®EAEPA/IbHOE APXUBHOE ATEHTCTBO

METOANYECKME PEKOMEHAOALUN
no NPUMEHEHUIO NPABU/1 OPTAHU3AL NN XPAHEHUA, KOMIMNJIEKTOBAHUA,
YYETA U UICNO/Ib3OBAHUA IOKYMEHTOB APXUBHOIO ®OHAA POCCUUCKOM
OEAEPALIUU U APYTUX APXUBHbBIX JOKYMEHTOB B rOCYAAPCTBEHHbIX
OPrAHAX, OPTAHAX MECTHOIO CAMOYINPABJIEHUA U OPFTAHU3ALUAX

BBEAEHUE

MeTogmyeckne  pekomeHZauMm No  nNpumMeHeHuto  [paBun  opraHusauMm  XpaHeHus,
KOMMNNEKTOBAHUA, y4eTa U UCNO/Ib30BaHUA AOKYMeHTOB ApxmBHoro ¢oHaa Poccuiickont degepaumnmn u
OPYTUX apXMBHbIX AOKYMEHTOB B FOCYAAPCTBEHHbIX OpraHax, opraHax MeCcTHOro CamoynpaBieHuAa U
opraHusaumax (manee - MeToanyeckne pekomeHgaumm) paspabotaHbl B COOTBETCTBUM C
rocygapcTBeHHbIM KOHTpakTom oT 30 Hoabps 2015 r. N 073 no 3aKkasy deaepanbHOro apxMeBHOro
areHTCTBa.

MeTogMyeckne peKkomeHZauMn pas3paboTaHbl B LENsAX OpraHM3auuu npumeHeHusa [pasun
OpraHM3aUnM XpPaHEeHUsA, KOMMIEKTOBAHUSA, y4eTa M UCMOJIb30BaHUA AOKYMEHTOB ApXMBHOro ¢oHaa
Poccuiickoit ®egepaumm v Apyrux apxmBHbIX JOKYMEHTOB B OpraHax rocyaapCcTBeHHOM BAacTK, opraHax
MECTHOTO CaMOYMNpaB/ieHUss W opraHusauuax (Janee - [paBunia), YTBEP)KAEHHbIX MNPUKA3OM
MuHUCTepcTBa KyAbTypbl Poccuiickoit ®eaepaumm ot 31 mapta 2015 r. N 526 (3apeructpupoBaHbl B
MwuHtocte Poccum 7 ceHtabpa 2015 r., N 38830) n aBaa0TcA AOKYMEHTOM METOAMYECKOro XapaKTtepa,
PaCKpPbIBAOLWMM MEXaHU3M BbIMOJIHEHUA HOPMATUBHbIX MOMIOXKEHUIN, YCTAHOBAEHHbIX MpaBuiamu.

MeToauyeckue pekomeHZaumu npusBaHbl obecneynTb pPabOTHUMKOB apPXMBOB OpraHW3auui
HEeOobX0AMMbIM WMHCTPYMEHTapMem A4 OCYLEeCTBAEHUA AeATE/NbHOCTU MO OpraHM3aumm XpaHeHus,
KOMMNEKTOBaHUA, y4eTa W WCMNONb30BaHUA apXMBHbIX AOKYMEHTOB B apxuBax oOpraHvMsaumm B
cooTBeTcTBuK ¢ TpebosaHMamM Npasu.

MeToauueckme pekomeHaauuMm npegHasHaveHbl AN8 NPUMEHEHUA opraHamMu rocyaapcTBeHHOM
BJ1ACTW, OpPraHaMy MECTHOTO CaMOYNPaBiAEHMA M OPraHM3auMAMM - UCTOUYHMKAMM KOMIM/IEKTOBaHUA
rocy4apCTBEHHbIX M MYHULMMANbHbIX apXMBOB, B MpoLecce AeATe/NbHOCTU KOTOpbIXx 06pasyloTcs
OOKyMeHTbl ApxusHoro ¢poHaa Poccuitickont degepaumu (aanee - opraHmMsaumm).

MonoxkeHns  MeTOAMYECKMX PEKOMEHZALMIA  MOTYT  MCMOJIb30BaTbCA  TaKXKe  Apyrumu
rocyfapCTBEHHbIMM UM HEroCyZapCTBEHHbIMWM  OpraHu3auMaMM  MpPU  OPraHM3aLMu  XpaHeHus
06pasyoLLNXCA B UX AEATE/IBHOCTU aPXMBHbIX LOKYMEHTOB.

Mpn noarotoBke MeToAMYECKUX pPEKOMEHAAUMI  MCNOoMb30BaH MPOLECCHbIA  noaxoa,
No3BO/IAIOLLMIA paccmaTpuBaTb paboTy apxmBa OpraHM3aLMK Kak KOMMIEKC nocnenosaTtesibHbIX u/munmn
B3aMMOCBA3aHHbIX BUAOB AeATe/IbHOCTU (NPOLEeccos).

HecmoTps Ha yHMBepCanbHOCTb TpeboBaHW, 3aKkpenneHHbIX HopMamm MpaBua, UX NPaKTUYEecKas
peanusauma B apxXmBax KOHKPETHbIX OPraHM3auuii MOMKET CYLLECTBEHHO pa3/nnMyaTbCA. DTU PasinMuuma
onpeaensaloTca  pagom  GaKTopoB: MacwTab AeATeNbHOCTM OpraHuWsauMu, Haauume y Hee
TEPPUTOPUANBHO-YAANEHHbIX CTPYKTYPHbIX NOAPasAeNeHUI, ABAAETCA M OPraHM3auma UCTOYHUKOM
KOMIM/IEKTOBAHWUA TOCYZAApPCTBEHHOrO (MyHMUMMNANbHOIO) apxvMBa, COCTaB M  06bEMbI XPAaHMMOM
AOKYMeHTauuu 1 ap.

B cnyuyasax, o06ycnoBneHHbIX COAEP)KaHMEM OTAEe/bHbIX HOPMATUBHbLIX MONOXKeHMUI [lpasun,
MeToanyeckme peKkomeHAaLMM aApecoBaHbl OPraHM3auMAM, He ABAAWMMCA  UCTOYHUKAMM
KOMMNNEKTOBAHUA FOCYAAPCTBEHHbIX (MYHMLMNANbHbBIX) apXMBOB, 4YTO B TekcTe MeToamyeckux
pekomeHAauui orosapueaeTca ocobo.



OTtaenbHble MonoXKeHna MeTogMyecknx pekomeHZauuii pPackpbiBatOT 0COOEHHOCTUM XpaHeHwus,
KOMMN/IEKTOBAHMA, YYeTa U UCMOJIb30BAHUA SEKTPOHHbIX apPXUBHbIX JOKYMEHTOB, XPaHALLUXCA B apXuse
Ha ¢uM3nYeckn 060cobNeHHbIX HOCUTENAX. MeToguyeckne pekoMeHZauun He CcoAepyKaT MOOMKEHUM
OTHOCUTE/NIbHO TEXHONOMMK pPaboTbl C 3NEKTPOHHbLIMM AOKYMEHTaMW B apxvMBe OpraHumsauum npu
NPUMEHEHUN UHbIX CNOCOBOB XPaHEHUA 3/IEKTPOHHbIX AOKYMEHTOB. MeToauyeckme pekomeHaauuu
TaKKe He cofepykaT NosIoXKeHU 06 opraHM3aumMmM XpaHeHUs ayaAMoBU3YabHbIX JOKYMEHTOB B CBA3M C
OTCYTCTBME COOTBETCTBYIOLMX HOPM B lNpaBunax.

Mo Bcemy TekcTy MeToaMYeCcKMX pPeKoMeHZaUMiA [aloTca  CCbIIKM  Ha  COOTBETCTBYyHOLLME
nonoxeHus (NyHKTbl) Mpasua.

OnucaHne apxuBHbIX PaboT B MeToaMYecKMX PeKOMEeHAAUMAX OCHOBAHO Ha MpPOLECcCHOM
noaxoAe, MNO3BOJIAIOLIEM YCTAHOBMTb MOPAAOK BbIMOJAHEHMS PAboOT MO OpraHM3auMM XpaHeHus,
KOMIM/IEKTOBAHWA, yYeTa M UCMO/Ib30BaHMA LOKYMEHTOB B apXMBE OpraHmn3aLmm, TpeboBaHMA K KOTOPbIM
ycTaHoB/eHbl MpaBunamu. B pesynbTaTe peannsaupmm NPOLLECCHOTO NoaxoAa AeAaTe/lbHOCTb apXuBa
OpraHuM3auMM NpeacTaB/ieHa Kak COBOKYMHOCTb CBA3aHHbIX MeXKay coboli npoueccos (npunoxerme N 1,
npunoxexue N 2).

Homep npouecca B peectpe npoueccos (npunoxkeHne N 1) coxpaHAeTca 3a HUM NpW ONUCaHUU
BbIMOJIHEHUA [AHHOrO npolecca B TeKcTe MeToamyeckux peKomeHAauui U COOTBETCTBYET HOMepy
pa3gena MeTtoanyeckmMx pekoMeHaaLunim.

B cBA3M C Tem, YTO B pamKax MNPOLLECCHOrO MOAX0A4a BaXXHO Obl0 MOKasaTb B3aMMOCBA3U
NpoLeccoB mexKay coboi HauMHas C NOCTYNAEHUA LOKYMEHTOB B apXMUB OPraHU3aumMm U BKAKOYEHMS UX B
COCTaB apXMBHOro ¢oHAAa A0 OpraHM3auMM WUCNO/b30BaHMA LOKYMEHTOB B apXMBe M YHUUTOMKEHUA
AOKYMEHTOB C MCTEKWWMMMW CPOKAMWM XpaHeHWs, NOpAZOoK Pacrno/ioXeHua pasgenoB MeToamyeckux
peKoMeHZauMit  OTAMYaeTcA OT  CTPYKTypbl [paBun (nepBbiM  npoueccom B MeToAMYECKUX
pekomeHgaumax asnseTca npouecc "KomniekToBaHMe apxmMBa opraHM3aLmm gokymeHTamn'").

MeTofonorna npoueccHoro noaxoda npeanofaraeT He TO/MbKO MocnedoBaTeNbHOe onucaHue
KOHKPETHbIX BWAOB p360T no opraHnsaunnm XpaHeHuA, KOMNNEKTOBAHUA, y4yeTa U UCNON1b30BaHUA
apXMBHbIX OOKYMEHTOB B apXxuBe OpraHuMsaumun, HO W rpaduyeckoe npeacTaBNeHUe OTAENbHbIX
npoueccos. Ana rpaduyeckoro npeacrtaBJeHMA NPoLEeccoB Obina UCNO/Ib30BaHa CUCTEMA YC/IOBHbIX
0603HauyeHuni (HoTauma <1>) ARIS (akpoHum oT aHra. Architecture of Integrated Information Systems),
3HaYeHMe CMMBOJIOB KOTOPOI NpeacTaBAeHO B npuaoxkeHun N 3.

<1> HoTtaumua - Ha6op 3HAKOB M NpaBwua, KOTOpble NCNONb3YHOTCA ONA rpad)mquKoro onncaHua,
MmoaennpoBaHMA Npoueccos.

TepMUHbI 1 onpeaeneHnn, Ucnosbyemble B MeTOAMYECKMX PEKOMEHAAUMAX, COOTBETCTBYHOT
FOCT P 7.0.8-2013 "CMBMA. Aenonpon3BoACTBO 1 apXnBHOE Aeno. TepmMuHbl U onpeaeneHua’.

1. KOMNNEKTOBAHUE APXUBA OPTAHU3ALUN LOKYMEHTAMU

KomnneKroBaHue apxmMBa - 3TO cCUCTeEMATUYECKOE NONOJZIHEHME apXuBa OOKYMEHTaMn B
COOTBETCTBUU C €Tro I'IpOd)VIfIEM.

Llenbto KOMMNIEKTOBAHMSA apXMBa OPraHM3aLuMu ABAAETCA Co34aHne U GOPMUPOBAHUE apXMBHOINO
¢$boHAa opraHM3aL MK, KOTOPbIY NOANEKUT XPAaHEHUIO B apxnBe opraHmsaumu (n. 2.3. Npasun).

B apxuB opraHusaumu, B AeATENbHOCTM KOTOPOM CO34atoTcA AOKYMeHTbl ApxuBHoro ¢oHaa
Poccuiickolt  depepauumn, nOCTYynalOT AOKYMEHTbl MNOCTOAHHOMO CPOKa XpaHeHWs, [AOKYMEHTbI
BpEMeHHbIX (cBbliwe 10 NeT) CPOKOB XpaHeHUs, B TOM YMcae No IMYHOMY cocTasy, obpa3oBaBLuMecs B



[eATeNbHOCTM ee CTPYKTYPHbIX noApasaeneHnin, noaseaoMCTBEHHbIX OpraHu3auuii n Gusnyecknx nuu,
<2>.

<2> [1nA apxMBOB OpPraHM3aunii, XpaHAawWwmMx GoHAblI TMYHOTO NPOUCXOXKAEHUA, PabOTABLUIMX B HUX
BblAAOLWMNXCA AeATeNel HayKK, KyAbTypbl, UCKYCCTBA M 4.

MpaBuaamm yCTaHOBNAEHbI CPOKM Nepesayn B apxme opraHM3aLmm OKYMeHToB ApxMBHOro ¢poHaa
Poccuiickolt depepaumm, AOKYMEHTOB BpeMeHHbIX (cBbilwe 10 feT) CPOKOB XpaHeHWs, LOKYMEHTOB Mo
JIMYHOMY COCTaBY: He paHee, YeM Yepes roj, U He No3gHee, YeM Yepes TPU rofa Nocse 3aBepuweHuns gen
B [E/0MNpon3BOACTBE; AN AOKYMEHTOB MO JIMYHOMY COCTaBY TOCYAAPCTBEHHbIX MPaXKAAHCKUX M
MYHULMNANbHLIX CAYMKAWMX, YBOJIEHHbIX C FOCYAAPCTBEHHOM rPaXKOaHCKOM MAM MYHWULMNANbHOM
Cnyx6bl - yepes 10 net co gHA yBonbHeHuA (n. 4.1. Mpasun).

KomnnektoBaHWe apxuBa AOKYMEHTamMU ABAAETCA MPOLEeCccOM, NP NPaBUbHOM BbIMOAHEHUMU
KOoToporo obecneymBaeTca y4eT U XpaHeHWe OOKYMEHTOB B apxuMBe opraHusauuu. MpakTUyecku Bce
cocTaBfiAlowMe ero Buabl paboT (npoueccbl) HayMHAOTCA B AE10MNPOU3BOACTBE  CTPYKTYPHbIX
nogpasgeneHuii opraHusaLmm, og4HaKo TPeboBaHUA K UX BbIMOJHEHUIO U K MOy4aeMbIM pe3yabTaTam
("BbIXOAAM" Npoluecca KOMM/EKTOBaHUSA), ONPeaenstoTcs apXMBOM OpraHM3auum u obycioBaeHbl TeEMU
BMAAMM paboT, KOTOpble BbINOJIHAIOTCA HENOCPEACTBEHHO B apXuBe opraHusauuu. Mo aTol NnpuynHe Bce
paboTbl B pamKax MpoLecca KOMMAEKTOBAaHUA PEKOMEHAYEeTCA NPOBOAMTbL MO HernocpeacTBEHHbIM
METOANYECKMM PYKOBOACTBOM apXxmBa.

Mpouecc KOMNAEKTOBAHMA BKAIOYAET:

- NpoBeAEeHNE IKCNEPTU3bI LLEHHOCTU AOKYMEHTOB B L,€/10MPOU3BOACTBE;
- opopmneHue gen;

- nepefavy Aen B apxme OpraHU3aLmu.

lpadmyeckoe nsobparkeHme npouecca 1. "KomnaekroBaHMe apxmBa opraHnsaLmMm goKymeHTamm"
npeacrtasneHo Ha cxeme 01 npunoxkenma N 4.

1.1. MpoBeaeHue 3KcnepTU3bl LLEHHOCTU AO0KYMEHTOB
B gesnonpounssoacree

MepBbiMm 3Tanom, obecneyvBaloWMM BbINOJSIHEHWE MPOLUECCA KOMMIEKTOBAHMA apxuBa
OpraHM3auMM [OOKYMEHTamMM, ABAAETCA MPOBEAEHME 3KCNepTM3bl LEHHOCTM AOKYMEHTOB B
nenonpowussoactee (n. 4.3. Mpasun).

JKcnepTusa LEHHOCTM [OOKYMEHTOB B [AOe/I0NPOU3BOACTBE OpraHM3aumu - 3TO  U3ydeHue
OOKYMEHTOB Ha OCHOBAHUM KPpUTEPUEB MX LLEHHOCTU C Lie/1blo onpeaeneHnsa CPOKOB XpaHeHus 1 oTbopa
OOKYMEHTOB A/1A BKAOUYEHUA B cocTaB ApxusHoro ¢poHaa Poccuitickon degepaumu.

JKcnepTM3a LEHHOCTM JOKYMEHTOB MPOBOAMTCA B [AE/10MPOU3BOACTBE NPWU  COCTaBIEHUU
HOMEHKNaTypbl Aen opraHumsaumu (n. 4.10. Mpasun) M Npu NOArOTOBKE Aen K nepegaye B apxus
opraHusaumu. Mo pesynbTaTam 3KCNepPTU3bl LEHHOCTM AOKYMEHTOB B OpraHM3aumMm COCTaBAATCA OMNMCK
AeN CTPYKTYPHbIX NoApasaeneHuii: MOCTOAHHOMO CPOKa XpaHeHus, BpemeHHbIX (cebiwe 10 neT) cpokos
XPaHeHWA M MO IMYHOMY COCTaBY, a TaKMKe aKTbl O BbIAENEHUN K YHUUTOXKEHUIO AeN, He nogjexKallmx
XpaHeHuto (npunoxkeHua 21, 23, 24 Mpasun).

Ona npoBeAeHUA 3KCNepTM3bl LEHHOCTUM AOKYMEHTOB B OpraHM3aUMM CO343eTCA 3KcnepTHas
Komuccua (aanee - 3K) <3>. B opraHn3auUmax, MEoLWMX CMOXHYIO CTPYKTYPY U/UAK NOABEeAO0MCTBEHHbIE
OpraHusaLmm, co34atoTca LEeHTPasIbHbIe 3KCNepTHble Komuccun (ganee - U3K) (n. 4.7. Npasun).



<3> [na npoBeAeHWs 3KCNepTM3bl LEHHOCTM HayYHO-TEXHUYECKOM W ApYyror cneumanbHoM
OOKYMEHTaUuMn B OpraHms3aumm MoOXKeT ObiTb co3gaHa 3K, BKAOYaloWad COOTBETCTBYHOLLMX
cneumanmncTos.

3agaun 1 PyHKUMM LUIK (3K) opraHusaumm onpenenatorcs nosioKeHMEeMm O KOMMUCCUKM, KoTopoe
pa3pabaTbiBaeTCA Ha OCHOBE COOTBETCTBYIOLWMX NMPUMEPHbIX NonoxeHnin 06 3K u LIK, yTBepKAaeHHbIX
YNOJHOMOYEHHbIM deaepasibHbIM OPraHOM WCMOJIHUTENbHOM BacTM B chepe apXMBHOIO Aena U
aenonpoussoactsa. OcHoBHble 3agaun U ¢yHKuMM LIK (9K) opraHmsaumm 3akpenneHol B n. 4.9.
MpaBun. B coctas U3K (3K) B obsA3aTenbHOM nopsgKe BK/AKOYAETCS pyKoBoauTeENb apxuBa (nunuo,
OTBETCTBEHHOE 3a apXxuB), CNeuManucTbl KagpoBoih U ¢GUHAHCOBOM CcAy»Kb, a TaKkke Haumbonee
KBa/IMGUUMPOBAHHbIE CNELMANUCTDI, 3HatOWMe cneundury AeaTeslbHOCTM OpraHu3aumm, B Koanvectse
He meHee Tpex 4YenoseK. CoctaB K u UIK 1 NonoKeHMA O KOMMUCCUAX YTBEPXKAAIOTCA MPMKA3OM
pyKoBoauTena opraHmsaumu (n. 4.8. Npasun).

MonoKeHUn, pernameHTUpylolWMe NOPAAOK MPOBEAEHUS IKCNEPTU3bl LEHHOCTU OOKYMEHTOB B
OpraHM3aumm, LOMKHbI 6bITb BKAOYEHbI B UHCTPYKLMIO MO Ae/0NPOU3BOACTBY OpraHM3aumm.

DKCnepTn3a LEHHOCTU OO0KYMEHTOB MPOBOAUTCA B CTPYKTYPHbIX NOApasAeNeHnAX opraHusaumnm
exkerogHo (n. 4.11 Mpaswun) coTpyaHUKamuU noApasAeneHuii Npu MeTOANYECKON MOMOLIN CAYKbbl
LeN10Npon3BOACTBA M apXMBa OpraHn3aumn. PesynbTatbl 3KCNEpPTU3bl LEHHOCTKU cornacoBbiBatoTcA ¢ LK
(9K) opranusaumu.

Mpy npoBeAeHUM 3KCNepTU3bl LLEHHOCTM [OKYMEHTOB B CTPYKTYPHbIX NogpasgeneHusx
OpraHu3aumMM NpPoBoAMUTCA OTOOP AOKYMEHTOB MOCTOAHHOMO M BpemMeHHOoro (csbiwe 10 neT) XxpaHeHun
ANA Nepefayn B apxmMB OpraHn3aumm; otTbop AOKYMEHTOB C BpeMEHHbIMU CPOKaMM XpaHeHus (ao 10 net
BK/IOUMTENIbHO), NoANeXKalWmMX AaNbHEWWeEeMY XPaHEHUIO B CTPYKTYPHbIX MNoApasfaeneHusx; otbop
AOKYMEHTOB, CPOK XPaHEHMA KOTOPbIX UCTEK, K YHUUTOXKEHUIO.

Echu B oOpraHuMsaumMm CTPYKTYypHble MNOApasgesneHnAa OTCYTCTBYHOT, 3KCNepTM3a LEeHHOCTU
nposoautca K opraHunsaumu.

3KCI’IepTVI3a LEHHOCTU 3N1EKTPOHHbIX OOKYMEHTOB NpoBOAUTCA B NopAaKe, YCTaHOBNEHHOM ANA
nposeaeHUA 3SKCNepTtusbl LEHHOCTU OOKYMEHTOB Ha 6yMa)‘KHOM HOocuTene. I'IpM nposeageHUn
IKCNepTn3bl LEHHOCTU INEKTPOHHbIX AOKYMEHTOB A0MONIHUTENbHO YYUTbIBAETCA:

- NOAJ/IMHHOCTb 3/IEKTPOHHOIO AO0KYMEHTa, Ha/IMyme 3/1EeKTPOHHOW NOAMMUCU U MOJOMKUTENbHOIO
pesy/bTaTa ee NPoBepPKY;

- BO3MOXHOCTb BOCnpoumsBedeHNA U O6pa6OTKM MHd)OpMaLl,VIM 3/1IEKTPOHHbLIX OOKYMEHTOB 6es
Mcnonb3o0BaHUA OPUTMHANIBHOIO NPOrpaMmmMmHoOro O6€CFI€‘-I€HWFI;

- BO3MOMHOCTb ObecneyeHus BpeEMEHHOro (CBbILIJe 10 J'IeT) XpaHeHunA, npoBeaeHunA
TEXHONIOTNYECKUX MVII'paLI,VIl‘;i SNIEKTPOHHbIX JOKYMEHTOB.

1.1.1. CocraBneHue, cornacoBaHue, yreepxgeHme HoMeHKNaTypbl
Aen opraHusauum

HomeHKknatypa pgen - CMCTeMaTM3MpOBaHHbIl71 nepe4vyeHb 3aros10OBKOB A€, CO34aBaeMbiX B
OpraHnsauunun, C ykasaHmem CpoKoB UX XPaHEHUA.

HomeHknaTypa pgen ABnsAetca OcCHoBOM Ana  GOPMMPOBAHUA  AOKYMEHTasbHOro  ¢oHaa
opraHusaumm (n. 2.2. MNpaBua). HomeHKNaTypa Aen npegHasHayeHa A/A rPynnupoBKU UCTMONHEHHbIX
JOKYMEHTOB B Aena, cucTematusaumm wm ydyeta gen (n. 4.14., 4.15 NMpasun). HomeHKknatypa gen
Ncnosb3yeTca ANA COCTABAEHWUA ONWUCEN Aen CTPYKTYPHbIX NoApasaeneHnii NOCTOAHHOTO, BPEMEHHbIX



(cBbiwe 10 neT) CPOKOB XpaHEHWs M Mo AnYHOMy cocTasy (n. 4.16 MpaBua), akTOB O BblAENEHUN K
YHUYTOMXKEHUIO AeN C UCTEKLIMMU CPOKAMMU XPaHEHUA.

Mpy NPUHATUK peLLeHnn o Nnepegaye B apXmMB OpPraHM3aL My LOKYMEHTOB CO CPOKaMU XPaHEHUA 40
10 neT BKAOYMTENIbHO HOMEHKNATYpa AN MOXKeT OblTb MCMoJIb30BaHAa B KayecTBe [OKYMEHTa, B
COOTBETCTBUM C KOTOPbIM OCYLLECTBASETCA nepeaaya AaHHOW KaTeropuu gen B apxvMB OpraHUsauum u
yyeT aen B apxuse (n. 4.2. Mpasun).

TpeboBaHMA K COCTaBAEHUID HOMEHKNATYPbI AN A0MKHbI ObiTb 3aKpenaeHbl B MHCTPYKUMWU MO
AeNonpounsBoOACTBY OpraHu3aLuu.

HomeHKnaTypa f4en opraHusaumMmM MoKeT BbiTb CBOAHOM M COCTaBAATLCA M3 HOMEHKNATYp Aen
CTPYKTYPHbIX NOApPasgeNneHuid, KONNerManbHblX, COBELLATENIbHbIX M  WMHbIX OPraHoB (KOMMUCCUIA,
KOMWUTETOB, COBETOB U Ap.) cy»Kbolt genonpounssoactsa (n. 4.18 Mpaswun).

HomeHKnaTypa 4en CTPYKTYPHOro noAapasfeneHns CoCTaBAAeTCcA Mo YyCTaHOBAEHHOMW MpaBuaamum
dopme (npunoxkeHne N 26 [pasBun) AULOM, OTBETCTBEHHbIM 3a BefleHWe Ae/NoNnpPou3BOACTBA B
nogpasgeneHum, cornacosbiBaetcAa ¢ K CTpyKTypHOro nogpasgeneHva (nNpyv  Haavuumn) U
NoAnMCbIBAETCA PYKOBOAMUTENEM CTPYKTYPHOro NoapasseneHuns, nocie Yero npeacTaBasaeTca B CayKoy
AeNonponsBoACTBa OpraHM3aunmn gns GopmmpoBaHMA CBOAHOM HOMEHKANATYPbI Aer.

Ecnn  CTpyKTypHble noppasfeneHus B  OPraHMsauMu  OTCYTCTBYIOT, HOMEHKANaTypa gen
COCTaBAAETCA INLLOM, OTBETCTBEHHbIM 33 A4,e/10NPOM3BOACTBO B OPraHU3aLmu.

B KOHUE KaXporo pasgena HOMEHKNATypbl Aen NpeaycMaTpUMBAETC HECKO/IbKO pPe3epBHbIX
(cBobOAHbIX) MHAEKCOB aen (ABa-Tpu) AN BKAOYEHWS B TeyeHMe roga B pabouuii aKsemnasap
HOMEHKNATYpPbl AN 3aro/loBKOB A€/, He NpesyCMOTPEHHbIX Mpu pa3paboTke U yTBEPKAEHMUM
HOMEHKNATYpbI AeN. BKatoyeHne B pa3genibl HOMEHKAATYpbl AN B TEYEHWUE rofa HOBbIX 3ar0/I0BKOB Ael
He TpebyeT ee MOBTOPHOTO COMIACOBAHMUSA U YTBEPKAEHMUS.

HomeHKnaTypa [Aen COCTaBASETCA Ha KajieHAapHbl rod, BBOAUTCA B AeicTeue C 1-ro aHBaps
HOBOrO Ka/IeHAaPHOrO roAa U NMoAJIEKUT eXKero4HON KOPPEKTUPOBKeE.

HomeHKnaTypa Aen opraHMsaummn (cBoaHas HOMeHKAATypa [ie/1) COCTaBAAETCA No YCTaHOB/EHHOM
Mpasunamm ¢dopme (npunoxkeHne N 25 T[lpaBua), NOANMCLIBAETCA PYKOBOAMUTENEM  CAYKObl
AeNonpousBoACTBa  OpraHM3auMu, BU3UPYETCA PYKOBOAMTENEM apxuBa oOpraHuMsaumMu  (AMuom
OTBETCTBEHHbIM 3a apxuB), cornacosbiBaeTca LIDK (IK) opraHmsauumn v yTeepkaaeTca pyKoBoauTenem
opraHusaumu.

OpraHu3aumm - UCTOYHUKU KOMMIEKTOBAHMA rOCYAapCTBEHHbIX (MyHULMNANAbHbIX) apXMBOB OAUH
pa3 B 5 fieT <4> nocne cornacoBaHna HOMeHKNaTypbl gen ¢ LIK (3K) opraHnsaumm npeacTaBasioT ee Ha
COrnacoBaHMe 3KCNEPTHO-MPOBEPOYUHbIX KOMMUCCUI  depepanbHbiX  rOCYAapPCTBEHHbLIX  apXMBOB,
YNOJIHOMOYEHHbIX OPraHoOB WMCMONHUTENbHOW BAacTM cybbekToB Poccuiickont degepauum B obnactm
apxuBHoro gena (panee - MK apXxMBHOro y4ypeskAeHWa) UAM FOCyAapCTBEHHbIX (MyHULMNANbHbIX)
apXMBOB, COFIACHO MNPeAOoCTaBAEHHbIM MM nosHomoumam (n. 4.18. Mpasun). Ha MK apxusHOro
YUYPEXKAEHUA WAM B TOCYAAPCTBEHHbIN (MYyHMUMNANbHbIN) apxvMB MPOEKT HOMEHKAATypbl Aen
npeacTaBaseTca B ABYX 3K3emMnaapax Ha OymaxKHom HocuTene ([ONOAHMTENbHO OAMH 3K3emMnasap
HOMEHKNATYypbl Aen MOXeT NpPeAcTaBAATbCA B 3/EKTPOHHOM Buae). OAMH 3K3emMnasp MNpOeKTa
HOMEHKNATypbl AeN, COornacoBaHHblt MK  apXMBHOrO  yyperKAEeHMA WAM  TOCYAapPCTBEHHbLIM
(MyHMUMNANbHBbIM) aPXMBOM, BO3BPALLLAETCA B OpraHM3aLuumio.

<4> B cnyyae U3MeEHeHMA GYHKUMIM U CTPYKTYpbl OpraHuM3auMM HOMEHKAaTypa Aen NOANeXUT
NepecocTaB/AEHUIO, COTTAaCOBAHMIO U YTBEPKAEHMIO.



B cnydyae ecnim paHee HOMeEHKNaTypa Aen He NpeAcTaBAsnacb Ha cornacosaHue MK apxmBHOro
yUpeXAeHus, K Hell Ao1XKHa BbITb COCTaBNEHa MCTOPUYECKAnA CNpaBKa opraH13aLumu.

CornacoBaHHass ¢ IJMK apxuBHOro YyYpexAeHUs WAM TFOCYyAaPCTBEHHbLIM (MYHULMNANbHbBIM)
apXMBOM, COrMNAcHO NpeaoCcTaBAeHHbIM eMy NOHOMOYMAM, HOMEHKNATYpa Aen B KOHLe Kaxkaoro roaa
YTOUHAETCA, NPU HeobXoAMMOCTM KOPPEKTUPYETCA, YTBEPKAAETCA PYKOBOAMTENEM OpPraHU3auumn u
BBOAMTCA B AeicTeue ¢ 1 AHBApA ceAyioLLero KafieHAapHoro roaa.

Eciv B TeyeHMe roda B OpraHMsauMyM CO343ETCA HOBOE CTPYKTYpHOe noApasgeneHue,
OTBETCTBEHHbI 3a AeN0NpPon3BOACTBO 3TOM0 NoApasaeneHna A0NXKeH B TedeHne mecaua noarotoBUTb
HOMEHKNaTypy AeNn [AaHHOro noapasgeneHns UM nepedaTb ee B CAykby AenonpoussoacTsa Ans
nocneayloLlero npeacTasaeHmaA Ha YTBEPKAEHUE M BKNOYEHUA B COCTaB CBOAHOM HOMEHKANATYpbl Aen.

YTBEPKAEHHbIN 3K3eMNAAP HOMEHKNATYPbI AeN ABNAETCA AOKYMEHTOM MOCTOAHHOMO XpaHeHUA U
BK/IHOHYAETCA B pa3Aen HOMEHKAATypbl Aen Cay»K6bl 4eN0onponu3BOACTBa.

Mocne yTBEPXKAEHUSA HOMEHKNATYPbI A&/ U3roTaBAMBaeTCA HeobxoaAMmoe KOMYECTBO KONt ans
ncnonb3oBaHuA B paboTe; cnykba [AeN0NpOM3BOACTBA OPraHM3aLMM HanpasaAseT B CTPYKTYpPHble
noapasgeneHus BbIMUCKU COOTBETCTBYIOWMX Pa3AenoB HOMEHKNaTypbl Aen. B 31eKTpoHHOM Buae
HOMEHKNaTypa Ae/l OpraHU3aLmMmM MOKeT bbITb NpeacTaBieHa Ha KOPnopaTUBHOM BHYTPEHHEM nopTasne.
Cnykba [enonpous3BoACTBA OPraHMs3auMmM B Te4YeHMe rofa WCNoab3yeT pabouynmit  ak3emnasp
HOMeHKNaTypbl Aen (Konus cornacoBaHHoro 3MK M yTBepP)KAEHHOro PyKoBOAUTENEM OpraHu3auuu
3K3eMnaspa HOMeHKAATypbl gen).

Pa3pa60TKa HOMEHKNATypbl Aen B OpraHusauun nposBoauTCA B COOTBETCTBUM C MNPUKA3OM
(pacnopﬂmeHmeN\) pyroBoauTeNnAa opraHnsaumm manm MHOro ynol1HOMOYe€HHOro MM simua U COoCTouT U3
HECKOJIbKUX 3TaNOoB:

- pa3paboTKa KNacCUPUKALMOHHOM CXeMbl HOMEHKNATYPbI Ae/l opraHu3aumm;
- BbIAB/IEHME COCTaBa AOKYMEHTOB A1 COCTaB/IeHNA HOMEHKaTypbl AeN;

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

- cUCTeMaTun3aLma 3aro/I0BKOB e/l BHYTPU pasaena HOMEHKAaTypbl Aen;

- MHAEKcauma aen;

- onpeaeneHne CPOKOB XpaHeHWs aen.

1.1.1.1. Pa3paboTKa KnaccupuKaLMOHHOWU CXemMbl HOMEHKAATYpPbI
Aen opraHusauum

HasBaHMAMM pPa3fenioB HOMEHKAATypbl AeNl OpraHM3auMu SABAAIOTCA HA3BaHWUA CTPYKTYPHbIX
noAapasfeneHnin, pacnosioXKeHHble B HOMEHK/aType B COOTBETCTBMU C YTBEPXAEHHOMN CTPYKTYpPOM,
LUTATHbIM PaciMCaHMEM UAN KNACCUPUKATOPOM CTPYKTYPHbIX NOApa3aeneHuni.

Ecnv opraHmsauma He WMeeT CTPYKTYPHOro AefieHns, HOMeHKnaTypa Jen CTpouTtca Mo
NpPOM3BOACTBEHHO-OTPACAEBON MAN GYHKUMOHANbHOM CXeMam W Ha3BaHUA ee Pa3fenos onpeaenstoTcs
cofep:KaHnem ynpasaeHYeckux GyHKUMIA MM HanpaBieHNn 4eaTeIbHOCTM OpraH13aummn.

PekomeHayeTcs nepBbiM B HOMEHK/AAType Aen pacnofiaraTb CTPYKTypHOe noapasgeneHue, B
KOTOPOM  OTK/aAblBaeTcs  HOpMaTMBHas  MpaBoBas W OpraHU3auMOHHO-pacnopaguTesbHas
AOKYMeHTauus,

1.1.1.2. BoiAaBneHue cOCTaBa AOKYMEHTOB A/1A COCTaBNAEHUA



HOMEHKANATypbl Aen

HomeHKnaTypa [Aen opraHuW3auumu COCTaB/SAETCA Ha OCHOBE M3y4YeHUA COCTaBa M COAepsKaHus
JOKYMeHTOB, 06pasyloumxca B  [OeATENbHOCTM  CTPYKTYPHbIX noapasfeneHuii  opraHusaumm,
KOJIerManbHbIX, COBELLATENbHbIX M UHbIX OPraHoB.

Mpn HannuMmM TMNOBOM UAN NPUMEPHON HOMEHKNATYPbl Aen AAA OpraHu3auunin onpeaeneHHoro
TUNa HOMEHKaTypa gen paspabaTbiBaeTcA Ha OCHOBE TUMOBOW (yCTaHaB/AMBaEeT TUMOBOW COCTaB Aen,
€OMHYI0  WHAEKCAUMIO 3TUX Aen U ABASETCA HOPMATMBHbIM  JOKYMEHTOM) WAM  NPUMEPHOM
HOMEHKNaTYpbl Aen (ycTaHaBAMBAET NPUMEPHbIV COCTAB AN U HOCUT PEKOMeEHAATe/IbHbIM XapakTep) (n.
4.17. Npaswun).

B HOMEHKNAType AO0J1KHbI 6bITb npeaycMoTpPeEHbI 3arosioBKU gen anda rpynnnpoBKU JOKYMEHTOB,
OTpaxKakWwnx sCce OKYMEHTUPYEMbIE YHACTKU pa6OTbI M BONPOCHI 4eATENBHOCTN OpraHn3aunn.

Mpw cocTaBNeHNUU HOMEHKNATYPbI AN cneayeT pyKoBOACTBOBATLCA YCTaBOM U/ MOJIOXKEHMEM 06
OpraHvM3auun, MONOXKEHMAMM O CTPYKTYPHbIX MOAPA3AEeNeHUAX, MOJNIOKEHUAMU KOINErnanbHbIX,
COBEeLWaTe/IbHbIX M WMHbIX OpraHax, LTaTHbIM pPacrnuMcaHWeM, PErncTpPaLMOHHO-yYeTHbIMKM dopmamu
(KapToTeKamM, XKypHanamu W Ap.), BEAOMCTBEHHbIMW M TUMOBbIMU MEPEYHAMU LOKYMEHTOB C
YyKa3aHMEeM CPOKOB MX XPaHEHWA, 3aKOHOAATE/IbHbIMW U UHbIMU HOPMATMBHbLIMW MPaBOBbIMU aKTaMM,
TUNOBbLIMM U MPUMEPHBIMU HOMEHKAATYpaMu Aen.

B HOMeHKNaTypy AeN BKAKOYAOTCA 3aro/ioBKM e/l MOCTOAHHO WMAM BPEMEHHO AENCTBYIOLLMX
OpraHoB, [AOKYMEHTbl KOTOPbIX CAyXaT MpPaBOBbIM OCHOBaHMEM A4 MNOATBEPNKAEHWUA MNOJHOMOYMIA
opraHusaumMm (Hanpumep, [Aena YYyeHblX COBETOB, AMUCCEPTALMOHHbIX COBETOB, METOAUYECKUX,
3KCMEePTHbIX, KOHTPO/IbHbIX KOMUCCKIA K Ap.).

B HOMmMeHKnaTypy 4en BHOBb CO3AaHHOl\;1 OopraHnsauunn wanm opraHmnsaunn-npasBonpeemHmMKa
BKNIKOYAOTCA 3aro/1I0BKM He3aBepLleHHbIX AeonpounssoacTtsom Aen TUMKBUONPOBAHHbIX opraHM3aL|,m7|,
npasonpeemMHUKOM KOTOPbIX ABNAETCA OpPraHn3auuA.

He BKAtOYalOTCA B HOMEHKNATYPY AeN 3aroI0BKMU NeYaTHbIX U3LaHUN.
1.1.1.3. CoctaBneHue 3aro/IoBKOB (HaMmeHoBaHuUI) pen

3aronoBoOK gena AO0/KEH YeTKO M B 0606LWeHHOoM dopme OTpaxkaTb OCHOBHOE COAEep’KaHue U
COCTaB [IOKYMEHTOB aena.

He ponyckaeTtcs ynoTpebnsTb B 3aro/loBKe Aena HEKOHKpeTHble dopmynmpoBku ("matepuanst”,

"pasHble maTepuans!”, "obuan nepenucka" u T.4.), a TakKe BBOAHbIE C10BA U C/IOXKHbIE CUHTAKCUYECcKue
060poThI.

3aronoBOK Aefla COCTOMT M3 3/IEMEHTOB, OTpa*Kaowux:

- HasBaHMe BMAA Aena (nepenucka, KypHaa, Aeno W Ap.) UAM PasHOBUAHOCTU LOKYMEHTOB
(npoToKoAbl, NpWKasbl U Ap.);

- Ha3BaHue opraHnsaunun, CTPyKTypHOro nogpasaeneHuna, KonaernaibHoro (coaeu.l,aTeanoro nnn
MHOFO) OopraHa, AO0/IXKHOCTHOIO /InlUa - aBTOPa AOKYMEHTQ,

- HasBaHMWe OopraHusauuu, KoTopoi 6yayT aApecoBaHbl MAM OT KOTOPOW 6yayT noaydyeHbl
OOKYMeHTbI (agpecaT UM KOPPeCcnoHAEHT 4OKYMEHTa);

- KpaTKoe coAepskaHne AO0KYMEHTOB Aena;

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



- Ha3BaHWEe MEeCTHOCTU (TeppUTopuK), C KOTOPOI CBA3AHO CoaepKaHNe OKYMEHTOB AENa;
- YKa3aHWe Ha KOMUIMHOCTb IOKYMEHTOB Aena.

KOHKpETHbIA COCTaB 3/1eMEHTOB 3aro/0BKa [ena OonpeaesiseTca XapaKTepom W cofepskaHuem
JOKYMEHTOB Aena.

B 3aronoskax aen, coaepxawmnx AOOKYMEHTblI NO OAJHOMY BOMpPoOCy, HO He CBA3aHHbIX
nocnenoBaTteNnbHOCTbO  genonpon3soacrtesa, B  KayeCtBe Buaa Aena yn0Tpe6nﬂeTc>'-| TEPMUH
",D,OKyMEHTbI", d B KOHUE 3arosioBka B CKOobKax YKa3blBakOTCA OCHOBHblE PA3HOBUAHOCTU OAOKYMEHTOB,
KOTOpble A0/1KHbI 6bITb crpynnmupoBaHbl B Aene, Hanpumep:

[OKYMeHTbI 0 pacCMOTPEeHUN 0bpalLeHni rpaxkaaH (0630pbl, CNPaBKK, aHANUTUYECKME 3aNUCKN).

B 3aronoBKax gen, cofepyKalimx MNepernmncky, yKasbiBaeTcA, C KEM W MO KaKoMy BOMPOCY OHa
Begetca. Ecniv nepenncka BeaeTcA C OAHOPOAHbIMM KOPPECMNOHAEHTaMM, B 3aro/IOBKE fefla OHU
YyKa3blBatoTcs 0606LLEeHHO, Hanpumep:

Mepenucka ¢ apXMBHLIMU YUYPEXAEHUAMU O KOMMJIEKTOBaHUM ApxuBHoro ¢oHaa Poccuiickol
depepaunn Hay4yHO-TEXHUYECKOM AOKYMEHTAUMEN.

Echn nepenuncka BegetcAa C pasHbIMM OpraHU3auuAmu, nocnegHuMe B 3aro/oBKe Jena He
YKa3bIiBatlOTCA, HaNnpumep:

MNepenuncka 06 OpraHnsaummn cemmHapoB No nosbliWEHNIO KBa}'IMd)MKaLI,MM.

B 3aro/IoBKe Aiena yKa3blBaeTCcA KOHKPETHbIM KOPPECMNOHAEHT, eC/iM Nepenmncka BeaeTcsa TONbKO C
HUM, Hanpumep:

Mepenucka ¢ PegepanbHbIM apXMBHBIM areHTCTBOM O Nepeade AOKYMEHTOB B COCTaB APXMBHOIO
doHaa Poccuiickoit Peagepaumu.

B 3arosioBKax gen, cogepiKalimx NaaHOBYH MAN OTYETHYIO AOKYMEHTALUMIO, YKa3bIiBAeTCA Nepuos
(kBapTan, nonyroaue, roa), Ha (3a) KOTOPbIN COCTaB/E€HbI NAAHbI (OTYETHI), HANpPUMEp:

Fopo0Bble OTYETbI AAMUHUCTPATUBHO-X03AWCTBEHHOTO YNpaBaeHus o paboTe aBTOTpaHcNopTa.

B 3aronioBKe Aena, cofeprKalliero crtatuctudeckne ¢Gopmbl, AOMKHbI BbiTb yKasaHbl Ha3BaHWA
dopm, Mx Homep MK ycnosHoe obo3HadeHme (LWnop).

lfogoBoi oTyeT o paboTe Lexos no popme b-38.

Ecan peno 6y,a,eT COCTOATb U3 HECKO/IbKMX TOMOB M/IM YacTen, TO COCTaBAseTcA 06LLI,VIVI 3aroz1oBoK
Aena, a 3atemMm npu HeO6XO,CI,MMOCTM COCTaB/1AKOTCA 3aro/IOBKU Ka*Xaoro toma (qacm), yTo4HAWwne
coaep*XaHue 3aros10BKa gena.

Ecnv B Aeno MomewLaroTca KOonMuu AOKYMEHTOB, B 3aro/I0OBOK Jefla BKAOYAeTCA OTMeTKa 0
KOMWUIWHOCTK, Hanpumep:

LWTaTHoe pacnuncaHue 06LLI,ECTBa N USMEHEHUA K HEMY. Konuwu.

3aroNoBKM MOTYT YTOYHATbCA B npouecce GopmupoBaHMA M odopmaeHua gen. MsmeHeHus
(yTouHeHuA) 3aronoBKa Aena OTparkaloTcA B pabouyem aK3emnaspe HOMEHKAATypbl Aen U Ha 06/10XkKe
aena.

1.1.1.4. CuctemaTtmsauma 3aroJ1I0OBKOB BHYTpU pasgena
HOMEeHKANaTypbl gen



B Hauane paszesnia HOMEHKAATYPbI e/ PEKOMEHYETCA PacnoiaraTe 3aro/I0BKNU [1e/1, COAEPKaLLMUX
B KOMWUAX OpPraHM3aLMOHHO-pacnopAguUTe/ibHble  AOKYMEHTbl, HOPMAaTWBHble MPaBOBble  aKTbl
BbILLECTOALMX OPraHM3aLMii, eCIM OHWM MMEIOTCS, 3aTEeM Pacro/laraloTCs 3arosI0BKU AeJ, CoOAepKalLmxX
OpraHM3aUMOHHO-pacnopaauTe/ibHble  LOKYMEHTbl OpraHusaumMmM (MPOTOKOJIbl  KOANMErnasbHbIX U
COBeLaTe/IbHbIX OPraHoOB, JIOKa/ibHble HOPMATMBHbIE aKTbl, MPUKa3sbl, pacrnopsKeHus, u ap.). Oanee
pacnoJsiaratoTcs 3aro/IoBKM Ae, CoAepiKallmMx NNaHOBble, OTYETHblE AOKYMEHTbI B MOC/1e40BaTe/IbHOCTH
OoT Hambosibero nepuMofa - K HaMmeHbluemMy (rogoBoi nnaaH (OT4yeT), monyrogoBol nnaH (oTyer),
KBapTa/ibHbIM MnaH (oT4yeT) u T1.4.). MNocie NNaHOBOW M OTYETHON AOKYMEHTAUMW CneayloT 3aro/IoBKM
OEN, BKAYAOWMX AOKYMEHTbI, OTParKaloLMe OCHOBHYIO AesTeNbHOCTb CTPYKTYPHOIO NoApasaeneHums,
KO/NINErManbHoOro, COBELLATE/NIbHOTO WMAM WMHOro opraHa. [lanee - nepenucka (cHayana nepenucka c
BbILIECTOALLEN OpraHM3aumelt u opraHammn BAacTu, 3aTemM C NoABEAOMCTBEHHbIMUW OpraHM3auuamm (npu
WX HaAnuuu), nocsie - Nepenucka C MHbIMW OPraHM3auMAMM U TpakgaHamu). B KoHue pasgena
HOMEHKNATYpPbl AN NOMELLAIOT 3ar0/I0BKM PErUCTPALMOHHO-YYETHbIX GOPM (KapTOTEK, *KYPHANO0B, KHUT

nap.).

3aro/fIoBKM Aen, 3aBefeHHbIX Mo reorpaduyeckomy NpUsHaKy, BHOCATCA B HOMEHKAATYpY Aen no
andasuTy reorpadpmyeckmx HasBaHuM.

JNeKTPOHHble Aena, popmMmmpyemMble B CUCTEME 3/IEKTPOHHOIO AOKYMEHTO0H0POTa, BK/IHOYAOTCA B
HOMEHKNaTypy Aen Ha obuwmx ocHoBaHuAX. B rpade "MpumeyaHune" HOMeHKNaTypbl Aen genaertcs
OTMETKA O TOM, YTO Zie/10 BeAETCA B 3/1IeKTPOHHOM BUAE C YKasaHMeM MHOOPMALIMOHHOM cucTembl (6asbl
[AAaHHbIX) - MEeCTa TEKYLLLEro XPaHeHUA 3eKTPOHHbIX JOKYMEHTOB.

B rpady 2 "3aronoBoK gena" HOMEHKNATypbl Aen BKAKYAlOTCA 3aro/ioBKM Aen (Tomos, yacTeit),
(npunoxkeHua N 25, 26 Mpasun).

UHpeKkcauma pen

NHOeKcbl Aen, BKAKOYEHHbIX B HOMEHKAATYpy Aen, npoctasasaiotcs B rpade 1 "UHaekc pena'.
MNHAeKC npucBamBaeTCcA KaxXaomy Aeny, BKAOYEHHOMY B HOMEHKNATYpy Aen. MHaeKkc gena coctout ms
Koga (umdpoBoro mamM BGyKBEHHO-LMGOPOBOrO) CTPYKTYPHOrO NOAPA3AENEHUA, KOMANErMANbHOMO WM
COBelLaTe/IbHOrO  OpraHa WAW  HanpasiAeHWA  [eATeNbHOCTM  OpraHM3auuM, YCTAaHOBJIEHHOrO
KNaccMOUKATOPOM  CTPYKTYPHbIX MNOAPA3AENeHUN, YTBEPKLAEHHOM CTPYKTYpPOM WAM  LITATHbIM
pacnucaHnem opraHM3aunn, n oTAeNeHHOro oT Hero aedncom NopaLKOBOro HoOMepa 3aro/soBKa Aena B
pamMKax pasgena HomeHKnaTypsbl gen, Hanpumep: 11-05, rae:

11 - koA, CTPYKTYpHOro noapasgeneHus;

05 - nopagKoBbli HOMep fena B paszesne HOMEHKNATypbl fesl, COOTBETCTBYHOWEM AaHHOMY
CTPYKTYPHOMY NoApasaeneHuio.

B HOMeHK/NaType Aen peKoMeHAyeTCa COXPaHATb OAMHAKOBbIE MHAEKCHI ANA OAHOPOAHbLIX AeN B
npegenax pasHblX CTPYKTYPHbIX NOAPa3AeeHNi, Hanpumep:

02-03 (03-03, 04-03 1 1.4.) MpMKasbl N0 OCHOBHOW AeaTenbHOCTU. Konunu

DNEKTPOHHbIE AOKYMEHTbI CUCTEMATUIMPYIOTCA B MHDOPMALMOHHOM cucteme <5> B COOTBETCTBUM
C HOMEHK/aTypoi Aen opraHM3aummn U UHOEKCUPYIOTCA B NOPAAKE, YCTaHOBNEHHOM B OTHOLWEHMU Ager,
CPOPMMPOBAHHbLIX M3 [OOKYMEHTOB Ha OymarKHOM HocuTene. K WMHAOEKCY 3NeKTPOHHOro Jena B
HOMeHKNaType Jnen MoxeT pobasnatbca autepa "3" (dnekTpoHHoe) uam "3" (IneKTpoHHbIe
JOKYMeHTbl). B KOHLle HOMeHKnaTtypbl Aen (nepes MTOroBOM 3amnmMcbio) peKkoMeHAyeTcs YKasblsaTb
MCMoNb3yemMble MpU ONpeaeneHnn CPOKOB XPaHEHUA MepeyvHU AOKYMEHTOB U Apyrne HOpMaTUBHbIE
JOKYMEHTbI, @ TaKe NoJiHble HAaMMEHOBaHMA BCEX YCI0BHbIX U COKPaLLEeHHbIX HauMEHOBaHWA.



<5> NHdopmaLMoHHasA cMcTeMa - COBOKYMHOCTb codepKallenca B 6asax gaHHbIX MHGopmauum u
obecneunsatoux ee 06pPaboTKy MHOOPMALMOHHBIX TEXHONOTNI N TEXHUYECKUX cpeacTs (PeaepanbHbliit
3aKOH oT 27 niona 2006 r. "06 nHdopmaunm, MHPOPMaLNOHHbBIX TEXHONOIMAX O 3almTe MHbopmaumumn"
(cT. 2, n.3).

1.1.1.5. OnpepgeneHne CPOKOB XpaHeHUA gen

CpOKM XpaHeHuUa gen onpeaenstoTcs No nepevyHsm (TMNOBOMY, BEAOMCTBEHHOMY WM MHOMY) C
YKa3aHMEM CPOKOB XpPaHEHWs, 3aKOHOAATENbHbIM WMAM WHbIM HOPMATUBHbLIM MPABOBbIM aKTam, Mo
TUNOBOW WAM MPUMEPHOW HOMeHKnaType gen (n. 4.17. MpaBun). YCTaHOBAEHHbIE CPOKU XpaHEHUS
AOKYMEHTOB NepeHoCcATCA B HOMEHKNATYpy Aen 6e3 usmeHeHui.

Mpn BbIABNEHUU B OPraHU3auMM [AOKYMEHTOB, CPOK XpPaHEHWUSA KOTOPbIX He npeaycMOTPeH
TUNOBbIMMU WAM BEAOMCTBEHHbIMM MEPEYHAMU [OOKYMEHTOB, 3aKOHOZATE/NbHbIMW WAN  UHbIMU
HOPMaTUBHbIMU MPaBOBbIMU aKTaMU, TUNOBbIMU U NTPUMEPHbIMKU HOMEHKNATYypPamMu aen, npeanoxKeHna
NO YCTAaHOB/EHUIO CPOKOB UX XPaHEHWA npeacTaBaaoTcA Ha paccmoTtpeHue LMK npu Pocapxuse B
nopsaake, NpeaycMOTPeHHOM pernameHTom ee pabotbl. LDK (3K) opraHMsauum mosxkeT obpatuTbes C
npeanoKeHMAMM No YCTaHOBJIEHMIO CPOKOB XpaHeHua B LIMK npu Pocapxuee camocToATeNbHO UM
yepes MK cooTBETCTBYHOLWErO apXMBHOIO YYpeXgeHus.

CpoKM xpaHeHUs Aen npoctasaaoTca B rpade 4 HOmeHKNaTypbl Aen. MNog CPOKOM XpaHeHus B
rpade 4 ykasblBaeTca HOMep CTaTbM MO MEePeYHI0, a TaK¥Ke MOXKEeT YKa3blBaTbCA yCa0BHoe 0603HavYeHue
nepevHs (ecnm ux NCNoNb30BaHO HECKObKO), KOTOPbIN MCNOAb30Ba/ICA NPU onpeaeneHnn CpoKa.

1.1.1.6. CocTaBneHue UTOroBoi 3aNMCU HOMEHKAATYpbl aen

Mo OKOHYaHMM KaseHAAPHOro rofa B KOHLLE HOMEHKNATYPbI A&/ COCTaBASeTCs UTOroBas 3anucb O
KO/M4ecTBe 3aBefeHHbIX Aen no ¢opme, yKasaHHoM B npunoxkeHum N 25 Mpasun. B utorosoi 3anucu
OTAENbHO YKA3bIBAETCA KOMYECTBO 3aBeAEeHHbIX A/l MOCTOAHHOrO, BPeMeHHbIX (cBbiwe 10 net) u
BpeMeHHbIX (840 10 neT BKAOYWUTENIbHO) CPOKOB XpPaHEHMA Ha OyMarKHOM HOCUTEsle U KOJWUYeCTBO
nepexoaslumx gen n gen c otmetkon 3MK. Ona yyeTa 3NEKTPOHHbIX AEeN PEKOMEHAYETCA COCTaBAATb
OTAENbHYO UTOFOBYIO 3aMWCb, B KOTOPOM YKa3blBAETCA KOIMYECTBO CHOPMMPOBAHHDIX 3/IEKTPOHHbBIX Aen
(no cpokam xpaHeHus) u ux obvem B M6. MToroeas 3anuncb COCTaBAAETCA C YYETOM AAHHbIX, BHECEHHbIX
B rpady 3 "KonmyectBo gen" M 3anonHAeTcA NO 3aBeplUeHUM KaneHgapHoro roga. B rpade
"MpunmeyaHme" B Te4EHNE BCErO CPOKA AENCTBUSA HOMEHKIATYpbl NPOCTaBAAIOTCA OTMETKM O 3aBeAEHUN
Aen (B TOM uYuc/e, 3NEKTPOHHbIX), O MEPEXOAALMNX AeNax, O BblAeNeHUWN AeN K YHUYTOXKEHMUIO MO
UCTEYEHUWN CPOKOB MX XPaHEHWA, O MecTe XpPaHeHWs MOAJIMHHUKOB [AOKYMEHTOB, O nepegaye Aen B
OPpYryto opraHusaumioo ans npofonxeHuva u ap. CBefeHusa, cofepikalimecs B MTOrOBOW 3anucu
HOMEHKANaTYpbl A&/l OpraHM3aLmn, NnepesatoTca B apxXMB OpraHM3aLmm, 0 Yem B HOMEHKNATYpe Aenaetca
OTMETKA C YKa3aHWeM AO0/KHOCTM NnLa, CAeNaBLIero OTMETKY, ero NoAnMcu n pacwmdpoBKM NOAMMUCH
(npunoskeHue N 25 Mpasun).

lpadunyeckoe un3obparkeHne npouecca 1.1.1 "CocTaBneHue, CcOrnacoBaHWe, YTBEPKAEHUE
HOMEHKNATYpbl AeN opraHM3aummn” npeacrasneHo Ha cxeme 02 npunoxenus N 4,

1.1.2. OT60p AOKYMEHTOB ANA NepeAaum B apXue OpraHusauum
M ANA BblgeNneHnsa K YHUUTOXKEHUIO

an nposeaeHMM 3SKCNEPTU3bl UEHHOCTUM OOKYMEHTOB B CTPYKTYPHbIX NoApa3geneHunAax
OopraHunsauunn nposoauTCA:

- OT60p AOKYMEHTOB NOCTOAHHOIO U BPEMEHHDbIX (CBbILLIE 10 ﬂeT) CPOKOB XpaHeHUA ONnA nepenayun
B apXuvB OpraHn3sauunm;



- 0T6OpP AOKYMEHTOB C BpeMEeHHbIMU CPOKaMuM XpaHeHua (40 10 neT BKAUNUTENbHO), NoANeXKaLMX
XPaHEHWIO B CTPYKTYPHbIX NoApa3aeieHnsx;

- oTObOP AOKYMEHTOB, CPOKM XPaHEHUS KOTOPbIX UCTEKAU, AN1A BbIAEEHNA K YHUUTOXKEHMIO.

[ena noctosiHHOro M BpemMeHHbIX (cBbiwe 10 feT) CPOKOB XpPaHEHWs UM NO JIMYHOMY COCTaBy
noABepratoTca NOAMCTHOMY MPOCMOTPY B Lensax onpeaeneHusa 1 BblaeneHna n3 nx coctaBa JOKYMEHTOB,
He noafiexalimx NoCTOAHHOMY XpaHeHuto. OT6Op AOKYMEHTOB MOCTOAHHOIO XPaHEHUA U BPEMEHHbIX
(cBblwe 10 neT) cpoOKOB XpPaHEHMA MPOBOAMTCA Ha OCHOBAHMM MepedYHel AOKYMEHTOB C YyKa3aHWEM
CPOKOB MX XpaHEeHWs (TUNOBOrO, BEAOMCTBEHHOIO) M HOMEHKNATYPbI A€/l OpPraHU3aL K.

B cnyyae HeobHapyXeHUa e, YKasaHHbIX B HOMEeHK/aType Aef, OCYLeCcTBAAETCA UX PO3bICK (CM.
n. 1.3. MeToanYeckmx pekoMeHaaunm).

He ponyckaeTca oT60p AOKYMEHTOB ANA XPaHEHMA W BblAeNeHUA K YHUUTOXKEHUIO TONbKO Ha
OCHOBaHUM MPOCMOTPa 3aro/ioBkos gesn. OAHOBPEMEHHO C OT6OPOM [AOKYMEHTOB, MNOAJEMKallmX
nepeave B apxus OpraHu3aLmnm, MPoBEPAETCA NPaBUIbHOCTL GOPMUPOBAHNA aen.

dopmupoBaHue gena - 3TO rpynnMpPOBKa UCMOHEHHbIX AOKYMEHTOB B A€/I0 B COOTBETCTBUM C
HOMEHKNATYpOM ien U UX CUCTeMaTM3aLmA BHYTPU gena.

MpoBepKka nNpaBUAbHOCTM  GOPMMPOBAHMA AN MPOBOAMTCA  COTPYAHWKAMU  CAYK6bl
AenonpoussBoactea (apxueBa) B MPUCYTCTBMM  NIML, OTBETCTBEHHbIX 33  4e10MNPOM3BOACTBO
(bopmupoBaHUue gen) B CTPYKTYPHbIX NOAPA3AENEHUAX.

MpoBepKa NpaBuMAbHOCTM GOPMMPOBAHMA AN NPOBOAUTCA B COOTBETCTBUM C TpeboBaHUAMM,
ycTaHoBneHHbIMU n. 4.20. MNpasun.

Mpu popmunposaHnn aen Heobxoammo cobaogaTh ciedytolme npasuia:

- B €210 NnOMeLWaloTCA AOKYMEHTbI, KOTOPble MO CBOEMY COAEePHKaHUIKO COOTBETCTBYHOT 3aro/ioBKy
Aena, Npu 3TOm 3anpelaeTca rpynnnpoBaTtb B Ae1la HeEPHOBbLIE U I£|,§/6/'IeTHbIe IK3emMnnApbl AOKYMEHTOB,
a TaKXXe AOKYMEHTbI, noanexaline sBo3Bpary,

- pgena GOpMMpPYIOTCA NpPU  LEHTPanM3oBaHHOW ¢Gopme OpraHusauumM aenonpousBOACTBA -
CNyK60i [enonpovsBOACTBA OpraHM3auMu; MpUM  CMELaHHOM - cayKb6oil [aenonpousBoACTBa
OpraHM3auMM M CTPYKTYPHbIMW NoapasgeneHnamm (NMuamm, oTBETCTBEHHbIMM 33 4e/10MPOU3BOACTBO)
opraHusaumm;

- AOKYMEHTbI MOCTOAHHOIO U BPEMEHHOIo XpaHeHNA NoMeLllaloTCA B OTAEe/IbHblE AeNa,

- B AEN0 BK/OYAETCA MO OLHOMY 3K3eMMAAPY KaXKAOro AOKYMEHTA (NOAJIMHHUK AOKYMEHTa,
CO34aHHOrMO0 B OpraHM3auuu, MNOANMHHWMK WAM KOMWA MOCTYNMBLUETO B OPraHU3aumio AOKYMEHTa,
NOA/IMHHUK (NpY OTNpaBKe AOKYMEHTa TO/IbKO Mo daKcy Uau B BUAE INEKTPOHHOMN KOMWUM) MAN KONUA
NCXOAALLEro AOKYMEHTA);

- Ka)KAbIl\;I AOKYMEHT, I'IOMGLU,EHHbIﬁ B 4eNno, AOO01XKeH 6bITb Od)OpMHEH B COOTBETCTBUUN C
YCTaHOB/IEHHbIMU Tpe6OBaHMﬂMM;

- B A€o0 BK/OYAKOTCA AOKYMEHTbl OAHOrO KaneHAapHOro roAa, WMCKAKYEHUA COCTaBAAIOT:
nepexogalime Aena; cyaebHole fena; AMyHble gena, Kotopble GOPMUPYHOTCA B TEYEHWe BCEro Neprosaa
paboTbl JAaHHOTO /ML B OPraHU3aunn; AOKYMEHTbI BbIBOPHbIX OPraHOB M MX MOCTOSIHHbIX KOMWUCCUIA,
AenyTaTCKUX Tpynmn, KoTopble rPynnupyloTca 3a Nepuog, Ux Co3biBa; AOKYMEHTbI yYebHbIX 3aBefeHuH,
KoTopble GOpPMMPYIOTCA 3a Yy4yebHbIM rof; LOKYMEHTbl TeaTpoB, XapaKTepusylowme CUEHMYECKYIo
AesATeNIbHOCTb 3a TeaTpasibHbIN Ce30H; Aenla GUAbMOB, PyKONuncen, uctopmum 6onesHei n ap.;



- eN10 He J0/IKHO coaeprKaTb bonee 250 nMCTOB Npu ToALWMHE He bonee 4 cm.
BHYTpu Aena AOKYMEHTbI MOTYT ObITb PacroIOXKeHbI:

- MO XPOHOJIOTUKN W NOPAAKY PErMCTPALMOHHBIX HOMEPOB: BXoAsALwwMe (NocTynatowme) LOKYMEHTbI -
no Jatam NocTynneHus, ucxoasawme (oTnpaBaeHHbIe) - Mo AaTam OTNPaBKK;

- No angaBMTy aBTOPOB UM KOPPECMNOHAEHTOB;
- MO NpoLLeccy paccMoTpPeHus Bonpoca.

MNpunoxeHns K OOKYMEHTAM, He3aBMCMMO OT JaTbl WX YTBEPXKAEHMA WAN COCTaB/EHMA,
NPUCOeaMHAITCA K JOKYMEHTaM, K KOTOPbIM OHW OTHOCATCA; NPUIOXKEHUS 06beMom cBbille 250 nucToB
BbIAENAIOTCA B OTAE/NbHbIN TOM, O YeM B UCTEe-3aBepuTene aena B rpade 1 aenaertcs oTmeTKa.

PacnopsagutenbHble AOKYMEHTbI FPYNNMPYIOTCA B Aena NO BMAAM AOKYMEHTOB M XPOHONOTUMU C
OTHOCALLMMMUCA K HUM NPUNOKEHUAMM:

- npaBwna, MONOMKEHMA, WHCTPYKUUWU, PErnameHTbl, YTBEPXAEHHble pacnopsaanTe/bHbIMK
OOKYMEHTaMN, ABAAIOTCA MPUAOKEHUAMU K HUM M BKAKOYAIOTCA B [AeN0 BMECTe C YKa3aHHbIMU
OOKYMEHTaMM; eCiN OHU YTBEPXKAEHbI KaK CaMOCTOATENbHbIE AOKYMEHTbI, X GOPMUPYIOT B OTAE/bHbIE
aena;

- NPUKa3sbl MO OCHOBHOMN AEATENbHOCTU BK/AKOYAIOTCA B AeNa OTAENbHO OT MPUKaA30B MO ANYHOMY
COCTaBy U MPUKa30B Mo aAMUHUCTPATUBHO-XO3ANCTBEHHbIM BONPOCaMm;

- NPUKasbl NO JIMYHOMY COCTaBY BK/OYAIOTCA B AeNa B COOTBETCTBMM CO CPOKaMWU UX XPaHEHMA
(npuKasbl MO IMYHOMY COCTaBYy CO CPOKamu xpaHeHus 75 neT IMK man 50 net MK nomelatotca B gena
OTAENbHO OT AOKYMEHTOB MO JIMYHOMY COCTaBy CO CPOKOM XpaHeHusa 5 net). LlenecoobpasHo npwu
60/bWKX obbeMax AOKYMEHTOB MpPMKasbl NO JIMHHOMY COCTaBy, KacaloWiMecAa pasinyHbIX CTOPOH
ynpaBneHuWa nepcoHanom (npuem Ha paboTy, nepemelleHne, YBOJIbHEHUE, KOMAHAMPOBKMY,
npemupoBaHue 1 Ap.), rPYNN1poBaTh B OTAE/bHbIE AeNa;

- NOPYYEHUA BbILIECTOALWMX OPraHN3aLNIA U AOKYMEHTbI MO MX BbIMOJHEHWNIO TPYNMNMPYIOTCA B Aena
no gaTam Nopy4YeHuit;

- YTBEPXKAOEHHbIE NNaHbl, OTYETbl, CMETbl, TMMUTbI, TUTY/IbHblE CMUCKN U Apyrne AOOKYMEHTbI
BK/N1KOYAOTCA B Aela OTAEe/IbHO OT UX NPOEKTOB,

- OOKYMEHTbl B JIMYHbLIX AeNaX pPacnosiaraldtcaA B XPOHO/NOTMYEeCKOM nopAaake no mepe ux
noCTynneHus;

- [AOKYMEHTbl MO 3apaboTHOW nnate paboTHWMKOB (/MUEBble CYeTa, KaPTOUYKMU-CNPABKM)
rpynnNupyoTcA B CAMOCTOSATE/IbHbIE AeNa M pacnofaraloTca B HUX no andasuty Gpammununii paboTHUKOB B
npegenax KajaeH4apHoro roaa;

- obpalleHuns rpaxkaaH (NpeasioxeHns, 3aaBeHUs, Kanobbl) N AOKYMEHTbI NO UX PAaCCMOTPEHMIO,
Nno BOMPOCaM TBOPYECKOrO XapaKTepa, a TaK¥Ke coAepyKallue cBeAeHMA O Cepbe3HbIX HegocTaTKax W
3710ynoTpebneHnsx, Koppynuum NomMeLaoTca B Aefla OTAebHO OT 0bpallleHUIt rpaskaaH no IMYHbIM
BONpPOCaM W BOMPOCaM OMepaTMBHOIO XapakTepa; obpalleHua rpaxgaH W [AOKYMEHTbl No  MX
pacCMOTPEHUI0 NoMeLLaloTcas B Aeno B andaBuTHOM nopsgke (no damunuam 3assuteneit) uav B
XpOHON0rnyeckom nopsake (no gatam obpalieHuin);

- NMepenucKa cUCcTeMaTUsMpyeTca B Aefie B XPOHOJIOTMYECKOW MocaeoBaTelbHOCTU; AOKYMEHT-
OTBET MOMeLLaeTcs 3a LO0KYMEHTOM-3arnpocom Mo AaTe OTBeTa, MHUMLUMATMBHbIE NMUCbMA - MO AaTe
peructpauun. [pyu BO306HOBAEHMM MEpPennckM Mo onpeAeseHHOMY BOMPOCY, Hadaswekca B



npeablayliem roay, AOKYMEHTbI BK/AKOYAOTCA B Ae/0 TeKyllero roda C yKasaHMemM WHAeKca Aena
npeablayLLero roaa.

B xone oTbopa AOKYMEHTOB ANA nepefayud B apxMB OpraHM3auuu aybaeTHble 3K3emnasapbl,
YEepHOBUKWN, He3aBepeHHble KOMUW AOKYMEHTOB M [OKYMEHTbl C BPEeMEHHbIMM CPOKaMM XpaHeHUus
M3bIMaloTCA U3 Aen, npoBoantca odopmaeHue Aen, CBeAEeHMA O Aenax BK/YAlTCA B OMNUCK Aen
CTPYKTYPHOrO noApaseneHus 1 nocne Yero Aena nepeaaroTca B apxXmMB OpraHU3aLmm.

[ OKyMeHTbI, He noAanerKalupe XpaHeHUo, BblAeNATCA K YHUUTOXKEHUIO.

Jena c otmeTkoit "IMK" nognexaT NOAUCTHOMY NPOCMOTPY B LLeAsX ONpeaeneHns 1 BblaeneHus
M3 UX COCTaBa AOKYMEHTOB, NOA/EXALLMX NOCTOAHHOMY XPAaHEHUIO. BblaeneHHble U3 gen ¢ OTMETKOM
"IMK" [OKYMeHTbl, MoANEe)Kalwme nepefadye Ha MNOCTOSHHOE XpaHEHWe, MNPUCOeAMHAIOTCA K
COOTBETCTBYIOLMUM Ae/1aM NOCTOAHHOIO CPOKa XPaHEHUA uan opopMAAIOTCA B CaMOCTOATE/IbHblE AEN],
BK/IIOYAIOTCA B OMUCb Aes1 CTPYKTYPHOro noapasfefieHnsa, W nepefaroTca B apxXvMB OpraHuMsauuu.
OcTanbHble [OKYMeHTbl gen ¢ oTtmeTkon IlK, He noanexawme XpaHEHWIO, BbIAENAIOTCA K
YHUUTOXKEHULO. Tpn BKIOYEHUN UX B AKT O BbIAEIEHUN K YHUUTOXKEHUIO JOKYMEHTOB, HE MOAJEXKALLUX
XpaHeHuto, oTmeTKa IMK B rpade "Cpok xpaHeHUs" He yKasbiBaeTcA.

paduyeckoe wusobparkeHne npouecca 1.1.2 "OTbop AOKYMEHTOB A5 MNEpPefayYn B apxus
OpraHM3aunu U 4N1A BbIAE/IEHUA K YHUYTOXKEHMIO" npeacTassieHo Ha cxeme 03 npunoxkeHus N 4.

1.2. OdpopmneHue gen

[ena noctosaHHOro M BpemeHHbIX (cBbilwe 10 NeT) CPOKOB XpaHeHWs, B TOM YMCae MO ANYHOMY
COCTaBY, 3aKOHYEHHble AeNoNpPOM3BOACTBOM, AOJ/IXHbI 6biITb NOATOTOB/EHbI K MNepegaye B apxvs
opraHusaumm (n. 4.19 Mpaswun).

[na NoAroToBKM K Nepegaye B apxus Aena nognexkat oGopMAEHMIO U ONUCAHUIO B COOTBETCTBUM
c TpeboBaHuamu Mpasun (n. 4.19.).

OdopmneHve aen Ana nepegayv B apxvMe OPraHM3aLMM OCYLLECTBAAETCA B AeN10NpOM3BOACTBE
COTPYAHWKaMM CyXbbl Ae10MNPON3BOACTBA UM OTBETCTBEHHbIMU 33 AE/10MPON3BOACTBO B CTPYKTYPHbIX
noapasaeneHnsx.

MNonHoe odpopmaeHne gena Ha BymarKHOM HocuTesle NPesyCMaTPMBAET BbINOJHEHWNE CIeAyOLMX
nencTBmi:

- NOALWMBKY UK NepenneT AOKYMEHTOB AeNa;
- HYMepaumio NCTOB AeNa;

- COCTaB/IeHWNe NncTa-3aBepuTenn aena (npunoxkerve N 8 Mpasun);

- COCTaB/IeHNE BHYTPEHHEW onncK AOKYMeHTOB Aena (npunoxkeHve N 27 Mpasua);
- obopmneHune ob610KKKN aena (npunoxenue N 28 Mpasun).

Mpu noawmnBke (NnepenneTe) gena BbINOAHAIOTCA CAedylolume AeUCTBUA:

- MeTa/i/InYecKne ckpensieHns (6ynaBkK, CKPenkun) N3 4OKYMEHTOB yAANAOTCA;

- B Hayane gena, Nnpu HeobXoAMMOCTM, NOALIMBAOTCA AUCTbl BHYTPEHHEN OMNUCK AOKYMEHTOB
Aena, B KOHUe Kakaoro aena noAlivBaeTca NUCT-3aBepuTeNb Aena; AOKYMEHTbI, COCTaBAsoLME AeNo,
NoALWMBalOTCA Ha YeTbipe NPOKo/Aa B TBepaylo 06M0MKKY U3 KapToHa UAKW MNepensieTaloTcs C y4eTom
BO3MOXHOCTM CBOBOAHOrO YUTEHUA TEKCTa BCEX AOKYMEHTOB, AaT, BU3 M pe3osioumii Ha Hux (n. 4.21.



Mpasun).

Mpn Hannumm B Aene OTAENbHbIX 0CODO LIEHHbIX AOKYMEHTOB, a TaKXe HeBOCTpeboBaHHbIX
JOKYMEHTOB (TPYZA0BbIX KHUXEK, AUMJIOMOB U Ap.), 3T AOKYMEHTbI BKNaAbIBalOTCA B KOHBEPT, KOTOPbIN
3aTeM noAwmueaeTca B Aeno. MNpu HanMumm BONbLIOTO KO/MYEecTBa TaKUX AOKYMEHTOB OHM MOTyT
N3bIMaTbCA U3 Aen n GOpPMUPOBATLCA B OTAE/bHOE AeNO.

[ena noCTOAHHOrO XpaHEeHWsA, CcoCToAlWME M3 [OKYMEHTOB 0OCODOM Hay4YHO-UCTOPUYECKON,
XYO0XEeCTBEHHOW U MHOW LLEHHOCTU UAM HepOpPMaTHbIX AOKYMEHTOB, XPAHATCA B 3aKPbITbiX TBEPAbIX
nankax c TPems KnanaHamMmu 1 € 3aBA3KaMM UM B KAPTOHHbIX GyTaapax (Kopobkax).

Mpu noarotoBke K nepefavye B apXWB 3NEKTPOHHbIX AOKYMEHTOB KarKAoOe 3/1eKTPOHHOe Aeno
3anuMcbIBaeTCA Ha ABa ¢u3nyeckn 060cobaeHHbIX MaTepuanbHbIX HOCUTENA. 3aMUCU SNEKTPOHHbIX Aen
Ha ¢usnyeckn 060cOBAEHHBIX HOCUTENAX AO0NXHbl OblTb AabBCONOTHO WMAEHTUYHbIMW. Ha KaxKabli
SNEKTPOHHbIA HOCUTENb OPOPMIAETCA BKNAAbIW, HA KOTOPOM AO/IKHO ObiTb yKa3aHO: MHAEKC Aena,
3aron0BOK fiena No HOMEHKAType Aen, KpaHue AaTtbl JIOKYMEHTOB 3/1EKTPOHHOrO Aena, obbvem aena B
M6. Bknagbliw nomeLaeTca B GyTaap eANHULbI XPaHEHUSA.

Onsa obecneyeHns COXPAHHOCTM M 3aKpPeNIeHMA NOPSAAKA PACNONOKEHMA LOKYMEHTOB B Aefe, BCe
NINCTbl  Aena, KPoOMe J/INCTa-3aBepuTens U BHYTPEHHEN OMWUCKU, HYMEPYIOTCA B COOTBETCTBUM C
TpeboBaHuaMM n. 4.22 Mpasun. JINCTbl BHYTPEHHEN ONUCK AOKYMEHTOB AeN1a HYMEPYHTCS OTAE/bHO.

Ecnv B Hymepaumm NWUCTOB gena AonyleHo 60/blioe KOo/MYecTBO OWWMBOK MpoBOAMTCA UX
nepeHymepaums.

Mpy NnepeHymepaLmmn IUCTOB CTapble HOMEpPA 3a4ePKMBAOTCA OAHON HAKNOHHOW YepTol, U PAAOM
CTaBUTCA HOBbI HOMEP JINCTA; B KOHLIE [e/la COCTaBAATCA HOBbIN INCT-3aBepUTE b, NPU 3TOM CTapblit
JINCT-3aBepUTE/Nb 3a4EPKMBAETCA, HO COXPaHAETCA B Aene.

[na yyeTa KonmyecTsa NMCTOB B Aene U puKcaumm ocobeHHocTel ux Hymepauun n pusnyeckoro
COCTOSIHMA COCTaBAsETCA ANCT-3aBepuTenb gena (n. 4.23. Mpaswun). JIucT-3aBepuTesnb COCTaBAAETCA MO
ycTaHoB/eHHoM dopme (npunoxkeHue N 8 Mpasun).

B nucTe-3aBepuTene fena ykasbiBaeTca uMdpamu M NPOMUCHI0 KOMMYECTBO NPOHYMEPOBAHHbIX
NINCTOB Aena, B TOM YMC/e INTEepPHbIe HOMepa JINCTOB U NPONYLLEHHblIE HOMEPa NMCTOB (MPX HaAUuYMK),
yepes 3HaK "+" (NAtOC) yKa3blBAaeTCA KONNYECTBO INCTOB BHYTPEHHEN ONUCH.

B rpadax 1 n 2 nncta-3aBepuTens Aena oroBapmBatoTca 0CoH6eHHOCTU GU3UYECKOrO COCTOAHUA U
dopmmpoBaHua gena:

- HOMepa JICTOB C HaK/IeeHHbIMW oTorpaduaMM, LOKYMEHTAMM, BbIPE3KAMM U3 raseT;
- Homepa KpynHodopMaTHbIX IMCTOB;
- HOMepa KOHBEPTOB C BAIOXKEHUAMM U KOJIMYECTBO BIOKEHWUN.

JlncTt-3ageputenb gena nNoOAMNUCbIBAeTCA €ero COoCTaBuTesieM C  YKasaHMem  [AOJIKHOCTH,
paCLLIMCI)pOBKM noanucK, oatbl COCTaBNAEHUA.

Bce nocneaylowme M3MeHeHUA B COCTaBeE M COCTOAHUKN Aena (NoBpeXaeHUs, 3aMeHa NoA/AMHHbIX
AOKYMEHTOB KOMWUAMM, NPUCOEMHEHMNE HOBbIX JJOKYMEHTOB M Ap.) OTMEYAIOTCA B IMCTE-3aBEpPUTENE CO
CCbIJIKOW Ha COOTBETCTBYIOLLMI aKT B rpade 1.

Ona  QOKYMEHTOB MNOCTOAHHOTO U BpemMeHHblx (cBbiwe 10 neT) CpoOKOB XpaHeHus,
WMHAMBUAYANbHbIN yYeT KOTOPbIX Bbi3BaH cneunduKon 4OKYMeHToB (0cob0 LeHHble, nYHble, cyaebHble
W CneacTBeHHbIE Aena, AeNa O NPUCYKAEHUU YYEHbIX CTENeHel U NPUCBOEHNN YUYeHbIX 3BaHMIA, Aena Ha



aBTOPCKME CBMAETENbCTBA U MaTeHTHble n306peTeHns, otieTsl 0 HUP 1 ap.), cocTaBnseTca BHYTPeHHAA
onucb AoKymeHToB aena (n. 4.30. MNpaswun).

BHYTPEHHIOI OMUCb PEKOMEHAYETCA TaKMKe COCTaB/iATb B AefiaX MOCTOAHHOTO W BPEMEHHbIX
(cBbiwe 10 neT) cpoKoB XxpaHeHUs, cHOPMUPOBAHHLIX MO Pa3HOBMAHOCTAM AOKYMEHTOB, 3aro/I0BKM
KOTOPbIX HE PAaCKPbIBAIOT KOHKPETHOE CoAlepyKaHMe JOKYMEHTOB.

HeobxoaMMOCTb COCTaBNEHUSA BHYTPEHHEN ONUCKU AOKYMEHTOB Aena onpeaenaeTca UHCTPYKUnein
no AenonpousBOACTBY OPraHM3auMm C y4eToM MoMoXeHWn [lpaBun M AaHHbIX MeToamyecKux
pekomeHaaunii.

BHYTPEHHAS OMWCb COCTABASETCA Ha OTAENbHOM AMUCTe (AMcTax) Mo yCTaHOB/EHHOW ¢opme
(npunoxkeHune N 27 MpaBun), B KOTOPOM YKa3bIBAETCS NOPAAKOBbLIA HOMEP 3anncu, PErmcTPaLMOHHbIN
MHAEKC AOKYMEHTa, AaTa AOKYMEHTa, 3aro/loBOK, HOMepa /IMCTOB AOKYMEHTa B Ae/fie M MpumMmedaHue.

K BHyTpeHHel onucu gena cocTaBaseTcA UTOroBaa 3anMcb, B KOTOPOM YKa3blBaeTcs Unppamu m
MPOMNUCHIO KOJIMYECTBO BK/IIOYEHHDIX B HEE JOKYMEHTOB M KOJIMYECTBO JIMCTOB BHYTPEHHEN OMUCH.

BHYTPEHHAs onucb NOAMMUCLIBAETCA ee COCTaBMTEe/IeM C yKasaHMem A0/IKHOCTU, paclundpoBKU
noAnucy U AaTbl COCTaBAEHUA OMUCHU.

MpY M3MEHEeHUM cocCTaBa AOKYMEHTOB Aefa (M3bATUKM, BKAIOYEHUM OOKYMEHTOB, 3aMeHbl WX
KonMaAMM W Ap.) 3TU WM3MEHeHMA oOTpaxatTca B rpade "lMpumeyaHune" co ccbiIKaMn  Ha
COOTBETCTBYIOWME aKTbl, NPU HEOBXOAMMOCTM COCTAB/AETCA HOBAaA MTOroBas 3aMnucb K BHYyTpPeHHeW
onuncu 1 ANCT-3aBepuUTens Aena.

O6n0oKKa Aena NOCTOAHHOro, BpemeHHbIX (cBbiwe 10 neT) CPOKOB XPaHEHWA U MO ANYHOMY
coctaBy odopmaseTca no ycrtaHosneHHOW ¢opme (npunoxkeHve N 28 Mpaswn). Ona obecneyeHus
OONrOBPEMEHHOM COXPaHHOCTU CBeAEHMM, HAXoAAWMXCA Ha 06noxKe pgena, pekomeHayetcA
0dopMNATL 06N0XKKY OT PYKU YepHUAAMMU.

Ha o6n0Ke gena ykasblBaeTcs:

- HAaMMEHOBAHME roCyAaPCTBEHHOIO (MyHMLMNANABHOMO) apxnBa (MPUHUMAIOLLETO AOKYMEHTbI Ha
NOCTOSHHOE XPaHeHUE);

- nonHoe oduuManbHOE HAUMEHOBAHME BbILIECTOALLEA OpraHMsauMM npuM ee  Haanuum
(yKa3b|BaeTCﬂ Had HaMmeHOBaHMeEM OpraHusaunn - UCTOYHUKaA KOMMNNEKTOBaHUA B UMEHUTE/IbHOM
nagexe);

- nonHoe oo¢uUUMaNbHOE HauMMeHOBaHMEe OpraHM3auMM - UCTOYHMKA KOMMIEKTOBaHMA
(yka3biBaeTcA B UMEHUTE/IbHOM MajerKe);

- COKpaweHHOe HanmeHoBaHWMEe OpraHM3saunn - UMCTOYHUKaA KOMMNEKTOBAHWUA, NPUN €ro Haan4dnm
(yKa3bIBa€‘TCFI B CKOBKax nocsne noJsiHoro HaMMeHOBaHVIH);

- HQOUMEHOBaHUE CTPYKTYPHOrro nogpasgeneHua.

Ecnv HanmmeHOBaHWE OpraHM3auuKM B TeYeHMe Mepuoaa, OXBaTbiBAEMOro AOKYMeHTamu aena,
M3MEHMNOCb UNN Aeno 6bi10 NepefsaHo B APYryl0 OPraHuM3auuio, Ha 06/JI0XKKe Aena nog NpexXHUM
HaMMeHOBaHMEM YKa3blBaeTcd HOBOE HaMMeHOBaHMEe JaHHOW OpraHusauMM WM OpraHu3aLumu-
npaBonpeemMHuKa (MperkHee Ha3BaHWe 3aK/oYaeTcs B CKOOKK) (n. 4.24. Mpasun).

UHaekc aena, HOMeEpP TOMa (‘-IaCTVI) nepeHoCnUTCA Ha O6l'|0)KKy M3 HOMEHKANATypbl Aen.

3aronoBokK gena NnepeHoCnUTCA Ha 06/10)-KKy Aena n3 HOMeHKNaTypbl gen opraHn3auun. 3aronoBokK
LONXKEeH COOTBETCTBOBATb COAEPKAaHMIO AOKYMEHTOB B Aene. MNpun HEO6XOLI,MMOCTVI B 3aro/ioBOK mMoryT



6bITb BHECEHbI YTO4YHEHUA.

B Tex cnydyasx, Koraa Aeno COCTOUT M3 HECKO/IbKMX TOMOB (4acTeilt), Ha 0BJIOXKKY Kaxkaoro Toma
(yacTn) BbIHOCUTCA OBLLMI 3aro/I0BOK Aena, a NpM HeobXO0AMMOCTHM - 3ar0/I0BOK Kaxa0ro Toma (4actu),
Hanpumep:

MepcneKTUBHbLIN MNaaH COLMANbHO-IKOHOMMYECKOro pasButMa MockoBckon obnactu go 2017
roga.

Tom. 1. NMpOMBbIWNEHHOCTb.

MepcneKkTUBHbLIA NaaH COUMAbHO-3KOHOMMYECKOro pa3BuTMAa MocKkoBcKkol obnactm go 2017
roga.

Tom 2. Cenbckoe X0381CTBO.

B KOHUE 3aro/IoBKOB e, coAeprKallnx KONuu AOKYMEHTOB, npocTaBaseTca otmeTka "Konun'.
MoANMHHOCTL AOKYMEHTOB Ai€N1a B 3aro/IoBKe He oroBapusaetcs (n. 4.26 Mpasun).

B HeobxoAMMbIX CNy4asx B 3aro/I0OBOK Aena BHOCATCA OOMNOAHUTENbHbIE CBEAEHUA W YTOYHEHUSA
(npocTaBnAloTCA HOMepa NPUKA30B, NPOTOKOOB U Ap.), Hanpumep:

Mpukasbl N N 1 - 188 obuiectsa No 0OCHOBHOM AeATENbHOCTHU.

Mpun 3anonHeHuMu cTpokm "KpaitHue patbl" Ha 06/10)KKe Aena ykasbiBatoTca gatbl (rog(bl)
3aBefleHNa M OKOHYaHWA gena B 4enonpounsBoacTse.

Ecnm B geno BKAKOYEHbI AOKYMEHTbI, AaTa KOTOPbIX BbIXOAWUT 33 PaMKU KpalHUX AaT LOKYMEHTOB
Aena, nog ctpokoi "KpaliHue aaTbl" genaetca 3anucb: "B gene nmerotca A0KyMeHTbI 3a... roa(bl)". Mpu
COCTaB/IeHUM ONucen Aen AaHHaA 3aNMCb MOXKET YKasblBaTbcA B rpade MNpumedaHue.

[aTta gena moxeT He yKasbiBaTbCA Ha 06.10KKax aen, cogepxawnx rogosblie naaHbl U OTYETHI U
apyrne AOKYMEHTbLI, B 3aroJoBKaxX KOTOPbIX OTPaxKakoTCA AaTbl MAKN nepumoa, K KOTOPOMY OTHOCATCA
AOKYMEHTbI Aena.

OdaTamu gen, cogepralmx pacnopaauTenbHyto, TBOPYECKYIO M MHYIO AOKYMEHTauuio (4oKnagbl,
N1cbMa, CTEHOTPaMMbl), A1 KOTOPOIM TOYHasA AaTMPOBKA MMEET BasKHOE 3HauyeHWe, a TaKXke 4. gen,
COCTOALLMX M3 HECKONbKUX TOMOB (4acTeit), sBAaAwTCA AaTtbl (4MCNO0, Mecal, rog) perncrpayuu
(cocTtaBneHus, NOCTyNIeHUs) CamMoro paHHero M CaMoro Nno3aHero AOKYMEHTOB, BK/IKOYEHHbIX B Aef0.

Echn penom aBnsaetca KypHan, TO AaToh gena O6yayT TOYHble KajneHAapHble AaTbl NMepBOA U
nocneaHen 3anucen B }KypHane.

ﬂ,aToﬁ Aena, coagepxawero npoToOKOo/bl 3ace,u,aHm7|, ABNAKOTCA AaTbl NepBoro M nocnegHero
NPOTOKO/1a, COCTaBAAKOWMNX AeN0, NN OaTbl yTBEPXKAEHUNA (ECHM NPOTOKO/bl yTBep)-K,EI,aPOTCFI).

ﬂ,aToﬁ JIMYHOTO Aena ABNAKTCA AaTbl NOANMCAaHUA NMPUKA30B O Npuneme n yBoJibHEHUN NNLA, Ha
KOTOpO€Ee OHO 3aBeaeHO.

Mpyn 0603HaYeHUU 43T Aena CHayvasa yKasblBAeTCA YMCAO, 3aTeM mecAu, M rod. Yucno w rop,
ob603HayvatoTca apabcknmm umdpamm, HazBaHMe MecsLLa - CZIOBOM, Hanpumep: 9 mas 1998 roaa.

Echn pata AOKYMEHTa WUAN OTAEeNIbHble €€ 371eMEHTbl onpeaenAarTcA I'lpM6I'II/I3I/ITEI'IbHO, Ha
OCHOBAHWUW aHa/N3a codepXaHUA AOKYMeHTa, TO AaTa WIWN OTAe/IbHble ee 3/1EMEHTbI, He abconoTHO
AOCTOBEpPHbIEe, 3aK/1H0Yal0TCA B KBaJpaTHbIe CKOOKM. [aTta nnn otaenbHble ee aNeMeHTbl, He abcontoTHO
AOCTOBEpPHbIe, CONPOBOXAAKTCA BOMNPOCUTE/IbHbIM 3HAaKOM, HaNnpumMep:



[He paHee 2014 1.];

[He paHee anpens - He no3aHee mas 2013 r.];

[He paHee 24] uioHa 2015 r.;

17 [saHBapsa] 2006 r.;

19 aBrycra [2005 r.];

[25 ceHTAabpsa 2004 r.?].

Konmuectso NCTOB B Aiefie NPOCTaBAAETCA HAa OCHOBaHUWM INCTa-3aBepuTens aena.

CpoK XpaHeHUus Jena nepeHocuTcsa Ha 0BJ/I0XKY [ena M3 COOTBETCTBYIOLEN HOMEHKNATypbl Aen
opraHM3auun nocae CBePKU ero no TMNoBomy (BeAOMCTBEHHOMY) NepeyHio AOKYMEHTOB C yKasaHWeM
CPOKOB UX XpaHeHUA.

Ha genax noctoAHHOro xpaHeHua nuweTcs: "XpaHWUTb NOCTOAHHO".

Apx1BHbIN WKdP Ha 06NOXKKE Aena MPOCTaBAAETCS B SIEBOM HUXKHEM Yy YepHWnamu nocne
BK/OYEHMA Oen B roAoBble pasfdenbl Onucelt Aen M Moc/ie YTBep’:KAeHWA/CcornacoBaHMsA roaoBbIX
pasgenos cBoAHblx onucei gen MK COOTBETCTBYIOLWLIErO APXMBHOIO YYpPENKAEHUA WU YTBEPXKAEHUS
pyKoBoaMTENeM opraHu3auum (40 3TOro apxuBHbIA WP nNpocTaBasetcs KapaHaawom) (n. 4.27.
Mpasun).

1.3. OpraHusauma po3biCKa HeJOCTaOLWMX Aen

B cnyyae oOTCyTCTBMA AN MNOCTOAHHOMO WM BpemeHHbIX (cBbiwe 10 NeT) CPOKOB XpaHeHus,
YUCAALWMXCA MO HOMEHKNaType AeNn OpraHusaumu, COTPYyAHMKaMu cay:Kbbl AenonponsBoacTsa
(oTBETCTBEHHbBIMM 32 AEN0MNPOU3BOACTBO B CTPYKTYPHbIX NOAPa3AeNeHUAX) NPUHUMAIOTCA Mepbl MO UX
PO3bICKY.

Ob6HapyKeHHble Aena BKAYalTCA B ONUCb AeN CTPYKTYPHOro nogpasaenenun. Ecam posbick aen
He Oan pesynbTaToB, TO Ha HeOBHapYKeHHble Aefa COoCTaBAAeTCA aKT 06 yTpaTe AOKymeHToB (n. 4.32.
Mpaeun). AKT 06 yTpaTe AOKYMEHTOB B A€/I0NPOU3BOACTBE COCTABAAETCA No Gpopme aKTa 06 yTpaTte
AOKYMEHTOB B apxuee opraHusaumm (npunoxkeHune N 6 Mpasun).

Mpwn coctaBNeHMN aKTa B AeNONPOM3BOACTBE rpadbl 2, 3, a TaKKe MHPOPMALMA O HA3BAHUMU U
Homepe $oHAa, 3aNnUCb O BHECEHUN U3MEHEHWNI B YYETHbIE JOKYMEHTbI HE 3aM0IHAIOTCA.

[na coctaBneHus akta ob yTpaTe gen B AEeNONPOM3BOACTBE LO/IKHbI ObiTb MPeayCcMOTPEHbI
rpadbl: MHAEKC Aena MO HOMEHKNaType Aen, 3aro/ioBOK Aena, KpalHue Aathl, nNpeanosiaraemble
NPUYMHbBI YTPaATbl AOKYMEHTOB.

AKT noAnucbiBaeTCA pyKoBoAUTENEeM CTPYKTYPHOro noapasgenieHma M nepegaetca Bmecte C
ONUCbIO Aen CTPYKTYPHOro noapasageneHna B apXms opraHn3sauunn.

lpadumueckoe usobpaxkeHne npouecca 1.3. "OpraHusauma posbiCka HegocTalowmx aen'
npeacrtasneHo Ha cxeme 04 npunoxkeHua N 4.

1.4. Nepepaya gen B apxms opraHusaLum
MNepepavya pen B apxus OpraHM3auMn OCYLLECTBAAETCA NO rpaduKy, COrnacoBaHHOMY C

PYKOBOAUTENAMM CTPYKTYPHDIX NOAPa3aeNeHUn U YTBEPXKAEHHOMY PYKOBOAUTENEM OpraHu3auum (n.
4.33. Mpasun).



Mepepaya Aen NOCTOAHHOrO, BpeMeHHbIX (cBbiwe 10 NeT) CPOKOB XPAaHEHUA U MO JIMYHOMY
COCTaBY B apXUB OpPraHusaLuuu MPOBOAUTCA TOJIbKO MO OMUCAM, COCTaB/IEHHbIM B CTPYKTYPHbIX
noapasgenenusx (n. 4.31. Npasun).

Onucb Aen CTPYKTYPHOro noapasgefieHus - YYEeTHbI OOKYMEHT, BK/HUYAIOWMUA CBeAeHUA O
Aenax, cGopMmMpoBaHHbIX B No4pasgeieHun U noanexalmnx nepegade Ha apXMBHoOe XpaHeHUe.

MopApoK cocTaBneHUA onucer Aen CTPYKTYPHbIX MNoApasfeneHuid  ycTaHaB/MBaeTca
MHCTPYKLMEl no penonpousBoacTsy opraHusauum. Pabota no cocraBneHuio onuceii  pen
CTPYKTYPHbIX  MNOApa3feNneHuii  BbINOJIHAETCA  JIMLAMM,  OTBETCTBEHHbIMM 33  BejeHue
AeNONPOU3BOACTBA B CTPYKTYPHBIX NMOAPasAeNeHUAX U paboTHMKamu cayXbbl [enonponsBoacTBa
opraHusauuun. MetoguyecKkoe pyKOBOACTBO COCTaB/IeHMEM ONUCE AeN CTPYKTYPHbIX NoApasae/ieHui
OCYLLECTBAACT ApXUB OPraHU3aL UK.

OTBeTCTBEHHOCTb 33 CBOEBPEMEHHOEe M KayeCcTBeHHOEe COCTaB/ieHMe Onucel Aen CTPYKTYPHbIX
noApasaesieHNn HeCcyT PYKOBOAUTENMN STUX NMOAPa3AeeHNN.

Onucn  gen  CTPYKTYpHbIX MNOAPa3feNeHUA  COCTAaBAAKOTCA Ha BCe  3aBePLUEHHble B
OeNonponsBoACTBE OpraHM3aumMn aena NnocToAHHOIO U BpeMeHHbIX (cBbiwe 10 neT) CpoKoB XpaHeHUs U
JAena no IMYHOMY COCTaBy, Npollelune 3KcnepTnsy ueHHoctu (n. 4.11. MNpasun).

Onucu pen, NoAroToBAEHHbIE CTPYKTYPHbIMU NoApasaeneHUaAMN, ABAAIOTCA AOKYMEHTaMK, no
KOTOPbIM OCYLLECTBAAETCA Nepedaya fen B apxuMB opraHusauuun. Ha ocHose onucei Aen CTPyKTYyPHbIX
noapasaeneHuii B apxmse COCTaBAAOTCA rofoBble pa3ae bl onucen aen, AOKymeHToB (n. 4.11. Mpasun).

OnuncK cocTaBNAKOTCA OTAE/bHO Ha:

- AeNna NocToAHHOIO XpPaHeHus;

- fiena BpemeHHbIX (cBbiwe 10 NeT) cpoKoB XpaHeHus;
- Aena no MYHOMY COCTaBy;

- QAena, cocroAwmne u3 CI'IE'LI,M(I)M‘-IGCKMX, XapaKTePHbIX TONbKO ANA ,CI,aHHOﬁ OopraHusauum,
AOKYMEHTOB (cyp,e6Hb|e n cneacTtBeHHble gena, HayvyHble OTY4ETbl MO TEMaM U ,u,p.).

OTaenbHble ONUCKM  COCTaBAAIOTCA HAa 3/IEKTPOHHbIE [OKYMEHTbl MOCTOAHHOrO XpaHeHus;
BpemeHHbIX (cBbiwe 10 NeT) CpoKOB XPaHeHUs, B TOM YMC/E NO AnYHOMY cocTasy (n. 4.31. Mpasun).

B [enonpousBoACTBE ONWUCM AN CTPYKTYPHbIX MNOAPA3LeNeHUM YKasaHHbIX KaTeropuit gen
COCTaB/AIOTCA HA AeN1a KaXKA0ro CTPYKTYPHOTO NogpasaeeHus opraHmMsaLumu,

OnucK gen cTpyKTYpHbIX NOAPa3ae/ieHNn COCTAaBAAIOTCA NO YCTaHOBEHHOW dopme (NpUIoKeHus
N 23, 24 MpaBua) 1 NPeacTaBAAIOTCA B apXMB He No3AHee Yem 4epes rog nocie 3aBeplieHua Aen B
aenonpowussoactee (n. 4.31.).

Mpy HaAMuMKM B CTPYKTYPHbIX MOAPa3AeNeHUAX HeonuCaHHbIX [Aen 3a HeCKONbKO /eT no
COrNlacoBaHMIO C apXMBOM Ha HUX MOXKET COCTaBAATbLCA OfHa ONUCb (BHYTPM ONUCK Aena pacnonaratoTca
no rogam ux saBefeHus).

Mepen BHeceHMEeM 3aro/IOBKOB Aefl B OMUCb CTPYKTYPHOro MoApasaeneHns nposepatoTcs
KayectBo $oOpMMUpPOBaHMA U opopmMIEHUA [en, COOTBETCTBME KOAMYecTBa Aesl, BHOCMMbIX B OMMUCh,
KONMYecTBY 3aBefeHHbIX AeN Mo HOMEHKNaType Aen opraHusaumu (n. 4.32. MNpaswun).

OnuncatenbHaAa ctaTba onucu aen CTPYKTYPHOIro noapasgeneHmnAa BK/IHOYAET B cebs cneagywouimne
3/1eMeHTbI:



- NoOpAAKOBbI HOMep gena (Toma, yactu);

- UHAEKC gena (Toma, 4acTu) B COOTBETCTBUM C HOMEHKNATYPOU aen;

- 3aroNoOBOK Aena;

- KpaiiHue patbl gena (Toma, yacrtu);

- CPOK XpaHeHua gena (He NPoCTaBAAETCA B ONUCK AN NOCTOAHHOIO XpaHeHus);

- KOJIMYECTBO /IUCTOB B Aene (Tome, 4acTu), AN 3NEeKTPOHHbIX Aen - 0b6bem B M6 (npunoskeHne N
24 MNpaswun);

- NPUMEYaHMUSA.

Mpu cocTaBieHUn oNncK Aen CTPYKTYPHOTO nNoApasaesieHns Heobxogmumo cobnoaath cieaytowme
TpeboBaHuA:

- KarKgoe [eno BHOCWUTCA B OMUCb MOJ CaMOCTOATE/IbHbIM MOPAAKOBbIM HOMEPOM; €Clu Aeno
COCTOMT W3 HECKO/IbKMX TOMOB (4acTeld), TO KaxAgblh Tom (4acTb) BHOCWUTCA B OMNWUCb MOA
CaMOCTOATE/IbHbIM HOMEPOM;

- NOPAAOK HYMepaunnm onncatTenibHbIX cTaTen B ONUCK - BASIOBbIN;

- cucTematMsaumsa  gen B ONWUCM  Aen  CTPYKTYPHOro noApasgefieHna  COOTBETCTBYET  MX
cMcTeMaTM3aumMmn B HOMEHK/aType Aen opraHvM3auuu, a HOMep ONUCK CTPYKTYPHOro mnoapasaefieHus
MOXET COCTOATb M3 KOAA CTPYKTYPHOro noApasfAeseHus, COOTBETCTBYIOLLEro Kody noapasgefieHusa B
HOMeHKnaType pgen, ¢ AobaBneHMem nNPOMNUCHOW HavyanbHON 6YKBbl HaMMEHOBaHWA KaTeropuu
OOKYMEHTOB, COCTaBAAIOLWMX OMWUCb, WU NOCAeAHUX ABYX UMIP rogda, B KOTOPOM 3aBefieHbl Aena,
BK/IIOYEHHbIE B OMWUCb, Hanpumep:

onucK Aen NocTosiHHOTro, BpemMeHHbIX (cBbie 10 f1eT) CPOKOB XpPaHEHMA M MO JIMYHOMY COCTaBy
CTPYKTYPHOro nogpasaeneHus, Kog Kotoporo 07, BKAOYEHHbIX B HOMeHKnaTypy aen 2015 r., byayt
nmeTb Homepa: 7n-15, 78-15 u 7 a/c-15;

- rpadbl ONMCK 3aNONHAOTCA B TOYHOM COOTBETCTBMM C TEMU CBEAEHUAMMU, KOTOPbIE BbIHECEHbI Ha
06110KKy Aena;

- MPY BHECEHUWN B ONWUCb AN HECKOJIbKUX AN C OAMHAKOBbIMW 3aro/ioBKamu obo3HauyeHue aen
cnoBamm "To e'" He AoNyCcKaeTca; 0OAMHAKOBbIE 3aro/I0BKM Ael BHOCATCA B ONMUCb NOHOCTLIO.

- rpada onucu "MpumedyaHue" ucnonbsyetrca Ans OTMETOK 06 ocobeHHocTax ¢usmnyeckoro
COCTOAHMA Aen, O nepegaye Aen APYrMM CTPYKTYPHbIM NOApPasaeneHuMAM OpraHM3aummn, o0 Haanuuu
Konui u ap.

B KOHUe onucK gen CTPYKTYPHOro nogpasgeneHua scaeq, 3a I'IOC!'IEAHEVI onucaTenibHOW CTaTbel
3an0JIHAETCA UTorosaA 3arnucb, B KOTOpOﬁ YKa3blBaeTCA (Ll,Md)paMl/l n I'IpOI'IMCbIO) KONn4ecTeBo ngen,
ypcnawmxca no onucu, nepan?l n I'IOC}'Iep,HVIlZ HOMepa Aen no ONUCKHU, a TaKXKe O0rosapumBaroTCA
ocobeHHoCTH Hymepauun gen B ONUCK: Haandme IMTEPHbLIX NN NPOoNyuweHHbIX HOMEpPOB.

Onucb Jen CTPYKTYpHOTO NoApasfefieHns TMOAMUCLIBAETCA PYKOBOAUTENIEM CTPYKTYPHOTO
noApaszeneHns 1 CoracoBbIBAETCA C PYKOBOAUTENEM CYKObI AEN0NPON3BOACTBA OPraHM3aL .

MpY HaNUUYMK B CTPYKTYPHOM NOAPA3AENEHMM OPraHN3aLLMM IKCNEPTHON KOMUCCUM CTPYKTYPHOTO
noapasgeneHunn (ganee - K CTPYKTypHOro nogpasaeneHus), onucb AO/KHA BbiTb cornacosaHa ¢ K
CTPYKTYpHOro noapasaeneHusa. PeweHue IK cTpyKTypHOro nogpasaeneHms opopmMaseTca NPpoTOKOIOM.



Onucb Aen CTPYKTYpPHOro NoapasfefieHns opraHmn3aLmMm COCTaBAAETCA B ABYX-TPEX IK3eMNAAPaX,
OAMH M3 KOTOPbIX NepesaeTca BMecTe C AeflaMM B apXMB OpraHM3almu, BTOPOM OCTaeTcA B KayecTse
KOHTPO/IbHOTO 3K3eMMAsfpa B CTPYKTYPHOM MoApasgefieHnn, TPeTUin npuobliaeTca K NpPOTOKoAy
3acegaHua IK (Mpu HanMuMK B CTPYKTYPHOM nogpasaeneHunn 3K).

Mpuem-nepesaya Aen B apXMB OpPraHM3auumn nNpomsBoamuTcs PaboTHUKOM apxmBa U PaboOTHUKOM
CTPYKTYPHOro nogpasgeneHusa, npu 3TOM Ha BCEX 3K3eMMApax OnuCuM Oen  CTPYKTYpPHOro
nogpasgeneHus NPOTUB KaXKA0ro AeNa, BKAOYEHHOIO B Hee, Ae/1aeTCsl OTMETKA 0 Hanuyuu gena.

B KOHUE KayKAOoro sK3emnaspa OnucKu gen CTPyKTYPHOro noapasgeneHns yKasbiBatoTca umppamm
M NPONUCLI0 KOMMYECTBO GaKTUUECKM MPUHATBLIX B apPXMB A€, UTOrOBan 3anuncb NoANMCbIBAeTCA ULLOM,
OTBETCTBEHHbIM 32 apXxMB, U PabOTHMKOM CTPYKTYPHOrO noapasaeneHus, nepegaswero gena. NMepegaya
3/1EKTPOHHbIX JOKYMEHTOB B apXWB OPraHM3aLMy NPOU3BOAUTCA Ha OCHOBAHWM OMUCEN 3N1EKTPOHHbIX
AeN, [OOKYMEHTOB CTPYKTYpPHbIX noapasgeneHnin (n. 4.34. TMpasun) no wHPOPMaUMOHHO-
TENEKOMMYHUKALLMOHHOW CeTH (MPY HaMYMK B apXmMBE OpraHM3aummnm MHGOPMALMOHHOW CUCTEMbI) UK
Ha duM3nYeckm 060cobNEHHBIX MaTEPUA/bHBIX HOCUTENAX B ABYX MAEHTUYHbIX 3K3EMNAAPAX.

OnunCb 3NEKTPOHHbIX AN CTPYKTYPHbIX NOAPA3AeeHUI COCTaBaAAETCA NO YCTaHOBAEHHON dopme
(npunoskeHue N 24 Mpaswun).

Tpeb0oBaHMA K COCTaBAEHWNIO OMUCK INEKTPOHHbIX A€/l aHaNorMyHbl TPe6oBaHMAM K COCTaBAEHMIO
onucu aen Ha bymaxKHOM HocuTe e, 3a UCKIOHYEHNEM CAeayIOLLMX NPaBUA:

- B rpade 6 ONucK 3NEeKTPOHHbIX AeN yKasbiBaeTca ob6bem B M6;
- B UITOTOBOW 3aMnnCcy ONUCK 3NEKTPOHHBIX AeN YKasbiBaeTca 06bem B M6;
- Aena ¢ 04MHaKOBbIMM 3aro/I0BKaMM BHOCATCA B OMMUCb 3/1EKTPOHHbIX A& NOHOCTbIO;

Mpu nepegaye 3/MEKTPOHHbLIX AOKYMEHTOB B apXMB OPraHM3auMu BbIMOAHAIOTCA Cneaylolime
OCHOBHbIE MpoLeaypbl PaboTbl C JOKYMEHTAMM:

- dopmupoBaHme B MHOOPMALMOHHOMN CUCTEME OPraHM3auUM SNEKTPOHHbIX Ae/, ABAAKLLMXCA
COBOKYMHOCTbHO KOHTEMHEPOB 3/IEKTPOHHbIX JOKYMEHTOB UM KOHTEMHEPOM 3/IEKTPOHHOFO LOKYMEHTA,
coAepKaWMM KOHTEHT U MeTafiaHHble 3/IeKTPOHHOrO AOKYMEHTa, daiibl SNEKTPOHHbIX MoAnucen u
BM3Ya/IM3MPOBaHHYIO KOMUIO TEKCTOBOrO 3/1eKTPOHHOro AoKyMeHTa B popmaTe PDF/A (n. 4.34 MNpasun);

- ¢dopmupoBaHMe B WHPOPMALMOHHOM CUCTEME OMWUCK SNEKTPOHHbIX O CTPYKTYPHOro
nogapasaeneHus;

- MNpoBEpKa apxmBoOmM OpraHundaunn 3SNEKTPOHHbIX OOKYMEHTOB HaA Ha/un4dme BpPEOOHOCHbIX
KOMMbKOTEPHbLIX MPOrpamm;

- NpoBepPKa BOCNPONU3BOANMOCTUN INNEKTPOHHbIX AOKYMEHTOB,

- NpoBepKa (I)MBM‘-IGCKOI’O M TEXHMYECKOro COCTOAHMA HOocUTenewn (an nepegayvye 3N1eKTPOHHbIX
AOKYMEHTOB B apXmB OpraHnM3aunn Ha d)VI3VILIeCKVI 060C06NEHHbIX MaTepunanbHbIX HOCMTEHHX);

- npoBepKa Hanuuma dalina 31eKTPOHHOM NOAMNUCU, KOTOPOKM 6bl1 NoANUCaH 3NEKTPOHHbIN
AOKYMEHT, n/unmn daiina npoBepKM 3NeKTPOHHOM NoanmcH.

Mprem 3/71eKTPOHHBIX JOKYMEHTOB B apXMB OpraHMsauun oGopMASETCA COCTaBIEHMEM UTOrOBOM
3anucK B KOHLE OMUCKU 3NEKTPOHHbIX A€/, B KOTOPOW LudpaMm U NPONUCbIO YKa3biBAETCA KOJIMYECTBO
$AKTUYECKM MPUHATBIX B aPXMB 3N1EKTPOHHBIX AeN U UX 0bbem B M6.

NTorosas 3anucb NoATBEP}KAAETCA NOAMUCAMW COTPYAHUKA apXmMBa U COTPYAHUKA CTPYKTYPHOro
noapasaeneHuns, nepeaasLlero 3/1eKTPOHHbIe Aena.



Mpy nNpveme Ha apxuMBHOE XpaHeHue (MpM HeobXOAMMOCTWM) 3NEKTPOHHbIE Aena 3aBepsaloTcs
3N1EeKTPOHHOW NOAMNMCHIO PYKOBOANUTENS OPraHM3aummn AN YNoAHOMOUYEHHOTO UM A0XHOCTHOIO AnLa.

Mocne npuema B apXmMB 3JEKTPOHHbIX AOKYMEHTOB Ha dusnyeckn 060cobaeHHbIX MaTePUANbHbIX
HOCUTENIAX BKAa4blWW, NOMELLEHHble B GyTAAp eanHULbI XpPaHEHUA B CTPYKTYPHOM MogpasgeseHum,
3aMEHAIOTCA Ha BKAaAbIWn, opopmaseMble B apXmBe.

Ha Bknagpiwe, nomewaemom B OyTAap e4MHUUbI XpaHeHUA, opopmMIAemMOM B aAPXMBE,
yKa3blBaeTcs:

HaMMeHOBaHMe opraHMn3aunn (NosHoe, CoKpaLLLeHHoE);
Homep $oHAa;

HOMEP OMMUCU 3IEKTPOHHbIX e, LOKYMEHTOB;

HOMep Aena no onucy;

OTMETKa O CTaTyce 3K3emnasapa 3/1eKTPOHHbIX AoKymeHToB: "OcH." (ocHoBHoOM) unm "Pab."
(pabounin);

KpaﬁHME AaTbl JOKYMEHTOB 3/1IEKTPOHHOIO Aena,

npu HeobxoAMMOCTU O0POPMAAIOTCA AONONAHUTENbHbIE OTMETKM 06 OrpaHuvyeHuMM [octyna K
OOKYMEHTaMm.

Bknagpiw nomeuiaetca B ¢yTasp pusmyeckm o060co6/1€HHOrO mMaTepuanbHOro HOCUTENSA TaKUM
06pa3om, 4Tobbl HagNUCKU Ha HEM BbINK BUAHbI NPU 3aKPbITOM GyTaspe.

Onucun pen CTPYKTYPHbIX nop,pa3p,eneHm71 CNyXat OCHOBOM Ana CoCtaB/sieHnAa rogoBsoro pasaena
CBOAHOI‘;I onucn aen opraHnsaunn, NoArotoBka KOTOPOro BO3/1araetcA Ha apxmB opraHun3auunun (!'IMLI,O,
OTBETCTBEHHOE 3a apXMB).

EcnM  CTPyKTypHble nogpasaeneHus B OPraHM3aumMyM  OTCYTCTBYHOT, TO OTBETCTBEHHbIN 33
OeNoNpoU3BOACTBO B OpraHuM3auuM COCTaB/ifAeT cpa3y MNpPOEeKT rofoBOro pasgena onucu  aen
opraHusauumm.

lpadmyeckoe nsobparkeHme npouecca 1.4. "Mepenaya aen B apxme opraHnsaumn"” npeacraBneHo
Ha cxeme 05 npunoxeHua N 4.

2. XPAHEHUE AOKYMEHTOB B APXMBE OPTAHU3ALIUUN

XpaHeHne [OKYMEHTOB - fOeATeNbHOCTb, o6ecneqm3a|ou1,aﬂ paunoHanbHOE pa3smelleHne u
COXPaHHOCTb AOKYMEHTOB.

Mpouecc XxpaHEHUA AOKYMEHTOB BKAIOYaET:
- OpraHM3auunio XxpaHeHnAa JOKYMEHTOB,
- obecneyeHue COXPaHHOCTU AOKYMEHTOB.

lpadumyeckoe un3obpaxkeHne npouecca 2 "XpaHeHWe [OOKYMEHTOB B apxvBe OpraHusauun"
npeacTaBsieHo Ha cxeme 06 npunoxxenma N 4.

2.1. OpraHM3auma XxpaHeHUs 0O0KYMEHTOB

OpraHu3auma XxpaHeHUsa AOKYMEHTOB - COBOKYMHOCTb AeNCTBUIN, obecneumBalolmnx ycnosuma ana



XpaHEeHUs M NOUCKA AOKYMEHTOB B apXUBE, BK/IIOYaET:
- CUCTEMATM3ALNIO JOKYMEHTOB B apXUBE;
- NpeAocTaBaAeHNe NOMELLEHUA A/1A apXUBa;
- OCHallleHMe apXMBOXPaHWUANLL cneLnanbHbiMm 0bopyaoBaHNeM AN XPaHEHUA JOKYMEHTOB;

- obecneyeHne HOPMaATUBHbIX YCNOBUIM XPaHEHUA AOKYMEHTOB.
2.1.1. Cuctematnsauma AOKYMEHTOB B apXuBe opraHM3auum

PaboTbl MO MOAroTOBKE Aen K nepejaye B apXuB opraHusauuu (BblaeneHue aen, noaroToBKa
onucei aen CTPYKTYPHbIX NoapasaeneHnin) BelyTca C y4eTOM CXeMbl cucTeMaTusaumm aen poHaa.

CucrtemaTmsaums AOKYMEHTOB B apXmBe OPraHuMsauMu - rpynnuMpoBKa Aes No MpU3HaKam Mx
cofepiKaHuna nan (B HeKoTopbIx ciyyanx) dopmara v HocuTens.

CucrtemaTmsaums OOKYMEHTOB B apxuMBe OpraHM3aluu co3fgaeT ycnosus, Heobxoaumble AA
paLMOHaNbHOrO pasmMellleHMA [OKYMEHTOB, a TaKKe A1a NpoBeAeHMA onepauuii no yyeTy U NOUCKY
OOKYMEHTOB.

ApPXMBHblE AOKYMEHTbI AO/IKHbI XPaHUTbCA B CUCTEMATU3MPOBAHHOM BUAE B Npegenax ¢oHaa (n.
2.9. Mpasun).

CucrtemaTmsaums AOKYMEHTOB apxMBHOro ¢poHaa npoBoaUTCa PaboTHUKaMM apXmMBa opraHMu3aLmm
Ha OCHOBE OBLUMX MONOMKEHWNI, PernaMeHTUPYIOLWNX CO34aHMe apXMBHOMO GOHAA OpraHU3aLmm:

- LOKYMEHTbI, 0b6pasytomecs B AeATEIbHOCTU OPraH13aLmm, COCTaBASIOT JOKYMEHTA/IbHbIA GOHA,
(n. 2.1. NpaBsun);

- Y4acTb AOKyMeHTanbHoro ¢oHAa, BKAKOYalOWAs AOKYMeHTbl ApxuBHoro ¢oHga Poccuiickoi
desepaunn U AOKYMEHTbl BpeMeHHbIX (cBbiwe 10 NeT) CPOKOB XpaHEHWA, BK/AIOYEHHbIE B Y4YETHble
AOKYMEHTbl apXmBa, COCTAaBAAKOT apXMBHbIA GOHA OpPraHM3auuMM, KOTOPbIA MNOONENKWUT XPaHEHUIO B
apxuBe opraHmsauum (n. 2.3. Mpasun).

OpraHusauusa, B [OeATENbHOCTM  KOTOpoi o06pasoBanca apxuBHbld  ¢oHA, ABAAeTCA
doHpo0bpasoBaTenem.

OnpepeneHune GoHA0BOM NPUHALNEKHOCTU SOKYMEHTOB OCYLLECTBAAETCA PabOTHUKaMM apxmnBea u
NpoOBOAMUTCA:

- Npun CO340aHNN apXmnBa OpraHn3auunu;

- NPU NOCTYN/JEHUN B apXMB AOKYMEHTOB, OTHOCALLMXCA (BO3MOXHO OTHOCALLMXCA) K ApYyromy
doHAy (MCXxogHbIM OOKYMEHT - aKT npuema-nepesaydnm apxXmBHbIX [AOKYMEHTOB Ha XpaHeHue
(npunorkeHue N 20 Mpasun);

- NpY CO34aHUKN B apxuBe HOBOro ¢oHaa (Hanpumep, PoHAA LOKYMEHTOB M3BECTHOrO AesTens
HayKM, UCKycCTBa, paboTaBLIero B opraHMsaLmm, 1 ap.);

- NPV peopraHusaummn opraHusaumm, cmeHe ¢opmMbl COHCTBEHHOCTM, M3MEHEHWM cTaTyca WU
$YHKUMI opraHn3aumm.

OnpeaeneHne NPUHAANEHKHOCTU AOKYMEHTOB K KOHKPETHOMY apXuMBHOMY $OHAY OCHOBbIBaeTcA
Ha cneayloLMX NPMHUMNAX:



- MNPUHAANEXHOCTb [AOKYMEHTOB K apxuMBHOMy ¢OHAY OpraHusaumm onpegenserca no
COAEPXKAHUID AOKYMEHTOB, peKBM3MTam b6s1aHKa, NoAnMCAM, agpecaTty, PerncTpaumoHHOMY LWTamny,
pPe30nloUNM U OTMETKE O HanpaBeHUMN AOKYMEHTOB Ha MCMO/IHEHUE;

- BXOAAWME [AOKYMEHTbl OTHOCATCA K apxuBHOMYy ¢OHAY TOM OpraHW3aumun, KOTOPOM OHM
Nosly4yeHbl;

- KOMUN UCXOAALLMNX AOKYMEHTOB OTHOCATCA K apXMBHOMY GOHAY TOW OpraHu3aummn, B KOTOPOH
CO3/aHbl LOKYMEHTbI;

- BHYTPEHHME AO0KYMEHTbl OTHOCATCA K apXMBHOMY GOHAOY TOM OpraHM3aumu, B KOTOPOMN OHWU
co34aHbl;

- Aena, Ha4vaTtble B O,CI,HOﬁ OpraHn3auunun, a 3aKOH4YEeHHbIE B ,u,pyroﬁ, OTHOCATCA K (I)OH,D,V nocne,u,Heﬁ.

JOKyMeHTbl OpraH13aLmm, Kak NpaBnno, o6pasytoT OANH apXMBHbIN GOHA. APXMBHbIE AOKYMEHTbI
OpraHu3aLmMmn coCcTaBAAT OANH (eAMHbIA) apXUBHbIA doHA,

- OO0 W MoChe peopraHu3auMm, a TaKXKe WU3IMEHEHUs CTPYKTYpbl, LWTATHOM YMCAEHHOCTU
OpraHusaumMm ecnu 3TO He MOBAEKNO 3a cobol M3MEeHeHUs uenenm U npeametra AeATENbHOCTU
opraHusauuu;

- A0 U nocne UsMeHeHnAa TeppuTopranbHbIX rpaHULU OeATEe/IbHOCTU OpraHmn3auunun, ecsim 3To He
nos/ieKo 3a cobom KOPEHHOIro SMeHeHMA ee CTaTyCa,

- B C/lydae cMeHbl yuypeautens (n. 2.6. MpaBuna), ecam 3TO0 He NOBMEKNO 33 COBOM U3MEHEeHUs
uenen n npegmeTa AeATENbHOCTM OpraHu3aLmu.

ApXMBHblE AOKYMEHTbl OPraHN3aLmMmn COCTaBAAIOT eANHbIN apXMBHbIN GOHA, B Cly4ae BPpEMEHHOro
NpekpaLLeHna 4eaTelbHOCTM OpraHn3aumn, a 3aTeM ee BOCCTaHOBAEHUA C TEMU Ke QYHKLMAMM.

ApXMBHbIe JOKYMEHTbI OpraHn3aumMm OTHOCATCA K Pa3HbIM apXUBHbIM d)OHAaMZ

- B C/ly4ae M3MeHeHua cOBCTBEHHWKa MMyLLecTBa opraHusaumu (n. 2.6. Mpasuna), B TOm unche,
eCc/n cMeHa cobCTBEHHMKA MMYLLECTBA OpraHmn3aLmmn CBA3aHa Co CMeHOoM yupeanTens;

- NPV pacWMPEHUM WAN CYXXEHUW NpaB OpraHM3aLuMun, KOTopoe BfeyeT 3a coboll KopeHHoe
M3MeHeHMe ee CTaTyca 1 CO34aHNe HOBOW OpraHn3aLmun.

JokymeHTbl MUHUCTEPCTB CCCP 1 PCOCP 1 pokymeHTbl depepanbHbIX OPraHoB UCMOJAHUTENbHON
Bnactn Poccuinckon Pepepaummn, cosgaHHbix nocne 1991 r., coctaBnAT pasHble apxuBHble GOHAbI.
PasrpaHnuntenbHaa pata mexay HWMMM YCTaHaB/IMBAETCA HA OCHOBE 3aKOHOAATENbHbIX W MHbIX
HOPMaTUBHbIX MPABOBbIX AaKTOB O KOHKPETHOM OpraHe UCNOJIHUTENIbHOW BNACTU.

[ OKyMeHTbl OpraHoB rocyAapcTBeHHOM BAacTh cybbekTos Poccuiickoit ®egepaunmn, U 4OKYMEHTbI
npeaLwecTByOWNX MM COBETOB HapOAHbIX AenyTaToB pecnybaunK, KpaeBblx, 061aCTHbIX, aBTOHOMHbIX
06pa3oBaHMii, a TaKKe PaNOHHbIX WU FOPOACKMX COBETOB HapOAHbIX AEnyTaTOB COCTaBAAOT pasHble
apxuBHble GOHAbBI; PA3rPaHUuUTENIbHbIE  AaTbl  MEKAY HWMM  YCTAHAB/AMBAKOTCA HA OCHOBE
COOTBETCTBYIOLMX 3aKOHOAATE/IbHBIX U MHbIX HOPMATMBHbIX NMPaBOBbIX aKTOB.

B cnyyae AuKBMAALMM OpraHM3aumu ¢ nepegadveinn ee GYHKUMIN BHOBb CO34aHHON OpraHM3aumu
3aKOHYeHHble OeN0NpPou3BOACTBOM Jena BKAYalTcA B GOHA NUKBUAMPOBAHHOW OpraHMsauuu, a
He3aKoHYeHHble Aefla nepenaroTca AN OKOHYaHUA UX UCTMONHEHUSA OpraHU3auumn-npaBonpeeMHUKy u
BK/IIOYAIOTCSA B AOKYMEHTANbHbIN GOHA nocieaHen.

Buabl apxmBHbIX GOHA0B OpraHnsaummn onpeaeneHsl B n. 2.4. MNpasun.



Ob6beguHeHHble apxuMBHble ¢GOHAbI CO34AOTCS, KaK MNpaBWIO, B OpPraHMsaumax, UMeLLnX
noABeAOMCTBEHHbIe OpraHusaumn. He gonyckaetca co3gaHuve ob6beaMHEHHbIX apXUBHbIX GOHAOB M3
OOKYMEHTOB OpPraHoOB nNpeacTaBuUTE/IbHOM, WCNOJIHUTENbHOM WU cyaebHoM Bnactm  Poccuiickoi
depnepaunn (cybbektos Poccuiickoin eaepalmmn), a TakKe U3 JOKYMEHTOB 3TUX OPraHOB U IOKYMEHTOB
n3bumpatesibHbIX KOMUCCUIA MO BbIOOPam OpPraHoOB NpeacTaBUTe/IbHON U UCMOAHUTENIbHOW BNACTU, eCaun
3TO He npeaycMOTPEHO 3aKoHoaaTtesnbcTBoM Poccuitckoin dPepepaummn n/mam cybvektos Poccuiickoi
depgepaunmn.

ObpaszoBaHne 06beANHEHHbIX apXMBHbIX GOHAOB TPebyeT U3IMEHEHMA APXMBHbBIX WKPPOB aen
(HomepoB ¢oHAOB, ONUCelt), COCTaBNEHUA COOTBETCTBYIOLLMX YYETHbIX [OKYMEHTOB, pPasmeLleHun
OOKYMEHTOB 06begMHEeHHOro ¢oHAA B OAHOM MECTe apPXMBOXPaHWAWULWA, a NPU HeobxoaMMOoCTU U
HOBOI CMCTEMATU3ALMM AEN N NepecocTaBaeHna onucei. JJonyckaerca y4eT JOKYMEHTOB OpraHM3aLmi,
BXOAAWMX B 06begMHEHHDIM apXMBHbIN GOHA, B OTAE/bHbLIX OMUCAX.

O6beAMHEHHbIN  apxmBHbIK  GOHA  MOXKeT 06pa3oBbiBaTbCcA He nyTem ob6beanHeHUsA
CYLLECTBYIOWMX apXMBHbIX GOHAOB. POHA, MOXKET cpasy opmMpoBaTbCA Kak 06beaMHEHHbIN. B 3TOM
cny4vae nepewnpPoBKM U KaKNX-IMBO Apyrnx NsmeHeHui He TpebyeTca.

[OKYMEHTbI MOAYMHEHHbIX OpraHuW3aumMii, nepegasBaemble B apXMB PYKOBOAALLEN OpraHu3aumm,
MOFYT XPaHWUTbLCA He TO/bKO B BMAE 06beaMHEHHOro apXMBHOrO GOHAA, HO M KaK CamMoOCTOATE/IbHblE

doHAbI.

ApXMBHble KONNEKUMM MOFyT NOCTyNnaTb B apXMB B BUAE CAOMMUBLUMXCA [OOKYMEHTA/IbHbIX
KOMMNNEKCOB NN XKe O6pa3y|'0TCﬂ B apXunBe U3 OTAE/IbHbIX JOKYMEHTOB B UEeNAX CO34aHUA YCHOBMVI ana
X XPaHEHUA N UCNON1b30BaHNA.

ApxvBbl ¢eaepanbHbiX OPraHOB WMCMNONHWUTENbHOW BAAcTW, a TaKkKe APYrMX OpraHusauuin,
MMelWMUX NoABEAOMCTBEHHbIE OpraHM3auMM, MOFyT XpPaHWUTb HECKONbKO apXMBHbIX (GOHAOB.
OTaencHble opraHM3aumu, NoABepriMecs PeopraHMsaLun C U3MEHEHUEM XapaKTepa M COAEp)KaHuA
OCHOBHOWN AeATenbHOCTU, GOPMbl COOCTBEHHOCTM M ApP., TaK¥Ke MOryT XpaHuUTb 6osiee ogHoro ¢oHAa.
OpraHusauuu Bnpase BblAENATb U OTAE/IbHO XPaHUTb GOHAbI, BKIOYaKOLWMe AOKYMEHTbI PaboTaBLIKX B
OpraHu3aLmm JeaTenieil HayKu, TEXHUKK, KYIbTypbl, UCKYCCTBA U Ap., CO34aHHble B MepUoL UX paboTbl B
OpraHu3aumu.

XpOHONOIMYECKUMM FPAHULAMUN apXMBHOTO GOHAA ABNAIOTCA:

ONA apXUBHOro d)OH,EI,a opraHnsaunn - yCtaHaB/iMBaemMbleé Ha OCHOBE HOPMATUBHbIX aKTOB AaTbl
CO34aHNA N TNMKBNOaUMKN OpraHn3aummn (an Ha/IMYNU HECKONIbKUX aKTOB 06 O6pa3OBaHMM opraHunsauuun
NPUHUMAETCA OaTa Hanbonee paHHEero ns HVIX);

Ans obbeAMHeHHOro apxmeHoro ¢oHAa - AaTbl CO34aHUA Haubosiee paHHel M ANKBMAALUM
Hanbosiee No3gHel NO BpemMeHW AeATe/NIbHOCTUM OpraHM3auuu, LOKYMEHTbl KOTOPOM BOLWJ/IM B COCTaB
06beANHEHHOro apxMBHOro GoHAa;

AnAa apXMBHOTo d)OH,D,a M3BECTHOIo pAeArend, CoCtoAwero un3 OOKYMEHTOB, CO34adHHbIX MM B
npouecce UCNONHEHUA d)YHKLI,Mﬁ no AO0JIXKHOCTWU, - AOdaTbl CaMOro paHHero n camoro nos3gHero
AOKYMEHTAQ;

AN apPXMBHOM KO/INEKUMM - AaTbl CAaMOro PaHHEro M CamMoro Mo3gHero AokymeHTa (m. 2.8.
Mpasun).

[na apxusHoro poHAa AeNCTBYOWEN OPraHN3aLmMmn AaTa 3aBepLUeHnn apxmMBHOro poHaa octaercs
OTKPbITOM.

Mocne onpegeneHna ¢OHAOBON MNPUHAANEKHOCTU [Aen, AOKYMEHTOB cucTematusauusa aen,
OOKYMEHTOB OCYLLLECTB/IAETCA B NpeAenax KOHKPETHOro apXxmMBHoro ¢oHaa.



B npepenax ¢oHaa eguHMUEA cucTeMaTU3aLMWU apXMBHbIX [AOKYMEHTOB SBAAETCS eAuHMULA
XpaHeHUss - y4yeTHaa M KhaccudMKaUMOHHAA eauHMUa, NpeacTaBAsolas coboM COBOKYMHOCTb
JOKYMEHTOB MAN PpU3MYECKM 060COBNEHHbIN AOKYMEHT, UMEIOLLYIO/MMeIoWMiA CamoCToATeIbHOE
3HayeHwue.

EavHMLEN XxpaHeHUs B apXxuBe OpraHusauumn aeaseTca aeno (anekTpoHHoe geno) (n. 3.3. MNpaswun).
B cBolo ouepeab, B npegenax OAHOMO fgena AOKYMEHTbl A0/KHbl OblTb CUCTEMATU3MPOBAHLI W
odopmneHbl B MopAaaKe, ob6ecneynBalolLlem y4eT, NOUCK U MUCMNONb30BaHWE APXMBHBIX LOKYMEHTOB.
TpeboBaHuA K popmmnpoBaHuto n obopmneHuto gen cogep:katca B n. 4.19 - 4.26 Mpasuna n B pasgenax
1.1.2. n 1.2. MeToAN4YECKUX PEKOMEHAALUN.

EAMHMUBI XpaHeHUs AONXKHbl ObiTb yuTeHbl B rogoBbix pasgenax onucen (n. 2.10 Mpasun).
CuctemaTtumsaums eanHUL, XxpaHeHnna B npegenax ¢oHaa B 60NbLIMHCTBE CNyYyaeB NPOBOAUTCA HAa OCHOBE
COYEeTaHMA NPU3HAKOB CUCTEMATM3ALUN:

- XpPOHO/IOTMYECKU-CTPYKTYPHAA cXema cucTemaTU3aummn NpumMeHAETCA Mo OTHOLLIEHUIO K GpoHAam
OENCTBYIOLIMX OpraHu3aumin (yuntbiBas AanbHenllee nononHeHne ¢GOHAO0B) U AUKBUANPOBAHHbIX
opraHusaumin. Mo 3To cxeme gena rpynnupyrOTCA NO BpeMeHW UX co3daHus (rogam, nepuogam), a B
npeaenax Kaxkaon XpoHOIOrMYECKOoM rpynnbl - MO CTPYKTYPHbIM NOAPa3AeNeHUAM opraHusaLmm;

- CTPYKTYPHO-XPOHO/IOrMYECKan CXxema CUCTeMaTU3aLmm NPUMEHAETCA MO OTHOLWEHMIO K GoHAaM
OpraHM3auuii, UMeBWNX CTAaBUNbHYIO CTPYKTYPY, M3MEHEHMA KOTOPOMN MPOMCXOAWMAM Peako U 6bian
HeCNoXHbl. [pu  cuctemaTvMsauMM Mo 3TOM  Cxeme Aena  TPYNnUpyloTca No  CTPYKTYPHbIM
noApasfeneHnaM OopraHusaummM, a B Mpedenax KaxAoW CTPYKTYPHOM rpynnbl - MO BPEMEHM UX
Co34aHus;

- XPOHO/IOTMYECKU-PYHKLUMOHANbHAA CXemMa CUCTEMATMU3ALUMM MPUMEHAETCA MO OTHOLIEHUID K
$OoHAAM OpraHMsauMii C YacTo MEHSBLUEMCA CTPYKTYPOM; MpU 3TOM FPynnupoBKa Aen NPOoUcxoamT
BHauase Mo XPOHO/IOFMYECKOMY MpPU3HaKy, a 3atemM no ¢yHKuMAM (BMAaM, HanpasaeHUAM
OesATe/IbHOCTM) oOpraHuM3auMu, NOArpynnbl AeN PacnofiaraloTca C Y4eTOM 3HAYMMOCTM  YHKLMIA
opraHuMsaumMm (pykoBoAcCTBO, ¢MHAHCUPOBAHME, y4eT M OTYETHOCTb WM ApP.) WANM B COOTBETCTBUU C
KnaccuouKaTopom BMAOB (HanpasaeHWi) AeATeNbHOCTU CaMoi opraHM3aumm;

- QYHKLMOHANIbHO-XPOHO/IOFMYECKaA CxeMa TaKXe MPUMEHAETCS NO OTHOLWIEHWIO K apXMBHbIM
$OHOAM OpraHU3aUMin C YacTO MEHABLUENCA CTPYKTYpOM; Npu 3TOM Aena rpynnupytoTca CHayana no
dYHKLMAM OeATeNbHOCTU OpraHM3aumnm, a 3aTeM Mo XPOHONOTMYECKOMY NPU3HAKY;

- XPOHO/IOrM4YeCKn-temaTndyecCckaa Uanm TeMaATUHECKU-XPOHONONM4YeCKkaa CXemMbl CUCTEMATU3AUUN
NMPUMEHAIKOTCA MO OTHOWEHUK K HeboNblWMM NO o6bemy APXUBHbIM d)OHLI,aM, a TaKXe OoTAe/IbHbIM
dPXUBHbIM KONINEKUNAM;

- XPOHO/NOIrM4eCKN-HOMMUHaIbHaade N HOMWUHA/NIbHO-XPOHO/0TMYECKAaA CXeMbl MPUMEHAIOTCA, KaK
npasunno, anAa CUCtemMaTnsaumm Aen apxXmBHbIX d)OH,D,OB opraHM3au,m71, HE UMerLWnX CTPYKTYpPbI.

an cncremaTtmnsaunmm eguHnL, XpaHeHuA HeO6XOAMMO MMETb B BUAY Cieayrouiee:

- [leNla OTHOCATCA K TOMY roAy, B KOTOPOM OHW HayaTbl MW B KOTOPOM MOCTYMWAM B OaHHYIO
OpraHuM3aumio (CTPYKTYpHOe noapasaeneHne) ns apyroi opraHmMsauum (CTPYKTypHoOro nogpasgeneHus);

- NNaHbl, OTYeTbl, WTATHblE pPaCnNNCaHUA, HOMEHKANATypbl AeNl, CMeTbl U MaTepUaabl K HUM
OTHOCATCA K TOMY roay, Ha KOTOprVI nnn 3a KOTOprl‘;I OHM COCTaB/1EHbl, HE3AaBUCMMO OT AaTbl UX
COCTaB/1eHMA, NNaHbl, OXBaTbiBaloWMe HECKO/IbKO /1€T, OTHOCATCA K Ha4Ya/lIbHOMY roagy ux AEﬁCTBVIH, a
OT4eTbl 3a HECKO/IbKO /1eT - K nocnhegHemy roay ot4eTHOro nepmoja,

- [OKYMEHTbl MO J/IMYHOMY COCTaBy BblAeNAOTCA B 0cobylo rpynny, cucTemaTU3MpyloTcA
060Cc06/1€HHO 1 BK/IOYAIOTCA B OTAE/bHYIO OMKUCH.



PerncrtpaumoHHo-y4yeTHble GOpMbl  AOKYMEHTOB MO  JIMUHOMY COCTaBy (KHWUMKM, KypHanbl
pervcTpauumn NprMKasos o0 Npueme, NepeBoae, YBOJAbHEHUWN, IMYHbIX KapPTOYEK, IMYHBIX AeS, TPYAOBbIX
[OO0rOBOPOB, COMNALIEHUN K HUM U APYIUX AOKYMEHTOB) BK/IIOYAIOTCA B OMWUCb AOKYMEHTOB MO JIMYHOMY
cocTasy.

NlnyHble gena, ecnn oHW NepefaBasnCb U3 OA4HOM OpPraHU3aLMKn B APYryt0 B CBA3M C NEpPeBOAOM
pPabOTHMKOB, BK/OYAIOTCA B OKYMEHTA/bHbIN (apXMBHBbIN) GOHZ NOMYUYMBLLIEN UX OPraHM3aLUN.

Ha nn4Hble gena YBOJIEHHbIX pa6OTHMKOB MOXeT COCTaBNATbCA OTAEe/IbHAA OMUCH.

[Jena no AM4HOMY COCTaBy, KaK NPaBMIO, CUCTEMATU3UPYIOTCA MO XPOHOIOTMYECKOMY MPU3HAKY. B
apxuMBax KpyMHbIX oOpraHuM3aumin ¢ 60AbWKMM  KO/AMYECTBOM pPAbOTHUKOB MOXKET WMCMNOAb30BaATHLCA
CTPYKTYPHO-XPOHO/IOFMYECKMI MPUHLMN cucTeMaTmaumn. Mpu HeobXxoAMMOCTU SINYHbIE Aena MOryT
CUCTEMATU3NPOBATLCA NO andasuTy damuaniti paboTHUKOB, HE NPUHMMAA BO BHUMAHUE XPOHOOTUIO.

B npeaenax Kaxkaoro roga Aena no IMYHOMY COCTaBy CMCTEMATM3NPYIOTCA MO CTEMEHWN BAXKHOCTH -
Mp1Kasbl 0 Nnpueme Ha paboTy (3aumcieHnn B ydebHoe 3aBeaeHMe M AP.), NepemMelleHNn, YBObHEHUN
(oKOH4YaHMK yuebHOro 3aBedeHuMAa W Ap.), TPYAOBble AOrOBOPbI M COrMalleHUs 06 UX U3MEHeHWUW,
JINYHbIE KapTOUYKM PabOTHWUKOB, /AINLLEBbIE CHYETA, CMMCKM, XKYPHasbl ydeTa AOKYMEHTOB MO /AUYHOMY
cocTaBy, ApyrMe PerucTpaLMoHHO-yYeTHble AOKYMEHTbI, /IMYHblE Aena, SNLEBble CYeTa, KapTOYKu-
CrnpaBKu no 3apaboTHoM naaTe. /InyHble Aena N MYHbIE KaPTOYKM YBONEHHbIX PaBOTHMKOB OTHOCATCA K
rogy yBO/JbHEHUA U CUCTEMATU3NPYIOTCA B Npeaenax Kaxkaon rpynnbl no andasuty damuanii.

[JoKymeHTbl, Boweawne B 0b6beANHEHHbIN apxXMBHbIA GOHA, pacrnonaraloTcs No 3HAYMMOCTU
doHpoobpasosaTeneit  (npu  obbeaMHEHUM  OAOKYMEHTOB  OpraHuM3auMm € OAOKYMeHTamMu
noABeAOMCTBEHHbIX OpraHM3aunit), Mo XPOHONOTUU UX CO3AaHUA, NO andaBuTy HasBaHUn U ap. Mpu
3TOM AOKYMEHTbl OTAENbHbIX OpPraHM3aumnini MOryT CUCTEMaTU3UMPOBATbCA B COOTBETCTBUM C pPasHbIMU
cXemamu, BbIGOp KOTOPbIX ONPEeAEeNsAeTcAs XapaKTepom AeATe/IbHOCTU KOHKPETHbIX OpraHu3auuit,
COCTaBOM M 06bEMOM MX AOKYMEHTOB. 1A $OHAOB OLHOPOAHbIX OpraHWsaLmMii ucnosiblyetcs obuan
cxema cuctemaTmsaumm (n. 2.12. Mpasun).

CuctemaTmsauma AOKYMEHTOB KOJIIEKLMIA onpeaenneTca TeMaTUKON M COCTaBOM AOKYMEHTOB (.
2.13 NpasBun). B npesenax KoANeKLUUMU [OKYMEHTOB OZHOTO BuAa (pPasHOBMAHOCTM) BO3MOXKHA
rPynnMpoBKa MO aBTOPCKOMY MPU3HAKY C PAcno/sioXKeHuem rpynn B andaBMTHOM MOpALKe HA3BaHWN
opraHusaumn wunn dammamn  aBTopoB. B npeaenax KoANeKUMM [AOKYMEHTOB, CO34aHHOM no
TeMaTUYeCKoMy NPU3HaKy, MOryT 6biTb 06pa3oBaHbl TeMaTMYecKue NOArpynnbl, Pacro/ioXKeHHble B
nopsake WX 3HaYMMOCTU MAU XPOHONOTMWU. BHYTPU TemaTMYecKMx MoArpynn AOKYMEHTbl MOryT 6biTb
06beaMHEHbI NO PA3/IMYHLIM NPU3HAKaM, UCXOAA M3 06beMa M COCTaBa AOKYMEHTaLMN.

PesynbTaTom npouecca cMCTeMaTUsauum AOKYMEHTOB GOoHAA ABAAETCA CXeMa CMCTeMaTMU3auMu
Aen apxvBHOro ¢oHAa - BHYTPEHHWI pabounit OOKYMEHT, KOTOpblii pa3pabaTbiBaeTcA B apxuse
opraHusaunm:

- NPU CO34aHNN apXMBA OPraHU3aLMK;
- NPW NOCTYNNEHUN B apXMB JOKYMEHTOB Apyroro ¢oHaoobpasoBaTens.
Cxema cuctemaTtusalmm BKAKOYAET:

- Homep poHAa;

- BUAbl COCTaB/IAEMbIX onucen (COOTBETCTByIOT BblAeNAEMbIM KOMMNJ/IEKCaM AOKVMEHTOB): onucb
Aen, AOKYMeEHTOB NOCTOAHHOIO XpaHeHUA; ONUCb Aen, AOKYMEHTOB BPEMEHHDbIX (CBbILLle 10 J'IeT) CpokoB
XpPaHeHuA; onncb gen, 4OKYMeHTOB Mo IMYHOMY COCTaBy <6> (B apxuee opraHn3aunm moryT BblAenATbCA
n apyrme KoMmnsekcbl 4OKYMEHTOB, Tp66YIOLLI,Me COCTaB/1eHMA ONUCU: HAaNpUMep, Hay4dHble OT‘-IETbI);



<6> B 06ulecTBEHHbIX OpraHM3aumax, rae OTCYTCTBYIOT LITaTHble COTPYAHUKU U COOTBETCTBEHHO
[OKYMEHTbI N0 IMYHOMY COCTaBY, OMUCH e, AOKYMEHTOB MO JIMYHOMY COCTaBY He COCTaB/AseTCA.

- CTPYKTYPY KaXKA40M ONUCKU: BblaensieMmble pPasae/ibl U nepedyeHb BK/IOYaeMbIX BUAOB AOKYMEHTOB.

Cxema cuctematvsaumMm Aen apxuBHoro ¢oOHAa COCTaBAAETCA Ha Kaxkablt ¢oHA apxuBa.
Bo3moKHO (Npu HeobxoaMMOCTH) Nx 06beanHEHNE B 00LLYLO CXEMY.

Pe3yanaTb| cncremaTtmsaumm  eauHul, XpaHeHunAa B npegenax (bOH,D,a 3aKpenaarTca npu
COCTaB/IeHUM ONUCEN Aen, AOKYMeHTOB B apxXxmnBe opraHnsauunn.

lpadumyeckoe unsobparkeHue npouecca 2.1.1. "Cucrematmsauma Aen B apxmBe opraHusaummn'
npeacrasnieHo Ha cxeme 07 npunoxeHna N 4.

2.1.2. NpepocraBneHne NnomelLeHUA ANA apXuBa opraHusauum

MpenoctaBneHne NomeLeHUs A1A pasMelleHUa apXMBHbIX AOKYMEHTOB - OAMH M3 MPOLLECCOB,
obecrneymBaloLWmX YCA0BUA PaLMOHAIbHOMO pasMelleHNA JOKYMEHTOB M MX COXPaHHOCTHM.

MpenoctaBneHmMe MNOMELLEHUA ANA pa3sMelleHUA apXMBHbIX AOKYMEHTOB OCYLIECTBAAETCA Ha
OCHOBaHWUWM PacnopaaMTeNbHOrO [OKYMEHTa PYKOBOAUTENA OpraHM3auMmM O CO34aHMM  apXuBsa.
OpraHusauuio npouecca nNpeaocTaB/ieHUs MNOMeLeHUA ANA PasMelleHUa apXMBHbIX AO0KYMEHTOB
OCYLLECTBAAET PYKOBOAMTENb apXmBa (1NLL0, OTBETCTBEHHOE 3a apXMB) NPU y4acTUM agMUHUCTPATUBHO-
X03AUCTBEHHOM CNYX6bl OpraHM3auum.

Mpouecc nNpenoCTaBAEHMA MNOMELWEHMA AN PasMeLlleHUA apPXMBHbIX [AOKYMEHTOB BK/OYaeT
onpegeneHve Naowaam, BbIbop NomeLLeHWt apxnBa opraHM3aLmm U ocHaleHe nx 0bopygoBaHeMm.

2.1.2.1. OnpepeneHue naowagm n Bbibop nomelleHuit apxmsa

OnpepeneHve nnowaam u BbIbOp NOMELLEHUIA apxXMBa OCYLLECTBAAETCA C yyeTom obbema U
coCTaBa apxmBHOro ¢oHAaa (GoHAOB) OpraHM3aLMM, a TAKKE C YYETOM BO3MOMKHOCTU OTAE/bHOIO
XPaHEHUS 3/EKTPOHHbIX A0KymeHTOoB (n. 2.35. MpaBua). PacyeT HeobxoaMMOW NoWAAM NOMELLEHUA
NPOW3BOAMUTCA C YYETOM YCTAHOBJIEHHbIX HOPM PACMO/IOXKEHUA CTeNNaxen U Ux HanosaHeHus (n. 2.21.
Mpasun).

MaKcumanbHbI coCcTaB I'IOMELU,GHVIVI apxumBa yCTaHaB/1MBAETCA C/'IELI,VI-OUJ,MVIC
APXNBOXPaHUULLLE;
nomeuwieHne gna npuema M BpeMeHHOIro XxpaHeHnA JOKYMEHTOB;

nomeLLeHne A UCNOJ/b30BAHMA AOKYMEHTOB (YMTaNbHbIW 33/, YY4aCTOK BblgauyM LOKYMEHTOB U
MHPOPMaALMOHHO-MOUCKOBBIX CPEACTB);

paboune KOMHaTbl COTPYAHWKOB apxvMBa OpraHM3aumm, KOTopble AO/KHbI 6bITb N30AMPOBaHbI OT
NOMELLLEHWUN, rae XPaHATCA apXMBHble AOKYMeHTbI (N. 2.16. Mpasun).

OpFaHM3aLI,VIM, He Mmeruime BO3MOXHOCTU BbIAENINTb BCe€ YKa3daHHble NMOMELWEHNA, a TaKXe
OopraHusauunun, nmerwme apxmsHble dJOH,EI,bI HebonblIOro O6'b€‘Ma, AOIXKHbI BblAEeNNTb NoOmelleHne ana
dpPXNUBOXpPaHUINLE N U30/IMPOBAHHbIE OT HEro pa6oqme mecCTta anAa COTpyaHUKOB apxmBa UIU (ECJ'IVI
ob6bem dPXMUBHOTO d)OH,CI,a 3TO I'IOBBOIIFIET) OCyllecTB/NIATb XpPaHEHME AOOKYMEHTOB B cCneynaibHOM
MEeTaNIM4eCKOM 3anunpakweMmca Ha KAKY U onedaTbiBaemMOoM |.|.|Kac|)y, UCKK4Yawwem aoctyn K
AOKYMEHTAaM NMNOCTOPOHHUX NTNLL.



ApXMBOXpaHMAULLA He [ONycKaeTcA pa3meliaTb B MNOABafbHbIX MOMELLEHUAX U Ha BEPXHUX
3TaKax 34aHus.

Bbibop nomelleHUii apxmMBa OCYLLECTBAAETCA C ydeTom TpeboBaHMN, 3aKpensieHHbIX B n. 2.16 -
2.19. MNMpasunn.

Mpwu BbIbOpE NOMELLEHNA AN XPAHEHUA SNEKTPOHHbIX LOKYMEHTOB Ha 060C061EHHBIX HOCUTENAX
cnegyeT yuyuTbiBaTb, YTO HE AOMYCKAETCA XPaHEHWE 3/IEKTPOHHbIX HOCUTENEN C MArHUTHbIM pabouynm
C/I0EM B XPaHUANLLAX C MOCTOAHHBIMU UAN NEPEMEHHBIMW MArHUTHbLIM NONEM HaMNpPsAXKeHHOCTbo bonee
400 A/m. XpaHnnuwa A0MKHbI BbITb yAaneHbl OT 3/1eKTpoaBuratenei, TpaHcPopmMaTopoB, MPTOBOrO
060pyA0BaHNA, APYTMX UCTOYHMKOB MAarHUTHbIX M 3/1EKTPOMArHUTHbIX MONEN.

2.1.2.2. OcHallieHre apXMBOXPAHUAULL crielnanbHbiM 060pya0BaHMEM

OcHaweHune dPXMUBOXPaHUINLL, CcneunanbHbIM O60py,CI,OBaHMEM - npouecc, 06ECI'Ie‘-IMBaIOLIJ,M171
ycnosuAa gnAa pasmeleHna JOKYMEHTOB N UX ¢M3MLIECKOI7‘I COXPaHHOCTHW.

Mpouecc oOCHaWEeHWA apXMBOXPaHMAMLILA CheunanbHbiM  060pyAOBaHMEM  UHULMMpPYETCA
NMPWKa3oM pPYKOBOAMTENA OpraHM3auMm O CO34aHWM apxuMBa W WCMONHAETCA pyKoBoguTenem Wu
paboTHMKaMK apxmBa, a TakKe PaboTHMKAMM XO3AUCTBEHHbIX CNYXKO, B Npeaenax Ux KOMNeTeHUMNn.

TpeboBaHMA K OCHALLEHMIO APXMBOXPaHUAMLLA cneumanbHbiM 0bopyaoBaHMEM M3NOXKEHBI B M.
2.20., 2.21., 2.24. Npasun. Mpun OCHALWEHUN aPXMBOXPaHUAMLLE 060pYyA0BaHMEM YUMUTbLIBAKOTCA NpaBmUaa
cobntoaeHnA NPOTUBOMNONKAPHOIO, OXPAHHOIO, TEMNEPATYPHO-BNAAXKHOCTHOTO U CBETOBOMO PEXMMOB, a
TaKKe HeobXoaMMOCTb HaNMUUA CNeLMaNM3MPOBAHHbBIX CPEACTB PA3MELLEHUA MArHUTHbLIX HOCUTENewn
(wkadoB, HOKCOB), B KOTOPbIX HOCUTENN 3ALLMLLAIOTCA OT MArHUTHbBIX U 3/IEKTPOMArHMTHbIX BO34ENCTBUI
OKpYy»KatoLwen cpeabl, U MecT A1 YCTaHOBKU KOMMNbIOTEPOB.

He ponyckaeTcA XpaHeHME MAarHUTHbIX HocuTenenm Ha QeppomMarHUTHbIX METaNIMYECKUX
CTenna)ax; CrasbHble KapKacbl MOryT OblTb WCMNO/b30BaHbl MPU YCAOBUW pPa3MarHMYMBaHUA U
3aMblKaHMA KOHTYPOB CTe/1aXa (CoeAMHeHMEe MEeTaZIMYECKUX YacTel CTeNNaXKa 3/1eKTPONPOBOAOM U UX
3a3emneHune) <7>.

<7> P 50-524-84. MeTtoanyeckne ykasaHuA. opAfoK XpaHEHWA AOKYMEHTOB Ha MAaLLUMHHbIX
HocuTensax. - M.: M3a-Bo ctaHgapTos, 1985.

XpaHUAULWE 3NEKTPOHHbIX [OOKYMEHTOB 06ecneynmBaeTca TaKke MepBMYHbIMM CPeaCcTBamM
XpPaHeHWUA MarHuTHbIX HocuTenen (dytnapamu). Hambonee npuemaembiMu maTepuanamum Ana HUX
ABNAIOTCA TakuMe BMAbl NAACTMACChl Kak MOAUCTMPOA, NOAMMPONMAEH W noaukapboHaT. He cneayet
MCMNOMb30BaTb NEepPBMYHbIE CPEACTBA XPaHEHWA MarHWUTHbIX HocuTenen w3  bymarn, KapToHa,
NeHopPesnHbl, NOANBUHUAXAOPUAA, LEANION03HbIX BUMAOB MAACTMAcChl, BbICOKONAACTUPULMPOBAHHbBIX
MaTepuanos.

Mo pe3ynbratamMm BblaENEHUA NOMeWeHUA AONnA apxvMBa W OCHaWeHuA ero HEO6XOAI/IMbIM
O60py,ﬂ,OBaHI/IEM COCTaBNAETCA aKT npunema I'IOMELLI,EHVIIZ B 3KCnyatauuio, KOTOprﬁ noanuncbiBaeTcA
pyrkoBoauTenem apxmea, npeacrasutenem  agMMHUCTpPaUuMK, a  TaKXe  OTBETCTBEHHbIM 34
NPOTUBONOMAPHYIO 6e3onacHoOCTb OopraHu3sauuu.

lpadumyeckoe wusobparkeHMe npouecca 2.1.2. "lpepoctaBnieHWe MNOMELLEHNA A1 apXuBa
opraHusaumn" npeacrasneHo Ha cxeme 08 npunoxkerma N 4.

2.1.3. ObecneyeHme HOPMATUBHDIX YCNOBUIA XPaHEHUA AOKYMEHTOB



ObecneyeHne HOPMATUBHbIX YCNOBUIA XpaHEHUA AOKYMeHTOB (n. 2.15 MpaBun) BKAOYaET:
- cobnogeHne NPOTUBOMNOXKAPHOIO PEXMMA;
- cob10AeHNE OXPAHHOIO PeXMMa;

- cobnogeHne  HOPMATUBHbLIX  TeMMepaTypHO-BNa)KHOCTHOrO,  CBETOBOrO,  CaHWUTapPHO-
TMIMEHUYECKOTO PEXKUMOB;

- obecneyeHne HOPMATUBHbBIX YCNOBUI XPaHEHNA SNEKTPOHHbIX LLOKYMEHTOB.
2.1.3.1. CobntogeHne NPOTUBONOXKAPHOrO peXxmma

MpoTMBONOXapPHbIA peXxum - Npasuna NnoseaeHUA Aaen, NopAaa0K OpraHU3aLmMn NPous3BoACTBa
n (Mnun) copepxaHua nomelleHUn (Tepputopuin), obecneumsalolime npeaynpexaeHne HapyLlleHWUi
TpeboBaHUI NOXKapPHON 6E30MNaCHOCTU N TYLLEHUE MOXKAPOB.

MpoTMBONOXKAPHbLIA pPEXMM B 343HUAX, A€ pPa3MeLLaeTcs apXuB OpraHM3aumu, U B
apPXMBOXPAaHUAMLLAX YCTaHaB/AMBAeTCA B COOTBETCTBMM C HOPMATMBHbIMM NPABOBbIMU  AKTAMMU
Poccuitckoit ®epepaumm B ob61actm noxkapHon 6esonacHoctu (n. 2.22. Mpasun) <8>.

<8> CneumanbHble nNpaBwWaa MNOXKAPHOW 6e30MacHOCTU TOCYAAPCTBEHHbIX UM MYHMLMMANbHbIX
apxmeoB Poccuitckoit Depepauymm. YT8. npukazom MuHUCTepcTBa KyAbTypbl Poccuiickon ®egepaumm ot
12 aHBapa 2009 r.N 3, n. 1.2.

Mepbl obecneyeHmnsa noxapHoi 6e30NacHOCTU apXxmMBa A0MKHbI ObITb M310XKEHDbI B CNeuMasbHOM
pa3sfene MHCTPYKLUKM O NOXKAPHOM 6e30MacHOCTM B OpraHmnsaumm <9>,

<9> Tam e, n. 1.9.

CobnoeHne NPOTMBONOMKAPHOTO PEXKMMA BK/IOYAET:

- BbI6Op 419 apXMBOXPaHMAMLLA NOMELLEHUSA, 6E30NAaCHOr0 B NOXKapPHOM OTHOLLEHWM;
- 060pyA0BaHME apXMBOXPAHMANLLA CPEACTBAMM NPOTUBOMNOXKAPHOM 3aLUMTbI;

- eXkegHeBHOE cobntogeHMe NPOTUBOMOKAPHOTO PEXMMA.

OTBeTcTBEHHbIMM 33 obecneyeHue nomapHon 6esonacHoCTH OopraHnsaumn  ABAAETCA
PpyKoOBOAUTENNb apPXUBa (ﬂML],O, OTBETCTBEHHOE 34 apXMB), a TaKXXe /Inyo, oTBeETCTBEHHOE 3a obecneueHune
I'IO)KE]pHOVI 6esonacHoCTH OpraHun3aunun B LLeJIOM.

Ana obecneveHus nomapHoi& 6e3onacHocTH YCTaHaB/IMBAOTCA chegyrowmne npasmnna:

- apXMBOXPaHUAMLLA [OO/KHbl pPasmelaTbCad B MNOMELLEHUAX, W30/IMPOBaHHbIX OT APYrux
NoMeLLLEHWNI;

- NMOMeLleHne apxmBa AOJIKHO ObiTb 060pPYA0BaHO CPeacTBamMM MOXKAPOTYLIEHUA M MOXKAPHOM
CUrHanusauuen;

- MOMELLEHUA apPXMBOXPAHUAWLL AOMKHbl 6biTb 6e30MacHbIMM B MOXAPHOM OTHOLLEHMM,
rapaHTMpPOBaHbl OT 3aTOM/IEHMA, MO BO3MOXHOCTU MMETb 3anacHblit BbIXO4. B MomMelLeHNAX He A0NKHO
6bITb ra30BbIX ¥ BOAOHECYLLMX MarMcTpabHbIX TPy60onpoBoaA0s;



- 3/71eKTPONPOBOAKA B aPXMBOXPAHUAMULLAX [O/MKHA ObiTb CKPbITOM, LITEMCE/NbHbIE PO3ETKU -
repMeTUYHbIMKW, MEPEHOCHAA 3MeKTpoannapaTypa AO/KHA MMETb PE3UHOBYIO W30AALMIO LUHYPOB.
Ob6wme 1 NoaTaXKHble PyOUNBHMKM PAacnoNaratoT BHE NOMELLEHUI XPaHUANLL,

- OTAeNKYy MOMELLEHUA apPXMBOXPaHMAMULL NPOBOAAT C WCNONb30BaHUEM HearpeccuBHbIX,
HenbINALMXCA MaTepuanos, a B CUCTEMAX U CPeACTBaX MOXKaPOTYLIEHUSs MPUMEHAIOT HeUTpasbHble,
6e3onacHble AnA JOKYMEHTOB BELLLECTBa;

- B XpaHWIMLWAX 3anpellaeTca NpuUMeHeHMUe OrHA, HarpesaTe/ibHbiX npubopoBs, pasmelleHue
NOCTOPOHHUX OBBEKTOB; PEMOHTHO-MOHTaXKHble pPaboTbl NpoBoAATcA C cobnlogeHMeM mep 3allUThl,
OXpPaHbl M COXPAHHOCTU [lOKYMEHTOB;

- cTennaxkm u wkadbl UCNONb3YIOTCA MeTa//IMYEeCKMe; PacCTaHOBKA CTennaxen u WwKados
OCYLLECTB/IAETCA B COOTBETCTBUMN C TPEOOBAHUAMM, U3/10KEHHbIMK B M. 2.21 Mpasun;

- B XpaHUAWLWLE YCTaHaB/AMBaEeTCA MeTaji/nMdyeckana [ABepb, WAM ABepb 06MBaeTCA M3HYTPU
METa/IINYECKUM JINCTOM.

ApXVIBOXpaHl/I]'IVILLI,e AO/XKHO MMEeTb BbIXOoAdbl K l'IVICbTaM N NeCTHUYHbIM KNeTKaM.

ExxegHeBHO MO OKOHYaHWUM pa6OTbI apxuBa OTBETCTBEHHbIM 3a obecneveHue no>+(apH0171
6esonacHocTH nposognTCA OCMOTP nomeuleHunA B nopAagKke, yCTaHOB/IEHHOM MHCTDYKLI,VIGVI O Mepax
I'IO)K&pHOVI 6e3onacHoOCTU. Pe3ynbTaTbl OCMOTpPa OTMeYatoTCA B KypHane ocMoTpa I'IOMGLLI,EHMVI.

Mpu BbIABAEHMM B XOZe OCMOTpPa HapylleHuii TpeboBaHU NoXapHOoI 6e3onacHOCTM Heobxoanmo
NPUHATL Mepbl K UX ycTpaHeHuto. Mpu HEeBO3MOXKHOCTWU CaMOCTOATE/IbHO YCTPaHWUTbL BbIIBAEHHbIE
HapyweHusa TpeboBaHMN MNOXKapHOM 6e30MacHOCTU A0N0XKUTb 006 3TOM PyKOBOAMUTENIO apxumBa U
cAenaTb COOTBETCTBYIOLLYIO 3aNUCh B KypHa/ie 0CMOTPa NOMELLEHWNA.

2.1.3.2. CobnrogeHune oXpaHHOro pexuma

CobntofieHne OXPaHHOTO PEXUMA BKIOYAET:
- obecneyeHne NomeLLLEHMIN apXnBa cneLmanbHbiM 060pysoBaHMEM;
- YCTaHOBNEHME OXPAHHOIO peXKMma 1 ero cobntogeHue.

ObecnevyeHre nNomellleHUIt apxmMBa cneumanbHbiM 060pya0BaHMEM MPOBOANUTCA B COOTBETCTBUM
CO c/ieayroWmMm Npasuaamu:

- APXMBOXPAHWMILA (33 WMCKIOYEHWEM apPXMBOXPAHWUAULL, PACNOArAlOWMUXCA Ha OXPaHAEeMOoWn
Tepputopun) obopyayloTcA  ABEepPAMM € MOBLIWEHHOW TEXHUYECKOM YKPEeneHHOCTbIO MpoTMB
BO3MOKHOIO B3/1TOMa, OCHALLEHHbIMM 3aMKaMW MOBbILEHHON CEKPETHOCTU; MO 3aBepleHun paboyero
AHA apXMBOXpaHUIMLLA (cneumanbHble WKadbl, rae XPaHATCA SOKYMEHTbI NMPU OTCYTCTBUM NMOMELLEHUI
apXMBOXPAHW/MLL) ONeYaTbIBalOTCA;

- OKHa NOMeELLEHNI NepBOro 3Taxa A0/KHbI 6biTb 060PYA0BAHbI PAcALIHbIMU 3aNMpPaOLWMMKUCA
pelleTkaMu, OTKpbIBaOLWMMKUCA HapyKy (n. 2.20 Npasun);

- nomellleHne A0AXHO 6bITb 060pYyA0BaHO OXPaHHOM CUrHaAU3aLMNEN.

OxpaHHbIA peXMm ycTaHaB/AMBaETCA C yyeTom TpeboBaHWIN, M3M0XKEHHbIX B n. 2.23. MpaBua.
Mopaaok cobntofeHns OXPaHHOTO peXkMMa YCTaHAB/AMBAETCA CMeunanbHbIM Pas3feioM MHCTPYKLMK O
cobNt0AEHNN OXPAHHOIO PeXMmMa ANA OpraHM3aumMm B LEeSOM WAM B CNeLManbHON UHCTPYKUUKU. Mpu
9TOM YCTaHaB/MBAETCA MOPALOK KOHTPOJA AOCTyna B apXMBOXPaHWULLE M MOMELLEHUA apXMBa,
NopAAOK UX CAAYM MOA OXPaHY U CHATUA C OXPaHbI.



OTBeTCTBEHHbIM 33 CObMIOAEHME OXPaAHHOrO peXMMa B apxMBE OpPraHusauuMm ABAseTcA
pyKOBOAMTENb apXMBa (/MLLO, OTBETCTBEHHOE 3a apXMB) WAW NNLO, OTBETCTBEHHOE 3a cobsogeHue
OXPaHHOTO PeXXMma B OpraHM3aLmu B LEeIoM.

2.1.3.3. CobnoaeHne HOPMATUBHOIO CBETOBOrO peXXxuma

HopmaTmBHbIN CBETOBOM pexuMm obecneymBaetca B npouecce Bblbopa nomelleHus
aPXMBOXPaHUAULLA U ero 0b6opyaoBaHUA. KOHTposab 3a obecneyeHMeM CBETOBOMO peXuma nposoauT
pyKOBOAMTENb apXMBa (NLL0, OTBETCTBEHHOE 32 apXMB).

ObecneyeHne HOPMaATUBHOIO CBETOBOrO PEXMMa OCHOBbIBAETCA Ha CeAyIoLLMX NpaBuaax:
- apXMBHbIe AOKYMEHTbI cneayeT XpaHWUTb B TEMHOTE;

- Bce BUAbI paboT C AOKYMEHTAMU A0MKHbI NPOBOAUTLCA NPU OrpaHUUYEHHbIX UNU TEXHOOTUYECKU
HEeobX0AMMbIX YPOBHAX OCBELLEHUSA;

- 3aWMTa AOKYMEHTOB OT AENCTBMA CBeTa obecrneymBaeTca XpaHeHMEeM AOKYMEHTOB B KOPOOKax,
nankax u nepennaetax, B LWKadax UAM Ha CTeNNaXKaX 3aKPbITOro TMna;

- ecTecTBEHHOE OCBelleHME B apXMBOXPaHWAMULLE AOMYCKAeTCAa MNpW YCAOBUMM NPUMEHEHUA Ha
OKHax cBeTopaccemBaTtenei, 3almTHbIX GUALTPOB, LUTOP, KaNto3M, HAHECEHHbIX Ha CTEKNO MOKPbLITUNA;
ANA UCKYCCTBEHHOTO OCBELLEHMA NMPUMEHSAIOTCA IaMnbl HAKaIMBaHWUA B 3aKPbITbIX NAadoHax ¢ rnagKom
NOBEPXHOCTbIO;

- YpOBeHb OCBELIEHHOCTM B [AMaNa3oHe BMAMMOIO CMNEKTpa He [AO/IKEH NpPeBblWwaTb: Ha
BEPTMKaA/IbHOM NMOBEPXHOCTM CTEN1aXKa, Ha BbICOTE OAHOro meTpa ot nona - 20 - 50 ntokcoB, Ha paboumx
ctonax - 100 ntokcos (n. 2.24. Mpasun).

2.1.3.4. CobnoaeHne HOpMaTUBHOIO
TemnepaTypHO-BNAXKHOCTHOIO peXXuma

HopmaTuBHbIA TemnepaTypHO-BNAXKHOCTHbIN peXum obecneymBaetrca B npouecce Bblbopa
NMOMELLLEHUA apXMBOXPAaHUAULWA U ero 0bopyaoBaHWA. KOHTpo/ib 3a cobniogeHumem TemnepaTypHo-
B/IAYKHOCTHOTO peXKuma obecneunBaeT pPYKOBOAWTE/Nb apxvBa (1NLO, OTBETCTBEHHOE 3a apXus).
KOHerTHbIe onepaunn No CHATUIO nokasaHumn KOHTPO/IbHO-U3MEPUTE/IbHbIX FIpM60pOB M 3anmcm mx B
KYPHaN MOXKET OCYLLLECTBAATb OAMH M3 pabOTHMKOB apxMBa (L0, OTBETCTBEHHOE 33 apXmB).

ObecneyeHMe HOPMATUBHOMO W TeMMNEPATYPHO-BAAXKHOCTHOFO pPeXKMMa OCHOBbLIBAeTcA Ha
TpeboBaHUAX, 3aKpeneHHbIX B N. 2.25., 2.26. MpaBun.

TemnepaTypHO-BAAXKHOCTHbIA  PEXUM  KOHTPOAMPYETCA MNyTEM  PEryaspHOro  M3MepeHus
TeMMepaTypbl U OTHOCUTE/IbHOM BAAXKHOCTM KOMHATHOIO BO34yXa: B KOHANLMOHUPYEMbBIX NOMELLEHUAX
- He pere OLHOrO pas3a B Heaento; B aAPXMBOXPAHWAMLLAX, HE OCHALLEHHbIX CUCTEMOM
KOHAMLUMOHMPOBaHUA BO3AyXa - 2 pa3a B Hegenio (n. 2.26. MNpaswun).

MOKasaHWA KOHTPOJIbHO-U3MEPUTE/IbHBIX MPUOOPOB (GUKCUPYIOTCA B JKypHasne perncrpauuu
TEMNepaTypHO-BNAXKHOCTHOTO PeXUMA.

Mpy HaAMuMM B 343HUM APXMBA LEHTPANM30BAHHOM cucTeMbl obecrneyeHus TemnepaTypHo-
BJIAXKHOCTHOTO peXKMMa B NOMELLEHUAX, T4e XPaHATCA AOKYMEHTbl, KOHTPOAb 3a ero cobaoaeHnem
OCYLLECTBNAETCA B aBTOMATUUYECKOM pexkume (n. 2.26. Mpasun).

Mpu BbIABAEHUW HAPYLIEHWI TeMnepaTypHO-BAAXKHOCTHOIO pexnma paboTHMK apxmBa coobuiaeT
06 3TOM PYKOBOAMTE/IO apXMBa M BbI3bIBAE€T CNELMAIMCTA XO3AMUCTBEHHOW CAYKObl AN NUKBUMAALNU
HeMcnpaBHOCTU. Mepbl, MPUHATbIE MO HOPMA/M3aLMKN TeMNEePaTyPHO-BAAa)KHOCTHOTO PEXMMA, TaKkKe



OTpaXkaloTca B XKypHane.

Mocne NMKBMAALMM HapPyLIEHUA MPOBEPKA TeMNepaTypbl U OTHOCUTENbHOM BAAXKHOCTU BO34yXa
NpoBOAMTCA OAMH pa3 B CyTKM (n. 2.26. Mpasun) B Te4eHne mecaua.

Ecnv HapylweHne TemnepaTypHO-BAAXKHOCTHOIO pemMma 6biNo AAUTENbHbIM (OT Tpex CYTOK U
60/1ee) U ConNpoOBOXKAANOCH MOBbILEHMEM OTHOCUTENBHOW BAAXKHOCTM Bo3gyxa go 70 - 90%, nocne
JNIMKBUAAUMW HEUCNPABHOCTU NPUHUMAKOTCA MePbl MO HOPMaM3aL MM YPOBHA BAAXKHOCTU (MIHTEHCUBHOE
NPOBETPUBAHME, OCYLUEHNE apPXMBOXPAHUANLLA).

B KypHase pernctpaumm TemnepaTypHO-BAAXKHOCTHOIO PEXKMMa TaKKe OTParKaloTca pesy/bTaTbl
NPOBEPKN MPaBUNLHOCTU MOKA3aHUI KOHTPONbHO-U3MEpPUTENbHbIX NpMbopoB. lpoBepKa TOYHOCTU
MOKa3aHWIA KOHTPONbHO-M3MEPUTENbHbIX NPUBOPOB A0NKHA NPOBOAUTLCA HE PEXKe OA4HOro pasa B TpU
MecALa cneumanmcTamm CoOOTBETCTBYIOWMX OPraHn3aLmii.

KOHTpO/IbHO-N3MepuTeibHbIe NPUBOPbI MOHTUPYIOT Ha OAHOM LWIMTKE, pa3mellan MX B rNaBHOM
npoxoje Ha cTennaxe, BAaan oT OTONUTENbHbIX U BEHTUNALMOHHbIX CUCTEM (KOHTPOIbHAA TOUKA).

2.1.3.5. CobnoaeHne HOpMaTUBHOIO
CaHUTAPHO-TUFMEHUYECKOro peXKuma

HOpMaTVIBHbIIZ CaHMTapHO-FMFMEHMHECKMﬁ peXnm obecneunBaetcs B npouecce Bbl60pa
nomeuwleHnA apxmBoxpaHunanila wmn ero 060pyﬂ,OBaHMﬂ. KOHTpOJ’Ib 3a obecneyeHuem CaHUTApPHO-
TMrIMeHNYECKOro pexxmnma nposoaunT paﬁoTHMK apxuea.

CO6/'II-O[],EHME HOPMATUBHOIO CaHUTAPHO-TUTMEHNYECKOTO peXXMMa BK/IHOYAET:

- Bbl60p nomeuwleHna, COOTBETCTBYHOLWLETO Tpe6OBaHMHM YNUCTOTbl, NPOBETPUBAEMOCTU WU
OTCYTCTBMA HAaCEKOMbIX U IPbI3YHOB,;

- ocywecTeneHmsa paboT No noaaep>KaHuio CaHUTaPHO-TMIMEHNYECKOTO PeXnma.

PaboTbl no nogaep*xaHU CaHUTAPHO-TUTMEHUYECKOIO peXnma npoBoadATCA B COOTBETCTBUM CO
cneayrouwmmm npasuiaMu:

- NOMelWLeHNnA apxmnBa opraHM3aunmn OONXKHbI coaep*aTbCA B YNCTOTE, B YCNOBUAX, MCKNKOYAOLWNX
BO3MOXHOCTb NOABNEHNA NNECEHUN, TPbI3BYHOB, HACEKOMbIX, Mbl/1U;

- B NOMELWEHNAX apPXNUBOXPAHUINULL, OONKHA 6bITb 0becneyeHa CBO6OAHaﬂ unpKynaumna so3agyxa,
MCKNoYatoLWwan o6pa303aHme HenpoBeTpmMBaemMbIX 30H, OMaCHbIX B CaHVITapHO-6VIOfIOFVNeCKOM
OTHOLWEHNW.

- B NOMELLEHUAX aPXMBOXPAHWUIMULL HEOBXOANMO:
NPOBOAUTbL CUCTEMATUYECKYIO BNAXKHYI0 YOOPKY;

He pe)e OAHOro pasa B rof NpoBoAuTb obecnbliMBaHME KOPOOOK, CBA3OK C AOKYMEHTamM,
Wwkados, cTennaxen;

O6pa6aTbIBaTb LLOKOJIbHblE 4aCTu cTennaxeu, nonbl, NNHTYCbl, NOAOKOHHWKW BOAHbIMU
pacrtBOpPamMmum aHTUCENTUKOB.

[Ba pasa B rog (B Hayase M NO OKOHYAHUW OTOMUTENLHOIO CE30HA) AOKYMEHTbI U NMOMELLEHMS
apXMBOXPAHWMULL MOABepratoTca ob6CcnefoBaHU0 A1 CBOEBPEMEHHOro O6HapYKeHUs HaCeKOMbIX U
nneceHn. [Mpu o0OHapyKeHUU OUONOTUYECKUX BpeauTenei NPUHUMAIOTCA CPOYHble Mepbl Mo
AEe3NHPEeKLMN U Ae3MHCEKUUM OOKYMEHTOB W MOMELLEHUI cunamm paboTHMKOB apxuea, a Mpu



HEeobX0AMMOCTU - CUTAMU COOTBETCTBYIOLLMX CNYKO6.
MpoBeaeHMe CaHUTAaPHO-TUTMEHUYECKNX PaboT GUKCUPYETCS B XKypHane.

B apxuBoxpaHunuLle 3anpeLlaeTcs HaxXoAUTbCS B BEPXHEN odexae, MOKPOM M rpAsHoi obysu;
XPaHUTb NOCTOPOHHME NPeaMETbI, UMYLLECTBO U 060pyaoBaHUe, yNoTPebaaTb nuilesble NPoAyKTbI (.
2.27.,2.28. MNpasun).

lpadumueckoe nsobparkeHue npouecca 2.1.3. "ObecneyeHMe HOPMATMBHbLIX YCNOBUIA XpaHEHUA
OOKyMeHTOoB" npeacTaBieHo Ha cxeme 09 npunoxenus N 4.

ObecneyeHre HOPMATUBHDIX YC/IOBUA XPAaHEHUA SNEKTPOHHDIX JOKYMEHTOB

ObecneyeHne HOPMATMBHbBIX YCNOBUIN XPaHEHWUA 3NEKTPOHHbLIX AOKYMEHTOB MOMMMO YC/OBWUIA,
nepeyncieHHbIX Bbille, BKAoYaeT (n. 2.30 MNpasun):

- CO34aHMe B apxvMBe OpraHM3aumM He MeHee ABYX 3K3eMMAAPOB KaxKAoW eauMHWUbl XpaHeHUs
3/IEKTPOHHbIX [AOKYMEHTOB (OCHOBHOM W pabounii 3K3eMnaApbl AONMHbI HAaXOAUTbCA Ha PasHbIX
dU3NYECcKUX ycTpolicTBax);

- obecneyeHne apxmMBa OpPraHU3aLUM TEXHUYECKMUMM U NPOrPaMMHbIMU  CPEenCcTBaMMU
BOCMNPOU3BEAEHMA, KOMMPOBAHWUSA, Nepesannucn U KOHTPOAA GU3MYECKOTO U TEXHUYECKOTO COCTOAHMA
3NEKTPOHHbIX AOKYMEHTOB;

- obecneyeHue pexmnma MHd)OpMaLI,MOHHOﬁ b6esonacHocTH 91EKTPOHHbIX AOKYMEHTOB,
- obecneyeHue ¢M3MKO-TEXHMHECKOﬁ COXpPaHHOCTHN HoCUTEeNen INNEKTPOHHbIX JOKYMEHTOB;

- CMHXPOHHOE W3MEHEeHWe MNPOorpamMmmHOo-annapaTHOM cpeadbl B OpraHMs3auUMM W B apxuee
opraHusaumm;

- COXpPaHeHne BO3MOXHOCTM A0CTyna B apxXmBe K apPXUBHbIM 3NEKTPOHHbIM OOKYMEHTaM,
CO34aHHbIM B paHee Ncno/sib3oBasBeMCA NPorpammHOM obecneyeHuu.

Pa6oTbl No cobatoaeHNI0 HOPMATUBHbIX YCNOBUIM XPAaHEHMSA 3/1EKTPOHHbIX AOKYMEHTOB NPOBOAAT
pPaboTHUKK apx1Ba U nogpasgeneHus IT-TexHonorui.

OTBETCTBEHHOCTb 33 COXPaHHOCTb 3/1EKTPOHHbIX aPXMUBHbLIX 4OKYMEHTOB HECET:

- MPU WX XpPaHEHUM B ApPXMBE OPraHU3auuKM - PYKOBOAWUTENb apXuBa (/ML0, OTBETCTBEHHOE 3a
apxus);

- NPU UX XPAaHEHUM B apXMBHOM YacTU MHPOPMALLMOHHON CUCTEMbI OPraHM3aLUKn - PyKOBOAMUTE b
noapasaeneHus IT-TexHoNorui.

ObecneyeHune MH(I)OpMaLI,MOHHOﬁ 6esonacHoCTH 91IEKTPOHHbIX AOKYMEHTOB apXmnBa BKNKOYaET:

- obecneueHue pexmnmma XpaHeHUA ISNEKTPOHHbIX AOKYMEHTOB, MWCKAKOYaOWero yrtparty,
HECaHKUMNOHNPOBAHHYIO PACCbI/ZIKY, YHUUTOXKEHNE TN UCKaXKEHNE MHd)OpMaLI,MVI;

- obecneyeHue AYTEHTUYHOCTHN, MNOJZIHOTbI, AOCTOBEPHOCTHU, UENOCTHOCTU U HEU3IMEHHOCTU
MHd)OpMaLI,MI/I, co,u,epmam,eﬁcsl B 3/1EKTPOHHbIX OOKYMEHTAX, NMpu OCyLWeCTB/EHUN UX nepe3anncn Ha
apyrmne HoCcuTenu.

ObecnevyeHne GU3NKO-TEXHMYECKOW COXPAHHOCTM HOCUTENEW 3/EKTPOHHbIX [AOKYMEHTOB W
BOCMPOU3BOANMOCTUN 3NEKTPOHHbIX AOKYMEHTOB BK/NIOYAET:



- npoBegeHne He pexe O4HOro pasa B 5 neT TexHwu4yeckoro KOHTPOANA ¢M3VI‘-IECKOI'O COCTOAHUA
HocuTenemn 91IEKTPOHHbIX AOKYMEHTOB 1 BOCNPON3BOANMOCTU INNEKTPOHHbIX JOKYMEHTOB;

- NpOBeAEHNE NPU BbIABAEHUN U3MEHEHWUI PU3NYECKOrO COCTOAHWUA HOCUTENEW 3NEKTPOHHbIX
OOKYMEHTOB MO pPELIEHUD PYKOBOAUTENs OpraHusaumm paboTbl MO nepesanucu 3N1eKTPOHHbIX
JOKYMEHTOB Ha HOBblEe HOCUTENN;

- nposeaeHne paboT Mo nepesanncu 3SNEKTPOHHbIX [AOKYMEHTOB B HoBble ¢dopmaTbl npu
nsmeHeHnn GoOpMaToB B pesysbTaTe NpeobpasoBaHMA NPOrPamMMHO-annapaTHOW cpebl, yXyAlleHus
BOCMPOU3BOANMOCTU INIEKTPOHHbIX AOKYMEHTOB;

- co3gaHue $oHAa N0JIb30BaHMA SNEKTPOHHbIX AOKYMEHTOB.
2.2. O6ecneuyeHne COXPaHHOCTU AOKYMEHTOB

ObecneyeHrne COXPAHHOCTM [OKYMEHTOB - CUCTEMA MeponpuaTuiA, obecneynBatoLmx
COXPaHHOCTb [AOKYMEHTOB, KOHTPOJIb UX (U3MUYECKOro COCTOAHMA MPU MNOCTYMNEHUU [AOKYMEHTOB B
apxuB, BO BPeMA WX XPaHEeHMA B apxuBe W NpuU nepefavye AOKYMEHTOB Ha MOCTOSHHOE XpaHeHue B
rocyaapcTBeHHbINA (MyHULMNANbHbBIA) apXuB, a TaKXe noadep)kaHue n BoccTaHoBAEHMEe GU3MUYECKOro
COCTOAHUA JOKYMEHTOB.

Mpouecc obecneyeHUa COXPaAHHOCTM [AOKYMEHTOB OCYLIECTBAAETCA PaboTHMKaMK apxusa U
BK/IOYaET:

- paLMoHabHOE pasmelleHne AOKYMEHTOB B apXMBOXPaHU/MLLE;
- TonorpadupoBaHue;

- KOHTPO/b 33 ABUXKEHUEM AOKYMEHTOB U UX COCTOAAHUEM.
2.2.1. PaunoHanbHoe pasmelleHue A0KYMEHTOB B apXUBOXpaHUAuLLe

PauMoHanbHOE pa3smelleHre AOKYMEHTOB B apXMBOXPaHMWWLLE CO3[AEeT YyCNOBUA AA MOMUCKA
OOKYMEHTOB M MPOBEPKM UX Hanuuua. TpeboBaHMA K pasMeLlleHnio LOKYMEHTOB B apXMBOXPaHUAULLE
cogep:atca B nNyHKTax 2.34 - 2.35 [paBun. MopagoK PacnonoXKeHWsa OOKYMEHTOB B apxuse
onpeaenseTca NaaHom (CXemol) Ux pasmeLeHus.

Mpy pasmeLLeHUN AOKYMEHTOB PabOTHUK apXMBa PYKOBOACTBYETCA NpaBMaaMu:

- BCe nocrtynakwowmne B apxme opraHnsaummn AOKYMEHTblI pa3MeLlaloTCA B apXUBOXpPaHUAULLE Ha
ctennaxax nan e IJJKad)aX B nopAagKe, COOTBETCTBYHOWEM ONNUCAM A€N, OOKYMEHTOB,

- AOKYMEHTHI, TEMI'IepaTypHO-B}'laH'(HOCTHbIlZ pexXnm XpaHeHUA KOTOPbIX pas3/nMyeH, OO0J1IXKHbI
Pa3meLlaTbCA B Pa3HbIX apXUBOXPaHUINULLAX,

- Aena, mmerwumne TBepAblﬁ nepennet, yCtraHaB/IMBAKOTCA BEPTUKA/ZIbHO; C MATKMM NepenieTom
U HenepenaneTeHHble MOryT pa3mellatbCA rOpnu3oHTaIbHO,

- KOpO6KM He A0/1KHbl BbICTYNAaTb 3a nNpegesibl NOZ1I0K cTennaxen;

- Ha KOPOBKM MPUKNENBAIOTCA AP/bIKA, HA KOTOPbIX YKa3blBatoTca: Homep $oHAA, HOMEpP OMUCH,
KpaliHWe Homepa Aen, pasMeLLeHHbIX B aHHOW KOPobKe, AaTbl Ae/, HaXO4ALMXCA B KOPObKe, U Homep
KopobKku B npeaenax ¢oHAaa;

- He [onyCKaeTCcA XpaHeHne [OOKYMEHTOB B TpaHCI'IOpTHOﬁ Tape, B LLITaﬁe!'IﬂX, Ha nony,
NOAOKOHHUKAX, /IECTHNYHbIX NaoWwaakax U apyrnx, He npegHasHa4yeHHbIX ANnA XpaHeHUA OOKYMEHTOB



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

- OOKYMEeHTbl NOCTOAHHOIo XpaHeHWA Ha 6yMa)KHOM HOCUTene pasmelatdT B KaAPTOHHbIX
KOpO6KaX, nankaxX, a JOKYMeHTbl BpeMeHHOro XxpaHeHuA (33 UCKNKDYEHNnemM AOKYMEHTOB MO JMYHOMY
COCTaBy) - B CBA3KaXx;

- [OKYMEHTbl MOCTOAHHOrO XPaHEeHWA Pa3MEeLLAloTCA OTAENbHO OT AOKYMEHTOB BPeMEHHbIX
(cBblwe 10 NeT) CPOKOB XPAHEHMS U NO INYHOMY COCTaBY.

JNEeKTPOHHbIe AOKYMEHTbI Ha GU3NYECKM 060COBNEHHbIX HOCUTENAX PAa3MELLAOTCA OTAE/NbHO OT
Apyrmux gokymeHTos (n. 2.35. Mpasun).

PekomeHAyeTcs XPaHWUTb 3/IEKTPOHHble [AOKYMEHTbl pasfenbHO MO BWAAM 3/1EKTPOHHbIX
HocuTeneMn, B pasHbIX KOPobKax, boKcax, AWMKAX, Ha pa3HbIX NOJIKax WKados..

@yTApPbl C 3/IEKTPOHHLIMW HOCUTENAMU Pa3MELLLAIOTCA BEPTUKA/IbHO B KOHTEMHepax, AlMKax
CNEeUMaNM3NPOBAHHbIX WKapoB MAM B KOPOOKAx, BOKcax Ha Nosikax ctennaxen, wkados. PacctoaHue
Mmexay dyTaapammn gOMKHO BbITb 4OCTAaTOMHbIM A TOTO, YTOObI 3/IEKTPOHHbIE HOCUTEIM MOXKHO 6bISI0
cBOOOAHO NOMELLLATb M A0CTaBaTb U3 ALLMKA UM KOPOOKK, BoKca.

DNEKTPOHHbIE AOKYMEHTbl MOTYT XPaHWUTbCA Ha cepBepax, NpPUHag/AeKalmx opraHusaumMm mam
apeHAyeMbIX OpraHu3saumen.

2.2.2. TonorpadpupoBaHue

TonorpadupoBaHne - pa3paboTka CxXembl PaCNONOXNKEHUA Aen B apXMBOXPaHUAMLIE MNyTem
HyMepaLMn MecCT XpaHeHUA AOKYMEHTOB (MOoMellleHU, CTenna)kel, WKadoB N KOHTEMHEPOB), a TaKxe
BeLeHue Tonorpaduryeckmx ykasartenen.

TonorpadurpoBaHmne NPoBOANT PabOTHMK apxuBa.

Mpouecc TonorpadupoBaHNa ONUPAETCA Ha CXEMY CUCTEMATM3ALMU AOKYMEHTOB GOHAA.
PesynbTaTom npouecca aBaseTca:

- CXeMa pasmeLLeHMA 4OKYMEHTOB B apXMBOXPaHUINLLE;

- apXMBOXPaHWAULLE C NPOHYMEPOBAHHBIMU CTeNNaxKaMu, WKadamn U NoaKamu (Npu Hannuum
HECKOJ/IbKMX apXMBOXPAHU/INLL, OHU TaKKe HYMEpPYHOTCS);

- KapPTO4YKM NOCTENNTAXXHOTO U l'IOd)OH,D,OBOFO YKa3saTtena.

TonorpadupoBaHMe CAYXKUT A8 3aKPENnJeHUs MeCT XPaHEeHUs [AOKYMEHTOB M YMpoOLieHus
npouecca no1cka gen.

TpeboBaHuMA K NpoBeAeHUto TonorpadupoBaHMa 3aKpenseHbl B NyHKTax 2.36 - 2.38 Mpasua.
TonorpadurpoBaHMe NPOBOANTCA C YHETOM C/EAYIOWMX NPaBUAL

- BCE MOMELLEHMA apXMBa OPraHM3aUMK, a TaKXKe CTeNNaxwu, Wwkadbl, MNOAKM HyMepyoTcA.
Crennaxu, WKadpbl HYMEPYIOTCA B KaXAOM apXMBOXPaHWIWLLE C/eBa HanpaBO OT BXOAHOM ABepM, a
NOJIKM Ha CTeNNaXKax - CBepPXy BHW3, cesa Hanpaso (n. 2.36. Mpasun);

- B UenAX onpeaefneHWa MmecTa XpaHeHWA AOKYMEHTOB B apXMBOXPaHU/MLLE COCTaBAAOTCA
Tonorpaduyeckme ykasaTtenu: nocrennaxHole (npunoxeHne N 1 Mpasuna), a npm 60AbLIOM KonyecTse
doHaoB - nopoHaoBble (NpunoxeHue N 2 MNpasun);



- noctennaxHbie Tonorpacbmqecwle YKa3aTean NpuKpennarnTCcA K CTEHKE CTe/11aXKa (LLIKa(ba),'

- nodoHa0Bble TONorpadmyeckme yKkasatenm pacnonaratotca no Homepam GOHAOB M CAyXKaT Ana
onpeaeneHna mecta XpaHeHUA KOHKPETHbIX Aen;

- nodoHA0Bble TONorpadmyecKkme ykasaTeinm A0MNyCKaeTcA BECTU B BUE 3/IEKTPOHHOM KapTOTEKH;

- UI3MEHEeHUA, NPOUCXOAALLNE B pasMeLLEHUN JOKYMEHTOB, AO/KHbI CBOEBPEMEHHO OTPaXKaTbCA B
Tonorpaduyeckmx ykasartensax (n. 2.37., 2.38. MNpasunn). B cnyyae coctaBneHUss HOBOro yKasaTens CTapbin
OCTAEeTCA HA XPaHEeHUN AN1A NOMOLLUM B NPOBEAEHUMN PO3bICKa HEOOHAPYKEHHbIX Ae.

lpadunueckoe u3obparkeHue npoueccos 2.2.1. "PaumoHanbHOE pasmelleHMe [OOKYMEHTOB B
apxmsBoxpaHuaunwe" n 2.2.2. "TonorpapuposaHue" npeacrasneHo Ha cxeme 10 MpunoxkeHma N 4.

2.2.3. KoHTpoAb 3a AgBUXKEHUEeM AO0KYMEHTOB U UX COCTOAHUEM

KOHTpob 33 ABUMKEHMEM LOKYMEHTOB U UX COCTOAHUEM BK/HOYAET:
- NPOBEPKY Ha/IMUUA U COCTOAHNUA AOKYMEHTOB;
- yCTaHOBNEHMe NopAAKa BblAaun Aen U3 XPaHUANLLA;

- yCTaHOBNEHWNE NOPALKA AEUCTBUIA B Ype3BblHaMHbIX CUTYaLMAX.
2.2.3.1. MpoBepKa HaAN4YUNA U COCTOAHUA AOKYMEHTOB

MpoBepKa HanMuMA N COCTOSHUA LOKYMEHTOB apXMBa OpraHun3aLmm NpoBoAMTCA B Lensx:

- yCTaQHOBNEHUA (GaKTUYECKOro HainuuA eaMHUL, XPaHEeHUA B COOTBETCTBUM C YYEeTHbIMMU
OOKyMeHTamMu;

- BblAB/IEHNA N YCTPaAaHEHNA HEOOCTATKOB B y4eTe AOKYMEHTOB;
- BblAB/1IEHNA OTCYTCTBYHOLWUNX AOKYMEHTOB U OpPraHn3aunmn nx po3biCKa,

- BbIABNEHUA M y4yeTa AOKYMEHTOB, TPebylolMX NpoPUNaKTUUECKOM W/Man pecTaBpaLOHHO-
npodurnakTMyeckon obpaboTky;

- BbIIB/IEHUA W YYETA 3/IEKTPOHHbIX JOKYMEHTOB, TPEOYIOLLMX Nepe3annucu Ha HOBbIe 3/1EKTPOHHbIe
HOCUTE/IN, YCTPAHEHUA BPEAOHOCHbIX KOMMbIOTEPHbIX Nporpamm (n. 2.39. Mpasun).

MpoBepKa HaMUYNA U COCTOAHUA AOKYMEHTOB NPOBOAMUTCA KOMUCCUEN UAN HE MEHee YemM ABYMSA
paboTHMKamn. McKkatoueHMe COCTaBAAIOT apxMBbl ¢ HeGoMbWMM GOHAOM, UMEILMNE eaUHCTBEHHOIO
paboTHUKa.

MpoBepKa HaANUYMA N COCTOAHUA AOKYMEHTOB Ha OYMarKHbIX HOCUTENAX NPOBOAUTCA He pexke
oAHoro pasa B 10 feT, 3/1eKTPOHHbIX AOKYMEHTOB - He peXKe o4Horo pasa B 5 net (n. 2.40. Mpaswun).

MpoBepKa HaNUYUA U COCTOAHUA AOKYMEHTOB (cxema 11 npunoxkenusa N 4) nposBoauTcs:
- B JTAHOBOM MOPAJKE;

- NpY Nepegaye Aen Ha rocyaapcTBEHHOE XPaHEHME;

- Nocne nepemMeLLeHNs AeN B Apyroe NoOMeLLEHME;

- nocne LI|:)e3BbI‘-Ial\;1HI:IX I'IpOVICLUECTBVIVI, BbI3BaBWKNX MNepemelweHne agen wan nocne



NMPOHUKHOBEHUA B apPXNBOXPaHUIULLE MOCTOPOHHUX NNLL;

- NpPU CMEHe pPyKoBOAUTEeNs apxvea (NMUa, OTBETCTBEHHOrO 3a apXuB) - a TaKXe No mepe
HeobxoaMmocTu.

MpoBepka HaAMuMA W COCTOAHMA [JOKYMEHTOB B apxmBe OpraHusauMmM MpoBOAUTCA C
cobnogeHnem cneayowmx npasun:

- H606XO,D,MMO COXPaHATb NOPAAOOK PacCnosioKeHUA OOKYMEHTOB Ha CTesl1axkax, B LIJKaq)aX B
cooTBeTCTBUN C TOFIOFpad)MLIECI-(MMM YKa3aTtenamm; npm UasMeHeHUM pacnonoxXeHna aen HeOGXO,D,MMO
cBOeBpeEMEHHO AeNnaTb COOTBETCTBYHOWME 3annCu B TOI'IOFpaCI)MLIECKMX YKa3aTtenax;

- 3aMnpeLLaeTcs BHECEHME BbIABNEHHbIX B X04e MPOBEPKM HEYUTEHHbIX A€ B ONMUCb (Hey4YTeHHble
Aena nognexkat ob6paboTke U ONMCcaHMIo NOC/e 3aBepLIEHMA NMPOBEPKU);

- 3anpeLLaeTca B NpoLecce NPoOBEPKU AenaTb Kakue-1mMbo NOMETKU UM 3anucu B ONUCAX AN U
APYrUX YYETHbIX OKYMEHTaX.

Mepen Haya/sioM NPOBEPKM HANMNYUA U COCTOSIHUS AOKYMEHTOB Ha OyMaKHbIX HOCUTENsX
COCTaBNSETCA JIUCT MPOBEPKM HaAMuMA U COCTOAHMA aAen B ¢GoHAEe, KOTOPbIM 3anosiHAeTcs
NnpoBepsAWMMM paboTHMKaMK apXxMBa HenocpeacTBEHHO B XO4e NPOBEPKU U COAEPKUT 3anucu 060
BCEX BbIIB/IEHHbIX HECOOTBETCTBUAX. JIUCT NPOBEPKMU COCTABANAETCA Ha KaxAablii npoBepsaemblii ¢doHA U
NnoAnuCcbiBaeTCs MUCNOHUTENEM. JIUCT MPOBEPKU HAMUYMA U COCTOSHUA [EN MOMKET COCTaBAATbCA Ha
oTAeNbHble ONUCK, ECNU NPOBEPAEMbIN GOHA COCTOUT U3 3HAYUTENBHOIO KOMYECTBA ONUCEN.

MpoBepKa HaAMuMA M COCTOAHMA HAYMHAETCA C NPOBEPKM COOTBETCTBUA OAHUX WU TEX Ke
rnokasaTenen B PasHbIX YY4ETHbIX LOKYMEHTAX.

3aTeM NpOBOAUTCA MNPOBEPKA COOTBETCTBUA KO/IMYECTBA AeN B MTOTOBbIX 3anMMCAX TOAOBbIX
pa3genos onuceit CBeAEHUAM O KOAMYecTBe Aen B IMcTax GoHAO0B.

Mpouecc NPoBepPKM 3aKA0YAETCA B MPOCMOTPE KOHKPETHbIX €AUHUL, XPaHEHUA.

B nepsyto oyepenb NpoBepAeTcA NPaBUAbHOCTb PACNONOXKEHUA Aen COrnacHo TOI'IOI'pad)MLIeCKMM
yKasatenam. HenpaBuabHO pa3smelleHHble gesa Cpasy XKe NomeLLatoTcA Ha CBOe MecCTO.

B xo4e NpoBepKM NPOBOAMUTCA CBEPKA COOTBETCTBUA OMNMUCATENbHbIX CTaTel onncK ¢ MHGopmaumei
Ha 06.210XKKe gen, NPy 3TOM MOKET 6bITb 0BHapyKeHo:

- OTCyTCTBME O€ena, BKIKDYEHHOTO B ONUCH,

- Haan4yume gen, He OTHOCALWKMXCA K onpegeneHHomy CbOHAy;
- Ha/In4ne HeyyYTeHHbIX Aen;

- OUMBKM B ONMcaTe/IbHbIX CTaTbAX ONUCEN.

[ena, He BHeCeHHble B ONWUCK, M3bIMalOT, paboTa C HUMK (BKIKOYEHME B COOTBETCTBYIOLLUIA
rof0BOW pasgen onucu) NPoBOAUTCA MOC/E 3aBEPLUEHMSA NPOBEPKN HAIMUMA U COCTOSHUA aen. [lena, He
oTHocAWMECs K GOHAY, TaKKe OTKNALbIBAOT OTAE/IbHO. Bce BbisSiB/IEHHbIE B X04€e NMPOBEPKMN HapyLeHun
duKcupytoTcea.

dunsnyeckoe cocToAHME aen onpenenaertca nyrtem B13yasibHOro npocmoTpa.

BbifiBNeHHble Aena ¢ GpU3MYECKUMM MOBPEKAEeHUAMM OyMarKHOro HocuTena (yTpaTa uvacrei
AOKYMEHTa, Pa3pblBbl) OTKNAAbIBAKOTCA OTAENbHO.



[ena, 3apa)keHHble NAeceHbld WU APYrMMU BUONOTUYECKUMU BPeauTensimu, U3bIMakoTCa C
nocneayloLlein n3onaumeit B Lensax npeaoTspalleHma 3aparkeHuns apyrux gen.

Bce pena c BbiAB/AEHHbIMU AedeKTaMn PeKoMeHAyeTcAa PerncTtpupoBaTb B KapTOTEKe y4yeTa
$dU3MYECKOro COCTOAHMA AOKYMEHTOB C YKasaHMem BMAa Heobxoaumoln obpaboTku. KapTouku yyeTa
$dU3MYECKOro COCTOAHMA AOKYMEHTOB ABAAIOTCA PabouyMMm AOKYMEHTaMM; CPOK XPaHEHUA KapTouyek
yyeta PpU3MYECKOro COCTOAHMA AOKYMEHTOB BPEMEHHOIO XPaHEHUs PaBeH CPOKaM XpaHeHua aen, B
OTHOLUEHUM KOTOPbIX OHW OblIN COCTaB/IEHbl; A7 AOKYMEHTOB MOCTOAHHOIO CPOKAa XpaHeHua - [0
nepefaym OOKYMEHTOB Ha XPaHEHME B TOCYAapCTBEHHbIM, MyHMUMNANAbHbIA apxuB. PaboTbl no
KOMMPOBAHUIO [AOKYMEHTOB C BbILBETAIOWMM TEKCTOM, MO pPecTaBpauuuv [AOKYMEHTOB, MMEHLNX
paspbiBbl, U Ap. NPU OTCYTCTBUM crieLmanbHo nabopaTopum MOXKET NPOBOAUTL PabOTHUK apxuBa.

Oena, Tpebyowmne paesvHPeKUMM W Ae3UHCEKUMU, [OO0MKHbI noasepratbca 06paboTke
Hemea/1eHHO; NPU OTCYTCTBUM cneuunanbHo NabopaTopum - NpUraalleHHbIMKU CreumMannucTamm.,

B KOHUE Kaxaol NMPOCMOTPEHHOW OMWUCKU Aen, AOKYMEeHTOB genaetca 3anuck "MPOBEPEHOQ",
KOTOpasA Nnocie COCTaB/IEHMA aKTa NPOBEPKU HAZMYMUA U COCTOAHUA AOKYMEHTOB AOMNOJHAETCA AaTON m
HOMepOM aKTa (NyHKTbl 2.41., 2.42. Mpasun).

[ena, BblaaHHble COTPYAHMKAaM OpraHM3auMu, B UYMTaNbHbIA 3371 M BPEMEHHOE MO/b30BaHue
APYTMM OpraHn3aumam, NpoBepPAIOTCA MO KHUraM M akTam BblAaun Aesl U CHMTaIOTCA MMEIOLWMMUCA B
HanUuuun.

Mpu obHapy»eHnn ownBOoK B YUYETHbIX JOKYMEHTaX COCTaBNAAETCA aKT O TEXHMYECKMX owmnbKax B
YyUYeTHbIX AOKymeHTax (npunoxenve N 4 [pasun). B cnyyae o6Hapy»eHUA [OOKYMEHTOB, He
OTHOCAWMXCA K [AaHHOMY GOHAYy, apxXusBy OpraHuM3auuMn, HeyuTeHHbIX, TaKMKe COCTaB/AeTca
COOTBETCTBYIOWMI akT (MpunoxeHme N 5 Mpasun). YKasaHHble akTbl NOAMMCHIBAIOTCA UCMNONHUTENAMM U
YTBEPXAAIOTCA PYKOBOAMTE/NEM OPraHM3auMM UAW ero 3amecTUTenem, KYPUPYIOWMM [eaTebHOCTb
apxmsa (n. 2.43. Mpasun).

Ha obHapyXeHHble B x04e MPOBEPKU HEMCNPABMMO MOBPEXAEHHbIe AeNa COCTaBAAETCA aKT O
HEMCNPABUMbIX TMOBPEXAEHUAX apXMBHbIX AOKYMeHTOB (npunoxkeHne N 22 MMpasua). Nocne
paccmoTpeHus aktoB IK (UIK) opraHusaumm U yTBEPXKAEHUA €e pelleHuMA pPyKoBoauTesnem
OpraHusaumMmn, HeWCcrnpaBMMO MOBPeXKAEHHble AOKYMEHTbl CHMMalTcA c yyeta. OpraHusaumn -
WUCTOYHUKM KOMMNEKTOBAHUA NPEACTABAAIOT aKT O HEUCNpPaBMMbIX MOBPEXAEHUAX LOKYMEHTOB,
cogeprKalnii  JOKYMEHTbl MOCTOAHHOMO  XPaHEHWA, Ha COrNacoBaHWE B  FOCYAAPCTBEHHbIN
(MyHMLMNANbHbBIA) apXxuB, UCTOYHUMKOM KOMMIEKTOBAHUA KOTOPOro ABAAETCA OPraHu3auua, Man B
YNOSIHOMOYEHHbBIN OpraH UCNONHUTE/IbHOM BNACTW.

Mo pesynbTaTam MPOBEPKM COCTABAAETCA aKT MPOBEPKM HaNMYMA W COCTOAHMA aPXMBHbIX
AOKymeHTOB (npunoxerue N 3 Mpasua) u NPor3BOAATCA caeaytowmne aencTBuA:

- Aena, He OTHOoCcAWMneCA K AaHHOMY d)OH,CI,y, Y4YUTbIBAKOTCA B ONUCAX A€eN, OOKYMEHTOB TeX d)OHLI,OB,
K KOTOPbIM OHU OTHOCATCA, N pa3MeLLaloTCA Ha COOTBETCTBYOWUX MECTAX,

- Hey4dTeHHble Aena 06pa63Tb|Ba+0Tcs| N y4yuUTbIBAlOTCA B COOTBETCTBYHOLUMX ONMUCAX Aen,
AOKYMEHTOB,

- HEecoOTBETCTBME ONUCaTeNbHbIX CTaTeld B OMMCAX AaHHbIM  Ha 06/10KKe aen ycrpaHAaeTcAa
BHECEHWEM U3MEHEHWI B ONUCHK Aen, JOKYMEHTOB,;

- B C/Qlydae BblABNEHHbIX paCXO)-I-(,CI,EHVIﬁ cogepXaHna UTOroBbIX 3anucen onuce aen cC
Cl)aKTVILIECKMM coaepraHnem onucen Aen CoCTaBNATCA HOBblE UTOTOBbIe 3aMUCKH.

JINCTbI NPOBEPKM HANMUMUA U COCTOAHUA Aen B GOHAEe HYMepYOTCA Mo NopsaKy HOMepoB B Xoae
NPOBEPKN KaXKAoro ¢oHAa M MNOAMMCLIBAIOTCA MCMOAHUTENEeM. [0 OKOHYaHMM NPOBEPKU JINCTbI



BKAKOYAlOTCA B AeNno AaHHoro ¢oHaa. [poBepKa HanAMuMAa U COCTOAHWUA AOKYMEHTOB CYMTaeTcs
3aBEPLUEHHOM MOC/Ne BHECEHUA M3MEHEHUM, BbISIBNIEHHbIX MPOBEPKOM, B yYeTHble AOKYMEHTbI apXuBa
(cm. pasgen 3 "YueT 4OKYMEHTOB B apxmBe opraHusaumm').

paduyeckoe nsobparkeHne npouecca 2.2.3.1. "lNpoBepKa HAANYUA U COCTOAHUA AOKYMEHTOB"
npeacrassieHo Ha cxeme 12 npunoxeHna N 4.

Eciv NpoBEPKOI HAIMUMA N COCTOAHUA AOKYMEHTOB YCTaHOB/EHO OTCYTCTBME Ae/ U AOKYMEHTOB,
MHPOPMaLMA O HUX BHOCUTCA B KAPTOTEKY yuYeTa HEOBHaPYKEHHbIX 4e/l U OPraHU3YeTCcs UX PO3bICK.

PO3bICK apXMBHbIX OOKYMEHTOB, He OBGHapY)KeHHbIX B X0[e NPOBEpPKW, MPOBOAUTCA B TeyeHue
OAHOrOo rofla C MOMEHTa BbIABNEHUA UX OTCYTCTBUA (N. 2.44. MNpaBun). B 3TUX Lensax pekomeHayeTca:

- U3Y4UNTb BCE YYTEHHbIE AOKYMEHTbI MO Bblga4ve Aen U3 XpaHUAnLla;

- OpraHM30BaTb PO3bICK He 06HAPYEHHbIX NPW NPOBEPKE AN B CTPYKTYPHbIX NoApasaeneHusx, B
AesATe/IbHOCTU KOTOopPbIX Bblan chopmrpoBaHbl HeobHapyXeHHbIe Aena, NpeasapuTesibHO U3YyUMB OMMUCK
[en 3TUX CTPYKTYPHbIX NoApasaeieHnii;

- NPOBEPUTL AeNa HaxoAALWMXCA PAAOM GOHAOB;

- U3y4nUTb JOKYMEHTbI B Aene GoHAa: aKTbl O BblAENEHWUM A€/ K YHUUTOXKEHUIO, aKTbl BblAaun Aen
BO BPEMEHHOE MO0/Ib30BaHME, paHee COCTaB/IeHHblE aKTbl MPOBEPKM HANMUMA M COCTOSAHMSA
nposepaemoro ¢poHaa.

HalgeHHble B MTOre poO3biCKa Aena BO3BPALLAOTCA Ha MECTO, @ B COOTBETCTBYIOLLEN KapTouKe
yyeTa HeobHapy»KeHHbIX e/ Ae/1aeTca OTMETKa C yKasaHMeM AaTbl U noanmcy paboTHUKA apxuBa.

Mpn obHapy)XeHMn B KHUre BblAayn Aen paboTHMKAM opraHuM3auMu, B KHUre Bblaayn aen B
YMTabHbIN 321 AW B KHWre Bbl4ayun AeN BO BPEMEHHOE MNO/b30BaHME APYrMM OpraHu3aumam 3anmcum o
BblAaye Aena, AeNo cYMTaeTcs HalAeHHbIM, eC/IM CPOK ero Bo3BpaTa He HacTynua. Mpu obHapyKeHUm
aKTa 00 YHWUTONKEHUW WAM O HEUCNPaABUMMbIX MOBPEKAEHUAX [OOKYMEHTa ero gata M Homep
NPOCTaBAAIOTCA B KAPTOUKE yyeTa HeOBHapPYKEHHbIX Ae.

Mpy HeOOHAPYKEHUN AeN B TEYEHUE rofa COCTABAAETCA aKT 06 yTpaTe AOKYMEHTOB (NPUIOKEHUe
N 6 [MpaBun), KoTopbit cornacyetca LK (9K) opraHusaumm w yTBep:KOaeTca pyKoBoAUTeNnem
opraHusaumm uam ero 3amectutenem (cxema 13 npunoxkeHus N 4). K akTy npunaraeTtca crnpaska o
nposeAeHNN Po3bICKa, NOArOTOBAEHHAA U NOAMNNCAHHAA NLLOM, NPON3BOAMBLLUM MPOBEPKY.

Mpy HeoBHapPYKEHNN AeN MOCTOAHHOIO XPaHEHMSA OpraHM3aLMn - UCTOYHMKM KOMMIEKTOBaHUA
roCyZAapCTBEHHbIX (MYHMUMNANbHBLIX) ApPXMBOB NPEeACTaBAAOT aKT 06 yTpaTe [AOKYMEHTOB B
COOTBETCTBYIOLWMI FOCYAAPCTBEHHbIN  (MYHUUMNANbHBIN) apXMB WAM B YNOJHOMOYEHHbIW OpraH
UCMONHUTENbHOW BNAcTU cybbekTa Poccuiickoit deaepaumm B 061acTy apxMBHOTO Aefla ANs NPUHATUA
peleHnsa O CHATUM YTPAYEHHbIX JOKYMEHTOB C yyeTa M cornacoBaHusA. COrnacoBaHHbIV akT 06 yTpaTte
OOKYMEHTOB YTBEPXKAAETCA PYKOBOAMUTENEM OPraHuM3auMu, M yTpadeHHble AOKYMEHTbl nogsexkar
cnucaHuio.

B aKkT 06 yTpaTe OOKymeHTOB B rpady '"npegnonaraemble MNPUYMHBI OTCYTCTBMA" BHOCATCA
CBEAEHUA N3 KAPTOUYKM yyeTa HeOBHapyKEeHHbIX Aen.

Mocne 3aBeplIeHUA MPOBEPKU HAaNUUMA AeN apXMBHble KOPOOKM OnevaTbiBalOTCA C yKasaHuem
[4aTbl NPoBepKU, Gamunmm paboTHMKa, NPOBOAMBLIETO MPOBEPKY.

lpadmueckoe mM3obpaxkeHne npouecca "OpraHM3aumsa pPo3biCKa AOKYMEHTOB" npeacTaBieHO Ha
cxeme 14 npunoxenusa N 4. Bce aKTbl, COCTaB/EHHbIE NO Pe3y/bTaTam NPOBEPKU HAZIMUYMUA U COCTOAHUSA
AOKYMEHTOB, XpaHATcA B fesie GoHAa.



MpoBepKa Ha/MUYUA U COCTOSIHUA INEKTPOHHbIX AOKYMEHTOB apXuBa OpraHnsaLMm NpoBOANUTCA B
uensx:

- NPOBEPKM NPaBUIbHOCTU 3aNUCEN B YHETHBIX AOKYMEHTAX;

- yCTaHOBNEHUA GAKTUYECKOTO HAZIMYMA HOCUTENEN SNEKTPOHHbIX LLOKYMEHTOB;

- NPOBEPKU PU3NYECKOrO COCTOAHUSA NIEKTPOHHbIX HOCUTENEN;

- OLLEHKMN TEXHUYECKOrO COCTOSIHWUA 3N1IEKTPOHHbIX HOCUTENEN;

- MPOBEPKU HA/IMUMNS HA KOHKPETHbIX HOCUTENAX S/IEKTPOHHbIX A€/ B COOTBETCTBUM C ONUCAMMU;
- NPOBEPKMN ayTEHTUYHOCTM INEKTPOHHbIX JOKYMEHTOB.

MpoBepKke nogsiexar BCE 3SK3EeMMAAPbl eAMHUL, XPaHEHWA 3/IEKTPOHHbIX [AOKYMEHTOB (B
cooTtBeTcTBuM c n. 2.30. MpaBun B apxmBe OpPraHM3aLMM XPaHMTCA KaK MMHMMYM ABa 3K3emnasapa
KaXK40M eauHNLbI XpaHEHUA 3N1EKTPOHHbIX LOKYMEHTOB - OCHOBHOM U pabouni).

B Hayane npoBepKM HANMUYMA N COCTOAHUA 3JIEKTPOHHbLIX AOKYMEHTOB MPOBOAUTCA BbIBEPKa
YYETHbIX AOKYMEHTOB, KOTOPAA BK/IKOYAET:

- YCTAQHOB/IEHME MOJIHOTbI COCTAaBa M COAEPXKAHMA YYETHbIX AOKYMEHTOB Ha MpoBepsemble
eaMHULbI XPaHEHWUS 3NEKTPOHHbIX 4OKYMEHTOB;

- CBEPKY COMOCTaBMMbIX NMOKasaTenein no onucAm 3NEKTPOHHbIX Aen, MUCTy GoHAA, KHUre yyeTa
NOCTYNNEHUs M BblBbITUA AN, AOKYMEHTOB;

- yTOYHEHMe nopsAKa Hymepauuu eauHWL, XpaHeHusa (No roAoBbIM pasfdenam onucu aen
3/IEKTPOHHbIX AOKYMEHTOB) U COOTBETCTBMA HyMepaLMu WMTOroBbIM 3aMUCAM K rofoBbiM pasfesiam
onuce;

- NPOBEPKY NPaBUNbHOCTUN COCTaBNEHNA UTOTOBbIX 3anucen K rogosbiMm pasgenam onucem;

- MPOBEpPKYy COOTBETCTBUA 3anucell B YYETHbIX AOKYMEHTaX O [ABWMKEHWW eAMHUL, XpaHeHWs
Haxoaawmmcs B gene poHAa LOKYMEHTAM, NOATBEPKAAIOLLMM 3TO ABUMKEHME.

Ona 3/IEKTPOHHbLIX AOOKYMEHTOB Ha ¢M3VN€CKM 060cobneHHbIx MaTepUnaabHbIX HOCUTENAX
nposepAeTcA ¢M3MHECKO€ COCTOSIHWE HOCUTENEN.

B nepsyto ouepeab npoeepseTca:

- COCTOAHME MEepPBUYHbIX CPEACTB XPaHEHWSA 3MEKTPOHHbIX HocuTenei (Kopobok, ¢yTasapos).
MpoBepseTcA Hanuuve TpewuH, gedopmaunii, pPaspyweHus, HaluMuyMe W KayecTBO HaAnucel Ha
BKAaAbIWax v ap.;

- Ha/in4yume 3anblieHnAa U 3arpasHeHnA I'IOBerHOCTEIZ S/IEKTPOHHDbIX HOCMTGﬂEﬁ;
- Ha/in4yme Bnarn Ha NOBEPXHOCTAX 3/TEKTPOHHDbIX HOCMTGI’IGVI;

- ¢usnyeckoe cocTosiHMe paboyeid MNOBEPXHOCTM W KOPMYCOB 3NEKTPOHHbLIX HOCUTenein
(BbIABNEHME MEXAaHMYECKUX NOBPEXKAEHNI U AedopMaumii, paccnoeHus, Ny3blPeHNa, U3MEeHEeHUA LBeTa,
Ha/snuMe LapanuH, NPoKO/oB U T.M.);

- Hannume AedeKToB XMMWUYECKOro M BMONOTMYECKOro MPOUCXOXKAeHUsA (nopaskeHue
MWKPOOPraHM3MamM, HaceKOMbIMW W TpPbI3yHaMW, cneabl BO3AENCTBUA XMMUYECKM arpeccuMBHbIX
BeLecTs).



B cniyyae, ecnn ycTaHOBAEHbl W3MEHEHWUA (GU3NYECKOTO COCTOAHWUA HOCUTENEN 3SNEKTPOHHbIX
OOKYMEHTOB, apXMBOM OpraHusauuu npegnpuHMMaloTca AencTBua No nepes3anucu 3/1eKTPOHHbIX
OOKYMEHTOB Ha HoBble HocuTenu (murpaumm) (n. 2.32. Mpasuna). Npu 3ToM CUCTEMOM A0/KHA ObITb
npeaycmoTtpeHa duKcaumsa dakTa nepesanncy SOKYMEHTOB Ha HOBbIM HOCMTE/Ib B COOTBETCTBYHOLLEM
NpoTOKOeE.

Mpu NpoBepKe TEXHUYECKOro COCTOAHMA 3NEKTPOHHbIX HOCUTENEN:

- YCTaHaB/IMBAETCA COOTBETCTBME XAPAKTEPUCTUK I/1EKTPOHHOIo HOCuTena cCBeaeHUAM,
coaeprawmnmca B Oonnucn U Apyrnx y4eTHbiX 4OKYMEHTAX;

- NpOBOAUNTCA NPOBEPKa Ha Hann4vne BpeaoHOCHbIX KOMIMbOTEPHBIX MPOrpamMmm;

- NPOBOAMTCA NPOBEpPKa BOCNPOMU3BOANUMOCTU BCEX SNEKTPOHHbIX AOKYMEHTOB Ha 060opyaoBaHUK
apxusa.

Mpn HapyLlweHUM BOCMPOU3BOAMMOCTN INIEKTPOHHbIX SOKYMEHTOB, @ TaKKe B CAy4yae U3MEHEHMUSA
NpPorpammHo-annapaTHoM cpegbl MHPOPMALMOHHON CUCTEMbI apxuMBa OpraHM3auuu, NPOU3BOAATCA
paboTbl MO Mepes3anucy SNEKTPOHHbIX AOKYMEHTOB B HOBble ¢dopmaTtbl (KOHBepTMpoBaHMe) (n. 2.32.
Mpasun) ¢ cobntogeHnem Tpebosanuii n. 2.31 Mpasua. [aHHble paboTbl MOryT ObiTb OCYLLECTB/IEHDI
COBMECTHO € paboTHMKaMWM CTPYKTYPHOro MoApasheneHns opraHvM3aumu, OTBevalolero 3a
$YHKUMOHNpPOBAHUE COOTBETCTBYHOWEN MHPOPMALMOHHOM CUCTEMDBI.

JNEeKTPOHHbIE HoCuTeNu, Ha KOTOPbIX 3N1EeKTPOHHbIE [OKYMEHTbI OKasanucb
HEBOCMNPOM3BOAMMbIMU UAWN COAEPHKALLMMMN BPELOHOCHbIE KOMMbIOTEPHbIE MPOrPaMMbl, NMOMELLAOTCA
OTZEeNbHO OT OCTa/bHbIX AOKYMeHTOB. EciM npoBepKa npoBoAunace Npu nepegadve 3/1eKTPOHHbIX
OOKYMEHTOB B apXWB OpraHvM3aumu, HOCWUTE/NM, HA KOTOPbIX 3/EKTPOHHblE AOKYMEHTbl OKa3a/iuchb
HEeBOCMNPOM3BOAMMbBIMU UAUN COAEPKALLMMU BPEAOHOCHbIE KOMMbIOTEPHbIE MPOrPaMmbl, BO3BPaLLAOTCA
B CTPYKTYpHOE NoApasfesieHne opraH13aLmm, U3 KOToporo NocTynuau.

Mo uToram NPOBEPKU GUIMYECKOrO M TEXHUYECKOTO COCTOAHUS 3/IEKTPOHHBIX AOKYMEHTOB Ha
dur3MYecKkM 060COH6EHHBbIX MaTepUanbHbIX HOCUTENAX Ha obopoTe BKAaAbllla eauHULbI XpaHeHus (n.
4.34. MpaBWa) CTaBUTCA WITaMM O ee NPOBeAEeHUUN C yKasaHMem AaTbl NPOBEPKU, Gamuanm paboTHUKa,
NPOBOAMBLUErO MPOBEPKY, HA3BaHWA U BEPCUM MPOrPaMMHOro obecreyeHus, ¢ MOMOLLBIO KOTOPOro
NpPoBOAMNACL NPOBEPKA TEXHUYECKOTO COCTOSHUA 3NEKTPOHHOIO HOCUTENA.

B cnyyae obHapyKeHMa AedeKTOB COCTaBAAETCA aKT BbiABMEHUA BPEeAOHOCHbIX KOMMbIOTEPHbIX
nporpamMm B AOKYMEHTAX Ha 3/IEKTPOHHbIX HOCUTENAX U NPeanpUHMMAOTCA Mepbl ONA CKopeWLero
yAaneHus BpeaoHOCHbIX NPOrpamm UM 3ameHbl HEMCMPABUMO MOBPEKAEHHOMO 3K3eMNAAPA eAMHULbI
XpaHeHWUA, MUrpaLMu 3NEKTPOHHbIX [AOKYMEHTOB Ha apyrMe Hocutenu. Ecam  BpedoHocHan
KOMMNblOTepHaa nporpamma ob6Hapy»KeHa Aullb B OAHOM M3 3K3EMMASAPOB INEKTPOHHbIX AOKYMEHTOB
(ocHoBHOM uWAM pabouyem), 3apa’keHHbIM 3K3EeMNIAP 3aMelaeTca KoMueW, W3roTOBNEHHOM C
He3apaXeHHOro 3K3emMnaspa, Noc/e Yero NMOBPEKAEHHbIN 3K3eMNAAP HOCUTENA YHU4YTOXaeTcA. Ecam
3apakeHbl 06a 3K3emMNAAPa 3NEKTPOHHOTO AOKYMEHTA, MPOBOAMTCS paboTa Mo yAaseHUIo BpegoHOCHOM
KOMMbIOTEPHOM MPOrpPamMMbl C MOMOLLLbIO aHTUBUPYCHOM NPOrpammbl.

Ecnv BpeAOHOCHYI0 KOMMbIOTEPHYIO MPOrpammy yAaauTb He YAAeTCs, 3/EeKTPOHHbIN LOKYMEHT
NPU3HAETCA HEUCNPaBMMO NOBPEXAEHHBIM U NPUHUMAETCA PeLleHUe O ero YHUYTOMKEHUU C YYEeTOM
LLEHHOCTU 3apaKeHHOro AOKYMEHTa M CTeMeHM ONacHOCTM AMArHOCTMPOBaHHOro "Bupyca".

Ha HewucnpasMmo noBpexXAeHHble 3SNEKTPOHHble [AOKYMEHTbl COCTaBAAKTCA 3aK/4YeHuA
TEXHUYECKMX CNEeLMaNnCToB O HEBO3MOMHOCTU WX BOCCTAHOBNAEHUA. [anbHellee AOKYMeHTa/NbHOE
odbopMNEHNE HEUCMPABUMO MOBPEXKAEHHbBIX 3NEKTPOHHbLIX AOKYMEHTOB OCYLLECTBAAETCA B TOM Ke
nopsake, Kak U AOKyMeHTanbHoe opopMAEHMNE yTPaTbl AOKYMEHTOB (cM. cxemy 13 npunoxkerHus N 4).

Mocne nposeaeHma pa60T no onpeageneHunto d)VI3VILIeCKOFO N TEXHUYECKOro COCTOSIHUA HOoCUTEeNemn



3NEKTPOHHbIX [OKYMEHTOB MPOBEPAETCA COOTBETCTBME COCTaBa W COAEPXaHWe 3NEKTPOHHbIX Aen
OMUCAM 3/1EKTPOHHbIX AOKYMEHTOB, AJ/18 4Yero csepseTca (pakTUYeCcKoe Hanuuyme 3anucein Ha AucKe ¢
3aMMCAMM OMUCK SNEKTPOHHbIX JOKYMEHTOB.

MpoBepKa HaANUYMA N COCTOAHUA SNEKTPOHHbIX LOKYMEHTOB BK/OYAET NPOBEPKY AyTEHTUYHOCTU
3NIEKTPOHHbIX AOKYMEHTOB B LLEAAX NMPOBEPKM BO3IMOMKHOIMO HECAHKUMOHMPOBAHHOMO MCMO/Ib30BAHUSA
3/IEKTPOHHbIX LOKYMEHTOB M BHECEHMA B HUX U3MEHEHMUIA.

Bce BbiAB/MEHHbIE B X04e MPOBepkn AedeKTbl MU HecooTBeTCTBUA GUKcupytoTca. Mo pesynbTatam
NPOBEPKM COCTABAAETCA aKT NPOBEPKMU HAMYMA U COCTOAHMUA INEKTPOHHbIX AOKYMEHTOB.

2.2.3.2. NopAaAoK Bbigayum aen us apxXMBoXpaHUAULLA

MopAdOK BblAaun Aen M3 apXMBOXPaHWIMLLA YCTAaHABAMBAETCA PyKoBOAMUTENEeM apxuBa (1Muom,
OTBETCTBEHHbIM 33 apxvB) M 3aKPEnIAeTcA B COOTBETCTBYIOLLEM JIOKa/lbHOM HOPMAaTUBHOM aKTe.
[lOKYMeHTbI BbIAAOTCA U3 apXMBOXPaHW/IMLLA HA OCHOBAHMM NMUCbMEHHOIO paspelleHusa PyKoBoauTens
apxuBa opraHusaumu (AMua, OTBETCTBEHHOrO 3a apXuB), PYKOBOAMTENA CTPYKTYPHOro noapasaeneHus
(n. 2.45 Npaswun).

[lena 13 apxMBOXpaHU/IMILA BbIAAIOTCA PaBOTHUKOM apXMBOXPaHUAMILE PabOTHUKY YMTa/IbHOIO
3a/1a, Yepes KOTOPOro OCYLIECTB/IAIOTCA B3aMMOAENCTBME C NOJb30BaTensaMm. Apxuebl ¢ HebobLINM
obbemom apxuBHOro ¢oHAa M LWTAaTOM, BK/AOYaoWMm 1 - 2-x paboTHMKOB, OBbIMHO He MMeloT
uyMTaNbHOrO 3aia. B Takom c/iyyae pabOTHMK apxuBa (1MLO, OTBETCTBEHHOE 3a apxvB) BblaaeTr
[JOKYMEHTbI HEMOCPEACTBEHHO NO/Ib30BaTENAM.

JOKyMeHTbI BblAAtOTCA U3 apXMBOXPaHUANLLLA:

- BO BpemeHHoe Mo/ib30BaHMe PaboTHMKaM CTPYKTYPHbIX NOApasAeneHnin opraHusaumu, B T.u.
yepes YNTasbHbIN 3301 apXMBa;

- CyAebHbIM, NPaBOOXPAHUTENIbHBIM M WMHbIM YMNOJHOMOYEHHbIM OpraHam B COOTBETCTBUM C
3aKoHoaaTenbcTBOM Poccuiickoit ®eaepaumu;

- BO BpemeHHOe NnoJib3oBaHMe CTOPOHHUM OpraHn3aumnam,

- ONA NpoBeAeHWA apXMBHbIX pPaboT ¢ AOKYMeHTamu paboTHMKamM apxmBa OpraHM3auuu
(konupoBaHuA, pecTaBpaunn, nepenaeta u ap.).

TpeboBaHMA K CPOKaM Bblgaun AOKYMEHTOB M3 apXMBOXPaHUAMLA 3aKpeneHbl B N. 2.45. Mpasun.
Bblgaya LOKYMEHTOB U3 XPAaHW/IMLLA PETUCTPUPYETCS B KHUTAX BblAaun LOKYMEHTOB:

- Bblgauum gen paboTHMKam opraHusauuu;

- Bbl4@4M AeN B YMTa/bHbIN 3a;

- Bbl4a4yM AN BO BpemMeHHOe MNo/1b30BaHME APYTMM OpraHM3aLuam.

Bblgaya Aen Bo BpemeHHOe MoAb30BaHUE B Apyr1e opraHusaumm opopmMaAeTca akToM O Bblaaye
Aen BO BpemeHHoe nosb3oBaHue (npunoxkeHve N 10 MMpaBwa), KOTOpbIA CcOCTaBAseTcA B ABYX
3K3EeMNIAPAxX, OAMH MX KOTOPbIX OCTAETCA B apXMBe OpraHv3aLuu, APYroi BblZAeTcs nosydatesnto. AKT
NOAMMCLIBAETCS PYKOBOAWUTE/EM OPraHuW3aLMu, nepesatolleit fena, U PyKoBOAMTENeM OpraHvM3auuu-
nosyyatens: nognucu 3aBepAOTCA MeyaTaMM opraHusaumin. locne Bo3BpalieHWs gen B ABYX
3K3EeMNIAPax aKTa AenaeTcs COOTBETCTBYIOWAA OTMETKa: OA4MH 3K3eMMNAApP OCTaeTcA B OPraHuM3aumu-
nosydyatesne, Apyroi xpaHuTcs B Aene GoHAa B apxmMBe opraHM3aLmu, BblgaBasluei gena.



HanpaBneHne Ha KOMMpOBaHWe, pecTaBpauuio, nepenser odpopmnaeTca 3akasom. W3
apPXMBOXPaHUANLLA BbIAAIOTCA TOJILKO MOJMIHOCTbIO OdopmMiieHHble (cm. pasgen 1.2. MeToauuyeckux
pPEKOMEHAALMIA) U BHECEHHbIE B ONUCK Aena.

Ha mecTo BblAaHHOrO Aena NoAKAaAblBaeTca KapTa-3aMecTuTe b aena.

Mpn HeobXOAMMOCTN 3aBEPEHMUA KOMWIA 3NEKTPOHHbLIX AOKYMEHTOB MCMO/b3YETCA 3/EKTPOHHAA
noAnNucb PYKOBOAMTENA OPraHU3aLMM UAN YIIONHOMOYEHHOTO MM AO/MKHOCTHORO nLa. BepHOCTb Konuit
SNEKTPOHHbIX AOKYMEHTOB, MW3rOTOB/EHHbIX Ha OymMa)KHOM HOcUTene, CBUAETENbCTBYETCA B
yCTaHoBNEeHHOM nopAgkKe (n. 2.47. MNpasun).

B cnyyae Bbl4auM apXMBHbIX AOKYMEHTOB BO BPEMEHHOE MO/Ib30BaHME MO 3anpocam OpraHoB
rocyAapCTBEHHOW BAACcTW, OPraHOB MECTHOro CaMoynpaBiAeHWMs W OpraHu3auuii BbIHOC M3 34aHUA
apxvMBa WM 34aHWNA OPraHU3aLUM apXMBHbIX AOKYMEHTOB 0GOPMIAETCA aKTOM M paspeLlaeTcs TONbKO
no crneumanbHbim nponyckam (n. 2.23. Mpasun).

JOKYMEHTbI U3 apPXMBOXPAHW/INLLIA HE BblAAOTCA B C/TyYanX:

- Hannuma doHAa NoJsib30BaHUS;

- HeYAOBNETBOPUTENLHOTO GMU3MUYECKOTO COCTOAHMA AOKYMeHTOB (n. 2.48., 5.20 MNpasun);

- OrpaHUYEHNN Ha UCMNOJb30BaHUE, YCTaHOB/IEHHbIX 3aKOHO4ATENbCTBOM Poccuiickoit Pepepaunu;
- OTCYTCTBMA HAay4YHOrO OMMCAHUA U TEXHUYECKOTO 0GOPMIEHNS A OKYMEHTOB.

TpeboBaHMA K MOpAAKY BbINOAHEHUA paboT Mpu Bblaaye AOKYMEHTOB M3 apXMBOXPaHUAMLLA
3aKpenseHsbl B n. 2.47. Mpasun.

lpadmyeckoe m3o06parkeHne npouecca 2.2.3.2. "MopALOK Bblgaun Aen U3 apXMBOXpPaHUAULLA"
npeacrassiieHo Ha cxeme 15 npunoxkeHna N 4.

2.2.3.3. YcTaHOB/IeHUe NopagKa AenucTsui
B Upe3BbluaiiHbIX CUTyaLUAX

B uensAx yctaHoBAeHUA nopagka paboTbl no obecneyeHmto COXPaHHOCTU apXMBHbIX AOKYMEHTOB B
upesBblYalHbIX CUTYaLMAX, B OpPraHM3aumMmn paspabaTbiBalOTCA MaaHbl COOTBETCTBYIOLLMX MEPONPUATUIA U
ApYyrMe HOPMaTMBHbIE AOKYMEHTbl, C KOTOPbIMM A0/XHblI 6biTb O03HakoM/eHbl PaboTHUKKM apxuBa
opraHumsaumm (n. 2.49. Npasun).

3. YYET AOKYMEHTOB B APXUBE OPTAHU3ALINA

Yuer APXUBHbIX AOKYMEHTOB - 3TO onpegeneHne Koanyecrtesa M COCTtaBa apXMBHbIX AOKYMEHTOB B
eONHNLAX y4ETa U OTPAXKEHNE 3TOIN0 KONIMYeCTBa U COCTaBa B YYETHbLIX OKYMEHTAX A/1A KOHTPOA 3a UX
Haan4ymem m COCToOAHUNEM.

EAvHMLAMM yYeTa apXMBHbIX LOKYMEHTOB ABNAOTCA:

- apxmBHbIA GOHA;

- e4MHMLA XPaHeHUs - 4eN10, B TOM YMC/e, 3/1eKTPOoHHOoe aeno (n. 3.3. Mpasun).

Y4yeTy noanerkat Bce XpaHsLLMecs B apxmMBe OpraHmn3aunmn AokymeHTol (n. 3.1. MNpaswun).

B cootBetctBUM ¢ PepepanbHbiMm 3aKoHOM oT 22.10.2004 N 125-®3 "O6 apxuMBHOM pgene B
Poccuitckoit ®epepaumn” (c1. 19, n. 1) yuet AoKymeHTOB ApxuBHoro ¢poHaa Poccuiickolt Penepaunn B



apxvBe opraHM3auum seaseTcs obasaTesibHbIM, ero NoOpsAoK AOJIKEH COOTBETCTBOBaTb TpebOoBaHMAM,
YCTAHOBNEHHbIM defepanbHbIM OPraHOM WCMONHUTENBHOM BAACTM, YNOJHOMOYEHHbIM B cdepe
apXMBHOrO Aena.

Ha ocHoBe Yy4eTHbIX [OKYMEHTOB apXMB OpraHuM3auMu - WCTOYHWMKA KOMMIEKTOBAHMUA
rocyaapcTBeHHOro (MyHULUMMNaAbHOrO) apxuBa NpeaocTaBAseT B rocyAapCTBEHHbIN (MyHULMNANbHbIN)
apxuB cBegeHns ob obbeme U cocTaBe AOKYMeHTOB ApxmBHoro ¢oHaa Poccuinckon depepaumnm um
OPYTUX apXMBHbIX AOKYMeHTOB (n. 3.2 Mpasun).

[NA ueHTpasM30BaHHOIO rOCYAapPCTBEHHOMO yyeTa AOKYMEHTOB ApxvBHOro ¢oHpa Poccuitckoi
desepaum B apxvMBe  OpraHM3auMM -  UCTOYHWMKE  KOMIMJIEKTOBAaHWA  rOCy4apCTBEHHOrO
(MyHMLMNANbHOIO) apxMBa Mo yCTaHOB/NEHHOW GOpPMe COCTaBASAETCA MAacnopT apxvMBa opraHMsauuu (n.
3.12. Npaswun).

Yuer AOKYMEHTOB OCHOBbIBAETCA Ha NPpUHUMNAX:

- LeHTpanusaumm (y4eT M COXPAHHOCTb YYETHbIX [AOKYMEHTOB OCYLLECTBAAETCA CreLuanbHo
BblAe/IeHHbIM COTPYAHUKOM (COTPYAHUKAMMU - MPU HAIMYMMU HECKOJIbBKUX XPaHUULLL);

- yHUdUKaLMM (NPUMEHEHWNE eanHbIX eANHUL, yYeTa);

- NPeemcTBEeHHOCTM (MpMMeHeHMe eauHbiX Gopm ydvyeTa Ha Bcex CTagusax paboTbl, HauMHasA Cco
cTaguun AenonpounsBoacTsa);

- ANHAMUNYHOCTU (CBOEBpeMEHHOG BHeCeHME AaHHbIX B YH4ETHbIE AOKyMeHTbI);

- cuctemHocTn (obecneumBaeTcs B3aMMOCBA3bID UM B3aWMOLOMONHAEMOCTbIO YYETHbIX AaHHbIX
Pa3/IMYHbIX YY4ETHBIX JOKYMEHTOB);

- MOMHOTbI M AJocToBepHOCTM (obecneymBaeTcA B3aMMOMPOBEPKON BHECEHMA OOMHAKOBbIX
YUYETHbIX AAHHbIX B Pa3/IMYHbIE YYETHbIE LOKYMEHTbI).

YyeT KaK BUA, AeATesIbHOCTM npeacTasnseT coboli BeaeHune y4eTHbIX JOKYMEHTOB B COOTBETCTBUN
c TDE6OBaHVIFIMM, yCTaHOBAEHHbIMUK pasunamu.

ApXMBOM OpraHusauMmM BeayTCA OCHOBHble (06fA3aTesibHble) M BCMOMOraTesibHble YYeTHble
AoKymeHTbI (n. 3.5., 3.6. MNpaBwua), npeacTasasowme coboit KOMNIEKC B3aMMOCBA3aHHbIX LOKYMEHTOB,
cogeprKallmx CBeAEeHMA O KOIMYECTBE U COCTaBE apXMBHbIX JOKYMEHTOB OpraHM3aumm, a Takxke o6 mx
nameHeHmn. CoctaB M GOpPMbl OCHOBHbIX YY4ETHbIX AOKYMEHTOB onpegeneHbl n. 3.6 Mpasua. Coctas U
$bopMbl BCMOMOraTe/ibHbIX YYEeTHbIX SOKYMEHTOB ONPeAensaoTcA apXMBOM CaMOCTOATE/IbHO, 3TO MOFyT
ObITb KAPTOUYKM U KHUTM ABUKeHMA OHAOB, Onuceil Aen, AOKYMEHTOB, KHUIMM y4veTa [AOKYMEHTOB,
nepenaHHbIX B Apyrue apxusbl, KHUMM yyeTa GOHAOB U AOKYMEHTOB, BblAE/NEHHbIX K YHUUTOXKEHUIO,
KHUMXN NOBMAOBOMO yyeTa AOKYMEHTOB M Ap., B TOM YMC/e CAaMOCTOATENIbHO pa3paboTaHHble yyeTHble
OOKYMeHTbl. BcnomoraTenbHble yYyeTHble AOKYMEHTbI MOMyT BeCTUCb Ha BymaskHom HocuTene u/wnu B
3/IeKTPOHHOM popme.

YyeTHble [AOKYMEHTbl apxuBa OpraHWsauuuM, Kpome Onucer Aen, AOKYMEHTOB ABAAIOTCA
BHYTPEHHMMW JOKYMEHTAMM apXMBa M No/b30BaTeNAM He BblgatoTcs (n. 3.14. Mpasun).

YyeTHble AOKYMEHTbI XpaHATCA B ceidax UAN MeTalINYecKnX LWKadax apxmsoxpaHuauila. Apxms
OpraHM3aUMM MOMKET TaK¥e BeCTM Y4YeT apXMBHbIX AOKYMEHTOB C NpUMeHeHUeM UHGOOPMaLUOHHbIX
TexHonoruit (n. 3.13. Mpasun).

Ona OopraHmsaunm mn BeaeHUA y4deTa apPXMBHbIX OOKYMEHTOB B apxuBe OpraHun3aunn moryt
pa3pa6aTblBaTbCH J1I0KaJ/ibHbleé HOPMATUBHbIE aKTbl.



Bblaensetca HECKONbKO MPOLLeCCOB, NPW BbIMNOJIHEHUM KOTOPbIX BeAyTCA COOTBETCTBYHOLLME
y4yeTHble popMbi:

- YYET NOCTYNAEHUA AN - KHUIa ydeTa NOoCTYNNeHNA 1 BbIObITUA AeN, AOKYMeHTOB (npuaoxeHune N
11 Npasun), nauct doHaa (npunoxkenne N 13 Mpasun);

- YYeT KoJin4yecTBa WM coCTaBa fen - onucu (rodoBble pasgenbl onucen) gen, LOKYMEHTOB
(npunokeHua N 14 - 18 MNpasun);

- y4eT KoIM4YecTBa M CoCTaBa onuceit aen - peectp onucei (npunoxexue N 19 Npasun);
- y4eT KomyecTBa M coctaBa GOHA0B - CMUCOK poHA0B (MpunokeHre N 12 Mpasun);

- yYeT U3MEHEHUI B KOANYEeCcTBe M cocTaBe gOoKymeHToB doHAa - ancT doHaa (npunoxkeHme N 13
MNpasun);

- YYET BbIObITUA AeN - KHWTa y4eTa NocTyniaeHuaA 1 BblbbITUA e, AOKYMeHTOB (npunoxkeHune N 11
Mpasun), nnuct poHaa (npunoxkeHue N 13 MNpasun);

- BeAeHue aena oHAa;
- YYeT UCMNO/1b30BaHUA AOKYMEHTOB.

B rpadumyeckom BMAEe BeAeHWE OCHOBHbIX Y4YETHbIX [LOKYMEHTOB B apxvBe OpPraHM3auuu
npeacrassieHo Ha cxeme 16 npunoxeHna N 4.

3.1. Yuetr noctynneHua gen

YyeT noctynneHusa Aen B apxmBe opraHu3aLmm BegeTca:
- NO KHWUre y4eTa NocTynaeHns u BoblObITUA AeN, LOKYMEHTOB;
- no nancty ¢oHAaa.

OcHoBaHWeM /1A BHECEHWNA NePBUYHBIX AaHHbIX O NOCTYMNEHUM AeN B KHUTY yYeTa NoCTynAeHUs n
BbIObITUA AeN, AOKYMeHTOB ABAAtoTca (n. 3.15. Mpasun):

- onucKy Aen, LOKYMEHTOB CTPYKTYPHbIX noApasaeneHunin (npunosxkenusa N 23, 24 Mpasun);
- HOMEHK/1aTypa el OpraHM3aLmm - pu OTCyTCTBUM onuceit aen (npunoxeHue N 25 MNpasun);

- aKT 06 O06HapyKeHUW [AOKYMEHTOB (He OTHOCAWMXCA K AaHHOMY GOHAY, HeydTeHHbIX)
(npunokeHue N 5 Mpasun);

- aKT NpuemMa-nepenaym apxmeHbIX JOKYMEHTOB Ha XxpaHeHue (npunokeHue N 20 Mpasun).

OcHoBaHWem A BHECEHWUA AAHHbLIX B INCT d)OHAa npuv nepsom nocrynneHunn aen d)OHﬂ,a B apxuB
OpraHu3saunun ABNAAKOTCA:

- ropoBoi pasgen onuck aen (npunoxkenus N 14 - 18 Npasun);
- aKT NpMema-nepeaum apxmBHbIX JOKYMEHTOB Ha xpaHeHue (npunoxkeHme N 20 Mpasun).

paduueckoe nsobpaxkeHme npouecca 3.1. "Yyet noctynnenua gen" npeacraBnaeHo Ha cxeme 17
npunoxkeHua N 4,

B KHMre ydyeTa nocTynieHus W BbIOBbITUA Aen ¢GUKcuMpyeTca GakT Kaxgoro nocTynieHus
(nepBnyHOro M noBTOpHOro) Aena B apxuB opraHmsaumm (n. 3.7. Mpasun). Kaxkgon 3anucu



npuceanBaeTca MOPAAKOBbLIA HOMEpP B BaNOBOM MNOC/AEA0BAaTE/IbHOCTM B Mpedeniax OTYETHOro roaa
(rpada 1). Mpun 3TOM Karkgoe NOCTynaeHWe noaydyaer oAvH NOPAAKOBbIA HOMEpP HE3aBMCMMO OT TOrO,
COCTOMT /I OHO M3 AOKYMEHTOB OAHOMO UMW HECKOIbKUX GOHA0B. MpK NOCTYNAEHWUM AN U3 HECKO/bKUX
$oHA0B AaHHbIE MO KaxKAoMy GOHAY 3aNMCbIBAOTCA C HOBOW CTPOKM 32 TEM YKe MOPAAKOBbIM HOMEPOM.

[Jaton nocTynaeHus [AOKYMEHTOB AB/AseTcA Aata (aKTMYecKoM nepefayunm gen B apxus
opraHusaumm (rpada 2).

B rpade 3 yKasblBaeTcA HaMMeHOBaHME CTPYKTYPHOro noApasAeneHus, U3 KOTOporo nepeaaHbl
AOKYMEHTbI B apXMB OpraHunsaumn. Ecan goKyMeHTbl NepeaatoTcs 13 Apyrol opraHusaumm (B ciyyae ee
JNIMKBUZAAUMW UK PEeopraHn3aumm), yKasbiBaeTca NoJiHoe HauMeHOoBaHWe 3TOM OpraHn3aunm.

HasBaHWe 1 peKBM3NUTbI OKYMEHTa (HoMep, AaTa), o KOTOPOMY B apXMB OpraHM3aLmMu NocTynuam
OOKYMEHTbI, YKa3bIBatoTCA NOAHOCTbIO (rpada 4).

Mpy nepBMYHOM MOCTYMAEHUN Aen B apxuB Homep ¢GOHAA MNPOCTABAAETCA B KHUre ydeta
nocTynieHns u BblbbITMA Aen, AOKymeHToB (rpada 5) mocie MpUCBOEHMA emy HOMepa MO CrMUCKY
doHaos (n. 3.8. Mpaswun).

Mpn NOBTOPHOM MOCTYNAeHUM B apxme aen GoHaa, Homep GpoHAa NPOCTaBAAETCA B KHUre yyeTa
NOCTYN/IeHUA U BbIBbITUA AeN, AOKYMEHTOB MO paHee NPUCBOEHHOMY eMy HOMepY B crnvcke GpoHA0B.

B rpade 6 NpocTaBAAOT KpailiHWE AaTbl A€/, BKAOYEHHbIX B OMUCh CTPYKTYPHOro NogpasaeneHus
WM B ONUCb, NepenaBaemMytlo OpraHuMsaumelt BMecTe C apXMBHbIMM OOKYMEHTaMW MO aKTy npuema-
nepeaaun (npunoskeHne N 20 Mpasun). MNpy NOCTYNAEHUM HEONMUCAHHBLIX AOKYMEHTOB, KpaiHue AaTbl
KOTOpbIX He onpegeneHbl, 3Ta rpada He 3anoHAeTcA.

B rpade 7 ykasbiBaeTcsa BuA Hocutena (BH - BymaskHblit HocuTenb, I/ - 3SNEKTPOHHbIN HOCUTEND).

B 3aBMCMMOCTM OT CPOKOB XpaHeHMA [JOKYMEHTOB Mpu nepefaye [AOKYMEHTOB B apxus
3anonHsaetca ogHa u3 rpad: 8, 9 uam 10, roe oTaenbHO GUKCUPYETCA KOAMYECTBO MOCTYMMUBLUMX
OMNMCaHHbIX AeN MOCTOAHHOTO XPaHEHMUA, BPpeMeHHbIX (cBbiwe 10 NeT) CPoKOB XpaHeHUA, NO AUYHOMY
cocTaBy.

MpY NOCTYNAEHMM HEONUCAHHBIX AOKYMEHTOB, MX KONMYecTBO duKcupyeTca B rpade 14 (npu atom
rpadbl 8 - 10 ocTatoTcA He3anoAHEHHbIMK). MOPAAOK 3anoNHEHMA rpadbl 14 KHUMM yyeTa NOCTYNAeHUA 1
BbIObITUA AN, AOKYMEHTOB COOTBETCTBYET NOPAAKY 3anO/HEHMsA COOTBeTCTBylWMX rpad pasgena 1
"YyeT HeonncaHHbIX AOKYMeHTOB" nucta poHaa (pasaen 3.5. MeTogMuecknx pekomeHaaumi).

Mo 3aBeplueHUn roga B KHUre yyeTta nocTynaeHusa u BblbbiTMA Aen NoABOAUTCA CYMMAapHbIA UTor
MOCTYNUBLLMX AEN W OTAENbHO - M0 Ae/flaM Ha Pas3INdHbIX HoCUTeNsAX (6yMaXKHbIX, 3NEKTPOHHbIX, ayauo,
BMAE0).

Obuas uToroBas rofoBas 3anMMcb MO MOCTYMJ/IEHUIO M BbIOLITUIO e 33aBepseTca MNOAMUCHIO
paboTHMKA apxmMBa, OTBETCTBEHHOrO 3a BeAeHWE YYEeTHbIX AOKYMEHTOB, MOAMWUCbIO PYKOBOAUTENS
apxuBa u gatupyetca. [laToit UTOrOBOI roA0BOW 3aNNUCK ABNAETCA AaTa ee NOoANUCaHNA PYKOBOAUTENEM
apxuBa (MMUOM, OTBETCTBEHHbIM 33 apXMB).

Ecnn opraHusauma MMeeT CAOMKHYI0 CTPYKTYPY, TO 3anucKh O MOCTYMN/AeHUM AOKYMEHTOB B KHUre
yyeTa MoCTynaeHua U BblbbITMA A/, [AOKYMEHTOB MOryT BECTUCb MO KaKAOMy CTPYKTYpHOMY
noapasaeneHuio.

Ha TUTYyNbHOM NUCTE KHUIM yYeTa NOCTYN/IeHMA U BblBbITMA Aen, A0KYMeHToB (npunoxkeHne N 11
MpaBwna) yKasblBatOTCA:

- NosiHOEe od)mu,maanoe HanmeHOoBaHWe opraHn3auuu,



- Ha3BaHMe apxMBa (ec/M apxmB ABAAETCA CTPYKTYPHbIM NoapasaeneHnem opraHusaLmm, To nepes,
HaMMeHOBaHMeM opraHusaumm gobasnsetca cnoso "apxme"), Hanpumep:

AxuMoHepHOe obumecTtro "CBeTocepruc"

Ecnv apxuB He ABAAETCA CTPYKTYPHbIM NoApasaeneHuem opraHn3aumm, To HasBaHMe MOXKET BbITb
cneayroLmm:

TocymapCcTBeHHAas KoplIopaumusa IO aTOMHOM 3Heprum "PocaTom"

YacTHOe yupexneHue "IleHTpPaJIbHEM apxMB aTOMHOM OTpaCiu

Ecnv dyHKLUMKM apxMBa B OpraHM3auMmM BO3/OMKEHblI Ha Apyroe CTPYKTYpHOe noapasfesneHune
(Hanpumep, oTaen AOKYMEHTaUMOHHOro obecrneyeHus ynpaB/ieHUs) UAU KOHKPETHOE OO0J/IKHOCTHOe
nnuo (genonpounssoantens, byxrantepa, cneumanmcTa no Kagpam u T1.n.), To rpada "HasBaHMe apxmBa'
He 3anonHaeTcA.

- Ha3BaHMe YYeTHOro AOKyMeHTa (KHura yyeTa NnocTynaeHus u BblbbITUA 4N, AOKYMEHTOB);
- N ToMa KHUIM yyeTa NoCTyNAeHUA U BblBbITUA e, AOKYMEHTOB;

- AaTa Havyana v Aata OKOHYaHWA BeAeHUA KHUIMM ydYeTa NoCTynAeHMs 1 BblBbITUA A€, AOKYMEHTOB
(haTa oKOHYaHMA MOMKeT BbiTb NPOCTaBAEHA NUWb B CAydYae AUKBUAALMW opraHusaumun). Ecam KHura
yyeTa NocTynaeHus v BbibbITUA A€/, AOKYMEHTOB MMEET TOMA, TO KaXdbll 3aBepLUEHHbIA TOM A0/IKEH
MMETb ABe KpalHue AaTbl: Hayasia M OKOHYaHWUA BeAeHUA TOMA U KHUTH.,

Mpumep 3aN0AHEHMA KHUTX y4eTa 1 BbIObITUS Aen, AOKYMEHTOB NpuBeseH B npuaoxeHnn N 9.
3.2. Yuyet KO/IMyecTBa M cocTasa gen

YyeT KonuyectBa M COCTaBa [AeN OCYLECTBAAETCA MyTEM COCTAB/JEHMA B apXMBE OpraHW3auumu
onuceit (rogoBsbix pasgenos onuceit) gen, AokymeHtos (n. 3.10., 5.5., npunoxeHus N 14 - 18 Mpasun) Ha
OCHOBE OMUCel Aien CTPYKTYPHbIX noapasaeneHnit (n. 4.31., npunoxkeHua N 23, 24 Mpaswun). Onucu aen
CTPYKTYPHbIX NOAPA3LENEHNI XPAHATCA B apXMBE OPraHM3aUMKN B TEYEHME TPEX JIET NOC/E YTBEPKAEHUS
3MK (3K) rogosoro pasaena onucu.

Onucn  pen, AOKYMEHTOB B apxuBe OpraHn3aumm npegHasHadyeHbl AOnAa noeagmMHU4Horo wm
CYMMAPHOro y4yerta eguHul, XpaHeHUA, 3aKpenneHunAa nopAagKa cuncrematudaumm eguHul, XpaHeHuUA,
y4yeTa M3MeHEeHMN cocTaBa M obbema APXUBHbIX AOKYMEHTOB, BK/ZTKOYEHHbIX B OMUCL Aen.

B apxuBe opraHu3auMm onucKU BeAyTCA OTAENbHO Ha Aefla MOCTOAHHOrO XpPaHeHUA, No AUYHOMY
cocTaBy, BpeMeHHbIX (cBbile 10 neT) cpokos xpaHeHua (npunoxenuns N 14, 15, 16 Mpasun). JaHHble O
OOKYMEeHTax 3a onpegeneHHbli rog, NOCTyNUBLUME B apXMB OpPraHM3auumn, COCTaBAAIOT ro40BON pasgen
onucu aen, LOKYMEHTOB.

Foposble pasgensbl onucemn 9N1EKTPOHHDbIX AeNl, AOKYMEHTOB COCTaBNAKOTCA Ha 3/IEKTPOHHbIe Aena



NMOCTOAHHOIO CPOKA XPAaHEHWUS U Ha 3/IEKTPOHHbIE Aena BpeMeHHbIX (cBbilwe 10 neT) CPOKOB XpaHeHus
(npunoskeHusa N 17, 18 MpaBuna) Ha OCHOBE OMMCEN INEKTPOHHbBIX A&/ CTPYKTYPHbIX NoApasaeneHuni (.
4.34., npunoxeHue N 24 Mpasun).

MNepBoouyepesHOM 3afadveir apxmBa OpPraHU3aLMM ABAAETCA COCTaB/AEHME TOAOBbIX PA3AeNoB
onucei gen NOCTOAHHOFO CPOKa XPaHEHMUA, B TOM YUC/AE INEKTPOHHbIX, C Lebto obecneyeHns mx
COXPaHHOCTU U NOC/eAyOLWEN Nepesayn B rocyaapcTBeHHbIN (MyHUUMNANAbHbBIN) apXmB.

CocraBneHve rogoBOro pasfena Onucu Aen, AOKYMEHTOB BK/todaeT B cebsa: odopmieHue
PEKBU3NTOB 3aro/I0BOYHOM YaCTU U PUKCALMIO YYETHbIX AaHHbIX B ONMCATENbHOM YacTh ONKUCH.

K PEKBU3UTAM 3aro/IoBOYHOM YacTu rogoBoro pasgena onncn gen oOTHOCATCA:

- nosiHoe (M1 B CKOBKax COKpalleHHoe) odpuumanbHoe HaumeHoBaHMe opraHM3aumm (ecam B onuch
BK/IIOYAIOTCA AOKYMEHTbI 332 Nepuoa, Korga opraHmnsaums MMena MHoe Ha3BaHWe, B 3aro/1I0BOYHOM YacTu
OMWUCK YKa3biBaeTCd HaMMEHOBAHWE OpraHu3auuu, COCTaBMBLLUEA M YyTBEPAMBLUEN TOA0BON pasgen
onucwm);

- Homep doHAaa (N 1 - gna apxuBa, XxpaHAWero oavH GOHA; B apXMBax OPraHU3aLMN, XPaHALLMX
aena 6onee yem ogHoro GpoHAa, Homep ¢oHAa npucBamBaeTca No cnucky ¢oHaos (n. 3.8. Mpasun,
pasaen 3.4. MeToAMYECKUX pPeKOMEHAAUMN); B apXMBaxX OPraHM3aunii - UCTOYHMKOB KOMIMJ/IEKTOBaHMUA
rocyAapCTBEHHbIX U MYHUUMMANbHbIX apXMBOB NpPoCTaBaseTcd Homep GoHAA, KOTOPbLIA NPUCBOEH emy
rocyAapCTBeHHbIM (MYHUUMNANbHBIM) apXMBOM B MOMEHT NEpPBOro yTBepXAeHuA (cornacoBaHus)
onucei (rogoBbIx pasaenos onuceit) ¢ MK apxMBHOTO yupexaeHus);

- HOMep onucKU AeN, LOKYMEHTOB B COOTBETCTBUM € incTom poHaa (n. 3.10. Mpasun);
- rof, 3a KOTOpPbI Aena BHOCATCA B pasaen;
- rpud yTBEPKAEHNA PYKOBOAMTEIEM OpraHMU3aLmm.

HasBaHusaMM pa3genos B ro40BbIX Pas3aenax onucen aen, LOKYMEHTOB MOTYT BbICTyNaTb Ha3BaHMSA
CTPYKTYPHbIX NOApa3AeseHnit opraHM3aumm (B cnydyae nepeMmeHoBaHUA CTPYKTYPHOTO noapasaeneHus
Mcnonb3yeTca nociegHee HaMMEHOBaHWE B rody), Has3BaHuWA (YHKLUMOHa/NbHbLIX HanpaB/ieHui
AeATeNbHOCTU OpraHu3aumMn, HaMMeHOBAHMA aBTOPOB AOKYMEHTOB MAW WHOE, COrNacHO MPUHATON B
apxuBe OpraHM3aLumn CXeme CMCTeMaTM3auMmM (MPUHLMMNOB CUCTEMATM3ALMMU) aPXMBHbIX AOKYMEHTOB (.
2.9.-2.11 Npaswun).

OnucaTenbHble CTaTbM (ONMcaTenbHas CcTaTbA - 3aro/IOBOK Aena C OTHOCAWMMMUCA K Hemy
CBeAeHMAMM) TOA0BbIX Pa3fesoB onucei aen HyMepyloTca B BasoBOM nopagke (rpada 1), Hymepaums
KaXkgoro noc/ienytoLero rogoBoro pasgena byaet HauMHATLCA € YMCAA, CNEAYIOLLErO 32 TeM, KOTOPbIM
3aKOHUYMNACb HYMepaLms NpeablayLLero pasgena.

MponyweHHble NpUM COCTaBNEHUM TOAOBOTO pas3gena OoOnuCKM  3arofloBKM  Aen  Mpu  uXx
HE3HAUMTEe/NIbHOM KO/JIMYECTBE BK/IOYAIOTCA B COOTBETCTBYIOWMIA Tro40BOWM pasgen onucu nog
NIMTEPHbIMM HOMEPAMW B COOTBETCTBMM CO CXEMOM CUCTemaTM3auuu. ECan KOAMYecTBO M3MEHEHUM
CYLLECTBEHHO, TO FO40BOI pa3aen NepecoCcTaBAAeTCa UM K HEMY COCTAaBNAETCA AONOHUTEIbHAA OMNKUCH.
Mocne yTBep:KaeHWa (cornacoBaHua) roAoBbiX PasaenioB onucei Aen, OOKYMEHTOB, BHECEHME B HUX
M3MEHEHWA BO3MOXHO TO/NIbKO MOC/Ae MNPUHATMA COOTBETCTBYIOWero peweHus 3MK apxuBHOro
yupexxaeHus.

3aro/IoBKM fien, coAepalimx AOKYMEHTbI 38 HECKO/IbKO /1eT, BK/OYaloTcA B roA0BOMN pasgen
onucu Aen B 3aBUCMMOCTM OT BMAa OOKYMeHTa nnbo no pate 3asefeHusa (Hanpumep, ANA TakuUX
OOKYMEHTOB, Kak NporpamMma pasBuTUA, NePCNeKTUBHbIN NAaH Ha HeCKoNbKo NeT 1 T.M.), Ainbo no aate
3aBeplieHuna (Hanpumep, AN Nepexoaalmx aen).



3aKpenneHne 3a KaxablM [fOefioMm B [O40BOM pasgesne oOnucu gen  CaMoCTOATe/NbHOro
WHAMBUAYANAbHOrO NOPAAKOBOro HOMePa, KOTOPbIN ABAAETCA HOMEPOM eAMHULLbI XPaHEeHUA B apxuse
OpraHM3aLnKM 1 BKAKOYAETCA B apPXUBHbIN Wndp, obecnevymBaeT NoeANHUYHbINA YYET eAUHUL, XPaHEHUA B
apXxuBe OpraHn3aumm.

CopepskaHue onucaTesibHbIX CTaTelt OMUCKM AeN, OAOKYMEHTOB AO/IKHO TOYHO COOTBETCTBOBATb
cBeAEeHUAM, BbIHECEHHbIM Ha 06103KKKN aen (npunoxkerHune N 5).

lpada "MpumeyaHume" npeaHasHayeHa 419 OTMETOK O BblObITUM Aen, 0COBeHHOCTAX pu3myeckoro
COCTOAHUSA Aen n ap.

Mpy BHECEHMM B rogoBOM pasgen onucy noapsas O4MHAKOBbIX 3ar0/I0BKOB A€ BCe 3aro/ioBKU
Jena 3anucbiBaloTCA MOJIHOCTbIO, He JOoNycKaetca npumeHeHne ¢opmyanpoBkn "To ke" (npu
aBTOMaTU3MPOBAHHOM BEAEHUMN ONUCK AN MOMCK NO TaKMM 3aro/I0BKam HEBO3MOMKEH).

CymMMapHbI y4YeT eauHUL, XpaHeHua [ocTuraeTca nytem odOopMIeHUs UTOroBOW 3anmucu K
Ka*KZOMYy ro0BOMY pa3zeny onucu aen, AOKYMEHTOB, B KOTOPOM Uudbpamm 1 Nponncbio yKasbiBaeTca:

- paKTMUYeCKOoe KOIMYECTBO eAMHULL XPaHEHUA, BK/OYEHHbIX B roA0BOW pasaen;
- NepBblii U NoCAeAHNI HOMepPa eAMHUL, XPaHEHUA;

- 0CO6EHHOCTN HYMEpPaLUWW: TMTEPHbIE U NPONYLLEHHbIE HOMEpPaA (A1A rof40BbIX Pa3aeoB onucei
3/IEKTPOHHbIX e/ YKa3biBaeTcs 0b6wuii ob6bem 3anuceii 8 M6).

MprMmep UTOroBOM 3aMMCK K roA0BOMY pasaesny onucK aen:

25 (mBajuaTh IATH)

JIMTEPHEIE HOMEPa: — === === -

IIPpOoIIylmeHHbBle HOoOMepa: ————-—- -~~~ -~~~ -~~~ -~~~ -~~~ —~——————————-——-——————————

Mpumep UTOroBOW 3aMncK K ro40BOMY Pasgeny Onucu 31eKTPOHHbIX Le:

12 (mBeHamuaThb)
B DmaHHBI pas3met OIMCUM BHECEHO ——————————————————————————————————— nen,
(umdpaMm M OPONMCHIO)

24 (mBajuaTb UYeTHpe) 35 (TpuIuaTb NISThH)

c N -—-——f7-"-""""""-—-————- no N -—-—————————-—-—————————— , B TOM UMCJIEe
(undpaMm ¥ HOPONIUCHIO) (umdppaMm M HOPONMUCHI)
5

OOBEMOM: —————————————— M6

WNTorosyto 3anucb K rogoBOMY paszenly Onucy Aen NOAMMCbIBaeT COCTaBMBLUMIA ee PaboTHWK,
OTBETCTBEHHbIN 33 BeeHUE YYeTHbIX JOKYMEHTOB apXuMBa OpraHM3aLMm U pyKkoBoaAUTEb apxuBa (nuo,
OTBETCTBEHHOe 3a apxuB). EciM MTOroBylo 3anucb K rofOBOMY pasgeny OnucuM Aen COCTaBAsA
pyKoBOAMTENb apXMBa (1MLL0, OTBETCTBEHHOE 33 aPXMB), TO OH NOANMCLIBAET UTOTOBYHO 3aMUCh ABa Pasa,
KaK ycTaHOB/eHO GOPMOI YYETHOTO AOKYMEHTa.

Echm onucb gen, AOKYMEHTOB COCTOUT M3 HECKOJIbKMX roA4O0BbIX pa3genos, TOMOB, UTOrosas



3anNuCb COCTaBAAGTCA K KaXkAOMy rogoBOMYy pasgesny, TOMy; KpoMe TOro, K Kaxgomy nocinegytowemy
rogoBOMy pasgesly, TOMy B HapacTalolem NopsaaKe COCTaBaseTca CBOAHas utorosas 3anmucb (n. 3.10
Mpaswun).

B apxuB opraHu3auum MOryT nocTynuTb WAW MOTYT BblbbiTb [leNa, OTHOCALIMECA K yXe
COCTaB/IeHHOMY U 0GOPMAEHHOMY FOZIOBOMY pasdeny onucu aen. B atom cnyyae nocne BHeCEHUS
3annceir O NOCTYMJIEHUU WAM BbIBLITUM AeN COCTaBAAeTcA HoBas MTOroBasa 3anucb. B apxmsax
OpraHu3aLUmMin - UCTOYHUKOB KOMMIEKTOBAHUA FOCYAAPCTBEHHbIX (MYHUUMMANAbHbIX) apXMBOB OMNUCU
(ropoBble pasgenbl onuceit) Aen NOCTOAHHOTO XPaHEHMA COCTaBAAOTCA He MeHee 4Yem B 4eTbipex
aKk3emnnapax (3 - Ha BymaxkHom HocuTene, 1 - B 3NeKTPOHHOM BMAE) U nognexar cornacosaHuio LIK
(9K) opranmsaumm.

CornacoBaHHble ¢ U3K (3K) opraHusaumm onucu (rogoBble pasgensl onucen) gen NoctoaHHOro
XpaHeHUs nepegatoTca Ha paccmoTpeHme MK apxXnBHOro yuperkaeHua oA YyTBEPKAEHMUA.

Mocne ytBep:KaeHUa DMK apXMBHOTO y4yperKAeHWa onucel (rogoBbiX PasAenoB onucel) aen
NMOCTOAHHOIO XPaHEHUS OHW YTBEPKAAOTCA PYKOBOAUTENEM OpPraHM3aLnm.

B rocyaapcTBeHHbIM (MyHMUMMANbHbIN) apxvB nepedaeTca ABa 3K3emnaspa onucel (roaosbix
pa3genioB onucei) Aen NocTOAHHOTO XpPaHeHUs Ha ByMaXKHOM HocUTele U OOUH B 3/IEKTPOHHOMN dopme
B KauyectBe pabouyero sksemnnsapa (n. 5.5. Mpasun). OAnH 3K3eMnaAp roAoBOro pasfena onucu Aen
NMOCTOAHHOIO XpaHeHUs Ha ByMaXKHOM HOCUTE/IE OCTAEeTCA B apXMBE OpraHn3aumm.

Nocne yTBepKAeHMA roA0BbIX pa3fesios onucen Aen BHeceHne B HUX N3MEHEHUN AO0NyCKaeTcA
TOJZIbKO Nocne NpuUHATUA COOTBETCTBYHOWENO peweHna oMK dPXUBHOTIO y4ypexXaeHuA.

Onucn (roposble pasaenbl onuceid) gen BpemeHHbix (cBbiwe 10 neT) CPOKOB XpaHeHwus
COCTaBNAIOTCA HE MEHEe YeM B ABYX IK3eMNAsApax.

Onucu (rogosble pasaenbl onucei) aen BpeMeHHbIX (cBbie 10 neT) cpoKoB XpaHeHUA nogaexar
cornacoBaHuio LU3K (3K) opraHusaumm, nocne 4Yero yTBEpP:KAAOTCA PYKOBOAWUTENIEM OpraHM3aLuu.
lfopoBble pasgenbl onucy gen BpeMeHHbIX (cBbiwe 10 NeT) CPOKOB XpaHEeHUs B rocy[apCTBEHHbIN
(MyHUUMNANbHBIN) apxuB He NepeaaoTcA.

Onucu (rogoBsble pasaesbl onuceit) gen nNo IMYHOMY COCTaBy COCTaBAOTCA:

- He MeHee Yyem B 4-x aKk3emnaApax (3 - Ha 6ymaxkHoM HocuTene, 1 - B 31EKTPOHHOW dopme) - B
apXMBax OpraHM3auuii - UICTOYHUKOB KOMMJIEKTOBAHUA rOCYAaPCTBEHHbIX U MYHULMNAAbHbIX apPXMBOB;

- He meHee yem B 3-x IK3emMnaAapax - B apxmBax opraHmsau,Mﬁ, He ABAAWUXCA NCTOYHUKaMU
KOMMNNIEKTOBAHUA rOCyaAapCTBEHHbLIX U MYHULLMNAIbHbIX apPXNBOB.

Onucu (roposble pasgenbl onucen) gen No AMYHOMY COCTaBYy TaKxe cornacosbiBatoTca LIDK (3K)
opraHmM3aumMmM, a 3aTem nepesarTca Ha corsacoBaHme 3IlMK  apxMBHOro y4dpexxgeHua, nocne
cornacoBaHus MK apxXMBHOro yuperkaeHMa yTBEPKAATCA PYKOBOAUTEIEM OpPraHuU3aumu.

B rocygapcTBeHHbI (MyHMLMNANAbHbIM) apXMB NepenaeTca OAMH 3K3EMMAAP ONUCK MO NNYHOMY
cocTaBy Ha ByMa)KHOM HocuTesle U OAMH B 3/1IEKTPOHHOM popme B KadecTse pabouyero sksemnaspa (n.
5.5. Mpasun).

Onuck (roaosble pasgenbl onuceit) Aen, AOKYMEHTOB MpeAcTaBAAIOTCA Ha paccmoTpeHue IMK
apPXMBHOTO y4YpexAeHUs He no3gHee, YeM Yepes TPWU roga Mnocse 3aBeplleHus B AeN0oNpou3BoACTBe
[eN, BKNIOYEHHbIX B pa3gen onucu.

PeweHure 0 TOm, B KAKOM popmaTe, Ha KaKOM HOCUTENE U KaKUM cnocobom byaeT npegocTaBieH
pabounii 3K3emMnAAp ONUCKU B 3/IEKTPOHHOM ¢Gopme, NPUHUMAETCA COBMECTHO nepejatrolwen u



NpMHMMalOLLE CTOPOHOM, C yYeTOM XapaKTepa npeanosiaraembix paboT ¢ 3K3eMnaApom.

paduyeckoe npeacTaBleHME COCTaBAEHMA TOAOBbIX pPa3aesioB Onucel Aen, AOKYMEHTOB
npeacrassieHo Ha cxeme 18 npunoxeHna N 4.

B yyeTHble AaHHble rof0BbIX Pa3Ae/ioB Onucel Aen BHOCATCA U3MEHEHNSA B CNeAyIOLLMUX CyYasX:

- NO pe3y/nbTaTaM NPOBEPKU HaAZMUMA U COCTOSHUA APXMBHbBIX AOKYMEHTOB (Npu 0OHapyXKeHUn
Hey4YTeHHbIX e, yTpayeHHbix gen (n. 2.39. - 2.44. Mpasun);

- NO pe3ynbTataM nposegeHnNA 3KCNepTusbl LEHHOCTU AOKYMEHTOB W BblaeneHunAa [Oen K
YHUYTOXKEHUIO;

- Npun nepeaaye apxXmBHbIX JOKYMEHTOB Ha NOCTOAHHOE XpPaHeEHUE;

- NpyY  VMKBMAAUMM OpraHusaumm W nepegaye [AOKYMEHTOB MPaBOMPEEeMHUKY WU B
rocyAapCTBeHHbIN (MyHULUMNANbHbIN) apXuB.

Bce nameHeHuA B rogosble pasgenbl onucemn Aen BHOCATCA Ha OCHOBaHWKM COOTBETCTBYHOLWUX
aKTOB. B aKkTax - OCHOBaHUAX 4J1A BHEeCeHUA N3MEHEHUN B Y4Y€THblE€ AOKYMEHTbI, NPOCTAaBNAETCA OTMETKA
O BHECEHUW WU3MEHEHUI B yyeTHble OOKYMEeHTbl. TaKXe COOTBeTCTBYlLWME M3MEHEeHUA BHOCATCA B
UTOrOBYHO 3anNCb K rogoBOoMy pasageny onncun aen, AOKYMeHTOB.

lpaduyeckoe npeacrasaeHme npouecca 3.2. "YyeT Koan4yecTsa M coctasa gen'" npeacraBieHo Ha
cxeme 19 npunoxkeHua N 4.

lopoBble pasdenbl onucen Aen He MepensieTaloTcs, He MOALWMBAKOTCA, a XPaHATCA B nankax B
apXxuBe opraHun3aLmMm 40 3aBepLIEHUN ONUCK A, AOKYMEHTOB.

K nepsomy rogoBomy pasgeny onuvcu Aefl COCTaBAAEeTCA CNpaBOYHbIVM annapaT (cm. pasgen 4
MeToamyecknx pekomeHgaummn, n. 5.5. Mpasun).

Hymepauua nMcToB rogosbix pasgenos n HCA onucu gen ocywecteasetca npu opopmaeHun
3aKOHUYEHHOM onucK aen.

COBOKYMHOCTb rOA0BbIX Pa3fesioB ONUCK Ae/l COCTaBAAET 3aKOHYEHHYI OMWCb. 3aKOHYEHHas
OMNUCb MOXKET coaeprKaTb He 6bonee 9999 onncaTenbHbIX CTaTEN.

K 3aKOHYEHHOW onucK Aen CoCTaBAAETCA CBOAHAs UTOroBasi 3anmcb Mo aHaoMMM MU Ha OCHOBAHUNU
CBOAHbIX UTOFOBbIX 3anuncei rogoBbIx pasgenos onvcu gen. na obecneyeHns 4OCTOBEPHOCTU CBEPAIOT
NMoKasaTennM CBOAHOM WTOrOBOM 3anMcM K ONWCU Aen C CyMMOM MokasaTenei aucta ¢oHaa B
XPOHOJIOTMYECKMX pamMKaX, COOTBETCTBYHOLWIMX roAO0BbIM pasaenam onucu gen (cm. pasgen 3.5.
MeToanuecknx pekomeHaaummn).

K 3aKOHYeHHOI OMuCKM Aen COCTaBAAETCA NUCT-3aBepuTenb (npunoxeHne N 6), BKAKOYAOWNN B
cebsa:

- Homep onucu;
- Homep $oHAa;

- cBegeHnAa o Koanyecrtese NPOHYMEPOBAHHbLIX /IMCTOB B OMUCKU Oen (Ll,VId)paMVI n I'IpOI'IMCbIO) C
YKa3aHUeMm, B TOM Ynucne, INTEPHbLIX U NponyweHHbIX HOMEPOB;

- No4nNncCb CoCTaBnUTeENA N AaTy COCTaBNEHUA.

3aKOHYeHHasA ONKUCb Ae/ 3aK/I0YaeTCA B TBEPAYIO 06}10)'KKy M nepennetaeTca.



Mocneaywowme rogosblie pasgenbl onucu GopMMPYOT HOBYIO OMWUChb AEen, KOTOPOK No peecTpy
onucen NpuUcBaMBaeTCa caeayoLWmii NOPsAKOBbIN HoOMep.

3.3. Yyet Konnuectsa U cocTaBa onucei gen

B uensx yyeta onucen gen B apxmee opraHv3saumm segetca peectp onucent (n. 3.11., npunoxkeHune
N 19 Mpaswnn). Mo peecTpy onuceit apxme opraHM3aLLMm BeeT NOeANHUYHbIA U CYMMapHbIA yYeT onuceit
aen.

Onucb aen, CocToAllLas U3 HECKOJIbKMX TOMOB, YHUTbIBAETCA B peecTpe onucei Kak ogHa onuchb.

Mpu nepBom NOCTYNAEHUM AOKYMEHTOB B apXMB OpraHM3auuu U, COOTBETCTBEHHO, opopMIeHU
nepBbIX rogoBbIx pasaenos onuceit gen (npunoxernma N 14 - 18 Mpasun), Ha ocHoBe pa3paboTaHHOM
CXeMbl CUCTEMATM3ALNN LOKYMEHTOB B apxmBe PabOTHMK apxMBa, OTBETCTBEHHbIN 33 BeAEHWNE YYETHbIX
OOKYMEHTOB, HauMHaEeT y4yeT onucen gen B peectpe. Homepa onncam NpuceanBaroTcA B COOTBETCTBUN C
nvctom ¢oHaa (n. 3.10 Mpasun). Kak npaBuao, nepsblii NOPSAKOBbI HOMEP NPUCBANBAETCA ONUCK AeN
NMOCTOAHHOIO XPaHeHWs, BTOPOI - ONUCK Aen MO JIMYHOMY COCTaBy, TPETUM - ONUCKU AN BPEMEHHbIX
(cBbiwe 10 neT) cpokoB xpaHeHuA. MpU HanMuMKM B OPraHU3aLMM CEKPETHbIX Aen, cneunduyeckux,
XapaKTePHbIX TO/IbKO A/1A 3TOW OpraHM3auumn Aen, gAs UX y4eTa MOryT 3aBOAUTbCA OTAEe/bHblE OMUCMK.
Mpwn aTOM OpraHM3auMAM - UICTOYHUKAM KOMMIEKTOBaHUA cnefyeT NPUHMMATL pelleHue O 3aBefeHun
TaKux onucel coBmectHo ¢ IIMK apXMBHOTO yupexaeHus.

PeecTp onucelt cOCTOUT U3 TUTY/IbHOTO /INCTa, ONUCaTENIbHOM YacTU U UTOrOBOM 3aMuncH.

Ha TUTynbHOM J/iMCTEe peecTpa OMMUCElM YKasbiBaloT HaMMEHOBaHWE OpraHvM3aLuu COrnacHo
yypeauTenbHbIM AOKYMEHTaM Ha MOMEHT COCTaB/IeHMSA OMMCK, a TaKKe MPOCTaBAAOT AaTy Hayana
BEAEHMA peecTpa onucei. [lata OKOHYaAHWA BeAeHNA peecTpa onmcelt MOXKeT 6biTb NPOCTaBAeHa NULWb B
C/lyyae NIMKBMAAUMM OpraHuM3aumMm C nocieaylolein nepegadvein apxmeHoro ¢poHZa opraHuMsauMu Ha
XpaHeHWe B rocyAapCTBEHHbIM (MyHMLMNANAbHBIN) apXKB.

OnucarenbHadA YacTb peecTpa onucemn 3anosHaeTcA cneayroumm o6pa30M:

- rpadbl 1, 2, 3, 4, 10 3an0NHAKOTCA OAHOBPEMEHHO C HayasioM odopMIEHUA MEPBbIX FOL0BbIX
pa3genoB onucelt Aen NoCTOAHHOIO XpPaHeHus, No IMYHOMY COCTaBy M AN BPeMeHHbIX (cebiwe 10 neT)
CPOKOB XpaHeHwMA.

- rpadsbl 5, 6, 7, 8, 9 3aN0NHAIOTCA HAa OCHOBAaHMM COOTBETCTBYHOLLMX AAHHbIX 3aKOHYEHHOM ONUCK
nen.

ExxerogHoO no coctoAHU0 Ha 1 AHBapA B peecTpe onucen COCTaBAAETCA MTOroBas 3anucb O
KOoJInyecTBe onucem Aen, XpaHAWNUXCA B apXmBe OpraHn3aunm, a Takxe AaHHble O NoCTynunBlwnX U
BblObIBLUMX 33 rog onucax gen.

UTorosaa 3anucb peecTpa onucei 3aBepAaeTca nognumcamm pa6OTHMKa apxuBa - COCTaBUTENA
peectpa wn pyroBOOAUTENA aApPXUBA. ﬂ,aTOI‘/JI WTOroBOM 3anucu ABAsETCA AaTa €e noanucaHumA
pyrkoBoauUTENEM apXUBa.

I'Ipmmep nocnenoBatesibHOro 3anoJIHEHUA peecTpa onucei npmeeaeH B NpuUnoXeHnu N 7.

lpaduueckoe npeacrtasneHne npouecca 3.3. "YyeT KonuyectBa M cocTaBa onucen gen”
npeacTtasneHo Ha cxeme 20 npunoxkenma N 4.

3.4. Yuet Konuyectsa poHA0B apxuBa

B apxvBe opraHuM3aumMu, XpaHaLLeM AOKYMeHTbl 6onee yem ogHoro ¢oHaa, BeaeTca yder
Konuyectea poHaos. [ns aTon uenn Begetca cnmucok doHgos (n. 3.8., npunoxkeHue N 12 Mpasun).



Cnucok ¢poHaoB obecneumBaeT BegeHMe CYMMaApPHOro U MHAMBUAYaNAbHOrO yyeTa Koandectsa GoOHAOB,
HaXOAALLMXCA HA XPaHEHUN B apXmnBe 1 BblBbIBLIMX U3 apXMBa.

CsegeHna B ChNMCOK (OHAOB BHOCATCA NPW NEPBOM MOCTYM/EHWM B apXWMB OpraHUsauum
[OKYMEHTOB BTOPOro apXMBHOro ¢poHaa.

OcHoBaHMeM A/1a BHeCeHUA AaHHbIX B CMUCOK GOHA0B ABNAIOTCA AOKYMEHTbI, CONPOBOMAatoLmne
nocTynsieHne unu sbibbiTue doHaa.

Cnucok d)OH,D,OB COCTOUT U3 TUTYNIbHOTO JIUCTQ, onucaTtesibHOM YacTu U UTOrOBOM 3anucu.
Ha TUTYIbHOM INCTE CNUNCKa d)OH,CI,OB YKa3blBaeTCA:

- HAMMeHOBaHMe OpraHn3aunm CornacHo yvypeaunTesibHbiM AOKYMEHTAaM Ha MOMEHT COCTaB/1EHUA
cnucka ¢oHa0B;

- N Toma cnucka ¢oHAOB (417 apXMBOB OPraHM3aLMi, XPaHALMX 3HAYMTEbHOE KOJIMYEecTBO
apXuBHbIX pOHAOB);

- pgaTa Hayana BeAeHWA cnvcka ¢GpoHAOB (COOTBETCTBYET (aKTMUECKOW paTe ero 3aBefeHus B
apxuBe opraHun3aumm);

- [aTa OKOHYaHMA BeAeHMA cnucka GpoHAOB (COOTBETCTBYET AaTe JIMKBMAALMM OpPraHuM3aumm c
nocieaylollen nepegavein ee JOKYMEHTOB OPraHWM3auUKU-NPaBONPEEeMHUKY WAN B FOCYLapPCTBEHHbIN
(MyHULMNANbHBIN) apxuB).

B rpade 1 "N poHaa" cnmcka GoHA0B yKasbiBaeTCsa NOPAAKOBbIN HOMep ¢doHAa Mo cnUcKy poHaoB
B XPOHOJIOTMYECKOW MNOCNeAoBaTe/NbHOCTM WX MOCTYyN/eHUs (y4eTHbIM HOMEPOM apxuBHoro ¢oHaa
OpraHM3aumMm - UCTOYHUKA KOMMIEKTOBAHMA TOCYAAPCTBEHHOTO (MyHMUMNANAbHOIO) apxuBa, ABASETCA
YUYETHbIA HOMEpP, MPUCBOEHHbLIN 3TOMY apxMBHOMy GOHAY OpraHM3auMM roCyAapPCTBEHHbIM
(MyHMUMNANbHBIM) apPXMBOM).

ObbegnHeHHOMY apxuBHOMYy ¢oHAy, o0b6pasoBaHHOMY W3 (OHAOB, paHee Y4YTeHHbIX
CaMOCTOATE/IbHO, MPUCBAMBAETCA OAMH U3 HOMepPOoB GOHAOB, BK/IOYEHHbIX B COCTaB 06beaMHEHHOTo
apxuBHoro ¢poHAa.

Ecnun doHA copepuT 0cobo LeHHble JOKYMEHTbI, K ero Homepy aobasnsetca nHaekc "OL".

YYeTHbI Homep, NPUCBOEHHbIA GOHAY NO CNUCKY GOHAOB, COXPAHAETCA 3@ HUM BO BCEX YYETHbIX
OOKYMEHTax apXx1Ba, ABAAETCSA YHUKabHbIM U HE MOKET BbITb MPUCBOEH Apyromy GoHAYy.

N3meHeHune YYE€THbIX HOMEPOB d)OH,CI,OB HE AoNnyCKaeTcA.

B rpade 2 cnucka $poHAO0B yKa3bliBaeTCA AaTa NepBOro NocTynjaeHns AOKYMeHTOB ¢oHAa B apXuB
OpraHuM3auMM B COOTBETCTBUM C AATON NEepPBOro MOCTyMN/eHNAa AOKYMEHTOB, yKa3aHHON B ancte GpoHAa;
[ANA CO34aHHOTO B apxuee 06begMHEHHOrO apXMBHOTO GoHAa 3TOM AaTOMN ABAAETCA AaTa ero co3aaHus.

B rpade 3 cnucka ¢OHAOB YKasblBAaeTCA Ha3BaHME KaKAOro apxvmBHoro ¢oHaa, KoTopoe
3anunCbIBAETCA B CMUCOK GOHAO0B Ha OCHOBAHMM UCTOPUYECKON CMPABKM K GOHAY WAU TUTYNBHOTO NCTa
onucu gen, ookymeHTos (n. 3.8. Mpasun); Bce nocneaytolime nepemMmeHoBaHUs BHOCATCA TO/IbKO B IMCT

¢doHAa.

HasBaHue apxuBHOro ¢oHAA BHOCUTCA B CNUCOK (OHAOB C COOMOAEHMEM CeayOLMX
TpebosaHuii (n. 3.8. Npasun):

- Ha3BaHMe 06begMHEHHOro apxXMBHOro GoHAa COCTOUT M3 0606LWEHHOrO Ha3BaHUA BKKOYEHHbIX
B €ro COCTaB 0AHOPOAHbIX apXMBHbIX GOHAOB, Hanpumep:



MepBuYHbIe NPodCoto3HbIE OpraHM3aLmMmn ropoaa H-cka;

- Ha3BaHWe o06beAMHEHHOro apxMBHOro ¢oHAa COCTOUT U3 Ha3BaHMA BblllecToALlel (roN0BHON)
opraHusaummn n 0606L1eHHOro Ha3BaHMA NoABEeAOMCTBEHHbIX OPraHU3aLnii, Hanpumep:

AKuMoHepHoe obuectBo "CBeTocepBuc" U NoaABeAOMCTBEHHbIE €My OpraHM3aumu;

- Ha3BaHuUe 06'be,D,MHeHHOI'O dpPXNUBHOTO (bOH,CI,a COCTOUT M3 Ha3BaHWA OpraHun3auum wm
O606LLI,EHHOI'O Ha3BaHWUA Opl'aHVI3aLI,VII\/‘I-FIpe,D,LIJeCTBeHHVIKOB, Hanpumep:

AKumnoHepHoe obuwectso "CBeTocepBuc" 1 ero NpeawecTBEHHNKMN.

Ha3saHuA apxuBHbIX GOHAOB B COCTaBe 06beAMHEHHOrO apXxMBHOro ¢GoHAa BHOCATCA B CMMCOK
doHOoB noa HasBaHMem ob6bbeauMHeHHoro ¢oHAa. HassaHuMA opraHM3auuMiA, KOTopble BOLWAU B
obbeauHeHHbIM doHa, npuBoaAaTca B ancte ¢oHaa. B rpade 4 cnucka ¢oHAOB yKa3biBaETCA MOJHOE U
COKpalleHHoe Ha3BaHWe apxuBa (MM WMHOW opraHusauuu), Kyga 6blna ocywecTsineHa nepegaya
apxmBHOro ¢poHAa NOMHOCTbIO; NP YaCTUYHOM Nepeaaye AOKYMEHTOB apXMBHOro ¢poHAa y4yeT BbibbITUSA
BegeTca B icTe GoHAA U KHUIe yyeTa NoCTyNAeHNe U BbiObITUA AeN, LOKYMEHTOB.

B rpade 5 ykasbiBalOTCA HaMMmeHOBaHWe, AaTa U HOMep [AOKYMEHTa, Ha OCHOBaHMM KOTOPOro
apXMBHbIV GOHA BbIBbLII U3 apXMBa OpPraHU3aLmin.

lpada 6 cnncka GOHAOB CAYKUT ONA CNYKEBHbIX OTMETOK, HaNpPUMep, AN YKasaHWUA PEKBM3UTOB
AOMONHUTENbHbIX AOKYMEHTOB, MOC/AYMMBLLUMX OCHOBAaHMEM ANA BblbbITUA apxmBHOro ¢oHaa; AnA
OTMETKM O BXOXAeHUM POHAa B cOCTaB 06 beANHEHHOTO apXxMBHOTo GpoHAa U Ap.

ExxerogHo, no coctoaHuio Ha 1 AHBapsA, COCTaB/AETCA rO40Ban UTOrOBas 3anuch K CnMcKky ¢poHAOB,
B KOTOPYIO BHOCATCA CBeAeHMA O HomMepax GOHA0B, BHECEHHbIX B CMIMCOK M MCK/IOUYEHHbIX U3 CMUCKa,
yKasbiBaetca (uMdpamm M MNPOMNUCbIO) KOMMYECTBO XPaHALIMXCA B apxuee ¢GOHAOB W CBEAEHMA O
Konnyectse (undpammn 1 nponucolo) GoHAOB, XpPaHALLMX Aena ¢ 0c060 UEHHbIMW AOKYMEHTaMM, eciu
TaKue ecTb (ec/M HeT, TO CTaBUTCA NPoYepK).

OTaenbHo B WMTOroBOW 3anncum AOONXKHbI 6bITb YKa3aHbl:

- HOMepa, KoTopble OCBO6OAVIJ1MCb B pe3y/sibTaTe yTpaThbl, BblaeNeHNA BCEX AOKYMEHTOB apXUBHOTO
¢0Hp,a K YHUYTOXEHUIO B CBA3UN C UCTEYEHUNEM CPOKOB XpPaHEHUA, a TaKXKe B Cayyae BbICBO60)+(AeHMFI
YYETHbIX HOMEPOB d)OHAOB, Bowealnx B CoCtas O6'b€LI,MHeHHOFO dpXnBHOIo d)OHLI,a;

- HOMepa BbI6bIBLUMX UAKN NepesaHHbIX apXMBHbIX GOHAOB, ECU TaKMe MMEeIoTCH.

UTorosasa 3anucob 3aBepAeTcAa nognmcbto COCTaBMBLLEIO €e pa6OTHVIKa N pyroBoguTenAa apxumsa.
,ﬂ,aTOﬁ WTOrOBOW 3anNuCcKU ABAAETCA AaTa ee nognmcaHnAa pykosoautTesiem apxmsa.

K cnucky d)OHLI,OB MOeT 6bITb cocTaB/eH NINCT-3aBepuUTeNb B Caydae, eC/in apxme OopraHmsaumu
XPaHUT 60/1bLLOE KONNYECTBO d)OHLI,OB M CNUCOK d)OHLI,OB ABNAETCA MHOIOCTPAHUYHbIM. JIUCT-3aBepuTenb
CMUCKa d)OHLI,OB coaepXnt ceegeHnAa O Ko/in4yectse NPOHYyMepoBaHHbIX JIMCTOB B CMUCKE dJOH,EI,OB,
noanucolBaetca U pgatupyetca. [pwm HEO6X0,CI,MMOCTM N NO YCMOTPEHUIO PYKOBOOAUTENA aAPXWUBa
OpraHunsaunn NUCT-3aBepuUTEIb CNUCKa d)OHLI,OB MOXET bbITb AONO/IHEH YTOYHAKOWMNMNU CBEAEHNAMMN.

Cnuncok ¢poHA0B NOALWNBAETCA B TBEPAYH 06/0XKKY.

lpadumyeckoe npeactasneHme npouecca 3.4. "YyeT KonmyecTBa M coctaBa ¢oHAOB apxmBa"
npeacTasneHo Ha cxeme 21 npunoxkenua N 4.

3.5. Yuet usmeHeHuii B Konnmyectse 1 coctaBe GpoHaa



Ona yyeTa M3aMeHeHU B KONMYECTBE M COCTaBe AeNl apxMBHOro ¢oHAa B apxmBe opraHusauumu
Begetca anct ¢oHaa. Jict oHaa BeLeTCcA MO KarKAOMYy apxvBHOMy ¢OHAY W 3aBOAMTCA NPU NepBOM
NOCTYN/IeHUN AOKyMeHToB ¢oHaa B apxus (n. 3.9. Mpaswun). Obpaseu, 3anonHeHMA Aucta $oHaa
npeacrasneH B npuaoxeHnu N 8.

Nnct doHAa CAYKUT Lenam yyeTa no cneayowmm napameTpam:

- YY4ET UISMEHEHMI B HAa3BAHUMN N XPOHOOTUYECKUX PaMKaX apxnBHOro ¢poHAa;

- YYeT KOIMYEeCcTBa M COCTaBa onucel gen GoHAaa;

- YYeT KOMYEeCTBA M COCTaBa eAMHUIL, XPaHEHMA MO Kaxg0M onucu aen;

- YYET USMEHEHMUI KOIMYECTBA €AMHUL, XPaHEHMA MO KaXKL0M onucK aen;

- YYET KOIMYECTBA HEOMUCAHHbIX aPXMBHbIX LOKYMEHTOB.

OcHoBaHMEM A1 BHECEHUA U3MEHEHUI O KOIMYECTBE EANHUL, XPaHEHMA B INCT GOHAA ABAAIOTCA:

Oonnucun gen, AOKYMEHTOB CTPYKTYPHOro noapasageneHmna n rogosoro pasagena CBO[],HOI\;I onucun aen,
AOKYMEHTOB OpraHn3auunm;

HOMEHKNnaTypa [en opraHuWsauuu, 3ameHAlollas roAoBOM pasden CBOAHOW oOnucK  aen,
[JOKYMEHTOB OpraHusaunu;

aKT O TEXHUYECKUX OLIMBKax B yYEeTHbIX AOKyMeHTax (npunoxexue N 4 Mpasun);

aKT 06 OBHapy)eHUU AOKYMEHTOB (He OTHOCALMXCA K AaHHOMY GOHAY, apXUBY, HEYUYTeHHbIX)
(npunokeHue N 5 Mpasun);

aKT 06 yTpaTe AoKymeHTOB (npunoxkeHue N 6 Mpasun);
aKT Npuema-nepenaym apxmeHbIX LOKYMEHTOB Ha XxpaHeHue (npunoxkeHne N 20 Mpasun);

aKT O BbIAGNEHUM K YHUUTOMKEHWUIO apPXMBHbIX [AOKYMEHTOB, HE MOAJEKalUX XPaHEHWUIo
(npunoskeHue N 21 Npasun);

aKT O HEUCMPaBUMbIX MOBPEXAEHUAX aPXMBHbIX OKYMEHTOB (npunoskeHue N 22 Mpasun).
Nnct doHaa BKAOUaEeT B cebs 3aroN0BOK U iB€ OCHOBHbIX YacCTu:

1. YyeT HeonMCaHHbIX AOKYMEHTOB.

2. Y4yeT ONUCAHHbIX OKYMEHTOB.

B 3arosi0BoYHOM YacTn incta ¢poHAa YKasbIBalOT c/edytolme cBeaeHus:

- Homep poHAa: NPOCTaBAAETCA NO CNUCKY GOHAOB;

- MEeCTOHaxoXxgeHune (I)OHp,a: YKa3blBaeTCA HaMMeHOBaHMNE OpraHnsauuu, XpaHﬂLLl,eﬁ Aena d)OH,CI,a
COrnacHo yvypegutenbHbiM JOKYMEHTAM Ha MOMEHT Od)OpM}'IeHMH NCTa d)OHp,a;

- AaTa nepBoro noctynneHus aen ¢oHAa: yKasbiBaeTca gaTa NepBoro NocTyniaeHna AOKYMEHTOB
¢$oHAa B apxMB OpraHM3aLmMu, KOTopasa AONXKHa COBMagaTh C COOTBETCTBYIOWEN AAaTON B UHbIX YYETHbIX
OOKYMEHTaxX: KHWUre ydyeTa nocTyrnieHus U BbibbITUA Aen, AOKYMEHTOB, cnucke GpoHA0B (NpU Hanuuum);
Ans 06beaAMHEHHOro apxmuBHoOro GpoHaa (apXMBHOM KOMIEKLMKN) 3TO MOXKET bbITb AaTa ero (ee) co3aaHua
B apXuBe opraHu3auuu;



- KpaillHWe AaTbl ANA Kaxaoro HassaHusa ¢oHaa (rpada 1 3aronoBKa): COrlacHO MCTOPUYECKON
CnpaBKe WM HOPMAaTMBHbIM MNPaBOBbIM aKTaM O CO34aHWUW, PpeopraHu3aunm u  ANKBUAALMUK
opraHusaumnn-boHa006pa3oBaTeNa yKasblBalOTCA HayanbHaa M KOHeyHas [AaTbl GYHKUMOHMPOBaHUA
opraHusaunn-ooHa006pa3oBaTena, HeE3aBMCUMO OT Hannuma B GoHAE AOKYMEHTOB 3a 3TOT Nepuo, npu
3TOM:

AnAa  obbegMHEeHHOro apxusHoro ¢oHaa, 06pa3oBaHHOrO MO  MPUHUMMY MNOAYUHEHHOCTMH,
YyKa3blBalOTCA KpaHWe AaThl AeATEIbHOCTM PYKOBOAALLErO OpraHa;

Ana obbeAnHeHHOro apxuBHoro ¢oHaa, 06pa3soBaHHOrO W3 AOKYMEHTOB OAHOPOAHbLIX WAU
nocnenoBaTe/ibHO CMEHABLUMX APYr Apyra opraHusauuii, KpanHMMKM gaTaMmyn ABAAIOTCA Camaa paHHAA
AaTa 0bpa3oBaHMA 04HOM U3 HUX U AaTa IMKBUAALMM NOCNeHEN;

nocneaylowme W3MeHeHMA B KpalHuMe pAaTbl Kawgoro ¢oHAaa BHOCATCA Ha OCHOBaHWUK
MOCTYMaIoLIMX B aPXMB OPraHM3aLmm JOKYMEHTOB;

- Ha3BaHue ¢oHAaa (rpada 2 3aronoBKa): COrnacHO UCTOPUYECKOM CNpaBKe MAM HOPMAaTMBHbIM
NpPaBOBbIM aKTamM O CO34aHWW, PeopraHM3auMM U ANKBUAALMM OpraHusauuu-poHa0o0bpasoBatens B
XPOHOIOrMYECKO MOoCNeA0BaTENbHOCTM COMIaCHO KPanHUM gaTam NMepeymncantoTcs Bce HauMeHOBaHUS
M noaBedOMCTBEHHOCTb OpraHmsaummn-¢oHaoobpasoBaTenss, He3aBUCMMO OT Haanuma B ¢oHae
[JOKYMEHTOB 3a 3TOT Nepuoa, Npu sTom:

ANnA 0bbeanHEHHbIX apXMBHbIX GOHAOB B rpade ykasbiBaeTcs 0b6obuweHHoe Ha3BaHWe $oHAa, a
3aTeM NepedncntoTca HaMMeHOBaHUA BCeX OpraHusaunin-¢oHaoobpasosaTenel, AOKYMEHTbI KOTOPbIX
BOLU/IM B COCTaB 06beaMHeHHOro $poHAa 3a BECb NEPMO, UX CYLLLECTBOBAHUS;

nociaeayowme U3MeHeHUA B HasBaHMe $OHOA BHOCATCA HAa OCHOBAHMM MOCTYNAlOLWMX B apXvB
OpraHun3aLmm AOKYMEHTOB.

Mpy NOCTYNNEeHNN B apXMB OpPraHmM3aummn HEOMUCAHHbIX AOKYMEHTOB (ChOPMMPOBaHHbLIX B Aena,
OTAENbHbIMM AOKYMEHTAMWN UM INCTaMM) UX YYeT ocyllecTBaseTca B nucte ¢oHaa B pasgene 1 "Yuer
HEOMNMCaHHbIX JOKYMEHTOB" B YCIOBHbIX 4MHULLAX.

OaTon 3anuck (rpada 1) ABnsetcs AaTa PpaKTUUYECKOro BHECEHMA AAHHbIX O MOCTYNAEHUU UAU
BblObITUM HEONMUCAHHbIX JJOKYMEHTOB.

HasBaHuWe 1 peKBM3UTbI AOKYMEHTa (4aTa, HOMep), MO KOTOPOMY B apXMB OpraHM3aLMu NoCTynuau
AOKYMEHTbI UK BbIBLIAN U3 HEro, YKasblBalOTCA NOHOCTLIO (rpada 2).

B rpade 3 yKkasbiBaeTCA KONMYECTBO AN B YCAOBHbIX eAMHMUAX (YCNOBHaA eguHULA XpaHeHuA
cogeput 150 nmuctos). B rpade 4 ykasbiBatoTcA AaTbl CAMOTo PaHHEro U Camoro Nno3LHero 4OKYMEeHTOB,
NOCTYNMUBLUMX HEOMMUCAHHBLIMWU B aPXUB OpPraHM3aumm.

BbIbbITME HEOMMUCAHHBIX LLOKYMEHTOB OObIYHO CBSA3AHO C TEM, YTO 3TU JOKYMEHTbI ONUCHIBAIOTCA U
dopmmpytoTca B Aena (eaAnHULbI XpaHeHWUA) B apxmBe, YTo 0popMAAEeTCa OTAENbHOM CTPOKoM (rpadbl 3,
4, 5, 6 HMKOr4a He 3aMo/HAIOTCA OAHOBPEMEHHO), B TaKOM C/ly4Yae OCHOBaHWeM Aaa BblbbITUA
AOKyMeHTOB (rpada 2) byaeT ABAATLCA aKT ONMCAaHUA apXMBHbIX LOKYMEHTOB (nepepaboTkun onucen).

Ha ocHOBaHWM 3TOro akTa Npu BbIGLITUM HEOMUCaHHbIX AOKYMeHTOB B rpade 5 yKasbiBaercs
KOMYeCcTBO CHOPMUPOBAHHbLIX M3 HEOMMUCAHHbIX AOKYMEHTOB Aen, a B rpade 6 - KpaiHWe AaTbl 3TUX
aen.

[aHHble No BbIGLITUIO HEOMMUCAHHbIX AOKYMEHTOB (KOIMYECTBO eAMHML, XPaHEHUA N UX KpaHue
AaTtbl B rpadax 5 v 6 pasgena 1 nucta ¢oHAa) AOMKHBI ObITb OTPAXKEHbI KaK MOCTYNeHUe ONUCAHHbIX
[OKYMEHTOB B COOTBETCTBYIOLMX rpadax pasgena 2 amcta GoHaa.



MNocne Kaxkgoro noctynneHna nnum BblObITUA HEOMUCAHHbIX AOKYMEHTOB B rpad)e 7 YKa3blBaeTCA
KOJ/IN4eCTBO HEONMUCaAHHbIX AeN B YC/IOBHbIX e AUHULaX.

Ecnn AOKyMeHTbl B apXuB OpraHu3aLmmn noctynawT B BuAe chopMUPOBaHHbIX AeN No onucam (B
T.4. ONMUCAM AeN CTPYKTYPHbIX noapasgeneHuin), To pasgen 1 nucta poHaa He 3anonHAeTcA U yyer
NocTynaeHuna BeaeTcs cpasy B pasaesie 2 "YYeT onncaHHbIX AOKYMEHTOB" Moc/ie COCTaBAEHUA roA0BbIX
pa3fienos onucen gen, AOKYMeHTOB (cm. pasaen 3.2. MeToaMyecknx pekomeHaaumi).

B rpade 1 pasgena 2 ykasbiBaeTcA gata $aKTMYECKOW 3anucu CBeAEHMI O MOCTYMNAEHUU UAn
BbIObITUW LLOKYMEHTOB.

Homep onucu gen (rpada 2) NpocTaBAseTca COrNacHO COOTBETCTBYIOWEN ONUCK e, LOKYMEHTOB
B COOTBETCTBMM CO CXEMOM CUCTEMATM3ALMM OOKYMEHTOB B apxvMBe OpraHusaumm (cm. pasgen 3.3.
MeToaunyeckmx pekomeHaaumnin).

B rpade 3 ykKasbiBaeTcsA rod, 3a KOTOPbIA COCTaBAAETCA roA0BOW pasden Oonucu Aen, Win rog
CO3aHWA JLOKYMEHTOB, BKNHOYEHHbIX B OMUCh.

B rpade 4 ykasbiBaeTCA Ha3BaHME OMWCKU COMNACHO ee HaMMEHOBaHWIO B PEECTPe Onucen Uan Ha
0610Ke onucu aen.

AHHOTaUMA Ha AOKYMEHTbI MOXKET 6bITb COCTaB/IEHA npu H806XO,EI,VIMOCTM PaCKpbITUA coaep*KaHnA
OTAENbHbLIX AOKYMEHTOB WU/IN Tpynnbl JOKYMEHTOB, Ha/n4ne KOTOPbIX B AeNne HeNnb3Aa onpeaenntb no
Ha3BaHWIO OoNnUCK (OCO6O LUeHHble JOKYMEHTbI, JOKYMEHTbI OpI'aHM3aLLMVI-Hpe,ﬂ,UJECTBEHHMKOB n ,D,p.).

O6Liee KONMYECTBO MOCTYNMBLLMX B apXMB OPraHU3aLmMm eanMHUL, XpaHeHMA Mo rof0BOMY pasaeny
onucu aen ykasbiBaertca B rpade 5.

lpadbl ¢ 6 No 9 npeaHasHadyeHbl AnA GUKcaLMn BbiBbITUA AEN U3 apXMBa OpPraHM3aLmMmn Mo Kaxaomn
13 onucei (rpadsbl 2 - 4) Ha OCHOBaHUKN COOTBETCTBYIOLLMX AOKYMEHTOB (aKTOB).

B rpade 6 yKasbiBaeTCsA KOAMYECTBO BbIObIBLUMX eANHUL, XpaHeHMA (aen).

HasBaHMe W peKkBU3WUTbI [OKYMeHTa (AaTa, HOmMep), Ha OCHOBaHWMM KOTOPOrO M3 apXWBa
OpraHun3aLmm BblObIIM AOKYMEHTbI, YKa3blBaOTCA MOAHOCTbIO (rpada 7).

B rpadax 8 M 9 ykasbiBaeTcs KONMYECTBO W KpailHMe AaTbl eAuMHUL, XpaHEHUA, BblObIBLUMX MO
rof,0BbIM pa3sesiam onucen Aen NOCTOAHHOIO XpaHeHus, yTeepKaeHHbIx IMK.

lpadbl ¢ 10 no 16 npegHasHayeHbl AN UTOFOBbIX 3aMMUCE O KOAMYECTBE eAMHUL, XPaHEeHMA B
apx1Be OpraHU3aL MM Nocae Kaxaoro x NOCTYNAEHNA B apXMB OPraHn3aLumn nam BblbbiTna ns Hero.

Mocne npoBeneHUA BHYTPUAPXMBHbLIX PAabOT M3MeHeHUA B ANCT GOHAA BHOCATCA TONbKO mocne
BHECEHWA COOTBETCTBYIOLWMX U3MEHEHUA B rof0Bble pa3gesibl onucen Aen Ha OCHOBaHUMM MOJIHOCTbIO
0bOpPMIEHHbIX aKTOB. MI3MeHeHMs, CBA3AHHbIE C TEXHUYECKMMM OLIMOKAamK, Nocae BHECEHUS B ro40BOM
pa3zen onucu Aen AN B 3aKOHYEHHYIO ONUCb, BHOCATCA B IUCT dOHAA B COOTBETCTBUM C aKTOM O
TEXHUYECKMX OWMOKAx B YYeTHbIX AJOKyMeHTax (npunoxkeHne N 4 T[paBua), YTBEPXKAEHHbLIM
pyKOBOAWUTENEM OPraHu3auMM, a M3MEHEHWs, CBA3aHHble C HeoOHapyXeHHbIMU W HEeUCnpPaBUMO
noBpeXAeHHbIMW AOKYMEHTAaMM MOCTOAHHOIO XPaHEHMA, BHOCATCA TO/IbKO NOC/AE COMNacoBaHMA aKTa C
OMMK apxnBHOro yupexxaeHus.

lpadmueckoe npeacraBneHne npouecca 3.5. "YyeT usmeHeHun B Konndyectse M coctaBe ¢poHaa"
npeacTaB/ieHo Ha cxeme 22 npunoxkenma N 4.,

Echm Ha nucte dPoHpa He oOCTaeTcA MecTa A/1a odyepegHblX 3anucen, 3aBOAMUTCA JINCT-
NPOAOAXKEHME, B MPAaBOM BEPXHEM YIly KOTOPOro yKasbiBaeTca "npogonkeHue, ¢. N _anet N 2",



JINCTbI-NPOAOKEHNA MNOAKNAABIBAIOTCA 33 OCHOBHbIM AMCTOM. JIUCT dOHAA nepecocTaBaseTcA Ha
OCHOBaAHWM U1 C cobtogeHnem onpeaeneHHbix TpeboBaHuit (n. 3.9. MNpaswun).

Mpwn xpaHeHnn nnctoB GoHAA B HECKONBKUX MamnKax, MankM HyYMepytoTca B BasIOBOM MOpsAKe, K
Ka*k4oW Manke cocraBnserca auct-3aseputesnb (n. 3.9. Mpasun), npumepHas opma KOTOporo gaHa B
npunoxeHun N 8 Mpasua. Mpn HEOHBXOAMMOCTU U MO YCMOTPEHUIO PYKOBOAUTENA apXMBa OpPraHM3aLmum
NncT-3agepuTenb ancta GoHAa MOMKET ObiTb AONONHEH YTOYHAOWMMK cBeAeHUAMU. [pU U3MeHeHun
KO/IMYecTBa /INCTOB B ManKe ¢ AMCTamMu POHLOB, K HEN COCTABAAETCA HOBbIA JINCT-3aBEPUTEIb, MPUYEM,
npeAblayLLInin 3a4epKUBAETCA U OCTAEeTCA B NANKe Mo HOBbIM IMCTOM-3aBEpPUTENEM.

3.6. Yyert BbibbITUA pen

YyeT BbIObITMA Aen U3 apxmMBa OpraHM3aunmn segetca no ancty ¢oHaa (npunoxkerHme N 13 Mpasun,
n. 3.9 MpaBunn) U KHUre yyeTa NOCTynaeHns u BblbbITUA Aen, AoKymeHToB (npuaoxeHue N 11 Mpasun, n.
3.7 Mpasun).

B KHUre yyeTa NocTynieHus u BbibbITUA Aen, JOKYMEHTOB GUKCUpyeTca GaKT BbibbITUA Aena u3
apxuBa  OpraHM3auuMKu, COMPOBOXAAWLWMNCA  BHECEHMEM B  Yy4YeTHylo  popmy  CBeAEHUN,
noaTeepaatoLmx GakT BbibbITUA (N. 3.7. Mpasun).

Mpu yyeTte BbIOLITUA €AUHUL, XPAHEHUA MO KHUIE yYeTa NOCTYN/AEHUA U BblObITUA AeN, AOKYMEHTOB
rpadbl ¢ 1 no 7 3anoNHAKTCA aHANOMMYHO TpeboBaHMAM, OnucaHHbIM B pa3gen 3.1. Metoguyeckumx
pekomeHaaunii.

Kaxkaoe BblbbITME AOKYMEHTOB MOYy4aeT CaMOCTOATE/bHbIN NOPAAKOBbIM HoMmep (rpada 1). fena
0oAHOro ¢oHAa ABNAOTCA €AMHbIM KOMMIEKCOM, NO3TOMY Npu BbiObITUM Aen ogHoro ¢oHAA 3anuchb
6yaeT UMeTb O4HY CTPOKY, a Npu BbIBbITUWN AN U3 HECKONbKMX GOHAOB AaHHbIE NO Kaxaomy GpoHay
3anNuUCbIBAOTCA C HOBOWM CTPOKM.

[aToi BbI6bITUA AOKYMEHTOB ABNAETCA AaTa GaKTUUYECKON nepeaayn Aen U3 apxusa opraHusaumm
(rpada 2).

B rpade 3 yKasbiBaeTcA NOAHOE HaMMeHOBaHWe rocyfapCTBEHHOro (MyHMLMNAaNbLHOMO) apxvea
(MHOI opraHunsaLmMu), KOTOPoOMy NepeaaloTca Aena U3 apxnBa opraHu3aumu.

B rpade 4 yKasbiBaloTCA Ha3BaHMe, AaTa M HOMEpP [AOKYMeHTa, MO KOTOPOMY M3 apXusa
opraHM3aummn BblbbIBAOT AOKYMEHTbI.

OcHoBaHMEM A1a BHECEHWA AAHHbIX O BbIGLITUM AEN B KHUTY y4YeTa NOCTynaeHns n BbibbiTUA gen,
AOKYMEHTOB MOryT BbITb C/iedytolime AoOKYMeHTbl (n. 3.15. Mpasun):

- aKT 06 yTpaTe aoKymeHTOB (NpunoxkeHme N 6 Mpasun);
- aKT NpuemMa-nepeaaym apxmBHbIX LOKYMEHTOB Ha xpaHeHue (npunoskeHue N 30 Mpasun);

- aKT O BbIGENEHWU K YHUUTOMKEHWMIO apPXMBHBIX OOKYMEHTOB, He MoA/ealuxX XpPaHeHWHo
(npunorkeHue N 21 MNpasun);

- aKT O HEeMCNpPaBMMbIX MOBPEXKAEHUAX aPXMBHbIX AOKYMEHTOB (npuaoxeHue N 22 Mpasun);

lpadumueckoe npeacrasneHue npouecca 3.6. "YueT BbibbITUA Aen" npeacTaBieHO Ha cxeme 23
npunoxkeHua N 4,

Homep ¢poHAaa npocTaBaAeTca B KHUTe yyeTa NOCTyNIeHUs U BblbbITUA Aen, AOKyMmeHToB (rpada 5)
no paHee NPMUCBOEHHOMY eMy HOMepY B CN1cKke GpOHAOB, KOTOPbIN ABAAETCA YaCcTbio apXUBHOTO WKdpa
KaXkOoM eauHMLbl XpaHeHua (aena).



B rpade 6 npocTaBaaAloT KpaHWe AaTbl Aefl, BKAOYEHHbIX B onucb. Mpu BbIObITUM HEOMMUCAHHbIX
[OKYMEHTOB, €C/IM KpaliHue AaTbl He onpeaesieHbl, 3Ta rpada He 3anoHAeTCs.

B rpadax 11 - 13 oTaenbHO PUKCUMPYIOT KONMYECTBO BbIObIBLUMX OMMCAHHbIX A€/ NOCTOAHHOTO,
BpeMeHHbIX (cBbiwe 10 neT) CPOKOB XpaHEHUS U MO IMYHOMY COCTaBY.

B rpade 15 dpMKcMpyrOT KONMYECTBO BCEX BbIObIBLUMX HEOMMUCAHHbIX Ae/, eC/IM OHU CHOPMUPOBAHDI
B [eNa, HO He BK/YEeHbl B OMWUCb, MAX ObLLEe KONMYECTBO BbIObIBLUMX AOKYMEHTOB C YyKa3aHWeEM
KOZIMYEeCTBa JINCTOB.

ApXVMB OpraHM3aumMm CO CNOMKHOMN CTPYKTYPOW MOMKET BECTM y4yeT BbIbbITUA Aen B KHWUre y4yeta
NocTynieHns w BblbbITUS  Oen, [AOKYMEHTOB CaMOCTOATE/NIbHO MO KaXXAOMYy CTPYKTYpHOMY
noapasgeneHuio.

EXeroaHo B UTOroBOM rogoBOM 3aMMCK KHUTU yyeTa NOCTYNAeHUA U BbiObITUA OEN, LOKYMEHTOB
noABoAUTCA CYMMApPHbI WTOT BbIObLIBWMX AeN W OTAE/bHO WMTOTM MO KaKAOMY BMAYy HoOcCUTens
BbIObIBLINX Aen (6YyMaXKHbII, 3NEKTPOHHbIN, ayano, BUAEO).

Obuiaa wTOroBas rofoBasa 3anucb MO MOCTYN/EHUIO W BbIGbITMIO Aen  noanucbiBaeTcA
COCTaBMBILMM ee paboTHUMKOM W pyKoBOAUTENeM apxuBa. [aToil UTOroBoOM roaoBoO 3anmncK ABASAETCA
AaTa ee NoANUCaHMA PYKOBOAUTENEM apXnBa (OTBETCTBEHHbIM 33 apXuB).

Mpumep 3an0NHEHUA KHUTKU yYeTa NOCTYNIeHUA U BblObITUSA Aen, LOKYMEHTOB B npunoxeHun N 9.

B nnct ¢poHaa cBesieHUA O BbIBbITUM Aen BHOCATCA Ha OCHOBaHUW TeX e AOKYMEHTOB, YTO U B
KHUIY y4YeTa NocTynaeHuna v BbibbITUA Aen, AOKYMeHTOB. Kpome Toro, B NCT ¢poHAa BHOCATCA cBeAeHMUsA
0 BbIBGLITUM A/, JOKYMEHTOB MO MEepe OMUCcaHnA Aen, AOKYMEHTOB, KOTopble paHee 6bln BHECEHb! B
NMCT doHAa Kak HeonucaHHble. ocne onucaHna v ¢dopmuposaHus gen, B pasgene 1 "yyer
HEeOMNMCaHHbIX OKYMEHTOB" OTparkaeTca BbiGbITUE 3TUX AOKYMEHTOB, a B pasdene 2 "y4eT onucaHHbIX
[OKYMEHTOB" OTparkaerca ux noctynieHune (cm. pasgen 3.2).

BbIBbITUE OTAENbHbIX AOKYMEHTOB M3 AE/1 MOMKET MPOU30ITU B C/lyyae BO3BPaTa UX COBCTBEHHUKY,
NPy BblBbITUM COCTABAAETCA aKT 06 M3bATUM U3 AeN NOAJMHHUKOB JIMYHBLIX AOKYMEHTOB M aKT O
BO3BpaLLEHNN COBCTBEHHUKY MNOAMHHUKOB /IMYHbIX AOKYmMeHTOoB (n. 5.17 MMpasua). C M3biMaembix
AOKYMEHTOB B apXMBeE M3roTaB/MBAIOTCA KOMWUK, KOTOPble NPMOBLLAtOTCA K Aenam. BbibbiTve oTAeNbHbIX
OOKYMEHTOB TaKXe MOMKeT MPOU30WTM MNpU MX HEUCNPaBUMbIX MOBPEXKAEHMM, B 3ITOM C/yyae
COCTaBAAETCA aKT O HeucnpaBuMmbIXx noBpexaeHusax (Mpunoxkenve N 22 K [pasBunam). UsbaTue
AOKYMEHTOB, a TaK)Ke 3aMeHa Ha KOMWM OTPaXkaloTcA BO BHYTPEHHeN onucK Aena, B IMCTe-3aBeputene
Aena, onucu pgen, AOKYMEHTOB. AKTbl, Ha OCHOBaHMM KOTOPbIX MPOM3BEAEHO M3bATUE APXMBHbIX
AOKYMEHTOB, BKKOYAlOTCA B Aeno poHaa.

3.7. BepeHue pena poHAa

Oeno ¢oHaa Bepetca Ha Kaxkabl apxuBHbli ¢oHa. [eno ¢GoHAa BKAOYAET AOKYMEHTHI,
noareepxgaowme nobble M3MEHEHMA B COCTaBe W KO/MMYEeCTBe eAWHUL, XpaHeHus ¢oHaa WU
dUKcupylowue nposBegeHne onpeaeneHHbIX apXMBHbIX paboT

- aKTbl MPOBEPKM HAZIMUNA U COCTOAHUS apXMBHBIX LOKYMEHTOB (npuaoxkeHue N 3 Mpasun);
- AKTbl O TEXHUYECKMX OLIMBKAX B YYETHbIX OKYMeHTax (npunoxkeHne N 4 Mpasun);

- aKTbl 06 OBHapyeHUN [OKYMEHTOB (He OTHOCAWMXCA K AaHHOMY ¢OHAY, HeyuyTeHHbIX)
(npunorkeHue N 5 Mpasun);

- aKTbl 06 yTpaTe AOKyMeHTOB (NpunoxeHue N 6 Mpasun);



- aKTbl NpUeMa-nepesaym apxmBHbIX JOKYMEHTOB Ha XxpaHeHue (npunoxkeHua N 20, N 30 Mpasun);

- AKTbl O BbIAENEHUN K YHUYTOMKEHWUIO aPXMBHbIX LOKYMEHTOB, He MNOAJ/ieXallunX XpPaHEeHWIo
(npunoskeHune N 21 Npasun);

- aKTbl O HEMCMPABUMbIX NOBPEKAEHMAX APXMBHbIX AOKYMeHTOB (npunoxerue N 22 Mpasun);
- MPOTOKO/1bl BbIEMKW AOKYMEHTOB;
- aKTbl pacceKpeynBaHumA.

Kpome aToro B aeno ¢poHAa BKAOYAOTCA AOKYMEHTbI, OTparkatolme UCTOPUIO OpraHn3auumn 1 ee
¢$oHaa - cTopuYecKan cnpaska U AOMONHEHNA K Hel.

MepecocTaBneHHble MUCTbl GOHAA TaKkKe NnogaexKaT BKAoUYeHuto B aeno doHga (n. 3.9. Mpasun).

AKTbl W ApyrMe OOKYMEHTbl, PUKCUpYIOLLME M3MEHEHUS B COCTaBe M KOJIMYECTBE eauHUL,
XpaHeHus ¢oHaa, BKAOYaloTcA B Aeno GoHAA TONbKO C OTMETKOM O BHECEHWU U3MEHEHWUI BO Bce
y4YeTHble [OKYMEHTbl apXuBa opraHusauMn. AKTbl HymepytoTca B npegenax poHaa No BUAAM aKTOB B
Ba/I0OBOM MOpAIKe.

Bce goKymeHTbl B pene CbOH,CI,a pacnonarakoTca B XpOHOJ'IOI'M‘-IGCKOVI nocnenoBaTeNbHOCTU UX
COCTaB/ieHUA.

Ha nokymeHTbl fena poHAa COCTaBAAETCA BHYTPEHHAA ONUCh, IMCTbI Aena HymepytoTca. Mo mepe
nonosiHeHns gena GoHAa BHYTPEHHAA ONUCb JonoaHAeTcA. K 3akoHYeHHOMY feny GoHAa cocTaBnseTca
NnncT-3aBeputenb aena. leno poHAa A0MKHO ObiTb NOAWIMTO, MPOHYMEPOBAHO, 3aK/IHOYEHO B TBEPAYHO
06N10XKKY.

[ena ¢poHLO0B XpaHATCA B NOPAAKE BO3pacTaHNA HOMePOoB GOHLOB.

Odeno doHAa aBnseTca cNyKebHbIM AOKYMEHTOM M MO/Ab30BaTeNsIM He Bblaaetca. paduyeckoe
npeacrasneHue npouecca 3.7. "BeaeHue gena poHaa" npeacrasaeHo Ha cxeme 24 npunokeHus N 4.,

3.8. Yuet ncnonb3oBaHUA AOKYMEHTOB

ApXMB OpraHU3aLmMn BeAET YYET UCMOb30BAHUA aPXMBHbIX AOKYMEHTOB NO paKTam Bblgauun gen,
AOKYMEHTOB U3 apXuBa OpPraHusaunn; BblAa4YU aAPXUBHbIX CMNPaABOK, apPXWMBHbIX BbIMNCOK, apPXUBHbIX
Konuit okymeHToB (cm. pasgen V Mpasun, pasaen 5 MeToanyeckmx pekomeHaaumi).

Echn B apxuee oOpraHMsaumnn NOMMMO YKa3aHHbIX, CyWeCTBYHOT WUHblE ¢OprI Mcnonb3oBaHUA
dPXUBHbIX AOKYMEHTOB, TO BCE d)OprI MCNONb30BaHNA NOANEXKAT YHETY.

OCHOBHbIMKN GOPMaMM UCNONb30BAHUA AOKYMEHTOB apXMBa OpraHmn3aLMm ABAAIOTCA:
- MHPOPMaLMOHHOEe obecneyeHne paboTHUKOB OpraHn3aunm;

- UCMOJIHEHUWE 3aNPOCOB NOJ/b30BaTeNel, B TOM YMC/Ie 3aMpoCoB rpaykaaH coLManbHO-NPaBoOBOro
XapaKTepa;

- Bblga4a OOKYMEHTOB W A€zl BO BPEMEHHOE NO/b30BaHWe, NpenocraBieHne Konumn APXUBHDbIX
AOKYMEHTOB NO 3anpocCam HOﬂbBOBaTEHEﬁ, B TOM 4Hncne B d)opme SNNEKTPOHHbIX OKYMEHTOB.

CDOpMaMVI MCNON1b30BaHNA JOKYMEHTOB apxXxmBa OpraHn3aunmn ABNAKOTCA TaKXKe:

- UHOOPMMPOBAHME CTOPOHHUX OPraHM3aLMii O HaANYMKU N COAEPIKAHUN UMEIOLLIUXCA B apxuBse
JOKYMEHTOB;



- MCNON1Ib30BaHME OOKYMEHTOB B CpeacTBax MaccoBoW MHd)OpMaLI,MVI,'

- WCMNO/Ib30BaHUE AOKYMEHTOB ANA MNOATOTOBKM WCTOPUKO-MHPOPMALMOHHBIX MeEpPOoNnpUATUN:
BbICTABOK, 3KCKYpPCUi1, KOHpepeHumit;

- BblAa4ya AOKYMEHTOB A/11 paboTbl B UNTaibHOM (MPOCMOTPOBOM) 3a/1e apXmBa;

- OpraHun3auuAa gocrtyna pa6OTHVIKOB OpraHnsaunn K JOKYMEHTaM apXmBa nNytem UCnosibsoBaHUA
MHq)OpMaLI,MOHHO-TEIIeKOMMYHMKaLI,MOHHOﬁ ceTn.

B pe3synbTaTe WUCMOMIHEHWS 3aMPOCOB NOJIb30BATENEN AOKYMEHTbI M3 APXMBOXPAHUAMULLA MOTYT
6bITb BblAaHbl BO BPpEMEHHOE MOo/Ib30BaHWE CTOPOHHUM opraHusaumam (pasgen 2.2.3. MeToguyeckux
pekomeHgaumii) ¢ opopmaeHMeM aKTa COOTBETCTBYIOLWLEro cogepaHua (npunoxernre N 10 Mpasun)
WAN BO3BPALLEHbl BageNblly UAM ero poacTBeHHUKY (pasgen 5.1. MeToauyecknx pekomeHgauui, m.
5.17. Mpasun). B yyeTe MCNoONb30BaHMA [AOKYMEHTOB JaHHble 06 3TOM TaKMKe 3aKpennsoTcs B
COOTBETCTBYHOLMX YYETHbIX 4OKYMEHTAX, YTO OTPa*KeHO Ha cxeme 25 npunoxeHua N 4,

ApX1B OpraHusauumn BnpasBe CaMOCTOATE/IbHO pa3pabaTbiBaTb GOPMbI YUETHbLIX JOKYMEHTOB ANA
yyeTa MCMONb30BaHUA apPXUBHbIX JOKYMEHTOB OpraHM3aLuu.

[na Toro 4to6bl OCYLWECTBAATD UX YYET, KaXKA0N eauHULE XPaHEHWNA B COCTaBe apXMBHOro GpoHAaa
NPUCBaMBaETCA YYETHLIA HOMED, ABAAIOWMINCA YacTbio apxmBHOro wudpa (n. 3.4. n npunoxkeHune N 28
Mpasun). Mpumep apxnBHOro wnopa:

®.53.0n. 3. 4. 148,

roe "®. 53" - Homep apxmBHOro ¢oHAa (NpuUcBamBaeTCA rocyAapcTBEHHbIM (MYHULMNAAbHbIM)
apxvBom nocsie odpopmaeHMA MepBOro MNOCTYMN/eHUs [OKYMEHTOB OpraHvM3aumMM Ha MOCTOAHHOe
XpaHeHue uau npoctasasetca no aucty ¢oHga); "oOn. 3" - Homep onucu gen; "[O. 148" - yyeTHbI HOMEP
eAMHULbl XpaHeHua (cooTseTcTByeT Homepy B nepsoi rpade (N n/n) onmcu pen opraHvsaumn
(npunoskeHus N 23, 24 Mpasun).

ApxuBHble WWdpPbl NPUCBAMBAIOTCA €AMHULAM XPaHEHWA MOC/Ae YTBEPXKAEHWUA (cornacoBaHun)
rofoBbix pasgenoB onuceit aen MK apXMBHOTO y4YpexKAeHUA U YTBEPKAEHUA UX PYKOBOAUTENEM
OpraHun3aumm, Nociae Yero HaHOCATCA YepPHUAAMU B IEBOM HUNKHEM YIY KarKAOM eAMHMULbl XpaHeHUA
(A0 3TOro apxMBHbIN WKNdP NpPocTaBaseTCcA KapaHaalom - n. 4.27., Mpasua, pasgen 3.2. MeToanyYeckux
pekomeHaaunim).

4. CO3AAHUE N BEAEHUE HAYYHO-CIMMPABOYHOIO ANMNAPATA
K AOKYMEHTAM APXUBA

Cuctema Hay4yHo-cmpaBoyHoro annapata (HCA) K [OOKyMeHTam apxvMBa - KOMMJEKC
B3aMMOCBA3AHHbIX U B3aUMOZOMOJIHAEMbIX, CO34aHHbIX Ha eAMHON Hay4yHO-MeTOAMYECKOW OCHOBE,
apPXMBHbIX CNPABOYHMKOB O COCTABE U COAEPKAHUN LLOKYMEHTOB apxmBa.

CocTaB 1 $pOopMbl HAyYHO-CMPABOYHOTO annapaTta 3aBMUCAT OT COCTaBa U COAEPKAHUA LOKYMEHTOB,
XPaHALLMXCA B apXMBe, XapaKTepa 1 3a4a4 NOMCKa MU MHTEHCUBHOCTU MCMONb30BaHUA AOKYMeHTOB (n. 5.4
Mpasun).

Yepes cuctemy HCA peanusyetca MNpPeemcTBEHHOCTb YYeTHO-CNpPaBOYHOro annapara,
CO34aBaemMoro B [Ae/OMNPOM3BOACTBE M apxuBe OpraHusauuM, ero coBmectMmoctb ¢ HCA
rocyAapCTBeHHbIX (MyHUUMNANbHbIX) apPXMBOB.

MpeemcTBEHHOCTb MHPOPMALMKN O COCTaBe AN B YY4ETHO-CMPABOUYHbIX AOKYMEHTaX MOMKET bbiTb
npeacraB/ieHa CXeMOM:



HomeHknaTypa fen opraHusaummn —” Onuch Aen, AOKYMEHTOB CTPYKTYPHOrO noApasaenenHua —
Fo[0BOM pa3gen onvucu Aen, AOKYMeHTOB —” ONWCb Aes, JOKYMEHTOB.

HomeHKknaTypa [4en oOpraHu3auMn  COCTaBAseTcA B Ae/IONpouM3BOACTBE, obecneymsaeT
CUCTEMATU3ALMIO [AOKYMEHTANIbHOTO GOHAA OpPraHU3aumMmn, CAYXUT ana obecneyeHus TeKyluero
XPaHEHUA OOKYMEHTOB M COLEPHKMT MHOOPMALMIO O CPOKaxX UX XpaHeHua. Onucb Aen, AOKYMEHTOB
CTPYKTYPHOro mnoapa3feneHna COCTaB/AAETCA Ha OCHOBAaHWW 3aro/IOBKOB HOMEHKANATypbl Aen; u3
rof0BbIX Pa3fenioB onucei Aen, LOKYMEHTOB, CO34aBaeMbIX B apXMBe OpraHU3auMmM Ha OCHOBE onucei
OeN CTPYKTYPHbIX NoapasgeneHunin, opmupyetca onucb Aen, LOKYMEHTOB, ABNAOWAACA 06A3aTeIbHbIM
anemeHTom HCA apxuBa opraHmsauum.

Ecnv opraHM3auma ABASETCA MCTOYHMKOM KOMMNEKTOBAHWUA rocyapCcTBEHHOro (MyHMLMNAaAbHOIO)
apxuBa, 04HOBPEMEHHO M3 rOZ0BbIX Pa3ge/ioB ONUCK Ae/l MOCTOAHHOIO XPaHeHUs, yTBepKaeHHbIx MK
apPXMBHOrO yuypexaeHus, GopMmnpyeTca onncb Aen NOCTOSHHOrO CPOKAa XpaHeHMA B rocyaapCTBEHHOM
(MyHUULMNAnbLHOM) apxuBe.

4.1. OpopmneHune onucu gen, [OKYMEHTOB U CNPaBOYHOrO
annapara K Heit

Ob6na3aTenbHbiM 3iemeHToM HCA apxmBa opraHusaumu SiBAAETCA ONUCb AeN, AOKYMeHToB (n. 5.4.
Mpasun).

K nepsomy rogosomy pasfeny OMUCU Aes, AOKYMEHTOB COCTaB/AETCA CMpaBOYHbIA annapar
onucu gen (n. 5.5. MpaBwua), KOTOPbIM 3aTem AOMNOJHAETCA U/UAN U3MEHAETCA MPU COCTaBAEHUU
nociaeayowmx rogoBbIX pasaesnoB onucn aen u/uam BHECEHUM U3MEHEHUI B rOA0Bble Pasaesbl onucu
aen. Coctas cnpaBoOYHOro annaparta onucei Aen oTpaxkeH B npunoxeHun N 10.

TUTYNbHbIA NIUCT ONUCK AeNl, AOKYMEHToB (B cOOTBeTCTBMM C n. 5.5. [paBwun) BKAKOYaeT
cneaylolwme AaHHble:

- NO/MIHOE HAaWMEHOBAHME ToCYAAPCTBEHHOrO (MyHMUMMNANLHOMO) apxvBa, KyZa nepeparotca Ha
XpaHeHue AoKymeHTbl ApxusHoro ®oHaa Poccuitickort depepaumu, ecnnm opraHusauma sABAseTcA
NCTOUYHMKOM KOMMNEKTOBaHUS;

- HAMMEHOBaHME BbILLECTOALLEN OPraHN3aLNN B UMEHUTENbHOM Magexe (npu ee HanMuum);

- nocnegHee NosHOe HaMMeHOBaHME OpraHM3aLMmM, KOTOPOE COOTBETCTBYET Ha3BaHMIo GpoHaa (n.
5.5 npasun). ECAM B XPOHO/NOMMYECKMX pPamKax KpalHWUX A[aT eaMHWL, XpaHeHua onucu  aen
HauMeHOBaHWe OpraHM3aLMM U3MEHANOCH, TO NOA NEPBbIM YKa3aHHbIM HAMMEHOBAHMEM B CKOBKax uau
Ha OTAENbHOM /INCTE YKa3blBalOT BCE Npeablaylime HauMeHOBaHUA OpraHM3aummn B XPOHOIOMMYECKOM
nopsAaKe;

- Homep PoHAa;
- Homep onucy;

- Has3BaHMe onucKu (BKAOYAET YKasaHUe KaTeropuMmM AOKYMEHTOB (MOCTOSIHHOro, BPEMEHHOro
XpaHeHMs, Mo JIMYHOMY COCTaBy U Ap.), COAEPNKALUMXCA B Aenax, 3aro/IOBKM KOTOPbIX BK/OYEHbI B
onuchb);

- KpallHuMe AaTbl BHECEHHbIX B OMUCb eaMHUL, XpaHeHuA (KpalHWe AaTbl MOryT MEHATbCA npwu
COCTaB/IeHUU MOCAEAYHOLMX FOA0BbIX Pa3Aenos onucu Aen U/Manm BHECEHUU U3MEHEHUI B rogosble
pasgenbl onucu gen).

MpumepHasa popma TUTY/IbHOTO IMCTA ONUCK AeN NpeacTaBieHa B npuaoxeHmun N 11,



OrnasneHve onucu aen, LOKYMEHTOB COAEPKUT HAUMEHOBAHMUA CTPYKTYPHbIX 3/1IEMEHTOB OMNWUCH
Aaen (pasgenbl, nogpasaens, BblaeNeHHble rpynbl Aes, 31eMeHTbl CTPYKTYpbl).

Mpeauncnosue K onucu gen, LOKYMEHTOB B AOMNOJIHEHUE K CBEAEHUAM, YKa3aHHbIM M. 5.5. Mpasun,
MOXKET BKAIOYaATb:

- cBegeHMAa 06 OCHOBHbIX HanpaBAeHUAX f[EATEeNbHOCTM W CTPYKTYpe oOpraHu3auuu B
XPOHOMOMMYECKMX PaMKax KpaliHUX AaT e4MHUL, XPaHEHWA ONUCK Aen;

- KPATKYHO XapaKTeEPUCTUKY coaepKaHUNA U NONHOTbI Aen d)OHﬂ,a, BK/TKOYEHHbLIX B ONUCb (B TOM
4yncne BblaenAaroT Hambosiee TUNUYHbIE rpynnbl Aen no pasHoBNAHOCTAM U cop,epmaHmo);

- CBe4eHnA 0 Hann4ymum aen, BbiIXxoaAawmnx 3a XPOHONOIrM4eCKMNE rpaHnL bl d)OHAa,'

- cBefleHMA 06 ocobeHHoCTAX popmMmmnpoBaHUsa U odopmaeHua aen (3NeKTPOHHbIX Aen), onucaHms
M cMCTeMaTM3aLUmm 3aro/I0OBKOB Jef;

- OCHOBHblE MPUHLMMNbI COCTaB/AEHWA CMPaBOYHOrO anmnapata K OMMCK Aen M MOopPAaoK ero
MCNONb30BaHUA.

CNM1COK COKpalLeHUn BKAKOYaeT B cebs andaBUTHbIN NepedeHb UCMOb3yeMblX B AOKYMEHTaxX u
CNPaBOYHOM annapaTe ONWCUM e, COKpaWeHWA C MX pacwndppoBKoi. CNUCOK COKpaLLLEeHWUi
COCTaBAAETCA B TOM C/lyyYae, eCiu B rogoBbIX pasgenax onucu Aen ynotpebnstoTcs XapakTepHble aaa
AeATeNbHOCTM OPraHM3aLMmM COKPaLLLEHUA.

YKasatennm K ONucKM COCTaBAAIOTCA B CAydyae, eCAW rofoBble pasfesbl OnNncKM Aen ABAATCA
C/IOXHbIMU NO CTPYKTYpE U coaeprkaHuio. LlenecoobpasHocTb U popMbl UX COCTaBAEHUA ONpeaenatoTca
MO COr1acoOBaHMIO C rOCYAAPCTBEHHbIM (MYHMUMMNAbHBIM) apPXUBOM.

Hymepauua 1MCTOB roAoBbIX Pa3Aesos 1 CNPaBoYHOro annapara onucK Aen OCYLEeCTBAAETCA Npu
0pOPMIEHNN 3aKOHUYEHHON ONWUCK AeN B MOPAAKe, NpeaycmMoTpeHHoOM ana odpopmaenua gen (n. 1.2
METOAMYECKUX PEKOMEHAAUMNM).

TpeboBaHMA K ONMcaTeNbHOM CTaTbe OMNMCKU, COCTaBy CNPaABOYHOrO annapaTta onucu, obopmaeHUIo
ee TUTY/IbHOTo ICTa coaeprKatca B n. 5.5. Mpasua.

B apxvBe opraHusauum MoOryT co34aBaTbCA AOMNONHUTE/IbHbIE apXMBHbIE CMPAaBOYHUKM - KaTanorm
n yKkasaTtenu. Llenecoobpa3HocTb UX cO34aHMA onpenenseTca pyKoBoauTes1eM apxmea opraHm3aLmm uam
NINLOM, OTBETCTBEHHbIM 33 apXMB, B 3aBUCMMOCTU OT COCTaBa U COAEPIKaHUA LOKYMEHTOB, XPaHALLMXCA
B apXuBe, XapaKTepa 1 3a4a4 Nomncka, MHTEHCMBHOCTU UCNOb30BaHMA AOKYMeHTOB (n. 5.4 Mpasun).

C uenbto obecneyeHus AocTtyna nosb3oBaTtesnen K MHd)OpMaLI,MM O codepxawmxca B apxmee
OpraHnsaunn AOOKYMEHTaX U obnerueHusn noncka, HCA moxket 6bITb npeacrtas/ieH B 9ﬂeKTpOHHOl71

dopme.

Mpu opraHM3auMK 31eKTPoHHOM cuctembl HCA MOryT Mcnosib3oBaTbCA OUMPOBaHHbIE KOMWUU
AokymeHToB HCA Ha 6yma)KHOM HOCUTene, TaKKe MOXeT 6biTb opraHusoBaHa 6a3a AaHHbIX,
No3BONAIOWAA HACTPOUTb cucTeMmy OUABLTPOB MPU YCNOBMM BHECEHWMA AOCTAaTOYHOW MHbopmaumm o6
apXMBHbIX AOKYMeHTax ans obecneyeHmns nUx noucka n otbopa.

CoctaB cuctembl HCA moKeT 6biTb PacKpbIT B JIOKA/IbHbIX HOPMATUMBHbLIX OOKYMEHTaX apxvBa,
BK/IIOYEH B MCTOPUYECKYLO CNPaBKY K GoHAY.

4.2. OdbopmneHne UCTOpUYECKOI cnpaBKku K poHAy

CocraBneHue VICTOpVI‘-IeCKOlz cnpaBkn K d)OH,D,y ABNAETCA OCHOBOM p,aanePlLuero HAy4HO-



060CHOBAHHOTO MCMOMb30BaHUA AOKYMeHTOB ¢oHAa. McTopuyeckaa cnpaBka K GoHAY - AOKYMEHT,
coaep)Kawmm cBegeHuMa Mo uctopum  ¢doHaoobpasoBaTena M apxuBHoro ¢oHAa, KpaTKylo
XapaKTEPUCTUKY COCTaBa M COAEpXKaHMA [AOKYMEHTOB apXxmBHOro ¢oHAa M Hay4yHO-CMPaBOYHOro
annapaTa K Hemy.

Ona  opraHusaumii, He ABAAIOWMXCA WUCTOMHMKAMM  KOMMJIEKTOBAHMA  TOCYAAPCTBEHHbIX,
MYHUUMNANbHbIX apXMBOB, COCTaBAEHWE UCTOPMYECKON CnpaBKuM K GoHAY He obsA3aTenbHO (cm. n. 5.6
Mpaswun).

McTopuryeckan cnpaBKa K poHAy BKAtoYaeTcA B geno GoHAa.

McTopurueckan cnpasKka K GoHAY NPeACTaBAAETCa OpraHM3aumeli-uCTOYHUMKOM KOMMIEKTOBaHNUA B
apXMBHOE yuYpexaeHMe Npu NepBoi Nepegaye AOKYMEHTOB GoHAA.

Mpu yTBEP)KAEHMM HOBLIX FOAO0BbLIX Pa3desNoB ONUCEN Aen MOCTOAHHOro XxpaHenua B IMK
APXMBHOIO YyypexaeHWsa BMecTe C rofO0BbIM pPasgenom onucu npeacrasnsercAa [ononHeHwe K
ncTopuyeckoi crnpaske. Ecim 3a Bpemsa, npoulegliee ¢ MOMEHTa YTBEPXKAEHUA NpeablayLinx rogoBbix
pa3fenoB onuceit gen MNOCTOAHHOMO XPaHeHMA, He MPOMU3OLIO KAKUX-IMOO M3MEHEHUI B MCTOPUM
doHpmoobpasoBaTens u ero ¢oHAa, 3TO OroBapuBaeTca B JOMOJHEHUW K WUCTOPUYECKOM CrnpaBske.
[JononHeHne K MUCTOPUYECKOM CMpaBKe COCTABASETCA MO MpaBWIam COCTABAEHUS WCTOPUYECKOM
CNpaBKu.

MCTOpMHECKaH cnpaBKka AO0J1)XKHAa WMMETb 3aroJIOBOK C YKa3aHunem Ha3BaHUA (I)OHLI,a n
XPOHO/1I0rn4yecKoro nepmnoaga, KOTOprVI OHa OXBaTbIBaET.

HasBaHWe ¢oHAa COCTOMT M3 NocAedHero MosHOro M (B CKobKax) - oduuUManbHO MPUHATOTO
COKpalleHHOro HasBaHusA opraHusauuu-GpoHa00b6pasoBaTens, ee MNOAYMHEHHOCTM WM KpalHuX Aaar
AeATe/IbHOCTM OpraHM3aLmMM 3a XPOHONOTMYECKMIn Nepuof, OCBELLEHHbI B MCTOPUYECKON CrnpaBske,
Hanpumep:

Mctopuueckan cnpaska K ¢oHAy Poccuitckoro areHTCTBa NO MaTeHTaM M TOBapHbIM 3HaKam
(PocnateHT) 33 1992 - 1999 roapi.

NcTopuueckas cnpaBKa COCTOUT U3 Tpex pasaenos (n. 5.6. Mpasun):
- uctopma ¢oHaoobpasosaTens;

- uctopus GoHAaa;

- XapaKTepPUCTMKA SOKYMEHTOB ¢pOoHAA M ero CNpaBoYyHOro annapara.

OCHOBHbIMM UCTOYHUKAMK A1A NOATOTOBKMU VICTOpVI‘-IeCKOﬁ CNMpPaBKuU ABNAKOTCA HOPMATUBHbIE aKTbl
BbICLLMX  OpPraHos FOCYAapCTBeHHOVI B/1aCTn n ynpasaeHwuAa, ydypeauTesibHblie  AOKYMEHTbI
¢0H,u,oo6pa3osaTenﬂ, ero BbILueCTOﬂLLI,eVI OopraHunsauuu, OpraHM3aunMoHHO-pacnopAanTenbHble
AOKYMEHTbI ¢0Hp,oo6pa303aTenﬂ, NUCTOPUYECKAA U CNPaBOYHAA INTepaTypa, y4eTHble AOKYMEHTbI, AeNo

doHaa.
NcTopus poHpo06pasoBaTens AONKHA coAepKaTb caeaytowme CBeAeHUs:

- 0aTbl CO34aHNA, NepenMmeHOBaHA, peopraHn3aunm n AIMKkenaaunmm opraHmnsaummn co CCbIZIKOM Ha
3aKOHO4aTe/ibHble aKTbl nnn pacnopaguTenbHble AOKYMEHTbI; Ha3BaHuMe opraHnsauummn-
npaBonpeemMmHuKa;

- cBegeHmAa o BblLUGCTOFlLIJ,Eﬁ opraHusauum,

- COCTaB CUCTEMbl NOABEAOMCTBEHHbIX OpPraHuM3auuii (MX BWUAbI, KPATKYH XapaKTEpPUCTUKY,
TeppUTOpMaNbHOE pasMelLeHne), BCe NMocaeaylolme ee U3MEHEHUA C YKasaHMem AaT YTBEPKAEHMUA U



OCHOBHbIX MPUYUNH M3M€‘H€‘HVIVI,‘

- CTpyKTypa ¢oHaoobpasoBaTtens M ee WU3IMEHEHMA C YKa3aHMeM [aT WU OCHOBHbIX MPUYUH
N3MEHEeHUN;

- 3agaun n ¢yHKuMn ¢doHaoobpasoBaTena, CBeAeHUA O AOKYMEHTaxX, KOTOPbIMW BHOCMAUCH
yKa3aHHble U3MEeHEHUA, UX NPUUYUHDI;

- Ha3BaHue opraHundaunn-npealecteBeHHMKa (B Ccnydae OTCyTCTBMA MpAmMOro npealecrtBeHHUKa
MOXEeT bbITb YKa3aHa opraHun3auunaA, BbinoO/IHABLUAA aHAa/10TM4YHbIE d)yHKLI,MM).

|_|pl4 COCTaB/1€HNUUN UCTOPUN ¢0H,u,oo6pa303aTenﬂ HeO6XO,D,MMO MMETb B BUAY Caieayroulee:

- odMUMaNbHO MPUHATOE MNOJIHOE W COKpalleHHOEe Ha3BaHWEe OpraHM3aumMmM YKasbiBaeTcs Ha
OCHOBAHWM HOPMATMBHbLIX MPABOBbIX aKTOB. EciM B AOKyMeHTax (HOPMaTMBHbIX MPABOBbIX aKTax,
pacnopAaauTeNibHbIX, YYpeauUTeNbHbIX [AOKYMEHTax W Ap.), OTHOCAWMXCA K BOMPOCY CO34aHus,
OEATEeNbHOCTU OpraHM3aumMKn, a TakKe ee npeobpasoBaHwuit, ByayT OOHAPY)KEHbl PACXOXKAEHWUA B
Ha3BaHMM OpraHU3aLMW, MPUBOLATCA BCE MMEIOLIMECA B LOKYMEHTAX Ha3BaHWA CO CCbUIKAMWM Ha
COOTBETCTBYIOLIME JOKYMEHTbI. B c/ly4ae OTCYTCTBUA MPaBOBbIX AKTOB O CO34aHUU, MEepPEMMEHOBAHUM,
peopraHusaumMm, M3MEHEeHWW MoABEAOMCTBEHHOCTM WM NMKBMAAUMW OpraHusauuun, 3TU CBeAeHusA
YCTaHaB/IMBAIOTCA MO KOCBEHHbIM AaHHbIM, YTO OrOBapMBaEeTCA B UCTOPMYECKOM CMPaBKE;

- YKasblBaeTca  HenocpeacTBEHHas  MNOAYMHEHHOCTb  OpraHusaummn-GoHaoo0bpasoBaTens
(Hanpumep, MUHUCTEPCTBY MM KaKOMY-TMBO ero CTPYKTYpPHOMY NoApasaeneHuto);

- 4aTbl CO34aHMNsA, NepPeENMEHOBaAHNA, PeopraHmM3aLmm N IMKBUAALUMMK YKa3blBAOTCA CO CCbIIKOM Ha
3aKOHOaTe/ibHble aKTbl U pacnopAguTenbHble AOKYMEHTbI; MPU HaJIMYUN HECKOJIbKUX HOPMATUBHbIX
NpPaBOBbIX aKTOB pa3Hbix opraHoB (YKa3 [pesngeHTa Poccuiickoin ®degepaumn, MNOCTaHOBAEHUE
MpaBuTenbcTBa Poccuiickoii depepaumm, npukas denepanbHOro opraHa MCMNoOIHATENbHOW BAacTu) B
NCTOPMYECKON cripaBKe yKa3blBatoTcA obe AaTbl, HO 3a OCHOBY BepeTca NOCTaHOB/AEHME BbICLLIEro opraHa
rocyfapcTBEHHOrO YNpPaBAeHUs.

Ecnn opraHusaums sBAseTca AeiCTBYIOWEN, CBEAEHUA NO ee UCTOPUM B UCTOPUYECKOW CMpaBKe
OOMKHbl OXBaTbiBaTb TOT *KE XPOHONOIMYECKMI nepuod, 4YTO W rogoBble pasgenbl onucu gen
NOCTOAHHOrO XPaHeHUs, NpeAcTaBAAeMble Ha yTBepKaeHMe IMK apXMBHOro yuperKaeHus.

Echn opraHusauma 6bina NNKBUANPOBAHA, TO UCTOPUYECKAA CNpaBKa COAEPHUT CBeAeHUA NO
ncropun ¢OHAOO6paBOBaTeJ'IFI 3a BeCb nepunoa ee AeATe/IbHOCTU, HE3AaBUCMMO OT TOrlO, 34 KaKoW nepuoa
npeacrtaBineHbl 4OKYMEHTbI B OMUCH.

an HalM4nMnm HECKOJIbKMX MNpPaBOBbIX aAKTOB OAHONO W TOro e OpraHa O Cco34aHun,
nepemmeHoBaHmn, peopraHnsalmn, MsmeHeHnn noaBegomCcTtBeHHOCTHU, NNMKBUAAUUN OpPraHM3auunun B
MCTOqueCKOVI CNpaBKe YKa3blBalOTCA BCe€ OOKYMEHTbl, HO 3a OCHOBY 6ep6TC‘r'I Hanbonee paHHVIﬁ no
BpemMeHN NoANNCaHNA aKT.

Ecniv B TeKcTe HOPMATMBHOIO MPABOBOIO aKTa MMEETCA YKasaHWe Ha GaKTUYecKkylo aaty
06pasoBaHNA UAM NNKBUAALMM OpraHM3aLMK, He COBMaJalollyto C AaTolM HOPMAaTMBHOMO NPaBOBOrO
akta ("obpasosaTb c (ykasaHue aaThbl)" nam "ynpasgHuTb c (yKasaHue aaTbl)"), To oroBapuBatotca obe
A4aTbl.

MpW OTCYTCTBMM MPaBOBbIX aKTOB KpaliHWMe AaTbl HAa3BaHWI OpraHM3aumii ycTaHaB/AMBalOTCA MO
KOCBEHHbIM [JaHHbIM (camoe paHHee YMNOMMHAHME OpraHusauum U Ap.), YTO OrosapuBaeTcas B
NCTOPMYECKOW CrpaBKe.

an YKa3aHUn Oatbl AiMKBUAAUNN OPraHnU3almn HE NPUHNMAETCA BO BHUMaHWE IMKBNOAUNOHHAA
AeATENbHOCTb OpraHuM3aunn nocne noanncaHMA MNpaBoOBOro aKta O JIMKBUAAUUN. B C/ly4dae



od)mu,maanoro CO34aHNA NUKBUAAUNOHHDbIX KOMUCCUI UX Hanuume wm Kpai/'lee AaTbl UX pa6OTbI
orosapusaroTcAa ocobo.

CBeneHunss 0 CTpPyKType ¢oHAoO0bOpasoBaTena, CeTM NOABEAOMCTBEHHbIX €My OpraHusaumn u
M3MEHEHMAX B HUX MOTYT ObiTb MPUBEAEHbl B TEKCTE CMPABKM WM AaHbl B BUAE NPUIOKEHUH (B
3aBMCUMOCTM OT 06 beMA CTPYKTYPbI M KOJIMYECTBA U3MEHEHUI).

Mpyn uM3NoXKeHUU aAKTOB CO34aHWMA, MNEepPEMMEHOBaHMA, PeopraHuMsauun U JIMKBUAALMU
OpraHusaumMm coxpaHaTca GOPMY/IMPOBKM NpaBoOBbIX aKToB: "obpasosatb", "cosgatb Ha 6ase”,
"npeobpasoBatb”, "peopraHuzosaTb", "uckaoumtb M3", "AnKBMAMposaTtb" M T.N. Bce AaHHble no
MCTOPMM OpraHM3aLnmn NpUBoOSATCA C 0643aTeIbHbIMM CCbIIKAMM Ha COOTBETCTBYIOLME JOKYMEHTDI.

CsegeHuna no NUCTOPUN OpPraHn3aunn m3narakoTca B MCTOqueCKOﬁ cnpaBKke B XpOHOl'IOI'W‘IECKOVI
nocnenoBaTteNbHOCTU.

3asaun 1 GYHKUUM OpraHM3aLuM M3NaraloTca B COOTBETCTBUMM C HOPMATUBHLIMU MPAaBOBbLIMMU
aKTamu (ycTaBbl, NOJIOXKEHUA U A4p.), OTCYTCTBUE COOTBETCTBYIOLWMX AOKYMEHTOB OroBapmMBaeTcs.

Ona o6beaMHEHHOro apxMBHOro GOHAA MOMKET COCTaBAATLCSA 06LWAn UCTOPUYECKasa cripaBKa Mo
Bcem ¢doHaoobpasosaTenam. Mpu 3TOM cBeAeHUA MO UCTOPUM KOHKPEeTHbIX ¢oHAo00b6pasoBaTeneit
AaloTcA OTAENbHO MO KaXKA0W opraHM3aumm.

B MCTOpUYECKOM cnpaBKe K apXMBHOW KONMEKUMW YKas3blBAlOTCA CBEAEHMA MO MUCTOpUU ee
CO34aHuA, CBEAEHUA O COCTABMTE/IE, @ TAKKE O MECTOHAXOXKAEHUMN KONNEKLMM A0 NOCTYMN/IEHNA B apXmB
(ecnun oHa He bbina co3gaHa B apxuBe).

NcTopusa poHaa A0KHA coaepiKaTb caeaytolme cBeaeHUs:

- KOINYecTBo aen B GoHAE;

- laTa NepBoro NocTynaeHus 4OKYMeHTOB poHAa B apXuB, X 06bem U KpaitHUe Aathl;
- cTeneHb COXPaHHOCTU AOKYMEHTOB;

- AlaTa nepeAayun AOKYMEHTOB Ha NOCTOAHHOE XpaHeHue.

[JOoNoNHUTENBHO MOXHO BK/IOUYMTL CAeayoLyo MHopMauuio:

- CBEAEHMSA O NPOBEAEHHbIX B apXMBE MEPONPUATUAX MO ONUCAHUIO AOKYMEHTOB, Mo nepepaboTke
WA YCOBEPLLEHCTBOBAHWUIO OMWCEN, KOMMAEKCHON LesIeBOM 3KCnepTuse LLeHHOCTM AOKYMEHTOB C
yKa3aHueM NpUYmMH, BbI3BaBLINX HEOBXOAMMOCTb 3TUX PaboT M AaT UX OCYLLLECTB/IEHUS;

- U3MEHEeHUA B cocTaBe M obbeme GoHAA M UX MPUUMHBI (MPOoBeAEHME IKCMEePTU3bl LIEHHOCTH,
yTpaTbl, HE3a40KYMEHTUPOBaHHbIE Nepuoapl);

Mpy n3noKeHnn uctopmum poHaa HeobxoaMMO UMETL B BUAY CleayloLuLee:
- KpallHUMM JaTamMM AOKYMEHTOB GOHAA ABNAIOTCA AaTbl CO34aHUA U IMKBUAALMM OPraHn3aLLmy;

- eC/in opraHunsauuA ,D,EVICTBYPOU.LBH, NN OOKYMEHTbI d)OHLI,a COXpaHUINCb He 3a BeCb nepuopg
AeATENbHOCTU Opl'aHVI3aLI,MM-¢0HAOO6pa3OBaTEHH U BbIXOOAT 3a XPOHOJIOTMYECKNEe paMKun ee
AeATeNnbHOCTU, TO KpaVIHMMM AaTaMn OOKYMEHTOB d)OHLI,a 6yp,yT ABNATbCA rodbl, 3@ KOTOPble MMEKTCA
AOKYMEHTbI.

- ecnn JMK apXMBHOTO yypeKAeHUs MPUHUMMANoCh pelleHne o ¢oHaMpoBaHuM <10>, To B
NCTOPMYECKOW CrpaBKe M3naraetca AaHHOe pelleHne Co CCblIKoM Ha npoTokon MK, Pasgen no ucropum
$oHAA MOKET cofeprKaTb KpaTKylo 0606LLEHHYIO XapaKTepUCTUKY coCTaBa AOKYMEHTOB MO CTPYKType



doHAa M MO BMAAM [AOKYMEHTOB, COAEPXaHMA AOKYMEHTOB MO Temam, BOMpOcam, OTPa*KatoLimMm
HanpasaeHus geAatenbHoctn doHA006pa3oBaTens, C yKasaHMeM XPOHOAOTMM TemM U 0603HaYeHMEM KX
reorpadpuyeckux (a4MMHUCTPATUBHO-TEPPUTOPUANBbHBIX) FpaHmL.

<10> doHaMpoBaHME LOKYMEHTOB - onpeaeneHne NPUHaANIeKHOCTU SOKYMEHTOB KOHKPETHOMY
$oHA006pa30BaTENIO M XPOHOIOTMYECKMX FPAHML, apXMBHOTro GOHAA.

JononHUTENBHO MOXKET bbIThb BK/ItOUEeHa MHbOPMaLMA No bubavorpadumn ¢oHaa.

5M6J'IMOI'pa(I)MF| BK/IKOYaAET CMUCOK OFIY6!'IMKOBaHHbIX n HEOI'Iy6J'IVIKOBaHHbIX CNpaBoO4YHUKOB MO
d)OH,CI,y N AOKYMEHTA/IbHbIX I'Iy6}'IVIKaLl,Mﬁ, BbIMO/IHEHHbIX Ha €ro OCHOBE.

B TpeTbem pasaesie UCTOPUYECKON CNPaBKM OTPaXkaeTcs:

- OCHOBHOM COCTaB AOKYMEHTOB (MX pa3HOBUAHOCTU), BOLLEALIUX B ONMUCb, U UX MOJIHOTA;
- CBeAEHUS 0 HAIMYNKN JOKYMEHTOB, BbIXOAALLMX 33 XPOHOOTMYECKUe rpaHnubl poHAa;
- COCTaB Hay4YHO-CMPaBOYHOro annapaTa K GoHAay;

- Ha/MuMe U MecCTo XpaHeHMusa (C yKasaHMem ¢aKTU4YecKoro agpeca) AOKYMEHTOB MO AUYHOMY
cocrasy).

B 3TOM e pasaesnie MoryT 6biTb YKa3aHbl TakMe cBeaeHUA KakK:

- HanMume OOKYMEHTOB, OTHOCALWMXCA K npoduato aaHHoro poHaa, B coctaBe apyrux ¢GoHA0B
apXu1Ba, C yKasaHMeM MX Ha3BaHWII U HOMEPOB;

- cBeaeHmAa O Haandmm [OOKYMEHTOB Apyrux ¢OHAOO6paBOBaTel'IEI7I (ecnm 3TO C/ZIOXKWNNOCb
NUCTOPUYHECKU N N3DBATUE UX Heu,enecoo6pa3Ho);

- CBEAEHMA O HAaNMYMM AOKYmeHTOB ¢oHaoo0bpasosaTenn (B TOM 4Yucie NO AMYHOMY COCTaBy),
HaxoAAWMXCA B COCTaBe APYrMx GOHA0B NN apXMBOXPAHUANLL, U MECTaX UX XPaHEHMUS;

- BO3MOXHOCTb MCMO/Ib30BaHUA AOKYMEHTOB GpoHAa (C yKasaHMeM Leneit Mcnoib3oBaHus).
MpY U3N0KEHNN XapPaKTEPUCTUKMN JOKYMEHTOB GpoHAa HeobX0AMMO UMETb B BUAY Ciedyiollee:

- B C/llyYyae HEMnoNHOTbl [AOKYMEHTOB ¢OHAA YKa3blBalOTCA MNPUYMHBI OTCYTCTBMA (yTpaThbl)
OOKYMEHTOB, MX COCTaB MO OCHOBHbIM KaTeropmamM C YKasaHWeM KpalHMX [AaT AaHHbIX (rogos),
M3naraloTcsA pesynbTaTbl X PO3bICKA;

- €CNN AOKYMEHTbI BbIXOAAT 3a XPOHOJ/0rM4ecKkne rpaHuubl d)OH,CI,a, npmneoamnNTCA obocHoBaHHOe
A0Ka3aTenbCTBO BKKOYEHUA 3TUX OOKYMEHTOB B COCTaB d)OHp,a,'

- CBeAeHUA 0 Hay4yHO-CMPaBoOYHOM annapaTe K GoHAY OTpaXKaloT HoMepa U Ha3BaHMA BCeX onucen
aen doHAa, XPOHONOTMYEeCKMe PaMKK BKIKOUYEHHbIX B HUX AOKYMeHTOB, apyrue suabl HCA (yKasatenu K
OOKYMeHTam, 0630pbl N T.4,).

Ecnn B cocTaBe GOHAA MMEIOTCA 3/EKTPOHHbIE AOKYMEHTbI, B MCTOPUYECKON CnpaBKe AaeTcA WX
XapaKTEPUCTUKA C YyKasaHMeM BMAA AOKYMeHTauuu (ynpasieHdYeckas, HayyHoO-TexHuMYeckas M Aap.),
NporpaMmmHo-TeXHUYECKNE CPeACTBa, UCMO/b30BaHHble ANA CO34aHNA AOKYMEHTOB, COCTaB U dopmaTbl
daiinos 1 apyryto MHbopmaLMio, KOTopasa NO3BOAUT B Aa/ibHENLWEM OCYLLECTBAATL AOCTYN K AaHHbIM, UX
KOHBEPTMpPOBaHMe (MmuUrpaumtio).



B CQlydae BbiABNEHNA HOBbLIX AdHHbIX MO UCTOPUU d)OH,CI,OO6paBOBaTeﬂFI n ncTtopumn d)OHAa, B
NUCTOPUYHECKYIO CNPaBKY BHOCATCA UCMpPaB/sieHNA, OHa AO0NONHAETCA NN NepecoCTaBNAETCA.

UcTopuryeckan cnpaBka K ¢oHAY NOANUCHIBAETCA UCMOJIHUTENEM C YKa3aHMEM ero AO0/KHOCTU U
[aTbl COCTaB/IEHUSA, PYKOBOAMUTENEM apXMBA OpPraHMU3aLUM.

B cootBetctBuMM C n. 5.6. MpaBun wuctopuyeckasa crnpaBka K GOHAY M AONONHEHUA K HeW
COCTaB/IAIOTCA B ABYX 3K3eMNAApax, OAMH - XpaHuTca B aene ¢oHAa, BTOPOW - nepesaetca B
roCyapCTBEHHbIA (MYyHULMNANbHBIN) apxue. B cnyyae ecam opraHusauma He ABAAETCA UCTOYHMKOM
KOMMNNEKTOBAHWUA, MCTOPUYECKAA CMpaBKa W [OMOJHEHMA K Hell B eAWHCTBEHHOM 3K3emnaspe
BK/ItOYAOTCA B Aenio dpoHAa.

5. UICNONIb3OBAHUE AOKYMEHTOB APXUBA OPTAHU3ALUU

OpraHusauMsa WCNONb30BaHUA apXMBHbIX [OKYMEHTOB - [eATeNbHOCTb OpraHusauuii no
npeaocTaBAEHNIO FOCYAapCTBEHHbIM OpraHam, opraHaM MecTHOro CaMoynpaBAeHUA, OPUANYECKUM UK
OU3MYECKMM  NIMUAM  apXMBHbIX [JOKYMEHTOB [/ WX M3YyYeHWs, MPoYTEeHUA, MPOCMOTPa Wau
NPOCAYLINBAHMA.

Monb3oBaTes/lb  APXMBHLIMW  OOKYMEHTAaMW - TOCYOAPCTBEHHbIM OpraH, oOpraH MecTHOro
camoynpassieHns nbo ropuanydeckoe wanm  duUsnYeckoe nLO, obpalalowmecs Ha  3aKOHHbIX
OCHOBAHMAX K apXMBHbIM AOKYMEHTAM A/151 NOJIYYEHUA N UCNONb30BaHMA HEOOX0AMMOM MHbOoPMaLMN.

Llenblo MCNonb30BaHMA apXMBHbIX [AOKYMEHTOB fBAAeTca obecnedyeHne WHGOPMALMOHHBIX
3anpocoB nonb3oBaTenei. [na AOCTUKEHUA 3TON LeAn B apXmBe opraHu3aumMm peLlatoTcsa cieaylowme
3a4auu:

- MHPOPMaLMOHHOEe obecneyeHne paboTHUKOB OpraHn3aunm;

- UCNOJIHEHME 3aMPOCOB NOJ/b30BaTeNeN, B TOM YMC/Ie 3aNpOCOB COLMa/IbHO-NPaBOBOro XapakTepa
B GOpMe BblauM apXMBHbIX CNPABOK, aPXUBHbIX BbIMUCOK, apPXMBHbIX KOMUI, MHGOPMALMOHHbIX MUCEM,
TEMaTUYECKUX NepeyHer, TeMmaTUYecknx 0630poB JOKYMEHTOB;

- BblAa4a Aen, A0OKYMeHTOB BO BpemMeHHOe NoJ/1Ib30BaHUE,;
- Bblga4da aen, JOKYMEHTOB B YMTaNbHbIN 3aN apxusa.

ApXvMB OpraHM3auMM MOMKET OpPraHW30BblBaTb WCMNOJb30BaHWE AOKYMEHTOB MpM NOArOTOBKE
NHPOPMALMOHHBIX MEPONPUATUIA, BbICTABOK, a TaKkKe UX NnybauKkaumio (n. 5.7. Mpasun). Mpun nogrotoske
MHPOPMALMOHHBIX MEpPonpPUATUIA COBMECTHO CO CPEeACTBaMM MAcCOBOM MHOpMaLMK, MapTHEPAMM,
apxuB onpegenser TemaTUKy, Obbem W CPOKM MOArOTOBKM MaTepMasnos; TemaTMKa W CPOKM
YTBEPKAAOTCA PYKOBOAUTENEM OpPraHU3aLmm.

5.1. UcnonHeHue 3anpocoB noJsib3oBarenei

3anpocbl nonb3oBaTenen, MNoCTynarolmMe B apxXMB OpraHMsaumun, Moryt ObiTb CoumanbHO-
NpaBoOBbIMU UM TemaTuyeckumu (n. 5.9. Mpasun).

B cootBeTcTBUM ¢ PepepanbHbiM 3aKOHOM OT 22 oKTA6pa 2004 r. N 125-d3 "O6 apxMBHOM gene B
Poccuiickolt degepaummn” coumanbHO-NpPaBoBble 3aMpoCbl - 3TO 3aNpPoCbl, CBA3AHHbIE C COLMANbHOM
3aWMTONM rparkaaH, NpeaycMaTpUBatOWEN UX NEHCMOHHOE obecneyeHne, a TaKKe MoJlyd4eHne NbroT u
KOMMNEHCaLMN B COOTBETCTBUM C 3aKOHOAATENbCTBOM Poccuiickoit Pegepaumnmn. 3anpockl couManbHO-
NpPaBOBOroO XapaKTepa UCMOJIHAOTCA apXxMBOM 6e3B803Me3aHO.

TemaTuyeckune 3anpochl - 3TO 3aMnpockl MO onpeaesieHHoN Teme, cobbiThio, dakTy. TemaTuyeckune
3anpocbl roCyAapCTBEHHbIX OPraHOB WM  OPraHOB MECTHOTO CaMOYMpaB/eHWs, CBSi3aHHble C



NCNONIHEHMEM MMM CBOMX YHKUMIA, apXMB paccmaTpuvBaeT B MepBOOYEpesHOM MOPAAKE B CPOKM,
YCTaHOB/IEHHble 3aKOHOAATeIbCTBOM IMBO CornacoBaHHbIe C aBTOpamMM 3anpocos. McnosHeHne Takmx
3anpocoB ocylecteaseTca Ha 6e3Bo3mesgHON ocHoBe <11>.

<11> UcnosiHeHWEe 3anpoCcoB aKLMOHEPOB aKLMOHEPHbIX OOLLECTB OCYLLECTBAAETCA B NOpAAKe U
CPOKM, yCTaHOBNEHHble PeaepanbHbIM 3aKOHOM OT 26 aekabpa 1995 r. N 208-d3 "O6 aKuMOHEepHbIX
obuwecTBax".

CpOoK MCNoIHEHMA 3aNpPOCa COLLMANbHO-NPABOBOro XapaKTepa B apx1MBe He A0/IKeH npesbiwats 30
AHe ¢ MomeHTa peructpaumm 3anpoca (n. 5.10 Mpasuna). Mo pelweHUo PYKOBOAMTENA OpPraHM3aLmm
WX MIHOTO YNONHOMOYEHHOTO UM INLLA CPOK MUCTIOJIHEHMSA 3aMNpoca MOXKET bbITb NpoafeH He bosiee, Yem
Ha 30 aHel, c obAsaTenbHbIM yBeAOMAeHNEM 06 3Tom 3asBuTens. OCHoBaHMEM A1a NPOASIeHNUsA CPOKa
MCMONIHEHMA 3anpoca, B YaCTHOCTM, MOKeT 6biTb HeobxoAMMOCTb M3yyeHUa 6onblworo obbema
apXMBHbIX [OOKYMEHTOB, pPa3MELLEHME apPXMBOXPAHUAWULL, BHE OCHOBHOM TEPPUTOPUU apXMBa,
nposeseHMe B apxmee 06paboTKM JOKYMEHTOB U Ap.

3anpoc nosib3oBaTena opopmaAeTca B NMCbMeHHOW dopme U1, B cooTBeTcTBUM ¢ N. 5.10. Mpasun,
OOJIKEH coAepKaTb CeayoLLyto MHPOpMaLMIo:

- HaMMeHOBaHMe PUAMYECKOro Mua - aBTopa 3anpoca (4na rpaxkaaH - Gamuauu, MMeHW,
0TYecTBa, NPM HaANYMM NoCAeaHero);

- MOYTOBbIN M/MI’IM QHEKTpOHHbIﬁ agpec, N0 KOTopomy AO0/1XKeEH 6bITb AaH OTBET,

- NOJIHOE YyKa3aHMe Ha CBeAEHWA, MHTepecytlowme Nonb3oBaTena (MX XPOHONOrMYECKUe PaMKM,
TemaTtuKa, nobas apyras MHopMaLmsa, KOTOPYIO NO/Ib30BaTE b CYMTAET HEOBXOAMMOM YKa3aTb);

- dopmy nonyyeHus nonb3oBaTeseM WHbopMauun (MHPOPMALMOHHOE MNUCbMO, apXMBHas
CNpaBKa, apXMBHaA BbINNUCKa, apXuMBHaA Konus, TemaTUyeckumn nepeyeHso, TemaTu4ecKkuin o63op
OOKYMEHTOB);

- [aHHble [OKYMEeHTa, YAOCTOBEPAIOLWIEro JIMYHOCTL (MOATBEPXAAloWEero noJHOMOYUA
npeacTaBAATb MHTEPECH! APYroro Anua);

- IMYHYI0 NOANMCL aBTOPaA 3anpoca (rpa*kaaHnHa AWM AOMKHOCTHOrO NMLa);
- AaTy obpalieHus.

B CcQly4ae OTCyTCTBMA B 3anpoce MnoJsib3oBaTenAd KaKux-nnbo CBeLI,EHMﬁ, HGO6XOLI,MMbIX AanAa
MCNONHEHNA 3anpocCa, OopraHun3aumAa HanpasaAeT NnoNb30BaTENNlO yBegoOM/1eEHUE O HEO6XOAI/IMOCTI/I
npenocrassieHnAa 3Tux CBGAEHMVI. B atom Cc/lydae CpPOK UCNONHEHUA 3anpoCa UcHMcnAaeTca C Aathbl
nosy4yeHnA apxXxmBom HEO6X0,CI,VIMbIX CBGAEHMD’I OT NONb30BaTENIA.

Ona ypobctBa nonb3oBaTesniet  PEKOMEHAYeTCA B  COOTBETCTBMM C  YCTaHOB/EHHbIMM
TpeboBaHMAMM paspaboTaTb 6aHK 3aMpoca, KOTOPbIA MOXKET 6bITb 3aM0JHEH B ByMaKHOM BUAE UK B
3N1EeKTPOoHHON dopme B BMAE WabnoHa, pasmeLl,eHHOro Ha calTe opraHM3aumu.

Mpumep 6naHKa 3anpoca npuseaeH B npunoxeHnn N 12.

3anpoc fo/KeH bbiTb 3aperMcTpupoBaH B TeyeHue Tpex pabounx AHen ¢ MOMEHTa NOCTynieHus
(n. 5.10 Mpaswn). Pernctpauma 3anpocoB Mo/b30BaTenel, OTNPaBKa YBEAOM/IEHWI, BblHECEHME
Pe30/IoLMM  PYKOBOAMUTENEM  OCYLLECTBASAETCA B  COOTBETCTBMM € 0BWMMM  NpaBuMaaMu
4en0onponsBoACcTBa 1 paboTbl C 06paALLEHMAMM rPaXkaaH B OpraHU3aumu.



3anpoc, He OTHOCALLMIACA K COCTaBY XPaHAWMXCA B OpraHM3auuu AOKYMeEHTOB (HenpoduabHbI
3anpoc), nepecblaeTcd BMECTe C COMPOBOAWTE/IbHbIM MWCbMOM 3a MOAMNUCLIO PyKOBOAUTENS B
COOTBETCTBYIOLLYHO OpPraHM3aLmio (Apyroi apxms, rocy4apCcTBEHHbIN OpraH AN OpraH13aumio) B TedeHue
7 OHel co AHA perucTpaumm 3anpoca. OgHOBPEMEHHO M0/1b30BaTeNl0 OTMNPABAAETCA yBeAOM/IeHUe O
nepeagpecauunn 3anpoca.

Mpu OTCYTCTBUM B apXMBE AOKYMEHTOB, HEOOXOANUMbIX A5 UCMOJSIHEHUA 3anpoca, No/b30BaTeNto
HanpasAAeTCA MUCbMO-OTBET, B KOTOPOM YKa3blBAlOTCA MPUYMHBI, MO KOTOPbIM 3anpaliMBaemMble
CBeZleHUA He 6blan BbIABEHbI, U, MO BO3MOMKHOCTW, NpeasiaraeTca aroputm gasbHenwWwero noucka.

Ecnv  OOKYMEeHTanbHO NOATBEpPKAeHbl GaKTbl yTpaTbl aPXMBHbIX OOKYMEHTOB, B KOTOpPbIX
COAEep!Kanucb 3anpalvBaemble CBeAeHWs, MOo/b30BaTeNlo HanpasAseTcd MNUCbMO, B KOTOPOM
YKa3bIBalOTCA MPUUYMHbI OTCYTCTBMA 3anpalinBaemoin MHPOPMaLMKM CO CCbINKOW Ha yYETHbIE JOKYMEHTI
apxuea. MHPopmaumio o NPOCMOTPEHHbIX POHAAX U Aenax LenecoobpasHo yKasbiBaTb Ha BTOPOM
3K3emnifpe OTBETa, KOTOPbIN OCTAETCA B apXMBE OpraHM3aLmu.

lpaduueckoe npeacrasneHune npouecca 5.1. "McnonHeHme 3anpocos Nosb3osaTenein" npueeaeHo
Ha cxeme 26 npunoxeHua N 4.

OTBeTbl Ha 3anpocbl (apXMBHbIE CNPABKM, apPXMBHbIE BbIMUCKMU U apXMBHbIE KOMNUMK) AONMKHbI BbITb
odopmneHbl B COOTBETCTBUE C TpeboBaHUAMM, YyCTaHOBAEHHbIMM B N. 5.11. - 5.14. Mpasun).

OdopmneHune apxmBHoOIi cNpaBKu

ApXMBHAA CMNpaBKa - AOKYMEHT, UMEOLWNN IOPUAMYECKYIO CUAY U COAEPHKAWMMN LOKYMEHTHYIO
MHbOPMaUMIO O npegmeTe 3anpoca. APXMBHAA CMpaBKa COCTABAAETCA Ha chneuuanbHom 6/1aHKe, €
yKa3aHMeM apXMBHbIX LWKMGPOB U HOMEPOB /INCTOB E€AMHUL, XPAaHEHMA APXMBHbIX AOKYMEHTOB, Ha
OCHOBAHMM KOTOPbIX OHa COCTaB/ieHA. ApXMBHas crpaBka 0POPMAAETCA NO YCTaHOB/EHHON dopme
(npunoskeHune N 29 MpaBun) ¢ ykasaHnem Buga gokymeHta "APXUBHAA CMNPABKA".

ApXVBHble CMPaBKM COCTABAAOTCA HAa OCHOBAHMMU LOKYMEHTOB (MOL/IMHHUMKOB M 3aBEPEHHbIX
KOMWi), XpaHAwmxcA B apxvBe. Mcnosib30BaHME KOMWA [OKYMEHTOB, BEPHOCTb KOTOPbLIX He
3aCBMAETENbCTBOBAHA, HO OTHOCALMXCA K NpegMeTy 3anpoca, OroBapuMBaEeTCA B TEKCTe CMpPaBKM
("He3aBepeHHas Konua"). Mpu OTCYTCTBUM B apxMBe [AOKYMEHTOB MO MpeameTy 3anpoca apXxuBHas
CMpaBKa MOXKeT ObiTb BblAaHA MO XPAHAWMMCSA B apXMBe MEYaTHbIM MaTepuanam, OTHOCALMMCA K
npegmeTy obpaLLeHus, ¢ TOYHbIM U NOJIHbIM YKa3aHWEM UCTOYHMKa.

B cnpasKke npuBOAATCA Ha3BaHWA, AaTbl U HOMEpPa AOKYMEHTOB, W W3/araloTcA CBeAeHMA,
Mmerowmeca B OOKYMEHTax W OTHOocAwMecAa K npeamety 3anpoca. WM3noxkeHne paetca B
XpOHOJ’IOI’M‘-lECKOVI nocneanoBate/sibHOCTH CO6bITVIl71, a HE AOKYMEHTOB, B KOTOPbIX OHW OCBELUAlOTCA.
Jonyckaetca NnpuBoauTb B CNpaBKe BbIAEPKKU M3 OOKYMEHTOB, 3aK/t04asd UX B KaBbl4KM. Ha3BaHWA
opraHmsau,Mﬁ B TEKCTe CnpaBKK NMpu nepsom yI'IOTp66}16HMM npmneoaATCA NOMHOCTbIO, a B CKOBKax - ux
od)mu,maano NPUHATbIE COKpPaLWlLeHUA; NPU NOBTOPHbLIX YMTOMWHAHUAX - TO/ZIbKO COKpalleHHbIe.

HecoBnageHne oTaenbHbIX CBEAEHMVI/AaHHbIX AOKYMEHTOB CO CBeAEHUNAMU, U3NTOKEHHbIMUN B
3anpoce, He ABNAETCA NPEenATCTBUEM ON1A BKAKOYEHUNA UX B aPXUBHYHO CMPaBRY, €Cain coBnageHme BCeEX
OCTa/IbHbIX CBe,CI,eHVIﬁ He BbI3blBa€T COMHEHWUI B TOXAOECTBEHHOCTU /UUa UK d)aKTOB, O KOTOpbIX
roBopuTCA B AOKYMEHTaAX.

B apxuBHOI cnpaBKe CBeAeHMA BOCMPOM3BOAATCA TAK, KaK OHW M3I0XKEHbl B AOKYMEHTax, a
PacXoXKAEeHMA, HECOBNAAEHUSA M HETOYHble Ha3BaHWA, OTCYTCTBME MMEHM, OTYECTBA, MHWULMANOB WU
HanuuMe TONbKO OAHOrO M3 HUX AONKHbI ObiTb OrOBOpPEHbl B TEKCTE CMpPaBKM B CKOOKax: "Tak B
AOKymeHTe", ""Tak B TEKCTe opurnHana'.

Mo TeKCTy apXMBHOM CNpaBKM B KayecTBe MpMMedyaHuit MoryT 6biTb OroBopeHbl Hepa3bopumBo
HanucaHHble, NCNpPaBJeHHbIe aBTOPOM, He NOoAAaloWMECA NMPOUYTEHNIO BCAEACTBME NOBPEKAEHNA TEKCTa



opurnHana: "Tak B TeKcTe opurmHana", "B Tekcte Hepasbopumso'.

B apxvBHOI cnpaBKe [0/MKHbI OblTb NpUBELEHbI apXMBHble WNPPbI U HOMEpPA NUCTOB eauHUL,
XPaHEHMS, UCNO/Ib30BABLUNXCA ONA €€ COCTABAEHMUS.

CBegeHusA, MMelollmecA B apxuBe no 3anpocy o pabote u (Man) yuyebe B HECKOAbKMX
OpraHM3aLmaAX, KacaroLwmecs 0O4HOTO IMLA, BK/IOYAIOTCA B O4HY apXMBHYIO CPAaBKY.

B TekcTte apXMBHOVI CnpaBKKN HE OOMNYCKAKTCA USMEHEHNA, UCNpaBIEHNA, CYMMUPOBaAaHWE AaHHDbIX,
KOMMEHTApUm, cobCTBEHHbIE BbIBOAbl UCNONHUTENA MO COAEPXHKAHUID OOKYMEHTOB, Ha OCHOBAHUU
KOTOPbIX COCTaB/iIeHa apXMBHAA CrpaBKa.

MoguncTkn n NOMapPKu B apXMBHbIX CMpPaBKax HE AO0MYCKAkOTCA.

ApxuBHas crnpaBKa coCTaBaseTca pabOTHMKOM apxuBa OpraHvsaumMu, MNOAMNMCbIBaeTCS
pykosoauTenem opraHnsaumm UanM UHbIM YNOJTHOMOYEHHbIM UM AO0/1KHOCTHbIM ZIMLOM U 3aBepAeTCA
neyaTblo OpraHn3aLmm.

Ob6pasey, obopmIEHNS APXMBHOM CNpaBKK NpmBeaeH B npunoxeHun N 13.

OdopmneHne apxMBHOI BbINUCKK

ApXvMBHan BbINWCKA - [OKYMEHT, [AO0C/NOBHO BOCMPOM3BOAALMI YacTb TeKCTa apXMBHOMO
AOKYMEHTa, OTHOCALLYHOCA K onpeaeneHHbiM $aKkTy, cobbiTUIo, Anuy. ApXMBHAA BbIMMCKA COCTABAAETCA
Ha cneumanbHom 61aHKe, C yKa3aHWeM apXUBHOIO WKdPa U HOMEPOB NCTOB eAUHULbI XPAHEHUS.

Ha 6naHKke 0603HavaeTca TakKe HasBaHWe BUAa AokymeHTa: "APXMBHAA BbIMUCKA".

B apxvBHOW BbINWCKE Ha3BaHWE apPXMBHOIO AOKYMEHTa, ero HomMep M AaTa BOCMPOWU3BOSATCA
NOJIHOCTbIO.

BbinMCcKa NpoOM3BOANUTCA TOJIBKO M3 apXMBHOMO OOKYMEHTa, B KOTOPOM COAEPXKUTCA HECKOJIbKO
OTAENbHbIX, HE CBA3AHHbLIX MeXay coboli BOMPOCOB. BbiNncKa A0/1)KHa BOCNPOU3BOAUTb NONHbINA TEKCT
4YaCTnU OOKYMEHTa, OTHOCFILLI,EVICFI K 3anpocy. M3BneyeHnem mn3 TeKCTa apXMBHOIO OOKYMEHTA O0JIKHbI
6bITb mcyepnaHbl Bce nmetowmeca AaHHble No 3anpocy. Hayasno 1 KoHew, KaXaoro n3saedeHusa, a Takxe
NPONYCKN OTAENbHbLIX C/I0OB B TEKCTE AOKYMEHTA 0603HavalTCcA MHOroTOYMEM.

B apx1BHOM BbINMUCKE A0MKHbI BbITb CAeNaHbl COOTBETCTBYIOLLME NPUMEYAHMA U OFOBOPEHbI YacTu
TEKCTa OpUIrMHana, Hepa3bopuMBO HaMWCaHHbIE, WCMpPABAEHHblIE aBTOPOM, He nojjatoLmecs
NPOYTEHUIO BCAEACTBME MOBPEKAEHMA TEKCTA U APYTUM npuunHam. OTaenbHble CNoBa U BblpaXKeHus
[OKYMEHTa, BbI3blBalOLLME COMHEHMUA B UX TOYHOCTW, @ TaKKe UCMpPaBAeHus, NOAYUCTKN, Bbi3biBalowWwme
COMHEHME B UX AOCTOBEPHOCTU, oroBapuBatoTcs: "Tak B AoKymeHTe", "B TekcTe Hepasbopumeo" mam
"Tak B TekcTe opurnHana".

MNocne TekcTa apXMBHOﬁ BbIMUCKN YKa3biBatlOTCA apXMBHbIﬁ LLII/Id)p n HOMepa NNCToB eaunHuLbl
XpaHeHUA.

Mpy 0dOpPMAEHUN MHOTOCTPAHUYHBIX BbINUCOK BCE /INCTbI BbIMUCKU HYMEPYHOTCA M 3aBepAtoTcA,
apXMBHbIM WNdP yKa3bIiBaeTcA Ha 060poTe KaxKAoro UCTa.

ApXI/IBHaFi BbIMUCKa COCTaBAETCA pa6OTHMKOM apxmuBa oOpraHuvsauunm, noanuncbiBaeTcA
pyroBoauTenem opraHndaumm Uanm UHbIM YyNOJIHOMOYEHHbIM UM OO/TIXKHOCTHbIM JIMULOM U 3aBEpPAETCA
neyvyaTblo OpraHn3aunun.

Ob6paszeL, obopMmaeHNs apXMBHOM BbINUCKM NpUBEAEH B npuaoxkeHmum N 14,



OdopmneHne apxMBHOU Konum

ApPXMBHaA KoMus - AOCNOBHO BOCMPOM3BOAALLAA TEKCT UM M306paKeHne apXMBHOro AOKYMeEHTa
KOMMA C YyKasaHMeM apxuBHOro wudpa M HOMEPOB /IUCTOB eAMHMLbBI XPaHEHWUA, 3aBepeHHasa B
YyCTaHOB/IEHHOM nopAaKe.

KonunpoBaHue AOKYMEHTOB apxuBa OpraHM3aumMm No 3anpocam nonb3oBaTenem npon3soauTca no
peweHnto pykosoanTena opraHnsaummn nam MHoro ynolIHOMmo4eHHoro um A0/ 1IKHOCTHOro amua.

Konun [0OKYMeHTOB mnepecblialoTca B agpec TOW opraHM3aumm, no 3anpocy KOTOPOM OHM
W3roToBAEHbI, MU BblAAIOTCA NOAb30BaTENO NOA ANYHYIO noanuce (n. 5.18 Mpasun).

Bce AMCTbl KOMMM A0AXHbI 6biITb NPOHYMepoBaHbl. Ha apXMBHbIX KOMUAX, BK/AOYAA KOMuU
APXMBHbIX 3/IEKTPOHHbIX [IOKYMEHTOB Ha OyMasKHOM HocuTene, Ha 0b6OpOTe KarKAOoro /IMCTa Konuw,
NPOCTaBAAOTCA apXuBHble WNPPbI JOKYMEHTOB C YKazaHWEM JIMCTOB eANHULbI XpaHeHUs, a Ha obopoTe
nocnefHero MCTa KONnKU - OTMEeTKa O 3aBEePEHNN KOMUM U NeYyaTb OpraHM3aLUum.

Bblgaya apXMBHbIX CNPAaBOK, apXUBHbIX BbIMUCOK, apXUBHbIX KOnMﬁ, OTBETOB HAa TemaTu4yecKkue
3anpocbl N0J/ib3oBaTeNnaAm

B cooteBetctBuM ¢ n. 5.8 [llpaBun apxms OpraHM3auumM OOMKEH BeCcTU y4vyeT WMCNOo/b30BaHMA
OOKYMEHTOB, B TOM 4YMC/e BblAayM AOKYMEHTOB M A€/, BblAa4YM apXMBHbIX CNPABOK, BbIMUCOK, KOMWM
OOKyMmeHTOoB. OTBETbl Ha 3anpPOoCbl PErUCTPUPYIOTCA B apXMBE OPraHU3auum B XKYPHane perncrpaumm
BblAAHHbIX KOMWMN, BbINUCOK, CNPABOK, TEMATUYECKMX MATEPMANOB.

MoAroToBNEHHbIE APXMBOM OPraHM3aLMM OTBETbl HA 3anpocbl (apXMBHblE CMPaBKWU, apXMBHble
BbIMNUCKU U apPXUBHbIE KOI'IVIM) HanpaBAAKTCA 3aABUTENAM C cOnpoBOoAUTE/IbHBIM MNCbMOM MO No4vTe Uaun
BbIAAIOTCA MO, /INYHYIO MOAMNWUCH: 3aABUTENIO - NPU NpPeabABAEHUN LOKYMEHTA, yAOCTOBEPAOLWEro
JINYHOCTb, €ro npeacTaBUTeNnam - MpU NpeabABNEeHUM OOKYMEHTa, YAO0CTOBEPAIOWEro JIMYHOCTb M
O0BEPEHHOCTM, OPOPMIEHHOW B YyCTaHOBAEHHOM nopsagake (n. 5.15 Mpasun). ConpoBoguTenbHble
NMMCbMa OTBETAM Ha 3aMpOoCbl PErUCTPUPYIOTCA B 06LLEM NOpAAKe BeAeHNA AeN0NPOn3BOACTBA.

Mo 3anpocy no/sb30BaTeNEeN APXMBHbIE CMPaBKW, apXWMBHbIE BbLIMWCKM W APXMBHbIE KOMWUU
BbIAIOTCA B 3/IEKTPOHHOM BUAE HA 3/IEKTPOHHOM HOcuTesle IMBO NepecbinatoTcs No MHPOPMaLNOHHO-
TENEKOMMYHUKALMOHHBIM CEeTAM B (GOPME 3NEKTPOHHbIX AOKYMEHTOB. D/IEKTPOHHbIE A0KYMEHTbI
3aBepPAIOTCA 3/1IEKTPOHHOM MNOAMMCHIO PYKOBOAWUTENA OPraHM3auMu WAM UHOFO YNOJHOMOYEHHOIo MM
AoMmKHocTHoro nnua (n. 5.12. - 5.14. Mpasun).

McnonHeHHble 3anpocbl MoryT ¢GpopmMMpoBaTbCA B AeNa: PasfeNbHO ANA OPUANYECKUX U
dM3MYecKMX MU, MO  BMAAM 3aMnpoCoB - TemaTU4eckue, CouManbHO-NpaBoBble. BO3MOXKHO
dopmmpoBaHMe Aen B Npeaenax o4HOro roga no nopaaKy HOMepPOB 3aMpPoCoB.

Bbiaaya ,OKYMEHTOB BO BpeMeHHOe No/ib30BaHUE U U3bATUE AOKYMEHTOB

B cooTBeTcTBUM C N. 2.46 MpaBua JOKYMEHTbI MOTYT BblAaBaTbCA BO BPEMEHHOEe MoJ/ib30BaHMe.
Bblgaya [OKYMEHTOB BO BPEMEHHOE MO0/Ib30BaHWE OCYLECTBASETCA Ha OCHOBaHUM 3amnpoca U
opopmMAAeTcs akTaMu O Bblgauye Aen BO BPEMEHHOE NOJIb30BaHMe U WX Bo3BpaTe (npunoxkerHue N 10
Mpasun).

B cnyyae 3anpoca Bnagenbua WAM ero pPOACTBEHHWKOB Ha BblAayy MNOAJIMHHBIX JIMYHbBIX
OOKYMEHTOB O rpaKAaHCKOM COCTOAHUMU, 06 06pa3oBaHUK, TPYAOBbIX KHUMKEK, HE MOJIYYEHHbIX B CBOE
Bpemsa BiajenbLem AOKYMEHTOB, C pa3pelleHUa PyKoBOAMTENA OpraHu3auuu JIMYHble AOKYMEHTbI
N3bIMAOTCA U3 AeN U BblAAKTCA 3aABUTENI0 UAM €r0 3aKOHHOMY NpPeACTaBUTeN0 NPU HAaIMYUKU Y Hero
YyAOCTOBEPAOWMX NOJHOMOUYMA AOKYMEHTOB MNoA AWYHyo noanuck (n. 5.17 Mpasun) (Ha cxeme 27
npunoxeHus N 4).



Ha nsbiMmaemble JOKYMEHTbI COCTaBAAETCA aKT (MO aHANOMMM C aKTOM O BblAauye Aen BO BpEMEHHoe
nosib3oBaHue). C M3biIMaeMbiX JOKYMEHTOB B apXmBe OpraHM3auymn U3roTaB/IMBAOTCA KOMUU apXMBHbIX
OOKYMEHTOB (CM. NopaaoK ObOpPMIEHUs apXMBHOMW KOMMM), KOTOPble BKAKOYAIOTCS B A€/10 B3aMeH
BblAAHHbIX apXMBHbIX OKYMEHTOB. M3bATME LOKYMEHTOB, @ TaK}Ke 3aMeHa UX KOMUAMM OTpaXKatoTcs BO
BHYTPEHHUX ONUCAX e, B IMCTax-3aBepuTenax Ae, B onucax (rofoBbix pasaenax onvceit) aen s rpage
"MpumeyaHme" co ccbliKamM Ha COOTBETCTBYHOWME aKTbl. [pn HEOBXOAMMOCTM COCTaBAAOTCA HOBaA
WTOroBas 3anMMCb K BHYTPEHHEM OnucuM W NUCT-3aBepuTenb gena (B /INCT-3aBepUTE/lb BHOCUTCA
MHbOPMaLMA O HAMMEHOBAHMUW LOKYMeHTa(0B) M HOMepa /INCTOB, KOTOPblE 3aMeHEHbI KONUAMM).

5.2. UnpopmaumoHHoe obecneyeHne paboTHUKOB opraHMsauum

MHq)OpMaLI,MOHHOE obecneveHue pa6OTHVIKOB opraHnsaumm  OoCywectBnAaAeTca apxmBom
OopraHnsauuMn B COOTBETCTBUUN C YCTAHOBJIEHHbIM MOPAAKOM, KOTOprVI 3aKpenaAaeTcAa B JIOKAJIbHbIX
HOPMATUBHbIX aKTax.

McnonHeHWe 3anpocoB PyKOBOAWUTENEW OPraHM3aumMmM U CTPYKTYPHbIX MoApasaeneHui
OCYLLECTBNAETCA apPXMBOM B COOTBETCTBMM C TEMATUKOW 3anpoca B ¢popme UHPOPMALMOHHOMO NMcbmMa
WM CNPaBKM O HaAMYMKM B apXMBE COOTBETCTBYIOLWLMX [OOKYMEHTOB, a Takxe B ¢dopme nepeyHs
3aro/I0BKOB A€/ UK AOKYMEHTOB Mo onpeaeieHHON TeMaTUKe UK No BUAAM AOKYMEHTOB C YKazaHUeEM
0aT M 4PYrUX MOUCKOBBIX AaHHbIX. B He06X0AMMbIX CyYanx AakoTCA aHHOTaUUu.

Takke WHPOpPpMaUMOHHOE obecrneyeHne MOXKeT npomsBoauTbca B GoOpMe TemaTuyeckon
noabopKKN KONU [OKYMEHTOB. Konmm pacnonaratoTca B 10rMYECKON NOCef0BaTeIbHOCTH; K noabopKe
KOMWI NpunaraeTca TUTY/IbHbINA INCT, @ TaKKe Npu HeobBXO0ANMMOCTN UCTOPMYECKaAs CpPaBKa, NepeyYeHb U
Apyrue matepuarnbl.

McnonHeHWe 3anpocoB paboTHMKOB OpraHM3aumm OCYLECTBASETCA Ha OCHOBAaHWM BHYTPEHHEro
3anpoca (3asBneHua) mam caykebHol 3anucku. Mpu odpopmMneHnn [OKYMEHTOB pPeKomeHAyeTca
cobnogate Te e TpeboBaHMA, UYTO M K BHEWHEMy 3anpocy MoAb30BaTeNd B OTHOLIEHWUU
3anpaliMBaemMblx cBegeHuid (cm. pasgen 5.1. MeToguueckux pekomeHaaumii). MepedyeHb, NMCbMO,
CNpaBKa, nNpeaHasHayeHHble A4AA  UCMONb30BaHMA  BHYTPWM  OpraHM3auuu, MNOAMMCbIBaKOTCA
pyKoBoAuTENEeM apxuBa.

NHPopmaumoHHoe obecrneveHne paboTHUKOB OPraHM3aLMM MOXKET OCYLLECTBAATLCA TAKKe NyTem
pa3meLLeHMA 3NEeKTPOHHbIX KOMUA AOKYMEHTOB apXxmBa, CGOPMMPOBAHHBIX M YYNTbIBAEMbIX B KayecTse
$OHAA NONb30BAHUA MM €ro 4YacTu, B MHGOPMALMOHHO-KOMMYHUMKALMOHHON CETU - U OpraHusaumm
aBTOPU30BAHHOIO AOCTyNa K HMUM paboTHMKOB opraHusaumm (n. 5.7. Mpasun). JocTyn pyKoBOACTBa M
CoTpyaAHUKOB opraHunsauumn K 9/1IEKTPOHHbIM Konnam AOKYMEHTOB dpXuBa npu EENIZEIZIZ]
MHPOPMALMOHHON CUCTEMbI OCYLLECTBAAETCA HEnocpeAcTBEHHO C paboumx MecT COTPYAHWKOB B
COOTBETCTBUM C YCTAHOBNEHHbIMW MPWKA30OM PYKOBOAWUTENA OpraHusaumm npaBamu AOCTyna K
OOKYMeHTam.

ApPX1B OpraHM3aLMM MOXKET NPeaoCTaBAATb 3MEKTPOHHbIE KOMUM AOKYMEHTOB MyTEM MepPechINKu
3/1EKTPOHHbIX KOMWI OOKYMEHTOB MO /IOKa/NbHOW CeTM opraHusaumm. B 3tom cnyyae Begetca
3/1EKTPOHHbIV KYpPHaN y4yeTa BblAayunM 3/EKTPOHHbIX AOKYMEHTOB M3 apxuBa, B KOTOPOM ¢GUKCUpyeTca
JaTa Bblgaun, Gamuama, MHULMaNbl 3anpOCUBLLErO AOKYMEHT COTPYAHWKA, Ha3BaHME CTPYKTYPHOro
noApasfeneHnsn, apXmBHbIN WNGP eaANHULbI XPaHEHUS, HAMMEHOBaHWE AOKYMEHTa, ero AaTta U Homep.

5.3. Bbiaaya AOKymMeHTOB AnA paboTbl B YNTalbHOM 3ane
apxuBa opraHusaummu

B cootBetctBuM ¢ n. 5.19 [paBun B uenax cosgaHus ycnoBuii ana paboTbl nosib3oBaTenem
HenocpeaCcTBEHHO B apXMBE OPraHM3aLMM MOXKET BblAENATbCA NOMELLEHME (YMTasIbHbIW, NPOCMOTPOBbIN
3aN) ANA O3HAKOMJIEHUA C AOKYMEHTaMW apxmBa, 060pyA0BaHHOE COOTBETCTBYHOLLMMMU TEXHUYECKMMMU
cpeacTBamM ana paboTbl C AOKYMEHTaMMU.



PaCI'IOPFI,D,OK pa6OTbI YNTa/IbHOTO 3a/1a YCTaHAaB/IMBAET PYKOBOAUTE/Ib OPraHn3auunn.

Mpn OTCYTCTBMW B apxmMBe OpraHM3auuM CcneunanbHO BbIAENIEHHOrO MOoMeleHMa paboTa
nonb3oBaTesiel C AOKYMEHTAaMW NpPOM3BOAMTCA HENOCPeACTBEHHO B paboymMx KOMHaTax apxuBa.
JOKyMeHTbl 4/1A paboTbl N0/Ib30BaTE/NIAM BHE MOMELLEHMA apXxmMBa opraHM3aunm 6es odopmaeHnsa akTa
0 BblAaye Aen, AOKYMEHTOB BO BpeMeHHOE No/1b30BaHWE He BblAatoTCA.

PaspelieHne Ha paboTy B MOMELLEHUN apXuBa OpraHU3aLMM AaeT PYKOBOAUTE/b OpraHM3aLuuu.
PaspelweHune Ha paboTy B UMTanbHOM 3ane JaeTcA Ha HeobxoAMMblA MONb30BaTENO CPOK, HO, Kak
npasuno, Ha 1 rog co AHA odopmneHnsn. Mpu HeobXoAMMOCTM NPOAJEHMA CPOK COrNacoBbIBAETCA C
pyKoBOAMTENEeM apXMBa OpraHuM3aumnmn (AMLOM, OTBETCTBEHHbIM 3a apXumB).

MNonb3osatenu AO0NYyCKakoTCA B YUTANbHbIN 331 Ha OCHOBAHUM:

- JINYHOTO 3anBNeHMA, B KOTOPOM YKasblBaloTcA GamMuavsa, MMA, OTYECTBO MOJib30BaTeNs,
[AONXHOCTb, Hay4HOE 3BaHWe, yYeHas CTeneHb, TEMa U XPOHOI0rMYECKUE PaMKU UCCIe0BaHuS;

- MMCbMa OpraHM3aumm, HanpaBuMBLLEN NOb30BaTeIEN, BEAYLIUX Hay4YHYIO paboTy B COOTBETCTBUM
C NNAHOM Hay4HbIX PaboT AaHHOW OpraHM3aUMM UK BbIMONHAIOWME CY»KebHble 3a4aHus;

- CNyebHoro yaocToBepeHusa CoTpyAHWKa AaHHOW opraHM3aLumu.

B uenax cobnwogeHus nopsgka paboTbl NONb30BaTeNe C  apPXMBHbIMM  AOKYMEHTaMu
uenecoobpasHo paspaboTaTb MHCTPYKUMIO, NAMATKY AN NOCETUTENEN YUTaNbHOro 3ana. B Hell moxkeT
6bITb OTparkeHa MHPopmauua:

- 06 OTBETCTBEHHOCTU MO/1b30BaTE/IA 338 COXPAHHOCTb aPXUBHbIX AOKYMEHTOB;
- 0 pexkume paboTbl YNTANIbHOIO 3a3;

- O nopagke pa6OTbI C QapPXMBHbIMW OOKYMEHTaMn WU 3aNO/IHEHUU (I)OpM AOOKYMEHTOB,
noareepXxgatowmnx I'Ipe6bIBaHMe B 4YUTa/IbHOM 3a1e WU pa60Ty nonb3oBaTtenAa C apXmMBHbIMU
AOKYMEHTaMMU,;

-0 HEO6XOAMMOCTM Od)Ole'IeHMFI CCbIJIOK Ha AOKYMEHTbI Npn NX NCNoJ21b30BaHUN.

Ha Kaxporo nonb3oBatens B YMTaZbHOM 3aje apxuBa, Kpome paboOTHMKOB oOpraHM3auumu,
3aBogMTCA KapTodka (cm. npunoskeHue N 15). Ha KapTouke yKasbiBaloTcA GamMuans, MMs, OTYECTBO
No/ib30BaTeNIA apxuMBa, MecTo paboTbl (y4ebbl) M [OMKHOCTb, LEe/b WCMO/b30BaHWUA [AOKYMEHTOB,
KOHTaKTHble fAaHHble (MpYM HEeobXOAMMOCTM BO3MOXKHO BK/IOYEHWE [AOMOJHUTE/IbHBIX CBEAEHUN O
nosb3oBaTesie). Mocse 03HaKOMIEHUA NMO/b30BATENS C PEKMMOM PaboTbl YNTANLHOTO 3313, MOPALKOM
paboTbl C apPXMBHbIMM [OKYMEHTAMW Ha KapTOYKe CTaBUTCA NOANUCb MNoJsib3oBaTens. KapTouku
dopmuMpyloTCA B KApTOTEKY NO/Ib30BaTENEN YNTAILHOTO 33013 B aiPpaBUTHOM NOPALKE.

Mpwn HEO6XOAMMOCTM BeAeTCA XKypHan y4yeta I'IOCGUJ,eHMﬁ YNTA/IbHOIO 3ana.

Ha Ka)kayto BblAaBaemyto M3 apXMBOXPaHWUIMLLA B YMTANIbHLIA 331 eAUHULY XPaHEHUA BedeTcA
JIUCT MUCNONb30BaHMA AOKYMeHTOB (n. 2.47 Mpasun n npunoxkenme N 9 Mpasua). JIMCT UCNONb30BaHUA
BK/ItOYaET cBefeHMA 06 opraHMsaumm, o Homepe GoHAA, ONUCKU U Aene, COAEPHKUT MHPOoPMaLMIO O AaTe
MCNONb30BaHWUA, BKIKOYAET MHOOPMaLMIO O GamMUANM M UMEHU NOSIb30BaTeNA, YKasblBaeT Ha Lefb
MCNO/Ib30BaHMWA, YKa3zaHWe Ha HOMepa CTPaHML, UCMOJIb3OBAHHbIX AOKYMEHTOB M COLEPXKUT NOANUCH
nosib3oBatensa. JIMCT UCNoab30BaHMA Aesa 3anoIHAETCA NoAb30BaTe/leM CAMOCTOATE/bHO.

lpaduueckoe onucaHue npouecca 5.3. "Bblgava fOKYMeHTOB A1A paboTbl B YMTasibHOM 3ane
apxuBa opraHMsaumnun” npeacTaBaeHo Ha cxeme 28 npunoxeHus N 4.

Monb3oBaTenu, Beaywme HayyHylo paboTy, Npuv NOArOTOBKE AOKYMEHTanbHbIX Mybankauuin c



NCNO/Nb30BaHMEM [OKYMEHTOB apxvMBa oOpraHuM3auuu o06s3aHbl AenaTb CCbIIKM Ha UCNo/b3yemble
apPXUBHble AOKYMeHTbI. CCbIZIKM Ha apXMBHbIE AOKYMEHTbl MOTYT COAEPKaTb CAeaytoline 31eMeHTbI:

- 3aro/1I0BOK bubnumorpaduyeckoi sanmcu <12>;

<12> B cootsetctBUM c TOCT 7.76-96 "CUBWA. KomnnektoBaHue ¢oOHAA [OOKYMEHTOB.
BubnuorpadumposaHmne. KaTanormsaums. TepmuHbl W onpeaenenms”, n. 51. " 3aronoBokK
6MbanorpaduUeckon 3anncM MOXKeT coaepKaTb... HAMMEHOBAHME OpPraHW3aumKn, HasBaHWe CTPaHbl U
0603HavyeHWe BMAA [AOKYMeHTa (3arosioBok ¢GOpMbl), YHUOUUMPOBAHHOE 3arfaBue MAW  Apyrue
csBegeHua".

- OCHOBHOE 3arnaBue JOKYMEHTa;
- CBeAeHUs, OTHOCALLMECA K 3ar1aBuio;

- cBeAeHusi 06 OTBETCTBEHHOCTY;

- MOUCKOBbIE AAHHbIE LJOKYMEHTA;

- CBeAEeHNA O MECTOMOOMKEHUM 06bEKTA CCbITKU B IOKYMEHTE;

- cBeAeHuA o aene (eamHuue XpaHeHUs), B KOTOPOM XPaHUTCA AOKYMEHT - 06bEKT CCbIIKY;
- IPMMeYaHuA, Hanpumep:

Mpwuka3 "06 yBonbHeHMM coTpyaHukos" 28.10.2013 N 26-1Y. 000 "Pomawka" @. /1-53. On. 3. A.
148.

Mopsgok 3anucn  6Bubnumorpadpuuyeckmx onucaHuii  onpegeneH [OCT P 7.0.5-2008
"Bubnunorpaduueckan ccoinika. Obuime TpeboBaHMA 1 NpaBMaa cocTaBieHma".

6. NEPEAAYA AEN U3 APXUBA OPTAHU3SALIUU

6.1. Mepepaya Aen Ha NOCTOAHHOE XpPaHEHUEe B rocy4apCTBEHHbIM
(MyHUUMNANbHbIK) apxus

Mepepnaya A4OKYMEHTOB OpraHM3aUmMmn Ha XpaHeHWe B rocy4apCTBEHHbIN (MyHULMNANbHbIN) apXuB -
KOMI/IEKC NPOLLeAYP, UMEIOLLMX LLe/IbI0 KOMMIEKTOBAHWE rOCYAapPCTBEHHbIX U MYHULMNANbHbIX aPXMBOB
AOKymeHTamu ApxmBHoro ¢oHza Poccuiickoit desepaumm, ocylwecTBasemMbix B COOTBETCTBUM C MAaHOM
WM B YCTAaHOBJIEHHbIE JOTOBOPOM CPOKM.

FOCVAapCTBEHHbIe (MYHI/ILI,VII'IafIbeIe) apXuBbl NTPUHMMAKOT Ha XPaHEHNE OOKYMEHTblI MOCTOAHHOTIO
CPpOKa XpaHeHuA opraHmsau,Mﬁ - UCTOYHUKOB KOMMNNEKTOBAHUA, a TaKXe AOKYMEHTbl MO JIMYHOMY
COCTaBy B C/ny4ae NMKBnaaumnm aTnx opraHmsau,Mﬁ.

[JOKYMeHTbl MOCTOAHHOrO XpaHeHMsa, obpa3oBasluMeca B AeATE/bHOCTUM OpraHusauuii, He
ABNAIOLWINXCA UCTOYHMKAMU KOMMIEKTOBAHMA FOCYAapCTBEHHbIX (MyHMUMMAAbHbIX) apXMBOB, MOryT
nepegaBaTbCA B OCYAAPCTBEHHble (MyHMUMNANAbHble) apXuBbl Ha OCHOBaHUM [OrOBOPOB C
CobCTBEHHUKAMM AW BNagenbLuamu 4OKYMeHToB (n. 6.2. NMpasun).

Mepesaya [LOKYMEHTOB OpraHM3aLMmn Ha XpaHeHWe B rocyAapCTBEHHbIN (MyHUUMNANbHBIN) apXuB
OCyLLecTBAsETCA:

- B M/1IaHOBOM MNMOpAAKE;



- OCPOYHO - MNP OTCYTCTBUMN HEOBXOAUMBIX YCIOBUI ANA 06ecneyeHns COXPaHHOCTU SOKYMEHTOB
ApxuBHoro ¢oHaa Poccuiickoit deaepaumm, npu yrpose yTpaTthbl (YHUUTOMXKEHUA) IOKYMEHTOB, a TaKXe
no npocbbe opraHM3aunmn Ha OCHOBaHMM AOrOBOpPA C rOCYAaPCTBEHHbIM (MYHMLMMANbHBIM) apXWMBOMm (.
6.5. Mpasun).

Mpouecc nepegayn  [OOKYMEHTOB  OpraHM3auMM Ha  XpaHeHMe B rOCyAapCTBEHHbIM
(MYyHULMNANbHBIN) apXMB BKIKOYaET:

- onpeaeneHune CpoKa nepesaym OKYMEHTOB B rOCYAAPCTBEHHbIV (MYHULMNANbHbIN) apXuUB;
- NOArOTOBKY IOKYMEHTOB K Nepegaye B rocy4apCTBEHHbIN (MyHULMNANAbHbIN) apXuB;

- nepefjayy LOOKYMEHTOB B [OCYAapCTBEHHbIM (MyHMUMManbHbIM) apxuB. CpoK nepepauu
OOKYMEHTOB B rOCYAapCTBEHHbIM (MYHUUMNANAbHBIN) apXMB ONPEAENSeTCs C y4ETOM CPOKOB BPEMEHHOTO
XpaHeHuss A0oKymeHTOB ApxmBHoro ¢oHaa Poccuiickonn Pepepaumm B apxmBax oOpraHMsaumii Ao
nepegayn Ha XxpaHeHue B rocyapCTBeHHbIN (MyHULMNANbHbIN) apXuB, YCTaHOBAEHHbIX PeaepanbHbIm
3aKOHOM OT 22 oKT6ps 2004 r. N 125-$3 "06 apxmBHOM gene B Poccuiickon Peaepaunn” (cT. 22).

CpoKkM nepefaynm [OOKYMEHTOB OpraHuM3auuii, He SABAAIOWMXCA rOCYAapCTBEHHbIMU UK
MYHUUMNANbHbIMK, B TOM Yncae 06LLEeCTBEHHbIX 06beAUHEHNI B roCcyAapCTBeHHble (MyHMUUMMNaAbHbIE)
apXxmBbl PUKCUPYIOTCA B AOrOBOpPE.

CpoKM nepegayn AOKYMEHTOB KOHKPETHOM OpraHM3aumun B rocyAapcTBeHHbIN (MyHUUMMNaNAbHbIN)
apxvMB  YyCTaHaB/AMBAlOTCA NAaHOM MpuMemMa [AOKYMEHTOB, KOTOPbIA  COCTaBASAETCA  KaXAblm
rocyAapcTBeHHbIM (MyHULUMNANAbHbIM) apXMBOM, COFNAacoBbIBAaeTCA C OPraHM3auMAMM - UCTOYHUKaMM
KOMMNEKTOBaHUA M yTBEPXAAaeTcA pyKoBoAMTeNeM rocyAapcTBeHHOro (MyHWUMNanbHOro) apxmsa (n.
6.6. Mpasun).

lpadumyeckoe un3o0b6pakeHne npouecca 6.1. "Mepemava [en Ha NOCTOAHHOE XpaHeHWe B
rocy4apCTBEHHbIN (MyHMUMNANbHbINA) apxmB" Ha cxeme 29 npunoxeHusa N 4.

6.1.1. NoarotosKa aen, A,OKYMEHTOB K nepeaayve
B roCyf,apCTBEHHbIN (MyHULUNA/bHDbIW) apXuB

MoAroToBKa Aen, OOKYMEHTOB K nepefade B FOCYAapCTBEHHbIM (MyHMUMNANbHbIN) apxus
NpoBoAMTCA PaBOTHMKOM apXxMBa OpPraHU3aLUM U BKAOYAET:

- onpegeneHue cocTaBa Aef, NOANEXKAlMX nepedaye B roCyfapcTBEHHbIN (MyHMUMNANbHbIN)
apxus

- NPOBEPKY NpPaBuUIbHOCTU Od)OpMﬂeHMFI aen umn ¢M3VIH€CKOFO N CaHUTapPHO-rTMrneHn4yeckoro
COCTOAHMA AOKYMEHTOB, NepeaaBaemMbiX B FOCYAapCTBEHHbIﬁ (MYHMMMﬂaﬂbeIﬁ) apxuB.

- No4roToBRy AOKYMEHTOB, HEO6XO,CI,MMbIX npu nepegaye.

OnpepeneHve coctaBa e, NoAnexalux nepegaye B rocyAapCTBEHHbIA (MyHUUMNANbHbIN)
apxuB, 1 NpoBepKa Kadvectsa Ux GopmmuposBaHna 1 oGopMNEHNA OCHOBbLIBAETCA Ha peKoMeHAaumMax no
NoAroToBKe Aen K cAaade B apxvs opraHusaumm (pasgenst 1.1.2, 1.2. MeToauYeCcKUX pekomeHaaumin).

OAHOBpPEMEHHO C 3TMMKM paboTamu, NPOBOAMUTCA CBepKa MHpopmMaumm Ha 06M0XKKaxX gen c
3anUcAMM B COOTBETCTBYIOWMX rOAOBbLIX pasgenax onucu Aen. BbifiBNEeHHble HEeCcooTBETCTBUA
yCTpaHATCA pabOTHMKOM apXMBa OpraHM3aumm.

Mpy O6HaAPYKEHUWN PACXOMKAEHUIN MEXKIYy MTOroBOWM 3anMMCblo FOA0BOrO pasgena onucu aen u
$aKTUYECKMM Ha/nvuyMeM nepenaBaembix Aef, MHGopMauus 06 oTcyTCTBYHOWMX Aenax GUKCUMpyeTcs B
aKTe npuema-nepegaun (npunoxkenve N 30 MpaBua) M opraHMs3auMsa - UCTOYHUK KOMMIEKTOBaHUA



NPOBOAMT PO3bICK YTEPAHHbIX AN B COOTBETCTBUM C M. 2.2.3. B cnyyae ecam oTCyTCTBYIOWME SOKYMEHTI
He OblIN HalAEeHbl, OpraHN3aumMsa COCTaBAAET aKT 06 yTpaTe goKymeHToB (npunoxerHue N 6 Mpasun),
KOTOPbIA TaKXe NpeacTaBAseTca B rocyfapCTBEHHbIN (MyHUUMNanbHbIA apxuB). OdopmnseTca HoBan
MTOroBaA 3anucb, B KOTOPOM YKa3blBaeTcA GpaKTUUYECKOE Ha/n4yMe AeN M HOMepa OTCYTCTBYHOLUMX Aen.
OpraHusaums noaroTaBanBaeT CNPaBKy O NPUYMHAX YTPaTbl LOKYMeHTOB (n. 6.8. Mpasun).

Ecan B Xxo4e NoAroToBKM Oef, AOKYMEHTOB K nepegadye B rocyAapCTBEHHbIN (MyHMLMMANbHBbINA)
apxvMB BblABJEHbl HeENpaBWIbHO 0QOPMJIEHHbIE fefla, OHWM MOALWMBAOTCA B HOBble OO/I0XKKM.
®dU3nYECKoe U CaHUTAPHO-TUTMEHUYECKOE COCTOAHWE AOKYMEHTOB OMpenensercs nyTem MoAMCTHOro
npocmoTpa Aen. BbisBneHHble pAedeKkTbl ¢GU3NMYECKOFO W CaHUTAPHO-TUTMEHUYECKOrO COCTOAHMA
OOKYMEHTOB OpraHM3auma yCTPaHAET CaMOCTOATE/IbHO. B 3Tom cnydyae, nepefava gen cABuraetcs Ao
MOMEHTA YCTPaHeHUA AedeKToB.

6.1.2. MopAagoK nepepaum gen Ha XxpaHeHUe B roCcyapCTBEeHHbIN
(MyHULUMNanbHbI) apxus

Mepesaya Aen Ha XpaHeHWe B rOCYAAaPCTBEHHbIN (MYHMUMNANbHbIA) apXMB OCYLLECTBAAETCA
pPaboTHMKOM apxuBa OpraHM3auuMuM M pPaboTHMKOM rOCYAapCTBEHHOrO (MyHMUMNANbHOrO) apxuBa,
KOTOPbIN NpoBeEpPSET HanuMe e, a TaKXKe KauyecTBo MX GOPMUPOBaHUA 1 0POPMIEHUA.

Mepenaya gen odopmaseTcs aKTOM Mpuema-nepesaynm apxmBHbIX AOKYMEHTOB Ha XpaHeHue
COCTaB/AAEMbIM PAabOTHUKOM FOCYAAapPCTBEHHOTO (MYHWLMMANbHOIO) apxmBa. AKT COCTaBAAETCA B ABYX
3K3eMNApax, OAWH OCTAaeTcA B Mepejalolle Aena OpraHuMsauuu, Apyrol - B MPUHMMAlOLLEM
rocyapcTBeHHOM (MyHUUMMANAbHOM) apxuBe. AKT npuema-nepegayn noanucbiBaeTca paboTHUKamM
OpraHM3auMM W TOCYAapCTBEHHOINO (MYHMUMMNANbHOIO) apxvBa, OCYLECTBAAOWMMU fepesady
OOKYMEHTOB M YTBEPKAAETCA PYKOBOAMTENIEM OPraHuM3auMM W PyKOBOAMTENEeM TOCyAapCTBEHHOro
(MyHMUMNanbHOro) apxmea.

OpraHu3auma - UCTOYHWK KOMMIEKTOBAHMA COrNacyeT CPOKU AOCTaBKWU AN B rocyfapCTBEHHbIN
(MyHMUMNANbHbIA) apxuB. TpaHCNOPTUMPOBKA [OKYMEHTOB OCYLIECTBASETCA 3a CYeT CpPeacTs
opraHunsaummn. JoKymeHTbl NepeBO3ATCA B NEPBUYHbIX CPeACTBAX XpaHeHMa (KopobKax nau nankax).

lpaduueckoe un3obpaxkeHne npouecca 6.1.2. "lMopAagoK nepefadnm [en Ha XpaHeHue B
rocy4apcTBEHHbIN (MyHMUMNANbHBIN) apxmB" npeacTtaBaeHo Ha cxeme 30 npunoxenus N 4,

6.2. NMepepaya gen npu peopraHusauum, IMKBUAALUN OpraHM3aLum

Mpouecc nepefaym apxmMBHbIX AOKYMEHTOB NPU PEOpraHn3aummn Uam NMKBMAALMN OpraHusaLmm
BK/ItOYaET:

- onpepgeneHne mecrta p,aaneﬁmero XPaHEHNA OOKYMEHTOB;
- NOAroToOBKY apXUBHbIX AOKYMEHTOB K Nepeaave,;
- nepeaavyy apXmBHbIX AOKYMEHTOB.

an peopraHnsaunm nam nMkengalmmn opraHmsaumm mecto ,D,aﬂbHEVIUJEFO XPaHEHNA OOKYMEHTOB
onpegenAaeTca B COOTBETCTBUU C AEﬁCTBYWMMM 3aKOHO4aTeNbCTBOM B obnactu dpXnBHOro Aena u
YKa3biBaeTCA B pacnopagntesibHOM JOKYMEHTE O peopraHnsauunmn (J'II/IKBI/I,CI,aLI,VII/I) I'IOCIIE,CI,HEVI.

an peopraHnsaunm opraHnsdaumm onpenendaeTca ropungmnyeckoe mMuo, KOTopomy nepenarTca
AOKYMEHTbI.

B cootBeTcTBUK cO CT. 23 PeaepanbHOro 3akoHa oT 22 okTabpa 2004 r. N 125-®3 "O6 apxnuBHOM
nene B Poccuiickoin Pepgepaumn' yctaHaBnMBalOTCA caeaytolme npaBuna:



- NpU peopraHM3aumMmn roCyfapCTBEHHbIX OPraHOB apXMBHble [AOKYMEHTbl B YMNOPAAOYEHHOM
COCTOAHUM NepesaloTca NpPaBOMNPEEeMHUKAM pPEOPraHU3yemMblX FOCY[APCTBEHHbIX OPraHOB WAM B
COOTBETCTBYHOLMIA rOCYAaPCTBEHHbIN aPXMB;

- NPU M3MEHEHMM CTPYKTYPbl OPraHOB MECTHOrO CaMOyrnpaBieHUA apXMBHble AOKYMEHTbl B
ynopaao4eHHOM COCTOAHUN NepeaaroTcs BHOBb GOPMMPYEMbIM OpraHam MecTHOro caMoynpasaeHus;

- NPV peopraHmnsaLLMm rocy4apCcTBEHHbIX N MYHULMNANbHbBIX OPraHU3aLMin apX1MBHbIE OKYMEHTbI B
ynopAa0YEHHOM COCTOAHUM MepenatoTca MNpPaBoONpPeeMHUKAM PeopraHM3yemMblX OpPraHusaumin uam B
apxuB BblWecToAWeEeNn opraHusaumu. Mpu 3Tom B cayvyae npeobpasoBaHMA TFOCYAAPCTBEHHbLIX U
MYHUUMNANbHbIX OpraHu3auuii ¢ nsmeHeHmem ¢Gopm COOCTBEHHOCTM MMYLLLECTBA 3TUX OPraHU3auuit
apXMBHble [AOKYMEHTbl MOryT OblTb nepefaHbl Ha BPEMEHHOe XpaHeHME BHOBb BO3HMKLIMM
OpraHM3aumMAM-NpPaBoONpPeEMHNUKAM Ha OCHOBAHWW [OFrOBOPOB MeEXAY AAHHbIMW OpraHM3aumMaMm U
COOTBETCTBYHOLLMMM FOCYAAPCTBEHHBIMU MAM MYHUUMNANbHBIMU apXMBaMU;

- NPY peopraHnsaLmm rocyaapcTseHHbIX U MyHULMMNANbHbIX OpraHU3aLumii nyTem pasaeneHuns uan
BblAE/NIeHUss M3 UX COCTaBa OOHON WM HECKONbKUX OpraHM3aumii ycioBMA U MECTO AasibHelLero
XPaHEHWUS APXMBHbIX LOKYMEHTOB ONpPenenatoTca yypeanTensammn 3TUX OpraHM3aumnin anbo opraHamm,
YNOJIHOMOYEHHBIMW Ha TO y4YpeauTeNbHbIMU AOKYMEHTaMMW, MO COrM/acOBaHUIO C COOTBETCTBYHOLMM
cneuManbHO YNoOAHOMOYEHHbIM [Mpe3snaeHTom Poccuiickori Pepepaummn  degepasbHbiM  OpraHOM
WCNOJIHATENbHOM BAACTU WM YNOJIHOMOYEHHbIMW OpPraHamMu WCNONHUTE/IbHOW BAACTU CyObEKTOB
Poccuiickoit Pepepaunn B 061aCTN apXMBHOTO AEN3;

- NPV peopraHM3auuMM HerocyfapCTBEHHbIX OpraHM3auuii yCnoBUA WM MecTo AdasbHeliwero
XpPaHeHUA apXMBHbIX AOKYMEHTOB OMNpPeAensaioTca yuypeanTensiMmm 3TUX opraHusaunii ambo opraHamu,
YNOAHOMOYEHHbIMW Ha TO yYpeauTeibHbIMU AOKYMEHTaMMU.

Mpy NUMKBMAALMM OpraHMsaumm B PACNOPAAUTENBHOM [AOKYMEHTE O JIMKBMOALUMM MECTO
JanbHENILEro XxpaHeHNA LOKYMEHTOB YKa3blBAaeTCA B COOTBETCTBMMU CO CEAYHOLMMU MONONKEHUAMM CT.
23 depepanbHOro 3akoHa oOT 22 okTAbpa 2004 r. N 125-®3 "O6 apxmBHom pene B Poccuitckol
depepaunn':

- NpuM JIMKBUAALMM TOCYOAPCTBEHHbIX OPraHOB, OPraHOB MECTHOrO CamMoynpaBJ/ieHus,
roCyapCTBEHHbIX W  MYHULUMNANbHbIX OPraHM3auuii BKAKOYEHHble B cocTaB ApxuBHOro ¢oHaa
Poccuiickoli depepaunn OKYMEHTbI, LOKYMEHTbI MO IMYHOMY COCTaBY, a TaK¥Ke apXMBHbIe LOKYMEHTbI,
CPOKM BPEMEHHOTO XPaHEHWS KOTOPbIX HE WCTEKAW, B YNOpPALOYEHHOM COCTOSIHUM MOCTYNaloT Ha
XpaHeHWe B COOTBETCTBYIOLWMIM roCyAapCTBEHHbIN UM MYHULMNANbHbIN apXMB;

- NPV NMKBUAAUMW HETOCYAaPCTBEHHbIX OpPraHU3auuii, B TOM Yucie B pesynbTaTte 6aHKPOTCTBa,
06pasoBaBlUMECA B MPOLLECCE UX AEATEIbHOCTU M BKAOYEHHbIE B cOcTaB ApxmBHOro ¢poHaa Poccuitckoi
desepaunn apxmBHble AOKYMEHTbI, AOKYMEHTbI MO JIMYHOMY COCTaBY, a TaKKe apXMBHble AOKYMEHTbI,
CPOKM BPEMEHHOr0 XpPaHeHWA KOTOPbIX HEe WCTEeKAM, MNepeaaloTca IMKBUAALUMOHHOM KOoMMUCCUein
(MMKBMAATOPOM) WMAM KOHKYPCHbIM YMPaBAAKOWMM B YNOPAAOYEHHOM COCTOAHWM Ha XpaHeHue B
COOTBETCTBYIOLWMI FOCYAAPCTBEHHBIN UMW MYHUUMMANbHBLIA apXMB Ha OCHOBAaHMM AOrOBOPA MeXay
JNIMKBUAAUMOHHOM KOMWUCCUEN (TMKBUAATOPOM) MM KOHKYPCHBIM YNPaBAAIOWMM U FOCYLapCcTBEHHbBIM
WU MYHULUMMANbHBIM apXMBOM. Mpu 3TOM NIMKBUAALUMOHHAA KOMUCCUSA (TMKBUAATOP) UAN KOHKYPCHbI
YNPaBAAOLWNIA OPraHU3yeT YyNopaL0YeHMe apXMBHBIX LOKYMEHTOB JIMKBUAVPYEMOM OpraHM3auum, B TOM
yncae opraHMsauuu, IMKBUSUPYEMOW B pe3ysibTaTe BaHKPOTCTBA.

OpraH13auMoHHbIE BOMPOCHI MOATOTOBKM AOKYMEHTOB K MNepefadye pellaeT JIMKBUAAUMOHHAA
Komuccna (n. 7.1. Mpaewua), B cOCTaB KOTOPOW BXOAAT NpeacTaBUTENIM apxvMBa pPeopraHvM3yemon
(nnkBMAMpyemoit) opraHmsaumu. [pu peopraHMsauuu (AMKBMAAUMKM) OpraHU3aumin - WCTOYHWMKOB
KOMMN/IEKTOBaHMUA rOCYAapCTBEHHbIX (MYHMLMNAAbHbIX) apXMBOB B COCTaB /IMKBMAALMOHHON KOMUCCUU
BXOAAT TaK}Ke NpeacTaBUTeIN COOTBETCTBYIOLLErO FOCYAapPCTBEHHOMO (MyHUUMMNANbHOIO) apXmBa.



Mpn noarotoBke ¢oHAA peopraHnUsyemon (NMKBUOMPYEMOM) OpraHMsauMmM K nepegaye
NnpoBOAUTCA MPOBEPKa HaAMuMA W COCTOSAHUA AOKYyMeHTOoB (cm. pasgen 2.2.3. MeTtoapyeckux
pekomeHAaLnit), a TaKKe MNOAroToBKa Jen K nepepade (cm. pasgen 6.1.2. MeTtoanueckux
pekomeHgaumii). [epegaya [OKYMEHTOB MPOBOAWUTCA MO aKTy MpuMemMa-nepenaym apxmBHbIX
OOKYMEHTOB Ha xpaHeHue (npunoxeHue N 30 Mpasun).

Mpy nepegaye [AOKYMEHTOB MPaBOMPEEMHWMKY PeopraHM3yemMoln opraHusaumm MUAM BHOBb
CO34aHHOMY HOPUANYECKOMY /IMLY aKT yTBEpXAaeTcA npeaceatenem ANKBMAALUMOHHON KOMUCCUU U
pykoBoAMTENEM  OpraHusaumu, nNpuHMMaloWen  AOKyMeHTbl. [pu  nepegaye  AOKYMEHTOB
JNIMKBUAMPYEMOI OPraHuM3aumMm B rocyZapCTBEHHbIM (MyHMUMNANbHBIA) apXxMB akT Npuema-nepenayu
apXMBHbIX JOKYMEHTOB Ha XpaHeHMe YTBep:KAAeTcs npeacenatesieM JNMKBUAAUMOHHON KOMUCCUM U
pyKoBOAMTENEM FOCYAAPCTBEHHOTO (MYHULMMNANbHOIO) apXmBa.

TpaHCNopTMPOBKA NepeaaBaeMbIX JOKYMEHTOB OCYLLLECTBAAETCA 3@ CYET CPeACTB, Bblae/IeHHbIX Ha
peopraHM3aumio (TMKBMAALMIO).

lpaduueckoe n3o0bparkeHne npouecca 6.2. "Mepegaya Aen Npu peopraHnsauum, AMKBUAALUU
opraHmsaumnun" npeacrtasaeHo Ha cxeme 31 npuaoxkenusa N 4,

6.3. Mepepaya gen npm cMeHe pyKOBOAUTENA apXMUBa OpraHM3auumn

Mpouecc nepeaaun AOKYMEHTOB apxvMBa OpraHM3aLMM NMPUM CMEHEe PyKoBOAMTENA apxvsa (nvua,
OTBETCTBEHHOIO 33 apXMB) BKIIOYAET:

- OpraHM3auMOHHble MEPONPUATUA NO NOATOTOBKE K Nepegaye AOKYMEHTOB;
- NOArOTOBKY IOKYMEHTOB GpOHAA K Nepeaadye;

- NPOBEPKY NOMeLLeHUIA U 060pyA0BaHUS;

- npyem-nepeaavy AOKYMEHTOB.

[ns opraHusaummn npuema-nepesaym apxmBHbIX 4OKYMEHTOB M MaTePUasIbHbIX LLeHHOCTEN apxuBa
pPYKOBOAWTENb OpraHM3aLMM M3[aeT MPMKas O Ha3HaYeHUM KOMMUCCUWM B COCTaBe He MeHee Tpex
Yyenosek.

B cocTaB KOMMCCMM BK/IIOYAKOTCA PYKOBOAMTE/b, KYPUPYIOWWMIA apXuB, PYKOBOAMTENb apXuBa,
nepefaloWwmin  apxuMB,  PyKoBOAUTENb  MPUHUMMAIOWMI  apxuB,  NpeacTaBuUTeNb  CAYK6bl
AenonponsBoacTea. Bo3aMOXKHO BKAKOYEHME B COCTaB KOMMCCMM YNOJHOMOYEHHbIX OT Byxrantepumn u
OTZe/1a KaApOoB, a TaK¥Ke CNeLmasncToB, CoCOHHbIX OLEHUTb COCTOSHME 060pyAOBaHUA.

an noAroToBKe K npuemy-nepenadye 4OKYMeEHTOB NPOBEPAETCA Haindne n CoOCtToAHUeE:!:
- AOKYMEHTOB apXuBa, B TOM Yyucne ocobo LEeHHbIX Aen N nX CTpaxoBbiX KOHMﬁ;

- OCHOBHbIX YYeTHbIX AOKYMEHTOB apXuBa: KHMra yyeta MOCTYMAEHUA U BblBbITUA AOKYMEHTOB,
cnuncok ¢poHa0B, AncTbl GoHAA, ONUCK Aen, PEecTpbl onNucei aen;

- BCNoMoraTe/ibHbIX Y4€THbIX JOKYMEHTOB apXmnBa: KHUra y4yeTta ABNXKEHUA Aen No d)OH/.'l,aM, KHUTa
y4yeTa nepepa60TKM M ycoBepLeHCTBOBaHUA OFIVICGIZ, KHUra Yy4de€Ta Bblgayn nOen BO BpemMeHHOe
NnoNb30BaHUE,;

- YYETHbIX AOKYMEHTOB apxuBa Mo pa60Te C noaseaoOMCTBEHHbIMU OpPraHU3aunAammn (I'IpM
Hal'IW-IMM): CMAUCOK opraHM3au,M17| - NICTOYHMKOB KOMMNNIEKTOBAHUA, Ha6mo,a,aTeanb|e aena opraHmaau,Mﬁ.

an npuneme-nepenaye apxmBa HaanexXnT NnpoBepuTb HaiM4yme N COCToAHUE!



- MeyaTtel 1 WTaMMnoB apxmBa (Mpu UX HaNYUK);

- obopyaoBaHMA U UHBEHTApA (NPOTMBOMOXAPHOIO U OXPaHHOro 0bopyaoBaHUA, NPUBGOPOB No
N3MEPEHMIO TEMNEPATYPbl U BIAXKHOCTU, KOMMNbIOTEPOB, NPU UX HaAN4Umn).

Komucecusa no npuemy-nepenaye apxmsa OLEHNBAET TaKKe YC/I0BUA XPaHEHMA JOKYMEHTOB.

Mpuem-nepegaya OOKYMEHTOB MPOM3BOAMTCA B ONpeAeneHHOM nocnefoBaTeNbHOCTU: CHayana
nepesalTca CNpPaBOYHUKKM, MOKA3bIBalOWME KOMYECTBO A€/ B LENOM MO apXMBy U UX OBUXKEHUE
(cnucok ¢oHAOB, peecTp ONUCEN, KHUMM yyeTa NOCTYN/eHUi U BbibbITUA OOKYMeHTOB). Mocne 3Toro B
nopsiake Homepos GOHAOB NepesatoTcA CNPABOYHUKN NO KarKaomy poHAay.

Mocne npuema-nepegaun HCA apxvusa npoussBoauTCA Npuem-nepegada HenocpeacTBeHHO
apXMBHbIX AOKyMeHTOB. [lpuem-nepegayy LenecoobpasHoO MNPOBOAMTbL MOCTENNANKHO, B MOpAAKe
pasmeuweHns ¢oHAOB Ha cTennaxkax (monkax). Mocne npuema-nepesadnm apxmBHbIX [AOKYMEHTOB
Kaxgoro ¢oHAa BHOCATCA COOTBETCTBYIOLIME 3aMMCUM BO BCE 3K3eMnaapbl onucei. PykosoauTesb,
nepeaatrolwmin apxmBHble AOKYMEHTbI, A4aeT MOACHEHUS HOBOMY PYKOBOAMTE/O apXMBa OTHOCUTE/IbHO
pasMeLLEHMA apXMBHbIX AOKYMEHTOB B apXMBOXPaHWAWLIE, MOPAAKA PasMELLEHUA apXMBHbIX
OOKYMEHTOB Ha CTe//laXkax, MOJIKax, COAep’KaHuA MOMCKOBbIX AaHHbIX Ha KOpobkax (cBA3Kax),
Tonorpaduyeckmx ykasatensax, Kaptoukax ¢oHgos. Mo pesynbTaTam npuema-nepenayv CocraBaseTcs
aKT npuema-nepenaym apxmeHbIX LOKYMEHTOB U MaTepuasbHbIX LeHHocTel (npunoxexune N 16).

AKT nognucbiBatoT npeagcenartesib KOMUCCUKN, PYKOBOAOUTE/Ib apPXuBa, nepe,u,arou.l,mﬁ apxue w“
PyrKoBOAUTEND, I'IpVIHVIMaPOLLI,VII\/'I apxnuB WU 4YneHbl KOMUCCUMN. AKT yTBEPXKOAET pPYKOBOAOAUTEb
opraHusauuu.

lpaduueckoe nsobparkeHne npouecca 6.3. "Mepesaya Aen Npu CMeHe PYKOBOAMTENS apxuBa
opraHusaumm” cm. Ha cxeme 32 npunoxeHus N 4.

7. BbIAENEHWE AOKYMEHTOB C UCTEKLULMMU CPOKAMMU XPAHEHUA
K YHUYTOXEHUIO

Mpouecc BblAeNeHUA LOKYMEHTOB C UCTEKLLUMMU CPOKAMM XPAHEHMA K YHUUTOXKEHMIO BK/TIOYAET:
- BblAeNIeHMe AeN, AOKYMEHTOB K YHUUTOMKEHUIO;

- NOArOTOBKY aKTa O BblAeNEHNN AOKYMEHTOB K YHUUTOXKEHWIO;

- nepegava fien, AOKYMEHTOB Ha YHUUTOXEHME.

Mpouecc BblAeNeHUSA AeNl, LOKYMEHTOB K YHUUTOXKEHUIO NPOBOANTCA:

1) paboTHUKamm cayKbbl 4enonpounsBoacTBa No pesynbTatam oTbopa OKYMEHTOB Ha XpaHeHUe B
apxvMBe OpraHM3auMn MAU YHUUTOMKEHME B PaMKaxX 3KCNepTU3bl LLEeHHOCTU [AOKYMEHTOB (CM. pasgen
1.1.2. MeToANYECKMX PEKOMEHAALINI);

2) paboOTHMKAMM apxMBa OpraHU3aLMM - MO pe3yabTaTaM 3KCNepTU3bl LLEHHOCTU AOKYMEHTOB,
noanexawmx nepegaye B rOCYAAPCTBEHHbIM  (MyHMUMNANbHbLIA) apxmueB (cm. pasgen  6.1.1.
MeToauuyeckmx pekomeHaaumii) uam B npouecce NpoBeAeHMA NNaHOBbIX paboT No ynopagoyeHuto aen
apxuBHoro ¢poHAa.

Ob6bekTamu npouecca YHNYTOXEeHUA Aen, ALOKYMEHTOB ABNAIOTCA:

- Agena C UCTEKWMMUN CPOKaMU XpaHEeHUA, HaxogAawmeca B CTPYKTYPHbIX noapasgeneHuAax
OpraHnsauunun, a TakxKe AOKYMEHTbI C UCTEKWWNMU CPOKaMU XPaHEHUA, B TOM YUCNE KON OOKYMEHTOB,
NU3bATbIE U3 OEN, NoANEXaLWNX nepenade B apxXxmB opraHn3aunu;



- [leNa BPEMEHHbIX CPOKOB XpaHeHus (cBbiwe 10 NeT), CPOKM XpaHEHUs KOTOPbIX WCTEKAM,
chOpPMUPOBAHHbIE, ONMMUCAHHbIE U YYTEHHbIE B FOAOBbIX pa3desiax Oonucen Oen, AOKYMEHTOB B apxuBe
opraHmMsauuu.

Jena, LOKYMEHTbI BbIAENAOTCA K YHUUTOXEHWUIO, EC/IM NPEAYCMOTPEHHbIN ANA HUX CPOK XPaHEHUA
ncTek K 1-my AHBapA roga, B KOTOPOM MpoBoAATCA paboTbl MO BblAENEHUIO AN, AOKYMEHTOB K
YHUUYTOXEHMIO M COCTAaBNSAETCA COOTBETCTBYHOWMI akT (n. 4.11. Mpasun). Hanpumep: gena c 3-neTHUM
CPOKOM XpaHeHUsA, 3aKOHYEeHHble aenonpon3Boactsom B 2011 r., MoryT 6bITb BK/IOYEHbBI B aKT, KOTOPbIN
b6yaet coctaBneH He paHee 1 aHBapAa 2015 roga, c NATUAETHUM CPOKOM XpPaHEHUs - He paHee 1 AHBapsA
2017 ropa.

BblaeneHve Aen, [AOKYMEHTOB K YHUYTOXEHUIO B Ae/I0NpoU3BOACTBE  OCYLLECTBASAETCA
paboTHUKOM CTPYKTYPHOro noApasaeneHns o4HOBPEeMeHHO C OTBopoM AOKYMEHTOB NOCTOAHHOIO U
BpemeHHoro (cBbilwe 10 neT) xpaHeHus ANA nepefadu B apxus opraHusaumm (cm. pasgen 1.1.2
MeToanyecknx pekomeHaaumii). Mpu 3Tom NPoUCXoanT:

- BblgeneHune (Ha OCHOBe NPOCMOTPa HOMEHKANATYpPbI AeN roaa, 3a KOTopbIA caatoTca aena), Aen c
UCTEKLIMMWN CPOKaMM XPaHEHUS, MOANENKALLUX YHUUTOKEHWNIO. [TpM 3TOM YUUTLIBAIOTCA TaKMe OTMETKM B
HOMEHKNaType [en opraHusauum, Kak "Ao MmMuHoBaHuA HagobHoctn" ("AMH"), "mpwn ycnosuwu
nposeseHuA (3aBeplueHns) pesnsnn” uT.n.;

- U3bATUE NO pe3y/abTaTam MNOJUCTHOrO MPOCMOTPA Ae/, nepeaaBaemblX B apXMB opraHu3aumm,
KOMWIN AOKYMEHTOB U IOKYMEHTOB, CPOK XpaHEeHUA KOTOPbIX UCTeK. JJOKYMEHTbl M KoMK AOKYMEHTOB,
BblAENEHHbIE K YHUUYTOXEHWUIO, MPUCOEAMHAIOTCA K Aenam C WUCTEKIWMMW CPOKaMK XpaHeHwus,
NOCBALLEHHbIM COOTBETCTBYIOWMM Bonpocam. [lpM OTCYTCTBMM TaKOBbIX [AOKYMEHTbl M KONUU
OOKYMEHTOB, BblAENEHHble K YHUUYTOMKEHWI0, GOPMUPYIOTCA B OTAe/NbHble Aena, KoTopble He
odopMAATCA U He noalusatoTca. Mm aatoTca 0606LLeHHbIe 3aro/I0BKK, Hanpumep:

[oKymeHTbl 06 OpraHusaumMm M NPoBeAeHNN 3aHATUIA NO MOBbIWEHUIO KBaMdUKALMK (yYebHble
NAaHbl, }XYPHa bl MOCELWAEMOCTU 3aHATUIA 1 A4p.).

Mpu BblgEAEHUN [EeN K YHWYTOXKEHWIO B Ae/10NpOoM3BOACTBE HEobX0AMMO MPOCMOTPETb
HOMEHKNATYpbl Aen 6onee paHHUX NeT ANA BblAENEHUA K YHUUTOMKEHMWIO AeN 33 COOTBETCTBYIOLME FO4bl,
XPaHALMXCA B 4e10MNPOM3BOACTBE.

nOLI,FOTOBKa dKTa O BblaeNnIeHNUN K YHUUTOXKEHUID AOKYMEHTOB C UCTEKLWLWMMU CPOKaMM XpaHEHUA B
AenonponsBoacTBe BK/IKOYaET:

- NOAroTOBKY B CTPYKTYPHbIX MNoAapa3geneHnax npep,nomeHMﬁ K aKTy O BblaeneHnn K
YHUYTOXKEHUNIO JOKYMEHTOB, HE NoasieXKalnxX XpaHeHUIo;

- NoAroToBKyYy C}'Iy)-l-(60171 Aenonpon3soacrtea MPOeKTa akKTa O BblaeNneHnn K YHUUTOXKEHUIO
AOKYMEHTOB, HE noAanexawnx XpaHeHUK BCEX CTPYKTYPHbIX l'IO,CI,pa3,CI,EHEHVIﬁ OpraHun3auunu,

- cornacoBaHue 1 yTBepxaeHue aKTta.

npe,ﬂ,ﬂO)‘KEHWFI K aKTy O BblAeNIEHNUN K YHUUTOXKEHUKD LOOKYMEHTOB C UCTEKWMMU CPOKamMmu
XpPaHeHnA roToBATCA pa6OTHMKaMM CTPYKTYPHbIX I'IOLI,pa?:,CI,EI'IEHMﬁ, OCylwlecTBNAOWMNX NOAroTOBKY Aen K
nepeagavye B apxms opraHunsaumnmn.

MpeanoXKeHWaA K aKTy O BblAENEHUM K YHUUTOXKEHMUIO AOKYMEHTOB - 3TO Pabounii AOKYMEHT, A1A
COCTaB/IEHMA KOTOPOro MOXeT 6biTb MCNoNb30BaHa ¢GOpPMa aKTa O BbIAENEHUU K YHUUTOXKEHWUIO
apPXMBHbIX JOKYMEHTOB C WCTEKLUMMW CPOKaMW XpaHeHus (npunoxkeHne N 21 MpaBua), B KOTOPOM
AOMONHUTENbHO YKa3blBaeTCA HAMMEHOBAHME CTPYKTYPHOIO NoApasgeneHus.

npe,ﬂ,}'IO)KEHMFI K aKTy O BblAe/IeHNUN K YHUUTOXKEHUID OOKYMEHTOB C UCTEKWMMU CPOKamMmu



XpaHeHWnA nepenaroTca B C!'IY)'K6y Aenonpon3soactea B 3/IEKTPOHHOM BUAE U Ha 6yM8)'KHOM HOocuTtene.

PaboTHMKOM  cinybbl  4enonpou3BOACTBA Ha  OCHOBE  MPEASIONKEHUA  CTPYKTYPHbIX
nogpasgeneHuii, Kak npaBuIO, COCTaBNSETCA aKT O BblAENEHUM K YHUUTOXKEHWUIO OOKYMEHTOB C
MCTEKLIMMM CPOKAMM XPaHEHMA Ha Aena BCel opraHu3aLmu.

AKT cocTasnsieTca cayxboi genonpomssoacrtea no popme, yctaHOBAEHHON npunoxkeHnem N 21
MpaBWA U C y4ETOM CNEeAYOLLUX NONOMKEHWNIA:

- NpU COCTaB/IEHNN aAKTa YKa3blBAlOTCA HAa3BaHWE U BbIXOAHble AaHHble nepedyHA OOKYMEHTOB C
YKa3aHUeM CPOKOB XpaHEHNA Ha OCHOBAHUK, KOTOPOIro AOKYMEHTbI BblAENAKOTCA K YHUYTOXKEHUIO;

- @C/N B aKTe yKasaHbl [e/la HECKO/IbKUX CTPYKTYPHbIX MOApasfaeseHnin, TO Ha3BaHWe KayKaoro
CTPYKTYPHOTO MoApasiefieHnsa yKasblBaeTca nepes rpynnoit 3aroN0BKOB A€/ 3TOro noApasaeneHus
(rpada 2 akTa);

- 3aro/I0OBKN OAHOPOAHbLIX Aen, OTOBPaHHbIX ANA YHUYTOMEHWUS, BHOCATCA B aKT nog obuimm
3aro/I0BKOM C YKa3aHWEM KOJIMYECTBA e/, OTHECEHHbIX K AaHHOM rpynne (rpada 2 akta) ¢ yKasaHuem
obuiero Koanyectsa Aen AaHHOM rpynnbl (rpada 6 akTa).

AKT O BblaeNeHunn K YHUYTOXXEHUIO AOKYMEHTOB C NUCTEKLWLWNMU CPOKaMU XpaHEHNA, COCTaB/AEMbIN
B Aenonpon3BoacTtBe, UMeEET pAaL ocobeHHocCTel:

- He COAEep’KUT B 3arosioBke GOPMYANPOBKN "apXMBHBIX JOKYMEHTOB", MOCKO/IbKY YHUUTOXKAOTCA
Aena, He noanexallme XpaHeHUIo B apxuBe;

- He cogepxut N doHAa;

- rpada 4 "N onucn" n rpada 5 "N ea. xp. no onucn" aKTa He 3aNOJHAOTCA, HO B NPUMEYAHUAX
LenecoobpasHo yKasaTb MHAEKC (MHAEKCbI) Aena (aen) no HomeHKnatype gen";

- nocne 3anonHeHWa TabauyHoli Gopmbl B aKTe 0POPMAAETCA MTOroBas 3anucb: Lubpamu u
NPONUCbI0 yKasbiBaeTcAd 06Wee KOAMYECTBO eAMHMUL, XPaHEHWA, BbIAENEHHbIX K YHUUYTOXEHMIO 3a
onpeaeneHHbI neproa, Hanpumep:

5 (naTtb) ea. xp. 3a 2008 - 2012 roAapi.

B apxuBe opraHM3aummn Aena BblASNAIOTCA K YHUUTOMEHUIO pabOTHMKOM apxMBa No pesy/ibTaTam
NPOCMOTpPA roA0BbIX Pa3Ae/oB Onucel Aen, 4OKYMEHTOB BpeMeHHbIX (cBbilie 10 neT) CpoKoB XpaHeHus
M MO ANMYHOMY cocTasy. pM 3TOM MPOCMAaTPMBAKOTCA rOAOBble pa3aesibl onuceil Aes, AOKYMEHTOB 3a
pasHble roabl.

PaboTHUK apxmuBa OpPraHuM3sauuny, Bblﬂ,e.l'l’r'IIOLLl,Vlﬁ Aena, He nognexauue XpaHeHuk, K
YHUYTOXKEHUIO, TaKXKeE B pa6oqu nopAagke (I)OpMMpy&T Ta6nmu,y CO CNMNCKOM 3TUX Aen AnAa BKAKOYEHUNA B
adKT O BblAeNNEHUN K YHUYTOXKEHUIO apPXUBHbIX AOKYMEHTOB, HE NoAanexalnx XpaHeHuto.

DNEeKTPOHHbIe AeNa, AOKYMEHTb! BbIAENATCA K YHUUTOXEHUIO HA 0bWwmx ocHoBaHuax (n. 4.13.
Mpasun).

AKT O BbIAE/NEHNN K YHUUTOXKEHWNIO 3NEKTPOHHbIX OKYMEHTOB, C UCTEKLUMMMW CPOKAMM XPaHEHUS B
LLe/IOM COOTBETCTBYET Npuaaraemoit Gopme C y4eTOM CAeLYIOLMX NONONKEHNN:

- B 3ar0/I0BKe aKTa YKa3biBaeTca "0 BblAeNEHUUN K YHUYTOMKEHUIO 3/1EKTPOHHbIX JOKYMEHTOB, He
noasiexalmx XpaHeHuto": npu  BblAGNEHUN K  YHUYTOMKEHWUIO 3/IEKTPOHHbLIX [JOKYMEHTOB B
[eNnonponsBoAcCTBe;

- YKa3blBaeTCA "o BblaeNeHNUN K YHUYTOXKEHNIO NNEKTPOHHbIX apPXUBHbIX AOKYMEHTOB C UCTEKLWLUNMHU



CPOKaMKM XpaHeHMa": NP BbIAENEHUU K YHUUTOMKEHWUIO 3NEKTPOHHbIX AOKYMEHTOB, XPaHALIUXCA B
apxvBe opraHu3aLumu.

AKT NoAnNuncbIBaeT PYKOBOANUTENb apXMBA UAM INLO, OTBETCTBEHHOE 33 apXMB.

AKT O BblAENIEHUN K YHUUTOXKEHMUIO apXMBHbIX AOKYMEHTOB C MCTEKLWUMM CPOKaMMU XpPaHeHuA
npeacTaBnseTcs Ha cornacosaHue LIIK (9K) opraHmsaumm BmecTe ¢ rofoBbIMKU pasgenamu onucei aen
MOCTOSHHOTO CPOKa XpaHeHWs U no nAuMyHomy coctasy (n. 4.11. Mpaeun). UK (3K) opraHumsaumm
paccmaTpuBaeT AKT O BbIAENEHUN K YHUUTOXKEHUIO apXMBHbIX LOKYMEHTOB C WUCTEKLWMMU CPOKamu
XPaHEHUA Mocne pacCMOTPEHMA FOL0BbIX PAa3fesioB onucer. B neBoM HUXKHEM yray, nocne NoAnucu
pyKoBOAMTENA apXMBa NpOCTaBaAeTca rpud cornacoBaHua C ykazaHMem AaTbl U1 HOMepa npoTtokona LIK
(9K) opranmsaumm.

Ecnv  opraHusauma He  SABAAETCA  UCTOYHMKOM  KOMMJEKTOBAHWA  TOCYZAapCTBEHHOro
(MyHULMNANbHOrO) apXmBa, akT O BblAENEHUU K YHUYTOMKEHUIO JOKYMEHTOB C MUCTEKLWWMMMU CPOKamU
XpaHEHWSA YTBEP)KAAET PYKOBOAWUTENb OPraHM3auuu Mociae COCTAB/EHWUA U YTBEPXKAEHUA TOA0BbIX
pasgenos onucen gen no MYHomy coctasy (n. 4.12. Mpasun).

B opraHusaumax - UICTOYHMKAX KOMMNIEKTOBAaHMUA rOCyAapCTBEHHbIX (MYHULMMNAAbHbIX) apXMBOB aKT
O BbIAENEHUN K YHUUTOMKEHUIO [OKYMEHTOB C WCTEKWMMWU CPOKaMM XpaHeHUAa YyTBepiKaaeTca
pyKoBoAMTeNnem opraHusaumm nocse yteepxaeHusa MK apXMBHOro yypexaeHus rofosbix pasaenos
onucen Aen NOCTOAHHOIO CPOKa XPaHEHWUA U COrNacoBaHMA rof0BbIX PA3AeoB ONUCeN Aen No AUYHOMY
coctaBy (n. 4.11 MNpaBun). PU3NYECKOE YHUUTONKEHUE LOKYMEHTOB MOMKET OCYLLECTBAATLCA TOJ/IbKO
nocse yTBepKAeHNa PYKOBOAMTENIEM OPraHU3aLMM roaoBbIX pasaesnioB onucen aen, 4OKYMEHTOB U aKkTa
O BbIAENEHMU K YHUUTOMKEHMIO AOKYMEHTOB C MCTEKWWMMMW CPOKaMKM XpaHeHus [ena Ha bymarkHom
HoCcMTeNe nepejaloTcd Ha  YHUUYTOXKEHME B COOTBETCTBYIOLWME OPraHM3auMmM no  AOKYMEHTY,
noateepxgatoemy ¢akT nepenaynm OOKYMEHTOB (Hanpumep, No MNPUMEeMO-CAATOYMHOW HaKAagHoWM).
YKasaHHbIN JOKYMEHT MPUCOEAMHAETCA K aKTy O BblAENEHMU AOKYMEHTOB K YHUUTOMKEHUIO W XPaHUTCA
BMECTE C HUM.

MNepepavya [OOKYMEHTOB HaA YHUYTOXKEHME QUKCUPYETCA B 3aK/AKUUTE/IbHOM YacTU  aKTa
(npunoskeHne N 21 MpaBwun), rae yKasbiBaeTCA KONUYECTBO, CAABAEMbIX Ha YHUUTOXEHWE eauHUL,
XpaHeHUs JOKYMEHTOB U X BeC.

MpY YHUUTOXKEHUW SNEKTPOHHbIX AOKYMEHTOB B 3aK/IHOYUTE/IbHOM YacTU aKTa yKa3biBaeTcsa cnocob
MX YHUUTOXKEHMA (PU3MYecKoe YHUUTOXKEHME HOCUTeNsi, CTUpaHue (pasmarHUYnMBaHWE) WUAM WHOW)
(npunorkeHue N 21 Mpasun).

MpU YHUUTOXKEHUN INEKTPOHHbLIX AOKYMEHTOB, HaxXOAALWMXCA B XpaHUAuwe MHd)OpMaLLMOHHOVI
CncTtembl, npegycmartpmBaeTcA 3alluta OT BO3MOXKHOCTU HECAHKLMOHUPOBAHHOINO BOCCTAHOBJ/IEHUA
YHUYTOXKEHHbIX AOKYMEHTOB.

MpeaycmoTpeHHaa B akTe CTPOKA O BHECEHUMU M3MEHEHUN B y4yeTHble AOKYMEHTbl YKa3blBae€TCA
NPU YHUUTOXKEHUN OEN B apxXuBe OpraHuMsaummn (B Aenonponssoncrtee OTMETKU 06 YHUYTOXEHUN Aen
MOTyT NPOCTAaBNIATLCA B HOMEHK/IATYpE Ll,eﬂ).

an 3aNoOJ/IHEHUN CTPOKKU O BHECEHUMU U3MEHEHUN B y4ye€THble AOOKYMEHTbl aKT noAnucCbiBaeT
pa6OTHI/IK apXxuBa, BHECLUMIA U3MEHEHUSA B y4yeTHble AOKYMEHTbI C YKa3daHunem ero goaxXHoCtu.

lpaduyeckoe u3obparkeHue npouecca 7 "BblaeneHue [AOKYMEHTOB C WCTEKWMMM CPOKamMu
XPaHEeHWA K YHUUTOXKEHMIO" NpeacTaBaeHo Ha cxeme 33 npunoskeHna N 4.



Mpunoxenmne N 1

PEECTP
MPOLIECCOB, OBECMEYUBAIOLLIMX KOMMJIEKTOBAHUE, XPAHEHUE, YYET
M UCNONb3OBAHUE IOKYMEHTOB B APXUBE OPTAHU3ALIUY

1. KomnneKkToBaHWEe apx1Ba OpraHmn3aLnm JOKyMeHTaMm
1.1. NMpoBegeHne aKkcnepTM3bl LEHHOCTU AOKYMEHTOB B 4e/10MPON3BOACTBE
1.1.1. CoctaBneHue, cornacoBaHme, yTBepKaeHMe HOMEHKAATYpbl Aen opraHmM3aumm
1.1.1.1. Pa3paboTKa KnaccudUKaLUMOHHOM CXeMbl HOMEHK/1aTypbl AeN OpraHn3aumm
1.1.1.2. BoisBneHMe coCTaBa AOKYMEHTOB 4J/18 COCTaB/I€HMA HOMEHKNATYPbl Aen
1.1.1.3. CocTaB/ieHMe 3aro/I0BKOB (HaMMeHOBaHWIt) aen
1.1.1.4. CnctemaTtnsauma 3aro0BKOB BHYTPU pasaena HOMeHKAaTypbl gen
1.1.1.5. UHgeKcauma gen
1.1.1.6. OnpegeneHne CPOKOB XpaHeHUA aen
1.1.1.7. CoctaBneHuMe UTOroBOM 3aNMUCKU HOMEHKNATYPbI Aen
1.1.2. OT60p AOKYMEHTOB A1 Nepefayn B apXmB opraHM3aLmn 1 AN BblAeNeHua K
YHUYTOXKEHUIO
1.2. OdopmneHune gen
1.3. OpraHu3auma po3biCKa HeAOCTAOWMX Aen
1.4. Nepepava gen B apxms opraHn3aLmu

2. XpaHeHue JOKYMEHTOB B apXmBe OpraHM3auunm
2.1. OpraHusauma XxpaHeHUA AOKYMEHTOB B apXmMBe OopraHu3aumnm
2.1.1. CnctemaTtm3saumna gen B apxmsee opraHmMsaumm
2.1.2. MpepocrtaBneHne NnoMeLLeHUA ANA apxmBa OpraHu3aunm
2.1.2.1. OnpegeneHve nnowaamn 1 BbiIbop NOMeLLEHNI apXMBa
2.1.2.2. OcHauleHne apxmBOXpaHMAMLL crelmanbHbiM 060pya0BaHMEM
2.1.3. ObecneyeHne HOPMaTUBHbIX YCNOBUI XpaHEHUS JOKYMEHTOB
2.1.3.1. CobntoaeHne NpoTMBOMNOKAPHOIO peXxnuma
2.1.3.2. CobntoageHme oXpaHHOro pexxnma
2.1.3.3. CobntogeHne HopMaTUBHOIO CBETOBOIO peXxXuma
2.1.3.4. CobntoaeHne HoOpMaTUBHOIO TeMMNEPATYPHO-BNAXKHOCTHOIO peXnuma
2.1.3.5. CobntogeHne HopMaTUBHOIO CaHUTAPHO-TUTMEHUYECKOTO PeXuma
2.2. ObecneyeHme COXPaHHOCTN AOKYMEHTOB
2.2.1. PaumoHanbHoe pasmelleHne AOKYMEHTOB B apXUBOXpPaHUAMULLE
2.2.2. TonorpadupoBaHue
2.2.3. KOHTpO/Ib 33 ABUXKEHUEM AOKYMEHTOB U UX COCTOAHUEM
2.2.3.1. lpoBepKa HaMYMNA N COCTOAHUA AOKYMEHTOB
2.2.3.2. MopALOK BblAauun AeN N3 apXMBOXPaHUANLLA
2.2.3.3. YcTaHOBNEHWe NopsaaKa AeUCTBMI B Ype3BblYaliHbIX CUTYaLMAX

3. YyeT AOKYMEHTOB B apXmMBe OpraHM3aumnm
3.1. YyeTt noctynneHuna gen
3.2. YyeT KoAnYecTBa 1 cocTaBa aen
3.3. YueT KoanyecTtsa U cocTaBa onucen aen
3.4. YueT KonmnyecTtsa 1 coctaBa ¢poHA0B
3.5. YyeT usmeHeHu B KonnyecTse 1 coctase poHaa
3.6. Yuet BblObITMA Aen
3.7. BegeHue gena doHAa
3.8. YyeT ncnonb3oBaHMA AOKYMEHTOB

4. Co3paHue n BegeHne Hay4yHO-CNPaBOYHOro annapaTta apxmea opraHmMsaunm



5. Ucnonb3oBaHue APXUBHbIX JOKYMEHTOB

5.1. UcnonHeHne 3anpocoB Nob30oBaTe e, B T.4. 3aNpoCoB COLMaAbHO-NPAaBOBOro XapaKTepa
5.2. UHdopmaLmMoHHoe obecneyeHme paboTHUKOB OpraHM3aumn
5.3. Bblgaya OKYMEHTOB BO BpeMeHHOEe No/ib30BaHMe (B T.4. 414 paboTbl B YNTASIbHOM 3ae

apxuBea)

6. Nepeaaya gen ns apxmea opraHnsaumm
6.1. Nepepnaya fen Ha NOCTOAHHOE XpaHEHWE B rOCYAaPCTBEHHbIV (MYyHULMNANbHLIN) apX1B
6.1.1. MoaroToBKa Aen, AOKYMEHTOB K Nnepegaye B rocyapCcTBEHHbIN (MyHUUMNANbHDBIN)

apxus

6.1.2. MopsafoK Nnepesayn Aen Ha XpaHeHWe B rocyAapCTBEHHbIV (MyHULMNANbHbINA) apXuB
6.2. Nepepgaya Aen Npy peopraHn3aumm, TMKBUAALUMKN OpraHn3aumnm

6.3. I'Iepep,aqa Aen npu CMeHe pykosoguntena apxmea opraHmn3auumm (/mu,a, OTBETCTBEHHOIO 3a

apxuB)

7. BblaeneHme OKYMEHTOB C UCTEKLIMMM CPOKAaMU XPAaHEHMUA K YHUYTOMKEHMUIO

CETb NPOLIECCOB APXMBA OPTAHU3ALINU

MpunoxkeHue N 2

5. VHeT DKYMEHTOR B 3pYMEE OpraHIDADO!
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MpunorxkeHune N 3

OMUCAHUE 3HAYEHNA CUMBOJ1IOB B TPA®UYECKOM OMUCAHUU NPOLIECCA

lpaduyeckuit cumeon

OnuncaHue




CobblTre

CobbiTHe - dhaKT cBepLieHnna Yero-n1Mbo, npu aTom cobbiTne He
MMeeT NPOLO/IKUTENBHOCTU BO BPEMEHM (MM BpeMA He umeeT
3HauyeHwun). CobbITHe BbI3bIBAET COBEpPLUEHUE DYHKLUN UAN
ABNAETCA PE3Yy/IbTaTOM COBEPLIEHUA GYHKLNN.

Mpumep cobbITUA: IKCNEPTU30M LLEHHOCTM BbIAB/EHbI AOKYMEHTI
C UCTEKLWMMM CPOKaMU XPaHEHUS.

OyHKL KA

dyHKUMA - npouecc, AencTeme uam Habop aencrsumn,
BbIMOJ/IHAEMbIX ANA MNOJIy4eHMA 3aA4aHHOro pe3yabTraTa.
Mpumep GYHKLUUKU: YHUUTOKEHME AOKYMEHTOB C UCTEKLLMMU
CpOKaMu XpaHeHus. ITo AelcTBme, NpogoaKatoueecsa Bo
BPEMEHW U Npeanonaratowee NoayyeHme pesynbraTa -
OOKYMEHTaNbHO NOATBEPKAEHHOIO GaKTa YHUUTOKEHUS
[OOKYMEHTOB.

OpraHu13auMoHHan eguMHULA (LOKHOCT, NOAPa3AeeHNe, POsib,
BHELUHWI CYOBEKT) - UCNONHUTEb, BNaZeel, U Y4acTHUK
$yHKUMN.

Mpumep: cybbEKTOM, OTBETCTBEHHbLIM 3@ UCNIONHEHNE DYHKLUMMU
YHUUYTOXKEHNA AOKYMEHTOB B 1€/10NPOM3BOACTBE, ByaeT ABNATLCA
cnyx6a 40V.

MHdopmay s

NHbOPMaLNOHHbIM NOTOK, CONPOBOXKAAOWMIA UCNONHEHUE
OYHKUMM.

Mpumep: cnyxba AenonpomsBoacTBa NPU UCNOAHEHUN AeNCTBUI
MO YHUUYTOXKEHMUIO JOKYMEHTOB DyAeT AecTBOBaTb HA OCHOBaHMU
3apaHee onpegesieHHbIX UCTOYHUKOB MHGOPMALMM MO STOMY
BOMpPOCY, HANPUMep, TUMOBbIX U BEAOMCTBEHHbIX NEPeYHeN
OOKYMEHTOB C YKa3aHWEM CPOKOB XpaHEeHus.

OTobparkeHune cBA3KN B NOCNeA0BaTENIbHOCTM COBbITME - YHKLUA -
CobbITUE. DNEMEHTbLI CXeMbI PACMONAratoTCA CBEPXY BHU3
nocnenoBaTesibHO B NOPAAKE BbIMOJNHEHUA U COEAUNHAIOTCS
CTPENKOMN.

Mpumep: cobbiTve "OTOOP AOKYMEHTOB Ha XpaHEHWE BbIABUA
OOKYMEHTbI C UCTEKLLMMM CPOKAMM XPaHEHMA" MHUUMMPYET
dYHKUMIO "YHMUUTOKEHME AOKYMEHTOB", pe3yibTaToM KOTOPO
6yaet cobbiTne "[JOKYMEHTbl YHUUTOXKEHDbI".

JNornyeckuii onepatop "U" - ucnonbsyetca ana
BeTBeHUa/cnnaHmna GYHKUMN U cobbITUIA.

BapuaHTbl UICNOb30BaHMA
onepatopa "N"

ycnosunu obA3aTenbHOro
3aBepuweHna ogHOBpPEMEHHO

o HECKOIbKUX QYHKLUMIA.

(CDyHKLWIFI 0 [CDyHI{LWIﬂ 2] CobbiTHe nponsonaeT npu
| |




o

CobbiTHe 1

CobbiTHe 2

NTorom ncnonHeHusa GyHKUUM
CTaHyT 04HOBPEMEHHO
HECKO/IbKO COBbITUIA.

Mpumep: UTorom GpyHKUUK
"MoaroToBKa AOKYMEHTa K
Bblgaye U3 apXmBoXpaHuUAuLa"
6yayT aBa cobbiTuA: "Bblgaya”
(cobbiTne 1) u "Peructpauus
BblJa4M B COOTBETCTBYHOLNX
y4YeTHbIX AoKyMmeHTax (CobbiTne
2).

CobblTHe 1><Coﬁb|me 2

OYHELMA

NcnonHeHne yHKUMM HauHeTcA
TOJIbKO B TOM C/ly4ae, ecnu
npou1sonayT o4HOBPEMEHHO
HECKOJIbKO COBbITUA.

CobblTe

@JyHKLl,VIFI 1j [(DyHKLlVIFl 2)

CobbITE MHULMUPYET Hauano
MCMNONHEHNA HECKONbKUX

OYHKUMN.

JNornyeckuii onepatop "UJIN" - ncnonbsyetca aaa
BETBAEHUA/CANAHNA QYHKLMIA U ANA CANAHUA COBLITUI

BapuaHTbl UICNOb30BaHNA
oneparopa "UNN"

@DVHKL[MH ‘lj @DyHKuMH 2]

CobbiTHe

CobbIThe MOXKeT NPOU30ITH B
pesy/ibTaTe UCNOJIHEHMA OAHOM
13 GYHKLUMA AN HECKONbKNX
bYHKUMA 0AHOBPEMEHHO.

OyHKUMA

CobbiTne 1 ¢ CobbiTHe 2>

Pe3ynbTaToM UCMOAHEHUA
bYHKLMM MOKET CTaTb OAHO U3
COBbITMIN NN HECKOIbKO
Co6bITMI1 OAHOBPEMEHHO.

CobbiTre 1 CobbiTne 2

OyHKUMA 2

OAaHo 13 cobbITUiA an
HECKO/IbKO COObITHI
OZHOBPEMEHHO UHULMUPYIOT
NCMONHEHNE QYHKLMMK.




JNlornyeckuii onepatop "uckntovatowee UIN" - ucnonbsyerca ann
BETBNAEHUSA/CANAHNA QYHKLMI U ANA CANAHNUA COBLITUIA.

BapuaHTbl UICNONb30BaHMA
onepaTopa "ncknovarollee

[(DyHKLlVIFI ‘Ij [(DyHKLlMFI 2)

CobbiTne nponsonaeT B
pe3y/ibTaTe UCMONHEHUS TObKO

nnn" 04 HOM 13 GYHKLMIA.
CobbiTne
Pe3ynbTaToM GYHKLMN MOXKET
PyHKYNA CTaTb TO/IbKO OAHO M3 COBbITUIA.
Mpumep: nTorom 06paboTKK
@ 3anpoca nonb3oBaTena apxmea
(PyHKLMA) moKeT cTaTb MO
BblZava Aena noab30oBaTesto
Coﬁblee ‘| <Cc)6b|-|'me 2 (C06b|TV|e 1), flM6O OTKa3 B
Bblgaye (CobbiTne 2).
Ne CBA3b CXeMbl C ApYyrMmM npoueccamm/noanpoLeccamm
ﬂpOLIECC (oTobparkeHWe BX0O0B M BbIXOA40B Npouecca/nognpouecca).
[OKYMEHT, C KOTOPbIM NPOU3BOAUTCA AEUCTBME U KOTOPbIN
HokymeHT MHULMMUPYET 3TO JelcTBMe.

JokymMeHT

L
l

\_/_\

JOKYMEHT, KOTOPbIN CO34aeTcs B UTOTe AEeNCTBUA.

NoAcHeHWe K
Gnoky

KomMmeHTapuit K 6/10Ky.

Mpunoxenue N 4

FrPA®UYECKUE ONUCAHUA
NPOLLECCOB XPAHEHUA, KOMMNJIEKTOBAHUA, YYETA U UCNOJ/Ib3OBAHUA
AOKYMEHTOB B APXUBE OPTAHU3ALIUU

N cxembl 01

HanmeHoBaHue npouecca 1. KomnnektoBaHue apxuBa OopraHM3aunn 4OKyMeEHTaMU




/ 1.1. TlpoBeAeHWe 3KCNEPTU3E! LEHHOCTH B A&NONPOM3BOACTEE \

1.1.2. Otbop
JOKYMEHTOB Ha

1.1.1. CoctarneHue,

HomeHknatypa

cornacoeaHme
[LeN OpraHM3aL|y ’ AKT 0 BbIAGTIEHNM XpaHeH1e Wuri
yTBepx/eHune Jen Ha YHUUTOXeHWe YHINTOREHUE®
HOMEHKNaTyphl AeN (NpunoxeHne Ne21)

OpraHu3aL|um
Al 06 yTpare 1.Mpabuna n.4.1-4.13

1.Mpasuna n.4.14 — 4.18 AOKYMEHTOB PN 2 MeTogueckve pekoMeHpauun n.1.1.2
2 Metoamnueckie peromeHgam n.1.1.1. (npunoxeHue Ne6) 3. NokarnbHble HOPMATUBHBIS aKThI

3. BegomcTBEHHbIE M TUNOBLIE [NepeyHm (MonoxeHWe 06 IKCNEPTHON KOMUCCUM,
4. TUNoBbIe U NMPUMEPHbIE HOMEHKNATYpPLI Aen Onwen pen, MonoxeHne ob apxiee opraHu3aLni)

4. JlokanbHble HOPMATUBHbBIE aKThl W*

A

7

.
{. BelgeneHue LOKYMEHTOB C UCTEKLLNMK
CPOKaMK XPAHEHWA K YHUYTOXEHUID

Jlena, 3aBepLUeHHbIE B
JEenonpon3BofCTBe

- 1.Mpaguna n.4.19 - 4.30

2 MeToaundeckne pekomeHgaLmm n.1.2
Hena, ocpopmnerHsle Ang (ROl U ERTEWTNEEE 3. [lokanbHble HOpMaTUBHbIE aKT bl
XpaHeHWa B apxuBe CormacHo ¢ « (MonoxeHune 0b aKCNepTHON KOMWUGCUN,
TpeboBaHnamu Mpasun MonoxeHwe ob apxuBe opraH13alui)

\/\

"pachnk nepenayn Aen B apxus
opraHm3ayumn

Onwucn fen, gokymeHTes Crl1

1.1 433-4.34
{(npun.Ne23, 24) paguna n

2 Metopunyeckne pekomeHaaumm n. 1.4
3. IlokanbHble HOPMAaTHBHbBIE aKThl
(MonoxeHWe of aKCNEPTHON KOMUCCUN,
MonoxeHwe ob apxuBe opraH13aLum)

1.4. MNepegava gen e
apxuB opraH13aLum

CTMETKM O HaNW4YMK Kaxaoro aena
B 2-X aKsemnnapax onucu Cl,

OTMETKE O KOMMYECTBE daKTMECKN 2. Xpaterme 3.2 Y4er cocraBa u
APAHATLIX en FIOKYMEHTOB B KOTMYECTBA eMHMUL
dapxXuBe opraH13alunn XpaHeHuq
Bxopa, TeKylee xpaHeHMe JOKYMEHTOB B AeN10NpPOn3BOACTBE

2. XpaHeHne JOKYMEHTOB B apXMBe OpraHmn3aLmm
3. Y4eT cocTaBa v KOIMYECTBa eANHWL, XPaHEHUS

Bbixoabl
7. BoigeneHne 4OKYMEHTOB C UCTEKLIMMM CPOKAMMU XPaHEHUA K
YHUYTOMKEHUIO
<*> U3 npouecca 1.1.2 BoO3MOKeH Bbixoa, Ha npouecc 1.3. CM -
MpumeyvaHma
CTPYKTYpPHOE nogpasaeneHue
N cxembl 02

HanmeHoBaHue npouecca |1.1.1. CoctaBneHue, cornacoBaHue, yTBEpXAeHNE HOMEHKNATYpPbI Aen
OopraHunsaunun




TpyKa3 pyKOBOAMTENA OPraHK3aLMM O
paspaboTKe HOMEHKNATYPE AN

¢ OBHO M3 COBBITYA, MHLMHPYIOLAX PA3PRBOTKY HOMEHKNATYPI Aen |

KnaccudpmraymoHHan cxema
HOMEHKNATYPbI AEN OPraHn3aLm1
(CNMCoK pasaencs U NOPAAOK WX

PACNONOMEHA )

\
< (c. MP n.1.1.1) /
OpraHn3aLMn

P l
- - l

Homenknatypsl gen CM (npoektst
PasaenoB HOMEHKNaTYPL Aen
OPraHn3aLMK), HAaNONHEHHBIE CTIHCKAMU
YIIOPAAOHEHHBIX, MPOMH[EKCHPOBAHHBIX
(sanonHeHue rpadiol 1, NPUNOHEHE
MNe25) zaronoawos aen

HOMEHKNaTypLl AeN CTPYKTYDHEIX
noapasfeneHnil (NpoeKTsl pasaenos
HOMEHKNATYPb! AEN OpraHn3aLmn) ¢

yrasaHuem cpokos XPE#EHMHE{

PaapaboTka KnaccnchukaLtoHHON CXeMbl HOMEHKNATYDLI Aen
P
J\Bﬂaaﬂeﬁne COCTaBA AOKYWEHTOB ANA COCTABNEHWS HOMEHKNATYPbI Aen}—

/

( wd ) en* B COOTBETCTRUN C
[

CHCTEMATHIALMA IArONOBKOB AEN BHYTPH HOMEHKNATYPLI Aen Y
CTPYKTYDHOTO p CBOAHOI He Typbl gen
OpraHnaaLmMm)”, MHASKCALWA Aen /,‘
I

~onp cpokos Aen, 3a uc cpovo
XpaHEHUA ASN, HE MDEAYCMOTPEHHEIX MEPEYHAMM W OCTABNEHHBIX Ha |

| yemoTpenme 3K opraHnaalmm (LLDK). Mpu Hanuumm 3K cTpyKTypHOrO
NOAPAIAENEHNA - MPOBEAEHNE JKCMEPTHIb! LIEHHOCTH ’/

/

.‘—(I’I Cnyiba ,nenorp-sa“ J

.~ OTeeTCTBEHHEIE .

-

~ CnywBa genonp-ga;
OTBETCTBEHHbIE 38
AenonpoussoacTso B CFT

OTBeTCTREHHbE 38 \
AENONPOM3BOACTRO B L‘_,‘D'

OTBeTCTBEHHbIE 38
enonponzsoacTeo B CIY
N —

38 1eNONPON3BOACTEO B,

CI (npu meToamuyeckom |
PYKOBOACTBE 8pX1Ba /

~__ OpraHiaaLim)

1. Mpasuna n4 14 - 418
2. Metoguueckme pekomeraatun n.1.1.1

HKNaTypa Aen

3. Tunosasn nnu NPUMEPHan HON
4. NokansHbie HOPMaTHEHbIE

1. Mpaemna n.4.15
2. MeToguyecime

MeTogmueckme pexomeralyam n.1.1.1.

MeToguyecime pexomergaumm n.1.1.1.

1. Mpasuna n.4
2

MeToanyecime pexomeHaauui n.1.1.1
THMNOBARA WK NPUMEPHAA HOMEHKNATYPE AeN

4. MNepeynn TMNOBLIE, BELOMCTBEHHBIE
5. MHCTpYKUMS MO AENONPONSBOAC

y

OpraHu3aLmM1

l

CornacosaHHeIe W Noan

|

HOMEHKIATYPI AEN CTPYKTYPHBIX
noapasAeneHiii (MpoekTLl pasaence
HOMEHKNATYPEI AN CPraHnzaLm)

MpoeKT HOMEHKNATYPHI ASN
opraHvsaynm (CBogHoN )

MpoekT HoMEeHKNATYPE! OpraHnsaLMn

opraHusaunm (Npunokexne Ne25)

(cBoaHoi), cornacosaHHblil L3K (3K) ke

- i ———
_( Tepanaya HOMSHKNATYP ABN CTRYKTYPHLIX NOAPAIABNEHNN (NpoekTos. | - " Cnyw6a aenonp-sa,
Typsl A€ Opr B ompy asnonpea [ | pasenwacn
Vg N — —
C npoexTa ITYpbl Aen opl (cBogHOH) Ha ] “
B ( HOMeHKnaTyp aen CN )_‘ L[| EheRE Asnorp-ea
1 " l _ ___
" CornacosaHne NpoeKTa HoMeHKNaTypel Aen (ceogHoit) U3K (3K) D T o - Y e — .
( e ) q ‘LLBK (3K) opraﬂusajnilf) MeToamuueckue peromeraaLMl n.1.1.1

P > - . Mpaswna n.4.17
7 Cor cBoal AT ~. MeToauuecine pekomeHaaLmn n.1.1.1
She e s oot A oncapumes A
Homenknatypa gen opraHnsaygun S RHER) DDFJ’:ECHEH oy pol H YUPENGLEHHA, FOC. &, BElOMCTBEHHBIE
{cBopHan), cornacoBaHHas ¢ 3MNK \ ° r;oem P TeseM opraHnzaLMM ' /i' N (MyHALMAN.) ap: mea / ' - =
APXMBHOMD YUPEXIEHHs, \\ o b / S~ o
-

rocyaap! OrG (MyHHLWN:

B

apxuea, cornacHo NpegocT

&My nor
PYKOBOAMTENEM OPraHn3aunin
(NpunoxeHne Nggs)_ .

| yTBef

KONWUYECTBa KONUI U BLINNCOK, X \
l\ pacceinka B CTPYKTYPHLIE NOAPaIAENEHHA OpraHiaaLmm Ans paBoTel. ,}
" /

1.1.2.
OTBop AokyMEHTOB ANA
XPaHEHHA MKW YHUUTOMEHINA

-
{

Bxopa

TeKywee xpaHeHMe JOKYMEHTOB B 4e10NPOU3BOACTBE

Bbixoabl

1.1.2. OT60p AOKYMEHTOB A8 XPAHEHUA UIN YHUUTOXKEHNA

MpumevaHma

<*> BbINONHAETCA COTPYAHMKAMM CTPYKTYPHOro nogpasaeneHus (npu
CTPYKTYpPHOM KnaccuduKauMoHHOM cxeme) no popme npunoxeHuns N 26
nnn npunoxkeHusa N 25 Mpasun coTpyaHUKAMM, OTBETCTBEHHbIMM 33
dyHKUMIO (NpU PYHKUMOHANBbHOM MM NPON3BOACTBEHHO-OTPAC/IEBOM
KnaccuduKaUMOHHOM cxeme).

<**> Ecnn opraHusaums saBAAeTcA MCTOYHUKOM KOMMNEKTOBAHUA
rocy4apcTBeHHOro (MyHMLUMMNAAbHOMO) apxXmea

N cxembl

03

HanmeHoBaHue npouecca

1.1.2. OT60p AOKYMEHTOB ANA Nepeaayn B apxme opraHnsaumm u ans
BblAENEHUA K YHUUTOXKEHUIO




PUHATUE pelleHnsa o Hadane oTbopa Aen ANd Nepesayn B apXMe opraHvsaunm,
HE paHee Yyem yepez 1 rof 1M HE NO3AHEE, YEM YEPES3 TPW Frofa Nocfe 3aBepLUeHs AEn B
660'3 Aen (Ha OCHOBE HOMEHKNATYPEI Aen), ANA Nepefaqyl B apXMB opraHmaay
BblaeneHsl cneaymLme rpynnbl Aen:

- noAnexawme BpeMeHHoMY (cebille 10 neT) XpaHeHUto;
- nognexalwne epemeHHoMy (A0 10 NeT BKNOYMTENBHO) XPAHEHWIO B CTPYKTYPHbBIX NOAPa3aeneHunx;
- Nognexalme YHUYTOXREHUIO B CBASK C UCTEYEHMEM CPOKa XpaHeHWs;
- pena c otmeTkol SIMK.

AENONpoOU3BOACTEE
1.3. OpraHusaymsa
([} posbIcka
OTCYTCTBYHOLMX Aen?
- NoANeHal e NocTOAHHOMY XPaHEHUIO;
|

¥
MonMCTHEIM NpOCMOTP K&K A0Mo Aena c Lensamn Mpasuna
BblABNEHWA AOKYMEHTOB, CPOKM XpaHEeHWA KOTOPbIX HE COOTBETCTEBYIOT n.4.20

h 2 L J

CPOKVI XpaHeHWA Kaxgoro

LOKYMEHTA B AENE COBNagakT
CO CPOKOM XpaHeHWs gena,
AEeno cchopMUPOBaHO B

BbiseneHbl ACKYMEHTBI, CPOKK
XpaHeHWA KOTOpbIX HE COBNagamT
CO CPOKaMK XpaHEeHWMA aena

BbIfBMN&Hbl HEMPABWABHO
cthopMMpoBaHHele Aena

CPOKaM XpaHeHWs Aena, U NPOBEPKM NPaBUNbHOCTY hOpMUPOBaHMA Aen
OOTBETCTBUK C TpeBoBaHMAM

BblaeneHne s aena ooKyMEeHTOB
CPOKM XpaHeHWs KOTOpPbIX HE COBNaaaloT co
CpOKaMKW XpaHeHWs gena (B T.4. BblgeneHne
LOKYMEHTOB NOCTOAHHOM CPOKA XpaHeHUs

M3 gen c otmeTrkoid 3MK)
v
CO 3>
,( p e@

BelgensHue na gen
YEPHOBUWKOB,

OyBneTHbIX

LOKYMEHTOB,
NoAnexallMx BO3IBpaTy
A,0KY MEHTOB

npejeneHie CpOKOB XpaHEeHMA U3BATBIX K
AcNa LOKYMEHTOB

¥

MNepedopMupoBaHue aen

v

YNNUMPOBKA NPABUNBHS CHOPMUPOBAHHBIX A,
no CpOKaM XpaHeHus

¥

chopMMposaHbl pena,
noanexawme:
- NOCTOSHHOMY XPaHEHMWIo;
BpeMeHHbIM (ceeiwe 10 neT,
cpokam XpaHEHMH

Bblp,eneHa rpynna aen,
oanexalmx BpemMmeHHbIM (4
10 neT BKN.) cCpoKam
XpaHeHWs

BblaeneHa rpynna Aen, He
nognexalmx gansHeliemy
XpaHeHW

C

OchopmneHne aen

XpaHeHWe foKYMEHTOB C
BPEMEHHBIMW CPOKAMMK

1.4. MNepepava pen Ha

7. YHANTOKEHWE
XpaHeHWe B apxX1B

opraHvsaymm xpaHeHua B CI1 Aen
Bxona TeKyLwee XxpaHeHNe A4OKYMEHTOB B 4eN0NpoOn3BoACTBE
1.4. Nepepaya aen Ha XpaHeHUe B apxXmB OpraHmnsaumm
BbixoAabl 7. YHUUTOXEHMe gen
XpaHeHne fOKYMEHTOB C BpeMeHHbIMU CpoKamm XpaHeHua 8 Cll
N cxembl 04
HanmeHoBaHue npouecca | 1.3. OpraHu3auma po3biCKa HeAoCTaloWwmx aen




BLISABMEHO OTCYTCTBUE fen, YUMCHALMXCS
v Mo HOMEHKNaType Aen opraHusalmnn®

KapTouka ydyeTa
HeoGHapyeHHoro gena

Oprahusayms OpraHusaL|ns
posbicka B Cl1, B po3bIcKa B

JedTenbHOCTH cMexHbIx CI1,

KOTOPbIX KOTOPbIX MOMET
0bpasoeanock AEMO/ | kacaThes 370 ferno

MHbIEe MepbI NO
po3bICKY, Ha
YCMOTPEHWE

MpoBepka onucei
CIl1 3a npownkle

rofbl, akToB ob
YHUMTOMEHUW Aen

paboTHUKos Cr1
(paboTHMKOB
oTAena aenonp-ea)

Heno
HahgeHo

1.1.2. O160Op fOKYMEHTOB ANA
XPAHEHWSA UNKM YHUUTOMKEHWA

v

e010 He HalAeHo N ycTaHoBNeH hakT erd
YHULTOMEHWA (YTpaThl)

|

CoctasneHne Akta ob yTpare B
[enonpon3BoACTBE, CormacoBaHmne ero ¢ OK

(LUSK) opraHusayun, nognvcaHme Akta
pyrosogutTenem Cll

l

1.4. Mepenava gen B
apxXu1B opraHn3alu

Bxog 1.1.2. OT60p AOKYMEHTOB NOCTOAHHOIO U BPEMEHHOTO A4 Nepeaayn B
APXMB OPraHn3aLmn 1 ANA BblAENEHNA K YHUHTOXKEHWUIO

BbIXO/b! 1.1.2. OT160p AOKYMEHTOB A8 XPAHEHUA UIN YHUUTOXKEHNA

A 1.4. Nepepaya oen Ha XpaHeHUe B apxXMB opraHmn3aumm

<*> Ha Kaxgoe oTcyTCTBylOLLEE Ae/10 3aBOAUTCA KapTOUKa yyeTa
HeobHapyKeHHOro Aena, KoTopasa BeAeTCs Ha NPOTAXKEHUM BCETO

MpumeyaHus pO3bICKa, 3aTeM YHUUTOXKaeTcA. Ecan aeno He HallaeHo, nepes,
YHUUYTOXKEHMEM HAQ OCHOBE KapTOUYKM cocTaBaseTcA AKT 06 yTpaTe
AOoKymeHToB (npunoxeHue N 6 Mpasun)

N cxembl 05

HanmeHoBaHue npouecca |1.4. MNepenaya gen 8 apxms opraHmMsaumm




1.1.2. OT60p AOKYMEHTOB
A8 XpaHeHUA 1k YHUYTOXEHMA

v

CocTtasneHue onucen aen Cll

OTBETCTBEHHbIN -
PYKOBOAMWTENb NOAPAa3AENeHNS,
WCMONHUTENW — B COOTR. C
pacnopsg.AoKYMEHTaMM U
NOKaNbHLIMIA HOPM. aKTamMu

Onwncu gen
CTPYKTYPHbIX
noapasgeneHuin

1. Mpasvnan. 4.11, 4.31 —4.32
2. MeTogun4eckne peromeHgaumu n.1.4
r 3. VIHCTpyKUMSA NC Oenonpon3BoacTBY

MNepenada B apxMB OpraH13aunm:
- onuvcen pen CI1;
- OhopMMEeHHLIX Aen;
- PErUCTPaLMOHHO-KOHT POMbHbIX

PaboTHuk apxuBa u
paboTHuK Cl1

KapToTek;
MNpocTaeneHue OTMeTKM
O HalUHK KaKAOTO 1. Mpasuna n.4.33-4.34
Aena B 2-x aizeMnnapax 2. MeToguyeckne pekomeHgaumn n.1.4.

onuck CI1, oTMeTKa o
Konu4ecTBe akTHyecku
NPUHATLIX Aen

3.2. YYeT konuyecTea 2. XpaHeHue AoKYMEHTOR
W cocTasa fen B apxu1Be opraHusaLnm

Bxo 1.1.2. OT60p AOKYMEHTOB A4/1A Nepesaym B apxXms opraHM3aumm U gns
& BbIAE/IEHWNA K YHUUTOXKEHMIO
3.2. YueT Ko/iMyecTBa 1 cocTaBa aen
Bbixoapl
2. XpaHeHWe AOKYMEHTOB B apXmMBe OpraHu3aumnm
N cxembl 06
HanmeHoBaHMe npouecca | 2. XpaHeHMe JOKYMEHTOB B apXmBe OpraHmMsauum




1.4 MNepepada aen B apxus opraHn3aymm

|

/ 2.1. OpraHu3alua XpaHeH1s AoKYMEHTOR B apx1Be opraHusaLum \

YyeT 3.34—

2.1.1.
2.1.2 MNpepocTaBneHne 2.1.3. Obecne4yeHne
g EhliEel noMeLLeHns A8 apxuea HOPMAaTUBHLIX YCIOBK
ACN B apxiBe opraHusaymm X IZlHeHm OKyIVIeHTOB
opraHusasmm P Aoy
I'IOMe eHuA
Hena t HopmaTuBHbIE
npegocTaBneH.!, .
CUCTEMATU3MPORAHLI MO oBopyoBaHb YCMNOBWA XpaHEHWUA
cdoHOaM 1 B Npegenax W TOTORGI K AOKYMEHTOB COOTBETCTBYIOT
apXMBHOFO doHna TpebosaHuaAm Mpasun
aKcCnayaTaymm

221 PauvoHanbHoe pasMelleHre 0OKYMEHTOB B apXMBOXPaHUNMLLE

v

Hena hranyeckn pasmeLLeHsI
B NpefHasHa4YeHHbIX 019 3TOro NoMeLLeHNEX

v
( 2 2.2 TonorpacdmpoBaHue )
v

B apxMBoxpaHunuile NpoHyMepoBaHbl NOMKK U LLIKadobl,
COCTaBMNEHb! KapTOYKK NOCTENMAKHOTO M NOMOHAOBOMO YKasaTens

v

\( 2.2.3. KOHTpOrb 3a ABMMHEHWEM AOKYMEHTOB 1 MX COCTOAHMEM )

l—l

D\

/ 2.2. ObecneyeHre COXPaHHOCTM 0 OKYMEHTOB

3.2.Y4yeT KonnyecTtea 1

5. Micnonb3oeaHue apxvBHLIX OKYMEHTOR cocTasa ger
Bxopa 1.4. Mepepayva oen B apxms opraHM3aummn
3.2. YuyeT Ko/InyecTBa 1 cocTaBa agen
BbixoAabl 3.3. YueT Ko/inyecTsa 1 cocTaBa onucen gen
5. icnonb3oBaHMe apXMBHbIX AOKYMEHTOB
N cxembl 07

HavmeHoBaHue npouecca 2.1.1. CnuctremaTtunsauma gen, AOOKYMEHTOB B apxuse opraHnsauunm




Onwew gen CMno

NUUHOMY cocTaBy | 14 Mepenava gen
~— B apXVB OpraH13aLy
Onueu pen Cl1 l

NOCTOAHHOMO XPaHEHNA ——

@ Jena NOCTYNNK U3 AEN0NPON3BOL CTBa
Ha XpaHeHWe B apXWB opraHi3alymi

Onuew pen CIM
BPEMEHHbIX J'
{cBelwe 10 neT) cpokoB | 1. MpaBunan. 2.4. - 2.8
XpaHEeHHA. OnpepensHie QoHA0BON NpMHALNEXHOCTI* | oIS

\/\

AKT npueMa-nepeavn

aPXWBHBIX ALOKYMEHTOB Ha - [ena CHUCTEMaTN3NPOBaHEI
XpaHeHuWe no dDOHﬂ,aM

\/\ i

CucTemaTnsayns gen
B Npefenax ¢oH10B

pekoMeHgaumumn n.2.1.1.

1. MpaBunan. 2.9, - 2.13;

2. MeTognueckmne
pekoMeHgaunmn n.2.1.1.

CxeMa cucTemMaTU3aLmm
fen B npegenax goHia

%\ fena cucTeMaTU3UpOBaHb!

3.3 YYeT KonuyecTsa U B npefenax goxgoe
cocTaBa onuceit aen ¢

2.2.1 PalMoHanbHoe pasMeLleHue
LOKYMEHTOB B apXMBOXpaHunuLe

Bxopa 1.4. Nepepaya aen B apxms opraHM3aumn

3.3. YyeT KoainyecTsa 1 cocTtaBa onucen aen

BbixoAabl
2.2.1. PaumoHanbHoOe pasmeLleHne JOKYMEHTOB B apXMBOXpaHUAULLE

<*> BapwnaHTbI:

BkntoyeHme B GoHA, OpraHm3aumum
MpumeyaHus Co3paHue HoBoro ¢oHAa

Co3paHue 06begMHEHHOrO apxMBHOro $poHAa
Co3faHue apxmMBHOM KOANEKL MU

N cxembl 08

HavmeHoBaHMe 2.1.2. NpepocTtasieHne NOMELLLEHUI Aa apXnBa opraHM3aumm
npoteccos




1.4. Mepegaya Aen B apxue
opraH13aLmu

i

PUHATO pelleHue O CO3AaHN
apxXuBa Unu BeldeneHnm
LoM.NoMeLLeHnid

I

2.1.2.1. OnpegeneHve nnowagm
BbIGOP MoOMeLLeHWA ANa apX1Ba

Mpuias o co3AaHMMU
apxuea

PelweHnne pykosoguTens
opraH13aLyu o
BbleNEeHUM NOMEeLLEHUs
ana apxuea (no
LOKNaAHoNA 3anucke

PyroBoguTens apxnsa,
X03.cnyda opraHusaLmm,
OTBeTCTBeHHbIN 3a [1B* opraHu3aLm

PYKOBOAWTENA apXuBa i
WK B UHULMATUBHOM
nopsaake) 1. Mpaeuna n.2.16 — 2.19;
CocTaBneH 2. MeToguyecke pekomeHjauMn. n.2.1.2
w NpegBapyTenbHbIi 3. CneLynansHble npasuna MNb rocyaapcTBeHHbBIX K
CMMCOK MOMELLLEHWIA MyHULIMNaNbHLIX apxnBos PO yTB. Npukasom. MUHKYNLTYPbI

P® o1 12.01.2009 1. Ne 3;
4. MprumepHan oleHKa obbema W cocTaBa qioHAA apXuBa.

TeXHUKO-3KOHOMMWY ECKOE
ofocHOBaHKe No
OCHa LEHUIo apxnea
crey.obopyAcBaHUe M

2.1.2.2. OcHaleHne
apXMBOXPAHNIN LY CrIeLManbHEIM
ofopyaoBaHuem

PyKoBoaUTENb APXUBA;
Xo3aicTBEHHa A cnyxda
opraHnsaLum

1. Mpaevna n.2.20, 2.21., 2.24. - 2.35;
2. MeToguyeckue pekomeHgauun n.2.1.2
3. MNpumepHas ougHKka obbeMa 1 cocTasa ¢hoHa apXvBa.

PXVBOXPaHMNNLLA OCHA LEHD!
creL, 0BopYAOBAHNEM W FOTOBLI K
UCMOMNb30BAHNIO

AKT 0 pesynbTaTax
3KCNEepTU3bI
nomMeLyeHnit

Cn1coK nomeLeHui
3aKpennAeTca B
MonoxeHun o6 apxuse

] 221

PauuroHanbHoe pasmelyeHne
LOKYMEHTOB B apXMBOXPaHUIMLLE

Bxogbl 1.4. Nepepaya oen B apxus opraHmnsaumn

Bbixoapl 2.2.1. PauMoHanbHOEe pasmMelleHme AOKYMEHTOB

MpumeyaHus <*> Mb - noxkapHasa 6e3o0nacHoOCTb

N cxembl 09

HanmeHoBaHue npouecca | 2.1.3. ObecneyeHne HOPMATUBHbIX YC/I0BUA XPAaHEHUS L OKYMEHTOB




¥
Mposepka coBMoeHNS PyKOBOp,MTEJ'IbEd paboTHUKW apxuBa
HOPMATHBHbLIX PeXMOB XpaHeHna™ OTBETCTBGHHbIﬂ salflb o
KypHanbl NpoBepKi OTBETCTEBSHHBIH 38 OXPaHHbIA peXum
(ocmoTpa) NomeLLeHui ft\
{pexum MNB u PR XOR
OXPaHHBIA peXym) l v i
\_/_\ 1. MpaBuna n.2.22 - 2.26
Npgetsipitoipi 2. MeTognyeckne pekomeHgauun n. 2.1.3
KoHTponeHo- oBHapyHeHo HopmaThenbie 3. WHeTpykuMA o Mepax B B opraH1saLu
perMcTpaUn OHHble EEEISIREUNE SEELE ) PV 4. MHcTpyKLMA o cobniofeHnt OXpaHHoro
JYPHanb! (CBETOBOMH, HOPMATHBHbIM IS Sl pexuma opraHusaLmm
TeMnepaTypHO- pesmmMan 5. MonoxeHne 06 apxuBe U AP.JIOKaNbHbIE
BNaXHOCTHBIN, le— L | HOPMAaTUBHbBIE aKThl OpraHu3aLuu
CAHMTAPHO-
rUrMeHnyeckni
pPEXUMbI) ¥

w CamocToATeNlbHOE MPUHATHE Mep MO CMepaTHEH oMY

YCTPaHEHMIO HECOOTBETCTBUA W €ro NOCNEACTBAA,
MPEAYNPEXNEHUIO MOBTOPEHUSA CUTYaLIMU

e

y ¥

YCTpaHeHo HecOOTBETCTBHE
W €ro NOCNeACTBUS, MPEANPUHATE! MEPbI MO
MPefyNpeNieHIo MOBTOPEHNA CUTYALIMK

v v
PyKoBoanTeNb apxKBa, OTBETCTBEHHELIE 33 CooBLWUTE DYKOBOAUTENIO APXUBA
PEXUMLI MPOBEPSAIOT )KypHanb| c W OTBETCTBEHHOMY 33 cono,u,eHme pPexumMa
Nep OIMYHOCTHIO, YETAHORNEHHOR B (oTBETCTBEHHOMY MO B, N0 OXpaHHOMY pexuMy W
COCTBETCTBYIOLMX NOKAIBHBIX HOPMATHBH bIX T.M.) 06 o6Hapy#eHUW HeCOOTBETCTBIUA HOPMATUMBHBIM
axTax. MpesnpUHUMAIOT AeACTBHA MO pexMamM XpaHeHUA U ero NocneacTBAAX
NpefyNPEKLEHUIO NMOBTOPAIOLUUXCA v
HapyLeH Wi pexrmoB PykoBoanTenb (NP1 HEOBXO[MMOCTH - €
MPUBNEYESHUEM BPYTNX CNy:xE U cneyuanucToB)
MPUHAMAET Mepbl MO YCTPAHEHW IO HECOOTBETCTBHA,
ero NocneAcTslid W NpeAynNpexaeH1s NoBTOPeHNS
cUTyaLuu

v

YCTpaHeHo HecooTBETCTBI e
W ero MoCNeAcTBUsA, MPEANPUHATL! MEPBI MO
NpeAyrpPeXaeHnIo MOBTOPEHNA CHTYaLUN

HeBo3MONHO caMoCTOATENLHO ¥CTPaHUTb
HECOOTBETCTBUE NI ero NocneaAcTBAA

A

A0

Bxoabl 2.1.2. lMpepoctaBneHne NOMeLLEHMA ANA apXmMBa OpraHu3aLmnm

Bbixo4pl 2.2. ObecneyeHne COXPaHHOCTU LOKYMEHTOB B apXMBE OpraHM3aumnm

<*> Pe3y/bTaTbl NPOBEPKM U KaXKA0e AeWCTBUE, NPeAnpUHMMaemoe
MpumeyaHus npy 0bHapyKeHMUM HECOOTBETCTBUI HOPMATUBHBIM PEXMMAM,
GUKCUPYIOTCA B COOTBETCTBYIOLLMX KYPHANAX

N cxembl 10

HanmeHoBaHMe 2.2.1. PaumoHanbHoOe pasmelleHne 4OKYMEHTOB B apXMBOXpaHUAULLe
npoueccos 2.2.2. TonorpadupoBaHue




2.1.2. lpegocTtaBrneHue
nomeLleHns 4na apxuea
opraHusaunn

2.1.1. CuctemaTtusaymna gen
B apxuvBe opraHusauun

“®

Cxema fNena cucTeMaTUsNpoBaHbl
cncTematuisauiin no ¢oHaam U B npefenax ¢oHaa
aen

|

Onucu gen, 2.2.1. PayuoHarnbeHoe 1. Mpaeuna n.2.34 — 2.35
JOKYMEHTOB pasmeLleHne 4OKYMEHTOB B Pl EETe =
apxuBoxpaHunuiye pekoMeHAauun n.2.2.1
. —
Ha Bce kopobku Hena dusmyeckn pasmeLleHbl B
HakneusatoTca pefHasHa4YeHHbIX ANA 9TOro NoMeLyeHns
ApIibIKK N cpeacTBax XpaHeHuA

w (cTennaxu, WwWrkadbl, KOPOOKK)

1. MNpasuna n.2.36 — 2.38

2.2.2. TonorpacupoBaHe — ARl ClElo ([
pekoMeHaauuun n.2.2.2

Hymepauuma Ha
nonkax u
LKachax

J

LLikachel 1 MOMKN apxXxneoxpaHunuwya
NPOHYMepPOBaHbl, COCTaBMNeHa KapToTeka
Tonorpadynyeckmx yrkasatenen

%

2.2.3.KoHTpOINb 3a ABWXEHNEM
OOKYMEHTOB U X COCTOSHMEM

KapTouku
NOCTENNaXHOro
N NOPOHZOBOIO
yKkasaTtens

Bxogp 2.1.1. CnctemaTn3auma gen B apxmsee OpraHM3aumnm
2.1.3. NpepgocTaBneHMe NOMELLLEHNI ANA apXMBa OpraHu3aumm

Bbixoabl 2.2.3. KOHTpOAb 33 ABUXKEHNEM AOKYMEHTOB U UX COCTOAHNEM

N cxembl 11

HanmeHoBaHue npouecca | BapraHTbl Ha4Yana NpoBEpPKM HAIMUMNA N COCTOAHUA AOKYMEHTOB




naH NPOBEPKA
Hannuua n
COCTOAHKA Aen

Mpoeepka
B NNaHOBOM
nopajke

Komuecua MM \2)
Komucens unu He
meHee 2x paboTHnKkoB poEepka npu

Mnax nepeaayun MeHee 2x paboTHUKOB
apxuBa (3a NCkKn. P nepegave gen P
apxneoE ¢ 1 AOKYMEHTOB B Ha roc apxnBa (3a uckn.

paBoTHUKOM) rOCYP-aPCTBeHHb[ﬁ apxueoe ¢ 1
(MyHULMNanbHbIR) Xparetne paBoTHUKOM)

apxus

1. AKT npoBepku Hannuus

1 COCTOAHUA aPXMBHbIX

AokymeHToB (npun.Ned)
2. AKT 0 TEXHUYECKNX oW nbKax 1. NpaBuna n.2.40 — 2.44
(npun.Ne4) 2. MeToanyeckue

3. Akt 06 oBHapy:KeHUK pekomeHaaumun n.2.2.3.1

AOKYMEHTORB, He OTHOC.K thOHAY,

HeyuTeHbX (npun.Neb)

4. AKT 0 HEMCNpaBUMbIX N OBPEHAEHUAX

apXMBHbIX JokymMeHTOB (npun.N222)

5. Akt ob yTpate gokymeHToB (npun.Ne6)

1.MNpaeuna n. 2.41-2.44, n.6.7 - 6.2.
2. MeToguueckue pekomeHaaLMKn
n.2.23.1,n.6

Mpoeepka nocne YC,
BbI3BABLL X
nepemeLleHne
AOKYMEHTORB, Nnu
NPOHNKHOBEHUA B
XpaHunuwe
NOCTOROHHWX NK1Ly

Komucena unu He
MeHee 2x paGoOTHUKOB

apxuBa (3a UCKI.
apxueoB ¢ 1
paboTHMKOM)

Komucens unu He
MeHee 2x paboTHUKOB

apxusa (3a uekn.
apxueoe ¢ 1
paboTHuKomM)

Mpoeepka
nocne
nepemMewjeHnA
AeNn B apyroe
nomelyeHue

Pacnopsautens
HbI JOKYMEHT

PacnopagnTtens
Hblif JOKYMEHT

1. Mpaguna n.2.49
2. MeToguueckue

1. NpaBuna n.2.41 —2.44
2. Metoauueckne
pekomeHaaym n.2.2.3.1

pekomeHaaLmn.2.2.3.3
3. MnaH gefcTeunit npu YC

Mpoeepka npu
cMeHe
pyKkoBogMTENS
Anu nuLa,
OTBETCTBEHHOTO
32 apXue

Komucena +
NpeXHUi N HoBbIH
PYKOBOAUTENK
(nnya, oTBETCTE.32
apxuB)

Pacnopagutens
HbIA AOKYMEHT

1MNpaeuna n. 2.41-2.44, n.7.
2. MeToaunyeckne
pexoMeHaauun n.2.2.3.1., n.7

Bxoabl 2.2.1. PaumoHanbHOe pasmelleHne JOKYMEHTOB B apXMBOXpaHUAULLe
Bbixoabl 5. cnonb3oBaHWe apXMBHbIX LOKYMEHTOB

MpumeyaHus Bo BCcex cxemax co3aatolmeca JOKYMEHTbI MOBTOPAOTCA

N cxembl 12

HanmeHoBaHue npouecca |2.2.3.1. [poBepKa HaANYUA N COCTOAHMA JOKYMEHTOB




OfHO 13 cobbITHI, THULMNPYIOLLIUX
Havano npoeepkn (MP n.2.2.3.1), cxema Nel1

¥
WayyeHne (BbiBEPKA) YYETHBIX AOKYMEHTOB (03HAKOMITEHWE C
pE3ynbTaTamMy NPeapIAyLLNX NPOBEPOK)
¥

AKT 0 TEXHUYECKAX
Ol BKax B YYETHbIX

AOKYMEHTaX

poBepka NpaBUbHOCTH HYMEpaUuu Aen B ro4oBbiX pasgenax onuch Aen, COOTBeTCTBHA
HyMepaLuu Agn 3anucsamM B rof0BbIX pa3fienax onuced 1 CBEAEHUAM B NUCTaX ¢)0HADEJ

(npun.Ne4) t
Cpepka onucaTensHblx cTaTel MpoBeepka pacnonoxeHn s MpoBepka dn3nYECKOrO
onicK C onMcaHnem Aen Ha AOKYMEHTOB COTTACHO COCTOAHME Aen (NyTemM ‘
«NPOBEPEHO» B obnoxxax TONorpaduyeckM ykazaTenam BU3yanbHOTO 0CMOTpa)

KOHLE Kaxgoi

onneK C\b
B xone OBHapy#eHbl MomecTHTb Ha MaATe W 0
OBHapyeHo npoBepK
OTCYTCTBNE AEN" | | HenocTaTKOB He Aena, He MECTA HENPABMITEHO H30nupoBaTh Warats enxp.,
O%Ha EHO BHECEHHbIE B pasMeLleHHble AOKYMEHTBI, coaepxaujne
P ONKUCH UMK HE EANHULIbI XpaHEHWS 3apaXeHHble BPEAOHOCHBIE
l OTHOCALMECH K NNECEHb N Ap. KOMNBH TEPHBIE
T — DaHHOMY thoHaY 61on. BpeaUTENAMA | | NpOrpamMmbl (ANA an.
P (anA BymakHbIX JAOKYMEHTOB)
PO3biCK OOKYMEHTOB)
OTCYTCTBYIOLLWX W3 1AThb, pasMecTHTb
Aen (cxema Ne09) OTAENbHO
il
AKT 00 oGHapyKeHuK
AKT 06 O6paboTka U BHECEHNE B p,oxymeHT?gile Mepegava Ha
yTpate ONUCH HEYYTEHHbIX AEN 0BpaBoTky
LOKYMEHTOB OTHOCALLMXCA K POHAY,
(npun.Ne6) Hey4TeHHbIX (npun.Ne5)
vV
AKTbl, AKT NPOBEPKKM HANUYKA U AKT 0 HencnpasuMbIX
06pa3oBaBILNECA B COCTORAHHSA APXHBHbIX NOBPEKAEHHAX 8 PXUBHBIX
XOA€ NPOBEpKU Moapenenne AOKymeHTOB (npun.Ne3) AokymeHToB (npun.Ne22)**
(npun.Ned,5, 6, 22)u nTOroB

TIMCTbI NPOBEPKK NpOBEPKKH

Mpu HEOBXOANMOCTY N0
uTOraM nNpoBEPKN —
BHECEHHE USMEHEHWI B
Tonorpadpuyeckne ykasaTenu,
32,3531 pac v

ApnbIkA Ha KopoBkax
Yyer P P

Bxoapl 2.2.1. PaumoHanbHoOe pasmelleHne 4OKYMEHTOB

3.2. YueT Ko/in4ecTBa 1 cocTaBsa aen
Bbixoapl 3.5. YyeT usameHeHui B KoAn4ecTse U coctase ¢poHaa
3.7. BepgeHue gena poHaa

<*> [1pKn 3TOM CO34a€eTCA KapTOUKa y4eTa HeobHapYKEHHbIX Aen,
KoTopan BeaeTca B Ted. 1 roga, 3aTeM YHUUTOXKAETCA, a Ha ee OCHoBe

MpumeyvaHma COCTaB/IAETCA aKT 06 yTpaTte AoKymeHToB (NpunoxkeHune N 6 Mpasun)
<**> CocTaBnaetca B C/lyyae, eCv LOKYMEHTbI He nogaeKat
BOCCTAHOB/IEHUIO

N cxembl 13

HanmeHoBaHue npouecca | [JoOKyMeHTUPOBaHME yTpaThbl LOKYMEHTOB




He HalhgeHbI
AOKYMEHTbI UInn
3anncu ob
YHUUTOKEHUN UNK
Bblgaue

HokymeHTansHoe
ochopMneHne yTparhl
JOKYMEHTOB

CoTpYAHUKN
apxuBa

4 r

AKT 06 yTpaTe Cnpaska o
AOKYMeHTOB npoeejaeH K
(npun.Ne6) po3bicKa

MpaBsuna n.2.44

MeToau4yeckue
pexomeHaauun n.2.2.3.1

AKT 0B yTpaTte
paccmaTpuBaeTcs
W cornacoBbIBAETCS

c 9K (LU2K)

aETH

OTmeTKa cornacoBaHua ¢
OK (LUDOK) Ha akTe

AKT 0B yTpaTte

npegcraenseTcs B

COOTB.MOC.apXuB
Wnu opraH
ncn.Bnacrtun®

v

MNpuHUMaeTca
peleHne o CHATUK
yTpa4veHHbIX fern ¢

v
OTmeTKa cornacoBaHuMs
OlK Ha akTe

o

MNoc (MmyHuLMn)
apxuB U opraH
ucn.enacTtu

v

7 <g

OTtmeTKa 08 yTBepKASHUMU yyeTa
aKTa pyKoBoguTenem
opraHu3aLumu ¢
32,35 37.
YueT

Bxoapl

3.2. YueT Ko/imyecTsa 1 cocTaBa aen
Bbixoabl 3.5. YyeT M3meHeHu B KonnyecTee 1 coctase poHaa
3.7. BegeHue gena poHaa

<*> Ecnn opraHM3auma ABAAETCA MCTOYHUKOM KOMMJIEKTOBAHMA U
MpumeyaHma TO/IbKO B TOM C/ly4ae, ec/iM He 0H6HapyKeHbI Aena NocTOAHHOMo
XpaHeHus (cm. npumedaHue K npunoxenuto N 6 Mpasun)

N cxembl 14

HanmeHoBaHue npouecca Opl’aHM3aLI,VIH PO3bICKa AOKYMEHTOB




BeisBrieHo OTCYTCTBNE AOKYMEeHTOB

v

HpOBepV‘ITb OTCYTCTBYHOWMEe JOKYMEHTRI NOo KHAMaM 11 akKTam
Bblaa| B UATANBHBIA 3ar nv Ap. opraHN3auuno

v

Bbl,ﬂ,abla OoTpa»eHa B YMETHBIX JOKyMeHTaXx

HeT XOR Aa
&
OpraHngOBaTb PO3bICK N3yuntb geno doHaa (aKTbl O
HeoBHapyKeHHbIX Y] e [
ACKYMEHTOB B YHUUTONEHWMIO, aKTbl Bblgaun MooBe bUTL ASNA
cooTBeTcTRyloLmx CI*, SN BO BOSMEHHOS POBEPUTH A
A P HaXoAALMXCA PAAOM
B ASATENbHOCTK
e Nonb3oBaHWe, paHee o
KOTopbIX 06paszoBanich
6p p cOoCTaBMeHHbIe akThbl NPOBEepKn
HEODHAPYMEHHbIE Aera, HanNUuMA 1 COCTOAHNA Aen
npeABapUTErNbHO N3yUKnB .
onncK gen stux CI1
\ L
v ¥ ¥
OBHapykeHa 3annce 06 Clal gyp i OBHapyKeHa 3annchb o
YHUUTOXEHN JOKYMEHTOB [PEEEIS SIS BblJaue 4OKYMEHTOB
AOKYMEHTBI
Cuutatb Aeno BepHyTb CuutaTh
yTpavyeHHbIM 06 Hapy>KeHHble AOKYMEHTbI
AOKYMEHThI Ha MeCTO NMEIOLLMICS B

Harnn4n

AKT 0D yTpaTe
AOKYMEHTOB C
yKasaHUeM NpuyYnHbI
YHAUTOXEHWUA
(npwrn.Ne6)

OTMeTKa B COOTB
KapTouke ydeTa
He 0B Hapy»KeHHbIX
Aern ¢ ykasaHnem
AaTbl 1 NOANMUCK
paboTHWKa apxmnea

32,35 3.7 >
YueT

1.1 3KkcnepTn3a LEHHOCTHU
Bxoabl 2.2.3. KOHTpO/b 33 ABUXKEHNEM AOKYMEHTOB U UX COCTOAHUEM
6. Nepepava gen 13 apxmea opraHM3auum

3.2. YyeT KoinmyecTBa 1 coctaBa aen
BbixoAabl 3.5. YyeT n3ameHeHuUi B Koan4yecTse U coctaBe ¢poHAaa
3.7. BegeHue gena poHaa

N cxembl 15

HanmeHoBaHuMe npouecca |2.1.3.2. [NopAaaoK BblAaum Aen n3 apxmBoxpaHManLA




3anpoc opraHusalmm o
Bblioaqe fen Bo
BPEMEHHOE
nonbL3oBaHWe

3aras (cnyxebHag
3aMnucKa) Ha Bbigady
nen

3aka3 Ha NpoeefeHue
paboT no
KOMUPOBAHMIO MM
pecTaBspayuu

KapTa-samecTuTens
(npwun.Ne7)

3annch B KHWre
BblAa4K (paboTHMKam
opraHMsayum, B
ynTansHbLIA 3an; Bo
BPEMEHHOE
Nonb30BaHWE B
Lp.OpraHusaumio)

AKT O Bblgade gen Bo
BpemMeHHoe
NoNb30BaHWE B
Ap.opraHusanmio
(Npwn.Ne10)

l—

3anuck o Bbigade B
FIMCTE MCMOMb30BaAHKS
aena

2.2.1. PauvoHanbHoe pa3melleHne
LOKYMEHTOB B apXM1BOXpaHunuLle

MonydyeHKe 3anpoca Ha Bblaady

r

BbleMKka apXMBHOMO LOKYMEHTA

r

CBepKa apxMBHOTO LUKdPa U 3aronoBKOB C
OMMCLI0 AEn, LOKYMEHTOB

P

\I/uv

/

( MpoBepka PM3MYECKOr0 COCTOAHMA fena

Peructpalns Bblgadun

vy

5. MUcnone3oBaHue
APXUBHbIX OOKYMEHTOB

B crnyyae
HECOBMaAEHNS —
OTKag3 B Bbigade,
yCTpaHeHue OLLIWBKK

B cnyvae

HeYOOBMNETBOPUT. K3

COCTOSHWSA Aena —
OTKa3 B Bblfaye

Bxogbl 2.2.1. PaumoHanbHoOe pasmelLeHne JOKYMEHTOB B apXMBOXpaHUAMLLE
Bbixoapl 5. Ucnonb3oBaHMe apXMUBHbIX 4OKYMEHTOB
N cxembl 16

HanmeHoBaHue npouecca

BeaeHne OCHOBHbIX YYETHbIX AOKYMEHTOB B apXmMBe OpraHn3auunmn




1.4. Mepenava gen B apxuB
opraHusaumm

A 2

L 4

ApX1B opraHn3aLmm ApX1B opraHusauuu

XPaHUT OAWnH
apXUBHbIA hOHA

XpaHuT Gonee o4HOro
apxmBHoro cdoHaa

Cnncok coHAoB

w

Onucwu gen
(roaoBble

pasgensl
onncen)

~__

PeecTp onuceid

w

Nnet hoHaa

KHura yyeTa
_| NOCTYMNNeHNA 1

BbIOLITUA Aen

@

.| Heno cdoHga |,

w

Bxona 1.4 Mepepayva gen B apxms opraHmMsaumnm
BbixoAabl 3. YueT AOKYMEHTOB B apXxnse opraHmsaumnu
N cxembl 17

HanmeHoBaHue npouecca |3.1. YueT noctynneHua gen




1.4. Mepepava gen e
apxuB opraHusalmn

[epenada nen B apxus
opraHusaLumn uz
L.PYroi opraHuzaLmm

Onucu aen Crl

3.1. Yyer

NOCTYNNeHus
jern

AKT npreMa-nepegaqu
aPXMBHbIX LOKYMEHTOB
Ha XpaHeHue {npnn.Ne20)

4 Co3zpaHue v BeaeHne HCA

cOCTaBNeHne onucel Ha

HeONnWCaHHble A0 KyMeHTbI)

KHura y4eTa
NoCTyNneHws

2.1.3.1. Npoeepka
HanM4ms 1
COCTOAHMA [LOKYMEHTOB

I

Nuet
1 BbIDBITWSA
hoHaa
® AKT O TEXHUYECKNX nen,
OWKnBKaX B yUETHBIX LOKYMEHTOB

AokymeHTax (npwn.Ned)

* Akt 06 oBHapyxeHun
NOKYMEHTORB (He
OTHOCALUMXCH K LAaHHOMY
OHAY, HeYUTEHHbIX)
(Mpwn.Ne5)

Mepeaava Aen B apXms OpraHM3aUmMmn U3 ApYroi opraHn3aunm;

Bxogbl 1.4. Mepepayva gen B apxms opraHMsaummn
2.1.3.1. lpoBepKa HANNUYMA U COCTOAHUA OKYMEHTOB

Bbixozp! 4. Co3paHue n BegeHne HCA (coctaBneHue onuceit Ha HEONUCAHHbIE
OOKYMEHTbI)

MpumevaHua

N cxembl 18

HanmeHoBaHMe npouecca

CocraBneHue rogoBsbIx pasaeios onucei gen

P
Onucu gen CN {

NOCTOAHHOrO Cpoka| |

—

CocTaBneHue roqoBoro
pasgena onucun aen

MOCTOAHHOrO CPOKa XpaHeHUs B

Onucu gaen CMN
BpeMeHHOoro

,’60CTBBJ‘IGHMS rogoeoro paa,qena\

xPa'-'EEIfSL—-\‘ \_4 aksemnnapax (3 BH, 131) / (cebiwe 10 ner) onvcu fen BpeMeHHoro (CBble
~— v - CpoKa XpaHeHuA 10 neT) cpoka XpaHeHus He
(e — L3K (3K) w - \_MeHee yem B 2 aksemnnApax
MpoTokon p—k v = B ¢ -
3acegjaHunsa y YTBepxgeHue Ha MK :
T degepanbHoOro apxmea unm MpoTokon {  Cornacoeanue ¢ LI3K (2K) w
opraHa ynpasneHus, 3aceAaHns FJ X -
YNONHOMOYeHHOro B cthepe — P v -
A apxwvBHore gena I'/ YTBepxaeHe pykoBoguTenem
¥ N \ opraHusauun /
/YTBEpKaEHNE pyKoakoTeneM\) -
\ opraHusauum +
P £ ."/ Bce ak3eMnnsApbl ocTalOTCA B
- S i\l\/’ & \ apxuBe opraHuauun )

Mepepava B

roc.{MyHULMNaneHbIi)

apxuB 4 ak3 (3 BH. 1

1 akzemnnsAp (BH).
‘ OCTAETCA B ApXUBE
opraHu3aLn

a0),

/

Bxogbl 1.4. Nepepaya oen B apxus opraHmMsaumn
Bbixoapl 3.2. YuyeT Konnyectsa U cocTaBa Aen

BH - Ha 6ymarKHOM HocuTene
MpnmevaHua

3/[] - B 3N1eKTPOHHOM BUAE




N cxembl 18 npogonkeHue

HanmeHoBaHue npouecca | CoctasneHne rogoBbix pasaenos onucei aen

OpraHusaums aenseTca OpraHusauna HE asnsaetca
WMCTOMHUKOM KOMIMIeKToBaHUs WCTOYHUKOM KOMMMEKTOBaHNA
rocyaapcTBEHHOI0O rocyAapcTBEHHOro
(MyH/LMNansHOro apxmeay) (MYyHULIMNAaNLHOTro apXxuBa)

Onwuce gaen CI1
no NMYHOMY
cocTaB

Onucek aen CI1
no NUYHOMY
cocTas

COCTaBJ‘IeH;e roA0BOro
pasgena onucu aen

Mo NMUWYHOMY COGTaBY B 4

eKael\nnnﬂpa)i (3 BH, 13

CornacosaHue ¢ LISK (BK)
opraHusauumn

CocTaBlieHUe ro40Boro
pasgena onvcun gen
no NMAYHOMY cocTaBy B 3

aK3emMnnspax

CornacosaHune ¢ LISK (OK)
opraHusaummn

MpoTokon
3acejaHns

CornacoBaHve ¢ 3MNK
cthesepanbHoro apxmea nnu
opraHa ynpaBrneHus],
YMNOJIHOMOYe HHOTO B cchepe

MpoTokon
3acejaHus

YTBep¥AeHUe pyKOBOANTENEM
opraHusaLmn

apXMBHOrO dena
7 3 sK3eMMmsipa oCTalTCA B
YTBepXAeHWe pyKoBOANTENEM ERIEE QIR ERILEAL
opraHuaaLuu

aK3emMnApa nepeaarorcs B
roc. (myHuu.) apxue (1 bH, 1
3L, 2 akzemnndapa octaeTcs B
apxuBe opraHvMsaLun

Bxogpbl 1.4. Mepepaya Aen B apxms opraHusaumm

BbixoAabl 3.2. YyeT KonmyecTsa 1 coctasa aen

MpumevaHma BH - Ha 6ymarkHoMm HocuTene, 3/ - B 3S1EKTPOHHOM BUAE
N cxembl 19

HanmeHoBaHue npouecca |3.2. Y4eT KonmyecTsa 1 cocTaBa Aen




1.4. MNepepaya gen
B apXWB OpraHn3ayuu

2.2.3.1. MNposepka
HanNW4na U COCTOAHWA
JOKYMEHTOB

5.1. McnonHeHwWe 3anpocoB

noneL3oBaTenen
(B0O3BpAT NMHUYHLIX
[OKYMEHTOB)

6.1.2. Tlepepaqa gen Ha
NOCTOAHHOE XPaHeHMWe B
rocyfapcTBEHHLIA
(MYHWLMNAbHLIA) apXWMB

7. Bolaenenuve
JOKYMEHTOB C UCTEKLLMMMW
CpOKaMMW XpaHeHWs K
YHUUTOXEHUIO

Mepepaya fen B apxue
opraHuzaLmi
W3 Apyroli opraHusayumn

OnUcK Aen CTPYKTYPHLIX NOApasaeneHui

®  AKT O TEXHWYEGCKMX OLWMBKAX B yUYETHLIX
AokymeHTax (npun.Ned)

e AT 06 ODHapyeHUn JOKyMeHTOB (He
OTHOCALLWMXCS K AAHHOMY POHLY, HEYUTEHHbIX)
(npun.Ne5);

—>e Ak 0B yTpaTe pgokyMmeHToB (Npun.Neg);

AKT 0 HEWCNPABUMEIX NOBPEXASHUAX APXUBHBIX

AokymMeHToB (npun.Ne22);

AKT 06 W3BATAK U3 Aer 1 BO3BPALLEHUH
-~ »|COBCTBEHHUKY NOAMWHHWKOB NMUYHBLIX JOKYMEHTOB 1
(MpaBuna n.5.17);

3.2. Yyer
KOMWMYecTBa U1
cocTaga fAen

AKT npuema-nepefayun apxueHbiX JOKYMEHTOB Ha
XpaHeHwe (npwn.Ne30) i

w

[ogoBble
pasgentl
onvcel aen

AKT 0 BbIAEMNEHUMN K YHUUTOXEHUIO apXWBHBIX
[AOKYMEHTOB, HE NOANEXALLUX X PaHEHUIo
(npwn.Ne21)

Axr npuemMa-nepenadn apxmBHbIX AOKYMEHTOB Ha

—»xpaHeHue (Npun.Ne20)

1.4. Nepepaya gen B apxus opraHnsaLmu;

2.2.3.1. lpoBepKa HaNN4MA U COCTOAHUA LOKYMEHTOB;

4. Co3gaHue n segerne HCA (coctaBneHne onucelt Ha HeonMcaHHble
OOKYMEHTbI);

Bxoapl .
5.1. UcnonHeHWe 3anpocoB Nonb3oBaTesei (BO3BPAT IMYHbIX
OOKYMEHTOB);
6.1.2. Mepegaya aen Ha XxpaHeHWe B rocyAapCTBEHHbIN
(MyHMUMNANbHBIN) apxumB.

BbixoAabl 3.1. YyeT noctynneHua gen.

N cxembl 20

HanmeHoBaHue npouecca

3.3. Yyet KoainyecTsa 1 cocTaBa onucen aen




+ [oaoBble pasgensl oNUcei aen
—»e Cxema cucTemMaTiaaymm

- T 3.3. Yyer KonudecTsa

1 COCTaBa OMNUcer Aen

1.4. [epenaqa gen B apxve
opraHnsamm

1.4. MNepenaqa gen opraHn3ayui

Onuce gen
(nocTynnexne —» A

HEOMUCAHHBIX L OKYMEHTOB) p/—\

Peect
P Jnet
onucen
doHaa
nen
1.4. Nepepaya gen B apxus opraHmnsaumm;
Bxogpbl 1.4. NMepepnaya fen B apxmB opraHM3aumnm (NocTynaeHne HeEONMUCaAHHbIX
Aen)
BbixoAabl
MpumeyvaHma
N cxembl 21
HanmeHoBaHwme npouecca | 3.4. YueT KonmyecTsa 1 coctasa GOHO0B
1.4. Mepepnava pen -
B apXB OpraHusaLim
JIneTel hoHAoB 3.4. YYeT konvyecTsa
BbibbITMe hoHaa Npy NUKBMaaLMK, W cocTaBa poHLoB™

pasneneHn opraHusaLmm,
UCTEYEHMM CPOKa XpaHEeHWA BCex
0OKYMEHTOB ooHAA

Cnurcok oHAoB

Boappar BeibbiBLIEro hoHLa —

1.4. Nepepaya oen B apxus opraHmnsaumu;
Bxoabl BbibbiTHE GOHAA NPU IMKBUZALMM, Pa3LeNeHUM OpraHn3aLmm,
NCTEYEHMUM CPOKa XPaHEHUs BCeX AOKYMEHTOB GpoHAa.

Bbixoapl
MpumeyvaHua <*> B c/lyyae NocTynaeHus B apxXms BTOPOro U nocnepyowmx ¢poHL0B
N cxembl 22

HanmeHoBaHue npouecca | 3.5. YueT usameHeHU B KoanyecTse M coctaBe poHaa <*>




1.4. NocTynneHue Onu1eck aen
HEOMWCAHHEBIX AOKYMEHTOB

s AKT 0 TEXHWYECKMX OLINEKAX B yUETHLIX
AokymeHTax (npun.Ned);

¢ AKT 06 oBHapyXeHUW JOKYMEHTOB (He
OTHOCALMXCH K faHHOMY hOHAY, HEYYTEHHbIX)
(npwun.Neb5);

o AxT 0B yTpaTe AOKYMEHTOB (Npun.Ne6);
AKT 0 HEUCNPaBUMBLIX NOBPEXASHWAX apXUBHbLIX
AOKyMeHTOB (Npun.Ne22).

2.2.3.1. Mpoeepka
Hanuyua n —
COCTOAHMS LOKYMEHTOB

3.5. Yuet
W3MEHEHWA B

5.1. MicnonHeHve sanpocos AKT 00 N3LATUN 13 AeN 1 BO3BPaLLEHNW KonuyecTBe W

nonbaoBaTeneii COBCTBEHHIMKY MOLMMHHMKOB MUYHBIX AOKYMEHTOB cocTase thoHaa
(BOZBPAT NMYHBIX (Mpasuna n.5.17).
OOKYMEHTOB)

3

6.1.2. Nepepgaya pen Ha
NocTOAIHHOE XPaHeH e B
rocyfapcTBeHHb i
{(MYyHULWNANbHBLIA) apxuB

AKT nprema-nepegadn apxmeHbIX JOKYMEHTOB Ha
XpaHeHwe (Npun.Ne30Q)

TueT poHaa

2.2.3.1. lpoBepKa HaNNYMA U COCTOAHUA LOKYMEHTOB;

1.4. NMepenaya LOKYMEHTOB B apXMB (MOCTYNAEHNE HEOMMUCAHHbIX
[OKYMEHTOB);

Bxogbl 5.1. UcnonHeHWe 3anpocoB Nonb3oBaTtesiei (Bo3BpaT IMYHbIX
OOKYMEHTOB);

6.1.2. Mepegaya aen Ha XxpaHeHWe B rocyAapCTBEHHbIN
(MyHMUMNANbHBIN) apxumB.

BbixoAabl

<*> YyeT NnocTynieHma 1 BbibbITUA AeN, AOKYMEHTOB B Npeaenax ¢poHAa
MpumevaHma

CM. Ha cxemax 17, 19, 23.
N cxembl 23

HammeHoBaHMe npouecca |3.6. YyeT BbibbITUA Aen




2.2.3.1. MNposepka
Hanu4usa u
COCTOSIHWUA JOKYMEHTOB

5.1. VicnonHeHwe 3anpocos
nonek3cBarene
(BO3BpAT NMUYHBIX
AOCKYMEHTOB)

6.1.2. [Nepegaua gen Ha
NOCTOAHHOE XPaHeHWe B
rocyaapcTBEHHbIA
(MyHULMNaNbHLIA) apXuB

7. BelgeneHwe
JOKYMEHTOB C MCTEKLWMMU
CpOKaMUW XPaHeHWa K

¢ AKT O TEXHWYECKMX OLINBKaX B y4ETHbIX
nokyMeHTax (npun.Ned),

e AgT 0D OBHapyHKeHUn QOKYMEHTOB (He
OTHOCALLNXCA K AaHHOMY dOCHAY,
HeyuTeHHbIX) (Npun.Ne5);

e At 0b yTpaTe fokymeHToB (Npun.Neb),

¢ AKT O HEWCMPABUMLIX NMOBPEXEHNAX
apXUBHLIX AOKYMeHTOB (npun.Ne22).

AKT 06 M3BATWUM M3 Aen WU Bo3BpalleHue
GoBCTBEHHUKY MOANUHHUKOB NMUYHBIX
aokymenTtos (Mpasuna n.5.17).

3.6. Yuer

BLIDLITMA gen

AKT NpreMa-nepeaqn apxmBHbIX

—»  [QOKYMeHTOB Ha XpaHeHue (npun.Ne30)

AKT O BblEMNEHUN K YHULUTOXEHWIO
APXMBHBIX JOKYMEHTOB, HE NoAneKallx
XpaHeHuo (npun.Ne21)

Khura yueta
NOCTYNNeHUs
1 BEIOBITHA
aen,
JOKYMEHTOB

et
doHaa

YHUYTOMEHWUH
2.2.3.1. lpoBepKa HAaNNYMNA U COCTOAHUA LOKYMEHTOB;
5.1. cnonHeHMe 3anpocoB Noab3oBaTenei (Bo3BpaT IMUHbIX
Bxogpbl OOKYMEHTOB);
6.1.2. Nepenaya gen Ha xpaHeHWe B rOCyAapCTBEHHbIN
(MyHMUMNANbHBIN) apxmB
BbixoAabl 3.2. YyeT KonmyecTsa U coCTaBa eaAnHUL, XpaHeHuA
MpumeyaHuna
N cxembl 24
HanmeHoBaHue npouecca | 3.7. BegeHune gena poHaa




2.2.3.1. MNpoeepka
Hanu4ms 1
COCTOAHWMA AOKYMEHTOR

4. CospaHue
M BefeHre HCA

6.1.2. Nepenava fen Ha
NOCTOAHHOE XpaHEHWe B
roCyLapCTBEHHbINA
(MyHWLKMNanbHbIA) apxuBs

7. BolgeneHue
LOKYMEHTOB C MCTEKLUNMM
CpoKamK XpaHeHns K
YHUMTOMEHUIO

Mepenava gen B apxus
opraHuaaLim
U3 APYTOM opraHzaLmum

AKT NPOBEPKK HANKUYKA M COCTOAHKA
apXMBHbIX AOKYMeHTOB (Npun.Ne3);

AKT 0 TEXHUHECKKX OLIMOKaX B yHeTHbIX
LOoKyMeHTax (npun.Ned);

AKT 06 oBHapyHeHWUW J0KYMEHTOB (He
OTHOCALLMXCA K JaHHOMY DOHAY,
Heyu4TeHHbIX) (Mpun.Ne5);

AKT 0B yTpaTe AOKYMEHTOB (MpK.Nob);
AKT 0 HEWCNPaBUMbIX NOBPENIEHNAX
apXMBHbLIX AO0KYMEHTOB (nprn.Ne22).

McTopudeckana cnpaska K oHLY

w

Cam—

AKT npremMa-nepeaasdn apxmBHbIX

AOKYMEHTOB Ha XpaHeHWe (npun.Ne30)

AKT 0 BbleNeHNN K YHUHTOMEHMIO apXMUBHbBIX
LOKYMEHTOB, He MoANeXalluX XpaHeH o
(npun.Ne21)

AKT NpueMa-nepefasd apXmeHbIX
AOKYMEHTOB Ha XpaHeHue (npun.Ne20)

\—/—\

3.7. BegeHwre
Lena oHaa

Heno
hoHaa

2.2.3.1. lpoBepKa HAaNNYMA U COCTOAHUA AOKYMEHTOB;
4. Co3pganune n segeHme HCA
5.1. UcnosHeHWe 3anpocoB Nosb3oBaTtesiei (Bo3BpaT IMYHbIX

Bxoabl
[OKYMEHTOB);
6.1.2. Nepenaya gen Ha NOCTOAHHOE XPaHeHMe B rocy4apCTBEHHbIN
(MyHMUMNANbHbIN) apxuB

Bbixoapl

N cxembl 25

HanmeHoBaHue npouecca 3.8. YyeT ncnonb3oBaHmA AOKYMEHTOB




e AKT 06 M3bATAKM K3 gen

{BO3BpaLleHUn
CcOBCTBEHHUKY)
NOANUHHKMKOB NMYHBIX
okymeHTOR ([NpaBuna 3.8 Yver
5. Mcnonb3oraHKe Aoky ’ (Mp
—»  n.5.17); MCMNONb30BaHMA
aPXMBHbLIX JOKYMEHTOB
e AKT 0 Bblgade gen Bo AOKYMEHTOB

BPEMEHHOE NONb30BaHWe
{npmn.Ne10).

¥/\

}

CamocToaTeNbHO
pazpaboTaHHble
yYyeTHble (OpMbl
apxuea
opraHusalum

NMnet
MCNONb30BaHUA

Bxogbl 5. Ucnonb3oBaHMe apXMBHbIX OKYMEHTOB.
Bbixoapl
N cxembl 26

HanmeHoBaHue npouecca | 5.1. McnonHeHWe 3anpocoB NoJsib3oBaTenel, B T.4. couManbHO-
NpPaBoOBOro XxapakTepa

nonb3oBaTend

L

erMcTpaUms sanpoca
W nepega4ya B apxms Cny:xba gpenonp-ea

MocTynun sanpoc o1>

MHCcTpyKyMa no
Banwck B XKypHane opraH1saLvm 0enonpousBoiCcTBY
pervcTpaLmnm

(l_lepBM'-JHaﬂ ouerka ‘ PaGoTHWK apxnBa Mpaguna n.5.10

sanpoca
Banpoc copepKnT 3anpoce OTCYTCTBYIOT
CBefeHWsA, HeobxoauMble CBefleHWA, Heobxoanmble
ana paboTel ¢ HUM ana paboTsl ¢ HUM
OueHKa cofepxaTernbsHoM HanpaBneHuve nonb3oceaTento
JyacTu 3anpoca YBEAOMMNEHWA O HEOBXOAMMOCTM
npeaocTaBneHna foNoNHUTENBHOW
MHDOopMaLMK
MO HLHBIR 3aMPOC MpoduneHBIR 3anpoc, HO B Banpoc He OTHOCUTEA K
BO3AMOMHO HOAFOTOBMT'b opraH1saluii OTCYTCTBYOT COCTaBy XpaHALLMXCH B
AOKYMEHTEI, HeoBxoanMble AnA opraHusaLun g oKyMEHTOB

oTBET =
€ro MCMNorHeHus (HenpodMNEHEIM 3anpoc)




|

MpodmnbHbIA 3anpoc,
BO3MOKHO MOArOTOBUTL
oTBeT

|

MpoduneHsbin 3anpoc, Ho B
opraHusauuu OTCYTCTBYKOT
AOKYMEeHTbI, Heo6xoauMble Ans

]

3anpoc He OTHOCUTCA K
COCTaBY XPaHALMXCA B
opraHusaumn AoKyMEHTOB

ero McnonHeHus (HenpocUnbHbIA 3anNpoc)

MNMpasuna 5.11 - 5.14

KOnuu,

2.2.3.2. YcraHoenenuve
nopsgka Bbigaduun aen us
apxMBOXpaHunuLa

MoproTtoeka oTBeTa
(apxvBHOW CnpaBKu,

/}'\.

v

MoproToBka oTBEeTa C
YKazaHuem npuy4uH
OTCYTCTBUA JOKYMEHTOB
"

Mepeanpecauus 3anpoca .
B OpraHusaumio, B KOTOPOH MOTYT
HaxoAMTECHA HeoGXxoaMMbIE AOKYMEHTHI, W
yBeJOMINEHWE NONbL30BATENS O
nepeHanpasneHun sanpoca. Ecnu
opraH13auMa HEM3BECTHA — YBEOMNEeHne
nonb3oBaTens 0 HeBO3MOXKHOGTH
paccMoTpeHWa sanpoca

BbIMUCKK)

\

WHdpopmaumoHHoe
nMEbMo

—

OteeT H; 3anpoc COI‘IDOBO,EIMTe;bHOe NUGCLMO, —_ { V//
(apx. cnpaska, KONUg, || NogNMcaHHOE pykoBoaWTenem| —~——— ‘_’
BbINWUCKA) opraHusaumMu ¥
e e Banpoc 1 conposocauTensHoe || MHdopmauvoHHoe
T — v — nUCbMO, NoOANMCAHHOe nucsLmMo
Peructpauus oTeeTa B PYKOBOAWTENEM OpraHnsaLyuu nonssosarento
JKYypHane permcrpauumn — T B

BblAaHHbIX KOMWIA, BbINWCOK,

\ cnpaeok

Peructpauunsa oteeta B
obwem nopsake

3.8. YueT ucnonb3oBaHus
APXWUBHbLIX A0KYMEHTOB

4-{ pervcTpauuu w‘
KOPPECTIOHAEHLMM B j

opraHusauMu

Bxopa

2.2.3.2. MopAaoK Bblaa4Yn AOKYMEHTOB M3 apXMBOXPAHMANLA

BbixoAabl

3.8. YueT ncnonb3oBaHUA apXmBHbIX 4OKYMEHTOB

MpumevaHua

<*> Ha ycmoTpeHue pyKoBOACTBA, B I0OKa/IbHOM aKTe OpraHu3aLmm
MOXKET b6bITb YTBEPXKAEH 6N1aHK 3aNpocCa, a TaKKe pernaMmeHTMPOoBaH
nopsAZoK paboTbl € 3aNpocamm, B KOTOPbIX HEAOCTAaTOYHO CBEAEHMUI AN1A
oTBeTa (Hanpumep, ecan B 3anpocCe yKasaHbl CBeAEHUA O
nonb30BaTe e, HO HEe YKa3aHa Kenaemas popma npefocTaB/ieHns
OaHHbIX).

N cxembl

27

HanmeHoBaHMe npouecca

NcnonHeHWe 3anpocoB Ha Bblgayy NOAAMHHbIX INYHBIX OKYMEHTOB




Pesonoyunsa
pykoBoguTend o

Bblga4e AOKYMEHTOB

2.2.3.2. YcTaHoBMNEeHWe

nopAaKka eelgavn gen us ]

APXMBOX PAHUIMLLA

OTMeTKN 0O M3 BbATUKM
W 3aMeHe KONUAMMU:
BO BHYTPEHHUX
onucAx aen, B

MocTynun 3anpoc Ha
Bblgayy NOAMMHHEIX MUY HBX
JOKYMEHTOB

OueHKa 3anpoca

‘

MoAnWHHbIE NMMYHBIE
JOKYMEHTHI XPaHATCA B
apxuBe opraHusaluu

v

PaccMoTpeHue 3anpoca
pPYKOBOAUTENEM apxuBa

y
/~ TloarotoBKa
AOKYMEHTOB K Bblgave:
M3rOTOBNEHUE

APXNBHBIX KOMWiA

MUCTax-3aBepuTensx
[len, B Onucax aen,
AOKYMEHTOB

Konuu na3bAaTbIx

AOKYMEHTOB

AKT 06 U3BATUKN U
BO3BpaLleHU QOKYMEHTOB
COGCTBEHHURY

T

AOKYMEeHTOB U
OTP2RSHNE N3 BATHA U
3aMeHbl KOMWMAMK B
YUETHbIX JOKYMEeHTax

~ apxuea

Bblgadva gokyMeHTOB
3aABUTENIO UMK
LOBEPEHHOMY MWLy

XOR.
N

Mpasuna 5.17, 5.20

[NognuHHbIE MUYHBIE

AOKYMEHTbI OTCYTCTEYHOT

MHGopMayoHHoe
MMCBMO

.
Peructpayuwa nucema B
oflem nopagke
pervcTpayum
KOPPECnoHASHUWH B
opraH1sayum

3.2, 35.
Yuet
Bxopa, 2.2.3.2. YcTaHOBAEHWe NopAAKA BblAAYN Ael U3 apXMBOXPaHUAMULLA
3.2. YueT Ko/InyecTBa 1 cocTaBa aen
Bbixoapl N
3.5. YyeT n3ameHeHu B Konnyectse u coctaBe GpoHAa
MpumeyvaHua
N cxembl 28
HanmeHoBaHue npouecca | 5.3. Bblgaya AOKYMEHTOB BO BpeMeHHOoe Mo/ib30BaHue (B T.4. gns
paboTbl B UNTaNbHOM 3ane)




2.2.3.2. YcTaHOBNeHue
nopsaka BolAavn Aen s
apXxWBOXpPaHUIIULLA

MocTynura saseka Ha
paboTy C AOKYMEHTAMU B
qMTaneHOM 3ane

&g

p—

HeT paspelleninm Ha paboTy:

EcTe paspewenie Ha paboT

PaBGoTHWK apxuBa
obpabaTkIBaET 3anpoc

Iv4Hoe 3anaBneHne

PerucTpayusa
Bbla4uM B
COOTBETCTBHUN C
npasunamu,

YCTAQHOBITEHHbIM U
apxXuBoM
opraHuzayum

3anonHeHuWe nucTa
1ncnone3oBaHnA
AOKYMEHTOB

1.8. ¥Y4eT ncnonb3osaHnsa
APXUBHBIX [OKYMEHTOB

C AOKYMEHTAaMN

TUceMo Bolgava Y
l @ l opraHnsayunu, Nonb3oBaTeno
HanpasunelEN > paspeweHna Ha
Boigava nonbzoBaTens paboTy B UMTaNbBHOM
AOKYMEHTOB B OTkas B Bblgave zane
ynTanbHbIA 3an ChyxebHoe
YAOCTOBEPEHMNE
OTKas B NMCbMEHHON COTPpYAHWKa PerucTpayua
opMe, € yrasaHnem opraHnsagun none3oBaTena B

COOTBETCTBUU C
npasunamu,
YCTaHOBMEHHbIMU
apxXvBoMm
opraHuzalmu

NPUYKH OTKas3a KU nopAaaxka
ofxanosaHWs OTKasa

Patora
nornb3ocBaTens

Monb3oBaTenb

Bxopn, 2. XpaHeHWe AOKYMEHTOB B apXmMBe OpraHu3aumnm
Bbixoapl 1.8. YyeT Ucnonb3oBaHMA apXMBHbLIX JOKYMEHTOB
N cxembl 29

HanmeHoBaHMe npouecca

6.1. Nepenaya gen Ha NOCTOSAHHOE XPaHEHME B FrOCYAaPCTBEHHbIM
(MyHMUMNANbHBIN) apxmB




MnaH npuema AOKYMEHTOB B
rocyfRapcTBEeHHEIR
(MyHUUUNankeHLIA) apxXuB

[TpoeKT AKTa npuemMa-
nepefaqu JOKyMEeHTOB

PaGoTHuKu roc.(MyHWU.) apxuBa
(CPpOKY COTNACOBLIBAMTCA C
paBoTHWKamMK apxuBa opraHusaLuy
MCTOUHUKA KOM NIEeKTOBaH )

OnpegeneHne cpoka nepegauv
AOKYMEHTOB B TOCYAapCTBEHHLIA
(MyHWLMNansHEIA) apXuB

1.C1.22 ©3 No125 «O6
apxusHom gere B PO»
2. MNMpasuna n.6.6.

1.1, ToproToeka fen, LOKYMEHTOR
K nepepaye B rocyfapcTBEHHbIR
(MyHWLUMNANbHLIA) apXWB

PaboTHUKK roc.(MyHWY.) apXie
COBMECTHO ¢ paboTHUKamM U
OpraHu3aUUu- UCTOMHUKA

KOMMMEKTOBAHWA

f OnpegeneHne cocTaea gen,

1.Mpasuna n. 2.41-2.44,
\ nognexallux nepegaqe B roc.

n67—-62.
2. MeToauyeckue
pekoMeHgauum n.2.2.3.1

N
>

(MyHUWL,.) apxuB

MpoBepka NpaBUrbHOCTK

(npun.Ne30)

VcTopudeckas cnpaBka K
doHay (Npw nepeoi
nepefaye) U JONOMHEHNA K

n.6.1.1

( odpopMneHns gen n ¢ous. u
CAHUTAPHO-TUTMEHUY. COCTOAHWA
LOKYMEHTOB, NepefaBaemMblX B roc.
(MyHWUL.) apxnB

[MoproToBka AOKYMEHTOB, HEOBXOANMEIX
npu nepegave gen, JOKYMEHTOB B roc.
{MyHUL) apxue

. BolaeneHuwe fokymMeHTOB
L—BC UCTEKIWKUMU CPOKaMKU )
XpaHEHWA K YHUUTOXMEHUIQ

Hel (Npu nocrnegyroLnx
nepepauvax)

4 33, onucenr Aen
NOCTOAHHOIO CPOKa

XpaHeHnA

AKT npuema-nepegavn
JokymeHToB (npun.Ne30)

PaBoTHUKU roc.(M yHWL .
APXMEBa COBMECTHO C
paboTHUKaMK cpraHusagmu-
UCTOYHUKE KOMNITEKTOBaHMS

6.1.2. MNepefaqa gen B rocyAapcTBEHHbIA
(MyHULWNanbHBIA) apxuB

1.MNpaBuna n. 6.8.
2. Meroguueckue

Yyer 3.5 36
pekoMeHgauuu n.6.1.2

Bxoapl

2.2.1. PaumoHanbHoOe pa3melleHne 4OKYMEHTOB

BbixoAabl

3.2. YuyeT Ko/in4ecTBa 1 cocTaBsa agen

3.5. YueT M3meHeHu B KonnyecTee 1 coctase GpoHaa

3.6. Yyet BbIbbITMA gen

3.7. BepgeHue gena poHaa

7. YHUUYTOXKEHWNE AOKYMEHTOB C UCTEKLLUMMM CPOKAMM XPaHEHUA

N cxembl

30

HanmeHoBaHue npouecca

6.1.2. Nopsaok nepeaaym Aen Ha XPaHeHMe B rocyAapCTBEHHbIN
(MyHMUMNANbHBIN) apxmB




CornacoBaHuie cpoka dakTM4eckol nepegasqi J0KyMEHTOB, WX
TPaHCMOPTUPOBKA B roc. (MyHWULIMN.) apXuB

A

lNepegadqa B roc.(MyHMLWMN.) apXuB;
- Aen no akTy;
- 2 9K3. aKkTa 0 Npueme-nepesaqe.

4

MNoanucaHwe Akta npyvemMa-nepegaqn (B 2 9K3.) paboTHMKaMK apxuBea
opraHuzalM 1 paboTHUKaMK roc. (MyHUL.) apxmBa*®

A4

(Npun. Ne30)

( BHeceHWe nsmeHeHWin B YHYeTHble JOKYMeHTbl 1 NpoCTaBlIeHWe

AKT nprema-
nepefa-i apxmBHbIX
AOKYMEHTOB Ha YTBepM#AeHWE akTa pPyKOBROAMUTENEM OpraHn3aLmy 1
XpaHeHue B roc. pYKOBOAUTENEM OC.(MYHUL.) apxiBa
(MyHWUMN.) apXKnB

O

OTMeTKIM 00 3TOM B aKkTe npruemMa-nepeadn

YueT 3.2, 3.6.

Bxoapl

BbixoAabl

3.2. YyeT KonmyecTsa U coctasa aen
3.6. YueT BbIbbITMA fen

MpumeyaHuna

<*> B Ka»KA0M 3K3eMnNisipe rogoBoro pasaena onucu aen
npocTaBnseTcA OTMETKA 0 nepeaye gen, AOKYMEHTOB B roc. (MyHML.)
apxus

<**> 1 3Kk3eMnnAp rogoBoOro pasaena onucei aen, 4OKyMeHTos 1 1
3K3emnaap AKTa 0 npueme-nepesade nepesatoTca B apxums
opraHusauum

N cxembl

31

HavmeHoBaHMe npouecca |6.2. MNepegaya Aen npy peopraHnsaunmn, IMKBUAAaLMM opraH1M3aumm




OnpegeneHue KPUAMYECKOro nuya,
KOTOPOMY NepefakdTCd AOKYMEeHThI, 1 MecTa

Pelwerue durkcrpyeTed B C1.23. ©3 Ne125 «O6

PacnopannTEnbLHoM , apxuBHOM aene B PO»
LOKYMEHTE O NUKBUA ALK KX palbHenero XxpaHeHna
(peopraHnsayuim) J’
opraHusaymu 7. YHUWITOMXEHWE
Orlpe,u,eneHVle CoCTaBa [ O0KYMEHTORB, OOKYMEHTOB C
< nognexallux nepejade WCTeKLW MK CPOKaMK
¢ XpaHeHKrA
* AKT O TEXHIHBCKUX [NogroToBka aPXKBHBIX AOKYMEHTOB K
olwwnbrax B YHETHBIX / nepejave \

pokymeHTax (npun.Ned)
o AKT 06 oBHapyMeHUM

LOKYMEHTOB, He 2.2.3.1.MpoBepka HanM4ua

OTHOGHLMXCA K AaHHOMY J W COCTOAHWA 10KYMEHTOB
DOHAY, HEYUTEHHBIX 3
(npwn.Ne5),

« AT OB yTpaTe MoaroToBka AOKYMEHTOB,

Heobxoa UMbIX npu nepejaqe

ROKYMEHTOB (npun.Ne6) \K APXMBHBIX AOKYMEHTOR /

VlCTOle-IeCKaﬂ ChnpaBKa K
oHay ]

\_/\

['TpOeKT AKTa npuema-
nepefadn 4okyMeHToB Mepepaqa apxMBHbIX [LOKYMEHTOB U CNWCEN

(npwn.Ne2Q mnu Ne30Y* gden, DOKYMEHTOB peopraHU30BaHHOM
(NMKBWE,MPOBaHHON) OpraHM3aLmn

AKT npuemMa-nepeaaqn
{(npun.Ne20 unun Ne30)*

Bxoabl

Bbixoabl 7. YHUUYTOXKEHME LOKYMEHTOB C UCTEKLLUMMM CPOKAMM XPaHEHMA
<*> Mpu nepegaye opraHUsaLmm-npaBonpeemHuky - npua. N 20, npu

MNpumedanms p pea p 4 p p y-np , np
nepegaye B roc. (MyHuu,.) apxms - npua. N 30.

N cxembl 32

HanmeHoBaHue npouecca |6.3. Mepenaya gen npy cMeHe pyKkoBoauTeNa apxmsea opraHu3aLmnm
(nvua, oTBeTCTBEHHOrO 33 apXMB)




I'Ipvmas 0 co3jgaH KOMWUCCKUIA OpraHMSaLI‘I/IOHHbIe
no NoAroToBKe 4OKYMEHTOB K MeponpuATA No

nepejadye NoAroToBKe apXmeHbIX
ACKYMEHTOB K nepejade

2.2.3.1.NpoeepKa Hann4na n MNoaroToBKa 4OKYMEHTOB SRR COREITTT

nomMeLLeHni n
COCTOAHUA JOKYMEHTOB apxuvBa Kk nepepadye
obopyaoBaHuA

o AKT 0 TEeXHWYECKUX
oG Kkax B y4eTHbIX
JokymeHTax (npun.Ned)

¢ Akt 06 oGHapyxXeHUN Mpuem-nepeaava
AOKYMEHTOB, He AOKYMeHTOB™
OTHOCALLUXCA K JaHHOMY
hOHZY, HeYUTEHHbIX
(npun.Ne5);

e AxT 06 yTpaTe
AOKymeHToB (npun.Ne6)

)

AKT Npuema-nepegauu
(npun.Ne13 k MeToanyecknum
pekomeHAaLMAM)

Bxoapl
Bbixoabl
<*> YyeTHble JOKYMEHTbI NepeaatoTca nepes nepeaadyeit apxXmsBHbIX
MpumeyaHns AOKRY pea pea nepen p
OOKYMEHTOB.
N cxembl 33
HanmeHoBaHMe npouecca | 7. YHUUTOXKEHNE AOKYMEHTOB C UCTEKLLIMMUM CPOKAMM XPaHEHMA

1.1.MpoBeAeHUe IKCNepTUas! n?“ﬁ:izne:x“:em:’::: s?g‘.:
LIeHHOCTH LOKYMEHTOB B A Ly PeA;
AenonpousscacTee (MyHWLL) apxue
x " - -
« ‘~.~ ye ™,
MpepnoxeHus Kk /" MoaroToska NpeAnoXeHMil k akTy 6 | I MpoekT AkTa © / \ o
e - MogroToBka npoekTa AkTa o Ve PaBoTHWK ™,
aKTy O BblAENEHUM BLIENEHNN ACKYMEHTOB K ) N BblgeneHun
ACKYMEHTOB K PaGoTHWK CIM) AOKYMEHTOB K BbifeNeHi JOKYMEHTOB K { apxuBa ]
YHUUTONMEHWIO M Nepefada ux B S e e || copired
YHAHTOMEHWIO (B cnyxGy AenonponuaBoaCcTBa — YHAUTOMEHMIO \ ¥ | (7] L
ByMaHOM W 4 (npwn.Ne21) \\\ 4 —
ANEKTRCHHOM BUAE) ! g P 1 -
L P - e T T -~ T
— £ MoAroToska Npoekta Aktao - PaBoTHUK™., / TMopnvcaHue AkTa pyKoBoauTenem
MpoekT Akta o BbIENeHUA AOKYMEHTOB K }— cnyxGel | L apxuBa (n1uUa, OTBETCTBEHHOTO 3a J
BbAENEHIN A YHUHTOKEHMWIO » __Aenonp-sa " apxue) 4
AOCKYMEHTOB K ‘

YHUUTOXEHMIO I
(Mpun.Na21***)

.
- (COU‘!aCOBaHME AxTa Ha 3acepaHuu LISK (SK) opraHusayuu® |

~ J
— MpoToken sacegaHus J v
] ( N

YTeepMaeHue AKTa pyroBOAMTENEeM opraHuaayum*

- $ .
KT O BEeNeAnn / Mepepadya AOKYMEHTOB CNeUMansHoM opraHuaayum gna \‘
AOKYMEHTOB K BUIMHECKOTO YHULTOMEHNA U (HMKCMPOBAHMWE BO BTOPON YacT |
YHUUTOMEHUIO A AKTa KONW4ECTBA NEPEAAHHLIX AOKYMEHTOB M WX BECA A
(npwn.Ne21**%) T —
¥ ¥ N
; -, - .
/ /£ N
(|, oocraansue orueroras x e s |
KT © BLIAENEHUN
| YHWUTOMEHWMW B HOMEHKNAType Aen
Y TYPe Aen ACKYMEHTOB K \\ AkTa B geno goHaa v
- YHULTOMEHUIO -
L ]

(npun.Ne21)
S - YueT 3.2, 3.6, 3.7

Bxogbl [Ana yHnuToXKeHuma B genonpounssoactee - 1.1. [posegeHne sKcnepTmsbl




LEeHHOCTU JOKYMEHTOB B A4e/10NpoM3BOACTBE
[Nna yHUUTOXeHNA B apxmBe opraHmsaumu - OnpegeneHue coctasa gen,
noasnexalunx nepegaye B rocy4apcTBeHHbIN (MyHULMNAAbHbINA) apXmB

3.2. YyeT Koam4yecTBa 1 cocTaBa aen
Bbixoabl 3.6. YueT BblObITMA gen
3.7. BeaeHwue pgena ¢oHAa

<*> PaccmaTpuBaeTcs Ha 3acegaHumm 3K (U3K) ogHoBpemeHHoO ¢
rof0BbIMM pa3aeiaMm onucel Aen NoCTOAHHOTO CPOKA XPaHEHUA U No
JIMYHOMY cOCTaBy 3a 3TOT e rog (n. 4.11. NMpasun).

<**> MNocne yTBEpPKAeHUA U cornacoBaHus MK deaepanbHoro apxmea
MpumeyaHus WKW opraHa ynpaBfeHus, yNoJIHOMOYEHHOTO B cdhepe apXMBHOTO Aena
ro40BbIX Pa3fenoB onucel gen NOCTOAHHOMO CPOKA XPaHEHUSA U MO
JINYHOMY COCTaBYy.

<***> Mpu 3anNoNHEHUN B AeN0NPOU3BOACTBE MMEET PAL,
ocobeHHocTel, cM. MeToaMYeckne pekomeHaaumm pasaen 7

MpunoxkeHne N 5

Kn. 3.2
COOTBETCTBUE
AAHHbIX HA OBJTOXKKE AENA ONUCATENbHOWM CTATbE rogoBoro PA3AENA
onucuM gen
— HammMeHoBanHe OpraHmsaIHm VTBEPKIAIO
PyKoBOHTETs OpraHu3aHa
[T Bona Ne Toanucs Pacnmdposxa
OITHCH No Hara roAmme

(SumseRCEaERz CTPYITYPEOTQ G0IPSIIRARHNS) Zdea EpeMeHHEIX (cBrmme 10 1e1)
CPOKOE XpaHeHHA

-~
v .
JETO N TOM N

No | Fimaexc | 3aromosox | Kpaimme matwt|  Cpox | Kommwecrso | Hpmvewanme
v wn|  gema Aema mrctos
1 2 3 4 5 6 7

Tepaims mare) —F A A ¢

Ha ¢ ancrax

MpunoxkeHne N 6



®OPMA JINCTA-3ABEPUTENA ONUCK AEN

B onmcu mesi nomumMToO U IIPOHYMEPOBAHO

B TOM UMCIJIE:

JIMTEPHBIE HOMEepa JIMCTOB
IPOIyMEeHHEE HOMEepa JIMCTOB

JMCT-3ABEPUTEJIL OINNMCHY JIEJI N

(O®OHO N

Kn. 3.2

JIUCTOB,

(umdpaMm M OPONMUCHI)

HauMeHOBaHME IHOOJDKHOCTU

paboTHUKA

IDaTa

I[Nonnmce

ObpaseL, 3aN0/HeHNUA peecTpa onucen

Pacumbpporka nomnmucu

Mpunoxkenne N 7

Kn. 3.3

1. MepBMYHOE MOCTYNAEHWE AN NOCTOSHHOrO XpPaHeHUs, MO JIMYHOMY COCTaBy, BpeMeHHoro (45 ner)
XpaHeHus, BpemeHHoro (15 neT) xpaHeHWs B apxXMB OpraHU3aLMuM U COCTaB/IEHWE MepPBbIX rOA0BbIX
pasgenos onuceit gen (3anonHaAoTea rpadsl 1, 2, 3, 4, 10):

N N N HasBaHue Konunuectso gen B onucu | Kpaiiuu | Koany | Koandec | Mpum
n/n | ¢oH | onuc onucu € [aTtbl | ecTBo TBO eyaHu
Ja " nocToa | BpEMEHH | NO JINCTO | 3K3emn e
HHOro oro IMYHO BB ApoB
XpaHeH | (cBblwe my onvcu | onvck
na 10 net) |cocraB
XpaHeHu y
A
1 2 3 4 5 6 7 8 9 10 11
1 1 1 MNocTtoaHHOroO 4
XpaHeHUs
2 1 2 Mo nnyHomy 3
cocrasy
3 1 3 BpemeHHOro 2
(45 nert)
XpaHeHUs
4 1 4 BpemeHHOro 2
(15 nerT)
XpaHeHwUs




2. Onucb Aen NOCTOAHHOrO XpaHeHMA 3aKOoHYeHa (3anonHstoTtcsa rpadbl 5, 6, 7, 8, 9) 1 3aBeaeHa
cneaytow,as onucb Aen NocTOAHHOTO XpaHeHus (3anonHsatoTca rpadel 1, 2, 3, 4, 10):

N N N HasBaHue Konunuecteo gen B onucu | Kpaiitu | Konny | Konnuec | Mpum
n/n | ¢oH | onuc onucu e faTbl | ecTBo TBO eyaHu
Ja " nocToa | BPEMEHH | NOo JINCTO | 3K3emna e
HHOTO oro JINYHO B B apos
XpaHeH | (cBblwe My onvcu | onvcu
na 10 net) |cocraBs
XpaHeHu y
A
1 2 3 4 5 6 7 8 9 10 11
1 1 1 MoctoaHHoOro 9999 15 385 4
XpaHeHUs AHBapA
1995r.
-26
nekabp
A 2006
r.
2 1 2 Mo nnyHomy 4
cocTaBy
3 1 3 BpemeHHOro 4
(45 nert)
XpaHeHUs
4 1 4 BpemeHHoro 4
(15 nert)
XpaHeHus
5 1 5 MocTtoAaHHOro 4
XpaHeHus

3. CocTaBneHue exeroaHol UTorosow sanucu (Hanpumep, Ha 1 aHBapa 2015 roaa):

Bcero xpaHutca B apxuse 5 (nATb) onucemn, U3 HUX

(umdppamm u nponuckio)

NOCTOAHHOIO XpaHeHUs 2 (gBe) ,

(umdppamm u nponucobio)

BpeMeHHOro xpaHeHus (csbiwe 10 ner) 2 (nBe) ,

(undpamm 1 nponuceto)

no SIM4HOMY COCTaBy 1 (ogHa) ,




(umdpamm 1 nponuceto)

B TOM 4Ymncne noctynmao B rogy onucen

(undpamm 1 nponuceto)

B TOM Yuncae BblObINO B rogy onucei

(undpamm 1 nponuceto)

HanmeHoBaHWe f0MKHOCTM PabOTHMKA
apx1Ba OpraHM3aLmnmn, COCTaBUBLLEro
peecTp onuce MNognucb O.U. Apxunosa

HanmeHoBaHWe 4OMKHOCTU
pykoBoauTensa apxmea (numua,
OTBETCTBEHHOIO 332 apXuB) MNognucob U.H. TyunH

15.01.2015

MpunoxkeHne N 8

Kn.3.5
JINCT ®OHOAN 1

BcepoccMncKMin Hay4HO-MCCeA0BaTeNbCKUIN 01 AHBapA 1996 .

WUHCTUTYT AOKYMEHTOBEAEHUA U apXMBHOTO Aena

(BHUMOAL)

(mecToHaxoxkaeHue doHaa (HaMmeHoBaHMe (QaTa nepBoro noctynaeHus

opraHusaumm, rge xpaHurca ¢oHa) OOKymeHToB doHaa)

KpailtHune aatbl KaXkgoro HasBaHma doHAaa HA3BAHUE ®OHAOA
1 2

02.03.1966 - 23.06.1992 Bcecoto3HbI Hay4yHO-MUCCeA0BaTEeIbCKUI
MHCTUTYT AOKYMEHTOBEAEHUSA U apXMBHOIO AeNa
[NaBHOro apxmMBHOro ynpasaeHusa npu CoseTe
MuHuctpos CCCP (BHUMAOAL)

24.06.1992 - Bcepoccuinckmnii Hay4yHo-Uccef0BaTeNbCKUI
WMHCTUTYT LOKYMEHTOBEEHUA U apXMBHOIO Aena
KomuTeTa no genam apxvBeoB npu
MpasuTenbcTBe Poccuiickoit Geaepaumm
(BHMMOAL)

1. YyeT HeoNUCaHHbIX 4OKYMEHTOB



[ata HassaHue, N u gata MoctynneHwne BbibbiTHE Hannuune
3anucu OOKYMEHTa, Mo KoTopomMy (ocTaTok)
nocTynuan unu BblbbiAn
[LOKYMEHTbI Kon-so | KpaitHue | Kon-Bo | KpailHue | Bcero gen
aen Aatbl aen Aatbl
1 2 3 4 5 6 7
01.03.1997 |AkKT 06 obHapyxeHuun | 35 35
Hey4yTeHHbIX AoKkymeHToB N 1
0T 27.02.1995
02.04.1997 | AKT onncaHmA apXMBHBbIX 35 04.05.1993 -|0
OOKymeHTOB N 2 OT 28.12.1993
02.04.1995

2. Y4yeT ONUCAHHbIX OKYMEHTOB




[ata Homep | Tog HassaHue |Mocty BbibbiTHE Hannume (octatok)
3anucm onucu OnuUcK UAKU | NUNO
aen aHHOTaLMK en. | Ron-so | OcHosaHue | B Tom uncne no | Kon-so B Tom uucne
[OKYMEHTOB | Xp. |&AnHML, BbIObITHA onucam, en. xp.
XpaHeH | (Ha3BaHWe, | yTBEPKAEHHbIM
na pata, N IMNK
OOKYMeHTa)
Kon-Bo | KpawH MoCTOAHHOrO XpaHeHuA Mo nMyHomy
en. xp. ne cocrasy
hatbl
Kon-Bo | KpaitH M3 HUx no Kon-Bo | KpaiiH
en. Xp. ve onucam, en. Xp. ne
[aTbl | yTBEPXKOEHHbIM [arbl
en. xp. ONK
Kon-so | KpaitH
ea. xp. ne
hatol
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)

XpPaHEeHUA




MpunnoxkeHne N 9

Kn. 3.6
OBPASEL, 3ANOJTHEHNA KHUTU YHETA NOCTYNNEHWA U BbIBbITUA OEN
AxuMOHepHOe obmecTeo "CBeTOCcepBuUC"
 (nawmenosamse oprammsawsn
ApxuBe AKLUMOHepHOI'O obmectBa "CBeTocepBuc" ;

(Ha3BaHME apxuBa)

KHUT'A
ydeTa NOCTYIJIEHMA U BBIOBITUSA HeJl, OOKYMEHTOB

HpMMep 3allOJIHEHMA KHUIT'UM ydeTa U’ BEIOBITHM ST el

[IponoJrkeHMEe MNPUIIOXEeHMS 9



N [arta HanmeHoBaHue HanmeHoBaH Ha3BaHue n oAbl Bug MoctynneHwne BbI6bITWE OnNMcaHHbIX | HeonucaHH | Mpu
n/n| noctynnexu opraHusauum ne, Homep u Homep ¢oHAa | MOCTYNUBLUKN | HOCUT OMMWCAHHBbIX [OKYMEHTOB biXx A4en, | mey
aun (cTpyKTYpHOTO naTa X Un ens [OKYMEHTOB OOKYMEHTO | aHu
BblObITUA | noApasgeneHus, inua, | AOKYMEHTa, BbIObIBLWNX | <*> B, INCTOB e
[OKYMEHTOB| apxuBa), OT KOTOPON | MO KOTOpOMy [OKYMEHTOB Konndectso ea. xp. | Konwndectso ea. xp.
noctynuam (unu nocTynuam no onucwm
BLIGLLAM) AOKYMEHTEl | MM BbIBBAN NnocT |BpemMeH| no | NocT |BpemMeH| Mo |nocT| Bblb
OKYMEHT! OAHH | HOFO | /INYH | OAHH | HOFO | IMYH | yNU | bINO
oro | (cebiwe | omy | oro |(cBbiwe | omy | 5o
XpaH | 10 net) | cocta | xpaH | 10 neTt) | cocta
eHus 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 AKUMOHepHoe 2010-2012 |BH 134
obuectso NOCTOAHHOro |obLecTso
"CseTtocepsuc" XxpaHeHus N 1 | "CseTocepsuc",
N1
1 17.05.2015 | AkumoHepHoe Onucb gen no | AKumMoHepHoe 2010-2012 |BH 25
obuiectso NIM4HOMY obuiecTso
"CseTtocepsuc" coctasy N 2 "CseTtocepsuc”,
N1
2 18.05.2015 | AkumoHepHoe AKT npuema- | O6uiecTso C 2011 BH 78 5 26
obuwectso nepegaumu OrpaHUYeHHoM
"CseTtocepsuc" APXUBHbIX OTBETCTBEHHOCTb
(boHpoapepxaTens), OoKymeHTOB | "CBeT", N 2
ObuwecTBo C Ha XpaHeHue
OrpaHuYyeHHom N 2
OTBETCTBEHHOCTbO
"Cget"
(doHpo0bpasoBaTenn)
2 18.05.2015 | AKumoHepHoe AKT npuema- | O6uiecTso C 2012 BH 79




obuiecTso nepegauu OrpaHUYEHHOM
"CseTtocepsuc" APXUBHbIX OTBETCTBEHHOCTb
(boHpopeprkaTens), OoKymeHTOB | "CBeT", N 2
ObuwecTBo ¢ Ha XpaHeHue
orpaHuyeHHom N3
OTBETCTBEHHOCTbIO
"Cget"
(doHaoobpasoBaTens)
3 12.12.2015 |locypapcTBeHHOe AKT npuema- | O6uectso C 1995 -2001 |BH 516 39
KaseHHoe yypeskaeHue |nepenayu OrpaHMYEHHOM
"locyaapcTBEHHbIN APXMBHbIX OTBETCTBEHHOCTb
apxuB H-ckoi obnactn" | pokymeHtos |"CseT", N2
Ha XpaHeHue
N1
4 15.12.2015 |lTocypapcTBeHHOe AKT npuema- | AKLMOHepHoe 2002 - 2008 |BH 311 |18
Ka3eHHoe yypeskaeHue |nepenayu obLecTso
"TocypapcTBEHHbIN APXMUBHbIX "CseTtocepsuc”,
apxus H-ckoi obnactn" | pokymeHtoe |N1
Ha XpaHeHue
N2
2015 347 (TpMcCTa COPOK CEMb)
NToro B —-———-— rony IOCTYIMJIO ——————————————————————— en. Xp., B TOM yucrie:

(umbpaMy M MNPONMUCHIO)

347 (TpuMcCTa COPOK CEeMb)
Ha OyMaXHOM HOCUTEJIE ——————————————————————-— , DIIEKTPOHHEIX
(umppamMmy M MNPONMUCEHI)

(umndpamm
Y TIPOIMUCHIO)
AyIMOIOKYMEHTOB , BUIOEOOOKYMEHTOB .
(umbpaMy M MNPONMCHIO) (umbpaMy M MNPONMCHIO)
IOKAa3EBATCA pPasIelJIbHO MTOT'OBHIe IaHHEE o I'padam 8, 9, 10, 14 xHUTHU;
884 (BOCeMbCOT BOCEMBIECSAT UYeTHpE)
BEIOBLJIO —————————————————————————————————— ern. Xp., B TOM UMCJIe: Ha OyMaxHOM
(umbpaMy M MNPONMCHIO)




884 (BOCeMbCOT BOCEMBIECSAT YeTHpPE)
HOCUTEJIE —=—————— = —— e — e e e — , DJIEKTPOHHEIX ,
(umbpaMy M MNPONMCHIO) (umbpaMy M MNPONMCHIO)
AyIMOIOOKYMEHTOB , BUIOEOOOKYMEHTOB .
(umbpaMy M MNPONMCHIO) (umbpaMy M MNPONMCHIO)




IIOKABHBATCA pas3meljlbHO MTOT'OBHE IaHHBE o rpadam 11, 12, 13, 15.

HammMeHOBaHME IOOJDKHOCTM JIMLA,
COCTaBMBIIETO MTOTOBYI I'OOOBYIO 3alMUCh [Tonnmce V.H. HoBukoOBa

HamMeHOBaHME HOOJDKHOCTM PYKOBOIOMTEJIA apXMBa
(MmMua, OTBETCTBEHHOTO 3a apxus) [Noonmce P.C. CremnaHOB

10.01.2016

<*> B rpade yKasbiBaeTcA BuA Hocutens (BH - goKymeHTbl Ha GymaykHom Hocutene, 3[ -
3NEeKTPOHHbIE JOKYMEHTbI).

Mpnnoxkenme N 10

Kn.4
COCTAB CNMPABOYHOIO ANMNAPATA ONMUCKU AEN
—>| TUTYJIBHBEIM JIUCT
—> OrJlaBJjieHUue <—
Onucu men
(B TOM uUMCJIE DJIEKTPOHHEIX)
IIOCTOSHHOT'O XpPaHeHUS Onmcu nejyi BPEMEHHHX
—> [IpenucioBue — (cBeme 10 JjeT)
CPOKOB XpPaHeHUS
Onucyu meJyl Mo JIMUHOMY —>| CiMCOK CcokpalleHuM | <—
cocTaBy
—> [YkazaTennM K OIUCU

Mpunoxkenne N 11
Kn.4

®OPMA TUTYJIBHOT'O JINCTA ONUCK OEN

(HamMeHOBaHMEe TOCYyIDapCTBEHHOI'O (MyHMUMIIAJIBHOIT'O) apxXmBa)




(HazBaHme ¢oHIa)

®oHno N

Onmuce N

(HasBaHMe omnmcu)

KpaﬁHMe JaTel €OVMHMIL XPaHEeHMA

MpunoxkeHne N 12
Kn.5.1

OBPA3EL B/TAHKA 3AMNPOCA NOJIb3OBATE/A

3AMPOC (obpalueHue)

NHbopmaumsa o nepcoHanbHbIX AaHHbIX
XpaHuTca n obpabatbiBaeTca ¢ cob0geHNEM POCCUNCKOTO
3aKOHOAaTeNbCTBa O NePCOHabHbIX AaHHbIX.
3anonHAs gaHHyo dopmy, Bbl gaeTe cornacue
Ha 06paboTKy NepCoHaNbHbIX AaHHbIX.

HavmeHoBaHWe HOPUANYECKOTO NLLA -
asTopa 3anpoca/PUN0 rpaskaaHnHa

Appec ans nony4eHUs oTBeTa
(nouTOBBbIN, 3NEKTPOHHbIN)

3anpawwvBaemble cBegeHUA (YKasaTtb
MHPOPMaUUIO Hanboiee NOJHO - 0
yem? B TeYEHME KaKoro nepmoaa?)

dopma nonyyeHuma nHGopmaLmnm
(HY>XHO NOAYEPKHYTD)

- MH¢OpMauMOHHOeHMCbMO,
- adpPXuBHaA CNpaBKa,

- adpPXuBHaA BbINMUCKa,

- adpXuBHaA KonuAa,

- TemaTU4ecKum nepedveHn,

- Tematuyeckuit 0630p AOKYMEHTOB

[aHHble 4OKYMEHTa, YA0CTOBEPAOLLErO
JIMYHOCTb (NoATBEpPXKAAOWEro
NoOSIHOMOYMA NPEACTaBAATb UHTEPECHI

Apyroro nnua)

JononHutenbHo:




Moanuce

20 .

(AaTa) (noanuck nonb3osartens)

MpunnoxkeHme N 13
Kn.5.1

OBPA3EL, O®POPMNEHUA APXMBHOW CNPABKM

HanvmeHoBaHMe opraHunsaunun

CnpaBoyHble AaHHble 06 opraHM3aunm MeTtposy b.U.
(nouToBbIN aapec, TenedoH, TenepoH/dakc) yn. yKoBCKoro,
105/2, k8. 5,
APXMBHAA CIPABKA r. HoBocubumpck, 630082

31.06.2013 N 04-5/173
Ha N 310 ot 25.06.2013
MockBa

B AOKymeHTax apxuBHoro ¢oHaa Bcepoccuiickoro obbeauHeHUs  x1ebonpoayKToB
"PocxnebonpoayKt" B Be4OMOCTAX Ha Bblgavy 3apaboTHOM NnaThl paboymm u cayKallMm 3a anpenb
- Aekabpb 1962 r., 3HaunTca MNeTpos bopuc MBaHOBMY B OMKHOCTU UHXKEHEpPA.

OcHoBaHue: .50, 0n. 2, 4. 3, /1. 105 - 106.

HanmeHoBaHWe fOMKHOCTU
pyKoBOAWTENA OpraHM3aLum
(MM MHOrO YNONHOMOYEHHOTO MM ANnLA) Moanucb PacwundposKa noanmcu

MeyaTb opraHmnsaumm

OTmeTKa 06 McnonHeHuu

Mpunoxkenne N 14
Kn.5.1.

OBPA3ELL OPOPMNEHUA APXMBHOW BbIMUCKMK

HanmeHoBaHWe opraHusauum

CnpaBoYyHble gaHHble 06 opraHM3auum MNetposy B.U.



(noutoBbI agpec, TenedoH, TenedpoH/daxc) yA1. *yKoBCKoro,

105/2, k.. 5,
APXWUBHAA BbINMNCKA r. HoBocnbupck, 630082

M3 NPOTOKOMa 3acefaHns obuero cobpaHun
Bcepoccuiickoro o6beanHeHUA xnebonpoayKToB
oT 25 aekabps 1990 r. N 3

"CNYWANu:

06 oKa3aHWM r'yMmaHMTApPHOM NOMOLLM BOCMIMTAHHMKAM AETCKMX AOMOB I. MOCKBbI

PELLNAN:

...3) Bbigenutb 10 T xneba Ha 6e3B03mMe34HOI OCHOBE B LleNsAX YAOBAETBOPEHUs noTpebHocTel

petckoro goma N ... r. Mockssbl...".

Homep feTckoro 4oma yKasaH B TEKCTe Hepa3bopumso.
OcHoBaHue: ®.2,0n.3, 4.1, N1. 45 - 46.

HanmeHoBaHWe fOMKHOCTU
pyKoBOAWUTENS OpraHM3aumum
(MM MHOrO YNONHOMOYEHHOTO MM AnLa) Moanucb PacwuéposKa noanmcu

MeyaTb opraHnsaumun

OTmeTKa 06 ncnonHeHuu

Mpunoxenune N 15
kKn.53

®OPMA KAPTOYKWM NMOJIb3OBATE/IA YNTAJIBHOT O 3ANA

SN

o U1

(HaMMeHOBaHME OpTaHM3aluM)
KAPTOUKA IIOJIE30OBATEJIA

dammima, MMA, OTYECTBO

JaTa poxXmeHuAa

I'paxmaHCTBO

MecTo paboTe (yue®Owl) M IOOJIDKHOCTD

(moylHOe HaszBaHME yUYpexIeHUs, eTro
IIOYUTOBEIM M BJIEKTPOHHEI azpec, TejedoH)
ObpasoBaHMe, yueHas CTelleHb, 3BaHUE
OcHOBaHMe nOJid NPOBENeHMS MCCIeIOBaHUM

(HanpapeJieHMEe OpTraHM3alumn
WM IO JIMUHOMY 3aSaBJIEHMIO)
Ha3BaHMe TeMH, XPOHOJOTMUECKME PpaMKM
[esnb paboTe
Anmpec permcTpauum MO0 MeCTy NpebuBaHMA, HOMep TesiedpoHa
Anmpec permcTpauuy IO MECTY XUTEJILCTBA, HOMep TesieboHa
Homep MOOUIIBHOTO TejiedOHa, BJIEKTPOHHHM alpec
Cepus u HOMep NacnopTa, KeM M KOoT'Ha BbOaH

0ba3aTesIbCTBO—COTJIalIeHKE .

A,

(bamMmnusa, ¥uMs, OTUECTRO)



O3HaKOMJIEH C HeﬁCTByIOLUJ/IM [TopanxkoMm VCIIOJIBE30BaHMAa APXUMBHEIX IJOKYMEHTOB
B IrocymapCTBEHHBIX nu MYHMLMITIaJIb HEIX apxXxmBax Poccumckomn @enepauvm
U 00Aa3yIChb €I'0 BHIIOJIHATH.

CorJjlaceH C aBTOMATU3UPOBAHHOM OOpab®OTKOM UM XPaHEHMEM IaHHBIX, YKa3aHHBIX
B aHKeTe.

06a3yCh COOJIIOATE PEeXMM KOHOUOEHLMAJIBHOCTM B OTHOWEHMM CTaBIIEeM MHe
M3BECTHOM nubopmalmm, VICIIOJIb30BaHUeE n pacnpocTpaHeHue KOTOPOMU
OTPaHMUYEHO 3aKOHOIAaTeJIbCTBOM Poccumickon demepalunu.

" " 20 T

I1oOINNmMChb
OOJIXHOCTB, COTPYIOHMKa apXuba InonOrnmchb pacu_n/[(l)pOBKa nogrmcum
" " 20 T

MpunnoxkeHne N 16

Kn.6.3.
OBPA3EL, ®OPMbI AKTA
NMPUEMA-NEPEOAYN APXUBHbBIX JOKYMEHTOB U MATEPUAJIbHbIX
LI,EHHOCTEM APXUBA MNP CMEHE PYKOBOAWTE/TA APXUBA
HamMeHOBaHMe opIraHM3alumn YTBEPXIAK
AKT HamMeHOBaHME IOOJIKHOCTMU
PYKOBOOMTEJIA OpPTaHM3aLuMu
N [oonmce PacumppoBra
MOONUCU
ITaTa
(MecTO CcOCTaBJIEHUS)
npueMa-rnepenauy Ipu CMeHe
PYKOBOOMTEJIA apXMUBa
B coorBeTCTBMM C OPMKas30M OT N
nepenal(a)
(baMmymsa, MHMLMAJH Iepenaiumero) (baMmymsa, MHMUMAJH IPUHMMAIIETO)
IPMHAJ B HNPUCYTCTBUM KOMMUCCHUM, OOPas30BaHHOM HAa OCHOBAHMM HOAHHOTO IpMKaza, B
cocTaBe Ipencemaress ¥ UJIEHOB
(bamMunvsa, MHULIMAJIEL) (bamMuanm, MHULIMAJIEL)
IOOKYMEHTHE apxuBa 3a TOIOEl M CIPaBOYHHM allapaT K HUM.
N N HasBaHue Kon-Bo Kon-Bo NpuHATLIX Kon-Bo npuHATLIX Mpume
I'I/I'I d)OHAa n N onuncu IK3emMnaAapos €ONHUL, XPaHEeHUA Ha €ONHUL, XPaHeHUA YaHune
onmncm 6yMa)KHOM HOoCcUutene SNNEKTPOHHbIX
AOKYMEHTOB
1 2 3 4 5 6 7




WTOT'O mpmMHATO nes,
(umdpaMm M OPONMUCHI)

B TOM UMCJIe en. XpaHeHMuS Ha
(umbpaMy M MOPONMUCHIO)
OyMaxHOM HOCUTeJe, en. xXpaHeHus
(umdpaMm M OPONMUCHI)
BJIEKTPOHHEIX ITOKYMEHTOB, onucen
(umbpaMy M MNPONMUCHIO)
B DK3EMIISpPax.

(umbpaMy M NOPONMUCHIO)

CocTOosHME IOOKYMEHTOB U OIIMCENM:

(obmasa xapakKTepUCTUKa COCTOSHUSA)

OIDHOBPEMEHHO I[epenalnTCs

(Bupmer HCA u ero oObweMel, COCTOSHUE)

CocTosgHMEe NOOMEUEeHUST apxmea:

(obmasa xapakKTepUCTUKa COCTOSHUSA)

Hanmnume m CcocToOdaHUE O60pyHOBaHMH W VMHBEHTap4:

(obmas xapakKTepMCTUKa COCTOSHUS)

[lepenan [Nopgnmuce PacumppoBka nonnmucu
[TprHAaI [loonucso Pacumdpporka NOONMUCH
[IlpencenaTesib KOMUCCUM [Momnmce Pacumpporka NOONUCH

UJIeHBEl KOMMCCUMN & I[Tognmuce PacumppoBKa MNOONMUCHU




