— (U3NYECKOE COCTOSIHHE paboyeil MOBEPXHOCTH M KOPITYCOB 3JIEKTPOHHBIX
HocuTened  (BBISIBJICHME  MEXaHMYECKMX TIOBpeXIeHUH U 1aedopmanuii,

paccCiIOCHUs, ITY3bIPCHUS, UNBMCHCHHA IBCTA, HAJIMYWC LapalliH, IIPOKOJIOB U T.H.);
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— Hanmuuue AePEeKTOB XUMHYECKOTO U OHOJOTMYECKOr0 MPOUCXOXKICHHUS
(mopaxkeHHWEe  MHUKPOOpPraHHW3MaMH, HAaCeKOMbIMH U  TIpbI3yHaMH,  CIIEIbl
BO3/ICCTBUS XUMUYECKH arpeCCUBHBIX BEIIECTB).

B cnyuae, ecim ycTaHOBIEHBl M3MEHEHHS (DU3MUECKOTO COCTOSIHHS
HOCHUTENEH SIEKTPOHHBIX TOKYMEHTOB, apXUBOM OpTaHHU3aIMH MPEITPHHIMAIOTCS
NEUCTBUSI 10 TEpe3alucu JJIEKTPOHHBIX JIOKYMEHTOB Ha HOBBIE HOCHUTEIH
(murpanun) (m. 2.32. [paBui). [Ipu 3T0M cucTeMoil 10KHA OBITH TPETYCMOTpPEHA
dukcanmst  pakta mepe3amwick  JOKYMEHTOB Ha  HOBBI  HOCUTENIb B
COOTBETCTBYIOILIEM MPOTOKOJIE.

[Ipu nmpoBepke TEXHUYECKOTO COCTOSHUS SJICKTPOHHBIX HOCUTEICH:

— YCTaHaBJIUBAETCSI COOTBETCTBHE XAPAKTEPUCTUK IJIEKTPOHHOTO HOCHUTEIS
CBE/ICHUSAM, COJICPKAIIMCS B OMUCH U IPYTHX YYETHBIX TOKYMEHTAX;

— NPOBOAUTCS MPOBEpPKAa HA HAIUYUE BPEIOHOCHBIX KOMIIBIOTEPHBIX
Iporpamwm;

— TPOBOJUTCS  MPOBEPKA  BOCHPOM3BOAMMOCTH  BCEX  DIEKTPOHHBIX
JOKYMEHTOB Ha 000py/I0BaHUU apXHBa.

[Tpu HapymIeHUH BOCTIPOU3BOIMMOCTH SJIEKTPOHHBIX JOKYMEHTOB, a TaKKe
B Cllydae U3MEHEHUS IPOrpaMMHO-aIapaTHoil cpebl HHHOPMALMOHHON CUCTEMBI
apxWiBa OpraHU3allid, TMPOU3BOAATCA PAOOTHl TO TIEPE3amuCH JIICKTPOHHBIX
JOKYMEHTOB B HOBbIe (QopmaThl (kKoHBepTtupoBanue) (m. 2.32.IIpaBun) c¢
cobmonenneM TpeboBanuii m. 2.31 [IpaBun. JlaHHble pabOTBI MOTYT OBIThH
OCYILIECTBICHBl COBMECTHO C pabOOTHHKAMH CTPYKTYPHOTO TMOpa3IeICHUs
OpraHM3alMy, OTBEYalolero 3a  (YHKIMOHUPOBAHHE  COOTBETCTBYIOIICH
MH(OPMAIITMOHHON CHCTEMBI.

DNEeKTPOHHBIE HOCUTENN, HA KOTOPBIX 3JIEKTPOHHBIE TOKYMEHTBI OKa3alHuCh
HEBOCTIPOM3BOAUMBIMU WM COJACPXKAIUMHU  BPEIOHOCHBIE  KOMITBIOTEPHBIC
IPOTpaMMBbl, TTOMEIIAIOTCSI OTACIBFHO OT OCTANBHBIX JOoKyMeHToB. Ecim mpoBepka

IMPpOBOAWIACH IIPU IICPCAAUYC IJICKTPOHHBIX JOKYMCHTOB B AdAPXHB OpPIraHU3allHH,
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HOCHUTEIH, Ha KOTOPBIX AIEKTPOHHBIE JTIOKYMEHTBI OKa3aJnCh
HEBOCIPOU3BOJUMBIMA  WJIM  COAEP)KALIUMU  BPEJOHOCHBIE  KOMIIBIOTEPHBIE
MPOrpaMMbl, BO3BPALIAIOTCS B CTPYKTYPHOE IMOAPA3/ACIECHUE OpraHU3alUH, W3
KOTOPOTr'0O MOCTYIWIIH.

I[lo wroram mnpoBepkd (U3MUECKOTO M TEXHUYECKOTO  COCTOSIHUS
AJEKTPOHHBIX JIOKYMEHTOB Ha (PU3NYECKH O00O0COOJIEHHBIX MaTepHAIbHBIX
HOCHUTENSIX Ha 000poTe BKJIAIbIIIA euHUIIBI XpaHenus (1. 4.34. IIpaBun) craBuTcs
IITaMIl O €€ TMPOBEJECHUU C YKa3aHWEM JaThl MPOBEPKH, (HaMuiInu pabOTHHKA,
IPOBOJMBLIETO MPOBEPKY, Ha3BaHUS M BEPCUU IPOIPAMMHOIO OOECIEUYEHUs, C
IIOMOIIBIO  KOTOPOrO  MPOBOJAMJIACH  IPOBEPKA TEXHUYECKOIO  COCTOSIHUSA
AJIEKTPOHHOT O HOCUTEJIS.

B caysae oOnHapyxkeHuss Ae(pEKTOB COCTAaBIAETCS aKT BbISBICHUS
BPEIOHOCHBIX KOMIIBIOTEPHBIX IPOrpaMM B JOKYMEHTaX Ha 3JIEKTPOHHBIX
HOCHUTEJISAX U NPEIIPUHUMAIOTCS MEPBI Ul CKOPEHIIETO YAAJICHHsI BPEIOHOCHBIX
MPOrpaMM MJIM 3aMEHbl HEUCIPABUMO MOBPEXIAECHHOTO HK3EMIUISIpa €IUHUIBI
XpaHEHUs, MHIpalMU 3JIEKTPOHHBIX JOKYMEHTOB Ha Apyrue Hocutenu. Ecim
BpPEIOHOCHAs KOMIBIOTEpHAsi MporpaMMa OOHapy)KeHa JuIIb B OJHOM U3
HK3EMILISIPOB AJIEKTPOHHBIX JOKYMEHTOB (OCHOBHOM WM pabodeM), 3apaskeHHbIH
AK3EMIUISIP 3aMEIIAEeTCsl KOMUEH, U3rOTOBIEHHOW C HE3apaKeHHOro 3K3eMILIIpa,
IIOCJIE YEr0 MOBPEXKIAECHHBIN SK3EMILISIP HOCUTENSI YHUUTOXKAEeTCsA. Eciu 3apakeHsl
00a 3K3eMIUIsIpa JIEKTPOHHOI'O JIOKYMEHTa, MPOBOAMTCA paboTa MO YyHaJECHUIO
BPEAOHOCHOW  KOMIIBIOTEPHOM  MPOrpaMMBl  C  INOMOULIBIO  AaHTUBHUPYCHOM
IPOTrpamMMBl.

Ecnu BpenoOHOCHYI0 KOMIIBIOTEPHYIO MNpOrpamMMy YAQIUTh HE YIAeTcd,
JJIEKTPOHHBIM  JOKYMEHT [PU3HACTCS  HEHUCIIPAaBUMO IOBPEXKICHHBIM U
MPUHUMAETCSl PEUIEHUE O €ro YHUUYTOXKEHHH C YYETOM IIEHHOCTH 3apa)K€HHOTO

AOKYMCHTA U CTCIICHU OIMACHOCTH JHATHOCTHPOBAHHOI'O «BHPYCa».

80



Ha HeucnpaBUMO MOBpeXIAEHHBIE 3JIEKTPOHHBIE JTOKYMEHTBHI COCTABIISIOTCS
3aKJIIOYEHHS] TEXHUYECKUX CIEHHAINCTOB O HEBO3MOXHOCTH UX BOCCTAHOBJICHHS.
JlanpHeliee JOKYMEHTaTbHOE O(POPMIICHHE HEUCIPABUMO TMOBPEKICHHBIX
AJIEKTPOHHBIX JOKYMEHTOB OCYHIECTBIISIETCSI B TOM K€ TMOpSAIKE, KaK H
JOKYMEHTAJIbHOE O(OpMJICHUE yTpaThl IOKYMEHTOB (CM. cxeMy 13 mpuioxxeHus
Ne 4).

[Tocne mpoBeneHust padoT Mo onpeaeieHru0 GU3NIECKOr0 U TEXHUUECKOTO
COCTOSIHUSI HOCHUTEJIEH BJIEKTPOHHBIX JTOKYMEHTOB IIPOBEPSIETCS COOTBETCTBHE
COCTaBa M COJIEpKaHUE AIEKTPOHHBIX JIeJl OMUCSAM DJIEKTPOHHBIX JOKYMEHTOB, JUIs
94ero cBepseTcs (PaKTUYECKOe HaIMYMe 3almuced Ha JUCKE C 3alHCSIMHU OIHCH
AIEKTPOHHBIX JJOKYMEHTOB.

[IpoBepka HanmU4usg M COCTOSIHUS AJICKTPOHHBIX JIOKYMEHTOB BKIIIOYAECT
IPOBEPKY AYTEHTUYHOCTH JJIEKTPOHHBIX JTOKYMEHTOB B LEIAX MPOBEPKH
BO3MOYKHOI'0 HECAHKIIMOHUPOBAHHOT'O HCIIOIb30BAHUS AJIEKTPOHHBIX JOKYMEHTOB
Y BHECEHUS B HUX U3MCHEHUH.

Bce BbIsBIGHHBIE B X0/I€ TPOBEPKA JE€PEKTHI U HECOOTBETCTBUS
dbukcupyrotcs. [lo pe3ynbraram NpOBEPKU COCTABJISETCSA aKT MPOBEPKU HATMYUS U

COCTOSAHUA JICKTPOHHBIX JJOKYMCHTOB.

2.2.3.2. Tlopsimok BeIIAYM JeNT U3 apXUBOXPAHUIIHINA

[lopsamok  BblOAauM  J€1 W3  apXUBOXPAaHWIMINA  YCTaHABIMBAETCSA
PYKOBOAMTENEM apXxuBa (JMIIOM, OTBETCTBEHHBIM 3a apXWB) U 3aKpeIUIIEeTCS B
COOTBETCTBYIOILIEM JIOKAJIbHOM HOPMAaTUBHOM akTe. JIOKyMEHTBI BBIIAIOTCS W3
apXUBOXPAaHWUJIMIA HAa OCHOBAHMM IMCHbMEHHOI'O PAa3pELICHUs] PYKOBOIUTEISA
apxuBa OpraHuM3anuu (JUia, OTBETCTBEHHOIO 3a apXHB), PYKOBOJIUTENS
CTpYKTypHOT0 noapaszzaenenus (1. 2.45 [pasun).

Jlena w3 apXWBOXpAHWIUINA BBIJAIOTCS PAOOTHUKOM apXHBOXPAHMIIUIIA
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pabOTHHUKY YHTAIBHOTO 3aja, Yepe3 KOTOPOro OCYLIECTBIIIOTCS B3aMMOJEHCTBHE
C MOJIb30BaTENAMU. APXUBBI C HEOOJIBIIUM 00BEMOM apXUBHOTO (DOH/IA U IITATOM,
BKITIOYAIOMINM 1-2-X paOOTHUKOB, OOBIYHO HE MMEIOT YHUTAIBHOTO 3aja. B Takom
ciiydyae pabOTHMK apXuBa (JMIO, OTBETCTBEHHOE 3a apXMB) BBIIAET JOKYMEHTHI
HEIOCPEICTBEHHO IOJIb30BATENSIM.
JIOKyMEHTBI BBIAAKOTCS U3 ApXUBOXPAHWIMILA:
— BO BPEMEHHOE MO0JIb30BaHUE PAOOTHUKAM CTPYKTYPHBIX MOAPA3IEICHUM
OpraHu3aluy, B T. Y. YEPE3 YNTAIBHBIN 3aJ1 APXUBA;
— CyAeOHBIM, IPABOOXPAHUTEIBHBIM M UHBIM YIOJIHOMOYEHHBIM OpraHam B
COOTBETCTBUH C 3aKOHOAATENbCTBOM Pocculiickont denepanuu;

— BO BPEMEHHOE I10JIb30BAHUE CTOPOHHHUM OPraHU3alusIM;

— JUIsl TIPOBEJEHUSl apXUBHBIX PabOT ¢ JOKyMEHTaMH paOOTHHKaM apXxuBa

opranuzauuu (KOMMUpoBaHUs, pecTaBpalluy, IeperieTa u Jp. ).

TpeboBaHuss K CpokaM BbIJAYM JOKYMEHTOB M3 apXMBOXPAaHWIIMIIA
3aKperuieHsl B 1. 2.45. [IpaBui.

Brimaya 1OKYMEHTOB M3 XPAHWIMILA PETHUCTPUPYETCA B KHUTAX BBIIAYU
JOKYMEHTOB:

— BBIJIauU Jes pabOTHUKAM OpraHu3alluy;

— BBIJAYM JIEJI B YATAJIbHBIN 341,

— BBLJIAYU JEJI BO BPEMEHHOE MOJIb30BaHNE JPYTMM OPTaHHU3aLUSAM.

Belmaua 1gen BO  BpEMEHHOE IIOJb30BAHME B JIPYrM€ OpraHU3alMU
oopMIIsIeTCss aKTOM O BbLau€ €I BO BPEMEHHOE IOJIb30BAaHHUE (IIPHIIOKEHHE
Ne 10 IIpaBui), KOTOpBIN COCTaBISETCA B JABYX IK3EMIUIIPAX, OAUH UX KOTOPBIX
OCTAeTCSI B AapXUBE OpPraHW3alHM, JPYrOM BBIJACTCA IOJIY4YaTeNro. AKT
IIOANMUCHIBACTCA  PYKOBOAUTEIEM  OpraHM3alliy, IlIepelalolen  aena, |
PYKOBOAMTENEM OPraHU3ALMM-TIONYJATENS: ITOANMUCH 3aBEPSIOTCA  IE€YaTSIMU
opranmsanui. [locime Bo3BpamieHus nenm B ABYX DJK3EMIULIpax akrTa Jelaercs
COOTBETCTBYIOIIAsI OTMETKA: OJIMWH OJK3EMIUIP OCTAeTCsi B OpraHu3aluu-
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noJryyaresie, Ipyroi Xxpauurcs B Jieie GoHIa B apXUBe OPraHU3allii, BblaBaBIIIei
Jena.

HanpaBnenne Ha KONMMpOBaHUE, PECTABPALMIO, MEpEIieT OoQopmisieTcs
3aka3oM. M3 apxuBoxpaHWIMIIA BBIIAIOTCS TOJBKO MOJHOCTbIO O(QOPMIICHHBIE
(cMm. pazgen 1.2. Meroanueckux peKOMEHJalluii) 1 BHECEHHBIE B ONTUCH Jelia.

Ha MecTo BbIITaHHOTO JI€J1a MOJKJIAIbIBAECTCS KapTa-3aMECTUTEIIb JIENa.

I[Ipy HeoOXOAUMOCTH 3aBEpPEHUS] KOMUH DSJIEKTPOHHBIX JOKYMEHTOB
UCIIOJIB3YETCA  DJIGKTPOHHAs MOANUCHh PYKOBOJIMTENS  OpPraHu3alldd  WIH
YIIOJHOMOYEHHOTO MM JOJDKHOCTHOTO JiMla. BepHOCTh KOMUM 3JIEKTPOHHBIX
JOKYMEHTOB, M3TOTOBJICHHBIX Ha OyMa)KHOM HOCHUTENE, CBUJIETEIbCTBYETCS B
yCTaHOBJICHHOM Topsiake (1. 2.47. IlpaBwn).

B cnyyae BhIJauM apXMBHBIX JOKYMEHTOB BO BPEMEHHOE IOJIb30BAHHE I10
3arpocam OpraHoB I'OCYIapCTBEHHOM BJIACTH, OPraHOB MECTHOI'O CAMOYIIPABIICHHUS
Y OpraHuv3aluil BBIHOC W3 3[aHUs apXWBa WIH 3JIaHUS OpPraHU3ALUU APXUBHBIX
JOKYMEHTOB O(OpPMIIIETCS aKTOM U pa3peliaeTcs TOJbKO MO CIEHHATbHBIM
npornyckam (. 2.23. Tlpasun).

JIOKyMEHTBI U3 apXUBOXPAHWINILA HE BBIIAIOTCS B CIIyYasix:

— Haymmuus GOH/Ia MOJIb30BAHMS;

— HEYJOBJICTBOPUTEIILHOTO (DU3NYECKOr0 COCTOSTHUS TOKYMEHTOB (1. 2.48.,
5.20 IlpaBun);

— OTPaHUYEHHUN Ha MCIOJIb30BAHUE, YCTAHOBJICHHBIX 3aKOHOJATEIHCTBOM
Poccuiickont @enepanum;

—  OTCYICTBUS HAYYHOTO OINHCAaHUS U TEXHUYECKOro  O(OpPMIICHHUS
JOKYMEHTOB.

TpeboBaHusi K MOPSAKY BHIOJHEHUS PAOOT MpPH BblIaue JTIOKYMEHTOB U3
apXMBOXPAHWIIUIIA 3aKperyieHb! B 1. 2.47. [IpaBui.

I'paduueckoe nzobpaxenue mpouecca 2.2.3.2. «llopsaox Bbigaum gen w3

apXMBOXpPaHUJIUIIA» MpeACcTaBIeHO Ha cxeme 15 npunioxenus Ne 4.
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2.2.3.3. YcTaHOBIICHHE TIOPSIKA ACHCTBUM B UPE3BbIYANHBIX CUTYAIHAX

B nensx ycraHoBiieHus mopsaka padOTHI MO OOECHEYEHUI0 COXPaHHOCTU
ApXMBHBIX JOKYMEHTOB B YpE3BbIYAWHBIX CHUTyallMsiX, B OpraHU3AIUU
pa3pabaTbIBalOTCS  TUJIAHBI  COOTBETCTBYIOLIUX  MEPOINPHUSATUA H  JApYyrue
HOPMAaTUBHBIE JOKYMEHTBI, C KOTOPHIMH JOJIKHBI OBITh O3HAKOMJICHBI PAOOTHUKH

apxuBa opranusaiuu (1. 2.49. [Ipaswn).
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3. YUET JOKYMEHTOB B APXVIBE OPI"TAHU3ALIUN

VYyer apXMBHBIX JOKYMEHTOB — 3TO OIpPEAEJIEHWE KOJIMYECTBA M COCTaBa
ApXMBHBIX JIOKYMEHTOB B EIMHHUIAX y4€Ta M OTPAXKEHUE ITOr0 KOJIUYECTBA H
COCTaBa B YYETHBIX JIOKYMEHTAX JIJIsi KOHTPOJIS 32 UX HAJTMYUEM U COCTOSTHUEM.

Enunniiamu yuera apXuBHbBIX JOKYMEHTOB SIBJISIFOTCS:

— apXuBHbIN (HOHT;

— €IUHHIIA XpaHEHUs] — JeJIo, B TOM 4YHCIE, OHJIEKTPOHHOE JEJ0
(m. 3.3. IIpaBun).

VYuery moajiexar Bc€ XpaHSIIMECS B apXHBE OPraHu3aluu JOKYMEHTHI
(m. 3.1. ITpaBun).

B coorBerctBuM ¢ @enepanbHbM 3akoHOM OT 22.10.2004 Ne 125-®3 «O6
apxuBHOoM Jene B Poccuiickoit ®expeparuun» (ct. 19, m. 1) yder Q0KyMEHTOB
ApxuBHoro ¢onaa Poccuiickoit denepanuu B apXuBe OpraHuU3alliu SBISCTCS
o0si3aTeIbHBIM, €r0  TOPSANOK  JOJKEH COOTBETCTBOBaTbH  TPEeOOBAHUSIM,
YCTaHOBJIEHHBIM beneparbHbBIM OpraHom UCITOJIHUTEIIbHON BJIACTH,
YIIOJIHOMOYEHHBIM B cpepe apXUBHOTO Jiea.

Ha ocHOBe ydYeTHbIX [OKYMEHTOB AapXWB OpPraHu3alid — HWCTOYHHKA
KOMILUIEKTOBAHHUS TOCYJIAPCTBEHHOTO (MYHUITUIIAILHOTO) apXyUBa MPEIOCTABIISAET B
rOCY/IapCTBEHHBIN (MYHUITUTIANBHBIN) apXuB CBeACHUS 00 00BEME M COCTaBe
TOoKyMeHTOB ApxuBHoro (onma Poccuiickoit denepanvii U APYrUX apXUBHBIX
nokymeHToB (11. 3.2 [IpaBun).

JI71s1 IEHTPaTM30BaHHOTO TOCYJAPCTBEHHOr0 y4€eTa JIOKYMEHTOB APXHUBHOTO
¢ouna Poccuiickoit @enepanii B apXvBe OpPraHM3allMi - HMCTOYHHUKE
KOMIUJICKTOBAaHUSI ~ TOCYJApCTBEHHOTO  (MYHMIIMIIAJIHHOTO) apxuBa IO
YCTaHOBJIEHHOW (hOpME COCTaBIIACTCS TMACMOpT apxwBa opraHm3aruu (1. 3.12.
[TpaBun).

VYuer JOKYMCHTOB OCHOBBIBACTCA Ha IIPUHIIHIIAX!:
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— UeHTpanu3auuu (y4eT U COXPAaHHOCTh  YUYETHBIX  JOKYMEHTOB
OCYILECTBIISIETCS] CIEIUAIbHO BbIIEJICHHBIM COTPYIHUKOM (COTPYIHUKAMHU — IpH
HATMYUU HECKOIBKUX XPAHUJIHII);

— yHudukanuu (MpuMeHEeHNe eANHBIX SAUHUI] YUETa);

— TIPEEMCTBEHHOCTH (MpUMEHEHHE €IWHBIX (OpM ydeTa Ha BCEX CTaAMSIX
paboThl, HAYMHASA CO CTAJIUU JISTIONPOU3BOJICTBA);

— NIWHAMHUYHOCTH (CBOEBpEMEHHOE BHECEHHE [JaHHBIX B  yYCTHBIE
JIOKYMEHTHI);

— CHCTEMHOCTH (obecnieunBaeTcs B3aMMOCBSI3bI0 u
B3aMMO/IONOJTHAEMOCThIO YUETHBIX JAaHHBIX Pa3IMUHbIX YUYETHBIX JOKYMEHTOB);

— TOJHOTBL U JIOCTOBEPHOCTH  (oOecreunBaeTcs  B3aMMOIPOBEPKOM
BHECCHHSI OJMHAKOBBIX YUETHBIX JAHHBIX B Pa3JIMUHbIC YUETHbBIC TOKYMEHTHI).

VYyer kak BHJ JEATENBHOCTH IMPEJICTaBISIET COOOM BEIEHUE YUETHBIX
JOKYMEHTOB B COOTBETCTBUU C TPEOOBAaHUSMHU, YCTaHOBJIEHHBIMU [IpaBunamu.

ApXMBOM  OpraHu3allUd  BEOYTCS  OCHOBHBbIE  (0Os3aTeNbHBIE) WU
BCIIOMOTAaTEJIbHBIE YUeTHbIE NOKYMEHTHI (1. 3.5., 3.6. [IpaBui), mpeacraBistomye
co0Ol KOMIUIEKC B3aWMOCBSI3aHHBIX JIOKYMEHTOB, COJAEP)KAIIMX CBEACHHUS O
KOJIMYECTBE M COCTABE APXUBHBIX JOKYMEHTOB OpraHu3allid, a Takke 00 ux
n3MeHeHuu. CoctaB M (OPMBI OCHOBHBIX YYETHBIX JOKYMEHTOB OMpEICIICHBI
n. 3.6 IlpaBun. CoctaB u (opMBI BCIIOMOTaTENbHBIX YUETHBIX JIOKYMEHTOB
OTIPEEINIAIOTCA apXUBOM CaMOCTOSATENIbHO, 3TO MOTYT OBbITh KapTOYKM U KHUTHU
IBWOKCHUST (OHIOB, OMHUCEH Jel, JOKYMEHTOB, KHHUTU YydeTa JOKYMEHTOB,
Nepe/laHHbIX B APYTUE apXUBbI, KHUTU y4eTa (POHJIOB U IOKYMEHTOB, BbIICJICHHBIX
K YHUUYTOXXEHHUIO, KHUTU TMOBHAOBOTO y4yeTa JOKYMEHTOB M JIp., B TOM 4YHCIE
CaMOCTOATENIbHO pa3pa0OTaHHbIE YYETHbIE JOKYMEHThl. BcnomorarenbHble
y4eTHBIE JOKYMEHTHI MOTYT BECTHCh Ha OyMaXXHOM HOCUTENEe W/WIN B

ANEKTPOHHOU opMme.
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YyeTHble JOKYMEHTHI apxXWBa OpraHu3allid, KpoMe OIHCcel e,
JIOKYMEHTOB SBJISIFOTCS BHYTPEHHUMHU JOKYMEHTAMU apXuUBa U TOJH30BATEISIM HE
BeImaroTcs (1. 3.14. Ipasw).

VYyeTHbIe HOKYMEHTHI XpaHATCA B celdax WM METAUTMYECKHX IKadax
ApXUBOXPAHUJIUIINA. APXUB OpPraHU3aIlMd MOXKET TakK)Ke€ BECTH y4eT apXHWBHBIX
JIOKYMEHTOB € TTpUMeHeHneM H(popMaImoHHbIx TexHosoruit (m. 3.13. Ipasum).

Jlnst opraHmW3anid W BEACHHUS ydeTa apXWBHBIX JOKYMEHTOB B apXHBE
OpraHM3aIliy MOTYT pa3padaThIBATHCS JTOKATbHBIC HOPMATUBHBIC aKThI.

Boinensiercs HECKOJIBKO MPOLECCOB, MPU BBIMOJIHEHUH KOTOPBIX BEIYTCS
COOTBETCTBYIOIINE YUIETHBIE (DOPMBL:

— y4eT MOCTYIUICHHs JIe] — KHWTra ydeTa IMOCTYIUICHUS W BBIOBITHSA eI,
nokymeHToB (mpuioxkenue Ne 11 Ilpaswir), muct douma (mpunoxenue Ne 13
[IpaBun);

— yYeT KOJMYECTBA M COCTaBa JIe)l — OMUCH (TOZ0BBIC pa3/ielibl OMKCEH) Je,
nokymeHToB (npuinoxenus Ne 14—18 IIpasun);

— y4eT KOJMYECTBa M COCTaBa OMHCEH /el — peecTp onucen (MpHIIOKEHHE
Ne 19 IIpaBun);

— y4eT KOJIMYEeCTBa M cocTaBa (OHIOB — CMHUCOK (POHIOB (MPUITIOKEHUE
Ne 12 IIpaBun);

— y4eT W3MEHEHUW B KOJWYECTBE M COCTaBE JIOKYMEHTOB (pOHIA — JIUCT
donaa (mpunoxxenue Ne 13 TlpaBuin);

— y4eT BBIOBITHS N1 — KHHUTa ydeTa TOCTYIUICHHS ¥ BBIOBITHS eI,
nokymeHToB (mpuioxkenue Ne 11 Ilpaswi), muct douga (mpunoxenue Ne 13
[IpaBun);

— BeJleHHe jena poHma;

— ydYeT UCTOJIb30BaHUS JOKYMECHTOB.

B rpadudeckom Buae BeaeHHUE OCHOBHBIX YUYETHBIX JIOKYMEHTOB B apXHBE

OopraHu3aIuy MpeacTaBieHo Ha cxeme 16 mpunoxenust Ne 4,
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3.1. Yuer noctyruieHus aen

VYyer noctymieHus en B ApXUBE OpraHUu3aliy BEIETC:

— TI0 KHUTE Y4eTa MOCTYIJICHUS U BBIOBITUS JI€TI, IOKYMEHTOB;

— 10 JTUCTY (poHIa.

OcHoOBaHMEM [JI1 BHECEHUS! MEPBUYHBIX JAHHBIX O MOCTYIUICHUU JENl B
KHUTY y4deTa TOCTYIUIGHUS] U  BBIOBITHS  JI€Jd, JOKYMEHTOB  SIBJISIFOTCS
(m. 3.15. IpaBun):

— OIKCH JIeJ, JOKYMEHTOB CTPYKTYPHBIX NoJpa3faenacHuil (mpuiioskeHuss Ne
23, 24 TlpaBun);

— HOMEHKJIaTypa JeJ OpraHu3allui — IMpUd OTCYTCTBUM OMNHUCEH e
(mpunoxenue Ne 25 Ipasui);

— akT 00 oOHapy>XEHUU JOKYMEHTOB (HE OTHOCSIIUXCS K JTAaHHOMY (hOHIY,
HeyuTeHHbIX) (mpuitoskenue Ne 5 TpaBun);

— aKT ImpueMa-repeau apXuBHBIX JOKYMEHTOB Ha XpaHEeHHE (MPUIIOKEHUE
Ne 20 IMpaBwun).

OcHoBaHMeM i1 BHECEHUS JaHHBIX B JUCT ¢GOHJIA TpU TEPBOM
MOCTYIUICHHUH Jie7 OHJIa B apXHUB OPraHU3aIUN SBIISIOTCS:

— ToJI0BOM paznen onucu nen (mpuiokeHus Ne 14-18 Ilpasun);

— aKT MpUeMa-rnepeiadd apXrMBHBIX TOKYMEHTOB HAa XpaHEHUE (MPUII0KEHUE
No20 IlpaBu).

I'paduueckoe wuzobOpaxkenue mporecca 3.1. «Yder MNOCTYIUICHUS AEID»
npencraBiieHo Ha cxeMme 17 npumoxenus Ne 4.

B xHure ydera mocTymieHHusI M BBIOBITUS ael pukcupyercs (akT KaXaoro
NoCTyIUIeHHs (IEpBUYHOTO M MOBTOPHOTO) Jiejia B apXwB opraHuzanuu (m. 3.7.
[TpaBun). Kaxmol 3amucu TpPUCBAWBAETCA TMOPSAJIKOBBIM HOMEpP B BaJOBOM
MOCJIEIOBATEILHOCTH B Mpejenax oTdyeTHoro roja (rpada 1). Ilpu stom kaxmoe

IMOCTYIVICHUC I10JIY4YaCT OAHH HOpHI[KOBbeI HOMCP HE3aBUCHUMO OT TOI0, COCTOUT
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JY OHO U3 JIOKYMEHTOB OJHOTO MJIM HECKONbKUX (oHI0B. [Ipu moctymnenuun aen
U3 HECKOJNBKUX (POHIOB JaHHBIE MO KaXJIOMY (OHIY 3alUCHIBAIOTCS C HOBOM
CTPOKH 3a TeM >K€ TOPSAKOBBIM HOMEPOM.

JlaToli TOCTYIUIEHUSI TOKYMEHTOB SIBIIsieTCSl Aarta (haKTHUECKOW mepeaadu
Jie B apXuB opranuzanuu (rpada 2).

B rpade 3 ykaspiBaeTcsi HAMMEHOBAHUE CTPYKTYPHOT'O TOMAPA3/ICNICHuUs, U3
KOTOpPOTO TMepeaHbl JTOKYMEHTHI B apXWB OpraHu3alud. EciM JOKYMEHTHI
nepefaTcs W3 JIPYyrod  opraHuzanuu (B ciydae €€ JUKBUAAIUA WA
peopraiu3aiyu), yKka3blBaeTcs MOJIHOE HAMMEHOBAaHUE ATOW OpraHu3aIiu.

HasBanuwe u pexkBH3UTHI TOKyMEHTa (HOMEp, /1aTa), Mo KOTOPOMY B apXuB
OpraHM3aIMy MOCTYIUIIN JOKYMEHTBI, YKa3bIBalOTCS MOJIHOCTHIO (Tpada 4).

[Ipu mepBUYHOM MOCTYIJIEHUU JIe] B apXUB HOMEp (OHJIa TPOCTABISIETCS B
KHUTE y4yeTa TMOCTYIUICHHS W BBIOBITHS J€J, JOKYMeHTOB (Tpada 5) mocie
IPUCBOCHUS eMy HoMepa 1o ciiucky ¢onHaoB (1. 3.8. [Ipasun).

[Ipy mnoBTOpHOM TOCTYIUIEGHUM B apxuB Jen (ouma, HOMmep ¢doHIA
IIPOCTABISIETCS B KHUTE Y4eTa TMOCTYIUICHUS U BBIOBITHUS i€, JOKYMEHTOB IO
paHee NPUCBOCHHOMY €My HOMEPY B CIIUCKE (POHJIOB.

B rpade 6 mpocTaBnsrOT KpailHWE aThl €7, BKJIOYEHHBIX B OMHUCh
CTPYKTYPHOI'O MOAPA3AEJICHUS UK B OMKCh, MIEPEaBAEMYI0 OpraHU3aluell BMECTe
C apXuMBHBIMH JOKYMEHTAaMU TO aKTy mpuema-miepenadu (mpmiokenne Ne 20
[TpaBuin). [Ipu nmocTyrieHMM HEOMMCAHHBIX JOKYMEHTOB, KpailHue JaThl KOTOPBIX
HE OIpeJIeNeHbl, 3Ta rpada He 3aNOIHSIEeTCS.

B rpade 7 ykazwiBaercs Bun Hocutens (BH — Oymaxknbiit HOcuTenb, D/ —
AJIEKTPOHHBIN HOCUTEND).

B 3aBucuMoOCTM OT CpPOKOB XpaHEHHsS JIOKYMEHTOB TMpU Iepeaaye
JOKYMEHTOB B apXuB 3amoyiHsercs ofgHa u3 rpad: 8, 9 wimm 10, roe oTaensHO
(bUKCHPYETCS] KOJTMYECTBO MOCTYIMUBIINX OMMUCAHHBIX JICJT IIOCTOSTHHOTO XpaHEHUS,

BpeMeHHBIX (cBbIme 10 JieT) CpOKOB XpaHEHUs, 110 JINYHOMY COCTaBY.

89



[Ipy  DOCTYIUICHMM  HEONHMCAHHBIX  JOKYMEHTOB, HUX  KOJIHYECTBO
dbukcupyercs B rpade 14 (mpu 3toM rpadsl 8 — 10 ocraroTcst HE3aMOJIHEHHBIMH).
[lopanok 3anonHenust rpadpl 14 KHUrKM ydera MOCTYIUIEHHS M BBIOBITHS JIET,
JOKYMEHTOB COOTBETCTBYET TMOPSAJIKY 3allOJIHEHUSI COOTBETCTBYIOIIUX Tpad
paznena 1 «Yder HeomMCaHHBIX JOKYMEHTOB» JjucTta ¢onma (pasgen 3.5.
Meronuueckux peKoMeHAaIHi).

[lo 3aBepuieHMM TOAa B KHHUI€ Yy4deTa IMOCTYIUIGHHUS M BBIOBITHS Jel
NOJBOAUTCS CyMMAapHbI MTOI MOCTYNMBLIMX JE€JI W OTAEIbHO — MO JEJlaM Ha
Pa3IMYHbIX HOCUTENSAX (OYMaXKHbBIX, JIEKTPOHHBIX, AYAN0, BUJIEO).

OOmrast wToroBass TOAOBas 3alWCh IO TOCTYIJICHUIO W BBIOBITHUIO [
3aBepseTcs MOJANUCHhI0 PAaOOTHHKA apXUBa, OTBETCTBEHHOI'O 32 BEJCHUE YYETHBIX
JOKYMEHTOB, MOJIKCBHIO PYKOBOJIMTEI apXuBa M Jarupyercs. JlaTol MTOroBou
rOZIOBOH 3amucu SIBJISETCS JaTa €€ MOJANUCAHUs PYKOBOJAUTENEM apXuBa (JIULIOM,
OTBETCTBEHHBIM 32 APXUB).

Ecnu opranuzanusi UMEeT CI0XHYIO CTPYKTYPY, TO 3allUCU O MOCTYIUIEHUU
JOKYMEHTOB B KHMI€ ydeTa IMOCTYIJIEHHS] M BBIOBITHS 1€, JOKYMEHTOB MOTYT
BECTHUCH IO KAKAOMY CTPYKTYPHOMY MOAPA3IETIEHUIO.

Ha TuTynpbHOM JMCTe KHUTM Yyd4eTa TMOCTYIJICHHS] U BBIOBITUS Jell,
nokymeHToB (npuinoxenue Ne 11 [paBuit) ykazbiBarorcsi:

— TOJHOE O(PHUIIMATFHOE HAUMEHOBAHNE OPraHU3AlINH;

— Ha3BaHME apXuBa (€CIU apXUB SIBJIAETCA CTPYKTYPHBIM MOIpa3eiICHUEM
OpraHu3aldd, TO Tiepe]l HAaUMEHOBAaHWEM OpraHu3aluHu J00aBISETCS CIOBO
«apXuBY), HATIPUMED:

Axuuonepnoe oowecmeo « Ceemocepsucy

Apxue Axuuoneproz2o obwecmesa « Ceemocepesucy

Ecnu apxuB He ABIISIETCS CTPYKTYPHBIM MOJAPA3AEICHUEM OpraHu3aluu, TO

HA3BAHHE MOXKET OBITh CIEAYIOLINM:
90



Tocvoapcemeennas kopnopauus no amomuou suepeuu "Pocamom”

(I'ockopnopauus "Pocamom”)

Yacmuoe yupexcoenue « Llenmpaibnblil apxus amomMHolu ompaciu

FOCVOGDCI’}’ZeeHHOIZ Kopnopauyuu no aAmoMHOU onepeuu « Pocamomy

(4Y «llenmpamomapxusgy)

Ecnu ¢yHKIMEM apxuBa B OpraHu3aIldd BO3JIOXKEHBI Ha JIPYTroe CTPYKTYPHOE
nojapaziesicHue  (Hampumep,  OTAeN  JIOKYMEHTAI[MOHHOTO  oOecreueHus
VIIPABJICHUSA) WM KOHKPETHOE JOJKHOCTHOE JIMIIO (JIEJONpPOU3BOIUTENS,
Oyxrajirepa, CHenyagucTa 1Mo kKajapam W T.I.), TO T'pada «Ha3BaHHE apXUBa» HE
3aI10JIHSIETCS.

— Ha3BaHHUE ydeTHOro jJokymeHTa (KHura ydera mOCTYIUICHHS W BBIOBITHS
1€, TOKYMEHTOB);

— Neo Toma KHUTH y4deTa MOCTYIUICHUS U BBIOBITHS JIeJ1, JTOKYMEHTOB;

— JlaTa HayaJla ¥ JlaTa OKOHYAHUS BEJICHUS KHUTH y4e€Ta MOCTYIUICHUS U
BBIOBITHS JI€J, TOKYMEHTOB (J]JaTa OKOHYAHUSI MOXKET OBITh MPOCTaBJICHA JIUIIb B
cy4yae JIMKBUJIAIIMKM OpraHu3aiiuu). Ecnu kHura ydera MOCTYIUICHUS M BBIOBITHS
1€, TOKYMEHTOB UMEET TOMa, TO KaXIbli 3aBEPIICHHBIN TOM JIOJDKEH UMETh JBE
KpailHUE J1aThl: HAYaja U OKOHYAHUS BEJCHHUS TOMA U KHUTH.

[Tpumep 3amoIHEHUSI KHUTH y4eTa U BBIOBITUS €, TOKYMEHTOB MIPUBE/ICH B

npusioxkeHuu Ne 9.
3.2. Yder KoJIM4ecTBa U COCTaBa Jell
VYyer KomMYecTBa M COCTaBa JEN OCYIIECTBISICTCS MyTEM COCTABJICHHS B
apxXMBe OpraHu3alnuy omnuced (rofO0BbIX pa3feiioB OMKCEH) e, JOKYMEHTOB

(m. 3.10.,5.5., mpunoxenuss Ne 14 — 18 IlpaBun) Ha OCHOBE oOmHUCEH e

CTPYKTYpHBIX nioapaszaeneHuit (m. 4.31., mpunoxenust Ne 23, 24 IlpaBui). Onucu
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JIeNl CTPYKTYPHBIX TOJpa3/ieNIeHUi XpaHSATCS B apXWBE OpPraHU3alMM B TEUCHUE
Tpex set nocie yreepxaeHus K (3K) romosoro paznena onucu.

Onucu nen, MOKYMEHTOB B apXHMBE OpraHu3alMy MpeJHAa3HAuYeHbl IS
NOEAUHUYHOTO M CYMMApHOI'O ydeTa €IWHUI] XPAaHEHUsS; 3aKPEIUICHHUS MOopsKa
CUCTEMAaTH3allUM €JIMHUI] XPAHEHMs; ydeTa HW3MEHEHUH cocTaBa M o0beMa
ApPXMBHBIX JJOKYMEHTOB, BKJIFOUEHHBIX B OIUCH JIEIL.

B apxuBe opraHuMzanuu ONHMCH BEIYTCS OTAEIBbHO Ha Jiefla MOCTOSHHOTO
XpaHEeHUsl, MO JUYHOMY COCTaBy, BpeMEHHbIX (cBbllie 10 JieT) CPOKOB XpaHEHUS
(mpunoxkenust Ne 14, 15, 16 IlpaBun). [laHHbIe O JOKyMEHTaxX 3a ONMpPEACICHHBIN
roJl, MOCTYNHBIIKE B apXUB OPraHU3alMH, COCTABISAIOT TOAOBOM pa3fesl OMHCH
JieJ1, TOKYMEHTOB.

['onoBBIE pazfenbl ONUced 3JIEKTPOHHBIX JEN, JOKYMEHTOB COCTAaBIISIIOTCS
Ha JJIEKTPOHHBIE JieJla TOCTOSHHOIO CPOKAa XPAaHEHMsI W Ha 3JIEKTPOHHBIE Jelia
BpeMeHHBIX (cBbImie 10 net) cpokoB xpaHeHus (mpunoxeHuss Ne 17, 18 I[Ipasu)
HAa OCHOBE OIMCEH AJIEKTPOHHBIX JEJ CTPYKTYpPHBIX monpasaeneHuid (m. 4.34.,
npuioxenue Ne 24 Tpasun).

IlepBoouepenHoi 3amadel apxuBa OPraHU3alMM SIBISETCS COCTABJIICHUE
TOJOBBIX PAa3/EJIOB ONMCEW el IMOCTOSHHOI'O CpPOKAa XPAaHEHUs, B TOM YHCIIE
AIEKTPOHHBIX, C LIEJIbI0 00ECIIEUEHHS] UX COXPAHHOCTU U MOCIENYIOUIeH nepeaadn
B TOCY/IapCTBEHHbIN (MyHULIMIAIBHBIN) apXUB.

CocraBneHue rojloBOro pasjesna OlnucH Ael, JOKYMEHTOB BKJIIOYAeT B ceOsl:
oopmiileHHEe PEKBU3UTOB 3aroJOBOYHON YacTH M (PUKCALMIO YYETHBIX JAHHBIX B
OIMKCATETHLHON YacTU OMUCH.

K pexBu3zutaM 3arojoBOYHOM YacTW TOJOBOrO pas3jiesia ONUCH Al
OTHOCSITCS:

— monHoe (M B CKOOKax COKpalleHHOe) OQUIUATbHOC HaWUMEHOBaHUE
opranu3anuu (€ciad B ONUCh BKIIOYAIOTCA JOKYMEHTHI 3a IMEpUOA, KOrja

opranm3anusga UMEjla MHOC HA3BAHUC, B 3aroJIOBOYHOM 4acTH OIIMCH YKa3bIBaACTCA

92



HAUMEHOBAaHUE OpraHU3allMi, COCTABUBIICH W YTBEpAMBIICH TOJOBOW pazjeln
OIHCH);

— HoMmep (donpa (Ne 1 — nmust apxuBa, XpaHALIEro OAMH (OHI; B apXUBax
OpraHm3aiui, XpaHsmmx ngena Oonee uveMm ojaHoro ¢oHaa, HoMep (oHaa
npucBanBaercs mo cnucky ¢ouaos (1. 3.8. [IpaBun, pasmen 3.4. Meroamueckux
pEeKOMEHJaIuil); B apXWBaxX OpraHu3alluii — WMCTOYHUKOB KOMILJIEKTOBAHUS
rOCYJApCTBEHHBIX W MYHUILMMNAIbHBIX apXUBOB IMPOCTABIAECTCA HOMEp (oHa,
KOTOPBIN MPUCBOCH MY TOCYAaPCTBEHHBIM (MYHUITUIIATHLHBIM) ADXUBOM B MOMEHT
NEPBOr0 yTBEPXKACHUS (CoriacoBaHMs) omHcei (TOMOBBIX pa3AesioB OMHUCEH) C
OIIK apXWBHOTO YUpEXKICHHUS);

— HOMEp ONUCH JeJd, JTOKYMEHTOB B COOTBETCTBUU C JHUCTOM (oHJIa
(m. 3.10. IpaBun);

— TO/[I, 32 KOTOPBIl Jejia BHOCSTCS B pa3ien;

— Tpu( yTBEpXKICHUS PYKOBOJUTENIEM OpraHU3AIINH.

HasBanusiMu pa3zenoB B TOAOBBIX pa3fenax Onuced 1ed, JTOKYMEHTOB
MOTYT BBICTYIATh Ha3BaHUS CTPYKTYPHBIX MOApA3ICICHUN Opranu3aiuu (B ciaydae
NEPEUMEHOBAHMSI  CTPYKTYPHOTO MOJAPA3JEICHUS HUCIOJb3YETCS  IOCIEIHEe
HAaUMEHOBAHUE B TOAY), Ha3BaHUs (YHKIIMOHAIBHBIX HAMPABJICHHUN NEATEILHOCTH
OpraHu3alMy, HAUMEHOBaHUS aBTOPOB JIOKYMEHTOB WJIM HHOE, COIJIACHO
NPUHATOM B apXWBE OpPraHU3allMd CXeMe CUCTeMaTh3aluuu (IPUHIUIIOB
CHUCTEMAaTH3alliN) apXMBHBIX TOKYMEHTOB (1. 2.9. — 2.11 IIpaBu).

OnucarenbHble CcTaTbU (OmHUcaTelbHAsE CTAaThsl — 3arojlOBOK Jena ¢
OTHOCSIIIUMUCS K HEMY CBEJICHUSAMM) TOAOBBIX Pa3/IeJIOB OMUCEN el HyMEPYIOTCS
B BajoBOM mnopsanake (rpada 1), Hymepanus KaXJoro IMOCIEAYIOIIEr0 roJ0BOrO
paszznena OyneT HaYMHATHCS C YKCIIa, CIEIYIONIEro 3a TeM, KOTOPhIM 3aKOHYHIIACh
HyMepalus NpeblTyIIero pas3iena.

[IpomnymieHHble MPU COCTABIECHUHU T'OJIOBOTO pas3feia OMKMCH 3ar0oJIOBKH el

IIpu UX HC3HAYHUTCIIbHOM KOJIHYCCTBC BKIIIOYAIOTCA B COOTBGTCTBYIOHII/Iﬁ FOI[OBOI?'I
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pa3men omuCH TIOJ JHUTEPHBIMA HOMEPaMH B COOTBETCTBUU CO CXEMOM
cucreMaru3auuu. Ecim koamuecTBO M3MEHEHUH CYHIECTBEHHO, TO TOJIOBOM pa3zen
MEPEeCOCTaBIIACTCS WM K HEMY COCTaBJsIeTCS JOMOJHUTENbHas omuch. I[locme
YyTBEPXKACHUS (COTJIacCOBaHMS) TOJOBBIX pa3[elioB ONKMCEW e, TOKYMEHTOB,
BHECCHHE B HUX UW3MCHCHHHA BO3MOXHO TOJBKO TIOCIE  MPHUHSATHUS
cootBeTcTBYytoLIEero peuenus 1K apxuBHOro yupexaeHus.

3aroyoBKH eI, COIEPKaIINX TOKYMEHTHI 32 HECKOJIBKO JIET, BKJIIOUAIOTCS B
TOZIOBOW pa3jiell OMUCH Jied B 3aBUCHUMOCTH OT BHJA JOKYMEHTa OO 1o jare
3aBe/ieHUs (HampuMep, i1 TaKUX JOKYMEHTOB, Kak IIporpaMMa pa3BHUTHA,
MEPCICKTUBHBIN TUIAH Ha HECKOJBKO JIET W T.I.), JUOO MO JaTe 3aBepIICHUs
(Hampumep, IJIs1 MePeXOoIAIInuX JAe).

3akperieHne 3a KaXIbIM JIEIOM B TOJOBOM pasfeje OMHUCH JIeNd
CaMOCTOSITENIFHOT'O WHAMBHUIYAIbHOTO MOPSIKOBOTO HOMEPA, KOTOPBIA SBIISETCS
HOMEPOM CIMHHIIBI XPAHCHHUS B apXWBE OpPraHU3alliy M BKJIIOYACTCS B apXWBHBIN
mmdp, oOecrieynBacT TOCTUHWYHBIA y4eT CIWHUI] XpaHEHHS B apXHBE
OpraHHU3aIlHH.

ConeprkaHre onucaTeIbHBIX CTaTel OMHUCH JIeJ, TOKYyMEHTOB JOKHO TOYHO
COOTBETCTBOBATh CBEJICHUSM, BRIHECEHHBIM Ha 00JIOXKKH e (mpuiokenue Ne 5).

I'padpa «Ilpumeuanune» npenHasHaueHa AJisi OTMETOK O BBIOBITUH eI,
0COOCHHOCTAX (PU3UIECKOTO COCTOSHUS 1T U JIP.

[Tpu BHECEHMM B T'OJIOBOM paslied ONMWCH TMOAPS OJMHAKOBBIX 3aroJOBKOB
JIe]T BCE 3ar0JIOBKU JIeNa 3aliChIBAIOTCS MOJTHOCTHIO, HE JOMYCKAeTCsl MPUMEHEHUE
dopmymupoBku «To xe» (Ipu aBTOMATU3UPOBAHHOM BEJCHUH OIHCH I TIOMCK
M0 TaKUM 3aroJIOBKaM HEBO3MOKEH).

CyMMapHbIif y4eT eIuHHI] XpPaHEHUsS JOCTHraercs IyTeM odopMieHus
WTOTOBOM 3alHMCH K KaXXJIOMY TOJOBOMY pas3felly OMHUCU Jied, AOKYMEHTOB, B

KOTOpOil IuppamMu ¥ IPONUCKHIO YKa3bIBACTCS:
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— (paKkTUYECKOE KOJMYECTBO E€IMHUIl XPAHEHUS, BKIIOUYEHHBIX B TOJOBOM
paszgern;

— TIEPBBIM U MOCIEIHUN HOMEpA €ANHULl XPAHCHUS;

— 0COOEHHOCTM HyMeEpaluH: JUTEpHblE W TMPOMYIIEHHbIE HOoMepa (ams
TOJIOBBIX PA3/IEJIOB OMKUCEN AIEKTPOHHBIX /1€ YKa3bIBAE€TCS 00U 00BEM 3amuceit
B MO).

[IpuMep UTOroBOM 3aMCH K TOJIOBOMY Pa3Aeily OIUCH JEIL:

B nannbIit pa3nen onucu BHECEHO 25 (1BaILATH MSITh) nern,
(undpaMu 1 IPOMUCHIO)
cNe 19 mo Ne 43 , B TOM YHCIIE:

JUTEepHbIe HOMepa: 21a
ponyIieHHbIe Homepa: 39

[Ipumep UTOroBOM 3aMKMCH K TOJOBOMY Pa3zely OMHUCH 3JIEKTPOHHBIX AEII:

B nannsiii pa3gen onucu BHeceHo 12 (TBEeHAAIIATH) e,
(mrdpaMu 1 IPOMTUCHIO)
¢ Ne 24 (nBaauaTth 4eTwIpe) o Ne 35 (Tpuauarte IATH)
(undpamu 1 TPONKCHIO) (undpaMu 1 TPOMHUCHIO)
00BeMoM 5 MO0.

UroroByro 3amuch K TOAOBOMY pa3lielly OINUCH JieJl TOANUCHIBAET
COCTaBHBIINI €€ pabOTHUK, OTBETCTBEHHBINM 3a BEJICHUE YYETHBIX JOKYMEHTOB
apXvBa OpraHu3alliyd U PYKOBOJHUTENb apXuBa (JIUI0, OTBETCTBEHHOE 32 apXUB).
Ecnu utoroByro 3amuch K TOOOBOMY pa3JieNly OMUCH JI€JI COCTABJIS PYKOBOJUTEIND
apxuBa (U110, OTBETCTBEHHOE 3a apXHB), TO OH MOJIKUCHIBAET UTOTOBYIO 3aIUCh
JIBa pasa, Kak YCTaHOBJIEHO (hOPMOM YUETHOTO JOKYMEHTA.

Ecnu onuck nen, JOKYMEHTOB COCTOMT M3 HECKOJBKUX TOAOBBIX Pa3ieioB,

TOMOB, UTOrOBasl 3allUCh COCTaBIIIETCS K KaKIOMY TOJOBOMY pasfeily, TOMY;
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KpOME TOro, K KaXJIOMY TMOCIEAYIOIIeMy TOJ0BOMY pas3ieny, TOMY B
HapacTarolleM MOPSJIKE COCTaBIIIETCs CBOJIHAs uTorosas 3anuch (1. 3.10 IIpasu).

B apxuB opraHuzanuu MOryT MOCTYNUTb WM MOTYT BBIOBITH Jela,
OTHOCSIIIIMECS K YK€ COCTABJIEHHOMY U O(OPMIIEHHOMY T'OJI0OBOMY pa3/ieNly OMHUCU
nen. B aTom ciiydae mocie BHECEHHS 3aluced O MOCTYIJICHUM WA BBIOBITUU e
COCTaBJISIETCA HOBAasi UTOrOBasl 3alKcCh. B apXxuBax OpraHu3aluii — MCTOYHUKOB
KOMIIJIEKTOBaHUS TOCYAapPCTBEHHBIX (MYHULIMIAIBHBIX) apPXUBOB OMUCH (TO10BbBIE
paszenbl OmUceid) el MOCTOSHHOTO XPAHEHHsI COCTABISIOTCS HE MEHEe YeM B
YeThIpex AK3eMIULIpax (3 — Ha OymMakHOM HocuTene, | — B 3JIEKTPOHHOM BUJE) U
noaiexar coriacoBanuto [IOK (9K) opranuzanuu.

CornacoBannbie ¢ I[OK (OK) opranmzanuu omucu (roIOBBIC pa3/eiibl
OIMCEe) JIeN TIOCTOSITHHOTO XpaHEHWs mepenatorcss Ha paccmorpenue OIIK
ApPXMBHOTO YUPEKICHUS JI1 YTBEPHKICHUS.

ITocie yrBepxaenus OIIK apXMBHOro ydpexJIeHHs ONMCEN (TOAOBBIX
pa3lenoB  OmHMCel) el TOCTOSHHOTO  XPAaHEHUS  OHHM  YTBEPXKIAOTCS
PYKOBOJIUTEIEM OpraHU3aLlNH.

B rocynapctBeHHbIN (MYHULIMMTAIBHBIN) apXUB NIEPENAETCS IBa dK3EMILIIpa
omuced (rolOBBIX pa3zesioB OMKCEH) JieN MOCTOSHHOTO XPAaHCHHS Ha OYMa)KHOM
HOCHUTENIE U OJMH B DJIEKTPOHHOW ¢opMe B KadecTBE pabouero 3K3eMIuisipa
(m. 5.5. TlpaBun). OnuH 3K3EeMIUIIp TOAOBOrO pasjiesia OMUCHU JIeN MOCTOSHHOI'O
XpaHEHHUs Ha OyMa)KHOM HOCHUTEJIE OCTAeTCsl B apXUBE OpPraHU3alUU.

[lociie yTBEpX AEHUS TOJOBBIX pPA3JEIOB OINHCEH JeJl BHECEHHWE B HHUX
U3MEHEHHUH JOMYCKAeTCsl TOJIbKO MOCIE MPUHSITHS COOTBETCTBYIOIIETO PELICHUS
OIIK apXuBHOTO y4peKICHHS.

Omwcy (roJ0BBIC pa3/Ielibl OMUCEH) Jel BpeMeHHBIX (cBbime 10 1et) cpokoB
XpaHEHUs COCTABJISIIOTCS HE MEHEE YEM B JIBYX IK3EMILISIPAX.

Onwucu (romoBbIe pa3zeiibl OMKucei) el BpeMeHHBIX (CBbie 10 JeT) cpoKoB

xpaneHnus nomiexar corjacoBanuto I[[OK (OK) opranuzamuu, mnocne yero
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YTBEPKIAKOTCS PYKOBOJUTENIEM OpraHu3aluu. ['00OBbIE pa3lenbl OMUCH eIl
BpeMeHHBIX (cBbime 10 JI€T) CpOKOB XpaHEHUSI B TOCYJapCTBEHHBIM
(MyHMITUTIATLHBIN) apXUB HE TIEPEIAOTCS.

Onucu (romoBbie pas3feibl OMHCEH) Jel MO0 JIMYHOMY  COCTaBy
COCTaBJISIIOTCS:

— He MeHee yeM B 4-x sk3eMiursipax (3 — Ha OymaxkHoM HocuTtene, 1 — B
AJIEKTPOHHOH (hopMe) - B apXHMBax OpraHHM3aIluii — UCTOYHHUKOB KOMIUICKTOBAHUS
rOCYJapCTBEHHBIX U MYHUIIUTIAIbHBIX APXUBOB;

— HE MEHee 4YeM B 3-X DJK3eMIULIpax - B apXuBax OpPraHU3aluil, HE
SIBJISIFOLLIUXCS MCTOYHUKAMHU KOMILIEKTOBAHUS rOCYJapCTBEHHBIX u
MYHULUIAIBHBIX apXUBOB.

Onucu (TomoBble pasfenbl ONMUCEH) JIen 10 JIMYHOMY COCTaBy TaKkKe
cornmacoBbiBatoTess  [IDK (OK) opranmszamuu, a 3arem TmepenailTcs Ha
cornacoBanne OIIK apxuBHOro yupexzaeHusa, mnocie coriacoBanusa OJIIK
ApPXUBHOTO YUPEKJEHUS YTBEPXKIAIOTCS PYKOBOJUTEIEM OpPraHU3alIHH.

B rocynapctBenHbIi (MyHUIIMITAILHBIN) apXUB TIEPEaeTCs OANH dK3EMILISP
OMHUCHU TIO JIMYHOMY COCTaBy Ha OyMa>XHOM HOCHUTEJIE W OJUH B DJIEKTPOHHOMU
¢dbopme B kadecTBe pabouero sk3emiusipa (m. 5.5. [Ipasun).

Onucu (rogoBble pasieiibl OMKCEH) Jen, JOKYMEHTOB MPEICTaBIISIOTCS Ha
paccmoTpenue DIIK apXuBHOro ydpexxaeHusi HE MO3JHEe, YeM uepe3 TpU Toja
IIOCJIE 3aBEPIICHHUS B AEIOMPOU3BOICTBE JEJI, BKIIFOUEHHBIX B Pa3/iell ONUCH.

Pemienune o ToM, B kakom ¢opmaTe, Ha KAKOM HOCUTEIE U KAaKUM CIIOCOOOM
OydeT mpeaocTaBlieH padouMii SK3EeMIUISIp OMUCH B DIEKTPOHHOU (dopme,
MPUHUMAETCS COBMECTHO NEPENAIONICH W MPUHUMAIOIIEN CTOPOHOM, C Y4ETOM
XapakTepa MpenojaraéMbix padoT ¢ HK3EMIUISIPOM.

['paduueckoe mpeacTaBieHUE COCTABICHUS TOJOBBIX PA3/EIOB OMKCEH e,

JIOKYMEHTOB TpeJICTaBIeHO Ha cxeMe 18 mpumoxxenus Ne 4.
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B yueTHble naHHBIC TOJOBBIX PA3/EIOB ONMKUCEN J€JT BHOCSATCS U3MEHECHUS B
CIEAYIOUIUX CIyYasx:

— IO pe3yJibTaTaM MPOBEPKHU HAMYHUSA U COCTOSHUS ApXUBHBIX JIOKYMEHTOB
(mpu 0OHApY>KEHUU HEYYTCHHBIX JIeJl, yTpadeHHBIX aei (1. 2.39. — 2.44. TlpaBun);

— MO0 pe3yjbTaTaM TMPOBEACHUS SKCIEPTU3bl IIEHHOCTH JOKYMEHTOB U
BBIJICJICHUS [ K YHUUTOXKECHUIO;

— TIpU TIepeaave apXuBHBIX JTJOKYMEHTOB Ha MTOCTOSTHHOE XPaHEHHUE;

— MpH JINKBUJALTNN OpraHu3aluu u nepejaye JTIOKYMEHTOB
MPaBOMPEEMHUKY WJIM B TOCYIaPCTBEHHBINA (MYHUIIUTIAIBHBIN) apXUB.

Bce u3MeHeHus B TOJIOBbIE€ Pa3/eibl OMUCEH /e BHOCATCS HAa OCHOBAHUU
COOTBETCTBYIOIIMX aKTOB. B akTax — OCHOBaHUSAX JJIsi BHECEHHUS W3MEHEHUU B
YUETHBIC JOKYMEHTHI, POCTABIICTCSI OTMETKA O BHECEHUU U3MEHEHUN B YUETHBIE
JTOKYMEHTHI. Tak)ke COOTBETCTBYIOIIME U3MEHEHHS BHOCITCA B UTOTOBYIO 3aIMUCh K
rOJIOBOMY pa3Jiesly OMUCH €I, TOKYMEHTOB.

I'padpuueckoe npencrasnenue npouecca 3.2. «Y4eT KOJIMYECTBA U COCTaBa
Jie7» IpeacTaBiieHo Ha cxeMe 19 nputoxenus Ne 4.

l'omoBbie paznensl omuced Jen HE NepersieTaroTcs, He MOAIIMBAIOTCS, a
XpaHsATCS B IMankaXx B apXWBE OpPraHu3aluyd O 3aBEpIICHUS OIMCH JIel,
JIOKYMEHTOB.

K mnepBoMy ronoBoMy pasznaeny ONUCH €1 COCTABISIETCS CIPABOYHbBIN
anmapat (cM. pa3aen 4 Metoauueckux pekoMeHaanui, m. 5.5. [Ipasu).

Hywmepanus nuctoB rogoBeix paszaenoB 1 HCA omnucu ien ocyiecTBisercs
pu 0pOPMJIICHUH 3aKOHUCHHOM OIMUCH JICII.

COBOKYIMHOCTh TOJIOBBIX Pa3/I€JIOB OMHCH JEJ COCTaBIIIET 3aKOHUCHHYIO
OMHUCh. 3aKOHYCHHAs OINHUCh MOXKET coaepkaTh He Oosiee 9999 ommcarenbHBIX
cTaTei.

K 3akoHYeHHO# OmMCH A€l COCTaBJISCTCSA CBOJHAS WTOrOBas 3aIlMCh IIO0

dHaJIOTMHN 1 Ha OCHOBAHHMH CBOJIHBIX MTOI'OBBIX 3anucen I'OAOBLIX PA3aCIOB OIIMCH
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nen. Jlns obecriedeHusi JOCTOBEPHOCTH CBEPSIIOT MOKA3aTelIN CBOJHOW WUTOTOBOM
3aliCH K OMHCH JIeJT C CYMMOM MoOKasareliel jmcta (poHIa B XPOHOJIOTHUECKUX
pamMKax, COOTBETCTBYIOIIMX TOJOBBIM  pasaenamM  omuch  jaenl  (CM.
pasnen 3.5. MeTon4ecKuX PeKOMEH Al ).

K 3akoHUEHHOW OIMUCH JENT COCTaBJSETCS JIMCT-3aBEPUTENb (TIPHIIOKCHHEC
Ne 6), Bkimrogaronuii B ce0s:

— HOMEp OIIHCH;

— HOMep (doHa;

— CBEIEHUS O KOJUYECTBE IPOHYMEPOBAHHBIX JIMCTOB B OINHCH eI
(mudpaMu ¥ TPOMUCHI0) ¢ YKa3aHWEM, B TOM YHUCJE, JIUTEPHBIX U MPOITYIIEHHBIX
HOMEPOB;

— TIOJIITUCH COCTABUTEINS M JIaTy COCTABIICHUS.

3aKOHYEHHAs OMUCh JIeN 3aKJII04YaeTcs B  TBEPAYID OOJIOKKY U
neperieTaeTcsl.

[Tocnenyronue rogoBeie pasienabl onucu (HOPMUPYIOT HOBYIO OMHCH €T,

KOTOPOM I10 PEECTPY OMUCEN MTPUCBAUBAECTCSA CIIEAYIOLINAN TOPSIAKOBBIM HOMED.

3.3. Yuer KoimuecTBa U cOCcTaBa ONUCEN e

B nensx ydera onucein 1€l B apXWBE OpPraHU3allMU BEIETCS PEECTP OMUCEN
(m. 3.11., npunoxxenune Ne 19 Ilpasun). Ilo peectpy omuceld apxuB OpraHu3aluu
BEJIET MOCAUHUYHBIA U CYMMapHBbIA YYET OIUCEN JEIl.

Onuce nen, cocrosiias U3 HECKOJbKUX TOMOB, YYUTBHIBAETCA B PEECTpe
OmuceHN Kak OJHa OMUCH.

[Ipyu mnepBoM MOCTYIJIEHHH JIOKYMEHTOB B apXUB OpraHU3allud U,
COOTBETCTBEHHO, O(POPMJICHMU TIEPBBIX TOJOBBIX PAa3JENOB OMNUCEH e
(mpunoxkenuss Ne 14-18 TIlpaBun), Ha ocHOBe pa3pabOTaHHOH CXEMBI

CUCTEMaTH3allud JOKYMEHTOB B apXWBe pPAaOOTHHK apXWBa, OTBETCTBEHHBIN 3a
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BEJICHUE YYETHBIX JTOKYMEHTOB, HAUMHAET y4eT omnucei nen B peectpe. Homepa
OIKCSIM TIPUCBAMBAIOTCS B COOTBETCTBUU ¢ jmcToM (donaa (1. 3.10 IMpasun). Kax
MPaBUJIO, MEPBbIM MOPSIKOBBIA HOMEp NMPHCBAUBAETCA ONUCHU JAEN IMOCTOSHHOIO
XpaHEHUs, BTOPOM — ONUCU AEN MO JUYHOMY COCTaBY, TPETUH — ONHUCU eI
BpeMeHHBIX (cBbiie 10 neT) cpokoB xpaHeHus. [lpu Hamuuuu B OpraHusaluu
CEKPETHBIX JeJ, CHeru(UUEeCKnX, XapakTEePHBIX TOJBKO JJISI 9TOM OpraHu3aiuu
JieI, ISl UX y4eTa MOT'YT 3aBOJIUTHCS OTAeibHbIe onucu. [Ipu 3ToM opranuzanusam
— UCTOYHUKAM KOMIUIEKTOBAHUS CIEAYET IPUHUMATh PEIIEHHUE O 3aBEICHUU TaKUX
onucei coBMecTtHO ¢ DIIK apXuBHOro yupexaeHus.

Peectp ommceln COCTOMT W3 TUTYJBHOIO JIMCTA, OMUCATEIBbHOW YacTU U
UTOTOBOM 3aIUCH.

Ha TuTynbHOM JsHcTE peecTpa ONHMCEH YKa3blBaIOT HAaWMEHOBaHUE
OpraHu3alluy COIJIACHO YYPEAUTEIbHBIM JOKYMEHTaM HAa MOMEHT COCTaBIICHHS
OMHMCH, a TaKXe NPOCTABJAIOT JaTy Haudalla BEJCHUs peecTpa omnuceid. Jlara
OKOHYAHHUS BEJICHUS PEecTpa OMHUCEN MOXET ObITh MPOCTaBJIEHA JUIIb B CIy4yae
JUKBUJIALIMM OpPTaHU3AlMK C TOCJEAYIoNIe mepenadeit apxuBHOro (GoHma
OpraHu3alluy Ha XpaHEHUE B TOCYAapCTBEHHBIN (MYHULIMTIATBHBIN) apXUB.

OnucarenbHas 4aCTh PEECTpa OMKUCEN 3aMOIHIETCS CIeAYIOIINM 00pazoM:

— rpaper  1,2,3,4,10 3anonHsAOTCS  OJHOBPEMEHHO C  HayajioM
oopmiieHUsI TIEPBBIX TOJAOBBIX Pa3ZesIOB OMUCEH /e MOCTOSHHOIO XpaHEeHHUs], IO
JUYHOMY COCTaBY U JieJl BpeMeHHbIX (cBbilIe 10 JeT) CpOKOB XpaHEHUSI.

— tpadbr 5,6,7,8,9 3amonHAIOTCS HAa OCHOBAHUU COOTBETCTBYIOIIUX
JAHHBIX 3aKOHYEHHOW OIKCH JIETT.

ExerogHo mo cocrosiHuio Ha | sHBapsi B peecTpe OMUCEN COCTaBISETCS
UTOTOBAasl 3aIIMCh O KOJIMYECTBE OMUCEU JEN, XPAHSAIIUXCS B ApXUBE OpPraHU3allvu,

a TaKKC JaHHBIC O ITOCTYIIMBIINX U BBIOBIBIIINX 34 roa OImuciax Aci.
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WtoroBast 3amuch peecTpa ONUCEH 3aBepsieTCsl NOANUCAMU pPaOOTHHKA
apXuBa — COCTABUTEINS PEECTPA U PYKOBOAMTEN apXxuBa. J[aToi UTOrOBOM 3aIlnch
ABJIAETCA J1aTa €€ MOANUCAHUS PYKOBOJIUTEIEM apXUBa.

[Ipumep nociieqOBaTENILHOIO 3allOJIHEHMSI PEECTpa OINHUCEW NPUBEIEH B
npuiiokeHuu Ne 7.

I'padmueckoe npexacrasnenue mnpouecca 3.3. «Yder KOJIMYECTBa U COCTaBa

omnucen aem» npeacraBieHo Ha cxeme 20 npunoxxenust Ne 4,

3.4. Yuer xonudecTBa (DOHIOB apXHBa

B apxuBe opranuzaiuu, XpaHsiieM TOKYMEHThI Oosee ueM ofgHoro (oHjaa,
BeleTCA y4yeT KoiuuecTBa (oHIoB. g 3TOM I1enu BemeTcsl CIUCOK (POHIOB
(m. 3.8., mpumnoxenue Ne 12 [IpaBui). Crnucok (oHAOB oOecrieurBaeT BEACHHE
CYMMapHOTO U MHAMBUAYAIBHOIO ydeTa KoJudecTBa (DOHIOB, HAXOASAIIMXCA Ha
XpaHEHUHU B apXUBE U BHIOBIBITUX U3 apXHBa.

CBeneHust B CIMCOK (POHIOB BHOCATCS NP MEPBOM IOCTYIJICHUH B apXUB
OpraHu3alyy JOKYMEHTOB BTOPOT'O apXUBHOTO (OHIA.

OcHoBaHueM [UIsl BHECEHHUS JaHHBIX B CIHCOK (POHIOB SBIISIOTCA
JOKYMEHTBI, COITPOBOXKIAOIIME TIOCTYIJICHUE WU BRIOBITHE (DOH/IA.

Crucok (OHIOB COCTOUT M3 THUTYJIBHOIO JIMCTA, OMUCATENLHOM YacTH U
UTOTOBOM 3aITUCH.

Ha tutynbHOM nucte cicka GOHAOB yKa3bIBaeTCs:

— HAaMMEHOBAHUE OPraHU3allMU COTJIACHO YYPEAUTENIbHBIM JIOKYMEHTaM Ha
MOMEHT COCTaBJICHUS CIIUCKa (OH/IOB,

— Ne Toma cnucka ¢oHIOB (U1 apXMBOB OpraHu3alvii, XpaHsIIHUX
3HAYUTEIHbHOE KOJIMUECTBO ApXUBHBIX (DOHJIOB);

— JaTa Havayla BeJCHUs crucka POHI0B (COOTBETCTBYET (PaKTHUUECKOU JaTe

€ro 3aBEJICHUS B apXMBE OpraHU3aluNn);
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— JlaTa OKOHYaHUS BeJAEHUS cHucka (oHAOB (COOTBETCTBYET Jare
JUKBUJALMM  OpraHM3allMii C [OCJIEAYIoLleld mepefadyeidl ee JIOKyMEHTOB
OpraHu3alMU-TIPABOIIPEEMHUKY WM B TOCYIApPCTBEHHBINH (MYHUIIUTIATbHBIN)
apXMB).

B rpade 1 «Ne ponma» crucka GoHIOB yKa3bIBaeTCs MOPSIKOBBIA HOMEP
¢oHna mo cnucky (OHIOB B XPOHOJIOTMYECKOM IOCIEAOBATEIbHOCTH UX
NOCTYIJICHHs (YY€THBIM HOMEpPOM apXWMBHOTO (pOHIA OpraHW3alud — MCTOYHHKA
KOMIUIEKTOBAaHUSI TOCYJapCTBEHHOro (MYHHUIIMIAIBLHOTO) apXuBa, SIBISETCA
YYETHBIH HOMEp, MPHUCBOECHHBIM 3TOMY apXMBHOMY (DOHAY OpraHU3alUU
rOCY/IapCTBEHHBIM (MYHULMIIATbHBIM) apXUBOM).

O0benMHEeHHOMY apXuBHOMY (oHAYy, 00pa3oBaHHOMY H3 (OHIOB, paHee
YUTCHHBIX CaMOCTOSITEIbHO, TPHUCBAWBACTCA OIUH U3 HOMEpPOB (HOHJIOB,
BKJIIOYEHHBIX B COCTaB 00bEIUHEHHOI'O apXUBHOTO (POHIA.

Ecin ¢oHn comepkuT o0co00 ILEHHbIE JOKYMEHTBI, K €ro HOMeEpYy
nobasisercsa naaeke «OLy».

VYyeTHbIil HOMEp, MPUCBOEHHBIN (HOHAY MO CIUCKY (HOHIIOB, COXPAHSIETCS 3a
HUM BO BCEX YUETHBIX JIOKYMEHTaX apXvBa, SIBIACTCA YHUKAJIbHBIM U HE MOXKET
OBITH IPUCBOEH IPYroMy (poHTy.

N3menenue ydeTHBIX HOMEPOB (DOHIOB HE JTOMYCKAETCSI.

B rpade 2 cmnwmcka (oHIOB yKa3bIBae€TCs Jara MEPBOTO IMOCTYIJICHUS
JOKYMEHTOB ()OHJIa B apXuUB OpraHM3aldyd B COOTBETCTBUM C JATOW IEPBOrO
MOCTYIUICHUS! TOKYMEHTOB, yKa3aHHOW B jmcTe (HOHJA; A CO3JAHHOTO B apXHBE
00BEIMHEHHOT0 apXUBHOTO (POH1a ATOM AATOM SIBIAETCS AaTa €ro COo3/1aHusl.

B rpage 3 cnucka QoHIOB yka3bIBaeTCs Ha3BAHHME KaXJAOrO0 apXUBHOI'O
(oHIa, KOTOpOE 3aIMUCHIBAETCS B CIUCOK (POH/IOB HA OCHOBAHUM HCTOPUYECKOM
COpaBKM K (POHAY WIM TUTYIBHOTO JIMCTa ONUCU Jed, JOKyMmMeHToB (m. 3.8.

[IpaBui); Bce mociaeaAyomue nepeuMeHOBaHUsl BHOCATCS TOJIBKO B JIUCT (hOHAA.
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HasBanue apxuBHOro (oH/Ia BHOCHTCS B CIUCOK (DOHJOB C COOJIIOJCHHEM
cnenyronux Tpedosanuii (. 3.8. [Ipasun):

— Ha3BaHUE OOBEAMHEHHOT'O apXHUBHOTO (DOHJA COCTOMT U3 OOOOIIEHHOIO
Ha3BaHMs BKIFOUEHHBIX B €70 COCTAB OJHOPOHBIX apXUBHBIX (DOHIOB, HATIPUMED:

llepsuunvie npoghcorozuvie opeanuzayuu 2opooa H-cxka;

— Ha3BaHHWE OOBEIUHEHHOIO AapXWUBHOTO (OHAA COCTOMT W3 Ha3BAHUS
BBIIIECTOSIIEN  (FOJIOBHOM)  OpraHuM3aliid ¥ OOOOIIEHHOro  Ha3BaHUS
MOJIBEIOMCTBEHHBIX OpraHu3aIfii, Harmpumep:

Axyuonepnoe odwecmeo «Ceemocepsuc» u no08EOOMCMEEHHbIE €M)
opeanusayuu;

— Ha3BaHHE OOBEIMHEHHOIO AapXMBHOrO (OHAA COCTOUT M3 Ha3BaHUS
OpraHm3aiii ©u OOOOIIEHHOTO Ha3BaHUS OpraHU3aAIUH-TIPEANICCTBCHHUKOB,
HaIpuMep:

Axyuonepnoe obwecmeo « Ceemocepsucy u e2o npeoulecCmeeHHUKU.

HasBanus apxuBHBIX ()OHIOB B cOCTaBe 00BEIMHEHHOTO apXUBHOTO (hoHIa
BHOCSITCS B CITUCOK (DOHZIOB 107 Ha3BaHWeM oObeAnHeHHOro (ouma. Haspanus
OpraHm3aIiiii, KOTOphIe BOIUIM B OOBCAWHCHHBIM (OHJ, TPUBOIATCS B JIUCTE
donna. B rpade 4 cniricka GoH0B yKa3pIBACTCS MOJIHOE U COKPAIIEHHOE Ha3BaHUE
apxuBa (UJIM MHOM OpraHu3alum), Kyaa Oblia OCyIIECTBIEHA Mepeaadya apXuBHOTO
(oH/1a TOTHOCTHIO; TIPU YaCTUYHOM Mepeaade JOKYMEHTOB apXuBHOTO (poHa yuer
BBIOBITHSI BeieTCsl B JiUcTe (DOH/IA M KHUTE ydeTa MOCTYIUICHUE W BBIOBITHS e,
JTIOKYMEHTOB.

B rpade 5 ykaspiBaioTcs HaMMEHOBaHHWE, Jara U HOMEp JOKYMEHTa, Ha
OCHOBAaHHMH KOTOPOT'O apXUBHBIN (POH]T BEIOBLT M3 apXHBa OPraHU3aIIHH.

I'pada 6 criucka HOHAOB CIYKUT AJIs CIYKEOHBIX OTMETOK, HAIIPUMEp, IS
yKa3aHWsI PEKBU3UTOB JIOMOTHATEILHBIX IOKYMEHTOB, ITOCTYKHUBITUX OCHOBAHHEM
JUIsl BBIOBITHS apXWBHOTrO (hOHJA; JUIs OTMETKH O BXOKJAEHUU (OHIAa B COCTaB

00BEIMHEHHOTO apXUBHOTO (hOHJIA U JIP.
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ExeroiHo, mo coCTOSIHUIO Ha 1 siHBaps, COCTaBJIIETCS rOAOBas UTOrOBas
3alliCh K CHHUCKY (POHAOB, B KOTOPYIO BHOCSITCS CBEICHHS O HOMEpax (OHJIOB,
BHECEHHBIX B CIIMCOK M HCKIIOUYEHHBIX U3 CIHMCKa, yKa3blBaeTcs (uudpamMu u
IPONKCHIO) KOJIMUYECTBO XPAHSIIUXCS B apXUBE (DOHAOB M CBEJCHUS O KOJIMYECTBE
(mudpamu u mponuchklo) GOHAOB, XpaHIMIMX Jella C 0co00 IEHHBIMHU
JOKYMEHTaMHU, €CJIU TaKhe €CTh (€CIU HET, TO CTAaBUTCS MPOUYEPK).

OTaenbHO B UTOTOBOM 3alTUCH JOJKHBI ObITh YKa3aHbI:

— HOMepa, KOTOpble OCBOOOAMIIUCH B pe3yJIbTaTe yTpaThl, BbIIEICHUS BCEX
JIOKYMEHTOB apXUBHOTO ()OHJA K YHUUYTOKEHUIO B CBS3M C MCTEUEHHUEM CPOKOB
XpaHeHHs, a TakXKe B cllydae BBICBOOOXKIEHHUS YYETHBIX HOMEPOB (OHIIOB,
BOILIEIIITNX B COCTaB 0OBbEIMHEHHOT'O apXUBHOTO (POH/IA;

— HOMEpa BBIOBIBIIUX WM TEPEJAHHBIX apXMBHBIX (DOHIOB, €CIIM TaKUE
UMEIOTCH.

WtoroBas 3amuch 3aBepsieTCsl MOANUCHIO COCTaBUBLIETO €€ pabOTHHKA U
pyKOBOIMTENS apxuBa. J[aTol WTOrOBOW 3amMCH SIBJIIAETCS JaTa €€ IMOAIUCAHUS
PYKOBOJUTENEM apXHUBA.

K cniucky @oH10B MOKET OBITh COCTaBJIEH JIMCT-3aBEPUTEIIb B CIIydae, €CIIU
apXvB OpraHM3allMM XPaHUT OOJBIIOE KOJIMYECTBO (POHJIOB U CHHUCOK (POHIOB
ABJIIETCA MHOTOCTpaHUYHBIM. JIMCT-3aBepuTEeNb CHOUCKA (POHIOB COAEPKUT
CBEICHHUA O KOJIMYECTBE IMPOHYMEPOBAHHBIX JIMCTOB B CHHCKE (POHIOB,
NOJMUChIBaeTC U jarupyercs. [lpu HEOOXOOUMOCTM U 1O YCMOTPEHHUIO
PYKOBOAMTENSI apXWBa OPraHU3AlUU JIMCT-3aBEPUTENb CIUCKAa (POHIAOB MOXKET
OBITH TOTIOJTHEH YTOUHSIOUUMU CBEJICHUSAMMU.

Crrcok (OoHIOB MOAINBACTCS B TBEPAYIO OOIOXKKY.

I'padmueckoe npencrasnenue mpouecca 3.4. «Yder KOJIMYECTBA U COCTaBa

dboHI0B apXxuBay MpecTaBieHo Ha cxeme 21 npumnoxxerust Ne 4.
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3.5. Yuer nu3meHeHuit B KOJIMYECTBE U cocTaBe poHIa

Jlns yueta M3MEHEHHUI B KOJUYECTBE W COCTaBE JEN apXUBHOTO (QoHIa B
apxuBe opraHuzauuu Benercs yuct donnpa. Jlucr donma BemeTcs Mo KaKIOMY
apxuBHOMY (POHIIY U 3aBOJUTCS MPHU TEPBOM MOCTYIUIEHUH JOKYMEHTOB (DOHIA B
apxuB (1. 3.9. [IpaBmi). OO6pazer; 3amonHeHWs Jucta (QoHIAa TpPENCTaBlICH B
npuinoxeHnn Ne 8.

JIuct GoHma CITYKUT IENIAM ydeTa 1o CISAYIONNUM mapaMeTpam:

— y4eT U3MEHEHHI B Ha3BaHUU U XPOHOJOTMYECKUX pPaMKaxX apXUBHOIO
donna;

— YyYeT KOJIMYECTBA U COCTaBa ONuceu jien poHma;

— Y4eT KOJIMYECTBa M COCTaBa €IMHHUILl XPAaHEHHS 10 KaXXA0W OIMUCH JeI;

— y4eT U3MEHEHUM KOJIMYECTBA €AMHUI] XPAHSHUS 110 KaXK/I0M OMHCH JIeTT;

— y4eT KOJMYECTBAa HEOMUCAHHBIX apPXUBHBIX JOKYMEHTOB.

OcHoBaHWEM JIi BHECEHUS M3MEHEHHM O KOJMYECTBE €IMHUIl XPAaHCHHS B
auCT QOHA SBISIOTCS:

OIKCH eI, TOKYMEHTOB CTPYKTYPHOTO TIOJpa3AelieHUs] ¥ TOJOBOTO pa3/erna
CBOJIHOM OMHCH eI, JOKYMEHTOB OpraHU3aluy;

HOMEHKJIaTypa Jell OpraHu3allii, 3aMEHSIONIas TOOBOW pa3/ieNl CBOIHOM
OIKCH /e, TOKyMEHTOB OpPraHU3allNu;

aKT O TEXHUYECKUX OIIMOKAX B YYETHBIX JOKyMeHTax (mpuioxkenue N 4
[TpaBun),

akT 00 OOHapyXEHWU JOKYMEHTOB (HE OTHOCSIIMXCS K JaHHOMY (OHY,
apXxuBY, Hey4TeHHBIX) (pmioxenne N 5 [IpaBun);

aKkT 00 yrpare 1oKyMeHTOB (mpuioxenue N 6 [IpaBu);

aKT mpueMa-Tiepeiadun apXMBHBIX JOKYMEHTOB Ha XpaHeHue (mpuiioxeHne N

20 TlpaBwun);
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aKT O BBIJICJICHUU K YHUUYTOKEHHUIO APXUBHBIX IOKYMEHTOB, HE MOJICKAITUX
xpanenuto (nmputoxxkenue N 2 11IpaBui);

aKT O HEUCITPABUMBIX MOBPEKICHUSIX apXUBHBIX JOKYMEHTOB (ITPUIIOKEHUE
N 22 I[IpaBwun).

JIuct onga BKIIIOYAET B ce0s1 3ar0JIOBOK U JIB€ OCHOBHBIX YaCTH:

1. Y4eT HeonmMCcaHHbBIX TOKYMEHTOB.

2. Y4eT ONMCaHHBIX JOKYMECHTOB.

B 3aronoBouHoif yacTu arcta PoHIa yKa3BIBAIOT CICAYIOIIUE CBEICHUS:

— HoMep (oHAA: TPOCTABISAETCS MO CIHUCKY (POH/IOB;

— MECTOHAXOXKJeHHE (OHIA: YKa3bIBACTCS HAMMEHOBAHWE OPraHHU3aIuH,
XpaHsmen nena (QoHJa COrJIaCHO YYPEAMTENbHBIM JIOKYMEHTaM Ha MOMEHT
oopmueHus mucra GoHma;

— JaTa TEpBOro MOCTYIUICHHS Jen (OoHAa: YKa3bIBaeTCs Jlara MEpBOro
MOCTYIUICHHUSI JIOKYMEHTOB (OHJa B apXWB OpraHu3aluu, KOTOpas JI0JDKHA
COBIMAMATh C COOTBETCTBYIOMIEH aTOW B MHBIX YUETHBIX IOKYMEHTAX: KHUTC y4eTa
MOCTYIUICHHS] M BBIOBITHS €], TOKYMEHTOB, criucke (OHAOB (MIpU HAIUYUHN); JUIS
00BbETMHEHHOTO apXUBHOTO (hoHJ1a (ApXUBHOM KOJUIEKIIMHU) 3TO MOXKET OBbITh JaTa
ero (ee) co3aHus B apXrMBe OpraHU3alluu;

— KpailHue aaThl JUIs Kaxjaoro HaszBaHus (onma (rpada 1 3arosoBka):
COTJIACHO WCTOPHUYECKOM CHpaBKE WM HOPMATHBHBIM IIPABOBBIM aKTaM O
CO3/IaHMM, PEOpraHu3aluyd U JIMKBUJALMU OpraHusaiuu-(QpoHmaoo0pa3oBaTes
YKa3bIBAIOTCS HadallbHAass W KOHEYHAs JaThl (PYHKIIMOHUPOBAHMS OPTraHU3AINH -
dbonmooOpa3zoBarensi, HE3aBUCUMO OT Haluuusl B (POHJE JTOKYMEHTOB 3a 3TOT
TIEPHUOJI, TIPH ITOM:

Ui O0BEIMHEHHOTO apXWUBHOIO (OHJA, OOpa30BAaHHOTO IO MPUHIIHUITY
MMOYMHCHHOCTH, YKa3bIBAIOTCS KpalHWE daThl JESATEILHOCTH PYKOBOJSIIETO

oprasa;
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UIE 00BETUHEHHOTO apXUBHOrO ()OHAA, 0Opa30BaHHOTO W3 JOKYMEHTOB
OJTHOPOJHBIX WJIHA TOCJIEN0BATEIbHO CMEHSBIIMX JpYr Jpyra OpraHu3alu,
KpallHUMH JaTaMUu SBJISIOTCS caMas PaHHsS JaTra o0pa30BaHUs OJHOW W3 HUX H
JaTa JMKBUAAIIMHU TIOCTICTHEH;

MOCTIEAYIOINE W3MEHCHUS B KpalHUE JaThl KaKI0ro (OHAa BHOCATCS Ha
OCHOBAHMH MOCTYIMAIOIINX B apXUB OPraHU3aIliU JOKYMEHTOB;

— HazBaHue ¢onaa (rpada 2 3arojioBka): COTJIaCHO UCTOPUYECKON CIPaBKE
VI HOPMATHBHBIM MPABOBBIM aKTaM O CO3/JIaHHH, PEOPTaHU3allMK U JTUKBHUIAINH
opranuzanuu-hboHm000pa3oBaTenss B XPOHOJIOTHYECKOH TOCIEIOBATEIILHOCTH
COTJIACHO  KpalHMM  JaTaM  TEPEeUUCISIOTCS  BCE  HAMMEHOBAaHUA |
MIOJIBEZIOMCTBEHHOCTh ~ OpraHu3anuu-QoHI000pa3oBaTessi,  HE3aBHCHMO  OT
Haaus B (OHJIE TOKYMEHTOB 3a 3TOT NEPHOJ, TIPU STOM:

JUIsl OOBETMHEHHBIX apXUBHBIX (OHNIOB B rpade ykaspiBaeTcsi 0000IIeHHOE
Ha3BaHue (OH/IA, a 3aTeM MEePEUUCISIIOTCS HAWMMEHOBAHMS BCEX OpraHU3aIIMA-
¢donmo000pazoBaTeneld, AOKYMEHTBI KOTOPBIX BOIIM B COCTaB OOBEIWHEHHOTO
¢doH1a 32 BeCh MEPUOJ UX CYIIECTBOBAHMUS;

MOCIIEAYIOIAEe W3MEHEHUs B Ha3BaHWE (POHIA BHOCATCS Ha OCHOBaHUH
MOCTYNAIONTUX B ApXUB OpPraHU3alNH IOKYMEHTOB.

[Ipy mocTyrmieHMM B apXWB OpraHU3aIlMd HEOMHMCAHHBIX JIOKYMEHTOB
(chopmupoBaHHBIX B JeNa, OTIACIHHBIMH JOKYMEHTAMH WJIM JIUCTAMHU) UX YYET
ocymecTBisieTcs B aucte GoHma B paznene 1 «YdeT HEONMMCaHHBIX TOKYMEHTOBY B
YCIIOBHBIX €IUHUIIAX.

Haroit 3ammcu (rpada 1) sBusiercst 1ata (pakTHUIECKOro BHECCHHSI JaHHBIX O
MOCTYIIJICHUH WJIA BBIOBITUHA HEOMTUCAHHBIX JJOKYMEHTOB.

Ha3Banue u pexkBH3UTHI IOKYMEHTa (J1ata, HOMEp), MO0 KOTOPOMY B apXuB
OpraHM3aIlid TIOCTYIMWIN JOKYMEHTHI WM BBIOBUIM W3 HETO, YKa3bIBAIOTCS

MOJIHOCTHIO (Tpada 2).
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B rpade 3 ykasbiBaercs KOJUYECTBO JI€] B YCIOBHBIX €IMHUIIAX (YCIOBHAs
eauHuIA XpaneHus cogepkut 150 nuctoB). B rpade 4 ykazpiBaroTcsi 1aThl CaMOro
PaHHETO M CaMOT0 MO3JHETO JOKYMEHTOB, MOCTYNHUBIINX HEONMCAHHBIMHU B apXHB
OpraHH3aIuy.

BrIObITHE HEOMHMCAHHBIX JOKYMEHTOB OOBIYHO CBSI3aHO C TE€M, YTO 3THU
JIOKYMEHTBI OIUCHIBAIOTCS U (HOpPMHUPYIOTCS B Jena (CIUHMIIBI XpaHEHUs) B
apxuBe, 4To odopmisieTcsl OTAeIbHOM cTpokod (rpadsl 3, 4,5, 6 HuKOrga He
3aMONHIIOTCS OJHOBPEMEHHO), B TAaKOM CJIy4a€ OCHOBAaHWEM IS BBIOBITHSA
NOKyMeHTOB (rpada 2) Oyner SBISATHCA aKT ONUCAHUSA apXUBHBIX JOKYMEHTOB
(mepepaboTKu onuceit)

Ha ocHoBanuu 3TOro akra mnpu BBIOBITUM HEONHMCAHHBIX JOKYMEHTOB B
rpadge S5 yKas3blBaeTCs KOJUYECTBO C(HOPMHUPOBAHHBIX M3 HEOMUCAHHBIX
JIOKYMEHTOB JIeJ, a B rpade 6 — KpailHhe 1aThl TUX JIe]l.

JlaHHbIE 110 BBIOBITHIO HEONMHCAHHBIX JOKYMEHTOB (KOJMYECTBO €JIMHHUIIL
XpaHEeHUsl U UX KpailHue natel B rpadax 5 u 6 paznena 1 nucta ¢oHAa) HOHKHBI
OBITh OTPa)KEHBI KaK MOCTYIUICHHE OMUCAHHBIX JIOKYMEHTOB B COOTBETCTBYIOIIUX
rpadax pazzaena 2 nucra poHAa.

[Tocne kaxa0ro MOCTYIJICHUS WM BBIOBITHS HEOMUCAHHBIX JOKYMEHTOB B
rpade 7 yKa3bIBaeTCsl KOJIMYECTBO HEOMMCAHHBIX JIeTI B YCIOBHBIX €IMHUIIAX.

Ecim  nokyMeHTBI B apxXWiB  OpraHu3anii  TOCTYMAalT B BHUJC
chOpPMUPOBAHHBIX JIe MO ONUcAM (B T.4Y. ONUCAM Jied CTPYKTYPHBIX
nojpasaeneHuit), To pasaen 1 mucra GoHAa HE 3aMOMHISTCS M yUeT TMOCTYIUICHUS
BEJIETCS cpa3y B pazfene 2 «YYeT ONMCAHHBIX JOKYMEHTOB)» IOCJIE COCTABIICHMUS
TOJIOBBIX PAa3leioOB OMUCEH Jeid, MOKYMEHTOB (cM. pasnmen 3.2. MeToanmdecKux
PEKOMEH1aIui).

B rpade 1 paznena 2 ykaspiBaercs nara (pakTUYECKOM 3alIMCH CBEJIEHUU O

IMMOCTYINICHHUU WUJIN BBIOBITHH HAOKYMCHTOB.
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Homep onucu gen (rpada 2) mpocTtaBisieTcsi COTJacHO COOTBETCTBYIOIIEH
OIIMCH JIeJI, JOKyMEHTOB B COOTBETCTBUH CO CXEMOW CUCTEMAaTU3aLUH JTOKYMEHTOB
B apXMBe opraHuzanuu (cMm. pazzaen 3.3. Meroaudeckux peKoMeHaarum).

B rpade 3 ykaspiBaeTcsi roj, 3a KOTOPBIA COCTaBIISIETCS TOAOBOW paziel
OIKCH JIEJI, WJIM TOJl CO3/IaHMS JOKYMEHTOB, BKIIFOUEHHBIX B OIHUChH.

B rpade 4 ykasbiBaeTcs Ha3BaHUE ONUCH COIJIACHO €€ HAUMEHOBAaHUIO B
peecTpe onuceil wir Ha 00JI0KKE OMUCH JIE.

AHHOTalMs Ha JOKYMEHTHI MOXKET OBITh COCTaBJIeHA MPU HEOOXOAUMOCTH
PACKpbITUSL COJIEpPkKAHUS OTAENIbHBIX JTOKYMEHTOB WJIM TPYNIbl JOKYMEHTOB,
HaJIMYUeE KOTOPHIX B JI€JIE HEJIb3sI OMPENEIUTh 110 HA3BaHUIO OMUCH (0CO00 LIEHHbIE
JOKYMEHTBI, JOKYMEHTbI OpraHu3aluii -MpeAIIeCTBEHHUKOB U Jp.).

OO0miee KOIMYECTBO MOCTYNUBIINX B apXUB OPraHU3ALMK €AMHULL XPAHEHUS
10 TOJIOBOMY pa3fiesly OIUCH /1€ yKa3bIBaeTcs B rpade 5.

I'pader ¢ 6 o 9 npenHasHaueHsl Ui (PUKCALUK BBIOBITHS AEN U3 apXuBa
opraHuzalud 1o Kaxaod u3 onuced (rpadper 2-4) Ha OCHOBaHUU
COOTBETCTBYIOLUX TOKYMEHTOB (aKTOB).

B rpade 6 yka3piBaeTcsi KOJIMYECTBO BbIOBIBIINX €IUHUI] XPAHEHUS (J1€7T).

Ha3Banue 1 pekBHU3UTHI JOKYMEHTA (J1aTa, HOMEP), HA OCHOBaHUH KOTOPOIO
U3 apXuBa OpraHu3aliy BBIOBUIM JTOKYMEHTBI, YKa3bIBalOTCA IOJHOCTHIO
(rpada 7).

B rpadax 8 u 9 ykaspiBaeTcs KOJMYECTBO M KpalHHME AaThl €IMHHUIIL
XpaHEHUs, BBIOBIBIIUX 10 FOJIOBBIM Pa3/iesiaM ONUCEN el IOCTOSIHHOTO XPAHEHHS,
yrBepxkaeHHBIX DIIK.

I'padper ¢ 10 mo 16 mpenHa3HadyeHbI 11 UTOTOBBIX 3aIUCEH O KOJIWYECTBE
EAVHUL XpaHEHUS B apXMBE OpPraHU3allH IOCJIE KaXJAO0r0 HMX IOCTYIUICHUS B
apXuB OPraHU3AlMK WK BBIOBITHS U3 HETO.

[locne mpoBeneHUs: BHYTPUAPXUBHBIX PabOT M3MEHEHUs B JHUCT (OHJIa

BHOCATCA TOJBKO IIOCJIC BHCCCHHA COOTBCTCTBYIOIIHUX W3MEHCHUI B I'OOJOBBIC
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paszensl  OMMCed Jell Ha OCHOBAaHMUU IMOJHOCTBIO O(OPMIICHHBIX AaKTOB.
W3MeHeHus, CBsI3aHHBIE ¢ TEXHUYECKUMU OLIMOKaMHM, MOC/e BHECEHHUS B T'OJI0BOM
pa3zen OmMcH Jell WIM B 3aKOHYEHHYIO OMNHMCh, BHOCSATCS B JIMCT (POHIA B
COOTBETCTBUM C aKTOM O TEXHHYECKUX OIIMOKaXx B YUYETHBIX JOKYMEHTax
(mpunoxxenue Ne4 TlpaBwit), YTBEPKICHHBIM PYKOBOAUTEIEM OpraHu3aluu, a
U3MEHEHUS, CBSI3aHHBIE ¢ HEOOHAPYXEHHBIMU M HEUCIPABUMO MOBPEXKJIEHHBIMU
JOKYMEHTAMH TOCTOSSHHOTO XPaHEHWs, BHOCSITCS TOJBKO IIOCIE COTrJaCOBAHMS
akta ¢ OIIK apxuBHOro yupexaeHusl.

I'padmueckoe mpeacraBinenue mporecca 3.5. «YdeT U3MEHEHUH B
KOJIMYECTBE U cOCcTaBe (POHIa» MPEACTaBIeHO Ha cxeme 22 npuiokeHus Ne 4.

Eciu Ha nmcre Qonma He ocraeTcss MecTa sl O4YepedHBIX 3aIluceH,
3aBOJIUTCS JIMCT-TIPOJOJDKEHUE, B IPABOM BEPXHEM YIJIy KOTOPOIO YKa3bIBAETCS
«rpogoukenue, ¢. Ne muct Ne 2y. JIMCTBI-IPOJOIDKEHUS OAKIIAABIBAFOTCS
3a OCHOBHBIM JMcTOM. JIMCT QoHAa mnepecocTaBiseTcs Ha OCHOBAaHUU U C
coOroIeHuEM onpeeeHHbIX TpeooBanuii (1. 3.9. [Ipaswm).

[Tpu xpanerun TUCTOB (POHIA B HECKOJBKUX TAIKaX, MMalkKd HyMEPYIOTCS B
BAJJOBOM  TOPSIAKE, K KOXKIOM Mamke COCTABISIETCA  JIMCT-3aBEPUTEIIb
(. 3.9. [IpaBui), npumepHas ¢hopma KOToporo aana B mpuwiokeHun Ne 8 [Ipasui.
[Ipn HEOOXOAMMOCTH M TIO YCMOTPEHHUIO PYKOBOJIUTENS apXvBa OpraHU3alMH
JUCT-3aBEPUTENIb JUCTa (POHJA MOXKET OBITh [JOMOJHEH YTOYHSIOIKUMU
cBegeHusIMU. [Ipu U3MEHEeHUH KOJIMYecTBa JIMCTOB B Marke ¢ JucTtaMu (HOHAOB, K
HEW COCTABJISIETCS HOBBIN JINCT-3aBEPUTEID, IPUUEM, NIPEABIAYIIIUN 3aUEPKUBACTCS

N OCTACTCA B IIAIIKC I10A HOBBIM JINCTOM -3aBCPUTCIICM.
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3.6. Yuer BBIOBITHSA A€

VYyer BBIOBITHS €I U3 apXWBa OpPraHU3alUMy BeAeTcd N0 JHUCTY (oHIa
(mpunoxenne Ne 13 [pasun, n. 3.9 IlpaBui) ¥ KHUre ydera MOCTYIUICHHUS H
BBIOBITHS e, TOKyMeHTOB (npuioxkenue Nel 1 Tlpasui, n. 3.7 I1paBun).

B kHure ydera mocTyruieHUS U BBIOBITUS J€]I, TOKYMEHTOB (PUKCHUpYETCs
(dakT BBIOBITHA Ji€7la U3 apXMBa OpPraHU3allMU, COMPOBOXKIAIOIINICS BHECEHUEM B
y4eTHYI0 (popMy cBeneHui, moATBepKAaronux Ghakt BeIObITH (1. 3.7. [IpaBum).

[Ipn ydere BBIOBITHSI €IUHUIl XPAaHEHUS MO KHUTE ydyeTa MOCTYIJICHUS U
BBIOBITHST JI€7, JOKYMEHTOB rpadpl ¢ 1 mo 7 3amoiHsIOTCS aHaJIOTHMYHO
TpeOOBaHUSIM, ONUCAHHBIM B pazfen 3.1. Meroguueckux peKkoMeH Ialui.

Kaxxoe BBIOBITHE JOKYMEHTOB MOJy4aeT CAMOCTOSITEIbHBIN MOPSIKOBBIN
HoMmep (rpada 1). lena ogHoro (oHza SBISIOTCS €IUHBIM KOMIUIEKCOM, IIO3TOMY
Opy BBIOBITUM /€71 ONHOrO (oHAa 3amuch OyAeT MMETh OAHY CTPOKY, a IpH
BBIOBITUY JI€] U3 HECKOJIBKUX (POHJIOB JAHHBIE IO KaXA0MY (DOHY 3aIUChIBAIOTCS
C HOBOU CTPOKH.

JlaToii BBIOBITHSI TJOKYMEHTOB SIBJIsIETCS J1aTa (PAKTUUECKOM nepeaadu aen U3
apxuBa opranuzamuu (rpada 2).

B rpade 3 ykaspiBaeTcsi NOJHOE HAMMEHOBAHHUE TOCYJAPCTBEHHOTO
(MYHHMIIMTIAJILHOTO) apXuBa (MHOW OpraHu3alluu), KOTOPOMY MEpelatoTcs Jiena U3
apXuBa OpraHU3allMH.

B rpade 4 ykaspiBaroTcs Ha3BaHHUE, AaTa U HOMEP JTOKYMEHTA, 10 KOTOPOMY
U3 apXMBa OpraHu3alii BbIOBIBAIOT TOKYMEHTHI.

OcHoBaHMEM [JI1 BHECEHHUs JaHHBIX O BBIOBITUM JI€ B KHUTY YydYeTa
HOCTYIJICHUS] ¥ BBIOBITHSI /1€, TOKYMEHTOB MOTYT OBITh CJEIYIOLUINE JTOKYMEHTHI
(. 3.15. IpaBun):

— aKkT 00 yrpare 1okyMeHToB (nmpuiioxenue Ne 6 IIpaBuin);
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— aKT MpueMa-nepeayu apXUBHBIX IOKYMEHTOB Ha XpaHeHue (TIPUII0KEHUE
Ne 30 IpaBun);

— aKT O BBIJICJIEHUM K YHUUYTOXKEHHUIO apXMBHBIX JIOKYMEHTOB, HE
nojJiexamux xpanenuto (npusioxxenne Ne 21 Ilpasun);

— aKT O HEUCHPaBUMBIX TOBPEKIEHUSAX  APXUBHBIX JOKYMEHTOB
(mpunoxenue Ne 22 [Ipasun);

I'padpuueckoe mnpencraBiaenue mpouecca 3.6. «Yder BBIOBITUS J€»
npeacTaBiaeHo Ha cxeme 23 npuioxkeHus Ne 4.

Howmep ¢donma npocrapisercs B KHUIE y4eTa MOCTYIUICHUS U BBIOBITHS 1€,
JOKYMEHTOB (Tpada 5) mo paHee MPUCBOCHHOMY €My HOMEpPY B CHHCKe (HOHJIOB,
KOTOPBIH SIBJISICTCS 4aCThIO0 apXUBHOIO MIK(ppa Kax A0 eUHULIBI XpaHeHUs (J1er1a).

B rpade 6 mpocTaBnfoT KpailHUME NaThl JeN, BKIIOYEHHBIX B omuch. [Ipu
BBIOBITUM HEONMMCAHHBIX JOKYMEHTOB, €CIIM KpailHHUE NaThl HE ONpEACNICHBI, 3Ta
rpada He 3aroaHseTcs.

B rpagdax 11-13 ornenbHO GUKCHPYIOT KOJTUYECTBO BBIOBIBIIUX ONKMCAHHBIX
JIeJT TIOCTOSTHHOTO, BpeMEHHBIX (CBbImIe 10 JIET) CPOKOB XpaHEHUS U MO JTUYHOMY
COCTaBy.

B rpade 15 pukcupyroT KOTMYECTBO BCEX BHIOBIBIIUX HEOMUCAHHBIX JEI,
ecid OHU chOPMUPOBAHBI B JieJla, HO HE BKJIOYEHBI B OIKCh, WIH oOOlIee
KOJIMYECTBO BBHIOBIBIINX JOKYMEHTOB C YKa3aHHEM KOJIMYECTBA JIUCTOB.

ApXUB OpraHuzaiii co CJIOXHOM CTPYKTYpOH MOKET BECTH y4€T BBIOBITHSA
JIeJI B KHUT€ y4eTa MOCTYIUIEHUS ¥ BBIOBITUS J€J1, JOKYMEHTOB CAMOCTOSITENBHO 10
KaKJIOMY CTPYKTYPHOMY TO/IPa3/I€TICHUIO.

ExeronHo B WTOroBOM TIOJOBOW 3alMCHU KHHWIHM Yy4Y€Ta IOCTYIUIEHUS H
BBIOBITHS JI€J]I, TOKYMEHTOB IOABOJUTCS CYMMAapHBbI UTOr BBIOBIBIIUX €N U
OTJEIbHO HUTOTM TO KaXKAOMY BHUAY HOCHUTENS BBIOBIBIIMX Jed (OyMaKHBIH,

ANEKTPOHHBIH, ayJ10, BUJIEO).
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OOmiass utoroBasi rojoBasl 3alUCh IO IOCTYIUIEHUIO UM BBIOBITUIO €N
HOJIUCHIBAETCSl COCTABUBILMM €€ paOOTHUKOM M PyKOBOJAWUTENEM apxuBa. [laToi
WTOTrOBOM TOJIOBOM 3aIMCH SIBJISIETCS JaTa €€ MOANUCAHUS PYKOBOAUTEIEM apXrBa
(OTBETCTBEHHBIM 32 apXUB).

[Ipumep 3amoiHEHWss KHUTH ydeTa TMOCTYIUIEHUS U BBIOBITHS [,
JIOKYMEHTOB B npuiiokenuu Ne 9.

B nucr ¢onna cBeneHuss 0 BHIOBITUHM JIe] BHOCSTCS HAa OCHOBAaHUU TEX ke
JOKYMEHTOB, YTO M B KHHUI'Y ydeTa MOCTYIUICHUS W BBIOBITUS J€J, JTOKYMEHTOB.
Kpome Toro, B uCT (pOHA BHOCSTCSI CBEJIEHUS O BBIOBITUU J€JI, JOKYMEHTOB IO
Mepe OMUCaHMs e, JOKYMEHTOB, KOTOpbIe paHee ObUIM BHECEHBI B JUCT (OHIA
Kak HeonucaHHble. [locne onucanus u GopmupoBaHus n€d, B pasaene | «yder
HEOMMCAHHBIX JOKYMEHTOB)» OTPAXaeTCsl BHIOBITHE 3THX JTOKYMEHTOB, a B pa3Jielie
2 «y4eT OMHMCAHHBIX JOKYMEHTOBY» OTpakaeTcs UX MOCTYIJIEHHE (CM. paszzen 3.2).

BbIObITHE OTIENBHBIX JTOKYMEHTOB M3 JEJl MOXET MPOM30MTH B Cilydae
BO3BpaTa UX COOCTBEHHHKY, MPU BBIOBITUH COCTABJISETCS aKT 00 U3BSITHH U3 JEN
NOJUIMHHUKOB JIMYHBIX JOKYMEHTOB M AaKT O BO3BpAlllEHUU COOCTBEHHUKY
NOJIJTMHHUKOB JIMYHBIX TOKYMEHTOB (1. 5.17 IIpaBui). C u3biMaeMbIx JOKYMEHTOB
B apXMBE M3TOTABIMBAIOTCS KOIHWHU, KOTOPbIE MPHOOIIAIOTCS K JAenaM. BpiObiTHe
OTHENIbHBIX JTOKYMEHTOB TaKK€ MOXET NPOU30MTH NPU KX HEUCIPABUMBIX
MOBPEXKACHUH, B 3TOM CIy4ae COCTABIIAETCS AKT O HEUCIPABUMBIX IMOBPEKICHUSIX
(Ilpunoxxenne Ne22 x IlpaBunam). M3bsiTHE NOKYMEHTOB, a TaKK€ 3aMEHa Ha
KOIIMM OTPAKAIOTCSA BO BHYTPEHHEW OIMCH JI€NIa, B JINCTE-3aBEPUTENE AETa, ONUCH
JIeJ, JOKYMEHTOB.  AKTbl, Ha OCHOBAaHHHU KOTOPBIX IIPOU3BEIACHO WU3BIATHE

apXMBHBIX TOKYMEHTOB, BKJIIOUAIOTCS B A€o (poHma.
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3.7. Benenue nena ¢ponma

Heno gonnma BegeTcss Ha Kaxablil apxuBHBIN (oua. Jleno GoHma BKiIOUaeT
JIOKYMEHTBI, TMOATBEPXKIAIONMIUE JIIOObIEe HM3MEHEHUS B COCTAaBe M KOJUYECTBE
eNVHUI] XpaHeHus (HoHAa U (PUKCUPYIOMINE MPOBEACHUE OMPECICHHBIX ap XHBHBIX
pabor

— aKTBhl TIPOBEPKH HAJWUYMSI W COCTOSHUS apXHMBHBIX JOKYMEHTOB
(mpunoxxenue Ne 3 Tlpasun);

— aKThl O TEXHUYECKHX OIMOKAX B YUETHBIX JIOKyMEHTax (mpuioxeHue Ne
4 IlpaBuin);

— aKTbl 00 OOHAPYKEHUU JIOKYMEHTOB (HE OTHOCSIIUXCS K JTaHHOMY (POH.Y,
Hey4YTeHHbIX) (npunoxenue Ne 5 [IpaBuin);

— akThl 00 yTpaTe noKyMeHTOB (npuiiokenre Ne 6 [lpaBui);

— aKThl TpUeMa-Tiepelayd  apXUBHBIX JOKYMEHTOB Ha  XpaHEHHE
(mpunoxenus Ne 20, Ne 30 IIpaBun);

— aKThl O BBIJCJICHMM K YHUUYTOXKCHHIO apXUBHBIX JIOKYMEHTOB, HE
noJexamux xpaneHuto (npunoxenue Ne 21 Ilpasun);

— @KThl O HEWCIPABUMBIX TOBPEKICHUAX aAPXUBHBIX JOKYMEHTOB
(mpunoxenue Ne 22 Ipasuin);

— TPOTOKOJIBI BEIEMKHU JJOKYMEHTOB;

— aKTbI pacCEKPEUNBAHUSI.

Kpome »sToro B geno ¢oHIa BKIIOUAIOTCS JOKYMEHTHI, OTPa’KaIOLIUE
UCTOPHUIO OpraHu3aly 1 ee POH/1a — UCTOPUYECKas CIIpaBKa U JIOMOTHEHUS K HEH.

[lepecoctaBiienHbie TUCTHI (DOHAA TaKXKe MOJJIEKAT BKIIOYEHHUIO B JIEINO
donna (1. 3.9. IlpaBun).

AKTBI W JIpyrue JOKYMEHTHI, (UKCHPYIONTUE HW3MEHEHHS B COCTaBE U
KOJIMYECTBE €IMHUIl XpaHEeHUs (POHIA, BKIIOYAIOTCS B A€o (GOHIAa TOIBKO C

OTMETKOM O BHECEHMM H3MEHEHMH BO BCE YYETHBIE JIOKYMEHTBHI apXuBa
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opranu3anuu. AKTbl HyMEpYyIOTCs B Ipenaenax ¢oHa Mo BUIaM aKTOB B BaJOBOM
MOpSJIKE.

Bce nokymenTtel B gAene (oHAA pacmoiaraloTcss B XPOHOJOTMUYECKOM
MOCJIEIOBATEIbHOCTH UX COCTABIICHUSI.

Ha noxymeHTsl nena goHma cocTaBisieTCsl BHYTPEHHSISI OMUCH, JIUCTHI Jieia
Hymepytorcs. [lo Mepe momonHeHus nena GoHaa BHYTPEHHSS OMKUCH JOTOIHSIETCS.
K 3akoHueHHOMY nieny (oHJIa cOCTaBisieTCsl TUCT-3aBepuTenb aena. [eno ¢ponna
JIOJKHO OBITH TIOIITUTO, TPOHYMEPOBAHO, 3aKJIFOUEHO B TBEPAYIO OOJIOKKY.

Hena poHI0B XpaHATCS B MOPSIAKE BO3pAacTaHUSI HOMEPOB (POHIOB.

Jlleno ¢donma sBIAETCS CIyKEOHBIM JOKYMEHTOM M TIOJIB30BATEISIM HE
Bbiaerca. ['paduueckoe npencrasieHue mnpouecca 3.7. «Benenue nena Qougan

MIpeICTaBIICHO Ha cxeMe 24 npuitokeHust Ne 4.

3.8. Yuer ucnonap3oBanus AOKYMCHTOB

ApXUB OpraHu3anyu BeJIET Y4EeT UCIOJIb30BAHUS aPXUBHBIX JTOKYMEHTOB 10
(akTaM BbIIaYW €1, JOKYMEHTOB W3 apXWBa OpraHU3allid; BbLAAYM apXUBHBIX
CIPABOK, APXUBHBIX BBIIMCOK, APXUBHBIX KOMHA JOKYMEHTOB (CM. pazumen V
[IpaBuin, paznen S Merognueckux peKoMeHJaui).

Ecnmn B apxuBe opraHum3anuv IIOMHMO YKa3aHHBIX, CYIIECTBYIOT HWHBIE
(OopMBI HCIIOJIB30BAaHUSI APXUBHBIX JIOKYMEHTOB, TO BCE (POPMBI HMCIIOJIB30BAHUS
MIOJJIEXKAT yYeTy.

OcHoOBHbIMH (hOpMaMU HCIIOJIb30BAHUS JIOKYMEHTOB apXvWBa OpraHU3aLUU
SABJISIIOTCSL:

— uHpOpMaIMOHHOE o0ecrieueHre pabOTHUKOB OpraHu3alllu;
— HCIOJHEHHME 3allpOCOB I10JIb30BATENEH, B TOM YHUCJE 3alpPOCOB

IPaKJIaH COLUAILHO-TIPABOBOrO XapaKTEPA;
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—  BblJa4ya JOKYMEHTOB U JIeJI BO BPEMEHHOE MOJIb30BaHUE, IPEAOCTABICHUE
KOMUI apXUBHBIX JOKYMEHTOB 110 3alpocaMm Mojib30BaTelieii, B TOM Yucie B (popme
AIEKTPOHHBIX JOKYMEHTOB.

dopMaMH HCHOJB30BAHMS JOKYMEHTOB apXWBa OPraHU3ALMM SIBISIOTCS
TaK¥Ke:

—  uHGOPMUPOBAHUE CTOPOHHUX OPraHMU3alUN O HAJIMYUU U COAECPKAHUU
UMEIOIINUXCS B APXUBE JOKYMEHTOB;

—  HKCIOJIb30BaHUE JTIOKYMEHTOB B CPEJICTBAX MAacCOBOM MH(OpMALINY;

—  HCIOJb30BAHUE JIOKYMEHTOB TUISt MIOATOTOBKH U CTOPHUKO-
UH(OPMAIIMOHHBIX MEPOIIPUSITHI: BEICTABOK, SKCKYPCUA, KOH(PEPEHIINIA;

—  BblJa4ya JOKYMEHTOB i1 pa0OTbl B YUTAJIbHOM (IIPOCMOTPOBOM) 3ajie
apxuBa;

—  opraHM3anus JocTyna padOTHMKOB OpraHM3allMd K JOKYMEHTaM apXuBa
IyTEM UCHOJIb30BaHUS HHPOPMALIMOHHO-TEJIEKOMMYHUKALIMOHHON CETH.

B pe3ymbrare HUCHOMHEHUs 3allpOCOB IOJIb30BATENEed JOKYMEHTHI W3
apXMBOXPAHUJIUILA MOTYT OBITh BBIAHBI BO BPEMEHHOE IMOJIb30BAaHHE CTOPOHHHUM
opranuzamusMm (pazzaen 2.2.3. MeToauueckux pekoMeHaaluii) ¢ odopmieHueM
aKTa COOTBETCTBYMOIIEro coaepxkanus (mpuwiokenue Ne 10 IlpaBun) wnnum
BO3BpAIllCHbl BIAJENbIly WIM €ro pOACTBEHHUKY (pas3zen 5.1. Meronnueckux
pexkomenaamui, n. 5.17. IlpaBwi). B yuere ucnonb30BaHUs JOKYMEHTOB JIaHHbBIC
00 3TOM TaKKe 3aKPEIUISIOTCS B COOTBETCTBYIOIIMX YUETHBIX JOKYMEHTaX, UTO
OTpakeHO Ha cxeme 25 npunoxeHus Ne 4.

ApXuB oOpraHu3alMy BIIPaBE CAMOCTOSTEIHLHO pa3padarbiBaTh (HOPMBI
YYETHBIX JOKYMEHTOB Ui Yy4eTa HWCIOIb30BaHUSA AapXMWBHBIX JIOKYMEHTOB
OpraHHU3alyu.

Jlis Toro 4TOOBI OCYIIECTBISATh MX YYeT, KaXKJIOM €JUHUIC XpaHEHUs B

cocTtaBe apXUBHOTO (OHA MPUCBAUBACTCS YUETHBIA HOMED, SBIISIIOIIUICS YaCThIO
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apxuBHoro mugpa (m. 3.4. u npunoxenre Ne 28 I[lpasui). [Ipumep apXuBHOTO
mudpa:

@. 53. Om. 3. JI. 148,

rae «d. 53» - Homep apxuBHOrO oHAA (IPUCBAMBAETCS TOCYIaPCTBEHHBIM
(MyHULMIIATBHBIM)  apXUBOM Mocie O(OPMIIGHHS TEpPBOrO  IMOCTYIJIEHUS
JIOKYMEHTOB OpPTaHU3allM1 HA MIOCTOSHHOE XPaHEHUE WM IMPOCTABISIETCS MO0 JTUCTY
donna); «On. 3» - HOMep omucu aen; «Jl. 148» - ydeTHbIE HOMEp €IWHUIIBI
XpaHeHus (COOTBETCTBYeT HoMepy B TiepBoil rpade (Ne m/m) ommcu nen
opranuzaruu (npunoxenust Ne 23, 24 Tlpasun).

ApxuBHble MUQPHI TPUCBAWBAIOTCS  CIUHWUIIAM  XPAaHEHWS]  TOCIE
yTBEpXKIEHUs (COrjlacoBaHus) rofoBbIX paszaenoB omwuceit aen DIIK apxuBHOTro
YUPEXKICHHUSI M YTBEPXKICHHS HX PYKOBOJIWUTEIEM OpraHU3alMM, I[OCIE YEro
HAHOCSITCSI YEPHUJIAMHU B JIEBOM HUKHEM YIJIy KaXJIOW €IWHHUIIBI XpaHeHus (/10
ATOTO apXWBHBIM MHUGP MpocTaBisieTcs KapanaamoMm - 1. 4.27., IlpaBui, paznen

3.2. MeToaudecKkux peKOMEH/IalHi ).
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4. CO3JAHUE N BEJJEHUE HAYYHO-CIIPABOYHOI'O AIIITAPATA K
JOKYMEHTAM APXNMBA

Cucmema nayuno-cnpasounozo annapama (HCA) k ooxymenmam apxusa —
KOMNJIEKC 63AUMOCBA3AHHbIX U B3AUMOOONOJIHAEMbIX, CO30AHHbIX HA E€OUHOL
HAY4HO-MemoOu4eckoll  OCHOBe, apPXUBHbIX CHPABOYHUKOE O cocmase U
cooepaHcanuu OOKYMeHmos8 apxuaa.

CoctaB u ¢GopMbl HaAy4YHO-CIPABOYHOTO ammapara 3aBUCAT OT COCTaBa U
COJIepKaHUsI JIOKYMEHTOB, XPaHSIIUXCS B apXvBe, XapakTepa W 3ajlad MOMCKa U
MHTEHCUBHOCTH UCIOJIb30BaHUs TOKYMEHTOB (11. 5.4 [TpaBun).

UYepes cuctemy HCA peanusyercs mpeeMCTBEHHOCTh YUE€THO-CIIPABOYHOI'O
ammapara, CO37laBaéMOr0 B JICJIONMPOM3BOACTBE W AapXWBE OPTraHHW3aIldd, €ro
coBmectuMocTh ¢ HCA rocynapcTBeHHBIX (MYHUITUITAIBHBIX) apXUBOB.

[IpeeMcTBeHHOCT, HH(pOpPMAIIUM O COCTAaBE JIeI B YYETHO-CIIPABOYHBIX
JIOKYMEHTaX MOXKET OBITh IIPE/ICTABICHA CXEMOM:

Homenxmarypa nen opranuzauum — Onuce A€, JTOKYMEHTOB
CTPYKTYPHOrO moApa3AcineHus — [ 0JOBOM pasnen omucu el
JTOKYMEHTOB — Omnuch A€, TOKYMEHTOB.

HoMmenknaTypa el oOpraHu3allid COCTaBJISIETCS B JEJIONPOU3BOJICTBE,
00ecreynBaeT CUCTEeMaTH3alMI0 JOKYMEHTAJILHOIO (POH/Ia OpraHU3alUuU, CIIYKHUT
JUTSE O0ECTIEYeHHST TEKYIIETO XPAHEHHsI JOKYMEHTOB M COJCPKUT MH(HOPMAIIHIO O
cpokax uX XxpaHeHus. Omnuch nAel, JOKYMEHTOB CTPYKTYPHOTO MOAPA3ACICHUS
COCTABJSIETCA HAa OCHOBAHMM 3arOJIOBKOB HOMEHKJIATYpbl JEN;, M3 TOJOBBIX
pa3lesioB OMMCEN e, TOKYMEHTOB, CO3/1aBa€MbIX B apXWBE OpraHU3alluud Ha
OCHOBE OIKMCEH Jed CTPYKTYPHBIX MOApasaeiaeHu, GopMupyercs Omuch e,
JIOKYMEHTOB, SBJISIOIIAsICS 00s3aTebHbIM dieMeHToM HCA apxuBa opraHu3zaiuu.

Ecnu OpraHu3aIus SIBJISIETCS HMCTOYHUKOM KOMIIJIEKTOBaHUS

rOCyJIapCTBEHHOTO (MYHMIIMNIAIBHOTO) apXuBa, OJHOBPEMEHHO U3 TOJOBBIX
118



pasaciaoB OIMMCHU ACII ITOCTOSHHOI'O XPaHCHUA, YTBCPIKIACHHBIX OIIK APXUBHOI'O
YUPCIKACHUA, Q)OpMpreTCH OIUChb ACJH IIOCTOAHHOIO CpOKa XpaHCHHA B

rOCyIapCTBEHHOM (MYHUIIMTIIATBHOM) apXHUBE.

4.1. Odbopmiienre onucu e, JOKYMEHTOB U CIIPAaBOYHOIO arlrapara K Her

Oo6s3arensubIM dieMeHToM HCA apxvBa opraHu3aiiuu siBIsSIeTCSl OMHUCH JeT,
nokyMmeHToB (1. 5.4. [TpaBun).

K nepBomy romoBoMy pazieny ONHCH JA€N, JOKYMEHTOB COCTaBIIAETCS
CIpaBOYHBIN anmapar onucu aen (1. 5.5. IIpaBuit), KOTOpBIA 3aTeM JOMOJHSAETCS
W/WIIA U3MEHSIETCS IIPU COCTABIICHUU MOCIIENYIOIIMX TOOBBIX pa3/IeloB OMKUCH JEl
W/WM BHECEHUH U3MEHEHHM B TOAOBbIE pas/eibl onucu jei. CocTaB CripaBOYHOTO
anmapaTa onuceu nen otpaxes B npuinoxernun Ne 10.

TUTYABHBIA JHUCT ONMUCU JI€7, AOKYMEHTOB (B COOTBETCTBMM C M. 5.5.
IIpaBuit) BKIHOYAET CIECAYIOLUIUE JaHHBIE:

— MOJIHO€ HAaWUMEHOBAaHHWE TOCYAAPCTBEHHOTO (MYHMIIUINIAILHOIO) apXuBa,
KyJa IepenarTcs Ha XpaHeHue IoKyMeHThl ApxuBHoro ®onpma Poccuiickoii
denepanuu, €l OpraHnu3anus SBISETCS HCTOYHUKOM KOMILJIEKTOBAHUS;

— HAaMMEHOBAHUE BBILIECTOSIICH OpraHu3alii B MUMEHUTEIbHOM TaJexke
(pu ee HANUYUN);

— MOCJIEIHEE MTOJHOE HAaMMEHOBAHUE OPraHU3alMK, KOTOPOE COOTBETCTBYET
Ha3BaHUIO QoHpa (m. 5.5 mpaBui). Eciau B XpOHOIOTHYECKUX paMKaxX KpalHUX JatT
€AVHUL XPAaHEHUS OIMCH JeJI HAUMEHOBAaHUE OPraHU3allMd HU3MEHSJIOCh, TO IO
MEPBBIM yKa3aHHBIM HAaUMEHOBAHHEM B CKOOKaxX WJIM Ha OTJCIBHOM JIUCTE
YKa3bIBAIOT BCE IPEABIAYIIME HANMEHOBAHMS OPraHU3alMU B XPOHOJIOTMYECKOM
MOPSAJIKE;

— HOMep (oH/A;

— HOMCD OIIHCH,
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— Ha3BaHUWE ONUCH  (BKJIOYAET  YyKa3aHUWE  KaTeropuu  JOKYMEHTOB
(IOCTOSIHHOTO, BPEMEHHOTO  XpaHEHWs, IO JIMYHOMY COCTaBy U [p.),
COJICPIKAIIIUXCS B JIEJIaX, 3ar0JIOBKH KOTOPBIX BKIIIOUEHBI B OIHCH);

— KpallHUE€ JaThl BHECEHHBIX B ONUCh €IMHUIl XpaHEHUs (KpaillHue IaThl
MOTYT MEHSTBHCS IIPU COCTABJICHUU TOCJIEAYIOINX TOAOBBIX Pa3/IeloB OMHUCH e
W/WJTA BHECEHUHW U3MEHEHUH B TOIOBBIC Pa3/ieibl OMHICH JEN).

[IpumepHast ¢opma TUTYABHOTO JIUCTa ONHMCHU JeNl TpeACTaBlieHa B
npuitokenun Ne 11,

OrnaBneHue ONUCH  JeJ, JOKYMEHTOB COACPXKUT HAUMEHOBaHUS
CTPYKTYPHBIX 3JIEMEHTOB ONUCHU JeN (pa3aesibl, MOApa3iesbl, BblICJICHHbIC TPYIIIbI
JI€J1, 3JIEMEHTBI CTPYKTYPBI).

[IpenucnoBue K OMUCH JI€N, TOKYMEHTOB B JIOMOJHEHUE K CBEIICHUSM,
yKa3aHHbIM II. 9.5. [IpaBui, MOXKET BKJIIOYATh:

— CcBeJIeHUS! 00 OCHOBHBIX HAIPaBJICHUSAX [JEATEIILHOCTU U CTPYKType
OpraHu3ally B XPOHOJOIMYECKUX paMKaX KpalHMX JaT €IMHUIl XPAaHEHUS OMHCU
ne;

— KpaTKyl0 XapakTepUCTUKY COAEpKaHMS U TOJHOTHI Jen  (oHna,
BKJIIOYCHHBIX B OMKCH (B TOM YHCIIE BBIACIAIOT HauboJee TUTUYHBIC TPYIIIbI el
10 Pa3HOBHUIHOCTSIM U COJICP’KAHUIO);

— CBEJICHUS! O HAJMYMU JIEJ, BBIXOAAIIUX 32 XPOHOJIOTMYECKHE TPaHHULIbI
donna;

— cBefileHusT 00 oOocoOeHHOCTAX (opMupoBaHUsS W OQOpPMIICHUSA el
(9JIEKTPOHHBIX J1€J1), OMUCAHUS U CUCTEMATU3AIMK 3aT0JIOBKOB JI€7T;

— OCHOBHBIE TIPUHIIUITBI COCTABJICHHSI CIIPABOYHOIO allfiapara K OMKUCH 1] U
MOPSIZIOK €T0 UCIMOB30BAHNUA.

Crnucok  cokpamlleHuil BKIO4aeT B ceOs  andaBUTHBIM  HepedyeHb
UCTIOIBb3YEMBIX B JOKYMEHTAX U CIIPAaBOYHOM allliapare OMUCH e, COKPALICHHUH C

ux pacmudpoBkoi. CHHUCOK COKpAIIEHU COCTABISIETCS B TOM Cllydae, €CJIM B
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TOZIOBBIX pa3/ieslax OMUCH JIeJ YNOTPeOJIAIOTCS XapaKTepHbIE ISl 1€ATEIbHOCTH
OpraHu3aluy COKPALLECHHUS.

VYKazarenu K OMUCU COCTABIAKOTCS B CIydae, €CJIM FOJIOBBIE PA3AEibl OMTUCH
JeNl SBISIIOTCS CIOKHBIMH IO CTPYKTYpe M conepxkaHuto. LlemecooOpa3zHocTh M
(OpMBI X COCTaBJIEHHUS OMPENETSIOTCS MO COrJacOBAaHUIO C TOCYAApCTBEHHBIM
(MYHHUIIMTIATTBHBIM ) aPXHUBOM.

Hymepanus n1ucToB ronoBsIxX pas3/iesioB U CIIPABOYHOIO anmnapara ONnucH el
OCYILIECTBISIETCST TMpH  O()OPMIIEHUM 3aKOHYEHHOM ONUCH Jed B MOpSIKE,
OPEeyCMOTPEHHOM JUIsl opopMieHus e (1. 1.2 MeToanyecKux peKOMeHJaIuil).

TpeboBaHusT K OMUCATENBHOW CTAaThe OMKMCH, COCTABYy CIPABOYHOTO
anmapata ONUCH, O(OPMJICHUIO €€ THUTYJIbHOIO JIMCTa COJEep)KaTcsi B I
5.5. IlpaBui.

B apxuBe opraHuzanuu MOI'yT CO34aBaTbCs JOIOJIHUTEIBHBIE apXHUBHBIC
CIPaBOYHMKM — KaTajloru U Yykazarenu. LlenecooOpa3HocTh HX CO3aHMS
ONPEIENAETCS PYKOBOJUTEIIEM APXMBAa OPraHU3AllMy WM JINIIOM, OTBETCTBEHHBIM
32 apxuB, B 3aBUCUMOCTH OT COCTaBa U COAEPKAHUSA JTOKYMEHTOB, XPAHSIIIUXCS B
apXWBe, XapaKTepa U 3a7ad MOMCKA, HHTEHCUBHOCTU HCIIOJIb30BaHUs TOKYMEHTOB
(n. 5.4 IlpaBumn).

C unenpto oOecrieyeHusi JOCTyIa IMOJb30BaTelNe K HMHPOpMaLUH O
COZIEpXKAIIUXCSl B ApXMBE OpraHU3alMy JOKyMeHTax u obierdenus: noucka, HCA
MOJKET OBbITh MPEACTABIIEH B dJIEKTPOHHOU (hopMe.

IIpn opranmszanuu 35ekTpoHHOM cucteMbl HCA MOryT HMCHoJib30BaThCs
oundposannbie konuu JokyMeHTOB HCA Ha OymMa)KHOM HOCUTENE, TAaKKE MOXKET
ObITh OpraHm3oBaHa 0a3a JAHHBIX, MMO3BOJISIONIA HACTPOUTH CUCTEMY (UIHTPOB
IPY YCIIOBUHM BHECEHMsI IOCTATOYHON MH(POPMAUU 00 apXUBHBIX JOKYMEHTaX IS
oOecreyeHus: ux Moucka u oToopa.

CocraB cucrembl HCA MoxeT ObITh pacKpbIT B JIOKAJIbHBIX HOPMAaTHUBHBIX

JIOKYMEHTaX apXvBa, BKIIOYEH B UICTOPUYECKYIO CITPABKY K (POH Y.
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4.2. OdopmileHrE UCTOPUUYECKON CITPaBKH K (HOHIY

CocraBiieHuE HMCTOPUYECKON crpaBKM K (OHOY SBISETCS OCHOBOMU
JabHEHIIIET0 Hay4YHO-OOOCHOBAHHOTO WCIOJIb30BaHUS JOKYMEHTOB (OHIA.
Hcropuueckas cripaBka K (OHIY — JOKYMEHT, COACPKALUI CBEJICHUS 1O UCTOPUHN
donmooOpa3zoBaresiss U apXMBHOIO (POHMAA, KPATKYIO XapaKTEPUCTUKY COCTaBa U
COZIEpaHMs TOKYMEHTOB apXWBHOTO ()OHJA M HAYYHO-CIIPABOYHOTO ammapara K
HEMY.

Jlnsg  opraHusanuid, HE SBISIONIMXCS HCTOYHUKAMHU KOMILJICKTOBAHWSI
rOCYJapCTBEHHBIX, MYHULUMAIbHBIX apPXUBOB, COCTABJICHHE HCTOPUUYECKOU
crpaBkH K poHIy He 00s13aTesIbHO (CM. 1. 5.6 [IpaBun).

HcTtopuueckas cripaBka K (GOHAY BKITFOYAETCS B A0 (POH/A.

Uctopuueckas crnpaBka K (GOHAY TMPEACTABISIETCS OpraHu3aluei-
MCTOYHUKOM KOMIUJICKTOBAaHUS B apXHBHOE YUPEKICHHE MpPHU TEpBOM IMepemaye
JTOKYMEHTOB (poHAA.

[Ipu yTBep> ACHUH HOBBIX TOJOBBIX PA3JEIOB OMHCEW N IMOCTOSHHOTO
xpaHenust B DIIK apXuBHOro yupexJaeHusi BMECT€ C IOJOBBIM pa3esioM OIUCH
npencrasisercs JlomomHeHwe K uWcTOpHYeckod cmpaBke. Ecim 3a  Bpews,
OpOILE/IIee ¢ MOMEHTa YTBEPXKIACHHS MPEABIAYIINX T'OJOBBIX pa3lejoB OMHCEH
JIe]l TIOCTOSSHHOTO XPaHEHUs, HE MPOU30IUI0 KaKUX-IMOO0 M3MEHEHHH B MCTOPUU
doumooOpazoBatenst W ero (HOHIA, STO OroBapUBAcTCA B JIOMOJHEHHH K
HCTOpPHUYECKOH crpaBke. J[omoJHeHHe K MCTOPHUYECKON CIPaBKE COCTABIISIETCS IO
IpaBUJIaM COCTAaBJICHUS UCTOPUIECKON CIIPABKH.

Hcropuueckas cripaBka JOHKHA MMETh 3aroJIOBOK C YKa3aHMEM Ha3BaHUS
(oHIa ¥ XPOHOJOTMYECKOI0 MTEPUO/A, KOTOPBI OHA OXBATHIBAET.

Ha3Banue ¢oHaa CcOCTOMT W3 TMOCJIEIHEr0 MOJHOr0O M (B CKOOKax) —
opunranbHO MPUHSITOTO COKPAILEHHOT'O Ha3BaHUS OpraHu3alluu -

dbongooOpazoBaresss, €€ TOAYMHEHHOCTH W KpallHUX Jar JIeSITeIbHOCTH
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OpraHu3allid 3a XPOHOJIOTHYECKUI TICPUOJ, OCBEIICHHBIA B HMCTOPUUYECKOM
CIIpaBKe, HAIIPUMeED:

Hcmopuueckas cnpaska k ¢pondy Poccutickoco acenmcmea no namenmam u
mosapHvim 3Haxkam (Pocnamenm) 3a 1992 - 1999 2o00u1.

HcToprueckas crpaBka COCTOUT U3 TpeX pasnenon (1. 5.6. [Ipasun):

— uctopus HoHI000pa3OBaATENS;

— ucropus HoHma;

— XapaKTEepUCTUKA TOKYMEHTOB ()OH/IA U €T0 CIIPAaBOYHOIO arapara.

OCHOBHBIMM HWCTOYHUKAMU ISl TIOJTOTOBKM HCTOPUYECKOW CIIPaBKU
SIBJITFOTCS. HOPMATHBHBIC aKThl BBICIIUX OPTraHOB TOCYIApCTBEHHOW BIIACTU U
yIpaBJICHHUS, yIPEIUTEIbHBIE  JTOKYMEHTHI dbonmO000pazoBarTes, ero
BBINIECTOSIICH OpraHu3aliy, OPraHU3aIMOHHO-PACTIOPSAUTEIHHBIC JOKYMEHTHI
donmooOpazoBarensi, HUCTOpUYECKas U CIpaBOYHAs JIATEpATypa, Yy4YETHBIC
JIOKYMEHTHI, 7e510 (OoHa.

Uctopus pormooOpaszoBaress J0HKHA COAEPKATH CISAYIOIINE CBEICHHMS:

— IaThl CO3/IaHUS, TEPEUMEHOBAHUS, PEOPraHu3alii ¥ JIMKBUIAIIUU
OpraHM3allii CO CCBhUIKOM Ha 3aKOHOJATEIbHBIC aKThl WM PaCHOPSIUTEIbHBIC
JIOKYMCHTBI; Ha3BaHUE OPTaHU3aIllUH-TTPAaBOIIPECMHUKA;

— CBEJICHHS O BBIIIECTOAIICH OpraHU3aIlNH;

— COCTaB CHICTEMBI MOJBEIOMCTBEHHBIX OpPraHW3aiuii (MX BUIbI, KPATKYIO
XapaKTEePUCTUKY, TEPPUTOPUAIHLHOE pa3MeEIIeHue), BCE TOCJEIYIONINEe e¢
MU3MEHEHUS C YKa3aHUEM JaT YTBEPIKIACHHSI 1 OCHOBHBIX IPUYWH U3MCHEHUH;

— CTpyKTypa (oH1000pa3oBaTensi U €€ M3MEHEHHs] C YKa3aHUeM JaT u
OCHOBHBIX TIPUINH H3MEHCHHU;

—3agaun U (GyHKIUU (PoHg000pa3oBaTensi, CBEICHUS O JOKYMEHTax,

KOTOPBIMH BHOCHJIMCh YKA3aHHBIC USMCHCHUS, WX IIPUYUHBI,
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— Ha3BaHUE OpraHU3alUd — TMPEAIIEeCTBEHHUKAa (B cllydae OTCYTCTBHUS
IPSIMOTO TIPE/IIECTBEHHUKA MOXKET OBbITh yKa3aHa OpraHu3allusi, BBHIMOJTHSBIIAS
aHAJIOTMYHbIE () YHKLIUH).

[Ipu coctaBnenun ucropun HoHI000pa30BaTENST HEOOXOIUMO UMEThH B BUTY
cienymrlee:

— o(pULMaAIbHO TPUHATOE MOJIHOE U COKpPAIEHHOE Ha3BaHUE OpraHU3alUU
yKa3bIBAE€TCAd Ha OCHOBAaHMM HOPMATHUBHBIX MPABOBBIX aKTOB. Eciu B JOKyMeHTax
(HOpMaTUBHBIX  MPABOBBIX  aKTaX, PACHOPAIUTENIbHBIX,  YUYPEAUTEIbHBIX
JOKYMEHTaX W Jp.), OTHOCALIUMXCS K BONPOCY CO3JaHUs, JESITEeIbHOCTH
OpraHu3allvi, a Takke e€ mpeoOpa3zoBaHUil, OynyT OOHApYKEHBI PACXOXKICHUS B
Ha3BaHUU OpraHU3alW{, IPUBOASATCSA BCE UMEIOIIUECS B TOKYMEHTAX Ha3BaHUS CO
CChUIKAMHM Ha COOTBETCTBYIOIME JOKYMEHTHI. B ciiydae OTCYTCTBHSI MpaBOBBIX
aKTOB O  CO3/aHHMM, I[ICPEMMEHOBAaHWUHU,  pEOpraHu3allM,  HW3MEHEHHH
MO/JBEIOMCTBEHHOCTH M JIMKBUJAUMW  OpraHu3alud, 3TH  CBEIEHUS
YCTAaHABJIMBAKOTCSA 110 KOCBEHHBIM JTaHHBIM, YTO OrOBApUBAETCS B MCTOPHUYECKOU
CIIPABKE;

— YKa3bpIBAa€TCs  HENOCPEJACTBEHHAs  IMOAYMHEHHOCTh  OpraHHU3alvu-
donmooOpazoBarenss (HampuMmep, MHUHHUCTEPCTBY WM  KAKOMY-IIMOO  €ro
CTPYKTYPHOMY TIOAPA3ACIICHUIO);

— 1aTbl CO3/1aHHsA, [EPEMMEHOBAHUS, pPEOPraHu3alud M JIMKBUIALUU
YKa3bIBAIOTCSI CO CCBUIKOM Ha 3aKOHOJATENIbHBIE AKThl W PaCHOPSAUTENbHbBIE
JOKYMEHTHI; NPYU HAJIMYNHA HECKOJbKMUX HOPMATUBHBIX IPABOBBIX aKTOB PA3HBIX
opranoB  (Yka3 Ilpesunmenra Poccuiickoii ®enepanuu, MOCTaHOBIICHUE
[IpaBurenpctBa Poccuiickoit denepanuu, npukas QeaepajibHOro opraHa
UCTIOJIHUTEIHHON BJIACTH) B UCTOPUUYECKOM CIpaBKe yKa3bIBAlOTCs 00€ JaThl, HO 3a
OCHOBY OepeTcsi MOCTAaHOBJIEHHE BBICIIEr0 OpraHa roCy/IapCTBEHHOIO YIIPABJICHHUS.

Ecnu opranusanus siBisieTCs AEHWCTBYIOLIEH, CBEIECHUS IO €€ UCTOPUU B

PICTOpH‘I@CKOfI CIIpaBKC OOJDKHBI OXBATbIBATL TOT KC XpOHOHOFI/I‘ICCKI/IfI MCpUoL,
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YTO W TOJOBBIC Pa3JieNIbl OMUCHU AEN MOCTOSHHOTO XPAaHEHHUs], MPEACTABISIEMbIE Ha
yrBepxaeHue JIIK apXuBHOro yupexacHus.

Ecnmu opranmsanuss Obula JUKBUAMPOBAHA, TO HMCTOPUYECKasl CIpaBKa
COJEPXKUT CBEJEHUS IO HCTOpUU (POHI000pazoBaTeNIsl 3a BECh IMEPUOT €€
JeSTEeNbHOCTH, HE3aBUCUMO OT TOT0, 3a KaKOM Mepuoj MPEeACTaBICHbI JOKYMEHTHI
B OIKCH.

[Ipyn HaNMYMK HECKOJBKUX MPABOBBIX AKTOB OJHOTO M TOrO K€ OpraHa o
CO3/1aHMH, [TEPEMMEHOBAaHUM, PEOPraHr3alui, U3MEHEHUH IOJIBEIOMCTBEHHOCTH,
JUKBUAAUMNA OpPraHU3allMd B HCTOPUYECKOM CIPAaBKE YKa3bIBAlOTCS  BCE
JOKYMEHTBI, HO 32 OCHOBY Oepercs Hauboyiee paHHUN MO BPEMEHH IMOAMHUCAHUS
aKT.

Eciun B Tekcre HOPMAaTWBHOIO NPaBOBOIO aKTa HMEETCS YKa3aHUE Ha
dakTuueckyro JgaTy o00pa3oBaHMS WM  JMKBUAAIMM  OpraHu3alid, He
COBITIAJIAIONIYIO C 1aTOM HOPMATUBHOI'O MPABOBOIO akTa («o0pa3oBaTh C (yKazaHue
JIaThI)» WK «YIPa3aIHUTh ¢ (yKa3aHHUE JaThl)»), TO OTOBAPUBAIOTCS 00€ JATHI.

[Ipu oTCyTCTBHM IpPaBOBBIX aKTOB KpaWHUE JaThl HA3BAaHUM OPraHU3alvu
YCTAaHABJIMBAIOTCA IO KOCBEHHBIM JaHHBIM (CaMO€ paHHEee YHNOMHUHaHUE
OpraHMu3alyu U Ap.), YTO OrOBAPUBAETCS B UCTOPUUECKOM CIIPABKE.

IIpn ykazaHuu [aThl JMKBUAALMM OpraHU3allid HE TMPUHUMAETCS BO
BHUMAHHME JIMKBUJALMOHHAA JEATENbHOCTh OpraHU3ally II0Ciie TOJIMHUCAHUS
IpaBOBOIO aKTa O JUKBUAANMU. B cioydae o¢uUMaIbHOTO  CO3AaHUS
JTUKBUJAIIMOHHBIX KOMHCCHMM HMX HaJM4yue W KpallHME JaThl HX paboThI
OroBapHBaroOTCs 0co00.

Cenenust 0 CTpyKType (HOHI000pa30BaTENS, CETH TOJIBEIOMCTBEHHBIX EMY
OpraHu3aluii U U3MEHEHUSIX B HUX MOTYT ObITh MPUBEJIEHBI B TEKCTE CIIPaBKU WA
JaHbl B BUJE NPHIOKEHUH (B 3aBUCUMOCTU OT 00BEMA CTPYKTYpPhI U KOJIMYECTBA

U3MEHECHU).
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[Ipn uznoxkenuun ¢GakToB CO3AaHUS, NMEPEUMEHOBAHUS, PEOPraHU3ALUU U
JUKBUJIALIUA OPTraHU3aIlMU  COXPAHSIOTCS (OPMYJIMPOBKH IPABOBBIX AKTOB:
«obpa3oBaThy», «co37aTh Ha 0aze», «mIpeodpa3oBaThy», «PEOPraHU30BaATHY,
HUCKIIIOUHUTH U3», «JIMKBUIWPOBATH» U T.N. Bce JaHHbBIE O HCTOPUM OpraHU3aluu
MPUBOAATCS C 00513aTEIbHBIMU CCHUIKAMU Ha COOTBETCTBYIOIIUE IOKYMEHTHI.

CBeneHus Mo UCTOPUU OPraHU3alllMK U3JIAraloTcsl B UCTOPUUYECKOUN CIIpaBKe
B XPOHOJIOTHYECKOM MOCIIeI0BATEIbHOCTH.

3amaun W (QyHKOWM OpPraHM3allid U3JIaraloTcs B COOTBETCTBHUU C
HOPMATUBHBIMU TPAaBOBBIMU aKTaMU (YCTaBbl, IMOJOXEHUS MU JIp.), OTCYTCTBHE
COOTBETCTBYIOIIHNX JJOKYMEHTOB OrOBapUBaeTCsl.

Jnst 00beIMHEHHOrO0 apXWBHOTO (OHIAa MOXKET COCTaBISATHCS OOIIas
HCTOpUYECKas crpaBka Mo BceM (oHao00pazoBatessiM. [Ipu sTom cBeaeHus 1o
UCTOPUU KOHKPETHBIX (OHA000pa3oBaTesied MaloTCs OTAENbHO IO Kaxaou
OpraHu3aluu.

B ncropuueckoi cripaBKke K apXWBHOM KOJUIEKIIMW YKAa3bIBAKOTCS CBEICHUS
110 UCTOPUU €€ CO3/aHUsl, CBEJEHHUS O COCTABUTENE, a TAK)XKE O MECTOHAXOXKJICHUH
KOJUICKIIUU JI0 TIOCTYIJICHUS B apXUB (€CJIM OHA He Obljla CO3/JaHa B apXUBE).

Uctopus pona nomkHa coaepKaTh CICAYIONINE CBEICHHUS:

— KOJMYECTBO JieJ1 B QOHJIE;

— JlaTa TEpBOro MOCTYIUJIEHUS JAOKYMEHTOB ()OHAA B apXWB, UX 00BEM U
KpanHHE JaThl;

— CTEINEHb COXPAHHOCTH JOKYMEHTOB;

— JaTa mepeiadu T0KYMEHTOB Ha OCTOSSHHOE XpaHEHHUE.

JIOTIOMHUTENIbHO MOKHO BKIIFOUUTD CIEAYIONIYI0 HHPOPMAIUIO:

— CBEJICHHUSI O IIPOBEIACHHBIX B AaPXMBE MEPOIPUATHUSAX IO OIMNHUCAHUIO
JIOKYMEHTOB, M0 NepepabOoTKe WM YCOBEPIICHCTBOBAHUIO OMUCEH, KOMIUIEKCHOMN
LEJIEBOM SKCIEPTU3E LIEHHOCTH TOKYMEHTOB C yKa3aHUEM IPUYWH, BBI3BABIIMX
HEOOXOJMMOCTh ITUX PabOT M AT UX OCYIIECTBICHHUS;
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— U3MEHEHHUsI B cocTaBe M o0beme (OHJAa W MX HNPUYUHBI (IPOBEIECHUE
AKCIIEPTU3bI IEHHOCTH, YTPAThl, HE33aJOKYMEHTUPOBAHHBIE TIEPHOJIbI);
[Ipu uznoxenun ucropun HpoHaa HEOOXOIUMO UMETH B BUJY CIIEIYIOIICE:
— KpalHUMHM J1aTaMH JOKYMEHTOB (DOHJa SBISIIOTCA JaThl CO3JaHUSA U
JUKBUJALMY OpraHu3aliiy;
— €CJIM OpraHu3alus JAeUCTBYIONIAsl, WM JOKYMEHTbl (POHAA COXPAaHUIUCH
HE 3a BEChb IMEPHOJ JEATEIbHOCTH OpraHu3aluu-poHA000pa3oBaTens WIH
BBIXOJSAT 32 XPOHOJIOTHYECKUE PAMKH €€ NEATENbHOCTH, TO KPalHUMHU JaTaMH
JOKYMEHTOB (poHIa OyIyT ABJIATHCSA I'OJIbl, 32 KOTOPBIE UMEIOTCS JOKYMEHTBI.
—ecimu  OIIK  apXuBHOrO ydpexaeHHs NPUHUMAJIOCh PpELIEHUE O
(DOHIMPOBAHKH ', TO B HCTOPUIECKOH CIPABKE M371AraeTCs TaHHOE PElICHHE CO
ccouikoid Ha mpotokos DIIK. Pa3gen mo ucropunm ¢doHOa MOXKET COAEp)KaTh
KpaTKyl0 OOOOIIEHHYIO XapaKTEpPUCTUKY COCTaBa JIOKYMEHTOB IO CTPYKType
dboHIa M MO BUJIAM JOKYMEHTOB, COJEp)KaHUsS JIOKYMEHTOB II0 TeMaM,
BOIPOCAM, OTPAXKAIOUIMM HaIpaBJIEHUS AEsITeNbHOCTH (POHI000pazoBaTes, C
YKa3aHUEM XPOHOJIOTMM TeM H O00O3HAaYeHHEeM UX TIeorpaduueckux
(aIMUHUCTPATUBHO-TEPPUTOPUATILHBIX) TPAHHUIL.
JIoOMHUTENbHO MOXKET OBITh BKJIIOUEHA MHGpopMauus no Oubimorpaduu
donma.
bubnuorpadgus BKJIOUAET CIMCOK ONYOIMKOBAaHHBIX U HEOMYOIMKOBAHHBIX
CIPAaBOYHHUKOB MO (POHIY U JOKYMEHTAJIbHBIX MyOJUKAIlMi, BHITOJHEHHBIX Ha €ro
OCHOBE.
B tpeTpeM pazzaeie uCTOpUYECKON CIPaBKH OTPAKAETCSA:
— OCHOBHOM COCTaB JIOKYMEHTOB (MX Pa3HOBMJIHOCTH), BOLIEIUINX B OIMKChH,

H UX IIOJHOTA,

' ®oHaMpoOBaHHE JOKYMEHTOB - OIpEISiICHHUE IMPUHAICKHOCTH JOKYMEHTOB
KOHKPETHOMY (POHA000pa30BaTEeI0 M XPOHOJIOTMYECKUX T'PaHHUIl aApXUBHOIO
dbonza.
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— CBEICHUSI O HAJIWYUU JOKYMEHTOB, BBIXOMSIIUX 332 XPOHOJIOTUYECKHE
rpaHullbl GoHnaa;

— COCTaB HAYYHO-CIPABOYHOrO amnmapara K GoH.y;

— HaJIM4YMe M MECTO XpaHeHus (C ykazaHueM (aKTHUUECKOro ajpeca)
JIOKYMEHTOB I10 JJUYHOMY COCTaBYy).

B sTom ke pa3nene MOTyT ObITh YKa3aHbI TAKHE CBEICHUS KaK:

— HaJIM4Me JTOKyMEHTOB, OTHOCSAIIMXCS K mpoduito maHHOro ¢oHaa, B
cocTtaBe Apyrux (poHI0B apXuBa, C yKazaHHEM MX Ha3BaHUN U HOMEPOB;

— CBEJICHUS! O HAJIMYUHM JIOKYMEHTOB Jpyrux (onmooOpazoBatenel (eciu
3TO CIOXKUIIOCh UCTOPUYECKH M U3BIATHE UX HELEIecO00pa3Ho);

— CBEJICHHUS O HAIMYUU JIOKYMEHTOB (hoHI000pazoBaTes (B TOM 4YHCIE 1O
JUYHOMY  COCTaBy), HaxXOHAIIUXCS B  cOocTaBe Jpyrux (OHAOB  WIH
aApXUBOXPAHUIIHUII, U MECTaX UX XPaHCHHUS;

— BO3MOXXHOCTh HCIIOJIb30BaHMSI JOKYMEHTOB (hoHAa (C yKazaHUEM Lejien
WCIIOJIb30BAHUS).

[Tpu u3nOXKEHNN XapaKTEPUCTUKU JOKYMEHTOB ()OHa HEOOXOJMMO UMETH B
BUJY CJIEYIOIIIEE:

— B ClIyd4ae HEMOJHOTH JOKYMEHTOB (POHAA YKa3bIBAIOTCS MPUIUHBI
oTrcyrcTBUs (yTpaTbl) AOKYMEHTOB, X COCTaB IO OCHOBHBIM KaTETOPHSIM C
yKa3aHUEM KpalHMX JaT JaHHBIX (TOJOB), U3/1araloTcs pe3yabTaThl UX PO3BICKA;

— eClid  JJOKYMEHTBl BBIXOJST 3a XPOHOJIOTWUYECKHE TpaHMIlbl (POHIA,
IPUBOJUTCS OOOCHOBAaHHOE JOKA3aTEJbCTBO BKIIOYEHHUS HTUX JOKYMEHTOB B
coctaB (OHIIA;

— CBEJICHUS O HAYYHO-CIIPABOYHOM arrapare K (OHy OTpa)xkaroT HOMepa U
Ha3BaHUs BCeX omucel nen (GoHAa, XPOHOIOIMYECKUE PaMKH BKJIIOYEHHBIX B HUX
NoKyMeHTOB, npyrue Buasl HCA (ykazaTenu K JOKyMeHTaM, 0030pbI U T.11.).

Ecnu B cocraBe (hoH1a UMEIOTCS AJIEKTPOHHBIE IOKYMEHTHI, B HCTOPUYECKOM

CIIpaBKC HaCTCA HX XAaPAKTCPHUCTHKAa C YKAa3aHUCM BHIAA JOKYMCHTAIUH
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(ynpaBieHueckasi, Hay4yHO-TEXHMYECKass W [Ip.), MPOrpaMMHO-TEXHUYECKHE
CpENICTBA, HCIIOJIb30BAaHHBIE ISl CO3/aHMs JIOKYMEHTOB, COCTaB M (opmaThl
daiimoB u Apyryio uHbOpMalMiO, KOTOpas TO3BOJUT B JajbHEUIIEM
OCYIIECTBIISITH IOCTYII K JJAHHBIM, UX KOHBEPTUPOBAHUE (MUTPALIHIO).

B cnyuae BbIsIBIEHUSI HOBBIX JaHHBIX MO UcTOpuu (OHI000pa3zoBaTels U
uctopuu (oHIa, B HCTOPUYECKYIO CIPABKY BHOCSTCS HCIIPaBICHUS, OHA
JOTIOJIHSAETCS WM TIEPECOCTABISAETCS.

Uctopuueckas cnpaBka K GOHAY TMOIMUCHIBACTCS WCIOIHUTEIEM C
yKa3aHUEM €ro JOJDKHOCTHM M JaThl COCTAaBIIEHHUS, PYKOBOJMTEIEM apXuBa
OpraHu3alyu.

B coorBerctBumn ¢ 1. 5.6. [IpaBui mcropuyeckas crpaBka K (GOHIY U
JOTIOJIHEHUSI K HEM COCTaBJISIFOTCA B JBYX DK3EMIUISIPAX, OJUH — XPAHUTCS B JIEIIE
doHma, BTOpOH — Mepenaercss B ToCyJapCTBEHHBIM (MYHUIIUIIANBHBIN) apxuB. B
ClIydyae €ClId OpraHu3auus HeE SBJSIETCI HCTOYHUKOM  KOMILIEKTOBAHUS,
HWCTOPUYECKAas CIpPaBKa M JIONOJHEHUS K HEW B EIUHCTBEHHOM JK3EMILIIpPE

BKJIFOUAIOTCS B Jei10 (poHa.
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5. UCTIOJIb3OBAHME JJOKYMEHTOB APXVBA OPI"AHU3ALIN

Opeanuzayus UCNOIb30BAHUS APXUBHBIX OOKYMEHMO8 — OessmelbHOCHb
opeaHu3ayull O NpPeodoCcmagieHur0 20Cy0apCmeeHHbIM OpP2aHAM, OpP2aAHaAM
MECMHO20 CAMOYNPABIEHUs], OPUOUYEeCKUM UTU QUIUYECKUM TUYAM APXUBHBIX
OOKYMEHmMO8 OJisl UX U3YYEeHUs, NPOUMEHUS, NPOCMOMPA ULU NPOCYUUBAHUS.

Ionv306amens apxusHvIMU OOKYMEHMAMU — 20CYOAPCHBEHHbIN OpP2aH,
Op2aH MeCmHO20 CAMOYNpasieHus aubo wpuoudeckoe um @uauieckoe IuUyo,
obpawarowuecsi HA 3AKOHHLIX OCHOBAHUAX K APXUBHLIM OOKYMeHmam Ois
NOJIYYeHUsl U UCNONb308AHUSL He0OX00UMOU UHDOpMayu.

Ilenapio WCMONB30BAHUS APXMBHBIX JOKYMEHTOB SIBISIETCS OOEcCIeueHue
WH(POPMAITMOHHBIX 3allPOCOB TMOJb30Bareneil. s JocTHXKEHHs ITOH 1end B
apX¥WBe OPraHU3AINN PEIIAIOTCS CICAYIOIINE 3aJauH:

— uH(pOpMaIMOHHOE o0ecrieueHrne pabOTHUKOB OpraHU3allluy;

— WCIOJHEHHE 3allpOCOB TONb30BaTelield, B TOM YHCJE 3alpOCOB
COLIMAJILHO-TIPABOBOI0 XapakTepa B (popMe BbIIauu apXUBHBIX CIIPABOK, APXUBHBIX
BBITIMCOK, apXUBHBIX KOIMWWA, HHPOPMAITMOHHBIX MHUCEM, TEMATHICCKUX TTEPEIHEH,
TEMaTUYECKUX 0030POB IOKYMEHTOB,;

— BBIJIa4a JIej1, IOKYMEHTOB BO BPEMEHHOE T10JIb30BaHUE;
— BbIJIaya JieJl, TOKYMEHTOB B UHTATbHBIN 321 apXUBa.

ApXUB OpraHM3alid MOXKET OpraHM30BBIBATh MCIOJIH30BAHHE JOKYMEHTOB
MpU  TOATOTOBKE HWH()OPMAITMOHHBIX MEPONPHUATHH, BBICTABOK, a TaKKe WUX
nyonukaruto (1. 5.7. [IpaBwi). [lpyu noarororke nHPOPMAITMOHHBIX MEPOIPUITHI
COBMECTHO CO CpEACTBAMH MAacCOBOM WHGOpMaNWK, TMapTHEpaMH, apXuB
OTpesieNiAeT TeMaTHuKy, OObeM M CpPOKU IOJTOTOBKM MaTEpHaJIOB; TeMaTHKa U

CPOKH YTBEPXKIAIOTCSI PYKOBOJAUTEIEM OpPraHU3al1u.
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5.1. UcniomHeHue 3arpocoB Moiab30BaTenei

3anpocsl MONIb30BATENEH, MOCTYNAIOUIME B APXUB OpraHU3allH, MOTYT OBITh
COLIMAIILHO-TIPABOBBIMH WJIM TeMaTudeckumi (1. 5.9. [Ipaswui).

B coorBercTBUu ¢ @enepaibHbIM 3aKOHOM OT 22 okTs0pst 2004 r. Ne 125-
®3 «O6 apxuBHoMm jnene B Poccuiickoin ®Denepanun» COMUATHHO-TIPABOBHIE
3aIpOChl — OTO 3alpOChl, CBSI3aHHBIE C COLUMAJIBHOM 3alIATOM Tpa)KJIaH,
peycMaTpUBaloiell X MeHCHOHHOE 00eCTIeueHne, a TakKe TOMydeHUe JIbTOT U
KOMIIEHCAIIM B COOTBETCTBUU C 3aKOHOAATENILCTBOM Poccuiickoii denepanuu.
3anpockl COHAIBHO-TIPABOBOr0 XapaKTepa UCTIOIHIIOTCS apXUBOM 0€3BO3ME3/IHO.

TemaTtuueckue 3arpochl — 3TO 3aMPOCHI M0 ONPEACICHHON TeME, COOBITHIO,
dakty. Temarnueckwe 3ampochl TOCYIAPCTBEHHBIX OpPraHOB WM OPraHOB
MECTHOTO CaMOYIpaBJICHUS, CBSA3aHHBIC C HCIOJHEHHEM HMHU CBOMX (DYHKIIHA,
apXvMB pacCMaTPUBAECT B MEPBOOUYEPETHOM IMOPSAKE B CPOKH, YCTAHOBJICHHBIC
3aKOHOJATENbCTBOM JIMOO COrJIaCOBaHHBIE C aBTOpaMH 3arpocoB. McmomHenue
TAKHX 3alIPOCOB OCYIECTBISICTCS Ha GE3BO3ME3IHOM OCHOBE .

Cpok UCIOIHEHUA 3alpoca COLMAIBHO-IIPABOBOIO XapakTepa B apXWBE HE
noibkeH mpesbimaTh 30 qHEH ¢ MOMeHTa peructparuu 3ampoca (1. 5.10 IIpasun).
[To pemennto pyKOBOAUTEIIS OpraHU3allid WM MHOT'O YIIOJTHOMOYEHHOTO UM JIIla
CPOK HWCIIOJIHEHHsI 3alIpoca MOXKET OBITH MpojJieH He Ooiee, uem Ha 30 mHEH, C
00s3aTeNIbHBIM yBeJIOMJIEHHEM 00 3TOM 3asBuUTeNss. OCHOBAHMEM [JIsl MPOJJICHUS
CpOKa MCIIOTHEHUS 3aMpoca, B YaCTHOCTH, MOXKET OBITh HEOOXOTMMOCTh H3YyUCHUS
00JbIIOr0 00bEMa apXMBHBIX JOKYMEHTOB, pPa3MEIlEHUE apXWBOXPAHWIUI BHE

OCHOBHOW TEPPUTOPHHU apXHBa, MIPOBEICHUE B apXwBE 0OpaOOTKH JOKYMEHTOB W

Ap.

" WcnosiHEeHUE 3aMpOCOB aKIIMOHEPOB aKIMOHEPHBIX OOIIECTB OCYIIECTBIISCTCS B
IIOPSIAKE U CPOKHU, YCTaHOBJIEHHBIE DenepaibHBIM 3aKOHOM OT 26 aexaops 1995 r.
2

Ne 208-®3 «O06 akImOHEpHBIX O0IIECTBAXY
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3anpoc monb3oBaTens odopmisgercss B NHUCbMEHHOM (Qopme u, B
coorBerctBun ¢ 1. 9.10. IlpaBun, JNOJDKEH  COAEpPKAaTh  CJIEAYIOLIYIO
MH(}OpMaIHIO:

— HaWMEHOBAHHUE IOPUJIMYECKOrO JMIa — aBTopa 3ampoca (s TpaxiaaH —
dbaMmiumM, UMEHHU, OTYECTBA, TPU HATMYKH MOCIEIHET0);

— TIOYTOBBIM W/WIIM JIEKTPOHHBIN ajipec, MO KOTOPOMY JOJHKEH OBITh JaH
OTBET;

— TIOJIHOE YKa3aHUWE Ha CBEACHUSA, WHTEPECYIOLIME ToJib3oBatens (ux
XpOHOJIOTUYECKHE pPAMKH, TeMaTuKa, Jrobas apyras HHQoOpMalus, KOTOPYIO
MOJIb30BATENIb CYUTAET HEOOXOJUMOM yKa3aTh);

— (opmy momydeHus Tmosib3oBaresieM HHGopManuu (MHOOPMALIMOHHOE
MHUCbMO, ApXUBHAsI CHpaBKa, apXUBHAS BBIMUCKA, ApXUBHAS KOMMUS, TEMATUUECKUN
nepeyeHb, TEeMaTUYECKU 0030p TOKYMEHTOB);

— JJaHHbIE JIOKYMEHTA, YJOCTOBEPSIONIET0 JIMYHOCTh (ITOATBEPKIAIOIIETO
MOJITHOMOYHS MPEJICTABIIATh HHTEPECHI APYTOro JIUIIA);

— JIMYHYIO TOJIHUCh aBTOpa 3ampoca (TpaxkJaaHWHA WU JIOJDKHOCTHOTO
JULA);

— JaTy oOpalieHusl.

B cmydae orcyrctBus B 3ampoce TOJIB30BATeNsl KaKUX-THOO CBEICHUIA,
HEOOXOMMBIX JIJIsl UCTIOJIHEHHUSI 3aIIpOCca, OPraHu3allys HapaBIsieT MOJIb30BaATEIIO
yYBEJIOMJICHHE O HEOOXOMMOCTH MPEIOCTABICHUS dTUX CBeNeHU. B 3TOM cirydae
CPOK HCIIOJHEHHWSl 3alpoca HCUUCISETCS C JaThl TMOJY4YEHUS apXUBOM
HEOOXOJIMMBIX CBEACHHUI OT MOJIb30BATEIS.

Jnst  ynoOcTBa TmoONb30BaTeNel PEKOMEHAYETCS B COOTBETCTBUM C
YCTaHOBJICHHBIMU TPeOOBaHUSIMU pa3padO0TaTh OJaHK 3ampoca, KOTOPBIA MOXKET
OBITH 3amOJTHEH B OyMa)XHOM BHUJIE WJIM B 3JICKTPOHHOM (opme B BHUjE I1a0JI0HA,
pa3MeLIEHHOr 0 Ha caiiTe opraHu3aluu.

[Tpumep Gnanka 3anpoca npuBeneH B npuioxeHun Ne 12,
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3anpoc NOJKEeH ObITh 3aperHCTPUPOBAH B TEUEHHE TpeX padodyux THEH ¢
MomeHTa noctyruienus (m. 5.10 IIpaswui). Perucrparus 3anpocoB mosib3oBareneH,
OTITpaBKa YBEIOMJICHUH, BEBIHECEHUE PE30JIOLNN PYKOBOIUTEIEM OCYIIECTBISCTCS
B COOTBETCTBMM C OOIIMMM MpaBUJIaMU JEJONPOU3BOACTBA U PabOTHI C
OOpalIeHUSIMU TPaKIaH B OpraHU3aIny.

3anpoc, HE OTHOCSIIMWCA K COCTaBy XpaHALIUXCA B OpraHu3aluu
JOKYMEHTOB (HenpouIIbHbBIN 3a1poc), NepechLIacTCs BMECTE c
COIIPOBOAMUTEIBHBIM MUCHMOM 32 MOJIMHUCHI0 PYKOBOJIUTENS B COOTBETCTBYIOIIYIO
OpraHu3anuio (Ipyroi apxuB, TOCYJAapCTBEHHBIM OpraH WM OpraHU3alldi0) B
TeueHue 7 JHEW co IHA perucrpanuu 3amnpoca. OZHOBPEMEHHO MOIb30BATEIIO
OTIIPABIISIETCSL YBEOMIICHUE O Mepeaipecaliu 3amnpoca.

[Ipu orcyrcTBUM B apXHWBE JOKYMEHTOB, HEOOXOIUMBIX IS UCHOTHEHUS
3aIpoca, IMOJIb30BaTEII0 HAIpPABIIAETCS MUChMO-OTBET, B KOTOPOM YKa3bIBalOTCS
IPUYUHBI, 10 KOTOPBHIM 3alpalliiBaeMble CBEJCHUS HE OBLIM BBISBICHBI, U, IO
BO3MOXKHOCTH, TIPEJJIaracTcs aliTOPUTM JATbHEUIIIETO MMOUCKA.

Ecniu  nmoxkymeHTanmbHO  MOATBEPKACHBI  (PAKThI  yTpaThl — apXUBHBIX
JOKYMEHTOB, B KOTOPBIX COJEPKaJIMCh 3allpallliBaeMble CBEICHUS, MOJIb30BATEIO
HANPaBIIACTCSI TMHCHhMO, B KOTOPOM  YKa3bIBAIOTCS TMPUUYHUHBI OTCYTCTBUS
3ampammrBaeMoil MHGOpPMAIMM CO CCBUIKOM Ha Y4YeTHBIE JOKYMEHTHI apXHBa.
HNudopmaruio o mpocMOTpEeHHBIX (GOHIAX U JeNax 1e1eco00pa3Ho yKa3bIBaTh HA
BTOPOM HK3EMIUISIPE OTBETA, KOTOPBI OCTAETCSl B apXUBE OPraHU3aAlIUU.

I'padpuueckoe mnpencrasienune mnpouecca 3S.1. «McnomHeHue 3ampocoB
MI0JI30BATEIEH» MPUBEICHO Ha cxeMe 26 nmpuinoxeHus Ne 4.

OTBeThI Ha 3amPOCHl (ApXUBHBIC CIIPABKHU, APXWBHBIC BBHIMUCKU U apXUBHBIC
KONUHU) JIODKHBI OBITh  OGOPMIIEHBI B COOTBETCTBUE C TPEOOBaHUSIMU,
YCTaHOBJIEHHBIMU B 11. 5.11.-5.14. [IpaBuin).

Oghopmnenue apxusHot cnpasku
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ApXWBHasg CIpaBKa — JOKYMEHT, HUMEIONIMN IOPUIWYECKYI0 CHIY U
COJICpKAIIMK JIOKYMEHTHYI0 HH(OpMaIlMI0 O TpeaMere 3ampoca. ApXUBHas
CIPaBKa COCTABJISIETCS HA CIIELMAILHOM OJIaHKe, C YKa3aHUEM apXHUBHBIX IIU(POB
U HOMEPOB JIUCTOB E€IWHHI] XPAHEHUS apXMBHBIX JIOKYMEHTOB, HA OCHOBAaHUH
KOTOpPBIX OHa COCTaBjeHAa. ApXHWBHas cOpaBka OoQopMIIIETCS MO YCTAHOBJICHHOU
dopme (mpuniokerne Ne 29 [1pasui) ¢ ykazanuem Buna qokymenta « APXNBHAS
CITPABKA».

ApXUBHBIE COpPaBKM  COCTABJISIIOTCSI HAa  OCHOBAaHMM  JOKYMEHTOB
(MO/UTMHHUKOB M 3aBEPEHHBIX KOMUM), XpaHSIIMXCA B apxuBe. Vcnonb3oBaHue
KOMHUI  JIOKYMEHTOB, BEpPHOCTh KOTOPBIX HE 3aCBUJICTEIIbCTBOBAHA, HO
OTHOCSAIIMXCSA K TPEAMETY 3ampoca, OrOBapUBAETCS B TEKCTE CIPaBKHU
(«He3aBepeHHast komnus»). [Ipu OTCYTCTBUU B apXuBE JOKYMEHTOB IO MPEIAMETY
3amnpoca apxvBHasg CIpaBKa MOXKET OBITh BbIJIaHA IO XPAHSIIMMCS B apXHBeE
NeYaTHbIM MaTepuajiaM, OTHOCSIIUMCS K MpeAMeTy oOpalleHHs, ¢ TOYHBIM U
MOJIHBIM YKa3aHUEM UCTOYHUKA.

B cmnpaBke mnpuBOAATCS Ha3BaHWS, OaTbl W HOMEpPAa JOKYMEHTOB, H
U3JIaraloTCsl CBEJICHMS, UMEIOIMECS B JOKYMEHTAaX M OTHOCSIIMECS K MPEIMETy
3anpoca. M3inoxeHne maeTcs B XpOHOJIOTHYSCKOM MOCIeI0BaTEIBHOCTH COOBITHH,
a HE JOKyMEHTOB, B KOTOPBIX OHHU oOcBemarorcs. JlomyckaeTcs MNPUBOJIUTH B
CIIpaBKE€ BBIACPKKMA K3 JOKYMEHTOB, 3aKitodas MX B KaBbluku. HazBanus
OpraHu3anuidi B TEKCTE€ CHOPaBKU TMPU TMEPBOM YINOTPEOJCHUH MPUBOASTCS
MOJIHOCTBIO, @ B CKOOKaX — WX OQUIHATLHO TPHUHITHIC COKPAIICHUS; TPHU
MOBTOPHBIX YIIOMUHAHUSX — TOJIBKO COKpAIllCHHBIE.

HecoBnanenue oTaenpbHBIX CBEAECHUN/TaHHBIX JOKYMEHTOB CO CBEICHUSIMH,
U3JIOKEHHBIMU B 3alpoce, HE SIBIIAETCS MPEMSTCTBHUEM JIsI BKIIOUYECHHUS UX B
ApXMBHYIO CIPABKY, €CJIM COBIIAJICHUE BCEX OCTAJbHBIX CBEJCHHUI HE BHI3BIBACT
COMHEHUM B TOXJECTBEHHOCTH JMIA WM (DAKTOB, O KOTOPHIX TOBOPUTCS B

JIOKYMEHTAaX.
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B apxuBHOI1 cripaBKe CBEIAEHUS BOCIIPOU3BOIATCS TaK, KAK OHU M3JI0KEHBI B
JOKYMEHTAX, a PacXOXJECHHUSI, HECOBMAJACHUS U HETOYHBIE HA3BaHUs, OTCYTCTBHE
MMEHH, OTYECTBA, MHUIIMAJIOB WM HAJIMYKE TOJHLKO OJHOTO U3 HUX JIOJKHBI OBIThH
OTOBOpPEHBI B TEKCTE CIPAaBKU B CKOOKAaX: «TaK B JIOKYMEHTE», «TaK B TEKCTE
OpUTHHAIA.

[To TekcTy apXWBHOW CHpaBKU B KayeCcTBE MPUMEUAHUNA MOTYT OBbITh
OTOBOPEHBI ~ HEPA30OPUMBO  HAMHMCAHHBIE, MCIpaBJIECHHbIE  aBTOPOM, HE
MOAIA0IIUECS NPOYTEHUIO BCIIEJICTBUE MOBPEXKIEHUS TeKcTa opurnuHana: «Tak B
TEKCTe OpUruHana», «B Tekcre HepazoopUnuBOY.

B apxuBHOI crnpaBke DOJDKHBI OBITH TPHUBEACHBI ApXUBHBIC MHPPHI U
HOMEpA JINCTOB €IMHULL XPAHEHUS, UCIIOIb30BABIINXCS JJII €€ COCTABICHUS.

Cenenus, UMEIOIIKMECS B apXUBE IO 3ampocy o padore u (mwiu) yuebe B
HECKOJIbKMX OpraHu3alusax, Kacarolluecs OJHOr0 JIWIA, BKJIIOYAIOTCA B OJHY
aApXMBHYIO CIIPABKY.

B TekcTe apXuBHOW CIpaBKHM HE JOMYCKAIOTCS W3MEHEHUS, MCIPABJICHUS,
CYMMHUPOBaHHE JaHHBIX, KOMMEHTApUH, COOCTBEHHBIC BBIBOIBI HCIIOIHHUTEINS IO
COJICPKAHUIO JOKYMEHTOB, Ha OCHOBAaHMHM KOTOPBIX COCTaBJICHA apXUBHas
CIpaBKa.

[ToguucTky ¥ TOMapKU B apXUBHBIX CITPaBKax HE JOMYCKaOTCs.

ApXuBHas CHOpaBKa COCTABIISICTCS PAOOTHUKOM apXWBa OpTraHU3aIlUH,
NOAMUCHIBAETCS PYKOBOAUTEIEM OPraHU3alUd WM WHBIM YIOJIHOMOYEHHBIM MM
JOJKHOCTHBIM JIMIIOM U 3aBEPSIETCA MeYaThl0 OPraHu3allui.

O6pazer; ohopmiieHHs] ApXUBHOM CHpaBKHU MpUBEACH B pusioxkeHun Ne 13.
Ogopmnenue apxuHoll 8bINUCKU

ApXI/IBHaH BBIIIUCKA — JOKYMCHT, AOCJIIOBHO BOCHpOI/ISBOI[HH_[I/Iﬁ qaCTb

TEKCTa apXMBHOI'O JOKYMEHTA, OTHOCALIYIOCS K ONPEeTIeHHbIM (DaKTy, COOBITHIO,
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Uiy, ApXyUBHas BBIIIMCKA COCTABIISICTCS Ha CIEIMAIbHOM OJIaHKe, C yKa3aHHueM
apXUBHOTO IMH(}pa 1 HOMEPOB JUCTOB €UHUIIBI XPAHCHUS.

Ha Gnanke o0o3Hauaercs Takxke Ha3BaHHe Buaa nokymeHTta: «APXVMBHAS
BBITTCKAY.

B apxuBHOI1 BBINUCKE HA3BAaHUE APXUBHOIO JIOKYMEHTA, €r0 HOMEpP W Jara
BOCIIPOW3BOJISTCS MOJHOCTBIO.

Brimucka npou3BOAUTCS TOJNBKO W3 apXUBHOTO JOKYMEHTa, B KOTOPOM
COJICPIKUTCS HECKOJBKO OTHAEIbHBIX, HE CBSI3aHHBIX MEXAY COOOM BOMPOCOB.
Brinucka gobkHa  BOCHPOM3BOAMTH — MOJHBIA  TEKCT YacTh JOKYMEHTA,
OTHOCHIIIENCS K 3anmpocy. M3BieueHnem 13 TeKCTa apXUBHOTO JOKYMEHTA JIOJKHBI
OBITH MCUEPIIAHbI BCE UMEIOIITUECS JTaHHBIC 110 3ampocy. Hauamo u KoHel Kaxoro
V3BJICUCHUS, A TAKXKE MPOMYCKU OTIEIbHBIX CJIOB B TEKCTE€ JIOKYMEHTa
0003Ha4Yar0TCS MHOTOTOYHEM.

B apxuwBHOIl BBIMMCKE JOJDKHBI OBITH CJAETaHBI COOTBETCTBYIOIIHE
MPUMEUAHUS U OTOBOPEHBI YACTU TEKCTa OpUTHHAJA, HEPA30OPUNBO HATUMCAHHBIE,
HCIIPABJICHHBIC aBTOPOM, HE MOJJAIOIIUECS MPOYTEHUIO BCICICTBHE TOBPEKICHUS
TeKCTa W ApyruM npuyuHaMm. OTAeNbHBIE CJIOBA W BbIPAXKEHUSI JOKYMEHTA,
BBI3BIBAIOIIME COMHEHUS B WX TOYHOCTH, a TaKXe HCHpPaBIICHHUS, MOIYUCTKH,
BBI3BIBAIOIIIME COMHEHHME B HX JOCTOBEPHOCTH, oOromapuBawTcs: «Tak B
TOKyMeHTe», «B Texcre HepazoopunBo» uinu « Tak B TEKCTE OpUTHHATIAY.

ITocne TekcTa apXUBHOM BBITIMCKU YKA3bIBAKOTCSI ApXUBHBIN MIUQP U HOMEpa
JIMCTOB €IMHUILIBI XPAHCHHUS.

[Ipu odopmiaeHHH MHOTOCTPAHUYHBIX BBIIIUCOK BCE JIMCTHI BBITHUCKH
HYMEPYIOTCSA U 3aBEPSIOTCS, apXUBHBIA MIU(P yKa3bIBAETCA HAa 000POTE KAXKIOTrO
JIACTA.

ApXuWBHasi BBINIUCKA COCTABJISIETCS PAaOOTHUKOM apxXxwBa OpraHu3aluu,
MOAMUCKHIBAETCS PYKOBOAUTENEM OPraHu3allui WM WHBIM YIOJTHOMOYEHHBIM UM

JOJDKHOCTHBIM JIMIIOM H 3aBCPACTCA IICYATbIO OpraHu3aluu.
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O6pazer; ohopmiieHHs] ApXUBHOM BBIMKUCKU MPUBEACH B MpriioxeHun Ne 14.

Oghopmnenue apxusHot Konuu

ApXuBHasi KOMHS — JOCIOBHO BOCIPOM3BOASAIIAS TEKCT WJIM U300paKeHUE
ApPXMBHOTO JIOKYMEHTA KOMUS C YKa3aHWEM apXWUBHOIO HIM(pa 1 HOMEPOB JIUCTOB
€IUHULIbI XpAHEHUS, 3aBEPEHHAs! B YCTAHOBIICHHOM MOPSIIKE.

KonupoBanre  JOKYMEHTOB  apXvMBa  OpraHuM3allud 1O  3ampocam
MOJIb30BaTENE MPOU3ZBOAMUTCS IO PEIICHUI0 PYKOBOJAUTEIS OPraHu3alllud WIH
MHOTO YIOJIHOMOYEHHOT'O0 UM JIOJKHOCTHOTO JIUIIA.

Konuu noKkyMeHTOB mepechuiatoTcs B aApec TOW OpraHu3aluu, Mo 3arnpocy
KOTOPOI OHU M3TOTOBJICHBI, UJIM BBIIAIOTCS MOJI30BATENIO MO/ JUYHYIO MOAMKCH
(m. 5.18 IIpaBw).

Bce mucthl komuu A0KHBI OBITH MPOHYMEpOBaHbl. Ha apXMBHBIX KOMHUSIX,
BKJIIOYAst KOTIMH apXUBHBIX JIEKTPOHHBIX JOKYMEHTOB Ha OyMa)KHOM HOCHUTENIE, Ha
000pOTE KAXKIOT0 JIMCTA KOMUU, TPOCTABIISIIOTCS apXUBHBIE MTU(PHI JTOKYMEHTOB C
yKa3aHUEM JIMCTOB €UHUIIBI XPaHEHHUS, & HA 000POTE MOCIEAHETO JTUCTA KOIIUU —

OTMCTKA O 3aBCPCHUMN KOIIMU U IICHATh OpraHn3aluu.

Buvioaua apxuenvix cnpagok, apxuHbIX 8bINUCOK, APXUBHBIX KONUL, 0MEemos

Ha memamuyecKue 3anpocsl NOAb306aMENAM

B cootBerctBum ¢ 1. 5.8 [IpaBus apxuB opraHu3alUuMd JOJKEH BECTH Y4YET
WCIIOJIb30BaHUsl IOKYMEHTOB, B TOM YMCJI€ BBIJIa4d JIOKYMEHTOB W JEJ, BbIJauu
aApXMBHBIX CIPABOK, BBIINUCOK, KOMUN JTOKYMEHTOB. OTBETBI Ha 3amlpOChI
PETUCTPUPYIOTCS B apXWMBE OpraHu3alluyd B JKypHaje PETUCTPALMHU BbIJIAHHBIX
KOIIH, BBIITUCOK, CIIPABOK, TEMAaTUYECKUX MAaTEPUAIIOB.

[ToaroroBieHHbIE apXUBOM OPTraHU3AlMK OTBETHl HAa 3aMpOChl (APXUBHBIC
CIIpaBKH, apXWBHBIC BHIMTUCKU U apXWBHBIC KOIMHMH) HAMPABISIOTCS 3aSBUTEISIM C

COIIPOBOAUTCIBHBIM IMHCBMOM IIO IIOYTC WM BBIAAIOTCA IIOJ JTHUYHYIO ITOAIINCH.

137



3asBUTEII0 — MPH TPEABSIBICHUN JOKYMEHTA, YJOCTOBEPSIOIIETO JTUYHOCTH, €T0
IPEJCTABUTEISAM - IIPU NMPEABABICHUHN JOKYMEHTA, YAOCTOBEPSIOIIErO IMUYHOCTD U
JIOBEPEHHOCTH, O(OpPMJIIEHHOW B YyCTaHOBIEHHOM mopsake (1. 5.15 Ilpasuin).
ConpoBoauTeNbHbIE MUCbMa OTBETAaM Ha 3allpOChl PETUCTPUPYIOTCS B OOLIEM
MOPSIIKE BEICHUS JIEIOMPON3BOCTBA.

[lo 3ampocy mosb30BaTeieii apXuBHbBIE CIPABKU, APXHUBHBIC BBITUCKU U
apXWBHBIC KOIMWHU BBINAIOTCA B DJCKTPOHHOM BHJE Ha DJIEKTPOHHOM HOCHUTEIE
a0 mepechlIaloTesl MO HH(OPMALMOHHO-TEJIEKOMMYHUKAIIMOHHBIM CETSIM B
dopMe DIIEKTPOHHBIX JOKYMEHTOB. OJEKTPOHHBIC JOKYMEHTBI 3aBEPSIOTCS
ANIEKTPOHHOM  MOAMHCHIO  PYKOBOAWUTENS ~ OpraHu3allid  WIM  HMHOTO
YITOJIHOMOYEHHOT'O UM JOJKHOCTHOTO juia (1. 5.12. - 5.14. IlpaBw).

HcnonHenHple 3ampockl MOTyT (OpPMHUPOBATHCA B Jea: pa3feibHO IS
IOPUIMYECKUX U (U3MUECKHX JIML, IO BHJaM 3allpOCOB — TEMaTUYECKUE,
coluanbHO-TIpaBoBbie. Bo3aMoxkHO (hopMHUpOBaHME J€ B Mpeieaax 0JHOro roja mno

MOPSIKY HOMEPOB 3aIIPOCOB.

Buvioaua ooxymenmog 6o epemennoe nonv3osanue u uzvamiue 0OKYMeHmMOos

B coorBerctBuM c 1. 2.46 IlpaBun JOKyMEHThI MOTYT BBIJIaBATbCS BO
BPEMEHHOE TMOJb30BaHWe. Bblgaua JTOKYMEHTOB BO BPEMEHHOE IIOJIb30BAHHE
OCYILIECTBIISIETCS] HA OCHOBAaHUU 3aIrpoca U 0(popMIIsieTCss akTaMu O BblFaue JeN BO
BpEMEHHOE M0JIb30BaHue U UX Bo3Bpare (nmpunoxenue Ne 10 IIpaBun).

B cinydae 3ampoca Biagenbla MM €r0  POJCTBEHHHKOB HA BbIIAYY
MOJIUTMHHBIX JIMYHBIX JTOKYMEHTOB O TPa)KJAHCKOM COCTOSIHUU, 00 0Opa3oBaHHH,
TPYAOBBIX KHM)XEK, HE IMOJYYEHHBIX B CBOE BPEMs BJIAJEIBLIEM JTOKYMEHTOB, C
pa3pelieHns] pyKOBOJIUTENS OPraHU3alu JIMYHbIE JOKYMEHTHI U3bIMAOTCS U3 J1ET
Y BBIJAIOTCA 3aBUTEIIO WM €r0 3aKOHHOMY MPECTAaBUTENIO MPU HATMYUU Y HETO
yIOCTOBEPAIOIIMX  IMMOJHOMOYMS ~ JOKYMEHTOB  MOJ  JIMYHYKO  MOJINHKCH

(r. 5.17 TlpaBun) (Ha cxeme 27 npunoxenus Ne 4).
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Ha wu3pIMaemMbie JOKYMEHTBHI COCTaBIISIETCS akT (11O aHAJOTHH C aKTOM O
BbIJIaue JieJI BO BpeMeHHOE MoJib3oBaHue). C M3bIMAaeMbIX JOKYMEHTOB B apXHBE
OpPTraHW3aIlid W3TOTABJIMBAIOTCS KOMHHU ApPXHWBHBIX JOKYMEHTOB (CM. MOPSIOK
oopMIICHUSI ApXUBHOM KOIHUH), KOTOPHIE BKIFOYAIOTCS B JIEJIO B3aMEH BBIJIAHHBIX
aApXUBHBIX JOKYMEHTOB. M3bATHE TOKYMEHTOB, a Tak)Ke 3aMEHa WX KOIHUSIMHU
OTpPaXXarOTCA BO BHYTPEHHUX OIUCAX JIEJ, B JIMCTAX-3aBEPUTEIAX NI, B OIMUCIX
(romoBBIX pazaenax omnuceit) naen B rpade «lIpumeuanue» co ccbUIKaMu Ha
COOTBETCTBYIOIIME aKThl. [Ipm HEOOXOMMMOCTH COCTABISIOTCS HOBAask WUTOTOBas
3aliCh K BHYTPEHHEH ONWCH W JIMCT-3aBEpUTENIb Jefa (B JIMCT-3aBEPUTEIH
BHOCUTCS HMH(pOpManus O HANMEHOBAHWHM JOKYMEHTa(OB) M HOMEpa JHUCTOB,

KOTOPBIC 3aMCHCHBI KOHI/ISIMI/I).

5.2. UadopmarinonHoe obecrneueHre pabOTHUKOB OPraHU3aI[uu

Nudopmarimonnoe obOecrnieueHue PabOTHUKOB OpraHu3anuu
OCYILIECTBJISIETCSI apXMBOM OpraHM3allMM B COOTBETCTBUU C YCTaHOBJICHHBIM
TOPSIIKOM, KOTOPBIN 3aKPEIUISIETCS B JIOKATBHBIX HOPMATHUBHBIX aKTaX.

HcnonHenue 3ampocoB pPYKOBOJIUTEIEH OpraHu3allid U CTPYKTYPHBIX
NoJIpa3eIeHUI OCYIIECTBISIETCS apXUBOM B COOTBETCTBHM C TEMAaTHKOM 3ampoca
B (Qopme HH(MOPMAIMOHHOTO MHCbMa WM CHOPAaBKH O HaJMYUUd B apXuBe
COOTBETCTBYIOLIIMX JIOKYMEHTOB, a TaKXe B (pOpME MepeuHsl 3aroJIOBKOB €N WU
JOKYMEHTOB 110 ONPEIEIEHHON TEMAaTUKE WM 110 BUJIaM JIOKYMEHTOB C YKa3aHUEM
JaT U JPYTruX MOMCKOBBIX JJAHHBIX. B HEOOXOAMMBIX cydasX JatoTCsl aHHOTAIUH.

Taxke nHpOpMaMOHHOE OOECTEUeHUE MOXKET MPOU3BOAUTHCS B (opMme
TEMaTUYeCKOH NOM0OpKM Komuid JokyMmMeHToB. Komuum pacnomaratorcs B
JIOTMYECKON TOCIIE0BATENbHOCTH; K MOAOOPKE KONUM MPUIAraeTcs TUTYJIbHBIN
JHUCT, a TaKKe€ NMPH HEOOXOIMMOCTHU MCTOPUYECKAsi CIpaBKa, MEPEYEHb U JApyrue

MaTepUaJIbL.
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Hcnonnenue 3ampocoB paOOTHUKOB OpraHU3alldd OCYIIECTBISETCS Ha
OCHOBAaHMHM BHYTPEHHETrO 3arpoca (3asBICHUS) WM CiayxeOHoM 3amucku. [lpu
oOpMIJICHUH JOKYMEHTOB PEKOMEHIyeTCsl COOJII01aTh T€ K€ TpeOOBaHUs, UTO U K
BHEITHEMY 3aIlpOCy TMOJIb30BATENsI B OTHOIICHUH 3alpalliiBaeMbIX CBEIACHUH (CM.
pazmen. 5.1. Meroguueckux pexkomenpanuii). Ilepeuenb, MUCbMO, CHOpaBKa,
NpeIHa3HAYCHHBIC JJISI WCIIOJIb30BaHUS BHYTPU OpraHU3AlMH, MOJMNHUCHIBAIOTCA
PYKOBOJIUTEIEM apXUBa.

Nudopmarmmonnoe  obecrieueHre paOOTHUKOB  OpraHU3AIMM  MOKET
OCYIIECTBIISITHCS TAKXKE MYTEM pa3MEIEHHs] AJIEKTPOHHBIX KOMHUH JOKYMEHTOB
apxuBa, cPOPMUPOBAHHBIX M YUYUTHIBAEMBIX B KadecTBE (hOHJA TOJIH30BAHUS WIIH
€ro 4acTd, B HH(POPMAIMOHHO-KOMMYHUKAIIMOHHOM CETHU - U OpraHu3aluu
ABTOPU30BAHHOIO JIOCTyNa K HUM pPaOOTHUKOB opraHuzanuu (1. 5.7. [IpaBu).
JlocTynl pYyKOBOJICTBA U COTPYAHUKOB OpPraHU3alMUd K DSJIEKTPOHHBIM KOMUSM
JIOKYMEHTOB apXWBa MpU HaJIUYUK UHPOPMAIMOHHOW CHUCTEMBI OCYILECTBIISIETCS
HEMOCPEJACTBEHHO C pabouuMxX MECT COTPYJHHUKOB B  COOTBETCTBHUU C
YCTaHOBJICHHBIMU TPUKA30M PYKOBOAMUTENSI OpraHU3allMy TMpaBaMHu JIOCTyIa K
JOKYMEHTAM.

ApXUB OpraHu3alid MOXET [MPEJOCTaBIATh AJIEKTPOHHBIE  KOIUH
JIOKYMEHTOB TIYTEM IEPEChUIKU AJICKTPOHHBIX KOMUM JOKYMEHTOB IO JIOKAIbHOM
CeTu opraHuzanuu. B 3ToMm ciiydae BeAeTCs 3JIEKTPOHHBIN KYpHAII ydyeTa BbIIauu
AJEKTPOHHBIX JOKYMEHTOB M3 apXuBa, B KOTOpPOM (PHUKCHUpyeTcs JaTa BbIJIayw,
dbamMuaus, WHUIMATIBl  3aMpPOCHBIIETO JOKYMEHT COTPYIHHKA, Ha3BaHHE
CTPYKTYPHOT'O  TOJApA3JENICHUs, AapXUBHbIM MmUPp eAUHUIBI  XpaHEHUS,

HaMMCHOBAHUC JOKYMCHTA, €I'0 JJaTa U HOMCP.

5.3. Beinaua 1OKyMEHTOB AJi1 paObOThI B UUTATLHOM 3aJI€ apXMBa OpPraHU3aLHH

B cootBercTBum ¢ 1. 5.19 [paBun B 1enax co3qaHusi yCJIOBUN it pabOTHI

MOJIb30BaTecH HCIIOCPCACTBCHHO B APXHUBC OpraHu3allid MOXKCT BbIACIIATHCA
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nomeleHrne (YUTaTbHBIA, MPOCMOTPOBBIN 3aj1) ISl 03HAKOMJICHHUS C JOKYMEHTaMHU
apxvBa, 00OpPYIOBaHHOE COOTBETCTBYIOIIUMU TEXHUYCCKUMHU CPEACTBAMH ISl
paboThI C JOKYMEHTaMH.

Pacniopsimok  paGoThl YHMTANIBHOrO 3ajla YCTaHABIMBAeT PYKOBOIUTEIh
OpraHu3aInu.

I[Ipu orcyrcTBUM B apXWBE€ OpPraHU3AMH CIEUHATBLHO BBIJICICHHOTIO
nomenieHuss  pabora  TMOJIb30BaTelie ¢ JIOKYMEHTaMHM  MPOU3BOJUTCS
HEMOCPEACTBEHHO B pabouyumx KOMHaTax apxuBa. JIOKyMEHTHI sl PaOOThI
MOJIb30BaTEIsIM BHE TOMEIIEHUS apXWBa OpraHu3anuu 0e3 oopmMiieHHs] akTa o
BbIJIa4€ JIeJI, JOKYMEHTOB BO BPEMEHHOE MOJIb30BAHUE HE BBIIAKOTCS.

Pazpemierne Ha paboTy B TIOMEIIEHWHM apxXuBa OpraHu3allud JaeT
PYKOBOJIUTEH OpraHu3anuu. Paspemnienrne Ha paboTy B YUTAITBHOM 3aJi€ TaeTCs Ha
HEOOXOAUMBIN IIOB30BATENII0 CPOK, HO, Kak IIpaBWjio, Ha 1 rom co mJHsA
opopmiieHus. Ilpu HEOOXOIMMOCTH TMPOJUICHUS CPOK COTJIACOBBIBACTCS C
PYKOBOAUTEIEM apXHBa OpraHu3alyu (JTUIOM, OTBETCTBEHHBIM 3a apXUB).

[Tosib30BaTeNM JOMYCKAOTCS B YUTAJIBHBIN 3a]1 HA OCHOBAHUM:

— JIMYHOTO 3asiBJICHHS, B KOTOPOM YKa3bIBAtOTCS (pamMuiusi, UMs, OTUECTBO
MOJIb30BATENSA, JOJDKHOCTb, HAy4HOE 3BAaHME, Y4€Has CTElEeHb, TeMa U
XPOHOJIOTUYECKUE PAMKH UCCIIECOBAHUS;

— MKUCbMa OPraHMW3alluy, HAMPABUBILEH MOJb30BATEIEH, BEAYIINX HAYYHYIO
paboTy B COOTBETCTBUM C IUIAHOM HAy4YHBIX pabOT JaHHOW OpraHu3alid WU
BBITIOJIHSIIOIIUE CITYKEOHBIC 3a]aHNS;

— CIY)KEOHOT'0 yJIOCTOBEPEHHUS COTPYIHUKA JAaHHOW OpraHu3allui.

B mensx coOmromeHus mopsaka paOOThI TOJNB30BATENCH C apXUBHBIMU
JOKYMEHTaMH  IIeJIeco00pa3Ho  pa3paboTarh HMHCTPYKIMIO, TMaMATKY IS
MOCETUTEIIEN YUTAILHOTO 3as1a. B Hell MoXeT ObITh OTpaxeHa HH(OpMALIHSL:

— 00 OTBETCTBEHHOCTH TIOJIb30BATENISI 3a COXPAHHOCTb  aPXUBHBIX

JIOKYMEHTOB;
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— 0 pekUMe padOThl YUTAILHOTO 3aJ1a;

— 0 mopsiake paboOThl C apXWMBHBIMU JIOKYMEHTAMU U 3aloJIHEHHH (HopM
JIOKYMEHTOB, TOJTBEPKIAIONINX TMpeObIBaHUE B YWUTAJIBHOM 3aje U padboTy
MOJIb30BATENSl C APXUBHBIMU JIOKYMEHTaMU;

— 0 HeoOXoauMocTH OQOpPMIICHUSI CCHUIOK Ha JOKYMEHTHI TpU HX
UCIIO0JIb30BAHUH.

Ha kaxpnoro mosp3oBareliss B YUTAIbHOM 3aJie apXHBa, KpOME paOOTHUKOB
OopraHu3aluy, 3aBoIUTCS KapTouka (cM. mnpuioxkenwe Ne 15). Ha kaprouke
yKa3bIBAIOTCS (pamMuminsi, UMs, OTYECTBO IOJIb30BATENsl apXWBa, MECTO PabOTHI
(yueObl) U JOKHOCTb, 1LI€Jb UCIOJIb30BaHUSL JOKYMEHTOB, KOHTAKTHbIC JaHHBIC
(mpy HEOOXOAMMOCTH BO3MOXXHO BKJIIOYEHHE JIOTIOJTHHUTEIBHBIX CBEIACHHHN O
nons3oBarene). [lociae oO3HaKOMIIEHUST TIONB30BATENll C PEKUMOM PabOTHI
YUTAJILHOTO 3aja, MOPSAKOM pabOThl C apXMBHBIMH JOKYMEHTAMHU Ha KapTOUKE
CTaBUTCS TONNUCH TMoib3oBaTensd. Kaprouku ¢GopMupyIOTCS B KapTOTEKY
MOJIb30BaTeNell YUTAIBHOIO 3aJ1a B aji()aBUTHOM TOPSJIKE.

[Tpu HEOOXOAUMOCTH BEACTCS KYpPHAII yueTa MOCEHICHU YUTATLHOTO 3aia.

Ha xaxxnyto BbjaBaeMyro W3 apXUBOXPAHWIMINA B YUTAIBHBIN 31 €IUHUILY
XpaHEHUs BEAETCS JIMCT WCMHOJb30BaHUS JOoKymMeHTOB (1. 2.47 IlpaBun wu
npuwioxkenne Ne 9 IlpaBui). Jluct ucnonb3oBaHUs BKJIKOYAET CBEIAEHUS 00
OpraHuzaluy, 0 Homepe (poHAa, ONMUCH U JIeNe, COACPKUT MUH(POPMAIUIO O JIaTe
UCIOJIb30BaHMs, BKIIIOYAeT MHPOpMALMI0O O (aMUIMM U HMMEHHU IMOJIb30BaTElNs,
yKa3plBa€T Ha 1EJIb UCIOJIb30BaHMUS, YyKa3aHUE Ha HOMEpa CTpaHUIl
HCIIOJIb30BAaHHBIX JOKYMEHTOB W COAEPKUT MOANKMCH MHojb3oBarenst. Jlucr
UCITOJIb30BAHMS JI€N1a 3aII0IHAETCA MOJIb30BaTEIEM CAMOCTOS TENIBHO.

I'paduueckoe onucanue npornecca 5.3. «Briaua 10KyMeHTOB Jisi pabOThHI B
YUTAJIbHOM 3aJI€ apXMBa OpraHU3allluN» MPEJCTABICHO Ha CXeMe 28 MPUIIOKEHHS

No 4.
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[Tonb3oBaTenu,  Beaymue  HaydyHylo  paboOTy, TpH  TMOATOTOBKE
JOKYMEHTAJIbHBIX ~ MYOJMKallUid C  HUCIOJIb30BAaHUEM  JIOKYMEHTOB  apXHBa
opraHu3aliuy 00s13aHbl Je/iaTh CChUIKM HA UCIOJIb3YEMbIC apXUBHBIC JTOKYMEHTHI.

CchlIKM Ha APXHUBHBIC TOKYMCHTEI MOT'YT COACPKATh CICAYIOINUC 3JICMCHTHI:

. 12,
3arojIoBOK OmOnnorpaduueckon 3amnucu
— OCHOBHOE 3arjlaBie JJOKYMEHTa;

— CBEJICHUSI, OTHOCAIIIMECS K 3arJIaBHIO;

— CBeJIeHUs 00 OTBETCTBEHHOCTH;

MTOVICKOBBIC JTAHHBIC IOKYMEHTA,;

— CBEJICHHS O MECTOMOJIOKEHUH 00BHEKTa CChUIKH B IOKYMEHTE;

— CBEJICHMS O jelie (CAMHUIC XPaHEHUSs ), B KOTOPOM XPAaHUTCS JOKYMEHT —
00BEKT CCHIIKU,

— MpUMEYaHUS, HATIPUMEP:

Ipuka3z «O6 ygonvuenuu compyonurogy 28.10.2013 Ne 26-11YV. OOO
«Pomawxay ©. JI-53. On. 3. J]. 148.

[Topsnok 3anucu 6ubmuorpaduyueckux onucanuii onpeaenen 'OCT P 7.0.5-
2008 «bubmuorpaduueckas ccbuika. OOmme TpeOoBaHUA U MpaBUiIa

COCTaBJICHUSD).

? B coorBerctBun ¢ ['OCT 7.76-96 «CHUBU/. KommiektoBanue ¢doHaa
nokymeHToB. bubnuorpaduposanue. Karanoruzanusa. TepMuHb 1 onpenencHus»,
n. 5.1. «... 3arosoBok OubiMorpaduueckor 3amucu MOXKET COJepKaTh

HAaUMEHOBAaHUE OPraHU3allMK, Ha3BaHHE CTPaHbl U 0003HAUECHHUE BUA JOKYMEHTa

(3aroioBok (opMbl), YHUDUIIMPOBAHHOE 3aTJIABUE WU APYTHUE CBEIACHUS.
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6. [IEPEJJAYA JIEJI U3 APXVMBA OPITAHU3ALIA

6.1. Ilepenaya nen Ha MOCTOSTHHOE XPaHEHUE B TOCYIaPCTBEHHBIN

(MyHULIMTTAJIbHBIN ) apXUB

Ilepenaya JOKYMEHTOB OpraHM3alMd HAa XPaHEHHWE B TOCYIAPCTBEHHBIN
(MyHULMIIATBHBIN)  apXWB - KOMIUIEKC MPOUEAYpP, HMEIOIUX  LEJbI0
KOMIIJIEKTOBAaHUE TOCYIAPCTBEHHBIX M MYHULHIIAJIBHBIX aPXUBOB JIOKYMEHTaMU
ApxuHoro (onna Poccuiickoit denepainnu, ocyniecTBISIEMbIX B COOTBETCTBUU C
IIJJAHOM MJIM B YCTAHOBJIEHHBIE IOTOBOPOM CPOKH.

I'ocynapcTBeHHblE (MYHHMLIMINIAJIbHBIE) apXWBbl NPUHUMAIOT HA XpaHEHHE
JOKYMEHTBl TIOCTOSIHHOTO CpPOKAa XpAaHEHHWs OpraHu3aluid — HCTOYHUKOB
KOMIUIEKTOBaHUSA, a TAaKXe JOKYMEHTBl 110 JIMYHOMY COCTaBy B Ciy4ae
JVKBUJIALIUH 3TUX OpraHu3aIuil.

JIOKYMEHTBl TMOCTOSIHHOI'O XpaHEHMs, OOpa3oBaBIIMECS B JEATEIbLHOCTU
OpraHu3alui, He SBJISAIOIIMXCA UCTOYHUKAMU KOMILJIEKTOBAHUS TOCYaPCTBEHHBIX
(MyHUUMIIATBHBIX) apXMBOB, MOTYT [€pelaBaThCsi B  TOCYJAapCTBEHHbBIE
(MyHHULIMIIAJbHBIE) apXUBbl HA OCHOBAHHMM JOTOBOPOB C COOCTBEHHHKAMHU WJIH
BJIaJeNbIIaMU IOKYMEHTOB (11. 6.2. [TpaBui).

Ilepenaya JOKYMEHTOB OpraHHM3alMd Ha XPaHEHHWE B TOCYIAPCTBEHHBIN
(MyHULIMIIAJIBHBIN) apXUB OCYILECTBISETCS:

— B IUIAHOBOM TOPS/JIKE;

— JIOCPOYHO — IPHU OTCYTCTBUU HEOOXOAMMBIX YCIOBHH IJIsi 00€CHECUEHUS
COXPaHHOCTU JOKYMEHTOB ApxuBHOro ¢onaa Poccuiickoit ®Dexpeparuu, Mpu
yrpo3e yTpaThl (YHUUTOXKEHHUS) JOKYMEHTOB, a TaKXe 110 IPOChOe OpraHu3aluu Ha
OCHOBAaHMHM JOrOBOpa € TIOCYJAapCTBEHHbIM (MYHHULMNAIbHBIM) apXHUBOM

(m. 6.5. [TpaBun).
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[Iponecc mepemaun  JOKYMEHTOB  OpraHM3allM Ha  XpaHEHUE B
rOCY/IapCTBEHHBIN (MYHUIIMTIAIBHBINA) apXUB BKIIIOYACT:

— ONPEACTICHUE CpOKa Iepeladd JOKYMEHTOB B TOCYAapCTBEHHBIN
(MyHULMIIATBHBIN) apXUB;

— NOATOTOBKY  JIOKYMEHTOB K  Meperade B TOCYAapCTBEHHbIN
(MyHULIMIIATBHBIN) apXUB;

— mepeady JOKYMEHTOB B TOCYAapCTBEHHBIN (MYHUIIMTIATBHBIN) apXUB.

Cpok nepejauu T0OKyMEHTOB B FTOCYIapCTBEHHBIN (MYHUIUIIAIbHbBIN) apXUB
ONPEIENSAETCS C YUETOM CPOKOB BPEMEHHOI'O XPaHEHUs JOKYMEHTOB APXUBHOIO
donna Poccuiickoit depepanu B apXuBaxX OpraHu3aldii 70 Tepeaadyd Ha
XpaHEHUE B TOCYJapCTBEHHbIM (MYHULIMOAIbHBIN) apXuB, YCTAHOBJIECHHBIX
OenepanbHbIM 3aKOHOM OT 22 OokTsA0ps 2004 r. Nel25-®3 «O0 apXxuBHOM Jene B
Poccuiickoit @eneparum» (CT. 22).

Cpokn  mepenayd  JOKYMEHTOB — OpPraHM3alui, HE  SBISIIOLIUXCS
FOCYJApCTBEHHBIMU WM MYHULUUNAIBHBIMU, B TOM 4YHCIE OOIIECTBEHHBIX
o0ObeMHEHUN B TOCYIAapCTBEHHbIE (MYHHUIIMIAIbHBIC) apXUBbl (DUKCUPYIOTCA B
JIOTOBOPE.

Cpoku  mepegaum  JIOKYMEHTOB  KOHKPETHOM  OpraHu3aluud B
rOCYJApCTBEHHBIA (MYHULIIMNAIBHBIN) apXUB YCTAHABIMBAIOTCS TUIAHOM MpHeMa
JOKYMEHTOB, KOTOPBIN COCTaBJISICTCS KaKJIbIM rocyJapCTBEHHBIM
(MYHUIIMIIATBHBIM) apXKWBOM, COTJIACOBBIBAETCSl C OPraHU3ALMSMU-UCTOUHUKAMU
KOMIUIEKTOBAaHUS W YTBEPKIAETCS  PYKOBOAUTEIEM  TOCYAAPCTBEHHOIO
(MyHUITUTIATLHOTO) apxuBa (1. 6.6. [IpaBu).

I'paduueckoe nzobpaxenue npouecca 6.1. «Ilepenava gen Ha MOCTOSHHOE
XpaHEHUE B TOCYAApCTBEHHBIM (MYHULIUNAIbHBIMA) apXxuB Ha cxeme 29

nputokenust Ne 4.
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6.1.1. IloaroroBka siei, TOKYMEHTOB K Iepeiaue B rocy1apCTBEHHBIN

(MyHHITUTIATILHBIN ) apXUB

[logroroBka nmen, JOOKYMEHTOB K Mmepeaadye B T'OCYJApPCTBEHHBIN
(MyHULMIIATBHBIN) apXvMB MPOBOAUTCA PAOOTHUKOM apxXHWBa OpraHu3aluu |
BKJIFOYAET:

— OmnpeJieJIeHUe cocTaBa Jell, MOoUIeKAIlUX Mepeadye B ToCy1apCTBEHHBIN
(MyHULIMIIATBHBIN) apXUB

— MIPOBEPKY MPaBHJIBHOCTH OGopMJeHHS Jel Hu (U3UYECKOro U
CaHUTApPHO-TUTMEHUYECKOIO0  COCTOSIHUSA ~ JOKYMEHTOB,  IE€peAaBacMbIX B
rOCyJapCTBEHHBIN (MYHUIUIIAIBHBIN) apXUB.

— MOATOTOBKY IOKYMEHTOB, HEOOXOIUMBIX MPU MEepeaye.

OmnpeneneHnue cocraBa e, MOIEKAIIMX NEpenadye B TOCYAApCTBEHHBIN
(MyHULIMIIAJBbHBIM) apXWB, M MpOBEpKa KauecTBa HX (OpMHUpOBaHUS U
oopMIIEHUSI OCHOBBIBAETCSI Ha PEKOMEHJALMSIX MO MOArOTOBKE JEN K claye B
apxuB opranuzanuu (pasnenst 1.1.2, 1.2. Merognueckux peKkoMeHaIum).

OOHOBpPEMEHHO € 3TUMM pabOTaMH, MPOBOJUTCS CBEpKa MH(GOpPMAIUU Ha
00JIOKKaxX JIeNl C 3alMCSIMH B COOTBETCTBYIOIIMX TOJOBBIX pa3jeiax OMUCH JIET.
BrisiBIIeHHBIE HECOOTBETCTBUS YCTPAHSIIOTCA PAOOTHUKOM apXHBa OPraHU3alHH.

IIpn oOHapyXe€HHH pacCXOXKACHUI MEXAY HTOrOBOM 3alHChI0 T'OJIOBOTO
paszaena onucu Jen U (PaKTUYECKUM HaJM4YMEeM IepelaBaeMbIX Jell, HH(popManus
00 OTCYTCTBYIOIIMX JelaX (PUKCUPYETCs B aKkTe MpueMa-nepenayu (MpuiiokKeHue
Ne 30 IlpaBwi1) W OpraHu3alUs-UCTOYHUK KOMILUIEKTOBAHMS IPOBOJMUT PO3BICK
YTEPSHHBIX JEJ B COOTBETCTBHHM C II. 2.2.3. B ciyyae ecim OTCYTCTBYIOLIME
JOKYMEHTBl HE ObUIM HaWJEHbl, OpraHu3alus COCTaBIsIeT akT 00 yrpare
nokyMeHTOB (mpuiioxkeHue Ne 6 IlpaBui), KOTOpBI Takke INpEACTaBISETCS B
rOCYIapCTBEHHbIM (MyHULIMOAIbHBIA apxuB). OdopmisieTcs HOBas HUTOroBas

3almuch, B KOTOpPOM yKa3biBaeTcs (aKTUUEeCKoe Haluyue Jied1 W HoMepa
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OTCYTCTBYIOIIMX Jie7. Opranuzaiius MoAroTaBIMBaeT CIPaBKy O MPUYMHAX YTPATh
nokymeHToB (1. 6.8. [IpaBwui).

Ecnu B X0/1e MOATOTOBKH JI€JI, TOKYMEHTOB K TIepe/iaue B TOCYAaPCTBEHHBIN
(MYHUIIMIIATBHBIN) apXUB BBISABICHBI HEMPaBUIBLHO OGOPMIICHHBIE J€la, OHU
MOJIIITUBAIOTCSI B HOBBIC OO0JOKKH. Du3nyeckoe W CaHUTAPHO-TUTHEHUYECKOE
COCTOSTHUE JOKYMEHTOB OIpECISIeTCS MyTeM TMOJUCTHOTO MPOCMOTpa Jed.
BrisBrieHHbIe 1eeKThl (DU3UICCKOTO W CAaHUTAPHO-TUTUEHUYECKOTO COCTOSHUS
JIOKYMEHTOB OPraHu3aIus yCTpaHsSET CaMOCTOATENbHO. B 3TOM ciyuae, mepenaya

ACJI CABUTACTCA 10 MOMCHTA YCTPAHCHHA Ile(l)eKTOB.

6.1.2. [lopsinmok mepeaayuu e Ha XpaHEHHUE B TOCYAapCTBEHHBIM

(MyHHULIMTAJIBHBIN ) apXUB

Ilepenaua nen Ha XpaHeHHE B TOCYAApPCTBEHHBIM (MyHHULIMIAIbHBIN)
apXuB OCYLIECTBIISIETCA pPAOOTHUKOM apXWBa OpraHu3allud W PabOTHHUKOM
rOCYIapCTBEHHOI0 (MYHULIUIIAJILHOTO) apXHUBa, KOTOPBIN MPOBEPSIET HAIUYNE JIET,
a TaKXe KayecTBO UX (POPMHUPOBAHUS U O(HOPMIICHUS.

[lepenaua nen  odopmisieTcss aKTOM — IpHEMa-Tiepeladyd  apXUBHBIX
JOKYMEHTOB Ha XpaHEHHE COCTaBISIEMbIM pAOOTHUKOM  TOCYJApPCTBEHHOTO
(MyHULMIIAJBHOIO) apxuBa. AKT COCTaBISETCS B JABYX 3K3EMIUIApaxX, OJWH
OCTaeTcsl B Iepelarolleil Jena oOopraHu3aluu, APYrod — B IPUHHUMAIOLIEM
rOCyJapCTBEHHOM  (MYHULIMIAIbHOM)  apxuBe. AKT  MpueMa-nepenadu
HOJIIUCBIBAETCS paboTHUKaMuU OpraHu3aluu u rOCyJapCTBEHHOIO
(MyHULMIIAJBHOIO) AapXWBa, OCYIIECTBISIOIIMMU [epeAadyy JOKYMEHTOB U
yTBEPKIAAETCS PYKOBOJUTEIIEM OpraHMu3aluu " PYKOBOJUTEIEM
rOCY/IapCTBEHHOI0 (MYHUIIMIIAJIBLHOI0) apXUBa.

Opranu3anus-uCTOYHUK KOMILJIEKTOBAHMSI COTJIACYET CPOKH JOCTABKHU JIEN B

TOCY/IapCTBEHHBI (MYHUIIMIIATIBHBIN) apxuB. TpaHCOPTUPOBKA JTOKYMEHTOB
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OCYILECTBJISIETCSI 32 CUET CPEACTB oOpraHus3anuu. JlOKyMEHTBI NEpEBO3SITCS B
NEPBUYHBIX CPEACTBAX XpaHEHMsI (KOPOOKax MIIU Markax).

I'padpuueckoe nzobpaxenue npouecca 6.1.2. «llopanok nepegauu nen Ha
XpaHeHHE B rOCYJapCTBEHHBIM (MYHHULIMIIATBHBIN) apXUB» MPEACTABICHO HAa CXEME

30 mpunoxxenus Ne 4.

6.2. [lepenayva nen mpu peopraHu3aluu, JUKBUIAIMA OPraHU3allUN

[Iporiecc mepenayum apXWBHBIX JOKYMEHTOB IpU PpPEOpPraHu3alvuu WU
JUKBUJAIMNA OPTaHU3ALMKU BKIIFOYAET:

— ompeJieJIeHUe MeCTa JaJIbHEHIIIEro XpaHeHUs JIOKYMEHTOB;

— MOJATOTOBKY apXMBHBIX JIOKYMEHTOB K Mepeiaue;

— Tepesladyy apXuBHBIX IOKYMEHTOB.

[Ipu peopranm3anu WM JTUKBUIAIMK OPraHU3alldd MECTO JaJIbHEHUIIIero
XpaHEHUS JOKYMEHTOB ONpEAeNsIeTCSI B COOTBETCTBUU C  JICUCTBYIOIIUM
3aKOHOJIATEJILCTBOM B 00JIaCTM  apXWMBHOT'O JieJla M  YKa3bIBaercs B
pacnopsiAuTEILHOM JOKYMEHTE O peopraHu3aiuu (JIMKBUAAIIUHN ) TTOCIIECTHEH.

IIpu peopranuzanuv OpraHU3alMU ONPEACACTCS IOPUANYECKOE JIMIO,
KOTOPOMY TepeAatoTCsl JOKYMEHTHI.

B cootrBercTBUM co cT. 23 ®DenepanbHOro 3akoHa ot 22 oktsa0ps 2004 r.
Nel125-03 «O6 apxuBHoM Jnene B Poccuiickoit denepanvny yCTaHABJIMBAIOTCS
CIIeTYIOIINE TIPaBUJIa;

— IIpU peopraHu3alliy rocyIapCTBEHHBIX OPraHOB apXUBHbBIEC JIOKYMEHTHI B
YIIOPSJIOYEHHOM COCTOSTHUM TIEPeIatoTCsl MPpaBOIPEEeMHUKAM PEOpraHu3yeM bIX
rOCY/IapCTBEHHBIX OPraHOB WJIM B COOTBETCTBYIOIIUI IOCYJapCTBEHHBIN apXUB,;

— IpU  U3MEHEHUU CTPYKTYpPhl OPraHOB MECTHOIO CaMOYIpPaBIICHUS
apXMBHbBIC JIOKYMEHTHl B YIOPSJOYEHHOM COCTOSIHMM I€PEIatOTCsl BHOBB
dbopMHUPYyEeMBbIM OpraHaM MECTHOT'O CaMOYITPaBIICHHUS;
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— IIPU pEOpraHru3ally TOCYIAPCTBEHHBIX U MYHULUIAIBHBIX OpraHU3alund
apXvWBHbIE  JIOKYMEHTbl B  YIOPSJOYEHHOM  COCTOSIHUM  MEpPEAaroTcs
MPAaBOIPEEMHUKAM PEOPraHU3yEeMbIX OPraHU3allii WA B apXWB BBIIIECTOSIIEH
opranuzaiuu. Ilpu sToM B ciydae mnpeoOpa3oBaHUs TOCYIApPCTBEHHBIX M
MYHUIIUTAIBHBIX OpraHU3allui ¢ M3MEHEHHEM (OpM COOCTBEHHOCTH HMMYIIIECTBA
ATUX OpPraHu3alMil apXUBHBIC JOKYMEHTHI MOTYT ObITh IMepeaHbl Ha BPEeMEHHOE
XpaHEHUE BHOBb BO3HUKIIMM OpraHU3alUsAM-TIPaBOIPEEMHUKAM HAa OCHOBaHUU
JOTOBOPOB ~ MEXAYy JAaHHBIMHA  OpPraHu3aldsIMd W COOTBETCTBYIOIIUMHU
rOCYJapCTBEHHBIMU WJIM MYHUIIUIIAIbHBIMU apXUBAMU;

— [P pEOPraHU3alUM TOCYIapCTBEHHBIX U MYHUUMIAIBHBIX OpraHu3alun
IyTEM pa3JCJICHUs] WM BBIACICHUS W3 KX COCTaBa OJHOW WM HECKOJIbKHUX
OpraHu3ali yCIOBUSI U MECTO NAIBHEWIIETO XPAaHECHUS apXUBHBIX JTOKYMEHTOB
ONpEACNAIOTCA  YUYPSAMTENIAIMHM  3THX  OpraHu3anuii  aubo  opraHamw,
YIOJIHOMOYEHHBIMU Ha TO YYPEAUTEIbHBIMHU JIOKYMEHTAMH, IO COTJIACOBAHHIO C
COOTBETCTBYIOIIUM CIIELIMAJIBHO YIOJHOMOUYEHHBIM [Ipe3suaentom Poccuiickon
Oeneparun - geAepaibHBIM ~ OpraHOM — HCIOJHUTENIBHOM  BJACTU WM
YIIOJTHOMOYEHHBIMU OpraHaMu HUCIOJHUTEIHHOM BJacTu cyObekToB Poccuiickoit
®deneparuu B 00J1aCTH apXUBHOTO JIENa;

— IIPU pEOpPraHu3allii HEroCyJapCTBEHHBIX OPraHU3alNil yCIOBHUS U MECTO
JaIbHEUIIEr0 XPaHEHUS! APXUBHBIX JOKYMEHTOB OMPEACNSIIOTCS YYpPEIUTEIIIMU
ATUX OpraHu3anuil JTMOO opraHamu, YIOJHOMOYEHHBIMU Ha TO Y4pEIUTEIbHBIMU
JNOKYMEHTAMM.

[Ipu nukBMaUMM OpraHu3aldd B PACHOPSAUTEIIBHOM JTOKYMEHTE O
JUKBUAAUMNA MECTO JaJbHEWILIEr0 XpaHCHHUS JOKYMEHTOB VYKa3bIBacTCA B
COOTBETCTBUHU CO CIEAYIOIINMHU MOJIOKEHUSAMU CT. 23 DenepaibHOro 3aKoHa ot 22
okTs10pst 2004 1. No 125-d3 «O6 apxuBHOM nene B Poccuiickoit denepannmy:

— [pU  JMKBUJAUWHU TOCYJAPCTBEHHBIX OPraHOB, OPraHOB MECTHOTO

CaMOYyIIpaBJICHUS, rocyaapCTBECHHBIX u MYHUIHIIAJIbHBIX OpFaHI/IBaHI/Iﬁ
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BKJIIOUECHHBIE B cocTaB ApxuBHoro (onna Poccuiickoit denepaiuu 10KyMEHTHI,
JOKYMEHTBl MO JHMYHOMY COCTaBy, a TaKXe€ apXWBHbIE ITOKYMEHTBI, CpPOKHU
BPEMEHHOIO XpaHEHUS KOTOPBIX HE MCTEKIH, B YHOPSAJOYEHHOM COCTOSHHH
NOCTYIMAIOT Ha XPAaHEHHE B COOTBETCTBYIOIIMN TOCYJAapCTBEHHBIM WM
MYHUIUTTAIbHBIA apXUB;

— IpU JUKBUJALUMU HEroCYJAapCTBEHHBIX OpraHu3alii, B TOM YHCIE B
pe3ynpTaTe OaHKpOTCTBa, OOpa3oBaBIIMECS B IMpolecce HUX JEATENIbHOCTH U
BKJIIOUEHHBIE B cocTaB ApxuBHOro ¢onaa Poccuiickoit denepauuu apXxuBHbIC
JOKYMEHTBI, JOKYMEHTBI IO JIMYHOMY COCTaBYy, a TAK)XE€ APXUBHbBIE JOKYMEHTBI,
CPOKM  BpPEMEHHOIO  XpaHEHUS  KOTOPBIX HE  HCTEKIH, MepeharoTcs
JVKBHUJIALIMOHHOW KOMHUCCHEN (JIMKBUJATOPOM) WJIM KOHKYPCHBIM YIIPABJISIOIIUM B
YIIOPSAJIOYEHHOM COCTOSIHUM Ha XPAaHEHHE B COOTBETCTBYIOLIUK IOCYJapCTBEHHBIN
WM MYHHUIMOAIbHBIA apXWB HA OCHOBAaHUM JOTOBOpa MEXKIY JIMKBHUJIALMOHHOM
KOMHUCCHEH  (JIMKBUAATOPOM)  WJIM  KOHKYPCHBIM  YOPaBJISIONIMM |
TrOCYJapCTBEHHBIM WJIM MYHULMMNAIBHBIM apXxuBoM. [Ipu 3TOM JHMKBHAAIIMOHHAS
KOMUCCUS  (JTUKBUAATOP) WJIM KOHKYPCHBIA  YIPaBJSIOMIMA ~ OpPraHU3yeT
YIIOPAJIOYEHUE APXHUBHBIX JOKYMEHTOB JMKBUAUPYEMOW OpraHu3allf, B TOM
YUCJIe OpraHu3alliy, TUKBUAUPYEMON B pe3yibTaTe OaHKPOTCTBA.

OpraHu3aioHHbIE BOIPOCHI MOArOTOBKHM JOKYMEHTOB K I€pefaye peraet
JUKBUAAIMOHHAs Komuccus (1. 7.1. [IpaBui), B cocraB KOTOPOM BXOJST
MPEACTABUTENIA apXuBa pPEOpraHu3yeMon (JIMKBUIMpPYyeMOM) opranuzauuu. [Ipu
peopranu3anuy (JUKBUAALMK) OpraHu3alii — HCTOYHHKOB KOMILIEKTOBAHUS
rOCYIapCTBEHHBIX (MYHUUHMIIAJbHBIX) apXHUBOB B COCTaB JIMKBUAALIMOHHON
KOMHCCUU BXOJST TaKK€ MPEICTABUTEIN COOTBETCTBYIOLIETO T'OCYAAPCTBEHHOTO
(MYHMITMTIAJILHOTO) apXHBa.

[Tpu noaroroBke ¢hoHma peopraHuzyeMoi (JIMKBUIUPYEMOI) OpraHu3aluu K
nepegaye MpoBOJUTCSA MPOBEPKA HAMYUS U COCTOSIHUSA JOKYMEHTOB (CM. pa3zen

2.2.3. Meroanuecknx peKOMEHAIHi), a TaK)Ke MOATOTOBKA JieJ K mepenaye (CM.
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paznen 6.1.2. Meroanueckux pexkomenaanuii). [lepegaua qoKkyMeHTOB MPOBOAUTCS
0 aKkTy IpHUeMa-Tiepelayll apXUMBHBIX JOKYMEHTOB Ha XpaHEHHE (IIPUJIOKEHHE
Ne 30 TIpaBun).

IIpy  nmepemaye  JAOKYMEHTOB  IPAaBONPEEMHUKY  PEOPraHU3yeMOM
OpraHv3allid WJIA BHOBb CO3[JaHHOMY IOPUIMYECKOMY JMIy aKT YTBEPXKIaeTcs
npeacenaTeseM JIMKBUJAUOHHOM KOMHUCCHUM M PYKOBOJAUTEIEM OpraHU3alvH,
[IpUHUMAKOLIEd JOOKyMeHThl. [lpu nmepenadye [TOKYMEHTOB JIMKBUAUPYEMOU
OpraHu3alid B TOCYJapCTBEHHbIN (MyHUUUNAIbHBIN) apXWB akT IpUeMa-
nepeaadyd apXWBHBIX JOKYMEHTOB Ha XPaHEHHUE YTBEPKAACTCS IpelacenaresieM
JMKBHTALIHOHHOM KOMUCCUU U PYKOBOAUTEIIEM rOCyIapCTBEHHOIO
(MYHMITUTIAJILHOTO) apXHBa.

TpaHcnopTUpOBKa IepeAaBaeMbIX JOKYMEHTOB OCYILECTBIIIETCS 3a CUET
CPEZCTB, BbIICJIEHHBIX Ha PEOPraHU3aLNIO (JIMKBUIAIMIO).

I'padpuueckoe wuzobOpakenne mporecca 6.2. «llepemawa gen  npu
peopraHu3aluy, JHKBUJALUMKA OpraHUu3aluu» MpeAcTaBiIeHO Ha cxeme 31

npuioxeHus Ne 4.

6.3. Ilepenayva nen mpu cMeHe PYKOBOJIUTENS apXHUBa OpraHu3aIuu

[Ipouecc mnepenaun JOKYMEHTOB apXvWBa OpPraHU3allMM IPU  CMEHE

PYKOBOJIUTENS apXuBa (JIMIa, OTBETCTBEHHOIO 32 apXUB) BKIIIOYAECT:

OpraHU3allMOHHBIE MEPOIIPUATHSA 10 TOATOTOBKE K Iepeaadye JOKyMEHTOB;
— MOATOTOBKY JIOKYMEHTOB (poH/a K Tiepeaaye;

— MPOBEPKY NOMEUICHUI U 000py/I0BaHNUS;

IpueM-tiepenady JT0KyMEHTOB.
Jina  opraHmzanvu = OpueMa-liepeadyd  apXMBHBIX ~ JOKYMEHTOB U
MAaTepHAIbHBIX LIEHHOCTENW apXUBa PYKOBOJIMTENb OPraHU3alMU M3JACT MPHUKA3 O

Ha3HAYCHUHU KOMHUCCHUH B COCTABC HE MCHCC TPCX YCJIOBCK.
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B cocraB koMMccuu BKIIIOYAIOTCS PYKOBOAMTENb, KYPUPYIOIIMHA apXuB,
PYKOBOAMTENb AapXuBa, MEPEJAIONINil apXuB, PYKOBOAWUTEIb MPUHUMAIOIINN
apXxWB, TMPEACTABUTENh CIYKObI JEIOMPOU3BOACTBA. BO3MOXXHO BKJIIOUYEHHE B
COCTaB KOMHUCCUHU YMOJIHOMOYEHHBIX OT OyXraiaTepuu U OTAeNla KaJpoB, a TAKXKE
CHEUAINCTOB, CHOCOOHBIX OLICHUTh COCTOSTHHE 000PYI0BaHHUS.

[Ipu moaroroBke K nmpueMy-mepenade JOKYMEHTOB MIPOBEPSETCS HAMUKUE U
COCTOSTHHE:

— JIOKYMEHTOB apxHBa, B TOM YHCJE€ OCO0O LEHHBIX JIeJd U HUX CTPaXOBBIX
KOITHI;

— OCHOBHBIX YYETHBIX JOKYMEHTOB apXuBa: KHUIA y4deTa IOCTYIUIEHUH U
BBIOBITHSI JTOKyMEHTOB, CIHUCOK (DOHMOB, JIUCTHI (HOHAQ, OMHMCHU [EN, PEECTPBI
onucei aer;

— BCIIOMOTaTENbHBIX YYETHBIX JOKYMEHTOB apXyBa: KHUTA y4€Ta JBHKEHUS
nen mno QoHgaMm, KHUra ydera mnepepadOTKM U YCOBEPIIEHCTBOBAaHHUS OIUCEH,
KHWTA y4eTa BBIJIa4M JIe] BO BpEMEHHOE MOJIh30BaHUE;

— YUETHBIX JOKYMEHTOB apxuBa 10 paboTe ¢ MO0/ABEIOMCTBEHHBIMU
opraHuzauusMu  (Ipd  HAJIUYUK): CIMCOK  OpraHu3alui-UCTOYHUKOB
KOMIUIEKTOBaHUS, HAOIIOAaTeIbHBIC IeTIa OPraHUu3aINI.

[Tpu npueme-nepenaye apxuBa HaJUICKUT MPOBEPUTH HAINYUE U COCTOSTHUE!

— MevyaTell U ITaMIoB apXuBa (MpU UX HAINYUN);

— 000pyAOBaHUS U UHBEHTaps (IIPOTUBONOXApPHOIO U  OXPAaHHOIO
o0opynoBaHMs, NPUOOPOB MO U3MEPEHUI0 TEMIEpaTypbl M  BIAXKHOCTH,
KOMIIBIOTEPOB, IPU WX HAJIMYUH).

Komuccuss mo mnpuemy-nepenadye apxuBa OLEHUBAET TAKXKE YCIOBHS
XpaHEeHHsI IOKYMEHTOB.

[Ipuem-nepenaua  AOKYMEHTOB  NPOU3BOAUTCS B OIpPENEICHHON
MOCJIEIOBATEIbHOCTH: CHadaja TepefaroTcsl CHPaBOYHUKH, MOKA3bIBAIOIINE
KOJIMYECTBO JIEJl B LIEJOM IO apXWBY M UX JBHXKEHHE (CIUCOK (OHIOB, peecTp
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ONMCEeH, KHUTH y4yeTa TMOCTYIJICHWA W BBIOBITHS JoKyMeHToB). Ilocnme storo B
HOpsIIKE HOMEPOB (OHJIOB MEPEIAIOTCS CIIPABOYHUKH I10 KKAOMY (OHY.

[Tocne npuema-nepemaun HCA apxuBa nOpOHU3BOAUTCA IpUEM-Tiepenaya
HETIOCPEICTBEHHO apXMBHBIX JOKYMeHTOB. [IpueM-nepemauy 1enecooOpa3sHo
NPOBOJNTh TOCTEIUIAKHO, B TOpPAIKE pa3MelieHus (OHIOB Ha CTeUIaxax
(monkax). Ilocrme mpuema-miepenadund apxXWBHBIX JOKYMEHTOB Kakaoro (HoHaa
BHOCSITCSI COOTBETCTBYIOIIHME 3alTUCH BO BCE SK3EMILIPHI Onuceld. PykoBoauTes,
HepeNaofii apXUBHBIC JOKYMEHTHI, JaeT TOSCHEHHS HOBOMY PYKOBOIHTEIIO
apXWBa OTHOCUTEJILHO pa3MEIIEHUs apXUBHBIX JOKYMEHTOB B apXMBOXPAHUJIHIIIE,
nopsiika  pa3MElIeHHWs AapXWBHBIX JIOKYMEHTOB Ha CTEJUIaXax, IOJKaX,
COJICpKaHMs TOMCKOBBIX JAaHHBIX HAa KOpOOKax (CBsi3Kax), Tomorpaduueckux
yKazaressx, Kaproukax ¢poHaoB. [1o pe3ynbTaram npuema-mepenadu CoCTaBIseTCs
aKT TpUeMa-Tiepeadyd apXUBHBIX JIOKYMEHTOB M MAaTE€pPHAJIbHBIX IIEHHOCTEH
(mpunoxenne Ne 16).

AXT TOANMHUCHIBAIOT TIpeAcCeaTellb KOMHUCCHH, PYKOBOJWUTENb apXHBa,
HepeaoIfii apXUB U PYKOBOAUTEINb, IPHHUMAIOLINA apXHUB U YJICHBI KOMUCCHU.
AXT yTBEpX/1aeT PyKOBOJUTEIb OPraHU3aIUH.

I'paduueckoe m3obOpaxenue mporecca 6.3. «llepegaua nmen mpu cMmeHe

PYKOBOAMTENS apXHBa OPraHU3allm» CM. Ha cxeMe 32 npuiokeHus Ne 4.
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7. BBIAEJIEHME JOKYMEHTOB
C UCTEKILIMMU CPOKAMU XPAHEHUWA K YHUYTOXEHHUIO

[Iporiecc BbIETEHUST JTOKYMEHTOB C HCTEKIIMMH CPOKAMH XPaHEHUS K
YHUUTOXKCHHIO BKITFOYACT:

— BBIJICTICHUE JIETT, TOKYMEHTOB K YHUYTOXEHUIO;

— TOJITOTOBKY aKTa O BBIICIICHUN JOKYMEHTOB K YHHUTOXCHHIO;

— mepenayva Jies, IOKYMEHTOB Ha YHUUYTOKEHHUE.

[Ipouiecc BbiaENEeHUS 1€7, JTOKYMEHTOB K YHUUTOXEHHUIO MPOBOIUTCS:

1) paboTHHKaMK CIIY)KObI JEIONMPOM3BOJACTBA [0 pe3yiabTaTaM o0TOOpa
JOKYMEHTOB Ha XpaHEHUE B apXWBE OpraHU3aIlMU WIM YHUUYTOXXEHHE B paMKax
AKCIIEPTU3bl I[IEHHOCTU JOKYMEHTOB (cM. pazgen 1.1.2. Meroauueckux
pEKOMEHIaIui);

2) pabOTHHKAMH apxXWBa OPraHU3allMd - [0 pe3yJbTaTaM 3KCICPTHU3bI
IIEHHOCTH  JIOKYMEHTOB, TOJJISKAIMUX  Tepeaade B TOCYTapCTBEHHBIN
(MyHUIIMTIATBHBIN) apxuB (cM. pasaen 6.1.1. MeToaudyeckux peKOMEHIalnuii) Win
B TpOIECCE TMPOBEACHMS IIJIAHOBBIX PabOT IO YHOPSIOYCHHIO €] apXUBHOTO
donma.

OOBeKTaMU TIpoIIecca YHUUTOXKCHUS JCIT, JOKYMEHTOB SIBIISTFOTCSI:

— JeNia ¢ UCTEKIIMMH CPOKAMH XPAaHCHHUS, HAXOISIIUECS B CTPYKTYPHBIX
NOJIpa3fieJICHUSIX OpraHu3aliy, a TakKe JOKYMEHTbl C HCTEKIIMMH CpOKaMHu
XpaHEHHUs, B TOM YHCIE KOMHH JIOKYMEHTOB, HM3BSThIE W3 JIeJ, MOJJIeKAIUX
nepenaye B apXuB OpraHu3aIim;

— Jlella BpEMEHHBIX CpPOKOB XpaHeHHus (cBbliie 10 neT), Cpoku XpaHEHUs
KOTOPBIX HCTEKJIH, c(popMUpOBaHHBIC, OIMCAHHBIC W YYTCHHBIC B TOJOBBIX
paszziesnax omuceu Jies, TOKYMEHTOB B apXUBE OpraHU3aIiu.

Jlema, MTOKYMEHTHI BBIJCISIOTCS K YHUYTOKEHHUIO, €CIIA TPEIYCMOTPECHHBIN

JUISl HAX CPOK XPAaHEHUsS HUCTEK K 1-My sHBaps rojaa, B KOTOPOM IPOBOISITCS

154



paboOThl MO BBIACICHUIO €T, JOKYMEHTOB K YHHMUTOXXCHHIO U COCTaBIISIETCS
cootBercTBYtomuid akT (m.4.11. IlpaBwi). Hanpumep: aena ¢ 3-meTHUM CpokKoMm
XpaHEHUS, 3aKOHYEHHBIE J1eJI0Npon3BoCTBOM B 2011 T., MOTYT OBITh BKJIIOUEHHI B
aKT, KOTOpbIA Oyzner coctaBieH He paHee | suBaps 2015 roma, ¢ MATHUIETHUM
CPOKOM XpaHeHHs — He paHee | suBapsa 2017 rona.

Beinenenne nen, TOKYMEHTOB K YHHUYTOXKEHHIO B JEJIONPOU3BOICTBE
OCYHIECTBIISIETCS PAa0OTHUKOM CTPYKTYPHOI'O MOJApA3/IeJE€HUs OJHOBPEMEHHO C
0TOOPOM JTOKYMEHTOB IMOCTOSTHHOTO U BpeMeHHOro (cBbimie 10 5eT) XpaHeHus 1is
nepenayd B apxuB  opraHuzauuu  (cM.  pazgen 1.1.2  MeTonuueckux
pexkoMenaaiuit). [Ipu 3TOM NpoucxoauT:

— BBIJIeJICHUE (Ha OCHOBE MPOCMOTPa HOMEHKIJIATYPBI A€l Toja, 38 KOTOPhIN
CHAlOTCs Jena), Jed C HCTEeKIIUMH CpOKaMH XpaHEHHUs, MOJIeKaluX
YHUUTOXKEHHIO. [Ipy 3TOM Yy4YUTBHIBAIOTCS Takh€ OTMETKH B HOMEHKIATYype el
OpraHM3aluu, Kak «70 MHHOBaHMs HagoOHocTH» («JIMH»), «mnpu ycnoBum
MIPOBEJICHNUS (3aBEPIIEHUS) PEBUZUI U T.I1.;

— U3BATHE MO PE3yJbTaTaM IMOJUCTHOIO MPOCMOTpaA JIell, MEPEeaaBacMbIX B
apXvB OpPraHU3alNM, KOMUN JOKYMEHTOB U JOKYMEHTOB, CPOK XPAHEHHUSI KOTOPBIX
uctek. JIOKyMEHThl M KOMUU JOKYMEHTOB, BBIJICJICHHBIE K YHHUYTOXEHUIO,
NPUCOCIUHSIOTCS K JieJlaM C MCTEKIIMMHU CPOKaMHM XPaHEHHs, IMOCBAIICHHBIM
COOTBETCTBYIOIIMM BompocaMm. IIpu OTCYyTCTBUM TaKOBBIX JOKYMEHTbI U KOIUH
JIOKYMEHTOB, BBIJICICHHBIE K YHUYTOXKEHHUIO, (OPMUPYIOTCS B OTJEIbHBIEC JI€Na,
KOTOpble HE O(OpPMISIOTCS W HE moAmuBaroTcs. MM garoTcss 00O0OIIEHHBIE
3aroJIOBKH, HAIPUMED:

Loxymenmul 06 opeanuzayuu u nposeodeHuu 3aHAMUU NO NOBLIUEHUIO
Keanuguxayuu (yueonvle niamsl, HCypHaIvl NOCEUAEeMOCU 3aHIMULL U Op. ).

IIpn BbAENIEHUH €N K YHHUTOKEHHUIO B JEJIONMPOU3BOJCTBE HEOOXOIUMO

IMPOCMOTPCT HOMCHKIIATYPBI ICJI 0oxece paHHuXx JICT OJId BbIACICHHA K
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YHUUTOXKEHHIO  JIeJ 332  COOTBETCTBYIOIIME  TOABI,  XPAHSIIUXCS B
JIEJIONPOU3BOJICTBE.

[ToaroroBka akTa O BBIJEICHUU K YHUUTOXKCHUIO JOKYMEHTOB C UCTEKIIIMMU
CpPOKaMU XpaHEHUs B JIEJIONPOU3BOACTBE BKIIOUAECT:

— MOJATOTOBKY B CTPYKTYPHBIX MOJPA3ACIICHUSX TPEIIOKEHUM K aKTy O
BBIJICJICHUHU K YHUUTOXKCHHUIO JIOKYMEHTOB, HE TOJICKAIIUX XPAHCHUIO;

— TOJTOTOBKY CIYXOOM NEeTONpPON3BOJICTBA MPOCKTA aKTa O BBIICICHUU K
YHUYTOKEHHUIO JOKYMEHTOB, HE TMOIJEKANIUX XPAHEHUIO BCEX CTPYKTYPHBIX
noJipa3ieIeHuil opranu3aiu,

— COIVIACOBAHME U YTBEP)KJEHUE AKTA.

[Ipennoxkenuss K akTy O BBIACICHUU K YHUYTOXKEHUIO JOKYMEHTOB C
UCTEKIIMMHU CPOKaMHM XpaHEHUsI TOTOBATCA paOOTHUKAMH CTPYKTYPHBIX
MO/pa3eeHU, OCYHIECTBISIOIIMX TOATOTOBKY JeJl K IepeAadye B apXuB
OpraHu3aluu.

[Ipennoxenus K akTy O BBIACJEHUHU K YHHUUTOXEHUIO JIOKYMEHTOB — 3TO
pabouymuii MOKYMEHT, JJII COCTaBJICHUS KOTOPOTO MOXET OBITh HCIIOJIb30BaHA
dbopmMa aKkTa O BBIJEIECHUN K YHUUTOXKCHUIO aPXUBHBIX IOKYMEHTOB C UCTEKITUMHU
cpokamu xpaHeHus (mpuiiokenue Ne 21 [lpaBui), B KOTOPOM JOMOJHUTEIHHO
YKa3bIBAE€TCA HAUMEHOBAHKME CTPYKTYPHOI'O MOAPA3/ICIICHUS.

[Ipennoxenuss K akTy O BBIACICHUM K YHUYTOKEHHIO JOKYMEHTOB C
UCTEKIIMMU CpPOKaMHU XpaHEHUsI MepefaloTcs B CIykO0y IeJoNpou3BOACTBA B
AJIEKTPOHHOM BHUJIE U HAa OyMa>KHOM HOCHUTEIE.

PaGoTHHKOM CrmyKOBI JI€JIONMPOM3BOJCTBA HAa OCHOBE MPEAJIONKECHUN
CTPYKTYPHBIX TOJIpa3/ieJICHUM, KaK MPaBUJIO, COCTABJISIETCS aKT O BBIJICICHUHU K
YHUYTOXKEHHUIO JIOKYMEHTOB C MCTEKIIMMH CpPOKaMHM XpaHEHHs Ha Jena Bcel
OpraHu3aluu.

AKT COCTaBJIsIeTCs CIIY>KOOU J1eJI0NpOor3BOACTBA MO (hopMe, YCTaHOBIECHHOMN

npuioxenueMm Ne 21 [IpaBuii v ¢ y4€TOM CHEAYIOMIMNX MOJTOKEHUM:
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— IpU COCTABJICHUM aKTa YKa3bIBAIOTCS Ha3BaHWE U BBIXOJHBIC JaHHBIC
NepeyHs JTOKYMEHTOB C YKa3aHHEM CPOKOB XpaHEHHUS Ha OCHOBAaHUHU, KOTOPOTO
JOKYMEHTBI BBIICIIIOTCS K YHUITOXEHUIO,

— €CIIM B aKTE€ YKa3aHbI Jieja HECKOJIbKUX CTPYKTYPHBIX MOAPA3ACICHHH, TO
Ha3BaHHE KAXKJOTO CTPYKTYPHOTO MOApPA3CIICHHs] YKa3bIBACTCS IEpes TPYMIon
3aroJIOBKOB JIeJ1 3TOro mojpasjaeneHus (rpada 2 axkra);

— 3arOJIOBKH OJTHOPOIHBIX JIe], OTOOPAHHBIX ISl YHUYTOXKEHUS, BHOCITCS B
aKT 1Mo OOIIMM 3ar0JI0BKOM C YKa3aHHUEM KOJMYECTBA JIeJI, OTHECEHHBIX K JTAHHOU
rpymme (rpada 2 akrta) ¢ yKazaHHEM OOIIEro KOJIWYeCTBa e JTaHHOW TPYIIIIBI
(rpada 6 akra).

AKT 0 BBIZICICHUH K YHUYTOXKCHHUIO JIOKYMEHTOB C HCTEKITUMH CPOKAMH
XpaHEHHs, COCTaBJISIEMbIN B I€TIOMPOU3BOJICTBE, UMEET Psifi 0OCOOCHHOCTEH:

— HE COJCP)KUT B 3arojioBKe (HOPMYIUPOBKH «apPXUBHBIX JOKYMEHTOBY,
MTOCKOJIEKY YHUYTOXKAIOTCA JIeJa, HEe TOJIeKaIe XPaHSHUIO B apXUBE;

— He coxepxkuT Ne poHpa;

—rpada 4 «Ne omucu» u rpada 5 «Ne en. Xp. Mo omucw» akKTa He
3aMoOJIHSAIOTCS, HO B IPUMEUAHUSX 11€JI€CO00Pa3HO yKa3aTh UHACKC (MHIEKCHI) J1ea
(1e71) IO HOMEHKJIATYpE J1EJ1»;

— TocJie 3aroJHEeHHs] TabauyHOW (GopMbI B akTe O(OPMIIIETCS UTOTOBas
3aMmuch: MHUQPPaMH W TPONMUCHIO YKa3bIBaeTCa OO0IIee KONMMYECTBO €IUHHII
XpaHEHUs, BBIJICIIEHHBIX K YHUUTOXXEHHIO 32 ONpeJIeTICHHbIN epro/1, HapuMep:

5 (nams) eo. xp. 3a 2008 - 2012 200wL.

B apxuBe opranuzanuu Jena BBIACIAIOTCS K YHUYTOXKEHUIO PAOOTHUKOM
apxuBa IO pe3yJIbTaTaM MPOCMOTPa TOAOBBIX Pa3/ACIIOB OMHUCEH ACN, JOKYMEHTOB
BpeMeHHBIX (cBbile 10 JIeT) CpOKOB XpaHEHUs U M0 JUYHOMY cocTaBy. [Ipu aTom
MIPOCMATPUBAIOTCS TOAOBBIC Pa3/Ieibl OMMKMCEH JIel, JOKYMEHTOB 3a Pa3HbBIC TOIBI.

PaGotHuk apxuBa OpraHu3aliuy, BBIICISIOMIMNA [€7a, HE MOJJIeKaIue
XpaHEHUIO, K YHUYTOXKECHUIO, TaKXKe B pabodeM mopsiake GopMupyeT TabauIly co
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CIUCKOM ATUX Jed JJIsl BKIIOYEHHUS B aKT O BBIICJICHUU K YHUYTOXKEHHUIO
ApXMBHBIX IOKYMEHTOB, HE MOJJIEKAIINX XPAHECHHUIO.

DJIEKTPOHHBIE Jiea, TOKYMEHTBI BBIJICTSIOTCS K YHUUTOXKEHUIO Ha OOIIUX
ocHoBanwusix (1. 4.13. Tlpasun).

AKT O BBIICJICHUM K YHUUYTOXKEHUIO OJEKTPOHHBIX JOKYMEHTOB, C
UCTEKITUMU CPOKaMH XpaHEHUs B IIEJIOM COOTBETCTBYET Mpuiaraemon ¢opme ¢
YYETOM CJIEYIOIIUX MMOJI0XKEHUM:

— B 3aroJIOBKE€ aKTa YKa3bIBAETCA «O BBIICICHHUU K YHUUYTOXKECHUIO
AJIEKTPOHHBIX JOKYMEHTOB, HE MOJICKAIIMX XPAHCHUIO»: MPHU BBIACICHUU K
YHUUTOXXKEHHIO AJIEKTPOHHBIX JOKYMEHTOB B J€JIONPOU3BOJICTBE;

— YKa3bIBAECTCSl «O BBIJICICHUM K YHUYTOXKEHHUIO AJIEKTPOHHBIX apXUBHBIX
JIOKYMEHTOB C WCTEKIIMMHU CPOKaMU XPaHEHUS»: TPU BBIJACICHUU K
YHUYTOKEHHIO 3JIEKTPOHHBIX JIOKYMEHTOB, XPaHAIINXCA B apXUBE OpraHU3alUu.

AKT TOAMHUCHIBAET PYKOBOJAMTENIb apXWBa WM JIUIIO, OTBETCTBEHHOE 3a
apXuB.

AKT O BBIJICJICHUU K YHHUYTOXKEHHIO apXMBHBIX JOKYMEHTOB C MCTEKIIUMU
CpoKaMH XpaHeHus mpencrasisierca Ha corinacoBanue [[OK (OK) opranuzammu
BMECTE C FOJOBBIMH pazjieslaMH OMUCEH JIeJl TTOCTOSHHOTO CPOKa XPaHEHHS U T0
mmyHoMYy cocTtaBy (1. 4.11. ITpasun). LIOK (OK) opranuzanuu paccMaTpuBaeT AKT
O BBIJICJICHUM K YHMUYTOXEHUIO APXMBHBIX JTOKYMEHTOB C HUCTEKIIMMH CPOKaAMHU
XpaHEHHUs TOCJe PacCMOTPEHUS! TOJIOBBIX pa3/lefioB onucei. B jeBoM HIbKHEM
yI1y, TIOCIIE TIOJITUCH PYKOBOJIUTEINS apXHUBa MPOCTABIIAETCS TpU( COracoBaHusl C
yKazaHueMm natbl 1 Homepa npotokoina DK (3K) opranuzamuu.

Ecnmu  opranuzanmss He  SBISETCA  MCTOYHUKOM  KOMIUJIEKTOBAHUS
rOCY/IapCTBEHHOT0 (MYHUIIMIIAILHOT0) apXUBA, aKT O BBIICTICHUU K YHUUYTOKEHUIO
JOKYMEHTOB C HCTEKIIUMHU CPOKaMH XPaHEHHUS YTBEPXKIAET PYKOBOAUTEIND
OpraHu3aluy MOCJE€ COCTABICHUS U YTBEP)KICHUS TOJOBBIX Pa3/IeNIOB OMUCEN Je

1o JUYHOMY cocTaBy (1. 4.12. TIpaswun).
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B opraEM3anusx-MCTOYHHMKAX  KOMIUIEKTOBAaHHS  T'OCYIAapCTBEHHBIX
(MyHULIMIIAJIBHBIX) ApXUBOB AaKT O BBLACJIEHUU K YHUUTOXKEHUIO JOKYMEHTOB C
HCTEKIIMMH CpPOKaMHU XpaHEHUS YTBEP)KIAETCS PYKOBOJAUTEIEM OpraHU3aALHNH
nocine yreepxkaeHus JIIK apXuBHOro yupexaeHus TOAOBBIX PAa3eiIOB OMUCEH el
NOCTOSIHHOTO CPOKa XpaHEHUS U COIJIACOBAHUS TOAOBBIX pa3/iejoB OMUCEH Jen Mo
auaHoMy coctaBy (1. 4.11 [paBuin). Pusznyueckoe YHUYTOXKEHHUE JTOKYMEHTOB
MOXKET  OCYIIECTBIISITbCA  TOJBKO  IOCJIE€  YTBEPKACHUS  PYKOBOJIUTEIEM
OpraHM3alyy rOJ0BBIX PA3JEIOB OMMCEN J1e], JOKYMEHTOB U aKTa O BBIJCICHUH K
YHUYTOXEHHUIO JOKYMEHTOB C UCTEKIIMMHU CPOKaMM XpaHeHus Jlena Ha OyMaKHOM
HOCHUTEJIE TNEPENAOTCS Ha YHUYTOXKEHUE B COOTBETCTBYIOLIME OpPraHU3alUH I10
JOKYMEHTY, MOATBEpXKIAOUIEMy (aKT mepenauyd JIOKyMEHTOB (Hampumep, IO
MPUEMO-CAATOUHON HAKJIaHOM). Y Ka3aHHBIM JOKYMEHT MPUCOCAUHSETCS K aKTy O
BBIJICJICHUU JOKYMEHTOB K YHUUYTOKEHUIO U XPAHUTCSI BMECTE C HUM.

[lepenauya 1OKyMEHTOB Ha YHUYTOXEHHE (PUKCUPYETCS B 3aKJIIOUUTEIbHON
gyactu akrta (npunoxkeHue Ne 21 [IlpaBui), rae yka3bplBaeTcs KOJIMYECTBO,
CIAaBacMbIX HA YHUUTO)KCHHUE €IMHUL] XPAHEHHSI JIOKYMEHTOB U UX BEC.

[Ipy yHUYTOXKEHUHU DJIEKTPOHHBIX JTOKYMEHTOB B 3aKJIIOUMTEJIBHOM 4YacTH
aKTa YyKa3bIBaeTCs CHOCOO0 HX YHUUTOXKEHMS ((u3nueckoe YHUUYTOXKEHHE
HOCHUTEIS, CTUpaHue (pa3MarHuyuBaHue) uin uHo) (mpumnoxxenue Ne 21 TIpaBuin).

[Ipy yHUUTOXKEHUU 3NEKTPOHHBIX TOKYMEHTOB, HAXOAAIIMXCSA B XPaHUIIHILE
UH(POPMAIIMOHHOM CHUCTEMBI, IpPEAYCMAaTPUBAETCA 3alllUTa OT BO3MOYKHOCTHU
HECAaHKIIMOHUPOBAHHOI'O BOCCTAHOBJICHUSI YHUUTOKEHHBIX JOKYMEHTOB.

IIpenycMOTpeHHass B aKT€ CTPOKAa O BHECEHHM HW3MEHEHHMI B YYETHBIC
JOKYMEHTBI YKa3bIBAa€TCSl MPU YHUUYTOXKEHUU JI€] B apXuUBE oOpraHusanuu (B
JEJIOTNIPOU3BO/ICTBE OTMETKM 00 YHHUYTOXEHUHM JEJI MOTrYT IpOCTaBIATHCS B

HOMEHKJIaType Jen).
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[Ipu 3amoJIHEHMU CTPOKM O BHECEHUU W3MEHEHHH B YYETHBIE JOKYMEHTHI
aKT MOANMCHIBACT PaOOTHUK apXMBa, BHECIIUN U3MEHEHUS B YUETHBIC TOKYMEHTHI
C YKa3aHHUEM €r0 JIOJKHOCTH.

I'paduueckoe wuzoOpakenune mnporecca 7 «Bblgenenne ITOKYMEHTOB C
VCTEKIIMMHU CPOKaMU XPAHEHUS K YHUYTOKECHHUIO» INPEICTABIEHO Ha cxeme 33

npuioxeHus Ne 4.
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[Ipunoxenne Ne 1

PeeCTp nmpoueccos, o0ecreyrBaIOIINX KOMIUICKTOBaAHUE, XPAHCHHUE, YIET U
HCIIOJb30BaHUEC TOKYMECHTOB B apXHUBE€ Opranusanuu

1. KommiekToBaHM€e apXyBa OpraHu3aIiu JOKyMEHTaMHU
1.1. TIpoBeneHME SKCNIEPTU3HI ICHHOCTH JOKYMEHTOB B JICJIONPOU3BOICTBE
1.1.1. CoctaBneHue, corjiacoBaHue, YTBEPXKICHHWE HOMEHKJIATYpPhl e
OpraHMu3aIuu
1.1.1.1. Pa3zpaboTka KiacCUPUKALMOHHOM CXEMbl HOMEHKJIATYpPbI
JIeJT OpraHU3aIiH
1.1.1.2. BeisiBieHue cocTaBa JOKYMEHTOB [UUIsl COCTaBIICHUS
HOMEHKJIATYypbl 1€
1.1.1.3. CocraBnenue 3aroJioBKOB (HAMMEHOBAHH ) JIE
1.1.1.4. Cucremaruzanus 3aroJIOBKOB BHYTPH pasnena
HOMEHKJIATYypbl 1€
1.1.1.5. Uunekcarus aen
1.1.1.6. Onpenenenue cpokoOB XpaHEHUS JIET
1.1.1.7. CocraBiieHHE UTOTOBOM 3alTMCH HOMEHKJIATYyphI JIe]T
1.1.2. Ot6op HOKYMEHTOB AJIsi TIEpeayll B apXWB OpPraHU3AlMU W IS
BBIJICJICHUS K YHUYTOKEHHUIO
1.2. Odbopmnenue nen
1.3. Opranu3anys po3bIcKa HETOCTAIOIINX JIETT
1.4. Tlepenaua e B apXuB OpraHU3alluu

2. XpaHeHue JOKYMEHTOB B apXHWBE OpPraHU3aIluu
2.1. Opranuzanus XpaHeHUsI JOKYMEHTOB B apXHBE OpraHU3alliu
2.1.1. CucremaTru3zanus e B apXyBE OpraHu3aluu
2.1.2. IlpemocraBieHne MOMEIICHUS IS apXUBa OpraHU3AIAH
2.1.2.1. Onpenenenre miIomaay U BEIOOP MOMEIIEHUN apXuBa
2.1.2.2. OcHaiienue apXUBOXPAHUJIUII] CHelUAILHBIM
000pynOoBaHNEM
2.1.3. ObecrneueHre HOPMATUBHBIX YCIOBUN XpaHEHHs TOKYMEHTOB
2.1.3.1. CobmroieHre TPOTUBOIIOKAPHOTO PeKUMA
2.1.3.2. CobmoieHre 0XpaHHOTO pexruMa
2.1.3.3. Cobmro/ieHre HOPMAaTUBHOT'O CBETOBOT'O PEKMUMA
2.1.3.4. Cobmonenue HOPMAaTHUBHOI'O TeMIIepaTypHO-
BJIQKHOCTHOTO PEeKHUMa
2.1.3.5. Cobmoienne HOPMATUBHOTO CaHUTAPHO-TUTHEHUYECKOTO
pexuma
2.2. O6ecTicueHNE COXPAaHHOCTH IOKYMEHTOB
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2.2.1. PantmonanpHOE pa3MeleHrne JOKyMEHTOB B apXHBOXPAHUITHUIIIE
2.2.2. TonorpadupoBaHue
2.2.3. KoHTpOJb 32 IBIKEHUEM JTOKYMEHTOB U UX COCTOSTHHEM
2.2.3.1. TlpoBepka HaJIM4YMS U COCTOSIHUSL JOKYMEHTOB
2.2.3.2. Tlopsimok BeIIayy A€ U3 apXUBOXPaHUIIHIIA
2.2.3.3. YcTaHOBJICHHE TIOpsiAKa JCHCTBHI B  Upe3BBIYAHBIX
CUTYaIHIX

3. Yuer 10KyMEHTOB B apXHUBE OpPraHU3aIin
3.1. Yder nocTyrieHus aen
3.2. YyeT KoJIM4eCcTBa U COCTaBa JEJI
3.3. Yyer KoMuecTBa U COCTaBa OMUCEN e
3.4. Yder konu4ecTBa u coctaBa (OHOB
3.5. Yuer nu3mMeHeHui B KOJIMYECTBE U cocTaBe (PoH1a
3.6. Yuer BBIOBITHSA A€
3.7. Benenue nemna pouaa
3.8. Yuer ucnoiap30BaHus JOKYMEHTOB

4. Co3nanue U BeJCHUE HAyYHO-CIIPABOYHOIO aIlapaTa apXyuBa OpraHu3aluu

5. Ucnonp3oBaHne apXUBHBIX JTOKYMEHTOB
5.1. VicnonHeHne 3ampocoB MOJb30BaTeNed, B T.4. 3alPOCOB COLUAIBHO-
IIPaBOBOr0 XapakTepa
5.2. ndopmarnmonHoe obecrieueHrne pabOTHUKOB OpraHU3aIlluu
5.3. Beijaua IOKyMEHTOB BO BPEMEHHOE MOJIb30BaHuE (B T.4. /Ui paOOTHI B
YUTaJIbLHOM 3aJie apXH1Ba)

6. [lepenaua gen u3 apxuBa OpraHu3aluu
6.1. [lepenqaua pgen Ha TMOCTOSHHOE XpaHEHHE B  TOCYJAPCTBEHHBIN
(MyHMITUTIATILHBIN ) apXUB
6.1.1. IloarotoBka aes, TOKYMEHTOB K Iepeqadye B TOCyJapCTBEHHBIH
(MyHMITUTIATILHBIN ) apXUB
6.1.2. Ilopsnok mepemauum el Ha XpaHEHHWE B TOCYAapCTBEHHBIN
(MyHULIMITAJIbHBIN) apXUB
6.2. [lepenava nen npu peopraHu3alvu, JMKBUJALUN OpraHu3aluu
6.3. [lepenaua gem mpu cCMEHE PYKOBOJIUTENS apXwBa OopraHu3aunuu (Juia,
OTBETCTBEHHOTO 32 apXUB)

1. BBII[eJ'IeHI/IC JOKYMCHTOB C UCTCKIIMMMU CPOKaAMU XPaHCHUS K YHUITOXKCHHUIO
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[Ipunoxenne Ne 2
Certb nporeccoB apxuBa OpraHu3alun

3. Yuer JAOKYMEHTOB B apXHB€ OpraHu3aluu

Ob6ecneunBarome IpoLEeCCh

MarepuanbHo-

TEXHHYECKHE

Oprasu3auuu

Cucrematuzanus aen

s L
3 E
z =
~ @2 9= S
4 9 = 3 o
8 & g a2 E 3.1 Yuer 3.2. Vuer 3.3. Vuer 3.4. Vuer 3.5. Yuer usmenenuii B 3.6. Vuer 3.7. Benienne 3.8. Vuer
2
% o= E E g MOCTYILIEHUS. KOIINYECTBA U KOJIMYECTBA H KOJINYECTBA U KOJINYECTBE U COCTABE BBIOBITHS JICIT nena ponna HCTIONB30BAHIS
= EE2siyg zen cocTaBa e COCTaBa OIHUCEH fen cocraBa GoHIOB ¢pouna JIOKyMEHTOB
) S s C
28~ R
)
1. KoMnieKTOBaHHE apXHBA OPraHU3AHH 2. XpaHeHHe JOKyMEHTOB B apXHBe OPraHH3alHI 5. Ucnoab30Banne apXHBHbIX 6. Ilepenada e U3 apXMBa OPraHU3AUHH 7. YHnuTOKEHHE
] JIOKYMEHTAMH JOKYMEHTOB JIOKYMEHTOB C
e in MCTEeKIHMH
=4 .1. TIpoBenenue
° BKCHEpTI/IpSLI LeHHOCTH 1.2. Odopmnenue 2.2. ObecrieyeHne COXPaHHOCTH JJOKYMEHTOB 5.1. Ucnionnenne 5.2. 6.1. [epenaua aei Ha MOCTOSIHHOE XPAHEHHE B CPOKaMHU XpaHeHHUsl
E ° TOKYMCHTOB B nen 3aIpocoB HMudopmanronHoe rOCYIapCTBEHHBIN (MYHUILMITAIBHBIIT) apXHB
Z g HCTOMPOH3BOTCTES ) 2.2.1. PaupoHanbHOE pa3MeNICHHE JOKYMCHTOB B monb30BaTeneii, B obecredeHne 6L 612 10
R apXMBOXPAHHTHIIE T.4. 3AIPOCOB paboTHHKOB - HloAroToska L
2 m o — B — JIel1, JOKYMEHTOB K Iepeaaqn e Ha
2 g 1.4. Hepenata nen epezaye B XpaHeHue B
3 g B ADXHE N TPaBOBOTO . .
3 E P 1 xapakrepa rOCYlapCTBEHHBIH TOCYapCTBEHHBIH
;‘:i z 1.1.2. Ot6op Opransat 2.2.2. Tonorpaupoanne (MyHULHTATBHBIH) (MyHHIHTATBHBI
o
s & JIOKyMEHTOB JUIst apxuB ) apxuB
3
Iepeadn B apXuB
g Pl P . J L 5.3. Bblnaua I10KyMEHTOB BO BPEMEHHOE
OpraHH3aLMH H IS
g P ! A 1.3. Opraumsanust ronb3oBanue (B T.4. Ui paboThl B
2 BBIJICIICHHS K 2.2.3. KoHTpob 32 IBUAKEHHEM JIOKYMEHTOB U HX.
S] PposbIcKa YUTATBHOM 3aJIe apXHBA)
YHHYTOKEHUIO COCTOSIHHEM
HEJI0CTAIOINX [Ie]
)
> N
L
g 2.1. Opranmzanys XpaHeHHs JOKyMEHTOB B apXHBE
S % 1.1.1. CocraBnenue,
ER: Opranusauui 4. Co3anue 1 BeJleHHe HAYYHO-
g E COT7IacoBaHue,
2d CNIPaBOYHOrO ANMNAPaTa ApXUBA
s YTBEpIKICHHE OpraHu3anun
5
E= HOMEHKIIATyPBI JIe]1 L 2.1.1. P oL

2.1.2. 2.1.3. Obecneuenne

|LL| Ilpenocraenenne HOPMATHBHBIX
TIOMCILCHHS JUIst YCIOBHIT XpaHEHHUs.

apXHBa OpraHu3anun JOKYMEHTOB




[Ipunoxenne Ne 3

Omnucanue 3HaueHUSI CUMBOJIOB B Fpa(l)I/ILIGCKOM OIIKMCaHHU IIpoHccCa

I'papuueckuii cuMBoOI

Onucanue

CobbiTne

CoObITHE — (haKT CBEPIICHUS YEro-1u0o, Mpu 3TOM
COOBITHE HE UMEET MPOJOKUTETLHOCTH BO BPEMEHU
(wm Bpemst He uMeeT 3HaueHus ). CoObITHE BBI3BIBACT
coBepiieHne (YHKIIUHA WU SBIISIETCS PE3YJIbTaTOM
COBepIIEHUS (PYHKIIUU.

Ilpumep cobvimus: sxcnepmu3ol YeHHOCMU BbIAGIEHbL
OOKYMeHmbl ¢ UCIEKWUMU CPOKAMU XPAHEHUSL.

DyHKLMSA

DyHKIUS - poIece, AeHCTBUE WK HAOOP ACHCTBUIA,
BBITIOJTHSAEMBIX [IJIS TIONTyd€HHSI 3aJaHHOTO pe3ysIbTaTa.
Ilpumep Gynxyuu: ynuumosicernue 0OKyMeHmMOo8 ¢
UcmeKuuMu cpoKamu Xpamenust. mo oeiicmeie,
npooodicaloweecs 80 6pemenl U npeonoadalouiee
noJyyeHue pesyibmama — O0KyMeHMAaIbHO
NOOMBEPIHCOEHHO20 (PAKMA YHUUMONCEHUS
OOKYMEHMO8.

@

OpranuzanrioHHas equHuIa (JI0JKHOCTD,
TIOIpa3IeJICHHE, POJib, BHEITHUI CYOBEKT) -
WCTIOJTHUTEITh, BIIAJICIICI MJIH YIaCTHUK ()yHKIIHH.
Ipumep: cybvekmom, OmeemcmeeHHbiM 3a UCHOTHEHUE
@YHKYUU YHUUMONCEHUS OOKYMEHMO8 8
oenonpouszsoocmaee, 6yoem ssiamocs cayxcoa JJOY.

UHdopmaLms

NudopMainoHHBIM MOTOK, COMPOBOXKIAOIITUN
UCIIOJTHEHHE (DYHKIIUU.

Ilpumep: cnysxcda denonpouzeoocmea npu UCnOJHEHUU
oelicmsuil N0 YHUUMONCEHUO OOKYMeHmMo8 0yoem
0elicmeosams Ha OCHOBAHUU 3aPaHee ONpPeOeneHHbIX
UCMOYHUKO8 UHGDOpMAYUU NO IMOMY 80NPOCY,
Hanpumep, Munosvix U 6e00MCMEEHHbIX nepedtell
OOKYMEHMO8 C YKA3aHUeM CPOKO8 XPaAHEHUsL.

OTobOpakeHne CBSI3U B MOCIICTOBATEILHOCTH COOBITHE-
G YHKIUSA-COOBITHE. DIIEMEHTBI CXEMBbI PACIIOJIararoTCs
CBEPXY BHU3 ITOCJICIOBATEIILHO B TIOPSIKE BBHITTOTHCHHS
Y COCIUHSIOTCSA CTPEIKOM.




Ilpumep: cobvimue « Omoop 00KyMeHmos Ha XpaHeHue
861U OOKYMEHMbL C UCIEKUUMU CPOKAMU XPAHEHUS»

uHUyuupyem QyHKyuro « Ynuumooicenue 00KymeHmos,
pe3yibmamom Komopot 6yoem cobvimue «/[okymenmuol

YVHUYMOINCEHDL).

Jlormueckuit oneparop «M» - ucnonp3yercs s

BETBJICHUS/CIUSAHUS PYHKIIUI U COOBITHA.

BapuanTer
VCTIOJIb30BAHUS
oneparopa «»

[q)yHKLI,VIﬂ 1) [q)yHKLWIFl 2)

W

Co0bITHE TPOU3OUIET TIPH
YCJIOBUH 00S13aTE€IILHOTO
3aBepIICHUS
OJTHOBPEMEHHO
HECKOJIBKHMX ()yHKIIHUH.

®

CobbiTne 1) {CobblTue 2

HTorom nucmomHeHUs
(GYHKIUM CTaHYT
OJTHOBPEMEHHO HECKOJBKO
COOBITHI.

Ilpumep.: umoeom
@yuxyuu «Iloocomoska
O0OKYyMeHma K gvloaye u3
APXUBOXPAHUIULYAY
6yoym 0ea cobvimusi:
«Bvioauay (cobvimue 1) u
«Pecucmpayus evioayu 6
COOMBEemMcmayIouuUx

VUemmuvlx OOKYMeHmax
(Cobvimue 2).

CobbiTne 1){CobbiTue 2

@

Hcnonnenne GpyHkunu
HAYHETCS TOJIHKO B TOM
CJIy4ae, €CJIH IMIPOU30U YT
OJTHOBPEMEHHO HECKOJIbKO
COOBITHI.
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W

@)yHKuMﬂ :ID @)yHKLI,VIﬂ 2)

CoOpbITHE HHULIMUPYET
HAYaJI0 UCIIOJTHEHMUS
HECKOJIBbKUX (YHKITUH.

Jlornueckuiut oneparop «MJIN» - ucnonb3yercs miist
BETBJICHUSI/CIIUAHUA (PYHKIUHN U JIs1 CIUSHUS COOBITHI

BapuaHnTsl
VICTIOJIb30BaHUS
oneparopa «NJIN»

@)yHKLI,VIFl 1] @)yHKLI,I/Iﬂ 2]

CobblTne

CoObITHE MOXKET
MIPOU30MTH B PE3YJIHTATE
HWCHOJHEHUS OJHOU U3

(G YHKIIWNA UITH HECKOJIBKUX
(GyHKIIUH OTHOBPEMEHHO.

DyHKUMS

CobbiTne 1) {CobbiTune 2

Pe3ynbpTarom ucnonHenus
(GYHKIIMA MOXET CTaTh
OJTHO U3 COOBITHI WJIH
HECKOJIbKO COOBITHI
OJTHOBPEMEHHO.

CobbiTne 1) {CobbiTne 2

v

OnaHo U3 COOBITHI WIIH
HECKOJILKO COOBITHI
OJIHOBPEMEHHO
WHUIUAPYIOT UCTIOTHCHHE

byHKINH.

Jlornueckunt oneparop «uckirovaromee NI -
MCIIOJIb3YETCS JIJIsl BETBJICHUS/CAUSHUS (PYHKUIUN U AJIs

CIIUSIHHSI COOBITHH.

BapuanTtel
HCII0JIb30BaHUS
omneparopa
«uckmouaromee NIy

@)yHKLWIﬂ @ @)yHKLI,VIﬂ 2]

CoObITHE TPOU30MIET B
pE3yJIbTaTE UCIIOJIHEHUS
TOJIBKO OJTHOU U3 (D YHKITUH.
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CobbiTne 1) (CobbiTue 2

PesynbTaTom QpyHKIIMU
MOXXET CTaTh TOJILKO OJHO
13 COOBITHH.

Illpumep: umozom
obpabomxku 3anpoca
nob308amens apxusa
(Dyuxyus) moscem cmamo
Jaubo 8vloaua oena
noavzosamento (Cobvimue
1), mubo omkas 6 evloaue

(Cobvimue 2).
CBsI3b CXEMBI ¢ APYTUMH MPOIECCaMU/TIOIPOLIeCCaMu
npgfecc (oToOpaskeHne BXO0B U BBIXOJI0B
mpoliecca/oamnpolecca).
TlokymenT JIOKyMEHT, ¢ KOTOPBIM IPOU3BOAUTCS AECHCTBUE WIH

KOTOPBI HHULIMUAPYET 3TO JEHUCTBHE.

[oKyMeHT

_—L
A

\/\

JIOKyMEHT, KOTOPBIN CO3/1A€TCSI B UTOTE JICUCTBUA.

MNosicHeH
onoky

ne K

KommenTapuii k 0J0Ky.
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[Ipunoxenne Ne 4

rpa(bH‘-IeCKI/IG OIIMCAaHM ITPOICCCOB XPAHCHUA, KOMIIJICKTOBAHUS, YUCTA U

HCIIOJIb30BAaHUA JOKYMCHTOB B apXHMBC OpraHu3alinu

Ne cxeMbl

01

HaumenoBanue nmpoiecca

1. KoMmIiekToBaHue apxuBa OpraHu3alyy JOKyMEHTaMu

-

1.1. MNpoBepneHve aKCNepTH3bl LLIEHHOCTW B AENONPOV3BOACTBE

>

HomeHknatypa

1.MpaBuna n.4.14 — 4.18

4. JlokanbHble HOPpMaTUBHbLIE aKTbl

1.1.1. CocTtaBneHnue,

cornacoBaHue,
[ien opraH13aLym s AKT O BblAEMEHMN XpaHeHue unu
(npwn.Ne25) AN Ha YHNITOXEHHE | | YHUYTOXEHNE*
HOMEHKINaTypbl Aen (npunoxeHne Ne21)

opraHu3aLmm

2.MeToguyeckue pekomeHgaumm n.1.1.1.
3. BegomcTBeHHbIE U TUNOBLIE NepeyHm
4. TunoBble N NPUMEPHbIE HOMEHKNATYPLI AEN

1.1.2. Ot6op
[IOKYMEHTOB Ha

AkT 06 yTpaTte
[OKYMEHTOB
(npunoxeHne Ne6)

1.MpaBuna n.4.1 —4.13
2.MeTtoaunyeckne pekomengaumm n.1.1.2
3. JlokanbHble HOpMaTUBHbIE aKThl
(MonoxeHune 06 3KCNepTHO KOMUCCUN,
NonoxeHve 06 apxvBe opraHu3auuu)

Onwueu gen,
pokymentoB CIT [«

Y
7. BblgeneHve JOKYMEHTOB C MCTEKLUMMU

[lena, 3aBeplUeHHbIE B
[1eNonpon3BOACTBE

¥/—\

CPOKaMn XpaHeHUA K YHUYTOXEHUIO

1.Mpasuna n.4.19 — 4.30

[Jena, oopmneHHble Ans
XpPaHEeHWsi B apXmBe COrMacHo C
TpeboBaHwsamM lNpasun

\/\

2.MeTogunyeckune pekomeHgaumm n.1.2
3. IlokanbHble HOPMaTUBHbIE aKThI
(MonoxeHune 06 3KCNepTHOM KOMUCCUM,
MonoxeHne 06 apxvBe opraH13aLmm)

1.2. Ochopmnermne gen

"padhmk Nnepegaym gen B apxvs
opraHusauum

Onwucu gen, pokymeHToB Cr1
(npnn.Ne23, 24)

\—/—\

1.Mpaeuna n.4.33 - 4.34
2.MeTtoamnyeckme pekomengauum n.1.4
3. JlokasnbHble HopMaTUBHbIE aKTbl
(MonoxeHne 06 3KCNEPTHOM KOMUCCUM,
NonoxeHve 06 apxmBe opraHu3aLmm)

1.4. MNepepava gen B
apXxvB opraHusaumm

B 2-x ak3emnnspax onucu CIT,

NPUHATBLIX aen

OTMETKM O HaNMuMmM Kaxgoro gena

OTMeTKa O Konin4yecrtee (*)aKTVI‘-IeCKVI

v

2. XpaHeHue
[OKYMEHTOB B
apxuBe opraHusauum

3.2. YyeT cocTaBa u
Konu4yecTBa eguHuL,
XpaHeHusi

Bxon

TeKyLuee XPaHCHHUEC TOKYMCHTOB B JCJIOIPOU3BOACTBE

Brixonns:

2. XpaHeHue JOKYMEHTOB B apXUBE OpPraHU3alun

3.Y4er cocTaBa U KOJIWYECTBA €IUHUIL XPaHEHUS

7. Beinenenre JOKyMEHTOB C UCTEKIIUMHU CPOKaMH XpaHEHUS K
YHUUYTOKEHUIO

[Ipumeuanus

*13 nponecca 1.1.2 Bo3amoxeH BbIXo/ Ha npouecc 1.3.
CII — cTpyKTypHOE OJIpa3ieneHne




Ne cxeMBbl

02

HaumenoBanue nporiecca

1.1.1. CocraBiienue, coraacoBaHue, yTBEPKIEHUE HOMEHKIIATYPbI J1e]l OpraHu3aluu

Mpuka3 pykoBoaMTENs OpraHu3aumm o
pa3paboTke HoMeHKNaTypbl Aen

w

KnaccudukaumoHHasa cxema
HOMEHKNaTypbl AeN opraHu3auum
(cnucok pa3genos 1 NopsaaoK ux

pacnonoxeHus)

\/\

Homenknatypol gen CI1 (npoekTbl
pa3fenoB HOMEHKNaTypbl Aen
opraHusauum), HanonHeHHble cnnckamm
yNnopsiio4EHHbIX, MPOUHAEKCUPOBAHHbIX
(3anonHeHue rpadbl 1, npunoxeHvne
Ne25) 3aronoBkoB gen

—
1€

-

HomeHknaTypbl Aen CTPYKTYpHbIX
noapasaeneHuii (NpoekTbl pa3aenos
HOMEHKNaTypbl e opraHu3aumm) ¢

yKa3aHWeM CPOKOB XpaHEeHUs Aen

1. Npasuna n.4.14 — 4.18
2. MeTtoanyeckue pekomeHgaumm n.1.1.1

OpHo 13 cobbITUA, NHULMUPYIOLLMX pa3paboTKy HOMEHKAaTypbl ,qerD

(cm. MP n.1.1.1) 3. TunoBas unu npMMepHas HoMeHknatypa aen
4. JlokanbHble HopMaTUBHbIE akTbl (YcTaB
l opraHusauuu, MonoXeHusi 0 CTPYKTYPHbIX
nogpasgerneHusix, LITaTHOe pacnucaHue,
WHCTPYKUWS MO AernonpousBoACcTBY U T.4.)

Pa3paboTka knaccugukaumoHHON CXeMbl HOMEHKNATYpPb! Aen
opraHusauum

l

BbisiBneHune coctaBa AOKYMEHTOB A514 COCTaBJieHUA HOMEHKNaTypbl Aen

‘ Cnyx6a genonp-Ba

1. MNpasuna n.4.15

2. MeToanyeckue pekomengaumm n.1.1.1

3. TunoBas unu npumepHasi HOMeHknaTypa gen
4.JlokanbHble HopMaTuBHbIE akTbl (YcTaB
opraHm3aumm, MNonoxeHns o CTPYKTYPHbIX
nogpasgeneHusx, LWraTHoe pacnucaHuve,
MHCTPYKLMSA MO AeNOonNpon3BOACTBY U T.4.)

Cnyx6a genonp-Ba,
OTBETCTBEHHbIE 3a
[0enonpon3BoACTBO B

/k\

CocTaBrneHue 3aronoBkoB (HAaUMEHOBaHMWIA) Aen* B COOTBETCTBUN C
TpeboBaHMAMMU

OTBETCTBEHHbIE 3a
nenonpounseoacteo B C

MeToguyeckme pekomengaumm n.1.1.1.

CucremaTun3aums 3aronoBKoB Aen BHYTPU HOMEHKNaTypbl aen

OTBeTCTBEHHbIE 3a
[enonpon3BoacTeo B C

CTPYKTYPHOro noapasaeneHus (pasgenioB CBOAHOW HOMEHKNATYpb! Aen
opraHusauumn)*, Haekcauus aen

I

OnpefeneHve CPpoKoB XpaHEHWs Aerl, 3a UCKMIOYEHNEM CPOKOB
XpaHeHus Aern, He NpeayCMOTPEHHbIX MEPEYHAMM N OCTaBIEHHbIX Ha
ycmoTtpeHue 3K opranmnsauum (LISK). Mpu Hannymm 3K cTpykTypHOro

noApasaeneHuns - NpoBeAeHNe KCNepTU3bl LIEHHOCTH

l

MeToguueckme pekomengaumm n.1.1.1.

1. MNpaBuna n.4.17

2. MeTtoaunyeckune pekomeHgaumm n.1.1.1

3. TunoBsas unun npuMepHasi HOMeHknaTypa gen
4. MepeyHn TMNOBbIE, BEAOMCTBEHHbIE

5. NHCTpyKumsa no AenonponsBoacTBy
opraHusauum

OTBETCTBEHHbI
3a 1eNoNPON3BOACTBO B
CI (npu meToanYECKOM

PYKOBOACTBE apxuBa
opraHvsaumu
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CornacoBaHHble 1 NoANUCaHHbIE
HOMEHKNaTypbl Aen CTPYKTYPHbIX
nogpasgeneHuii (NpoekTbl pa3genos
HOMEHKNaTypbl Aen opraHn3aumm)

Mepepaya HomeHKNaTyp Aen CTPYKTYPHbIX NogpasaeneHnii (MpoekToB
pasgenoB HOMEHKNATYpPbI AeNn opraHv3aumm) B cnyxby genonp-sa

q

Cnyx6a genonp-Ba,
paboTHuku CI1

[NpoekT HoMeHKnaTypbl Aen
opraHusaumun (CBOAHOWN)

CocTtaBneHue npoekTa HOMeHKNaTypbl A4en opraHn3auun (CBOAHON) 13
HomeHknatyp aen CIl

Cnyx6a genonp-Ba

MpoeKT HOMEHKNaTypbl OpraHu3aLmm
(cBogHoW), cornacosaHHbI LISK (3K)
opraHusauum (npunoxeHue Ne25)

}

CornacoBaHue npoekTa HoMeHknaTypsbl gen (csogHou) LISK (3K)
opraHusauumn

I

CornacoBaHune nNpoekTa HOMEHKaTypbl Aen (CBOAHOM) opraHu3aumum

‘ LIOK (3K) opranusaumu MeTtoanyeckune pekomengauum n.1.1.1.

1. MpaBuna n.4.17
2. MeTtogudeckue pekomeHgauum n.1.1.1

3lK apxuBHoro

HomeHknaTypa gen opraHusaumu
(cBogHasi), cornacoBaHHas ¢ AMNK
apXMBHOTO yypexaeHus,
rocyaapCTBeHHOro (MyHMLmMnNansHoro)
apxuBa, corfacHo npeaocTaBneHHbIM
eMy NMoNIHOMOYMAM, YTBEPXKAEHHasA
pyKOBOAMTENEM OpraHusauum
(npunoxeHune Ne25)

3. TunoBas unu NpumepHas HOMeHkNaTypa aen
4. NepeyHu TUMoBbIe, BEAOMCTBEHHbIE

5. MIHCTPYKLMS MO 4Eenomnpov3BoacTBY
opraHvsauum

OlMK apxMBHOro yYpexaeHus, rocyaapcTBEHHOIo (MyHULMMNAnbHOro)
apxvBa, CornacHo NpefoCcTaBneHHbIM €My MOMTHOMOYUSIM **,
YyTBEPXXAEHNE NPOEKTa PYKOBOAUTENEM OpraHv3aumm

v

MarotoeneHne Heo6XoaMMOro KoSiM4ecTsa Konuii 1 BLINMCOK, UX
paccbinka B CTPYKTYpHbIE NoapasaeneHnsi opraHusaumm ans paborsi.

i

1.1.2.
OT16op AokymeHTOB ANs
XPaHEHUS UMK YHUUTOXEHNS

yupexaeHusi, roc.
(MyHUUMN.) apxuea

‘ Cnyx6a genonp-Ba

MeTtoanyeckne pekomeHgauumn n.1.1.1.

Bxon Tekymiee xpaHeHH e TOKYMEHTOB B JI€JIONPOU3BOJCTBE
Brixomst 1.1.2. OT60p NOKYMEHTOB JIJIsl XpaHEHUS UM YHHYTOXKCHHS
* BpImosiHsieTcss COTpYyIHUKAMU CTPYKTYPHOTO MOApasieneHus (Ipu CTPYKTYPHOUM KJaccu (PUKAIMOHHOM CXeMe) o
tbopme mpunoxenus Ne 26 wium npunoxxenus Ne25 [IpaBun coTpyIHUKaMU, OTBETCTBEHHBIMU 33 QYHKIUIO (TIpU
Hpumeuanus (hYyHKIIMOHAJIBHOM MJTM TIPOU3BOICTBEHHO-0TPACICBOM KJIaCCU(UKAIIMOHHON CXeMe).
** Ecnu opraHu3anus sBIsSeTcsS UCTOYHUKOM KOMILIEKTOBaHUS TOCYAapCTBEHHOTO (MYHUIIMIIAILHOTO) apX1Ba
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No cxeMBbl 03
Haunmenosanue 1.1.2. OT60p TOKYMEHTOB JJIs IEpEIaun B apXUB OPraHu3aIuy U s
npoiecca BBIJICJICHUS] K YHUUYTOKECHHIO
[MpaBuna
n.4.1
1.3. Opranusauusi

OT60p Aen (Ha ocHoBe HOMEeHKNaTypbl Aen), ANA nepeAadn B apxus opraHnsaummn po3bicka
OTCYTCTBYIOLLMX Aen%

———

MonucTHBIN NpocMoTp Ka)KAOFO aena c uensimu Noasuna
BbISIBNIEHWSA JOKYMEHTOB, CPOKN XPaHEHUS! KOTOPbIX HE COOTBETCTBYIOT |E|) 1.20
cpokaMm XpaHeHus aena, u npoaepKM npaBubHOCTU POPMUPOBaHNSA Aer

BblgeneHve 13 gena AOKyMEHTOB,
CPOKW XpaHEHUsi KOTOPbIX He COBMaAaloT C Boigenenuve us aen

cpokamu XpaHeHusi gena (B T.u. Bbl,qeneuue YepHOBUKOB,
[OKYMEHTOB MOCTOSIHHOIO CPOKa XpaHeHus Oy6neTHbIX
13 gen c otmetkon JIMK) [OKYMEHTOB,

v

noanexawux Bo3Bparty
OnpepgeneHne CpokoB XpaHEHUSI N3bATbIX U3 [OKYMEHTOB

nerna JOKYMEHTOB

v

MNMepedopmmpoBaHue gen >7

v

pynnMpoBKa NpaBuibHO CPOPMUPOBaHHBIX Aen
no chKaM XpaHeHus

Oqaopmnenme oen

1.4. I'Iepenaqa Aen Ha XpaHeHune AoKyMeHTOoB ° 7 YHUUTOXEHME
XpaHeHwne B apxuB BpeMeHHbIMU CpoKamMu : nen
opraHusaummn XpaHeHusi B CI1
Bxon Tekyliiee XxpaHeHHE TOKYMEHTOB B JIEJIONPOU3BOJICTBE
1.4. Ilepenaua aen Ha XpaHEHHUE B apXUB OpraHU3AINU
Brixonn: 7. YHUUTOXEHHE eI
XpaHeHue JOKYMEHTOB C BpeMEHHbIMH cpokaMu xpaHeHus B CI1
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Ne cxeMbl 04

HaumenoBanue nporiecca 1.3. Opranuzanus po3bicKa HEAOCTAIOMUX el

BbIsSIBNEHO OTCyTCTBUE Aer, YACHSALLMXCS
! Mo HOMEHKNaType Aen opraHusaumumn*

KapTouka yuyeTa
HeobHapy)XeHHoro gena

v v v
OpraHunsaums OpraHn3sauus ) WHeble mepel no
posbicka B Cl1, B pos3bicka B [MpoBepka onucen pO3bICKY, Ha
AesiTenbHOCTU cMeXHbIX CrT, CTI1 3a npowunble yCMOTpeHune
KOTOPbIX KOTOPbIX MOXET rofbl, akTos 06 pabotHmkos Cl1

obpasoBarnoch Aerno KacaTbCs 9TO Aeno YHUUTOXEHUN den (paboTHuKOB
oTaena genonp-ea)

v

Heno €510 HEe HaNJEeHO UK YCTaHOBIEH (haKT ero
HangeHo YHUUTOXEHUS (YTpaThbl)
1.1.2. OT60p AOKYMEHTOB AN CocrasneHue Akta 06 yTpaTe B
XpaHeHus Unn yHN4YToXeHnA [enonpousBoAcTBe, cornacosaHue ero ¢ K

(LL3K) opraHusauun, nognucaHue Akta
pykosogutenem Cl1

l

1.4. MNepepaya nen B
apXxvB opraHusauum

1.1.2. OT60p TOKYMEHTOB IOCTOSSHHOT'O U BPEMEHHOTO JIJIS
Bxon repenayy B apXuB OPraHU3aLNK U JUIS BBIJICTICHUS K
YHUYTOXXEHUIO

1.1.2. OT60p AOKYMEHTOB JJIsl XpAaHEHUS MJIM YHUUTOXKEHUS

Brixoabl
1.4. Ilepenaya nes1 Ha XpaHEHHE B ApXUB OpraHU3ALUU

* Ha xaxmpoe OTCYyTCTBYIOIIEE J1€TI0 3aBOAUTCS KapTOUKa ydeTa
HEeOOHapyKEHHOT'0 Jlela, KOTopasi BEeTCsl Ha TPOTSHKEHUH BCETO
ITpumeuanus PO3bICKa, 3aTeEM YHHUTOXaeTcs. Eciu 1eno He HailaeHo, nepen
YHUUTO)XKEHHUEM Ha OCHOBE KapTOUYKU COCTaBIsieTcss AKT 00 yTpaTe
JOKyMeHTOB (ripuiioxenue No6 [TpaBun)
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No cxembl 05

HaumenoBanue mpoiecca 1.4. Ilepenaya fen B apXyuB OpraHU3aLUI

1.1.2. OTGOp AOKYMEHTOB
ANst XpaHEeHUs UM YHUHTOXEHNS

!

CoctaBneHue onucen gen CrI1

OTBETCTBEHHbIN -
pykoBoauTenb NnoapasaeneHus,
WCMNOSTHUTENN — B COOTB. C
pacnopsig.noKyMeHTaMu unm
nioKanbHbIMW HOPM.aKTaMu

Onwcu gen
CTPYKTYPHbIX
noapasgeneHnin

1. Mpaeunan. 4.11, 4.31 — 4.32
2. MeToguyeckne pekomeHgaumm n.1.4
3. IHCTpyKLMA No 4enonpon3BoACTBY

lMepenava B apxvB opraHnsaLmu;
- onucen gen CIT;
- 0bOPMIEHHbIX OEN;
- PErNCTPALMOHHO-KOHTPOSBbHbIX
KapTOTEK;

PaboTHuk apxmBa n
paboTHuk CI1

lMpocTaBneHne oTMeTKU
0 HanuuMun Kaxagoro
Jena B 2-x aK3emnnapax
onucu Cl1, oTmeTKa o
KonuyecTtse pakTn4eckm
NPUHATBIX Aen

3.2. YyeT KonnyecTtBa 2. XpaHeHne JOKyMEHTOB
M cocTaBsa gen B apxuBe opraHmsaumm

1. MNMpasuna n.4.33-4.34

2. MeTtoguyeckme pekomeHgauumn n.1.4.

Bxox 1.1.2. OT60p AOKYMEHTOB JUJIsl TIEpEelauv B apXUB OpraHU3AINT
Y IS BBIZICJICHHS K YHUUTOXXCHUTO

BEIXOJbI 3.2. Yuer xonu4uecTBa M cOCTaBa Aell
2. XpaHeHu e JOKYMEHTOB B apXUBE OpraHu3aluu
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Ne cxeMbl 06

HaunmeHoBanue nponecca 2. XpaHeHHe JAOKYMCHTOB B apXUBC OpraHu3alun

> 1.4. MNepepaya aen B apxms opraHmaaLum >

2.1. OpraHunsaumst XxpaHeH1s1 JOKYMEHTOB B apX1Be opraHusaumm

2.1.1.
2.1.2. NpepocTaBneHve 2.1.3. ObecneveHve
CucremaTunaauust
MoMeLLEeHUs Allsi apxuBa HOPMAaTMBHbIX YCOBUIA
[€en B apxuee
opraHusauum XpaHeHWs 4OKYMEHTOB

opraHusaumm

2.2. Obecne4veHne COXPaHHOCTU JOKYMEHTOB

2.2.1. PaumoHanbHoe pa3meLleHne OOKYMEHTOB B apXnBOXpaHuUnuLie

-

2.2.2 TonorpacmpoBaHue

-

2.2.3. KOHTpOJ'Ib 3a ABMXXeHnemMm OOKYMEHTOB U X COCTOAHUNEM
\ \

> 5. Vicnonb3oBaHne apXMBHbBIX JOKYMEHTOB >

. YYeT Konn4yecTtea u

Bxon 1.4. [lepenaya nen B apXxuB OpraHU3alnu
3.2. Y4eT Konu4uecTBa U COCTaBa JIeil

Brixonpsl 3.3. Y4yer KoaM4ecTBa U COCTABa OIMUCEH el
5. Mcnonb3oBaHue apXUBHBIX JOKYMEHTOB
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Ne cxeMbl 07

2.1.1.Cucrematu3zanus aei, JOKYMEHTOB B apXUBE

HaumenoBanue nmpouecca
OpraHu3aluu

Onueun gen ClM no
fn4HOMY cocTasy [ 1.4. MNepenaya pen

- B apX1B OpraHM3aLmm

Onucw gen Cl1 l
MOCTOAHHOTO XPaHEHNA

\/\ [lena noctynunu 13 Aenonpou3BoACcTea
Ha XpaHEeHWe B apX1B OpraHM3aLnm

Onuewm pen CIN
BPEMEHHbIX ¢
(cBbiwe 10 net) cpokoB | 1. Mpasuna n. 2.4, — 2.8;
XPaHEHN. OnpegeneHme hOHROBON NPUHAANEXHOCTU | — PRI (TR L
\‘/\ pexoMeHmaLm n.2.1.1.
AKT npuema-nepegauu \
aPXBHbIX OKYMEHTOB Ha [lena cuctemaTnanpoBaHbl
XpaHeHune

no oHAam

\/\

Y

1. Mpasunan. 2.9. - 2.13;
Cucrematusauus gen

B npegernax (oHA0B

2. MeTognyeckue
pekomeHgauuv n.2.1.1.

Cxema cuctemaTmaavm
[en B npegenax goHga

\—/K\ [lena cucTemMaTuaupoBaHsl

3.3 YyeT konmyecTsa u B npezenax (orzios
cocTaBa onvceit aen L

2.2.1 PauuoHanbHoe pasmelleHmne
LOKYMEHTOB B apXMBOXPaHUNNLLE

Bxon 1.4. [lepenaya nen B apXuB OpraHU3aLuu

3.3. Yuer KoMyecTBa U COCTaBa OMUCEH el

Brixonn:
2.2.1. PanuroHanbHOE pa3MeIlleHHE TOKYMEHTOB B apXUBOXPAHUIIUIIIE

* BapuaHTBI:

Bxutouenue B poHJ oOpranuzanuu
[Tpumeuanus Co3nanue HOBOro (poHIA

Co3znanue 00beAMHEHHOT0 apXUBHOTO (hoHaa
Coznanue apxXuBHOW KOJIJICKITUU
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Ne cxeMbl 08

HaumenoBanue npoueccon

2.1.2. IlpenocTtaBieHue MOMENICHUH AJIs apXHBa
Opra"u3aluu

1.4. MNepegava gen B apxve
opraHu3auum

i

PUHATO peLLeHUE O Co3aaHun
apXxvBa Unu BblgeneHnm
[0M.NOMELLLEHUI

I

2.1.2.1. OnpegeneHve nnowagn
BbIGOP NOMELLeHNI AN apXvBa

I

CocTaBneH
npeaBapuUTEnbHbIN
CNUCOK NOMELLLEHUI

Mpukas o cosgaHum
apxuBa

Pelwexune pykoBoguTens
opraHu3auum o
BblAeneHnn NoMeLLeHuns
Aans apxusa (no
[IOKMaHoN 3anuncke
pyKoBOZMUTEnNs apxmBa
nnn B UHNLUMATUBHOM
nopsiake)

.

A 4
2.1.2.2. OcHalleHune
APXMBOXPaHUMULL CrieLnanbHbIM
obopygoBaHuem

TexXHNUKO-3KOHOMUYECKOE
obocHoBaHue no
OCHaLLEeHUI0 apxmBa
cnev.o60pyaoBaHNEM

y
PXMBOXPaHWIMLLA OCHALLEHDI
crel,.060py0BaHNEM 1 FOTOBbI K
CMOSb30BaHNIO

AKT 0 pesynbTaTax
3KCNepTU3bI
noMeLLeHnn

Cnncok nomelLeHuit
3aKpennseTcs B
MonoxeHun 06 apxuee

-

2.2.1.
PauuoHanbHoe pasmeLleHie
[IOKYMEHTOB B apXV1BOXpaHUuiLe

PykoBoguTens apxuea,
x03.cnyxba opraHusaumm,
OTBETCTBeHHbIN 3a [16* opraHn3aLmi

1. MNpaBuna n.2.16 — 2.19;
2. MeTtognyeckue pekomeHgaumuy. n.2.1.2

3. CneumanbHble npaeuna Mb rocyaapcTBEHHbIX U
MyHUUMNanbHbIX apxmBoB PO yTB. npuka3oM. MUHKynbTypel

P® ot 12.01.2009 r. Ne 3;
4. MpumepHas oLeHka o6bema 1 cocTaBa ()oHAA apxXuBa.

PykoBogutens apxusa;
X03AMUCTBEHHas crnyxba
opraHusauuu

1. Mpaswna n.2.20, 2.21., 2.24. — 2.35;

2. MeTtoanyeckve pekomeHgaumm n.2.1.2
3. MNpumepHas oueHka obbema 1 coctaBa (hoHAA apxumBa.

Bxoxsl 1.4. [lepenaua nen B apXuB OpraHU3alnu
Brixonnsl 2.2.1. PaurionanbHOE pa3MelieHne T0KyMEHTOB
[Tpumeuanus *I1b — moxxapHasi 6e30MacCHOCTh
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Ne cxeMbl 09

2.1.3. OGecrnieueHNEe HOPMATUBHBIX YCIOBUN XpaHCHHS
HaumenoBanue nmpouecca

JOKYMCHTOB
v
hosep coommronn
ypHaribl MpoBepKyt HOPMATVIBHBIX PEXIMOB XpaHEHNS OTBETCTBEHHBIN 3@ OXPaHHbIV PEXUM
(ocmoTpa) nomeLLEeHWiA Y
(pexum M6 1 < XOR
OXPaHHbIN PEXNM) U
J\ X : 1. Mpasuna n.2.22 — 2.26
MposepsioLInm 2. MeToanyeckie pekomeHaaumm . 2.1.3
KoHTporbHO- OBHapyxeHo HopwmaTvBtibie 3. MHcTpykums o mepax MMB B opraHu3aLmi
PErMCTPaLMOHHbIE HECOOTBETCTBUE ) | YCIOBUSA XpaHeHna 4. VIHCTPYKLMS 0 COBMIOAEHIN OXPaHHOTO
XypHanb! (CBETOBOW, HOPMATUBHBIM cobriopaloTes pexuma opraHusaumm
TemnepaTypHo- pexiMam 5. MonoxeHne 06 apxmBe 1 Ap.nokasbHble
BII2XHOCTHBIN, < L HOPMaTMBHbIE aKTbl OpraHu3aLuu
CaHUTapHo-
TUrMEeHNYECKNiA
PEXMMbI) ¥

w CamocTosTensHoe NpuHATUE Mep Mo onepaTUBHOMY

YCTpaHEeHU0 HeCOOTBETCTBUA N ero rnocneacTeun,
npegynpexaeHnio NOBTOPEeHUA cuTyaumn

@e

v v

YcTpaHeHo HeCcooTBETCTBUE
1 €ro NMoCneACTBYS, NPEANPUHATLI MePbI MO
npeaynpexaeHunio NOBTOPEHUS CUTyaLMm

v v

PykoBoaunTenb apxuBa, OTBETCTBEHHbIE 3a Coo6LmTb pyKoBOAUTENtO apxiBa
PEXMMbI NPOBEPSIOT )KypHanH c M OTBETCTBEHHOMY 3a cobnopeHne pexnma
NEePUOANYHOCTbHO, YCTAHOBMEHHO B (oTBeTCTBEHHOMY MO M6, M0 OXPaHHOMY pexuMy n
COOTBETCTBYIOLLMX NOKASTbHbIX HOPMATUBHBIX T.M.) 06 06HapyXeHNN HECOOTBETCTBUS HOPMATUBHBIM
aKTax. I'lpe,qanHMMalOT ﬂ,eVlCTBMH no pexunmam XpaHeHna U ero nocneacTenax
npeaynpexaeHnio NoBTOPSIOLLMXCS }

HapyLIeHuii pexvMoB PykoBoguTenb (npu HeobxoaumocT - ¢
npuBReYEHNeM Apyrux Cryx6 v cneLmanmcTos)
NPYHUMAET Mepbl MO YCTPaHEHUIO HECOOTBETCTBUS,
€ro NocneAcTBUi N NpeaynpeXaeHns MOBTOPEHNS
cuTyaumm

v

YcTpaHeHo HecooTBeTCTBUE
M ero nocneacTeund, NpeanpuHATLI Mepbl No
npegynpexaeHno NoOBTOPeHnA cutyaumn

HeBO3MOXHO CaMOCTOATENBHO YCTPaHUTb
HEeCOOTBETCTBME UK €ro NocneacTensa

(385 (3

Bxonsl 2.1.2. IlpenocraBiieHHEe IOMELIEHUS AJIsI ApXUBA OPraHU3alUun

Brixozsr 2.2. ObecnieueHne COXPAaHHOCTH TOKYMEHTOB B ApXUBE OpraHu3aluu

* Pe3ynbTaThl MPOBEPKHU U KaXJ10€ JeiicTBUE, TPEANPHHIMAEMOe TpU
[Ipumeuanus 00HapyKeHUU HECOOTBETCTBUI HOPMAaTUBHBIM peXHMaM, (PUKCUPYIOTCS B
COOTBETCTBYIOIINX )KypHajax
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Ne cxeMbl

10

HaumenoBanue npoueccon

2.2.1. PaniuoHanbHOE pa3MelleHue T0KyMEHTOB B

APXUBOXPAHIIIUIIE
2.2.2. TonorpadupoBaHue

Cxema
cuctemaTmsaumn
aen

Onwucun pgen,

2.1.1. Cuctematmnsauyma gen
B apxmBe opraHusauum

2.1.2. NpepoctasneHune
nomeLleHnsa ong apxmea
opraHusaumm

-

Hymepauwns Ha
nonkax u
LKagrax

KapTouku
NocTennaxxHoro
1 NodOHO0BOrO
ykasartens

(e

[lena cncrematmsnpoBaHsbl
no ooHaam m B npegenax goHaa

—

2.2.1. PaunoHanbHoe
pasmeLlleHne AOKYMEHTOB B

1. MNpaBuna n.2.34 — 2.35
2. MeTtogunyeckmne

OOKYMEHTOB
apxvBoXpaHunuLie pekoMmeHgauuu n.2.2.1
v —
Ha Bce kopobku [ena usnyeckn pasmeLleHsbl B
HaknensawTCs pefHa3Ha4YeHHbIX AN 9TOro NoMeLLeHns
APNbIKKN N cpeacTBax XpaHeHus

(ctennaxu, wkadbl, KOPOOKN)

|

1. MNpaBuna n.2.36 — 2.38
2. Metogu4yeckune
pekomeHgauum n.2.2.2

2.2.2. TonorpadmpoBaHue

J

LLkadobl 1 NOMKM apxnBOXpaHunuLLa
NPOHYMepOBaHbl, COCTaBrieHa KapToTeka
Tonorpadomyeckmx ykasaternemn

H

2.2.3.KoHTponb 3a ABMKEHNEM
AOKYMEHTOB M UX COCTOSAHUEM

Bxonbr

2.1.1. CuctemaTu3zanus 1€ B apXuBe OpraHu3alun
2.1.3. IIlpenocraBiieHre MOMENICHMI U apXUBa OpraHU3aluy

Brixonnl

2.2.3. KoHTpob 3a ABMIKEHUEM IOKYMEHTOB U UX COCTOSTHUEM
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Ne cxeMbl 11

BapuaHTel Hauana MPOBEPKU HAJIMYHUS U COCTOSIHUSA

HaumenoBanue nmpouecca
JOKYMCHTOB

aH NpoOBEpKN
Hanuums n
cocTosHus aen

Komucensa unm H @

MeHee 2x paboTHUKOB

apxvBa (3a uckr.
apxvBoB ¢ 1
paboTHMKOM)

MpoBepka
B NNaHOBOM
nopsiake

Komucens nnum He
MeHee 2x paboTHUKOB
apxvBa (3a uckn.
apxveos ¢ 1
paboTHMKOM)

poBepka npu

nepenade gen
Ha roc.

XpaHeHne

MnaH nepegayn
[IOKyMEHTOB B
rocyAapCTBEHHbIN
(MyHMUMNAnNbHbIN)
apxvB

1. AKT NPOBEPKU HANUYUS
1 COCTOSIHUSI @PXMBHBIX
[oKymeHTOB (npumn.Ne3)

2. AKT 0 TexHM4eckmx oLumbkax
(npwvn.Ne4)

3. AkT 06 0BHapy>xeHun
[OKyMEHTOB, He OTHOC.K cpoHAY,
Hey4yTeHbIX (npun.Ne5)

4. AKT 0 HencnpaBUMbIX MOBPEXAEHNSX
apXuBHbIX AOKyMeHTOB (npun.Ne22)

5. AKT 06 yTpaTe gokymeHTOB (npwn.Ne6)

1. Npaeuna n.2.40 — 2.44
2. MeTtoguyeckue
pekomeHpgauum n.2.2.3.1

1.Mpasuna n. 2.41-2.44, n.6.7 — 6.2.
2. MeToamn4yeckve pekoMmeHaauum
n.2.2.3.1.,n.6

@

PacnopsauTens
HbIiA JOKYMEHT

MpoBepka nocne YC,
BbI3BaBLLNX
nepemetleHvie
[OKYMEHTOB, Unn
NPOHNKHOBEHUS B
XpaHunuiie
MOCTOPOHHMX UL

Komucens nnm He
MeHee 2x paboTHMKOB
apxvBa (3a Uckn.
apxusoB C 1
paboTHMKOM)

Komucensa nnm He
MeHee 2x paboTHMKOB
apxvBa (3a uckn.
apxuBoB C 1
paboTHMKOM)

MpoBepka
nocne
nepemMeLleHus
[en B apyroe
nomeLleHve

Pacnopsautens
HbI JOKYMEHT

1. MpaBuna n.2.49

1. MpaBuna n.2.41 — 2.44
2. MeToanyeckue

2. MeToanyeckme
pekomeHgaumm n.2.2.3.1

pekomeHgaummn.2.2.3.3
3. MnaH gevicteui npu YC

Mposepka npu

Komuceusa +

PacriopsiguTens SIS NPEXHUIA 1 HOBBIi
HbIli AOKYMEHT PyKkoBoAuTEns pykoBoauTenu
unu nuua, (nuua, oTBeTCTB.3a
OTBETCTBEHHOTO apxug)
3a apxvB

1.Mpasuna n. 2.41-2.44, n.7.

2. MeToanyeckune
pekomeHpgaumm n.2.2.3.1., n.7

Bxo 2.2.1. PaniuoHanbHOE pa3MeIleHUe TOKYMEHTOB B
XOJIBI
ApXUBOXPAHWIHILE
Brixoabl 5. Mcnonb3oBaHuE apXUBHBIX JOKYMEHTOB
[Ipumeuanus Bo Bcex cxemax co3garonigecss JOKYMEHTBI TOBTOPSIFOTCS

179




Ne cxeMbl 12

HaumenoBanue npomecca | 2.2.3.1. [IpoBepka HalIu4uusi 1 COCTOSTHUS TOKYMEHTOB

OpfHO 13 COBbITUI, UHULMUPYHOLLIMX
Havano nposepku (MP n.2.2.3.1), cxema Nell

12
M3yyeHue (BblBEPKa) YHETHBIX JOKYMEHTOB (O3HAKOMIEHE C
pesynbTaTamu npeablayLmx NpoBEpOK)
v

AKT 0 TEXHUYECKUX
owmnbKax B y4eTHbIX
[OKyMeHTax
(npwn.Ne4)

poBepKa npaBuUnNbHOCTU HyMmepauun aen B roqoBblX pasgenax onucu gern, CoOOTBETCTBUA
Hymepauun gen 3anucam B rogoBbIX pasaenax Onucen N CBeAeHNAM B nUCTax q)OHﬂOB

Csepka onucatenbHbIX cTatein MpoBepka pacnonoxeHus Mposepka dusnyeckoro

3anwnce Onucy € onncaHneM gen Ha [IOKYMEHTOB COTfacHoO cocTosiHue gen (nytem

«MPOBEPEHO» B oboxKax Tonorpaduyeckum ykasatensm BU3yaribHOro 0CMOTPa)
KOHLE Kaxaoi

onucu

i l l

O6HapyKeHbl MomecTnTb Ha MN3batb n D

Aena, He MecTa HenpaeumnbHO “3onmposartb N3bsaTb en.xp.,
BHECEHHbIE B pa3sMeLLEeHHbIE [OKYMEHTHbI, cofepxatlne
OMUCY U HE €AMHNLbI XpPaHEHUS 3apaXeHHble BpedoHOCHble

B xone
NPOBEPKM
HEOO0CTaTKOB He
o6HapyXeHo

O6HapyeHo
oTCyTCTBUE Aen*

OTHOCSLLMECS K nneceHbio 1 ap. KOMMbIOTEPHBIE
AaHHoMy hoHay Gvion. BpeguTenaMu | | nporpaMmbl (4ns an.
OpraHusoBaTb (mns GyMakHbIX [IOKYMEHTOB)
pO3bICK
[IOKYMEHTOB)
OTCYTCTBYHOLLMX MN3bsaTb, paamectutb \ -
fen (cxema NeQ9) oTAensbHO
AkT 06 0BHapyxeHum
AKT 06 O6paboTka 1 BHECEHNE B fioKyM EHT?I; He Mepenava Ha
yTpare OMNUCK HeYYTEHHbIX Jern 06paboTky
[OKYMEHTOB OTHOCSILLMXCA K POHAY,
o HeyuTeHHbIX (npun.Ne5
(npwn.Ne6) y

Vv
AKTbI, AKT NPOBEPKN HanM4ua n AKT O HEMCTPaBUMbIX
06pa3oBaBLUMECS B COCTOSIHUS aPXUBHBIX NOBPEXOEHUSX apXMBHbIX
X0fie NPOBEpKM MoaseneHve [OKyMeHTOB (npun.Ne3) [DOKYMEHTOB (npun.Ne22)**

(npun.Ne4,5, 6, 22) n uTOoroB w
NpoBepKU
Tuerel nposepku Mpu HeobxoamumocTy no
MTOram NpoBEPKN —
BHECEHWE U3MEHEHUI B
Tonorpaduyeckue ykasartenu,

3.2,35.3.7. ApMbIKN Ha kopobkax
Yyer P P
Bxonb1 2.2.1. PauroHalIbHOE pa3MeEIlEHHE JOKYMEHTOB

3.2. Yuer KoIu4yecTBa U COCTaBa I€eil
Brixoabl 3.5. Yuer u3MEeHEHHUH B KOJIMYECTBE U cocTaBe (poHaa
3.7. Benenue nena ponna

*[Ipu 3TOM co3/1aeTcs KapTOUKa yuera HeoOHapyKEHHBIX JIeJl, KoTopasi
BeZleTCA B Ted.] roza, 3aTeM YHUUTOXKAETCS], @ HA €€ OCHOBE COCTABIISIETCS AKT
00 yTpare 1okyMeHTOB (mpuiioxkeHue Ne6 I1paBuin)

** CocTaBisieTcs B ClIy4yae, eClli JOKyMEHThI HE MOJUIeXaT BOCCTaHOBJICHHIO

ITpumeuanus
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Ne cxeMbl 13

HaumenoBanue npouecca JIoOKyMEeHTUpOBaHUE yTpaThl JOKYMEHTOB

He HanpeHbl
OOKYMEHTbI Unm

/\

3anucu ob
YHUYTOXEHUN UIN
Bblgaye
v
( [ oKkymeHTanbHoe CoTpyaHMKM
odopmMrieHne yTpaTbl apxuBa
\ \ L OOKYMEHTOB P
AKT 00 yTpaTte CnpaBka o
JOKYMEHTOB npoBeaeHnn MpaBuna n.2.44
(npnn.Ne6) po3bicka 4 MeTtognyeckune

pekomeHaauuum n.2.2.3.1

AKT 00 yTpaTte
paccmaTpmBaeTcs
M corrnacoBblBaeTCcs
c 3K (L3K)

vy
OTmMeTKa cornacoBaHus c
IK (U3K) Ha akTe

(S5 )

vy
AKT 00 yTpaTte
peacraBnsieTca B
COOTB.FOC.apXuUB
nnu opraH
ucn.ernactu*

v

MpuHnmaeTcs
peLUEHNE O CHATUMN
yTpayYeHHbIX Oer C

] \

v
OTmeTKa cornacosaHus
Ol1K Ha akTe

—

Moc (MyHuMummn)
apxvB 1N opraH
ucn.enactu

v

(<7

OTmeTKa 00 yTBEPXKOEHUN ydyeTa
akTa pykoBoguTenem
opraHmsauuu ¢
3.2,,3.5.,3.7.
Yyet

Bxonsl

3.2. Vyer xonudecTBa U COCTaBa Jiei
Brixozsr 3.5. Yuer u3MeHeHH B KOJIMYECTBE U cocTaBe (hoHa
3.7. Benenue nena ¢houga

* Ecnu opranu3anus sSiBJIsS€TCS HCTOYHHKOM KOMITJIEKTOBAHHS U TOJIBKO B
[Ipumeuanus TOM CJyd4ae, ecIi He OOHAPYKEHBI Jieia TIOCTOSHHOTO XPaHeHHUS
(cM.mpuMeyaHue K npuioxkenuto Ne6 [Tpasun)
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Ne cxeMbl 14

HaumenoBanue mporecca Opranu3zanus po3bICKa JIOKYMEHTOB

BbiaBrneHo OTCyTCTBUE OOKYMEHTOB

v

MNpoBepuUTb OTCYTCTBYIOLLNE OOKYMEHTHI MO KHUramM U aktam
Bblayn B YMTarbHbIW 3a5n Unu ap. opraHusaLuio

v

Bbigaya OoTpaXeHa B y4YeTHbIX OOKYyMeHTax

HEeT XOR
\Y%

, v

\

K)praHmaoBaTb posblch
HeobHapy>XeHHbIX
OOKYMEHTOB B
cooTBeTcTBytoLmnx CI1*,
B AesTeNlbHOCTU
KOTOpbIX 06pa3oBanucb
HeoOHapy>XeHHble aena,
npenBapuTeribHO U3yymB
\onmcm aen aTux CI‘I/
\

N3yunTb geno doHaa (akTbl O
BblAeneHnm gen K
YHUYTOXEHWIO, aKTbl BblAauun
Aen Bo BpeEMeHHoe
rnosib3oBaHue, paHee
COCTaBlI€HHbIE aKTbl NPOBEPKN
HanMynsa N COCTOAHUSA Oen

¢porHaa)
L

MNpoBepuTtb gena
Haxo4ALWKUXCa psSaom
doHaoB

N /

A 4

O6Hapy>xeHa 3anucb 06
YHUUTOXEHUN OOKYMEHTO

v

v
OG6Hapy>KeHbl
pasbiCKMBaeMble
OOKYMEHTbI

B

OOHapy>xeHa 3anucb o
Bbldaye OOKYMEHTOB

v

CyuTaTb gerno
yTpayeHHbIM

v

AKT 06 yTpaTe
[OOKYMEHTOB C
yKasaHueMm NpuyunHbI
YHUUTOXEHUSA
(npvn.Ne6)

BepHyTb
obOHapy>XeHHble
OOKYMEHTbI Ha MecTo

Cuutatb
OOKYMEHTbI
NMELLMMUNCH B
HanMuum

4

3.2.,3.5,3.7
YueT

OTmMeTKa B COOTB
KapTouke y4yeTa
HeobBHapy>XeHHbIX
Oen C yKkasaHneM ¢
oaTbl 1 nognucun
paboTHuka apxuBa

1.1 DkcnepTr3a HEHHOCTH
2.2.3. KoHTpoJIb 32 IBUKEHUEM IOKYMEHTOB U UX COCTOSTHUEM

6. Ilepenada nen u3 apxuBa OpraHu3aIAH

Bxonapl

3.2. YdeT KoM4YecTBa U COCTaBa Jel
3.5. YueTr u3MEHCHHI B KOJIMYECTBE U cOocTaBe (hoHIa
3.7. Benenue nena ¢pouga

Brixonp:
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Ne cxeMbl

15

HaumenoBanue nporiecca

2.1.3.2. Tlopsaok BbIIauM JI€JT U3 apXUBOXPAHMIIHINA

3anpoc opraHusaumm o
Bblaye gen Bo
BpPEMEHHOEe
nonb3oBaHue

3akas (cnyxebHas
3anvcka) Ha Bblgady
aen

3aka3 Ha npoBeaeHne
paboT no
KOMMPOBaHWUIO UNn
pecTaBpauun

f

KapTta-zamecTtutenn
(npnn.Ne7)

2.2.1. PaunoHanbHoe pa3mMeLleHme
[OKYMEHTOB B apXMBOXPaHUIuLLE

Mony4yeHune 3anpoca Ha Bblgady

y

Bblemka apX1BHOro 4OKyMeHTa

A

CBepka apXMBHOrO LUMpa 1 3arofioBKOB C
OMUCLIO Aern, AOKYMEHTOB

\ﬁ\/\/

A

3anunck B kKHUre
Bblgaun (paboTHMKaM
opraHusauuu; B
yMTanbHbIN 3an; BO
BpPEMEHHOE
nonb3oBaHve B
Op.opraHusauuio)

AKT 0 Bblaa4de gen Bo
BpPEMEHHOE
nonb3oBaHue B
Op.opraHusaunto
(npwn.Ne10)

3anuch o Bblgaye B
nncTe ncnorb3oBaHus
aena

[poBepka pm3nyeckoro CoOCToSHUA gena

A

PervcTpauuvs Bbigaun

v 9

5. cnonb3oBaHune
apXUBHbIX JOKYMEHTOB

/ B cnyyae \

HecoBMNnageHnd —
OTKa3 B Bblga4e,
\yCTpaHeHMe 0UJM6KI/I/

/ B cnyyae \

HeydOBNeTBOpUT. 3.
COCTOSIHUA Aena —

\ OTKa3 B Bblga4ye /

Bxonbr

2.2.1. PanroHanbHOE pa3MelIeHUE TOKYMEHTOB B
ApXUBOXPAHUIIMIIE

Brixonrs:

5. Mcnonb3oBaHue apXUBHBIX JOKYMEHTOB
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Ne cxeMbl

16

HaumenoBanue nmpouecca

Benenue oCHOBHBIX YU4E€THBIX JOKYMEHTOB B apXUBE
Opra’u3aluu

1.4. Mepepaya aen B apxvs
opraHusauum

v
ApxuB opraHuMsaumm
XPaHUT OAMH
apxvBHbIA poHA

v
Apxu1B opraHusaumm
XpaHuT 6onee ogHoro
apxmBHoro cgoHaa

Cnuncok goHaoB |

w

Onucun pen
(ropoBble

pasgensl
onucen)

\-/—\

A

,| Peectp onucen |

w

Jlnct cponga

KHura yyeta
| nocTtynnenua u |

BbIObITMA Aen

\/\

. Heno coHpoa |,

J\
Bxon 1.4 Ilepenaya aen B apXuB OpraHu3aiuu
Brixonnsl 3. Yyer 1OKyMEHTOB B apXUBE OpraHu3aIluu
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Ne cxeMbl 17

HaunmeHnoBanue nponecca 3.1. Yuer nocrymuieHus nein

1.4. Nepepava pen B Onucu gen CNM
apX1B opraHnsaumm

3.1. Yyetr
nocTynneHus
nen

4. Cos3panve n segeHne HCA
COCTaBIIEHME ONNCEN Ha
HeonncaHHble JOKYMEHTbI)

Clepenada aen & apxik AKT npnema-nepegayn

opraHu3auum us >
Opyrov opraHnsaumm

APXMBHbIX JOKYMEHTOB
Ha xpaHeHue (npun.Ne20)

KHura yyeta

nocTynnexHus
Jlner
1 BbIObITUS
doHaa
e AKT O TEXHUYECKUX nen,
OLWMBKax B y4ETHbIX OOKYMEHTOB

AokymeHTax (npun.Ne4)

2.1.3.1. Mposepka e AKT 06 0BHapyxeHun
HanUumsa u _»| AOKYMEHTOB (He -
€OCTOSHUS [IOKYMEHTOB OTHOCALLMXCA K AAHHOMY
¢oHAY, HEYUTEHHbIX)
(nprn.Ne5)

Ilepenava nen B apXxuB OpraHu3alMu U3 JIPyrol opraHu3aluu;
Bxonbr 1.4. Ilepenaya fen B apXyuB OpraHU3aIUHI
2.1.3.1. IlpoBepka HanTU4us U COCTOSTHUS TOKYMEHTOB

4. Co3nanue u Begenne HCA (coctaBneHue onuceid Ha

Brixonp:
HEOMMCAHHBIC JOKYMEHTBI)

[Ipumeuanus
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Ne cxeMBbl 18

HaumeHnoBanme mpomecca CocraBiieHue T'OAOBLIX Pa3aciioOB oIucen i) ¢

CocraBsrieHne rogoBoro

pasgena onucu gen
NOCTOAHHOIO CPOKa XpaHeHus B
4 sk3emnnsgpax (3 bH, 1 3)
v

CornacoBaHue ¢ LI3K (3K) >

Onucun pen CI1
MOCTOSIHHOIO Cpoka
XpaHeHns

MpoTokon
3acegaHus

YTBepm,qel-Yme Ha JOlK
henepanbHOro apxmea unm
opraHa ynpasneHus,
YMOSIHOMOYEHHOro B cdepe
apX1BHOro gena

TBEp)KOeHUe pyKoBoAUTENEM
opraHmsau,MM

roc.(MyHuumnanbHbIn) OoCTaeTcsi B apxmBe

MNepenayva B 1 aksemnnap (BH).
apxue 4 a3k3 (3 bH. 1 9[1) opraHusauum

Onucu gen CI1
BPEMEHHOIo
(cBbiwe 10 neT)
CpoKa XpaHeHUs

CoctaBrneHuve rogoBoro pasgena
onucu gen BpeMeHHoro (cBblLle
10 neT) cpoka XpaHeHus He
MeHee YeM B 2 sK3eMrnsgpax

v

MNpoTokon

CornacoBaHue c LISK (3K) >
3acenaHus

v

YTBEpXKOeHNe pykoBoauUTENEM
opraHusauum

v

Bce ak3emnnsapbl ocTaloTcs B
apxumBe opraHusauunu

Bxozbl 1.4. Tlepenaya jen B apXuB OpraHU3aIHH

Brixoast 3.2. YueT KoM4ecTBa U COCTaBa el

BbH — na 6ymaxHom HocuTemne

ITpumeuanus
D] — B 3JIEKTPOHHOM BHJIE
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Ne cxeMBbl

18 mponoinxenune

HaumenoBanue nporiecca

CocraByieHHE TOJIOBBIX pPa3/IesIOB OMUCEH J1el

OpraHunsauus sBnsieTcs
NCTOYHNKOM KOMIMI1EKTOBaAHUA
rocyaapcTBEeHHOro
(MyHULMNanbHOro apxmea)

Onucb gen CI1
Mo NUYHOMY
cocTaB

Onwucb gen CI1
Mo NUYHOMY
cocTaB

COCTaBJ'IeH:Ie rogoBoro
pasgena onvcu aen
no fMIM4HOMy cocTaBy B 4
3K3eMI'IJ'Iﬂpa)i (3 BbH, 130)

CornacoBaHue c LIOK (3K)
opraHusauum

MpoTokon

MpoTokon
3acepaHus

CornacoBanune ¢ 3K
hbenepanbHOro apxmaa unu
opraHa ynpasrneHus,
YNOSIHOMOYEHHOro B cdhepe
apXuBHOro gena

YTBepxxageHne pykoBogmTenem
opraHusauum
v
2 aK3emnngapa nepegatorcs B
roc. (myHuu,.) apxue (1 BH, 1

3L0), 2 sk3emnnsipa octaeTcsi B
apxuBe opraHusaumm

3acegaHusA

Opranunzauus HE siBnsetca
WCTOYHMKOM KOMMIEKTOBaAHUSA
rocyapCTBEHHOro
(MyHMUMNANbHOIO apxuBea)

CocTtaBrneHue rogqoBoro
pasgerna onucu Aen
no fM4YHOMY cOCTaBy B 3

aK3eMnnapax

CornacoBaHue c LIOK (3K)
opraHusauum

YTBEpXOEeHMe pykoBoauTeENeM
opraHusauum

3 9K3eMrsispa ocTalTcH B
apxuBe opraHusauymu

Bxonap1 1.4. [lepenaya nen B apXuB OpraHU3aluu
Brixozsr 3.2. Yuer Koau4ecTBa 1 cOCTaBa Jell
[Ipumeuanus BH — na 6ymaxuaom Hocutene, D/] — B 9IEKTPOHHOM BUJIE
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Ne cxeMbl

19

HaumenoBanue nporiecca

3.2. Yyer KoInyecTBa U cOCcTaBa Jeil

1.4. Nepepnava gen
B apXxvB opraHv3auun

2.2.3.1. MNpoBepka
HanMumsa N COCTOSIHUS
[OKYMEHTOB

5.1. AcnonHeHne 3anpocoB
nonb3osarenen
(BO3BpPAT NUYHBIX
OOKYMEHTOB)

6.1.2. lNepenava gen Ha
NOCTOSIHHOE XpPaHeHne B
rocyapCTBEHHbIV
(MyHVLMNAnbHbIN) apxvB

7. Bblgenenue
[JOKYMEHTOB C MUCTEKLWINMU
CpOKaMM XpaHeHus K
YHUUTOXEHUIO

Mepenaya oen B apxvs
opraHusauum
U3 Apyroi opraHvsaumm

_,|  Onucu pen cTPyKTYpHbIX NogpasaeneHunii
v//\

e AKT O TEXHWUYECKMX OLIMBKAX B yHETHbIX
AokymeHTax (npun.Ne4)

e AKT 06 0BbHapy>XeHUN AOKYMEHTOB (He
OTHOCSLLUMXCS K aHHOMY (DOHAY, HeYUTEHHbIX)
(npun.Ne5);

—>e AkT 06 yTpaTe fokymeHTOB (Mpun.Ne6);

e AKT O HEWCMNpaBMMbIX NOBPEXOEHUSIX apXUBHbBIX
OOKymeHTOB (npun.Ne22);

AKT 06 U3baTum 13 gen u Bo3epaLLeHum
— » COOCTBEHHUKY NOASIMHHUKOB JIMYHbIX JOKYMEHTOB —
(Mpaswuna n.5.17);

3.2. Yyet
KonuyecTtea 1
cocTaBa gen

AKT nprvemMa-nepefayn apxuBHbIX JOKYMEHTOB Ha
g xpaHeHve (npun.Ne30) ]

[opoBble
pasgensl
onuncen gen

AKT 0 BbIAENEHNMN K YHUUTOXEHMIO apXUBHbIX
OOKYMEHTOB, He MoAsiexallnx XpaHeHUo
(npun.Ne21)

AT npuemMa-nepenadm apxXmBHbIX JOKYMEHTOB Ha

—> xpaHeHune (npun.Ne20)

1.4. [lepenaya nen B apxuB OpraHU3aluu;

2.2.3.1. IlpoBepka HaTU4YUs U COCTOSIHUS JJOKYMEHTOB;
4. Coznanue u Beneane HCA (cocTaBieHue onuceid Ha
HEOIM CaHHBIE JOKYMEHTHI);

Bxonp1 N
5.1. McnionHeHue 3anpocoB MoJb30BaTesIel (BO3BpaT JIMUHBIX
JIOKYMEHTOB);
6.1.2. Ilepenaya nen Ha XpaHEHHUE B TOCY1apCTBEHHBIN
(MyHHITUTIATGHBIN ) APXHB.

Brixomsr 3.1. YdeT noctymiieHus aes.
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Ne cxeMbl 20

HaumenoBanue nmpomecca | 3.3. YdeT KoaM4ecTBa U cOCTaBa Omucen aei

lopoBble pasgensl onvucen gen
1.4. MNepegaya gen B apxus A pasi A
—»e (Cxema cuctemaTusaumm
opraHusauum
- 3.3. YyeT konuuecTsa
M cocTaBa onucen gen
1.4. MNepe
penada gen opraHusauuia Onvce aen
(noctynneHune —>
HEOMNUCaHHbIX JOKYMEHTOB) \—/—\

Peectp
onucen
aen

Jlnct
doHaa

1.4. [lepenaya e B apXuB OpraHU3alUu;
Bxopr 1.4. [lepenaya e B apXuB OpraHU3aIiy (MMOCTyIJICHHE
HEONM CAHHBIX JIE]T)

Brixoabl

ITpumeuanus
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HaumenoBanue npouecca 3.4. Yder konuuecTBa U cocTaBa (OHIOB

1.4. Nepepava gen
B apXuB OpraHusauum

3.4. Y4yeT konuyecTBa
n coctaBa hoHOOB*

JInctel oHaoB

Bbi6bITME hOHOA Npy NUKBUAALMM,
pasgeneHnn opraHmsauum,
NCTEYEHMM CPOKa XpaHEHNS BCEX
OOKyMeHTOoB dhoHaa

A

Cnuncok cboHaoB

BoaBpar BbibbIBLIErO hOHAA —

1.4. Ilepenaya nen B apXuB OpraHU3aINu;
Bxozbl BriObITHE DOHIA TPH IMKBUIAIMH, Pa3ICICHUN OpraHu3alluy,
HCTEUCHUU CPOKA XPaHEHHI BCeX JIOKYMEHTOB (DoH/A.

Brixonns:

[Ipumeuanus * B ciry4ae MOCTYIUICHHUSI B apXUB BTOPOTO U MOCIEAYIOMUX (OHIOB
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HaumenoBanue mporecca | 3.5. Y4eT usMeHeHuid B KOIUYECTBE U cocTaBe Gouaa™

1.4. MoctynneHune Onucb gen
HeonMCaHHbIX OKYMEHTOB

2.2.3.1. MNMposepka (npurn.Ne5):

Hanm4yma n

COCTOAHNA OOKYMEHTOB

5.1. VicnonHeHne 3anpocos
nonb3oBaTenen
(BO3BpAT NUYHbIX
[JOKYMEHTOB)

6.1.2. lNepegava gen Ha
MOCTOSIHHOE XpaHeHve B
rocyaapCTBEHHbIN
(MyHULUMNanbHbLIN) apxXue,

e AKT O TEXHUYECKMX OLLMBKAX B yYETHbIX
AokymeHTax (npun.Ne4);

o AkT 06 06HapyXeHUn JOKYMEHTOB (He
OTHOCALLMXCA K AaHHOMY POHAY, HEYHTEHHbIX)

e AKkT 06 yTpaTe aokymeHToB (npwi.Ne6);
AKT 0 HEMCnpaBUMbIX MOBPEXOEHNSX apPXMBHbIX
AokymeHToB (Npun.Ne22).

3.5. Yuert
N3MEHEHUN B

AKT 06 U3bATUM U3 AEN 1 BO3BPaLLEHUN
CcOGCTBEHHUKY NOASIMHHWUKOB JNINYHBIX JOKYMEHTOB
(MpaBuna n.5.17).

Konu4yecTee u
coctaBe oHaa

\ 4
AkT npuemMa-nepega4vn apxmBHbIX JOKYMEHTOB Ha

xpaHeHue (npun.Ne30)

Jlnct poHaa

2.2.3.1. TlpoBepka HaIMYHS U COCTOSHUS JOKYMEHTOB;
1.4. [lepenaya TOKyMEHTOB B apXHB (MOCTYIJICHHE HEOMHCAHHBIX
JIOKYMEHTOB);

Bxoasr N
5.1. McmonHenue 3ampocoB moJib30BaTeliel (BO3BpaT JMYHBIX IOKYMEHTOB);
6.1.2. [lepenaua nen Ha XpaHEHHE B TOCYIaPCTBEHHBIN (MYyHHUIIUTIATBHBIN )
apXuB.
Brixoabl
*Yder nocTymieHus U BHIOBITHS J1e]1, JOKYMEHTOB B Iipeaenax (oHaa CM. Ha
[Ipumeuanus

cxemax 17,19, 23.
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3.6. Y4uer BBLIOBITHS €T

2.2.3.1. MNpoBepka

Hann4yma n —p

COCTOAHUA OOKYMEHTOB

5.1. cnonHeHne 3anpocos
nonb3oBarenen
(BO3BpPAT NNYHBIX
JOKYMEHTOB)

6.1.2. [Nepenaya gen Ha
NOCTOSIHHOE XpaHeHue B
rocy4apCTBEHHbIN
(MyHMUMMIaNbLHLIN) apxuB

7. BblgeneHue
OOKYMEHTOB C UCTEKLLMMMU
CpoKamu XpaHeHus K

e AKT O TEXHUYECKMX OLUMOBKaX B yYETHbIX

AokymeHTax (npwun.Ne4);

e AKT 006 oBHapyXeHun JOKyMEHTOB (He
OTHOCSAILLIMXCA K AaHHOMY hOHAY,
HeyyTeHHbIX) (Mpun.Ne5);

AkT 06 yTpaTe gokymeHToB (npwn.Ne6);

e AKT O HeucrnpaBMMbIX NOBPEXAEHUAX
apXUBHbIX LOKYMEHTOB (npur.Ne22).

AKT 06 N3bATUM U3 AeN 1 BO3BpaLLEHME
COBCTBEHHMKY MOASIMHHUKOB NTUYHbIX
pokymeHToB (Mpasuna n.5.17).

3.6. Yyet

AKT npuemMa-nepegayn apxvmBHbIX

OOKYMEHTOB Ha xpaHeHue (npun.Ne30)

AKT 0 BblgeneHun K YHUYTOXEHNIO

xpaHeHuto (npun.Ne21)

APXUBHbIX JOKYMEHTOB, HE noanexatwinx

BblObITUS Oen

KHura yyeTa
NoCTYNneHus

Jlncr
1 BbIObITMSA horaa
aen, a
OOKYMEHTOB

YHUYTOXEHUIO
2.2.3.1. IlpoBepka HaIU4Us U COCTOSIHUS JJOKYMEHTOB;
5.1. Ucnonuenue 3anpocoB Mojb3oBaTeneil (BO3BpaT INYHBIX
Bxonbl JIOKyMEHTOB);
6.1.2. Ilepenada nen Ha XpaHEHHUE B TOCYJapCTBEHHBIN
(MyHUIIMTIAJIBHBIN) apXUB
Brixonn: 3.2. Y4eT KOaM4ecTBa U COCTaBa €IUHHUIL] XPAaHECHUS
[Ipumeuanus
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3.7. Benenue nena ponmga

2.2.3.1. MNMposepka
Hannyna n
COCTOAHUA OOKYMEHTOB

o Akt NPOBEPKN HaNMn4na n COCTOAHUA
e AKT O TEXHMYECKUX OLLUMOKax B YYETHbIX

e AKT 06 OBHapy>XeHUN JOKYMEHTOB (He

apXuBHbIX JOKYMeHTOB (nMpun.Ne3);
pokymeHTax (npun.Ne4d);

OTHOCALLUXCS K AaHHOMY (DOHAY,

HeyuyTeHHbIX) (Mpun.Ne5); —
e AxT 06 yTpaTe gokymeHTOB (npwur.Ne6);
e AKT O HeucnpaBUMbIX NOBPEXOEHUSAX

apXuBHbIX JOKYMeHTOB (Npur.Ne22).

3.7. Bepgenve
4. CospgaHue UcTopuyeckas cnpaeka k poHay || pena doHaa
n BegeHne HCA
\-/—\
\ 4
6.1.2. Nepepava gen Ha feno
MOCTOSHHOE XPaHEHMe B AKT npuema-nepeaaym apxmBHbIX B doHaa
FOCYAapCTBEHHbIIA ~—»  OOKYMEHTOB Ha xpaHeHue (npwur.Ne30)
(MyHMUMNanbHBIA) apxmB
7. BoligeneHve AKT 0 BblAENEHNUMN K YHUHTOXEHMIO apXMUBHbIX
[JOKYMEHTOB C NCTEKLLIMMM [OKYMEHTOB, He NOANEXaLLMX XpaHEeHUo
CpOKaMu XpaHeHus K (mpun.Ne21)
YHUYTOXEHMIO
Mepepaya gen B apxve AKT npuema-nepeaaqv apXmBHbIX
opraHusaumm ——> [JOKYMEHTOB Ha xpaHeHue (npun.Ne20) —
13 Apyrov opraHusauum - ]
2.2.3.1. IlpoBepka HanM4Usl U COCTOSIHUS JOKYMEHTOB;
4. Coznanue u Benenne HCA
Bxonpr 5.1. VUcnionHeHue 3ampocoB Mojb3oBaTesiei (BO3BpAT JIMUYHBIX JOKYMEHTOB);

6.1.2. Ilepenaya nen Ha MOCTOSIHHOE XPAaHEHHUE B TOCYIapCTBEHHBIMN
(MyHULIMTIATBHBIN) apXUB

Brixonrs:
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3.8. Y4eT ucnosab30BaHus IOKYMEHTOB

5. Mcnonb3oBaHue
APXMBHBIX JOKYMEHTOB

e AKT 06 U3bATUM U3 Aen
(BO3BpaLLeHun
CODCTBEHHMKY)
NOAMNHHNKOB MNYHbIX
aokymeHToB (Mpasuna
n.5.17);

e AKT 0 Bblgaude gen Bo
BPEMEHHOE MONb30BaHNe
(npnn.Nel10).

3.8. Yuet

ncnosnb3oBaHUA
AOKYMEeHTOB

A

A,

\/\

Jlnuet

ncnonb3oBaHUA

CamocToaTenbHO
paspaboTaHHble
y4yeTHble hopMbl
apxuBa
opraHusauum

Bxongl

5. Ucnionp30BaHue APXHMBHBIX JOKYMCHTOB.

Brixonn:
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HaunmeHoBanue nponecca 5.1. Ucnonnenue 3aIpocoB HOJIL3OBaTeJ'IeI71, B T.4. COIMAJIbHO-TIPABOBOI'O XapaKTepa

ermcTpauunda sanpoca

NHcTpyKkuma no

1 nepegava B apxvB
3anuck B XypHane opraHusaummn AernonpoussoacTtsey
peructpauum i
[NepBuYHas oueHka
PaboTHuk apxmBa MpaBuna n.5.10
( 3anpoca P P
OueHka cogepxaTenbHomn HanpaBneHue nonb3oBaTtento
yacTu 3anpoca yBEAOMIIEHUS O HEOOXOANMOCTM

npegocTaBrieHnsa O0MNONTHUTENBHON
MHdopmMaLmn
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- MpodunbHbIN 3anpoc, HO B 3anpoc He OTHOCUTCS K
MNMpodunbHbIN 3anpoc,
SR S e opraHusauum oTCcyTCTBYIOT COCTaBy XpaHSALUXCA B
oTBeT OOKYMEHTbI, Heobxoaumblie ons opraHmsaumu JOKYMEHTOB
€ero ucnomnHeHus (HenpodunbHbIN 3anpoc)
v v

MNMpaBuna 5.11 — 5.14

Mepeagpecauma 3anpoca
B OpraHusaumio, B KOTOpPon MOryT
HaxoaUTbCA HEOGXOAUMbIE OOKYMEHTbI, U
yBeoMIeHUeE rnorib3oBaTterns o

MoarotoBka oTBeTa
(apxmBHOW cnpaBKw,
KOMNUW, BbINUCKN)

MNoaroToBka oTBEeTa C
yKasaHvuem npuymH
OTCYTCTBUA NOKYMEHTOB

2.2.3.2. YcTaHOBNeHne nepeHanpasrneHuu 3anpoca. Ecnn
nopsaka Bblgaydu gen ns opraHusauunsa HensBecTHa — yBegomrieHve
apxuBoxXpaHunuLla rnosnb3oBaTens 0 HEBO3MOXXHOCTU

paccMoTpeHus sanpoca

NHdopmaLmoHHoe
n1McbmMo

y 2 |
OTBeT Ha 3anpoc COI'IpOBO,D,VITeJ'IbHOG nmMcbmo,
(apx. crnpasBkKa, Konuq, || noanmncaHHoe pykoBoantTenem

Y

A A

BbII'IMCKa) opraHnsauunm

NHdopmaumoHHoe
NMMCbMO
nosib3oBaTesnto

3anpoc n conposoanmnTesribHoe
nmMcbmMo, nognucaHHoe
pykoBoauTesrniemMm opraHnsauymm

Perncrtpauusa oteeta B
>KypHare permcrpauum

BblAAaHHbIX KOMWUA, BbINUCOK, PerncTpauns oTeeTa B
crnpaBok
p obLem nopsiake \

permctpaunm <
3.8. YyeT ncnonb3oBaHus KoppecnoHAeHLun B
apXMBHbIX JOKYMEHTOB

opraHusaumm

Bxon 2.2.3.2. llopsinok BbIJIauu TOKYMEHTOB U3 apXUBOXPAHWIMILA
Brixonapl 3.8. Yuer ucnonb30BaHus apXUBHBIX JJOKYMEHTOB
*Ha ycMOTpeHne pyKOBOJICTBA, B JIOKAJIbHOM aKTE OpraHu3alliid MOXKET OBITh YTBEP)KJICH OJIAHK 3arpoca, a TaAKKe
[Ipumevanus peryiaMeHTUPOBaH MOPSIOK PabOTHI C 3aIIPOCaMHM, B KOTOPBIX HEJOCTATOYHO CBECHUH JIUII OTBETa (HAIpUMeEp, eI B
3ampoce yKa3aHbl CBEJEHUS O MOJIb30BaTele, HO HE yKa3aHa jkenaeMas opma MpeaoCcTaBIeHUs JaHHBIX).
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JIOKyMEHTOB

Pesontouns
pyKOBOAMTENS O
BblJaye JOKYMEHTOB

2.2.3.2. YcTaHoBMeHune
nopsigka Bblgaym gen ma
apxvMBoXpaHunuLLa

OTMeTKN 06 U3bATUM
1 3aMeHe KOMUAMU:
BO BHYTPEHHUX
onucsax gen, B

nnctax-3aseputensx -
aern, B onucax gen,
AOKYMEHTOB

Konnn nabatbix

MocTtynun 3anpoc Ha
Bblaa4vy NOASMMHHbIX NTUYHbI
[IOKYMEHTOB

PaboTHu pasina
OueHka 3anpoca ‘ 5.17,
apxvBa

5.20

[ & ]

nO}J,J'IVIHHbIe JNIN4YHbIE

AOKYMEHTbI XPaHATCA B Orloﬁg::;btl)?':mz::eIOT
apxuee opraHunsaummn Ky T Y

PaccmoTpeHue 3anpoca

MpaBuna 5.17, 5.20
pyKOBOAWTENEM apxuBa

/ I'Ionro'TOBKa \
[IOKyMEHTOB K Bbljaye:
N3roTOBMEHNE
apPXUBHBIX KOMUN
[IOKYMEHTOB 1
OTpaXKeHNe U3bATUA U MHchopMaLmoHHoe

3aMeHbl KoNUsiMu B

LOOKYMEHTOB <

@

AKT 06 n3baTUM 1
BO3BpaLLEeHNM JOKYMEHTOB
COBCTBEHHUKY

-

MMCbMO
YYETHbIX JOKYMEHTaXx
apxusa

4

Bblgaya gOKyMEHTOB
3asBUTENIO Unn

erycTpaums nucbma B
obLiem nopsgke

JOBEPEHHOMY nuuy perncTpaumm
KOppeCcnoHAeHunn B
opraHusaumm
3.2, 3.5.
Yyuer

Bxox 2.2.3.2. YcraHoBJEHUE MOPSAIKA BBIIAYH JI€I]T U3
apXUBOXPAHUIIMIIA
3.2. Y4eT KOoJIH4YeCTBA U COCTaBa el
Brixonn: N
3.5. Yuer u3MeHEHHUH B KOJIMUECTBE U cocTaBe (poHa
[Ipumeuanus
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5.3. Beitaua JOKyMEHTOB BO BpPEMEHHOE TTOJIb30BAaHUE (B T.4. JUII paOOTHI B YUTATHHOM 32JI€)

MocTtynuna 3asBka Ha
paboTy c fOKyMeHTaMu B

2.2.3.2. YcTaHoBreHne
nopsiaka Bblgadu gen ms

qynTaribHOM 3arne

IECT!: paspeLleHve Ha paboTy

PaboTHuk apxuBa
obpabaTbiBaeT 3anpoc

%}

JNInyHoe 3asiBneHne

HeT paspelueHus Ha paGoTy-

apxvBoxpaHunuuia
?\ Mucemo Bbigava
XOR opraHmsaumu, norb3oBaTento
HanpasuvBLUEN paspelleHus Ha
BbI,D,a"Ia nosrib3oBaTtens paﬁoTy B YnTaribHOM
[JOKYMEHTOB B OTka3s B Bblaaye 3ane
T yuTanbHbIN 3an Crywe6hoe
BbIOAYM B ) yaocToBepeHue I
COOTBETCTBUU C OTKa3s B NMMCbMEHHOM coTpyAHUKa PerucTtpaums
npasunamu, cdopwme, ¢ ykaszaHmem opraHusaumun nonb3oBaTens B
NPUYMH oTKasa u nopsigka

yCTaHOBJ1IEHHbIMU
apxuBom

opraHmnsaunm

3anonHeHne nucta
ncnosib3oBaHusA
OOKYMEHTOB

1.8. YyeT ncnonb3oBaHus
ApPXMBHbIX JOKYMEHTOB

C OOKyMeHTaMu

obxanoBaHnA oTkasa

PaboTa
rnonb3oBaTens

Monb3oBaTtenb

cooTBeTCTBUN C
npasunamu,
yCTaHOBJI€EHHbIMU

apxX1uBoOM
opraHusauum

Bxon 2. XpaHeHue JOKYMEHTOB B apXHBE OpraHu3aIuu

Brixonnsl 1.8. Y4eT ucnoiab30BaHUs apXUBHBIX JOKYMEHTOB
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6.1. Ilepenaya nes Ha NOCTOSIHHOE XpaHEHUE B
roCyJIapCTBEHHBIN (MyHUIIUNIATbHBIN) apXUB

MnaH npyema JOKyMEHTOB B
rocyAapCTBEHHbIV
(MyHMUMNANbHBIN) apxvB

[TpoekT AkTa npuema-
nepepayv JOKyMEHTOB

PaboTHWKM roc.(MyHMLL.) apxmBa
(cpoku cornacoBbIBalOTCS C
paboTHVKaMy apxvBa opraHusaLmm
MCTOYHMKA KOMMIEKTOBaHUS

OnpepeneHue cpoka nepegayn
OOKYMEHTOB B roCy4apCTBEHHbIN
(MyHMUMNaneHbIN) apxus

1.C1.22 ®3 Ne125 «O6
apxvmBHOM gere B PO»
2. MNpasuna n.6.6.

6.1.1. NoagroToBka Aen, AOKYMEHTOB
K nepefave B rocyaapCTBEHHbIV
(MyHUUMNanbHbIN) apxuB

PaboTHuku roc.(MyHuL,.) apxinea
COBMECTHO C paboTHVKamu
opraHv3auun- UCTOYHUKa
KOMMNIEKTOBaHWst

(npvn.Ne30)

McTopuyeckas crnpaBka K
doHay (npw nepson
nepegaye) n AOMOMHEHUs K

K OnpepaeneHve coctaea aen, \ 1.Mpasuna n. 2.41-2.44,

nognexawmx nepegaye B roc.
K (MyHWLL.) apxuB TG =072,
yhuu.) ap 2. MeTtognyeckne
pekomeHgaumn n.2.2.3.1.,
[NpoBepka NpaBMIbHOCTU n.6.1.1
ocbopMneHns aen u ums. n

Hew (Npu nocnegyroLwmx <
nepegadvax)

4 3K3. onucen gen
NOCTOAHHOIO CpoOKa

(MyHuWL.) apxvB . BolgeneHne gokyMeHTOB
—»C UCTEKLLUMMU CPOKaMu
XPaHEHUS K YHUHTOXEHNI)

CaHUTapPHO-TUTMEHNY. COCTOAHUA
QOKyMeHTOB, nepegaBaemMbiX B roc.

MoaroToBKa [OKYMEHTOB, HEOBXOAUMbIX
npu nepegave Aen, 4OKYMEHTOB B roc.
(MyHUL) apxuB

XpaHeHus!

AKT npuema-nepegauu

pokymeHToB (npwn.Ne30)

S PaboTHuWKM roc.(MyHUL.
6.1.2. Nepenaya gen B rocyaapCTBEHHbIN apxmBa COBMECTHO C

(MyHMUMNANbHBIN) apXxvB paboTHWMKaMKN opraHu3aLmu-
MNCTOYHMKA KOMMINEKTOBAHMS

1.MNpaBwnna n. 6.8.

Yyet 3.5, 3.6 2. MeTtogun4yeckume
pekoMeHgaumm n.6.1.2

Bxonb1 2.2.1. PauroHalIbHOE pa3MeEIleHHE TOKYMEHTOB

3.2. Yuer KoJaM4ecTBa M cocTaBa Jei

3.5. Yuer u3MeHeH# B KOIMYECTBE U cocTaBe (poHa
Beixopr 3.6. Y4eT BBIOBITHS A&

3.7. Benenue nena ponma
7. YHUUTOXKEHUE TOKYMEHTOB C UCTEKIIMMH CPOKAMU XPaHECHHUS
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6.1.2. Ilopsiok mepenayu el HaA XpaHEHHUE B TOCY1apCTBEHHbBIN
(MyHUITUTTATBHBIN ) apXUB

C

CornacoBaHue cpoka hakTU4YecKoi nepeaadun 4OKYMEHTOB, UX
TPpaHCMopPTUPOBKa B roc. (MyHULWN.) apXuB

A 4

i

Mepegaya B roc.(MyHUUMM.) apXuB:
- Aen no akTy;
- 2 9K3. aKTa o0 npuemMe-nepeade.

@

Y

Gop,nmcaHme AkTa npyvema-nepenayn (B 2 3k3.) paboTHMKaMn apxmea

A4

opraHusauum n paboTHukamu roc.(MyHuL,.) apxmea**

AKT npuema-

[OKYMEHTOB Ha
XpaHeHue B roc.
(MyHVMUMN.) apxmB
(mpun. Ne30)

nepenayn apxmBHbIX l

YTBepXXAeHUe akTa pyKkoBOAMUTENEM OpraHn3aumm u
pykoBoguTenem roc.(MyHuu.) apxumea

A 4

C

BHeceHune nameHeHun B y4YyeTHble JOKYMEHTbI U NpoCcTaBlieHne
OTMETKM 06 STOM B aKTe npuemMa-nepenayu

A

l

Yyet 3.2, 3.6.

Bxonapl
3.2. YdeTr xonudecTBa M COCTaBa Jiel
Brixoabl
3.6. Y4er BLIOBITHS A€
*B KaK10M AK3EMIUISIPE TOI0BOTO pa3ziena OMUCH AN MPOCTABISACTCS
OTMETKA O Iepenade ejl, JOKYMEHTOB B roc. (MYHHUIL.) apXUB
[Tpumeuanus PEAALE ACL, OKYM (MysHIL) ap

** 1 3K3eMIIISIp TOJOBOTO pa3/iena Onucei aemi, JOKyMeHTOB H 1

AK3eMILISIP AKTa O pueMe-Tiepeaade NepearoTcs B apXUB OpraHu3aIiu
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6.2. Ilepenaya aen npu peopraHu3aiuu, JUKBUAAIUN
Opra’Hu3aluu

PeweHune dukcnpyetca B
pacnopsiaMTensHOM
OOKyMeHTe 0 nNuKBnaaunm
(peopraHusauun)
opraHu3aumu

o AKT O TEXHUYECKUX
oLwmnbKax B y4eTHbIX
nokymeHTax (npun.Ne4)

o AKT 06 OBGHapyxeHnn
OOKYMEHTOB, He
OTHOCSILLIMXCA K AaHHOMY
doHAY, HeyYTEeHHbIX
(npwn.Ne5);

o AkT 06 yTpate
OokymeHToB (npwn.Ne6)

|/|CTOpI/I‘-IeCKa$| cnpaBkKa K
toHay

\/\

[TpoekT AKkTa npuema-
nepeaayn JOKYMEHTOB

AKT npuema-nepegaym
(npwn.Ne20 unn Ne30)*

(mpun.Ne20 nnun Ne30)* -

CT1.23. ®3 Ne125 «O6
apxvmBHom gerne B POy

OnpegeneHve pUANYECKOro nuua,
KOTOPOMY NepeaarnTcs AOKYMEHTHI, M MecTa
MX AanbHelnLIero XxpaHeHus

Onpe,u,eneHme COCTaBa JOKYMEHTOB,
T

noanexalnx nepegaye
N

7. YHNUYTOXEHNE
OOKYMEHTOB C
WUCTEKLLIMMM CpoKamum
XpaHeHus

v

OAroToBka apXmBHbIX JOKYMEHTOB
nepenave

2.2.3.1.NpoBepka Hannuus
N COCTOSIHNS JOKYMEHTOB

v

lMoarotoBka 4OKYMEHTOB,
HeobXxoauMbIX NPy Nepeaade
apPXUBHbIX AOKYMEHTOB

- Y,

y
lMepenaya apxmBHbIX JOKYMEHTOB U ONUCEN
Aern, JOKYMEHTOB peopraHn3oBaHHOM
(nMKBMAOMPOBAHHOW) OpraHn3auum

Bxonbl

Brixozsr 7. YHUUTOXEHUE TOKYMEHTOB C UCTEKIIMMH CPOKaAMU XPAHEHHUS
*TIpu mepenadye opraHu3aluu-MPaBONPEEMHUKY — MpuiL.Ne20,

[Ipumeuanus

npu nepeaade B roc.(MyHHIL.) apxuB — mpri.Ne30.
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Ne cxembl 32

HaumenoBanue nmpouecca

6.3. Ilepenaya nes npu CMEHE PyKOBOJUTENS apXUBa
opraHu3anuu (JMia, OTBETCTBEHHOTO 332 APXHB)

an/IKa3 O co3gaHnn KoMuUccumn
Nno NoAroToBke AOKYMEHTOB K

( OpraHu3aLmnoHHble

MeponpunaTuda no

nepenave

2.2.3.1.lMpoeepka Hannums u
COCTOSIHMSA OKYMEHTOB

o AKT O TeXHMYECKNX
owmbkax B y4eTHbIX
AokymeHTax (npun.Ne4)

o AKT 06 0OHapyxeHum
OOKYMEHTOB, He
OTHOCALLUUXCS K JaHHOMY

OHAY, HEeYUYTEHHbIX
(npwn.Ne5);

o AKT 00 yTpate
AoKymeHTOB (Npun.Ne6)

NnoAroToBKe apxXmUBHbIX
OOKYMEHTOB K nepepgade

MogroToBKka JOKYMEHTOB
apxuBa K nepegave

4

lMpuem-nepenava
OOKYMEHTOB*

lMpoBepka cocTosIHMS \
NOMEeLLEHNN n

obopynoBaHus j

v

AKT npnema-nepegayu
(mpmn.Nel3 k MeToamyecknm
pekomMeHZaumam)

Bxonsl
Brixoabl
*YyeTHbIE JOKYMEHTHI IIEPENAIOTCS IIEPEL IIepenadei
ITpumeuanus JIOKYM pe P TIEpER
ApPXUBHBIX JIOKYMEHTOB.
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Ne cxeMbl 33

HanMmeHnoBaHue mporecca 7. YHUUYTOXEHHE TOKYMEHTOB ¢ UCTEKIIMMH CPOKAMHM XPaHEHUs
1.1.MNpoBegeHne akcnepTusbl OnpegeneHune coctasa Aern,
LeHHOCTN JOKYMEHTOB B noanexawinx nepenade B roc.
[enonpon3BoacTBe (MyHUL.) apxuB

v

Mpegonoxenua K

MoaroToBka NpPeanoXeHni K akTy o MpoekT Akta 0

MoarotoBka npoekta AkTa o
aKTy o BeAeT v BBIAGIESHM [IOKYMSHTOB K Pa6oTHuk CI1 BhAeTerM Blfll,qeneHmm ,E?OK MEHTOB K
AOKYMEHTOB K YHUUTOXEHUIO 1 Nepeaaya nx B AOKYMEHTOB K HVI‘-ITO)KezVIIO
YHUYTOXEHUIO (B cryx6y Aenonpou3BoACTBa YHUYTOXEHUIO y

BymMaxkHOM 1 (npun.Ne21)

3NEeKTPOHHOM BMAe) ¢ ¢
[NopgroTtoBka npoekta AkTa o PaboTHuk MNMopnucaHne AkTa pykoBoamTenem
MpoekT AkTa o BblAENEeHNN JOKYMEHTOB K cry>x0bl apxuvBa (fivua, OTBETCTBEHHOIO 3a
BblENEHUN YHUYTOXEHUIO nenonp-Ba apxuB)
[OKYMEHTOB K \ |
YHUUTOXEHUIO $
npun.Ne21***
\(_p/_)\ CornacoBaHue Akta Ha 3acegaHum LIOK (OK) opraHmaau,MWD
MNpoTokon 3acenaHns $
- C YTBEpXAeHe AKTa pyKoBOAUTESNIEM OpraHu3auum** >
AKT © BoiAenennn lMepenada QOKYMEHTOB crieLmarnbHOoN opraHnsauuu ans
[IOKYMEHTOB K PM3NYECKOTO YHUUTOXEHUSA N (PUKCMpoBaHME BO BTOPOW HacTun
YHUUTOXKEHUIO AkTa KonnyecTBa nepefaHHbIX JOKYMEHTOB U MX Beca
(Npwn.Ne21***
v v

BHeceHWe U3MeHEHWIN B yYETHbIE
MpocTaBneHne oTMeToK 06

YHUUTOKEHUM B HOMEHKIAType fern AKT 0 BblgeneHnmn OOKYMEHTbI apxvmBa 1 HanpaslieHue
[OKYMEHTOB K AkTa B geno doHaa
YHUYTOXEHWUIO

I

Yvet 3.2, 3.6, 3.7

(npwn.Ne21)

opraHusaum




Jns yauuToxkenus B nenonpousBojctse — 1.1. [IpoBenenne sxcrepTu3bl EHHOCTH TOKYMEHTOB B JIEJIONPOU3BOICTBE

Bxozst Jns yHUUTOXKEHUS B apXuBe opranuzanuu — OnpeaeneHue cocTaBa e, MoAJeKalluX neperaye B roCcy1apcTBEHHbIN
(MyHULIMTTAJIbHBIN ) apXUB
3.2. Y4yer KouuecTBa U COCTaBa JIeil

Breixoasl 3.6. Yuer BbIOBITUS €71
3.7. Benenue nena ponna
* PaccmatpuBaercs Ha 3aceganuu OK (LIDK) onHoBpeMeHHO ¢ TOAOBBIMU pa3iefiaMu OMHUCEH J1eJ1 TOCTOSHHOT'O CPOKa
XpaHeHHs U M0 JINYHOMY COCTaBy 3a 3ToT ke rof (m.4.11. [Ipasun).

[Ipumedanus ** [locne yrBepskaenus u cornacoBanus JIIK denepansHoro apxupa Uiy oprana yrnpaBieHUs, YIIOJTHOMOYEHHOTO B

cdepe apXUBHOTO JieNia TOIOBBIX pa3/lelIoB OMUCEH /e TOCTOSTHHOTO CPOKA XPaHEHUs U 110 JINYHOMY COCTaBY.
*#* [1pu 3aroTHEHUU B JASIONPOU3BOICTBE UMEET Psii 0COOCHHOCTEH, cM. MeToInuecKkue peKoMeHIaluu pa3aen 7
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[Tpunoxenne Ne 5
K. 3.2

CooTBeTcTBHE JaHHBIX Ha 00JI0KKE Acj1a OIMCATEIIbHOU CTaThE roagoBoOro pasaciia OIncHu acjia

{HAMMEHOESHMS TOCYIEDCTESHHOT 0 (MVHHIHIIATEROT 0) APXHES)

(HAMMEHOESHWMS OPTSHHISIHE)

(HamMEEOEIHNE CTPVETVPHOT O D0APAsIensHHT)

v

JEJTIO Ne TOMNe

Hamvenoranmue OpTaHHIamHH

VTBEPKTIAIO

PykoeogHTERE OpraHuzaHE

v

{=aronoeoE J20a)

@ong Ne IMoanuce Pacmmidporka
TNOJNHCH
OITHCH Ne Iata
ern epeMenHE (cesmme 10 met)
CPOKOE XpaHeHHA
\7 roa
Ne | Hugexc 3aromoBox Kpaiinne gatsr Cpox Komu=ecteo | [lpumesanue
n/n Jena Jema XpaHeHHd JHCTOR
1 2 3 4 3 6 7

(Epafteme 1aTRd)

—7

i

Ha \l/ THCTAX

XpaHHTE
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[Tpunoxenue Ne 6

K. 3.2
dopma IucTa-3aBEPUTENS OMUCH €T
JIMCT-3ABEPUTEJIb OITMCH JIEJI Ne (®OHJ, Ne )
B onucu e noamuro u npOHyMEpPOBaHO JINCTOB,
(umdpamu U IPONHCHIO)
B TOM YHCIJIE:
JIUTEPHBIC HOMEPA JTUCTOB ;
MPONYIIIEHHbIE HOMEPA JTUCTOB
HaumenoBanue nomKHOCTH
paboTHUKa [Toanuck Pacmudporka nmoamnucu

Jlata
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OoOpa3en 3an0/IHEHUSI peecTpa onmucen

[Tpunoxenne Ne 7

K1 3.3

1. IlepBuuHOE MOCTYyIIIEHHWE ACN MOCTOSHHOTO XPAaHEHHs, M0 JUYHOMY COCTaBY, BpeMeHHOro (45

JIeT) XpaHeHUusi, BpeMeHHoro (15 5er) XpaHeHUs B apXUB OpPraHHU3alldd U COCTaBJICHHUE TEPBBIX

TOJIOBBIX pa3JieoB onucel aen (3anomHstorcs rpadel 1, 2, 3, 4, 10):

KomuuecTBo fen B onucu Ko
BpEMEH | MO I Komu
HOTO | JIMYHO qec | TECTB .
No Neo| Mo HazBanue (ceemme. | by Kpaitau 8o BK;)CM I/IMpe
I /;1 do | on ormcit nocro | 10 ner) | cocta | ol
HAa | Wcu SHHOT | XpaHEH | BY TOB
o 581 B OB ue
XpaHe o OIHC
HHUS en u
11213 4 5 6 7 8 o | 10 | 11

1 1 1 ITocTOsIHHOT O 1

XpaHCHUS
2 1 2 ITo nu4yHOMY 3

COCTaBy
3 1 3 Bpemennoro >

(45 ner)

XpaHCHHUS
4 1 4 BpeMeHHOro 5

(15 ner)

XpaHEHUs

2. Omnuce Aen MOCTOSIHHOTO XpaHeHHs 3aKOHYeHa (3amosHstoTes rpadsl 5, 6, 7, 8, 9) u 3aBeneHa

clIelyIolas ONuch JeJs MOCTOSIHHOTO XpaHeHus (3anonustores rpadsl 1, 2, 3, 4, 10):

KonuuectBo jen B onucu Ko
BPEMEH | IO o Ko
HOTO | JINYHO qec | ECTB
No | No (cBbIIIE | MY . TBO 0 IIp
J\/fg bo | on HasBanue nocto | 10 er) | cocra Kpaiiau e | JK3EM | MMe
/i OMHCH ¢ IaThl ISt qaH
Hia | mcu SHHOT | XpaHEH | BY A TOB p
o s . OB ue
XpaHe om | °mHe
u
HUS —
1 2 3 4 5 6 7 8 9 10 11
1 1 1 [TocrosinHoro | 9999 15 385 |4
XpaHeHuUsI STHBapSI
1995 . —
26
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nexaops
2006 .

2 1 2 [To nuunomy
COCTaBy

3 1 3 Bpemennoro
(45 ner)
XpaHeHUs

4 1 4 Bpemennoro
(15 ner)
XpaHCHUS

5 1 5 ITocrosgsauorO
xpaH CHUA

3. CocTaBiieHuE €KEroJHOM NTOroBoM 3anucu (Hanpumep, Ha 1 sHBaps 2015 roxa):

Bcero xpanutcs B apxuBe 5 (1STh)

OIIHCEH, M3 HUX

(urdpamMu 1 MPOMHUCHIO)

MOCTOSIHHOT'O XpaHeHus 2 (1Be)

(undpamu ¥ MPONUCHIO)

BpeMeHHOro xpaHeHus (cBbimiel 0 jer) 2 (iBe)

(uudpamMu ¥ IPONUCKHIO)

10 JINYHOMY cocTaBy 1 (oaHa)

(undpamu 1 MPOMHUCHIO)

B TOM YHCJIC [TOCTYIINUJIO B rogy

onucei

B TOM YHCJIE€ BBIOBLIIO B roay

(umdpaMu ¥ IPOMKCHIO)

onucen

HaumeHnoBaHue 10KHOCTH pabOTHHUKA
apxXuBa opraHu3anuu, COCTaBUBUICTO
peecTp onucen IToanuce

HaumeHnoBaHue 10KHOCTH
PYKOBOAMTENS apXuBa (JIHIia,
OTBETCTBEHHOTO 32 apXHB) [Toamuce

15.01.2015

(undpaMu 1 IPOIKCHIO)

O.1. Apxunosa

N.H. Tyuun
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[Ipunoxenne Ne 8

K. 3.5
JIMCT ®OHIA Ne 1

Bcepoccuiicknii HAy4YHO-MCCIAEA0BATEIbCKUN HHCTUTYT 01 ssnBaps 1996 r.
AOKYMeHTOBeleHus U apxuBHoro aeaa (BHUUIAN)

(MecroHaxoxaeHue GpoHaa (HauMEHOBaHHE ([aTta mepBoro nocTymniaeHus
OpraHu3aluH, T1ie XpaHuTcs Qo) JOKYMEHTOB (poHza)
Kpaiinue naThl kakaoro Ha3BaHus (GpoHaa HA3BAHUE ®OH/A

1 2
02.03.1966 — 23.06.1992 Bcecoro3nblit Hay4YHO-HCCIIEI0BATEILCKHI HHCTUTYT JOKYMEHTOBEICHUS

apXuBHOro Jena [’ maBHoro apxuBHoro ynpasieHus npu Coere
Munuctpos CCCP (BHUNAN)

24.06.1992 — Bceepoccuiickuii Hay4yHO-MCCII€10BaTENIbCKUA HHCTUTYT
JOKyMEHTOBEJIEHH U apXUBHOT 0 fena Komurera o genam apXuBoB MpH
[IpaButensctBe Poccuiickoit @enepaunn (BHUNUA)

1. VYder HeomMCaHHBIX JOKYMEHTOB
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JlaTta Haszpanue, Ne u nara IMocrymuienue BoiObITHE Hanuuue
SAIHCH JOKyMEHTa, 10 KOTngMy (0CTaTOK)
MOCTYIIN WJIA BEIOBUTH JOKYM EHTBI = =
e M Kon-Bo e | KpalHHE 1aThl Kpaiinne Bcero nen
Ko-Bo | naThl
Jen
1 2 3 4 5 6 7
01.03.19 | Akt 00 oOHapyXeHHMM HEy4YTeHHbIX JOoKyMeHTOB Nel ot |35
97 27.02.1995
02.04.19 | Akt onrcanus apXuBHBIX TOKYMEeHTOB No2 ot 02.04.1995 35 04.05.1993
97 -
28.12.1993
2. YdeTr OnMCaHHBIX JOKYMEHTOB
Bri6biTHE Hamawue (ocTaTok)
- B = B ToM umcie B ToMm umcie
H .
5 S I s = = o IO OTHCSIM,
¢
5 = 5 2 . = = YTBEPXKICHHBI | o
= I3 = Y ) o o 8= ]
= = = =) o < 7S H M OIIK X
8 g S S = = o A N E : — = 0 &
0 = o = = = o g 2 a 3 5 OCTOSIHHOT'O XpaHEeHHS 0 TUYHOMY
= o S E = = 2 = = = =
< 3 == > = = E 2 : S & COCTaBY
< =4 < =t
N o 2 = g ) o 2 = ) ) g - U3 Hux no <
an < 2 = ) S o ) = < 28 ¥ 3 & 2 g £ 3
T 0 S I 0 = L X E g X OTHCAM, DR ==
© = o = < S = S = . 8 o S
3 5 S o YTBEPIKICHHBI (=Y
< & < Y O ¥ o o A )
M OIIK
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|5
o
2 i
5 | 5
& =
1 2 3 4 5 10 11 12 13 14 15 16
15.01.19 | Nel 1992 | Bpemennoro | 10 10
96 (15 ner)
XpaHeHHs
02.04.19 Ne2 1993 | Bpemennoro | 35 45
97 (15 ner)
XpaHeHHs
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OO0pas3elr 3aM0JIHEHUS KHUTH y4eTa MOCTYIUICHUS ¥ BBIOBITHS JIEII.

AxnmonepHoe 00111ecTtBo «CBETOCEPBUCY

[Tpunoxenune Ne 9
K1 3.6

(HaMMEHOBaHHE OPraHHU3aIH)

Apxus AxruonepHoro odmectsa «CBETOCEPBUCY

(Ha3BaHUE apxuBa)

KHUT A
yueTa IOCTYIIJIEHHUS U BBIOBITHS J1€]1, TOKyMEHTOB

Tom Ne 1

Hawar  01.02.2015

OKoHYEH
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[Tpumep 3anoHEHUSI KHUTH y4yeTa U BbIOBITHS e [Iponomkenue npuiokeHus 9

< = [MocTymienue onucanHbix | BeiobiTie onucandbix | HeomucaHHBIX
= § HaumMeHoBaHue %8 = % o % JIOKYMEHTOB JIOKYMEHTOB ned,
E = OpraHu3anuu 5«?55 2 z ¥ . * KomnmdecTBo ef1. Xp. Konnuectso ex. Xxp. | JOKYMEHTOB, |
- |8 =3 (cTpykTypHOTO i% eg e o z E °5 § JIFICTOB %
= E é TIo/Ipa3/ieieHus, J'II/IIIfl, z i S ;[ E = E‘CE ;, = S o o . o o o 7
2|38 a apxHBa), OT KOTOPOi f5zE =2 85?2 S S & 52 z . sz |52 2 5 2 ° =
= B TOCTYIHIIH (T 9_::[&@ g ;g%: = = E EGE)@EE £ E Ecéfﬁg B = =
£ & miown) | EEEE | 5 £ 5|22 |2EBEC |c:|EE1Ec|E |
= 2 JIOKYMEHTHI gqgé ~ é < 8.2 e ° ;.’ “<lgal|eg” |8 a
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16
1 17.05.2015 | AkunonepHoe obuiectBo | Onuck nen AKIIMOHEpHOE 2010-2012 |BH 134
«CBerocepBHuC» MTOCTOSTHHOTO | 00IIIECTBO
XpaHEHHS «CBerocepBucY,
Nel No 1
1 |17.05.2015 [ AkumonepHoe o0miectBo | Omuch gen | AKIIMOHEPHOE 2010-2012 |BH 25
«CBerocepBHC) 10 JINYHOMY | OOIIIECTBO
coctaBy Ne 2 | «CBeTocepBUCY,
No 1
2 [18.05.2015 | AkunonepHoe obuiecTBo | AKT prema- | O0mecTBo ¢ 2011 BH 78 5 26
«CBetocepBHC» nepenayu OTpaHUYCHHOM
(ponmonepskarens), ApXUBHBIX OTBETCTBEHHOCTh
OO01ecTBO € JOKyMEHTOB | «CBeT»,
OTrpaHUYEHHON Ha xpaHeHue | Ne 2
OTBETCTBEHHOCTBIO Ne 2
«Cset»
(ponmoobpazoBaresnb)
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2 [18.05.2015 | AkunonepHoe obmiecTBo | AKT mprema- | O0miecTBo ¢ 2012 BH 79
«CBetocepBHC» nepenayn OrpaHUYEHHOH
(ponmonepskarens), ApXUBHBIX OTBETCTBEHHOCTh
OO0111eCTBO C JIOKYMEHTOB | «CBeT»,
OTpaHUYEeHHON Ha xpaHeHne | Ne 2
OTBETCTBEHHOCTBIO Ne 3
«Cser»
(pormoobpazoBarens)
3 [12.12.2015 | 'ocymapcTBenHOE AxT mpuema- | ObmecTBo ¢ 1995-2001 | BH 516 39
Ka3eHHOE yUpeXK/IeHHe | mepenadun OTpaHUYECHHOH
«["ocynapcTBEHHBIH APXHUBHBIX OTBETCTBEHHOCTb
apxuB H-ckoli obnmacti» | nokymenToB | «Cser»,
Ha xpaHeHue | Ne 2
Ne'l
4 115.12.2015| l'ocynapcTBeHHOE AKT nprema- | AKIIMOHEpHOE 2002-2008 | BH 311 18
Ka3eHHOE yUpeXK/IeHHe | Iepenadn 00111ecTBO
«[ocynapcTBEeHHBIH APXHUBHBIX «CBetocepBHCY,
apxuB H-cko#i obmacti» | mokymentoB | Ne 1
Ha XpaHEHHe
Ne 2

HUtoros 2015 roay noctynuio 347 (TpucTa COPOK CEMb) ell. Xp., B TOM 4ucie: Ha OymMakHOM HocuTene 347 (Tpucrta Copok

CEMB) , (mmdpamu 1 IPOTIHCHIO) (unpamu 1 IPOTIHCHIO)
SJIEKTPOHHBIX , AyTUOJOKYMEHTOB
) (undpamu ¥ TPOIHCHIO)
(umudpamu 1 IPOMHCHIO)
BHUJCONOKYMEHTOB

(undpamu 1 IPONKCHIO)
MOKAa3bIBAIOTCS Pa3/elIbHO UTOTOBBIE NaHHbIe 110 rpadam 8, 9, 10, 14 kuury;
BbIOBLTO 884 (BOCEMBCOT BOCEMbBJIECIT YEThIPE) ell. Xp., B TOM 4Hclie: Ha OymMakHOM HocuTese 884 (BOCEMbCOT BOCEMb/IECAT
YeThIpe) ) (tmdpamur 1 IPOTTHCHIO)
3IEKTPOHHBIX , AYIMOJJOKYMEHTOB
) (umdpamu ¥ TPOIHCHIO)

(udpamu 1 TPOTHCHIO)

(undpamu ¥ IPONKCHIO)
BHUIEO0IOKYMEHTOB

(undpamu 1 PONKCHIO)
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MTOKAa3bIBAIOTCS Pa3eIbHO UTOrOBbIC JaHHbIC 10 Tpadam 11, 12, 13, 15.

HanmenoBanue JOJDKHOCTH JIM1a,

COCTaBHBIIEr 0 UTOTOBYIO TOJIOBYIO 3aITUCh [Toanuce N.H. HoBukosa
HaumeHoBaHue JOKHOCTH PyKOBOAUTENS apXUBa

(JM11a, OTBETCTBEHHOTO 32 APXHB) [Toanuce P.C. Crenanos
10.01.2016

* B rpade ykaspiBaercs Bun Hocutenst (bH — nokymeHThI Ha OymMakHOM HocuTene, DJ1 — 3MeKTpOHHBIE TOKYMEHTHI )
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[Ipunoxenne Ne 10

K14
CocraB CIIPaBOYHOIO allriapara OIIMcH Acj
TutynpHBIN TCT
OrnaBnenue
N
Onucwu nen
(B TOM yuCe YIEKTPOHHBIX) ||
MMOCTOSTHHOT'O XpaHEHUS
Omucu gen
IIpenucnoBue BPEMEHHBIX
(cBbime 10 ser)
CPOKOB XpaHEHUS
Onucu gen
I10 JINYHOMY COCTaBY ]
Cnucok
COKpAaILlEHU I
Vkazarenu K onucu
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[Tpunoxenne Ne 11
K II. 4

CDopMa TUTYJIBbHOI'O JIUCTA OIIMCH ACII

(HaumeHoBaHME TOCYIapCTBEHHOTO (MYHHIIMIIAIBHOT0) apXHBa)

(HazBanue donma)

Doupg Ne

Onuck Neo

(HazBanue onucn)

Kpalinue naTel equHUL XpaHEHUS
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[Tpunoxxenne Ne 12
K1 5.1

O6pazers Oi1aHKka 3ampoca MoJib30BaTesl

3AIIPOC (o0pamenue)

HNudopmanus o nepcoHANbLHBIX JaHHBIX XPAHUTCHA U 00padaTbiBaeTcsi ¢

c00JII0/IeHHEM pOCCHﬁCKOFO 3aKOHOIATEJbCTBA 0 MEPCOHAJIBHBIX TaHHbIX.

3anounsas naHuy0 ¢popmy, Bel 1aere corsiacue Ha 00padOTKY MePCOHATBHBIX

JaHHBIX.

HaumenoBanue
FOPUINYECKOrO JIMIA — aBTOpa
3anpoca/ ®UO rpaxaaHuHa

Anpec i oJy4eHus OTBETa
(TTOYTOBBIH, ITEKTPOHHBIN)

3anpanmBaeMble CBEJICHUS
(ykazaTh uHPOpMAIIUIO
HanboJiee MOJHO — 0 ueM? B
TEUEHHUE KaKoro nepuoa?)

®opMma nonyyeHus ° MH(GOPMaLIMOHHOE MHUCHMO,
uHpopMalu (HyKHO ° apXuBHas CIIPaBKa,
MOTYEPKHYTH) ° apXUBHAas BBIINCKA,
° apXuBHas KOmus,
° TEMATUYECKUH NIEPEUCHD,
° TeMaTU4YecKuil 0030p TOKYMEHTOB
JlaHHBIE TOKYMEHTA,
YIOCTOBEPSIOILETO JINYHOCTh
(moaTBEp)KAAIOIIETO
MOJIHOMOYUS TIPE/ICTABIATh
MHTEPECHI IPYTOro JINIA)
JIOTIOTHUTENBHO:
20 ITognuce
(Hata)

(moamUCh MOTB30BATEIA)
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[Ipunoxenne Ne 13
K1 5.1

O6pazer ohopmIIeHUST apXUBHOM CITPABKH

HaunmeHnoBanue opranuzanuu

CripaBoYHBIC JaHHBIE 00 OpraHU3aINN

(mouToBBI anpec, TenedoH, Tenedon/dakc) Ierposy B.1.
yi1. )KykoBcKoro,
APXUBHASI CIIPABKA 105/2, xB. 5,

r. HoBocubupck, 630082
31.06.2013 Ne 04-5/173
Ha Ne 310 ot 25.06.2013

MockBa

B nokymenrtax apxuBHoro ¢onna Bcepoccuiickoro o0benuHeHHsI XJ1€OONpPOTyKTOB
«Pocxne6onpoaykT» B BEIOMOCTIX Ha BblJady 3apaOOTHOM IUIaThl pabouuM M CIyKaIluM 3a
amnpeiib — 1ekadbppb 1962 r., 3nauntcs [lerpos bopuc MIBaHOBUY B JOHKHOCTH MHKEHEPA.

OcuoBanune: ®@. 50, Omn. 2, JI. 3, JI. 105 — 106.

HauMmeHoBaHMe NOKHOCTH
PYKOBOAMTENS OpraHu3aluu
(WJIM UHOTO YITOJTHOMOYEHHOTO UM JINIIA) [Toanuce Pacumudposka nognucu

[Tevats opranuzauuu

OrMeTKa 00 UCIIOJIHEHUA
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[Tpunoxenne Ne 14

K1 5.1.
O6pa3zen oopmiIeHUST ApXUBHON BBITUCKU
HaunmeHnoBanue opranuzanuu
CripaBouHBIC JaHHBIC 00 OpraHU3aIHH
(mouToBsIii anpec, TenedoH, Tenedon/dakxc) Herposy b.1.
’ ’ yi1. )KykoBckoro,
n. 105/2, kB. 5,
APXMUBHAS BBIITUCKA r. HoBocu6upck, 630082

13 IPOTOKOJIa 3acelaHns o0LIero coopanus
Bcepoccuiickoro oobeuHeHus xaedonpoayKToB
ot 25 nexadpst 1990 r. Ne 3

«CIIYIIAJIN:

OO0 oka3aHMU TyMaHUTAPHON MOMOIIM BOCHIUTAHHUKAM JETCKUX IOMOB I'. MOCKBBI

PEHINJIA:

...3) Boigemutes 10 T xnmeba Ha 0e3BO3ME3IHONM OCHOBE B LEJSIX YJIOBIETBOPEHUS
MmoTpeOHOCTEeH JieTckoro qomMa Ne ... 1. MOCKBHI...».

Homep netckoro qoma ykasaH B TEKCTE HEpa300pUnBoO.

OcHoBanmue: @. 2, On. 3, /1. 1, JI. 45-46.

HaumeHoBaHue NOKHOCTH
PYKOBOAMTENSI OPraHu3aluu
(WM UHOTO YITOJHOMOYEHHOT'0 UM JIUIIA) [Toanuce PacmmdpoBka noanucu

IleuaTrs opranu3anuu

OtMeTKa 00 UCITOHEHUN
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10.

11.

12.

[Ipunoxenne Ne 15
K1 5.3

dopma KapTOUYKH MOJIb30BATEINS YUTAIBHOIO 3aJ1a

(HauMEeHOBaHHUE OpraHU3aIuN)
KAPTOUYKA INOJBb30OBATEJIA

damnnus, UMs, 0THECTBO

[aTa poxxaeHus

paxxpaHCcTBO

MecTto paboTbl (y4ebbl) M AOMKHOCTL
(r10/1HOE HA3BaHME YYPEXAEHNS, Ero MOYTOBbIN 1 S/IEKTPOHHBIU aAPEC, TEEPHOH)

0O6pasoBaHue, yueHas CTeneHb, 38aHue

OcHoBaHMWe ANs NPOBEAEHUS UCCNeaoBaHUI
(HarnpasreHne opraHmM3aLm Wi ro JMYHOMY 3as1B/1EHMIO)

Ha3BaHue TeMbl, XpOHONIOrM4ecKne pamkm

Lenb pabothbl

Anpec permctpaummn rno Mecty npebbiBaHusl, Homep TenedoHa

Anpec perncTpaumm no MecTy XUTeNbCTBa, HOMep TenedoHa

HoMep MobubHOro TenedoHa, 3MeKTPOHHbIN aapec

Cepus 1 HOMep nacnopTa, Kem u Koraa BblaaH

0653aTenbCcTBO-COrialieHme.

A,

(pamuns, nms, oT4eCTBO)

03HAKOMMEH C AeNCTBYIOLMM MMOPSAKOM UCMOMb30BaHUS apXMBHBIX JOKYMEHTOB B rOCYAAPCTBEHHbIX U
MyHULMNAnbHbIX apxmBax Poccuiickoi deaepaumm 1 0653yH0Ch €ro BbINOSHATD.

CornaceH c aBTOMaTM3MpPOBaHHON 06paboTKoM U XpaHEHNEM AaHHbIX, YKa3aHHbIX B aHKETe.

0693ytocb CO6MI0AATL PEXMM KOH(PUAEHLMANBHOCTU B OTHOLLIEHUM CTaBLLEN MHE U3BECTHOM MHGOPMaLMK,
UCMONb30BAHWE M PacnpoCcTpaHEHNe KOTOPOV OrpaHMYEHo 3aKoHoAaTeNbCTBOM Poccuiickol deaepaumn.

«__» 20__ .
rogrce
AO/DKHOCTB, COTPYAHNKE apXMBa rognce pacimgposka rnoanucu
«__» 20__ .
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[Tpunoxxenne Ne 16
K 1. 6.3.

Obpasen popMbl akTa pueMa-rnepeiayu apXuBHbIX TOKYMEHTOB U MaTe€pUaIbHBIX
LIEHHOCTEN apXHuBa IPU CMEHE PYKOBOJIUTEIS apXUBa

HaumenoBanue opranusanuu YTBEPXAIO
AKT HanMmeHnoBaHMe TOKHOCTH
PYKOBOJIHUTENS OpraHU3aluu
Ne [Moanuce Pacimmdposka
MTOJIIUCU
Jata
(MecTo cocTaBIeHHS)
preMa-repenadyu npu CMeHe
PYKOBOIMTENS apXHUBa
B cootBercTBHHE ¢ IPUKA30M OT Ne
nepenan(a)
(pamunst, THULIMATIBI TIEPEIAIOIIETO) (pamumust, *HULIATIBI TPUHUMAFOIIIETO)

MIPUHSIT B IPUCYTCTBUM KOMHUCCHH, 00pa30BaHHOM HA OCHOBAaHUU JIaHHOTO MTPHKa3a, B COCTAaBE

npeaceaareis " YJICHOB
(pamusust, MHUITUAIIBI ) (pamuum, MHUITMIAIIBI)
JIOKYMEHTBI apXuBa 3a oAbl M CITPABOYHBIN ammmapat K HAM.
Ne Ne Hasanue n Koxn-Bo Kon-Bo npuHATHIX Koxn-Bo [Ipumeuanune
n/n | ¢oHna Ne onucu DK3EMIUIIPOB | €AUHUI] XPaHEHUS Ha IIPUHATBIX
OIINCH 6y'Ma)KHOM HOCHUTCIIC CIUMHHNIL
XpaHCHHA
QJICKTPOHHBIX
JIOKYMEHTOB
1 2 3 4 5 6 7
HUTOI'O npunsito zell,
(undpamu ¥ IPOIHCHIO)
B TOM YHCJIE €ll. XpaHEHHs Ha
(undpamu 1 IPONHCHIO)
OyMa)XHOM HOCHUTEJE, €ll. XpaHEHUS

(tmdpamu 1 IPOMHCHIO)
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QJICKTPOHHBIX IOKYMCHTOB, onucei
(mudpamMu 1 TIPOTTHCHIO)
B 9K3CMILIApax.
(tdpamMur ¥ IPOTIHCHIO)

CocrosiHrEe TOKYMEHTOB U OINUCEH:

(o01as XxapakTepUCTHKA COCTOSIHHS)

O,Z[HOBpeM CHHO IICpEAa0TCA

(Bumet HCA 1 ero 00beMBbI, COCTOSTHUE)

CocrosiHHE ITOMEIICHUS apxuBa:

(o01as XxapakTepUCTHKA COCTOSHHS )

Hammuwne u cocTosaue O60pyI[OBaHI/IH W MHBCHTApPA:

(oOmmras xapaKTeprCTHKa COCTOSTHHU )

Ilepenan IToanuce Pacmmdporka noamnucu
ITpunsn [Moamuce Pacmmdporka noamnucu
IIpencenarens koMucCCHH ITonnuce Pacumdposka nognucu
HiieHbI KOMUCCHH: [Moanuce PacmmdpoBka noanucu
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