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[aTta coxpaHeHus: 27.05.2020

3apeructpuposaHo B MuHtocte Poccumn 7 ceHTsiops 2015 r. N 38830

MWHUCTEPCTBO KYNbTYPbl POCCUACKON ®EQEPALIUN

NMPUKA3
ot 31 mapta 2015 . N 526

OB YTBEPXXOEHUM NPABUN
OPIrAHU3ALUN XPAHEHUA, KOMITNIEKTOBAHUA, YYETA N NCMNMOJIb3OBAHUA
OOKYMEHTOB APXUBHOIO ®OHAA POCCUACKON ®EAEPALIUM U OPYIUX
APXUBHbIX AOKYMEHTOB B OPITAHAX FOCYAAPCTBEHHOW BNIACTH,
OPIFAHAX MECTHOIO CAMOYNPABJIEHNA U OPTAHU3ALIUAX

KoHcynbTaHTlmoc: npumeyaHue.

B cooTtBeTcTBMM € YKka3om [NpesngeHta PO ot 22.06.2016 N 293 yTBepxaeHne npasumn opraHnsaumnm XxpaHeHus,
KOMMMEKTOBAHMS, ydeTa U UCMNOoMb30BaHWUs OOKYMEHTOB ApxuBHOro goHaa Poccuiickon depepauun n gpyrmx
apXMBHbIX JOKYMEHTOB B rOCYAapCTBEHHbIX OpraHax, opraHax MECTHOro CamoynpasfeHuUs U opraHu3aumsax
OTHEeCeHOo K nornHoMounsam defepanbHOro apxXmMBHOrO areHTCTBa.

B cootBeTcTBUM C NyHKTOM 2 YacTu 1 ctatbk 4, YyacTbio 5 ctatbn 14 PegepanbHOro 3akoHa oT 22 OKTs6ps
2004 r. N 125-®3 "O6 apxuBHom gene B Poccunckon ®egepaunn” (CobpaHune 3akoHogaTensctsa Poccumnckon
®epepaumn, 2004, N 43, cT. 4169; 2006, N 50, ct. 5280; 2007, N 49, ct. 6079; 2008, N 20, c1. 2253; 2010, N 19,
cT. 2291; N 31, cT. 4196; 2013, N 7, c1. 611; 2014, N 40 (u. ll), cT. 5320) u noctaHoBneHnem lpaBuTenbcTBa
Poccuinckon ®epgepauun ot 20 uronsa 2011 r. N 590 "O MwuHuctepctBe KynbTypbl Poccuinckon Pegepauun”
(CobpaHwue 3akoHogaTenbcTBa Poccuiickon ®epepaumm, 2011, N 31, c1. 4758; N 44, cT. 6272; 2012, N 6, cT. 688;
N 17, c1. 2018; N 26, cT. 3524; N 37, cT. 5001; N 39, cT1. 5270; 2013, N 3, cT. 204; N 8, c1. 841; N 31, cT. 4239; N
33, cT. 4386; N 41, c1. 5182; N 45, cT. 5822; 2014, N 9, cT. 909; N 30 (u. Il), cT. 4305; N 40 (u. Ill), cT. 5426, N 48,
cT. 6860; 2015, N 2, cT. 491; N 4, cT. 664; N 9, cT. 1339) npukasbiBato:

1. YTBepauTb npunaraemble npasuna opraHn3auumn XpaHeHWsi, KOMMNEKTOBaHWUS, y4eTa U UCMNOMb30BaHUA
AOKymeHTOB ApxuBHOro oHaa Poccuiickon Pepepaumm M Opyrux apxuMBHbIX [OKYMEHTOB B OpraHax
rocyfapCcTBEHHOW BMacTu, opraHax MeCcTHOro caMmoyrnpasrieHns 1 opraHm3auunsx.

2. HanpaBuTb HacToOAWMA nNpuKas Ha rocyaapCTBEHHYK pernctpaunio B  MUHMCTEPCTBO OCTULMN
Poccunckon ®egepaumn.

3. KOHTpOnb 3a UCnonHeHneMm npukasa Bo3foXnTb Ha nepeoro 3amectutens MuHnctpa B.B. Apuctapxosa.

MI/IHI/ICTP
B.P.MEOMHCKNI

MpunoxeHue

K npuka3dy MuHucTepcTBa KynbTypbl
Poccuiickon ®epepauun

ot 31 mapta 2015 . N 526

KoHcynbTaHTlM0C: npumeyaHue.
Cwm. MeToanyeckue pekoMeHaaumm rno npuMeHeHuo Hactoswmnx Mpaeun.
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NPABUNA
OPIrAHU3ALUN XPAHEHUA, KOMITNIEKTOBAHUA, YYETA N NCMNMOJIb3OBAHUA
AOKYMEHTOB APXUBHOIO ®OHOA POCCUACKOW ®EQEPALINK U OPYIUX
APXMBHbIX OKYMEHTOB B OPFAHAX FOCYOAPCTBEHHOW BNACTMH,
OPIAHAX MECTHOIO CAMOYNPABJIEHUA U OPTAHU3ALINAX

[. OBLUME MONOXEHWUA

1.1. HacTtoswue lNpaBuna opraHn3auum XpaHeHnsi, KOMMMEKTOBaHMWS, yyeTa U UCNONb30BaHNS JOKYMEHTOB
ApxusHoro ¢oHaa Poccuickon denepaumm n apyrmx apxmeHbIX JOKYMEHTOB B OpraHax rocygapCTBEHHOW BiacTu,
opraHax MeCTHOro caMOynpaBrieHus u opraHusdauuax (ganee - Hactoawwme [lpasuna) paspaboTaHbl B
cootBeTCcTBUMM ¢ PepepanbHbiM 3akoHOM OT 22 okTabpsa 2004 r. N 125-03 "O6 apxuBHOM gene B Poccuiickon
depepauymun” (CobpaHue 3akoHogatenbcTBa Poccuinckon ®enepauun, 2004, N 43, c1. 4169; 2006, N 50, cT. 5280;
2007, N 49, ct. 6079; 2008, N 20, ct. 2253; 2010, N 19, c1. 2291; N 31, cT. 4196; 2013, N 7, c1. 611; 2014, N 40
(4. 1), cr. 5320), noctaHoBneHvem [lpaBuTtensctBa Poccuiickon ®egepaummn ot 15 uoHa 2009 r. N 477 "O6
yTBepxaeHun [lpasun pgenonpousBoacTBa B edepanbHbIX opraHax ucnonHutenoHon snactn" (Cobpanue
3akoHopartenbcTBa Poccuiickon ®epepauun, 2009, N 25, c1. 3060); npukazom MwuHucTepcTBa KynbTypbl U
MacCoBbIX KOMMYyHuKauumi Poccuiickon depepaumm ot 18 gaHBaps 2007 r. N 19 "O6 yrtBepxaeHun [MpaBun
opraHu3aumm XpaHeHusi, KOMMNIEKTOBaHNS, y4eTa U UCMNomMb30BaHNs OOKYMeHTOB ApxumBHoro doHga Poccurickon
depepaummn 1M Opyrux apxXuBHbIX LOKYMEHTOB B FOCYOAPCTBEHHBIX W MyHMUUMNAmNbHbIX apxvBax, My3esx W
6ubnuotekax, opraHusaumax Poccuiickon akagemum Hayk" (ganee - [NpaBuna xpaHeHws) (3aperncrpupoBaH
MuHioctom Poccum 6 mapta 2007 r., peructpauumoHHbin Homep 9059, "BronneTteHb HOPMAaTUBHLIX akTOB
benepanbHbIX OpraHoB ucnonHutensHom Bractu ot 14 maga 2007 r. N 20"), ¢ M3MEHEHUsAMMU, BHECEHHbIMMU
npmkaszoMm MuHuCTepcTBa KynbTypbl U MaccoBbiX KOMMYyHMKauni Poccunckon ®egepauun ot 16 pespansa 2009 r.
N 68 (3apeructpupoBaH MuHtioctom Poccun 5 mas 2009 r., peructpaumoHHbin Homep 13893, "Poccuiickas raserta”
ot 20 mas 2009 r. N 89), npukasom MuHkynbTypbl Poccun ot 10 ceHTtabpsa 2007 r. N 1273 "O6 yTBepxaeHuu
POPM YYETHbIX U WHbIX LOKYMEHTOB MO OpraHu3aumm XpaHeHWs, KOMMIIEKTOBAHUA, yyeTa U MCMNOSfb30BaHWUS
OokyMeHToB ApxmBHOro cpoHaa Poccunckonn depgepaunm M Apyrux apxvMBHbIX AOKYMEHTOB B FOCYAapPCTBEHHbIX U
MYHULMNAnNbHbIX apXuBax, My3esax u oubnuoTekax, opraHnsaumsax Poccuinckon akagemmm Hayk" (3apermcTpmpoBaH
MuHiocTom Poccum 9 oktabpsa 2007 r., permctpauuoHHbin Homep 10291, "BronneteHb HOPMAaTMBHBIX aKTOB
deaepanbHbIX OPraHoB UCMOMHUTENBHOW BNacTu oT 5 HosA6psa 2007 r. N 45").

1.2, JencTtBne HactosAwmx NpaBui He pacnpoCTpaHAETCs Ha OpraHM3auuio XpaHeHus, KOMMIeKTOBaHus,
yyeTa 1 ucnonb3oBaHusa okymeHToB ApxmBHoro poHga Poccuiickon ®eagepaumn n Apyrnx apxXmBHbIX AOKYMEHTOB,
cofepxallmx cBefleHns1, COCTaBnAoLLNE rocyAapCTBEHHYIO TalHy.

1.3. TocygapcTBeHHblE OpraHbl, OpraHbl MECTHOFO CaMoyrnpaBneHUst MyHULMNansHOro panoHa, ropoAcKoro
OoKpyra v BHYTPUIOpPOACKOrO paiioHa 00si3aHbl co3haBaTb apXMBbl B LIENSIX XpaHEHWUsi, KOMMNEKTOBAHUS, ydeTa U
Mcrnonb3oBaHMs 06pa3oBaBLLMXCS B MPOLecce NX AesATENbHOCTU apXUBHbIX JOKYMEHTOB.

1.4. OpraHu3aumn BnpaBe co3gaBaTb apxvBbl B LEMsSX XpaHeHusi obpa3oBaBLUMXCS B MpoLecce WX
[EATENbHOCTM apXUBHbIX JOKYMEHTOB, B TOM YMCIE B LENAX XPAHEHUSI U UCMOSb30BaHUSI apXMBHbIX JOKYMEHTOB,
He OTHOCSILLMXCS K rOCYAapCTBEHHOW UMW MyHULIMNANbHON COBCTBEHHOCTM <1>.

<1> YacTtb 2 ctatbm 13 degepanbpHoro 3akoHa oT 22 oktabpsa 2004 r. N 125-®3 "O6 apxuBHOM gene B
Poccunckon degepaumn’.

1.5. 3agaum u yHKUMM apxuBa (LEHTpanbHOro apxmea) rocyoapCTBEHHOro opraHa, opraHa MeCTHOro
camoynpaefieHNsl, OpraHM3auumM - MCTOYHMKA KOMIMIEKTOBAHUS TOCYAapCTBEHHOro, MyHMUMNanbHOro apxuea
onpeaensaTcs NoMoXeHWeM, YTBEPXKAaeMbIM pPyKoBOAUTENEM opraH13aLum.

[l. OPFTAHMN3AUMNA XPAHEHUA JOKYMEHTOB
APXMBHOIO ®OHOA POCCUNCKOW ®EOEPALIMN N APYTUX APXUBHbBIX
JOKYMEHTOB B OPTAHU3ALMN
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2.1. JokymeHTbI, 0BpasytoLmecs B 4eATeNbHOCTU OpraHu3aLMm, COCTaBnaT JOKYMEHTanbHbIN POHA.

2.2. Co3paHne gokyMeHTanbHoro ooHaa opraHmsaLmm oCyLLEeCTBNASEeTCS NyTeM COCTaBMeHUS HOMEHKNaTypbl
aen, dopmmnpoBaHus n ocopMrieHMs 4en Ha OCHOBE HOPMAaTUBHbLIX NMpPaBOBbIX akToB Poccuiickon deaepaumu,
nepeyYHen TUMOBbIX apXUBHbLIX AOKYMEHTOB C YKa3aHMEM CPOKOB MX XPaHEHUs, YTBEPXOAAEMbIX B COOTBETCTBUM C
nyHkToM 3 cTaTbn 6 PeagepanbHOro 3akoHa ot 22 oktabps 2004 r. N 125-d3 "O6 apxmBHOoM gene B Poccuiickon
depepaumun”, n nepevyHen AOOKYMEHTOB, OOpa3yloLIMXCS B MNpouecce AedATenbHOCTU dregeparnbHbIX OpraHoB
rocy4apCTBEHHOW BMacTW, WMHbIX FOCyOAapCTBEHHbIX opraHoB Poccuiickon ®epepauumn, a Takke B npouecce
0eaTenbHOCTU NoABEAOMCTBEHHbLIX UM OpraHn3aumii, C yka3aHMeM CPOKOB XpPaHEHWUS.

2.3. YacTtb gokymeHTanbHoro ooHaa, BkroyarLas AokyMmeHTbl ApxnsHoro dpoHaa Poccuiickon ®epepaumu,
OOKYMEHTbI MO JIMYHOMY COCTaBYy M OOKYMEHTbl BPeMEHHbIX (CBbilie 10 neT) CPOKOB XpaHEHMs, BKIOYEHHbIE B
y4YeTHble JOKYMEHTbI apXMBa, COCTaBIISeT apXMBHbIN (OOHA OpraHn3auun, KOTOPbIN NOANEXNT XpPaHEHUIO B apxmBe
opraHu3aumn.

JoKkymeHTbl BpeMeHHbIX (80 10 neT BKMOYNTENIbHO) CPOKOB XPaHEHUS XPaHATCA B CTPYKTYPHbIX
nogpasgeneHnsax opraHv3auum M N0 UCTEYEHWUM CPOKOB MX XPaHEHUs Moanexar YHUHTOXEHUIO B nopsgke,
YyCTaHOBMEHHOM B nyHkTax 4.6 - 4.13 HacTosAwmx Mpasun.

2.4. Bugamu apxmBHbIX )OHAOB OpraHn3aLmm SBNATCA:

apxuBHbIA (OOHA OpraHu3aumu, COCTOALWMN M3 OOKYMEHTOB ApxuBHOro ¢gpoHga Poccuickon depepaumn um
OPYrnX apXmMBHbIX JOKYMEHTOB;

006beAVHEHHbIN apXMBHbIN (POHA, COCTOALWMKA M3 0BpasoBaBLUMXCHA B Mpouecce AeATEenbHOCTU ABYX WMv
bonee opraHusauui OKYMeHTOB ApxuBHOro cpoHaa Poccunckon degepaumm M Opyrux apxXmMBHbIX OOKYMEHTOB,
UMEILLNX Mexay cobom NCTOPUYECKN U/MNN NOrMYECKN OOYCIOBIEHHbIE CBSA3Y;

apxMBHas KOMMEeKUuusl, CoCTosas M3 OTAENbHbIX apXMBHbIX [AOKYMEHTOB pPa3fMYHOrO MPOUCXOXAEHWUS,
06beanHEHHbIX N0 OAHOMY MIN HECKOMNbKUM NPU3HaKaM (TemaTu4eckoMy, aBTOPCKOMY, BUAOBOMY, OOBEKTHOMY).

2.5. Ale/IBHOMy (*)OHﬂ,y OopraHunsaumn npuceamBarkdTCA Ha3BaHue, COOTBETCTBywOLlee HanMeHOBaHWUK
opraHunsauunmn, n Homep B nopsaake, onpeaerneHHoOM NyHKToOM 3.8 HacToAWwmxX npaBI/IJ'I.

2.6. Apx1BHblEe JOKYMEHTbl OpraHn3aLmn cocTaBnsAloT OANH (€QUHBIN) apXUBHbIA (OOHA:

00 1 nocne peopraHu3aunn, a Takke M3MeHeHUA CTPYKTYPbl, LUTATOB, €Clin yKa3aHHble MeponpuAatua He
MoOBEKN 3a cOBON N3MEHEHUS Lienen 1 npegmMeTa geAaTeribHOCTU opraHmn3auunm;

[10 1 nocne U3MeHeHUs1 TeppuTopuarnbHbIX rpaHnL, AesATeNbHOCTM OpraHu3auuy;
B Cry4Yae CMeHbI y4peauTensi.

B cnyyae nameHeHusi cOGCTBEHHMKA MMYLLECTBA OpraHn3aummn apxmBHble JOKYMEHTbI OpraHu3aummn SOMKHbI
BKIOYATBLCA B pa3Hble apXuBHble OHAbI.

2.7. B cnyyae peopraHusaumMmM opraHusaumm c nepegaden (YHKUMW BHOBb CO30aHHOW UMW WHOW
opraHm3aumm Bce apxmBHble JOKYMEHTbI NepefaloTcs opraHn3auun-npaBonpeeMHUKy U BKIIOYaKTCA B apXMBHBIN
doHA nocneaHen.

[OKyMEHTbl NMOCTOSHHOrO XpaHeHUs W AOKYMEHTbI MO NNMYHOMY COCTaBYy NMKBMOWPOBAHHbLIX OpraHvM3auun
OOMKHbI MepefaBaTbCA B YNOPSAOYEHHOM COCTOSHUM Ha XpaHeHWe B COOTBETCTBYHOLIMA rOCY4apCTBEHHbIN
(MyHMLMNAnNbHbBIN) apXuB.

2.8. XpoHonornyeckumm rpaHnLamMmmn apxuBHoro doHaa ssnsrTca <1>:

<1> MNognyHKT 2.8.6 nyHkTa 2.8 NpaBun xpaHeHus.
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ana apxmBHOIo CbOH,D,a opraHusauunn - yctaHaBnmBaeMble Ha OCHOBE HOPMAaTUBHbIX akTOB AaTbl CO34aHNA U
JMKBUgaunnm opraHmsauunn. |_|pl/l HanMyYnm HECKOIbKUX akToB 00 06pasoBava| opraHunsauunmn npuHMMmaeTca aaTta
Hanbornee paHHEro u3 HuX;

ansa obbegMHEeHHOro apxmBHOro oHAa opraHvM3auuu - gatbl CO34aHusi Hauboree paHHeW M NUKBUOALUK
Hanbonee no3gHek MO BPEMEHM [OEATENbHOCTU OpraHm3aumMyM, [OOKYMEHTbl KOTOPOM BOLWIM B COCTaB
06beaNHEHHOro apXxnBHOro oHaa;

and apXMBHOVI Konnekunn - natbl CaMoro paHHero n camoro no3gHero AoKymMeHTa.

2.9. ApxuBHble AOKYMEHTbI OOMKHbI XPaHWUTBCA B CUCTEMaTM3NPOBaHHOM MOpsSAKe B Npefenax apxvMBHOrO
doHaa. EguHunuen cuctematmsaumm [OOKYMEHTOB apxmBHOro oHOAA B apxvBe opraHu3auum SABnseTcs
COBOKYMNHOCTb apXUBHbIX AOKYMEHTOB UMW OTAENbHbIV JOKYMEHT, OTHOCALUMECS K OQHOMY BONPOCY AeATENbHOCTU
opraHu3aumuv (ganee - eaMHuLa XpaHeHus).

2.10. EanHnLbl XpaHEeHWs1 OOIMKHbI OblTb CUCTEMATU3MPOBAHBI, BHECEHbI B ONMCKU U 0COOPMIIEHbI B NOPSiAKe,
obecneynBatoLLEM yHeET, NONCK U UCMOSb30BaHNE apXUBHbIX JOKYMEHTOB.

2.11. EguHuubl XpaHeHna apxXmBHOIo d)OHD,a CUCTEMATU3NPYOTCA B COOTBETCTBMM CO cClieayrownmMmin
Npu3Hakamu:

CTPYKTYPHbIV (MPUHAANEXHOCTb €AUHUL, XPaHEHUs K CTPYKTYPHbIM NoapasaeneHnsam opraHusaunm);
XPOHOMOrMYecknin (No nepuoaam unu gatam, K KOTOpblM OTHOCSTCS €AMHULBI XpaHeHWs1);

PYHKLMOHAMbHbIN, OTpacrneBon, TEMaTU4EeCKnin, NpegMeTHO-BONPOCHBIN (C y4eTOM (PYHKLUMIA OpraHusauum,
TEeM Unun BOMPOCOB, KOTOPLIX KAacaeTCsa CoaepXaHue eauHuL, XpaHeHus);

HOMUHAasbHbIN (FIO /J,eJ'IOI'IpOVI3BO£I,CTBeHHOl7I (bopme - Bugam 1 pasHoBNAHOCTAM D,OKyMeHTOB);

KOpPPECMNOHAEHTCKMIN (N0 opraHusauusm, B pesynbTate Mepenuckun € KoTopbiMu 06pasoBanvcb eavHULbI
XpaHeHus);

reorpacbmqecmﬂ (B COOTBETCTBUM C onpenerieHHbIMU TeppuTopmuamMmmn, HaceneHHbIMAU NyHKTaMn U gpyrumm
I'eOl'paCbl/I‘-leCKVIMVI obbekTamu, ¢ KOTOPbIMUN CBA3aHO coaepXaHne qOKYMEeHTOB, aBTOpPbI, KOppeCﬂOH,D,eHTbI);

aBTOPCKUIA (MO HA3BaHMSAM OpraHU3auuin Unu hamunmam rpaxaaH, SBNSOLWUXCA aBTOpamMn AOKYMEHTOB).

2.12. [okymeHTbl, Bowedwmne B OObEAMHEHHbIV apxumBHbIM pOHAO, pacnonaralTCad MO  3HAYNMMOCTU
doHgoobpasoBaTenei, N0 XPOHONOMMKN CO34aHMA AOKYMEHTOB, MO andaBuTy HasBaHWA MU APYrMM npusHakam. B
npegenax kaxgoro doHaa, Bowedwero B 0O0beAWHEHHbI apXMBHbIM (POHA, MNPUMEHSOTCA NPUHLMNGI
cucTemaTmsauun, BbIGOp KOTOPbIX ONpeaenseTcsa XxapakTepom OesTeNbHOCTU KOHKPETHbIX OpraHu3aumi, CoOCTaBoM
1 06bEMOM JOKYMEHTOB.

2.13. Cuncrtematmsaumsi [OOKYMEHTOB apXMBHOW KOMMEKUMM oOnpenensietcs TemMaTukoOW U COCTaBOM
JOKYMEHTOB.

2.14. CoxpaHHOCTb OOKYMEHTOB B apxvBe opraHmsaumm oGecneynBaeTcsl KOMMMEKCOM MepOnpUsTUiA No
CO3A4aHUI0 HOPMAaTMBHBIX YCMOBWUIA, COBMIOAEHNI0 HOPMATMBHbBIX PEXMMOB U Haanexallen opraHmsaUnm xpaHeHus
[IOKYMEHTOB, WCKIMIoYaloLLmMX X1LLeHWe 1 yTpaTy 1 obecneuvBaiowyx nogaepxaHne B HOpMarbHOM (PM3NYECKOoM
COCTOSIHUM.

B komnnekc paboT no obecneyeHno COXPaHHOCTM OKYMEHTOB apXvBa OpraHu3aLuy BKIoYaoTCs:

npegocrtaslfieHne nomMeLleHna ana pasMelleHna apxmBHbIX JOKYMEHTOB;

obecneyeHne HOPMaTUBHBIX YCIOBUIN XpaHEHWNSI JOKYMEHTOB;
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BbINOSIHEHNE TPeBOoBaHUIA K pasMELLEHNIO JOKYMEHTOB B apXMBOXPAHWUITULLE;

npoBepKa HanMums U COCTOAHUS JOKYMEHTOB.

2.15. O6ecneyeHre HOPMATUBHBIX YCIOBUIA XpaHEeHWs1 JOKYMEHTOB BKITHOYaeT:

OCHaLLleHWe apXMBOXPaHMUIILL creuunanbHbiM 06opyaoBaHnem Ans XpaHeHUst JOKYMEHTOB;

obopynoBaHve MOMELLEHUSI apXvBa OpraHu3auuy CpeacTBaMu MOXaPOTYLUEHWSl, OXPaHHOM M MoXapHOW
CUrHanusaumen;

cobntoaeHne NpoOTUBOMNOXapHOIo PeEXnma;
cobnogeHne oXpaHHOro pexnuma;

co3faHue HOPMaTWBHbIX  TeMnepaTypHO-BNaXHOCTHOrO, CBETOBOrO PEX1MOB, npoBefeHue
CaHWUTapPHO-TMIIMEHNYECKMX MEPOMNPUATUIA.

2.16. Apx1B opraHusaummn pasMeLlaeTcs B cneLmanbHO NOCTPOEHHbIX UK MPUCNOCOBNEHHbIX ONA XPaHEeHUS
AOKYMEHTOB 3[aHVAX UMK B OTAENbHbIX NOMELLEHUSX 30aHUS.

B apxmBe opraHusaumv 4omkHbl ObiTb NPeayCMOTPEHbI:
apXMBOXpaHUnuLLE;
nomeLleHve ans npMema, BpeMeHHOro XpaHeH!Us JOKYMEHTOB;

nomelleHve Ans WUCMNOMb30BaHUS [OOKYMEHTOB (YMTanbHbIA 3an, Y4acTOK BblOayM [OOKYMEHTOB MU
MHPOPMaLIMOHHO-MOUCKOBbIX CPEACTB);

pa6oqme KOMHaTbl COTPYOHWKOB apxmBa OpraHusauun, KOTOpble [OOJIKHbI ObITb Nn305IMpoBaHbl  OT
nomMeLleHun, roe XPaHATCA apXBHbl€ OOKYMEHTbI.

He [onyckaeTca pasmMelleHne apxmea opraHmsauyum B nogBaribHbIX U 4Yepaa4vHbIX NOMeELEeHNAX.

2.17. ApxuBoxpaHunuile [OSHKHO OblTb yaaneHo OT nabopaTopHbiX, MPOW3BOACTBEHHbIX, ObITOBbIX
MOMELLIEHU N He UMETb OBLLMX C HUMU BEHTUMNALMOHHBIX KaHamnoB. APX1BOXPaHWUMULLE OTAENAETCH OT COCeOHUX
NOMELLIEHNIN HecropaeMbIMU CTEHAMU U MEPEKpbITUAMK C npedenamy OrHecTOMKOCTM He MeHee OByX 4acos. B
apxMBOXpaHuUnuile He [OoMyckaeTca Mpoknagka Tpyo BoAooCHAGXKEeHMs U KaHanmsaumu, TeXHOMOorMveckue unm
ObITOBbIE BbIBOAbI BOAbI.

2.18. lNpu pasmeLleHnM apxnBoOXpaHunuLia B creumanbHOM Unm NpUcnocobneHHOM 34aHnn NpeanoYTeHne
(Npv paBHbIX TENMOBbIX XapakTepMCTNKax) OTAAETCA MOMELLEHUSM C CEBEPHOWN OpUeHTaumnen OKOH.

MaTepmanbl NOKPbITUA CTEH, NOJI0OB, MNMOTOJIKOB, BHYTpeHHeﬂ apMaTypbl apXxmBoxpaHunuiia, npuMeHdaemble
npn  Mn3roTtoBleHUU 060py.lJ.OBaHI/IF| N CcpeactB XpaHeHuA apxXmBHbIX [OOKYMEHTOB, He [OOJDKHbl BblAENATb
arpeccumBHble XMMmn4eckmne sellectsa n ObITb UCTOYHUKOM MbINN.

2.19. ApxuBoxpaHunuiwie OOMMKHO  WMETb  EeCTeCTBEHHYH  WUIIM  WUCKYCCTBEHHYID  BEHTUNALMIO,
obecneynBaloLLyl0  peumpKynaumMio  Bo3gyxa, CTAabUNbHOCTb TeMMNepaTypHO-BMAXHOCTHOIO peXxuma, O4YUCTKY
BO34yxa OT MbIfIM U arpeccuBHLIX NPUMecen, a Takke OTBeYaTb COBPEMEHHbIM TPeBGOBaHUSIM KOMMAKTHOCTW U
3KOHOMMWYHOCTM.

ApxmsoxpaHmnmme OOJIKHO MMETb BbIXOAbl K J'II/ICpTaM N NECTHNYHbIM KrneTKaMm.

2.20. ApxuBoxpaHunuiia (3a MWCKMOYEHWEM apXMBOXPaHUMML, pacrnonaralwLlmMxcs Ha OoXpaHsemMown
TeppuTopun) 060pyayrTCA ABEPSMU C NOBLILLEHHON TEXHUYECKOW YKPENNEHHOCTHIO NMPOTUB BO3MOXHOIO B3rloma,
OCHAaLLEHHbIMW  3aMKaMW  MOBbILLEHHON cekpeTHOCTU. OKHa MNOMELUEHUA MepBOro 3Taxa [OOIDKHbl ObIThb
000pyaoBaHbI 3anMparLLmnMMucs peluetkamm <1>.
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<1> MoanyHkTbl 2.11.1.1 - 2.11.1.2 nyHkTa 2.11 NpaBun xpaHeHus.

2.21. Bce nocrtynawuwune B apxmB oOpraHn3aumn LOOKYMEHTbl pa3MelaloTCA B apXmBoXpaHuUIULax Ha
CTaunoOHapHbIX n/nnu nepeasumKHbIX MeTalriJIM4eCKnX cTennaxax, B MeTaryin4eCkmnx LUKaCbaX nnn KOHTeVIHean.

CTennaxu JoimkHbl BbITb YCTaHOBMNEHbI NEPNEHANKYSAPHO CTEHAM C OKOHHbLIMW MPOEMamMu, a B NOMELLEHUN
0©e3 OKOH - C y4eTOM ocobeHHocTen nomelleHus U obopyaoBaHus. He gonyckaeTcsi pasMelleHue ctennaxemn
BMOTHYKO K HAPY>XHbIM CTe€HaM 30aHUA U K UICTOYHUKaM Tenna.

PaccTtaHoBka cTennaxen u WwkadoB OCYyLLECTBNSAETCH B COOTBETCTBUM CO CeAYyLLUMU TPeBGoBaHUSMM:
paccTosiHue Mexay psaaMu ctennaxen (rnaBHbli npoxof) - He meHee 120 cm;

paccTosiHue (Npoxon) Mexay ctennaxamm - He meHee 75 cwm;

paccTOstHUE MEXAY HapY>KHOW CTEHOW 30aHNs U cTennaxamu, napannenbHbIMU CTEHE - HE MeHee 75 cwm;
paccTosiHne Mexay CTEHOW 1 TOPLOM cTennaxa unu wkada (obxoa) - He meHee 45 cwm;

pacCcTodaHne mexay nosyiom un HWXHEN Monkown ctennaxa (UJKa(ba) - He meHee 15 CM, B LUOKOJIbHbIX 3Ta)xaxX -
He meHee 30 cm <1>.

<1> MognyHkT 2.11.3 nyHkTa 2.11 lNpaBnn xpaHeHus.

2.22. [poTMBONOXapHbLIV PEXUM B 34aHUSX, FAe pasMeLLaeTCcs apxmB OpraHM3auun, U B apXMBOXpPaHUIMLLAX
yCTaHaBMnMBaeTCs B COOTBETCTBUM C HOPMAaTUBHbLIMW NpaBoBbiMU akTamu Poccunckon degepauum B obnactu
noXkapHou 6esonacHocTu.

2.23. OxpaHHbin pexum obecrneymBaeTcs nyTeM O00OpPYyOOBaHUS apXUMBOXPaHWNWLW, a Takke Apyrux
NMOMELLEHWU, TrAe MNOCTOSHHO WM BPEMEHHO XPaHATCA apXuBHble [OOKYMEHTbl, CPeACTBaMM  OXpaHbl,
obecneynBaloLWUMN KOHTPOMb AOCTYNa B apXvMBOXpaHuNuWe W MOMeLleHus apxusa, U cobniogeHneMm nopsaka
CAa4u Nof OXpaHy M CHATUSA C OXpaHbl, YCTAHOBIIEHHOIO PyKOBOAMTENEM OpraHm3aLuu.

B cnydyae Bblayn apxXuBHbIX OOKYMEHTOB BO BpeMeHHO€ MNoJfib30BaHWe Mo 3anpocamM rocyaapCTBEHHbIX
OpraHoB, opraHoB MeCTHOro camoynpasleHuna 1 opraHmsaumﬂ BbIHOC U3 3[aHNA apXxuBa UM 3gaHnA opraHnsaunm
APXUBHbIX OOKYMEHTOB pa3pellaeTca TOJIbKO No cneunaribHbIM NMponyCckam.

2.24. ApxumBHble JOKYMEHThI criefyeT XpaHuUTb B TEMHOTE.

Bce Buabl paboT C OOKyMEHTaMuM [OSKHbI MPOBOAUTLCH MPW  OrpaHUYEHHbIX WM TEXHOMOTMYecKu
HeOoOX0AMMbIX YPOBHSIX OCBELLEHUSI.

BawuTta LOOKYMEHTOB OT AencTBust ceeta obecnevnBaeTcs XpaHeHneM OOKYMEHTOB B Kopo6|<ax, nankax un
nepennertax, B LIJKa(*)aX U1 Ha cTennaxax 3akpbITOro tuna.

EcTecTtBeHHOE ocBelleHne B apxuBoxpaHwunuiule [onyckaetTcda npu ycnoBun npuUMeHeHUA Ha OKHaxX
cBeTopaccemBaTtenen, 3alMTHbIX (UABTPOB, LWITOP, Xan3uW, HaHeCEHHbIX Ha CTEeKNo MoKpbITUK. [Ons
WCKYCCTBEHHOIO OCBELLEHUS MPUMEHSIOTCS NaMnbl HakanuBaHWs B 3aKpbITbiX MnadoHax ¢ rnagkor NoOBEPXHOCTLIO.

YpoBeHb OCBELLEHHOCTM B [uanasoHe BUOUMOro CrekTpa He AOMKeH MpeBblllaTb: Ha BepTUKanbHOW
NMOBEPXHOCTM CTennaxa, Ha BbICOTE OAHOro MeTpa oT nona - 20 - 50 ntokcos, Ha pabounx ctonax - 100 nokcos
<1>.
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<1> MognyHkT 2.11.2.4 nyHkTa 2.11 NpaBun xpaHeHus.

2.25. B apxvBOXpaHumnULie [ XpaHeHWst [OOKYMEHTOB YCTaHaBMUBAOTCSA Ccreaylowune napameTpbl
TemnepaTypHO-BNaXXHOCTHOIO pexuma: <1>

<1> MognyHkT 2.11.2.3 nyHkTa 2.11 NpaBun xpaHeHus.

ANsi XpaHeHNs JOKYMEHTOB Ha ByMakHOM HocuTene - Temnepatypa 17 - 19 °C, oTHocuTenbHas BRaXHOCTb
Bosayxa - 50 - 55%;

ANsi QOKYMEHTOB Ha MarHUTHbIX AMCKaX U ONCKOBbIX Hakonutensx - 8 - 18 °C n 45 - 65%;

AN OOKYMEHTOB Ha onTuyeckux guckax - 10 - 23 °C un 20 - 50%;

Anst LOKYMEHTOB Ha KMHOMMEHKE:

C HUTPOOCHOBOW - YepHO-Genble: TemnepaTypa He Bbile 10 °C, uBeTHble: TeMnepaTtypa He Bbille -5 °C;

¢ 6e3onacHon OCHOBON - YepHO-6enble: TemnepaTtypa He Bbiwe 15 °C, uBeTHble: TemnepaTypa He Bbiwe -5
OC.

Ans POTOAOKYMEHTOB:
YyepHo-6enble - Temnepatypa He Bbiwe 15 °C;
LBeTHbIe - TeMnepaTypa He Bbiwwe -5 °C.

OTHocuTENbHAA BRAXHOCTb BO3ayxa, H€06X0,EI,I/IMaF| aona XpaHeHua OOKYMEHTOB Ha KUHOMNeHke u
doToaokymeHToB, coctaenseT 40 - 50%.

2.26. B apxvBoxpaHunuiie C HeperynupyembliM KMMMaTOM [OSDKHbl OCYLLECTBASATLCS MepOnpusATUS Mo
ONTUMMU3aLNM TEMNEPATYPHO-BMNAXHOCTHOIO PeXnMa C NPUMEHEHMEM OTOMMEHUS U NPOBETPUBAHNS NMOMELLEHWN,
a TaKkke MexaHWYeCKNX CPEeACTB YBNaXHEHUS UMK OCcyLLIeHWs Bo3ayxa. Pe3kue konebaHus (Ce30HHbIE N B TeYEHUe
OfHUX CYTOK) Temnepatypbl (+/- 5 °C) n oTHOCMTENbHOM BnaxHocTn Bodgyxa (+/- 10%) He gonyckaloTcs.

Mpu pnuTenbHOM HapyleHun TeMnepaTypHO-BMaKHOCTHOTO pexuma (0T 3 cytok un 6onee),
COMpOBOXAatoLLeMCs MOBbILLIEHNEM OTHOCUTENbHON BraxHOCTH Bo3ayxa Ao 70 - 90%, npuHMMaloTCa Mepbl Mo ero
HopManuaauuy (MHTEHCMBHOE NPOBETPUBAHUE, OCYLLIEHWNE apXMBOXPaHUNULLA).

TeMnepaTypHO-BMaXXHOCTHBIA PEXUM KOHTPONMPYETCS NYTEM PETYNSPHOro M3MepeHusi TemnepaTtypbl U
OTHOCUTENbHOW BNAXXHOCTWM KOMHATHOrO W HapyXXHOro BO34yXa B OAHO M TO e BpPeMmsi: B KOHAMLWOHUPYEMbIX
noMeLLeHUsIX - He pexe 1 pasa B Hefento; B apXMBOXPaHUNMLLAX, HE OCHALLEHHbIX CUCTEMOIN KOHOULVNOHUPOBaHNS
BO34yxa - 2 pasa B Heento; Npu HapyLLeHUsIX pexuMa - 1 pas B CyTKU.

MokasaHUsi KOHTPOIbHO-U3MEPUTENbHBIX MNPUOOPOB (OUKCUPYHOTCA B PErucTpauMoHHbIX XKypHanax, B
KOTOPbIX TaKkKe OTpakaloTcs NpoBepKa NpaBUINbHOCTM Nokas3aHWii NPUGOPOB U Mepbl, MPUHATLIE NO HOpManu3auum
TeMNepaTypHO-BNAXHOCTHOMO PEXUMA B Cry4asx ero HapyLleHus.

MpM HanuuMu B  34aHUM  apxMBa  LEHTpanv3oBaHHOW  cucTemMbl  ofecnedyeHuss  coGnogeHus
TEMNepaTypHO-BNaXXHOCTHOMO peXxuma B MOMELLEHMSIX, TAe XPaHATCH [OKYMEHThI, KOHTPOMb 3@ ero cobniogeHnem
OCYLLECTBNSAETCA B aBTOMaTU4YECKOM PEXUME.

2.27. MNomelleHns apxvBa OpraHM3auuMu OOMKHbI COAEpPXaTbCH B YMCTOTE, B YCMOBUSX, WCKIHOYAIOLLMX
BO3MOXXHOCTb NoABIIEHUA NieCeHun, rpbiI3yHOB, HACEKOMbIX, MbISA. B noMeLleHNAX apXnBOoXpaHUInLL OOJMKHa ObITb
obecneveHa cBoboaHas LMPKyNsaLMs Bo3gyxa, UCKIoYatoLlas obpa3oBaHMe HEMPOBETPUBAEMbIX 30H, OMACHbIX B
CaHMUTapHO-OMONOrMYECKOM OTHOLLEHUN.
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B nomeLLeHusax apxnBoxpaHUnmLL, Heob6xoaMmo:
NPOBOANTb CUCTEMATUYECKYHO BMaXHY0 YGOPKY;
He pexe OfHOro pasa B rof NpoBoAnTb obecnbinrBaHue KOPOBOK C AOKYMEHTamu, WKadoB, CTEMNAXEN;

06p866TblBaTb LOKOSTbHbIE 4YaCTW CTennaxewn, nonbl, MNIMUHTYCbI, MOAOKOHHUKKW BOAHbIMW pacTBOpaMu
adHTUCENTUKOB.

2.28. [1ea pasa B rog (B Hayane M MO OKOHYaHWM OTOMUTENBHOrO CE30HA) OOKYMEHTbl UM MOMELLEHUS
apXxMBOXpaHUNULL NoaBepralTca obcneaoBaHnio Ans CBOEBPEMEHHOIO 0OHaPYXeHMs HAaceKoMbIX U nneceHu. MNpu
obHapyxeHun ©Buonormdecknx BpeauTenen MNPUHUMAKOTCA CPOYHbIE Mepbl MO AE3UMHMEKLMM U Ae3UMHCEKL MM
OOKYMEHTOB U MOMeELLEeHUN cunamm paboTHMKOB apxumBa, a npu HeobxoOuMOCTUM - CUIaMUM COOTBETCTBYHOLLMX
cnyx®.

2.29. B apxvBoxpaHunuiie 3anpellaeTcsi HaxoouTbCA B BEpPXHEM ofexne, MOKPOM U rpsasHon obyBu;
XPaHUTb MOCTOPOHHME NpeaMeThbl, MMYLLIECTBO M 060pyaOBaHNe, yNoTPeONsaTb NMLWEBbLIE NPOAYKTHI.

2.30. Ob6szaTenbHbIMK YCNoBUAMU XpaHEHUA 3NTEKTPOHHbLIX JOKYMEHTOB ABJIAKOTCA:

Hanuuve B apxmBe OpraHusauuy He MeHee OBYX 3K3eMMMAPOB KaXOoW eOMHULIbl XPaHEeHUs 3MEKTPOHHbIX
[OKYMEHTOB (OCHOBHOW M pabounii 3K3eMNNspbl AOMMKHbI HAXOAWUTLCSA Ha pasHbIX M3NYECKUX YCTPOMCTBAX);

Hannyne TexHn4eCKnx n nporpamMmmHbiX CcpencTts, npegHa3Ha4d4eHHbIX O1A BoCnpou3BedeHnd, KOonmpoBaHUA,
nepes3anncun 3NeKTPOHHbIX JOKYMEHTOB, KOHTPOSA (*)I/I3I/I‘-I€CKOFO N TEXHNYECKOIro COCTOAHUA,

obecneyeHune pexuma XpaHeHus 3MNEKTPOHHbIX [OKYMEHTOB, UCKITHoYatoLLero yTpary,
HeCcaHKLVOHUPOBAHHYI0 PaCChINKY, YHUMTOXEHNE UMN UCKaXKeHWe MHopMaLni.

2.31. MNepenaya TEKCTOBbLIX SNEKTPOHHBLIX AOKYMEHTOB AN XPaHEeHWs B apXmB opraHv3aunuv, ABnsioLLencs
NCTOYHMKOM KOMMIIEKTOBAHUSA rocyAapCTBEHHOrO M MYHULMMNANbHOIO apxmea, ocylecTtensetcs B (popmate PDF/A.

2.32. B uenax obecneyeHns xpaHeHus, yd4eTa M UCMOMb30BaHWSA 3MEKTPOHHbIX AOKYMEHTOB, HaxOAsLWMXCS
Ha XpaHeHWn B apxuBe opraHusauuu, SOfMKHO NPOM3BOAUTLCA CMHXPOHHOE U3MEHEeHWe NporpaMMHo-annapaTHON
cpedbl B OpraHusauuy U B apxvBe OpraHusauuu, a Takke CBOEBPEMEHHas nepesanucb 3MEKTPOHHbIX apXMBHbIX
AOKYMEHTOB Ha HOBblE€ HOCUTENW 1 B HOBble hopMaThl.

B npouecce XpaHeHWs 3MeKTPOHHbIX AOKYMEHTOB B apxXvBe OpraHv3auuu He pexe oaHoro pasa B 5 net
NPOU3BOAMTCA TEXHWYECKUA KOHTPOMNb (OU3NYECKOTO COCTOSIHUA HOCUTENEeW SMNeKTPOHHbIX [OKYMEHTOB MU
BOCMPOW3BOAUMOCTU 3MEKTPOHHBLIX JJOKYMEHTOB.

B Cny4yae ecnn npu OcCyLlecCTBIEHUN TEXHUYECKOro KOHTPOJIA YCTaHOBJI€Hbl U3MEHEeHUA (bVI3M‘-IeCKOFO
COCTOSIHUSI HOCUTENEN ONEKTPOHHbIX OOKYMEHTOB, apXMB OopraHn3auun no peweHuo pykoBoanTena opraHusaumm
OOJDKEeH NpoBOaAUTb pa60Ty no nepes3anncun 3NeKTPOHHbIX AOKYMEHTOB Ha HOBble HOCUTEN.

Mpy n3meHeHun chopmaToB B pesynbTaTe npeobpasoBaHWs NporpaMMHO-annapaTHOW cpefpl, YXYALWEeHUs
BOCMPOW3BOAMMOCTM 3MEKTPOHHbIX JOKYMEHTOB apXvB OpraHu3auuy Nno peLleHWo PYKOBOAUTENsI opraHu3aumu
[0IKeH NpoBoAnTL paboTy No nepes3anncu 3NeKTPOHHbLIX JOKYMEHTOB B HOBble hopMaThl.

Mpn ocyluiecTBNeHWM nepesanucy JormkHa ObiTb obecrneveHa ayTeHTUYHOCTb, MONHOTA, AOCTOBEPHOCTL,
LeNOCTHOCTb U HEM3MEHHOCTb MHGYOPMaLIMK, COAEPKALLENCS B SMNEKTPOHHbBIX JOKYMEHTaX.

TekcToBble ONIeKTPOHHbIE OOKYMEHTbI, nogsepriinecda nepes3anncmn B HOBbIE CpOpMaTbI n/vnn Ha HoBble
HOCUTENNN, AOIMXHbl OTBEe4YaTb Tpe6OBaHI/IﬂM, YCTaHOBJIEHHbIM MYHKTOM 2.31 HacToAwmX npaBI/Iﬂ.

2.33. ins onepaT”BHOroO JOCTYNa K 3MEKTPOHHBLIM JOKYMEHTaM B CMPaBOYHbIX U MOUCKOBbLIX LIENSX B apXvMBe
co3faeTcsi PoHA NONb30BaHUS SNMEKTPOHHBLIX JOKYMEHTOB.

2.34. Bce noctynawowme B apxvB OpraHusaumv OOKYMEHTbl pa3MeLlaloTcsl B apXuUBOXpaHUnuax Ha
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cTennaxax wnu B Wkadax B nNopsgke, COOTBETCTBYOLLEM ONUCSAM  Aen, [AOKYMEHTOB. [JOKYMEHTH,
TemMnepaTypHO-BMNaXXHOCTHLIN  PEXMM  XpPaHEHMSI KOTOPbIX pasnuyeH, [OOJPKHbl pasMelatbcsl B pasHbIX
apXuBOXpaHunmLLax.

2.35. OokymeHTbl ApxmBHoro coHga Poccuiickon depepauumm 1M gpyrve apxuBHble OOKYMEHTbI AOMKHbI
XpaHUTbCA B KOPODKax MUnuv narnkax, M3rotToBNeHHbIX N3 6e3BpedHbIX ANs JOKYMEHTOB MaTepuarios.

ONEeKTPOHHbIE JOKYMEHTbl Ha (u3ndeckn 0B60COBMEHHBIX HOCUTEMSAX pasMELLalTCs OTAEMbHO OT APYruX
[OKYMEHTOB.

Ha kopobku npuknenBaroTcs Apnbikv, Ha KOTOPbIX yKasblBalOTCA: HOMep hoHAa, HOMEP OMUCKM U KpanHue
HOMepa gen, pa3MeLLEeHHbIX B JaHHOW Kopobke.

Mopsiaok pasmelleHnss ycTaHaBNMBAETCs B 3aBUCUMOCTM OT PaCCTOSHWUS Mexay nonkamu, u3nyeckoro
COCTOSIHMSI f[en, a Takke OT TBepAoCTM WM MSArKOCTM nepenneTta. [lena, vMewowme TBepabld nepenneT,
yCTaHaBMNMBalOTCA BEPTUKANBHO; C MSAFKUM NepensieToM U HenepenseTeHHbIe - FOPU30HTarbHO.

KOpO6KI/I He OOJ1XHbI BbICTYNaTb 3a npeaersbl NoJ1oK cTennaxen.

He AonyckaetTcAa XpaHeHue [OOKYMEHTOB B TpaHCFIOpTHOVI Tape, B wrabensx, Ha nony, nogoKOHHUKaX,
NeCTHUYHbIX Nnowagkax n opyrux He npeaHasHavyeHHbIX Ana XpaHeHna JOKYMEHTOB MecCTax.

2.36. Bce nomelleHns apxmBa opraHmsaumm, a Takke ctennaxmu, wkadbl, KOHTENHEPDI, NOJIKU HYMEPYIOTCS.
Crennaxu, Wwkagbl ¥ KOHTEWHEPbI HYMEPYIOTCA B KaXKOOM apXMBOXPaHWUNWLLE CrneBa HanpaBo OT BXOOHOW OBEpWU,
a MOorKK1 Ha cTennaxax - no wkadgam ceepxy BHM3, CrieBa Hanpago.

2.37. B uensax onpegeneHns MecTa XpaHEeHWs [OKYMEHTOB B apXMBOXPaHUNWLLE COCTaBMsoTCs
Tonorpadumyeckue ykasaTenu: noctennaxdole (npunoxeHune N 1), a npu Gonbwom konmdecTBe (POHOOB -
nodgpoHaosble (npunoxenme N 2).

2.38. VamMeHeHus, Npoucxodsilime B pasMelLeHUM OOKYMEHTOB, [AOMKHbl CBOEBPEMEHHO OTpaxaTbCs B
Tonorpadmyecknx ykasaTensx.

2.39. B xone npoBepKM HanM4ums 1 COCTOSIHUS apXUBHbIX JOKYMEHTOB B apXvBe OpraHusauum:
ycTaHaBnMBaeTcs hakTUYeckoe Hanuume eavHnL, XpaHeHUs U COOTBETCTBUE YYETHLIM [IOKYMEHTaM;
BbISIBMNSIOTCS U YCTPAHSAIOTCA HE4OCTaTKU B y4eTe JOKYMEHTOB;

BbISIBMSIOTCSI OTCYTCTBYIOLLME JOKYMEHTBI U OPraHN3yeTcs Po3bICK;

BbISIBIAOTCS n y4uThIBaKOTCA OOKYMEHTBI, Tpebytowme NpodnNaKkTN4eCKOM n/vnm
pecTaBpaLMOHHO-NpodUNakTMyeckom odpaboTku.

BrisiBnswTca u YYUTbIBAKOTCA 3MMEKTPOHHbIE OOKYMEHThI, Tpe6y+ou.|,v|e nepes3anncn Ha HOBbl€ 3JNTEKTPOHHbIEe
HOCUTENTN, NPOBOANTCA KOHTPOJ1b d)M3MHeCKOFO N TEXHUYECKOIo COCTOAHUA eOUHUL XpaHEeHUA, OCyLeCTBNAeTCA
npoBepkKa Ha Hann4mne BpegoHOCHbLIX KOMMbKOTEPHbIX MpPOrpamMm.

2.40. lNpoBepka Hanmuuusi U COCTOSHWUS [OOKYMEHTOB Ha OyMaKHbIX HOCUTENsAX NpOBOAUTCS B apxuBe
opraHusaumun KOMMWCCUEN UITM HE MEHEe YeMm aOBymaA paﬁoTHI/IKaMI/I He peXe OOHOro pasa B 10 NeT, 3NEeKTPOHHbIX
OOKYMEHTOB - He pexe OAHOoro pasa B 5 ner.

2.41. I'Ipvl npoBepKe Hann4ma n COCToAHNA JOKYMEHTOB B apXmnBe opraHmsauunn HeobxoaMMO:

COXpaHsiTb NOPSAOK PAcNoNoXeHWs1 JOKYMEHTOB Ha CTennaxax, B lkadgax U KOHTeHepax B COOTBETCTBUN C
Tonorpadguyeckumn ykasatensamu. Mpy M3MEHEeHUM pacrnosfioKeHuss Aen HeobXoOMMO CBOEBPEMEHHO AenaTb
COOTBETCTBYIOLUME 3an1cK B ToMorpaduyecknx ykasaTensx;

nomMeuwlatb Ha MeCTa Hagnexaulero XxXpaHeHud 06Hapy>|<eHHb|e BO BpeMA nNpoBEPKM HenpaBuiibHO
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pa3mellleHHble eaNHNLIbI XpaHeHUS;

nsbIMaTb C MocreayloLwen nsonaumuein JoOKyMeHTbl, 3apaKeHHble NMNeceHblo UnuM ApyrumMmM GUONorMyeckuMm
BpeauTensamu (ans AOKYMEHTOB Ha GyMaXkHOM HocuTene);

M3biMaTb €AVMHWLbI XPaHEeHWS 3MEKTPOHHbIX AOKYMEHTOB, coAepXaline BpPedoHOCHbIe KOMMbITEpHble
nporpaMmel, NOMeLaTb Ha cneunanbHO BblAENEeHHY0 MoKy (B AWMK) Ang nocneayoLien obpaboTku;

M3biMaTb N pa3mMellaTb BCren 3a y4TeHHbIMU Aena, He BHeCEeHHble B OMNMUCK.

BHeceHWe BbISIBNEHHbIX B XOA4€e MPOBEPKM HEYYTEHHbIX Aen B ONucb 3anpelyaeTtcs. HeyyTeHHble gena
noanexat obpaboTke u onncaHuo Nocne 3aBepLUEHUs MPOBEPKMU.

2.42. TpoBepka Hann4uMsa 1 COCTOSHMA AOKYMEHTOB NPOBOAMTCS MYTEM CBEPKM OnucaTerbHbIX CTaTen onmucu
C onncaHnem gen Ha obnoxkKax.

dusnyeckoe coctosiHMe aen onpegenaeTca nytem Bu3yaribHOro npocmoTpa.

Henatb kakme-nnbo NMOMETKM UNWM 3anucK B ONUCAX Aen M OPYrMX YYeTHbIX OOKYMeHTax 3anpeliaetcs. B
KOHLIEe Ka)KOoW NpOCMOTpeHHon onucu genaetcsa 3anucbk "TIPOBEPEHO" ¢ ykasaHuMeM HoMepa M daTbl akta
NPOBEPKN HanNM4nsl N COCTOSIHUSI IOKYMEHTOB.

2.43. TpoBepka HanNM4Ms U COCTOSIHUS AOKYMEHTOB CUMTAETCH 3aBEPLLUEHHOW MOCIE BHECEHNS N3MEHEHWHN,
BbISIBNEHHbIX MPOBEPKON, B y4E€THbIE AOKYMEHTbLI apXuBa.

Mo pesynbTaTam NPOBEPKU COCTaBMSIETCA aKT MPOBEPKM HANMUYUs U COCTOSIHUS apPXMBHbIX OOKYMEHTOB
(npunoxeHune N 3). MNMpu obHapyxeHnn OLNOOK B y4ETHBIX AOKYMEHTaX COCTaBNAETCA aKT O TEXHUYECKMX OLnbKax
B yYeTHbIX AokyMeHTax (npunoxenune N 4). B cnyyae obHapyXeHus JOKYMEHTOB, HE OTHOCSLUMXCH K OAHHOMY
doHAY, apXuBy OpraHu3auuu, HeydYTEeHHbIX, TakkKe COCTaBMsieTCA COOTBETCTBYHOLWMIKA akT (npunoxeHue N 5).
YKasaHHble akTbl MOAMUCHLIBAOTCS WCMOMHUTENAMU W YTBEPXOAIOTCSH PYKOBOOUTENEM OpraHu3aumMum unm ero
3aMeCcTUTENEM, KypUpYIOLLMM OeATENbHOCTb apXxmBa.

2.44. Ecnvn npoBepKOM HanNMuus N COCTOSIHUS AOKYMEHTOB YCTAHOBMEHO OTCYTCTBME AEeNl U OOKYMEHTOB,
OopraHm3yeTcs UX po3bICK.

Po3biCck apxvBHbIX JOKYMEHTOB, HEe OOHAPYXEHHbIX B X04e MPOBEPKWU, OPraHM3yeTcs C MOMeHTa BbISIBMEHUS
OTCYTCTBMS M MPOBOAUTCHA B TedeHue oAgHoro roga. Ha gena, He oBGHapyXeHHble B XOA4e MPOBEPKU Hamuuus u
COCTOSIHMSA JOKYMEHTOB, COCTaBNsAETCs akT 06 yTpaTte JokymeHToB (npunoxeHne N 6), KOTopbIn paccmaTpmBaeTcs
9KCNEepTHOWM KOMMUCCUEN (LeHTpanbHOM aKkcnepTHOM komuccuen) (ganee - 3K (LW3K) opraHusaumm n yreepxgaetcs
pykoBOAMTENEM OpraHusaummM unu ero 3amectutenem. K akty npunaraetcs cripaBka O NpoBedeHUUM po3biCKa,
MOAroTOBIIEHHas U NOAMMCaHHas NMLOM, NMPOM3BOAUBLLNM NPOBepKy. AKT 06 yTpaTe JOKYMEHTOB npeacTaBnseTcs
B COOTBETCTBYHOLUMIA FOCYAAPCTBEHHbIV (MyHULMNAMbHbBIN) apXMB UMK YNOSTHOMOYEHHbIW OpraH WUCMOMHUTENbHOW
BrnacTn cybbekta Poccuickon Pegepaumm B 06nactv apxuBHOro Adena Ans MPUHATUSA PELleHUst O CHATUU
yTpayveHHbIX Aer ¢ yyeTa.

2.45. [1okyMeHTbl BblAatoTCA U3 apXMBOXPaHUIMLLA Ha OCHOBaHUM MUCbMEHHOTO paspeLleHnsl pyKoBOAMTENS
apxuBa opraHusauuu Unu ero 3aMectuTens (ecnu apxuB sIBNsiETCH y4YpeXaeHWeM), pyKOBOAUTENS CTPYKTYPHOroO
rogpasfaeneHus opraHMsauum:

paboTHUKaM CTPYKTYPHbIX NoapasaeneHunin opraHm3aunm;

cynebHbIM, NPaBOOXPaHUTENMbHBIM UM WMHbIM  YNOJSIHOMOYEHHbIM OpraHam B  COOTBETCTBUM C
3akoHogarenscTBoM Poccuickon depepaumy;

MHbIM NoJib30oBaTENIAM MO NMUCbMEHHOMY 3aABIIEHUIO.
ﬂ,OKyMeHTbI BblAAKTCA U3 apXmMBOXPaHUIINLL HA CPOK, HE I'IpeBbILLIalOIJJ,I/IVII

OHOro Mecdua - Ana ncnorib3oBaHud pa6OTHVIKaMVI opraHusauunn n UHbIMU NOJIb30BaTENAMMU;
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LLIECTN MecsILiEB - CyAeGHbIM, MPaBOOXPaHUTENbHBIM Y UHBIM YMOSTHOMOYEHHbLIM OpraHam.

MpoaneHne YCTaHOBMEHHbIX CPOKOB BblOauu [OOKYMEHTOB [AOMYCKAeTCs C paspelleHuss pyKoBoaMTens
opraHu3aumMnm Ha OCHOBaHWM MWUCbMEHHOTO MOATBEPXKAEHUs MNOMb3oBaTenss O CcoxpaHeHuwn/obecrnevyeHun
COXPaHHOCTUN JOKYMEHTOB.

2.46. Bblgaya JOKYMEHTOB U3 apXMBOXPaHUIIMLLA PETUCTPUPYETCS B KHUTE Bbidayuun Aen v ohopMIIsaeTcs:

3aka3om (cnyxebHon 3anuckomn) Ha Bblgady aern;

aKTOM O Bblga4de geri BO BpeMeHHOE nosyib3oBaHue - npu Bblavye B CTOPOHHMWE OpraHunsauunmn (I'IpVIJ'IO)KGHVIe N
10).

Mpu TpaHcnopTUpOBKe Aen Ha nobble paccTosiHusa obecrneynBaloTcs Mepbl MO OXpaHe M 3awuTe Ux oT
BO3AEVCTBUS BPeAHbIX (DaKTOPOB OKpYXKatoLLel cpebl.

2.47. Bblgayy OOKYMEHTOB Ha GyMaXKHOM HOCUTESE M3 apxvMBOXpaHunuwa v npuem mx obpaTHO, B TOM
4yucne B cnydvae HeO6XOLI,I/IMOCTVI NONIMCTHYKD NPOBEPKY Hannyna U COCTOAHUA OOKYMEHTOB nepen Bbl,qa‘-leﬁ n3
apxuBoxpaHunvia wu npuv BO3BpaTe, MpoM3BoANT pPaboOTHMK apxuBOXpaHwnuwa B MPUCYTCTBAUM NuUa,
nony4yaroLLero (Bo3BpaLiaroLLlero) gena.

BmecTo BbldaBaembix M3 apxXvMBOXpaHUNUWA €AMHUL, XpaHeHWs W onucei Aen, OOKYMEHTOB [AOJhKHA
pa3MellaTbcs KapTa-samecTuTenb gena (npunoxedne N 7). Mpu Bo3BpalleHMM fOena kKapTa-3aMecTUTenb
U3bIMAETCs U XpaHUTCS B apXvBe OpraHM3auuyM 4o MMHOBaHUSI HaAoGHOCTH.

Jena, BblgaBaemMble M3 apXUBOXPaHWNMLLA, OOMMKHbl UMETb apXMBHbIA LWIMAP, NPOHYMEPOBaHHbIE MUCTDI,
nucT-3aBepuTens gena (npunoxeHune N 8) n NUCT ncnonb3oBaHMsA AOKYMeHTOB (npunoxenue N 9).

MoaroToBKa apXmMBHbLIX AOKYMEHTOB K Bbl4a4ye M3 apXMBOXPaHUNULLA BKITIOYaET:
BblEMKY apXMBHbIX JOKYMEHTOB;

CBEpPKY apXUBHOTO Wndpa 1 3arofioBKOB C OMUCHIO Aer, JOKYMEHTOB;

NnpoBepKy M3NYECKOr0 COCTOSIHMS Aena.

OneKTPOHHbIE OOKYMEHThl BbIOAOTCS U3 apXMBOXpaHWMMLA B BUAE SMEKTPOHHBLIX KOMWUA MMM KOMWUKA Ha
OymaxxHom HocuTene. [llpy HeoOGXOOUMOCTU 3aBEPEHWS KOMWUWA  SNEKTPOHHBIX [JOKYMEHTOB UCMOMb3yeTcs
9MNEKTPOHHAs MOAMUCb PYKOBOOUTENS OPraHmM3auun WM YNorHOMOYEHHOrO MM  [OIDKHOCTHOrO fvua  Wnm
Npou3BOAUTCH 3aBepeHMe KOMuMU AOKYMEeHTa Ha BGyMaHOM HocuTene B yCTaHOBMEHHOM nopsigke (NyHKT 5.14
HacTodAwmx MNpasun).

2.48. [JokyMeHTbl U3 apXvMBOXpaHUNULLIA, Kak NpaBuno, He BblJalTCA:

npv Hannuumn oHaa NoNb30BaHUS;

Haxogswmecsi B HeYA0BNETBOPUTENIBHOM (PU3NYECKOM COCTOSIHUN.

2.49. B opraHm3aumm OOmKHbl ObiTb pa3paboTaHbl NraHbl KOHKPETHBIX MEPONPUATUA U ApYyrMe HOpMaTUBHbIE
OOKYMEHTbI, pernameHTupylowmMe nopsaok paboTbl B Upe3BblyaviHbIX CUTyaUMsX, NPU BO3HWKHOBEHWW KOTOPbIX
HEBO3MOXHO 06ecnevnTb COXPaHHOCTb apXMBHbIX JOKYMEHTOB.

C cogepxaHvem nnaHoOB MEPOMNPUATUMIA WU OpYruX HOPMaTUBHbIX OOKYMEHTOB, onpegensiowmx paboty

apxuBa opraHuMsauuyM npu 4YpesBblYalHbIX CUTYaUMsiX, AOIHKHbl ObliTb O3HAKOMMEHbl pPaBGOTHUKU apxuBa
opraHu3aumu.

lIl. YYET JOKYMEHTOB APXMBHOIO ®OHOA POCCUNCKOWN ®EAEPALINU
N OPYTNX APXUBHbBIX JOKYMEHTOB B OPIrAHU3ALINA
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3.1. Y4yeTy noanexaT BCe XpaHsLIMECS B apXMBE OpraHusauuMu [OOKYMEHTbl, BKIHOYash AOKYMEHTbl MO
FIMYHOMY COCTaBy, KONMUK SOKYMEHTOB (hoHAa NONb30BaHUS (MPY HaNMMYUM) U onucKu Aen, AOKYMEHTOB.

3.2. OpraHuszauus, BRSKOWAACA MCTOYHUKOM KOMMIEKTOBAHUA roCyAapCTBEHHOMO (MYHMLMMNANbHOrO)
apxuBa, NpeAcTaBnAeT B rocygapCTBEHHbIN (MyHUUMNANbHbIA) apxuB y4yeTHble cBedeHus o6 obbeme n coctaBse
XpaHALWMXCA B apxmBe opraHnsauumn gokymeHToB ApxuBHoro doHga Poccuiickon depepaumm n opyrnx apxmuBHbIX
OOKYMEHTOB B COOTBETCTBUM C PermameHTOM rocyaapCTBEHHOrO y4yeTa [OOKYMEHTOB ApXMBHOrMo doHaa
Poccuiickon depepaunun, yTBepxaeHHbIM npuka3om Pocapxua ot 11 mapta 1997 r. N 11 (3apeructpupoBaH
MuHiocTom Poccumn 8 mtona 1997 r., peructpauunoHHbii Homep 1344).

3.3. OCHOBHbIMM eanHMLAMUN y4eTa apXMBHBIX JOKYMEHTOB SBMSIOTCA:
apXuBHbIN hoHA;
e[MHVLa XpaHeHus - 4eno, anekTpoHHoe aeno (NyHkT 4.34 HactosAwmx Mpasun).

3.4. EavHuuam XpaHeHus MpucBavBalTCA YYETHble HOMeEpa, SABMSIOWMECS 4acTbio apXvMBHOrO Limdpa.
CBefeHnsa 0 cocTaBe eAMHUL, XPaHEHMS U NX KONMYECTBE PMKCUPYIOTCA B YYETHbIX JOKYMEHTax apxuBa.

ApxuBHbIN Wndp (0603HaYeHne, HAaHOCMMOE B TEBOM HWXKHEM YIMY Ha KaXayl eAVHWLY XpaHEeHWUs B Luensx
obecneyeHus yyeta n ngeHtudmkaumm) cocTont n3: HoMepa apxmBHoro oHga; Homepa onucK gen, JOKYMEHTOB;
HOMepa eauHMULbl XpaHeHus.

ApPXUBHBIN LWIN(P SMNEeKTPOHHbIX AOKYMEHTOB, XPaHUMbIX Ha OOOCOOGMEHHbIX 3MEeKTPOHHbIX HOCUTENSIX,
yKasblBaeTCA Ha BKragpllle, BOXKEHHOM B yTnsap HocuTens. APXMBHBIA LWINMP SMEKTPOHHbIX AOKYMEHTOB,
XpaHUMbIX B MH(OPMAaLMOHHON CUCTEME apxuBa, SABMSeTCs 00A3aTeNbHbIM 3MIEMEHTOM ONUcaHus KOHTenHepa
3NEKTPOHHOTO AOKYMEHTA.

3.5. B apxuBe opraHusauumn BegyTcs OCHOBHble (06A3aTenbHbIe) U BCNOMOraTenbHble YYeTHbIE AOKYMEHThI.
CoctaB 1 OpPMbl OCHOBHbIX Y4eTHbIX AOKYMEHTOB OMpeaenslTca B COOTBETCTBUM C HacToawmmMu lMpasBunamu.
CoctaB n opmbl BcnoMoratesnbHbIX  YYETHbIX OOKYMEHTOB OMNpedensdlTcsd apxXvMBOM  OpraHusauuu
CaMOCTOSATESBbHO.

3.6. B cocTaB OCHOBHbIX (0653aTeNbHbIX) YYETHBIX JOKYMEHTOB apXmBa OpraHM3auum BXogaT:
KHWra yyeTa NoCTynneHnst n BeldbiTuA gen, ookymeHToB (npunoxenune N 11);

cnuncok choHgo. (npunoxexne N 12);

nuct doHaa (npunoxexve N 13);

onucb aen, gokymeHToB (npunoxenunsa N 14, 15, 16, 17, 18);

peecTp onucen (npunoxerHune N 19).

3.7. B kHUry yyeTa nocTynneHuns u BolbbITUA Aen, 4OKYMEHTOB NocrnefoBaTesisHO BHOCATCA BCe NEpPBUYHbIE
¥ NMOBTOPHbIE NOCTYNNEeHUs (BbIObITUSA) Aen, AOKYMeHTOB. Kaxaoe nocTtynneHue (BolbbiTUE) B Npeaenax 0T4ETHOrO
rofa nonyvaeT NopsAKOBbIAi HOMep B BanoBOW NOCNeAoBaTeNbHOCTU.

ExerogHo Ha 1 AHBApPA NoABOAUTCA UTOI Konn4yecTBa NocTynmBLLNX U BbIObIBLUMX 3a rog gen, JOKYMEeHTOB.

3.8. Cnucok poHOOB BeOeTcs B apxXMBe OpraHu3auuun, XpaHswem OOKymeHTbl Gonee ogHoro ¢oHpa. B
cnMcok OHOOB apxuBHbIA POHA 3anuUCbIBAeTCsl TOMbKO OOWH pa3, Npu NepBOM MOCTYNMEHUN B apXuB
opraHusauumn. [lo cnucky ¢oHAOB B BaroBOM Mopsake emy npucBavBaeTCs Y4YETHbIW HOMep, KOTOpPbIN
COXpaHseTCcs 3a HAM BO BCEX YYETHbIX JOKYMEHTaX.

B cnyyae nepegaun apxuBHOro oHZa B APYrol apxuB, BKMYEHUS ero B cocTaB 0O6beduHeHHOro
apXMBHOIO oHAA WNWN BbIOENEHUs BCEeX [OKYMEHTOB K YHWYTOXEHMIO OCBOGOAMBLUMIACA HOMEP APYroMy
apxvMBHOMY boHAY He NpucBavBaeTcs.
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O6beavHeHHble apxuBHble OHAObI W apPXUBHbIE KOMMEKUUW YYUTbIBAOTCA Ha OOLWMX OCHOBaHUSX.
Ob6beamHeHHOMY apxmBHOMY poHAYy, 0bpa3oBaHHOMY M3 apXMBHbIX POHOOB, paHee YYTEHHbIX CaMOCTOSTENbHO,
npuceavBaeTCcs HOMepP OAHOroO U3 apXMBHbIX (POHAO0B, BKITHOYEHHBLIX B €r0 COCTaB.

B apxuBax opraHvMaaumii - WUCTOYHWUKOB KOMMMEKTOBAHMS rOCYOApPCTBEHHbLIX (MYHMUMMANbHbLIX) apXMBOB
NpOCTaBMSiETCA HOMEP apXUBHOIO (hOHAA, 38 KOTOPLIM OH YYTEH B rOCYAapCTBEHHOM (MYyHMLMMNANbHOM) apXuBe, 1
KOTOPbI COXpaHSeTCsi 3a HAM Mocrie NOCTYMNIIeHNsl ero JOKYMEHTOB Ha MNOCTOSIHHOE XpaHeHWe.

HasBaHne apxmBHOro doHaa BHOCUTCSA B CMMUCOK hOHAOB HA OCHOBAHUM MCTOPMYECKOW CNpaBKM K hoHAY
UNU TUTYNBHOrO NUCTa ONUCK Aen, AOKYMEHTOB.

HaseaHne apxuMBHOrO (oHAAa COCTOMT M3 MNOMHOTO M (B CkoBKax) COKpalleHHOro HauMeHOBaHMUS
doHaoobpasoBaTtens, ¢ ykasaHMem ero NogYMHEHHOCTU, MECTOHAXOXAEHUS, AaT CO34aHusa U nukBuaaumun. Ecnm
HaMMeHoBaHWe hoHaoobpasoBaTenst U3MEHSNOCH, TO B cnucke OOHAOB yKka3biBaeTCs €ro nocregHee HasBaHue B
paMkax nepuoga, 3a KOTOpbIN MPUHATHI AOKYMEHTbl. Bce npefbigyline nepeMMeHoBaHWs OTMEeYaloTCs B NucTe
doHaa.

HasBaHne 00beguHEHHOro apxmMBHOrO oHOa COCTOMT U3 O0B60OLLEHHOrO0 Ha3BaHWsSI BKIOYEHHbIX B HEro
apXMBHbIX (POHO0B, U3 NMEPEYHS Ha3BaHUM CMEHSIBLUWX APYr ApYyra opraHn3auui. KOHKpeTHbIe HaMMeHOBaHUSA BCeX
opraHu3auui, OOKYMEHTbl KOTOPbIX BOLWM B OObEeAUHEHHbIA apXMBHbIA (POHA, a TaKKe UX NepenMeHOoBaHus
ykasblBaloTCsa B niMcTe poHaa.

B HasBaHMM apXMBHOI KONMEKUUM yKa3biBaeTCs NpU3HaK (Mpu3Hakn) ee oOpMUPOBaHHUS.

ExxerogHo Ha 1 aHBapsi K CNUCKY (OOHO0B COCTaBMNSETCA UTOroOBas 3anncb O KONMMYECTBE apXMBHbIX (DOHO0B,
NOCTYNMBLUNX M BbIObIBLLUMX B TEYEHME roaa, 1 00LLEM KONMMYECTBE apXMBHbIX (DOHO0B, HAXOASALLNXCS HA XpaHeHUN
B apxuBe.

Cnncok hoHAOB 3aknioYaeTcs B TBEPAYI0 OOMOXKY, JIMCTbI HYMEPYIOTCSl, COCTaBNSAETCH NUCT-3aBepUTErb.

3.9. Nuct doHOa cocTaBnseTcd Ha KaxAabld apxvBHbln ¢oHA. B Hem yuuTbiBaloTCA BCe onucu aen,
OOKYMEHTOB ¢poHAa.

Jiuct doHaa moxeT OblTb MepecocTaBfneH TOMbKO B CrydYae, €Cnv OH HeWcrnpaBMMO MOBPEXAeH unu
nepecTtaeT oTpaxaTtb (pakTMdeckoe COCTosiHME M 0bbem apxmsHoro doHpa. B cnyyae nepecoctaBneHms nucra
doHAa paHee gencTBOBaBLIMI NUCT hoHAa nomeluaeTcsa B geno goHga. B BepxHem npaBom yrny obovx nuctos
doHpa genatoTtca oTMeTKu: "JINCT nepecocTaBneH" ¢ ykasaHMeM JaTbl NepecocTaBneHuns, JOMKHOCTU U noanmcu
cocTaBuUTenNs.

Jnctol (*)OHLI,OB XpaHATCA B MopAAdKe HOMEPOB apXMBHbIX CbOH,CI,OB. K kaxpgon nanke cocTaBnsieTcd
JINCT-3aBeputenb, rge ykasblBaldTCA HadallbHble U KOHEeYHble HOMepa apXMBHbIX (*)OH,IJ,OB 1 obuiee KonM4ecTBo
APXUBHbIX C*)OH,CI,OB, JTNCTbI KOTOPbIX HAXoOATCA B Narke.

3.10. B onucyn pgen, OOKyMeHTOB (FOQOBOM pasgefnie onucu gden, AOKYMEHTOB) eOuHWLbl XPaHeHWs
YY/TbIBAKOTCHA B COOTBETCTBMM C CUCTeMaTn3aumer 3a NopsakoBbIMU Y4ETHbIMU HOMeEpaMu.

I'IepBomy rogoBomMy pasgeny onucu gen, JOKyMeHTOB d’)OH/J,a npmuceanBaeTcAa HOMep no JNncTy (bOHLI,a, BCe
nocnepywuine rogosble pasgenbl YNCNATCA 3a AaHHbIM HOMEepOM [0 3aBepLlleHna onnucu.

He ponyckaeTtcs npucBoeHMe OnuUcsaM Aen, JOKYMEHTOB OOVUHAKOBbIX YYETHbIX HOMEPOB B Npefenax 0gHoro
doHaa.

B KOHUe BCex 9K3eMnnsipoB ONucK Aen, JOKYMEHTOB AenaeTcs UToroeasi 3anvcb, B KOTOPOM ykasbiBaeTCs
KONMNYECTBO HaXOOSALMXCA HAa XPaHEHUN eOUHUL, XpPaHEeHUs, NepBbIA U NOCNEeOHUN HOMepa eOUHUL, XpaHeHUs Mo
OMUCK, YKa3bIBAKTCS MMELMECS MPOMYCKM HOMEPOB, NUTEPHblE HOMEpPA, BbIObIBLUME €OUHULIbI XPaHEHUS U
OCHOBaHWe BbIObITUS.

Mocne kaxgoro nocTynneHna mnnu BbIObITUS OOKYMEHTOB COCTaBliAeTCA HOBadA UTOroBad 3anncCb K OMUCHU
nen, JOKYMeHTOB, KOTopad noAnncbliBaeTCA ee coCTaBuTesieM C ykasaHnem OOJMKHOCTU U AaTbl COCTaBJIEHUA.
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Ecnn onvcb Oen, OOKYMEHTOB COCTOMT W3 HECKOJSIbKMX TOAOBbIX pasferioB, TOMOB, MTOroBasl 3amnucb
COCTaBMsIeTCA K KaX4oMy rofoBOMY pasfeny, TOMy; KpoMe TOro, K KaxgaoMy nocregytollemMy rogqoBomy pasgeny,
TOMY B HapacTaloLLeM NopsiAKe COCTaBNAETCA CBOAHAA UTOroBas 3anuchb.

lopoBble pas3fgenbl, ecrin OHN He ABNAKTCA 3aKOHYEHHOWN OMNUCLI0, HE MOALUMBAKOTCA N He nepenneTtarnTca,
OHU XPaHATCA B apxXuBe B Nankax.

3aKoHYeHHas onuck Aen, 0KYMEHTOB [I0MKHa BKNoYaTb He 6onee 9999 eanHUL, XpaHeHUs.

3aKkoH4yeHHast onucb aen, OOKYMEHTOB BMeCTe C TUTYINbHbIM JIMCTOM W CNpaBOYHbIM annapaTtomMm K Hen
3aKri4aeTcda B TBepAYHO 06ﬂO)KKy, HymMepyeTCca 1 noalnBaeTca Uinn nepennetaeTcd.

Kaxgaa 3akoH4yeHHass onucb gen, OOKyMeHTOB, TOM onucu persi, OOKYMEHTOB [OOJDKHbl WMETb
JINCT-3aBEPUTETb.

3.11. MNpwn Hanu4nm B apxuBe opraHM3aumn AByx u bonee onucen gen, OKYMEHTOB BEOETCH peecTp Onvcen
(npunoxeHune N 19).

Onucn pen, OOKYMEHTOB BHOCATCA B peecTp onvcen B XpOHOJ'IOI'I/I‘-IeCKOI7I nocneagoBaTesibHOCTU
nocTynneHna nog cCooTBeTCTBYHOLLMMUN NOPAOKOBbIMM HOMEepaMu.

B peectpe onucen UKCUMPYIOTCS OCHOBHbIE [aHHbIE MO COCTaBY KaXOoW MOCTYNMBLUEN B apxuB
opraHusaumMm onucu Aen, OOKYMEHTOB: HoMep ¢hoHAa, HOMEep OnUCK, KOSIMYECTBO €AWMHWUL, XpaHEeHUsI B OMMUCHU,
KONMYECTBO NMCTOB B OMUCU U €€ 3K3EMMSISIPOB.

3.12. [na uUeHTpanu3oBaHHOrO roCcydapCTBEHHOrO yyeTa [OOKYMEHTOB ApxuBHOro ¢oHga Poccunckon
depepaumm B apxumBe OpraHM3aumu, SBMASIOWENCS WUCTOMHWKOM  KOMMIEKTOBAHMSA  rOCyAapCTBEHHOrO
(MyHMLMNanbHOro) apxmea, COCTaBMNsaeTCA NacnopT apxmsa opraHusauun. <1>

<1> dopma nacrnopTa apxvMBa oOpraHusauuMm ycTaHoBfeHa PernameHTOM rocyaapCTBEHHOro y4eTa
AokymeHToB ApxusHoro ¢oHaa Poccuiickon ®egepaumu (yTBepxaeH npukasom Pocapxmsa ot 11 mapta 1997 r. N
11, 3apeructpuposaH MuHioctom Poccum 8 utonsa 1997 r., pernctpaunoHHbIn Homep 1344).

3.13. ApxvB opraHunsaumMm MOXeT BECTU Takke y4eT B aBTOMAaTU3MPOBAHHOM pexume - B Buge y4eTHbIx 6a3
OanHbix (BA).

YyeTHble B[l npumeHsalOTCA BO B3aUMOCBSA3WN C APYrMU MHOPMaUUoHHbIMM B, nmenowmmmnca B apxmee
opraHusaumm, ” [OMKHbl OblTb COBMECTUMbI C COOTBETCTBYHOLIMMU Yy4yeTHbiMM B[l  rocygapCTBEHHbIX
(MyHUUMNANbHBIX) apXMBOB 1 OPraHoOB yMNpaBneHUs apXuUBHbIM AENOM.

3.14. Y4eTHble OOKYMEHTLI apxuBa opraHu3auuu, KpoMe onucei gen, AOKYMEHTOB, npefHasHadatTcs ans
cnyxebHoro Nonb3oBaHWs 1 NOfb30BaTeENSAM He BblAaloTCs.

3.15. Yuver nocTynneHna wu BbIObITUSA gen, OOKYMEHTOB B apxmBe OpraHu3aumm OcCylleCTBNAeTCA Ha
OCHOBaHUN:

onucu gen, OOKYMEHTOB CTPYKTYpHOrO MoApasfeneHus v rofoBOro pasgena CBOAHOWM onucu  gen,
[IOKYMEHTOB OpraHu3auum;

HOMEHKNaTypbl [en opraHu3auuu, 3aMeHsliollei rogoBol pasgen CBOAHOW Onucu Aen, OOKYMEHTOB
opraHu3auuu;

aKkTa 0 TEXHMYECKUX owmnbKax B y4eTHbIX JOKymeHTax (npunoxeHve N 4);

akTa 06 OBHapyXeHWM [OOKYMEHTOB (He OTHOCALMXCS K [AaHHOMY OHAY, apxuBy, HeyYTEHHbIX)
(npunoxeHue N 5);
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akTa 06 yTparte gokymeHToB (npunoxeHue N 6);

aKTa npvema-nepeaayn apxvMBHbIX JOKYMEHTOB Ha XxpaHeHue (npunoxerHune N 20);

aKTa 0 BblAENeHNN K YHUUTOXEHMNIO apXUBHbIX JOKYMEHTOB, He MOAnexXalumx xpaHenuto (npunoxexue N 21);
aKkTa 0 HeMcnpaBUMbIX MOBPEXAEHNAX apXUBHbIX AOKYMEHTOB (npunoxexue N 22).

Ha ocHoBaHuu YKa3aHHbIX OOKYMEHTOB BHOCATCA HeobxooMMble U3MEHEHUSI B OCHOBHbIE (0693aTeﬂbele)
y4eTHbl€ JOKYMEHTbl apXuBa:

B KHUTY y4eTa NOoCTynneHus u BolbblTua gen, AokymeHToB (npunoxexHne N 11) n B nucT doHaa (npunoxexue
N 13) - npu kaxxgom n3MeHeHun B cocTaBe M 0bbeMe JOKYMEHTOB apxvBa OpraHvu3auny;

B cnncok dooHaoB (npunoxeHue N 12) - npy NOCTYNNI€HUN HOBOTO apXUBHOIO oOHAA UNK BbIOLITUM BCEX OEN,
OOKYMEHTOB, HaXOAMBLLETOCH Ha XpaHEeHUM apXUBHOTO ooHaa <1>;

<1> B rpade "OTmeTKka 0 BblObITUM hoHAA" cnmcka (DOHAOB yKa3biBaeTCs, Kyaa BblObin apxvBHbIN QOHA, a
Tawkke gaTa 1 HOMep AOKYMeHTa, Ha OCHOBaHWM KOTOPOroO OH BblObiIs.

B peectp onucen (npunoxeHne N 19) - nNpu MNOCTYNNEHMM HOBOW ONWUCU WNWN BbIOBITUM BCEX €OuHMUL
XpaHeHusl, HaxoAMBLLUENCS Ha XpaHeHuu onucu. Homep BbIGbIBLLIEN ONUCKU APYrUM ONUCAM A€, AOKYMEHTOB He
npucBavBaeTCs U ocTaeTcs CBOOOAHbIM;

B ONUCK Oern, OOKYMEHTOB - MpU KaXAoM MOCTYNneHun wn/vnun BbIObITUM Oern, OOKYMEHTOB, YYTEHHbIX B
JaHHOM onucu.

COOTBeTCTByI'OLLI,VIe N3MEHEHNA BHOCATCA BO BCrnomMoraTtesibHbl€ y4E€THbI€ JOKYMEHTbI.

Bce akTbl, OOKYMEHTMpyloWMe pe3ynbTaTbl apXuMBHbIX paboT, BkMovatoTcs B Aeno doHaa, KoTtopoe
3aBOANTCS Ha Kaxabl (OOHA, HaxoOsLWMIACA Ha XpaHEHUN B apXUBE OpraHusauuu.

Heno doHaa, Hapsay ¢ OOKYMEHTamu, OTpaXalolnmy uctopuio doHaa u oHaoobpasosaTtens, BKoYaeT
y4YeTHbIe AOKYMEHTbI, XapakTepuayloLme n3MeHeHnst oHaa.

IV. KOMMNNEKTOBAHWE APXVBA OPIAHN3ALIMA JOKYMEHTAMW APXBHOIO
®OHOA POCCUMNCKOU ¢EOEPALINM U OPYTUMWN APXNBHBIM OJOKYMEHTAMMW

4.1. OokymeHTbl ApxuBHoro dgoHga Poccuiickon ®efepaunm M OOKYMEHTbl BpeMeHHbIX (cBbiwe 10 ner)
CPOKOB XpaHeHUs, B TOM YuUCie MO fIMYHOMY COCTaBy, MEPefalTCa B apXMB OpraHu3auuu He paHee, YeM 4vepes
OAVH rof 1 He Nno3aHee, YeM Yepe3 TpK roda nocrne 3aBepLUeHs OeN B 4eNonpon3BoacTBe.

[OKyMeHTbl MO IMYHOMY COCTaBYy roCYAapCTBEHHbIX PaXKaaHCKMX ChyXalnx 1 MyHULMNanbHbIX CRyXaliux,
YBOMEHHbIX C TOCYAAapCTBEHHOW rpaXOaHCKOM CnyxObl MM MyHUUMNAnbHOW cryxkbbl, nepenalTcs B apxuB
opraHmsauum no ucteveHumn 10 net co AHS yBONbHEHUS.

4.2. lena BpemeHHbIX (40 10 neTt BKNIOYMTENBHO) CPOKOB XPaHEHUsI B apxmB He nepegatotcs. OHM XxpaHAaTCH
B CTPYKTYPHbIX NoApasfernieHnsx opraHusaumnm U no UCTEYEHUM CPOKOB XpPaHEHUSA noAafiexar YHUYTOXEHUIO B
YyCTaHOBMNEHHOM MopsaKe.

B ucknountenbHbIX Criydasx MO PELIeHU0 PYKOBOAWUTENS oOpraHm3aumm gena BpemeHHbix (oo 10 met
BKITIOYMTENBHO) CPOKOB XpaHEeHUs1 nepefaloTcs B apxXvMB OpraHmsauum no onucam gen, OOKYMEHTOB Wiv Mo
HOMeHKnaTtype gen.

4.3. [lokyMeHTbl NOCTyNaloT B apX1B opraHu3aumm nocne npoBeAeHns dKCnepTuabl LLEHHOCTH.

4.4. PelweHus 0 BKIIOYEHMM B cocTaB ApxmBHOro coHga Poccuiickon ®epepaumm KOHKPETHBIX JOKYMEHTOB
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MPUHUMAIOTCA  9KCMEPTHO-MPOBEPOYHBLIMA  KOMUCCUSMU  dpedeparnbHbiX  FOCYAapCTBEHHbIX — apXuBOB U
YMNONTHOMOYEHHbIX OpraHoOB WCMOMHUTENbHOW BnacTn cybvektoB Poccuiickon depepaumm B o6nactn apxmBHOIO
aena (nanee - AMNK apxnBHOro ydpexaeHus) B npeaenax kKomneTeHunn.

4.5. Llenbto akcnepTu3bl LEHHOCTN JOKYMEHTOB B OpraHvM3aumnm aBnseTcs:
0oTOOp OOKYMEHTOB AN BKIHOYeHMs B cocTaB ApxuBHoro dpoHaa Poccunickon ®epepauuuy;
BbIsiIBNEHNE JOKYMEHTOB, HE noanexalumnx ganbHenLemMy XpaHeHmio.

OKcnepTu3e LUEHHOCTU noanexaT Bce AOKYMEHTbl OpraHusauuu HesaBWCMMO OT BWOOB HocuTenen u
cnocoboB 3anucu.

[lo npoBegeHust 3KCNepTM3bl LIEHHOCTM B COOTBETCTBUM C NyHkTamu 4.6 - 4.13 Hactosiwmx [lpaBun
YHUUTOXEHME JOKYMEHTOB 3anpeLlaeTcs.

4.6. Skcnepmaa LEHHOCTN AOKYMEHTOB NpoBOANTCA HA OCHOBE:

AENCTBYIOLLEro 3akoHodaTenbCTBa W MHbIX HOPMAaTMBHbBIX MNpPaBoBbiXx akToB Poccuinckon ®depepaunn B
obnactu apxmBHOro gena, nHopmaumm 1 JOKYMeHTaLMOHHOro obecneyeHns ynpaBneHus;

TUMNOBBIX, BEAOMCTBEHHbIX U UHbIX MepevyHer JOKYMEHTOB C yKa3aHWEM CPOKOB WX XpPaHEHWs, TUMOBbLIX W
NpUMepPHbIX HOMEHKNaTyp gen.

4.7. B opraHusaumun ons npoBeaeHUst 9KCnepTm3bl LEHHOCTU OOKYMEHTOB CO34aeTcs SKCnepTHash KOMUCCUS
(nanee - 3K) <1>. B opraHuMsauusix, UMeIOLWNX CIOXHYIO CTPYKTYpPY W/WNW noaBedOMCTBEHHbIE OpraHu3auuu,
co34aloTCs LieHTpanbHble aKcnepTHble komuccun (aanee - LI9K).

<1> [1ns NnpoBefeHUst 3KCNepTM3bl LLIEHHOCTMN Hay4YHO-TEXHUYECKOW U APYron cneumnanbHON AOKYMEHTauun B
opraHm3aumm MoxeT ObITb co3gaHa OK, BknovatoLwas COOTBETCTBYOLLMX CNELNanNMCTOB.

4.8. LUOK (3K) saBnseTcsa cosellaTernbHbIM OpraHoM Npu pykoBoAMUTENE OpraHusauny, co3gaeTcs npukasom
opraHm3aummv, 0encTBYeT Ha OCHOBaHUM MOJIOXKEHMS.

3agaum n dyHkumm LOK (3K) opraHusaumm - UCTOYHMKA KOMMMEKTOBaHUA OnpefenstoTcs MoroXeHueM,
YyTBEPXOAEMbIM PYKOBOAUTENEM OpraHM3aLmu.

4.9. OcHosHoW 3agadven LOK (OK) asnsetcs opraHuM3aums v npoBeAeHWe 3dKCnepTu3bl LEeHHOCTU
OOKYMEHTOB.

OcHoBHbIMU hyHKUMaMU LLOK (3K) asnstoTes:

opraHu3auums exerogHoro otbopa gen Ansa XpaHeHns U YHUUYTOXEHNS;

paccMOTpeHNe W CornacoBaHWe MNPOEKTOB HOMEHKNaTypbl Aerl opraHv3auuu, onucen Aen, AOKYMEHTOB
MOCTOSIHHOIO M BpeMeHHbIX (cBbiwe 10 neT) CPpOKOB XpaHeHus, B TOM 4uCre MO JIMYHOMY COCTaBy, akToOB O
BblOENEHMMN K YHUUTOXEHWIO Aer, He nodnexalux XpaHeHuto, U Apyrnx akTos;

NoAroToBKa mnpeasniokeHun o6 onpedeneHunm CpPOKOB XpPaHEHUS [OOKYMEHTOB, He MpegyCMOTPEHHbIX

nepeyvyHamMu <1>, n 06 un3MeHeHun CPOKOB XpaHeHUA OoTAeNIbHbIX KaTeFopMVI OOKYMEHTOB, YCTaHOBJI€HHbIX
nepe4vyHAMu;

<1> OK opraHusauuii, nepefaroLnx AOKYMEHTbI HA XPaHEHWE B rocyAapCTBEHHbIE apXMBbl, MPEACTaBNSAIOT
cooTBeTCTBYOLWME NpeanoxeHus MK apxMBHOro yuypexaeHus.

www.consultant.ru CrpaHuua 16 n3 63
HageXHasa npaBoBas noaaepXKa



Mpuka3 MuHkynbTypbl Poccumn ot 31.03.2015 N 526
"O6 yTBEPXXAEHUM NPaBWJT OpPraHn3auUnM XpaHeHUs, KOMM/IEKTOBaHUs, yueTa
1 1cron...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 27.05.2020

yyacTue B NoAroTOBKE U paCCMOTPEHUN MPOEKTOB HOPMATUBHBLIX Y METOAMYECKUX LOKYMEHTOB MO BOMpPOCaM
paboTbl C AOKYMEHTaMu B OpraHmM3auuu;

MEeTOAMYECKOe PYKOBOACTBO paboTamu B obnactv obecneyeHuUst COXPaAHHOCTU [OOKYMEHTanbHOro u
apXMBHOTO (POHAOB OpraHu3aLuu.

4.10. 3KcnepTur3a LeHHOCTM JOKYMEHTOB B OpraHusaLum npoBoanTcs:

B [Oenonpou3BoAcTBe - MNpuU COCTaBlieHMM HOMEeHKNnaTypbl el opraHm3auun v npu nogrotoeke nen K
nepegade B apxums;

B apxvBe opraHv3sauum - B npoLecce NoAroToBKM Aen K nepefaye Ha NOCTOSAHHOE XpaHeHue.
4.11. kcnepTnsa LEHHOCTU JOKYMEHTOB NPOBOANTCS €XErogHo.

Mo pesynbTaTam 3KCNEPTU3bI LLIEHHOCTW B CTPYKTYPHbIX NOAPa3AefeHnsix opraHnsaumm cocTaBnaioTCa OnmcK
Aen CTPYKTYPHbIX MOApasAeneHuin: NOCTOAHHOMO, BpeMeHHbIX (cBbilwe 10 neT) CpoKOB XpaHeHus, MO MNYHOMY
coctaBy (npunoxeHue N 23, 24), Ha OCHOBE KOTOPbIX B apXuBE OpraHM3auuun COCTaBMSTCS rOAOBble pa3genbl
COOTBETCTBYHOLUNX CBOAHbIX ONUcen aen, AOKYMEHTOB.

Ha gena ¢ ncTekwumm cpokamu XpaHeHWs B CTPYKTYPHbIX nogpasgeneHusix opraHm3auumn COCTaBnsAoTCA
NpeasnioXeHns K akTy O BbIAENEHUM K YHUYTOXEHWIO OOKYMEHTOB, HE MOAMEXallMx XpaHeHuwo (no dopme akTta,
npunoxexHne N 21).

Ha ocHoBe npeanoxeHun CTPYKTYPHbIX nogpasgeneHun cnyxba [enonpousBOACTBa oOpraHv3auun
COCTaBMSAET aKT O BblAENEHNN K YHUYTOXEHMNIO AOKYMEHTOB, He noanexawmnx xpaHeHuto (npunoxeHune N 21).

[ena BkNto4alTCA B aKT O BblAeNeHun K YHUYTOXEHNUI OOKYMEHTOB, He nognexauwmx XpaHeHutko, ecnun
I'IpeD,yCMOTpeHHbIIZ Ana HAX CPOK XpaHEeHUA UCTEK K 1 AHBApPA roga, B KOTOPOM COCTaBJIEH aKT.

Hena c otmetkon "OMK" <1> nognexaT NONMUCTHOMY MNPOCMOTPY B UENsX BbISABMEHUS [AOKYMEHTOB,
noanexawmx MOCTOSAHHOMY XpaHeHuo. BbigBNeHHble B Takux pfernax [OKYMEHTbl MOCTOSHHOrO XpaHeHWs
BbIAENSIOTCS U NPUCOEOUHAOTCA K OOHOPOAHBIM Aefnam unm oopMUPYHOTCS B CaMOCTOATENbHbIE Aena.

<1> OtmeTtka "OlK" o3Ha4aeT, 4YTO 4YacTb [JOKYMEHTOB MOXEeT OblTb OTHECEHA K CPOKY XpaHeHus
"NoCTOsIHHO".

OcrtanbHble okyMeHTbl ¢ oTMeTkomn "OIMK" BkMoyaloTCs B akT Ha yHU4TOXeHue. Npun atom oTmeTka "OlNK" B
aKTe He ykasblBaeTcs.

Onvcn Ha pena, OOKYMEHTbl MOCTOSHHOTO XpaHEHUs U MO fIMYHOMY COCTaBy M aKTbl Ha YHUUTOXEHWe
OOKYMEHTOB paccmaTtpuBatoTcs Ha 3acegaHum LISK (3K) ogHoBpemeHHo. o mntoram paccmotpeHns LISK (3K)
cornacoBbiBakOTCA onnucu aen, JOKYMEeHTOB NOCTOAHHOIo XpaHeHua 1 no JIM4YHOMY COCTaBy M aKTbl O BblAeNEeHUN K
YHUYTOXEHUIO JOKYMEHTOB.

CornacoBaHHble LISK (OK) opraHusaumm onucm gen OOKyMeHTOB (roAoBble pasfenbl) NpeacTaBnsioTcs Ha
paccmoTpeHune 3MK:

NOCTOSIHHOTO CPOKa XpaHeHWs - Ha yTBepXaeHue;

no NMIMYHOMY COCTaBY - Ha COrfacoBaHue;

MK yTBepkaaeT onucy Aen NOCTOSAHHOIO XPaHEHWs 1 COrnacoBbIBaeT ONMcK Aen Mo NIYHOMY COCTaBy.
Onucy aen, OKYyMeHTOB (rooBble pasaenbl) HanpasnaTea Ha paccMmoTpeHune AMK B Tpex ak3eMnnapax Ha

6yMa)KHOM HOCUTENE N OOHOM 3K3eMniidpe Ha 3J1EKTPOHHOM HOcuTtene 4epes 3 roga nocne 3aBeplieHna gen B
aenonpoun3BocTBe.
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Mocne yTBepXaoeHua un corinacoBaHuA OlK onuncen aen, AOOKYMEHTOB ONnucun n akKt O BblelleHnn K
YHUYTOXEHUK JOKYMEHTOB, HE noanexalnx XxpaHeHuo, yTBepXXaarnTCcAa pykoBoguTenem opraHmsaunm, nocne 4ero
gena, BblA€NeHHbIe MO aKTy K YHUYTOXEHU0, MOryT ObITb YHUYTOXEHbI.

4.12. OpraHusauumn, B OeATENbHOCTM KOTOPbIX HEe CO34alTCsa AOKYMeHTbl ApxmBHOro ¢oHga Poccuiickon
denepaumu, co3garT onMcK Aen No NMYHOMY COCTaBy M OMUCK Aer BPeMeHHbIX (cBbiwe 10 neT) CpoKoB XpaHeHus
1 obecnevmBaloT NX COXPaHHOCTb.

OpraHmsaumm TakKkKe COCTaBNAKT aKTbl O BblAeNEeHUN K YHUHTOXEeHUK [OOKYMEHTOB, He noanexalimnx
XPaHEeHNK, N YHUYTOXAIKT yKa3daHHble OOKYMEHTbI N0 UCTEYEHUN CPOKOB UX XpaHEeHUA TOJbKO Nocrne CcoCTaBlieHUA
rogoBbiX pasaeros onucen pen no JINYHOMY COCTaBy 3a COOTBeTCTBy}OU.lVIVI nepunoa n ux yrteepXxaeHuA
pykoBoauTenemM opraHmniaugun.

4.13. [dena Ha OymaxHOM HocuTene, BblAENEHHblE K YHWUYTOXEHWIO, MepefaltoTcs Ha YHUYTOXeHue
(yTMnu3aumio) no akTy O BbiAEMNEHUN K YHUUTOXEHUI0 OOKyMmeHToB (mpunoxernve N 21), a Tawke Ha OCHOBaHUU
WHbIX JOKYMEHTOB, NOATBEPXAALLMNX (PaKT cAayYn AOKYMEHTOB Ha YHUYTOXEHWE (YyTURm3auuio).

OneKTPOHHbIE Aena C UCTEKWMMU CPpOoKaMU XpaHEeHUs noanexaTt BbIAENEHUI0 K YHUUTOXEHMIO Ha 00Lmux
OCHOBaHWUSIX, nocne yero npoBoANTCS nx dmsndeckoe YHUYTOXEHUNE nnm YHUYTOXEHME
NPOrpaMMHO-TEXHUYECKUMUN CPeacTBaMy C COOTBETCTBYIOLLEN OTMETKOW B akTe O BbIOENEHMU K YHUYTOXEHMUIO
DOKYMeHTOB (npunoxeHune N 21).

4.14. Ons obGecnevyeHns nopsiaka copMUpoBaHMS W ydyeTa [eNnl B [OeNONpOoM3BOACTBE OpraHusaumu
COCTaBMsieTCA HOMEHKNaTypa aen.

4.15. HomeHknaTypa gen 3akpennseTt knaccudukaumio (rpynnupoBKy) MCMOMHEHHbIX OOKYMEHTOB B Aena
(3MeKkTpoHHble Aena) M SABNAETCA OCHOBHbIM YYeTHbIM AOKYMEHTOM, OTpaKallMM COCTaB W OpraHuM3auuo
OOKYMEeHTarnbHOro ooHaa opraHnsaumu.

4.16. HomeHknatypa gen sBnseTcs OCHOBOW AMNS COCTaBrieHWs onucen Aden, AOKYMEHTOB MOCTOSIHHOIO U
BpeMeHHbIX (cBbiwe 10 neT) cpoKoB XpaHeHUs, a Takke And yvyeTa aen BpeMeHHbiX (4o 10 neT BKNIOYUTENbHO)
CPOKOB XpaHeHwus.

4.17. HomeHknatypa gen opraHusauuun paspabaTbiBaeTcsi Ha OCHOBaHUM TUMOBbLIX, BEOOMCTBEHHbIX U UHbIX
nepeyHen LOKYMEHTOB C yKa3aHUMEM CPOKOB XPaHEHUSsI, MHbIX HOPMATMBHbIX NMPABOBbIX aKTOB, @ TaKKe TUMOBbLIX U
NPUMeEpPHbIX HOMEHKNaTyp gen.

TunoBas u NpuMepHas HOMeHKNaTypbl Aen pa3pabaTbiBalOTCsl OpraHaMu U opraHu3auusiMu, UMELLMMU B
NOAYMHEHUN CETb OAHOTUMHBLIX OpraHW3auui.

Tunosas HOMEHKInaTypa yCTaHaBliMBaeT COCTaB Aefl, 3aBOAUMbIX B OOHOTUMNHbLIX OpraHn3aundax, N ABndAeTcq
HOPMAaTUBHbIM OKYMEHTOM.

MpvmepHas HOMeHKnaTypa ycTaHaBnMBaeT MPUMEPHBIN COCTaB Aen, 3aBOAWMbIX B OpraHusaumsx, Ha
KOTOpbIE OHa pacnpoCTpaHAETCs, U ABNSETCA pEKOMeHAaTeNbHbIM OKYMEHTOM.

4.18. HomeHknaTypa gen opraHusauumm COCTaBnsieTcsl No ycTaHoBreHHown copMe (npunoxeHne N 25) Ha
OCHOBaHUM HOMEHKIaTyp Aen CTPYKTYPHbIX nogpa3sgenenun (npunoxexve N 26).

OpraHusaumm - UCTOYHWMKN KOMMMEKTOBaHMS rocy4apCTBEHHbIX (MyHUUMNANbHbIX) apXMBOB OAMH pas B 5 neT
<1> cornacoBblBaloT HoMeHknaTypy gen c¢ U3K (OK) opraHmsaumm n npenctaBnsaoT ee Ha corracoBaHue
cootBeTCcTBYOWMX JMK mnu rocygapcTBeHHOro (MyHALMMANbHOro) apxvBa, COrMacHO NpefoCTaBfiEHHbIM eMy
NOSTHOMOYMSAM.

<1> B cnyyae wu3MeHeHWss QYHKUMA W CTPYKTYpbl OpraHusaumm HoMeHknatypa Aen noanexuT
nepecocTaBrieHNIo, COrNacoBaHNMIO U YTBEMKAEHWIO.
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OpraHusaumm, B OeATENbHOCTU KOTOPbIX HEe CO03[alTca LOKYMeHTbl ApxuBHOro coHga Poccuinckom
depepaumu, yTBEpXKOAOT HOMEHKNATYPY AeN CAMOCTOSTENbLHO.

4.19. 3akoH4YeHHble [enonpou3BOACTBOM [ena MNOCTOAHHOrO WM BpemeHHbIX (cBbiwe 10 neT) cpokos
XpaHeHus, B TOM 4ucre Mo fIMYHOMY COCTaBy, MOCME OKOHYaHWsSI KaneHOapHOro roga, B KOTOPOM OHWU Obinn
3aBeeHbl, NOArOTaBMNMBAOTCA K Nepefade B apxmB OpraHvM3auun 1 nognexar opopMIeHnto 1 onMcaHuio.

B 3aBncMMOCTV OT CpPOKOB XpaHeHMs MpPOBOAMTCA MOMHOE WM YacTudHoe odopmneHve gen. MonHomy
ohopMIMeHnto noanexar gena noCTOSAHHOMO M BpeMeHHbIX (cBbllwe 10 neT) CPpoKoB XPaHEHWs U MO FIMYHOMY
cocTasy.

OdcbopmneHne gen Ha ByMaHOM HocuTerne npeaycMaTpuBaeT:

noaWwnBKY UM nepenneT AOKYMEHTOB fderna (HedopmaTHble OOKYMEHTbl XpaHSATCA B 3aKpbITbiX TBEpAObIX
nankax unu B kopobkax);

HymMepaumio NMCTOB Aena;

CocTaBrieHme nucta-3aseputens gena (npunoxenue N 8);

COCTaBfneHne BHYTPEHHEeN onncyn JOKyMeHTOB gena (npunoxenune N 27);
odopmrieHne obnoxkn gena (npunoxeHue N 28).

[MoaroToBka SNEKTPOHHLIX AeN ANs nepefadn B apxvMe OpraHusauum npegycmaTtpmvBaeT CocTaBreHne onmcu
3NEKTPOHHbIX Aen, fokymeHToB (NpunoxeHnss N N 17, 18).

4.20. B geno nomeLuatorcs OOKYMEHTbI, KOTOpblE MO CBOEMY COAEpPXaHUKO COOTBETCTBYIOT 3arofioBKy Aena,
npmn 3TOM 3anpellaeTca rpynnupoBaTte B Aefla YepHOBble U ,El,y6ﬂeTHbIe 9K3eMnnApbl OOKYMEHTOB, a TakKXkKe
OOKYMEeHTbI, noanexatline Bo3Bpary.

Mpu bopmupoBaHuy gena Heobxoammo cobnogaTh creaytolime TpebosaHus:
JOKYMEHTbI MOCTOSIHHOTO 1 BPEMEHHOIo XpaHeHUsi HeobxoayMo rpynnMpoBaTh B OTAENbHblE Aena;
BKMOYaThb B 4€0 N0 OAHOMY 3K3EMMNMAPY KaKO0ro AOKYMEHTa;

rpynnupoBaTtb B AEN0o AOKYMEHTbl OLHOMO KaneHOapHOro rofa; WCKMYeHue COCTaBMsHOT. nepexogsime
aena; cynebHble adena; nNuyHble Aena, koTtopble hopMUpylOTCS B TeyeHue Bcero nepuoga pabotbl nvua B
opraHudauunn; OOKYMEHTbI Bbl60prIX OopraHoB " UX MNOCTOAHHbIX KOMVICCVII7I, nenytaTtckmx rpynn, KOTOpble
rpynnupyloTCs 3a Nepuod COo3biBa; AOKYMEHTbl obpasoBaTefbHbIX OpraHu3auun, Kotopble OpMUpYHOTCA 3a
yqe6Hb||7| rog; AOKYMEHTbl TeaTpOoB, Xapaktepudyruime CUeHUYECKYD OeATellbHOCTb, B npeaenax teatparbHOro
ce30Ha; gena hunbMoB, pykonucen, nctopumn 6onesHen.

|_|pI/IKa3bI Nno NMMYHOMY COCTaBy AOJIKHbI rpynnmpoBaTbCA B Aefla B COOTBETCTBMU C YCTAHOBJIEHHbIMU ONA
HUX CPOKaMn XpaHEHUA;

OOKYMEHTbI B JIMYHbIX enax pacnonaratTcA B XPOHOJIOrM4eCKOM nopsdnke no mepe noctynneHus;

nuuesble cyeTa no 3apaboTHon nnate pabOTHUKOB rPYNNUPYIOTCS B OTAEMbHbIE Aeria U pacnonaratTcs B
HUX NoO andasuTy hamMunmim, UMeH U OT4eCTB.

[eno Ha BymaxkHOM HocuTere He OOMMKHO cofepxaTtb 6onee 250 NUCTOB, Npu TonLMHe He Gonee 4 cM.

4.21. [JoKkyMeHTbI, COCTaBnsoLLME Aeno Ha DyMaKHOM HOCUTErNe, NOALWMBAKOTCA Ha YeTbipe Npokona (Ha Tpu
npokona - Ana ManodgopMaTHbIX Aen) B TBepayt OOMNoXKy WnvM nepennetawTcsa C y4eTOM BO3MOXHOCTM
cBODOOAHOro YTEHMS BCEX AOKYMEHTOB, AaT, BU3 U PE3OSIIOLNIA HA HUX, METAINIUYECKNE CKPEMMEHNS N3 JOKYMEHTOB
yaansoTcs.
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B Havane gena Ha GymaxHOM HocuTene npu HeobXOAMMOCTM NOALUMBAKTCHA NUCTbl BHYTPEHHEW onucu
AOKyMeHTOB gena (npunoxenune N 27), B KOHUE Kagoro gena - nuct-3aseputens gena (npunoxenue N 8).

4.22. B uenax obecneyeHus COXpaHHOCTM W 3akpennieHust Mopsiika pacrofioXeHuss [OKYMEHTOB,
BKITHOYEHHbIX B Aeno Ha BymaxHOM HocuTene, BCe ero NucTbl (KpOMe nucTa-3aBepuTens gena u BHYTPEHHeWN
Oonncu) HyMepyrTCs B BanoBoM nopsiake apadckumu Lmdgpamm, KOTopblie NPOCTaBMSATCA B NPaBOM BEPXHEM Yriy
McTa OOKyMeHTa MpOCTbIM rpacpuTHbIM KapaHgalloM uiu HymepaTopoM. YNoTpebrneHue 4YepHun M UBETHbIX
KapaHgawen Ans Hymepauuu nNUCToB 3anpeltaetcd. JIMCTbl BHYTPEHHEW OnuMcy AOKYMEHTOB [ernia HyMepylTcsd
OTAEenbHO.

JInctbl gen, cocTtosimMx M3 HECKONbKMX TOMOB WKW 4vacTen, HYMEepyrTCA MO KaXxaoMy TOMY UM 4actu
OTAENIbHO.

dotorpacdbmn, YepTexu, Auarpammbl M Opyrme  UNNOCTpaTMBHbIE OOKYMEHTbI, NpeAcTaBnsiolimne
CaMOCTOsITENbHbIV NIACT B Aene, HYMepyTcst Ha 0GOPOTHON CTOPOHE B JIEBOM BEPXHEM YrTy.

CnoxeHHbIN NUCT pasBopayMBaeTCs U HymepyeTcs B npaBoM BepxHem yrny. [lpy atom nuct nioboro
dopmata, NOAWMWTBIN 3a OAWMH Kpal, HYMepyeTCs Kak OAWH JIUCT; FIUCT, CMOXEHHbIN U NOALWWTBIA 3a CepeaunHy,
NOANEXMNT NepeLUMBKE N HYMepyeTCs Kak OOMH JIUCT.

JIucT ¢ Harnyxo HakneeHHbIMU JOKYMeHTaMu (Bblpe3kaMmu, Bbinuckamu, doTorpadusiMm) HymMepyeTcs Kak
oouH nucT. Ecnu K OOKyMEHTY MNOAKMNEeeHbl OOHWM KpaeM Apyre [OOKYMeHTbl (Bblpe3kW, BCTaBKM TEKCTa,
nepeBobl), TO Kaxablli JOKYMEHT HYMepYeTCsl OTAENBHO.

MogwwuTtblie B geno KOHBEPTbI C BIIOXXEHNAMUN HYMEPYKTCA; Npn 3TOM BHa4ane HymepyeTcAa KOHBepT, a 3aTeM
o4yepegHbiM HOMEPOM KaXXgoe BJ1IOXeHWME B KOHBEpPTEe.

MoawwnTble B AENO AOKYMEHTbI C COGCTBEHHOW Hymepauuei NUCToB (BkMovas nevatHble M3gaHusl) MoryTt
HymepoBaTbCA B O0OLleM Mopsake WM COXpaHsATb COGCTBEHHYID Hymepauuilo, €cfiv OHa COOTBETCTBYeT
NOpsSIAKOBOMY PaCMONOXEHUIO NTUCTOB B Aere.

B cny4daax O6Hapy)KeHVIFI oonblworo 4ucna owubok B HyMepauum -§nnucTtoB Aerfia npoBoauTca
nepeHymepauund. I'IpM HanuuMM OTAENbHbIX OWNOOK B HymMepauunm nuctoB Aena AonyckaeTcAd yn0Tpe6neHV|e
JINTEePHbIX HOMEPOB JINCTOB.

4.23. Jluct-3aBeputene gena (npunoxexnve N 8) coctaBnsieTcd Ha OTAENbHOM NUCTe, B KapToTekax - Ha
oTAeNbHOM nucTe dpopmarta KapTouku. JlucT-3aBeputenb fena nognucbiBaeTcs ero coctaBuTenem. Bce
nocriegylolwne N3MeHeHUss B COCTaBe W COCTOSHUM Aena (NoBpeXAeHus, 3amMeHa MNOAMWHHBLIX AOKYMEHTOB)
0TMeYaloTCH B NMCTe-3aBepuTerie Co CCbIIKOM Ha COOTBETCTBYIOLLMIA aKT.

3anpelaeTca BbIHOCUTb NUCT-3aBepuTENnb Ha OGMOXKY Aena UnM YWCTbIi 0BOpoT nucTa nocrnegHero
pokymeHTa. Ecnv geno noawmTo unu nepenneteHo 6e3 6naHka nucta-3aBepuTensi, OH JOMKEH ObiTb HakMneeH 3a
BEPXHIOK YacTb NIMCTa Ha BHYTPEHHIOK CTOPOHY 0BMNOXKM B KOHLE Aena.

4.24. Ha obnoxke pgen MOCTOSHHOMO XpaHeHWs npegycmaTpyMBaeTcs MeCTOo ANd  HauMeHOBaHuWS
rocy4apCTBEHHOMO (MyHULMNANbHOr0) apxmBea, B KOTOPLIA Aena opraHnsauum 6yaoyT npuHaTel (npunoxeHue N 28).
Mpn odpopmneHnn obGMNOXKM Oena HauMeHOBaHWEe OpraHm3auuMu YKasblBaeTCs MOSIHOCTbI, B WMEHWUTENbHOM
nagexe. MNonHoe HanMeHoBaHWE BbILIECTOSILLEN OpraHu3auny ykasbiBaeTcs Haf HavMeHOBaHMeM opraHusauuu -
MCTOYHMKA KOMMIEKTOBAHMA (Takke B WMeHUTenbHOM nagexe). Ecnu opraHusauma wnum BblwecTosiwas
opraHuM3aums UMeKT COKpalleHHble HauMEHOBaHWsi, TO OHM YKasbiBalOTCA B CKODKax mMocne MnofHOoro
HaVMeHOBaHus.

Mpy M3MEHEHWM HaWMEHOBaHUS oOpraHu3auun (CTPYKTYPHOrO noApasfeneHusl) B TeyeHue nepuoaa,
oXBaTbiBAEMOro [JOKyMeHTamu [Jena, unu npu nepejade gena B [OPYryl oOpraHusaumio  (CTPYKTYpHOe
nogpasfeneHue), Ha oOnNoXxke [fena [JONUCLIBAeTCS HOBOE HaUMEHOBaHWE STOWM  opraHusauun  unu
opraHusauuu-npaBonpeemMHuka (CTPYKTYpHOro noapasaeneHus), a npexHee 3aknoyaeTcs B CKOOKU.

4.25. Ha obnoxke gena ykasblBalOTCS:
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HaVMeHOBaHWe opraHvM3auun 1 ee HenocpeacTBEHHAs NOSYMHEHHOCTD;

HaMMeHOBaHWe CTPYKTYPHOro noapasaeneHus;

WHOEKC fena;

HOoMep Toma (4YacTu);

3arosloBoK gena (Toma, 4acTtm);

KpariHue gatbl gena (toma, YacTin);

KONM4YecTBO NUCTOB B Aene (Tome, 4actu);

CPOK XpaHeHus gena;

apxuBHbIV Wndp gena.

4.26. 3aronoBoK gena Ha OyMaxXHOM HOCUTENE W 3arofloBOK 3MIEKTPOHHOIO Aena nepeHocsiTca Ha 0boXKy
Jena (9MNeKkTpoOHHOro fena) w3 HOMEHKNaTypbl [Aen opraHusauumu. 3aronoBOK [OMKEH COOTBETCTBOBATb

cogepXaHnw OOKYMEHTOB B erne.

B Tex cnyyasx, koraa geno CoCTOMT M3 HECKOMNbKMX TOMOB (4acTen), Ha OBMOXKY KaKOoro Toma (4actu)
BbIHOCUTCS OBLLMI 3aronoBoK Aena, a npu Heo6X04MMOCTU - 3arofloBOK KaXkaoro Toma (4actw).

B 3aronoskax gen, coaepxawmx Konnn OOKYMEHTOB, yKa3blBaeTCA Ha KOJIN4eCTBO konuin. MNoannHHOCTb
OOKYMEHTOB feJsla B 3arojioBke He oroeapmBaeTCA.

4.27. [ena, BHeCeHHble B TrOA4OBble pas3genbl  CBOAHbIX — onucew,  wudpyoTca  nocne
YTBEPXAEHUS/COrNacoBaHus rogoBoro pasgena csogHon onucu OlMMK apXMBHOTO ydYpexaeHWst U yTBEpPXAEHUS
pyKOBOAWTENEM OpraHn3aumnm (4o STOro apXUBHbIV LUMMP NPOCTaBNAETCHA kKapaH4alom).

4.28. Ha obnoxke pena ykasbiBaeTca pfdaTa Jena - rof(bl) 3aBefeHMs UM OKOHYaHUs fena B
4enonpov3BoacTBe.

Ecnu B geno BkMYeHbl JOKYMEHTbI (Hanpumep, NpuroXeHus), Aata KOTOpbIX HE cOBNadaeT ¢ AaTon aena,
TO NOA AAaTOW C HOBOW CTPOYKM Aernaetcsa 06 aTom 3anuck: "B gene MMeroTca AOKYMEHTHI 3a ... rog(bl)".

[aTta pena MoxeT He YKa3blBaTbCA TOJIbKO Ha obnoxkax gen, coaepxalwmx rogosbie niaHbl U OTYETbI U
opyrue AOKYMEHTbI, AaTbhl KOTOPbIX OTPaXakTCA B 3arofioBkax gerl.

Haton pgen, cogepxaliMx pacnopsauTenbHYl0, TBOPYECKYIO M WMHYK AOKyMeHTauuwo (Joknagbl, nMcbma,
CTEeHOrpammbl), AN KOTOPOW TOYHas AaTMpOBKa MMEeEeT BaXHOe 3HayeHwe, a Takke Ans Aerl, COCTOSAWMX U3
HEeCKOMNbKUX TOMOB (4acTen), ABNATCA AaTtbl (YXCO, Mecsl, rof) perncrpaumm (CoctaBneHus, NOCTynneHus)
CaMOoro paHHero 1 camoro No3gHero JOKYMEHTOB, BKIIOYEHHbIX B AeN0 (KpanHue Aatbl Aen, AOKYMEHTOB).

[ato pena, copepxawero npoOTOKOMbl 3acefaHun, SBNATCA AaTbl yTBEpXAeHUs (ecrnim  OHu
YTBEPXAAKTCS) UNK AaThl NEPBOro M NOCMEeAHEro NpoTOoKoa, COCTaBMNAOLWMX 4eO.

[aTton nnyHoro gena siBNSOTCA AaThl NOANMCAHUSA NpuKasos O nNpuemMe 1 yBoJibHEHUU NUa, Ha KOTOpPOe OHO
3aBeleHo.

Mpn obos3HadyeHMM [JaTbl JOKYMEHTa CHavana ykasblBaeTCs 4MCro, 3aTeM Mecsy u rog. Yvcno um rog
obo3HavaroTest apabekumu umdpamm, Ha3BaHue MecsiLa - CrIOBOM.

Ecnu pata gokymeHTa wnu oTAenbHble €e 3NneMeHTbl onpeaensioTcs npubnuanTenbHO, Ha OCHOBaHUK
aHanusa coAepXxaHusi OOKyMeHTa, TO JaTa wnu oTaenbHble ee 9nemMeHTbl, He abConmTHO AOCTOBEpPHbIE,
3aKnyarTCca B KBagpaTHble CKOOKM.
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4.29. ObaAsatenbHbIMU peKkBU3MTamMu OBNOXKM Aena SABMAKTCHA yKasaHue KonuyecTBa NIUCTOB B gene <1>
(MpocTaBnseTca Ha OCHOBaHWM NUCTa-3aBepuTensd ferna) M CPoK XpaHeHus dena (Ha genax MOCTOSIHHOro
XpaHeHus nuweTcs: "XpaHUTb NOCTOSIHHO").

<1> [Insa gen Ha OymaxxHOM HocuTerne.

4.30. nsa y4yeTa AOKYMEHTOB OnpeeneHHbiX Kateropun gen Ha dymaxHom HocuTene (nudHble, cyaebHble
Jena, matepuvanbl YronoBHbIX Aerl, Aena O NPUCYXAEHUM YYeHbIX CTeNeHen U NPUCBOEHNN YYeHbIX 3BaHWUW, Aena,
CBsi3aHHblE C Bblgayen aBTOPCKUX CBUOETENbCTB U MATEHTHbIX M300pEeTEeHnin) COCTaBNSETCS BHYTPEHHNAS OMUCh
OOKYMEHTOB aena.

Ecnn pgeno Ha OyMaxHOM HocuTene nepenneTeHo wWnM nogwuto 6e3 OGnaHka BHYTPEHHEN onucu
OOKYMEHTOB, TO COCTaBfiEeHHas MO YCTaHOBEHHOMW (HOPME BHYTPEHHSISI OMWUCb MOAKNENBAETCH K BHYTPEHHEN
CTOPOHE NuuEeBO 06MNOXKKM gena.

M3meHeHusa cocTaBa OOKYMEHTOB Aena (U3bATUA, BKMOYEHUS OOKYMEHTOB, 3aMeHa JOKYMEHTOB KOMusIMM)
oTpaxatwTcsa B rpadge "llpumeyaHme" BHYTPEHHEW OMUCU CO CCbIfIkaMWU Ha COOTBETCTBYKOLWME akTbl. [pwn
HeobXx04MMOCTUN MOTYT ObITb COCTaBEHbI HOBas UTOrOBas 3anvcb K BHYTPEHHEN OMNWUCK U NIUCT-3aBepuUTEnNb Aena.

4.31. lena nepenarTcd B apxXmB opraHn3aunn no onncdam, CoCtaBJi€HHbIM B CTPYKTYPHbLIX noapa3geneHnax.

Onucun gen CTPYKTYpHbIX NOAPAa3aeNieHUn COCTaBNATCA MO yCTaHOBMEHHoN dhopme (npunoxenne N 23, 24)
B ABYX 93K3emnfsipax U NpeacTaBnsloTCs B apxMB OpraHusauuu He Mno3gHee Yem 4vepe3 OAMH roA rnocre
3aBepLUEHUs 4eNn B AeNONpon3BOACTBE.

Onu1cm cocTaBnaTCA OTAENbHO Ha Aena NOCTOSAHHOrO XpaHeHWs; Aena BpemMeHHbIX (cBbiwe 10 neT) cpokoB
XpaHeHus, B TOM 4ucne no NMYHOMY COCTaBy, W Aena, COCTOsWME M3 OOKYMEHTOB, XapaKTepHbIX TOMbKO AN
AaHHOW opraHu3aumn (cygebHble, crneacTBeHHble gena, HayvHble oTveTbl no Ttemam). OTaenbHble onucu
COCTaBNSAOTCH HA eQUHNLbBI XPaHEHUS 3NEKTPOHHbIX AOKYMEHTOB NMOCTOSHHOIO XpaHeHWs; BpeMeHHbIX (cBbiwe 10
NeT) CPOKOB XpaHeHusi, B TOM Yucre No IMYHOMY COCTaBy.

4.32. Mpu cocTaBneHun onucu gen CTPYKTypHOro noapasaenieHns cobnogatoTcs crneaytolime TpeboBaHus:

3arofioBkn aen BHOCATCA B OMNUCb B COOTBETCTBUMN C I'IpVIHFlTOI?I CXEMOW CcuUCTEMATM3auuMM Ha OCHOBE
HOMEHKNaTypbl Oen;

KaXxgoe gefnnio BHOCUTCA B ONUCb Nog NopAaKoBbIM HOMEPOM (eCJ'II/I Aerio COCTOUT N3 HECKOJIbKMX TOMOB UJTN
yacTen, TO KaXdbli TOM UK YacTb BHOCSATCS B ONUCb NOA nopaaKoBbIM HOMepOM);

Fpa(*)bl onucK 3anofTiHAKTCA B TOYHOM COOTBETCTBUMN CO CBEeAEHUNAMU, KOTOPble BbIHECEHbI Ha OGJ'IO)KKy aena,

rpada onucy "TpumeyaHune" uvcnonb3yeTca AN OTMETOK O npueme Aer, 0COOEeHHOCTsX hmanyeckoro
COCTOSIHMSA, O Nepefade Aen APYrUM CTPYKTYPHbIM NoApa3fAeneHnsiM Co CChINKOM Ha HEOBXOAMMBIN aKT, O Hanm4mm
Konun.

B koHue onucu Bcnen 3a nocriegHen onucaTtenbHOW cTaTber 3anofiHAEeTCs MTOroBasi 3anucb, B KOTOPOW
yKasblBaloTCA (LMdpaMy 1 NPOMMCHI0) KONMMYECTBO AeN, NEPBLIN U NOCNEAHMI HOMepa AeN No OnucKu Aen, a Takke
OroBapuBalTCs 0COBEHHOCTU HyMepaL MK AeN B ONUCK (HanmumMe NIMTEPHbIX Y NPOMYLLEHHbIX HOMEPOB).

Mepen BHeceHMeM 3arofioBKOB [efl B ONMUCb MPOBEPSIOTCA Ka4yecTBO (hopMUMpPOBaHUS U OdOpMIIeHusl den,
COOTBETCTBME KOMUYecTBa [ern, BHOCUMbIX B OMWCb, KONWYECTBY 3aBedeHHbIX AeNn Mo HOMeHKnaType [gen
opraHu3aumu.

|_|pl/l npocMOTpe Aenl NpoBepArTCA: COOTBETCTBME 3arojioBka Aefla codepXaHuto [OOKYMEeHTOB B [ere,;
npaBuUIibHOCTb OC*)OpMJ'IeHMﬂ n rpynnnpoBKkM OOKYMEHTOB, BKIMHOYEHHbIX B [eN10; Ka4decTBO MNOoAWUBKU UK
nepenneta pgena; npaBuIiIbHOCTb HyMepauun I1nucTtoB Aera; Hanundne B aene, B HeobXxoaMMbIX cny4vasdax,
BHyTpeHHeVI onucu gena v npaBuJiibHOCTb €€ COCTaBJ1EHUA; NPaBUITIbHOCTb O(bOpMJ'IeHI/IFl 06NOXKW Aena; Hanudne
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W NpaBUNbHOCTb NUCTa-3aBeputend paena. B cnyyae oOHapyxeHMs HapylleHUs YCTAHOBMEHHbIX MNpaBun
hopmMupoBaHmsa n ohopMneHnss Aen OHU AO0MKHbl OblTb YCTPaHEHDI.

B cnyyae obHapyxeHusa OTCYTCTBUSA Aen, YUCNALMXCA NO HOMEHKNaType Aen opraHn3aumu, CTPYKTYPHbIM
nogpasgeneHmem NpUHMMalTcs Mepbl MO po3bicky. OBHapyXeHHble gena BKMYaTes B onvuck. Ecnu npuHsTeie
Mepbl He Janu pe3ynbTaToB, TO HA HEOOHapPYXXEeHHble Aena COCTaBNAeTCs akT 00 yTpaTe LOKYMEHTOB, KOTOpPbIV
MOANUCLIBAETCS PYKOBOOUTENEM CTPYKTYPHOrO MogpasfenieHnuss un nepejaeTtcas BMecTe C  ONWCbl  Aen
CTPYKTYpPHOro nogpasaeneHusi B apxus opraHusauum (npunoxeHue N 6).

4.33. Tllepepaya pen B apxuB OpraHMsauuMuM OCYLLECTBRsSieTcda nNo rpaduky, COrnacoBaHHOMY C
PYKOBOAWUTENSAMWU CTPYKTYPHbIX MOApasdeneHun, nepefawwmnx [OOKYMEHTbI B apxvB, W YTBEPXOEHHOMY
pyKOBOAWTENEM OpraHun3aLuu.

B nepuog nogrotoBku Aen Ha BGymaxkHOM HOcuTene CTPYKTYpPHbIM ModpasfdeneHnem K nepefadve B apxvB
opraHm3aumm COTPYOHWKOM apxuBa NpoBepsSeTCs NPaBUNbHOCTb UX POPMMPOBaHNS, OPOPMIIEHNS N COOTBETCTBUE
KOnm4ecTBa Aern, BKIMYEHHbIX B ONUCb, KONMMYECTBY Aern, CHOPMUPOBaHHBIX B COOTBETCTBUM C HOMEHKNATYpOn
Aen opraHunsauun. Bce BbisBNEHHbIE NPy NpoOBepKe HeAOCTaTkM B (POPMUPOBAHUKN U ocpopMeHnn aen paboTHUKK
CTPYKTYPHOro nogpasgeneHns 0683aHbl yCTpaHnTb.

Mpuem-nepegada Oen B apxuB oOpraHuM3auum npous3BoauTCS paboTHUMKOM apxvMBa OpraHusauun B
npucyTCTBUM paboTHMKA CTPYKTYpHOro nogpasaeneHus. Ha aksemnnspax onncu gen, 4OKYMEHTOB NpOCTaBnsieTcs
OTMEeTKa O Hanuuuu gena. B koHUe Kaxaoro aksemnnspa onucK ykasbiBaloTcs LudpaMy U NPOnUCbio KONMYECTBO
hakTU4ecKkn NPUHATLIX B apXMB Aen, HoOMepa OTCYTCTBYHOLIMX Aen, AaTa npuema-nepenayv Aen, a Takke nognucu
nvua, OTBETCTBEHHOIO 3a apxuB, U Nvua, nepegasLlero gena.

4.34. lepepayva 3NEKTPOHHbLIX AOKYMEHTOB B apXxvMB OpraHu3auvm npousBOAMTCH Ha OCHOBaHWM Onucewn
3MEKTPOHHbIX Aer, AOKYMEHTOB CTPYKTYPHbIX NoAapasgaeneHunin no MHMOpMaLMOHHO-TENEKOMMYHUKALMOHHOW ceTn
(npn Hanuuun B apxvMBe opraHU3auum WHMOOPMALMOHHOW CUCTEMbI) WM Ha usmyeckn 060COBNEHHbIX
MaTtepuanbHblX HOCUTENAX, KOTOpble MPeACTaBNATCA B ABYX MOEHTUYHBIX 9K3eMNnspax.

Mpyn nepepaye 3NEKTPOHHbLIX OOKYMEHTOB B apXwB OpraHu3auMu BbIMOMHAIOTCA Criedylolne OCHOBHble
npouenypbl paboTbl C JOKYMEHTaMu:

dopmupoBaHne B  UHMPOPMALMOHHOW CUCTEME OpraHuMsaumm ONEeKTPOHHbIX  Aen,  SABMSLMXCH
COBOKYMHOCTbIO KOHTEMHEPOB  SMEKTPOHHbIX [JOKYMEHTOB WMW KOHTEMHEePOM 3MEKTPOHHOro JOKYMeEHTa,
cojepxalMM KOHTEHT W MeTajaHHble JreKTPOHHOro [AOKyMeHTa, daunbl 3NeKTPOHHbIX nognucen u
BM3yanu3npOBaHHYIO KOMWK TEKCTOBOIO 3MIEKTPOHHOrO AokyMeHTa B hopmarte PDF/A;

hopMUpOBaHME OMUCK INEKTPOHHBIX AN, AOKYMEHTOB CTPYKTYPHOIo noapasaeneHuns;

NnpoBepKka apXMBOM OpraHM3aLWu SNEKTPOHHbLIX AOKYMEHTOB Ha Hamnuyne BPeAoHOCHbIX KOMMbHTEPHbIX
nporpamm;

npoBepKa BOCNpPon3BOANMOCTU ANTEKTPOHHbIX OOKYMEHTOB;

npoBepka hn3N4ECKOro U TEXHUYECKOTO COCTOSIHUS HOocUTENen (Mpu nepeaaye SnMeKTPOHHbIX JOKYMEHTOB B
apXxuB opraHusauum Ha puramdeckn 060cobneHHbIX MaTepuanbHbIX HOCUTENSX);

npoBepka NoagJIMHHOCTU SﬂeKTPOHHOVI noanucu, KOTOpOIZ noanmcaH SﬂeKTpOHHbIIZ OOKYMEHT.

Mpriem 3NEeKTPOHHBIX AOKYMEHTOB B apXvB OpraHu3aumu no MHopMaLMOHHO-TENEKOMMYHUKALMOHHOW CeTu
(Np¥ HaMW4YKMKU B apxuBe OpraHn3aLy UHPOPMAaLMOHHOW CUCTEMbI) UMK Ha PU3NYECKM 0GOCOBNEHHBIX HOCUTENSAX
ohopMnISieTcs COCTaBMEHWEM WTOTOBOW 3annWcu B KOHLE OMUCU SMEKTPOHHBIX Aern, [OKYMEHTOB, B KOTOPOI
uMdpaMm M MNPOMUCHI0 YKa3blBAeTCsl KONMMYECTBO (haKTUYECKM MPUHSTBIX B apXMB 3MEKTPOHHbIX Jen U
SMEKTPOHHbIX JOKYMEHTOB. WToroBasi 3anvcb moATBepkagaeTcs MOANUCSIMU COTPYAHMKA apxuMBa U COTPyAHUKA
CTPYKTYPHOrO MnoApasfeneHusi, nepefaBlUero 3MeKTPOoHHble Aena v AoKyMeHTbl. [pu npueme Ha apxuBHOe
XpaHEHNe OJNIEeKTPOHHbIe [Jena 3aBepsitoTCA  SNEKTPOHHOM MOAMUCHIO  PYKOBOAWUTENS OpraHusaumMu  unu
YNOMHOMOYEHHOIO UM AOMMKHOCTHOrO Mua.
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Mocne npvema B apxmB 3MEKTPOHHbIX AOKYMEHTOB Ha puandeckn 060CoBneHHbIX MaTepuanbHbIX HOCUTENSX
BKNagblWn, MOMELLEHHble B YTNSApP €4MHULLI XpaHeHUs1 B CTPYKTYPHOM MoApasgenieHuun, 3amMeHsIloTCcs Ha
BKNagbiWwn, ohOpMIIEHHbIE B apXMBeE.

Ha Bknagpiwe, nomeLwaemMom B QyTNSP eauHULbI XpaHeHUsi, opopMIIiEMOM B apXMBE, YKasblBaeTCs:
HaMmeHoBaHWe opraHu3auun (NoNHoe, COKpaLLEHHOE);

Homep ¢hoHAaa;

HOMEpP OMWCK SNEKTPOHHBIX AeN, JOKYMEHTOB;

HOMep Aena no onucy;

OTMETKa O CTaTyce 3K3eMMnsipa ANEKTPOHHbIX AoKyMeHToB: "OcH." (ocHoBHON) mnun "Pab." (pabouni);
KpaiHue faTbl JOKYMEHTOB 3NEKTPOHHOIO Aena;

npy Heo6XxoAMMOCTM 0POPMIISIOTCS AOMNOSHUTENBHBIE OTMETKN 00 OrpaHMYeHnn JoCcTyna K 4OKYyMEeHTaMm.

Bknagblw nomewaetcsa B pytnap dusmyeckm 060cobneHHoro MmarepuanbHOro HocuTens Takum obpasom,
4YTOObI HaANNCKU Ha HeM BbInn BUAHLI NPU 3aKpbITOM byTRspe.

V. OPTAHU3ALA NCMNOJTIb3OBAHNA IOKYMEHTOB
APXMBHOIO ®OHOA POCCUUCKOWM oEOEPALIN N OPYTUX APXUBHbIX
AJOKYMEHTOB OPTIAHN3ALINA

5.1. Apx1B opraHm3aumm JOMKEH NpeaocTaBnAaATb NOMb30BaTeN0 JOKYMEHTbI ApxmBHOro goHaa Poccumnckon
depnepaumun n apyrve apxvmBHble JOKYMEHTbI, @ TaKKe CNpaBO4YHO-NMOVNCKOBbLIE CPEACTBA K HAM.

5.2. JocTyn K OOKYMEHTaM MOXET ObiTb OrpaHM4yeH B COOTBETCTBMM C 3aKOHOAATENbCTBOM Poccuiickomn
depepaumu, a Takke B COOTBETCTBMM C pacrnopsbkeHnemM COOCTBEHHMKA MUK Briafenbla apXMBHbBIX LOKYMEHTOB,
HaxoasALWmMXcs B YaCTHOM COOCTBEHHOCTU <1>.

<1> Yactb 1 ctatbn 25 PepepanbHoro 3akoHa oT 22 okTs6pst 2004 r. N 125-®3 "O6 apxuBHOM gene B
Poccuinckon ®egepauynn’.

5.3. MNMonb3oBatenu npn mncnonb3oBaHMM OOKYMEHTOB apxuBa OpraHusauunu 00s13aHbl OenaTtb CCbIfIKM Ha
MEeCTO XpaHEeHUA OOKYMEHTOB.

5.4. CoctaB HCA apxuBa opraHu3aumMm onpenensietcss COCTaBOM WU COAEPXaHMEM XPaHALLIUXCS B HeM
OOKYMEHTOB, XapakTepoM W1 3agavyamMm nomcka n MHTEHCMBHOCTBIO MCMOMb30BaHUS JOKYMEHTOB.

OcHoBHbIM (0BA3aTenbHbIM) apXvMBHbIM CMPaBOYHMKOM B apxvMBe OpraHusauum SBrseTcs Oonucb Aen,
OOKyMeHTOB. B pononHeHue B apxuBe opraHusauum BeAyTCs BCMOMOrateflbHble apXuBHble CMPaBOMHUKU -
KaTanoru, ykasatenu, uctopuyeckas cnpaska k poHay.

5.5. B uensax obecrnevyeHUss COXPaHHOCTM, CBOEBPEMEHHOro oTbopa M ydyeTa WM cucTemMaTusauuu gen,
noanexalimx nocTosiHHOMY M BpeMeHHOMY (cBbilwe 10 feT) CPOKOB XpaHEeHWsi, B OpraHu3auuu COCTaBMSHOTCS
onucy ger, JOKYMEHTOB.

Onucy cocTaBnsATCA OTAENbHO Ha Aena, JOKYMEHTbI:

NOCTOAHHOIO CpOKa XpaHEeHU4;

BpeMeHHbIX (cBbiwe 10 neT) CpOKOB XpaHEHUS;
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Nno NIMYHOMY COCTaBy;

XapaKkTepHble TONbKO Anst AaHHOW opraHu3aumu (cygoebHble gena, matepuanbl YronoBHbIX Aef, HayvHble
oT4YeTbl No TEMaM).

AHanornyHble onNncK COCTaBMATCA Ha SJIEKTPOHHbIE Aena, OOKYMEHTDI.

CeogHble onucun gen, OOKYMEHTOB opraHum3aunn COCTOAT U3 roaoBbiX pa3aerioB, COCTaBAEeMbIX Ha OCHOBE
nepegaHHbIX B apxXxmB OpraHusauunmn onvucen pen ee CTPYKTYPHbIX nop,pa3p,eneHMl7| 3a onpeperieHHble rogbl, n
CucTteMaTtn3npoBaHHbIX B npepgeriax KaXXgoro roga B COOTBETCTBUN C yTBep)KD,eHHOVI CprKTypOVI opraHunsauunn Ha
9TOT roa.

Onucun gen, AOKYMEHTOB COCTaBMATCS MO ycTaHOBNeHHon dopme (npunoxenna N 14, 15, 16, 17, 18) u
COCTOSIT U3 onucaTenbHbIX CTaTel eAuHUL, XpaHeHWs, UTOroBOW 3anmcu, NucTa-3aBepuTens U CnpaBOYHOro
annapara K onucu.

OnucatenbHas cTaTbsi OMMCKM BKIIOYaET: MOPSOKOBbIA HOMeEp eauHMUbl XPaHEeHUsl; MHOEKC enuHULbI
XpaHeHus (Mo HOMEHKNaType Aen); 3arofloBOK eAuHULbI XpaHEHWUs!, BKIOYAOLWNIA yKa3aHWe Ha Hanuyune Komuin,
€CNN B HEN XPaHSATCS KOMWM OOKYMEHTOB; KpalHMe AaTbl eQuHULbBI XpaHEHWUS!; CPOK XpaHeHWUs (ans onucei gen,
JOKYMEHTOB BPEMEHHOIr0 XpaHeHUsl); KONMYECTBO NIUCTOB B eAuHMUE XpaHeHus. 3arofioBOK Aena MOXeT ObiTb
OOMONHEH aHHOTaUMel OTAerNbHbIX AOKYMEHTOB (rpynmnbl JOKYMEHTOB) € 4NHULIbI XpaHEHUS.

B cnpaBoyHbIi annapaT K OMMCKM BXOOAT: TUTYMbHBIM FIUCT; coaepxaHue (ormaBneHue); npegucnosue;
CMUCOK COKpaLLEeHWI; yKasaTenu K onucu (NpeameTHbIA, UMEHHON, reorpaduyeckon).

CocTaB crnpaBOYHOro anmnapaTa K OfNMCK 3aBUCUT OT CPOKa XPaHEHUS! BKMIOYEHHbIX B HEE AOKYMEHTOB U MX
BVOOB.

K onucam gen, OOKYMEHTOB NOCTOAHHOIO XpaHeHua 1 no JIM4HOMY COCTaBYy COCTaBIAKOTCA TVITyJ'IbeII7I NNCT,
npegucrosune, ornasrnexHune, npun HeobXoAMMOCTH - CUCOK COKpaLLI,eHVII?I, yKasarternu.

Ha TWTynbHOM nMCTE OMUCK YKa3blBatOTCS: MONIHOE HauMeHOBaHWE FOCYAapCTBEHHOro (MyHMUMNANbLHOIO)
apxuBa (ecnv opraHusauusi siBNS€TCS UCTOYMHMKOM €ro KOMMIEKTOBaHWUS), MocregHee MNofiHoe HavMeHoBaHue
opraHu3aumm, COOTBETCTBYIOLLEE Ha3BaHWIO ee apXMBHOro poHaa, HOMep apxMBHOro oHAa, HOMep U HasBaHue
onucu, KparHue OaTtbl BHECEHHbIX B ONUCh eANHWL, XpaHEHMS.

Ecnn HaMmeHoBaHWe opraHu3auuMu W3MEHSINOCb, Ha TUTYNbHOM fMCTe (B cnydae HeoOXOAMMOCTU - Ha
OOMOMHUTENbHOM NUCTE) MO MOCNEeAHUM HaMMEHOBaHWMEM oOpraHu3auuy ykasbiBaloTcsi B ckobkax Bce ee
nepevMeHoBaHNs B MUCTOPUYECKON (XPOHOMOrMYECKOW) MocnenoBaTenbHOCTM 3a Mepuof, COOTBETCTBYHOLLMIA
KpalHMM gatam eavHuUL, XpaHeHUs!, BKIOYEHHbIX B OMUChH.

B npeaucnoeum K ONMCKU  KpaTKo uU3naralotca nepeMMmeHoBaHUA oOpraHu3auumm B I/ICTOpVNeCKOVI
(XpOHOﬂOFMHeCKOVI) nocnenoBsaTtesibHOCTK 3a nepuoa, COOTBeTCTByPOLLI,VIVI Kpal?lHI/IM gatamMm eguHunl XpaHeHu4,
BKITKOYEHHbIX B OMNUCb. I'Ipep,mcnosme noanncbiBaeTCcA cocCtaButenieMm C YyKasaHnem LOOJIKHOCTU U [Oathbl
COCTaBJiEHUA.

K onucu pgen, OOKYMEHTOB BpPEeMEHHOro (CBbILLIe 10 J'IeT) XpaHeHuA, npun HeobxoauMMOCTK Takxke MOryT
COCTaBIATbCA ornasrieHne, Crnncok COKpaLIJ.eHI/IVI.

Onwucu (ropoBble pasaensl onucen) aen, OKYMEHTOB COCTaBMSIOTCS:

MOCTOSIHHOTO XpaHeHWs1 - He MeHee YeM B YeTblpex 3K3eMnnspax: Tpu Ha GyMakHOM HocuUTerne U OAuH - B
3MEKTPOHHOM BuAe (B kKayecTBe paboyero ak3emnnapa);

BpeMeHHoro (cBbiwe 10 neT) XxpaHeHUst - He MeHee YeM B ABYX 3K3eMnnsipax;
AOKYMEHTOB MO JIMYHOMY COCTaBYy OpraHuMsauuii - WCTOYMHMKOB KOMMIEKTOBaHUS rocyaapCTBEHHbIX

(MyHMLUMNAnbHbIX) apXMBOB - HE MEHee YeM B YeTbipex 3K3emnnspax: Tpy Ha BGymakHOM HocuTene, ogvH - B
3NEKTPOHHOM Buae (B kayecTBe paboyero ak3emnnapa);
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AOKYMEHTOB MO JIMYHOMY COCTaBY OpraHvM3auuii, He SBMAAIOWUXCS MWCTOYHMKaMM  KOMMMEKTOBaHMS
rocyapCTBEHHbIX (MyHULMNANbHbLIX) apXMBOB, - HE MEHEE YEM B TPEX IK3eMMisipax.

Onucn  (ropgosble pasgensl onucen) Aen, AOKYMEHTOB BpeMeHHoro (ceblwe 10 neT) xpaHeHus
cornacosbiBatoTcs ¢ LUK (3K) opraHmsaumm, nocne yero yTeepxaatoTca pyKOBOAUTENEM OpraHusaunu.

Ha paccmoTtpeHve OlK npenctaBnsioTcs He MeHee 4eMm Yepe3 3 roda nocre 3aBeplleHus
[enonpousBoACTBOM [er, BKMHOYEHHbIX B pasaen:

onucy (rofoBble pasaenbl onucen) gen, AOKYMEHTOB NOCTOSIHHOIO XpPaHeHWUs! 4N YTBEPXKAEHUS;

onucun (rO,ClOBbIe pasnenbl OI'IVICGVI) aen, JOKyMeHTOB Mo JINYHOMY COCTaBy AJid coriiacoBaHuA <1>.

<1> Onuvcu gen, AOKYMEHTOB M0 NIMYHOMY COCTaBY COINacoBbLIBATCA COOTBETCTBYIOLLMM roCyAapCTBEHHbBIM
(MyHMUMNANbHBLIM) @pPXMBOM COFMacHO NPeaoCTaBEHHbIM €MY NONTHOMOUUSIM.

Mocne yTBepxaeHus (cornmacoBaHus) onucen (rogoBbix pasgenoB onucen) OMK oHu yTBEpxaatoTcA
PYKOBOAMTENEM OpraHusauum.

B rocymapctBeHHbIVi (MyHMUMNANbHLIA) apxvB MnepegatoTcss TPW 3K3emnnspa onucu Aen noCTOSHHOro
XpaHeHWs, OAMH 3K3eMNNsap onucu Aen no NMYHOMY COCTaBy, YTBEPXAEHHbIX (cornacoBaHHbix) 3K, a Takke no
OOHOMY 3K3eMMNAspY KaX4ou OnucK B aNeKTpoHHOM dhopMe (B kayecTBe paboyero ak3emnnspa).

OavH 3K3eMnnAp onncn aen noCTtoAHHOro XpaHeHuda 1M ABa 3K3emnidapa onucu gen no IiM4HoOMy CoCTaBy
OCTalTCA B opraHmnsauunu.

BHeceHue nameHeHun B rogoBon pasgen onucu gern, JOKYMEHTOB MOCMe ero yTBepXaeHus (CornacoBaHus)
OrlK ponyckaeTcs TONbKO Ha OCHOBaHUM cooTBeTcTBYoLero peweHns IlK.

5.6. WcTtopuyeckass cnpaBka K (OHOY COCTOMT W3 Tpex pasgenos: uctopusa d¢oHgoobpasoBaTens,
OoTpaxawLlwada UCTOPUK opraHmsaunn Co CCbIlIkaMn Ha COOTBETCTBYHOLLME 3aKoHOo4aTellbHble U HOPMAaTUBHbIE aKThbl
(maTbl obOpasoBaHus, NEpPeMMEHOBaHWs, peopraHu3aumv, IUKBUOAUMKM, BEOOMCTBEHHYK MNPUHAONEXHOCTb,
CTPYKTYPY U (yHKUUWN, NX U3MEHEHWs, HAa3BaHWE OpraHu3auunM - NpeflecTBeHHUKa), uctopus goHaa (oobem,
KpariHue faTbl JOKYMEHTOB, CTENeHb MX COXPAHHOCTU, AaTbl Nnepefayn JOKYMEHTOB Ha NOCTOSHHOE XpaHeHue) 1
XapakTepucTuka [OOKYMEHTOB poHaa (pa3HOBMOHOCTM [OKYMEHTOB, OCODEHHOCTU (DOPMUPOBAHUSA eauHUL
XPaHeHUs 1 UX CUCTEMATMU3aLMK, HanMune JOKYMEHTOB, BbIXOAALMUX 38 XPOHOMNOrMYeckue rpaHuLbl 4edTenbHOCTH
doHgoobpasoBaTens, COCTaB CMpPaBOYHOro annapata kK oHAY, MeCTO XpaHEeHUA [AOKYMEHTOB MO JIMYHOMY
cocTany).

WcTopuyeckaa cnpaBka K ¢poHOy COCTaBnseTcs B OBYX 3K3emnnspax, OOuH - XpaHuTcs B Adene oHaa,
BTOPOW - NepefaeTcs B rocygapCTBEHHbIN (MyHULUNANbHLIN) apXuB.

5.7. OCHOBHbIMM hOpMaMM UCMOMb30BaHNA JOKYMEHTOB apXuBa OpraHu3aLmmn SBnsTCs:
MHpopmMaLnoHHoe obecneveHe paboOTHUKOB OpraHM3aLmu;
WCMOMHEHNe 3anpoCcoB MONb30BaTENEN, B TOM YMCIE 3anpoCOB rpaxkaaH coumarnbHO-NpaBoBOro Xxapakrepa;

BblAaya JOKYMEHTOB U JeNn BO BPEMEHHOE NOMNb30BaHUE, NPeAoCTaBNeHNE KON apXMBHBIX JOKYMEHTOB MO
3anpocam nosnb3oBarenen, B TOM Yncre B popme 3NeKTPOHHbLIX JOKYMEHTOB.

d)OpMaMI/I NCNob3oBaHNA OOKYMEHTOB apxXmBa opraHn3auumn ABnATCA Takxe:
I/IH(*)OpMI/IpOBaHI/Ie CTOPOHHUX opransau,MPl O Hanu4um n cogep>xaHnnm MMerLnxXcd B apxmee JOKYMEHTOB;

Mcnonb3oBaHMe OOKYMEHTOB B CpeAcTBax MacCcoBOW MHhopMaLunu;
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MCMonb30BaHNE [OOKYMEHTOB [fsl MOArOTOBKM WUCTOPUMKO-MHOPMALMOHHBIX MEPONPUATUIA:  BbICTaBOK,
3KCKYpCUN, KOHGEPEHLINIA;

BblAaya JOKYMEHTOB Ang paboTbl B YuTansHOM (MPOCMOTPOBOM) 3are apxuBa;

opraHusaumsi gocTtyna pabOTHMKOB OpraHusaumm K [OKYMEeHTaM apxuBa MyTeM MWCMNOMb30BaHMS
WH(POPMAaLIMOHHO-TENEKOMMYHUKALIMOHHON CETH.

5.8. ApXI/IB opraHu3aumm [OormKeH BeCTU Yy4dYeT WUCnosfib3oBaHMA OOKYMEHTOB, B TOM 4ucne Bblia4u
AOOKYMEHTOB U e, BblAa4yn apXMBHbIX CNPaBOK, BbIMNCOK, Konumn OOKYMEHTOB.

5.9. 3anpocbkl nonb3oBaTtenen, NocTynawLmne B apxms opraHn3aummn, NnoapasgensaTcs Ha TemaTuyeckme u
coumanbHo-NpaBoBble <1>.

<1> MognyHkT 5.7.1 nyHkTa 5.7 MNpaBun xpaHeHus:.

5.10. ApxvB opraHusauMy JOIMKeH paccMmaTpuBaTb W UCMOMHATL 3anpocbl, NOCTYNMBLUME B MUCbMEHHON
dopwme.

3anpoc nonb3oBaTens AOMKEH CoAepXKaThb CNeAyoLLY0 MHPOPMaLMIO:

HaMMeHOBaHMe pPUONYECKOro Nuua - aBTopa 3anpoca (ons rpaxaaH - damunum, UMeHu, oTyecTBa, npu
HanNU4MM NOCneaHero);

NMOYTOBbIN WM/UIN SNEKTPOHHbIV apec, N0 KOTOPOMY AOIDKEH ObITh AaH OTBET;
CBEeEeHUs, MHTEPECYIOLLME NMONb30BaTENS N XPOHOMNOrMYeckne pamky 3anpatumBaemon nHopmaumu;

cdhopmy nonydeHus nornb3oBaTenem nHchopmaummn (MHPOPMaLMOHHOE MUCbMO, apXMBHasi CrpaBka, apXuBHas
BbINWUCKA, apXUBHas KOMWsl, TeMaTUYeCKUIA NepeYeHb, TemaTuyecknii 063op JOKYMEHTOB);

NUYHY0 NoANUCh aBTopa 3anpoca (rpaxaaHuHa Unu JOMMKHOCTHOro nuua);
pary.

Mpy nocTynneHun B apXuB OpraHuM3auMnm UHTEpHeT-obpalleHus (3anpoca) Monb3oBaTensl C ykasaHueMm
agpeca 3MeKTPOHHOW MOYTbl U/MNN NMOYTOBOrO aapeca emy HanpaBnsieTcs yBeAOMIIEHUE O npueme obpalleHus
(3anpoca) k pacCMOTPEHMIO UM MOTMBUPOBAHHBIV OTKa3 B PACCMOTPEHMM.

Ha  3anpochbl TeMaTU4eckoro  xapaktepa, nocTynmeLUne B apxuB opraHusauum no
NHOPMaLIMOHHO-TENEKOMMYHUKALIMOHHOM CETU, B TOM Ynce No cetn HTepHeT, oTBET MOXeT ObITb HanpasneH B
BMOE 3MEKTPOHHOrO COOBLLEHNSA NO YKasaHHOMY aBTOPOM 3anpoca 3N1EKTPOHHOMY afpecy.

3anpoc OOIMKeH ObITb 3aperncTpupoBaH B Te4eHne Tpex pa6oq|/|x OHen ¢ MOMEHTa ero NoCTynneHnA.

3anpoc, He OTHOCALUMIACA K COCTaBy XPaHSALLMXCH B OpraHusauuvM OOKYMEHTOB (HeENpodunbHbIA 3anpoc), B
TeyeHue 7 OHeN Co AHS perucTpauuy 3anpoca HarnpasnseTcs B OpraHu3aumio, rae MoryT XpaHuTbest Heo6xoammble
[OKYMEHTbI C yBeJOMIIeHeM 06 3TOM nonb3oBaTensi.

3anpoc, MNOCTYNUBLLMIA B apxuB OpraHuM3auuM, paccMaTpuBaeTcsl B COOTBETCTBUM C TpeboBaHusMU
3aKOHOAATENbHBIX WM MHbIX HOPMATMBHbLIX MPaBOBbIX akToB Mo paboTe c obpalleHusamn rpaxgaH wu
NpefoCTaBMEHMIO FOCYAAPCTBEHHBIX (MyHULMNANbHbIX) YCIyT.

OTBeT Ha MOCTYNUBLUMIA B apxvB OpraHu3auum 3anpoc npegoctasnsietcs B Teyenve 30 gHen co gHA ero
pernctpaummn. C paspelleHMs pykoBOACTBa OpraHvM3auum 3TOT CPOK MoXeT ObiTb npoaneH He Gonee yem Ha 30
OHeWn, ¢ yegomneHmemMm o6 9ToM 3asiBUTENS.

www.consultant.ru Crpanuua 27 n3 63
HageXHasa npaBoBas noaaepXKa


consultantplus://offline/ref=5834818974ACA617128562024D35880FD6E2887A3B9AB4B721F7B9C2A1D5F2987270AD980900B70C53121DFE8D1109CDADADB8F16E507DU65EI

Mpuka3 MuHkynbTypbl Poccumn ot 31.03.2015 N 526
"O6 yTBEPXXAEHUM NPaBWJT OpPraHn3auUnM XpaHeHUs, KOMM/IEKTOBaHUs, yueTa
1 1cron...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 27.05.2020

5.11. OTBeTbl Ha 3anpocbl MONb3OBaTeNen, B TOM 4uCre OTBETbl Ha 3anpocbl COLUManbHO-NPaBOBOro
xapakrepa, oopmMnATCA B OpME apXMBHOW CMPaBKN, apXMBHOW BbINMUCKN UM apXMBHON KONWUKU, OHOPMITEHHBIX
N 3aBEpPEHHbIX B YCTAHOBIIEHHOM MOpPSIAKE.

Mpu OTCYTCTBMM OOKYMEHTOB, HEOBXOAUMBIX ONS1 UCTIONIHEHUSI 3anpoca couuarnibHO-NPaBOBOro0 Xapakrepa,
cocTaBnsieTcs OTBET Ha GrnaHKe opraHM3aumm ¢ ykasaHMeM MPUYMH NX OTCYTCTBUS.

5.12. ApxmBHas crnpaBka MOAMUCLIBAETCH PYKOBOOUTENEM OpraHM3aumMv UMn MHbIM YNONIHOMOYEHHBIM MM
OOJMKHOCTHBIM NULIOM M 3aBepsieTCs nevaTbio opraHusauum (npunoxeHue N 29).

ApxuBHas cnpaska, 06beM KOTOPON NpeBbILLAET OAUH NIUCT, AOMMKHA OblTb NPOHYMEpPOBaHa.

B TekcTe apxuBHOW cnpaBKM B XPOHOMOrMYECKOW MocrnefoBaTenbHOCTU M3NaralTcs cobbiTUsa C ykasaHueM
BMOOB MCMOMb30BaHHbIX LOKYMEHTOB, WX AaT M HoMepoB. B apxvBHOW cnpaBke ponyckaeTcs UUTUpPOBaHWE
[OKYMEHTOB.

HecoBnageHve oTaenbHbIX CBEAEeHWUA/AaHHbIX JOKYMEHTOB CO CBEAEHUSIMU, M3NOXEHHbIMU B 3anpoce, He
ABMNseTCA NPensaTcTBMEeM AN BKMIOYEHUS1 UX B apXUBHYHO CrpaBKy, eCriv CcoBMnafeHue BCEX OCTallbHbIX CBEAEHWUN
He Bbl3blBaeT COMHEHUI B TOXXAECTBEHHOCTU LA UNKn akToB, O KOTOPbLIX TOBOPUTCH B JOKYMEHTAX.

B apxuBHOW cnpaBke OaHHble BOCNPOU3BOAATCSA TaK, KAk OHU WM3MNOXEHbl B AOKYMEHTaxX, a PacxoxOeHus,
HECOBMaAEHMS N HETOYHbIE Ha3BaHUSA, OTCYTCTBME UMEHWN, OTYECTBA, MHULMAIIOB UMM HanMymne TOSbKO O4HOro 13
HUX OOJMKHbI ObITb OrOBOPEHbI B TEKCTE CMpaBku B ckobkax: "Tak B AOKyMeHTe", "Tak B TekcTe opurnHana”.

CBefieHUs, MMeloLLMecs B apxuBe Mo 3anpocy o paboTe u (unu) yuyebe B HECKONbKUX OpraHu3auusix,
KacatoLMecst O4HOTO Nuua, BKMNOYAOTCA B OOHY apXMBHYIO CNpaBkKy.

Mo TeKkCcTy apxXMBHOW CNpaBKM B Ka4yeCTBE NMPUMEYaHnn MOryT BbiTb OrOBOpEHbI Hepa3bopyYnBO HaMMCaHHbIE,
ncrnpaBneHHble aBTOPOM, He MogdarluMecs MPOuYTEeHUK BCreacTBME MOBpexAeHus TekcTa opuruHana: "Tak B
TeKkcTe opurnHana", "B Tekcte Hepa3bopumBo".

B Tekcte apXI/IBHOVI CrnpaBkmn He [O0MyCKakwTCA WU3MEeHeHud, wucnpasiieHud, CyMMUpOBaHWE [OaHHbIX,
KOMMeEHTapuu, cobCTBEHHbLIE BbIBOAbI MCMOMHUTENsS Mo cogepXxXaHnw OOKYMEHTOB, Ha OCHOBaHUM KOTOPbIX
COCTaBJieHa apXuBHas cripaBka. MNoguncTtkm n NnoMapKn B apxXmBHbIX CpaBKax He O0NYyCKakTCA.

B apxvBHOW cnpaBke OOMkHbl ObiTb NpUBEAEHbI ApXMBHbIE LWINMPLI U HOMEpa NUCTOB €AMHWL, XpPaHEeHMWs!
[OKYMEHTOB, UCMOMb30BaBLUMXCS OJ151 ee COCTaBIEeHMsI.

Mo 3anpocy nonb3oBartenen adpXuBHbI€ CrpaBKKU MOTyT BbldaBaTbCA B SﬂeKTpOHHOVI cbopme Ha 3J1EKTPOHHOM
HocuTene nubo nepecbliateCA Nno VIHCbOpMaLI,I/IOHHO-TeJ'IeKOMMyHI/IKaLI,I/IOHHI:IM ceTdaMm. SJ'IeKTpOHHbIe apXunBHbIE
cnpaBkn 3aBepArTCA 3]'IeKTpOHHOl7I noanucbio pykoBoauTend opraHu3aumm wumnn UHOro ynosIHOMOYEeHHOro MM
AOJHKHOCTHOrIO nuua.

5.13. Apxu1BHble BbINMMUCKN OhopMIsAoTCA Ha BGnaHke opraHusauum (apxuBa opraHusauuun) ¢ 0603HaYeHEM
Ha3saHuA Buaa gokymeHta: "APXVBHAA BbINNCKA".

B apXVIBHOI7I BbINMNCKe Ha3BaHMe OOKYMeHTa, ero HoMmep 1 aata BoCnpon3BoaAaTCA NOJTHOCTLIO.

Bbinucka npon3BoaAUTCA TOJNTIbBKO W3 [OOKYMEHTa, B KOTOPOM COOEepPXWUTCA HEeCKOJIbKO OTAellbHbIX, He
CBA3aHHbIX MeXay cobon BOMPOCOB. Bbinucka pgormkHa BOCNpoOn3BOANTb NOSHbLIN TEKCT 4acTu LOOKYMEeHTa,
OTHOCSILLIENCA K 3anpocy.

M3BneyeHnem u3 TekcTta OOKYMeHTa [OOJDKHbI ObITb ncyepnaHbl BCe uMMewlwlMecda OaHHble Mo 3anpocy.
Havano n KoHel Kaxgoro M3BfevYeHus, a Takke Nponyckn oTAeNlbHbIX CJIOB B TEKCTE OOKYMEHTa obo3HavatoTcs
MHOroTo4nem.

B apXI/IBHOIZ BbIMNCKEe OO0JTXHbI ObITb cOenaHbl COOTBETCTBYOLWNE NMpuMeYaHna U OroBopeHbl 4aCTu TeKCTa
opurnHana, Hepaa6opqv|Bo HanuncaHHble, uUcnpaBlieHHble aBTOPOM, He nogaarwlpmecda npoyvYTeHuo Bcreacrteune
noBpexneHna Tekcta U gpyrum npunvnHam. OTJJ,eJ'IbeIe CcnoBa U BblpaXeHna OOKYMeHTa, Bbl3blBaloLe COMHEHUA

www.consultant.ru Crpanuua 28 n3 63
HageXHasa npaBoBas noaaepXKa



Mpuka3 MuHkynbTypbl Poccumn ot 31.03.2015 N 526
"O6 yTBEPXXAEHUM NPaBWJT OpPraHn3auUnM XpaHeHUs, KOMM/IEKTOBaHUs, yueTa
1 1cron...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 27.05.2020

B MX TOYHOCTU, a TaKKe NCMNpPaBneHus, Noa4YMCTKU, Bbi3blBalOLLME COMHEHME B X JOCTOBEPHOCTU, OrOBapUBaOTCS:
"Tak B gokymeHTe", unu "B TekcTte Hepasbopumo", unu "Tak B TekcTte opurnmHana". locne Tekcta apxvBHOW
BbINMUCKN YKa3blBAOTCA apXMBHbIN LLMAP N HOMEpPa NNCTOB €AMHULbI XPaHEHWST apXMBHOMO AOKYMEHTA.

ApXI/IBHaH BbIMMCKa noanuCbiBaeTCA pykoBoAuTeENeM opraHuaumm wmnm MHbIM  YNONMHOMOYEHHbIM UM
AOJDKHOCTHbIM JTMLIOM U 3aBepPAETCA nevyaTbio opraHn3agun.

Mo 3anpocy nonb3oBaTenen adpXuBHbIE€ BbINMNCKX BblOaldTCA B SﬂeKTpOHHOVI d)opme Ha 3J1IEKTPOHHOM
HocuTene nmbo nepecbinarTcd no VIHd)OpMaLWIOHHO-TeJ'IeKOMMyHI/IKaLI,I/IOHHbIM ceTdaMm. aﬂeKTpOHHble apXuBHbIE
BbIMUCKN 3aBeEpPATCA 3H8KTp0HHOI7I noanncbio pykoBoguTena opraHunsaumn mnn UHOro yYnoJsIHOMOYEHHOro um
AOJPKHOCTHOro nnua.

5.14. Ha apxuBHbIX KOMWSIX, BKNOYask apXMBHbIE KOMUU HA BYMa)KHOM HOCUTErE SMEKTPOHHBLIX OOKYMEHTOB,
apxmBHble WNdPbLI NPOCTaBMAITCA HA 000POTE KaXAoro NuMcTa apXMBHOM KOMWM, a 3aBepuTenbHasi Haamnuchb U
neyatb - Ha 06opoTe NocneaHero nNMcTa Konuu.

Mo 3anpocy nonb3oBaTenen aNeKTPOHHbIE KOMUM apXUBHbIX AOKYMEHTOB BbIAAKOTCA B 3NEKTPOHHON hopme
nmbo nepecbiNawTCAa N0 MHAPOPMALMOHHO-TENEKOMMYHUKALMOHHBIM CeTSAM. JONEKTPOHHbIE KOMWUM  apXMBHbIX
AOKYMEHTOB 3aBepSOTCA 3MEKTPOHHON MOANMUCHI0 PYKOBOAWUTENS OpraHn3aumy UM MHOTO YMONIHOMOYEHHOMO UM
AOIDKHOCTHOrO nuua.

5.15. lNMoaroToBneHHble apxXmBOoM opraHn3auunmn OoTBETbl Ha 3anpochl (apXI/IBHbIe cnpaBkn, apxXmBHbIE BbINMNCKA
N apxumBHble KOI'II/IVI) HanpaBnawTCA 3adButenamMm C conposoguTesibHbIM MUCbMOM MO No4YTe WM BblOAKTCA:
3adaBuTenio - npu npeabAaBneHUM LOOKYMeHTa, yaocTtoBepAlwero Jnn4HOCTb, ero npeacraButendam - npu
npegvaBrnieHnMn OOKYMeEHTa, yaocToBepdAlowero JMMYHOCTb U OOBEepPEeHHOCTU, Oq.)OpMJ'IeHHOI7I B YCTaHOBJIEHHOM
nopsagke.

5.16. ApxmBHble CnpaBKW, apxMBHble BbLINMUCKW WM apxXMBHblE KOMWW, Harnpasnsemble B rocygapcrsa -
yyacTHukn KoHBeHUMKM, oTMeHsowen TpeboBaHMe neranu3aumyv WMHOCTPaHHbIX OoduuManbHbIX OOKYMEHTOB,
nognucaHHoun B Naare 5 okTs06psa 1961 r., 3aBepsAOTCS NPOCTaBNEHMEM U 3arnoOfIHEHUEM CrneLmanbHOoro wramna -
anocTunsa B COOTBETCTBMU C 3akoHogaTenscTBoM Poccuiickon degepaunm.

5.17. JonyckaeTcs n3bsATME U3 apXMBHbLIX Aen U Bblgada BrnagenbuamM UM ux poacTBEHHWKaM, B criyvae mx
MUCbMEHHOTO obBpalleHnsl, NOASNMHHBLIX JMYHbIX [OKYMEHTOB O rpaXAaHCKOM COCTosiHMM, 06 obpasoBaHuu,
TPYOOBbIX KHUXEK, HE MONYYEHHbIX B CBOE BpeMsi BnagenbLeM AOKYMEHTOB.

MoAnuHHbIE NWYHbIE OOKYMEHTHI BbIAAKTCS 3asBUTENSIM C paspeLleHUs PyKOBOAWTENS opraHusauum no
npeabsBEHMN NacrnopTa WM WMHOro [AOKYMEHTa, YAOCTOBEPSIOLWEro NUYHOCTb, NGO WX POACTBEHHMKAM WU
WHBbIM NLAM MO AOBEPEHHOCTU, OPOPMIIEHHOW B YCTAHOBINEHHOM 3akoHoaaTenscTBoM Poccuiickon ®enepauum
nopsiake. MoAnvHHbIE NUYHBIE LOKYMEHTLI MOTYT ObITb HaNpPaBneHbl 3asBUTENNO LEHHbLIM NMUCLMOM.

C wusbiMaeMbix OOKYMEHTOB B apxuBe oOpraHum3aunmn mn3rotaBiiMBaKOTCA KOMWUU, KOTOPble I'IpVIOGLLI,aPOTC‘iI K
nenam. WN3baTme OOKYMEHTOB, a TaKkKe 3aMeHa Ha KOoMNum OoTpaxakTCcA BO BHYTPEHHUX onucax pnen, B
NnCTax-3aBeputenax gen, B onnucax gen, JOKYMeHTOB.

NabAaTMe © Bo3BpalleHWe [OOKYMEHTOB OdopMInstoTcs akTamu 06 U3bATUM U3 aen (Bo3BpalleHum)
yKasaHHbIX [JOKYMEHTOB. AKTbl W [JpyrMe [OOKYMEHTbl, Ha OCHOBaHWM KOTOPbIX MNPOM3BEAEHO U3bATME
(Bo3BpalLeHne) apXMBHbIX JOKYMEHTOB, BKITOYaOTCS B Aeno ooHAa.

5.18. KOﬂMpOBaHI/Ie OOKYMEHTOB apxmBa oOpraHm3aumm no 3adBKaMm nonb3oBartenen npomn3BognTcAa no
paspelleHnto pykosoanTend opraHmsauum nim MHOro ynosiHOMOYeHHOro M OoJsmKHOCTHOro nuua.

Konmu OokyMeHTOB nepecbinalTcs B agpec TOW opraHvsauum, no 3anpocy KOTOPOW OHW M3rOTOBIEHbI, UMK
BblJaloTCs MOMb30BaTEN0 MO POCMUCh.

5.19. B uensix cozgaHus ycrnosuit Ans paboTbl nofib3oBaTenielt HeNMocpeAcTBEHHO B apXxvBe opraHusauuu
MOXET BbIOEMATLCA MOMeLleHNe (YUTanbHbIN, MPOCMOTPOBLIN 3an) ANA 03HAKOMMEHUS C OOKYMeHTamMu apxuBa,
060pya0BaHHOE COOTBETCTBYIOLLMMMN TEXHUYECKMMM CPeacTBamMm Ans paboTkl C AOKYMEHTaMu.
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npl/l OTCYTCTBUM B apxXmBe OpraHn3aumm cneunarbHO BblAEJIEHHOIO NomMelleHnA pa60Ta nonb3oBaTtenen c
OOKYMeHTaMn npoun3BognTCcA HenocpenCTtBeHHO B pa60qu KOMHaTtax apxuBa. D,OKyMeHTbI anda pa60TbI
nonb3oBaTesidM BHE NMoMeLlleHna apXxmuBa opraHn3auun BblAaBaTh 3arpeLlaeTca.

PaspelueHne Ha paboTy B MOMELLEHMM apxvMBa OpraHM3auMvM OaeT PYKOBOAWUTENb apxvBa OpraHu3aumu
(nMuo, OTBETCTBEHHOE 3a apXUB).

5.20. OTkas apxuBa opraHun3aunn B Bblaa4ye apXmBHbIX JOKYMEHTOB OMYCKaeTCA B Cliydasx:

Hann4yuna (bOH,EI,a NOJ1b30BaHUA;

HEeyaoBIETBOPUTESIbHOIO d)VISVI‘-IECKOFO COCTOAHNA OOKYMEHTOB,;

He npoweawnx Hay4Horo onncaHma n TeXxHn4eckoro O(bOpMJ'IeHVIFl OOKYMEHTOB, A0 3aBepLUeHna 3Tux pa60T;

OfpaHMYEHN A Ha WCNONb30BaHWE, YCTAHOBMEHHbIX 3akOHoAaTenbCTBOM Poccuiickon Pegepaummn wnm
doHaoobpasoBaTenem npu nepegaye JOKYMEHTOB Ha XpaHeHue.

OTka3 apxvBa opraHv3auumv B NpeaocTaBneHMn JOKYMEHTOB OOSKEH ObiTb BbiAaH B MUCbMEHHOW (hopMe 1
cogepxaTtb NPUYMHBI 0TKa3a, a Takke NopsAoK obxanoBaHWsA OTKasa.

VI. NEPEJAYA NOKYMEHTOB OPIrAHU3ALNN HA XPAHEHWE
B rOCYOAPCTBEHHbLIV (MYHULIUIMATIbHbBIV) APXB

6.1. [OokymeHTbl ApxuBHoro d¢oHga Poccuiickon Pepepaumu, obpas3oBaBLUMECS B OpraHuMsauusax -
NCTOYHMKAX KOMMSIEKTOBAHUA rOCY4apPCTBEHHbIX (MyHULMMANbHbBIX) apXUBOB, MO UCTEYEHUN CPOKOB UX BPEMEHHOIO
XpaHeHus1 B apxuBe opraHnsauumn nepeaarTcs Ha NOCTOSHHOE XpPaHEHUe B COOTBETCTBYHOLLMIA rOCY4aPCTBEHHbIN
(MyHMLMNAnNbHbBIN) apXuB.

6.2. [HokymeHTbl ApxmBHoro doHga Poccuiickon ®egepauun, obpasoBaBwmecs B AeATENbHOCTU
rOCyAapCTBEHHbIX W HErocyAapCTBEHHbIX OpraHusauui, He SBNAWMXCA WCTOMHUKAMW  KOMMIEKTOBaHMSA
rOCyAapCTBEHHbIX (MyHMUMNAnbHbIX) apXuBOB, MOryT nepedaBaTbCs B FOCYAApPCTBEHHble (MyHMUMManbHblE)
apxvBbl H2 OCHOBaHWM JOrOBOPOB C COBCTBEHHMKaMU 1nu BriagenbuaMn JOKYMEHTOB.

6.3. JokyMeHTbl NepefaroTcst Ha MOCTOSIHHOE XpPaHeHWe B ynopsifOYEHHOM COCTOSIHAM C COOTBETCTBYHOLLIMM
Hay4YHO-CNPaBOYHbLIM annapaTom.

6.4. B opraHusauusix - MUCTOYHMKaX KOMMIEKTOBaHUS rOCYAAPCTBEHHBbIX (MyHULMNAnNbHbLIX) apXuBOB BCe
paboTbl, CBA3aHHblIE C OTOOPOM, NOATOTOBKOM U Nepeaayeit OKYMEHTOB Ha MOCTOSIHHOE XpaHeHWe, B TOM Yucre ¢
NX ynopsgoYeHNEM M TPAHCMOPTMPOBKOW, BbIMOMHSIIOTCA 3a CYET CPEACTB OpraHu3aumin, nepeatoLmnx AOKYMEHTbI.

6.5. [locpoyHad nepejada [OKYMEHTOB Ha MOCTOSIHHOE XpaHeHue MoxeT OblTb ocyllecTBneHa npu
OTCYTCTBMM HEOOXOAMMbIX YCrOBUA Ans obecneyeHnss COXpaHHOCTU AOKYyMeHTOB ApxmBHOro coHaa Poccuickon
®enepaumn, Npu yrpose ytpatbl (YHUUTOXEHMHA) JOKYMEHTOB, @ Takke Nno npocbbe opraHmsauuMm Ha OCHOBaHWUW
[0roBopa C rocyaapCcTBeHHbIM (MyHMLMNANbHbIM) apXMBOM.

MpoaneHne CPOKOB XpaHeHWsl [OOKYMEHTOB B apxvBe oOpraHusauuu [ornyckaetcs No MNUCbMEHHOMY
paspeLleHnto  rocydapcTBEHHOro (MyHMUMMNanbHOro) apxuea B crydae HeoBGXOoAMMOCTM  MPaKTUYEeCKOoro
MCMOMb30BaHUA JOKYMEHTOB OpraHu3aLuei.

6.6. lMepegaya [OKYMEHTOB MOCTOSHHOIO XPaHEHUS B TOCYAApCTBEHHbIA (MyHULMMAMNbHLIA) apXuB
OCYLLECTBMNAETCA B COOTBETCTBMM C MNMIAHOM, YTBEPXKOEHHbIM PYKOBOAUTENEM COOTBETCTBYIOLLErO apxuBa Mo
COrnacoBaHuIo C nepegaloLlel gena opraHusaumen.

6.7. [lokymeHTbl nepefalrTcs B rocydapCTBEHHbIA (MyHUUMNArbHbBIA) apXuB NO ONUCAM Aden, AJOKYMEHTOB
MOCTOSIHHOIO CpOKa XpaHeHus, yTeepxaeHHbim JMK.

I'Iepep, nepep,aqeﬁ OOKYMEHTOB Ha NOCTOAHHOE XpaHeHne COBMeCTHO C npeacraButenieM rocygapCcreBeHHOro
(MyHI/ILI,VIﬂaJ'IbHOFO) apxnBa NpoBOOUTCA MpoBepKa NpaBUIIbHOCTU OMUCaHUA U Od)OpMﬂeHVIﬂ aen, (bm3w4e0|<oro n

www.consultant.ru Crpanuua 30 n3 63
HageXHasa npaBoBas noaaepXKa



Mpuka3 MuHkynbTypbl Poccumn ot 31.03.2015 N 526
"O6 yTBEPXXAEHUM NPaBWJT OpPraHn3auUnM XpaHeHUs, KOMM/IEKTOBaHUs, yueTa
1 1cron...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 27.05.2020

CaHUTapHO-TUIMEHNYECKOTrO COCTOSIHMS JOKYMEHTOB. MNpun obHapyxeHnn AedeKkToB COCTaBSIETCS akT; yCTpaHeHne
0BHapyXeHHbIX 4edEeKTOB NPOBOAUTCS CUMaMM OpraHn3aLun.

MNMepenava aen NpoBoAWTCS B roCy4apCTBEHHOM (MyHMLUMNANbHOM) apxuBe NOeAMHWYHO. Ha Bcex yeTbipex
aK3emnnsipax onucen Aen, AOKYMEHTOB NPOCTaBNATCA OTMETKM O NpuemMe den.

lMpu nepBoW nepedaye [OOKYMEHTOB B TOCyAapCTBEHHbI (MyHMUMNanbHbBIN) apxuB MepegaeTcs
ucropudyeckas cnpaeka k cpoHay. [Npu nocnegywowux nepepadvyax [OKYMEHTOB nNepefaeTcss [OOMOMHEHue K
NCTOPUYECKON CnpaBkKe.

6.8. [llepegaya [OOKYMEHTOB OQOPMMSETCA akToM npuema-nepefaym [OKYMEHTOB Ha XpaHeHue
(npunoxenne N 30), cocTaBnsiembiM B ABYX 3k3emnnsipax. OOWH 3K3eMnnsp ocTaeTcs B roCyAapCTBEHHOM
(MyHMUMNanbHOM) apxuBe, Opyrol - B nepefarolieit opraHusaumu. BmecTe ¢ fokyMeHTamu nepepaetcs Tpwu
3K3emnnsipa onucu gen, JOKYMEHTOB, B TOM YMCHE OOUH B 3NIEKTPOHHOM BUE.

Ecnv npu nepefdadve oGHapyXeHO pacxoXAeHue MeXZy WTOroBOW 3amnucbio onucu Aern, OOKYMEHTOB U
thakTMueckMm HanMuem nepeaBaeMbix e, B ONUCK AeN, JOKYMEHTOB 0hOPMIISIETCSH HOBasi UTOroBasl 3anvch, B
KOTOPOW yKa3blBalTCA PaKTUYECKOE Hanuuve Oen U HoMepa OTCYTCTBYHOLWMX Aen. Homepa oTcyTcTByOWMX Aen
thukcupyloTca B akTe npuema-nepedayn [en Ha MOCTOSIHHOE XpaHeHWE, MPWYMHBI OTCYTCTBMS Oen - B
npunaraemoii K aKkTy npuema-nepeavu cripaBke, NOAroTOBMEHHOR OpraHn3aumnen.

ApXuB opraHv3auMn nNpuHMMaeT Mepbl MO PO3bICKy Aern. Ha oTcyTcTByloWwmne AOKYMEHTbl U Aena, Mepbl no
PO3bICKy KOTOPbIX He pJdanu pes3ynbTaTtoB, COCTaBnsdeTcsa akT 06 yTpate AokyMeHToB (npunoxeHne N 6).
YTpayeHHble NOANMHHUKA JOKYMEHTOB MOTYT ObITb 3aMEHEHbI UX KOMUSAMMU.

VII. MEPEOAYA NOKYMEHTOB MNP PEOPIAHU3ALIMN NI NUKBUOALINA
OPIrAH3AUMN, CMEHE PYKOBOOUTENA APXVUBA OPIrAHU3ALINA

7.1. Tlpn peopraHusaumMm unu nUKBMOAUMM OpraHusaumMnm nepefada W panbHenwee WCNosb3oBaHue
OOKYMEHTOB peopraHusyeMon wnuv nuMKBMAMPYEMOW OpraHv3aumy OCYLLECTBMSeTCHd B COOTBETCTBUU C
3akoHogaTtenbcTBoM Poccuinckon ®egepaumu.

Mepenaya OOKYMEHTOB NUKBUAMPYEMOWN OpraHu3aLmmn BXoauT B 06513aHHOCTbL KOMUCCUKM, 0Bpa3oBaHHOM A4S
nepegayv Aen u nMmyLlecTsa.

Mpy nuKBMOAUMW OpraHu3auMii - MUCTOYHWUKOB KOMMMEKTOBAHWUSA rOCYAAPCTBEHHbIX (MyHULUMNAnNbHbIX)
apXMBOB B COCTaB JIMKBUAALMOHHOW KOMUCCUM BKITKOYAETCSA NpeacTaBUTeNb rocyaapCTBEHHOMO (MyHULMNANbHOro)
apxuBa.

7.2. Tlpn cmeHe pyKoBOOWTENsS apxuBa OpraHusauuM (nuua, OTBETCTBEHHOrO 3a apxuB opraHu3auun)

nprveM-nepegaya OOKYMEHTOB apxXuBa, YY4ETHOrO M Hay4yHO-CMpPABOYHOrO annapata K HWM OCYLLECTBRSETCS Mo
aKTy.

Mpunoxexue N 1
K n.2.37 MNMpasun

HaumveHoOBaHUE OpraHMn3alnmn

KAPTOUYKA IIOCTEJIJIAXHOT'O
TOIOT'PASMUECKOI'O YKASBATEJIA <*>

CTEJUIAX N XPAHWIIMIIE N
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n ncnon...
Lkacp N Monka N doHa N Onuck N Eo. xp.cN MpumeyaHue
noN
1 2 3 4 5 6

dopmart A6 (148 x 105 mm)

<*> KapTouykn nocCTennaxHoro TonorpacrMyeckoro ykasaTens COCTaBNATCA Ha Kaxabld cTennax wu
NPUKPENNSTCSA Ha TOPLEBOW CTOPOHE CTennaxa.

Mpunoxexune N 2
k n. 2.37 MNMpasun

HaumMmeHnoBaHMe OpPIraHM3aln

KAPTOUKA IIOPOHIOBOI'O
TOIOT'PAOMUYECKOT'O YKASATEJIA <*>

®OHI N XPAHWIIMIIE N

HazBaHue odoHIOa

Onwucb En. xp.cN Crennax N LWkad N Monka N | MNpumeyaHne
N
noN
1 2 3 4 5 6

®dopmat A4 (210 x 297 Mm)

<*> KapTodkm nocoHOOBOro TonorpadoMyeckoro ykasartenss COCTaBfslTCA Ha Kaxabih OoHO W
pacnonararTcs B nopsigke Homepos hoHO0B.

MpunoxexHne N 3
Kn.2.43 lNMpasun
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HammeHoOBaHUE OopraHMn3almnumn

AKT YTBEPXIAK
N PykopomomTesib OpraHMU3aLuUmn
IPOBEPKM HAJIUUUI
Y COCTOSHMSA APXMUBHBIX HOOKYMEHTOB Ionnmuce PacumbpoBka
IOIINCHU
oo N IDaTa
HazBaHMre QoHIa
Homepa onmcemn
[lpoBepka npoBOOMIIACH C o
[IpOBEPKOM YyCTaHOBJIEHO:
1. UmcamTcsa OO ONMcCAM Oejl en. xXp.
(KONIMUEeCcTRBO)
2. BHIABJIEHE TeXHUUYECKME OWMOKM :
2.1. VmMewnTCcHa JUTEPHBE HOMepa:
a) He YUYTEeHHEEe B MTOT'OBOM 3alMcCHU en. xp.
(koJIMUEecCTBO)
0) He IepeuMCJIeHHBle, HO yYTEeHHEHE
B MTOTOBOM 3alucu en. xp.
(koMMUecTBO)
2.2. IllponyueHO HOMEPOB:
a) He YyUTeHHHX B MTOT'OBOM 3allcCu en. xXp.
(koJIMUEeCTBO)
0) He [NEePEeuMCJIEHHBIX, HO YUTEHHBIX
B MTOT'OBOM 3alucu en. xp.
(koNMMUecCTBO)
2.3. IOpyrmue, B pel3yjibTaTe Uyero 00BeM
YBEeJIMYMJICA Ha en. Xp.
(KkOJIMUYecCTRBO)
YMEHBIIMIICS Ha en. xp.
(KkOJIMUYecCTRBO)
3. UumcamuTcsa IO ONMCHAM B pes3yJbTaTe
YCTPaHeHMSI TexXHMUECKUX OUWMDOOK en. xXp.
(koJIMUecCTBO)
4. He okaszajioch B HaIMuuUu en. xp.
(kOJIMUecCcTRBO)
5. VMeeTcsa B HaJMUMM [0 HAaHHOMY OQOHIY
(BKJIIOUEHHBIX B OIIMCHU) en. xXp.
(KkOJIMUecCcTRBO)
13 HUX TpeOyoIMX :
a) mesuHbekLUUMn en. Xp.
(koJIMUuecCcTBO)
0) I»mesMHCeKLUNU en. xp.
(KOJIMUYeCcTRBO)
B) pecTaBpalumn en. xp.
(KOJIMUYeCcTRBO)
MpogomxeHune npunoxeHna N 3
Kn. 2.43 NMpasun
I') HneperieTa MM DOIMUBKU en. xp.
(koJIMuUuecTBO)
I) BOCCTAHOBJIEHMS 3BaTyXallMX TEKCTOB en. xp.
(koJIMuUuecTBO)
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e) HENCIIPaBVMMO IIOBPEXIEeHHBIX

em. xp.

(koJIMUEecCTBO)

6. ViMeeTCs He BKJIOUEHHBEIX B OIUCU

7.
VMEKIMXCHA B HaAJIM4YUU

VToTO MO IAaHHOMY OGOHIY

en. xp.

(koJIMUEecCTBO)
(BKJIDUEHHEIX M He BKJIOUEHHEX B OINMCH) ,

em. xp.

8.

(KkOIMUeCcTBO)

XapaKTepuCcTUKa YCJOBUM XPaHEHUSI

[IpoBEepPKy NPOUBBOLOWUIIN:
HammeHOBaHME

OOJDKHOCTEN
PabOTHUKOB

HauMeHOBaHMe OpTraHmM3aLumn
AKT

N

O TeXHMUECKMUX ommbKax
B YUEeTHBIX IOKYMeHTax

donnm N

HaspaHue dboHza

lNopnmucu

PacumdppoBKa nomnmcemn

dopmat A4 (210 x 297)

Mpunoxexune N 4
k nn. 2.43, 3.15 MNpasun

YTBEPXIAO

PyxoBomomuTesb OpraHmM3alLumn
INopnmce Pacumpporka

MIOONMCU
ITaTa

B xome BHIIOJIHEHMS

OOHAPYXEHE TEeXHUUYeCKUE

omMOKM B BalMCHaxX

HasBaHue OOKYMeHTa CyLIJ,eCTBYIOLLI,aFI 3arnncb Cnep,yeT 3anucaTb
1 2 3
B pesynbTare KOJIMYECTBO eIOVHUI] XpaHeHus YBEeJIMUYMIIOCH (YMEeHBIMIIOCH )
Ha en. xp.
(umdpamm, NOPONMCHI)
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[IpuMeyaHUA :
HammMeHOBaHME IOOJIXKHOCTM PabOTHUKA Mognuce Pacumbporka nomnomucu
VI3MeHeH)s B ydUyeTHBE HOOKYMEHTH BHECEHH
HammveHOBaHMEe OOJDKHOCTU
paboTHMKA apxuba [loponucse PacumppoBka NOONUCHK
dopmart A4 (210 x 297 Mm)
Mpunoxexne N 5
k nn. 2.43, 3.15 MNpasun
HauMeHOBaHMe OpTraHU3aLUn
AKT YTBEPXIAI
N PyxoBomgmTesb OpraHmM3alLumn
06 OOHaApPYyXEeHUM IOOKYMEHTOB ognmuce PacumppoBka
(He oTHoOCAmMXCS K OaHHOMY QOHIY, NOONMCKU
HEeYyUTEHHHIX)
HaTa
B xome
(Bo paboThl)
OOHAPYXEHO
(B boume, xpaHwmwnuie, padboueM IIOMEUIEHUN)
N n/n | 3aronosok ea. | Wudp (ecnn | KpanHne gatel | Konnyectso K kakomy MpumeyvaHus
Xp. €CTb) nncTos doHay
(o6bem, M6) OTHOCUTCSA
1 2 3 4 5 6 7
Toro OBOHaAPYyXEeHO IOKYMEHTOB IOOKYMEHTOB

(umdpaMy ¥ MOPONUCHI)

HavMeHOBaHME OOJDKHOCTM paboTHMKA

VI3MeHeHMSa B YyUeTHHE IOOKYMEHTHE BHECEHE

HammMeHOBaHMe IOOJIXKHOCTU
paboTHMKA apxuba
NOONMCHU

IToonmcoe

IToonuce

PacumppoBKka MNOONUCK

PacumppoBka

®dopmat A4 (210 x 297 Mm)
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Mpunoxexne N 6
K nn. 2.44, 3.15, 4.32, 6.8 lNpaBun

HamveHoBaHMe opraHM3al UM

AKT YTBEPXIIA
N PykopomomTesib OpraHU3aLuUmn
o0 yTpaTe OOKYMEHTOB llognmchb Pacumpposka
IOONMCU
IDaTa
®ounm N
(HazBaHMe QoHIAa)

B pesynbTare YCTAHOBJIEHO OTCYTCTBUE B QOoHIe

[IEPEeUMCIJIE€HHEIX HUXE neJ, NpenrnprHATEE apXMBOM MePBl I[IO0 PO3BICKY HOell

IOJIOXUTEJILHEIX PEe3yJIbTaTOB He HOajiu, B CBA3M C UYeM CUMTaeM BOSBMOXHEM CHSTH C
yueTa:

Nn/n | Onnce N | Ea. xp. 3aronoBok ef. xp. KpainHue gatbl | KonunuectBo |[llpegnonaraemblie
N nucToB NPUYMHbI
(obbem, M6) OTCYTCTBMSA
1 2 3 4 5 6 7
UToro en. Xp.
(umbpaMy M MNPONMCHIO)
ConepmaHme yTpaqume JOKYMEHTOB MOXxXeT GI:ITI: YaCTUUHO BOCIIOJIHEHO

crenymomrMy en. Xp. :

(Homepa en. Xp. M X TPYIIIOBEE BaI‘OJ'[OBKM)

HammeHOBaHMe IOOJDKHOCTU
PYKOBOIOMUTEJIA apXmBa [lomnmce Pacumpporka nomnmcu
(Mmua, OTBETCTBEHHOIO 3a apXuB)

COTJIACOBAHO <*> COI'JIACOBAHO
[IpoToxkon 3K apxXMBHOTO YyUYpPEeXIEeHUS [IpoToxkos LSK (3K) opraHm3auum
oT N oT N

VI3MeHeHMSa B YyUeTHHE IOOKYMEHTHE BHECEHE

HamveHOBaHMe OOJDKHOCTU
paboTHMKa apxmBa [Tognuce PacumppoBKka MNOONUCHU

®opmat A4 (210 x 297 mm)

<*> Ecnu He o6HapyXeHbl Aena NoCTOSAHHOrO XpaHeHMs!.
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 27.05.2020

HamveHoBaHMe opraHM3al UM

KAPTA-3AMECTUTEJIE IEJIA

Mpunoxexne N 7
K nn. 2.47 MNMpaeun

OeJio

(N ¥ HasBaHUe)
Onmcob

(N m HasBaHUEe)
QoHLO

(N m HasBaHUEe)

BeimaHO BO BpeMeHHOe IIOJIE30OBaHMe (":TI/I'I‘aJ'U:H}':Iﬁ BBJ'[):

N ®.1.0. nonb3oBartens [aTa Bblgaun HaTta Mognucb Mognucb
n/n BO3BpaTa |BblgaBLUEro Aerno | MnonyymBLIErO
aeno
1 2 3 4 5 6

JMCT-3ABEPUTEJIL IEJIA N

B mejsie nmomumTo U” IIPOHYMEPOBAHO

®opmat A4 (210 x 297 mm)

MpunoxexHne N 8
Knn. 2.47, 4.19, 4.21, 4.23 MNpasun

JIMCTOB

(umdpaMm ¥ HOPONMCEI)

c N no N

, B TOM uUmucCJe:

JIMTEPHEIE HOMEepa JIMCTOB

IIPOIIyULIeHHEIE HOMepa JIMCTOB

+ JIMCTOB BHy‘I‘peHHeﬁ OInImMcCum

Ocob6eHHOCTM PU3NYECKOTO COCTOSHNA U (DOPMMPOBAHUSA Aena

Homepa nucrtos

1

2

www.consultant.ru
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 27.05.2020

HavMeHOBaHMe OOJIXKHOCTU
paboTHUKA Iloomnmce PacumppoBka NOONUCHK

ODaTa

®dopmart A4 (210 x 297 Mm)

Mpunoxexne N 9
Kn.2.47 MNMpasun

HamMmeHOBaHME OpTraHU3aLNN
JIMCT MCIIOJIE3OBAHUA IHOOKYMEHTOB

®oHnm N Onuce N Oesio N

3aroJIOBOK mOeia

Jata Komy BblgaHoO: XapakTtep ncnonb3oBaHusi N Moanuck nuua,
NCNonb30B | hamunusi, HUUMansI (konupoBaHue, BbINUCKN, MCMNONb30BaHHbI |  WCMONb30BaBLUETNO
aHuA (pasbopunBo) npocMoTp) X NncToBs aeno
1 2 3 4 5

®opmat A4 (210 x 297 mm)

Mpunoxexnne N 10
K n. 2.46 MNMpaeun

HavMmeHOBaHME OpIraHMU3aLNUN
AKT

N
O BbIIAaYEe I1eJl BO BPEMEHHOe I10JIb30BaHNMEe

(HaMMeHOBaHME OopITaHu3alLuun,
ee azmpec, I[IOYTOBHM MHIEKC)

OcHOBaHUe
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[okymeHT npegoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 27.05.2020

g xako¥ LesM BHIOAKTCS eI.

Xxp. u3 ¢oHma N

(HazBaHme o¢oHIma)

Nn/n | Onuce | Eg. xp. | 3aronosok eg. KpaiHmne | KonnyecTBo NMCTOB, MpumeyaHue
N N Xp. Aarhbl dopmaT (00beM,
M©6)
1 2 3 4 5 6 7
Bcero BrimaeTcsa en. xp.,
(umbdpaMm M MNPONMCHIO)
CPOK BO3BpalleHU:A .
Hena BbIIOAaHBL B YIIOPAIOOYEHHOM COCTOAHUN, IIOOWMTHEI, B o@noxxax, C
IIPOHYMEPOBAHHEIMM JIMICTAMM VM 3aBePUTEJILHBIMY HAOIIVMCAMNU.
Honyanenb O@HByeTCH He InpenoCTaBJIATH nejia, IIOJIydYeHHBEIe BO BPEeMeHHOe
IIO0JIb30BAaHUE, IIOCTOPOHHMM Jiram, He BBEIIaBAThH I10 HVIM KOHMﬁ, BBIIIMMCOK U
CIpaBoOK, He nyOJIMKOBATHL JOKYMEHTH 0e3 paspelleHrsa opraHmM3alMy, BHIABUIEN
mejia.
Honyanenb O@HByeTCH BEPHYTH mejia B ApPXMB OpTaHM3alNVM B yKaBaHHHﬁ B
axKxTe CpPOK.
MpogonxeHue npunoxerHns N 10
K n. 2.46 MNMpasun
Honyanenb npenylripexneH ob OTBETCTBEHHOCTHM IIO0O 3aKOHY B CJlIydae YTpPaTE

MM IIOBPEXIOEHMA II0JIYUEHHBIX

HammMeHOBaHMe IOOJIKHOCTU
PYKOBOOMUTEJNIA OpIraHM3aluy,
BBHLOAKIEN IeJia
Illomnuce PacumppoBka
MNOIOINNCHU

HaTa
[leyaTs OpTraHM3aLUN

BO BpPpEMEHHOE II0JIb3OBaHME InOejl.

HammMeHOBaHMe IOOJIKHOCTU
PYKOBOOUTENA
opraHMs3alMM-IIoJydaTelid
Illomnuce PacumppoBka
MIOONMCU

HaTa
[leyaTs OpTraHM3aLUN

®opmat A4 (210 x 297 mm)

Mpunoxexnne N 11
kK nn. 3.6, 3.15 NMpasun

(HaMMeHOBaHMe OpPaHMBaHMM)

(HazsBaHue apxmBa OpPaHMBaHMM)

ydyeTa IIOCTYIIJIEHMA U BHIOBEITU A e,

KHUTA
OOKYMEHTOB

HafeXXHaa NpaBoBad noaaep)Xka
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 27.05.2020

Tom N

HauatT

OKOHUEH

®opmat A3 (297 x 420 mm)

MpogomxkeHne npunoxeHus N 11
kK nn. 3.6, 3.15 NMpasun
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"O6 yTBEPXXAEHUM NPaBWJT OPraHn3aunn XpaHeH!s, KOMMIEKTOBaHWs, y4eTa U UCMON... [ata coxpaHeHnusi: 27.05.2020
N Jata HanmeHoBaHue | HanmeHoB | Hasea [oapl Bug MocTynneHne onucaHHblX | BbiObITME onncaHHbIX | HeonucaHHbix | Mpumed
n/n nocrtynn opraHunsauunmn aHue, HWUe n | NnoCTynme | HOCUTE OOKYyMEHTOB OOKYyMEHTOB aen, aHue
eHus n (cTpykTypHOro HOMEpP M | HOMEp | WNX unu | nsa <*> [OOKYMEHTOB,
BbIObITU | nogpasgeneHus, narta ¢oH | BbIObIBLL KonuyecTso en. xp. KonuyecTBo en. xp. JINCTOB
A niua, apxmea), oT | AOKYMeHTa a nx
OOKyMeEH KOTOpOﬁ , N0 OOKYMEHT NOCTOA | BpEMEH no NnocTOo | Bpeme no nocTty BblObI
TOB nocrtynmunmn (I/IJ'IVI KOTOpOMY OB MO HHOIo HOro JIMYHO | AHHOI | HHOIo | JINYHO | NKUNo no
BblObINK) nocTynunun onucu XpaHeH | (cBbiwe My o] (cBblWw | My
OOKYMEHTb! unm ns 10 ner) | coctaB | xpaHe | e 10 | cocTa
BblObINU y HUS | nerT) BY
OOKYMEHTH!
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16
VToro B Tony IMOCTYIIUJIO en. xp., B TOM UYMCJIe: Ha
(umdpaMmt M HOPONMCHEI)
OyMaxHOM HOCHTEJIe , DBJEKTPOHHEX ,
(umdpaMyt ¥ HOPONUCHI) (umdpaMyt ¥ HOPONUCHI)
ayOMOOOKYMEHTOB ;, BUIEOONOKYMEHTOB .
(umdpaMm M HOPONMCEI) (umdpaMm M HOPONMCEI)
IOKASBEIBATCsA pPasmelJIbHO MTOTOBHBIE IaHHEE no I'pabam 8, 9, 10, 14 xHuUTHU;
BEIOBLIIO en. xp., B TOM uMcJjie: Ha OyMaxXHOM HOCUTEeJE
(umdpaMyt ¥ HOPONUCHI)
; DBJIEKTPOHHEIX ,
(umdpaMm ¥ HOPONMCEI) (umdpaMm ¥ HOPONMCEI)
AYyIMOIOOKYMEHTOB ; BUIEOIOOKYMEHTOB .
(umdpaMyt ¥ HOPONUCHI) (umdpaMyt ¥ HOPONUCHI)

IOKAa3EBATCA pas3melJlbHO MTOT'OBHEe IaHHBEe o I'padam 11, 12, 13, 15.

HamMeHOBaHMe IOOJIXHOCTM JMLa,
COCTaBMBIIET'O MTOTOBYK I'OIOOBYK 3alllChb I[lopnmce PacumppoBka NOONUCK
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 27.05.2020

HayvMeHOBaHME IOJIXKHOCTU PYKOBOAMTEJNS apxuBa I[loONuUCh PacumppoBKa NOIONMUCU
(MMua, OTBETCTBEHHOT'O 3a apxXmB)

IDaTa

<*> B rpace ykasbiBaeTcs Bug Hocutens (BH - gokymeHTbl Ha GymaxxHOM HocuTene, 3L, - 3NeKTPOHHbIE
OOKYMEHTHI).

®opmat A3 (297 x 420 mm)

Mpunoxexne N 12
kK nn. 3.6, 3.15 NMpasun

HammMmeHnoBaHMe OpPTraHM3alun

CIMCOK ©OHIOOB

ToMm N
HauatT
OKOHUEeH
®opmat A4 (210 x 297 mm)
MpogomnmxkeHue npunoxeHns N 12
k nn. 3.6, 3.15 lNpasun
N [arta nepsoro | HasBaHue doHaa OTmeTka 0 BbIGbITUM hoHAa MpumeyaHue
doHAa nocTynseHuns
OOKYMEHTOB Kyna BbIObIn Oatau N
doHaa OOKYMeHTa, Ha
OCHOBaHun
KOTOPOro BblObIN
1 2 3 4 5 6
Ha 01.01. Tola B CIIMCOK BKJIOUEHH GOHOH C N nmo N
3 CIIMCKa MCKJIIIOYEeHEL @)OH,JIBI c N no N .
Bcero XpaHuTcd B apXumBe @)OH,JIOB, M3 HUX:

(umdpaMm ¥ HOPONMCEI)
comepxaT ocobO LieHHEE mneja.

(undpaMm M MNPONMCEI)
Homepa cBOOOIHEE:

Homepa BHIOHIBUIME (I[IepellaHHBIE) @
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 27.05.2020

HavMeHoBaHMe IOJIKHOCTU
paboTHMKA apxXmMBa, COCTAaBUBIIETO
TOIOBYI0 MTOTOBYIO 3alucChb Moanmcob

HavMeHOBaHMEe OOJIDKHOCTU
PyKOBOOUTEIJIA apXMBa

(MMua, OTBETCTBEHHOIT'O 3a apxXmB) [Nognuchb

IDaTa

JMCT SOHIOA N

Pacumbporka nomnomucu

Pacumbporka nomnomucu

®opmat A4 (210 x 297 mm)

MpunoxexHne N 13
k nn. 3.6, 3.15 lMNpaBun

(MecToHaxoxmeHMe GoHIAa (IaTa HepBOTO MNOCTYIJIEHUS

(HaMMeHOBaHMEe oOpTraHm3auuy,
TOe xpaHuTcsa GoHn) )

IOOKYMEHTOB QoHIa)

KpaliHme gaTtbl Kaxgoro Ha3saHus HassaHue cdoHaa
doHaa
1 2

1. YueT HeONMCAaHHEIX JOKYMEHTOB

Hata HaseaHwue, N n pata MocTtynneHne BbibbiTne Hannuue
3anucu OOKYMEHTa, N0 KOTOPOMY (ocTaToK)
NOCTYNUNWU UNu BbIBbLINK
OOKYMEHTbI Konuuect | KpaitHue | Konuuect | KpanHue Bcero gen
BO Aen narbl BO Aen aatbl
1 2 3 4 5 6 7
2. YueT ONMCAHHEIX IJOKYMEHTOB
www.consultant.ru Crpanuua 43 n3 63
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[okyMeHT npepocTasneH KoHcynbTaHTIt0C
[ata coxpaHeHnusi: 27.05.2020

Hata | Homep Mo HassaH | lMocTyn BbibbiTHe Hanwnune (octaTok)
3anucu | onucu ue uno eg.
aen onucu Xp. Konuye | OcHoBa | B Tom uncne no | Konnue B Tom uucne:
unu CTBO Hue onucam, CTBO
aHHOoTa ef. Xp. |BblObITU | YTBEPXKAEHHBIM | €. Xp. NMOCTOSAHHOIO XpaHeHust no NM4YHoMy
unun A 3K cocTaBy
OoKyme (Ha3BaH
HTOB e, Konwnue | kpainHun N3 HMX MO Konu4ec | kpanHue
paTa, N CTBO | e garthbl onucam, TBO €4. | pgaTbl
Jokyme en. xp. en. xp. yTBEPXOAEHHbIM Xp.
HTa) oMK
Konwnye | KpainHun KOSIMYecC | KpanHu
CTBO | e gathl TBO €. | e faaTbl
en. xp. XPp.
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16

®opmat A4 (210 x 297 Mm)

HafeXXHaa nNpaBoBad noaAep)XkKa

www.consultant.ru

CtpaHuua 44 u3 63



Mpuka3 MuHkynbTypbl Poccumn ot 31.03.2015 N 526

"O6 yTBEPXXAEHUM NPaBWJT OpPraHn3auUnM XpaHeHUs, KOMM/IEKTOBaHUs, yueTa

n ucnon...

[lokyMeHT npefoctasneH KoHcynbTaHTloc

[aTta coxpaHeHus: 27.05.2020

HamveHoBaHMe opraHM3al UM

YTBEPXIAIO

Mpunoxexne N 14
K nn. 3.6, 5.5 MNMpasun

donnm N PykoBomuTesb OpraHM3alun
Momnmcse PacumppoBkra
OIlMChH N IOONNUCHU
OeJl IOCTOAHHOT'O XPaHeHMA HaTa
3a roxn
N n/n WHpekc gena Baronosok gena | KpawHue gatbl Konunyectso [MpumevaHune
JINCTOB
1 2 3 4 5 6
HassaHue pasgena
B DaHHEM pas3rejl ONMCM BHECEHO nes,

(umdpamMm M NPONUCHI)

®opmat A4 (210 x 297 mm)

Mpunoxexne N 15
k nn. 3.6, 5.5 MNMpasun

c N no N , B TOM UMCJIEe:
JIMTEePHEIE HOMEpa:

IPONyLIEHHEIE HOMepPa:

HamMmeHoOBaHMe OOJDKHOCTU

cocTapmuTe g OIMCU I[Toonuce PacumppoBKka NOONUCK
HamMeHOBaHME OOJIKHOCTMU

PYKOBOOMTEJA apxuba

(MMua, OTBETCTBEHHOTO 3a apxXuB) Illomnuce PacumppoBKka NOONUCK
COIJIACOBAHO YTBEPXIEHO

IIpoTokos U3K (9K) opraHMsaumum [IpoTokosi JIIK apxXMBHOI'O yUpeXIeHUA
oT N oT N

HammveHnoBaHMe opraHmM3alum YTBEPXIAIO

donnm N PykoBomuTresb OpraHM3alnu

HafeXXHaa NpaBoBad noaaep)Xka
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[lokyMeHT npefoctasneH KoHcynbTaHTloc

[aTta coxpaHeHus: 27.05.2020

1 ucnon...

OIlCb N [Momnmce Pacumpporka

IoeJyl O JIMYHOMY COCTaBy IOONMUCHU

3a Tom; IDaTa

N n/n WHpeke 3aronoBok KpanHne Cpok xpaHeHus Konuyectso MpumeyaHun
aena aena naTbl nncToB e
1 2 3 4 5 6 7
B maHHEIL pasnesl ONMCU BHECEHO neJ,
(umdpamMm ¥ NPONMCHI)

c N rno N , B TOM UucCJe:

JIXTEPHBIE HOMepa:

NPONyLIEHHEE HOMepa:

HamMeHOBaHME IOOJIKHOCTU

COCTaBUTENA ONUCHU Homnuce PacumppoBKa IOIONUCK

HamMeHOBaHME IOOJIKHOCTU

PyKOBOOMTENA apxuba (iamuua,

OTBETCTBEHHOT'O 3a apPXUB) [Momonmce PacumppoBka NOONUCHK

COTJIACOBAHO COTJIACOBAHO

[IpoTokos LSK (3K) opraHmsaumum [IpoTokosn JOIIK apxXMBHOIO yUYpPEeXIeHUS

oT N oT

HaumveHnoBaHUe OpraHMn3almn

®opmat A4 (210 x 297 mm)

MpunoxexHne N 16
kK nn. 3.6, 5.5 MNMpasun

YTBEPXIAIO

dounnmg N PykoBomuTesb OpraHM3alnu
OIlCh N [Momnmce PacumppoBka
IoeJl BpeMeHHEX (cBeuie 10 JeT) DOONNUCH
CPOKOB XpPaHeHMS Iara
3a Ton
N n/n MHpekc 3aronoBok gena | KpanHue gatbl | Cpok XxpaHeHus KonnuectBo MpumeyaHn
aena JINCTOB e
1 2 3 4 5 6 7
B DaHHEM pas3Iejl ONMCKM BHECEHO nei,

HafeXXHaa NpaBoBad noaaep)Xka
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[okymeHT npegoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 27.05.2020

c N

JINTEpPHBIE HOMEepPa:

(umdpamMm ¥ MNPONMUCHI)
N , B TOM UuCJIe:

[IPOIIyUEeHHEIE HOMEPA :

HavMeHOBaHME OOJKHOCTU
cocTaBuUTeJid OIIMCU

HavmMeHOBaHMe OOJIXKHOCTU
PyKOBOOMTENA apxuea (Jaula,
OTBETCTBEHHOT'O 3a apXUB)

COT'JIACOBAHO
IpoToxos L3K (32K) opraHuzaumum
oT N

HauMeHOBaHMe OpTraHMU3aLUn

Mognuce Pacumbporka nomnomucu

[Momonmce PacumppoBka NOONUCHK

®opmat A4 (210 x 297 mm)

Mpunoxexne N 17
kK nn. 3.6, 4.19, 5.5 MNMpasun

YTBEPXIAIO

doHnm N PyxoBommTesb OpraHmM3alLum
Momonmcse PacumppoBkra
OIlMCh N MIOOINCH
BJIEKTPOHHEIX IeJI, HOOKYMEHTOB HaTa
IIOCTOSHHOTO XPaHEeHUA
3a Ton
N n/n WHpekec pena Baronosok gena | KpanHue gathbl O6bem, M6 MpumeyaHus

1 2 3 4 5 6

B HmaHHBEI pas3desyl ONMCKM BHECEHO nes,
(umbdpaMy ¥ HOPONMUCHIO)
c N no N .
(umdpaMm M HOPONMCEI) (umdpaMM ¥ NPONMCHI)

oOBEMOM M6 .
HamMeHOBaHME OOJDKHOCTMU
COCTaBUTEJIA ONUCHU [Momnuce PacumppoBka nonnmcu
HammveHoBaHMe IOOJDKHOCTU
PYKOBOOMTENA apxueBa (auua,
OTBETCTBEHHOT'O 3a apxuB) [Momnuce PacumppoBka nomnnmucu
COTJIACOBAHO YTBEPXIEHO

[IpoToxkos LSK (3K) opraHu3auum

[IpoToxon 3K apxXMBHOTO YyUYPEXIEHUS

HafeXXHaa NpaBoBad noaaep)Xka
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 27.05.2020

oT N oT N
®opmat A4 (210 x 297 mm)
MpogorxeHune npunoxenna N 17
kK nn. 3.6, 4.19, 5.5 MNMpasun
MPUJIOXEHVE K OINCU N
SJIEKTPOHHEIX @OeJI, IOOKYMEHTOB
IIOCTOAHHOTI'O XpPaHeHWuHA
3a ron
PeeCTp JOKYMEHTOB (KOHTeﬁHepOB SJIEKTPOHHBIX HOKyMeHTOB) SJIEKTPOHHOT'O HeJia:
<K >
N em. xp. no omnmcu unmexc gpeJia
3aroJIOBOK HeJia
Hata Per. N HanmeHoBaHMe ooKyMeHTa O6bem, MO MpumeyaHus
OOKYyMeHTa OOKyMeHTa
1 2 3 4 5

HavMeHOBaHMe OOJIKHOCTU
cocTapmuTe g OIMCU I[Toonuce

<*> CocTaBnsaeTcs Ha Kaxaoe aneKTpoHHoe Aeno.

HaumeHoOBaHUE OpraHMn3almn

PacumppoBKka NOONUCUK

®opmat A4 (210 x 297 mm)

Mpunoxexne N 18
kK nn. 3.6, 4.19, 5.5 MNMpasun

YTBEPXIAIO

donnm N PykoBomuTesp opraHm3alLmum

Noonmce PacumppoBka
OIlMChH N NOONNCH
3JIEKTPOHHEIX OeJI, HOOKYMEHTOB HaTa
BpeMeHHHX (cBbme 10 JjeT)
CPOKOB XPaHEeHUHA
3a oz
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 27.05.2020

1 ucnon...
N n/n | MHaekc 3aronoBok gena KpanHne Cpok O6bem, M6 | MpumevaHus
aena aaTbl XpaHeHuA
1 2 3 4 5 6 7
B maHHBEIM pas3desl ONMUCU BHECEHO neJ,
c N no N .
(urdpaMy M HOPONMCHIO) (urdpaMy M NPONMCHIO)

obBeMOM M6.

HavMeHOBaHmMe OOJIXKHOCTU

COCTaBMUTEJIS OIUCU oOnmchb PacumppoBka HOOIMUCU

HamMmeHOBaHME HOOJDKHOCTU

PYKOBOOMTENS apxmupa (JImua,

OTBETCTBEHHOTO 3a apXuB) oOnmchb PacumppoBka HOOIMUCU

COTJIACOBAHO

IpoToxkos L3K (32K) opraHuzaumum

oT N
®opmat A4 (210 x 297 mm)

MpogonxeHue npunoxeHns N 18

k nn. 3.6, 4.19, 5.5 MNMpasun

IIPUJIOXEHME K OIIMCU N

SHGKTPOHHHX neJi BpeMeHHHX

(cepme 10 Jj1eT) CPOKOB XPaHEHUS

3a TOom

PeecTp MHOOKYMEHTOB (KOHTEMHEPOB 3JIEKTPOHHHEIX IOKYMEHTOB) OSJIEKTPOHHOTO Meja:

<EF>

N em. xp. o onmcu

VHOoekCc neJa

3aroJIoBOK IeJjia

Hata Per. N HavmeHoBaHWe JoKymeHTa O6bem, M6 MpumeyaHus
AOKYMEeHTa OOKyMeHTa
1 2 3 4 5
HamveHoBaHMe OOJDKHOCTU
COCTaBUTEJIA OIIMCU Iloonmce PaCMM@pOBKa INoOnmcum

®dopmat A4 (210 x 297 Mm)

HafeXXHaa NpaBoBad noaaep)Xka
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 27.05.2020

<*> CocTaBnsieTca Ha Kaxgoe aNeKTpoHHOe Aero.

MpunoxeHne N 19
k nn. 3.6, 3.11, 3.15 lMNpasun

HammMeHnoBaHUe OpraHMn3alnmnumn
PEECTP OIIMCEN

HauamT

OKOHUEH

®opmat A4 (210 x 297 mm)

MpogonxeHue npunoxerHns N 19
knn. 3.6, 3.11, 3.15 NMpasun

N N N HassaHu KonunuecTtso gen B onucu KpaiiHu | Konnue | Konnyec | MNpumey
n/n | boHa | onuck | e onucu e jathbl | CTBO TBO aHue
a NOCTOAH | BPEMEHHOI no JINCTOB | 3K3emMmnn

HOro O(CBbuue JINYHOMY B onucu ApoB
XpaHeHu 10 nerT) cocTaBy onucu
A XpaHeHus
1 2 3 4 5 6 7 9 10 11
Bcero xXpaHMTCS B apxmube ommcey, W3 HUX
(umbpaMy ¥ OPONMUCHIO)
IIOCTOAHHOTI'O XpPaHeHWuHd ’
(umdpaMm M HOPONMCEI)
BPEMEHHOTO xpaHeHus (ceomte 10 jeT) )
(undpaMM ¥ NOPOIMUCHI)
10 JIMYHOMY COCTaBy p
(umdpaMm ¥ HOPONMCEI)
B TOM UYMCJI€ HNOCTYNMJIO B rony onmuceun
(uMdpaMm ¥ NPONMCHI)
B TOM UMCJIE€ BHIOBIJIO B rony onmcemn
(umppaMm ¥ MNPONUCEHIO)
HamMeHOBaHMe HOOJIXHOCTU pabOoTHMKA
apxmea OpraHmMsauuy, COCTaBMBIIET'O
peecTp onucen [omnmce PacumppoBka nomnmcu

rnogrmcum

HamMeHOBaHMe OOJIXHOCTU
PYKOBOOMTENA apxueBa (auua,
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[lokyMeHT npefoctasneH KoHcynbTaHTloc

[aTta coxpaHeHus: 27.05.2020

OTBETCTBEHHOI'O 3a apXMB)
jafepisniziers

IDaTa

YTBEPXIAIO

PykoBomuTesb OopraHM3auuny,
nepenalomeﬁ JOKYMEHTEL

[Momonmce PacumpporBka
n{edrinizierss
OaTa leuaTsb
AKT
N

nprueMa-Irnepenady apxMUBHBIX
IOOKYMEHTOB Ha XpPaHeHUe

[Momnmce PacumppoBka NOONUCHK

YTBEPXIAIO

®opmat A4 (210 x 297 mm)

Mpunoxexne N 20
k n. 3.15 MNMpasBun

PykoBomuTesb OopraHMn3aununy,
HpMHMMaIOU.[eﬁ JOKYMEHTEL

[Momonmce PacumppoBka
NOONUCH
ODaTa
[leuaTs

(OCHOBaHME Iepenaun)

(HazBaHMe nepemaeaeMoro GoHna)

cmaj,

(HazBaHMe oOpraHmM3auuu,

a

nepenamumer JOKYMEHTEH)

IPMHATT

(Ha3BaHMEe OpTraHMB3alUUM IPMHMMAKIEV TOKYMEHTEH)

JOKYMEHTEI Ha3BaAHHOI'O Q)OHJIa n HayT:THO—CHpaBO‘:IHbIﬁ alriapaT K HMM:

N n/n HaseaHwve, Homep onucu KonunyecTtso Konuyectso ef. | [NpumedaHus
3K3eMnNIsgpoB onucu Xp.

1 2 3 4 5
NTOoro MNPMHATO en. Xp.
[lepenmauy HOPOU3BEJIN: [lpyeM nDpomM3BEJINM:

JOJIXHOCTB Iloonmce Pacumpporka JOJIXHOCTB INloonmce Pacumpporka
IIoOInncCm IIoOnncCm
HarTa Jara

dounny npmcBoOeH N
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 27.05.2020

VI3MeHeHUS B yUeTHHE IOKYMEHTH BHECEHEH.

JOJIXHOCTB IToonucoe

ODaTa

HauMeHOBaHMe OpTraHMU3aLuUn

AKT

N
O BBIOEJIEHUM K YHUUTOXEHUIO
APXUBHEIX IOKYMEHTOB,
He nojiexalrx XpaHeHMO

Ha ocHoBaHum

Pacumbporka nomnomucu

®opmat A4 (210 x 297 mm)

Mpunoxexne N 21
knn. 3.15, 4.11, 4.13 MNpaBun

YTBEPXIA

PykoBOIMUTEJIb OPIaHM3aLUU
Momonmcse PacumppoBkra
DOOnNCH
IDaTa

(HaSBaHVIe M BBEIXOIHBIE IOAaHHEBEIE II€pPEedYHA ITOKYMEHTOB C YyKa3aHMEM

CPOKOB MX XPaHEHUS)

O’I‘O@paHbI K YHUYTOXEHUMIO Kak He mMerme

HAy4YHO-MCTOPUUECKOMN
YyTPaTUBIIME IPAaKTUUECKOEe BHaueHMe INOKYyMeHTH QoHma N

LIEeHHOCTHM ™"

(HazBaHMe o¢oHIa)

N 3aronoBok gena lMogbl Homep Homep ea. | Konnuect Cpoknu Mpumeva
n/nm | (rpynnoBon 3arofnoBok onucu | Xp. No onucu | BO eA. XpaHeHus n Hue
OOKYMEHTOB) <*> Xp. HOoMepa cTaTeWn
no nepeyHto
1 2 3 4 5 6 7 8
NToro ern. xXp. 3a TOOEL.

(umdpaMm M HOPONMCEI)
Onmucu meJl NOCTOSHHOTO XPaHeHMsa 3a

Tomel yTBepxneHs JIIK

(HaMMeHOBaHME APXMBHOTO YUPEXIEHUS)

(IPOTOKOJI OT N

)

HamMeHOBaHME OOJIXHOCTU
pPyKOoBOOMTENA apxuba (auula,
OTBETCTBEHHOTO 3a apXUB) Nognuchek
COT'JIACOBAHO

IpoTokoJs LSK (32K) opraHuzaumuu

PacumppoBKka NOONUCK

www.consultant.ru
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 27.05.2020

oT N

<*> [1pun BbIOENEHUN K YHUUTOXEHMIO AOKYMEHTOB NMPWU NOArOTOBKE AN K Nepegade B apxXuB OpraHusauum
rpadbl 4, 5 He 3aNONHAKOTCA.

MpogorxkeHune npunoxeHna N 21
knn. 3.15, 4.11, 4.13 MNpaBun

JOKYMEHTEl B KOJIMUECTBE en. Xp.:
— Ha 6yMa7KHOM HOCUTeJIe BeCOM KI' CIOaHBL
Ha YHUYTOXEeHUEe;

— Ha DJJIEKTPOHHOM HOCHTEJIE CHaHBl Ha YHMYUYTOXEHNME

(crmoco® yHUUTOXEHMS)

HavMeHOBaHMEe HOOJDXKHOCTU pab®oTHMUKA,
COaBlIeTO IOOKYMEHTEL Illoonmce PacumppoBka NOONUCK

IDaTa

VI3MEHEHMSA B YyUYEeTHHE JOKYMEHTEI BHECEHH.

HamMeHOBaHMe HOOJIXHOCTU pabOoTHMKA

apxuea, BHECWEI'O M3MEHEHUA

B YyUYeTHBEE IOKYMEHTH llognmchb PacumppoBka nOONUCHK

HaTa

®opmat A4 (210 x 297 mm)

Mpunoxexne N 22
kK n. 3.15 MNMpasun

HammeHnoBaHMe OpraHMn3almn

AKT YTBEPXIAI
N PykopomuTesnper opraHmM3alumn
O HEMCIPAaBMMEIX [IOBPEXIEHMAX
APXUMBHEIX HOOKYMEHTOB [omnmce Pacumpporka
[IOONMCH
ITaTa
donnm N

(HazBaHMe QOoHIA)

B @OH,JZ[G 06Hapy>1<eH51 OOKYMEHTEI, IIPM3HAHHEBEIE HENMCIIPABMMO IIOBPEXIESHHBIMMN :

N Onuce | Eg. xp. N 3aronosok KpanHve patbl Konuyectso CyLwHocTb 1
n/n N NOBPEXAEHHbIX ef. Xp. nnctoB (06bem, NPUYUHBI
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[aTta coxpaHeHus: 27.05.2020

1 ucnon...
M6) NnoBpeXaeHus
1 2 3 4 5 6 7
VToro OOHAPYXEHO HEMCIPaBMMO [NOBPEXIEHHBIX
en. xp.
(ubdpaMy M HOPONMCHIO)
[lepeuncJieHHEE €. XP. [OoAJiexaT CIMCaHMIO BBUIOY:
HamMeHOBaHME OOJIKHOCTU
pPyKOBOOMTENA apxupa (amuua,
OTBETCTBEHHOT'O 3a apPXUB) [Momnmce PacumppoBka NOONUCK
COTJIACOBAHO COTJIACOBAHO <*>
[IpoTokos LSK (3K) opraHmsaumum [IpoTokos OIK apxXMBHOTO yUYpEeXIeHU:S
oT N oT N
VI3MeHeHNS B ydYeTHBEE HOOKYMEHTH apXMBa BHECEHH.
HamMeHOBaHME IOOJIKHOCTU
paboTHMKA, BHEeCWEeIO M3MEeHeHUd
B YyUYeTHEE IOKYMEHTEL omnuce PacumppoBKa IOIONUCK

ODaTa

®opmat A4 (210 x 297 mm)

<*> [Ina OKYMEHTOB, BKMOYEHHbIX B cocTaB ApxmBHOro poHaa Poccuiickon deagepaumm.

Mpunoxexne N 23
kK nn. 4.11, 4.31 MNMpasun

HammveHnoBaHMe OpraHMn3almn

HamMeHOBaHME CTPYKTYPHOIO

nonpas3nejieHua
OINCH N
el

N WHpekc 3aronoBok gena KpaiiHue pgaTbl Cpok KonuyectBo | lNMprvmedaHue

n/n aena XpaHeHus nmcToB

<*>
1 2 3 4 5 6 7
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[okymeHT npegoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 27.05.2020

HassaHune pasgena

B maHHYI0 OINMCBH BHECEHO

neJl

c N

JIMTEPHBIE HOMEpa:

(ubdpaMm M HOPONMCHIO)
no N , B TOM UMCJIE:

[IPOIIylEeHHEIE HOMEPaA :

HauMeHOBaHME IOJIXKHOCTHU
pykOoBOOUTEIJIA CTPYKTYPHOI'O
rnonpasnesyeHus

COT'JIACOBAHO
HavMeHOBaHMeE OOJIXHOCTU

pykoBOOUTENA CJyXOpl JOY

[omnmce Pacumpporka
Mognwucwu

ODaTa

[Momnmce PacumppoBka NOONUCK
COTJIACOBAHO <**>
[IpoTokoJ 3K CTPYKTYPHOI'O

nogpasnesieHus

oT N

<*> [pacha onyckaeTcs B onncu e nocTOSAHHOro Cpoka XpaHeHus.

<**> [Mpu Hann4uum 3K CTPYKTYpHOro noapasfeneHus.

[lepenat

MpogonxeHue npunoxeHns N 23
knn. 4.11, 4.31 MNpasun

neJl

(umdpaMm ¥ HOPONMCEI)
u PETUCTPALUMOHHO-KOHTPOJIBHEIX KAPTOTEK K IOKYMEHTAaM.
(umdpaMyt ¥ HOPONKUCHIO)

HamMeHOBaHME HOOJDKHOCTM paboTHMKA

CTPYKTYPHOTI'O NOoIpas3nesieHMd [omnmuce Pacumpporka nomnmcu

[MpuHuan nen
(umdpaMm ¥ HOPONMCEI)

n PETUCTPALMOHHO-KOHTPOJIbHEIX

(umdpaMm M HOPONMCEI)
KapTOoTekK K IOKyMeHTaM.

HammMeHOBaHMe IOOJIXKHOCTU

paboTHMKA apxuba

DaTa

[Nomnmceb PacumppoBka nomnmcu

dopmat A4 (210 x 297 Mm)
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 27.05.2020

HamveHnoBaHMe opTraHM3al UM

®oHno N

OIMCb N
BJIEKTPOHHEIX IeJI, HOOKYMEHTOB

MpunoxeHne N 24
kK nn. 4.11, 4.31 MNMpasun

N n/n UHpeke 3aronoBok gena KpanHune gatel | Obbem, M6 | NpumeyaHus
fgena <>
1 2 3 4 5 6

HanmeHoBaHue pasgena

B HmaHHEIL pas3Oesyl ONMCU BHECEHO

neJ,

c N no N

(umbdpaMm M MNPONMCHIO)

obBeMOM

HammMeHOBaHMe OOJIXHOCTU
PYKOBOIOUTEJA CTPYKTYPHOTO
rompasnesieHnsa [Tognuce

ODaTa
COT'JIACOBAHO
HammMeHOBaHMe IOOJIDKHOCTU

pykoBomuTesda CJyx0Oel JOY

Illomnuce PacumppoBka
I[Toonucu

ODaTa

M6 .

PacumppoBKa NOONUCK

COIJIACOBAHO <**>
[IpoTokoJs 3K CTPYKTYPHOI'O
nogpasnesieHnd

oT N

<> Fpacba OnycKaeTcd B onnucu gen noCToAHHOro Cpoka XpaHeHus.

<**> [Npn Hann4mn 3K CTPYKTYpHOro noapasfeneHns.

MpogonxeHune npunoxeHna N 24
knn. 4.11, 4.31 MNMpasun

lepenan
ne
(umppaMm ¥ MNPONUCEHIO)
" PeIMCTPalMOHHO-KOHTPOJIBHEIX KapTOTEeK K IOKyMeHTaM,
(umdpaMm ¥ HOPONMCEI)
www.consultant.ru Crpanuua 56 n3 63
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 27.05.2020

obBeEMOM M6.

HamMeHOBaHME IOJIXHOCTM paboTHMKA

nejl

CTPYKTYPHOTO MNOIOpaslesiIeHUs omnuce PacumbppoBKka MNOONUCK
[MpuuAan

(umbpaMy M NPONMCHIO)
u PETUCTPALUMOHHO-KOHTPOJIbHEIX

(umbpaMy M MNPONMCHIO)
KapToTeK K HOOKYMEHTaM, OO0OBeMOM

M6 .

HavmMeHOBaHMe OOJIXKHOCTU

paboTHMKa apxumBa Homnmce

ODaTa

NPVWJIOXEHVE K OINCU N
BJIEKTPOHHEIX HeJI, HOOKYMEHTOB

Pacumbporka nomnmucu

®opmat A4 (210 x 297 mm)

MpogornxkeHune npunoxeHna N 24
kK nn. 4.11, 4.31 MNMpaBun

SJIEKTPOHHOT'O nOeJia:

PeecTp IOOKYMEHTOB (KOHTEVMHEPOR BJIEKTPOHHBIX HOOKYMEHTOB)
<K* >
N em. xp. no onmcu unmexc peJia

3aroJIOBOK mejia

Jata Per. N HavmeHoBaHWe JokymeHTa O6bem, M6 MpumeyaHus
OOKYMeEHTa OOKYMeEHTa
1 2 3 4 5

HauMveHOBaHMeEe OOJIKHOCTU

COCTaBUTEJIA ONUCU INloonmce

CoctaBnsieTca Ha Kaxgoe ANIeKTPOHHOE aeno.

PacumbppoBka HOONIUCU

dopmat A4 (210 x 297 Mm)

MpunoxeHue N 25
kn.4.18 MNpasun
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 27.05.2020

HammeHoOBaHUE OopraHMn3almnumn

HOMEHKJIATYPA JEJI YTBEPXIAIO
PykoBomuTenb OpraHM3alun
Ha infe}i [Moonmce PacumppoBka
IIOONNCHU
IDaTa
MHpekc 3aronoBok gena KonunuectBo | Cpok xpaHeHus u MpumeyaHue
aena nen N ctatbu no
nepeyHto
1 2 3 4 5
HassaHune pasgena
HauMeHOBaHMe OOJIKHOCTU
pykoBomuTesda CJyx0Oel JOY
opraHmM3alumun [Momnuce PacumppoBka nomnmucu
Busa pykoBOIUTEJNA apxuba
(Mmua, OTBETCTBEHHOI'O 3a apXuB)
COTJIACOBAHO COTJIACOBAHO
[IpoTokos LSK (3K) [IpoTokos JOIK apxXMBHOIO y4YpeXIeHUHd
oT N oT N

MpogomkeHne npunoxexmsa N 25
kn.4.18 MNMpasun

VTorosad 3anlmMchb O KarTeropmax mM KoOJImM4uecTBe nei,

3aBeeHHBEIX B Irogy B OpTraHM3aluumn
Mo cpokam xpaHeHus Bcero B Tom uucne:
nepexogsawmx ¢ oTmeTkon "OIMK"
1 2 3 4

[MocTosAHHOrO

BpemeHHoro (cBbiwe 10 neT)

BpemeHHoro (0o 10 neTt BKIHOUAUTENBHO)

NTOro:

HammMeHOBaHME OOJIKHOCTU
pykoBomouTessa CJyx0Oer JOY [Topgnuce PacumppoBKka MNOONUCK

ODaTa
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 27.05.2020

VTOTOBEIE CBEINEeHMA [IepellaHBl B apXWUB.

HamMeHOBaHME IOOJIKHOCTM JIMLA,
epenaBmero CBEeIOeHUs Monnmceb PacumbppoBka MOOOIUCU

IDaTa

®dopmart A4 (210 x 297 Mm)

Mpunoxexne N 26
kn.4.18 MNpasun

HammvmeHoBaHMe OpPIraHM3al N

HavmMeHOBaHME CTPYKTYPHOI'O
nogpas3nesyieHus

HOMEHKJIATYPA JEJI

Ha ronm <*>
NHaoekc 3aronoBok gena Konuyectso Cpok xpaHeHusa n | [lMpumeyaHue
aena TOMOB (4acTewn) N ctaTbu no
nepeyHto
1 2 3 4 5
HassaHue pasgena
HamMmeHoOBaHMe OOJDKHOCTU
PYKOBOIOUTEJA CTPYKTYPHOTO
InompasnejyieHnd INopnmce PaCU.IM(I)pOBKa NnoOnmcum

ODaTa

COI'JIACOBAHO <**>
[IpoTokoJs 9K CTPYKTYPHOI'O
nompasnesyieHud

oT N

®opmat A4 (210 x 297 mm)

<*> K HoMeHknaType Aen CTPYKTYpHOro nogpasgeneHns no OKOHYaHWM KaneH[apHoro rofa cocTaBnsieTcs
uTorosas 3anucb nNo opme, ykasaHHOW B NPUMOXeHUU 25, n genaetca oTMeTka O nepegadvye UTorosbIX cBeaeHUN
B cnyx0y [10Y opraHnsaumm.

<**> [MNpun Hann4uum K CTPYKTYpHOro nogpasgerneHuns.
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" OKyMeHT npeaoctasner KoHcynbTaHTInioc
06 YTBEPXKAEHWM MPaBUI OPraHU3aLMK XPaHEHMs!, KOMMIIEKTOBAHMS, yueTa A
" mcz(T)n P P P Hn e ! Y [laTa coxpaHeHusi: 27.05.2020

Mpunoxexne N 27
Knn. 4.19, 4.21 NMpasun

BHYTPEHHAA OINCH
OOKYMeHTOB nejia N

N n/n | Pernctpay HaTta 3aronoBoK AOKYMEHTa Homepa nucrtoe MpumevaHu
WOHHbIA | OOKYMeHTa nena e
NHOEKC
OOKYMeHTa
1 2 3 4 5 6
VToro IOKYMEHTOB .

(umbdpaMm M MNPONMCHIO)

KonmmuecTBO JIMCTOB BHyTpeHHeﬁ OInIMcCum

(undpamMm ¥ OPOIMUCHI)
HavMeHOBaHMEe IOJDKHOCTM JIMIA,
COCTAaBMBIIET'O BHYTPEHHIOO OIMCH

JOKYMEHTOB IeJla Mopnuce PaCLHM(l)pOBKa IIoOrnmcm

HaTa

®opmat A4 (210 x 297 mm)

MpunoxexHne N 28
K nn. 4.19, 4.24 MNMpasun

(HaMMeHOBaHMEe T'OCYINAapCTBEHHOTO (MyHMUMIAJBHOTO) apxXubBa)

(HaT/IMeHOBaHT/Ie OpI‘aHT/IBaLU/H/I)

(HaMMeHOBaHMEe CTPYKTYPHOTO MOIpa3IesieHNrs)

IEJIO N TOM N
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"O6 yTBEPXXAEHUM NPaBWJT OpPraHn3auUnM XpaHeHUs, KOMM/IEKTOBaHUs, yueTa

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 27.05.2020

M ucnon...
(3aroJjioBOK Ineja)
(KparHMe naTh)
Ha JIMcTax
XpaHUThb
o.N
Oon. N
0. N

HauvmeHnoBaHMe OpPIraHM3allN

®opmat A4 (210 x 297 mm)

Mpunoxenune N 29
kn. 5.12 MNMpasun

CnpaBOuYHEIE HOaHHEIE OO OpraHM3aumUn Apnpecar
(mouToBe anmpec, TenedoH,
TenedoH/dakc)
APXVIBHASA CIIPABKA
N
(mara)
Ha N oT
TexcT
OcHoOBaHue:
HOXHOCTE PYKOBOIMTEJIS OPTaHM3alLuUn
(M MHOTO YIIOJHOMOUEHHOTO MM JIMiia) onnmce PacumppoBKa IOIONMUCU
[leuaTsb
daMUIMA UCIIOJIHUTEJIS
Homep TenedoHa
dopmat A4 (210 x 297 Mm)
Mpunoxexne N 30
K n. 6.8 MNMpasun
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"O6 yTBEPXXAEHUM NPaBWJT OpPraHn3auUnM XpaHeHUs, KOMM/IEKTOBaHUs, yueTa AokymeHT npefocTasner KoncynbtaHTintoc

[aTta coxpaHeHus: 27.05.2020

1 ucron...
YTBEPXIAI YTBEPXIAI
(HaMMeHOBaHME IOJIKHOCTM PYKOBOIMUTEJIS (HaMMeHOBaHME IOJIKHOCTM PYKOBOIMUTEIS
opraHM3auuy, Ilepenanumer ITOKYMEeHTEH) opraHM3aluuy, IIPUHMMALILEN IOKYMEHTEH)
Mognuce Pacumbporka nomnomucu Mognuce Pacumbporka nomnomucu
IDaTa [leuaThb IDaTa [leuaThb
AKT
N

npreMa-Iepenadm apxUBHEX
IOOKYMEHTOB Ha XpPaHeHUe

(ocHOBaHME Iepenaun)

(HazBaHMe MHepezmaBaeMoro QoHnma)

coaj,
(HaMMeHOBaHME opTraHM3auumu, Iepelanmey OOKYMEHTEH)
(HaMMeHOBaHMe opTraHM3auny, HpMHMMaIOU.Leﬁ JIOKyMeHTT:I)
IIPMHMMaeT Ha TOCYyHapCTBEHHOE XpPaHeHMe IOOKYMEHTH M CTPpaxXOBEE KOIUM 3a
(romer)
) Z8 CHpaBOHHbIﬁ aririapaT K HMM:
KoHcynbTaHTlntoc: npumedaHue.
Hymepauus rpac B Tabnuue gaHa B COOTBETCTBMM C OhMLMaNbHBIM TEKCTOM OOKYMEHTA.
N n/n HassaHwve, Homep onucu KonunyecTtso KonuyecTtso eamHuny, MpumeyaHue
3K3eMrnsipoB onucu XpaHeHus
1 2 3 4 6
MpogomnxkeHue npunoxerHns N 30
K n. 6.8 MNMpasun
MToro IIPVMHATO en. Xp.

(umbpaMy M MNPONMUCHIO)

[lepenmauy HOPOUB3BEJIN: [lpyeM nDpomM3BEJINM:

HOJIXHOCTB [Mognuce IOJIXHOCTb Mognuce Pacumpporka

Pacumpporka MOONNCH
HNOONNVCH

HDaTa OaTa

doHOy HOPUCBOEH HOMEP

VI3MeHeHUd B YUYeTHEIE IJOKYMEHTEI BHECEHEI

JOJIXHOCTB Iloonmce PacumppoBka nomnmcu
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1 1cron...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 27.05.2020

ODaTa

®opmat A4 (210 x 297 mm)
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