®EAEPA/IbHOE APXMBHOE ATEHTCTBO

METOANYECKUE PEKOMEHOALUU
no NPUMEHEHUIO NPABU1 OPTAHU3ALUNN XPAHEHUA, KOMNJIEKTOBAHUA,
YYETA U UICNO/Ib3OBAHUA IOKYMEHTOB APXUBHOIO ®OHAIA POCCUUCKOM
OEAEPALIMU N APYTUX APXMBHbIX AOKYMEHTOB B TOCYAAPCTBEHHbIX
OPrAHAX, OPTAHAX MECTHOIo CAMOYINPABJ/IEHUA U OPTAHU3ALUAX

BBEAEHUE

MeToamnyeckme  pekomeHpaumm Mo  nNpumeHeHuto  [lpasun  opraHmMsauuMm  XpaHeHwus,
KOMMJ/IEKTOBaHMA, y4YeTa U UCMOAb30BaHMA SOKYMeHTOB ApxMBHOro ¢oHaa Poccuiickon Pepepaumm u
APYrMX apxmMBHbIX AOKYMEHTOB B roCyAapCTBEHHbIX OpraHax, opraHax MeCcTHOro camoynpaBiaeHWuAa W
opraHusaumax (manee - MeToguyeckne pekomeHZaumun) paspaboTaHbl B COOTBETCTBUM C
rocyaapcTBeHHbIM KoHTpakTtom oT 30 Hosbps 2015 r. N 073 no 3aka3sy PeaepanbHOro apXmMBHOro
areHTCTBa.

MeToguueckne pekomeHgaumMm pa3paboTaHbl B LENAX OpraHM3auuu npumeHeHusa [Mpasun
OpraHu3aunn XpaHeHWA, KOMMNAEKTOBAaHWA, y4eTa U UCNOAb30BaHMA OOKYMEHTOB ApxuBHOro ¢oHpa
Poccuiickoin Pepepauunn n opyrux apxmBHbIX LOKYMEHTOB B OpraHax rocy4apCTBEHHOM BAACTU, OpraHax
MECTHOroO CamoynpaBfeHUs W opraHusauuax (fanee - [paBuna), YTBEPKAEHHbLIX MPUKA3OM
MuHUcTepcTBa KynbTypbl Poccuiickont degepauymm ot 31 mapta 2015 r. N 526 (3apeructpupoBaHbl B
MwuHiocte Poccum 7 ceHtabpa 2015 r., N 38830) n saBnatoTca 4OKYMEHTOM METOAMYECKOrO XapaKTepa,
pacKpbIBaOLLMM MEeXaHM3M BbINOJHEHUA HOPMATUBHbIX MONOXKEHUM, YCTaHOBNEHHbIX Mpasunamu.

MeToanyeckme peKomeHAaLuun npu3BaHbl obecneynTb PaboOTHMKOB apXMBOB OpPraHW3auuii
HeoBXOAMMbBIM MHCTPYMEHTapMeM A/1A OCYLEeCTBAEHUA AEeATENbHOCTM MO OpraHuM3auMu XpaHeHus,
KOMIM/IEKTOBaHWA, y4eTa W WCMNO/Ib30BaHUA apXMBHbIX [AOKYMEHTOB B apXmBax oOpraHuM3auuu B
COOTBETCTBUM C TpeboBaHuAMM MpaBua.

MeToanyeckme pekomeHaauum npefHasHavyeHbl AN8 NPUMEHEHUA opraHammn rocyaapcTBeHHoM
BNaCTM, OpraHamm MeCTHOro camoynpaBsieHUA W OPraHM3auMAMM - UCTOYHMKAMM KOMMAEKTOBaHUA
rocyJapcTBEHHbIX WU MYyHMUMMANbHbIX apXMBOB, B MpoLecce AeATeNbHOCTM KOTOpbiX ob6pasytoTca
OOKyMeHTbl ApxnsHoro ¢poHaa Poccuitckont Pegepauun (ganee - opraHmsaumm).

MNonoxxeHwnA MeToanyeckunx peKOMEHAaLI,VIﬁ MOryT MCNOJ1Ib30BAaTbCA  TaKXe  Apyrmmu
rocygapCrBeHHbiMU n HEerocyaapCrBeHHbiMmn  OpraHunsaunamm npu  opraHMsauunn  XpaHeHuAa
06pasyrou.|,mxc5| B UX 0EeATE/IbHOCTU apPXUBHbLIX OOKYMEHTOB.

Mpu noarotoBke MeTOOMYECKMX PEKOMEHOALMI  UCMO/Mb30BaH  MPOLECCHbIM  noaxos,
NO3BONAIOWMIA paccmaTpmBaTb paboTy apxmMBa OpPraHM3aLMKM Kak KOMMAEKC NocnefoBaTesbHbIX U/uam
B3aMMOCBSA3aHHbIX BUA0B eATe/IbHOCTU (NpoLeccos).

HecmoTpsa Ha yHMBepCcasbHOCTb TPebOBaHWUM, 3aKpenieHHbIX HopMmamu MpaBu, UX NpaKkTUYecKas
peanusauma B apxmMBax KOHKPETHbIX OpPraHW3aLMi MOMKET CYLLeCTBEHHO Pas3nnyaTtbCA. ITU pasanums
onpegenaTca  psgom  GaKTopoB: MacwTab  AeATeNbHOCTM  OpraHusauMu, Haauvume Yy  Hee
TEPPUTOPUANbHO-YAANEHHbIX CTPYKTYPHbIX MoApasfeneHuii, sBAAETCA /M OpraHM3auma MCTOYHUKOM
KOMMNEKTOBAHUS rOCYAAPCTBEHHOIO (MYHMUMMANbHOIO) apxmMBa, COCTaB W 06BbEeMbl XpPaHWUMOI
OOKYMEHTauuun n ap.

B cnyyanx, obycnoBneHHbIX cOAeprkaHUMeM OTAEeNbHbIX HOPMATUBHbLIX MOMOXKeHUn [pasun,
MeToaMyeckne peKkomeHaauMu aApecoBaHbl OpraHM3auuaM, He ABAAWMMCA  MCTOYHMKAMMU
KOMMN/JIEKTOBAHMUA TOCYAapCTBEHHbIX (MYHMUMNANAbHbLIX) apXMBOB, 4YTO B TekcTe MeToamnyeckux
pekomeHaaLumii oroapusaeTcs ocobo.



OTaenbHble NonoxKeHua MeToAaMUecKUX pPeKoMeHJalMii PacKpbiBaloT OCOBEHHOCTU XpaHeHwus,
KOMM/IEKTOBAHMA, y4eTa U UCMO/Ib30BaHUA 3/TIEKTPOHHbIX apPXMBHbIX AOKYMEHTOB, XPaHALLMUXCA B apXmnBe
Ha ¢usmnyeckm obocobsieHHbIX HocuTenAx. MeToauyeckne pekKomeHAauuu He COAEpPHKaT NONOXKEHWM
OTHOCUTENbHO TEeXHONOIMMKU pPaboTbl C 3/IEKTPOHHbIMW AOKYMEHTAMM B apXMBE OpraHusauuu npu
NPUMEHEHUN WHbIX CNOCOBOB XPAaHEHUA 3NEKTPOHHbLIX AOKYMEHTOB. MeToguyeckne pekomeHaaumnu
TAKXKe He cofeprkaT NoNOXKEHNN 06 opraHM3auMM XpaHEHUs ayauMOBU3YasbHbIX AOKYMEHTOB B CBA3U C
OTCYTCTBME COOTBETCTBYIOLLMX HOpM B [paBunax.

Mo Bcemy Tekcty MeToaMYecKMX PEKOMEHOAUMA [atoTCA  CCbIIKM  Ha COOTBETCTBYHOLLME
nosnoxeHua (NyHKTbl) Mpasun.

OnucaHne apxuBHbIXx pPaboT B MeToAMYECKMX PEeKOMEHAALMAX OCHOBAaHO Ha MpPOLECcCHOM
noaxode, NO3BO/AIOLIEM YCTaHOBWUTb MOPAAOK BbIMOJAHEHUA PaboT MO OpraHU3auMM XpaHeHwus,
KOMMM/IEKTOBAHWA, y4YeTa U UCNOo/Ib30BaHWUA AOKYMEHTOB B apX1Be opraHnsaumu, TpeboBaHMA K KOTOPbIM
ycTaHoBAeHbl [paBunamu. B pesynbTaTe peannsalum NPOLLECCHOro Noaxoda AeAaTe/NbHOCTb apXuBa
OopraHusauuMm NpeacTaBieHa Kak COBOKYMHOCTb CBA3AHHbIX MeXay coboii npoueccos (npunoxeHve N 1,
npunoxeHue N 2).

Homep npouecca B peectpe npoueccos (npunoxkeHune N 1) coxpaHsaeTca 3a HUM NpU ONUCAHUK
BbINO/JIHEHWA [AAHHOro npouecca B TeKcTe MeToAMYEeCKMX PeKoOMeHZauMid U COOTBETCTBYET Homepy
pasaena MeToanYeCcKUX peKoMeHAaLUN.

B cBA3M C Tem, YTO B paMKax MpPOLECCHOro MNOAXOAa BaHO OblNO MOKasaTb B3aMMOCBA3MU
NPOLLECCOB MeKay cobol HauMHas C NOCTYNAeHUA AOKYMEHTOB B apXMB OpPraHU3aLum U BKAKOYEHUS UX B
COCTaB apxuMBHOro ¢oHAa 4O OPraHM3aLMW MUCMOJIb30BaHMA AOKYMEHTOB B apXWMBE WM YHUUTOMKEHMSA
OOKYMEHTOB C WCTEKWWMMM CPOKAMMU XPaHEHWs, MOPALOK PacnooKeHUs pasgenos MeToguyeckux
peKomMeHAaLMIA OTAMYaeTca OT CTPYKTypbl [paBua (nepebim npoueccom B MeToaMyecKux
pekomeHaaumax asanaetca npouecc "KomnnekroBaHue apxmBa opraHusaLmm AoKymeHTamu").

MeToaonorna npoLeccHoro nogxoda npeanofaraeT He TOMbKO MocaefoBaTeNbHOe onucaHue
KOHKPETHbIX BWAOB paboT MO opraHU3auMM XpaHeHWUA, KOMMAEKTOBaHMUA, ydeTa M MCMONb30BaHUA
apXMBHbIX [OOKYMEHTOB B apxuBe OpraHM3auMm, HO U rpaduyeckoe npeacTaBaeHUE OTAeNbHbIX
npoueccos. Ana rpaduyeckoro npeacrtaBneHMa npoueccoB 6bina UCNO/b30BaHa CUCTEMA YC/IOBHbIX
obo3HauyeHul (HoTauusa <1>) ARIS (akpoHum oT aHrA. Architecture of Integrated Information Systems),
3HaYyeHMe CMMBOJIOB KOTOPOW NpeacTaBaeHo B npuaoxkeHmm N 3.

<1> Hotauus - Habop 3HaKOB M MpPaBW/, KOTOPbIE MUCMO/b3YIOTCA A1A rPaduUYecKoro onucaHus,
MOJENNPOBaHNA MPOLLECCOB.

TepmuHbI 1 onpeaeneHna, Ucnoab3lyemble B MeToaMYecKMX peKkomeHAauuax, COOTBETCTBYHOT
FOCT P 7.0.8-2013 "CUBUA. Nenonpoun3BoAcTBO M apXnBHOe Aeno. TepmuHbl U onpeaeneHma’.

1. KOMN/NIEKTOBAHUE APXUBA OPTAHU3ALNU OOKYMEHTAMU

KomnnektoBaHue apxuBa - 3TO CUCTEMATUYECKOE NONOJZIHEHME apXuMBa [OOKYMEHTaMn B
COOTBETCTBUMU C €TI0 l'lpOd)VIﬂEM.

Llenbio KOMNNEKTOBAaHMA apXMBa OpPraHU3auuMKn ABAAETCA co3gaHue n GopmMMpPoBaHNE apPXUBHOTO
$oHAa opraHn3aLMn, KOTOPbIN NOANEKUT XPaHEHUIO B apxmnse opraHmsauum (n. 2.3. Mpasun).

B apxvB opraHvM3aumu, B LeATENbHOCTM KOTOPOWM CO3A4a0TCA [AOKYMEHTbl ApxvMBHOro ¢oHaa
Poccuiickoit degepaumu, MOCTYyNalOT AOKYMEHTbl MNOCTOAHHOrO CPOKa XPaHeHUs, [AOKYMEHTbI
BPEMEHHbIX (cBbilwe 10 NeT) CPOKOB XpaHeHUs, B TOM YMCie NO IMYHOMY cOCTaBy, obpasoBaBLiMecs B



0eATeNbHOCTM ee CTPYKTYPHbIX NogpasaeneHnin, noasesoMCTBEHHbIX OpraHn3aunii n GpusnyHecKkmnx auy,
<2>.

<2> [1nn apXx1MBOB OpraHM3auuii, XpaHaLWmMx GOoHAbI TMYHOTO NPOUCXONKAEHUA, PABOTABLWNX B HUX
BblAAOWMXCA AeATeNei HayKu, KyAbTypbl, UCKyCCTBa M 4.

MpaBunamm ycTaHOBMEHbI CPOKMU Nepesayn B apxuB opraHM3aumm JOKYMEHTOB ApxuBHOro poHaa
Poccuitckoit denepaummn, 4OKYMEHTOB BpeMeHHbIX (cBbille 10 neT) CpOKoB XpaHeHUA, AOKYMEHTOB Mo
JIMYHOMY COCTaBY: He paHee, YeM Yepes rofl, U He No3aHee, Yem yepes Tpu roga nocse 3aBepLueHma aen
B [e/I0ONPOM3BOACTBE; AN [AOKYMEHTOB MO JIMYHOMY COCTaBY TOCYAApCTBEHHbIX TPAXKAAHCKUX U
MYHULMNANbHBIX CAYXKaLWMX, YBONEHHbIX C TOCYAAapCTBEHHON rPaXKAAaHCKOM WMAW MYHWUMNANAbHOM
CNyX6bI - yepes 10 neT co AHA yBoNbHeHUA (n. 4.1. Mpasun).

KomnnektoBaHWe apxmBa AOKYMEHTaMU ABAAETCA MPOLECCOM, MPW NPaBUIbHOM BbiNOJAHEHUU
KoToporo obecneumBaeTca y4eT U XpaHeHWe AOKYMEHTOB B apxvBe opraHusauuu. MpakTMyecku Bce
coctasialolWmMe ero Buabl paboT (mpoueccbl) HauyMHaOTCA B  AENONPOU3BOACTBE  CTPYKTYPHbIX
noapasgeneHniti opraHnsaLmm, ogHako TpeboBaHMUA K UX BbINOJJHEHUIO U K MNOAyYaeMbiM pe3yabTaTam
("BbIXOAAM" Npouecca KOMMNIEKTOBaAHMA), ONpeaenATCcA apXMBOM OpraHM3aumm M 0bycnoBAEHbl TEMU
BMAaMu paboT, KOTOpble BbINONHAOTCA HENOCPEACTBEHHO B apXMBe opraHusaumu. Mo s3Tol NpuyimnHe Bce
paboTbl B pamKax MpoLecca KOMMJIEKTOBAHUA PEeKOMEHAYeTcA NPoBOAMTb MO HernocpeacTBEHHbIM
METOAMUYECKMM PYKOBOACTBOM apXmBa.

MpoLecc KOMMNAEKTOBaHUA BKAKOYAET:

- NpoBeAEeHNE IKCNEPTMU3bI LLEeHHOCTU AOKYMEHTOB B ,€/10MPOM3BOACTBE;
- opopmneHue gen;

- nepefayy Aen B apxme OpraHU3aLmu.

lpadmyeckoe nsobpaxkeHune npouecca 1. "KomnnekroBaHue apxmBa opraHnsaLmMm gokymeHtamm"
npeacrasneHo Ha cxeme 01 npunoxenma N 4.

1.1. NpoBepeHune aKcNepTU3bl LLEHHOCTU [OKYMEHTOB
B AgesnonpousBoacrtee

MepBbim 3Tanom, obecrneyMBaloWMM BbINOJHEHME MPOLLECCa KOMMJIEKTOBaHMA  apxuBsa
opraHvM3auMm AOKYMEHTamKu, ABAAETCA NpoBeAeHMe 3KCNepTusbl LEHHOCTM [AOKYMEHTOB B
aenonpowussoactee (n. 4.3. Mpasun).

JKcneptusa LEHHOCTM [AOKYMEHTOB B [Ae/l0NPOW3BOACTBE OpraHM3auuu - 3TO U3yyeHue
OOKYMEHTOB Ha OCHOBaHMM KpUTEPMEB MX LLEHHOCTU C LLie/iblo onpeaeneHnsa CPOKOB XpaHeHusa 1 oTbopa
OOKYMEHTOB AN1A BKAOYeHUA B cocTaB ApxmnsHoro ¢oHaa Poccuinickon degepaumn.

JKcnepTtmM3a UEHHOCTM AOKYMEHTOB MNpOBOAMUTCA B AeN0Npou3BoACTBE MPU  COCTaBAEHUM
HOMEHKNaTypbl Aen opraHusaumm (n. 4.10. MNpasBua) M Npu NOAroTOBKE Aen K nepenaye B apxus
opraHu3sauumn. No pesynbraTam 3KCNepTU3bl LEHHOCTU AOKYMEHTOB B OpraHU3aLmMmn COCTaBAAOTCA ONUCH
AeN CTPYKTYPHbIX NoApasaefieHuit: NOCTOAHHOMO CPOKa XpaHeHUs, BpeMeHHbIX (cBbiwe 10 neT) cpoKos
XPaHEeHMA N NO IMYHOMY COCTABY, @ TAK)Ke aKTbl O BbIAE/IEHUN K YHUUTOXEHUIO A€/, HE noanexalimx
XpaHeHuto (npunoxenus 21, 23, 24 NMpasun).

Ona nposeaeHMsa 3KCNepTU3bl LLEHHOCTU OOKYMEHTOB B OpraHM3auuM CO34a€TCA 3KCnepTHasA
Komucecus (aanee - 3K) <3>. B opraHu3aLmax, UMeloLLMX CAOXKHYIO CTPYKTYPY U/Man noaseaoMCTBEHHbIe
OopraHu3aummn, co3aatoTca LEeHTpasbHble 3KCNepTHble Komuccum (ganee - U3K) (n. 4.7. Mpaswun).



<3> [Onsa nposeaeHMA 3KCNepTusbl UEHHOCTU HaquO-TEXHMHECKOVI n ,u,pyroﬁ cneu,maanoﬁ
AOKYMEHTAUMN B OpraHn3aunm MOXKET 6bITb co3gaHa 3K, BKAwuawwaA COOTBETCTBYHOLUNX
cneunanncros.

3agaun u ¢pyHKumm LUK (IK) opraHusaumm onpenenatoTcs nosioKeHUMemMm o KOMUCCUKM, KoTopoe
pa3pabaTbiBaeTcA Ha OCHOBE COOTBETCTBYIOLLNX NMPUMEPHbIX NoNoXKeHnn 06 IK u LIK, yTBeprKAEeHHbIX
YNO/IHOMOYEHHbIM denepasibHbiM OPraHOM MCMNOAHUTENIbHOM BAAcTU B chepe apXMBHOTO aena
penonpoussoactea. OcHOBHble 3agaunM M ¢yHKUMM LUK (9K) opraHusaumm 3akpenneHbl B n. 4.9.
Mpasun. B coctaB LU3K (3K) B ob6sA3aTenbHOM nNopsaAKe BKAKOYAETCA pyKoBoAMTeNb apxuea (Auuo,
OTBETCTBEHHOE 3a apXuB), CNeunasucTbl KaapoBoh W ¢GMHAHCOBOW CAyKb, a TaKxe Haubonee
KBanMOULMPOBAHHbIE CNELMaNnCTbl, 3HatoWwmne cneundury AeaTenbHOCTU OpraHnsaLmm, B KONMYecTse
He meHee Tpex 4yenosek. CoctaB IK m LU3K M nonoxkeHmAa o KOMUCCUAX YTBEPXHKOAIOTCA NPUKA3OM
pykoBoauTena opraHusauuu (n. 4.8. Mpasun).

MNonoxkeHnAa, pernameHTUpyowme NOPALOK NPoOBeAeHUA IKCNepTU3sbl LLEHHOCTU OOKYMEHTOB B
opraHunsaunun, ONXKHbI 6bITb BK/OYEHbI B MHCTPYKL MO NO Aenonpon3soacrtey opraHmsaunn.

JKCNepTM3a LEHHOCTU AOKYMEHTOB MPOBOAMTCA B CTPYKTYPHbIX NOAPasAeNeHMAX OpraHM3auum
exerogHo (n. 4.11 Mpasun) cCOTPYAHUKAMWU NOAPA3AENEHMIA MPU METOAMYECKOW MOMOLLM CAyK6bl
[eNonpon3BoACTBa M apXMBa OpraHu3aumnn. PesynbTaTbl SKCNEPTM3bl LEHHOCTU COrlacosblBatoTca ¢ LIK
(9K) opranusaumm.

Mpn npoBegeHUM 3SKCNEepTM3bl LEHHOCTU [AOKYMEHTOB B CTPYKTYPHbIX MoApasaeneHuax
OopraHM3aunmn NPoBogMTCA OTOOP AOKYMEHTOB NOCTOSHHOIO U BpeMeHHOoro (cBbiwe 10 neT) xpaHeHus
414 Nepefayn B apxXmMB OpraHM3aumnn; oTbop AOKYMEHTOB C BpEMEHHbIMKW CPOKamMKM XxpaHeHus (ao 10 net
BK/IIOUUTENbHO), MNOA/NEXKAWMX AasibHENLEeMY XPaHEeHWIO B CTPYKTYPHbIX MogpasaeneHusax; otbop
OOKYMEHTOB, CPOK XPaHEHMSA KOTOPbIX UCTEK, K YHUUTOXKEHMUIO.

Echv B oOpraHuMsaumm CTPYKTYpHble NOApasAeneHusa OTCYTCTBYIOT, 3KCMepTM3a LEeHHOCTU
nposogutca 3K opraHmnsaymu.

3KcnepTM3a LUEHHOCTU 3N1EKTPOHHbIX OOKYMEHTOB NpPOBOAUTCA B nNopAAdKe, YyCTaHOBJIEHHOM ANA
nposeeaeHnAa 3sKCneptusbl UEHHOCTU AOOKYMEHTOB Ha 6yMa)KHOM HocuTene. I'Ile nposeeaeHmn
3KCNepTUn3bl ULEHHOCTU SNEKTPOHHbLIX AOKYMEHTOB AO0MNOJ/IHATE/IbHO YYUTbIBAETCA:

- MOAJIMHHOCTb 3/IEKTPOHHOMO AOKYMEHTA, Ha/Mume 3/71EeKTPOHHOW MOAMMUCU M MOJIOMKMUTE/IbHOIOo
pesy/bTaTa ee NpoBepKMY;

- BO3MOXHOCTb BOCNpousBeAeHus n obpaboTku MHPOpMaAUUM 3EKTPOHHbLIX AOKYMeHToB 6e3
MCMONb30BaHUA OPUTMHANBHOTO NPOrPAaMMHOro obecneyeHus;

- BO3MO)HOCTb 0becneyeHus BpemeHHOro (CBbILLle 10 }'IET) XpaHeHunA, nposeaeHnA
TEXHONOTNYECKUX MMI'paLI,Mf/'I SNNEKTPOHHbIX JOKYMEHTOB.

1.1.1. CocraBneHue, cornacoBaHue, yreepxaeHme HOMeHKAaTypbl
Aen opraHusaumm

HomeHknatypa pen - CVICTEMaTVI3MpOBaHHbI[;1 nepe4vyeHb 3aros0BKOB A€/, CO34aBaeMblX B
OpraHunsaunun, C ykadaHmem CpPpoOKoB UX XPaHEHUA.

HomeHKnaTypa pgen sBAAEeTCA OCHOBOM Ana (GoOpMUMPOBaAHMA  AOKYMeEHTanbHOro ¢oHaa
opraHusauuu (n. 2.2. Mpasua). HomeHKknaTypa Aen npeaHasHavyeHa ANA FPYNMNUPOBKM MCMNOAHEHHbIX
OOKYMEHTOB B fAefla, cucTematvsaumum u ydyeta gen (n. 4.14., 4.15 Mpaeun). HomeHknaTypa aen
MCNonb3yeTca ANA COCTABAEHUA OMNUCEN Aen CTPYKTYPHbIX NogpasfeneHnin NOCTOAHHOIO, BpeMEHHbIX



(cBbiwe 10 neT) cpoKoB XpaHEHUs U No AnYHomy cocTaBy (n. 4.16 MpaBun), akTOB O BblAENEHUU K
YHUUTOXKEHUIO AeN C UCTEKLLIMMMN CPOKAMU XPaHEHUA.

Mpun NPUHATUM peLleHNs O Nepesadye B apXmMB OpraHM3auum 4OKYMEHTOB CO CPOKaMU XpaHeHMA A0
10 neT BKAWOYUTENBHO HOMEHK/AATypa A€/l MOMKET ObiTb UCNONb30BaHa B KayecTBe AOKYMEHTa, B
COOTBETCTBMM C KOTOPbIM OCYLLECTBASIETCA Nepeaaya AaHHOW KaTeropuu Aen B apXMB OpraHM3aunun u
y4yeT aen B apxuse (n. 4.2. Mpasun).

TpeboBaHMA K COCTaBAEHMIO HOMEHKNATYPbl AN AO0MKHbI BbiTb 3aKpenneHbl B MHCTPYKUMM MO
[EeNonpounsBoAcTBY OpraHM3aLmmn.

HomeHKnaTypa Aen opraHuM3aumMmM MoxeT 6biTb CBOAHOW M COCTaBAATbCA M3 HOMEHKNATyp Aen
CTPYKTYPHbIX MOAPAa3AeNeHnid, KOANErManbHbiX, COBEWATENbHbIX M WHbIX OpPraHoB (Komwuccui,
KOMWUTETOB, COBETOB M Ap.) CNyXK60l genonpomnssoactsea (n. 4.18 Mpasun).

HomeHKnaTypa Aen CTPYKTYpHOro noapasgefieHna CoCTaBAAEeTCA MO yYCTaHOB/eHHoW MNpaBuaamu
dopme (npunoskeHne N 26 MMpaBwuna) NMLOM, OTBETCTBEHHbIM 33 BeAeHWe [e/onpou3BOACTBA B
noZpasgeneHnn, cornacosbiBaetcs ¢ DK CTPYKTYpHOro nogpasgeneHns (Npy  Hanvumm) u
MOAMMCHIBAETCA PYKOBOAMTENIEM CTPYKTYPHOroO NoApasAeneHus, noc/ie Yero npeacraBaserca B cnyby
[eN0onpon3BoACcTBa opraHMsaumnmn ans GopMmnpoBaHNA CBOAHON HOMEHKAATYPbl Ae.

Echn  CTpyKTypHble nogpasfeneHvs B OpraHMsauMu  OTCYTCTBYIOT, HOMEHKAaTypa gen
COCTaBAAETCA /INLLOM, OTBETCTBEHHbIM 33 4€/10NPOU3BOACTBO B OpraHM3aLumnm.

B KOHLe Ka)goro pasgena HOMEHKAaTypbl Aen MpeaycMaTpuMBaeTC HECKOIbKO pPe3epBHbIX
(cBoboaHbIX) MHAOEKCOB Aen (ABa-TpW) ANA BKAOYEHMA B TedeHMe roga B pabouunit aKksemnnsap
HOMEHKANaTypbl [len 3aro/oBKOB Je/l, He MpeayCMOTPEHHbIX Npu pa3paboTke U yTBEPXKAEeHUM
HOMEHKANaTypbl Aen. BKaoueHue B pasaenbl HOMEHKNATYPbl Aen B TeYeHMe roa HOBbIX 3ar0/10BKOB Aen
He TpebyeT ee NOBTOPHOIO COrNacoBaHNA N YTBEPXKAEHUS.

HomeHKnaTypa 4en COoCTaBNAeTCA Ha KaneHOapHbl rod, BBOAUTCA B AeicTBue ¢ 1-ro AHBapsA
HOBOrO Ka/ieHA4apHOro roAa v NMoANeXKMT eXXero4HoN KOPPEKTUPOBKeE.

HomeHKnaTypa fen opraHusauum (CBOAHAA HOMEHKAATYpa fie/1) COCTaBAAETCS NO YCTaHOB/IEHHOW
Mpasunamu ¢opme (npunoskeHne N 25 [paBun), NOANUCbIBAETCA PYKOBOAUTENEM CAYKObI
OENoNponsBOACTBa OPraHM3auMW, BU3UPYETCA PYKOBOAWUTENIEM apXMBa OpraHusaumun  (avuom
OTBETCTBEHHbIM 3a apxuB), cornacosbiBaetca LIIK (IK) opraHMsaumm un yTBepxaaeTca pykoBoauTenem
opraHuMsauum.

OpraHusaumm - UCTOYHMKM KOMMJIEKTOBAHMA roCy4apCTBEHHbIX (MYHULMMANbHbBIX) apXMBOB OAMH
pa3 B 5 nieT <4> nocne cornacoBaHns HoMeHKnaTypol gen ¢ L3K (3K) opraHmnsaumumn npeacTaBasatoT ee Ha
COrNacoBaHMe 3KCMNEPTHO-MPOBEPOYHbIX KOMUCCUI  depepanbHbIX  OCYAAPCTBEHHbIX  apPXMBOB,
YNO/NIHOMOYEHHbIX OPraHOB WCMONHUTENbHOM BnacTu cybbekToB Poccuiickoit ®epepaumm B obnactu
apxuBHoro aena (panee - 3MK apXMBHOTO y4ypexAeHWA) UAM FOCYAAPCTBEHHbIX (MYHMLMMAABHbIX)
apXMBOB, COIACHO MPEeAOCTaBAEHHbIM MM noaHomouuam (n. 4.18. Mpaswun). Ha 3MK apxuBHOro
YUYPEXKAEHUA WAM B TOCYHAPCTBEHHbIN  (MYHWMLMNANbHbIN) QpPXMB MNPOEKT HOMEHKAATypbl Aen
npeacTaBAseTca B ABYX 3K3eMnaspax Ha OyMarKHOM HocuTene (ZOMOSHWUTENbHO OAWH 3K3eMmnasap
HOMEHKNATYPbl [e/1 MOMET MPEeACTaBAATbCA B 3I/EKTPOHHOM BuAe). OAMH 3K3eMnasp MNpoekTa
HOMEHKNATypbl 4/, COornacoBaHHbiit IMK apXMBHOrO  y4ypexKAeHMA WAM  TOCYAQPCTBEHHbLIM
(MyHMUMNANbHbIM) aPXMBOM, BO3BPALLAETCA B OpraHM3aumio.

<4> B cnyyae M3MeHeHUs GpYHKUMI M CTPYKTYpbl OpraHu3auuMyM HOMEHKAATypa AN NOANEXUT
NnepecocTaBAeHMIO, COMTACOBAHUIO U YTBEPHKAEHMIO.



B cnyyae ecnm paHee HOMeHKANaTypa Aen He Npeacrasaanacb Ha corsacoBaHue oMK dApPXnBHOIo
ydypexaeHua, K Hel AON1XKHa 6bITb COCTaBNEHA NCTOPKNYECKaa CnpaBKa opraHnU3aLunn.

CornacoBaHHaa ¢ IJMK apxMBHOIO YYPEKAEHUA WAM TOCYAAPCTBEHHbIM (MYHMLMNANAbHLIM)
apXMBOM, COFIacHO NPeAOoCTaBNEHHbIM eMy MNOJIHOMOYMAM, HOMEHKNATYPa AeN B KOHLE KaXKAoro roga
YTOYHAETCA, NPU HEeobXOAMMOCTU KOPPEKTUPYETCH, YTBEPMKAAETCA PYKOBOAWUTENEM OPraHuM3auuu U
BBOAMTCA B AeicTBMe C 1 AHBAPA CAeAyIoLLero KafeHaapHoro roaa.

Echv B TeyeHMe rofa B OpraHusauMM CcO3Z4aeTca HOBOE CTPYKTYpHOe mnoapasgeneHue,
OTBETCTBEHHbI 33 AEN0NPON3BOACTBO 3TOrO MNOAPa3AENeHNs A0/KEH B TeueHMe MecALa NoAroToBuTb
HOMEHKNaTypy [Aen AaHHOro noapasfdeneHus M nepegatb ee B CAy»Kby Aenonpoussoactsa Ans
nocneaytoLLero npeAcTaBieHmsa Ha YTBEPKAEHNE U BKNOYEHUA B COCTaB CBOAHON HOMEHKAATYpb! Aen.

YTBEPKAEHHbIN 3K3eMNASP HOMEHKNATYPbI AeN ABAAETCA AOKYMEHTOM MOCTOAHHOIO XpPaHeHUs u
BK/IIOYAETCA B pa3fen HOMEHKAATYpPbl Aen cayKbbl 4enonponssoacTsa.

Mocne yTBEpPXAEHNA HOMEHKNATYPbI AEN U3roTaBAMBaeTCA He0bX0AMMOoe KOMYECTBO KONuit ans
Mcnonb3oBaHUA B paboTe; cnykba [Aenonpov3BoACTBA OpraHU3aLMM HanpaBaseT B CTPYKTypHble
noapasaefieHns BbIMUCKM COOTBETCTBYIOLWMX Pa3fenoB HOMEHKAaTypbl aen. B anektpoHHom Buae
HOMEHKNaTypa AeN opraHn3aLmMmM MOXKeT BbiTb NpeacTas/ieHa Ha KOPrnopaTMBHOM BHYTPEHHEM nopTarsne.
Cnyba [enonpovs3BOACTBA OpraHM3aUMM B TeYeHMe roda WCMoab3yeT paboumnint  sKk3emnaap
HOMeHKNaTypbl aen (Konua cornacosaHHoro JMK M yTBEPKAEHHOIO PYKOBOAMTE/NEM OpraHm3auuu
3K3emMnaspa HOMeHKNaTypbl aen).

PaspaboTka HOMEHKNaTypbl Aen B OpraHM3auMyM MNpPOBOAMTCA B COOTBETCTBMM C MPMKA30OM
(pacnopsixkeHnem) pykoBoAMTENS OPraHU3auMU UAM MHOTFO YNOJIHOMOYEHHOrO MM /LA U COCTOUT U3
HECKONbKMX 3TAMNoB:

- pa3paboTka KnaccudpuKaLMOHHOM CXeMbl HOMEHKAATYPb! Aen opraHusauuu;
- BbliIB/IeHWE COCTaBa AOKYMEHTOB /1A COCTaB/eHUA HOMEHKNATYpbl Aen;

- COCTaB/IeHMe 3aro/I0BKOB (HaMMmeHoBaHWI) aen;

- CUCTeMaTm3aLma 3aroI0BKOB e/l BHYTPM pasfesia HOMEHKAaTypbl Aen;

- MHAEeKcauma aen;

- onpeaeneHne CPOKOB XpaHeHUs aen.

1.1.1.1. Pa3paboTKa KnaccupmKaLMOHHON CXeMbl HOMEHKIATYPbI
AeN opraHusauum

HasBaHMAMM pa3genoB HOMEHKAATypbl Oefl OpraHuM3auumn ABAAIOTCA Ha3BaHUA CTPYKTYPHbIX
noapasgefieHnii, pacnosoXKeHHble B HOMEHKNaType B COOTBETCTBUWM C YTBEPMKOEHHOW CTPYKTYPOM,
LUTAaTHbIM PacnMCcaHUEM UM KNAaCCUPUKATOPOM CTPYKTYPHbIX NogpasaeneHui.

Ecnv opraHuMsaumMa He WMEeT CTPYKTYPHOrO AefieHWs, HOMEHKMaTypa Aen CTPoUTcA Mo
NPOM3BOACTBEHHO-OTPACAEBOM MAN GYHKUMOHANbHOM CXeMam W Ha3BaHMA ee pa3fenos onpeaensaoTca
coaepKaHnem ynpasaeHYecknx GyHKUUIA UM HanpaBaeHU AeATebHOCTM OpraHM3aLmu.

PekomeHayeTcA MepBbIM B HOMEHKNAType Aen pacnosaraTb CTPYKTypHOe nogpasgeneHue, B
KOTOPOM  OTK/JadblBaeTcA  HOpPMaTMBHaA MNpaBoBas WM OpraHM3aUMOHHO-pacnopaauTeNbHas
OOKYyMeHTauus.

1.1.1.2. BoiaBneHue coctaBa AOKYMEHTOB ANA COCTaBAEHUA



HOMEHKANATYpbl Aen

HomeHKnaTypa gen opraHu3auum COCTaBAAETCA HA OCHOBE WM3YyYeHMA COCTaBa U CoAeprkaHuA
AOKYMEHTOB, o6pa3y+0u.|,mxc5| B OEATE/IbHOCTU  CTPYKTYPHbIX ﬂOApa3AEHEHMl\/‘I OopraHunsauum,
KonnernanbHblX, COBeELWATE/IbHbIX N UHbBIX OPraHOB.

MpY HANWYMK TUNOBON UM NPUMEPHON HOMEHKAATYpbl AeN ANA OpraHu3auuii onpeseneHHoro
TMNa HOMEHKNAaTypa Aen pa3pabaTtbiBaeTcAd Ha OCHOBE TMMOBOW (YCTaHAB/AMBAET TUMOBOM COCTaB Aef,
eOVHYI0 MHAEKCAUMIO 3TUX [Jen U ABAAETCS HOPMATMBHbIM  [JOKYMEHTOM) WAM  MPUMEPHOM
HOMEHKNATYpbl Aen (YCTaHaBAMBaAET MPUMEPHbIN COCTaB e/l U HOCUT PEKOMEHAATE/IbHbIV XapaKTep) (.
4.17. Npasun).

B HOMeHK/aType A0/XKHbI 6bITb NPeAyCMOTPEHbI 3aro/IOBKU AN ANA TPYNNUPOBKU AOKYMEHTOB,
OTPaArKaloLWMX BCE AOKYMEHTUPYEMbIE YY4ACTKM PaboTbl M BOMPOCHI AeATENbHOCTU OpPraHM3aLnm.

Mpun cocTaBNeHNM HOMEHKNATYpbl Aen cnegyeT pyKoBOACTBOBATLCA YCTaBOM UM NONOXKEHNEM 06
opraHunsauunn, noNoOKEHUAMU O CTPYKTYPHbLIX MNo4dpa3dgeneHunAax, MnoNOKEHUAMU KONNErnasibHbiX,
coBewaTeNbHbIX U WMHbIX OpraHax, WTaTHbiIM pacnucaHnem, pernctpaymnoHHO-y4eTHbIMU d)OpMaMM
(KapTOTeKaMM, KypHanramm ¢ ,Cl,p.), BeAOMCTBEHHbIMMA W TUNOBbIMU NepevyHAMU [LOKYMEHTOB C
YKa3aHnem CpPOKOB MUX XpPaHEHUA, 3aKOHOAATE/IbHbIMU U UHBIMN HOPMATUBHbIMUN MPAaBOBbIMU aKTaMMW,
TUNOBbIMU U NPUMEPHBIMN HOMEHKNIAaTYypaMu gen.

B HOMeHKnaTypy [Aen BKAKYAOTCA 3aro/IOBKM A€ MOCTOSHHO MAM BPEMEHHO OEWCTBYHOLLMX
OpraHoB, OOKYMEHTbl KOTOPbIX C/Y»KAT MpPaBOBbIM OCHOBaHMEM A/A MOATBEPXKAEHUA MNOJHOMOYMUIA
opraHusaumm (Hanpumep, [nOena YYeHbIX COBETOB, [AWCCEPTALMOHHbIX COBETOB, METOANYECKUX,
3KCNEePTHbIX, KOHTPO/IbHbIX KOMUCCUI 1 Ap.).

B HOMeHKNaTypy n4en BHOBb CO34aHHOW OpraHuM3auuu WAM OpraHM3auMu-rpaBoNpeeMHUKa
BK/IIOYAIOTCS 3ar0/I0BKM He3aBepLUEHHbIX 4e/10NPOM3BOACTBOM AEN JIMKBUAMPOBAHHbLIX OpraHU3aLui,
NpaBoNPeEeMHUKOM KOTOPbIX ABAAETCA OpraHM3aums.

He BK/10YAIOTCA B HOMEHK/IATYpY AeN 3aro/0BKM NeYaTHbIX U3AaHWNNA.
1.1.1.3. CoctasneHue 3aron0BKOB (HaMMmeHOBaHUI) aen

3aronoBOK Aena A0/KeH YeTKo M B 0606LlieHHONW dopme OTpa)kaTb OCHOBHOE COAEp)KaHue U
COCTaB AOKYMEHTOB Aena.

He pgonyckaeTtcs ynoTpebnsaTb B 3arosioBKe Aena HeKOHKpeTHble dopmynmpoBku ("matepuanst”,

"pa3Hble maTepuanbl”, "obuUlan nepenncka" 1 T.4.), a TakKe BBOAHbIE C/I0BA U C/IOXKHbIE CUHTAKCUYecKme
060poThl.

3aronoBOK gena CoOCTOUT U3 3/IEMEHTOB, OTpa*Katowux:

- HasBaHue BMAA Aena (Nepenucka, XKypHaa, 4eNo U Ap.) UAN PasHOBMAHOCTM AOKYMEHTOB
(npoToKosbl, NpuKasbl 1 ap.);

- Ha3dBaHWMe OopraHnsaumun, CTPyKTypHOro noapasageneHua, KonaernaabHoro (COBELLI,aTeanOFO nnn
VIHOFO) OpraHa, 40/IXXHOCTHOIO /inua - aBTOPa JOKYMEHTA,

- Ha3BaHWe opraHuWsauuu, KoTtopon OyayT agpecoBaHbl WMAM OT KOTOPOM OyayT MOJyYeHbl
OOKYMeHTbI (agpecaT Uan KOppPecnoHAEHT AOKYMEHTA);

- KpaTKoe cogepaHne JOKYMEHTOB AeNa;

- AaTbl (Nnepunog), K KOTOPbIM OTHOCATCA AOKYMEHTbI AeNa;



- Ha3BaHME MECTHOCTU (TeppPUTOPMM), C KOTOPOW CBA3AHO COAEPIKAHNE AOKYMEHTOB AeNa;
- YKa3aHMe Ha KOMUMHOCTb AOKYMEHTOB Aena.

KOHKpeTHbI COCTaB 3/1eMeHTOB 3aro/oBKa fena onpeaenaeTca XapakKTepom W coaepskaHuem
[OKYMEHTOB aena.

B 3arosioBKax [Aen, cogeprkalumx OOKYMEHTbl MO OZHOMY BOMPOCY, HO He CBA3AHHbIX
nocnefoBaTeNbHOCTbIO  A€/0MNpPOU3BOACTBA, B KayecTBe BuAa JAena ynoTpebnAaetrca TepMUH
"NOKYyMeHTbI", @ B KOHLe 3aro/noBKa B CKODOKax YKa3blBalOTCA OCHOBHblE Pa3sHOBUAHOCTU AOKYMEHTOB,
KOTOpble A0/KHbI BbITb CTPYNNMPOBaHbI B Ae/e, Hanpumep:

[OKyMeHTbI 0 paccMOTpeHUn obpalleHuii rpaxkaaH (0630pbl, CNPaBKK, aHAIMTUYECKME 3aNNCKN).

B 3aronoBKax Aen, cofepyKalimx nepenuncky, yKasbliBaeTcA, C KEM W NO KakomMy BOMPOCYy OHa
Begetca. EcnivM nepenncka BeaeTcA C OAHOPOAHLIMW KOppecnoHAeHTamMu, B 3aro/loBKe Aefla OHMU
YyKa3sblBatoTcs 0606LLEHHO, Hanpumep:

Mepenucka c apXMBHLIMU YUYPEXAEHUAMU O KOMMIEKTOBaHUM ApxuBHOro ¢oHaa Poccuiickoi
depepaumnn Hay4YHO-TEXHMYECKOW AOKYMEHTAUMEN.

Echn nepenucka Bepetca C pasHbIMKU OpraHM3auMamu, nNocaegHuve B 3aro/0BKe fenla He
YKa3blBalOTCA, Hanpumep:

MNepenuncka 06 OopraHunsaunmn cemmHapos No nosbiWEHNIO KBa/'IMd)VIKaU,VIM.

B 3aronoBKe fena yKa3blBAaeTCA KOHKPETHbIA KOPPECNOHAEHT, €C/IM NepPennCKa BeeTcA TONbKO C
HUM, Hanpumep:

MepenucKka c PepepanbHbiM apXMBHBIM areHTCTBOM O Nnepegaye A4OKYMEHTOB B COCTaB APXMBHOIO
doHaa Poccuiickoit Peagepaumnn.

B 3aronosKax Aen, coaeprKalimx naaHoBYIO UAM OTYETHYIO JOKYMEHTALMIO, YKa3blBAeTCA Neprog,
(kBapTan, nonyroaue, roa), Ha (3a) KOTOpPbI cOCTaB/EHbI NaHbl (OTYETHI), HANPUMEP:

fopoBble oTyeThI AAMMHMCTpaTVIBHO-XO3FIV1CTB€HHOFO ynpassieHna o pa60Te dBTOTPAHCNOpPTA.

B 3aronoBKe Aena, COAEPKALLero cratMcTuyeckue ¢Gopmbl, LOMKHbI ObiTb YKasaHbl Ha3BaHMA
dopm, Ux Homep unn ycnosHoe obo3HayeHme (LWnop).

fogoBoi oTyeT 0 paboTe uexos no ¢opme b-38.

Ecnv peno 6yaeTt coctoATb U3 HECKOIbKMX TOMOB MK YacTen, TO COCTaBasieTca obLWniA 3aro/ioBoK
Oena, a 3ateM Npu HeobXoAMMOCTU COCTaBAAIOTCA 3aro/IOBKM KaxKAoro Toma (4actu), yToudHsawowue
cofieprKaHune 3arosioBKa gena.

Eciv B AeN0 MOMELLAlOTCA KOMNUM AOKYMEHTOB, B 3aro/I0BOK Aefla BKAOYAeTcA OTMeTKa o
KOMUIAHOCTW, Hanpumep:

LWTaTHOE pacnncaHue 06LLI,ECTBa N USMEHEHUA K HEMY. Konuwu.

3aro/IoBKM MOTYT YTOYHATLCA B npouecce GpopmupoBaHus u odopmnaeHus pen. UNameHeHus
(yTouHeHun) 3aronoBKa Aena oTparkatoTcA B paboyem sK3emnaape HOMEHKAATypbl Aen 1 Ha 06/10XKKe
aena.

1.1.1.4. Cuctemartmsayma 3aroIOBKOB BHYTPU pasaena
HOMEHKANATypbl aen



B Hauane pasgena HOMEHKIATYpbl AeN PeKOMeHAYeTca pacnonaratb 3aro/IoBKM e, CoAeprKallnx
B KOMMAX OpPraHU3aUMOHHO-pacnopsaauTENbHbIe  AOKYMEHTbl, HOPMaTMBHble MNpPaBOBble aKTbl
BbILLIECTOALMX OPraHU3aLUnii, ecnm OHU MMEIOTCS, 3aTeM PAcMo/araloTcsa 3aro/IoBKM AeN, CcogepiKalumx
OpraHU3aUMoOHHO-pacnopsaauTeNbHbIE  AOKYMEHTbl OpraHM3aunu (NPOTOKO/bI  KOMNErnanbHbiX U
COBELLATE/IbHbIX OPraHOB, /IOKAa/ibHble HOPMAaTMBHbIE aKTbl, MPWUKa3bl, pacnopsxkeHus, U ap.). Oanee
pacnonaratoTca 3aro/IoBKM A€/, COAeprKalLMX NAaHOBble, OTYETHbIE AOKYMEHTbI B NOCNEA0BaTE/NbHOCTU
OT Haubosbliero nepvoga - K HaMmeHbwemy (rogoBoi nnaH (oTyeT), nonyrofoBol nnaH (oTyerT),
KBapTa/bHbIA NnaH (otyeT) M T1.4.). Mocse NNaHOBOM U OTYETHOM AOKYMEHTaLuuu cneaytoT 3aroioBKU
OEN, BKAOYAOLWWNX AOKYMEHTbI, OTpakalolwme OCHOBHYIO AeATeNIbHOCTb CTPYKTYPHOIo NoApasaeneHums,
KON/IeTManbHOro, COBELLATeNbHOrO WM WMHOro opraHa. [anee - nepenucka (CHayana nepenucka c
BblLLIECTOALLE OpraHu3aLmnen n opraHammn BAacTy, 3aTemM C NOABEA0MCTBEHHbIMM OpraHM3auuamm (npu
MX HanMuuu), nocne - nepenucka C MHbIMKU OpraHM3auMaMM U rpa)kgaHamu). B KoHue pasgena
HOMEHKNATYPbl A&/l MOMELLAIOT 3ar0/I0BKM PErucTpaLMOHHO-YYETHbIX GOPM (KapTOTEK, KYPHANOB, KHUT

nap.).

3aro/IoBKKU Aen, 3aBefeHHbIX No reorpadpuyueckomy npusHaky, BHOCATCA B HOMEHKIATYpy Aen no
andasuTy reorpadpmyecKkmMx HazBaHMi.

DNeKTPOHHble Aena, PopMUPYEMbIE B CUCTEME 3/IEKTPOHHOTO AOKYMEHTOO60POTA, BK/OYAOTCA B
HOMEHKNATYpy 4en Ha obwmx ocHoBaHusAX. B rpade "lMpumeyaHue" HOMeHKAATypbl Aen Aenaetcs
OTMETKa O TOM, YTO AEN0 BEAETCA B 3/IEKTPOHHOM BUAE C YKa3aHUEM MHPOPMALMOHHOM cnucTembl (6asbl
[JaHHbIX) - MECTa TeKYLLEro XpaHeHMA 3NEKTPOHHbIX AOKYMEHTOB.

B rpady 2 "3aronoBoK gena" HOMEHKNATypbl Aen BKAKOYAOTCA 3aro/ioBKU Aen (Tomos, yacTeit),
(npunoskeHua N 25, 26 Mpasun).

UHpeKcauma gen

MHAaeKcbl aen, BKAOYEHHbIX B HOMEHKNATypy Aes, npoctasastotca B rpade 1 "MHaekc aena".
NHAEeKC NpUCBaAMBAETCA KAXKAOMY ANy, BKAIOYEHHOMY B HOMEHKNATYPY Aen. UHAEeKC gena cocTouT u3
Koga (umdbpoBoro mamM BGyKBEHHO-LMGPOBOro) CTPYKTYPHOro NoapasfeneHus, KOANEernasbHoro Wau
COBELWATENbHOIO  OpraHa WAW  Hanpas/ieHuA  AeATeNbHOCTM  OpraHM3auMu, YCTaHOBJIEHHOTO
KnaccuPpuMKaToOpoM  CTPYKTYPHbIX MOAPA3AENEeHUN, YTBEPKAEHHOW CTPYKTYPOM WMAW  WITATHbIM
pacnucaHnem opraHu3aLmn, U OTAEeNEHHOro OT Hero gedrcom NopaaKoBOro HoOMepa 3aro/IoBKa Aena B
paMKax pasfaena HOMeHKNATypbl aen, Hanpumep: 11-05, rae:

11 - Kop, CTPYKTYPHOTO NoApasaeneHus;

05 - NopAAKOBbIM HOMep Aena B pasgesie HOMEHKNaTypbl Aesl, COOTBETCTBYHOLLEM AaHHOMY
CTPYKTYPHOMY NoApasaeneHuto.

B HOMeHKNaType Aen peKoMeHAYEeTCA COXPaHATb OAMHAKOBble MHAEKCHI AN OAHOPOAHbLIX AeN B
npegenax pasHblX CTPYKTYPHbIX NoApa3aeieHnin, Hanpumep:

02-03 (03-03, 04-03 1 1.4.) NMpKKasbl N0 OCHOBHOW AeATenbHOCTU. Konum

DNEeKTPOHHbIe AOKYMEHTbI CUCTEMATUIMPYIOTCA B MHOOPMaLMOHHOM cnucteme <5> B COOTBETCTBUM
C HOMEHK/aTypon Aen opraHusalmm U UHAEKCUPYIOTCA B NOPAAKE, YCTAHOBJEHHOM B OTHOLLEHUM Aen,
COOPMUPOBAHHbLIX M3 AOKYMEHTOB Ha 6OymarKHOM HocuTene. K MHAEKCY 3/1eKTPOHHOro pgena B
HOMeEHKNaType Aen MmoxeT paobasnatbca autepa "d" (dnektpoHHoe) uan "d" (DNeKTpOHHbIe
OOKYMEHTbI). B KOHLEe HOMEHKNaTypbl Aen (nepes MTOroBOM 3anmcbio) peKoMeHAyeTcs YKasbiBaTb
ncnosb3yembie Npu OnNpeaeneHUM CPOKOB XPaHEHUS NepedyHu AOKYMEHTOB M Apyrue HOpMaTUBHbIE
[OKYMEHTbI, @ TaK¥Ke NoJiHble HauMEHOBaHMA BCEX YCOBHbIX M COKPaLLEeHHbIX HaMMEeHOBaHWA.



<5> MHpOpMaLMOHHAn CMCTEMA - COBOKYMHOCTb codepKalleica B 6asax AaHHbIX MHGopmauum u
obecneumBaowmx ee 06paboTKy MHPOPMALMOHHBIX TEXHONOTUI N TEXHUYECKUX cpeacTs (PesepanbHbiit
3aKOH OT 27 utona 2006 r. "06 nHbopmaumnmn, MHGOPMaLMOHHbIX TEXHONOTUAX O 3almuTe MHbopmaLmnn'
(cT. 2, n. 3).

1.1.1.5. OnpeaeneHne cpoKOB XpaHeHUA aen

CpoKM XpaHeHUus Aen onpeaenatoTca no nepeyHam (TMNOBOMY, BEAOMCTBEHHOMY MM MHOMY) C
YKa3aHMeM CPOKOB XpaHEeHMUs, 3aKOHOAATENbHbIM MM MHbIM HOPMATMBHbLIM MPABOBbIM aKTam, NO
TUNOBON WAW MPUMEPHOW HOoMeHKnatype aen (n. 4.17. MNpasua). YcTaHOBAEHHbIE CPOKU XpaHeHusA
[OKYMEHTOB NEPeHOCATCA B HOMEHKAATYpy Aesl 6e3 U3meHeHun.

Mpn BbIABAEHMM B OPraHU3aLMM AOKYMEHTOB, CPOK XPaHEHWA KOTOPbIX He npeaycMOTpeH
TUNOBbIMM  UAW  BEAOMCTBEHHBIMU MNEPEYHAMM [OKYMEHTOB, 3aKOHOAATENbHbIMW WAN  WMHbIMM
HOPMaTMBHbIMMW NPABOBbLIMW aKTaMM, TUNOBbIMW U MPUMEPHBIMU HOMEHKNATYPAMK AeN, NPesoXKeHUs
Mo YCTAaHOB/JIEHUIO CPOKOB WX XpaHEeHMA NPeACTaBAAloTcA Ha paccmoTtpeHue LMK npu Pocapxuse B
nopszKke, NpPeaycMOTPEeHHOM pernameHTom ee pabotbl. LIK (IK) opraHusaumm moxeT obpatutbes
npeasoXKeHMAMMN NO YCTAHOBNEHMIO CPOKOB XpaHeHua B LMK npu PocapxvBe CaMOCTOATENbHO WU
yepes MK COOTBETCTBYIOLLETO aPXMBHOTO YYPEKAEHUS.

CpOKM XpaHeHUs aen npocTasaaloTca B rpade 4 HOMEHKNATypbl Aen. Mog CPoKoM XpaHeHus B
rpade 4 ykasbiBaeTcA HOMEp CTaTbM MO NEPEYHID, a TAKKE MOKET YKa3blBaTbCA YCA0BHOE 0603HaYeHne
nepeyHs (ecam Mx MCNob30BaHO HECKO/IbKO), KOTOPbIM MCNOb30BaCA NPU ONpeaeaeHnn CpoKa.

1.1.1.6. CocTaBneHue UTOroBOM 3aNMCU HOMEHKAATYpPbI aen

Mo OKOHYaHMM KasieH4apPHOro rofa B KOHLLE HOMEHKNATYpb!l Ael COCTaBASeTCA UTOroBas 3anuchb o
KoJinyecTBe 3aBeAeHHbIX Aen no ¢opme, ykasaHHoM B npuaoxeHun N 25 Mpaeua. B ntoroeoi 3anucu
OTAENbHO YKA3blBAETCA KOJIMYECTBO 3aBEeAEHHbIX AeN NOCTOSHHOro, BpeMeHHbIX (cebiwe 10 neT) u
BpeMeHHbIX (840 10 neT BKAOYWUTENBHO) CPOKOB XPAHEHMSA HA OyMaXKHOM HOCUTEsNEe U KOJMYECTBO
nepexoasalmx gen n gen ¢ otmeTkoi 3MK. Ona yyeTa 3NEKTPOHHbIX AEN PEKOMEHAYETCA COCTaBAATb
OTAENbHYIO UTOrOBYIO 3aMMCb, B KOTOPOW YKa3blBaeTCA KOMYECTBO CHOPMMPOBAHHbBIX SNEKTPOHHbIX AN
(no cpokam xpaHeHuA) 1 nx o6vbem B M6. MTorosas 3anmcb COCTaBAAETCA C Y4ETOM AAHHbIX, BHECEHHbIX
B rpady 3 "KosnmyectBo pgen" u 3anonHaAeTcA Mo 3aBeplleHMM KaneHaapHoro roga. B rpade
"MpumeyaHune" B Te4eHMEe BCEro CPOKa AEeNCTBUA HOMEHKIATYpPbl NPOCTaBAAOTCA OTMETKM O 3aBefeHUM
Aen (B TOM uucne, SNEKTPOHHbIX), O MepexofAalwmx Aefax, O BblAENEHUN AeN K YHUUTOXEHMIO NOo
UCTEYEHUWN CPOKOB MX XPAaHEHWUs, O MecTe XpaHeHWsA NOAJAMHHUKOB AOKYMEHTOB, O nepejaye fen B
APpYryto opraHusauuio gas npojokeHua u ap. CeBefeHuA, cofepikalivecs B MTOrOBOW 3anucu
HOMEHKANaTYpbl AeN OpraHM3aLmn, NepesatoTca B apXMB OpraHM3aLmnmn, 0 Hem B HOMEHKNAType AenaeTca
OTMETKA C YKasaHWem AO0/IKHOCTU NiMua, caefaBllero oTMeTKy, ero noanucn n pacwndpoBKM nognmcu
(npunoskeHue N 25 Mpasun).

lpaduueckoe wusobpaxkeHme npouecca 1.1.1 "CocTaBneHue, cornacoBaHue, YTBEPXKAEHUE
HOMEHKNaTypbl Aen opraHusaumm' npeacrasseHo Ha cxeme 02 npunoxeHus N 4.

1.1.2. OT60p A,OKYMEHTOB 4NA Nepesayun B apXMB OpraHUsauum
M ANA BblAeNEeHUA K YHUUTOXKEHUIO

Mpn npoBeaeHMN 3SKCNepTU3bl LEeHHOCTU [OOKYMEHTOB B CTPYKTYPHbIX nogpasgeneHunax
OopraHunsaunm nposoauUTCA:

- OT60p AOKYMEHTOB NMNOCTOAHHOIO N BPEMEHHDbIX (CBbILLle 10 }'IeT) CPOKOB XpaHeHUA AnAa nepenayvu
B apXuB opraHnsauunu;



- 0TOOpP AOKYMEHTOB C BPEMEHHbIMM CPOKaMK XpaHeHus (40 10 neT BKAYNUTENbHO), NOgAEeKaLMNX
XPaHEHUIO B CTPYKTYPHbIX NO4PA3AeNEHUAX;

- OT60p AOOKYMEHTOB, CPOKU XpaHEHUA KOTOPbIX NCTEKTNU, ANA BblAeNEHNA K YHUUYTOXEHUIO.

[ena nocTosaHHOro M BpemeHHbIX (cBbiwe 10 NeT) CPOKOB XPaHEHUS U NO JIMYHOMY COCTaBY
NoZBEpPratoTCs NOJANCTHOMY NPOCMOTPY B LLEAAX ONpeaesieHNs U BblAeEHUS U3 UX COCTaBa JOKYMEHTOB,
He noAfieXkallmx NoCTOAHHOMY XpaHeHuo. OT6op AOKYMEHTOB MOCTOAHHOIO XPaHEHWUA U BPEMEHHbIX
(cBblwe 10 neT) CPoOKOB XpaHEHMA MPOBOAMTCA Ha OCHOBAHUWM MepeyHen AOKYMEHTOB C yKa3aHMem
CPOKOB MX XpaHeHWA (TMNOBOro, Be4OMCTBEHHOI0) M HOMEHKAATYPbI Ae OpraHn3aumu.

B cnyyae HeobHapyXeHUs Aen, yKkasaHHbIX B HOMEHKAAType Aef, OCYLLeCTBAAETCA UX PO3bICK (cm.
n. 1.3. MeToan4eckux pekomeHaaLumin).

He ponyckaeTcs oT60p OOKYMEHTOB AR XPaHEHUA U BblAENeHUA K YHUUTOMKEHWMIO TO/IbKO Ha
OCHOBaHMM NPOCMOTPA 3aro/soBKoB gen. OAHOBPEMEHHO C OT6OpPOM [OKYMEHTOB, NoA/eXKalmx
nepezaye B apxMB OpraHM3aLMm, NPOBEPAETCA NPaBUIbHOCTL GOPMUPOBAHUA Aen.

dopmunpoBaHMe aena - 3TO rPynnMPOBKA UCMOIHEHHbIX SOKYMEHTOB B AE€N0 B COOTBETCTBUU C
HOMEHKNATYPON AeN U UX cucTeMaTmM3aLma BHYTpU gena.

MpoBepka nNpaBuUAbHOCTM  GOPMUPOBAHMA  Aes  MPOBOAMTCA  COTPYAHUKAMWU  CAYKObI
Aenonpoussoactea (apxuea) B MPUCYTCTBMM /ML,  OTBETCTBEHHbIX 33  Ae/0NpPOV3BOACTBO
(bopmumpoBaHue aen) B CTPYKTYPHbLIX NOApasaeneHunsx.

MpoBepKa NpaBuMAbHOCTM GOPMUPOBAHUA Aes MPOBOAWUTCS B COOTBETCTBUM C TpeboBaHWUAMM,
ycTaHoBaeHHbIMK N. 4.20. MNMpasun.

Mpu popmnpoBaHnK gen HeobxoamMmo cobatogaTs caeaytolme npaBmna:

- B 4eN0 NOMELLAoTCA AOKYMEHTbI, KOTOPbIE MO CBOEMY COAEP}KaHWMIO COOTBETCTBYIOT 3aro/I0BKYy
Aena, Npy 3TOM 3anpelLaeTcsa rpynnmMpoBaTh B Aena YepHoBble U Ay6aeTHble 3K3eMMAAPbI AOKYMEHTOB,
a TaK»Ke JOKYMEHTbI, MoAnesKallme Bo3BpaTy;

- gena ¢opmMmupyloTca NpU  LEeHTpaansoBaHHOM ¢opme opraHusaumMm Aesionpou3BOACTBA -
cnyKbol  4enonpovsBOACTBA OpraHM3auuMu; MpuM  CMelWwaHHOW - cayKbol 4enonpous3BoAcTBa
OpraHM3aumMmn 1 CTPYKTYPHbIMWU NOAPA3LENEHUAMMN (NMLAMM, OTBETCTBEHHbIMW 33 A4E/10NPOM3BOACTBO)
opraHu3aumm;

- AOKYMEHTbI NOCTOAHHOIO N BpeMEHHOIo XxpaHeHnA NOMeLaoTCA B OTAE/IbHbIE A€Na;

- B AeN0 BK/OYaeTca Mo OAHOMY 3K3eMMAAPY KaXKAoro AoKymeHTa (NOAJAMHHUK AOKYMEHTa,
CO034aHHOr0 B OpraHWsauum, NOANMHHUK WAW KOMMUA NOCTYNMUBLUErO B OPraHU3aUMIo [AO0KYMEHTa,
NOANMHHUK (MpY OTNpaBKe AOKYMEHTa TONbKO Mo dakcy UAK B BUAE SNEKTPOHHOMN KOMuUK) Mam Konus
ncxoanALLEero AOKYMeHTa);

- KakOblil OOKYMEHT, MOMELLEHHbIA B Aefo, Ao/KeH 6biTb opopmaeH B COOTBETCTBUM C
YCTaHOBAEHHbIMMK TpeboBaHUAMY;

- B [AeN0 BK/OYAOTCA AOKYMEHTbl OAHOro KaneHAapHOro rofa, WCKAYEHWA COCTaBAAIOT:
nepexogalime fena; cyaebHole aena; AMyHble gena, Kotopble GOPMUPYIOTCA B TEUEHWE BCEro NeprMosa
paboTbl 4aHHOTO /MLA B OPraHU3aunn; AOKYMEHTbI BbIBOPHbIX OPraHOB M MX MOCTOSHHbIX KOMWUCCUNA,
AenyTaTcKMX rpynmn, KoTopble TPYNnupyloTca 3a Nepuog, UX Co3bliBa; AOKYMEHTbl y4ebHbIX 3aBeaeHui,
KoTopble GOPMMPYIOTCA 3a Yy4yebHbIM rod; OOKYMEHTbl TeaTpOB, XapaKTepusylolue CLEHUYECKYIo
[AeATe/IbHOCTb 3a TeaTpasibHbIN Ce30H; Aena ¢UAbMOB, pyKonucen, uctopmm 6onesHein n ap.;



- AeN0 He A0/IKHO coaeprKaTb 6osiee 250 AMcTOB Npu ToNWMHe He 6onee 4 cm.
BHYTpW Aena AOKYMEHTbl MOryT 6bITb PaCNONOXKEHbI:

- MO XPOHO/IOMMN N NOPAAOKY PErMCTpaLlMOHHbIX HOMEPOB: BXoAALWMne (nocwnarou.me) AOOKYMEHTDI -
no Aatam NOCTynaeHuAa, ucxogaiwime (OTI'IpanIEHHbIe) - MO AaTaM OTnpaBKy,

- No andasBMTy aBTOPOB WM KOPPECMNOHAEHTOB;
- MO NpoLeccy paccMOTPeHMUs Bonpoca.

MpunoxeHna K [OKYMEHTaM, He3aBUCMMO OT JaTbl UX YTBEPXKAEHUA WAN COCTaBJIeHUsA,
NPUCOEANHAIOTCA K AOKYMEHTAM, K KOTOPbIM OHU OTHOCATCA; NPUNTOXKEHNA ob6bemom cBbiwe 250 nuctoB
BblOENAIOTCA B OTAEI'IbeIVI TOM, O 4eEM B IUCTE-3aBepUTENE ENa B rpad)e 1 penaetca oTmeTKa.

PacnopagutesnbHble OOKYMEHTbl FPynnupyoTca B Aena No BMAaM AOKYMEHTOB U XPOHOJIOTUKU C
OTHOCAWMMUNCA K HUM NPUNOKEHNAMMN:

- MpaBWaa, MOJIOKEHUA, WHCTPYKUMU, PernameHTbl, YTBEPXKAEHHbIe pacnopaauTenbHbIMM
OOKYMEHTaMU, ABAAIOTCA MPUNOKEHUAMM K HUM M BK/OYAIOTCA B AEN0 BMECTe C YKa3aHHbIMM
OOKYMEHTaMU; eCIN OHU YTBEPKAEHbI KaK CAMOCTOATE/IbHbIE AOKYMEHTbI, X GOPMUPYIOT B OTAE/bHbIE
aena;

- NPUKa3bl No OCHOBHOW AeATENbHOCTU BKNKOYAOTCA B Aesla OTAE/NIbHO OT NMPWUKa3oB Mo JIMYHOMY
COCTaBy U NPMUKa3oB Nno a,CI,MVIHMCTpaTMBHO-XO3ﬂ[/'1CTBEHHbIM BONpOCam;

- NPWKasbl NO JIMYHOMY COCTaBY BK/OYAIOTCA B Ae/la B COOTBETCTBUM CO CPOKaAMM MX XpaHeHWA
(npmKasbl NO AMYHOMY cOCTaBy CO CpoKamm xpaHeHua 75 net 3K mam 50 net MK nomeluatotca B gena
OTZE/IbHO OT AOKYMEHTOB MO JIMYHOMY COCTaBy CO CPOKOM XpaHeHus 5 net). LenecoobpasHo npwu
60blWnX obbemax OOKYMEHTOB MNPWMKa3bl MO JIMYHOMY COCTaBY, KacaloliMecs pPas3/IMYHbIX CTOPOH
yrpaB/ieHua nepcoHasom (npvem Ha paboTy, nepemelleHWe, YBOJbHEHWE, KOMAHIAUPOBKMY,
npemupoBaHue 1 Ap.), rPyNN1poBaTh B OTAE/IbHbIE AeNa;

- NOPYYEHUSA BbILECTOALWMX OPraHU3aLMii U AOKYMEHTbI MO UX BbIMOJHEHUIO TPYNNUPYIOTCS B Aena
no AaTam NopyyYeHui;

- yTBEpPXKAEHHbIE MaHbl, OTYETbl, CMETbl, TMMWUTbI, TUTY/NIbHblE CNUCKKN U [Opyrne OOKYMEHTbI
BK/TIOYAKOTCA B A€/1a OTAE/IbHO OT UX NPOEKTOB,

- OOKYMEHTbl B JIM4HbLIX AesiaX pacnonaratdtcaA B XPOHO/NOINMYECKOM nopAagKke no mepe wux
NoCTynaeHuA,

- [OKYMeHTbl Mo 3apaboTHoOW nnate paboTHMKOB (/MueBble cYeTa, KapTOYKU-CMPABKM)
rPYNNMPYOTCA B CAMOCTOATE/IbHbIE AeNa M pacnoaratoTca B HUMX Nno andasuty amunmnii paboTHUKOB B
npeaenax KaneH4apHoro roga;

- obpalleHna rpaxaaH (NpeanoxeHns, 3aaBieHNns, Kanobbl) N AOKYMEHTbI NO UX PACCMOTPEHUIO,
Mo BOMpOCaM TBOPYECKOrO XapaKTepa, a TaKKe cofepyKaline cBeAeHMA O Cepbe3HblX HeaocCTaTKax M
3710ynoTpebneHnax, Koppynuum nomeLatoTca B Aena oTAe/bHO OT obpalleHuUid rpaskaaH no AMYHbIM
BONpPOCaM W BOMPOCaM OMNepaTMBHOrO XxapaKkTepa; obpalleHua rpaxgaH W [AOKYMEHTbl Mo MX
paccMOTPeHUIo NoMelLaloTcas B Aeno B andaBUTHOM nopsagake (no damuavam 3aasuTeneit) uam B
XpOHOJIorMYeckom nopsgke (no gatam obpalyeHui);

- NepenuckKa cuctematusmpyeTtca B Aefe B XPOHONOIMYECKOW Noc/ieaoBaTeNlbHOCTU; AOKYMEHT-
OTBET MOMELLAeTCA 3a AOKYMEHTOM-3arnpocom Mo AaTe OTBeTa, MHMUMATUBHbIE MUCbMa - MO AaTe
pernctpaumn. [pu BO30BHOBAEHUM MEPENUCKM MO OnpefesieHHOMY BOMPOCY, Hadasweilca B



npeablayliem rogdy, AOKYMEHTbl BK/AOYAOTCA B [e/0 TeKyllero roga C yKasaHMem MHAeKca fAena
npeablayliero roaa.

B xoae oTbopa AOKYMEHTOB ANA nepedadn B apxuB opraHusaumm Ayb6aeTHble 3K3eMMasapbl,
YepHOBMKN, He3aBepeHHble KOMWU OOKYMEHTOB M [OKYMEHTbl C BPeMeHHbIMU CPOKaMK XpaHeHus
M3biMaloTCA M3 Aen, NpoBoauTca odpopmaeHue Aen, CBeAeHMA O Aenax BK/YaloTcA B ONUCK aen
CTPYKTYPHOrO noapasae/ieHna v noc/ie Yero Aesa Nnepeaatorcs B apxms opraHmM3aumm.

JOKYyMEHTbI, HE NoAJiexallne XPaHEHWNIO, BbIAENSAIOTCA K YHUUTOMKEHUIO.,

Oena c otmeTtkoit "IMK" noanexar NOAMCTHOMY NPOCMOTPY B LENsAX onpeaeseHnsa 1 BblaeneHus
M3 UX COCTaBa AOKYMEHTOB, NOAJ/eXKalUMX NOCTOAHHOMY XPaHEeHWUIO0. BblaeneHHble U3 Aen ¢ OTMETKOM
"3MNK" [OKYMEHTbl, NoANe)Kawme nepesadye Ha MNOCTOAHHOE XpaHEHMEe, NPUCOeAMHAIOTCA K
COOTBETCTBYHOLLMM AEeNaM MOCTOSHHOIO CPOKA XPaHEHUA UAM 0POPMAAIOTCA B CAMOCTONATENbHbIE Aena,
BK/IIOYAIOTCA B OMUCb AeN CTPYKTYPHOro noapasgeneHus, M NepematoTcs B apxXMB OpraHusauumu.
OcTanbHble AOKYMeHTbl fen ¢ oTmeTKon I3MK, He nognexkawme XpaHeHUlo, BblaenstoTca K
YHUUTOXEHUIO. MpW BKAOYEHUM UX B aKT O BblAENEHUMU K YHUUTOXKEHUIO AOKYMEHTOB, HE NoA/eXaLLnxX
XpaHeHuto, otmeTKa MK B rpade "CpoK xpaHeHUs" He yKasbiBaeTcs.

lpadumyeckoe u3obpakeHne npouecca 1.1.2 "OT6op A[OKYMEHTOB ANA Nepedayyd B apxuB
OopraHM3aumMn 1 gns BbiAENEHUA K YHUUTOXKEHUIO" NpeacTaBaeHo Ha cxeme 03 npunoskeHusa N 4.,

1.2. OpopmneHue gen

Jena nocTosHHOro U BpemeHHbIX (cBbie 10 NeT) CPOKOB XpaHEeHMA, B TOM YMCAE MO JUYHOMY
COCTaBy, 3aKOHYEHHble Aen0onpPou3BOACTBOM, [AOJ/KHbI OblTb MOArOTOBAEHbI K MNepefavye B apxuB
opraHusauuu (n. 4.19 NMpasun).

[na NoAroToBKM K Nepegaye B apxuB Aena noanexkat opopmMNeHUIo U ONUCaHNIO B COOTBETCTBUM
c TpeboBaHuAmMHK Mpasun (n. 4.19.).

OdopmneHne gen gna nepegayv B apxme OPraHM3aLMM OCYLLECTBASAETCA B A4e/0NpOou3BOACTBE
COTPYAHUKAMU CYXKObI 4,eN10NPOM3BOACTBA UM OTBETCTBEHHbIMM 33 AE€/10MPON3BOACTBO B CTPYKTYPHbIX
noapasfeneHusx.

MonHoe opopmaeHne gena Ha BymarKHOM HocuTesle NPeayCMaTPUBAET BbINOJIHEHUE CeAYIOLLNX
[encTBum:

- NOALIMBKY WM NepenseT 4OKYMEHTOB Aena;
- HYMepaLMio IMCTOB Aena;

- cOCcTaB/ieHUe nncTa-3aBeputena gena (npunoskeHue N 8 Mpasun);

- COCTaB/ieHUe BHYTPEeHHel onucK AoKyMeHToB aena (npunoxkeHue N 27 Mpasun);
- obopmneHune 0610XKKK aena (npunoxeHune N 28 Mpasun).

Mpu noalumeke (Nepennete) Aena BbINOAHAOTCA Cnedylolimne AeUCTBUA:

- MeTannyeckme ckpenneHus (bynasku, CKpenku) U3 AOKYMEHTOB yAanAoTCs;

- B Hayane gena, Npu HeobxoAMMOCTM, NOALIMBAOTCA NUCTbl BHYTPEHHEN OMUCU LOKYMEHTOB
Aena, B KOHLe KaXXaoro Aena noglwmeBaeTca AMCT-3aBepuTent Aena; AOKYMEHTbl, COCTaBaaAowWwme aeno,
NoALWMBAIOTCA HA YeTbipe MPOKONA B TBEPAYID OONOXKY M3 KAPTOHA MAM NepensieTaloTcs C y4eTom
BO3MOXHOCTM CBOBOAHOrO UYTEHUA TeKCTa BCeX AOKYMEHTOB, AaT, BU3 U pe3oaouunit Ha Hux (n. 4.21.



Mpasun).

Mpn Hannumm B fJene oOTAENbHbIX ocobo LUEHHbIX OOKYMEHTOB, a TaKXe HEBOCTpE6OBaHHbIX
AOKYMEHTOB (pr,D,OBbIX KHWXEK, Annaomos v ,u,p.), 3TN AOKYMEHTbI BK/1a4blBAOTCA B KOHBEPT, KOTOprﬁ
3aTem nogwwusaetca B geno. lpun Hanmumu 60NbWOro Ko/iMyecTBa TaKMX AOKYMEHTOB OHU MOTYT
M3bIMaTbCA U3 AeNn n ¢OpMMpOBaTbCH B OTAE/IbHOE OeNo.

[ena nocToAHHOro XpaHeHus, cocToAwMe U3 [AOKYMEHTOB 0CO60M Hay4YHO-UCTOPUYECKOW,
XYZOOMKECTBEHHOM U MHOW LieHHOCTU MM HedOpMaTHbIX AOKYMEHTOB, XPAHATCA B 3aKPbITbIX TBEPAbIX
narnkax c Tpems K/anaHamu M € 3aBA3KamMM UK B KAPTOHHbIX GpyTaspax (KopobKax).

Mpy noaroToBKke K mnepedade B apXMB 3/EKTPOHHbIX AOKYMEHTOB KaKAOe 3/1eKTPOHHOe Aefio
3anucbiBaeTca Ha ABa Gpu3MYeckn 060Cco6EeHHbIX MaTepPUabHbIX HOCUTENA. 3aNUCKU SNEKTPOHHbLIX AeN
Ha ¢u3MYeCcKM 060COBNEHHbIX HOCUTENAX AO0MKHbI BbiTb abCONOTHO MAEHTUYHBbIMW. Ha KarKAablii
3/IEKTPOHHbBIN HOCUTENb 0GOPMAAETCA BKNAAbIW, HA KOTOPOM AO/MKHO ObiTb YKasaHO: MHAEKC Aena,
3aro/I0BOK Aefia N0 HOMEHKNaType Ae, KpaliHue AaTbl JOKYMEHTOB 3/1EKTPOHHOTO Aena, obbem Aena B
M6. BKnazbiw nomewaetca B GyTaap eguHULbI XpaHeHuUs.

Ons obecneyeHUs COXPAHHOCTM M 3aKpenaeHns NopsaaKa PacrnoioKeHNs 4OKYMEHTOB B Aefle, Bce
NNCTbl  fena, Kpome JINCTa-3aBepuTens W BHYTPEHHEN OMWUCKU, HYMEPYITCA B COOTBETCTBUM C
TpeboBaHuAMK N. 4.22 Mpasun. JINCTbl BHYTPEHHEN ONUCK JOKYMEHTOB Ae/1a HYMEPYHTCS OTAENbHO.

Echm B Hymepauuu AWUCTOB gena AonyulieHo 60/bloe KOAMYecTBO OWMBOK MPOoBOAMTCA MUX
nepeHymepaums.

Mpyn nepeHymepaLmmn ANCTOB CTapble HOMepPa 3a4epPKMBAOTCA OAHON HAKNOHHOM YepTol, U pAAOM
CTaBUTCA HOBbIA HOMEP /INCTA; B KOHLLE Aena COCTaBAAETCA HOBbIM NNCT-3aBepUTENb, NPU STOM CTapblIit
NINCT-3aBepUTENb 3a4EPKMBAETCSA, HO COXPaHAETCA B Aene.

[na yyeTa KonmyecTsa NUCTOB B Aene M GpuKcaumm ocobeHHocTeln UX Hymepauun n Gpusnyeckoro
COCTOSIHMA COCTaBAAETCA NUCT-3aBepuTenb gena (n. 4.23. Mpaswun). JiucT-3aBepuTenb CocTaBadeTca no
ycTaHoBneHHol popme (npunoskeHme N 8 Mpasun).

B nucre-3aBepuTene aena ykasbiBaeTca UuMbpamu M NPONUCHID KOAMYECTBO MPOHYMEPOBAHHbIX
JIUCTOB Aena, B TOM YMC/e IMTepPHble HOMepa JIMCTOB U MPOMnyLLeHHbIe HOMepa JINCTOB (NpW Hannuum),
yepes 3HaK "+" (NNtOC) yKasbiBaeTCA KONYECTBO JIMCTOB BHYTPEHHEN OMUCK.

B rpadax 1 u 2 nncra-3aBepuTens Aena oroBapmMsaroTca 0COH6EHHOCTU GU3NYECKOro COCTOAHUA U
dbopmmupoBaHua gena:

- HOMepa INCTOB C HaKNeeHHbIMK poTorpaduaAmM, LOKYMEHTAMMU, BbIPE3KaMU U3 raseT;
- Homepa KpynHodOpPMaTHbIX INCTOB;
- HOMepa KOHBEPTOB C BNIOKEHUAMMU U KOIMYECTBO BIOKEHUIA.

Jlnct-3ageputens Aena nNoOAMNUCbIBAETCA €ro COCTaBuUTesieM C  YKasaHMem  AO0J/IKHOCTH,
paCLLIMd)pOBKVI noanuncun, Aatbl COCTaBNEHUA.

Bce nocneaylolme M3MeHEHUA B COCTABE M COCTOAHUN Aena (NOBpeXAeHUA, 3aMeHa NOoAANHHbIX
[OKYMEHTOB KOMUAMM, NMPUCOESMHEHME HOBbIX LOKYMEHTOB M A4p.) OTMEYaoTCA B INCTe-3aBepuTesie co
CCbI/IKOM Ha COOTBETCTBYHOLLMI aKT B rpade 1.

Ona  [QOKYMEHTOB NOCTOAHHOrO U BpemMeHHblXx (cBbiwe 10 NeT) CpPOKOB  XpaHeHus,
WHANBUAYANbHbIA YY4eT KOTOPbIX Bbi3BaH CneunudmKon A0KyMeHTOB (0C060 LieHHble, MYHble, cyaebHble
W CNeacTBeHHbIE Aena, AeNa O NPUCYKAEHUN YYeHbIX CTENEHe U NPUCBOEHNN YUYeHbIX 3BaHWIA, Aena Ha



aBTOPCKME CBUAETENbCTBA U NaTeHTHble n306peTeHnn, otyetbl 0 HUP 1 Ap.), cocTaBnseTca BHYTPEHHAA
onucb AokymeHTos aena (n. 4.30. Npasun).

BHYTPEHHIOIO OMUCb PEKOMEHAYEeTCA TaKKe COCTaBAATb B [AenaX MOCTOAHHOTO M BPEeMEHHbIX
(cBblwe 10 neT) cpoKoB XpaHeHUs, CPOPMMPOBAHHBIX MO PA3ZHOBUMAHOCTAM JAOKYMEHTOB, 3aro/I0BKM
KOTOPbIX HE PAaCKPbIBAIOT KOHKPETHOE COAEPIKaHNE AOKYMEHTOB.

HeobxoaMMOCTb COCTaBAEHUSA BHYTPEHHEN ONMUCKU AOKYMEHTOB Ae/a ONnpesenaeTca MHCTPYKUNEN
no /Aenonpov3BOACTBY OpraHM3auMM C Y4eTOM MNONOXeHui [paBun M AaHHbIX MeToamnyeckux
pekomeHAauun.

BHYTPEHHAR OMMCb COCTaBASETCA Ha OTAE/NbHOM AUCTe (AMcTax) Mo ycTaHOB/AEeHHOW dopme
(npunoxeHune N 27 MNpaBun), B KOTOPOI yKasblBaeTcA NOPALKOBbIA HOMEP 3anucK, PErMCTPALMOHHbIN
MHAEKC AOKYMEHTa, AaTa AOKYMEHTa, 3aro/IoBOK, HOMEpPa /IMCTOB AOKYMEHTA B Ae/ie U NPUMEYaHue.

K BHyTpeHHeVI onncn gena CoCrtaBaAeTcA UToroseaa 3anucb, B KOTOpOl‘a YKa3blBaeTCA LI,Md)paMVI n
NPOoNnUCbo KONNMYeCTBO BK/TIOYEHHDbIX B HEE JOKYMEHTOB N KONNMYECTBO TINCTOB BHyTp6HHel\/‘1 onucu.

BHyTpeHHAA onucb NoanucbiBaeTcA ee COoCTaBuTesieM C yKas3aHWem LO0/IXKHOCTY, paCLIJMd)pOBKM
noanncm mn Aatbl COCTaB/1eHNA ONUCKH.

Mpn M3MEeHeHWM coCTaBa LAOKYMEHTOB gena (M3bATMM, BKAOYEHUM [AOKYMEHTOB, 3aMeHbl WX
KOnMAMM U Ap.) 3TU U3MeHeHuA oTpaxawTca B rpade "lMpumeyaHune" cO CCbIIKaMKM  Ha
COOTBETCTBYIOLME aKTbl, MPU HEOOXOAMMOCTM COCTAaBNASETCA HOBAs WMTOrOBas 3anMuCb K BHYTPEHHeW
OMUCK U INCT-3aBEPUTEND Aena.

O6noKKa fena NOCTOAHHOro, BpeMeHHbIX (cBbllwe 10 NeT) CPOKOB XpaHEHWUA M MO JANYHOMY
coctaBy odopmasetca Mo ycTaHoBieHHoW ¢opme (npunoxenve N 28 [Mpasun). Ona obecnedyeHwus
OONTOBPEMEHHOW COXPAHHOCTM CBEAEHMM, Haxodawmxca Ha o06/0KKe Jefa, peKomeHayeTcs
0pOpPMAATL 0BNOKKY OT PYKU YEPHUAAMM.

Ha obnoxke Aena yKa3blBaeTCA:

- HAMMeHOoBaHWe rocyfapPCTBEHHOIO (MYyHULMNANbHOIO) apxmuBa (MPUHMMAIOWEro AOKYMEHTbI Ha
NOCTOSIHHOE XpaHeHue);

- nosHoe o¢UUMaNbHOE HaUMeEHOBaHME BbILECTOALLE OpraHusaLMM Mnpu ee  Haauuuu
(yka3biBaeTca Hafg HaMMeHOBaHMEM OpraHuM3auMn - UCTOYHUKA KOMMNIAEKTOBAHWA B MMEHUTE/bHOM
nagesxe);

- nonHoe o¢uUMaNbHOE HaMMeHOBaHMEe OpraHM3auun - WCTOMHUKA KOMMNIEKTOBaHUA
(yka3biBaeTca B UMEHUTENIbHOM Najeske);

- COKpalleHHOe HaMMeHOBaHWE OPraHU3aLMM - UCTOYHMKA KOMIMIEKTOBAHMA, NPU ero Haanunm
(yka3biBaeTca B cKobKax noc/sie NoIHOro HaMMeHOoBaHUs);

- HAMMEeHOBaHMe CTPYKTYPHOro NoApasaeneHums.

Ecnv HaumeHOBaHWe OpraHM3auun B TeYeHMEe Mepuoga, OXBATbiBAEMOro AOKYMEHTamMWu Aena,
M3MEHUNOCb MAN geno 6bi10 nepefaHo B APYrylo OpraHu3auuio, Ha 06/J0XKe Aena nog NpPeHUM
HaMMeHOBaHMEM YKa3blBaeTcA HOBOE HaMMeHOBaHWEe [AaHHOW OpraHuWsauMM WAM OpraHu3auuu-
npaBonpeemMHMKa (NpexxHee Ha3BaHME 3aK/to4aeTca B CKobku) (n. 4.24. Mpasun).

NHpekc gena, HOMEpP TOMa (qacm) nepeHoCnUTCA Ha O6I'IO)‘KKy M3 HOMEHKANATypbl Aen.

3aron0BOK Aena NepeHoCUTCa Ha 06/10XKKY Aefa U3 HOMEHK/IaTypbl Ae/l OpraHn3aunn. 3aroNoBoK
[JOJ/IKeH COOTBETCTBOBaTb COAEP’KaHUIO AOKYMEHTOB B aene. [pn HeobXxoaMMOCTU B 3arosI0BOK MOTyT



6bITb BHECEHbI YTOYHEHUA.

B Tex cnydyasx, Koraa [eno COCTOUT M3 HECKO/IbKMX TOMOB (4acTeit), Ha 0BNOXKKY KaXKAoro Toma
(4acTn) BbIHOCUTCA O6LLMIA 3ar0NI0BOK Aena, a NpU He0bXOAMMOCTU - 3ar0/I0BOK KaxKaoro Toma (4actm),
Hanpumep:

MepcneKkTMBHbLIA NAaH COLMANbHO-3KOHOMMYECKOTO pPa3BuTUA MocKoBcKol obnactu go 2017
roga.

Tom. 1. MMpOMBILLNEHHOCTD.

MepcneKkTUBHbLIN NAaH COLMAIbHO-IKOHOMMYECKOro passutMa MockoBckon obnactu go 2017
roga.

Tom 2. Cenbckoe X03AMUCTBO.

B KOHLEe 3aronoBKOB A€/, COAep)Kalinx KONuMM AOKYMEHTOB, NpocTaBasetcs oTmeTka "Konuun'.
MoANMHHOCTL AOKYMEHTOB AeNa B 3aro/IoBKe He oroBapusaetcs (n. 4.26 MNpasun).

B HEOBXOAMMbIX C/ly4asx B 3ar0/I0BOK Aena BHOCATCA AOMO/NHUTENbHbIE CBEAEHUA U YTOUHEHUA
(npocTaBastoTCA HOMepa NPUKa30B, NPOTOKO/IOB U Ap.), Hanpumep:

Mpukasbl N N 1 - 188 obuiecTBa No OCHOBHOM AeATENIbHOCTM.

Mpwn 3anonHeHun cTpoku "KpaliHne patbl" Ha 0610XKe fAena yKasbiBatoTca gatbl (roa(bl)
3aBefeHWA U OKOHYaHWA Aena B 4e/10NpoM3BOACTBE.

Ecnv B geno BKAOYEHbl JOKYMEHTbI, AaTa KOTOPbIX BbIXOAUT 33 PaMKM KpalHMX 4aT AOKYMEHTOB
Aena, nog ctpokol "KpaiHue gatbl" genaertca 3anuch: "B gene nmerotca 4OKyMeHTbI 3a... rog(bl)". Mpwm
COCTaB/IEHMM ONUCel Aen AaHHan 3anncb MOXKET YKasblBaTbcA B rpade MpumedaHue.

[aTta flena moXeT He yKas3blBaTbCA Ha 06JI0XKKax Aen, CoAep KalluX rofoBble MaaHbl U OTYETbl U
Apyrve [OKYMEHTbI, B 3aro/IoBKax KOTOPbIX OTpaKaloTca AaThl UAM Nepuof, K KOTOPOMY OTHOCATCA
OOKYMEHTbI gena.

Hdatamu aen, coaepXalimnx pacnopaauTesnbHy0, TBOPUYECKYIO U UHYIO AOKYMeHTauuio (AoKknaabl,
nMcbma, CTEHOTPaMMbl), AN KOTOPOM TOUYHas AaTMPOBKA MMeEET Ba)KHOe 3HauyeHWe, a TaKxe Ana gen,
COCTOALUMX U3 HECKONIbKMX TOMOB (4acTelt), ABnawTcA Aatbl (4Mcno, mecaAd, roa) perncrpaumu
(cocTtaBneHua, nocTynaeHns) camoro paHHero 1 camoro No3AHero 4OKYMeEHTOB, BKOUYEHHbIX B AeN0.

Echn penom aBnsetcs KypHan, TO AaToW gena byayT TOYHble KajneHAapHble AaTbl NepBoi U
nocnegHemn 3anumcen B KypHane.

[aToih gena, coaeprallero MPOTOKOJbI 3aceAaHuii, ABAAIOTCA AaTbl MEPBOro M MocaeaHero
MPOTOKO/1a, COCTaBAAIOLMX A0, UAW AaTbl YTBEPXKAEHUA (€C/IM NPOTOKO/IbI YTBEPKAAOTCA).

ﬂ,aTOVI NINYHOIO Aena ABNAKTCA AaTbl NOANNCAHUA NPUKA30B O nNpueme U yBoJibHEHUN NNLUQ, Ha
KOTOpPO€E OHO 3aBedEeHO.

Mpn obo3HauyeHMM faT gena CHayana yKasbiBaeTcAa 4yucio, 3aTem mecal U rod. Ymcno m rog
o0603HavalTCcs apabckumm umnppamu, HasBaHUE MecALa - C/IOBOM, Hanpumep: 9 maa 1998 roaa.

Echn pata OOKYMEHTa WAM OTAesibHble ee 31eMeHTbl onpeaenalTca npubavsuTenbHo, Ha
OCHOBaHWUW aHanM3a CoAepXaHWA AOKYMEHTa, TO [aTa AW OTAeNbHble ee 31eMeHTbl, He abCoNTHO
[OCTOBEpPHbIE, 3aK/0YAOTCA B KBaApaTHble CKOBKKU. [laTa UM OTAeNbHble ee 3/IeMeHTbl, He abCoNOTHO
[OCTOBEPHbIE, COMPOBOXKAAOTCA BONPOCUTEIbHBIM 3HAaKOM, Hanpumep:



[He paHee 2014 r.];

[He paHee anpens - He no3gHee manA 2013 r.];

[He paHee 24] utoHa 2015 .;

17 [saHuBaps] 2006 r.;

19 aBrycra [2005 r.];

[25 ceHTAabps 2004 r.?].

Konunuectso ncToB B Aene NpocTaBaAeTca Ha OCHOBaHUWM NNCTa-3aBepuTens gena.

CpOK XpaHeHWsa aena NepeHocuTca Ha 06/I0XKKY Aena M3 COOTBETCTBYHOLLEN HOMEHKNATYpbl Aen
opraHu3auumM nocsie CBEPKM ero no TMNoBomy (BeAOMCTBEHHOMY) MEPEeYHIO SOKYMEHTOB C yKa3aHWem
CPOKOB MX XpaHeHMS.

Ha aenax noCcTosHHOro xpaHeHuaA nuweTcs: "XpaHUTb NOCTOAHHO".

ApxvBHbIA WKpP Ha 06N0XKKe Oena NPOCTaBAAETCA B JIEBOM HUMKHEM YrAy YepHUAamK nocne
BK/IIOYEHMA AN B rogoBble pasgensl OnNucel gen v nocse yTBep*KAeHWA/COornacoBaHMA rOA0BbIX
pasfaenoB cBoAHbIX onucelt gen DMK COOTBETCTBYIOLWLErO apPXMBHOIO YUPEXKAEHUSA U YTBEPKAEHMWSA
pyKoBoauUTENEM OpraHusaumm (40 3TOro apxMBHbLIM WKWPP NpPOCTaBAAeTcA KapaHaawom) (n. 4.27.
Mpasun).

1.3. OpraHu3auuma po3biCKa HeAoCTaOWMX Aen

B cnydae oTcyTCTBMA OeN MOCTOSAHHOTO WM BpemeHHbIX (cBbilwe 10 neT) CPOKOB XpaHeHwus,
UUCAALWMXCA MO HOMEHKNAType Aen OopraHuMsaumu, COTPyAHWKaMM Cay»b6bl [4en0npovu3BoACTBa
(oTBETCTBEHHBIMM 33 A4EN0NPOM3BOACTBO B CTPYKTYPHbIX MOAPa3Ae/ieHnAX) NPUHUMAIOTCA MepPbl MO UX
PO3bICKY.

O6Hapy»KeHHble Aena BKAYaloTCA B ONUCb AeN CTPYKTYPHOro nogpasaenenus. Ecam posbick aen
He Aan pesynbTaToB, TO HAa HeoBHapYKeHHbIe AeNa COCTaBAAETCA aKT 06 yTpaTe goKymeHToB (n. 4.32.
Mpaeun). AKT 06 yTpaTe AOKYMEHTOB B A€/0NPOM3BOACTBE COCTABAAETCA Mo ¢popme aKTa 06 yTpaTte
[OKYMEHTOB B apxuBe opraHmsaumm (npunokeHue N 6 Mpasun).

Mpy cocTaBNeHWMM aKTa B AeN0NPou3BoAcTBe rpadbl 2, 3, a Takke MHGOPMaUMA O HA3BaHUU U
Homepe ¢poHAa, 3aNNUCb O BHECEHUU U3MEHEHMI B YYETHbIE LOKYMEHTbI HE 3aMOJIHAIOTCS.

[na coctaBneHuna akta o6 yTpaTe Aen B Ae/NONPOM3BOACTBE [AO/XHbI 6biTb NpPeaycMOTPEeHbI
rpadbl: MHAEKC Aena Mo HOMEHKNAType nef, 3aro/ioBOK Jena, KpalhiHue aaTtbl, npeanonaraembie
MPUYUHBI YTPaTbl JOKYMEHTOB.

AKT nognucbiBaeTcA pyKoBoAMTENEM CTPYKTYPHOrO noApasdeneHva v nepenaercs BmecTe C
OMUCbIO AeN CTPYKTYPHOrO NoApasAeNeHuUs B apXmMB OpraHn3aumm.

lpadunyeckoe un3o0bpaxkeHne npouecca 1.3. "OpraHusaumsa posbiCKa HegocTaowmx aen
npeacrtaBneHo Ha cxeme 04 npunoxkeHua N 4.

1.4. Nepepaya aen B apxms opraHusaLum
Mepemaya pen B apxvMB OpraHMsaumMm ocyllecTsaseTca no rpaduky, cornacoBaHHOMY C

PYKOBOAUTENAMM CTPYKTYPHbIX NOApPasAeNeHUn U YyTBEPXAEeHHOMY PYKOBOAUTENEeM opraHm3aumu (n.
4.33. MNpasun).



Mepenaya Aen NOCTOAHHOrO, BPemeHHbIX (cBbile 10 neT) CPOKOB XPaHEHMA U MO JIMYHOMY
COCTaBy B apxuB OpraHU3auuuM MPOBOAMUTCA TONbKO MO OMWCAM, COCTaBJEHHbIM B CTPYKTYPHbIX
nogpasaenexuax (n. 4.31. Npaswun).

Onucob gen CTPYKTYPHOIO nogpasageneHuna - y“IETHbIm AOKYMEHT, BKJ'IPO‘-IaIOLLI,Ml‘;i cBeneHunAa o genax,
Cd)OpMMpOBaHHbIX B nogpasaeneHnn n nognexawumx nepeaadye Ha apxmBHoe XxpaHeHue.

MopAAOK coCTaBNEHMA OMUCEN AeN CTPYKTYPHbIX NoApasae/ieHnin yCcTaHaBAMBaeTCA UHCTPYKLUMEN
no AOenonpousBoAcCTBY oOpraHusauuu. PaboTta nNo  COCTaBAEHMIO OMMCeld Aen  CTPYKTYPHbIX
noApasaeneHnin  BbIMONHAETCA /MLAMW, OTBETCTBEHHbIMM 3a BeAeHMe Ae/onpouM3BOACTBA B
CTPYKTYPHbIX nogpasgeneHnax U paboTHMKamMu  cay:kbbl  4enonpousBoAcTBa  OpraHM3auuu.
MeToamnyeckoe PyKOBOACTBO COCTaBJAEHMEM OMWUCEN AN CTPYKTYPHbIX MoApasgeneHuii ocyulecTeaner
apXue opraHusaumm.

OTBETCTBEHHOCTb 3a cBoeBpemMeHHOeE N KadeCTBeHHOe COoCTaBieHue onucemn Aen CTPYKTYPHbIX
nop,pas,u,eneHMﬁ HECYT pyKoBOOAUTENUN ITUX HOAp33A€I’I€HMVI.

Onucn  pen  CTPYKTYpHbIX MoApa3feNeHuit  COCTaB/AOTCA Ha BCe  3aBepLlUeHHble B
OEeNonponsBoACTBE OpPraHM3aunn ena NoCTOAHHOIO U BpemMeHHbIX (cBbilwe 10 neT) cpoKoB XpaHeHUs U
Aena no IMYHOMY COCTaBy, NpolleaLlne 3KkcnepTusy ueHHoctu (n. 4.11. NMpasun).

Onucu pgen, NoAroToBAeHHble CTPYKTYPHbIMW NoAapasfeneHuaAMU, ABAAIOTCA AOKYMeHTamMu, no
KOTOPbIM OCYLLECTBAAETCA Nepesayva Aen B apXuB opraHM3aumu. Ha ocHoBe onucein aen CTpyKTYpPHbIX
noapasaefieHUin B apxXnBe COCTaBAAOTCA roA0Bble pa3aensl onvcelt aen, AokymeHTos (n. 4.11. Mpasun).

OnuncK cocTaBNAKOTCA OTAE/bHO Ha:

- AeNa NoCTOAHHOTO XPaHeHUS;

- fena BpemeHHbIx (cBbiwe 10 N1eT) CPOKOB XPaHeHUS;
- 4ena no AMYHOMY COCTaBy;

- fgena, coctosAwMe W3 cneunmduyeckmx, XapaKTepHbIX TONbKO AaA8 AaHHOW OpraHusaumu,
OOKYMeHTOB (cyaebHble U cneAcTBeHHble Aena, HayyHble OTYeTbl MO TeMam U ap.).

OTpoenbHble OMUCK  COCTABAAKOTCA Ha 3/1eKTPOHHbIE [OKYMEHTbl MNOCTOAHHOrO XpaHeHus;
BpemeHHbIX (cBbiwe 10 neT) CPOKOB XpaHeHUs, B TOM YMcae No AMYyHomy coctasy (n. 4.31. Mpasun).

B genonpoussoacrtee onnucn gen CTpyKTYpPHbIX ﬂOApa3AEHEHMﬁ YKa3aHHbIX KaTeropMﬁ aen
COCTaBNATCA Ha A€/1a KaxXA40ro CTPyYKTYpHOro nogpasaeneHna opraHn3auumun.

OnucK aen CTPYKTYpHbIX NOApPa3LeNeHnid COCTaBAOTCA MO YCTaHOBEHHOM dopme (MpuaoxKeHus
N 23, 24 MNpasBua) M NPeACTaBAAIOTCA B apXMB He No3JHee Yem Yyepes rof noc/e 3aBeplieHua [en B
nenonpoussoactee (n. 4.31.).

MpyY HanAMuMKM B CTPYKTYPHbIX MOAPA3AENEHUAX HEOMUCAHHbIX [N 3a HEeCKO/bKO JeT Mo
COrNacoBaHMIO C apPXMBOM Ha HUX MOXKET COCTaBAATLCA OAHA OMNUCH (BHYTPWU ONKCK Aena pacrnosaratoTcs
no rogam ux saBefeHus).

MNepen BHeceHMeM 3aroN0OBKOB Aen B OMNUCb CTPYKTYPHOro noApasnenieHuAa npoBepArTcA
KayecTBO GOPMUPOBAHUA N OPOPMNEHMA AEN, COOTBETCTBME KO/MYECTBA A€/, BHOCMMbIX B OMMWCD,
KONMYeCTBY 3aBefleHHbIX A& N0 HOMEHKANaType Aen opraHunsauumu (n. 4.32. Mpasun).

OnucatenibHan cTaTbsl ONMUCK AN CTPYKTYPHOro nodpasfeneHus BKAOYaeT B ceba cieayloume
3/1€MEHTbI:



- NOpAAKOBbLIN HOMep Aena (Toma, YacTn);

- MHAEKC aena (Toma, 4acTu) B COOTBETCTBUM C HOMEHKNATYPOM Aen;

- 3aro/I0BOK Aena;

- KpaHue fatobl gena (Toma, yactu);

- CPOK XpaHeHun aena (He NPOCTaBASAETCA B ONWUCK AN NOCTOAHHOrO XpaHeHuA);

- KONMYECTBO /ICTOB B Aese (ToOMe, 4acTu), ANA SNEKTPOHHbIX Aen - o6bem B M6 (npunoxeHue N
24 Mpaswun);

- IpuMmeYaHunAa.

Mpwu cocTaBNneHUN ONUCK Aen CTPYKTYPHOro noapasaeneHuns Heobxoammo cobaoaate cnepyrolime
TpeboBaHuA:

- Kagoe [ieN0 BHOCWUTCA B OMUCb MOJ, CaMOCTOATE/IbHbIM MOPAAKOBbIM HOMEPOM; €CUN [Aeno
COCTOMT M3 HECKO/IbKMX TOMOB (4acTeil), TO Ka)KAbli TOM (4acTb) BHOCMTCA B OMNWCb NOA,
CaMOCTOATEIbHbIM HOMEPOM;

- NOPAAOK HyMepaunn onncaTebHbIX CTaTein B ONMCU - BaNIOBbIN;

- cucTemaTtusauMAa Oen B ONWUCUM  Aen  CTPYKTYpHOro noapasfeneHus COOTBETCTBYET MUX
cMcTemMaTM3auuu B HOMEHKAaType Aen opraHuM3aumu, a HOMep ONUCK CTPYKTYPHOro mogpasaefieHus
MOXET COCTOATb M3 KoAa CTPYKTYPHOro noApasfAeneHuvs, COOTBETCTBYIOLLEro Koay rnoApasaesieHns B
HOMeHKNnaType gen, ¢ AobaBneHMem MPOMUCHOW Ha4vanbHOM OGYKBbI HAaMMEHOBaHWA KaTeropuwu
[OKYMEHTOB, COCTaBAAIOLWMX OMUCb, M MNOCNeAHUX ABYX UMbP roda, B KOTOPOM 3aBefdeHbl Aena,
BK/IIOYEHHbIE B OMUCb, Hanpumep:

onucK Aen NocTOAHHOTO, BpeMeHHbIX (cBbile 10 neT) CpoKOB XpaHeHMUA U MO JIMYHOMY COCTaBy
CTPYKTYPHOro nogpasgeneHus, Kog kKotoporo 07, BKAKOYEHHbIX B HOMeHKnatypy aen 2015 r., 6yayt
nmeTb Homepa: 7n-15, 78-15 n 7 n/c-15;

- rpadbl ONMUCK 3aMNONHAOTCA B TOYHOM COOTBETCTBMM C TEMU CBEAEHUAMMW, KOTOPbIE BblHECEHbI Ha
060Ky Aena;

- Npn BHECEHUN B ONUCb AeN HECKOJZIbKUX Aen C OAMHAKOBbIMU 3aro/10BKamu obo3HaueHue aen
cnoBamm "To xe" He A0NyCKaeTCA; OAMHAKOBbIE 3aro/I0OBKM e BHOCATCA B ONUCb NOJIHOCTbIO.

- rpada onucu "MpumeyaHue" ucnosblyeTca AN OTMETOK 06 0cobeHHOCTAX ¢GU3UYECKoro
COCTOAHUA Aen, o0 nepefade Aen APYrMM CTPYKTYPHbIM NoapasaeneHusm OpraHusaummn, o Haandmm
Konuit n ap.

B KOHUe onucu aen CTPYKTypHOro noapasfesieHns Bcaef 3a noc/iegHelt onncatebHoOM cTaTbel
3aMoJIHAETCA WUTOroBas 3anucb, B KOTOPOW YyKasbiBaeTcs (uMdpamm M Nponucbio) KoNM4ecTBo aen,
YUCAALLMXCA MO OMNWUCK, MEPBLIN U NOCAeAHUM HOMepa gen MO ONWUCKU, a TaKKe OroBapuBaloTCA
0COBEHHOCTU HYMepauumM 4en B ONUCKU: HaZIMYME ITEPHbBIX AN NPONYLLEHHbIX HOMEPOB.

Onucb Aen CTPYKTYpHOTo noApasgefieHns MNoANUCbIBAaeTCd PYKOBOAWUTENEM CTPYKTYPHOrO
noAapasfeneHns 1 CornacoBbIBAETCA C PyKoBoAMTENeM CyXK6bl 4enonpon3BoacTBa OpraH13auuu.

Mpwn HanNYMK B CTPYKTYPHOM NOAPA3AENEHUN OPraHN3aL MM SKCNEPTHOM KOMUCCUMN CTPYKTYPHOTO
nogpasaeneHua (ganee - K cTpyKTypHOro noapasaeneHua), onncb Ao/MKHa bbiTb cornacoBaHa ¢ IK
CTPYKTYPHOro noapasgaenenua. Pewenune dK cTpyKTypHOro nogpasaeneHma opopmasaeTcs NPOTOKONOM.



Onucb gen CTPyKTYpPHOro noapasfeneHns OpraHn3aLmMm CoCTaBAAETCA B ABYX-TPEX IK3eMNAApax,
OAMH M3 KOTOPbIX NepefaeTca BMeCTe C AeNaMu B apXMB OpraHM3auuun, BTOPOM OCTAeTCA B KayecTee
KOHTPO/IbHOTO 3K3eMMAsipa B CTPYKTYPHOM NOApPasgefeHun, TPeTUn npuobliaeTca K NpPOTOKoay
3acegaHma IK (Npu HanMuMKn B CTPYKTYpHOM nogpasaeneHmm 3K).

Mpuem-nepenaya 4en B apxuB OpraHM3auum nNpomsBoamTcs paboTHUKOM apxvMBa M PabOTHUKOM
CTPYKTYPHOTrO nogpasAeneHus, TMNpu 3TOM Ha BCEX IJK3eMnaApax onucu Aen  CTPYKTYPHOro
nogpasaeneHma NpoTUB KaxKaoro Aena, BKAOYEHHOro B Hee, AelaeTca OTMETKA O Hannuuu gena.

B KOHLIE Ka)K40ro sK3emnaspa onucy Aen CTPYKTYPHOro noapasaefieHns yKasbisatotca umbpamm
N MPOMMUCbIO KONNYECTBO GaKTUUECKU NPUHATbLIX B apXWUB AN, UTOrOBas 3amnmcb NOANUCLIBAETCA NLLOM,
OTBETCTBEHHbIM 3a apXx1B, U PabOTHUKOM CTPYKTYPHOrO NnoApasaeneHus, nepegasiero gena. NMepepaya
3/1EKTPOHHbIX AOKYMEHTOB B apXMB OpraHuM3auMuM NPon3BOANTCA Ha OCHOBAaHWW OMMUCEN INEKTPOHHbIX
Aen, [OKYMEHTOB CTPYKTYpHbIX noapasgeneHunin (n. 4.34. TMpasun) no wHGOPMaLMOHHO-
TENEKOMMYHUKALMOHHOW CeTU (MPU HANUYMK B apXMBE OpraHM3auumnm MHGOPMaALMOHHOM CUCTEMBI) UM
Ha ¢uM3nYeckm 060cobNeHHbIX MaTeEPUAbHbIX HOCUTENAX B ABYX MAEHTUYHBIX 3K3EMMAAPAX.

Onucb 3NEKTPOHHbIX AN CTPYKTYPHbIX NoApa3aeeHnin cocTaBaseTca No ycTaHoBAeHHOM dopme
(npunoxkenue N 24 MNpasun).

Tp66OBaHMﬂ K COCTaBNEHUIO OMUCU SINEKTPOHHbIX AENT aHA/TOTNYHDbI Tp66OBaHMHM K COCTaB/NeHUIO
onuncun gen Ha 6YM3)KHOM HOCUTENE, 3a UCKIIDYEHMEM CieAyoWmnX npasun:

- B rpade 6 oNucK 3NeKTPOHHbIX fen yKasbiBaeTca o6bem B M6;
- B UTOrOBOW 3aMMcK ONUCK 3NIEKTPOHHDIX AeN YKasbiBaeTca o6bem B M6;
- AieN1a C O4MHAKOBbIMM 3aro/I0BKaMM BHOCATCA B OMMCb 3/IEKTPOHHbBIX AN NONHOCTbIO;

Mpy nepepaye 3NEKTPOHHbLIX AOKYMEHTOB B apXvMB OpraHM3auMW BbIMOMHAIOTCA chaeadyloline
OCHOBHble npoueaypbl paboTbl C AOKYMEHTaMMU:

- dopmupoBaHMe B MHGOPMALMOHHOW CUCTEME OPraHU3aLMM SNEKTPOHHbIX A/, ABAALLMXCA
COBOKYMHOCTbHO KOHTEMHEPOB 3/1EKTPOHHbIX AOKYMEHTOB UAM KOHTEMHEPOM 3NEKTPOHHOIO AOKYMEHTA,
CofepKaAWMM KOHTEHT M MeTafaHHble 3/1EKTPOHHOTO AOKYMEeHTa, daisibl 3/EKTPOHHbIX nognucei u
BM3Ya/IM3MPOBaHHYIO KOMMIO TEKCTOBOIO 3/1eKTPOHHOIo AoKyMeHTa B dopmaTe PDF/A (n. 4.34 MNpasun);

- ¢dopmupoBaHMe B WHPOPMALMOHHOM CUCTEME OMWUCU SNEKTPOHHbLIX AN  CTPYKTYpPHOro
noapasaeneHus;

- NPpOBEPKaA apxXmMBOM OpraHn3aunnm 3SNEKTPOHHbIX OOKYMEHTOB Ha Haandme BpeaoHOCHbIX
KOMMNbIKOTEPHbIX NPOTrpamm;

- NPOBepKa BOCMPON3BOANMOCTU 3/IEKTPOHHbIX IOKYMEHTOB;

- NpoBepKa PpM3MYECKOro U TEXHWYECKOro COCTOSIHMA HocuTenein (npu nepenayve 3N1eKTPOHHbIX
OOKYMEHTOB B apXMB OpraHM3aunm Ha ¢pumsmnyeckn 060cobaeHHbIX MaTepUanbHbIX HOCUTENAX);

- NpoBepka Hanuuma ¢alina 3NEKTPOHHON NoANWUcM, KOTOpoM 6bin NOAMNMCAH 3/EKTPOHHBIN
AOKYMEHT, n/unu daiina NnpoBepKM 31eKTPOHHOM NoAnUcH.

Mpuem 31eKTPOHHbIX AOKYMEHTOB B apXmMB opraHusaumMm opopmaseTcs CoCTaBleHMeM UTOroBOWM
3aMUCKU B KOHLLE OMUCK SNEKTPOHHBIX e, B KOTOPOMN undpamu 1 NPONUCbiO YKa3biBAETCA KOANYECTBO
$aKTMUECKM NPUHATBIX B apPXUB 3JIEKTPOHHbIX Aen n nx obbem B M6.

NTorosas 3anucb NoATBEPKAAETCA NOAMUCAMM COTPYAHUKA apXmMBa U COTPYAHWMKA CTPYKTYPHOrO
noapasgenieHuns, nepeaaBLlero 31eKTPoHHbIe gena.



Mpu npveme Ha apxmMBHOE XpaHeHue (NP HeoBXOAMMOCTU) 3NEKTPOHHble Aena 3aBepAloTcA
3N1EeKTPOHHOM NOANWCLIO PYKOBOANUTENN OPraHM3aummn an yNnolHOMOYEHHOMO MM AOMKHOCTHOMO Anua.

Nocne npuema B apXxmB 3NE€KTPOHHbIX JOKYMEHTOB Ha ¢M3MHECKM 060C06NEHHbIX MaTepUanbHbIX
HOCUTENAX BKAagbiwn, nomeuleHHblEe B d)yTnﬂp eAnHNLblI XpaHEHNA B CTPYKTYPHOM noapasgeneHuu,
3aMEHAKTCA Ha BKN1agbiwn, Od)OpMI'IFlEMbIe B apxuse.

Ha Bknagplle, nomewaemom B GyTaap eauHUUbl XpaHeHus, odopmaAeMOM B apxuse,
yKa3blBaeTcs:

HaMMeHOBaHWe opraHmnsaLmm (NoSIHOE, COKpaLLeHHoe);
Homep doHAa;

HOMEP OMUCU INEKTPOHHbIX e, LOKYMEHTOB;

HOMep Aena no onucy;

OTMETKa O CcTaTyce 3K3emMnasApa 3NeKTPOHHbIX A0oKymeHToB: "OcH." (ocHoBHOW) mau "Pab."
(pabounin);

KpaliHue AaTbl 4OKYMEHTOB 3/IEKTPOHHOIO AeNna;

npu HEO6XO,CI,MMOCTM Od)OpM/'IFHOTCFl AONO/THUTENIbHblEé OTMETKU 06 orpaHn4yeHnMn pAOO0CTyna K
AOKYMEHTaM.

Bknagbiw nomewaerca B ytnap dpusmyeckn 060cobeHHOro MaTepuanbHOrO HOCUTENA TaKUM
06pasom, 4tTobbl HaZNMUCKM HA HeM Bblan BUAHDLI NPU 3aKpbITOM dyTaApe.

OnucKn aen CTPYKTYPHbIX NoApasaeneHuid Ciy»aT OCHOBOWM A/1A COCTaBneHMA roA4oBOro pasaena
CBOAHOW OMWUCK Aenl opraHu3aumun, NoAroToBKa KOTOPOro BO3/araeTca Ha apxuB opraHusauuu (Auuo,
OTBETCTBEHHOE 33 apXmBs).

Echn CcTpyKTypHble noapasgesnieHna B OpraHus3auum OTCYTCTBYIOT, TO OTBETCTBEHHbIM 3a
Aenonponssoactso B OpraHuMsauuMn COCTaBAAET CpPa3y MNPOEKT roaosoro pasgena onucun  gen
opraHunsauunu.

lpaduueckoe nsobpaxkeHne npouecca 1.4. "Mepenava gen B apxme opraHnsaummn’ npeacraBieHo
Ha cxeme 05 npunoxeHua N 4.

2. XPAHEHUE OOKYMEHTOB B APXUBE OPFTAHU3AL WA

XpaHeHMe [OKYMEHTOB - [AeATe/lbHOCTb, obecneumBaiollas pauuvoHasbHOE pasmelleHue |
COXPaHHOCTb JOKYMEHTOB.

Mpouecc XxpaHeHMs OKYMEHTOB BK/IIOYaEeT:
- OpraHM3aLMIo XpaHEeHNA AOKYMEHTOB;
- obecneyeHne COXPAHHOCTM AOKYMEHTOB.

lpadumyeckoe un3o0bpakeHne npouecca 2 "XpaHeHWe [OOKYMEHTOB B apxuBe opraHusauumn"
npeacrasneHo Ha cxeme 06 npunoxenuma N 4.

2.1. OpraHusauua XxpaHeHUA AOKYMEHTOB

OpraHu3auma xpaHeHUs AOKYMEHTOB - COBOKYMHOCTb AEeUCTBUI, obecneymBatowmnx ycaoBma ans



XpaHeHUs U NMOUCKa AOKYMEHTOB B apXMBe, BKAOYaET:
- CMCTEMATU3ALMIO AOKYMEHTOB B apXuUBe;
- NpeAocTaBAeHNe NOMeLLEeHUA ANA apXUBa;
- OCHaLLEHME apXMBOXPaHUAULL creumanbHbiM 060pyaoBaHMEM A8 XPaHEHUA AOKYMEHTOB;

- obecneyeHMe HOPMaTUBHbIX YC/IOBUN XPaHEHUSA JOKYMEHTOB.
2.1.1. CuctemaTtmM3auma AOKYMEHTOB B apXMBe OpraHM3aumnm

PaboTbl Mo NOAroTOBKE AeN K nepegadye B apxXvB opraHvsauuu (BblgeneHve Aen, NOAroToBKa
onucen fien CTPYKTYPHbIX NogpasaeneHuit) BeayTca ¢ y4eTOM CXeMbl CUCTEMATM3aLMKN aen GoHaa.

Cucrematmsauma OOKYMEHTOB B apxXvMBe OpPraHM3auuMum - rpynnvpoBKa Aen Mo MNpU3HaKam MX
cogepkaHusa unm (B HeKOTopbIX cayyasnx) popmaTa u HocuTens.

Cucrematmsauma [OOKYMEHTOB B apXMBe OpraHWsauMu co3faeT ycnoBuA, Heobxogumble aAnA
PaLMOHANbHOIO pa3MelLeHMA LOKYMEHTOB, a TaK¥Ke A/s MNPoBeAeHUA onepauuii No yyeTy U MOUCKY
OOKYMEHTOB.

ApXMBHble LOKYMEHTbI AO/XHbl XPAaHUTLCA B CUCTEMATU3MPOBAHHOM BUAE B npedenax ¢oHaa (n.
2.9. Npaswun).

Cuctematmsauma AOKYMEHTOB apXnBHOIo d)OH/.'l,a nposogunTcAa pa6OTHMKaMM dpXuBa OpraHnsauunn
Ha OCHOBe O6LLI,VIX FIOI'IO)KEHMVI, pernameHTnpyrowmnx cosgaHme apxmBHoOro d)OH,CI,a opraHunsauunun:

- BOKYMeEHTbI, 06pasytoLimecs B AeATe/IbHOCTU OpraHM3aumnm, COCTaBAAIT LOKYMEHTalbHbIA GOoHA,
(n. 2.1. Npaswun);

- Y4aCTb AOKYMeHTasbHOro GOHAA, BKAOYAOWAs AOKYMeHTbl ApxuBHOro ¢oHga Poccuiickoi
depepaunm U OOKYMEHTbI BpemeHHbIX (cBbiwe 10 neT) CPOKOB XpaHEHWA, BK/AKOUYEHHbIe B yYeTHble
AOKYMEHTbl apXmBa, COCTaBAAIOT apXWBHbIA GOHA OpPraHM3auMu, KOTOPbIA MNOANEKWUT XPaHEHUO B
apxvBe opraHumsauuu (n. 2.3. Mpasun).

OpraHusaumsa, B [OeATeNbHOCTM  KOTOpPOW 0b6pasoBajicAs  apxuBHbiM  poHA, ABAseTcA
doHpoo0bpasosaTenem.

OnpegeneHune GoHAOBOW NPUHAANEKHOCTM AOKYMEHTOB OCYLLECTBAAETCA PabOTHNMKaMM apxmBa U
npoBoAMUTCA:

- NPY CO34aHUM apXMBa OpPraHn3aLmu;

- NPW MOCTYN/JIEHUN B aPXMB OOKYMEHTOB, OTHOCALLMXCA (BO3MOXHO OTHOCALLMXCA) K ApYyromy
doHOy (MCXxoOHbIM OOKYMEHT - aKT npuema-nepenayun apXmBHbIX [OOKYMEHTOB Ha XpaHeHue
(npunoxkenume N 20 Npasun);

- NpY co34aHUKN B apxmuBe HoBoro ¢oHaa (Hanpumep, poHAA AOKYMEHTOB M3BECTHOrO AeATens
HayKM, UCKYCCTBa, paboTaBLIEro B opraHu3aumm, u ap.);

- NpU peopraHuM3auumn opraHusaumm, cmeHe ¢opmbl COBCTBEHHOCTU, M3MEHEHMM cTaTyca M
bYHKLMIA OpraHM3aumu.

OnpegeneHne NPUHAANEKHOCTU OOKYMEHTOB K KOHKPETHOMY apXMBHOMY ¢$OHAY OCHOBbIBaeTcA
Ha cneayroLmMx NPUHUMNaxX:



- NPUHAZNEKHOCTb LOKYMEHTOB K apxuBHOMY GOHAY OpraHuM3auumn onpegensercs no
COAEP!KAHUIO [LOKYMEHTOB, PeKBM3UTam 6naHKa, nognucam, agpecaTy, PerMcTpauMoHHOMY LITammny,
pe3otounn 1 OTMETKE O HanpaBieHUN AOKYMEHTOB Ha UCNOIHEHUE;

- BXoaAwmne AOOKYMEHTbl OTHOCATCA K apXMBHOMY d)OH,D,y TOM opraHusauuu, KOTOpOVI OHMU
NONy4YeHbl;

- KOMUU UCXOAALNX OOKYMEHTOB OTHOCATCS K apXMBHOMY ¢GOHAY TOW OpraHn3auum, B KOTOPOM
C034aHbl IOKYMEHTbI;

- BHYTPEHHWE OOKYMEHTbl OTHOCATCA K apXWMBHOMY ¢GOHAY TOM OpraHM3auun, B KOTOPOWM OHMU
€034aHbl;

- Aena, HayaTtbie B O,D,HOVI OpraHM3saunun, a 3aKOH4YeHHbIE B ,a,pyroﬁ, OTHOCATCA K d)OH,CI,y I'IOCI'IEAHEVI.

JOKyMeHTbl opraHM3aLmu, Kak npaBuao, o6pasyroT OANH apXMBHbLIA GOHA. APXMBHbIE LOKYMEHTbI
OopraHM3aumm COCTaBAAIT OAUH (eANHbIN) apXMUBHbINA GOHA:

- 00 W Nnocne peopraHM3auMm, a TaKkKe WU3MEHEHUA CTPYKTYpbl, LWITAaTHOM YMCIEHHOCTU
OpraHM3auuM ecnum 3TO He MNOBAEeKNo 3a coboi M3mMeHeHus uenei M npegmeta AeATENbHOCTU
opraHusauuu;

- 00 KN nocne UaMeHeHnAa TeppuTopunanbHbIX rpaHUU OeATeNbHOCTU OpraHum3auunun, ecsimt 310 He
nos/aekno 3a cobou KOpPEeHHOro NsSMmeHeHnA ee CTaTycCa,

- B C/lyyae CMeHbl yuypeautens (n. 2.6. Mpasua), ecam 3TO He MOBAEKAO 3a Co60Ol M3MeHeHun
uener u npeameTa LeaTeNIbHOCTM OpraHM3aLun.

ApXMBHble AOKYMEHTbl OpraHU3aLmnmn COCTaBAAIOT eANHbIN apXMUBHbIM GOHA B Cy4yae BPeMeEHHOro
npeKpalleHusa AesTeNbHOCTM OpraHM3aL MK, a 3aTeM ee BOCCTAHOB/IEHUSA C TEMU XKe PYHKLUMAMMU.

ApXMBHbIe fOKYMEHTbI OPraHM3aL MM OTHOCATCA K Pa3HbIM apXMBHbIM GOHAAM:

- B C/ly4ae U3MeHeHUa cobCcTBEHHMKa uMylllecTBa opraHmsauumm (n. 2.6. Mpasuna), B TOM 4uncne,
€C/IM CMeHa COBCTBEHHMKA MMYLLLECTBA OPraHM3aLmMmn CBA3aHa CO CMEHOM yupeanTens;

- Npn pacwunpeHnn unanm CcyxXeHmn npas OpraHunsauumn, KOTOpoe BEYET 3a coboli KOpeHHOoe
N3MeHeHne ee CtatyCa n co3gaHune HOBOWM OopraHunsauuu.

JokymeHTbl muHUcTepcTB CCCP u PCOCP 1 gokymeHTbl penepasnbHbIX OpraHoB UCMONHUTENbHOWM
BnacTu Poccuiickoit ®epepaunn, cosgaHHbix nocne 1991 r., coCTaBAAOT pasHble apXuBHble GOHAbI.
PasrpaHuMuuTenbHas fata MeXAy HUMMM YCTaHaBAMBAETCA Ha OCHOBE 3aKOHOAATENbHbIX W WHbIX
HOPMaTMBHbIX MPABOBbLIX aKTOB O KOHKPETHOM OpraHe UCMONHUTE/IbHOM BAACTH.

JOKyMeHTbl OpraHoB rocyaapcTBeHHOM BaactTu cybbekToB Poccuiickoit Pepepaumnm, 1 4OKYMEHTbI
npeALecTBYOWMX UM COBETOB HapOAHbIX AEnyTaToB pecnyb/unK, KpaesblX, 06/1aCTHbIX, aBTOHOMHbIX
06pa3oBaHWU, a TaK)Ke PaANOHHbIX M TOPOACKUX COBETOB HApPOAHbLIX AEMyTaTOB COCTABAAIOT pasHble
apxuBHble GOHAbI; pPasrpaHUuMTEsIbHbIE  AaTbl  MeXAy HWMM  YCTAHABAMBAIOTCA Ha OCHOBe
COOTBETCTBYHOLLMX 3aKOHOAATE/IbHbIX U MHbIX HOPMATMBHbIX MPaBOBbIX aKTOB.

B cnyyae AMKBMAAUMM OpraHU3aLuuM C nepegadvein ee GpyHKLUMIA BHOBb CO34aHHON opraHM3aummu
3aKOHYEeHHble OenonpousBoACTBOM Aena BKAYaloTcA B GOHA NMKBUAMPOBAHHOW OpraHusauuu, a
He3aKOHYeHHble Aefla NepeaatoTcA A1A OKOHYAHWA UX UCMOJHEHUA OpraHM3auuu-npaBonpeeMHuKy u
BKJ/IIOYAIOTCA B AOKYMEHTa/bHbIN GOHA nocneaHen.

Buabl apxmBHbIX GOHAOB OpraHnsaLmm onpegeneHol B n. 2.4. Mpasun.



Ob6beanHeHHble apxmMBHble GOHAbI CO34alOTCA, KaK MNpaBuo, B OpraHMsauuax, WUMeloLmx
noABeAOMCTBEHHblE OpraHM3auuu. He gonyckaetcs co3gaHue o06begMHEHHbIX apXMBHbIX GOHAOB U3
OOKYMEHTOB OpraHoB MpeacTaBUTENbHOW, MWCNOAHUTENbHOM W cyaebHoit Bnactm  Poccuiickoi
depepaumm (cybbektoB Poccuiickon Gegepaummn), a TakKe U3 JOKYMEHTOB 3TUX OPraHOB U LOKYMEHTOB
n3bupaTenbHbIX KOMUCCUI NO BbiBOpam OpraHoOB NPeacTaBUTENIbHON U UCMOJNHUTENBHOW BNACTU, €CAU
3TO He NpeaycMOTPeHO 3aKoHoAaTenbcTBoM Poccuitickoit deaepaumm n/unmn cybbvektos Poccuiickoi
depepaunu.

Ob6paszoBaHMe 06bEANHEHHbIX apXMBHbIX GOHAOB TPEOYET U3MEHEHMA apXMBHbIX WKOPOB Aen
(HomepoB ¢oHAOB, onucel), COCTaBAEHUA COOTBETCTBYIOLIMX YYETHbIX [AOKYMEHTOB, pPa3MeLLeHUs
OOKYMEeHTOB obbeAuHeHHOro ¢oHAa B OAHOM MeCTe apxXMBOXpaHWAWLLA, a NPU HeobxoAMMOCTU U
HOBOW cUcTeMaTM3aLMK AeN U NepecocTaBieHnsa onucei. lonyckaeTcs yyeT JOKYMEHTOB OpraHuM3auui,
BXOAALLNX B 06beANHEHHbIN apXmUBHbIA GOHA, B OTAE/IbHbIX ONUCAX.

Ob6beanHEHHbIN  apXMBHbIA  ¢GOHA MOXKeT 06pas3oBbiBaTbCA He NyTem o0bObeaAnHeHun
CYLLLECTBYIOWMX apXmBHbIX PoHA0B. PoHA MOXKeT cpasy GopMMUpPOBaTbCA Kak 06beauHEHHbI. B aTom
cnyyae nepewndpoBKM U KaKMX-TMBO APYrMX U3MEHEHUI He TpebyeTca.

JOKyMeHTbl NoAYMHEHHbIX opraHM3au,m71, nepenasaembie B apxus pyKOBOAﬂLLI,eﬁ opraHunsauuu,
MOTyT XpPaHUTbCA HE TOJZIbKO B BUAE O6'beﬂ,MHeHHOI'0 dPXMUBHOTO d)OH,D,a, HO N KaK CaMOCTOATE/IbHble

$OoHAbI.

ApXMBHbIE KOJINEKLMM MOFYT MNOCTYNaTb B aApPXMB B BUAE C/OXKMBLUMXCA [OKYMEHTAJIbHbIX
KOMMNEKCOB MK e 06pasytoTcs B apXMBE M3 OTAE/bHbIX OKYMEHTOB B Le/IAX CO34aHUA YCNO0BUIA s
NX XPaHEHUA U UCMONb30BAHMA.

ApxuBbl ¢eaepanbHbiX OPraHOB WCMNOJIHUTENbHOM BAACTM, a TaKXKe APYrux opraHusauui,
UMEILMX MNOABEAOMCTBEHHbIE OpPraHM3auMm, MOTYT XPaHWUTb HECKOJIbKO apXMBHbIX ¢GOHAOB.
OTpenbHble OpraHW3auuun, NoaBepriinecs peopraHnsaLmm ¢ U3MEeHEHMEM XapaKTepa U CoAeprKaHus
OCHOBHOM AeATeNbHOCTU, GOpPMbl COBCTBEHHOCTU U ApP., TaKXKe MOryT XpaHuTb 6onee ogHoro ¢oHAa.
OpraHusauumn Bnpase BblAENATb U OTAENbHO XPaHUTb GOHAbI, BKAOYAOWME OKYMEHTbI paboTaBLumnX B
opraHM3aunn geatenelt HayKu, TEXHUKKU, KYAbTypbl, MCKYCCTBA U Ap., CO34aHHble B nepuog, ux paboTsl B
opraHusaumm.

XpOHOIIOFVI‘-IECKMMM rpaHnammn apxmBHoOro d)OH,D,a ABNAKOTCA:

ANnA apxmBHOro GoHAA OpraHUsaLuMK - yCTaHaB/AMBaeMble Ha OCHOBE HOPMATMBHbIX aKTOB AaTbl
€0343aH1A U IMKBUAAUNN OPraHn3aumm (Mpu HanMYMM HECKOIbKUX aKToB 06 06pa3oBaHMM opraHM3aumm
NpUHUMaeTcA AaTa Hanbosiee paHHEro U3 HUX);

aona obbegMHeHHOro apxmBHoro ¢oHAa - AaTbl CO34aHUA Haubosee paHHEN M AUKBMAAUUMK
Hanbonee nosgHein No BpeMeHW AEATENbHOCTU OpraHMsaLMn, OOKYMEHTbl KOTOPOW BOLWIIM B COCTaB
0bbeAnHEHHOro apxmMBHoro GpoHAaa;

ONA apxvMBHOro ¢oHAA WM3BECTHOrO AeATeNs, COCTOAWEro U3 AOKYMEHTOB, CO34aHHbIX UM B
npoLecce WCNONHEHUA QYHKUMIA MO AOMKHOCTM, - AaTbl CAaMOro pPaHHEro W Camoro no3gHero
OOKYMEHTa;

ONA apXMBHOW KOINEKUMM - AaTbl CaMOro pPaHHero M camoro nosgHero AokymeHTta (nm. 2.8.
Mpasun).

Ona apxuBHoro ¢oHAa AelCTBYIOLWEN OpraHM3aLMKn AaTa 3aBepLlleHnsa apxmBHoro ¢oHaa ocTaeTca
OTKPbITOM.

Nocne onpepeneHna d)OH,D,OBOVI NPpUHagNeXHOCTU paen, OOKYMEHTOB CUCTeMaTU3auMnAa Aen,
AOKYMEHTOB OCYLLeCTBNAETCA B NpeaesiaX KOHKPETHOINo apxXxmBHOro CI)OH,CI,a.



B npepenax ¢oHaa eauMHULEN CUCTEMATU3ALUW aAPXMBHbLIX [OKYMEHTOB SABAAETCA eAuHMULA
XpaHeHUs - ydyeTHas W KnaccuduMKauMOHHAs eauHUUA, npeacTaBaaowas coboil COBOKYMHOCTb
OOKYMEHTOB MAn $usmnyeckm 060COBNEeHHbIN AOKYMEHT, UMEoLYo/MMeloLlnii  camocToaTeNbHOe
3Ha4eHue.

EanHULel xpaHeHMA B apxmnBe opraHM3auum aBasetca aeno (anektpoHHoe geno) (n. 3.3. Mpasun).
B cBolo ouyepenb, B npegenax OLHOrO fgena AOKYMEHTbl AO/KHbl ObiTb CUMCTEMATU3MPOBAHLI U
odopmneHbl B nopagke, obecneynmBatowem yyeT, MOUCK M WUCMOJ/b30BAHWE APXMBHbLIX LOKYMEHTOB.
TpeboBaHuAa K dopmMmmnpoBaHUio U opopmaeHuto gen coaepkatca B n. 4.19 - 4.26 Mpasua n B pasgenax
1.1.2. n 1.2. MeToANYECKMX PEKOMEHAALUN.

EAMHUUBI XpaHEeHUs AO0NXHbl ObiTb yuyTeHbl B roAoBbiX pasgenax onucei (n. 2.10 Mpaswun).
CuctemaTtusaums eamHuL, xpaHeHma B npegenax ¢oHaa B 60AbLUMHCTBE CyYaeB NPOBOAUTCA Ha OCHOBe
coyeTaHMA NPU3HAKOB CUCTEeMATMU3aLNK:

- XPOHONOrMYECKU-CTPYKTYPHAA CXemMa CUCTEMATU3aLMKN NPUMEHAETCA MO OTHOLWEHMIO K doHAam
OENCTBYIOWMX OpraHusaumnin (yumTblBas fJanbHelilwee MonosHeHne ¢GOHAOB) M NUKBUAMPOBAHHbBIX
opraHusauwmii. Mo 3Toi cxeme gena rpynnupyroTcs No BpeMeHW MX co3gaHua (rogam, nepuogam), a B
npegenax Kaxaon XpOHO0rMYECKOM rpynnbl - MO CTPYKTYPHbIM NOAPa3AENEHUAM OpraHU3aunm;

- CTPYKTYPHO-XPOHO/MIOFMYECKAA CXEMA CUCTEMATM3ALUN MPUMEHAETCA NO OTHOLWEHUIO K GOHAAM
OpraHU3aunin, MMeBLINX CTabUbHYIO CTPYKTYPY, U3MEHEHMUA KOTOPOW NPOUCXOAMAWN penKo U Oblau
HecnoXHbl. [pu cuctematmsaumm Mo 3TOM Cxeme Jena rpynnupyroTca  Nno  CTPYKTYPHbIM
noapasgefieHnsamM opraHusauMM, a B NpeAenax Kawgon CTPYKTYPHOW Tpynmnbl - NO BPEMEHW UX
co34aHus;

- XPOHO/IOTMYECKU-PYHKUMOHANbHAA CXemMa CUCTEMATM3aUMM MPUMEHAETCA MO OTHOLWEHWUIO K
doHOaM OpraHuMsauMii C 4acTo MEHSBLUEMCA CTPYKTYpPOM; MPM 3TOM FPynnuMpOBKa Aen NPOUCXoauTt
BHayase MO XPOHO/NOTMYECKOMY MpPU3HaKy, a 3aTemM no ¢yHKUMAM (BMAam, HanpasieHUAM
AeATeNbHOCTM) OopraHuMsauMu, noarpynnbl AeN PacrnofaralTca C y4eTOM 3HAYMMOCTM  QYHKLMIA
opraHusaumm (pyKoBoacTBO, GMHAHCMPOBAHWE, YYeT U OTYETHOCTb M Ap.) WAM B COOTBETCTBMM C
KnaccupuKaTopom BUA0B (HanpasaeHUt) AeAaTeNbHOCTU CaMOl OpraHM3aLuy;

- QYHKLMOHaNbHO-XPOHOOTMYECKas CXeMa TaKKe MPUMEHSETCA MO OTHOLIEHUIO K apXMBHbIM
doHAaM opraHM3aUMit C YaCTO MEHSIBLUENCA CTPYKTYPOW; NMpu 3TOM Aena rpynnupyroTcs cHadvana no
YHKUMAM OeaTeNIbHOCTM OpraHM3aLUmm, a 3aTeM Mo XPOHOI0TMYECKOMY MPU3HAKY;

- XPOHONOTMYECKU-TEMATUYECKAA WU TEMATUUYECKU-XPOHOIOTMYECKAnA CXeMbl CMCTEeMATM3auuK
NPUMEHAIOTCA MO OTHOLIEHWUIO K HeboNblMM No 0b6bemy apxMBHbIM GOHAAM, a TaK¥Ke OTAEe/IbHbIM
APXMBHbBIM KONIEKLMAM;

- XPOHO/N0rM4eCKN-HOMMHaNbHaA U HOMWUHA/IbHO-XPOHO/ONM4YECKaa CXeMbl NMPUMEHAIOTCA, KaK
npasunao, gnAa CUCTeMaTnsaumn aen apxmBHbIX d)OHAOB opraHmsau,Mﬁ, HE UMEeLWNX CTPYKTYpPbI.

Mpun cnctemaTUsaumMn eaUHUL, XpaHEHUA HEO6XOAMMO MMETb B BUAY cneaytoulee:

- flena OTHOCATCA K TOMYy rody, B KOTOPOM OHM HayaTbl WM B KOTOPOM MOCTYNWUAMU B [aHHYHO
opraHunsauumio (CTpyKTypHOe noapasaeneHne) us apyroi opraHmMsaumm (CTPYKTypHOro nogpasaeneHus);

- NAaHbl, OTYETbl, WTATHble pacnncaHnAa, HOMEHKNaTypbl Aen, CMeTbl U MaTepuaszibl K HUM
OTHOCATCA K TOMY roagy, Ha KOTOprl‘/JI UM 3a KOTOprl‘/JI OHMN COCTaB/ieHbl, HE3AaBUCMMO OT AaTbl UX
COCTaB/1€HUA,; NMNaHbl, OXBaTbiBalOWMe HECKONIbKO N1IET, OTHOCATCA K Ha4aZlbHOMY rogy ux AeﬁCTBMﬂ, d
OTYETbl 32 HECKOJ/IbKO /1ET - K nocnhegHemy roay otT4eTHOro nepmoaa;

- AOOKYMEHTbl No /ANMYHOMY COCTaBy BbIAENAKOTCA B oco6yro rpynny, CuUCTemMaTuUsnpyroTca
060c061eHHO U BK/IOYAOTCA B OTOENDbHYIO ONMUCL.



PerncrtpaumoHHo-y4yeTHble $pOopmbl  LOKYMEHTOB MO JIMYHOMY COCTaBYy (KHUIM, XKypHasbl
perucTpaummn NpMKasos o0 Npueme, NEPEBOAE, YBOJbHEHUN, NNYHBIX KapPTOYEK, IMYHBIX AN, TPYAOBbIX
[OrOBOPOB, COMALEHNA K HUM U APYTUX AOKYMEHTOB) BK/AOYAOTCA B ONWUCb AOKYMEHTOB MO JIMYHOMY
cocTasy.

JlnyHble aena, ecnn oHW NepeaaBanvCb U3 OLHOM OpraHM3auMu B APYryto B CBA3M C NEPEBOAOM
pabOoTHMKOB, BK/OYAIOTCA B lIOKYMEHTa/IbHbIM (apXMBHbI) GOHA NONYUMBLLIEN UX OpPraHM3aLNN.

Ha nn4yHble aena yBosneHHbIX pa60THVIKOB MOXEeT COCTaBNATbCA OTAE/IbHAA ONMUCH.

[ena no AMYHOMY COCTaBY, KaK NpPaBM/IO, CUCTEMATU3MPYIOTCA MO XPOHOIOTMYECKOMY NMPU3HaKy. B
apXxMBax KPYMHbIX OpraHM3aumin c 60AbWKMM KOIMYECTBOM PABOTHUKOB MOMKET MCMNO/1b30BaATHCA
CTPYKTYPHO-XPOHO/IOTMYECKMI NPUHLMN cucTeMaTm3aumn. Mpu HeoBXOAMMOCTM ANYHbIE Aena MOryT
CUCTEMATM3NPOBATLCA NO andasuTy Gpamuanini paboTHUKOB, HE NPUHUMAN BO BHUMaHWE XPOHOJIOTMIO.

B npeaenax Kaxaoro roaa Aena no AMYHOMY COCTaBY CUCTEMATMIMPYIOTCA MO CTENEHU BAXKHOCTH -
NpwWKasbl 0 Nnpueme Ha paboTy (3auncneHnn B yuebHoe 3aBegeHUe 1 4p.), NepemeLL,eHmn, YBOIbHEHNN
(oKOHYaHMM yyebHOro 3aBegeHUs W Ap.), TPYAOBble OOrOBOPbI U COrMalleHMA 06 MX U3MEHEHWUM,
JINYHbIE KAPTOYKN PabOTHUKOB, /INLEBbIE CYETa, CMUCKU, KYPHa/bl yyeTa AOKYMEHTOB MO SINYHOMY
COCTaBy, ApYyrne PerncTpaunmoHHO-yYeTHble AOKYMEHTbl, JIMYHble Aena, /MUEBble cyeTa, KapTOYKM-
cnpaBKu no 3apaboTHoW naaTe. JIMYHbIe AeNa U IYHbIE KAPTOYKU YBOJIEHHbIX PAOOTHUKOB OTHOCATCS K
roZly yBOJIbHEHUS U CUCTEMATU3UPYIOTCA B Npeaesiax Kaxkaon rpynnbl no andasuty pamuanii.

JOoKymeHTbl, Boweawne B oO6begMHEHHbIM apXuBHbIA GOHA, PacnonaralTca Mo 3HAYMMOCTU
doHpoobpasoBateneir  (Npu  obbeAMHEHUM  OAOKYMEHTOB  OpraHmMsauuMm C  [OKYMEHTamu
noABeOMCTBEHHbIX OPraHuM3aumit), Mo XPOHOIOTUM UX CO3A4aHUA, NO andaBUTy HasBaHWM U gp. Mpu
3TOM LOKYMEHTbI OTAENbHbIX OPraHM3aunin MOryT CMCTEMATM3MPOBATLCA B COOTBETCTBUM C PasHbIMU
cXxemamu, BbIOOP KOTOPbIX ONpeaenseTcs XapaKTepom AesTeNbHOCTM KOHKPETHbIX OpraHu3auui,
COCTaBOM M 06beMoM UX AOKYmeHTOB. AnA GOHAOB O4HOPOAHbIX OPraHM3aumii ucnosb3yetca obwas
cxema cuctematmsauum (n. 2.12. Mpasun).

CucremaTtmsauma AOKYMEHTOB KOJIeKUMIA onpeaensaetca TEMaTUKOM M COCTaBOM AOKYMEHTOB (.
2.13 Mpasun). B npeaenax KOANEKUMW [OOKYMEHTOB OAHOrO BMAAa (pa3sHOBUMAHOCTM) BO3MOXKHA
rpynnMpoBKa Mo aBTOPCKOMY MPM3HAKY C PacrosioXeHWem rpynn B andaBUTHOM MOPALAKE Ha3BaHWM
opraHmsaumii  uam  damuamii  aBTOpoB. B npedenax KoOAMEKUMM [OOKYMEHTOB, CO34aHHON no
TEMaTUYECKOMY MPU3HaKy, MOryT 6biTb 06pa3oBaHbl TeMaTUYeCKMe MOArPYMmbl, Pacro/ioXeHHble B
nopAgKe WUX 3HAYMMOCTM WM XPOHONIOTUWN. BHYTPM TEMATUUYECKUX NOArPYNNn AOKYMEHTbl MOryT BbiTb
06beaMHEHbI NO Pa3/INYHbBIM MPU3HAKaM, UCXOAA M3 06beMa U COCTaBa AOKYMEHTaLUMN.

Pe3synbTaToM npouecca CUCTeMaTU3auMM LOKYMeHTOB GoHZa ABNAETCA CXema CMCTemaTusaumu
Aen apxuBHoro ¢oHAa - BHYTPEHHMW pabounii AOKYMEHT, KOTOopblA pas3pabaTbiBaeTcs B apxuse
opraHu3aumm:

- NPW CO34aHNN apXMUBa OpraHU3aLmK;
- NPW NOCTYNAEHUN B apXMB [OKYMEHTOB apyroro ¢oHaoobpasosartens.
Cxema cuctemaTtusalmm BKIOYaeT:

- Homep poHAa;

- BMAbl COCTaB/IAEMbIX OMMUCEN (COOTBETCTBYIOT BblAENAEMbIM KOMMJIEKCAM LOKYMEHTOB): ONUCb
OeN, [OKYMEHTOB NOCTOSHHOIO XPaHEHWUs; ONUCL AeN, AOKYMEHTOB BpeMeHHbIX (cBbiwe 10 neT) cpokos
XpPaHEeHUs; ONucb Ae, 4OKYMEHTOB NO IMYHOMY COCTaBy <6> (B apxvMBe OpraHU3aunm MOryT BblAeNATbCA
W Apyrne KOMMAEKCbl JOKYMEHTOB, TPEOYHOLLME COCTaBAEHNA ONUCU: HaNPUMeEP, Hay4YHble OTYETbI);



<6> B O6LU,€CTBEHHbIX OopraHnsauunax, rae OTCYyTCTBYHT WTATHblIE COTPYAHUKM U COOTBETCTBEHHO
AOKYMEHTbI NO INYHOMY COCTaBy, Onuncb Aen, AOKYMEHTOB NO JIMHHOMY COCTaBy HeE COCTaBNAETCA.

- CTPYKTYpPY Ka)Kﬂ,Oﬁ onucu: eblaenaemblie pasgesibl U nepedeHb BKIKOYaeEMbIX BUOOB OOKYMEHTOB.

Cxema cucTemMatmsaummM fen apxMBHOro ¢OHAA COCTaBAAETCA Ha Kaxablh ¢oHA apxwvsa.
Bo3MosKHO (Npun HeobxoauMMocTH) Ux 0b6beanHeHne B 06LLYIO CXEMY.

Pe3synbTaTbl cuCTEMaTM3aUMW eAWHWUL, XpaHeHWs B npegenax ¢oHAa 3aKpenaaTca npu
COCTaBJ/IEHUM ONUCEN Aen, AOKYMEHTOB B apXMBe OpraH13aLmu.

lpaduueckoe un3obpaxkeHune npouecca 2.1.1. "Cucrematmsauma nen B apxvmBe opraHusaumn'
npeacrtaBneHo Ha cxeme 07 npunoxkeHua N 4.

2.1.2. NpepocraBneHne nomeL,eHUA ANA apXUBa OpPraHU3aLmmn

MpenoctaBneHme NMOMELLEHUA ANA PasMeLLeHUA apXMBHbIX AOKYMEHTOB - OAMH M3 MPOLECCOB,
obecneymBaoLLmMX YCI0BUA PaLMOHaIbHOrO PasMelLLeHNA JOKYMEHTOB U UX COXPaHHOCTU.

MpepocTtaBneHve NOMELLEHUA ANA PaA3MELLEHUA apXUBHbIX [AOKYMEHTOB OCYLLECTBAAETCA Ha
OCHOBAHWW PAcnopaauUTENIbHOrO [AOKYMEHTa PYyKOBOAMTENA OpraHM3aumMm O CO343aHMM  apxuBa.
OpraHusaumio npouecca nNpeaocTaB/leHUsas MNOMELEHUA Aaa PasMeLLeHUs apXMBHbIX LOKYMEHTOB
OCYLLECTBAAET PYKOBOAMUTENDb apXMBa (1ML, OTBETCTBEHHOE 3a apXMB) NPU y4acTUM afMUHUCTPATUBHO-
XO3AMCTBEHHOM CNYKObl OpraHM3aLnu.

Mpouecc npepocTaBNeHNA MNOMeLWeHNA A7 pa3sMelleHUA apXMBHbIX LOKYMEHTOB BKAlO4YaeT
onpegeneHune naowaau, Bbl60p I'IOMGLLI,GHMVI apxuBa OpraHM3aunmn n oCHalleHune nx O60pyAOBaHMGM.

2.1.2.1. OnpepgeneHue naowaamn u Bbibop NnomeLleHUin apxmea

OnpepeneHve nnowaguM u BbI6Op NOMeLLEHUIN apxuMBa OCYLLECTBAAETCA C yyeTom obbema U
coctaBa apxmBHoro ¢oHga (boHAOB) OpraHM3auUMKM, a TaKXKe C YYeTOM BO3MOMKHOCTM OTAE/NbHOro
XPaHEHWUA 3NEKTPOHHbIX AOKymeHTOB (M. 2.35. MpaBun). PacueT Heobxoaumol naowaan nomelleHui
NPOU3BOANTCA C YY4ETOM YCTaHOBAEHHbIX HOPM PACMOJIOXKEHUA CTeNNaxen U UX HanonHeHusa (n. 2.21.
Mpasun).

MaKcMMmanbHbI COCTaB MOMELLEHWNI apXMBa YCTaHABANBAETCA CAeYOLWMIA:
aPXMBOXPaAHUANLLE;
nomeLlleHne gns Nnpuema u BpeEMeHHOro XpaHeHUA AOKYMEHTOB;

nomelleHne ANA MUCNosb30BaHMA AOKYMEHTOB (YMTaNbHbIM 3a1, Y4acTOK BblAaun AOKYMEHTOB U
NHGOPMaLIMOHHO-NONCKOBBIX CPEeACTB);

paboure KOMHaTbl COTPYAHMKOB apXmMBa OpraHM3aLum, KOTopble A0MKHbI OblTb U30MPOBAHbI OT
NOMELLEHWNI, TAe XPaHATCA apXMBHble AOKYMeHTbI (M. 2.16. Mpasun).

OpraHmsaumnm, He MMmelolme BO3MOXKHOCTU BbIAENUTb BCE YKa3aHHble MOMELLEeHWA, a TaKXKe
OopraHunsauunun, nmerwmne apxmsHbole d)OHAbI HeboNbLoro 06'beMa, AO/IXKHbI BblAENNTb NOMelleHne ana
dpPXNUBOXpPaHUINLWAE N U30/IMPOBAHHbIE OT HEro pa6oqme mMecCTa anAa CoTpyaHUKOB apxmBa unaun (ech
obbem aApXnBHOro d)OHAa 3TO I'IOBBOJ'IFIET) OCyWecCTB/NIATbL XpaHeHWEe AOOKYMEHTOB B cChneynaibHOM
MeTaanInyeCKkom 3anuMparowlemca Ha KAKY U onevyaTbiBaemoMm LLIKaq)y, UCKA4Yawwem aoctyn K
AOKYMEHTAM NOCTOPOHHUX AL



ApXVIBOXpaHVIﬂVIUJ,a He AOonyCKaeTcAa pa3mellatb B MNOoABa/IbHbIX MOMELWEHNAX WU Ha BeEPXHUX
3TaXKax 34aHunA.

BbibOp MOMELLEHMIA apXMBa OCYLLECTBAAETCA C yd4eTom TpeboBaHMM, 3aKpenneHHbiX B n. 2.16 -
2.19. NpasuA.

Mpwu BbIbOpE NOMELLEHNA ANA XPAHEHUA SNEKTPOHHbBIX LOKYMEHTOB Ha 060C06NEHHbIX HOCUTENAX
cnepyert yyuTbiBaTb, YTO He AOMNYCKAETCA XPaHEHME 3NEKTPOHHbIX HOCUTENEeN C MArHUTHbIM paboynm
C/I0eM B XPAHW/IMLLAX C MOCTOSAHHbIMM MU NEPEMEHHBIMMU MArHUTHBIM MOJIEM HaMNpAXKeHHOCTbo bonee
400 A/M. XpaHuauiia AoMKHbI BbiTb yaaneHbl OT 3aeKTpoasurateneit, TpaHchopmaTopos, NMPTOBOro
060pyA0BaHUSA, OPYTNX UCTOYHUKOB MArHUTHbIX U 3/IEKTPOMArHUTHbIX NONEN.

2.1.2.2. OcHaleHne apX1MBOXPaHUAULL CieuranbHbiMm 060pyaoBaHuem

OcHauweHune apXnBoxpaHuUAnWL, cneunanbHbiMm 060pyAOBaHMeM - npouecc, O6€CI'IeLIMBaIOLU,MI‘;1
ycnosua gnAa pasmeleHna JOKYMEHTOB U UX ¢M3MLIGCKOI7I COXPaHHOCTH.

MNpouecc OCHaWEHUA apPXMBOXPaHUAULWEA CcreumanbHbiM O60pyAOBaHMEM NHUNUMmnpyetca
NPUKa3om pyKoBoauTena opraHn3aumm O CO34aHUUN apxmBa WU UCNONHAETCA pPyKoOBOAUTENEM WU
pa6OTHMKaMM dpXuBa, a TaKxe pa6OTHMKaMM XO3AMCTBEHHbIX CIIY)K6, B npegenax nx KOMI'IETEHLI,MI;I.

TpeboBaHMA K OCHALLEHMIO APXMBOXPAaHUAMULLA CheunanbHbiM 060pYA0BAHNEM WM3NOXKEHBI B M.
2.20., 2.21., 2.24. Mpasun. Mpn oCHaLLEHUM apXUBOXPaHUINLLA 0O0PYA0BaHMEM YUNTLIBAIOTCA NpaBuaa
cobntoaeHna NpoOTUBOMNOXKAPHOIO, OXPAaHHOFO, TEMNEPATYyPHO-BAAXKHOCTHOIO M CBETOBOIO PEXMMOB, a
TaKXXe HeobXxoAMMOCTb Ha/MuYMA CNELMANNSUPOBAHHBIX CPEACTB PasMELLEHUA MArHUTHbIX HOCUTENewn
(wkados, 6OKCOB), B KOTOPbIX HOCUTENM 3ALUMLLIAIOTCA OT MAarHUTHbIX W 3/IEKTPOMArHUTHbIX BO3A4eNCTBUIA
OKpYy»KatoLwen cpebl, U MecT A YCTaHOBKM KOMMbIOTEPOB.

He ponyckaeTcA XpaHeHME MarHUTHbIX HocutTenen Ha ¢GeppoMarHUTHbIX MeTaNIMUYeCcKnx
CTeNnnakax; CTanbHble KapKacbl MOryT ObiTb MCNOAb30BaHbl MPU YCAOBUM pPa3MarHMunMBaHuA U
3aMblKaHUA KOHTYPOB CTe/INaXKa (coegmMHeHMe MeTaNIMYECKMX YacTel CTeNaxKa 31eKTPonpoBoAOM U UX
3a3emsieHne) <7>.

<7> PO 50-524-84. Metoanyeckme ykasaHuA. NopagoK XpaHeHWA AOKYMEHTOB Ha MAaLUMHHbIX
HocuTensax. - M.: U3a-Bo ctaHgapTos, 1985.

XpaHWULLE 3SNEKTPOHHbLIX [AOKYMEHTOB o0b6ecneynmBaeTcs TaKKe MepPBUYHbIMU CPEACTBAMM
XPaHEHMA MarHUTHbIX HocuTenen (pytnspamu). Hambonee npuemnembiMM matepuanamum ANA HUX
ABNAOTCA TaKMe BMAbl NAACTMACChl KaK MOJIMCTMPOA, NOAUNPONUAEH W noaukapboHat. He cneayet
MCMONb30BaTb MEPBUYHbIE CPEACTBA XPAHEHMA MArHUTHbIX HocuTenenm u3 bymaru, KapToHa,
NeHope3uHbl, NOANBUHUAXAOPUAA, LEeNON03HbIX BMAOB MAacTMAcChl, BbICOKOMAACTUGULMPOBAHHbIX
MaTepuanos.

Mo pe3synbTaTam BblaeneHUA MNOMEWEeHUA ONA apxXuBa W OCHAWEHUA ero HEO6XOAMMbIM
O60pyAOBaHMeM COCTaB/IAETCA aKT npunema FIOMeLLI,EHMﬁ B 3KCnyaTauuio, KOTOprm noanuncbiBaeTCA
pykoBoauTennem  apxuea, npeagcrasutenem agMuMHUCTpauun, a  TakKkKe  OTBEeTCTBEHHbIM  3a
NPOTUBONOXAPHYHO 6e30MnacHOCTb OopraHusauuu.

paduueckoe un3obparkeHne npouecca 2.1.2. "MpepoctaBneHMe MNOMELWEHUS ANA apPXUBa
opraHmsaumnmn" npeacrtaBneHo Ha cxeme 08 npuaoxkenua N 4.

2.1.3. O6becneyeHMe HOPMATUBHbIX YC/IOBUN XPaHEHUA JOKYMEHTOB



ObecneyeHne HOPMATUBHBIX YC0BUIA XPaHEHUA AOKymMeHTOB (n. 2.15 MpaBua) BKAtOYAET:
- cobatogeHre NPOTUBOMNOKAPHOTO PEKNMA;
- cobntogeHre OXpPaHHOro PeXKrMma;

- COﬁﬂlOAEHMe HOPMATUBHbIX TEMNEPATYPHO-B/IaXXHOCTHOTO, CBETOBOrO, CaHUTApPHO-
TMrMeHn4ecKoro pexxmmoes,

- obecneyeHne HOPMATUBHbLIX YCNOBUIN XPaHEHUA 3NEKTPOHHbIX JLOKYMEHTOB.
2.1.3.1. CobnoaeHne NPOTUBONOXKAPHOIO peXKuma

MPOTMBONOXKAPHbIN PEXUM - NpaBuIa NOBEAEHUS toLel, NoPAAOK OpraHU3auMM NpPoM3BOACTBA
n (unn) copep:kaHma nomelLleHUi (Tepputopuin), obecneumatowme npeaynpeKaeHne HapylweHui
TpeboBaHUI NoKapHOW 6e30NacHOCTU U TyLLEHME MOXKapPOoB.

MPOTUBONOMAPHbLIA peXUmM B 34aHUAX, [4e pasmellaeTcA apxMB oOpraHusauMmM, U B
apPXMBOXPaHWIULWLAX YCTaHaB/AIMBAeTCA B COOTBETCTBUM C HOPMATMBHbIMM MPABOBbIMM  aKTamM
Poccuiickoit Pepepaumm B 061acTm NoskapHoi 6esonacHocTu (n. 2.22. Mpasun) <8>.

<8> CneumanbHble npaBuna MNoXKapHoM 6e30MacHOCTU FOCYAAPCTBEHHbIX WU MYHULMNANbHbIX
apxusoB Poccuiickoit ®egepaymmn. YT8. npukasom MuHUCTepCTBa KynbTypbl Poccuiickoin ®egepaumm ot
12 aHBapa 2009 r. N 3, n. 1.2.

Mepbl obecneyeHna NOXKapHOM 6€30MacHOCTM apxXmBa LO/IKHbI ObiTb U3/0XKEHbI B CNELMaNbHOM
pasaene MHCTPYKLMM O NOXKapHOW 6e30MacHOCTM B OpraHu3aumm <9>.

<9>Tam e, n. 1.9.

CobntogeHne NpPoTUBOMNOKAPHOTO PEXKMMA BK/KOYAET:

- BbIOOP A1 aPXMBOXPaHUANLLA NOMeLLeHUs, 6e30MacHOro B NOXKapHOM OTHOLLEHWUU;
- 060pyA0BaHNE APXMBOXPAHUANLLLA CPEACTBAMMU NPOTUBOMOXKAPHOM 3aLLUTLI;

- eXxefHeBHOE Cobt0AeHNE NPOTUBOMNONKAPHOIO PEKMMA.

OTBeTCTBEHHbIMM 33 obecneyeHne noxapHoh 6e3onacHOCTM  oOpraHM3auMm  sABAAeTcA
pyKoBOAMTE/Nb apXMBa (1NLLO, OTBETCTBEHHOE 33 apXMB), @ TAKKe JINLO, OTBETCTBEHHOE 3a obecneyeHue
noxapHou 6e30nacHOCTM OpraHM3aLmn B LLEJIOM.

Ona obecneyeHma noxKapHoit 6€30NacHOCTN YCTaHaBAMBAIOTCA Caeaytolime npasuma:

- apXMBOXPaHUAMLLA [AOMKHbl pPasmelaTbCa B MNOMELLEHUAX, W30/IMPOBaHHbIX OT APYrux
nomeLLeHui;

- NoMelleHMe apxMBa AO/IKHO bbiTb 060PYA0BAHO CPEACTBAMM MOXMKAPOTYLIEHUA M MOMKAPHOM
CUrHanunsaumem;

- MOMELLEHMA aPXMBOXPAHUAUL, A0MKHblI OblTb 6e30nacHbiMM B NOXAPHOM OTHOLUEHWUM,
rapaHTMPOBaHbI OT 3aTOMNJ/IEHMA, MO BO3MOXHOCTM MMETb 3aMnacHbl BbIXOA. B nomMelLeHUAx He AO/KHO
6bITb ra30BbIX U BOAOHECYLLMX MArucTpasibHbIX TPyb6onpoBoaos;



- 3/IEKTPONPOBOAKA B aPXMBOXPaHWUAMULLAX AONKHA OblTb CKPLITOW, LWITENCe/bHblE PO3ETKU -
repMeTUYHbIMKM, MEPEeHOCHas 3N1eKTpoannapatypa AOMXKHA MMETb PE3MHOBYIO M30JALMIO LIHYPOB.
O6wwue 1 noaTaxkHble PyOUAbHUKM PAcNoNaratoT BHE MOMELLEHUI XpPaHUAULL,

- OTAeNKy MNOMELLeHMIA apXMBOXPaHWUAMULL NPOBOAAT C UCNO/b30BaHUMEM HearpeccuBHbIX,
HenbINALWMXCA MaTepuanos, a B CUCTEMaxX M CPeAcTBax MOXapOTyLIEHUA NPUMEHSIOT HeWTpanbHble,
6e3onacHble 411 JOKYMEHTOB BELLECTBA;

- B XpaHW/MLAX 3anpelaeTcs MPUMMEHEHMEe OrHs, HarpesBaTesibHbIX NPUBOPOB, pasmMelieHue
NOCTOPOHHUX OOBEKTOB; PEMOHTHO-MOHTaXKHble PaboTbl NMpoBOAATCA C cObB/OAEHMEM Mep 3alLMUTbI,
OXpPaHbl M COXPAHHOCTU AOKYMEHTOB;

- CTennaXm wn wWKadbl MCNONBL3YIOTCA METa/ZIMYECKMEe;, PacCTaHOBKA cTennaxkel u wKados
OCYLLECTBNAETCA B COOTBETCTBUM C TPEOOBAHUAMM, U3N0KEHHbIMM B M. 2.21 Mpasun;

- B XpaHuauvuwe YyCTaHaB/IMNBAETCA MeTaNnvyecCcKaa ABepb, WU ABepb obuBaetca U3HYTPU
MeTannn4yeCKkMm 1nMcTtom.

ApXMBOXpaHMﬂMlJ.I,e AO/TXKHO MMETbL BbIXO4bl K ﬂMd)TaM N NECTHUYHbIM KNETKaM.

ExXXelHEBHO MO OKOHYaHWW pPaboTbl apxmMBa OTBETCTBEHHbIM 3a obecrneyeHne MOXKAPHOM
6€30MacHOCTM MPOBOAUTCA OCMOTP NOMELLEHMSA B MOPAAKE, YCTAaHOBNEHHOM WHCTPYKUMEH O mMepax
noxapHou 6e3onacHocTU. Pe3ynbTaTbl OCMOTPA OTMEYALOTCA B *KYpPHasie OCMOTPA NOMELLEHUN.

Mpu BbIABAEHUM B XO4E OCMOTPA HapyLleHU TpeboBaHWI NoXKapHoM 6e3onacHOCTN HeobxoamMmo
NPUHATD Mepbl K UX YCTpaHeHuto. MNpu HEeBO3MOMKHOCTM CAMOCTOATENbHO YCTPAHUTb BblsBIEHHbIE
HapylweHus TpeboBaHUIN MoXKapHOW 6e30MacHOCTU [O0N0XKUTL 006 3TOM PYKOBOAMTENO apxvBa M
cAenaTb COOTBETCTBYOLLYIO 3aNUCh B KYPHA/e OCMOTPa NOMELLEHUN.

2.1.3.2. CobnoaeHne OXPaHHOrO peXKuma

CobntoaeHne OXpaHHOTO PeXMMa BKIOYAET:
- obecneyeHne NnomMeLLeHUIA apxmnBa cneumanbHbim obopyaoBaHuem;
- yCTaHOB/IEHME OXPaHHOro pexuma u ero cobnogeHue.

ObecneuyeHune I'IOMELLI,EHMIZ apxuea cneunazibHbiM OﬁOpyAOBaHMGM nposoanTCA B COOTBETCTBUMN
CO Ciegyrowmmmn npasuiamum:

- apPXMBOXPAHWUAULLA (33 WMCKNOYEHWEM apPXMBOXPAHMAML, PACMONArAlOWMXCA Ha OXpPaHsemoM
Tepputopun) 060pPYAYIOTCA OBEPAMM C  MOBbLIWEHHOW TeXHUYECKOW YKPEen/eHHOCTbIO MpoTUB
BO3MOXHOTMO B3/10Ma, OCHALLLEHHbIMM 3aMKaMM NOBbILWEHHOW CEKPETHOCTU; Mo 3aBepLieHun pabouero
OHA apxuBoxpaHMAMLLA (cneumanbHble WKadbl, rae XpaHATCS LOKYMEHTbI MPU OTCYTCTBUM MOMELLEHUI
apXMBOXPaHWUANWLL) ONeYaTbiBalOTCS;

- OKHa NOMeLL,EeHMI NepBOro 3Taxa A0/IKHbI 6bITb 060PYA0BaHbI pacnalHbIMK 3aMMpPaOLWUMUCA
peleTkammn, OTKPbIBaOLWMMUCA HapyXKy (n. 2.20 Mpasun);

- NOMeLeHMe A0KHO ObiTb 060pyA0BaHO OXPaHHOM CUTHaNM3aLUEN.

OXpaHHbIA PeXMm ycTaHaBAMBaETCA C yyeTomM TpeboBaHWIA, M3N0XKeHHbIX B M. 2.23. MpasuA.
MopsAfoK cobNoAeHUs OXPaHHOTO pesKMma yCTaHaB/AMBaETCA CreumasbHbIM PasfesioM MHCTPYKUUK O
cobnofeHNM OXPaHHOTO peXKMMa AN OpraHMs3auuun B LEJIOM WAW B CMEeuManbHOM UHCTPYKLMKU. Mpu
3TOM YCTaHaBAMBAETCA MNOPALOK KOHTPONSA AOCTyNa B apXMBOXPaHWAWLWE W MOMELLEHUA apXUBa,
NOPAAOK UX CAAYM MOA OXPaHY N CHATUA C OXPaHbl.



OTBETCTBEHHbIM 33 CODG/IOAEHME OXPAaHHOrO peMMa B apxuBe OpraHus3auum sBAseTcA
pyKoBOAWUTENb apxMBa (AMUO, OTBETCTBEHHOE 33 apXwB) UAM AMLO, OTBETCTBEHHOe 3a cobalgeHue
OXPaHHOrO peXKMma B OPraHn3aLnn B LEIOM.

2.1.3.3. CobntoaeHne HOpMaTUBHOIO CBETOBOIO peXKMma

HopmaTuBHbI  CBeTOBOW pexum obecneumsBaeTcA B npouecce Bblbopa nomelleHUs
apXMBOXpaHUAMLWA U ero obopyaoBaHuA. KOHTpoab 3a obecrneyeHMem CBETOBOrO peXKMma nposoguT
pyKoBOAMUTENb apXMBa (ML0, OTBETCTBEHHOE 33 apXuB).

ObecneyeHune HOPMATUBHOIO CBETOBOIO peXXmMma OCHOBbIBAETCA Ha CneAyoLWnxX npasuaax:
- dPXUBHble JOKYMEHTbI cneayeT XpaHUTb B TEMHOTE,;

- BCe Bnabl pa60T C AOKYMEHTaMUM A0/1IKHbI NPOBOANTLCA NPU OrPaHUYEHHbIX TN TEXHO/TOTNMYECKH
HeO6XOp,MMbIX YPOBHAX OCBELWLEHUNA;

- 3alnTa JOKYMEHTOB OT AEﬁCTBMﬂ cBeTa obecneunBaeTcs XpaHeHnemM OOKYMEHTOB B KOpO6KaX,
nankax un nepennaetax, B LIJKad)aX WUNN Ha CTeNnNa)kax 3aKpbITOro Tuna;

- ecTeCcTBEHHOE OCBelLEeHMEe B apXMBOXPaHWAWLLE AOMYCKAETCA NPW YCNOBUU MPUMEHEHUA Ha
OKHax cBeTopaccemBaTteniel, 3alnTHbIX GUAbTPOB, LUTOP, XKa/to3U, HAHECEHHbIX Ha CTEK/I0 MOKPbITUIA;
0191 UCKYCCTBEHHOTO OCBELLEHUA NPUMEHSIOTCA Namrbl HaKaMBaHMA B 3aKpbITbiX NaadoHax ¢ rnaakom
NOBEPXHOCTbIO;

- YpOBEHb OCBELEHHOCTW B [AMana3oHe BUAMMOIO CMeKTpa He [A0/KeH Mnpesblllath: Ha
BEPTUKA/NbHOW MOBEPXHOCTM CTENNAaXKa, Ha BbICOTe 0A4HOro MeTpa ot nona - 20 - 50 AoKcoB., Ha paboumx
cTonax - 100 ntokcos (n. 2.24. Mpasun).

2.1.3.4. CobnoaeHne HOPMATUBHOIO
TemnepaTypHO-BNAAXKHOCTHOIO peXxuma

HopmaTuBHbIN TemnepaTypHO-BNAXKHOCTHbIA pexMm obecneumBaetcs B npouecce Bblbopa
MOMELLLEHNA apXMBOXpaHMAMUWA W ero obopyaosaHusa. KoHTposib 3a cobaogeHvem TemnepaTypHO-
BNAXXHOCTHOTO pexuma obecneunmsaeT PyKOBOAWUTENb apxuMBa (NMLO, OTBETCTBEHHOE 3a apxuBs).
KOHKpeTHble onepaumn Nno CHATUIO NOKAa3aHWI KOHTPO/IbHO-U3MEPMUTE/IbHbIX NPUBOPOB M 3anncK UX B
YPHa MOMET OCYLLLECTBAATbL OANH M3 pabOTHMKOB apxmBa (11LL0, OTBETCTBEHHOE 33 apXuB).

ObecneyeHne HOPMATMBHOTO W TemMnepaTypHO-BNAXKHOCTHOrO peXMMa OCHOBbIBAeTCcA Ha
TpeboBaHUAX, 3aKpenieHHbIX B M. 2.25., 2.26. MNpasua.

TemnepaTypHO-BMAXKHOCTHbIM  PEXUM  KOHTPO/NIMPYETCA NyTeM  PEryaspHoOro U3MepeHus
TemnepaTtypbl U OTHOCUTENIbHOM BNAXKHOCTU KOMHATHOTO BO34yXa: B KOHAMUNOHUPYEMbIX MOMELLEHMAX
- He pe)e OAHOrMo pas3a B HeAent; B aAPXMBOXPAHUAMLWLAX, HE OCHAWEHHbIX CUCTEMOM
KOHAMLMOHMPOBAHUA BO3ayXa - 2 pa3a B Hegento (n. 2.26. Mpasun).

MOKasaHWA KOHTPO/IbHO-U3MEPUTENIbHLIX NPUBOPOB OGUKCUPYIOTCA B KypHasie perncrpauuu
TEMMepaTypPHO-BAAKHOCTHOIO PeXMMa.

MpY HanAMuMKM B 34aHUM apxuBa LLEHTPA/NM30BaHHON cuUcTeMbl obecnedyeHusa TemnepaTypHo-
BAIQXHOCTHOTO pe)KMMa B MNOMELLEHMUAX, TAe XPaHATCA AOKYMEHTbl, KOHTPO/b 3a ero cobsogeHnem
ocylLecTBAsieTcA B aBToMaTUYeCKoM pexkume (n. 2.26. Mpasun).

Mpun BbIABEHUN HAPYLIEHWNI TeMNepaTyPHO-BAAXKHOCTHOIO peXXuma paboTHMK apxmBa coobuiaet
06 3TOM PYKOBOAMTENIO apXMBa M BbI3bIBAET CMELMANNUCTA XO3AUCTBEHHOM CAYXKObl ANA AUKBMAALMM
HemcnpaBHOCTU. Mepbl, NPUHATbIE MO HOPMANM3ALUN TeMMepaTypPHO-BAAKHOCTHOIO PeXMMa, TaKKe



OTpaXkaloTca B XKypHane.

Mocne NMKBMAALMM HapyLUEHUA NpPOBepKa TemnepaTypbl U OTHOCUTE/IbHOMN BAaKHOCTU BO3AyXa
NpoBOAMUTCA OAMH pa3 B CyTKM (N. 2.26. NpaBua) B TeyeHme mecaAua.

EcAn HapyleHMe TemnepaTypHO-BAAXKHOCTHOTO peXKMma 6blno AanTenbHbiM (OT Tpex CyToK u
6osiee) U CONPOBOXAANOChb MOBbILIEHWEM OTHOCUTENbHOW BAaKHOCTM Bo3ayxa Ao 70 - 90%, nocne
NIMKBMAAUMN HEMCNPABHOCTU MPUHUMAIOTCA MEPbl N0 HOPMasiM3aL MM YPOBHA BAAXKHOCTU (MHTEHCUBHOE
npoBeTpMBaHME, OCyLLIEHNE aPXMBOXPaHUANLLA).

B )ypHane pernctpaumm TemnepatypHO-BAAKHOCTHOIO PEXMMa TaKKe OTPaXKaloTca pesy/bTaTbl
NPOBEPKN NPaABUALHOCTM MNOKA3aHUIM KOHTPOJbHO-U3MEPUTENbHbIX NpPuBopoB. lMpoBepKa TOYHOCTU
NOKa3aHW KOHTPONbHO-U3MEPUTENbHbIX NPUBOPOB A01KHA NPOBOAMTLCA HE peXKe O4HOro pasa B Tpu
MecALa CneumanmcTamm CoOOTBETCTBYIOLWMX OPraHN3aLni.

KOHTPONbHO-U3MepUTENbHbIE I'IpVIﬁOpr MOHTUPYOT Ha OAHOM WUNTKE, pa3mellaa Ux B rnaBHOm
npoxoge Ha ctennaxe, saazsinm oT oTonnUTeNbHbIX U BEHTUNAUNOHHBIX CUCTEM (KOHTpOﬂbHaﬂ TO‘-IKa).

2.1.3.5. CobnoaeHne HOpMaTUBHOIO
CAHUTAPHO-TUTUEHUYECKOTO pexXnuma

HopMmaTMBHbLIN CaHUTAPHO-TUTMEHMYECKMI pexum obecneuymBaeTcs B npouecce Bblibopa
NoMeLLeHNs apxuBoxpaHuaMwa W ero obopyaoBaHuAa. KoHTposib 3a obecrneyeHMem CaHUTapPHO-
TMIMEHMYECKOro pesknma npoBoauT paboTHUK apxuBa.

CobntogeHne HOPMaTUBHOIO CAaHUTAPHO-TUTMEHUYECKOTO PeXMMa BK/OYAET:

- Bbl60p nomeuwieHnAa, COOTBETCTBYHOLLEINO Tpe6OBaHMﬂM YUCTOTbI, NPOBETPMBAEMOCTU U
OTCYTCTBMA HACEKOMbIX U TPbI3YHOB;

- ocywiecreBneHumA pa60T no nogaepxaHmw CaHNTapPHO-TUTMEHNYECKOTIO pexXmnma.

PaboTbl Mo MoafepsKaHWI0 CaHUTAPHO-TUIMEHUYECKOTO PEXMMa NPOBOAATCA B COOTBETCTBUW CO
cneayoWmMmMm npasuaamm:

- nomMelwleHnAa apxmBa opraHn3aunmn goNXKHbl coaep*xaTbCA B YNCTOTE, B YCNOBUAX, UCKAKOYAOLWNX
BO3MOXHOCTb NoABNEHNA NNECEHN, TPbI3YHOB, HACEKOMbIX, MbIIN,;

- B NOMeWEeHNAX apXNUBOXPaHUINUL, OO01KHa 6bITb 0becneyeHa CBO60/.'J,HaFI UMPRYyAAUMNA BO34yXa,
NCKOYaowan o6pa3OBaHme HenpoBeTpnBaemMblX 30H, OMACHbIX B CaHMTapHO-GMOIIOI'MLIeCKOM
OTHOLWEHUMN.

- B MOMeWeHNAX apXUBOXPaHUTNLL, H606XO,£I,MMOZ
nposoanTb CUCTEMATUYECKYHO BJ1aXKHYHO y6opKy;

He pe)e oAHOro pasa B roj, NpoBOAUTb obecnbiAnBaHME KOPOBOK, CBA3OK C AOKYMEHTamM,
WwKados, cTennaxen;

O6pa6aTbIBaTb LOKOJIbHblE 4aCTu cTennaxen, nonol, NANHTYCbl, NOAOKOHHWKWM BOAHbIMU
pacTtBOpamMun aHTUCENTUKOB.

[Ba pasa B rog (B Hayase M NO OKOHYAHUM OTOMUTENILHOIO CE€30Ha) AOKYMEHTbI U MOMELLEHMA
apXMBOXpPaHUAULL noaBepratoTca obcnefoBaHUIO A1 CBOEBPEMEHHOFO OOHAPYMKEHWS HAaCeKOMbIX U
nneceHn. [MMpu oBOHapyXeHUM OUOJIoTUYECKUX BpeauTesen MNPUHUMAKOTCS CPOYHbIE Mepbl Mo
Ae3suHpekuMn n Ae3nHCEKUMU [OOKYMEHTOB W MOMELLEHUM cunamm pPaboOTHMKOB apxvBa, a Mnpwu



Heob6X0AMMOCTHU - CUNAMMN COOTBETCTBYIOLLMX CNYHKO.
MpoBegeHWe CAHUTAPHO-TUTMEHUYECKUX PabOT GUKCUPYETCA B XKypHane.

B apxuBoXpaHu/MLLE 3aMpeLLaeTca HaXO4MTbCA B BEpPXHEW ofekae, MOKPOMN U rpasHoi obysu;
XPaHWUTb NOCTOPOHHME NPegMeTbl, UMYLLECTBO U 060pyaoBaHue, ynoTpebaaTb nuwesble NPoayKTbl (n.
2.27.,2.28. Mpasun).

paduueckoe m3obparkeHune npouecca 2.1.3. "ObecneyeHne HOPMATMBHbLIX YCAOBUN XPaHEHUSA
AOKyMeHTOB" npeacTaBneHo Ha cxeme 09 npuaoxkeHua N 4.

Ob6ecneyeHue HOPMAaTUBHDbIX ycnosuﬁ XpPaHEeHUA 3/IEKTPOHHbIX 4OKYMEHTOB

ObecneyeHre HOPMATMBHBIX YCNOBUIA XPAHEHMUA 3NEKTPOHHbBIX LOKYMEHTOB MOMMMO YC/0BWUIA,
nepeymncieHHbIX Bbile, BKAoYaeT (n. 2.30 Mpasun):

- cO3JaHMe B apxvMBe OpraHM3auuu He MeHee ABYX 3K3eMMMAPOB KaXKAolM efuHULbl XpaHeHUs
3NIEKTPOHHbIX AOKYMEHTOB (OCHOBHOM W pabouunii 3K3emMnaApbl LOMKHbI HAXOAUTbCS Ha PasHbIX
dU3NYECKUX yCTpOoCTBaXx);

- obecnevyeHune apxmMBa OpraHM3auun TEXHUYECKMMU WU NPOrpaMmMHbIMKU  CpeacTtBamMmu
BocnpomnssegeHnAa, KONMpoBaHMA, nepesanncn " KOHTPONA ¢M3VI‘-IECKOFO N TEXHNYECKOIro COCTOAHUA
9/1EKTPOHHbIX AOKYMEHTOB,

- obecneyeHmne pexuma MHGOPMaLMOHHON 6E30MNaCHOCTM 3/IEKTPOHHbIX AOKYMEHTOB;
- obecneveHne GU3NKO-TEXHUUYECKON COXPAHHOCTU HOCUTENEN 3TEKTPOHHbIX JOKYMEHTOB;

- CUHXPOHHOE MW3MEHEeHWe MPOrpaMmMHO-annapaTHOM cpeabl B OpraHU3auMM W B apxuBe
opraHusauuu;

- COXpaHeHMe BO3MOXHOCTM AO0CTyna B apxuBe K apPXMBHbIM 3/EKTPOHHbIM AOOKYMEHTaM,
CO34aHHbIM B paHee NcnojibsoBasBLleMca NporpammHOM obecneyeHunu.

PaboTbl No coba0A4eHUI0 HOPMATUBHBIX YCNOBUIA XPaHEHWA 3NEKTPOHHbIX LOKYMEHTOB MPOBOAAT
paboTHMKM apxmBa U noapasaeneHus IT-TexHONOrmiA.

OTBETCTBEHHOCTb 33 COXPaHHOCTb INTEKTPOHHbLIX aPXUBHbIX JOKYMEHTOB HECET:

- NPU WX XpPaHEHMM B apPXMBE OPraHW3auMKn - PYKOBOAWUTENb apXumBa (NMLO, OTBETCTBEHHOE 3a
apxuB);

- MPU UX XPaHEHUWN B apXMBHOM YacTM MHPOPMALMOHHOM CUCTEMbI OpPraHu3aumn - pyKoBoaAUTE b
noapasaeneHuns IT-TexHoNormin.

ObecneyeHne MHOPMALMOHHOM 6e30MaCHOCTM 31EKTPOHHbIX AOKYMEHTOB apXmMBa BK/IOYAET:

- obecneveHue pexnma XpaHeHUA SNEKTPOHHbIX AOKYMEHTOB, WCKAKOYaKOWero yrtparty,
HECaHKUMOHNPOBAHHYIO PACCbI/ZIKY, YHUYTOXKEHUNE TN UCKaXKEHNE VIHq)OpMaLI,MM;

- obecneyeHWe ayTEHTUYHOCTM, MONHOTbI, AOCTOBEPHOCTM, LLEAOCTHOCTM W HEU3MEHHOCTU
MHbOPMALUK, coaepHKaALLENCs B SNEKTPOHHbIX AOKYMEHTaX, MpPW OCYLLECTBAEHUM MX Mepesanucu Ha
apyrvue Hocutenu.

ObecneyeHne OU3MKO-TEXHUYECKOM COXPAHHOCTM HOCUTENEN 3S/IEKTPOHHbIX [OOKYMEHTOB MU
BOCMPOM3BOANMOCTU 3N1EKTPOHHbIX JOKYMEHTOB BK/1IOYAET:



- NpoBeAgeHME He peXke OAHOro pasa B 5 JIeT TeXHUYECKOro KOHTPOoAA GU3NYECKOro COCTOAHMA
HOCUTeNei 3NEKTPOHHbIX AOKYMEHTOB M BOCMPOU3BOAMMOCTU 3/1EKTPOHHbIX AOKYMEHTOB;

- nposegeHne npu BblABNEHUU M3MEHEHUMN CI)M3VILIECKOI'O COCTOAIHUA HocUTenemn 9/1EKTPOHHbIX
AOKYMEHTOB NO peweHn pyKkoBoautTena opraHnsaunn paGOTbI no nepe3anncn 3NEKTPOHHbIX
AOKYMEHTOB Ha HOBbl€ HOCUTENNU;

- nposegeHve paboT MO Mepesannucu 3/EKTPOHHbIX [OOKYMEHTOB B HOBble ¢dopmaTbl npu
n3ameHeHun popmatos B pesynbrate npeobpasoBaHMA MPOrpamMHO-anmnapaTtHoOn cpeabl, yXyAlleHus
BOCMPOW3BOANMOCTU 3NEKTPOHHbIX JOKYMEHTOB;

- co3paHune GoHaa NONb30BAHUA INEKTPOHHbIX LOKYMEHTOB.
2.2. O6becneyeHne COXPaHHOCTU AOKYMEHTOB

ObecneuyeHune COXPaHHOCTM  AOKYMEHTOB - CUCTEMA MepOI'IpMFITVII‘;L o6ecnetm3a+om,mx
COXPaHHOCTb OOKYMEHTOB, KOHTPOJIb UX ¢M3M‘-IECKOFO COCTOAHMA Npn NOCTynneHUn AOOKYMEHTOB B
apxXuB, BO BpeMA UX XpaHEHUA B apxmBe U Npn nepegayvye OOKYMEHTOB Ha NOCTOAHHOE XpaHEHWE B
I'OCY,D,apCTBeHHbIﬁ (MYHMLLMﬂaﬂbeIﬁ) dpXuB, a TaKXe nogaep*xaHune n BOCCTaHOBEHUE ¢M3M‘-IECKOFO
COCTOAHNA OOKYMEHTOB.

Mpouecc obecneyeHus COXPaHHOCTN AOOKYMEHTOB OCYLWECTBNAETCA p360THMKaMM apxuea Wu
BK/IIOYHaET:

- pauMOHaNbHOE pasMelLeHNE LOKYMEHTOB B apXMBOXPAHWINLLE;
- TonorpadunpoBaHue;

- KOHTPO/1b 33 ABUXEHNEM JOKYMEHTOB M UX COCTOAHUEM.
2.2.1. PaymoHanbHoe pasmelleHue AOKYMEHTOB B apXUBOXpaHUAuLLe

PaunoHanbHoe pasmelleHne AOKYMEHTOB B apXMBOXPaHWAULLE CO343eT YCA0BUA A1A NOUCKA
OOKYMEHTOB M NPOBEPKU UX HannuuaA. TpeboBaHMA K pasmeLLeHUI0 OKYMEHTOB B apXMBOXPaHUAULLE
cogepxatcA B nNyHKTax 2.34 - 2.35 [lpasun. lopAagoK pacnosioKeHua [OOKYMEHTOB B apxuse
onpeaensercsa NiaHom (Cxemoit) ux pasmeLyeHums.

Mpy pasmeLLeHnn AOKYMEHTOB pabOTHNK apX1MBa PyKOBOACTBYETCA NpaBuaaMu:

- BCE NOCTynalowWwue B apxXMB OpraHM3aumm OOKYMEHTbl Pa3sMeLLaloTca B apXMBOXPaHWAMLLIE Ha
cTennaxax uau B LWKadax B NOpagKe, COOTBETCTBYIOWEM ONUCAM AEN, LOKYMEHTOB;

- AOKYMEHTDI, TeMI'IepaTypHO-Bﬂa)KHOCTHbIl\;I pexXnm XpaHeHUA KOTOPbIX passinyeH, AOO0JIXKHbI
pa3melaTbCA B Pa3HbIX apXMBOXpaHUANLLAX,

- Aena, umetolwme TBepAbli Nepenner, yCTaHaB/IMBalOTCA BEPTMKA/bHO; C MAFKMM MepenneTtom
NN HenepenaeTeHHble MOryT Pa3meLLaTbCA rOPMU30HTaIbHO;

- KOPOOKM He JO/MKHbI BbICTYMATb 32 Npeae bl MONOK CTeNNaXKeN;

- Ha KOPOBKM NPMKNENBAIOTCA AP/bIKA, HA KOTOPbIX YKa3biBatoTca: Homep poHAa, HOMep onucH,
KpaiiHWe Homepa Ae, pasMeLleHHbIX B AaHHOW KopobKe, AaTbl Ae/, HaXo4ALMXCA B KOPObKe, 1 Homep
KOpo6KM B Npeaenax GpoHAa;

- Heé [AonycCkaeTcAa XpaHeHne [OOKYMEHTOB B TpchnopTHoﬁ Tape, B LLITaﬁeI'IFIX, Ha noay,
NOAOKOHHWMKAX, NeCTHUYHbIX NaowagKax U Apyrnx, He npegHasHa4dyeHHbIX AnAa XpaHeHUA OOKYMEHTOB



mecTax (n. 2.34., 2.35. Mpasun);

- OOKYMEHTbl MNOCTOAHHOIO XpPaHEeHWA Ha 6yMa)KHOM HOCuUTene pasmewardT B KAPTOHHbIX
K0p06KaX, nankax, a JOKYMEHTbl BPEMEHHOIo XpaHeHUA (3a UCKNHIOYEHNEM OOKYMEHTOB NO JIMHHOMY
COCTaBy) - B CBA3KaX;

- OOKYMEHTbl MOCTOAHHOIO XPaHeHWA pPa3MeLLaloTCA OTAEeNbHO OT AOKYMEHTOB BPEeMEeHHbIX
(cBblwe 10 neT) CPOKOB XpPaHEHMA U NO IMHHOMY COCTaBY.

DNEKTPOHHbIE AOKYMEHTbI Ha GpU3MYECKM 060COBIEHHbBIX HOCUTENAX PAa3MELLAOTCA OTAE/NbHO OT
Apyrux AoKymeHToB (n. 2.35. Mpasun).

PekomeHayeTcA XpaHUTb SNEKTPOHHble [AOKYMEHTbl pasgesibHo Mo BUAAM  3/IEKTPOHHbIX
HOCMTeﬂeﬁ, B Pa3HbIX KOpOGKaX, 6OKC3X, AWNKAX, Ha Pa3HbIX MOJIKaxX LLlKad)OB.

PyTNApbl C 3N1EKTPOHHLIMU HOCUTENAMU Pa3MELLAOTCA BEPTUKANbHO B KOHTEWHepax, ALLMKax
CneumnannsnpoBaHHbIX WKapos UM B Kopobkax, 6oKcax Ha Mosikax crtennaxein, wrados. PacctoaHue
mexxay GyTaapamm AOKHO BbITb AOCTAaTOYHbIM A5 TOrO, YTOBb! 3/IEKTPOHHbIE HOCUTEIM MOMKHO BblN10
cB06OAHO NMOMELLATb M A0CTaBaTb U3 ALLMKA UM KOPO6KK, BoKca.

DNEeKTPOHHblE AOKYMEHTbl MOFYT XPaHUTbCA Ha cepBepax, NPUHagEeXKalmMX OpraHusaLmMm Uau
apeHayemblx opraHu3saumen.

2.2.2. Tonorpa¢upoBaHue

TonorpapupoBaHue - paspaboTKa CXemMbl PACMOIONKEHUA AN B aAPXMBOXPAHWAMLLE MyTEM
HYMepaunn MecT XpaHeHWUa OOKYMEHTOB (MOMeLLeHUIA, cTennaxKen, WKadoB U KOHTEMHEPOB), a TaKkKe
BeAeHue Tonorpadpruecknx ykasatenemn.

TonorpadupoBaHue NpoBoAUT PaBOTHUK apxmBa.

Mpouecc TonorpadupoBaHMa ONMPAETCA Ha CXEMY CMCTEMATM3ALMMN AOKYMEHTOB poHAA.
Pe3ynbTaTom nNpoLecca ABAAETCA:

- CXema pasmeLleHMA 4OKYMEHTOB B apXMBOXPaHWUMLLE;

- apxuBoxpaHunauuwe C NPpoHymepoBaHHbIMU CTENNAXKaMWU, LLIKa(baMM M NoNKamu (an Han4ynm
HECKOJZIbKUX apXUBOXPaAHUNNLL, OHU TaKKe HyMepYIOTCFl);

- KAPTO4YKU NOCTENNTAXKHOTO U I'IOd)OHAOBOFO YKa3sartena.

TonorpadupoBaHUE CAYXKUT AN 3aKPEnIeHUa MEeCT XPaHEeHUs [AOKYMEHTOB W YMPOLLEHUSA
npouecca noucka agen.

TpeboBaHuA K NpoBeaeHMto TonorpadupoBaHnA 3aKpensieHbl B NyHKTax 2.36 - 2.38 Mpasua.
TonorpadupoBaHMe NPOBOANTCA C YHETOM CeAYIOLWLMX NPaBuUA:

- BCe MOMELLEHUA apxXmMBa OpraHM3auuM, a TaKXKe CTennaxu, WKadbl, MOJKM HYMepylTCA.
Ctennaxku, wkadbl HYMEPYIOTCA B Ka*KAOM apXWMBOXPaHUMLLE C/eBa HanpaBo OT BXO4HOM ABepw, a
NO/IKW Ha CTeNNaax - CBepXy BHU3, caesa HanpaBso (n. 2.36. MNpasun);

- B LENAX OnpenefieHns MecTa XpaHeHWUs [OOKYMEHTOB B apXMBOXPaHW/WLLE COCTaBAAOTCA
Tonorpadpuyeckne ykasatenu: nocrennaxHole (npunoskeHune N 1 Mpasun), a npy 601bLLIOM KonndecTse
doHaoB - nodoHAoBbIe (NpunoxkeHne N 2 Mpasun);



- NOCTeNINaXKHble Tornorpaduyeckmne yKasartem NpuKPennsatoTca K CTeHKe cTennaka (wkada);

- I'IOd)OHAOBbIe Tonorpad)mquKme YKa3aTean pacnosiaratotca no HOmepam d)OHAOB N CNyxXat gnAa
onpegeneHna mecta XxpaHeHNA KOHKPETHbIX OeN;

- FIOCI)OH,CI,OBbIe Tonorpacbmqecme YKa3aTtenun gonycKkaeTcAa BeCtu B Buae 3!16KTpOHHOI71 KapTOTEKMU,

- '3AMEHeHUA, NpoucxoaaLlme B pasmeLleHUn JOKYMEHTOB, A0/I}KHbl CBOEBPEMEHHO OTPaXKaTbCA B
Tonorpaduueckmx ykasatenax (n. 2.37., 2.38. MNpasun). B cnyyae coctaBNeHUs HOBOrO yKasaTens cTapbii
0OCTaeTCA Ha XpPaHEHUWN A5 MOMOLLM B NPOBEAEHNN PO3bICKA HEOBHaPYKEHHbIX Aen.

paduueckoe unsobparkeHue npouecco 2.2.1. "PauMoHasbHOEe pasmelleHMe [OOKYMEHTOB B
apxmBoxpaHunuuie" n 2.2.2. "TonorpadpupoBaHue" npeacraBneHo Ha cxeme 10 MpunoxeHus N 4.

2.2.3. KoHTpoAb 32 ABUXKEHUEM J,O0KYMEHTOB U UX COCTOAHUEM

KOHTpO/b 33 ABUMKEHUEM AOKYMEHTOB U UX COCTOAHNEM BKAKOYAET:
- NPOBEPKY HaZIMUYUA U COCTOAHNA AOKYMEHTOB;
- yCTaHOB/IEHWE MOPAAKA BblAaun AeN U3 XPaHUANLLA;

- YCTAHOB/IEHUE NopAAKa AEUCTBUIM B Ype3BblYaliHbIX CUTYaLMUAX.
2.2.3.1. NpoBepKa Ha/IMYMUA U COCTOAHUA AOKYMEHTOB

NpoBepKa HaNN4YNA U COCTOAHNA LOKYMEHTOB apXmMBa OpraHM3aumu NPOBOAUTCA B LLenax:

- yCTaHOBAEeHUA GaKTUYECKOrO HaAMUYUA eaWMHWUL, XPaHEeHWs B COOTBETCTBUM C YYETHbIMM
OOKYMeHTamu;

- BbIAB/IEHUA N YCTPAHEHMA HEAO0CTAaTKOB B yYeTe JOKYMEHTOB;
- BbIAB/IEHUA OTCYTCTBYIOLLMX AOKYMEHTOB M OpraHM3aLmmn UxX Po3bICcKa;

- BbIABNEHMA M y4yeTa AOKYMEHTOB, TPeByloWMX NpodUNaKTUYECKOW M/MAn pecTaBpaLMOHHO-
npodunakTMyeckon ob6paboTku;

- BbISIB/IEHUA W YYETA NEKTPOHHbIX LOKYMEHTOB, TPEDOYIOLLMX Nepe3anncu Ha HOBble SNEKTPOHHbIE
HOCUTENM, YCTPAHEHMA BPEAOHOCHbIX KOMMNbIOTEPHbIX Nporpamm (n. 2.39. Npasun).

MpoBepKa Ha/IMYMA U COCTOAHUSA AOKYMEHTOB MPOBOAUTCA KOMUCCUEN UM HE MEHEE YeM ABYMSA
paboTHMKaMu. WcKoyeHre COCTaBAAIOT apxuBbl ¢ HebonbwKMm GOHAOM, UMEKLMe efUHCTBEHHOIO
paboTHUKa.

MpoBepKa HasMUYMA M COCTOAHWA AOKYMEHTOB Ha OYMakKHbIX HOCMTENAX NPOBOAUTCA He pexe
oAHoro pasa B 10 f1eT, 31EKTPOHHbIX AOKYMEHTOB - He peke o4Horo pasa B 5 siet (n. 2.40. Mpasun).

MpoBepKa HannumMa 1 coCToAHMA AOKYMeHTOB (cxema 11 npunoxkeHua N 4) nposoguTcs:
- B NJ1aHOBOM NOpAJKe;

- Npu Nepegaye Aen Ha rocygapCcTBEHHOE XPaHEHUE;

- Moc/ie nepemMeLLeHns Aen B Apyroe nomelleHue;

- nocne LI|Z)e3BbI‘-Ial‘;1HbIX I'IpOMCLIJeCTBMﬁ, BbI3BaBWKUX nNepemeweHne gen wanm nocne



NMPOHNKHOBEHNA B apXNUBOXPaHUINLLE NOCTOPOHHUX NNLL;

- NPU CMeHe PYKOBOAUTENA apxuBa (NMua, OTBETCTBEHHOrO 3a apxMB) - a TaKXKe No mepe
HeobxoaMMOoCTH.

MpoBepKa HaAMYMA W COCTOSHMSA [OKYMEHTOB B apxvMBe OpraHuM3auMuM nNpoBoAUTCA C
cobnofeHem caepyowmx npasun:

- HeobXOo4MMO COXPaHATb MOPSALOK PACMOJSIONKEHUS AOKYMEHTOB Ha CTe/naxax, B WkKadax B
COOTBETCTBUM C TONOrpadpuyeckMMm yKasaTensaMu; Npu U3MeHEHMUM PacrosioKeHna aen Heobxogumo
CBOEBPEMEHHO AenaTb COOTBETCTBYIOLLME 3aNUCcK B Tonorpadpuyeckmx yKasartensx;

- 3anpewaeTca BHeCeHNEe BbIABNEHHDBIX B XO4€E€ NMPOBEPKUN HEYUYTEHHbIX Aen B ONUCb (Hey‘-ITEHHbIe
Aena nognexart 06pa60TKe M ONMCaHUIKO Nocsie 3aBeplleHnA ﬂpOBepKVI);

- 3anpeLaeTca B NpoLecce NPOBEPKU AenaTb Kakne-nMbo NOMETKU UM 3anucu B ONUCAX Aen U
OPYTUX YYETHbIX AOKYMEHTaX.

Mepes Hayanom MPOBEPKM HAAMYMA M COCTOAHMA LOKYMEHTOB Ha OYMarKHbIX HOCUMTEnAx
COCTaB/AETCA JIUCT TMPOBEPKM HaAMuma W coctoaHuMa pen B  ¢GoHAe, KOTOpbIM 3anosiHAeTcs
npoBepAWMMN PaboTHUKAMKN apXmMBa HENOCPEeACTBEHHO B XOZE MPOBEPKM U COAEPKMUT 3anucu o0b6o
BCEX BbIIB/IEHHbIX HECOOTBETCTBUAX. JINCT NPOBEPKM COCTABAAETCA HA KakAablii NpoBepseMblit GoHg U
noanucbiBaeTca UCNoAHUTeNeM. JIUCT NPOBEPKM HAMMUMA U COCTOAHUS AE/ MOXKET COCTaBAATbCA Ha
OTAEe/IbHble ONUCK, eC/IN NPOoBepPAEeMbIn POHA COCTOUT U3 3HAYMTENIbHOTO KOJIMYECTBA OMNUCEN.

lMpoBepKka HaAMYMA M COCTOAHUA HAYMHAETCA C NPOBEPKM COOTBETCTBMA OOHUX U Tex e
rnokasaresien B Pa3HbIX YH4ETHbBIX JOKYMEHTAX.

3atem nposoanTCA NpPoOBEPKa COOTBETCTBUA KO/NMYECTBa A€ B UTOrOBbIX 3annCAX rogoBbiX
pasgenos onuce cBegeHunAm O KosimyecTse Aen B INCTax d)OHFI,OB.

Mpouecc NPOBEPKM 3aKNHOYAETCA B MPOCMOTPE KOHKPETHbIX eAUHULL XPaHEHMUS.

B nepsylo oyepeab NpoBepaeTcA NPaBUAbHOCTb PACMNOIOKEHMA A€ COracHO Tonorpadpuyecknum
yKasaTensam. HenpaBuabHO pasmelleHHble Aena cpasy »Ke NOMELLAOTCA Ha CBOe MEeCTO.

B xo4e NpoBepKn NPOBOAUTCA CBEPKA COOTBETCTBUA ONMUCATENbHbIX CTaTeN ONUCK C MHbOPMaLMei
Ha 0610XKKe Ae, NPU 3TOM MOXKET BbITb 0BHapYyKeHOo:

- OTCYTCTBME AeNa, BKAOYEHHOIO B ONUCH;
- Ha/IMuMe Aen, He OTHOCALUUXCA K onpeaeneHHomy GpoHAay;
- Ha/IYMe Hey4YTeHHbIX Aen;

- OWMOKM B onmncaTe/ibHbIX CTaTbAX ONUCEN.

[ena, He BHeCeHHble B OMWCK, M3bIMatOT, paboTa C HUMMK (BKNOYEHME B COOTBETCTBYHOLLMI
rof0BOI pasaen onucu) NPoBOAUTCA NOC/e 3aBepPLUEHMA NPOBEPKN HAZIMYMA U COCTOAHUSA gen. Jena, He
oTHOCcAWMECA K GOHAY, TaKKe OTKNaLbIBAOT OTAE/bHO. Bce BbIfiBNIEHHbIE B XOA4€ NPOBEPKU HAPYLUEHUA
duKcupytoTcs.

dusnyeckoe cocTosHUE Aen onpeagenaerca nytem sn3yasibHOro npocmoTpa.

BbinBNeHHble Aena € GU3MYECKMMW MNOBPeXAeHUAMU BymarKHOro Hocutens (yTpata dactei
OOKYMEHTa, pa3pbiBbl) OTKAAAbIBAOTCA OTAENbHO.



[ena, 3apakeHHble MAECeHbld WAN APYrMMU BUOMOTMYECKUMWN BPEeaUTENAMM, M3bIMAKOTCA C
nocneayolein n3onaumnein B Lensx NpeaoTspaLleHmaA 3aparkeHns gpyrux aen.

Bce aena c BbiABNAEHHbIMU AedeKTamu PEeKOMEHAYeTCA PerMcTpupoBaTb B KapTOTEKE y4yeTa
$U3NYECKOro COCTOAHMA LOKYMEHTOB C YKasaHuem BuAa Heobxogumoli 0bpaboTku. KapTouku yyeTa
$U3NYECKOrO COCTOAHUA AOKYMEHTOB ABAAIOTCA pabouyMmu JOKYMEHTaMW; CPOK XPaHEHWs KapTouyek
yyeta $U3NYECKOro COCTOAHUA OOKYMEHTOB BPEMEHHOro XpaHeHMA paBeH CPOKamM XpaHeHus aen, B
OTHOLWIEHMM KOTOPbIX OHW BblIM COCTaB/EHbl; AN AOKYMEHTOB MOCTOSHHOINO CPOKa XPaHeHus - Ao
nepegayn [OOKYMEHTOB Ha XPaHEHWe B ToCyAapCTBEHHbIM, MyHUUMManbHbIA apxuB. PaboTbl no
KOMUPOBAHUIO AOKYMEHTOB C BbILUBETAlOWMM TEKCTOM, MO pecTaBpauuu LOKYMEHTOB, MMELMX
paspbiBbl, M AP. NPU OTCYTCTBUK CNieLManbHON nabopaTopnmn MoXKeT NPoBOANTbL PaboTHMK apxXuBa.

Oena, Tpebywowme agesnmHbeKUMN W Oe3MHCEKUMW, OO0/XHbl noagepratbca 06paboTke
Hemea/IeHHO; NPW OTCYTCTBUM cneumanbHol nabopaTopum - NpUraalleHHbIMK cneyyanmucTamu.

B KOHUE KaKaol NpOCMOTPEHHOW ONMWUCU Aen, OOKYMEHTOB genaetcA 3anuck "MPOBEPEHQO",
KOTOpas NOC/ie COCTaBAEHUA aKTa MPOBEPKU HANYMUA U COCTOAHUA OOKYMEHTOB AOMNOHAETCA AATOM U
HOMEpPOM aKTa (NyHKTbI 2.41., 2.42. Mpaswun).

[ena, BbloaHHbIE COTPYAHUKamMm OpraHunsauuun, B YUTaNbHbIN 3an U BpemMmeHHOe NnoJsib30BaHMe
APYyrMm opraHndaumam, NpoBepArTCA NO KHUIram U aKTam Bblaa4dun gen n CHUTarTCA MMELWMMUCA B
Hannvyunmn.

Mpwn obHapy*KeHUN OWKNBOK B YY4ETHbIX AOKYMEHTaX COCTAaBAAETCA aKT O TEXHMYECKUX OLIMOKax B
y4YeTHbIX JAoKymeHTax (npunoxeHue N 4 [lpasun). B cnyyae o6HapyXeHUs [OOKYMEHTOB, He
OTHOCAWMXCA K JAaHHOMYy ¢OHAY, apxvMBy OpraHuMsaluu, HeyuyTeHHbIX, TaKXKe COoCTaBaAeTcA
COOTBETCTBYHOLWMI aKT (NpunoxeHne N 5 MpasBua). YKasaHHble aKTbl NOANUCLIBAOTCA UCMOAHUTENAMMU U
YTBEPXAAOTCA PYKOBOAMTENEM OpPraHu3auuMm UAW ero 3amecTuTenem, Kypupylowum AeATenbHOCTb
apxuBa (n. 2.43. Npasun).

Ha obHapyeHHble B X04€e MPOBEPKU HEMCNPABMMO MOBPEXAEHHbIE AEeNa COCTABAAETCA aKT O
HEMCNPAaBUMbIX MOBPEXAEHUAX aPXMBHbIX OOKYMeHTOB (npunoxeHve N 22 [pasun). [ocne
paccmoTpeHusa aktoB 3K (UIK) opraHMsauum u yTBEpXKAEHUA ee peLeHuUa PYyKOBOAMUTENIEM
OpraHM3auumM, HEWCNPaBMMO MOBPEXAEHHbIE [AOKYMEHTbl CHMMAtOTCA C y4veTa. OpraHusaumm -
WUCTOYHUKM KOMMNEKTOBAHMA MNPEACTABAAT aKT O HEUCMPaBUMbIX MNOBPEXKAEHUAX [OKYMEHTOB,
cogeprKalmii  [OKYMEHTbl MOCTOAHHOFO XPaHeHWs, Ha CorfacoBaHMe B  FOCYAAPCTBEHHbIN
(MyHMLMNANbHBINA) apXMB, MCTOYHMKOM KOMMJIEKTOBAHUSA KOTOPOro ABASETCA OpraHM3auma, UauM B
YNOJIHOMOYEHHbIN OPraH UCNOIHUTEIbHOM BAACTMU.

Mo pe3ynbTaTam NPOBEPKU COCTABAAETCA aKT MPOBEPKM HaANMUYMA U COCTOAHUA apPXUBHBIX
DOKymeHTOoB (npunoxeHune N 3 Mpasun) n NponsBoaATcA cneaytolme AenNCTBUSA:

- Aena, He OTHOoCAWMNECA K AaHHOMY d)OH[l,y, YYUTbIBAOTCA B ONUCAX €N, AOKYMEHTOB TeEX d)OHAOB,
K KOTOPbIM OHU OTHOCATCA, N Pa3MeLLatoTCA Ha COOTBETCTBYHOLWNX MECTaX,

- HeyyTeHHble Jaena o6pabaTbiBalOTCA WM YYMTbIBAIOTCS B COOTBETCTBYIOWMX OMNUCAX Aern,
[ OKYMEHTOB;

- HEecoOTBETCTBME OMMCaTeNbHbIX CTaTel B ONMUCAX AaHHbIM  Ha obnoxke Aen ycrpaHAeTcAa
BHECEHWEM U3MEHEHWI B ONUCH aen, LOKYMeHTOB;

- B C/lydae BbIAB/MIEHHbIX PACXOXAEHUN COAEP)KaHUA WTOroBbIX 3anuceit onucen pen c
baKTMYECKMM COAEeprKaHNEM OMUCEN Aen COCTABAAOTCA HOBblE UTOrOBbIE 3aMUCH.

JINCTbl NPOBEPKM HANNYUA U COCTOAHUA OeNn B d)OH,CI,e HYMepyrTCA No NnopAAKY HOMEPOB B Xoae
NPOBEPKU KaxKgoro d)OH,CI,a M noanucbiBaloTcA ucnonHutenem. o OKOHYaAHWM NPOBEPKU JIUCTbI



BKNIOYAIOTCA B AeNo AaHHoro ¢oHAa. [poBepKa HANMUMA U COCTOAHUS OOKYMEHTOB CYMTAETCH
3aBEPLUEHHON NOCNe BHECEHWUA U3MEHEHMWI, BbIBJEHHbIX NPOBEPKOW, B yYeTHble LOKYMEHTbI apXmBa
(cm. pasgen 3 "YueT 4OKYMEHTOB B apXxmMBe opraHusauun').

lpadumyeckoe m3obpaxkeHne npouecca 2.2.3.1. "MpoBepKa HaANUYUA U COCTOSAHUA AOKYMeHToB"
npeacrtaBneHo Ha cxeme 12 npunoxkeHua N 4.

Ecnv npoBepKoi HaMuUA U COCTOSHUA LOKYMEHTOB YCTAaHOB/IEHO OTCYTCTBME A/ U AOKYMEHTOB,
MHPOPMALINA O HUX BHOCUTCA B KAPTOTEKY yuyeTa HeObHapPYHKEHHbIX [eN U OPraHM3yeTca UX PO3bICK.

PO3bICK apXMBHbIX AOKYMEHTOB, He OBHapyXeHHbIX B X04e MNPOBEPKM, MPOBOAUTCA B TeYyeHue
OAHOrO roa C MOMEHTA BbIABIEHNA X OTcyTCTBUA (M. 2.44. MpaBuA). B aTUX Lenax pekomeHayeTca:

- U3Y4YUTb BCe YYTEHHbIE AOKYMEHTbI NO BblAa4ye AeN U3 XpaHUIULLG;

- OPraHM30BaTb PO3bICK HE OBHAPYKEHHbIX NPY NPOBEPKE AEN B CTPYKTYPHbIX NOAPa3AeNeHusX, B
OeATeNbHOCTN KOToPbIX 6bl1M chOpMMUPOBaHbI HEOBHAPYKEHHbIE AeNa, NpeaBapuTebHO N3YYNB ONUCK
OEN 3TUX CTPYKTYPHbIX NoApasaeeHuni;

- NPOBEPUTL Aena HaxoAAWMXCA PAAOM GOHAOB;

- U3Y4nTb OOKYMEHTbI B Aese GOoHAA: aKTbl O BblAENEHMUM AeNl K YHUUTOMKEHMIO, aKTbl BblAaun Aen
BO BpPEMEHHOe MO0/b30BaHME, paHee COCTaB/eHHblE aKTbl MPOBEPKM HaAMUMA M COCTOAHMA
nposepaemoro poHaa.

HaVIAeHHbIe B UTOre po3biCKa Aena BO3BpPAWAOTCA Ha MECTO, a B COOTBeTCTByPOLU,eﬁ KapTo4yKe
y4yeTa H606HaDYH-(EHHbIX Aen nenaetca OTMETKa C YKa3daHnem gatbl 1 noanucu pa6OTHVIKa apxXuea.

Mpy OBHaApYy)KEeHUU B KHWUre Bblgauyu Aen paboTHMKaM OpraHuM3auuu, B KHUre Bbldadu gen B
YMTa/IbHbIN 331 UK B KHWUIE BblAaun Aen BO BPeMEHHOE Mo/ib30BaHMe APYrMM OpraHM3aumam 3anmncu o
BblAaye Aena, AeNo CYMTaeTCs HalAeHHbIM, eC/iM CPOK ero Bo3BpaTa He HacTynu. MNpu obHapysKeHnn
aKTa 06 YHUUTOMKEHWW WAM O HEUCMPaBUMMbIX MOBPEXAEHUAX [OOKYMEHTa ero gata M Homep
MPOCTaBAAOTCA B KAPTOUKE yyeTa HEOBHaPY>KEeHHbIX Ae.

Mpy HeobHapyKeHUN Aen B TeYEHWE rofa COCTaBAAETCA akT 06 yTpaTe AOKYMEHTOB (NpuioxeHne
N 6 [MpaBun), KoTopbin cornacyetca LU3K (3K) opraHusaumm U yTBEpPKAAETCA PYyKOBOAMUTENEM
opraHusaumm uam ero 3amectutenem (cxema 13 npunoxkeHusa N 4). K akTy npunaraeTtca crnpasKka o
nposeAeHUN Po3bICKa, NOAroTOBAEHHAA U NOANUCaHHAA TNLOM, NPOU3BOAUBLLMM MPOBEPKY.

Mpy HeobHapyKeHUWU AeN NOCTOAHHOIO XPaHEHWA OpPraHM3auMu - UCTOYHUKM KOMMNIEKTOBAHMA
rocyfapCcTBEeHHbIX  (MYyHMUMMANbHbLIX) apXWMBOB MPEACTaBAAOT aKT o6 yTpaTe [OOKYMEHTOB B
COOTBETCTBYIOWMIA FOCYAAaPCTBEHHbIN (MYHUUMMANbHbLIN) apXWMB WAW B YNOJHOMOYEHHbIN OpraH
NCNONHUTENbHOW BNacTn cybbekTa Poccuiickon deaepaumm B 061acTM apxXMBHOIO gena ANnA NpuHATUA
PELIeHUs O CHATUM yTpayeHHbIX AOKYMEHTOB C y4eTa M cornacoBaHua. CornacoBaHHbI akT 06 yTpate
OOKYMEHTOB YTBEPKAAETCA PYKOBOAMTENEM OpraHu3aumun, M yTpayeHHble AOKYMEHTbl nogJjexar
cnucaHuio.

B aKT 06 yTpate AoKymeHTOoB B rpady "npeanonaraemblie MPUUYMHBI OTCYTCTBMA" BHOCATCA
CBeZIeHUNA U3 KapTOUYKM yueTa HeoBbHapyKeHHbIX Aen.

Mocne 3aBeplieHNA MPOBEPKU HANMUMA OeN apXMBHble KOPOBKM 0neyaTbiBatoTCA C yKasaHWeM
AaTbl NPOBEPKK, pamnnmnmn paboTHMKA, NPOBOAMBLLIETO NPOBEPKY.

lpadmueckoe mM3obparkeHne npouecca "OpraHMsaumsa pPo3biCKa LOKYMEHTOB" NpescTaBieHO Ha
cxeme 14 npunoxenus N 4. Bce aKTbl, COCTaB/EHHbIE MO Pe3y/ibTaTam MPOBEPKN HAINUYMA U COCTOAHUA
[OKYMEHTOB, XpaHATcA B Aese GoHAa.



MpoBepKa HaMuMA U COCTOAHUA INEKTPOHHbIX AOKYMEHTOB apXxmMBa opraHvM3aLuu nNpoBoAMTCA B
uenax:

- NPOBEPKN NPaBUNIbHOCTM 3aMUCEN B YYETHbIX JOKYMEHTAX;

- YCTaHOBNEHUA PAKTUUYECKOTO HANMUYMA HOCUTENEN SNEKTPOHHbIX JOKYMEHTOB;

- MPOBEPKN PMU3NYECKOTO COCTOAHUA 3JIEKTPOHHbIX HOCUTENEN;

- OLLEHKWN TEXHUYECKOr0o COCTOHWUA 3NEKTPOHHbIX HOCUTENEN;

- NPOBEPKMN HANNUYMA HA KOHKPETHbIX HOCUTEAX 3/IEKTPOHHbIX [1€/1 B COOTBETCTBUU C OMUCAMMU;
- NPOBEPKN ayTEHTUUYHOCTM 3/IEKTPOHHbIX LOKYMEHTOB.

MpoBepKke nognexat BCe 3K3EMNAAPbl €AMHUL, XPAaHEHUA INEKTPOHHbIX [OKYMEeHTOB (B
cootseTcTBuM Cc n. 2.30. lMpaBun B apxuee OpPraHM3aUMM XPaHUTCA KaK MUHUMYM [Ba 3dK3emnaapa
KaXKA0M eINHULLbI XPaHEHMA 3/TEKTPOHHbIX IOKYMEHTOB - OCHOBHOM U pabounii).

B Hauyane npoBepKM Ha/NMUMA M COCTOAHUA INEKTPOHHbIX AOKYMEHTOB MPOBOAWUTCA BbIBEPKA
YYETHbIX JOKYMEHTOB, KOTOPas BK/OYAET:

- YCTaHOBJ/IEHME MOJIHOTbl COCTaBa WU cCoAdepKaHUA Y4YeTHbIX AOKYMEHTOB Ha nMNpoBepAembie
egunHULbl XPaHEHUA S/TEKTPOHHbBIX JOKYMEHTOB;

- CBEPKY COMOCTaBMMbIX MOKa3aTesiell No onucsm 31eKTPOHHbIX gen, ancty ¢oHpa, KHure yyeta
NOCTYNAEHUA U BbIObITUS Ae/, AOKYMEHTOB;

- YTOUYHEHMWe nopsAKa Hymepauunm eauHul, XpaHeHusa (No roAoBbIM pasfdenam onucu aen
3/1eKTPOHHbIX AOKYMEHTOB) M COOTBETCTBMA HyMepalLun WUTOroBbIM 3anMUCAM K roAoBbiM pasfesam
onuce;

- NPOBEPKY NPaBUAbHOCTU COCTaB/IEHUA UTOTOBbIX 3aMM1CeN K rofoBbiM pasaenam onucew;

- NPOBEPKY COOTBETCTBMA 3amnmMceil B YYETHbIX AOKYMEHTax O ABMMEHUW eAuHUL, XpaHeHuA
HaxogAWwMMcA B Aene poHAa AOKYMEHTaM, NOATBEPKAAIOLMM 3TO ABUNKEHME.

OnAa 5NeKTpPOHHbIX [LOKYMEHTOB Ha ¢M3VI‘-IECKVI 060C06NEHHbIX MaTepUnanbHbIX HOCUTENAX
nposepAeTca ¢)M3VI‘-I€CKO€ COCTOAHWE HOCUTENEN.

B nepsyto ouepeab nposepseTca:

- COCTOSIHME NepBMYHbIX CPeACTB XpPaHEHWUS 3NeKTPOHHbIX HocuTenel (Kopobok, ¢yTaspos).
MpoBepsaeTcA HanuvumMe TPewmH, AedopmMaumii, paspylleHWs, HaAMYMe W KayecTBO Hagnucel Ha
BKNAAbILWAX M Ap.;

- Ha/lM4yune 3anblneHna n 3arpasHeHunA I'IOBerHOCTeﬁ 3/N1EKTPOHHDbIX HOCMTGI’IEVI;
- HaiM4yune Baarn Ha NOBEPXHOCTAX INNEKTPOHHbIX HOCMTEﬂel\/‘L‘

- ¢du3nyeckoe cocTosiHMe paboyeil MOBEPXHOCTM U KOPMYCOB 3/1EKTPOHHbIX HOCUTEeNewn
(BbIABNEHME MEXaHUYECKUX MOBPEXAEHUIN N AedopMaLmii, pacCNoeHns, Ny3blPeHUsA, U3MEeHEHWA LLBETA,
Han4yme LapanuH, MPoKoA0B U T.M.);

- Hannune pOedeKToB XMMUYECKOro UM BMONOIMYEcKoro NpoMUCXoXKAaeHuAa (nopakeHue
MWKPOOPraHNM3mMamM, HaCeKOMbIMU W [pbI3yHaMW, caefbl BO34ENCTBUA XMMUYECKM arpeccuBHbIX
Bel,ecTs).



B cnyyae, ecnn yctaHOBAEHbl U3MEHEHMA (U3NYECKOro COCTOAHMA HOCUTENEeW 3AEeKTPOHHbIX
AOKYMEHTOB, apXMBOM OpraHusaumMmM npeanpuHMMAloTCA AEUCTBMA MO Mepesanncu 3NeKTPOHHbIX
OOKYMEHTOB Ha HoBble HocuTenu (murpaumm) (n. 2.32. Mpasun). Mpn 3TOM CUCTEMOWN A0MKHA BbITb
npeaycmoTpeHa ¢uKcauma ¢akTa nepesanncu AOKYMEHTOB Ha HOBbIM HOCUTE/Ib B COOTBETCTBYIOLLEM
npoToKoe.

Mpun npoBepKe TEXHUYECKOTO COCTOAHMA INEKTPOHHbIX HocuTenemn:

- YCTaHaB/AMBAEeTCA COOTBETCTBME XapPaKTEPUCTUK 3SNIEKTPOHHOIrO HOCUTENA  CBEAEHUAM,
COAEPKALLMMCA B OMUCU U APYTUX YYETHbIX LOKYMEHTAX;

- NPOBOAMTCA NPOBEPKA HA HAaNNYME BPEAOHOCHbIX KOMMbIOTEPHbIX MPOrPamm;

- NPOBOAMTCA NPOBepKa BOCNPOM3BOAMMOCTM BCEX 3NEKTPOHHbIX AOKYMEHTOB Ha 060pyA0BaHUK
apxuBa.

Mpwn HapyweHWM BOCMPOU3BOAMMOCTU 3/IEKTPOHHbIX AOKYMEHTOB, a TaKKe B C/ly4ae U3MeHeHus
nporpammHo-annapaTHoM cpeabl MHPOPMALMOHHOM CUCTEMbI apxvMBa OpraHuWsaLMu, NPOM3BOAATCS
paboTbl MO Mepe3anncy 3NEKTPOHHbIX AOKYMEHTOB B HOBble dopmaTtbl (KOHBepTUpoBaHue) (n. 2.32.
Mpasun) ¢ cobnogeHnem TpebosaHuii n. 2.31 Mpasun. [aHHble paboTbl MOryT 6biTb OCYLLECTBAEHbI
COBMECTHO C pabOTHMKaMWM CTPYKTYPHOrO MogpasfaefieHuMa  OopraHusaumn, oTBevatowero 3a
$YHKUMOHNpPOBaAHUE COOTBETCTBYOLWEN MHPOPMALMOHHOM CUCTEMBI.

DNEeKTPOHHbIe HOCUTenn, Ha KOTOpPbIX 9/1EKTPOHHbIE OOKYMEHTbI OKa3aincb
HEBOCNPOM3BOAMMbIMU NN coaepXKalWMMmU BPeEAOHOCHbIE KOMMNbIOTEPHbLIE NMPOrpammbl, NMOMeELLaOTCA
OTAE/IbHO OT OCTasIbHbIX AOKYMeHTOB. Ecnm nposepka nposogunacb nNpu nepefayvye 3N1€KTPOHHbIX
AOKYMEHTOB B apxumB OpraHuvsauunn, HOCUTE/SIM, HA KOTOPbLIX 3INEKTPOHHbIE AOKYMEHTbl OKa3a/nCb
HeBOCNpoOn3BoAMMbIMU NN codepPKalWLMMUN BPEAOHOCHbIE KOMMNbIOTEPHbIE NPOrpaMmmbl, BO3BpPaLLLAOTCA
B CTPYKTYpHOE nogpasaeneHne opraHnsaumnm, N3 KOToporo noctynuau.

Mo uToram npoBepKM GM3MYECKOTOo U TEXHUYECKOrO COCTOAHMA 3/1EKTPOHHbIX AOKYMEHTOB Ha
du13nYeckn 060Ccob/1eHHbIX MaTepUanbHbIX HOCUTENAX Ha 0bopoTe BKAaAbllla eAuMHULbI XpaHeHus (.
4.34. MpaBunn) CTaBUTCA WITaMM O ee NPOBeAEeHUN C YKazaHUem AaTbl NPOBEPKU, GaMuUanmn paboTHUKA,
NPOBOAMBLUErO NPOBEPKY, Ha3BaHWA M BEPCUM NPOrpaMmMHOro obecrneyeHus, C NMOMOLLbIO KOTOPOro
NpoBoAUNACL NPOBEPKA TEXHUYECKOTO COCTOSIHUA 3/IEKTPOHHOrO HOCUTENA.

B cnyyae obHapykeHusa nedeKTOB COCTaBAAETCS aKT BbIABAEHUS BPEAOHOCHbIX KOMMbHOTEPHbIX
nporpaMm B AOKYMEHTaxX Ha 3/IeKTPOHHbIX HOCUTENAX M MPeanpUHMMAlOTCA Mepbl A1A CKopenwero
yAaneHna BpeAoHOCHbIX MPOrpaMm Wau 3ameHbl HEMCMPABMMO MOBPEKAEHHOT0 3K3EMNAAPA eAnHULbI
XpaHeHMs, MMUrpaLuu 3NEKTPOHHbIX JAOKYMEHTOB Ha apyrMe Hocutenn. Ecaum  BpegoHocHas
KOMMNblOTEPHAA Nporpamma obHapyeHa Wb B OAHOM M3 3K3EMMAAPOB 3/EKTPOHHbIX AOKYMEHTOB
(ocHoBHOM unAM pabouyem), 3apakeHHbI 3K3eMNAAP 3aMeLLaeTcs KoMuel, M3roTOB/IEHHOW C
He3apaKeHHOro 3K3emMninApa, Nociae Yero MOBPENKAEHHbIN IK3EMNAAP HOCUTENA YHUUTOXKaeTcA. Ecau
3apakeHbl 06a 3K3emMNAAPa 3EKTPOHHOTO AOKYMEHTa, NpoBoguTca paboTa No yaaneHuio BpegoHOCHOM
KOMMNbHOTEPHOM NPOrpammbl C MOMOLLLbIO aHTUBMPYCHOW NPOrpaMmbl.

Ecnv BpedOHOCHYIO KOMMbIOTEPHYIO MPOrpammy yAaauTb He yAaeTcs, 3/EeKTPOHHbIN LOKYMEHT
NPU3HaeTCcA HEUCNPaBUMO MOBPEXAEHHbLIM U MPUHUMAETCA PeleHUe O ero YHUUTOXKEHUU C YyYeToM
LEeHHOCTM 3apaKeHHOro AOKYMEHTA M CTENEHW ONAaCHOCTU ANarHoCTMpPoBaHHoOro "supyca’.

Ha HeucnpasMmo noBpexaeHHble S/IeKTPOHHble [OOKYMEHTbl COCTaBAAIOTCA 3aKJAOYeHUsA
TEXHUYECKMX CNEUMannCTOB O HEBO3MOMHOCTU MX BOCCTaHOBAEHMA. [anbHellwee AOKYMeHTasbHOE
odbopmNeHne HeucnpaBuMoO MOBPEXAEHHbIX 3NEKTPOHHbLIX AOKYMEHTOB OCYLLECTBAAETCA B TOM Xe
nopsike, Kak U AOKYMeHTaabHoe odpopMaeHME yTpaTbl AOKYMEHTOB (cm. cxemy 13 npunoskeHua N 4).

MNocne nposeneHna pa60T no onpeaeneHuno ¢M3M‘-IECKOFO N TEXHMYECKOro COCTOAHUA HOoCUTENEN



9IEKTPOHHbIX AOOKYMEHTOB MNPOBEPAETCA COOTBETCTBME COCTaBa U coAepXaHUEe ISNEKTPOHHbIX Aen
OMUCAM 3/1EKTPOHHbIX OOKYMEHTOB, ANA 4Yero cBepAeTcA d)aKTMLIECKOG HannymMe 3anmcen Ha AUNcCkKke C
3anMnCAMUM OMUCKU INNEKTPOHHbDLIX JOKYMEHTOB.

lNMpoBepKa HaNMUMA U COCTOAHUA INEKTPOHHbIX AOKYMEHTOB BK/IHOYAET MNPOBepKY ayTeHTUYHOCTU
INIEKTPOHHbIX OOKYMEHTOB B LENAX NPOBEPKN BO3MOXHOIN0 HeCaHKUMOHUPOBAHHOINO MNCNO/1b30BaHUA
SNNEKTPOHHbBIX AOKYMEHTOB N BHECEHUA B HUX N3MEHEHUN.

Bce BbifiB/IeHHblE B X04e NMPOBepkn AedeKTbl M HecooTBeTCTBMA UKcupytoTtca. Mo pesyabTaTtam
MPOBEPKU COCTABNACTCA aKT MPOBEPKM HANMUMA U COCTOAHUA SNIEKTPOHHbIX JOKYMEHTOB.

2.2.3.2. NMopAaaok BblAauun aen n3 apxXmMBoxXpaHUAULLA

MopAgoK Bblaayn Aen U3 apxXMBOXpPaHWAMLLA YCTaHaB/AMBAETCA PyKoBoAMUTENEeM apxuBa (nuuom,
OTBETCTBEHHbIM 33 apxuMB) M 3aKpenadaeTcA B COOTBETCTBYIOLEM J/IOKa/lbHOM HOPMAaTUBHOM aKTe.
[IOKYMeHTbI BblAalOTCA N3 apXMBOXPaHWUIMLLA Ha OCHOBaHUWN NMUCbMEHHOIO pa3pelleHua pyKoBoauTena
apxuBa opraHusaumu (A1Ua, OTBETCTBEHHOrO 33 apXuB), PYKOBOAMTENA CTPYKTYPHOro noApasaeneHus
(n. 2.45 MNpaswun).

[ena 13 apxMBoxXpaHUAULLA BblAalOTCA PabOTHUKOM apXMBOXPaHUAMULLA PaBOTHUKY YMTaNbHOrO
3aNa, Yepe3 KOTOPOro OCYLLECTBAAKOTCA B3aMMOAENCTBME C MONb3oBaTeNAMMU. ApXMBbl C He6ONbNUM
obbemom apxmBHoro ¢GoHAa M wWTaTOM, BKAoYawowmm 1 - 2-x paboOTHMKOB, OBbIYHO HE MMeroT
yuTasbHOro 3ana. B Takom ciyyae paboTHMK apxmBa (NMUO, OTBETCTBEHHOE 33 apxuBs) BblgaeT
[OKYMEHTbI HEMOCPeACTBEHHO MOJIb30BaTEAM.

ﬂ,OKyMEHTbI BblAaOTCA U3 apXUBOXPaHUANLLIA:

- BO BPeMeHHOe Mo/b30BaHWe PabOTHUKAM CTPYKTYPHbIX NoApasAeneHuin opraHuMsaumm, B T.M.
yepes YMTasIbHbIV 330 apPXUBA;

- cyaebHbIM, NPaBOOXpPaHUTENbHbBIM M WMHbIM YNOJHOMOYEHHbIM OPraHam B COOTBETCTBUM C
3aKoHoaaTenbCcTBOM Poccuitickoit Pegepaumu;

- BO BpeMeHHOE No/sib30BaHME CTOPOHHUM OPraHn3aulmAam,

- ANA NPOBEAEHMA apXMBHbIX pPaboT C [AOKYMeHTamMM paboTHMKaM apxuBa OpraHusauuu
(konupoBaHuA, pectaBpauum, nepenneta 1 ap.).

TpeboBaHMA K CpOKaM BblAaun JOKYMEHTOB U3 apXMBOXPaHUAMLLA 3aKpeneHbl B n. 2.45. Mpasua.
Bbloaya 4OKYMEHTOB M3 XPaHU/MULLA PETUCTPUPYETCA B KHUTAX BblAaun OKYMEHTOB:

- Bblgauu aen paboTHMKam opraHusauum;

- Bbl4A4YN AeN B YNTANbHbIN 3an;

- Bbl4aun Aen BO BPeMeHHOe NnoJib30BaHWe APYrMM OpraHu3aLuam.

Bblgaya gen Bo BpEMEHHOE MO/b30BaHUE B APYr1e opraHMsauumn opopmMAAETCA aKkTOM O Bblaaye
Aen BO BpemeHHoe nonb3oBaHue (npunoxenve N 10 [paBuAa), KOTOpbIA cocTaBaseTca B ABYX
3K3eMNAApaxX, OAMH MX KOTOPbIX OCTAETCA B apXMBE OpraHM3aLluMu, APYroi BblZaeTcs nojydatento. AKT
NOAMMUCLIBAETCA PYKOBOAUTENEM OPraHu3auuMu, nepepalolleit fena, U pyKoBogUTeNemM OpraHusauuu-
nonyyaTens: nNoANWCUM 3aBEPAIOTCA MeyaTAMM OpraHusaumin. locne Bo3BpalleHMs gen B ABYX
3K3eMNNAPaAx aKTa AenaeTcs COOTBETCTBYIOWAA OTMETKA: OA4MH 3K3eMNAApP OCTaeTcsa B OpraHusauuu-
nonydaTesie, APYroin xpaHuTca B gesne GoHAA B apXmMBe OpraHM3aL K, BblaaBasLlei gena.



HanpasneHne Ha KOMWPOBaHWe, pecTaBpauuio, nepenneTr odpopmMaAeTca 3akasom. W3
apXMBOXPAHWUAMLLA BbIAAOTCA TONbKO MNONHOCTbIO OodopmaeHHble (cm. pasgen 1.2. MeToamyeckux
peKkomMeHAaLMin) n BHECEHHbIE B ONMCK Aena.

Ha mecTo BblA4aHHOroO Aena noAknaabiBaeTca KapTa-3amecTtuTeNb aena.

Mpy HEOBXOAMMOCTU 3aBEPEHMUSA KOMWUA 3NEKTPOHHbLIX AOKYMEHTOB MCMOJIb3YyeTcA 3/1eKTPOHHAsA
noAnucb PYKOBOAMUTENN OpraHU3aLMm UM YNTONHOMOYEHHOIO MM L0/IKHOCTHOrO nLa. BepHoCTb Konuii
3/1EKTPOHHbIX [AOKYMEHTOB, W3rOTOB/IEHHbIX Ha 6yMaxKHOM HocuTesne, CBMAETeNbCTBYeTcA B
ycTaHOBAeHHOM nopAaake (n. 2.47. Mpaswun).

B cnydyae BblgauM apXMBHbIX AOKYMEHTOB BO BPeMeEHHOe MO/ib30BaHWE MO 3anpocam OpraHoB
rocygapcTBeHHOW BAaCTW, OPraHOB MECTHOrO CaMOYMpPaB/ieHMA M OpraHusauuMin BbIHOC M3 34aHWA
apxvBa WM 34aHUA OpraHM3auMU AaPXMBHBIX SOKYMEHTOB 0POPMAAETCA aKTOM M pPa3peLlaeTca TOJIbKO
no cneuymanbHbiM Nnponyckam (n. 2.23. MNpasun).

JOKYMEHTbI U3 apXMBOXPaHWUIULLA HE BblAAIOTCA B CAyYasX:

- Hannuma GoHZa NoNb30BaHUS;

- HeY10BNETBOPUTENbHOrO GPMU3NYECKOTO COCTOAHMA AOKYMeHTOoB (n. 2.48., 5.20 Mpasun);

- OFpPaHUYeHMM Ha NCNONb30BAHME, YCTaHOBNEHHbIX 3aKOHO4aTeNbCTBOM Poccuitckon ®egepaumm;
- OTCYTCTBUSA HAy4YHOrO ONMUCAHUA U TEXHUYECKOro 0GOPMAEHNS A OKYMEHTOB.

TpeboBaHMA K MOPAAKY BbINOAHEHUA paboT MNpu Bblgaye AOKYMEHTOB W3 apXMBOXPAaHUAWLLA
3aKkpenneHsbl B n. 2.47. MNpasun.

paduueckoe nsobparkeHue npouecca 2.2.3.2. "MopsaaoK BblgayM Aen U3 apxmBoxpaHunmwa"
npeacrasneHo Ha cxeme 15 npunoxenuma N 4.

2.2.3.3. YcTaHOB/IeHUE NopAZKa AeAcTBUA
B Upe3BblYaHbIX CUTYaLUAX

B uensax yctaHoBAeHUA nopaaka paboTbl No obecneyeHno COXPaHHOCTU apXMBHbIX AOKYMEHTOB B
ypesBblyalHbIX CUTyaLMAX, B OpraHM3aumm pa3pabaTbiBatoTCA NaaHbl COOTBETCTBYIOLLMX MEPONPUATUIA U
ApyrMe HOPMaTUBHblE AOKYMEHTbl, C KOTOPbIMU [A0MXHbl BbiTb O3HaKOMAEHbl PaboOTHUKM apxusa
opraHusaumm (n. 2.49. Npasun).

3. YHET AOKYMEHTOB B APXUBE OPTAHU3ALUAU

Yyer dPXUBHbIX AOKYMEHTOB - 3TO onpeaesieHne Koanyecrtesa M COCTaBa apXMBHbIX AOKYMEHTOB B
egnHNLUAaX yd4eTa U OTpaxKeHne 3Toro Koanyecrtesa U COCTaBa B YHYETHbLIX OKYMEHTAX A1A KOHTPOA 3a UX
Han4ymnem n coctoaHnem.

EAMHMLAMM yyeTa apXMBHbIX OKYMEHTOB ABAAIOTCA:

- apXMBHbI GOHA;

- eAMHULA XPaHeHUS - AeN0, B TOM YUCAE, 3N1eKTPOHHOoe aeno (n. 3.3. Mpasun).

YyeTy noAneKat BCe XpaHsALLMeCcs B apXMBe OpraHmnsaummn gokymeHTsl (n. 3.1. MNpaswun).

B cootsetctBuM ¢ PepgepanbHbim 3akoHoMm oT 22.10.2004 N 125-d3 "O6 apxvBHOM gene B
Poccuitckoit depepaumm” (c1. 19, n. 1) yyet AokymeHTOB ApxuBHoro ¢oHaa Poccuitickoit Pepepaunn B



apxmee OpraHM3saunmn ABNAAETCA 06ﬂ3aTe}'|beIM, €ro nopAaaok AosXKeH COOTBEeTCTBOBATb Tp86OBaHMFIM,
YCTAHOB/IEHHbIM d)e,a,epaanbw\ OopraHom WUCMNONIHUTENbHOW  BANACTH, YNO/NTHOMOYEHHbIM B cd)epe
dpPXMBHOTO Aena.

Ha ocHOBe y4yeTHbIX [OKYMEHTOB apXuB OpraHuM3auMm - UCTOYHUKA KOMMNNEKTOBaHWA
rocyapcTBeHHOro (MyHMLMMNANAbHOMO) apXmMBa NPeaoCcTaBAAEeT B roCyfapCTBEHHbIN (MyHUUUNANAbHBIN)
apxuB cBeaeHuna o6 obbeme M coctaBe AOKymeHToB ApxmHoro ¢oHza Poccuiickoi ®Pepepaumm u
OPYTMX apXMBHbIX AOKYMeHTOB (n. 3.2 Mpasun).

[na LeHTPann30BaHHOTO rOCYAAPCTBEHHOMO yyeTa AOKyMeHToB ApxuBHoro ¢oHza Poccuiickoi
depgepaumm B apxvMBe  OpraHM3aUMM -  WUCTOYHWMKE  KOMIMJIEKTOBaHWA  FOCYAapCTBEHHOrO
(MyHMUMNaNbHOrO) apxmMBa MO YCTaHOBAEHHON GopmMe COCTaBAAETCA MacrnopT apxXxuea opraHusaumm (n.
3.12. MNpaswun).

YyeT JOKYMEHTOB OCHOBbIBAeTCA Ha NPUHUMNAX:

- UeHTpannsauunmn (yqu N COXPAHHOCTb Y4YeTHbIX AOKYMEHTOB OCyULeCcTBNAEeTCA cneunasibHO
BblAeNEHHbIM COTPYAHUKOM (COpr,CI,HMKaMM - NP HaAn4Ynm HECKOJIbKUX XpaHM}'IMLLI,),'

- YHUOMKauUKM (NPUMEHEeHNE eanHbIX eANHUL, yYeTa);

- NPEeeMCcTBEHHOCTU (MpumeHeHMe eauHbIX GOpM yyeTa Ha BCex cTaausax paboTbl, HauMHasa co
CcTagun AenonpousBoACcTBa);

- AMHAaMMYHOCTU (CBOEBPEMEHHOE BHECEHWNE AAHHbIX B YY4ETHbIE LOKYMEHTbI);

- CUCTEMHOCTU (O6eCI'IeLIMBaETCFI B3aMMOCBA3bIO N B3aMMOOOMNONIHAEMOCTbIO YYETHbIX AaHHbIX
Pa3/IMYHbIX YY4ETHbIX ,D,OKyMEHTOB),'

- MOMHOTBI W [OCTOBEPHOCTM (0obecneunmBaeTcA B3aMMOMPOBEPKON BHECEHUA OAMHAKOBbIX
YYETHbIX AAaHHbIX B PAa3/IMYHbIE YYETHbIe LOKYMEHTbI).

YyeT KaK BUA AeATeNbHOCTU NpeacTaBafeT coboli BegeHMEe YYETHbIX LOKYMEHTOB B COOTBETCTBUM
¢ TpeboBaHUAMM, YyCTaHOBAEHHbIMW MpaBuaamu.

ApXMBOM OpraHusauMM BeayTCcA OCHOBHble (0bA3aTenbHble) M BCNOMOraTe/ibHblE Y4YeTHble
AoKyMeHTbl (. 3.5., 3.6. Mpasun), npeacTasastowme coboii KOMNIEKC B3aMMOCBA3aHHbIX JOKYMEHTOB,
COAEpPIKaLLMX CBEAEHMA O KOIMYECTBE U COCTaBE apXMBHbIX AOKYMEHTOB OpraHU3aLuuKu, a Takxe 06 ux
nameHeHun. CoctaB M GOPMbl OCHOBHbIX YYETHbIX AOKYMEHTOB onpeaeneHbl n. 3.6 Mpasun. Coctas U
$bopMbl BCNOMOraTeIbHbIX YYEeTHbIX AJOKYMEHTOB OMNPesenatoTca apXMBOM CaMOCTOATENIbHO, 3TO MOTyT
ObITb KAPTOUYKM M KHUIM ABUMKeHUA OHAOB, ONUCEN AeN, AOKYMEHTOB, KHUIMM y4yeTa [OKYMEHTOB,
nepeaaHHbIX B ApPYrne apxusbl, KHUMM yyeTa GOHAOB U AOKYMEHTOB, BblAENEHHbIX K YHUUTOMKEHMUIO,
KHUTW NOBMAOBOMO yyeTa AOKYMEHTOB M Ap., B TOM YMC/AEe CaMOCTOATENbHO pa3paboTaHHble yyYeTHble
[OKYMeHTbI. BcnomoraTte ibHble yYeTHble AOKYMEHTbI MOTYT BECTUCb Ha BymaskHOM HocuTene u/vaum B
3NeKTPOHHOI dpopme.

YyeTHble [AOKYMEHTbl apxvMBa OpraHM3auuMW, Kpome onucel Aaen, AOKYMEHTOB ABAAIOTCA
BHYTPEHHUMM AOKYMEHTaMU apXxmMBa U Nonb3oBaTensam He BblgatoTca (n. 3.14. Mpasun).

YyeTHble J0KYMEHTbI XpaHATCA B ceiidax uam MeTasindeckmx Wwradax apxmeBoxpaHuauwa. Apxms
OpraHM3auUMmn MOMKET TaK)Ke BeCTM Y4YeT apXMBHbIX AOKYMEHTOB C NpuUMeHeHuem MHGOPMaLMOHHbIX
TexHonoruit (n. 3.13. Mpaswun).

Ona opraHusauum n BegeHUA ydeTa aAPXMBHbIX OOKYMEHTOB B apxuMBe OpraHms3auum moryt
pa3pa6aTblBaTbCH JNIOKaJ/ibHbleé HOPMATUBHbIE aKTbl.



Bblgensertca HECKOAbKO MPOLLECCOB, MPU BbIMONHEHMM KOTOPbIX BeAyTCA COOTBETCTBYOLWIME
yyeTHble popmbl:

- YYeT NOCTyN/eHNn AeN - KHWra y4yeTa NoCTYNeHUA 1 BbibbITUA AeN, AOKYMEHTOB (NpunokeHune N
11 Npasun), auct doHaa (npunoxkenume N 13 MNpasun);

- Yy4YeT KOo/M4YecTBa WM COCTaBa Aen - ONuUcM (rofoBble pasfennl ONUCEn) Aen, AOKYMEHTOB
(npunoxkenua N 14 - 18 Npasun);

- YYeT KOJIMYecTBa U cocTaBa onucen aen - peectp onuceli (npunoxkenue N 19 Mpasun);
- YYeT KoanyecTsa U coctaBa $oHA0B - cNUCOK poHaoB (npunoxkeHune N 12 Mpasun);

- Y4eT U3MEHEHUIN B KOAMYECTBE M cocTaBe AOKYMeHToB doHaa - ancT poHaa (npunoskeHne N 13
Mpasun);

- y4eT BbIBbITUA AeN - KHUra yyeTa NocTynaeHuaA n BbibbITUA AeN, AOKYMeHToB (NpunoxeHne N 11
Mpasun), nnct poHaa (npunoxkeHne N 13 Mpasun);

- BegeHue aena ¢oHaa;
- YYeT UCMOJIb30BaHUA JOKYMEHTOB.

B rpaduyeckom BMAE BeAeHWE OCHOBHbIX Y4YETHbIX [OOKYMEHTOB B apxvMBe OpPraHusauuu
npeacrtaBneHo Ha cxeme 16 npunoxkeHua N 4.

3.1. Yuet noctynneHusa aen

YyeT noctynieHuns aen B apxmee opraHU3aLnmn BegeTca:
- MO KHUre yyeTa NOCTyNaeHns 1 BblObITUA 4eN, LOKYMEHTOB;
- no nucty ¢doHaa.

OcHoBaHWeM A8 BHECEHUA NEPBUYHbIX AaHHbIX O MOCTYMNIEHUU AN B KHUTY yYeTa NOCTYN/IeHUs u
BbIObITMA AeN, LOKYMeHTOB saBasatoTca (n. 3.15. Mpasun):

- ONUCK Aen, LOKYMEHTOB CTPYKTYPHbIX noapasaeneHnin (npunoxenna N 23, 24 Mpasun);
- HOMEHKNATypa AeN opraHu3aLmm - Npu oTCYTCTBMM onucelt aen (npunoxkenune N 25 Mpasun);

- aKT 06 O0OHapYKEeHWW [OOKYMEHTOB (He OTHOCAWMXCA K AaHHOMY GOoHAY, HeydTeHHbIX)
(npunoxkenune N 5 Mpasun);

- aKT NpvemMa-nepeaaym apxmBHbIX JOKYMEHTOB Ha xpaHeHue (npunoxkeHue N 20 Mpasun).

OcHoBaHWeM gnA BHeCeHMA AaHHbIX B ANCT ¢0H,u,a npu nepsom nocrynneHnn aen d)OHAa B apxuB
OopraHun3aunmn ABNAKOTCA:

- ropoBsoi pasaen onuck gen (npunoskerns N 14 - 18 Mpasun);
- aKT NpuemMa-nepesaym apxmeBHbIX JOKYMEHTOB Ha xpaHeHue (npunoxeHue N 20 Mpasun).

Ipaduueckoe nsobpaxkeHume npouecca 3.1. "YyeT noctynnenua gen" npeacraBaeHo Ha cxeme 17
npunoxenua N 4,

B KHMre ydyeTa nocTynieHus W BbIBbITUA aen ¢uKcupyetca GaKkT Kaxaoro nocTynaeHus
(nepBuuyHoro M noBTOpHOro) gena B apxuB opraHusaumm (n. 3.7. Mpaswun). Kaxpon 3anucu



npuceavMBaeTcA MNOPALKOBLI HOMEpP B Ba/NOBOM MOC/AeA0BaTebHOCTM B Npefenax OTYeTHOro roaa
(rpada 1). Mpu 3TOM Kaxkaoe MOCTynieHWe nosyyaeT oaMH NOPAAKOBbLIA HOMEP HEe3aBUMCMMO OT TOro,
COCTOUT 1N OHO U3 AOKYMEHTOB OAHOIO MAN HECKONbKMX GOHA0B. MpK NOCTYNAEHUN AeN U3 HECKONbKUX
$OHO0B AaHHbIE NO Kaxka0oMy GpOHZY 3anMCbiBAOTCA C HOBOM CTPOKM 33 TEM YKe NOPALKOBbIM HOMEPOM.

[aToli nocTynneHus [OOKYMEHTOB sABAAeTCA pfgaTa (aKTMYecKon nepefayn fen B apxus
opraHusauuu (rpada 2).

B rpade 3 yKasbiBaeTca HaMMeHOBaHWE CTPYKTYPHOro nogpasfeneHus, U3 KOTOporo nepegaHbl
OOKYMEHTbI B apXuB opraHusaumn. Eciv gokymeHTbl NepeaatoTcs U3 Apyroi opraHusaumum (B ciydae ee
JIMKBUZAUMN UM PeopraHM3aLLmMm), yKasbiBaeTca NoAHOE HAMMEHOBAHME 3TON OpraHM3aunu.

HasBaHWe 1 peKBU3NTbI AOKYMEHTa (Homep, AaTta), N0 KOTOPOMY B apXMB OpraHn3auum nocTynuam
OOKYMEHTbI, YKa3blBalOTCA NOAHOCTbIO (rpada 4).

Mpy nepBMYHOM NOCTYNJAEHUU Aen B apxus Homep ¢GOHAa MNPOCTaBAAETCA B KHUre ydeta
NoCTynieHns U BbIGbITUA Aen, AOKYMeHToB (rpada 5) nocne nNpuMcBOeHUA emy HOMepa MO CMUCKY
¢doHgos (n. 3.8. Mpasun).

Mpn NOBTOPHOM NOCTYNAEHMUM B apxue Aen GpoHaa, Homep GoHAa MPOCTABAAETCA B KHMre yyeta
NOCTYN/eHUA U BbIBbITUA AN, AOKYMEHTOB MO paHee NPUCBOEHHOMY eMy HOMepY B cnincke GoHA0B.

B rpade 6 NpocTaBnAlOT KpaHWe AaTbl 4e, BKAIOUYEHHbIX B ONUCb CTPYKTYPHOrO noapassgeneHuns
AN B OMWUCb, NepeaaBaemylo OpraHuMsauuert BMecTe C apXMBHbIMM AOKYMEHTaMM MO aKTy npuema-
nepegaun (npunoxkenune N 20 Mpaswua). Mpu NOCTYNAEHUN HEONUCAHHbIX AOKYMEHTOB, KpaliHue AaThl
KOTOPbIX He onpeaeneHbl, 3Ta rpada He 3anonHAeTcA.

B rpade 7 yKasbiBaetcsa Bug Hocutens (BH - 6ymaxkHbiit Hocutenb, [ - SNEKTPOHHbIA HOCUTEND).

B 3aBMCMMOCTM OT CPOKOB XPaHEHWA [OOKYMEHTOB Mpu nepegavye [AOKYMEHTOB B apxuBs
3anonHAeTcAa ogHa u3 rpad: 8, 9 uam 10, roe OTAENbHO QPUKCUPYETCS KOJIMYECTBO MOCTYMNUBLLUX
OMMUCaHHbIX AeN NOCTOAHHOro XpaHeHus, BpemMeHHbIX (cBbitle 10 NeT) CPOKOB XpaHEeHUs, Mo ANYHOMY
cocTasy.

Mpy NOCTYNNEHUN HEONMUCAHHbIX AOKYMEHTOB, UX KONMYecTBO duKcmpyeTca B rpade 14 (npu sTom
rpadbl 8 - 10 ocTatoTca He3anoAHeHHbIMUK). MopaAoK 3anonHeHUs rpadbl 14 KHUMM yyeTa NOCTyNaAeHns u
BblObITMA A€/, AOKYMEHTOB COOTBETCTBYET MOPSAAKY 3ano/sHEeHWs COOTBETCTBYOWMX rpad pasgena 1
"YyeT HeonuMcaHHbIX AOKYMeHTOB" nncta poHaa (pasaen 3.5. MeTogMuecknx pekomeHaauuii).

Mo 3aBeplUEeHNN roaa B KHUTe yyeTa NocTynaeHUsa n BbibbITUA AeN NOABOAUTCA CYMMapPHbIN UTOr
NOCTYNUBLLMX AeN U OTAENbHO - M0 AeNamM Ha PasNnYHbIX HocUTensax (byMaskHbIX, 31eKTPOHHbIX, ayauo,
BMAEO).

Obuwaa wutorosas rogoBas 3anucb MO MNOCTYNAEHUIO U BbIBLITUIO Aen 3aBepAeTcA NOAMNUCHIO
paboTHMKa apxuBa, OTBETCTBEHHOrO 3a BeAeHWe YYeTHbIX LOKYMEHTOB, MOAMUCbIO PYKOBOAMTENS
apxuBa u gatupyetca. [laToi UTOrOBOM rog0BOM 3anNucK ABASETCA AaTa ee NOANMCaHNA PYKOBOAUTENIEM
apxuBa (MMUOM, OTBETCTBEHHbIM 33 apXMB).

Ecnn opraHusauma MMeeT CIOMKHYIO CTPYKTYPY, TO 3anucu O NOCTyNJeHUU OAOKYMEHTOB B KHUre
yyeta nocCTynneHua MU BblObITUA [N, LOKYMEHTOB MOTYT BECTUCb MO KaKAOMY CTPYKTYpHOMY
noapasgeneHuio.

Ha TUTYNbHOM NUCTE KHWUIM YyYeTa NOCTYNAEHUA U BblbbITUA AeN, LOKYMeHToB (npunoxeHme N 11
MpaBwun) yKasbliBatoTcs:

- NOQIHOEe od)mu,maanoe HanmeHoBaHWMe opraHnsauunu;



- Ha3BaHMe apx1Ba (ecnn apxmBe ABAAETCA CTPYKTYPHbIM NoAapasaesieHnem opraHnsaumm, To nepeg,
HaMMeHOBaHMEeM opraHu3auum gobasnaetca cnoso "apxms'"), Hanpumep:

AKLMOHepHOe obumecTBO "CBeTOCcepsBuc"

Ecnn apxuB He ABNSAETCA CTPYKTYPHbIM NoapasgeneHmem opraHM3aumnm, To HasBaHMe MOKeT bbiTb
cneayowmm:

T'ocymapcTBeHHAs KoplIopauusa IO aTOMHOM 3Heprum "PocaTom"

YacTHOe yupexneHHue "lleHTpPaJIbHEM apxMB aTOMHOM OTpaCiu

Echn QyHKUMM apxvBa B OpraHU3aLMM BO3/IOXKEHbl HAa APYroe CTPYKTYpHOe noapasgeneHue
(Hanpumep, oTaen AOKYMEHTAUMOHHOro obecneyeHun ynpasieHUA) WM KOHKPETHOEe AONKHOCTHOe
nvuo (genonpoussoautens, byxrantepa, cneyuanmcTa no Kagpam u T.n.), To rpada "HassaHue apxmea"
He 3anosiHAeTcA.

- Ha3BaHWe yYeTHOro AoKymeHTa (KHura yuyeta nocTynaeHuns u BbibbITUA Aen, AOKYMEHTOB);
- N TOMa KHUTM y4yeTa NOCTYNAEHUA U BblBbITMA AeN, AOKYMEHTOB;

- AaTa Ha4a/s1la U AaTa OKOHYaHNA BEAEHNA KHUTU Y4E€Ta NOCTYN/IEHUA U BblObITUA Aen, JOKyMeHTOB
(,a,aTa OKOHYaHUS MOKET bbITb NnpocCTaBaeHa /NWb B Cy4Yae IMKBMAALUU OpI'aHM3aLI,Ml/1). Echn KHura
y4dyeTa NocTtynnieHna un BblObITHA Aen, JOKYMEHTOB UMEET TOMa, TO Ka)K,EI,bIm 3aBepLUEHHbIﬁ TOM O01KEH
MMeTb aBe KpaﬁHme AaTbl: Ha4Yaza U OKOHYaHNA BEOEHNA TOMaA U KHUTU.

Mpumep 3aN0/IHEHMA KHUTX yYeTa U BblObITUA Aen, LOKYMEHTOB NpuBeseH B npuaoxkeHmn N 9.
3.2. YyeT Konmn4yecTsa U coctaBa gen

YyeT KoaM4yecTBa M COCTaBa AEN OCYLLECTBAAETCA MyTEeM COCTAaBNEHUA B apxvMBe OpraHusaumu
onuceli (roaoBsbix pa3aenos onucei) aen, nokymenTtos (n. 3.10., 5.5., npunoxeHus N 14 - 18 MNpasun) Ha
OCHOBE OMnucel Aen CTPYKTYPHbIX noapasgenenuii (n. 4.31., npunoxkenua N 23, 24 Mpaswun). Onuck gen
CTPYKTYPHbIX NOApasaeneHnin XpaHATCA B apXMBe OPraHU3aLmnmn B TeYeHMe TPeX NET Noc/e yTBEPKAEHUA
3MK (3K) roposoro pasaena onucu.

Onucu pgen, AOKYMEHTOB B apXuvBe OpraHnsaummn npegHasHadeHbl AnAa noeaumHU4YHoOro wu
CYMMApPHOro y4yeta eguHul XpaHeHUA; 3aKpenneHnAa nopAagKka CUCtematusaunm eauHul, XpaHeHUusA;
y4yeTa M3MEHEeHMUI cocTaBa M obbema APXUBHbIX AOKYMEHTOB, BK/IOYEHHbIX B ONUCb AenN.

B apxuBe opraHusaumu onucu BeAyTCA OTAENbHO HA Aena NOCTOAHHOrO XpPaHeHuA, No IMYHOMY
cocTaBy, BpemeHHbIX (cBbllie 10 net) cpokos xpaHeHus (npunoxeHusa N 14, 15, 16 Mpasun). JaHHble 0
AOKYMEHTaxX 3a onpeaeneHHbl rod, NoCTynMBLUME B apXMB OpraHn3aumm, COCTaBAAOT ro40BOW pasaen
onucK gen, AOKYMEHTOB.

lfoaoBble pa3aesbl ONMcelt 3NEKTPOHHbIX AeN, AOKYMEHTOB COCTaB/AKOTCA Ha 3NEKTPOHHbIe Aena



NOCTOAHHOIO CPOKA XPaHEHWs U Ha 3NEKTPOHHbIE fAena BpeMeHHbIX (cBblwe 10 feT) CpOKOB XpPaHeHUs
(npunoxkeHma N 17, 18 Mpasunn) Ha OCHOBE OMMUCEN INEKTPOHHbBIX AN CTPYKTYPHbIX NoApasaeneHui (n.
4.34., npunoxeHune N 24 Mpasun).

MepBooyepeaHON 3agayelt apxvMBa OpraHM3aUMW ABNAETCA COCTABAEHME TFOAOBbIX PAa3LenoB
onucen Aen NOCTOAHHONO CPOKa XPaHEHMUA, B TOM YWUCNE SNEKTPOHHbLIX, C Le/bto obecnevyeHus ux
COXPaHHOCTU U Noc/eayloWwen nepeaayn B rocyaapcTBeHHbIM (MyHULMNAAbHBIN) apXuB.

CocTtaBneHne rofoBoro pasgena OMUCUM AeNl, OOKYMEHTOB BK/tOYaeT B cebs: od)omeeHme
PEKBU3NTOB 3aro/10BOYHOM YacTn n CbVIKcaLI,VIPO Y4Ye€THbIX AaHHbIX B onucaTtesibHOM YacTu ONUCH.

K pPeEKBU3NUTAM 3aro/10BOYHOM YacTu rogosoro pasgena onnucn gen oTHOCATCA:

- nosiHoe (M B cKOBKax CoKpalleHHoe) opuLManbHOe HaumeHoBaHWe opraHM3aunn (ecam B oNUCh
BK/IOYAIOTCA [IOKYMEHTbI 32 Mepuoa, Koraa opraHnsaums Mmena MHoe Ha3BaHWe, B 3aro/10BOYHOI YacTy
OMUCK YKasblBaeTcA HaMmeHoBaHWe OpraHM3auuKn, COCTaBMBLLUEN U yTBepAMBLIEN roaoBOW pasgen
onucu);

- Homep ¢oHAa (N 1 - gna apxmBa, XpaHALLEro oAuMH GOHZA; B apXMBaX OPraHU3aLMUi, XpPaHALLMX
dena bonee yem ogHoro ¢oHAa, Homep ¢oHAa MpucBamBaeTcsa No cnucky ¢oHaos (n. 3.8. Mpasun,
pasgen 3.4. MeTogMyeckmMx pekomeHaaunin); B apxmBax opraHu3auuii - UCTOYHUKOB KOMMIEKTOBaHUA
roCyA4apCTBEHHbIX MU MYyHUUMMAAbHbLIX apXMBOB NpocTaBaseTca Homep $poHAa, KOTOPbIA NPUCBOEH emy
rocyaapcTBeHHbIM (MYHULUMNANbHbIM) apXMBOM B MOMEHT NEepPBOro YyTBEpP)AeHua (cornacoBaHus)
onuceli (roaosbix pasaenos onucei) c MK apxmMBHOTo yupexaeHua);

- HOMep OnucK Aen, AOKYMEHTOB B COOTBETCTBUM C aMcTom dpoHaa (n. 3.10. Mpasun);
- rofi, 3a KOTOPbIW Aena BHOCATCA B pa3fen;
- rpud yTBEPKAEHMA PYKOBOAUTENEM OpPraHU3aLmu.

HasBaHuAMM pa3fenos B rof0BbIX pasfenax onucei Aen, LOKYMEHTOB MOTYT BbICTyNaTb HAa3BaHUA
CTPYKTYPHbIX NoApasAeneHnit opraHMsaumm (B cnydyae nepenmeHoBaHUA CTPYKTYPHOIO nogpasaenieHun
ncnosib3yetca nociegHee HaMMeHOBaHWe B rody), Ha3BaHMA (YHKUMOHA/bHbLIX HanpasieHuit
AeATeNbHOCTU OpraHusaumm, HaMMeHOBaHMA aBTOPOB AOKYMEHTOB WMAM MHOE, COrMacHO MPUHATON B
apxuee opraHM3aummn CXeme cucTemaTmsaumm (MPUHLMNOB CUCTEMATU3ALMM) aPXMBHBIX AOKYMEHTOB (n.
2.9.-2.11 Npaswun).

OnucatenbHble CTaTbM (OnNMcaTenbHas CcTaTbA - 3aro/IOBOK [Aena C OTHOCAWMMUCA K Hemy
CBEAEHMAMM) rOL0BbIX PA3AENOB ONUCeN Ael HYMepyloTca B BaloBom nopagke (rpada 1), Hymepauwma
Kak4oro nocsieayowero rogoBoro pasgena byaer HauMHaTbCA C YMCAA, CeAYIOLLEro 3a Tem, KOTOPbIM
3aKOHUYMNACb HYMepaLus NpeablayLLero pasgena.

MponyuweHHble nNpu COCTaB/lEeHUU [OA4O0BOr0 pasfena oOnucU  3arosIoBKM  Aen npu  ux
He3HaYNTEeNIbHOM KOJIMYECTBE BK/IOYAIOTCA B COOTBETCTBYIOLIMIA FOAOBON pasgen onucu nog
NIUTEPHBIMM HOMEPaMM B COOTBETCTBMM CO CXEMOM cucTemMaTusaumu. Ecam KoamyectBo M3MeEHeHUM
CYLLLECTBEHHO, TO FOA0BOW pa3aen NepecocTaBAAETCA UM K HEMY COCTaBAAETCA AO0NOJHUTENIbHAA OMUCH.
Mocne ytBep»KaeHMA (COrnacoBaHWA) rofoBbIX Pa3fesioB Onucen Aen, AOKYMEHTOB, BHECEHWE B HUX
M3MEHEHMA BO3MOXHO TONbKO MOC/Ae MPUHATUA CcooTBeTCTBYoWero peweHna IMK apxuBHoro
yupexaeHus.

3aro/IoBKM Ae, CoAepyKalinx AOKYMEHTbl 38 HECKO/IbKO JIeT, BK/OYaloTcA B roAo0BOMN pasgen
onucK Aen B 3aBUCMMOCTM OT BMAA AOKYMeHTa AnMbo Mo Aate 3asedeHMA (Hanpumep, AN TakuUx
JOKYMEHTOB, Kak Nporpamma pa3BuTUA, NEPCNeKTUBHbIN NNaH Ha HEeCKObKO NeT 1 T.n.), Ambo no aarte
3aBeplieHuns (Hanpumep, ANA Nepexoaalumx aen).



3aKkpenneHne 3a KaAblM [Ae/ioOM B rOA0BOM pasfdene onucuM Jes  CamMoCTOATENbHOro
WMHAMBNAYANbHOrO NOPAAKOBOro HoMepa, KOTOPbIN ABAAETCA HOMEPOM eAMHULLbI XPaHEeHUA B apxuse
opraHM3aunmn 1 BKAOYAETCA B apXMBHbIN WNdp, obecneynsaeT NOEANHUYHBIN yYeT eAUHUL, XpaHEeHUSA B
apxuBe opraHusauuu.

CopepykaHue onucaTeNbHbIX CTaTel OnucK Aen, LOKYMEHTOB [O/IKHO TOYHO COOTBETCTBOBATb
cBeAEHUAM, BbIHECEHHbIM Ha 06103KKM aen (npunoxeHue N 5).

lpada "MpumeyaHme" npegHasHayeHa 418 OTMETOK O BblObITUM A€/, 0COBEHHOCTAX PU3MUYECKOro
COCTOAHUA Aen u ap.

Mpn BHECEHMM B rogoBOMN pasgen onucu noapAd OAMHAKOBbIX 3aro/IOBKOB AN BCe 3aro/ioBKU
Aena 3anucbiBaloTCA MOJMIHOCTbIO, He AJO0MycKaeTca npumeHeHne dopmyanposkn "To ke" (npu
aBTOMATU3MPOBAHHOM BEAEHUMN ONUCK AN MOUCK NO TaKMM 3aro/I0BKam HEBO3MOMKEH).

CyMMmapHbIl y4eT eauHML, XPaHEeHUA [ocTuraetca nyTem oQOPMAEHMA MTOrOBOM 3anmucu K
KaxXgoMy rof0BOMY pasgeny onucu 4en, A0KYMEHTOB, B KOTOPOM undpammn 1 Nponuncbio yKasbiBaeTca:

- GaKTMUeCcKoe KONNYECTBO eAMHUL, XPaHEHUS, BKAOYEHHbIX B FOA40BOM pasaen;
- NepBblii U NoCcAeAHUN HOMepa eAUHUL, XPaHeHUs;

- 0COBEHHOCTN HyMepaLWn: NUTepHbIE U NPOMYLLEHHbIe HOMepa (41a roAoBbIX Pa3aenos onucein
3/1eKTPOHHbIX ZleN YKa3biBaeTcs 06wnit o6bem 3anuceli 8 M6).

MprMmep UTOroBOM 3aMNUCK K rOA0BOMY Pa3geny onucu aen:

25 (mBajuaTe IATH)

JIMTEPHBEIE HOMEpa: ——-——-——-~—-~~"~"~"~-"~-"~-"~"~"~-~"~-~-"~"~-"~"~-~"~- -~~~ - —- - - - - —-—-—-—-—————————

NPOMNYMEHHEE HOMEPa: —— =~ =~ ===~

Mpumep WTOrOBOM 3aMncK K rogoBomy pasaeny onnucu aNeEKTPOHHbIX Aen:

12 (mBeHaIuLaTh)
B DaHHBIM pas3dejl ONUCKU BHECEHO ——————————————————————————————————— nen,
(undpamMm ¥ HOPOIUCHI)

24 (mBazuaTh UYETHpPE) 35 (TpuouaTh IIATH)

cN-—-—-—/"7-H———--"\"-""--"-"-"-"-—- no N --————————--—————————— , B TOM UucCJe
(undpaMm M HOPONIUCHIO) (undpamMm M HOPONIMUCHIO)
5

OBBEMOM: ——————————— - ——— M6

UTorosylo 3anMcb K rogoBoMy pasfeny onucu aen noAnucbiBaeT COCTaBUBLLMIA ee PabOTHUK,
OTBETCTBEHHbI 33 BeieHMe yYeTHbIX AOKYMEHTOB apX1Ba OpraHn3aLum U pyKoBoauTeb apxmea (nmuo,
OTBETCTBEHHOe 3a apxus). EciM wuTOroBylo 3annWcb K roAoBOMY pasgeny Onucu Aen CocCTaBasn
pyKoBOAMUTENb apXMBa (MLL0, OTBETCTBEHHOE 33 apXMB), TO OH NMOAMMCHIBAET TOrOBYHO 3aMMCh ABa pasa,
KaK ycTaHOB/IeHO GOPMON YYETHOTO AOKYMEHTA.

Ecan onucb gen, AOKYMEHTOB COCTOMUT M3 HECKOJIbKMX rogoBbiX pa3fenos, TOMOB, WUTOrosas



3annCb COCTaBAIAETCA K KaXKAOMy rogoBOMY pasgeny, TOMY; KPOME TOro, K KaxKAOMYy nocaeaylolemy
rofoBOMYy pasgeny, TOMy B HapacTalowem MNopsaaKe COCTaBAAETCA CBOAHasA uTorosas 3anucb (n. 3.10
Mpaswun).

B apxvB opraHusaumm MmoryT nocTynuTb WAW MOTyT BbiObITb Aefa, OTHOCAWMECH K YKe
cocTaBneHHOMY M 0GOpPMIEHHOMY FOLOBOMY pasgeny onucu aen. B sTom cnyyae nocne BHeCeHUA
3anuceir O MNOCTYMJIEHUM WAM BbIBLITUM OeNn COCTaBAAETCA HOBasA MTOroBas 3anucb. B apxmsax
OpraHu3auUmnii - UCTOYHUKOB KOMMAEKTOBAaHWA roCyAapCTBEHHbIX (MYyHMLUMMNANAbHbLIX) apXMBOB OMUCU
(ropoBble pasgenbl onuceil) gen NOCTOAHHONO XPaHEHWA COCTaBAAKTCA HE MeHee YemM B YeTbipex
aksemnaapax (3 - Ha BymaxKHOmM Hocutene, 1 - B SNEKTPOHHOM BMAE) M noanexkaT cornacosaHuio LK
(9K) opranusaumm.

CornacoBaHHble ¢ LI3K (9K) opraHmsaumm onucu (rogosble pasaensl onucei) aen NoCToAHHOrO
XpaHeHWsA NepeaaloTca Ha paccmoTpeHune MK apxXMBHOTO yuperKaeHUa ANa yTBEPKAEHUA.

Mocne yTtBepskaeHMa DMK apxMBHOro ydypeskaeHua onuceit (rogoBbix pasgenos onucei) aen
NOCTOAHHOIO XPaHeHUA OHW YTBEP}KAAOTCA PYKOBOAUTENEM OpraHMU3aLnn.

B rocymapcTBeHHbIN (MyHWUMMANbHbIN) apxvMB nepegaeTcsa ABa 3K3emnaspa onucei (rofosbix
pa3genioB onucei) Aen NocTOAHHOTO XpaHeHUA Ha BymaXKHOM HocUTene U OAUH B SNEKTPOHHOMN dpopme
B KayecTBe pabouero sksemnnapa (n. 5.5. Mpasun). OgNH 3K3eMnasAp rogoBOro pasgena onucu aen
NOCTOSIHHOIO XpaHeHUA Ha ByMaXKHOM HOCUTE/Ie OCTAeTCA B apXMBe OpraHn3aLmu.

Mocne yTBepXAEHWMA rOA0BbLIX Pa3fesoB ONUCEN AeN BHECEHWE B HUX U3MEHEHWI AonycKaeTca
TONIbKO NOCAe NPUHATMA COOTBETCTBYoWero peweHna MK apXMBHOIo yupexaeHums.

Onucu (rogosble pasgenbl onucei) aAen BpemeHHbiX (cBbilie 10 NneT) CPOKOB XpaHeHus
COCTaB/AOTCA HE MEHEE YEM B ABYX IK3eMNAAPaX.

Onucu (rogosble pasaensl onucei) aen BpeMeHHbIX (cebiwe 10 neT) CPOKOB XpaHeHUA nogaexar
cornacosaHuio LU3K (3K) opraHusaumm, nocne 4Yero yTBEpP)KAAIOTCA PYKOBOAUTENEM OPraHM3aLUu.
lfofoBble pasfesnbl OnucU fen BpemeHHbIX (cBbiwe 10 neT) CPOKOB XpPaHEHWA B roCyAapCTBEHHbI
(MyHMLMNANbHBIN) apXMB He NepeaatoTCs.

Onucu (rogoBsble pasaesbl onuceit) gen no IMYHOMY COCTaBy COCTaB/AKOTCA:

- He MmeHee Yyem B 4-x ak3emnasapax (3 - Ha bBymaxkHOM HocuTene, 1 - B 3/1IeKTPOHHOI dopme) - B
apXMBax OPraHM3aLmnin - UICTOYHUKOB KOMMNEKTOBAHWUSA FOCYAAPCTBEHHbBIX U MYHULMNAIbHbBIX aPXUBOB;

- He meHee yem B 3-X IK3emMnaAapax - B apxXmBax opraHM3au,m71, HE ABNAOWNXCA UCTOYHUKaMU
KOMN/IEKTOBAHUA rOCYAapPCTBEHHbLIX U MYHULLMNAIbHbBIX apPXNBOB.

Onucu (ropoBsble pasgensl onucei) aen No AMYHOMY COCTaBY Tak»Ke cornacosbiBatotcs LIK (3K)
opraHmMsauumM, a 3aTem nepejaloTca Ha cornacoBaHue OlMK  apxMBHOro y4pexzaeHuda, nocne
cornacosaHuA MK apxMBHOro yuperkaeHnA yTBEPKAA0TCA PYKOBOAMUTENEM OpraHU3aLnK.

B rocymapcTBeHHbI (MyHUUMNANAbHbIN) apXMB NepeaaeTcs OAMH 3K3eMMAAP OMUCU NO UYHOMY
cocTaBy Ha BymaxXHOM HocuTene M OAUH B 3/IEKTPOHHOM dopme B KadecTBe pabouyero sksemnaapa (m.
5.5. Mpasun).

Onucu (roposble pasgenbl onuceit) Aen, AOKYMEHTOB MPeAcTaBAAlOTCA Ha paccmoTpeHue MK
apPXMBHOrO y4Ype)KAeHMA He Mno3gHee, Yem 4yepes TPU rofa Mnociae 3aBeplleHus B AeN0Npou3BoACTBe
OeN, BKAOYEHHbIX B pa3aen onucu.

PelweHne o ToM, B Kakom dopmaTe, Ha KaKOM HocuUTeNle U Kakum cnocobom ByaeT npegocTasneH
pabounii 3K3eMNIApP ONUCU B 3NEKTPOHHON dopme, NPUHUMAETCA COBMECTHO rMepearolen u



NPMHUMMAaIOLLEN CTOPOHOM, C YYETOM XapaKTepa npeanosiaraemMbix paboT C 3K3eMNAAPOM.

lpadmyeckoe npeacTaB/ieHME COCTABAEHUA TOAOBbLIX pPa3fesoB ONUcen naen, AOKYMEHTOB
npeacrtaBneHo Ha cxeme 18 npunoxkeHua N 4.

B yueTHble gaHHble ro40BbIX pa3aenos onucei AeNn BHOCATCA USMEHEHUA B CnefyroWnx cnyyanx:

- NO pe3y/ibTaTaM NPOBEPKU HaANNUYUA U COCTOSHUA aPXMBHbLIX SOKYMEHTOB (Npu OBHapy»KeHuu
HeyuYTeHHbIX Aen, yTpadeHHbix gen (n. 2.39. - 2.44. Npasun);

- NO pe3ynbTaTaM nposegeHnNA 3KCNepTu3bl LEHHOCTU AOKYMEHTOB W BblAaeneHnAa pgen K
YHUYTOXXEHMUIO;

- Npun nepeaadye apXmBHbIX JOKYMEHTOB Ha NOCTOAHHOE XPaHeEHUE;

- NpYM JIMKBUAALUMM OpraHusaumMm W nepegaye [AOKYMEHTOB NPABOMPEEMHUKY WAM B
rocyAapCTBEHHbIV (MYHMLMNANbHBIN) apXMB.

Bce uameHeHuAa B rogosble pasgensl onucei Aen BHOCATCA Ha OCHOBaHUM COOTBETCTBYHOLUUX
aKTOB. B aKTax - OCHOBaHUAX 419 BHECEHUA N3MEHEeHUN B y4yeTHble AOKYMEHTbI, MPOCTaBAAETCA OTMETKaA
O BHECEeHMW U3MEHEHUN B yyeTHble OO0KYMEeHTbl. TaKXKe COOTBEeTCTBYOWME M3MEHEHUA BHOCATCA B
MUTOrOBYHO 3aNNCb K ro40BOMY pa3geny onnucun gen, ALOKYMeHTOB.

lpaduueckoe npepcrasneHme npouecca 3.2. "YyeT KonmyecTsa M cocTaBa gen" npeactaBieHo Ha
cxeme 19 npunoxkeHua N 4.

fopoBble pa3gesibl onucem Aen He nepennetTarTca, He NoAWnMBaloTCA, a XPaHATCA B Nankax B
apxuee OpraHMsaunmn 00 3ageplieHnAa onncun gen, 4OKYMeEHTOB.

K nepsomy rogosomy pasgesny OnucuM gefl COCTaBASeTCA ChpaBOYHbIM annapat (cm. pasgen 4
MeToamyecknx pekomeHaaumi, n. 5.5. Mpasun).

Hymepauma nuctos rogosbix pasgenoB n HCA onucn aen ocywectsnaetca npu odopmaeHum
3aKOHYEHHOW onucK aen.

COBOKYMHOCTb OAOBbLIX Pa3fesoB OMUCKM AeNl COCTaBNAAET 3aKOHYEHHYK OMMCb. 3aKOHYeHHas
OMUCb MOXKET coeprKaTb He bonee 9999 onucaTteNbHbIX CTaTel.

K 3aKOHYEHHOW onncK Aen cocTaBAsAeTCA CBOAHAA UTOroBasA 3anucb Mo aHaAorMMM MU Ha OCHOBAHUU
CBOZHbIX UTOTOBbIX 3aMnuncel rogoBbix pa3genos onucy aen. Ans obecneyeHns 4OCTOBEPHOCTU CBEPAIOT
nokasaTenn CBOAHOM WTOrOBOM 3anmWcM K OMWUCM Aen C CYMMOW nokasatenen naucta ¢oHza B
XPOHO/MIOTMYECKMX PaMKax, COOTBETCTBYIOWMX Tro40BbIM pasgenam onucu gen (cm. pasgen 3.5.
MeToanyecknx pekomeHaaumi).

K 3aKOHYEeHHOW ONuCKM Aen COCTaBAsfEeTCA /IUCT-3aBepuTens (npunoxkeHme N 6), BKAKOYAOLWNK B
cebn:

- HOMep onucy;
- Homep PoHAa;

- CBeAEeHMs O KO/AMYEeCTBE MPOHYMEPOBaHHbIX IMCTOB B onucK Aen (umMdpamm v Nponucblo)
yKa3aHueMm, B TOM YnCae, IMTEPHBIX U NPONYLLEHHbIX HOMEPOB;

- No0ANUCb COCTaBUTENA U ATy COCTaBNEHUA.

3aKOHYEeHHAA ONUCb AeN 3aKIYaeTCca B TBEPAYIO o6no>m<y M nepennetaeTca.



Mocneaylowme rogosble pasgesbl onvck GOPMUPYIOT HOBYIO OMMCb AN, KOTOPOM Mo peecTpy
onucei NpUcBanBaeTca CaeayoWmii NopAAKOBbIA HOMeEP.

3.3. YyeT KonmuecTsa 1 coctaBa onuceii gen

B LenAx yyeta onvceit Aen B apxvMBe opraHv3aummn BegeTcsa peectp onuceit (n. 3.11., npunoskeHune
N 19 Mpasun). Mo peecTpy onucelt apxme opraHn3aLmm BeAeT NOeAMHUYHbIA U CYMMapHBbI yYeT onucei
aen.

Onucob gen, cocToALLan U3 HECKO/IbKMX TOMOB, YYUTbIBAETCA B peecTpe onucein Kak O4Ha OMUChb.

Mpy nepBoM NOCTYNAEHUN OOKYMEHTOB B apXMB OpraHM3aLMu U, COOTBETCTBEHHO, opopmaeHUn
nepBbIX roAoBbIX pa3aenos onuceit aen (npunosxkedns N 14 - 18 Mpasun), Ha ocHoBe pa3paboTaHHOM
CXEMbl CUCTEMATU3ALMM AOKYMEHTOB B apxuBe pabOTHWUK apxMBa, OTBETCTBEHHDIV 32 BeAeHME YYETHbIX
OOKYMEHTOB, HauyMHAET y4YeT onucelt aen B peectpe. Homepa onucsam nNpmuceamBatoTCA B COOTBETCTBUM C
nvctom ¢oHaa (n. 3.10 Mpasun). Kak npasmao, Nnepsblit NOPAAKOBbLIA HOMEP NPUCBAUBAETCA ONUCK Aen
NOCTOAHHOIO XPaHeHWs, BTOPOM - OMUCU AN MO ANYHOMY COCTaBY, TPETUM - OMUCU AeN BPEMEHHbIX
(cBbllwe 10 neT) cpokoB XpaHeHuA. NpU HAAMYUKU B OPraHU3aLMU CEKPETHbLIX Aes, cneunduyeckmx,
XapaKTepPHbIX TONbKO ANA 3TOW OpraHM3auun aen, oas uUx y4eta MOryT 3aBOAUTLCA OTAE/IbHblE OMUCH.
Mpu 3TOM OpraHM3aLMAM - UCTOYHUKAM KOMMNEKTOBAHUA CaefyeT NPpUHMMaTb pelleHne O 3aBefeHuK
TaKux onuceit coBmectHo ¢ MK apXnBHOTo yupexRaeHus.

Peectp onucen cocTouTt n3 TUTYZIbHOTO NCTa, onucaTenbHOM YacTu U UTOrOBOM 3anuch.

Ha TWUTyNbHOM AnKUCTe peecTpa OMNWCEN YKasblBalOT HaMMeHOBaHME OpraHusauuu CoriacHo
yypeauTenbHbiM AOKYMEHTaM Ha MOMEHT COCTaB/NEHWA OMWUCM, a TaKXe MPOCTaBAAOT AaTy Hadana
BeAEHUA peecTpa onucen. [lata OKOHYaHWA BeAEHMNA PeecTpa onmceit MoXeT BbiTb NPOCTaBAeHa NLWb B
CNyyYae NIMKBMAAUMKM OpraHusaumMm c nocieaylollei nepegavyein apxmsHoro ¢poHaa opraHusaumu Ha
XpaHeHWe B rocyAapCTBEHHbIM (MyHULMNANbHBIN) apXuB.

OnucatenbHana YacTb peecTpa onucemn 3anonHaeTca cneayrouwmm o6pa30M:

- rpadbl 1, 2, 3, 4, 10 3anonHAKTCA O4HOBPEMEHHO C HA4Yas oM OPOPMAEHMA NEepPBbIX FOA0BbIX
paszesioB onucei Aen NOCTOSHHOTO XpaHeHWs, Mo JIMYHOMY COCTaBy U Aen BpemeHHbIX (cebiwe 10 nerT)
CPOKOB XpaHeHMuA.

- rpadsbl 5, 6, 7, 8, 9 3aN0NHAOTCA HA OCHOBAaHMM COOTBETCTBYHOLLMX AAHHbIX 3aKOHYEHHOW ONUCK
aen.

E)xerogHO no coctoAHUIO Ha 1 AHBapA B peecTpe onucen COCTaBAsSIETCA WUTOroBas 3anucb O
Ko/InyecTee onucem Aen, XpaHAWUXCA B apxmeBe OpraHuMsaunn, a TaKKe AaHHble O NOCTynuBLINUX U
BbIObIBLUMX 33 rog onucax gen.

UTorosaa 3anucb peectpa onucem 3aBepAaeTca nognucamum pa6OTHVIKa apxuBa - COoCTasuTenAa
peectpa w“ pyKoBOOAUTENA apPXUBaA. ,ﬂ,aTOﬁ WTOrOBOM 3anucu ABAsETCH AaTta ee noanuncaHuA
pyrkoBoaAUTENEM apXUBa.

Mprmep nocnenosaTe/IbHOro 3ano/IHEHNA peecTpa onucei npuseneH B npuaoxeHmm N 7.

lpadumyeckoe npepcTasneHMe npouecca 3.3. "YyeT KonuuyecTBa M coctaBa onwucei gen
npeactasneHo Ha cxeme 20 npunoxenuma N 4.

3.4. Yuyet Konunyectsa $oHA0B apXxmBa

B apxuBe opraHuM3aumn, XpaHALLEM AOKYMeHTbl 6onee yem ogHoro ¢oHAa, BedeTca y4yeT
Konndectsa ¢oHaoB. [na 3Ton uenn segetca cnucok ¢doHaos (n. 3.8., npunoxeHne N 12 Mpasun).



Cnucok d)OHLI,OB obecneunsaet BeaeHne CyMmmapHoOro n nHansmayaabHoOro yyeta Koamyecrtea d)OHAOB,
HaXo4AWnxcAa Ha XpaHeHN B apXmnBee U BbIObIBLLUMX M3 apxusa.

CBegeHMsas B CMNMCOK (GOHAOB BHOCATCA NpW NEpPBOM MOCTYNAEHWM B apPXMB OpPraHM3auuu
[OKYMEHTOB BTOPOro apXmBHOro gpoHzaa.

OcHOBaHMEM AN1A BHECEHWA AaHHbIX B CMUCOK GOHA0B ABNAIOTCA AOKYMEHTbI, CONPOBOXKAAMOLWME
noctynaeHue nau eblbbiTne GpoHAA.

Cnncok ¢poHAO0B COCTOUT U3 TUTY/IBHOIO JIUCTA, ONUCATENIbHOM YacTu M UTOrOBOM 3aNuUCH.
Ha TuTynbHOM nncTe cnucka GoHA0B YKa3biBAETCA:

- HaUMEHOBaHWe OpraHU3aUnKn COracHoO yYypeanTenbHbIM JOKYMEHTAM Ha MOMEHT COCTaB/EHUS
cnucka GoHaoB;

- N Toma cnucka ¢oHAOOB (ANA apXMBOB OPraHM3auuMin, XPaHALLMX 3HAYNTENbHOE KOJ/IMYECTBO
apXxmBHbIX GOHAO0B);

- [oaTa Hayana BedeHMA crnvcka GoHAOB (CooTBETCTBYET ¢aKTMYECKOW AaTe ero 3aBeAeHus B
apxuBe opraHu3auum);

- [aTa OKOHYaHWA BedeHUA cnucka ¢oHAOB (COOTBETCTBYET AaTe NMKBMAALMKM OpraHu3aumu C
nocneaywollelii nepefadyeit ee AOKYMEHTOB OpraHW3aLMM-NPaBoONpPeeMHUKY MAM B FOCYAapCTBEHHbIN
(MyHMUMNANbHBIN) apxumB).

B rpade 1 "N ¢oHaa" cnucka poHA0B yKasbiBaeTcA NOPALKOBLI HoMep $oHAA NO CNMCKY ¢oHA0B
B XPOHOJIOFMYECKOW MOC/ieaoBaTe/IbHOCTM MX MOCTYyNaAeHusA (y4eTHbIM HOMepom apxusBHoro ¢oHAa
OpraHM3aumMm - UCTOYHMKA KOMMIEKTOBAHWUA roCYyAapCTBEHHOIO (MYHMUMMNANbHOIO) apxvBa, ABASETCA
YYETHbIA HOMEpP, MNPUCBOEHHbLIN 3TOMY apXMBHOMY GOHAY OpraHM3auMm rocyAapCTBEHHbIM
(MyHMLMNANbHBIM) apXMBOM).

ObbveanHeHHOMY apxuBHOMYy ¢oHAY, obpasoBaHHOMY U3 GOHAOB, pPaHee YYTEHHbIX
CaMOCTOATeNIbHO, NpUcBanBaeTca OAMH M3 HOMepOoB (OHAO0B, BK/IHOYEHHbIX B COCTaB 06beaMHEHHOro
apxmBHOro ¢poHAa.

Ecaun dpoHA coaepRuT 0cobo LeHHbIe OKYMEHTbI, K ero Homepy aobasnserca nHgekc "OL".

YYeTHbIi HOMEp, NPUCBOEHHbIN GOHAY MO CNUCKY GOHAO0B, COXPAHAETCSA 3@ HUM BO BCEX YUYETHbIX
OOKYMEHTaxX apXxmBa, ABNAETCA YHUKAbHbIM M HE MOXKeT 6bITb MPUCBOEH Apyromy poHay.

N3meHeHMe yyeTHbIX HomepoB GOHA0B He AOMNyCKaeTCA.

B rpade 2 cnucka ¢oHA0B yKasbiBaeTcA Aata NepBOro NOCTynaeHus AoKymeHToB ¢OoHAa B apxus
OpraHM3aumMmn B COOTBETCTBMM C AATOM NEpPBOro NOCTyNAeHUs AOKYMEHTOB, YKa3aHHOMN B ncte ¢oHAa;
A7 CO3aHHOrOo B apxmee 06beaMHEHHOrO apXMBHOro GpoHAa 3TOM AATOW ABAAETCA AaTa ero Co34aHusA.

B rpade 3 cnucka ¢oOHAOB YKas3blBAaETCA HA3BaHME KaKAOro apxvmeHoro ¢oHZa, KoTopoe
3anuncbiBaeTcA B CNUCOK GOHA0B Ha OCHOBAHMM UCTOPUYECKOM CMPABKKU K GOHAY AU TUTYILHOFO NCTa
onucu gen, okymeHtos (n. 3.8. Mpasun); BCce Nocnegytowme nepemMmeHoBaHMA BHOCATCS TONIbKO B IUCT

doHAa.

HasBaHWe apxuBHOro ¢oHAA BHOCUTCA B CNWUCOK (OHAOB C CcOBAOAEHMEM CNeayoLmX
TpeboBaHuit (n. 3.8. Mpasun):

- Ha3BaHMe 06beaMHEHHOrO apXMBHOIO GOHAA COCTOUT M3 0606LEHHOrO Ha3BaHUA BKAOYEHHbIX
B €ro COCTaB 04HOPOAHbIX apPXMBHbIX $OHAOB, HaNpMUMep:



MepBuyHbIe NpodCcoto3Hble opraHusaumm ropoga H-cka;

- Ha3BaHue 06'beﬂ,MHEHHOI'O aApXnBHOIo d)OHAa COCTOUT U3 Ha3BaHUA BbILLIECTOFIU.I,EVI (FOI'IOBHOVI)
opraHnsaumm un 0606LLI,EHHOI'O Ha3BaHMA NOABEAOMCTBEHHbIX opraHmsau,Mﬁ, Hanpumep:

AKuMoHepHoe obuectBo "CBeTocepBuc" 1 NoABEAOMCTBEHHbIE EMY OpPraHu3aLmu;

- HasBaHMe o06beaMHEHHOro apxuMBHOro ¢oHAa COCTOUT W3 Ha3BaHMA OpraHM3auuu W
06006LEeHHOro Ha3BaHMA OpraHM3aLMn-NpeaLecTBEHHMKOB, HaNnpumep:

AKumoHepHoe obuiectso "CeeTtocepBuc” 1 ero npeaLecTBeHHNKN.

HasBaHuA apxmBHbIX $OHAOB B cocTaBe 06beaMHEHHOro apxMBHOro ¢GoHAa BHOCATCA B CMWUCOK
doHAOB nog HasBaHMeM ob6beauHeHHoro ¢oHaa. HaseaHMA opraHusauuii, KoTopble BOWAW B
0b6beguHeHHbI doHA, NpuBogAaATcA B McTe poHAaa. B rpade 4 cnucka $oHAOB YKasbiBaeTcA NosHoe U
COKpalleHHOoe Ha3BaHWe apxmBa (MAM MHOM opraHM3aumu), Kyda 6bina ocyllecTB/ieHa nepegaya
apxmBHOro ¢GoHAa NosHOCTbIO; NMPU YaCTUYHOM Nepegaye AOKYMEHTOB apXMBHOro ¢poHAa y4eT BbibbITUA
BefeTca B McTte GoHAA U KHUre yyeTa NocTynieHne U BbibbITUA AeN, LOKYMEHTOB.

B rpade 5 yka3sbiBalOTCA HaMMeHOBaHMe, AaTa U HOMEep AOKYMEeHTa, Ha OCHOBaHWMM KOTOPOro
apPXUBHbIN poHA, BbIObILN U3 apXMBa OpPraHnU3aumu.

lpada 6 cnucka GoHAO0B CAYKUT ONA CAYKEOHbIX OTMETOK, HanpumMmep, 41A YKa3aHUs PeKBU3UTOB
OONONHUTENbHbIX [AOKYMEHTOB, MOCAYXMBLUMX OCHOBAaHMEM ANA BblObITUA apxuBHOro ¢oHAa; AnA
OTMETKM O BXOXKAEeHUU PpoHAa B cOCTaB 06beANHEHHOIO apxnBHoro ¢oHAa u Ap.

ExerofHo, No cocToAHMI0 Ha 1 AHBapA, COCTaBAAETCA roA0BaA UTOroBaA 3anncb K CNUCKY GOHAO0B,
B KOTOPYIO BHOCATCA CBeAeHUsA 0 Homepax GOHA0B, BHECEHHbIX B CMUCOK U UCKAKOYEHHbIX U3 CNUCKA,
yKasbiBaeTca (UuMdpamu M NPONUCbIO) KONMYECTBO XpaHALWMXCA B apxuBe ¢GOHAOB U CBefeHUs O
Konmyectse (uMdpammn 1 NPonucbio) GoHAOB, XpPaHALLMX Aena ¢ 0co60 LEHHbIMU AOKYMEHTaMM, eciu
TaKkue ecTb (ec/M HeT, TO CTaBUTCA NPoYEepK).

OTAeNbHO B UTOTOBOW 3aMmncK A0/IXHbI BbITb YKa3aHbl:

- Homepa, KoTopble 0cBO60AMANCL B pe3y/ibTaTe yTpaThbl, BblAeNEHNA BCEX OKYMEHTOB apXUBHOIO
$OHAOA K YHUUTOXKEHMIO B CBA3M C UCTEYEHMEM CPOKOB XPaHEHMA, a TaKKe B Caydyae BbICBOOOKAEHMA
YYeTHbIX HOMepoB GpOHAO0B, BOLWEALWMNX B COCTaB 06beANHEHHOTO apXnBHOro GpoHAa;

- HOMepa BbIObIBLUNX MU nepeagaHHbIX apXmUBHbIX d)OH,CI,OB, €C/IN TakKne MMeKoTCA.

UTorosasa 3anucb 3aBepAeTcAa nognuncblo COCTaBUBLLEIO ee pa6OTHVIKa N pyrKOBOOUTENA aApPXUBa.
ﬂ,aTOﬁ WMTOroBOM 3anucu ABnseTcA AaTa ee nognnMcaHunAa pykosoauTesiem apxmea.

K cnucky ¢oHA0B MOXKeET BbITb COCTaBNEH JINCT-3aBEPUTE/Ib B C/Iy4ae, eC/IM apXMB OpraHusauum
XPaHUT 60/1bloe KonnyecTso GOHAOB M CMUCOK GOHAOB ABAAETCA MHOTOCTPAHUYHbIM. JINCT-3aBepUTENb
cnucka GOHAOB COAEPKUT CBEAEHUS O KOMYECTBE MPOHYMEPOBAHHbIX JINCTOB B CNWcKe ¢GOHAOB,
nognucbiBaetca u gatvpyetca. MpyM HeobXoAMMOCTM UM MO YCMOTPEHUIO PYKOBOAMTENs apXMBa
OpraHM3aumMn INCT-3aBepUTENb CNUCKA POHAO0B MOXKET BbITb JOMONHEH YTOYHAIOWMMMN CBEAEHUAMM.

Cnucok ¢poHA0B NoALWNBaAETCA B TBEPAYHO 06/10XKKY.

lpadumyeckoe npeacTaBneHme npouecca 3.4. "YyeT KonuuyectBa M coctaBa ¢poHAoB apxmea'
npeacrasnaeHo Ha cxeme 21 npunoxenuma N 4.

3.5. Yuet usmeHeHuii B Konnuecrse u coctase poHAa



[na yyeta M3MEHEHMIN B KOAMYECTBE M COCTaBe Ae/l apxXxMBHoro GoHAa B apxvMBe OpraHusauuu
Beaetca AancT ¢oHaa. JinucT doHaa BeAeTCA NO KaxKAOMy apXxMBHOMY GOHAY M 3aBOAMTCA NpU NEPBOM
nocTynieHnun pokymeHtos ¢oHga B apxue (n. 3.9. Mpasun). O6pasel, 3anonHeHus aucta ¢oHAa
npeacTaBneH B npuaoxeHmm N 8.

Jnct GoHAa CAYKUT Lensm ydeTa No cneayolmnm napameTpam:

- YYeT USMEHEHUIM B HAa3BaHNKN N XPOHOJIOFTMYECKUX PaMKax apXMBHOro ¢poHAa;

- y4eT Ko/sinyectsa M cocTtaBa onucei aen ¢oHaa;

- YYeT KOJIMYECTBA M COCTaBa eAUHUL, XPaHEHMA MO Kaxao0l onucu aen;

- YYET U3MEHEHWI KONNYECTBA e4MHUIL, XPaHEHMA MO KaXKA0M onucy aen;

- YYeT KOZIMYEeCcTBa HEOMMUCAHHbIX aPXMBHbIX JLOKYMEHTOB.

OcHoBaHWEM A/ BHECEHMA N3SMEHEHUI O KOMYECTBE eAMHNL, XPaHeHUA B IUCT GOoHAa SBAALOTCA:

OonucK Aen, IOKYMEHTOB CTPYKTYPHOro noZpasaeneHns U roaoBoro pasaena CBOAHOM onucuy aen,
[OOKYMEHTOB OpraHu3auum;

HOMEHKNaTypa Aen opraHunsaunm, 3amMeHAoWaA FOAOBOVI pasaen CBOAHOVI onucn  gen,
AOKYMEHTOB OpraHn3auunu;

aKT O TEXHMYECKMX OLIMBKAX B y4ETHbIX fOKYyMeHTax (npunokeHue N 4 Mpasun);

aKT 06 OBHApPYKEHUM OAOKYMEHTOB (HEe OTHOCALMXCA K AaHHOMY GOHAY, apXMBY, HEYUYTEHHbIX)
(npunoxkenne N 5 Mpasun);

aKT 06 yTpaTe AoKymeHToB (npunoxeHue N 6 MNpasun);
aKT Npuema-nepenaym apxmBHbIX JOKYMEHTOB Ha XpaHeHue (npunoxeHre N 20 Mpasun);

aKT O BblAGNEHMN K YHUYTOXKEHUIO aAPXMUBHbLIX [OOKYMEHTOB, He noA/erKalux XpaHeHuto
(npunoskeHue N 21 Mpasun);

aKT 0 HEUCMPaBUMbIX MOBPEKAEHUAX aPXUBHbIX AOKYMEHTOB (npunoxeHue N 22 Mpasun).
Nnct doHaa BKAKOYAET B ceba 3aro/IoBOK 1 ABe OCHOBHbIX YacTu:

1. Y4yeT HeoNUCaHHbIX LOKYMEHTOB.

2. Y4eT OnnCcaHHbIX OKYMEHTOB.

B 3aronoBoYHOM YacTu McTa GoHAA YKA3bIBALOT C/ieaytolme cBeaeHuna:

- Homep PoHAZA: NPOCTaBAAETCA NO CIUCKY POHAOB;

- MecToHaxoXaeHue ¢oHAa: yKa3blBaeTCA HAaMMEHOBaHWEe opraHM3aumn, xpaHawen gena doHaa
COrNAacHO yYpeanTeNbHbIM AOKYMEHTAaM Ha MOMEHT opopmieHna nncta GoHAa;

- AaTa NepBOro noctynaeHus aen ¢oHAa: yKasbiBaeTca gaTta Nepsoro NOocTynaeHua AOKYMEHTOB
¢$oHAa B apXxMB OpraHM3aLmMu, KOTopaa A0/XKHa COBMagaTh C COOTBETCTBYIOWEN AaTON B UHbIX YYETHbIX
OOKYMEHTax: KHWUre y4eTa NocTynaeHusa 1 BblbbITUA AeN, AOKYMEHTOB, cnucke ¢oHA0B (MpM Hanuumm);
Ons 06begMHEHHOTo apxMBHOro GpoHaa (apXMBHOM KONEKLMKN) 3TO MOXKET bbITb AaTa ero (ee) co3gaHua
B apXxuBe opraHM3auuu;



- KpaliHWe AaTbl ANA Ka)Kaoro HasBaHuA doHaa (rpada 1 3arosioBKa): COrnacHO MCTOPUYECKOM
CnpaBKe WAW HOPMATMBHbLIM MPABOBbIM aKTaM O CO34aHWW, PEOoPraHuMsauun W JANKBUAALMU
opraHM3aunn-GoHA006pa3oBaTeNa YKa3blBAOTCA Ha4yaNbHaA M KOHeYyHas AaTbl OYHKLMOHWPOBaAHMUSA
opraHusaunn-boHa006pa3oBaTensn, HE3aBUCMMO OT HaNMUMA B GOHAE LOKYMEHTOB 3a 3TOT NepUoa, Npu
aTOM:

ona  obbeaMHEHHOro apxuMsHoro ¢oHAa, 06pPa3oBaHHOrO MO  MNPUHLMNY MNOAYUHEHHOCTH,
YKa3blBalOTCA KpalHUe AaTbl AeATeIbHOCTM PYKOBOAALLErO OpraHa;

ons obbeanHeHHOro apxuBHoro ¢oHAa, 06pa3soBaHHOIO W3 AOKYMEHTOB OLHOPOAHbLIX WMAM
nocsefloBaTeNibHO CMEHSABLLMX APYr Apyra opraHuWsauuii, KpanHMMKM AaTamu ABAAKOTCA Camas paHHAS
AaTta obpasoBaHMA O4HON U3 HUX U AaTa IMKBMAAUUM NOCeAHel;

nocnedywolime M3MeHeHMA B KpalHuMe [aTbl Kaaoro ¢oHAa BHOCATCA Ha OCHOBaHUU
MOCTYyNatoLLMX B apXUB OpraH13aLmm OKYMEHTOB;

- HasBaHue ¢oHaa (rpada 2 3aroNoOBKa): COrNACHO UCTOPMYECKOW CMpaBKe MAM HOPMATMBHbIM
NPaBoOBbIM aKTam O CO3J4aHWW, PeopraHM3auun U AUKBMAAUWMM OpraHusaummn-¢poHaoobpasosaTenn B
XPOHO0TMYECKOW NOC/eA0BaTENbHOCTM COrIacCHO KpaHMM AaTam MepeymnciaioTca Bce HammeHoBaHuA
M NoABEeAOMCTBEHHOCTb OpraHusauuun-poHaoobpasoBaTens, He3aBUCMMO OT Haauvuus B ¢oHAae
[OKYMEHTOB 3a 3TOT Nepuoa, npun 3Tom:

ana obbeanHEHHbIX apxuBHbIX GOHAOB B rpade ykasbiBaeTca 0606leHHOe Ha3BaHWe poHAa, a
3aTeM NepeyncastoTca HaMMeHoBaHMA BCeX opraHmnsauunii-¢oHagoobpasoBaTeneit, AOKYMEHTbl KOTOPbIX
BOLLAM B cOCTaB 06beanHeHHOro ¢poHAa 3a BeCb Mepmnog, nx CyLL,ecTBOBaHUS;

nocneaywoume nameHeHnAa B HasBaHue d)OHLI,a BHOCATCA Ha OCHOBaHWKM NOCTyNakwOWKMUX B apXuB
OopraHnsaunm AOKYMEHTOB.

Mpy NOCTYNNEHUN B apXMB OPraHM3aLMmn HEOoMMCaHHbIX AOKYMEHTOB (chopMMUPOBaHHbLIX B Aena,
OTAENbHbIMU AOKYMEHTAMU UAM ANCTaMKM) UX YUeT ocyllecTBAseTcs B AncTe doHaa B pasgene 1 "Yuet
HEeoMMCaHHbIX AOKYMEHTOB" B YC/I0BHbIX eAUHNLIAX.

Odaton 3anucu (rpada 1) asnserca Aata GakTUYECKOro BHECEHUA AaHHbIX O MOCTYNAEHUU WU
BbI6bITUM HEOMMUCAHHbIX JOKYMEHTOB.

HasBaHMe 1 peKBM3NTbI 4OKYMEHTa (4aTta, HoMep), Mo KOTOPOMY B apXMB OpraHM3aLmMm NoCTynuan
AOKYMEHTbI MW BbIBbINW U3 HETO, YKa3blBaOTCA NOAHOCTbIO (rpada 2).

B rpade 3 yKasbiBaeTCa KOAMYECTBO AN B YCAOBHbIX eAvHMUAX (YCNOBHAA eAMHULA XpaHeHus
coaepxut 150 nnctoB). B rpade 4 ykasbiBaloTca A4aTbl CAMOro paHHero 1 Camoro no3gHero 40KYMEHTOB,
NOCTYNUBLUMX HEOMMUCAHHbIMW B apXMB OpraHM3auum.

BbIObITWE HEOMMUCAHHBIX 4OKYMEHTOB OObIYHO CBA3AHO C TEM, YTO 3TU AOKYMEHTbI ONMUCHIBAIOTCA U
dbopmupytoTca B aena (eguHULbl XpaHeHUs) B apxuee, YTo 0GoOpMASETCA OTAENbHOMN CTPOKoi (rpadbl 3,
4, 5, 6 HMKOrga He 3ano/IHAKTCA OAHOBPEMEHHO), B TaKOM C/ay4yae OCHOBaHWEM [A/A BblbObITUSA
OOKYMeHTOB (rpada 2) byaeT ABNATLCA aKT ONUCAHMUA apXMBHbIX JOKYMEHTOB (NepepaboTku onuceit).

Ha ocHOBaHMM 3TOro akTa npu BbIObITUM HEOMUCAHHbLIX AOKYMEHTOB B rpade 5 yKasbiBaeTcs
Kon4ecTBo CHOPMUPOBAHHbLIX M3 HEOMUCAHHbIX AOKYMEHTOB Aen, a B rpade 6 - KpaliHMe AaTbl 3TUX
aen.

[aHHble No BbIBbLITUIO HEOMMUCAHHbIX AOKYMEHTOB (KOIMYECTBO eAMHUL, XPaHEHUA U UX KpalHUe
Aatbl B rpadax 5 v 6 pasgena 1 nvucta ¢oHAa) JOMKHbLI BbITb OTPAXKEHbI KaK MOCTYNAeHUe ONUCaHHbIX
[OKYMEHTOB B COOTBETCTBYIOWMX rpadax pasgena 2 amcta ¢poHaa.



Mocne KaxKAoro NocTynjaeHus UM BblObITUA HEOMWCAHHbLIX AOKYMEHTOB B rpade 7 yKasbiBaeTcs
KOZIMYECTBO HEOMMUCAHHbIX 4N B YCAOBHbIX e AUHULLAX.

Ecnn gOKyMeHTbl B apXuB OpraHu3aummn noctynawT B BUAe CHOPMMUPOBaAHHBIX AeN No onucam (B
T.4. ONUCAM AN CTPYKTYpHbIX nogpasgeneHuin), To pasgen 1 nucra ¢oHAa He 3anoNHAETCs U yyeT
nocTynaeHus BefeTca cpasy B pasaesne 2 "YyeT onncaHHbIX AOKYMEHTOB" nocne cocTtaBNAeHUs rogoBbixX
pa3genos onucen aen, AOKYMEHTOB (CMm. pasgen 3.2. MeToauyeckux pekomeHaauumn).

B rpade 1 pasgena 2 ykasbiBaeTcA faTa GpaKTMYECKOW 3anucu CBEAEHWI O MOCTYMAEHUU WK
BbI6bITUN JOKYMEHTOB.

Homep onucu gen (rpada 2) npoctaBaseTca CornacHO COOTBETCTBYIOLWEN ONUCK Aefl, AOKYMEHTOB
B COOTBETCTBMM CO CXEMOM CUCTEMATM3AUMM OOKYMEHTOB B apxuBe opraHusaumm (cm. pasgen 3.3.
MeToamnueckmx pekomeHaaunin).

B rpad)e 3 YKa3blBaeTCA roa, 3a KOTOprVI CoCTaBNAeTcA FOAOBOVI pasgen onucun aen, wan rog
CO34aHNA OOKYMEHTOB, BK/TKOYEHHbIX B ONUCH.

B rpade 4 yKkasbiBaeTca Ha3BaHWe ONUCK COMNAaCHO ee HAMMEHOBAHMWIO B PEECTpe onucei Uam Ha
0bn10xKKe onuck gen.

AHHOTaALMA HA AOKYMEHTbI MOXKET OblTb COCTaBAEHa NPU HEOHXOAMMOCTU PACKPLITUA COAEPKAHUSA
OTAENbHbIX JOKYMEHTOB UMM TPYNMbl 4OKYMEHTOB, HalMuMe KOTOPbIX B AeNe Henb3A onpeaenvTb no
Ha3BaHUIO0 onncK (0cobo LieHHbIE AOKYMEHTbI, AOKYMEHTbI OpraHu3aLUumii-npeallecTBeHHUKOB 1 ap.).

ObLiee KOAMYECTBO NOCTYMMBLUMX B aPXMB OPraHM3aLumn eamMHUL, XPaHeHUA No rogoBomy pasaeny
onucu gen yKkasbiBaetca B rpage 5.

Mpadbl ¢ 6 No 9 NpeaHasHaveHbl ANA GUKcaLUK BbIObITUA AN U3 apXMBaA OpPraHM3aLMM MO KaXKaow
n3 onuceli (rpadsbi 2 - 4) Ha OCHOBAHUM COOTBETCTBYHOLMX AOKYMEHTOB (aKTOB).

B rpade 6 yKa3biBaeTCA KOMMYECTBO BbIObIBLIMX €AMHUL, XpaHeHua (aen).

HasBaHMe W peKkBU3UTbI AOKYMeHTa (AaTa, HOMep), Ha OCHOBAaHWM KOTOPOro W3 apxuea
OpraHunsaumm BblbblIM AOKYMEHTbI, YKa3blBatOTCA MOAHOCTbIO (rpada 7).

B rpacdax 8 n 9 yKasbiBaeTCA KOAMYECTBO M KpalHWE AaTtbl eAMHUL, XPaHeHWs, Bbl6bIBLIMX MO
rofloBbIM paszenam onucei gen NOCTOSHHOTO XpaHeHUs, yTBepKAeHHbIX IMK.

lpadbl ¢ 10 no 16 npeaHasHayeHbl A8 UTOrOBbLIX 3anMMceil O KONMYECTBE eAMHUL, XpaHeHUs B
apxuBe opraHM3aLMm NOC/e Kaxaoro UxX NOoCTyn/JeHNa B apX1sB OpraHnM3aummn nam BbibbITUA U3 Hero.

Mocne npoBeaeHWA BHYTPUAPXMBHbIX PaboT M3MeHeHUA B ANCT GOHAA BHOCATCA TO/NbKO Moc/e
BHECEHWUA COOTBETCTBYIOLWLMX M3MEHEHWUIN B roA0Bble pasgesibl ONUcen Aen Ha OCHOBaHWMWM NOAHOCTbIO
0OpPMNEHHbIX aKTOB. I3MeHeHMA, CBA3AHHbIE C TEXHUYECKMMU OLUIMOKaMM, Noc/ie BHECEHMA B FOA0BOM
pa3zen onucu Aen UAM B 3aKOHYEHHYIO OMWUCb, BHOCATCA B /AIUCT $OHAA B COOTBETCTBUW C aKTOM O
TEXHMYECKMX OWMOKax B Y4YETHbIX f[OKymeHTax (npuaoxenue N 4 T[paBun), yTBEpPKAEHHbLIM
pyKOBOAMTENEM OpPraHU3auMK, a M3MEHEHWA, CBA3AHHble C HEeOOHAPYKEHHbIMW U HEUCNPaBUMO
NoBpeXAeHHbIMU AOKYMEHTaMWN NOCTOAHHOIO XPaHeHUA, BHOCATCA TONbKO NOCAE COrnacoBaHMA aKTa ¢
OlK apxmMBHOrO yupexaeHma.

lpaduueckoe npeactasneHune npouecca 3.5. "YueT usmeHeHuin B Koandectse n coctase poHaa"
npeacTaBneHo Ha cxeme 22 npunoxkeHua N 4.

Echm Ha snncte doHpa He oOcCTaeTca MecTa Ana o4vyepegHblx 3anucei, 3aBoguTCca  JIUCT-
NPOAO/IKEHME, B MPAaBOM BEPXHEM YI/ly KOTOPOro yKasbiBaeTca "npogosnxeHue, ¢. N anct N 2",



JINCTbI-NPOAONKEHNA MOAKNAABIBAIOTCA 32 OCHOBHbIM AUCTOM. JIUCT $oHAa MNepecocTaBnseTcA Ha
OCHOBaHUM U € cobogeHnem onpeaeneHHblx TpebosaHuit (n. 3.9. Mpasun).

Mpn XpaHeHUn AMcToB GoHAA B HECKOJIbKMX Marnkax, Nanku HymMepyloTca B Ba/JIOBOM Mopagke, K
KaxkgoW nanke cocTtaBaseTcs nnct-3aseputens (M. 3.9. Mpasun), npumepHas ¢popma KOTOPOro AaHa B
npunoxeHun N 8 Mpasun. NMpu HEOHXOAMMOCTU U NO YCMOTPEHUIO PYKOBOAUTENS apXMBA OpraHU3aumnm
NUCT-3aBepuTenb nncta GoHAa MoKeT 6biTb AOMONHEH YTOUYHAOWMMK cBegeHUAMM. Tpn n3meHeHun
KOJIMYeCTBa JIMCTOB B Marnke ¢ AMcTamu GOHO0B, K HEW COCTAB/AETCS HOBbIW JIUCT-3aBEPUTESb, MPUYEM,
npesblayLwmii 3a4epPKUBAETCA M OCTAETCA B NankKe nog HOBbIM IMCTOM-3aBEpUTENEM.

3.6. Yuert BbI6bITHA Aen

Yyuert BbIbbITUA Aen U3 apxuBa opraHM3aLUumM BeaeTca No AnMcTy poHaa (npunoxkeHme N 13 Mpasun,
n. 3.9 MpaBun) U KHUre yyeTa NOCTYNAEHUs 1 BbiBbITUA Aen, AOKYMeHTOB (npunoxeHue N 11 Mpasun, n.
3.7 Npasun).

B KHUre yyeTa MocTynieHusa U BbibbITUA Aen, AOKYMEHTOB GUKcUpyeTca GaKT BbibbITMA Aena u3
apxvMBa  OpraHu3auuu, COMPOBOMAAKLWMINCA BHECEHMEM B  ydyeTHylo  dopmy  cBeaeHui,
nogTeep:Kaatowmx GakT BblobITUA (N. 3.7. Mpasun).

Mpwu yyeTe BbIOLITUA €4MHUL, XPAHEHWA MO KHUIE yYeTa NOCTYNNEHUA U BbIObITUA AeN, LOKYMEHTOB
rpadbl ¢ 1 no 7 3ano/HAOTCA aHanorMYyHo TpeboBaHUAM, onncaHHbIM B pasgen 3.1. MeTogmyeckux
pekoMeHaaunNn.

Kaxkpoe BblObITUE AOKYMEHTOB MOYy4aeT CaMOCTOATENbHbIM NOPAAKOBbIN HOomep (rpada 1). dena
ofHoro ¢oHaa ABAAOTCA eAMHbIM KOMIMIEKCOM, NMOSTOMY MpW BbibbITUM aen oaHoro ¢oHAa 3anuch
byaetr MMeTb OAHY CTPOKY, a Npu BblObITUM AeN U3 HEeCKOJIbKMX GOHAO0B AaHHble MO Kaxaomy oHay
3aMMCbIBaAOTCA C HOBOW CTPOKM.

[aToit BbI6bITUA SOKYMEHTOB ABAAETCA AaTa GaKTUYECKOM nepeaayn Aen U3 apxmea opraHnsaumum
(rpada 2).

B rpade 3 yKasbiBaeTcA MOJHOE HaMMeHOBaHWe rocyAapCTBEHHOIO (MYHMUMNANbHOrO) apxuBa
(MHOM opraHusaumn), KOTopomy nepeaaroTca Aefa U3 apXmBa opraHMU3aLmm.

B rpade 4 yKasbiBaloTCA Ha3BaHMe, AaTa M HOMeEp [AOKYMeHTa, Mo KOTOPOMY W3 apxusa
opraHM3aunm BbibbIBAIOT AOKYMEHTbI.

OcHOBaHMeM [/19 BHECEHUSA AaHHbIX O BbIGbITUM AeN B KHUTY ydYeTa NoCTyrnaeHuns v BbibbiTuA aen,
OOKYMEHTOB MOryT 6bITb caeaytolme AoKymeHTb! (M. 3.15. Mpasun):

- aKT 06 yTpaTe AOKYMeHTOB (npunoxeHue N 6 Mpasun);
- aKT NpYemMa-nepeaayn apxmMBHbIX LOKYMEHTOB Ha xpaHeHue (npunoxkeHve N 30 Mpasua);

- @KT O BblAeNeHUN K YHUUYTOXKEHWUIO APXMBHbLIX AOKYMEHTOB, He NOANeXalUX XpaHeHuo
(npunoskeHue N 21 Mpasun);

- aKT 0 HEUCMPaBUMbIX MOBPEXKAEHUAX aPXUBHbIX AOKYMEHTOB (npunoxeHue N 22 Mpasun);

lpadumyeckoe npeacTtaBneHme npouecca 3.6. "Yuet BbibbITUA Aen" npeacraBieHo Ha cxeme 23
npunoxenua N 4,

Homep doHAa npocTaBnfeTcA B KHUre ydYeTa NOCTynAeHUs 1 BblObITUA Aen, AOKYMeHTOB (rpada 5)
Nno paHee NPUCBOEHHOMY eMy HOMepY B CNMCKe GOHAOB, KOTOPbIA ABAAETCA YaCTbio apXMBHOrO WKUdpa
KaXKOoMn eAnHULI XpaHeHuA (gena).



B rpade 6 npoctaBnaloT KpaiHWe AaTbl A€, BKAOYEHHbIX B ONUCb. Mpu BbIBbITUM HEOMUCAHHbIX
OOKYMEHTOB, €C/IM KpaliHWe AaTbl He onpeaenieHbl, 3Ta rpada He 3anoNHAeTCS.

B rpadax 11 - 13 oTaenbHO GUKCUPYIOT KOMYECTBO BblObIBLUMX OMMCAHHbLIX AN NOCTOAHHOrO,
BPeMeHHbIX (cBbiwe 10 feT) CpoKOB XpaHEeHUA U NO JIMYHOMY COCTaBy.

B rpade 15 PpMKCMpPYHOT KOIMUECTBO BCEX BbIObIBLLUMX HEOMMUCAHHbIX AN, eC/M OHM CHOPMMUPOBAHbI
B 4eNa, HO He BK/IYEHbl B OMNWUCb, UM 0bBLLEe KONMYECTBO BbIObIBLIMX OOKYMEHTOB C YKasaHWem
KO/IMYecTBa /INCTOB.

ApXuMB OpraHM3aLMK CO C/IOKHOM CTPYKTYPOM MOXKET BECTU y4yeT BblObITUA Aen B KHUre yyeta
NOCTyn/ieHnss UM  BbIObITUA  OeN, LOKYMEHTOB CaMOCTOATENIbHO MO Ka*KAOMY  CTPYKTYpPHOMY
noapasgeneHuio.

EXerogHo B UTOrOBOM roA0BOM 3aMMCU KHUIU yyeTa MOCTYNAEHUA U BblBbITUA AeN, AOKYMEHTOB
noABOAUTCA CYMMAapHbI WTOr BbIOLIBWIMX AeN W OTAEeNbHO WUTOMM MO KaskAOMY BMAY HOCUTens
BblObIBLINX AeN (BYMaXKHbIN, SNEKTPOHHbIN, ayamo, BUAEO).

Obuwaa wuToroBaa roAoBas 3anMcb MO MOCTYM/EHUIO W BbIGLITUIO Aen noanucbiBaeTca
COCTaBMBLIMM ee PaboTHMKOM M pyKoBoauTenem apxusa. [laTol UTOroBOM rofoBOMN 3anucK ABNAETCA
[aTa ee noAnuncaHuA pyKosoauTeiem apxmsa (OTBETCTBEHHbIM 33 apXuB).

Mpymep 3anosHEHMA KHUTM yYeTa NOCTYN/IEHUA U BbIObITUA AeN, LOKYMEHTOB B NpuaoxKeHun N 9.

B nmct doHAaa cBeaeHUn O BbIGbITUW €N BHOCATCA Ha OCHOBAaHWU TeEX YKe AOKYMEHTOB, YTO U B
KHWUTY y4YeTa NocTynieHna u BblibbITUA gen, 4OKYMeHTOB. Kpome Toro, B ANCT poHAA BHOCATCA CBeAeHMA
0 BbI6bLITUW €N, [OKYMEHTOB MO Mepe OMUCaHUA AeN, AOKYMEHTOB, KOTOpble paHee 6bln BHECEHb! B
/et doHAa Kak HeomnucaHHble. locne onucaHua UM ¢opmupoBaHua pgen, B pasgene 1 "yuer
HEeoNMCaHHbIX JOKYMEHTOB" OTpaKaeTcsa BblbbITUE 3TUX LOKYMEHTOB, a B pasgene 2 "yyeT onucaHHbIX
OOKYMeHTOB" oTpaykaeTca ux nocTtynsieHue (cm. pasgen 3.2).

BbIbbITME OTAENbHBIX LOKYMEHTOB M3 A€/ MOXKET NPOU30MTU B Cydae BO3BPATA MX COBCTBEHHUKY,
npwu BbIBbITUN COCTABAAETCA aKT 00 M3BATUM M3 Aen NOSJAMHHWUKOB JIMYHbIX LOKYMEHTOB M aKT O
BO3BpaLWEHUN COBCTBEHHMKY MOAJIMHHUKOB JIMYHbLIX AOKYMeHToB (n. 5.17 Mpasun). C M3biMaembix
OOKYMEHTOB B apXMBe M3roTaBAMBAIOTCA KONMMU, KOTOpble NpMobLatoTca K Aenam. BblbbiTve 0TAENbHbIX
OOKYMEHTOB TaKKe MOMKEeT MPOM3ONTM MNPU UX HEWUCNPABMMbIX MOBPEKAEHUM, B 3TOM Cayvae
COCTaBMAETCA aKT O HeucnpaBumbix nospexaeHuax (MpunoxkeHme N 22 Kk [pasunam). Usbatune
OOKYMEHTOB, a TaKKe 3aMeHa Ha KOMWUKW OTParKaloTCA BO BHYTPEHHEN ONuCKU Aena, B NCTe-3aBepuTene
Aena, onucu pAen, AOKYMEHTOB. AKTbl, Ha OCHOBAHWM KOTOPbIX MPOM3BEAEHO W3bATUE APXUBHbLIX
OOKYMEHTOB, BK/tOYatoTca B Aeno GoHaa.

3.7. BeaeHue pena poHpa

Oeno ¢oHaa BedetcA Ha KaAablh apxuBHblid ¢oHA. Leno ¢oHAa BKAKOYAET AOKYMEHTbI,
nogTeep:Kaatowme nobble M3MEHEHUs B COCTaBe W KONMYECTBE eAMHMUL, XpaHeHus ¢oHAa MU
duKcupytowme nposegeHne onpeaeneHHbIX apXuBHbIX paboT

- aKTbl MPOBEPKM HANIMUMNA U COCTOAHUA apPXMBHBIX JOKYMEHTOB (npunoskeHne N 3 Mpasun);
- aKTbl O TEXHMYECKMX OLIMBKAX B YY4ETHbIX OKYMeHTax (npunoxkeHue N 4 Mpasun);

- aKTbl 06 O0BHapYKEHUN OOKYMEHTOB (HEe OTHOCAWMXCA K AaHHOMY ¢OHAY, HeydTeHHbIX)
(npunoxkeHne N 5 Mpasun);

- aKTbl 06 yTpaTe AoKymeHTOB (NpunoxkeHune N 6 Mpasun);



- aKTbl Npuema-nepeaayn apxmBHbIX JOKYMEHTOB Ha XpaHeHue (npunoxernuns N 20, N 30 Mpasun);

- aKTbl O BbIAENEHUN K YHUUTOMKEHUIO aPXMBHbLIX AOKYMEHTOB, He MNOAJEXalmX XPaHEeHUo
(npunoxkenue N 21 Npasun);

- aKTbl 0 HEMCMPABMMbIX MOBPEKAEHUAX APXMBHbIX AOKYMEHTOB (MpunoxkeHve N 22 Mpasun);
- NPOTOKO/1bl BbIEMKM AOKYMEHTOB;
- aKTbl paccekpeumnBaHus.

Kpome aToro B geno d)OH,D,a BK/IIOYAKOTCA AOKYMEHTbI, OTpaXKatowmne NCTOpUo opraHnsaunm n ee
d)OH,D,a - ICTOPUYECKAA CnpaBka U AONO/IHEHUA K HeWn.

MepecocTaBneHHble ANCTbl GOHAA TaKKe nogaexar BkaAodYeHuto B geno doHaa (n. 3.9. Mpasun).

AKTbl W ApyrMe [AOKYMEHTbl, GUKCUpylowmne M3MEHEHWss B COCTaBe W KONIMYECTBE eAUHMUL,
XpaHeHus ¢oHaa, BKAOYAOTCS B Aeno ¢oHAA TONbKO C OTMETKOM O BHECeHMW M3MEHEHWI BO BCe
y4YeTHble LOKYMEHTbl apXuBa opraHusauuu. AKTbl HymepyloTca B npegenax ¢poHAa No BUAAM aKTOB B
BA/IOBOM MopsaKe.

Bce OoKymeHTbl B Aene ¢oHAa pacnofaraloTcA B XPOHOAOTMYECKOW MNOCNeAoBaTe/IbHOCTU WX
COCTaB/EeHUA.

Ha gokymeHTbl Agena ¢poHAa COCTaBAAETCA BHYTPEHHAA ONMWCb, IUCTbI Aena HymepytoTca. Mo mepe
nonosHeHua gena ¢oHAa BHYTPEHHAA ONUCb JONONHAETCA. K 3aKoHUeHHOMY ey GOoHAa CocTaBaseTcA
NncT-3aBepuTenb aena. [leno poHaa A0MKHO BbiTb NOALWMTO, MPOHYMEPOBAHO, 3aK/IOYEHO B TBEPAYIO
06N0XKKY.

[ena GoHA0B XpaHATCA B NOpsAAKe BO3pacTaHnA Homepos GOoHA0B.

Oeno poHAa sBNAETCA CAyXKeOHbIM AOKYMEHTOM M Noab30BaTesiAM He Bblaaetca. Mpaduyeckoe
npeAacTtasneHue npouecca 3.7. "BeaneHune gena poHaa" npeacraBneHo Ha cxeme 24 npunoxkeHus N 4.

3.8. Yuet ncnonb3oBaHuA AOKYMEHTOB

ApxvB opraHuM3auun BefieT y4eT UCNONb30BaHMUA apPXMBHbIX AOKYMEHTOB No dbakTam Bblaauu gen,
OOKYMEHTOB M3 apxuMBa OpraHuM3auuu; BblAauYM apXMBHbIX CNPABOK, apXMBHbIX BbIMUCOK, apXUBHbIX
Konuit AoKymeHTOB (cM. pasaen V Mpasun, pasgen 5 Metogmueckux pekomeHaauui).

Echn B apxuBe opraHu3auMm MOMMMO YKa3aHHbIX, CYLWLeCTBYIOT WHble d)OprI MCnonb3oBaHUA
dPXUBHbIX OKYMEHTOB, TO BCe ¢OprI MCNoaib30BaHNA NognexKaTt yyeTy.

OcHOBHbIMW GOpPMaMM UCNONb30BaHMA AOKYMEHTOB apX1MBa OpPraHM3aLun ABNALOTCA:
- "HbopmaLmMoHHoe obecrieyeHne paboTHNUKOB OpraHn3aumu;

- UCMOZIHEHME 3aMpPOCOB NO/b30BaTe/NEN, B TOM YMC/e 3anNpoCcoB rparKaaH coumManbHO-NPaBoOBOro
XapaKTepa;

- Bblga4a OOKYMEHTOB U Aes1 BO BpemMeHHOE Nno/sb30BaHWe, npenocraBieHne Konui APXUBHbIX
AOKYMEHTOB NO 3anpocam I'IOI'Ib3OBaTel'IEI7I, B TOM 4Ucne B cbopme INEKTPOHHbIX AOKYMEHTOB.

CDopmaMM MCNO/1b30BAaHNA AOKYMEHTOB apXMBa OPraHn3aunmn ABNAKOTCA TaKXKe:

- UHGOPMMPOBAHUE CTOPOHHUX OPraHU3aLMIA O HaUYMU U COOEPKAHUN UMEIOLLUXCA B apXxuBe
OOKYMEHTOB;



- UICMO/1Ib30BaHNE AOKYMEHTOB B CPeACTBaX MacCoBOMN MHbOPMaLMK;

- WCNO/b30BaHME [AOKYMEHTOB A/1A MNOAFOTOBKU WCTOPUKO-UHPOPMALMOHHBIX MEPONpUATUIA:
BbICTABOK, 3KCKYPCUI, KOHPEPEHLMI;

- BblAga4a JOKYMEHTOB ONA pa6OTbI B YNTAaZIbHOM (I'IpOCMOTpOBOM) 3a/1e apXunBa,

- OpraHu3aums goctyna paboTHMKOB OpraHM3aLMnM K SOKYMEHTaM apXuBa NyTemM MCMO/b30BaHMS
MHPOPMALNOHHO-TENIEKOMMYHUKALLMOHHOW CETH.

B pesynbTaTe MCMOMHEHWA 3aMpPOCOB MO/b30BaTENEN AOKYMEHTbl M3 apXMBOXPaHMAWULLE MOFYT
6bITb BblAaHbl BO BPEMEHHOE NOJ/Ib30BaHWE CTOPOHHUM opraHusaumam (pasgen 2.2.3. MeToanyeckux
pekomeHaaumnit) ¢ obopmneHMem aKTa COOTBETCTBYOWEro cogepkaHua (npunoxkenune N 10 Mpaswun)
WM BO3BPALLEHbI BAaAeNbLy MW ero poAcTBEHHUKY (pasaen 5.1. MeToanYecKMx pekomeHZauumi, n.
5.17. Mpasun). B yyeTe WUCNONb30BaHUA [OKYMEHTOB faHHble 06 3TOM TaKXKe 3aKpennstoTcs B
COOTBETCTBYIOLMX YYETHbIX AOKYMEHTAX, YTO OTPaXKeHo Ha cxeme 25 npunoxenus N 4.

ApXvB OpraHM3auumM BNpaBe CaMOCTOATE/IbHO pa3pabaTbiBaTb GOPMbI YYETHbLIX LOKYMEHTOB ANSA
yyeTa UCMOb30BaHUA apXMUBHbIX JOKYMEHTOB OpraHM3aLmm.

[na Toro 4To6bl OCYLLECTBAATL UX YYET, KaXKA0N eanHuLEe XPaHEeHUA B COCTaBe apxmBHOro ¢oHaa
NPUCBanBaETCA YUYETHbIN HOMEP, ABAAIOLINIACA YacTbio apxmBHoro wudpa (n. 3.4. u npunoxxerHne N 28
Mpasun). Mpumep apxnBHOro wndpa:

®.53.0n. 3. 4. 148,

roe "®. 53" - Homep apxmBHOro ¢poHAa (NpMCBaMBAETCA FOCYAAPCTBEHHBIM (MYHUUMMNANBHbBIM)
apxuBom nocne odopmMIEHUA NepPBOro MNOCTYN/IEHUs [OKYMEHTOB OpraHuM3aumMm Ha NOCTOAHHOe
XpaHeHWe nan npocTtasasetca no ancty ¢oHaa); "oOn. 3" - Homep onucu gen; "[. 148" - yueTHbI HOMep
eAVHULbl XpaHeHua (cooTeBeTcTByeT Homepy B nepsoi rpade (N n/n) onucu amen opraHusaumu
(npunoskeHua N 23, 24 Mpasun).

ApxuBHble WKNPLI NPUCBAMBAOTCA eAUHULAM XpPaHEeHMA Noc/e YTBep)KAeHMsA (cornacosaHwun)
rogoBbiXx pasgenoB onucen gen MK apxMBHOTO ydpexaeHUs W YTBEPXKAEHMUA UX pyKoBOoAUTENEm
OpraHu3aLmmn, nocsae Yero HaHOCATCA YEPHUIAMU B IEBOM HUMKHEM YAy KaXKAOW eAMHULbI XPaHEHUA
(oo aToro apxmBHbIN WP NpocTaBaseTcA KapaHaawom - n. 4.27., NMpasuna, pasgen 3.2. MeToanyeckumx
pekomeHaauni).

4. CO3AAHUE N BEAEHUE HAY4YHO-CINPABOYHOTIO AMMAPATA
K AOKYMEHTAM APXUBA

Cuctema Hay4yHo-cnpaBoyHoro annapata (HCA) K JOKyMeHTam apxuvBa - KOMMJEKC
B3aMMOCBA3aHHbIX U B3aMMOZOMNO/NHAEMbIX, CO34aHHbIX Ha €AMHON Hay4YHO-MeTOoAMYECKOM OCHOBE,
apPXMBHbIX CNPAaBOYHNKOB O COCTABE U COAEPIKAHUN LOKYMEHTOB apXmBa.

CocTtaB 1 popMbl HayYHO-CNPaABOYHOrO annaparta 3aBMCAT OT COCTaBa U COAepKaHMA AOKYMEHTOB,
XPaHALIMUXCA B apXMBe, XapaKTepa M 3a4a4 NOUCKa U MUHTEHCUBHOCTU UCMONb30BaHNA AOKYMeHTOB (n. 5.4
Mpasun).

Yepes cuctemy HCA peanusyetcA MNpPeemMcTBEHHOCTb YYeTHO-CMPaBOYHOro annapaTa,
CO34aBaemMoro B [AeNONpPOM3BOACTBE M apxXmBe oOpraHus3aumMmM, ero cosmectumocte ¢ HCA
rocyapcTBeHHbIX (MyHULMNANbHbIX) apX1BOB.

NpeemcTBEHHOCTb VIHCbOpMaLI,VIM O COCTaBe Aen B y4eTHO-CNpaBOYHbLIX AOKYMEHTAX MOXET 6bITb
npeacraB/eHa CXEMOM:



HomeHknaTypa aen opraHmsauum —> Onucb Aen, AOKYMEHTOB CTPYKTYPHOTO noapasaeneHunsa —
Fof0BOM pa3aen onucK Aen, AOKYMeHTOB —” Onuch Ae, AOKYMEHTOB.

HomeHKknaTypa [Aen opraHusauuuM COCTaBAAeTCcA B AeNonpoussosacTese, obecnedmsaet
CUCTEMATU3ALMI0 AOKYMeEHTaNbHOro ¢GOHAA OpraHusauuu, CAYKUT ana obecnedyeHuAa TeKyLLero
XPaHEHUs OOKYMEHTOB U COAEPHMUT MHOOPMALMIO O CPOKaxX MX XpaHeHus. Onucb aen, AOKYMEHTOB
CTPYKTYPHOro nojpasfeneHusa COCTaBAAETCA Ha OCHOBAaHMW 3aro/IOBKOB HOMEHKANATYpbl Aen; w3
rof0BbIX Pa3fenoB onucei Aen, LOKYMEHTOB, CO34aBaeMbIX B apXMBe OpraHu3aLmmM Ha OCHOBE OMnucel
OEeN CTPYKTYPHbIX NoapasaeneHunii, GopmumpyeTca onuce Aen, LOKYMEHTOB, ABAAOLWAACA 06A3aTeNbHbIM
anemeHTom HCA apxuBa opraHmsaumu.

Ecnv opraHusaums aBNAETCA MCTOYHUKOM KOMM/IEKTOBaHMWA rocyA4apCTBEHHOIO (MyHULUMMNAAbHOIO)
apxmBa, 04HOBPEMEHHO U3 ro0BbIX Pa3Ae/ioB ONMUCK Aen NOCTOAHHOIO XpaHeHua, yTeepaeHHbIx IMK
apXMBHOrO yupexaeHus, bopmmnpyeTtca onncb Aen NOCTOAHHOTO CPOKa XpaHeHUA B rocyaapCTBEHHOM
(MmyHMUMNanbHOM) apxuBe.

4.1. OpopmneHue onucu pen, AOKYMEHTOB U CNPABOYHOIO
annapara K Heii

Ob6s3aTtenbHbiM anemeHToM HCA apx1Ba opraHu3aLmu ABAAETCA ONWUCb AeN, AOKYMeHToB (n. 5.4.
Mpasun).

K nepsomy rogosomy pasgeny onucu fen, AOKYMEHTOB COCTaBAAETCA CNpaBOYHbIA annapaT
onucn gen (n. 5.5. MNpaBun), KOTOpbIA 3aTeM AOMNOAHAETCA WM/WAW U3MEHAETCA MPW COoCTaBaeHUU
nocieAyloLmx rogoBbiX pa3aesioB onmuck aen u/uam BHeCEHUM U3MEHEHMUI B roA0Bble pasaesbl onucK
aen. CoctaB cCnpaBoOYHOrO annapara onucen gaen otpakeH B npuaoxeHmun N 10.

TUTYNbHbIA NUCT ONUCKU Aen, AOKYMeHTOB (B cooTBeTcTBMM C n. 5.5. [paBuna) BKAouaeT
cnepyrowme AaHHbIe:

- NOJHOEe HaMMeHOBaHME rOCYyfapCTBEHHOro (MYyHWUMMNAAbHOIO) apxuea, Kyda nepegaloTcA Ha
XpaHeHVe f[O0KyMeHTbl ApxuBHoro PoHaa Poccuiickoii depepaumu, ecnnm opraHusauma sBAseTcA
MCTOYHMKOM KOMMNEKTOBaHMS;

- HAMMeHOBaHHUe BbILIJeCTOFILLI,er/'I OpraHn3auunn B UMEHUTENIbHOM Najexe (Flpl/l ee Ha]WI‘-IVIVI);

- nocnegHee NoJHOE HaMMEeHOBaHME OpPraHM3aL MK, KOTOPOe COOTBETCTBYET HasBaHuo doHaa (n.
5.5 npasBua). EcaM B XPOHOMOrMYECKUX pamKax KpanHUX JaT eAuMHWUL, XpaHeHWs Onucu Jen
HaMMeHOBaHMe OpraHn3aLLMmn N3MEHANOCH, TO NOA, NePBbIM YKa3aHHbIM HAMMEHOBaHMEM B CKOBKax uau
Ha OTAEeNbHOM /INCTe YKa3bIBAlOT BCe npeaplayliMe HaMMeHOBaHMA OpraHM3aunum B XPOHONOMMYECKOM
nopsaake;

- Homep PoHAa;
- HOMep onucy;

- HasBaHWe onucu (BKAKOYAeT yKa3aHWe KaTeropum [AOKYMEHTOB (MOCTOSAHHOro, BPEeMEHHOro
XpaHeHusa, Mo JINYHOMY COCTaBy M Ap.), COAEpXalmuxca B AenaX, 3aro/ioBKM KOTOPbIX BK/IOYEHbI B
onuchb);

- KpaliHMe p[aTbl BHECEHHbIX B OMUCb €AMHUL, XpaHeHUsA (KpalHWe AaTbl MOFyT MEHSATbCA Npu
COCTaB/IEHUMN MOC/eayloWmMX rog0BbIX PasAenoB onucKu Aen U/Uan BHECEHUW M3MEHEHWUI B rogoBble
pasgenbl onucu aen).

MpumepHas popma TUTYbHOTO ANCTa ONUCK AeN NpeacTaBaeHa B npuaoxkeHnn N 11,



OrnaBneHve onucu Aen, AOKYMEHTOB COAEPKUT HAMMEHOBAHMUA CTPYKTYPHbIX 3/1EMEHTOB OMMCK
aen (pasgenbl, noapasaensl, BblAeNEHHbIE FPYNMbl Aef, 31eMEHTbI CTPYKTYpPbI).

MNpeancnosue K onucu gen, LOKYMEHTOB B AONOJHEHME K CBeAEHMAM, YKa3aHHbIM M. 5.5. Mpasun,
MOXET BKN1K0YaTb:

- cBeaeHunA 06 OCHOBHbIX HanpasBAeHUAX AeATENbHOCTN WU CTPYKType OpraHun3aunn B
XPOHO/ZIOTNYECKUX pamKax Kpaf;lHMX AaT eAnHNU XpaHeHnAa onnucu gen,

- KPaTKYIO XapaKTepPUCTUKY COAEPKAHMA U MOAHOTbI Aen GoHAa, BKAHOYEHHbIX B ONWUCb (B TOM
yucne BblAeNAT Haubonee TUNUYHbIE TPYNMbl AN MO Pa3HOBUAHOCTAM U COAEPIKAHMIO);

- cBeaeHmnA o0 Haan4dmm gen, BbiIXxogAawmnx 3a XPOHONOrM4eCKMe rpaHunL bl ¢0Hﬂ,a;

- cBeAeHnA 06 0cobeHHOCTAX GOPMUPOBAHUA U ODOPMAEHUA AeN (INEKTPOHHBIX Aes), OnucaHus
M cMCTEMaTM3aLMK 3aro/I0BKOB Aer;

- OCHOBHble nNpuUHUUNDbI COCTaB/iIEHMA CNPaBOYHOro annaparta K onnuchn agen um nopAanok ero
ncnoab3oBaHUA.

CNMCOK COKpalleHU BKAOYaeT B ceba andaBUTHbIA NepedyeHb UCMNOJIb3yeMblX B AOKYMEHTaX W
CNpaBOYHOM annapaTe OMWUCKM  AeN, COKpaWeHWUh C ux pacwmdpoBkoit. CNUCOK COKpaLLEHWUIA
COCTaB/IAETCA B TOM C/ly4ae, €C/IM B FOA0BbIX PasfAeniax OnucK Aen ynotpebnsatoTcs xapaKkTepHble Ans
OeATENbHOCTN OPraHM3aLUN COKpaLLEHMA.

YKasaTtenn K OMUCKU COCTaBAAKOTCA B C/lydae, ecnn rogosble pasgenbl ONUCU Aen ABAAKTCA
C/IOXKHbIMM MO CTPYKTYpPE U COAEPHKAHUIO. LI,EI'IECOO6|333HOCTb n d)OprI MUX COCTaB/siIEHNA onpeaenAaroTcAa
Nno COrnacoBaHUKO C rocyaapCTtBeHHbIM (MYHMLI,MI'IaﬂbeIM) dPX1UBOM.

Hymepauma AMCTOB rofoBbIX PasAenoB M CNPAaBOYHOMo annapaTta ONUCKU AeN OCYLLEeCTBAAETCA Npu
0hOPM/IEHUUN 3aKOHUYEHHOW ONUCKU Aen B nopsagKe, NpeaycmoTpeHHom gas odopmaeHus gen (n. 1.2
METOANYECKUX PEKOMEHZALNN).

TpeboBaHMA K onucaTeibHOM CTaTbe ONMUCK, COCTABY CNPABOYHOIO annapaTta onucu, opopmaeHuto
ee TUTY/IbHOro IMCTa codeprKatca B n. 5.5. Mpasun.

B apxmnBe opraHusaumu mMoryT co34aBaTbCA AOMNOJAHUTE/IbHbIE apPXMBHbIE CMPAaBOYHMKN - KaTanoru
N yKasaTtenu. Ll,enecoo6pa3HOCTb NUX CO34aHNA onpeaenaeTca pykoBoguTesiem apxmea opraHnM3aunn namn
NLOM, OTBETCTBEHHbIM 3a apXuUB, B 3aBUCUMOCTU OT COCTaBa U COAEPHKAHUNA OOKYMEHTOB, XPaHALWLNXCA
B apXuBe, Xapaktepa n 3aaa4y Nnoncka, MHTEHCUBHOCTU UCNOJ1Ib30BAHNA OOKYMEHTOB (I'I. 54 I'Ipanm).

C uenbto obecneyeHua [ocTyna nosib3oBaTenel K MHOOPMAUMM O COoAeprKallMxcA B apxuBe
OopraHM3auumM AOKymeHTax u obneryeHua nomcka, HCA moxkeT 6bITb NpeacTaB/ieH B 3/1E€KTPOHHOM

dopme.

Mpu opraHM3aunmM 3neKTpoHHol cuctembl HCA MOryT MCnosib3oBaTbCA ouMPpPOBaHHbIE KONuu
AokymeHToB HCA Ha OymaXHOM HoOcUTesie, TaKXe MOXKeT ObITb opraHusoBaHa 6as3a AaHHbIX,
No3BOJIAOWAA HAaCTPOUTb cucTeMy GUABTPOB NPU YCIOBUW BHECEHWS AOCTAaTOYHOM MHbOpMauuM 06
aPXMBHbIX LOKYMEHTax Ans obecneyveHmns nx noucka n otbopa.

CoctaB cuctembl HCA MoKeT 6biTb PacKpbIT B JIOKA/bHbIX HOPMATUBHbIX AOKYMEHTaX apxuBa,
BKJ/IIOYEH B UCTOPUYECKYIO CNPaBKy K GoHAY.

4.2. OpopmneHne UCTOPUYECKOI cNpaBKU K poHAy

CoctaBneHMe WCTOPMYECKOW CnpaBkM K ¢oHAY ABAAETCA OCHOBOM AanbHEWWero Hay4Ho-



060CHOBaHHOIO MCMNONb30BaHUA AOKYMeHTOB GoHAa. McTopuueckasa cnpaBka K GOHAY - AOKYMEHT,
cogepawmin ceegeHna no  uctopun  doHpoobpasoBatens M apxMBHOrO GOHAA, KpaTKylo
XapaKTEePUCTUKY COCTaBa M COAEeprKaHMA AOKYMEHTOB apxMBHOro ¢oHZa M Hay4yHO-CMPaBOYHOro
annapara K Hemy.

Ona opraHusaumii, He ABAAIOWMXCA WCTOYHUMKAMM  KOMMNJIEKTOBAHMA  TOCYAapCTBEHHbIX,
MYHUUMNANbHbIX apXMBOB, COCTaB/IEHME UCTOPMYECKOMN CNpaBKM K ¢doHAy He obsasatenbHo (cm. n. 5.6
Mpasun).

McTopurueckan cnpasKa K poHAy BKAOYaeTcA B Aeno GpoHAaa.

McTopuueckan cnpaeka K ¢oHAY NpeacTaBAAeTca OpraHM3aumnen-McToOYHMKOM KOMIMIEKTOBaHUA B
apXMBHOE yupexRaeHMe Npu NepBoi nepegaye AOKYMEHTOB poHAA.

Mpy yTBEpPKAEHUN HOBbIX FOAOBbLIX pPasfenosB OnNucei Aen MNOCTOAHHOro XpaHeHus B 3IMK
apXMBHOrO YyupexaeHus BMecTe C roAoBbiM pasfenomM onucu npeacrasnsetca JlononHeHue K
ncTopuyeckon cnpaske. Ecaun 3a Bpems, npolleliee ¢ MOMEHTa YTBEPXKAEHUA NpeablayLinX rogoBbix
pa3genoB onuceir Aen NOCTOAHHOTO XpPaHeHWUs, He MPOU3OLINO KaKUX-NTMBO U3MEeHEeHWUn B UCTOPUM
doHgoobpasosatens M ero ¢oHAa, 3TO OroBapMBaETCA B AOMONHEHMM K MCTOPUYECKOW CcrpasKe.
[lonosHeHNe K WCTOPUYECKOM CMpaBKe COCTaB/AETCA MO MpaBuiaM COCTaBlEHUA WCTOPMYECKOM
CnpaBKu.

McTopuyeckas cnpaBKka [JO/KHA MMETb 3arofloBOK C  YyKasaHMem HasBauusa ¢oHga U
XPOHOOMMYECKOro Neproaa, KoTopblii OHa OXBaTbIBaET.

HassaHue ¢oHAA cOCTOUT M3 nocneaHero MNoaHoro U (B ckobKkax) - oduuManbHO MPUHATOrO
COKpPALLEHHOrO HasBaHWA opraHunsauun-doHaoobpasoBaTens, ee NOAYMHEHHOCTM W KpalHUX aaT
OeATENbHOCTU OpPraHM3aumMmn 3a XPOHONOTMYECKU Mepuos, OCBELLEHHbIN B UCTOPUYECKOW CrpaBKe,
Hanpumep:

NcTopuyeckaa cnpaBka K ¢oHAy PoccuicKoro areHTCcTBa MO MaTeHTaM M TOBapHbIM 3HAKam
(PocnateHT) 32 1992 - 1999 roabl.

NcTopuyeckana cnpaBKa COCTOUT U3 Tpex pasaenos (n. 5.6. Mpasun):
- uctopus ¢oHgoobpasosartens;

- uctopms ¢oHAaa;

- XapaKTepPUCTUKA AOKYMEHTOB GOHAA M ero CNpaBoOYHOroO annapara.

OCHOBHbIMW UCTOYHUKAMM A5 NOATOTOBKU UCTOPUUECKOM CNPABKM ABAAOTCA HOPMATUBHbIE aKTbl
BbICLUMX  OPraHOB FOCYAapCTBEHHOM BAACTM U yMNpaBAeHUA, y4vpeauTesbHble  AOKYMEHTbI
¢boHpoobpa3oBaTenn, ero  BbIWECTOAWEN OopraHuM3auuu, OpraHU3aLMOHHO-PacnopAAUTENbHbIE
OOKYMeHTbl pOHO,006pa3oBaTe N, UCTOPMYECKAA U CMPABOYHAA IMTEPATYPA, YYETHbIE LOKYMEHTbI, AEN0
doHaa.

Nctopua poHaoobpasosaTens Ao/KHa CoaepsKaTb caeaylolime cBeaeHus:

- 4aTbl CO34aHNA, NepenMeHOBaHNA, peopraHn3aunm n IMKenaaummn opraHm3aumm co CCbIIKOM Ha
3aKOHO4aTe/IbHble adKTbl nnn pacnopAaguTenbHble AOKYMEHTbI; Ha3BaHne OopraHunsauunun-
npasonpeemMHUuKa;

- cBeaeHuma o BbILLIECTOFlLLI,Eﬁ opraHunsauum,

- COCTaB CUCTEMbl MOABEAOMCTBEHHbIX OpraHusauuii (MX BuAObl, KPATKYID XapaKTEPUCTUKY,
TeppUTOpPUaNbHOE pasMelleHne), BCe MocaeaylolmMe ee U3MEeHEHUA C YKasaHUeM AaT yTBepPXKAeHWs U



OCHOBHbIX NPUYUNH N3MEHEHUI;

- CTPYKTypa ¢oHA006pa3oBaTena U ee M3MEHEHMA C YKa3aHMemM [aT WU OCHOBHbIX MPUYUH
U3MEHEHUN;

- 3ad4a4n u” dDYHKLI,MM ¢0H,u,oo6pa303aTenﬂ, cBegeHnAa O OOKyMeHTaX, KOTOpbiIMW BHOCUIUCH
YKa3aHHble UameHeHUnaA, X NnpuvnHbl;

- Ha3BaHMe opraHuMsauMu-npesLlecTBEHHMKA (B c/lly4yae OTCYTCTBMA MPAMOro npelecTBeHHMKA
MOMeT bbITb YKa3aHa OpraHn3aLms, BbINONHABLLAA aHaNOTMYHble GYHKLMMK).

Mpu coctaBneHum nctopmumn poHa00bpasoBaTens He0b6Xoa4MMO MMETb B BUAY Cleaylollee:

- obMUMaNbHO MPUHATOE MOMHOE W COKpalleHHOe Ha3BaHWe opraHu3auMM yKasblBaeTcA Ha
OCHOBaHWM HOPMATMBHbLIX MPaBOBbIX aKToB. ECAM B AOKYMeHTax (HOPMaTMBHbIX MPaBOBbIX aKTax,
pacnopAaguTenbHbIX, Y4peauTeNnbHblX [AOKYMEHTax W Ap.), OTHOCAWMXCA K BONPOCY CO34aHus,
AeATeNIbHOCTM OpraHusaumMn, a Takxe ee npeobpasosBaHuii, ByayT OBHapy)KeHbl PaACXOMAEHUA B
Ha3BaHUM OpraHMsauuMu, MPUMBOAATCA BCE MMEIOWIMECA B AOKYMEHTaX Ha3BaHWA CO CCblIKAMM Ha
COOTBETCTBYIOLLME AOKYMEHTbI. B cnydae oTCYyTCTBMA NPaBOBbIX aKTOB O CO34aHMM, NMepeMMeHOBaHMM,
peopraHv3aunmn, WM3MeHeHUM MOABEeAOMCTBEHHOCTU W JINKBMAAUMM OPraHvM3aummn, 3T CBeAeHMSA
YCTaHaB/IMBAIOTCA MO KOCBEHHbIM AaHHbIM, YTO OrOBapMBaETCA B UCTOPUYECKOW CrPaBKe;

- YKasblBaeTcA  HemnocpeaCTBEHHas  MOAYMHEHHOCTb  opraHusauumn-¢oHaoobpasosaTenn
(HanpuMmep, MMHUCTEPCTBY AU KaKoMy-1M60 ero CTPyKTYPHOMY NoApasaeneHunto);

- AaTbl CO34aHUNA, NePeMMEHOBaHUSA, PEOPraHN3aLMM U IMKBMAALMM YKa3bIBAOTCA CO CCbINKOM Ha
3aKOHOAaTe/IbHblE aKTbl M PaAcNopAAnUTeNbHbIe AOKYMEHTbI; MPU HAAUUYUKU HECKOJbKMX HOPMATUBHbIX
NPaBoOBbIX AKTOB pasHbiXx opraHoB (YKa3 [pe3upgeHTa Poccuiickolt degepauunn, NOCTaHOBAEHME
MpasutenbctBa Poccuiickoit depepaunn, npukas depepanbHOro opraHa WCNONHUTENbHOM BNacTu) B
MCTOPMYECKOW CNpaBKe yKasblBaloTca obe AaThl, HO 3a OCHOBY 6epeTcs NOCTaHOB/EHWE BbICLLEro OpraHa
rocyf,apCTBEHHOro yrnpaB/ieHus.

Ecnv opraHusauus ABnseTca AEeNCTBYIOWLEN, CBEAEHMA MO ee UCTOPUMN B UCTOPUYECKOM CnpaBKe
OOJ/IKHbl  OXBaTblBaTb TOT € XPOHO/IOTMYECKUI nepuoa, 4YTO W roAoBble pasfenbl onucu aen
NOCTOAHHOrO XpaHeHuA, NpeacTaBadaemble Ha yTeepxaeHue IMK apxnusBHOro yupexkaeHus.

Ecnm opraHusauma 6blna MKBUAMPOBAHA, TO UCTOPUYECKAA CrpaBKa COAEPXMUT cBeAeHMA Mo
nctopumn poHL006pas3oBaTeNs 3a BECb NEPUOL ee AeATeNbHOCTU, HE3aBMCUMMO OT TOrO, 3a KaKoi nepuos
npeacraBaeHbl 4OKYMEHTbI B OMUCHK.

Mpn HaNMUUM  HECKONbKUX MNpPaBOBbIX aKTOB OOHOrO M TOrO0 e OopraHa O CO34aHuu,
nepenmeHoBaHmn, peopraHnsaunmn, UasMmeHeHnn nogBegomMmCTBEHHOCTHU, NUKBUOAUUU OpraHU3aunn B
MCTOpM‘-IeCKOﬁ CnpaBKe YKa3blBalOTCA BCE OOKYMEHTbl, HO 3a OCHOBY 6epETCF| Hambonee paHHMﬁ no
BpemeHn nognmncaHnAa akT.

Ecnv B TeKcTe HOPMATMBHOIO MPaBOBOIO aKTa WMMEETCA YKasaHWe Ha (aKTUYecKylo aaTy
06pa3oBaHUA UM JINKBUAALMM OPraHM3aLMM, HE COBMaAaloLLyl0 C AAaTOM HOPMATMBHOIO MPaBOBOrO
akTa ("obpasosaTb c (ykasaHue aaTbl)" nam "ynpasgHuTb ¢ (yKasaHue aatel)"), To oroBapusatoTcs obe
Aatbl.

MpX OTCYTCTBMM MPABOBbIX aKTOB KpalHMe AaTbl Ha3BaHWI OpraHM3aUWi yCTaHABAMBAKOTCA MO
KOCBEHHbIM AaHHbIM (CamMoe paHHee YNOMWHaHWE OpraHuW3auMnm W Ap.), 4To OroBapuBaeTcA B
NCTOPUYECKOW CrpaBKe.

Mpun yKasaHuu gatbl IMKBUOALUN OPraHU3aumMn He NPUHUMAETCA BO BHUMaAHME IMKBUOALMOHHAA
AeATENbHOCTb OpraHun3aunn nocne nognncaHnA NpaBoOBOro akKta O JIMKBUOaAUUWU. B cnyyae



od)mu,maanoro CO34aHNA NUKBUAALMOHHbIX KOMUCCUI UX Hanuume W KpaﬁHMG AaTbl UX pa60TbI
orosapumBatoTca ocobo.

CBegeHusa o0 CTpyKType ¢oHaoobpasoBaTens, CeTM NOABEAOMCTBEHHbIX €My OpraHusauuii u
U3MEHEHUAX B HWUX MOTYT ObiTb NpUBeAEHbl B TEKCTe CNpaBKM WAM AaHbl B BUAE NPUNONKEHWI (B
3aBMCMMOCTM OT 06bemMa CTPYKTYPbl U KOANYECTBA U3MEHEHMUIA).

Mpn u3NoKeHn GaKToB CO34aHMA, MNEePEeMMEHOBAHUA, pPeopraHMsauMmM U JAMKBUMAALUK
opraHM3auumM coxpaHatoTca GopMy/IMPOBKM NpaBoBbiX akToB: "obpasoBaTtb", "cos3gmaTb Ha 6ase",
"npeobpasosaTb”, "peopraHuzosatb', "uckatoumte u3", "Ankemguposatb"' M T.n. Bce aaHHblE no
NCTOPUM OpPraHM3aLnmn NPMBOAATCA C 06A3aTe/IbHBbIMU CCbIIKAMM Ha COOTBETCTBYIOWME LOKYMEHTbI.

CBegeHMs Mo UCTOPUM OpraHM3auMM U3NaraloTca B UCTOPUYECKOMN CMpaBKe B XPOHO/OMMYECKOM
nocneAoBaTeNbHOCTH.,

3agaun u d)yHKLI,VIM OopraHnsaunMn wmnsnarakdTca B COOTBETCTBUM C HOPMATUBHbLIMU MPABOBbIMU
dKTamMmu (yCTaBbI, NONOXEeHUA U p,p.), OTCYTCTBMNE COOTBETCTBYHOWMNX OOKYMEHTOB OroBapmnBaeTCA.

Ona obbegUHEHHOro apxmBHoro ¢GboHAa MOXKeT COCTaBAATbCA 06lLan UCTopuUUecKan cnpasBka no
Bcem ¢oHaoobpasosatensam. lpuM 3TOM CBeAeHMA MO WMCTOPUM KOHKPeTHbIX ¢oHaoobpasoBaTteneit
[Aal0TCA OTAE/IbHO MO KaXA40i opraHusaumnm.

B ucTOpMYecKoi cnpaBKe K apXWMBHOW KOANEKUMW YKasblBalOTCA CBEAEHMA MO MCTOpUU ee
CO34aHuA, CBEAEHMA O COCTaBUTENE, @ TAKKE O MECTOHAXOXAEHMM KONNEKUMN 40 NOCTYNAEHMS B apXuB
(ecnun oHa He 6blna co3gaHa B apxuBe).

NcTopua poHaa AoMKHa coaepskaTb cieaytolme ceeaeHus:

- KONNYecTBO Aen B poHae;

- AaTa NepBOro NoCTyrn/ieHna AOKYMeHTOB ¢oHAa B apxuB, UX 06bem U KpaliHue AaThl;
- cTeneHb COXPaHHOCTU [OKYMEHTOB;

- AaTa nepegayn AOKYMEHTOB Ha NOCTOSHHOE XpaHeHue.

[ ONONHUTENBHO MOXHO BKAOUYUTL CAeaytoLLyo MHOPMaLNIO:

- cCBegeHnA O NpoBeAEeHHbIX B apxXmnBe MeponpuaTnAxX no onMcaHno JOKYMEHTOB, No nepepa60TKe
nan ycosepLeHCTBOBaHUIO OHMCEVI, KOMMJ/IEKCHOM u,eneBof/'l JKCnepTnse uUeHHOCTU AOOKYMEHTOB C
YKa3aHunem npuyinH, Bbi3aBaBLUNX HEO6XO,CI,MMOCTb 3TUX pa60T M 0aT UX OCyLlecTB/1eHUA;

- U3MEHEeHUn B cocTaBe U obbeme OHAA U UX MPUUUHBLI (NpoBedeHNe 3KCNEPTU3bl LLEHHOCTH,
yTpaThbl, HE3a40KYMEHTUPOBaHHbIE Nepuoapl);

Mpwu n3noxKeHnun nctopmm GoHAa HeobXxoaMMO UMETL B BUAY cleaytoLiee:
- KpaMHUMM JaTaMK AOKYMeEHTOB GOHAa ABAAOTCA AaTbl CO34aHMA U IMKBMAALUMMN OPraHn3aLmum;

- eC/IM opraHM3aumsa OencTeyloLlasn, UAn AOKYMeHTbl poHAA COXPaHWUIUCL He 3a Becb Nepuo,
OEeATeNbHOCTU opraHm3aumm-ooHA006pa3oBaTena WM BbIXOAAT 33 XPOHONOMMYECKME PaMKuM ee
OEeATeNbHOCTU, TO KPpallHMMMK AaTaMu SOKYyMeHToB ¢doHAa byayT ABNATLCA roAbl, 3@ KOTOpble MMerTCcA
[OKYMEHTbI.

- ecam JMK apxMBHOro y4dpexaeHus NpUHUMANoCchb peweHne o ¢oHampoBaHum <10>, 1o B
NCTOPMYECKON CMpaBKe M3NnaraeTca AaHHOe peLleHme Co CCbiIKoM Ha npoTokon MK, Pasaen no nctopum
boHAa MOXKET comeprKaTb KpaTKyto 0600LWEHHYIO XapaKTEPUCTUKY COCTaBa AOKYMEHTOB MO CTPYKType



doHOa M MO BMAAM [AOKYMEHTOB, COAEPXaHMA [AOKYMEHTOB MO TemMam, BOMPOCaM, OTParKaloWmm
HanpaeneHun geatenbHocTn GoHA00bpasoBaTensn, C yKasaHMEM XPOHONOMMM Tem U 0603HAYEHMEM UX
reorpadpuyecknx (a4MMHUCTPATUBHO-TEPPUTOPUASBHDBIX) FPaHUL,

<10> ®oHANPOBaHNE AOKYMEHTOB - OnpeseneHne NpuHagNexXHOCTU AOKYMEHTOB KOHKPETHOMY
boHL006pa3oBaTENO U XPOHONOTUYECKUX FPaHUL, apXMBHOTO GpoHAa.

JononHUTeNbHO MOXET bbiTb BKAOYEHa MHbOopMaLma no 6ubanorpadum poHaa.

Bubnnorpaduma BKAOYAET CNMCOK ONYB/AMKOBAHHbLIX U HEonyb/AMKOBAHHbLIX CMPAaBOYHMKOB MO
$OHAY M AOKYMEHTasIbHbIX NyHAMKaLMI, BbIMONHEHHbIX Ha €ro OCHOBE.

B TpeTbem pasaesie UCTOPUYECKOM CNPABKM OTparKaeTca:

- OCHOBHOM COCTaB JOKYMEHTOB (MX Pa3HOBUAHOCTM), BOLWEALWMX B ONUCb, U UX NOJHOTA;
- CBEAEHMA O HA/IMYNW JOKYMEHTOB, BbIXOAALLMX 32 XPOHOOTMYECKME rpaHnLbl GOHAaA;
- COCTaB Hay4YHO-CNPaBOYHOro annaparta K poHAay;

- Ha/MuMe U MecTo XpaHeHuAa (C yKasaHuem (aKTMYECKOro agpeca) AOKYMEHTOB MO JUYHOMY
cocTaBy).

B aTOM Ke pa3gene moryt 6bITb YKa3aHbl TaKMe CBe4EHNA KaK:

- Hainune OOKYMEHTOB, OTHOCALWMXCA K npod)mmo AaHHOTO d)OH,EI,a, B COCTaBe Apyrux q)OH,D,OB
dpXuea, C yKa3aHnem ux Ha3BaHUN U HOMepOB,;

- CBeAeHMss O HaAUuMW OOKYMEHTOB Apyrnx ¢oHaoobpasosBaTtenei (ecnm 3TO CAOXKMAOCH
NCTOPUYECKN U U3BATHE UX HELLeNecoobpasHo);

- CBeAeHNA O Haandynmm AOOKYMEHTOB ¢OHAOO6pa3OBaTEI'IF| (B TOM 4yucne no JN4YHomy COCTaBy),
HaXo4AauWwmnxca B COCTaBe pyrmux d)OHAOB NN apPXUBOXPaAHUINULL, N MECTAX UX XPaHEHUA;

- BO3MOHOCTb UCMNO/Ib30BaHUA AOKYMeEHTOB $oHAA (C yKa3aHMEM Lenieit UCnoib3oBaHuA).
MpW N3N0KEHUM XapPaKTEPUCTUKN AOKYMEHTOB POHAA HEOOX0AMMO MMETb B BUAY Caeaytolee:

- B C/y4yae HenosIHOTbl AOKYMEHTOB ¢(OHAa YKa3blBalOTCA MPUUMHbLI OTCYTCTBMA (yTpaThbl)
JOKYMEHTOB, WX COCTaB MO OCHOBHbIM KaTeropuMamM C YyKasaHMem KpalHuUX aaT AaHHbiX (roaos),
M3NnararoTcsA pesynbTaTbl UX PO3bICKa;

- €CN OOKYMEHTbI BbIXOAAT 3a XPOHOJ/I0rn4ecKkmne rpaHuubl d)OHAa, npnBoanNTCA obocHoBaHHOEe
AO0Ka3aTeNbCTBO BKAKYEHUA 3TUX OOKYMEHTOB B COCTaB d)OH,D,a,'

- CBEEHUA O HayYHO-CMPaBOYHOM annapaTe K GOHAY OTPaXKatoT HOMepa W Ha3BaHUA BCEX ONUCeN
aen ¢oHAa, XPOHONOTMYECKME PaMKW BKTIOYEHHbBIX B HUX JOKYMEHTOB, apyrne sugbl HCA (ykasatenu K
OOKyMeHTaM, 0630pbl U T.4.).

Ecnm B cocTaBe GoHAA MMEIKOTCA 3/IEKTPOHHbIE AOKYMEHTbI, B UCTOPUYECKON CripaBKe [aeTcsa UX
XapaKTepUCTUKA C yKasaHWeM BMAA AOKYMEHTauumu (ynpaBieH4Yyeckas, HayyHO-TEXHMYEecKasa U Aap.),
NpPorpamMmmMHO-TEXHUYECKME CPeaCTBa, UCMONb30BaHHbIE AN CO34aHUA AOKYMEHTOB, COCTaB M GpopmarTsl
daiinos 1 gpyryto MHGopMaLMio, KOTOpPasa NO3BO/IUT B Aa/IbHENLLIEM OCYLLECTBAATb A0CTYN K AAHHbIM, UX
KOHBEpPTUpOBaHMe (MUrpaumio).



B cnyyae BbIABAEHWA HOBbIX AAHHbIX MO McTopun doHAoobpasoBaTens n ucropum ¢oHpa, B
NCTOPUYECKYIO CNPaBKY BHOCATCA UCMPAB/IEHMA, OHA AONONHAETCA UM NePecoCTaBAsETCS.

UcTopuyecKaa cnpasBKa K d)OHAy noanuncbiBaeTCcA UCNONIHUTENEM C YKa3aHMEM ero JONXKHOCTU U
AaTbl COCTaB/1€EHNA, pyKOBOAUTENEM apPXMUBa OpraHn3aunun.

B cootsetctBuM c n. 5.6. MpaBun wuctopuyeckasa crnpaBka K PoHAY W [OMNONHEHMA K HeW
COCTaBAAOTCA B ABYX 3K3eMNaApax, OAMH - XpaHuTcs B aene ¢oHpa, BTOpoN - nepegaerca B
rocyaapcTBeHHbIM (MyHMUMNANbHbIA) apxuB. B cnyyae ecnn opraHusauma He ABAAETCA WUCTOUYHUKOM
KOMMN/JIEKTOBAHMA, MCTOPUYECKana CcrnpaBKka M [AOMOJIHEHMA K Hel B eAMHCTBEHHOM 3K3emnaspe
BK/tOYatoTcA B geno doHAa.

5. UCNOJIb3OBAHUE AOKYMEHTOB APXMBA OPTAHU3ALIUU

OpFaHM3aLJ,MFI MCNONb30BaHNA QaAPXUBHbLIX AOOKYMEHTOB - [AeATEeNbHOCTb opraHmsau,m'/i no
npeanocTtaB/ieHUo rocyaapCTtBeHHbIM OpraHam, opraHam MeCTHOro camoynpasaeHua, kpnagndecknm nnum
¢M3VI‘-I€CKMM MuamM  apXmMBHbIX AOKYMEHTOB ANA WX WU3y4YeHUA, NpoyYTeHUA, NpPoCMOTpa WU
npocnywmsaHuA.

Nonb3oBaTenb apPXMBHbIMWM OOKYMeHTaMun - I'OCYAapCTBEHHbllz OpraH, opraH MmecCTHOro
camoynpas/sieHunA nmbo ropungn4yeckoe wan ¢M3M‘-IGCKOE nnuo, o6pau.|,a+0u.|,l4ecsi Ha 3aKOHHbIX
OCHOBAHMUAX K apPXUBHbIM OOKYMEHTaM ANA Noay4yeHnAa h nCNoa1b30BaHUA HEO6XOAMMOﬁ VIHd)OpMaLI,VIVI.

Llenbio MCMoNb30BaHMA apXMBHbIX [OKYMEHTOB sBasetca obecneyeHne WHGOPMaLMOHHbBIX
3anpocos nonb3osarteniei. [11a AOCTUIKEHUA 3TON LLeAU B apxuBe opraHM3aumy peLlatoTca cieayolme
3a4aum:

- "HbopmaLumoHHoe obecreyeHne paboTHNUKOB OpraHu3aLumu;

- ICNONTHEHWNE 3anpocoB nonb3oBaTenei, B Tom yncne 3aMpocoB COLMa/IbHO-NPABOBOIo XapakTepa
B d)opN\e BblA4a4YN apXUBHbIX CMPAaBOK, apPXUBHbIX BbIMUCOK, apPXUBHbIX KOﬂMﬁ, MHq)OpMaLI,VIOHHbIX nnucem,
TeEMATUYECKUX nepequVl, TEMATUYECKUX 0630pOB AOOKYMEHTOB,

- Bblga4da gen, 4OKYMEeHTOB BO BpeMeEHHOE N0J/1Ib30BaHUE;
- Bblga4da gen, 4OKyYMeHTOB B YUTANbHbIN 3an apxuBea.

ApPXVMB OpraHM3auMm MOMKET OpPraHW30BblBaTb WCMO/b30BaHWE [AOKYMEHTOB MpPM MNOArOTOBKE
MHPOPMALMOHHbIX MEPONPUATUI, BbICTABOK, a TaKkKe Ux nybamKkaumto (n. 5.7. Mpasun). NMpu nogrotoeke
MHPOPMALMOHHbLIX MEpPONPUATUIA COBMECTHO CO CpeacTBaMM MacCOBOW WMHPOpMauuMK, NapTHEpPaMW,
apxueB onpegensetr TemaTMKy, O06bem MW CPOKM MNOAFOTOBKM MaTepuanoB; TemaTMKa W CPOKM
YTBEPKAA0TCA PYKOBOAUTENEM OPraHU3aLUN.

5.1. UcnonHeHue 3anpocoB noJsib3oBarteneii

3anpocbl nosb3oBaTenen, MnocTynatoume B apxuB OPraHU3aLMu, MOryT ObiTb COLMANbHO-
NpPaBOBbIMW UK TemaTuyeckumu (n. 5.9. Mpasun).

B cooTtBeTcTBUM ¢ DegepasibHbIM 3aKOHOM OT 22 oKTA6pA 2004 r. N 125-d3 "O6 apxuBHOM aene B
Poccuiickoir ®epepaummn” coumanbHO-NPaBoOBbIe 3aMpoCbl - 3TO 3aMPOChl, CBA3aHHbIE C COLMabHOM
3alLMTON rpaXaaH, npeaycMaTpuBalolen UX NeHCMOHHoe obecneyeHune, a TaKXKe MoJsiyYeHue NbroT U
KOMMeHcaUuMin B COOTBETCTBUM C 3aKoHoAaTenbCcTBOM Poccuiickoit ®eaepaumun. 3anpockl counanbHo-
NpaBOBOro XapaKTepa UCNOHAKTCSA apXMBom 6e3B03me3aHo.

TemaTnyecKkme 3anpochbl - 3TO 3aMNpPOChl NO onpeaesieHHoN Teme, cobbiTuio, daKkTy. TemaTuyeckme
3anpocbl rOCYAApPCTBEHHbIX OPraHOB WM  OPraHOB MECTHOrO CaMOYMpaB/ieHMs, CBA3aHHble C



UCNONIHEHNMEM MMW CBOMX (YHKUMIA, apXMB paccMaTpUBaeT B MepPBOOYEPEAHOM MOPAAKE B CPOKM,
YCTaHOB/IEHHblE 3aKOHOAATENIbCTBOM AMBO CornacoBaHHble C aBTOPamMu 3anpocoB. McnosHeHne Takux
3anpocoB ocyluecTeaseTca Ha 6e3Bo3mesgHo ocHoBe <11>.

<11> WcnonHeHMe 3anpoCoOB aKLUMOHEPOB aKLMOHEPHbIX OOLWECTB OCYLEeCcTBAAETCA B NOpPsAAKE U
CPOKMU, yCTaHOBNEHHble PenepasibHbIM 3aKOHOM OT 26 aekabpsa 1995 r. N 208-®3 "O6 aKUMOHEPHbIX
obuiectBax".

CpoK ncnosiHeHUA 3anpoca coLManbHO-NPaBOBOro XapaKTepa B apxmBe He A0JIKeH npesbiwaTs 30
AHel ¢ momeHTa perucTpaumm 3anpoca (n. 5.10 Mpasun). MNo pelweHUo pyKkoBoAUTEN OpraHusaLmm
NN MHOTO YNOJIHOMOYEHHOTO MM NMLLA CPOK MCMOMHEHMA 3aNpoca MOXKeT bbITb NpogaeH He 6bonee, yem
Ha 30 gHei, c obasaTenbHbIM yBegomaeHnem ob sTom 3aasutend. OcHoOBaHMEM ANA NPOAJEHUA CPOKa
WCMONIHEHUA 3anpoca, B YACTHOCTU, MOMKET OblTb HeobXxogMMOCTb M3ydyeHua 6Gonbworo obbema
apPXMBHbIX [OOKYMEHTOB, pa3sMelleHMe apXMBOXPaHWUMLW, BHE OCHOBHON TeppuUTOPUN apXxmMBa,
nposefeHue B apxmnse 06paboTKN AOKYMEHTOB U 4p.

3anpoc nonb3oBaTena opopMAAETCa B NMCbMEHHON dopme U, B cooTBeTcTBuM ¢ Nn. 5.10. Mpasun,
OOMIKEH copepiKaTb ceayowyto MHGoPMaLMIO:

- HaMMeHOBaHMe HPUANYECKOro NMua - aBTopa 3anpoca (ana rpaxkaaH - Gamunmm, UMEHM,
OTYeCTBa, MPU HAaNUYMUU NOCe[HEro);

- NOYTOBbIN U/MNKN 3NEKTPOHHbIN agpec, Mo KOTOPOMY A0XeH BbiTb AaH OTBET;

- MOSIHOE YKa3aHMe Ha CBeAEHMA, MHTepecylolme NoNb3osaTena (MX XPOHOOrMYECcKUe PamKMy,
TeMaTuKa, Ntobana apyras MHGopmauma, KOTOPYH NOAb30BaTENb CYUTAET HEOBX0AMMOM YKa3aThb);

- dopmy nonyyeHusa nosb3osBatenem UHPopmauum (MHPOPMaLMOHHOE MUCbMO, apxvBHas
CNpaBKa, apXuBHasA BbIMWCKa, apXMBHas KOMWA, TeMaTMYeCKUA nepedeHb, TemaTudeckuii o630p
[OKYMEHTOB);

- [aHHble [OKYMEHTAa, YAOCTOBEPSAIOWLErOo JIMYHOCTb (NOATBEPKAAMOLWEro  MOJHOMOYUA
npeAcTaBAsTb MHTEPECHI APYroro nua);

- IMYHYIO NOANMCH aBTOpa 3anpoca (rpa*KaaHMHa UAK AOMKHOCTHOrO N11La);
- AaTy obpalleHus.

B cnyyae oTcyTcTBMA B 3anpoce MoJib3oBaTesia KaKux-1mbo CBGAEHMVI, HEO6XO,£I,MMbIX Aana
MCNONIHEHNA 3anpocCa, OopraHun3aumAa HanpasBAAe€T NONb30BaATEND yBegOMIEHUE O HEOGXO,EI,MMOCTM
npeanocrtaB/sieHnAa 3Tux CBEAGHMﬁ. B aTomM cnyyae CpOK WMCNOMHEHMA 3anpoca UcYUCAAeTCA € AaTbl
nony4yeHnAa apxmsom HEO6XOAMMbIX CBE,CI,EHVIVI OT NO/Nb30BaTEIA.

[Ona ypobctBa nonb3oBaTenelt  pPeKoOMeHAyeTcA B COOTBETCTBMM C  YCTAHOBAEHHbIMU
TpeboBaHUAMM pa3paboTaTb 6/4aHK 3anNpoca, KOTOPbI MOXKeT ObiTb 3anN0/IHEH B ByMarKHOM BUAE UK B
3/IeKTPOHHOM dopMme B BMAe WaboHa, pasmeLLeHHOro Ha caliTe opraHn3auum.

Mpumep 6raHKa 3anpoca npueeaeH B npuaoxeHmun N 12.

3anpoc AonKeH BbITb 3aPErMcTPUPOBaH B TedeHMe Tpex pabounx AHen C MOMEHTa MOCTynaeHus
(n. 5.10 Mpaswun). Peructpaums 3anpocoB NoJ/b30BaTeNel, OTNPaBKa YBEAOMJIEHWN, BbIHECEHUEe
pe3oNioUMN  pPyKOBOAWUTENEM  OCYLLEeCTBAAETCA B COOTBETCTBMM € OBWMMM  NpaBuaamu
[en0Mnpon3BoacTsa U paboTbl C 06paLLEeHMAMM rpaxaaH B OpraHn3aumm.



3anpoc, He OTHOCALLMINCA K COCTaBy XPaHALIMXCA B OpPraHM3aUMn AOKYMEHTOB (HenpoduabHbIN
3anpoc), nepecbllaeTca BMecTe C COMPOBOAMUTE/IbHbIM MUCbMOM 3a MOAMUCbIO PYKOBOAUTENA B
COOTBETCTBYHOLLYIO OpraHM3aumto (4pYroi apxme, rocyAapCcTBEHHbIM OPraH UAM OpraHU3aLmio) B TeYeHue
7 pHen co AHA perucTpaumm 3anpoca. OAHOBPEMEHHO MOJ/Ib30BaTEN0 OTMPABAAETCA YBEeAOMIAEHUE O
nepeagpecauunmn 3anpoca.

Mpwn oTCyTCTBUM B apxuBe AOKYMEHTOB, HEO6XOAMMbIX AnAa MCnonHeHMA 3anpoca, NoJsib30BaTE/O
HanpasaAeTCA NMUCbMO-OTBET, B KOTOPOM YKa3blBakOTCA MNPUYUNHDBI, NO KOTOPbIM 3anpalinBaembie
cBeaoeHunA He 6b11n BbIAB/Z1IEHbI, 1, NO BO3MOXHOCTU, NpeanaraeTca aJiroputm p,aaneﬁmero MOUCKa.

EcAv  [OOKYMeHTanbHO noAaTBeEpPXAeHbl ¢aKTbl yTpaTbl apXMBHbIX [OKYMEHTOB, B KOTOPbIX
codepKanncb 3anpalinMBaemble CBEAEHWMA, MO0/b30BaTeNl0 HanpasAseTcd MUCbMO, B KOTOPOM
YKa3blBalOTCA MPUYMHbBI OTCYTCTBMA 3amnpalinBaemoin MHGOPMaLMM CO CCbIIKOWM Ha YYETHbIE AOKYMEHTI
apxuea. MHPopmMaumio 0 NPOCMOTPEHHbIX GoHAAX M Aenax LenecoobpasHo yKasbiBaTb Ha BTOPOM
3K3emnaspe oTBeTa, KOTOPbI OCTAaETCA B apXmBe opraHMU3aLmm.

lpaduueckoe npeacrtasneHune npouecca 5.1. "McnonHeHMe 3anpocos nosb3osaTenen” npusegeHo
Ha cxeme 26 npunoxeHma N 4.

OTBeTbl Ha 3anpocbl (apXMBHbIE CNPABKM, apXMBHbIE BbINMUCKU U apXMBHbIE KONUU) AOMKHbI ObITb
odopmaeHbl B COOTBETCTBME C TPEOOBaHMUAMM, YCTaHOBIEHHbIMK B M. 5.11. - 5.14. Mpasun).

OdopmneHne apxmBHOI cNpaBKu

ApXMBHaA crnpaBKa - AOKYMEHT, MMEIOLWNA IOPUANYECKYIO CUAY U COAEPKALLUMIA AOKYMEHTHYIO
nHpopmaumio o npegmerte 3anpoca. ApXMBHaA CrpaBKa COCTaBASAETCA Ha cneuvanbHom 61aHKe, C
YKasaHMeM apxMBHbIX WNPPOB M HOMEPOB NNCTOB eAMHUL, XPaHEHWA apXMBHbIX AOKYMEHTOB, Ha
OCHOBaHWW KOTOPbLIX OHA COCTaB/ieHa. ApxMBHaa cnpaeka odpopmaseTca No ycTaHoBAeHHOM dopme
(npunoxkenue N 29 Mpaeun) c ykazaHMem Buaa aokymeHTta "APXMBHAA CMPABKA".

ApXMBHbIe CMPaBKU COCTaBAAIOTCA Ha OCHOBAHWW [AOKYMEHTOB (MOA/IMHHMKOB M 3aBEPEHHbIX
KOMMI), XpaHAWMXcA B apxuBe. Mcrnonb3oBaHWEe KOMWIM [OKYMEHTOB, BEPHOCTb KOTOPbLIX He
3aCBMAETENIbCTBOBAHA, HO OTHOCAWMXCA K MpeameTy 3anpoca, OroBapuBaeTCs B TEKCTe CNpaBKu
("He3aBepeHHan Konua"). MNpM OTCYTCTBUM B apxuBe AOKYMEHTOB MO MpeaMeTy 3anpoca apXvMBHas
CrpaBKa MOMKET ObITb BblAaHa MO XPaHAWMMCA B apXuBe MeYyaTHbIM MaTepuasiam, OTHOCAWMMCA K
npeameTy obpaLleHns, C TOYHbIM U MOJIHbIM YKa3aHMEM UCTOYHUKA.

B cnpaBke npuBOAATCA Ha3BaHMA, AaTbl U HOMepPa [LAOKYMEHTOB, W M3NaraloTca CBeLEHMUA,
MMeloLMecs B [AOKYMEHTaX W OTHOcAWMecs K npeamety 3anpoca. M3noxeHne paetcs B
XPOHONOrMYECKON MOoCNenoBaTeIbHOCTU COObITU, @ He AOKYMEHTOB, B KOTOPbIX OHM OCBeLLatoTcA.
[lonycKaeTca NpMBOAUTL B CMpaBKe BblAEPMKKU M3 JOKYMEHTOB, 3aK/loyas MUX B KaBbluKU. Ha3BaHuA
OpraHu3aunii B TEKCTE CNpaBKK Npu NepBom ynoTpebieHMn NpuBOAATCA NONHOCTLIO, @ B CKOBKax - UX
odUUMANbHO NPUHATLIE COKPALLEHWNS; NPU NOBTOPHbIX YTOMUHAHUAX - TONIbKO COKpaLLEHHble.

HecoBnageHune oTaesnbHbIX CBEAGHM“/AaHHbIX AOOKYMEHTOB CO CBeAeHUAMU, U3NOKEHHbIMU B
3anpoce, He ABNAETCA NPenATCTBUEM ONA BKAKOYEHUA UX B aPXUBHYHO CNpaBKy, €C/in coBnageHne BCcex
OCTa/IbHbIX CBEAEHMﬁ He BbI3bIBA€T COMHEHUM B TOXAECTBEHHOCTU /1MUa UAN (baKTOB, O KOTOpbIX
roBOpunUTCA B JOKYMEHTAaX.

B apxuBHOI crpaBKe CBeAeHMA BOCMPOM3BOAATCA TaK, KaK OHU W3/I0XEHbl B AOKYMEHTax, a
PacXoXKAeHUsi, HECOBMAAEHUS N HETOYHbIe Ha3BaHWS, OTCYTCTBME MMEHW, OTYECTBA, UHULMANOB WU
Ha/nyme TOJIbKO OAHOr0 M3 HUX AO/IKHblI OblTb OrOBOPEHbl B TEKCTE CMpPaBKM B CKOOKax: "Tak B
AOKyMmeHTe", ""Tak B TeKCTe opurnHana'.

Mo TeKCcTy apXMBHOWM CNpaBKW B KayecTBe MpuUmevYaHMin MoryT ObiTb OroBopeHbl Hepa3bopumso
HanucaHHble, UCNpPaBAEHHbIE aBTOPOM, HE MNOAAAIOLLMECS NMPOUTEHUIO BCIEACTBUE NOBPEKAEHUA TEKCTA



opurnHana: "TakK B TeKcTe opurmHana", "B TekcTe Hepasbopumso".

B apx1BHOI cnpaBKe AOMXKHbI 6biTb NpUBeAEeHbl apxMBHble WKUdPbl U HOMEPA ANCTOB eAMHWLL
XpaHeHMs, UCMOb30BABLUMXCA AR €e COCTaBNeHUA.

CBegeHus, MMelolWMecA B apxuBe no 3anpocy o pabote M (Man) yyebe B HECKONbKMX
OpraHM3aumaAX, KacaloLwmecs 04HOro ML, BKKOYAKOTCA B O4HY apXMBHYIO CMPABKY.

B TekcTe apXVIBHO[;I CnpaBKM HeE 00ONYCKaloTCA U3aMeHeHunA, ncnpasaeHna, CyMMUpPoBaHUeE AaHHDbIX,
KOMMEHTapun, cobcTBEHHbIE BblBOAbl UCNONHUTENA MO COoAepPXaHWUKD AOOKYMEHTOB, Ha OCHOBaHWUU
KOTOpPbIX COCTaB/ieHa apXMBHaA CrpaBKa.

MoAYNCTKM U MOMApPKM B apXUBHbIX CpaBKax He J0NYyCKatoTcA.

ApxMBHaA cnpaBKa COCTaB/AAeTCcs pPabOTHMKOM apxvMBa OpraHuM3auuuM, NOANUCbIBaeTCs
pyKOBOAMTENIEM OPraHU3auUnM UAN UHLIM YNOJAHOMOYEHHBIM UM AOJIKHOCTHBIM /INLOM M 3aBepAeTca
nevyaTbio OpraHM3aLuu.

Obpaseu, opopmMIeHNs aPXMBHOM CNpaBKK NpuBeaeH B npuaoxeHun N 13,

OdopmneHmne apxmBHOI BbINUCKU

ApXvMBHaa BbLIMNMUCKA - [AOKYMEHT, A0C/N0BHO BOCMPOM3BOAALMI YacTb TeKCTa apXMBHOTO
AOKYMeHTa, OTHOCALLYHOCA K onpeaeneHHbim $aKTy, cobbiTUIo, Anuy. ApXMBHAA BbIMMCKA COCTaBAAETCA
Ha cneumanbHoOM 61aHKe, C YKasaHWeM apXMBHOro wndpa u HOMEpPOB NCTOB eANHULLBI XPAaHEHWA.

Ha 6naHKe 0603Ha4YaeTca Tak:Ke Ha3BaHWe Buaa AokymeHTa: "APXMBHASA BbIMNCKA".

B apXMBHOﬁ BbIMUCKE Ha3BaHWME apPXMBHOIoO AOKYMEHTa, €ro HOMep n Aata BOCMPOU3BOAATCA
NONHOCTbIO.

BbInMcKka Npou3BOAMTCS TOIbKO M3 aPXMBHOFO AOKYMEHTa, B KOTOPOM COAEPMKUTCA HECKOJIbKO
OTAEeNbHbIX, HE CBA3aHHbIX MeXAay coboli BONpocoB. BbiNnMcKa A0AXKHA BOCMPOU3BOANTL NOJHbIN TEKCT
YacTU JIOKYMEHTA, OTHOCALLENCA K 3anpocy. M3BneyeHnem M3 TeKCTa apXMBHOIO AOKYMEHTa A0/KHbI
6bITb McUepnaHbl BCe UMEIOLLMEC AaHHble No 3anpocy. Hayano n KoHel, KaXaoro U3BNeUYEHUs, a TaKKe
NPOMNYCKM OTAE/NbHbIX C/I0B B TEKCTE AOKYMEHTa 0603HAYalOTCA MHOTOTOUYNEM.

B apXxmMBHOI BbINMCKE AO0MKHbI ObITb CAENAHbI COOTBETCTBYIOLWME NPUMEYAHUSA U OTOBOPEHbI YacTH
TEKCTa OpurMHana, HepasbopumBO HaMMCaHHble, WCNpPaB/ieHHble aBTOPOM, He nojjatolmecs
NPOYTEHWIO BCNEACTBME MOBPENKAEHUA TEKCTA U APYrMM NpuyinHam. OTaenbHble CNOBa M BblparKeHUs
[OKYMEHTa, Bbl3blBalOLLME COMHEHMA B UX TOYHOCTU, @ TAKKe UCMNPABAEHMUA, NOAYUCTKY, Bbi3blBalOLME
COMHEHMWEe B UX AOCTOBEPHOCTWU, oroBapuBatoTcs: "Tak B AOKymeHTe", "B TekcTe Hepasbopumso" mau
"Tak B TeKCTe opurnHana'.

Mocne TeKcTa apxMBHOM BbIMMCKM YKA3blBAlOTCA apPXMBHbIA WKP M HOMEpPa NUCTOB eAMHULbI
XpaHeHuA.

Mpn 0dOpPMAEHUN MHOTOCTPAHMYHbIX BbIMMCOK BCE /INCTbl BbIMUCKU HYMEPYHOTCA M 3aBepAoTCA,
apXxumBHbIM WNdp yKasbiBaeTcA Ha 060pOTe KaxKa0ro ncTa.

ApxmBHaA BbINUCKa coCTaBadAeTcA pa6OTHMKOM apxXxuBa OpraHun3auunm, noanucbiBaeTcA
pyrkoBoauTennem opraHnsaumm Uanm MHbIM YyNOJIHOMOYEHHBbIM UM OO/TKHOCTHbIM /IMULOM U 3aBEPAETCA
nevyaTblo OpraHn3auunun.

O6paseL, opopmaeHna apxXMBHOM BbINUCKM NpuBeseH B npuaoxKeHmm N 14,



OdopmneHue apxmMBHOM Konum

ApXMBHaA Konua - 4OCNOBHO BOCNPOMU3BOAALLAA TEKCT UIN M306pa)KEHMe dPXMUBHOIO OOKYMEHTa
KOnnAa C YKa3aHMem apXMBHOTO Lumcbpa M HOmMepoB /UCTOB eauHMUbl XpaHEHWA, 3aBepeHHaA B
YCTaHOBNEHHOM NopALKeE.

KOﬂMpOBaHMe AOKYMEHTOB apXuBa OpraHn3auunm no 3anpocam nonb3oBaTenem nponssoaunTca no
peweHno pykosoanTena opraHnsaumn mam MHOro ynoIHOMO4YeHHOro MM goKHOCTHOTIO sinua.

Konun p[OKYMeEHTOB MepecblaloTcA B agpec TOM OpraHM3auuu, Mo 3anpocy KOTOPON OHM
W3roTOB/IEHbI, NN BbIAAKOTCA NOMb30BaTEN0 NOA ANYHYI0 noanucek (n. 5.18 Mpasun).

Bce nnctbl KONUW A0JIXKHbI 6bITb NPoHymepoBaHbl. Ha apxXuBHbIX KOMUAX, BKAOYAA KOMWUMU
AdPXUBHbIX 3/NEKTPOHHbIX AOKYMEHTOB Ha 6YMa)KHOM HOCcuTene, Ha 060p0Te KaxX4oro anmcrta Konuu,
NPOCTaBNAKOTCA apXUBHbIE LLIMd)pr AOKYMEHTOB C YKa3aHnem n1nctos egnHuMLbl XpaHEHUA, @ Ha 060p0Te
nocnegHero 1MCta Konun - OTMETKA O 3aBeEPEHNN KONMUKU U NeYYaTb OpraHn3aLunu.

Bblgaya apXMBHbIX CNPAaBOK, apXUBHbIX BbIMUCOK, apXUBHbIX KOHMVI, OTBEeTOB Ha TeMaTUu4yecKue
3anpocbl N0JZib3oBaTeNnAM

B cootBeTcTBMM c n. 5.8 MMpaBun apxvMB OpraHM3auMKM OOJKEH BEeCTM Yy4eT WUCMNOJb30BaHUsA
OOKYMEHTOB, B TOM 4YMCNe BblJauyn JOKYMEHTOB U A€/, BblAa4M apXMBHbIX CNPaBOK, BbIMUCOK, KOMUNA
OOKymeHTOB. OTBETbl Ha 3anpocbl PErucTPUPYIOTCA B apXMBE OPraHU3auuMn B XKypHane perucrpaumu
BblaHHbIX KOMWI, BbIMUCOK, CNPaBOK, TEMaTUYECKMX MaTepurasos.

MoAroToBAEHHbIE apXMBOM OPraHM3auMM OTBETbl Ha 3anpocbl (apXWMBHblE CMPaBKW, apXWUBHble
BbIMUCKN M apXMBHbIE KOMUK) HAaNPaBAAKOTCA 3aABUTENAM C COMPOBOAMUTENbHLIM MUCbMOM MO NOYTE UAK
BbIZAIOTCA NOA, /IMYHYIO MOAMNUCH: 3aABUTENIO - NPU NPeAbABNEHUN LOKYMEHTA, YO0CTOBEPAIOLLErO
NIMYHOCTb, €ro NpPeAcTaBUTENsIM - NPU NPeabABNEHUM AOKYMEHTa, YA0CTOBEPAIOLWEr0 /IMYHOCTL M
[0oBepeHHOCTH, 0POPMIEHHOW B YyCTaHOBAeHHom nopagke (n. 5.15 MMpaswun). ConpoBoguTenbHble
nMcbMa OTBETaM Ha 3anpocbl PerucTpupytoTcs B 0bLLemM NopsaaKe BeLeHUn 4e10Npon3BoacTBa.

Mo 3anpocy nosnb3oBaTeneil apxMBHble CMNPaBKW, apXWMBHbIE BbLIMWCKM W apXMBHblE KOMWUU
BbIZLAlOTCA B 3/IEKTPOHHOM BUAE HA 3/IEKTPOHHOM HOocuTesle 6o nepecbiiatoTea No MHGOPMaLMOHHO-
TeNNIeKOMMYHMKAUMOHHbIM ceTAM B (GOpMe 3/1EKTPOHHbIX [AOKYMEHTOB. JNEKTPOHHbIe [AOKYMEHTbI
3aBepAIOTCA 3/IEKTPOHHOM MOAMMUCHIO PYKOBOAWUTENS OPraHM3aLMuU WM UHOTO YNOJIHOMOYEHHOTO UM
AOoMKHOCTHOro Anua (n. 5.12. - 5.14. Mpaswun).

McnonHeHHble 3anpocbl MoryT ¢GopmuMpoBaTbCA B Aena: pPasfesibHO AAs PUANYECKUX U
du3nYeCKMX nL, NO BWAAM 3aMpPOCOB - TEMATUYECKMe, COUMANbHO-NPaBoBble. BoO3MOXKHO
dbopmupoBaHmMe aen B npegenax o4HOro roga no nopsagKy HOMepoB 3anpoCcoB.

Bblgavya AOKYMEHTOB BO BpeMeHHOEe NoJib30BaHUE U U3BATUE AOKYMEHTOB

B cootsetctBum ¢ n. 2.46 MpaBun AOKYMEHTbl MOFYT BblaBaTbCA BO BpeMeHHOe MoJib30BaHue.
Bbldaya [AOKYMEHTOB BO BpeMeHHOe MNOo/b30BaHWe OCYLLeCTBAAeTcA Ha OCHOBaHMM 3anpoca U
odopmaAeTcA akTaMu O Bblgauye Aen BO BpeMeHHoe Monb3oBaHue U UX BosspaTe (npunoxkeHue N 10
Mpaswun).

B cnyyae 3anpoca Bnagenbla WAM €ro POACTBEHHUMKOB HA BblAayy MOAJMHHBIX JIMYHbIX
AOKYMEHTOB O rpa*KAaHCKOM COCTOSIHMM, 06 06pa3oBaHMM, TPYAOBbIX KHUMEK, HE MONYYEHHbIX B CBOE
BpEMA BAageNbLuem AOKYMEHTOB, C pa3spelleHuWA PYKOBOAMUTENA OpraHvM3auuu AuYHble AOKYMEHTbI
M3bIMAIOTCA M3 AeN M BblAAIOTCA 3aABUTENIO UAM ero 3aKOHHOMY NPeACTaBUTeNt0 MPU HANMYUK Y HEro
YyAO0CTOBEPAOWMX MNOJHOMOUYMA AOKYMEHTOB MoA AW4YHyto noanuck (n. 5.17 Mpasun) (Ha cxeme 27
npunoxernus N 4).



Ha n3biMaemble JOKYMEHTbI COCTaBAAETCA aKT (MO aHasI0rMmM C akTOM O Bblgaye Aen BO BpEMEHHOE
nonb3oBaHue). C n3biImaemblX SOKYMEHTOB B apXMBE OpPraHM3aLumn U3roTaBAMBaAOTCA KOMUKW apXMBHbIX
AOKYMEHTOB (CM. NopAAoK OGOPMAEHUA apXWMBHOW KOMWK), KOTOpble BK/KOYAIOTCA B A0 B3ameH
BbIZaHHbIX aPXMBHbIX AOKYMEHTOB. M3bATNE LOKYMEHTOB, a TaK:Ke 3aMeHa MX KONUAMMK OTparKaloTcA BO
BHYTPEHHMX OMUCAX Ae/, B INCTax-3aBepuUTeNsx Ae, B onucaAx (rofoBbIx pasgenax onvcei) aen B rpade
"MpumeyaHune" co CCbINKaMM Ha COOTBETCTBYHOLWME aKTbl. MpyM HEOBXOAMMOCTM COCTaBAAIOTCA HOBaA
UTOroBas 3anMucb K BHYTPEHHEN OnucM W ucT-3aBepuTens aena (B /IMCT-3aBepuTENb BHOCKTCA
MHPOpMaLMA 0 HAMMEHOBAHUN LOKYMEHTA(0B) M HOMepa JIMCTOB, KOTOPbIE 3aMeHEHbI KONUAMM).

5.2. UHpopmaymoHHoe obecneyeHne paboTHMKOB OpraHu3aLmm

MHpopmaumoHHoe obecnedeHne pPabOTHMKOB OpraHM3aLMM  OCYLLECTBASAETCA  apXMBOM
OpraHusaumMyM B COOTBETCTBUM C YCTAHOBJEHHbIM MOPAAKOM, KOTOPbIN 3aKPenaferca B NOKa/bHbIX
HOPMaTUBHbIX aKTax.

McnonHeHWe 3anpocoB PyKoBOAMTEsNEW OpraHuM3auum W CTPYKTYPHbIX  nogpasgeneHui
OCYLLECTBNAETCA AapPXMBOM B COOTBETCTBMM C TEMATUKOM 3anpoca B popme MHGOPMALMOHHOIO NUCbMA
WAW CNpaBKM O Ha/MYMM B ApPXMBE COOTBETCTBYHOLLMX [OOKYMEHTOB, a TaKkKe B ¢opme nepeyHs
3aro/10BKOB feN UM AOKYMEHTOB MO ONpeaeNeHHON TEMATUKE UAKN MO BUAAM LOKYMEHTOB C YKasaHWEM
43T U APYTUX NOMCKOBbIX AaHHbIX. B HEO6X0AMMbIX Cy4anx AAtOTCA aHHOTALMM.

Takke wWHPopmaLMOHHOe obecrnevyeHMe MOXKET npoM3BOAUTLCA B  dopme TemaTUyecKow
noA60pKKU KONUIM AOKYMeHTOB. KOonuKn pacnonaratoTcA B IOFMYECKOM NOCAeL0BaTebHOCTU; K noabopke
KOMWI NpuaaraeTca TUTY/bHbIN JIUCT, @ TaKKe Npu HeEObX0AMMOCTN UCTOPUYECKas CNpaBKa, NepeyeHb U
Apyrvue matepuansi.

NcnonHeHne 3anpocoB paboOTHUKOB OpraHM3aLMu OCYLLECTBAAETCA Ha OCHOBAaHUMW BHYTPEHHEro
3anpoca (3anaBneHuA) uau caykebHo 3anucku. MNpu odopmMAeHUM AOKYMEHTOB PeKoMeHAayeTcs
cobnopatb Te e TpeboBaHMA, UYTO M K BHELWHEMYy 3anpocy Mno/b30BaTeNss B OTHOLEHUMU
3anpalumMBaemblx cBeaeHuit (cm. pasgen 5.1. MeTtoamyeckmx pekomeHaaumii). MNepedyeHb, NUCbMO,
CnpaBKa, MNpeAHa3HaYeHHble ANA  WUCNO/Mb30BaHMA  BHYTPWU  OpraHuWsauMu, MOAMNUCHIBAIOTCA
pyKoBOAMTENEM apXMBa.

NHdopmaunoHHoe obecneyeHne paboTHUKOB OPraHM3aLMM MOXKET OCYLLECTBAATLCA TaKKe NyTem
Pa3MEeLLLEHWNS INEKTPOHHbIX KOMUIA AOKYMEHTOB apXmBa, CGOPMMUPOBAHHbIX M YYUTbIBAEMBIX B KayecTse
$OHOa NONb30BaHUA WM €ro 4actTu, B MHPOPMALMOHHO-KOMMYHUKALLMOHHOW CETU - U OpraHM3aumm
aBTOPM30BAHHOMO AOCTYNAa K HUM paboTHWKOB opraHusaumum (n. 5.7. Mpasun). JocTyn pyKoBOACTBA U
COTPYAHWKOB  OPraHM3aumMmM K 3/71EKTPOHHbIM  KOMWUAM  [AOKYMEHTOB apxuMBa NpU  HaAUuuu
NHPOPMALIMOHHON CUCTEMbI OCYLLECTBASAETCA HEMnoCPeACTBEHHO C pabouymMx MecT COTPYAHWKOB B
COOTBETCTBMM C YCTaHOB/NEHHbIMM MPUKA3OM PYKOBOAWUTENA OpraHM3auuu npasamu A0OCTyna K
AOKYMeHTam.

ApXMB OpPraHU3aLMN MOXKET NPenoCcTaBAATb 3/IEKTPOHHbIE KOMUU AOKYMEHTOB MyTEM NepecbiIKu
3NEKTPOHHbIX KOMWA [OKYMEHTOB MO JIOKa/NIbHOM CeTu opraHusaumm. B 3aTom cnydvae Begetcs
SNEKTPOHHDIV KYPHaa yyeTa BblAayM 3/EKTPOHHbIX AOKYMEHTOB M3 apxvBa, B KOTopom dUKcuUpyeTcs
AaTa Bblgayu, ¢amuava, MHMLUMaNbI 3anNpPOCMBLUEr0 AOKYMEHT COTPYAHWKA, HasBaHME CTPYKTYPHOro
noapasgeneHuns, apxmusHbIn WNdp eaUHULbI XPaHEHUS, HAUMEHOBaHWE AOKYMEHTA, ero AaTa U HomMep.

5.3. Bblaaua AOKYMeHTOB A paboTbl B UNTaNIbHOM 3ane
apxuBa opraHusauum

B cootBetctBMM c n. 5.19 MpaBun B UeNsX CO34aHMA YCNOBUA AnA paboTbl nosnb3oBaTenei
HenocpeACcTBEHHO B apPXMBE OPraHM3aLMmn MOKET BblAeNATLCA MOMELLEeHWEe (YMTaNbHbIN, MPOCMOTPOBbI
3an) gNa O3HAKOM/IEHWA C AOKYMEHTaMM apxvBa, 060pyA0BaHHOE COOTBETCTBYIOLMMM TEXHUYECKUMM
cpeacTBamm A paboTbl C LOKYMEHTAMM.



Pacrnopsagok paboTbl YATaNIbHOTO 3313 YCTaHAB/MBAET PYKOBOAMTE b OpraHU3aumu.

Mpn OTCYyTCTBMM B apxuMBe OpraHM3auum CcneurasbHO BblAeNeHHOro noMeLleHUA pa60Ta
nonb3oBatenem c AOKYMEHTaMN MNMPOnU3BOAUTCA HenocpeacTBeHHO B pa60qu KOMHaTax apxuea.
JOKymeHTbl gna pa6OTbI noNb30BaTENAM BHE NOMeELWEeHNA apXxmnBa OpraHmn3aumun 6es Od)OpMﬂeHMFI dKTa
O Bblaa4ye gen, AOKYMEHTOB BO BpeEMEHHOE NO/Z1Ib30OBAHUE HE BblAAlOTCA.

PaspelueHne Ha paboTy B MOMeLLEHWUM apXMBa OpraHM3aLMK AaeT PYKOBOAMUTE/b OpraHM3auuu.
PaspeweHne Ha paboTy B UMTanbHOM 3ane AaeTca Ha HeobxoAMmbli NMONb30BATE/I0 CPOK, HO, KakK
npasmno, Ha 1 rog co gHA opopmneHus. Mpu HeEOBXOAMMOCTM NPOAJEHUA CPOK COrNacoBbIBAETCA C
pyKoBOAMTENEM apXMBa OpPraHM3aunn (1MLOM, OTBETCTBEHHbIM 3@ apXMB).

MNonb3osatenu A0NyCKakoTCA B YMTa/IbHbIN 3a/1 HA OCHOBAHUM:

- JINYHOIo 3aAB/1IEHNA, B KOTOPOM YKa3blBalOTCA d)ammnmn, nMma, OT4eCTBO NOJ1b30BaTeENA,
AO/IKHOCTb, Hay4YHOEe 3BaHUNE, y4eHaA CTENEHb, TEMa U XPOHO/IOTNM4YECKNUE paMKN NCCeaoBaHnA;

- NMCbMa OpraHu3aL MM, HanpaBuBLLEi NoNb3oBaTeNel, BeayLLMX HaydHyo paboTy B COOTBETCTBUM
C N1aHOM Hay4HbIX paboT AaHHOM OpraHn3aLMn UAK BbIMOHAOLWME CAYKebHble 3a4aHus;

- cnyxebHoro yaoctoBepeHusa COTPYAHWKA AaHHOW opraHM3aLumm.

B uenax cobnogeHns nopsaka paboTbl MNonb3oBaTenei € apXMBHbIMM  AOKYMEHTamu
uenecoobpasHo pas3paboTaTb MHCTPYKLMIO, NAMATKY 414 NOCETUTENE YNTaNbHOrO 3ana. B Hell moxkeT
6bITb OTpaxkeHa MHGopmaLmsa:

- 06 OTBETCTBEHHOCTM NO/1b30BaTENSA 33 COXPaHHOCTb apXMBHbIX OKYMEHTOB;
- 0 pexunme paGOTbI YNTANbHOIO 3aN3,

- 0 nopagKke paboTbl C apXMBHbIMM LOKYMEHTaMW W 3aNOAHEHUM OPM [OKYMEHTOB,
noaTeep:KaatolWmMx npebbiBaHMe B uUMTaAbHOM 3ase U paboTy Monb3oBaTena C  apPXUBHbIMU
OOKYMEeHTamMu;

- 0 He06X04MMOCTU 0DOPMJIEHUNS CCbIZIOK HA ALOKYMEHTbI NMPU UX UCMOIb30BaHUM.

Ha Ka)goro nonb3oBaTena B UYMTAaNbHOM 3ane apxuea, Kpome pabOTHMKOB OpraHusaumm,
3aBoAMTCA KapTouka (cm. npunoxkenve N 15). Ha KapTouKe yKasbiBatoTcA GpamMuanA, UMSA, OTYECTBO
nonb3oBaTeNs apxuBa, Mecto paboTbl (yyebbl) M [OMKHOCTb, Lefb MCNOAb30BaHUA [AOKYMEHTOB,
KOHTaKTHble AaHHble (MpM HeobXoAMMOCTM BO3MOMKHO BKAKOYEHME [AONOJHUTE/IbHbLIX CBeAeHWMI O
nosib3oBatesne). Mocne 03HaKOM/IEHUA NOJIb30BATENA C PEXKUMOM PaboTbl YUNTANbHOTO 3a/1a, NOPALKOM
paboTbl C apXMBHbIMW [AOKYMEHTaMM Ha KapTOYyKe CTaBMTCA MOAMMCb MOMb30BaTeNA. KapTouku
dbopmMmupytoTcsa B KapTOTEKY NO/b30BaTeNe YATaAbHOTO 3a/1a B aNdhaBUTHOM NopsaKe.

Mpn HEOBXOAMMOCTU BEAETCA KYPHAN yUYeTa NoceleHuin YNTaNbHOrO 3ana.

Ha Karkayto BblgaBaemyto M3 apXMBOXPaHWUAMLLA B YMUTANIbHLIA 331 eAUHULY XpaHEHUA BeaeTcA
JINCT UCNONIb30BaHUA AoKymeHToB (n. 2.47 Mpasun un npunoxeHme N 9 Mpasun). JIUCT UCNoNb30BaHUA
BK/IIOYAET cBeAeHMA 06 opraHusaumm, o Homepe GoHAA, ONUCU U Aene, COAEPHKUT MHPOPMALMIO O AaTe
MCNONb30BaHMUA, BKAOYAET MHOOpMaALMIO O GaMUAMM U MMEHW MONb30BaTeNA, YKa3blBaeT Ha Lesb
MCNONb30BaHMA, YKa3zaHMe Ha HOMepa CTPaHWUL, MUCMOb30BaHHbIX AOKYMEHTOB U COAEPXKUT NOoAMUCb
nonb3osaTtens. JINCT UCNONb30BaHMA Aena 3an0/IHAETCA Nob30BaTeNeM CaMOCTOATEbHO.

lpaduyeckoe onucaHue npouecca 5.3. "Bblgaya QOKYMeEHTOB A1A paboTbl B YMTanbHOM 3ane
apxuBa opraHusaumn" npeacraBaeHo Ha cxeme 28 npunoxkeHus N 4.

Monb3oBaTenu, Beaylme HayyHyio paboTy, nNpuv NOATOTOBKE AOKYMEHTa/bHbIX MybanKkaumi c



MCNosib30BaHNEM [OOKYMEHTOB apxmBa OpraHumsauunun 06A3aHbl Aenatb CCbI/IKM Ha MUCNOJib3yemMble
dPXMBHbIE JOKYMEHTbI. CcblKM Ha APXMUBHbIE AOKYMEHTbI MOTYT CoAepXKaTb cneaytowne aIeMeHTbI:

- 3aro/IoBOK 6ubnmorpadpuyeckor sanncm <12>;

<12> B cootBetctBUM ¢ [OCT 7.76-96 "CUBUA. KomnnektoBaHue ¢oOHAA [AOKYMEHTOB.
BubnunorpadumposaHme. Katanormsaums. TepmuHbl U onpegenenmnsa”, n. 5.1. "... 3aronoBok
6ubnnorpadmnyeckon 3anncnm MoXKeT CoAep)KaTb... HAMMEHOBAHME OpraHM3auuKn, Ha3BaHME CTPaHbl U
obo3HaueHMe BMAA AOKYMeHTa (3aronoBoK ¢opmbl), yHUbUUMPOBaAHHOE 3arnaBue WAM Apyrue
cBefieHumna".

- OCHOBHOE 3ar/iaBue AOKYMEHTa;
- CBeZleHMA, OTHOCALLMECS K 3ar1aBuio;

- cBeZileHuA 06 OTBETCTBEHHOCTY;

- MOWCKOBbIE AAHHbIE JOKYMEHTA;

- CBEAIeHNA O MECTONO/IOXKEHMM 06BEKTA CCbIIKM B AOKYMEHTE;

- cBeAeHUA 0 gene (eguHULE XpaHeHMA), B KOTOPOM XPaHUTCA LOKYMEHT - 06bEKT CCbIIKY;
- NPUMeYaHua, Hanpumep:

Mpukas "06 yBonbHeHUN coTpygHuKos" 28.10.2013 N 26-MY. 000 "Pomawka" @. /1-53. On. 3. 4.
148.

Mopagok 3anucu  6Gubaunorpadumyeckmx onucaHmin  onpegeneH [OCT P 7.0.5-2008
"Bubnnorpaduyeckan ccolsika. Obwme TpeboBaHUA U NpaBuAa coctasneHma".

6. NEPEAAYA AEN U3 APXUBA OPTAHU3ALIMA

6.1. Mepepayva Aen Ha NOCTOAHHOE XPaHEeHUe B rOCYAapPCTBEHHDI
(MyHMUMNanbHbIN) apxuB

Mepenaya AOKYMEHTOB OPraHU3aLMM Ha XpaHeHWe B roCyAapCcTBEHHbIN (MyHUUMMNANbHbBIN) apXuMB -
KOMIMJIEKC NPOLEeAYp, UMEIOLLMX LLeIbio KOMMIEKTOBAaHWE roCyAapCTBEHHbIX M MYyHULMNAAbHbIX aPXMBOB
AOKymeHTamu ApxmBHoOro ¢poHaa Poccuiickoit ®egepaumn, ocyLecTBasemMbiX B COOTBETCTBUM C NAAaHOM
WM B YCTAaHOB/IEHHbIE AOTOBOPOM CPOKM.

FocyfapcTBeHHble (MyHULMNANbHbIE) apXMBbl MPUHUMAIOT Ha XpPaHEeHUEe JO0KYMEHTbI MOCTOAHHOTO
CPOKA XpaHeHWs OpraHM3auMii - UCTOYHMKOB KOMMIEKTOBAHWUA, A TAKMKe [OKYMEHTbl MO JIMYHOMY
COCTaBY B C/ly4ae JIMKBUAALMMN STUX OPraHM3aLNN.

JIOKyMeHTbl MOCTOAHHOIO XpaHeHusa, obpa3oBasluMeca B [AEATE/IbHOCTM OpraHusauui, He
ABNAOLMXCA WMCTOYHMKAMMU KOMMIEKTOBAHMA rOCYAapCTBEHHbIX (MYyHULMNANbHbIX) apXMBOB, MOTYT
nepegasaTbCA B rOCYAAapCTBEHHble (MyHMUMNaAbHble) apxXuBbl Ha OCHOBaHMM [AOrOBOPOB C
COBCTBEHHUKaMM AN BAageNbLaMn A0KYMeHTOoB (n. 6.2. Mpasun).

Mepenaya AOKYMEHTOB OpraHM3aLMmM Ha XpaHEeHWe B rOCYAapCTBEHHbIN (MyHMUMNANbHBIN) apxuB
OCyLLEeCcTBAAETCS:

- B N1aHOBOM NOpPAAKE;



- OCPOYHO - MPM OTCYTCTBUMN HEOBXOAUMbIX YC0BUIA Ana obecneyeHns COXPaHHOCTM AOKYMEHTOB
ApxusHoro ¢poHaa Poccuiickont Peanepaummn, npu yrpose ytpaTbl (YHUUTOXKEHWNA) LOKYMEHTOB, a TaKkKe
no npocbbe opraHM3auMmM Ha OCHOBAHWM AOrOBOPA C rOCYAAPCTBEHHbIM (MYHMLMNAAbHBIM) apXMBOM (M.
6.5. Mpasun).

Mpouecc nepenayn  [AOKYMEHTOB  OpraHM3aLMuM Ha  XpaHeHMe B FOCYAAPCTBEHHbIV
(MYHMUMNANbHDBIN) apXMB BKOYAET:

- onpeaeneHne CpoKa nepesaym A4OKYMEHTOB B rOCyAapCTBEHHbIN (MYyHULMNAAbHbIN) apXuB;
- NOArOTOBKY AOKYMEHTOB K Nepegaye B rocy4apCTBEHHbIN (MyHULMNANbHbIN) apXuMB;

- nepefadvy [OKYMEHTOB B TrOCYAapCTBEHHbI (MyHUUMNanbHbIK) apxue. Cpok nepegayu
OOKYMEHTOB B roCyAapCTBEHHbI (MyHULMNANbHbIN) apXuB onpeaenseTca ¢ y4eTOM CPOKOB BPEMEHHOro
XpaHeHUs AoKymeHTOB ApxuBHoro ¢oHaa Poccuitickoit Pepepaummn B apxmBax oOpraHusauuii ao
nepenayv Ha XpaHeHue B rocyaapcTBeHHbIM (MyHULMNANbHBIN) apxuB, ycTaHOBAEHHbIX PeaepanbHbIm
3aKOHOM OT 22 oKTA6psA 2004 r. N 125-$3 "06 apxmnsHom gene B Poccuitckoint Pegepaumn” (ct. 22).

CpoKM nepefaum [OOKYMEHTOB OpraHuM3auuii, He SABAAIOWMUXCA T[OCYAaPCTBEHHbIMU UK
MYHULMNAAbHBbIMWU, B TOM YMC/e 06LLECTBEHHbIX 06beANHEHNIN B rOCYAapPCTBEHHbIE (MYHMLMNA/bHbIE)
apxunebl GUKCUPYIOTCA B AOrOBOpeE.

CpoKu nepenaym AOKYMEHTOB KOHKPETHOM OpraHM3aummn B rocyAapCTBeHHbIA (MyHUUMMNANbHbIN)
apXuB  yCTaHaB/AMBAKOTCA MAaHOM MpPMema [AOKYMEHTOB, KOTOPbIA  COCTaBAAETCA  KaXKAblM
rocyAapcTBeHHbIM (MyHMLMNANAbHBIM) apXMBOM, COM1aCOBbIBAETCA C OPraHU3auUMAMMU - UCTOYHUKAMMU
KOMM/IEKTOBAHUA U YTBEPNKAAETCA PYKOBOAMTENEM roCyAapCTBEHHOrO (MyHUUMNanbHOro) apxuea (n.
6.6. Mpasun).

lpadmueckoe usobparkeHue npouecca 6.1. "lepepaya Oen Ha MOCTOAHHOE XpaHeHue B
rocygapcTBEHHbIM (MyHUUMNAAbHBIN) apxmB" Ha cxeme 29 npunoxenus N 4.

6.1.1. NMNoarotoBKa aen, [,OKYMEHTOB K nepeaayve
B roCyA,apCTBEHHbIN (MyHULMNANbHbIWA) apXxuB

MoarotoBKa Aen, AOKYMEHTOB K nepefadye B roCyAapCTBEHHbIM (MyHMUMMAAbHbLIA) apxuB
npoBoauTcA PaboOTHUKOM apXx1MBa OpPraHM3aLUnKn 1 BKIKOYaET:

- onpeaeneHuve cocTaBa Aen, NoAJeXKalMx nepegaye B rocyAapCTBEHHbIN (MyHUUMNANbHbIN)
apxuB

- NPOBEPKY NpPaBUIbHOCTU Od)OpM}'IEHMH aAen wmn ¢M3M‘-IeCKOI'O N CaHUTAPHO-TUTUEHUNYECKOTO
COCTOAHMA AOKYMEHTOB, NepeaaBaeMbIX B I'OCV,CI,apCTBeHHbIlz (MYHMLLMﬂaﬂbeIﬁ) dpPXuB.

- NoAroToBKY AOKYMEHTOB, HEO6XO,£I,MMbIX npu nepenade.

OnpepeneHne coctaBa e, NOANENaWMX Nepefaye B rocyAapCTBEHHbIN (MyHUUMNANbHbIN)
apxvB, M NPOBEPKA KayecTBa UX GoOpPMUPOBAHUA M 0POPMIEHNS OCHOBbLIBAETCA HA PEKOMEeHZAuMAX No
noAroToBKe Aen K caadye B apxmB opraHusaumnu (pasgensi 1.1.2, 1.2. MeToanyeckmMx pekomeHaaLnit).

OaHoBpPeEMEHHO € 3TMMKM paboTamu, NPOBOAUTCA CBEPKa MHbOpMaUUKM Ha 0B6JIOXKKax Aen ¢
3aMNMCAMM B COOTBETCTBYIOLLMX TOLO0BbIX pasgenax onucu gen. BbifsBneHHble HeCcoOOTBETCTBUSA
yCTpaHsAoTCcA PpaboTHMKOM apxmMBa OpraHu3aLmm.

Mpy OBHaPYKEHUN PACXOMKAEHUI MEKAY MTOroBOWM 3anMMCcblo roA40BOrO pasgena onucu aen u
$aAKTUYECKMM HaMuMem nepefaBaembix Aes, MHPopmauus 06 OTCYyTCTBYHOLWMX Aenax GpUKcupyeTcsa B
aKTe npuema-nepegaun (npunoxernve N 30 lMpaBua) U opraHMsaumsa - UCTOYHMK KOMMIEKTOBaHMA



NPOBOAMT PO3bICK YTEPAHHbIX AN B COOTBETCTBMM C M. 2.2.3. B cayyae ecnm oTcyTcTByOWME LOKYMEHTbI
He 6blNN HalAeHbl, OpraHM3aLmMa CoCTaBAAET aKT 06 yTpaTe AOKyMeHTOB (npunoxkeHue N 6 lMpasun),
KOTOPbIN TaKKe NpeacTaBAAeTcA B rocygapCTBEeHHbIM (MyHMUMNanbHbIM apxus). OdopmnseTtca HoBas
UTOroBas 3amnucb, B KOTOPOI yKasbiBaeTcs GaKTUUECKOe Ha/nuuMe Aen U HomMepa OTCYTCTBYIOWMX Ae.
OpraHusaums No4roTaBAMBaeT CNPABKY O MPUYMHAX YTPaTbl JOKYMeHToB (n. 6.8. Mpasun).

Ecnn B Xxo4e NOArOTOBKM AeN, AOKYMEHTOB K Mepefaye B rocyAapCTBEHHbIA (MyHULMNANbHbIN)
apxvMB BbIfABAEHbl HeNpaBWAbHO 0GOPMAEHHbIE fAefa, OHM NOALWMBAKTCA B HOBble OOMOXKKM.
dusnyeckoe U CaHUTAPHO-TUTMEHUYECKOE COCTOAHWE AOKYMEHTOB OMNpeaensaetcs nytem NOJAUCTHOro
npocmoTtpa fAen. BbisBneHHble gedekTbl GU3MYECKOTO W CaHUTAPHO-TUFMEHMYECKOTO COCTOSIHUA
OOKYMEHTOB OpraHM3auma yCcTpaHaeT CaMoCTOATe/IbHO. B aTom cnydyae, nepefavya gen casuraercs go
MOMEHTa YCTPaHeHUA AedeKToB.

6.1.2. MopAaoOK Nnepegayun Aen Ha XpaHeHUe B rocyAapcTBeHHbIM
(MyHMLUMNanbHbLIN) apxus

Mepesaya Aen Ha XpaHeHWe B roCyAapCTBEHHbIM (MyHMUMMANbHbIA) apXMB OCyLLEeCcTBAAETCA
pPaboTHMKOM apxuBa OpraHMsauuMm M pPaboTHMKOM rOCyAapCTBEHHOro (MyHMUMNANbHOrO) apxuBa,
KOTOPbIN NPOBEPAET HaMuMe e/, a TaKKe KayecTBo Mx GoOpMMpPOoBaHMA U 0DOpMAEHUS.

Mepepaya aen opopmMAAETCA aKTOM Mpuema-nepesiadnm apxmMBHbIX [AOKYMEHTOB Ha XpaHeHue
COCTaBNAEMbIM PabOTHMKOM rOCyaapCTBEHHOrO (MyHULMNANbHOrO) apxmBa. AKT cocTaBaAeTcA B ABYX
3K3emnaspax, OAMH OCTaeTcA B nepedalolleit Aena oOpraHM3auuuW, APYroh - B NPUHUMAaIOLLEM
rocyaapctseHHOM (MyHULMMNAaNbHOM) apxuBe. AKT npuema-nepenaunm noanucbiBaetca paboTHUKamM
opraHvM3aumMm W TroCyAapCTBEHHOro (MyHMLMMANbHOTO) apxuBa, OCYLLECTBAAIOWMMA Mepesady
OOKYMEHTOB M YTBEPXAAETCA PYKOBOAMTENEM OpraHusauuuM U pPyKoBOAMTENEeM TOCYAaPCTBEHHOTO
(MmyHMUMNanbHoOro) apxmea.

OpraHu3auma - UCTOYHWK KOMM/IEKTOBaHMUA COrNacyeT CPOKM AOCTaBKWU AN B rocyAapCTBEHHbIN
(MyHMUMNanbHbIN) apxuB. TpPaHCMOPTUPOBKA [JOKYMEHTOB OCYLLECTBAAETCA 3a CYeT CpeacTts
opraHusaumn. [JoKymMmeHTbl NepeBO3ATCA B NePBUYHbIX CPEACTBaX XpaHeHUa (KopobKax nam nankax).

lpadmueckoe wu306paxkeHne npouecca 6.1.2. "lMopAaAoK nepegaun [Len Ha XpaHeHue B
rocygapcTBEHHbIM (MyHUUMNANbHBIN) apxmB" npeacTasneHo Ha cxeme 30 npunoxkeHua N 4.

6.2. Nepeaayua gen npu peopraHnsauum, TMKBMAALUN OpraHU3aLum

MNMpouecc nepegaun apxmMBHbIX OOKYMEHTOB MPU peopraHM3aumn Uan AMKBUAALMU OpraHM3aumm
BK/IIOYHaET!:

- onpegeneHne MecTa gasibHellero XxpaHeHUs AOKYMEHTOB;
- NOArOTOBKY apXMBHbIX AOKYMEHTOB K nepeaaye;
- nepeaavy apXmBHbIX JOKYMEHTOB.

Mpu peopraHMsaummn UaAnM IMKBUAALUMKN OPraHMU3aLMM MECTO Aa/ibHENWEero XpaHeHUs 4OKYMEHTOB
onpepenseTca B COOTBETCTBUM C AEWCTBYIOWMM 3aKOHOZATENbCTBOM B 06/,1aCTUM apXMBHOTO Aena u
YKa3bIBaeTCA B PacnopsamTelbHOM LOKYMEHTE O peopraHusauum (MMKeugaumm) nociegHen.

Mpn peopraHMsauum opraHM3aLMK OMNPeaensieTca PUANYEcKoe ML, KOTOPOMY nepeaatoTcs
JOKYMEHTbI.

B cootBeTcTBMM cO CT. 23 PeaepasibHOro 3akoHa oT 22 oKTabpa 2004 r. N 125-d3 "O6 apxmBHOM
aene B Poccuiickolt ®egepaumn” ycTaHaBAMBAOTCA cleaytoLlime nNpasmna:



- MPU PeopraHM3aumMmn rocyLapCTBEHHbIX OPraHOB apXWBHble AOKYMEHTbl B YMNOPAAOYEHHOM
COCTOSIHUM MepefatoTca MNpaBoONpPeeMHMKaM PeopraHM3yemMblX FOCY[apCTBEHHbIX OPraHOB WM B
COOTBETCTBYHOLLMIA rOCYAAaPCTBEHHbIN apXuB;

- Npun U3MeHEHUUN CTPYKTYPbl OPraHoOB MECTHOrNro CamMmoynpasBieHUA apXMBHbIE OOKYMEHTblI B
ynopaao4eHHOM COCTOAHUNK nNepeaatoTca BHOBb d)OpMVIpyEMbIM OopraHam mecTHOro camoynpassieHuA,;

- NPY peopraHmnsaLmm rocy4apCTBEHHbIX U MyHULMMNANbHbIX OPraHM3aLumMii apXnBHbIe OKYMEHTbI B
yrnopAaAoYEeHHOM COCTOAHUM MepesaloTca NpPaBoNpPeeMHUKaM PeopraHM3yemMblX OpraHusauuii uam B
apxvB BblWecToAWEen opraHusauuun. MNpu 3Tom B Cc/aydae npeobpasoBaHUA TOCYAAPCTBEHHbIX U
MYHUUMNANbHBIX OpraHmM3aumnii ¢ nsameHeHnem ¢Gopm CobBCTBEHHOCTM MMYLLLECTBA 3TUX OpraHU3auui
apXMBHblE [OKYMEHTbl MOryT OblTb nepefaHbl Ha BPEMEHHOEe XpaHeHWe BHOBb BO3HMKLWUM
OpraHM3aumMaAM-NpPaBoNpPeemMHMKamM Ha OCHOBAHWM [AOrOBOPOB MENKAY [AaHHbIMW OPraHM3auusmun u
COOTBETCTBYHOLLMMM FOCYAAPCTBEHHBIMU UAW MYHULUMNANbHBIMU apXMBaMU;

- NPM peopraHn3aLmnmn rocyaapcTBeHHbIX U MyHULMNANbHbIX OpraHn3aLmMii NyTem pasaeneHuns uam
BblAENEHNA M3 UX COCTaBa OAHON WAN HECKONbKUX OpraHu3aumii ycioBMA U MecTo AaibHelero
XpaHeHUs apXMBHbIX AOKYMEHTOB OMpeaenAloTca ydypeauTenaiMmm 3TUX opraHMsaumin n1Mbo opraHamm,
YNONHOMOYEHHbIMU Ha TO y4YpeamuTeNibHbIMU AOKYMEHTaMM, MO COracoBaHUIO C COOTBETCTBYHOLLMM
cneumanbHO  ynonHomodeHHbIM [pe3naeHTom Poccuitickon dPepepauun  deaepanbHbIM  OpraHoOM
WCMONHUTENbHOM BAAacTU WAM YNONHOMOYEHHbIMU OPraHaMn MCNONHUTENbHOW BNAacTM cybbeKkTos
Poccuiickoit Pepepaummn B 061aCTN apXMBHOTO AeNa;

- MpU peopraHusaLMM HerocygapCTBEHHbIX OpraHusauuidi YyCNoBMA M MECTO AasibHellero
XPaHEHMA APXMBHbIX LOKYMEHTOB OMNPeAenatoTcs yuypeauTensimMmu 3TUX opraHusaumnii nnbo opraHamu,
YMO/JIHOMOYEHHbIMM Ha TO Y4peanTebHbIMU AOKYMEHTaMU.

Mpy AWMKBMAALMM OpraHMs3auum B PaACNOPAAUTENbHOM [AOKYMEHTE O JIMKBMAALUMM MEeCTo
AanbHeNWero xpaHeHUA AOKYMEHTOB YKa3blBaeTCA B COOTBETCTBMM CO C/eAyHOWMMU MONOKEHUAMM CT.
23 depepanbHOro 3akoHa OT 22 okTabpsa 2004 r. N 125-903 "O6 apxuBHOm gene B Poccuiickoit
depepauunmn':

- NpY  JMKBMZAUMM TOCYOAPCTBEHHbIX OPraHoB, OPraHoOB MECTHOrO CaMoynpaBaeHus,
rOCYSApPCTBEHHbBIX WM MYHMUMMNANbHbIX OpPraHM3aumiAi  BK/OYEHHble B CcOCTaB ApxuBHOro ¢oHAa
Poccuiickoit ®egepaumm AOKYMEHTbI, AOKYMEHTbI MO JIMYHOMY COCTaBY, a TaKXKe apXUBHbIE JOKYMEHTbI,
CPOKM BPEMEHHOIO XPaHEHWUs KOTOPbIX HE WCTEKAW, B YNOPAAOYEHHOM COCTOSSHUM MOCTYMNalT Ha
XPaHEeHWe B COOTBETCTBYHOLMIA FOCYAapCTBEHHbIA MAN MYHULUNAAbHbLIA apXu1B;

- NP NKBUAALMM HErocynapCTBEHHbIX OpraHM3aumii, B TOM Yucie B pesynbTaTe BaHKPOTCTBa,
obpasoBaBLuMecs B NpoLecce UX AeaTeIbHOCTU U BKIKOYEHHble B cocTaB ApxmBHoro ¢oHaa Poccminckom
denepaunn apxmBHble SOKYMEHTbI, OKYMEHTbI MO JIMMHOMY COCTaBY, @ TaKXKe apXMBHblE LOKYMEHTbI,
CPOKM BPEMEHHOTO XpPaHEHUA KOTOPbIX HEe WCTEKAW, NepesaroTcs JIMKBUOAUMOHHOW KomMUccuein
(NMMKBMZATOPOM) MM KOHKYPCHbIM YNPaBAAIOWMM B YNOPALOYEHHOM COCTOSHWUW Ha XpaHeHue B
COOTBETCTBYHOLMA FOCYAAPCTBEHHbIA UANM MYHUUMMANbHLIA apPXMB Ha OCHOBaHMM A0roBOPA MeXKAy
JIMKBUOAUMOHHON KOMMUCCHEN (ANKBMAATOPOM) MM KOHKYPCHBIM YNPAaBAAIOWMM M FOCYAaPCTBEHHbLIM
AN MYHULMNANbHBIM apXMBOM. MpK 3TOM NUKBUAALMOHHAA KOMUCCUA (IMKBMAATOP) MM KOHKYPCHbIA
YNPaBAAOLLNIA OPraHMU3yeT yrnopagouyeHne apXmMBHbIX JOKYMEHTOB IMKBUAMPYEMOW OPraHM3aLmm, B TOM
yncne opraHM3aLnm, IMKBUANPYEMON B pe3ybTaTe HaHKPOTCTBA.

OpraHu3auMoHHblE BOMPOCHI MOATOTOBKM AOKYMEHTOB K MNepejadye pellaeT JIMKBUAAUMOHHAA
Komuccua (n. 7.1. MpaBun), B cocTaB KOTOPOI BXOAAT NpeACTaBUTENN apxmBa pPeopraHM3yemolt
(nvkBMgMpyemolt) opraHmsaumn. lNpu peopraHusaumu (NMKBUOALMWM) OPraHM3aumii - WUCTOYHUKOB
KOMMNIEKTOBAHWUA rOCYAapCTBEHHbIX (MYHMLMMNANbHbLIX) apPXMBOB B COCTaB JIMKBUAALMOHHON KOMUCCUM
BXOAAT TaKXe npeacTaBuUTe/IN COOTBETCTBYIOLLEro roCy4apcTBEHHOrO (MyHUUMNANAbHOIO) apxmBa.



Mpu noarotoBke ¢oOHAA peopraHM3yeMon (NMKBUAMPYEMOM) oOpraHusaumMm K nepejgade
NPoBOAMTCA NPOBEPKA HAAMYMA M COCTOAHMA [OKYMeHTOB (cM. pasgen 2.2.3. MeTogmuyecKkmx
pekomeHAauMi), a TaKXe NoArotoBka pgen K nepepgade (cm. pasgen 6.1.2. MeTtogmuyeckmx
pekomeHaaumi). lepepaya [OKYMEHTOB NPOBOAMTCA MO  aKTy MpuMeMa-nepesayvnm apxmBHbIX
AOKYMEHTOB Ha xpaHeHue (npunoxkeHne N 30 Mpasun).

Mpyv nepepayve [AOKYMEHTOB TMPaBOMPEEMHUKY PeopraHM3yemMon opraHusauuMmM WM BHOBb
CO34aHHOMY OPUANYECKOMY JIMLY aKT yTBeprKAaeTca npeacesateseM AUKBUAALMOHHOW KOMUCCUU U
pykoBoAMUTE/NEeM  OpraHM3aumu, MpPUHMMAlOWENA  [AOKYMeHTbl. [pu  nepefavye  OOKYMEHTOB
JNIMKBUAMPYEMOW OpraHu3aLMM B rocygapCTBeHHbIM (MyHMUMNANbHbLIA) apXMB aKT npuema-nepesayu
AapPXMBHbIX [OKYMEHTOB Ha XpaHeHue yTBeprKAaeTca npeacenartesieM JMKBUAALMOHHON KOMUCCUM U
PYKOBOAMTENEM FOCYAAPCTBEHHOTO (MYHULMMNANABbHOMO) apXmBa.

TpaHCNOPTMPOBKa NepeAaBaeMblX 4OKYMEHTOB OCYLLLECTBAAETCA 3@ CYET CPeACTB, BblAe/IeHHbIX Ha
peopraHuMsaumio (MMKBMAALUMIO).

lpaduueckoe m3o06paxkeHne npouecca 6.2. "Mepegaya fen nNpu peopraHnsaunm, AMKBUAALUK
opraHusaumn' npeacTaBieHo Ha cxeme 31 npunoxkenus N 4.

6.3. Mepeaaya Aen Npu cMeHe PYKOBOAMUTENA apXUBa OpraHM3aLum

Mpouecc nepegayn AOKYMEHTOB apxvMBa OpraHM3auuMu Npyv CMeHe pyKoBoauTensa apxvsa (nvua,
OTBETCTBEHHOrO 33 apX1B) BKAKOYAET:

- OpraHM3aLMOoHHblE MEPONPUATUA MO NOATOTOBKE K Nepesaye A0KYMEHTOB;
- NO4rOTOBKY AOKYMeHTOB GOHAa K Nepegaye;

- NPOBEPKy NoMeLleHNn U 06opya0BaHUS;

- Nnpuem-nepesayvy AOKYMEHTOB.

ﬂ,l’lﬂ OopraHM3auunun npmema-nepenaydm apxXmBHbIX AOKYMEHTOB U MaTeEpPUNA/ZIbHbIX LI,EHHOCTEI‘/JI apxuea
pykoBoAuUTENb OpPraHun3aunm usgaet npukad O HaA3Ha4YeHUN KOMUCCUM B COCTaBe He MeHee Tpex
YyesioBekK.

B coCTaB KOMMCCMM BK/IOYAIOTCA PYKOBOAWTE b, KYPUPYIOWMI apXxuB, PYKOBOAWUTE/Nb apXvBa,
nepefatoWwmin  apxuMB,  PyKOBOAWUTENb  MPUHUMMAIOWMI  apxuB,  NpeacTaBuUTeNb  CAYKbbl
AenonponssoacTea. BosaMOXKHO BKAOYEHME B COCTaB KOMWMCCUMM YMOAHOMOYEHHbIX OT Byxrantepuun u
OTZeN1a KaApoB, a TaKXKe CNeLmanmcTos, CNocobHbIX OLEeHUTb COCTOAHNE 060PYA0BaAHMS.

Mpun noAroToBKe K Npuemy-nepegayve JOKYMEHTOB NpoBepAeTca Haanyme u COCToAHME:
- AOKYMEHTOB apXxunBa, B TOM 4nucne ocobo LUEeHHbIX aen n nx CTpaxoBbiX KOI'IMVI;

- OCHOBHbIX YYETHbIX AOKYMEHTOB apXMBa: KHWUra y4yeta NMOCTYNAE€HUA N BblObITUA AOKYMEHTOB,
cnmcok ¢oHA0B, NNCTbl POHAA, ONUCK AeN, PeecTpbl ONUcen agen;

- BCNomMmoraTte/ibHbIX Y4€THbIX JOKYMEHTOB apXuBa: KHUra ydyeTta gBUNXKeHUA aen no d)OH,EI,aM, KHUTa
y4yeTa nepepa60TKM M ycoBeplweHCTBOBaHUA onucen, KHura y4yeTa Bblaayn AOen BO BpPeEMEHHOe
nonb3oBaHWUE,;

- YYE€THbIX AOOKYMEHTOB apxumBa MNo pa60Te C noaBeaAoOMCTBEHHbIMU OpraHU3aULmnAMU (an
HaI'IW-IMM)Z CMUCOK opraHM3a|.|,m71 - NICTOYHMKOB KOMNNEKTOBAHUA, Ha6mop,aTeanb|e aena OpFaHM3aLLMﬁ.

Mpu npueme-nepenaye apxmsa HagNEXUT MPOBEPUTb HA/IMUME U COCTOAHMUE:



- neyaTtel 1 WITaMMNOB apxMBa (Mpu UX HaUUUK);

- o6opyaoBaHMA U MHBEHTapA (MPOTMBOMNOMKAPHOIO M OXpaHHOro obopyaoBaHMA, NPUBOPOB Mo
U3MepPEHUIO TeMMNePaTYPbl U BAAXKHOCTU, KOMNbIOTEPOB, NPU UX HAANUYUK).

Komucema no npuemy-nepegade apxmea OLLeHMBAET TaKXKe YCN0BUA XPaHEHNA OOKYMEHTOB.

Mprvem-nepesaya AOKYMEHTOB MPOM3BOAUTCA B OMpeAefieHHON MocnenoBaTelbHOCTU: CHavana
nepenaloTca CNPaBOYHMKM, MOKA3biBalOWME KOJMMYECTBO AeN B LENOM MO apxXvMBy W WX ABUMXKEHME
(cnucok doHaoB, peecTp onucei, KHUIMM ydeTa NOCTYNAeHU U BblbbITUA AOKYMeHTOB). Mocne 3Toro B
nopsagKke Homepos GOHAOB NepeaatoTCs CNPABOYHMKM NO Kaxkgomy GoHAY.

Mocne npuema-nepegadn HCA apxvuBa npousBoAUTCA Npuem-nepedadya HenocpeacTBeHHO
apXMBHbIX AOKYMeHTOB. [lpuem-nepefadyy uenecoobpasHo MNPOBOAUTbL MOCTENNANKHO, B MNOpPAAKe
pasmelleHns ¢oHAOB Ha cTennaxkax (nonkax). lNocne npuema-nepedayn apxmMBHbIX OOKYMEHTOB
Ka)kgoro ¢oHAa BHOCATCA COOTBETCTBYHOLLME 3aMMCM BO BCe 3K3eMNAApbl onucei. PykosoauTens,
nepeaaloWwunii apxmBHble AOKYMEHTbI, AaeT NOoACHEeHMA HOBOMY PYKOBOAMUTENIO apXMBa OTHOCUTENbHO
pasMelleHNs apXMBHbIX [OOKYMEHTOB B apXMBOXpaHWAMLLIE, NOPAAKA pasmeleHuAa apXMBHbIX
OOKYMEHTOB Ha CTen/axKaX, MoJIKaX, COoAepKaHWUA TMOWUCKOBbIX [AaHHbIX Ha KOpobKax (cBsA3Kax),
Tonorpaduyecknx ykasaTensx, KapTodykax ¢oHaoB. Mo pesysnbTaTaMm npuvemMa-nepesadyn cocraBiseTcs
aKT NpMeMa-nepesayym apxmuBHbIX LOKYMEHTOB U MaTepuanbHbIX LeHHocTel (npunoxeHune N 16).

AKT nognucbiBaloT npeaceaartesib KOMUCCUW, PYKOBOAWUTENb apxuBa, MNepesalowuii apxus U
pyKOBOAUTENb, MNPUHUMAIOWMIA apXMB M  YJeHbl KOMMUCCUMM. AKT YyTBEpP)KAaeT pPyKoBoAMUTE b
opraHusaumm.

paduueckoe m3obparkeHne npouecca 6.3. "lNepenava Aen nNpuM CMeHe PYKOBOAWUTENA apPXMBaA
opraHusaumm” cm. Ha cxeme 32 npunoxkenus N 4.

7. BbIAENEHUE AOKYMEHTOB C UCTEKLULMMW CPOKAMWU XPAHEHUA
K YHUYTOXKEHUIO

Mpouecc BblAeNeHUA LOKYMEHTOB C UCTEKLIMMU CPOKAMM XPaHEHUS K YHUUTOXKEHMIO BK/OYAET:
- BblgeNeHne Aen, AOKYMEHTOB K YHUUTOKEHUIO;

- NOArOTOBKY aKTa O BblAeNEHUN AOKYMEHTOB K YHUUTOXKEHWIO;

- nepenayva aen, AOKYMEHTOB Ha YHUUTOXKEHME.

Mpouecc BblaeNeHUs Aen, AOKYMEHTOB K YHUUTOXKEHUIO NPOBOANUTCA:

1) paboTHUKamM cnyK6bl AeN10NPOM3BOACTBA MO Pe3y/ibTaTam 0TOOpPa LOKYMEHTOB Ha XPaHEHWE B
apXxvMBe OpPraHM3auMM UAN YHUUTOMKEHME B PaMKaxX 3KCMepTUsbl LLEeHHOCTU [AOKYMEHTOB (CM. pasaen
1.1.2. MeToANYECKUX PEKOMEHOALUIA);

2) paboTHMKaAMM apxuMBa OpraHM3auuuK - MO pe3y/bTaTaM 3KCNEePTU3bl LLEeHHOCTU [AOKYMEHTOB,
nognesalmux mnepegadye B rOCYAapCTBEHHbIM (MyHUUMNaAnbHbIA) apxuB (cm. pasgen 6.1.1.
MeToamn4eckmx pekomeHaaumii) v B npouecce NpoBeAeHMA NAaHOBbIX PaboT No ynopagoyeHuto aen
apxuBHoro ¢poHaa.

O6bekTamu npouecca YHUUTOXKEHNA aen, AOKYMEHTOB ABNAKOTCA:

- gena C UCTEKWMMU CPOKaMK XpaHEeHUA, HaxogAawmeca B CTPYKTYPHbIX noapasgeneHunaAax
OpraHunsaunun, a TakxKe AOKYMEHTbl C UCTEKLWWMMU CPOKaMU XpaHeHNA, B TOM YnUcae KON AOKYMEHTOB,
n3bvATble U3 Aen, nognexawux nepenayvye B apxms opraHn3auunu;



- [ena BPeMeHHbIX CPOKOB XpaHeHMsa (cBbiwe 10 fIeT), CPOKM XpaHEHWUs KOTOPbIX WCTEKMU,
cbopMMpPOBaHHbIE, ONUCAHHbIE U YYTEHHbIE B FOAOBbLIX Pasfenax onucen gen, AOKYMEHTOB B apxuee
opraHu3aumu.

Jena, LOKYMEHTbI BblAENA0TCA K YHUUTOXKEHWNIO, €C/TM NPEAYCMOTPEHHbIN A5 HUX CPOK XpaHeHus
ncTeK K 1-my aAHBapsA roga, B KOTOPOM NpoBoAAaTcA paboTbl NO BblAeNEHUIO AeN, AOKYMEHTOB K
YHUUTOXKEHWNIO M COCTaBAAETCA COOTBETCTBYIOWMIA akKT (n. 4.11. Mpasun). Hanpumep: aena ¢ 3-1e€THUM
CPOKOM XpaHEeHMA, 3aKOHYEHHble AenonponssoacTsom B 2011 r., MOryT 6bITb BKAOYEHDI B aKT, KOTOPbIN
byget coctaBneH He paHee 1 sHBapa 2015 roaa, ¢ NATUIETHUM CPOKOM XPaHeHUA - He paHee 1 aHBaps
2017 ropa.

BbloeneHve fOen, [OKYMEHTOB K YHUUYTOMEHUIO B [Ae/I0NPOU3BOACTBE  OCYLLECTBAAETCA
pPabOTHMKOM CTPYKTYPHOrO MoapasfaeneHns oaHOBPeMeHHO C OT6OpPOM AOKYMEHTOB MOCTOSHHOIO M
BpemeHHoro (csbitwe 10 fneT) xpaHeHUs ANA nepedadn B apxus opraHusaumm (cm. pasgen 1.1.2
MeToanyeckux pekomeHaaumit). Mpu sTom NPOUCXOANT:

- BblAaeneHune (Ha OCHoBe MPOCMOTPa HOMEHKAATYpbl AeN roAa, 3a KOTOpbI caakoTcsa Aena), Aen ¢
NCTEKLIMMM CPOKaMU XPaHEHMSA, NOANEKALLMX YHUUTONKEHUIO. [1pU 3TOM YUUTLIBAIOTCA TaKMe OTMETKU B
HOMEHKNaType [en opraHuMsauuu, Kak "[o muHoBaHuA HagobHoctn" ("AMH"), "mpun ycnosuu
nposeaeHun (3aBepieHns) pesnsmnn' n 1.n.;

- U3bATME NO pes3ysibTaTaM MOJIMCTHOFO MPOCMOTPaA Aen, nepesaBaeMblX B apXuB OpraHusaumu,
KOMUI LOKYMEHTOB U LOKYMEHTOB, CPOK XPAHEHUA KOTOPbIX UCTEK. [LOKYMEHTbI M KOMUKN LOKYMEHTOB,
BblAENEHHbIE K YHWYTOXEHWIO, MPUCOEAMHAIOTCA K [JeNam C MUCTEKWMMMU CPOKaMK XPaHEeHMUs,
MOCBALLEHHbIM COOTBETCTBYIOWMM BOMpocam. [1pu  OTCYTCTBUM TaKOBbIX [AOKYMEHTbl W KOMUM
OOKYMEHTOB, BblAeNEHHbIE K YHUYTOXKEHWI0, GOpMUpPYIOTCA B OTAe/IbHble JAesa, KOoTopble He
odopmnsaoTca n He nogwmneatoTca. Mm aatotca 0606LeHHbIe 3aro/IoBKKU, Hanpumep:

JoKymeHTbl 06 opraHu3auuu M NPoBeAeHUM 3aHATUIN NO NOBbIWEHUIO KBanndpuKaumm (yuyebHblie
NaHbl, *KYPHa/Ibl NOCELW,AEMOCTM 3aHATUIN U Ap.).

Mpy BbLIAENEHUM AN K YHWYTOKEHWUIO B Ae/0NpoM3BOACTBE HEOHXOAMMO NPOCMOTPETb
HOMEHKNaTypbl Aen 6onee paHHUX NeT ANA BbIAENEHUA K YHUUTOXKEHMUIO AN 33 COOTBETCTBYIOLLME FO4bI,
XPaHALWMXCA B AE10NPOM3BOACTBE.

nOAI’OTOBKa dKTa O Bblae/IeHNN K YHUUTOXKEHUIO AOKYMEHTOB C UCTEKWMMU CPOKaMU XPaHEHNUA B
Aenonponssoacrtee BKAKOYaeT:

- NOATOTOBKY B CTPYKTYPHbIX MOAPA3AENeHUAX NPeasioXEeHUMn K aKTy O BblAeNeHUn K
YHUUTOXKEHUIO LLOKYMEHTOB, HE NMOA/EXKALLNX XPAHEHWIO;

- NoAroToBKRY CJ'Iy)K6OI‘;1 Aenonpon3soactesa MPOEKTa aKTa O BblaeNneHnn K YHUUTOXKEHUIO
AOKYMEHTOB, HE noanexalnx XpaHeHNO BCEX CTPYKTYPHbIX I'IO,D,pa3,D,EI'IEHMf;1 opraHusauum,

- cornacoBaHwune un yteepxageHue akrta.

MpeanoxeHua K aKTy O BbIAENEHUN K YHUYTOMKEHUIO AOKYMEHTOB C WMCTEKLWMUMW CpPOKamu
XPaHEHMA TOTOBATCA PAabOTHUKAMM CTPYKTYPHbIX NoapasaeneHui, ocyLLecTBAAOWMX NOATOTOBKY AeN K
nepegaye B apxmB OpraHn3aLmm.

MpeasoXeHna K aKTy O BblAENEHMM K YHUUTONKEHUIO AOKYMEHTOB - 3TO pabounin AOKYMEHT, AA
COCTaB/IEHMA KOTOPOrO MOMKET ObiTb MCNONb30BaHA GOPMA aKTa O BbIAENEHUU K YHUUTOXKEHUIO
apPXMBHbIX AOKYMEHTOB C WCTEKIUMMU CPOKaMW XpaHeHus (npunoxkeHue N 21 lpaBua), B KOTOpOM
AOMNONHUTENIbHO YKa3blBaeTCA HAMMEHOBaHMWE CTPYKTYPHOro noapasgeneHus.

MpeonoXeHnAa K akTy O BblAeNleHUN K YHUUTOXKEHUIO OO0KYMEHTOB C MUCTeKWMMMU CPOKamu



XpaHeHnA nepegatoTca B cny>K6y Aenonpon3ssoactea B 3/1IEKTPOHHOM BUAE U Ha 6yMa)KHOM HOCcUuTene.

PaboTHMKOM  CAyxb6bl  OENONPOM3BOACTBA HAa  OCHOBE  MPEAsIONKEHMI  CTPYKTYPHbIX
noApasgeneHnit, Kak MpaBwWIo, COCTaBAAETCA aKT O BbIAENEHUM K YHUUTOXKEHWUIO OOKYMEHTOB C
UCTEKLLUMMM CPOKAMM XpaHEHWA Ha AeNa BCel opraHM3aLmu.

AKT cocTaBnseTcsa cnyKboi genonponsBoacTea Nno popme, ycTaHOBAEHHOW npunoxeHvem N 21
MpaBua 1 C y4ETOM CeayoLMX NOMOKEHMNI:

- NPUN COCTaB/IEHNN aKTa YKa3blBalOTCA Ha3BaHWE U BbIXOAHble AaHHble nepevyHA JOKYMEHTOB C
YKa3aHnem CPpoOKoB XpaHeHNA Ha OCHOBaAHWKN, KOTOPOIro AOKYMEeHTbI BblAeNAKTCA K YHUYTOXKEHUIO,

- €C/V B aKTe YyKasaHbl AeNa HECKO/IbKUX CTPYKTYPHbIX NoApasAeneHunin, To Ha3BaHWe KaKkaoro
CTPYKTYPHOTrO MoApasgenieHns yKasbiBaeTcA nepeg rpynmnoi 3aroNoBKOB Aen 3TOro nogpasgefieHus
(rpada 2 akra);

- 3aroNoOBKM OAHOPOAHbIX Aen, OTOBPaHHbIX ANA YHUUTOXEHWA, BHOCATCA B aKT nog ob6lmm
3aro/IOBKOM C YKa3aHWEeM KOJIMYeCTBa Aefl, OTHECEHHbIX K AaHHOM rpynne (rpada 2 aKTa) c yKasaHuem
obuero Konnyectsa gen gaHHou rpynnol (rpada 6 akTa).

AKT O BbIAENEHUN K YHUUTOMKEHWNIO AOKYMEHTOB C UCTEKLUMMM CPOKAMMN XPaHEHMA, COCTaBASEMbIM
B Ae/10NPOn3BOACTBE, MMEeT pAg ocobeHHoOCTel:

- HE COAEpP*KUT B 3aronoBKe GOpMYIMPOBKM "apXMBHbLIX AOKYMEHTOB", MOCKONbKY YHUYTOXKAKOTCA
Aena, He nogsexaline XpaHeHUIo B apxXmBe;

- He cogep*uT N poHAaa;

- rpada 4 "N onucun" u rpada 5 "N ea. xp. no onucu" akTa He 3aMONHAOTCSA, HO B NPUMEYaHUAX
LuenecoobpasHo yKkasaTb MHAEKC (MHAEKCbI) Aena (Aen) no HomeHKnatype aen";

- nocne 3anosiHeHua TabanuyHoh ¢opmbl B aKTe 0OpPMASIETCA MTOroBas 3anucb: UMppamu U
MPOMNUCbIO yKasblBaeTcA 06Lee KOAMYECTBO eAMHUL, XPaHEeHWA, BblAeNEHHbIX K YHUUYTOXMEHMIO 3a
onpeaeneHHbIN nepmoa, Hanpumep:

5 (naTb) ea. xp. 3a 2008 - 2012 roab..

B apxvBe opraHusauuun aena BblAENAOTCA K YHUUTOMKEHMIO pabOTHMKOM apxmBa no pesyabTaTam
NPOCMOTpPa roA0BbIX Pa3ae/ioB onucen Aen, LOKYMEHTOB BpeMeHHbIX (cBbilwe 10 neT) cpoKoB XpaHeHUs
M Mo AnYHOMY cocTasy. lMpM 3TOM MPOCMAaTPMBAKOTCA rOAOBblE pasaesibl onuceit Aes, AOKYMEHTOB 3a
pasHble roabl.

PaboTHMK apxvMBa OpraHM3auuMu, BbIAENAWMIN Oenfa, He nogjexawue XpaHeHuo, K
YHUUTOXEHUIO, TaKXKe B paboyem nopaake Gpopmupyer Tabaniy co CNUCKOM 3TUX Aen A8 BKIOYEHUA B
aKT O BbIAENIEHUMN K YHUUTOXKEHMIO aPXMBHbIX JOKYMEHTOB, HE NOANENKaLLMX XPaHEHUIO.

DNEeKTPOHHble Aena, AOKYMEHTbl BbIAENATCA K YHUUTOXKEHWUIO Ha obumx ocHoBaHuMAxX (M. 4.13.
Mpasun).

AKT O BblAENEHNN K YHUUTOKEHWNIO SNEKTPOHHbIX OKYMEHTOB, C UCTEKLIMMM CPOKAMM XPaHEHUA B
LLe/IOM COOTBETCTBYET Npuaaraemoint Gopme C y4eTOM CAeLYIOLLMX NONOKEHNN:

- B 3aro/I0BKe aKTa yKasbiBaeTca "0 BblAeNeHUU K YHUUTOMKEHUIO 3NEKTPOHHbIX JOKYMEHTOB, He
nogsiexalmx XpaHeHu": npu  BbIAENEHUM K  YHUUTOMEHWMIO SNEKTPOHHLIX [OKYMEHTOB B
OEeNonponsBoACTBE;

- YKa3blBaeTCA "o BblaeNneHNN K YHUYTOXKEHUNIO SNEKTPOHHbIX apPXUBHbIX AOKYMEHTOB C UCTEKWLNMU



CpOoKamu XpaHeHMﬂ": npu BblaeNeHNN K YHUYTOXKEHUIO 3S/1EKTPOHHbLIX AOOKYMEHTOB, XpPaHAWMKUXCA B
apxusee opraHn3sauunmn.

AKT nognucbiBaeT pyKOBOAMTE b apXnBa WU NNLLO, OTBETCTBEHHOE 33 apXMB.

AKT O BblAeNEeHNN K YHUYTOXEHMUIO apXMBHbIX OOKYMEHTOB C UCTEKWWMMU CPOKaMMU XpaHeHuA
npeacTasnseTca Ha cornacosaHue LIK (3K) opraHmsaumm BmecTe ¢ rofoBbIMU pasgenammn onucemn aen
MOCTOAHHOIO CPOKa XpaHeHWs M no nuMyHomy coctasy (n. 4.11. Mpasun). U3K (3K) opraHmsaumm
paccmatpmBaeT AKT O BblAeNE€HUU K YHUUTOXEHUIO apXMBHbIX OOKYMEHTOB C UCTEKLWMMWU CPOKamu
XPaHeHWA Nocse PacCMOTPEHMA FOAOBbIX Pa3fenos onucein. B neBom HWKHeEM yray, nocne noanucu
pyKOBOAMTENA apXMBa NPOCTaBAAeTcA rpud cornacoBaHmA C yKasaHuem AaTbl M HOMepa npoTokona LK
(9K) opranusaumm.

Echv  opraHusauma He  ABAAETCA  MCTOYHMKOM  KOMMAEKTOBAHWA  rocyAapCTBEHHOro
(MyHMUMNANbHOTO) apXMBa, akKT O BbIAENEHUWN K YHUUTOMKEHWMIO AOKYMEHTOB C UCTEKWMMMU CPOKamMM
XpaHeHVsA YTBepKAaeT PYKOBOAWTENb OpraHM3aumm NoOcAe COCTaB/AEHUA M YTBEPXKAEHWUA TOO0BbIX
pasaenos onucei gen no AMYHomy coctasy (n. 4.12. Mpasun).

B opraHM3aumsax - MCTOYHMKAX KOMNIEKTOBAHMA rOCYAaPCTBEHHbIX (MYHULMNANbHbIX) apXMBOB aKT
O BbIAENEHUM K YHUYTONKEHWUIO [OKYMEHTOB C MCTEKWMMM CPOKAMU XpPaHEHUs YyTBepKaaeTcs
pyKoBoguTenem opraHusauum nocne yreepxzaeHusa IMK apxMBHOro ydpexxgeHua rogoBbiX pa3fenos
onuce gen NoCTOAHHOIO CPOKAa XPaHEHUs M COr1acoBaHMA ro40BbIX PAa3aesioB onucen 4en nNo AMYHOMY
coctasy (n. 4.11 Mpasun). Pr3nMyeckoe YHUUTOMKEHUE [AOKYMEHTOB MOXET OCYLLECTBAATLCA TO/bKO
nocse yTBepKAeHUA PYKOBOAUTENEM OPraHU3aLLMKN rOA0BbIX PA34e0oB onucen Aen, AOKYMEHTOB M aKTa
O BbIAENEHUN K YHUUTOXKEHUIO OOKYMEHTOB C UCTEKLWMMWM CPOKaMM XpaHeHusa [ena Ha BymarkKHOM
HOoCUTeNne MNepefalrnTCA Ha YHWUUYTOXKEHME B COOTBETCTBYHOWME OpraHuWsauMmM MO AOKYMEHTY,
noaTeep:aatollemy $akT nepegadm AOKYMEHTOB (Hanpumep, No NPUEMO-CAATOUYHOM HaK/IaaHOW).
YKa3aHHbIN LOKYMEHT NPUCOEAMHAETCA K aKTy O BblAENEHUN AOKYMEHTOB K YHUUTOXKEHUIO N XPAHUTCA
BMECTE C HUM.

Mepegaya [AOKYMEHTOB Ha YHUUTOXeHMe OUKCUPYeTCA B 3aKNOYUTENbHOW 4YacTM  aKTa
(npunoskenme N 21 [MpaBua), rae yKasblBaeTCA KOIMYECTBO, CAABAEMbIX Ha YHUUYTOXKEHWE eguHuL,
XpaHeHUs 4OKYMEHTOB U UX Bec.

MpY YHUUTOKEHUM SNEKTPOHHbIX OKYMEHTOB B 3aK/NHOUYUTENIbHOWM YacTK aKTa yKasblBaeTcA cnocob
NX YHUUTOXKEHMA (dU3MYecKoe YHMUTOXKEHMEe HOocuTens, CTUpaHue (pasmarHMyunmBaHWE) MAU WUHOW)
(npunosxkenue N 21 Mpasun).

MpU YHUUYTOMXKEHUWN INEKTPOHHbLIX AOKYMEHTOB, HaXxo4AWMXCA B XpaHuauwe MHGOPMaLMOHHOM
CUCTEMbI, MpPeaycMaTpPMBaETCA 3aluMTa OT BO3MOMKHOCTM HECAHKLMOHMPOBAHHOIO BOCCTAHOB/EHMUSA
YHUYTOXEHHbIX LOKYMEHTOB.

MpenycmoTpeHHaA B aKTe CTPOKA O BHECEHMUMU M3MEHEeHUN B y4yeTHble AOKYMEHTbl YKa3blBaeTCA
NPU YHUYTOXEHUN OEN B apXMUBE OpraHmM3saumun (B aenonponssoacrtse OTMETKU 06 YHUYTOXEHUN aen
MOTYT NPOCTAaB/IATLCA B HOMEHKNATYpPE ,u,en).

an 3ano0/IHEHNUN CTPOKM O BHECEHUU U3MEHEHUI B YY€THbIE AOKYMEHTbl aKT noAnucCbiBaeT
pa6OTHVIK apxuBa, BHECLUIMIA U3SMEHEHUSA B Y4YE€THbIE AOKYMEHTbI C YKa3aHMem ero go/1KHOCTH.

paduueckoe unsobparkeHne npouecca 7 "BblgeneHne [AOKYMEHTOB C WCTEKWUMM CPOKamu
XPaHEHUSA K YHUUTOXKeHMIO" npeacTaBneHo Ha cxeme 33 npuaoxkeHuma N 4,



MpunoxeHne N 1

PEECTP
MNPOLIECCOB, OBECNEYUBAIOLWNX KOMNNIEKTOBAHUE, XPAHEHUE, YYET
M NCNOJIb3OBAHUE AOKYMEHTOB B APXUBE OPTAHU3ALIMU

1. KomnnektoBaHMe apxmBa OpraHn3aLmm 4OKyMeHTaMm
1.1. NMpoBeaeHme 3KCNepTMU3bI LEHHOCTU AOKYMEHTOB B Ae/10NPOon3BoACTBE
1.1.1. CoctasneHune, cornacoBaHue, yTBepKAeHne HOMeHKNaTypbl AeN opraHu3aumm
1.1.1.1. Pa3paboTka KnaccMdpmMKauMoHHOM CXxeMbl HOMEHKAATYPbl AN OpraHM3auum
1.1.1.2. BoiABNEeHMe cOCTaBa AOKYMEHTOB A/1A COCTAaB/IEHMA HOMEHKIATypbl Aen
1.1.1.3. CoctaBneHue 3aroqIoBKOB (HaMmeHoBaHWI) aen
1.1.1.4. CuctemaTn3auma 3aro/IOBKOB BHYTPM pa3gena HOMEHKAATypbl Aen
1.1.1.5. UHpgekcauma gen
1.1.1.6. OnpepeneHne CPOKOB XpaHeHUA gen
1.1.1.7. CoctaBneHue UTOroBoM 3aNncn HOMEeHKIaTypbl Aen
1.1.2. OT60p AOKYMEHTOB A4/1A Nepesayn B apXmB OpraHn3aLmm 1 404 BblaeNeHuna K
YHUUTOMXKEHUIO
1.2. OdopmneHune aen
1.3. OpraHumsaumaA po3biCKa HeAOCTAOWMX aen
1.4. Mepepava gen B apxms opraHM3aummn

2. XpaHeHWe JOKYMEHTOB B apXx1Be opraHu3auum
2.1. OpraHu13auma xpaHeHMA JOKYMEHTOB B apX1MBe opraHu3auum
2.1.1. CuctemaTtnsauma gen B apxmee opraHmsaummn
2.1.2. MNpepocTaBneHne NnomelLeHUa A8 apxmea OpraHu3aumnm
2.1.2.1. OnpegeneHne naowaam 1 BbiIbop NomMeLLeHNM apxmBa
2.1.2.2. OcHalleHMNe apxXMBOXPaHUANLL, CrieLnaibHbIM 060pyA0BaHNEM
2.1.3. ObecneyeHne HOPMATUBHbIX YCIOBUIA XPAaHEHMA AOKYMEHTOB
2.1.3.1. CobnoaeHne NpoTUBOMNOKAPHOIO pexmma
2.1.3.2. CobntoaeHne oxpaHHOro pexmma
2.1.3.3. CobntoaeHne HopMaTUBHOIO CBETOBOIO peXxmma
2.1.3.4. CobntogeHne HopMaTUBHOIO TEMMEPATYPHO-BNAAXKHOCTHOIO PeXNUMaA
2.1.3.5. CobntofeHne HOpMaTUBHOIO CaHUTAaPHO-TUTMEHNYECKOTO PeXKMMa
2.2. ObecneyeHmne COXPaHHOCTUN AOKYMEHTOB
2.2.1. PaumoHanbHoOe pasmelleHme JOKYMEHTOB B apXMBOXPaHUAULLE
2.2.2. TonorpadupoBaHue
2.2.3. KOHTpOb 33 ABUXKEHNEM JOKYMEHTOB U UX COCTOAHUEM
2.2.3.1. NpoBepKa HAaNMUYMA U COCTOAHUA LOKYMEHTOB
2.2.3.2. NopAanoK BblJa4YM AeN U3 apXMBOXPaHUAMULLA
2.2.3.3. YcTaHOBNEHME NOPSAAKA AENCTBUI B YUpe3BblYalHbIX CUTYaLMAX

3. YyeT 4OKYMEHTOB B apXxmBe OpraHM3aummn
3.1. YueT nocTtynaeHuna gen
3.2. YyeT Konn4yecTsa 1 CoCTaBa Aen
3.3. YyeT KonnyecTBa 1 cocTaBa onucen aen
3.4. YyeT KonnyecTsa u coctaBa poHA0B
3.5. YyeT n3meHeHuin B KoanyecTse u coctaBe ¢poHAa
3.6. YyeT BbIbbITMA Aen
3.7. BepgeHuve gena poHaa
3.8. YyeT Mcnonb3oBaHUA AOKYMEHTOB

4. CosgaHue 1 BegeHMe HayYHO-CNPaBOYHOro annapaTa apXx1MBa opraHmn3aLmm



5. Ncnonb3oBaHWe apXMBHbIX OKYMEHTOB
5.1. cnonHeHWe 3anpocoB NoAb3oBaTeNe, B T.4. 3aNpOCOB COLMaAbHO-NPaBOBOro XxapakTepa
5.2. MHpopmauunoHHoe obecneyeHmne paboOTHMKOB OpraHM3aLmnm
5.3. Bblgaya LOKYMEHTOB BO BpEMEHHOE M0Jib30BaHue (B T.4. 414 paboTbl B UNTANIbHOM 3a/1e
apxuea)

6. Mepepgava gen n3 apxmsa opraHn3aLmm

6.1. Mepenaya Aen Ha NOCTOAHHOE XpPaHEHME B FOCYAapCTBEHHbIM (MyHUUMNANbHBIN) apXuB
6.1.1. NoaroToBKa AeN, LOKYMEHTOB K Nepefaye B rocygapCcTBeHHbIN (MyHULMNANbHbIN)
apxus
6.1.2. MNopsaaok nepeaayn Aen Ha XPaHEeHMe B rocyAapCTBEHHbIM (MyHULMNANbHbIA) apXMB

6.2. [epepnaya gen npm peopraHn3saumm, TIMKBMAALMMN OpPraHnU3aLmm

6.3. Nepenaya gen npyu CMeHe PyKOBOAUTENA apXMBa OpraHu3aLumu (11ua, OTBETCTBEHHOIO 3a

apxuB)

7. Bbl,El,el'IEHVIE AOKYMEHTOB C UCTEKWWNMUN CPOKaAMUN XPaHEHUNA K YHUYTOXEHUIO

MpunoxkeHune N 2

CETb MPOLIECCOB APXMBA OPTAHU3ALINU
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MpunoxkeHne N 3

ONMUCAHUE 3HAYEHUA CMMBOJ10B B TPA®UYECKOM ONMUCAHUU NPOLECCA

Ipaduueckunii cumeon OnwucaHue




CobblTne

CobbiThe - haKT cBepLIeHUA Yero-1nbo, Npm sTom cobbiTe He
UMeeT NPOAO/IKUTENIbHOCTU BO BPEMEHU (MU BPEMS HE UMeeT
3HavyeHus). CobbiThe BbI3blBaeT coBeplleHne GYyHKLUN Uan
ABNAETCA Pe3y/IbTaTOM COBepLIEHMUA GYHKLUN.

Mpumep cobbITUA: IKCMEPTU3O0MN LLEHHOCTM BbIABAEHbI JOKYMEHTbI
C UCTEKWMMM CPOKaMM XPaHEHMUS.

DYHKL WS

dyHKUMA - Npouecc, gencTene uan Habop aencTemin,
BbIMO/HAEMbIX 411 NOJYYeHNA 3a4aHHOro pesy/bTaTa.
Mpumep GYHKLUMU: YHUUTOKEHMUE AOKYMEHTOB C MCTEKLLIMMMU
CpPOKamMu XpaHeHuA. ITo AeicTBMe, NPoAoKatoLLeeca BO
BPEMeHU 1 Npeanonaratolee nosydyeHue pesynbrata -
[OKYMEHTa/IbHO NOATBEPKAEHHOTO haKTa YHUUTOMKEHMSA

[ OKYMEHTOB.

OpraHu3auMoHHanA eguHmMLa (JOMKHOCTb, NoApa3aeneHmne, posb,
BHELHWUIN CYOBEKT) - UCNONHUTEND, BAAAENEL, UAWN YHACTHUK
OYHKUMN.

Mpumep: cybbEKTOM, OTBETCTBEHHbIM 33 UCNOHEHUE QYHKLUN
YHUUTOXEHUA LOKYMEHTOB B e/10MPOM3BOACTBE, OyAeT ABNATLCA
cnykb6a A0VY.

MHopmaymna

NHbOPMaLMOHHBIV NOTOK, CONPOBOXAAIOWMNIA UCMONHEHNE
OYHKUMN.

Mpumep: cny:xba AenonponssBoaCcTBa NPU UCNOAHEHUN AeACTBUN
MO YHUUTOXKEHUIO JOKYMEHTOB ByAeT AeCTBOBATL HA OCHOBaHUU
3apaHee onpeaeneHHbIX UCTOYHUMKOB MHbOPMaLMM MO STOMY
BOMPOCY, HANPUMeEP, TUMOBbLIX U BEAOMCTBEHHbIX NepeyHein
[OKYMEHTOB C YKa3aHMEeM CPOKOB XpaHEeHMs.

OTobparkeHne cBA3KN B NOCAeA0BaTEIbHOCTU CObbITME - QYHKLMA -
CObbITUE. DNEMEHTbI CXEMbI PACMoaraloTcs CBepPXy BHU3
nocnefoBaTe/IbHO B NOPsAAKE BbIMOJHEHUA U COEAUHAOTCA
CTPEeNKon.

Mpumep: cobbiTne "OT60P AOKYMEHTOB Ha XPaHEHWNE BbISIBU/I
AOKYMEHTbI C UCTEKLIMMU CPOKAMM XPaHEHUA" MHULUUMPYET
bYHKUMIO "YHUUTOXKEHNE LOKYMEHTOB", pe3y/ibTaToM KOTOPOW
6yaet cobbiTne "JOKYMEHTbl YHUUTOXKEHbI".

Norunyeckuii onepatop "MN" - ucnonbsyeTcs gns
BeTBAeHUA/CAnAHNA QYHKLMI U COBbLITUN.

BapwuaHTbl UCNoNb30BaHMUA
onepaTtopa "U"

ycnosuu 0b6na3aTenibHOro
3aBepweHna ogHOBpPEMEHHO

o HECKOJIbKNX PYHKLUMNA.

(@yHKL‘Mﬂ 1) [CDyHKLlMFI 2] CobbiTne nponsoinaeT npu
| |




@

CobbiTre 1

CobbiTne 2

NTorom ncnonHeHmns GpyHKUUK
CTaHyT OIHOBPEMEHHO
HECKOJIbKO CObbITUIA.

Mpumep: MTorom GpyHKLMMU
"MoaroToBKa AOKYMeEHTa K
Bblaye U3 apxmBoxpaHuamuwa"
6yayT aBa cobbiTMA: "Bblgaya”
(cobbiTne 1) n "Pernctpauus
BblJa4yM B COOTBETCTBYHOLLMX
YYETHbIX AOKYMeHTax (CobbiTme
2).

CobblTHe 1

~

<Coﬁblme 2

OyHKLMA

NcrnonHeHne GpyHKLMM HauyHeTcs
TO/IbKO B TOM C/ly4ae, ecau
npon3onayT oAHOBPEMEHHO
HECKOJIbKO CObbITUIA.

CobbiTe

[(DyHKLWIFI 1] @JyHKuMH 2)

CobbIThE UHULMUPYET Hayano
NCMNOJTHEHWNS HECKOIbKUX

OYHKUMA.

JNornyeckuit onepatop "UIN" - ncnonbayetca ana
BeTBAEHUA/cAnAHMA QYHKUUIA U ANA CAUAHNA COBbITUI

BapunaHTbl NCNONb30BaHUA
onepaTtopa "UN"

@JyHKuMH 1) @)yHKLlVIFI 2}

CobblTHe

CobbITME MOXKET NPOU30ITU B
pesynbTaTe UCNOJHEHMUA OLHOM
13 GYHKLUIN AN HECKONBbKUX
dYHKUMIA OAHOBPEMEHHO.

OyHKUMA

CobbiThe 1> { CobrelTne 2>

Pe3ynbTaTOM UCNONHEHUA
bYHKLMU MOXKET CTaTb OA4HO U3
COBbITUIA U HECKONbKO
cob6bITUIN O4HOBPEMEHHO.

CobbiThe 1 CobbiThe 2

OyHKLMSA 2

OAaHO 13 cobbITUIA N
HECKOJ/IbKO COBbITHI
OZIHOBPEMEHHO UHULMUPYIOT
nUcnosHeHne GyHKLMN.




JNlornyeckuin onepaTop "mnckntovatowee UIN" - ucnonbsyetca gna
BeTBAEHUNA/CANAHMA OYHKUMIA M AN8 CAMAHUA COBbITUI.

BapuaHTbl UICNONb30BaHMA
onepartopa "Uckavatolee

[(DyHKLlMﬂ 1] [(DyHKLWIFl 2]

CobbITne nponsonaeT B
pesy/ibTaTe UCNONHEHUSA TONbKO

nnn" OLHOWN N3 GYHKLMN.
CobrITne
PesynbTatom GpyHKUUM MOXKET
DyHKUuA CTaTb TONbKO OAHO W3 COBbITUIA.
Mpumep: MTorom 06paboTku
@ 3anpoca Nonb3oBaTeNA apxmea
(PyHKLMA) MOKeT cTaTb IN6O
BblJaya Aena noab3oBaTesito
CobbiTHe 1 <C06b|Tme 2% | (CobbitTne 1), nnbo oTkas B
Bbiaaye (CobbiTue 2).
No CBA3b CXeMbl C APYrMMM Npoueccamu/nognpoueccamm
n = (oToBpakeHne BXxo40B M BbIXOAOB npouecca/nognpouecca).
polecc
JOKYMEHT, C KOTOPbIM NPOU3BOAMUTCA AEACTBUE UNN KOTOPbIN
HokymeHT WHULMMPYET 3TO AelcTBMe.

HJokymeHT

L
|

w

JOKYMEHT, KOTOpbIN CO34aeTcA B UTOre AeNCTBUA.

lNoscHeHwWe K
Bnoky

KommeHTapuit K 610Ky.

rPAOUNYECKME ONUCAHUA

MpunoxeHune N 4

NPOLECCOB XPAHEHUA, KOMMNJIEKTOBAHUA, YHETA 1 UCMNOJ/Ib3OBAHUA
AOKYMEHTOB B APXUBE OPTAHU3ALIUU

N cxembl 01

HanmeHoBaHwue npouecca

1. KomnnektoBaHue dpxXuBa OpraHmM3auunn JOKYMEeHTamMu




/ 1.1. MpoBeaeHWe aKCNepTUskl LeHHOCTU B AeMNONPOUIBOACTRE \

3,
4.
4.

HomeHknaTypa COMaCoBaHME x DNOKYMEHTOB Ha
[ien opraHusalm ’ KT O BHIABNEHIN XpaHeHWe 1nu
yTBepKaeHne fen Ha YyHUYTOXeHne YHAUTOXEHIE™

HOMEHKNaTypbl A€ {npunoxeHue Ne21)

1.MpaBuna n.4.14 — 4.18 AOKyMEHTOB 2.Metoguyeckue pexomeHgauum n.1.1.2
2 MeToamueckue pekomeraaum n.1.1.1. (NpunoeHne Nob) 3. JlokarbHble HOPMATHBHBIE AKTbI

1.1.2. Otbop

1.1.1. CocTaBneHue,

opraHu1zaL|u
AKT 06 yTpate 1.Mpaewvna n.4.1 - 4.13

BeaomMcTBEHHEIE W TUNOBLIE [epeyHK {[MonoxeHne 06 aKCNEPTHOR KOMKUCCUN,
THNOBbIE Y MPUMEPHBIE HOMEHKNATYPbI fem Onucy gen, IR Monoxeive of apxvee opraHusaLiy)
JlokanbHbie HOPMATUBHBIE AKThI W

A

P

Y
7. BolgeneHne poKYMEHTOB C UCTEKLIMMK

CPOKaMW XPpaHeHWA K YHUYUTOXeHWIO

Jena, 3aBeplieHHble B
JenonpousBoaCcTBe

- e 1.Mpasuna n.4.19 — 4.30

@

2.MeToamnueckne pekomeHgaLnm n.1.2
Hena, ochopmnenHbie Ana 1.2. OcbopmneHue gen 3. NokanbHble HOPMATUBHbBIE AKTE
XpPaHeHa B apx1ee CormacHo ¢ (MonoxeHune 06 3KCNepTHON KOMUCCUMN,
TpebosaHnamu MNpaeun MonoxeHue ob apxuee opraHU3auUui)

"pachwk nepepadqm gen B apxue
opraH13ayun

__\_\—_—/_—_“‘-\

Onuen Aen, RokymeTos Cr 1.Mpasuna n.4.33 — 4.34

(mpun. Ne23, 24) 2.MeTtogmnyeckne pekomeHgaLm n.1.4
3. IokanbHble HOpMAaTWBHLIE aKTbl
{[MonoxeHWe 06 KCNEPTHON KOMUCCIN,
MonoxeHwe o6 apxmBe opraH13aLmn)

1.4. lMepepava gen B
apXWB opraH13aLmun

OTMeTKM 0 HaNWYKUK Kaxaoro Aena
B 2-x ak3emnnapax onucu Cll,

OTMETKA O KOMMIECTBE haKTUYECKH 2. XpateHue 3.2 Yuer cocTaBa U
MPUHATHIX A2 AOKYMEHTOB B Konmu4ecTBa eguHNL,
apxnee opraHW3alnn XpaHeHWs
Bxoa, TeKkyliee xpaHeHWe 4OKYMEHTOB B A4e/10NpoM3BoaCTBE
2. XpaHeHWe AOKYMEHTOB B apXmMBe OpraHu3aumnm
BbIXOLb! 3. YyeT cocTtaBa U KOIMYeCcTBa egUHULL, XPaHEHMUA
A 7. BbiageneHne [OKYMEHTOB C UCTEKLLUMMM CPOKAMM XPaHEHUSA K
YHUUTOXKEHUIO
<*> N3 npouecca 1.1.2 BoO3MOKeH Bbixog, Ha npouecc 1.3. CM -
MpumeyaHua
CTPYKTypHOE noapasgeneHue
N cxembl 02
HanmeHoBaHue npouecca |1.1.1. CoctaBneHne, COrnacoBaHme, yTeepaeHne HOMEHKNATYPbl Aen
OopraHusauum




MpuKa3 PyHOBCAWTENA OPTAHNIALMA © -~ -
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1.1.2
OThop ACKYMEHTOB ANA

HPEHEHWA NN YHUUTOHEHNA

Bxogp,

TeKywee XxpaHeHWe AOKYMEHTOB B A4eN10MNpou3BoACTBe

Bbixoapl

1.1.2. OT60p AOKYMEHTOB A1 XPAaHEHWUA UIN YHUUTOMKEHUSA

MpumeyaHua

<*> BbINONHAETCA COTPYAHMKAMM CTPYKTYPHOTO NnoapasaeneHus (npm
CTPYKTYPHOW KnaccudUKaLMOHHOM cxeme) no popme npunoxkeHmsa N 26
unu npunoxkenna N 25 Mpasuna coTpyLHMKAMU, OTBETCTBEHHbIMM 33
dyHKUMIO (NpyY GYHKLMOHANLHOM MAKM NPOU3BOACTBEHHO-0TPAC/IEBOM
KNacCUPUKALMOHHOM cxeme).

<**> EC/IM opraHusauma ABAAETCA UCTOYHUKOM KOMMJIEKTOBaHMSA
rocyZapCTBEHHOroO (MyHMLMNAAbHOMO) apX1Ba

N cxembl

03

HanmeHoBaHwue npouecca

1.1.2. OT60p AOKYMEHTOB A4 Nepeaayum B apxms opraHusaumm n gns
BblAENEHNA K YHUUTOXKEHMUIO




PUHATKE peLlleHMA © Hadane oTbopa aen ANA Nepefadn B apxXmMe opraHvsaymm,
He paHee YeM JYepes 1 rog n He NnosgHee, yem yepes TpW roja nocne 3aBeplleHWAa gen B
AEnonpon3BoaCcTEBS

v

érﬁop Aen (Ha OCHOBE HOMEHKNAaTYPbl A&n), ANA Nepefadq B apxus opraHusaly

I

1.3. OpraHuzaums
@—» po3blcka
OTCYTCTBYIOLMX Aen’
BbigeneHel cnegyoLwme rpynnbl gen:
- NoAgnNeXalme NocTOAHHOMY XPaHEeHWH;
- nognexawue speMeHHoMy (cekiwe 10 neT) xpaHeHuo;
- noanexawue speMmeHHoMy (40 10 neT BKNKQYMTENBEHD) XPaHEHWIO B CTPYKTYPHBIX NOAPpasacneHnsx;
- Neanexalme YHUUTODKEHUID B CBASK € UCTEYEHUMEM CPOKA XpaHeHW: ;
- aena c oTmeTkoli 2MK.
[
¥
MonWcTHBIA NpocMOTR KaXAQro Aena ¢ Uenamu
BEbIABNEHWMA AOKYMEHTOB, CPOKM XPaHEHWA KOTOpbIX HE COOTBETCTBYOT
CpoKaM XpaHeHWa gena, M NPoBEPKA NpaBUnbHOCTU HOpMUPOBaHWA Aen

MpaeBuna

n.4.1

Mpaeuna
n.4.20

¥ L ]

CpOKM XpaHEeHWA KaxKaoro
AOKYMeHTa B Aene coBnajakT

CO CPOKOM XpaHeHWa Aena,
peno chopMUpoBaHO B
OOTBETCTEUM C TPEGOBAHMAM

BbeisieneHsbl ACKYMEHTbLI, CpOKK
XPaHeHMA KOTopbIX HE COBNaaakoT
CO CpOKaMK XpaHeHWA agena

BblAEeneHWe M3 g ena 40KYMEHTOR
CPOKM XpPaHEHWA KOTOPbIX HE COBNAAAINT C
pPOKaMK XpaHeHUs Aena (B T.4. BbigeneHn

v
)
c|
OOKYMEHTOB NOCTOAHHOMD CPpoKa XpaHeH
13 aen c otmetkoi IMK)
v

=
)

bIA B EHbl HENPABUMNBHO
chopMUpOBaHHbIE Aena

I

BelgeneHve ns gen
YEPHOBMKOB,
AyBneTHbIX
OOKYMEHTOB,

npejeneHne CpOKOoB XPaHeHMA N3BATERX 1
Aena JOoRYMEeHTOB

noanexalmx BoIBpaTy
AOKYMEHTOB

)

¥

(s
C

MepedopmmpoBaHne aen

).7

¥

4,@3

YMNWPOBKA NPABUNIbHO CHOPMUPOBAHHDBIX 4,

no cpokam XpaHeHWd

)

CcpopMMpoBaHbl gena,
nognexalme:
- NOCTOAHHOMY XpaHEHWKD;
BpeMeHHbIM (cBbilwe 10 neT,
CpoKaMm xpaHeHus

C

OdchopmneHne pen

-
1.4. Mepepava pen Ha
XpaHeHWe B apxu1B

BbligeneHa rpynna gen,
oANeKallMX BpeMEHHBIM (g,
10 neT BKN.) cCpOKaM
XpaHEHWS

XpaHeHne AOKYMEHTOB ¢
BPEMEHHbIMM CPOKaMK1

¥

BeigeneHa rpynna gen, He
nognexalnx gansHedwemy
XpaHeHMK

7. YHUYTOXEHKWE

opraHWsauum XpaHeHwna B Cl1 Aen
Bxog TeKywee XxpaHeHNe AOKYMEHTOB B A4eN0MNPOnU3BOACTBE
1.4. MNepepayva gen Ha XxpaHeHMe B apX1B OpraHmn3aLunm
Bbixoapbl 7. YHUUYTOXeHUe gen
XpaHeHne JOKYMEHTOB C BpEMEHHbIMU CPOKaMM XpaHeHua B CrI1
N cxembl 04
HanmeHoBaHume npouecca |1.3. OpraHnsauma po3biCKa HeAOCTAKOWMNX gen




BbISBNEHO OTCYTCTBME Aer, YUCTIALLMXCH
v Mo HOMEHKIATYPE Aen opraHmnsaymum®
KapTodka y4eTa
HeoBHapyXeHHOro gena

MHBle Mepkl NO
pO3bICKY, Ha
YCMOTpPEHWE

OpraHusalus Opranusayus

posticka B Cl1, B po3kicka B [NpoBepka onucen

Cl 3a npolunsle
rofbl, aktTos of

AeATENLHOCTH CMeEKHbIX CTl
KOTOPBIX KOTOPbIX MOMET
obpasoBanock Aenc KacaTbCH 3TO AENo

paboTHukos CI1
(paboTHWKOB
oTAena genonp-sa)

YHUHTOXEHNN Aen

v

Heno €rno He HanaeHo UMK YCTaHOBMNEH aKT ero
HalAeHo YHUUTOMEHUS (YTpaThl)
1.1.2. OTBOp AOKYMEHTOB ANA CocTaBreHue AkTa ob yTpaTe B
XPAHEHUA UM YHAHTOMEHNA [Eernonpon3BoACTBeE, cornacoeaHue ero ¢ 3K

(LI3K) opraHusaumy, nognMcaHue Akta
pykosoputTenem Crl

:

1.4. Nepenava gen B
apxu1B opraHnu3aLmm

1.1.2. OT60p AOKYMEHTOB NOCTOAHHOIO U BPEMEHHOr0 ANA nepeaadn B

Bxo
A ApPXMB OPraHn3auMn 1 ans BblANEHUA K YHUUTOXKEHUIO

1.1.2. OT60p AOKYMEHTOB A/1A XPAaHEHWUA UM YHUUTOXKEHUS

Bobixoapbl
1.4. MNepepaya gen Ha XxpaHeHUe B apxXmB OpraHmsaumm

<*> Ha Kagoe OTCyTCTBYlOLLEE Ae/10 3aBOAUTCA KapTo4Ka y4eTa
HeoBHapy»KeHHOro Aena, KoTopasa BeAeTcA Ha NPOTAXKEHUM BCEro
MpumeyaHusa pO3bICKa, 3aTeM YHUUTOXaeTcA. Eciv geno He HallaeHo, nepes
YHMUTOXEHMEM Ha OCHOBE KapTOUKM cocTaBaseTca AKT 0b yTpaTe
OOKYMeHTOB (npunoxeHue N 6 Mpasun)

N cxembl 05

HanmeHoBaHume npouecca |1.4. MNepegaya gen B apxms OpraHn3aumm




1.1.2. OtBop OOKYMEHTOB
AN XPaHEHUS UMK YHUUTOREHWS

v

CocTtaBneHune onucel gen Cl1

OTBETCTBEHHbIA -
PYKOBOAMWTENL NOApasfeneHuns,
MCMONHUTENWU — B COOTB. C
pacnops.LoKyMEHTaMKN UMK
NOKaNbLHBIMW HOPM. aKTamMK

r
OnwucuK gen
CTPYKTYPHBIX
noapasfgeneHui

1. Mpasunan 411, 431 -432
2. MeToan4eckne pekomeHgaymni n.1.4
3. MHcTpykymMa no genonpon3soacTey

MNepenaya B apxue opraHusaLuu:
- onucein gen CI1;
- OPOPMMNEHHBIX AEN;
- PErncTpaLMoHHO-KOHTPOMbHbIX
KapToTeK;

PaboTHUK apxuBa K
paboTHmr CI1

MpocTaBneHne OTMETEN
O HanWuMK KaxKgoro
Jena B 2-X aKaeMnnapax
onueK Cl, oTMeTKa o
Konm4ecTBe hakTM4eckn
MPUHATBIX AEen

3.2, YyeT konuyectea 2. XpaHeHne AOKYMEHTOB
W cocTasa Aen B apXMBE OpraHmaayuu

1. MNpaenna n.4.33-4.34

2. MeToan4yeckne pekomeHgauum n.1.4.

Bxo 1.1.2. OT6op AOKYMEHTOB A1 Nepeaayun B apxms opraHn3aumm n aas
A BblAENEHUNA K YHUUTOXKEHMUIO
Bbixozp! 3.2. YyeT Ko/In4ecTBa 1 cocTaBa gen
2. XpaHeHUe AOKYMEHTOB B apXmMBe OpraHu3aunm
N cxembl 06
HanmeHoBaHue npouecca | 2. XpaHeHMe AOKYMEHTOB B apxmBee OpraHmsauum




1.4. MNepegaya 4en B apxuB opraHusaymu

{

/ 2.1. OpraHvsauma XpaHeHnsa JOKYMEHTOB B apXMBE OpraHuaaLum \

211,

2.1.2. MpenocraenexHme 2.1.3. ObecneYveHne
(HeTER T NOMELLEHMA ANSA apxXMBa HOPMATMBHLIX YCIOBM
Aen B apxae Uc;t raHusa vmp X ZHeHI/IFI OKyMEHTOB
opraHvsaymm P H P Aoky
I'Ior\ne eHKA
Hena t HopmaTnBHbIe
npegocTasneHksl, y
CUCTEMATUIMPOBAHKI MO YCMOBUA XpaHeHWiA
obopyaoBaHsl
doHAaM 1 B Npegenax U TOTOBB K LOKYMEHTOB COOTBETCTBYIO
apxMBHOro hoHaa TpeboBaHUAM I'Ipanm
akcnnyaTayum
/ 2.2 Obecne4YeHne COXPaHHOCT N OOKYMEHTOR \
( 2.2.1. PauuoHansHoe pasMeLleHne J0KYMEHTOB B apXMBOXPaHUIALLE )

v

Hena dusnyeckn pazmelleHsb
B NpefHa3Ha4YeHHEBIX ANG 3TOro NOMeLLEHUAX

v
C 2.2.2 TonorpacupoBaHe )
v

B apx1BoXpaHunuLLe NpoHYMEPOBAHbLI NOMKKA W LKA,
COCTABMEHbI KAPTOUKM MOCTEMNNEMHOO M NOMOHAOBOMO YKa3aTens

v

\( 2.2.3. KOHTpOorb 32 OBWKEHNEM OOKYMEHTOR 1 WX COCTOSHUEM )

ﬁ

5. McnonbaoBaHKe apxyMBHBIX OKYMEHTOB

3.2, YUET KONn4yecTBa v
COCTaBa Aen

Bxon, 1.4. Nepenaya aen B apxms opraHmnsaumn
3.2. YyeT Ko/InyecTBa 1 cocTaBa gen
Bbixoabl 3.3. YyeT KoinyecTBa 1 cocTaBa onucemn aen
5. Ucnonb3oBaHMe apXMBHbIX OKYMEHTOB
N cxembl 07

HaumeHoBaHMe npouecca |2.1.1. Cuctematmsauma aen, AOKYMEHTOB B apXMBe opraHn3aumum




Onwuen gen ClM no
NMYHOMY CoCTaBy

\/_\

Onuecwk pen CMN
NOCTOAHHOD XpaHeHWs

@

Onuen pen CM
BPEMEHHbIX
(cebiwe 10 neT) cpokos
XPaHeHuUA,

J\

AKT npueMa-nepenaymn
APXMBHbIX JOKYMEHTOB Ha
XpaHeHue

w

Cxema crcTeMaTh3aLmm
fAen B npegenax GoHaa

3.3 YyeT konndecTea v
COCTaBa ONWcen fen

—1

1.4. MNepepava gen
B apXWB OpraHn3aLmm

:

Hena nocTYNUIK M3 Aenonpon3BOL CTBa
Ha XpaHeHNE B apxXWB opraHsaymu

v

Onpegeneriie OOHOOBON NPUHAANEKHOCTH®

1. Mpaguna n. 2.4. - 2.8;
2. MeToguqeckue
pekoMeHgaumm n.2.1.1.

Jena cucTemaTU3vpoRaHsl
no hoHAaMm

'

CuctemaTvsayus gen
B Npeaenax ¢oHp 08

I

[ena cucTeMaTU3MPOBaHbI
B Npegenax ¢oHp 08

'

2.2.1 PaUnoHanbHoe pasMeLleHmne
AOKYMEHTOB B apXMBOXpaHUNMLE

1. Mpaguna n. 2.9. - 2.13;
2. MeToguqeckue
pekoMeHgaumm n.2.1.1.

Bxoa 1.4. Nepepaya Aen B apxms opraHU3saumm
BbiXOb! 3.3. YyeT KonmyecTBa M cocTaBa onucei aen
A 2.2.1. PaymoHanbHoOe pasmelleHne JOKYMEHTOB B apXMBOXpPaHUAULLE

<*> BapuaHTbl:
BkntoueHne B GoHA opraHn3auum

MpumeyvaHua CospaHue HoBoro ¢oHAa
Co3gaHue ob6begMHEHHOrO apxmnBHoro ¢poHAa
Co3zaHure apXMBHOM KONNEKLUM

N cxembl 08

HanvmeHoBaHue 2.1.2. NpepocTaBneHne NOMeLLEHUI 41A apXMBa OpraHM3aumm

npoueccos




1.4. Nepepava aen B apxue

opraHnaaLmm

|

MpuKas o Co3aaHuu1
apxuBa

PelueHne pyKoROAMTENS

[PUHATO pelleHUE O Co3aHu

apPXMBa UKW BolAENeHU K
Jorn.nomeLleHni

opraHM3aLmn o

l

BblfjeNeHn | rnoMeLyeHns
Lnd apxuea (no
JOKNafHOA 3anncke
PYKOBOANTENA apxuBa

21

BbIOOP MOMELEHUI SNS apxK

PyioBoguTenb apxusa,
X03.cnyxda opraHusaLmn,
OTBETCTBEHHBINA 3a [1B* opraHnsaLu

.2.1. Onpegenedue nnowasam

|

Un B NHWLMATUBHOM
nopagke)

7

1. Mpaeuna n.2.16 — 2.19;

2. MeToguyecie peromeHgaumu. n.2.1.2

3. CrneyunansHele npaeuna MNb rocyfapcTBeHHbIX 1
MYHULIMNANbHLIX apXuBoB PO yTB. NPUKasoM. MUHKYNLTYPLI
P® ot 12.01.2009 1. Ne 3;

CocTaBneH
NpefBapuTenbHbli
CMUCOK MOMELLEHWIA

4. MpumepHan oleHka obbema M cocTaBa POHAA apxXnBa.

TexXHWKO-3KOHOMUYECKoe
obocHOBaHKWE NO
OCHALL|EHWIO apXuBa

APXMBOXPAHNINLY CreLMansHBIM

2.1.2.2. OcHaleHve PykoBoguTENb apxXVBa;
X03ANCTBEHHAA Cmyxba

obopyaoBAHHEM opraHu3aLuu

cnel.obopyaoBaHnem

1. MNpaeuna nN.2.20, 2.21., 2.24. - 2.35;

2. MeToguyeckue peromeHaauun n.2.1.2
3. MpumepHas oleHka obbema 1 cocTasa oHAa apxuBa.

¥

PXWBOXPaHUNMLLA OCHA LEHb!

cneL.obopyA0BaHWEM W FOTOBLI K
UCMONb3OBAHUIO
AKT 0 pesynbTaTax
IKCNepTU3LI
N [
NoMeLLeHNiA
CrvcoK nomeLLeHui
saKkpennaeTca B
f——
MonoxeHun of apxuse
@ 221
PaLuoHanbHoe pasmelleHue

AOKYMEHTOB B apXMBOXPAHHNLLE

Bxoabl 1.4. MNepepaya gen B apxms opraHmMsaumm

Bbixoapl 2.2.1. PaymoHanbHoOe pasmelleHne JOKYMEHTOB

MpumeyaHua <*> b - noxapHas 6e3onacHoOCTb

N cxembl 09

HanmeHoBaHue npouecca |2.1.3. ObecneyeHne HOPMATUBHbIX YCOBUIM XPaHEHNA AOKYMEHTOB




v
MpoBepka coBMIofeHIs PykoBoputens 31 paboTHMKK apXuBa
HOP MaTUBHBIX PEXUMOB XpaHeHUsa™ 8TBeTCTBEHHblT safb =
SKypHab! IpoBep TBETCTBEHHbIN 32 OXPaHHbIA pexum
(ocmoTpa) NomeLeH nid Kj\
(pexum MNB u XOR
OXPaHHbI pexum) l v i
¥/\ 1. Mpaeuna n.2.22 — 2.26
Mgrezie ol 2. MeTognyeckne pekomeHaauuu n. 2.1.3
KoHTponsHo- OBHapyeHO HopmatueHsie 3. MHcTpykuma o mepax Nb B opraHusaumy
PErMCTPaynoHHbIE KM= SRR AT 4. NHCTPYKUMA O cobniofeHun OXpaHHoro
HYPHAIB (CBETOBON, HOPMATHBHLIM BBl PEXUMa OpraHu3aLmMm
TeMnepaTypHo- pean 5. MNono#eHne of apxmee W Ap.JIoKaneHble
BNaXHOCTHBINA, I HOPMATUBHBLIE aKTLl OpraHu3aLMm
CaHUTAPHO-
TUreHnYec ki
pPEHUMbI) ¥

J\ CaMocToATeNIbHOE MPUHATUE MEP MO ONepaTUEH OMY

YCTPAHEHUIO HECOOTBETCTBUA U €rO MOCNEACTBIH,
NpeaynpeIeHu o NMOBTOPEHNS CUTYaLuK

o

¥ v

YCTpaHeHO HecooTBETCTBIE
W €ro NOCNeACTBIAA, MPERMPYHATE! MEpEI MO
MPeAYNPENLEHUIO NOBTOPEHUS CUTYALIMU

v v

PyKOBOAMTENL ApXUBa, OTBETCTBEHHLIE 3a CooBLUTL PYKOBOAUTENIO APXHBA
pPeXUMbI MpoBePAICT YKypHanb ¢ 1 OTBETCTBEHHOMY 33 COBMIoAeHNe peXgMa
NepUORUYHOCTEIO, YCTAHOBNEHHON B (orBeTCTBEHHOMY MO 16, N0 OXPAHHOMY PEXUMY U
COOTBETCTEYIOLMX NOKANBHEIX HOPMATHBHLIX T.M.) 06 0BHaPYKEHW HECOOTBETCTBIUA HOPMATUBHBIM
akTax. MNpefnpuHUMAlCT AeiicTBnd Nno peXuMam XpaHeHUA U ero NocneacTBAAX
npeaynpexiaeHnio NoBTop Ao MXca 1
HapyLIEeHWiA pexumoB PykoBoauTens (Mp1 HEOBXOAUMOCTH - ©
NpUBNeYeHnemM Apyrux cnyxb 1 cneynanvcTos)
MPYHUMAET MEPbI MO YCTPaHEHUIO HECOOTBETCTBNA,
ero NocneAcTBAR N NpeaynpexaeHns NoBTopeHna
cuTyaLun

¥

YCTpaHeHo HeCOoTBETCTBIE
W ero NocneAcTBUSA, MPeANpHHATH Mephl Mo
MpeRyNpexaeHrio NOBTOPEHUS CUTYaLIM1

HeBo3MO3MHO CaMOCTOATENBHO YCTPaHUTE
HECOOTBETCTBWUE WM €ro NOCNEACTBUAA

(Zg

AR

Bxoapl 2.1.2. NpepoctasieHne NOMeLLEHMA ANA apXMBa OpraHn3aLmnm

Bbixoabl 2.2. ObecneyeHMe COXPaHHOCTU AOKYMEHTOB B apXMBe OpraHusaLmm

<*> Pe3y/nbTaTbl NPOBEPKM U KaXKao0e AeicTBUe, NpeanpuHMmaemoe
MpumeyaHusa npu o6HapyKeHUM HECOOTBETCTBUIA HOPMATUBHBIM PEXUMAM,
GUKCUPYIOTCA B COOTBETCTBYIOLLMX KYPHANaxX

N cxembl 10

HanmeHoBaHue 2.2.1. PauMoHanbHoOe pasmelleHne AOKYMEHTOB B apXMBOXpaHUIMLLE
npoueccos 2.2.2. Tonorpa¢umpoBaHue




2.1.2. lNpepoctaBneHune
noMeLLeHna Ana apxvea
opraHusayuu

2.1.1. CuctemMaTnsayma gen
B apxvBe opraHusayuu

“®

Cxema Jena cucteMaTU3MpPOBaHbI
cucTeMaTusalin rno ¢poHAaM 1 B npegenax goHaa
aen

|

Onucu gen, 2.2.1. PaumoHaneHoe 1. MNpasuna n.2.34 - 2.35
NOKYMEHTOB pasmeLleHne JOKYMEeHTOB B —PAE el BETe S
apxuBoxpaHunuwe pekoMeHaaunn n.2.2.1
v —
Ha Bce KopoOKu Hena ¢punsnyeckn pasmeLleHsl B
HakneusawTcA peHa3Ha4YeHHbIX A8 3TOro NoMeLleHns
APIbIKKA N cpedcTBax XpaHeHuA

. (cTennasu, Wkadbl, KOPoBKM)

1. lNpaBuna n.2.36 — 2.38
2. MeTogunyeckue
pekoMeHZaumn n.2.2.2

|

HymMepauna Ha
nonkax u
Wkadchax

2.2.2. TonorpacdunpoBaHue

J

LLkadpbl M NONKN apxmBoxpaHunuwa
NPOHYMepOBaHbl, COCTaBMNeHa KapToTeka
Tonorpadu4eckux ykasateneu

\ﬁ

2.2.3.KoHTponb 3a ABUXKeHUEM
AOKYMEHTOB U UX COCTOAHUEM

KapTouku
nocTennax)Horo
N NochoHA0BOrO
ykasaTena

Bxogp 2.1.1. Cuctematumsauma aen B apxuee opraHmM3aLmnm

2.1.3. NpepoctaBneHne NOMeLLEHUI 417 apX1MBa OpraHM3aumm
Bbixoabl 2.2.3. KOHTpO/b 33 ABUXKEHMEM AOKYMEHTOB U UX COCTOAHUEM
N cxembl 11
HanmeHoBaHMe npouecca | BapuaHTbl Ha4Yana NPOBEPKM HANIMYNA N COCTOAHUA AOKYMEHTOB




NaH NpoBepku
Hanuuua u
COCTOAHUA Aen

MNpoeepka
B NNAaHOBOM
nopagxe

1. AKT NnpoBepKW HaNW4NA
M COCTORHWA APXWBHbIX
AoKyMeHToB (npun.Ne3)

2. AKT O TEXHWYECKWX oK BKax
(npun.Ned)

3. AKT 06 oBHapykeHK
AOKYMEHTOB, HE OTHOC.K (hOHAY,
HeyuTeHbd (npun.Ne5)

apxuBa (3a uckn.
apxneoB ¢ 1
paBoTHUKOM)

1. Mpaennan.240 — 2.44
2. Metogunyeckne
pekoMeHaauymn n.2.2.3.1

apXWBHbIX AOKyMEHTOB (npun.N222)

4. AKT 0 HercnpaBUMbIX NOBPEXKAEHUAX

. Akt 06 yTpaTe gokymeHToB (npun.Ne6)

meHee 2x paGoTHUKOB

Komuccuna Mm

Komucena unu He
MeHee 2x paboTHMKOB
apxuea (3a UcKN.
apxusoe ¢ 1
paBoTHUKOM)

poEepka npu
nepegaqe gen

Ha roc.
xpaHeHue

MnaH nepeaayumn
AOKYMEHTOB B
rocyAapcTBeHHbIl
(MYHULMNANBHBIA)
apxuB

1.MNpaeuna n. 2.41-2.44, n.6.7 —6.2.
2. MeTognyeckue pekoMeHaauum
n.223.1,n.6

MpoBepka

nocne
nepeMell eHus
Aen B Apyroe
nomelyeHne

PacnopaguTtens
HEIA AOKYMEHT

Komucena unu vé
MeHee 2x paboTHNKOB

apxuBa (3a uckn.
apxuBoB ¢ 1
paBoTH1KOM)

1. MpaBuna n.241 —2.44
2. MeTtogundeckne
pexkomeHaaumn n.2.2.3.1

Mpoeepka nocne YC,
EbI3BABLL WX
nepemelleHie
JOKYMEHTOB, Ui

Komucens unu He
MeHee 2x paBoTHukoB
apxuBa (3a Mckn.

Pacnopsgutens
Hblll ZOKYMEHT

apxuBoe ¢ 1
paboTHUKoM)

NPOHWKHOBEHNA B
XpaHunuwe
NOCTOPOHHUX JIUL,

1. MNpaBuna n.2.49
2. Metogunyeckne

pexomMeHaaLn.2.2.3.3
3. MnaH geticteuid npu UC

MpoBepka npu
cMeHs
pYyKOBOAUTEN A
nnn nuua,
OTBETCTEEHHOTO
38 apXuB

PacnopaguTtenb
HbIi AOKYMEHT

Komuccua +
NPEXkHUA 1 HOBbIA
pyKoBOANTENU
(nuua, OTBETCTB 33,
apxue)

1.MNpasuna n. 2.41-2.44, n.7.

2. MeToguyeckne
pekomeHaauyun n.2.2.3.1., n.7

Bxoabl 2.2.1. PaunoHanbHoe pasmelleHmne JOKYMEHTOB B apXMBOXPaHMAULLE
Bbixoabl 5. Ucnonb3oBaHme apXMUBHbIX LOKYMEHTOB

MpumeyvaHua Bo Bcex cxemax co3gatomeca AOKYMEeHTbl MOBTOPAKOTCA

N cxembl 12

HanmeHoBaHue npouecca |2.2.3.1. [[posBepKa HaIMUMA N COCTOAHUA JOKYMEHTOB




OpHOo U3 coBbITUA, WHWLW UPYHOLLUX
Havano npoeepkk (MP n.2.2.3.1), cxema Nel1

¥
MayyeHne (BbIBEPKA) YYETHBIX JOKYMEHTOB (O3HAKOMIEHUE ©
pesyNbTaTAMA NPeAbIAYLLIMX NPOBSPOK)
v

AKT 0 TEXHUYECKUX
oK BKax B yYeTHbIX
AOKYMEHTaX

PoBepKa NnpaelunbHOCTH HyMepalUWu Aen B roaoBbIX pasjenax OnWCh Aen, COOTBETCTBUA
HyMEpaUun Aen 3anucsm B roA0BbIX pasfenax onuMceidl W CBeeHnsamM B nucTax (t)DH,EI,OQ

(npur.Ned)

&

«NPOBEPEHOY B
KOHUE Kaxaoil

CBepka onucaTenbHbIX cTaTel
ONUCH C OMUCAHWEM AEN HA

MpoBepKa pacnonoKeHns
NIOKYMEHTOB COrNACHO
TonorpaUYECKIM YKazaTensm

Mpoeepka huznyeckoro
cOCTOAHME Aen (NyTem

obnoxiax BU3YamNbHOTo 0CMoTpa)

onnecu
B xoag
OBHapyKeHo A ObHapyeHbl MoMECTUTb Ha Mersmon )
oTCyTCTEHE AEN* | | pe "g’;z‘:ﬁsg He Zena, He MECTa HENPABUIEHO nsonuposatb Mabate eAxp.,
opl%Ha EHO BHECEHHbIE B pasMeLLEHHbIE AR e R o Pl
P OMUCKA UK He eANHULbl XpaHeH!s sapakeHHble BPEAOHOCHLIE
\ OTHOCALUKMECH K NNECEHbKD U Ap. KOMNbIO TEPHblE
ObraniaosaTh JaHHOMY (OHAY Buon. BpeauTENAMM | | NporpaMmbl (A0S an.
P (ANA BymMaskHbIX JOKYMEHTOB)
POSbICK AOKYMEHTOR) Y,
OTCYTCTBYIOLLNX W3bATb, pasMecTnTb | I
Agn (cxema Ne09) OTAENBHO
A
AKT 0B 0BHapyEHUN
AT 06 OBpabioTka U BHECEHHE B ,u.oxymeHT?E.xe Mepepaya Ha
yTpaTe
LOKyHGHTOB ONMWCH HEYYTEHHBIX AEN OTHOCSILIXCS K (hOHY, oBpaboTiy
(Npun.Ne6) HEYYTEHHBIX (MpUN.Ne5)
vV
AKTHI, AKT NpOBEPKN HANUM4n A n AKT 0 HencnpaBuMbIx
ofipasoBaBLINec B COCTOAHNUA aPXMBHbIX NOBPEKLEHN X aPXUBHBIX
X0A€ NPOBEPKA MopeepeHue JOKYMeHTOE (Npun.Ne3) JOKYMEHTOE (Npun.Ne22)**
(npun.Ne4 5 6, 22y u nToroB J\
npoBEpPKN
TNucTel nposepki Mpu HeobxoauMoOCTA NO
HTOram NPOBEPKU —
BHECEHWE H3MEHEHWI B
TonorpatiMyeckue ykasaTenu
32.35.3.1. pacp v ’
APNBIKN Ha KopoBkax
Yyet

Bxopabl

2.2.1. PauMoHanbHoOe pasmelleHne 4OKYMEHTOB

Bbixoapbl

3.2. YyeT Koin4ecTBa 1 coctaBa gen
3.5. YyeT usmeHeHu B KoaIMYecTBe 1 cocTaBe GpoHaa
3.7. BegeHve pena poHaa

MpumeyaHua

<*> [1pn 3TOM CO343€eTCA KAapTOUKa y4eTa HEOBHAPYKEHHbIX Aen,
KoTopas BegeTca B Ted. 1 roaa, 3aTem YHMUTOXKAETCA, @ Ha ee OCHOBe
COCTaBAAeTCA aKT 06 yTpaTe AOKymeHTOB (npunoxeHue N 6 MNpasun)
<**> CoCTaBNAETCA B Cly4Yae, ey SOKYMEHTbI He noanexaT
BOCCTaHOB/IEHUIO

N cxembl

13

HanmeHoBaHMe npouecca

[JOKyMeHTUPOBaHWE yTPaThl JOKYMEHTOB




.

AKT 0B yTpaTe
AOKYMEHTOB

CnpaBka o
npoBeAeHun

(npun.Ne6) po3bicKa

He HahaeHsl
AOKYMEHTEI UMnn
3anucun ob
YHUYTOXEHUA WUINun
Bblgaye

[okymeHTaneHoe
ochopMMneHne yTpaThl
AOKYMEHTOB

AKT 00 yTpaTte
paccmaTpuBaeTcsd

!

OTmeTKa cornacoBaHua ¢
2K (U3K) Ha akTe

1 cornacoBbIBaeTCA

¢ 3K (U3K)

TEL

AKT 00 yTpaTte
npeacTaBnaeTca B

o

v

OTmeTKa cornacoBaHug

IMK Ha akTe

COOTB F0OC.apxuB
unu opraH
ncn.BnacTtn®

v

lNpuHUMaeTcA
pelleHue o CHATUU

—

v

YTpPadYeHHbIX Aen c

<m0

CoTpyaHNKN
apxusa

lNpaBuna n.2.44
MeToaundeckne
pexkomMeHpauuun n.2.2.3.1

oc (MyHULMM)
apxue Unn opraH
MCM.BNAacTH

OtmeTKa 00 yTBEPXKAEHNIN yyeTa
aKTa pykopoautenem
opraHusayumn ¢
3.2.,35.37.
Yuer
Bxoabl
3.2. YyeT Ko/InYyecTBa U cocTaBa aen
Bbixoabl 3.5. YueT uameHeHu B Koanyectse M coctase GpoHAa
3.7. Begenve pena poHaa
<*> Ecnum opraHunsauma ABAAETCA UCTOYHMKOM KOMMJIEKTOBAHMUA U
MpumeyvaHua TOJIbKO B TOM C/ly4ae, ec/in He obHapyrKeHbl Aela NOCTOAHHOTO
XpaHeHus (cm. npumedaHme K npunoxkeHuto N 6 Mpasun)
N cxembl 14
HanmeHoBaHue npouecca | OpraHU3auma po3biCKa AOKYMEHTOB




BeiaeneHo OTCYTCTBAE AOKYMEHTOB

v

HpOBepV‘ITb OTCYTCTBYHOL|NEe JOKYMEHTbI MO KHANAM 1 akTam

BblAauyn B YATArNbHbLIA 3an 1 AP. opraHu3aunro

v

Bbigaua OTpaxeHa B y4YeTHbIX JOKYMeHTax

aa

HeT—{XOR
V

v

/OpraHmsoBaTb posblch
HeoBHapyKe HHbIX
AOKYMEHTOB B
cooTBeTcTBRYOWMUX CIT*,
B AeATENbLHOCTIN
KOTOpbIX 06pasoBanvcb
HeoGHapyKeHHbIe Aena,
npenBapuUTErbHO N3Y4NB

\__onuck gen atux CI
\

y v

N3yuntb genc dpoHga (akTbl 0
BbldeneHu Aen K
YHUUTOXEHWIO, aKThl BblAauyn
Aern Bo BpeMeHHoe
nonb3oBaHWe, paHee
COCTaBMNEeHHLIE aKThbl NPOBEPKA
HanM4na N COCTOAHWA Aen
cboHAa)

L

[MNpoBepnTh gena
Haxo4 ALMXCH pAAOM
cdoHa 0B

h J

v

h 2
ObHapyKeHbl

OBHapyeHa 3annck 0b
YHUUTOKEHUN JOKYMEHTOB

Pa3sbIiICKNBacMble
AOKYMeEHTbI

ObHapyeHa 3anncb o
Bblaye JO0KyMEHTOB

CuutaTth Aeno
yTpaveHHbIM

.
AKT 06 yTpaTe
AOKYMEHTOB C

YKa3aHUeM NpUYnHbI

YHUUTOMXEHNSA

(npvn.Ne6)

BepHyTb
oBbHapyMeHHbIe

CunTtaTbk
AOKYMEHThI HA MecTo

AOKYMeEHTbI
MMeRLWMCA B
Hanm41un

OTmeTKa B COOTB
KapTouke ydeTa
HeobHapy»KeHHbIX
AEq C yKka3zaHNeEM ¢
AaTbl U NOANNGK
paboTHWKa apxuBa

3.2.35,37
YyeT

1.1 9KcnepTU3a LEHHOCTH

Bxogapl 2.2.3. KOHTPO/1b 33 ABUXKEHNEM AO0KYMEHTOB U UX COCTOSAHUEM
6. MNepepava gen ns apxmea opraHn3auum
3.2. YyeT KOnm4yecTBa 1 cocTtaBa gen

Bbixoabl 3.5. YueT usmeHeHu B Koainyectse 1 coctaBe GpoHAa
3.7. BegeHune pena poHaa

N cxembl 15

HanmeHoBaHuMe npouecca

2.1.3.2. MopAa[okK BblA4auM gen U3 apxXmBoxpaHUANLA




3anpoc opraHuzaLm o
Bblgaue fen Bo
BpEMeHHoe
Nonb3oBaHue

3akas (cnyxebHaa
3anuncka) Ha Bblgady
nen

3akas Ha nposefeHue
paboT no
KOMMPOBAHMWIO WITK
pecTaBpalmu

J\

KapTa-zamecTuTenb
(npwun.Nae7)

3annchb B KHWUre
Bblga4n (paboTHUKaMm
opraHusaumu; B
uMTaNbHLIA 3a0, BO
BpEMEHHOoe
nonL30BaHve B
LP.OpraHn3amio)

AKT 0 Bbl@4e Aen Bo
BpemMeHHoe
MonL30BaHKE B
Ap.opraHn3aLmio
(mpun.Ne10)

3anuck o Bbigave B
NNCTE NCNONL30BaHKUA
nena

2.2.1. PauucHanbHoe pasmelleHme
AOKYMEHTOB B apXMBOXpaHunnLLe

MonyyeHre 3anpoca Ha Bulpady

Belemka dPXWBHOIMO AOKYMEHTa

/

B cnyyae
HecoBMnageHns —
OTKa3 B Bblgade,
Q{CTpaHEHMB OLIJMﬁKVI/.

f B cnyuae N

HEYNOBMNETROPUT. U3,
COCTOAHMA Aena —

\_ OTKa3 B Bblgaqe j

Ceepka apxXWBHOTO LIKDPa W 3aronoBKOB ¢ )

OnNncbLIo fern, JOKYMEeHTOB

MpoBepka hU3NYECKOro COCTOAHUA Aena

Peructpalmsa Bblaaym

v 9

5. Mcnonb3oBaHke
apXWBHbIX 1OKYMEHTOB

Bxoabl 2.2.1. PaumoHanbHoe pasmelleHne A0KYMEHTOB B apXMBOXpaHUAULLE
Bbixoabl 5. Ucnonb3oBaHMe apXMBHbIX 4OKYMEHTOB
N cxembl 16

HanmeHoBaHuMe npouecca

BefeHWe OCHOBHbIX YHETHbIX 4OKYMEHTOB B apXnBe opraHm3auunm




1.4. MNepegava gen B apxue
opraHusayuu

ApPX1B OpraHusaLmm ApPXWB opraHmsaymm
XpaHUT OAWNH XpaHuUT Bonee oHoOro
apXMBHbIN hoHA apxmBHOro choHaa

Cnucok oHaoB

w

Onucu gen
(roaosble
pasaenbl
onuncen)

\_/

PeecTp onncen

\_/_\

Nuet doHaa
w

KHura yyeTa
| nocTynneHua u |
BbIOBITKA Aen

J\

Heno doHaa
w

Bxogp, 1.4 Mepepaya gen B apxms opraHM3aumun

Bbixogbl 3. YyeT AOKYMEHTOB B apXmMBe OpraHM3aummn

N cxembl 17

HanmeHoBaHuMe npouecca |3.1. YyeT noctynneHua aen




1.4. MNepepaya pen 8 Onucu pen ClM
apXu1B opraHmWaaLm

4. Co3spnaHue 1 BegeHne HCA
COCTaBMNeHWe onMcei Ha
HeonUcaHHble LOKYMEHTbI)

3.1 Yuer
NoCTYNNeHns
aen

AKT npuema-nepef,a4m
aPXWBHbBIX J,0KYMEHTOB
Ha XpaHeHue (npun. Ne20)

[epepaya Aen B apxus
opraHuaalu1 1a
ApYyroi opraHusaLmm

KHura y4eTa
nocTynneHua

Jnet
1 BbIDbITUA
doHpa
® AKT O TEXHWHECKAX nen,
ownbrax B yHeTHbIX LOKYMEHTOB

JokyMeHTax (npun.Ned)

* AKT 06 0BHapy¥eHWK
LOKYMEHTOB (He
OTHOCALLMXCA K AaHHOMY
OoHAY, HEYYTEeHHbIX)
(npwun.Neb)

2.1.3.1. MNposepka
Hanu4nua 1 =
COCTOAHWUA AOKYMEHTOB

Mepepayva gen B apxms opraHnsaLLMm U3 Apyron opraHm3auuu;
Bxoabl 1.4. MNMepepayva gen B apxms opraHM3aumun
2.1.3.1. MpoBepKa HANNYMA U COCTOAHNA OOKYMEHTOB

4. Co3paHue n BegeHne HCA (cocTaBsieHne onucei Ha HEONMUCaHHble

B

bIXOAb! OOKYMEHTbI)
MpumeyaHua
N cxembl 18

HanmeHoBaHuMe npouecca CoctaBneHue rogoBbIx pa3genos onucem aen

T
CocTaeneHwe rogosoro

Omuen gencn | [
NOCTOAHHOrO Cpoka [FEELASME A 2 Onuay aen Gl ol S
XDAHEHWS NOCTOAHHOTO CPpoKa XpaHeHus B BpeMeHHOro /CocTaeneHne rogoBoro pasgena
P L \_4 aksemnnapax (3 BH, 130) / (cebiwe 10 neT) | | onucwn Aen BpeMeHHoro (cebiwe
— 2 / Cpoka xpaHeHus 10 neT) cpoka XpaHeHWA He
{ Cornacoeanue ¢ LI3K (3K) \] — '-.\‘\MeHee 4yem B 2 aK@emnnﬂpax/;‘
MpoTokon ¥ = B T B
saceaaHusa <7 YTeepxaeHue Ha MK Ve = ™
L | cenepancHoro apxmea unu | MpoTtokon |—’ CornacosaHue ¢ LU3K (3K) f:
opraHa ynpaeneHus, ‘ sacefaHvs ~ | ~
| ynonHomoueHHoro B cthepe | — P A J .
N apxuBHoro Aena S [ YTBepxaeHue pyrosoauTenem \'.
- ~ opraHuzauum )
/YTBep)aeHWe pykoBoguTenem: ~— :
A opraHusaumMn J = ¥ _
) k3 ) (~ Bce sk3seMnnApel 0CTaIOTCA B \‘.
¥ {(N) ¥ A apxvee opraHW3ayun J
i - _
{ MNepegava 8 | [ 1 aksemnnap (EH). |
roc.(MyHULMNansHbIA) oCTaeTcA B apxuee
\apxue 4 3k3 (3 BH. 130) opraHu3auum
R 7 N -
Bxoapbl 1.4. MNMepepaya gen B apxms opraHM3aumun
Bbixoabl 3.2. YyeT KonmyecTtsa 1 cocTasa aen

BH - Ha 6BymarKHOM HocuTene

MpumeyaHua
3/, - B 91eKTpOHHOM BUAae




N cxembl 18 npogonxeHue

HanmeHoBaHMe npouecca

CoctaBneHue rogoBbIx pa3genos onucei aen

OpraHuzauma asnaeTca
WCTOYHUKOM KOMMMEKTOBAHNA
rocyAapcTBEeHHOro
(MyHMUMNanbLHOro apxvmea)
v

Onucek aen CI1

CocTaeneHue rojoBoro

OpraHusauna HE asnseTtcs
WCTOYHWUKOM KOMMNIMEeKTOBaHWA
rocyaapcTBeHHOro
{(MYHWLMNansHOro apxuea)

Onuce aen CIM

no nuyHomy | no nu4HoOMy CocTaBneHwe roqoBoro
cocrasy | Pasaena onvon ASh cocTaBy pasgena onucu aen
R rno NUYMHOMY COCTaBy B 4 P 3
o ~_9Kksemnnapax (3 BH, 130) o UORNIHOMYICOCTEB YR
v i aKaemnnNApax /
CornacoeaHue ¢ LI2K (2K) B
opraHuaauum CornacosaHue ¢ LISK (3K)
MpoTokon opraHusaumm
3aceaaHnn CornacoeaHme ¢ MK~ MpoTokon
. thbeaepansbHOro apxusa unv sacepaHus YTBEpXASHUE PYKOBOAUTENEM
opraHa ynpaBeneHus, ~—— ) opraHvaaummn
YMNONMHOMOYEHHOo B chepe
apxvBHOro gena ~
( 3 aKaemnnaApa ocTalTcA B )
YTBEpXKAEHNe pyl(osonmenem) 9 e L
opraHuaayumn P )
v
JK3eMnnaApa nepeaaroTca B
roc. (myHuy.) apxue (1 BEH, 1
30), 2 akzemnnApa ocTaeTcA B
apxuBe opraHu3auumn -
Bxoapl 1.4. Nepegaya aen B apxms opraHnsaLmMm
Bbixoapl 3.2. YyeT Konm4yecTBa 1 cocTtaBa gen
MNpumeyaHus BH - Ha 6ymarkHOm HocuTene, 3/ - B 91EKTPOHHOM BUAE
N cxembl 19
HavmeHoBaHue npouecca 3.2. YyeT Konn4yecTBa M cocTtasa aen




1.4. MNepegava gen
B @apXWUB OpraHusaunm

2.2.3.1. MNpoBepka
HarnW4us U COCTOSHUA
JOOKYMEHTOB

5.1. McnonHeHWe 3anpocos
none3oBaTenen
(BO3BpPAT NUYHBIX
LOKYMEHTOR)

6.1.2. epegava gen Ha
NMOCTOAHHOE XpaHeHue B
rocyAapcTBEHHbIRA
(MyHALMNANbHBIA) apxnB

7. BolgeneHue
JOKYMEHTOB C MCTEKLLUMM
CPOKAMUN XpaHeHNs K
YHUUTOMEHMN IO

Mepegava fen B apxvs
opraHWsayum
U3 APYroi opraHusayum

OnucK gen cTPYKTYPHBIX NoApaseneHui

* AKT O TEXHUYECKUX oWMbKax B yYETHBIX
JokymeHTax (npwn.Ned)

¢ AT 0B obHapyKeHU JOKYMEHTOB (He
OTHOCSALLNXCA K AaHHOMY OOHIY, HeYUTEHHBIX)
(npun.No5);

—>e  AKT 0B yTpaTe AOKYMeHTOB (nNpur.Nog);

¢ AKT 0 HEMCNpaBUMbIX NOBPEXAEHUAX aPXUBHbIX
fokymeHToB (Npun.Ne22);

AKT 06 M3BATUK U3 AeM WU BO3BPALLEHUN
—»/COBCTBEHHMWKY MOANMUHHWKOB MMYHLIX OKYMEHTOB —.
{Mpasuna n.5.17);

3.2 Yyer
KOMnMYecTBa U
COGCTaBa Aen

AKT npuemMa-nepegayn apx1BHbLIX JOKYMEHTOB Ha
—> xpaHeHwe (npun.Ne30) ]

[opoBLE
paspgentl
onucel gen

AKT © BbIAEMEHUW K YHULUTOXEHMWIO apXUBHBIX
JOOKYMEHTOB, HE NOANEXALLUX X PaHEHMIO
(npun.Ne21)

AKT npuemMa-nepegayn apxuBHbIX JOKYMEHTOB Ha
——»xpaHeHue (Npun.Ne20)

1.4. MNepepaya gen B apxms opraHmMsaumm;

2.2.3.1. NpoBepKa HAaAUYMA U COCTOAHUA AOKYMEHTOB;

4. Co3paHue n BegeHne HCA (cocTaBsieHne onucei Ha HEONMUCaHHble
LOKYMEHTbI);

Bxoabl .
5.1. cnonHeHuMe 3anpocoB Nonb3oBaTesniei (BO3BPaT IMYHbIX
[OKYMEHTOB);
6.1.2. Mepegaya aen Ha XpaHeHMe B rocy4apPCTBEHHbIN
(MyHMUMNANbHBIN) apxuB.

Bbixogpbl 3.1. YyeT noctynneHua gen.

N cxembl 20

HanmeHoBaHuMe npouecca

3.3. YyeT Ko/imyecTBa 1 cocTaBa onucen aen




1.4. Mepepadya Aen B apxve
opraHusaymn

1.4. Mepepava aen opraHusayui
(mocTynneHne
HEOMMUCAaHHLIX 4OKYMEHTOB)

—»e

—>

¢ [O[oBbIE pasgens onucei gen
Cxema cuctemaTtuaalmm

w

Onwck aen

w

3.3. YYeT Konu4ecTea
W COCTaBa OMUCER Aen

PeecTp
onucen
aen

JlneT
doHaa

1.4. MNepepaya gen B apxms opraHmMsaumm;

Bxoabl 1.4. Nepepnaya Aen B apxmB opraHnsaumm (NOCTynaeHne HeonmcaHHbIX
nen)

Bbixoapbl

MpumeyvaHua

N cxembl 21

HanmeHoBaHue npouecca | 3.4. YyeT Konmdectsa M cocTaBa GOHA0B

1.4 MNepepava pen
B apXMWB OpraHvaaLum

BoibbiTHe doHAa npyv NUKBKAALMA

pasgeneHny opraHMaaLm,
MCTEYEHMM CPOKa XpaHeHWs Boex
AOKYMEHTOB doHAa

Bosspar eribbiBLErO hoHaa

JIncTel OHACB

3

3.4. Y4yeT KonudecTBa
W cocTaBa (poHR0B™

Cnucok hoHaoB

1.4. Mepepayva gen B apxms opraHMsaumu;
Bxogapl BbibbITME GOHAA NPU NUKBMAALMK, PA3AeNeHUN OpraHM3aLnK,
WUCTEYEHMM CPOKA XPaHEHMA BCeX AOKYMeHTOB poHAa.
Bbixoapbl
MpumeyaHuma <*> B cnyyae NoCTynneHUs B apxme BTOPOro 1 nocnenyowmnx GoHaos
N cxembl 22
HanmeHoBaHMe npouecca |3.5. YueT nsmeHeHuin B Koinyectse u coctase poHaa <*>




1.4. MMocTynneHue Onuce gen
HEOMNWCaHHBIX AOKYMEHTOB

o AKT 0 TEXHWYECKHX OLUMGKAX B yUETHBIX
AokymeHTax (npur.Ned);

e AT 06 oBHapyKeHWW oKy MEHTOB (He
OTHOCALLWXCH K AaHHOMY POHAY, HeYUTEHHbIX)

2.2.3.1. MNMposepka (npun.Ne5);

HANN4NA ~ e Akt 06 yTpaTe foKyMeHTOB (npun.NeG);

AKT 0 HEMCNPaBUMBIX NOBPEXAESHUAX apPXWBHbIX
AOoKyMeHTOoB (npun.Ne22).

COCTOAHWA A0KYMEHTOB

3.5. Yuert
W3MEHEHWI B

5.1. McnonHeHWe 3anpocos AKT 06 U3BATUN U3 Aien 1 BO3BpPaLLeHWM KOmnMYyecTBe U

HOMb30BATEN & COBCTBEHHWKY NOAMMHHUKOB MUYHBIX [OKYMEHTOB cocTase choHaa
(BO3BPAT NUYHBIX (MpaBuna n.5.17).
AOKYMEHTOB)

b

6.1.2. lNepepgayva gen Ha
NoCTOAHHOE XPpaHeHWe B
rocyaapcTeeHHbl A
{(MyHUUWMMANbHbLIA) apXxue

AKT Nprema-nepeaayn apx1ueHblX JOKYMEHTOB Ha
xpaHeHwWe (npwn.Ne30)

NueT poHpa

2.2.3.1. MNpoBepKa HANMUUYMA U COCTOAHUA OOKYMEHTOB;

1.4. Nepepfaya LOKYMEHTOB B apX1B (MOCTYNAEHNE HEOMMUCAHHbIX
[OKYMEHTOB);

Bxoabl 5.1. UcnonHeHue 3anpocoB nonb3osaTtenen (BO3BPAT INYHbIX
[OKYMEHTOB);

6.1.2. Mepegaya Aen Ha XpaHeHMeE B rOCy4apPCTBEHHbIN
(MyHULMNANbHBIN) apXuB.

Bbixoapbl

<*>YyeT nocTynseHuna u BbibbITUA AeN, LOKYMEHTOB B npegenax ¢poHAa
MpumeyaHua

CM. Ha cxemax 17, 19, 23.
N cxembl 23

HanmeHoBaHuMe npouecca | 3.6. YueT BblObITMA Aen




2.2.3.1. lNpoBepka
HanU4us u
COCTOAHMWA [JOKYMEHTOB

5.1. MicnonHeHWe 3anpocos
none3oBarenen
(BO3BpPAT NMUUHBLIX
AOKYMEHTOB)

6.1.2. lNepepaya gen Ha
NOCTOAHHOE XpaHeHWe B
rocyJapcTBEHHbIR
(MYHUUWNANGHBIA) apxuB

7. BolgeneHue
JOKYMEHTOB C UCTEKLLMMU
CPOKAMU XPaHEHNS K

4xpaHeHmo (Npun.Ne21)

*  AKT O TEXHWYECKUX OLIMEKAX B YUETHBLIX
JokyMmeHTax (npun.Ned);

e Akt 06 OBHapyxKeHUH JOKYMeHTOB (He

OTHOCALWXCA K AaHHOMY boHAY,

HeyuTeHHbIX) (Npun.Ned); —

AKT 06 yTpaTe fokyMeHTOB (Npun.NoB);

e AKT 0 HEeuCnpaBUMBIX NOBPEXAEHNHAX
ApPXUBHLIX JOKYMEHTOB (Mpun.Ne22).

AKT 06 N3BATUKX U3 Jen W BO3BpaLleHUe
COBCTBEHHWKY NOAMMHHWKOB NMUYHBIX
nokymeHTos ([pasuna n.5.17).

3.6. Yuer
BbIDBITUA Oen

AKT npuema-nepegaqn apxmBHBIX
JOKYMEHTOB Ha XpaHeHue (npun.Ne30)

—»

AKT O BblgeneHuu K YHUUYTOXEHUHO
AapPXWBHBIX OOKYMEHTOB, HE nognexalnx

KHura ydeTa
NoCTynneHus
W BbIDBITHA
fen,
AOKYMEHTOB

INMunet
doHaa

YHUUTOXEHWIO
2.2.3.1. NpoBepKa HAaAUYMA U COCTOAHUA AOKYMEHTOB;
5.1. UcnonHeHuMe 3anpocoB Nonb3oBaTesnei (BO3BPAT IMYHbIX
Bxoabl [ OKYMEHTOB);
6.1.2. MNepegaya aen Ha XpaHeHMe B roCyAapPCTBEHHbIN
(MyHMUMNANbHbIN) apxmB
Bbixoabl 3.2. YueT Koan4yecTsa U cocTaBa eguMHUL, XpaHeHuA
MpumeyaHua
N cxembl 24
HanmeHoBaHue npouecca |3.7. BeaeHne gena ¢oHaa




2.2.3.1. lNpoeepka
HanmM4Msa 1
COCTOSIHUSA A OKYMEHTOB

4. CosgaHune
1 BefeHne HCA

6.1.2. lNepepaya aen Ha
NOCTOAHHOE XpaHeHWe B
rocyAapcTBEeHHbIN
(MyHWLKMNaNbHbIA) apXuB

7. BolgeneHune
[N OKYMEHTOB C UCTEKLLMMM
CpoKaMK XpaHeHus K
YHUUTOMEH U

Mepepada fen B apxve
opraHvzayum
13 APYIOW OpraHKusayuu

e AT NPOBEPKM HAMWYUA 1 COCTOAHKA
¢ AKT O TEXHUYECKUX OLINBKaX B Y4ETHbIX
s AT 06 oBHapyMeHUN LOKYMEHTOB (He

e AKT 0B yTpaTe f0KyMeHTOB (nNpun.Ne6);
¢ AKT 0 HercnpaBMbIX NOBPEMAEHNAX

apXUBHbIX L0KYMEHTOB {npwun.Na3);
gokymeHTax (npun.Ned);
OTHOCALLMXCH K AaHHOMY bOHAY,

HeyudTeHHbIX) (NpKrn.Ne5);

apXMBHLIX 4O0KYMEHTOB {npun.Na22).

McTopryeckad cnpaeka K oHay

\\_T_l_),/—’f_h_‘\

AKT npuemMa-nepeaqm apxmBHbIX
LOKYMEHTOB Ha xpaHeHue (npun.Ne30)

AKT 0 BbILENEHUM K YHUHTOMXEHWIO apXMBHbIX
JOKYMEHTOB, He NofiNexall|Mx XpaHeHUo
{npwrn.Ne21)

AKT NpremMa-nepefaqm apxuBHbIX

—» 0 0KYMEHTOB Ha xpaHeHwne (npun.Ne20)

0

3.7. BegeHnwve
fJena choHpa

Heno
doHaa

2.2.3.1. NpoBepKa HaNYMA U COCTOAHUA AOKYMEHTOB;
4. Co3paHue v BegeHne HCA
5.1. cnonHeHMe 3anpocoB Nonb3oBaTe el (Bo3BpaT IMUHbIX

Bxoabl
[OKYMEHTOB);
6.1.2. MNepegaya aen Ha NOCTOSTHHOE XpPaHEHWE B rOCYAapCTBEHHbIN
(MyHMUMNANbHbIN) apxKB

Bbixoapbl

N cxembl

HanvmeHoBaHMe npouecca

3.8. YyeT ncnosib3oBaHMA AOKYMEHTOB




e  AgT 06 N3BATUK M3 aen
{BO3BpaLYeHNK
COBCTBEHHMUEKY)
MOANMHHWKOB NMYHbIX

gokymeHToB ([paBuna 3.8 Yuer
5. Micnonb3oraH e .
—»  n.5.17) WCNOMb30BaAHNA
APXMBHBIX J0KYMEHTOB
e AKT 0 Bbljade gen Bo L,OKYMEHTOB
BpeMeHHOe NoMNb30BaHWe H\
{npwn.Ne10). vV
N
m MvcT CamocToATeNsHO
WCnone3oBaHnd paspaboTaHHble
y4eTHble (hopMbl

apxuea
opraHusayum

Bxopabl 5. Ncnonb3oBaHWe apXUBHbIX AOKYMEHTOB.
Bbixoapbl
N cxembl 26

HanvmeHoBaHMe npouecca 5.1. UcnonHeHune 3anpocos nonb3oBaTenew, B T.u. CoLUManbHO-

NPaBOBOro XapakTepa

nonb3oBaTenA

!

ervcTpayusa sanpoca

MocTynun 3anpoc o1>

MHCTpYKUKWE No

W Nepefada B apxumB Cny:xba genonp-sa
3anwuck B XXypHane opraH1aaL A AEeNnonpon3BoacTBy
perncTpauymm YL

[MNepBUYHas cueHKa
( P H PaboTHuk apxvba

MpaBsuna n.5.10
3anpoca

I ~ |
Banpoc cogepXuT

cBefeHWs, Heobxogumble
4nA paboTel ¢ HAM

OueHKa copgemKaTenbHOW
4acTu 3anpoca

3anpoce OTCYTCTBYHOT
cBefeHus, HeoBxoguMble
AnA paboTbl ¢ HAM

HanpaeneHue nonesosaTento
YBEOOMNEHWS O HEOBXOAWMMOCTH
NpefocTaBNeHUs AONONHUTENBHOM
WHOpMaLM

3anpoc He oTHOCKUTCH K
COCTaBY XPaHALMXCH B
OpraHu3aLnuM OoKyMEHTOB
(HenpoPUNBHEIW 3anpoc)

OpraHMaaL MM OTCYTCTBYOT
SRR Iefaisenrel=Lan LOKYMEHTbI, Heo6xoaMMele 45
SlES) ero UCnonHeHus

_ [MpodrneHbBIM 3anpoc, HO B
[MpodunbHbIM 3anpoc,
b




oreer ero MCNonHeHUA (Hel'lpoqmanblﬁ sanpoc)

Mpasuna 5.11 - 5.14 / MoaroToBKa orae'ra I'Immmsm otBeTa © p I'Iepea,qpecau,nﬁ 3anpoca ™,
(apxuauou cnpasku, f B OPraHu3aumio, B KOTOPOR MOryT N
KOMWUM, BBINUCKK)

l'Ipocbm'lsHuu 3anpoc, Ho B 3anpoc He OTHOCUTCA K
L L b s opraHusaumm cm:y'rmylor COCTaBy XPaHALMXCA B
noar = AOKYMEHTBI, Heobxogumele an: opraHusauun 40KyMeHTOB

yHasahuem nputun HaxXoOUTLCA HeoBXxoOMMbIE JOKYMEHTHI, U
OTCYTCTBUA JOKYMEHTOB ©A! ©A AoKY! '

— / yBeacMneHue nonb3osaTtens o
2.2.32. YcraHoBneHue nepeHanpaeneHuu sanpoca. Ecnu
nopagka Bbigadvd Oen w3 opraHu3auna HewW3speCcTHa — yeejomMneHvwe
APXMBOXPaHMNMLLA + 3 non TenA o 10CTH J
I\/f\. } | WudpopmaunoHHoe paccuovpe:uﬂ sanpaca -
v i v nUCLMO .
OTBeT Ha Janpoc COI"IpOBOJJMTEI‘IbHOE nuceMmo, | | e '.\V'.-!
(apx. cnpaska, KONWA, | NOANWCAHHOE pyKoBOAWTENEM | -
. k4 . ¥ .
ma”f!‘ﬂ) opraHuaaLmM — Banpoc v conposoguTensHoe || MHdgopmMauMoHHoe
T NUCBMO, NoOANWGCaHHOe NMUCBEMO
Pemc'rpal.mﬁ oTBETA B S pPYKoBOQUTENnEeM OD[a_H_H?_a_IAI’lM I"IO]"II:SOBa'Ire_EI_q
BbIOaHHbLIX KOfIMﬁ BbBINWCOK, / Perucr
pauua oTBeTa B -,
P ofwem nopagke |
perncTpaumm -
3.8. Yuet ucnonbaoaauun KOppecnoHAeHUWK B
APXUBHBIX AOKYMEHTOB opraHusaumu /
Bxop 2.2.3.2. MopAAOK BblAauYn AOKYMEHTOB U3 apXMBOXPAHMANLIA
Bbixogbl 3.8. YyeT ncnonb3oBaHUA apXMBHbIX OKYMEHTOB
<*>Ha YCMOTpeHNe pyKoBoAaCTBa, B /IOKa/IbHOM aKTe OpraHu3auumn
MOXeT bbITb yTBEepXaeH 6naHK 3aMNpocCa, a TaKXXe pernameHTnMpoBaH
NouMeyaHus nopAaokK pa6OTbI C 3anpocCamm, B KOTOPbIX HeAOCTAaTOYHO CBE,D,EHMVI ana
P OTBeTa (HaanN\ep, €C/Nn B 3anpoce yKa3aHbl cBegeHUA o
nosb30oBaTe/ie, HO He YKa3aHa XKe/slaemMan d)opma npegocrtaBaeHnA
AaHHbIX).
N cxembl 27
HanmeHoBaHue npouecca McnonHeHue 3aMnpocoB Ha BblAa4yy NOA/IMHHbIX TNYHbBIX AOKYMEHTOB




MocTynun 3anpoc Ha
Bblfayy MOAMMHHBIX NMAYHBLIX
AOKYMEHTOB

OueHka 3anpoca

. Z .

MoANWHHEIE NMUYHBbIE
JOKYMEHTbI XpaHATCH B
apxuBe opraHusaguu

v

PaccMoTpeHue sanpoca
pyKoBOAUTEMEM apxu1Ba

MoaMWHHEIE NMUYHbIE
JOKYMEHT bl OTCYTCTBYIOT,

Pesontoyuna

PYKOBOIMTENA O MNpasuna 5.17, 5.20

Bblgayve JOKYMEHTOB

2.2.3.2. YcTaHOBNEHWe

r
nopsaka sblgadvyu gen us — MogroToBka
apxXuMBOX paHunuLLa OOKYMEHTOB K Bblgaye:
W3roTOBMEHNE

OTMET KM 06 U3BATUIK
1 3aMeHe KoMUamMn:
BO BHYTPEHHMUX
onucax gen, B

APXMUBHbBIX KOMUIA
AOKYMEHTOB U
OTpaeHWe U3bATUA U
3aMeHbl KOnnAamMK B

MNWCTax-3aBepPHUTENAX
Zer, B onucax gern,
LOKYMEHTOB

Konuu na3eatbix

YYETHBIX AOKYMEHTaX

N apxusa S

Bblfaya AOKYMEHTOB
3aABMTEN MK

OOKYMEHTOB

\/_\

AOBEPESHHOMY MHLY

AKT 05 M3BLATHUK K
BO3BpalLleHN JOKYMEHTOB
COBCTBEHHURY

T

MHdpopmMaLlmoHHoe
MUCBMO

Peructpauns nnceMa B

obLem nopagke
pervucTpayum
KoppecnoHAeHL WM B
opraHusayum

3.2,35.
YueT
Bxogp, 2.2.3.2. YcTaHOBAEHME NOPALKA BblgauuM 4eN N3 apXMBOXPAHUANLLA
3.2. YyeT Ko/In4ecTBa 1 cocTaBa gen
Bobixoapbl N
3.5. YueT uameHeHu B Koanyectse 1 cocTaBe GpoHAa
MpumeyaHua
N cxembl 28
HanmeHoBaHMe npouecca |5.3. Bblgaya 4OKYyMeHTOB BO BpeMeHHoe NoAb3oBaHue (B T.4. Ans
paboTbl B UnTanbHOM 3ane)




2232 YecranoeneHwe
nopAaka Bolgaqun Aen s

MNocTynuna 3aseka Ha
paboTy ¢ JOKYMEHTaMH B
YWTancHOM 3ane

|

Xl'}Fl:l
e

e

[ ST pASPAWAHME HE pABAT

PaboTHUE apxuea
GpabaTuBacT sanpoc

Hat paspasHta Ka paBaty

e

NuyHoe zafeneHue

apX1BOXPaAHNNNLWA y ———
i\ Mucemo Buipava
('./fa?) l opraHusaum1m, nonb3oBaTenio
- HanpagwvBLWei paspelleHus Ha
Bblgava none3ocsaTenA paboTy B YATANBHOM
AOKYMEHTOB B Orkas B Boigaye) | T 3ane
. yuTaneHbli 3an Cryxethos
BHIAAYM B yAOCTOBEpEHNE ]
COOTBETCTEHH C OTKaz B NMCbMEHHOW COTpyAHWER PerncTpalna
npasunamu, @opme, ¢ yrasaHnem Opranmsayim NONbL30BATENS B
YCTAHORMSHHBIMU Npu4WH oTkasza W nopafka | L. 7 COOTBETCTBUU ©
apXUBOM obxanosaHuA oTkasa H npasunamu,
opraHusaymm _ — o YCT@HOBMEHHBIM I
- T o L aApXWBOM
- opraHvsayum
PabGota o — T
3anonHeHWe nucra nonb3oBaTesa f_f MonbzoBaTens ) —

WCMNONbL3CBAHUA
ACKYMEHTOB

— ""-f

1.8. YYET UCNONB3OBaHWA
APXMBHBLIX AOKYMEHTOR

C AOKYMEHTAMM

Bxon 2. XpaHeHWe fOKYMEHTOB B apXMBe opraHusauum
Bbixogpbl 1.8. YyeT ucnonb3oBaHMA apXMBHbIX 4OKYMEHTOB
N cxembl 29

HanmeHoBaHuMe npouecca

6.1. MNepepnaya gen Ha NOCTOAHHOE XPaHEHUE B roCyAapPCTBEHHbIM
(MyHMUMNANbHbLIN) apxmB




[MnaH nprema JOKYMEHTOB B
rocyAapcTBEHHBIA
(MyHUUMNAansHBIR) apxuB

[TpoeKkT AKTa npuemMa-
nepegaJn JOKyMEHTOB

PaBoTHUKW roc.(MyHUL.) apXvBa
(CpokM cornacoBLIBAKITCA C
paboTHUKamMK apxuBa opraHnaayuny
MCTOMHWKA KOMMNEKTOBAH WS

OnpeaeneHne cpoka Nepegaqu
AOKYMEHTOB B roCy4apCTBEHHbLINA
(MyHULMNANLHLIR) apxuB

1.C1.22 ©3 No125 «O6
apxvwBHoM gerie B PO»
2. lNpaBuna n.6.6.

.1.1. MoaroToeka Aen, AOKYMEHTOR
K Nepefadye B rocyaapcTBEHHBINA
(MyHAUWNanbHBIA) apxKB

PaboTHUKW roc. (MyHUL.) apxXie
COBMECTHO ¢ paboTHUKaMU
OpraHvsauuMn- WCToYHUKA

KOMNNEKTOBaHUA

/ OnpegeneHve cocTaea gen,

\ nognexawnx nepejade B FOC.)

1.Mpasuna n. 2.41-2.44,
ne7-62

2. MeTtoguueckne
pekoMeHaayuu nN.2.2.3.1,

(npwrn.Ne30)

icTopuyeckas cnpaBska K
doHay (Npu NepBoii
nepegadqe) U JONOMHEHUS K
HeW (Npy nocregyroLLKnx
nepegadyax)

4 3Kk3. onucen gen
NOCTOAHHOTO CpoOka

n.6.1.1

(MyHWL.) apxu1B
[MpoBepka NpaBUNEHOCTU
( odopMIEHHA Aen U ur3. 1
CaHWTAPHO-TMMUMEHWY. COCTOSAHUSA
OOKYMEHTOB, NepejaBaemblX B roc.
(MYHML.) apxu1B

{. BolgeneHne gOKyMEHTOR
L—®C UCTEKWUMK CPOKAMU
XpaHEeHUA K YHUUTOKEHUID

MogroToBKa JOKYMEHTOB, HEOBXOAUMBIX
npu nepegave ger, OKYMEHTOB B roG.
{MyHUL) apxuB

XpaHeHuA

AKT NpueMa-nepegaqu
fokymeHToB (npun.Ne30)

PaBoTHWkK roc.(mMyHWL.
apxvBa COBMECTHO C
paboTHUKaMK opraHusaumu-
MCTOYHWKA KOMMNIEKTOBaH Ui

6.1.2. [lepegaya gen B rocygapcrBEHHLIA
(MyHUYWMNANbHBIR) apxWB

1 Mpasuna n. 6.8.
2. MeToguueckue
pekomeHaaunM n.6.1.2

YueT 3.5, 36

Bxoabl

2.2.1. PaymoHanbHoOe pasmelleHne JOKYMEHTOB

Bbixoapbl

3.2. YyeT Ko/In4yecTBa 1 cocTaBa gen

3.5. YyeT M3ameHeHu B KonnyecTse 1 cocTase poHaa

3.6. YueT BblbbITUA Aen

3.7. BepgeHune pena poHaa

7. YHUUTOXKEHMe JOKYMEHTOB C UCTEKLLMMWM CPOKAMUM XPaHEHMA

N cxembl

30

HavmeHoBaHue npouecca

6.1.2. NopaaoK nepesaymn Aen Ha XpaHeHWe B rocyAapCcTBEeHHbIN
(MyHMUMNANbHBIN) apxmB




CornacosaHue cpoka hakTUIecko nepefayun AOKYMEHTOB, KX
TpaHCNOPTUPOBKa B roc. (MyHULUWMN.) apxuB

A

A

lNepegadya B roc.(MyHMLUWMN.) apXKB:
- Aen no akTy;
- 2 5K3. aKTa 0 NpuemMe-nepenade.

<&

[NognucaHwe AkTa npuvemMa-nepegadn (B 2 sk3.) paboTHUKaMK apXuBa

4

opraHuzayM U paboTHUKAMK roc.(MyHIWL.) apxuBa*®

AKT nprema-

A,0KYMEHTOB Ha

XpaHeHWe B roc.

(MYHMUWM.) apxnB
{npnn. Ne30)

nepejay apxnBHbIX

YTBepsKAeHWe akTa pyKoBoAWTENEM OpraHn3aLumn 1
pPyKOBOAMTENEM roc.(MyHWL.) apxuBa

C

BHeceHWe n3MeHeHWUn B YHeTHble AOKYMEHTbl M NPOCTaBNEeHWe
OTMETKK 06 3TOM B akTe Npyrema-nepeadu

O

YueT 3.2, 3.6.

Bxopabl

Bbixoapbl

3.2. YyeT Ko/In4ecTBa 1 cocTtaBa gen
3.6. YueT BblObITMA gen

MpumeyaHua

<*> B Ka)kA0M 3K3eMnaape rogosoro pasaena onucu aen
NpoCTaBAAETCA OTMETKA O nepefaye Aen, 0KYMEHTOB B roc. (MyHuL,.)
apxus

<**> 1 3K3eMnnAp rogoBoro pasaena onucei aen, AOKymeHTos 1 1
3K3emnaap AKTa o0 Npueme-nepeaaye nepenatoTca B apxms
opraHusaumnm

N cxembl

31

HanmeHoBaHuMe npouecca

6.2. MNepepgaya gen npu peopraHn3aumnun, NMKBMAaLUM opraHmMsaumm




PelleHKne dukcupyeTca B
pacnopafnTensHOM
JOOKYMEHTE O NMKBMZaLNN
(peopraHunzaymm)
opraHu3ayunm

o AKT O TEXHUYECKNX
oWwKnbKax B y4eTHbIX
JokymeHTax (npun.Ned)

» AKT 06 oBHapy¥eHUK
JOOKYMEHTOB, He
OTHOCSAILYWUXCA K faHHOMY
hOHAY, HEeYHTEHHbIX
(nptn.Ne5);

o AKT 06 yTpaTte
LokyMeHToB {npun.Net)

MCTOpI/IHECKaﬂ crnpaBKa K
PoHRY

\_/\

[poekT AxTa npuema-
nepeaadn ,0KyMEHTOB

(npwn.Ne20 1unu Ne30)*

AKT npuema-nepeaa4m
(Nprn.Ne20 mnu Ne30)*

OnpeaeneHmre OPUAKMHECKOro NKua,
KOTOPOMY NepeldatoTCAd 4 0KYMeHTbl, 1 MeCTa

WX AanbH enllero XpaHeHKna
[

C1.23. ©3 Ne125 «O6
apxneHom gene g PO»

7. YHUITOMEHWS
LOKYMEHTOB C
UCTEKLLMMK CpOoKaMu
XpaHeHua

OnpepeneHKe cocTaea f,0kyMEHTOB,

nognexaulx nepejgaqe
N

v

OAroTOBKa apXBHBIX 4OKYMEHTOB
nepepave

2.2.3.1.MNpoeepka Hanu4m1sa
W COCTOAHMWA LOKYMEHTOB

Y

[NoAroToBKa J0OKYMEHTOB,
HeoBX0oAUMbIX NPK Nepeaade
APXMBHbIX [OKYMEHTOB

/
-

/

Mepepaqa apxMBHbLIX AOKYMEHTOB M CNUCEN
Aen, AOKYMEeHTOB peopraH130BaHHOM
(NWMKBUAWPOBaHHOMW) opraH13aLun

Bxoabl

Bobixozbl 7. YHUUTOMXKEHMNE [OKYMEHTOB C UCTEKLIMMM CPOKaMM XPaHEHUA
<*>1 - - .N2

MpuMeyarus pu nepesaye opraHM3aUUN-NPaBONPEEMHUKY - MPUA 0, npu
nepeaaye B roc. (MyHuu.) apxus - npua. N 30.

N cxembl 32

HanmeHoBaHwue npouecca

6.3. Nepegaya gen npn cMmeHe pyKOBOAMTENA apXMBa OpraHmM3aLmnm
(nmMua, oTBETCTBEHHOrO 32 apXmB)




I'Ipvu<a3 0 co3gaH1 KOMUCCHUI OpFaHMSaLWIOHHbIe
no NoAroToBKe AOKYMEHTOB K MeponpuATnA no

nepejaqe NOoAroToOBKE apXNBHbIX
ACKYMEHTOB K nepejade

lNpoBepka cocToAHWA
2.2.3.1.Npoeepka Hanuuua n MNoaroToBKa ACKYMEHTOB P nonF/)le SHUIA 1
COCTOAHMNA AOKYMEHTOB apxuBa K nepejaqde t
o6opypoBaHua

¢ AKT O TeXHNYeCKnX
oLMbKax B yHeTHbIX
AokymeHTax (npun.Ned)

¢ AKT 06 oBHapyKeHUK MNpruem-nepeaava

ACKYMEHTOB, He AOKYMEHTOBR™
OTHOCALYMXCA K AaHHOMY

cdhoHay, HeyUTEHHbIX
(npun.Ne5); 3
* AKT 06 yTpate o AKT npnema-nepeaaun
AOKyMeHTOB (npun.Ne6) (npun.N213 k MeTogudyeckum
pekomMeHAaUNAM)
Bxoabl
Bbixoapbl
<*>YyeTHble AOKYMEHTbI Ne TCA N n yen apXMBHbIX
Mpumedanms OOKY pepatoTca nepej nepegavyen apxmsHb
LOKYMEHTOB.
N cxembl 33
HavmeHoBaHue npouecca | 7. YHUUTOXKEHUE AOKYMEHTOB C UCTEKLWMMMU CPOKAMU XPaHEHUA

1.1.MNpopegeHre akcNepTH3GL! nons:iine:xﬂsecafrzaz g?gé.
LIEHHOCTH OKYMEHTOE B of, Ly pepas ,
AENonNpoMIBoACTBe (MyHmL ) apxus
p T L ]
| TMpepnowetua k| i - [ Mpoerr Aktao |/ -
BKTY O BbILENEHUN mnr:m:;ae:::ngzxﬁ:mn:‘m ° - - Be1ENeHUN MoproToska npoekTa ArTa o | T PaGoTHuK
AOKYMEHTOB K yuu:ﬁ)mmm ﬂneype,naua Lol B —{ | PaGoTHue CIM NOEYMEHTOR K [ EBbAENEHUK LOKYMEHTOR K ! apxXuea
L -
YHUMTOMEHWIO (B« cnyxGy AENONPOMIBOACTBA ) - - YHHUTOMEHMIO | YHUUTOHMEHWIO ) opraHuaumm
GymamHOM 1 4

(npen.Ne21)
ANEKTROHHOM BUAE) 1 L ] I

f MoaroToBka NpoexTa AxTa o [ PatoTHuk /" Mopnucanue AxTa pykoBoguTenem
MpoekT AkTa o m BE{RENSHHN AOKYMEHTCS K — cnymGel | apxwea (nuya, oTeeTcTBEHHOrO 33
BbileNeHm YHITCREHMIC / ~_Aenonp-ga- apKuB) S
AOKYMEHTOB K - [ — I
yHUdTOMEHWIO Y

- T
(npm.n.Nﬂ.2.1 ! ) —| Cornacoeadue AxTa Ha sacefaHun U3K (3K) opraiuwaaymm” :}

MpoToron 3acefanua

- . T
[\ YTeepHaeHue AKTa pyrOBOAMTENEM OpraHuaayum®*

k4

[ AKT O BoeneniA | g‘/ Mepeaaqa AOKYMEHTOB CNEUWANLHON OpraHusaLmm gns
AORYMEHTOB K r Iltpmmecmro ¥ nag i BO BTOPOIA YACTH |
YHUUTOMEHMIO . ', AKTa KONWMYECTBa NEPEeAaHHbIX AORYMEHTOB W MX BECa
(Mpwn.Na21°t*) — "
{ . MpocTasneHue oTMeToK o6 | / Brecenvie ameHeHui B yueTHuIe

T AKT O Bogenern | | AOKYMEHTHI ApXMBA M HANpaBneHwe |
| YHHHTOMEHWW B HOMEHKNA pen | |
A _Y R 4 AOKYMEHTOB K p AxTa B Aeno goHaa

h YHUMUTOMEHWIO |4

(npun.Ne21) r
' Yuer32, 36,37




[Ona yHnutoxeHua B genonponssogctse - 1.1. NposegeHune akcnepTmsbl
LLeHHOCTM JOKYMEHTOB B Ae/10MPON3BOACTBE

OnAa yHUUTOXKEHMA B apxmBe opraHusauum - OnpegeneHune coctasa gen,
nogsexalmx nepegaye B rocy4apCTBeHHbIN (MyHULMMNANbHbIN) apXmB

Bxoabl

3.2. YyeT Ko/In4yecTBa 1 cocTtaBa gen
Bbixogpbl 3.6. YueT BbIObITMA Aen
3.7. BegeHuve pena poHaa

<*> PaccmaTpuBaeTca Ha 3acegaHum 3K (LIIK) oaHoBpemeHHo ¢
rog0BbIMM pa3aesiaMn Onucel Aen NOCTOAHHOMO CPOKA XPaHEHUA M NO
JINYHOMY COCTaBy 3a 3TOT Xe rog, (n. 4.11. Mpasun).

<**> Mocne yTBepaeHns u cornacosaHus MK degepanbHoro apxmea
MpumeyaHua WAW opraHa ynpas/ieHuA, yNoJIHOMOYEHHOTO B chepe apxXMBHOTO Aena
rof0BbIX Pa3fenoB Onucei gen NOCTOAHHONO CPOKA XPaHEHUA U MO
JIMYHOMY COCTaBy.

<***> Mpu 3an0NHEHMM B A,eN10NPON3BOLACTBE UMEET PAS,
ocobeHHoCTeN, ctM. MeToanYecKne pekomeHaaLmm pasgen 7

MpunoxerHne N 5

Kn. 3.2
COOTBETCTBUE
OAHHbIX HA OB/IOXKKE [ENA ONMUCATE/IbHOM CTATBE FOI0BOrO PA3AENA
onucu Aen
= - e Hamvenoeanne opraunsanun VIBEPAKITAID
PyKOEONTENs OPraHHZAIHE
(mainsercsamme opramuaman) Doug Ne TMognucs Pacumdpoexa
OIMHCEH N Hata o

PR = aen epemerssx (cermre 10 met)
CPOKOE XpaHeHH:

~
¢ 33 roa
JETON: TOMNe

Ne | HMugexc 3aromorox Kpafinne gater Cpox Komuaecteo | [pumezanne
w o Jema Jema XpaHeHHs THCTOR
1 2 3 4 5 6 7

Taromoson mema
Trpaiome 1) d A A 4‘

Xpasmrs

———




MpunoxexHne N 6

Kn. 3.2
®OPMA JINCTA-3ABEPUTENA ONUCKU AEN

JMCT-3ABEPUTEJIL OINMCHY IOEJI N (®OHI N )

B omnmcu mej HOOWMTO UM IIPOHYMEPOBaHO JIMCTOB,
(undpaMm ¥ HOPONIUCHI)

B TOM 4YMCJIE:
JIMTEPHBIE HOMEpa JIMCTOB ;
IIPONyIleHHBIE HOMEepa JIMCTOB
HamMeHOBaHME IOOJDKHOCTU
paboTHUKA [lonnmce PacumppoBKka MNOONMUCHU

ITaTa

Mpunoxenne N 7
Kn.3.3

O6pasel, 3anoHeHUA peecTpa onucei
1. NepBuYHOE MOCTYNEHME AN NMOCTOAHHOrO XPaHeHus, Nno SIMYHOMY COCTaBy, BpemeHHoro (45 nert)

XpaHeHusA, BpemeHHoro (15 fieT) xpaHeHus B apXMB OpraHu3aLMM U COCTaB/ieHMe MepPBbIX rof0BbIX
pa3genos onucelt aen (3anonHaoTca rpadol 1, 2, 3, 4, 10):

N N N HassaHue Konunuyectso gen B onncu | Kpaitiu | Konund | Konnyec | Mpum
n/n | ¢oH | onuc onucu e Jatbl | ecTBO TBO eyaHu
Ja n nocToAa | BpEMEHH | no JINCTO | 3K3eMM e
HHOro oro NINYHO BB apoB
XpaHeH | (cBbllwe My onucn | onven
ns 10 net) |coctas
XpPaHeHU y
A
1 2 3 4 5 6 7 8 9 10 11
1 1 1 MNocTtoaHHOrO 4
XpaHeHuA
2 1 2 Mo nnyHomy 3
cocrasy
3 1 3 BpemeHHOro 2
(45 nerT)
XpaHeHuA
4 1 4 BpemeHHOro 2
(15 neT)
XpaHeHus




2. Onucb Aen NOCTOAHHOrO XpaHeHMA 3aKoHYyeHa (3anonHstoTtcsa rpadbl 5, 6, 7, 8, 9) M 3aBeaeHa
cneaylolan onucb Aen NOCTOAHHOIo XpaHeHua (3anonHaTes rpadol 1, 2, 3, 4, 10):

N N N HassaHue Konunuyectso gen B onucu | Kpaitiu | Konund | Konnuec | Mpum
n/n | ¢oH | onuc onucu e Jatbl | ecTBO TBO eyaHu
Ja n nocToAa | BpEMEHH | no JINCTO | 3K3emMnA e
HHOro oro NIMYHO BB apoB
XpaHeH | (cBbiwe My onucn | onven
ns 10 net) |coctas
XpPaHeHu y
A
1 2 3 4 5 6 7 8 9 10 11
1 1 1 MNoctoaHHoro 9999 15 385 4
XpaHeHuA AHBapA
1995 .
-26
nekabp
A 2006
r.
2 1 2 Mo AmyHomy 4
cocTasy
3 1 3 BpemeHHOro 4
(45 ner)
XpaHeHwuA
4 1 4 BpemeHHOro 4
(15 nerT)
XpaHeHus
5 1 5 MNocToaHHOrO 4
XpaHeHus

3. CocTaB/ieHMe eXKerofiHoi UTorosoi 3anucu (Hanpumep, Ha 1 aHBaps 2015 roaa):

Bcero xpaHuTca B apxuse 5 (naTb) onucemn, N3 HUX

(undpamm 1 nponuceio)

NMOCTOAHHOIO XpPaHeHUs 2 (aBe) ,

(undpamm 1 nponuceto)

BpeMeHHOro xpaHeHus (cebiwe 10 ner) 2 (nBe) ,

(undpamm 1 nponuceto)




Nno /IMYHOMY COCTaBy 1 (oaHa) ,

(undpamm 1 nponuceto)

B TOM YMC/le NOCTYyNWIOo B roay onucen

(umdppamm 1 nponucebto)

B TOM unce BblbbIIO B rogy onucemn

(umdpamm u nponucobio)

HanmeHoBaHMe [0NKHOCTU PabOTHUKA
apxuBa opraHuM3auum, CoCTaBUBLLErO
peecTp onucen Moanuce O.U. Apxunosa

HanmeHoBaHMe A0/KHOCTH
pyKoBoAMTENA apXuBa (nuua,
OTBETCTBEHHOTO 32 apXuB) Moanuce U.H. TyunH

15.01.2015

MpunoxeHne N 8

Kn.3.5
NNCT ®OHOA N 1

Bcepoccuiicknii Hay4yHO-UCCeL0BaTENbCKUM 01 AHBapa 1996 .

WHCTUTYT OKYMEHTOBEAEHUA U apXMBHOrO Aesna

(BHUMNOAL)

(mecTtoHaxoxxaeHue dpoHaa (HaumeHoBaHMe (OaTa nepsoro noctynaeHus

opraHusaumm, rae xpaHutca ¢doHa) NOKymeHTOB poHAa)

KpaliHue gaTbl KaXkgoro HassaHuA ¢oHaa HA3BAHUE ®OHJOA
1 2

02.03.1966 - 23.06.1992 Bcecoto3HbIl Hay4HO-UCCNeA0BaTENbCKUI
WHCTUTYT AOKYMEHTOBEAEHUA U apXMBHOTIO Aena
lnaBHOro apxmBHOro ynpasnaeHus npu CoseTe
MwuHucTpos CCCP (BHUMAAL)

24.06.1992 - BcepoccrincKMii Hay4HO-MCCneA0BaTeIbCKUIN
WHCTUTYT LOKYMEHTOBEAEHUA M apXMBHOTIO Aena
Komuteta no genam apxvmsoB npu
MpasutenscTee Poccuiickon deaepauum
(BHUMNOAL)




1. YyeT HeoNMCaHHbIX AOKYMEHTOB

[aTa HassaHue, N u gata MoctynneHune BbibbITHE Hannuune
3anucm [OKYMEHTa, Mo KOTopoMy (ocTaToK)
NOCTYNWAU UAN BbIObIIM
LOKYMEHTbI Kon-so | Kpaiinne | Kon-so | KpaitHue | Bcero gen
aen AaTbl aen AaTbl
1 2 3 4 5 6 7
01.03.1997 |AkT 06 obHapyKeHuu | 35 35
Hey4YTeHHbIX AoKymeHToB N 1
ot 27.02.1995
02.04.1997 | AKT onncaHmMA apXmMBHbIX 35 04.05.1993-|0
AokymeHTOB N 2 OT 28.12.1993
02.04.1995

2. YYyeT ONUCaHHbIX OKYMEHTOB



Oata Homep | Fog, Hassanue |Mocty BbibbITHE Hanuuue (octatok)
3anucu onucu onucu uau | NUNo
nen aHHOTaLUM en. | Ron-so | OcHoBaHue | B Tom ymncne no | Kon-go B Tom uncne
[OKYMEHTOB | Xxp. |&AnHWL, BbIObITUA onucam, ea. xp.
XpaHeH | (Ha3BaHWe, | yTBEPKAEHHbIM
uA aata, N 3MNK
OOKYMeHTa)
Kon-so | KpaitH MocToAHHOrO XpaHeHuA Mo AmyHomy
en. xp. ne cocTasy
hatbl
Kon-so | KpaitH M3 Hux no Kon-so | KpaliH
ea. xp. ne onucam, ea. xp. ve
OaTbl | YyTBEPXKAEHHbIM hatbl
en. xp. oMK
Kon-so | KpaiH
en. xp. ne
AaTbl
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16
15.01.1996 N1 |1992 | BpemeHHoro | 10 10
(15 nert)
XpaHeHus
02.04.1997 N2 |1993 | BpemeHHOro 35 45
(15 nerT)

XpaHeHnA




MpunnoxkeHne N 9
Kn.3.6

OBPA3EL, 3AMO/IHEHUA KHUTU YYETA NOCTYNNIEHUA U BblBbITUA OEN

AxLMOHepHOe obmecTeo "CBeTOCepBuUC"

(HaMMeHOBaHME OpTaHM3aluM)
Apxue AKLUMOHEepHOTO ofmectBa "CeeTOocepBuc" ;

(Ha3BaHME apxuBa)

KHUTA
yueTa MNOCTYIJIEHVS U BHOLHTUS O&JI, IOKYMEHTOB

HpMMep BANOJIHEHMSA KHUIM ydeTa M BHOBTUA IOeJI

[IponoJrkeHMe NPUJIOXeHMUs 9



N JaTa HavmeHoBaHue HavmeHoBaH HassaHue u loapl Bua MNoctynnenune BbIbbITWE onuncaHHbIX | HeonucaHH | Mpwu
n/n | noctynnexu OpraHuM3auunm ne, Homep u Homep ¢oHAa | MOCTYNUBLUM | HOCUT OMMUCAHHbIX OOKYMEHTOB biXx gen, | mey
aun (cTpyKTYpHOTO nata X UK ens OOKYMEHTOB OOKYMEHTO | aHU
BbIObITUA | MogpasaeneHus, anua, | AOKYMEHTa, BbIObIBLINX | <*> B, INCTOB e
[OKYMEHTOB | apxuBa), OT KOTOPO | MO KOTopomy [OKYMEHTOB Konnuectso ea. xp. Konnuectso ea. xp.
noctynuaum (nam nocTynuau no onucm
BLIBLLAN) AOKYMEHTBI | MM BBIGBLAM MocT |BpemMeH | no | NocT |BpemeH| Mo |nocT| BblO
OKYMEHTS! OAHH | HOTO |/IMYH | OAHH | HOFO | IMYH | yNn | blNO
oro | (cBbiwe | omy | oro |(cBbiwe | omy | no
xpaH | 10 net) | cocTa | xpaH | 10 neT) | cocTta
eHusA BY | eHus BY
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 | 16
1 17.05.2015 | AKumoHepHoe Onwucb gen AKUMOHEpHOoe 2010-2012 |BH 134
obuiecTtso NOCTOAHHOrO |0bulecTso
"CsBeTocepsuc" xpaHeHunsa N 1 | "Csetocepsuc”,
N1
1 17.05.2015 | AkumoHepHoe Onucb gen no | AKuMoHepHoe 2010-2012 |BH 25
obuwecTso NNYHOMY obuecTtBo
"CsBeTocepsuc" coctasy N 2 "CseTocepsuc”,
N1
2 18.05.2015 |AkumoHepHoe AKT npuema- |Ob6uecTso C 2011 BH 78 5 26
obuectso nepeaaumu orpaHu4YeHHom
"CseTocepsuc" APXMBHbIX OTBETCTBEHHOCTb
(boHpopepkaTens), noKymeHToB | "CseT", N 2
ObuwectBo ¢ Ha XpaHeHwue
OrpaHUYeHHoM N2
OTBETCTBEHHOCTbIO
"Cget"
(dboHpo0b6pasoBaTens)
2 18.05.2015 | AKumoHepHoe AKT npuema- |Ob6uecTtBo ¢ 2012 BH 79




obuwecTso nepegauiu orpaHUYeHHoM
"CseTocepsuc" APXUBHbIX OTBETCTBEHHOCTb
(boHaopepkatens), noKymeHToB | "CseT", N 2
ObuwecTtBo C Ha XpaHeHue
OorpaHMYeHHOM N3
OTBETCTBEHHOCTbIO
"Cset"
(doHpgo0b6pasoBaTens)
3 12.12.2015 |lTocypapcTBeHHOe AKT npuema- |Ob6LecTBo C 1995-2001 |BH 516 39
KaseHHOe yypexaeHue |nepeaaumn orpaHUYeHHoM
"TocyaapCcTBEHHbIN APXMUBHbIX OTBETCTBEHHOCTb
apxus H-ckoit obnactn" | gpokymenTtos |"Cset", N 2
Ha XpaHeHue
N1
4 15.12.2015 |lTocypapcTBeHHOe AKT npuema- | AKUMoHepHoe 2002 - 2008 |BH 311 |18
Ka3eHHOe yypexaeHue |nepeaaum obuecTtBo
"FocyaapcTBEHHbIN APXMBHbIX "CseTtocepsuc”,
apxms H-ckoi obnactn" | mokymeHtoB ([N 1
Ha XpaHeHwue
N 2
2015 347 (TpMCTa COPOK CeMb)
VToro B ———-— rony IOCTYyIMJIO ——————————————————————— en. Xp. B TOM yucre:
(HM@paMM n HpOHMCbD)
347 (TpmMcCTa COPOK CeMb)
Ha 6yMaXHOM HOCUTEeJl e ——————————————————————— SJIEKTPOHHEIX
(umdpaMr ¥ HOPONMUCHI) (umbpamm

AYIMOOOKYMEHTOB

BEIOBLJIO ——————————————————————————————————
(umdpaMy ¥ MOPONUCHIO)

; BUIEOIOOKYMEHTOB

(umbdpaMm M MNPONMCHIO)
MOKAa3EIBATCsSa pPasmdeJIbHO MTOTOBHBE IaHHBE o rpadam 8, 9, 10,
884 (BOCEeMBCOT BOCEMBLIECSAT UYeTHpPE)

M TIPOIMCHI)

(umbdpaMm M MNPONMCHIO)
14 xHUTU;

Xp., B TOM UMCIJIIE:

Ha OyMaXHOM




884 (BOCeMbBCOT BOCEMBIECAT UYeTHpEe)
HOCUTEJIE —————————————————————————————————— , DJIIEKTPOHHBIX ,
(umbpaMm M MNPONMUCHIO) (umbpaMm M MNPONMCHIO)
AyOMOIOOKYMEHTOB , BUIOEOIOKYMEHTOB .
(umdpaMy ¥ OPONMUCHI) (umbdpaMr ¥ OPONMUCHI)




IIOKAaBEBATCA pas3deljlbHO MTOT'OBHE IaHHBE o rpadam 11, 12, 13, 15.

HauMeHOBaHME OOJDKHOCTM JMlia,
COCTaBMBIIETO MTOTOBYI I'OOOBYIO 3alMChb [Tonnuce N.H. HoBukoBa

HamMeHOBaHME HOOJIKHOCTM PYKOBOOMTEJIA apXMBa
(MmMua, OTBETCTBEHHOTO 3a apxuBs) [lognuce P.C. CrenaHoOB

10.01.2016

<*> B rpade ykasbiBaetrca BuA HocuTena (BH - goKymeHTbl Ha 6ymaxkHom HocuTene, 31 -
3NEKTPOHHbIE AOKYMEHTbI).

MpunoxkeHue N 10

Kn.4
COCTAB CITPABOYHOIO AMMNAPATA ONMUCU AOEN
—>| TUTYJIBHBI JIUCT
—> OrJjiaBJieHUE <—
Onucu meJ
(B TOM uMCJie DJIEKTPOHHEIX)
IIOCTOAHHOI'O XpaHeHI/IH Oonucu neJgl BpeMeHHI::IX
—> [IpenucioBue -— (cBeme 10 JjieT)
CPOKOB XPaHEeHUS
Onucm pmeJ o JIMUHOMY —> | CIMCOK COKpalleHUM | <—
cocTaBy
—> | YKazaTejau K OIUCU

Mpunoxenne N 11
Kn. 4

GOPMA TUTYJIbHOTO JINCTA ONUCK AEN

(HamMeHOBaHME TOCYyIDapCTBEHHOI'O (MYyHMUMIIAJIBHOT'O) apxXmuBa)




(HazBaume o¢oHma)

dounng N

Onmuce N

(HasBpaHMe onmcu)

KparHue maTe eOuMHML, XPaHEeHUS

MpunoxkeHue N 12
kn.5.1

OBPA3EL, B/TAHKA 3AMPOCA MNOJ1Ib3OBATENA

NHbopm

3AMNPOC (obpalyeHue)

auunA O NepCoHasibHbIX AaHHbIX

XpaHuTcA n obpabatbiBaeTcaA ¢ cobogeHNneM POCCUNCKOTO
3aKOHOAaTe/IbCTBa O NEPCOHabHbIX AaHHbIX.
3anosiHAA aaHHyo dopmy, Bbl gaeTe cornacue

Ha obpa

DOOTKY NEePCOHA/IbHbIX AAHHbIX.

HavmeHoBaHue 1opmuanyeckoro anua -
asTopa 3anpoca/dPUO rpaxkaaHnHa

Appec Ans nonyvyeHua oTBeTa
(nouToBBbIN, 3NEKTPOHHbIN)

3anpalumBaemble cBegeHuA (yKasaTb
nHbopmaumio Hambosee NOJHO - O
yem? B TeYEHME KaKoro nepmoaa?)

dopma nonyyeHmsa MHGopmauum
(Hy»KHO NoAYepPKHYTb)

- MHdOpMaLMOHHOE MUCbMO,
- apxuBHas CrpaBKa,

- apxuBHaA BbINWUCKa,

- apxuBHasA Konus,

- TemaTU4YecKuUi nepeyeHs,

- TemaTU4eckuit 0630p AOKYMEHTOB

[aHHble AOKYMEHTa, YA0CTOBEPAIOLLErO
JIMYHOCTb (NoATBepKAatoLWEero
NOJIHOMOYMA NPeACTaBAATb UHTEPECHI

apyroro nnua)

JononHutencHo:




Moanucob

20 r.

(OaTa) (nognuck nonb3osaTens)

MpunoxkeHune N 13
kn.5.1

OBPA3EL, OPOPM/IEHNA APXMBHOW CNPABKM

HanmeHoBaHMe opraHmnsauunm

CnpaBoYHble AaHHble 06 opraHM3aLun Metposy B.U.
(nouToBbIt agpec, TenedoH, TenepoH/dakc) yn. "yKoBCKoro,
105/2, k.. 5,
APXWBHAA CMPABKA r. Hosocnbumpck, 630082

31.06.2013 N 04-5/173
Ha N 310 ot 25.06.2013
MockBa

B pgokymeHTax apxumBHoro ¢oHaa Bcepoccuiickoro obbeaunHeHMa  xnebonpoayKToB
"PocxnebonpoayKT" B BeAOMOCTAX Ha Bblaavy 3apaboTHOM NnaThl pabouymm 1 Cay»Kalmm 3a anpesnb
- Aekabpb 1962 r., 3HauuTca MNeTpoB bopuc MBaHOBUY B AO/IKHOCTU UHXKEHEpa.

OcHoBaHue: .50, 0n. 2, 4. 3, /1. 105 - 106.

HanmeHoBaHMe 40/KHOCTH
pyKoBOAMUTEeNA opraHmsaumm
(M MHOrO YNONIHOMOYEHHOTO MM NNLA) Mognuco PacwndposKka noanuncu

MeyaTb opraHn3aumm

OTmeTKa 06 ncnoaHeHnmn

Mpunoxenne N 14
Kn.5.1.

OBPA3EL, OPOPM/EHNA APXMBHOW BbIMUCKM

HanmeHoBaHMe opraHmnsaumnm

CnpaBoyHble AaHHble 06 opraHM3auun Metposy b.U.



(nouToBbIlt agpec, TenedoH, TenedpoH/dakc) yN. }yKoBcKoro,

105/2, k8. 5,
APXWBHAA BbIMUCKA r. HoBocnbupck, 630082

13 NPOTOKONa 3acedaHns obuero cobpaHus
Bcepoccuiickoro obbeanHeHus xn1ebonpoayKTos
oT 25 aekabps 1990 r. N 3

"CNYLWANN:

06 oKa3aHWM ryMaHUTapHOW MOMOLLY BOCNUTAaHHUKAM AETCKUX AOMOB . MOCKBbI

PELLNIN:

...3) Bbigenutb 10 T xneba Ha 6e3Bo3mMe34HOM OCHOBE B LLeNsAX YA40BAETBOPEHMA NoTpebHocTen
petckoro goma N ... r. Mocksbl...".

Homep geTckoro Aoma yKasaH B TEKCTe Hepa3bopumBo.

OcHoBaHue: ®.2,0n.3, 4.1, N1. 45 - 46.

HanmeHoBaHMe AO/IKHOCTH
pyKoBOAMTENA OpPraHmn3aumm
(MM MHOTrO YNONIHOMOYEHHOTO MM NNLaA) Mognuco PacwundposKa noanucu

MNeyaTb opraHmMsaumm

OTmeTKa 06 ncnonHeHun

Mpunoxernne N 15
Kn.5.3

®OPMA KAPTOYKM NMONb3OBATE/IA YATA/IBHOI O 3ANTA

(HaMMeHOBaHME OpPIaHM3aLUMN)

KAPTOUKA IIOJIb3OBATEJIA

1. damvMmnus, uMS, OTUECTBO
2. HaTa poxmeHUs
3. T'paxIZaHCTBO
4. MecTo pa®oTH (yuelwl) M OOJIXHOCTDH
(moJsiHOe HaszBaHME ydYpexIeHMs, eIo
IIOUTOBHIM M BJIEKTPOHHHM anpec, TejieboH)
5. ObpasoBaHMe, ydeHas CTeleHb, 3BaHUEe
6. OcHOBaHME IJIs NPOBEIEHMS MCCJIeOOBaHMNI

(HampapBJleHMEe OpTaHM3aLUM
WUV TI0 JIMYHOMY 3BasBJIEHUIO)
7. HaszpaHMe TeMBl, XPOHOJIOTMYECKME PaMKM
8. lenp pa®oTH
9. Apec permucTpalumuM IO MeCTy NpeObBlBaHMUSA, HOMep TejiedpoHa
10. Agpec permcTpauum NO MeCTy XUTeJLCTBa, HOMep TejiedpoHa
11. HoMep MOOMIIBHOT'O TejebOoHa, DJIEKTPOHHEI aIpec
12. Cepus m HOMEp IaclopTa, KEeM M KOTIa BHIAH

ObsazaTesIbCTBO—COTJIalleHUE .

A,

(bammims, wmMs, OTUECTBO)



O3HAKOMJIEH C IeMCTByUMM [[OpSAOKOM MCIOJIb30BaHUA AaPXMBHEX IOKYMEHTOB
B TOCYINApPCTBEHHBIX U MYyHMUIMIIAJIbHEIX apxuBax Poccumckom denepauum
U 0083yICb €I'0 BHIIOJIHATH .

CorJjlaceH C aBTOMATU3MPOBAHHOM OOpabOTKOM M XpPaHEeHMEeM IaHHBIX, YKas3aHHBIX
B aHKerTe.

06a3ylCh COOJIOATE PEeXMM KOHOUOEHLMAJBHOCTM B OTHOWEHMM CTaBUIeM MHe
M3BECTHOM nHbopMaumM, VCIIOJIb30BaHUE u pacrnpocTpaHeHue KOTOpOM
OTPaHMUYEHO 3aKOHOIaTeJIbCTBOM Poccumickom demepaumu.

" " 20 T
IIOoOIMChb

OOJIXHOCTB, COTPYIOHMKa apXuba InoOrmcCheb pacu_m@pOBKa IIoOrnmcum

" " 20 o

MpunoxkeHue N 16

Kn.6.3.
OBPA3ELL ®OPMbl AKTA
NMPUEMA-NEPEOAYN APXUBHbIX AOKYMEHTOB U MATEPUA/IbHbBIX
LI,EHHOCTEM APXNBA NPU CMEHE PYKOBOAUTENTIA APXUBA
HamMmeHOBaHME opTraHM3aLUMU YTBEPXIAIO
AKT HamMeHOBaHME IOOJIKHOCTU
PYKOBOOUTEJIS OpIraHM3alum
N [Nopgnmce Pacumpposka
MIOONncCuU
IDaTa
(MecTO COCTaBJIEHUA)
npuemMa-Iepenaun IpU CMeHe
PYKOBOOMUTEJIA apxmBa
B coorpeTCcTBMM C OpMKaA30M OT N
nepeznal(a)
(bamMmnmsa, MHMIMAJE Iepelaluero) (baMmmsa, MHMUMAJE OPUHYMALIETO)
IPMHAJL B NPUCYTCTBUM KOMMCCHUM, OOPa30BAHHOM Ha OCHOBAHMM HOAHHOI'O IIpMKasa, B
cocTaBe IpencemaTeins M UJIEHOB
(bamMmimss, MHMULIMAJILL) (bamMmmm, MHULIMAJILL)
OOKYMEHTE apxmuBa 3a TOIH ¥ CIPAaBOUHHI amnnapaT K HUM.
N N HasBaHue Kon-so Kon-Bo npuHATHIX Kon-Bo npuHATLIX Mpume
I'I/FI ¢0H,u,a n N onucm aK3emnnAapos eanHUL, XpaHEHNA Ha €ANHULL XPpaHeHUA YaHune
onucun 6ymarkKHOM HocuTene 3NIeKTPOHHbIX
OOKYMEHTOB
1 2 3 4 5 6 7




NTOT'O nmpmMHATO neiu,
(umbpamMm M MNPOMNMCHIO)

B TOM 4UMCJIIe en. XpaHeHI/IF[ Ha
(umdpaMm M NOPONMUCHIO)
OyMaxHOM HocuUTeJe, en. XpaHeHUs
(undpamMm ¥ HOPONIMUCHIO)
BJIEKTPOHHEIX ITOKYMEHTOB, onmucemn
(umdppaMm ¥ MOPONMCHIO)
B DK3EeMIIJISIPax.

(undpamMm M HOPONIUCHIO)

CocTogHMe OOKYMEHTOB U OIMCEN:

(obmasg xapaKTepMCTUKa COCTOSHMS)

OODHOBPEMEHHO IepenanTcHa

(Bumel HCA u ero OOBEMEl, COCTOSHUE)

CocTosHME NOMEUEHUT apxXmBa:

(obmas xapaKTepUCTUKa COCTOSHMS)

Hammume m cocTosHMe OO0pYyIHOBAHMS M MHBEHTAPS:

(obmwasa xapakKTepUCTUKa COCTOSHUSA)

[lepenamn [Ioonmce PacumppoBkra NOONMUCHU
[Ipuuan [Nopgnmce Pacumpporka NOIONUCH
[lpencenmaresib KOMUCCUM I[Tognmuce PacumppoBKa MNOONMUCHU

UJIEeHEl KOMMCCUMN @ [Noonmce PacumppoBka NOONMUCHU




