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3apeructpupoBaHo B MuHocte Poccum 7 ceHTabps 2015 r. N 38830

MWHUCTEPCTBO KYINbTYPbl POCCUACKOW ®EQEPALUU

NMPUKA3
ot 31 mapta 2015 . N 526

OB YTBEPXXOEHWUU NPABUN
OPrAHU3ALUU XPAHEHUA, KOMIMIIEKTOBAHUA, YYETA U UCMNOJIb3OBAHUA
OOKYMEHTOB APXUBHOIO ®OHOA POCCUNCKOW ®EQEPALIUK U OPYTUX
APXUBHbIX JOKYMEHTOB B OPFAHAX FOCYOAPCTBEHHOW BIACTH,
OPrAHAX MECTHOIO CAMOYNPABJIEHUA N OPFTAHU3ALIUAX

B cootBeTcTBUM C NyHKTOM 2 yactu 1 ctatbu 4, yactbio 5 ctatbm 14 depepanbHOro 3akoHa OT 22
okTa6ps 2004 r. N 125-03 "O6 apxmBHoMm pene B Poccuiickon ®epepaumn” (CobpaHue 3akoHogaTenbCcTBa
Poccuiickon ®epepaunn, 2004, N 43, cT. 4169; 2006, N 50, cT. 5280; 2007, N 49, ct. 6079; 2008, N 20, crT.
2253; 2010, N 19, cT. 2291; N 31, cT. 4196; 2013, N 7, cT. 611; 2014, N 40 (4. ll), cT. 5320) 1 nocTtaHOBNEHMEM
MpasutenbctBa Poccuickon ®egepauun ot 20 uonsa 2011 r. N 590 "O MuHuctepcTtBe KynbTypbl Poccuickon
depepaummn" (CobpaHue 3akoHogaTensctBa Poccunckon ®epepauun, 2011, N 31, cr. 4758; N 44, c1. 6272;
2012, N 6, cT. 688; N 17, cT. 2018; N 26, cT1. 3524; N 37, cT. 5001; N 39, cT. 5270; 2013, N 3, cT. 204; N 8, cT.
841; N 31, c1. 4239; N 33, cT. 4386; N 41, cT. 5182; N 45, cT. 5822; 2014, N 9, cT. 909; N 30 (4. Il), cT. 4305; N
40 (4. 1), cT. 5426, N 48, cT. 6860; 2015, N 2, cT. 491; N 4, cT. 664; N 9, cT. 1339) npukasbiato:

1. YTBEpaOUTb npunaraemble m OpraHusaumm XxpaHeHusi, KOMMNIIEKTOBAHUS, y4eTa U NCMNOSb30BaHMWS
AokymeHToB ApxuBHoro ¢oHga Poccuinckon ®Pegepaumm n  Opyrux apxumBHbIX [OOKYMEHTOB B OpraHax
rocyaapCTBEHHOW BNAaCTW, OpraHax MeCTHOro camoyrnpaseHus 1 opraHu3aumnsx.

2. HanpaBuTb HacToslWMA Mpukas Ha rocyAapCTBEHHYK peructpaunio B MUHUCTEPCTBO OCTULINK
Poccuiickon ®egepaumn.

3. KoHTponb 3a MCMONMHEHMEM TMpuKasa BO3NOXUTb Ha nepBoro 3amectutenss MuHuctpa B.B.
ApucTtapxosa.

MuHmncTp
B.P.MEOMHCKNI

MpunoxeHue

K npukady MuHucTepcTBa KynbTypbl
Poccuiickon degepaunn

ot 31 mapta 2015 . N 526

NPABUIA
OPTAHU3ALN XPAHEHUA, KOMMJIIEKTOBAHUA, YYETA U UCNOJIb3OBAHUA
OOKYMEHTOB APXUBHOIO ®OHOA POCCUACKOWN ®EQEPALIUU U OPYTUX
APXUBHbIX JOKYMEHTOB B OPFAHAX FOCYOAPCTBEHHOW BNACTH,
OPrAHAX MECTHOIO CAMOYIMNPABJIEHUA N OPFTAHU3ALIUAX

|. OBLLUME NMONOXEHNA

1.1. Hactosiwme T[lpaBuna opraHuM3auunm XpaHeHus, KOMMMEKTOBaHWS, ydyeTa W  UCNONb30BaHWUSA
AokyMmeHToB ApxuBHoro doHga Poccuickon ®Pegepaumn n Opyrux apxuBHbIX [OKYMEHTOB B oOpraHax
rocygapCTBEHHOM BMacTW, opraHax MEeCTHOro camoynpaBfieHMs W opraHu3aumsix (ganee - HacToswue
MpaBuna) paspaboTaHbl B cooTBeTCTBMM C PeaepanbHbIM 3akoHOM OT 22 okTabpst 2004 r. N 125-d3 "O6
apxmBHOM gene B Poccuickon ®epepaunn” (CobpaHne 3akoHogatensctBa Poccuiickon ®egepaumn, 2004, N
43, cT. 4169; 2006, N 50, cT. 5280; 2007, N 49, cT1. 6079; 2008, N 20, cT. 2253; 2010, N 19, c1. 2291; N 31, cT.
4196; 2013, N 7, ct. 611; 2014, N 40 (4. Il), ct. 5320), noctaHoBneHvem [lpaBuTensctea Poccuinckom
®epepaumm ot 15 noHa 2009 r. N 477 "O6 yTeBepxaeHun MNpasun genonpounssoacTtsa B doegepanbHbiX opraHax
ncnonHuTeneHow Bnactn” (CobpaHne 3akoHogatensctBa Poccuiickon ®egpepauun, 2009, N 25, cr. 3060);
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npukasom MuHUCTEpCTBa KynbTypbl U1 MacCoBbIX KOMMYHUKaLni Poccunckon ®enepauum ot 18 aHusaps 2007 r.
N 19 "O6 yrtBepxgeHun [IpaBun opraHusaumMn XpaHeHWsi, KOMMIIEKTOBaHWUS, y4eTa M UCMNOMb30BaHWS
OOKyMmeHToB ApxuBHoro ooHaa Poccuiickon Pegepaumm n gpyrnx apxmMBHbIX JOKYMEHTOB B rOCyapCTBEHHbIX U
MYHMUMMAnNbHBIX apxmBax, My3esax n 6ubnuotekax, opraHmsaumsix Poccumckonm akagemmm Hayk" (ganee -
MpaBuna xpaHeHus) (3apernctpmposaH MuHioctom Poccun 6 mapta 2007 1., pernctpaunoHHbin Homep 9059,
"BronneTeHb HOPMAaTUBHLIX aKTOB dpeeparbHbIX OpraHoB UCNOMNHUTENBHON Briactn oT 14 mas 2007 r. N 20"), ¢
N3MEHEHNsIMWU, BHECEHHbIMU Npuka3oM MuHUCTEpPCTBA KynbTypbl U MacCOBbIX KOMMYHUKauun Poccuinckon
depepaummn ot 16 despana 2009 r. N 68 (3apernctpmpoBaH MwuHiocTom Poccum 5 mas 2009 r.,
perncTpaumoHHbIn Homep 13893, "Poccuiickas raseta” ot 20 mas 2009 r. N 89), npukazom MUHKYNbTYpbI
Poccun ot 10 ceHTabpsa 2007 r. N 1273 "O6 yTBepkaeHUn hopm yYeTHbIX U MHbIX AOKYMEHTOB MO OpraHM3auum
XpaHeHus, KOMMEeKTOBaHUS, y4eTa 1 NCnonb3oBaHus JOKyMeHToB ApxmBHoro dooHaga Poccunckon depepaumm
N OpYrux apxmBHbIX OOKYMEHTOB B rOCyAapCTBEHHbIX W MYyHULMMANbHbIX apxuBax, My3esx u OGubnuoTekax,
opraHusaumax Poccuiickon akagemum Hayk" (3apeructpupoBaH MwuHioctom Poccun 9 oktabpa 2007 .,
pernctpaunoHHbin Homep 10291, "BronneTeHb HOpMaTUBHBIX akToB hedeparnbHbIX OpraHoB MCMOSTHUTENBHOMN
BnacTtu ot 5 Hosbps 2007 r. N 45").

1.2. [enictBue HacTosiwmx NMpaBun He pacnpoCTpaHSeTCs Ha OpraHM3auuio XpaHeHUs, KOMIMIIEKTOBaHUS,
yyeTa M UCnonb3oBaHWs AOKymeHTOB ApxuBHOro ¢oHga Poccuiickon ®depepauum v ApYrux apxXmBHbIX
OOKYMEHTOB, cogepXaLunx CBeAeHNs, COCTaBNSAIOLLME rOCyJapCTBEHHYIO TalHYy.

1.3. locypapcTBeHHble oOpraHbl, OpraHbl MECTHOro CcamMoynpaBneHus MYHULUMMIanbHOro  pamnoHa,
rOPOACKOrO OKpyra W BHYTPUIOPOACKOrO panoHa o6si3aHbl co3gaBaTb apxvBbl B LENAX  XpaHeHus,
KOMMIIEKTOBAHUA, y4yeTa M WCMOMb30BaHUs 00pas3oBaBLUMXCA B Mpouecce WX OesATEeNbHOCTU apXUBHbIX
OOKYMEHTOB.

1.4. OpraHusaumun Bnpase co3gaBaTb apxvBbl B LENSX XpaHeHUs obpasoBaBLUMXCS B npouecce ux
OEATENbHOCTN apXMBHbLIX OOKYMEHTOB, B TOM 4UCre B UENsAX XpaHeHWs W MCNONb30BaHWS apXMBHbIX
OOKYMEHTOB, HE OTHOCSILLMXCS K FOCYAapCTBEHHOW UNN MyHULMNANbHON COOCTBEHHOCTN <1>.

<1> Yactb 2 cTtatbun 13 ®egepanbHoro 3akoHa oT 22 oktabps 2004 r. N 125-d3 "O6 apxuBHOM gene B
Poccwuiickon depepaummn”.

1.5. 83agaum n dhyHKUMN apxmBa (LEHTpanbHOrO apxmea) roCygapCTBEHHOr0 opraHa, opraHa MeCTHOro
camoynpaBfeHusl, opraHM3aLmm - UCTOYHMKA KOMMMEKTOBAHWUS rocyapCTBEHHOro, MyHMUMNAnbLHOro apxmea
ONpefensTCs NOMNOXeHNEM, YTBEPXKAAEMbIM PYKOBOAMUTENEM OpraHn3aLuin.

[l. OPTAHU3ALINA XPAHEHWA JOKYMEHTOB
APXVBHOIO ®OHOA POCCUMNCKOWN oEAEPALIN N OPYTNX APXUBHbIX
JOKYMEHTOB B OPTrAHU3ALMN

2.1. JokyMeHTbl, 0bpasylolmecs B 4eATENbHOCTM OpraHn3aummn, COCTaBnAoT JOKYMEHTamNbHbIN (OHA,.

2.2. CosgaHue [OOKyMeHTanbHOro doHAa OpraHu3auMum OCYLLIEeCTBNAETCA MyTEM COCTaBIieHUs
HOMeHKNnaTypbl gen, GopMupoBaHMss W OQOPMIEHMS el Ha OCHOBE HOPMAaTWUBHbIX MPaBOBbIX aKTOB
Poccuinckon ®egepaumun, nepevyHen TUMNOBLIX apXMBHbIX AOKYMEHTOB C YKa3aHMEM CPOKOB WX XpaHeHwus,
yTBEPXOaeMbIX B COOTBETCTBUM C NYHKTOM 3 cTaTbn 6 PegepanbHoOro sakoHa ot 22 oktabps 2004 r. N 125-03
"O6 apxvBHOM pgene B Poccuiickon ®Pepepaumun”, n nepevyHen OOKYMEHTOB, oOpasylolmxcsa B npouecce
aesitenbHocTv befeparnbHbiX OpraHoB roCy4apCTBEHHOW BMAcTU, UHbIX rOCY4apCTBEHHbBIX opraHoB Poccuiickon
depepaumu, a Takke B npouecce AeSATENbHOCTY NOABEAOMCTBEHHbIX MM OpraHu3auui, C yKasaHMeM CpOKOB
XpaHeHus.

2.3. Yactb pokymeHTanbHOro oHga, BkMYawwasa AOOKyMeHTbl ApxmBHOro doHga Poccuiickon
depepaLmm, OKYMEHTbI MO MIMYHOMY COCTaBY M AOKYMEHTbI BpeMeHHbIX (cBbilie 10 neT) CPOKOB XpaHeHus,
BKIMIOYEHHbIE B y4YeTHble JOKYMEHTbI apXmBa, COCTaBnseT apXmMBHbIN (POHA OpraHM3auuu, KOTOpbIA NOANEXUT
XpaHeHWo B apxmBe opraHm3auum.

[okyMeHTbl BpeMeHHbIX (40 10 neT BKMOYUTENbHO) CPOKOB XPAHEHUSA XPaHSATCA B  CTPYKTYPHbIX
noapasgeneHnsax QpraHnsaumy N0 UCTEYEHWM CPOKOB UX XPaHEHUSA noariexar YHUUTOXEHWIO B nopsigke,
YyCTaHOBMEHHOM B m - .13 HacTosimx Mpasun.

2.4. Bugamu apxmBHbIX )OHAOB OpraHmn3aumm aBnsaTCA:

apxvBHbI (POHA OpraHu3aumnmn, CoOCTosALLMIA U3 AOKYMEHTOB ApxmBHOro cooHaa Poccuickon denepaunm m
OPYrX apXMBHbIX JOKYMEHTOB;

00beaAVHEHHbIV apXMBHBIN (POHA, COCTOSALLMIA M3 06pa3oBaBLUMXCS B NpoLecce AeATeNnbHOCTM ABYX MIU
bonee opraHusaumn JokymeHToB ApxmBHoro dpoHaa Poccuiickon depepaumm n Apyrnx apxmBHbIX OOKYMEHTOB,
UMELLNX MeXay COBON NCTOPUYECKM /UM NTOrMYEeCcKn 0BYCNoBMNEHHbIE CBA3Y;
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dpXmnBHasa KoJJekuna, CoCcTodAwad U3 oTaesibHbIX apXMBHbIX OOKYMEHTOB pPa3fiM4HONo nNpoOUCXOXOEeHUA,
006beauHEHHbIX MO OOHOMY WM HECKOJIbKUM  NPU3HaKaM (TeMaTI/I‘-IeCKOMy, aBTOpPCKOMY, BMOOBOMY,

006BEKTHOMY).
2.5. ApxvBHOMY (bOoHAOY OpraHuMsauun nNpPUCBaMBalOTCA Ha3BaHWEe, COOTBETCTBYHLlEE HaMMEHOBaHMUIO
opraHusauuu, U1 Homep B nopsagke, onpeaeneHHom HacTosAwwmx NMpasun.

2.6. Apx1BHble JOKYMEHTbI OpraHu3aumm CoOCTaBnaloT OAMH (€OUHBIN) apXUBHBIA DOHA:

00 1 nocre peopraHvMsauny, a Takke U3MEHEHUS CTPYKTYPbI, LUTATOB, €CIM YKa3aHHbIe MEepornpuaTUS He
MOBNeEKNM 3a cobo N3MEHEHUST Lienen 1 npeameTa AesATeNbHOCTN OpraHM3aunm;

40 1 nocne U3MeHeHUs TeppUTopuanbHbIX rpaHnL, 4eATeNbHOCTN OpraHn3auuu;

B Cly4ae CMeHbl yYpeauTens.

B cny4ae mnameHeHnss cobBCTBEHHMKa MMyLLECTBA OpraHu3auMm apxvBHble [OOKYMEHTbl OpraHusauum
OOMKHbI BKNIOYATLCSA B pasHble apXyBHbIE (DOHAbI.

2.7. B cny4ae peopraHusauuMmM opraHusaumm c nepepayvyen yHKUMA BHOBb CO3[4aHHOW UMW  UHOW
opraHu3auMm BCE apXuBHble [OKYMEHTbl MepefdalTcs OpraHv3auuv-npaBONPEEMHUMKY W BKIYalTCA B
apXuBHbI boHA NocrneaHen.

[OKyMeHTbl NOCTOSAHHOIO XpaHEHUS 1 AOKYMEHTbI MO NIMYHOMY COCTaBy FMKBUAMPOBAHHbBIX OpraHv3auui
OOMXKHbI NepefaBaTbCs B YNOPAA0OYEHHOM COCTOSHMM Ha XpaHeHWe B COOTBETCTBYIOLWMIW rOCyOapCTBEHHbIN
(MyHUUMNanNbHbIN) apXuB.

2.8. XpoHonornyeckumm rpaHnLamMmm apxmBHoro coHaa aBnsroTcea <1>:

<1> MNognyHkT 2.8.6 nyHkTa 2.8 [NpaBun xpaHeHus.

AN apxuBHOro hoHAa opraHM3auun - ycTaHaBnMBaeMble Ha OCHOBE HOPMATUBHBIX aKTOB AaTbl CO30aHUSA
W nukeMaaumMm opraHusauun. MNMpyu HanMuum Heckonbkux akToB o6 obpas3oBaHUM opraHu3auuMuM MpUHUMaeTCs
Aarta Hanbornee paHHEero u3 Hux;

Ans 06beAMHEHHOMO apXxMBHOro boHAa opraHM3aumy - AaTtbl Co3AaHusa Hanbornee paHHen 1 nUKBUgauUm
Hanboree no3gHen MO BpeMeHW [edATEeNbHOCTU OpraHv3aumy, OOKYMEHTbl KOTOPOW BOLWM B COCTaB
06beaMHEHHOrO apxmMBHOro OHAA;

ONS apXUBHOM KONNEKUMN - faTbl CAMOro paHHEro U caMoro no3gHero 4oKyMeHTa.

2.9. ApX1BHbI€ AOKYMEHTbI JOMKHbI XPaHUTBLCS B CUCTEMATMU3MPOBAHHOM NopsiaKe B npeaenax apxXmBHOro
doHaa. EguHuuen cuctematmsauumn OJOKYMEHTOB apxXMBHOMO (poHAA B apxuBe oOpraHu3auumn 4BnsieTcs
COBOKYMHOCTb apXMBHbIX [OKYMEHTOB WM OTAENbHbIA [OOKYMEHT, OTHOCALLMECA K OAHOMY BOMPOCY
OesTenbHOCTV OpraHv3aunmy (ganee - e4MHNLA XpaHeHus).

2.10. EguHuupbl XpaHeHust OOMKHbI ObITb CMCTEMATM3MPOBaHbI, BHECEHbI B OnMMcU M O0GOPMIEHbl B
nopsigke, obecneyvmBaipoLLEM YYET, MOUCK U UCMONBb30BaHNE apXUBHbIX JOKYMEHTOB.

2.11. EAMHMUBI XpaHeHUs apxXMBHOro hOHAa CUCTEMATU3UPYIOTCS B COOTBETCTBUMM CO  Creaytowumu
npusHakamum:

CTPYKTYPHbIA (NPUHAANEXHOCTb €AMHUL, XPaHEHUS K CTPYKTYPHBIM NogpasgeneHnsam opraHnusanmm);

XPOHOJIOTMYECKMI (MO Nepuoaam unm gatam, K KOTOpbIM OTHOCATCS €AMHULbI XpaHeHUs);

YHKUMOHANbHLIN, OTpacneBoOW, TEeMaTUYeCKUn, MPeaMETHO-BOMPOCHbLIN  (C y4eToM  (pyHKUMIA
opraHusaumm, TeEM UM BONPOCOB, KOTOPbIX KACAaEeTCsl COAEPXKaHNe eaMHUL, XpaHEeHUS);

HOMUHanbHbIN (MO 4enonpon3BOACTBEHHON hopMe - Buam U pasHOBUAHOCTAM LOKYMEHTOB);

KOPPECMNOHAEHTCKMI (MO opraHn3aumsam, B pedyrnbtaTe Nepenmcku ¢ KOTopbiMM 0Opa3oBannch eguHULbI
XpaHeHus);

reorpacpmyeckmn (B COOTBETCTBUW C OMNPEAENEHHbIMU TEPPUTOPUSMW, HACENEHHbIMU MYHKTaMu U
apyrmmn  reorpacpmyeckummn  obbektammu, € KOTOPbIMM  CBSI3aHO  COAepXaHue [OOKYMEHTOB, aBTOpbl,
KOPPECMNOHAEHTbI);

aBTOpCKUI (MO Ha3BaHWSIM OpraHu3auuin nnu ammnuam rpaxaaH, SBnsLWNXCa aBToOpaMy AOKYMEHTOB).

2.12. [okyMeHTbl, Bowedwme B OObeOUHEHHbIM apXMBHbIM QOHA, pacrnonaralTcs No  3HAYMMOCTU
doHOoobpasoBaTenen, No XPOHONOMUN CO34aHUS AOKYMEHTOB, MO andaBuTy Ha3BaHUM 1 ApyruM npuaHakam. B
npegenax kaxgoro ¢oHga, Bowegwero B OObeAWHEHHbIN apXMBHbIA  (OHA, MNPUMEHSIOTCS MNPUHLMMBI
cuctemMaTMsauun, BblIOOP KOTOPbIX OMpeaenseTcs XapakTepom AesTEeNbHOCTU KOHKPETHbIX OpraHv3auun,
COCTaBOM M 06bEMOM JOKYMEHTOB.

2.13. CuctemaTtusaumsa OOKYMEHTOB apXMBHOW KONMEKUUW onpeaensdetcd TemMaTukon M COCTaBOM
JOKYMEHTOB.

2.14. CoxpaHHOCTb JOKYMEHTOB B apXvBe OopraHnsauum obecneymBaeTcs KOMMIIEKCOM MEPONpUATUIA MO
CO30aHVI0 HOPMAaTUBHbIX YCIOBWIW, COOMIOAEHUI0O HOPMATMBHBIX PEXMMOB W Haanexalwen opraHusaumm
XpaHeHns JOKYMEHTOB, MCKITIOYAKLLMX XULWEHNE 1 yTpaTy n obecneymBalomx NogaepaHue B HOpMaribHOM
PU3NYECKOM COCTOSTHUM.
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B komnnekc paboT no ob6ecnevyeHnto COXpaHHOCTH JOKYMEHTOB apXvnBa OpraHu3aLmmn BKIYaTCs:

NnpegocTaBrneHne NOMeLLEHUS ANsi pa3MeLLEHNS apXMBHbBIX LOKYMEHTOB;

obecneyeHre HOPMaTUBHbIX YCITOBUIA XpaHEHUS AOKYMEHTOB;

BbINOMHeHne TpeboBaHWi K pasmMeLLeHNo AOKYMEHTOB B apXUBOXPaHWIULLE;

npoBepKa Hanm4ms 1 COCTOSAHNS OOKYMEHTOB.

2.15. ObecneyeHne HOPMATUBHBIX YCINOBUA XpaHEHUS1 OKYMEHTOB BKITIOYaeT:

OCHaLleHWe apXMBOXpaHWUmnuLL cneumnanbHbIM 060pyaoBaHNEM AN XpaHEHNUS! JOKYMEHTOB;

06opyaoBaHMe NOMELLEHNS] apXMBa OpraHM3aumm cpeacTBaMy NOXapoTyLEHNs!, OXPaHHON N MOXapHON
CUrHanmsauuen;

cobnogeHne NpoTMBOMNOXAPHOTO PEXUMA;

cobntogeHne OXpaHHOro Pexnma;

CO3[aHMe HOPMAaTMBHbLIX  TEeMMepaTypHO-BNaXXHOCTHOrO,  CBETOBOrO  PEXMMOB,  NpoBedeHue
CaHUTapHO-TUIMEHNYECKNX MEPONPUATUN.

2.16. ApxvMB OpraHuMsauum pasmeLLaeTcd B CrneuuarnbHO MOCTPOEHHbLIX WM MPUCNOCOONEHHbIX Ans
XpaHeHWs1 JOKYMEHTOB 30aHNSX UMW B OTAENbHbIX MOMELLIEHUSAX 34aHUS.

B apxvBe opraHv3sauny OMmKHbl ObITb MPegyCMOTPEHbI:

apXMBOXpPaHUNULLE;

nomMeLleHve Ans npuema, BpEMEHHOIO XpaHeH!s1 JOKYMEHTOB;

noMeLleHve Ans MUCMonb3oBaHUSA [OKYMEHTOB (4uTanbHbIA 3ar, y4acToK Bbldays [OKYMEHTOB MU
NMHEOPMALIMOHHO-MOWCKOBbIX CPEACTB);

paboune KOMHaTbl COTPYOHUKOB apxuBa OpraHumsauuun, KOTOpble [OOJPKHbl ObiTb W30MMpPOBaHbl OT
NMOMELLEHWI, TOe XPaHATCS apXUBHbIE JOKYMEHTbI.

He ponyckaeTcsa pa3melleHne apxmea opraHm3aumm B NogBarnbHbIX U YepAayHbIX NOMELLEHUSIX.

2.17. ApxvBoxpaHunuiie AOMKHO ObITb yaaneHo OT nabopaTopHbIX, MNPOM3BOACTBEHHBIX, ObITOBbIX
NOMeLLEHUA N HEe MMEeTb OOLIMX C HUMM BEHTUNALMOHHBIX KaHanoB. ApXMBOXpaHWnuule OTAaensercs ot
COCELHUX NMOMELLEHNIA HECTOPAEMbIMIN CTEHAMUN U NEPEKPBLITUAMU C NPeAenaMm OrHECTONKOCTM HE MEHee [BYX
yacoB. B apxuBoxpaHunvie He QonyckaeTcs Mpoknagka TpybO BOOOCHAOXeEHUs W kaHanv3aumu,
TexHonormyeckme nnv dbIToBbIE BbIBOAbLI BOAbI.

2.18. Tllpyn pasmelleHM apxmMBOXpaHunuia B CheuuansHOM WAM  NpUCNOCOBNeHHOM  34aHuu
npeanoyTeHue (Npu paBHbIX TEMMOBbLIX XapakTepuUcTnkax) OTAaeTCA MOMELLEHUSM C CEBEPHON OpUeHTaumen
OKOH.

MaTepvanbl MOKPbITUSE CTEH, MOMIOB, TMOTOJSIKOB, BHYTPEHHEW apmaTypbl  apXMBOXpaHWMMLLA,
NpYMeHseMble MpU N3roTOBIIEHNM 0BOpYAOBaHUS U CPEACTB XPaHEHWUs] apXMBHbIX AOKYMEHTOB, HE [OOJKHbI
BblOENATb arpeCCMBHbIE XMMUYECKME BELLECTBA U OblTb UCTOYHUKOM MbISN.

2.19. ApXxvMBOXpaHUNULIE [JOIDKHO WMETb €CTECTBEHHYD  WIN  WUCKYCCTBEHHYK  BEHTUNAUMIO,
obecneunBaloLLyo PeUmpKynaumMio Bo3ayxa, CTabuUNbHOCTb TemnepaTypHO-BMaXXHOCTHOMO Pexuma, OYUCTKY
BO3ayxa OT MbIfM N arpeccuBHbIX NPUMECEW, a Takke OTBeYaTb COBPEMEHHbIM TPebOBaHWAM KOMMAKTHOCTU U
3KOHOMWYHOCTMW.

ApPXMBOXPaHUIULLIE JOIKHO MMETb BbIXOAbI K TMAOTaM M NTIECTHUYHBIM KIeTKam.

2.20. ApxuBoxpaHunuwia (3a WCKITHOYEHMEM apPXMBOXPAHWIML, pacrnosiaralolmMxXcs Ha OXpaHAeMomn
TeppuTopun) obopyayloTCa OBEPAMMU C MOBbLILLEHHOW TEXHWYECKOM YKPEMNNEHHOCTbIO MNPOTUB BO3MOXHOTO
B3110Ma, OCHaLLEHHbIMW 3aMKaMW NOBbILWEHHOW cekpeTHOCTU. OKHa NOMEeLLEHUI NePBOro aTaxa OOSMKHbl ObITb
obopyaoBaHbl 3anvparoLmMMmcs pelleTkamm <1>.

<1> MognyHkTbl 2.11.1.1 - 2.11.1.2 nyHkTa 2.11 [NpaBun xpaHeHus:.

2.21. Bce nocTtynawwme B apxvB OpraHmsauun OOKYMEHTbl pasmeLlaloTCsd B apXMBOXPaHUIULLAX Ha
CTaUMOHapPHbIX N/UNN NepeaBMKHbIX MeTanMYecknx cTennaxax, B MeTannnieckux wkadgax unm KoHTenHepax.

Crtennaxu AOmkHbl OblTb YCTaHOBMNEHbl MNEPNEeHAMKYNSAPHO CTeHaM C OKOHHbIMM MpoeMamu, a B
nomMeLleHnm 6e3 OKOH - C y4eToM 0CcODEHHOCTEN NomeLLeHnss 1 obopyaoBaHns. He ponyckaeTca pasmelleHune
CTennaxew BNfIOTHYIO K HAPYXXHbIM CTEHAM 34aHUS U K UICTOYHUKaM Tenna.

PaccTtaHoBka ctennaxen u wkadoB OCYLLECTBNSETCA B COOTBETCTBUM CO CreayowumMmn TpeboBaHUAMU:

paccTosiHUE MeXay psiAaMu cTennaxen (rmaeHbi Npoxof) - He meHee 120 cwm;

paccTosiHue (NPoXon) Mexay CTennaxamu - He MeHee 75 cwm;

paccTosiHue Mexay Hapy>XHOW CTEHOW 30aHNs U cTennaxamu, napannenbHbIMU CTEHE - HE MeHee 75 CM;

paccTosiHue MexXay CTEHOW 1 TOPLIOM CcTennaxa unm wkada (obxoa) - He meHee 45 cwm;

paccTosiHue MexXay MOJyIOM U HYDKHEW MONKoM cTtennaxa (wkada) - He MeHee 15 cM, B LLOKOMbHbBIX 3TaXKax
- He meHee 30 cm <1>.
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<1> MoanyHkT 2.11.3 nyHkTa 2.11 MNpaBun xpaHeHus.

2.22. [lpoTvBOMOXapHbIA pexum B 34aHUGX, [Oe pasMellaeTcss apxuB  oOpraHusauuu, UM B
apXuBOXpaHWNMLax yCTaHaBNMBaeTCAd B COOTBETCTBMM C HOPMaTUBHbIMW MpaBOBbIMM akTamu Poccuickon
depepaumm B obnactu noxkapHorm 6e3onacHoOCTM.

2.23. OxpaHHbIn pexuMm obecnednBaeTcs nyTeM 0O6OpPyOOBaHWS apXMBOXPaHWUMMULL, a Takke Apyrux
noMeLleHun, rae MOCTOSAHHO WKW BPEMEHHO XPaHATCA apXuBHble [OKYMEHTbl, CpeAcTBaMu  OXpaHbl,
obecneunBaloLLMMM KOHTPOSb JOCTYMNa B apXMBOXPaHUIULLE U MOMELLIEHMS apxmBa, U cobnogeHnem nopsigka
CAayn noj OXpaHy M CHATMS C OXpaHbl, YCTaHOBMEHHOIO PyKOBOAUTENEM OpraHu3aumu.

B cnyyae Bblgaum apxmBHbIX JOKYMEHTOB BO BpEMEHHOE MOMb30BaHWe MO 3anpocaM roCyAapCTBEHHbIX
OpraHoB, OPraHOB MECTHOIO CaMOyMpaBfeHUs M OpraHusauMm BbIHOC W3 34aHMa apxvBa WM  34aHus
opraHu3aumm apxmBHbIX AOKYMEHTOB pa3peLlaeTcsi TONbKO No cnelmanbHbIM MponycKaMm.

2.24. Apx1BHble OKYMEHTbI crielyeT XpaHUTb B TEMHOTE.

Bce Buabl paboT ¢ AOKYMEHTaMu LOIDKHbI NMPOBOAUTLCA MPU  OrPaHUYEHHbIX WM TEXHOMOMMYECKU
HeOOXOAMMbIX YPOBHAX OCBELLIEHUS.

3awuta JOKyMEHTOB OT AeNCTBMSA cBeTa obecrnevmBaeTcs XxpaHeHneM JOKYMEHTOB B KOPOOKax, nankax u
nepennetax, B WKadax UM Ha cTennaxax 3akpbIToro Tuna.

EcTecTBeHHOE oOcBelleHMEe B apXMBOXpaHWNuLe [OMycKkaeTCcd NpW YCroBUM MPUMEHEHUS Ha OKHax
cBeTopacceuBaTenen, 3awuUTHbIX QUILTPOB, LITOP, Xarno3W, HAHECEHHbIX Ha CTekno nokpbiTui. [ns
WCKYCCTBEHHOIO OCBELLEHUS TMPUMEHAIOTCA Namnbl HakanuBaHWs B 3aKkpbiTbiX MradoHax C  rnagkon
MOBEPXHOCTbIO.

YpoBeHb OCBELLEHHOCTM B AMana3oHe BUMAMMOrO CrekTpa He OOSDKEH NpeBblwaTtb: Ha BepTuKarbHOW

NMOBEPXHOCTU CTeMnaxa, Ha BbICOTe 0gHOro MmeTpa ot nona - 20 - 50 ntokco., Ha pabounx ctonax - 100 nrokcos
<1>.

<1> MNognyHkT 2.11.2.4 nyHkTa 2.11 MNpaBun xpaHeHus.

2.25. B apxvBoxpaHunuuie ANns XpaHeHWa OOKYMEHTOB YyCTaHaBMBAKTCA crefylolwune napamMmeTpbl
TemnepaTypHO-BNaXXHOCTHOIo pexuma: <1>

<1> lMoanyHkT 2.11.2.3 nyHkTa 2.11 MNpasun xpaHeHus.

ONS XpaHeHus1 OOKYMEHTOB Ha OymaxHOM HocuTene - temnepatypa 17 - 19 °C, oTHOcuTenbHas
BNaXHOCTb Bo3ayxa - 50 - 55%;

ONS JOKYMEHTOB Ha MarHUTHbIX AMCKax U UCKOBLIX HakonuTensax - 8 - 18 °C n 45 - 65%;

ONs JOKYMEHTOB Ha ontuyeckux guckax - 10 - 23 °C un 20 - 50%;

ONS JOKYMEHTOB Ha KMHOMMEHKe:

C HUTPOOCHOBOW - YepHO-Dernble: TemnepaTypa He Bbiwe 10 °C, uBeTHble: TeMnepaTtypa He Bbiwe -5 °C;

¢ 6e3onacHON OCHOBOW - YepHO-Dernble: TemnepaTypa He Bbiwe 15 °C, uBeTHble: TeMnepaTypa He Bblle
-5 °C;

AN POTOAOKYMEHTOB:

YyepHo-benble - TeMnepatypa He Boiwe 15 °C;

LBETHbIE - TeMnepaTypa He Bhbilwe -5 °C.

OTHOocHTENbHaA BIAXHOCTb BO34yxa, Heobxooumas Ansl XpaHeHUsl [AOKYMEHTOB Ha KMHOMMEHKE MU
doTogokymeHToB, coctanseT 40 - 50%.

2.26. B apxvMBoxpaHunuLie ¢ HeperynmpyemMbiM KNMMaToOM LOSMKHbI OCYLLECTBIIATLCA MeEpPOnpUATUS Mo
oNTUMU3aLUN TEMMNEepPaTypPHO-BMAXHOCTHOrO pexumMa C MPUMEHEHMEM OTOMMEHMS U NPOBETPUBaAHMS
nomeLLeHU, a TaKkkKe MeXaHUYEeCKMX CPeACTB YBMaXHEHMs uUnu ocylleHus Bo3ayxa. Peskue konebaHus
(Ce30HHbIE 1 B TedeHWe odHUX CyTOK) TemnepaTypsbl (+/- 5 °C) n oTHoCUTENbLHON BNaxHOCTH Bodayxa (+/- 10%)
He JonycKatTCs.

Mpy ONUTENBHOM HapyLWeHWW TeMnepaTypHO-BIaXHOCTHOMO pexuma (ot 3 cyTtok u  6onee),
COMpPOBOXJAoLLIEMCS MOBLILLEHMEM OTHOCUTENbHOW BraXHOCTH Bo3dgyxa Ao 70 - 90%, npuHMMaroTess Mepbl Mo
ero Hopmanuaauum (MHTEHCUBHOE NPOBETPMBAHNE, OCYLLEHMNE apXMBOXPaHUNULLA).

TemnepaTypHO-BNAXXHOCTHbLIA PEXMUM KOHTPONUPYETCA NyTeM pPerynsipHoro U3MepeHust TemnepaTypbl u
OTHOCUTENBHOM BIAXXHOCTU KOMHATHOrO U HapY>XHOro BO3alyXa B OOAHO U TO Xe BPeMs: B KOHOULWOHWPYEMbIX
noMeLleHnax - He pexe 1 pasa B Hedenw; B apXUMBOXPaHWIMLWAX, HE OCHAaLWEHHbIX CUCTEMOMN
KOHOVLUMOHMPOBAHNS BO3AyXa - 2 pa3a B HEAENI0; MPU HapyLUEHMSX pexnma - 1 pas B CyTKu.

lMokasaHWsi KOHTPOMbHO-U3MEPUTENbHBLIX MPUBOPOB (PMKCUPYIOTCS B PErmMcTpaLMOHHBbIX >KypHanax, B
KOTOpbIX Takke OTpPaXarwTcsa npoBepka MpPaBUIbHOCTM MokKasaHMn nNpubOpOB U  MeEPbl, MPUHATBIE MO
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HopMarnu3auum TemnepaTypHO-BaXXHOCTHOMO PeXuma B CryYasix ero HapyLeHus.

Mpn Hanuuum B 30aHMM  apxvMBa LEHTPanM3oBaHHOW cucTembl  obecneveHus  cobnogeHus
TeMNepaTypHO-BNAXHOCTHOrO pexvMa B MNOMELLEeHUsX, FAe XPaHATCA [OOKYMEHTbl, KOHTPOMb 3a ero
cobnoeHrem ocyLLEeCTBNAETCH B aBTOMATUYECKOM pPexnme.

2.27. NomelLeHns apxuBa opraHm3aumm OIDKHbI COAePXKaTbCs B YMCTOTE, B YCIOBMSX, WCKIOYaOLLmUX
BO3MOXHOCTb MOSIBNEHUS MIIECEHWN, IPbI3YHOB, HACEKOMbIX, MblW. B NomelleHnsax apxvMBOXpaHUNULy AOIDKHa
6bITb 0becneveHa cBobofHasi LMPKYNAUMs BO3Ayxa, WMCKovawlwas obpasoBaHWe HenpoBEeTPUBAEMbIX 30H,
OMnacHbIX B CAaHNTapHO-BMONOrMYECKOM OTHOLLIEHWM.

B nomeLleHnsIX apxMBOXpaHUnuLLY, Heo6XxoanMO:

NPOBOANUTL CUCTEMATUYECKYHO BMAXKHYIO YOOPKY;

He pexxe OJHOro pasa B rof NpoBoAMTb obecnbinmBaHne KOPOBOK C AOKYMEHTaMu, LWKadoB, CTennaxen;

obpabatbiBaTb LOKOMbHbIE YacTU cTennaxewn, nombl, MAWHTYCbI, NOAOKOHHWKN BOAHLIMW pacTBOpamMu
aHTUCENTUKOB.

2.28. [1ea pa3a Brog (B Hayarne U NO OKOHYAHMM OTOMUTENBHOrO CE30HA) AOKYMEHTbl M MOMeELLEHNs
apXvMBOXpaHWnULL, NoABepratTca obcneaoBaHnio AN CBOEBPEMEHHOro OOHapYXeHNST HaceKoMbIX W MeceHu.
Mpn 0BHapy>xeHun Bruonornyecknx BpeauTenen NPUHMMaTCA CPOYHbIE Mepbl N0 Ae3NHMEKUMN 1 Ae3NHCEKLNN
OOKYMEHTOB U NMOMELLEHMIN cunamm paboTHMKOB apxuBa, a Npu HeobXxoAMMOCTU - CUIlaMu COOTBETCTBYHOLLMX
cnyxo.

2.29. B apx1MBOXpaHunuLLe 3anpeLiaeTcs HaxO4uTbCsi B BEPXHEW OAEXAe, MOKPOM W rpsA3HOM obyBu;
XpaHWUTb NOCTOPOHHME NpeaMeThbl, MMYLLECTBO U 0O0opyAoBaHue, ynoTpebnaTb NULLeBbie NPOaYKTbI.

2.30. O6s3aTenbHbIMU YCIIOBUSAMU XPaHEHWNS 3NEKTPOHHBIX JOKYMEHTOB SBMNSAIOTCS:

Hanm4me B apxvMBe OpraHn3aumm He MeHee OBYX 3K3EMMNNAPOB KaXA0W eANHULbI XPaHEHNS 3NEKTPOHHBbIX
OOKYMEHTOB (OCHOBHOM 1 pabo4min 9Kk3eMnnspbl JOMKHbI HAXOAUTBLCH Ha pa3HbiX PU3NYECKMX YCTPONCTBAX);

HanMyne TEeXHUYECKUX U MpOrpaMMHbLIX CPeAcTB, MpedHasHayeHHbIX Ans  BOCNpousBedeHus,
KONUpoBaHWs, nepesanmncy aNeKTPOHHLIX JOKYMEHTOB, KOHTPOMNS (PU3NYECKOrO N TEXHUYECKOTO COCTOSHUS;

obecrneyeHve  pexuma  XpPaHEHUS  ANEKTPOHHbIX AOKYMEHTOB, NCKITHoYatoLLero yTpary,
HEeCaHKLMOHNPOBaHHYH PacChIfKy, YHUMTOXEHNE UINN UCKaXeHe nHdopmaumu.

2.31. lNepepaya TEKCTOBbIX SMEKTPOHHbIX [AOKYMEHTOB AN XpPaHeHWs B apxuB  OpraHusauuu,
ABNSAOLLENCS NCTOYHUKOM KOMMMEKTOBaHWS rocygapCTBEHHOIo U MyHULMNANbHOIO apxmBa, OCyLecTBNsSeTcs B
dopmate PDF/A.

2.32. B uensx obecneyeHuss XpaHeHUd, y4eTa W UCMOMb30BaHWSA 3MEKTPOHHbIX JOKYMEHTOB,
HaxoOsAWMNXCA Ha XpaHeHWM B apxvMBe OpraHvM3auun, [OSMKHO MPOV3BOAUTLCS CUHXPOHHOE W3MEHeHue
nporpammHo-annapaTHON cpedbl B OpraHu3auum W B apxvBe OpraHusauumM, a Takke CBOEBpeMeHHas
nepesanncb 3MeKTPOHHbIX apXMBHbIX AOKYMEHTOB Ha HOBblE HOCUTENW 1 B HOBble hopMaThbl.

B npouecce xpaHeHUst aNeKTPOHHbIX AOKYMEHTOB B apXMBE OpraHn3aumm He pexe ogHoro pasa B 5 ner
NPOU3BOAUTCH TEXHUYECKUA KOHTPOSb (PU3NYECKOrO COCTOSIHUSA HOCUTENEW 3MNEKTPOHHbIX [OOKYMEHTOB MU
BOCMPOU3BOANMOCTU SMNEKTPOHHBLIX JOKYMEHTOB.

B cnyyae ecnu npu OCyLLECTBNEHNN TEXHWUYECKOrO0 KOHTPOMS YCTaHOBMEHbl U3MEHEHUs U3N4ecKoro
COCTOSIHUSI HOCUTENeW 3MEeKTPOHHbIX [OOKYMEHTOB, apxvB OpraHusaummM Mo peLleHnio  PyKOBOAUTENS
opraHv3aumun JormKeH NpoBOAUTL paboTy Mo Nepesanmcu ANEKTPOHHbLIX AOKYMEHTOB Ha HOBblEe HOCUTENN.

Mpu nsameHeHnn hopmaTtoB B pesynbTaTte npeobpasoBaHMs NporpamMmHo-annapaTHoOW cpefbl, yXyaweHus
BOCMPOU3BOANMOCTM INEKTPOHHLIX JOKYMEHTOB apXMB OpraHn3aLunmn no peLleHnio pykoBoaUTENsS opraHusaumm
OOIDKeH NpoBOAUTb paboTy No nepesanycu NeKTPOHHbIX JOKYMEHTOB B HOBble dhopMaThl.

Mpwu ocywecTBneHnn nepesanncy gomkHa 6biTb obecneyeHa ayTEHTUYHOCTb, MOMHOTA, AOCTOBEPHOCTb,
LleNOCTHOCTb U HEM3MEHHOCTb MHAOPMaLIMK, COAEPXKALLENCH B SMEKTPOHHbIX AOKYMEHTaXx.

TeKkcToBblE 3MEKTPOHHbIE AOKYMEHTbI, NMOABEPriLMecs nepesannucn B HoBble hopmaTtbl U/MNM Ha HOBble
HOCUTENK, AOMKHbI OTBeYaTb TpeboBaHUAM, yCTaHOBMEHHbIM m HacTosawwmx MNpasun.

2.33. [Ins onepaTMBHOro JOCTYNa K 9NEeKTPOHHLIM [OKYMEHTaMm B CNPaBOYHbIX M MOUCKOBBLIX LENnsx B
apxuBe cosfaeTcs poHA Nonb30BaHUS 31EKTPOHHBLIX JOKYMEHTOB.

2.34. Bce noctynawlue B apxvB OpraHMsaumv OOKYMEHTbl pasMeLLaloTCs B apXMBOXpaHuMnuwax Ha
cTennaxax wnu B wWwkadax B Mopsdke, COOTBETCTBYIOLIEM OMUCAM e, [OOKYMEHTOB. [JOKYMEHThI,
TEMNepaTypHO-BNAXHOCTHbIN PEXUM  XPaHEHUS KOTOPbIX pPasfuyeH, [OOMXHbl pasmellatbCsd B pPasHbIX
apXuBOXpaHuUnuLax.

2.35. JokymeHTbl ApxuHoro cdoHnaa Poccuiickon ®egepaunm u apyrme apxmBHble LOKYMEHTbl OOSKHbI
XPaHWUTBCSA B KOPOOKax MNu narnkax, U3rotoBrneHHbIX 13 6e3BpeaHbIX Ans JOKYMEHTOB MaTepuarnos.

OneKTPOHHbIe AOKYMEHTbI Ha on3nveckm 060CoBNEeHHbIX HOCUTENAX PasMeLLalTCa OTAENbHO OT OpYruX
OOKYMEHTOB.

Ha kopobku npuknenBaroTCs ApPMbikK, HA KOTOPbLIX YKasbiBaOTCA: HOMep doHAa, HOMEP ONUCKU U KpanHue
HOMepa gen, pasMeLLEeHHbIX B JaHHOW Kopobke.
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Mopsagok pasmeLLeHns ycTaHaBNUMBAETCH B 3aBUCUMOCTU OT pacCTOAHUS Mexay nonkamu, ¢uan4eckoro
COCTOSIHMA Oen, a Takke OT TBepAOCTM UM MSArKOCTW nepenneTa. [ena, umetowme TBepAabli nepenner,
yCTaHaBMNMBaKTCS BEPTUKAIBHO; C MATKUM NepensieToM Ui HenepensieTEHHbIE - TOPU3OHTarbHO.

Kopo6Gkn He JomKHbI BbICTYNaTh 3a NpeAeribl MOSIOK CTENaXxewn.

He ponyckaeTtcs xpaHeHWe JOKYMEHTOB B TPaHCMOPTHOW Tape, B wTabensax, Ha nony, NnogoKOHHMKaXx,
NECTHUYHbIX MoLWaaKkax U ApyrMx He npefgHa3Ha4YeHHbIX ANst XpaHEHUS! JOKYMEHTOB MECTax.

2.36. Bce nomelleHnss apxvBa oOpraHuMsauum, a TakKe CTennaxu, LwWkadbl, KOHTEMHEPbI, MOJKM
HymepytoTcs. Ctennaxu, wkadbl U KOHTENHEPLI HYMEPYOTCS B KaXKAOM apXMBOXPaHUIULLE CrieBa HamnpaBoO OT
BXOZHOW ABEpU, a NOJKM Ha CTenmnaxax - No wkadam CBEpXy BHM3, CrieBa Hanpageo.

2.37. B uenax onpegeneHnss MecTa XpaHEeHUs [OOKYMEHTOB B apXuBOXpPaHWUMuLLE COCTaBNAKOTCS
Tonorpacdmyeckne ykasaTtenu: MnocTenaxHble m anpu GomnbwoM konuyectBe (POHAOB -
nodoHaoBbIE .

2.38. VIameHeHus, npoucxoasiuue B pasMmeLlieHun OOKYMEHTOB, [OIKHbl CBOEBPEMEHHO OTpaXaTbCHd B
Tonorpacmyeckmx ykazaTensx.

2.39. B xoQe NpoBepKu Hanu4ms N COCTOSIHWUS apXMBHbIX AOKYMEHTOB B apXMBEe OpraHn3aLun:

yCTaHaBnMBaeTCs hakTnyeckoe Hanmume eguHnL, XpaHeHus 1 COOTBETCTBME YYETHbIM AOKYyMEHTaM;

BbISIBMSIIOTCS M YCTPAHSIOTCA HeJoCTaTKN B y4eTe JOKYMEHTOB;

BbISIBMAIOTCS OTCYTCTBYIOLLME OOKYMEHTLI U OPraHn3yeTcs po3bICk;

BbISIBMAIOTCA n y4nTbIBaAKOTCSA OOKYMEHTHI, TpebytoLme npodmnakTN4ecKon n/unu
pecTaBpaLMOHHO-NpodmnakTnieckon obpaboTkm.

BbIiABNSIOTCA M yuyMTbIBAOTCS  QNEKTPOHHbIE  OOKYMEHTbI, Tpebyowme nepesanncn Ha HOBble
3MNEKTPOHHbIE HOCUTENW, NPOBOANTCS KOHTPOIb (ON3NHECKOTO U TEXHUYECKOrO COCTOSHUSA €AMHUL, XPaHEeHUs,
OCYLLIECTBMSIETCA NPOBEPKA Ha HanMune BPeLOHOCHbIX KOMMbIOTEPHbLIX MPOrpamMm.

2.40. NpoBepka HaNMM4Ynss U COCTOSIHUS OOKYMEHTOB Ha OyMaXKHbIX HOCUTENsSIX MPOBOAMTCS B apxuBe
opraHu3aumm KOMUCCUEN U He MeHee YeM OBYMS paboTHMKaMM He pexke ogHoro pasa B 10 neT, aNeKTPOHHbIX
JOKYMEHTOB - HE pexe ogHoro pasa B 5 ner.

2.41. Tpy npoBepKe HanMunsi U COCTOSIHUS OKYMEHTOB B apXvBe OpraHn3auum Heobxogumo:

COXpaHATb MOPSAOK pPacnosioXeHWs [OOKYMEHTOB Ha cTenmnaxax, B Wkadax M KOHTenHepax B
COOTBETCTBMM C TOnorpadmyecknmmn ykasatensmu. [lpn M3MEHEeHMM pacnonoxeHna agen Heobxoanmo
CBOEBPEMEHHO AenaTb COOTBETCTBYIOLLME 3anncu B Tonorpadruyecknx ykasatensix;

nomeLlate Ha MecTa Hafnexallero xpaHeHusi obHapyXeHHble BO BpPeMsl MNPOBEPKU HEMNpaBWUIlbHO
pasMeLleHHbIE eOUHNLIbI XPaHEHWS;

u3piMaTb C MOCNedylLwWwen u3onaunern [LOKYMEHTbl, 3apaXeHHble MMeCeHbd wunu  Apyrumu
ouonormyeckumn BpeguTenamm (4ns JOKYMEHTOB Ha ByMaXHOM HocuTene);

M3biMaTb €QMHULbI XPaHEHUST 3NEeKTPOHHbLIX [OOKYMEHTOB, COAepaluMe BpPEeLOHOCHbIE KOMMbIOTEPHbIe
nporpamMmebl, NOMeLLaTb Ha cneunansHO BblAENEHHYI MNOMKY (B AWMK) AN nocneayoLler o6paboTku;

n3biMaTb 1 pas3MeLlaTtb BCref 3a y4TeHHbIMU Aena, He BHECEHHbIE B OMUCHK.

BHeceHue BbISIBNEHHbIX B XOA€E NPOBEPKN HEYYTEHHbLIX OeNn B ONucb 3anpellaeTcs. HeydTeHHble gena
nognexaT obpaboTke 1 onUcaHWo NOcne 3aBepLLUEHUSA NMPOBEPKM.

2.42. lMpoBepka Hann4ns n COCTOAHNA LOKYMEHTOB MPOBOAUTCA MYTEM CBEPKM onucaTernbHbIX cTaTen
OMNUCK C oNUcaHueM gen Ha obnoXKax.

dusmyeckoe CoCcTosgHME Aen onpeaenseTcsa nyTem B13yansHOro npocmMoTpa.

Henatb kakme-nMbo NOMETKM MUIK 3anucu B ONUCSAX AeN U APYrnX YYeTHbIX AOKyMEHTax 3anpelaetcs. B
KOHLie KaXxgol NMpoCcMOTpeHHoM onucu genaetcs 3anucb "TIPOBEPEHO" ¢ ykazaHuem Homepa u gatbl akTta
NPOBEPKMN HANN4YMs N COCTOSIHMSA JOKYMEHTOB.

2.43. TllpoBepka HanMUuMa WU COCTOSHUS [OOKYMEHTOB CYMTAeTCA 3aBepLleHHOW nocne BHeceHus
N3MEHEHWI, BbISIBNEHHbLIX NPOBEPKON, B yYETHbIE JOKYMEHTbI apXmBa.

Mo pe3ynbTatam NPOBEPKM COCTABMSETCS akT NPOBEPKN HANMYMUs U COCTOSIHUSI apXMBHBLIX LOKYMEHTOB

. Mpn obHapyxeHun OWNOOK B YYETHLIX OOKYMEHTAX COCTaBMSETCA akT O TEXHUYECKMX
olmbKax B y4eTHbIX AoKymeHTax [opunokenve N 4). B cnyyae obHapyKeHWs JOKYMEHTOB, He OTHOCALLMXCS K
aHHOMY (bOoHAY, apXMBY OpraHM3aunm, HeyYTEHHbIX, TakKe COCTaBMNsAETCS COOTBETCTBYOLUNA aKT m@
. YKasaHHble akTbl MOAMNMUChIBAOTCA UCMIOMHUTENSMU U YTBEPXKAAKTCA PYKOBOAMTENEM OpraHusauum wnm
€ro 3amecTuTenem, KypupyrLwmum 4eaTenbHOCTb apXmBa.

2.44. Ecnv npoBepKON Hamnuynsi U COCTOSHUS JOKYMEHTOB YCTAHOBIEHO OTCYTCTBME AeN U [OKYMEHTOB,
opraHumsyeTcs UxX po3biCK.

Po3biCK apXMBHbIX JOKYMEHTOB, He OOHapyXeHHbIX B XO4e MPOBEPKW, OPraHu3yeTcss C MOMEHTa
BbISIBITEHWNSI OTCYTCTBMS U MPOBOAMTCS B TeYEeHWe ofgHoro roga. Ha gena, He obHapyXeHHble B X0[e MNPOBEPKU
HanMunst 1 COCTOSIHUSA OOKYMEHTOB, COCTaBnsAeTcs akT ob yTpate LOKYMEHTOB m KOTOpPbIN
paccmaTpuBaeTCs 3KCMEepTHOW Komuccuen (UeHTpanbHOW 3JKcnepTHon komuccuen) (ganee - OK (L3K)
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opraHusauMm u yTBepXOaeTcs pykoBoAUTErNeM opraHudaumMm unmn ero 3amectutenem. K akty npunaraetcs
cnpaeka O NpoBefeHuM po3bicka, MOArOTOBIIEHHASA U NoAMNMCaHHas NMMLOM, NPOM3BOAMBLUMM NPoOBepPKy. AKT 00
yTpaTe AJOKYMEHTOB MpPeACcTaBnsieTCd B COOTBETCTBYHLUMA FOCYOapCTBEHHbIA (MyHUUMNANbHbIA) apxvMB Wv
YMNOSTHOMOYEHHBIV OpraH UCMOSTHUTENbHOM BriacTu cybbekta Poccuickon depepauum B obnactun apxmBHOro
Aena ans NpuUHATUSA peLleHns O CHATUM YTpayeHHbIX Aen ¢ ydeTa.

2.45. [lokyMeHTbl BbIJAIOTCH M3 apXMBOXPaHUIULLA Ha OCHOBaHMM MUCbMEHHOrO  paspelleHus
pyKOBOOWUTENSA apxumBa opraHusaumMum Wnuv ero 3amecTtutens (ecnu apxuB SABMSIETCH  yYpexOeHUeMm),
PYKOBOAUTENS CTPYKTYPHOro nogpasaeneHuns opraHMsaunm:

paboTHUKaM CTPYKTYPHbIX NOApa3aeneHuin opraHMsaunm;

cynebHbiM, MpaBOOXpPaHUTENbHBIM UM WHBIM  YMOMIHOMOYEHHBIM OpraHamMm B COOTBETCTBMM  C
3akoHofdaTenscTBoM Poccuickon depepaumy;

WHbBIM NofMb3oBaTeNsIM MO MUCbMEHHOMY 3asBIEHNIO.

[OKYMEHTbI BblAAIOTCH U3 apXMBOXPAHUIULL, HA CPOK, HE NPEBbLILLAIOLLNIA:

O[JHOro Mecsua - 4118 UCMOoNb30BaHMsA paboTHMKaMM OpraHM3auny U UHBIMU NOMb30BaTENAMY;

LIEeCTn MecsLeB - cyaebHbIM, MPaBOOXPAHUTENBHBIM Y MHBIM YMTOSTHOMOYEHHbLIM OpraHam.

lMpooneHve yCTaHOBMEHHbIX CPOKOB Bbi4ayn OOKYMEHTOB [OMYyCKaeTCd C paspeLleHust pyKoBOAWTENS
opraHu3auMm Ha OCHOBaHWM MMUCbMEHHOrO NOATBEpPXAEeHMs Monb3oBaTend O CoxpaHeHuu/obecneyeHuu
COXPaHHOCTN JOKYMEHTOB.

2.46. Boijaya JOKYMEHTOB U3 apXMBOXPaHUNULLA PErMCTPUPYETCS B KHUre Bblgadum gen n opopmMnseTcs:

3aKa3om (cnyxebHOWM 3anuckoi) Ha Bblgadvy aen;

aKTOM O Bblgaye fenl BO BPEMEHHOE NOMb30BaHME - MPU Bblgaye B CTOPOHHME OpraHu3auum m

Mpu TpaHcnopTUpoBKe Aern Ha ntobble paccToaHUA obecneymBaloTCa Mepbl MO OXpaHe M 3awuTe ux oT
BO3AeNCTBMSA BpeaHbIX hakTOPOB OKpYXatoLLen cpeabl.

2.47. Bblgavy AOKYMEHTOB Ha OYMaXHOM HOCUTENE U3 apXMBOXpaHUNULLa U NpMemM ux obpaTHO, B TOM
yucne B criyd4ae HeobXoaMMOCTM MOSIMCTHYIO MPOBEPKY HANMYMSA U COCTOSHWUSI LOKYMEHTOB Mepeq Bbigayven u3
apxvMBOXpaHunuwia M npu BO3BpaTe, MPOU3BOAUT pPabOTHUK apxXMBOXpaHMnMWEA B NPUCYTCTBMM NMua,
nony4atowlero (Bo3BpaLlaroLLero) gena.

BmecTo BblgaBaeMbiX M3 apXMBOXPaHWNULLE €OMHULL XPaHEeHUs U Onucen Aen, AOKYMEHTOB [OIDKHA
pasmellaTbCs KapTa-zamecTutenb nena mm] Mpn BO3BpalleHUM fena kapTa-3aMecTuTenb
N3bIMaeTCHa U XpaHUTCS B apXUBe OpraHusaumnm 4o MMHOBaHUSA HagobHoCTH.

Jena, BbldaBaemMble N3 apXMBOXPaHMUNMLLA, OOMKHbI UMETb apXUBHLIN LWNMP, NPOHYMEPOBAHHLIE JIUCThI,
nucT-3aBeputens gena (npunoxexve N 8] M NUCT MCNONb30BaHUS JOKYMEHTOB

lMoaroToBKa apXMBHbBIX JOKYMEHTOB K BblAaye 13 apXmMBOXpaHuImLia BKITOYaEeT:

BbIEMKY apXMBHbIX [OKYMEHTOB;

CBEpKy apXMBHOIO LLKpa 1 3arofNoBKOB C ONUCLIO Aen, JOKYMEHTOB;

npoBepky hn3NYecKoro COCToAHUS aena.

OnNeKTPOHHbIE AOKYMEHThI BbIOAOTCS M3 apXMBOXPAHUIMLLA B BUAE SMEKTPOHHbBIX KOMWWA MINU KOMWUA Ha
OymaxxHoMm HocuTerne. Npn HeobXoOUMOCTM 3aBEpPEHUs] KOMWUA  SNEKTPOHHBLIX OOKYMEHTOB MCMONb3yeTcs
3MEKTPOHHAsA MOAMWCb PYKOBOAWUTENS] OpraHmsaumMM WM YNONMHOMOYEHHOrO0 MM  AOSDKHOCTHOrO fuvua  uiuv
Npon3BOOUTCSA 3aBEPEHNE KOMUM OOKYMEHTa Ha ByMaXHOM HOocuTene B YCTAHOBMEHHOM MOpsSiaKe (m
HacTosawwmx MNpasun).

2.48. [JokyMeHTbI N3 apxMBOXpaHUnuLla, kak npaBsumo, He Bbl4AOTCA:

npw Hann4uu oHaa Nonb3oBaHus;

Haxo4sALMecs B HEYAOBNETBOPUTENbHOM (PU3NYECKOM COCTOSTHUMN.

2.49. B opraHusaumm [OmkHbl ObiTb pas3paboTaHbl MnaHbl KOHKPETHbIX MEPOonpuaTUA U apyrue
HOpMaTUBHbIE [OKYMEHTbI, pernameHTupylowme nopsgok paboTbl B 4Ype3BblHaWHbIX  CUTyauusx, npwu
BO3HMKHOBEHUUN KOTOPbIX HEBO3MOXHO 06eCneynTb COXPaHHOCTb apXUBHbIX AOKYMEHTOB.

C cogepxaHMeM MraHoB MEPONPUATUIA U OPYrMX HOPMAaTMBHBLIX LOKYMEHTOB, Onpegensiiowmx paboTty
apxuBa opraHusauun npu 4Ype3BblHalHbIX CUTyaLUsAX, OOMKHbI OblTb O3HaKOMMEHbl PabOTHWKM apxmBa
opraHusaumn.

lIl. YHET AOKYMEHTOB APXV/BHOIO ®OHOA POCCUNCKOW GELEPALIAN
N OPYTNX APXUBHbLIX JOKYMEHTOB B OPTAHN3ALINA

3.1. YueTy nognexart BCe XpaHsLIMEeCH B apxuBe OpraHu3auuy AOKYMEHTbI, BKM4as AOKYMEHTbl Mo
NIMYHOMY COCTaBY, KONWUM JOKYMEHTOB poHAa NOMb30BaHWA (MPU HanUuumM) 1 onucu aern, JOKYMEHTOB.

3.2. OpraHusauus, SBMASIOWASACA WCTOMHUKOM KOMMMEKTOBaHWUA FOCYAapCTBEHHOro (MYHMLMNANbHOrO)
apxuBa, NpeAcTaBnseT B rocyaapCTBEHHbIN (MyHUUMNANbHbIA) apXxmB y4eTHble cBeaeHus 06 obbeme 1 coctaBse
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XPaHSALUXCH B apxuBe opraHusauun OokymeHToB ApxuBHoro doHaa Poccuiickon ®epepauumn u  gpyrux
ApPXUBHbIX JOKYMEHTOB B COOTBETCTBUM C PermamMeHTOM rocyaapCTBEHHOrO y4yeTa AOKYMEHTOB ApPXMBHOIO
¢doHaa Poccuitickon depepauumu, yTBepXKOaeHHbIM npukasom PocapxuBa ot 11 mapta 1997 r. N 11
(3apeructpupoBaH MuHioctom Poccun 8 nona 1997 r., permctpaumoHHbii Homep 1344).

3.3. OCHOBHbIMW eAnHMLAaMN y4eTa apXMBHbIX JOKYMEHTOB SABNATCA:

apxvBHbIA POHS;

evH1La XpaHeHUs - feno, 3NeKTPOHHOoe Aeno (M HacTosawwmx Mpasun).

3.4. EavHuuam xpaHeHusi NpucBanBaloTCs y4eTHbleE HOMEepa, ABMSIIOLMECH 4aCTbl apXMBHOMO LWMdpa.
CBefeHuns 0 cocTaBe eanHUL, XPaHEHUST U X KONMYeCTBEe (PUKCUMPYIOTCS B YYETHBIX JOKYMEHTax apxmBa.

ApxvBHbIN Wndp (0603HaYeHNe, HAHOCMMOE B NNEBOM HWXKHEM YIMy Ha KaXdyl eAuvHULY XpaHeHus B
uenax obecneyeHns yyeTta u ngeHTnudmkauumn) COCTonT mM3: HOMepa apxMBHOro doHAda; HoMepa onucu gen,
OOKYMEHTOB; HOMepa eQUHULbI XPaHEHMS!.

APXVBHBIN WP 3MNEKTPOHHbIX OOKYMEHTOB, XpPaHMMbIX Ha OOOCOGMNEHHBLIX 3MEKTPOHHbLIX HOCUTENSIX,
yKa3bIiBaeTCA Ha BKMNadbllle, BMOXEHHOM B byTnap HocuTensd. ApXMBHbIM LWINGP SNEKTPOHHBLIX OOKYMEHTOB,
XpaHUMbIX B UHPOPMALIMOHHOW CUCTEME apXMBa, SIBNAETCS 00s13aTeNbHbIM 91EMEHTOM OMUCAHUS KOHTerHepa
3NEKTPOHHOTO AOKYMEHTA.

3.5. B apxuBe opraHmsauum BegyTCcs OCHOBHble (ob6sa3aTernbHble) M BCMOMOraTernbHble y4YeTHble
OoKyMeHTbl. CocTaB 1 (bOpMbl OCHOBHbIX YHETHbIX JOKYMEHTOB ONpeaensitoTcs B COOTBETCTBUM C HACTOALLMMU
Mpasunamu. CoctaB 1 hopMbl BCOMOraTerbHbIX Y4eTHbIX JOKYMEHTOB ONpeaensaoTCa apXMBoM opraHu3saLmu
CaMOCTOSITENbHO.

3.6. B cocTaB OCHOBHbIX (00A3aTENbHbIX) YYETHBIX AOKYMEHTOB apxvBa OpraHv3aunm BXogdT:

KHWra yyeta I'IOCTVI'IJ'IeHVIFI u Bbl6bITVI9| aen, JOKyMEHTOB m%

Cnncok ooHaoB

nucT poHaa (OpuUnox

onucb aen, JOKYMEHTOB NERTAT] );

peecTp on1cen

3.7. B knury ydyeta I'IOCTyI'IJ'IeHVIFI M BbIOBITUA [en, [OKYMEHTOB MOCrefoBaTeNnbHO BHOCHATCS BCe
nepBuYHbIE U MOBTOPHbIE MOCTYMneHus (BbiObITMS) Oen, JokymeHToB. Kaxgoe noctynneHue (BbiObITME) B
npegenax oT4eTHOro rofa nony4yaeTt NOPSAKOBLIV HOMEP B BaroBOW NocneaoBaTenbHOCTU.

ExerogHo Ha 1 sHBapsi NMoABOAWUTCS MTOr KONMMYecTBa MOCTYMMBLUMX WM BbIObIBLUMX 3a rog Aen,
JOKYMEHTOB.

3.8. Cnucok choHOOB BEOETCHA B apXvBe OpraHmn3aLmnn, XpaHswemM LOKyMeHTbl 6onee ogHoro doHpa. B
CMUCOK (POHAOB apxXMBHbIN (POHA 3anMCbiBAeTCA TONMbKO OAWMH pas, Npu MNepBOM MOCTYMNEHUN B apxvB
opraHusaumn. o cnucky ¢oHOOB B BarioBOM MOPSAKE eMy npuUcBaMBaeTCs YYeTHbI HOMep, KOTOpbIn
COXPaHSIETCS 3a HMUM BO BCEX YYETHbIX JOKYMEHTAX.

B cnyyae nepepadn apxmBHOro cdoHaa B OPYron apxus, BKIOYEHUSI €r0 B COCTaB OOBbEAUHEHHOro
apXuBHOro QOHAA MINN BbIOENEHMST BCEX AOKYMEHTOB K YHUYTOXEHMIO OCBOOOAMBLUMIACS HOMEpP LpYyromy
apxuBHomy hOHAY HE NPUCBanNBaETCS.

O6beanHeHHble apxvBHble (DOHAbI U APXMBHbIE KOJMEKUMM YYUTBLIBAIOTCA Ha OOWMX OCHOBaHMSX.
ObbegvHeHHOMY apxuBHOMY poHOy, OOpa3oBaHHOMY U3  apXuBHbIX  (OHAOB, paHee  YYTEHHbIX
CaMOCTOATENbHO, MPMCBaMBaETCA HOMEP OAHOIo U3 apXMBHbLIX POHA0B, BKIFOYEHHbIX B €r0 COCTaB.

B apxvBax opraHusaLuin - UCTOYHUKOB KOMMIEKTOBAHUS FOCYAAPCTBEHHbLIX (MYHUUMMANbHbLIX) apXMBOB
NpoCTaBnsieTC HOMEp apXMBHOro oHAa, 3a KOTOPbIM OH YYTeH B [OCYJapCTBEHHOM (MyHULUMMNANbHOM)
apxuBe, U KOTOPbIN COXpaHSAETCs 3a HAM MOCIe MOCTYNIEHNS ero JOKYMEHTOB Ha MOCTOAHHOE XpaHEeHNE.

HasBaHue apxmBHOro poHga BHOCUTCHA B CMMCOK (DOHAOB Ha OCHOBaHUMN MCTOPUYECKON CrpaBkn K hoHAY
W TUTYIBHOMO NNCTa ONWUCK Aer, JOKYMEHTOB.

HasBaHune apxuBHOro doHga COCTOMT U3 MOMHOrO M (B CKOOKax) COKpaLLEHHOro0 HauMEeHOBaHMS
hoHOoobpasoBatens, ¢ ykasaHveM ero NoAYMHEHHOCTW, MECTOHAXOXAeHus, AaT co3daHusa U NuKBugauuu.
Ecnn HanmeHoBaHne doHaoobpa3oBaTens U3MEHANoChb, TO B Cnvcke (POHAOB YKa3biBaeTCA ero nocrnegHee
HasBaHWe B pamKax nepuvoda, 3a KOTOpbIA MNPUHATBI OOKYMeHTbl. Bce npegbigyline nepemmeHoBaHMs
oTMevaloTCcs B NncTe ooHaa.

HasBaHue o6beanHeHHOro apxnBHoro ooHAa COCTOMT U3 0OOBLLEHHOrO Ha3BaHWS BKIOYEHHbLIX B HEro
apXuBHbIX (OOHA0B, U3 NEePEeYHsI Ha3BaHWUIA CMEHSBLUMX APYr Apyra opraHusauuin. KoHKpeTHble HaumMeHOBaHMWs
BCEX OpraHusaumi, LOKYMEHTbl KOTOPbIX BOWMM B OObLEOWHEHHLIN apxMBHbBIM OHA, a Tawkke WX
nepevMeHoBaHNA yKa3blBaloTCH B nUcTe doHaa.

B Ha3BaHUM apXxMBHOW KOMMEKUNN YKa3biBAETCA NMPU3HaK (NpU3Hakn) ee hOpMMpPOBaHNSI.

ExerogHo Ha 1 AHBapsi K cnvcky (QOHOOB COCTaBIISIETCS UTOroBasl 3anucb O KONUYECTBE apXMBHbIX
hOHAOB, MOCTYNMBLUMX U BbIOLIBLUMX B TEYEHME roga, 1 0bLleM Konm4ecTBe apxmBHbIX (POHOOB, HaxXoOALMXCA
Ha XpaHeHWUn B apXuBe.
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Cnumcok oHOOB 3akniovaeTca B TBepAytd  OOMOXKy, JUCTbl  HYMEpPYKTCS, COCTaBnsieTcs
NNCT-3aBepPUTESb.

3.9. JlucT poHOa COCTaBMSETCA Ha Kaxabl apxmBHbIM oHA. B Hem yuuTbiBalOTCA BCe onucu Aen,
OOKYMeHTOB (poHaa.

Jlnct cpoHga moxeT ObITb NepecocTaBneH TOMbKO B Crlydae, €Crnv OH HeucnpasMMO MOBPEXAEH unu
nepecraeT oTpaxaTb (pakTu4eckoe COCTosiHMe U 06bem apxmBHoOro poHaa. B crniyyae nepecoctaBneHuss nucta
doHOa paHee oencTBoBaBLLUMA NUCT doHAa nomellaetcss B geno ¢oHaa. B BepxHem npaBom yriy oboux
nuctoB hoHAa AenaroTca oTMeTKM: "JIMCT nepecocTaBnel" ¢ ykasaHWeEM AaTbl NEPECOCTaBNEHUS, AOMKHOCTU U
noanucy coctaBuUTENS.

JINCTbl POHAOB XpaHATCA B nopsgke HOMEPOB apxXuBHbIX ooHAOB. K KaXaon nanke cocTaBnseTcs
nNCT-3aBepuUTENb, FAe YKa3blBaTCS HadarnbHble N KOHEYHbIE HOMEpPa apXMBHbIX POHA0B 1 obLLee KOnMyecTBO
apXMBHbIX (POHAOB, NIUCTbI KOTOPbIX HAXOAATCS B Narke.

3.10. B onucn pgen, OOKyMeHTOB (roA4OBOM pasfene onucu aen, OOKYMEHTOB) efuHULbl XpaHeHWUs
YYMTbIBAKOTCA B COOTBETCTBMM C CMCTEMATM3AUMEN 3a MOPAAKOBLIMU YYETHBIMM HOMEPaMM.

lMepBOMY rogoBoMy pasgeny onucu e, AOKYMEHTOB dhoHAa MnpucBaMBaeTcs HOMep Mo nUCTy ¢oHAa,
BCe nocneyuwme rogosble pasgesbl YUCHASTCS 3a JaHHBIM HOMEPOM [0 3aBEpLUEHMS OMNUCHU.

He ponyckaeTcss npucBoeHWe OnucsiM Aen, OOKYMEHTOB OAMHAKOBbIX YYETHbIX HOMEPOB B npegenax
ogHoro doHAaa.

B KoHLIe BCex ak3eMnnsapoB onucuK aen, JOKYMEHTOB AenaeTcs UToroBas 3anucb, B KOTOPOWN YKa3biBaeTCcs
KONMMYECTBO HaXOOSALLMXCSA HAa XPaHEHUN eQMHUL, XpaHEeHUS, NepBbIA U NOCNeAHUI HOMepa eaUHNUL, XPaHEHWS NO
OMNUCK, YKa3biBaKOTCA UMEIOLLMECS NPOMYCKN HOMEPOB, NIUTEPHbIE HOMEpPA, BbIObIBLUME €AWHULBI XPaHEHMST U
OCHOBaHWe BbIObITHS.

Mocne Kaxgoro NOCTYNMeHNst Uy BblObITUS JOKYMEHTOB COCTaBNSAETCHA HOBas UTOroBas 3anMcb K OMNucu
Oen, DOKYMEHTOB, KOTopas NOANUCLIBAETCS ee COCTaBUTENEM C YKasaHUEM JOIMKHOCTM U AaTbl COCTaBMNEHNS.

Ecnu onucb gen, OOKYMEHTOB COCTOMT W3 HECKOMbKUX rofoBbIX pasfenos, TOMOB, UTOroeBasi 3anvcb
COCTaBMsIeTCA K KaXOOMy rofoOBOMY pasgeny, TOMy; KpoMe TOro, K KaxaoMy mnocrefylolleMy rogoBoMy
pasgeny, ToMy B HapacTaloLLEeM NOpsiAKe COCTaBNSETCA CBOAHAsi MTOroBasi 3anmchb.

FopoBble pasgenbl, €CnNM OHW He SBMSIOTCA 3aKOHYEHHOW OMUCbI, He MOAWMBAKTCA UM He
nepenneTarTCs; OHN XPaHSATCS B apxXUBE B Narnkax.

3akoH4YeHHas onuck Aen, AOKYMEHTOB AOMKHa BKNovaTb He 6onee 9999 eauHuUL XpaHeHus.

3akoH4YeHHas onuch Aen, AOKYMEHTOB BMECTe C TUTYMbHbIM NIMCTOM M CMPaBOYHbIM annapaToM K Hew
3aKrnyaeTcs B TBEPAYH 0OMOXKY, HYMeEpyeTCs 1 NoALnBaETCs Uu nepennetaeTcs.

Kaxxgass 3akoH4YeHHasi onucb Aen, AOKYMEHTOB, TOM ONWCU [ferl, OOKYMEHTOB [OJDKHbl  MMETb
nNCT-3aBepUTESb.

3.11. Mpun Hanuumm B apxmBe opraHusaumMmM AByX u Gonee onucen gen, OOKYMEHTOB BEAETCHA peecTtp
onucen .

Onucu gen, [OOKYMEHTOB BHOCHATCH B peeCcTp Onucerh B XPOHOMOMMYECKOW nocnenoBaTenbHOCTU
NOCTYMMEHUsI NOA COOTBETCTBYHOLLMMMW NOPAOKOBBIMMA HOMEPAMMU.

B peecTtpe onucen (OUKCUMPYHOTCS OCHOBHblE AaHHblE MO COCTaBy KaXdow MOCTYNMBLUEN B apxvB
opraHusaumm onucu gen, JOKYMEHTOB: HOMep boHAa, HOMEpP OMUCK, KONTMYECTBO €AMHWL, XPaHEHUs] B OMUCH,
KONMMYeCTBO JIMCTOB B OMUCU U €€ 3K3EMMNIAPOB.

3.12. na ueHTpanu3oBaHHOIO rocyAapCTBEHHOro yyeta AOKymMeHToB ApxuBHoro ¢oHga Poccuiickon
depepaumm B apxuBe oOpraHusauum, SBMASIOWENCHS WCTOYHMKOM  KOMMMEKTOBAHWS  rocyaapCTBEHHOro
(MyHMLUMNaneHOro) apxmea, COCTaBMNSETCA NAcnopT apxXxuBa opraHnsauuun. <1>

<1> dopma nacnopta apxuBa oOpraHv3aummM ycTaHoBfneHa PernmameHTOM rocygapCTBEHHOIO y4eTa
AokymeHToB ApxumeHoro poHaa Poccuiickon ®egepaumu (yTBepxaeH npukasom Pocapxmsa ot 11 mapta 1997
r. N 11, sapeructpuposaH MuHioctom Poccum 8 utona 1997 r., peructpaunoHHbii Homep 1344).

3.13. Apx1B opraHmsauum MOXeT BECTU TakKe y4eT B aBTOMATU3MPOBAHHOM peXnMe - B BUOE YYETHbIX
0a3 gaHHbIx (BA).

YyeTHble B[l NpyMeHATCA BO B3aMMOCBA3N C APYrMMU MHbOpMaLUMOHHbIMM B, nmetommuncs B apxuse
opraHumsaumm, M AOfKHbl OblTb COBMECTUMbI C COOTBETCTBYHOLMMU Yy4eTHbiMM B[] rocygapCTBEHHbIX
(MyHUUMNANbHBIX) apXMBOB U OPraHOB yNpaBreHUsl apXUBHbLIM AenoMm.

3.14. YyeTHble AOKYMEHThLI apXmMBa OpraHu3auuu, Kpome onuvcen Aen, OOKYMEHTOB, NpeaHa3HavalTcs
ansa cny>xebHoro nNonb3oBaHUs 1 NONb30BaTENSIM HE Bbl4AKOTCS.

3.15. YyeT nocTtynneHns n BblObITUS OeN, AOKYMEHTOB B apXMBE OpraHusaumm OCYLLECTBNSAETCA Ha
OCHOBaHUW:

onucu aen, OOKYMEHTOB CTPYKTYPHOro nogpasgerneHus m rogoBoro pasgerna  CBOAHOM onucu  aen,
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[IOKYMEHTOB OpraHv3auuu;
HOMEHKNaTypbl e OopraHvM3aLuM, 3aMeHsiloled rofoBOi pasdern CBOAHOW ONuWcKM aen, [OOKYMEHTOB
opraHusauuu;

aKTa 0 TeXHMYECKMX OLIMBKaXx B y4eTHbIX JoKyMeHTax (opunoxeruve N 4);
akta 06 oBHapyXeHWM OOKYMEHTOB (He OTHOCSILUMXCSH K [AaHHOMY (POHAY, apxvBy, HeyYTEHHbIX)

akTta 06 yTpaTte aokymeHToB [Opunoxenve N 6);
aKkTa nprema-nepeaayn apxvBHbIX AOKYMEHTOB Ha xpaHenue [opunoxenve N 20);
aKTa 0 BbIAENEHUN K YHUUTOXKEHIIO apXUBHBIX [IOKYMEHTOB, He noanexalumx xpaqenuto [mpunoxenve N

BJ;

aKkTa 0 HeMCPaBMMbIX NOBPEXAEHUSX apXVUBHbIX AOKyMeHTOB [mpunoxerve N 22).
Ha ocHoBaHWM yKka3aHHbIX JOKYMEHTOB BHOCATCS HE06X0AMMbIe N3MEHEHUSI B OCHOBHbIE (00s3aTernbHbIE)

yYyeTHble JOKYMEHTbI apXuBa:
B_KHUIY yyeTa MOCTYnneHus u BbibbITUA Aen, AokymeHToB (opunoxenve N 11Yu B nucT doHaa

- NPV_KaXKOOM M3MEHEHWN B COCTaBe U 06 beMe JOKYMEHTOB apXvBa OpraHu3aLuu;
B CM1CoK ¢poHA0B - NPW NOCTYMNJIEHMN HOBOTO apXMBHOIO (DOHAA UK BbIOLITUM BCEX

Aen, AOKyMeHTOB, HaxOAMBLUErOCsi Ha XpaHeHU apxXuBHOro ooHaa <1>;

<1> B rpagpe "OT™MeTKa 0 BbIObITMM hoHaa" cnvcka hoHA0B yka3biBaeTCs, Kyaa BblObi apXMBHBIN hoHA,
a Takke gata u HoOMep JOKYMEHTa, Ha OCHOBaHMM KOTOPOrO OH BbIObIST.

B peectp onwucen [opunoxerve N 19)- npu NOCTYMAEHMM HOBOW OMMCM MMK BLIOLITUM BCEX €AVMHMLL
XPaHEeHMWs1, HAXOAMBLLENCS Ha XpaHeHUn onnucu. Homep BbIObIBLLEN ONUCKU OPYTMM ONMUCAM Aen, JOKYMEHTOB He
npuceavBaeTcs U 0CTaeTca CBODOAHLIM;

B ONUCK Aen, AOKYMEHTOB - NPU KaXA0M MOCTYNNEeHUM u/vnn BbIObITUM OeNn, OOKYMEHTOB, YYTEHHbLIX B
JaHHOM onucu.

CooTBETCTBYHOLLINE N3MEHEHMNSI BHOCATCS] BO BCMIOMOraTesbHble YYE€THbIE AOKYMEHThI.

Bce akTbl, JOKyMeHTUpylOWMe pesynbTaTbl apXuBHbIX paboT, BKMYalTca B Aeno ¢doHaa, KoTtopoe
3aBOAMUTCA Ha Kaxabln OHA, HAXOOALWMINACS HA XPaHEHUN B apXMBE OpraHmM3auuu.

Jeno doHaa, Hapsgy C OOKYMEeHTaMu, oTpaxawwumum uctopuio doHga u  doHaoobpasoBaTens,
BKMOYaeT y4eTHble JOKYMEHTbI, XapakTepusyoLme nsmeHeHus oHaa.

IV. KOMIMJTIEKTOBAHWVE APXMBA OPIAHU3ALIW JOKYMEHTAMW APXUBHOIO
®OHOA POCCUNCKOU SEOEPALIM N OPYTUMU APXUBHBIMW OOKYMEHTAMW

4.1. JokymeHTbl ApxmBHoro poHaa Poccuiickon ®egepaunm n AOKYyMEHTbl BpeMeHHbIX (cBbiwe 10 neT)
CPOKOB XpaHeHusi, B TOM YMCIe No NMYHOMY COCTaBy, NepefatoTcsl B apXmB OpraHu3aunn He paHee, YeM Yepes
OOWH rof, U He No3aHee, Yem Yepes Tpu rofa nocrie 3aBepLUeHnst 4en B AeNonpon3BOACTBE.

[OKyMeHTbl MO JIMYHOMY COCTaBYy rOCYAAPCTBEHHbIX TPaXOaHCKUX ChyXawux W MyHMUMNanbHbIX
CryXalux, YBOMEHHbIX C rOCy4apCTBEHHON rPaXKgaHCKOM CryXObl v MyHUUMNansHoW cnyxobl, nepegatoTcs B
apxuB opraHu3aumm no ncreveHnn 10 net co AHSA YBOSNbHEHWS.

4.2. lena BpeMeHHbIX (0o 10 neT BKMOYUTENbLHO) CPOKOB XpaHeHus B apxuB He nepepatotcs. OHu
XPaHATCS B CTPYKTYPHbIX MogpasferieHnsiXx opraHvMsaummM M no UCTEYEHUW CPOKOB XpaHeHus nopnexart
YHUUTOXEHUIO B YCTAHOBIIEHHOM MOpPSKE.

B ncknounTenbHbIX Criyyasix N0 peLleHnI0 PyKOBOAWTENSA opraHv3aumy gerna BpeMeHHbix (4o 10 net
BKITHOYMTENBHO) CPOKOB XpaHEHWsi NepefaloTcs B apxvMB OpraHu3aumm no onuvcsiM ger, AOKYMEHTOB unu no
HOMeHKnaType gen.

4.3. lokyMeHTbl NOCTYNaloT B apXuB OpraHu3aumm nocrne nposegeHns akcnepTnsbl LEHHOCTH.

4.4. PeweHns o BKkMoveHUn B coctaB ApxuBHoro doHaa Poccuiickon ®enepauumn KOHKPETHbIX
JOKYMEHTOB NMPUHMMAIOTCS 3KCMEPTHO-NPOBEPOYHLIMU KOMUCCUSIMU ddeepanbHbIX FOCYAapCTBEHHbIX apXUMBOB
M YNONTHOMOYEHHbIX OpPraHoB WCMOMHUTENbHOW BRactM cybbektoB Poccunckon ®Pepepauum B obnactu
apx1BHoro gena (ganee - MK apxvMBHOro yupexaeHus) B npegenax KoMneTeHLmm.

4.5. Llenbto akcnepTn3bl LEHHOCTU JOKYMEHTOB B OpraHn3aLumn SBnseTcs:

0TOOpP OOKYMEHTOB ANSA BKIOYeHUs B cocTaB ApxusHoro dpoHaa Poccumckon ®epepauuu;

BbISIBIIEHNE OKYMEHTOB, HE NoAnexalumx ganbHenwemMy XpaHeHuio.

OKcnepTn3e LEHHOCTU noanexar BCe AOKYMEHTbl OpraHM3auum He3aBUCUMO OT BWUAOB HOCUTENEW U
cnocoboB 3anucum.

[lo npoBeeHUst 3KCTepTU3bl LIEHHOCTU B cooTeeTcTBuMM ¢ nyHkramu 4.6 - B.13 Hactoswmx MMpasun
YHUUTOXEHWE JOKYMEHTOB 3anpeLyaeTcs.
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4.6. OKcnepTr3a LEeHHOCTN JOKYMEHTOB NPOBOAUTCHA Ha OCHOBE:

OEeNCTBYIOLLIEro 3aKOHOA4ATENbCTBA MU MHBIX HOPMAaTUBHLIX MpaBOBbIX akToB Poccuiickon Pepepaumm B
obnactn apxmBHOro gena, nHopmaumm 1 JOKYMEHTaLMOHHOrO obecneyeHns ynpaBneHus;

TUMOBbIX, BEAOMCTBEHHbIX U UHbIX NEPEeYHEN AOKYMEHTOB C YKa3aHUEM CPOKOB MX XPaHEHUS!, TUMOBbLIX U
NPUMEPHbIX HOMEHKNATyp Aen.

4.7. B opraHuzauum Ons npoBedeHus1 3IKCnepTusbl LIEHHOCTM [AOKYMEHTOB CO3[aeTcsi 9JKcnepTHasd
komuccus (panee - 3IK) <1>. B opraHusauusix, UMeKOLUX CMOXHYIO CTPYKTYpYy W/Wnu noaBeaoMCTBEHHbIE
opraHu3aumm, co3garTcs LeHTpanbHble 3KCnepTHble Komuccun (aanee - LIOK).

<1> [Ina npoBefeHnst 3KCnepTunabl LLIEHHOCTU HAY4YHO-TEXHMYECKOW 1 OPYron cneunanbHOM AOKYMEHTaUmMm
B OpraHusauum moxeT 6biTb co3gaHa 3K, BkNovaoLwas CooTBETCTBYHOLUX CMELManmMCTOB.

4.8. UOK (BK) gaBnsetca coBellaTernbHbIM OpraHoM Mpu pykoBoAUTENe oOpraHu3auuu, cosfaeTtcs
NpvKasoM opraHu3aummn, 4ENCTBYET Ha OCHOBAHWMW NOSIOXEHUS.

3agaun n gpyHkumm LISK (3K) opraHmnsauum - ICTOYHUKA KOMMIIEKTOBAHMS OMpeaensitoTca MOMOXEHNEM,
yTBEPXXAAaeMbIM PYKOBOAWUTENEM OpraHn3aLum.

4.9. OcHoBHOM 3apgadven LIOK (3K) sBnaetcs opraHusaums n npoBedEeHWE 3KCMepPTU3bl LEHHOCTU
OOKYMEHTOB.

OcHoBHbIMK dyHKUMamMK LISK (3K) aenstoTcs:

opraHu3aums exerogHoro otbopa gen aons XxpaHeHust u YHUYTOXEHUS;

paccMOTpEHUE U CorfacoBaHMe NPOEKTOB HOMEHKNATypbl AeNT opraHusauuu, onucen den, OAOKYMEHTOB
MOCTOSIHHOMO Y BPEMEHHbIX (CBbiwe 10 fieT) CPOKOB XpaHeHUsl, B TOM 4Yucne Mo JIMYHOMY COCTaBy, akTOB O
BblOENEHMMN K YHUUTOXEHWIO Aer, He nognexalux XpaHeHuio, 1 ApYrux akTos.;

NnoAroToBka nNpeanoXeHun ob onpegeneHum CPOKOB XpaHEHUs! OOKYMEHTOB, He MpegyCMOTPEHHbIX
nepeyHsamMn <1>, 1 06 M3MEHEHUN CPOKOB XPaHEHWS OTAENbHbIX KaTeropui OOKYMEHTOB, YCTaHOBIEHHbIX
nepeyvHaMu;

<1> OK opraHusaumn, nepegalowmx [OOKYMEHTbl Ha XpaHeHMe B [OCYAapCTBEHHble apXxuBbl,
npeacTaBnsoT cooTBeTCTBYOWME NpeanoxeHns SMNK apxnBHOro yupexaeHus.

y4yacTue B MOATOTOBKE U PacCMOTPEHWU MNPOEKTOB HOPMAaTUBHBLIX U METOAMYECKUX [OOKYMEHTOB MO
Bonpocam paboTbl C JOKYMEeHTaMun B OpraHu3auuu;

MeTOAuYecKoe PyKOBOACTBO paboTamum B obnactm obecrneyvyeHusi COXPaHHOCTUM [OOKYMEHTarbHOro u
apxvBHOro hOHA0B OpraHu3aLuuu.

4.10. 3kcnepTn3a LEeHHOCTU JOKYMEHTOB B OpraHv3aunm NpoBoANTCS:

B Aenonpou3BOACTBE - NPU COCTaBNEHWM HOMEHKNaTypbl Aen opraHusauMum v npu noAroToBke Aen K
nepegave B apxus;

B apxvBe OpraHusauum - B npoLecce NoAroToBKM AerN K nepedaye Ha NOCTOSAHHOE XpaHeHue.

4.11. BkcnepTm3a LeHHOCTU AOKYMEHTOB NPOBOAMNTCS €XeroaHo.

Mo pesynbTatam 3KCNepTU3bl LIEHHOCTU B CTPYKTYPHbIX NOAPAasAeneHnsx opraHusaumm COCTaBsoTCA
onvcy aen CTPYKTYpHbIX NogpasgeneHuin; NOCTOAHHOTO, BpeMeHHbIX (cBbiwe 10 neT) CPoKoB XpaHeHus, Mo
NMYHOMY cocTasBy ( , @), Ha OCHOBE KOTOPbIX B apX1Be opraHn3aLmn cocTaBrnstioTCs rogoBble
pasferibl COOTBETCTBYHOLLMX CBOAHbLIX ONUCEN Aerl, JOKYMEHTOB.

Ha gena ¢ nctekwumm cpokamu XpaHeHus B CTPYKTYPHbIX NoApasaeneHnsax opraHm3aumnm CoCcTaBrsoTes
NpeanoXeHus K akTy O BblAENEHUN K YHUYTOXEHNIO JOKYMEHTOB, He Noanexalumx XpaHeHuto (no dpopme akTta,

).

Ha ocHoBe npennoxeHun CTPYKTYPHbIX nogpasgeneHun crnyxba genonpovnsBogcTBa opraHusauum
COCTaBMsET aKT O BbIAENEHUN K YHUYTOXEHUIO JOKYMEHTOB, HE noanexalinx XpaHeHuto m

[ena BKMoYalTCsa B aKT O BbIAENEHUN K YHUUTOXEHUIO JOKYMEHTOB, He noanexaiimx XpaHeHwto, ecnuv
npeayCcMOTPEHHbIN ANs1 HUX CPOK XPaHEHMS UCTEK K 1 sHBaps roga, B KOTOPOM COCTaBIIEH aKT.

Hena c otmetkon "JAMNK" <1> nognexar MOMMCTHOMY MPOCMOTPY B LENSIX BbISBJIEHWUS OOKYMEHTOB,
noanexalumx MOCTOSHHOMY XpaHeHuto. BbisBneHHble B Takux denax [AOKYMEeHTbl MOCTOSIHHOTO XpaHeHus
BbIOENATCA U NPUCOEANHSAIOTCH K OAHOPOAHBIM Aenam nnmn opMmnpyoTCa B CaMOCTOATENbHbIE Aena.

<1> OtmeTtka "OlMK" o3HayaeT, 4YTO YacTb AOKYMEHTOB MOXET ObITb OTHECEHA K CPOKY XpaHeHus
n ALl
NMOCTOSIHHO".

OcranbHble AoKyMeHTbl ¢ oTMeTkon "AIMK" BkMoyaloTca B akT Ha yHUYTOXeHMe. NMpn aTom oTmeTka "OlK"
B aKTe He yKa3blBaeTCA.
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Onwucu Ha gena, AOKYMEHTbl MOCTOSAHHOIO XpaHeHUst M NO fIMYHOMY COCTaBy W akTbl Ha YHWYTOXEHUue
JOKYMEHTOB paccMaTpmBatoTcs Ha 3acegaHum LISK (3K) ogHoBpemeHHo. Mo utoram paccmotpeHusa LISK (3K)
COrNacoBbIBAOTCA ONUCKU Jen, LOKYMEHTOB MOCTOSIHHOrO XpaHEHUs M MO JIMYHOMY COCTaBy M akTbl O
BblOENEHNMN K YHUUTOXEHNIO [OKYMEHTOB.

CornacoBaHHble LISK (3K) opraHunsauum onucu gen OOKyMeHTOB (rO4oBble pasgenbl) NpeacTaBnsoTcs
Ha paccmoTpeHue JlMK:

NMOCTOSAHHOIO CPOKa XPaHEHUS - Ha YTBEPXKAEHNE;

no MIMYHOMY COCTaBy - Ha COrfacoBaHue;

OrlK yTBepxgaeT onucu Aen NOCTOSHHOIO XpPaHEHMUS 1 COTNacoBbIBAET ONUCK e MO JIMYHOMY COCTaBy.

Onucun gen, AOKyMeHTOB (rogoBble pasfenbl) HanpaenaTca Ha paccMmoTpeHue JMNK B Tpex ak3emnnspax
Ha BymMakHOM HocuTene U OOHOM 3K3EMMNNAPE Ha ANEKTPOHHOM HocuTene 4vepe3 3 roga nocrne 3asepLueHus
Aen B 4enonpoussoacTse.

Mocne yTtBepxaeHWs n cornacosaHus OlK onvcen gen, OOKYMEHTOB OMUCUM M aKT O BblAENeHuUn K
YHUUTOXEHNIO JOKYMEHTOB, HE Noanexalnx XpaHeHuo, yTBEpXXOaTCA PyKOBOAUTENEM OpraHusauuu, nocrne
yero gena, BblAENEHHbIE MO aKTy K YHUYTOXEHUIO, MOTYT ObITb YHUUYTOXEHBI.

4.12. OpraHusauun, B OeATENbHOCTM KOTOPbIX HE CO34atoTcsa JOKYMeHTbl ApxuBHoro goHga Poccuickom
degepaumu, co3garoT onmMcKM gen no JIMYHOMY COCTaBy M Onucy Aen BpeMeHHbiX (cBbiwe 10 neT) cpokoB
XpaHeHus n obecnevmBaloT X COXPaHHOCTb.

OpraHu3aumm TaKkke COCTaBMAIOT akTbl O BblAENEHUM K YHUUTOXEHWIO OOKYMEHTOB, He noanexalimx
XPaHEHWIO, N YHUYTOXAKT YyKa3aHHble [OKYMEHTbl MO WCTEYEHUM CPOKOB WX XpaHEHWs TOMbKO Mocrne
COCTaBMeHUs rofoBbIX PasfdernioB ONUCEW Aen Mo fIMYHOMY COCTaBy 3a COOTBETCTBYIOLLMA MEpUod M UX
yTBEPXXAEHUSA pyKOBOAMTENEM OpraHm3aumm.

4.13. Jena Ha OymMaxHOM HoOcuTEne, BblAENEHHbIE K YHUUTOXEHWIO, NepejaltTCa Ha YHUYTOXEHue
(yTunmnsaumio) no akTy o BblAENEHUN K YHUHTOXEHUIO [OKYMEHTOB m&% a TaKke Ha OCHOBaHUM
WHBIX OKYMEHTOB, NoATBepXaaowWwmnx pakT caayun JOKYMEHTOB Ha YHUYTOXEHUE (YTUIM3aumio).

OnNeKTPOHHbIE ferna C UCTEKLIMMM CPOKaMM XpaHEHMUS MOASEXAT BbIAENEHUIO K YHUYTOXEHUIO Ha 0oBLmX
OCHOBaHusIX, MoOcCfe  4ero  npoBoauTcad  UX  (PU3NYECKOE  YHUUTOXKEHWE WU YHUYTOXEHWEe
NpOrpamMmmHO-TEXHUYECKUMU cpecTBaMmM C COOTBETCTBYIOLLEN OTMETKON B aKTe O BbIAENEHNN K YHUYTOXEHUIO

ROkyMeHTOB [Qpunieiiae N 21)

4.14. Ona obecneyeHus nopsaka opmMupoBaHuUs M ydyeTa Aen B AenOonpov3BOACTBE OpraHv3auuu
cocCTaBnsieTca HOMeHkKnaTypa gen.

4.15. HomeHknaTypa gen 3akpennseT krnaccudmkaumio (rpynnupoBKy) MCNOMHEHHbIX AOKYMEHTOB B Aena
(3NEeKTpOHHbIE ferna) U ABMASIETCA OCHOBHbIM YYETHbIM OOKYMEHTOM, OTpaXawlyMMm COCTaB U OpraHm3auuio
OOKyMeHTanbHoro choHaa opraHusaumu.

4.16. HomeHknaTtypa gen siBnsieTcsi OCHOBOW A5 COCTaBNEHNsI onucen gen, AOKYMEHTOB MOCTOSIHHOIO W
BpeMeHHbIX (cBbile 10 neT) CpokoB XpaHeHUs, a Takke AN ydeTa gen BpeMeHHbIX (4o 10 neT BKNOYUTENBLHO)
CPOKOB XpaHeHUS.

4.17. HomeHknaTypa gen opraHuM3aumn paspabaTbiBaeTcsi Ha OCHOBaHUM TUMOBbIX, BEOOMCTBEHHbIX U
WHbIX NEPEYHEN JOKYMEHTOB C yKa3aHNEM CPOKOB XPaHEHUS!, MHbIX HOPMAaTUBHbIX MPaBOBbIX aKTOB, a TaKke
TMMNOBbLIX Y NPUMEPHbIX HOMEHKNaTyp gen.

TvnoBas n npumepHas HOMEHKNaTypbl Aen pa3pabaTbiBaloTCs OpraHamMu U opraHM3aunsMm, UMeLW MMM
B NOAYMHEHUN CETb OAHOTUMHBLIX OpraHn3aunii.

TvnoBas HOMeHKNaTypa yCTaHaBfMBaeT COCTaB Aerl, 3aBOAUMbIX B OAHOTUMHBLIX OpraHuM3aumsx, |
ABNSETCA HOPMATUBHBIM LOKYMEHTOM.

lMpumepHas HoOMeHKNaTypa yCTaHaBnMBaeT NPUMEPHbIA COCTaB Aen, 3aBoAWMbIX B OpraHu3auusax, Ha
KOTOpble OHa pacnpOCTPaHAETCH, 1 ABMSAETCH peKOMeHAaTeNbHbIM JOKYMEHTOM.

4.18. HomeHknaTypa [en opraHu3aumum cocTaBnsieTcst o ycraHoBneHHon dopme (opunoxenve N 25) Ha
OCHOBaHWW HOMEHKINaTyp Aen CTPYKTYPHbIX NnoapasgeneHun

OpraHu3saumm - ICTOYHMKM KOMMIEKTOBAHUS rocy4apCTBEHHbIX (MyHI/ILI,I/II'IaﬂbeIX) apxvBOB OOWH pa3 B 5
net <1> cornacoBbIBaloT HoMeHknaTypy gen ¢ LI3K (3K) opraHnsauum n npeacrtaBnsloT ee Ha corflacoBaHue
cooTBeTcTBYOWMX AlNK unu rocygapcTBeHHOro (MyHMLUNANbHOIO) apxuBa, COrflacHO MpeaoCTaBIiEHHbIM eMmy
NMOMHOMOYMSAM.

<1> B cnyyae W3MeHeHUs (YHKUMA U CTPYKTYpbl OpraHusauuvM HOMEHKNaTypa QJen MoanexuT
NepecoCTaBIEHNIO, COTTIaCOBaHMWIO U YTBEPXKAEHWIO.

OpraHu3aumu, B OesTeNbHOCTU KOTOPbLIX HEe COo3AalTcs AOKyMeHTbl ApxmBHOro ¢oHga Poccuiickon
denepaumu, yTBEpXKOAOT HOMEHKNATYPY Aen CaMOCTOATENbHO.
4.19. 3aKkOHYEeHHble [Eenonpou3BOACTBOM Aefla MOCTOSAHHOrO M BpeMeHHbIX (cBbiwe 10 neT) cpokos
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XpaHeHus1, B TOM 4ucre Mo JIMYHOMY COCTaBy, MOCIE OKOHYaHWUS KaneHgapHoro roda, B KOTOPOM OHM Obinu
3aBefieHbl, NOArOTABNMBAIOTCA K Nepefade B apxvMB OpraHnsauum 1 nognexart opopMIIEHNIO U OMUCAHMIO.

B 3aBMCMMOCTM OT CPOKOB XpaHEHWs1 MPOBOAMTCS MOSTHOE MMM YacTudHoe odpopmreHne gen. onHomy
odhopMIIeHuto nognexar gerna NnoCTOAHHOIO U BpeMeHHbIX (cBbilwe 10 NeT) CPOKOB XPaHEHWs U MO JINYHOMY
COCTaBy.

OdbopmneHue gen Ha GymaxkHOM HOcUTene nNpeaycMaTpuBaeT:

NOALUNBKY UNK NepenneT JOKYMEHTOB Aerna (HedpopMaTHble JOKYMEHTbI XPaHATCSt B 3aKPbIThbIX TBEPAbIX
nankax unm B kopookax);

HyMepauuio NIMCTOB Aena;

cocTaBneHue nucTa-3aBeputens gena %

CcoCTaBneHue BHYTPEHHEeN onucu JOKYMEHTOB fera ;

odhopmMneHue obnoxku gena m

MoproToBKa aMNeKTPOHHbIX Aen AN nepefdayu B apXuB OpraHu3aumv npegycmaTpvBaeT COCTaBrfieHue
ONUCK 3NEKTPOHHBIX Aen, AoKyMeHToB (opunoxerus N N 17, 0d).

4.20. B peno nomewyaroTcsi OOKYMEHTbI, KOTOPbIE€ MO CBOEMY COAEPXaHUK COOTBETCTBYIOT 3arorioBKY
Aena, npy 3TOM 3anpeLlaeTcs rpynnupoBaTh B dena YepHOBble M AybrneTHble 3K3emnnspbl AOKYMEHTOB, a
Takke LOKYMEHTbI, moanexalime Bo3spaTy.

Mpu popmuposaHum gena Heobxogumo cobnogats cnegytowme TpeboBaHus:

OOKYMEHTbI MOCTOSIHHOTO Y BPEMEHHOIO XpaHeHMs1 He0b6X04UMO rpyNNMPOBaTh B OTAENbHLIE AENa;

BKITIOYaTb B 4E€NO0 N0 OAHOMY 3K3EMMISPY KaXXAoro JOKYMEHTa;

rpynnupoBaTth B 4eN0 AOKYMEHTbI O4HOMO KaneHA4apHOro roaa; UCKMYeHMe COCTaBMsoT: nepexogduime
aena; cyaebHble gena; NuuHble gena, Kotopble (hOPMUPYKOTCA B TeYeHue Bcero nepuoga paboTbl nuua B
opraHu3aumm; OOKYMeHTbl BbIOOPHbLIX OpPraHOB M MX MOCTOSIHHLIX KOMWUCCWUIA, OenyTaTCKMxX TFpynn, KoTopble
rpynnupyloTcst 3a Nepuog Co3biBa; OOKYMEHTbl OOpasoBaTenbHbIX OpraHu3auuii, KoTopble hopMupyroTCa 3a
y4eOHbIN roa; AOKYMEHThLI TEAaTPOB, XapaKTepu3ayoLLMe CLLEHUYECKYHO OeATENbHOCTb, B Npefenax TeatpanbHoro
ce30Ha; gena unbmMoB, pyKonucewn, nctopum 6onesHen.

MpuKasbl MO IMYHOMY COCTaBY AOKHbI IPYNNMPOBATLCA B Aefa B COOTBETCTBMU C YCTAHOBIIEHHbIMU OIS
HUX CPOKaMW XPaHEHWS;

OOKYMEHTbI B FNIMYHBIX Aeriax pacnonaratoTcsi B XPOHONOrMYeckoM nopsiake no Mepe nocTynneHus;

nvueBble cdeTa no 3apaboTHoM nnate paboTHMKOB rPYNNUPYIOTCS B OTAENbHbIE AENa U pacnonaratTcs B
HUX No andasuTy amMunmim, UMeH U OT4ECTB.

Heno Ha BymaXHOM HocuTene He OOMMKHO cogepXaTtb bonee 250 NUCTOB, Npuy TONLMHe He Gonee 4 cwm.

4.21. lokymeHTbI, COCTaBnNawLIME Aeno Ha ByMaKHOM HOcuTene, MOALIMBAKTCS Ha YeTbipe npokona (Ha
TpW Npokona - Ans ManogopMaTHbIX 4er) B TBepaylo OBMnoXKy unu nepenneTawTcs C y4eTOM BO3MOXHOCTU
cBOOOAHOIO YTEHMS1 BCEX AOKYMEHTOB, OaT, BU3 W PE3OSIOLUUA Ha HUX, MeTannuyeckue CKpenreHus u3
OOKYMEHTOB YAansiTCs.

B Hauane gena Ha BymaxHOM HocuTene npu HeobXoOUMOCTU MOALIMBAKTCA JIMCTbl _BHYTPEHHEW OMNUCH
AokymeHToB Aena (opunoxenne N 27), B KOHLE Kaxaoro Aena - NucT-3aseputens Aena .

4.22. B uenax obecnedyeHUs COXPaHHOCTM W 3aKpenrneHust nopsgka pacrnonoXeHUst LOKYMEHTOB,
BKITHOYEHHbIX B 4eno Ha ByMaxkHOM HOcuTene, BCe ero NMCTbl (KpOMe NnucTa-3aBeputens gena v BHYTPEHHEN
onncK) HymepyloTCsl B BarioBOM Nopsiake apabcknmm umdpamm, KOTopble NPOCTaBNSTCA B NPaBOM BEPXHEM
yriy nucta LOKYMEHTa MpPOCTbiM rpadUTHbIM KapaH4aloM WM HymepaTopoMm. YnoTpebneHue 4epHun u
LBETHbIX KapaHgallen Ana Hymepauum nucToB 3anpelyaeTcs. JIMCTbl BHYTPEHHEN OMUCKM [OKYMEHTOB gena
HyMepylTCsl OTAENBHO.

JIncTbl gen, COCTOALLMX U3 HECKOSTbKMX TOMOB MITU YacTen, HYMepylTcs MO KaXZomy TOMYy WM 4acTu
OoTAENbHO.

doTorpachum, YepTexu, guarpammbl M Opyrue UIMCTPaTMBHbIE  AOKYMEHThl, MpeacTaBnsioume
CaMOCTOSITENbHbIN NUCT B Aene, HYMepyrTcs Ha 060POTHONM CTOPOHE B FIEBOM BEPXHEM YIy.

CnoOXeHHbIN NUCT pa3BopadMBaeTCs U HyMepyeTcsi B MpaBoOM BepxHeM yriy. MNpu aTom nuct noboro
dopmaTta, NOALNTLIN 32 OOUH KpaW, HYMEPYETCS Kak OOWH NUCT; JIUCT, CIIOXEHHbIA 1 MOAWMWTBLIA 32 CEepeavHy,
NOAMNEXMNT NepELLNBKE N HYMEPYETCS KaK OOWH FNCT.

JIncT ¢ Harnyxo HakneeHHbIMU OKYMEHTamMu (Bbipe3kamMu, Bbinnckamu, hotorpadusimm) HymepyeTcst Kak
OOuH nucT. Ecnu K QOKYMEHTY noAkneeHbl OAHWM KpaeM Apyrne AOKYMEeHThl (Bblpe3ku, BCTaBKM TEKCTa,
nepeBoAbl), TO KaXabl JOKYMEHT HyMepyeTcsl OTAENBHO.

MopwwnTble B 4ENO KOHBEPTLI C BIOXEHUSIMA HYMEPYIOTCH; NMPU 3TOM BHadane HymepyeTcs KOHBEpPT, a
3aTeM OYepeHbIM HOMEPOM KaxKOoe BIIOXKEHME B KOHBEPTE.

MopwwnTble B eno AOKYMeHTbl ¢ COOCTBEHHON HymMepaLumen NMCTOB (BKMoYasi neyaTHble N3gaHnsl) MoryT
HymepoBaTbCs B OOLUEM MOpPsiAKE WM COXPaHSATb COOCTBEHHYK HyMepauuio, €eCnum OHa COOTBETCTBYyET
NnopsiAKOBOMY PacnofioXKeHMIo NIMCTOB B Aere.
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B cnydyasx obHapyxeHus 6onblwoOro uyucna owumbok B Hymepauuum §MCTOB fAena MpoBOAuMTCS
nepeHymepaums. Npun HanMuMm oTaenbHbIX OLWMOOK B HymMepauun NMCTOB dena [onyckaeTca ynoTpebneHue
NUTEPHBbIX HOMEPOB fNCTOB.

4.23. Ninct-3aBeputens aena (opunoxenne N 8) coctaesnseTca Ha OTAENBHOM MNUCTE, B KAapToTekax - Ha
oTaoenbHOM nucte dopmaTa kapTouku. JIMcT-saBeputens gena nognucbiBaeTcsl ero coctasutenem. Bce
nocriegyoLime U3MEHEHUA B COCTaBe U COCTOSIHUM Aena (MOoBpexAeHus, 3amMeHa MOAMNWHHBLIX AOKYMEHTOB)
OTMeyaloTCH B NIUCTEe-3aBepuTenie CO CChIfIKOM Ha COOTBETCTBYIOLLMIN aKT.

3anpeLyaeTcst BBIHOCUTL NNCT-3aBEPUTENb Ha OOMOXKY Aena uUnu 4ucTbli obopoT nucta nocnegHero
AokymeHTa. Ecnvn geno nogwmnto unu nepenneteHo 6e3 6riaHka nucTa-3aBepuTens, OH JOIMKeH ObiTb HakneeH
3a BEPXHIOK YaCTb NICTa Ha BHYTPEHHIOK CTOPOHY 0610XKKM B KOHLE Aena.

4.24. Ha obnoxke pgen MOCTOAHHOIO XpaHeHus npegycMaTpmBaeTcsd MEeCTO Afs HavMeHOBaHus
rocyaapCTBEHHOro (MyHULMNanbHOr0) apxmea, B KOTOPbIN Aena opraHusaumm 0yayT NpuHATLI

. Mpw odbopmneHnn obnoxkn gena HaumeHoBaHME OPraHN3aLUn yKa3biBAeTCst MOSTHOCTBLIO, B UMEHUTENBHOM
nagexe. lNonHoe HaMMeHOBaHWE BbILLECTOSILLIEN OPraHn3aummn ykasblBaeTcsl Hag HauMeHOBaHMEM OpraHu3aumm
- WCTOYHMKA KOMMIIEKTOBaHWUS (Takke B MMeHMTENbHOM nagexe). Ecnu opranmsauusa wnu  BbllecToswas
OpraHu3auus MMeT COKpalleHHble HaVMEHOBaHWs, TO OHU YyKa3biBalOTCA B Ckobkax nocne mMosiHOro
HaMMeHOBaHMs.

Mpy M3MeHeHUU HaumMmeHOoBaHMs opraHusauuu (CTPYKTYPHOro MNoApasfeneHus) B TedeHue nepuoaa,
oxBaTblBAEMOro [OKyMeHTaMu Aena, wnu npuv nepefade jena B Jpyryio opraHusauuio (CTPYKTypHoe
nogpasgeneHve), Ha oOOMoOXke ferna [JOMUCbIBAETCA HOBOE HaMMEHOBaHWE STOW  opraHu3aummM  unm
opraHu3aumm-npaBonpeeMHuKa (CTPYKTYpPHOro nogpasgeneHus), a npexHee 3aknovaeTcs B CKOOKMN.

4.25. Ha obnoxke aena ykasbliBalTCS:

HanMeHoBaHMe opraHM3aLmm n ee HeMOCpPeACTBEHHAA NOAYNHEHHOCTb;

HauMeHoBaHWe CTPYKTYPHOro noapasaeneHus;

WHAOEKC aena;

HOMep Toma (4acTm);

3arosioBoK gena (Toma, 4actm);

KpanHue gatbl gena (toma, yacTtu);

KONNYECTBO NUCTOB B Aene (Tome, 4actu);

CpOK XpaHeHua aena;

apxvBHbIV LLUUGP Aena.

4.26. 3aronoBok gena Ha OGymMaXXHOM HOCWUTENe WM 3arofloBOK 3MEKTPOHHOTO Aernia MNepeHoCcATcs Ha
o6noxKy gera (9NeKTPOHHOro fena) u3 HOMEHKnaTypbl [[en  opraHmsauun. 3arofioBOK  JOMKEH
COOTBETCTBOBATb COAEMKaHNIO JOKYMEHTOB B Aene.

B Tex cnyyasx, korga geno COCTOUT U3 HECKOSbKMX TOMOB (YacTen), Ha OOMOXKY Kaxgoro toma (4actwm)
BbIHOCUTCS OOLLMIA 3arofnoBoK Aena, a npyM HeobXoAMMOCTHU - 3arofOBOK KaXoro Toma (4actm).

B 3aronoBkax gen, cogepxalimx Konmm JOKYMEHTOB, yKa3blBaeTCd Ha KONMYecTBO konuin. MoannHHOCTb
JOKYMEHTOB [eNna B 3arofioBKe He OroBapuBaeTcs.

4.27. [ena, BHeCeHHble B TrOAOBbLle pasgenbl  CBOAHbIX  onucen, WudpyroTcs  nocne
yTBepXXaeHus/cornacoBaHmns rogoBoro pasgena csogHoun onncy JMMK apxvMBHOIroO ydYpexxaeHnss U yTBepXKAeHUs
pyKoBoAMTENEeM opraHusaumm (40 3TOro apXuBHbLIA LWINGP NPOCTaBNSAETCH KapaHgallom).

4.28. Ha obnoxke pena ykasblBaeTca pata pgena - roA(bl) 3aBefeHWs M OKOHYaHuA Jena B
JenonponssBoacTBe.

Ecnu B feno BkNoYeHbl JOKYMEHTbI (Hanpumep, NpUoXeHus), AaTa KOTOpblIX He coBMagaeT C pdaTow
Aena, To NoA AaTolr ¢ HOBOW CTPOYKM aenaetcs ob aTom 3anuck: "B gene MMeroTcs A0OKYMEHThI 3a ... roa(bl)".

[ata gena mMoxXeT He yKa3biBaTbCs TOMbKO Ha 0brnoxkax gen, cogepxallnx rogoBble nnaHbl U OTYETbl U
Opyrvue JOKYMEHTbI, AaThl KOTOPbIX OTPaXatoTCs B 3arofloBkax Aerl.

[aton gen, cogepxalux pacnopsaguTenbHyo, TBOPYECKYIO U MHYKO OOKYMeHTauuio (4oknagbl, NUcbma,
CTeHorpamMmbl), AN KOTOPOW ToYHasa JaTUPOBKa UMEET BaXHOE 3HaveHue, a Takke ONA Aer, COCTOoAWUX M3
HECKOIbKUX TOMOB (4acTen), ABNATCA AaTthbl (4XCNO, Mecsil, rof) peructpauum (CocTaBreHWsi, NMOCTYMNEHNS)
CaMOro paHHero 1 camoro No3gHero A0KyMEHTOB, BKITIOYEHHbIX B AENO (kpaviHue aatbl Aen, AOKYMEHTOB).

[aton pena, cogepkallero npPOTOKOMbl 3acefaHun, SABMSTCA [aTbl YTBEPXAEHMS (ecnu  OHu
YTBEPXKAAKTCS) UK JaTbl NEPBOroO U NOCNEAHEro NPOTOKONa, COCTaBMALWMX OEO.

[aton nnyHoro gena sABNATCA AaThl NOANUCAHUSA NPUKA30B O NpUeMe 1 YBOMbHEHUM LA, Ha KOTopoe
OHO 3aBefeHo.

Mpu o6o3HaueHnn gaTbl JOKYMEHTA CHavyana ykasblBaeTcsi 4Mcno, 3ateM mecsay v rog. Yucno um rog
obo3Ha4vatoTca apabekumn umMdpamun, Ha3BaHe Mecsila - CITOBOM.

Ecnu gata gokymeHTa unm otgenbHble ee 3NeMeHTbl ONpeaensiTcs NpubnuManTenbHO, Ha OCHOBaHUK
aHanu3a copepXaHus OOKyMeHTa, TO Aata WMnvM OTAENbHble €€ 3MeMeHTbl, He abComTHO [OCTOBEPHbIE,
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3aKmnoyatoTcs B KBapaTHbIE CKOOKN.

4.29. Obs3aTenbHbIMU peKBU3UTaMU OBMNOXKN Aena SBNATCA yKasdaHWe KonuyecTsa NIMCTOB B Aene <1>
(npocTaBnsieTcs Ha OCHOBaHUWM NWCTa-3aBepuTens Aerna) U CPOK XpaHeHus Aena (Ha gernax noCTOSIHHOrO
XpaHeHus nuweTcs: "XpaHUTb NOCTOSIHHO").

<1> [nsa gen Ha 6ymaxxHOM HocuTene.

4.30. Ona yyeTa OOKYMEHTOB OMpefeneHHbIX KaTeropum pden Ha OyMaxHOM HocuTene (NMuuHble,
cynebHble gena, matepuanbl YrOfOBHbIX €N, Aena O NPUCYKAEHUUN YYEHbIX CTENEHEN U MPUCBOEHUN YYEHbIX
3BaHWN, Aena, CBA3aHHble C Bblgavyel aBTOPCKMX CBUOETENbCTB U MaTEHTHbIX M300peTeHun) cocTaBnsieTcs
BHYTPEHHSAS ONUCb OKYMEHTOB Aena.

Ecnu peno Ha GymaxHOM HocuTene nepennieTeHo mnu noAawmto 6e3 OGnaHka BHYTPEHHEeN onucu
JOKYMEHTOB, TO COCTaBMeHHas No yCTaHOBNEHHOW (POpMe BHYTPEHHAS OMUCb MOAKNEUBAETCH K BHYTPEHHEWN
CTOPOHE NUUEBON OONOXKN aena.

M3meHeHMs cocTaBa [OOKYMEHTOB pfena (U3bATWs, BKIIOYEHWS [OKYMEHTOB, 3aMeHa [LOKYMEHTOB
Konusimu) oTpaxatrotcs B rpadpe "lMpumMeyaHne" BHyTPEHHEN OMUCK CO CCbINTkaMM Ha COOTBETCTBYHOLLUME aKThbl.
Mpn HeoBxoanMoCTN MOryT ObITb COCTaBMNEHBI HOBAst UTOrOBasi 3anncb K BHyTPEHHEN ONUCK 1 NUCT-3aBEPUTESb
aena.

4.31. [Jena nepefalnTca B apxuB oOpraHusaumm MO OMNUCAM, COCTaBMEHHbIM B  CTPYKTYPHbIX
noapasgenexHusx.

Onvcn Aen CTPYKTYPHLIX NOApasaeneHuin CoCTaBNATCS MO yCTaHOBMeHHoI dopme (opunoxerve N 23,

) B OBYX 3K3eMMnisipax v NPeAcTaBnsAloTCS B apXvMB OpraHvM3aunyM He no3gHee 4Yem Yepes OoauH rog nocrne
3aBepLUeHns aen B 4enonpon3BoacTBe.

Onucun cocTaBnsaTCS OTAENbHO HAa Aena MNOCTOSHHOIO XpaHeHus; Aena BpeMeHHbiX (cBbiwe 10 neT)
CPOKOB XpaHeHusi, B TOM 4ucne no NM4YHOMY COCTaBy, U iena, COCTodALLMEe U3 JOKYMEHTOB, XapaKTEPHbIX TONBKO
AN AaHHOW opraHm3aumm (cynebHble, cneacTBeHHble Aena, HaydHble OT4eTbl No Temam). OThenbHble onucu
COCTaBMSAOTCA Ha eQUHNWLbI XPaHEHWUS] SNEKTPOHHbBIX AOKYMEHTOB NMOCTOSIHHOIO XPaHEHWs; BPEMEHHbIX (CBbILLE
10 NeT) CPOKOB XpaHEHUs, B TOM YuCIie NO NIMYHOMY COCTaBy.

4.32. Tlpn cocTaBneHnn onucu Aen CTPYKTYPHOro nogpasgeneHus cobniogalTcs  crnegyrouime
TpeboBaHus:

3arofioBKM e BHOCATCA B ONUCb B COOTBETCTBUM C MPUHATOW CXEMOMW cucTemMatm3aluMuM Ha OCHOBe
HOMeHKNaTypbl Aen;

Kaxgoe [eno BHOCUTCH B OMNWCb NOA MOPSAKOBLIM HOMEPOM (eCcnv Aeno COCTOUT M3 HECKOSbKMX TOMOB
UNN YacTew, TO Kaabli TOM UMK YacTb BHOCATCS B ONUCb MO NOPAAKOBbIM HOMEPOM);

rpadbl ONUCK 3aNONHATCSA B TOYHOM COOTBETCTBUM CO CBELAEHUSMM, KOTOPbIE BbIHECEHbI Ha OBIOXKY
aena;

rpada onucu "MpumeyaHne" ncnonb3yetcss AN OTMETOK O NpuemMe e, 0COBeHHOCTSX (PU3NYECKOro
COCTOSIHMSA, O Nepefade Aen OPYrMM CTPYKTYPHbIM Mnoapas3gefieHusiM CO CCbIIKOM Ha HeOOXOAMMbIA akT, O
HanU4Mm Konum.

B KoHUe onucu Bcried 3a nocrneaHen onucatenbHOM CTaTben 3anofiHAeTCs MTOoroBasl 3anucb, B KOTOPOW
yKasbiBaloTCs (UMdpamu 1 NponUCbI0) KONMYECTBO Aen, NepBbIi U NOCNEAHW HOMepa Aen no onucwu gden, a
Takke oroBapuBaloTca 0CO6EHHOCTM HyMepaLnn Aen B ONUcK (Hannime nMTepHbIX 1 NPonyLLeHHbIX HOMEPOB).

lMepen BHeceHMEM 3aronoBKOB e B OMUCb NPOBEPSIOTCA KayecTBO (hopMUpPOBaHUS U ohopMIieHUs aen,
COOTBETCTBME KONMMYECTBa A€er, BHOCMMbIX B OMWCb, KONMMYECTBY 3aBedeHHbIX Aen MO HOMeHKNnatype gen
opraHusauum.

lMpu NnpocmoTpe Aen NpoBepSATCA: COOTBETCTBUE 3arofioBka dena COAepXXaHuio OOKYMEHTOB B ene;
NpaBubHOCTb OPOPMIIEHUS U TPYNMMPOBKM LOKYMEHTOB, BKITHOYEHHbLIX B O€N10; Ka4yeCTBO MOALUMBKMA WUIK
nepenneta gena; npaBuUMbHOCTb HyMepauuu NUCTOB fAena; Hanuuve B gene, B HeobXxoouMbiX crnyyasx,
BHYTPEHHEN OnMuUCU Jena M NpaBWibHOCTb €€ COCTaBIEHUs; NMPaBWUiIbHOCTL OOPMIIEHUS OONOXKW [ena;
HanvuMe M NpaBUNIBHOCTb NUCTa-3aBepuTenss gena. B cnyyae oGHapyXeHMs HapylleHUsl yCTaHOBIEHHbIX
npasun oOpMMPOBaHMS 1 OPOPMIEHUS AeN OHW AOIMKHbI ObITb YCTPAHEHBI.

B cny4ae obHapyxeHust OTCYTCTBMSA AeN, YNCTIALLMXCS N0 HOMEHKNaType Aen opraHm3aunm, CTPYKTYPHbIM
nogpasgeneHnem npvHMMaroTcsa Mepbl No po3sbicky. OGHapyKeHHble gena BKIK4YakTcss B onuck. Ecnu
NPUHATLIE Mepbl HE Janu pesynbTatoB, TO Ha HeobHapyXXeHHble [ena CcocTaBnsieTcsa akT o6 yTpaTe
JOKYMEHTOB, KOTOpbI NOANUCLIBAETCS PYKOBOAUTENEM CTPYKTYPHOrO noApasfeneHns u nepegaeTcs BMecte C
ONMCbo Aen CTPYKTYPHOro noAapasaeneHns B apxuB opraHn3aumm mm

4.33. llepemaya gen B apxuB OpraHM3auuMM OCYLUECTBSIETCS MO rpaduky, COrmacoBaHHOMY C
PYKOBOOUTENAMWU CTPYKTYPHbIX MOApas3geneHun, nepejarwwmx AOKYMEHTbl B apxvB, W YTBEPXAEHHOMY
pyKOBOAMTENEM OpraHm3auuu.

KoHncynbtanTtlnioc

HageXxHasa npaBoBas nogaepxka

www.consultant.ru CtpaHuua 16 13 56


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

Mpukas MuHkynbTypbl Poccun ot 31.03.2015 N 526
"O0 yTBEPXKOEHUN NPABUIT OpPraHn3aumm XpaHeHus,
KOMMIEeKTOBaHUS, y4eTa 1 ucnor...

HokymeHT npepgoctasneH KoncynbranTllntoc
[ata coxpaHeHus: 14.09.2015

B nepvoa noarotoBku Aen Ha OyMaxHOM HOcUTENe CTPYKTYPHbIM NogpasaeneHvem K nepeade B apxuB
opraHvM3aumMn COTPYOHMKOM apxumBa MpoOBEpPSETCA MPaBUMbHOCTb WX (OPMUPOBAHWUS, OdOPMIEHUS ¢
COOTBETCTBME KONMYeCcTBa Aef, BKITOYEHHbIX B ONUCh, KONNMYECTBY Aef, CHOPMUPOBAHHBIX B COOTBETCTBUWN C
HOMeHKnaTypown Aen opraHusauumu. Bce BbIsiBMEHHble MpW MNpoBepke HedocTatkm B POPMUPOBaAHUM U
odopMneHun gen paboTHUKM CTPYKTYPHOIO nogpasaeneHns o6a3aHbl yCTpaHnUTb.

lMpuem-nepenaya gen B apxvB OpraHvsaumy nNpov3BOAMTCA paboTHMKOM apxvBa oOpraHvsauuvM B
npucyTCTBUM paboTHUKA CTPYKTYpPHOro nogpasgeneHns. Ha ak3emnnsdpax onvcu gen, [OKYMEHTOB
NpoCTaBnsieTcs OTMeTKa O HannuMn Aena. B KoHue Kaxgoro ak3emnnsipa ONMCU ykasblBalTCs uudpamu 1
MPOMUCBbI0  KONMWYECTBO (paKTUYECKM MPUWHATLIX B apxvB AeN, HOMepa OTCYTCTBYMOWMX Jden, AaTa
npuema-nepeaayu ger, a Takke noanucu nuua, OTBETCTBEHHOIO 3a apxuB, 1 nvua, nepeaasLuero gena.

4.34. Nepepaya aNEKTPOHHbIX JOKYMEHTOB B apXMB OpraHvM3auny nNpov3BOAUTCA Ha OCHOBaHWWM ONUCcen
ANEKTPOHHbIX Aen, AOKYMEHTOB CTPYKTYPHbIX noAapasgeneHun no MHOpMaLMOHHO-TENEKOMMYHUKaLMOHHOM
ceTu (Mpy HanM4Mn B apxvMBe OpraHM3auum MHAOOPMAaLMOHHON CUCTEMbI) UNKM Ha duandyeckn 060CcoBneHHbIX
MaTepuarnbHbIX HOCUTENSIX, KOTOPble MPEACTaBMAAOTCA B ABYX MAEHTUYHbBIX 3K3eMMspax.

Mpw nepegaye 3NeKTPOHHbIX AOKYMEHTOB B apXMB OpraHu3auMu BbINOMHATCA CreAylolme OCHOBHble
npoueaypbl paboTbl C AOKYMEHTaMW:

dopmypoBaHme B UHPOPMALMOHHOW CUCTEME OpraHuM3auun SMEeKTPOHHbIX Aer,  SABMSLWMXCS
COBOKYMHOCTbIO KOHTEMHEPOB 3MEKTPOHHbLIX [OOKYMEHTOB WM  KOHTEMHEePOM 3JMNEKTPOHHOIO  AOKYMEHTA,
cofepXalumM KOHTEHT W MeTajaHHble OSMEKTPOHHOro [JOKyMeHTa, ainbl SfeKTPOHHbIX MOANUCceEn U
BM3yanu3npoBaHHYH KOMUIO TEKCTOBOIO 3MEKTPOHHOrO JOKyMeHTa B opmate PDF/A;

hopMUpOBaHME OMUCK INEKTPOHHbIX AeN, AOKYMEHTOB CTPYKTYPHOro nodpasaeneHus;

npoBepKa apXMBOM OpraHM3aLmn ANEKTPOHHbIX AOKYMEHTOB Ha Hamnuune BPEeAOHOCHbBIX KOMMbHOTEPHbIX
nporpamm;

npoBepka BOCNPOU3BOAMMOCTU INEKTPOHHBLIX JOKYMEHTOB;

npoBepka (pr3n4eckoro 1 TEXHUYECKOro COCTOSAHNS HocuTenen (Npu nepegadve dNeKTPOHHbIX AOKYMEHTOB
B apXxvB opraHusaumm Ha manyeckn o60cobrneHHbIX MaTepuasnbHbIX HOCUTENAX);

npoBepka NOASIMHHOCTU 3NEKTPOHHOW NOANUCK, KOTOPOW NOAMUCAH MEKTPOHHbIN AOKYMEHT.

MprveM aneKTPOHHbIX JOKYMEHTOB B apxvB opraHu3auum no WHAOPMaLMOHHO-TENEKOMMYHUKaLMIOHHON
ceTu (Mpy HanMuMM B apxmBe OpraHM3auun MHGOPMALMOHHON CUCTEMBI) UMM Ha U3NYECKkn 060COBNEHHbIX
HOCUTENAX OPOPMIIAETCS COCTaBNEHNEM UTOTOBOW 3anncn B KOHLE OMUCU 3NEKTPOHHLIX Aen, AOKYMEHTOB, B
KOTOPOW LdpamMm 1 Nponuchbio yKasbiBaeTCs KONMUYECTBO (PakTUHECKM NPUHATBLIX B apXMB SMEKTPOHHbIX Aern U
3MEeKTPOHHbIX AOKYMEHTOB. MIToroBasi 3anuck NoaTeepXaaeTcs NOANUCAMU COTPYOHMKA apxvBa WM COTPYAHUKA
CTPYKTYPHOrO noapasfeneHuns, nepedasllero 3NeKkTpoHHbIe Aena u AOKyMeHTbl. [lpyu npueme Ha apxmBHoOe
XpaHeHWe JneKTPOHHble [Aena 3aBepsloTCA SMEKTPOHHOW MOAMUCHI0 PYKOBOAUTENS OpraHv3aumMn  unu
YMOSTHOMOYEHHOIO MM AOMKHOCTHOro Nnua.

lMocne npvema B apxmB 3NEKTPOHHLIX AOKYMEHTOB Ha dwm3nyeckn 060cobneHHbIX MaTepuanbHbIX
HOCUTENAX BKMagblln, MOMELLEHHble B YTNAP €AMHWUUBI XPaHEHUs B CTPYKTYPHOM MoApasaeneHun,
3aMeHSITCA Ha BKnagpbiwmn, 0pOpMIIEHHbIE B apXyMBe.

Ha Bknagpiwe, nomelaemMoM B pyTNsp eAnHULBI XpaHeH!s, 0opMNIsSeMoM B apxmBe, yka3blBaeTcs:

HanmeHoBaHWe opraHm3aLlmm (MofHoe, CoKpaLLEHHOe);

Homep hoHAa;

HOMEP OMNUCK INEKTPOHHBLIX Aen, JOKYMEHTOB;

HOMep Aerna rno onucu;

OTMETKa O CTaTyCe 3K3eMNsipa 3NEeKTPOHHbIX AOKYMeHTOB: "OcH." (ocHoBHOM) nnun "Pab." (pabouunn);

KpaiHue gaTbl JOKYMEHTOB 3fIEKTPOHHOrO Aena;

npn Heo6XxoAMMOCTM 0POPMAAIOTCA AONOMHUTENbHBIE OTMETKN 06 OorpaHM4eHun AoCTyna K AOKyMeHTaM.

Bknagbiw nomewaetcs B pyTnsp dusnyeckm o6ocobneHHoro MmatepmanbHOro HoCUTenNs Taknum obpasom,
4yTOObl HAANUCK Ha HEM ObInK BUOHbI MPU 3aKPbITOM (yTRspe.

V. OPTAHN3ALIMA NCMNOJIb3OBAHNA JOKYMEHTOB
APXMBHOIO ®OHOA POCCUMCKOU ®EQEPALIN N OPYTNX APXMBHbLIX
AJOKYMEHTOB OPIAHN3ALINA

5.1. ApxuB opraHvsauum [OMKeH MpefoCcTaBnATb MOMb30BaTeNi0 AOKYMEHTbl ApXxvBHOro oHaa
Poccuiickon deaepaLmm u gpyrue apxmBHble AOKYMEHTbI, @ TakKe CNPaBOYHO-MOUCKOBbLIE CPEeACTBa K HAM.

5.2. JocTyn K JOKyMEeHTam MOXET ObITb OrpaHNYeH B COOTBETCTBMU C 3akoHoAaTenbCTBOM Poccuiickon
depepaumm, a Takke B COOTBETCTBMM C pacropsikeHMeM COOCTBEHHMKA WM Bnagenblba  apXMBHbIX
OOKYMEHTOB, HaXOASLUXCS B YaCTHOM COOCTBEHHOCTU <1>,
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<1> Yactb 1 ctaTtbun 25 PepepanbHoro 3akoHa oT 22 okTabpsa 2004 r. N 125-03 "O6 apxvBHOM Jene B
Poccuiickon ®egepaunn'.

5.3. Nonb3oBaTenu Npu UCNonb30BaHNM JOKYMEHTOB apxvBa opraHusauum obs3aHbl genatb CCbIIKM Ha
MECTO XpaHeHUs1 JOKYMEHTOB.

5.4. CoctaB HCA apxuvBa opraHvMsauun OnpepensieTcss COCTaBOM U COAEPXKaHUEM XPaHSILLMXCS B HEM
JOKYMEHTOB, XapakTepoM 1 3agadvamu Noucka 1 UHTEHCUBHOCTBIO UCMONb30BaHNSA JOKYMEHTOB.

OcCHOBHbIM (06513aTENbHBIM) APXUBHBIM CMPABOYHMKOM B apXWBE OpraHu3auuu SIBMSeTcs onuchb gern,
OOKyMeHTOB. B gononHeHve B apxvBe oOpraHu3aumvM BeAyTCs BCrOMOraTeslbHble apXWMBHbIE CMNPABOYHUKM -
KaTanoru, ykasatenu, uctopnyeckasi cnpaska K (ooHay.

5.5. B uensax obecneveHns COXpaHHOCTM, CBOEBPEMEHHOro oTbopa M yvyeta U cuctemartvsauuun gen,
noanexalmx NnocTossHHOMY U BpeMeHHOMY (cBbilwe 10 feT) CPOKOB XpaHEHWUsl, B OpraHuM3auum COCTaBNsAOTCA
onucy gen, LOKYMEHTOB.

Onucu cocTaBnATCA OTAENBHO Ha Aena, LOKYMEHTbI:

NMOCTOSIHHOIO CPOKa XpPaHEHUS;

BpeMeHHbIX (cBbiwe 10 NneT) CpoKoB XpaHEeHWS;

no fI4HOMY COCTaBYy;

XapaKkTepHble TONbKO Ansi 4aHHOW opraHu3aumm (cynebHeble aena, Matepuanbl YrofnoBHbIX Aen, Hay4vHble
OT4YEeTHbI MO TEMaM).

AHanornyHble OMMCcK COCTaBMAKTCA Ha ANEKTPOHHbIE Aena, JOKYMEHTbI.

CBogHble onucu gen, OOKYMEHTOB OpraHm3auuu COCTOST M3 rodoBbIX pas3gernioB, COCTaBMsEMbIX Ha
OCHOBE nepefaHHbIX B apXUB OpraHmM3auum onvcen gen ee CTPYKTYPHbIX MogpasfgeneHui 3a onpegeneHHble
rogbl, U CUCTEMATU3NPOBAHHbLIX B Mpedeniax KaXgoro roga B COOTBETCTBUMM C YTBEPXKAEHHOMW CTPYKTYpOW
opraHu3aumm Ha 3TOT roA.

Onucy aen, AOKYMEHTOB COCTaBNSAITCS MO yCTaHOBMNEHHON dopme (opunoxerus N 14, E , ﬂ ) "
COCTOSIT M3 OnMcaTeNbHbIX CTaTeN €O4WHWUL, XpaHEeHWsl, UTOrOBOW 3anucu, nucta-3aBepuTens U CnpaBOYHOro
annapara K onucu.

OnucartenbHas cTaTbst OMNWCK BKIOYAET: MOPSAKOBbLIN HOMEP €AVMHULbI XPaHEeHWs; MHOEKC eauHWLbI
XpaHeHus (Mo HOMeHKNaType Aen); 3arofloBoK eAuHNMLIbI XPaHEHUS!, BKMOYAOLWMIA Yka3aHWe Ha Hanuime Komui,
€CIn B HEW XPaHATCA KONMUKU JOKYMEHTOB; KpalHWe AaTbl €AMHULbI XPaHEHWS; CPOK XpaHeHus (anst onucen aen,
JOKYMEHTOB BPEMEHHOIO XpaHEHUS); KONMYECTBO NIUCTOB B €QUHNMLIE XpaHeHUs. 3aronoBOK Aefna MOXEeT ObiTb
OOMONTHEH aHHOTaUMeln oTAeNbHbIX AOKYMEHTOB (rpynmnbl JOKYMEHTOB) €4UHNLIbI XPaHEHUS.

B cnpaBoyHbIN annapat k onMcyM BXOOAT: TUTYIMbHbIA FIACT; coAaepXaHue (ornmaBneHue); NpeancrioBue;
CMMCOK COKpaLLIEHWIA; yKka3aTenu K onnucu (MpegMeTHbIN, UMEHHOW, reorpaduyeckon).

CocTaB crnpaBoYHOro annapara K Onncu 3aBUCUT OT CPOKa XpaHEHUS! BKITIOYEHHbLIX B Hee [OKYMEHTOB U
NX BUOOB.

K onncam gen, JOKYMEHTOB NOCTOSIHHOTO XPaHEHUA M MO JIMYHOMY COCTaBy COCTaBMSIOTCA TUTYIbHbIN
NWCT, NPEAVCOBWE, OrNaBneHne, Npy HeobXoaANMOCTM - CMIMCOK COKPaLLEHWUI, yKkazaTenu.

Ha TuTynbHOM NMCTE ONWCK YKa3biBalOTCS: NONIHOE HAMMEHOBAHME roCygapCTBEHHOIO (MyHULUMNANbHOro)
apxuBa (ecnv opraHm3aums SBrseTCs UICTOYHUKOM €ro KOMMIEKTOBaHWS), nocnegHee MnornHoe HaumeHoBaHue
opraHu3aumu, COOTBETCTBYIOLLEE Ha3BaHWI ee apxMBHOro oHAa, HOMep apxuBHoro doHAa, HoMep U
Ha3BaHWe OMuCK, KpalHWe faTbl BHECEHHbLIX B OMUCH €4MHULL XpaHEHNS.

Ecnu HavMmeHoBaHWe opraHM3aunm U3MEHSINOCb, Ha TUTYNIbHOM NUCTe (B criydyae HeobGXOo4MMOCTU - Ha
OOMONMHUTENBHOM FMCTE) NoA MOCMeAHUM HavMMEHOBAaHWEM OpraHM3aumu ykasbiBaloTcs B cKoOkax Bce ee
nepenmMeHoBaHns B UICTOPUYECKON (XPOHOMOMMYECKON) nocnefoBaTenbHOCTM 3a Mepuod, COOTBETCTBYHOLLMN
KpanHMM gatam eauHuL, XpaHeHUsl, BKIMIOYEHHbIX B OMNKChb.

B npegucnoBuMn K OMNMCKM KpaTKO Wu3naraloTcs MNepevMMeHOBaHWsi OpraHusauMm B UCTOPUYECKOW
(XpoHonoruyeckon) nocnegoBaTenlbHOCTM 3a NEpPUod, COOTBETCTBYIOLLMIA KpaHMM [aTaM €4VHUL, XpaHeHus,
BKITHOYEHHbIX B Oonuck. [MpegucrnoBne NoanMCcbIBAaeTCA COCTaBUTENEM C  yKasaHWEM [OJDKHOCTM W Aathl
COCTaBreHUs.

K onvcum gen, 0oKymeHTOB BpeMeHHoro (cBbie 10 neT) XpaHeHus, npu HeoOXOAMMOCTU TakkKe MOryT
COCTaBMSATLCSH OrNaBfieHne, CNCOK COKPaLLEHNIA.

Onucu (rogoBble pasgensl onucen) gen, OKYMEHTOB COCTaBMSATCS:

NMOCTOSIHHOIO XPaHEHUS - HE MEHEE YeM B YeTblpex aK3eMmnnsipax: Tpu Ha BymakHOM HOCUTENe U OOVH - B
3NEKTPOHHOM BUAE (B KadecTBe paboyero aksemnnspa);

BpeMeHHOro (cBbliwe 10 neT) XxpaHeHUs - He MEHEE YEM B [BYX K3eMMMspax;

OOKYMEHTOB MO JIMYHOMY COCTaBy OpraHuM3auui - WCTOYHMKOB KOMIMIIEKTOBAHUSA TOCYAapCTBEHHbIX
(MyHMLUMNanbHbIX) apXMBOB - HE MEHEE YEM B YETbIPEX AK3emnnspax: Tpu Ha OymaxHOM HocuTene, OavH - B
3NEKTPOHHOM Buae (B kayectBe paboyero akdemnnsapa);
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OOKYMEHTOB MO NIMYHOMY COCTaBy OpraHuM3auuin, He SBMSOWMXCA WUCTOYHMKAMU  KOMMIEKTOBaHUS
rocyAapcTBEHHbIX (MyHMUMMANbHbLIX) apXUBOB, - HE MEHEE YEM B TPEX IK3EMMIISpax.

Onucn (rogoBble pasgenbl onucel) [fen, OOKYMEHTOB BpeMeHHoro (cBbiwe 10 neT) XxpaHeHus
cornacoBbiBatoTcs ¢ LIOK (3K) opraHnsaumm, nocne 4Yero yTBepXXaatTcsi pyKkOBOAUTENEM OpraHM3auuu.

Ha paccmotpenne JlK npegcraBnsawTtca He MeHee 4yeM 4Yepe3 3 roga nMocne  3aBeplueHus
OEenonpon3BoACTBOM e, BKIIOYEHHbLIX B pasaen:

onucu (rogoBble pasaenbl onucen) gern, JOKYMEHTOB NOCTOSAHHOIO XpaHEHUs AN YTBEPXKOEHNS;

onncK (roaoBble pasaernbl onvcen) Aen, OOKYMEHTOB Mo IMYHOMY COCTaBy AJf1s corrnacoBaHunsa <1>.

<1> Onucn pgen, OOKyMeHTOB nNo JIM4YHOMY COCTaBy cornacoBbiBaloTCA COOTBETCTBYOLLNM
rocyaapCrtBeHHbIM (MyHI/ILI.I/II'IaJ'IbeIM) apXnBOM COrnacHo npeanocTtaBsyieHHbIM €My NMOJTHOMOYUNAM.

Mocne yTtBepxaeHwsa (cornacoBaHus) onucen (rogoBbix pasgenos onucen) 3K oHu yTBepxaaroTcs
pyKOBOAUTENEM OpraHu3aLmu.

B rocygapcTBeHHbIV (MyHMUMNANbHBIN) apXuB NepeaarTcs TpY 3K3eMnnsipa Onucu gen MoCTOSIHHOrO
XpaHeHus, oOWH 3K3EeMMISP ONMCK Aer No NMYHOMY COCTaBy, YTBEPXAEHHbIX (cormacoBaHHbix) JMK, a Takke
Mo OQHOMY 3K3eMMIISAPYy KaXKOoW OnucK B 3NeKTpOHHOW dhopMe (B KavecTBe paboyero ak3emnnspa).

OpuH ak3eMnnsp onucu Aen NOCTOAHHOMO XpaHeHUs 1 ABa dK3eMnnspa onucu gen no fiM4HoMy CcocTaBy
OCTaloTCs B OpraHv3aumu.

BHeceHne un3mMeHeHMI B TO4OBOW pasgen onvcu gen, LOOKYMEHTOB Mocrne €ero  yTBepXAeHus
(cornacoBaHus) AMNK gonyckaeTcs TONbKO Ha OCHOBaHUKM COOTBETCTBYOLWEero pewwenus OMK.

5.6. Uctopnueckaa cnpaeka k ¢OHOY COCTOUT M3 Tpex pas3genoB: uctopus ¢oHgoobpasosartens,
oTpaxaroLLas UCTOPMIO OpraHn3aLmmn co CCblfIkaMu Ha COOTBETCTBYIOLLME 3aKoHoAaTerbHble M HOpPMaTUBHbIE
akTbl (OaTbl 0bpasoBaHus, NepeuMeHoBaHus, peopraHusaunm, NMKBMaaunn, Be4OMCTBEHHYIO MPUHAANEXHOCTb,
CTPYKTYPY ¥ dOYHKUMM, UX UBMEHEHUSA, HAa3BaHNE OpraHM3aumnn - NpeaLecTBeHHWKa), uctopust oHga (obwvem,
KpanHWe gaTbl LOKYMEHTOB, CTENEHb UX COXPAHHOCTW, AaTbl Nepefayn JOKYMEHTOB Ha MOCTOSHHOE XpaHEeHue)
N XapakTepucTuKa JOKyMEHTOB (oHAa (Pa3HOBMAHOCTU OOKYMEHTOB, 0COBEHHOCTU (DOPMMPOBAHMS €AuHUL,
XpaHeHns M ux cucTemaTMsauun, Hanuyine OOKYMEHTOB, BbIXOASALWMX 33 XPOHONOTMYECKME  paHuLbl
aestenbHocT hoHAoo0bpasoBaTens, cocTaB CNPaBOYHOro annapara K (poHAdy, MECTO XpaHeHWst JOKYMEHTOB No
NIMYHOMY COCTaBYy).

McTopuueckas cnpaska Kk OHAY COCTaBNAETCA B ABYX 3K3eMnnsApax, oauH - XpaHuTcs B gene doHaa,
BTOPOW - NepefaeTcs B roCy4apCTBEHHbIN (MyHULMNAMNbHBIN) apXUB.

5.7. OCHOBHbIMM hOpMaMm UCMOfb30BaHNS JOKYMEHTOB apXuBa OpraHu3aummn SBrstoTCs:

MHopMaLMoHHoe obecneveHe paboOTHUKOB OpraHM3auuu;

WCMOMHEHNe 3anpocoB Monb3oBaTenen, B TOM 4WCre 3anpocoB rpaxgaH CcounanbHO-NPaBoOBOro
XapakTtepa;

BblJava AOKYMEHTOB U [iefl BO BPEMEHHOE MOSib30BaHne, NpeocTaBneHne KoM apxmBHbIX OOKYMEHTOB
Mo 3anpocam nosib3oBaTernemn, B TOM YMcne B (oopMe 3NEKTPOHHBIX JOKYMEHTOB.

dopmamu NCnonb30BaHMSA AOKYMEHTOB apXxvBa OpraHM3aunn SBhAsitoTCS Takke:

WH(OPMUPOBAHME CTOPOHHWX OpraHuM3auum O HanmMynum W COAEepXaHMU WMELWMXCA B apxuee
OOKYMEHTOB;

UCnonb3oBaHe AOKYMEHTOB B CpeAcTBaxX MacCOBOW MHpopmauuu;

UCNomnb3oBaHWEe [OOKYMEHTOB Af1S1 NMOArOTOBKM WMCTOPUKO-MHOPMALIMOHHBIX MEPONPUATUNA:  BbICTaBOK,
3KCKypCUN, KoHdepeHUnia;

Bblgava JOKYMEHTOB Ansi paboTbl B YATANbHOM (MPOCMOTPOBOM) 3are apxXuBa;

opraHu3aums goctyna pabOTHMKOB oOpraHusauMnm K [OOKYMeHTam apxumBa MyTeEM UCMOMb30BaHMWS
WMHOPMALMOHHO-TENEKOMMYHUKaLMOHHON CeTW.

5.8. ApxuB opraHusaumyv OOIDKEH BECTW y4YeT WCMONb30BaHUA OOKYMEHTOB, B TOM 4uUCre Bbigayu
OOKYMEHTOB U €N, BblAayn apXMBHbIX CNPaBOK, BbINUCOK, KON LOKYMEHTOB.

5.9. 3anpochbl nonb3oBaTenen, NOCTynawLmMe B apXmMB OpraHn3aLmmn, NoApasaensoTcs Ha TemaTuyeckmie
M coumarnbHO-NpaBoBbie <1>.

<1> MoanyHKT 5.7.1 nyHkTa 5.7 MpaBun xpaHeHus.

5.10. Apx1B opraHnsauumn JOMmKeH paccMaTpmBaTh U UCTIONHATL 3anpockl, MOCTYNUBLUME B MMCbMEHHON
dopme.

3anpoc nonb3oBaTens OOMKEH COAepXaTb CrieAyoLLyo MHPopMaLmIo:

HanMeHoBaHMe PULMYECKOro Mua - aBTopa 3anpoca (4nsa rpaxagaH - daMmunum, UMeHn, oT4yecTsa, MNpu
HanNU4MM NocneaHero);
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MOYTOBbLIV U/MMN ANEKTPOHHbBIA agpec, No KOTOPOMY AOMKeH ObiTb AaH OTBET;

CBeEeHVS, HTepecytoLLMe MOMb30BaTENs N XPOHOMNOrMYeckne paMku 3anpalmsaemon MHpopmauuu;

dopmMy MonyyYeHust nornb3oBaTenemMm wHpopMaumm (MHpOpMaUMOHHOE MNUCBMO, apxMBHasl CnpaBka,
apxuBHas BbINUCKA, apXUBHasA KOMWS, TEMaTUYECKNIA NepedeHb, TemaTnyeckuin 0630p JOKYMEHTOB);

NYHY0 NOANMCE aBTopa 3anpoca (rpaxgaHuHa Unv JOSMKHOCTHOro Nuua);

aarty.

Mpu nocTynneHun B apxvB opraHusaunM MHTepHeT-obpalleHus (3anpoca) nosfb3oBaTens C ykasaHuem
agpeca 3NeKTPOHHOWM NoYThl U/MM NOYTOBOrO aApeca emMy HanpaensieTcs yBe4oMIIEHNE O NpueMe obpalleHus
(3anpoca) k pacCMOTPEHUIO M MOTUBMPOBAHHBIN OTKa3 B PaCCMOTPEHNN.

Ha 3anpocbl  TemaTuyeckoro  xapakrtepa, MNOCTynMBLUME B  apxumB  OpraHusauuu no
NMHOPMALMOHHO-TENEKOMMYHUKALWMOHHON ceTu, B TOM uncne no cetn WHTepHeT, OTBEeT MOXeT ObITb
HanpasreH B BUAe 3MeKTPOHHOro CoobLLEHUS NO yKkasaHHOMY aBTOPOM 3anpoca 3NeKTPOHHOMY agpecy.

3anpoc gomkeH 6bITb 3aperucTpUpoBaH B TeveHue Tpex pabounx AHer ¢ MOMEHTa ero NocTynmeHus.

3anpoc, He OTHOCALLMIACA K COCTaBy XpPaHSILLMXCS B OpraHn3aumm JOKYMEHTOB (HenpodurbHbIA 3anpoc),
B TeYeHWe 7 OHeW CO [HSA perncrpauumn 3anpoca HanpaeBnsieTcs B OpraHusauuio, rae MOryT XpaHuTbCS
HeobxoaMMble AOKYMEHThI C yBeAoMIeHnem o6 aToM nonb3oBaTens.

3anpoc, NOCTynNMBLUMIA B apXuB OpraHu3auuu, paccmaTpuMBaeTcs B COOTBETCTBUM C TpebosBaHusMu
3aKkoHodaTemnbHbIX U MHbIX HOPMaTMBHLIX MNPAaBOBLIX aKTOB MO paboTe c obpaleHnsMu rpaxpgaH u
NpeaocTaBNEHNIO roCYyAapCTBEHHbIX (MyHULMMANbHBLIX) YCNYT.

OTBET Ha NOCTYNMBLUMIA B apXMB OpraHvM3aumy 3anpoc npegocraBnseTcs B TedeHne 30 gHel co OHA ero
pervctpaumn. C paspelueHms pyKoOBOACTBA OpraHM3aumnm aTOT CPOK MOXeT ObiTb NpoaneH He bornee yem Ha 30
OHen, c yBegomMmneHmem ob 3ToM 3asBuTeENs.

5.11. OTBeThbI HA 3anpockl Nonb3oBaTeNen, B TOM 4Yucre OTBETbl Ha 3anpocbl CoLManbHO-NPaBOBOro
Xapaktepa, odopMnsalTca B OPME apXMBHOW CMpaBKW, apXMBHOM BBLIMWCKW WNW  apXMBHOW  KOMWW,
OPOPMIIEHHBIX U 3aBEPEHHbIX B YCTAHOBNEHHOM NOpsaKe.

lMpn oOTCYTCTBUM [OKYMEHTOB, HEOOXOOAUMBIX [ONs WCMOSHEHWS 3anpoca  CcouumanbHO-NPaBOBOro
XapakTepa, CoCTaBnsAeTcs OTBeT Ha 6naHke opraHM3aumnn ¢ ykasaHWeM NpuYmH UX OTCYTCTBUS.

5.12. ApxmBHas cnpaBka NoANUCLIBAETCA PYKOBOAMTENEM OpPraHu3aunn UimM MHbIM YNOSTHOMOYEHHBIM UM
OOMKHOCTHBIM NMLIOM U 3aBepsieTcs nevaTblo opraHnsaumm MME

ApxuBHas cnpaska, 06beM KOTOPOW NpeBbIaeT OaNH NUCT, JOIMKHA BbITb MPOHYMepOBaHa.

B TekcTe apxvBHOM cCrpaBkM B XPOHOMOMMYECKOW MnocrnefoBaTeNbHOCTM M3naralTcs cobblTua C
yKasaHWeM BWAOB MCMOSIb30BaHHbIX LOKYMEHTOB, MX AaT M HOMepoB. B apxuBHOM cnpaBke [Jomnyckaercsi
LUUTUPOBaHUE JOKYMEHTOB.

HecoBnageHve oTaenbHbIX CBeAeHWUA/AaHHbIX JOKYMEHTOB CO CBEAEHUSIMU, U3MNOXEHHBIMM B 3anpoce, He
ABNSETCA MpensTCcTBMEM ANS BKIHOYEHUS MX B apXMBHYIO CMpaBKy, €CnvM COBMageHue BCeX OCTanbHbIX
CBeEHWIN He Bbl3biBaeT COMHEHWUI B TOXAECTBEHHOCTU nuua nunm akTtoB, O KOTOPbIX rOBOPUTCS B AOKYMEHTaX.

B apxvBHOW cripaBke AaHHbIE BOCNPOU3BOAATCH Tak, KaK OHU U3MNOXEHbl B JOKYMEHTaX, a pacxoXdeHus,
HeCcoBMNaAeHUs N HETOYHbIE HA3BaHUs!, OTCYTCTBME UMEHMW, OTYECTBA, MHMLMATIOB UIIN Hanu4umMe TOSbKO OOHOro
N3 HUX OOIMKHbI ObITb OrOBOPEHbLI B TEKCTE CMpaBkM B ckobkax: "Tak B AOKyMeHTe", "Tak B TeKCTe opurnHana”.

CeeaeHus, umeroLmnecs B apxmee No 3anpocy o pabote u (Mnn) yyebe B HECKONMbKUX OpraHu3auumsx,
KacaloLmecs 0QHOro nuua, BKYaKTCA B OOHY apXMBHYIO CMIPaBKy.

Mo TekcTy apxvBHOW CnpaBkyn B KavyecTBe MPMMEYaHMn MOryT ObITb OroBopeHbl HepasbopuymBso
HanucaHHble, UCnpaBrieHHble aBTOPOM, He noddalrmnecs MNPOYTEHUIO BCreacTBME MOBPEXAEHUS TeKcTa
opurnHana: "Tak B TekcTe opurimHana”, "B TekcTe Hepa3bopuneo".

B TekcTe apxvMBHOM cCnpaBKkM He [OMYCKATCA W3MEHEHWsl, UCMpaBlieHVs, CYMMWPOBaHWE [OaHHbIX,
KOMMeHTapuu, COBCTBEHHbIE BbIBOAbI WCMOSNHUTENS MO COAEPXaHWK OOKYMEHTOB, Ha OCHOBaHUWM KOTOPbIX
COCTaBreHa apxvBHas cnpaska. [10gunCcTk1 1 NOMapKM B apXMBHbIX CrpaBKax He AOMyCKalTCs.

B apxvBHoOI cnpaske AOMKHbI ObITb NPMBEAEHbI apXMBHbIE LUNMPLI U HOMEpPa NIUCTOB eAWuHUL, XpaHeHus
OOKYMEHTOB, UCMNOMb30BaBLUNXCA AN ee COCTaBNeHus.

Mo 3anpocy nonb3oBaTenen apxuBHble CMPaBKM MOFYT BblaBaTbCA B 3MEKTPOHHOM opMe Ha
3MIEKTPOHHOM HocuTene nmMbo nepecbinartbcd MO MH(POPMALUOHHO-TENEKOMMYHMKALUMOHHBIM — CETSIM.
OnNeKTPOHHbIE apXMBHbIE CMPaBKM 3aBEPSAIOTCS SMEKTPOHHOW MOAMUCHIO PYKOBOAUTENS OpraHn3aumm Uim MHoro
YMOSTHOMOYEHHOMO MM AOMKHOCTHOrO Nnnua.

5.13. ApxuBHble BbINUCKU OGOPMNLAITCA Ha 6OnaHke opraHusaumMu (apxmeBa oOpraHu3aumm) cC
obo3HayeHnem Ha3BaHusi Buaa agokymenTa: "APXVMBHAA BbIMNNCKA".

B apxvBHOI BbINNCKe Ha3BaHWe JOKYMEHTA, Ero HOMep U Aata BOCMPOU3BOASATCS NOMHOCTLIO.

Bbinucka npov3BoAMTCA TOMbKO M3 OOKYMEHTa, B KOTOPOM COOEPXKWUTCA HECKOIbKO OTAEMNbHbIX, He
CBSA3aHHbIX Mexay cobor BOnmpocoB. Bbinucka JomkHa BOCMPOWM3BOAWUTb MOSHbIA TEKCT YacTu AOKYMEHTa,
OTHOCSILLIENCS K 3anpocy.
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M3BneyeHnem 13 TekcTa AOKYMEHTA AOMKHbI OblTb MCYEpNaHbl BCE UMEKLLMECS AaHHble MO 3anpocy.
Hayano 1 KoHel Kaxxgoro U3BrneYeHus, a Takke Nponycku OTAENbHbIX CIOB B TEKCTE JOKYMeHTa 0003HavaroTcs
MHOrOTOYMEM.

B apxvBHOI BbIN1CKe JOIMKHbI ObITb CAeNaHbl COOTBETCTBYHOLLME NPUMEYaHNs 1 OrOBOPEHbl YacTu TekcTa
opurnHana, Hepa3bop4umMBO HanMcaHHbIE, UCNPaBfiEHHbIE aBTOPOM, HE MOA4AlLMECA MPOYTEHMIO BCREACTBME
NnoBpexaeHust Tekcta 1 ApyruMm npudnHam. OTaenbHble CnoBa W BbIpaXeHWst OOKYMEHTa, Bbi3biBaloLine
COMHEHMS B X TOYHOCTU, a Takke UCMpaBneHus, NOAYUCTKA, Bbi3blBalOLLME COMHEHME B UX JOCTOBEPHOCTH,
oroBapwvBatoTcs: "Tak B JokymeHTe", unun "B TekcTe HepasbopumBo”, nnu "Tak B TekcTe opuruHana". lNocne
TEeKCTa apXUBHOW BbIMWCKN YKa3bIBaOTCS apXUBHbIVA LWUMAP M HOMEpa JIMCTOB €OUHWLblI XPaHEHWUS apXMBHOMO
OOKyMeHTa.

ApxuBHas BbINMCKA MNOAMUCHLIBAETCS PYKOBOAUTENEM OpraHusaumm WM UHbIM YNOSIHOMOYEHHBIM UM
OOIMKHOCTHBIM NIMLIOM M 3aBEPSIETCS NevaTbio opraHu3auum.

Mo 3anpocy nonb3oBaTenen apxuBHble BbIMUCKA BblOAKTCA B 3NEKTPOHHON (hopMe Ha 3MNeKTPOHHOM
HocuTerne Nubo nepecbinarTcsa Mo MHPOPMALMOHHO-TENEKOMMYHUKALMOHHBIM CETAM. QNEKTPOHHbIE apXMBHbIE
BbIMMCKN 3aBEPSIOTCS 3NEKTPOHHON MOANUCHI0 PYKOBOAUTENS OPraHn3auun WM UHOTO YMOSTHOMOYEHHOMO UM
OOMMKHOCTHOIO nnua.

5.14. Ha apxuBHbIX KONWUSIX, BKMOYAs apxXvMBHbIE KOMUM Ha OyMaKHOM HOCUTENEe 3NEKTPOHHbIX
OOKYMEHTOB, apXuBHble LWWN(PLI MNPOCTaBASTCA Ha o060poTe Kaxaoro nucTta apxMBHOW  Konuu, a
3aBepuTernbHasi HagnMchb 1 nevaTb - Ha 060pOTe NOCNeQHEro NMCTa KOMUK.

Mo 3anpocy nomnb3oBaTenen 3MeKTPOHHbIE KOMWW apXUBHbIX OOKYMEHTOB BbIOAIOTCSA B  3NIEKTPOHHOWN
cdopme nMbo nepecbinarTcd Mo MHPOPMALMOHHO-TENEKOMMYHUKALUMOHHBIM  CETAM. JONEKTPOHHbIE  KOMWU
apXUBHbIX [OOKYMEHTOB 3aBEepslOTCA SMEKTPOHHOW MNOAMUCLI0 PYKOBOAMTENS OpraHusauMn WM UHOro
YNOSTHOMOYEHHOTO MM AO0JIKHOCTHOrO nuua.

5.15. lMoaroToBneHHble apxvBOM OpraHu3auum OTBETbl Ha 3anpochbl (apXMBHblE CNpPaBKW, apXMBHbIE
BbIMUCKW U apXWBHbIE KOMWW) HaMpasMslOTCA 3asdBUTENSM C CONPOBOAMTENbHbLIM MUCBMOM MO MOYTE WU
BbIOAIOTCS: 3asiBUTENIO - MPU NpeabsiBNIEHMN JOKYMEHTA, yOOCTOBEPSIIOLLErO JIMYHOCTb, €0 NpeacTaBuUTensiM -
npu nNpegbsBleHWM [[OKYMEHTa, YAOCTOBEPSILWEro JfMYHOCTb WM [OBEPEHHOCTW, OQOPMIIEHHOW B
YyCTaHOBMNEHHOM MOpsiaKe.

5.16. ApxuBHbIE CMpaBKW, apXMBHbIE BbIMUCKA WM apXMBHbIE KOMWW, Hanpaensiemble B rocygapcrea -
yyacTHukn KoHBeHuun, oTMmeHsolen TpeboBaHve neranusaumv MHOCTPaHHbIX OduuUanbHbIX JOKYMEHTOB,
noanucaHHon B Maare 5 okTabpst 1961 r., 3aBepsItOTCA NPOCTABEHNEM U 3AMNONHEHNEM CMeLmansHoro wramMna
- anocTuns B COOTBETCTBUM C 3aKoHoAaTenbcTBOM Poccuiickon defepaumm.

5.17. [JlonyckaeTcs u3bATME M3 apXMBHbIX AEN M Bblgava Bnagenbuam Unm Ux poacTBEHHUKaM, B Crydae
MX NMNCbMEHHOro obpalleHunsl, MOANMHHBIX MMYHbLIX JOKYMEHTOB O IpaX4aHCKOM COCTOSHUKM, 06 obpasoBaHum,
TPYAOBLIX KHWXKEK, HE NMOMNyYEHHbIX B CBOE BPpEMS BNnagerbLem JOKYMEHTOB.

MoAnuHHBIE NWYHbBIE LOKYMEHTbI BbIAAKTCS 3adBUTENAM C paspeLleHnss pyKoBOAUTENs OpraHusaumm no
npegbsaBreHnM NacnopTa UM MHOro JOKYMEHTA, YAOCTOBEPSIIOLLErO JNIMYHOCTb, NMMO0 UX POACTBEHHMKAM WM
WHBIM IUUaM Mo [OOBEPEHHOCTW, O(OPMIIEHHOW B YCTAHOBMEHHOM 3akoHodaTenbCcTBOM Poccuiickon
depepaumun nopsgke. MNMognmHHbIE NMMYHBIE JOKYMEHTbI MOTYT ObITb HanpaBfeHbl 3asABUTESNIO LLIEHHBbIM MUCbMOM.

C n3bimaeMbix AOKYMEHTOB B apXxvMBe OpraHvM3auuny U3rotaBnmBaloTCa KOMWM, KOTOPble npuobLialTcs K
aenam. M3batne JOKYMEHTOB, @ Takke 3aMeHa Ha KOMMM OTpaXKalTCs BO BHYTPEHHWX OMUCAX [Jen, B
nucTax-3aBepuTtensx Aer, B onucsx aen, JOKYMEHTOB.

N3bsiTue 1 BO3BpalleHMe [OKYMEHTOB OOPMMATCA aktamu o6 m3batuM n3 gen (Bo3BpalleHum)
yKasaHHbIX OOKYMEHTOB. AKTbl W OpyrMe [OOKYMEHTbl, Ha OCHOBaHUM KOTOPbLIX MNPOU3BEAEHO U3bATME
(BO3BpaLLEHNE) apXMBHbBIX JOKYMEHTOB, BKMOYaOTCA B Aeno goHaa.

5.18. KonnpoBaHne OOKYMEHTOB apxvBa OpraHu3auum No 3asiBkaM MNosib3oBaTeniel npov3BoauTcs Mo
paspeLLeHnto pyKOBOAMTENS OpraHM3aummn UM MHOrO YNOSTHOMOYEHHOTO MM AOJIPKHOCTHOTO nuua.

Konunn ookymMeHTOB nepechinalTcsa B aapec To opraHmM3auuun, no 3anpocy KOTOPOWM OHM M3roTOBMEHbI,
WU BblAaKTCH NOb30BaTeNo No POCMNUCh.

5.19. B uensix cozgaHus ycnoBun ansg paboTtebl Nonb3oBaTenen HeNOCPeACTBEHHO B apXxMBe OpraHu3aumm
MOXET BblAENATbCS NOMELLEHNE (YMTanbHbIA, NPOCMOTPOBLIN 3aM) ANS 03HAaKOMIEHMS C JOKYMEHTaMN apxXuBa,
o6opyaoBaHHOE COOTBETCTBYIOLLMMY TEXHNYECKMMY CpeacTBaMu Ans paboTbl C AOKYMEHTaMMU.

[Mpu OTCYTCTBMM B apXMBe OpraHM3auumn cneumnanbHO BblAENIEHHOro NnoMeLeHns pabota nornb3oBaTenen
C OOKyMeHTaMu MNpou3BOOMTCA HemnocpeacTBEHHO B paboumx KomHaTax apxusa. [JokymeHTbl Ana paboThbl
nonb3oBaTensaM BHe NOMeLLEHUst apXMBa OpraHu3auuu BblaBaTth 3anpeLlaeTcs.

PaspelueHne Ha paboTy B NOMeELLEHNM apXUBa OpraHM3aumMM gaeT PyKOBOAWUTENb apxvMBa OpraHusauun
(nMMuo, OTBETCTBEHHOE 3a apXuB).

5.20. OTKa3 apxvBa opraHn3auun B Bblgavye apXMBHbIX JOKYMEHTOB JOMYyCKaeTCH B Criyyasix:

Hanuuns oHaa Nonb30BaHS;
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HeyZ0oBNeTBOPUTENbHOrO PM3NYECKOro COCTOSIHUSA JOKYMEHTOB;

He MpoLUeLMX HAYYHOro OMMUCaHUS U TEXHUYECKOTO OOpMITEHNsT LOKYMEHTOB, OO 3aBepLUeHUs 3TUX
paborT;

OrpaHUYEHUN Ha WUCMOSib30BaHWE, YCTAHOBIIEHHbIX 3akoHogaTenbcTBOM Poccuiickon deagepaumm mnm
doHgoobpasoBaTenem npu nepegayve JOKYMEHTOB Ha XpaHeHue.

OTka3s apxuBa opraHu3auuun B NpeaocTaBneHnm A0KYMEHTOB AOMKeH ObiTb BblAaH B NMMCbMEHHOW hopme
N cogepxaTb NpUUMHbI 0TKa3a, a Takke NopsiAaok 0bXxarnoBaHUS oTkasa.

VI. MEPEOAYA JOKYMEHTOB OPIrAHU3ALW HA XPAHEHME
B FTOCYOAPCTBEHHbLIN (MYHULIUIMATIbHBLIV) APXVB

6.1. OokymeHTbl ApxuHoro c¢oHga Poccuiickon depepaumu, obpasoBaBlUMECA B oOpraHusauusax -
NCTOYHMKAX KOMMMEKTOBaHNS rOCy4apCTBEHHbIX (MYHULMNANbHbBIX) apXMBOB, MO WCTEYEHUM CPOKOB WX
BPEMEHHOIO XPaHEHUS B apXvMBe OpraHun3auun nepefarTcsl Ha MOCTOSIHHOE XpaHeHWe B COOTBETCTBYHOLLMN
rocygapCTBEHHbIN (MyHMLUNANbHbIN) apXuB.

6.2. [lJokymeHTbl ApxuBHOro ¢oHga Poccuiickon depepaumm, obpasoBaBlIMECH B AEATENbHOCTU
rocy0apCTBEHHbIX U HErocydapCTBEHHbIX OpraHvM3auui, He SBASKWNUXCA WMCTOYHMKaMWM  KOMMMEKTOBaHMWS
rocygapCTBeHHbIX (MyHUUMNANbHbIX) apXuBOB, MOFYT nepedaBaTbCA B rOCYAapCTBEHHble (MyHMUMNAnbHbIE)
apxvBbl Ha OCHOBaHWM JOrOBOPOB C COOCTBEHHMKAMM MW BragernbLaMm JOKYMEHTOB.

6.3. [OKyMeHTbl nepedalwTcs Ha MOCTOSIHHOE XpaHEHME B  YMOPSAOYEHHOM  COCTOSIHAM  C
COOTBETCTBYIOLLUM Hay4YHO-CNPaBOYHbIM annapaTom.

6.4. B opraHnsauusix - ICTOYHMKaX KOMMMEKTOBAHWUS FOCy4apCTBEHHbIX (MyHMUMNAnbHbIX) apXuMBOB BCe
paboTbl, CBA3aHHbIE C OTOOPOM, MOArOTOBKOM W nepedayvyen OOKYMEHTOB Ha MOCTOSIHHOE XpaHeHue, B TOM
yucne ¢ UX ynopsgodeHMemM U TpaHCNopTUMPOBKOW, BbIMOMHAIOTCA 3a CHET CpeacTB OpraHu3auui, nepegaroLmx
OOKYMEHTBI.

6.5. [JocpoyHaa nepefada OOKYMEHTOB Ha MOCTOSIHHOE XpaHEHWEe MOXEeT ObiTb OCyLlecTBMeHa npu
OTCYTCTBMM HeOOXOOUMbIX YCNoBMIN ONnd obecrneyeHusi COXPaHHOCTM  OOKYMEHTOB ApXMBHOrO  doHAaa
Poccuiickon ®eaepaumm, npu yrpose yTpathbl (YHUUTOXEHUSA) LOKYMEHTOB, a Takke Nno npocbbe opraHmn3aumm Ha
OCHOBaHWW OOroBopa C rocy4apCTBEHHbIM (MyHMUUNANbHbIM) apXMBOM.

lMpooneHve CpPoKOB XpaHeHUs OOKYMEHTOB B apXuBe oOpraHumsauum [onyckaetcs Mo  MNUCbMEHHOMY
paspeLleHnio roCy4apCTBEHHOro (MyHMUMMAanbHOro) apxuBa B Crydyae HeobXxoOUMOCTU  MpPaKTU4eCKoro
NCMNoMb30BaHNs JOKYMEHTOB OpraHu3aumen.

6.6. MNepepaya OOKYMEHTOB MOCTOSIHHOMO XPaHEHWsi B TOCYAApPCTBEHHbIV  (MyHUUMMANbHBLIA) apXxvB
OCYLLECTBMSAETCH B COOTBETCTBUM C MMaHOM, YTBEPXAEHHbIM PYKOBOAMTENEM COOTBETCTBYHOLLEro apxvmsa Mo
COrnacoBaHuio C nepegatoLler gena opraHnsaumen.

6.7. JokymeHTbl NnepeaaloTcs B rocyAapCTBEHHbIN (MyHUUMNANbHBIA) apxyB No ONUCAM Aen, OOKYMEHTOB
NOCTOSAHHOrO Cpoka XxpaHeHus, yteepxaeHHbiM IMK.

lMepen nepepayen [OOKYMEHTOB Ha MOCTOSIHHOE XpaHEHWe COBMECTHO C  MpeacTaBuTeENeM
rocygapCTBEHHOro (MyHMUMNAanbHOro) apxmea NpoBOANTCS NPOBEPKA NPaBUITbHOCTM ONUCaHUA 1 0POpMITIEHNS
aen, uU3N4ecKoro m CaHUTapHO-TMIMEHMYECKOTO COCTOSHWS OOKyMeHTOB. [lpn oBHapyxeHun p[edekTos
COCTaBMsETCA akT; yCTpaHeHne obHapyXeHHbIX 4edeKToB MPOBOAMTCS CUNaMmn opraHm3aumm.

Mepepaya gen npoBoaUTCH B roCyAapCTBEHHOM (MyHMLMMNANbHOM) apxvee noeanHudHo. Ha Bcex
YyeTbIpex aKk3emnnspax onvcen aen, JOKYMEHTOB NPOCTaBMAOTCA OTMETKM O Npueme aern.

lMpn nepBoi nepegade [OKYMEHTOB B rOCYOAPCTBEHHbIN (MyHMUMNANbHBI) apxuB nepegaeTcs
nctopudeckasa cnpaska k c¢oHgy. lNpu nocnegywowux nepefadax OOKYMEHTOB rnepefaetcsd LOMOfHEHue K
NCTOPUYECKON CrnpaBKe.

6.8. Mepegaya [OKyMEHTOB OCOPMISETCS akToM npuema-nepegavm AOKYMEHTOB Ha XpaHeHue

, COCcTaBnseMblM B ABYyX 3k3emnnspax. OOgnH 9K3eMnnsap ocTaeTcd B rocyaapCTBEHHOM
(MyHMUMNanbHOM) apxuBe, OPYrov - B Nepeaatollent opraHusaumn. Bmecte ¢ gokyMeHTamu nepepaeTcs Tpu
3K3emnnspa onucu gen, JOKYMEHTOB, B TOM YMCIE OOUH B 3NIEKTPOHHOM BUJE.

Ecnu npu nepegayve obHapyXeHO pacxoXaeHne Mexay WMTOrOBOW 3anuCbio OMMCKM Oen, OOKYMEHTOB U
hakTU4eCKMM Hanmuuvem nepegaBaemMbiX Aern, B ONMCUM Aen, AOKYMEHTOB odopMmIiseTcss HoBas MWTOrosas
3anncb, B KOTOPOW yKasblBaloTCs (hakTUYecKoe Hanuyune gen M Homepa oTcyTcTBylowmx gen. Homepa
OTCYTCTBYIOLUX OeNn (PUKCUPYIOTCS B akTe npuvemMa-nepefadm Aen Ha MNOCTOSHHOE XpaHeHue, MNPUYuHbI
OTCYTCTBMSA Aen - B NpunaraemMomn K akTy npuemMa-nepegayn crpaske, NoarotToBeHHON opraHusaunen.

ApX1B OopraHnsauumn NpuHUMaeT Mepbl MO PO3bICKY Aen. Ha oTcyTcTByOLWME JOKYMEHTLI U Aena, Mepbl N0
PO3bICKy KOTOPbIX HE Janu pe3ynbTaToB, COCTaBnseTcs akT o6 yTpaTe [OOKYMEHTOB
YTpayeHHble NOANIMHHUKA JOKYMEHTOB MOIYT ObITb 3aMEHEHbl UX KOMUSIMMU.

KoHncynbtanTtlnioc

HageXxHasa npaBoBas nogaepxka

www.consultant.ru CtpaHuua 22 u3 56


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

Mpukas MuHkynbTypbl Poccun ot 31.03.2015 N 526 [loKyMeHT NpeaocTasneH
"O0 yTBEPXKOEHUN NPABUIT OpPraHn3aumm XpaHeHus, Y pen Nata COKWHIEMXP%GHM 14.09.2015
KOMMIEeKTOBaHUS, y4eTa 1 ucnor...

VII. NEPEOAYA NJOKYMEHTOB MNP PEOPIAHU3ALUN UITN TTMKBUOALUN
OPIrAHM3ALMN, CMEHE PYKOBOOUTEIA APXVBA OPIrAHU3ALINA

7.1. Npn peopraHnsaumm unu NUKBMAALMM OpraHu3auuy nepejada v AanbHenlee WUCNONb3oBaHWe
OOKYMEHTOB peopraHvM3yemMon unvM InUKBUOMPYEMOW OpraHmsauun OCyLLIEeCTBNSEeTCA B COOTBETCTBUM C
3akoHogaTenbcTBOM Poccuinckon egepaumn.

Mepenaya OOKYyMEHTOB NMKBMANPYEMOW OpraHnsaumum BXoguT B 0683aHHOCTb KOMMUCCUW, O0Opa3oBaHHON
Ansi Nnepegayv Aen n NMyLLecTBa.

Mpun nukBMaauumM opraHMsauuMn - UCTOYHUKOB KOMMMEKTOBAHUSA rOCYyAapCTBEHHbIX (MyHMLMNAnNbHbIX)
apxvBOB B COCTaB NMKBMOAUMOHHOW  KOMWCCUM  BKMOYaeTCs  npeactaBuTeNnb  rocy4apCTBEHHOrO
(MyHMLMNanbHOro) apxmea.

7.2. Tlpy cmeHe pyKoBOAWUTENSA apxvBa opraHusaumy (nvua, OTBETCTBEHHOro 3a apxXuB OpraHu3auum)
npvem-nepenadya JOKYMEHTOB apXuBa, Y4E€THOrO U Hay4HO-CMpPaBOYHOro annapaTta K HUM OCYLLECTBISETCS No
akTy.

MNpunoxexune N 1
K Mpasun

HammMmeHoBaHME OpraHMn3alnumn

KAPTOUKA IIOCTEJIJIAXHOT'O
TOIIOT'PAGUUECKOT'O YKABATEJIA KX>

CTEJUIAX N XPAHWIIMIIE N

LWkadh N Monka N ®oHg N | Onmce N En. xp.cN MpumeyvaHne

nmoN

dopmat A6 (148 x 105 mm)

<> KapTO‘-IKM nocTesra>xHoro TonorpacbmquKoro yKasaTtena COCTaBJIAKTCA Ha KaXablA CTennax u
NPUKPENNATCA Ha TOle,eBOl7| CTOpPOHE cTesiaxa.

MNpunoxeHwne N 2
K Mpasun

HammMmeHnoBaHME OpraHM3alnmn

KAPTOUKA I[IOQOHIOBOTO
TOIOT'PAOMUECKOI'O YKASBATEJIA K*X>

®OHIO N XPAHWIIVMIIE N

Hazpaume doHIa

KoHncynbtanTtlnioc
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HokymeHT npepgoctasneH KoncynbranTllntoc
[ata coxpaHeHus: 14.09.2015

Onucb Ea. xp.cN Crennax N Wkadcd N Monka N | MpumeyaHue
N
noN
1 2 3 4 5 6

dopmat A4 (210 x 297 Mm)

<*> KapToyku nodoHOOBOro TOMnorparyeckoro ykasatens COCTaBnsAlTCA Ha Kaxablh oHA U

pacnonaratoTcs B nopsake HoMepos (pOHAO0B.

HammeHOBaHUE OpraHMn3almnum

Mpunoxexne N 3
K Mpasun

AKT YTBEPXIAIO
N PykopomuTess opraHm3almum
NPOBEPKM HAJIMUMA
Y COCTOSHUS aPXMUBHBX IOKYMEHTOB IHomnuce PacumppoBka
IOONUCHU
®oHnm N ODaTa
HazBaHue odoHza
Homepa onmucen
[IpoBepka NPOBOOMJIACE C 1o
[IpOBEPKOM YCTaHOBJIEHO:
1. UmcauTcsa IO ONMCAM Iell en. xp.
(KkOoIMUecCTBO)
2. BHIABJIEHB TeXHMUYECKME OUMOKM :
2.1. VmMewnTCHa JIUTEPHBIE HOMEPA:
a) He YUTEeHHHE B MTOTOBOM 3BallCU en. xp.
(KOJIMUYEeCTRBO)
©) He IepeuMCJIeHHBle, HO yUTEeHHBIE
B MTOT'OBOM BalMUCK en. xp.
(KkONIMUecCTBO)
2.2. llponyumeHO HOMEPOB:
a) He YUTEeHHHX B MTOT'OBOM 3BallCU en. xp.
(KOJIMUYEeCTRBO)
0) He INepPeuMCJIEHHBIX, HO YUTEHHBIX
B MTOT'OBOM BalMUCK en. xp.
(KkONIMUecCTBO)
2.3. IOpyrmue, B pel3yjibTaTe uyero oOBeM
YBEJIMUMIICS Ha en. xp.
(KOJIMUYEeCTRBO)
YMEHBUMIJICS Ha en. xp.
(KkONIMUecCTBO)
KoHcynbTaHnTlInroc c
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HokymeHT npepgoctasneH KoncynbranTllntoc
[ata coxpaHeHus: 14.09.2015

3. UmcamMTcsa IO ONMCSAM B pPe3yJbTaTe

YCTPaHEeHMSI TeXHUUECKUX OUWMOOK en. xp.
(koJIMUeCcTRBO)
4. He okasajioCb B HaJUuUU en. xp.
(KOJIMUYEeCTRBO)
5. VMeeTcsa B HaJUUMM IO HOaHHOMY OGOHIY
(BKJIOUEHHBIX B OIIMCU) en. xp.
(KkONIMUecCTBO)
M3 HUX TPeOyoIMX:
a) »esuHbpekLUUM en. xp.
(KOJIMUYEeCTRBO)
0) Ie3MHCEeKLUUM en. xp.
(KkONMIMUecCTBO)
B) pecTaBpauum en. xp.
(koJIMUYeCcTRBO)

MpogomkeHne npunoxeHusa N 3

K Mpasun
') neperieTa MM DONUMBKU en. xp.
(koJIMUYeCcTRBO)
II) BOCCTAHOBJIEHMS 3aTyXallMUX TeKCTOB en. xp.
(KOJIMUYEeCTRBO)
€) HeMCIpPaBMMO I1OBPEXIEHHEIX en. xp.
(KkOIMUecCTBO)
6. VMeeTCcs HE BKJIOUEHHBIX B OIUCHU en. xp.
(koJIMUYecCcTRBO)
7. Urtoro mo maHHOMY OGOHOY (BKJIIOUEHHBIX M HEe BKJIIOUEHHBIX B ONIMCH) ,
VMEUMXCS B HaJUuUU en. xp.
(koJIMUecTRBO)
8. XapakTepmuCTMKA YCJOBUM XPaHEHUS
[IpOBEPKY NIPOU3BOAUIIN :
HamvenoBaHue
IOOJDKHOCTEN
PabOTHUKOB [Momnmucm PacumppoBka nomnmcem
®opwmat A4 (210 x 297)
MpunoxeHue N 4
K EE iié m Mpasun
HamMeHOBaHMEe OpraHu3alumn
AKT YTBEPXIAI
N PyxkoBogmTesb OpraHmM3alumumn
O TEeXHMUECKMX OommbKax ognmce PacumppoBkra
B YUEeTHBIX ITOKYMeHTax Imonornmcum
ODaTa
doHn N
KoHcynbTaHuTlnoc
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KoHcynbTanTtlinioc
[ata coxpaHeHus: 14.09.2015

HazsBaHue odoHza

B xom&e BEHIIOJIHEHUSA
omMbOKM B BalMcCHax

o@Hapyerm TeXH1U4YeCKue

HasBaHue gokymeHTa CyuiecTBytoLLas 3anuncb Cnepyert 3anuncatb
1 2 3
B resyjpTarTre KOJIMYeCTBO SIOVHUIL] XpaHeHuA YBeJIMUMJIOChb (yMeHmeﬂOCb)
Ha en. xXp.
(umdpamMy, NOPONIMUCHI)
[MpuMmeuaHMA :
HavMeHOBaHME OOJIXKHOCTU pa@OTHMKa Iloonmceo Pacmm@pOBKa NnoOnncum

VI3MeHeHMSa B YyUeTHHE OOKYMEHTH BHECEHE

HammMeHOBaHmMe OOJIXHOCTU
PabOTHMKA apxmBa

HamveHnoBaHMe opraHmM3aluum

AKT

N

Iloonmce PacumppoBKa NOANUCU
dopmat A4 (210 x 297 mm)
I'I%mnomeHme N5
K ,B.15 MpaBun
YTBEPXIIA

PykosomuTesb OpraHMn3alnmn

06 OOHapyXeHUM IOOKYMEHTOB Nognmchb Pacumpposka
(He oTHOCAmMXCS K OaHHOMY GOHIY, MOONVCH
HEeYUTEHHEIX)
DaTa
B xorme
(B paboTH)
OBDHAapPyXeHO
(B doHme, xpaHmIMe, paboueM IIOMEUEeHUN)
N n/n | 3aronoeok ea. | Wwudp (ecnm | KpaHue patel | KonmyecTtso K kakomy MprumeyaHus
Xp. ecTb) nncros cdoHay
(o6bem, MO) OTHOCKTCS
KoHcynbTaHnTlInroc
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HokymeHT npepgoctasneH KoncynbranTllntoc
[ata coxpaHeHus: 14.09.2015

VToro OBOHAPYXEHO IOKYMEHTOB

JOKYMEHTOB

(umbdpaMm M MNPONMUCHIO)

HavMeHOBaHMe OOJIKHOCTU pa@OTHMKa INoonmce Pacmm@pOBKa INoOnncum
VI3sMeHeHusa B Y4YeTHBEIe IOOKYMEHTBI BHECEHEL
HamMeHOBaHME IOOJIKHOCTU
paboTHMKA apxuba [Momnmcse Pacumpporkra
INoOnncum
®opmat A4 (210 x 297 mm)
Mpunoxexue N 6
kb 2.44, B.13, ﬁ Bd Mpasun
HammMmeHoBaHMe OpraHMn3alumnum
AKT YTBEPXIAR
N PykopomuTess opraHmM3alLmumu
06 yTpaTe OOKYMEHTOB Homonmcse PacumppoBkra
InoOnncum
DaTa
ooHn N
(HazBaHMe QoHHza)

B pesynbpTare YCTaHOBJIEHO OTCYTCTBMEe B GOoHIe
IIepednMCIIE HHBIX HIVIXe e, InpenrpnHATeEE APXMBOM MEPEI I10 PO3BICKY el
IIOJIOXUMUTEJIbHEIX Pe3yJibTaTOB He IaJjiM, B CBA3M C dUeM CUMTaeM BO3MOXHEBEIM CHATHL C
ydeTa:

Nn/n | Onuce N | Ega. xp. 3aronoBok ef. xp. KpanHne patel| KonuuectBo |[pegnonaraemsle
N nucTos NPUYUHBI
(obbem, MO) OTCYTCTBUSA
1 2 3 4 5 6 7
HToro ern. XxXp.
(umbdpaMy ¥ OPONUCHI)
ConepxaHme YTPadeHHBIX JOKYMEHTOB MOXeT OBITHb YaCTMUHO BOCIIOJIHEHO

crlenymomrMmy en. Xp. :

(HOMepa en. xp.

HavMeHOBaHMEe OOJIKHOCTU

¥ UX TPYIINOBHE 3BaT'OJIOBKU)

KoHcynbTaHnTlInroc
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KoHcynbTanTtlinioc
[ata coxpaHeHus: 14.09.2015

PYKOBOIOUTEJS apxmuba

(nmMua, OTBETCTBEHHOT'O 3a apxXMB)

COTJIACOBAHO

[lpoTtoxost 3K apXMBHOTO y4YpeXIOeHUS

oT N

VI3MeHeHMAa B YyUeTHHE OOKYMEHTHE BHECEHEH

HamMeHOBaHME OOJIKHOCTU
paboTHMKA apxXuBa

[omnmce PacumppoBka NOONUCHK
COTJIACOBAHO

IpoTokoJs L3K (2K) opraHuzauuu

oT N

[Nomnmce PacumppoBka nomnmcu

<*> Ecnu He obHapyXeHbl Aena NOCTOSAHHOIO XpaHeHMs!.

®opmat A4 (210 x 297 mm)

MNpunoxexHune N 7

K MpaBun
HammveHOBaHMEe OpTraHM3alun
KAPTA-3AMECTUTEJb IOEJIA
Oerio
(N 1 HaszBaHUE)
Onmce
(N m HasBaHUEe)
QoHnO
(N u HasBaHUe)
BbIJIaHO BO BpeMeHHOe II0JIb30OBaHNMe (HVITaJ’[beIVI BaJ'[) .
N ®.1.0. nonb3oBarens [aTa Bblgaun HaTta Mognuck Mognuck
n/n BO3BpaTa |BblgaBLUero Aeno| nony4vsLlero
neno
1 2 3 4 5 6
®opmat A4 (210 x 297 mm)
MpunoxeHne N 8
kbn2.47 k19 D%I k23 Mpasun
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[okymeHT npegocTtasneH

KoHcynbTanTtlinioc
[ata coxpaHeHus: 14.09.2015

JMCT-3ABEPUTEJIb JIEJIA N

B nmesie mooumMToO M NPOHYMEPOBAHO

JIMCTOB

(umbdpaMm M HOPONMCHIO)
c N no N ,
JIMTEPHBIE HOMepa JIMCTOB

B TOM 4YMCJIE:

IIPOIIyIIEHHBIE HOMEepa JIMCTOB

+ JIMCTOB BHyTpeHHeﬁ Oonmcum

Oco6eHHOCTU PU3NYECKOTO COCTOSIHUSA U (DOpMUPOBaHUS Aena

Homepa nuctos

1

2

HavMeHOBaHMEe OOJIKHOCTU

paboTHMKA [Tonnunce PacumdppoBKa IOONUCK

IDaTa

HammveHOBaHMEe OpTraHM3alun
JIMCT MCIIOJIB3OBAHNMA ITOKYMEHTOB

®ounm N Onuce N Oeso N

dopmat A4 (210 x 297 mMm)

MNpunoxexHne N 9
K MpaBun

3aroJI0OBOK IeJia

[ata Komy BblgaHo: XapakTep Ucnosnb30BaHus N Mognuck nuua,
Mcnonb3oB | hamunus, nHmumansl (konMpoBaHue, BbIMUCKMY, MCNonNb30BaHHbI |  ncnonb3oBaBLLEro
aHus (pa3bopuneo) NpoCMoTp) X NICTOB aeno
1 2 3 4 5

HamMeHOBaHMEe OpTraHu3alumn

AKT

dopmat A4 (210 x 297 mm)

Mpunoxexve N 10
k bL_2.46 MpaBun

KoHcynbTaHnTlInroc
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[okymeHT npegocTtasneH

KoHcynbTanTtlinioc
[ata coxpaHeHus: 14.09.2015

N
O BBHIIAYE HO€JI BO BPEMEHHOE I10JIb30BaHNME

(HauMeHOBaHMEe OpTaHM3aluy,
ee azmpec, NOYUTOBHIM MHIEKC)

OcHOBaHMe

IJig xakoM LeJiM BHIATCA en. xp. m3 ¢ounma N

(HazBaHMe QOoHIAa)

N n/n |Onuce N| Ea. xp. | 3aronosok eq. KpaiiHne | KonuyecTtBo nnCTOB, MpumevaHue
N Xp. natbl dopmart (06bem,
MG)
1 2 3 4 5 6 7
Bcero BbIODaeTCHd en. Xp.,
(umdpaMr ¥ OPONMUCHI)
CPOK BO3BpalleHMs .
Derna BBIIIAHEL B YIOPAILOYEHHOM COCTOAHMM, TIOOWMTEL, B OBOJIOXKax, C

IIPOHYMEPOBAHHEIMM JIMICTaMM VM 3aBEPUTEJIbHBIMY HaOIlIVMCAMU.
nejia, IIOJIYydeHHBIEe BO BPEMEHHOEe

lNonyuaTess o6g3yeTcd He [IpPeloCTaBJaThb

NoJIb30BaHMe, I[IOCTOPOHHMM JIMllaM, He BbaBaThb IO HMM KONMM, BHIIMCOK U
cnpaBoOk, He MNyOJaMKOBATBH IOKYMeHTEl 0e3 paspelleHrs opTaHM3alMy, BbOaBIENR
nena.

[lonyuaTesb 0043yeTCcsa BEepHYTH Hejla B apxXMB OplaHM3alLUuM B yKa3aHHHM B

axKTe CpPOoK.

MpogomkeHne npunoxexHus N 10

k b_2.46 MpaBun

MonmyyaTesb nOpenynpexinedH o6 OTBETCTBEHHOCTM IO 3aKOHY B CJiydyae yTpaTh
WY TOBPEeXIEeHUs IIOJIydeHHEIX BO BpPEeMeHHOe I[OJIb30BaHue Iejl.

HamMmeHOBaHMe IOOJIXHOCTU HamMmeHOBaHMe IOOJIXHOCTU

PYKOBOOUTEJNA OpITaHM3aluy, PYKOBOOUTEJ A

BEIDAKIEN »OeJia OpTraHM3auumn-IrojydaTesis

[Momnmcse PacumpporBra [Momnmcse Pacumpporkra
MOONNCH MOONNCH

IDaTa IDaTa

[levuaTs OpTraHM3aLUN [levuaTs OpTraHM3aLUN

dopmat A4 (210 x 297 mm)

MNpunoxexHne N 11
«E02.8, B.18 Npasnn

KoHcynbTaHnTlInroc
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HokymeHT npepgoctasneH KoncynbranTllntoc
[ata coxpaHeHus: 14.09.2015

(HaMMeHOBaHMEe OpIT'aHM3aLUM)

(HazBaHue apxrmBa OpI'aHM3 aumm)

KHUTA
ydyeTa MNOCTYIJIEHMS M BHOBTUS IOeJI, OOKYMEHTOB

Tom N

HauamT

OKOHUEeH

KoHcynbTaHnTlInroc
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[ata coxpaHeHusi: 14.09.2015

®opmat A3 (297 x 420 mm)

lMpogonkeHue FIEMJ‘IO)KGHVIFI N 11

K ,mﬂpasmn
N Hata HanmeHnoBaHue | HanmeHoB | Hasea| [ogpl Bug | MoctynneHne onucaHHbix | BoiObiTe onmucaHHbix | HeonucaHHbix | MNpumed
n/n | noctynn| opraHusauun aHwve, HWe 1 | nocTynue| HocuTe [OKYMEHTOB [OKYMEHTOB oen, aHve
eHus n (CTpyKTYypHOTO HoMep U |Homep| wux nnn | na OOKYMEHTOB,
BbIObITW | Noapa3sneneHus, para doHA | BbIObIBLL KonnyectBo eq. xp. KonunuecTBo ea. xp. NUCTOB
a nvua, apxuea), oT| AOKYMeHTa a nx
OOKYMEH KOTOpOWN , no OOKYMEHT
TOB noctynunu (unn | KoTopomy OB Mo
BblObINK) nocTynunun onucu
OOKYMEHTbI unu
BbIObINK
OOKYMEHTBI
nocTosi | BpemeH no nocto | Bpeme| no |nocty| BbIGbI
HHOTO HOro | NW4YHO | siHHOT | HHOro | NIMYHO | Nuno | no
XpaHeH | (cBbiwe| My o |[(cBbiw| My
ns 10 neT) | cocTtaB | xpaHe | e 10 | cocTa
y Hua | ner) BY
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16
VToro B Tony IIOCTYIIMIIO en. Xp., B TOM 4YMCJIe: Ha
(umbpaMy M MNPONMUCHIO)
OyMaxHOM HoOCUTEJE , BIIEKTPOHHBIX ,

(umbdpaMy M HNPONMCHIO)

AYIMOIOOKYMEHTOB

(umppaMm ¥ MNPONMCEHI)
[IOKABEIBATCHA Pas3nellbHO MTOT'OBHE IJaHHBE 10

(umbdpaMy M HNPONMCHIO)

; BUMIESOIOOKYMEHTOB

=3, 0,

paMu M IMIPONMCHI)

@ KHUIT'U,;

BEIOBLIIO en. Xp., B TOM UMCJIe: Ha OyMaxHOM HOCHUTEJE
(umbdpaMy M MNPONMCHIO)
; DBJIEKTPOHHEIX ,
(urbdpaMy M HOPONMCHIO) (ubdpaMy M HOPONMCHIO)
AyIOIVOOOKYMEHTOB , BUIOEOIOKYMEHTOB .
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(umppaMm ¥ MNPONMCEHI) aMy_¥ IPONMCHI)

=
[IOKa3EBAlTCA Pa3neJIbHO MTOTOBHE HOaHHBE I10 EEEEEE:IH, Eﬁ, , Ea.

HamMeHOBaHMe IOOJIXHOCTM JiMLa,
COCTaBMBIIETO MTOTOBYK I'OIOOBYI 3alllChb INlommnmce PacumppoBka NOONUCHK

HauMeHOBaHME IOJIXHOCTM PYKOBOAMTENS apxmuBa IlloOnmch PacumppoBKa IOIANMUCU
(Mnua, OTBETCTBEHHOTO 3a apxXUB)

IaTa

<*> B rpadpe ykasbiBaeTcs Bua Hocutens (BH - gokymeHTbl Ha ByMaxkHoM HocuTene, 3 - aneKTpOHHbIE OKYMEHTbI).

®dopmart A3 (297 x 420 mm)

MNpunoxexHne N 12
K Eﬁﬁ, B.14 MpaBun
HammenoBaHUe OpraHMn3almn

CIMCOK ©OHIOB

Tom N
HauartT
OKOHUEeH
®opmat A4 (210 x 297 mm)
MpopomxkeHune npunoxeHnsa N 12
K Eﬁ B.19 Mpaeun
N [ata nepeoro | HaseaHue doHaa OTtmeTKa 0 BbIObITUM hoHOA MpumevaHue
doHaa NoCTYNneHns
OOKYMEHTOB Kyaa Bbibbin Oatau N
KoHcynbTaHnTtlnroc
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"O6 yTBEPXKAEHWUM NPaBWI OpraHM3aLnm XpaHeHWsl, KOMMMEKTOBaHWS, y4eTa 1 Ucrorn...

OokymeHT npepoctaeneH KoncynbraHTlntoc
[ata coxpaHeHusi: 14.09.2015

doHaa OOKYMEHTa, Ha
OCHOBaHUN
KOTOPOro BbIObIN

1 2 3 4 5

Ha 01.01. Toma B CHMCOK BKJIOUeHBE GOHIE C N mo N
M3 CHOMCKa MCkJodeHbl QoHIOel ¢ N rno N .

Bcero xpaHuUTCSA B apxuee doHmoB,

(umdpaMyt ¥ HOPONUCHI)

comepxaT ocoBbO LIeHHEBEIE HeJia.

(umbpaMy M MNPONMUCHIO)
Homepa cBOOOnHEIE:
Homepa BHIOHIBUIME ([I€pPemaHHEE) :

HamMeHOBaHMe OOJIXHOCTU
paboTHMKA apxMBa, COCTABUBIIEIO

TOOOBYI MTOTOBYK 3alMChb Iloomnmce PacumppoBka NOONUCHK

HamMeHOBaHME IIOJDKHOCTU
PYKOBOIUTEJS apxuba

(1mua, OTBETCTBEHHOTO 3a apxXmB) Nognuche PacumbppoBka NOONUCK

IaTa

JMCT SOHIA N

®opmat A4 (210 x 297 mm)

MNpunoxeHne N 13
K Ei% B.14 Mpasun

KoHcynbTaHnTtlnroc
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"O6 yTBEPXKAEHWUM NPaBWI OpraHM3aLnm XpaHeHWsl, KOMMMEKTOBaHWS, y4eTa 1 Ucrorn...

[okymeHT npegocTtasneH

KoncyneranTtlintoc
[ata coxpaHeHusi: 14.09.2015

(MecToHaxoxmeHve GoHIa
(HaMMeHOBaHME oOpTraHM3auuy,
TOe xpaHuTcsa GoHn) )

(IaTa OepBOI'O NOCTYILJIEHUS
IOOKYMEHTOB QoHIA)

KpaliHvne gaTbl Kakgoro HasBaHus HassaHune coHaa
doHaa
1 2
1. YueT HEONMCAHHEIX IOOKYMEHTOB
Harta |HassaHuve, N v naTa gokymeHTa, MocTtynneHue Bbi6bITHE Hanuuve
3anvcu Mo KOTOPOMY MOCTYNUIM UMK (ocTaToK)
BbIObINM JOKYMEHTbI
Konuuect| KpaiiHue | KonnyecTts| KpanHue Bcero gen
BO Aen narbl o gen hatbl
1 2 3 4 5 6 7
2. YueT ONMCAHHEIX IOKYMEHTOB
Hata | Homep lNog | HaseaH | Moctyn BbibbiTHE Hannuune (octaTtok)
3anucu | onucu ne uno ea.
aen onucu Xp. Konunue | OcHosa [ B Tom uucne no | Konuye B Tom uucne:
nnm CTBO Hue onuncam, CTBO
aHHoTa en. xp. | BblbbITU| yTBEpXAEHHbIM | ed. xp. NOCTOSIHHOIO XpaHeHus no NM4YHOMY
Luu A OlK cocraBy
JI0KyMe (HasBaH 3 3
HTOB e, Konwnue | kpanHu N3 HMX NO Konuyec| kpaviHue
pata, N cTBO | e patbl onuncam, TBO ed. | pathl
[OKyme en. xp. | ed. xp. | yTBepxaeHHbIM XPp.
HTa) MK
Konwnue | KpaiiHu Konmyec| KpamHu
KoHcynbTaHnTtlnroc
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"O6 yTBEPXOEHNN NpaBusl opraHn3aunn XpaHeHnsd, KOMMNIeKToBaHu4, y4eta 1 ncnorn...

HokymeHT npepocTtasneH KoHcyneTaHTllnioc
[ata coxpaHeHusi: 14.09.2015

cTBO | e pathl TBO €4. | e pathl
en. xp. Xp.
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16
®dopmart A4 (210 x 297 Mm)
Mpunoxexne N 14
K Epﬂ Ed Mpaeun
HamMeHOBaHMe oOpTraHM3alumu YTBEPXIAIO

donm N PyxoBommuTesb OpraHmM3alLumn
llononuchb PacumppoBka
OIIMCh N TIOONMCU
OeJl ITOCTOAHHOI'O XPaHeHUA J:LaTa
3a Ton
N n/n WHpekc oena 3aronoeok gena | KpanHue pathbl KonnyectBo MpumeyaHune
NINCTOB
1 2 3 4 5 6
HaseaHune pasgena
B nmaHHEI pas3nejl ONMCY BHECEHO ne,
(umbpaMy M MNPONMCHIO)

c N no N
JIMTEPHEIE HOMEpPA:

, B TOM UMCJIE:

IIPOIyULIEeHHEIE HOMEPa :

KoHcynbTaHnTtlnroc

HageXHasa npaBoBas noaaepxka
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"O6 yTBEPXOEHNN NpaBusl opraHn3aunn XpaHeHnsd, KOMMNIeKToBaHu4, y4eta 1 ncnorn...

OokymeHT npepoctaeneH KoncynbraHTlntoc
[ata coxpaHeHusi: 14.09.2015

HamMveHOBaHMEe OOJIKHOCTU
COCTaBUTEJIA OIINCHU

HavmMeHOBaHMe OOJIXHOCTU
PYKOBOIMTEJIA apxXmubBa
(Mmua, OTBETCTBEHHOTO 3a apxmB)

COTJIACOBAHO

[IpoToxos LSK (3K) opraHu3aumum
oT N

HammMeHOBaHME oOpTraHu3alumn

Illopnmce

Iloomnmce

PacumppoBka NOONUCK

PacumbppoBka MOOOIUCU

YTBEPXIOEHO

[IpoTokon 3K apxXMBHOTO YyUYpPEeXIEeHUS

oT

YTBEPXIAIO

donnm N PyxkoBomuTresb OpraHM3alnu
OIlMChH N [lononuce Pacumpporka
IoeJl 110 JIMYUHOMY COCTaByY I1ogrnmcum
3a Ton IaTa
N n/n MHupekc 3aronoBok Kpannune gatbl| Cpok XpaHeHusi Konnuyecteo | MpumedaHune
nena aena nncTos
1 2 3 4 5 6 7
B HmaHHBEI pas3desl ONMCK BHECEHO neJsi,

c N

JMTEPHEIE HOMEePa:

(umbpaMy M MNPONMUCHIO)
, B TOM uUumMCJIe:

no N

®opmat A4 (210 x 297 mm)

MNpunoxexHne N 15
K E% B4 MpaBun

KoHcynbTaHnTtlnroc
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"O6 yTBEPXKAEHWUM NPaBWI OpraHM3aLnm XpaHeHWsl, KOMMMEKTOBaHWS, y4eTa 1 Ucrorn...

OokymeHT npepoctaeneH KoncynbraHTlntoc
[ata coxpaHeHusi: 14.09.2015

IIPOIIyLULIeHHEIE HOMeEpa:

HammMeHOBaHMe OOJIXHOCTU
COCTaBUTEJIS OIUCU

HavMeHOBaHMEe IOJDKHOCTU
PYKOBOOMTENA apxuba (amuua,
OTBETCTBEHHOT'O 3a apxuB)

COTJIACOBAHO
[IpoToxos LUSK (3K) opraHuzaumm
oT N

HauMeHOBaHMe OpTraHU3aLUn

[Moonucse Pacumpporka nomnmcu
[Momnmce PacumppoBka NOONUCHK
YTBEPXIEHO
[MpoTokos JIIK apxXMBHOI'O yUYpEeXIeHUS
oT N
®opwmat A4 (210 x 297 mm)
MpunoxexHne N 16
K Eﬁﬁ, E.9 Mpasun
YTBEPXIAI

donnm N PykoBomuTresib OpraHM3alnn
OIMCh N llonnucob PacumppoBka
nesl BpeMeHHEX (cBomie 10 JieT) MIOONMCHU
CPOKOB XpPaHeHUHA JaTa
3a Ion
N n/n WHpeke 3aronosok aena | KpanHue gatel | Cpok xpaHeHusi Konuyecteo | lMpumevaHue
nena nucrtos
1 2 3 4 5 6 7
B HmaHHEII pasnesl ONMCU BHECEHO nei,
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"O6 yTBEPXKOEHWUM NPaBWI OpraHM3aLuy XpaHeHusl, KOMNIEKTOBaHWs, y4eTa 1 UCMor... Aara coxpaHeHus: 14.09.2015

(umppamMm M MOPONMUCEHI)
c N rno N , B TOM UMCJIE:
JIMTEPHEIE HOMEPA:
[IPOIlyLUIEeHHEIE HOMEPaA:

HauMmeHOBaHMEe OOJDKHOCTU
cocTaBuUuTEJIA OIIMCU [Mognuce PaCU.IM(l)pOBKa rnogrmcum

HamMeHOBaHMe OOJIXKHOCTU
PYKOBOOMTENA apxuBa (Jaula,

OTBETCTBEHHOT'O 3a apXUB) [Monnmce PacumppoBka NOONUCHK
COTJIACOBAHO
[IpoToxos L3SK (32K) opraHuzaumum
oT N
dopmart A4 (210 x 297 Mm)
ﬂEmnomeHme N 17
K M, ) | MpaBun
HamMeHOBaHMe OpTraHMU3aLUN YTBEPXIA
®ounnm N PyxkopomomTesib OpraHMU3aLUN
[Momnmce Pacumpporkra
OIIICH N [IOONMCHU
BJIEKTPOHHEX IeJl, IOOKYMEeHTOB HOaTa
IIOCTOSHHOTO XPAaHEeHUS
3a TOon;
N n/n Mupekc gena 3aronoBok gena KpanHne patbl O6bem, M6 MpumeyaHus
1 2 3 4 5 6
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"O6 yTBEPXKAEHWUM NPaBWI OpraHM3aLnm XpaHeHWsl, KOMMMEKTOBaHWS, y4eTa 1 Ucrorn...

OokymeHT npepoctaeneH KoncynbraHTlntoc
[ata coxpaHeHusi: 14.09.2015

B nmaHHEM pasnes ONMCM BHECEHO

ne,

(urdpaMrt ¥ HOPONUCHI)

c N no N

(umbdpaMy M MNPONMCHIO) (umbdpaMy M NPONMCHIO)
obBeMOM M6.
HavMeHOBaHME IOOJIXHOCTU
cocTaBUTEJId ONUCHU [Momnmce PacumppoBka NOONUCHK
HammeHOBaHME OOJDKHOCTU
pPyKOBOOMTENA apxupa (amua,
OTBETCTBEHHOT'O 3a apXuB) Momnuce PacumppoBka nomnmcu
COT'JIACOBAHO YTBEPXIEHO

[IlpoToxos LSK (3K) opraHm3auum
oT N

NPVWJIOXEHME K OINCU N
BJIEKTPOHHEIX HeJI, OOKYMEHTOB
IIOCTOAHHOT'O XpPaHeHUd

3a Toxm

PeecTp IOOKYMEHTOB
*

S -

N em. xp. o onmcu

[IpoTokon 3K apxXMBHOTO YyUYpPEeXIEeHUS
oT N

(KOHTEMHEPOR 2JIEKTPOHHLBIX IOOKYMEHTOB) DJIEKTPOHHOT'O Heja:

VHOoekCc neJja

3aroJIOBOK HeJia

®opmat A4 (210 x 297 mm)

MpoponxeHue
K

npunoxeHus N 17
hn. 3.4, h B3 MpaBun

Jata Per. N HavnmeHoBaHWe JokyMeHTa O6bem, M6 MpumevaHusn
OOKyMeHTa [OKyMeHTa
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"O6 yTBEPXKOEHWUM NPaBWI OpraHM3aLuy XpaHeHusl, KOMNIEKTOBaHWs, y4eTa 1 UCMor... Aara coxpaHeHus: 14.09.2015
1 2 3 4 5

HauMeHOBaHMe HOOJIKHOCTU
cocTaBUTEJIA OINUCHU Moonmce Pacumpporka nomnmcu

®opmat A4 (210 x 297 mm)

<*> CocTaBnsieTcs Ha kaxxgoe ANEeKTPOHHOE Oeno.

ﬂEvmox(eHme N 18

koo 3.4 .5 Mpaeun
HamMeHOBaHMEe OpTraHM3aluu YTBEPXIA
®oHn N PykoBomuTess opraHmM3alLmumu
INommnmce PacumppoBka
OICh N [IOONMCHU
DJIEKTPOHHEIX IeJl, OOKYMEHTOB JaTa

BpeMeHHHX (csBeine 10 jeT)
CPOKOB XpaHEeHMH

3a Tron
N n/n | NHpexkc 3aronoBok gena KpainHne Cpok O6bem, M6 | MpumevaHus
nena naTbl XpaHeHus

1 2 3 4 5 6 7
B HmaHHBI pasl3Idell ONMCKU BHECEHO neJi,
c N rno N

(umbpaMy M MNPONMUCHIO) (umbpaMy M MNPONMUCHIO)
KoHcynbTaHnTtlnroc
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"O6 yTBEPXOEHNN NpaBusl opraHn3aunn XpaHeHnsd, KOMMNIeKToBaHu4, y4eta 1 ncnorn...

OokymeHT npepoctaeneH KoncynbraHTlntoc
[ata coxpaHeHusi: 14.09.2015

obBeEMOM

HammMeHOBaHMe OOJIXHOCTU
COCTaBUTEJIS OIUCU

HavMeHOBaHMEe IOJDKHOCTU
PYKOBOOMTENA apxuba (amuua,
OTBETCTBEHHOT'O 3a apxuB)

COIJIACOBAHO

[IpoTroxos LUSK (9K) opraHmu3zaumum
oT N

IIPUMJIOXEHME K OIIMICM N
BJIEKTPOHHBEIX IeJl BPpeMeHHBIX
(cBemie 10 JleT) CPOKOB XPaHEHUS
3a TOm

PeeCcTp IOOKYMEHTOB (KOHTEMHEPOB 3JIEKTPOHHEIX

*
S~

N en. xp. o onmcu

3aroJIOBOK mOejia

PacumppoBka NOONUCK

PacumppoBka NOONUCHK

IOOKYMEHTOB) DJIEKTPOHHOIT'O Heja:

VHOekC neJa

dopmart A4 (210 x 297 Mm)

MpogonxeHue
K

npunoxeHusi N 18
o 34, h Ed Mpaeun

HaTa Per. N HanmeHoBaHve JOKyMeHTa O6bem, M6 MprmevaHus
OOKyMeHTa [OKyMeHTa
1 2 4 5
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"O6 yTBEPXOEHNN NpaBusl opraHn3aunn XpaHeHnsd, KOMMNIeKToBaHu4, y4eta 1 ncnorn...

OokymeHT npepoctaeneH KoncynbraHTlntoc
[ata coxpaHeHusi: 14.09.2015

HavMeHOBaHMe OOJIKHOCTU
COCTaBUTENA ONUCU Noanmceb

<*> CocTaBnsieTcs Ha KaXkgoe 3NeKTPoHHOe Aeno.

HauMeHOBaHMe OpTraHU3aLUn
PEECTP OIMNCEN

Hauat

OKOHUEH

PacumbppoBka NOONUCK

dopmart A4 (210 x 297 mm)

MpunoxeHne N 19
E%L m MpaBun

®opwmat A4 (210 x 297 mm)

Mpogomkenune npunoxeHnsa N 19
k oo, 3.6, B.11, B.14 Npasun

KoHcynbTaHnTtlnroc
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[okymeHT npegocTtasneH

KoHcynbTanTtlinioc
[ata coxpaHeHus: 14.09.2015

N N N HassaHue KonuyectBo gen B onucu Kpannu | Konnye | Konuuec | MNpumeu
n/n (*)OHD,a onncun onucun € JaTthbl CTBO TBO aHue
NOCTOSAHH | Bpe€MeHHor no NNCcToB | aK3emnn
oro o (cBblWwe | NUYHOMY B onucu| spos
xpaHeHu | 10 net) | coctaBy onucu
| XpaHeHus
1 2 3 4 5 6 7 8 9 10 11
Bcero XpaHUTCS B apxuBe Oommcey, W3 HUX
(umbpaMy ¥ MOPONUCHIO)
INIOCTOSHHOT'O XPaHEHUS ,
(urdpaMr ¥ OPONMUCHI)
BPEMEHHOTO xpaHeHus (ceemue 10 JjieT) ,
(umbpaMm M MNPONMUCHIO)
10 JIMYHOMY COCTaBy P
(umbpaMy ¥ MOPONUCHIO)
B TOM UYMCJIE NOCTYNMJIO B romy onunceu
(urdpaMr ¥ OPONMUCHI)
B TOM UYMCJIe BHIOEUIO B rony onmcemn
(umbdpaMm M MNPONMCHIO)
HamMeHOBaHME IOJIXKHOCTM PabOoTHMKA
apxmBa oOpraHMs3aluy, COCTaBUBIIEIO
peecTp onmucen [omnmce PacumppoBka NOONUCHK
HOONNCHU
HamMeHOBaHME IOJIXHOCTU
PyYKOBOOMUTENS apxmuea (auua,
OTBETCTBEHHOTO 3a apXWuB) [Tonnunce PacumdppoBKa IOONUCK
OONNCHU
DaTa
dopmat A4 (210 x 297 mm)
Mpunoxexve N 20
K Mpasun
YTBEPXIAIO YTBEPXIAIO

PyKOBOOUTEJL OpTaHM3aluun,
nepenamumey ITOKYMEHTE

PykoronouTesb opraHmn3zauum,
HpMHMMaIOLL[eIZ JOKYMEHTEL

[Mononuce PacumppoBka [Mononmce PacumppoBka
NOONMUCHU NOONMUCHU
IDaTa [leuaThb IDaTa
[leuaTs
AKT
N
npreMa-nepenauy apxXmUBHBIX
KoH bTaHTl
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"O0 yTBEPXKOEHUN NPABUIT OpPraHn3aumm XpaHeHus,
KOMMIEeKTOBaHUS, y4eTa 1 ucnor...

HokymeHT npepgoctasneH KoncynbranTllntoc
[ata coxpaHeHus: 14.09.2015

OJOKYMEHTOB Ha XPaHEeHUEe

(OCHOBaHME Iepenaun)

(HazBaHMe nepemaeaeMoro GoHna)
coaj,

(Ha3BaHMe opraHMBalUuM, Iepelapley OOKYMEHTEH)

a MPUHAJI
(Ha3BaHMe OpraHM3aluM IPUHMMAKIEN TOKYMEHTEH)

OOKYMEHTH Ha3BaHHOTO QOHIaA M HAYUYHO-CIPABOUYHHIM alnapaT K HUM:

N n/n HasBaHue, Homep onucu Konnyectso Konunuectso eg.| [MNpumeyaHus
9K3eMnnapoB onmcun Xp.

1 2 3 4 5
ATOTO NPMHATO en. Xp.
[lepenmauy OPOUBBEJIN: [lpyeM ODpoM3BEJINM:

IJOJIXHOCTB IToonmce Pacumpposka IJOJIXHOCTB IToonmce Pacumpposka
nonnmcu nonnmcu
DaTa DaTa

donny npucsoeH N

VI3MeHeHrS B y4YEeTHBE IOKYMEHTHE BHECEHH.
IJOJIXHOCTB Iloonmce PacumppoBka NOONUCHK
HaTa

Popmat A4 (210 x 297 mm)

[Tounoxenne N 21

K oo, 3.14, B.11, .13 Npasun

HamMveHOBaHUE OpraHMn3almnumn

AKT YTBEPXIA
N PykopomuTess opraHm3almum
O BHIIEJIEHUNM K YHUUYTOXESHNUIO
APXUBHBEIX IOOKYMEHTOB, [Momnmcse PacumpporBkra
He nomjiexalmx XpaHeHMO MOONNCH
ODaTa

Ha ocHoBaHum
(HasBaHme VI BBIXOIOHBIE IIaHHEBIE HepGQHH JOKYMEHTOB C YyKas3aHHuem

CPOKOB MX XPaHEeHUH)

KoHcynbTaHnTlInroc
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KOMMNJIEKTOBaHUA, y4eTa 1 ncnor...

OoTOBPAaHH K YHMUTOXEHMIO KakK He MKMellMe HayJYHO-MCTOPUYUECKOM LEHHOCTU U
YTPaTUBIIME MNPAKTUUECKOE BHAaueHMe OOKYMeHTH Gonma N

(HazBaHMe QOHIAa)

N 3aronoBok gena loabl Homep | Howmep eq. | Konuuect Cpoku Mpumeua
n/n | (rpynnoBou 3aronoBokK onucun | Xp. No onucu | Bo ed. Xp.| XpaHeHua u Hue
OOKYMEHTOB) HOoMmepa cTaTeun
Nno nepeyHto

1 2 3 4 5 6 7 8

NToro en. Xp. 3a TOQNOHL.
(umbpaMy M MNPONMUCHIO)

Onmcy mest NOCTOSAHHOT'O XpaHeHMsa 3a Tonel yTBepxneHsl 3K

(HaMMeHOBaHME ApPXMBHOTO YUPEXICSHMA)
(mpoTokos oOT N )

HammMeHOBaHmMe OOJIXHOCTU
PYKOBOOUTENA apxmuea (Jiauua,

OTBETCTBEHHOT'O 3a apxXUB) Ilomnucse PacumppoBKa NOIONMUCU
COI'JIACOBAHO

[IpoTokos L3K (2K) opraHmzaumum

oT N

<*> I'Ip|/| BblAENEeHNN K YHUHTOXEHNIO JOKYMEHTOB MNMpU NoAroToBke e K nepeadvye B apXme opraHmsaunun
, & HE 3anOoNHAKTCA.

MpoooskeHune I'I%VIJ‘IO)KGHVIFI N 21

K , k13 MpaBun

IOKYMEHTEl B KOJIMUECTBE en. Xp.:
— Ha 6yMa>KHOM HOCUTeJiIe BEeCOM KI' CIOaHEBL
Ha YHUUTOXEHNUE;

— Ha DJJIEKTPOHHOM HOCHTEJIE CHOaHBbBl Ha YHUYUYTOXEHNME

(crmoco® yHUUTOXEHUS)

HamMeHOBaHMEe HOOJIXHOCTM paboOTHMKAE,
CIOaBIIETO OOKYMEHTEI Illopnmce PacumbppoBKa NOAONUCU

DaTa
VI3MeHeHusS B yUeTHhE IOKYMEHTH BHECEHHI.

HamMeHOBaHME IOOJIXHOCTM paboTHMKA
apxuBa, BHECHEeTO M3MeHeHUI

HageXxHasa npaBoBas nogaepxka

B Y4UeTHEIEe IOOKYMEHTEL HO,JIHMCI:: PaCLLIM@)pOBKa rnnongrncum
ODaTa
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HokymeHT npepgoctasneH KoncynbranTllntoc
[ata coxpaHeHus: 14.09.2015

®opmat A4 (210 x 297 mm)

MpunoxeHne N 22
k3149 Mpasun

HammeHOBaHUE OpraHMn3alumnum

AKT YTBEPXIA
N PyxkoBomgmTesb OpraHmM3alumumn
O HEMCIIPAaBMMEIX [NOBPEXIEHMAX
APXMBHEIX IOOKYMEHTOB Homonmcse PacumppoBkra
IOONNCH
DaTa
QoHnm N

(HazBaHMe QOHIA)

B (_I)OH,JIe o@HapymeHm OJOKYMEHTEI, IIPVM3HAHHBEIE HENMCIIPABMMO IIOBPEXIESHHBIMU

N n/n| Onucek | EA. xp. N 3aronoBok KpanHvne patbl Konunyectso CyLwHocTb 1
N NoBpPEeXAeHHbIX ef. Xp. nucToB (06beMm, NPUYUHBI
M©6) noBpexaeHus
1 2 3 4 5 6 7

Toro OOHAPYXEeHO HEMCIPaBMMO [NOBPEeXIEeHHBIX

en. xp.
(umppaMm ¥ MIPONUCEHIO)
[lepeunCyieHHEE €. XP. [OAJiexaT CIMCAaHMIO BBUOY:
HamMmeHOBaHME HOOJDKHOCTU
PYKOBOOMTEJNA apxuBa (amuua,
OTBETCTBEHHOT'O 3a apxUuB) Ionmnmce PacumppoBKa IOIANMUCU
COTJIACOBAHO COTJIACOBAHO
[IpoTokos LSK (2K) opraHmsaumum [IpoTokosn JOIK apxXMBHOTO y4YpPEeXIeHUS
oT N oT N
VI3MeHeH S B ydeTHBEEe HOOKYMEHTH apXMBa BHECEHH.
HamvmMeHOBaHmMe OOJIXHOCTU
paboTHMKA, BHECWEIO M3MEeHeHUS
B y4YeTHBEEe OOKYMEHTH Ilononmce PacumppoBKa NOIONMUCU

HaTa

Popmat A4 (210 x 297 mm)

<*> [Ina 4OKYMEHTOB, BKIMIOYEHHbIX B cocTaB ApxmBHoro ¢oHga Poccuinckon depepaumm.

KoHcynbTaHnTlInroc
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[ata coxpaHeHus: 14.09.2015

HamMeHOBaHMEe OpraHu3alumn

HammeHoOBaHUE CTPYKTYPHOTI'O

NpunoxeHne N 23
K ﬂ‘_'l)fﬂ k.31 Mpasun

nogpasneJsyieHnd
OIIMCh N
neJl
N NHpeke 3aronoBok gena KpaiHue gatbl Cpok Konnyectso | lMpumeyaHue
n/n nena XpaHeHus nmcToB
*
1 2 4 5 6 7

HasaHune pasgena

B maHHYI ONMCBH BHECEHO

neJl

c N

(umppaMm ¥ MIPONUCEHIO)
no N , B TOM UMCJIE:

JIMTEPHEIE HOMEpa:

[IPOIIylIeHHEIE HOMEPaA:

HavMeHOBaHMEe HOOJIKHOCTU

pykrkoBOOUTEJIA CTPYKTYPHOI'O

nompasnejyieHna
COT'JIACOBAHO
HavMeHOBaHME OOJIXHOCTU

pykoBomuTesd CJyx0Owe JOY

[Mononmce PacumppoBka
lNognwucu

DaTa

[Moonmce PacumppoBka nonnmUcu

COTJIACOBAHO

[IpoTokoJy 3K CTPYKTYPHOI'O
nompasnesyieHus

oT N

<*> [pacha onyckaeTcs B ONvcu e NoCTOAHHOro cpoka XpaHeHus.
<**> [Mpun Hanuunm 3K CTPYKTYpHOro noapasaeneHus.

Mpogorxenune npunoxeHna N 23
chn.4.11 B34 Mpasun

[lepepan
ner
(umbpaMy M MNPONMCHIO)
)28 PETUMCTPAUIVMOHHO-KOHTPOJIBHEIX KapTOTEK K IOTOKYMEHTAaM.
KoHcynbTaHnTlInroc
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HokymeHT npepgoctasneH KoncynbranTllntoc
[ata coxpaHeHus: 14.09.2015

(umdpaMr ¥ HOPONMUCHI)

HamMeHOBaHME OOJIKHOCTM paboTHMKA

neJl

CTPYKTYPHOT'O IoIpas3nelleHUI Ilononmce PacumppoBKa NOIONMUCU
[MpuHAan

(umdpaMr ¥ OPONMUCHI)
u PETUCTPALUMOHHO-KOHTPOJIbHBIX

(umdpaMm ¥ OPONMCHI)
KapTOoTeK K IOKyMeHTaM.

HavMeHOBaHME IOOJIXHOCTU
paboTHMKA apxuba

DaTa

HamveHnoBaHMe opraHmM3aluum

Qoo N

OIMCb N
BJIEKTPOHHEIX IeJI, OOKYMEHTOB

I[lopnmce

PacumppoBka NOONUCHK

dopmat A4 (210 x 297 mm)

MNpunoxeHne N 24
K ﬂﬁ k.31 Mpasun

N n/n Nupekc 3aronoBok gena KpanHue aathbl O6bem, M6 | lNpumevaHus
fena
1 2 3 4 5 6
HanmeHoBaHue pasgena
B maHHBEII pas3nesyl ONMUCKU BHECEHO neJt,

c N no N

(umdpaMr ¥ OPONMUCHIO)

obBeEMOM

HavMeHOBaHME OOJIXHOCTU
PYKOBOIUTEJSA CTPYKTYPHOTIO

M6 .

nompasnejieHns [omnmce PacumppoBka nomnmcu
IDaTa
COTJIACOBAHO COTJIACOBAHO
HammMeHOBaHME OOJIKHOCTU [IpoTokoJ 3K CTPYKTYPHOI'O
pykoBomouTesnda CJyxoOwsl JOY nompasnesyieHud
[ononucse Pacumpposka oT N
KoHcynbTaHnTlInroc
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HokymeHT npepgoctasneH KoncynbranTllntoc
[ata coxpaHeHus: 14.09.2015

I[loponmucu

DaTa

<*> [pacha onyckaeTcs B onNvcu e NoCTOAHHOro cpoka XpaHeHus.
<**> [Mpun Hanuunm 3K CTPYKTYpHOro noapasaeneHus.

Mpogorxenune npunoxeHnsa N 24
B 411 B34 Mpasun

[lepepamn
oeJj
(umbpaMy M MNPONMCHIO)
n peI‘MCTpaLH/IOHHO—KOHTpOJ'IbeIX KapTOTeK K IOOKyMeHTaM,
(umbdpaMm M OPONMCHID)
obBEMOM M6.
HamMeHOBaHME IOJIXHOCTM paboTHMKA
CTPYKTYPHOTO MOIpas’3nesIeHMUI loOonmce PacumbpoBka MNOIONMCU
[MpuuAan nen
(umdpaMy ¥ MOPONMUCHIO)
u PeIMCTPALMOHHO~KOHTPOJIbHEIX
(umdpaMr ¥ OPONMUCHI)
KapTOTEK K IOOKyMeHTaM, OOBEMOM M6 .
HauMeHOBAaHME OOJIKHOCTU
paboTHMKa apxXuBa Moonmcob PacumrdppoBka HOOIUCU
IDaTa
dopmat A4 (210 x 297 Mm)
Mpogorxenune npunoxeHnsa N 24
k b Z;] k.31 Mpasun
INPMJIOXEHUME K OIMCU N
BJIEKTPOHHEIX IeJl, IOOKYMEeHTOB
PeecTp HOOKYMEHTOB (KOHTEMHEPOB BJIEKTPOHHHX IOKYMEHTOB) OSJIEKTPOHHOTO »eja:
<E>
N en. xp. o onmcu umexkc npesa
3aroJI0OBOK nOeJia
HaTa Per. N HaumeHoBaHMe JOKyMeHTa O6bem, MO MpumeyaHus
OOKYyMeHTa OOKYyMeHTa
1 2 3 4 5
KoHcynbTaHTtlntoc
y www.consultant.ru Ctpanuua 50 n3 56
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HokymeHT npepgoctasneH KoncynbranTllntoc
[ata coxpaHeHus: 14.09.2015

HamvmMeHOBaHmMe OOJIXKHOCTU

cocTaBmUTeJId OIIMCU ognmce

CocTaBnseTcs Ha Kaxaoe aneKTpoHHoe Aeno.

PacumbppoBKa MNOONUCKU

dopmat A4 (210 x 297 mm)

Mpunoxexve N 25

K MpaBun

HamMeHOBaHMEe OpraHu3alumn
HOMEHKJIATYPA IIEJ YTBEPXIAIO

PyKOBOHMTeHb OpIraHM3alnmn
Ha ron [ononucse Pacumpposka

IIOoONnnCum
DaTa
MHupekc 3aronoBok gena KonuuectBo | Cpok xpaHeHus n MNpumeyaHne
nena aen N ctatbu no
nepeyHo
1 2 3 4 5

HasaHune pasgena

HammeHOBaHME IOJDKHOCTU
pykopomuTesda Ciyx0Oel JOY

opraHms3aluumn ognmce PacumbppoBKa NOAONUCU
Buza pyrOBOOUTEIJIA apXMBa
(MMua, OTBETCTBEHHOI'O 3a apxXUB)
COTJIACOBAHO COTJIACOBAHO
[IpoTokos LSK (3K) [IpoTokos JOIK apxXMBHOTO y4YpPEeXIeHUS
oT N oT N

MpogonxeHne npunoxeHna N 25

K Mpasun
VITororasa 3amnmMcb O KarTeropmax m KoJInudecTBe ner,
3aBEeIeHHEIX B ooy B Opr'aHM3allMM
Mo cpokam xpaHeHus Bcero B Tom uuncne:
nepexoasaLmx ¢ otmeTkom "OlK"
1 2 3 4
KoHcynbTaHuTlnoc
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HokymeHT npepgoctasneH KoncynbranTllntoc
[ata coxpaHeHus: 14.09.2015

MNocTosiHHOrO

BpemeHHoro (cebiwe 10 neT)

BpemeHHoro (0o 10 neT BKMOYUTENBHO)

NTOIo:

HamMeHOBaHME IOOJIXHOCTU

pykopomuTesda Ciyx0Oel JOY lognmchb PacumppoBka NOONUCHK
DaTa
JITOoTOBEIE CBEeIEeHUs IIepelaHEl B apxUB.
HauMeHOBaHME IOOJIKHOCTM JIMlla,
rnepenaBlero CBEeIeHUA ognmce PacumbppoBKa MNOAONUCU
DaTa
dopmat A4 (210 x 297 mm)
Mpunoxexve N 26
k419 MpaBun
HammMeHOBaHMEe OpTraHu3alumn
HauMeHOBaHME CTPYKTYPHOTO
nompasneJieHNns
HOMEHKJIATYPA IEJI
Ha ron K*>
WHpexkc 3aronoBok gena Konnyectso Cpok xpaHeHusa n | lNpumevaHne
jena TOMOB (4acTen) N ctatbu no
nepeyHto
1 2 3 4 5

HasaHwne pasgena

HamMeHOBaHmMe OOJIXKHOCTU
PYKOBOIMTEJNSA CTPYKTYPHOTO

nogpasnesieHns

ODaTa

COTJIACOBAHO

[IpoTokon 3K CTPYKTYpPHOI'O

nompasnesieHns

Ilomnuce

PacumppoBKa NOANUCUK

KoHcynbTaHnTlInroc

HageXxHasa npaBoBas nogaepxka

CtpaHuua 52 u3 56


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

Mpukas MuHkynbTypbl Poccun ot 31.03.2015 N 526 [loKyMeHT NpeaocTasneH
"O0 yTBEPXKOEHUN NPABUIT OpPraHn3aumm XpaHeHus, Y pen Nata COKWHIEMXP%GHM 14.09.2015
KOMMIEeKTOBaHUS, y4eTa 1 ucnor...

oT N

dopmart A4 (210 x 297 Mm)

<*> K HOMeHknatype [Aen CTPYKTYpPHOro mnogpasfgeneHnss MNo  OKOHYaHWW  KareHgapHoro ropa
COCTaBNsAETCA UTOroBas 3annck No opme, ykasaHHOW B mpunoxenun 29, n aenaetcs oTMeTka O nepegadye
NTOroBbIX cBeAeHun B cnyxby OOY opraHmsaumm.

<**> [Mpun Hanuunm 3K CTPYKTYPHOro noapasaeneHus.

MNpunoxerHne N 27
K EEZPE k21 Mpasun
BHYTPEHHAA ONNUCH
OOKYMEeHTOB nejia N

N n/n | Pernctpau Hata 3aronoBokK AOKYMeHTa Homepa nuctos | MNpumevaHue
WOHHbIN | OOKyMeHTa aena
WHOEeKC
OOKyMeHTa
1 2 3 4 5 6
MToro OOKYMEHTOB .

(umbpaMy M MNPONMCHIO)

KommuecTBO JIMCTOB BHyTpeHHeIZ OInImMcCum

(umppaMm ¥ MIPONUCEHIO)
HamMeHOBaHME IOJDKHOCTM JIMLA,
COCTaBMBIIETO BHYTPEHHIOW0 ONMChH

OOKYMEHTOB Heja Iloonmce PacumppoBKa NOAONUCUK

ODaTa

®dopmat A4 (210 x 297 mm)

NpunoxeHne N 28
K ﬂpﬁ k.24 Mpasun

(HauMeHOBaHME TI'OCYIDapCTBEHHOTO (MYHMUMIIAJNIBHOT'O) apxmuBa)

(HaMMeHOBaHMEe OpIT'aHM3alUM)

KoHcynbTaHnTlInroc
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(HaMMeHOBaHME CTPYKTYPHOTO NOIpa3nesiIeHUsd)

IOEJIO N TOM N

(3aroJoBOK gmeJja)

(KkpaMrHMe OaThl)

Ha JmcTax
XPaHUThb

o. N

Oon. N

0. N

dopmat A4 (210 x 297 mMm)

MpunoxeHne N 29
kb 512 MpaBun

HammveHOBaHMEe OpTraHM3alun
CnpaBOuYHEIE HOaHHEIE OO0 OpIraHM3aLUum Apnpecar
(nouToBEM anmpec, TeyedoH,
TeneboH/baxc)

APXVIBHASA CIIPABKA

N

(mara)

Ha N oT

TekcT
OcHOBaHMUE :

JOJIXHOCTE PYKOBOIUTEJIS OPTaHMBALUN
(MJIY MHOTO YIIOJHOMOUEHHOTO UM JIMLA) loOnmchk PacumdppoBka HOOIMCU

I[leuaTsb

daMUIMa MUCIOJIHUTEJS
Homep TesnedoHa

Popmat A4 (210 x 297 mm)

KoHcynbTaHuTlnoc
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HokymeHT npepgoctasneH KoncynbranTllntoc
[ata coxpaHeHus: 14.09.2015

YTBEPXIAIO

MpunoxeHne N 30
k64 Mpasun

YTBEPXIAIO

(HaMMeHOBaHMEe IOJIXHOCTU PYKOBOOUTEIA

(HaMMeHOBaHMEe IOJIXHOCTU PYKOBOOUTEIA

opraHM3aluuM, Illepepanuerl ITOKYMEeHTEH)
[Mononmce PacumppoBka NOANMUCH
IDaTa I[leuaThb
AKT
N

npreMa-Iriepenadm apXMBHBIX
OJOKYMEHTOB Ha XPaHEeHUEe

opraHmMs3auMy, NPMHMMAKIEN OOKYMEHTHI)
[Mononmce PacumppoBka NoOIONMUCH
IDaTa I[leuaThb

(OCHOBaHME Iepenaun)

(HazBaHMe nepemaeaeMoro GoHna)

coaj,
(HaMMeHOBaHME opTaHM3auuM, Iepenanumel ITOKYMEHTEH)
(HauMMeHOBaHME oOpTaHM3aluuM, IPpUHUMAaKIEY ITOKYMEHTEH)
IPpUHMMAET Ha I'OCYyIapCTBEHHOE XpaHeHMe IOKYMEeHTEl M CTPaxOBHE KOIUM 3a
(romrr)

M CHPaBOYHBI amnnapaT K HUM:

KoHcynbTaHTlInoc: npumeyaHue.

Hymepauus rpadg B Tabnuue gaHa B COOTBETCTBMM C OpULMaribHbIM TEKCTOM AOKYMEHTA.

N n/n HassaHwne, Homep onucu KonunyectBo KonnyecTtBo eamHuy, MNpumeyaHne
3K3eMMsSPOB ONncu XpaHeHus
1 2 3 4 6

MpogomkeHue npunoxenna N 30
kb 6.9 Mpasun

VToro HOPMHATO ern. xp.
(umbdpaMm M MNPONMUCHIO)
[lepenmauy OPOUBBEJIN: [lpyeM OpoM3BEJINM:
HOJIXHOCTb ognuce HOJIXHOCTb [ognuce Pacumpposkra
Pacumpposka NOONNUCH
MNOONNVCH
Hara Iara
doHOy HOPUCBOEH HOMEP
V3MeHeHMS B y4YeTHBE IJOKYMEHTEl BHECEHEH
KoHcynbTaHnTlInroc
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HokymeHT npepgoctasneH KoncynbranTllntoc
[ata coxpaHeHus: 14.09.2015

JOJIXHOCTB IToonuce PacumbppoBKa MNOONUCKU
ODaTa

dopmat A4 (210 x 297 mm)

KoHncynbtanTtlnioc
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