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BBEJIEHHUE:

OcHoBHbIE TIpaBUiia pabOThl APXUBOB OPTaHU3ALNHN ABISIOTCS HOPMATUBHO-METOIMYECKUM J10-
KYMEHTOM, OMpPEACISIIOMUM UX JIEATEIbHOCTh. [IpaBuia OCHOBBIBAIOTCSA Ha ACHCTBYIOLIEH MPaBOBOM
06aze B oOmactu MHGPOPMAIIUH, JOKYMEHTAIIMOHHOTO OOECIICYCHHUsI YIPABICHUS W apXHBHOTO Jeja,
CHUHTE3UPYIOT OIBIT OTEUECTBEHHOI'O apXUBHOIO JI€J1d, YUUTHIBAIOT COBPEMEHHBIEC JOCTHXKEHUS B IPU-
MEHEHUHU TEXHUYECKHUX CPENICTB M MHPOPMALMOHHBIX TEXHOJIOTHIA B paboTe ¢ JOKYMEHTAMHU.

[IpaBo u 00s3aHHOCTH CO3JaHMS APXUBOB OPraHU3ALMNA I BPEMEHHOTO XpaHEHUs JOKyMEH-
ToB ApxuBHOro ¢onma Poccuiickoit denepannu, OTHECEHHBIX K TOCYJapCTBEHHON COOCTBEHHOCTH,
ycranoBiienbl OcHOBaMH 3akoHonaTenbcTBa Pocceniickoit denepannn 06 ApxuBHoMm ¢onae Poccwii-
ckoii deneparuu u apxuBax (1993), [Monoxenuem o6 ApxuBHoM ¢oHne Poccuiickoit denepanmu
(1994) u Ionoxenuem o denepansHoii apxuBHOU cinyx0e Poccun (1998), cooTBeTCTBYOIIMMU HOP-
MAaTUBHBIMH aKTaMu CyObekTOB Poccuiickoit Deaepannn.

Hacrosmme ITpaBuna pacpoCTpaHsOTCSA Ha apXHUBBI TOCYJapCTBEHHBIX OPTaHHU3AINH, a TaKKe
00s3aTenbHbI JI1 BCEX HErOCYAapCTBEHHBIX OPraHM3alMi B 4aCTH OOEcIeueHus] COXPaHHOCTH, OIHU-
CaHWs, ydeTa W HCIOJIb30BaHUS NOKYMEHTOB ApxuBHOro (oHma Poccuiickoit ®eneparuu, OTHECEH-
HBIX K TOCYJapCTBEHHON COOCTBEHHOCTH.

ApXHBBI OpTaHU3alii, XpaHAIIUEe KHHO-, (OTO-, POHO- M BHICOAOKYMEHTHI (ayaHOBH3Yyalb-
HbIC), HAYYHO-TEXHUYECCKUE, KapTOrpaduuecKue, TEICMETPUUYCCKUE JOKYMEHTBI, PYKOBOJCTBYIOTCS
Hactosiumu [IpaBuiiaMu B 4acTH OpraHu3alyH, INIAHUPOBAHUS, OTYETHOCTH, METOIMYECKON paboThI
C YIpaBJICEHYECKUMHU JOKYMEHTAMH, XPaHLIMMUCS B apXUBaXx; BO BCEX OCTaJbHBIX BOIIPOCax paboTa ¢
YKa3aHHBIMH JTOKYMEHTaMH PETJIIAMEHTHPYETCS COOTBETCTBYIOIIMMY HHCTPYKIUSMH U MPaBUIIAMHU.

[IpaBuia He pacpoCTpaHAIOTCS HA JOKYMEHTHI, pad0Ta ¢ KOTOPBIMH peTJIaMEeHTHpPYeTCs 3aKo-
HoM Poccuiickoit @eneparuu ot 21 mrons 1993 r. N 5485-1 "O rocynmapcTBeHHOlU TaiiHe" 1 YKazoM
[Mpesunenta Poccuiickoit ®eneparmu ot 30 HOs1Opst 1995 r. N 1203 "OO6 yrBep:kaeHHH IepeyHs CBe-
JCHU, OTHECEHHBIX K TOCYAapCTBEHHO TaiiHe".

l'ocynapcTBeHHble OpraHU3alii, HE OTHECEHHBIE K COCTaBY HCTOYHUKOB KOMIUIEKTOBAHUS T'O-
CyJapCTBEHHBIX apXMBOB, a TaK)KE HETOCYAapCTBEHHBIE OPTaHU3ALMM MOTYT PYKOBOJICTBOBAThCSA Ha-
ctosiumu [IpaBunamu npu opranu3anuy 1 00ecreYeHn: paboThl CBOUX apXUBOB.

K IMpaBuinam npuinokeHs! GOpMBI TOKYMEHTOB, 00eCIeunBalomuX padboTy apXuBa.

OcHoBHbIe MpaBuia paboTHl apXWBOB OpraHU3alMil MOATOTOBIEHBI pabodeil rpynmnoil Pocap-
xuBa u BHUUJIA/L B cocraBe: Epemuenko B.A. (pykoBoautens rpymmbl), Ansopext b.B., banactoke-
Buu B.Jl., I'amua M.JL., Kucenes U.H., Kpacasun A.C., Jlapua M.B., Memepuna T.A., [IpuBanos
B.®., Cmorio 1.A., Cokosa A.H., Cono6ait H.M., Crenanosa JI.A.



1. OBIIME IMOJOXEHUA

1.1. TonsiTHe apX¥Ba OPraHu3alun

1.1.1. loxymenTsl ApxuBHoro (onga Poccuiickoit denepannut, OTHECEHHBIE K TOCYIapCTBEH-
HOM COOCTBEHHOCTH, J0 MEpeaadu Ha MOCTOSAHHOE XpaHEHHWE, BPEMEHHO, B Ipelenax CPOKOB, yCTa-
HOBIeHHBIX DenepanbHOM apXuBHOH ciyx00i Poccun, XpaHsaTcst B opranuzanu <*>.

1.1.2. B nensx CBOEBPEMEHHOTO NPUEMa apXUBHBIX JOKYMEHTOB OT CTPYKTYPHBIX MOJpa3ie-
JICHUH WM IPYruX UCTOYHUKOB KOMIUICKTOBaHMS, 00ECIEUEHHUsI UX ydeTa, COXPaHHOCTH, yHOpsAaoYe-
HUS W UCHOJb30BaHMS B COOTBETCTBUU C HAcTOAMMHM [IpaBuiaMu W MOATOTOBKHU K Iepenaye JOKY-
MEHTOB Ha MOCTOSTHHOE XpaHEHHUE B OPraHU3allH CO3/1aeTCs apXUB.

B 3aBucumMocTu oT 06beMa TOKYMEHTOB apXHMB CO3JACTCS KaK CAMOCTOSTEIbHOE CTPYKTYPHOE
MO/Ipa3eJicHue OpTaHu3allul WIM MOAPA3JCIICHUE B COCTaBE CIY)KOBbI JOKYMEHTAIlMOHHOTO olecre-
YCHUS yIpaBieHus (IeNOnpon3BOACTBA), OCYIICCTBIIONICE MPUEM U XPAHCHUE apXHUBHBIX JOKYMEH-
TOB C LIETbI0 UCTIOJIB30BAHMUS.

1.1.3. Opranuzammsi o0ecriedynBaeT apXxuB HEOOXOIMMBIM IOMEUICHHEM, O00OpYIOBaHUEM U
KaJpamH.

1.1.4. Jlo;oKHOCTHBIE JIUIAa OPraHU3alUK HECYT OTBETCTBEHHOCTH 3a HapyIIEHHWE HOPM, ycTa-
HOBJICHHBIX HactosummHu [IpaBunamu.

1.2. Buabl apxuBoB

1.2.1. B 3aBucumocTH OT KoMiieTeHIUH (QyHKIUiT) OpraHu3aui MOTYT CO3/1aBaThCsl CIISTYIO-
L€ BUJIbI apPXUBOB!

HEHTPAIBHBIN apXuB (eepabHOTO OpraHa BIIACTH WM OpTaHa BIAacTH cyOobekTa Poccuiickoii
denepaunu, XpaHsamUi JOKYMEHTHI aliapara OpraHa BJIACTH, JOKYMEHTBl OpTaHU3aluid HeMOCPeACT-
BEHHOT'O MOJYMHEHMS U IPYIrUX OPTaHU3alMi, BKIIOYEHHBIX B CIIHCOK HCTOYHUKOB KOMIUIEKTOBAHUS
apXuBa, YTBEP>KACHHBII PYKOBOJUTENIEM OpTraHa BIacTH,;

LEHTPaIbHBIA OTPACIEBOM APXUB, XPAHAIIUN AOKYMEHTBI BCEX OPTaHM3alUil, OTHECEHHBIX K
OTIPENEICHHON OTPaciH, BCEX YPOBHEHW MOTYNHEHHOCTH U HE3aBUCHMO OT MX TEPPUTOPHAIBHOTO pac-
TIOJIOKEH NS

00BEAMHEHHBIN apXUB, XPAHIIINNA JOKYMEHTHl HECKOJIBKUX OPraHU3aLuil OTPACiy, CBSI3aHHBIX
CHCTEMO CONOAYMHEHHOCTHU HITH OJHOTHITHBIX TIO IPO(IIIIO eSTSITBHOCTH;

apXyB OpTAaHM3AIMH, XPAHIIINNA TOKYMEHTBI TOJIBKO JaHHOW OpTaHU3AlMM U €€ IPEaIIECTBEH-
HUKOB.

1.2.2. B 3aBUCHMOCTH OT COCTaBa NOKYMEHTAIMH, TOJJICKAIICH XPAHEHUIO B apXUBE, MOTYT
CO371aBaThbCs .

apXWB YIPaBICHUYECKON TOKYMEHTAIUH;

HAayYHO-TEXHUYECKUH apXUB,;

ayauOBHU3yaJIbHBIN apXUB,;

apXuB JOKYMEHTALUU HA 3JICKTPOHHBIX HOCUTEIISX.

1.2.3. ApxuBBI, COCTaB JOKYMEHTOB KOTOPBIX OOYCIIOBJIEH CIIOCOOOM 3amicu HH(OpMauud U
HOCHUTEJEM, MOTYT CO3J1aBaThCA KaK CaMOCTOSITENbHbBIE EAMHUIBI WM KaK CTPYKTYPHBIE IIOApa3iele-
HUS B COCTaBE apXUBa OpPraHU3aLHU.

<*> B coorserctBuu ¢ [lonoxennem 06 ApxuBHom ¢oune Poccuiickoit @enepanun (1994)
JUISL apXUBHBIX TOKYMEHTOB psiia eepatbHbIX OPTaHOB BIIACTH W MHBIX OPTaHMU3aLNil Ha OCHOBAaHUH
COIIALICHUH, 3aKII0YaeMbIX YKa3aHHBIMHU opranaMu ¢ denepanbHON apXUBHOM CIyK00i, ycTaHaBIIN-
BalOTCsl CIIEHHAIIBHBIE CPOKM M TIOPSJOK BPEMEHHOIO M ACTO3UTAapHOIO XpaHEHUs NTOKYMEHTOB. B
JAaHHOM CITydae CO3IAlOTCS IICHTpaJbHBIC apXWBHI OpPTaHU3AIMU WM OTpacieBble (OHIBI HA MpaBax
IOPUAMYECKOTO JIMIA, B CBOCH AESITENBbHOCTH OHU PYKOBOACTBYIOTCS OCHOBHBIMHU MpaBUIaMU pabOThI
rOCyJapCTBEHHBIX apXUBOB.



1.3. OcHoBHBbI€ 32Ja4H M (PYHKIMH apXHBa

1.3.1. OcHOBHBIMH 33j7]auaM¥ apXHBa OPTAHU3AIUU SBJISIOTCS |

KOMIUJICKTOBAaHHE apXUBa IOKYMEHTAMH, COCTAaB KOTOPBIX MPEAYCMOTPEH IMOJIOXKEHUEM 00 ap-
XUBE;

y4eT U o0ecrieueHne COXpaHHOCTU JOKYMEHTOB,;

CO3/1aHHE HAyYHO-CIPAaBOYHOTO amlmapara K JOKyMEHTaM apXuBa,

HCII0JIb30BAHUE XPAHSIIINXCA B apXUBE JOKYMEHTOB;

MOJITOTOBKA M TIepenavya JOKyMEHTOB, OTHOCSIINXCS K ApxuBHoMy oIy Poccuiickoit ®ene-
pauuy, Ha MOCTOSHHOE XpaHEHHE B COOTBETCTBHM CO CPOKaMH M TPeOOBAaHUSIMH, YCTAaHOBIICHHBIMH
OdenepanbHONW apXUBHOM Cityxk001 Poccuu n opranamMu ympaBieHUsT apXHBHBIM JI€JIOM CYOBEKTOB
Poccniickoit @eneparmu.

1.3.2. lns opraHu3amuii, OCyIMIECTBISIONIMX BPEMEHHOE JETIO3UTAPHOE XpPaHEHHE JOKYMEHTOB
ApxusHoro ¢onna Poccuiickoit denepannn, OCHOBHBIE 3a/1a4d apXHBa ONPEACIAIOTCS B COOTBETCT-
BUU C COTJIAILICHUSIMU U JOTOBOPaMH, 3aKIIOUEHHBIMHU UMH C yupexaeHusimMu denepanbHoil apXxuBHOM
cmyx661 Poccun.

1.3.3. B 1ensix BBIOTHEHUSI OCHOBHBIX 33/1a4 apXHUB OCYIISCTBIISIET CIEAYIONHe () yHKIIHU:

BEJICT CIMCKU OpPTaHU3alUid U (WJIM) CTPYKTYPHBIX MOAPA3ICICHUI OpraHu3aluii - HCTOYHUKOB
KOMIIJICKTOBAHUS apXUBa,

MPUHUMACT YIOPSA0YCHHBIE JOKYMEHTBI CTPYKTYPHBIX NOApa3AeiieHN oOpraHu3aluy U opra-
HU3aLWN - ICTOYHUKOB KOMIUIEKTOBAaHUS apXUBa;

YUUTHIBAET U 00ECTICUNBACT COXPAHHOCTh MPUHSTHIX B aPXUB JOKYMEHTOB;

CO3/1a€T U MOAJEPKUBACT B aKTYyaIbHOM COCTOSIHUM HAyYHO-CIIPABOYHBIN ammapar K JOKYMEH-
TaM apXuBa,

opranu3yer MH(OPMAIMOHHOE OOCIY)KHBAaHUE PYKOBOJMTENCH M CTPYKTYPHBIX IOApa3fele-
HUN OpraHU3alH, OCYLIECTBIISIET UCII0JIB30BAaHUE JOKYMEHTOB I10 3apocaM OpTaHU3alui U YaCTHBIX
JIUII, B TOM YHCJIE COLMAIBHO-TIPAaBOBBIM 3alpocaM IrpakKAaH, BEAET y4eT U aHaju3 UCIOJIb30BaHNUSA;

MPOBOAUT SKCIIEPTU3Y LIEHHOCTH U OCYIIECTBISIET KOMIUIEKC OPTaHU3alMOHHBIX U METOJANYe-
CKMX MEPOTIPUSTHI 10 Iepeaade TOKyMEHTOB Ha MOCTOSIHHOE XpaHEHHE;

OCYIIECTBISIET MPOBEPKY MPABIIIBHOCTH (HOPMHUPOBAHUSA U OQOPMIICHHS €T B CTPYKTYPHBIX
MOpa3eJICHUAX OpraHN3aluil U APYTUX OPTaHU3ALKUAX - HCTOYHUKAX KOMIUIEKTOBaHUS,

OpraHu3yeT paboTy M0 COCTaBJICHUIO HOMEHKIIATYPHI 1€ OpraHu3aluy,

OKa3bIBAET METOJIMYECKYIO U MPAKTHUECKYIO TIOMOIb CTPYKTYPHBIM MOAPAa3eTICHUsIM B paboTe
C IOKYMEHTaMH,

y4acTBYeT B pa3pabOTKe HOPMATHUBHBIX U METOJMYECKUX JOKYMEHTOB IO apXHUBHOMY AEIy U
JOKYMEHTAIIHOHHOMY O0ECIIeYEHUIO YIIPaBJICHUS,

Y4acTBYET B MPOBECHUN MEPOIIPHITHI 1T0 TIOBBIIICHUIO KBAaTN(UKAITUH pAOOTHUKOB apXHBa U
CILY>KOBI TOKYMEHTALIMOHHOTO O0ECIIeYeHHs YIIPABJICHHS, B TOM YHCJIE B OPTaHU3ALUAX - HCTOYHHKAX
KOMIIJICKTOBAHHS apXUBa.

1.3.4. ApxuBbI OpraHU3anuil OCYIIECTBISIIOT MMPUEM ANIEKTPOHHBIX JoKyMeHTOB (D/]), obecre-
YUBAIOT UX COXPAHHOCTh, Y4€T, OTOOP M HCIOJb30BaHME, a TAKXKE MMOATOTOBKY M MepeAady Ha rocy-
IapcTBeHHOE XpaHeHne. Ha xpanenue nepenatorcs D/ B coctaBe GOHIOB OpraHU3aIHii - HCTOYHHKOB
KOMIUJICKTOBAHUS aPXUBOB.

Bce omepauunu, ocymecteisiemsle ¢ O/ mpu nepegade Ha apXWBHOE XpaHEHUE M B IMpoLEcce
XpaHeHus: (mepe3anuch, KOHBEPTUPOBAHUE B HOBbIC (OPMATHI, CIKATUE U JIP.), NOJDKHBI OBITH TOKY-
MEHTHUPOBAaHBI 11 00€CTIeUeHNs ayTeHTUIHOCTH D/I.

1.4. IIpaBa apxuBa

J1J1s BBIMIOJTHEHHSI OCHOBHBIX 33/71ad U (DYHKIIMIA apXUB OpraHU3aIluy UMEeT PaBo:

TpebOBaTh OT CTPYKTYPHBIX MOAPA3ACICHUN CBOCBPEMEHHOM TIepeIadu B apXUB JOKYMEHTOB B
YIIOPSITOYEHHOM COCTOSTHU,

KOHTPOJIMPOBATH IIpaBmiIa pabOThI ¢ TOKYMEHTaAMH B CTPYKTYPHBIX MOAPA3/EICHASIX U OpPTaHU-
3aIusX - ICTOYHUKAX KOMIUIEKTOBAHHS apXUBa,

3ampanirBaTh OT CTPYKTYPHBIX MOJPA3EICHU W OpPTaHU3alUid - UCTOYHUKOB KOMILICKTOBA-
HUSI HEOOXOTUMBIE ISl pa0OTHI apXrBa CBEICHHUS,



y4acTBOBaTh B MEPONPUATHUSX, MPOBOAUMBIX DenepanbHol apxuBHOU ciyx00#i Poccun, opra-
HaMH YIIPaBIICHHUS apXHBHBIM JIeIoM CyOBbeKTOB Poccuiickoit denepannu, denepanrbHbIMU apXuBaMH
Poccuiickoii ®denepannu, Mo BOIpocaM apXUBHOTO JeJia U JOKYMEHTALHOHHOTO O0eCeueHHs ypaB-
JICHUSL.

1.5. OTBeTCTBEHHOCTH apXHBa

ApXI/IB COBMECTHO C PYKOBOAUTEIEM OpTraHU3allui HECET OTBETCTBEHHOCTD 3a.

HecoOJIIOICHNE YCIIOBHUM 00ecTIeYeHHs] COXPAHHOCTH JI0KYMEHTOB,;

YIpaTy U HECAaHKLIUOHUPOBAHHOE YHUUTOXKEHUE JOKYMEHTOB;

He0OOCHOBaHHBIM OTKa3 B NPHEME Ha XpaHEHHE JOKYMEHTOB IMOCTOSHHOTO XPaHEHHS W IO
JIMYHOMY COCTaBy NOABCIOMCTBEHHBIX opraHnsauHﬁ, IpHU JIMKBUAAIWKW OpraHru3alnuu WM U3MCHCHUU
(hopMBI COOCTBEHHOCTH;

HapyMICHUC IIpaBUJI HUCIOJB30BaHUA NJOKYMCHTOB M OOCTYIIa HOoJb30BaTeNIEH K AOKYMECHTaM,
YCTaHOBJICHHBIX 3aKOHOAATCIIBCTBOM.

2. OKCIIEPTU3A HEHHOCTHU JOKYMEHTOB

2.1. HOpMaTI/lBHO-MeTOI[I/I‘leCKI/Ie OCHOBBI IKCNIEPTU3BI HEHHOCTU JTOKYMEH-
TOB

2.1.1. DkcnepTH3a NEHHOCTH TOKYMEHTOB - 3TO M3y4E€HHE JOKYMEHTOB Ha OCHOBAHUU KpPHTE-
pHEB UX LEHHOCTH B LIEJISIX ONMpEACSICHUS] CPOKOB XpPaHEHUsI JOKYMEHTOB U 0TOOpa MX Ha MOCTOSIHHOE
XpaHeHHe.

2.1.2. OtHecenne TOKYMEHTOB K cocTaBy ApxuBHoro ¢onaa Poccuiickoit @enepamun ocyie-
CTBJIICTCSI IO PE3yJbTaTaM SKCIEPTHU3bl HEHHOCTH Ha OCHOBAHUHM NPUHIIUIIOB HCTOPU3Ma, CHCTEMHO-
CTH MU LEJIOCTHOCTH IMYTEM KOMIUIEKCHOTO NPHMEHEHHUS KPUTEPUEB IPOUCXOKIACHUS, COIECPIKAHHUSA,
BHELIHUX 0COOEHHOCTEW JOKYMEHTOB.

K kpurepusiM mpoucxokIeHuss OTHOCSTCS. POJb U MECTO OPraHHU3alMH B CUCTEME roCyaapcT-
BEHHOTO YIPAaBJICHUS WM KOHKPETHOW OTPACIH, 3HAYUMOCTH BBHITIOJHAEMBIX €10 (QYHKIMA, 3HAaUCHUE
(U3UIECcKOro IMIa B )KU3HU 00IIECcTBa, BpEMS U MecTO 00pa30BaHus JOKYMEHTA.

K kputepusim coepkaHusi OTHOCSATCS: 3HAUUMOCTb COOBITHS (SIBICHHUS), OTPAXKEHHOTO B IOKY-
MEHTE, 3HaYCHHE MMCEIOUICHCS B JOKyMEHTe MH(pOpMAaluy, MOBTOPEHHE MHPOPMAIMN JOKYMEHTa B
JIPYTUX TOKYMEHTaX, BUJ IOKYMEHTa, MOJJIMHHOCTh TOKYMEHTA.

K xpurepusiM BHEITHIX 0COOEHHOCTEH OTHOCATCS: (hopMa (PUKCHPOBAHHS U TEpeIadyn COIep-
KaHUs, YIOCTOBEpeHHs, 0pOpMIICHUS TOKYMEHTA, er0 (PU3MIecKoe COCTOSTHHE.

[Tpu oTHECEHNM TOKYMEHTOB K cocTaBy ApxuBHOTO (hoHma Poccuiickoit @eneparnu yauThiBa-
eTcs ()aKTOp CTENEeHU TOJTHOTHI U COXPAaHHOCTH (hOHAA.

2.1.3. DkcriepTr3a EHHOCTH IOKYMEHTOB TIPOBOIUTCS HAa OCHOBE!

JIEHCTBYIOIIETO 3aKOHOJATENBCTBA U NMPaBOBBIX akTOB Poccuiickoit deneparuu o apxuBHOMY
JIeJly U JOKyMEHTallHOHHOMY O0€CIICUEHHIO YIIPaBJICHUS,

TUIIOBBIX U BEJJOMCTBEHHBIX TNEPEUHEN JOKYMEHTOB C YKAa3aHHMEM CPOKOB MX XpaHEHUs, THUIO-
BBbIX U IPUMEPHBIX HOMECHKIIATYp /€T,

HOPMAaTHUBHO-METOINYECKUX TOKYMEHTOB PDenepanbHoi apXuBHOH ciy:k0b1 Poccun u opranos
yIpaBieHUs apXUBHBIM AeJioM cyObekToB Poccuiickoit deneparun B 06:1aCTH apXUBHOTO €A,

2.1.4. OT60op PNEKTPOHHBIX TOKYMEHTOB Ha apXUBHOE XPAHEHHUE OCYIIECTBISIETCS B PE3yJbTaTe
IKCIEPTU3BI HeHHOCTH D/, KOTopasi NPOBOJUTCS SKCIIEPTHON KOMHUCCHEH OpraHu3aliu.

Ha nepBom 3tane skcniepTussl D/ apxuB COBMECTHO C AEIONPOU3BOACTBEHHON CIIY)K001 Min
ciryx00i1, oTBedaromiell 3a GyHKIIMOHUPOBaHNE WH(POPMAIMOHHBIX TEXHOJIOTUH B OpTaHU3alUH, ON-
penensieT nepeyeHb CUCTEM, TEM U MTPOEKTOB, TOKYMEHTHI KOTOPBIX MOT'YT UMETh IEHHOCTh B COOTBET-
CTBHH C O0IIMMHU KPUTEPUSIMU 3KCepTu3bl. B paMkax nepeuns npoBoautcst oT60p /1 Ha HOCTOSTHHOE
Y BpPEMEHHOE XpaHEHNUE; ITEPEUYECHb YTBEPIKIAETCSA SKCIIEPTHON KOMUCCHUEN OpTaHU3aIliH.

Okcneptusa D/ mpoBoANUTCS SKCHEPTHON KOMHCCHEH BO B3aMMOCBSI3HM C JOKyMEHTAaIUeil op-
raHu3aluy Ha TPAIUIMOHHBIX HOCUTENSX (MPUMEHSETCS B KOMIUIEKCE CUCTEMa OOIIMX U CIIeIHasb-
HBIX KPUTEPUEB. 3HAYMMOCTb, TIOJIHOTA (3aBEPIICHHOCTD) TOKYMEHTA; ayTeHTUYHOCTh JTIOKYMEHTA; OT-
CYTCTBHE AyOnupyrolel nHpopMaluy B JOKYMEHTaX, IPUHITHIX Ha apXHBHOE XPAHCHHUE).



[Tpu npueme D]] Ha XpaHEHHE B apXHUB YIUTHIBAIOTCS (DAaKTOPHI: OTpaHUYeHUs Ha npuem D/I;
3aBEPIICHHOCTH Tporiecca co3aanus J/; cTOnMOCTh BO3MOKHOTO TiepeBoaa D] B npyroit popmart mpu
MpUEME B apXUB; HAJIMUME 3aKOHOJATENLHBIX aKTOB, MPEMSATCTBYIOUMX nepeaade J/1; Hamuuune HeoO-
XOJUMOW COTIPOBOJAUTENILHOM JOKYMEHTAIMH; COOTBETCTBUE THUIIA 3JEKTPOHHOIO 00OpYIOBaHUS pa3-
JMYHBIM pexXuMamM xpaneHus: J/1; 3aTpaTel Ha oOecriedeHrue XpaHeHH .

2.2. OpraHn3auml NpoOBEACHUSA IKCIIEPTU3BI HEHHOCTH JOKYMEHTOB

2.2.1. DkcriepTr3a IEHHOCTH IOKYMEHTOB B OPTaHU3AIIUH MIPOBOTUTCS:

B JICJIOTIPOM3BOICTBE - TIPH COCTABICHUH HOMEHKIIATYpP JIel, B mpolecce GopMUpoBaHUs eI U
IIPU MOATOTOBKE €I K [Iepe/iadye B apXuB,

B apXHUBE - B IpoLIecce MOArOTOBKH K Nepeaaye e Ha MOCTOSHHOE XpaHEHHeE.

2.2.2. JInsa opraHu3aiiuy ¥ NpoBeieHus paboThI MO SKCIEPTHU3E IICHHOCTH IOKYMEHTOB, 0TOOPY
Y TIOJITOTOBKE K TIepeade Ha MOCTOSIHHOE XpaHeHne JOKyMeHTOB ApxuBHOTO (oHma Poccuiickoit de-
Jiepalyy, BKIIOYas YIPaBICHUYECKYIO, HAYYHO-TEXHHUECKYIO, aylIHOBU3YalIbHYIO, MAIIMHOYUTACMYIO
U JAPYTYI0 AOKYMEHTALHI0 <*>, 00pa3ylollylocsa B MPOLEcce ACSITEIbHOCTH OpraHu3alHy, CO3AAeTCs
akcneptHas komuccus (IK).

B muHHCTEpCTBaX M BEJOMCTBAX, APYTUX OPraHU3ALUAX, UMEIOIINX MOJIBEJOMCTBEHHYIO CETh,
CO3/IAK0TCS LICHTPaIbHbIC SKCcTiepTHBIE Komuccuu (L[DK).

2.2.3. LIDK (OK) cozpaercst mpuka3oM PYKOBOJAUTENS OPraHU3alUM M3 YKCIAa Haubojee KBa-
T (pUIIPOBAHHBIX pa0OTHUKOB B KOJIMYECTBE HE MEHEEe Tpex denoBeK. B coctaB DK opranmsanuu B
0053aTeTIbHOM MOPSAIKE BKIFOUAETCS PYKOBOAUTENb aPXUBA WIIM JIULIO, OTBETCTBEHHOE 32 apXUB.

B cocras LIOK nenecoobpa3zHo BKIOYUTH MPEACTABUTENSA apXUBHOTO YUPEXKIAEHUS, I KOTO-
pOTO JaHHAasi OpTaHU3aLKs SBISIETCA UCTOYHUKOM KOMILJICKTOBAHHUS.

[Mpeacenatenem [OK (OK) HasHavaercs OAMH M3 PYKOBOISIIMX PaOOTHUKOB OpTaHM3allNH,
KYpUPYIOIIMH BOIPOCHI ACJIONPOU3BOJCTBA U apXUBA.

2.2.4. OcHoBubimu 3anauamu L[OK (OK) sBnsirorest:

OpraHu3alys U NpoBeACHNE SKCIEPTU3bl IEHHOCTH JOKYMEHTOB Ha CTaJUH JIEIONPOU3BOCTBA
MIPH COCTaBICHUN HOMEHKIIATYpPHI 1€ U B Tporiecce (GOpMHUPOBAHUS JIET;

OpraHu3alys 1 MpOBEJECHUE 3KCIIEPTU3bl LIEHHOCTU JOKYMEHTOB Ha CTaJUU MOJITOTOBKH MX K
nepenavye B apXMB OpraHU3alNH;

OpraHu3ainys U NpoBeACHUE O0TOOpa W MOATOTOBKH JOKYMEHTOB K I€penadye Ha MOCTOSHHOE
XpaHeHHUE B rOCYAapCTBEHHBIA UM MYHULIUIATBHBINA apXUB.

2.2.5. OcHoBubivu (yrknusamu [[IK (OK) sBisiroTes:

OpraHu3alys eKeroHOr0 0TOOpa A€ A1 XPaHEeHUS U YHUUTOXKCHHUS,

paccMOTpeHHE U BHIHECEHHE Ha YTBEP)KICHUE M COTJIACOBAHMUE C IKCIEPTHO-TIPOBEPOUHOIN KO-
muccueii (JI1K) apXxuBHOTO ydpexkICHUSI MPOCKTOB HOMEHKJIATYP JI€JI OpraHu3aliu, OMUCEH JeN Mo-
CTOSIHHOTO U BpeMeHHOro (cBbiie 10 jet) XpaHeHusl, B TOM YHUCJIE [0 JIMYHOMY COCTaBY, aKTOB O BbI-
JIeJICHUU K YHUUTOXECHHIO J1e], He TOJIeKALNX XPAHCHHUIO;

MOATOTOBKA U BbIHeceHHE Ha paccmorpenue DIIK apxuBHOro yupexneHus mpenjioxeHuil oo
HW3MEHEHUH CPOKOB XPAaHEHUS OTACIbHBIX KaTerOpUi JOKYMEHTOB, YCTAHOBICHHBIX MEPEUHIMH, U 00
ONpEAETICHUH CPOKOB XPaHEHUs JOKYMEHTOB, HE MIPETYCMOTPEHHBIX MEPEUHSIMH;

ydacTue B MOATOTOBKE U PACCMOTPEHHUU MPOEKTOB HOPMATHUBHBIX M METOAUYECKUX TOKYMEH-
TOB M0 BOIpocaM paboThI ¢ JOKYMEHTaMHU B OPTaHU3aLNH.

2.2.6. IIDK (3K) mpoBoauT 3aceaHusi B COOTBETCTBHU C IUTAHOM pabOTHI M IO Mepe HE0OXo-
aumoctH. 3acenanus [[DK (OK) mpotokomupyrorces. [IpoTOKoIbI TOAMUCHIBAIOTCS MPEACEAATENEM U
cekperapeMm komuccun. Pemenus [[OK (OK) BcTynarot B cuily mociie yTBEpKICHUS PYKOBOIUTEIEM
OpraHH3aly.

[Mporokoner LIDK (DK), comepixaiue pemeHus 00 0100pEHUH MPOSKTOB TUIIOBBIX H MPHUMEP-
HBIX HOMEHKJIATYyp 1el, 00 U3MEHEHUH CPOKOB XPaHEHHs TOKYMEHTOB, YCTaHOBJICHHBIX THIIOBBIMHU U
BEJOMCTBEHHBIMH TEPEYHSIMHU TOKYMEHTOB C YKa3aHHEM CPOKOB MX XpaHEHHMs, a TAK)KE THIIOBBIMH U
MPUMEPHBIMH HOMEHKJIATYpaMH J1€J1, YTBEPKAAIOTCS PYKOBOAUTENIEM OPTaHM3alMU TOJBKO IMOCHE UX
paccmotpenus DIIK cooTBeTCTBYIOIIETO apXUBHOTO YUPEKACHHUS.



<*> Jlns 9KCIepTU3bl LEHHOCTH M 0TOOpa Ha MOCTOSIHHOE XPAaHEHWE HAyYHO-TEXHUYECKOW U
JOPYro# crienuanbHON TOKyMEHTAIMl MOXKeET ObITh co3fana oraeibHas DK, cocrosimas u3 cneunanm-
CTOB TIO 9TOM TOKYMEHTAIUH.

2.3. HOpﬂ)IOK NPOBEACHUA IKCIIEPTU3LI HEHHOCTH JOKYMEHTOB

2.3.1. DxcriepTH3a HEHHOCTH JOKYMEHTOB OCYIIECTBISIETCS €KErogHO PadOTHUKAMHU CITY>KOBI
JIOKyMEHTAIIMOHHOTO obecrnieuenus yrnpasienus copmectno ¢ LIDK (OK) opranuszanuu moa metoaude-
CKMM PYKOBOJICTBOM apXHBa.

2.3.2. [Ipu npoBeICHUN AKCTIEPTU3BI IEHHOCTH JOKYMEHTOB B CTPYKTYPHBIX TOJPa3/ICICHIIX
OCYIIECTBISIETCSI OTOOP e MOCTOSTHHOTO U BpeMeHHOTO (cBbiiie 10 ner) xpaHeHwus AJsl epenavd B
apxuB; OTOOp J1e1 C BPEMEHHBIMH CPOKaMU XpaHEHMs, OJICKAIUX XPAHEHUIO B CTPYKTYPHBIX MOJ-
pazaeneHusX; BbIICICHHE K YHUUYTOXCHHIO J€N 3a MPEAbIAYIIME TO/Ibl, CPOKH XPAaHEHUSI KOTOPBIX HC-
Texkiu. [lpu 3TOM OAHOBPEMEHHO MPOBEPSIOTCS KaYECTBO M MOJHOTAa HOMEHKJIATYPHI €Nl OpraHu3a-
WU, TPABUWIBHOCTH OIPEIEICHNS CPOKOB XPaHEHUS JIEI.

2.3.3. OT00p MOKYMEHTOB MOCTOSIHHOTO U BpeMeHHOTo (cBbiiie 10 sier) xpaHeHwus! pOBOAUTCS
IyTeM MOJHUCTHOTO MpocMoTpa nei. He gomyckaercst oT00Op TOKYMEHTOB ISl XpaHEHUS] U YHUUTOXKE-
HUS TOJIKO Ha OCHOBaHUH 3ar0JIOBKOB JIEI.

Hena c ormetkoit "OIIK" moaBepraroTcst MOJMCTHOMY IPOCMOTPY € LENbIO ONPEACTICHUS U BbI-
JIeJIEHUS] U3 UX COCTaBa JOKYMEHTOB, MOJICKAIINX HOCTOSIHHOMY XPaHEHHIO.

Hena ¢ ormerkoii "OIIK", conepkamme JOKYMEHTBI IOCTOSSHHOTO XpaHEHUs, MOAJISKAT mepe-
(dbopmupoBaHuIio. BrieneHHbIe N3 UX COCTaBa JOKYMEHTHI IIOCTOSTHHOTO XPaHEHUsI IPHCOESTUHSIOTCS K
OJTHOPOHBIM JeJIaM M O(OPMIISIOTCS B CAMOCTOSITEIIBHBIC JeTia.

Cpoku XpaHEHus e, COAEpKaINX OCTaBIIMECs JOKYMEHTBHl BPEMEHHOTO XpaHEHUs, ompee-
JSIIOTCS TIO TIEPEYHIO IOKYMEHTOB C YKa3aHUEM CPOKOB UX XpaHEHHS WM 110 HOMEHKJIaType Jell opra-
HU3AIHH.

[MonmmBka BHOBE COPMHUPOBAHHBIX /1T IIPOU3BOAUTCS TOJBKO ITOCIHIE 3aBEPIICHUS dKCIEPTH-
3Bl IEHHOCTHU TOKYMEHTOB.

2.3.4. ApxuB MPOBOJIUT JKCIEPTU3Y HEHHOCTH AOKYMEHTOB IpPH OTOOpE WX Ha IMOCTOSTHHOE
XpaHeHHE MO0J] METOAMYECKUM PYKOBOJICTBOM COOTBETCTBYIOIIETO TOCYIapCTBEHHOTO WM MYHHIIH-
MAJILHOTO apXHBa.

2.3.5. TloaroToBKa 3JeKTPOHHBIX TOKYMEHTOB K IIepeade B apXUB OPTaHU3AIMN COCTOWT W3
CIIEAYIOIIMX JTAIOB!

MpoBepKa (PU3MIECKOTO COCTOSHUS MAIIMHHBIX HOCHTEINEH, TpeTHa3HaueHHbBIX [UIS MIepeaad B
apXwuB;

3anuch D/] Ha MalIMHHBIEC HOCUTENH,;

MpOBEpKa KayecTBa 3aIllCH;

onucanue D/

NPOCTABIICHUE APXUBHBIX MIM(PPOB HA eAMHHIAX XpaHeHHs (Ha (yTispax) B COOTBETCTBHH C
ApXUBHOUM OMUCHIO (OMHCSMHE) 3JIEKTPOHHBIX JOKYMEHTOB HMOCTOSIHHOTO XPaHEHHUS U MO JUYHOMY CO-
CTaBy;

MOATOTOBKA KOMIUIEKTa CONPOBOUTEIHLHON TOKYMEHTALIUH.

CompoBoutensHas gokymeHTarus D)1 momwkHa OBITH JOCTATOYHOU JJIsi 0OECTIEUCHHSI UX CO-
XpaHHOCTH ¥ WCIOJb30BaHUSA. B Hell oTpaxkaercs crenyromas mH(GOpMaius: Ha3BaHUE JOKYMEHTa,
JiaTa ero Co3JaHusl, XapaKTePUCTHKA coJiepKaHusl (AHHOTAIMS), IEKTPOHHBIN opMmaT, Gusnuueckas u
norudeckas crpykrypa (mst BJI, caiitoB u T.1m.), 00beM mokymenta (s B/l taxke - Koam4yecTBo 3a-
ncei).

2.4. OopmieHne pe3ybTATOB IKCIEPTU3bI HEHHOCTH JOKYMEHTOB

24.1. Tlo pe3ynbraTaM 3KCHEPTH3bl LIEHHOCTH IOKYMEHTOB B OPTaHHM3allMH COCTABIISIOTCS
OmucH Jien mocTosiHHOTO (Tpuoxenue 1), Bpemennoro (cebiie 10 ner) xpaneHus (MpUIIOKeHUE 2) U
10 JITYHOMY cocTaBy (mpuiokeHue 3), a TAKXKe aKThl O BBIACICHHHM K YHUYTOXKCHHUIO JIeN, HE TOJIe-
KaIUX XpaHeHu o (mpusioxeHue 4).



2.4.2. B apxuBe OpraHn3allii B 3aBUCUMOCTH OT cocTaBa u 00beMa DI, OTHECEHHBIX K COCTaBYy
ApxusHoro ¢onna Poccuiickoit dexepannu, COCTaBISAIOTCS OMUCH IEKTPOHHBIX JOKYMEHTOB ITOCTO-
SIHHOTO XpaHEHHs, OMUCH JeN IO JIMYHOMY cocTaBy (mpuiokenue 5). YmpapieHueckas, Hay4HO-
TEXHUYECKasl AOKYMEHTALHUs, OTEIbHbIE KOMIUIEKCH D/ BKIIOUAOTCSI B CAMOCTOSTEIbHBIE OMUCH.

[Mopsimok odopmiieHHS ¥ YTBEpKICHUS OMMCEH ycTaHOBNIEH B 1. 6.4.5 Hactostiimux [Tpasuir.

2.4.3. OIIK apXuBHOTO y4IpeKICHHS YTBEPIKAACT OTHCH e MOCTOSHHOTO XPAaHEHUS M COTJIa-
COBBIBACT OIKUCH JICJI TI0 JINYHOMY cocTaBy (BKJrouast ornucu aei D/1).

2.4.4. Yxazaunsie (. 2.4.1) onucu u akTel paccMarpuBatoTcs Ha 3aceqanuu L[DK (3K) opra-
Huzaiuu ogHoBpeMenno. Ompoopennsie [[IK (OK) akThl U OMUCH YTBEPKAAIOTCS PYKOBOIUTEIEM Op-
raHu3aluy ToJabko nocine yreepxkaeHus JIIK apxuBHOTO yupexneHus: Onuceu Aea NOCTOSHHOTO Xpa-
HEHUS, TIOCTIe 3TOTO OpPraHU3alus UMEET IPABO YHUUTOXKATh J1€N1a, BKIIOUCHHbBIC B IaHHBIC AKTHI.

2.4.5. Jlena BKJIIOYAIOTCS B aKT, €CJIM MPEIYCMOTPEHHBINA I HUX CPOK XpaHEHHS UCTEK K 1
SIHBaps rofa, B KOTOPOM COCTaBisieTcsi akT. Hampumep, 3aKOHUYEHHBIE [i€]a C TPEXJIETHUM CpPOKOM
xpa"enus B 1991 r. MoryTt OBITh BKIIFOUSHBI B aKT, KOTOPBIH OyaeT cocraBieH He panee 1 saBapst 1995
r.

AKT O BBIJEIEHUN K YHUYTOXCHHIO eJ, HE MOJIeKAIMX XPAHECHUIO, COCTABISIeTCA Ha Jefa
Bcell opranuzauuu. Eciim B akTe yKa3aHbl Jefla HECKOJIbKUX IMOAPAa3eIeHUi, TO Ha3BaHUE KaXKAO0TO
MO/Ipa3IeJICHUs] YKa3bIBACTCS MEpe]l IPYNION 3aroJIoBKOB A€l 3TOr0 MOJApa3AeiieHus. 3arojJoBKH Of-
HOPOJHBIX /1€, OTOOPaHHBIX K YHUUYTOKEHHUIO, BHOCSTCS] B aKT 1OJ OOIIMM 3aroJIOBKOM C yKa3aHHUEM
KOJIMUECTBA /1], OTHECEHHBIX K JAHHOH TpYyIIIE.

2.4.6. ApxuBHBIC YIPESKICHHUS MPOBEPSIOT MPABIIBHOCTH 0TOOpA A€ Ha MOCTOSHHOE XpaHe-
HUE U MPU HEOOXOIUMOCTH UMEIOT MPaBO MOTPEOOBATh BKIIOUHUTH B OMKCH J€JI IIOCTOSIHHOTO XpaHe-
HUs Jefia, 0TOOpaHHbIe HA BPEMEHHOE XPaHEHNE WIH K YHUUYTOXKEHHIO.

2.4.7. Jlena, nouiexaiife YHHUTOKCHHIO, TIEPEIAI0TCs Ha mepepaboTky (yrumsaruio). [lepe-
nada 1en opopMIBIeTCsl TPUEMO-CIaTOYHON HAKIIaTHOH, B KOTOPOU YKa3bIBAIOTCS JaTa Mepeaadu, Ko-
JIMYECTBO CIaBAEMBIX JIeT M BeC OyMaKHON MaKyJIaTyphl.

[Torpy3ka u BBIBO3 Ha YTUJIM3ALMIO OCYLIECTBISIETCS MOJ KOHTPOJIEM COTPYIHHKA, OTBETCT-
BEHHOTO 32 00ecreuyeHne COXpaHHOCTH TOKYMEHTOB apXHBa.

3. KOMIIJIEKTOBAHUE APXHNBA

3.1. KomnjieKToBaHue apXuBa OpPraHu3anuu

3.1.1. KoMmuiekToBaHUE apXrBa OPTaHU3AIUH - 9TO CUCTEMAaTHYECKOE MOMOJTHEHNE apXHUBa J10-
KYMEHTaMH CTPYKTYPHBIX HOpa3AeeHU OpraHu3alliH, a TAaKXKe IPYTrUX OpraHu3alnid, SBISIOMIMXCS
MCTOYHUKAaMHU KOMIUICKTOBAHUS apXHBa.

3.1.2. KommiiekToBaHUE apXHBa BKIIIOYAET:

OIpe/IeNICHHE NCTOYHUKOB KOMIUIEKTOBAaHUS apXHBa,

OIpezieNIeHHE COCTaBa JOKyMEHTOB, MOAJICKALINX IPUEMY B apXUB;

OpraHu3alys nepeaadu J0KyMEHTOB B apXUB.

3.2. UCTOYHHKH KOMILJIEKTOBAHHUS apxuBa

OCHOBHBIMH MCTOYHHKAMHU KOMILJICKTOBAHHS apXHBa OPTaHU3AI[UH SBJISTIOTCS !
CTPYKTYPHBIE TIOAPA3CICHUS OPTaHU3ALIHH;

I0/IBEIOMCTBEHHBIC OPTaHH3AINH;

(usnueckre uma.

3.3. CocTaB AOKYMECHTOB, MOJJICKAIMUX Nepeaadec B apxXuB

3.3.1. ApxuB OpraHM3anny B COOTBETCTBUH C TIOJIOKEHUEM O HEM KOMIUIEKTYETCS JIeIaMu I10-
CTOSIHHOTO, BpeMeHHOTO (cBbimie 10 jeT) XxpaHeHwus1, a TaKKe JeJIaMu 10 JIUYHOMY COCTaBY.

3.3.2. Jlena BpeMEHHOTO XpaHEeHHUs cO cpokamu xpaneHus 1o 10 yier nmepenade B apXuB OpTaHH-
3aIuy, KaKk MpaBWio, He mojaiexar. OHU XpaHATCA B CTPYKTYPHBIX MOAPA3ICICHUSX OPTaHU3AINN H
M0 UCTEYCHUU CPOKOB XPAHEHHUS TIOICKAT YHUUTOXKEHHUIO (cM. 1. 2.4.5).



3.3.3. JIoKyMEHTBI JITYHOT'O MTPOUCXOXKICHUS B pXUB OPTaHU3AIHY ITEPEIAIOTCA Ha BPEMEHHOE
XpaHeHHe 10 3asIBJICHUIO WX Biajesiblia (COOCTBEHHHKA) C MOCIIEAYIOIIEH epenadcii B rocy1apCcTBeH-
HBIN apXWB Ha MMOCTOSIHHOE XPaHEHHE.

3.3.4. B apxuB nepenarmTcs TOKYMEHTBI OpraHu3aIii-npeamecTBCHHUKOB, a TAKXKe JTOKYMCH-
THI JTMKBUUPOBAHHBIX TTOTIWHEHHBIX OpTaHU3AITHH.

3.4. HomeHkaaTypa e

3.4.1. HomenkaTypa J1e1 IpeAcTaBisieT co00# CHCTeMaTH3UpOBaHHBIN NepedeHb HahMEeHOBaA-
HUH Jel1, 3aBOJUMBIX B JEJIONPOU3BOJICTBE OPraHU3ally, C YKa3aHUEM CPOKOB MX XpaHEHHsI, 10 ycTa-
HOBJICHHOH popme.

3.4.2. ApxuB B IeJX KAYECTBEHHOTO KOMIUIEKTOBAaHUS JOKYMEHTaMH apXHBHOTO (DOHIA KOH-
TPOJUPYET U OKA3bIBACT HEOOXOJUMYIO METOJIMYECKYIO U IMPAKTHYECKYIO OMOIIb CIIY)X0€ TOKyMeH-
TalMOHHOTO OOECTICUCHMs YIPABJICHUS B COCTABICHUH HOMEHKIATYPHI Aell. OTBETCTBEHHOCTH 3a ee
COCTaBJICHHE BO3JIaraeTcs Ha CIyX0y TOKYMEHTaLMOHHOTO 00ECICUEHH s YIPaBICHUS OpraHU3aliHy.

3.4.3. Homenkiatypa gen SBISiCTCS OCHOBOW JJISI COCTABJICHHUS OIMHCEH eI IMOCTOSHHOTO U
BpeMenHoro (cBbime 10 neT) XpaHeHUsT ¥ OCHOBHBIM YYETHBIM JOKYMEHTOM B JICJIONPOM3BOJICTBE, a B
apXUBE OPraHU3aLUHU UCTIONB3YEeTCs IS yueTa el BpeMeHHOro (10 10 JieT BKIIIOYHUTENBHO) XpaHEHHS.

3akpermieHHasi B HOMEHKJIAType CXeMa CHCTeMaTH3aliy €] MOXKET ObITh MCIOJb30BaHa MPHU
pa3paboTKe cXeMbl KAPTOTEKH Ha UCIIOJIHEHHBIE TOKYMEHTHI.

3.4.4. Paznmmuarorcs TpU BUJa HOMEHKIIATYP JeJ: TUTIOBAs, pUMEpHasi ¥ UHIUBUIYaJbHAs HO-
MEHKJIATYphI Jesl KOHKPETHOM OpraHu3anuu.

TumnoBast HOMEHKJIATypa el YCTaHABJIMBAET COCTAB JIeJl, 3aBOJUMBIX B JIEJIONPOU3BOJACTBE OJI-
HOTHITHBIX OPTaHU3ALHH, U SBJIAETCS HOPMATHUBHBIM JOKYMEHTOM.

[IpumepHass HOMEHKIaTypa Aell YCTaHABIMBACT MPHUMEPHBIA COCTaB i€, 3aBOJMMBIX B JIEJO-
MIPOM3BOJCTBE OpTaHU3alNil, HAa KOTOPBIE OHA PACIPOCTPAHACTCS, ¢ YKa3aHUEM UX UHIEKCOB, H HOCHT
PEKOMEH/1aTeIbHBIN XapaKTep.

3.4.5. TunoBsie U IpUMEPHBIC HOMEHKIATYPHI A€ MCIOIB3YIOTCS I COCTABJICHUS WHIUBH-
IyaJbHOW HOMEHKJIATYpPHI Al

B HOMEHKNaTypy Zes opraHu3alvy U3 THIIOBOM WIM NPUMEPHONW HOMEHKIATYPHI JEJ EPEHO-
CATCA NMPENYCMOTPEHHBIE UMM 3ar0JI0BKH €1, KOTOPBIE MPEATIOAraeTcs 3aBECTU B JEJIONPOU3BOICTBE
OpTaHU3aIy, KOHKPETU3UPOBAHHBIE C YIETOM €€ CIICIIH(HKH.

Cpoku XpaHeHus Aell, MPEAYCMOTPEHHbIE THUIIOBOW MJIM MPUMEPHOM HOMEHKJIATYpPOH e, 1e-
pPEHOCSTCA B MHANBUIYaJIbHYIO HOMEHKIIATYPY Z1e1 0e3 H3MEHEHUH.

3.4.6. Homenknatypa aen opranu3anuu (cBojHast) (MIpUIOKEHHUE 7) COCTABISACTCS MO YCTAHOB-
JIEHHOW (OopMe Ha OCHOBAaHMM HOMEHKJIATYP NI CTPYKTYPHBIX MOJpa3/ieieHui, pa3paboTaHHBIX IO
aHanornuHoi (hopme (mpusokeHue 8), COrnacoOBaHHBIX UMU C AQPXUBOM U MOJAMUCAHHBIX PYKOBOIUTE-
JIIMHU 9TUX TOJIPa3ICICHHM.

Howmenknarypa nen opranuzamnun opopMIisieTcst Ha 0011eM OaHke OpraHU3alHy.

Homenknarypa nen opraHu3anuu BU3UPYETCS PYKOBOAMTEIEM apXWBa WJIM JIULIOM, OTBETCT-
BEHHBIM 3a apXuB, MOANHMCHIBACTCS PYKOBOAUTEIEM CIYXKObI WJIM JIMIIOM, OTBETCTBEHHBIM 32 JOKY-
MEHTAIIMOHHOE o0ecreueHne ynpasieHus, u nocie onodpenus [[OK (IK) opranuzanuu Hanpasiser-
cs Ha cornacoBanue ¢ JIIK cooTBeTcTBYIOIIEro apXMBHOTO YUYPEXKICHHUS, NIOCIE YEro YTBEPIKIAeTCs
PYKOBOAMTENIEM OpTaHU3AINH.

[Tocne yTBepkAeHUST HOMEHKIIATYPBI [1€]1 OpTaHU3alH CTPYKTYpHBIE MOApa3AeiIeHHs OoTyqa-
10T BBIIIMCKH COOTBETCTBYIOILIUX €€ Pa3/esioB AJIsl HCIIOIb30BaHUs B paboTe.

HomeHnkiaTypa esm opraHn3aniy Ha MPEACTOSIINN KaJIeHJapHBIN TOJ] COCTABIIAETCS B MOCIEN-
HEM KBapTaJie TeKYIIEro roja.

CornacoBaHHasi ¢ apXUBHBIM YUpEXKIECHHEM HOMEHKJATypa el B KOHLE KaXIO0ro roja yroy-
HSIETCSI, YTBEPKIACTCSI pYKOBOIUTENIEM OpTaHU3AIMH U BBOJAUTCS B IeHCTBHUE ¢ 1 ssHBaps cieqyromero
KaJICHAapHOTO roJa.

Homenknarypa nen coriacoBbIBa€TCS C apXUBHBIM YUPEXKIECHHEM HE pEXe OJHOTO pasa B O
net. B cirydae KopeHHOTO M3MEHEHUs! QYHKIMA M CTPYKTYPHl OpTaHU3aIlMK pa3padaThIBaeTCsl HOBAs
HOMEHKJIaTypa Jedl.

3.4.7. HomeHKkmaTypa €7 COCTaBJICTCS HA OCHOBE M3YYCHHS COCTaBa M COJEPKaHHSA IOKY-
MEHTOB, 00pa3yIOIMXCs B IEATEIbHOCTH OpTaHU3AI[MH.



[Ipu cocTaBneHNH HOMEHKJIATYPHI A€l CIEAYET PYKOBOACTBOBATHCS YCTABOM HJIH TIOJIOKEHUEM
00 opraHu3anuy, HOJOXKEHUSIMH O €€ CTPYKTYPHBIX MOJpa3AeieHHsIX, ITATHBIM pacluCcaHUueM, HO-
MEHKJIATYPOH JIe] OpraHu3aliy 3a MPOIUIBIA IO, OMKUCAMHU Je]1 HOCTOSHHOTO M BPEMEHHOTO (CBBIIIE
10 net) XpaHeHUs!, PErUCTPALIMOHHBIMUA (POPMaMH, BEAOMCTBCHHBIMU U THUIIOBBIMU MEPEUHSIMHU JIOKY-
MEHTOB C YKa3aHHEM CPOKOB MX XpaHEHHUsI, THIIOBBIMHU M IPUMEPHBIMH HOMEHKJIATYpaMH €.

3.4.8. B HOMEHKIIaType /e IPeIyCMaTPUBAIOTCS 3aT0JIOBKHU JIEIT ISl TPYIITUPOBKU TOKyMEH-
TOB, OTpaXKaloIINe BCE JOKYMEHTHPYEMbIE YYaCTKH U BOIPOCHI AESTEIbHOCTH OPTraHU3alHH.

B HOMeHKnaTypy Aen opraHu3alnuy BKIIOYAIOTCS Jefla BpEMEHHO ACHCTBYIOMIUX OPTaHOB, J0-
KYMEHTBI KOTOPBIX CIYy)XaT MPaBOBBIM OCHOBAaHUEM MJISl MMOATBEPKACHUS MOJTHOMOYUIN OpraHU3alyu
WM TPEKpAICHUs] e¢ NeSITeNbHOCTH (HampumMep, Jelia JHKBUAAUOHHON KOMHCCHH OpTaHU3aIud
BKJIFOYAIOTCS] B HOMEHKIIATYDPY JI€JT JIMKBUAUPYEMOW OpraHn3allii).

OCHOBOIi Il OTpPENENICHUs] CTPYKTYPbl HOMCHKJIATYPBI JeN SIBJSCTCS CTPYKTypa (LTatHoe
pacricanue) opraHu3anuu. Pasnenamu, moapasienaMu W IPYTUMHU JICICHHSIMH HOMEHKJIATYPBI JIeI
SIBJISIFOTCS HA3BaHUS TOIPA3/IeTCHUI (HampuMep: KaHIespus, OyXraiTepusi, OTAeI KaJpoB U T.I1.).

3.4.9. I'padpr HOMEHKIIATYPHI 1€ OPTaHU3AIMH, €€ CTPYKTYPHBIX TOAPA3ICICHUN 3aI0HSIOT-
Csl CIIEAYIOLIM 00pa3oM.

B rpade 1 HOMEHKIATYpHI €T MPOCTABIIIOTCS MHASKCHI KaXKIOTO JeNia, BKIIOYSHHOTO B HO-
MEHKIaTypy. MHIEKC Aena COCTOMT M3 YCTAHOBJIEHHOTO B OpTaHU3alnu OU(POBOTO 0003HAUEHHUS
CTPYKTYPHOTO MOJpa3AesieH!s] U MOPSAKOBOIO HOMEpa 3aroJioBKa Jieja 10 HOMEHKIAType el B Ipe-
Jenax CTPYKTYpHOTO ToAapasaeneHus. amekcs! aen o6o3Havarores apadckumu nudpamu. Hampumep:
02-03, roe 02 - mHAEKC cTpyKTYpHOTO TonapasaeneHus, 03 - mOpsIKOBBI HOMEp 3aroJioBKa Jiejia Mo
HOMEHKJIAType Jedl.

B HOMeHKnaType nen peKOMEHAYeTCsl COXPaHsITh OJMHAKOBBIE MHAEKCHI ISl OHOPOAHBIX eI
Pa3HbIX CTPYKTYPHBIX MMOApA3AeNCHUil (HaNpaBIeHUI IESTEIbHOCTH).

[Mpumep: "Ipukasbl no ocHoBHO# nesitenbroctu” (02-03, 03-03, 04-03 u 1.1.).

B rpady 2 HOMEHKIAaTypBI [1e]1 BKJIFOYAIOTCS 3ar0JIOBKH Jies (TOMOB, yacTeii).

[opsinox pacnoJioKeHus 3aroJ0BKOB J1€J1 BHYTPHU Pa3AeiioB U MOAPa3/eI0B HOMEHKIIATYPhI el
OTIPEAETSETCS CTENEHBIO BAXKHOCTH TOKYMEHTOB, COCTaBIISIIOIIMX [1E1a, U UX B3aUMOCBSI3bIO.

Bnauane pacnosiararorcs 3arojoBKH Aell, COAEPXKALIMX OPraHU3alHOHHO-PACTIOPSAIUTENBH VIO
JOKyMeHTanuo. [Ipyu 3ToM 3aroyioBKU J1ei, COAEp KalIuX MOCTAHOBJICHUS U MPHUKA3bl BBIMIECTOSIINX
OpraHu3alyii, pacrojaraloTcsl Mepesn 3aroJoBKaMy Jel C MPHUKa3aMu PYKOBOAWUTENS OpPTaHHU3alHU.
Janee pacnonararorcsi 3aroJIOBKH JIeJl, COAEPKAIIUX [JIAHOBbIE U OTYETHBIE JOKYMEHTHI.

3arosoBKH e, 3aBEICHHBIX MO0 TeorpauueckoMy M IO KOPPECIOHICHTCKOMY MpHU3HAKaM,
BHOCATCSI B HOMEHKJIATYPY A€ 110 anaBUTy reorpaduuecKuX Ha3BaHUN WM KOPPECTIOHACHTOB.

3aroJoBOK Jena JOJDKEH YeTKO W B 0000MIEHHOW (hopMe OTpa)kaTh OCHOBHOE COJEpIKaHUE H
COCTaB JOKYMEHTOB JI€a.

He nomyckaercst ynotpeOyicHHE B 3aroJioOBKe jejla HEKOHKPETHhIX (GopmymupoBok (“'pa3Hbie
marepuaisl”, "o0Ias nepenrcka” u T.11.), a TAKIKES BBOJHBIX CJIOB M CIIOKHBIX CHHTAKCHYECKHX 000po-
TOB.

3aroJ0BKH Je7 MOTYT YTOUHSTHCS B Tporiecce GOpMUPOBAHUS U O(hOPMIICHHS JTEII.

CocTaB 3J71€MEHTOB 3aroJIOBKa Jefia, pacrojaraeMblX B IPUHATOM MOCIEA0BATEIbHOCTH, OTpe-
JEJIETCS XapakTepoM JOKYMEHTOB Jena.

B 3arosnoBkax gen, copepxamux JOKYMEHThHI IO OJHOMY BOTIIPOCY, HO HE CBSI3aHHBIX IIOCIIEI0-
BaTEJIBHOCTHIO AENONMPOU3BOICTBA, B KAYECTBE BHAA JIejla YIOTPeOsieTcss TEPMHUH 'TOKYMEHTHI , a B
KOHIIE 3arojIoBKa B CKOOKax YKa3bIBaIOTCS OCHOBHbBIE PA3HOBUIHOCTH JOKYMEHTOB, KOTOPBIE JTOJIKHBI
OBITH B A€IE.

[Mpumep: "JIOKyMEHTBI O TIPOBEICHHH HAYYHBIX KOH(EpEeHIUH U CUMIO3uyMOB (ILIaHBI, CIU-
CKH, JOKJIa bI)".

TepmuH "MOKyMEHTHI"' MPUMEHSETCS TAKKE€ B 3aroJioBKaxX JEN, CONIEPXKAIMUX TOKYMEHTBI -
MPUWIOKEHHUS K KAKOMY-TTHOO JOKYMEHTY.

[Tpumep: "JoKyMEHTHI K IPOTOKOJIAM 3aceaHus KOJUIETMH MUHUCTEPCTBA' .

3aroyioBKH €)1 M0 BOIIPOCaM, HE pa3pelIeHHbIM B TEYEHHE OJHOTO Troja, SBISIOTCS 'Tepexo-
JSIIMMA" ¥ BHOCSTCSI B HOMEHKJIATYPY J€J1 OpTaHU3aLUH CIEAYIOLIEro To/1a C TEM K€ HHICKCOM.

Ecmm meno OymeT cocTosTh M3 HECKOJIBLKMX TOMOB WIJIM YacTEW, TO COCTaBISIETCS OOIIUI 3aro-
JIOBOK JIeja, a 3aTeM HpPU HEOOXOJMMOCTH COCTaBJISIOTCS 3aroJIOBKH KaXIoro Toma (4actu), yrod-
HSIOLIME COJEpKaHUe 3aroJioBKa Jena.



B rpade 3 HOMEHKIATYpBI 16T YKa3bIBACTCsl KOJIMYECTBO Jien (ToMOB, yacteii). OHa 3amoHser-
Csl 10 OKOHYaHUH KaJICHAAPHOTO roja.

B rpade 4 yka3piBatoTCs CpOK XpaHEHUs Jieia, HOMepa CTareil o nepeyHro (TUIOBOMY, BEIOM-
CTBEHHOMY), a MIPU €r0 OTCYTCTBUU - TI0 TUTIOBOM HJIM PUMEPHOI HOMEHKJIATYpE JIEI.

[Ipu BkIIOYEHNH B HOMEHKJIATYPY 3aroJOBKOB, JOKYMEHTOB, CPOK XpaHEHHs] KOTOPBIX HE Tpe-
JyCMOTPEH THUIIOBBIM HJIM BEOMCTBEHHBIM MEPEUHSIMHU JOKYMEHTOB, CPOK UX XPaHEHHs YCTAHABIIMBa-
ercst DTIK cOOTBETCTBYIOIIETO apXUBHOTO YUpexaeHuUs no npencrasienuto apxusa u L[OK (JK) op-
TaHU3alHH.

B rpade 5 "[lpumedanne” B TeueHHE BCETO CPOKa JICHCTBUS HOMEHKIATYPHI MPOCTABISIOTCS
OTMETKH O 3aBElICHUU JIeJ, O MEePeXOSIIMX AeflaX, O BbIACICHUM JAeN K YHHMUYTOXKEHHUIO, O Iepenade
JieJ1 B APYTYIO OPTaHU3alUIo IS IPOAOIDKEHUS U JIp.

3.4.10. Ilo oKOHYaHUH IETOTPOU3BOCTBEHHOTO T0/1a B KOHIIE HOMEHKIIATYPHI Je]T 3aMeHSeTC s
UTOTOBAs 3aIKCh O KOJIMYECTBE 3aBEJICHHBIX /e (TOMOB), OTACIBHO MOCTOSHHOTO U BPEMEHHOTO Xpa-
HeHus. CBeneHHsI, cojepiKalliecss B UTOMOBOM 3amMCH HOMEHKJIATYphI JI€Jl OpraHu3auuu, B o0s3a-
TEJIBHOM MOPSIZIKE COOOIIAIOTCS apXUBHOMY YUPEXACHHIO, O YEM B HOMEHKJIATYpE A€l IPOCTaBIsIeTCs
OTMETKA C yKa3aHUEM JIOJDKHOCTH JIUIIA, CIETABIIETO0 OTMETKY, M PacM(POBKH €ro MOIIHCH.

3.5. [lopsaok ¢popMUPOBAHUS 1€JI B OPraHU3AIUN

3.5.1. ®opmupoBaHHEM A€ HA3bIBACTCS TPYIITUPOBKA HCIIOJHEHHBIX JTOKYMEHTOB B Jiela B
COOTBETCTBHH C HOMEHKJIATYPOU JIEI.

B neno nomeniaroTcst JOKYMEHTBI, KOTOPBIE TI0 CBOEMY COAEPKAHUIO COOTBETCTBYIOT 3aroJioB-
Ky Jena, Ipu 3TOM 3alpeliaeTcsl TPyNnupoBaTh B [ejia YEPHOBBIE U AyOJIETHBIE SK3EMIUIAPHI AOKY-
MEHTOB (32 UCKITFOUEHHEM 0CO00 [IEHHBIX), a TAKXKE JOKYMEHTBI, IOJIJIC)KAIINE BO3BPATY.

3.5.2. lena ¢popMHUpYIOTCS B OpTraHU3aUSAX NPU HEHTPATU30BAaHHOM BEICHHU JIEIOTPOU3BO/I-
ctBa - ciayx00i1 JJOY opranuzaumu, nNpu ACLEHTPAIM30BAHHOM - KaK CTPYKTYPHBIMH IOApa3eie-
HUsIMU (Juiamu, otBeTcTBeHHbIME 32 JIOVY), Tak u ciyx6oii JJOY opranuzaium.

dopmMupoBaHUE [N BEAETCS M0 HEMOCPEACTBEHHBIM METOAMYECKUM PYKOBOJCTBOM apXHBa
OpraHu3alyy, a Ipyu He0OXOAUMOCTH - U COOTBETCTBYIOILETO TOCYJAPCTBEHHOTO apXHBa.

3.5.3. Ilpu popMupoBaHUY e HEOOXOAUMO COOJTIOAATH CICIYIOIINE OCHOBHBIC TPEOOBAHMS:

JOKYMEHTBI TOCTOSHHOTO M BPEMEHHOTO XpaHEHUs He0OXOAUMO TpYyNIUPOBaTh B OTICIbHBIC
nena,

BKJIIOYATh B JIEJI0 IO OAHOMY 3K3EMILIIPY KaKI0TO TOKYMEHTA,

TPYNIHPOBATh B €TI0 AOKYMEHTBI OJHOTO KaJCHIapHOTO I'0/1a; UCKIIOUYEHNE COCTaBIISIOT . Te-
pexonsmme aena; cyaeOHbIe Aemna; JTUYHBIEe Jea, KOTOpble POpMHUPYIOTCS B TE€UEHHE BCETO Iepuoia
paboThl JaHHOTO JIMIA B OPTaHM3aLNN; TOKYMEHTHI BEIOOPHBIX OPTAHOB M MX MOCTOSIHHBIX KOMHCCHH,
JEMyTaTCKUX IPYII, KOTOPbIE TPYIIUPYIOTCS 32 IEPUO UX CO3bIBA; JOKYMEHTHI YUeOHBIX 3aBEICHUH,
KOTOpBIe (POPMHUPYIOTCS 3a YdeOHBIH roJl; JOKyMEHTHI TE€aTPOB, XapaKTEPU3YIOIIUE CIIEHNYECKYIO Jesi-
TEJIHOCTD 32 TeaTPAIbHBIN CE30H; Jea QUIBMOB, PYKOTIHCEH, HCTOpUHU OOJIe3HEH 1 JIp.;

JIeTI0 JOJDKHO coziepkath He 6osee 250 muctoB, npu Tommmae He Ooiee 4 cM.

3.5.4. Buyrpu nena JOKYMEHTHI JIOJDKHBI OBITH PACIlONIOKEHBI TaK, YTOOBI OHU TI0 CBOEMY CO-
Jep>KaHUIO TOCIE0BATEIbHO OCBEIAIN ONpeAe/ieHHbIE BONPOCHL. [Ipu 3TOM TOKyMEHTHI paciionara-
I0TCS B XPOHOJIOTUUECKOM TOPSIIKE (BXOMASIINE - TIO JaTaM MOCTYIUICHUsI, HCXOISIIUE - 10 JaTaM OT-
NpAaBJICHHs1) WK 110 aj(aBUTy aBTOPOB U KOPPECIIOHICHTOB.

[IpunoxeHus K TOKyMEHTaM, HE3aBUCUMO OT JAThl UX YTBEP)KIEHHUS WJIM COCTABJICHUS, HPHU-
COCIIMHSIOTCS K JOKYMEHTaM, K KOTOPBIM OHH OTHOCSITCSI.

[Mpunoxenus o6beMoM cBbie 250 TMCTOB COCTABISIIOT OTIAEIBHBIA TOM, O YeM B IOKYMEHTE
JIEJIAeTCSI OTMETKA.

3.5.5. PacnopsiinTenbable TOKyMEHTHI TPYNIHPYIOTCS B Ieja 110 BUAAM U XPOHOJIOTHH C OTHO-
CSIIMMUCS K HUM IPUJIOKCHUSIMHU:

YCTaBbl, MOJIOKEHUS, MHCTPYKIUH, YTBEPKACHHbBIC PACIIOPSIAUTEIbHBIMU JOKYMEHTaMH, SBJIS-
IOTCS IPUJIOXKEHUSIMU K HUM M TPYIIHUPYIOTCS BMECTE C YKa3aHHBIMH JOKyMeHTamu. Eciu ke oHn yT-
BEP KIIEHBI B KAUECTBE CAMOCTOATEIBHOTO JOKYMEHTA, TO UX FPYIIHUPYIOT B OTACIBHBIC Jea,;

MPUKa3bl 10 OCHOBHOM JEATEIIbHOCTH TPYIIIUPYIOTCA OTAEIBHO OT MPUKA30B IO JUYHOMY CO-
CTaBy;



MPHUKa3bl N0 JUYHOMY COCTaBy TPYNIIUPYIOTCS B JieJa B COOTBETCTBUHU C YCTAHOBJICHHBIMH
cpokamu ux xpaHeHus. LlemecooOpa3no npu GonpmHX 00BEMax JOKYMEHTOB NPHUKA3bl MO JUIHOMY
COCTaBY, KacaloIIUecs Pa3IMYHbIX CTOPOH JESTENbHOCTH Oopranu3anuu (mpueM Ha padoTy, yBOJIbHE-
HHE U [IepeMEIICHIEe, KOMaHIUPOBKH H T.J.), [PYIIUPOBATh B OTJCIbHBIC JICNA,;

MOPYYCHHUS BBIIMIECTOSIIIUX OPraHU3aMil U JOKYMEHTHI 10 MX HCIIOJHEHHIO TPYIMIHPYIOTCS B
JieTia 10 HalpaBJICHUSIM eSTSITHbHOCTH OPTaHN3aIHH;

YTBEp)KICHHBIC IUIAHBI, OTYETHI, CMETHI, JIUMUTHI, TUTYIbHBIE CIIUCKUA U JIPYTHE TOKYMEHTHI
TPYINIHPYIOTCS OTJACIBHO OT UX MPOCKTOB,;

JOKYMEHTHI B IMYHBIX JIEJIaX PACIIOJIATAIOTCS B XPOHOJIOTHUECKOM TMOPS/IKE TT0 MEPE UX MOCTY-
TUTCHUS,

JMIIEBBIE CUeTa padOvMX H CIYKAIIKX 110 3apadOTHOH IUIaTe TPYNIHUPYIOTCS B OTIICIBHBIC JIeTa
M pacIioyiaratoTcsi B HAX Mo andaBuTy haMuIImii;

MIPEUIOKEHHMS, 3asIBIICHUS 1 KaJI00BI TPaXKIaH 0 BOTIPOCaM pabOThI OpPTraHU3alUH U BCE JOKY-
MEHTHI 10 UX PACCMOTPEHHUIO M WCIOJHEHUIO TPYNIUPYIOTCS OTIACTBHO OT 3asBICHHI T'paxkKIaH MO
JMYHBIM BOTIPOCAM;

MepenucKa TpyNImupyeTcs, Kak MpaBmilo, 3a KaJICHIapHBIA TOJl U CUCTEMAaTH3UPYETCS B XPOHO-
JIOTHYECKOW MOCIIeI0BATEeIbHOCTH, TOKYMEHT-OTBET MOMEIIAeTCs 3a JOKYMEHTOM-3anpocoM. [Ipu Bo-
300HOBIICHHH TIEPENHCKH TI0 OMPEISICHHOMY BONPOCY, HAa4aBIICHCS B PEIABIAYIIEM IOy, TOKyMEH-
THI BKJIFOYAIOTCS B JIEJIO TEKYIIETO TOJa C YKa3aHWeM MHAEKca JieNia MpeAbIaymero roaa. B 3aBucumo-
CTH OT CIeHU(HKHN JEATEIFHOCTH OpPTaHU3aIMU MEPeniucKa MOXKET TPYNIHUPOBATHECS TaKXke 3a ydeo-
HBIN TOJI, CPOK CO3BIBA BBIOOPHBIX OPTAHOB U T.].

3.6. TpeGoBaHus K oopMIIeHHIO €1, IPUHUMAEMBbIX B apXUB

3.6.1. Odopmienune nen npoBOAUTCS pabOTHUKAMU CITyKObI JOKYMEHTAIIMOHHOTO obecrede-
HUS yOPaBJICHUS OPTaHU3ALMH WIH IPYTUMH CTPYKTYPHBIMH TOApa3AeICHUSIMH, B 00S3aHHOCTH KO-
TOPBIX BXOJUT 3aBeJcHNE U (HOpMHUpPOBAHHE /€], IPH METOANYECKOHN MOMOIIM H MO KOHTPOJIEM ap-
XHBa OpraHU3aINH.

3.6.2. B 3aBHCHMOCTH OT CPOKOB XpPAHEHHUS MPOBOIUTCS MOJTHOE WM YaCTHYHOE O(OpMIICHHE
aed.

3.6.3. [TonHOMY O(OPMIICHHIO MOUICKAT Jeja MOCTOSHHOTO, BpemenHoro (cebimie 10 mer)
XpaHEHHUs U 10 JTMYHOMY COCTaBY.

[TomHOE OOopMITEHHE AeT TpeTyCMaTpUBAET:

MOJIIIMBKY WJIH MIEPEIUIeT JIea,;

HYMEpALHIO JIMCTOB JIea,

COCTaBIICHHE JINCTA-3aBEPUTEIIA;

COCTaBIICHHE, B HEOOXOJMMBIX CITydasX, BHYTPECHHEH OMMUCH JJOKYMEHTOB;

BHECCHHE HEOOXOIMMBIX YTOYHECHHI B PEKBU3UTHI 00JIOKKH Jiena (YTOUHEHHE Ha3BaHUs Opra-
HH3ALMH, PETUCTPALIMOHHOTO WHJIEKCA JIejia, KPailHUX JaT Jefa, 3arojoBKa J1elia).

Jena BpemenHoro (10 10 jeT BKIIOUUTEIBHO) XPaHSHUS MOUICKAT YACTHYHOMY O(DOPMIICHUIO:
JOITyCKaeTcs He MPOBOANTH CUCTEMATH3AIHMIO TOKYMEHTOB B JIeJe, JIMCTHI JIejla He HyMEpOBaTh, 3aBe-
pUTETbHBIC HAAIMUCH HE COCTABIISTS.

3.6.4. JIoKyMEHTBI, COCTaBIIIONIIE JIeN1a, TIOJIIMBAIOTCA Ha 4 TIPOKOJIa B TBEPAYIO O0JI0KKY U3
KapTOHA WX TEPEIUIeTAlOTCS ¢ yI€TOM BO3MOKHOCTH CBOOOJHOTO YTCHHS TEKCTa BCEX TOKYMEHTOB,
1T, BU3 U PE30JIIOLUI Ha HUX. [Ipy MOAroTOBKE A€ K NOAIIMBKE (MEepPeIuieTy) MeTalIMYeCKUe CKPeT-
nenust (OyMaBKH, CKPEIKH) U3 JOKYMEHTOB YIAJSIFOTCS.

3.6.5. [lema MOCTOSIHHOTO XpaHEHHs, COCTOSIINE U3 0CO00 IEHHBIX JOKYMEHTOB HIH Hedop-
MaTHBIX JJOKYMEHTOB, XpaHATCS B 3aKPBITHIX TBEPBIX MAIKaxX ¢ TPEMs KIalaHAMH C 3aBS3KaMU WA B
KOpOOKax.

3.6.6. [Ipu Hanu4KK B JieJie HEBOCTPEOOBAHHBIX JTMYHBIX JOKYMEHTOB (YIOCTOBEPCHU JIMUHO-
CTH, TPYIOBBIX KHW)KEK, BOCHHBIX OMJIETOB) 3TH JOKYMEHTHI BKJIAJBIBAIOTCS B KOHBEPT, KOTOPBIi
MOIIMBAETCA B 1o, [Ipu Hammauu OO0JIBIIOTO KOJMYECTBA TAKMX JOKYMEHTOB TIOCIIETHNAE U3bIMAIOT-
Csl M3 JIeNl ¥ Ha HUX COCTABJIICTCS OT/IEIbHAs OTHCh.

3.6.7. B KoHIIe Ka)KI0TO JeNa MOAIINBACTCS YUCTHII OaHK JIMCTa-3aBEPHUTEN, @ B HaYaJe Jeia
(ntst yaera 0co00 IIEHHBIX JOKYMEHTOB) - OJIAHK BHYTPEHHEH OIKMCU JOKYMEHTOB JIeTIa.



3.6.8. B nensx obecriedeHns COXpaHHOCTH M 3aKPEIUICHUS TOPS/IKAa PACIONIOKEHUS JOKyMEH-
TOB, BKIIFOUCHHBIX B JI€JI0, BCE JIUCTBI ATOTO Jiena (KpoMe JIMCTa-3aBEPUTEIIsl M BHYTPEHHEH OIUCH) Hy-
MepyroTcsl apaOCKUMH IU(ppaMu BaJIOBOH HyMepalfeld B MpaBOM BEPXHEM YTy JIHCTa MPOCTHIM Ka-
paHIaIIoM WM HyMepaTopoM. JIMCTEI BHYTpEHHEH OMHICH TOKYMEHTOB JieJla HyMEepYIOTCS OTIEIBHO.

3.6.9. JIucTter nern, cocTosAMmMX M3 HECKOJIBKUX TOMOB HIIM YacTel, HyMEPYIOTCS 10 KaKIOMY
TOMY WJIH TTO KaXKT0H 9acTh OTAEIBHO.

3.6.10. ®oTorpaduu, yepTekd, AMATpaMMbl U APYIAe WILTFOCTPATHBHBIC JOKYMEHTHI, TPE-
CTaBJISIFOIME CaMOCTOSITEIFHBIN JICT B JeNie, HyMEPYIOTCS Ha 000POTHOH CTOPOHE HAa BEPXHEM II0JIE
JHCTA.

3.6.11. Cnoxennbiii muct (popmara A3, A2) pazBopaynBaeTcs U HyMEpyeTCs B IPAaBON YacTH
BepxHero nois jgucra. [Ipu sTom mmct mobdoro GopmaTa, TOAMMTEIN 32 OAMH Kpal, HyMepyeTcs Kak
OJIMH JIHCT; JIUCT, CJIOXCHHBIH W MOJIINTBIN 32 CEpeNHY, IMOICKUT TEPEIIUBKE U HYMEpPYeTCs Kak
OJIVH JIACT.

3.6.12. Jluct ¢ HAarIyx0 HAKJICCHHBIMU JOKyMeHTaMu ((ororpadusmMu, BeIpe3KaMu, BbIITHCKa-
MU U T.[l.) HyMEPYeTCsl KaK OJMH JUCT. ECIM K JOKYMEHTY MOJKICCHBI OJHUM KpaeM JApYrue JOKy-
MEHTBI (BCTaBKH TEKCTA, IEPEBO/IbI, BBIPE3KU H T.I1.), TO KOXKABIH JOKYMEHT HYMEPYETCS OTICIIBHO.

3.6.13. IlogmmTeIie B 110 KOHBEPTHI C BIOXKCHUSIMHU HYMEPYIOTCS; TIPA 9TOM BHadase HyMepy-
eTCsl caM KOHBEPT, a 3aTeM OYepeIHBIM HOMEPOM KaXK/10€ BIIOKCHHE B KOHBEPTE.

3.6.14. TloammThie B AETO0 TOKYMEHTBI C COOCTBEHHOW HyMepalel JMCToB (BKIIIOYas mevar-
HbIC M3/1aHHs1) MOTYT HYMEPOBAaThCsl B OOIIEM MOPSIIKE WM COXPAHITh COOCTBEHHYIO HyMEpAaIHIO, eC-
JIM OHA COOTBETCTBYET MOPSIKY PACIOJIOKEHHUS JIMCTOB B JIEIIE.

3.6.15. B cinydasx oOHapykeHHs OOJBIIOTO YHCIa OMIMOOK B HyMEpAaIUH JIMCTOB JIeJIa TIPOBO-
auTes uX nepeHymepanus. [Ipu mepeHymepamnuu JHUCTOB CTapble HOMEpa 3a4epKHUBAIOTCS U PSIIOM
CTaBUTCSI HOBBII HOMEp JIMCTA; B KOHIIE JIela COCTABIIICTCS HOBBIN JIMCT-3aBEPHUTEIIb, TIPU ITOM CTa-
PBIi JIMCT-3aBEPHUTENb 3a4EPKUBACTCS, HO COXpAHSACTCS B JIETC.

[Tpu Hanu4UK OTIECIBHBIX OIMOOK B HYMEPAIUH JIMCTOB B JeNlaX IPH MOATOTOBKE UX apXHUBOM
OpTraHu3aliy K Tepenadye Ha TOCYIapCTBEeHHOE XpaHEHUE JOITYCKASTCs O COTJIACOBAHUIO C TOoCynap-
CTBEHHBIM apXHWBOM YMOTPEOJICHHE JTUTEPHBIX HOMEPOB JINCTOB.

3.6.16. JIucT-3aBepuTeNb COCTABIACTCS B i€ HA OTACIGHOM JICTE, B KHUTAX - Ha 000pOTHOU
CTOPOHE MOCJIEHEr0 YHCTOTO JINCTA, B KAPTOTEKAX - Ha OTAEIBHOM YHCTOM JIHCTEe (popMaTa KapTOUKH.

JlucT-3aBepuUTeNb Jea COCTABISAETCS MO YCTaHOBICHHOW (opme (mpuioxkeHue 9), B KOTOPOi
YKa3bIBAIOTCS MU(PPaMU U TMPOTHMCHIO0 KOJIMYECTBO MPOHYMEPOBAHHBIX JIMCTOB JIela, KOJIMYECTBO JIUC-
TOB BHYTPEHHEH OTHMCH, OTOBAPUBAIOTCSI 0COOCHHOCTH HYMEPAIlK HOMEPOB Jiefia (Haluuue TUTEPHBIX
HOMEpOB JIeNIa, TMPOIMYIIEHHBIX HOMEPOB, HOMEPOB JIMCTOB C HAKJICCHHBIMHU (poTOTpadusiMu, HOMEPOB
KPYIMHO(OPMATHBIX JIUCTOB, KOHBEPTOB C BIOXEHHSIMH U KOJIUYECTBO BIOKECHHBIX B HHUX JIMCTOB), a
TaKXKe YKa3bIBACTCA HAIMYWE B JIeNie TUIOTPAPCKUX SK3EMILIIPOB OPOIIIOP C KOJMYECTBOM JIICTOB B
HUX, €CJTH OHH HE OBLIM OTMEYEHBI B OOIIEH BaTOBOW HyMEpaIiH B JIeTIe.

Jlucr-3aBepuTens Jena MOIIUCHIBACTCS €ro COCTaBUTENeM. Bce mocnenyromme n3MeHeHHus B
COCTaBE M COCTOSIHUM Jiesia (MOBPEKACHHS, 3aMEHA TOJIMHHBIX JOKYMEHTOB) OTMEUAIOTCSl B JIUCTE-
3aBEPUTEIIE CO CCBIIKON HAa COOTBETCTBYIOIIUM aKT.

3ampemaeTcsi BBIHOCUTD JINCT-3aBEPHUTENb HA OOJIOKKY Jella WIM YUCTBIH 000pOT JIMCTa TI0-
CIIeTHEro JOKyMeHTa. Ecii eno moAmmTo uiM mepervieTeHo 0e3 OnaHka JmcTa-3aBepuTeNs, OH Ha-
KJIEWBACTCS 32 BEPXHIOIO YaCTh JIMCTAa HA BHYTPEHHEH CTOPOHE OOJIOKKH Jera.

3.6.17. BHyTpeHHssI ONMCh JOKYMEHTOB JeJla COCTaBJIACTCS IS ydeTa JOKYMEHTOB MOCTOSH-
HOro U BpeMeHHOTro (cBbimie 10 net) XpaHeHHs, y4eT KOTOPBIX BhI3bIBACTCS CHEH(UKON JaHHOM J10-
KyMeHTaluu (0co00 ICHHBIE, JINYHbIC, CyIeOHbIe, CIICICTBEHHbIC JIe/ia U T.[.), & TAKXKE JJIs ydeTa Jel
HOCTOSIHHOTO W BpeMeHHOro (cBbiie 10 ner) xpaHeHus, cHOPMHUPOBAHHBIX MO PA3HOBUIHOCTSM J10-
KYMEHTOB, 3ar0JIOBKH KOTOPHIX HE PACKPBIBAIOT KOHKPETHOE CO/IepKaHHe JOKYMEHTA.

BHyTpeHHSIs OMUCh COCTABIISICTCSl HA OTJSIBHOM JIUCTE MO YCTaHOBICHHOU (opme (mpriioxe-
ure 10), B KOTOpO# colepikaTcsi CBEACHHUS O MOPSIKOBBIX HOMEpaxX JTOKYMEHTOB Jielia, UX MHIACKCcaX,
Jarax, 3aroJIOBKaX M HOMEpax JIMCTOB nena. K BHyTpeHHeH OMUCH COCTaBIISICTCS UTOTOBAas 3aIHCh, B
KOTOPOH YKa3bIBAIOTCS NU(paMH U TMPOIUCHI0 KOJINYECTBO BKIIIOYEHHBIX B HEE JOKYMEHTOB M KOJIH-
YEeCTBO JIMCTOB BHYTPCHHEH OIHUCH.

BHyTpeHHSss onuCh MOANMCHIBACTCS €€ cocTaBuTeNeM. ECii neno meperieTeHo Wid MOIIINTO
0e3 OnaHKa BHYTpEHHEH OMMCH JOKYMEHTOB, TO COCTABJICHHAS 0 YCTaHOBICHHOW (popMe OIUCH MOJ-
KJICMBAeTCA K BHYTPEHHEH CTOPOHE JIMLIEBON OOJIOXKKH J1ena.



W3meHeHus cocTaBa JOKYMEHTOB Jiena (M3bsATHsI, BKIIOUYCHHS JOKYMEHTOB, 3aMEHa MX KOIHUS-
MU | T.J.) oTpaxxatorcs B rpade "Tlpumedanus” co CChUIKaMU Ha COOTBETCTBYOIIME aKThl. [Ipu HE0O-
XOJUMOCTH COCTAaBJISIETCS HOBAsi MTOTOBAS 3alIMCh K BHYTPEHHEH ONKCH U 3aBEpUTENIbHAs HAIIUCh JIe-
na.

3.6.18. Ob6noxKa Jena MOoCTOSIHHOTO, BpeMeHHOTOo (cBbimie 10 5ieT) XpaHeHUs U 1O JUYHOMY
COCTaBy COCTaBJIsIeTCSl U 0(hOPMILIETCS] IO YCTaHOBJICHHO# (opme (nmpunoxenue 11), B KOTOpo# yka-
3BIBAIOTCSl HAaWMEHOBAaHHE OPraHU3alM{, CTPYKTYPHOTO MOIApa3AeficHUs], MHACKC Jesia, apXUBHBIN
mmdp Aesa, HoMep Jena (ToMa, 4acTH) 1Mo TOJ0BOMY Pa3Jeily CBOHOM OMUCH JIe, 3arojoBOK JIea.

Ha o0nosxke e mocTosIHHOTO XpaHeHUs MPeAyCMaTPUBAETCsl MECTO I HAUMEHOBAaHHMS TOCY-
JApPCTBEHHOTO apXMBa, B KOTOPBIH Jiesia OpraHu3auuu OynyT NpHUHSTH, 0003HaYEHUs] KOJOB rocyaap-
CTBEHHOT'O apXMBa M OpraHU3aLuH.

[Tpu M3MeHEHUH HAMMEHOBAHUS OpraHU3alUK (CTPYKTYPHOTO MOJpa3/eiieHHs) B TCUCHHE Iie-
pHoa, OXBaThIBAEMOI0 JOKYMEHTAMH JIeJia, WK TIPH Mepeaade Iena B APYryro opranusanuio (B apy-
roe CTpYKTYpHOE MopasziesieHre) Ha 00JI0KKe Jlella yKa3blBaeTCsl HOBOE HAMMEHOBAHUE ITOM OpraHu-
3al[i WM OPraHU3alUK-PABONPECMHUKA, a MPEeKHES HAMMCHOBAHUE OpraHu3aluu (CTPYKTYpHOTO
NOJIpa3/IeiCHHs) 3aKIIF0YAeTCsl B CKOOKH.

3aroyioBoK Jena Ha 00JIOKKE JIeJl IEPEHOCUTCS U3 HOMEHKJIATYPhI JeJl OPraHu3alni, coraaco-
BaHHOM C SKCIEPTHO-TIPOBEPOUHON KOMUCCHEN COOTBETCTBYIOIIETO apXMBHOTO ydpexxaeHus. B HeoO-
XOJIMMBIX CIydasiX B 3ar0JIOBOK BHOCSITCS YTOYHEHHUs (HOMepa MPUKa30B, POTOKOJIOB U JIp.).

B Tex cimyuasix, Korna Jeio COCTOUT M3 HECKOJBKUX TOMOB (4acTei), Ha 00JI0KKY KaXI0ro TO-
Ma (4acTh) BEIHOCUTCS OOIIMIA 3ar0JI0BOK JIejia ¥ 3ar0JIOBOK KaKI0To ToMa (4acTu).

B 3arosioBkax nen, copepiKalux KOMUU JOKYMEHTOB, YKa3bIBaeTCs MX KOMMUHOCTE. [lommn-
HOCTb JJOKyMEHTOB JI€J1a B 3ar0JIOBKE HE OrOBapUBACTCA.

Ha 00mn0Ke nena yka3pIBatOTCs apaOCKuMu [udpaMu KpaitHue 1aThl ea - rof(bl) 3aBeACHUS
Y OKOHYAHUS J1ena.

Ecnu B 1e710 BKITIOUEHBI TOKYMEHTHI (IPUJIOKEHUS | T.I1.), 1aThl KOTOPBIX BBIXOAT 3a KpailHue
JIATHI JieNia, TO TIOJ JaTaMH JieJia, C HOBOM CTPOYKH JeNaeTcs 00 ATOM 3aluch: "B JIeNie UMEIOTCS JOKY-
MEHTHI 3a... rof(b1)". JIaThl ena MOTYT He yKa3bIBaThCs Ha OOJIOXKKE JIeT, COJACPIKAIIUX TOJI0BbIC T1Jia-
HBI U OTYETHI, TAK KaK OHH OTPAXKAIOTCA B 3ar0JIOBKax JeJl.

Kpaiitnumn maramu nien, conepalidx OpraHU3allMOHHO-PAaCIOpPSAUTENbHYIO, TBOPUYECKYIO U
UHYIO JOKYMEHTAIHIO (IIPOTOKOJbI, CTEHOTPaMMBbI, MHChbMA, JOKIAAbl U T.JI.), [UI1 KOTOPBIX TOYHAs
JaTUPOBKA MMEET Ba)XKHOE 3HAYCHHUE, a TAKIKE eI, COCTOSIINX M3 HECKOJIbKUX TOMOB (4acTeii), mpo-
CTaBIISIIOTCS KpaiHUE 1aThl JOKYMEHTOB JIeNia, T.€. JaThl peructTpanuu (COCTaBICHHUS) CAaMOTO PaHHETO
U CaMoro MO3AHETO JOKYMEHTOB, BKIIFOUEHHBIX B JIEO.

Ecmm nenom saBnsieTCs KypHaAl pETUCTPALMU IPUKA30B, PACHIOPSDIKEHUH U T.II., TO JAaTOM Aena
OyayT TOYHBIE KaJeHJapHbIE 1aThl IEPBOX U MOCIIEIHEH 3aIiCcel B )KypHaJIe.

Kpaitnumn natamm gena, coaepsKamiero IpoTOKOJIbI 3aceJaHuH, SBISIIOTCS JaThl YTBEPKIACHUS
(m1st TOKYMEHTOB, KOTOpPBIC YTBEPXKIAFOTCS) MM COCTABJICHHUS MEPBOTO M MOCICTHErO MPOTOKOJIOB,
COCTaBJSIFOLINX JIETIO.

KpaiitHumun natamu JIMYHOTO J1€j1a SIBJIAIOTCS AaThl MOANMCAHUS MPHUKa3a O MPUEME U YBOJIbHE-
HUU JIMLA, HA KOTOPOE 3TO AEJI0 3aBEICHO.

OO0s13aTeNIbHBIMUA PEKBU3UTAMHU OOJIOKKH J1€J1a SIBJISIFOTCS KOJMYECTBO JIMCTOB B JIeJie, KOTOPOE
MPOCTABIIETCSl HA OCHOBaHMH 3aBEPUTENILHON HAMKMCH JIeia, ¥ CPOKH XpaHeHus jena (Ha Jaenax mo-
CTOSIHHOTO XpaHEHUs mumercs: "XpaHUuTh MOCTOSIHHO").

3.7. CocTaBjienne U opopMiIeHHe onHceii xe

3.7.1. Ins obecrieueHs] KOMIUICKTOBAHMS apXUBa B OPTaHU3AIMH Ha BCE 3aBEPIICHHBIC B Jie-
JIOTIPOU3BOJICTBE JIeJia TIOCTOSHHOTO, BpeMeHHOTO (cBbiie 10 jeT) XpaHeHUs U 1Mo JIMYHOMY COCTaBYy,
MPOIIEAIINE 3KCTIEPTU3Y LUEHHOCTH, COCTABIIOTCSA apXUBHBIE OIUCH.

ApxuBHasi ONUCH (1asiee - OMUCH) - ITO APXUBHBIN CIIPABOYHHK, COJCPIKAIINI CHCTEMATU3UPO-
BaHHBIN TepeueHb eIMHHI] XPaHCHHUS apXUBHOTO (OH/A, KOJUIEKINY U TPEAHA3HAYCHHBIN 1 UX yde-
Ta ¥ PACKPBITHA COJIEPKAHUSI.

OmnucH COCTaBISIFOTCSI OTIENBHO: Ha JieNia MOCTOSIHHOTO XPaHCHUsI; Jejia BpeMEHHOTO (CBBIIIE
10 net) xpaHeHus; aena mo JIMYHOMY COCTaBY; Jiejia, COCTOSIIHME 13 JOKYMEHTOB, XapaKTePHBIX TOJIBKO
ISl TAaHHOW opraHu3anuu (CyneOHbIe, CIeCTBEHHBIC JIeja, HAyYHbIC OTYETHI [0 TEMaM U T.IL.).



OtaenbHasi ONMUCH MPEACTABISICT OO0 MepeueHb JIe]l C CAMOCTOSTENIbHOM BaJOBOM (MOPSAKO-
BOIi) HyMeparueii.

3.7.2. B opranu3anuy, B KaXXJI0M CTpYKTYPHOM TOJPA3ICICHHN ONHCH COCTABIISTIOTCS €KETro/I1-
HO II0J1 HETIOCPEJCTBEHHBIM METOINYECKIM PYKOBOACTBOM apxuBa. [10 3TUM OmuCsAM TOKYMEHTHI TIe-
penatotcst B apxuB. OnucH, MOATOTOBIEHHBIE CTPYKTYPHBIMH MOAPA3/EICHUIMH, CIIy>KaT OCHOBOM IS
MOATOTOBKH CBOJHOM OMMCH 1€ OPTaHU3aluy, KOTOPYIO TOTOBHUT apXuB U MO KOTOPOH OH CAAET Jena
Ha TIOCTOSIHHOE XpaHEHHE.

OmucH Jien CTPYKTYPHBIX MOAPA3IEIICHUN COCTABISIOTCS M0 YCTaHOBIECHHON (opme (mpwuio-
xeHue 12) B Tpex dK3eMIUBIpax M HPEICTABISAIOTCS B apXHB OPraHU3al[lK Yepe3 TOJl Mocie 3aBepiie-
HUS A€l B 1€JO0MPOU3BOJCTBE.

3.7.3. OnmcarenpHas CTaThs OMUCH TNl CTPYKTYPHOTO TO/pa3/IeiieHus] BKIIOYAeT B cedsl cie-
IYIOILE 3JIEMEHTHI!

HOPSIIKOBBINA HOMEp Jera (ToMa, YacTH) 10 OIHUCH;

UHJIEKC Jena (ToMa, 4acTH);

3aroJIOBOK jienia (ToMa, 4acTH), TIOJIHOCThIO COOTBETCTBYIOILIMI €ro 3arojioBKy Ha OOJIOKKE Jie-
na;

JatThl aena (ToMa, 4acTu);

KOJIMYECTBO JIMUCTOB B jieje (TOME, 4acTH);

CPOK XpaHeHHus Jena.

3.7.4. Ilpu cocTaBIICHUH OIMCH JIeJI CTPYKTYPHOTO MOPA3IEICHIsI COOIOAAIOTCS CICAYIOINE
TpeOOBaHUS:

3aroJIOBKHU JI€JI BHOCSITCSI B ONKMCh B COOTBETCTBUU C MPUHATON CXEMOM CHCTeMaTH3alluy Ha OC-
HOBE HOMEHKJIATYPHI €T,

Ka)X0€ JICI0 BHOCUTCS B OMHUCH MO CAMOCTOSITEILHBIM TOPSAKOBBIM HOMEPOM (€CIH AeJo CO-
CTOMT U3 HECKOJIbKUX TOMOB WJIA YacTEH, TO KaXAblil TOM HJIM 4aCTh BHOCSITCA B OIIUCH T0J] CAMOCTOS-
TENILHBIM HOMEPOM);

MOPSIIOK HyMEpaluu Jell B OMKCHU - BaJIOBBIM 332 HECKOJIBKO JIET; OPSAJAOK MPUCBOCHUS HOME-
POB OIKCSAM CTPYKTYPHBIX IOAPA3EIICHII YCTaHABJINBAETCS IO COTIACOBAHUIO C APXUBOM;

rpadpl ONHCH 3aMOJHSIIOTCS B TOYHOM COOTBETCTBHU C TEMH CBEICHUSIMHU, KOTOPHIC BBIHECECHBI
Ha 00JIOXKKY JeTa;

MPU BHECEHUHU B OMHCH MOJPSI ACN C OJMHAKOBBIMU 3ar0JIOBKaMH IMHUILIETCS MOJHOCTHIO 3aro-
JIOBOK TIEPBOTO €A, a BCE OCTAJIbHBIE OAHOPOAHBIE Jesia 0003HavYaroTCs ciioBaMu ' 10 ke", mpu 3ToM
JApYyrue CBECHHUS O JIeaX BHOCITCS B OIMKCH MOJHOCTBIO (HA KaXKIOM HOBOM JIMCTE OIMKCH 3ar0JIOBOK
BOCITPOHM3BOIUTCS TIOJIHOCTHIO);

rpada onucu "lIpumedanus” HCIOIB3YeTCs sl OTMETOK O TIpUEMe Jel, 0COOEHHOCTSX uX (H-
3UYECKOTO COCTOSIHUS, O TIepeaade AN APYIUM CTPYKTYPHBIM NOJpa3AesiCHUsIM CO CCHIJIKOM Ha HEoO-
XOJUMBIN aKT, 0 HAJIMYWH KONUH | T.II.

B koHIe onucy Benen 3a MOCIENHEN ONMMCATENFHOM CTaThel 3alOJHAETCS UTOTOBas 3aIllch, B
KOTOpPOU YyKa3bIBarOTCS (LU(ppamMu U MPOMHUCHIO) KOJIMYESCTBO JICN, MEPBbI M MOCIEAHUI HOMepa el
0 OIIHCH JIeJ, & TAK)KE OrOBAPUBAIOTCS OCOOCHHOCTH HYMEpALUH JIe)l B ONUCH (HAJMYHEe JTUTCPHBIX U
HPOMYIIEHHBIX HOMEPOB).

Onuce Aen CTPYKTYPHOTO TMOAPAa3JEeNICHUs! MOANMCHIBACTCS COCTAaBUTENIEM C YKa3aHHUEM €ro
JOJDKHOCTH M YTBEPKAAETCS PYKOBOAUTEIEM CTPYKTYPHOTO MOAPA3ICIICHUS.

[To TpeboBaHuIO0 apxrBa OpraHU3aLMHU K OMUCH MOTYT COCTaBJISIThHCS OIJIABJICHHE, CIIUCOK CO-
KpAaIllEHU !, yKa3aTelu.

3.7.5. Ha ocHoBe ommceil nen CTpyKTYpHBIX MOIpa3/AeieHUil COCTaBIAETCS TOMOBOW paszeln
CBOJIHO OIMCH €Il OPraHU3alMy, MOJTOTOBKAa KOTOPOrO BO3JIAraeTCsl Ha apXUB OPTraHU3aLMH MO He-
MOCPEICTBEHHBIM METOAUYECKUM PYKOBOJICTBOM COOTBETCTBYIOILETO APXUBHOTO YUPEKIACHUS.

3.7.6. B rooBOif pa3men CBOJHOMN OMKCH JIEN TOCTOSIHHOTO XPAaHEHHUS BKIIFOUAOTCS 3aT0JIOBKU
JIeJ1 IOCTOSTHHOTO XPaHEHHs!, OTJIOXKUBIIUXCS B TEUEHUE T0/1a B ACSATENBHOCTU CTPYKTYPHBIX MMOAPA3-
JeTIeHUH, W 3aroJIOBKH JIe), COPMHUPOBAHHBIX U3 JOKYMEHTOB, BBIICICHHBIX U3 JIEJI C BPEMEHHBIMH
CpoKkaMu XpaHeHus, uMeBIKX oTMeTKy ' OIIK", mpuuem TonbKO mocne CBEpKM MX CO CBOJHOM HO-
MEHKJIATYpOH 3a TOT K€ TOJ M MPOBEPKH MPABUIBHOCTH GOpMUPOBaHUS U 0opMieHus nen. B HeoO-
XOJMMBIX CITydasix 3aroJIOBKH JIeJI yTOUHSIOTCS, JiejIa TIOIBEPTaroTCs PAaCIIMBKE U mepeOopMHUPOBAHHIO
npu 0OHAPy)KEHUH, YTO /10 CPOPMUPOBAHO HETIPABUIIHHO.



3.7.7. T'onoBoii pa3aen CBOAHOM OMKCH e IOCTOSHHOTO XPAHEHHUS! COCTABILIETCS] IO YCTaHOB-
neHHo# ¢opme (mpunoxenue 1). DineMeHTHI ONKMCATEIbHOW CTAThU M TOPSIOK BHECCHHUS 3ar0JIOBKOB
JeNl B TOZOBOM pasien CBOTHOW OIMCH JIEJ IMOCTOSHHOTO XpaHEHUs, 3aloHeHHe rpad) aHaJIOTHIHBI
JIIEMEHTaM U MOPSAKY, U3JI0KEHHBIM B TyHKTax 3.7.3 - 3.7.4.

[TepBomy ro1oBOMY paszeny CBOJHON OMHUCH e (POH/IA TIPUCBAUBACTCS HOME T10 JICTY (PoH-
71a, BCE MOCIIEAYIOLME TOIOBBIE pPa3elibl YUCISTCS 3a 3TUM HOMEPOM 10 00pa3oBaHMs 3aKOHUEHHOU
OITHCH.

3.7.8. 3aronoBKu Jen, BKIIOUYEHHBIC B TOIOBOW pa3/ien CBOJHON OTHCH JIeN MMOCTOSIHHOTO Xpa-
HEHUS1, HyMEPYIOTCS B BAJIOBOM IOPSIJIKE.

3.7.9. 3aronoBKM JTOMOJIHUATENFHO OOHAPYKEHHBIX NI B 3aBUCHMOCTH OT MX KOJIMYECTBAa MO-
r'yT OBITh BHECEHBI B TOJI0OBOM pa3zies MmoJ JUTEPHBIMH HOMEPAMH B COOTBETCTBHH C MPUHSITON cUCTe-
MaTH3alKel WM B KOHEL FOJJ0BOTO pa3jena.

[Tocne BHeceHUsI B OMKCH 3alMCEld O MOCTYIUICHMH WM BBIOBITHH €N COCTABIIETCS OKOHYA-
TeJIbHAsA UTOTOBAs 3aMMCh, B KOTOPOM YKa3bIBAIOTCS TAKKE OCHOBAHUS BHECEHHBIX H3MEHEHUM.

Baecenue B romoBoil paszmen CBOIHOM omucH Jei U3MEHEHU# mocne yreepxkaeHus ero JIIK
apXUBHOTO YYPEXKIEHHUS TOmycKaeTcsl Toybko nocne npuasatus DIIK, yreepausiiei 3ToT pasnen, co-
OTBETCTBYIOIIETO PEIICHHUS.

3.7.10. K nepBoMy roZjoBOMy pa3zieny CBOJAHOM OMKCH e MOCTOSTHHOTO XPAHEHUS COCTABII-
eTCsl IPEeIUCIIOBUE U IPU HEOOXOIMMOCTH - yKa3aTelld, OTJIaBJICHUE, CIUCOK COKPAIIEHHBIX CJIOB, KO-
TOpBIE COCTABILSIIOT CIPABOYHBIN anmnapaT roJl0BOro pa3zelia OIUCH.

3.7.11. B npeaucioBre BKIOYAIOTCS CBEJCHHUS 00 OCHOBHBIX HAMPABJICHUSAX JCATCIBHOCTH U
CTPYKTYpE OpraHH3alMy 3a MEePHOJ, KOTOPBIM OXBAaTHIBAIOT Jejia OMMCH; AACTCS KpaTKas XapaKTepH-
CTHKa COJEp)KaHUSl W TOJHOTHI JOKYMEHTOB ()OHJA, BKIIOUEHHBIX B pa3fell; YKa3bIBaeTCs HaINYHe
JIeT1, BBIXOSIINX 32 XPOHOJIOTUYECKHE TpaHUIbl (POHIA, OTMEYAIOTCS HanOoJee TUIMUYHBIC TPYIIIIEI
JIeJT KaK 10 Pa3HOBUIHOCTSM JOKYMEHTOB, TaK M MO COIEPKAHUIO; AETCs KpaTKas XapaKTepHCTHKa
coJiep KamIenicss B OMMCH WH(OPMALUU O TOABEIOMCTBEHHBIX WM BBIIIECTOSAIIMX OPTaHU3AIHAX; OC-
BEINAIOTCS OCOOCHHOCTH (POPMHUPOBAHMS, OMHCAHUS M CHUCTEMAaTH3aIMH 3aroJIOBKOB JIEJ, HATHYUE
CIPaBOYHOTO armapara K pas3jaeny, OCHOBHbIE NPUHIUIBI €r0 COCTABJICHUS M MOPSIOK IMOJIb30BAHUS
UM.

[IpeancnoBre MOANUCHIBAETCS COCTAaBUTENEM C yKa3aHHEM JIOJDKHOCTH M AAThl COCTABJICHHS
MPEIUCIIOBHS M 3aBSIYIOIINM apXHBOM OpraHU3aluK (JIMIIOM, OTBETCTBEHHBIM 33 apXUB).

3.7.12. OrmnaBneHne COCTABISIETCS, €CIIM B TOJOBOM paslielie CBOJHOW OMMWCH JIET WMEIOTCS
nojapaszensl, Apyrue 0ojee MeJIKUe TPYIIbl 1€, CIPABOYHBIA anmapaT K pasjeny. B ornasnenun ne-
PEUYHCIISIOTCS: TPEIUCIOBUE, CIIUCOK COKpAIICHUH (COCTaBIsIEMbIil B HEOOXOMMBIX CITy4asix), Ha3Ba-
HHSI BCEX TOJpa3/ieiioB U 0ojiee MEIKUX TPYII JeN, BKIIOUYCHHBIX B pasjel, ykasaTteiau (eciu OHU
UMEIOTCS).

3.7.13. T'onoBoii pa3men CBOIHON OMUCH JET COCTABISIETCS B 4-X OK3EMIIpaXx.

l'onoBble paznensl, €c OHU HE SIBISIFOTCS 3aKOHUYEHHOM ONMHMCHIO, HE MOJIIMBAIOTCA U HE Tie-
peIuIeTaloTCsl; OHU JOJDKHBI XPAHUTHCS B MANKaX ¢ KJIalmaHaMU U 3aBA3KaMHu.

3.7.14. T'omoBo#i pa3zen CBOJHOW OMHCH €N MOCTOSHHOTO XPaHEHUS MOJUIC)KUT paccMoTpe-
o L[OK (OK) opranuzanmu, mocie 4ero B Ciiyyae COIVIACOBAaHHs B KOHIIE pa3jieiia CTaBUTCS rpud
"CornacoBano" ¢ ykazanueMm Homepa nportokosa [[IK (OK) u martel 3acenanusi, Ha KOTOPOM OH OBLI
paccmotper. OnoOpeHHble TO0BbIE pa3/ieibl HAMPABJIAIOTCS HA PACCMOTPEHUE apXUBHOIO YUpexIe-
HUSI B COOTBETCTBHH CO CPOKaMH, YCTAaHOBJICHHBIMH Tpa)UKOM TPEICTABICHHUS OMUCEW JeN Ha pac-
cmotpenne DIIK apXuBHOTO ydapexIeHus, HO He TIO3HEee YeM depe3 2 rofia, a IeHTPAIbHBIM apXUBOM
MHUHHCTEPCTBA, BeoMcTBa Poccuiickoit denepanun (LEHTPAIBHBIM OTPACICBBIM aPXHBOM HPU MHHH-
crepcTBe, BenoMcTBe Poccuiickoii denepaimn) - uepe3 4 rona mocjie 3aBepIleHHUs JAETONPOU3BOICT-
BOM JI€Jl, BKIIIOUEHHBIX B paznen. [Ipencrasisaiorces 4 ero sk3emMIusipa.

[Tocne yrBepxaenus rogosoro pazgena JIIK apxuBHOro yupexneHus pasznen yTBEp:KIACTCs
PYKOBOJMTENEM OpPTaHU3alMH, 3aT€M MEPBbIN SK3EMILISIP TOI0OBOTO pasjena CBOAHOM OMKCH B KayecT-
B€ KOHTPOJIBHOTO MEPEAAETCsl B TOCYJAPCTBEHHBIHN apXUB, OCTAJIbHbBIE OCTAIOTCS! B OPTaHU3ALUU.

3.7.15. HeckoJIbKO TOJOBBIX Pa3esioB CBOAHBIX OMUCEH JeNT IOCTOSIHHOTO XPaHEHUS WK OJTNH
TOZIOBOM pa3ziesl, YUCIIO 3ar0JIOBKOB I B KOTOPBIX TOCTHIJIO YETHIPEX3HAYHON LU(PBI, CAUTAIOTCS
3aKOHYEHHOW apXHBHOW OIUCHIO.



B opraamzanusax ¢ HeOOMBIIM 00bEMOM €XKETOAHO 00pPa3yIONMNXCs e MOCTOSIHHOTO XpaHe-
Hust (no 200 men) onmuch CUUTACTCS 3aKOHUCHHOM, €CJIM B HEE BKJIOUEHBI TOJIOBBIC Pa3JIelibl CBOHBIX
OTIHCEH eI TIOCTOSTHHOTO XpaHEeHUs 3a S JieT.

3.7.16. Kaxxno#i 3aKkOHYCHHOM OTIMCH MPUCBAUBACTCS HOMEP.

3.7.17. 3akoHYeHHAs! OMKICh HMEET CaMOCTOATEIHLHYIO HyMEpaIMio 3aroj0BKOB JIeJ, K HEell co-
CTaBJISIFOTCS NTOTOBAS 3aMMCh M 3aBEPUTENbHAS HAAMKUCH. MITOTOBAs 3amuch U 3aBepUTEIbHAS HAAINChH
(mpunoxenne 13) K 3aKOHUCHHOW OMKMCH COCTABISIOTCS TaK e, Kak K TOJOBOMY pasfeiy CBOIHOM
OTIHCH eIl

[Tpu >TOM 3aBepuTENBHBIC HAANKCH, COCTABICHHBIC K TOJOBBIM DPa3leliaM CBOJHBIX OIHCEH
TeTT, U3BIMAFOTCSI.

3.7.18. OOs3aTenbHBIM 2JIEMEHTOM O(GOPMIICHHS 3aKOHYEHHOW OTNHCH SIBISETCS THTYIBHBIN
muct (npunoxenue 14).

Ha tuTynpHOM NHCTE 3aKOHYSHHOM OTHCH JIeN OCTOSIHHOTO XPaHEHUS YKa3bIBAIOTCS

Ha3BaHue QoHMA;

HoMep (oHIa,;

HOMEp OTIVICH,

Ha3BaHUE OIKCH, KOTOPOE BKIIIOYACT YKa3aHUE KAaTETOPHH JOKYMEHTOB (MIOCTOSIHHOTO, Bpe-
MEHHOTO XPaHEHUsI, 110 JIMYHOMY COCTaBY U T.J.), COJEPIKAIIMXCS B JeaX, 3aroJ0OBKH KOTOPBIX BKIIO-
YCHBI B OTIHCH;

KpaifHHe JaThl J1e]1, BKITIOYEHHBIX B OIUCH.

[epen Ha3BanmeM (hoHIA HA THTYIBHOM JIHCTE OCTABIISICTCS MECTO IS HANMCAHHS TIOJHOTO
Ha3BaHMs TOCYAAPCTBEHHOTO apXHBa, B KOTOPOM OYIyT MOCTOSIHHO XPAHUTHCS JeNia JaHHOH OpraHu-
3aIuu.

3.7.19. K 3akoHUYEHHOW OMUCH 0053aTEIbHO COCTABIISIOTCS OTJIaBJICHUE W TIPEIUCIIOBHUE, a TaK-
K€ YKa3aTeJH U CIHCOK COKPAIICHHBIX CIIOB MPU HATMYHH MMOCICTHIX B TOIOBBIX pa3/ieax.

3.7.20. 3akoHYeHHas ONMUCh BMECTE C THTYJIHHBIM JIMCTOM M CIIPAaBOYHBIM ammapaToM K Hel
3aKITFOYAeTCs B TBEPAYIO OOJI0XKKY M MIEpeIIeTaeTCsl.

3.7.21. B romoBoii paszaen cBoaHOI omucu jaen BpemeHHoro (cBeimie 10 jieT) XpaHeHUs BKIIIO-
YarOTCS 3arOJIOBKHU /€T, OTJIOKHMBIIUXCS B TEYCHUE TO/1a B JACATEIFHOCTH CTPYKTYPHBIX MOJpa3/ee-
HH.

[Mopsimox BHECEHHsI 3arOJIOBKOB JIeT B TOJOBOW pa3zen aHAJOTHYEH IMOPSAKY, YKa3aHHOMY B
m. 3.7.4,3.7.6 - 3.7.9.

['onmoBoit pa3men cBoaHO#M omrcy jaen BpeMeHHOTO (cBbiie 10 jieT) XpaHeHHs COCTaBISIETCS 110
yCTaHOBJICHHOM (opme (npuiioxkenue 2). [Topsaok 3anoiaHeHus rpad) OMUCH, HyMEpaliK 3arojJoBKOB
JIeT pasJiena, COCTaBICHUS WTOTOBOM 3alCH M 3aBEPUTENHFHON HAAMKCH K pa3/iely aHaJOTW4eH II0-
pAnKy, ykazanaomy B m. 3.7.7 - 3.7.9, 3.7.17.

Cucremarusanus 3arojOBKOB JIe B TOJOBOM pa3Jiesic CBOHOI OMUCH e BPEMEHHOTO (CBBI-
re 10 5iet) XxpaHeHHs COOTBETCTBYET CUCTEMATHU3aI[MK 3ar0JIOBKOB JIeJI B CBOJIHONH HOMEHKJIATYpE el
3a 3TOT XK€ TO/I.

[Tpu HEOOXOIMMOCTH K TOOBOMY pa3zeny 3TOI OMUCH COCTABISIOTCS OTJIaBICHHE, CITUCOK CO-
KpameHHbIX cioB (cM. 1. 3.7.10).

TonmoBoit pasaen cBoaHOIM omucu e BpeMeHHOro (cBbiiie 10 yieT) XpaHEHUs! meyaTaeTcs B
IBYX 9K3eMIuipax u ogoopsercs BHavane [[DK (OK) opranuszanuu, a 3aTeM yTBEpIKIACTCS ¢ PYKO-
BOJIUTEIIEM.

3.7.22. T'onoBO# pazaen CBOJHOW OMHCH JAEN 1O JUYHOMY COCTaBy MMEET YCTaHOBIICHHYIO
dopmy (mpunoxerune 3). IMopsimok 3amosiHeHus rpad, GoOpMbl ONMKUCH, HYMEPALUU 3aroJIOBKOB JIEIT
paszena, COCTaBJICHUSI HTOTOBOW 3aIMCH W 3aBEPUTEIHHON HAANMCH K pa3aelly aHaJOTHYCH MOPS/IKY,
ykazanHomy B . 3.7.7 - 3.7.9, 3.7.17.

3.7.23. 3aronoBKu A€ B TOJ0BOM pa3zelie CBOJHOM OIMKCH JeIT IO JIMYHOMY COCTaBY CHCTEMa-
THU3UPYIOTCS 110 HOMUHAJIBHOMY MIPU3HAKY C YIETOM CIIETIYIOIIEH MMOCIeI0BaTeIbHOCTH:

npuKassl (pPacnopsuKeHHs) MO JIMYHOMY COCTaBY;

CTHMCKH JIMYHOTO COCTAaBa,

KapTOYKH IO y4€Ty JITYHOTO cocTaBa (IPH OTCYTCTBUH OT/CIBHOW OMUCH JINYHBIX JICI);

JUYHBIE Aeja (IPU OTCYTCTBUU OTACIBHON OMUCH JIMYHBIX JIEI);

JMIEBbIC cueTa pabovmXx M CIYXaluX Mo 3apaboTHOI miate (pacueTHbIe BEIOMOCTH IO 3ap-
are);



HEBOCTPEOOBAHHBIC TPYIOBbIC KHIKKH (IIPU OTCYTCTBHHU OT/ACIBHOMN OMHCH);

aKTBl O HECYACTHBIX CITydasx.

VYka3aHHbIE BUABI JOKYMEHTOB, 00pa3ylomiecs B OpraHW3aluu B OOJBIIMX 00BEMax, MOTYT
BBIZICISITHCSI B CAMOCTOSTEIbHBIC TO0BBIC Pa3/elibl ONKucH (JIMUHbBIC Aeja, TPYIOBbIC KHUXKKH H T.II.).
Jluunbie nena (JIMUHBIC KAPTOYKH) BHOCSATCS B CBOAHBIN FOAOBOW pa3/iell OMUCH 110 TOAY YBOJbHCHHS
JMIa, Ha KOTOPOE 3aBEICHO JIMYHOE JIeTI0, M CUCTEMATH3HUP YIOTCS MO a(aBuTYy.

[Tpu HEOOXOTUMOCTH K TOZOBOMY pa3/ielly CBOJHOMN ONKCH e U K 3aKOHYEHHOH OTIHCH JIeT 10
JMYHOMY COCTaBY COCTABIISTIOTCS OTJIABJICHHS, YKA3aTeIN U CIIUCKU COKPAIICHHBIX CIIOB.

I'ooBo¥ paszmen cBOJHOM ONMHCH AEN MO JUYHOMY COCTaBY OpraHU3ALMH, NEPENAIOIENd JOKY-
MEHTHI Ha MOCTOSTHHOE XpaHEHHE, MMeYaTacTCs B TPEX SK3EMIUIIpaX, MOANUCHIBACTCS COCTABUTEINEM,
3aBepseTCsl HAaYaJIbHUKOM OTeNa KaapoB (MHCIEKTOPOM IO KajpaM) W HPEICTABISCTCS Ha PacCMOT-
penne 119K (OK) opranuzamuu. [Tocne onobdpenus pazaena LIDK (OK) oH moane Ut coraacoBaHHIO ¢
OI1K cOOTBETCTBYIOIIETO apXUBHOTO YUPEKACHUS U YTBEPKACHUIO PYKOBOAUTEIEM OpPTaHU3AIIHH.

[Mopsimok cocraBneHns U 0QOPMIICHUST 3aKOHYCHHOM OTHMCH e M0 JMYHOMY COCTaBYy aHAJO-
THYCH MOPS/AKY, YKazaHHOMY B mil. 3.7.16 - 3.7.20. ®opma THTYIBHOTO JHCTA K 3aKOHYCHHOW OIHCH
JIeTT TI0 JTMYHOMY COCTaBY WACHTUYHA (JOpPME THTYIBHOTO JIMCTa K 3aKOHYEHHOW OMHCH JIeJ TOCTOSH-
HOTO XpaHeHus (npuioxexue 14).

[Mopsimok cocraBieHust 1 0(OPMIICHHS OITUCH Ha KOKAYIO Pa3HOBUIHOCTD CHEIM()UICCKUX IS
JaHHOW OpraHW3alUu JOKYMEHTOB (HaydHbIE OTYEThI, TEKCTHI MPOrpaMM paauo- U TeJenepenad u
T.I.), & TAKXKE Ha CIy)KCOHbIC BEOMCTBEHHbIC U3IaHUS OMPEACIACTCS B 3aBUCUMOCTU OT CPOKOB HX
XpaHEHHUs 10 aHAJOTHU C TOPSIKOM COCTAaBICHHS W O(OPMIICHUS OMHCEH /e MOCTOSHHOTO W Bpe-
MEHHOTO XpaHeHus. [lerna cucTeMaTH3upyloTcs B TOAOBBIX pa3jeiax CBOJHBIX OTHCEH ¢ y4eTOM crie-
IU(UKA TOKYMEHTOB.

3.7.24. OT60p MOKYMEHTOB Ha YHHUYTOXXCHHE U COCTABJICHHUE Ha HUX akTa (mpusoxkenue 4)
MPOU3BOAUTCS MOCIIE MOATOTOBKU OMUCEH JIeN MOCTOSTHHOTO U BpeMeHHOro (cBbiine 10 siet) xpaHeHus
3a 3TOT MEPHOA. AKTHI O BHIICICHHH TOKYMEHTOB H JIe] K YHHYTOKCHHIO paCCMaTPUBAIOTCS Ha 3ace-
nmaaun DK oTHOBpEMEHHO C OMUCSAMH TS

Jlnst opraHu3anui, coaroIuX Jeja Ha MMOCTOSHHOE XPaHEHUE, aKThl YTBEPKAAIOTCS PYKOBOIH-
TEJIEM OpPTaHW3ALUH TIOCIIe YTBEP)KICHHS ONMUCEH JIeN MOCTOSHHOTO XPAHEHUS 32 3TOT MEePHO apXUB-
HBIM yYPEXKICHHEM.

3.7.25. Tlopsnok nepemadn JOKYMEHTOB B apXHB OpTaHU3AIINH.

Jlena mOCTOSTHHOTO U JI0JITOBPEMEHHOTO XpaHEHUs, BKIFOUask JOKYMEHTHI TI0 JINYHOMY COCTaBY,
MepeIaroTCsl B apXHUB OPTaHU3ALMHI HE MO3/IHEEe YeM Yepe3 TPH rofia Mociie uX 3aBepUIeHUs B AEIIONpPO-
M3BOJICTBE.

[lepenaya nenm B apXuB OpTraHU3AIMH OCYIIECTBIISIETCS MO TPa(UKy, COCTABICHHOMY apXHUBOM,
COTJIACOBAaHHOMY C PYKOBOJUTEISIMUA CTPYKTYPHBIX HOJpa3aelieHH, MepeJarouX JOKYMEHTH B ap-
XUB, ¥ YTBEPKICHHOMY PYKOBOIUTENIEM OpTaHU3aIlNH.

B mepuno moaroToBKU 11 CTPYKTYPHBIM IOpa3IeieHHEeM K Iepenade B apXuB OpraHU3aliH
COTPYIHUKOM apXHBa MPEABAPUTEIFHO MPOBEPSETCS MPAaBWIBHOCTh UX (HOPMHUPOBAHUSA, ODOPMIICHHS
M COOTBETCTBHE KOJIMYECTBA JEJI, BKIIOYCHHBIX B OIMHUCH, KOJMYECTBY JIEN, 3aBEACHHBIX B COOTBETCT-
BUU C HOMEHKJIATypOH JIeNl OpraHu3aiyu. Bce BBISBICHHBIE IPU NMPOBEPKE HEJOCTATKH B (JOPMUPOBa-
HUU ¥ 0(OpMIICHHH JIeNT paOOTHUKU CTPYKTYPHOTO TOJpa3/eieHust 00s3aHbl ycTpaHuTh. [Ipu oOHa-
PYXEHUHU OTCYTCTBUS JIET COCTABIIIETCS COOTBETCTBYIOMIAS CIIPaBKa.

[Mpuem Kaxao0ro jAeia MPOHM3BOAUTCS JHMIOM, OTBETCTBEHHBIM 3a apXHB (CIEHAIbHBIM CO-
TPYIHHKOM), B IPUCYTCTBUH PaOOTHUKA CTPYKTYPHOTO mojpasaeieHus. [Ipu 3Tom Ha 000uX 3K3eMII-
JsIpax OMUCH MPOTHB KaXOTO JieNa, BKIFOUEHHOTO B HEe, AENAaeTCsl OTMETKA O HAIWYHUH Jiena. B KoH-
e KaKI0TO AK3EMIUIIpa OTIMCH YKA3bIBAIOTCS MU PaMU U TIPONUCHI0 KOINIECTBO (PAKTUIECKH MTPHHS-
THIX B apXMB JIeJI, HOMEpa OTCYTCTBYIOIIMX JIeJ, JaTa MpreMa-Tepeaadu Jejl, a TakkKe MOIIMICH OTBET-
CTBEHHOTO 32 apXuB (COTPYJAHUKA apXHBa) U JHUIA, IEPEIABIICTO JIea.

[Tpu npreme 0co60 MEHHBIX AEIT MPOBEPSAETCS KOJIUIECTBO JIMCTOB B JIETAX.

Jlena, yBsi3aHHBIC B CBS3KH, JOCTABIITIOTCS B @pXUB OPTaHU3AIMH COTPYTHUKAMHU CTPYKTYPHBIX
MOJPa3ICIICHUM.

BwMmecre ¢ nemaMu B apXuB MEpearOTCsl pETUCTPAIIMOHHBIC KAPTOTEKH Ha TOKyMeHTHI. Hanme-
HOBaHHE KaKIOH KapTOTEKH BKJIFOYACTCS B OIHUCH.



4. OBECIIEYEHHUE COXPAHHOCTHU JOKYMEHTOB APXUBA

4.1. Cucrema Mep oOecrieYeHUs1 COXPAHHOCTH JOKYMEHTOB

4.1.1. Opranuzauus XpaHeHUs JOKYMEHTOB - CHCTEMa MEpONPHUATHH, BKIIOYAIOLIAs Paluo-
HaAJIFHOE pa3MelIeHre JOKYMEHTOB, KOHTPOJIb 32 HX JIBH)KCHHEM M (PH3HMYECKUM COCTOSTHHEM, KOTIHUPO-
BaHME JOKYMEHTOB C IENBI0 CO3JaHMs CTPaxoBoro (oHnma u ¢GoHAA MOIB30BaHMS, BOCCTAHOBICHUE
(pecraBpanusi) nMepBOHAYAIBGHBIX MM OJM3KHX K MEPBOHAYAJIBHBIM CBOWCTB M BHEUIHUX MPH3HAKOB
JOKYMEHTOB, MOJABEPTILIUXCS OBPEXKACHUIO UIIH Pa3pyLICHUIO.

4.1.2. JInis obecriedeHnsi COXpaHHOCTH JOKYMEHTOB B apXUBE JTOJDKHBI OCYIIECTBIISITHCS |

KOMIUJIGKC MEp IO OpraHM3allM XpaHEHUs, MpelycMaTPUBAIOIIMHA CO3JaHHE MaTepHabHO-
TEXHUYECKOH 0a3bl XpaHEHHsI JOKYMEHTOB (3[JaHUE U MMOMEIICHHsT XPAHWIIHIL, CPEICTBA XPAHCHHUS JI0-
KYMEHTOB, CPEICTBa OXpaHbl U OE30MaCHOCTH XPaHEHHUs, CPEACTBA KIMMATUYECKOTO KOHTPOJIS, Cpea-
CTBa KOITUPOBAHMSI U BOCCTAHOBIICHUSI MOBPEKACHHBIX TOKYMEHTOB H T.I1.);

KOMIIJIEKC MEp MO CO3JaHHI0 U COOJIOACHUIO HOPMATHBHBIX YCJIOBUN XpaHEHHUS TOKYMEHTOB
(TeMIiepaTypHO-BIQKHOCTHBIN, CBETOBOW, CAHUTAPHO-THTHCHUYECKUN, OXPAHHBIA PEKUMBI XpaHe-
HUSA).

4.1.3. Cucrema Mep 10 OpraHU3alMy XpaHEHUs JOJDKHA 00ecieynBaTh COXPaHHOCTh JOKyMEH-
TOB U KOHTPOJIb UX (PH3UUECKOTO COCTOSHUS MPH MOCTYILICHUU TOKYMEHTOB B apXHB, NPU UX XpaHe-
HUU U Iepeaade JOKYMEHTOB Ha NOCTOsIHHOE XpaHeHue. [Ipu opranu3anum XxpaHeHusl U CO3IaHUU yC-
JIOBUH XpaHEHUS CIENYET YIUTHIBATH CIIEHU(HUKY BHIOBOTO COCTaBa JOKYMEHTOB, XapaKTEPHOTO IS
KOHKPETHOTO apXHuBa.

4.2. TpeboBaHMS K 3JaHUSIM U MOMeIleHUAM apXHBa

4.2.1. ApxuB pa3MemamT B CHCIHAIBHO TOCTPOCHHBIX MM IPUCIOCOOICHHBIX ISl XpaHCHHS
JOKYMEHTOB 3/IaHUSIX WIM OTACIBHBIX MOMEHICHUAX 31aHus. CrenuaibHble OMELICHUS AJIs1 apXUBOB
OpraHu3aluid JOJDKHBI IPEIyCMaTPUBATHCS MIPU CTPOUTENBCTBE UM NMEePeo00pyI0BaHUN aIMUHUCTPA-
THBHBIX 37aHUH.

4.2.2. IIpy OTCYTCTBUH CIIEUAIFHOTO TOMEUICHUS IS apXHUBa OPTaHU3aIlNi BBIIEISIETCS TpH-
croco0JieHHOE MOMEIEHHE B aIMUHHACTPATUBHOM 3[aHUM OpraHu3anuu. Pasmerienue B MpucHoco0-
JICHHBIX [TOMEIICHUAX IPOU3BOAUTCS B YCTAHOBIEHHOM MOPSJIKE MOCTE MX AKCHEPTU3BI. DKCIIEPTH3a
YCTaHABJIMBACT NPUTOJHOCTh MOMEIIEHHs (OTHECTOWKOCTD, JOITOBEYHOCTh, IPOYHOCTh KOHCTPYKIIHH,
TEXHUYECKasi YKPEIICHHOCTh), COCTOSHUE MOMELICHUSI, HAIMYUE OTOMUTEIBHBIX U BEHTHISILIUOHHBIX
CHUCTEM.

DKcrepTH3a NPOBOAUTCS MPEACTABUTEISIMU apXHUBHBIX, SKCIIIyaTallHOHHBIX, MOKapHBIX, OX-
PaHHBIX, CAHUTAPHBIX U IPYTUX NPOPHIBHBIX CIIYK0. Pe3ympTaTel sSKCepTH3BI 0OPMIISIIOTCS aKTOM.

4.2.3. He nomyckaercsi MpUeM B DKCIDTYaTallUI0 BETXUX, CHIPHIX, HEOTAIUIMBAEMBIX, HE OTBE-
YalOMIMX CAHUTAPHO-THTHEHUYECKUM TpeOOBaHUSIM IMOMEIICHUH, a TaKKe MOMEIIECHUI 30aHusl, 3aHs-
TOTO Cly>k0aMu OOIIECTBEHHOTO MUTAHMS, MUIIEBBIMU CKJIaJaMU U OpTaHW3alusIMHU, XpaHSIIUMHU ar-
PECCUBHBIE U MOXApPOOIACHBIE BEIIECTBA WIN MIPUMEHSIOIIMMH OMACHBIE U XUMUYECKUE TEXHOJIOTHH.

4.2.4. K moMemeHusiM OCHOBHOT'O HA3HAYCHHUS apXUBA OTHOCSTCS:

XpaHWINLIA JUIsl XpaHEeHUsI JOKYMEHTOB;

MOMEILEHUS IS IPUEMa, BPEMEHHOTO Pa3MEIEHHs], aKKIMMaTH3allui JOKYMEHTOB ¥ BCIIOMO-
rarejbHbIX padoT ¢ HUMH;

MOMEIICHUST JUIS MCIOJBb30BaHUS JOKYMEHTOB (YMTANbHBIA 3al, y4aCTOK BBIJIAa4H, Y4acTOK
Y4eTHO-UH(POPMALMOHHBIX H TIOUCKOBBIX CHCTEM);

pabouue KOMHATBI COTPYAHUKOB apXHBa.

JlomyckaeTcss MHOTO(QYKIIHOHATBHOCTh OT/ICJIbHBIX MOMEIICHH (3aJ10B) C BBIJICIICHUEM Iepe-
TOpPOJIKAMH OCHOBHBIX M BCIIOMOTATEJIbHBIX Y4aCTKOB.

4.2.5. XpaHWInmia J0DKHBI pa3MEIIaThCS B U30JMPOBAHHBIX MIOMEIICHHUSX.

[TomerieHnst XpaHUIHIL TOKHBI OBITH O€30MaCHBIMH B MIOKapPHOM OTHOLLICHHUH, TapaHTHPOBa-
HBI OT 3aTOIUICHHSA, UMETh 3allacHOM BBIXOJ. B momenieHusx He JOKHO OBITH Ta30BBIX U BOJOHECY-
LIMX MarucTpajbHBIX TPYOONIPOBOIOB.

XpaHeHre B MOMELIECHUSIX 0e3 OKOH JOMYCKAETCs NPU HaJWYWMU B XPaHUJIMILE E€CTECTBEHHOMN
WJIM MICKYCCTBEHHOW BEHTHJISIIMM, OOecrieunBaromieii 2 - 3-KpaTHbII BO31yX000MEH B 4ac.



4.2.6. DeKTponpoBOIKa B XPAHWIHIIAX JOJDKHA OBITh CKPBITOM, IITEIICETbHBIE PO3ETKH - Tep-
METHYHBIMH, TIEPEHOCHAS AJIEKTPOAMNIapaTypa J0JDKHA UMETh PE3MHOBYIO H30JILUIO IHYpoB. O0mume
Y TIO3TaKHbIE PYOMJIBHUKH PACHOJaraloT BHE OMEIICHUN XPaHUIINLI.

4.2.7. Otaenky NOMENIeHUH XPpaHWINII TPOBOAT C UCIOJIB30BAHUEM HEArPECCUBHBIX, HEIbI-
JSIIMXCSI MAaTEPUAJIOB, @ B CUCTEMAax M CPEACTBAX MOXKAPOTYIIECHUSI IPUMEHAIOT HEeHTpasbHble, 6€30-
MTacHbIE I JOKYMEHTOB BEILIECTBA.

4.2.8. B xpaHnimmiax 3ampeniaercsi MpuMEeHeHHEe OTHS, HarpeBaTeIbHBIX MPHOOPOB, pa3Melne-
HHUE MMOCTOPOHHUX 00BEKTOB. PEeMOHTHO-MOHTaXHbBIE PAOOTHI MPOBOASITCS C COOMIOIEHUEM MEp 3aIlH-
TBI, OXPAaHBI U COXPAHHOCTH JOKYMEHTOB.

4.3. Pe:kuMbl XpaHeHHUs JOKYMEHTOB

JIOKYMEHTBI JJOJDKHBI XPaHUTHCSA B YCIOBHUSAX, 00ECIICUNBAIOMINX UX 3aILIUTY OT TOBPEKACHUH,
BpPEIHBIX BO3IEHCTBUI OKPYKAIOIIEH CPEBl M HCKIIFOYAIOIINAX YTPATy TOKYMEHTOB.

4.3.1. CBeToBO# pexuM

4.3.1.1. TlocTosiHHOE XpaHEHHE JOKYMEHTOB TOJDKHO OCYHIECTBIATHCS B TeMHOTE. Bce BHIBI
paboT ¢ JOKYMEHTaMH JIOJDKHBI MPOBOIUTHCS TPU OTPAHWICHHBIX WM TEXHOJIOTHUECKH HEOOXOIH-
MBIX YPOBHSIX OCBEILICHHS.

4.3.1.2. OcBemieHne B XpaHWIHIIAX MOXKET OBITh €CTECTBEHHBIM U MICKYCCTBEHHBIM.

4.3.1.3. EcTecTBeHHOE OCBEUICHNE B XPAHIINIIAX JOMYCKACTCS PACCETHHBIM CBETOM, IIPU yC-
JOBUU TIPUMEHEHHsS Ha OKHaX CBETOPACCEHMBATEINICH, PEryJISATOPOB CBETOBOTO TOTOKA, 3aIIUTHBIX
(GUIBTPOB, IWTOP, JKAIO3U, OKPACKU CTEKOJ. I 3aIUTHl JOKyMEHTOB MIPUMEHSIOT XpaHEHHUE B Iepe-
TUIeTax, Marnkax, KopoOkax, mkadax, Ha CTeIUIaXax 3aKpbITOTO THITA, B 00epTOYHON Oymare U T.I1.

4.3.1.4. ]Ing MCKYyCCTBEHHOTO OCBEIICHUS MPUMEHSIOT JIAMITBI HaKaJMBaHUS B 3aKPBITHIX TLJIa-
¢doHax ¢ rIanKoi MOBEPXHOCTHIO. JloImycKaeTcsi MpUMEHEHNE JIIOMUHECIIEHTHBIX JIaMII C ypE3aHHBIM
yapTpaduoneToBsIM yaacTkoM criektpa tuna JIb, JIXB, JITB.

4.3.1.5. YpoBeHb OCBEUICHHOCTH B HAla30HE BUANMOTO CIEKTpa HE JOJDKCH NPEBHIMIATh: HA
BEPTHKAJIBHOM MOBEPXHOCTH CTe/UIaka Ha BhicoTe 1 M oT nona - 20 - 50 5k (yirokc), Ha pabovmx CcTo-
nax - 100 nx (yroKc).

4.3.2. TemmiepaTypHO-BIaXHOCTHBIN PEKIM

4.3.2.1. B noMemeHnsIX XpaHunIl, 000pyJOBaHHBIX CHCTEMaMH KOHIUIIMOHUPOBAHUS BO3IY-
Xa, JOJDKEH IOJJCPKUBATHCS ONTUMAIBHBIA TEMIEPaTypHO-BIKHOCTHBIA PEKUM, yYIHTHIBAFOLTUHA
cennuKy BHIOB JTOKYMEHTOB: JIsi OyMa)KHBIX TOKYMEHTOB - Temneparypa 17 - 19 rpan. C, otHocH-
TeNbHAs BIaXHOCTh Bo3ayxa 50 - 55%; nHs rieHOUHBIX MaTepuaioB - yepHo-6enbix (15 rpan. C u 40
- 55%) u uBerHsIx (2 - 5 rpan. C u 40-55%); 11t JOKYMEHTOB Ha MAarHUTHBIX JICHTaX U JMCKOBBIX HO-
curemsix - 15 - 20 rpag. C u 50 - 65%.

4.3.2.2. Pe3kue koneOaHUs TEMIIEpATypbl W BIAKHOCTH B XPaHWIHMIIAX HE JOMycKaioTcs. B
MOMEIICHUSX C HEPEryIMPYeMbIM KIMMATOM JIOJDKHBI OCYIIECTBIISITHCS MEPOTPHUATHS MO ONTHMHU3A-
U KIMMaTUYeCKUX YCJIOBHI HA OCHOBE PAIlMOHAJIBHOTO OTOIUICHHS M MPOBETPHUBAHUS MTOMEUICHUH,
WCTIOJIb30BaHMsI CPEJICTB OCYIICHHS WM yBIAKHEHHS Bo3myxa. [Ipu mmTensHOM cTaOMIBHOM MOBHI-
IIEHUN OTHOCUTENIFHON BIaXHOCTH Bo3ayxa 10 80 - 90% npennpuHUMaioTcst 00sS3aTeNbHBIE MEPHI 110
HOPMAJIM3AlMU KIMMATHYECKUX YCIOBUI (MHTEHCUBHOE MPOBETPUBAHUE, OCYLICHUE XPAHWIHUII, YCT-
paHeHHEe MPUYUH TOBBIIICHHS BIQKHOCTH).

4.3.2.3. TemmnepaTypHO-BIa)KHOCTHBI PEXHUM B XPAHWJMIAX KOHTPOJHPYETCS MYTEM pEry-
JSIPHOTO M3MEPEHUS MapaMeTPOB BO3AyXa: B KOHAUIIMOHUP YEMBIX TIOMEIICHHSIX - OJWH pa3 B HEEIIO,
B TMIOMEIICHUSIX C HEPErYIMPYeMbIM KJIMMAaTOM - JIBa pa3a B HEJEII0, IPH HAPYIICHUSAX PEeKHMa Xpa-
HEHHSI - €KEITHEBHO.

4.3.2.4. KoHTpOJIbHO-U3MEPHUTEIbHBIE MPHUOOPHI (TEPMOMETPHI, TICUXPOMETPBI, TUTPOMETPHI)
pa3MemaioT B IIIaBHOM IMPOXO/IE HA CTEIUIaKe, BAAIM OT OTOMHTEIBHBIX U BEHTHJIIIIHOHHBIX CHCTEM.
[Moxazanus npuOOPOB PUKCUPYIOTCS B PETHCTPAIMOHHOM KYypHAJIE.

4.3.3. CaHUTapHO-TUTHEHUYECKUI PEKUM

4.3.3.1. Tlomemennss apxruBa JOJDKHBI CONEPKATHCS B YHCTOTE, B YCIOBUAX, MCKITIOYAIOIIUX
BO3MOKHOCTb MOSIBJICHUS TUIECEHU, HACEKOMBIX, TPBI3YHOB, ITBLJIH.

4.3.3.2. B noMemeHnsIX XpaHWIHII TOJDKHA OBITh 00ecTieueHa CBOOOIHAS [IUPKYISAIUS BO3TY-
Xa, UCKJIF0YalomIas 00pa3oBaHue HEMPOBETPHUBAEMBIX 30H, OMACHBIX B CAHUTAPHO-OMOJIIOTUIECKOM OT-
HOIIICHUU.



4.3.3.3. OTkpbIBaromuecs B TEIUIOE BpeMs T0/1a OKHA, a TaK)Ke BEHTWIALMOHHBIE OTBEPCTHUS B
CTCHAaX, MOTOJIKAX, MMOJaX XPaHWINI U HAPYKHbIE OTBEPCTHS BEHTHJSILUOHHBIX CUCTEM CJIEAYET 3a-
IIWIIATH CETKAMHU ¢ JUaMeTpoM staeek He 6otiee 0,5 mm.

4.3.3.4. B noMemeHnsX XpaHWIHI 3anpeniaeTcs npeOblBaHue B BEPXHEH O/EXKIE, MOKPOH H
rpA3HON 00yBH, XpaHEHUE U UCIIOJIB30BAHHUE MMUILEBBIX MPOAYKTOB, KYpEHUE.

4.3.35. B momemeHuAx XpaHWIHI] HEOOXOIUMO TPOBOJHTH CHCTEMATUYECKYIO BIAKHYIO
yoopky. He pexke oHOTO pa3a B ToJ MPOBOAMUTCS OOCSCIIBUIMBAHNE CTEIUIAXKEH, KadoB, CpeacTB Xpa-
HEHUSI, TOJIbl, TUIMHTYCHI, MOJOKOHHUKH, LIOKOJbHBIE YaCTH CTEIaked o0pabaThIBarOTCS BOIHBIMU
pacTBOpaMu aHTUCENTHKOB (2%-HbIit hopmanuH, 5%-Hblit kaTamuH Ab 1 T.11.).

4.3.3.6. /IBa pa3a B roj (B Hauayic U MO OKOHYAHHU OTOIMTEILHOTO CE30HA) TOKYMEHTHI (BbI-
OOpPOYHO) ¥ MOMEILICHUS] XPAHWIIHII] TOIBEPTalOT 00CICTIOBAHUIO JIJIsi CBOCBPEMEHHOTO OOHAPYyXEHHUS
HACEKOMBIX H IIJIECHEBBIX TPUOOB.

[Tpu oOHapyXeHHN OMOJIOTHIECKUX BPEIUTENCH MPHHUMAIOT CPOYHBIE MEPHI 10 Te3HHEKITNH
U AE3MHCEKINH MOMEIICHUH CHIIAMH apXHBa, CAHAHUIEMCTAHIIMK WIA KAPAHTHHHOMN CITYXKOBI.

4.3.3.7. Ilpu npoBeneHnn yOOPOK WM CAaHUTApHBIX 00pabOTOK BOAA M aHTHCENTHYECKHE pac-
TBOPBI HE JOJDKHBI IIONIAJaTh Ha JOKYMEHTHI.

4.3.4. OXxpaHHBIH peKUM

4.3.4.1. OxpaHHblii peXxuM obecriednBacTCsi BEIOOPOM MecTa pa3MelIeHUs apXuBa B 3aHUH,
TEXHUYECKUMHU CPEACTBAMHM 3aIlUThl, OPraHU3aeld CUCTEMBI OXpaHbl, CHTHAIM3aLUU, COOJI0ACHUEM
Mep MPONYCKHOIO peXuMa, MOopsiKa AOCTYyNa B XpaHWIMIIE, oledyaTbiBaHueM nomemieHuil. Hapyx-
HbIE JBEpU apXHUBa U XPAHWJIMIL JOJDKHBI HMETh METAJUIMYECKYIO OOJIUIIOBKY M MpOouHbIe 3anopsl. Ha
JOCTYITHBIC M3BHE OKHA YCTaHABIMBAIOT 3allMpaeMble, paclallHble HAPYKY METAJUINYECKUE PEIICTKHU.
[Tomemenust apxwBa 000OPYIYIOT OXpaHHOW CHUTHAM3AIMEH, B Hepabodee BpeMs MOMEIICHUS TLIOM-
Oupyrorcs (onevarbiBaroTCs1). XpaHWIUILA B padouee BpeMsl IOJDKHBI ObITh 3aKpBIThI Ha KIk04. [IpaBo
JOCTYyIa B XpaHWIUIIIE UMEIOT 3aBEAYIOLINI 1 COTPYIHUKA JaHHOTO XPaHWJIHILA, a B OTACIBHBIX CIIy-
yasx - Apyrue Juia B UX CONPOBOXKIACHUH. BBIHOC JOKYMEHTOB U3 apXUBa OCYILIECTBIISAETCS TOJIBKO O
CHEIHATbHBIM MIPOITYCKaM B YCTAHOBJICHHOM MOPSIKE.

4.3.4.2. OxpaHHBII PEKUM PaCIPOCTPAHSICTCS TAKXKE HA TOMEIICHHs, B KOTOPBIX BPEMEHHO
XPaHATCS apXUBHBIC TOKYMEHTBI M MaTEPHUAJIbHbIC ICHHOCTH apXuBa (YMUTAIbHBIN, BEICTABOUHBIN 3a-
JIbI, Ta00PATOPUH U T.I1.).

44, Pa3memenue AOKYMEHTOB B XPaHUJHIIE

4.4.1. JlokyMEHTHI B XpaHWJIMIIAX pa3MELIAlOTCs B MOPSAKE, 00€CIeUNBAIOIIEM X KOMILUIEKC-
HOE XpaHEHHE B COOTBETCTBUH C YU4ETHBIMH JOKyMEHTaMH U OTepaTuBHBIN nouck. [lopsmox pacnoso-
’KEHHsSI IOKYMCHTOB B apXUBE OMPEIEISICTCS IIaHOM (CXEMO#) X pa3MelICHHs.

4.4.2. CpencrBa XpaHSHHS

44.2.1. Xpanwmima o00pyIyIOTCS CTAMOHAPHBIMH HIIH TIEPEIBUIKHBIMH METAUTHYECKIMH
CTeJUTa)kaMH, B Ka4eCTBE BCIIOMOTATEIFHBIX CPEJICTB XPAaHEHHS MPUMEHSIOT METANINYECKHE IKa(dbI,
celibl, mKadbI-CTEIIIaKA | T.II.

44.2.2. Crennaxu M OTKPHITBIE CPEACTBA XPAaHEHUS YCTAHABIMBAIOT MEPIIEHAUKYISIPHO CTe-
HaM C OKOHHBIMH NIPOE€MaMH, a B MOMEIICHUSAX 0€3 OKOH - C YIeTOM OCOOCHHOCTEH MOMEIIEHUN H
obopynoBanusi. He pomyckaercs pasmemieHHe CPEICTB XPaHEHHUS BIJIOTHYIO K HapyXHBIM CTEHAM
3aHMS M K HICTOYHUKAM TeTlIa.

PaccranoBka cpencTB XpaHEeHUs! OCYILLECTBIIAETCS B COOTBETCTBUM C HOPMaMHU:

paccTosiHEe MEXIy psaamMu cTesutaxkei (rnaBHblil mpoxo) - 120 cwm;

paccrosiHue (POXO0/1) MEXIY CTEIIaXaMu - 75 CM;

paccTosiHAE MEXTy Hapy>KHOW CTCHOU 3IaHUs U CTEIJIa)KaMH, MTapaJUIeIIbHBIMH CTeHE, - 7D CM;

paccTosHUE MEX/y CTCHOH U TOPIIOM cTesutaxka mim mkada (006xox) - 45 cm;

paccTosHUE MEK/1y MOJIOM U HIDKHEH MmoJkoii cremiaka (mkada) - He MeHee 15 cM, B IOKOJIb-
HBIX dTaXkax - He MeHee 30 cM.

OO6opymoBaHUE C BBIIBUWKHBIMHU YacTSIMHU (SIIMKAMH, CEKIUSIMHU, BEPIIAMHU) YCTAHABIHBACTCS
MO CHETHaTbHBIM HOPMaM C YI€TOM THIIOPA3MEPOB CPENICTB XpaHEHHUS.

4.4.2.3. lokyMeHTBHI pa3MeaT Ha CTeJUIaxkax, B IKadax ¢ UCIOIb30BAaHUEM MTEPBHYHBIX 3a-
IIMTHBIX CPEACTB XpaHeHHs (KOPOOOK, MAroK, CHENUAIbHBIX (YTIIpOB, MAKETOB H T.I.) B COOTBETCT-
BUU C BUAaMH, (OPMATOM U JPYTUMH BHEIIHUMH OCOOCHHOCTSIMHU IOKYMEHTOB!



OyMa’kHbIE TOKYMEHTHI IIOCTOSTHHOTO XpaHEHHs pa3MemaroT B KAPTOHHBIX KOPOOKaxX, Markax,
a IOKyMEHTHI BpEMEHHOTO XPaHECHHUS - B CBSI3KaX;

MUKPO(UIEMBI CTpaxoBoro (oHaa u (OHAA MOJH30BAHUS JTOJDKHBI UMETh CTaHIApTHHIE H 3a-
IIMTHBIC PAKOP/IbI, HAMATHIBATHCS B PYJIOH Ha CEPACUYHUKHN (POTOCIOEM HAPYKY U XPAHUTHCS B METaJ-
mryecknx kopobkax mo 'OCT 4097-78;

MUKPO(UIEMBI U (POTOJOKYMEHTHI Ha MJIOCKUX TUIEHOYHBIX WM JAPYTHX (POPMATHBIX HOCHTE-
JSIX YIIaKOBBIBAIOT B KOHBEPTHI M KACCETHI U XPAHAT B KOpoOKax, mamkax, Apyroi ymakoske mo 'OCT
7-65-92.

4.4.2.4. MecTo XpaHEHHUS SIIEKTPOHHBIX JOKYMEHTOB ONPEACISIET PYKOBOIUTEh OPTaHU3ALIH.
D] MOTYT XpaHUThCSI B ApXUBE OPraHU3AINU WM B CIICIIHATM3UPOBAHHOM TIOAPa3Ie/CHUH (BBIYHCIIU-
TEIbHOM LICHTpE, I/IH(bOpMaLII/IOHHOM OTOCIE U T.):[.) <*>,

4.4.2.5. O6s3aTeTbHBIME YCIOBUSIMHU apXUBHOTO XpaHeHus D /] sBistoTCs:

HaJIMYME B apXUBE MPOrPaMMHO-aINapaTHBIX CPEJCTB IS XPAaHEHHUs, KOTIMPOBAHUS M BOCIIPO-
n3BeneHns D], ux mepes3anvcu B HOBbIE ()OpPMATHI, TIepeadn HHPOPMAIIH M0 KaHaJlaM CBS3H U JIp.;

o0ecriedeHne A0CTyrna K WHPOPMAIMH YCTAHOBJICHHBIX KaTErOPH IMOJBH30BATENCH, a TaKkKe
obecrieyeHre 3aUThl HHPOPMALUE OT HECAHKIIMOHUPOBAHHOTO MOCTYyna (MyTeM MPUMEHEHHs COOT-
BETCTBYIOIINX TEXHUYECKUX CPEIICTB U MPABOBBIX HOPM);

obecrieueHne pexuMa XpaHeHus D], MCKIIIOYAOMIero yTpaTy, YHHUTOKCHNE WM UCKaKCHHE
uHpOpMaInH.

Ob6ecneuenne xpanenus D/l mpemxycMaTpuBaeT TakkKe MOAICPKAHNE ONTUMAIBHBIX PEXHMOB
xpaHeHust Hocurenent J/1.

TexHuueckue mapaMeTpsl JaHHBIX PEKUMOB ONPEACISIIOTCS COOTBETCTBYIOIIMMH TOCYIapCT-
BerHbiMu ctangaptamu ('OCT 28388-89. Cucrema o0paboTku mHpopMaruu. JJOKyMEHTbl Ha Mar-
HUTHBIX HOcHuTe siX. [lopsimok BeimonHenus u oopamenns; [OCT 2.501-88. ECK/. IIpasuna ydera u
xpanenus; [OCT 19.601-78. ECII/. IlpaBuna nmyOmmpoBanus, yaera u xpanenus, [ OCT 24.402-80.
Enunas cucrema ctaHIapTOB aBTOMAaTU3MPOBAHHOM CHCTEMBI ympasieHus. Crucrema TeXHHIeCKOH J10-
kymentannu Ha ACY. Yuer, xpanenue u obpamenne; PJ] 50-524-84. Metonmdeckue ykazanus. [1o-
PSIOK XpaHEHHsI JOKYMEHTOB Ha MAITMHHBIX HOCHTEIISIX).

[To mMepe crapeHns HOCUTENS JODKHA MTPOU3BOANTHCA Mepe3anuch D/ Ha HOBbIE HOCHUTEIH.

4.4.2.6. He nomyckaercs pa3MelieHe JOKYMEHTOB Ha T0JTy, ITOJJOKOHHHUKAX, B HEPa300paHHBIX
KUTIaX.

4.4.2.7. Pa3memieHne CEKPETHBIX TOKYMEHTOB OCYIIECTBISIETCS B COOTBETCTBHU C TpeboBa-
HUSIMH WHCTPYKIIUH 110 paboTe ¢ CEKPETHRIMU MaTepHAaJIaMHU.

4.4.3. TenerpadgupoBanue

4.4.3.1. Bce moMeneHUs apXuBa, a TAKXKe CTEIUIAXKH, IIKA(BI, TIOJKH HyMEp yIOTCS.

B kax1oM OTIebHOM MOMENICHNH CTEIUIaXKH, MKa(bl, TOJKH HyMEPYIOTCS CBEPXY BHH3, Clie-
Ba HAIPaBO.

4.4.3.2. B nensx 3akperuieHust MeCcTa XpaHeHHsI JOKYMEHTOB B XPaHWIIMIIAX COCTABIISIFOTCS T10-
CTeJUTaKHBIC U TIPU OOJBIIOM 00BheMe (POHAOB MTOPOHIOBEIE TONOTpaduieckue yKazaTelu.

4.4.3.3. KapTouk# MOCTEIUIA)KHOTO TOMOTPa(UIecKOTo yKa3aress COCTAaBIISIOTCS Ha KajKIbIi
CTeJUIaXK M PAcIojaratoTCs Mo MOPsIKY HOMEPOB CTeJUIaXKel B MpefeniaX KaKA0ro OTAEIFHOTO TToMe-
menus (npunoxenue 15).

4.4.3.4. Kaptouku moQoOHIOBOTO TOMOTPaUIECKOTO YKa3aTels COCTABIIIOTCS HA Ka)IIbIi
¢doHa U pacnonararTcs B nopsiake HoMepoB (GouaoB (mpuioxenue 16). [Ipu HEOOXOMMOCTH apXu-
BOM OpPTaHM3ALUU MOKET MPOBOAUTHCS TOTIOTpadUPOBAHUE XPAHSIIINKCSA B ApXUBE JOKYMEHTOB C yde-
TOM CTPYKTYPHBIX MTO/Ipa3AeliCHN i OpraHu3anuy.

<*> B cootBercTBuu ¢ "[IpuMepHBIM MOJI0XKEHHEM 00 apxuBe (apXUBHOM Ci1y:k0e) JOKyMEH-
TOB Ha MAIIMHHBIX HOCUTEISIX YUPESKACHHI, opranu3anuii, npeanpustuii” (M., 1990).

4.5. MlopsaaoK BhIAAYM JIe]T U3 XPAHUITUIIL

4.5.1. Jlena BBIIAIOTCS W3 XPAHUIIHIIIL:

JUTSL ICTIOJTF30BaHMS pAOOTHUKAMH OpTaHU3AITHH;

JUTSL ICTIOJTE30BAHUS TPaXKIaHAMU B YMTATFHOM 3aJe JIJIsl HAYYHBIX U WHBIX HCCIIETOBaHU;
BO BPEMEHHOE TI0JIb30BaHUE JIJISt APYTUX OpTaHU3AIIHIA;



JUIS IPOBECHUS apXUBHBIX PAbOT C JOKyMEHTaMH,

JUI TIPOBENIEHUSI CTPAaxOBOIO KONMMPOBAHUS M CHEUUAIbHONH 00pabOTKU AOKYMEHTOB C LEJbIO
YIy4dIIeHUs] (PU3HIECKOTO COCTOSHUS JOKYMEHTOB.

4.5.2. Jlena BbIIalOTCS BO BPEMEHHOE IOJIB30BAHNE U3 XPAHWIIUII HA CPOK, HE TPEBHIIAIOIINIA:

1 MecsIr 115t BCIOMB30BaHUs PA0OTHUKAMH OPTaHU3AIINH;

1 mecs1 a7 UCIIOJIB30BaHUS JOKYMEHTOB B YU TAJILHOM 3alle;

3 Mecsiiia BO BpeMEeHHOE TI0JIb30BaHKe IS IPYTUX OpTaHu3allnii;

6 MecsIeB 11 SKCIIOHUPOBAHUS JOKYMEHTOB.

Opranam cyga u NpoOKypaTyphl Jesa BBAAIOTCS 10 MPEKPALeHHs Aejia WM BbIHECEHHs cyned-
HOTO pEIICHHUS.

[IponneHue ycTaHOBIEHHBIX CPOKOB BbLAAYM JOKYMEHTOB BO BPEMEHHOE MOJIb30BaHHUE, B TOM
YHCIIe OpraHaM CyJa M MPOKYypaTyphl, a TAKXKe JJIsI SKCIIOHUPOBAaHUS AOIMYCKAeTCsl B OCOOBIX CIIydasix ¢
paspelieHus pyKOBOAUTENSI OPraHM3aluyd MO MHCbMEHHOMY TMOITBEP)KIACHHUIO I0JIb30BATENs O CO-
XpaHHOCTU JOKYMEHTOB.

4.5.3. Beaga nen u3 XxpaHmmina o(GopMirseTcs ClIeAyoIrMU T0KyMEHTaMu:

3akazamu (TpeOOBaHHMSMH) HA BbIJA4Yy /€1 B YHTAIBHBIA 3371 U COTPYAHHUKAM OpTraHU3AIUH
(mpunoxenue 17);

aKTaMH O BblJaue JIeJ BO BPEMEHHOE MOJIb30BaHUE JPYrUM OpraHu3alusM, B TOM 4YHCIEe opra-
HaM Cy/ia ¥ IPOKYPATYphI, MK JUIsl SKCIIOHUPOBAHUS IOKYMEHTOB (mpuioxenue 18);

3aKa3aMu Ha MPOBeJIeHUE paboT M0 CTPaXxOBOMY KOMHMPOBAHUIO U PECTaBPaLUU JOKYMEHTOB.

4.5.4. Bolgaua JOKYMEHTOB W3 XpaHWIMIIA PErHCTPUPYETCS B KHHUrax BbLAAYM JTOKYMEHTOB
(mpunoxenue 19):

BbIAAYN €N paOOTHUKAaM OpraHHU3aluy;

BBIIAYM /1€ B UNTAIBHBIN 37,

BBIIAYU JI€71 BO BPEMEHHOE T0JIb30BaHHUE APYTUM OpPTaHHU3aLHsIM.

4.5.5. UcnonHenHbie 3aKa3bl (TpeOOBaHMsI) UCCIIE0BATENCH XPAHATCS B JIMUHBIX Jefax UccJe-
JI0BaTENICH, BCE MPOYHUE - 0 UCTCUCHUS CPOKOB MX XpaHEHHUs. 3akasbl (TpeOOBaHHMS) IEIECO00Pa3HO
XpaHUTh 10 IPOBEACHUS IPOBEPKH HAJIMYMS U COCTOSTHHS JEI.

4.5.6. Brigaga nmen BO BpeMEHHOE IMOJIB30BaHHUE B APYrHE OPraHU3aluu 0(QOPMIIIETCS aKTOM,
KOTOPBIM COCTaBISETCS B ABYX JK3EMIUIIpaX, OJAMH UX KOTOPBIX OCTAETCS B apXHMBE OpPraHU3ALUH,
JPYro# BBIAAETCS MOJIydaTeNt0. AKT MOAMKUCHIBACTCA PYKOBOIUTENIEM OpraHU3aliy, Iepeaaomeil ae-
Jia, ¥ PyKOBOAMUTENEM OpPTaHU3aLUU-I0JIydaTelis: OAMUCH CKPETUISIOTCS repOOBBIMH II€UaTsIMU Opra-
Huzauui. [locne Bo3BpaieHus Aen B ABYX SK3EMIUIApax aKkTa JEJIaeTCsl COOTBETCTBYIOIIAs OTMETKA:
OJIMH PK3EMIULIP OCTAeTCS B OpraHU3AIMH-TIOIydaTele, APYroil XpaHuTes B ene (oHaa B apXuBe op-
raHW3aly, BbIIaBaBILIEM JIETIA.

4.5.7. HarmpaBneHne Ha CTPaxOBOE KOMMPOBAHHE, PECTABPAINIO, TIEpeIieT 0(hopMIIIeTCs 3aKa-
30M. 3aka3 opopMIISIeTCs B apXUBE OpraHM3anuu 1mo (Gopme akra o BbAaYe BO BPEMEHHOE TOJIb30Ba-
HUE IPYroi OpraHu3alu.

4.5.8. [lena BRIJAIOTCS U3 XPaHWIHIIA JUIS WCIIOIB30BAHUS W MPOBEICHUS Pa0OT IO CTPaXOBO-
MY KOIIMPOBAHUIO, PECTABPALINH, [IEPEIUIETY TOJIBKO B 00pabOTaHHOM BHUJE.

[epen BbImaveii Aen U3 XpaHWIIMINA TIPOBEPSETCS COOTBETCTBHE MM (pa M 3aroJioBKa Jieina Ha
00J105kKe MUQpPy M 3aroJ0BKY Jelia B ONMUCH; Nepe/T BhIAaYei U MPHU BO3BPAIICHUH /I B XPAHIIIHILE
MPOBEPSIOTCSA HyMepalus JUCTOB U COCTOSHUE JOKYMEHTOB Ka)/10r0 BBITAHHOTO JIeJa.

Kaxnoe BeigaBaeMoe M3 XpaHHIIMIIA JIEJI0 JOJDKHO UMETh JIMCT MCIOJIb30BaHUs (IPUIIOKCHUE
20).

45.9. Tlpu BbImade jaen W3 XpaHWJIHINA HA MECTO BBIIAHHOTO Jiejla TOAKIAJBIBACTCS KapTa-
3aMECTHTEIb, B KOTOPOH yKa3bIBaeTCs HOMEp Jiea, HOMep omnucH, HoMep (oH/a, KOoraa U KoMy BbIJa-
HO JIeJIO, JlaTa ero BO3Bpara U MOANKCH COTPYAHHUKA, BBIAABILETO [0, C yKa3aHueM NoJpKHOoCTu. [Ipu
BO3BpAILICHUH JIe]Ia B XPaHUITHUIIE KapTa-3aMECTUTENb U3biMaeTcs (mpuiioxenue 21).

4.5.10. CocrosHue A€, BO3BPAIIaeMbIX B apXUB IMOCIIE UCIOJIB30BaHUS, JTOJDKHO OBITH MTPOBE-
PEHO B MPUCYTCTBUH JIMLIA, BO3BPAIIAIOLIETO JOKYMEHTHI.

[Ipu oOHapyXeHHH HEIOCTauu JIeJ WM OTACIBHBIX JUCTOB B HUX, a TAKXKE MOBPEKACHUM el
U JIOKYMEHTOB COTPYIHMKAaMHU apXHWBa COCTaBISIETCS aKT B ABYX SK3EMIULIpax, OAUH U3 KOTOPBIX
MPECTaBIAETCS MCCIEA0BATENI0 YUTAILHOTO 3aJ1a MJIM PYKOBOJAUTENIO OPTaHU3alHU, HCIIOJIb30BaB-
el JOKyMEHTHI, JJis1 IPUBJICYCHHUS BUHOBHBIX K OTBETCTBEHHOCTH, BTOPOH - OCTAETCs B apXUBE.



4.5.11. [Ipu mepeMelieHNH AOKYMEHTOB 32 IMpeAeiiaMHu apXHBa IOJDKHBI COOJIONATHCS MEphI
MPEIOCTOPOKHOCTH, HAJIEKHO 00ECIIEUNBAIOIINE UX COXPAHHOCTb.

[Ipu TpaHcOpPTHPOBKE TOKYMEHTOB COOJIIOJIAIOTCS MEPBI 110 OXpPAHE M 3allUTe WX OT BO3JEH-
CTBHS BPEIHBIX (PAKTOPOB OKPYXKAIOIIEH Cpelbl MyTeM MPUMEHEHUS CIICUATBHBIX BUIOB yMaKOBOK,
00ecreunBaIIUX 3alUTY JOKYMEHTOB OT OCa/IKOB, CBETA, MEXaHMUECKUX MOBPEKICHHUH.

4.6. O0ecnevenue (pu3NKO-XUMHYECKOH COXPAHHOCTH IOKYMEHTOB

4.6.1. BeISBICHHBIC JIOKYMECHTBI TIOCTOSTHHOTO XpaHEHHUS ¢ PU3NYCCKUMH JIe(EeKTaMU OCHOBBI
(yrpara yacreii TOKyMEHTa, pa3pbiBbl U Jp.) WIA TEKCTa PETUCTPUPYIOTCS B XKypHAJE HIIM KapTOTEKE
ydera (PM3HYECKOTO COCTOSHHS JIOKYMEHTOB, TJ¢ (UKCUPYIOTCS BHJIbI CIICHUATBLHOW 00paboTKH, KO-
TOPOW BITOCIEACTBHU JOJDKCH OBITH MOABEPTHYT MOKYMEHT (pecTaBparius, Ae3uH(EKIHS, MHUKPO-
¢buneMupoBanue, (GoTOpecTaBpalis, KOMMPOBAHHUE W T.OI.), ¥ HAMEUAIOTCS KOHKPETHBIC MEPBI 10
YIY4IIEHUIO (PU3NYECKOTO COCTOSTHUS JJOKYMCHTOB.

4.6.2. He3aBucuMO OT IIEHHOCTH JOKYMEHTOB HEMEUICHHOW Tepenade Ha 0OpaboTKy (Ie3uH-
(bexIust, Ie3MHCEKITUS) TOJICXKAT JIea U JOKYMEHTHI, MOPaKEHHBIC MJIECEHBIO U HACEKOMBIMH.

4.7. l'[pOBepKa HaJJU4YUA U COCTOAHUA NOKYMEHTOB

4.7.1. TlpoBepka HaTMYUS U COCTOSTHUS JTOKYMEHTOB IPOBOJUTCS B LEJISIX YCTAaHOBICHHS (aK-
TUYECKOTO HAIMYMS €AWHULl XPAHEHUS U COOTBETCTBHUS MX KOJMYECTBY, YHCISAIIEMYCS MO YYETHBIM
JTOKYMEHTaM, BBISBICHHS JJOKYMEHTOB, IO UICKAIINX PECTaBPALUU U MPOPHIAKTHIECKOH 00paboTKe.

B xo1e npoBepKHU OCYILIECTBIISIETCS :

yCTaHOBJICHHE (PaKTHYECKOTO HAIMYHMS TOKYMEHTOB, HAXOISIINXCS HA XpPAaHEHUH B apXHBE;

BBISIBJICHHE U YCTPaHEHHUE HETOCTATKOB B YU€Te IOKYMEHTOB,;

BBISIBJICHHE OTCYTCTBYIOLINX JOKYMEHTOB U OPTaHU3AIUsI UX PO3bICKA,

BBISIBIICHHE U YYET TOKyMEHTOB, TPEOYIOIIMX pecTaBpanuy, KOHCEPBAIUH, TPO(YUITAKTHIECKOMI
U TEXHUYECKOUH 00pabOTKH.

4.7.2. TlpoBepka HaIM4YUS M COCTOSHHS JOKYMEHTOB IPOBOIMTCS HE PEXe YeM OJUH pa3 B 5
JIeT, a TaKKe Mepes nepegadeil uX Ha roCcyAapCTBEHHOE XpaHEHHE.

EnunoBpemeHHbIE NPOBEPKH HAMYHUS U COCTOSHUS JOKYMEHTOB MIPOBOSTCS B apXUBE!

MOCJIe TIepPEMEIICHHUS JeJ B APYroe MOMEILEHHE;

MOCJIe YPE3BbIYAIHBIX MPOMCIICCTBUI, BBI3BABIINX MepeMelIcHHEe (IBaKyaluio) Il i J0C-
TYI B XpaHWIHILA TOCTOPOHHUX JIUL;

MIPU CMEHE PYKOBOJIUTEISI apXMBA WM JINLA, OTBETCTBEHHOTO 33 apXUB,;

TIPY PEOpPTaHU3aIUH WIN JIUKBUIAINN OPTaHU3AIHH.

4.7.3. [lpu npoBepKe HATMYMUS M COCTOSTHUS TOKyMEHTOB HEOOXO MO

COXPAaHATh NOPSAAOK PACIOIOKECHUS JOKYMEHTOB Ha CTEJUIaKaX M MEPBUYHBIX CPEICTBAX Xpa-
HCHHS;

MOJAKJIAABIBATh HA CBOM MECTa OOHAapy>KEHHbIE BO BpEMsl IPOBEPKU HENMPABUIIBHO TOIJIOKEH-
HBIC JieJ1a U TOKYMCHTHI,

M3BIMATh JIeJ1a, HE BHECEHHBIE B OIUCH;

U3BIMATh M U30JIMPOBATH J€]1a, 3apaKCHHbIE TUIECEHBIO HIIM APYTUMHU OUOJOTUYECKUMHU Bpean-
TEJISMH.

Baecenue B onuch HeyuTEHHBIX €Nl B X0JI€ MIPOBEPKH 3anpeniaercs. HeyureHnHsie nena mome-
LIAI0TCA BCJIE 3@ YYTEHHBIMH JeJIaMu AJIs ocTenyomend 00paboTKy U OMUCcaHus.

4.7.4. 1o Hayana pa®oThI [0 MPOBEPKE HATMYMS U COCTOSHUS J€J1 U3Y4al0TCsA JOKYMEHTHI Ipe-
JOBIAYIIMX TPOBEPOK, IPOBEPSIETCS MPaBUILHOCTh HyMEpaluy Jell B KaXKI0M rOJI0BOM pasjiesie CBOA-
HOW OTIMCH, COOTBETCTBHE HYMEpAIMX JIEJI HTOTOBBIM 3alIUCSIM B OIMUCSIX W CBEIEHHUSAM B JIHCTaxX (oH-
J0B.

4.7.5. IlpoBepka HaMMYUs M COCTOSTHUS J€J1 IPOBOAMUTCA MIYyTEM CBEPKU ONHKCATENIbHBIX CTAaTEH
OIMCH C OMHCAaHHEM Jen Ha o0noxkax (mmbpa, Ha3BaHus (OHIO00pA30BATENS H €r0 CTPYKTYPHBIX
NOJIpa3IeeH i, 1EIONPOU3BOICTBEHHBIX HHACKCOB JIEN, AaT Jel, KOJIMYECTBA JIMCTOB).

du3nueckoe COCTOSHUE NI ONMPEEIIeTCs MyTeM MX BH3yaJbHOro mpocMmotpa. Bee oOHapy-
’KEHHbIC HEIOCTATKU (PUKCUPYIOTCS B aKTE€ MPOBEPKHU (MIpUIIOKeHHE 22).



Henatp xakue-m00 MOMETHI WM 3alMCH B XOJI€ MPOBEPKU B OMHUCAX ACT U IPYIHX YYETHBIX
JOKYMEHTaX 3aIpelaercsl.

4.7.6. [lena, BoIIaHHBIE COTPYIHUKAM OpPTaHU3AINH, B YUTAJBHBINA 3271 H BPEMEHHOE ITOJIE30Ba-
HUE APYTUM OpPTaHHU3aLMsIM, IPOBEPSIOTCA MO KHUTAM U aKTaM BBIAAYH JeNl U CUUTAIOTCS UMEIOIIMMH-
Csl B HAJTUYHH.

4.7.7. Jluct npoBepKH HAMYUS M COCTOSHUS JIeNl B (POHJE COCTABIISICTCS HEMOCPEICTBEHHO B
X0JI€ MPOBEPKH; JIMCTHI IPOBEPKH HYMEPYIOTCA MO MOPSAKY HOMEPOB B Mpenesax MPOBEPKH KaXKA0To
¢doHIa ¥ MOANUCHIBAIOTCS UcToNHUTeNeM. [1o okoHYaHMK TpoBepkH (HOHIA JUCTHI MPOBEPKH BKIIO-
qaroTcs B JeNo gaHHoro ¢onma. Ecim B pesynprare MpoBEpKH HEIOCTATKOB HE OOHApYKEHO, JIUCT
MIPOBEPKH B J1e7I0 OHIA HE BKIFOYACTCS.

4.7.8. ITo OKOHUAQHUH MTPOBEPKH HATUYHS U COCTOSHUS JOKYMEHTOB IO Ka)K/IOH OMUCH B KOHIIE
OIIHCH IOCJIE 3aBEPUTEIIFHON HAIMKCH JeNIaeTCs 3alKCh ' IIPOBEPEHO", MPOCTABIISIETCA 1aTa MPOBEPKH;
3aMMch MOANMCHIBAETCS IPOBOAUBIIMMHE MPOBEPKY paOOTHUKAMHU C YKa3aHHEM UX JOJDKHOCTEH.

4.7.9. Ecnn mpoBepkoii oOHapykeHa HeIocTadya el ¥ TOKyMEHTOB, TO OPTaHU3YeTCs MX PO-
3BICK.

B sTux nemnsix pekoMmeHayercs:

M3YYUTh BCE YUTCHHBIE JOKYMEHTHI 110 BbIIa4€ JIEN U3 XPaHUJIMILA,

OpraHu30BaTh PO3BICK HE OOHAPYXKEHHBIX MPHU MPOBEPKE AEN B COOTBETCTBYIOIIUX CTPYKTYp-
HBIX MOJpPA3ACICHUSX, B JEITEIBHOCTH KOTOPBIX 00pa3oBaliCh HEOOHApPYXKEHHBIE Jiefia, MpeaBapH-
TEIBHO U3YYMB HUX CAATOYHBIC OIHCH,

MIPOBEPUTH JIEJIa HAXOJAIUXCS pAIoM (OHIOB,;

W3Y4UTH J1eN10 (OH/IA - aKTHI O BBIIEICHUH JIeJ K YHHUYTOKECHHUIO, aKThl BBIIa4H JIe] BO BPEMEH-
HOE TI0JIb30BaHNE, paHee COCTABICHHBIE aKTHI IIPOBEPKH HAIWYHS U COCTOSHHS MPOBepsieMoro (oHa.

Po3bick pexoMeHayeTcsi MPOBOAUTH B TEUEHHUE T0ja IOCIE 3aBEPIICHUS MPOBEPKU HATUUHS
Jell.

4.7.10. HaiiieHHbIC B UTOTE PO3bICKA JeJIa MOAKIAIBIBAIOTCS HA MECTA, @ B COOTBETCTBYIOMICH
KapTO4yKe ydeTa HeOOHapyKeHHBIX JIE€Jl JeJaeTcsl OTMETKAa C YKa3aHHWEM JaThbl U MOJIHUCH JOJHKHOCT-
HOTO JIMLA.

Jena, mpuunHa OTCYTCTBUS KOTOPBIX HMOATBEPKACHA COOTBETCTBYIOIIMMHU TOKYMEHTAaMH, UC-
KIIIOYAIOTCSl B YCTAHOBJICHHOM TOPSIKE M3 ONMHUCEH W APYrUX YYETHBIX JOKYMEHTOB. B coorerct-
BYIOIIMX KapTOYKaxX yKa3bpIBAIOTCS JaThl U HOMEpa aKTOB, B KOTOPBIX MOJTBEPXKAAETCS OTCYTCTBUE
Jieia, U COCTaBIIIIOTCS CIIPaBKU O MPOBEAEHUH po3bicka. [locie paccMOTpeHus: pe3ynbTaToB pO3bICKa
Ha OK u yrBep)kAeHHs ee peLIeHUsS PYKOBOAWTEIEM OpraHHU3alMd HEOOHApy)KEHHBIE AOKYMEHTBHI
CHUMAIOTCS C y4yeTa.

4.7.11. IlpoBepka HAINYHUS U COCTOSIHUS JOKYMEHTOB CUMTAeTCs 3aBEPILICHHON MOCI]e BHECe-
HUSI U3MEHEHHH, BBISABICHHBIX TPOBEPKOH, B YICTHBIE JOKYMEHTHI TPOBEpsieMoro (oHAa U MPEACTaB-
JICHUsI COOTBETCTBYIOILMX CBEACHHUH O Jeiax MOCTOSHHOIO XpaHEHHs B FOCYAapCTBEHHBIN apXuB IS
BHECEHHS] MU3MEHEHUH B KOHTPOJBbHBIE SK3EMIULIPBI onucen Aen, yreepxaeHHbix JIIK apxuBHoro yu-
peXIeHusl.

4.8. Oco00 HeHHbIe H YHUKAJbHbIE JOKYMEHTHI apXHBa

4.8.1. ApxuB OpraHU3aly{, MO COTJACOBAHHUIO C TOCYAapPCTBEHHBIM apXHUBOM, MCTOYHHKOM
KOMIIJICKTOBAHHSI KOTOPOTO OH SIBJSIETCA, MPOBOJUT BBISIBJICHUE U y4€T 0CO00 LIEHHBIX U YHUKAJIbHBIX
JOKYMEHTOB.

Ha BoIsiBiIeHHBIE 0CO00 IICHHBIC W YHUKAJIBHBIC JOKYMEHTHI KaKIOTO (DOHMIA, XPAHSIIETOCS B
apXuBe, COCTaBJIsIETCA OMHUCh 0CO00 LEHHBIX JOKYMEHTOB, KOTOopas paccMmarpuBaercs DK opranuza-
LMH, COTJIACOBBIBACTCS C FOCYIapCTBEHHBIM apXHUBOM M YTBEPKIAETCSl PYKOBOJUTENIEM OpTaHU3alyu
(mpunosxenue 23).

4.8.2. OTHeceHne JOKYMEHTOB K YHUKAJIBHBIM M BKIIOUEHHE MX B ['OCymapCTBEHHBIN peecTp
YHHUKaJIBHBIX TOKyMEHTOB ApxuBHOTO (oHna Poccuiickoit dexepanuu oCymecTBIsSETCS B COOTBETCT-
BUU ¢ PermaMeHTOM ToCymapCTBEHHOTO ydeTa YHHKAJIBHBIX JOKYMEHTOB ApxuBHOro (onma Poccwii-
ckoi Penepannd.



4.9. CtpaxoBoii ¢pona u ¢GoHa M0Ib30BAHUS

4.9.1. Ha 0co60 1eHHbIe U YHUKAJIbHBIC JOKYMEHTHI OPTaHU3AIHH ITyTeM MHKPO(HIEMUpPOBa-
HHSI CO3JJAFOTCSI CTPAXOBbIe KOMUK (HEraTHBBI TIEPBOTO MOKOJICHHS HA PYJIOHHO IUICHKE WM MUKPO-
¢wumax).

COBOKYITHOCTb CTPaXOBBIX KOTIMH TOKYMEHTOB, XPAHAIINXCS B apXHUBE, COCTABISIET CTPAXOBOU
¢ona. CtpaxoBoii GOHI Co3MaeTcs B IENIX COXpPAHEHUs EHHOW JOKYMEHTHON WH(pOpPMALUU Ha CIIy-
Yail yrpaThl WM TOBPEKACHUS TIOJIMHHBIX TOKYMEHTOB.

4.9.2. OMHOBPEMEHHO € CO3/aHHEM CTpaxoBoro (omaa cozmaetcs (GoH. Moap30BaHus (MO3u-
TUBHBIC MUKPO()UIBMBI B MEKPOQDHUIILIH).

@®oHA MOTB30BaHUS MOXKET CO3/IaBATHCS TAKXKE LEIEBBIM MOPSIKOM MO HauOoJiee UCIIOb3ye-
MBIM JOKYMEHTAJIbHBIM KOMIUIEKCaM IyTeM KCEPOKOITMPOBAHUS WM CO3AAaHUS KOIHI JOKYMEHTOB Ha
AIIEKTPOHHBIX HOCUTEISIX, 00ECIEUNBAIOMINX HACHTUIHOCTD KOTIMU ¥ MOUTMHHUKA TOKYMEHTA.

4.9.3. CrpaxoBoii poHn u (GoHI MOIB30BaHUS CO3MAIOTCA B MOpsIKe, ycTaHOBIEHHOM Dene-
panbHOM apxXuBHOU ciryx00i1 Poccuu.

5. OPTAHMU3AIUA JOKYMEHTOB B APXUBE
5.1. JlIokyMeHTaJIbHbIN M APXMBHBIA (POH OPraHU3aAlUN

5.1.1. Best COBOKYMHOCTB JOKYMEHTOB, O0pa3yrOLINXCS B ACATEIbHOCTH OpTaHU3aI[UH, COCTaB-
JSIET e JOKYMEHTAJIbHBIN (OH]I.

5.1.2. JlokymeHTHI, 0Opa3yroniuecss B IeATSIPHOCTH OPTaHU3aIUH, 10 CPOKaM XpaHECHHUS TO/-
pazaesnsoTes Ha!

JTOKYMEHTBI BpEMEHHOTO cpoka xpaHeHus (10 10 jieT BKIIOYHTENBHO);

JOKYMEHTBI JOJITOBPEMEHHOTO cpoka xpaneHwus (cBbitie 10 nert);

JTOKYMEHTBI IOCTOSTHHOTO (BEYHOTO) XPaHCHHUS.

JIOKyMEeHTBI IOCTOSIHHOTO XPAaHEHHUS, T.€. JOKYMEHThI, HIMEIOIUE NCTOPUIECKOE, HAYIHOE, CO-
UaTbHOE, YKOHOMHUYECKOE, KYIbTypHOE 3HAu€HHE, COCTABISIIOT apXWBHBIA (DOHI OpraHHW3aluH, SB-
TSFOIIUICS COCTaBHON YacThio ApxuBHOTO (poHaa Poccuiickoit deneparmu.

Cpoku xpaHeHHUs! JOKYMEHTOB YCTaHABJIMBAIOTCS HA OCHOBAaHMH HKCIEPTU3bI MX IICHHOCTH;
MOPSIOK AKCTIEPTU3HI IEHHOCTH JOKYMEHTOB OTIPE/IeNieH B pa3zeie 2 Hactosmux [Ipasm.

5.1.3. PazHOBHIHOCTSIMH apXUBHOTO (POH/IA SBIITIOTCS

apXWBHBIA (POH/ OpTaHM3alNH, COCTOSIIUI U3 JOKYMEHTOB, 00Opa30BaBIINXCS B IPOIECCE €€
NEeSITENIBHOCTH,

O00BETMHEHHBI apXWBHBIA (POH, COCTOSIIMN M3 JOKYMEHTOB, 00pa30BaBIIMXCS B IMPOIECCE
JESITeTFHOCTH JIBYX WM OoJiee opraHu3anuii-poHmoo0pa3oBaTeell, IMEBIINX MEKAY co00i nCTopu-
YeCKU M / WK JOTMYECKU OOYCIOBIICHHBIC CBSI3U: OJHOPOTHOCTh M MPEEMCTBEHHOCTD JCATEIbHOCTH,
MOAYMHEHHOCTh, €IUHCTBO O0OBEKTA M BPEMEHH JESITEIbHOCTH, MECTOHAXO0XKIEHUE U . ;

apXHUBHBIA (DOHJ JTMYHOTO TMPOUCXOKACHHUS, COCTOSIINA M3 ITOKYMEHTOB, 00pa30BaBIIMXCS B
MPOLIECCE KHU3HU U JESITEIBHOCTH OTACIBHOTO JIMIA, CEMbH, POJa U NMPHUHATHIX HA XpAaHEHUE B apXUB
OpraHu3aly.

5.1.4. ApxuBHOU KOJUIEKIIMEN Ha3bIBAETCS] COBOKYIHOCTh OTAEIBHBIX JOKYMEHTOB Pa3IMYHOTO
MPOUCXOXKICHHS, O0BEIMHEHHBIX 10 OJIHOMY MJIM HECKOJBKUM MpU3HAKaM (TeMaTHYECKOMY, BUIOBO-
MY, 00BEKTHOMY, aBTOPCKOMY, XPOHOJIOTHYECKOMY H JIp.).

5.2. Onpenesienue (pOHI0BOI NMPUHANIEKHOCTH APXMBHBIX JOKYMEHTOB H
o0pa3oBaHue apxuBHOro PoHAA

5.2.1. Onpenenenre GHOHIOBOH MPHUHAMISKHOCTH TOKYMEHTOB OpPTAaHHM3AIMU 3aKII0YAeTCsS B OTHECE-
HUU UX K (POHIY COOTBETCTBYIOLICH OpTaHU3aINH.

5.2.2. Ilpu onpenenennu GoHIOBON MPUHAIICKHOCTH JOKYMEHTOB OPTaHU3AINH YIUTHIBACTCS
CIIEIYIOILEE!

BXOJISIIIME TOKYMEHTBI OTHOCATCA K ()OHIY TOW OpraHU3aIll{, KOTOPOW OHM TOJY4EHBI, UX
(oHI0Bas MPUHAIIISKHOCTE OIPENENETCS 10 TaKKM dJIeMeHTaM (opMyIsipa, Kak aapecaT, perucTpa-



LMOHHBIN LITaMII, PE30JIOLUH U OTMETKH O HAalPaBJICHUH JOKYMEHTOB Ha HCIIOJIHEHHUE, 110 COAepKa-
HUIO JOKYMEHTOB;

KOTIHUHU UCXOMASUIUMX JOKYMEHTOB (OTITYCKH) OTHOCATCS K (DOHIY TOW OpraHm3aliiu, KOTopas siB-
JSETCS. UX aBTOPOM; MX (DOHIOBAsI MPUHAIICKHOCTh OMPEICIACTCS MO TOAMHUCIM, IEIOTPOU3BOICT-
BEHHBIM IIOMETaM, COJIEP>KaHUIO JOKYMEHTOB;

JOKYMEHTBI BHYTPEHHETO 00palieHus OTHOCITCSA K (GOHIY TOM OpraHU3amnuu, KOTOPOi OHH CO-
CTaBJICHBI, MX (POHIOBAsI MPUHAIIICKHOCTH OTIPEIEISETCS 110 HA3BAHUIO OPTAHU3AINH, ITOIITUCSM, CO-
Jep>KaHUIO.

5.2.3. JIoKyMEHTBbI OpPraHU3alMi M €€ TMEPBUYHBIX OOIIECTBEHHBIX OpraHu3aiuii (mpodcoros-
HBIX, CIIOPTUBHBIX U JIp.), CYIIECTBOBABIIMX 0 MPUHATHS 3aKOHOAaTeabcTBA Poccuiickoit denepanuu
00 00mIeCTBEHHBIX 00BEIMHEHHSAX, COCTABIIIOT CAUHBIN apXUBHBINA (OH/I.

APpXHBHBIC TOKYMEHTBI OOLIECTBEHHBIX OpraHu3anuii (MpoQCcor3HbIX U Jp.), CYIIECTBYIONIIX
MPU YUPESKICHUSIX C MOMEHTA PETHCTPALIMH 3THUX OOIIECTBEHHBIX OpPraHU3alUil B COOTBETCTBHUH C 3a-
KoHOAaTeNnbcTBOM Poccutickoit deneparmu 00 0OIECTBEHHBIX 00BETUMHEHHSX, TIPEACTABISIOT COO0M
caMOoCTOsITeNbHBIC apxuBHBIE QoHABI. [lpy mepenaye Ha MOCTOSTHHOE XpaHEHHE B apXHB OHU MOTYT
MPHUCOCTUHATECS K (OHAAM COOTBETCTBYIOIIMX YYpPEXKICHH, 00pasys oObeIUHEHHbIC apXHBHBIC
(bOoHIBI.

5.2.4. Jlena, KOTOpBIC BEIHCH IMOCIIEAOBATEIHFHO B IBYX OPTaHU3AIUX, BKIIFOYAIOTCS B COCTaB
apxXWBHOTO (POHIA TOHM OpTraHU3alWH, B KOTOPOH OHM OBLJIM 3aKOHYCHBI IIPOMU3BOACTBOM. B ciydae mm-
KBUJAIMW OPTaHU3AIUH C repenadeii ee pyHKIHiA BHOBb CO3/IaHHON OpTraHU3aIliK 3aKOHYEHHBIE TIPO-
M3BOJICTBOM JIeJla BKJIFOUAIOTCS B (DOH[ JIMKBUIUPOBAHHOW OpraHW3alny, a HE3aKOHUCHHBIE JeNa Iie-
penaroTcs Uil OKOHYaHHS IPOM3BOJCTBOM OPTaHU3AIUH-TIPEEMHHUKY U BKJIIOYAIOTCS B (DOH] MOCTEI-
HEH.

5.2.5. Onun 1 TOT %€ (OHI COCTABISET TOKYMEHTHI:

OpraHM3allfK JI0 U MOCIe ee peopranu3anuu (mpeoOpa3oBaHus), €CJIM OHA HE MOBJIEKJIA 32 CO-
00lf KOPEHHOTO N3MEHEHHUS €€ ICATEIbHOCTH;

OpraHu3alyy 0 U MOCJe U3MEHEHUS TEPPUTOPUATBHBIX TPAHUIL €€ e TeIIbHOCTH, MOAYNHEH-
HOCTH, CTPYKTYpBI, IITATOB, [I€YaTH U T.II.,

MPEATIPUATHA, OpraHu3auii 1 00beAMHECHUH, OMEHSBIINX TOCYIapCTBEHHYIO (hopMy cobCT-
BEHHOCTH Ha HETOCYJApCTBEHHYIO, HO B YCTABHOM KalHTaje KOTOPBIX UMEETCs Mpeodiagaromas 107
roCyJapCTBEHHON COOCTBEHHOCTH;

BPEMEHHO MPEKpPaTUBLICH CBOIO AEATEIBHOCTh OPTaHM3allMHY, a 3aTeM BOCCTAHOBJICHHOM C Te-
MU K€ QYHKIHSIMH;

NpEeaNpUSTHNA, OpTaHU3ANKA U 00BEIMHEHUI CMEMaHHBIX (JOpPM COOCTBEHHOCTH, B YCTaBHOM
KaIruTane KOTOPBIX UMEeTcs Mpeodiagaromas A0l ToOCyAapCTBEHHOW COOCTBEHHOCTH.

5.2.6. JIokyMEeHTHI OpPTaHOB 3aKOHOAATEIFHOW M MCIIOJHUTEIBHON TOCYIapCTBEHHOW BIIACTH,
MpoKyparypsl u cynoB Poccuiickoit @enepanmu, cyobrektoB Poccuiickoit deaepannu, opraHoB MecT-
HOTO CaMOYIPABJICHUS COCTABISAIOT CAMOCTOSTEIbHbIC apXUBHBIE (DOHIIBI.

JIOKyMeHTBl POCCHHCKMX MUHHUCTEPCTB M BEIOMCTB, CO3JaHHBIX Ha 0a3ze JMKBUAMPOBAHHBIX
MuHuctepcetB U BegoMcTB CCCP, cocTaBistOT HOBBIC apXUBHBIC (DOHJIBI.

Hoxymentsl muauctepcts PCOCP u Poccuiickoit @enepanuy cOCTaBISIIOT, KaK MPaBuio, pas-
HbIe apxuBHbIE (GOHBI. PasrpannunTensHas naTa MeKAy HUIMH yYCTaHABIMBAETCS HA OCHOBE COOTBET-
CTBYIOLIMX 3aKOHO/IATEIBHBIX AKTOB O KOHKPETHOM MUHHCTEPCTBE (BEIOMCTBE).

JloKyMeHTBl OpraHoB roCyJapCTBEHHON BiacTu cyObekToB Poccuiickoit denepaunu, Aewct-
BYIOIIIUX HAa OCHOBE KOHCTHUTYITMH, YCTaBOB CyOBeKTOB Poccmiickort denepariu, COCTABISIOT HOBBIC
apxuBHBIC (DOHJIBI; PA3TPAHUYUTENBHBIC JATHl MKy HUMH YCTAHABJIMBAIOTCS HA OCHOBE COOTBETCT-
BYIOIIETO 3aKOHOAATENIHCTBA U HOPMATHUBHBIX akTOB. IIpuM 3TOM HOKYMEHTBHI MPEAIIECTBYIOIIUX UM
COBETOB HapOJHBIX JCIYTaTOB PECIYOJIUK, KPAaeBbIX, 00JIACTHBIX, aBBTOHOMHBIX 00pa30BaHUM, a TaKKe
PaHOHHBIX M TOPOJCKHUX COBETOB HAapOIHBIX ACMYTAaTOB O MOMEHTA MX JMKBUALMU COCTABIISIOT Ca-
MOCTOSITEIBHBIC APXUBHBIE (POH/IBI.

Pacumpenue win cyxeHue rnpaB OpraHu3alru, KOTOpPOe BiIeUeT 3a co00H KOPEHHOE U3MEHEHNE
ee KOMITeTeHIIMU ¥ (DYHKIMI U CO31aHue HOBOM OpraHW3aly, BICYET 3a COOOH cO3/1aHNe HOBOTO ap-
XUBHOTO (PoH/IA.

5.2.7. Kaxnomy apxuBHOMY (OHAY, MOCTYIHBIIEMY B apXWB OpPTaHM3ALUH, MPHCBAUBACTCS
Ha3BaHue u HoMmep (cM. 1. 6.4.2.2). Ha3Banue GoHma COOTBETCTBYET O(UIMATFHOMY Ha3BaHUIO Opra-
HU3aUH-(HOHI000pa30BaTENS.



5.2.8. O0beAHEHHBII apXUBHBIN QOH/T

5.2.8.1. O6benuHEHHBIE apXUBHBIE (POHIBI MOTYT OBITH CHOPMHUPOBAHBI U3 TOKYMEHTOB!

- OJHOPOJHBIX MO IIEJIEBOMY Ha3HAUEHUIO W (PYHKIHMAM OTHOMMEHHBIX OpTraHHM3alui, JEHCT-
BYIOIIIX Ha OTPEACIICHHON TEPPUTOPUH;

- PYKOBOJSIIETO OpTaHa M MOJYNHEHHBIX My OpTraHu3aluid, JeHCTBYIONINX Ha ONpeaeIeHHON
TEepPUTOPHH;

- OpraHu3alui, CBI3aHHBIX MEKIY COO0H 0OBEKTOM JEATEIFHOCTH;

- TIOCJIEI0BATENIFHO CMEHSBIIMX APYT Ipyra OpraHu3anui, eciau yHKIUH TpeAleCTBEHHIKOB
MOJTHOCTBIO MJIM YaCTUYHO MEPEIaBaIiCh UX IPEEMHHUKAM.

5.2.8.2. He nonyckaercsi co3nanue 00beTUHEHHBIX apXUBHBIX (DOHIOB U3 TOKYMEHTOB OPTAaHOB
MpEICTaBUTENIbHOM, HMCIOJIHUTEIbHON M CyOeOHOW TrOCylapCTBEHHOW BJAcTH, MPEAYCMOTPEHHBIX
Koncrurymmeit Poccuiickoit @enepaunn, Koncturynusmu pecny0iuk, ycraBamu cyobekToB Poccwii-
ckoit Denepariiy, a TakKe U3 JOKYMEHTOB 3THX OPTaHOB U JIOKyMEHTOB H30HpaTEIbHBIX KOMUCCHIA TIO
BBIOOpAM OPTaHOB TPENCTABUTEIBHON M MUCTIOJHUTEIBHOM BIACTH, €CJIM 3T0 HE MPEIYCMOTPEHO 3aKO-
HOJIaTENbCTBOM CyObeKTOB Poccuiickoit @enepaunu.

5.2.8.3. O6pazoBanne O0OBEIMHEHHBIX APXUBHBIX (POHIOB BKIIOYACT B ceOs mepemmndpoBKy
nen (M3MeHeHne HOMEpoB (DOHIOB, OMMKCEN), COCTABICHHE COOTBETCTBYIOIINX YUYETHBIX JTOKYMEHTOB,
pa3MeIieHne JOKYMEHTOB 00beTMHEHHOTO (DOHIa B OTHOM MECTE XPaHWIUIIA, @ IPU HEOOXOIUMOCTH
Y HOBYIO CHCTEMAaTH3AIHNIO JIeTl ¥ IEPECOCTaBICHHE OTHCEH.

5.2.8.4. Ha3Banue 0OBEIMHEHHOTO ApXHMBHOTO (POHIA COCTOMT M3 00OOIIEHHOTO Ha3BaHHS
BKJTIOUEHHBIX B HETO ()OHIOB MJIM HAa3BaHHS PYKOBOJSIICH OpraHU3alMH M OOOOIIECHHOTO Ha3BaHHS
MOJYMHECHHBIX €l OpPTaHU3AIUA.

5.2.9. ApxuBHBII (POHI TUIHOTO MPOUCXOKIACHUS

5.2.9.1. JIokyMeHTBI, TIepeIaHHbIC BIaeblieM (COOCTBEHHUKOM) Ha XpaHEHHE B apXHB Opra-
HU3AIMH, COCTABISIOT apXWBHBIN (DOH JIMIHOTO TMPOUCXOXKICHUS U TepeOHIUPOBAHNIO HE TMOJIe-
XKar.

5.2.9.2. Ha3Banue apxuBHOTO (DOHIA JTMYHOTO TMPOHUCXOXKICHHUS COCTOUT M3 (haMHUINH, UMEHH,
OTYECTBA JIMIA, YKa3aHUs POJa NEeSATENbHOCTU (mpodeccun), Cay:KeOHOrO MOJOKEHHs, YICHBIX 3Ba-
HH.

5.2.10. ApxuBHas KOJUICKIUS

5.2.10.1. ApxuBHBIE KOJUICKIIH ITOCTYIIAIOT B apXUB B BUIE YK€ CIIOKUBIINXCS JOKYMEHTAb-
HBIX KOMIUIEKCOB WM JK€ 00pa3yroTcs B apXWBE U3 OTACIBHBIX Pa3pO3HEHHBIX JOKYMEHTOB C IIEJBIO
CO3IaHMsI OJIArOTPUSATHBIX YCIOBHIA JUIS MX ydeTa M HCIOJIb30BaHUS.

5.2.10.2. B Ha3BaHMU apXMBHOW KOJUICKIMH O0S3aTENbHO YKa3bIBACTCS MPHU3HAK (MPU3HAKH)
00'bEIMHECHUS IOKYMEHTOB, a MPH HEOOXOMMOCTH M €€ COCTaBUTENb (IOpUANYECKOe Win (pu3nuuecKkoe
JIULO, YIPSKICHHUE, B TOM YHCJIC apXUB OpraHU3aIIUH).

5.3. XpoHoJioruyecKue rpaHuibl apXuBHOTO poHma <*>

5.3.1. XpoHOJIOTHIECKUMHU TPAaHUIIAMH APXUBHOTO (POHIIA SBIISIOTCS .

apxuBHOTO (POHIA OpraHu3aIMy - OPUIMATBHBIC ATkl €€ 00pa3oBaHus (PErHCTPAIMHU) U JIUK-
BUJIALIN,

00BEIMHEHHOTO apXMBHOTO (OHIA - AaThl 00pa3oBaHus (perucrpauuu) HauboJjiee paHHEH H
JUKBUJAIMN HanOoJiee MO3AHEH MO BPEMEHH JEATEIIbHOCTH OpTaHU3alri, JOKYMEHTBI KOTOPBIX BO-
[T B COCTaB 00BEIMHEHHOTO apXUBHOTO (HOHIA,;

apXxuBHOTO (OHIA JUYHOTO MPOUCXOXKACHHs (CeMEHHOro, pOJOBOTO) - JAThl POKICHUS H
cMepTH (PU3NIECKOTO JINIIA, YICHOB CEMBbH HIIH POJIA.

5.3.2. XpOoHOJIOTHYECKUMH TPAHUI[AMH apXUBHOW KOJUICKIIMH SBIITIOTCS AaThl CAMOTO PaHHETO
U CaMoro MO3AHET0 JOKyMEHTA.

<*> XPpOHOJOTUYECKHE TPAHUIIBI ApXUBHOTO (JOH/IA MOTYT HE COBIANATh C KpAailHUMHU JaTaMu
JOKYMEHTOB (POHMA, €CIH M0 KaKUM-THOO0 MPUYMHAM OTCYTCTBYIOT JOKYMEHTHI HA4aJbHOTO WIIM 3a-
BEPIIAIOIIETO ATAMOB JACATEIFHOCTH OPTaHU3AIlMH WM €CIIM B cOCTaBe (OHIA Haxonarcs Oojee paH-
HHE JIOKYMEHTBI (HampuMep, MepeaaHHble ISl 3aBepIICHHs IPOM3BOICTBOM Jiejia MPEAIIeCTBEHHHKA,
MpeCTaBICHHbIE B KayecTBE JOKa3aTEeNbCTB JOKYMEHTBI B COCTaBE CyIeOHO-CICACTBEHHBIX A€M U
ap.). B GboHmax IMYHOTO MPOUCXOXKICHUS KpailHUEe AaThl JOKYMEHTOB (DOHIA MOTYT OTJIMYATHCS OT



XPOHOJIOTUYECKUX TpaHUIl (POHIIA 32 CUET TOKYMEHTOB, COOpaHHBIX (OHT000pa3oBaTeIeM, CBI3aHHBIX
C OTKJIMKaMHU Ha €ro CMEPTh, MPOBEACHUEM MaMSTHO-IOOMIICHHBIX MEPOTIPUATUH U JIP.

5.4. Opranu3anusi AOKYMEHTOB B Npeae ax apxXuBHOro Gpouaa

5.4.1. OcHOBHBIE IOHATHS U TPEOOBAHUS

B mpenenax apxuBHOTO (OHAA Y4ETHO-KJIACCU()UKAMOHHOW CNUHUICH SBISETCS SIUHUIA
XpaHeHHs: JOKYMEHTOB (cM. 1. 6.2.1). EauHuibel XpaHeHHs: TOJDKHBI OBITh OTIMCAHbI, CHCTEMATH3UPO-
BaHbI, BHECCHBI B ONUCH M O()OPMIICHBI B MOPSAKE, 00ECIICUNBAIOIIEM UX yY€T, MOMCK U MUCIOIb30Ba-
HHE.

Enununet xpanenus (nena) apxuBHOTO (OHIA CHCTEMAaTH3UPYIOTCS B mpeenax (poHaa corac-
HO cxeMe cucreMaTn3anuu. CucTeMaTH3aus TOKyMEHTOB ()OHIa TIPOBOAUTCS B ICIOMPOU3BOICTBE H
B apXMBE OPTaHU3AINH IPU TOATOTOBKE TOKYMEHTOB K Tepeade B rOCyJapCTBEHHbBIC apXUBHI.

5.4.2. Cxema cucremMatu3aiuv JOKyMEHTOB B OH/IC

Cxema cuCTeMaTH3alUU SAMHUIL XpaHeHus (1en) (oHIa SBISETCS OCHOBAHUEM ISl BHYTPCH-
HEeil OpraHu3aluK apXUBHOTO (DOHIA U 3aKPEILIIETCS OMUCHIO (omucsamu) aen GoHma.

5.4.3. I'pynmupoBKa el ¥ JOKYMEHTOB B COOTBETCTBUH C PAa3IMYHBIMH BapUAHTAMU CXEMBI
CHCTEMaTU3alluu apXUBHOTO (hOHIA

5.4.3.1. Pactipenenenue aen BHYTpH (HOHIA TIO JETCHUSM CXEMBI CHCTEMAaTH3AIMH MIPOBOIUTCS
C YYETOM CJIEAYIOLINX IPU3HAKOB!

CTPYKTYPHOTO (B COOTBETCTBUU C MPUHAUISKHOCTBIO SMHUL] XPAHEHHS K CTPYKTYPHBIM IOJI-
paszeneHusIMm);

XPOHOJIOTUYECKOro (M0 MEePHOIaM WITH JaTaM, K KOTOPBIM OTHOCSITCS TOKYMEHTBI);

(YHKIIMOHATBHOTO, OTPACIIEBOr0, TEMATHYECKOTO, MPEIMETHO-BOIPOCHOTO (C ydeToM (yHK-
LU, OTpaciel W HanpaBlICHUN ACSITEIbHOCTH OPTaHU3aLKU, TEM U BOMPOCOB, KOTOPBIX KacaeTcs Co-
JiepKaHuE TIOKYMEHTOB);

HOMHUHAJIBHOTO (IO JICTONPOU3BOACTBCHHON (hOpME - BHIaM U Pa3HOBHIHOCTSIM JOKYMEHTOB);

KOPPECIOHICHTCKOTO (M0 OpTaHU3allMsM U JIUIaM, B Pe3yJbTaTe MEePernucku ¢ KOTOPbIMHU 00-
Pa30BaIKCh TOKYMEHTBHI);

reorpaduueckoro (B COOTBETCTBHUHU C ONPE/ICICHHBIMUA TEPPUTOPHUSIMHE, HACCICHHBIMH TYHKTa-
MU U JPYTUMH TeorpaduieckuMi HanMEHOBAHUSMH, C KOTOPBIMH CBSI3aHO COJIEpKaHHUE JOKYMEHTOB,
UX aBTOPBI, KOPPECIOH/ICHTHI);

aBTOPCKOTO (MO HA3BAHUSM OpPraHU3ALUI WK (HaMUIUSIM JIHL, KOTOPBIC SBISIOTCS aBTOPaMH
JOKYMEHTOB).

Kak mpaBuiio, eIMHUIBI XpaHSHUS TP YIITHP YIOTCS TTOCIEI0BATEIBHO 110 PU3HAKaM, TIPUMEHe-
HUE KOTOPBIX OKa)KeTcsl HamOoJiee LeIecOo0Opa3HbIM [Jisl BCEX WM OTAENbHBIX IPYMHN TOKYMEHTOB
¢donma.

5.4.3.2. Coueranne CTpYKTYPHOTO B XPOHOJIOTHYECKOTO MPU3HAKOB JAET JABA BapUAHTA CXEMBI
CHUCTEMAaTU3alMN: XPOHOJIOTHYECKU-CTPYKTYPHBIN U CTPYKTYPHO-XPOHOJIOTUYECKUH.

XPOHOJIOTHYECKH-CTPYKTYpHAsl CXeMa CUCTEMaTH3alUH MPUMEHSETCSl TI0 OTHOIICHHUIO K (hOH-
JaM JCHCTBYIOLIMX OpraHu3aiuii (Y4uTbIBas AajbHelIee NonoaHeHHe (OHI0B) U JIMKBHIAPOBAHHBIX
OpTaHU3ALMN ¢ 4YaCTO MEHSBILICHCS CTPYKTypoi. IIo 3Toil cxeme nena rpynnupyrTcs MPExXae BCEro
10 BPEMEHU UX co3jaHus (rogam, meprojam), a B Ipeenax KaxI0i XpOHOJIOTHYECKOH TPYIIIBI - 110
CTPYKTYPHBIM TOJpa3IeNICHUSIM OpPTaHU3aIHH.

CTpYKTYpHO-XpOHOJIOTHYECKAs CXeMa CHCTeMaTH3allMH MPUMEHIETCS N0 OTHOIICHUIO K (HOH-
JaM OpPTaHM3AIUH, UMEBIINX CTAOMIBHYIO CTPYKTYPY, M3MEHEHHS KOTOPOW MPOWCXOAMIH PENKO H
ObLM HecToxkHbIL. [Ipu cucremarr3anuu o 3Tol cxeme Jiejia rpyHIupyroTCes MPEXIe BCEro M0 CTPYK-
TYpPHBIM TIOApA3ACICHUSM OpTaHU3AIHH, a B IPEIeTax KaKIOH CTPYKTYPHOU TPYIITHI - ITO BPEMEHH HX
CO3/1aHUS.

5.4.3.3. XpoHonorndecku-QpyHKIHOHAIBHAS WM (YHKIHOHATBHO-XPOHOJIOTUIECKAST CXEMBI
CHCTEMATU3alliU TPUMEHSIOTCS 10 OTHOUICHHUIO K (JOHIaM OpraHM3alluil C 9aCTO MEHSBIIEIHCS CTPYK-
TYpOH.

[Mpu cucTemaTuzamuy 1€ MO XPOHOJIOTWYECCKU-(PYHKIIMOHATBHOW CXeME WX TPYIITHPOBKA
MPOUCXOIUT BHAYAJIE MO0 XPOHOJIOTHYECKOMY MPHU3HAKY, a 3aTeM 1Mo (QyHKIHM (BUIaM, HANpaBJICHU-
SIM JICATENIbHOCTH) OpraHu3almu. [Ipy 3TOM MOATPYIObBI JeN PACIoIaratoTcsi ¢ y4eTOM 3HAYMMOCTH



¢GyHKIMA opraHu3anuu (PyKOBOJCTBO, (PMHAHCUPOBAHUE, YUET U OTYETHOCTh U T.J.) HIIH MO KJIACCHU-
¢duKaTopy camoii OpraHU3aIHH.

[Mpu cucremaTu3anuu nen no GyHKIMOHATBHO-XPOHOJIOTHIECKON CXeMe Jefia TPYIIHUP YIOTCS
BHayaje 10 (QYHKIUSAM IEATSIFHOCTH OPTaHU3AIUH, a 3aT€M T10 XPOHOJOTHYECKOMY IIPU3HAKY.

5.4.3.4. XpoHOIIOTUYECKU-TEMAaTHIECKas WM TEMaTHYECKU-XPOHOJIOTUYECKas CXEMBI CHCTe-
MaTH3alU{ PUMEHSIOTCS 0 OTHOIIECHHIO K HEOOJbIHM 10 00heMy (hOHIAM, a TakkKe OTACITBHBIM
APXHUBHBIM KOJUICKIIHSIM.

XPpOHOJOTHYECKN-HOMUHAIbHAS 1 HOMHHAJIBHO-XPOHOJIOTHYECKAs CXEMbl MPUMEHSIOTCA, KaK
MPaBWIIO, U CHCTEMAaTH3aluH J1e) (POHIOB OECCTPYKTYPHBIX OpTaHU3aLNi.

5.4.3.5. Ilpu BBIOOpE MPU3HAKOB TPYNIUPOBKH JIEN B Mpeneax MOATPYII, Ha3BaHHBIX B TII.
5.4.3.2 - 5.4.3.4, yauTbIBaeTCsl 3HAYCHHUE TOTO WJIM MHOTO MPHU3HAKA ISl OTPAKSHHS JEIIOTIPOU3BOJICT-
BEHHOH M CMBICJIIOBOW CBSI3W MEXKAY JAEJIAMH Ka)KIO0r0 KOHKpETHOTO ()OHIa W co3maHusi Hawmbolee
yA0OHOM AJIS1 UCTIOIB30BAHUS JOKYMEHTOB CHCTEMBI UX OpPraHU3aLUH.

5.4.3.6. JlIokyMeHTHI, BOIIEANINE B OOBEIMHEHHBIN apXUBHBIA (POHII, pacmojararoTcs 1Mo 3Ha-
9uMOCTH (OHI00Opa30BaTeNeid, Mo XPOHOJIOTHUH MX CO3JaHus, 0 andaBUTy Ha3BaHUU U T.1. B mpee-
Jax Kaxnoro (oHIA, BOMICAIIETO B OOBETUHEHHBIH apXUBHBIN (DOH, TPHUMEHSIOTCS Pa3HBIE CXEMBbI
CHUCTEMAaTH3alu{, BEIOOP KOTOPBIX ONPENEIISIETCS] XapaKTepOM JEsTeIbBHOCTH KOHKPETHBIX OpraHu3a-
Ui, COCTaBOM M 00BEMOM HMX JOKYMEHTOB. J[1s ()OHIOB OTHOPOTHBIX OpPTraHU3AIUN HCIOJIB3YyeTCs
o0mrast cxema cucTeMaTH3aIUH.

5.4.3.7. Cucremaruzanusi JOKYMEHTOB KOJUICKIIMI OMpEAeNseTCs TEMaTUKON M COCTaBOM JIO-
KyMEHTOB. B mpenenax KOJUIEKIUH JTOKYMEHTOB OJHOIO BHJa (Pa3HOBUIHOCTH) BO3MOKHA TPYIIIIH-
POBKa 10 aBTOPCKOMY MPHU3HAKY C PACIIOJIOKEHUEM TPYII B al(aBUTHOM TOPSAKE Ha3BaHUW OpTaHU-
3anuil WM (amMuIrii aBTOpoB. B mpenenax KoMK JOKYMEHTOB, CO3aHHOM IO TEeMaTHYECKOMY
MpU3HAKY, MOTYT ObITh 00pa30BaHbl IPYMHIIBI 110 Oosiee 0OIMM TeMaM UJI BOMIPOCaM, PACIIOJIOKEHHBIE
B MOPAJIKE WX 3HAYMMOCTH WJIM XPOHOJOTMH. BHyTpHM TemMaTHuecKMX MOATpYyNI AOKYMEHTBI MOTYT
OBITh OOBEIMHEHBI TI0 PA3IMYHBIM MIPU3HAKAM, HCXO/S U3 00BbeMa U COCTaBa JOKYMEHTALIUH.

5.4.3.8. [lpu pacmpeneneHNN el B COOTBETCTBHH CO CXEMOHW CHCTEMaTH3allMU HEOOXOIHMO
HUMETh B BUAY CIEAYIOIIEE!

JieJia OTHOCSITCSL K TOMY TOAy, B KOTOPOM OHU HAaudaThl WM B KOTOPOM MOCTYIWIN B JTAHHYIO
Opranu3aiuio (CTpYKTYpHOE MoJpaszeieHue) U3 APYroil opraHuzanuu (CTpYKTYpHOTO Mmoapasierie-
HUSA);

IUIaHbI, OTYEThI, CMEThl M MaT€pHaJbl K HUIM OTHOCSTCSA K TOMY I'OJly, HA KOTOPBIM UK 32 KOTO-
pBIii OHH COCTaBJICHBI, HE3ABUCHMO OT JAThl UX COCTABJICHUS, MHOTOJICTHHE IJIAHBI OTHOCSITCSI K Ha-
YaJIbHOMY TOAY UX ACMCTBHUSA, @ OTYETHI 3a 3TU T'OJBI - K IOCJIECAHEMY T'Oy OTYETHOTO NIEPHOJIa,;

Jiesia, HavaThle NMPOM3BOJICTBOM B OJHOM IOJPa3AeiiCHUH U MEPENaHHble sl MPOJOJDKCHHS B
ApYyroe mojapasieieHue, OTHOCATCS K TOMY TOJpa3/IeieHHI0, B KOTOPOM OHU ObUTM 3aKOHYEHBI (mpu
ATOM Ha3BaHUE MEPBOTO MOAPA3/ICICHUS OepeTcsi B CKOOKHU U MHIIETCS Ha3BaHUE MOCIIEIHETO);

B Tpenenax roja WM XPOHOJOTMYECKOTO IepHojAa Jejia paclojararorcs Mo 3HAYUMOCTH
CTPYKTYPHBIX YacTeil GpoHma.

5.4.4. Opranu3zanusi JOKYMEHTOB 110 JJUYHOMY COCTaBy

54.4.1. JIokyMeHTBI IO TMYHOMY COCTaBY BBIICTSIIOTCS B 0COOYIO TPYIITY, CUCTEMaTHU3HUP YIOT-
cs1 000CO0JIEHHO U BKIIIOYAIOTCS B OTACIBHYIO OIHUCH.

Perucrpannonno-y4detHbie (OPMBI JOKYMEHTOB IO JIMYHOMY COCTaBY (KHHTH, XypHAIbI yueTa
MPUKA30B O MPHUEME, [IEPEBO/IE, YBOJIbHEHUH, JUYHBIX KAPTOUEK, JIMYHBIX JI€]1, COIIAIICHUH, KOHTPaK-
TOB U JIp.) BKJIFOYAKOTCSI B OMUCH JOKYMEHTOB I10 JITYHOMY COCTaBY.

5.4.4.2. JIndHble Aena, €CIM OHU MEpeaBaiCh U3 OJTHOW OpraHU3alliu B JPYTYIO B CBS3U C
HEPEBOIOM COTPYIHUKOB, BKIIOYAIOTCS B JOKYMEHTAIBHbBIN (apXUBHBIN) (DOH/I MOTYyIHBIICH UX Opra-
HU3ALWH.

Ha muyHble nena yBoJIGHHBIX COTPYAHUKOB MOXET COCTABIISTHCS OTACIbHAS OIHKCh.

5.4.4.3. Jlena o TMYHOMY COCTaBY, KaK IPABHIIO, CHCTEMATH3UPYIOTCS IO XPOHOJIOTUIECKOMY
Mmpu3HaKy. B apxuBax KpylnHbBIX OpraHu3anuid ¢ OOJBIINM KOJIMYECTBOM PAOOTHHUKOB MOXKET MCIIOJb-
30BaThCS CTPYKTYPHO-XPOHOJIOTHUECKUH MPUHLIUAII CUCTEMATU3allU1 JAYHBIX J1EI.

5.4.4.4. B npenenax Kaxa0ro roga fiesa no JMYHOMY COCTaBY CUCTEMAaTH3UPYIOTCS 110 CTEICHH
BOKHOCTH - MPHKA3bl O 3a4KMCICHUH Ha CIIYXO0y (B yueOHOE 3aBeJICHUE U T.J.), IEPEMEIICHUH, YBOJIb-
HeHUU (OKOHYaHUM y4eOHOTO 3aBEICHHS M T.1.), JIUIECBbIC CUETa, CIIMCKHU, XXYPHAIIbI yueTa JOKyMEH-



TOB MO JINYHOMY COCTaBY, APYTHAE PETUCTPALIMOHHO-YUETHBIE JOKYMEHTHI, JJUYHbIC JIEJa, JIAIHbIE Kap-
TOYKH.

JInyHble Aena U TMYHBIE KAPTOYKHA YBOJIEHHBIX COTPYIHHKOB OTHOCSTCS K TOJY YBOJIBHEHHS U
CHCTEMATU3HUPYIOTCA B MpeeNiax KaKI0W IPYyNITsl 0 andaBuTy GaMummi.

6. YYUET JOKYMEHTOB B APXUBE
6.1. O6umue TpeGOBaHUSA K YUETY JOKYMEHTOB

6.1.1. Yyer 1OKyMEHTOB B apXWBE OPTraHU3AINH - 3TO OTPENEIeHIE HX KOJINIECTBA U COCTaBa
B YCTAHOBJCHHBIX CAMHUIIAX ydeTa U (uKcaims (perucTpanus) NpUHAUISKHOCTH KaXI0H €IUHHIIBI
y4dera K onpeesieHHOMY KOMIUIEKCY U OOILIEro MX KOJIMYECTBA B YHETHBIX JOKYMEHTAX.

[Ton ygeTHBIM TOKYMEHTOM MOHHUMAETCS TOKYMEHT YCTAaHOBJICHHOW (OPMBI, (DUKCHPYIOLTHIA
MOCTYIUIEHUE, BBIOBITHE, KOJTMUECTBO, COCTAB U COCTOSTHUE aPXUBHBIX TOKYMEHTOB B SAMHUIIAX YUETa.

VY4er JOKYMEHTOB B apXMBE OpTaHM3aLUH SBISICTCS OJAHMM M3 CPEACTB OOECIEeUEHHUs] UX CO-
XPaHHOCTU U KOHTPOJIS 32 UX HATMYUEM.

6.1.2. Yyery nouiexaT BCce XpaHSIIHECs B apXWBE OPTaHU3aLNN JOKYMEHTHI, B TOM YHUCIIE He-
OTMCaHHBIC W HEMPO(UIBHBIC U JaHHOTO apXWBa, a TAK)KE CTPAaXOBBIE KOMHU JOKYMEHTOB, KOTIHU
¢donaa monp3oBanus (MPU HATMYMK) U OMKCH JIE]T H JOKYMEHTOB.

6.1.3. ApxuB OpraHu3ali OCYIIECTBIIIET y4eT JOKYMEHTOB ApxuBHOTO (oHma Poccuiickoit
®denepannu, BpEMEHHO XPaHSIIMXCS B apXUBE OPraHU3allHy, B IOPSAIKE, ONpeneIeHHoM PernamenTom
TOCYIapCTBEHHOTO ydeTa JOKyMEeHTOB ApxuBHOTO (oHma Poccuiickoit denepannu, u mpencTapisieT
YUETHBIE CBEJICHUS B COOTBETCTBYIOLIEE APXUBHOE YUPEXKICHHE.

6.1.4. Yder mpou3BOAMTCS MYTEM MPHUCBOCHUS apXUBHBIM JOKyMeHTaM (CIMHHUIAM YdeTa,
CIUHHIAM XPAHEHHSI) YYCTHBIX HOMEPOB, SIBJSIFOLIMXCS YaCThIO apXUBHOTO mudpa.

ApxuBHbI mHdp - 0003HaAUCHHE, HAHOCHMOE Ha KXY IHHUIly XpaHEHUs C IeNbio obec-
TICYCHUS €€ ydeTa W UACHTU(PHUKAINN. APXUBHBIN MIH(P COCTOUT U3 HOMEPOB. apXUBHOTO (DOHIA IO
cnucKy (pOHIOB apxuBa OpTraHU3AIMK U Yepe3 APoOb MO CIUCKY (OHIOB TOCYAAPCTBEHHOTO apXHBa,
HMCTOYHHUKOM KOMIUIEKTOBAHHS KOTOPOTO SIBISIETCS OpraHHu3alysi, apXUBHOW KOJUIEKLIMH, OMHUCH, €IH-
HULbI XpaHEHUSI.

Howmep apxuBHOTO (oHIA TPUCBAMBACTCS TOCYZAPCTBEHHBIM apXHBOM IIOCIE O(GOPMIICHHS
MEPBOTO MOCTYIIEHHUS JOKYMEHTOB OPTaHU3allH Ha TIOCTOSIHHOE XpaHEHHE.

6.2. ExmHuLbI yyeTa

6.2.1. OCHOBHBIMH €IWHUIIAMH y4eTa JOKYMEHTOB HE3aBHCHMO OT BHJIa HOCHUTEI, crocoda u
TEXHUKH 3aKpeTUIeHUs] HHPOPMAIUH SBISIOTCS:

apxuBHBIA (OHI, apXUBHASA KOJUICKIINS,

eIMHUIIA XPaHEHUSI.

JIOKYMEHTBI JINYHOTO IMPOUCXOKACHUS, HE MPOUICIIINE HAYIHOTO ONMMCAHMS, YIUTHIBAIOTCS,
Kak MPaBWIIO, 10 JOKYMEHTAaM U JIUCTaM.

HeoOpaboTtanHbie TOKYMEHTBI (POCCHINB) yUUThIBarOTCS M3 pacyera 150 nucrtoB B ofHOM yc-
JIOBHOW €AMHUIIE XpaHCHHUS.

6.2.2. Enunnna xpaneHus - ¢usndeckn 000coO0JIEHHBIE TOKYMEHT HIM COBOKYITHOCTH JIOKY-
MEHTOB, IMEIOIIIE CAMOCTOSITEIbHOE 3HAYCHHUE.

EnuHuna xpaHeHus: JOKyMEHTOB Ha OyMaXHOW OCHOBE (Z1€JI0) - COBOKYITHOCTh JOKYMEHTOB,
OTJENBHBIN JOKYMEHT, 3aKJII0UCHHbIE B 000CO0JICHHYIO 00JIOXKKY, MaIKYy.

6.2.3. Yder TOKyMEeHTOB B apXHUBE OpPraHU3aINUN CTPOUTCS HAa OCHOBE COOJIFOIEHHS IPHHIIUATIOB:
[EHTPAIN3aIIH, BRIPAKEHHON B MPUMEHEHUH CMHBIX SIWHUI] yueTa; YHU(HUKAnuu, OCHOBaHHON Ha
COOJIIOZICHNN TIPEEMCTBEHHOCTH y4eTa apXUBHBIX OKYMEHTOB Ha BCEX CTaIUAX PaOOTHI ¢ HUMH, JH-
HAMHYHOCTH, 00eCrieynBacMOil CBOEBPEMEHHBIM M ONIEPATHBHBIM BHECEHHEM W3MEHEHHU B YYCTHEIC
JOKYMEHTBI WJIM COCTABJICHUEM HOBBIX YUETHBIX JOKYMEHTOB; IOJHOTHI M TOCTOBEPHOCTH yUEeTa.

6.2.4. B apxuBe OpraHM3alUy BEAETCS ICHTPAIM30BaHHBIA y4€T JOKYMEHTOB, OCYIIECTBIIsIC-
MBI CIIEIIATIBHO BBIICICHHBIM COTPYAHUKOM. [IpW HAIMYWU HECKOJBKUX XPAHWIWIL BEIETCS y4eT
JOKYMEHTOB B Ka)IOM XPaHIIIHIIE.



6.2.5. Ilopsmox nocTyna K y9eTHBIM JTOKYMEHTaM, a TaKkKe K yIeTHBIM 0a3aM JTaHHBIX apXrBa
OpTaHU3aIMU OIpEeeNsieTCS MPUKAa30M PYKOBOJICTBAa OpraHU3aIlK. Bce ydeTHbIe JOKYMEHTHI apXHBa
OpTaHM3aIMU JIOJDKHBI XPAHUTBCS B XpaHWIHIIE (MM CICHHATBHO BBIJICJICHHOM MMOMEIICHHH) B CEH-
(ax WM MeTaUTMIECKHX MKagax.

6.3. CucTreMa y4eTHBIX IOKYMEHTOB apXuBa

6.3.1. Cucrema y4eTHBIX JJOKyMEHTOB apXHBa - KOMILUICKC B3aUMOCBSI3aHHBIX YIETHBIX JOKY-
MEHTOB U 0a3 JaHHBIX, OTPAXKAIOIIUX KOJMYECTBO U COCTAB JOKYMCHTOB apXHBa OpPTaHH3allUH U UX
WU3MCHEHHSI, COCTABHAsI YaCTh CHCTEMbI TOCYIapPCTBEHHOTO y4eTa JOKyMEeHTOB ApxuBHoro ¢oHma Poc-
cuiickor Penepannd.

6.3.2. Yyer JOKyMEHTOB B apXHBE OPraHU3AlUU BEJCTCS M0 OCHOBHBIM M BCIIOMOTATEIIbHBIM
y4eTHbIM JoKyMeHTaM. CocTaB U ()OPMbI OCHOBHBIX YUETHBIX JOKYMEHTOB OMPEICIICHbI HACTOSIIUMHU
[MpaBuiaMu 1 00s3aTeNBHBI IS KAXKIOTO apXxuBa opraHuzanud. HeoOX0oJAUMOCTh BEICHUS U BHUIbI
BCIIOMOTATEIIbHBIX YIETHBIX JOKYMEHTOB OMPECISIFOTCS apXHBOM OPraHH3aIllUH CAMOCTOSITEIIBHO.

6.3.3. OCHOBHBIMH y4ETHBIMH JOKYyMEHTAMH B apXUBE OPTAaHU3ALIUH SIBIISFOTCS |

KHUra y4era MOCTYIUICHUS W BBIOBITUS JTOKYMEHTOB (mpuiokenue 24) (s ydera B apXuBe
Ka)KIO0TO MOCTYIJICHUS M BBIOBITHSI JOKYMEHTOB, @ TAK)Ke KOJIMYECTBA U COCTaBa JOKYMEHTOB, MOCTY-
NUBIIMX HA XPAaHCHUE M BBHIOBIBIIKX 33 ONPEICICHHBIA XPOHOJOTHYSCKUN TMEPUO]] BPEMEHH, COCTOSI-
HUSI UX ONHCAHWS);

criucok GouaoB (mpuitoxkenue 25) (I perucTpaluy NPUHITHIX Ha XPAaHEHHE apXUBHBIX (OH-
JIOB ¥ apXUBHBIX KOJUICKIIUH, IPHCBOCHUSI KM HOMEPOB, y4eTa KOJUYECTBA U COCTaBa apXUBHBIX (DOH-
JIOB M apXUBHBIX KOJUICKIIUH, HAXO/ISIIMXCS HA XPAaHEHHH U BHIOBIBILIUX);

- muct ouaa (mpuoxxenue 6) (s yuera B paMKax apXuBHOTO (DOHMIA, ApXUBHOU KOJUICKIMU
KOJIMYECTBA M COCTAaBa OMHUCEH M MX HyMEpalluH, KOJMYESCTBA U COCTaBa JTOKYMEHTOB, COCTOSIHHS HX
OIMCaHMsl, JMHAMUKA U3MEHECHUIT 10 KaX 101 onucu U GoHIy (KOJJICKIUH) B LEJIOM, (UKCAIIU H3Me-
HECHUH M0 KaXJI0# onuck U GoHIy (KOJUISKIMK) B LIENOM, (UKCAllMU U3MEHEHHIA B Ha3BaHUU (oH/);

onuch aen (mpusoxenus 1, 2, 3) (111 MOSAMHUYHOTO ¥ CyMMAapHOTO y4eTa SAHHUI] XPaHCHUS,
3aKpeIUICHHs MOPSIIKA CHCTEMAaTH3al[MK SANHUI XPAHCHHUsI, YUeTa H3MCHEHHI B COCTaBe M 00BEME JI0-
KyMEHTOB, BKIIFOUCHHBIX B IaHHYIO OIIHCH);

peecTp omuceil - 1 perucTpalry OMKUCeH e U IOKYMEHTOB, ydeTa HX KOJMYEeCTBa U COCTaBa
(mpunoxenue 26);

HacropT apXUBOXpaHWIKIIA (IPOU3BOJILHOM (HOPMBI) - sl CyMMapHOTo ydera (GOHIOB U J0-
KyMEHTOB Ka)XJJOTO apXHBOXPAHUIIUILA apXHBa OPraHU3allHH;

OIUCh 0c000 HEeHHBIX Aen (npuioxenue 23) (Ui HOSAUHUIHOTO U CyMMApHOTO ydera 0co00
LCHHBIX JIeT U JJOKYMEHTOB (COCTABISCTCS B apXMBaX, OCYIIECTBISIONINX BBISIBICHHE 0CO00 IIEHHBIX
JIeNT ¥ IOKYMEHTOB);

KHUTra y4eTa MOCTYIJICHUSI U BBIOBITUS CTPaxoBoro (GoHma U GoHIa MoIp30BaHUs (IPUIIOKCHUE
27) (s yueTta B apXuBe KaXKI0TO MOCTYIUICHUS M BBIOBITHSI CTPaxoBoro (oHaa 1 (OHIA MOJIb30BaHUS
(BemeTcst B apXuBax OpraHU3aIni, OCYIIECTBISIFOIIMX CTPAXOBOE KOMMPOBAHUE TOKYMEHTOB));

onuch crpaxoBoro ¢ouna (npuaoxenue 28) (i MOCAMHHUYHOTO ydeTa €IUHHIl XPaHCHHS
CTPaxOBBIX KOMHUI 0cO00 IIEHHBIX TOKYMEHTOB (COCTABISETCS B apXHMBaX, OCYIIECTBISIONIUX CTPAX0-
BOE KOMUPOBAHKE 0COO0 IICHHBIX TOKYMEHTOB));

neno GoHma - KOMIUIEKC JOKYMEHTOB 10 HcTopru (hoHIooOpa3oBarens U GoHAa, BEACTCS Ha
KOKIBIH apXUBHBIA (QOHI U apXUBHYIO KOJUICKIIUIO;

JIMCT-3aBEPUTENb JIeTIa - [ yueTa KOJMYEeCTBa JIUCTOB B Jene (npuoxenue 9).

JInsi eHTpaNIn30BaHHOTO TOCYAApCTBEHHOTO ydeTa JOKyMeHTOB ApxuBHoro ¢onma Poccuii-
ckoii Ddenepaluu B apXUBe OPTraHU3AIMU COCTABISIFOTCS CIICYIOIINE JOKYMCHTBI:

HacropT apXvuBa OPraHU3AIMH, XPAHSIICH YIPaBICHYECKYI TOKYMEHTAauuIo Ha 1 nexadps ....
r. (mpunoxerue 29);

nacropT OpraHU3alliK, XpaHsIIeH JOKYMEHThI oTpacieBoro gonna va 1 nexadps .... r. (mpu-
noxenue 30).

6.3.4. BcioMoratenbHbIMUA YYETHBIMU JOKYMCHTAMH SIBISIFOTCS: KHUTU U KAPTOYKH Y4eTa BbI-
OBbITUS eI, KHUTH y4eTa JIell [0 JINYHOMY COCTaBy, macnopta GoHI0B, BHYTpeHHHE onucH e (mpu-
noxenne 10) u T.1.



6.3.5. Yuer D/ ocymiecTBiseTcss B COOTBETCTBHH ¢ TPEOOBAHUSAMH H TI0 yI€THBIM (hopMam Ha-
crossmmx IIpasno.

Ceenenus o kaxnoi equauue ydera J/] BBogsarcs B yuernyro b/l O/ umu B yuetHyo kapTod-
ky /1 (mpunoxenue 31).

DJ1 y9uTHIBAIOTCS B COCTABE apXMBHOTO (DOHIA OpraHU3aluu-(POHI000pa30BATENS IO OIHCSM,
eIMHUIIAM y4eTa W efuHunaM xpaHeHus. MHpopmannonnsiii 00bemM D/] ykaszpiBaeTcs B Meradaiirax
(Moaiir).

V3MeHeHre KOJIMYeCcTBa eUHHIL XpaHeHus U / win nHGopManuoHHOTO 00bemMa D] B pe3yiib-
TaTe Iepe3anrici Ha HOBbIE HOCHTENN WM KOHBEPTHPOBAaHUS (PUKCHUPYETCS B aKT€ O MHUTPALUH U Tie-
pesanricu D] (mpunoxerune 32), B HOBOH HUTOrOBOW 3alMCH OMUCH, JIUCTE (HOH/IA, OOBSICHUTEIBHON
3aMMCcKe K MacrnopTy apXuBa.

3a eguHuny ydera DJ] mpuHUMAaeTCs eIWHULA XPAaHEHHsS WIM KOMIUIEKT €IWHHULl XpaHEHHUS C
3anmuChio (haiisia WM HECKOJMBKUX (PaiiIoB, COCTABIIONIMX €AWHBIA MPOTPaMMHO-HH(OPMAIHOHHBIH
00beKT (TEKCT, TMIEPTEKCT, MYJIbTUMEIUNHHBIA 00beKT, 0a3a JaHHbBIX, OAHK JaHHBIX, 0a3a 3HAHWI), a
TaK>Ke COMPOBOAUTEIbHAS TOKYMEHTALIHS.

3a enunuily xpanenus DJ] npuHuMaeTcs Gpu3HYecKn 000COOICHHBIN HOCUTENb (HCKETa, JKe-
CTKUH ITUCK, KOMIAKT-JAUCK H JIP.) C COIPOBOIUTEIBHON TOKYMEHTAIHEH.

[Moctynnenus D/ Ha apxuBHOE XpaHEHHE YUYUTHIBAIOTCS B OOLICH KHHUIE MOCTYILJICHHUS U BBI-
ObiTust ToKyMeHTOB (mpuinoxeHue 24). KommuectBo JOKyMEHTOB Ka)JOTO MOCTYILICHHS HJIA BBIOBI-
THSI, @ TAKKE B €KETOJHBIX U HAPACTAIOUIMM HTOrOM 3alUCIX YKa3bIBAeTCs APOOBIO: B el1. yueTales.
xp./M06. B kaduecTBe BCIIOMOTATENbHBIX YYETHBIX JOKYMEHTOB MOTYT CO3/1aBaThCSl U MCIOJIBb30BATHCS
KYpHaJ ydera nocTyrieHus u BeiObiTHs D] (mpunoxenue 33) u sKypHaJI yueTa MUTpALUi U mepesa-
muceit D/1 (mpunoxenue 34).

6.4. HOpﬂ)IOK BE€ICHUHA OCHOBHBLIX YY€THBIX TOKYMECHTOB

6.4.1. OcHOBaHMEM KaXXI0i 3aITUCH B OCHOBHBIX YUETHBIX JOKYMEHTaX SIBJISCTCS:

6.4.1.1. mpu NOCTYIUIEHUH TOKYMEHTOB B apXHB OpTaHU3AIIHH:

CIaTOYHBIC OTHMCH CTPYKTYPHBIX IMOPA3ICICHH Ha JOKYMEHTHI TIOCTOSHHOTO, JOJITOBPEMEH-
Horo (cBbime 10 sieT) XpaHeHus U 10 IMYHOMY cocTaBy (mpuioxenue 12);

CBOJHAss HOMEHKJIATypa JIeJI OpTaHU3alMU WIA HOMEHKJIaTypa AeJl CTPYKTYPHOTO TOApa3/ere-
HUSI ¢ 0()OPMIICHHOIN UTOTOBOI! 3aMUCHI0 O KOJMYECTBE 3aBSICHHBIX U 3aKOHYCHHBIX JIeJT (MPUIIOKEHUS
7,8);

aKT MpHUeMa-Tiepeiaun JOKYMEHTOB U3 APYroil OpraHW3alny, OT IOPUANYECKOTO WIN (Qu3nde-
CKOTO JIMIIA, B TOM YHCIIC Ha JICO3UTapHOE XpaHeHHe (cocTapiseTcs o GpopmMe npuioxeHus 35);

6.4.1.2. npu BBIOBITUH TOKYMEHTOB W3 apXHBa OPTaHU3AIUH

aKT MpHeMa-Tiepeladun JTOKyMEHTOB Ha TIOCTOSHHOE XpaHEHHE B TOCYJApCTBEHHBIN apXHUB WIN
apXxuB Ipyroi opranu3anuu (mpuioxenue 35);

aKT BO3BpaTa JIOKYyMEHTOB COOCTBEHHHKY (cocTaBisieTcs o Gpopme npuiioxeHus 35);

aKT O BBIJCJICHUU K YHUUTOXCHHUIO JOKYMEHTOB, HE TIOJICIKAIINX XpaHEHHIO (PUIoxKeHue 4);

aKT 0 HEOOHAPYKEHHH JOKYMEHTOB, IIyTH PO3BICKA KOTOPBIX Ucuepmansl (npusoxenue 36);

aKT 0 HEHCIPABUMBIX TOBPESIKACHHUAX JOKYMEHTOB (mpriioxenue 37);

6.4.1.3. o pe3ysbTaTaM BBIIIOJHEHHSI BHYTPHAPXUBHBIX paboT (COCTABICHUS CBOJIHBIX OIHCEH,
HAyYHOTO OIMMCAHUS JOKYMEHTOB JHYHOTO NPOUCXOXKICHHS, APXUBHBIX KOJUICKIHH, COCTABICHHS
OTHCeH 0CO00 IIEHHBIX JIeNT M TOKYMEHTOB, CTPaxoBoro ¢oHaa u (GoH/A IMOJIB30BaHUS, CO3MaHMs 00be-
JMHEHHBIX apXUBHBIX (OHIOB, MPOBEPKH HAIWYHSA U COCTOSHHS JOKYMEHTOB, BBIBEPKH YYETHBIX JI0-
KyMEHTOB) 0(OpMIISFOTCSI:

CBOJIHAsI OMHUCH JIeT IOCTOSHHOTO XpaHeHus, goaroBpemeHHoro (cpoime 10 jeT), mo Ju4HOMY
coctaBy (mpuioxenus 1, 2, 3);

OIHCH 0CO00 EHHBIX el (nmpuokerue 23);

OIUCH CTpaxoBoro ¢oHna (mpuioxenue 28);

aKT OMUCaHHs JTOKYMEHTOB JIMYHOTO MPOUCXOXKICHHUS, apXUBHON KOJUICKIUHU (IPUIIOKCHUE
38);

akT 00 00pa3oBaHNUU 00BETMHEHHOTO apXuBHOTO hoHaa (nprioxeHue 39);

aKT 0 TEXHUYECKUX OLIMOKAX B yUETHBIX TOKyMeHTax (mpuioxenue 40);



aKT 00 OOHApYKEHUH TOKYMEHTOB (HE OTHOCSIIMXCS K JaHHOMY (DOHAY, apXHUBY, HCYYTCHHBIX
u 1.1.) (mpunoxenue 41).

6.4.2. Knura y4era mOCTYIUICHHS ¥ BBIOBITHS IOKYMEHTOB

6.4.2.1. Kaura ydera NOCTYIUJICHUSI ¥ BBIOBITHS JOKYMEHTOB IpeIHA3HAuCHA JIJIA ydeTa BCceX
TEKYIIUX ¥ UTOTOBBIX (Ha 1 stHBaps KaIOro roja) M3MEHEHUH B cocTaBe u 00beMe (HOHIOB U JeT B
apXx#Be OPraHU3aIlNH, CBI3aHHBIX C IPUEMOM, BBICIICHUEM Jell, He TOISKAINX TaTbHEHIIeMy Xpa-
HEHHIO, TIepeladeii 1e1 B TOCYJapCTBEHHBIA WM Apyroi apxuB. KHura ydera mocTymnieHus U BBIObI-
THUS JOKYyMEHTOB CITy)KHT OCHOBOH JIJIsl COCTABJICHUS JINCTOB (DOHIIOB, TACTIOPTA apXHBA.

6.4.2.2. Kaxxoe mocTyrieHue Wi BEIOBITHE TTOTYdaeT CaMOCTOATEBHBIN TOPSIKOBBIN HOMED.

Ecmi mocTyniieHne COCTOWT M3 TOKYMEHTOB HECKOJBKHX (OHIOB, TO NaHHBIC 1O KAKIOMY
¢douny (HazBanue GpoHIA, €r0 HOMEP U T.J.) 3aMKCHIBAIOTCS C HOBOW CTPOKH 33 TE€M XK€ MOPSIKOBBIM
HOMEPOM. YUeT MOCTYIJICHUS U BBHIOBITHS JJOKYMEHTOB B apXUBE, XpaHsIIEM OJIuH (POHI, BEAETCS IO
mmcty (oHna.

ApXUB OpraHU3aIUH CO CIOKHOM CTPYKTYPOU MOKET YIUTHIBATH B KHUTE Y4eTa IMOCTYIUICHUS
1 BBIOBITHS JIOKYMEHTOB CAMOCTOSITENIFHO MOCTYIUIEHUE WMJIM BBHIOBITHE JTOKYMEHTOB Ka)KIOTO CTPYK-
TYpHOTO TOpa3AeIICHNSI.

6.4.2.3. Eciiu mokyMeHTHI ()OH[A TOCTYIAIOT B apXHUB BIIEPBBIE, TO HOMEp (hoHIa IMpoCTaBIIsAeT-
Csl B KHUTE y4eTa MOCTYIJICHUS! W BHIOBITHS JOKYMEHTOB TIOCJIE TIPUCBOCHUSI €My HOMEpa IO CHHUCKY
¢onmoB. Ecim nocTynuBmme JOKyMEHTHI SBISIOTCSA 4acThio (pOHIA, y)Ke HMEIOMIETOCs B apXUBE, TO B
COOTBETCTBYIOIIEH Tpade KHUTH yKa3bIBAeTCS HOMEp, MPUCBOCHHBIN 3TOMYy (GoHAy panee. Ecim mo-
CTYNHJIM WJM BHIOBUTM HEONHCaHHbIE JOKYMEHTHI, TO B rpade 6 memaercss OTMETKa: "HE OMHUCAHbI', a
cBeneHust 00 ooreme matores B 13 u 14 rpadax.

6.4.2.4. ExxeroTHO B KHUTE ydeTa MOCTYIUICHHUS U BHIOBITHS JOKYMEHTOB TIOJBOJIUTCS UTOT KO-
JIMYECTBA MOCTYIMUBIINX U BBIOBIBIINX 32 TOJ] TOKYMEHTOB (1€7).

6.4.3. Criucok (hoHIOB

6.4.3.1. Cimcok oHIOB BeIETCS B apXUBE OPTaHU3AINH, XPaHSIIEM JOKYMEHTHI ABYX U OoJee
(hoHI0B.

6.4.3.2. ApxuBHBII (QoH, apXUBHAS KOJUICKIMS BHOCSATCSA B CIIMCOK (DOHIIOB MPH MEPBOM II0-
CTYIUICHHH WX JOKYMEHTOB B apXuB opranm3zaumuu. Kaxmomy GoHIy mpucBanBaeTcsi OYepeaHON HO-
Mep 0 CHHCKY (POHIOB B XPOHOJIOTHYECKOH TOCIIENOBATEIbHOCTH ero noctymienus. K nomepy ¢on-
71a, TO/JIeXKAIIETo Tepeaaue Ha TOCTOSIHHOE XpaHeHue, 00aBiseTcs (uepe3 ApoOb) HOMEp, MPHUCBOCH-
HBI COOTBETCTBYIOIIMNM TOCY/IapCTBEHHBIM apXMUBOM IOCIIE MIEPBOH Mepenadu eMmy 9actu GoHmIa.

OObennHeHHOMY apXUBHOMY (hoHIY, 0OpazoBaHHOMY U3 (POHIOB, paHee YITEHHBIX CAMOCTOS-
TEJIbHO, IPHUCBAMBACTCS OJWH U3 HOMEPOB (DOHIOB, BKIFOUEHHBIX B COCTaB 00BEANHEHHOTO.

Ecmn ¢oHn comepkuT 0co00 IEHHBIE TOKYMEHTBHI, TO K €ro HOMepy I00aBIsIeTcss WHAEKC
"o

6.4.3.3. B ciyuae nepenaun GoHIa B IpYroil apXuB, BKIIOYCHUS €T0 B COCTaB 00BEIMHEHHOTO
apXWBHOTO (POH/IA WM BBIOBITHS BCEX NJOKYMEHTOB (DOHIA OCBOOOAMBIIHIICS HOMED APYroMy (OHIY
He mpucBanBaeTcs, B rpadax 4 - 5 cnucka ponna ("oTmMerka 0 BHIOBITHH") YKa3bIBACTCSl HA3BaHHE ap-
XHBa, B KOTOPHIH BBIOBUT POH/, a TAaKKe Ha3BaHWE, HOMEP U Jara TOKyMEHTa, HA OCHOBAaHHH KOTOPOTO
(oHT BBIOBLI.

6.4.3.4. Ha3Banue (hoHIa BHOCUTCS B CIIMCOK C THTYJIBHOTO JICTA OITUCH.

B cnydae m3menenus Ha3Banus GpoHI000pa3zoBares B ciucke (JOHIOB yKa3bIBaeTCS: IS JCii-
CTBYIOIIMX OPTaHM3ALMH - Ha3BaHWE, CYHICCTBYIOIIEE B MOMEHT TOCTYIUICHHUS (DOHA, VIS JIMKBUIH-
pPOBaHHOW OpraHu3alMM - TOclenHee Ha3BaHwe. OOBEAWHEHHBI ApXUBHBIA (DOHI BHOCHUTCS TMOJ
0000IIIeHHBIM Ha3BaHUEM O0BEIMHEHHOTO apXUBHOTO (OH/A.

6.4.3.5. K cricky (hOHIOB COCTaBISIETCSl HTOTOBAs 3aMuCh Ha 1 SHBaps Ka)KJ0Tro roja, B KOTO-
pOii yKa3bIBAIOTCS: KOJMYECTBO TMOCTYIHBIINX W BBIOBIBIIMX B TEUEHHE T0oAa M 0O0IIee KOJIMYECTBO
XpaHsmuxcsi (OHIOB; KOJMUECTBO (DOHIIOB, COAEPIKAIIUX OCO00 LEHHBIC TOKYMEHTHI, H CBOOOIHbIC
HOMeEpa B criicKe (POHIOB, €CIIM TaKUE UMEIOTCS.

6.4.3.6. Criucok (poHIOB MODKEH OBITH MOAMMUT (MPOIIHYPOBAH), 3aKIOYEH B TBEPAYIO 00-
JIOXKKY; JINCTHI IPOHYMEPOBAHBI; COCTABIICH JIUCT-3aBEPUTEITH.

6.4.4. Jlucr pouga

6.4.4.1. Jluct gonma cocraBiseTcs Ha KaKAbIH (DOHI MPU MEPBOM €ro MOCTYIUICHHH. B HeM
YIUTBIBAIOTCS BCE TIOCTYIUICHHUS 1 BBIOBITHS OMMCAHHBIX U HEONMCAHHBIX JOKYMEHTOB (hOoH/IA.



6.4.4.2. Homep mucra oHma coOTBETCTBYeT HOMEpY (OHIA MO CHHUCKY (OHIOB apXuBa opra-
HU3AIHH.

6.4.4.3. B rpade "Mecronaxoxaenue GoHma" ykasplBaeTCs Ha3BaHHE OpTaHU3AIMH, B apXHBE
KOTOPOW OH XPaHUTCHI.

6.4.4.4. B rpade "/lara nepBoro moctyrieHus: GoHaa" yKa3plBaeTCs JaTa MEPBOTO MOCTYIIIe-
HUS (oHIA B TAaHHBIN apXuB, IJIsI 00OBEAMHEHHOTO apXWBHOTO ()OHIA W ApXMBHOM KOJUICKIIHU - JaTa
MEePBOTO MOCTYIUICHHS HJIH J1aTa ero (ee) CO3MaHusl B apXUBe.

6.4.4.5. B rpade "Kpaitnue matel kaxqoro Ha3zBaHUs (GoHmA" yKa3bIBarOTCS HadalbHas M KO-
HedHas JaThl QyHKIMOHUPOBAHUS OPTaHM3AIUK N0 KaXXIbIM Ha3BaHHEM, HE3aBUCHMO OT HAJIMYHUS B
(oHIE TOKYMEHTOB 32 3TOT MEPHO/I.

Jnst 00beTMHEHHOTO apXUBHOTO (pOoHIA, 0OPA30BAaHHOTO MO OOBEKTY AESATEIBHOCTH WJIM TMOJ-
YHHEHHOCTH OPTaHM3alliH, YKa3bIBAIOTCS HadalbHAs W KOHEYHAs IaThl HAMMEHOBAHUS OOBEKTa WM
PYKOBOJISIIIIEr0 OpraHa, Ha 6a3e KOTOporo co3aa (oH/I.

Jnst 00beIMHEHHOTO apXUBHOTO (hOoHIIA, 0OPa30BaHHOTO M3 JTOKYMEHTOB OJTHOPOIHBIX OpTaHU-
3aIuil WM OpraHu3aIni, MOCIeN0BaTeIbHO CMEHSIOMINX IPYT APYTa, YKa3bIBAIOTCS camasi paHHsIs J1a-
Ta 00pa3oBaHUS OJHOW W3 HUX M JlaTa JMKBHUAAIMH TocienHed. Eciu opraHuzamusi mpoaoinKaeT
(YHKIIMOHUPOBATh, KOHEYHAS AaTa HE IPOCTABIIACTCS.

6.4.4.6. B rpade "Ha3panue ¢oHma" B XpOHOJIOTHUECKON TTOCIIETOBATEIBHOCTH TIEPEUUCIISIIOT-
Csl BCe HAa3BaHUS U MOJIBEJOMCTBEHHOCTh OpraHn3anii-(GoH1000pa3oBaTess ¢ MOMEHTa €€ BOSHHKHO-
BEHUSI, BHE 3aBICHUMOCTH OT HAJHYHS JOKYMEHTOB 32 3TOT IIEPHO/I.

Jlns o0beTMHEHHBIX apXUBHBIX (OHIOB B rpade ykaspiBaercs 0000menHoe Ha3BaHue Gonmaa, a
3aTeM TEePEeUHCISIIOTCS Ha3BaHHUS BCEX OpraHu3anuii-GpoHmoodpa3oBareneil, TOKyMEHTHl KOTOPBIX BO-
[T B COCTaB 00BEIMHEHHOTO (POH/IA 32 BECh TIEPUO]] UX CYIIECTBOBAHU.

Bce mocnenyromme wW3MEHEHUS B HAa3BaHMM M IMOJBEJOMCTBEHHOCTH OpTaHH3AIWU-
(oHm000pa3oBaTenst BHOCATCS B JIMCT (POH/IA TIO MEpE MOCTYIUICHUS B ApXUB TOKYMEHTOB (hOHIA.

6.4.4.7. B rpade "BriObiTHE" yKa3pIBacTCSA aKT, HA OCHOBAaHMH KOTOPOTO BBIOBLIN TOKYMEHTHI,
1 KOJIMYECTBO BHIOBIBIINX JOKYMEHTOB Pa3AeibHO 10 KaXKI0U OITUCH.

B rpade "Hanugue (ocTaTok)" - KOJIUYECTBO OMHCAHHBIX JOKYMEHTOB, OCTABIIUXCS ITOCIIE BbI-
OBITHS 1O KXKI01 OTIMCH U (POHAY B LEJTIOM.

KonruecTBo e moCTOSHHOTO XpaHeHu s, 1oaroBpeMeHHoro (cBeiiie 10 et) XpaHeH s UM 110
JMYHOMY COCTaBY, BKIIIOYCHHBIX B CBOJHBIC OIMCH, COCTaBJICHHBIC Ha OCHOBE OMHCEH CTPYKTYPHBIX
MOJIPa3/IeNIeH, yKa3bIBaeTcs B pasaene 2 "Yder omumcaHHBIX JOKyMeHTOB" B rpadax 11 - 14; a B
rpagax 6 - 9 yka3pIBaeTCsi KOJMYECTBO BBHIOBIBIIUX JI€TT, SHAYMBIINXCS B CAATOUHBIX OTIHCSX.

6.4.4.8. Eciu muct (oHma 3amoyHseTcs Ha ABYX U OoJiee OJaHKax, TO Ha TIEPBOM JENIAeTCs OT-
Metka "'cM. mpopospkeHue N ...", Ha mocneyromem - "npoxomxenue N ...".

6.4.4.9. Jluct orna MokeT OBITh IEPECOCTABICH TOJILKO B TOM CIIydae, €CIIM OH HEHCIPAaBUMO
MOBPEKICH, a TaKKe Mocie rnepepaboTku (OHAA WM CO3aHHs 00bEIMHEHHOTO apXUBHOTO (HOHIA,
KOTJla paHee NeHCTBOBAaBIIMIA JIMCT (DOHIA TEpecTaeT OTpaxkaTh (HaKTHUIECKOE COCTOSHHE W 00BEM
¢donma. [Tpu sTOM panee neiicTBoBaBIIMiA THCT (HOHIIA TTOMeIaeTcs B aeno Gonma. B BepxHem npaBom
yriry o6oux ImucToB GOoHIA AenaeTcs otMeTka "JIucT mepecocTaBieH" ¢ yka3aHHUEM JIaThl IIEPECOCTaB-
JICHUS1, TOJDKHOCTH | TIOJIITUCH JINIA, OTBETCTBEHHOTO 32 y4eT.

6.4.4.10. JIuctel (hOHIOB HYMEPYIOTCS M XPAHATCSA B MOPSAAKE HOMEPOB (POHIOB U HyMepaluu
JHMCTOB B TANKax C KJIamaHamM#. B KaXmoil mamke cocTaBisieTcss Ha OTACIBHOM JIMCTE 3aBEpUTEIbHAS
HA/IITUCh.

6.4.5. Onucu gen

6.4.5.1. Omucu 1en SBISTIOTCS MEPBHYHBIM YISTHBIM JJOKYMEHTOM JUISL y9€Ta JIeJI MOCTOSHHOTO,
BpeMenHoTo (cBbitie 10 jeT) XpaHeHHs 1 10 JINYHOMY COCTaBY.

6.4.5.2. Oncy cOCTaBISIOTCS B YETHIPEX IK3EMIUISIPAX. YUETHBIA HOMEP MPHUCBANBACTCS OTIH-
CH T10 JICTY (POHJIA B BaJIOBOM IOPSI/IKE.

Ecmn moxymeHTHI oHIA yXKe MOCTyNadd Ha XpaHEHHE B TOCYIapCTBEHHBIA apXHB, TO HOMEP
OIIHCH COTJIACOBBIBAETCS C THM aPXHUBOM.

KosmaecTBo equHMIl XpaHEHUsI B OJJHON OIMMCH, KaK MPABUIO, HE JOJDKHO MPEBHIMATH YETHI-
pex3Haunyo 1udppy - 9999. Iocnenyronme eTMHALB XpaHSHUS (POHA YIUTHIBAIOTCS B HOBOH OIMMCH,
KOTOpO¥ 10 JICTy (OHJIAa IPUCBANBACTCS HOBBIH, CIICIYIOMINN yI€THBIH HOMED.



[Ipu BBIOBITHH BceX Jes MO KAaKOW-TMOO 3aKOHYCHHOW OIMKCU €€ HOMEp APYTMM OIHCSIM He
npucsauBaercs. B rpade "Tlpumedanue” mpoTUB KaXI0W BHIOBIBAIONICH SAMHULBI XpAaHEHHs (€IHHH-
bl yUe€Ta) CTAaBUTCSI ITamil "BeiObLTO".

6.4.5.3. TloenMHUYHBII yUET OCYIIECTBISICTCS MYTEM 3aKPEIUICHUS 33 KaKIbIM JIeJIoM (SIUHU-
1eH XpaHEHHsI) CAMOCTOSITEILHOTO HOMEpa.

6.4.5.4. CymMapHbBIi y4eT Aell B OMUCSIX JIOCTHTacTCsS COCTABICHUEM MTOTOBOH 3arMCH K OIH-
csiM. B uTOroBOit 3anmucu ykas3pIBae€TCsl KOJIMUECTBO eAMHHI] XpaHeHus (udpaMu U B KPYIJIBIX CKOO-
Kax - IPOIHKCHIO), TICPBBIIA U MOCIEIHUI HOMEPA SAUHULL XPAHCHUS 110 OIKCH, OTOBAPUBAIOTCS UMEIO-
miyecs MpOIYCKH HOMEPOB, €IWHHUIBI XPAHEHHSI C JIMTEPHBIMU HOMEPaMH, BHIOBIBIINE €IUHHUIBI Xpa-
HEHUSL.

3aKOHYEHHBIC OTIMCHU JIeNT KOMIUICKTYIOIIUXCS M HEKOMIUICKTYIOIIUXCS (POHIOB, COCTOSAIINE U3
TOJIOBBIX PA3/EJIOB, TOJDKHBI MMETh OOIYI0O HTOTOBYIO 3aIIMCh KO BCEU OMHCH B LIEJIOM.

Ecnu onmuch cOCTOUT U3 HECKOJIBKMX TOMOB (YacTeii), B KOHIIE KaXI0TO ToOMa (4acTH) COCTaB-
JSIETCS KaK UTOrOBasl 3aIHCh K COOTBETCTBYIOIIEMY TOMY (4acTH), TAK U CyMMapHasi HTOTOBAsI 3aIUCh,
JIaHHBIC B KOTOPOU YKa3bIBAOTCS ¢ HapacTarouumM utorom. K nocneaaemy Tomy (4acti) coCTaBisieTcs
0011asi UTOTOBAs 3aIKUCh KO BCeil omucH (KO BCEM TOMaM).

Kaxxgoe nzmenenne oobeMa 1€ B OMIMCH, CBSI3aHHOE C BBIOBITHEM, [TOCTYILICHUEM, OO BEANHE-
HUEM WIH pachOpMHPOBAHUEM J1€JI, HA OCHOBAaHUH COOTBETCTBYIOIIUX TOKYMEHTOB OTPAKaeTCs B
HATOTOBOM 3aIHACH K OIHCH.

6.4.5.5. Onucu nen CTPYKTYpHBIX MOApa3AeieHUil CIy)KaT Y4eTHBIMH JOKYMEHTaMH O CO-
CTaBJICHUS] COOTBETCTBYIOLIETO I'OJ0OBOTO pa3ieia CBOJAHOMN OIMMCH e MOCTOSHHOTO XPAaHEHUs opra-
Hu3auuy, yreepxxaeaus Ha OIIK cooTBeTCTBYIOLIEro apXUBHOTO YUPEKACHUS, MOCIE YETo MOAJIeKaT
XpaHeHUIo B jiene (GoHa 10 Iepeaadr JOKYMEHTOB 32 3TH TO/IbI HA IIOCTOSTHHOE XPaHEHHE.

Onucu fen CTpYKTYpPHBIX MOAPA3AEICHUNA MO JUYHOMY COCTaBY XPaHATCS IO COIVIACOBAHUSA
TOJIOBOTO pazjiesia CBOJHOW OMMCH el OpraHu3aluy mno JuyHoMy coctaBy ¢ DIIK apxuBHOTO yupex-
JCHHUS.

6.4.5.6. CraTo4HBIM OTIHCSAM CTPYKTYPHBIX MOJpa3elicHU yIeTHbIE HOMEpa MPHCBAaNBAIOTCS
o peectpy onuceir. Homep onucu cTpykTypHOTO MOApa3AEIeHUs COCTOUT U3 HOMEpPA CTPYKTYPHOTO
nojipaszeneHus ¢ no0apieHreM nHaekca "¢ (CTPYKTYpHOE MOApa3/ielicHUe) U YKa3aHUeM uepes Je-
¢buc AByX MOCHeIHUX MU(P KaJIEHAAPHOTO TOa, B TEYCHNE KOTOPOTO 00pa30BaIMCh J1ea, BKIIOYCH-
HBIC B OIUCH.

6.4.6. Peectp omuceit

Peectp onmceii Benercs B apXxuBe OpraHU3aliy IPU HAIMYKH ABYX U OoJiee omuceil.

Onucu BHOCATCS B peecTp ONKced B XPOHOJOTHUECKOH MOCIEI0BATEIbHOCTH UX MOCTYIJICHUS,
[IOJ1 COOTBETCTBYIOLUMH TOPSAKOBBIMH HOMEPaMHU.

B peectpe ommceli pUKCHPYIOTCSI OCHOBHBIE JTAHHBIE MO COCTaBY KaXKIOH IMOCTYNMUBIICH B ap-
XUB OpTaHM3aLAN OIUCH: HOMEp (OHIA, HOMEP ONHCH, KOJIMYECTBO ONMMHMCAHHBIX B HEH J1eM1, KOJINJIeCT-
BO JINCTOB B OMUCH H €€ 3K3EMIUIAPOB.

6.4.7. leno douna

Heno dhonna Bemercs Ha KaKAbli GoH. B Hero BKIIOYAOTCS JOKYMEHTHI, OTPaKaIOIIne UCTO-
puto oprann3anun-poHgo00pasoBatens u ee GoHIA: UCTOPUYECKAs CIpaBKa, CXeMa CHCTeMAaTHU3aIH
¢doHma, MeToguUgecKre ocoous mo oopadotke Gonma, crapbie JIUCTH (HOHIA TIOCIIE UX TTEPECOCTABIIE-
HUS, aKTHI TIepeadn Aed GoHAa Ha TOCYIapCTBEHHOE XpaHEHNE, O BBIICICHHN K YHHUTOXKECHUIO TOKY-
MEHTOB H Jen (oHAa, O HEHCHPABUMBIX MOBPEXKICHUAX IOKYMEHTOB W nen (OoHIA, O MPOBEICHUN
MPOBEPOK HAJTMYHSI U COCTOSTHUS €M U T. 1.

AKTHI ¥ Ipyrue TOKyMEHTHI, (PMKCHPYIOIINEe N3MEHEHUS B COCTaBe M o0beMe (poHa, BKITIOYA-
I0TCSI B J1eN0 (DOH/IA TOJIBKO C OTMETKOW O BHECEHHH M3MEHEHHH BO BCE yYETHBIC TOKYMEHTHI apXHBa
opraHu3anyu. AKTBI HyMEpYIOTCS B Ipenenax (oH/a 1o BUJaM aKTOB B BaJJOBOM MOPSI/IKE.

Bce nmoxymeHnTsl B gene GoHAA pacroyiaraloTcs B XpOHOJOTHYECKON MOCIEI0BATEIBHOCTH HX
cocraBneHns. Ha mokymeHTHI fena GpoHaa COCTaBIsIeTCs BHYTPEHHSS OMHCH, JIUCTHI J1eJa HyMEepyIOT-
csl, K ey (hoH/Ia COCTaBISIETCS 3aBEpUTENbHAS HAAMHCh. [1o Mepe mononmHeHus GoH/Ia 3aBepuTEeIbHAS
HAJMUCh U BHYTPEHHSIS OMHUCH NIEPECOCTABISIIOTCS .

Kaxnomy nery ponma npucBanBaeTcss HOMEpP COOTBETCTBYIOIIETO (OHIA.

Jlena (hOHIOB XpaHATCS B MOPSIKE BO3PACTAHUS HOMEPOB (POHIIOB.



6.5. Yuer A€ U TOKYMEHTOB, HAXOAAIIMNXCH HA JC€TNO3UTAPHOM XPpaHCHUHA

6.5.1. llena u noxkymenTsl ApxuBHoro ¢onma Poccuiickoit deneparum, OTHECEHHBIE K YaCTHOU
1 MHBIM (hopMaM cOOCTBEHHOCTH, HaXOSAIINECS Ha IETO3UTAPHOM XpaHEHHUH, YIUTHIBAIOTCS B OCHOB-
HBIX W BCTIOMOTATEIbHBIX YIETHBIX JOKYMEHTAX apXUBa OpTaHU3aIUH.

6.5.2. B kHure ydyera mocTymieHUs] U BBIOBITUSL TOKyMeHTOB (mpuioxenue 24) (rp. 3) ykasbl-
BAIOTCS HOMEP M JaTa aKkTa npuemMa-nepenauu jaen (rp. 4), CoOCTBEHHUK TOKYMEHTOB U CPOK JCHCTBUS
cornarieHus, Hampumep, "no 2005 roma" (mpu BpeMeHHOM XpaHeHHH) Wwin "menos3ut’” (0e3 ykazaHus
cpoka xpanenusi) (rp. 10).

B cnucke ¢ponnos (npunoxenue 25) k Homepy Gponna nodasmsiercs unaexe A" (" demosut”),
KOTOPBII COXpaHSETCS 3a HUM BO BCEX YYETHBIX JOKYMEHTAaX M apXUBHBIX mmdpax aen, B rpade
"TIpumedanne” crircka (GOHOB TAKXKE YKa3bIBAIOTCS COOCTBEHHUK JIOKYMEHTOB, JaTa TMOAMMUCAHUS U
CPOK JACHCTBUS COTJIAIICHHUS.

6.5.3. Ecnin Ha XpaHeHHe MOCTymaeT 4acTb (OH/A, JOKYMEHTH KOTOPOTO yXKe XpaHATCs B ap-
XMBE M BKJIFOUEHBI B COCTaB rOCyAapCTBEHHON yacT ApxuBHOro (onna Poccuiickoit @enepanmu, T0
3a QOHIIOM COXpaHsETCs paHee MPUCBOCHHBINA eMy HOMep ¢ no0aBiieHreM uHaekca "JIU" - "nenosura-
puii yacTUYHO".

Cormamienue, 3aKII0YEHHOE ¢ COOCTBEHHUKOM JIOKYMEHTOB, BKIIFOUAETCs B Je70 (hoHIA.

6.5.4. [Ipu ydere BBIOBITHS JOKYMEHTOB:

- ec (pOH/T BHIOBUT MTOJTHOCTBIO B CBSI3M C UCTEYCHHEM CPOKA €r0 XpaHEHUs] B COOTBETCTBHH C
COTJIAIICHHEM, TO HOMEP €T0 HE MOXKET OBITh IPUCBOCH APYroMy (HOHIY;

- ecliM COOCTBEHHHKY BO3BpAIICHBI TOKYMEHTHI, TIOJHOCTHIO COCTABJISBIIUE JCTIO3UTAPHYIO
gacTe (poHNA, B CBSI3M C MCTEUYCHHUEM CPOKA WX XpaHEHUS B COOTBETCTBHU C COTJIAIICHHEM WIIU IO
WHBIM TpuarHaMm, To nHaekc Y B cnucke GoHIOB M IPYrUX YIETHHIX JOKYMEHTaX M apXUBHBIX IIH (-
pax nen 3adepkuBaercs; B rpady "l[lpumedanne” cnucka GOHIOB BHOCSATCS COOTBETCTBYIOIIUE CBEIE-
HUSI.

KommaecTBo GOHIOB 1 1€, HAXOMAIIMXCS HA IENO3UTAPHOM XPaHEHUH, YKa3bIBACTCS OTICITh-
HOW CTPOKOH B UTOTOBBIX 3aIMCAX KHUTH Y4eTa MOCTYIJICHUH TOKyMEHTOB | B CIIHICKE (DOHIIOB.

B mmucte ¢onma npu Hammunu B GOHIE JOKYMEHTOB JETIO3UTAPHOTO XPAHEHHS KOJIMYECTBO HX
1o (OH/IY B LIEJIOM yKa3bIBaeTCs uepes ApoOb, Hampumep, 200/80/1.

6.6. Beenne yueTHbIX 023 JaHHBIX

6.6.1. Yuernsie 6a3bl qanubix (BJI) Bemyrcs aust:

COCTaBJICHHSI B aBTOMAaTH3HUPOBAHHOM PEXUME JTOKYMEHTOB LICHTPAIN30BAHHOTO Y4ETa,

MOJrOTOBKH B aBTOMATHU3MPOBAHHOM PEKHME PAa3IMYHOTO POJa CTaTHCTHYCCKUX CBEICHHH,
AQHAIMTUYECKUX TA0JIMII, B TOM YHUCJIE O JUHAMHUKE U3MCHEHHH 00beMa, COCTaBa M COCTOSIHUS apXUB-
HBIX JJOKYMEHTOB,;

OIEPATUBHOTO MPEACTABICHUS CBEICHUN O HAIMYUK B apXHUBE JOKYMEHTOB 3a OMpEIACICHHbIH
OTPE30K BPEMEHHU.

6.6.2. [lepeveHp peKBU3UTOB y4eTHBIX BJ] cocraBisieTcsi B COOTBETCTBUHM C OCHOBHBIMH IMOKa-
3aTesIMU, ONHUCHIBAIOLIIMMHU O0BEKT yuera, - (QOH, CAUHUIA XPAHCHHUS, CIUHULIA yIeTa, TPYIIa eIu-
HUII XPaHEHUs1, CJIMHUI] Y9€Ta, BKJIIOYCHHBIX B OIKCH, - B TPAAUIIHOHHBIX YYCTHBIX JOKYMEHTAX.

VYaernsie b/] neiicTBYIOT BO B3aUMOCBS3H € ApyruMu HHPpopMarmoHHbeIME b/], nMerommmucs B
apXuBe, U JOJDKHBI OBITh COBMECTUMBI C COOTBETCTBYIOIIMMH y4eTHBIMU bJl rocynapcTBEHHBIX apXu-
BOB M OPTaHOB YIPABJICHUS apXUBHBIM JEJIOM.

[IpeemcTBeHHOCTH yueTHBIX b/l ¥ TpagUIIMOHHBIX OCHOBHBIX YYETHBIX JOKYMEHTOB OOecIedn-
BaeTCs Ucnojb3oBaHueM B bJ[ peKBU3UTOB OCHOBHBIX YIETHBIX IOKYMEHTOB.

O06001IeHHbIE TOKA3aTeNH JOKYMEHTOB LEHTPAIM30BAHHOTO Y4€Ta, a TaKKe UCXOAHBIC MOKa-
3arenu, HeoOXOAUMbIE JJIs UX MOJIydeHUs], BXOAAT B UUCIO 00s13aTeNIbHBIX PEKBU3UTOB yueTHbIX b/I.

6.6.3. Yuernsie b/] 3amoHSIOTCS HA OCHOBE yUETHBIX JTOKYMEHTOB apxuBa. [l oOecriedeHus
eaAnHoOoOpa3us 3amoyiHeHUs1 W BeAeHus ydeTHOW bJI paspabarbIiBaeTcsi MHCTPYKLMS, ONMMCBHIBAIOLIAS
colep)KaHue KaXJI0To pekBu3uTa u opranuzauuto Beaenust bJl. Ilepen nauanom paboTel mpoBOAUTCS
L[eJIeBas BEIBEPKA YUETHBIX JOKYMEHTOB, MMPOBEPSETCS COATaHCUPOBAHHOCTH Y4ETHBIX TOKYMEHTOB.



B nianoBoMm mopsiake ocymiecTBisieTcst padoTa 1o 3amnoiHeHuio yuetHou b/l mo cocrosiHuio Ha
1 sHBaps roga, CIeOYIOIIEro 3a OTYETHBIM. B manbHelinieM BeIeTcsl OnepaTUBHOE BHECEHHE M3MEHE-
HUW B YYETHBIE JOKYMEHTHI U B YUeTHYIO b/I.

7. HAYYHO-CIIPABOUYHBIN AIIITAPAT K JOKYMEHTAM APXUBA
7.1. CucreMa Hay4YHO-CIIPABOYHOI0 aNIaparTa

7.1.1. Hayuno-cnpaBounsblii anmapar (HCA) - cTpykTypupoBaHHasi COBOKYITHOCTh 3JIEMEHTOB
OIUCAaHMI TOKYMEHTOB (BTOPHYHOM JOKYMEHTHO!H MH(OPMALUK), TIPESICTABICHHBIX B Pa3JIMYHBIX BU-
JaX apXWBHBIX CIPABOYHHUKOB, 0a3axX NaHHBIX, MPEAHA3HAYCHHBIX JJIS MOUCKA TOKYMEHTOB H JOKY-
MEHTHO# HH(pOpMAaLUH.

7.1.2. Cucrema HayuHo-crpaBouHoro amnmapara (CHCA) k tokyMeHTaM apXuBa OpTaHH3aI|H -
3TO KOMIUIEKC B3aMMOCBS3aHHBIX U B3aUMOJOIOJHIEMBIX APXUBHBIX CIPAaBOYHHUKOB, 0a3 HaHHBIX O
COCTaBE U COJEp>KaHUM JOKYMEHTOB, CO3/1aBaEMbIX Ha €AMHON HAyYHO-METOAMYECKOH OCHOBE IJIs
MOWCKA JIOKYMEHTOB M IOKyMEHTHOW HHPOPMALIUH B HENAX Y(PPEKTHBHOTO HCIIOIB30BAHUS.

7.1.3. CocraB CHCA apXuBOB OpraHH3alyy OTPENENIIeTCS BUIOM apXHUBa, COCTaBOM H COMIEp-
KaHMEM XpaHSIIUXCS B HEM JOKYMEHTOB, XapakTepoM U 3aJadaMH MOWCKAa M MHTEHCHUBHOCTBIO HC-
MOJIb30BaHUs JOKYMEHTOB.

7.1.4. Onementamu CHCA apxwBa opraHuw3anuy SIBJISIIOTCS OTHCH, KaTalOTH, 0a3bl JaHHBIX,
BBITIOJTHSONIME (YHKIWU ITHX CIPAaBOYHHUKOB, a TAKXKE yKa3areiu, 0030pbl TOKyMEHTOB, HCTOpUYE-
CKHE CIPaBKH K apXUBHBIM (DOHIaM OpTraHHU3alnH.

7.1.5. ApxvBHbIE CIIPABOYHUKH OPTaHU3ALMH ACISATCS Ha TUIIBI 10 UX LEJIEBOMY Ha3HAUCHHUIO!
OTIUCH, KaTaJIOT, yKa3aTesb, 0030p.

ApxuBHBIE CITPABOYHUKHU U 0a3bl JAHHBIX O COCTABE M COACPKAHUM JOKYMEHTOB OPTaHU3aLUU
MOTYT OBITh BHYTPU()OHIOBHIMHU U MEK(POHIOBBIMHU.

7.1.6. B cucreme CHCA peam3yercsi IpeeMCTBEHHOCTh YI€THO-CIIPABOYHOTO armapara, co3-
JaBaeMOro B JIEJIONPOM3BOACTBE U apXuBax opranusauuid, ero copmenienne ¢ CHCA rocynapcrsen-
HBIX apXUBOB.

[IpeemcrBennocts CHCA apxuBOB opranu3anuii OCHOBBIBA€TCS Ha €IUHCTBE TPeOOBaHWM U
MPUHLMIIOB €r0 MOCTPOEHMs. JTa NMPEEMCTBEHHOCTh MPEAINOJaraeT 0053aTeNbHOCTh COCTAaBICHUS B
JEJIONPON3BOACTBE M B apXWBaxX OpPraHM3alMi ONMUCEd 1N, TOKYMEHTOB, KarajJoros, 0a3 JaHHBIX C
HEOOXOIUMBIM CIPABOYHBIM ariapaToM K HUM.

7.1.7. llpu cozmanmu u passutun CHCA mpumensiercs nuddepeHnmupoBanHblid TOAX0, 3a-
KITIIOYAIOIIMNCA B BBIOOpE 11esieco00pa3HOTO COCTaBa apXHUBHBIX CIIPABOYHMKOB M 0a3 JaHHBIX, METO-
JUKW OMMCAaHWM, COCTaBa M HAMOJHEHHUS CIIPAaBOYHOIO ammapara K CIpaBOYHHMKAaM, B YCTaHOBJICHHUU
HE0OX0IMMON OUepeHOCTH padoT.

7.1.8. lokymeHTHI ()OHIIOB OPTaHU3AINI ¢ MHOTOCTOPOHHEH, MEKOTpacieBor nHpopManuei n
(OHIIOB JIMYHOTO MPOUCXOKACHUS C 0CO00 IIEHHBIMH M YHUKAJIbHBIMH JOKYMEHTAMH TOJIeXKAT TIep-
BOOYEPEIHOMY OINMCAHHUIO; OMHUCH JOJDKHBI OBITh CHAOXEHbI yKa3aTeJsIMU Pa3IM4YHbIX BHIOB; Ha
ypoBHE (OHIA COCTABISAIOTCS HHIWBUAYaJIbHBIE XapakTepucTukdu. K Hambosee MHPOpPMATHBHBIM
¢doHIaM co3maroTcst 0030pbl, YKa3aTend K AeJaM U JJOKYMEHTaM.

7.1.9. Ins GpoHmOB OpraHU3aIMii, COAEPKAMUX WH(HOPMAIUIO IO OJHON OTPACIX WU IO Of-
HOMY HAIIPaBIICHHUIO JCATEIFHOCTH, U (POHIOB IMIHOTO MPOUCXOKICHHS, B COCTaBE KOTOPBIX HMEIOT-
cs1 0c000 LIEHHBIE JOKYMEHTHI, OIIUCH MOTYT OBITh CHaOXEHBI TOJBKO OJHHUM yKa3aTelleM; Ha YpOBHE
(oHIa MOTYT COCTABISITHCSA KaK WHAWBUAYaJIbHBIC, TaK U TPYIIIOBBIEC XapaKTEPUCTUKH.

7.1.10. K moxymenTam (HOHOB OpraHU3aIlUi, COIEpKaAIMX WH(HOPMAIIHIO TI0 OJHOW TeMe WJIH
MMEIOIIYI0 XapaKTep JOTIOJIHEHH K BhIIICYKa3aHHBIM (DOHIAM, YKA3aTeIId HE COCTABIISIOTCS.

7.2. Onucu aej, 10KyMeHTOB

7.2.1. Onuce nen, JOKYMEHTOB - apXHUBHBIA CIIPABOYHHK, NMPEIHA3HAUYCHHBIN IS PACKPBITHS
COCTaBa W COJEp)KaHUsl CIUHUIl XPAaHCHUS, SMHUI] y9eTa, 3aKpeIUICHHUS UX CHCTeMaTH3allud BHYTPU
¢doHIa 1 UX ydeTa.

Omnuch COCTOUT U3 OTHMCATENBHBIX CTareil, UTOroBOi 3amucu (cM. 1. 3.7.4), micra-3aBepuTens
(mpunosxenue 9) ¥ CIPABOYHOTO arnmapara K OIMKCH.



OOBEKTOM OIMMCAHUS B OMUCH SIBISCTCS SAMHNALIA XPAaHEHHs], SIUHUIIA yIeTa.

7.2.2. OnmcarenpHas CTaThs ONMUCH BKIIIOYACT: MOPSIKOBBIA HOMEp €IUHHIIBI XPAHCHUS, /M-
HUIIBI y9€Ta; ICJONPON3BOICTBEHHBIH WHACKC WM CTaphlii MHBEHTAPHBIA HOMEP; 3ar0J0BOK €INHUIIBI
XpaHeHUs, eAUHUIIBI ydeTa, KpallHUue JaThl TOKYMEHTOB, KOJMYECTBO JIICTOB B CIUHHIIEC XpaHCHHS,
SI3BIK, YKa3aHUE Ha MOJUIMHHOCTh, KOMMMHOCTH, CIOCOO BOCIIPOU3BEACHHUSI, CTEIIEHb COXPAHHOCTHU JI0-
KYMEHTOB, BHEIIHHE OCOOCHHOCTH. OmHcaTebHasi CTaThsi MOKET OBITH JOTOJHEHA aHHOTAalueil oT-
JETBHBIX JOKYMEHTOB (IPYIIIbI JOKYMEHTOB) CTUHULIBI XPAHECHUSI, CIIMHULIBI YUETA.

7.2.3. B crpaBouHbIil amnmapaTr OMUCH BXOJST: TUTYJBHBINH JIUCT; colaepxaHue (OriaBieHue),
NPEIUCIIOBHE; CIHCOK COKPAIICHUIA; TIepeBOIHbIC Ta0MUIbI MH(POB (B ciyyae nepepabOTKU OMKCH);
yKa3aTeH.

Ha TuTynpHOM JHCTE ONMHCH MOMEMIAIOTCS: MOJHOE Ha3BaHUE apXvBa OPraHU3alld, Ha3BaHHE
¢donma, HOMep GoHIA, HOMEp ONHCH, Ha3BaHWE OIMCH, KpailHWE JaThl JTOKYMEHTOB, BHECEHHBIX B
OIIHCb.

[MpemrcnoBre MOKET COCTAaBITHCA Kak oOmiee KO BceM ommcsM (oHAa, TaK U K OTAEITBHOM
orrcu. Ob1Iee peauciIoBre K OnucIM (OHIAa TOMEIIASTCs B TIEPBOI OTIHCH.

B npemucnoBun, odmeM ko BceM omucsaM (oHIa, u3nararorcs: ucropus GoHmooOpa3oBarens,
ucropusi pOHIA; AHHOTALIMS COCTAaBa M CO/ICPIKAHUS JOKYMEHTOB (hoHIa (IIPU STOM BBIIEISIOTCS HaM-
0oJice TUIMYHBIC TPYIIbI SIUHUIl XPAHCHUS M0 WX BHIAM U Pa3HOBUHOCTSIM, TIO COJCPIKAHHUIO); CO-
CTaB CIPAaBOYHOTO amIapara K OMHCSIM.

[Tpu cocraBneHNH OTAETBHBIX MPEIUCIOBAN K KaXKIO0W onmucH (GoHAa Bce OOIIME JaHHBIE IO
UCTOPHHU yIpeKIeHH-(HOHI00pa30oBaTeNs U UCTOPUH (DOHIA MTOMEIIAOTCS B MPEIUCIOBUH K TIEPBOMA
OITHCH.

7.2.4. K omiicu MOTYT COCTaBIAThCS yKa3arenu (Kak oOuue, Tak U creluanbibie). CChUIOYHbIC
JaHHBIC YKA3aTelsl K ONKCH JAI0TCS Ha MOPSAKOBBIC HOMEpa AMHUII XPAHEHHsI, CIUHHI] ydeTa (CM. II.
6.2).

7.3. KaTajoru u BE€IOMCTBCHHBIC KAPTOTCKHU

7.3.1. Karanor - Mexx(OHIOBBII apXUBHBIM CIPAaBOYHHK, B KOTOPOM HH(OpMANUsI O ColepiKa-
HHUH JOKYMEHTOB apXvBa CrPYNIHUPOBaHA MO mpeaMmeraMm (Temam, OTpacisiM), PaclojioKEHHBIM B CO-
OTBETCTBHU C MPHUHATON JJISl TAHHOTO KAaTalora CXeMOU KiIacCH(PUKAIUU TOKyMEHTHOH WH(OpManumu.

COBOKYITHOCTD Pa3JIMYHBIX KaTAIOTOB COCTABISIET CHCTEMY KaTaJlOTOB apXHBa.

7.3.2. COBOKYIMHOCTb paboT IO MOATOTOBKE, CO3JIaHHUIO U BEJICHUIO KAaTaJOTOB HAa3bIBACTCS Ka-
TaJIOTU3alUueld TOKYMEHTOB.

Karanorusamus B apXuBax MOKET MPOBOJUTHCS KaK CAMOCTOSITEIBHBIN BHJ pabOTHl (TeMatu-
Jeckasi pa3paboTKa) M B Ipoliecce APYruX BHIOB paboT, CBI3aHHBIX C ONMMCAHUEM M BBISIBICHUEM J10-
KyMEHTOB ([OMYyTHAs KATAJIOTH3ALIHNS).

[Mpu karamoruzamuu npuMeHsiercs: audQepeHITUPOBAHHBIA MOIXO0/, KOTOPBIA 3aKII0YACTCS: B
OTIPEICIICHNH OYEPETHOCTH BBIOOpA apXWBHBIX (POHIOB, MX CTPYKTYPHBIX YacTei; oTOOpe Jen u Jo-
KYMEHTOB W CBEJICHUH W3 HUX; IPUMEHEHHH COOTBETCTBYIOIIUX IMPHEMOB OMHCAHUS TOKYMEHTHOM
nHpOpMaInH.

7.3.3. Karamoruzamnus BKIIOYAET CIEAYIONME BUIBI pabOT: COCTaBICHUE CXEMbI Kiaccupuka-
¥, BBIABICHUE M OTOOP JOKYMEHTOB, ONMCAHME HAa KaTAJOXHBIX KapTOUYKaX, UX CHCTEMATHU3aIus,
BEJICHUE KaTaJoTOB.

7.3.4. BeiOop cxeMbl KIacCU(pHUKAIMH OMPEENETCS COCTaBOM TOKYMEHTOB apXuBa M 3aj1a4a-
MU UX HCIIOJIb30BAHUSI.

Cxema knmaccu(uKany TOKyMEHTHON MH(POPMAILMH - MACBMEHHBIH WM TpaQUudecKuil TOKy-
MEHT, COJep Kalliii TepeueHb KIacCH(PUKAMOHHBIX JEICHUH KaTalora, pacloloKeHHBIX B OIpese-
JICHHOW TIOCIIEI0BATEIBHOCTH, U MPEIHA3HAYCHHBIN [T pacTpeeeH s CBEICHHA 13 JOKYMEHTOB I10
STUM JCTICHUSM.

7.3.5. B 3aBHCHMOCTH OT CXEMBI IOCTPOSHHSI KATAIOTH MOPA3IEISIOTCS Ha CHCTEMaTHIECKHE,
TEMaTHUYECKHE, MPEIMETHBIC U UX Pa3HOBUIHOCTH (MMEHHOM, reorpaduueckuii, 0ObEKTHBIN).

B apxuBe opranuzanud, Kak IpaBUIO, COCTABIIIIOTCS CHCTEMAaTHIEeCKU 1 UMEHHOM KaTaJloTH.

7.3.6. JloxymeHnTHas WHGOpPMAIUsA B CHCTEMAaTHYCCKOM KAaTalore KIAaCCHPHUIMPYETCsS MO OT-
pacisiM 3HaHUH U MPAKTHYECKON IEATEIHHOCTH OPTaHU3aIlMK U PACIOIaraeTcsl B JIOTHYECKOW TOCITe-
J0BaTEILHOCTH.



7.3.7. B uMeHHOM Kartajore JOKyMeHTHas nHpopMmanus Kinaccudumupyercs mno andasuty da-
MWINH JIHII, YIOMUHAEMbIX B JOKYMEHTaX HJIM SBISFOIIMXCS MX aBTopamMu. JlanpHeimas cucteMaTu-
3a1us MPOBOJIUTCS B XPOHOJIOTUYECKOH MM JIOTUIECKOH MOCIIE0BATEIEHOCTH.

7.3.8. OtoOpanHble 11 KaTanoru3anuy (GOHIBI U JOKYMEHTHI OMMCHIBAIOTCS HA KaTaJOXKHBIX
KapTOUYKax.

OOBEKTOM OMUCAHKS B KATAJIOT'€ MOYKET BBICTYNATh TOKYMEHT (IpyIa JOKYMEHTOB, 4acTh J0-
KyMEHTa), CAMHUIIA XpaHeHHsI (€IMHULIA yIeTa), OKHCh, KOMIUICKT, (oun (rpynma GoHmoB), coaepxa-
e HHGOPMAIIHIO TI0 OTIPEIENICHHOW Teme (Bompocy).

7.3.9. B cocraB onmucarespHON CTaThH KaTajora BXOJAT. Ha3BaHWE apXWBa, UHACKC, pyOpHKa,
MoJIpyOpHKa, J1aTa COOBITHS, MECTO COOBITHS, CoJep)kanue, HoMep (OoHJA, Ha3BaHUE (OHIA, HOMEpa
OTIHCH, JIeNa, JINCTOB, S3bIK JOKYMEHTA, CIIOCO0 BOCTIPOM3BEACHUS, ISl KAPTOYHOTO KaTaiora - TaKkKe
(bamMuIHs COCTaBUTENSI U aTa COCTABIICHUS ONMCATEIbHOM CTaThU.

JInst cBS3M MEXKAY pas3/ieliaMyu KaTajora WM pas3[esioB KaTajora ¢ IpyriMHU apXUBHBIMH CIIpa-
BOYHUKAMH MIPUMEHSETCS CHCTEMA OTCHUIOK.

7.3.10. Benenue karanora - KOMIUICKC pa0oT, 00eCTIeUMBAIOIINX €ro (YHKIIMOHUPOBAaHUE, B
KOTOPBII BXOIST: HAYIHO-METOqu4YecKoe o0ecriedeHne paboThl;, HHIEKCUPOBAaHHE KaPTOUCK; CHCTEMa-
TH3AIUs UX TI0 WHAEKCAM M pyOpHKaM; COCTAaBIEHUE OTCHIJIOYHOTO armapaTa K KaTaJory; YCOBEepIIeH-
CTBOBaHHE KaTaJora.

Hay4yno-mMeronnyeckoe o0ecnieueHre BKIIOYAET pa3paboTKy METOUYECKHX MMOCOOUH 1Mo Kara-
JOTU3AIMU OTHACIBHBIX (OHAOB (WM MX TPYIIbI), pabo4nuX CXeM KiacCH(HUKAIMKU KAaTaJOrOB, HX
YTOYHEHHE U JIOTIOJTHEHHE.

WunexcupoBanue - BEIOOP WM COCTABICHUE WHEKCA 110 CXeMe KJIACCH(PHUKAIMU U OTHECEHUE
€ro K COOTBETCTBYIOLICH MH(POPMALUN KATAJIOKHON KapTOUKH. B MMEHHOM Karajore KapTOYKd He
MHICKCUPYIOTCS, @ PacIloyiaraloTcs 1o ajadaBury.

VYcoBepmIeHCTBOBAHNE KAaTalora BKIIOYACT B ce0s yCOBEPIICHCTBOBAHHE CXEMBI KIacCHU(HKa-
LIMH; TPOBEPKY COJCpIKaHHs U OQOPMIICHHSI KaTallora; IPOBEPKY ONHCaHUM (peJaKTUpOBaHKE, 00Be-
JTMHEHUE OTIMCAaHWK C OTHOPOJHON MH(OpPMaIei Mo onHoMY (HOHIY WM OTHCH, YTOUHEHHE MX CHC-
TEMaTHU3aIl1H).

7.3.11. OnH¥M U3 UCTOYHUKOB MOTIOJHCHHS CUCTEMBI KATAJIOTOB MOTYT OBITh TEMAaTHYECKUE U
MPEAMETHO-TEMAaTHIECKUE KapTOTEKH, KapTOTEKU 10 JTMYHOMY COCTaBY Ha TOKyMEHTHI Hambosee WH-
(OpMaTHUBHBIX U YaCTO MCIIOJIB3YEMbIX (POHIOB.

7.3.12. B apxuBe opraHu3zaiyy, Kak IpaBUIo, CO3IAI0TCS Pa3HOBUIHOCTHU MPEIMETHBIX KapTo-
TeK (MMeHHasi, reorpaduuecKas) Wik XPOHOJOTHYECKHE KaPTOTEKH, KAPTOTEKH 110 KCTOPUU OpraHu3a-
U Y.

HmenHas kapToTeka (KapToTeKa Mo JUYHOMY COCTaBY) CO3IACTCS ISl TIOMCKA CBECHUM O TPY-
JIOBOM CTaXke, 3apIulaTe W APYrHX JaHHBIX COIMATHHO-TIPABOBOTO Xapakrtepa. Kaproukm copmepkar
(bamunmio, UMs, 0TYECTBO paOOTHHKA, CCHUIKA Ha HOMepa (OHMA, OTIMCH, JIeJ, JJUCTOB CO CBEACHHUSIMU
o HeM. KapTouku cucteMaTu3upyroTcs B anaBUTHOM MOpsAKe paMIIni, a B Ipeaenax GamMuIii - o
an(aBUTy UMEH M OTYECTB.

B reorpaduueckoii kapToTeke nH(pOpMANIUsS CHCTEMATU3UpyeTcs 1o aindaBuTy reorpadmuue-
CKkuX 00bekToB. OCHOBY KJIacCH(HUKAIMKA MOXXET COCTaBISITh TaKkKe aJIMHHUCTPATHBHO-
TeppUTOpUAEHOE AeneHne. JanpHelmas cucTeMaTu3aus MPOBOIUTCS B XPOHOJIOTHYECKON TIOCIIe0-
BaTEIFHOCTH.

KaproTeka 1o vicropum opraHH3aIly CO3AETCs, KaK MPaBWiO, B apXHUBE, HMEIOIIEM HECKOJIb-
KO MCTOYHUKOB KOMIUTeKTOBaHUSA. OHA COAEP UT MH(POPMAIHIO O CO3[aHHUH, PEoOpa30BaAHNH, JIUK-
BUJIALINU OpPTaHU3AIMH, TepeaaroNMX JOKYMEHTHI B IaHHBIN apXHB, CO CCHUIKAMHU Ha PACHOPSIUTEIh-
HBIC JIOKYMEHTHI, SBIISIOIINECS OCHOBAaHUEM IS HX CO3IaHUs, MpeoOpa3oBaHus, TMKBHIAIIHH.

B xpoHOIIOTHYECKyI0 KapTOTEKy BKIFOUAIOTCS KapTOUYKH, COJEprKaIIie HHPOPMAIMIO O JaTax
COOBITHI, (PAaKTOB WIIM JaTax JOKYMEHTOB, PACIIOJIOKEHHBIE B XPOHOJIOTUYECKOW ITOCIIENOBATEIBHO-
CTH.

B apxuBax, XpaHAIIIX 3HAYUTEIFHOE KOJIMYECTBO (POHOB, COCTABISCTCS KApTOTEKa Ha3BAaHHMA
¢donmoB. Ha kaxnoe Ha3zBanue (mepenMeHOBaHKE) (OHAA COCTABISIETCS KApTOYKAa C yKa3aHHEM €ro
HOMepa U KpaiHux nat. KapTouku pacnosnararorcs B an)aBUTHOM TOPSIKE BUIOB OpraHU3aINi.

Heckoapko KapTOTEK OTHOTO BHIa MOTYT OOBEIHHATHCS B KaTaJIOT.

CaMOCTOATENFHO CYMIECTBYIOIINE KAPTOTEKU CBS3BIBAIOTCS C CHCTEMOW KaTaJlOTOB IMyTeM OT-
CBUIOK.



7.4. Yka3zareiaun

7.4.1. Ykazarenb - apXUBHBII CIPAaBOYHHK, MPENCTABISIOMNN c0o00i andaBUTHBIN, cHCTEMa-
THUYCCKHI MM COCTABJICHHBIN 10 KAKOMY-IHOO IPYroMy MPU3HAKY MepeueHb Ha3BaHUil (HAMMEHOBa-
HHIT) TPEIMETOB, YIIOMHHACMBIX B DXUBHBIX TOKYMECHTAX, C YKa3aHUEM UX MOMCKOBBIX JTaHHBIX.

VkazaTenu B apXWBe OpPTaHMU3AMUH MOTYT OBITh MEK(MOHIOBBHIMH, BHYTPHU(OHIOBBIMH, IO
(dopMe - MEKTPOHHBIMH, JTUCTOBBIMU MJIM KAPTOUHBIMH, 10 CTPYKTYPE PYOPHK - TIIyxuMu (mpeamer-
HbIC TMOHSATHUS U UX MMOMCKOBBIC JAHHBIC) U AHHOTHPOBAHHBIMU (IIPEAMETHBIC TIOHSTHUS COTIPOBOXK/IAIOT-
Csl IOSICHEHUSIMU), TI0 TPYIMIHUPOBKE MOHATHIA BHYTPU yKa3artelsiel - an(aBUTHBIMHU, CHCTEMaTHICCKHU-
MU, XPOHOJIOTHIECKUMHU.

VYKa3areim MOTYT COCTaBISITBCS K 3arojiOBKaM €IUHHUI] XpaHeHus (0€3 uX MpocMoTpa) Wi K
JTOKyMEeHTaM (C MPOCMOTPOM €NHHII XPAHCHUS).

OCHOBHBIMH BUJIAMHU YKa3aTelel SBISIOTCS: MPEAMETHbIA (ero pasHOBHIHOCTH - TeMaTH4de-
CKHIi, IMEHHOM, reorpaduueckuii), XxpoHonoruueckuii. [1o rpynnupoBke MOHATHN BHYTPH yKa3aTels
pa3nmyaroTcs anpaBUTHBIC, CHCTEMATHIECKUE M XPOHOJIOTHUECKIE YKA3aTeIIH.

7.4.2. YxazaTenu K JOKYMEHTaM MOTYT COCTAaBIIITHCS HA TOKYMEHTHI OJHOM OTHCH, HECKOIIb-
KUX ommced GoHa, nenoro GpoHaa, HeCKOIbKUX (OHIOB.

7.4.3. OnucarenpHas CTaThs JTIOOOT0 BUIA YKa3aTelsl COCTOMT U3 MPEAMETHOTO MoHsTHS (pyo-
PHKH) M MIOMCKOBBIX JIaHHBIX. B 3aBUCMMOCTH OT Ha3HAUCHHUsS yKa3aTessi pyOpUKa MOKET OBbITh. MpO-
croii (He uMeeT MoAPYOPHK); CI0KHOU (MMEET MOAP yOPUKY HITH OTIPEICIICHUE MMOHSATHS).

[TouckoBble naHHBIE yKa3aTess K €AMHHUIAM XPaHEHUs OJHOM OMKCH BKIIOYAIOT MOPSIKOBBIE
HOMEpa EIMHUI] XPAHEHHS; TIOMCKOBBIC JaHHBIC YKa3aTels K eIMHHUIIAM XpaHEHUS HECKOJIBKUX (oH-
JI0B OJTHOTO apXWBa 3TH JaHHBIE JOTIOIHIIOTCS HOMEpaMH OIicel, (POHIOB.

7.4.4. TemaTuecKuid yKa3aTeslb BKJIIOYAET MOHSITHSI, KOTOPbIE MPEACTABISIOT COO0H HCTOPH-
gyeckne (akTel U sBIeHUs. HanmeHoBaHus pyOpHK M MOAPYOPHK B HEM IMPHUBOAATCS B UMEHUTEIEHOM
najexe.

7.4.5. [lpeqmeTHBIN yKa3aTellb BKIIOYACT MOHSATHUS, PACIIOIOKEHHBIE B aI(DaBUTHOM ITOPSIIKE.

OOwmuii mpenIMeTHBIA yKa3aTeslb BKJIIOYAeT Pa3HOPOIHBIC MOHSATHS M MO CTPYKType PYOpHK
MOJKET OBITh TOJBKO TIIYXUM.

CreuuanbHbli MPEAMETHBIM yKa3aTellb BKJIIOYACT OJHOPOJHBIC MOHATHS (BUIBI TOKYMEHTOB,
(daMuIMK aBTOPOB, Ha3BaHHs YUPEKICHUH, UX CTPYKTYPHBIX YacTel, HA3BaHUS OTpAcieil U T.IL) U
MOJKET OBITh TITyXUM WA aHHOTHPOBAHHBIM.

Hmennoit ykazarenb cTpouTcs 1mo andaBUTHOMY NPH3HAKY U BKIIIOYAaeT (paMuinMu, UMEHa, OT-
yecTBa (pa3HOUTEHHUS, ICEBOHUMBI, PO3BUINA, KINYKH), OHOTpadUUECKHEe CIIPABKU.

leorpaduyecknii ykazaTenb BKJIIOYACT HAMMEHOBAaHHS TOCYNapCTB, aIMUHHCTPATUBHO-
TEePPUTOPUATBHBIX SAMHHULI, MOPEH, PEK U IPYTUX reorpaduaecKux NOHSTHIA.

O6o06marome TOHITH WA aIMUHUCTPATUBHO-TEPPUTOPHUAIbHBIE HAMMEHOBAHUSI BHOCATCS B
yKazarelb 0e3 MOSCHeHMUS.

7.4.6. XpOHOJIOTUYECKUH yKa3aTelh COCTOUT W3 PYOPHK, BKIIOYAIOMIMX JAThl HCTOPUICCKUX
COOBITHIA, SIBIICHHH 1 (PAaKTOB WM IAaTHl TOKYMEHTOB, PACTIOJIOKEHHBIX B XPOHOJIOTHYECKOM TIOPSIIKE.

7.4.7. B ykazarene npuMmensiercs cucrema oomux ("cm.") u yactHbIX ("cM. Takke") OTCHUIOK, C
MMOMOUIBIO KOTOPBIX YCTaHABIMBACTCS CBSI3b MEXIY TOKICCTBEHHBIMU MOHATHUSIMHU.

7.4.8. Ykazaremu K apXWBHBIM CIIPaBOYHHKAM MOTYT OBITH TEX XK€ BHJIOB U HUMETh Ty K€
CTPYKTYPY, HO B MOUCKOBBIX JaHHBIX CCBUIKM TAFOTCSl HA CTPAHUIIBI WM pa3fenbl (Ui KaTaaoros)
CIPaBOYHHKA.

7.5. O630pnI

7.5.1. O030p - apxXUBHBIN CHPABOYHMK, BKIIOYAIOIIMN CUCTEMAaTU3UPOBAaHHBIE CBEACHUS O CO-
CTaBe U COIEPKAHUU OTICIIbHBIX KOMIUIEKCOB JJOKYMEHTOB.

Bugamu 0030pa B apXuBe opraHu3anuu sBISIOTCS 0030p GoHIa 1 TeMaTuaeckuit 0630p.

OOBbekTOM omucaHus i1 0030pa GoHIa SIBISETCS JOKYMEHT (rpyrmna JOKYMEHTOB, 4acTh J0-
KyMEHTa), eJMHHUIA XPAHCHUs, SAUHULA ydeTa OTHOTO (GoHma. OObEKTOM OMUCAHHS ISl TeMaTH4e-
CKOro 0030pa Mo JOKyMEHTaM apXHBa SBISICTCS JOKYMEHT (IpyIia JOKYMEHTOB, YacTh JOKYMEHTA),



eIUHHIA XPAHCHUSI, CIUHUIA yueTa oHOrO0 (poHaa (dactu GoHma, rpymsl GOHIOB) apXuBa MO OIpe-
JIETICHHOU TeMe.

7.5.2. O630p (oHIa BKIIOYAECT CHCTEMAaTU3UPOBAHHbBIE CBEJICHHUS O COCTABE M COACPIKaHUH JI0-
KYMEHTOB OJHOTO (hOHJIA.

7.5.3. TemaTruecknii 0030p BKIIIOYACT CHUCTEMAaTHU3UPOBAHHBIC CBEJCHHS O COCTaBE U COACP-
’KaHUU YaCTH JOKYMEHTOB OJIHOTO WIIM TPYIIIEI (POHIOB apXMBa MO OMPEACICHHON TeMe.

7.5.4. Tlpu cocraBieHnn 0030pOB mpHUMeHsETCs MU hepeHIIMPOBAHHBIN MOIXO0/, 3aKII0YAr0-
mmiics B BeIOOpe (OHAA U / WK TEMBbl, IPUHIIUIIA TPYIIUPOBKU UH(POPMAIIMK B OCHOBHOW 4acTH 00-
30pa, IPUMCHEHHUU Pa3JIMYHON METOAMKU TPEACTaBJcHUsT MHOOPMALUKH O AOKYMEHTaX (MHIUBHIY-
aJTbHBIC WJIM TPYIIOBbIC aHHOTAIMH), PA3IMYHON METOIUKH OMHCAHHS OTICIBHBIX BHIOB JOKYMEH-
TOB, BBIBJICHUH 11€JIECOO0PA3HOTO COCTaBa M CTETIEHU MOJIHOTHI CIIPABOYHOTO arnapara K 0030py.

7.5.5. O030p COCTOUT U3 COBOKYTHOCTH aHHOTALMI OTAECIBHBIX TPYII €AUHUL XPAaHCHHS, €U~
HUI y4eTa, JOKYMEHTOB U CIPaBOYHOTO anmapara.

B anHoTaumu mznaraeTcs cofepkaHue rPYNIbl eAUHAL XPaHEHUs, €IUHUL YIeTa, JOKYMEHTOB,
YKa3bIBAIOTCS OCHOBHBIE Pa3HOBUIHOCTH JTOKYMEHTOB, MX aBTOPBI, XPOHOJOTMYECKHUE PaMKH, MOA-
JMHHOCTB, TIOMCKOBBIE JaHHBIC. B 0030pe (oHIa MOUCKOBBIE NTAaHHBIE COCTOST M3 HOMEPOB OIHCEH,
SIMHUI] XpaHSHHs, CAMHUI] yIeTa, JINCTOB €ANHUIIBI XPaHEeHUS; B MEK()OHIOBOM TEMaTHIECKOM 0030-
pe TIOMCKOBBIE TaHHBIE JOMOJIHAIOTCS HOMepaMu (oHIOB. B cripaBouHEIA anmapat 0030pa BXOIST TH-
TYJBHBIN JIUCT, COepKaHue (OTNaBJieHHE), MPEAUCIOBUE, CIIUCOK COKpalleHHii, yka3arenu. K Tema-
TUYECKOMY 0030py TOJDKHBI OBITH COCTaBJICHBI CUCOK (POHIOB, HHYOPMAIIHS O KOTOPBIX COIAECPIKUTCS
B 0030pe, u Oubimorpadus 1mo reme.

B npenucnoBuu kK 0030py M3NAraroTCs CBENEHHS MO UCTOpHH (OHI000pa30BaTEs U HCTOPUH
¢doHma, CTpyKType 0030pa, COCTaBy CIIPABOYHOTO anmapara.

7.5.6. B ocHoBy moctpoeHusi 0030pa MOTYT OBITh MOJIOKEHBI CTPYKTYPHBINH, OTpPAaceBOU
(byHKIIMOHANBHBIN), PEAMETHO-TEMAaTHIECKUH, reorpadUuecKuii, XpOHOJIOTUICCKUIl U IpyTrUe Mpu-
3HAKH.

Jnst 0630pa (hoHIA TMIHOTO MPOUCXOKACHUS UCTIONB3YETCSl CXeMa CHCTEMAaTHU3aluH TOKyMEH-
TOB (hoHJIA.

7.6. UcTopuyeckas cnpaBka

7.6.1. B apxuBe opraHH3alny COCTABISIETCSI NCTOPHUYECKAs CIpaBKa K apXuBHOMY (QOHY - J10-
KYMEHT, COJIEp KaIlliii CBEACHUS 10 HCTOpHU (OHTO00O0pa3oBaTess U apXuBHOTO (HOHIA, KPATKYIO Xa-
PaKTepUCTUKY COCTaBa W COACPIKAHUS €ro JOKYMEHTOB M CHCTEMBI HaydHO-CIPAaBOYHOTO armapara
apXuBa.

Hcropuyeckas crpaBka COCTOUT U3 pa3iesioB. uctopust GoHmoodpasosarens, uctopus (HoHza,
XapaKTepUCTHKA JOKYMEHTOB (hOHIA.

7.6.2. Tlepssiii paznen - uctopust GOHI000pa30BATEIS - BKIIOYAECT XapaKTEePUCTHKY UCTOpHYE-
CKHUX YCIIOBHMI BO3HHKHOBCHHSI OpTaHU3AIMH, Ha3BaHHE OpPTaHU3AIMH-TIPEAIICCTBEHHIKA, B XPOHOJIO-
THYECKOM TTOCIIEIOBATEIFHOCTH BCEX PEOPTaHU3aIHiA, B TOM YHCIIE CIEAYIOUIHE CBEICHUS

JaThl CO3/IaHus, MPeoOpa30BaHUs U JIMKBUIAIIMN OPTAaHU3AINH CO CCHUIKON Ha 3aKOHOMATEIh-
HBIC aKThl HJIH PACTIOPAIUTEIbHBIC JOKYMEHTHI, Ha3BaHNE OpPTraHU3alHU-TIPEEMHUKA,

3a1aui ¥ (QYHKIUW OpPTraHU3alyy U X U3MEHCHHS,

MacmTal JAeATeFHOCTH OPTaHn3aliH, COCTaB CHCTEMBI ITOJIBEIOMCTBEHHBIX OpTaHN3aINH;

MECTO OpTaHM3alMU B CUCTEME TOCYJapCTBEHHOTO arapara, YJKOHOMHIECKOH, 00IIeCTBEHHO-
MIOJIMTUYECKOM, KyJIBbTYPHOU M IPYTOMl )KU3HH;

M3MEHECHHS B Ha3BAaHWU W MOJIMHEHHOCTH OPTaHU3AIINY,

CTPYKTYpa OpTraHH3aIiy U €€ H3MCHEHHUS.

Jnst 00BbEIMHEHHOTO apXHUBHOTO (POH/Ia MOKET COCTABIATHCS 001mas ucropusi GoHmooOpa3oBa-
TETen.

B oTHOmEHNN apXUBHON KOJUICKIMH - YKa3bIBAIOTCS CBEICHUS MO MCTOPHHU €€ CO3IaHus, CBe-
JICHUSI O COCTABHUTEJIE, a TAK)KE O MECTOHAXOXKIACHUH KOJUICKIIUHU JI0 MOCTYIUICHHS B apXuB (€CJId OHa
He ObLIa co3/1aHa B apXHBe).

7.6.3. Bropotii paszaen - uctopus GoH/a - BKIIOYACT CICIYIOIIHS CBSACHMUS:

JaTa IepBOTO MOCTYIUICHHS TOKYMEHTOB ()OH/IA B apXUB, X 00HEM M KpaifHUE aTH,



U3MCHEHHsI B cocTaBe U o0beMe (OHAa U MX MPUYMHBI (IPOBEICHUE DKCIEPTH3bI [ICHHOCTH,
yTpaThl, HE33J0KYMEHTHPOBAHHBIC TICPHO/IBI);

CTEIEeHb COXPAHHOCTHU IOKYMEHTOB,;

0co0eHHOCTH (OPMHPOBAHUS, OMMUCAHUS M CHCTEMAaTH3AIlMH JTOKYMEHTOB, CBEICHHS O HalH-
YHH JOKYMEHTOB, BBIXOISIINX 32 XPOHOJIOTUYECKUE TPAHUIIBI (POH/A;

CBEJICHUS O HAJIMYUK JOKYMEHTOB (pOHI000pa3oBaresisi (B TOM YHCIE MO JUYHOMY COCTaBY),
HaXOAIINXCS B COCTaBe APYruX (POHIOB WM apXUBOXPAHWIUI, U MECTaX X XPAaHCHHUS;

CBEJICHUS O HAJIMYUH JJOKYMEHTOB JPYrHX OpraHu3aiuil mwin auil (poHI0BbIC BKIFOUCHHS);

COCTaB HAyYHO-CIPABOYHOTO armapara K GoHzy.

7.6.4. Paznen mo ucropun poHIA COACPIKUT TAKKE TAKUE SJTEMEHTHI ONMMCAHNS, KaK aHHOTAIlHS,
oubmmorpadus, napopManms 00 YCIOBUAX JOCTYIA H UCTIOIb30BaHUS JOKYMEHTOB.

AHHOTauus BKJIIOYAeT B ceOsi KpaTKyl0 OOOOIIEHHYIO XapaKTEpUCTHKY COCTaBa TOKYMEHTOB
1o CTPYKType (GOHIA U 10 BUAAM JOKYMEHTOB, COACPIKaHUS JOKYMEHTOB 10 TEMaM, BOTIPOCaM, OTpa-
KAIOIIMM HAIPaBJICHUS EATENFHOCTH (GOHI000pa3oBaTeNns, C yKa3aHHEM XPOHOJIOTUU TeM M 0003Ha-
YeHUEM X reorpaduueckux (aIMUHUCTPATHBHO-TEPPUTOPHUAIIBHBIX) TPAHUILL.

buGmmorpadus BKIIOYAaET CHUCOK OMYOJMKOBAHHBIX U HEOMYOJMKOBAHHBIX CIPAaBOYHUKOB IO
(GOHIY ¥ TOKYMEHTAIBHBIX ITYOJIMKAIN/, BHIIOJHEHHBIX HAa €TO OCHOBE.

7.6.5. Tperuii paznen BkiIo49aeT 0000MIEHHYIO XapaKTEPUCTHKY (OHIA TIO COCTaBy U COMEp-
XKaHUIO JOKYMEHTOB B LEJIOM M OTAEJBHBIX IPYIN AOKYMEHTOB; CBEIEHHUS O HaJUYUU JOKYMEHTOB,
BBIXO/ISIIIUX 332 XPOHOJIOTHYECKHE paMKu (OHIA, O HAYIHO-CIPABOYHOM ammapare K (GoHay, 0 BHIax
HOcHUTeNeH nHdopMaIuu.

7.6.6. Bropoii u TpeTHii pa3nensl HCTOPUUECKOW CIPAaBKU apXUBHOM KOJUICKIIMH CTPOSITCS IO
aHAJIOTUH C COOTBETCTBYIOIIMMH Pa3/ieiaMi HCTOPHUECKON CIIPABKU apXUBHOTO (DOHIA OpPTaHU3AIIH.

7.6.7. CipaBKa MOAMUCHIBACTCS UCTIOJHUTENIEM U 3aBEIYIOLIMM apXUBOM (JIUIIOM, OTBETCTBEH-
HBIM 33 apXUB).

Hcrtopuueckas crnpaBka medaTaeTrcs B YETHIPEX HK3EMIULSIpax: TPHU 3K3EMIUIIpa IepeaaroTcs B
TOCYIapCTBEHHBI apXWB IPH MEPBOI mepenade JOKyMEHTOB (OHIA; OJUH XpaHUTCS B Jene GoHmaa B
apXuBe OpPraHU3aALNH.

7.6.8. lcropuueckas crpaBKa JOTIOJHSACTCS NPU MOTOJIHEHUH (OHIA WK B CIIydae peopraHu-
3aI[iK, U3MEHEHUsI CTPYKTYphl W (QyHKUMi opraHu3anuu. Mcropudeckas cnpaBka (4acTh ee) mpen-
CTaBJISIETCS B TOCYAAPCTBEHHBIM apXHUB BMECTE C KaXA0M 3aKOHYEHHOW OIUCHIO.

7.7. ABTOMAaTH3HPOBAHHbI HAYYHO-CNPABOYHBII anmapaTt apxusBa

7.7.1. ABTOMaTH3MPOBAaHHBI HAYYHO-CIPABOYHBIN alllapar apXuBa - KOMILIEKC 3JIEKTPOHHBIX
CIPaBOYHKUKOB (0a3a JaHHBIX OTIMCAHUI JOKYMEHTOB), MPEIHA3HAYCHHBIX 1 3()()EKTUBHOTO MOMCKA
apXHMBHBIX IOKyMEHTOB ¥ HH(POPMAIIUH.

7.7.2. ABromatn3upoBanssiii HCA mosket 6a3upoBarthesi Ha HHOOPMAIIMOHHO-TTOMCKOBOW CHUC-
TeMe, CO3/1aBaeMOU B TEKYILEM ACJIONPON3BOICTBE OPraHU3aIMH, U MPEXKIE BCErO TaKUX €€ JIEMEH-
Tax, KaK 3JICKTPOHHbBIC CIIPABOYHBIC KAPTOTEKH, HOMEHKIATYPBI e, KiIacCUPpUKaTopbl (KOppecHoH-
JICHTOB, CTPYKTYPHBIX MOpa3/IeIeHI, Ha3BaHU I BHIOB JOKYMEHTOB H JIp.).

OCHOBHBIMH TIOJISIMH JJICKTPOHHOU PErucTpanmoHHO-KOHTposbHO# Kaptouku (PKK) sBisioT-
csi: aBTOp (KOppECHOH/ICHT), Ha3BaHUE BUJA JOKYMEHTA, JaTa, MHICKC JOKYMEHTA, 3aroJIOBOK (Kpar-
KO€ COJICpIKaHKE), PE30JIFOLIUS, CPOK UCIIOIHEHUS, OTMETKA 00 UCTIOJTHCHUH, apXUBHBIN MIAQP.

[Mouck mHpOpMAIIUK O TOKYMEHTE MOXET OCYHIECTBISITECS Kak 1mo ogHomy moso PKK, tak u
0 KOMOWHAIINH TTOJIEH.

7.7.3. ITone PKK "HOMep nena mo HOMEHKJIaType" SBISAETCS CBSA3YIOIMM MTOMCKOBBIM PEKBH3H-
TOM TIPY TIEpeX0/ie OT MOMCKa HH(POPMALIMHU Ha ypOBHE TOKYMEHTA K TIOUCKY Ha YPOBHE JIeTa.

[Ipn HaNMYMK 3MEKTPOHHOM HOMEHKJIATYphI AENl B aBTOMAaTHU3UPOBAHHOM PEXHME OCYILIECTB-
JSIeTCs CIIMCaHUe IOKYMEHTOB B JI€JI0 U U3BJI€YCHUE JOKYMEHTOB U3 Jela.

Ecm monp30Barens OCYMIECTBISIET MOMCK HH(OPMAIMK IO HOMEHKJIAType el a eMy Tpedy-
eTCsl IEPEUTH K KOHKPETHOMY TOKYMEHTY, aBTOMAaTHUYECKU MOTYT CO3JaBaTbCsl MEPEUHN JOKYMEHTOB,
BOLIEJIINX B JIeTa.

OCHOBHBIMH TOMCKOBBIMH PEKBHU3UTAMH HOMEHKJIATYPBI €T ABISIOTCA: MHACKC JeNa, 3aroJio-
BOK Jienia (ToMa, 4acTH), KOJIMYECTBO el (TOMOB, YacTeii), CPOK XpaHEHHS U CTaThs 10 MEPEUHIO.



7.7.4. Ha ocHOBE 3JIEKTPOHHON HOMEHKJIATYpHI Je]l B aBTOMAaTU3UPOBAHHOM PEKUME OCYILECT-
Bisiercst opmupoBanue omucei nen. Ilpu stom "¢dumbrpom” mis orGopa mHGOpMAIMH SBISIOTCS
CPOKH XpaHECHHUsI JOKYMEHTOB (MOCTOSIHHOTO, BpeMeHHOro (cBbimie 10 jeT) XpaHeHus, MO JTUYHOMY
COCTaBY).

B anekTpoHHO# onmcH conepKaTcs peKBU3UTHI ONMcaHus nH(opManuu Ha ypoBHe aena. O0s-
3aTeNbHBIMU PEKBU3UTAMHU OINHUCAHHS SIBISIFOTCS: MOPSIKOBBIA HOMEp 3amucu (HOMep Jena), HHICKC
JieT1a, 3arojoBOK Jiefia, yKa3aHhe Ha MOUTHHHOCTh (KOMUITHOCTB), KpaifHue NaThl JOKYMEHTOB, KOJIH-
YECTBO JIMCTOB B JI€Jie, aHHOTALUs JIOKYMEHTOB.

COBOKYITHOCTB JICKTPOHHBIX OIUCEH AaeT HH(pOpMAIHo 0 GOH/IE B IETIOM.

7.7.5. Onexrponnsie PKK sBnstoTcsi 0cHOBO 71 CO34aHMsI aBTOMAaTU3UPOBAHHOIO KaTalora.

Ecmu B Tpagunmonnom HCA Bujbl U pa3HOBUIHOCTH KaTajloroB (CHCTEMATHYECCKHUi, TeMaTH-
YECKUil, UMEHHOM, 110 UCTOPUH YUPEKICHUI U Jp.) CBSI3aHBI MKy COOON CHCTEMOI OTCBLIOK, TO B
aBTOMAaTH3MPOBAHHOM peXHMe (POPMHUPYETCS OJHH JICKTPOHHBIN KaTaJloT, COACPKAIINi OMMCaHNe Ha
YPOBHE TOKYMCHTA WJIH JIEJA.

Karasor cHaG»xaeTcsi KIIFOUEeBBIMU CIIOBAaMH, OTPAXKAIOLIMMH TeMY, Teorpaduieckoe Ha3BaHuUE,
nepcoHamuu u T.1. [IpexycMoTpeHHas B Karajore cxema KIacCH(PUKAIUU MO3BOJISIET OTHECTH JOKY-
MEHT K OJTHOW WJIM HECKOJBKUM pyOpukam. [lorck nHpopmamu 1o cxeme KiracCu(hUKaIH MO3BOJISET
WCTIOJIb30BaTh SJICKTPOHHBINA KaTaJIOT KaK CHCTEMAaTHYECKUH, KaTajor 1Mo reorpaguaeckuM Ha3BaHUSIM
- KaK reorpaU4yecKuii u T.1.

[Ipn orcyrcTBUM B OpraHu3alMd aBTOMATH3UPOBAHHOW CHCTEMBI PErHCTPALMU JOKYMEHTOB
coszaetcs 0a3a JJaHHBIX OMMCAHUI HA YPOBHE JTOKyMEHTA (JICKTPOHHBII KaTasor).

OCHOBHBIMH PEKBU3UTAMHU OMHMCAHUN B 3JIEKTPOHHOM KaTajlore SBIISIOTCS: MHIEKC, PyOpHKa,
noJpyopHKa, Jata COOBITHS, MECTO COOBITHS, COIepkaHHe, Ha3BaHue (oHIa, HOMep (QoHIa, HOMEp
OIIHMCH, HOMEp JeJia, HoMep JucTa. PekBu3uThl: Ha3Banue hoHma, HOMep GoHma, HOMEp OMKICH, HOMEp
Jiena, HOMEp JIMCTa COJEp KaT YUETHBIE XapaKTePUCTHKH M MOTYT TPaHC(HOPMHUPOBATHCS U3 YICTHOU
ABTOMATU3UPOBAHHON CHCTEMBI.

7.7.6. ABTOMaTH3MPOBAaHHBII HAYYHO-CIPABOYHBIN amlimapar MperoCTaBIsIeT MO CPaBHEHHUIO C
TpaguuroHHsiM HCA Gonee mmpokne BO3MOKHOCTH ONIEPAaTUBHOTO WU MHOTOACIIEKTHOTO IOMCKA ap-
XUBHBIX MOKyMeHTOB. DOyHkimu HCA BBIONHSIOTCS ¢ TOMOIIBIO MPOLEAYp MOUCKa WH(GOpMAINH,
MIPEACTaBICHUS PE3YyJIbTATOB MOMCKA U SKPAHHOTO MPOCMOTpA WM B BHJIE (ailjioB U pacredyaroxk,
(opMHUPOBaHUS TEKCTOB CIIPABOYHHUKOB.

KitoueBsie cnoBa, xapakrepu3yoomue 00beKT ONUCAHUS, BBOASTCA B CUCTEMY B IIPOLIECCE OIHU-
CaHMs WM TIOCJe ero 3aBepiueHus. KioueBble coBa NaiT MOJIb30BATENI0 BO3MOXHOCTU OBICTPOTO
noucka nHQopMaIu Ha ypoBHe (oHa, OTIMCH, JeTa, JOKYMEHTA.

[Mouck mHGOPMAIIUK MO TOTHOTEKCTOBBIM 0a3aM JaHHBIX, BKIIOUAIOMIAM ITOJHBIE TEKCTHI Ma-
TepuasioB (apXUBHBIC JOKYMEHTBI, )KYPHAJIbHBIC CTaThH, 3aKOHOAATEIBHBIC aKThI), MPEAYCMATPHBACT
o0OpallieHre MOJIB30BATENS MPEXkKIE Bcero K pedepaTy (BBEACHHUIO) U 3arojOBKaM pa3ieioB JOKYMEHTA
C MepexoI0M, MPHU HEOOXOAUMOCTH, K COOTBETCTBYIOIIEMY TeKcTy. [lonp30Barento mpu HeoOXoaumo-
CTH MPEAOCTABIIACTCS ONEPATUBHASI BO3MOYXHOCTD TOJYy4EHHSI KOTUK MOJHOTO TEKCTa JOKYMEHTA.

[Mouck mHpOpPMALINH TIO MMOJHOTEKCTOBBIM JOKYMEHTAM MOKET OCYIIECTBIISITHCS MO JECKPHII-
TOpaM, KOTOpPBIE BBIOMPAIOTCS M3 MEYATHBIX BEPCUH Te3aypyca, WM MO KIaCCH(PHUKAIMOHHBIM MHIICK-
caM, a TakXe IO CJI0OBaM €CTECTBEHHOIO sI3bIKA U3 TEKCTa TOKYMEHTA.

7.7.7. JoKyMeHTHI, IOAJICKALINE TIepeade Ha TOCTOsIHHOE XpaHeHHe, IepeaaTcsa B rocyaap-
CTBEHHBIN apXHUB BMecTe ¢ aBToMaTtu3upoBanHbiM HCA.

Hanuuue o6s3aTenbHBIX pEKBU3UTOB B CTPYKTYpe 0a3 maHHbIX aBromMaTu3upoBanHoro HCA u
MpeIOoCTaBIeHNE WH(OPMAIIHHU TI0 STUM PEKBH3HTAM B 3JIEKTPOHHOM (popMaTe oOecreunBaeT COBMeEC-
tuMocTh B/ apxuBa opranuzanun u aBromaruzupoBaHHoro HCA rocynapCTBEHHOTO WM MYyHHUIM-
MaJIbHOTO apXMBa.

8. UCITIOJIb30BAHUE JOKYMEHTOB APXHNBA

8.1. IlonsiTHe MCNMOJIL30BAHUS AOKYMEHTOB apXuBa

8.1.1. Vcronp30BaHNE apXUBHBIX JOKYMEHTOB - MIPUMEHEHHE MH(POPMAIIUH apXUBHBIX JOKY-
MEHTOB B KYJIbTYPHBIX, HAYYHBIX, [MOJUTUUYECKUX, SKOHOMUYECKUX LEIIX U IJs1 0OecredeHus 3aK0OH-
HBIX IPaB U UHTEPECOB rPakKaaH.



8.1.2. JIoKyMEHTBI apXUBOB OpPTAaHHU3ALHH SBISTIOTCS OTKPBITBIMU ISl HCIIOJIB30BAHUS apXUBOM
U T0JIK30BaTeIsIMU. VICKITIOUEHHME COCTaBIsIeT JOKyMEHTHpPOBaHHAss MH(POpPMAILus, OTHECEHHAs 3aKO-
HOJATENBHBIMU aKTaMH K KaTETOPUU OTPAHUYEHHOTO TOCTYIA.

[Mopsimokx WCMONBE30BaHUs JTOKYMEHTOB ApxuBHOTO (oHma Pocculickoit deneparmm, Haxo -
IUXCA Ha BPEMEHHOM XPaHEHUHU B OpTaHU3aLlHAX, ONPEAEIAETCS UMY Ha OCHOBE HacTosmux IIpasu.

8.1.3. OcHoBHBIMHU (hOpPMAMU HCITOTB30BAHUS TOKYMEHTOB apXHUBa SBISIOTCS:

WH(POPMHUPOBAHUE PYKOBOJCTBA M CTPYKTYPHBIX IMOJpPAa3/IeICHUI OpraHu3alnu, a TakKe Ipy-
TUX OpTraHU3alMi O HAIMYMUM B apXUBaX TEX WM MHBIX JOKYMEHTOB M UX COJEpPKaHUH;

HCIIOJIHEHHUE 3allPOCOB IPAKIaH U OPTaHU3aLNN COLMAIEHO-TIPABOBOTO XapakTepa,

WCTIOJIb30BaHNE JJOKYMEHTOB B CPEACTBAX MacCOBOW MH(OPMAIHH;

MOJITOTOBKA MH(POPMAITMOHHBIX MEPOTIPUATHIA: BBICTABOK, KOH(EPEHIUIA 1 1Ip.;

BbIIa4a JOKYMEHTOB /JIs1 pabOThI B UNTAIILHOM 3aJI€ apXH1Ba,

BbIJ]a4a JOKYMEHTOB BO BPEMEHHOE MOJIb30BaHUE.

8.1.4. UndopmMupoBaHue W WCHOJIHEHUE 3alPOCOB PYKOBOJIUTENCH OpraHU3aliu M CTPYKTYP-
HBIX MTOAPAa3/IENICHUH, a TAaK)Ke NPYTMX OpraHUu3aliid OCYIIECTBISIETCSl ApXUBOM IO OTPEIEICHHON Te-
MaTHKE IO 3apOoCy UK B MHUIIMATUBHOM TIOpsIKe B hopMe HHPOPMAITHOHHOTO TIMChMa WA CIIPABKH
0 HAIMYUU B APXHUBE COOTBETCTBYIOIIUX TOKYMEHTOB.

WudopmupoBanue pyKOBOAUTENCH OpraHU3aIlMd MOKET MPOM3BOAUTECS B (POpME MEepeyHs 3a-
TOJIOBKOB JI€JT WM JOKYMEHTOB IO ONPEAEICHHON TEMAaTHKE WM IO BHUJAM C YKa3aHWEM JaT JOKy-
MEHTOB U MOUCKOBBIX JaHHBIX. B HEOOXOQUMBIX CIydasix Aar0TCS aHHOTALUH.

3aroJoBKH JTOKYMEHTOB FUIM €T PacHojararoTcs B TEpedyHe HE3aBHCUMO OT MX (DOHIOBOM
MPUHAJJICKHOCTHU: TI0 XPOHOJIOTHH COOBITHH, [0 BOIPOCaM, 10 BUAAM HJIM 3HAYMMOCTH JOKYMEHTOB B
3aBUCUMOCTH OT 3arpoca.

WudopmupoBaHue pyKOBOAMTENEH MOKET NPOHM3BOAMTHCS Takke B (opMe TeMaTHdecKoi
moa0OpKH KOmuil AOoKyMeHTOB. Konuu pacmnonaratoTcsi B JOTMUECKON MOCIEN0BATEIbHOCTH; K TOA-
OopKe KOIWH MpuiaraeTcs TUTYJIbHBIN JIMCT, a TAKKE NPU HEOOXOAWMOCTH HUCTOPHYECKAasl CIPABKa,
MIEpEUYEHb U IPYTUEe MaTEPUAIIBI.

Ilepeuens, muceMoO, crpaBKa, HAaNpaBIIEMbIE BHYTPH OpraHW3aliH{, MOANHCHIBAIOTCS 3aBe-
IYIOIIAM apXUBOM; MPU BBITIOJHEHUH 3aIlpoca APyroi OpraHu3alyy MUCBMO, CIIpaBKa, NepedeHb, Te-
MaTH4ecKas moa0opKa KONMU JOKyMEHTOB MOANKCHIBAIOTCS 3aBEYIOMIUM apXMBOM WU HAIPaBISIOTCS
C COTIPOBOAMTEIILHBIM ITMCEMOM 32 MOANKCHI0 PYKOBOIUTENS OPTaHU3ALINH.

8.2. UcnoJiHeHHe 3aNIPOCOB I'PAKIAH U OPraHU3AUMI COLUATLHO-TIPABOBOIO
XapakTepa

8.2.1. Undopmanus conuanbHO-IPABOBOTO XapaKTepa Mo 3ampocaM TpakAaH W OpTaHU3aIiid
BBIJACTCA B JOPME apXUBHOM CIIPABKH, apXUBHOW KOTIMH M apXUBHON BBITTUCKH.

ApXuBHas cipaBKa - TOKYMEHT, COJIep KaIluil apXuBHYIO HH(POPMAIIHIO O TPEIMETE 3a1poca, ¢
yKa3aHUEM MOMCKOBBIX JAHHBIX JOKYMEHTOB, HA OCHOBAHHH KOTOPBHIX OHA COCTABJICHA.

ApxuBHasE KONUS - TOKYMEHT, BOCIPOU3BOAAIINI TEKCT WM U300paKeHHE apXUBHOTO JOKY-
MEHTA, C YKa3aHHUEM €ro MOUCKOBBIX TaHHBIX.

ApxuBHas BBIIIHCKA - JOKYMEHT, IOCJIOBHO BOCIIPOM3BOISALINMI 4aCTh TEKCTA apXUBHOTO JOKY-
MEHTa, OTHOCSIIYIOCS K ONIPECIICHHOMY BOIIPOCY, (GaKTy HIH JIUITY, C YKa3aHHEM MOMCKOBBIX JTaHHBIX
JOKYMEHTA.

ApXuBHBIE CIIPABKH, BBIMKUCKH U KOIIUU BBIIAIOTCSA Ha OCHOBAHUHU MMMCBMEHHOTO 3apoca MoJjb-
30Baresisi, KOTOPBI JOJDKEH COJIepKaTh HaMMEHOBaHue (M aapec MpH Mepechuike) opranu3anuu (ap-
XUBa), KOTOPOH OHH aJPECOBaHbI; M3JIOKCHUE CYLIECTBA 3ampoca; (HaMUINI0, UM H OTYECTBO 00pa-
HIAOIIETOCS,; €T0 aapec, KOHTAKTHBIC TeNe(OHBI; ATy U JINIHYIO ITOIIHUCH.

OOparenust rpaxaaH, B KOTOPBIX OTCYTCTBYIOT (haMHJIMH, a/Ipeca U TMOIMHUCH 00paIIalonmXxcs,
CUNTAIOTCS aHOHUMHBIMH M HE MOJIEKAT PACCMOTPEHHIO; TIPH JIMIHOM OOpaIIeHUH MPH HATMIUH (a-
MWINH | 3/Ipeca HeIoCTaromas HHPOpMAIs MOKET OBITh BOCTIOJTHEHA.

CpoK HCHOJHEHHS 3alpPOCOB COLUAIBLHO-TIPABOBOIO XapaKTepa IpakJaH M OpraHu3aluid 1o
MaTepHuajgaM apXuBa He J0JDKeH npeBbimaTh 30 THel co THS peructpanun odpamenus. [Ipu croxHbIX
3armpocax CpoK MOXKET OBITh MPOJyICH, HO He O0osiee yeM Ha 30 JHEH ¢ 00sS3aTeNbHBIM YBEIOMIICHHEM
00 TOM 3asBUTEJIA.



CpoOK HCTOJIHEHMS 3allPOCOB C UCIOJIb30BAaHUEM TOJIBKO HAYYHO-CIIPABOYHOTO ammapara apXu-
Ba - He Oonee 15 mHEl ¢ MOMeHTa perucTpaiuu oOparieHus.

[Mepecpinka HEMTPOPHUIBHBIX 3aMIPOCOB 110 MPUHAJIC)KHOCTH B IPYre OPTraHU3alud U apXu-
BBI, 2 TaK)Ke HHPOPMHUPOBAHUE 00 ITOM 3aSBUTENS TOJHKHO OCYIIECTBIATHECS B 5-THEBHBIH CPOK ¢ MO-
MEHTa O0paIleHHSI.

8.2.2. ApxuBHBIC CIIPAaBKU COCTABJISIOTCS HA OCHOBAaHMH JOKYMEHTOB (IIOJUIMHHUKOB U 3aBe-
PCHHBIX KOIIHA), XpaHSIIMXCS B apXUBE; UCIIOJIb30BaHHE HE3aBEPCHHBIX JOKYMEHTOB, OTHOCSIIUXCS K
BOIPOCY oOpalleH s, OroBapuBaeTcs B Tekcte crpaBku ("HezaBepeHHas komus”). [Ipu oTcyTcTBHM B
apXuBe JOKYMEHTOB, COAEPX AIIUX CBEACHHUS IO 3alpallMBaeMOMY BOIIPOCY, apXHBHas CIpaBKa MO-
eT OBITh BBIJIaHA 10 XPaHSIIIUMCS B apXMBE II€YaTHBIM MaTepHajaM, OTHOCSIIMMCA K MpeaMeTy 00-
paIlIeHus1, C TOYHBIM M [IOJIHBIM YKa3aHHEM MCTOYHHKA.

ApXHBHBIC CIPAaBKH COCTAaBILSIFOTCS MO YCTaHOBIICHHOW (opme (nmpuiioxenue 42) Ha OnaHke
ApXUBHOM CIIPaBKHU WM 0O0LIEeM OJ1aHKE OpraHU3aLiH.

B cmpaBke mpuBonATCs Ha3BaHUsA, AAaTbl U HOMEpPAa JOKYMEHTOB M H3JIAraloTcs CBEICHUS,
HMMEIOLHMecs B Ha3BaHHBIX JOKYMEHTaxX M OTHOCSIIMECS K BOMpocy oOpameHus. M3noxenue naercs B
XPOHOJIOTHUECKOH IMOCIIEI0BAaTEIbHOCTH COOBITHI, a HE JOKYMEHTOB, B KOTOPBIX OHU OCBEIIAIOTCA.
Jomyckaetcs MpUBOANUTD B CIPaBKE BBIACPKKU M3 JOKYMEHTOB, 3aKiIio4yas UX B KaBbluku. Ha3zBaHus
OpraHu3alyid B TEKCTE CIPABKU MPU MEPBOM YMOTPEOICHUN NMPUBOAATCS MOJTHOCTHIO, & B CKOOKaX UX
o(pumaNEHO NPUHATHIE COKPAIICHUS; P MOBTOPHBIX YIIOMUHAHUSAX - TOJIBKO COKpPAIICHHBIC.

B crpaBky BKJII04arOTCS TOJIBKO CBEICHHUS, yIOMUHAEMbIE B IOKYMEHTAaX.

B tekcte apXxuBHOH CIIPaBKU HE AOMYCKAIOTCS KOMMEHTApUHU, COOCTBEHHBIE BBIBOJbI UCIIOIHHU-
TEJSI IO COAEP>KAaHUIO HCIIOIb30BAHHBIX JOKYMEHTOB.

[Tocne Tekcra crpaBKU MOMEMIAIOTCS apXUBHBIE MM(PHI TOKYMEHTOB, TIOCTYKUBIIHX OCHOBA-
HHEM JIJISI COCTAaBJICHUS TEKCTa cripaBku (HOMepa OHIOB, OMUCEH | e, a TaK)Ke HoMepa JIHCTOB B
nene).

ApxuBHas crpaBKa MOJIMMCHIBAETCS PYKOBOJIUTENEM OpTaHU3allMM WM MOAPAa3ENeHus, B CO-
CTaB KOTOPOTO BXOJIUT apXHB, U PYKOBOAUTENIEM apXHBa; MPaBO MOIIKICH CIIPABKU YCTAHABIMBACTCS B
nosoxkeHuu o cinyx0e JOY umm B nosoxxeHun 06 apxuse opraHuzanuu. CrpaBka 3aBepsercs Ieva-
THIO OPTaHHU3AIMH; BTOPOI HK3EMILISIP apXUBHOM CIPABKH 3aBEPSETCS PYKOBOAUTENEM apXuBa M Xpa-
HUTCS B IeJIaX apXUBa B COOTBETCTBUU C HOMEHKJIATYPO JeT.

8.2.3. ApXuBHbBIC KOTIMH U BBIITUCKU U3 JTOKYMEHTOB BBHINAIOTCS B COOTBETCTBUU C 3aIPOCOM.
WneHTnyHOCTh NOJIMHHUKY BbIIAHHBIX ApPXUBHBIX KOMUN U BBIMMHCOK 3aBEPSIETCS MOANUCHIO PYKOBO-
JMUTEIS] OPraHU3alUU WK YIIOJHOMOYSHHOTO MM JiHIA (PYKOBOAUTENS MOAPA3/ICICHUs, B COCTaB KO-
TOPOTO BXOJHT apXHB) U repOOBOM MEUaThIO OPraHU3aIUH.

Brinucka nmpou3BoaHuTCs TOJIBKO M3 AOKYMEHTA, B KOTOPOM COACPKHUTCA HECKOJIBKO OTIEIb-
HBIX, HE CBSI3aHHBIX MEXAY c0o00il BOpocoB. Brinucka qomKkHa BOCIPOU3BOAUTD MOJHBIN TEKCT YacTu
JOKYMEHTA, OTHOCALICHCS K 3a1pocCy.

OTtaenbHBIE CIIOBA W BBIPAXKEHUS TOJJIMHHOTO JTOKYMEHTA, a TaK)Ke MCIPAaBICHHS, IO TIUCTKH,
BBI3BIBAIOIINE COMHEHUE B WX JIOCTOBEPHOCTH, OTOBAPUBAIOTCS CIOBaMu: 'lak B JokymeHnTe" wim "B
TeKcTe Hepa300opuuBo”.

MammHonCHBIE apXUBHBIE KOIMU M BBIMMCKHA M3rOTABIMBAIOTCS HA OJIaHKE MUChbMa OpPTraHu-
3auuy ¢ 0003HAUYEHUEM Ha3BaHUS TOKyMEHTa: "ApxuBHas komus , "ApxuBHas Bbinucka'. Ilpu usro-
TOBJICHHH KCEPO- WM (POTOKOIHUI JOKYMEHTa OJJaHK OpTaHW3aIliy, KaKk PaBUIIO, HE HCIIOJIB3YETCS.

[Tocne TexcTa apXUBHOM KO WIIH BHITUCKU YKa3bIBACTCS apXUBHBIN mmdp noxymenra. Ecim
KOTIHSI HJTH BBIITMCKA 3aHUMAIOT 00JIee OHOTO JIMCTA, apXUBHBIN MM(p yKa3bIBaeTcs Ha 000pOTe Kaxk-
noro nucta. Bee auCThl apXMBHOW KOMIUHU MM BBIITUCKH JOJDKHBI OBITh CKpEIJICHBI, IPOHYMEPOBAHbI U
Ha MECTE CKPEIUICHUS 3aBEPEHBI apXUBOM.

8.2.4. ApXuBHbIE CIIPaBKH, KONMMH W BBIMUCKU M3 apXUBHBIX TOKYMEHTOB HAINPABIISIOTCS 3asi-
BUTEJISAM I10 TOYTE C CONPOBOIUTEIBHBIM TUCHbMOM, MOAMUCAHHBIM PYKOBOJUTEIEM OPraHU3aLUy WIN
CTPYKTYPHOTO TMOJpa3JesieHus, B COCTaB KOTOPOTO BXOJMT apXWB. APXUBHBIE CIIPABKH, KOTIMU U BBI-
MMCKHA MOTYT BBIIABATHCS MO PACIUCKY HAa PYKH 3asBUTEISIM NP NPEIbSIBICHUU NMACIOPTa WK UHO-
ro JOKYMEHTa, YAOCTOBEPSIOIIErO JUYHOCTh, MX POJCTBEHHMKAM WM JOBEPEHHBIM JHUIAM IpU
MPEIBSIBICHUN HOTAPHAJIBHO 3aBEPEHHON JTOBEPEHHOCTH, O0(OPMIICHHON B COOTBETCTBUH C 3aKOHOJIA-
TEIBCTBOM.



[TonyyaTenb apXMBHOM CHPAaBKH, KOTMH MM BBITUCKH PACHHUCHIBAETCS] HA BTOPOM 3K3EMILISIpE
MIOJIy9aeMOro JOKYMEHTA, OCTAOIIEMC B J€JIaX apXrBa, C YKa3aHWEM JaHHBIX ITACIOPTa WK APYTOro
JTOKYMEHTA, YIOCTOBEPSIOIMIETO JIMYHOCTD MOTydaTeNs.

8.2.5. ApxuB B COOTBETCTBHH C 3aKOHO/IATEIILCTBOM O0ECIIEUHBACT: MPABO IPaXkIaH Ha TOCTYII
K JOKYMEHTHUPOBAHHOW MH(OPMAIMU O HUX; IPABO 3HATH, KTO M B KAKUX LEJIAX HCIOJB3YET U HCIOJIb-
30Bal1 3Ty nHpopMarmoo. OTKa3 TpaKTaHUHY B TOCTYIE K TOKYMEHTaM O HEM MOXKET OBITh 00’KaIOBaH
B Cy/IcOHOM TIOPSIZIKE.

ApXuB opraHu3anyy 00s3aH MPEIOCTaBUTh NHPOPMALUIO OECIIATHO MO TPEOOBAHHIO TEX Op-
TaHW3alHi U JIUL, KOTOPbIX OHO KacaeTcsi. OrpaHruYeHus] BO3MOKHBI JIMILb B CIy4asixX, IPEAyCMOTPEH-
HBIX 3aKOHOZATeNbCcTBOM Poccuiickoit @enepanun. ApXuB MOKET HCTIOJNHATH TEMAaTHUYECKHE 3aIIPOCHI
IOPUINYECKUX JIUI], & TAKXKE 3arpoCchl (PU3NIECKUX JIUIl UMYIIECTBEHHOTO W (PMHAHCOBOTO XapakTepa
Ha IUIaTHOW OCHOBe. [lepeueHp Taknux yCiayr W pasMmep OIUlaThl YTBEPKIAIOTCS PYKOBOAMTEIEM Opra-
HU3ALUH.

8.2.6. [lomyckaeTcst 3BbsITHE U3 apXUBHBIX JI€T M BbIJIa4a BIaeblaM WM UX POJACTBEHHHKAM
MOAJIMHHBIX JINYHBIX JOKYMEHTOB O TPaXXIaHCKOM COCTOSIHUH, 00 00pa30BaHUH, TPYAOBBIX KHIDKEK U
JIPYIUX, HE MOJTYYECHHBIX B CBOE BPEMS BIAEIbLEM, JOKYMEHTOB.

[MopymHHBIE TUYHBIE TOKYMEHTHI BBIIAIOTCS C pa3pelIeHUs PYKOBOIAUTENS OpTaHU3aLUH 3asi-
BUTENAM T10 NPEABABICHUH MTACIIOPTa, MTHOTO TOKYMEHTA, YIO0CTOBEPSIOLIErO JINYHOCTh, UX POJCTBEH-
HUKaM WM JOBEPEHHBIM JIMIAM HOTapHAJIBLHO 3aBEPEHHON JoBepeHHOCTH. [loanuuHbIe JIUYHBIE IO-
KYMEHTBI MOTYT OBITh BBICTIaHbI 3 BUTENIO LIEHHBIM THCHMOM.

Opranamu npaBonopsAaKa U3 apXuBa MOTYT OBITh U3BATHI JOKYMEHTBI B COOTBETCTBUH C 3aKO-
HopaTenbCcTBOM Poccniickoit @eneparmu.

Ha MecTo H3BATOTO TOKYMEHTa B AEJI0 BKJIAJBIBAETCS CIIPABKa O BbIIA4Ye, CHATASA C HETO KON
WIA B YYETHBIX apXUBHBIX JOKYMEHTaX JE€JaeTcsi OTMETKAa 00 M3BATUH, YKa3bIBAIOTCS HOMEp, JaTa U
Ha3BaHUE TOKYMEHTA - OCHOBAHUS JJISl U3BATHS, & TAKKE PACIHCKA MOJIydaTelis JOKyMeHTa ([pH JIn4-
HOI mepeaye).

8.2.7. Ilpu OTCYTCTBHH B apXHBE 3alpaIIuBacMbIX CBEACHUN OTPHUIIATEIHHBIN OTBET COCTABII-
eTcs Ha OJlaHKe MHUChMa OpraHu3aluy. B HeM ykaspiBaeTcsi (akT OTCYTCTBHS B TOKyMEHTaxX apXvBa
HMHTEPECYIOIINX 3asBUTENS CBEACHUN U JAIOTCS PEKOMEHIALMH, KyJa CIelyeT 00paTuThes 3a He00Xo-
JUMOW MH(pOpMaIKel. B cimydasx oTpHIIaTEeIBHOTO OTBETA, COJIEPIKAIIETO CBEICHUS 00 OTCYTCTBHH B
apXuBe HEOOXOIMMBIX JTOKYMEHTOB BCJIEACTBHE MX MMOEIM MJM YTPaThl, TEKCT MUCbMa JOJDKEH OBITh
3aBEPEH MEYATHIO OPTaHU3aLHN.

8.3. PaGoTa yuTaIbHOIO 3212 apXHBa

8.3.1. B mensix co3gaHus yCIOBHE 1Sl pabOThI CHEHHMAINCTOB (MOJh30BaTEICi) HEMOCPEICT-
BCHHO B apXMBE CO3/1a€TCS YMTATBHBIN 3aJ1 (IPOCMOTPOBBIN 3al1, KOMITBIOTCPHBIH 3aJ1, HOMEILICHUE IS
OPOCTYIIMBAaHUST (OHOAOKYMEHTOB W Jp.), OO0OPYIOBaHHBI COOTBETCTBYIOIIUMH TEXHHYCCKHMHU
CpelCTBaMH IJis1 pabOThl ¢ MUKPOKOIHSMH, SJIEKTPOHHBIMH ayIHOBU3YAJIIbHBIMU M MHBIMH JTOKYMEH-
TaMH.

Pacrniopsinok paGoTel YUTANBHOTO 3aJ1a YCTAHABIMBACT PYKOBOAUTEND aPXUBA.

[Ipn oTCyTCTBHM B apXuBe CIIELHAJIBHO BBIJCJICHHOTO MOMELICHHS YMTAJIBHOIO 3aja padboTa
MOJIb30BaTeNel ¢ JOKYMEHTaMHU MPOU3BOJUTCS HETIOCPEACTBEHHO B pabourMx KOMHAaTax apXuBa, AJIS
4yero 000pyayeTcs COOTBETCTBYIOIIEEe pabodee MecTo.

8.3.2. B unTanpHOM 3aje apXuBa MOTYT paboTaTh KaK COTPYIHUKH OPTaHU3aAINH, TaK U UCCIe-
JOBATEIN U3 HAYYHBIX U MHBIX OpPraHU3allui UM YaCTHBIC JIULA.

[Tonb30oBaTenu HOMYCKAalOTCS B YUTAIBHBIM 3] HA OCHOBAaHMH JIMYHOTO 3asIBJICHUS; MOJIB30Ba-
TEJH, BEAYyLIUE HAYYHYIO paboTy B COOTBETCTBUU C IUIAHOM HAyYHBIX YUPEKICHUH WM BBIIOJHSIIO-
e ciry>keOHbIe 3a1aHus, MPEACTABIIOT MUChMO HANPABUBILIECH UX OpraHU3allH; COTPYAHUKHU Opra-
HU3aLM{ JOMYCKAIOTCSA B YUTAIBHBIN 3aJ1 IO MIPEABSIBICHUN CIIY>KEOHOTO YIOCTOBEPEHHSI.

B yimuHOM 3asBICHWM WM THCHME YKAa3bIBAIOTCA (aMWiIHs, WMS, OTYECTBO ITOJB30BATEN,
JOJDKHOCTB, HAYdHOE 3BaHHUE, YU€Has CTEIIeHb, TEMA U XPOHOJIOTMYECKHUE PAMKH HCCIIEOBaHUS .

Pa3pemenne Ha paboTy B YMTAJIBHOM 3a&Jie JA€T 3aBEAYIOIIMA apXMBOM Ha HEOOXOAMMBII
MOJIL30BATEINIO CPOK, HO, Kak mpasBmiio, Ha 1 rox co aua odopmienus. [Ipu HeoOxoaumocTu mpoyie-
HUS CPOK COTJIACOBBIBAETCS C 3aBEAYIOLUINM apXUBOM UJIM COTPYAHUKOM YHUTAIBHOTO 3aja.



8.3.3. ApxuB OpraHu3aluy MPEIOCTABISET IOPUINICCKAM I (PU3MIECKUM JMLAM U UC-
MOJIb30BAHUS B YUTAJIBHOM 3aJie, B TOM YHUCJIE JIJIsI U3TOTOBIICHHUS KOTHIA, BBITUCOK, OTKPBITHIE OKY-
MEHTBI, YYTCHHBIC U TPOIIESANINE HAyIHO-TEXHUIECKYI0 00paboTKy, IMEIOIIHE CIPABOYHUKU U JPY-
THe TIONCKOBBIE CPENICTBA.

OTka3 uim OTCpoYKa B BBIIA4€ JOKYMEHTOB JONYCKAIOTCS B CITydasx:

UX TUIOXOTO (PU3HYECKOTO COCTOSHHS;

OTPaHWYEHUI Ha WMCIOJIB30BaHHE, YCTAaHOBJIEHHBIX 3aKOHOAATENLCTBOM Poccuiickoil Penepa-
iy nim GoHg000pa3oBaTenieM MpH nepeaade JOKyMEHTOB Ha XpaHEHHE;

MOJIb30BAHUS TOKYMEHTAMHU COTPYIHUKAMH apXHBa IS BBITOJHEHUS CITYKEOHBIX 3a/1aHUH;

BBIJIAYH JJOKYMEHTOB BO BPEMEHHOE IOJIb30BAHUE WM APYrOMY IOJIE30BATEII0 B YHTAIBHOM
3aie.

OTka3 apxuBa B NMPEAOCTABICHUHU JOKYMEHTOB JIOJDKEH OBITH BBIAAH B MUCBMEHHOW (hopme u
CoJepKaTh MPUIHHBI 0TKa3a, CPOK JACHCTBHS OTPAaHHYCHNH, IOPUINIECKOE OCHOBAaHUE OTPaHHICHHH, a
TaKXke MOPSA0K 00XKaTOBaHHS OTKA3a.

8.3.4. Ha xaxx7oro moyp30Bareis B YUTATHLHOM 3aJle apXHBa, KpOME paOOTHUKOB OpTaHHU3AIlNH,
3aBOJUTCS KapTouka (mpuosxenue 43).

8.3.5. Jlena u3 xpaHWIMINA BBIJAIOTCS HA OCHOBAHUH 3alOJIHEHHOTO OJlaHKa 3aKa3a (mpHiioxe-
Hue 17) ¥ yauThIBaIOTCS B KHHUTE BbIAAYH Jie) U3 XpaHuwmiia (npuioxenue 19).

8.3.6. Kaxxnoe BbIIaBacMoOe W3 XpAHWJIUINA B YMTAIBHBIA 3a) JEJO JODKHO WMETh JIUCT HC-
noJb3oBanus aena (npunoxenue 20).

8.4. Bbi1aua JieJ BO BpeMeHHOe N0JIb30BaHue

8.4.1 Jlena BBIAAIOTCS BO BPEMEHHOE IMOJIb30BAHUE CTPYKTYPHBIM TOJPa3ICIICHUSIM OpraHu3a-
WU Ha CpOoK, He npesbimaronmii 30 gael. Cpok MOXKeT OBITh MPOJJICH apXUBOM TOCIIC 03HAKOMJIICHHUS
C COXpPaHHOCTBIO Jie, HO He OoJiee uem Ha 30 mHEH.

8.4.2 Beijaua e BO BPEMEHHOE MMOJIb30BAaHUE JPYIMM OPTaHM3AIUSIM MO0 WX MHCBMCHHOMY
3ampocy odopmisiercs: aktoM (mpusoskenue 18). AKT cocTapisieTcst B ABYX 9K3eMILISIpax, OJUH U3 KO-
TOPBIX MEpeAacTCs MOTydaTeIro, a IPYyroi ocTaeTcs B apXuBe. AKT MOAMUCHIBACTCS PYKOBOJAUTEISIMU
OpTraHM3alliy, TepeaaroIIei JOKYMEHTRI, ¥ OpTaHU3aI[UU-TIOIydaTe)sl; TIOMIMUCKA CKPEIUISIOTCS Tep-
OOBBIMH IEUYATAMU OPTaHU3AIUH.

Jlena BBIatOTCS HA CPOK HE OOJIEe TPEX MECSIICB.

8.4.3. Tlpu BbIIaue Jien BO BPEMEHHOE TIOJh30BAHKUE KAXJI0C JIECTI0 3aHOCUTCS B KHHUTY BBIJIAUH
nen u3 xpanwiuiia (nmpuwioxenne 19), a Ha MECTO BbIIaBAEMOTIO Jiejia MOMEIIACTCs OTACbHAs TS Ka-
XKIIOTO JIeNa KapTa-3aMecTuTelb (mpunoskerue 21). KapTel-3aMecTUTEIN XPaHATCS B apXHBE 10 MHUHO-
BaHUs HaoOHOcTH. COCTOSHUE BO3BPAIIAEMBIX B apXHB JICJ JIOJDKHO OBITh MPOBEPEHO B MPUCYTCTBUN
JIUTIA, BO3BPAIIAIOIIETO JIEN0.

8.4.4. Kaxnoe BbIIaBaeMOE€ W3 XPAHWIMIIA JII BPEMEHHOTO HWCIHOJB30BAHHS JIETO JIOJDKHO
UMETh JIUCT UCTI0JIb30Banus fena (npunoxenue 20).

8.5. Ucno/ib30BaHHe JOKYMEHTOB apXWBa NMPH MOAroTOBKe HH(OPMALMOH-
HBIX MEPONIPHUSATHIA, B CpeACTBAaX MaccoBOil MHGopManun ¥ Ny0IMKALMOHHOM /1es-
TeJbHOCTH

8.5.1. ApxuB opraHm3yeT HCIOJIb30BaHHE JOKYMEHTOB NPH IOATOTOBKE HH()OPMAIIMOHHBIX
MEpPOTPHUATHIA, BHICTABOK, B CPEIICTBAX MACCOBOI MH(pOpPMAIWH, a TAKKE UX ITyOJHKAIIHUIO.

PaboTa mpoBOANTCS KaKk CaMOCTOSTENBHO, TaK U COBMECTHO C JAPYIMMHU OPTaHU3ALUSMH HIIH
TOCYIapCTBEHHBIM apXWBOM. Ha BbICTaBKaxX MCHOJB3YIOTCS MOIMHHUKA WM KON JOKYMEHTOB, U3-
TOTaBJIMBAIOTCS aTbOOMBI, TUTAKATHI, THATPAMMBI.

8.5.2. CoBMecCTHO €O cpencTBaMH MaccOBOW MH(POPMALINH apXUB OIPEICIET TEMATHKY, 00beM
Y CPOKH MOJITOTOBKY MaTEPHAJIOB; TEMATUKA M CPOKU YTBEPIKAAIOTCS PYKOBOAUTENIEM OpraHu3anuu. B
IK3EMIUIIpax cTaTeldl W APYrHX MaTepPHalioB, OATOTOBICHHBIX JJISI CPEACTB MAacCOBOW MH(pOpMAIINH,
OCTAIOIIMXCS B apXHUBE OPTAHM3AILIMH, YKa3bIBAIOTCS TIOMCKOBBIC JTaHHBIE MCIOJIH30BAHHBIX TOKYMEH-
TOB, a TAKXKE J1aTa U MECTO IyOJIUKAIIIH.

8.5.3. ApxuB OpraHu3aIi MOXET CaMOCTOSTEIHHO WM COBMECTHO C JPYTUMH OpTaHU3aIHsI-
MU MIPOBOJIUTH PA0OTY IO MOATOTOBKE JOKYMEHTAIBHBIX MyOsuKanmidi. Hanbosee pacipoctpaneHHOM



(bopmMoit ITOH pabOTHI ABIAETCS MOATOTOBKA KYPHAJIBHBIX M Ta3€THBIX MYOJMKAIMI TOKyMEHTOB. B
OTJENBHBIX CIIy4asx MOTYT M3/aBaTbCsi COOPHUKH NOKYMEHTOB. [Ipu moArotoBke AOKYMEHTAJIBHBIX
nyoauKanuii HeoOX0IUMO PYKOBOACTBOBATHCS COOTBETCTBYIOLIMMHM IMpaBWJIaMU pabOThl rOCyIapCT-
BEHHBIX apXUBOB.

8.6. Yuer ncnoJib30BaHusA A€ U TOKYMEHTOB apxuBa

VueT UCToJIb30BaHUs ICN U TOKYMEHTOB apXHBa BEJCTCS B CIICAYIOIIMX YIETHBIX opmax:

- KHUTA BBIJIauM J1e] U3 Xpanwmina (npuioxenue 19);

- JKypHaQJI PETHCTPAllMH BBIJAHHBIX KOMHH, BBIMHCOK, CIPABOK, TEXHUYECKUX MATEPUAIIOB
(mpunoxenue 44);

- )KypHaJ pETUCTPALMH TOCEIICH I YUTATBHOTO 3aa (mpuiioxenue 45).

9. HOPAJOK NEPEJAYU JOKYMEHTOB APXHMBA HA NOCTOSAHHOE
XPAHEHUE

9.1. Joxymentsl ApxuBHoro ¢onma Poccuiickoli denepannu, BpeMEHHO HaXOASIIUECT Ha
XpaHEeHUH B apXHMBE OPraHU3aL1H, IEPEJAI0TCs Ha IOCTOSTHHOE XpaHEHHUE.

9.2. ApxuB opraHu3aluy MepelacT Ha MOCTOSIHHOE XPaHEHHE TOKYMEHTHI B TOCYIapCTBEHHBIN
(MyHHLIMTIATIBHBIN) apXHB, I KOTOPOTO JIaHHAs opraHu3aiusi-(GpoH1000pa3oBaTesb SABISICTCS UCTOY-
HUKOM KOMIUIEKTOBaHHUS.

9.3. JlokyMeHTHI TIepeAaroTcsi Ha MOCTOSHHOE XpaHEHHE B TOCYAApPCTBEHHBIA apXHB B YIOPS-
JOYEHHOM COCTOSIHUHM C COOTBETCTBYIOIIMM Hay4yHO-CIPABOYHBIM aIIAPaTOM U CTPAXOBBIMH KOTHSIMU
Ha 0c000 IICHHbIE U YHUKAJIbHbIE JOKYMEHTHI.

9.4. YcTaHaBIMBAIOTCS CICIYIONHE NPEACTbHBIE CPOKA BPEMEHHOTO XPAaHEHHS apXHUBHBIX J10-
KYMEHTOB B OpTraHU3aLUsIX:

apXHWBHBIC JOKYMEHTHI (heJepallbHBIX OPTaHOB TOCYJAPCTBEHHON BIACTH, a TAK)Ke apXUBHBIC
ToKyMeHTHI ['eHepambHO# npokypatypsl Poccuiickoit deneparuu, OpraHOB TOCYIapCTBEHHON BIACTH
U TIPOKYparyp peciyOjMK, OTPAacieBbIX aKaJeMHUN, rOCyIapCTBEHHBIX OOBEIMHEHUH, YUpEeKICHHH,
OpTaHU3aIi U MPEeINpUATHIA (heaepaTbHOTO U PECyOJIMKaHCKOTO MO YrHeHHs - 15 nerT;

apXUBHBIE JOKYMEHTBI OPTaHOB IrOCYJapCTBEHHOM BJIACTH M MPOKYyparyp Kpaes, obiactei, ro-
pPOIOB (enepaabHOTO 3HAYCHHS, aBTOHOMHBIX 00JlacTeii, aBTOHOMHBIX OKPYIrOB, MPOKYpaTyp, TOCYy-
JApCTBEHHBIX YUPEXKICHUH, OpraHn3alrii U IpeANpUiTUH KPaeBOTO U 00JIACTHOTO MOAYUHEHHS, TIOA-
YHHEHUS aBTOHOMHOM 001aCTH M OKpY)KHOTO nogunHenus - 10 ner;

apXUBHBIE JOKYMEHTHI OpPraHOB MECTHOIO CAaMOYIPAaBJICHHUSA, YYPEXKICHUN, OpraHu3alui,
MPENPHUSITAN TOPOJCKOTO U PAHOHHOTO MOAYMHEHHS, TPEANPHUATHIA CEIbCKOTO X03sICTBa - S JIET;

3aMCH aKTOB TPAXJAHCKOTO COCTOSIHUS, JOKYMEHTHI MO JIMYHOMY COCTaBY, 3allUCH HOTapHU-
ATBHBIX ICUCTBUH U CyfAeOHBIC [Iea, MOAX03sHCTBEHHBIC KHUTH - /5 JIET;

apXUBHBIC JOKYMEHTBI, 00pa30BaBIIUECS MPU OCYIICCTBICHUU ACATSIBHOCTH COBMECTHBIX (C
y4acTHEM TOCYIapCTBa) MPEANPUATHI, OpTaHU3aIMi U 00BETUHEHUI CMEIIaHHbIX (JOPM COOCTBEHHO-
CTH, B YCTaBHOM KamuTaje KOTOPBIX mpeobiamaer nois (eaepanbHOi WM roCyaapCTBEHHOM coOCT-
BeHHOCTH, - 10 ner;

Hay4JHas, TEXHOJIOTUYECKasl ¥ MaTeHTHas qokymenTtanus - 10 ner;

KOHCTPYKTOpCKas JOKymMeHTauus - 15 ner;

MPOEKTHAS JOKYMEHTANHUS 110 KaUTaJbHOMY CTPOUTENBCTBY - 25 JIeT;

TeJleMeTpruiecKasi JOKyMEHTAIus - D JIeT,;

KHHOJIOKYMEHTHI, ()OHOJTOKYMEHTHI U BUACO(POHOTPAMMBI - He Oojiee 3 JIeT CO BpEMEHH H3ro-
TOBJICHUS,

(hOTOIOKYMEHTHI - 3 TO/1a;

JOKYMEHTBI Ha MAIIMHHBIX HOCUTEJSIX - O JIET.

9.5. B HE0OXOAMMBIX CITydasX CPOKH BPEMEHHOTO XpaHEHHS TOKYMEHTOB MOTYT OBITh U3MEHe-
HBI TI0 COTJIACOBAHUIO C COOTBETCTBYIOIIMM OPTaHOM YHPAaBJICHHUS apXUBHBIM J1€JIOM WJIHM apXUBHBIM
YUpEXKIECHUEM.

HocpouHas nepenada JOKyMEHTOB Ha MOCTOSIHHOE XPAHEHUE MOXKET ObITh OCYLIECTBIICHA MIPU
yrpo3e yrpathl (YHHYTOXKEHHSI) TOKYMEHTOB, & TAKXKE 10 MPOChOe OpraHu3aliy Ha JOrOBOPHOU OCHO-
BE.



[Iponnenne cpokOB BPEMEHHOTO XpAaHEHUS TOKYMEHTOB JOIYCKACTCS B BUAE UCKIIOUEHHUS B
Cilydyae He0OXOJUMOCTH NPAKTUIECKOTO MCTIOIB30BaHUs JOKYMEHTOB OpraHU3allen M0 MICbMEHHOMY
pa3peleHnIo roCyaapCTBEHHOTO apXHUBa.

9.6. JlokyMeHTHI IIOCTOSIHHOTO XpaHEHUsI TOCYIapCTBEHHOW OpraHU3aIliy, U3MEHUBIIEH hopMy
COOCTBEHHOCTH (aKIIMOHUPOBAHHOM, MPUBATU3UPOBAHHO), XPAHITCSA B HETOCYIAPCTBEHHOW OpTaHu-
3aIiM, a 3arTeM, 10 UCTCUYCHHU MPEACIbHBIX CPOKOB BPEMEHHOTO XpPAHEHHs B OpraHH3alud (CM. II.
10.3), nepenarotcsi B rOCyIapCTBEHHBIH apXHB.

9.7. llpu nUKBHIAIMKA OpPTaHU3AIMK €€ JOKYMEHTHI MOJUIKAT Iepeaade B OpraHu3aluio, sB-
JIIOIYIOCS €€ MTPaBOIPEEMHUKOM.

9.7.1. Tlpu JMKBUAALIMU OPTaHU3AIMH, SBISIOMICICS HCTOYHUKOM KOMIUICKTOBAHUS TOCYIap-
CTBEHHOTO apXvBa, 0e3 MpaBONpeeMHUKA JOKYMEHTHI MMOCTOSHHOTO CPOKa XpaHEHHUsSI U JOKYMEHTBI 110
JUYHOMY COCTaBY MEPEAIOTCS B apXUB BBILIECTOSIICH OpraHu3auuu. B ciiyuae HEBO3MOXKHOCTHU Iie-
pedayr TOKYMEHTOB B BBILIECTOSIIYIO OPraHU3ALMIO [0 PEIICHUI0 KOMHCCUH, 00pa30BaHHOW s Tie-
penauu en U uMyiiecTBa (JIMKBUIAIIMOHHOW KOMHCCHH), COTJIACOBAHHOMY C COOTBETCTBYIOIIMM Op-
TaHOM YIPaBJICHUS! APXUBHBIM JIE€JIOM, 5TH IOKYMEHTBHI IIEPEAAIOTCS B TOCYIaPCTBEHHBIN apXUB.

9.7.2. JIOKyMEHTHI 0 JUYHOMY COCTaBY JIMKBUIUPOBAHHOW OPTaHHW3AIMU IPH OTCYTCTBUU
MPaBOIIPEEMHHKA M BBILLIECTOSIICH OpPraHU3aluy NepeJaloTcsl Ha BPEMEHHOE XpaHEHHUE B CIICLUANIH-
3UPOBAaHHbBIN apXuB (LIEHTP) TOKYMEHTOB IO JMYHOMY COCTaBY, a IPU €r0 OTCYTCTBHH - B TOCYIapCT-
BEHHBII apXUB.

9.7.3. YHUYTOXKEHUE TOKYMEHTOB C HEMCTEKIIMMH CPOKAMU BPEMEHHOTO XpaHEHHs OpraHu3a-
LUWH, JTUKBUIUPYEMBbIX 0€3 MpaBOMpPEeMHUKa, IPOBOJUTCS TOJIBKO MO PELICHUIO COOTBETCTBYIOLIETO
opraHa MCIIOJIHUTENbHOM BiacTu cyObekra Poccuiickoit denepanuu WM MyHHLIUIIAILHOTO 00pa3oBa-
HUS 1 0POPMIIIETCS aKTOM C TIPUII0KEHUEM OTIHCH YHHITOKAEMBIX TOKYMEHTOB.

9.7.4. JIoxyMeHTHI JIMKBUANPYEMOH 0e3 MpaBoIpeeMHIKa OPTaHU3aINH, CPOK XpaHEHHS KOTO-
PBIX HAa MOMEHT JIMKBHJIAIIUU UCTCK, YHUITOMKAIOTCS B TIOPSIJIKE, YCTAHOBICHHOM B 1. 2.4.1 - 2.4.7 Ha-
crosawmux [IpaBui.

9.7.5. Opranu3zanuio ynopsao4eHus JOKYMEHTOB JHUKBUANPYEMON OpraHU3aIliy, TIepeaadl ux
Ha XpaHEHHE WM YHHUUYTOKEHHE OCYILECTBIIACT JTUKBUAALMOHHAS KOMHUCCHS, KOTOPasi MOXET 3aKJI0-
YHUTH JIOTOBOP HA ATy paboTy ¢ opraHuzauuei (GU3HMIECKUM JIMIIOM), HMEIOIICH COOTBETCTBYIOLIYIO
JMIICH3UIO, WIN TOCYIapCTBEHHBIM apXHUBOM.

9.8. Ilepenada TOKyMEHTOB IMOCTOSIHHOTO XPAaHEHUS B TOCYIAapCTBEHHBIN apXuB, KaK MPaBUIIO,
OCYIIECTBISIETCSI €KETOJHO B COOTBETCTBUU C IUIAHOM-TPa(HUKOM, YTBEPKIECHHBIM PYKOBOIUTEIIMHU
OpraHu3aly U COOTBETCTBYIOLIETO apxuBa. B opranuzanusax ¢ HeOONBLIINM 00BEMOM €KEroJHO 00-
Pa3yIOIIKXCsl JOKYMEHTOB MOCTOSIHHOTO XPAaHEHHs IO COTJIACOBAHHIO C TOCYAAPCTBEHHBIM apXHUBOM
JOITyCKaeTcs rnepeaaya J0KyYMEHTOB OJIMH pa3 B IATH JIET.

Hay4yHo-TexHuueckasi ¥ cliequanbHas JOKYMEHTAIMs IMEpenaeTcsi, KaKk NpaBujo, OJUH pa3 B
ISATh JIET.

9.9. JlokyMeHTHI TiepefaroTcsl B TOCYIapCTBEHHBIN apXuB 1o yrBepkaeHHbM DK apxuBHOTO
YUPEXKICHUS OMUCAM AT

IIpn mepBo#l mepegadye MTOKYMEHTOB B TOCYJApCTBEHHBINM apXUB IEPENACTCS HCTOPUYECKAs
CrpaBKa Ha apxXuBHBIA (GoHA opranm3ammu. [Ipm mocienyomux nepegadax JOKYMEHTOB JaeTcs J0-
MOJIHEHNE K MICTOPUYECKOM CTIPaBKe O MPOUCHICAINX U3MEHEHUAX B Ha3BaHUH, (PYHKIHIX, CTPYKTYpE,
MOAYMHEHHOCTH OPraHU3al1H, COCTABE U COCTOSTHUH JOKYMEHTOB.

[lepenavya men mpoBoauTCs MOeAMHWYHO. Ha Bcex 3K3eMIUIsIpax OMMCH JIENal0TCs OTMETKU O
MpueMe JOKYMEHTOB B FOCY/1apCTBEHHBIN apXUB.

[Tpuem mOKyMEHTOB Ha MOCTOSIHHOE XpaHEHUE 0(OPMIIIETCS aKTOM IpUeMa-niepeaadn aedl.

Ecm mpu nepenade 0OHapyKEHO PacX0oXkICHHE MEXITY UTOTOBOM 3aUCHIO B OMHUCH U (DaKTH-
YECKUM HAJIMYMEM IepeIaBaeMbIX JIeJ], B OMUCH AENaeTcsl HOBAas UTOTOBAs 3alKCh, B KOTOPOU yKa3bl-
BalOTCA (haKTHUECKOES HAIMYHE U HOMEpa OTCYTCTBYIOUMX 1. Homepa OTCyTCTBYIOIIMX JeN OroBa-
PHUBAIOTCS B aKTe MpreMa-liepeaadr JOKyMEHTOB Ha TOCYIapCTBEHHOE XpaHEHUE,; IPUYHUHBI UX OTCYT-
CTBHSI - B IPUJIAraeMOil K aKTy CIIpaBKe OpraHU3aALUH.

ApxuB OpraHu3aluy MPUHUMAET MEPbI MO PO3BICKY JOKyMEHTOB. Ha oTcyrcrByromme AoKy-
MEHTBI, MEPBI IO PO3BICKY KOTOPBIX HE Jali PE3YJIbTaTOB, COCTABIAETCS akT 00 yrpare JOKYMEHTOB.
VYTpaueHHbI€ NOJJIMHHUKHA JOKYMEHTOB MOTYT OBITh 3aMEHEHBI UX KOIHSIMH.

9.10. [epen mepemayeii JOKYMEHTOB Ha TOCTOSTHHOE XpaHEHHE COBMECTHO C MPEACTaBUTEIEM
rOCYJAapCTBEHHOTO apXuBa MPOBOJUTCS IPOBEpPKA NPaBUIBLHOCTH HAyYHO-TEXHHUECKOH 00paboTKu



nen, GU3NIEecKOro ¥ CAHUTAPHO-TUTHEHNYECKOTO COCTOSTHHS TOKyMeHTOB. [Ipn oOHapykeHun nedex-
TOB COCTaBJIICTCS aKT, yCTPaHEHHE 00HAPYKEHHBIX Ne(EKTOB MPOBOIUTCS CHUIIAMH OPTaHU3AIIH.

9.11. BmecTe ¢ MOKYMEHTaMH TEPETAOTCS TPH IK3EMIULIpa ONMHMCH W OJUH HK3EMIULIP aKTa
preMa-Iepeaadn Jel.

10. OPTAHU3ALIUA PABOTHI APXHUBA

10.1. Co3naHue apxuBa OpraHu3anuu

10.1.1. PaboTa apxuBa OpraHU3yeTCs] B COOTBETCTBUU C MOJIOKESHHUEM 00 apXHBe.

B nonoxenne 00 apxuBe BKIIOYAIOTCS CIIEIYIOIINE PA3Aeibl:

OCHOBHBIE TOJIOKEHUS,

COCTaB JJOKYMEHTOB apXHUBa,

3amaun M QYHKINU apXHBa,

MpaBa apxuBa,

opranu3anus paboTsl apXuBa.

[Ipu HEOOXOIMMOCTH MOJIOKEHUE 00 apXHBE MOXKET JOTIOJIHATHCS APYTUMH pazeiaMu.

10.1.2. ITonoxenue 006 apxuBe, SBISIOMEMCS IOPHINIECKAM JIMIIOM, CTPYKTYPHBIM IO/Ipa3ie-
JICHHMEM WJIH 4acThio ciyk0b1 IOV, cormacoBbIiBaeTcsi C COOTBETCTBYIOIUM yupexxaeanem deaepans-
HOU apXxuBHOU cityx0b1 Poccuiickoit @enepanru U yrBep>KaaeTcs pyKOBOAUTEIEM OpraHU3a|H.

[MosnoxxeHne o HeHTpaIbHOM apxuBe (apxuBe) (eaepaabHOro OpraHa BIACTH WM OpraHa Blia-
ctu cyobekTa Poccuiickori denepaiun, HEHTPAIBHOM OTPACIIEBOM apXUBE, OTPACIEBOM apXHBE Opra-
Ha ympaBieHus cyowrekta Poccuiickoit Denepanum JOKHO COTIIACOBBIBATHCA COOTBETCTBEHHO ¢ Po-
CapXuBOM, apXMBHBIMH OpraHamu cyonrekToB Poccuiickoit deneparum.

10.1.3. PykoBoauTenb apxXuBa Ha3HA4aeTCs Ha JOJDKHOCTh M OCBOOOXKIACTCS OT JOJDKHOCTH
MPUKa30M PYKOBOJUTEISI OPTaHU3ALMH IO MIPEACTaBICHNUIO COOTBETCTBYIOIUX JODKHOCTHBIX JIULI.

PykoBonuTens apxuBa opranu3yeT paboTy apXxuBa U HECET MEPCOHAIbHYIO0 OTBETCTBEHHOCTH 3a
BBITMIOJTHEHHE BO3JIOKEHHBIX Ha apXUB 3aa4.

10.1.4. Jumio, OTBETCTBEHHOE 3a apXUB, HA3HAYACTCSI HA OTY JIOJDKHOCTH M OCBOOOM/IAeTCS OT
JOJDKHOCTH MPUKA30M PYKOBOAUTENS opranu3anuu. OTBETCTBEHHBIN 32 apXUB MPOXOAUT UHCTPYKTAK,
a B HEOOXOAMMBIX CIy4asX CTRXUPOBKY B TOCYIAPCTBEHHOM apXHBE, B KOTOPBII MepeaaroTcs I0Ky-
MEHTHI OpTaHU3ALMH Ha TOCYAapCTBEHHOE XpaHEHHE.

10.1.5. Ha nmeronmecs: B apXuBe JOJHDKHOCTH COTJIACHO IMITATHOMY PACIIUCAHUIO COCTABIISIOTCS
JOJDKHOCTHBIE MHCTPYKIIMH, B KOTOPBIX YKa3bIBAIOTCS BUABI pabOT, Bo3/laraeMble Ha pabOTHHUKA apXH-
Ba, €ro 005S3aHHOCTH U TPaBa.

JIOMKHOCTHBIE MHCTPYKIMH COTJIACOBBIBAIOTCA C IOPHAMYECKON CIyXOOW OpraHM3aluy U YT-
BEPIKIAIOTCSI COOTBETCTBEHHO PYKOBOIMTENIEM OpraHu3anuu (€Clid apXHB SIBISICTCS CTPYKTYPHBIM
nojipasjieneHueM), pykopoauteseM ciyx0bl IOV, 4acTbio0 KOTOPOI SIBISETCS apXUB, PYKOBOJUTEICM
apxuBa (eciu apXuB SIBISICTCS YUPEKICHUCM).

10.1.6. OcuoBHBIME (popMamMH TOBBIICHHUS KBaTM(UKANK PaOOTHUKOB apXHBOB M CIYKO
JOY B COOTBETCTBUM CO CIIOKHUBLICHCS MPAKTUKOMN SIBIISIIOTCS: OTPACICBOM LIEHTP MOBBIIICHUS KBa-
mdukanun PocapxuBa, HHCTUTYTHI MTOBBIIICHUS KBATU(UKAIIN, KYPChI, COBEIIAHHS, CEMUHAPHI.

[MoBbienne xkBamudukanuu paboTHUKOB apxuBa U ciyxO0bl JJOY opranuzanuu mpoBOIUTCS
[0 COIJIACOBAHHMIO C e aaMHUHHUCTpanueil. [loaroroBka u npoBeAeHUE 3aHATUN 0 MOBBIMICHUIO KBa-
T(UKAITUH OCYIIECTRBIISICTCS apPXUBOM COBMECTHO co ciyx00i JIOY u oTaenoM kaapos.

10.1.7. LlenTpanpHblii apXuB (eaepalbHOTO OpraHa BIIACTH WM OpraHa BiacTu cyonbekra Poc-
cuiickoit denepannu, UEHTPAIbHBIN OTPacieBOW apXHB, OTPACIEBOW apXHUB OpraHa yIpaBieHUs CyOb-
exta Poccuiickoit @enepannin MOKET OpraHU30BBIBaTh, pa3padaThiBaTh U MPUHAMATh Y4acTHE B MOJ-
TOTOBKE HOPMATHBHO-METOJMYECKUX JOKYMEHTOB OTPACIECBOTO Ha3HA4YCHHUs (pa3lIMuYHBIX MEepeuHei
KaTeropuil JOKyMEHTOB CO CPOKaMHU UX XpaHEHHs, THMOBBIX (mpumepHbIX) nHCTpykuuii o JOY u
HOMEHKJIATYp €T U T.J.) KaK JJisl BHYTPEHHETO MOJIb30BaHKs B IEATEIbHOCTH apXWBa, TaK U I MX
HCIIOJIb30BaHUs B paboTe ¢ JOKYMEHTAMH B CTPYKTYPHBIX MOpa3AeieHUsIX U MOABEIOMCTBEHHBIX Op-
TraHU3alHsIX.

Ha ocHoBe oTpacieBbIXx HOPMATUBHO-METOJUYECKUX JTOKYMEHTOB apXHBBI OpraHU3alUi OT-
paciu pa3palbaThIBalOT KOHKPETHBIE HOPMATUBHO-METOINYECKHE JOKYMEHTHI IO OpTaHU3aLUH PaOOThI
C IOKYMEHTaMH U UX XpaHEHHIO.



[ToaroroBieHHbIE apXWBaMH NPOCKTHl HOPMATUBHO-METOIUYECKHX JIOKYMEHTOB (TepevHH,
HOMEHKJIATYpPBI U JIp.) 10 UX YTBEPIKIACHHUS WM TMOAMUCAHUS PYKOBOJACTBOM OPTraHHU3al[UK MU CTPYK-
TYpHOTO TOJpa3eNeHns, B COCTaBe KOTOPOro (QYHKIIMOHUPYET apXuB, MPEACTABISIOTCS HA COTIIACcO-
BaHUE B COOTBETCTBYIOIIME yupexaeHuss PenepanpHoi apxuBHO# ciyx0b1 Poccun.

10.2. IlnanupoBaHue padoThl U 0TYETHOCTH APXHBA

10.2.1. B apxuBe COCTaBISIOTCS: TOMOBOH IiaH paboTel (mpunoxenue 46), miaH-rpadux
npueMa JIes B apXuB.

10.2.2. T'oroBO#i MIIaH COCTaBISIETCS ¢ yKa3aHUEM KOHKPETHBIX BHIOB PadoT.

10.2.3. [Inan-rpaduk mpueMa Aen B apXuUB COTIIACOBBIBACTCS CO CTPYKTYPHBIMH MOJIpa3ere-
HUSIMH U YTBEPKIACTCS PYKOBOIUTEIEM OPTaHU3AIIHH.

10.2.4. Tlo wtoram pabOTHl apXHUBOM COCTAaBJISICTCS OTYET O BBIMOJHCHWM TOJOBOTO TUIAHA,
TUTAaHOB-TPA(HKOB, a TAKKE CBEACHHUS O BHITIOJIHEHUN MEPOTIPUATUH, HE BKIIOYSHHBIX B TOI0BOM TUIAH.
[Mocnenuue oTpakaroTcs B KOHIIE OTYETA, MPH HEOOXOIMMOCTH CaMOCTOSTEIBHBIM Pa3ieiioM.

10.2.5. Yuer Tpyna B apxuBe Benercs B Tabene ydera pabodero BpeMeHH U B JTHEBHHUKAX ydeTa
Tpyna. Ilpu pacuere HOpM BpeMEHH Ha OCHOBHBIC BHIBI apXHBHBIX paOOT apXWUBBI MOTYT PYKOBO-
JCTBOBAaThCS MEXKOTpPACICBBIMU YKPYITHEHHBIMH HOPMAaTHBaMH BPEMEHH Ha paboTHI MO JOKYMEHTa-
IMOHHOMY 00€CIICUCHHIO YITPaBICHHS.

10.3. KOHTpOJ'IL 34 COCTOSTHHEM XPAHCHUA TOKYMECHTOB N UX opraHnaalmep”l B
ACJTONMPON3BOACTBE CTPYKTYPHBIX noz[paane.ﬂennﬁ

10.3.1. ApxXuB MPOBOAMUT MPOBEPKU COCTOSHUS XPAaHEHHS JOKYMEHTOB H UX OpTaHU3AIUH B Jie-
JIOTIPOU3BOJICTBE CTPYKTYPHBIX MOJApa3AelieHHi He pexe OJHOTO pasa B roj, Kak IMpaBujo, Iepes me-
penaueit nen B apxuB. OpraHu3zanus NIpoBEPOK J0KHA BXOAUTH COCTABHOM YacCThIO B TOJOBOM IUIaH
paboTel apxuBa. B mensix ocyiecTBiIeHN KaUeCTBEHHOTO aHaJlM3a COCTOSIHUA U KOHTPOJIA 3a paboToi
C IOKYMEHTaMH apXMBOM BEJICTCS KapTOUKa ydeTa paboThl ¢ opranu3aimeii (npunoxenue 47).

PykoBonuTenun opraHuzanuy WA CTPYKTYPHOTO MOAPA3JENCHUsl JOJKHBI OBITH 3apaHee 1o-
CTaBJICHBI B U3BECTHOCTh O MPOBEACHUN IPOBEPKHU.

[To mToram ka0 MPOBEPKU COCTABISIETCS CIIPABKA WIIM AOKIAAHAS 3aIMCKa HA UM PYKOBO-
JUTENsl OpraHu3alnu, B KOTOPOW OTpa)kaeTcsl CYILECTBYIOIIEE MOJOXKEHHE M HaMEYaroTCsl MEphl IO
JMKBUJAIIUN HEJOCTATKOB U YIY4IIEHUIO paOOTHI.

C BbIBOJIaMH MIPOBEPKHU JOJKHBI OBITH O3HAKOMJICHBI HEMOCPEACTBEHHBIE UCIIOJHUTENN U PYy-
KOBOJAMTEJH COOTBETCTBYIOLIEIO CTPYKTYPHOTO MOAPA3ACIICHUS.

10.3.2. LlenTpanbHblii apxuB (enepanbHOTO OpraHa BIACTH M OpraHa BiIacTu cyownekra Poc-
cuiickoil denepanru, HEHTPAIbHBIN OTPacieBOW apXHB, OTPACICBON apXHUB OpIraHa yIpaBJeHUs CyOb-
exta Pocculickoit denepany B COOTBETCTBUU C IMOJOKEHUSAMHA O HUX OCYIIECTBISIIOT KOHTPOJIb 32
COCTOSTHUEM apXUBOB M OpraHU3alueill JOKYMEHTOB B JEJIONPOU3BOACTBE MOJBEAOMCTBEHHBIX Opra-
HU3ALUHN.

10.4. Boino/iHeHHUe IVIATHBIX PadoT M yCJIyr

ApxuB AJi1 MIpUBJICUCHHs BHEOIOIKETHBIX CPEICTB MMEET MPABO B YCTAHOBJICHHOM IOPSAKE
BBITIOJIHATH I[JIATHBIE PAa0OTHI U YCIYTH, KOTOPBIE OCYIIECTBIIOTCS Oe3 yiepOa A pealu3aliy ero
OCHOBHBIX (DyHKITHH.

Homenknarypa miaTHbeIX paboOT U yCIyr, BBIIOJHSIEMBIX apXUBAMHM, YTBEPKIAETCS PYKOBOAU-
TeNleM OpraHu3alui. ApXUB Ha OCHOBE HOMEHKIIATYPBI C Y4€TOM YCJIOBUI CBOCH nesiTenbHOCTH (CO-
CTaBa M COJEPIKAHHS XPAHSILIUXCS JOKYMEHTOB) MOXET pa3padaThIBaTh MEPEUCHb IUIATHBIX PaboT u
yeayr, 6oJiee IeTaabHO ONPEACIISIOUINN BUABI padoT, MPOU3BOACTBEHHBIX ONEPALUA U UCTIOJIHUTEICH.
JIaHHBIN TepeyeHb YTBEPKAAETCS PYKOBOAUTEIEM OPTaHU3ALMH MO IMPEACTABICHUIO PYKOBOIAUTEINS
apxuBa. Buabpl 1 00beMbl mIaTHBIX pabOT U YCIyr BKIIIOYAIOTCS B IJIaH paOOTHI apXUBa HA IO,

[Ipn BBIMONHEHWHU TUIATHBIX PabOT M YCIYr WM COBMECTHBIX paOOT OTHOIICHHS apXuBa CO
CTOPOHHMMU OPTaHU3aLUAMU U MOTPEOUTEISIMH, B TOM YHCIE 3apyOeKHBIMH, JOJDKHBI 3aKPEIUISTHCS
JOTOBOPOM.



Lensl Ha miatHble pabOTHI U YCIYTH YTBEPXKAAIOTCA PYKOBOJIMTENIEM OpraHU3alUH IO IMpe-
CTaBJICHUIO PYKOBOJUTENS apXUBa.

10.5. IlpueM-nepenaya 10KYMEHTOB IPH CMeHe PYKOBOIMTEJIs1 ApXHBa

10.5.1. IIpn cMeHe pYKOBOIUTENS apXuBa IpHUeM-Tiepeiada JOKYMEHTOB M CIIPAaBOYHOTO aIra-
para K HUM, a TaK)Xe MOMEIICHUI apXuBa, MHBEHTAPS U 00OPYIOBAHUS MPOU3BOAUTCS 1O aKTy (IpH-
noxenue 48).

i mpuema-tiepeadu Aesl pyKOBOAUTEISI apXUBa MPUKAa30M PYKOBOAMTENS OpraHU3aLlUl Ha-
3HA4YaeTCsl KOMUCCHS B COCTAaBE HE MEHEE TpeX 4esoBeK. B cocTtaB KOMHUCCHU BKITIOYAETCS MPEACTABH-
Tenb cayx0b1 JJOY.

10.5.2. [Ipu npueme-niepeave el HeOOXOAUMO MTPOBEPUTH HATUIUE U COCTOSHHE:

JOKYMEHTOB apXMBa, B TOM YHCJI€ 0COOO LIEHHBIX €] U CTPAaXxOBBIX KOMUI 0CO00 IIEHHBIX J10-
KYMEHTOB;

YYETHBIX JOKYMEHTOB M CIIPaBOYHOTO amiapara K JOKyMeHTaM (MmacrnopTa apxuBa, Omucei aen
Y 3aMEHSIOMNX UX HOMEHKJIATYp /e, JIMCTOB (DOHIOB M KapTOo4deK (JOHIOB, KHHUT TOCTYIUICHUN H BbI-
OBbITHSI TOKYMEHTOB, CIIPABOYHBIX KAPTOYCK);

neyareil U ITaMIoB apxuBa (MpH UX HAIUYUN);

MPOTUBOTIOKAPHOTO ¥ OXPAaHHOT'O 000PYIOBaHUSI.

Heo0Oxoaumo npoBepuTh Takke yCIOBUS XpaHEHUs JOKYMEHTOB.

10.6. Ilopsaaok npuemMa-nepeaaYn JOKYMEHTOB NPH PeOPraHU3aALMU OPraHM-
3alUU

10.6.1. [lopsnok mpuemMa-repeaady TOKyMEHTOB OpTaHU3AINX TIPH PEOPTaHN3aIluH TTOCIIeTHEeH
OTIPEIeIIETCS PACTIOPSAUTEILHBIM JJOKYMEHTOM O pEOpTaHU3aI[ii OPTaHU3aIIH.

B cocraB nMMKBHOAIIMOHHON KOMHCCHHM IO PEOPTAaHHW3ALMU OpPTaHU3aIMU JOJDKEH BXOIUTH
MPEACTaBUTENh COOTBETCTBYIOIIETO apXUBHOTO OpraHa.

10.6.2. Ilpu peopraHu3anuy OPTraHU3AUH C TIepeaadeii ee GyHKIUI APYroil WM HECKOJIBKIM
OpTaHU3aIysIM, B TOM YHCIEe C H3MEHEHUEM (OpM COOCTBEHHOCTH, TOKYMEHTHI MEepeIaroTcs OpraHu-
3aI[U¥ WM OPTaHU3ALSAM-TIPaBOTIPEEMHUKAM.

10.6.3. Ilpu peopraHHM3anuy OpTaHU3AIMH, KOTJa U3 €€ COCTaBa BBIIEIACTCS CTPYKTYPHOE
MOJIpa3/IeIeHNe CO CTaTyCOM OpPTaHM3AIUH, MOCICAHEN TepeIaloTCsl He3aBEepIICHHbIEC AETI0NPON3BO/I-
CTBOM JIeJia, OTHOCSIIUECS K MPO(UITIo ee NesITeTbHOCTH, a TAKXKe JIMYHBIC J1ea U JIMIEBhIC cYeTa Cco-
TPYAHUKOB, TIEPEHISIIINAX HA pabOTy B 3Ty OPTaHU3AIHIO.

10.6.4. Ilepen nepenaveli JOKyMEHTOB pPEOPTaHU30BAHHOW OpPTaHU3AMU ITPOBOIUTCS MPOBEP-
Ka HaJIMYMS W COCTOSIHUS JeJ, XPaHSIIMXCSA B JCNONMPOMU3BOJICTBE M apXMBE, a TAKXKE WX HAY4HO-
TexHh4yeckas oOpaboTka.



HaunmenoBanue Oopranuzanuyun

Ilpunoscenue 1 k n.2.4.1

DounNe YTBEPXKIAIO
OIIUCH Ne HaumenoBanue nomkHOCTH
JIeJ1 HOCTOSIHHOTO XpaHEHUS PYKOBOZIMTEINS OpraHU3aLUN
33 rof, [Monnucs Pacmndposka
MO IMCH
JlaTa
Haspanue pazaena (CTpPYKTYPHOTO TIOIPa3/IeICHUs] OpPraHU3aINH)
Ne | Unnekc 3arosoBoK Jena Kpaiinue natel Kon-Bo micros [Ipumeuanue
n/m | pgena
1 2 3 4 5 6
B nanHbIif pa3znen onucu BHECEHO en.Xp.,

¢ Ne 1o Ne

(umdpamu 1 npoNUCHO)

, B TOM 4HCJIC:

JIATEPHBIC HOMEpa:

IpONYyNICHHBIC HOMEpaA:

HaunmenoBaHnue 10KHOCTH
COCTaBUTECIIA OIIUCHU

HanmeHOBaHUE TOMKHOCTH
PYKOBOIMTENS apXHBa

(MO OTBETCTBEHHOTO 33 APXUB)
Jlata

YTBEPXJIEHO

[Iporokon OIIK apxuBHOro ydapexaeHus
oT, Ne

[Nonmuce Pacndposka nonnucu
[Nonmuce Pacndposka nonmucu
COTI'JTACOBAHO

Iporokon LIDK (DK) opranuzanuu

oT

Ne

Dopmar A4 (210* 297 mm)

(I)OpMa roaoBoro pasaeja CBO}IHOﬁ OIIUCH J1€J1 TOCTOSTHHOTO XPaHCHUSA




HaunmenoBanue Oopranuzanuyun

Ilpunoscenue 2 xk n.2.4.1

DonngNe YTBEPXIAIO
OITUCH Ne HaumenoBaHue 10mKHOCTH
nen BpemenHoro (cebiie 10 jet) xpaneHus PYKOBOJIUTENS] OpraHU3aIHH
33 rof, [Monnucs Pacmndposka
MOJIMUCH
JlaTa
Hassanue pasjena (CTpYKTYPHOTO MOJpa3ieICHHs OpraHH3aliH)
Ne | Unnekc 3aroJIoBOK Jena Kpaiinue natel Cpok xpaHeHust Kon-Bo micros [Ipumeuanue
/i niena
1 2 3 4 5 6 7
B nanHbIif paznen onucu BHECEHO en.Xp.,
(umdpamu 1 npoNUCHO)

c Ne 1o Ne , B TOM 4HUCJIE!

JIATEPHBIC HOMEpa:

IpONYyNICHHBIC HOMEpaA:

HaunmenoBaHnue 10KHOCTH
COCTaBUTECIIA OIIUCHU

Jlata

HanmeHOBaHUE HOHKHOCTH
PYKOBOIMTENS apXHBa

(7MII0 OTBETCTBEHHOTO 33 APXHUB)
Jlata

COI''TACOBAHO

IMporokon LIDK (DK) opranuzanuu
oT, Ne

Ilonmnuce

Ilopnuce

Pacndposka nonnucu

Pacndposka nonmucu

Dopmar A4 (210* 297 mm)

®opma ro1oBoro pasaesia CBOAHOI ONMUCH 1€ BPeMEHHOT0
(cBbimre 10 jeT) xpanenus




HaunmenoBanue Oopranuzanuyun

Ilpunoscenue 3k n.2.4.1

DounNe YTBEPXKIAIO
OIIUCH Ne HaumenoBanue nomkHOCTH
JIeJ1 TI0 JINYHOMY COCTaBy PYKOBOZIMTEINS OpraHU3aLUN
33 rof, [Monnucs Pacmndposka
MO IMCH
JlaTa
Haspanue pazaena (CTpPYKTYPHOTO TIOIPa3/IeICHUs] OpPraHU3aINH)
Ne | Unnekc 3arosoBoK Jena Kpaiinue natel Kon-Bo micros [Ipumeuanue
n/m | pgena
1 2 3 4 5 6
B nanHbIif pa3znen onucu BHECEHO en.Xp.,
(umdpamu 1 npoNUCHO)
c Ne 1o Ne , B TOM 4HCJIE!
JIUTEpHBIE HOMEPA!
MIPOMYIIEHHbIE HOMEpa:
HaumeHnoBanue n0mKHOCTH
COCTaBUTENS OIUCH [Nonmucs Pacndposka nonnucu
Jlata
HauanbHuK city)ObI KagpoB
(MHCIIEKTOD MO Kajpam) [Nonmuce Pacndposka nonnucu
Jlata
COI''TACOBAHO COT'JIACOBAHO
IMporokoa LIDK (DK) opranuzanuu Mpotokon DMK
APXUBHOTO yIPEXKACHUS
oT, Ne oT, Ne
Dopmar A4 (210* 297 mm)

(I)opMa roaoBoro pasaeja CBO}IHOﬁ OImucH JaeJ1 1mo JUIHOMY COCTaBy




HaumenoBanue Oopranuzanuyun

AKT
Ne

(MecTo cocTaBieHust)
O BBIACJIICHUU K YHUUTOXKCHUIO JOKYMCHTOB,
HE MOJICKAIUX XpaHCHUIO

Ha ocnoBanuu

Ilpunoscenue 4k n.2.4.1

YTBEPKIAIO
HaumMeHnoBanue 10/mKHOCTH
PYKOBOJMTEINS OpraHU3aluu

[Nonnucs Pacnmmgposka
MOJIIMCH
Jlata

(Ha3BaHI/IC ¥ BBIXOJHBIC TaHHBIC IIEPEYHS TOKYMEHTOB C yKa3aHUEM CPOKOB UX XpaHCHI/Iﬂ)

0T06paHI>I K YHUYTOXXCHUIO KaK HE UMCHOIIUEC Hay'-IHO-I/ICTOpI/I'-IGCKoﬁ LHEHHOCTU U YTPATHBHIMEC NMPAKTUYECKOE 3HAYCHUEC

JIOKYMEHTBI apXuBHOTrO (hoHaa No

(na3Banue donmna)

Ne 3aroyoBoK Aena Kpaitnue Homepa Wnpexc nena Kon-Bo Cpoku xpanenus | Ilpumedanue
/i WU TPYNIOBOM JIaThl onuceit 110 HOMEHKJIa- e11.Xp. U HOMepa cTareit
3aroJI0BOK Jiena Type i Ne 10 MEPEYHIO
JieNa N0 ONucU
1 2 3 4 5 6 7 8
HUroro ell. Xp. 3a TO/IbI

(umdpamu 1 IPONKUCHIO)

Onucu JI€JI TIOCTOAHHOI'O XpaHCHHUS 3a

roJibl YTBEPKICHBI, 11O JIMYHOMY COCTaBYy

cornacoBansl ¢ DITK

(HauMeHOBaHUE APXUBHOTO YIPEIKICHIIS)

(mpoTokonbl OT Ne

HaumeHoBaHue HOKHOCTH NUIIA,
MPOBOIUBIIETO SKCIEPTUZY
LIEHHOCTH JJOKYMEHTOB

Jlata

COI''TACOBAHO

Iporokon LIDK (DK)
oT, Ne

I[OKYMGHTI)I B KOJIMYECTBEC

[Nonmuce Pacudposka noxmucu

en.Xp.,

BECOM KI' CIaHbl B

(umdpamu 1 MOANKCHIO)

(HaMMeHOBaHKE OpraHU3alUN)

Ha nepepaboTKy 10 NPUEMHO-CIATOYHON HAKJIaTHOH OT Ne

HaumeHnoBanue JOMKHOCTH paOOTHHKA,
CIABIIETO JIOKYM EHThI
Jlata

H3MmeHeHus B YU€THBIC JOKYMCHTBI BHCCCHBI.

HaumeHoBaHMe JODKHOCTH paOOTHHKA
apXuBa, BHECILIETO

HU3MEHEHHUSI B YUETHBIE JJOKYMEHTBI
Jlata

[Nonmucs Pacmmdposka noamnucu

[Nonmuce Pacmudposka noamnucu

Dopmar A4 (210* 297 mm)

(I)opMa AKTa 0 BbIICJICHUU K YHUYITOKCHHUIO JOKYMECHTOB, HE IOJICKAIUX XPAHCHHUIO




Ilpunoscenue 5k n.2.4.2

(Ha3BaHue rocynapCTBEHHOT'O apXHBa)

(Ha3BaHue opraHu3alium)

Dong Ne
Onuckb Ne

(Ha3BaHue omnucH)

(Kpaitaue naTor)

Dopmar A4 (210* 297 mm)

<I)0pMa THUTYJBbHOTO JIUCTA OIIMCH IJICKTPOHHBIX JOKYMEHTOB IIOCTOAHHOI'0 XpPaHCHUA




IIpooonsicenue npunorcenusn 5

YTBEPXIAIO
[Iporokon DIIK
(na3Banue apxuBa)
No
Donp Ne
Ormuce Ne
3a roft
Ne enr. ygera Ne en. xp. 3aroJoBOK eA1. yuera Hata O6bem Kon-Bo 3anuceit ®opmar ganHbix | CocTaB TEKCTOBOM COMPOBO- [Ipumeuanue
CO3JTaHUsI (M6aiir) (st 6a3 TaHHBIX) JUTEITLHON JIOKYMEHTAIUH
1 2 3 4 5 6 7 8 9

B nanHbIif pazaen onucu BKIIOYEHO en. yueta ¢ No o Ne ;

(uudpamut 1 MPOIMKCHIO)

en.xp. ¢ Ne o No 00beMOM Moaiir.

(uudpamu ¥ MPOMHKCHIO)
Bcero B onuck BKIIOUEHO en. yaera ¢ Ne o Ne ;
(uucdpamut U MPOMKCHIO)
en.xp. ¢ Ne o No 00BEeMOM MoaiiT.
(uudpamu 1 IPOMHCHIO)

HanMeHoBaHME TOIDKHOCTH COCTABUTENS OTTHCH oamuce Pacmmdposka noamnucu
JlaTa
COI''TACOBAHO
Iporokoa DK (IIDK) opranuzammu Ne
Ipencenarens DK (IIDK) opranuzariu

(mOMmKHOCTB, MOAMHCE, pacuIH(POBKA MOIMHUCH)

Dopmar A4 (210* 297 mm)

<I)0pMa OIMUCH IJICKTPOHHBIX TOKYMECHTOB IIOCTOAHHOI'0 XPAHCHUA




Ilpunoscenue 6 k n. 6.3.3
JIUCT ®OHIA Ne

(Mecronaxoxenue Gpouia (HauMEeHOBaHUE OPraHU3AIlMH, TI€ XpaHUTCS (POH.T) (Jlara mepBOro MoCTyIUICHHS JOKYMEHTOB (hOH 1)
Kpaitnue natst Ha3zpanue donna
KaX10r0 Ha3BaHus QoHma
1 2

1. Y4er HeonM CAHHBIX AOKYMEHTOB

Jara 3anucu Hazpanwue, Ne u nata 1okyMeHTa, 110 KOTOPOMY IOCT yITHIIN [Toctynnienue BriObiTHE Hanwane (octatok)
WM BBIOBUTN JIOKYMEHTHI Komn-Bo en.xp. Kpaitnue Kon-Bo en.xp. Kpaitaue Bcero en.xp.
JIaThI JIATHI
1 2 3 4 5 6 7

2. Y4eT onMcaHHbIX AOKYMEHTOB

Jara Homep HazBanue o BriObITHE Hasnuuue (ocTaTok)
o = = '
sarmed | omMcH | = g | ONHCH WA E - | [Hen , B toMm uwucie o en.Xp B ToMm uwmcie =
= U
nen >§ 2 AHHOTAIMH 5 g 2 &2 ~| onmcsu, yreep- 5 g
& s | Roxymentos | 3 © 8 7 £| xnaennsv DIIK o Z
= EZE 5 2 % 3]
= =
2 = X > v 2 e
S =hy g en KpaiiHue MOCTOSTHHOT'O XpaH eHUs o n/c 3 &
el 2.
o 2 T X| xp. JIaThl = o
Se P Z 5
=l
==
M3 HUX IO OITHCSM, en.xp. | Kpaitnue _5 5
yrBepkieHHBIM DK JIaThl g5
=
el.Xp. KpaiiHue ES
JIaThl
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17
Dopmar A4 (210* 297 mm)

®opmMma aucra ponna




HaumenoBanue opranuzaiu

Ilpunosicenue 7 k n.3.4.6

HOMEHKJIATYPA JEJI YTBEPXKIAIO
HaumeHnoBanue nommkHOCTH
Ne PYKOBOAMTEJS OpTraHU3aIUN
(mecTo cocTaBneHus) [Monmuce Pacmudposka
TIOJITUCH
Ha roj Hata
Wnpnexc 3aroyioBOK Jiena Kon-Bo en.xp. Cpoxk xpanenust u Ne [Ipumeuanue
aena CTaTei 1o MepeyHIo
1 2 3 4 5
HasBanue paznena
HaumenoBanue 10MKHOCTH PyKOBOAUTENS
ciyx0b1 JIOY opranuzanuu [onmuce Pacmmdposka
TIOJITUCH
Jata
Buza pykoBoguTens apxuBa
(muIra, OTBETCTBEHHOTO 33 APXUB)
COT'JTACOBAHO COT'JTACOBAHO
IMporokon IIOK (3K) [poroxon DIIK apXuUBHOTO yupexaeHUs
ot Ne ot Ne
Dopmar A4 (210* 297 mm)

®opma HOMEHKJIATYPBI [1eJ1 OPraHu3aL UM

Hrorosas 3amuce o KaTeropuiax U KOJI-B€ A€, 3aBCACHHBIX B

roJy B OpraHu3aluu

B Tom uncne:
ITo cpokam xpaneHust Bcero — -
MEePEXOIAIINX ¢ ormerkoit "OITK
1 2 3 4

[TocrostHHOrO

Bpemennoro (cseimre 10 er)

Bpemennoro (1o 10 jer BKIFOYHTENHHO)

HUTOI'O:

HanMeHoBaHME JOMKHOCTH PYKOBOTUTEIS

ciyx0b1 JIOY opranuzanuu [onmuce Pacmmdposka
TIOJIMTHUCH

Jata

Utorosslie cBefieHUs IepeJaHbl B apXHB.

HanMeHoBaHME HODKHOCTH, TIEpEaaBILIEro

CBEJICHUs [onmuce Pacmmdposka
TIOJIMTHUCH

Jata
Dopmar A4 (210* 297 mm)

dopMa UTOrOBOM 3aNIMCH K HOMEHKJIAType e/l OpraHu3anuu




HaumenoBanue opranuzaniu

HaumenoBanue cTpykTypHOTO
0JIpa3ieleHNs

HOMEHKJIATYPA JEJI

Ne

(mecTo cocTaBneHus)

Ilpunosicenue 8 k n.3.4.6

Ha rox’
Wnpnexc 3aroJyioBOK Jiena Kon-Bo en.xp. Cpoxk xpanenust u Ne [Ipumeuanue
aena CTaTeil 1o MePEeYHI0
1 2 3 4 5
Hazpanue paznena

HaumenoBanue 10MKHOCTH PyKOBOAUTENS

CTPYKTYPHOTO NOApA3AEIACHUS [Moamuce PacummpoBka
TIOJITUCH

Jata

COI'JIACOBAHO?

[Ipotokon DK cTpyKkTypHOro noapasaeneHus

OT Ne

HaumenoBanue 10MKHOCTH

PYKOBOIUTENS apXuBa [onmuce Pacmmdposka

(I, OTBETCTBEHHOTO 33 APXUB) TIOJIMTHUCH

Jata
Dopmar A4 (210* 297 mm)

@®opmMa HOMEHKJIATYPBI J1eJ1 CTPYKTYPHOI'0 OAPA3AeJIeHUs] OpraHu3auu

'K BBIMHCKE M3 HOMEHKIIATYPBI Ie]I OPTraHU3ALIH T JAHHOTO CTPYKTYPHOTO I0PA3/IEICHHs [0 OKOHYAHUH KalCH-
JITApPHOT'O Trofia COCTABIISIETCS UTOTOBAask 3alMCh 10 (popme, yKa3aHHOH B NPUIIOKEHUH 7, U JIENAeTCsl OTMETKa O Iepea-
Yye UTOrOBBIX CBeleHui B ciryx0y JIOY opranu3zanuu.
2HpI/I Hamuuuu DK cTpykTypHOro moapasaeneHus.




Ilpunosicenue 9 k n.3.6.16

JIMCT 3ABEPUTEJIb IEJIA Ne

B nene mommuTo u mpoHyMepOBaHO JINCTOB,
(tmdppamur 1 IPOITHCHIO)

B TOM YHCIIE!

JIMTEPHBIE HOMEPA JTUCTOB
IIPOITYIIECHHBIE HOMEPA JIUCTOB
+I1CTOB BHYTPEHHEH OIUCH

Oco0eHHOCTH (PU3NYECKOTr0 COCTOSIHUS U (POPMHUPOBAHUSI J1eT1a Howmepa nmucros

1 2

HaumeHnoBanue nommkHOCTH
paboTHuKa [onmuce Pacmmdposka monmucu

Jata

Dopmar A4 (210* 297 mm)

dopma JIucTA-3aBepUTEI JeJia




AOKYMEHTOB €/1. XP. Ne

BHYTPEHHSASA OIIUCH

Ilpunoscenue 10 k n.3.6.17

Ne Wnnexc Hara 3aroyioBOK JOKyMEHTOB Howmepa [Ipumeuanue
o/ | JOKyMeHTa | JIOKYMEHTa JICTOB
e/1.Xp.
1 2 3 4 5 6
Uroro JIOKYMEHTOB,

KonuyecTtBo a1cTOB BHYTpEHHEH OMUCH

HaumenoBanue JOJDKHOCTH JIMIIA,
COCTaBUBIICTO BHYTPECHHIOIO OITHUCH

JOKYMEHTOB JI€JIa

Jata

(tmdpamu u porncsio)

(undpamu 1 IPOIHCHIO)

TToamuce

Pacumdposka moanucu

Dopmar A4 (210* 297 mm)

®opmMa BHYTPEeHHel OIUCH IOKYMEHTOB JeJia




Ilpunosicenue 11 k n.3.6.18

Kon roc.apxusa
Kon opranmsaruun

@D.Ne
Om.Ne
J.Neo
(HaumenoBaH#e apXHUBHOTO YUPEKICHUS)
(HaumeHoBaHue OpraHU3aluy U CTPYKTYPHOTO MOAPA3ICTCHIS)
JAEJIO Ne TOMNe
(3aromoBok mena)
(kpaiinue nater)
Ha JICTaxX
XpaHuTh
@D.Ne
Om.Ne
J.Neo
Dopmar A4 (210* 297 mm)

®opma 006.J10KKH €12 MOCTOSTHHOTO 1 BpeMeHHOro (cBbimne 10 j1eT) XpaHeHust




Ilpunosicenue 12 k n.3.7.2

(HauMeHOBaHKE OPraHU3AIUN)

(HamMeHOBaHKE CTPYKTYPHOTO MOAPA3ICIICHUS)

TToamuce

Jata

YTBEPXKIAIO
HaumenoBaHnue JODKHOCTH PYKOBOIUATEIIS
CTPYKTYPHOTO MOJAPa3aeICHUs

Pacmmdposka

MHOIITHCH

OIIMCBH Ne
Ne Wnnexc nena 3aroyioBoK Kpaitnue Komn-Bo nucros Cpoxk xpaHeHust [Ipumeuanne
m/n nena JIAThI
1 2 3 4 5 6° 7

HasBanue paznena

B nannyro omnchk BHECEHO ern.xp. cNe
(urdpamu 1 IPONUCHIO)
o Ne , B TOM 4HCIIE:
JTUTEPHBIC HOMEpa:
MIPOMYIIEHHbIE HOMEpA!
HaunmeHnoBanue qomxHOCTH
COCTaBUTEIIS OIUCH [onmuce PacmmmdpoBka nmoanucu
Jata
COI''TACOBAHHO COTJIACOBAHHO*
HaumeHnoBaHUE JOMKHOCTH PYKOBOIUTENS [Iporokon K cTpyKTypHOTO
cinyx0bt JIOY roapa3encHus
[Monmuce Pacmmdposka mommucu oT
Jata

Dopmar A4 (210* 297 mm)

®opma onucH j1eJI MOCTOSTHHOTO, BpeMeHHOro (cBbimie 10 j1eT) XxpaHeHHusI H 10 JTHIHOMY
COCTaBY CTPYKTYPHOI'O NOJAPa3JeJeHUs OPraHu3auuu

*I'pada 6 omycKaercs B OMHUCAX [/ TOCTOSHHOTO XPAHEHHSI.

4HpH Hanmunu DK cTpykTypHOro noapasaeneHus.




Ilpunoscenue 13 k n.3.7.17

ITepeman
en.Xp.

(b pamu ¥ IPOMUCHIO)
u PErHCTPALHOHHO-KOHTPOIBHBIX KAPTOUCK K JOKYMEHTAM®
(b pamu U IPOMHUCHIO)

HaunmeHnoBaHuEe qOMKHOCTH COTPYIHIKA

CTPYKTYPHOTO NIOApA3AEICHUs [Moamuce PacmmmgpoBka noanucu
Jata
[punsan en.xp. u

(b pamu ¥ IPOMKCHIO) (uwrdpamu 1 IPONKCHIO)

PETUCTPALTUOHHO-KOHTPOJIBHBIX KAPTOUYEK K JOKYMEHTAM.

HanmMeHoBaHME TOKHOCTH PaOOTHHKA
apXuBa OpraHU3aLUU [onmuce Pacmudposka nmonmucu

Jata

Dopmar A4 (210* 297 mm)

®opMa UTOTOBOI 3aNIMCH U 3aBEPUTEIbHON HAINTUCH

5
HepeIIa}OTCSI BMECTE C A€JIaMU KaHIEIIApUU



Ilpunoscenue 14 k n.3.7.18

(Ha3BaHKE TOCYIAPCTBEHHOTO APXHBA°)

(na3Banue oua)

®onp Ne
OITUCH Ne

(Ha3BaHME OMKCH)

Kpaitnue natel 10KyMEHTOB

Dopmar A4 (210* 297 mm)

<I)0pMa THUTYJBbHOI'0 JIUCTA OIIMCH JOKYMECHTOB IMNOCTOSAHHOI'0O XPaHCHUSA

5
3aroHsAETCs B TOCYAapCTBEHHOM apXHUBE



HaumenoBanue opranuzaiu

KAPTOYKA IIOCTEJIA’KHOI'O
TOIIOI'PA@UYECKOI'O YKA3ATEJIA

Ilpunoscenue 15 k n.4.4.3.3

CTEJUTAXK Ne XPAHUJIMIIE Ne
[kag Ne [Toska Ne ®onx Ne Omnuce Ne Hena c Ne [Ipumeuanue
(ui/ )
o Ne
1 2 3 4 5 6
Dopmar A6 (148* 105 mm)

®opma KAPTOUYKH MOCTEJLIAKHOTO TONOrpadpuieckoro ykasareis (JinieBasi CTOPOHA)

®dopma KAPTOUYKH MOCTE/IAKHOTO TONOrpadgpuueckoro ykasareiisi (060poTHasi CTOPOHA)

HaumenoBanue opranuzaniu

KAPTOYKA MIO®OHAOBOI'O
TOIIOI'PA®UYECKOI'O YKA3ATEJIA

Ilpunoscenue 16 k n.4.4.3.4

OOH/ Ne XPAHUJIUILIE Ne
Hazpanue ¢ona
Omnuce Ne Hena c Ne Cremnax Ne [kag Ne [Tonka Ne [Ipumeuanue
1o Ne
1 2 3 4 5 6
Dopmar A4 (210* 297 mm)

IIpumepHnas ¢opma kapTouky nMoGpoHI0BOI0 TONOIrpaGuIecKoro yKazareyas




Ilpunoscenue 17x n.4.5.3.

HaumenoBanue opranuzaiu
Hazpanue apxusa

3AKA3 (TPEBOBAHHUE) PA3PEIIAIO Brinauy gen
PykoBogurens apxuBa
Ne (3aB.uUTATBHBIM 32JI0M)
[Monmuce Pacmmdposka
(MecTo cocraBieHws) TIOJITUCH
Ha BBIIa4y JOKYMCHTOB Hata

(bamunust ¥ MHULHAIBI KCCISIOBATENS; PAOOTHUKA CTPYKTYPHOTO TIOAPA3ISICHUS)

(TeMsI HCCITEIOBAHNS)

®onx | Ommesr | Enxp. 3aroyioBOK €11.Xp. Pacniucka noss- Pacnicka coTpynHuka 4u-
Ne Ne Ne 30BaTens B MOJIY- TaJIbHOTO 3aJ1a B IpUEME
YEHUU
1 2 3 4 5 6
Dopmar A5 (148*210 mm)

®opMa 3aKa3a Ha BblAady A€l
(/1MmeBasi cropoHa)

TToamucu uccnegoBaTest

Dopmar A5 (148*210 mm)

®opMa 3aKa3a Ha BbIAAYy A€l
(obopoTHasi cTopoHa)




HaumenoBanue opranuzaiu
AKT

Ne

(mecto cocraBieHust)

O BbLI@4Y€ €I BO BDEMEHHOC IMOJIb30BAHUEC

(HaI/IMCHOBaHI/Ie OpFaHI/I3aHI/II/I,
ee ajpec, MOYTOBLIH HHIEKC)

OcHoBanue

Ilpunoscenue 18x n.4.5.3.

JI1s1 KaKo 1e7u BBIAAIOTCS Aena
Brigarotes cnenyromniue en.xp. u3z ponma Ne

(na3Banue Gomma)

Ne | Omumer | En.xp.

3aroJioBOK €J1.Xp.

Kpaitnue | Kon-Bo nucros [Ipumeuanne

n/m Ne Ne JaThI (Bpemst 3ByuaHus,
METPAXK)
1 2 3 4 5 6 7

Bcero Beimarorcs

em.Xp-,

CPOK BO3BpAIEHHUS

(tmbpamu U IPIUCHIO)

Z[ena BBIJaHbI B YIIOPSAJOYEHHOM COCTOAHWUU, IOAUIUTEI, B O6J'IO)KKaX, C IIPOHYMEPOBAHHBIMHU JINCTaMHU

1 3aBEPUTCIIBHBIMU HAAIIMCAMU.

[onmy4arens 00s3yeTcst He MPEJOCTABIATH Je, MOJIYyYeHHBIX BO BPEMEHHOE MT0JIb30BaHUE, AT 3aHATHHA
MOCTOPOHHMM JIUIIaM, HE BBIAABATh 110 HUM KOIIHH, BBIITCOK M CIIPABOK, HE MTyOIMKOBATh TOKYMEHTHI 0e3 pas-
pelIeHus OpraHu3aliy, BbIIaBLICH Jerna.

[Nony4arens 00s3yeTcss BEpHYTH Jej1a B apXUB OPTaHU3aIlUH B YKa3aHHBIH B aKT€ CPOK.

[ony4arens npenynpexaeH 00 0TBETCTBEHHOCTH 10 3aKOHY B CIIydae YTpaThl WM TIOBPEXKIEHHUS T10-
JIy4E€HHBIX BO BPEMEHHOE IT0Ib30BaHUE JCIL.

HanmenoBanue DOJDKHOCTH
PYKOBOAUTENS OpraHU3alINY,
BBLIAIOIIIErO JeIa

[Monmuce Pacmmdposka
MO CH

Jata

I'epOoBas neuaTh OpraHu3auu

HanMmenoBanue 10DKHOCTH
PYKOBOIUTENS OPTaHU3aI[UH-

MO yqaTes

[onmuce Pacmmdposka
TIOJITHUCH

Jata

I'epOoBas meuath opraHu3auu




Hpooonscenue npunosncenus 18.

Bbinan gena mo mopy4eHnio pyKoBOACTBA

(HaMeHOBaHUE OPTaHU3ALINH)

PykoBoauTens apxuBa

opranusaruu (JIMIIo,

OTBETCTBEHHOE 32 apXUB) ITognuce Pacmmdposka
MOAMHCH

Hara

[TpussAn gena mo mopy4eHuto pyKoBOCTBA

(HaMeHOBaHME OPTaHU3ALINH)
PykoBoauTens apxuBa
opranusaiuu (JIMIIo,
OTBETCTBEHHOE 32 ApXUB) ITonnuce Pacmmdposka
MOAMHCH
Hara

Jlema Bo3BpaIieHsb! B IOJIHOM 00bEME U COXPAHHOCTH.
Cran mo mopy4eHuIo pyKOBOJICTBAa OPTaHU3AIMU-TIOTydaTeIs.

PykoBoauTens apxuBa

opranusaiuu (JIMIIo,

OTBETCTBEHHOE 32 apXUB) ITognuce Pacumdposka
MOAMHCH

[Hara

[IpuHSII O MOPYYEHUIO PYKOBOICTBA OPTAHU3AIMH, BBIIABILIEH J€Na.

PykoBoauTens apxuBa
opranusauu (JIMIIo,

OTBETCTBEHHOE 32 ApXUB) ITognuce Pacumdposka
MOAINCH
Hara
Dopmar A4 (210* 297 mm)

<I)0pMa aKTa 0 BbIJIa4€ 1€J1 BO BpCMCHHOC IM0JIb30BaHUE




Hpunoscenue 19k n. 4.54.

HanmeHoBanue opranu3anuu

KHUTI'A BBIJIAYHA JTOKYMEHTOB Ne

Haugarta

OxoHueHa

Dopmar A4 (210* 297 mm)

(I)opMa THUTYJBbHOTI0 JIUCTA KHUT'H BbI/IAYH TOKYMCHTOB




Ilpooonscenue npunoncenus 19.

Ne Jara Beimaun | @ona | Omucs | En.xp. Komy Pacnucka Jlata Pacrnucka B [Ipumeuanue
n/m Ne Ne Ne BBIIAHO B [IOJIy4e- | BO3Bpa- | BO3BPAlLllCHUU
HHUHM JIeJla | Ta Jiena Jiena
1 2 3 4 5 6 7 8 9 10
Uroro B roJly BBIJaHO U3 XpaHmiuia Ne
(uudpamut U MPOMKCHIO)
en.Xp.

HanMeHoBaHME TOKHOCTH PaOOTHHUKA,
COCTABUBIIETO UTOTOBYIO 3aIIUCh

TToamuce

Pacmmdposka nmoxmucu

Dopmar A4 (210* 297 mm)

(I)opMa KHHUI'M BbIJIAYMA J1€J1 U3 XPAaHUJIHIIA

HanmeHnoBanue opranuzanuu

JIMCT HCHTOJIB30OBAHUA JOKYMEHTOB

®ong Ne

3aroJI0BoK Jiena

Ormnce Ne

Henmo Ne

Ilpunoswcenue 20 k n. 4.5.8

Jara uc- Komy Beitan: damunms XapakTep ucroib3oBanus | Ne HCIIOJIb30BaHHBIX IMoanucsk nuua, uc-
[OJIb30Ba- UHHUIHATB (pa300pUHBO) (xomMpoBaHue, BBIIKUCKH, JIUCTOB [OJIb30BABIIETO JIENI0
HUS MIPOCMOTP H JIp.)
1 2 3 4 5
Dopmar A4 (210* 297 mm)

<I)0pMa JIUCTA UCITOJTb30BAHUA JOKYMCHTOB




HanmeHnoBanue opranuzanuu

KAPTA-3AMECTUTEJIb JAEJIA

Ilpunoscenue 21 k n. 4.5.9

Hemno

(Ne 1 HazBaHme)
Onuch

(Ne m Ha3BaHue)
donp,

(Ne m Ha3BaHme)

Beigano Bo BpeMeHHOE T0JIb30BaHue (YUTATBHBIH 3a1):

No ®.1.0. monw3oBaTenst Hara Bblaun [ara Bo3Bpara
n/n
1 2 3 4
Dopmar A4 (210* 297 mm)

<I)0pMa KapThbI-3aMEeCTUTECIIA AeJIa




Ilpunoscenue 22 k n. 4.7.5

HanmeHnoBanue opranuzanuu
HazBanue apxuBa

AKT YTBEPXIAIO
Ne HaumeHoBanue JODKHOCTH
PYKOBOIUTENSI OpraHu3aluu

(MecTo cocTaBieHHS)

NPOBEPKU, HATUYUA U COCTOSIHUSA AEIT ITonmuce Pacumdposka
MTOATINCH

(MOCTOSTHHOTO, BPEMEHHOTO XpaHEHHS, Jlata
10 JINYHOMY COCTaBY)

®ong Ne

OcHoBanue

(mmaHoBast MpoOBEpKa, MePEMEIICHUS JOKYMEHTOB, CTHXHIHOE O€CTBUE | T.]I.)
CocraBneH KOMUACCHEH:
IIpencenarens koMuCcCUU

(HauMeHOBaHME TOJKHOCTH, (haMUJIHS, HHUIIHAIIBI)
YneHsl KOMHUCCHH,

(HaumMeHOBaHKE TOJDKHOCTEH, (haMUIHsI, HHUIIHAITBI)

IIpoBepka mpoBoauiacs ¢ 110

[IpoBepkoil yCTaHOBJIEHO:

1. Bcero 4mCIsTCs MO OMHCSIM: e,
(undpamu 1 MPOMHUCHIO)

B TOM YHCJIE, [I0 OMUCSIM, YTBepKaeHHbIM (cornacoBanHbiM) DK apXxuBHOTO ydapexkIcHuUs,

AcH,
(undpamu 1 MPOMHUCHIO)
2. Bcero He 0ka3anoch B HAIMYHN Jel,
(uudpamu 1 IPOMUCHIO)
B TOM YHCJIE 110 OMUCSM, YTBepkAeHHBIM (cormacoBanubiM) DITK apXuBHOTO yupeKaeHus,
aen
(undpamu 1 MPOMHUCHIO)
3. Umerorcs muTepHBIC HOMEpa:
3.1. He yuTEHHBIC B HTOTOBBIX 3aIHCIX OTIHCEN aen
(uudpamu 1 IPOMHUCHIO)
3.2. He MEePEYHCIICHHBIX, HO YYTEHHBIX B UTOTOBBIX 3aHCAX OMHCCH aen

(undpamu 1 MPOMHUCHIO)
4. TIpomyiieHO HOMEPOB:
4.1. He yYTEHHBIX B UTOTOBBIX 3aIIUCSAX OMHUCEH Jen
(uudpamu 1 IPOMHUCHIO)
4.2. He TIepeYUCIICHBI, HO YYTCHHBIX B UTOTOBBIX 3aITUCAX OTIHCEH Jen
(undpamu 1 MPOMHUCHIO)
5. HempaBuibHO MOJIOKEHHBIX J€JT, OTHOCSIIUXCS K IpYruM (OHIaM,

JCII

(undpaMu ¥ IPOIHUCHIO)
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6. Oka3anoch B HAIMYUH 110 JaHHOMY (GOoHY (BKIIFOUECHHBIX B OMHCH)

Jen
(undpamu 1 MPOMHUCHIO)
7. ImMeercs He BKIIFOUEHHBIX B OIMHCH
e
(undpamu 1 MPOMHUCHIO)
8. Beero no mannomy GoHay (BKIFOYSHHBIX M HE BKIIOYCHHBIX B OMKCH) UMEETCS B HAIUYHH
e
(undpamu 1 MPOMHUCHIO)
13 HUX:
8.1. Tpedyromux Au3nH(eKIMn JieT
(undpamu 1 MPOMHUCHIO)
8.2 TpebyroImux AU3eHCEeKINN JieT
(undpamu 1 MPOMHUCHIO)
8.3. Tpedyromux pecraBpauu Jen
(undpamu 1 MPOMHUCHIO)
8.4. Tpebyromux neperuieTa u NOAIINBKA Jen
(undpamu 1 MPOMHUCHIO)
8.5. Tpebyromux BOCCTaHOBJICHHUS 3aTyXalOIINX TEKCTOB Jen
(uudpamu 1 IPOMTUCHIO)
8.6. HencpaBUMO MOBPEKICHHBIX Jen
(uudpamu 1 IPONHUCHIO)
8.7. Tpebyromux TeXHUIecKoi 00paboTKH Jien
(uudpamu 1 IPOMHUCHIO)
8.8. BeI1aHO BO BpEMEHHOE I0JIb30BAHNE Jen

(undpaMu ¥ IPOIKCHIO)
9. OGImast XapaKTepUCTHKA COCTOSIHUS U YCIOBH XpaHeHHs JOKyMEHTOB. OCHOBHBIE OTPHIIATEILHBIE
SIBJIEHUSI B COCTOSIHMHM M YCIIOBHSX MX XpaHEHHS.

[Mpunosxenue: TUCT(bI) MPOBEPKU HAMUYUS U cocTostHUs e (Ne...)

IIpoBepky nmpoBOAMIIH:
HamMeHoBaHME NOIDKHOCTEH Iommucn PacmmdpoBka
THOJIHCEeH
Hara
Dopmar A4 (210* 297 mm)

®opMa aKTa NPOBEPKH HAJTMYMA U COCTOSIHHUSA et ponna




Ilpunosicenue 23k n. 4.8.1

(HasBauwue apXHBHOIO ydp ek ICHHS )

(HasBauue ¢omma)

dounNe

OIIUCH OCOBO IEHHBIX JEJI

(kpaiinue nater)

Dopmar A4 (210* 297 mm)

@®opMa THTYJIBHHOTO JHCTA ONHCH 0C000 LEHHBIX e

BanonHseTcs Tocy1apCTBEHHBIM apXUBOM
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YTBEPXIAIO
HaumeHoBaHue JODKHOCTH
PYKOBOIUTENSI OpraHU3aluu

[Moanuce Pacumdposka
MO CH
Ne Ne Ne 3aroyioBOK Jiena Kpaitaue natst Kon-Bo Ne en.ygera [Ipumeuanue
o/n | omucu | mena JIMCTOB CTPaxoBOT0
¢donna
1 2 3 4 5 6 7 8

B nannyro omnchk BHECEHO

0c000 IIEHHBIX eI,

c Ne 1o Ne

(tmbpamu U IPOMHUCHIO)
, B TOM YHCJIE:

JIMTEPHBIE HOMEpPA:

MPONYILLIEHHbIE HOMEPA:

U3 HUX UMEIOTCS CTPaxoBble KOMHU Jedn.
(b pamu U IPOMUCHIO)
HaumenoBanue 10MmKHOCTH
COCTAaBUTEIS OIUCH [Monmuce Pacmmudposka monmucu
HaumenoBanue 10MKHOCTH
PYKOBOJHTEIS apXHBa
(mHIIa OTBETCTBEHHOTO 32 APXUB) [oanuce Pacmudposka nmoxmucu
Jata
COI''TACOBAHHO YTBEPXAEHO
Iporokon 113K (OK) opranmsaimu [poroxon DIIK apXHUBHOTO yupexaeHHUS
ot Ne ot Ne
Dopmar A4 (210* 297 mm)

®opMma onucH 0c000 EHHBIX el




Ilpooonncenue 24 k n. 6.3.3.

(HaumenoBaH#e OpraHH3aIN)

(HaumenoBaHue apXuBa OpraHU3aIiH)

KHUT'A
ydeTa HOCTYIJICHUS] U BbIOBITHS
JAOKYMEHTOB

Tom Ne

Hauar

OkoHuEeH

Dopmar A3 (297*420 mm)

(I)opMa THUTYJBbHOI'0 JIMCTA KHUT'H Y4Y€Ta NOCTYIJICHUSA H BBLIOBITHS AOKYMEHTOB
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Uroro B TO/Iy MOCTYITUJIIO en.xp. (11 ayauoBHICO0KYMEHTOB +e/1.y4.), B TOM YHCIIe
(undpaMu ¥ IPOIKCHIO)
MOKAa3bIBAIOTCS Pa3/iesIbHO UTOTOBBIC TaHHBIe Mo rpadam 7,8,9, 13 kuurwy;
BBIOBLIIO en.yuera (+I0KYMEHTOB, JIUCTOB), B TOM YHCIIC:
(undpaMu ¥ IPOIKCHIO)
MOKAa3bIBAIOTCS Pa3/IesIbHO UTOTOBBIE TaHHBIC o rpadam 10, 11, 12, 14.
HaunmMenoBanue HOJDKHOCTH JIALIA,
COCTaBHBILETO HTOTOBYIO TOJJOBYIO 3aIHCh [Momuce Pacumdposka noamnvcu
3aBeAyIOUIMI apXUBOM IToanuce Pacumdposka noamnvcu

Hara

Dopmar A3 (297*420 mm)



Ilpunoscenue 25 k n. 6.3.3.

HanmeHnoBanue opranuzanuu

CIIMCOK ®OHJ0B

Tom Ne

Hauar

OxoHueH

Dopmar A4 (210* 297 mm)

DopmMa TUTYJIBHOIO JHCTA cIMCKA GoHA0B
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Ne Hazpanne | [laTa mepBoro mocrtyr- OTtMeTKa 0 BBIOBITHH (hOHA [Ipumeuanue
¢douga ¢dbouga JIEHUSI JOKyMEHTOB Kyna Hata u Ne nokymeHra, Ha OCHO-
¢donma BBIOBLI BaHUH KOTOPOT'O BBIOBLI
1 2 3 4 5 6
Ha 01.01. rojia B CIIUCOK BKITFOUCHBI (OHIBI ¢ Ne mo No
Bcero xpanurcs B apxuBe (OHJIOB, U3 HHX:

(unbpaMu 1 POMHKCHIO)
coziepxkaT 0co00 IEHHBIE fIeTa.

(uudpamu 1 IPOMHUCHIO)
Howmepa cBoOonHbIe:
HanmvenoBanme momkHOCTH pabOTHUKA
apXuBa, COCTaBUBLIETO I'0JIOBYIO
HUTOTOBYIO 3aIIUCh IMonnucs PacmidpoBka nmoanucu
HanmeHoBaHME AOKHOCTH
PYKOBOJMTEINS apXyBa

(M2 OTBETCTBEHHOTO 32 APXHB) IToamuce Pacmmdposka noamucu

[Hara

Dopmar A4 (210* 297 mm)

dopma cncka ponnos




Ilpunosycenue 26 k n. 6.3.3.

HanmeHnoBanue opranuzanuu

PEECTP OIIMCEMN

Hauat

OxoHueH

Dopmar A4 (210* 297 mm)

@dopmMa TUTYJIbHOIO JHCTA peecTpa onuceit




IIpooonscenue npunosncenusn 26.

Ne | Noe onma | Ne ommen HasBanue Kpaitnue | KomngectBo | KommuectBo | [Ipumeuanue
Kon-Bo nen B onucu
n/m omnucu JaThl JUCTOB B | SK3EMILISIPOB
MTOCTOSIHHOTO BPEMEHHOIO 0 JINYHO- OIHCcHU omnucu
XpaHCHHS (cBbimie 10 net) | My cocTaBy
XpaHCHUs
1 2 3 4 5 6 7 8 9 10 11

Bcero xpaHuTcs B apxuBe

XpaHeHUs

OMHUCEN, U3 HUX MOCTOSHHOI'O

(unbpaMu 1 POMHKCHIO)

10 JINYHOMY COCTaBY

(undpaMu 1 IPOIKCHIO)

(undpaMu ¥ IPOTKCHIO)

HaumenoBanue nomxkHocTH paboTHHKA
apXuBa OpraHU3alMH, COCTABUBIIEIO PEECTp OMUCEH

Hara

PykoBonurens apxuBa oprani3aniu

(7110 OTBETCTBEHHOE 32 APXHB)

Hara

, BpeMeHHoro xpanenus (csbimie 10 ner)

IHoanuce

IHognuce

dopma peecTpa onucei

(undpaMu ¥ IPOTHCHIO)

Pacumdposka moamnucu

Pacumdposka moamnucu




Ilpunoscenue 27 k n. 6.3.3.

(HaumeHOBaHME OpraHU3aIINH)

(Ha3Banue apxuBa OpTaHH3aI1N)

KHUT A
y4ueTa NOCTYILJICHUS] U BbIOBITHS
cTpaxoBoro poHaa u GoHAA M0Ib30BAHUA

Tom Ne

Hauat

OxoHueH

Dopmar A4 (210* 297 mm)

®opMa TUTYJHHOI0 JIUCTA KHUTU Y4YeTa MOCTYIJIEHUS U BbIOLITHSI
cTPaxoBoro (poujaa u GpoHAa NO0JIb30BAHNUS
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MOCTYIHJIIO BBIOBLIO HOCTYIIJIO | BHIOBLIO

1| 2 3 4 5 6 7 8 9 10 11 12
Hroro noctynuio B roay €.Xp. CTPaxOBOTO

(undpaMu ¥ IPOIKCHIO)

en.xp. GoHJIa TIOJIH30BAHMS,

ell. Xp. cTpaxoBoro (GoHaa

¢dona,
(undpaMu ¥ IPOITHUCHIO)
BBIOBILIIO
(undhpaMu ¥ IPOIKCHIO)
u

en.xp. (OHJIa TIOJIH30BAHMSI.

(undpaMu ¥ IPOIKCHIO)

HanmMeHOBaHME MOIDKHOCTH JINIIA,
COCTaBUBLIETO F'OJOBYIO UTOFOBYIO

3aIUCh ITonmuce
PykoBoauTens apxuBa
(7mM10, OTBETCTBEHHOE 33 APXUB) [Monmuce

[Hara

Pacmmdposka noamucu

Pacmmdposka noamucu

Dopmar A4 (210* 297 mm)

dopmMa KHUTM y4eTa NOCTYNJIeHUsI U BhIOBITHUS
cTPaxoBoro (poHjaa u GpoHAa NOJIb30BAHNUS




Ilpunosycenue 28 k n. 6.3.3.

I'pud orpannmyeHHOCTH OTTyCKa

HanMeHoBaHMe rocyqapCTBEHHOTO apXI/IBa8

OIUCb Ne___
CTpaxoBoro (l)OH[[a

Dopmar A4 (210* 297 mm)

dDopmMa THTYJIBHOIO JIUCTA CTPAX0BOro (hoHAA

83amonnsercs B TOCy1apCTBEHHOM apXHBe



Ilpooonscenue npunoycenusn 28

YTBEPXKIAIO
HanmMmenoBaHue qOJDKHOCTH
PYKOBOJUTEISA OpraHu3aluuu

IMommues  Pacumdposka

THOAINCH
Hara
° « o . CBezieHus 0 Jeax, BXOMAIIUX B SIHHUILY XPaHCHHUS IMpumeuanue
e = e % g cTpaxoBoro (poHaa
% - g § 2 2 e Homepa Homepa onuceit Howmepa exn. xp.
o o 9 )
HEHH I
) ) q %
g€l 22 o £4 ¢ :
= gR | La| Lk
5] ] 3 o S =
2 |2 | F
1 2 3 4 5 6 7 8
Bcero na 01.01. rojia B OMKUCH BKJIIOUEHO
(undpaMu ¥ IPOIKCHIO)
ea.Xp., ¢ Ne 1o Ne , B TOM YHCIIE:

JMTEPHBIE HOMEPA!

MNPONYILICHHBIE HOMEPA:

(undpaMu 1 IPOTIKCHIO)
CKOITUPOBAHO

kaipoB M/ cTpaxoBoro GoHma

(umpaMu ¥ IPOTIHCHIO)

HaunmeHoBanne qOIKHOCTH
paboTHHUKA apXHBa,
COCTaBUBUIETO UTOTOBYIO 3aIUCh

HamMeHnoBaHMe TOKHOCTH
PYKOBOJUTEIISI apXKBa
(mMua, OTBETCTBEHHOTO 32 apXUB)

[Hara
COTI'JTACOBAHHO

[Mpotoxon LIDK (IK) opranusanmu
OT Ne

em.Xp.
IToamuce Pacmmdposka noamucu
ITonmuce Pacmmdposka noamucu
YTBEPXIAEHO
[Iporokon DMK apxuBHOTO yupekacHUS
oT Ne

Dopmar A4 (210* 297 mm)

dopma onucH cTpaxoBoro Gpouxa




Ilpunoscenue 29 k n. 6.3.3.

Komy npencrasnsercs

(HanMeHOBaHKE U aJpec)
Kewm npencrasnsercs

(HauMeHOBaHKE U APEC OTUUTHIBAIOIICHCS OpraHU3annuu

(dbopma cOOCTBEHHOCTH OTUHUTHIBAIOIIECHCS OPTaHU3AIINHN)

MNACIOPT
apXx#Ba OpTaHU3AINH, XPAHAIICH yIPaBICHICCKYIO JOKYMEHTAIIUIO
Ha 1 nexabps 20 roja

1. O6mme cBeneHusa

Kon crpoku KonuuecrBo ponmon [Tnomaar apXuBOXpaHUIHILA 3arpy>KeHHOCTb apXHBOXPaHWIHIIA
(kB.M.) (%)
A 1 2 3
101
2. CBesieHus 0 IOKyMEHTaxX
[Tokazarenu Kon KonuuectBo exunHuIl XpaHeHUst
CTPOKHU Bcero Kpaiinue natst W3 HUX BHECEHO B OIKCH, YTBEPK/IeHHbIE (Coraco- Xpanutcs O6pa3syeTcs B
BaHbIe) DITK apXHUBHOTO YUPEXK ACHHS CBEpX YCTaHOB- rof Jien
Bcero Kpaiinue nartel JICHHOT'O CpOKa
Havanbnas Koneunas HavanbHas Koneunas
A b 1 2 3 4 5 6 7 8
[TocTostHHOTO XpaHeHust 201
ITo muuHOMY cocTaBy 202
3. Kanpet
Kon Kommaectso mrat- VcnoBust XpaHEHHUS IOKYMEHTOB (HYXKHOE MMOUYEPKHYTH):
CTPOKH | HbIX paGoTHuKOB - XpaHUJMILE: €CTh, HET, CYyX0e, ChIPOe; CBETIIOE, TEMHOE.
301 - OTOILICHUE: LIEHTPaJIbHOE, IEYHOE, OTCYTCTBYET.
- CTEJUTAKHU: METAJUTMYECKHE, IEPEBSIHHbIC, KOMOUHHUPOBAHHBIC, HET.
20 - mKagpl: METAUTMIECKUE, JCPEBIHHbBIE; OTCYTCTBYIOT
-4 T . . . .
PyROBOAATSNS OpraRFAIH, - CHTHANH3ALMA: IOKAPHAA: €CTh, HET; OXPAHHA: €CTh, HET.
TIPS ATIPUSITUSL -4UMTaJbHbIN 3a]I. €CTh, HET.
(noamucs) - TeMIepaTypPHO-BIAYKHOCTHBIA PEKUM: COOIIOAETC s, HE COONI0IaeTCs
damunms ¥ Tell. UCTIOTHUTES
Dopmar A3 (297*420 mm)

dopma nacnopTa apxXuBa OPraHu3aluM, XpaHsieil YIpaBjaeHYecKY0 T0KYMEHTAIUIO.




Ilpunosicenue Ne 30 k n.6.3.3.

Komy mpencrasisercs

(HaI/IMeHOBaHI/Ie " anpec nony'{aTeJm)
Kem NpEeACTaBIACTCA

(HarMeHOBaHHUE U aIPEC OTUUTHIBAIOIICHCSI OPTaHU3ALIIH)

(popma cOOCTBEHHOCTH OTYHTHIBAIOIIEHCS OPraHH3AIIIH)
IMACIIOPT

OpraHuv3anvu, xpaﬂﬂmeﬁ AOKYMEHTBI 0TPaCJI€BOro q)OHHa

(na3BaHme oTpacieBoro GhoHma)

Ha 1 nexa6ps 20 roaa
1. CBeneHust 0 XpaHWIHIIAX
Kon crpoku KonuuecTBo xpaHuiuIl Inomans xpanwnuiy | Crenens 3arpyxeHHocTH (%0) Kon crpoku KonuuecTBo mraTHbIX pa-
OOTHHUKOB
A 1 2 3 A 1101
301
2. CBeieHHUs 0 IOKYMEHTax
[Toxazarenu Kon Kon-Bo | Kpaiinue KonuuectBo 6a3 JaHHBIX O0beM 3anucaHHOM YcaoBusi XpaHeHUs1 JOKYMEeHTOB (HYy:KHOe OI4ePKHYTb)
CTPOKHU en. Xp JIaThI KOHEYHas koHeuHass | uH(popmaruu (M6aiiT) | - XpaHWIHILE: €CTh, HET; CYX0€, CBIPOE; CBETIIOE, TEMHOE.
- OTOIUJIGHHE. EHTPAIBHOE, [IEYHOE, OTCYTCTBYET.
A b 1 2 3 4 5 - CTEJUIAKHU. METAJUIMYECKHE, IepeBsIHHbIe, KOMOMHUPOBaHHBIE, HET.

Hayuno- 201 - KaQbl: METAUINYECKUE, IEPEBSIHHBIE; OTCYTCTBYIOT
TEXHUYECKas JO0KY- - CHTHAJIM3aL Ul TI0XKapHas: €CTh, HET; OXpaHHas. eCThb, HeT.
MEHTalus -4UTAIBHBIN 3aJ1. €CTh, HET.
DOTOJOKYMEHTHI 202 - TeMIIepaTyPHO-BIAXKHOCTHBIA PeXUM: COOJIFOaeTCsl, HEe COOIII0aeTcs
JloKyMEeHTHI Ha Ma- 203
LIMHHBIX HOCUTEJISX
Jpyrue 1OKyMeHTEI 204

Ipumeuanue: B crpoke 202 yka3piBaeTCs KOMUUECTBO MOTHHHUKOB (HEraTHBOB M MO3UTHBOB MPU OTCYTCTBHU HETaTUBOB 0€3 yueTa KOMUM 1 OTIIeYaTAHHBIX TO3UTHBOB)

" " 20 r.

PykoBonuresns opraHu3aly, NPeATPHITHS Pacmudposka

(moamuce) TIOATIHCH,

Ddammnusa u TeJ'IeCI)OH HUCIIOJIHUTECIIA

Dopmar A3 (297*420 mm)

dopMa nacnopra apxuBa OpraHu3anuu, XpaHsei J10KyMeHTbl 0Tpac/ieBoro (pouaa.




YyeTHasi KAPTOYKA eTUHHIBI YUeTa
3JIEKTPOHHBIX T0KYyMeHTOB (/)

Ilpunosicenue 31 k n.6.3.5.

®onp Ne Onuce Ne En. yaera
HaumenoBanue opranuzanuu 3aroJIoBOK €AUHUIIBI Ne enuHMIl XpaHEHUS OtMmeTKa 0 Ha- Hata
/moppasaeneHus, OT KOTOPBIX yuera JIMYUU KOMUH MOCTYIUICHUS
MOCTYNHIN JOKYMEHTHL. )i
®dopmar Bun Hocurens Oo6bem (Mbaiir) Konuaecrso JlaTa co3nanus
3anuceit g BJ{
CpoKk XpaHeHus Mecro xpaHeHUst [Tpumeuanue Ilonmnuck nwia,

(cremmax, mosnka, ceid
u T.J.)

BHCCIICTO 3allUCh

Dopmar A5 (148*210 mm)
dopma y4eTHOM KAPTOUKHU eqMHHMIBI yueTa /]
(/1MmeBasi cropona)
Bz pabots! (mepesa- Ne akra murpauuii | Jata Hosprit O6beM Bun Ne enunun IMoamuce
IIHCh, MHUTPALIHH) U TIepe3aIicH dopmar (M6aiit) | HOCHTENS XpaHeHUs ImIa,
BHECIIIETO
3aIIiCh
Dopmar A5 (148*210 mm)

®opma yuyeTHOI KapTOouKHu equHHIBI YueTa D/ (06opoTHasI cTopoHa)




HanmeHnoBanue opranuzanuu

Ilpunoscenue 32 k n. 6.3.5.

YTBEPKIAIO

AKT HaumeHoBaHue NOJKHOCTH
PYKOBOAUTENS OpPTaHU3AIUN
Ne [Moanuce Pacumdposka
MTOATTUCH
Hara
(mecto coctaBieHus)
0 MUTpAIH U TIepe3aniucu
3JIEKTPOHHBIX HOCUTEIEH
@onx Ne
(nasBanue homma)
Onuce Ne Enmnnna yuera Ne
1 2

Xapakrepuctuku D] 10 Murpauu/mepe3anucu:
®opmMmar

O6bem(Mo6aiit)

KomnuectBo u Ne en.xp.

XapakTepuctuku ] mociie Murpanuu/mepe3anucu:
®opmMmar

O6bem(Mo6aiit)

KomnuectBo u Ne en.xp.

Pa6oty BeimosHMIN:

JlOmKHOCTD IToanuck
JlOMmKHOCTD IToanuck
PaboTy mpuHsIT pyKOBOAUTENH apXnUBa
IToanuck
[Hara
H3MeHeH s B y4€THBIE JOKYMEHTHI BHECTIU:
JlOMmKHOCTD IToanuck
JlOKHOCTD IToanuck

Hara

Pacmmdposka noamnucu

Pacmmdposka noamnucu

Pacmmdposka noamnucu

Pacmmdposka noanucu

Pacmmdposka noamnucu

Dopmar A4 (210* 297 mm)

dopma akTa Murpauuii u nepesanucei JJ1




Ilpunoscenuu 33k n. 6.3.5.

KYPHAJI YUETA NIOCTYIVIEHHMSA U BBIBBITHUA DJIEKTPOHHBIX TOKYMEHTOB

Ne Jara no- Haunmenosanue HazBanue, Ne u nara HasBanue u Ne ponna, [Toctynnenne onucanHbIx D/ Bri0biTHE OncaHHBIX D/] JHata Cpox [Ipumeuanue
no/i | cTyIwIeHus opraHusa- JIOKYMEHTa, 10 KOTOpO- OIUCHU U €I, Y4. TIOCTY- CO3JaHMUA | XpaHEHUs
W BI)I6I>I' I_[I/II/I/ noapasacIeHn MY INPUHATO NOCTYILIC- IIMBIIHUX WA BLI6I>IBHII/IX
THS s1, OT KOTOPOT'O HUe win BeIObITHE D] S0 L L
HOCTYIIIIN JOKY- = 5 = 5
= N~ = N~
MEHTBI =4 = = g g 5 | & g
5 3 g &% 3 3| ¢ | & =
g 8 & T g 8 & 3 =
= o S o = o e | o=
= R L = R L
m  © m T O
3 3
4 4
1 2 3 4 5 6 7 8 9 10 | 11 | 12 | 13 14 15 16
HUroro B roay [TOCTYIINIIO en.yd., ea.xp. 00beMOM MoOaiiT,
(urdpamer 1 IPOTIHCHEO) (mrdpamur v IPOTIHUCHEO) (mrpamu 1 IPOTIHCHIO)
B TOM YHCJIE TOCTOSIHHOTO XpaHEHUS en.yd., en.xp.00beMoM Mobaiit
(urdpamer v IPOTIHCHEO) (mrpamu v IPOTIHUCHEO) (mrpamu 1 IPOTIHCHIO)
BPEMEHHOT'O XpAHEHHUS en.yd., en.xp.00beMoM Mobaiit
(mmdpamur 1 POITHCHIO) (tmdpamur 1 IPOITHCHIO) (tmdpamu u npormcso)
BbIGbIJIO en.yd., e1.Xp.00BeEMOM Mo6aiit
(tmdpamur 1 POITHCHIO) (tmdpamur 1 IPOITHCHIO) (tmdpamu u npormcso)
B TOM YHCJIE TOCTOSIHHOTO XpaHEHUS en.yd., en.xp.00beMoM Mobaiit
(urdpamer 1 IPOTIHCHEO) (mrpamur v IPOTIHUCHEO) (wrpamu 1 IPOTIHCHIO)
BPEMEHHOT'O XpAHEHHUS en.yd., en.xp.00beMoM Mobaiit
(tmdpamur 1 POITHCHIO) (tmdpamur 1 IPOITHCHIO) (tmdpamu u npormcso)
HanmeHoBaHue TOJDKHOCTH JIMIIA,
COCTaBUBIIETO T'OJIOBYIO 3aIHCh [Moanuce Pacmmdposka noanucu
Hara
PykoBoauTens apxuBa opraHu3anuu ITonmuce Pacmmdposka noamnucu

Hara
Dopmar A4 (210* 297 mm)

dopma KypHaJIa yuyera NOCTYIJIEHHs] U BbIOBITHS 3JIEKTPOHHBIX IOKYMEHTOB




JKYPHAJI YUETA MUTPAIIAI U TEPE3ATIMCEM SJIEKTPOHHBIX JJIOKYMEHTOB

Ilpunosicenue 34k n. 6.3.5.

Jlata murpanuu Ne " I No akra murpa- | Ilonmuck nuna,
/nepe3anucu el.yd. CXONHBIC IAHHBIC OBBIC JIAHHEIC LM ¥ repesa- BHECLIEro 3a-
Ne en.xp. dopmar O0beM (Mbaiir) Ne en.xp. dopmar O6bem (Mbaiit) nmceit ITHCh
1 2 3 4 5 6 7 8 9 10
HToro noasepriocs Murpanuu/mepesanucu 3a roj en.yd., e1.Xp.00heMOM MoGaiT

HamMeHOBaHME TOJDKHOCTH JIMIIA,
COCTaBUBLIETO TOJOBYIO 3aIUCh

Hara
3aB. apXWBOM OpTaHM3AIUN

[Hara

(tmdpamu 1 IPOITHCHIO)

ITonmmchk

ITommmch

(tmdpamu 1 IPOIHCHIO)

PacmmdpoBka noamnucu

PacmmdpoBka noamnucu

dopma KypHAJIA y4eTa MUTPALUil U epe3anucei 3JIEKTPOHHBIX J0KYMEHTOB

(tmdpamu u npornmucHo)

Dopmar A4 (210* 297 mm)




YTBEPXIAIO
HaunmeHnoBanne qOJKHOCTH
PYKOBOJHMTEINS OpraHru3alyuu

[Moanuce Pacumdposka
MOJITUCH

Hara I'epGoBast meuarsb
OpraHu3alu

AKT

No

-(mecro coctaBneHus)

preMa-Iepe1ayn JOKyMEHTOB
Ha MTOCTOSIHHOE XpAHEHUE
B TOCYIapCTBEHHBIH apXUB

Ilpunosicenue Ne35 k nn. 6.4.1.1.,
6.4.1.2.

YTBEPKIAIO

Hupekrop
roCyAapCTBEHHOTO apX1Ba

[Moanuce Pacumdposka
MOJIITUCH

Hata I'epGoBast meuatsb
rOCyJapCTBEHHOT'O apXUBa

B cBsasu c
(ncTeueHneM cpoKa XpaHEeHHs JOKyMEHTOB)
(na3Banue (oHza) B OpraHU3aLNH, IMKBUIALNY OPraHH3alUy 1 T.X.)
(HanMeHOBaHHE OpraHU3ALHH)
nepeiacT, a

NIPUHUMAET Ha TOCYapCTBEHHOE XpPaHEHHNE JOKYMEHTHI U CTPaxOBbIE KOIMH 32

(HanMeHOBaHME rOCYJAPCTBEHHOTO apXHBA)

(rozmer)
U CIIPABOYHBINA anmapaT K HUM:
Ne Hazpanue n Komn-Bo ax3em- Kon-Bo npunsTHIX 1€ Kon-Bo crpaxo- [Ipumeuanue
0/l | HOMEp ONMHUCH | IUIIPOB OMHUCH kosngectso OLLJ] BBIX KOIUI
1 2 3 4 5 6

Nroro npunHATO

en.xp. (B TOM YHCIIE CTPAXOBBIX KOIHIA)

(tmdpamu 1 IPOIHCEHIO)

B rocynapcrBennom apxuBe (hoH No

IIepenauy nponssenu:

HanmMeHOBaHME NOIDKHOCTEH JIMII,

MIPOM3BOAUBIINX NIEpeaady

[Moanuce Pacmmdposka

MOJMKUCU
[Hara

IIpnem npoussenw:

HanmenoBaHue JTOJDKHOCTEH JIHIT,
MNPOU3BOAUBIINX IPUEM

[Moanuce Pacumdposka
MOAMHCH
[Harta
Dopmar A4 (210* 297 mm)

dopma akTa NpueMa-nepesayu JOKYMEHTOB Ha TOCy1apcTBeHHOE XPAHEHHe




Ilpunosicenue 36 k n. 6.4.1.2

HanmeHoBanue opranu3anuu YTBEPXIAIO
AKT HaumMeHnoBaHuE JOJDKHOCTH
Ne PYKOBOAUTEINS OpTaHHU3ALUU

(mecro cocraBneHms)

0 HeOOHapYyKEHUH JOKYMEHTOB, ITyTH ITonmuce Pacumdposka
PO3BICKa KOTOPBIX HCUEPIIaHBbI MTOATINCH
Hara
®onp Ne

(nazBanue onna)

B pesynbTare YCTaHOBJICHO OTCYTCTBUE B
(hoHIe IEpEUUCIICHHBIX HIKE JIET, MPEAIPUHSITHIC apXHBOM BCEBO3MOXKHBIE MEPHI TI0 PO3BICKY I
MOJIOKUTEIBHBIX PE3YJIBTaTOB HE JaJH, B CBSI3U C UYEM CUMTAEM BO3MOXKHBIM CHSATH C yUETa

Onuce Ne | En.xp. Ne 3aroyioBoK €J1.Xp. KonmuectBo mucrtoB | Kpaiinue | Ilpeanomnaraemslie
(Bpemst 3ByuaHusi, MeT- JIaThl MIPUYUHBI OTCYT-
pax) CTBHSA
1 2 3 4 5 6
Hroro el.xp.

(tmdpamu 1 IPOIHCEHIO)

CO,I[Cp)I(aHI/Ie YTpau€HHBIX MaT€PUAJIOB MOXKCT OBITH YACTUYHO BOCIIOJIHCHO CICAYHOINMH CI.XP..

(HOMepa e Xp. U UX TPYIIOBbIE 3ar0JI0BKH)
HanMeHnoBaHMe NOKHOCTH

PYKOBOJHTENS apXHABa [Monnucs PacmmdpoBka
(M2 OTBETCTBEHHOTO 32 aPXHB) MOJIITUCH
[Hara

COI'JTACOBAHHO? COT'JTACOBAHHO

[Mpotokos DK apXUBHOTO yUpEIKACHHUS ITpoTokout IIDK (OK) opranuzaimu
OT Ne OT Ne

V3MeHeHHs B yU4ETHBIC IOKYMEHTBI apXHBa BHECCHBI.
PykoBoauTens apxusa,
(7m0, OTBETCTBEHHOE 32 yUET) [Monmuce Pacmmdposka noamnucu

[Hara

Dopmar A4 (210* 297 mm)

dopma aKkTa 0 HeOOHAPYKEHUH J1eJ1, IYTH PO3bICKA KOTOPbIX HCYePHaHbI
°B cllydae, eclii He OOHAPY)KEHBI JIeNla IIOCTOSHHOTO XPAHEHUS




Ilpunosicenue 37 k n. 6.4.1.2

HanmeHoBanue opranu3anuu YTBEPXIAIO
AKT HaumMeHnoBaHuE JOJDKHOCTH
Ne PYKOBOAUTEINS OpTaHHU3ALUU

(mecro cocraBneHms)

[Moanuce Pacumdposka
0 HEOOHAPY)KEHUH TOKYMEHTOB, ITyTH TIOJIIIACH
PO3BICKa KOTOPBIX UCUEPIIaHbI Hara

®onp Ne

(nazBanue onna)

B ¢donne oOHapykeHBI JOKYMEHTHI, IPHU3HAHHBIE HEUCIIPABUMO TIOBPEKICHHBIMU:

Ne Onucs | En.xp. Kon-Bo 3aro0BOK NOBPEXKICHHBIX €/1.XP. Kpaitnue CyIHOCTb MPUYHHBI
n/n Ne Ne JIMCTOB ATkl TOBPEXKICHUS
(Bpemst 3By-
YaHUs, MET-
pa)
1 2 3 4 5 6 7
Uroro obHapykeHO HEMCHPaBUMO MOBPEXKIECHHBIX en.Xp.

(tmdpamu u IpoOIHCHIO)

[lepeuncrennsie ea.xp. NOMAJIEKAT CIIUCAHUIO BBUY:

HaunmeHoBanne qODKHOCTH

PYKOBOJIHTENS apXHABa IMonnucs PacmmudpoBka
(‘M2 OTBETCTBEHHOTO 32 aPXHB) MOJIITUCH
[Hara

COT'JTACOBAHHO COT'JTACOBAHHO

[Mpotokos DK apXUBHOTO yUpEIKACHHUS ITpoTokout IIDK (OK) opranuzaimu
OT Ne OT Ne

HN3menenus B YUE€THBIC JOKYMEHTBI apXrBa BHCCCHBI.

HaumenoBanue nomkHocTH pabOTHUKA
BHECIIIETO U3MEHEHUS B YUETHBIC JOKYMEHTHI ITonmuce Pacmmdposka noamucu

[Hara

Dopmar A4 (210* 297 mm)

DopMa aKTa 0 HEHCIIPABUMBIX IIOBPEKICHUSIX JOKYMEHTOB




Ilpunoscenue 38 k n. 6.4.1.3

HanmeHoBanue opranu3anuu YTBEPXKIAIO
AKT HaumMeHnoBaHuE JOJDKHOCTH
Ne PYKOBOAUTEINS OpTaHHU3ALUU

(mecro cocraBneHms)
[Moanuce Pacumdposka
OTMCAaHUs JOKYMEHTOB JIUYHOTO MTOATINCH
MPOUCXOXKIACHUS Hara

Donpg Ne

(na3Banue donma)
o cocrosHuIO Ha B (oHze Ne
(nata Hauasa paboTHI)

10 YUYE€THBIM JaHHBIM YHUCJIUIIOCH, OHHCGﬁ,

BPEMEHHBIX JIeJT (CIUHUI] XPAHECHHS]), JIOKYMEHTOB.

B mpornecce onucanus copMupoBaHo nen (eAUHUI] XPaHEeHHST),

BBIJICJICHO HE MOJJICKAIIUX XPAHCHUTO JIOKYMCHTOB (J'I_I/ICTOB),

JIelT; BO3BPAILEHbI BJIA/ICIIbITY JIOKyMEHTOB(JIHCTOB), nen (e. XpaHeHus).
BHoBb cocrasiiena onuck Ne Ha Je.

Ilo cocrosnuIO Ha B (oHze No
(nata Hauasa paboTHI)

YUCIIUTCS OIHceH, Jien (eMUHUI] XpaHEeHUsT) 3a TOJIBI.

[IpoBeneHbI caeayonue BUIbI paboT

(mepeuncIAIoTCs BUJIBI IIPOBEACHHBIX PabOT, KPOME OMMCAHUS JOKYMEHTORB)
B 00BEMAxX

(kaTanoru3aiys; BbISBICHHE [Ie]T, TPEOYIOLIMX PECTABPAIINN)
K omucu cocraBieH cienyomuii HayYHO-CIIPaBOYHBIN armnapar:

(mpeucIOBHS, OTTABICHNS, YKa3aTEIHN)

PaGoty BbmmonHMIN [oxnucu Pacmudposka noanucu
(HaMeHOBaHUE TOIKHOCTH)

Paboty npunsn

HaumeHoBaHUE TOJDKHOCTH PYKOBOJMTEIS

apxuBa (JIMIa, OTBETCTBEHHOTO 32 apXUB) Hoamuce Pacmudposka noanucu
Jlata

Omnuck onobpena DK (OK) opranusaruu
poToKOoJI Ne OT,

Onuce yrBepxaeHa DIIK apxuBHOro yupexaeHus
poTOoKO0JI Ne oT

W3meHenus B yueTHble ()OPMBI BHECEHBI.
HaumeHoBaHUE TOJDKHOCTH PYKOBOJMTEIS

apxuBa (1A, OTBETCTBEHHOTO 33 APXHUB) [Moanucs PacmmmdpoBka moamucu

Jlata

He nonnexanue XxpaHeHUIO JOKYMEHTHI BiIaJ1€IbIy BO3BPAILEHBI B KOJTUYECTBE ne(TOKyMEHTOB) Ha JL.
[Moanucu Bnagenbplia apxuBa PacmiudpoBka mogmnucu

Jlata

Ipencenatens LIDK (OK) opranuzanuu
MOMITHCH Paciudposka moamiucu
Jlara
Dopmar A4 (210* 297 mm)

(I)opMa AKTAa ONMMCAHHUA TOKYMECHTOB JIMYHOI'O MPOUCXOKTCHUA.




Ilpunoscenue 39 n. 6.4.1.3

HanmeHoBanue opranu3anuu YTBEPXKIAIO
AKT HaumMeHnoBaHuE JOJDKHOCTH
Ne PYKOBOAUTEINS OpTaHHU3ALUU

(mecro cocraBneHms)

[Moanuce Pacumdposka
00 00pazoBaHUM 00BETUHEHHOTO IO CH
apxuBHOTO (poH/IA Hara
DoHJBI B COCTaBe Ne B KOJINYECTBE eILXp,
(na3Banue Qonma)
Neo B KOJINYECTBE eILXp,
(na3Banue donma)
Neo B KOJIMYECTBE eILXp,
(na3Banue donma)
Neo B KOJIMYECTBE eILXp,
(na3Banue donma)
O COCTOSIHHIO Ha B (orne Ne [0 YYETHBIM JIAHHBIM YUCIIUIIOCH
(nata Hagama pabor)
B mnporiecce co3nanus 00bEAMHEHHOI0 apXUBHOTO (oHIa chOpMHPOBaH (HOH/I
(nazBanue)
B COCTaBe €J1.Xp.,BHECCHHBIX B OIHCH
(komaecTBO) (komaecTBO)
ITo cocTosIHUIO Ha, B OOBEAMHEHHOM apXHBHOM (horze No YHCITUTCS omwcei,

(nara 3aBepreHus padboT)
et (em.XxpaHeHus) 3a TOJIBI.
IIpoBeneHbI CIEAyIOLINE BUABI paboT

(mepedncaroTCs BUIBI MPOBEICHHBIX PabOT, KPOME OIMUCAHUS JOKYMEHTOB)
K omucu cocraBieH cienyromuii Hay4HO-CIPaBOYHBIN armnapar,

(npeawmciioBHe, OraBlicHUE, yKa3aTeIH)
Pab6orty BeimonHUM [Moanucu PacmmmdpoBka moxamuceit
(HaMeHOBaHUE OJDKHOCTEH)

Paboty npunsn

HaumeHoBaHUE TOJDKHOCTH PYKOBOJMTEIS

apxuBa (JIMI[a OTBETCTBCHHOTO 32 apXUB) oamuce Pacmudposka noamucu
Jlata

Omnuck onobpena DK (OK) opranusaruu
poTOKO0JT Ne oT

Omnuck yrBepxaeHa DIIK apxuBHOro yupexaeHus
poToKOoIT Ne oT

W3meHenus B yueTHble ()OPMBI BHECEHBI.

HaumeHnoBaHMe NOKHOCTH PYKOBOAUTENS [Nonmucs Pacmudposka noanucu
apxuBa (JIMIa, OTBETCTBEHHOTO 32 apPXUB)
Jlata
He noanexxammue XxpaHEeHHIO JOKYMEHTHI BlIaJleIbIly BO3BPALIEHbI B KOJIMUECTBE nein (TOKyMEHTOB) Ha ___JI.
[Nonnuck BrasenbLla apxuBa Pacmudposka noanucu
Jlata
Ipencenatens LIDK (OK) opranuzanuu Pacmudposka noanucu
Ilonnuce
Jlata
Dopmar A4 (210* 297 mm)

®opma akTa 00 00pa3oBaHNU 00 beIMHEHHOT0 APXUBHOTIO (hOHA




HanmeHoBanue opranu3anuu

AKT
No

(mecro cocraBneHms)

0 TEXHHYCCKUX OIIUOKAX B

YICTHBIX JOKYMEHTaX
Donpg Ne

HazBanue donna

Ilpunoswcenue 40k n. 6.4.1.3
YTBEPXKIAIO

HaumeHnoBanue JODKHOCTH
PYKOBOIUTENSI OpraHU3alun

B xo€ BBITIOTHEHHUSA

[Moanuce Pacumdposka
TIOJIIIACH
Hara
0OHapyXeHbI

TEXHUYECKHE OITHOKHU B 3aUCIX

HasBanue JIOKYMCHTa Cymecmy}omaﬂ 3aIlucCh Cnez[yeT 3arnucarb
1 2 3
B pe3ynbraTe KOJMUYECTBO €IMHULL XPAHCHHUS YBEITHMUYUIIOCH (YMEHBIIIMIOCH) Ha enn.xp.
(tmdppamu, mporucsio)
[Ipnmeuanns:
JLO0IDKHOCTB ITonnuce Pacmmdposka noamnucu
[Hara
W3meHeHne BHECEHBI B yYETHBIE TOKYMEHTHI.
HamMeHOBaHME TOIKHOCTH PYKOBOIUTEIS
apxuBa (JIIIa, OTBETCTBEHHOTO 33 apXUB) ITonmuce Pacmmdposka noamucu

[Hara

Dopmar A4 (210* 297 mm)

<I)0pMa aKTa 0 TEXHHYECKHX OIIHOKAX B YUYC€THBIX TOKYMECHTaX




Ilpunoycenue 41 k n. 6.4.1.

HamMeHoBaHMe opraHusanuu YTBEPXKIAIO
AKT HanMeHnoBanue N0KHOCTH
Ne PYKOBOAUTEINS OpTaHHU3ALUU

(mecro cocraBneHms)
[Moanuce Pacmmdposka
00 HeOOHap y)KCHUH JOKYMEHTOB (HE OTHOCSIIMXCS K TTOAITUCH
JTaHHOMY (DOH/TY, apXUBY, HEYITEHHBIX H T.]I.) Jara

B xoxne
(Bupg pabor)
00HapyKeHO
(B ponze, xpanunmie, paboueM MOMEILICHNH)
Ne n/m 3aroy0BoK Iudp (ecnu ects) K kakomy ¢oHay OTHOCHTCS [Ipumeuanus
el.XD.
1 2 3 4 5
Utoro obuapyxeHO JIOKYMEHTOB.
(tmdpamu 1 IPOITHCHIO)
HanmvenoBanme momkHOCTH pabOTHUKA IMonnuce PactdpoBka noanucu

[Hara
H3MeHeHrs BHECEHBI B YUETHBIE JOKYMEHTHI.
HanmeHoBaHue JOKHOCTH PYKOBOIUTEIIA

apxuBa (JIMI1a, OTBETCTBEHHOTO 33 apXUB) IMonnuce Pacmidposka nmoanucu
[Hara

Dopmar A4 (210* 297 mm)

®opma akTa 00 00HAPYKEHUM JOKYMEHTOB




Ilpunosicenue 42 k n.8.2.2

HamMeHoBaHMe opranuzanuu ITerpoBy b.1.
yi.)KykoBckoro,
105/2, k8.5,
r.HoBocubupck, 630082

APXHUBHAS CIIPABKA

31.06.99 Ne 04-5/173

Mocksa

Ha Ne 310 ot 25.06.99

B noxymenTax apxuBHoro (onma Beepoccuiickoro oobpeanaeHus xiae0onpoaykros "Pocxied-
MPOAYKT", B BEIOMOCTSX Ha BblIavy 3apa00THOM IUIaThl pab0vMM U CITY>KaIlUM 3a anpenb-aekadpb

1962 r., 3naunrcs [lerpoB bopuc MBaHOBHY B TOIDKHOCTH WHKEHEPA.
Ocuosanue: ¢.50, om.2, 1.3, 11.105-106

CrpaBka BbllaHa JJis1 IPEJOCTABICHUS 110 MECTY PabOTHI.

HaumeHnoBaHue JODKHOCTH PYKOBOAUTEIIS

OpTaHH3alUN

(cTpykTypHOTO MOJpa3IeNieH s, B COCTaB KOTOPOTO

BXOJIUT apXHB) [Monmuce
[Hara

HaumeHnoBaHue JODKHOCTH PYKOBOAUTEIIS
apxuBa (JIIIa, OTBETCTBEHHOTO 33 apXUB) [Monmuce

[Hara

I'epOoBast reyaTh opranu3anuu

Pacmmdposka noamucu

Pacmmdposka noamucu

Dopmar A4 (210*297 mm) mwu A5 (148*210 mm)

®dopma apxuBHOii cnpaBku (06pa3eir)




HanmeHnoBanue opranuzanuu

KAPTOYKA ITOJIb3OBATEJIA

damnmsa

Ilpunoscenue 43 k n.8.34

Nwms OTtyecTBO

Mecto pabotsl (y4eObl) ¥ JODKHOCTH

OpFaHI/IBaLII/ISI, HallpaBUBIIasA IIOJb30BATCIIA, €€ aApEC

Ob6pazoBanue

YueHas cTelneHb, 3BaHUE

Tema n XPOHOJIOTUYCCKUE paMKH UCCIICI0BaHUA

MecTo XATEILCTBA

Tenedoust: (momamHui);

(cy>xeOHBIiH)

Cepus u Ne moKymMeHTa, yIOCTOBEPSIONIETO TUIHOCTD

C npaBusiamu pabOThI MOJIb30BATENECH B YUTAJBHBIX 3aJ1aX TOCYIapCTBEHHBIX apXuBOB Poccuiickoit

denepanun 03HaAKOMUIICS(ACh), 00SI3YHOCh HX BBIMOJHSITS.

Hara

<I)0pMa KAapTO4YKH MMOJb30BaTC/IsA

Dopmar A4 (210* 297 mm)




HanmeHnoBanue opranuzanuu

Kypuan
perucTpanuy BbIIAHHBIX KONMIi, BBINMCOK,
CIPABOK, TeMATHYECKHX MATEPUAJIOB

Ilpunoscenue 44 k n. 8.6

Ne ABToOp 3a- JHata u perucrpa- | Conepxanue | Ha3paHue BbI- Jata u pe- Pacniucka B | Ilpumeuanue
n/m | mpoca, ucx. LIUOHHBIN HOMED 3ampoca JIaHHOT'O JI0KY- THCTpaLu- MOJTyYEHUH
Ne, nata, 3ampoca MeHTa (Komusl, OHHBIH HO- WU aTa
azpec, Te- BBIIHCKA, Mep BbIIaH- OTHpPaBKU
ne¢oH CIpaBKa H JIp.) HOT'O JIOKY-
MEHTa
1 2 3 4 5 6 7 8
Dopmar A4 (210* 297 mm)

®opMa KypHAJIA perucTPalUuy BbIIAHHBIX KOIIMM,
BbINHCOK, CIIPABOK, TEMATHYECKHX MAaTEPHAJIOB




Ilpunosicenue 45k n. 8.6

HanmeHnoBanue opranuzanuu

J’KYPHAJI PETUCTPAIIMH IMIOCEIIEHUNI ITOJIb30BATEJISIMA
YUTAJBHOTI'O 3AJIA

Hauar

OxoHueH

Dopmar A4 (210* 297 mm)

®opMa TUTYJIBHOIO JIMCTA )KYPHAJIA PErHCTPALMHU MOCEIICHU I
10JIb30BATEJSIMH YU TAJIBLHOTO 32J1a




Ilpooonxncenue npunoxcenusn 45

No [ara nmocereHus Kou-Bo BBITAaHHBIX €11.Xp. U damunsa, HHULHKAJIBL H0Ib30BaTeII™
/o onucei (pa3bopuuno)

1 2 3 4
HUroro B roay KoJmu4e€CTBO MOCEIICHUM YUTAIIBHOTO 3ajIa I10JIb30BaTCIIMU

COCTaBHJIO

(tmdppamur 1 IPOITHCHIO)

HanMeHoBaHME TOIKHOCTH COTPYIHHKA

apxuBa

[Hara

IHoanuce

Pacmmdposka noamnucu

Dopmar A4 (210* 297 mm)

®opMa ’KypHAJIA perucTpaluy nocemeHui
N0JIb30BaTEJSIMH YUTAJIBHOIO 32J1a

10
I'pada 3amonHsIeTCS TOTB30BaTENIEM




HanmeHoBanue opranu3anuu

Ilpunoscenue 46 k n. 10.2.1

YTBEPXIAIO
HaumeHnoBanue JODKHOCTH
PYKOBOIUTENS opraHmauHHll

[Moanuce Pacumdposka
HOJAIIMCH
Hara
IJIAH.
padoTsl Ha 20 ro
(HanMeHOBaHME apXHBa)
Ne | Haszanwme paspena | Epununma | O0bem Bromxer Cpoxk ucnonmb3oBanus | Mcnonnurens | Ilpumeuanue
0/l | ¥ HAUMEHOBaHWs | M3MEPEHHUs | pador pabouero
BHUJ1a paOOTEHI BpeMEHU
1 2 3 4 5 6 7 8
HamMeHnoBaHMe TOKHOCTH
PYKOBOJIHTENS apXHABa IMonnucs PactdpoBka noanucu
[Hara
Dopmar A4 (210* 297 mm)

®opma ro10Boro niiaHa padoTsl apxuBa

= Nmm PYKOBOAUTEIIA apXrBa, €CIIN apXHUB SABJEICTCA CAMOCTOATCIBHBIM YIPCXKIACHUCM.




Ilpunoscenue 47 k n. 10.3.1
KAPTOUYKA YUETA PABOTBI C OPTAHU3AIIUEN
1.001ue cBeneHus1 00 OpraHU3aALNHU

HaunmenoBanne opraHu3anuvu u
€€ HENOCPEACTBCHHAA IMOAYNHEHHOCTD

Anpec opranuzanuyu

HazBanue apxuBa

Anpec apxuBa

Ha3Banue, 1ata u Ne qokymeHTa
006 oOpazoBaHUM OpTraHU3AIUN

O peopranuzanuu OpraHu3aImu

O MuMKBUAAIAN OpTaHU3AIII

damuiaus, UM, 0T4ecTBO, Ne TesrepoHa
PykoBoauTens opraauzanuu

HauansHuKka yripaBieHUs qenaMu
(Ynpasstorero aenam,
HavaJbHUKA 00IIero uin 1-ro otesna)

HavaneHuka KaHUeIspun

PYKOBOZ[I/ITGJ'ISI apxuBa WU Jidla, OTBETCTBCHHOT'O 3a apXHUB

2. JlaTa corjiacoBaHusl UJIH YTBEP:KAeHUsI HOPMATHBHO-METOAUYECKUX U MJIAHOBBIX JOKYMEHTORB
[Tonoxenust 06 apxuBe

HHCTpyKIMY O BEACHUIO ICIOMPOU3BOICTBA

HomenknaTypsl nen opranuzanuu

[Tnana-rpaduka nmepenaqn Aei B apxXuB

[Monoxenus o LIDK (3K) opranuzaiuu

Dopmar A4 (210* 297 mm)

®opma KapTOYKH y4eTa padoThl C OpraHu3anue
(1MmeBasi cTopoHa)




3. CBeeHus 0 NpoBepKax padoThl apxuBa.

IIpooonxncenue npunoxcenusn 47

JlaTa Opranu3zanus, OCHOBHBIE MPEATIOKEHUS 110 PesynbraThl peanuzanuu [Ipumeuanue
MPOBEPKU | OCYIECTBISIONIAST HUTOraM MPOBEPKH MpeAJIOKEHUN
MPOBEPKY
1 2 3 4 5

4, CBeL[eHPlﬂ 00 YHOPAAOYCHHUH U IMepeaale 1€/ B roCapxmuB.

YT1BepkieHue Ono6penue onuceit K CornacoBanue ¢ JIIK
onuceit ITIK OIIMCEH Ha Jeja I10 JIuY-
JIEN TIOCTOSIHHOTO 0c000 HEHHBIX JEN KOMuit cTpaxoBoro (onaa HOMY cocTaBy
XpaHCHHUS
KOJ-BO | KpalHHE | KOJI-BO KpaiiHue KOJI-BO KOJI-BO | KpaiiHue KOJ-BO KpaiiHue
nen JIaThl e JaThl IeN | em.ydera | em.xp. JIaThI nen JIaThI e
nen
1 2 3 4 5 6 7 8 9 10 11 12
dopmat A4 (210*297 mm)

®opma KapTOYKH y4eTa padoThl C OpraHu3anue

(obopoTHasI cTOpoHA)




Ilpunoscenue 48 k n. 10.5.1.

HanmeHoBanue opranu3anuu YTBEPXIAIO
AKT HaumMeHnoBaHuE JOJDKHOCTH
Ne PYKOBOAUTEINS OpTaHHU3ALUU

(mecro cocraBneHms)

[Moanuce Pacumdposka
IpreMa-Iepeiau Ipu CMEHe MTOATINCH
PYKOBOJIMTEIS apXyBa Hara
B cooTBercTBHM € MPUKA30M OT Ne
nepenan(a)
(©.11.0. nepenasiero) (®.1.0. npuHnMaroLero)

MPUHSI B IPUCYTCTBUM KOMUCCHH, 00pa30BaHHON HA OCHOBAaHWH JaHHOTO MPUKa3a, B COCTABE

MpENCENaTeIst M YJICHOB
JOKYMEHTBI

apXuBa, CTPAaXOBbIE KOIIUU JOKYMEHTOB 34 TOJIbl ¥ CIPABOYHBIN arapaT K HUM.

Ne Ha3zpanue u Ne onucu Kon-Bo 3k- Kosn-Bo npuHATEIX femn- duc- Kon-Bo exn.xp. [Ipumeuanue
n/m 3eMIUISIPOB JIUTENb, 3HAMEHATEelb- KOJIH- CTPaxoBOro

OnucHU yectBo O] ¢doHga

1 2 3 4 5 6

UTOI'O npusnsto Aen,
(tmdppamur 1 IPOITHCHIO)

B TOM YHCJIE 0c000 LEHHBIX e,

(tmdppamur 1 IPOITHCHIO)
e/I.Xp. CTPaxoBOTO (hOHJA U

(tmdppamur 1 IPOITHCHIO)

ommcell B SK3EMILLIPAX
(tmdpamut 1 IPOITHCHIO) (tmdpamu 1 IPOIHCEHIO)

CocrosiHEE TOKyMEHTOB, CTPaxoBOTO (pOHIA U OTHCei

(oOras xapakTepUCTHKA COCTOSHIS)
OnHOBpPEMEHHO IEpPEAaroTCs

(Bumst HCA 1 ero 06beMsl, COCTOSTHUE)
CocTosiHE IOMELICHHUS apXUBa!

(oO1as xapakTepUCTHKa COCTOSTHIS)
Hanuuue u coctosnne o0opyoBaHHs U MHBEHTApS:

(oOras xapakTepUCTHKA COCTOSTHIS)

ITepenan ITonnuce Pacumdposka noamnucu
[Tpunsn [Monmucs Pacimdposka moanucu
IIpencenarens KOMUCCHT ITonnuce Pacumdposka noamnucu
UneHbl KOMHACCHH: ITonnuce Pacumdposka noamnucu

@®opma akTa mpueMa-nepeaayu Mpu cMeHe PyKOBOIUTEsl apXUBa




