[lokyMeHT npeaocTaBneH KoHcynbTaHTINoc

3apeructpupoBano B Muntocte Poccun 6 centsopst 2023 r. N 75119

PEJEPAJIBHOE APXUBHOE ATEHTCTBO

IMPUKA3
ot 31 mroasa 2023 r. N 77

OB YTBEPXXJIEHUU ITPABUJI
OPI'AHM3AIIMU XPAHEHUSA, KOMIIVIEKTOBAHUSA, YYETA U
HNCITOJIb30BAHUA
JJOKYMEHTOB APXUBHOI'O ®OHJIA POCCUHCKOMN ®EJAEPALIMUA U IPYTUX
APXUBHBIX TOKYMEHTOB B I'OCYJAPCTBEHHBIX OPT'TAHAX, OPTTAHAX
MECTHOI'O CAMOYIIPABJIEHUSA U OPTAHU3ALUAX

B coorBerctBUM ¢ myHkTOM 2 yactu | cratbu 4, dacthio 5 cratbu 14 denepanbHOro
3akoHa OT 22 okTs0psa 2004 r. N 125-®3 "O6 apxuBHoMm aene B Poccuiickoit denepanun",
noanyHktoMm 2 nyHkrta 6 [lonoxenus o dexepaibHOM apXHWBHOM areHTCTBE, YTBEPKACHHOTO
VYkaszom [Ipesunenra Poccuiickoit @eneparnuu ot 22 urons 2016 r. N 293, npukassiBato:

yIBEpAUTh Npuiaraemsle [IpaBuiia opraHus3anuy XpaHEHUs, KOMIUIEKTOBAaHUS, ydeTa U
UCTIOJIB30BaHUsS TOKYMEHTOB ApxuBHOTO (oHaa Poccuiickoit deneparnyin 1 Ipyrux apXuBHBIX
JOKYMEHTOB B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOI'O CaMOYINpAaBICHUS U
OpraHu3anusx.

PykoBoauTens
A H.APTHU30B

YTBepKACHBI
npukasom Pocapxusa
ot 31 urons 2023 r. N 77

ITPABHUJIA
OPI'AHM3AIINU XPAHEHUSA, KOMIIVIEKTOBAHUSA, YYETA U
HNCHOJIb30BAHUA
JTOKYMEHTOB APXUBHOI'O ®OHJIA POCCUMCKOMN ®EJEPALIUU U IPYTUX
APXHUBHBIX JTJOKYMEHTOB B I'OCYJAPCTBEHHBIX OPT’TAHAX, OPTTAHAX
MECTHOI'O CAMOYIIPABJIEHUSA U OPTAHU3AIUAX

1. O0mume moJ10KeHNSA

1. IlpaBuna opraHuM3anMu XpaHEHHs, KOMIUIEKTOBaHMS, Y4eTa M MCIOJIb30BaHUS
noKyMeHTOB ApxuBHoro ¢onaa Poccuiickoit @enepanuu u Jpyrux apxXxuBHBIX JTOKYMEHTOB B
rOCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMOYIIpaBJIEHHsS M OpraHM3alusx (naiee -
[TpaBuiia) ompenenstoT MOPSAAOK U TpeOOBaHUS K OpraHM3allMM XpaHEHHs, KOMIUIEKTOBaHUS,
ydeTa M UCHOJIb30BaHUs JOKYMEHTOB ApxuBHoro ¢onaa Poccuiickoit denepannn, TOKyMEHTOB
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MOCTOSTHHOTO M BpeMeHHOro (cBbiiie 10 jeT) cpokoB XpaHEHUs, B TOM YHCIIE€ TOKYMEHTOB I10
JUYHOMY COCTaBYy, JOKYMEHTOB JIMYHOTO MPOUCXOXKJEHHUS [JIi TOCYIAapCTBEHHBIX OPraHoOB,
OpraHOB MECTHOT'O CaMOYIIPaBJICHUS, OpraHU3aIHil.

@enepalibHble OpraHbl HCIIOJIHUTENBHOM BIJIACTM W OpraHU3allud, OCYIIECTBISAIOLINE
JIETIO3UTApPHOE XpaHEGHHWE JIOKYMEHTOB ApxuBHoro ¢onma Poccuiickoii ®Denepannu,
HaxomAumxcsi B (enepanbHO  coOCTBEHHOCTH <1>, BHpaBe pPYKOBOJCTBOBATHCS Kak
IIpaBunamu, Ttak u IlpaBunamum opraHuzauMy XpaHEHUs, KOMIUIEKTOBAaHHUS, ydeTa U
UCTIOJIb30BaHUs JOKYMEHTOB ApxuBHOro ¢onaa Poccuiickoit denepanyi U Ipyrux apXuBHBIX
JOKYMEHTOB B TOCYJapCTBEHHBIX M MYHUIMIAIbHBIX apXuBaxX, My3eix U OubiImorekax,
HAy4yHbIX OpraHU3alMsIX, YTBEp)KICHHbIMU IpukazoMm PocapxuBa or 2 mapra 2020 r. N 24
(3apeructpupoBadn  Muntoctom Poccum 20 mas 2020 1., peructpanumoHHbii N 58396) c
U3MEHEHHEM, BHECEHHBIM mpukazom PocapxuBa ot 26 centsiops 2022 1. N 117
(3apeructpupoBan Muntoctom Poccuu 27 okts6ps 2022 r., peructparmonsasii N 70716) (manee
- [IpaBuna, yrBepxneHHble npuka3oM N 24).

<1> [locranoBnenue IIpaBurenscTBa Poccuiickoit @enepanuu ot 27 nexadbps 2006 r. N
808 "OO yrBepxkaeHun TmepedyHs (eaepaabHbIX OpPraHOB HUCHOJHUTENBHOM BJIACTU H
OpraHu3aIyii, OCYIIECTBISIONIUX JCMO3UTAPHOE XpaHEHHWE TOKYMEHTOB ApXHBHOTO (oHIa
Poccuiickoit ®enepauuu, Haxomsmmxcs B deaepanbHOH coOCTBeHHOCTH" (Hanmee -
noctaHoByiene N 808).

2. I'ocynapcTBEeHHbIE OpraHbl, OpraHbl MECTHOI'O CAMOYIIPABJIEHMSI, OpraHU3alKi 00g3aHbI
o0ecrieynBaTh COXPAaHHOCTb AapPXUBHBIX JIOKYMEHTOB B TEUYEHHE YCTAHOBJIEHHBIX CPOKOB
XpaHeHus <2>.

<2> Yacte 1 crareu 17 depepanpHoro 3akoHa oT 22 okTsa0ps 2004 r. N 125-03 "O6
apxuBHOM jiene B Poccuiickoii @enepanun" (nanee - @enepanbhblii 3akoH N 125-D3).

I'ocynapcTBeHHbIE OpraHbl, OpraHbl MECTHOTO CaMOYIpPaBICHHS O0O0s3aHbl CO3/1aBaTh
apXuBbI <3>.

<3> Yacts 1 crarem 13 @enepanbroro 3akona N 125-D3.

Opranu3zanuu BIpaBe co31aBaTh apXUBbI <4>.

<4> YacTs 2 ctatbu 13 @enepanbHoro 3akona N 125-03.

ApXHB TOCYJapCTBEHHOI'O OpraHa, OpraHa MECTHOTO CaMOYIpPAaBJIEHUS, OpraHU3aluu
(Tayee - apXMB) CO3JaeTCs KaK CTPYKTYpHOE IMOApa3fefieHHe WM IOJpa3/eleHue B COCTaBe
CTPYKTYpPHOTO MOJpa3ieaeHusl.

FOCYIlapCTBCHHBIC OpraHbl MOTYT CO3J1aBaTh APXHBLI B (bOpMC HOPUINYICCKOTO JIMLIA.

JlonmyckaeTcsi B COOTBETCTBUU C 3aKOHOAATENBCTBOM Poccuiickoit denepanniy BO3JI0KEHUE
TPYIOBBIX (IOMKHOCTHBIX) O0S3aHHOCTEH M0 OpPraHU3AIMKU XPAHEHUs, KOMIUIEKTOBAHHUSA, yueTa
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Y WCIIOJIb30BaHMsI TOKYMEHTOB ApxuBHOTO onHma Poccuiickoit denepanuu u Ipyrux apXuBHBIX
JIOKYMEHTOB, a TaK)Xe MO OOECIEUEHUIO IEATEIBHOCTH apXWBa HA KOHKPETHOTO pPabOOTHHUKA
(manee - paOOTHHK apXuBa (JIUI0, OTBETCTBEHHOE 32 apXUB).

3. I[GHTCHBHOCTB apxXuBa pCTIIaMCHTUPYCTCA JIOKAJIbHBIMU HOPMATHUBHBIMU dKTaAMMU.

ApXUB, SBISIOIIUNACA IOPUIUYECKUM JIMLIOM, B CBOEH NEATEIbHOCTH PYKOBOACTBYETCS
YCTaBOM; SIBJISIFOIIMICA CTPYKTYPHBIM IOAPA3JEICHUEM WM [OAPA3JCICHUEM B COCTaBe
CTPYKTYpHOTO TIOJpa3AeNeHUus] - TOJOKEHHEM O CTPYKTYpPHOM TOJpa3fefieHuu, a Takke
MOJIOKEHUEM 00 apXHBE, YTBEPKIAEMBIM PYKOBOJHUTEIEM WM YHOJIHOMOYEHHBIM MM JIHIIOM
roCy/IapCTBEHHOI'O OpraHa, OpraHa MECTHOTO CaMOYTIpaBJICHHUs, OpraHu3auu <5>.

<5> Ilynkt 4 IIpumepHOro mOJIOXKEHUA OO0 apxuBe OpraHU3allUu, YTBEPXKICHHOTO
npuka3zoMm PocapxuBa ot 11 ampens 2018 r. N 42 (3apeructpupoBan Muntoctom Poccum 15
arycta 2018 r., peructpauuonusiidi N 51895); nynkr 3 IlpumepHOro moOJOXKEHUS O
[EHTPAJIILHOM apXuBe (elepalbHOr0 OpraHa roCylapCTBEHHOW BJIACTH, HHOTO (enepaabHOro
oprana, yTBepxaeHHOro npuka3zom Pocapxusa ot 25 despans 2019 r. N 30 (3apeructpupoBan
Muntoctom Poccun 22 uronst 2019 r., peructpanuonnsiii N 55333).

4. XpaHEHHE HJICKTPOHHBIX APXUBHBIX JOKYMEHTOB OCYIIECTBIISIETCS C MPUMEHEHUEM
CUCTEMBI XpaHEHUS DNIEKTPOHHBIX JOKYyMeHTOB (fanee - CXJO/I).

lNocynapctBennsie opransl npu cozganun CXOJI, a Takxke st OEHKH (PYHKIIMOHAIBHBIX
BO3MOXKHOCTEH YK€ MPUMEHSEMBIX CHCTEM B LIEJISIX UX PA3BUTHUS PYKOBOACTBYIOTCA THIIOBBHIMU
(GYHKINOHATBHBIME TPEOOBAHUSAMH K CHCTEMaM 3JIEKTPOHHOTO JOKYMEHTOO00pOTa U CUCTEMaM
XPaHEHUsl JEKTPOHHBIX JOKYMEHTOB B apXMBax IOCYIapCTBEHHBIX OPraHOB, YTBEP>KICHHBIMU
npukazom PocapxuBa ot 15 wuions 2020 r. N 69 (manee - TumoBble (QyHKIIMOHAIbHBIC
TpeboBaHus) <6>.

<6> 3apeructpupoBad MuntoctoM Poccum 20 oktsa6ps 2020 r., perucrpaunoHHbid N
60484.

5. I'ocytapCTBEHHBIM OpraHaM, OpraHaM MECTHOT'O CaMOYIIPaBJIECHHUs, TOCY1apCTBEHHBIM U
MYHUIUTNAIBHBIM OpraHU3alMsIM 3alpelaercs nepeaaBath oOpa3oBaBLIMECs B Ipolecce HX
JEeSTeIbBHOCTH JAOKYMeHThl ApxuBHoro ¢onna Poccuiickoit denepannu B My3eu, OMOIMOTEKH,
Hay4HblE OpPraHM3alliM, BKIIOUYECHHBIC B IIEPEYEHBb, KOTOPBIM yrBep:Kaaerca IIpaBurenscTBoM
Poccuiickoit @eaepanuu, 1 HErOCyIApCTBEHHBIE OpraHu3auu <7>.

<7>Yacts 4 ctatbu 21 @enepanbHoro 3akona N 125-03.

Opranuszanuu BIpaBe 3aKIFOYNATH JONOBOP BO3ME3JIHOIO OKa3aHMs YCIYT ¢ OpraHU3aluei,
YCTaBHBIMU JOKYMEHTaMU KOTOPOM IPEAYCMOTPEHO OCYILIECTBICHUE XPAHEHUSI apXHUBHBIX
JIOKYMEHTOB.

6. Opranuzanuss XpaHEHHUs, KOMIUJIEKTOBAaHHUS, y4€Ta M HCIOIb30BaHUS JOKYMEHTOB,
COIEpXKAIMX CBEACHUSA, COCTABIAIONIME TOCYJApCTBEHHYK) TaWHY, OCYIIECTBIISIETCA B
COOTBETCTBUHU C 3akoHOAATENbCTBOM Poccuiickoit denepanuu, a TakkKe B COOTBETCTBUU C
Hactosmumu [IpaBunamu.
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I1. ®opmupoBanue JOKYMEHTAJIBLHOI0 JOHAA rOCy1apCTBEHHOI0
OpraHa, OpraHa MecTHOI'0 CaMOYIIPaBJICHUs, OPraHU3alHHU

7. JlokyMeHTBbI, 00pa30BaBIIMECS B IPOLECCe NEATEIbHOCTH IOCYyJapCTBEHHBIX OPIaHOB,
OpPraHOB MECTHOTO CAMOYIPABIICHHS, OPTaHU3AINH, COCTABIIAIOT JOKYMEHTAIbHBINA (HOH]I.

Epununedd xiaccupukalud U CUCTEMATH3alMM  JOKYMEHTOB (IO CTPYKTYpHOMY,
(GyHKIMOHATBHOMY, TEMAaTHYECKOMY IIPU3HAKAM U CPOKAM XpaHEHUs, BHE 3aBHCUMOCTH OT BUJA
HOCUTENS HHPOPMAIMH) B JOKYMEHTAIBHOM (OHJIE SBISETCS JIEIO.

s ydera pgen, colepiKalmuxX JOKYMEHTBI JOKYMEHTAIbHOTO (OHIA, COCTaBISETCS
HOMEHKJIaTypa Jiedl.

B rocynapcTBeHHBIX OpraHax U OpraHax MECTHOTO CaMOYIpaBJICHUs Aena GOPMUPYIOTCS U
oopMIISIIOTCS B cOOTBeTCTBUU ¢ [IpaBuiamu Aemonpou3BOACTBAa B TOCYIaPCTBEHHBIX OpraHax,
OopraHax MECTHOTO caMoyIpaBileHUd <8>. B rocynapcTBeHHbIX OpraHu3alusax Jeia
dopmupyrorcss U ohOpPMISIIOTCA B COOTBETCTBMM ¢ llpuMepHOW HMHCTpyKIHEH 1O
JIEJIONPOU3BOJACTBY B TOCYJAapCTBEHHBIX OpraHuzauusax <9>. B MyHUIMNAJbHBIX U
HErOCyJapCTBEHHBIX OpraHu3anusax nena (GopMUpYIOTCS U OQOPMIISIFOTCS B COOTBETCTBHH C
JIOKQJIbHBIMU HOPMATHUBHBIMU aKTaMH.

<8> Ilynkt 6.23 IlpaBmi JeNONPOU3BOJACTBA B TOCYJAPCTBEHHBIX OpraHax, OpraHax
MECTHOT'O CaMOYIIpaBJE€HUsA, YTBEPXKIACHHBIX IpukazoM PocapxuBa ot 22 mas 2019 r. N 71
(3apeructpupoBan Muntoctom Poccuu 27 nexadps 2019 r., peructpaunonnsiii N 57023).

<9> Ilynkr 8.20 IlpumMepHON HHCTPYKIMH IO JIEJIOMPOU3BOJICTBY B TOCYAapCTBEHHBIX
OpraHM3alusaX, YyTBepKIeHHOW mpukazoM PocapxuBa ot 11 ampens 2018 r. N 44
(3apeructpupoBan Muntoctom Poccun 17 aBrycra 2018 r., peructpanmonssiit N 51922).

Cpoku XpaHEHHs JTOKYMEHTOB YCTAHAaBJIMBAIOTCS HA OCHOBAaHMM (hefepalibHBIX 3aKOHOB,
WHBIX HOPMAaTUBHBIX IPABOBBIX akTOB Poccuiickoii denepanuu, a Takke NMEPEeYHEN THUIOBBIX
apXMBHBIX JOKYMEHTOB C YKa3aHMEM CpPOKOB HX XpaHEHHUs, IEpPEUYHEH [JOKYMEHTOB,
00pa3yIoIMXcsl B MpoLEcce JEATENbHOCTH (eAepalbHbIX OPraHOB T'OCYAApCTBEHHOW BIIACTH,
UHBIX TOCYHApCTBEHHBIX oOpraHoB Poccuiickon @enepauuy, NOABEAOMCTBEHHBIX UM
OpraHM3aluii, ¢ yka3aHueM CpOKOB MX XpaHeHus <10>.

<10> Yacrs 3 crateu 6 mwuactu 1 u 1.1 craten 23 ®enepansHoro 3akoHa N 125-3.

8. T'ocymapcTBeHHbIE OpraHbl, OpPraHbl MECTHOTO CaMOYIpPaBJICHHS, OpPraHU3AIMHU, B
MOJAYMHEHUH KOTOPBIX €CTh TEPPUTOPUANIbHBIE Opranbl U (WIM) TOJIBEIOMCTBEHHbIE
OpraHu3aIi, UMEIOT IIPABO pa3padaThIBATh TUTIOBYIO U (WJIM) TPUMEPHYIO HOMEHKJIATYPY JeTl.

Tunosass HOMEHKJIATypa €]l YCTaHABIMUBAECT CPOKHU XPAaHEHUs JTOKYMEHTOB U OINPEHEISIET
COCTaB JIeJl, 3aBOJUMBIX B TEPPUTOPHAIBHBIX OpraHax rOCyJapCTBEHHBIX OPraHOB, a TAKXKE B
OJHOPOJHBIX II0 XapakTepy JMACATEIBHOCTH W CTPYKTYpPE OpraHU3alMsAX, BBIIOIHAIOMINX
UJCHTUYHbIE (QYHKIUH.

Tunoas HOMCHKIJIaTypa ACJI OIPECACIIACT IMOPATOK I/IJICHTI/I(I)I/IKS.L[I/II/I, HUHACKCAINHU U CPOKU
XpaHCHUA O€I1 U ABJIACTCA HOPMATHUBHBIM OJOKYMCHTOM JJIA COCTAaBJICHHA HH)II/IBI/I}IyaJIBHOﬁ
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HOMEHKJIATYpBhI JIe.

Tunosas HOMEHKJIAaTypa €Nl NOJJIEKUT IPEACTABICHHUIO HAa COIVIACOBAHUE LIEHTPAIbHOMN
sKkcnepTHo Kommccuu (manee - I[OK) <11>, a Takke Ha CcOIIacOBaHUE JKCIIEPTHO-
IPOBEPOYHON KOMHUCCHM (PeepalbHOTO TOCYAApCTBEHHOTO apxuBa <12> WM 3KCIEpTHO-
MIPOBEPOYHOM KOMHCCUHU YIOJHOMOYEHHOI'O OpraHa HCIOJIHUTEIbHOW BIAacTU CyOBEeKTa
Poccuiickoit @enepanmu B cdepe apxXxuBHOro jaena <l13>, HIM SKCIEPTHO-IIPOBEPOUYHOM
KOMUCCHHM HayYHOW OpraHU3alliy, BKIIOUYEHHOW B MepedeHb, yTBepKaaemblil [IpaButenscTBOM
Poccuiickoit denepanun <14>.

<11> Ilynkr 6.3 IlpuMepHOro mOJIO)KEHHS O LEHTPAJbHOW SKCIEPTHOW KOMHUCCUHU
denepanbHOrO OpraHa rocydapCTBEHHOM BIacTH, MHOTO (eAepalbHOr0 TroCyAapCTBEHHOTO
oprana, yTBep»kJaeHHOTO npuka3zoMm Pocapxusa ot 25 deBpans 2019 r. N 31 (3aperucrpupoBan
Munroctom Poccun 24 urons 2019 r., peructparmonssiii N 55005).

<12> TIlymxt 8.2 IlpuMepHOro mMOJOXKEHHUSI 00 SKCIEPTHO-IPOBEPOYHON KOMHCCHUHU
(benepaabHOro rocylapcTBEHHOIO apXMBa, YTBEP:KJIEHHOro npuka3zoMm PocapxuBa oT 13 uioHs

2018 r. N 62 (3apeructpupoBadn Muntocrom Poccuu 6 asrycra 2018 r., perucrpanuonsbiii N
51795).

<13> IMomnynkt "n" mynkra 8.2 IIpuMepHOTrO MOJOXKEHHSI 00 3KCIEPTHO-IIPOBEPOUHOM
KOMHUCCHHM YIOJHOMOYEHHOTO OpraHa WCIIOJIHUTENbHOW BiacTu cyObekTa Poccuiickoit
®enepan B 007aCTH apXUBHOTO Jiea, YTBEPXKIEHHOTO mpukazoM PocapxuBa ot 13 wuronHs
2018 r. N 63 (3apeructpupoBan Muntoctom Poccun 6 aprycra 2018 r., peructpanoHsbiii N
51794) (nanee - [Ipumepnoe nonoxenue o0 K cydowekra Poccuiickoit @enepanun).

<14> Iloanynkt "n" mynkra 8.2 IIpumMepHOro MojoKeHHsI 00 3KCIEPTHO-IIPOBEPOUHOI
KOMHCCHM Hay4yHOM OpraHW3alliy, BKIIOYEHHOW B IIEPEYEHb, yTBepxkaacMpli IIpaBurenscTBOM
Poccuiickoit @enepannu, yrBepkaeHHOro npukazom PocapxuBa ot 13 wurons 2018 r. N 61
(3apeructpupoBan Muntoctom Poccun 6 aBrycra 2018 r., peructpanuonnsiii N 51793) (nanee -
[Tpumepnoe nonoxxenue 06 JIIK HayuHOM opraHu3anum).

[IpumepHass HOMEHKIATypa el ONPEAEISIET TPUMEPHBINA COCTAB JI€]l U UCIIOIB3YETCs IPU
COCTaBJICHUM HOMEHKJIATYpPbl JIel TEPPUTOPUAIBHBIX OpPraHOB W  MOJABEIOMCTBEHHBIX
OpraHu3aIuu.

[Ipoekt mnpuMepHOW HOMEHKIATyphl J€d JUIsl TEepPPUTOPUANBHBIX OpPraHoB U
MOJIBEIOMCTBEHHBIX (peJiepalbHbIM OpraHaM rocyAapCTBEHHON BIACTH OpraHM3alui MOJICKUT
cornacoBaHuilo ¢ lleHTpanbHOM HKCIEPTHO-NPOBEPOUHOM Komuccuen mpu DenepalbHOM
apxuBHOM areHTcTBe (nanee - LIDIIK mpu Pocapxuse) <15>.

<15> [lonoxenue o LleHTpanbHOM 3KCTIEPTHO-TIPOBEPOUHOM KoMuccuu npu denepanrbHOM
apXMBHOM areHTCTBE: YyTBEp)KJIeHHoe mpukazoM PocapxuBa ot 8 HosOps 2019 r. N 173
(3apeructpupoBan Muntoctom Poccun 28 ¢pespaist 2020 r., peructpanuonsslii N 57634).

[IpoekT mpuMepHO HOMEHKIIATYphl JeNl TOJBEJOMCTBEHHBIX OpraHaM TOCYJapCTBEHHOMN
BlacTu CcyObekToB Poccuiickorr ®enepanuu OpraHU3alMi TMOJJICKHUT COTJIACOBAHHMIO C
AKCIIEPTHO-TIPOBEPOYHONH KOMHCCHEH YIOJHOMOYEHHOTO OpraHa WCHOJHUTEIBHON BIIACTH
cyorekta Poccuiickoit ®enepaniuu B cdepe apxuBHoro gena (mamee - OIIK cyObekra
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Poccutickoit ®eneparum) <16>.

<16> Iloanynkt "n" mynkra 8.2 IIpumepnoro nomoxxerus: 06 DIIK cydowekTa Poccuiickoit
®denepauuu.

9. Yacth JOKYMEHTAJIBHOTO (OHIA, BKIIOUAIONIAs apXHUBHBIE JOKYMEHTBI, COCTaBIISET
apXUBHBIA (POH/I.

10. Homenkmatypa zien siBiseTcsi OCHOBOH i1si (POPMHUPOBAHUSA JIENI U COCTABJICHUS ONUCEH
JIeJl, TOKYMEHTOB, OINHUCEH 3JEKTPOHHBIX JOKYMEHTOB MOCTOSHHOTO M BpeMeHHBIX (cBbiiie 10
JIET) CPOKOB XPAHEHHUS, B TOM YHUCJIE IO JIMYHOMY COCTaBY, a TAKKe Uil y4eTa JIe]d BPEeMEHHBIX
(1o 10 neT BKIIOYUTETHHO) CPOKOB XPaHEHHUSI.

Homenknarypa nmen BKIIOYAaeTCS B CUCTEMBI JIEKTPOHHOTO JOKYMEHTO00OOpoTa (manee -
CoJl) u B CX3/l B KavecTBe clipaBOYHMKA <17>, HA OCHOBAaHUU KOTOPOIO OCYIIECTBIISAETCS
CHUCTEMaTH3aIlus U y4eT JOKYMEHTOB, a TAK)Ke X METaJaHHBIX.

<17> Ilynkter 3.21, 3.22, 3.31 TUnoBsIX PyHKIIMOHAIBHBIX TPEOOBAHHIA.

11. Homenknatypa gen (pexkomeHAyeMmblid oOpasen mpuBeneH B mpuioxkeHud N 1 k
[IpaBunaM) cocrtaBiseTcss Ha OCHOBAHWM HOMEHKJIATYp JAEN CTPYKTYPHBIX IOJpa3/ieieHuit
(pexomenayemblii oOpa3zen npuseneH B npuioxxenuu N 2 k [Ipasuiiam).

Homenknarypa [nen COCTOMT M3 pa3fesoB. 3aroJIOBKAMH  Pa3lieioB  SIBIISIFOTCS
HAaUMEHOBAHUSI CTPYKTYPHBIX MOJpa3zieseHuil, 1100 HauMeHoBaHUs (QYHKUMN M HampaBlIEHUN
JEATEIbHOCTH TOCYIapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIIPABIICHK, OPraHU3aLIUN.

B pa3nenbl HOMEHKIATYphI 1€ BKIIOYAIOTCS 3ar0JIOBKH JI€JI, OTPaKarolue J1eATeIbHOCTh
rOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIPABIIECHHUS, OPraHU3AlMM, CTPYKTYPHBIX
NoJipa3/iesieHnH, B TOM 4Kcie paboTy KOJUIETHAIbHBIX OPraHoB.

3arojoBKUA J€JN, COJAEpKAIllUX DSJIEKTPOHHBIE JOKYMEHTBI, a TaKK€ 3aroJIOBKU [T,
COJIepXKaIINX KakK DJJIGKTPOHHBIE JOKYMEHTHI, TaK M JOKYMEHTHl Ha OyMa)KHOM HOCHTEIE,
BKIIIOUAIOTCS B HOMEHKIaTtypy naen. B rpade "[Ipumeuanus" ykas3piBaloTcs OCOOCHHOCTH
dbopMupoBaHUS 1eTIa U BUJ HOCUTEIS HHPOPMaIIUH.

3aroJoBKM i€, COJEp’Kallie HAauMEHOBaHMs 0a3 JaHHBIX HH()OPMAIMOHHBIX CHCTEM,
YTOYHSIIOTCS. B COOTBETCTBHUM C COCTaBOM JOKYMEHTHPOBAHHON HH(MOpManuu (JIaHHBIX),
cozepxaleiics B 6a3ax JaHHBIX.

Howmenknarypa nien pa3pabaTbeiBaeTcsl B KOHIIE KaKJOT0 I0J1a, MOJUIEKUT COINIACOBAHUIO C
sKcnepTHOM komuccuen (nanee - OK) <18> IIOK, m yrBepkaaercs pyKOBOIUTEIEM
rOCyJapCTBEHHOTO  OpraHa, OpraHa MECTHOIO CaMOYIpaBJIECHUS, OpPraHU3ALUU WU
YIOJHOMOYEHHBIM MM JunoM. HoMeHknaTypa nen BBOAUTCS B JedcTBUE ¢ | sHBaps
CJIEAYIOLIETO KaJeHJapHOrO roja.

<18> Ilynkr 6.2 TIpuMepHOTrO IOJOKECHHS 00 HKCIEPTHOH KOMHUCCHH OpTaHW3aIlHH,
yTIBEep)KJIeHHOro mnpukazoM PocapxuBa ot 11 ampens 2018 1. N 43 (3apeructpupoBan
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Muntoctom Poccum 15 umions 2018 1., peructpanmmonnsii N 51357) (manee - Ilpumepnoe
nosioxxenue 06 DK).

Homenknarypa nen rocyiaapCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIIpaBIICHUS,
OpraHM3aly - HCTOYHHMKA KOMILJIEKTOBaHHUS TOCYAApCTBEHHOrO (MYHHUIIMIIAIBHOIO) apXuBa
OMH pa3 B 5 jer (B ciydae M3MEHEHHs (YHKUUH M CTPYKTYpbl TOCYAAPCTBEHHOTO OpraHa,
opraHa MECTHOIO  CaMOYIpaBJEHHUSA, OpPraHU3alld HOMEHKJIAaTypa Jel  HOMJIEKUT
IIEPECOCTABIICHNIO, COIVIACOBAHUID M YTBEPXKACHUIO paHbIIE YKAa3aHHOIO  IEpUoja)
MPEACTABISIETCS PYKOBOJIWUTEIEM WM YIOJIHOMOYEHHBIM UM JIMIIOM Ha pPacCMOTPEHHUE
IKCIIEPTHO-TIPOBEPOYHON KOMHUCCUHU (DeepaabHOr0 TOCYJapCTBEHHOTO apxuBa, uinu OIIK
cyorekTta Poccuiickoit @enepannn <19>, WM 3KCHEPTHO-TIPOBEPOYHOM KOMHUCCUU HAy4YHOU
OpraHu3alnuy, BKIIOYEHHOM B IIepedeHb, yTrBepxkaaembli IIpaBurensctBom Poccuiickoin
Oenepannn <20> (nanee - 11K apXuUBHOTO yUpEKICHHS).

<19> IMonmynkT "n" nynkra 8.2 IlpumepHoro nonoxxenust 06 IIIK cydnrekra Poccuiickoit
®denepauuu.

<20> [Moamynkt "n" mynkra 8.2 [IpumepHoro nonoxxenus 06 DK HaydHON opraHu3aIim.

Opranu3anus, He BBICTYNAIOIIAs] HMCTOYHUKOM KOMIUIEKTOBAHUS T'OCYAapCTBEHHOIO
(MyHUIIMIIAJIBHOTO) apXHUBOB, YTBEPK/Ia€T HOMEHKIIATYpy JI€J1 CAaMOCTOSATENbHO.

12. 3akoHUEHHBIE JIETONPOU3BOICTBOM (MCIOTHEHHBIC) TOKYMEHTHI (hOPMUPYIOTCS B Jela
110 HOMEHKJIaType Jell.

HOKYMGHTBI (z[ena) CTAHOBATCA apXHBHBIMU C 1 sSHBaps roaa, CJICAyromero 3a roaom, B
KOTOPOM OHHU OBLIH 3aKOHYECHEI ACJIOMPONU3BOJACTBOM.

13. Ilo oxoHYaHHH ACIOIIPOU3BOACTBCHHOI'O T0OJda COCTABJIICTCA HTOIroBasg 3alliChb
HOMCHKJIATYpPbI ACJI O KOJUYCCTBC 3aBCACHHLIX OCJI (TOMOB }IGH) MMOCTOAHHOI'O U BPEMCHHOTI'O
CPOKOB XpaHCHHSA Ha 6YMa)KHOM HOCHUTCJIC U O KOJIMYCECTBC 3aBCACHHBIX JJICKTPOHHBIX JCJI
MMOCTOAHHOI'O U BPEMCHHOT'O CPOKOB XpaHCHUS.

I11. DxcnepTH3a HEHHOCTH I0KYMEHTOB

14. IlpenmeToM »3KcHepTH3bl IIEHHOCTH JOKYMEHTOB (Jajiee - HKCIEpPTH3a ILIEHHOCTH)
ABIIAETCSL OIPENEIICHUE COOTBETCTBUS IOKYMEHTAa U (WIM) JOKYMEHTOB KPUTEPUSAM €ro (UX)
LIEHHOCTH B LIEJISIX ONPEENICHNs CpOKa XpaHEHUsI U 0TOOpa TIOKyMEHTa U (WIK) JOKYMEHTOB JUIs
BKJIIIOYEHUs B cocTtaB ApxuBHoro ¢onna Poccuiickoit @enepanuu WM BbIIEIECHUSA K
YHUUTOKEHHUIO 110 UCTEYEHUH YCTAHOBJICHHOI'O CPOKA XPAHEHUS.

OOBEKTOM IKCIEPTU3BI IIEHHOCTH SBISETCS TOKYMEHT U (MJTH) TOKYMEHTHI.
Jns mpoBeneHus 3xcnepTu3bl HeHHOCTH co3patotes K <21> mmm 1[OK.

<21> Ilynxkr 2 [MpumepHoro monosxeHust 06 JK.

OK co3naercss B TEppUTOPUAIBHBIX OpraHax TOCYJapCTBEHHBIX OpIaHOB, a TaKXe B
OpraHM3aIusiX.
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SK co3maercs B rocylapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYINpABJICHUA, a
TAaKK€ B OpraHM3alMAX, HMMEIOIIUX CIOXKHYIO CTPYKTYypy M (WIH) IOABEIOMCTBEHHbBIE
OpraHu3aIiH.

15. DkcmepTH3a LIEHHOCTH TIPOBOAWTCS HAa OCHOBAHWW TNPUHIMIIOB HMCTOPHU3MA,
CHCTEMHOCTH U IIEJIOCTHOCTH IyTeM KOMIUICKCHOTO MPUMEHEHHSI KPUTEPUEB MPOHMCXOXKICHUS,
COJIepKaHMUs1, BHEITHUX OCOOCHHOCTEH TOKYMEHTOB, a TaK)Ke MPUTOAHOCTHU JJISl UCIOJIB30BAHUS
(BOCTIDOM3BOIMMOCTH  (IIPU  OKCIIEPTU3€ IIEHHOCTH OJJICKTPOHHBIX W  ayAMOBH3YaJbHBIX
JIOKYMEHTOB).

K xputepusiM NpoUCXOXKAEHHUS OTHOCATCS pPOJIb M MECTO TOCYAapCTBEHHOIO Oprasa,
OpraHa MECTHOIO CaMOyIpaBlieHHs, opranusanuu B Poccuiickoir depepanuu, 3HAYUMOCTH
BBITMOJIHSAEMBIX €10 (QYHKIIH, BpeMsi 1 MECTO 00pa30BaHUs JOKYMEHTA.

K kputepusim copepkaHusi OTHOCSTCS 3HAYUMOCTb COOBITHSL (SIBJICHUS), OTPAXKEHHOTO B
JIOKYMEHTE, 3HaYeHHEe UMeIollelics B JOKyMeHTe UH(POpPMAaLuU, NOBTOPEHUE 3TOI nHpopManuu
B IPYI'HX JTOKYMEHTaXx, [OJUIMHHOCTh JIOKYMEHTA.

K kputepusiM BHEUTHUX OCOOCHHOCTEH OTHOCATCS BUJA JOKyMeHTa, (opma puxcupoBaHus
U TIepelayu COJEp KaHMs, IOPHUAMYECKas JOCTOBEPHOCTh (HAIWYHME IOIIUCEH, AT, MedaTeil)
JIOKYMEHTA, ero (PU3nYecKoe COCTOSHUE.

KpI/ITepI/II/I OKCIICPTU3BI LNEHHOCTH HNPUMCHAIOTCA KO BCEM BHAAM JOOKYMCHTOB,
06p213y}OH_II/IXCSI B Iponecce HACATCIbHOCTU TOCYAApCTBCHHOTO OpraHa, OpraHa MECTHOI'O
CaMOYIIpaBJICHUS, OpraHU3aluu.

16. 3agayamMu SKCHIEPTU3bI LICHHOCTH ABJISIOTCS:
a) OIpe/ICIICHNE CPOKOB XPAHECHHSI JIOKYMEHTOB TP pa3pab0TKe HOMEHKJIATYPHI JET;

0) orOop JOKYMEHTOB MJisi BKIIOYEHHS B cocTaB ApxuBHOro ¢onga Poccuiickoit
®enepanuu, a Takxke Ui Nepeadl B apXuB (CTPYKTYpHOE MOJpa3/eieHHe, OCYLIECTBIIAIONIEe
XpaHEHHE apXUBHBIX JOKYMEHTOB);

B) BBIABJICHUEC JOKYMCHTOB C UCTCKIIMMU CPOKAMH XPaHCHUA IJI BKIKOYUCHUA UX B AKT O
BBIZACIICHUU K YHUYTOKCHUIO JOKYMCHTOB, HE IMMOAJICIKAINX XPAHCHUIO.

17. DkcnepTuse HEHHOCTH MOAJIEKAT BCE JTOKYMEHTHI FOCYJapCTBEHHOIO OpraHa, opraHa
MECTHOTO CaMOYIPaBJIEHUs, OpraHu3allMd HE3aBUCUMO OT BHUIOB HOCHUTENEH U CIIOCOOOB
3aIUCH.

YHUYTOXKEHHE JOKYMEHTOB IO IPOBEIACHUS B IOPSAJKE, YCTAHOBIEHHOM IaBou IV
IIpaBun, sKCHEpTH3bl LIEHHOCTU W YTBEPXKACHUS PYKOBOIUTEIEM TOCYIapCTBEHHOI'O OpraHa,
OpraHa MECTHOI'O CaMOYIIPABJICHUs], OPraHU3aLUU WUIH YIIOJHOMOYEHHBIM UM JIULIOM OIUCEN el
MIOCTOSTHHOTO XPAHEHUS U COIIACOBAHMS ONUCEH e 110 JIMYHOMY COCTaBY, 3allpEIaeTCs.

Pemienue o BKIIIOUEHUH JJOKYMEHTOB B cocTaB ApxuBHoro ¢onna Poccuiickoit @enepanuun
npuHuMaercs JIIK apXuBHOrO yupexJIeHus.

l'ocypmapcTBeHHBIE  OpraHbl, OpraHbl MECTHOIO  CaMOYIPAaBIEHUsA, OpraHHU3aluH,
BBICTYNAIONINE UCTOYHMKAMHU KOMIUIEKTOBAHUS IOCYAapCTBEHHBIX (MYHUIMIIAIBHBIX) apXUBOB,
HEroCyJapCTBEHHBbIE OpraHMU3alMd, HE BBICTYNAIONIUE MCTOYHUKAMM KOMIUIEKTOBaHUS
roCy/1apCTBEHHBIX (MyHHUIIMITAJIBHBIX) apXHUBOB, UMEIOIIME BO BJIa/ICHUN apXUBHBIE JTOKYMEHTHI,
OTHECEHHbIE K (hefiepalibHOM COOCTBEHHOCTH, COOCTBEHHOCTH cyObekTa Poccuiickoit dexepannn



WM MYHUIMMAIbHOW coOcTBeHHOCTH, TpeactaBisioT Ha OIIK ymomHomodeHHOTo opraHa
UCTIOJIHUTENIbHON BiacTH cyobekTa Poccuiickoit @enepanuu B chepe apXuBHOTO Jea MPOCSKTHI
JIOKYMEHTOB B COOTBETCTBUHM C TyHKTOM 29 [IpaBui.

18. IIOK (OK) siBnsieTcs coBemaTeabHbIM OPraHOM MPU PYKOBOJIUTENE IOCYJapCTBEHHOTO
oprasa, opraHa MECTHOTO CaMOYIPaBJICHUs, OPraHU3alMK, CO3/1aeTCs IPUKA30M, JIEHCTBYEeT Ha
OCHOBAHUU II0JIOKEHUS, Pa3paOOTAHHOIO Ha OCHOBE IPHUMEPHOIO MOJOXKEHHUSA O LIEHTPAIbHON
9KCHEPTHOW KOMHUCCHUHU (hefepalIbHOTO OpraHa rocylapcTBEHHON BIIACTH, MHOTO (peaepanbHOro
rOCyJapCTBEHHOTO OpraHa, MPUMEPHOrO MOJO0KEHUS 00 SKCHEPTHOW KOMHCCHM OpTaHU3allHH,
YTBEP)KJICHHBIX YIIOJIHOMOYEHHBIM (hefiepabHbIM OpPraHOM HCIOJIHMTENBbHOM BiacTH B cdepe
apXMBHOTO JI€JIa U JIEI0ONPOU3BOACTBA <22>.

<22> llomnmynkr 9 nynkra 6 Ilonoxenus o @DenepadbHOM apXUBHOM areHTCTBE,
yTBepxkaeHHoro Yka3zoM IIpesunenta Poccuiickoit @epepaunn ot 22 urona 2016 r. N 293
(manee - ITonoxxenue o Pocapxuse).

FOCy,IlapCTBeHHI)IG OpraHbl, OpraHbl MECTHOT'O caMOylpaBJICHUAA, opraHnu3anuu,
BBICTYTAIOUINE UCTOYHMKAMHM KOMIUIEKTOBaHMS IrOCYJAapCTBEHHBIX (MYHUIMIAIbHBIX) apXUBOB,
cornacoBbiBatoT nosoxkeHne o IIOK (OK) ¢ OIIK apXuBHOro yupexaeHus WId
rOCyJapCTBEHHBIM (MYHUILIMIIAIbHBIM) apXUBOM B CIIyyae HaJleJIEHUsI €0 COOTBETCTBYIOIIMMU
IIOJIHOMOYHUAMMU.

19. OcuoBubivu pynkuuamu L[OK (OK) sapusroTces:
a) opraHu3aIus XKeroTHOr0 0TOOpA JIeN JUIsl XPAHCHUS U YHUITOXKCHIS;

0) paccMOTpeHHE U COIJIaCOBaHUE MPOEKTOB HOMEHKJIATYp JeJ, IPOEKTOB OMucel ned,
JIOKYMEHTOB TOCTOSIHHOTO M BpeMeHHbIX (CcBbIIE 10 J1€T) CpOKOB XpaHEHHUS, B TOM YHUCIIE 1O
JUYHOMY COCTaBy, IIPOEKTOB aKTOB O BBIJCICHUM K YHMUYTOXEHHIO JOKYMEHTOB, HE
MOJUIeKANINX XPAHEHHI0, aKTOB O HEUCIPABUMBIX TOBPEKACHUSAX AapXHUBHBIX TOKYMEHTOB
(myukt 106 IpaBuit), akTOB 0 HEOOHAPYKEHHH apPXHUBHBIX JOKYMEHTOB, ITyTH PO3bICKA KOTOPBIX
ucuepnanbl (myHKT 104 IlpaBui); HMpOEKTOB MepeuHed MPOEKTOB/OOBEKTOB, MPOOIEM/TEM,
Hay4YHO-TEXHHMYECKas JIOKyMEHTallls [0 KOTOpPBIM IMOJUIEKHUT Iepeaye Ha IOCTOSHHOE
XpaHEHHUE;

B) y4qaCTue B IOATOTOBKEC M pPACCMOTPECHUU INPOCKTOB HOPMATUBHBIX W MCTOAUYCCKUX
JOKYMCHTOB I10 BOIIpOCamM pa6OTI>I C JOKYMCHTAaMH;,

I) COIVIACOBAaHUE TMPOEKTOB TEpeYHe JOKYMEHTOB, OOpa3yrommxcs B Ipolecce
JEeSTENIbHOCTH (pelepalibHOTO OpraHa TOCYJapCTBEHHOM BIIACTH, HMHOIO TOCYJIapCTBEHHOIO
oprana Poccuiickoit @enepanuu, NoABEAOMCTBEHHBIX €My OpPraHHM3alldid, C YKa3aHHUEM CPOKOB
XpaHEeHUs!, TPOCKTOB MPUMEPHBIX U THIIOBBIX HOMEHKJIATYD JEJ JIJIsl TePPUTOPUATIEHBIX OPTaHOB
U (WITK) OABEIOMCTBEHHBIX OpTaHu3aluii (TIpY UX HAJTHYWH);

1) TOJArOTOBKA U BHeceHue Ha paccMoTpenue DIIK apxuBHOro yupexaeHus npeaoKeHui
00 YCTaHOBJIEHUU U U3MEHEHUU CPOKOB XpaHEHHs JOKYMEHTOB;

€) METOIWYECKOe PYKOBOJACTBO paboTamMu B 00JacCTH OOECHEUYEHHUS COXPAHHOCTH
JIOKYMEHTAIBHOTO U apXUBHOTO (JOHIIOB.

IV. Ilopsinok nposeaeHusi 1 0pOpMIICHHUS Pe3yabTaTOB IKCIEPTH3bI
HEHHOCTH TOKYMCHTOB


consultantplus://offline/ref=B6C0C1BD921794CB2AA7A7A339F3FBE48E0DF9D64035C1798267458BF59E708AE81F68FA4C8381564EC201788FCF2BA1ED37F3523B7DD7F9y7e9F

20. DxcnepTu3a LEHHOCTU MPOBOJUTCS €KErOJHO HAa OCHOBE IPHHIIMIIOB U KPUTEPHUEB,
yKa3aHHBIX B yHKTe 15 [IpaBui.

Cpoku XpaHeHHS JOKYMEHTOB IIpM IPOBEAECHUHM HUX OKCIEPTU3bl LEHHOCTH
YCTAQHAaBJIMBAIOTCS B COOTBETCTBUU C (ellepalbHbIMM 3aKOHAMM W HMHBIMM HOPMAaTHBHBIMU
npaBoBbIMU akTaMu Poccuiickoil denepanuu, NepeyHsIMHU THUIIOBBIX APXUBHBIX JTOKYMEHTOB C
yKa3aHHEM CpPOKOB HX XpAaHEHUs, IMEpPEeUHsIMH JIOKyMEHTOB, OOpa3yoLIMXCs B Ipolecce
NEeSITebHOCTH (PeiepabHbIX OpPraHOB TOCYAAapCTBEHHOW BIACTH, HWHBIX T'OCYJApCTBEHHBIX
opra"oB Poccuiickoit @enepanny, MoABEIOMCTBEHHBIX UM OPraHMU3aLMM, ¢ YKa3aHUEM CPOKOB
UX XpaHEHUs, a TAK)KE TUIIOBBIMU U IIPUMEPHBIMU HOMEHKJIATYPAMHU JIEJ1.

21. HpI/I IMOATOTOBKE K IPOBCACHUIO 3KCIICPTU3bI HEHHOCTHU OCYHICCTBIACTCA H3YUCHUC
HCTOpPUH aAPXUBHOI'O (1)0HI[21, coCTaBa, COJACpKaHHA, IMOMJIMHHOCTHU JOKYMCHTOB, a TaKXC
IOIJIOIICHHOCTH I/IH(I)OpMaI_II/II/I, conepmameﬁca B TOKYMCHTC.

22. DKcnepTU3a EHHOCTH MPOBOIUTCS:
a) IpU COCTaBJIIEHUM HOMEHKJIATYD Jiell, B Ipouecce GopMUPOBaHUS JEI;

0) pu TOATOTOBKE JEJ, JIEKTPOHHBIX JOKYMEHTOB K Iepeade B apXuB (B CTPYKTYpHOE
noJipa3jielieHue, OCYIECTBIISIIOIIEe XpaHEHUE apXUBHBIX IOKYMEHTOB);

B) IpH TMOATOTOBKE K Iepedade ey, JJICKTPOHHBIX JOKYMEHTOB Ha XpaHEHHE B
roCy/IapCTBEHHBIN (MYHULIUIIATbHBIN) apXHB;

F) IIpU BBIACJICHUHW K YHHUUYTOXCHUIO ACJI, DJICKTPOHHBIX JOKYMCHTOB, HC NOIAJICIKAIIHUX
XPaHCHHUIO.

23. Tlo pe3ynpTaTaM »3KCHEPTU3bl ILEHHOCTH B CTPYKTYPHBIX IOAPA3JIEICHUSIX
COCTABJISIOTCA:

a) HOMEHKJIATYPHI JIe] CTPYKTYPHBIX TIOJIpa3/IeTICHU;

0) omMcu Jen, JOKYMEHTOB, OIUCH DAJIEKTPOHHBIX JIOKYMEHTOB CTPYKTYPHBIX
NOJIpa3/ieJIeHNi: MOCTOSHHOTO, BpeMEHHbIX (cBbllle 10 JI€T) CpOKOB XpaHEHUs, MO JUYHOMY
COCTaBY;

B) IPOEKTHl NEepeyHel MpoeKTOB/OOBEKTOB, MPOOIEM/TEM, HAYYHO-TEXHHYECKas
JOKYMEHTaIMs 110 KOTOPBIM MOAJIEKUT IIepeiade Ha IOCTOSSHHOE XpaHeHue <23>;

<23> Ilymxr 110 IlpaBun opraHu3anMu XpaHEHHUs, KOMIUJICKTOBAaHUS, YydeTra U
MCIIOJIb30BAaHUSl HAyYHO-TEXHUYECKOM JOKYMEHTAIlMM B OpraHax TOCyJapCTBEHHOH BiacTH,
OpraHax MECTHOI'O CaMOYIPABJIEHUS, TOCYJAapCTBEHHBIX W MYHHUIMINAJIbHBIX OPTraHU3ALUSX,
YTBEP)KJICHHBIX TpukazoMm PocapxuBa ot 9 nexabps 2020 r. N 155 (3apeructpupoBan
Mumntocrom Pocenn 12 mapta 2021 1., peructpannonssiii N 62735), ¢ u3BMEHEHNUEM, BHECEHHBIM
npuka3zom PocapxuBa ot 12 aBrycra 2021 r. N 72 (3apeructpupoBan Mwunioctom Poccun 8
centsa6ps 2021 r., peructparronssiii N 64929) (nanee - I1pasuna HT/).

I') NPEAJIOKEHNUS K aKTy O BBIIEICHMM K YHUUYTOXKEHHIO JOKYMEHTOB, HE IMOJIEKAIINUX
XPaHEHUIO.
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24. Ha ocHOBe HOMEHKJIATYp JIeJ1 CTPYKTYPHBIX MOApPa3IeICHUM, YKa3aHHBIX B MOJITYHKTE
"a" mynkrta 23 IlpaBus, paOOTHUKM CIyXObl IETONPOM3BOACTBA (JIMLIO, OTBETCTBEHHOE 3a
JEJIONPOU3BOJCTBO) TOCYJAapCTBEHHOIO  OpraHa, oOpraHa MECTHOTO  CaMOYIIPaBJICHUS,
OpraHM3alK FOTOBAT IIPOEKT HOMEHKJIATYpPHI €. [IpoeKT HOMEHKIIAaTyphl A€l MOANUCHIBAETCS
PYKOBOJMTENEM CIY:KObI JEIONPOU3BOJCTBA M BHU3UPYETCS PYKOBOIUTENIEM apxuBa (JIULIOM,
OTBETCTBEHHBIM 32 apXUB).

25. Ha ocHoBe onucel Jiea, JOKYMEHTOB, OMUCEN SJIEKTPOHHBIX IOKYMEHTOB CTPYKTYPHBIX
NOJpPAa3/IeICHUl M TPOEKTOB IEpeYHe MPOEKTOB/OOBEKTOB, MPOOIEM/TeM, YKa3aHHBIX B
noanyHkTtax "0" m "B" mynkra 23 IlpaBun paGoTHHK apxuBa (JUII0, OTBETCTBEHHOE 3a apXHUB)
FOTOBUT  IPOEKTbl  ONMCEH  Jied, JIOKYMEHTOB  (IOJOBBIX  pPa3deiioB),  IEepedHEel
IIPOEKTOB/00BEKTOB, MPOOIEM/TEM, HAYUHO-TEXHUYECKAs! IOKYMEHTALIUS 110 KOTOPBIM MOJIICKUT
nepeJaye Ha IOCTOSIHHOE XpaHEHWe. YKa3aHHbIe IPOEKThl MOAMNMCHIBAIOTCA PYKOBOAMUTEIEM
apxuBa, (PyKOBOIUTENEM CTPYKTYPHOTO MOJAPA3Je/IeHUs, OCYIIECTBISIONIEIO XpaHEHUe
ApPXUBHBIX JOKYMEHTOB).

26. Ha ocHOBe mpeanokeHui, yKazanHbiX B noanyHkre """ mynkra 23 IlpaBui, paboTHUK
CILy>KObI J1€JIONPOU3BOJCTBA (JIN1I0, OTBETCTBEHHOE 3a JEJIONPOU3BOJICTBO) COCTABIISIET MPOEKT
aKTa O BBIJICJICHUH K YHUYTOKEHUIO TOKYMEHTOB, HE MOJUICkKAIIUX XPAaHEHUIO (PEKOMEHTyeMbIii
oOpaszen mpuBezeH B npuioxkennd N 3 k [lpaBuimam). Yka3zaHHBIH NPOEKT MOIHCHIBACTCS
PYKOBOAMTENEM CIYKObl ~ JEJIONPOM3BOJACTBA M  BHU3UPYETCS PYKOBOJUTENIEM apXuBa
(pykoBOOUTENIEM CTPYKTYPHOI'O IOAPA3JEICHUs, OTBETCTBEHHOI'O 3a XpaHEHHE AapXUBHBIX
JIOKYMEHTOB).

I[ena N JOKYMCHTHI BKIIIOYAKOTCA B AKT O BBIACJICHHH K YHHUYTOXKCHHIO JOKYMCHTOB, HC
noAJjIC)Kalmux XpaHCHUIO, CCIU Hpe,I[y'CMOTpeHHHﬁ IJI1 HUX CPOK XPAaHCHHUA HCTCK K 1 sSAHBapsA
roJa, B KOTOPOM COCTAaBJICH aKT.

27. Jlena c¢ ormerkoil "OIIK" <24> mnojnexaT NOMMCTHOMY (U 3JIEKTPOHHBIX
JIOKYMEHTOB - IOJJOKYMEHTHOMY) IIPOCMOTPY 110 UCTEYEHUH YCTAaHOBJIEHHOTO CPOKAa XpaHEHUS B
LENSIX BBIABICHUS  ApPXUBHBIX JOKYMEHTOB, TIOJUIEKAIIMX IOCTOSHHOMY XPaHEHHUIO.
BoisiBneHHbIE B TakuxX Jelax JIOKYMEHTHI IOCTOSHHOTO CpOKa XPaHEHHs BBIICIAIOTCS U
IIPUCOEAMHSIOTCS K OJHOPOAHBIM J€llaM COOTBETCTBYIOILEIO TOJOBOIO paslena Wi
(bopMUPYIOTCS B CAMOCTOSITENIbHBIE JIENa.

<24> Tlynkt 4.9 WHCTpyKIMH 1O mpUMEHEHWIo [lepeyHs THUMOBBIX YIPAaBICHUECKUX
apXUBHBIX JOKYMEHTOB, 00Pa3yIOIIUXCs B MPOIECCEe NESTEIbHOCTH IOCYJapCTBEHHBIX OPTaHOB,
OpraHOB MECTHOTO CaMOYIpaBJICHUs M OpraHU3allui, C YKa3aHHMEM CpPOKOB MX XpaHEHHS,
yTBEp)KJIeHHON mpuka3oM Pocapxua ot 20 gexabps 2019 r. N 237 (3apeructpupoBaH
Munroctom Poccun 13 despains 2020 r., peructpanmonasiid N 57488).

OcraBmuecs TOKYMEHTBI BDEMEHHOI'O CPOKA XPAaHEHUs BKIIFOUAIOTCS B AKT O BBIJCIICHUH K
YHUYTOXXEHUIO JOKYMEHTOB, HE MOJUICKAIIUX XpaHeHUIO. [Ipy BKIIIOYEHUH B aKT JOKYMEHTOB,
BBISIBJICHHBIX IIPY IIPOCMOTPE JIe7 O CpOKOoM xpaHeHus ¢ orMmerkoit "OIIK", ormerka "OIIK" B
aKTe HE YKa3bIBacTCsl.

28. TIpoexkThl [OKYMEHTOB, YKa3aHHbIX B mNyHKTax 24 - 26 IlpaBun mnoanexar
npencTaBieHuto Ha coriacoBanue [[OK (OK).

HpOGKTI)I ormceit A€, JOKYMCHTOB IMOCTOAHHOI'O XpPaHCHHUA W IO JIMYHOMY COCTaBy U
MMPOCKTBI AKTOB O BBIACIICHHU K YHHUUYTOXCHUIO JOKYMCHTOB, HC MOIAJICIKAIIHUX XPAHCHUIO,
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paccmatpuBatotcs Ha 3aceganuu [[OK (3K) ogHoBpeMeHHoO.

OTnenbHBIE OMUCH COCTABISIOTCS HA EIUHHUIIBI XPAHEHHS 3JICKTPOHHBIX JOKYMEHTOB
MOCTOSTHHOTO XpaHEHHS, BpeMeHHBIX (cBbimie 10 JieT) CpOKOB XpaHEHHS, B TOM YHCIE IO
TUYHOMY cocTaBy. Ha 3ekTpoHHBIE JTOKYMEHTHI, HE MOJUJICKAIUe XPAaHEHUIO, COCTaBJISETCS
OTIENbHBINA aKT.

29. Ha paccmotpenue OIIK apXuBHOro yupekIeHHUs PYKOBOJUTENb I'OCYIapCTBEHHOIO
opraHa, opraHa MECTHOIO CaMOYIIPAaBJEHUsS, OpPraHU3alMd - HCTOYHUKA KOMIUIEKTOBAHUS
roCy/1apCTBEHHOI0 (MYHUIMIIAIILHOIO) apXUBa, & TAK)K€ HETOCYAapCTBEHHOW OpraHu3allly, BO
BJIQJICHUH KOTOPOM HAaxXoHIATCA JTOKYMEHTHl (enepanbHOil COOCTBEHHOCTH, COOCTBEHHOCTHU
cyonekTa Poccuiickoii denepanny, MyHHIUITATLHOW COOCTBEHHOCTH MPECTABIISCT CICAYIOIIHE
JIOKYMEHTBI, IOATOTOBJIEHHBIE B IPOLECCE IIPOBEICHUSI SKCIEPTU3bI LICHHOCTHU:

a) MPOEKThl OMHMCEN e, TOKYMEHTOB, (FOJOBBIE pa3leiibl) B YEThIpEX 3K3EMIUIIpax Ha
OyMa)KHOM HOCHTEJIE ¥ OJJHOM 3K3EMIUIPE B AJIEKTPOHHOM BHUJIE B pelakTUpyeMoM (opmare, He
N03/IHEeE YeM 4epe3 3 rofia Mocie 3aBEepIleHus JIeN B AEIONPOU3BOICTBE;

6) IMPOCKTBI AKTOB O BBIACJICHUHW K YHHUUYTOXCHUIO JOKYMCHTOB, HC IIOIJICKAIIUX
XPaHCHUIO, B IBYX 3K3CEMILIAPAX, OAHOBPEMEHHO C OMMUCAMU JCJI ITOCTOAHHOI'O CPOKA XPAaHCHUA

B) TMPOEKTHl TMepeyHel MpOoeKTOB/OOBEKTOB, MPOOIEM/TEM, HAYYHO-TEXHHUYECKas
JOKYMEHTAIMsl TIO0 KOTOPBHIM TIO/UICKUT TepeAade Ha IMOCTOSHHOEC XpaHEHHE, B Tpex
sK3eMIUIsIpax (MOcIe 3aBEPIICHUs TIEPBOTO dTara YKCIEPTH3bI IICHHOCTH ) <25>;

<25> [lynxkr 110 Ipasua HT/I.

I') ICTOPUYECKYIO CIPaBKy K (POHAY B IBYX 3K3eMILIApax.

Ha paccmorpenne OIIK apXuBHOTO YyupexaeHHUS TakKe TMPEACTaBIAIOTCS aKThl O
HEHCIIPaBUMbIX MOBPEXJICHUAX apXMBHBIX JOKYMEHTOB, aKThl O HEOOHApyKEHUHM apXHWBHBIX
JIOKYMEHTOB, IIyTH PO3BICKA KOTOPBIX HMCUYEPIaHbI, IMOATOTOBICHHBIE B IIPOLECCE NMPOBEACHUS
paboT 1o 00ecrneyeHnIo COXPaHHOCTU IOKYMEHTOB, B cooTBeTcTBHUHM ¢ rnaBoil VIII IIpasui, eciau
HEUCHPAaBUMO MOBPEKICHHBIMU WM HEOOHAPYKEHHBIMU SIBISIFOTCSI JOKYMEHThl APXUBHOTO
donna Poccuiickoii @eneparum.

30. PyxoBojauTenb TOCYAapCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIpaBJICHUS,
OpraHu3alUM - ICTOYHUKA KOMIUIEKTOBAHHS FOCYIapCTBEHHOTO (MYHHIIMIIAIIBHOTO) apXHBa, WIN
YIIOJTHOMOYEHHOE UM JIMLIO YTBEPXKJIAeT JOKYMEHTHI, ykazaHHble B yHKTe 29 [IpaBun, nocie ux
yrBepxacHus DIIK apxuBHOro yupexaeHus.

PykoBopuTenp  OpraHW3aliH, HE BBICTYMAIOMIEH HMCTOYHHUKOM  KOMITJICKTOBAHUS
rOCyJapCTBEHHOTO (MYHHULMIAIBHOTO) apXWBa, WM YIOJHOMOYEHHOE MM JIMLO YTBEP)KIaeT
JIOKYMEHTBI, yKazaHHble B myHKTe 29 [lpaBun nocne ux cornacoBanus LIOK (OK).

31. JlokyMeHThI, Jena, MOJyUIeXallie YHUUYTOXKEHUIO0, NEPEelalTcs B OpPraHU3aluIo,
3aHUMAIOILYIOCSl ~ MepepadOTKOW  BTOPCHIPhS,  MOCHE  YTBEPXKICHHUS  PYKOBOAMTEIEM
rOCYJapCTBEHHOTO OpraHa, oOpraHa MECTHOIO CaMOYIpPABICHHS, OpraHU3alUd WU
YIOJTHOMOYEHHBIM UM JIMIIOM aKTa O BBIJEJIEHUU K YHUUYTOXKEHUIO JOKYMEHTOB, HE MOIJIEKALTIX
XpaHEHHUIO.

JIOKyMeHTBI, cojiepalllie NepcoHalbHbIe JaHHbIe, UMetole nomMetky "Jlns ciyxeOHOro
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MOJIb30BaHUA", a TaKXke cojep)amue HHPOPMAlMI0 OTPaHUYEHHOTO JOCTYMA, JOJKHBI
YHUUTOXATHCS B TOCYAAPCTBEHHOM OpraHe, OpraHe MECTHOT'O CaMOYIPaBJIE€HUHU, OpraHU3alNuu
MyTeM MEXaHHYeCKOro M3MeNb4YeHUs (UIPEIUPOBAHUS) WM UHBIM CIIOCOOOM, HCKIIIOYAIOUIIM
BO3MOKHOCTh BOCCTAHOBUTH COJIEpP>)KAaHHE JOKYMEHTOB. ByMakHble OTXOIbl MEpeNaloTCs B
OpraHH3aIHIo0, 3aHUMAIOIIYIOCS IepepaboTKON BTOPCHIPHSI.

I[OKYMGHT, HOI[TBep)KILaIOIJ_[I/If/’I (baKT YTUIIM3allui, MPUKIIAAbIBACTCA K aKTY O BBIACIICHUHU K
YHUYTOXCHHUIO JOKYMCHTOB, HC IMMOAJIC)KAIMNUX XPAHCHUIO.

32. IIBK (3K) roroBut npemioxeHus 00 YCTaHOBJICHUH (M3MEHEHUH) CPOKOB XPaHEHHS
JOKYMEHTOB M BHECEHUU COOTBETCTBYIOUIMX HW3MEHEHUN B IIEPEUYHU THUIIOBBIX aAPXUBHBIX
JOKYMEHTOB C YKa3aHHEM CPOKOB WX XpaHEHHUs, B MEPEUHU JOKYMEHTOB, OOPa3yIOIIMXCS B
nporecce  JEATEeIbHOCTH  (efepalbHbIX ~ OpPraHOB — TOCYAApCTBEHHOM — BJIACTH,  HMHBIX
rocyJapCcTBEHHbIX opraHoB Pocculickor @enepanuu, MOABEIOMCTBEHHBIX UM OpraHU3alui, ¢
YKa3aHHEM CPOKOB UX XPAHEHHUS B CIIydasX:

a) eciM TMpeUIoKeHWe 00 YCTAaHOBJIEHUM (M3MEHEHWH) CpPOKa XpPaHEHUS OTHOCUTCS K
CTaThbsM IE€PEYHEW THUIOBBIX APXUBHBIX JOKYMEHTOB C YKa3aHHEM CpPOKOB HMX XpaHEHHMS,
PYKOBOJUTEINb IOCYIapCTBEHHOIO OpraHa, OpraHa MECTHOI'O CaMOYIpaBJIE€HUS, OpTraHU3alUU
WIN YIIOJIHOMOYEHHOE UM JIMLO HalpaBisieT mpeaoxeHus Ha paccmorpenue DIIK apxuBHOro
yupexaeHus. I[lpu HeoOXonuMocTH ycTaHOBIEHMsI (M3MeHeHHus)) cpokoB XxpaHeHus OIIK
apXUBHOTO YYpEXJICHHs HampaniseT npeanoxkenus Ha paccmorpenue LIDIIK nmpu Pocapxuse
JUTSL TIPUHATHUSL PEIICHUSI O BHECCHUH M3MEHEHHH B TIEpEUeHb TUIIOBBIX apXUBHBIX JOKYMEHTOB C
yKa3aHHEM CPOKOB UX XPaHEHMS;

0) eciu mpemIoKeHHE 00 yCTAHOBICHMM (M3MEHEHHWH) CpOKa XPAaHEHUS OTHOCUTCS K
CTaThsM IHepevyHel JOKYMEHTOB, 00pa3yloluXxcs B Ipolecce AesITeIbHOCTH (eaepanbHbIX
OpraHOB I'OCYAAPCTBEHHOM BJIACTH, MHBIX I'OCYJIAapCTBEHHBIX OpraHoB Poccuiickoi ®Penepannu,
C yKa3aHMEM CpPOKOB WX XpaHEHus (manee - BeloMcTBeHHBIN mepedeHs), LIDK (OK) oprana
MECTHOI'O CaMOYIIpaBJI€HMs, OPraHU3alluK HaIlpaBJIAeT MpeanokeHusi Ha paccMmorpenue [[OK
Oprasa rocyapcTBEHHOW BJIACTH, MHOTO TOCyqapcTBeHHOro opra"a Poccuiickoit denepannu B
YCTAHOBJIICHHOH c(hepe NesITeTbHOCTH.

[Ipn HEoOXoAMMOCTH YycTaHOBIEHHUs (U3MeHeHus)) cpokoB xpaHeHus [IOK oprana
FOCYyIapCTBEHHOW BJACTH, HWHOTO TOCYyJapCTBEHHOro opraHa Poccuiickorn ®Pexaepanuu B
YCTaHOBJIEHHON cdepe MesATeNbHOCTH BHOCUT W3MEHEHHS B BEIOMCTBEHHBIH MEpeYeHb IO
cornacoBanuto ¢ [IDIIK npu Pocapxuge.

33. CHuxxeHue HOPMATUBHO YCTAHOBJICHHBIX CPOKOB XpaHCHHUA JOKYMCHTOB 3aIllpCIIacTCA.

V. KomniiekToBanne apXuBa rocyapcTBeHHOI0 OpraHa, Oprana
MECTHOI0 CaMOYIPaBJIeHUs, OPraHN3 AT

34. ApXxMB rocyJapCTBEHHOI'O OpraHa, opraHa MECTHOTO CaMOYNpaBJEHUs, OpraHU3alun
KOMILIEKTYeTCsl JOKyMeHTaMu ApxuBHoro ¢ouaa Poccuiickoit ®epepanuu, JOKyMEHTaMHU
BpeMeHHbIX (cBbIlIe 10 JI€T) CPOKOB XpaHEHUs, B TOM YHUCIIE O JHUYHOMY COCTaBY, KOTOpBIE
BKJIIOYAIOTCSL B €T0 apXUBHBIN (OH/I, €CIIM MHOE HE YKa3aHo B MyHKTax 41 - 43 [Ipasui.

35. B apxuB rocygapCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIIPaBJICHUS, OpraHU3aluN
noJyIeXxar Tepeade apXuBHbIE JOKYMEHTHI, YKa3aHHble B myHKTe 34 [IpaBui, oOpa3oBaBiinecs
B JIEATEIBbHOCTH CTPYKTYPHBIX MOAPA3ACICHAN OPraHU3allid, €€ KOJUIETHAJIbHBIX OPraHOB,
IPEJCTaBUTENLCTB, (WINAIOB, HHBIX OOOCOOJICHHBIX MOApa3JCICHUN, MNPEIIIeCTBEHHUKOB
000CO0JIEHHBIX Mo/Apa3iesieHni (py HAIUYUH ), TPO(COIO3HBIX OpraHU3aluii, OCYIIECTBISBIINX



JeATEeTLHOCTh 70 BCTyIUIeHUs B cuiny DenepanbpHoro 3akoHa oT 19 mas 1995 r. N 82-®3 "O6
OOIIECTBEHHBIX 00OBbETUHEHHSX ", 8 TAKXKE TMKBUIAIMOHHBIX KOMUCCUH (JIMKBUIATOPOB).

36. B apxuBbl (QenepaabHbIX OpPraHOB HCIOJHUTEIBHOM BJIACTH M OpraHU3AIWM,
OCYIIECTBIISIIONINX JCTIO3UTAPHOE XpaHEHHWE IOKyMEeHTOB ApxuBHOro ¢onga Poccuiickoit
Oenepanuu, HaXoAsAMUXCs B (heepaabHO COOCTBEHHOCTH <26>, OCTYMAIOT TaK)Ke apXUBHbBIE
JOKYMEHTBI, 00pa3oBaBIIMECS B JEATEIHHOCTH MOJABEJAOMCTBEHHBIX MM OpraHH3aluid B
COOTBETCTBUU C MOJOKEHUsIMU 00 apxuBax ¢efepalbHbIX OPraHOB UCIOJHUTENBHON BIACTH U
yCTaBaMu OpraHU3aLU.

<26> [Tocranosienue N 808.

37. B apxuB AOJKHBI IOCTYIIaTh ApXUBHBIE JOKYMEHTBI, K KOTOPbIM OTHOCATCS:

a) JOKYMEHTBI, OTHECEHHbIE K cocTaBy ApxuBHoro ¢onna Poccuiickoit ®enepanuu 10 ux
nepeadr Ha MOCTOSTHHOE XPaHECHHUE;

0) TOKYMEHTBHI, IIOCTOSSHHOTO CpOKa XpaHEHUs, He BOLIELINE B COCTaB APXHUBHOrO (oHIa
Poccuiickoit @enepanyu, U BpeMeHHbIX (cBblie 10 JIeT) CPOKOB XpaHEHHs, B TOM 4YHUCIIE
JIOKYMEHTBI 110 IMYHOMY COCTaBY.

38. ApXuBHbBIE JOKYMEHTbl CHCTEMAaTHU3UPYIOTCS MO HMCTOPUYECKU U (WJIM) JIOTUYECKU
CJIOKUBUIMMCS KOMILJIEKCaM JJOKYMEHTOB - apXUBHBIM (oHIaM <27>:

<27> Ilynxkr 2.1 IIpaBun, yTBep>kIeHHBIX IpruKa3oM N 24.

a) APXUBHBIM (I)OHI[aM, COCTOAIUM U3 NOKYMCHTOB, 06pa3OBaBH_II/IXC$I B ACATCIBbHOCTHU
TOCYAapCTBEHHOI'O OpraHa, OpraHa MECTHOI'O CaMOYIIPaBJICHUA, OpraHU3aluun;

0) oOBEAMHEHHBIM apXHUBHBIM (POHIAM, COCTOSAILIUM H3 JOKYMEHTOB, 00Opa30BaBIIUXCS B
mporecce ACSITeNFHOCTH JIBYX WM 0o0Jiee TOCYTapCTBEHHBIX OPraHOB, OPTaHOB MECTHOTO
CaMOYNPaBIIEHUS, OpPTaHU3AIMMA, WMEIOIUX MEXAYy CO0O0i HMCTOpUYECKH U (WUIH) JIOTMYECKU
00YCIIOBIICHHBIE CBSI3H;

B) apXMBHBIM KOJUIEKIUSAM, COCTOSIIIUM U3 OTAETIbHBIX apPXUBHBIX JOKYMEHTOB PAa3IUYHOTO
MPOUCXOXKICHUS, OOBbEIMHEHHBIX 10 OAHOMY WJIM HECKOJIbKUM IpPU3HAKAM (TEMaTUYECKOMY,
aBTOPCKOMY, BUJIOBOMY, OOBEKTHOMY).

39. ApxuBHOMY (oHAY MpHCBAaUBAETCsl Ha3BaHHWE, COOTBETCTBYIOIEE HAaWMEHOBAHHIO
rOCYJapCTBEHHOIO OpraHa, OpraHa MECTHOIO CaMOYIIPABIICHHs, OpraHU3alld, U HOMEP B
MOPSIIKE, ONIPENENICHHOM ITyHKTOM 124 IIpaBui.

40. ApxuBHBIE TOKyMEHTBI COCTABIISIIOT OJMH (€IUHBIN) apXUBHBIN (OH/I:

a) 70 W TIOCIe peopraHu3aldl TOCyJapCTBEHHOrO OpraHa, oOpraHa MeECTHOTO
caMOYIIpaBJICHHS, OPTaHU3AIINH, & TAK)KE U3MEHEHHUS CTPYKTYPHI U IITATHOTO COCTABA;

0) 10 1 MOcJe N3MEHEHHSI MECTOHAX 03KICHHS FOPUIMYECKOTO JINIIA;

B) B CJIydac¢ CMCHBI YUPCAUTCIIA - C€CIIM YKAa3aHHBIC MCPONPHUATHA HC IMOBJICKIIN 34 co0oif
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U3MEHEHUs TNpoQuis JeATENbHOCTH TOCYyJapCTBEHHOIO OpraHa, OpraHa MECTHOTO
caMOYyIIpaBJICHHsI, OpraHnu3aluy (MOJTHOMOYMH, (PYHKINN, 0ObEKTa IEATEIEHOCTH).

41. Ilpu peopraHu3aiuu rocyJapCTBEHHON WJIM MYHHUIIUMIIAJLHON OpraHu3anuu B Gopme
npeoOpa3oBaHus ¢ W3MEHEHHEM (OpPMBI COOCTBEHHOCTH €€ WMYIIECTBA, M3 €€ apXUBHBIX
JOKYMEHTOB M AapXUBHBIX JIOKYMEHTOB BHOBb CO3JaHHOW OpraHu3aly JIOMYyCKaeTcs
dbopMupoBaHre 00BEAMHEHHOTO apXUBHOTO POHA.

42. OObenuHEHHOMY apXWBHOMY (OHIY TOCYAapCTBEHHBIM (MYHHUIIMIIAJIBHBIN) apXuB
MpHCBanBacT HOMEP U HAaMMEHOBaHWE (POHJA MpH Tepeaade JOKYMEHTOB yKa3aHHOTo (oHAa Ha
MOCTOSIHHOE XpaHEHUE.

43. ApxMBHOH KOJUIEKIIMEM NPU3HAETCA COBOKYIHOCTH OTAEIBHBIX JOKYMEHTOB
Pa3INYHOIO TMPOUCXOXKJEHHUs, OOBEIMHEHHBIX II0 OJHOMY MWJIM HECKOJBKMM IpHU3HAKaM
(TeMaTU4eCKOMY, BUIOBOMY, OOBEKTHOMY, aBTOPCKOMY, XPOHOJIOTHUECKOMY) <28>,

<28> Ilynxr 2.3 [IpaBun, yTBepKaeHHBIX Ipruka3oM N 24.

ApXUBHOHM KOJUIEKIIMU TOCYJAApCTBEHHBIN (MYHUIIMIIANBHBIN) apXUB [IPUCBAUBAET HOMEP U
HalMeHOBaHME (OHJA NpHU Iepenade JOKYMEHTOB YKAa3aHHOM KOJUIEKLIMM Ha IOCTOSHHOE
XpaHEeHHe.

44, XpoHONOTHYECKUMU IPAHUIIAMU apXUBHOTO (DOH/IA SBISIOTCS:

a) AJIl apXHUBHOT'O (1)OHI[a - JaTbl CO3JaHUA M JIMKBUAAIHUU TOCYJApCTBCHHOI'O OpraHa,
OopraHa MECTHOI'O CaMOYIIPpaBJICHU, OpraHU3aluu;

0) s OOBEAMHEHHOTO apXWBHOro (oHIAa - 1maThl CO3/JaHHMs Hambosee paHHEro W
JUKBUJIAIIUU HAanOOJIee MO3/IHEr0 10 BPEMEHU JesATeIbHOCTH TOCYJapCTBEHHOTO OpraHa, OpraHa
MECTHOT'O CaMOYyIIpaBJICHUA, opraHnuianuu, JAOKYMCHTBI KOTOPBIX BOIIIIN B COCTaB
00BEAMHEHHOTO apXUBHOTO (POHA;

B) JUIA apXI/IBHOI\/'I KOJUICKIOHWHU - JaThl CaAaMOT'O PaHHET'O U CaMOTI0 MO3JHEI0 JOKYMCHTA.

45. EnuHuneil cucteMaTu3alud apXUBHBIX JOKYMEHTOB B IpefeniaX apXHWBHOro (oHIa
ABIIIETCS €AUHMIA XpaHeHUs. EnuHuIed XpaHeHUs SBISIETCS COBOKYIHOCTb apXMBHBIX
JIOKYMEHTOB, B TOM YHUCJIE 3JEKTPOHHBIX, WIIK OTAEIbHbIN JOKYMEHT (3JIEKTPOHHBIN JOKYMEHT),
OTHOCSIIIMMCS K OJHOMY BONIPOCY JEATENbHOCTH. KaxaoW eIuHuIe XpaHEHHs, I10CIe
BKJIIOUEHUS €€ B TOJ0BOM pa3lesl ONUCU J€Jl, JOKYMEHTOB, ONKMCH IEKTPOHHBIX JOKYMEHTOB
JOJIKEH OBbITh NMPUCBOEH apXWUBHBIN IMIH(p, KOTOPHIA COCTOUT H3: HOMEpa apXMBHOIro (hoHAa,
HOMeEpa OIUCH JIel, JOKYMEHTOB, HOMepa eANHUIbI XpaHeHus (myHkT 60 [TpaBu).

Ha emuuuiax xpaHeHwus, coJep)KalmuX TOKYMEHThI Ha OyMa)XHOM HOCHTEIE, apXHBHBIMU
mdp HAHOCUTCS Ha 00JI0XKKY B JIEBOM HI)KHEM U TTPABOM BEPXHEM yTiiaX B LEISIX 00ecTeueHus
yaera u uaeHtudukamuu. [lpu sToM 0003HaYeHWE, HAHOCHMOE B IPABOM BEpPXHEM YTy,
nepeBopaunBaercs Ha 180 rpagycoB Mo OTHOIIEHWIO K OOO3HAYEHHWIO B JIEBOM HIDKHEM YTIIY
€IMHUIIBI XPaHEHUSI.

46. B mpenmenax apxuBHOro (oHIA €AMHUIBI XpaHEHHs CHCTEMAaTU3UPYIOTCS IO
CTPYKTYpPHOMY, XPOHOJIOTMYECKOMY, (PYHKIIMOHAIBHOMY, OTpacileBOMYy, TE€MaTUYECKOMY,
IIPEIMETHO-BOIIPOCHOMY, HOMMHAJILHOMY, aBTOPCKOMY, KOPPECIOHIEHTCKOMY,
reorpauueckomMy Mpu3HaKaM WM UX COYETAHHUIO.
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VI. Opranusanus nepegayvu e Ha XpaHeHHe B APXUB
(cTpyKTYpHOE noapasjejieHue, 0CyeCTBJIAIOIIee XPaHeHHe
apXMBHBIX JOKYMEHTOB)

47. ApxuBHbIE JOKYMEHTHI IOJUIEKaT IEpelade Ha XpaHEHHE B apXuB (CTPYKTYpHOE
HOJpa3/ieIeHue, OCYILECTBIIAIOLIEe XpAaHEHUE apXMBHBIX JIOKYMEHTOB) HE paHee, 4eM 4epe3
OJIMH TI'OJl U HE IO3/IHEe, YEM Yepe3 TPU roja IOCJE 3aBEpIICHUs el B JIEJIONPOU3BOJICTBE.
JIuuHble fA€da TroCyNapCTBEHHBIX TIPaXJAHCKUX CIYXKALIMX W MYHHIMIIAIBHBIX CIIyKalluX,
YBOJCHHBIX C TOCYJAapCTBEHHOW Tpa)IaHCKOW CIyXKObl HJIM MYHUUIUIAIBHOW CIYXOBI,
HEepefaTcs B apXuB (CTPYKTYpHOE MOApa3ZeieHHe, OCYIIECTBIISIONIEE XPAaHEHUE apXHUBHBIX
JIOKYMEHTOB) 10 ucteueHuu 10 et co aHs yBOJIbHEHHUS.

JlokyMeHTbl BpeMeHHbIX (10 10 5eT BKIIOYMTENIbHO) CPOKOB XPAaHEHMs XpPaHATCS B
CTPYKTYPHBIX MOJpPA3AEICHUSIX M IO HCTEUEHUH CPOKOB HMX XPaHEHMs], IOCJIE IPOBEACHUS
9KcHepTu3bl 1ieHHocTH (coryiacHo riasam I, IV TlpaBui) moanexaT yHUUYTOXKEHHUIO B MOPSIKE,
ycTaHoOBJI€HHOM IyHKTOM 31 ITpaBui.

[Io pemeHuto  pykOBOAUTENS  TOCYJAapCTBEHHOTO  OpraHa, OpraHa  MECTHOTO
CaMOYIpaBJIEHUS, OPraHU3aLMN WIK YIOJHOMOYEHHOIO UM JIMIA, TIOKYMEHTbl BPEMEHHBIX (/10
10 nmeT BKJIIOYMUTEIBHO) CPOKOB XpaHEHHUs TMOJUIekaT Iepenade B apXuB (CTPYKTYpHOE
NoJipa3/ielieHue, OCYIIECTBISAIONIEE XPAHEHNE APXUBHBIX JOKYMEHTOB) B CIyyae OTCYTCTBHUS B
CTPYKTYpPHBIX TOJpa3AEICHUSIX YCIOBHM [Uig OOEeCHeueHUss HX COXPAaHHOCTH B TeUeHUE
YCTaHOBJIEHHBIX CPOKOB XPAHEHUS.

48. Jlena TMOCTOSHHOTO (B TOM UYHCIIE CO CPOKOM XpaHeHHs "0 JIMKBUAALUU
opraHuzanuu") U BpeMeHHbIX (cBbime 10 JieT) CpOKOB XpaHEHHs, B TOM 4YHCIE IO JUYHOMY
COCTaBy, HOJUIeXKAT IOJHOMY OGOPMIICHHUIO U ONUCAHUIO (BKJIIOYEHHIO B OIUCh JIel,
JIOKYMEHTOB).

49. Tlpu hopmupoBanuu e HEOOXOIUMO COOIOIATh CIEAYIONINE TPeOOBAHMUS:

a) JOKYMEHTHI ITOCTOSIHHOTO U BPEMEHHOI'O CpPOKa XpaHEHUS TPYIIIUPYIOTCS B OTJEJIbHbBIE
Jena;

6) B ACJIO BKIIIOYAKOTCA JOKYMCHTBI, KOTOPBIC IO CBOEMY COACPKAHUIO COOTBCTCTBYIOT
3aroJIOBKY Jc€jia, NMpeaAyCMOTPCHHOMY HOMCHKJ’I&TypOI\/'I JACII. 3aroa0BoK ACJIa YTOUYHACTCA B
COOTBETCTBHH C q)aKTI/I‘IeCKI/IM COCTaBOM U COJACPIKAaHNEM JJOKYMCHTOB,

B) B ZICJIO BKIIFOYACTCA OAWH DK3CMIUIAP KAXKAOTI'O JOKYMCHTA,

r) B Jela TpYHIUPYIOTCS JOKYMEHTHl OJHOIO KaJeHJApHOrO Tro/a; WCKIIOUYEHHe
COCTABJIAIIOT TEpeXOAdle Jefa, JUYHbIE Jella, KOTOpble (OPMHUPYIOTCS B TEUEHHE BCETO
nepuoAa pabOThl JAHHOTO JIMI@ B OpraHu3allid, a Takke jena, (GOpMHUPOBAHHE KOTOPBIX
CBSI3aHO C OTpacieBOil cHenu@uKoW, IperycMaTpUBaIOIIed BeJEHUE [ella B TEUYCHHE
OTIpEIeNIEHHOr0 WIH JJIMTEILHOTO NEpUoia BpeMeHHU (CyneOHble JieNa; TOKYMEHThI BHIOOPHBIX
OpPraHOB M UX TMOCTOSIHHBIX KOMHMCCHUH, AEMyTaTCKUX TPYIIN; JOKYMEHTHl Y4eOHBIX 3aBEICHUN;
JOKYMEHTBl YUPEXKJIEHUN KYJIbTYphl, XapaKTepU3YIOLIUE CLEHUYECKYIO JesTeIbHOCTh, B
npezenax TeaTpaJbHOrO Ce30Ha; Jena (UIbMOB, PYKOIUCEH; MCTOpUM OoJie3HEH; Hay4yHO-
TEXHUUYECKOH TOKYMEHTAaIlUHN);

,Z[) MNPpUIIOKCHUS, JIMCTBI O3HAKOMIJICHUA, COIJIACOBAHUA U PE30JIIOOHUU K JOKYMCHTaM
SIBIITIOTCS. X HEOTHEMIIEMOM YaCThIO M BKIFOYAIOTCS ACJI0 BMECTE C JOKYMCHTaMH, K KOTOPbIM



OHH OTHOCATCA,

€) ImpHUKa3bl (pacropspKeHUs) TPYHIUPYIOTCS B J€jia B COOTBETCTBUM C YCTaHOBJICHHBIMU
JUI HUX CPOKAMU XpaHEHUs,

) THYHBIC Aesia GOPMUPYIOTCS OTICIBHO HAa KaXKIOro pabOTHHKA, JOKYMEHTHI B JIMYHBIX
JleJ1ax pacnoIararoTcs B XpOHOJIOTHYECKOM MTOPAIAKE 10 MEPE MOCTYILICHUS;

3) MUIEBBIE cYeTa 1Mo 3apaboTHOM Tu1aTe pabOTHUKOB IPYIIUPYIOTCS B OTACIbHBIC JIeNa U
pacroJiararoTcs B HuX 1o angaButy ¢paMuInui, MMEH U 0TYeCTB (IIPH HAIMYWH);

M) HE JONYCKaeTcsi TpyNIHpOBaTh B Jeja YEpHOBBIE W AYOJETHBIC SK3EMIUISPHI
JIOKYMEHTOB, a TAKXKE JOKYMEHTBHI, [I0JIEXKAILKUE BO3BPATY.

50. [NommHoE 0opopmieHHe 1€ Ha OyMaKHOM HOCHUTENE PEeTyCMaTPUBALT:

a) uzbATue (aillloB-BKIABIIIEH, CKPENOK, METANIMYECKUX CKOO, CTUKEpOB, (PU3UYECKU
000COOICHHBIX HOCUTENEH MIEKTPOHHBIX TOKYMEHTOB (Ti1aBa X [Ipasui);

0) HyMepaIuIo JIMCTOB JIeTa;

B) COCTaBJICHHE JIUCTa-3aBepUTENsl Jela (PeKOMEHAyeMbIii oOpas3ell NpHUBEACH B
npunoxenuu N 4 k [IpaBunam);

I') COCTaBJIE€HUE BHYTPEHHEW ONMMCHU JOKYMEHTOB Jejia (Ha OTHEelbHbIE KaTEeropuu e,
yka3aHHble B IyHKTe 54 IlpaBmi) (pekomeHayeMblid oOpasel mpuBeaeH B mpuiokeHnn N 5 K
[TpaBuiiam);

1) ohopmiieHHE 00I0KKH Jena (PeKOMEHIyeMbIil o0pa3el MpuBeAeH B mpuiioskeHuu N 6 K
[TpaBuiiam);

€) MOJAUIMBKY WJIM TeperuieT JOKYMEHTOB Jiena (HegopMmaTHble JOKYMEHTHI XpaHATCS B
3aKpBITHIX TBEP/BIX MaNKax UM B KOpOOKax);

) JTUCT UCIIOJIb30BaHUs (TIpU HEOOXOTUMOCTH).

51. deno Ha OyMa)KHOM HOCHUTENE HE JOJIKHO cojiepkaTh Oojiee 250 TUCTOB MPHU TONIIUHE
Kopelika He Ooiee 4 cM.

JIOKYMEHTBI MOANIMBAIOTCA Ha YEThIpe MpoKoJa (Ha TpH MpOKoJa - id Majao(opMaTHBIX
JIeNT) B TBEPAYIO O00JOXKKY <29> ¢ y4eToM BO3MOXKHOCTH UTEHHUS BCEX JIOKYMEHTOB, JaT, BU3 U
pE30JIIOLINIA HA HUX.

<29> Ilynkt E. 1.3 "Kapron" 'OCT 7.50-2002 "Cucrema cTaHAapTOB 1O MH(OPMAIINH,
OubnuoreyHoMy W wm3Aarerabckomy neny. Koncepmamusi nmoxkymeHtoB. OOmme TpebGoBanwms'",
BBEJICH B JielicTBHE nocTtaHoBiaeHueM ['occranmapta Poccun ot 5 utons 2002 r. N 232-ct, (M.:
UIIK UznparenscTBO cTanaapTos, 2002).

@dusnuecku 000cOOIEHHBIE HOCUTENTH 3JEKTPOHHBIX M ayIHMOBH3YyaJbHBIX JOKYMEHTOB,
cojepxaiecs B Jele Ha OyMaKHOM HOCHUTENE, MOAJEKAT U3BATHIO U SBISIOTCA
CaMOCTOSITENIbHBIMU ~ €IUHUIIAMU  XpaHEHUs, (OPMHUPOBAHHE KOTOPHIX IPOU3BOIAUTCA B
cootBercTBUU ¢ rnaBamu X u XI| [Tpasui.
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B nucre-3aBeputene m BO BHYTpPEHHEH ONMCH JOKYMEHTOB Jeia (MpU HAJIM4YUHU) Ha
OyMa)KHOM HOCHTENIE YKa3bIBalOTCS apXHMBHBIM IIU(P M 3aroJIOBOK 3JEKTPOHHOTO JOKYMEHTa
WIN €IMHULIBI XPAHEHUS, U3BATHIX U3 Jiejla Ha OyMa)kKHOM HOCHUTEIIE.

52. Ilpu HyMepaluu JIUCTOB B JIefIaX COOJIIOA0TCA CIeNYyole TpeOOBaHuUS:

a) HyMmepauus IpOU3BOAUTCA apaOCKUMHU LU(ppaMu MPOCTHIM I'paHUTHBIM KapaHAalIoM
WJIM HyMEpaToOpOM € BOAOCTOMKON IITEMIIEIIbHON KPaCKOM;

0) HOMepa JINCTOB MPOCTABIIAIOTCS B IPABOM BEPXHEM YTy JIUCTA JOKYMEHTA;

B) ¢ororpaduu, ueprexu, AMArpaMMbl U JPYTH€ WUIIOCTPATHBHBIC JIOKYMEHTHI,
IPEICTaBIIAIOIINE CAMOCTOSTENBHBIN JIUCT B JI€JI€, HyMEPYIOTCsl Ha 000POTHOM CTOPOHE B JIEBOM
BEPXHEM YTy,

I) JHCT C HAKJICCHHBIMH JOKYMEHTaMHU (BBIpE3KaMH, BBINHUCKaMH, ¢oTorpadusMu)
HyMepyeTcs KaK OJIUH JIUCT;

1) TUCTHI (BBIPE3KHU, BCTABKU TEKCTA, EPEBOJIbI), MOAKICCHHbIE OAHUM KPAaeM K APYroMy
JUCTY, HYMEPYIOTCS OTJIENbHO;

€) JTUCTHI YepTeKel HyMepYIOTCs B MOPSIJIKE, yCTaHOBICHHOM IyHKTOM 126 [IpaBun HT/I;

) KOHBEPTHI C BJIOKEHUSIMHU, MOJUIUTHIC B JI€]0, HYMEPYIOTCS B CJIEAYIOIIEM TOPSIKE -
BHA4aJIe HyMEPYETCsl KOHBEPT, & 3aTEM OYEPEAHBIM HOMEPOM - KAKJI0€ BJIIOKEHHUE B KOHBEPTE;

3) IOJIINTHIC B JIETI0 JOKYMEHTHI ¢ COOCTBEHHON HyMepaiuei JIMCTOB (BKII0Yas eYaTHbIE
U3JJaHKs) HyMEPYIOTCSl B O0ILEM HOPS/IKE MM COXPAHSAIOT COOCTBEHHYIO HyMEpalMio, €CIM OHa
COOTBETCTBYET IOPSAIKOBOMY PACIIOIOKEHHUIO JINCTOB B JIEIE;

I/I) JINCTHI OOJIBIIIMX (I)OpMaTOB MMOJIIMBAKOTCA 3a OJJNH Kpaﬁ U HYMCPYIOTCA KaK OAWH JINCT,

K) BCE JINCTHI JieNia (TOMa, 4acTH) Ha OyMaKHOM HOCHTEIe (KpOMe JIMCTa-3aBepuTeNs ema
Y BHYTPEHHEH OMUCH IOKYMEHTOB Jiefia) HyMEPYIOTCS B BaJIOBOM MOPSAKE.

B cnywasix oOHapyskeHus omOoK B HyMepaluy JUCTOB Jiejia MPOBOJAUTCS TIEpEHYMepaIus
WJIY UCTIOJIb30BAHUE JINTEPHBIX HOMEPOB JIMCTOB.

53. HI/ICT'SaBCpI/ITCJ'[B Jcja COCTaBJIICTCA Ha OTACIBbHOM JIMCTC, ITOAIMHMCBIBACTCA €TI0
COCTaBHUTCIICM, ITOAIINBACTCA (BKHeI/IBaeTCH) B 1eno. Bee MOCJICAYIOIINC NU3MCHCHHUA B COCTAaBC U
COCTOSIHUH A€JIa OTMCHYAIOTCS B JIMCTC-3aBCPUTCIIC CO CCBUIKO# Ha COOTBCTCTBYIOHII/Iﬁ aKT.

54. Jlns ydera JOKYMEHTOB OIPEIENICHHBIX KaTeropuil nen Ha OyMaKHOM HOCHTENe
(JimuHbIE, CyeOHbIE JeNa, MaTepHrallbl YTOJOBHBIX €, Jieda O MPUCYKICHUHN YYEHBIX CTENeHeH
U TPUCBOCHUM YYEHBIX 3BaHMM, J€/la, CBSI3aHHBIE C BBbIJAYEH AaBTOPCKUX CBUIETEILCTB U
MaTEeHTOB Ha N300pPETEeHHsI) COCTABIISIETCS BHYTPEHHSIS OMUCH JOKYMEHTOB JIea.

Ha ocHOBaHuM JIOKQJIBHBIX HOPMATHUBHBIX AKTOB BHYTPEHHSS OIMCH JOKYMEHTOB J€ia
MOKET COCTABIIATHCS U ISl APYTUX KaTETOPHil eIl

JIucTel BHYTpEHHEH OMUCH JOKYMEHTOB Jela HYMEpYIOTCS OTIOENbHO OT oOmmei
HyMepanuu JTOKyMEHTOB Jnena. WMHdopMammss O KOJIWYECTBE JIMCTOB BHYTPEHHEH OIMHUCH
JIOKYMEHTOB JI€J1a BKJIIFOYAETCS B JIMCT-3aBEPUTEND.

N3menenns cocraBa TOKYMEHTOB Jiena oTpaxkatorcs B rpade "[Ipumeyanue" BHyTpeHHEH


consultantplus://offline/ref=3C7E143E319DE84134D363D361DB087968F5BCA019C641AE2568C374870D90D7B2B56298691F93AA6AF05CCDC59F1B01987F0872DAD57466z3e7F

OIHCH JIOKYMEHTOB JIeJIa CO CChIJIKAaMH Ha COOTBETCTBYIOIIHE AKTHI.
55. Ha o0nosxKke jiena yKa3bIBaroTCS:

a) MOJIHOE M COKpallleHHOe (B CKOOKaX) HAMMEHOBAaHHME rOCYIapCTBEHHOI'O OpraHa, OpraHa
MECTHOTO CaMOYIIpaBJICHHs, OpraHu3anuu (MpW HAIMYUU) HW €€ HEMOCPEICTBCHHAS
MOAYMHEHHOCTH (IIPH HAJTUYHH);

0) HaMMEHOBAHHE CTPYKTYPHOTO MOpa3aeTeHus (IPU HATUIHH);
B) MHJIEKC JIeJ1a 10 HOMEHKJIATYpeE;

r') HOMep ToMa (4acTH);

JT) 3ar0JIOBOK JieJia (ToMa, 4acTH);

€) KpaitHue aathl Jena (TomMa, 4acTH);

K) KOJIMYECTBO JIUCTOB B Jiejie (TOME, YacTH);

3) CPOK XpaHEHHUSI JIeTIa;

1) apXUBHBIN MUQP 1ena;

K) nomerka "/[ns ciayxeOHOro moib3oBaHus" WM Tpud OrpaHuyeHus noctyna (mpu
HaJTUYHH ).

56. Ha 00n0xkax Jeil INOCTOSHHOIO CPOKAa XPaHEHMs IPELyCMaTpUBACTCSd MECTO IS
HalMEHOBAaHUS TOCYIapCTBEHHOr0 (MYHUIMIAIBLHOIO) apXuBa, B KOTOPBIN NepenaroTcs Jena
roCyJapCTBEHHOIO OpraHa, OpraHa MECTHOIO CaMOYIPAaBJIE€HHUs, OpPraHU3allMd - HCTOYHHMKA
KOMIUIEKTOBAHMSI.

[Ipn odopmiiennn o0OJOXKKM Jiea HAMMEHOBAaHUE TOCYIAapCTBEHHOI'O OpraHa, OpraHa
MECTHOTO CaMOYTPABIICHHS], OPTaHU3ALUN YKa3bIBAETCS MOJHOCTHIO, B UMEHUTEIBHOM IMAJIEHKeE.
[TorHoe HaMMEHOBaHWE BBIMIECTOSIIETO TOCYAAPCTBEHHOINO OpraHa, oOpraHa MECTHOTO
CaMOYNIpaBlIEHUS, OpPTaHM3allMM YKa3bIBae€TCS HaJ HauMeHOBaHHEM (OHI000pa3oBareis B
UMeHUTeNbHOM Tmajexe. CokpallleHHOe HAauMEHOBAHME TOCYJapCTBEHHOI'O OpraHa, OpraHa
MECTHOTO CaMOYIpaBJIeHUs, OpraHu3anuu (MpH HAIMYWHK) YyKa3blBaeTcs B CKOOKax Tmocie
MOJITHOTO HAUMEHOBAHHUSI.

IIpy wW3MEHEHUM HAMMEHOBAaHMS TOCYJAapCTBEHHOIO OpraHa, OpraHa MECTHOIO
CaMOYIpAaBJIEHUS, OpraHu3aluu (CTPYKTYpHOTO IMOJApA3JeleHUs) B TEUYEHHE [EepuoJa,
OXBaTBHIBAEMOTI'0 JIOKYMEHTaMH JIeJla, Ha O0JIOXKKE Jiefla YKa3bIBaeTcs IociIeJHee HauMEHOBaHUE.

57. 3aroyioBoK Jena JOJKEH COOTBETCTBOBATh (PAKTUUECKOMY COCTaBY M COJAEP)KAHUIO
JIOKYMEHTOB JieJIa.

Ecnu neno coctouT u3 HECKOJIBKHUX TOMOB (dacTeil), Ha O0JIOKKY KaKJI0ro Toma (4acTu)
BBIHOCHUTCS OOIIMI 3ar0JIOBOK JieNia, a TAKXKE 3ar0JIOBOK U HOMEP KaXKA0ro ToMa (4acTH).

B 3aromoBkax ACJI, COACpKAIMUX KOIMMU AJOKYMCHTOB, ACIACTCA YKa3aHHC Ha HaJIU4ue
konuii. [logInHHOCTE JAOKYMCHTOB €JIa B 3aI'0OJIOBKC HEC OIrOBAPUBACTCH.

58. Ha o0moske jienia yKa3bpIBarOTCs KpaifHHUE JIaThl IOKYMEHTOB, TTIOMEIICHHBIX B JEIIO.



Ecnm B nenmo BKIIIOYEHBI JOKYMEHTHI, J1aTa KOTOPBIX HE COBIIAJIaeT C JIaTOM Jefa, TO MO
JaTOW C HOBOM CTPOUKH JienaeTcss 00 3TOM 3amuch: "B nene UMeroTcst TOKyMEHTHI 3a... Tof(bI1)".

Jlara nena He ykas3blBaeTCsl Ha OOJOXKKax Jel, COAEp)KallUX IOJOBbIE IUIaHBlL, OTYETHI U
JIpyrue JOKYMEHTBI, JaThl KOTOPBIX OTPAXKAIOTCS B 3ar0JI0BKaX JEl.

Jlatamu f1e7n, coIepiKalluX paclopsIUTENbHYIO, TBOPUECKYID M HHYIO JOKYMEHTAIHIO
(mokyagpl, MUChbMA, CTEHOTPAMMBbI) SIBJISIIOTCA JaThl (YHCIIO, MeECAll, TOJ) PpErucTpanuu
(cocTaByieHUs, TOCTYIUICHHS) CAMOTO PAHHETO U CAMOTO MO3THET0 JOKYMEHTOB, BKIIFOUEHHBIX B
neno (KpaiiHue 1aThl J1ej1, JOKYMEHTOB).

HaTOﬁ Acia, CoaCPKaero MpoTOKOJIbL 3ace,[[aHHfI, SABJISIFOTCA AaThl IIEPBOTIO U IIOCIICAHETO
IMPOTOKOJIA, BKIIKOYCHHBIX B ACJIO.

HaTOﬁ JIMYHOr'o JAe€jia SABJIIIOTCA AaThbl IMOAIIMCAHUS IPUKA30B O INPHUEME W YBOJbHCHUU
Jiaia, Ha KOTOpOE OHO 3aBCACHO.

[Ipn o0o3HaueHHUM NaThl TOKYMEHTa CHayalla YKa3bIBa€TCA YMCIO, 3aT€M MECAIl U TOJ.
Uwucno u rog 0003Ha4ar0TCs apabCKUMHK U paMu, Ha3BaHUE MECSIa - IPOTHCHIO.

Ecau nara AOKYMCHTA HUJIN OTACIIBHBIC €€ JJICMCHTBI OIIPCACIIAOTCA HpI/I6J'II/ISI/ITeJ'IBHO, Ha
OCHOBAaHMHMU aHalin3a COACPKAaHUA JOKYMCHTA, TO JdaTa HJIW OTACIBbHBLIC €€ 3J3JICMCHTBI, HC
SABJIAIOIHCCA a0COJIFOTHO JOCTOBCPHBIMHU, 3aKIIHOYAKOTCA B KBAAPATHLIC CKOOKH.

59. KonnuecTBO TMCTOB HA 00I0KKE J¢CJIa YKa3bIBaCTCs Ha OCHOBAHHU JIMCTA-3aBCPUTCIIA.

60. Cpok xpaHeHUs! Ha OOJIOKKE Jiea YKa3bIBaeTCs B COOTBETCTBUU CO CPOKOM XPaHEHMUS,
YCTaHOBJICHHBIM HOPMAaTUBHBIMU IIpaBOBbIMM akTaMu Poccuiickoi ®enepaunuu, nepeyHsIMH
JIOKYMEHTOB, YCTaHOBJIEHHBIMH 4acTbl0 3 craThu 6 ¥ yactamu 1 n 1.1 craten 23 denepanpHOro
3akoHa N 125-03.

Ha nena, BHeceHHbIE B ONUCH /€T, JOKYMEHTOB (TOI0BOM pa3/iei OMUCH Jiell, JOKYMEHTOB)
rOCy/IapCTBEHHOI'O0 OpraHa, OpraHa MECTHOTO CaMOYINpaBICHHS, OpraHU3allud - HMCTOYHHKA
KOMIUIEKTOBAHUSl ~ TOCYJIAapCTBEHHOr0  (MYHUIMMIAIbHOIO)  apxuBa  apXUBHBIA  mHdp
IPOCTABISAETCA MOCIE YTBEPXKAEHUS OIMUCH JIeN, JOKYMEHTOB (IOAOBOrO paszena OINHUCH [ell,
nokymeHtoB) OIIK  apXuBHOTO yupexaeHuss U  YTBEPXKACHUS PYKOBOAUTENIEM WM
YIOJTHOMOYEHHBIM UM JIUIOM.

Ha nena opranusanuu, He SBISIOLIECS UCTOYHUKOM KOMIUIEKTOBAHMSI TOCYJapCTBEHHOTO
(MyHUIIMIIAJIBHOTO) apXWBa, apXMUBHBIN HIU(P MPOCTABISAETCS MOCIE YTBEPXKJIEHUS ONMHUCH e,
JIOKYMEHTOB (TOJJOBOTO pazjiesia OMHUCH e, JOKYMEHTOB) PYKOBOJAUTENIEM OpPraHU3alUH WU
YIIOJTHOMOYEHHBIM UM JIUIIOM.

61. B caydae ecniu HaHeCEHHE PEKBU3UTOB Ha 0OJIOKKY HEBO3MOXHO, B JIEJIO MOAIINBACTCS
(mpukJIeuBaeTCs) TUTYJABHBIN JUCT (J10 IEPBOTO JIUCTA AeNa). TUTYIbHBIN JTUCT HE HyMEpYeTCs U
HE YYHUTHIBaeTCs MNpH oO0Imeld HyMmepanuu JUCTOB jaena. OdopmileHHe THUTYIBHOTO JIUCTA
OCYIIECTBIISETCSA B COOTBETCTBHH € ITyHKTOM 55 [IpaBwmit.

62. ApxXuBHbIE JOKYMEHThl TI€PElalOTCs Ha XpaHEHUWe B apXUB (CTPYKTYpHOE
NoJipa3JielieHnue, OCYILECTBISIONIEE XpPAaHEHHE AapXUBHBIX JOKYMEHTOB) IO OIHUCAM Jell,
JOKYMEHTOB, OIHUCAM  JJEKTPOHHBIX JIOKYMEHTOB, COCTABJIEHHBIM B  CTPYKTYPHBIX
nojpa3ieNieHusXx (peKoMeHyemMbie oOpasmbl mpuBeAeHsl B mnpmwioxkeHusx N 7 uw N 8 k
ITpaBuiiam).
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Onucu  gen, JOKYMEHTOB CTPYKTYPHBIX TMOJpPAa3A€lICHUl COCTaBISIOTCA B ABYX
DK3EMIUIApaX U MPEACTABISAIOTCS PAOOTHHKY apXwBa (JUIly, OTBETCTBEHHOMY 3a apXuB) HE
Mo37HEe YeM 4epe3 OJUH TOoj TMOcjie 3aBepllieHus Jen B JejonpousBojactse. Omnucu
AIIEKTPOHHBIX TOKYMEHTOB (OPMHUPYIOTCS PaOOTHUKOM CTPYKTYPHOI'O MOJpPA3/EICHUS B T Ke
CPOKH U MPEJCTABIAIOTCS paOOTHUKY apXuBa (JHUIy, OTBETCTBEHHOMY 3a apXMB) B JIEKTPOHHOMN

dopme.
63. Omucy coCcTaBIAIOTCS OTAEIBHO:
a) Ha JIeJia TIOCTOSTHHOTO CPOKA XPaHCHUS;
0) Ha nena BpeMeHHBIX (CBbImIe 10 JIeT) CpOKOB XpaHECHHS;
B) Ha JIeNa MO JIUYHOMY COCTaBY;

T) Ha Jiella, COCTOSIIUE M3 JIOKYMEHTOB, XapaKTEPHBIX IUIsl OpraHU3allUuil ONpeaeICHHOM
chepnl nesTenbHOCTH (CyneOHbIe, CIEJACTBEHHBIC Jieia, HAyYHO-TEXHUYECKash JOKYMEHTALUs U

ApyTHe);
1) Ha DJIEKTPOHHbIE U ayAUOBU3YaJIbHbBIE TOKYMEHTBHI.

64. Ilpu cocTaBleHUH OMHUCH €7, JOKYMEHTOB, OINUCH OJIIEKTPOHHBIX JIOKYMEHTOB
CTPYKTYPHOTO MOApa3/IeICHHs COOII0IAI0TCS CIIeyIoIIne TpeOOBaHUS:

a) 3aroJIOBKH JCJI BHOCATCA B OIIMCH IIOJIHOCTBIO,

0) Kaxaoe J1eJI0, TOM, JIEKTPOHHBIN JOKYMEHT BHOCHUTCS B OIKCH ITOJI CAMOCTOSTEIIEHBIM
MOPSAAKOBBIM HOMEPOM;

B) rpadpl ONMKMCH 3aMOJHAIOTCS B COOTBETCTBUU CO CBEACHUSMH, KOTOpbIE BBIHECEHBI Ha
00JIOKKY Jienia (7151 SJIEKTPOHHBIX JOKYMEHTOB - B COOTBETCTBUU C PETUCTPALIMOHHO-YYETHBIMU
CBEJCHMUSIMH (METaJaHHBIMH ), CGOPMUPOBAHHBIMHU B HHPOPMAIIMOHHOM cHUCTEME);

r) rpada onucu "l[Ipumeuanus” ucnoab3yercs Aas OTMETOK O IpHUeMe Jell, OCOOCHHOCTSAX
($U3NYECKOr0 COCTOSHUS, O Mepenadye AN JPYTHMM CTPYKTYPHBIM MOJpPa3/IeICHHUsIM CO CChUIKOM
Ha COOTBETCTBYIOIUH aKT, U O HAIMYUU KOIUH.

B koHue omnmcu nen, JOKYMEHTOB, OINKCU AJIEKTPOHHBIX JIOKYMEHTOB 3a IOCJETHEN
ONHUCaTEeIbHON CTaTheH 3aloNHAETCS MUTOroBas 3aluch, B KOTOPOM yKasbiBaroTcs (uudpamu u
IPOIKUCHIO) KOJMYECTBO JIEJ, MEPBBI U MOCIEIHUNA HOMEpa Jesl 10 OMHUCU JAel, TOKYMEHTOB,
OIHCHU 3JIEKTPOHHBIX JIOKYMEHTOB, @ TAaKXX€ OrOBAPHBAIOTCS OCOOEHHOCTH HyMepaluH el B
onucH (HaJIM4Yue JTUTEPHBIX U IPONYIIEHHBIX HOMEPOB).

65. B cmywsae oOHapyXeHHs OTCYTCTBHS JeJ, 3aBEJICHHBIX B COOTBETCTBHH C
HOMEHKJIATYpOU JIeJl, CTPYKTYPHBIM NOAPA3AEICHUEM TPUHUMAOTCSI MEPBI 110 UX PO3BICKY.

Ecnu npunsThle MEphbl HE alM pe3yIbTaToB, TO HA HEOOHAPY>KEHHbIE JIeJIa COCTABIACTCS
aKkT 00 yTpaTe JOKYMEHTOB B IIPOM3BOJIBHON (hopMe, MOJMUCHIBAETCS PYKOBOJIUTENIEM CITYKObI
JIeNIOTIPOU3BOJICTBAa  (JIMLIOM, OTBETCTBEHHBIM 32 JICJIOMPOMU3BOJACTBO) M  PYKOBOAMTEIEM
CTPYKTYPHOro mnojpasjeyieHus. AKT o0 yTpare JOKYMEHTOB YTBEP)KIAeTCS PYKOBOIUTENIEM
rOCyIapCTBEHHOIO  OpraHa, oOpraHa MECTHOTO CaMOYINpAaBIEHUsS, OpraHu3alud  WIn
YIIOJTHOMOYEHHBIM MM JIMIIOM U TiepefaeTcs BMECTE C OMUCKIO JIeJl, JOKYMEHTOB CTPYKTYPHOTO
noJpasjiesieHusl pabOTHUKY apXHBa (JIUIY, OTBETCTBEHHOMY 3a apXUB).



66. Onrcu f1es1, TOKYMEHTOB, OTIMCH JJIEKTPOHHBIX IOKYMEHTOB (TO0BBIE Pa3eiibl OMHICEH
JIeNI, ONHUCEeH DSIEKTPOHHBIX JOKYMEHTOB) COCTAaBJISIFOTCS pPAOOTHHKOM apXwBa (JIUIOM,
OTBETCTBCHHBIM 32 apXWB) Ha OCHOBAaHUM ONKCEH e, ITOKYMEHTOB, OIUCEH 3JCKTPOHHBIX
JOKYMEHTOB CTPYKTYPHBIX TOApa3ieicHuid (peKOMEHIyeMble 00pasibl TNpPUBEICHBI B
npunoxeHusx N 9 - N 12 k [IpaBuiiam), B mopsiike, yCTaHOBJIEHHOM ITyHKTamMu 25, 28 [IpaBui.

67. IlepBomy roI0BOMY pazlely ONUCH [€l, JIOKYMEHTOB, OIHUCH 3JIEKTPOHHBIX
JOKYMEHTOB TMPUCBAWBAETCSd HOMEp OINUCU MO JHUCTY (OHIA, BCE MOCIEAYIOIINE TOIO0BbIE
paziesbl YUCISATCS 32 JAHHBIM HOMEPOM JI0 3aBEPIICHUS OIHCH.

He nonyckaerca mnpucBOeHHME ONUCAM J€, JOKYMEHTOB, OIMUCSAM 3JEKTPOHHBIX
JOKYMEHTOB OJIMHAKOBBIX YYETHBIX HOMEPOB B IIpe/esiax 0Horo GpoHaa.

68. Eciu onucek 1en, TOKyMEHTOB COCTOMT M3 HECKOJbKHUX T'OJOBBIX pPa3/iejoB, TOMOB,
UTOrOBasl 3allUCh COCTAaBISIETCd K KaXJIOMy TOJ0BOMY paszeny, Tomy. K kaxagomy
MOCIEAYIOIEMY TOJOBOMY pa3/iely, TOMY B HapacTalolleM MOpPSAKE COCTaBISIeTCS CBOIHAs
WUTOTOBAs 3aIHUCh.

T'onoBnie pa3aciibl, €CJIM OHH HE ABJIAIOTCS 3aKOHYEHHOM OIMIUCBIO, HC INOAIIMBAKOTCA U HC
NEePCIICTAIOTCA.

69. 3aKOHYEHHas OIUCH JIeJl, JOKYMEHTOB Ha OyMa)XHOM HOCHTEJE JOJKHA BKJIIOYATh HE
6omnee 9999 enuHuL XpaHEeHHUsL.

3aKOHYEHHAsl ONMUCh [eJ, JTOKYMEHTOB BMECTE C THUTYJIBHBIM JIMCTOM M CIPaBOYHBIM
anmapatoM K HEM 3aKioyaeTcsi B TBEPAYIO OOJIOKKY, HYMEpyeTCsl W MOALIMBAETCS WIIU
[epEIUIeTacTCs.

Ka>1<)1a$1 3aKOHYCHHAsA ONMCh ACJI, JOKYMCHTOB, OIMUCH JJICKTPOHHBIX TOKYMCHTOB, Ka)I(I[I)II;'I
TOM OIIMCH ACJI, TOKYMCHTOB JOJI’KHBI UMCTh JINCT-3aBECPUTCIIb.

70. B cripaBouHBIi anmapar K ONUCHU /i€, JOKYMEHTOB, OMUCH AJIEKTPOHHBIX JOKYMEHTOB
BXOJAT: TUTYJIBHBIA JIUCT; IEPEUYCHb IIEPEUMEHOBAHUN, W3MEHEHHUs IIOJABEIOMCTBEHHOCTH
rOCy/IapCTBEHHOIO0 OpraHa, OpraHa MECTHOTO CaMOYIIpaBJIE€HMs, OpraHuzaluu (eciu
uHpOpMalLKsi O NMEPEeMMEHOBAHUU HE COAEPXKUTCS B TUTYJIBHOM JIMCTE OMNMCH), COJEpKaHHE
(orymaBiieHHe); MPEIUCIOBHUE; CIIUCOK COKPAIEHUH; YKa3aTen K OMUCH (TIPeIMETHBIN, UMEHHOM,
reorpagpuuecKkoi).

71. Ha TUTYJIBHOM JIUCTC OIIMCHU ACJI, HOKYMCHTOB, OIIMCHU 3JICKTPOHHBLIX JOKYMCHTOB
YKa3bIBaOTCA:

a) TMIOJIHOE HAaWMEHOBaHHE TOCYIapCTBEHHOro (MYHMIMIIAJILHOTO) apxuBa (eciu
rOCY/IapCTBEHHBII OpraH, OpraH MECTHOIO CaMOYIpPABJICHUs, OpraHU3alus SBISETCS €ro
HMCTOYHUKOM KOMILJIEKTOBaHMUS);

0) moyiHOe HAaMMEHOBAHUE IOCYJAPCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIPABICHHUS,
OpraHM3aliy, COKpAaIleHHOE HauMeHOBaHME (IIpU HAJWYHMM), MOJBEJOMCTBEHHOCTh (TpHU
HaJIM4Y1N );

B) HOMEp apXHuBHOTO (hoHAa;

F) HOMCPp U Ha3BaAHUC OIIUCH,

)]) KpaﬁHHe JAaThl BHECCHHBIX B OIIMCH CAUHUILL XPaHCHUS.



HammeHoBaHHME TOCYHApCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIpaBJICHUS,
OpraHu3allii YKa3bIBACTCA II10 MOCICAHCMY TIrOAY BKIIHOYCHHUA JOKYMCHTOB B OIHMCh [CII,
JIOKYMEHTOB, OIIHCH AJIEKTPOHHBIX JOKYMEHTOB.

72. B npeaMcnoBUM K ONMCH JIel, JOKYMEHTOB, OIMCH 3JIEKTPOHHBIX JOKYMEHTOB
YKa3bIBAIOTCS CBEIEHUS B XPOHOJIOTMYECKUMX paMKaxX KpalHUX JaT €AWHHI XPAHEHHS,
BKJIFOYEHHBIX B OIIUCH:

a) o0 HU3MEHEHHAX B HAUMEHOBAaHUHU TOCYIApPCTBEHHOI'O OpraHa, OpraHa MECTHOTO
CaMOYTIpaBJICHUs, OPTaHU3aAIUH;

0) O CTPYKType TOCYyAapCTBEHHOI0 OpraHa, OpraHa MECTHOTO CaMOYMpaBiICHUS
OpraHu3alluy;

B) 00 ocoOeHHOCTSIX odopMmieHUs U (OPMUPOBAHUS 1€, ONMMCAHHWSA W CHCTEMAaTHU3aIluu
3aroJIOBKOB JIETT;

I') O COJIEPYKAHUU U TIOJIHOTE JIElT;
1) O HATMYHMH CTPaxoBOro GpoHma;

€) O HAJIMYUU M OCOOEHHOCTAX MH(OPMALMOHHBIX CHCTEM, 0a3 JaHHBIX, MCIOJb3YyEMbIX
JUIst paboOThl € 3JEKTPOHHBIMHU JOKYMEHTAMM, PErMCTPAllMOHHO-YYETHBIMU (opmamu A€l u
JIOKYMEHTOB M 00pa3aMHu (CKaHaMu) J1eJ1 ¥ IOKyMEHTOB.

73. Ilepenava nen Ha XpaHEHUE B apXUB (CTPYKTYpHOE HOJpa3zelieHUe, OCYIIECTBISIOIEe
XpaHEHHE AapXMBHBIX JOKYMEHTOB) OCYILIECTBISETCS 1O TIpaduKy, COINIACOBAHHOMY C
PYKOBOAMTEISIMU ~ CTPYKTYPHBIX  IIOAPA3JEICHUN, MW  YTBEPKICHHOMY pPYKOBOIUTEIEM
rOCyIapCTBEHHOIO  OpraHa, oOprasa MECTHOTO CaMOYIpAaBIEHUS, OpraHu3alud  WIN
YIIOJIJHOMOYEHHBIM UM JIUL[OM.

[Ipuem-niepenaua nen MPOU3BOAMUTCS PAOOTHUKOM apXuBa (JIMIIOM, OTBETCTBEHHBIM 3a
apXuB) B NMPUCYTCTBUU pabOTHUKA CTPYKTYpHOTO MojpaszfeneHus. B ormeTke o mpueme ien B
KOHIIE KaX/I0TO 3K3EMIUISIpa OMHUCH JIeN, JOKYMEHTOB YKAa3bIBaIOTCS KOJIMYECTBO (aKTHUECKU
IPUHATHIX JIe]l, HOMepa OTCYTCTBYIOIIMX /€, JaTa npuemMa-nepeaadn Aell, a Takke MOJIUCH U
pacuppoBKHU MOANHUCEH yKa3aHHBIX PAaOOTHUKOB.

74. Tlpu npueme-miepenade e, COJEpKaIlIMX JOKYMEHTHI Ha OyMa)KHOM HOCHUTEIE,
MIPOBEPSIFOTCA:

a) COOTBETCTBME 3aroJIoBKa Jejla MO ONUCH Jed, JOKYMEHTOB CTPYKTYpHOIO
NOJIpa3/IeNICHUs COJIEP/KaHUIO0 JOKYMEHTOB B JIEJIE;

0) MpaBMWIBHOCTH O(OPMIICHUS U TPYIITUPOBKH JOKYMEHTOB, BKIFOUEHHBIX B JI€JIO;
B) KaueCTBO MO/IINBKY WX NIEperuieTa Jena;

T') IPaBWIBHOCTh HyMEPAIluH JIUCTOB JIENa;

1) IPaBUIBHOCTh COCTABJICHUSI BHYTPEHHEH OMMCH JOKYMEHTOB Jiena (IIpU HAIUYHHN);
€) MPaBWIBHOCTH OpOpMIIEHUST O0JIO0KKH JeNa;

)K) HAJINYHUC U ITPABUJIIBHOCTD 3aIlIOJIHCHUS JIMCTA-3aBCPUTCIIA ACTIA.



B cnyuae oOnapyxkeHusi HapymieHus (GopmupoBaHus ¥ OGOPMIICHHS J€T OHH JTOJDKHBI
OBITH yCTpaHEHbI PAOOTHUKOM CTPYKTYPHOTO TOAPA3CICHHS.

75. IlpueM JOKYMEHTOB M3 IIOJIBEJJOMCTBEHHBIX OpraHu3allMii OCYLIECTBISIETCS Ha
OCHOBaHUU PACIOPSIUTENBHBIX JOKYMEHTOB IIPUHUMAIOLIEN U IIEPEAAIOIIEN CTOPOH, 110 OIUCAM
Jie], TOKyMEHTOB B IOpsJIKE, aHAJOTMYHOM MOPAAKY NEepeAayd el Ha XpaHEHUEe B apXuB
(CTpYKTYpHOE MOApAa3/eiICHUE, OCYLIECTBIISIIOIIEE XPAHEHUE apPXUBHBIX JIOKYMEHTOB) U3
CTPYKTYPHBIX HOJpa3IesICHU.

VII. Opranu3anusi XpaHeHUs apXUBHbIX IOKYMEHTOB

76. XpaHeHHE apXMBHBIX JOKYMEHTOB B TOCYIAapCTBEHHOM OpraHe, OpraHe MECTHOIO
CaMOYIPAaBJICHUS, OpraHU3aluu OOeCHeuYnBaeTCi pealnu3aluel KOMIUIEKCa MEpONpUsATUH,
HalpaBJIEHHBIX Ha IMOJJEpPXKAHUE AapXMBHBIX JOKYMEHTOB B OINTHUMaJbHOM (PHU3UUYECKOM
COCTOSIHUM, MUHUMHU3ALIMIO PUCKOB UX MIOPYM U (WJIN) yTpaThl, B COCTaB KOTOPOT'O BXOJSIT:

a) MPeOCTaBICHUE U30JMPOBAHHBIX TTOMEIICHH JIJIs1 pa3MeIlleHUsI apXUBHBIX JOKYMEHTOB
U TpOBeleHUs paldoT, CBA3AHHBIX C apPXMUBHBIM XPAaHEHHEM, OCHAIEHHBIX CpEICTBAMHU
MOKapOTYIIEHUSI, OXPAaHHOW W TMOKAPHOM CHUTHAIM3AlMe, 0O0OpYyIHOBaHHMEM [UIsl XpaHEHUS
JIOKYMEHTOB;

0) opraHuzanus u oOecreyeHHe COONOJIEHUS MPOTUBOMOXKAPHOTO, OXPAHHOTO,
TEeMIIepaTypHO-BIAKHOCTHOT'O, CBETOBOT'O U CAHUTAPHO-TUTUEHUYECKOTO PEXKUMOB;

B) BBIINNOJIHCHHUEC Tpe60BaHHI>i K PasMCIICHHUIO JOKYMCHTOB B apXHUBOXPAHUIIUIIIC,

I') IPOBEICHUE MPOBEPKU HAJTUYHS U COCTOSHUSI COXPAHHOCTH apXMBHBIX JIOKYMEHTOB, B
COOTBETCTBUU C MOPAAKOM, YcTaHOBJIeHHBIM ri1aBor VIII Ipasui;

) oOecriedeHre BO3MOXKHOCTH TIPOBEICHUS CIENHATUCTaMU  (DU3UKO-XUMUYECKOH,
npopMIaKTHYeCKON U (M) pecTaBpallMOHHO-NPO(UIAKTUYECKOW M TEXHUUYECKOW 00paboTKu
ApXMBHBIX JJOKYMEHTOB;

€) omucaHue (COCTaBJIE€HUE OMMCEH JieNl, TOKYMEHTOB) M CBOEBPEMEHHAas IOCTaHOBKa
apXUBHBIX JJOKYMEHTOB Ha y4eT, B COOTBETCTBHH C TTyHKTamu 62 - 72 u rinaBoii [X [Ipasuir.

77. ApxuB pazMeniaeTcs B 3[JaHUU WIM OTACIBHBIX INOMEIIEHUAX 31aHus. OCHOBHBIE
IIOMEIICHUS, NPEIHA3HAYECHHBIE JUI XPAHEHMS, Yy4yeTa, KOMIUIEKTOBAHMS M HCIHOJIb30BaHUS
apXUBHBIX  JIOKYMEHTOB, W  BCIOMOraTejbHble  (aIMHHUCTPATHBHO-XO3HCTBEHHOTO,
TEXHUYECKOTO0 U  OBITOBOIO HAa3HAYEHHWs), JOJDKHBI COOTBETCTBOBATH  TPEOOBAHMSIM,
YCTAHOBJICHHBIM IMyHKTOM 76 IlpaBmi, a Takke oOmuMH TpeOoBaHHUSMHU O€30IacHOCTU K
OOLIECTBEHHBIM 3JJaHUSM U COOpYKeHUsIM <30>.

<30> I'maBa 2 ®enepanpHOro 3akoHa ot 30 mekabps 2009 r. N 384-D3 "Texauueckuit
periaMeHT o 0e30MacHOCTH 3AaHuil U coopykeHuil"; I'pagocTpouTtenbHblii kogekc Poccuiickoit
denepanuu.

XpaHeHHe apXUBHBIX JOKYMEHTOB B 3aBHCHUMOCTH OT HUX OOBEMOB OCYIIECTBISETCS C
UCIIOJIB30BAaHUEM OJHOT'O WJIM HECKOJIBKMX BAPUAHTOB Pa3MEILECHHUS

a) B 3JaHWHM, OTBCYAIOLIIEM Tpe6OBaHI/I$IM, YCTAHOBJICHHBIM  YIIOJIHOMOYCHHBIM
(I)C,Z[epaJIBHBIM OopraHoM HCIIOJIHUTENILHOM BIACTH B C(I)epe APXUBHOI'O J€JIa U ACTIOMPOU3BOACTBA
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<31> I'nasa III IIpaBui1, yTBEpKI€HHBIX MpuKazom N 24.

0) B crneuuagbHO OOOPYIOBAaHHOM JJISi XPaHEHUS JOKYMEHTOB H30JMPOBAHHOM
MIOMEILEHUN - apXxuBoxpanuiuie (nmyHkr 78 Ilpasun);

B) 3amMparoImuxcs mkadax uim ceidax.
78. ApXUBOXpaHUIHIIIE JTOJKHO:
a) OTJEISATHCS OT COCETHUX TOMEIICHUI OrHEYITOPHBIMU CTCHAMU;

0) WMeTh €CTECTBEHHYI0 WJIM WCKYCCTBEHHYIO BEHTWIALMIO, 00ECIEUYHNBAIOUIYIO
PELUPKYIIALMIO BO3IyXa, HCKIIOYAIOIIYI0 00pa30BaHNe HEMPOBETPUBAEMBIX 30H;

B) COXPAHATH CTAOMIILHOCTh TEMIIEPATYPHO-BIIAXKHOCTHOTO PEKUMA;
I') UMETh BBIXOBI K TU(TaM U (WJIH) JTECTHUYHBIM KJIETKaM;

) HE HMETh IMPOJIOKEHHBIX uYepe3 Hero TpyO BOJOCHAOKEHMS W KaHAJIMW3AlUH,
TEXHOJIOTUYECKUX UM OBITOBBIX BBIBOIOB BOJIbI;

€) He MMETh BHYTPH PACIPEICIUTENLHBIX IIUTOB, MPEIOXPAHUTENICH U OTKIIIOYAIOIINXCS
PYOMIIBHHUKOB;

) HE pacnojlararbCcs B IOJBajlaX W IIOMEUICHUSX, PACHOJIOKEHHBIX HHUXKE YpPOBHS
MOBEPXHOCTH 3€MJIH, 32 UCKJIFOUEHHEM XPaHWINL (IOMEIIeHHi), 0OecreurnBalonIiX 3auTy OT
IIPOHMKHOBEHNUS B HUX I'PYHTOBBIX, TAJIBIX U MIABOJKOBBIX BOJ.

Pacuer HeoOXoaMMON miomIanM apXUBOXPAHWIMIIA PEKOMEHIYeTCsl HPOM3BOJIUTH C
Y4E€TOM PACIOJIOKEHHS CTEIUIAXKEW U MX HAIlOJHEHUS B COOTBETCTBHUM ¢ IyHKTOM 82 IIpaBumi, a
TAaK)K€ C Y4YETOM BO3MOXKHOCTH pasmemieHuss 400 enuHul] XpaHeHUs Ha | KB.M. IUIOIIaau
apXMBOXPaHWINILA.

KaxxnoMy apXuMBOXpaHWIMILY IPUCBAaUBAETCS HOMEp, KOTOPBIM  OTpa)kaeTcs B
TornorpaduyecKux ykas3aTenasix B COOTBETCTBUHU ¢ IMyHKTOM 95 IlpaBui.

79. Jna oOecnieueHHst JEATEIBHOCTH apXuWBa OpraHu3anuu (Ipu HEOOXOIUMOCTH)
BBIICTISIIOTCS.  TaKKe IIOMEIIEHUE JUIsl MpueMa JIOKYMEHTOB, MX BPEMEHHOTO XpaHEHUs U
aJIanTallMy K HOBBIM YCIIOBHSIM (aKKJIMMAaTH3alun), padboyas KOMHaTa paOOTHUKOB apXuBa (JIMIL,
OTBETCTBEHHBIX 3a apXMB), IOMEILIEHUE JJIs IPEIOCTABICHUS TOCTyIa K apXUBHBIM JOKYMEHTaM
(YMTaTBHBIN 3aJ1 MIIM IPOCMOTPOBAsi KOMHATA).

80. ApxuBHBIE JOKYMEHTHl pa3MEIIAlOTCSl B apXUBOXPAaHWIMILE Ha CTAIl[MOHAPHBIX,
NEPeABIKHBIX U (MIM) MOOMIIBHBIX METAUNIMYECKUX CTelUlakaX, B METaJUIMYeCKHX IIKadax,
ceiidax UM KOHTeHHepax.

B kadecTBe cHnenuaibHOTO 060py;[0BaH1/151 BO3MOXHO HCIIOJIb30BAHUC CTAllMOHAPHBIX
OTCEKOB-O00OKCOB C METAIINYECKAUMU neperopoaxkaMu U MmoJIKaMu.

He paspemacTCAa XpaHCHUC apXUBHBIX JOKYMCHTOB B TpaHCHOpTHOﬁ Tape, B I_LIT3.6CJ'I51X, Ha
ImoJj1y, MNMOJOKOHHHKAX, JICCTHHUYHBIX ILIOIIAAKaX W MAPYrux, HC MNPECAHASHAYCHHBIX IS HX
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XpPaHCHUA MECTax.

81. IIpu paccraHoBKe CTe/UIaKEW B apXUBOXPAHWIHILIE MPEANOYTEHUE JTIOJDKHO OT/AaBaThCs
UX TEpHEeHIUKYISIPHOW OpPUEHTALMM [0 OTHOUIEHUIO K CTEHaM C OKOHHBIMH IPOEMaMH U
pa3MeIleHUIO Ha YJAJICHUU He MeHee | M OT HICTOYHUKOB TeILIa.

82. IIpu paccranoBke cresmaxei (mkados, ceithoB) B apXUBOXPAHWIHILE PEKOMEHIYETCS
IIPEeyCMAaTPUBATh CIEAYIOIINUE PACCTOSIHUS MEKIY:

a) TOpIlaMu CTeJuIaxel (TIaBHBIN Tpoxon) - He MeHee 120 cM;

0) psimaMu cTelaxken (MeXCTeUIaXHBIA TPOX0[T) - HE MEHee 75 cM;

B) CTEeJUIaKaMU, NapajuIeIbHBIME CTCHE, M HAPY>KHOW CTCHOH 3/1aHUs - HE MeHee 75 cM;
') TOPIIOM CTeJIaka U CTEHOM - He MeHee 45 cMm;

1) BEpXHEH MOJIKOH CTeJTaXka U IOTOJIKOM - 50 cM;

€) HIKHEHN NOJIKOM CTella)ka U MOJIOM - He MeHee 15 cM (B LIOKOJIbHBIX 3Ta)kaX - HE MEHee
30 cm).

Pa3menienue MOOMIIBHBIX CTEJUIaXKEH MPOU3BOJIUTCS C YUETOM OCOOEHHOCTEH MOMEIEHUI
U pa3MelaeMoro o0opy0BaHusl.

83. ApxXHWBHBIE JOKYMEHTHI, 3a HCKIOYeHHeM Haxonsmuxcsi B CXDJl, pazMemarTcs B
MEPBUYHBIX CPEJICTBAX XPAHEHUS:

a) Ha OyMa)XHOM HOCHUTEJIE - B KOPOOKax, mankax, KOHBEpTax;

0) ayawoBu3yaJbHbIE - B KOpoOKax M OrOKcax, SIIMKAaX YMAKOBOUHBIX s (pUIbMOB
(styax), KoHBepTax;

B) DOIEKTPOHHbIE Ha (u3nyeckh O0OOCOOJEHHBIX HOCHTENSX - B  YIAKOBKE,
PEKOMEHI0BAaHHO! ITPOU3BOAUTEISIMU HOCUTEIIEH.

84. Ha nepBUYHOM CpEICTBE XPAaHEHHUS ApPXUBHBIX JTOKYMEHTOB YKa3bIBAIOTCS HOMEDP U
Ha3BaHMe (OHAA, HOMEp OIHUCU JeJ, JOKYMEHTOB, KpailHMe HoMepa €JMHHIl XpaHEHUS,
pPa3MEILEHHBIX B HEM.

85. IlpoTuBOMOXapHBI PEKUM B 3[JaHUM WIM MOMEUICHUM apXuBa YCTAHABIIMBAETCS B
COOTBETCTBUH € 3aKOHOJaTeNbcTBOM Poccuiickoit denepannu o nmoxkapHoil 6e30macHOCTH <32>.

<32> denepanpHblii 3akoH OT 21 gexadps 1994 r. N 69-®3 "O noxapHoii 6e3onacHocTu”
(manmee - ®denepanpHblii 3ak0H N 69-03); mocranornenue IIpaButenscTBa Poccuiickoi
Oeneparun ot 16 centsiops 2020 r. N 1479 "OO6 yrBepkaeHuu [IpaBusl mpoTHBOMOXKAPHOTO
pexuma B Poccuiickoit @enepannn’.

86. OxpaHHBI peXUM OOecreyuBaeTCcsl MyTeM O00OpYIOBaHMS 3JaHUS WU MOMELIEHUI
apxuBa CpeJICTBAMM OXpaHbl, OOECHEeYMBAIOIIMMHU KOHTPOJIb JOCTYHa B HHUX, a TakKke
coONIoIeHUEeM TMOpsiIKa CHA4YH/CHATHS OXpaHbl TOMEUICHHS apXUBOXpaHWIUIIA M TMOpsaKa
JI0CTyIa B HETO, YCTAHOBJIEHHOTO JIOKAJIbHBIM HOPMaTUBHBIM aKTOM I'OCYJapCTBEHHOI'O OpPraHa,
OpraHa MECTHOI'O CaMOYIIPaBJICHHsI, OPraHU3aLUH.
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87. ApxuBHbIE JOKYMEHTHl HEOOXOAMMO XPaHUTh B TEMHOTE, JUIsl YETO OHHU Pa3MeEIlaloTCs
B NIEPBUYHBIX CPEJICTBAX XPaHEHUs, MPeAyCMOTpeHHBIX TyHKTOM 83 IlpaBui, a Takxke B mkagax
WJIM Ha CTeJUIaXKaX 3aKpbITOTrO THUIIA.

EcrecTBeHHOE OCBEllIEHME B apXMBOXPAHWIMILE JOIIYCKACTCA IIPU YCIOBUM NPUMEHEHHUS
Ha OKHAaX CBETOpacceuBaTesel, peryiasiTOpOB CBETOBOIO IOTOKA (CHELUANbHBIX CTEKON),
3aLIUTHBIX (PHIBTPOB U MOKPHITUH, KATIO3H.

JUIsi HCKYCCTBEHHOI'O OCBEILEHHSI IPUMEHSIOTCA JIaMIIbl HAKaJlMBAaHUS B 3aKPBITHIX
wiaoHax C IJaJKOH NOBEPXHOCTBIO.

Pa3pemnaercs npuMeHeHHE JIOMHUHECHEHTHBIX JIaMII C YPE3aHHBIM YIbTPa(pHOIETOBBIM
Y4aCTKOM  CHEKTpa, CBETOJUOIHBIX CBETUJIBHUKOB, Pa3pEUICHHBIX  YIOJIHOMOYEHHBIM
benepanbHBIM OPraHOM HCIOJIHUTEIBHON BIACTH B chepe moxapHoit 0ezonacHoCcTH <33>.

<33> Crarpu 3 u 16 denepanpHoro 3akoHa N 69-D3; denepanbHplii 3aK0OH OT 22 MO
2008 r. N 123-®3 "TexHuueckuii periaMeHT 0 TPEOOBAHMIX MOXKAPHOU O€30MmacHOCTH".

88. OnTuMaIbLHBIMU YCJIOBUSAMU XPaHCHUA apXUBHBIX JOKYMCHTOB SABJIAIOTCA:

a) uld JTOKYMEHTOB Ha OyMaxHOM Hocutese Temmeparypa 17 - 19 °C, orHocuTenbHas
BJIQXKHOCTH Bo3ayxa 50 - 55%;

0) UIs ayIMOBU3YaIbHBIX JIOKYMEHTOB - B COOTBETCTBUU C MyHKTOM 5.14 IlpaBumn,
YTBEPKJICHHBIX TpuKazoM N 24;

B) U1 TOKYMEHTOB Ha MAarHUTHBIX JHCKaX U JUCKOBBIX Hakomurensix - 8 - 18 °C u 45 -
65%;

T) JUIS JOKYMEHTOB Ha onTH4eckux auckax - 10 - 23 °C u 20 - 50%.

89. He ponmyckaroTcsi CE30HHBIE M CYTOYHbIE KOJieOaHMsI TeMIEpaTypbl B

APXUBOXPAHUIINIIC Oonee yeM Ha 5 °C U OTHOCUTEIHLHOU BIIAXKHOCTH BO3yXa Oollee yeM Ha
10%.

90. KoHTposb 3a TeMmepaTypHO-BIa)XKHOCTHBIM PEKUMOM 00€CHeUUBaAETCS PEryJIsIpHbIM
U3MEPEHHUEM C MOMOUIBI0 TEPMOMETpPA U TMUTPOMETPA WIIM TEPMOTUIPOMETPA, PA3MELIECHHBIX B
OJTHOW WJIM HECKOJBKHUX KOHTPOJIbHBIX TOYKaX apXUBOXPAaHWIMIIA (B 3aBUCUMOCTH OT
KOHCTPYKIMOHHBIX OCOOEHHOCTEW U IJIOLIAAM) BAAIW OT OTOMHUTENBHBIX M BEHTHIISILIMOHHBIX
CHCTEM Ha BBICOTE HE MEHee | M OT IoJ1a, mapaMeTpOB BO3YIIHOW CPEIbL:

a) B CIIEIMAIM3UPOBAHHOM 3/IaHUU - HE peke | pa3a B HE/IEIO;

0) B cHenuaibHO OOOpPYIOBAaHHOM [UIsl XPaHEHUS JOKYMEHTOB H30JIUPOBAHHOM
MTOMEILIEHUH - HE PEKe 2 pa3 B HEJEINIO;

B) IPU HECOOTBETCTBUU MMapaMeTPOB HOPMATUBHBIM TpeOOBaHUSM - 1 pa3 B CyTKH.
91. B apxuBe A0MKHAa BECTUCH (PUKCAIMS TEMIEPAaTypHO-BIAKHOCTHBIX XapaKTEPUCTHK

BO3,Z[yHIHOI>'I CpCAbl B apXUBOXPAHUIIMIIC U MCP, NPUHATBIX MO0 HOPMAJIM3AIUU TCMIICPATYPHO-
BJIAJKHOCTHOT'O PEKHMMaA B ClIydasax €ro HapyumcHu .
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92. Hapnexamiee CaHUTAPHO-TUTMEHUYECKOE  COCTOSIHME B apXUBOXPaHUIUIIE
MOJIJICP)KUBACTCS TIPOBEACHUEM B HEM HE PEXKe OJHOTO paza B MeCSIl BIXKHON YOOPKHU IOJIOB,
oOecnplUTMBaHUsl O0OOPYIOBaHUS W TEPBUYHBIX CPEJCTB XPAaHEHHUS, OOpaOOTKH I[OKOJHHBIX
gacTei CTeHHa)Keﬁ, IJIMHTYCOB, IIOJOKOHHHUKOB BOJHBIMU paCTBOpaMU aHTHUCCIITUKOB.

93. ApxXuBHbBIE JOKYMEHTBHI, MOJBEPrIINEcs OHUOJOTUYECKOMY MOPAXKEHHIO, MOJJIeKaAT
HEME/UICHHOW  W30JIUMM M CAaHUTAPHO-TUTHEHWYECKOH  00paboTke  (Ie3uH(eKIud,
JNE3WHCEKIIMH), a apXUBOXPAHWIUIIE, MOPaXEHHOE OHOJIOTMYEeCKMMU BpEAUTEISIMH, -
J€paTU3aLNH.

VIII. ObecneyeHne COXPAHHOCTH APXHUBHBIX JOKYMEHTOB

94. Ha 0050xKe €IUHHIIbBI XpaHEHUs! JOKYMEHTOB Ha OyMa)KHOM HOCHTENE YKa3bIBaeTCs
ApXHUBHBIA MU(P B COOTBETCTBUU ¢ TyHKTOM 45 [IpaBui.

EnvHAIBl XpaHEeHUs JTOJDKHBI Pa3MENIaThCsl B apXMBOXPAHWIHINE Ha CTEUIaXaxX WIA B
mkadax (ceridax).

Cremnaxku v mKadbl JODKHBI OBITH NMPOHYMEPOBAaHBI B KAXKIIOM apXMBOXPAHWIMIIEC B
HOpsiIKE cleBa HalpaBO OT BXOJHOW JBepH, MOJKM Ha CTeJUlakaX JOJDKHBI OBITh
IIPOHYMEPOBaHbI 110 LIKadaM B MOPSAJKE - CJIEBAa HAIIPABO, CBEPXY BHU3.

[Ipy OTCYTCTBUHM B OpraHe MECTHOTO CaMOYIPABJICHHs, OPraHU3aLUH apX UBOXPAHHIIHIIA
apXMBHBIE IOKYMEHTHI Pa3MEIIAlOTCs B 3aUparoIuXcs mKadax, ceidax.

95. Mecro XxpaHEHHs €AMHUIl XpAaHEHUS B apXUBOXpaHWHILE (UKCUPYETCS B
TOMOTPAQHUUECKUX YKa3aTeNsAX: TOCTEIUIAXHOM (pEeKOMEHIyeMblii oOpas3er TpuBEIeH B
npunoxkenun N 13 x IlpaBwiam), u, npu Hammuuu Oosiee oaHOro ¢GoHAa, MOPOHIOBOM
(pexomeHnayemblii oOpa3zen npuseneH B npuioxkenuu N 14 k [Ipasunam).

[Tpu BeneHuun TomorpaguuecKoro ykasareisl OJIMH €ro 3K3eMIUIIp JOJDKEH XPaHUThCS y
paboTHUKAa apxuBa (JMIa, OTBETCTBEHHOI'O 3a AapxuB), BTOPOH - pa3Meliarbcs B
COOTBETCTBYIOILIEM apXNBOXPAHUIIHILE.

Tonorpadgudeckue ykazaTesid He COCTaBISIOTCS MPU OTCYTCTBUH apXHUBOXPAHWIIUIIA.

96. MW3meHeHMs, NPOUCXOASIIME B pa3MEUICHWM E€AMHULl XPAHEHMs], JOJDKHBI
CBOEBPEMEHHO OTPAXKaThCS B TOMOTpapUUECKUX yKa3aTeaX.

97. ApxXuBHBIE JIOKYMEHTBl INPOBEPSIOTCS Ha MpeaMeT UX (PAKTUYECKOTO HaIu4yus U
(bu3NYECKOro COCTOAHUS (Aalee - MPOBepKa HAIUYKs) B INIAHOBOM MOPSIKE.

[TpoBepka HaMMuMsl JOKYMEHTOB Ha OyMa)KHOM HOCHUTEJNE JOJKHA MPOU3BOIUTHCS HE PEkKe
oaHoro paza B 10 met (¢ mometkoit " /[ cykeOHOTO MoIb30BaHMs" - HE PEKE OJTHOTO pasza B 5
ner <34>).

<34> Ilynkr 2.9 nocranosnenus IIpaBurtensctBa Poccuiickoit dexepaumu ot 3 HOAOpPA
1994 r. N 1233 "OOG yrBepxacHuu IlomoxxkeHuss 0 TOpsSAKE OOpameHus cO CIyKeOHOM
uHpopMaLell OrpaHUYEHHOT0 PACIpOCTpaHeHUs B (peaepaibHbIX OpraHax HCIOJHUTEIbHON
BJIACTH, YIOJHOMOYEHHOM OpraHe YIpPaBJIEHUS HCIIOJIb30BAHUEM aTOMHOW SHEpPruu U
YIIOJIHOMOYEHHOM OpraHe M0 KOCMUYECKOH JiesiTensHocTH" (Jlanee - moctaHoBneHue N 1233).
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IIpoBepka HamMuus SJIEKTPOHHBIX APXUBHBIX [IOKYMEHTOB JOJKHA IPOM3BOIUTHCS B
cooTBeTcTBUM ¢ myHKTamu 152, 153 IlpaBui; ayauoBHU3YaJIbHBIX JTOKYMEHTOB - MYHKTOM 167
[IpaBuit.

08. BxemnanoBas TMpoBepKa HAIMYUS APXWBHBIX JOKYMEHTOB (CIUIONIHAS — WJIU
BBIOOpPOYHAs) HA3HAYAETCSI:

a) IPU CMEHE PYKOBOAMTENS apXuBa (pabOTHUKA, OTBETCTBEHHOTO 32 apXVB);

0) mnpu TMOATOTOBKE AapXMBHBIX JIOKYMEHTOB K Iiepefaye B TOCYJapCTBEHHBIN
(MyHULIMTIAJIBHBIN) apXUB (JJ1s1 TOCY/IapCTBEHHOT'O OpraHa, Oprana MECTHOTO CaMOYITpaBJeHUs, a
TaK>Ke JJIs OpraHu3alliy, BEICTYIAIOIEH HCTOUHUKOM KOMIUIEKTOBAHHUS );

B) IIOCJIE MACCOBOIO IMEPEMEIIEHUsI apXUBHBIX JOKYMEHTOB, UPE3BBIUAHOM CHUTyallUd U
(unmu) Ipyrux OOCTOSITENBCTB, B PE3yJbTaTe KOTOPHIX OHU MOIJIM Obl OBITH yTpadeHbl WIH
HOBPEXKICHBI;

I) IpU pEeopraHu3allii TroCyJapCTBEHHOTO OpraHa, OpraHa MECTHOIO CaMOYIpPAaBIICHHUS,
OpraHu3alIiHu.

99. IlpoBepka Hamuuus JOKYMEHTOB IPOBOJUTCA IBYMs paOOTHHKAMHU apxuBa (JIHILIOM,
OTBCTCTBCHHBIM 3a apXWB, U HHBIM CIICHUAIBHO Ha3Ha4YaCMbIM pa60THI/IKOM) MoCcpcaACTBOM
BU3YaJIbHOTO OCMOTpa €IMHUI] XpPaHEHHUs M CBEPKU ONHUCATENbHOM CTaThu OMNMCHU JIell,
JIOKYMEHTOB C 3aroJIOBKOM (OIMCAaHUEM) Ha O0JI0XKKE €AMHUIIBI XPaHEHHUS.

100. IIpoBepka Hanmu4Msl JOKYMEHTOB BKJIIOUYAET:

a) BBIBEPKY apXUBHBIX YYETHBIX JIOKYMEHTOB W YCTPAaHEHHE BBISBICHHBIX B HHX
HETOYHOCTEM;

0) yctaHoBieHHE (PaKTHUECKOTO HAIMYHUS €IMHULl XPAHEHHUSI B COOTBETCTBUU C apPXUBHBIMHU
YYETHBIMU JOKYMEHTaMU;

B) BBISIBIIEHHE HEMPAaBUIBLHO 0(OPMIICHHBIX €IUHUI] XpaHEeHUs (1en);

I') BbISIBIIEHHME M IMOCTAHOBKY Ha YYeT JOKYMEHTOB M E€JUHUIl XpaHEHUs, TPeOyroImux
(GU3UKO-XMMHUYECKOH, MpoduiakTuyeckol W (WIM) pecTaBpalMOHHO-TPOPUIAKTHYECKON
00paboTKu;

1) OPraHU3aLUI0 PO3BICKA OTCYTCTBYIOUIUX JOKYMEHTOB.
101. Ilpu npoBepke HATUUUS TOKYMEHTOB HEOOXOIUMO:

a) COXpaHATh TMOPSJAOK PACIOIOKEHUS €IUHHI] XPAHEHHUS COTJIACHO TOTMOrpaduyecKuM
yKa3aTelsim;

0) momemaTh Ha MeCTa HaAJEXKalero XpaHeHUs OOHapyKEHHbIE BO BPEMs MPOBEPKHU
HENPAaBWJIBHO Pa3MELICHHbIE €INHULBI XPAHEHUS;

B) NU3bIMAThH C nocneny}omeﬁ I/ISOJ'ISIHI/IGI\/'I JOKYMCHTBI, CIWMHUILIbI XPAHCHUSA, 3apaKCHHBIC
MUIECEHBI0 U (MJTU) JPYTUMU OMOJOTHYECKUMH BPEIUTETSIMH (A1 JOKYMEHTOB Ha OyMaskKHOM
HOCHTEJE);

r) npocrasiaTh otMeTKy "[IPOBEPEHO" ¢ ykazaHueM HOoMmEpa M AaThl akTa IPOBEPKHU B
KOHIIE POBEPEHHOI OMUCH 1€, TOKYMEHTOB.



102. B xoae npoBepKu HATUYUS JOKYMEHTOB HE JOITYCKAETCS:

a) BHOCUTH BBISBIICHHBIC B XOJI¢ TIPOBEPKU HEYUTCHHBIC JIea, JOKYMEHTHI B OMHCH JI0 UX
TEXHUYECKON 00paOOTKH M ONMHUCAHUS (BKIIOUEHHUS B OITUCH JIEN, TOKYMEHTOB);

0) nenarp Kakue-IM00 MOMETKU HIIM 3allKCH, HE MPEIyCMOTPEHHBIE IPOIIECCOM MPOBEPKU
HQJIM4YMA U COCTOSHUSA, B ONUCIX JEJ, JTOKYMEHTOB, U B JPYI'MX OOS3aTENbHBIX APXHUBHBIX
YYETHBIX JJOKYMEHTaX.

103. Ilo pe3ynbTaraM MOpPOBEPKU HAJIM4YUs JOKYMEHTOB JOJDKHBI OBITH COCTaBJICHBI U
NOJNKMCaHbl pabOTHUKAMU apXuBa (JUIAMU, TPOBOJUBIIMMHU MPOBEPKY), @ 3aTE€M YTBEPKICHbI
PYKOBOJMTENIEM TIOCYAApCTBEHHOIO OpraHa, OpraHa MECTHOIO CaMOYIPABJICHHS, OpraHU3aluu
WIM YIIOJTHOMOYEHHBIM UM JIMIIOM:

a) aKT MPOBEPKU HAJIMYUS U COCTOSIHMS apXUBHBIX JOKYMEHTOB (PEKOMEHyeMbli oOpasen
npusesieH B npuioxkenuu N 15 k [IpaBunam);

0) aKT O TEXHHYECKHX OIIMOKaX B YUETHBIX JIOKYMEHTax (pEKOMEHIyeMbId oOpasel]
npuBesneH B npuiokeHun N 16 x IIpaBunam), KOTOpbIH COCTaBISETCS B CIIy4ae BBISIBIICHUS
HECOOTBETCTBHS 3aMUCEH B apXUBHBIX YUETHBIX JOKYMEHTaX (hakTHuecKoil uHpopMaIny;

B) aKT 00 OOHapyXeHHM apXUBHBIX JOKYMEHTOB, HE OTHOCSIIMXCS K JaHHOMY (QOHIY U
HEYYTEHHBIX (peKOMeHIyeMblii oOpasel npuBesaeH B npuioxenud N 17 k [IpaBunam), koTopslid
COCTaBJISIETCS B cllyyae OOHApYKEHUs HEYYTCHHBIX apXMBHBIX JOKYMEHTOB, HE OTHOCSIIMXCS K
JaHHOMY (OHITY.

HpOBepKa HaJIM4YUA OJOKYMCHTOB CUHUTACTCA 3aBepIH€HHOI71 IIOCJIC YTBCPIKACHHA aKTa
MMPOBEPKHU HAIU4YHA U COCTOSHUA ApXUBHBIX HJOKYMCHTOB, IIOCJIC BHCCCHUSA IIO PE3yJibTaTaM
IMPOBEPKa H€O6XO}II/IMI>IX W3MCHEHUH B APXUBHBIC YUYCTHBIC JOKYMCHTDEI.

104. Ecnu mpoBepkod HamuuMsi U COCTOSIHHUS JIOKYMEHTOB YCTAHOBJIEHO OTCYTCTBUE
JIOKYMEHTOB (J1€J1), TOJKEH OBITh OPIraHU30BaH UX PO3BICK, IPOBOJUMBIN B TEUEHUE OJTHOTO ro/ia
C J1aThl BBIABJIEHUS MX OTCYTCTBHS. Jlomyckaercs MpoUIeHHE CPOKa PO3bICKA JOKYMEHTOB Ha 1
TOJI.

B ciyuae oTpunaTtenbHbIX Pe3ylbTAaTOB PO3bICKA COCTABISIETCS aKT O HEOOHapyKEHUH
apXUBHBIX JOKYMEHTOB, IIyTH pO3bICKa KOTOpPBIX HCUEpHaHbl (peKOMEHAyeMblii oOpaser]
npuBefeH B mpuiaokennn N 18  k  IlpaBumam), yTBepKIaeMmblii  pyKOBOAMTEIEM
rOCyJapCTBEHHOTO  OpraHa, oOpraHa MECTHOIO CaMOYIPABJIECHUS, OpraHU3allMd  WIN
YIIOJTHOMOYEHHBIM UM JIULoM 110 cornacoBanuto ¢ OK wmm [[OK. K akTy npunaraercs cipaBka o
IIPOBEICHUM  PO3bICKA. ['OCYIapCTBEHHBIM OpraH, oOpraH MECTHOI'O CaMOYIIPaBJIICHUs,
OpraHu3aiysl - MCTOYHUK KOMILJIEKTOBAHUS TOCYJAapCTBEHHOIO (MYHHMLMIAIBLHOTO) apXHWBa B
cily4yae HEOOHapy>KEeHUsI JTOKYMEHTOB, OTHECEHHBIX K cocTaBy ApxuBHOTO ¢onma Poccuiickoi
®denepanuy, JOJKHBI MPEJACTaBUTh aKT O HEOOHAPYKEHMM AapXHMBHBIX JIOKYMEHTOB, MYyTH
pO3bICKa KOTOPBIX HCYEpHaHbl, B COOTBETCTBYIOIIUN TOCYAAPCTBEHHBIM (MYHHUIIMIIAIbHBIN)
apXuB WJIM YIOJIHOMOYEHHBIH OpraH HCIOJHUTEIbHON BlacTu cyObekTa Poccuiickoit
Oenepanuu B cepe apXUBHOTO Jieia Al MPUHATHS PELIEHUS O CHATHH yTPAue€HHBIX €IMHUI
XpaHEHUs C yyera.

105. ApXuBHBIM  [OKYMEHT, COCTOSHHE KOTOPOTO  HCKJIFOYAeT  BO3MOXKHOCTH
BOCCTaHOBJICHHSI €r0 MaTepUalbHOTO HOCHUTENS U HCIOJIb30BaHUS  (BOCIIPOM3BEJCHMUS)
coJieprkanieiicst B HeM MH(OpMalKy, IPU3HAETCS HEUCIPABUMO MOBPEXKIEHHBIM.

106. HpI/I BBIABJICHUH HCUCIIPABUMO IMOBPCIKACHHOI'O apXUBHOI'O JOKYMCHTA COCTABJIACTCA



aKT O HEHCIPaBUMbIX MOBPEXICHUSIX AapXMBHBIX JOKYMEHTOB (pEKOMEHAyeMblil o0Opaszer]
npuBeneH B npwiokeHun N 19 k IlpaBunmam), KOTOpBIM yTBEp)KAAETCS PYKOBOIUTEIEM
rOoCyJapCTBEHHOI'O OpraHa, OpraHa MECTHOTO CaMOYIIPaBJICHMs, OpPIraHU3alUM WM HHBIM
YIOJIHOMOYEHHBIM UM JIOJKHOCTHBIM JIMIIOM 110 coryiacoBanuio ¢ LIDK (OK).

B cnywae BbIsSBICHHS HEUCHPABUMO IOBPEXKJIEHHOTO JOKYMeHTa ApXxuBHOro (¢HoHmaa
Poccuiickoit ®enepanuu, akT O HEUCHPABUMOM IOBPEXKICHUU aPXUBHBIX JOKYMEHTOB
HamnpasisieTca Ha paccmoTrpenue JIIK apxuBHOro yupexuaenus mnocie cornacoBanus ¢ [[OK
(OK). Ilocne BbiHeceHUsI peHIEHUS O NPU3HAHUKM APXUBHOTO JOKYMEHTa HEUCIPaBUMO
MOBPEXKACHHBIM aKT YTBEPKAACTCA PYKOBOIAUTENIEM TOCYIapCTBEHHOI'O OpraHa, oOpraHa
MECTHOTO  CaMOYIIpaBJEHHUS, OpraHU3alMK WM  YINOJHOMOYEHHBIM UM  JIMIIOM U
COOTBETCTBYIOIIME U3MEHEHHUSI BHOCSTCS B ApXUBHbBIC YUETHBIC TOKYMEHTBHI.

107. ApxuBHbIE JOKYMEHTHI BBIJIAIOTCS BO BpPEMEHHOE I0JIb30BAHHE HA OCHOBAHUU
MUCBbMEHHOTO pa3pelieHUs] PYKOBOIUTENS TOCYJapCTBEHHOIO OpraHa, oOpraHa MECTHOTO
CaMOYTIPaBIICHUS, OPTaHU3AIUN WIH YIIOJITHOMOYEHHOTO UM JIUIIA:

a) cy/1eOHbIM, IPAaBOOXPAHUTENIBHBIM U UHBIM YIIOJTHOMOYEHHBIM OpraHaM B COOTBETCTBUU
¢ 3aK0oHOJaTenbCTBOM Poccuiickoi Penepannu;

6) IJIA DKCIIOHUPOBAHUA HA CPOK, OHpeI[eHeHHBIfI COOTBCTCTBYIOIIUM OOI'OBOPOM;

B) pabOTHHKaM CTPYKTYPHBIX TOJpa3JelieHHi TOCyJapCTBEHHOTO OpraHa, opraHa
MECTHOT'0 CaMOYIIPaBJIEHHs, OpraHU3alMy B LENAX Pealn3aluu UX CIyKEOHBIX 00s3aHHOCTEH
Ha CPOK He 0oJiee OAHOro Mecsla.

108. EnuHuLBl XpaHEHMs, BBIIABAEMBIE BO BPEMEHHOE II0JIb30BAHUE, JIOJDKHBI HMETH
apXUBHBIM MHM(P, TPOHYMEPOBAHHBIE JHUCTHI, JUCT-3aBEPUTENb JI€la U JIUCT HCIOJIb30BAHUS
JIOKYMEHTOB (peKoMeHayeMblii oOpa3er] npuseseH B npuinoxenud N 20 k [lpaBuiam).

Bbigaua enuHuUIl XpaHEHUs, HAXOJAUIMXCA B HEYIOBJIETBOPUTEIBLHOM (HHU3MUECKOM
COCTOSSHUM U HE TMpOUIeIIIUX TEXHUUYECKOro OQOpMIIEHUS M ONHUCAHUSA, MOXET ObITh
OrpaHHyeHa.

109. EnuHunpsl XpaHEeHMS BBIJAIOTCS BO BPEMEHHOE II0Jb30BAaHME Ha CPOK, HE
IIPEBBIIIAFOIINI:

a) OJHOTO MecAlla - JJIS HUCHOJb30BAHUS PAOOTHUKAMHU  (TOCYIapCTBEHHBIMHU,
MYHULIMNIAJbHBIMA ~ CIYXKAIlMMHU)  TOCYAapCTBEHHOTO  OpraHa,  opraHa  MECTHOI'O
CaMOYIIPaBIICHUs], OPraHU3aLUU;

6) meCTu MECALCB - Cy21€6HI)IM, IMPaBOOXPAHUTCIIBHBIM W HWHBIM YIIOJJHOMOYCHHBIM
opraHaM.

HpO)IJ'IeHI/Ie YCTAHOBJICHHBIX CPOKOB BBIJAYX JOKYMCHTOB JOITYCKACTCA C paspCUICHUA
PYKOBOAUTCIIA TOCYAApCTBECHHOI'O0 OpraHa, OopraHa MCECTHOI'O0 CaMOYIIPABJICHHA, OPraHU3alluU
HJIN JIMIa UM YIIOJTHOMOYCHHOTIO.

110. Bblgaua apXMBHBIX JOKYMEHTOB BO BPEMEHHOE I10JIb30BaHHME IPOU3BOJUTCSA Ha
OCHOBAaHMM aKTa O BBbIJA4€ apXHUBHBIX JOKYMEHTOB BO BPEMEHHOE IOJb30BaHUE
(pexomenayemblit oOpa3zer npusesaeH B npuiokeHu N 21 k [IpaBuiam).

Bbigaua  apXMBHBIX ~ JJOKYMEHTOB  paOOTHHUKaM  CTPYKTYPHBIX  MOJApa3JesieHui
rOCYJapCTBEHHOIO OpraHa, oOpraHa MECTHOIO CaMOYIIPaBJIEHUS, OpraHU3alMu B LEJIX



peanu3anuu uX CIYKEOHBIX OOS3aHHOCTEH MPOW3BOAMTCS HAa OCHOBAHWM 3aKa3za (CITyKeOHOM
3aIIMCKH, 3a;1131<1/1) Ha BbIAa1y CAUHUIL] XPAHCHUS.

@dakT BBIJIAYM CIMHUI] XPAHCHUS TTOJICKUT 00s3aTeIIbHON (DUKCAITUH.

[Tpu vanuuuu CX3D/1 yuer BblAauM JOKYMEHTOB, B TOM YHCJIE BO BPEMEHHOE I10JIb30BAHUE,
BEJIETCSI B DJICKTPOHHOM BHJIE.

111. B cayuyae BblJaud apXUBHBIX JIOKYMEHTOB BO BPEMEHHOE I10JIb30BAHUE WHBIM
rOCyapCTBEHHBIM OpPraHaM, OPraHaM MECTHOI'O CAMOYIPABIEHUs, OpraHU3alusM, B MOPAIKE,
npenycMoTpeHHoM nyHkToMm 107 IlpaBwii, ux BbIHOC paspemiaercss no mnpomyckaMm. Ilopsmox
o(opMIIeHHS U BBIIAYU NIPOITYCKOB YCTAHABIMBACTCS JIOKAJIbHBIM HOPMAaTHUBHBIM aKTOM.

112. Ilpu TpaHCTIOPTUPOBKE apXUBHBIX JOKYMEHTOB BHE apXMBa JOJKHBI ObITh:

a) coOJIOACHBI YCJIOBHS, MPEIOTBpAIIAIOIINE BO3JCHCTBHE HAa HHUX BPEIHBIX (aKTOPOB
OKPY>KaIOIIEeH Cpeibl U MEXaHUYECKUX MOBPEXKICHUM MOCPEACTBOM NMPUMEHEHUS CIEIHUATbHBIX
Tapbl U YIaKOBKH;

0) obecrie4eHo UX COMPOBOXKIEHNE PAOOTHUKOM apXHUBa.

113. Beligauy enuHUI] XpaHEHHUS BO BPEMEHHOE TI0JIb30BaHUE U MPUEM UX 00paTHO, B TOM
YHUCIIC TOJIMCTHYIO TPOBEPKY HAIWYHS M COCTOSHHUS JOKYMEHTOB Tepei BBIJAYCH W TIpU
BO3Bpare, MPOU3BOIUT PAOOTHHUK apXHBa (JIMIIO0, OTBETCTBEHHOE 32 apXUB) B MPUCYTCTBHUH JIUIIA,
MoJIyJaroniero (BO3BpAIAIONIET0) EAMHHUIBI XpaHeHus. Ha MecTo BbIIaBaeMbIX EIUHUIL
XpaHEHHsT W ONKCeH Jiel, JOKYMEHTOB JOJDKHA IOMeNaTrbes (MOJAKIAAbIBAThCS) KapTa-
3aMeCTUTENh CIIMHUIIBI XPaHeHUS (PEKOMEHIyeMbIl 00pasell MpuBeAeH B npuiiokeHun N 22 k
[TpaBunam). [1pu BO3BpallleHUH SIUHUIIBI XPAHCHUST KapTa-3aMEeCTUTEIb U3bIMACTCS M XPAaHUTCS
10 MHUHOBAHUS HaJOOHOCTH.

IX. Benenue YueTra apxXMBHBIX JOKYMEHTOB B I'OCyI1apCTBEHHOM
OpraHe, opraie MECTHOro caMmoynpaBJICHUS, OpraHu3anuu

114. quTy MOJICIKAT BCC HAXOAAIHUECS HA APXUBHOM XpaHCHUU JOKYMCHTBI, B TOM YHCJIC
JOKYMCHTHI 11O JIMYHOMY COCTAaBY, KOIMMHW NOKYMCHTOB, BKIIFOUYCHHBIC B (1)0HI[ IIOJIB30BaHUA (HpI/I
HaJ'II/I‘II/II/I) " OIIMCH ACJI, ZOKYMCHTOB, OIMNUCHU 3JICKTPOHHBIX JOKYMCHTOB.

OcoOeHHOCTH ydYeTa »JJICKTPOHHBIX, ayJHOBH3yaJIbHBIX JOKYMEHTOB YyCTaHOBJICHBI
nynktamu 138, 141, 164, 168 u 169 I1paswu.

115. TocynmapcTBeHHBIN Oprad, OpraH MECTHOTO CaMOYIMPAaBIICHUs, OpTaHHU3aIs,
SBJISIOMIASACS MCTOYHUKOM KOMIUIEKTOBaHMS TOCYJApCTBEHHOTO (MYHMIMIIAIBHOTO) apXHBa,
MPEJICTaBISIIOT B TOCYIaPCTBEHHBbIN (MyHUIIMIAIBHBIN) apXyUB y4eTHbIe cBelleHus: 00 o0beme U
COCTaBe XpaHAIUXCA B apxvBe (HAXOAIIMXCS Ha apXMBHOM XpaHEHUHM) JTOKYMEHTOB
ApxuBHoro ¢onna Poccuiickoit ®enepanuu M APYyrux apXUBHBIX JOKYMEHTOB B ¢opMme
racropra apxuBa B COOTBETCTBHUM C TIOPSAKOM TOCYJapCTBEHHOIO y4yeTa JOKYMEHTOB
ApxusHoro ¢onna Poccuiickoii deneparinu, ycTaHOBICHHBIM YIIOJTHOMOYEHHBIM (eiepaibHbIM
OpraHOM MCIOJHUTENIBHON BJIACTH B chepe apXUBHOTO Jefia U AETOMPOU3BOACTBA <35>,

<35> [loamynkT 11 mynkra 6 [Tonoxxenust o Pocapxuse.

116. OCHOBHBIMM €TMHHMIIAMHU y4Ye€Ta apXMBHBIX JOKYMEHTOB SIBJISIOTCS apXHUBHBIN (OH],
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eIMHUIIA XPAHCHHUS.

117. CBenenusi 06 o0beMe M COCTaBe E€AMHUI] XPAaHEHHs YKa3bIBAIOTCS B ApXHBHBIX
y4eTHBIX JOKyMeHTaX. OOs3aTelbHbIC M BCIIOMOTrATeNIbHbIC APXUBHBIC YYETHBIC TOKYMEHTBI
BEJIYTCS Ui OOCCIICUCHHsI y4eTa MOCTYIUICHHS, BBIOBITHS, KOJUYECTBA, COCTaBa M COCTOSHHUSI
ApXUBHBIX JOKYMEHTOB.

118. B cocraB 00s3aTeNbHBIX YYETHBIX JOKYMEHTOB apXWBa BXOIAT KHHUTa Yyyera
HOCTYIUICHUS ¥ BEIOBITHS JIeJ1, TOKYMEHTOB (PEKOMEHIYeMbIii 00pasel] MPUBECH B MPUIIOKECHUN
N 23 k IlpaBunam), nuct ¢onaa (peKoMeHayeMblii o0pasell mpuBeaeH B mpuioxeHnd N 24 k
[IpaBunam), onmuck 111, TOKYMEHTOB, OIHMCH 3JIEKTPOHHBIX JJOKYMEHTOB; A€J0 GoH/a.

K BcmomorarensHBIM YYCTHBIM JOKYMCHTAM OTHOCATCA:

a) cnucok ¢GoHAOB (PEKOMEHAyeMbI oOpaser] mnpuBeaeH B mnpuiokeHnn N 25 K
[TpaBmiiaM), KOTOPBIM COCTABIISIETCS TMPU OCYIIECTBICHUHM XPAaHEHHUS ApXUBHBIX JTOKYMEHTOB,
OTHECEHHBIX 00Jiee YeM K OHOMY (QOH/IY;

0) KHHTA BBIJJAYH SUHUI] XPAHCHUS BO BPEMEHHOE IT0JIh30BAHNC,
B) peecTp omucei (pekoMeHIyeMblii o0pasel] npuBeeH B npuioxeHuu N 26 k [IpaBunam);
I') CIIMCOK UCTOYHUKOB KOMILJIEKTOBAHUS;

n) Tomorpaduyeckue ykazareiau (IMOCTeaxHbW W MOGOHIOBBINA) (IMIPU HAIMYUU
apXMBOXPaHWINII);

€) KaTajory;
) yKazaTemiHu.

FOCY,I[apCTBCHHHﬁ opraH, oOpraH MECTHOIO CaMOyIIpaBJICHUA, OpraHu3anusgs MOryT
HCIIOJIB30BATh CaMOCTOATCIIbHO MHBIC BCIIOMOTI'aTCJIbHBIC YYETHBIC (1)OpMI>I.

CXDJl (npu Hanmuuuu) JOJDKHA OOECHeunBaTh BKIIOUEHUE JAaHHBIX, AHAJTOTUYHBIX
MOKa3aTeJIsiM, PETyCMOTPEHHBIM 00s3aTEIbHBIMUA APXUBHBIMU YYETHBIMH JIOKYMEHTaAMH.

119. B kHuMry ydera NHOCTYIUIGHUS W BBIOBITHS [€J]l, JOKYMEHTOB IIOCJIEJOBATEIBHO
BHOCSITCSI BCE NEpPBUYHBIE W MOBTOPHBIE MOCTYIUIEHUs (BBIOBITHS) J1ed, JOKyMeHTOB. Kaxmoe
HOCTYIUIEHUE (BBIOBITHE) B Mpeienax OTYETHOTO I'o/la MOTydaeT MOPSAKOBBII HOMEp B BaJlOBOM
HOCJIEI0BATENBHOCTH.

120. E)KeFO,Z[HO MMOABOAUTCS HUTOT' KOJIUYCCTBA IMOCTYIIUMBIIHUX H BBIOBIBIIIHUX 3a rog Aaci,
JOKYMCEHTOB I10 COCTOSIHHIO HA 1 sHBaps, CICAYOIICTO 3a OTYCTHBIM I'OJOM.

121. Jluct ¢oHma cocraBiseTcs Ha KaxXAbIH apxuBHbIML ¢oHa. B mucre ¢onaa
YYHUTHIBAOTCS BCE TTOCTYTUICHHS M BBIOBITHS OMIMCAHHBIX M HEOTMCAHHBIX JOKYMEHTOB (POHIA.

JIuctel (OHIOB XpaHATCS B MOPSAIKE BO3pACTaHHsI HOMEPOB apXWBHBIX (OHIOB. JIMCTHI
¢boH10B GOPMUPYIOTCS B JI€]I0, K KOTOPOMY COCTABIISIETCS JIUCT-3aBEPUTEND.

B JINCTC-3aBCPUTCIIC YKA3BIBAIOTCA 0611166 KOJIMYCCTBO JIMCTOB JOKYMCHTOB, BKIIFOUCHHBIX
B J1€JIO, HAYAJIbHBIC W KOHCYHBIC HOMEpPA apXHBHBIX (1)OH}10B, 06HIGG KOJIMYCCTBO APXHUBHBIX
(I)OH,Z[OB, JIMCTBI KOTOPBIX BKIIFOUCHBI B ACJIO.



122. B neno ¢oHaa BKIIIOYAETCS KOMIUIEKC TOKYMEHTOB (MCTOPHYECKHE M TEMaTUUYECKHE
CIPaBKH, JOTOBOPBHI O TMepenadye JOKYMEHTOB Ha TOCTOSHHOE XpaHEHHE, aKThl MPOBEPKHU
HAJIMYHS U COCTOSIHHS JOKYMEHTOB, aKThl O TEXHUYECKUX OIMUOKAxX, aKThl IpUEMa U TepeIadH,
AKThI BBIJICIICHUS JIST U IOKYMEHTOB K YHUYTOXXCHHIO, aKThI 00 YTpaTe U aKThl O HEUCITPABUMBIX
NOBPEXKICHHUAX, aKThl 00 OOHApY)KCHHH JOKYMEHTOB, aKThl PACCEKPCUMBAHHS W JPYyTUe
JOKYMEHTBI, OTpaxaromme paboTy ¢ (QOHIOM) MO HMCTOPHUHM HCTOYHUKA KOMIUICKTOBAHUS
(bonmoobpaszoBarenss) U apxuBHOro (oHAa, OOBEIUHEHHOTO apXMBHOTO (GOHAA M aPXUBHOMN
KOJIJIEKIIHH.

123. Jlns mOEAMHUYHOTO M CYMMapHOIO Y4eTa apXUBHBIX JIOKYMEHTOB, 3aKpEIJICHUS
MOPsIIKa UX CHUCTEMAaTH3alllH, y4eTa U3MEHEHUN B COCTaBE W 00bEeMEe apXUBHBIX JIOKYMCHTOB
COCTaBJISICTCS OIMUCH JIETl, TIOKYMEHTOB, OIUCH AIEKTPOHHBIX TOKYMEHTOB.

124. Cnoucok QoOHIOB BemeTcs B TOCYIApCTBEHHOM OpraHe, OpraHe MECTHOTO
CcaMOYIpaBJIEHUS, OpraHU3allMU, XpaHALleH NOKYMeHTHl Oosee dyem onHoro (ouma. Kaxabiit
apxuBHBII (POHI BKIIOYAETCS B CIHCOK (POHIOB TOJBKO OJHMH Pa3 MpPU TEPBOM IOCTYIUICHUH
apXUBHBIX IOKYMEHTOB yKa3aHHOro Gonaa. Kaxxaomy ¢hoHay nmprcBanBaeTcsi HHANBUAYAIbHBII
HOMEp, KOTOPBIA COXpaHsETCs 3a HUM BO BCEX YYETHBIX JoKyMeHTax. Homepa ¢onmam
MPUCBANBAIOTCS B BAJIOBOM MOPSIIKE.

B ciygae nepenaun apxuBHOTO ()OHJIA B IPYTOi rOCyIapCTBEHHBIN OpraH, OpraH MECTHOTO
caMOYIIpaBJIEHUs], OPraHU3aIMI0, BKIOUYEHUS €ro B COCTaB OObEIUHEHHOIO apXUBHOIO (poHaa
WIM BBIIEJICHUS BCEX JIOKYMEHTOB K YHUYTOXEHHIO OCBOOOJMBIIMICS HOMEp JpPYromy
apXUBHOMY (DOH]Ty HE IPUCBAUBAETCSI.

OObenuHEHHBIC apXWBHBIC (OHIBI W APXUBHBIC KOJUICKIIMW YYHUTHIBAIOTCS Ha OOIINX
ocHoBaHusAXx. OOBEAMHEHHOMY apXUBHOMY (OHAY, OOpPa30BaHHOMY W3 apXUBHBIX (OHJIOB,
paHee YUYTEHHBIX CaMOCTOSITEIIBHO, IPHCBAMBACTCS HOMEP OJHOTO W3 apXUBHBIX (OHIOB,
BKJIFOYEHHBIX B €r0 COCTAaB.

Howmep apxuBHOro (hoHIa TOCYAapCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIIPaBJICHUS,
OpraHu3allii - HMCTOYHMKA KOMIUIEKTOBAHUS TOCYIAapPCTBEHHOI'O (MYHMIMNAIBHOTO) apXHBa
BHOCUTCSI B CHHUCOK ()OHJOB TOJ HOMEPOM, KOTOPBIH TPUCBOCH €My B TOCYJapCTBEHHOM
(MyHMLIMTIAJIBHOM) apXMBE.

Hazpanue apxuBHOro (hoHAa BHOCUTCSI B CIHMCOK (DOHIOB HAa OCHOBAHUU HCTOPHUECKOMN
COpaBKU K (OHIY MIM TUTYJIBHOTO JHMCTAa ONUCH JAEJ, JOKYMEHTOB, OIHCH 3JEKTPOHHBIX
JIOKYMEHTOB.

Ha3Banue apxuBHOro (oHma COCTOMT M3 MOJHOIO M (B CKOOKax) COKpPALIEHHOTO
HauMeHoOBaHUs (oHAooOpa3oBaTens (MpU HAIMYUM), C YKa3aHHUEM €ro IOJAYMHEHHOCTH,
MECTOHAXOXKACHUS, JaT CO3JaHus W JuKkBUAauuu. Eciu HanMeHoBanue (oHmooOpazoBaress
U3MEHSJIOCh, TO B CIIUCKE (DOHIOB yKa3bIBaeTCs €ro MocjieHee Ha3BaHUE B paMKax Mepuoja, 3a
KOTOpBIA MPHUHATHI JOKYMEHTHI. Bce mpenplayime n3MeHEHUs] B HAUMEHOBAaHUU OTMEYAIOTCs B
nucte GhoHma.

Ha3Banue 00BEIMHEHHOTO apXWUBHOrO (OHJA COCTOUT M3 OOOOILIEHHOTrO Ha3BaHUS
BKJIIOUEHHBIX B HEro apXWBHbIX (OHIOB. B nHcT ¢oHma BKIIOYAIOTCS BCE HAWMEHOBAHMS
rOCy/IapCTBEHHOTO OpraHa, OpraHa MECTHOIO CaMOYIPAaBJIEHUS, OpPraHU3alUuH, JAOKYMEHTBI
KOTOPBIX BKIIFOUEHBI B 00BEAMHEHHBIN QOH]I.

B Ha3BaHuM apXUBHOM KOJIJIEKIIMU YKa3bIBAE€TCS MPU3HAK (IPU3HAKHU) e (POPMUPOBAHHUS.

E)KGFOJIHO K CIIHMCKY (bOH)IOB COCTAaBJISICTC HUTOTrOBasA 3allUChb O KOJIUYCCTBEC apXHBHBIX



($hOHIO0B, MOCTYNUBIINX U BHIOBIBIIMX B TEUCHHE TOJa, M OOIIEM KOJUYECTBE apXUBHBIX (POHJIOB,
HAXOJSAIIUXCS HA XpaHEHUU B apXWBE MO COCTOSHUIO Ha | SHBapsi, CIEAYIOMIETO 32 OTYETHBIM
TOJIOM.

Crniucok ()OHIOB MOJIIMBACTCA B TBEPAYIO OOJOXKKY, JIMCTHI HYMEPYIOTCS, COCTABISIETCS
JMCT-3aBEPUTEb.

125. JIns perucrpanuu Onuceil e, JTOKYMEHTOB, ONHCEN AJIEKTPOHHBIX JTOKYMEHTOB,
ydeTa uX KOJIMYECTBA U COCTaBa BEIETCS PEECTpP ONUCEH €], JOKYMEHTOB.

B peectpe omuceii (UKCUPYIOTCS OCHOBHBIE JAHHBIC 1O COCTABY KaXJIOH OMNKCH M€,
JIOKYMEHTOB, OITMCH 3JICKTPOHHBIX IOKYMEHTOB: HOMep (hOH/1a, HOMEpP OIHUCH, BUJ JJOKYMEHTOB,
BKJIFOYEHHBIX B OIIMCh, KOJWUYECTBO E€AUHUILl XPAHECHMS, KOJUYECTBO JIMCTOB B OIHUCH U €€
JK3EMILIAPOB.

126. YuerHble 6a3bl JaHHBIX, B TOM uncie 0a3bl naHHbIX CXOJl, BeqyTesd npu HaIUYuU B
rOCyJapCTBEHHOM OpIaHe, OpraHe MECTHOI'O CaMOYIpaBJICHUS, OPraHU3ALUM TEXHUUYECKUX U
IIPOrPaMMHBIX CPEJCTB HapaBHE C 0053aTeIbHBIMU APXUBHBIMHU YUE€THBIMH JOKYMEHTaMHU.

127. ApXI/IBHHe YUYCTHBIC NOKYMCHTHI, B TOM YHCJIC 110 OJHOMY 3K3CMIUIAPY OIMCHU ACII,
JOKYMCHTOB, pasMCIIalOTCsA B IIOMCHICHUHW [JId XpPaHCHHA YYCTHBIX JOKYMCHTOB HJIM Ha
OTACJIBHOM CTCJIJIaXKEC B pa6oqel71 KOMHATeC pa6OTHI/IKa apxXrBa (J'II/II_Ia, OTBCTCTBCHHOTI'O 3a apXI/IB).

Bropoii »Kk3emmuissp ommcu Jel, JOKYMEHTOB pa3MEIIaeTcss B apXHBOXPAHWIIHINE
000CO0JICHHO OT €IMHUILl XPAHCHHUS.

128. ApxuBHBIE Y4YETHBIE JOKYMEHTBI, KpOME OIHUCEH Jel, JOKYMEHTOB, ONHCEN
3JIEKTPOHHBIX TOKYMEHTOB MpEeAHAa3HAYAI0TCS AJIS CIY>KEOHOrO IMOJIb30BaHMsI U IOJIb30BATENSAM
ApXUBHBIMH JIOKYMEHTaMU <36> He BbIIAIOTCA.

<36> Ilynkr 19 crateu 3 denepanpHoro 3akoHa N 125-03.

129. Y4er nocTymuieHus U BHIOBITHS /171, JOKYMEHTOB OCYILECTBIISETCSI HA OCHOBAHUU:

a) onucu Aeja, JOKYMCHTOB, OIIMCHU 3JICKTPOHHBIX JTOKYMCHTOB CTPYKTYPHOI'O
noapa3aciiCHud U roJ0BOIro pasaciia CBOJHOM OIHCH ACJI, TOKYMCHTOB OIIMCH J3JICKTPOHHBIX
JAOKYMCHTOB;

0) HOMEHKJATypbl €1 MpH OTCYTCTBUM OINHUCEH JIel, JIOKYMEHTOB CTPYKTYPHBIX
MIO/Pa3/ICIICHUN;

B) aKTa 0 TEXHUYECKUX OIIMOKAaxX B YUYCTHBIX TOKYMCHTAX,

r) akta 00 OOHapyXEHUH JOKYMEHTOB, HE OTHOCSIIUXCS K JaHHOMY apXUBHOMY (OHY,
HEYUYTCHHBIX;

,Z[) aKTa o HCO6Hapy)KCHI/II/I APXUBHBIX JOKYMCHTOB, ITYTHU PO3bICKA KOTOPBIX UCUCPIIAHBI;
e) aKTa O HCHUCITPABUMBIX IMOBPEKACHUAX aPXUBHBIX JOKYMCHTOB,

) aKTa IpHeMa-Tiepeladyl apXUBHBIX JOKYMEHTOB B OpPraHM3alUIO, OCYLIECTBIISIOLLYIO
JEeSTeNIbHOCTh MO0 XPaHEHUIO JOKYMEHTOB (PEKOMEHIyeMblii o0pa3el] MpUBEIeH B MPHIIOKEHUH
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N 27 k [IpaBunam);
3) aKTa O BBIACIICHUU K YHUYTOKCHHUIO JOKYMCHTOB, HC IMTOAJICIKAIINX XPAHCHUIO.

130. Ha ocHOBaHMM JOKYMEHTOB, YKa3aHHbIX B myHkTe 129 IlpaBun, BHOCSATCS
HEO0OXOIMMbIC U3MEHEHUS B 00513aTeNbHBIC APXUBHBIC YUCTHBIC JOKYMEHTHI:

a) B KHUTY ydeTa IMOCTYIUICHHS W BBIOBITUS J€J], JOKYMEHTOB U B JHCT (OHIA - MpuU
Ka)KJIOM U3MEHEHUHU B COCTAaBE U 00HEME apXHBHBIX JIOKYMEHTOB;

0) B ciicoK (POHIIOB - TIPH MOCTYIJICHUH HOBOT'O apXMBHOTO (POHIA MIIM BHIOBITHH BCEX
JieN, JOKYMEHTOB HaXOJMBLIETOCS Ha XpaHeHHH apxuBHOro ¢onma. B rpade "Otrmerka o
BBIOBITUM (oHAA" cricka (OHAOB yKas3bIBaeTCs MeCTO (aapec) BHIOBITHS apXWBHOro (oHma, a
TaKXe J]aTa ¥ HOMep JIOKyMEHTa, Ha OCHOBaHMH KOTOPOT'O OH BBIOBLT,

B) B peecTp OIUCEeH - NpU MOCTYIUICHHHM HOBOM ONMCHU WM BBIOBITUM BCEX €IMHUI
XpaHEHHs HaXOJIUBIICHCS HAa XpaHeHUH omnucu. Homep BHIOBIBIIEH OMUCH APYTrHM OIHCSAM e,
JOKYMEHTOB, OIIMCAM 3JIEKTPOHHBIX JJOKYMEHTOB HE IPUCBAUBACTCS U OCTAETCS CBOOOAHBIM;

F) B oOomucu ACJI, MAOKYMCHTOB, OIIMCHU DOJCKTPOHHBIX JOKYMCHTOB - IIpH KaXIOM
MNOCTYIINICHUU U (I/IJ'II/I) BBIOBITHH ACJI, AOKYMCHTOB, 3JJICKTPOHHBIX apXHUBHBIX IOKYMCHTOB,
YUYTCHHBIX B HaHHOﬁ OIIUCH.

COOTBGTCTByIOH_[I/IC N3MCHCHHUA BHOCATCA BO BCIIOMOTI'aTCIIbHBIC ApPXUBHBIC YYCTHBIC
JOKYMCHTEIL.

X. Opralm3auuﬂ KOMIIVICKTOBAHUS, XPAHCHUSA U YIE€TA 3JTCKTPOHHBIX
APXMBHBIX TOKYMEHTOB

131. HopmaTtuBHBIE yCIOBUS XPAHEHUS DJIEKTPOHHBIX apXUBHBIX JOKYMEHTOB
pETYJIMPYIOTCA 3aKoHOAATENbCTBOM Poccuiickoir denepanuu, JOKaIbHBIMA HOPMAaTHBHBIMU
aKTaM{ TIOCYAApCTBEHHOIO OpraHa, OpraHa MECTHOIO CaMOYIPAaBJIEHHUs, OpraHU3aLNH,
YCTaHABIIMBAIOIIMMU TPEOOBaHMUS:

a) K 00ecreueHUIO COXPAHHOCTHU JJICKTPOHHBIX APpXUBHBIX TOKYMCHTOB;

0) K MOIJEPKaHUIO IOPUAMYECKOM 3HAYMMOCTH B TEUEHHE YCTAHOBJICHHBIX CPOKOB
XPaHEHUS;

B) K pa3srpaHUYEHHUIO MTPaB JOCTYIIA K AJIEKTPOHHBIM apXUBHBIM JOKYMEHTaM;
I') K IOPSLAKY IIpUEMa-TIEpeIauy MEKTPOHHBIX APXUBHBIX TOKYMEHTOB;

1) K UCTIOJIb30BAHMIO 3JIEKTPOHHBIX apXUBHBIX IOKYMEHTOB;

€) K UCTOJIb30BAHUIO HJIEKTPOHHOM MOAMUCH NPH APXUBHOM XPaHEHUH.

132. XpaHeHue 3JIeKTPOHHBIX apXUBHBIX JOKYMEHTOB ocyiecTBisercss B CXIO/ u (wim)
Ha (pu3nuecKku 060COOIEHHBIX HOCUTEIISAX.

133. Ilpm ocCyliecTBICHHM XPAHEHMS SJIEKTPOHHBIX APXUBHBIX JOKYMEHTOB B CXO/I,
OpraHM3aly, 3a WCKIIOYEHHUEM OpraHOB TIOCYJapCTBEHHOW BIJIACTH, OPraHOB MECTHOTO
caMOyIpaBJieHUsl, TOCYJAapCTBEHHbIX W MYHULMMAIbHBIX oOpraHusanuum <37>, BIpaBe
MCIIOJIb30BaTh YCIYrH TPETHUX CTOPOH 10 XPAHEHUIO 2JIEKTPOHHBIX apXUBHBIX JTOKYMEHTOB.



<37> Yactp 4 cratbu 21 denepanphoro 3akona N 125-03.

134. TpebGoBaHusi K peXUMY XpPaHEHHUsS SJIEKTPOHHBIX APXHBHBIX TOKYMEHTOB B CXDJI
o0ecreunBaroTCs €e COOTBETCTBUEM TpeOOBaHUAM 3aKoHoaTenbcTBa Poccuiickoit denepaunu B
00J1acTH CO3/1aHus, Pa3BUTHUS, BBOAA B HKCIUTyaTalUI0 WH(OPMAIIMOHHBIX CUCTEM U XpaHEHHS B
HUX MH(opMaruu <38> 1 coOIII0ICHEM NP €€ SKCIUTyaTaluu TpeOoBaHUN MH(OPMAIIMOHHON
0€30MacHOCTH U 3aIUThl HHPopMaIuu <39>

Koncynprantllntoc: npumeuanue.
B odunmanbHOM TeKcTe AOKYMEHTa, BHJIMMO, MOIYIEHA OIe4yaTKa: HMEETCS B BUIY
nocranosisieHue [IpaButensctBa PO N 676 ot 06.07.2015, a e ot 06.06.2015.

<38> ®denepanbubiii 3akoH ot 28 nekabps 2010 r. N 390-®3 "O O6e3omacHoctu";
nocranopiienue IlpaButenscrBa Poccuiickoit ®enepanuu or 6 urons 2015 r. N 676 "O
TpeOOBAHUAX K MOPSJIKY CO3JaHUs, Pa3BUTHS, BBOJIa B SKCIUTYaTaIlMIO, SKCIUTyaTalliyd U BbIBOJIA
U3 JKCIUTyaTallid TOCYJapCTBEHHBIX WH(OPMALMOHHBIX CHUCTEM M JajdbHEHIEro XpaHeHHUs
coJieprkanieiicst B ux 0a3ax naHHbIX WHpopMaruu'"; moctaHosieHue [IpaBurenscTBa Poccuiickoit
Oenepatiit ot 14 HostOps 2015 r. N 1235 "O (¢enepanbHOil TroCyaapcTBEHHOMN
UHPOPMALIMOHHON CUCTEME KOOPIMHAIIMY HH(POpMaTH3aIuH'".

<39> Cratbs 16 @enepanbHoro 3akona ot 27 utonst 2006 r. N 149-03 "O6 undopmanuu,
MH(POPMALMOHHBIX TEXHOJIOTUAX M O 3ammre umHpopmanuu" (nanee - denepanbHbId 3akoH N
149-@3); nmpukaz ®CTIK Poccuu ot 11 despans 2013 r. N 17 "O06 yrBepxkaenun Tpebopanuii
0 3amuTe HWHMOPMAIMK, HE COCTABISIONICH TOCYJapCTBEHHYIO TaliHYy, COJEpKallencs B
rocyJapCTBEHHBIX MH(OPMAIIMOHHBIX cucTeMax" (3apeructpupoBad MuntoctoMm Poccun 31 mas
2013 r., peructpaunonusii N 28608), ¢ u3MeHeHusiMU, BHeceHHbIMH Npukazamu PCTOK
Poccum ot 15 despans 2017 r. N 27 (3apeructpupoBan Muntocrom Poccun 14 mapra 2017 r.,
peructpanuonssiii N 45933), ot 28 mas 2019 r. N 106 (3apeructpupoBan Muntocrom Poccuun
13 cents16ps 2019 r., perucrpaunonssiii N 55924).

l'ocynapcTBeHHbBIE OpraHbl, OpraHbl MECTHOTO CAMOYIPABJICHUS U OpraHU3aIH 00sS3aHbI
obecrieunBaTh 3alIUTy WH(DOpPMAIMM W TEPCOHAIBHBIX JAaHHBIX, coaepxammxcs B CXDJ, B
COOTBETCTBUU C 3aKOHOJATENbCTBOM Poccuiickoit @enepanun <40>.

<40> Cratbsa 16 ®enepanpHoro 3akoHa N 149-@3; crates 7 PenepanbHOro 3akoHa ot 27
utoirg 2006 r. N 152-@3 "O nepcoHanbHbBIX TaHHBIX .

135. CX3]] nomxna ObITh MH(DOPMAIMOHHO W (QYHKIIMOHATHHO coBMecTuMa ¢ COJl u
WHBIMH WH(OPMAIMOHHBIMA CHUCTEMaMH TOCYJapCTBEHHOTO OpraHa, oOpraHa MECTHOTO
CaMOYIpaBJIEHUS, OpraHU3alMd, C COOTBETCTBYIOIIMMU HH(POPMAIIMOHHBIMH CHCTEMaMU
rOCy/IapCTBEHHBIX (MYHUIIMIIATHHBIX) apXUBOB U YIOJTHOMOYEHHBIX OPraHOB HMCIIOJHUTEIHHON
BJIACTU B c(hepe apXUBHOTO JIela.

136. CXDJ] rocyaapCTBEHHOTO OpraHa JOJDKHAa COOTBETCTBOBAaTh TPEeOOBAHUSAM K
CHCTEMaM JJIEKTPOHHOTO IOKYMEHTOO00pOTa M CHCTEMaM XPaHEHUs JIEKTPOHHBIX TOKYMEHTOB
B apXMBax TOCY/IapCTBEHHBIX OPraHoB <41>.
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<41> TumnoBsie GyHKINOHATIBHBIE TPEOOBAHMUS.

137. CX3Jl, ¢ ucnogp30BaHHEM KOTOPOW OCYIIECTBISETCS XPAHEHUE DSJIEKTPOHHBIX
apXMBHBIX JIOKyMEHTOB B OpraHax MECTHOTO CaMOYIPABJICHHS W OpraHU3alMsX, IOJDKHA
BBITOJIHATH (DYHKIUH T10:

a) MpHeMy JIEKTPOHHBIX JOKYMEHTOB Ha apXMBHOE XPAaHEHUE B MOPSIKE, YCTAHOBICHHOM
nynkramu 147, 148, 150 Ipaswu;

6) XPAaHCHUIO SJICKTPOHHBIX apXUBHBIX TOKYMCHTOB BMECTE C UX MCTaJaHHBIMU

B) yUETY 3JICKTPOHHBIX aPXUBHBIX JTOKYMEHTOB U MPECTABICHUIO YIETHON MHPOpPMAIUHU B
dbopme, ykazanHoiu B myHkTe 138 IlpaBu;

r) (GOPMHPOBAHMIO MPOEKTOB TOJOBBIX PA3/ENIOB OMHCEH 3JICKTPOHHBIX JTOKYMEHTOB H
UHBIX 00s3aTelIbHBIX APXUBHBIX YUYETHBIX JOKYMEHTOB, IPEIyCMOTPEHHBIX ITyHKTOM 118
IIpaBui;

I[) PE3CPBHOMY KOIMUPOBAHUIO U BOCCTAHOBJICHUIO 3JICKTPOHHBIX aPXHUBHBIX TOKYMCHTOB U
X MCTaAaHHBIX;

€) MpOBEpKEe HAIMYUs U COCTOSIHUS 3JIEKTPOHHBIX APXUBHBIX JIOKYMEHTOB B IOpSIKE,
npeaycMoTpeHHoM mmyHKTamu 152, 153 Tlpasur;

K) co3gaHui0 (KOMUpOBaHWIO) M BKIOYeHHIO B CXDJl 3K3eMIUIAPOB 3IEKTPOHHBIX
ApPXMBHBIX JOKYMEHTOB M3 UX PE3EPBHBIX IK3EMIUISIPOB B3aMEH MOBPEKICHHBIX;

3) NPUMCHCHUIO TIPOIrpaMMbl  IIPOBEPKHU TCXHUYCCKOTO COCTOSAHUA IJICKTPOHHBIX
JOKYMCHTOB U COXPAaHCHUA PE3YJIbTATOB IMIPOBECPKU B TCHCHUC YCTAHOBJIICHHOI'O BPEMCHU

1) obOecreueHuIo MpOLECCOB KOHBEPTALMH, B COOTBETCTBMM C IMyHKTamu 154 - 156
[TpaBui1, W/UaK MUTpaIMK 3JEKTPOHHBIX apXHUBHBIX JIOKYMEHTOB BMECTE C UX METa/JaHHbIMH B
Hensx obecrneueHus COXPAHHOCTH M BO3MOXHOCTH HCHOJb30BAaHUS 3JEKTPOHHBIX APXHMBHBIX
JIOKYMEHTOB B T€UEHUE YCTAHOBJIEHHBIX CPOKOB XPaHEHMUS;

K) (OPMUPOBAHUIO TMPOEKTOB AKTOB O BBIACNEHUU K YHHUUYTOXKEHHUIO IOKYMEHTOB, HE
MOIeKAITNX XPAHEHUIO;

1) (GOpMHUPOBAHHMIO YBEAOMJICHMH 00 MCTEYEHHH CpPOKOB XPAaHEHHS JIIEKTPOHHBIX
ApXMBHBIX JIOKYMEHTOB, YyAaJeHHi0 BKItOUueHHbBIX B CXDJl 2IEKTPOHHBIX aApPXUBHBIX
JIOKYMEHTOB, B TOM YHCJIE UX PE3EPBHBIX IK3EMIUIIPOB, B COOTBETCTBUHU C aKTOM O BBIJICJICHUH K
YHUYTOKEHUIO JJOKYMEHTOB, HE TIOJICKAIINX XPAHEHHUIO.

138. CX3/1 nomKkHa BBITOIHATE (YHKIHUIO 110 CUCTEMATU3aUH JaHHBIX 00 AJIEKTPOHHBIX
apXUBHBIX JIOKYMEHTAaX B COOTBETCTBUHU CO CXeMOW cucrteMmaru3zanuu. Cxema cucTeMaTu3aluu
AIIEKTPOHHBIX JOKyMeHTOB B CX3Jl BKIIIOYaeT cileayrole ypoBHU (YPOBHH onucaHus): GpoHm,
OTIHUCH, pazzen (Moapas3eit) onucH (IEKTPOHHOE JIeTI0 B COOTBETCTBUU C HOMEHKJIATYPOU Jel),
AJIEKTPOHHBIN JOKYMEHT.

Jlia mpencraBieHuss WHOOPMALUKM Ha KaXkJIOM YpOBHE HCIIONb3YETCS apXWBHAas ydeTHas
dopma (nanee - AY®D), HaUMEHOBaHUS MOJIEH KOTOPOH JUI KaXKA0TO YPOBHS OMMUCAHUS TOJIKHBI
COOTBETCTBOBATh OCHOBHBIM (00513aTEIbHBIM) YUETHBIM JIOKYMEHTAM.
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139. COJI u CXBJ] mo »Tama mnepenadyd Ha XpaHEHUE JTOKYMEHTOB B TOCYIapCTBEHHBIE
(MyHMLIMTIQIbHBIEC) apXUBBI MOTYT (POPMHPOBATH U3 JEKTPOHHBIX JOKYMEHTOB U 3JEKTPOHHBIX
KOINUI TOKYMEHTOB AJIEKTPOHHBIE JeNa.

140. Tlepenaua 2JIEKTPOHHBIX APXUBHBIX JOKYMEHTOB ITOCTOSHHOI'O, BPEMEHHOI'O (CBBILIE
10 ner), B TOM 4Hcie IO JUYHOMY COCTaBy, Ha apXUBHOE XPaHEHHE OCYIIECTBISETCS B MOPSIKE
U B CPOKH, YCTaHOBJIEHHBIE TyHKTOM 47 [IpaBui.

141. DneKkTpOHHBIA apXUBHBIN JTOKYMEHT, IEpEJaBaCMblil Ha ApXUBHOE XPaHEHUE, COCTOUT
U3 CIEAYIOIINX CTPYKTYPHBIX 3JIEMEHTOB:

a) ¢aitn OCHOBHOM YacTH 3JEKTPOHHOTO JokyMeHTa (B popmate PDF/A);

0) (Qaiibpl TPUIIOKEHUH K AIIEKTPOHHOMY JIOKYMEHTY B (popMarax, MpeAHA3HAYEHHBIX IS
TEKCTOBBIX, TAOJUYHBIX, TpaQUUECKUX M CTPYKTYPUPOBAHHBIX JAHHBIX, ayIHOBHU3YaJbHbIX
JIOKYMEHTOB (TIpU HAJIMYKH);

B) (haiisIbl 3JIeKTPOHHOM(BIX) moanucH(ei) (MpU HATUYHH ),

r) Qails onucanusl, COAEpPHKAILEro perucTpaliOHHO-YYETHbIE CBEACHUS <42> 0 TOKYMEHTE
(MeTamaHHBIC).

<42> [lynkt 3.13 TunoBbIX QyHKIIMOHAIBHBIX TPEOOBAHHIA.

B daiin onucanus Kaxaoro 3JeKTPOHHOTO apXUBHOTO TOKYMEHTA JIOJDKHA ObITh BKITIOUYEHA
clenyromas nHOOPMAIIHs:

a) JaTa U perucTpaliOHHBINA HOMED;

0) BU,

B) 3aroJIOBOK K TEKCTY WJIM aHHOTALIUS;
I') CBEJICHUS O PEKUME JOCTYIIA;

1) CBEJEHMS O COIJIACOBAHMU W MOpYYEeHHUs (PE30JIONMU) B Ciydae, €ClIM yKa3aHHas
uH(pOopMalrs He MPECTABIISETCS CaMOCTOSITENbHBIMU (paiiamu;

€) pe3yNbTaT MPOBEPKHU PIEKTPOHHOM MOAMKUCH (NEKTPOHHBIX MOIHUCEH);
) o0t o0veM (aiisioB (B OaifTax);

3) HauMeHOBaHUs (DaWyIoB, MaThl U BpeMs UX IOCIETHEro M3MEeHeHus, o0beM B Oaifrax,
dbopmaThl (Daitos;

1) UHJEKC JieJia IO HOMEHKJIAType Jed;
K) 3aroJIOBOK JieJla 10 HOMEHKJIaType JIe;
JI) CPOK XpaHEHHUS;

M) JIOIIOJTHUTEIIbHASL HECTPYKTYpUpOBaHHas HH(popMalus (KOMMEHTapuil, IpuMedaHue);
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H) HOMEpa CBsI3aHHBIX OINUCEH JIe], HOMEp JieJia 10 OTMKCH JIE.

142. Tlocme 3aBepuieHusi BeaeHHs ©0a3 JaHHBIX  HMH(GOPMAIMOHHBIX  CHCTEM,
o0ecrieunBarOTCs BBHIOOP M BBITPY3KAa JIAaHHBIX, IOUISKAIINX XPAHEHHIO, B IPOTPAMMHO-
HE3aBUCHUMOM (Qopmare, KOTOPbIE YUYHUTHIBAIOTCA KAaK €IMHHUIA XPaHEHHWsS M IEepeJaroTcs Ha
apXHMBHOE XpaHEHHE.

143. DnexTpoHHBIE AOKYMEHTBI IIEPEAAIOTCSI HA apXMBHOE XpaHEHHWE IOCPEICTBOM
MH(POPMALMOHHO-TEJIEKOMMYHUKAIIMOHHBIX CETeH MO 3alUIEHHbIM KaHalaM CBs3U M (WIN) Ha
¢dusnveckn 000COOICHHBIX HOCUTEISX.

DJNEKTPOHHBIC AapXHMBHBIC JOKYMEHTHI (MJIM WX PETHCTPAIIMOHHO-YYETHBIC CBEICHHSI
(meramannbie) B ciayuae, ecnu CXDJl senserca noacucremor COJI) nepenatorcss B CXI ]I o
UH(POPMAIIMOHHO-TEIEKOMMYHUKAITMOHHBIM ceTsiM U3 CO/I, nHBIX HH(POPMAIIMOHHBIX CHCTEM.

DONEeKTPOHHbIE apXWBHbBIE JIOKYMEHTBHI, II€peJaBacMbleé Ha apXUBHOE XpaHEHHE Ha
¢du3nueckn 060co0IEHHBIX HOCUTENX, MoAaexaT BriItoueHuto B CXO/1. JlanbHeiliiee XxpaHeHue
AIIEKTPOHHBIX APXMBHBIX JTOKYMEHTOB Ha (hU3HUeCKH 000COOJICHHBIX HOCUTEISX JOIMYCKAeTCs B
cilyyae, €ciii JOKYMEHThl He TpeOyloT MOAJNepX aHUA HUX HOPUAMYECKON 3HAUMMOCTH, UMEIOT
OTrpaHUYEHHBIN JOCTYI WM OCylecTBIeHHE ux xpaHeHus B CXO /[ HEeBO3MOXKHO.

144. Tlopsnok mpuema-miepefayd dSJICKTPOHHBIX AapXHUBHBIX JOKYMEHTOB BHYTPH
rOCYJapCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIIPABIICHUS, OpPraHU3alMH, U MEXAY HX
TEPPUTOPUATBHBIMU OpPraHaMu M [OJABEIOMCTBEHHBIMU OpTraHMU3AlMSIMH JOJDKEH OBITh
YCTaHOBJICH JIOKAJIbHBIMH HOPMATHBHBIMU aKTaMH, B TOM 4YHCJE ONPEACISIONMMMH IpaBa
JIocTyna pabOTHUKOB (TOCYAAPCTBEHHBIX, MYHHIIMIAIBHBIX CIY)XAIIUX) K AJIEKTPOHHBIM
ApXMBHBIM JJOKYMEHTaM, YYETHBIM M CIIPABOYHO-TIOUCKOBBIM CHUCTEMaM; MPH B3aUMOJCHCTBUU
MEX1y OpraHu3alUsIMH - I0TOBOpaMU (CorNaleHusiMi) 00 nH(HOPMaLMOHHOM B3aUMOJCHCTBHH.

145. DOnexkTpoHHBIE apXUBHbBIE JOKYMEHTHl Ha (U3MUECKH O0OO0COOJIEHHBIX HOCUTENSIX
nepefalTcs B OJHOM Hdk3eMiurgpe (mpu otcyrctBuM CXDJ[ - B ABYX) B YIIaKOBKe,
PEKOMEH/IOBAaHHOW TPOM3BOAMUTENSIMU HOcHUTesel. JlumeBas cropoHa 0050kKu ((yTisipa)
¢u3nueckn 000COOJEHHOTO HOCUTENs CHaOXaeTcss SpJBIKOM (BKJaJbIIEeM), Ha KOTOPOM
YKa3bIBaETC:

a) HaMMEHOBaHHE TOCYJAapCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIpaBleHUS,
opraHu3aIyu (MoJHOe, COKpaIieHHOe (ITPU HATMYWH);

0) Homep ¢doHma;

B) HOMEp WJIM COBOKYITHOCTh HOMEPOB OINUCEHN AJIEKTPOHHBIX JOKYMEHTOB;

I') HOMEp WJIM COBOKYITHOCTb HOMEPOB JIEJI [0 ONHCH (OMHUCSIM) SJIEKTPOHHBIX JOKYMEHTOB;
1) KpaifHue J1aThl TOKYMEHTOB, 3alIUCAaHHBIX Ha (hru3nuecku 000cOoOIEeHHBIN HOCUTEND;

€) JOTIONHUTENIbHbIE OTMETKM 00 OrpaHWYeHHH JOCTyna K JOKyMeHTaMm (IpHu
HEOOXOIUMOCTH).

146. DOnexkTpOHHBIE apXMBHBIE JOKYMEHTHl BKJIIOYAIOTCS B OIUCH DJIEKTPOHHBIX
JIOKYMEHTOB, K KOTOPBIM COCTaBJISIIOTCS peecTpbl (haiIoB ANEKTPOHHBIX TOKYMEHTOB.

Onucu 3MEeKTPOHHBIX JOKYMEHTOB COCTABIISIOTCS B MOPSJIKE, YCTAHOBICEHHOM IYHKTAMHU
23, 25, 27, 28 I1paBun.



I'padbl onucH 37EKTPOHHBIX JOKYMEHTOB BKJIFOYAIOT B ce0sI:

a) HOMEp ICKTPOHHOT'O apXUBHOTO JIOKYMEHTA (€IMHUIIBI XPAHCHHUS ) TIO OTIHCH;
0) UHJIEKC JieT1a IO HOMEHKJIAType JIe;

B) 3ar0JIOBOK JIeJia 10 HOMEHKJIAType e,

T') BU/I, 3aT'0JIOBOK;

1) PETUCTPAIIMOHHBIA HOMEP TOKYMEHTA;

€) IaTy JOKYMEHTa;

) YKa3aHHE Ha KaTETOPHIO JOKYMEHTOB (IIOCTOSHHOTO CpOKa XPaHEHWs, BPEMEHHOTO
(cBeimre 10 7eT) cpoka XpaHEeHHs, TI0 TUIYHOMY COCTaBY);

3) CPOK XpaHEHUS;
1) IPUMEYaHHUS.

B peecrpax (aiisoB 3IeKTPOHHBIX TOKYMEHTOB YUUTHIBACTCS KAXKABIH (Paiiil 3JIeKTPOHHOTO
apXMBHOTI'O JIOKYMEHTa (B TOM uuciie (aiiin KOHTeWHepa 3JIEKTPOHHOIO [TOKyMeHTa (IIpH
HAJIMYMN) C YKa3aHWEM eT0 HOMepa MO OIKMCH, HOMEpa 10 PeecTpy, HAMMEHOBaHUs (aiiia, 1aThl
U BPEMEHH €ro MOCJIEAHEr0 U3MEHEHUs IIPU MOCTYIUIEHUH B apXuB, o0beMa B Oaiitax, opmara.

PeecTpbl ¢aityioB 2JIEKTPOHHBIX JTOKYMEHTOB COCTABIISIOTCS U XPAHSTCS B JJICKTPOHHOM
BUJIE.

CHpaBO‘{HBIfI arrmapar OmucCH SJICKTPOHHBIX JOKYMEHTOB COCTABJIACTCA B COOTBETCTBUHU C
IMYHKTOM 70 HpaBI/IH. B MNpEaAUCIIOBUN K OIMMCHU DJJICKTPOHHBIX HOKYMCHTOB HOOIIOJHUTCIBHO
YKa3bIBalOTCA HAMMCHOBAHUC HW BCPCHUA IIPOTrpaMMHOTO O6€CH€‘I€HI/I$I, C HCIOJb30BaHHEM
KOTOpOro ObLIH CO3daHbl JBJICKTPOHHBIC JOKYMCHTBI, W HAUMCHOBAHHUC IMPOTrpaMMHOTO
06GCH6‘~IGHI/I$I, MNpE€aAHa3HAYCHHOI'O JIs1 X BOCIIPOU3BCACHU .

147. I1pn npueme-nepenaue B CXO/] nOIKHBI BKIHOYATHCSA:
a) IIEKTPOHHBIE aPXUBHBIE JOKYMEHTHI,;

0) perucTpalMOHHO-y4eTHbIE€ CBelIeHUs (MeTaJlaHHBIe) OJJICKTPOHHBIX  AapXHUBHBIX
JIOKYMEHTOB;

B) PErucCTpalinOHHO-YUYCTHBIC CBCACHUS 00 QJICKTPOHHBIX ACJIAaX;
F) PErUCTPAlIMOHHO-YYCTHBIC CBCACHUSA 00 omucax OJICKTPOHHBIX TOKYMCHTOB.

PerucrpanmoHHo-yueTHbIE CBeICHUs (MeTalaHHbIe) BKIIOYal0TCs B AY®D B COOTBETCTBUU
¢ nyHkToM 141 IIpaBu.

148. Tlpu mOCTYNJIEHUU HIEKTPOHHBIX JOKymMeHToB B CXDJ[ ocymecTBisercs
aBTOMAaTHYECKas MPOBEPKa:

a) Haduuyus BceX (PaiIoB, COCTABIAIOIIUX 3JICKTPOHHBIA JIOKYMEHT; HEOOXOIUMBIX
PETUCTPALIMOHHO-YUETHBIX  CBEACHHM  (METaJaHHbIX) 00  DJIEKTPOHHBIX  JOKYMEHTax,
JJIEKTPOHHBIX JI€IaX 10 HOMEHKIIAType JEl,



0) (aitoB SJIEKTPOHHBIX JTOKYMEHTOB W (DaillIoB OMHUCEH SJEKTPOHHBIX JTOKYMEHTOB Ha
HAJIMYUE BPEJOHOCHOTO MPOTPAMMHOTO KOJa;

B) HAJIMYMS B METAJaHHBIX JTIOKYMEHTa CBEICHHUI O MPOBEPKE MOIMHHOCTH 3JIEKTPOHHOM
MOAMKUCH TIEPEIaBaeMOr0 3JIEKTPOHHOTO JOKYMEHTa Ha MOMEHT €ro MNOANHCAHUS U (WIN)
MOJIyYEHUSI.

PabGoTHuKOM apxuBa (JIHMIIOM, OTBETCTBEHHBIM 32 apPXMB) OCYILIECTBISETCS BBIOOpOYHAS
npoBepka (He mMeHee 1% OT MOCTYNMBIIMX 3IEKTPOHHBIX JOKYMEHTOB) BOCIPOM3BOAMMOCTHU
JIEKTPOHHBIX JIOKYMEHTOB (IIpU OTCYTCTBUM BO3MOYKHOCTH aBTOMAaTHYECKOH IIPOBEPKHU
BOCIIPOM3BOJAUMOCTH).

IIpu npueme 31€KTPOHHBIX apXuBHBIX AokyMeHTOB u3 COJI B CXDJ] aBTOMaTMuecKu
bopmupyercst yBelOMJICHHE (TEXHHYECKOe COOOILIEHHME) O IpueMe, KOTOpOE HAIpaBIsAeTCs B
Co/.

[Ipuem He ocyliecTBIsIeTCS B Cllydae, €Clid IIPU MPOBEPKE BHISBICHBI HEMOJHOTA COCTaBa
PETHCTPAIIMOHHO-YIYETHBIX CBEACHHN (METaTaHHBIX), pa3nyue WH(OOPMAIUUA B SJICKTPOHHOM
JOKYMEHTE U B PErHCTPAIlMOHHO-YYETHBIX CBEACHMSIX (METaJaHHBIX), HEBOCIPOU3BOJUMOCTH
AJICKTPOHHBIX JOKYMEHTOB, HAJIM4YME BPEIOHOCHOTO IMPOTPAMMHOTO OOecTeueHusi (BHPYCOB),
dopmupyercss  yBenmomiieHHe (TeXHUYecKoe cooOmieHne) o0 omubke. YBegoMIICHHE
(TexHu4eckoe cooOmeHne) o0 ommOKe TMepechuUraeTCs OTIPABUTENIO Il BHECCHUS
HCTIPABIICHUM.

149. Tlpum mNOCTYIUICHHH DJJICKTPOHHBIX JOKYMEHTOB Ha (U3NYECKH 000COOJICHHBIX
HOCHUTEJISIX, KpOME MPOBEPOK, YKa3aHHbIX B NyHKTe 148 IlpaBun, ocymiecTBisieTcss mpoBepKa
(U3UYECKOTO U TEXHUUECKOTO COCTOSIHUSI HOCUTEIICH.

150. Ilpu BKIIOYEHHUU SIEKTPOHHBIX JOoKyMeHTOB B CX3JJl B anekTpoHHOU dopMme ydera
MOCTYIJIEHUS U BBIOBITHS TOJIKHA (PUKCUPOBATHCS clieyromias nHpopMalus:

a) AaTra IMOCTYIIJICHHUS 3JICKTPOHHBIX apXUBHBIX JOKYMCHTOB (G,Z[I/IHI/ILI XpaHeHI/IH);

0) HaMMEHOBaHUE TOCYJApCTBEHHOI'O OpraHa, OpraHa MECTHOIO CaMOyIpaBJICHUS,
OpraHu3ai (CTPYKTYpHOTO MOJpPAa3/eNeHus), OT KOTOPBIX MOCTYHNWJIN 3JIEKTPOHHBIE
JIOKYMEHTHI (€IMHUIIBI XPAaHEHHUS);

B) HaWMEHOBaHUE, HOMEpP M JaTa JOKYMEHTa, 110 KOTOPOMY IMOCTYHHJIU 3JIEKTPOHHBIE
apXUBHBIE JOKYMEHTHI (€JUHUIIBI XpAaHEHUS);

I') YKa3aHuWE€ Ha KaTeropuio CpoKa XpaHEHHUS MepelaBaeMbIX 3JIEKTPOHHBIX aPXUBHBIX
JOKYMEHTOB (eIUHUIL XpaHEeHHsI) (IOCTOSSHHOTO CpoKa XpaHeHMsI, BpeMeHHoro (cBeime 10 ser)
CpPOKa XpaHEHUs, 10 JIMYHOMY COCTaBY);

1) yKa3aHHUEe Ha CPOK XPaHEHUS 3JIEKTPOHHBIX apXUBHBIX JOKYMEHTOB;

€) KOJMYECTBO IE€pPeaBaeMbIX JJIEKTPOHHBIX JIOKYMEHTOB (EIUHHI] XpaHEHHs) U
KOJIMYECTBO OTHOCALINXCA K HUM (haiioB";

) YyKazaHue JOJDKHOCTH, (paMHIMM M WHUIUAIOB pPaOOTHHKA (TOCYIapCTBEHHOTO,
MYHHITUTIAJILHOTO CITYXKAIIETO), epeAaroiero JOKyMEHTHI,

3) YyKa3aHWe [JOJDKHOCTH, (GaMHIUM M WHUIHUAIOB paboTHHMKa (rOCYIapCTBEHHOTO,
MYHUIIMIIAJIBHOTO CIYXAIETro), MPUHUMAIOIIET0 JOKYMEHTHI;



1) ccoutkn HAa AY® B CXD/I.

151. IIpu xpaHEeHUHU IEKTPOHHBIX JOKYMEHTOB Ha (PU3MUYECKU 000COOIEHHBIX HOCHUTEISIX
JOJIKHBI COOTIOAATHCA CIIeIyIoIIHe TPeOOBaHUS:

a) IpPUMEHEHHE HOCUTENIEH, TEXHUYECKUE XapPAKTEPUCTUKU KOTOPBIX, IO3BOJISIFOT
o0ecnevynTh JOJIrOBPEMEHHOE XpaHEeHUE HHPOPMALIHH;

0) pasmenbHOE XpaHeHHE (QHU3UYECKHM O0OCOOJICHHBIX HOCHUTENICH AIEKTPOHHBIX
JOKYMEHTOB M JJOKYMEHTOB Ha MHBIX BHJaxX HOcuTenel. Pa3memniaemple Ha cTemiakax, IOJIKaxX
¢u3ndeckn 060COOICHHBIE HOCUTENM PACIIONAraloTcsl B MOPAIKE, IPEAYCMOTPEHHOM ITYHKTOM
96 I1paBu.

Jns  xpaHeHus (usuyeckn O0OOCOOJIEHHBIX HOCHUTENCH 3JCKTPOHHBIX JOKYMEHTOB
METAJUINYECKHUE CTEIJUIaXH, Ka(pbl 1 KOHTEHHEPB! C MATHUTHBIM pa0OYUM CJIOEM UCIIOJIb3YIOTCS
TOJIBKO IPH YCIIOBUM MX PAa3MarHUYMBAHUA U 3a3E€MJICHUS.

152. IIpoBepka HaJM4YUs U COCTOSHUS DJIEKTPOHHBIX APXUBHBIX HNOKYMeHTOB B CXO/J]
OCYIIECTBIISIETCS. B aBTOMAaTH4YeCKOM pexume. ExeronHo paOoTHMK apxuBa (JIMLO,
OTBETCTBEHHOE  3a  apxuB) IpoBepseT  nportokossl CXDJ[ g HCKIIOYEHUsS
HECaHKLMOHUPOBAHHOIO JIOCTYINA U (WMJIM) U3MEHEHUS 3JIEKTPOHHBIX apXUBHBIX JOKYMEHTOB U
UX METa/laHHbIX, OCYIIECTBIISIET BHIOOPOUHYIO MPOBEPKY BOCHPOM3BOJUMOCTH SJIEKTPOHHBIX
apXMBHBIX  JOKYMEHTOB. Pe3ynbTarel mpoBepku  ¢ukcupyiorcs B AYD  CXD/,
COOTBETCTBYIOLIEH (hopMe aKTa HMPOBEPKHM HAJIUUUS U COCTOSHHS apXHUBHBIX JIOKYMEHTOB CO
cchlIkoi Ha AY @ omnucel 351eKTpOHHBIX JoKyMeHToB B CXO/1.

153. IlpoBepka HamMuyus SJIEKTPOHHBIX AapPXMBHBIX JOKYMEHTOB Ha (U3NYECKU
000COOJICHHBIX HOCHUTENSX OCYIIECTBISETCS pa3 B 5 ner. B xome mpoBepku MpPOBOAMTCS
BU3YaJIbHBIH W TEXHWYECKUH KOHTPOJIb (U3MYECKOrO U  TEXHUYECKOIO  COCTOSHHUS,
OCYIIIECTBIISIETCS IPOrpaMMHasi MMPOBEpPKA 3aIMCAHHBIX HA HOCHUTENb JJIEKTPOHHBIX apXUBHBIX
JOKYMEHTOB Ha HaJIM4YME€ BPEJOHOCHBIX KOMIIBIOTEPHBIX IIPOIpaMM, BBIBISIOTCA U
YUUTBHIBAIOTCS 3JIEKTPOHHBIE apXMBHbBIE JOKYMEHTHI, TpeOyroline MHUrpanuu <43> Ha HOBbIE
AJIEKTPOHHBIE HOCUTEIH.

<43> Pazmen 7 "'OCT P HUCO 13008-2015. HaumonanbHbiii crangapt Poccuiickoit
Oenepannn. Madopmanus u gokymentanus. [Iporecchl KOHBEPCUU U MUTPALMH JIEKTPOHHBIX
JTOKyMEHTOB" BBelleH B jAeiicTBue mpukazom Poccranmapra ot 21 utonsg 2015 r. N 924-ct. (M.:
Cranpaptundopm, 2016).

154. Tlpu oOHapyKXeHUU HU3MEHEHUU (PU3MUECKOTO COCTOSHHS HOCUTENECH AJIEKTPOHHBIX
ApXUBHBIX JOKYMEHTOB WJIM NPU HEKOPPEKTHOM BOCIPOM3BEIEHUHU 3JIEKTPOHHBIX apXUBHBIX
JIOKYMEHTOB (HEBO3MO>KHOCTH BOCIIPOM3BECHMSI), 0OHAPYKEHUU BPEAOHOCHOTO MPOTrPAaMMHOI0
Koja paboOTHMK apxuBa (JIMIO, OTBETCTBEHHOE 3a AapXHB) [0 pPEIIEHUIO PYKOBOIUTENS
rOCYJapCTBEHHOTO  OpraHa, oOpraHa MECTHOIO CaMOYIPABJICHWS, OpraHU3alMM  WIA
YIOJIHOMOYEHHOTO UM JIUIa JIOJDKEH MPOBOAMTH pabOTy MO BOCCTAaHOBJICHUIO JIOKYMEHTa C
pPE3EepBHOrO HK3EMIUIsIpa, MO MUTpAalUud U (MJIM) KOHBEPTALMHM JIIEKTPOHHBIX aPXUBHBIX
JJOKYMEHTOB Ha HOBBIE HOCHTEIM U B HauOojiee pacmpocTpaHeHHble ¢opmathl ((popmartsl,
BOCTpou3BeieHNE PailyioB B KOTOPbIX noaepxkuBatotcs CXI /).

155. Tlpu ocyuiecTBIeHMH MHUIpauud U (WIKM) KOHBEPTALMM 3JIEKTPOHHBIX ApXHBHBIX
JOKYMEHTOB JIOJKHBI OBITh OOECreueHbl ayTeHTUYHOCTh, JIOCTOBEPHOCTh, ILIEJIOCTHOCTh U
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MPUTOHOCTh JJISi MCIOJB30BaHUS WH(OPMALIMU, COJEpKalleicsi B AJIEKTPOHHBIX apXUBHBIX
JIOKYMEHTaX.

[1o pe3ynbraram KOHBEPTALUHU JOJIKEH IPOBOJUTHCA BU3YyalIbHbIM KOHTPOJIb COOTBETCTBHS
KOHBEPTHPOBAHHBIX  3JEKTPOHHBIX  ApPXUBHBIX JOKYMEHTOB  3JIEKTPOHHBIM  apXHUBHBIM
JOKYMEHTaM, MOJIBEPTIIMMCSI KOHBEpTAlMK (IIPOBEPKa ayTEHTUYHOCTHU), POBEPSITHCS MOTHOTA
ux conepxanusd. Ilo 3aBepimieHHMM KOHBEpTAIlMM MCXOAHbIE (Daliabl 3JIEKTPOHHBIX apXHBHBIX
JIOKYMEHTOB JIOJKHBI COXPAHSTHCS HA NPOTSKEHUU HE MEHEe OJIHOTO roJia.

156. ®akTbl KOHBepTAMU (DUKCHPYIOTCS B aKTE€ KOHBEPTALMU DJICKTPOHHBIX APXUBHBIX
JIOKYMEHTOB (peKOMeHIyeMblii oOpasen npuBeseH B npuioxkennn N 28 k [IpaBuiam), KOTOPBIi
npuodIaercs K aeny Goumaa.

Bce u3sMeHeHHMs B perMCTpalMOHHO-YYETHBIX CBEACHHAX, IMIPOU30LICAININE B pPE3ysbTare
KOHBEpPTAllUd W MHIPALUHU, BHOCIATCA B PeecTpbl (PaiijoB AJIEKTPOHHBIX JTOKYMEHTOB, AY®D
CXD/l paboTHUKOM (TrOCylapCTBEHHBIM, MYHHUIMIAIbHBIM CIYXKallUM), POU3BOANBIINM
YKa3aHHBIE JICVCTBUS.

157. Pe3ynpTaThl NPOBEPKH HAJIMYUSA U COCTOSIHUS 3JEKTPOHHBIX apXUBHBIX JTOKYMEHTOB
Ha QU3NIEcKu 000COOICHHBIX HOCUTEISX U HEIOCTATKH, BBISIBJICHHBIC ITPH IPOBEPKE HATTMYUUS U
COCTOSIHUS 3JIEKTPOHHBIX apXMBHBIX JTOKYMEHTOB, (PUKCUPYIOTCS B COOTBETCTBYIOLIUX aKTax B
nopsiJKe, ycTaHOBJIEHHOM 1yHKTOM 103 ITpaBuit.

158. DnexkTpoHHbIE apXHMBHBIE JOKYMEHTBI, CPOKM BpPEMEHHOI'O XpaHEHUs KOTOPBIX
UCTEKJIM, TIOJJIe)KAT BBIICJICHUIO K YHUYTOKEHHIO B COOTBETCTBHM C IyHKTamu 23, 26 - 28
[IpaBun, mocine dYero mNpPOBOAMTCA HX (U3UUYECKOE YHUUTOKEHHE WM YHHUYTOXKEHUE
IPOTPAMMHO-TEXHUYECKUMHU  CPEACTBaMHU.  YHHYTOXKCHHE  DJIEKTPOHHBIX  JOKYMEHTOB
(buKcupyercs B akTe O BBIACICHUU K YHUUTOXKEHHUIO JOKYMEHTOB, HE MOAJISKAIIUX XpaHeHuto. B
CXOJl nmomxHBl ocTaBaTbcs HMH(OpManus 00 HMHAEKCaX W 3arojoBKax 3JIEKTPOHHBIX e,
HOPSIKOBBIX HOMepax (IO OMHMCH 3JEKTPOHHBIX JOKYMEHTOB), JaTa U PEeruCTPaLlMOHHBIA HOMEp
aKTa, 0 KOTOPOMY OHU OBUTA YHUYTOKEHBI.

XI. IMoaroroBka e, coaepKAMMX JOKYMEHTbI HA OYMa:KHOM
HOCHTeJIe M JJIEKTPOHHbIE IOKYMEHTHI K Nepeaadye B apXuB
(cTpyKTYpHOe nojapa3sjejieHue, ocyllecTBIIsIIOLIee XPaHeHHe

ApPXMBHBIX JIOKYMEHTOB)

159. B cnydae eciau JOKYMEHTHI J€ila, OTHECEHHOTO K OJTHOMY MHJIEKCY M 3arojOBKy Jeja
[0 HOMEHKJIaType Jied, NpPEJICTaBIE€Hbl Ha OyMa)KHOM HOCHTENe M B (opMe 3JIEKTPOHHBIX
JIOKYMEHTOB, JIOKYMEHThl Ha OYMa)XHOM HOCHTEJE MOAJEeKaT OUU(POBKE M BKIIOUCHHIO B
JJIEKTPOHHOE JIeJI0 Ha JTane ero (opMUPOBaHMS B JAEIONPOU3BOJICTBE. JIEKTPOHHBIE
JIOKYMEHTBI M 3JE€KTPOHHBIE KOMUH JTOKYyMEHTOB Ha OYMa)KHOM HOCHTEJIE COCTaBJISIOT MEPBBIH
(OTHEnbHBIN) TOM Jena, JOKYMEHThl Ha OyMaXHOM HocuTene (OpMUPYIOTCS BO BTOPOU H
HOCEYIOIHUE TOMA.

160. DOneKTpOHHBIE KONMHMHM JOKYMEHTOB, CBSA3aHHBIE C D3JEKTPOHHBIMHM JE€JIaMH,
yKazaHHbIMM B nyHkTe 159 IlpaBui, mojuexaT mepenaue Ha apxXuBHOE XpaHeHue. Kaxnas
AIIEKTPOHHAsI KOMUS JOKYMEHTA, CBSI3aHHAsl C 3JIEKTPOHHBIM JI€JIOM, YKAa3aHHBIM B IyHKTe 159
[TpaBu1, HOKHA COCTOSITh U3 CIEAYIOLUX CTPYKTYPHBIX 3JIEMEHTOB!

a) QailylioB ANEKTPOHHBIX KONMI JOKYMEHTa Ha OyMaKHOM HOCHUTENE U MPHIOKEHUH K
HeMy (rpu Hanu4yuK) B popmare apxuBHOro xpanenus PDF/A;



0) ¢aitn omnmcaHus, COAEPKAIIETO PETHCTPAMOHHO-YUYETHBIE CBEJACHUS O JIOKYMEHTE
(MeTanaHHbIe) U HMHOOPMAIIMIO O KOMUIHHOCTH TOKYMEHTA.

161. ®aiin onucaHus NEKTPOHHON KOMUU JOKYMEHTA, CBSI3aHHOM € 3JICKTPOHHBIM JIEJIOM,
yKa3aHHbIM B IIyHKTe 159 IIpaBui1, KpoMe JaHHBIX, YKa3aHHbIX B yHKTe 141 IIpaBun, BKiatodaer
B ce0sl JTaHHBIE O TOM, YTO MEpe/laBaeMblil TOKYMEHT SIBJIIETCS KOTHEH.

162. Jlena (Toma nena), BKIIOYAIONIUE JOKYMEHTHI Ha OYMa)KHOM HOCHUTEIIE, B TOM YHCIIE
9JIEKTPOHHBIE KOMUU JAOKYMEHTOB, U 3JIEKTPOHHBIE JOKYMEHTHI, CBSI3aHHBIE C AJIEKTPOHHBIMU
JieJlaMi 110 HOMEHKJIaType J€Jl, BHOCATCA B ONMUCH J€J, JOKYMEHTOB, OMHMCH 3JIEKTPOHHBIX
JIOKYMEHTOB B COOTBETCTBHM C BHUIOM uX Hocutems. B rpade "[Ipumeuanus" omnmceit
OTPaKAIOTCSI CCHIIKM HAa apXUBHBIC MU PHI TOMA (TOMOB) /Ieja Ha IPYTOM HOCHUTETIE.

B npenucnoBusx K ONUCAM Ji€N1, TOKYMEHTOB, DJEKTPOHHBIX JOKYMEHTOB YKa3bIBA€TCS
UH(OPMALIKS O CBA3aHHBIX OMHCIX.

XII. Opranu3anuu XpaHeHHsi, KOMIUIEKTOBAHMS U y4eTa
ayJAHOBH3YAJIbHBIX IOKYMEHTOB

163. AynuoBu3yanbHble JOKYMEHTHI TOCTOSSHHOTO U BpeMeHHOTro (cBbimie 10 yer) cpokos
XPaHEHUs BKIIFOYAIOTCS B apXUBHBINA (DOH/I.

Z[J'ISI AYAUOBHU3YAJIbHBIX NOKYMCHTOB, ABJIANOIINUXCS MPHUIIOKCHUAMHA K YIIPABJICHUYCCKUM U
HHBIM JOKYMCHTaM C YCTAaHOBJICHHBIMHM CPOKaMH XPaHCHHA, YCTAHABJIMBAIOTCA TC XKCE CPOKHU
XPpaHCHUA.

164. K aynnoBu3yaiabHBIM JOKYMEHTaM OTHOCATCS (OTO-, POHO-, BUIACOTOKYMEHTH Ha
TPaJULMOHHBIX HOCcUTENAX ((poToOymara, IIIEHKH, MArHUTHBIE JICHThl U MATHUTHBIE HOCUTEININ) U
AIIEKTPOHHbIE ayAHOBU3YyaJIbHbIE JOKYMEHTHI.

Enununamu XpaHCHUA ayAUOBU3YAJIIbHBIX JOKYMCHTOB SBJISAIOTCA:

a) BUJICOJIOKYMEHTOB - (pU3HuecKd 000COOIEHHBII PyJIOH MATHUTHOW JIEHTHI HJIM KacCeTa C
3aMUChI0 N300pa3UTENbHOM U (MIN) 3BYKOBOM MH(pOpMaIMK, pa3MEIIEHHBINH B KOpoOke, QyTisipe
TN OIOKCE;

0) GoTomOKyMEHTOB - (U3HUECKU 000COOIEHHBIA Kaap, HECKOIbKO KaJapOB MAHOPAMHOMN
CBEMKH, OTACNIbHBIN (HOTOOTIIEUATOK, (hOTOATEOOM, pa3MeIlleHHbIE B KOHBEPTE, KOPOOKE;

B) (OHOAOKYMEHTOB - (hM3MUYECKH 00OCOOJIEHHAss MarHWTHAs JIEHTAa, KacceTa C 3alHChio
3BYKOBOU MH(pOpMAITNH, pa3MEIlIeHHas B KOHBEPTE, KOpoOke, QyTisipe uitn Orokce;

I') 9JIEKTPOHHBIX ayJAHOBU3YaJIbHBIX JOKYMEHTOB - DJEKTPOHHAs €IMHUIA XpaHEHu,
COCTOSIIIAs U3 COBOKYITHOCTH 3JIEKTPOHHBIX JOKYMEHTOB WJIM OJIUH 3JIEKTPOHHBIA JJOKYMEHT,
coJiepKaliil ayTMoBU3yalbHYIO HH(OpMAIHIO.

165. DneKTpoHHBIH ayJUOBH3YaJbHBIM JOKYMEHT COCTOMT H3 (haiiyia 3JIEKTPOHHOIO
JOKyMeHTa W (aiina MetanaHHbIX. [Ipu HeoOXomuMOCTH B cocTaB (ailjioB 3IEKTPOHHOTO
ayJMOBU3YaJIbHOTO JOKYMEHTa BKIIOYaeTcss (ailll dK3eMIulgpa 3JIEKTPOHHOIO JIOKYMEHTa,
MOJIy4EHHOTO B pe3y/bTaTe KOHBEPTALMH, U (ailsl ero MeTalaHHbIX (pU HAJTMYUH).

B MeragaHHBIX ~ TOJYYEHHOr0 B pe3yibTaTe€  KOHBEPTAUUMHU  BJIEKTPOHHOTO
ayJMOBU3YaIIbHOTO JJOKYMEHTA JTOJIKHBI COACPKAThCS JaHHBIE O TOM, 4TO (haiij, MONydYeHHBIA B
pe3yJIbTaTe KOHBEPTAIMH, SABJISIETCA KOTTUEH.



ONEeKTPOHHBbIE ayIUOBHU3YyallbHblE JOKYMEHTHI NEpPEAAlOTCs Ha apXUBHOE XpaHEHUE B
dopmarax, B KOTOPbIX OHHM CO3JaHbl W (WJIM) HCIOJB30BAIHMCH N0 Tepenaud. B mpomecce
nepeaay Ha apXMBHOE XpaHEHHE IPOBEPSAETCS] BO3MOXKHOCTb UX BOCIIPOU3BEICHHUS.

B ciyyae HEBO3MOXXHOCTM  BOCIPOU3BEACHHS  AJIEKTPOHHBIX  AyJIHOBHU3YaJIbHBIX
JOKYMEHTOB TEXHHYECKHUMU CpEACTBAMH U MPOrpaMMHBIM OOeclieYeHHEeM apxuBa U
HEBO3MOXKHOCTH TMPUOOPETCHUS TAaKUX CPEICTB M OOECICUEHUs MPOU3BOJUTCS KOHBEPTAIUS
JJIEKTPOHHBIX ayIWOBU3YAIbHBIX JOKYMEHTOB B (opMaThl, NpPU KOHBEpPTAIMM B KOTOpHIE
00€ecCIeunBalOTCss MUHUMAJIbHBIE MOTEPH KAayecTBa IO CPABHEHMIO C MCXOJIHBIM BAPUAHTOM U
BOocpou3BeqieHne (aitioB, B KOoTOpbix mnomnaepxkuBatorcs CXDJ (MHBIM MPOTrpaMMHBIM
obecrieueHueM).

Ilepemaye Ha XpaHEHHME NONJIEKAT DIEKTPOHHBIM ayIMOBU3YAJIBbHBIM JOKYMEHT U
AJIEKTPOHHBIN AYJUOBU3YaJIbHBIM JOKYMEHT, IIOJIY4YCHHBIM B pe3yibTaTe KOHBepTanuu. Daiisl
9K3EMIUISIPOB  JIEKTPOHHBIX ayJUOBU3YaJIbHBIX JOKYMEHTOB BHOCSTCS B peecTp (aiiiaoB
AJIEKTPOHHBIX ayJUOBU3YaJIbHBIX JTOKYMEHTOB.

B MeraganHble 3JIEKTPOHHOTO ayIMOBU3YAIBHOTO JOKYMEHTAa BKJIIOYAIOTCS CBEACHUS: O
HAUMEHOBAHHUH DJICKTPOHHOTO ayJAHOBU3YAIBHOTO IOKYMEHTa, B TOM 4YHCIIe WH(OpMALHUS O
JaTax 3areyvyaTIeHHbIX COOBITUH, 00 0000 3HAYMMBIX YYaCTHUKAX; 00 aBTOPCTBE AJIEKTPOHHOTO
ayJIMOBU3YaJIbHOTO JOKYMEHTa; oOumii o0beM (ailloB 3JIEKTPOHHOTO ayAHOBH3YaIbHOTO
JToKyMeHTa (B OaiiTax); HaMMEHOBaHUsI (PAIsIOB, COCTABIISIOMIUX JJIEKTPOHHBIE TOKYMEHTHI, TaThl
¥ BpPEeMsI UX TIOCJICTHET0 U3MEHEHHsI, 00heM B OaiiTax, (hopMaTsl (haiiios.

166. AynuoBu3yalbHble JOKYMEHTBl XpaHATCS B KOpOOKax M OrKcax. DJIEKTpOHHBIE
ayJIMOBU3yaJIbHbIE JOKYMEHTbl XpaHATCS B YNAKOBKE, PEKOMEH/JIOBAaHHOW MPOM3BOAMTEISIMU
Hocureneit, B CXD/I.

Hocurenn AYAUOBHU3YAJIBHBIX AOKYMCHTOB pacrojararoTCa OTACIBHO OT JOKYMCHTOB Ha
6YM8.)KHOM HOCHTCIIC.

167. IlpoBepka HanWuusg M COCTOSIHUSI ayJUMOBU3YaJbHBIX AapXHMBHBIX JOKYMEHTOB
OCYILECTBIISICTCSI OJTUH pa3 B 5 JeT (Ipu o0beMe ayIMOBU3YyalbHBIX TOKyMeHTOB Oonee 50% ot
o01Iero Kojau4ecTBa JOKYMEHTOB - OJuH pa3 B 10 jeT); KNHOJAOKYMEHTOB Ha HUTPOOCHOBE -
onMH pa3 B 2 roja. IIpoBepka HamuuMss M COCTOSHUS ayAMOBHU3YalbHBIX JOKYMEHTOB
MIPOBOJUTCS B 00MIEM TIOPsIIKE, yCTaHOBIEHHOM ITyHKTaMu 97 - 103 I[paBui.

168. E,Z[HHHLIeﬁ yu€Ta ayAUOBHU3YAJIbHBIX JOKYMCHTOB SABJISICTCA YaCTb CAWMHUIBI
XpaHCHUA, OJHA WM HECKOJIBKO €AWHUI] XpaHCHHA, NMCIOoIIas CaMOCTOSTCIbHEIA 3ar0JI0BOK U
OTHOCAIIAsACA K OIPCACIICHHOMY CO6BITI/IIO, MMPOU3BCACHUIO.

Jlig aymoBU3yallbHbIX JOKYMEHTOB 00S3aTENbHBIMH YUETHBIMH JIOKYMEHTAMH, TOMHMO
yKa3zaHHbIX B nyHKTe 118 [TpaBu, sBistoTcs:

a) onucH GoToarbO00MOB U (GOTOAOKYMEHTOB;
0) onucu (pOHOJOKYMEHTOB MarHUTHOM 3aITUCH;
B) OMUCH BUJICOJJOKYMEHTOB.

AynuoBu3yalbHbIE JJIEKTPOHHBIE JOKYMEHTBI YUHUTBHIBAIOTCSA IO OTACIBHBIM OIHUCAM
AIIEKTPOHHBIX JJOKYMEHTOB C MPUJIOKEHUEM PEECTPOB (PailyioB 3JEKTPOHHBIX ayAHOBU3YyaTbHBIX
JOKYMEHTOB. OO0s3aTeTbHBIMU OMHUCATENBHBIMUA 3JIEMEHTAaMH pEeecTpa, KpoMe YKa3aHHBIX B
nyHkte 144 IlpaBui, SBASIOTCA: BpeMs 3By4aHMs (3alMCH) AJI ayJuo- U BHJIEOJOKYMEHTOB,



pasMep n300pakeHus (B MUKCEISX) 711 BUZIEO M POTOJOKYMEHTOB.
169. OnucarenbHasi CTaThsl OMUCH ayTMOBU3YaJIbHBIX IOKYMEHTOB J0KHA BKIIIOUATh:

a) it (QOTOJOKYMEHTOB - HOMEpP CIMHHUIBI XPaHEHWs, WHACKC (IIPOMU3BOJICTBEHHBIN
HOMED), 3aroJ0BOK (aHHOTAIMs) TOKyMEHTa, HAUMEHOBAHUE TOCYJapCTBEHHOI'O OpraHa, opraHa
MECTHOTO CaMOYIIPABJICHUS, OpPTaHU3allMU, CTPYKTYPHOTO Toapa3jeineHus, (amwimio(u) u
WHUIMAIBI aBTOPa(OB), 1aTy ChbEMKH, MECTO ChEMKH, BHJI HOCHTEIsl, OPUTUHAIBHOCTh, (hopMaT
(pa3mep), IBETHOCTH;

0) mis ($hoToanbOOMOB - HOMEp CJAMHHUIIBI XPAaHEHHS, 3arojoBOK (Ha3BaHHE) aabOoMa,
HaMMEHOBaHHUE TOCYIApCTBEHHOIO OpraHa, OopraHa MECTHOTO CaMOYIPaBJCHUS, OpraHH3allny,
CTPYKTYPHOTO Moipa3zieicHus, (aMUINI0 U HHAIIHAIIBI aBTOPa, KpaliHHE JaThl (POTOOTIICYATKOB,
MECTO ChbEMKH, KOJIMYECTBO (DOTOOTIIEYATKOB, BHEITHHE OCOOCHHOCTH;

B) i1 (DOHOJTOKYMEHTOB - HOMEP €IUHUIIBI yIeTa, HOMEP CIUHUIIBI XPAHCHUSI, MHICKC HITU
NPOM3BOJICTBEHHBI HOMEp, 3arojioBOK JOKYMEHTa (C YKa3aHHWEM s3blKa), HAaMMEHOBAaHUE
rOCyJapCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIpaBJICHHs, OPTaHU3aIH, CTPYKTYPHOTO
nonpaszenenus, ¢pamMwinio(d) ¥ UHULIUAIBI aBTOpa(OB) M UCIIOJHUTENsI(ei); BpeMs 3By4YaHUS,
JaTy W MeCTO 3amucu (Iepe3amucH, BBITYCKAa); CKOPOCTh 3ByYaHUS, KOJHMYECTBO CIMHUIL
XpaHeHUs (OPUTHHAIOB U KOIIHH ),

) Ui BUJCOJOKYMEHTOB - HOMEp C€IMHHIIBI Y4eTa, HOMEP CIUHUIBI XPAaHCHUS, HHICKC
WIA TPOU3BOJICTBEHHBI HOMEp, 3arojioBOK JOKYMEHTa, HAaMMEHOBAHHE TOCYIapCTBEHHOTO
opraHa, opraHa MECTHOTO CaMOYIIPaBJICHUS, OPTaHU3AlNH, CTPYKTYPHOTO TIOAPAa3ICICHHS,
damunuio() ¥ WHUIKAIBI aBTOpPa(OB), LBETHOCTh, SI3BIK, T'OJ MPOU3BOJACTBA, XPOHOMETPAK
BUJICO3AMNCH, THII BHICOHOCHTENsE ¥ (opMar 3amucu, KOJMYECTBO CAWHHII XPaHCHUS
(OpUTHHAJIOB U KOIIHA);

1) JUTS SJIEKTPOHHBIX ayJAHOBU3YaIbHBIX JTIOKYMEHTOB - HOMEP €IWHUIIBI XPAaHEHUS!, HHIEKC
WIA TPOU3BOJICTBEHHBIII HOMEp, 3arojOBOK JOKYMEHTa, HalMMEHOBAHHWE TOCYIapCTBEHHOI'O
OpraHa, opraHa MECTHOTO CaMOYIPaBJICHHS, OPTaHW3allUH, CTPYKTYPHOTO MOJpa3JeeHus,
(bamunuio(1) 1 MHUIMAIBI ABTOPa(OB) U UCTIIOIHUTENSA(EH); MECTO M JaTy 3alUCH; TUIl HOCUTEJI,
BpeMs 3BydaHus (s ayIuo- U BUAEOJOKYMEHTOB), 00beM B OaliTax.

3aronoBkM (Ha3BaHMs, AHHOTALMHU) €IMHUL] XPaHEHUs AayAHOBU3yaJbHBIX JOKYMEHTOB
JOJDKHBI BKJIIOYaTh HAaMMEHOBAaHHWE M JaTy 3a(UKCHPOBAHHOIO COOBITHS, YKa3aHHWE Ha €ro
Y4aCTHHUKOB.

170. Ilpuem ayaroBHU3yabHBIX JOKYMEHTOB U3 MCTOYHHUKOB KOMIUJIEKTOBAHUS apXWBa Ha
apXMBHOE XpaHEHHE MPOU3BOJUTCS HE paHee ToJa M He MO3JHee TpeX JIEeT MOcie COOBITHSA,
3aIKUCH.

171. He AOIMYCKACTCA Mepcaavda Ha apXMBHOC XpAaHCHUC ayAUOBHU3YAJIbHBIX JOKYMCHTOB,

3aMmiCcCaHHBIX Ha (Qu3nyecku 000COOJEHHBIE HOCWUTENIH, BKJIIOYEHHBIE B COCTaB Jiena,
COJIepIKaIero TOKYMEHTHI Ha OyMa)KHOM HOCHUTEIIE.

XIII. Opranu3anus UCNoJb30BaHUSI APXMBHBIX JOKYMEHTOB
172. Vcnionb3oBaHUE apXUBHBIX JOKYMEHTOB JIOIIYCKAe€TCA TOJIBKO MOCJE MX ONHMCAHMS B
COOTBETCTBUHU € MyHKTOM 66 IlpaBun u odopmieHHs B COOTBETCTBHM C myHKTamu 50 - 61

IIpaBui.

OCHOBHBIMU (bOpMaMI/I HCIIOJIB30BAaHUA JOKYMCHTOB SABJIAIOTCA:



a) UCTIOJTHEHHUE 3aMPOCOB IOPUANYECCKUX U (PU3NUECKUX JIHI (J1ajee - MoIb30BaTeseh);
0) BpIJaua JJOKyMEHTOB Il pa0OThI B UNTAJILHOM 3aJIe apXHUBA;

B) NOyOJuKamuss M SKCIIOHMPOBAHUE  APXMBHBIX  JIOKYMEHTOB,  OpIaHU3alUs
UH(POPMALIMOHHBIX MEPOIIPUATHH;

') IOATOTOBKA U BbIaya KOMHM apXUBHBIX TOKYMEHTOB paOOTHHUKAM (IOCYIapCTBEHHBIM,
MYHULIMIIAJIBHBIM CIIY>KalllMM) TOCYJapCTBEHHOIO OpraHa, OpraHa MECTHOI'O CaMOYIpaBJIEHUS,
OpraHu3aliy, CTPYKTYPHOIO OIpa3AesieHUs] OpraHu3alllu.

173. Ilopsaok MCHOIB30BaHUS M JOCTYNA K apXMBHBIM JOKYMEHTaM OIPEIEIISIOTCS
JIOKaJbHBIMM HOPMATHUBHBIMM aKTaMM, pPa3paOOTaHHBIMU B COOTBETCTBMM C IOJIOKEHHUSIMU
Hactosimed riaBel M rnaBbl XIV IlpaBwi, a Takke C y4eToM CHEUM(DHUKH JesITeIbHOCTH
rOCyapCTBEHHOI'O OpraHa, OpraHa MeCTHOTO CaMOYIIPaBJICHMsI, OPraHU3allid, B COOTBETCTBUU C
TpeOoBaHUSIMU 3aKoHojaTesnbcTBa Poccuiickoit @Pexpepaniy, B TOM 4YHUCIE C IOPSAKOM,
YCTAHOBJICHHBIM YIIOJIHOMOUYEHHBIM (hefiepalibHbIM OpPraHOM HCIOJIHMUTENBHOM BiacTu B cdepe
apXUBHOTO JIeJIa U JIeIONPOU3BOACTBA <44>.

<44> JlopsaoK UCHOJIb30BAaHUS APXMBHBIX JIOKYMEHTOB B TOCYJapCTBEHHBIX U
MYHUIIMIIATBHBIX apxuBax Poccuiickoit denepannu, yTBepKaeHHbINA Mpuka3zom PocapxuBa ot 1
ceHtsiops 2017 r. N 143 (3apeructpupoBan Muntoctom Poccum 1 nHostOps 2017 1.,
peructpannoHHbiii N 48765) ¢ u3MeHeHneM, BHECEHHBIM TITpuka3oM PocapxuBa ot 9 urons 2021
r. N 51 (3apeructpupoan Muntocrom Poccun 19 aBrycra 2021 r., peructpaunonssiii N 64708).

174. Hdoctym K apXuBHBIM JIOKYMEHTaM, SBJSIOMIUMCS HOCUTEISIMU  CBEJICHHI,
COCTABJISIFOIIMX  TOCYJApCTBEHHYIO  TaiiHy, a  TaKkKe  CcoAep)KalluM  CBEIEHUsA
KOH(PHUICHIIMAIIBHOTO XapakTtepa <45>, OCYIIECTBISETCS MPU HAIUYUK Yy TOJH30BATENs
JOKYMEHTAJIbHO TMOATBEPKICHHBIX TIPaB Ha IMOJy4€HHE COOTBETCTBYIOIIEH WH(MOpMALIUU
(cBenmeHmit), a K JOKYMEHTaM, COJEpPXKAIUM CIYyKEOHYI0O HMH(POPMAIMIO OTPAaHUUCHHOTO
pacnpoCTpaHEHus, - B COOTBETCTBUU C JIOKAJIbHBIMU HOPMATUBHBIMH aKTaMHU.

<45> Vka3 llpesunenra Poccuiickoit ®enepamun ot 6 mapra 1997 r. N 188 "O06
yrBepxaeHun [lepeuns cBeeHnit KOHDUIEHIINAIBHOTO XapakTepa'.

175. I'ocynapcTBEHHBIN OpPraH, OpraH MECTHOI'O CaMOYIIPaBJIEHUs, OpraHNU3alus HEe BIPABE
OTPaHUYMBATH YCIIOBHSI HCIOJIb30BaHUS HMH(OpPMALUHU, MPEIOCTABICHHON IOJIb30BATENO MU
MOJIy4EHHOM MM B pE€3yJbTaTe CAMOCTOSTEIBHOTO M3Y4YEHMS ApPXUBHBIX JIOKYMEHTOB <46>, 3a
UCKJIIOUEHHEM CIIy4aeB, IPELYCMOTPEHHBIX 3aKOHOAaTeNbCTBOM Poccuiickoit denepaunn <47>,
WJIM OTOBOPEHHBIX B JIOTOBOPE € MOJIb30BATEIEM.

<46> Yacrts 1 crateu 26 denepansHoro 3akoHa N 125-D3.

<47> Cratbs 25 ®enepanbHoro 3akona N 125-D3.

176. PabGota moib3oBaresis C apXWUBHBIMU JIOKYMEHTAMHU M CIIPABOYHO-TIOMCKOBBIMU
CpeACTBaMHU K HUM OCYIIECTBIISIETCSI B IPUCYTCTBUU PabOTHUKA apXuBa (JIHIIa, OTBETCTBEHHOTO
3a apXUB).
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177. B rocynapCTBEHHOM OpraHe, OpraHe MECTHOI'O0 CaMOYIPAaBJICHUS, OpraHU3alluH
BEJIETCSI YUET UCII0JIb30BaHUs JOKYMEHTOB, B TOM UHMCIIE ¢ Ucnoiab3oBaHueM CXO/1.

178. 3anpocsl moJib30BaTeNeh Mopa3aeisitoTCs Ha:

a) 3ampochl COLMAIBHO-IIPABOBOIO XapakTepa (3alpochl, CBSA3aHHBIE C COLUAIBHOM
3alMTOM Ipa)</aH, MpelycMaTpUBAIOLIEH X MEHCHOHHOE OOecCleueHHe, a TakKe MOIyd4eHue
JBIOT U KOMIIEHCALMI B COOTBETCTBUHM C 3aKOHOAATeNbcTBOM Poccuniickoit denepanuu;

0) TeMaTHYecKue 3ampochl (3alpochl O MPEIOCTABICHUU apXHMBHOW WH(GOpPMAIMU IO
OTIpe/ICNIEHHOM MpodiieMe, TeMe, COOBITHIO, (PaKTY);

B) 3alpochl O pPACCEKPEUMBAHUM aAPXUBHBIX JOKYMEHTOB, SBIISIOIIUXCA HOCUTEISIMU
CBEJICHMI, COCTABISAIOLIUX FOCYIapCTBEHHYIO TalHY.

179. T'ocynapcTBeHHBIE OpraHbl, OpraHbl MECTHOTO CaMOYIPAaBJICHUS, T'OCYJapCTBEHHbIE
(MyHUIIMIIAJIBHBIE) OpPraHU3alKU OPraHU3yIOT IPHUEM 3alpOCOB M HAMpaBICHHE OTBETOB IO
pe3yibTaTaM MX UCIOJHEHHS C UCIOJIb30BAaHUEM IOYTOBOU CBSA3M U O(PULMAIBHON 3IEKTPOHHON
MIOYTHI.

[Ipy Hanuuuum y opraHu3anuu (UHAHCOBBIX, TEXHMYECKMX M KaJPOBBIX BO3MOXKHOCTEH
IIPUEM 3aIIPOCOB M HAIIPABJICHUE OTBETOB II0 pe3yJbTaTaM MX HCIOJHEHHUs OCYLIECTBIISETCS B
(dopMe 3JIEKTPOHHBIX JOKYMEHTOB C HCIOJb30BAHHWEM OQUIMAIBHOIO CaiTa OpraHu3aluy,
€MHOI0 NOopTajla TOCYJAapPCTBEHHBIX U MYHUIMIAIBHBIX YCIYT JIMOO PErMOHalIbHOIO IopTaia
rOCYJapCTBEHHbIX W MYHUIMNAIBHBIX YCIYr, HHBIX T'OCYJapCTBEHHBIX HH(OPMAIIMOHHBIX
cucteM, 10 HMH(POPMAITMOHHO-TEIEKOMMYHHKAIIMOHHBIM ~ CeTM ([0  COTJIACOBAaHUIO C
H0JIb30BATEJIEM).

180. TloctynuBimiuii 3ampoc paccMaTpPUBAETCS W HCIOJTHSAETCS TPH HATUYUH B HEM
HAUMEHOBAHUS IOPUAWYECKOTO JHIA WM (paMuIuu, UMEHH, OT4yecTBa (MPU HATUYUHN)
(u3UYECKOTro JINILIA, TOYTOBOTO U (MJIM) AJIEKTPOHHOT'O a/ipeca Mojb30BaTels U TEMbI 3aIpoca.

181. 3anpoc nonp30BaTess HE MOIEKUT PACCMOTPEHHIO B CIEAYIOIIUX Claydasx <48>:

<48> Cratps 11 ®epepanpHoro 3akoHa ot 2 mas 2006 r. N 59-®@3 "O mnopsake
paccMoTpeHust oOpalieHui rpaxmaan".

a) B 3a1poce OTCYTCTBYeT HH(popmanus, ykazanHas B myHkTe 180 IIpasui;
0) 3anpoc He MOoAJIAeTCs MPOUTEHHIO;

B) OTBET IO CYIIECTBY YKa3aHHOW B 3alpoce TeMbl (BOIpOca) HE MOKET ObITh JaH 0e3
pasrylallleHus] CBEACHUM, COCTaBIIOIIMX TOCYJApCTBEHHYI0 WIM MHYIO OXPaHSAEMYIO
dbenepalbHBIM 3aKOHOM TaiHy (ykazaHHasi WH(OpMAaIus MOXET ObITh MPEAOCTaBlICHA TOJHKO
IIPY HAJIMYUHU y NTOJIB30BATENS JOKYMEHTAJIBHO MOATBEPKICHHBIX IIPaB Ha MOJyUYEHUE CBEICHUH,
coJIeprKalliX roCcyIapCTBEHHYIO TaliHy U (MJIK) KOHPHUASHIUATbHYI0 HH(OPMAIIUIO);

F) 3aIMpoC KacCacTCsl TCMbI (Bonpoca), B OTHOIICHUH KOTOpOﬁ IMMOJIB30BATCIIFO paHEC
MHOI'OKpaTHO JaBajlUChb IMMCBMCHHBIC OTBCTHI IO CYHIECCTBY, W IIPU 3TOM B 3aIIpoCE€ HE
MNPpUBOIAATCA HOBBLIC JOBOABI HJIN 00CTOSITEILCTBA (pyKOBOI[I/ITeJ'IL ToCyJapCTBCHHOI'0 OpraHa,
opraHa MECTHOI'0O CaMOYIIpaBJICHHUA, OpraHHU3al WA YIIOJHOMOYCHHOC HM JIMIIO BIpPaBC
MPUHATH PCHICHUC O 0€30CHOBATEIHLHOCTU O4YCpCAHOr0 3alpoca U NMpCKpalCHUN TICPCIIUCKU 10
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JAHHOMY BOIIPOCY TIPH YCJIOBHHW, YTO YKa3aHHBIH 3ampoc W paHee HaIpaBisieMbIe 3arpoChl
HANPABISUTUCH B OJIMH M TOT K€ TOCYJApCTBEHHBIN OpraH, OpraH MECTHOTO CaMOYIpPaBIeHUS,
OpraHu3aIuIo);

1) B 3ampoce COepKaTcs HELEH3YpHbIE MO0 OCKOPOWUTENbHBIC BBIPAKEHUS, YIPO3bI
JKWU3HH, 3/TOPOBBI0 U UMYIIECTBY PAOOTHUKOB (TOCYIapCTBEHHBIX, MYHHIIUIAIBHBIX CITY>KaIuX ),
a TaK)Ke YJICHOB X CEMEH;

€) y TOoJIb30BaTesl OTCYTCTBYIOT JOKYMEHTBI, MOATBEP)KIAIOIIUE €ro MOJTHOMOYHS
BBICTYNATh OT UMEHH TPEThUX JIMI], B OTHOIIEHUH KOTOPBIX CJIeJaH 3amnpoc (B cllydae, eclid He
HCTEK CPOK OrpaHUYCHUSI, YCTAHOBJIEHHBIM YacThio 3 crathu 25 deaepaibHOro 3akoHa N 125-
D3).

O npuyMHax ocCTaBJIEHUS 3alpoca 0e3 pPacCMOTPEHHUs COOOLIAEeTCs I10JIb30BATENI0 B
CIIydasix, €Clii ero (haMIIKs ¥ TIOYTOBBIH (JIEKTPOHHBIN aJIpec) MOAJAIOTCS IPOUYTEHUIO.

182. Ha 0e3B03ME31HOIM OCHOBE UCIIOIHSIOTCS:

a) 3aIlpochl COIMAIBLHO-TIPABOBOIO XapakTepa - B TeueHue 30 KajmeHIapHBIX AHEH CO JHS
perucrpanuu 3amnpoca <49>;

<49> Yacrts 3 crarbu 26 OenepanbHoro 3akona N 125-D3.

0) TemMaTHuYeCcKHe 3alpochl OPraHOB T'OCYJAPCTBEHHOW BJIACTH M OpPraHOB MECTHOTO
caMOYIIpaBJICHHSI, HAIIPABIISICMbIC B LIEJISX MCIOIHEHHUSI KIMU CBOUX MOJHOMOYMIA, B MOPSIAKE U B
CPOKH, YCTAaHOBIICHHBIE 3aKOHO/ATEIbCTBOM Poccuiickoii deneparuu, MO0 B COrliacOBaHHbIC C
HUMH cpokn <50>;

<50> Yacrs 7 crathu 26 denepansHoro 3akoHa N 125-D3.

B) 3arpocCbl O PpaCCCKPCUMBAHUN APXUBHBIX OOKYMCHTOB, SABJIAIONIUXCSA HOCUTCIISIMU
CBEICHMI, COCTaBIAIOIIMX TIOCYAAPCTBEHHYKO TaliHy - B CpPOKHM, YCTaHOBJICHHBIE
3aKoHoAarenbCcTBOM Poccuiickoit denepanuu o rocyJapcTBEHHOM TaiiHe <51>.

<51> Cratesa 15 3akona Poccuiickoit @enepanun ot 21 wmrons 1993 r. N 5485-1 "O
rocyaapcTBeHHOM TaiiHe" (nayee - 3akon N 5485-1).

183. TemaTuueckue 3ampochl MOJIb30BATENIEH UCIOIHAIOTCA IPU HAJIUYMU y OpraHU3aluu
(UHAHCOBBIX, TEXHUYECKUX U KaJIPOBBIX BO3MOKHOCTEH Ha BO3ME3/IHOI OCHOBE <52>.

<52> Yacrs 4 crathu 26 OenepansHoro 3akoHa N 125-D3.

184. OtBeTs Ha 3ampOCHl MOJIB30BATENEW, B TOM YHCIE OTBETHI HA 3alPOCHI COLUAIIBHO-
IIPaBOBOTO XapakTepa, 0(OPMIIIOTCS B BUJIE ApXUBHOM CIIPABKH, apXUBHOM BBITUCKHU, apXUBHOU
KOIUU, UH(POPMALIMOHHOTO MHUCHMA.
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185. ApxuBHas crpaBka (pPEKOMEHIyeMbIi 00paszell mpuBeAeH B NpwiokeHHH N 29 k
[TpaBunam) odopmiisercs Ha ONaHKe TOCYJapCTBEHHOTO OpraHa, oOpraHa MECTHOTO
CaMOYIpaBJIeHUs, OPTaHU3AlMU U COJIEPKUT Ha3zBaHue "ApXMBHas CIIpaBKa', MOANUCHIBACTCS
PYKOBOAUTCIICM HUJIN YIIOJTHOMOYCHHLIM UM JIMIIOM U 3aBCPACTCA MICUATHIO.

ApxuBHas crpaBKa, IOJArOTOBIIEHHAs B (hOpMe 3JIEKTPOHHOTO AOKYMEHTA, IOIUCHIBAETCA
YCUJIEHHOU KB (DUITMPOBAHHOMN AJIEKTPOHHOM TOAITUCHIO 1581051 YCUJIEHHOU
HEKBAM(UIMPOBAHHON SJIEKTPOHHON MOANUCHIO, CepTU(UKAT KII04a IPOBEPKU KOTOPOI
CO3/IaH W WCIOIB3yeTCs B MHPPACTPYKTYPE B3aMMOJCHCTBHS MH()OPMAIIMOHHBIX CHCTEM, B TOM
YHClIe TOCYIapCTBEHHBIX HHGOPMAIIMOHHBIX CHCTEM, BKIItoUas (perepanbHyi0 TOCy1apCTBEHHYIO
uH(pOPMAIMOHHYIO cucTeMy "EMUHBIA TOPTal TOCYAAPCTBEHHBIX U MYHHUIIUIAIBHBIX YCIYT
(pyHkumif)", MOAKIIIOUEHHBIX K HHPPACTPYKTYypE B3aUMOICHCTBUSI, B MOPSAIKE, YCTAHOBICHHOM
nocranoBienueM [IpaBurennscTBa Poccuiickoit @eneparuu ot 22 nexadbps 2012 r. N 1382 "O
MPUCOEANHEHUN UH(GOPMAIIMOHHBIX CUCTEM OpraHu3aluil K nHQpacTpyKType, odecrneynBaroei
WH(HOPMAIIMOHHO-TEXHOJIOTUYECKOE B3aUMO/ICIICTBUE UH(OPMAITMOHHBIX CUCTEM,
UCIIOJIB3YEMBIX JUJISl MPEAOCTABICHHUS TOCYAAPCTBEHHBIX M MYHULMOAIBbHBIX YCIYT U
WCTIOJTHEHUS TOCYIAPCTBCHHBIX M MYHHUIIUTIATBHBIX (YHKIMA B AJIEKTpoHHOU popme" (manee -
noctaHoByieHne N 1382).

B TekcTe apXuMBHON CIpaBKM B XPOHOJOTHMYECKON I10CJIENOBATEIBbHOCTH W3J1ararTcs
COOBITHS C yKa3aHMEM BMJIOB MCIIOJIb30BAaHHBIX JIOKYMEHTOB, UX JaT U HOMEpoB. B apxuBHOI
CIpaBKE JOIYCKAeTCsl LUTHUPOBAHUE JOKYMEHTOB, a TaKK€ YyKa3aHWE Ha MOJJIMHHOCTh
JIOKYMEHTOB, BKJIFOUCHHBIX B €IMHUILY XPAaHEHUS.

B Tekcre apXMBHOW CHpaBKU JaHHBIE BOCIPOMU3BOJAATCA TaK, KaK OHU H3JI0KEHBI B
ApXUBHBIX JOKYMEHTaX, a PacXOKJIEHHS, HECOBMAJCHUS U HETOYHOCTH HA3BaHMSI, OTCYTCTBHE
MMEHH, OTYeCcTBa (IPU HAJIWYMM), UHULIMAIOB WIM HAJMYME OJHOTO U3 HUX OrOBAPUBAIOTCS B
TekcTe cnpaBku B ckoOkax ("Tak B mokymente", "Tak B Tekcte opurunana"). B npumedanusax no
TEKCTy apXWBHOM CIPaBKM OrOBapHUBAaIOTCS HEpa30OpUMBO HANMCAHHbBIE, HUCIpPaBICHHbIE
aBTOpPOM (co3/aTesieM JIOKyMEHTa), He IOJIalolIiecs MPOYTEHUIO MEeCTa TEeKCTa JOKyMEHTa
("Tak B Texcte opurunHana", "B Tekcte Hepa30opuuBO"), a TakKe HaJIMYMWE WU OTCYTCTBHE
OTMETKH O 3aBEPEHHMH JOKYMEHTOB, ITIOCIYKUBIINX OCHOBAHUEM ]ISl COCTaBJICHUs OTBETA.

B texcte apXI/IBHOI\/'I CIIpaBKU HE JOIMYCKAIOTCA U3MCHCHUSA, UCIIPABJICHW A, KOMMCHTApHH.

B apxuBHOIi cripaBKe ODKHBI OBITh yKa3aHbl apXUBHbIE MU(PHI 1 HOMEpa JIMCTOB €AMHUI]
XpaHeHus. B apxuBHOI cripaBke, 00beM KOTOPOI MPEBBIIAET OJUH JIUCT, BCE JUCTHI JOJIKHBI
ObITH MPOILIUTHI, MPOHYMEPOBAHBl W 3aBEPEHbI IEUYaThi0 TOCYAAPCTBEHHOIO0 OpraHa, OpraHa
MECTHOI'O CaMOYIIPaBJICHUS, OpraHU3aly (IIPU HATUYUN).

186. ApxuBHas BbIIMCKAa OQOpMIIsieTcss Ha OJaHKE TOCyIapCTBEHHOI'O OpraHa, opraHa
MECTHOI'O CaMOYIpaBJIE€HUs, OpraHu3aluu ¢ o0o3HaueHueM Ha3BaHUs ("ApxuBHas BbITUCKA") U
JIOCIIOBHO ~ BOCHPOM3BOAMT YacTh TEKCTAa AapXUBHOIO JIOKYMEHTa, OTHOCALIETOoCs K
ornpezeneHHOMY (akTy, COOBITHIO, JIUIY, C YKa3aHHEM apXHWBHOTO HM(ppa U HOMEPOB JIMCTOB
€AVHMLIBI XpaHEHUs. B apxXuBHOW BBINHMCKE TaKXE MOYKET OrOBapUBAaThCS MOIIMHHOCTH
JOKYMCHTOB, BKIIFOUCHHBIX B CIMHUIY XPaHCHH.

ApXI/IBHaSI BBIIIMCKA 3aBCPACTCA PYKOBOAUTCIIEM TOCYAApPCTBCHHOTO OpraHa, OpraHa
MCCTHOI'0 CaMOymnpaBJICHUA, OpPraHu3aliii HWJIH YIOOJHOMOYCHHBIM HM JIMOOM W 3aBEPACTCA
ncyaTbro.

ApXUBHas BBIITUCKA, IOJATOTOBIIEHHAs B (hOpME JIEKTPOHHOI'O JJOKYMEHTA, MOAMUCHIBAETCS
YCHJIEHHOU KBaJTM(HUIIMPOBAHHON AIIEKTPOHHOMN MIOJIUCHIO WIH YCUJIEHHOU
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HEKBATU(HUIIUPOBAHHON JJICKTPOHHOW TIOJANUCHI0, CEepTU(PHUKAT KIF0Ya TPOBEPKH KOTOPOH
CO3/IaH U WCIONB3yeTCs B MHPPACTPYKTYPE B3aMMOJCHCTBHS MH(DOPMAIIMOHHBIX CHCTEM, B TOM
YHClie TOCYIapCTBEHHBIX HHPOPMAIIMOHHBIX CUCTEM, BKItoUas (efepaibHyl0 rocyJapCTBEHHYIO
uH(pOpMaIMOHHYIO cucTeMy "EMWHBIA TOpPTal TOCYAApCTBEHHBIX M MYHHIIUIMAIBHBIX yCIYT
(pynkuwmif)", MOAKIIIOUEHHBIX K HHPPACTPYKTYpE B3aUMOICHCTBUSI, B MOPSAIKE, YCTAHOBICHHOM
nocranoBiennem N 1382.

Havano u koHel Ka)X10ro U3BJICYEHHs U3 apXUBHOTO JOKYMEHTA, a TAKXKE IPOIYCKHU B €r0
TEKCTE OTJENbHBIX CJIOB O0O3HAYAIOTCA B ApXUBHOW BBIMHMCKE MHOroTtouneMm. OcoOGeHHOCTH
TEKCTa apXUBHOI'O JOKYMEHTA, BOCIIPOU3BOJMMOIO B apXUBHOM BBINMCKE, OTOBAPUBAIOTCS TaK
’Ke, KaK B apXUBHOM CIIpaBKe.

OdopmieHre apXUBHOM BBITUCKU OCYIIECTBIISIETCS MO aHAJIOTMHM C apXHUBHOW CIIPaBKOM,
odopMIIeHHE KOTOPOH YCTaHOBJICHO MyHKTOM 185 IIpaBu.

187. ApxuBHasi KOIHs JOCIOBHO BOCIIPOM3BOJHUT TEKCT apXUBHOTO JOKYMEHTa WIIA €ro
n300pakeHne, ¢ yKkazaHueM apXUBHOTO MH(pa 1 HOMEPOB JICTOB.

ApxuBHas Konusi Ha OyMa)KHOM HOCHUTEJIE 3aBepsieTCs PYKOBOAUTENIEM IOCY1apCTBEHHOTO
opraHa, opraHa MCCTHOI'o CaMOyIIpaBJICHUA, OpraHnu3aiuu WJIKW YIIOJHOMOYCHHBIM UM JIMIIOM H
oopmieHHE ee OCYLIECTBISETCS] MO aHAJOTMM C apXUBHOW CIIPaBKOW, B COOTBETCTBUHU C
nyHkToM 185 IlpaBu.

ApXHBHas KONMs, HU3TOTOBJIEHHAs B JJIEKTPOHHOM BHJE, IOJAINHUCHIBACTCS YCUIEHHON
KBIM(ULUMPOBAHHON 3JEKTPOHHOW MOANUCHIO WIM YCWJIEHHOM HeKBaIM(UUHUPOBAHHON
3JIEKTPOHHON TMOANHUCKHIO, CepTU(UKAT KItoYa MPOBEPKH KOTOPOH CO34aH M UCHONb3yeTcs B
UHPPACTPYKTYpE B3aMMOACUCTBUS MHPOPMALMOHHBIX CHCTEM, B TOM YHCIE TOCYAAPCTBEHHBIX
UH(POPMALIMOHHBIX CUCTEM, BKIIOYas (elepanibHyl0 TOCYJapCTBEHHYIO HH(MOPMALMOHHYIO
cucteMy "EnuHbI mopTanm TrocylapCTBEHHBIX W MYHUIUNANbHBIX ycayr (dyHKUumi)",
HNOJKIIOUYEHHBIX K  MH(pacTpykType B3aUMOACWUCTBUS, B  TOpPSJKE, YCTAaHOBIECHHOM
nocraHoBienneM N 1382. Nmsa ¢aiina apxuBHOM KomMu, MpenocTaBisieMoil B ¢opme
3JIEKTPOHHOI'0 IOKYMEHTA, JOJDKHO COJIepXKaTh apXUBHBIN MU(P JOKYMEHTA.

188. ApxuBHBIE CIpaBKH, apXUBHBbIE BBIMUCKA W AapXUBHBbIE KOIHU HAaIPaBIISIFOTCS
NOJBb30BATENI0  C  CONPOBOJUTENBHBIM  MHCBMOM IO  IOYTe,  HH(OPMALUOHHO-
KOMMYHHKAIIMOHHBIM CETSM WJIM BBIJAIOTCA IO/ PACIMCKY IMOJIb30BATENI0 (IPU MPEAbIBICHUN
JIOKYMEHTA, YAOCTOBEPSIOIIET0 JIMYHOCTD) WU MPH MPEIbSABICHUHN TOBEPEHHOCTH.

189. ApxuBHasl cripaBKa, apXMBHas BBIINCKA, apXUBHAs KOMMS WM OTBET 00 OTCYTCTBUH
3apall¥BACMbIX CBECHUMN, TPEAHA3HAYCHHBIC JUUIs HAIIPABJICHUS:

a) B rocynapctBa - ydactHukd CHI', BKkirodast oTBeThl 00 OTCYTCTBHH 3alpalinBaeMbIX
CBEJICHUH, BBICBUIAIOTCS apPXUBOM HETOCPEICTBEHHO B aJIPEC MOJIb30BATENS;

0) B rocymapcTBa, He sBisitontuecs ydactHukamu CHI', BKiIrogasi OTBETHl 00 OTCYTCTBHH
3ampanmBaeMbIX CBeIEeHUH, OOPMIISIOTCS U BMECTE C 3alpOCaMU HAIMPABISIOTCS apXHBOM B
COOTBETCTBYIOIINI (efepabHbI OpraH MCHOJHUTEIHFHON BJIACTH WJIU €r0 TEPPUTOPHATbHBIN
Opras.

190. UndopmarmornHoe mucbMO odopMIIseTcs Ha OJIaHKe TOCYAapCTBEHHOTO OpraHa,
OpraHa MECTHOTO CaMOYIIPABIICHUs, OPTaHU3AIUHN U COJEPKUT OTBET O HAJTHYUU (OTCYTCTBHH) B
APXUBC apXUBHBIX JOKYMCHTOB 11O TEME 3aIllpoca UJIN CBEACHUA 00 ux MECTOHAXOXICHUU, NN O
MEPEChUIKE 3arpoca Mo MPUHAJICKHOCTH B COOTBETCTBYIOIIMIA TOCYIapCTBEHHBIA OpraH, OpraH
MECTHOTO CaMOYTIPaBJICHHUsI, OPTaHU3AIHNIO, WIIH IO BOMPOCAM OKa3aHHs BO3ME3IHBIX YCIIYT, HITH
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O pPAacCEeKpe4yMBaHMM AapXUBHBIX JIOKYMCHTOB, SBIIIOIIMXCS  HOCUTEISIMUA  CBEIICHUH,
COCTABJISIIOIIUX TOCYIapCTBEHHYIO TAlHY.

HH(bOpMaI_[I/IOHHOG IMMCbMO IOAINHMCBIBACTCA PYKOBOJUTCICM TI'OCYJApCTBEHHOI'O OpraHa,
opraHa MCCTHOTO CaMOYIIPAaBJICHHA, OpTraHHU3allUd WKW YIIOJJHOMOYCHHBIM UM JOJIKHOCTHBIM
JINIIOM. HI/ICBMO, HaITpaBJIsIEMOC B (bopMe OJICKTPOHHOI'O AOKYMCHTA, 3aBEPACTCA 3JI€KTpOHHOI>i
MNoANUCBhIO PYKOBOAUTCIIA TOCYAApPCTBCHHOI'O OpraHa, opraHa MCECTHOI'0O CaMOYIIpPaBJICHUA,
OpraHru3anu Wik YIIOJJHOMOYCHHOI'O UM JIMIIA.

191. TIlo coriacoBaHui0 C TIOJIb30BATEJIEM OTBET Ha TEMAaTHMYECKHH  3ampoc
NPEJOCTABIISETCS B BUJIC:

a) CHCTEMaTU3MPOBAHHOI'O KpaTKOIO WM AaHHOTUPOBAHHOIO IIEPEYHS 3arojIOBKOB
ApXUBHBIX JIOKYMEHTOB WJIM €IUHUI] XpaHEHHUs (€AUHMI] y4yeTa) MO ONpPEIEICHHONH TeMe ¢
YKa3aHUEM UX JIaT ¥ apXUBHBIX MTU(PPOB;

0) TeMaTHYeCKOro 0030pa apXUBHBIX JOKYMEHTOB.

192. B mensx co3gaHWs YCIOBHM sl pabOTHI MOJb30BaTeNeli W paOOTHUKOB
(rocyaapcTBEHHBIX, MyHUIMIIAIBHBIX CITYXKAIUX) TOCYAapCTBEHHOTO OpraHa, OpraHa MECTHOTO
CaMOYTIpaBIICHUs, OpPraHWU3allMM MOXKET BBIICIATHCA  IOMEIIeHWEe (YUTANBHBIA 34,
IPOCMOTPOBass KOMHATa) Uil O3HAKOMIICHHS C apXWBHBIMH JOKYMEHTaMH W CHPaBOYHO-
MOUCKOBBIMHU CPEICTBAMH, 000PYIOBAHHOE COOTBETCTBYIOIIUMH TEXHUYECKIMHU CPEICTBAMHU.

193. B apxuBe (Ipy HaJM4YUHU) BEIETCA >KypHaJl ydyeTa IMOCELICHUH YHMTaJIbHOIO 3aia
(IpOCMOTPOBOM  KOMHATBI)  MOJB30BATEIsIMH M pabOTHUKaMH  (TOCYAapCTBEHHBIMH,
MYHUIMNAIbHBIMU  CIYXKallMMM)  TOCYAApCTBEHHOTO  OpraHa,  oOpraHa  MECTHOIO
CaMOyIIpaBJICHHsI, OPIraHU3aLUH.

194. Opranusanus BIpaBe OCYIIECTBIISATb, B TOM 4YHCJIE€ HAa OCHOBAaHHWU JOTOBOPOB
BO3ME3/IHOTO OKa3aHMsl yCIAyr TMOATOTOBKY NyONMKAanuil M 5SKCIOHHPOBAHHWE apXUBHBIX
JOKYMEHTOB M MX KOIHUH; MpeJCTaBlIeHNe AapXUBHBIX JOKYMEHTOB Ha HWH(pOPMalMOHHbBIX
MEpOnpUATHIX (KOH(PEpEeHUHUAX, KPYIJIbIX CTOJaX, Mpe3eHTalMsIX, 3KCKYpCUAX, JEKIUsX,
BCTpEYax C OOIIECTBEHHOCTBIO, JHSAX OTKPBITBIX JBepei, YpOKOB), B TOM YHCIE C
MCIIOJIb30BaHUEM MH(POPMAIIMOHHO-TEIEKOMMYHUKAIIMOHHBIX CETEH.

195. DOkcnoHupyemble NOAJMHHUKHA apXMBHBIX JOKYMEHTOB M (WJIM) UX KOINHMM BHE
3aBUCUMOCTH OT (OpMBI MYOJUYHOIO MPEACTaBICHUS JOJDKHBI OBITH CHA0KEHBl apXUBHBIM
mudpoM M aHHOTAIMEeH ¢ Ha3BaHMEM JOKYMEHTa, JaToil co3laHMs, KpaTKol HHpopmaruei,
BKJIIOUAIOLIEH B cilydae HEOOXOAMMOCTH pPAaclIM(ppPOBKY TEKCTa JOKYMEHTa WM €ro 4YacTw,
CBEJICHUI O pacCEKpEUUBAHUH.

XIV. KonupoBanue apxuBHBIX JOKYMEHTOB

196. M3zroroBieHHe KOMHMH C apXMBHBIX JOKYMEHTOB OCYLIECTBIISIETCS C DPa3peLICHUS
PYKOBOJMTENSI TOCYIapCTBEHHOI'O OpraHa, opraHa MECTHOTO CAaMOYIpaBIEHHS, OpraHu3aluu
WIN YIIOJTHOMOUYEHHOTO MM JIMIIA B TIOPSIJIKE, YCTAHOBJIEHHOM JIOKQTbHBIM HOPMATUBHBIM aKTOM.

197. Ha 6e3Bo3Me31HON OCHOBE HW3rOTAaBIMBAIOTCA KOMHM APXUBHBIX JOKYMEHTOB I10
3apocaM COLMAIbHO-IIPAaBOBOIO XapaKTepa, a TakKe M0 3aKa3aM rOCyJapCTBEHHBIX OPraHOB U
MECCTHOI'0 CaMOYIIpaBJICHHW S, HAIIPABJICHHBIM B LCIIAX UCIIOJIHCHUSA UMHU CBOUX TTOTHOMOYHH.

B uHBIX ciydasx opraHu3alMi OCYIIECTBIISIIOT KOIMHUPOBAHUE apXMBHBIX TOKYMEHTOB Ha
BO3ME3HOI OCHOBE Ha OCHOBAHWU JOTrOBOpa <53>.



<53> Yacrtsb 4 cratbu 26 denepanphoro 3akoHa N 125-03.

198. Ilpu odopmiieHUH KONHMH PACCEKPCUCHHOTO AapXUBHOTO JOKyMEHTa B MECTE
pacroIOkKEeHUsI COOTBETCTBYIOIIETO Ipuda CEKPETHOCTH Ha KOMHHM MPOCTABISIETCA IITAMII
"Paccexpeueno”. Takoil xe MmITaMIT MPOCTABIISIETCS HAa 3JIEKTPOHHON KONMUU PACCEKPEUEHHOTO
apXUBHOTO JokyMeHTa. [Ipu camocToATeIbHOM KOMUPOBAaHUH MOJIB30BATEIEM PACCEKPEUEHHOTO
ApPXUBHOTO JIOKyMEHTa pa0OTHUK apxuBa (JUI0, OTBETCTBEHHOE 3a apXHB), 00CCIICUMBAIOIINIT
KOHTPOJIb, Pa3MeIIaeT B MECTE PACIOI0KEHUSI COOTBETCTBYIOIIETrO Iprda CEKPETHOCTH 3aCTaBKyY
co mrtamroM "Paccekpeueno".

199. Komun APXHUBHBIX OTOKYMEHTOB BBIAAKOTCA ITOJB30BATCIIAM, UX JOBCPCHHBIM JIMIIaM
Hjin MOryrt ObITh BBICIIAHBI Ha yKaSaHHbII;'I HMH IIOYTOBBIM aapeC WM HaIlpaBJICHbI 110
I/IH(l)OpMaHI/IOHHO-TeJ'ICKOMMYHI/IKaI_II/IOHHBIM CCTAM.

200. ApxuB BeIeT ydeT 3aKa30B Ha KONMHMPOBAaHME HAa OyMa)KHOM HOCHUTENE WIM B
3JIEKTPOHHOM BUJIE.

XV. Opranmn3anusi padoTsl 10 0()OPMJICHUIO UTOTOB PacCeKpPeYMBAHUS
ApPXMBHBIX JIOKYMEHTOB, ABJISIIOIIMXCHA HOCUTEJISIMH CBeJIeHUId,
COCTABJISIIOIIMX FOCY/IaPCTBEHHYIO TaliHY

201. PaGoTa mo pacceKpeuMBaHUIO ApXMBHBIX JOKYMEHTOB, SBISIOIIMXCS HOCHTEISIMU
CBEJICHUI, COCTaBILIOIUX TOCYAAPCTBEHHYIO TallHy (Jajnee - pacceKpeduBaHUE), B
roCyIapCTBEHHOM OpraHe, OpraHe MECTHOI'O CaMOYIIPaBJICHMsI, OPTaHU3ALMH OCYIIECTBIISIETCS B
COOTBETCTBUU C TpeOOBaHUSMHM 3aKoHojarenbcTBa Poccuiickoit ®enepanuun <54>, HHBIX
HOPMAaTHUBHBIMU IIPABOBBIX aKTOB B 00JIACTH 3aIlIUTHI TOCYJAPCTBEHHOM TaliHbI.

<54> Crarpa 14 3akona N 5485-1.

202. Pa3MenieHue, XpaHEHHE, Y4YE€T, IIPOBEIEHUE IIPOBEPKU HAIUYHUA M COCTOSIHHS
ApXUBHBIX  JIOKYMEHTOB,  SIBJSIFOIIMXCS  HOCUTENSIMM  CBEACHMH,  COCTaBJISIIOIIMX
TFOCYapCTBEHHYIO TaillHy, a TaKXe YaCTUYHO PACCEKPEUYCHHBIX EIMHHIl XPaHECHMS,
OCYILECTBIISICTCS B TOCYJapCTBEHHOM OpraHe, OpraHe MECTHOI'O CaMOYIIPABIICHHSI, OpraHU3aluu

B COOTBETCTBMM C 3aKOHOJATenbCcTBOM Poccuiickoit denepanuu 0 rocyaapCTBEHHOW TaliHe
<55>,

<55> 3akon N 5485-1.

203. IlpocraBineHuMe Ha MEPBUYHBIX CPEACTBAX XPAHEHHsSI APXHUBHBIX JOKYMEHTOB,
ABIIIOIIMXCSI HOCUTENISIMA CBEJEHUH, COCTABIISIIOIIMX TIOCYJAapCTBEHHYIO TaiiHy, IITaMIIOB
"PaccekpedeHo" ¢ yKazaHMEM HOMEpAa akTa, JaTbl M OpraHa, IPUHSBILIETO PEIICHHE O
pacceKpeunBaHuM, II0CIE€ BHECEHUs HW3MEHEHHUH B YUYETHBIE JOKYMEHTBHI IO pe3ysbTaTaM
MIPOBEJICHUS pacCceKpeunBaHus B COOTBETCTBUU ¢ nmyHKTamu 205 - 207 [IpaBui - B TeueHue Tpex
MecseB <56> ¢ MOMEHTA IPUHATHSI PELIEHUS O PACCEKPEUNBAaHUU.
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<56> [Tynkr 53.2 I[IpaBun, yTBepKI€HHBIX TpUKa3zoM N 24,

204. Onucu aen, IOKyMEHTOB M €IMHULIBI XPAHEHUS, SIBIISIOIIMECS HOCUTEISIMU CBEJICHHUIA,
COCTaBIISIIONIUX TOCYJAapCTBEHHYIO TailHy, a TaKKe HMX YYETHBIC JOKYMEHTBHI 0003HAUYAIOTCS
OoTMETKOH "c", cooTBeTCcTBYIOMIEH TpU(y "cekpeTHo", oTMEeTKO# "cc", cooTBeTCTBYIOMEH TpUdy
"COBEpIIEHHO CeKpeTHO", oTMeTKoi "oB", cooTBeTcTBYyMOIIEH Ipudy "ocoboit BaxHOCTH",

KOTOPBIC SBIISTIOTCS CITYKEOHBIMHU.
205. ITpu paccekpeurBaHUU:

a) BCEX EQUHUI] XpaHEHUs IO ONUCU JeJ, JOKYMEHTOB, SIBIISIOLIUXCS HOCHUTEISIMU
CBEJICHM, COCTABIISIIOIIMX I'OCYIapCTBEHHYIO TalHY, ONHUCh PAaCCEKPEUMBAETCS, NIEPEIAETCS Ha
OTKPBITOE XpaHEHUE M YUUTHIBAETCs B JiucTe (OHA 32 TEM XK€ HOMEpOM, HO O6e3 oTMeTku "c",
"cc" wim "oB". Ilpu 3TOM Ha 0OJOXKKE M TUTYJIBHOM JIUCTE OMHCH JeJl, TOKYMEHTOB TIpUQBI
"cekpeTHO", "COBEpIIEHHO CEKpeTHO" M "0coOoi BaXHOCTH' M COOTBETCTBYIOIIME WM

OTMETKH 3a4€pPKUBAETCS, a B IPAaBOM BEPXHEM YTy IpocTaBisercs mramn "Paccekpeueno";

0) yacTu eOMHMI] XPAHEHUS IO OIMUCU JeJ, JOKYMEHTOB, SBISIONIMXCS HOCHUTEISIMU
CBEJICHUN, COCTaBJISIONIUX TOCYAAapCTBEHHYIO TalHy, Ha PaCCEKPEUCHHbIC apXHMBHBIC JI€Ta,
JIOKYMEHTBHI COCTAaBIISIETCSl OTAENbHAsl ONUChH /e, JOKYMEHTOB, HOMEpa €JIWHUI[ XpPaHEHUS B
KOTOpOH ocTaroTcs npexxHuMu. HoBast omuch 1€, JOKYMEHTOB BMECTE C PacCEKpEUCHHBIMU
ApXUBHBIMH JIOKYMEHTaMH, MepeaeTcs Ha OTKPHITOE XPaHEHUE, YUUTHIBACTCS B JIUCTE (POHIOB
3a TE€M K€ HOMEPOM, YTO U CeKpeTHast, HO 0e3 TpudoB "cekpeTHO", ""COBEPUICHHO CEKPETHO" MIH
"0co00i BaXXHOCTU" U COOTBETCTBYIOIIUX UM OTMETOK;

B) OJJHOTO WJIM HECKOJIbKMX apXUBHBIX JIOKYMEHTOB, SIBJISIFOIIMXCS HOCUTENISIMUA CBEACHUH,
COCTaBJIAIOLIMX TOCY/IapCTBEHHYIO TaliHy, B COCTaBE €AMHHUIbI XPAHEHUs, YKa3aHHAs €JUMHMLA
OCTaeTCsl Ha CEKPETHOM XPaHEHUU.

206. @akT paccekpeuuBaHUs (PUKCUpYETCS:

a) Ha MEPBUYHOM CPEJICTBE XPaHEHUSI apXUBHBIX JOKYMEHTOB, SIBJISIFOIIUXCS HOCUTEISIMHU
CBEJICHMI, COCTABIAIOIIUX FOCYIAPCTBEHHYIO TaliHY;

0) B onucu zien, 10kyMeHTOB B rpade "[Ipumedanus” mrammnom "PaccekpedeHo” HanmpoTuB
3aroJIOBKOB PAacCEKPEYEHHBIX M YACTHUYHO PACCEKPEUCHHBIX E€IMHMI] XPAaHEHUs B OMUCAX JE,
JIOKYMEHTOB, OCTAIOIINXCS Ha CEKPETHOM XPaHCHHH;

B) BO BHYTPEHHEH ONMUCH €MHHULIBI XpAaHEHHUS, a IIPU €€ OTCYTCTBUHU - B JIUCTE-3aBEPUTEIIE C
YKa3aHHEM HOMEpOB pacCeKPEUEHHBIX JIHCTOB.

207. I3meHeHusl B yUETHBIE TOKYMEHTHI 110 pe3yJIbTaTaM PacCeKpEeUnBaHUs, IPOBEAECHHOTO
B COOTBETCTBHM C IMyHKTOM 206 IIpaBwmi, BHOCATCS Ha OCHOBAaHMWH aKTa O PACCEKPEUMBAHUU
apXMBHBIX JOKYMEHTOB B TEUCHHUE TPEX MECSLEB MIOCIIE IPUHATHS PELICHUS O PACCEKPEYUBAHUM.

ITocme PaCCCKpCUUBAHUA K ONUCAM JCJI, NOKYMCHTOB COCTaBJIAIOTCA HOBBIC HTOI'OBBLIC
3anucH 00 o0beMax (baKTI/I‘-ICCKI/I YYTCHHBIX B HUX CAUHUI] XPAHCHUS.

XVI. U3bsiTHEe apXUBHBIX JOKYMEHTOB

208. U3bpsATHe JOKYMEHTOB [ONYCKAeTCsA: IO pPElIeHHI0 CyAeOHBIX U (WIN)
IPaBOOXPAHUTENBHBIX OPraHOB <57>; 110 MMCHMEHHOMY OOpAIIEHHIO BIIaeIIbIla O BO3BPATE eMy
HE TMOJIY4YEHHBIX B CBO€ BpEMsI MOAJTUHHBIX JIMUYHBIX JOKYMEHTOB O I'PaXJaHCKOM COCTOSIHUH, 00
00pa30BaHNM, O YWICHCTBE B OOIIECTBEHHBIX OPTaHU3AIMIX, a TAK)KE HATrPal, TPYAOBBIX KHUKEK.
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<57> Crarbs 183 YronoBHo-nipolieccyanbHOro kojaekca Poccutickoii @enepau.

209. C wu3bIMaeMblX JOKYMEHTOB H3IOTABJIMBAIOTCS KONHUH, KOTOPBIE 3aBEPSIIOTCS
HOJNKMCHI0 PaOOTHUKA apXMBa (JIMIA, OTBETCTBEHHOI'O 3a apXMB) U IE€UYaThi0 FOCYJapCTBEHHOIO
oprasa, opraHa MECTHOTO CaMOYIIPaBJICHHS, OPTaHU3AIUH U TPUOOIIAIOTCS K COOTBETCTBYIOIECH
€IMHULIE XPaHEHMSL.

210. B cmyuae BoO3Bpara JOKYMEHTOB U3 CYACOHBIX M (WIM) MPABOOXPAHUTEIBHBIX
OpPraHoB, OHM TIOMeNIaloTCs (MOAKJIAABIBAIOTCS) HAa MECTO NPEKHEro HaXOXKACHHS, a
U3TOTOBJICHHBIE C HUX KOMHH, €CJIM OHHU COCTaBIAIOT OTACIBHYIO €IUHHILY XpaHCHHS,
UCTIONIB3YIOTCSL Kak (DOHJ TIOJIb30BAHUS, @ €CJIM MPEACTAaBISIOT COOOM OTIENBHBIC JIUCTHI
€/IMHUIIBI XPAHEHUS - YHUUYTOKAIOTCS.

211. [lonnuHHBIE TUYHBIE JOKYMEHTHI BBLAAIOTCS BIIAJIEIbILY C Pa3peIieHUs] PyKOBOAUTEIS
rOoCyJapCTBEHHOIO  OpraHa, OpraHa MECTHOIO  CaMOYIpaBJICHUs, OpPraHU3alUud WU
YIOJIHOMOYEHHOT0 UM JIMIIa 1O NPeAbABICHUM TAaclopTa WIM HHOIO JIOKyMEHTa,
YIOCTOBEPSIOLIEr0 JIMYHOCTh, JIMOO €ro pOJACTBEHHUKY I10 MPEAbSBICHUU JIOKYMEHTA,
HOJATBEPXKJIAIOIIET0 POJICTBO, MM HHOMY JIMLY IO JIOBEPEHHOCTH, O(OPMIECHHOW B
COOTBETCTBUU C 3aKOHOJATENLCTBOM Poccuiickon Penepannu.

212. Uzbsatue (Bo3Bpar) 10KyMEHTOB O(hopMIIsieTCss aKTOM. AKT M Jpyrue JOKYMEHTHI, Ha
OCHOBAHHMU KOTOPBIX IPOHM3BEACHO M3BATHE (BO3BPAT), BKIOYAIOTCA B Aeno (onnma. M3parue
(BO3BpaT) JOKYMEHTOB U X 3aM€Ha Ha KOIHUHU OTPaXalOTCs B YYETHBIX apXUBHBIX JOKYMEHTAaX.

XVII. CipaBo4HO-TIOUCKOBBIE CPEICTBA K JOKYMEHTAM APXUBHOI0
¢ponna Poccuiickoii @enepauuu U APYyruM apXuBHbIM JOKYMEHTaAM

213. CucreMa CrnpaBOYHO-TIOUCKOBBIX CPEJICTB BKJIIOYAET ApXUBHBIE CIPABOYHMKU Ha
OymaxxHoM HocuTene u (wnu) B snekTpoHHOM BHuae (B CXDJI): obs3arenbHbIE - OMHCH e,
JOKYMEHTOB, OIMCH JJIEKTPOHHBIX JOKYMEHTOB;, BCIIOMOTaTelbHBbIE (HEeoOs3aTenbHbIE) -
UCTOpUYEcKasl crpaBka K (DOHIYy, KaTalord, yKa3zaTeld U 0030pbl, CIIy)KeOHble KapTOTEKH,
peecTpbl, 0a3bl JAHHBIX U IPYTHE CIIPABOYHHUKH.

CocTaB BCIIOMOTraTeIbHBIX APXUBHBIX CIIPABOYHUKOB FOCYI[apCTBCHHBIﬁ opraH, oOpraH
MCCTHOI'0 CaMOYIIPpaBJICHHA, OpraHu3anusi OonpeacaIdacT CaMOCTOATCIIBHO.

214. Hcropuyeckas cmpaBka K (OHAY COAEPKUT TpU  pasfena: HCTOPHUS
¢donoobpazoBarens, ucropus HoHAa U XapaKTepUCTUKA TOKYMEHTOB (OH/a.

Hctopuueckast cripaBka K (OHAY COCTaBISETCS B JBYX SK3EMIUIApaxX, OJWH XPAHUTCS B
nene QoHga, BTOpOM - mepedaeTcs B TOCYAAapCTBEHHBIM (MYHHIMIIAJIBHBIA) apXuB.
Hcropuyeckas crupaBka K (poHIY MOAMUCHIBAETCS COCTaBUTENEM.

XVIII. Ilepenaya apXuBHBIX JOKYMEHTOB Ha XpaHEHHE
B rOCYAapCTBeHHbI (MYHMUMIIAJIbHbIN) apXUB

215. TocynmapCTBEHHblE W MYHHMIMNAIbHBIE OpPraHU3AlMM BBICTYNAOT HCTOYHUKAMHU
KOMIUJIEKTOBAHUSI TOCYJIApCTBEHHBIX (MYHMLMIIAIBHBIX) apXHBOB B (OpMe IMOJHOro WU
BBIOOPOYHOrO (TPYIIIOBOTO, MOBUIOBOrO) MpHEeMa JOKYMEHTOB. Pemienue o ¢opme npuema
JOKYMEHTOB OT TOCYJAapCTBEHHBIX M MYHUIMNAIBHBIX OpraHu3auui npuHuMmaercs OIIK
ApPXMBHOTI'O YUPEKICHUS.
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OpFaHI/ISaHI/II/I - UICTOYHHUKHW KOMILIICKTOBAHUS IMOJIHOI'O IMpUEMa MEPEAAr0T Ha XpaHCHHUEC B
TOCYAapCTBCHHBIC, MYHUIIUITIAJIbHBIC apXHWBbI BECh KOMIIJICKC NOKYMCHTOB IOCTOSAHHOTO CPOKa
XPpaHCHUA.

OpFaHI/I3aI_II/II/I - HCTOYHHUKHM KOMIUICKTOBAHUA IIOBHJOBOI'O BBIGOpO‘IHOI‘O npucma
NepeAar0T Ha XpaHCHUE B ITOCYJApPCTBCHHBIC, MYHUIUIIAJIBHBIC ApXKUBBI TOJIBKO OTACIBHBIC BHbI
JOKYMCHTOB IIOCTOSHHOI'O CPOKAa XpaHCHUA.

OpraHmauI/m - HWCTOYHUKH KOMIUICKTOBAHUSA TI'PYIIIOBOI'O BBI6OpOLIHOl"O nmpuema
nepeaar0T Ha XpaHCHHUC B TOCYAAPCTBCHHLIC, MYHHUIUIIAJIBHBIC apXHBbl BECh KOMIIICKC
JOKYMEHTOB IIOCTOSAHHOI'O CpOKa XpaHCHUA.

216. llepenaua [JOKYMEHTOB Ha IIOCTOSHHOE XpaHEHME B TIOCYJapCTBEHHBIN
(MyHUIMITAIBHBIN) apXHUB OCYLIECTBIISCTCS:

a) OpraHu3alusIMU - MCTOYHUKAMHU KOMIUIEKTOBaHUSA rOCyIapCTBEHHOTO
(MyHUIIUNIAIBHOTO) apxuBa - B cooTBeTcTBUU ¢ TnaBoil XXXVII IlpaBun, yTBep:KIE€HHBIX
npukazom N 24;

0) opraHu3anysIMH, OCYILECTBIAIOUIMMHU JETIO3UTAPHOE XPaHEHUE JOKYMEHTOB APXHUBHOTO
¢onna Poccuiickoit dexepanuu - B COOTBETCTBUU C JOrOBOPaMHM O CPOKax U 00 YCIIOBHUSX
JICTIO3UTApPHOTO  XpaHEHUs JOKyMEeHTOB ApxuBHoro ¢onna Poccuiickoit ®enepanuu,
Haxoadamuxcss B q)eﬂepaJH)HOf/'I CO6CTB€HHOCTI/I, U HCIIOJb30BaHUA YKa3aHHBIX IOKYMCHTOB,
3aKJIIOYEHHBIMU MU C YIOJHOMOUYEHHBIM (pe/iepanbHbIM OPraHOM HCIIOJIHUTENBHON BIIACTH B
chepe apXUBHOTO JieJia U ICTIONPOU3BOACTBA <58>;

<58> [Tocranosienue N 808.

B) HEroCyAapCTBECHHBIMU OpraHu3aluiaMH - Ha OCHOBAHWH AOTOBOpa COOCTBEHHUKA HIIH
BJIaZiC/iblIa JOKYMCHTOB C IrOCyJapCTBCHHBIM (MYHI/II_II/IHaJ'IBHLIM) ApXUBOM <59>;

<59> Yacrts 3 cratbu 21 denepanbroro 3akoHa N 125-03.

I) HEroCyJapCTBEHHBIMM  OpTraHU3alMsIMM, HE  BBICTYNAIOIUMH  HCTOYHUKAMHU
KOMIUIEKTOBAHUS TOCYIAapCTBEHHBIX (MYHMIIMIIAJIbHBIX) apXMBOB, UMEIOIIMMH BO BJaJIEHUU
apXUBHBIE TOKYMEHTHI, OTHECEHHBIE K (eiepaTIbHON COOCTBEHHOCTH, COOCTBEHHOCTH CYOBEKTa
Poccuiickoit ®denepanuu wiv MyHULIUNIAIbHONW COOCTBEHHOCTH;

1) TOCYyIapCTBEHHBIMH, MYHUIMNAJIBHBIMH OpraHU3alMsIMU, HE BBICTYNAIOUIMMHU
MCTOYHUKAMU KOMILJIEKTOBAHHSI TOCYIApPCTBEHHBIX M MYHMIMIIAJBHBIX apXWBOB - MIpPHU HX
JMKBUAALMHT U HAIMYUU TOKyMEeHTOB ApxuBHoro ¢onaa Poccuiickoit denepannu <60>.

<60> Yacts 8 cratbu 23 denepanpHoro 3akoHa N 125-03.

217. Pabotel, cBsizaHHBIE C OTOOpPOM, TMOATOTOBKON M mepepayeil JTOKyMEHTOB Ha
MOCTOSIHHOE XpaHEHUE B TOCYAAPCTBEHHBIM (MYHULMIAIbHBIA) apXWB, B TOM 4YHCIE C HX
YIOPSAOYEHUEM, TPAHCIIOPTUPOBKOM, BBIMOJIHAIOTCA 3a CUET CPEICTB TIOCYIAapCTBEHHOIO
oprasHa, opraHa MECTHOTO CaMOYIIpaBJICHUsI, OpTaHU3AI1H, CAAOIIeH JOKYMEHTHI.
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218. Ilepen mepenmaveil MTOKYMEHTOB Ha IIOCTOSIHHOE XPAaHEHHE B TOCYAapCTBEHHBIN
(MyHUIIMIIAJIbHBIIN ) apXUB IPOBOSATCS:

a) pacCMOTpPEHHE JOKYMEHTOB Ha IMpEIMET pPACCEKPEUMBAHUS HOCHUTEIICH CBEICHHM,
COCTABJISIIOLIMX TOCYJApCTBEHHYIO TallHy B CJIydae MCTEUEHUS CPOKOB, YCTAaHOBJICHHBIX
3aKoHoJaTeNnbcTBOM Poccuiickoit @enepannu <61>;

<61> Pazuen IV 3akona N 5485-1.

0) paccMOoTpeHHE JOKYMEHTOB Ha TMpeaMeT CHATHS mometku "Il  cimyxeOHOro
MOJIb30BaHUA" € HOcHUTeNed WH(OpPMAMKA OTPaHUYCHHOTO PACHpPOCTPAHEHUS B TOPSIKE,
ycTaHOBJICHHOM moctaHoBiaeHueM N 1233.

219. Ilepemaua 5IEKTPOHHBIX apXMBHBIX JOKyMeHTOB u3 CXD3Jl rocymapCTBEHHOIO
opraHa, OpraHa MECTHOTO CaMOYIPaBJICHHS, OpPraHMU3alMH - HUCTOYHHKA KOMILIEKTOBAHUS
rOCYIapCTBEHHOTO (MYHHIIMITAILHOTO) apXHBa B MH()OPMAIMOHHYIO CUCTEMY TOCYIaPCTBCHHOTO
(MyHUIIMTIAILHOTO) apX¥Ba MPOM3BOAMUTCS B MOPSIKE, YCTAHOBICHHOM (he/iepaabHBIM OpPraHOM
UCTIOJTHUTEIIbHON BJIacTh B cdepe apxXuBHOTO Jieda W JCJIONPOU3BOACTBA <62>, 10
COTJIACOBAaHUIO C TOCYAAPCTBEHHBIM (MYHUIUIAIBHBIM) apXHUBOM IO OMHUCSAM 3JIEKTPOHHBIX
TOoKyMeHTOB. K omucsM SJEKTpOHHBIX JOKYMEHTOB MpWJIAraroTcs peecTpsl  (aiton
3IEKTPOHHBIX IOKYMEHTOB, COTJIacHO MyHKTY 146 [IpaBui.

<62> [lynkr 37.13 IlpaBun, yTBep>KIeHHBIX Mpuka3zoM N 24.

220. Ilepemaua JOKYMEHTOB OGOpPMIISETCS aKTOM IpHeMa-liepefayd  apXUBHBIX
JOKYMEHTOB Ha XpaHEeHHE (peKOMeHIyeMblii oOpasen npuBeneH B mnpuiokenun N 30 k
[IpaBunam), cocTaBisieMbIM B JBYX OSk3eMIuiApax. OAMH OSK3eMIUIIp akTa OCTaeTcss B
roCy1apCTBEHHOM (MYHUIMIAJIBHOM) apXHWBe, JpPyrod - B MEpelaroleM JOKYMEHTBI
rOCyJapCTBEHHOM OpraHe, OpraHe MECTHOIO CaMOYIIpaBIE€HUs, opraHusanuu. Bwmecre c¢
JOKYMEHTaMU TEPEJAOTCs YEThIPE JK3EMIUIApa ONMUCU I, JOKYMEHTOB, a TAaKKe OJIHUH - B
AJIEKTPOHHOM BHJE, B (hopMaTe, COMNIACOBAHHOM C TOCYAApPCTBEHHBIM (MYHHMIIMIIAIBHBIM)
apxuBoM. OJMH SK3EMIUIIpP ONUCH Ha OyMa)XKHOM HOCHTENE OCTAaeTcsi B TOCYJapCTBEHHOM
oprase, OpraHe MECTHOI'O CaMOYIIPaBJICHUs, OpraHU3ALH.

221. IlponneHue CpPOKOB BpPEMEHHOI'O XpaHEHUs JOKYMEHTOB ApXuBHOro ¢oHna
Poccuiickoit ®denepanuu B rocyAapCTBEHHOM OpraHe, OpPraHe€ MECTHOTO CaMOYIpPaBIIEHUS,
OpraHM3alMy - HUCTOYHMKE KOMIUJIEKTOBaHMS jomyckaercss mno pemenuto OIIK apxuBHOrO
yupexaenus. JlocpouHas mnepenada JOKYMEHTOB Ha IIOCTOSHHOE XpaHEHHUE MOXKET ObITh
OCYIIECTBJIEHA MpPH OTCYTCTBUM HEOOXOJUMBIX YCIOBHHM i oOOecrneueHus: COXpaHHOCTH
JNoKyMeHTOB ApxuBHoro (¢onna Poccuiickoit deaepanuu, npu yrpoze yrpaTsl (YHUUTOKEHHS)
JOKYMEHTOB, a TaKK€ Ha OCHOBAaHUHM JOrOBOpa C TOCYAAPCTBEHHBIM (MYHHIUMIAIbHBIM)
apXUBOM.

222. JIOKyMEHTBI NepeJaroTCs Ha OCTOSHHOE XPAaHEHNE B YIOPSAOYEHHOM COCTOSIHUU CO
CIIPaBOYHO-TIOMCKOBBIMU CPEICTBAMM.

XIX. ITopsiaok nepenayu apXuBHbIX JOKYMEHTOB IIPH CMEHe
PYKOBOAUTEISI APXHUBA OPraHa rocyAapCcTBEHHOH BJIACTH, OPraHa
MECTHOI'0 CAMOYIPABJICHHUH, OPraHU3AlUH, PEOPraHU3ALNU
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U (MJIM) JMKBUIANUM OPTraHa rocyJAapCTBEHHOH BJIACTH,
OpPraHa MeCTHOI'0 CaMOYNPABJICHUS, OPraHU3ALUHN

223. Ilpu cMeHe pyKOBOJIUTENS apXHBa MpHeM-Tiepeada JOKyMEHTOB, apXUBHBIX YUE€THBIX
JOKYMEHTOB W CHpPAaBOYHO-TIOMCKOBBIX CPEACTB K HHUM (Jajee - TpHeM-Tiepeaada Jiein)
OCYIIECTBIIICTCS KOMHUCCUEH, Ha3HAYaeMOW PyKOBOJHUTEIEM OpraHa rOCyJapCTBEHHOW BIIACTH,
OpraHa MeCTHOTO CaMOYTIPABJICHHUS, OPraHU3aNU WM YIOTHOMOYEHHBIM UM JIHIIOM.

[Ipu mpueme-mepenade e MPOBOJAUTCSA CIUIOIIHAS MM BBIOOpOYHAs (M0 yKa3aHHIO
PYKOBOJIUTENSI OpraHa TIOCYAApCTBEHHOM BIJIACTH, OpraHa MECTHOTO CaMOYIpPaBJICHHUS,
OpraHM3aly WIK YIOJHOMOYEHHOI'O UM JIMIA) MPOBEPKA HAIUYUSA U COCTOSIHUS JOKYMEHTOB,
apXUBHBIX YYETHBIX JOKYMEHTOB U CIIPAaBOYHO-TIOUCKOBBIX CPE/ICTB.

[Mpuem-niepenaga aen odopmisieTcss akToM (PEKOMEHAYyeMbIld 0o0pa3er] MPHUBEACH B
npunoxxenuu N 31 k [IpaBuitam).

224. Tlpu peopraHu3aiiyi rocyJapcTBEHHOTO OpraHa, opraHa MECTHOTO CaMOYIPaBJICHHUS,
a TaKkKe INpU PEOopraHu3ali OpraHU3aluud C H3MEHEeHHEeM (OpMbl COOCTBEHHOCTH WIIU
OpraHu3allMOHHO-NIPaBOBOKM (OPMBI, B TOM 4YHCIE C Tmepenadyeid (QyHKUMH JOpyro wWim
HECKOJIBKUM T'OCYAApCTBEHHBIM OpraHaM, OpraHaM MECTHOT'O CaMOYIPAaBJICHUS, OPraHU3aLMsIM,
apXUBHbIE JIOKYMEHTHl IIEPEAAIOTCSI TOCYAApCTBEHHOMY OpraHy, OpraiHy MECTHOTO
CaMOYIIPABJICHUS, OPTaHU3ALMHU - TIPABOIIPEEMHHUKY B YIIOPAIOYEHHOM COCTOSHUH.

[lepenaua apXWBHBIX JTOKYMEHTOB OQOPMIISETCS aKTOM. | OCyZapCTBEHHBIE OpTaHbI,
OpraHbl ~ MECTHOTO  CaMOYIpABJICHMs,  OpraHU3allMd,  BBICTYNAIOIIME  UCTOYHHUKAMU
KOMIUIEKTOBAHUSI T'OCYIAapCTBEHHBIX (MYHMIMIIAJIbHBIX) apXHMBOB, NEPENAIOT KONHMIO akKTa B
COOTBETCTBYIOIIUN TOCYAapCTBEHHBIN (MYHUIIUTIAIBHBIN) apXUB.

B cnydae mnpuBarMzanmu TOCYAapCTBEHHBIX WJIM MYHULHINAIBHBIX IPEIIPUATHH,
yupexaeHui, oOpa3oBaBIIMecs B IMpOLEcce UX JESATEIbHOCTH apXHBHBIE JOKYMEHTBI, B TOM
YyHuclle JOKYMEHThl 10 JIMYHOMY COCTaBy, OCTAlOTCSl COOTBETCTBEHHO B (eaepaibHOI
COOCTBEHHOCTH, COOCTBEHHOCTH cyObekTa Poccuiickoit ®enepanyu © MYyHUIUNAILHON
COOCTBEHHOCTH.

225. Ilpn nukBHIAUUU TOCYAAPCTBEHHOIO OpraHa, opraHa MECTHOTO CaMOYIIPaBJICHHS,
OpraHM3aly - HCTOYHMKA KOMIUIEKTOBAHUS TOCYAApCTBEHHOrO (MYHUIMIAIBHOIO) apXuBa,
ApXUBHBIE TOKYMEHTHI B YIOPSJOUYEHHOM COCTOSIHUM NEPENAIOTCS JINKBUAALMOHHON KOMHUCCUEN
(IUKBUIaTOPOM), KOHKYPCHBIM  YIPAaBJISIOIIMM B COOTBETCTBYIOIIMM TIOCYJapCTBEHHBIN
(MyHMLMTIAIBHBINA) apXUB. YIOPsAA0YEHNE JOKYMEHTOB OPraHU3yeT JIMKBUIAIMOHHAs KOMUCCHUS
C Y4acTHEM IPEe/ICTaBUTENSI COOTBETCTBYIOIIETO rOCYAapCTBEHHOTO (MyHHUIIMIAILHOT0) apXUBA.

IIpy nukBHMIaMM HETOCYAAPCTBEHHOM OpraHU3aluu €€ JOKYMEHTBhl B yIOPSJOYEHHOM
COCTOSTHUM  TEpPEelaloTCs JIMKBUIAIMOHHOM KOMHCCHEH  (JIMKBUIATOPOM), KOHKYPCHBIM
YIPaBJIAIONUIMM B COOTBETCTBYIOIINN TOCYAAPCTBEHHBIN (MYHUIMITAIbHBIN) apXUB HA OCHOBAaHUU
JI0rOBOpA.

[Ipunoxenne N 1
K [IpaBuiam



Pexomenayemsrii oOpaszern

HomeHKJIaTypa Iejl opTraHu3alum

YTBEPXIAI
(HaMMeHOBaHME TOCYIapCTBEHHOTO OpTaHa,
opraHa MECTHOTO CaMOyNpaBJIeHUS, (HaMMEeHOBAaHME IOOJKHOCTU PYKOBOIUTEIIS
opTraHu3almun) MV MHOTO YIIOJHOMOUYEHHOTO MM JIMIia)
HOMEHKIJIATYPA IEJI
Ha ron
(momnmceo) (pacumbpoBka MONNMUCH)

(nara)

WNnpnexc | 3aronosok gena | KonuuectBo ToMoB | Cpok xpanenus u N | Ilpumeuanus
nena (dacreit) CTaThH T10 TIEPEUHIO

1 2 3 4 5

Hazpanue pasaciia

HavMeHOBaHME IOJIKHOCTU
PYKOBOOUTEJIST CJIYXOB IEeJIONPOM3BOICTBA
opTraHM3auUMn

(momnmco) (pacumdpoBKa MIOANMUCHK)
(mara)

Buza pykoBomouTesia (JMla OTBETCTBEHHOTO 3a APXUB)

COTJIACOBAHO YTBEPXIEHA

[Iporokon JK (I3K) opraHmsauum [IpoTokos JIIK apXMBHOIO yUpPEXIEeHUA
oT N oT N

NToroBasa 3allChb o KaTeropmax n KoOJIMuecTBe nOeJI, 3aBeIEHHBX B rony B
OopraHM3alnmn

ITo cpokam XpaHeHus Bcero B Tom uncine
ITepexonsamux C ormetkoi "OIIK"
1 2 3 4

Ha 6ymaxxaHoMm Hocutene
(mpu HaMU4YMKU TUOPHUIHBIX JeJ, ToMm(a) Ha OyMa)KHOM HOCHUTENEe YYUTHIBAIOTCS B pasiele
tabnuupl "Ha OymakHoM HocuTtene", Tom(a) Ha 3J€KTPOHHOM HOCHTENE YYHUTBHIBAIOTCS B
paszzene Tabmauisl "DNeKTpOHHBIX"):

ITocrossHHOTO

Bpemennoro (cBbimie 10
JIET)

Bpemennoro (n0 10 ner
BKJTIOUUTEIIHHO)




DNEKTPOHHBIX

(Mpu HaTWMYMKM THOPUIIHBIX 1ei, ToM(a) Ha OyMa)KHOM HOCHUTEJIE YYUTBHIBAIOTCS B pasjiesie
tabmumpl "Ha OymaxHoM Hocutene", ToM(a) Ha 3JEKTPOHHOM HOCHTENE YYUTHIBAIOTCS B

paznene Tabauibl "DIeKTPOHHBIX"):

ITocTosiHHOTO

Bpemennoro (cBpimie 10
JIeT)

Bpemennoro (70 10 net
BKJIIOUUTEIIBHO)

HUTOI'O:

HamMeHOBaHME IOOJIXHOCTU
PYKOBOOUTEJISA CJIyXOBl IOEeJIONPOM3BOLCTBA

(pacumppoBKa IOONUCH)

opraHuszaluum
(momnmce)
(mara)
VITOTOBBEIE CBEIEHMSA IIepelaHE B apxub
HamMeHOBaHME HOOJDKHOCTU paboTHMKA apxMUBa
(momnmce)

(nara)

HOMeHKJ’IaTypa JeJl CTPYKTYPHOI'O IIoIpa3nelieHUMA

(Ha¥MeHOBaHME TOCYINAPCTBEHHOTO OpIaHa,
opraHa MEeCTHOTO CaMOyIpaBJIeHUs, OPTaHM3aLUM)

(HaMMEeHOBAaHME CTPYKTYPHOTO NONpPa3neJieHNs)
HOMEHKIJIATYPA IEJI

Ha ron
(k HOMEHKJIATYype IHOeJl CTPYKTYPHOIO
noapas3nesyiIeHuss IO OKOHYAHUMU
KaJIeHIapHOTO TOoIa COCTaBJISeTCS
UTOTOBasd 3alMCh [0 PEKOMEHIYyeMOMY
obpasuy, yKa3aHHOM B IPUJIOXeHMUM 12,
M IeJjlaeTcsa OTMEeTKa O Iepernaue
UTOTOBHIX CBEIEeHUM B CJIyx0y I0OY
opraHmM3alLmmn)

(pacumdpoBka IOONUCH)

[Ipunoxenue N 2
K [IpaBunam

Pexomenryemslii o0pasern

OpraHM3alnn



WNunexc | 3aronoBok nena | KosnmuectBo TomoB | Cpok xpanenust u N | Ilpumeuanus
nena (dacreit) CTaThH IO MEPEUHIO

1 2 3 4 5

HazBanmne pasaciia

HauMeHOBaHME IOJIKHOCTH
PYKOBOOUTEJNSA CJIYyXOB IEeJIONPOM3BOICTBA
OpTaHM3aALUUN

(momnmceo) (pacumbpoBka MONNMUCH)

(naTa)

COTJIACOBAHO
(mpy Hamnuuym 3K CTPYKTYPHOI'O IoIpa3nesieHusd)
[lpoTokoys 3K CTPpYyKTYPHOTI'O INOoIpaslelieHMs
oT N

[Tpunoxenue N 3
K [IpaBmiiam

Pexomenyemsrii o0pasern

AKT
O BHIOEJICHUM K YHMUTOXEHMIO (aPXMBHEIX) HOOKYMEHTOB,
He [noJjiexallxX XpPaHeHUIO

YTBEPXIAIO
(HaMMeHOBaHME T'OCYyIapCTBEHHOTO OpTaHa,
opraHa MEeCTHOTO CaMOylNpaBJIeHMS, (HaMMeHOBaHMEe OOJIKHOCTM PYKOBOIMTEJS

opraHM3alLmumn) MY MHOTO YIHNOJIHOMOYWEHHOTO MM JIMla)

AKT

N

(nara)

O BHIEJIEHUM K YHMUTOXEHMO (apPXMBHEIX) (mopnmce) (pacumdppoBKa MNOIONMUCH)

JOKYMEHTOB, He IojieXalllX XPaHEeHMIO
(mnara)

Ha ocHoBaHUM

(Ha3BaHME ¥ BBIXOHOHEIE IAaHHBIE [IepPedYHd IOKYMEHTOB C yKa3aHUeM

CPOKOB MX XPaHEeHU)
OTO@paHM K YHUYTOXEHUIO Kak HEe mMemrnmme HayQHO—MCTOqueCKOﬁ IIEHHOCTM U
yTpaTMBmme HpaKTquCKoe 3HAUeHMe JIJOKYMEHTEL @OHHa N

(N m HazBaHue OQoHIA)

N 3aronoBok | ['o NN onwucu (mipu Nen.xp. |Komuu| Cpoxu |IIpume
n/n nena Tl BBIJICJIEHUH K 10 OTHMCHU | €CTBO | XPAHEHMs | YaHUS
(rpynmoBoit YHUYTOKEHHIO (uanmekc |en.xp.| uNN
3aroJIOBOK JOKYMEHTOB IIpH o (men) | crareii mo
JTOKYMEHTOB) MOJITOTOBKE JeIT K HOMEHKJIA MIEPEYHIO




repeiaye B apXuB Type Jen)
opraHuzaruu, rpada He
3aI0IHSETCS)
1 2 3 4 5 6 7 8
NToro en.xp. (meJs, DSJEKTPOHHBEIX IeJ) 3a TOIbI.
(umbpaMy M NOPONMUCHIO)
Onmcm mejyi NOCTOAHHOTO XPaHeHMA 3a ronsl yTBepxnoeHe JIIK

(HaMMEeHOBaHME APXUBHOTO YUYPEXIEHMS)
IPOTOKOJI OT N

HavMeHOBaHME IOJIKHOCTM PYKOBOOUTEII
apxmea (B cJjyyae, eciaM 3a OpraHM3aluio
APXMUBHOTO XPaHEHMI OTBEeYaeT PYKOBOIUTEIDL
opraHmMs3auuu, akT [IOJANMUCEIBAETCS  JIMIIOM,
OTBETCTBEHHEM 34 apXWuB)

(momnmce) (pacumdpoBka MIOONUCH)
(mara)
COIJIACOBAHO YTBEPXIEH
[Iporokosn 3K (I3K) opraHmsauum [IpoTrokos JIIK apXMBHOTO yUpPEeXIOeHUA
oT N oT N
IJOKYMEHTH B KOJIMUECTBE en.xp. (meJs, BJEKTPOHHBEIX IeJl) :
- Ha OyMaxXHOM HOCUTeJIe BEeCOM KI'. CIaHbl Ha YHUUTOXEHUE

— Ha DJIEKTPOHHOM HOCHUTEJIE€ CIOaHBl Ha YHUUYTOXEHNME

(cmoco® yHMUTOXEHMUS)

HamMeHOBaHME OOJDKHOCTU pa@OTHMKa,
ConaBmero OJOKYMEHTEL

(momnmce) (pacumdppoBKa MHOONMUCHU)
(nara)
VIsMeHeHra B Yy4YeTHHE NOKYMEHTH BHECEHH
HamMeHOBaHME IOOJDKHOCTM paboTHMKA
(momnmce) (pacumdppoBKa MHOONMUCHU)

(nara)

[Ipunoxenne N 4
K [IpaBunam

Pexomenyemslii o0pasern

JIncr-3aBepuTesib neja

JIMCT-3ABEPUTEJIE OEJIA N

B nmejie mommmMTO M NPOHYMEPOBAHO JIMCTOB
(umdpaMy M NOPONMUCHIO)

c N no N , B TOM UMCJIEe:




JIuTepHEIE HOMEpa JIMCTOB
[lponyleHHEIE HOMepa JIMCTOB
+ JIMCTOB BHYTPEHHEN OIMUCK

OcobeHHOCTH (PU3UUECKOTO COCTOSHUS U (POPMUPOBAHUS JeIa Howmepa nucros

1 2

HammMeHOBaHME IOJIXHOCTM paboTHMKA

(momnmce) (pacumdporka IOONIMUCH)

(naTa)

[Ipunoxenne N 5
K [IpaBunam

Pexomenyemslii oO6paserr

BHYTpeHHHH OIIMICb IOOKYMEHTOB Inejla

BHyTpeHHHH ONMCBhb IHOOKYMeHTOB nejia N

N Perucrpanmonnsiii N JlaTa 3aronoBok NN nucros | [Ipumeuanus
/11 JIOKYMEHTa JIOKYMEHTa JIOKYMEHTa nena
1 2 3 4 5 6
VToro IJOKYMEHTOB .
(umdpaMm ¥ NOPONMUCHI)
KonmnuecTBO JIMCTOB BHYTPEHHEM ONNCU JLII.

(undppaMm M OPONMCHIO)

HavMeHOBaHME IOJDKHOCTM JMLA,
COCTAaBMBIIETO BHYTPEHHII OIMUCH
OOKYMEHTOB IeJjia

(momnmce) (pacumbpoBKa MONNMUCH)

(nara)

IIpunoxenne N 6
K [IpaBuiiam



Pexomenayemsrii oOpaszern

O06noxKa nenna

Ly
W B0
WP

(Ha3BaHME rOCYIaPCTBEHHOTO (MYHHUIUIIAILHOTO) apXUBa)

(HauMeHOBaHUEe roCyJapCTBEHHOI'0 OpraHa, OpraHa MECTHOTO CaMOYIIpaBJICHUs,
OpraHU3aliH)

(HaMMEHOBaHUE CTPYKTYPHOTO MOAPA3IEIECHNUS)

HEJIO N TOM N

(3arosoBoK aena)

(kpaiiHue 1aThl)

Ha JIACTAxX
XpaHHTH

d. N

On. N

AN

[Ipunoxxenune N 7
K [IpaBunam

Pexomenyemslii o0pasern

Onmchp meJsyl CTPYKTYPHOT'O HNOOpaslelIeHMA



(HauMMeHOBaHME TOCYHapCTBEHHOT'O opraHa,
opraHa MECTHOTO CaMOyNnpaBJIeHUd,

opraHM3aummn)

(HaMMeHOBaHME CTPYKTYPHOTO MNOIpasIesieHNsd)

OIUCH N
neJsi, IOOKYMEHTOB
3a Iono
N | Uanekc | 3aronos | KpaitHue Cpox xpanenus (rpada He Komuuects | [Ipume
/| Jena | OK Jena | JIaThl 3aII0JIHSAETCS B OIUCH JEN 0 JINCTOB | YaHUA
MOCTOSIHHOTO CPOKa XPaHEHHUS)
1 2 3 4 5 6 7
Ha3Banue paznena
B DaHHBI pasnesl ONMCM BHECEHO
(undpaMm ¥ HOPONUCHIO)
el

c N rno N

B TOM dYMCIJIE:

JIMTEPHEIE HOMepa:

IIPOIIYyUIEHHBIE HOMEPa:

HamMeHOBaHME OOJIKHOCTM COCTaBUTEJIS ONUCHU

(naTa)
HaumeHnoBaHMe OJOJI)KHOCTUM pyroBOOUTEIJIA
apxXxmBa (B cIlydae, eCJin 3a OpraHM3alMIio

apXMBHOPO XpaHeHMH oTBeUaeT pyKOBOﬂMTeHb
OpPaHMBaHMM, OIINCBb IIOOIIMICEIBAETCHA JINLLOM,
OTBETCTBEHHBIM 3a apXMB)

(nara)

COIJIACOBAHO

HauMeHOBaHME OOJDKHOCTU
pyKoBOOUTEJIA CJIyXOel JOY

(momnmce)
IDaTa

(pacumbpoBka MIOONUCH)

[lepenan

(momnmco) (pacumdpoBKa MIOANMUCHK)
(mommmce) (pacumdpoBKa MIOONMUCHK)
COT'JIACOBAHO
(mpm Hammuuu OK CTPYKTYPHOTO
nompasnesieHus)
[IpoTroxkos 3K CTPYyKTYpPHOI'O
nonapasnesyieHUs
oT N

en.xp.

(umdpaMm M OPONMCHIO)

PETMCTPAUVMOHHO~-KOHTPOJIEHEIX

(umdpamMmu M MNPOMNMUCHIO)
KapTOTEeK K IOOKYMEeHTaM.

HavMeHOBaHME IOJDKHOCTM paboTHMKA
CTPYKTYPHOTO MOoIpas’lelIeHUS

(nara)

(momnmceo) (pacumpporka IOONMUCH)



[Mpuuamn en.xp.
(udpaMm M HOPONMCHEI)
n PEeTrMCTPaLMOHHO-KOHTPOJIbHEIX
(umbpaMy M NPONMUCHIO)
KapTOTEeK K IOKYyMEeHTaM.

HauMeHOBaHME HOOJDKHOCTU paGOTHMKa apxXmBa

(momnmce) (pacumdpoBka IOONMUCH)

(nara)

[Ipunoxenue N 8
K [IpaBunam

Pexomenyemslii o6paser

Onmce OJIEKTPOHHEIX OOKYMEHTOB CTPYKTYPHOI'O IIoOpa3neJISHUA

(HaMMeHOBaHMe TOCymapCTBEHHOI'O OpTraHa, OpTaHa
MECTHOT'O CaMOyIllpaBJIEHUA, OpPaHMSauMM)

(HaMMeHOBaHMEe CTPYKTYPHOTO MNOoIOpaslesieHNsd)

®oHo N

OIlCb N

BIIEKTPOHHBIX ITOKYMEHTOB
(MOCTOAHHOTO XpaHeHUs/BPEeMeHHOTO
(cBomie 10 JjieT) XpaHeHMS/MO JIMUHOMY
cocTaBy)

3a info}i




N | Uunex 3aroa0BoK Perucrpanmonn Bun u Hara | Cpox | KomuectBo | O6weM | [lpu
/T1 | ¢ AieNia | AJIEKTPOHHOTO Bl HOMEP 3aroJIOBOK | JIOKYM | XpaHe (aiinon B Meua
Jiena 1o AJIGKTPOHHOTO |3JIEKTPOHHOTO | €HTa | HUs | (KOJIMYecTBO | OaiiTax | HUS
HOMEHKJIaType JIOKyMEHTA JIOKYMEHTA (haiinoB B
KOHTEMHEepe)
1 2 3 4 5 6 7 8




B DaHHBE pas3nesl ONMCUM BHECEHO

(umbpaMy M MNPONMUCHIO)

c N no N

SJIEKTPOHHEIX IOTOKYMEHTOB

obbeMoM

SanurT. B TOM umcIe

JIMTEPHBIE HOMEpa:

IPOIIyMEeHHEEe HOMepa:

K BJIEKTPOHHEM IOKYMEHTAaM COCTAaBJIEHE peecTpr Ganiios.

HauMeHOBaHME HOOJDKHOCTU COCTABUTEJIS OIUCU

(momnmceo)
(mara)
HamMmeHOBaHMUE IOJIXKHOCTU PYKOBOOUTEJISA
apxmuBa (B ciyuae, ecam 3a OpTraHM3alLuio
APXMBHOT'O XPaHEeHMS OTBeuaeT PYKOBOOUTEJb
opraHMsaluuy, ONMUCH I[OIONMCHBAETCS JIMUIIOM,
OTBETCTBEHHEIM 3a aAPXUB) (momnmce)

(nara)

COTJIACOBAHO

(pacumbpoBka MOONMUCH)

(pacumdporka IOONMUCH)

COTJIACOBAHO

(mpr Hammuum OK CTPYKTYPHOTO

HauMeHOBaHME IOOJDKHOCTU
pykoBoOuUTeENA CIayXOsl IJOY

nompasnesieHus)

[IpoTokosi 3K CTPYyKTYPHOI'O

nompasneJieHnA

N

OJIEKTPOHHEIX IOOKYMEHTOB

BantT

(momnuce) (pacumdpoBKa NOIOIMUCH)
oT
IDaTa
[lepenan
(undpaMm M HOPONUCHIO)
o0BBEMOM
(umdpaMm M NOPONMUCHIO)
HavMeHOBaHME IOOJDKHOCTM paboTHMKA
CTPYKTYPHOT'O NoIpasIelieHus
(momnmce)
(mara)
[Mpuuan
(undpaMm M HOPONUCHIO)
(undpaMm M HOPONUCHIO)
HamMeHOBaHMe HOOJDKHOCTHU paboTHMKA apxXuBa
(Mnua, OTBETCTBEHHOI'O 3a apXUB)
(momnmceo)
(mara)

(pacumdpoBKa MONNUCH)

SJIEKTPOHHBIX IOOKYMEHTOB

dantT

(pacumpporka IOONMUCH)

PeecTp GaijoB 5JIEKTPOHHOT'O IOKYyMEHTa

HanmenoBanue
(aiina

N N 351€KTpOHHOTO
/T JIOKYMEHTA T10
OTHCH

JHara u Bpems
MOCTIETHETO
n3MeHeHwus (aiina

O6beM (B
OaiiTax)

®dopmar
daiina



Onuce OeJ NOCTOSHHOTI'O XpaHeHud

[Tpunoxenue N 9
K [IpaBuiiam

PexoMenyemblil oOpaser

YTBEPXIAK

(HaMMeHOBaHME TI'OCYyIapCTBEHHOT'O opraHa,

opraHa MECTHOI'O caMOyIlpaBJIeHUSd, (HaMMeHOBaHME IOJIKHOCTM PYKOBOAUTEIS

opraHM3alunN) UM MHOTO YIIOJIHOMOUEHHOT'O MM JIMIIA)
doHnm N
OIIMCH N (momnmceo) (pacumdpoBKa MHOONUCHK)
oejl, IOOKYMEHTOB INOCTOSHHOI'O XPaHEHUS
3a Tom
(mara)

N | Uunekc | 3aromoBok gena | KpaitHue gatsl

n/m nena

Konunyectso nucroB | [Ipumeuanns

1 2 3 4

Hassanue paznena

B DaHHBI pasnesl ONMCM BHECEHO

(umppamMm u

NIPONMCHI0)
nen

c N no N

, B TOM UuMCJIe

JIMTEPHEIE HOMEpPa:

[IPOIylleHHEIE HOMEpa :

HauMeHOBaHME OOJDKHOCTM COCTaBUTEJIS OIUCKU

(nara)

HammMveHOBaHME OOJIXHOCTU pyroBOOUTEIJIA
apxXmBa (B Cllyuae, eCin 3a OpraHm3anumnn
APXMBHOT'O XpPaHEHMA OTBeYaeT PpYKOBOIMTEIIb
opraHmzaumnm, aKT IIOOINMCEIBAEeTCA JINIOM,
OTBETCTBEHHBEIM 3a apXMB)

(mommnmce)

(momnmco)

(pacumbpoBka IONNUCH)

(pacumpporka IOONMUCH)



(nara)

COTJIACOBAHO
[IpoTokosi 3K (LSK) opraHm3auum
oT N

YTBEPXIEHA
[Iporoxkos JIK apxXMBHOTO yUYpeXIOeHUI

oT N

ITpunoxxenne N 10
K [IpaBunam

Pexomenyemerit oOpaserr

Onuch mey o JIMYHOMY COCTaBY

YTBEPXIA

(HaMMeHOBaHMe I'oCyInapCTBEHHOI'O OpIraHa,

OpraHa MEeCTHOI'O CaMOyIllpaBJIEeHUAd, (HaMMeHOBaHMe JOJIXHOCTNM PYKOBOIOMUTEJIA

OpPaHMSaHMM) nmJiim VMHOI'O YIIOJIHOMOYEHHOI'O UM nMua)
donnm N
OIlICh N (momnmuce) (pacumdpoBka IOONUCH)
oeJji, IOOKYMEHTOB II10 JIMYHOMY COCTaBy
3a rono
(mara)

N | Wunexc | 3aromoBok | Kpaitnue Cpok KonuuectBo | Ilpumeuanus
n/n nena nena JIaThl XpaHeHHus JMCTOB
1 2 3 4 5 6 7

HazBanue pa3aciia

B DaHHBI pasnesl ONMCM BHECEHO

(umdpaMm M HOPONMUCHIO)

el

c N no N

JIMTEPHEIE HOMepa:

B TOM 4YMCIJIE

[IPOIylleHHEIE HOMEpa :

HauMeHOBaHME OOJDKHOCTU COCTaBUTEJIS OIUCU

(nara)

HammMveHOBaHME OOJIXHOCTU pykroBOOUTEIIA
apxXmBa (B Cllydyae, ecCciin 3a OpraHM3almno
APXMBHOT'O XpPaHEHMA OTBeYaeT PpYKOBOIMTEIIb
opraHmszaumnum, aKT IIOOINMCEIBAEeTCA JINIIOM,
OTBETCTBEHHEIM 3a apXMB)

(nara)

(momnmce) (pacumpporka IOONMUCH)

(momnmceo) (pacumppoBka IOONMUCH)



oT

COT'JIACOBAHO
[IpoToxkost 3K

(ISK) opraHm3zauum
N

Onmce nejs BpeMeHHHX (cebuue 10 JeT)

(HaMMeHOBaHMe TOCyOHapCTBEHHOTO

oprasxa,
caMOymnpaBJIeHMS, OpTaHM3alun)

OopraHa MEeCTHOTO

oT

YTBEPXIEHA
[IpoTokogs JIK apxXMBHOI'O y4YpeXIeHUd

N

[Tpunoxenne N 11
K [IpaBuiiam

Pexomenyemerit oOpaszern

CPOKOB XpaHeHUs

YTBEPXIAIO

(HaMMeHOBaHMe OJOJIXHOCTNM PYKOBOIOUTEIIA

doHnm N UJIM MHOTO YIIOJHOMOUYUEHHOI'O MM JIMila)
OIIMCH N
neJjyi, OOKYMEHTOB BPEMEHHEIX (mommmce) (pacumdporka
(cBeuie 10 Jj1eT) CPOKOB XpaHEeHUS IIOIMNNCH)
3a Tom
(mara)

N | Uunexc 3aroJyioBOK jena Kpaitnue| Cpox | Konnuects | Ilpumeuanus
HhI aciia JaThbl XpaHCHUA O JIUCTOB

1 2 3 4 5 6 7

Hassanue paznena

B DaHHBIL pasnesl ONMCM BHECEHO

(undpaMm ¥ HOPONUCHIO)

el

c N

no N

14

JIMTEPHEIE HOMEPaA:
IPOIyMEeHHEE HOMepa:

B TOM 4YMCJIe

HauMeHOBaHME OOJDKHOCTU
COCTaBUTeEJIA OIINUCU

HammeHOBaHUE
PYKOBOIOUTEJIA
ciyyae,

(B

(nara)

APXMBHOTI'O

pykroOoBOIOMUTEIIb

OOJDXKHOCTU

apxuBa

ecnu 3a OpPTaHM3aLMD

XPaHeHus oTBEeUaeT
opraHmsauuy, OIMUChb

IIOOINMCEIBAEeTCAa JIMIIOM, OTBETCTBEHHBEM

(mommnmce)

(pacumbpoBka MIONNUCH)



3a apXuUB)

(mara)
COTJIACOBAHO
[Iporokosi DK (9K) opraHmzaumum
oT N

(momnmce) (pacumdporka NIOONMUCH)

YTBEPXIEHA
[lpoTokogs JIK apxXMBHOI'O y4YpeXIeHUd
oT N

[Tpunoxxenne N 12
K [IpaBunam

PexomMenyemslii oOpasern

Onmce BJIEKTPOHHEIX IOOKYMEHTOB

(HaMMeHOBaHME T'OCYyIapCTBEHHOI'O
opraHa, oOpTaHa MEeCTHOTIO
caMOyIpaBJIeHMS, OpTraHM3aluM)

doHnm N

OIMCh N

BJIEKTPOHHBIX ITOKYMEHTOB BPEMEHHBIX
(IOCTOSHHOTO XpaHeHUs/BPEeMeHHOTO
(cBomie 10 J1eT) XpaHeHUS /MO JIMUHOMY
cocTaBy)

3a Tom

YTBEPXIAI

(HaMMeHOBaHMe JOJIXKHOCTUM PYKOBOIOMUTEJIA
Myl MHOI'O YIIOJIHOMOYWEHHOI'O MM amia)

(momnmco) (pacumdpoBKa
IIOINNCH)

(nara)



N Nunekc | 3aronoBok PerucrpauuoHHbi Bun u 3aronoBoxk [ara Cpok KomuuectBo | O0veM | [Ipumeuan
n/m Jena | 3JIEKTPOHHOT | HOMEP 3JIEKTPOHHOTO AIIEKTPOHHOTO | JIOKYMEH | XpaHEeHHUs daitnos B usi
0 JIeJ1a 1o JOKYMEHTa JOKYMEHTA Ta (xommuecTBO | OaiTax
HOMEHKJIATy ¢aiinos B
pe KOHTEHHEpE)
1 2 3 4 5 6 7 8




B DaHHBE pas3nesl ONMCUM BHECEHO

(umbpaMy M MNPONMUCHIO)
BJIEKTPOHHEIX ITOKYMEHTOB

c N no N

obbeMoM SanurT. B TOM umcIe
JINTEepPHBIE HOMEepa:

IPOIyIlIeHHEIE HOMEpa :

K mesaMm cocTaBJieHH BHYTPEHHME ONMCHU (peecTprl) IeJl.

HamMeHOBaHMEe IOOJIKHOCTMU
COCTaBUTENIA ONUCHK

(momnmceo) (pacumbpoBka MONNMUCH)
(mara)
HamMeHOBaHME OOJDKHOCTU
PYKOBOIMTENS apxXmuBa
(B criyuae, ecaM 3a OpPTraHM3ALMD
APXMBHOTI'O XpPaHeHud oTBeUYaeT
PYKOBOIOUTED opraHmM3aluyM, ONMUCH
MOONMCHBAETCS JIMLOM, OTBETCTBEHHEM
3a apxuB)
(momnmce) (pacumdpoBKa IOONUCH)
(mara)
COIJIACOBAHO YTBEPXIEHA
[Iporokosn LOK (3K) opraHmsauum [Iporokos JIIK apXMBHOIO yUpPEXIOeHUA
oT N oT N
PeecTp 0aMioB 3JIEKTPOHHOTO IOKYMEHTa
N N 3J1IeKTpOHHOTO HaumenoBanue Harta u Bpemst | O6bem (B | dopmat
I/l | TOKyMEHTa [0 OITUCHU ¢aitna MIOCJIETHETO OaiiTax) ¢aitna
HU3MCHCHUA
(aiina

ITpunoxxenne N 13
K [IpaBumiiam

Pexomenyemblii oOpasern

KapTouka MNOCTEeJJIaXHOTO TOomorpadmueckoro ykaszaTess

HauMmeHOBaHME TOCYHAapCTBEHHOT'O OpraHa,
opraHa MeCTHOTO CaMOyNpaBJIeHMS,
opTaHMu3aLunu




CTEJUIAX N

APXVIBOXPAHMIIMIIE N

Mxad N

ITonka N

doung N

Onuce N

Enxp.cNnoN

[Ipumeyanus

1

2

3

4

5

6

[Tpunoxenue N 14
K [IpaBuiiam

Pexomenyemblii oOpaser

Kaprouka HOOOHOOBOTO TONOIpadmMuecKoTo yKasaTess

HayMeHOBaHME TOCYIApPCTBEHHOTO OpIaHa,
opraHa MEeCTHOTO CaMOyIpaBJIeHUsd,
OpTaHM3aLUN

®OHII N APXVIBOXPAHWIIMIIE N

HazBaHuue ¢oHIa

Onuce N |Enxp.cNmno| Cremnax N | Ilxap N ITonka N [Tpumeuanus
N
1 2 3 4 5 6

ITpunoxenne N 15
K [IpaBuriiam

Pexomenyemslii o6pasern

AKT IIPOBEPKM HAJIMUMA UM COCTOAHUMA APXUMBHEIX IJOKYMEHTOB

YTBEPXIAIO

(HaMMeHOBaHME T'OCYIapCTBEHHOTO
opraHa, opraHa MEeCTHOTO
caMOyIipaBJIeHUS, OopIraHM3aluM)
AKT

(HamMMeHOBaHME IOOJIKHOCTU pyroBOIOUTEIIA
Wi MMHOT'O YIIOJIHOMOUEHHOI'O MM HMHa)
N




(nara)

NN onmucemn

IIPOBEPKM HAJIUUMA UM COCTOSAHMA (momnmuce) (pacumbporka IDOONMUCH)
APXUBHEIX HOOKYMEHTOB
(mara)
dounm N
HasepaHre odoHIna
[IpoBepka OpoBOOMIIACH C 1o
[IpOBEPKOM YyCTaHOBJIEHO:
1. UmcamTcsa IO ONMCAM en.xp.
(koJIMuecTBO)
2. BHIABJIEHBl TEeXHUUYECKME OWMOKM :
2.1. VmMmenT JIMTEepHBIE HOMEpPa:
a) He yUTeHHBEe B MTOTOBOM 3almcu en.xp.
(koMmMuecTBO)
©) He I[IepeuMCJIeHHBEe, HO Yy4YTEHHHE
B MTOTOBOM 3almucu en.xp.
(koJIMuecTBO)
2.2 . IlponyumeHO HOMEPOB:
a) He YUTEHHHEX B MTOT'OBOM 3alucCHU en.xp.
(koJIMuecTBO)
©) He [NepeuMCJIEHHEX, HO
YUTEeHHEIX B MTOTOBOM 2allUCU en.xp.
(koIMuUuecTBO)
2.3. Ipyrue, B pe3yjbTaTe udyero oOBbeM
YBeJIMYMIICA Ha en.xp.
(koJIMuecTBO)
YMEHBIIMIICA Ha en.xp.
(koNIMuUuecTBO)
3. UMcamMTCda OO ONMCAM B pesyJbTaTe
YCTPaHeHA TEeEXHUUYECKUX ommboOK en.xp.
(koJIMuecTBO)
4. He oxaszajyioCb B HaJINUUU en.xp.
(koJIMUecTRBO)
5. VMmeeTcsa B HaOIMUMM IO HOAHHOMY QOHIY
(BKJIIDUEHHEBIX B OIIMCH) en.xp.
(koJIMuecTBO)
M3 HUX TpeOyonlMX:
a) nesuHbexkuUn en.xp.
(koJIMUecTRBO)
0) IOes3uHCEeKLUNU en.xp.
(koJIMuecTBO)
B) pecTaBpaumumu en.xp.
(koJIMUecTRBO)
T') [epenjieTa MM IOIOUMBKU en.xp.
(koJIMuecTBO)
II) BOCCTAHOBJIEHUS BaTyXallMX TEKCTOB en.xp.
(koJIMuecTBO)
€) CHATUSA C ydeTa BBUIY HEUCIPAaBMMEIX [IOBPEXIEHUM en.xp.
(KkOJIMUecCTRBO)
X) NpOBeIEeHMS MUIPALUMU
(DJ19 BJIEKTPOHHEIX IOKYMEHTOB
Ha O(u3muuecku 0OOCOOJIEHHBIX
HOCUTEJIAX) en. xp.
(KkOJIMUecCTRBO)
6. lVMeeTcs He BKJIOUEHHBIX B OIMCHU en.xp.
(xkoJIMuecTBO)
7. MWrToro moO @maHHOMY QOHIOY (BKJIDUEHHEIX WM HEe BKJIIOUEHHHIX B OINMUCHU),
VMEIMXCHA B HaJIMUUMM en.xp.

(koJIMUecCTRBO)



8. XapakTepMCTMUKA YCJOBUM MX XPAHEHUS.
OTpulLlaTeJIbHEE SABJIEHMS B COCTOSHUM UM YCJIOBUSAX XPaHEHU.

[I[poBepKy MNPOUBBOONIINM :
HamMeHOBaHME (4) OOJIKHOCTEM
paboTHMUKaA (0OB)

(momnmce) (pacumbpoBka MOONMUCH)

(naTa)

[Tpunoxenue N 16
K [IpaBritam

Pexomenyemslii oOpaser

AKT O TexXHMUeCKMuxX ommbrax B YUYEeTHEIX ITOKYMeHTaXx

YTBEPXIAI

(HaMMeHOBaHME TI'OCYyIapCTBEHHOTO
opraHa, OpraHa MeCTHOTO
caMoyInpaBJIeHUs, OpITaHM3aLUM)
AKT (HaMMeHOBaHME IOJIKHOCTM PYKOBOAUTEIS
UM MHOTO YIIOJIHOMOUEHHOTO MM JIMIIA)

N

(mara)
O TexXHUYEeCKMUX OomMbKax (momnmce) (pacumdppoBKa MHOONMCHU)
B YUYeTHEX IOOKYMEHTAax

(nara)

®onno N
HazBaxnue doHIa

B xome BHIIOJIHEHUSA

(Bn paboT)
OOHAPYXEHB TEeXHUUEeCKMe OWMOKM B BalMCHAX:

HasBanue noxymenra CymecTByronias 3aluch Cnenyer 3anucarb
1 2 3
B pe3sysibTaTe KOJIMYeCTBO en.xp. (en.yq) He MBMGHMJ’IOCB/YBGJ’H/IQVIJ’IOCB/
(HyXHOEe IIOOUEpPKHYTH)
YMEeHBUIMJIOCE Ha en.xp. (em.yd.)

(umbpaMm ¥ NOPONMUCHIO)
[lprMeyaHms :

HauMeHOBaHME OOJLDKHOCTU pa@OTHMKa

(mommmce) (pacumdpoBKa MIOONUCHK)

(nara)

3MeHeHMa B YyUeTHHE IOKYMEHTEL



BHECEHEHI
HauMeHOBaHME IOOJIDKHOCTU paGOTHVIKa

(momnmce) (pacumdporka DOONIMUCH)

(nara)

ITpunoxxenne N 17
K [IpaBuiiam

Pexomenyemerit oOpaszern

AxT 00 ODHapyXeHUM apPXUBHBIX IOKYMEHTOB,
He OTHOCSAWMXCS K IaHHOMYy OGOHIY M HEYUTEHHHIX

YTBEPXIAIO

(HaMMeHOBaHME I'OCYIapCTBEHHOTO
opraHa, opraHa MeCTHOI'O
caMoyInpaBJIeHUs, OpITaHM3aLUM)
AKT (HaMMeHOBaHME IOJIKHOCTM PYKOBOIMUTEJIS
UM MHOTO YIIOJIHOMOUEHHOTO MM JIMIIA)

N
(mara)
06 OOHAPYXEHUM APXUBHEIX ITOKYMEHTOB (momnmce) (pacumdporka IOONMUCH)
He OTHOCAIMXCA K IOaHHOMY
boHIOYy, HEeYUTEeHHHX (mara)
B xome
(Bun paboThl)
OBLJIO ODHAPYXEHO
(B QoHIme, B apxuUBOXpaHMIMIIE,
paboueM IIOMEULEHUN)
N | 3aronoBok ex. | Iludp | Kpaiinue KonnuecTtBo K kakomy ITpume
/m | Xp., AOKyMEHTa (npu JIaThl JUCTOB (BpeMs bonny YaHUs
HaﬂHqHH) 3ByYaHUA, OTHOCHUTCA
MeTpax, 0aiT) | (HOBbIHN mHUP)
1 2 3 4 5 6 7

JIToro OOHapyXeHO

(umdpaMm M OPONMCHIO)

en.xp. (DOKYMEHTORB)

HavMeHOBaHME IOOJDKHOCTM paboTHMKA

(mommmce) (pacumdpoBKa MIOONUCHK)

(mara)

/3MeHeHUda B yUeTHBE IOKYMEHTH
BHECEHEH
HavMeHOBaHME IOJDKHOCTU paboTHMKA

(momnmce) (pacumbpoBka MIONNUCH)

(nara)



ITpunoxxenne N 18
K [IpaBuiiam

Pexomenyemerit oOpasenn

AKT
O HeOOHaApPyXEeHUM apPXUBHEIX ITOKYMEHTOB,
IyTU PO3BICKA KOTOPBIX MCUEPIIaHE

YTBEPXIAI

(HaMMeHOBaHME T'OCYyIapCTBEHHOI'O
opraHa, OpraHa MeCTHOTO

caMOyIpaBJIeHMS, OpTraHM3aluuM)

AKT (HaMMeHOBaHME IOJIKHOCTM PYKOBOAUTEIS

UM MHOTO YIIOJIHOMOUEHHOTO MM JIMIIA)

N

(mara)
O HeODHapyXeHUM apxXUBHBIX (momnmceo) (pacumdpoBKa MIOONUCHK)
OOKYMEHTOB, IIyTM PO3EICKA

KOTOPEIX MCUEPIIaHH

(naTa)

HazBaume u N QoHOa
B pesynbTatre
YCTAHOBJIEHO OTCYTCTBMe B (QOHIOEe TIMEepeuMCJIeHHBIX HWXe »nej (DoxymMeHTOB) ,
NPENNPUHATEE AaPXMBOM MeEPH I[IO0 PO3HCKY HeJl IMNOJIOKUTEJIbHBEIX Pe3yJIbTaTOB He
manaM, B CBA3M C UeM CUMTAaeM BO3MOXHEIM CHATH C ydeTa:

N | Onuce | Enxp.| 3aromoBok | Kpaitnue | Kon-Bo muctos | IIpennonara | [Ipume
n/m N N en.Xp. JIaThI (BpeMms 3ByuaHus, eMbIe YaHUs
(apXUBHBIX MeTpax, OaiT) IPUYUHBI
JIOKYMEHTOB) OTCYTCTBHS
1 2 3 4 5 6 7 8
UToro en.xp. (apXI/IBHbIX IJOKYMEHTOB

(udpamMmu M MNPOMNMUCHIO)
ComepxaHMue yYTPAYeHHEIX OOKYMEHTOB MOXET OBEITb WAaCTUYHO BOCIIOJIHEHO CJlely VMU
en.xp. (DokyMeHTaMM) :

(NN en.xp. M MX T'PYHNIOBHE 3aT'OJIOBKM)

HauMeHOBaHME OOJIDKHOCTU
PYKOBOIOIMNUTEJIA apXMBa

(B cJyvae, ecsM 3a OpPraHMU3ALMD
APXMBHOT'O XpPaHeHud oTBeUaeT
PYKOBOOUTEb opTraHmMsalumM, OIMIUCH

IIOONMCHBAETCS JIMILIOM, OTBETCTBEHHEM
3a apxuB)

(mommnmce) (pacumbpoBka MIONNUCH)




(nara)

YTBEPXIOEH COTJIACOBAHO
(mpy HeOOHAPYXeHUM Iejl APXUBHOTO
bonnma Poccuyickom denmepalym)
[lpoTokogs JIK apxXMBHOI'O y4YpeXIeHUSd [Iporoxkos ISK (9K) opraHmzaumm
oT N oT N

VIBMeHeHMsI B yUYeTHBE INOKYMEHTE BHECEHH
HamMeHOBaHME IOJDXKHOCTM paboTHMKA

(momnmce) (pacumdporka IOONUCH)

(naTa)

[Tpunoxenue N 19
K [IpaBriiam

Pexomenyemblii oOpaszern

AKT O HEMCIIPaBMMBIX IIOBPEXIOEHMAX APXMBHBIX IOOKYMEHTOB

YTBEPXIAI

(HaMMeHOBaHMEe T'OCYyIapCTBEHHOI'O
opraHa, OpraHa MeCTHOTO
caMOyIpaBJIeHMS, OpTraHM3aluuM)
AKT (HaMMeHOBaHME IOJIKHOCTM PYKOBOAUTEIS
UM MHOTO YIIOJIHOMOUEHHOTO MM JIMIIA)

N
(mara)
O HEMCIPAaBMMEIX [NOBPEXISHUAX (mommmce) (pacumdpoBKa MIOONUCHK)
APXMBHEIX HOOKYMEHTOB
(mara)
HazBanme m N doHma
B bonme ODHapPyXEHE! APXUBHEE IOKYMEHTEH, IIPMB3HAHHBIE HeMCIpaBUMO

IIOBPEXIOEeHHBIMN {

N | Onuceh | Enxp.| 3aromoBok | Kpaitnue | Kon-Bo nmuctoB | CymHocTs u | [Ipume

n/m N N MTOBPEXKICHH JIaThI (BpeMs 3ByuyaHHsl, | NPUYMUHBI | YaHUS
BIX €71.XP. MeTpax, 0aliT) | MOBpEXAECHU
(apXHUBHBIX s
JTIOKYMEHTOB)
1 2 3 4 5 6 7 8

JITOTO OOHapyXeHO HEMCIPaBMMO NOBPEXIEHHBIX

en.xp. (apXMBHHX IOKYMEHTOB)

(uMdpamMmu M HNPOMNMUCHIO)
[lepeuncIieHHEE eh.Xp. (apxMBHBE OOKYMEHTEI) MOINJIEXaT CHOMCAHMIO BBUIY:

OKCIIEPTH



(mpm HaJIN4dmUm
OOKYMEHTOB,
BKJIIOUEHHBIX B
cocTaB APXUMBHOTO
doHma Poccumckom
dbenmepanun) :

(HamMMeHOBaHME OOJIXKHOCTEM SKCIlepTOB, IIOOIMCH, pacmm@pOBKa Honnmceﬁ, narTa)

(N m maTa npmkKasza PyKOBOIMTEJIS OPTaHM3alUMKM O CHATUM HEUCIPaBUMO
IIOBPEXIEHHEX APXUBHHX IOKYMEHTOB C yueTa)

HauMeHOBaHUE OOJDKHOCTU
PYKOBOOMTEJIA apxXmuBa (B ciyuyae, €Ciu
34 OpTraHMB3alLMD AapPXMBHOTO XPaHEHUS
oTBEUaeT PYKOBOIMTEJL OplaHu3aluu,
OMnMCh MOINUCHBAETCH JINLIOM,
OTBETCTBEHHEIM 3a apxXUB)

(naTa)

COTJIACOBAHO

(mommnmco) (pacumdpoBKa MIOANMUCHK)

YTBEPXIEH

(HHH JOKYMEHTOB, BKJIIOUEHHEIX B COCTAaB

ApxmuBHOTO QOHIa
Poccurickon Odenepaumm)

[IpoTokosi ISK (39K) opraHmzaumum
oT N

VIsMeHeHMS B YyUYeTHHE INOKYMEHTH BHECEHH
HamMeHOBaHME HOOJDKHOCTHU paboTHMKA

(naTa)

(HaMMeHOBaHMe I'oCynIapCTBEHHOI'O OpraHa,

opraHa MeCTHOI'O CaMOyIlpaBJIeHUHd,
opraHmM3alLmn)

[IpoTokos JIIK apxXMBHOT'O yUYpexXIeHUS
oT N

(momnmce) (pacumdporka IOONMUCH)

[Tpunoxxenne N 20
K I[IpaBuiiam

Pexomenyemblit o6pazert

JIMCT MNCIIOJIB3OBAHMA JOKYMEHTOB

dounm N Onmcp N En.xp. N
Hara Komy BbI1aHO: Xapakrep NN IToanuce nmuna,
WCIIONB30BaH | (aMuiIus, MHUIIMATIBl | HWCIIONB30BAHUS | MCTIOJIB30BAHH | HCITOJIH30BABIIIET
us (pa3bopuuBo) (kxomupoBaHue, BIX JIUCTOB 0 JIEJI0
BBIIHACKH,
IIPOCMOTP)
1 2 4 5




[Tpunoxenue N 21
K [IpaBuiiam

PexoMeHnyemblil oOpaser

AKT O BBDAYE IOejl BO BpPEeMEeHHOEe II0JIb30BaHME

(HaMMeHOBaHME T'OCYIapCTBEHHOTO
opraHa, oOpTaHa MEeCTHOTO
caMoyInpaBJIeHUsa, OpITaHM3alUM)
AKT
N

(nara)
O BbBIIIAaYWE APXMBHBIX HOOKYMEHTOB BO
BPEMEHHOE II0JIb30OBaHUE

(HaMMeHOBaHME OpIraHM3aALUMN)

(IOUTOBEIM aIpec)

OcHOBaHue

lesp BHIOAUM IOOKYMEHTOB

BrimawoTcsa ciaenyouye en.xp. u3 doHma N

(HazBaHUE)
N | Omuce N | Egxp. N 3aroyioBOK €. Xp. KonuuecTtBo [Tpumeuanus
n/n JHUCTOB (BpeMs
3BYYaHUS,

MeTpax, OaiT)

1 2 3 4 5 6

Bcero BrimaeTcsa en. Xp.

(umdpamMu M MNPOMNMUCKHIO)
ofuMM KOJIMYECTBOM JIMCTOB (BpeMsa 3BydYaHUsa, MeTpax, OaMT)

(umdpaMm M HOPONMUCHIO)
Ha CpOK

JOKYMEHTEL BEIIIa HEL B YIIOPAIOOYEHHOM coCcTOAHUM, IIoOummTEL, B o6no>1<1<ax, C
IIPOHYMEPOBAHHEIMU JIMCTAMM UM 3aBEPUTEJIBHBIMYM HAOIIVMCAMNU .
[MosnyuaTesnb O@HBYGTCH He npenocTaBJIATh OOKYMEHTHI, IIOJIYYEHHBIE BO BPEMEHHOE

IOJIb30BaHME, onsa IpoOCMOTPa, IPOCHYyWIMBAHUA MM MCIOJb30BaHUA IOPYI'UM
opraHmM3auMsaM M I[IOCTOPOHHMM JiMIlaM, He BBEIOABATHL IO HUM KOIMUM, BHIMCOK U
ClpaBOK, He IMNPOMBBOIUTH M3BATUI KaKUX-JIMOO UYacCTeM M3 BHIAHHHX IOKYMEHTOB,

He NyOJIMKOBaAThL IOKYMEHTH 0Oes3 paszpelieHrd opraHM3aluuy, BHLIABIIEN OJOKYMEHTEI.
[MosnyuaTeinb npenyrpexneH o6 OTBETCTBEHHOCTU 3a yrparty nijim IIOBpPEXIeHN e



BEIOJAHHEBEIX IJOKYMEHTOB B COOTBETCTBUN C 3aKOHOOAaTeJIbECTBOM Poccumckom

denmepaumnm.

[MonyuyaTesb oGHsyech BEPHYTH ILOOKYMEHTHEI B apXMB B yKaBaHHbHZ B axKTe CpPOK.

JOKYMEHTEl BBIOAJ:

HamMeHOBaHME HOOJDKHOCTHU paboTHMKA apxXMUBa
(momnmuce)

(nara)

HaumMeHOBaHME IOJIKHOCTM PYKOBOIOUTEIS
(MHOT'O YIHOJIHOMOYEHHOTO MM JMlia)
opraHmUs3aluMy, BHOAKILEN OeJja
(momnmceo)

(marTa) neyaTb OpPIraHM3aLUMU
OOKYMEHTH IIPUHSJ:
HaumMeHOBaHME IOJIXHOCTM paboTHMKA

opraHM3aluuK-NoJIydaTess
(momnmce)

(naTa)

HavMeHOBaHME IOJIXHOCTM PYKOBOOUTEIS
(MHOTO YIOJIHOMOUEHHOTO MM JIMIIA)
OpTaHM3aUUN-TIOJIyYaTeJIs
(momnmce)
(mara) ledaTb OpTraHM3auMu-Iojydaress

JOKYMEHTEl CHaJl:

HavMeHOBaHME IOJDKHOCTM paboTHMKA
OpTaHM3aUUN-TIOJIyYaTeJIs
(mommmce)

(nara)

HavMeHOBaHME IOJDKHOCTU PYKOBOOUTEJIS
(MHOTO YIIOJIHOMOUEHHOTO WM JIMIla)
opraHM3aluK-NoJIydaTess
(mommmce)
(mara) IeyaTh OPITaHM3alUV-IIOJIyUaTeIIS

JOKYMEHTE MPUHAJ:

HamMeHOBaHMe HOOJDKHOCTHU pabOoTHMKa apxuba
(momnmce)

(naTa)

(HaMMeHOBaHME TOCYIapPCTBEHHOTO
opraHa, opraHa MeCTHOTO
CcaMOyTNpaBJIeHUs, OpTaHM3allun)

(pacumbporka DOONMUCH)

(pacumbpoBka MONNMUCH)

(pacumdpoBka IOONUCH)

(pacumdporka IOONIMUCH)

(pacumbpoBKa MOIONUCH)

(pacumbpoBKa MOIONUCH)

(pacumbporka MIOONUCH)

ITpunoxxenne N 22
K [IpaBuriiam

Pexomenyemslii o6pasern



KAPTA-3AMECTUTEJIb EAUMHULIBI XPAHEHUW A
BBIZIAHO
®oua N | Onuce N | En.xp. N | Komy Jara IMoamnuce Jlata IMonamuce
BBIJAYH BO3BpaTa
1 2 3 4 S) 6 7 8
[Tpunoxenue N 23

K [IpaBriiam

Pexomenyemslii oOpaser

(HamMMeHOBaHUE I'oCcymapCTBEHHOI'O OpraHa, OpIT'aHa MeCTHOTIO
CaMOoyIipaBJIeHUNA, OpI‘aHMBaLU/H/I)

(Ha3BaHMe apxXmMBa (CTPYKTYPHOTI'O HOoIpaslesieHMsa) OpIlaHM3alUM)
KHUTA
ydyeTa INOCTYIIJIEHMS UM BHOBRTUS IOeJl, IOOKYMEHTOB
Tom N
Hauat

OKOHUEH




N | Hara | HaumenoBanue | Haumenosa | Hazpan I'oxer Bun Hocurens | IlocTymieHne onmucaHHbBIX Br1ObITHE ONTMCAaHHBIX Heonucann | I
I/TI | TIOCTY | OpraHu3anuu | Hue, Homep | we n | moctynusil | (BH - mokymeHTHI JIOKYMEHTOB JIOKYMEHTOB BIX €, |M
IUICHH | (CTPYKTYpPHOTO U J1aTa HOMED UX UIH Ha OyMa)KHOM JIOKyMEHTOB, | H
S W | moApa3ieNieHus, | JOKyMeHTa, | (oHJa | BRIOBIBIIUX | HocHTene, D/ - Komngectso en.xp. Komnyectso ex.xp. JINCTOB
BBIOBI | JTUIIA, APXHBA), o JOKYMEHTOB |  3JICKTPOHHBIC
THS OT KOTOpOH KOTOPOMY no onucu | jokymentsr, IJ] - | [locto | Bpemen ITo Hocro | Bpemen o Iocr | Bei6
nocTymuIn (W | IOCTYIHIIHN nen, B OIMCE BHEecens! | THHOTO | HOTO  |JIMYHOMY | SHHOTO | HOTO |JIMYHOMY | YIHJ | BLIO
BBIOBLIN) JIeTIa, 1503051 JIOKYMEHTOB | THOpHIHBIC Jienna) | XPaHCH (CBBIIE | COCTaBY | XpaHEH | (CBBILIE | COCTABY Y
JIOKYMEHTBI BBIOBLIH nA 10 neT) 28! 10 ner)
JTIOKYMEHTBI
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15
Toro B TOOYy IOCTYIINIIO en.xp., B TOM YMCJe

Ha OyMaxHOM HOCHUTeJe

(urbppaMm M HOPONMCEI)

(mpu Haauuuy IUOPUIOHBIX IeJl,
TOoM (a) Ha OyMaxHOM HOCHUTEeJIe
YUUTHBATCS B CTpOKe
"Ha ByMaxHOM HOocuTreJge",
TOM (a) Ha BIJIEKTPOHHOM
HOCHUTEJIe YUUTHBATCS
B CTpoke "3JJIeKTPOHHEIX") :

(umbpaMy M MNPONMUCHIO)
B3JIEKTPOHHBIX
(urbppaMm M HOPONMCEI)
AYIMOIOKYMEHTOB
(umbpaMy M MNPONMUCHIO)
BUIECOIOKYMEHTOB
(umdpaMyt ¥ HPONUCHI)



[lokasEBATCSA Pas’mdesjibHO MTOTOBHE IaHHBE o rpadam 11, 12, 13, 15.
HaumeHnoBaHUe IOOJIKHOCTIM JINMiia,
COCTaBUMBIIET'O MTOTOBYI I'OIOOBYI 3allliChb
(momnmceo) (pacumbpoBka MONNMUCH)
(mara)
HammeHoBaHME JOJIXHOCTHM PYKOBOIUTEJIA apXuba
(B criyuae, eCiM 3a OpTaHMB3alLMi apXUBHOTO
XPaHeHd oOoTBedaeT PYKOBOIMTEJIb OpIaHM3aluM,
aAKT IDOAOIMCEIBaAeTCA JIMIIOM,
OTBETCTBEHHBIM 3a apXI/IB)
(momnmmuce) (pacumbdpoBKa MOONMUCH)
(mara)
[Tpunoxenue N 24
K [IpaBriiam
Pexomenyemblii oOpaser
JIMCT ®OHIA N
MeCcTOHaxoXaeHue GhoHIa (mata repBOTO MOCTYIICHUS
(HaMMEHOBaHUE OpPTaHU3AlNHU, T1Ie XpaHUTCS (POH.) JIOKYMEHTOB ()OH[Ia)
Kpaiinue natel kaxxaoro Ha3BaHus GoHIa Hazpanwue ponga
1 2

1. Yuer HeonMCcaHHBIX JOKYMEHTOB

[Hara HasBanwne, N u ITocTymienne Bri6biTHE Hannuue
3aluCH | Jara JIOKyMEHTa, (octarok) ef.
110 KOTOPOMY KomnuectBo | Kpait | KommuectBo | Kpait Xp.
MNOCTYIWIN WIH CA.XP. HUC CA.XP. HHUC | (1oKyMeHTOB
BLIOBLIH (MOKyMEHTOB, | aThl | (ZOKYMEHTOB, | Hatel | JTUCTOB,
JIOKYMEHTBI JIUCTOB, OANT) JIUCTOB, OANT) Gaiir)
1 2 3 4 5 6 7




2. Y4er onucaHHbIX JOKYMEHTOB



Hara N I'on(s1) | Haseanme | [locty Bri0biTHE Hanuuue (ocratox) ex. xp.
3alld | ONKCH OIMCH J€JI, | MU0
CH nen, nokymentTo | ex.xp. | Komd | OcHoBanu | B tom uucie | Koy B ToMm uncne
JOKYM B WIH €CTBO |€ BBIOBITHSI| TIO OMHUCSIM, | €CTBO
CHTOB AHHOTALUS en.xp. |(Ha3BaHHUE, | yTBEPXKAEHHBI | €. XP.
(kparkas nara, N M OIIK
XapaKTEPUC MNOKYMCHT .
pTI/IKap a) Komny | Kpait ITocTOsTHHOTO XpaHeHus [To nmunOMy
€CTBO | HHE COCTaBy
JIOKYMEHTO
B) el. Xp. | AaTbl
Komuu | Kpait | U3 vux o onucsm, | Konuy | Kpait
ecTBo | HHMe | yrBepxkaeHHbIM OIIK | ectBo | Hue
€l. Xp. | AaTbl €lI. Xp. | 1aTsl
Komnuect | Kpaiinue
BO €. Xp. | JaThl
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16




[Tpunoxenne N 25
K [IpaBuiiam

Pexomenyemerit oOpasenn

(HaMMeHOBaHME TOCYIapCTBEHHOTO OpTaHa, opraHa MeCTHOTO
caMoymnpaBJieHrs, OpTaHM3alun)

(Ha3BaHMe apxmMBa (CTPYKTYPHOT'O IHOoIpaslesieHMsa) OpITaHM3alMUM)

CIIMCOK ®OHOOB

Tom N
Hauart
OKOHUEH
N JlaTa nepBoro HazBanue OTtmMmeTKa 0 BEIOBITHH OHIA [Tpume
dhonma MOCTYIUICHUS dbonga YaHusg
JIOKYMEHTOB (hoHIA Mecro Hara u N noxymenra, Ha
BBIOBITHSA OCHOBAHHH KOTOPOTI'O
BBIOBLIT
1 2 3 4 5 6
Ha 01.01. Tooa B CIOMCOK BKJIOUYEeHH QOHIOE C N o
U3 CIOMCKA MCKJIIUYeHH QOHIOH C N o N
Bcero xpaHuTCca B apxmee boHIOB, M3 HUX

(umdpaMm ¥ NOPONMUCHI)
comepxaT ocoOO LieHHBEe Ieja.

(undpamMm ¥ HOPONUCHIO)
Homepa cBoOoOInHEBE:
Homepa BHOBIBUIME (IIepelaHHBE) @

HauMeHOBaHMEe OOJDKHOCTM JiMlla,
COoOCTaBMBIUIETI'O MTOI'OBYID I'OIOOBYI 3allliChb

(momnmuce) (pacumdppoBka NOONMUCH)

(nara)

HavMeHOBaHME IOJIKHOCTM PYKOBOIOMUTEJIS apxXuBa
(B cyuyae, eciM 3a OpraHM3alMio apXUBHOI'O
XpaHeHMH oTBEeUaeT pyKOBO,I[MTe.Hb OpI‘aHMBaLU/H/I,
aKT IINOAOIMCHEIBaAETCHA JIMIOM, OTBETCTBEHHBEM

3a apxuB)

(nmomnmuce) (pacumdppoBKa NOONMUCH)

(nara)



[Tpunoxenue N 26
K [IpaBuiiam

PexoMeHnyemblii oOpaser

(HaMMeHOBaHME TOCYINAPCTBEHHOTO OpTraHa,
caMoymnpaBJieH¥d,

opraHa MECTHOTO
opTraHu3aLumM)

(Ha3BaHMe apxmMBa (CTPYKTYPHOTI'O HOoIpaslesieHMsa) OpIlaHM3aluMn)
PEECTP OIMCEM IEJI, IOKYMEHTOBRB
HauarT
OKOHUEeH
N | N N |Hassan | KonmuuectBo nen B onucu nen, | Kpait | Konuue | Konuuect | [pu
/1 (1)OH OIIn He JAOKYMCHTOB HHUC CTBO BO McEUua
aa cu OIInCcHu aThl | JIUCTOB 3K3CMHJI$Ip HUA
Iell, Ilocro | Bpemennor 1o B OIIMCH | OB OIIUCH
JOKyM | AHHOTO 0 (CBBILIE |JITMYHOMY nen, aen,
enros |XpaHeH | 10 ner) CoCTaBy JIOKyMe€ | TOKYMEHT
us XpaHEHHUs HTOB OB
1 2 3 4 5 6 7 8 9 10 11
Nroro Ha 01.01. I'. B apxmubBe XPaHUTCHA onmceM, M3 HUX
(npu OTCYTCTBUM
He BKJIOUATCS
B MTOTOBYI 3almcChb)
YIIPaBJIEHUECKOM IOOKYyMEeHTaluu onucen
(undpaMm ¥ HOPONUCHIO)
OOKYMEHTOR JIMUHOTO MNPOUCXOXIEHUS onmcemn
(umdpaMm M NOPONMUCHIO)
HAYYHO-TEXHUUYECKOM NOKYMEHTAaluMn onmcemn
(umdppaMm M HOPONMUCHI)
BUIEOIOKYMEHTOB onucemn
(umbpaMm M NOPONMUCHIO)
KMHOIOOKYMEHTOB onmucem
(undpaMm M HOPONUCHI)
GOHOODOKYMEHTOB onucen
(undpaMm ¥ HOPONUCHIO)
GOTOONOKYMEHTOB onucen
(umbpaMm M NOPONMUCHIO)
BJIEKTPOHHBIX ITOKYMEHTOB onucen
(umdppaMm M HOPONMUCHI)
B TOM 4YMCJIIe
IOCTYIIMJIIO B T. onmuceun

(umdpaMy M NOPONMUCHIO)



BEIOBLJIO B T.

onmucen

(umdpaMm M HOPONMUCHI)

HayMeHOBaHME IOJKHOCTU paboTHMKA apxuBa,
COCTaBMBIIETO pPEEecTp ONucemn

(momnmce) (pacumdpoBka IOONMUCH)
(mara)
HavMeHOBaHME IOJIKHOCTU PYKOBOOMTEJIS apxXmuBa
(B cyyuyae, eciM 3a OpTraHM3alMO apXMUBHOTO
XpaHeHUs OTBeuUaeT PYKOBOIUTEJIb OpTaHM3aluu,
aKT TONNMCHBAETCS JIMLIOM,
OTBETCTBEHHHEM 3a apPXuB)
(momnmmuce) (pacumbpoBKa IOONMUCH)
(mara)
[Tpunoxenue N 27
K [IpaBriiam
Pexomenyemblii oOpaser
AKT
npueMa-rnepenauy apxMBHHX HOOKYMEHTOB B OpIraHM3aluo,
OCYWECTBJIANIYD IeATeJIbHOCTL 10 XPaHEeHUI ITOKYMEHTOB
YTBEPXIOAK YTBEPXIOAK
(HaMMeHOBaHME IOJIXHOCTM PYKOBOAUTEIS (HaMMeHOBaHME IOJIXHOCTM PYKOBOAUTEIS
opraHM3alUuy UM MHOT'O opraHM3alUuy UM MHOT'O
YIIOJIHOMOUEHHOTO MM JIMIIA) YIIOJIHOMOUEHHOTO MM JIMIIA)
(mommmce) (pacumdpoBKa MIOONUCHK) (mommmce) (pacumdpoBKa MIOONUCHK)
(mara) (mara)
AKT
N
(mara)

nprueMa-IrepenadymM apXMBHBEIX IOOKYMEHTOB
B OpPTraHM3alMrio, OCYyHeCTBJIAIY
OeATeJIbHOCTE IIO0 XPaHEHMI ITOKYMEHTOB

(ocHOBaHME Mepenadu)

(Ha3BaHMe IeperaBaeMoTro GoHza)

coaj,

(HasBaHMe opraHMszaluuM, Iepenampiel NOKYyMEeHTEH)

a

IPMHAJI

(Ha3BaHMe oOpraHM3aLMM, OIPMHUMAKIEN TOKYMEHTEH)

JOKYMEHTEI Ha3BaHHOI'O @OH,Ha n CHpaBOLIHbII?JI aliriapaT K HYM:



N | Haszpanue, N onucu Komnuecto ak3emmsipoB | KomnuectBo | Ilpumeuanus
/o OIUCH JEJl, JTOKYMEHTOB el.Xp.

1 2 3 4 5
VTOTO MNPMHATO en.xp.
[lepenauy nOpou3BEJIM: [lpyeM npoms3Besin:
(moJyxHOCTB) (IIOONMCH) (pacumbporka (DOJIXHOCTB) (IOONMCH) (pacumbpporka

MOANMCH) MOANMCH)
(maTa) (mnaTa)

VI3MeHeHMsa B ydeTHBEe IOKYMEHTH BHECEHEH
HamMeHOBaHME IOOJDKHOCTM paboTHMKA

(momnmcso) (pacumdppoBKa MIOANMUCHK)

(nara)

[Tpunoxenue N 28
K [IpaBriiam

Pexomenyemblii o6pasen

AKT KOHBepTauMM SJIEKTPOHHBIX APXMBHEIX ITOKYMEHTOB

YTBEPXIOAK
(HaMMeHOBaHME TI'OCYyIapCTBEHHOI'O opraHa,
opraHa MECTHOI'O caMoyIlpaBJIeHUd, (HaMMeHOBaHME IOJIXHOCTM PYKOBOAUTEIS
opTraHmU3alNnN) WM MHOTO YIIOJHOMOUEHHOTO MM JIMIia)
AKT
N
(marTa) (mommmce) (pacumdpoBKa MIOANMUCHK)
KOHBepTaluum
BJIEKTPOHHEIX apPXUBHEIX IOKYMEHTOB (mara)
B CcBA3U C HEeBO3MOXHOCTLI BOCHPOMBBEIEHMS, MCIOJIb30BAHUSA DIEKTPOHHHX
APXMBHEIX IOOKYMEHTOB B @dopMaTax, B KOTOPHIX OHM OBJIM IPMHATE Ha apXMUBHOE
XpaHeHue, Objla NNpoM3BeIeHa KOHBepTalLMsd:

JaTa MM [Nepruon BPEMEHU



Apxus | 3aronoBok | Mcxoano| Hcxoansie | Ucxoanas |Ucxonnsiit| Ucxonn | Haumen Hara u Koutponpa | Ob6wvem | @opmar | ®UO
HBI | K TEKCTY, e JlaTa ¥ BpeMsi | KOHTPOJIBH | 00beM (B bI OBaHUE BpeMs as cymMmma (B ¢aiina |paboTHH
mmdp | JaTaW | HAMMEHO | TIOCIEAHero | asg cymma | Oaiftax) | dopmar | ¢aiina | mocnemHero (xerm- OaifTax) | 9JIeKTpO |  Ka,
perucTpail | BaHHE | WU3MCHCHUS (xemr- (aiina (haiina | 57IEKTPO | U3MEHEHUS | CyMMa) daiinma | HHOTO | BBINOJH
WOHHBIA | daiina daiina CyMMa) |3JIEKTPOHH | 3JIEKTPO | HHOTO daiina ¢aitna | 27EKTPO | JOKyME | MBIIETO
HOMEp | DIIEKTPO | 3JICKTPOHHOT |  (aiina oro HHOTO | JIOKyM€ | DJIEKTPOHHO | DJIEKTPOHH | HHOTO HTa. | KOHBEPT
JOKYMEHTa | HHOTO |O JOKYMEHTA | SJICKTPOHH | IOKyMEHT | JIOKymMe | HTa ro oro JOKYMEH aIuIo
JIOKYMEH oro a HTA. JIOKYMEHTa | IOKyMEHTa Ta
Ta JOKYMEHTa
VicxomHele Gaiel 3JI€eKTPOHHEX
APXVMBHEIX IOOKYMEHTOB COXPAaHEHE.
(nomnmce) (pacumdpoBKa NIOONUCH)

(mara)

HamMeHOBaHME HOOJDKHOCTU paboTHMKA

(B crnyuae,

€CJIM 3a OpTraHM3alUMI aAPXMBHOI'O XPaHEHMA

oTBEeUaeT PpYKOBOIOMTEJIB OpraHm3aummn,
InoAgrnmcelBaeTC4d JIMLIOM,

(mnara)

akT
OTBETCTBEHHEM 3a apxXUB)
(mommnmcso)

(pacumppoBKa MIOLANMUCHK)




ApxMBHas ClIpabKa

(HaMMeHOBaHME TOCYIapCTBEHHOTO OpTaHa,
opraHa MECTHOTO CaMOyNIpaBJIeHUS,
opraHmM3aummn)

Apmpecar

ITpunoxxenne N 29
K [IpaBuiiam

Pexomenyemerit oOpasenn

(IOUTOBEIM aIpec, MHIEKC)

(renedon, odakc)

(ampec BJIEKTPOHHOM IIOUTH)

ApxMBHadA CIpaBKa
N

(nara)
Ha N oT

TexcT

OcHOBaHUE :

IOXKHOCTE PYKOBOIMUTEJS OPTraHM3alun
UV MHOTO YIOJIHOMOUEHHOTO UM JIMIla
(mommmce)

(meuarTsn)

VICTIOJIHUTEeJIb

(PamMmymsa, MHMLUMAJE, HOMep TejedoHa)

(pacumdpoBKa MIOONMUCHK)

ITpunoxxenne N 30
K [IpaBumiiam

Pexomenyemblii oOpasern

AKT InIprueMa-Irepenadym apXMBHEIX OJOKYMEHTOB Ha XPaHeHMte

YTBEPXIAIO

YTBEPXIAIO



(HaMMeHOBaHME HOOJIXHOCTU pykroBOOUTEIIA (HaMMeHOBaHME HOOJIXHOCTU pykopOOMUTEIIA

WMJIM MHOTO YIOJIHOMOYUEHHOTO MM JIMlla WMJIM MHOTO YIIOJHOMOUYEHHOTO MM JIMila
opraHmM3auuu, nepenamuell ITOKYMEeHTH) opraHM3aluuM, MIPUHMMADILEN ITOKYMEHTEH)
(momnmce) (pacumdporka HOONIMUCH) (momnmce) (pacumdporka IOONIMUCH)
(marTa) (meuatTsb) (marTa) (meuatTsb)

AKT
N
(mara)

npueMa-rnepenayun apxXMBHHX IOKYMEHTOB
Ha XpaHeHue

(ocHOBaHME Iepenadn)

(HazBaHMe mnepemaBaeMoro QoHIa)

coadn,
(Ha3BaHMe oOpraHM3alMM, [Iepelaplley NOKYMEHTH)
IPUHAJI
(HasBaHMe opraHMszaluM, IPUHMMAKLIEN OOKYMEHTH)
[IpyHMMaeT Ha I'OCyIOapCTBEHHOE XpPaHeHMe NOKYMEHTH 3a
(romer)
M CIPaBOUHEM alnapaT K HUM:
N Hassanwne, N onmcu ger, KommuecTBo KommuectBo | Ilpumeuanus
HhI JAOKYMCHTOB OK3CMILIAPOB OIIMCHU CI.XP.
1 2 3 4 5
MTOoro MNpmMHATO en.xp.
(undpaMm M HOPONUCHIO)
[lepenauy nNpou3BeJIN: [lpyeM npom3BesIn:
(moJrKkHOCTE ) (IIOIOMNMCH) (pacumbporka (moJrkHOCTE ) (IIOIOMNMCH) (pacumbporka
MIOOINIVICH) MIOOINIVICH)
(mara) (mara)
doHOY NPUCBOEH
N
3MeHeHUSI B yUeTHBEE INOKYMEHTH BHECEHE
HamMeHOBaHME HOOJDKHOCTHU paboTHMKA
(momnmceo) (pacumpporka IOONMUCH)

(nara)



[Tpunoxenue N 31
K [IpaBuiiam

PexomMenyemblil oOpasern

AKT
npreMa-nepenadyy OOKYMEHTOBR OpTraHM3aluM OpU CMEeHEe
PYKOBOOMTEJS, OTBETCTBEHHOT'O 3a OpraHM3alMi XpaHeHUud,
KOMIIJIEKTOBAHMA, ydeTa M MCIOJIb30BaHUA APXMUBHBEIX LOKYMEHTOB

YTBEPXIA
(HaMMeHOBaHME T'OCYINapCTBEHHOT'O OpTraHa,
opraHa MeCTHOTO CaMOylpaBJIeHUSd,
opraHmM3almumn)
AKT (HaMMeHOBaHME IOJIXKHOCTM PYKOBOIMUTEJS
UJIM MHOTO YIIOJJHOMOUYUEHHOI'O MM JIMila)
N
(marTa) (momnmceo) (pacumdpoBKa MIOONUCHK)

nprueMa-Iriepenadym apXMBHBIX OOKYMEHTOB

opraHmzaumm IpM CMEHE pPpyKOBOIOMUTEITIA,
OTBETCTBEHHOI'O 3a OpraHM3alMi
XpPaHeHd, KOMIUJIEKTOBAHMA, YydUeTa

M VICIIOJIb3OBAHMA APXMBHEIX IHOOKYMEHTOB

(naTa)

Hasepanmre u N ¢oHma

(mpm epenade IOBYX n BoJiee
apxMBHEIX (GQOHIOB, TabaMuHas 4YacTb
akTa pasnessgeTcsda  Ha [Ionopa3neldl,
COOTBeTCTBYyKIME GoHIaAM,

Ha3BaHMA [IOIpaslesloB COOTBETCTBYyeT
HOMEPY " HaMMEeHOBAaHMIO (QOHIOB)

B coorBeTCcTBMM C NPUKa30M N
nepena,
(®.11.0. nmepenammero) (®.1.0. npmHMMAaLILETO)
NIPMHAJ B NOPUCYTCTBMM KOMMCCMM, OOpPas30BaHHOM Ha OCHOBAaHMM IAaHHOTO IpMKasa,
IOOKYMEHTH apxXmuBa 3a M CHPaBOYHEIM annapaT K HUM
(romer)

N | Ha3Banwue, N onucu nen, | Kon-Bo sxzemiisipoB | Kon-Bo ex.xp.| Ilpumedanus
n/n JIOKyMEHTOB OIIMCH J€JI, JOKYMEHTOB

1 2 3 4 5

VToro ODPMHATO en.xp., B TOM UHuCJE
(umbpaMm M NOPONMUCHIO)
Ha OyMaXHOM HOCHUTEJIE: en.xp.
(umdpaMm M MNPONMCEIO)
BJIEKTPOHHEIX : en.xp.
(umbpaMm M NOPONMUCHIO)
u onmcey B DK3EMIJISpax.

(undpaMm M HOPOIUCHIO) (undpaMm M HOPONIUCHIO)

CocTogHMe OOKYMEHTOB U OIMKCEN:

(oBbmasa xapaKTepuUcTUKa COCTOSHUSA)

OODHOBPEMEHHO



rnepenanTcs

(BuO (eI) M COCTAaBR CHPaBOYHOI'O allnapara, ero oOBeMH M COCTOSHUE)

CocTOosHME IIOMEIEHUM apxXuBa

(obmwasa xapaKTepUCTUKa COCTOSHUSA)

Hamuume m cocTosHMe OOOpYyHOBaHMS UM MHBEHTAaPSA

(oBbumasa xapakKTepucTUKa)

[lepenas:

(bamMmmMsa, MHMLMAJIBL) (momnmuce) (mara)
[Mpuuam:

(bamMmams, MHULIMAJILL) (momnmceo) (marTa)

[lpencenaTesyib KOMUCCUMN:

(bamMmams, MHULIMAJIL) (momnmceo) (marTa)

YJjieHBEl KOMMCCUMU :

(bamMmMsa, MHMLMAJTIB) (momnmce) (mara)




