3apernctpupoaHo B MuHtocte Poccum 6 ceHTabpsa 2023 r. N 75119

QENEPANNbHOE APXMBHOE ATEHTCTBO

NMPUKA3
ot 31 nona 2023 r. N 77

Ob YTBEPXOEHUN NPABUJ
OPTAHU3ALUNU XPAHEHNA, KOMNJIEKTOBAHUA, YYETA U UICNOJ/Ib3OBAHUA
AOKYMEHTOB APXMBHOIO ®OHAA POCCUIACKON GELEPALUN U APYTUX
APXUBHbIX JOKYMEHTOB B rOCYAAPCTBEHHbIX OPTAHAX, OPTAHAX
MECTHOIo CAMOYNPABNEHUA N OPTAHU3ALINAX

B cooTBeTcTBUM C NYHKTOM 2 Yactu 1 cTtatbu 4, yactbto 5 cTatbm 14 PepepanbHOro 3akoHa ot 22
oKTab6pAa 2004 r. N 125-®3 "O6 apxmsHom gene B Poccuiickoinn Pegepaunn', nognyHKTOM 2 nyHKTa 6
MNonoxeHuns o dPepepasibHOM apXMBHOM areHTCTBE, YTBepXKAeHHOro Ykasom lpesngeHTa Poccuiickoi
depgepaunm ot 22 utoHa 2016 r. N 293, npukasbiBato:

yTBEPAUTb nNpunaraemble [lpaBuia oOpraHM3auUMM XpPaHEHWs, KOMIJIEKTOBAHMA, Yy4yeTa U
MCMNONb30BaHNA OOKYMEHTOB ApxuMBHOro ¢oHaa Poccuiickoit depepaumm U Apyrux  apxuBHbIX
[AOKYMEHTOB B roCyZapCTBEHHbIX OpraHax, opraHax MecTHOro CaMmoynpaB/ieHNA U OpraHMU3aLmsX.

Pykosoautesnb
A.H.APT130B

YTBEepKAaeHbl
npukasom Pocapxusa
ot 31 miona 2023 r. N 77

NPABUNA
OPTAHU3ALNU XPAHEHNA, KOMNJIEKTOBAHUA, YYETA U UICNOJ/Ib3OBAHUA
AOKYMEHTOB APXUBHOIO ®OHAA POCCUIACKON DEAEPALUN U APYTUX
APXUBHbIX AOKYMEHTOB B TrOCYAJAPCTBEHHbIX OPTAHAX, OPTAHAX
MECTHOIo CAMOYNPABJIEHUA U OPFTAHU3ALUNAX

|. O6wme nonoxkeHmsa

1. MNpaBuna opraHM3aUUKM XpPaHEHWA, KOMMNNEKTOBAHMA, y4eTa M WUCMOb30BaHMA AOKYMEHTOB
ApxusHoro ¢oHga Poccuiickoit ®degepaumn U APYrUX apXMBHbLIX AOKYMEHTOB B rOCYAapCTBEHHbIX
opraHax, opraHax MecTHOro camoynpas/ieHna 1 opraHM3aumsx (ganee - NMpasuna) onpeaenatoT NOPALAOK
n TpeboBaHMA K OpraHM3auMM XpaHeHWA, KOMMNIEKTOBaHMA, y4eTa U MCNONb30BaHUA [AOKYMEHTOB
ApxuBHoro ¢oHza Poccuiickoi Pesepaumn, LOKYMEHTOB NOCTOSHHOTO U BpeMeHHoro (cebiwe 10 ner)
CPOKOB XpaHeHWsA, B TOM 4YWUCNe [OKYMEHTOB MO JIMYHOMY COCTaBy, JOOKYMEHTOB JIMYHOIO
NPOUCXOXKAEHUA AS FOCYAAPCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOynpaB/ieHWs, OpraHM3aLmii.

CDe/J,epaanble OpraHbl WUCNONHUTEIbHOM B/1aCTn n opraHunsauuu, ocyuwecrsaaowmne
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Aeno3nTapHoe XpaHeHue AoKymeHToB ApxmBHoro ¢oHaa Poccuiickoit Pepepaummn, HaxoasWMXca B
denepanbHoM cobcTBEHHOCTM <1>, BMpaBe PYyKOBOACTBOBATbCA Kak [lpaBunamu, Tak u lpasuiamu
OpraHM3aUnM XpaHEeHMUA, KOMMNAEKTOBaHWA, yYeTa M MCMO/b30BaHUA AOKYMeEHTOB ApxuBHoOro ¢oHaa
Poccuitckoit ®epepaumm n Apyrux apxXmMBHbIX AOKYMEHTOB B rOCYAAPCTBEHHbIX M MYHWLMMANAbHbIX
apxmBax, Myseax n 6MbanMoTeKax, HayYHbIX OpraHn3aLmAaAX, YTBEPKAEHHbIMU NPMKaszom Pocapxusa oT 2
mapTa 2020 r. N 24 (3aperucTtpmposBaH MuHioctom Poccun 20 mas 2020 r., peructpalmoHHbin N 58396) ¢
M3MEHEHMEM, BHECEHHbIM MpuKaszom PocapxuBa oT 26 ceHTabpa 2022 r. N 117 (3apeructpupoBaH
MwuHtocTom Poccuun 27 okTabpa 2022 r., peructpaumnoHHbii N 70716) (aanee - MNpaBuna, yTBep:KAeHHble
npukasom N 24).

<1>MocTtaHoBneHune MpasuTtenbctsa Poccuiickon Pegepaumm ot 27 aekabpa 2006 r. N 808 "0O6
yTBEpPXKAeHUN nepeyHa deaepanbHbIX OPraHOB  WUCMOAHUTENbHOW BAacTU W OpraHusaumi,
OCYLLECTBAAIOLWMNX Aeno3nTapHoe XpaHeHne AoKymeHToB ApxmsHoro ¢oHaa Poccuiickoli deaepaumu,
Haxogsawwmxcs B deaepanbHoi cobectBeHHocTH" (ganee - noctaHoBneHne N 808).

2. TocydapcTBeHHble oOpraHbl, OpraHbl MECTHOrO CamMoynpaBAeHuA, opraHusaunmM o6s3aHbl
obecneymBaTb COXPaHHOCTb aPXMBHbIX AOKYMEHTOB B TEYEHME YCTAHOB/EHHbIX CPOKOB XpaHeHUA <2>,

<2>Yactb 1 ctatbm 17 PepepanbHOro 3akoHa ot 22 okTabpa 2004 r. N 125-3 "O6 apxusHom aene
B Poccuiickoli Pepepaumn” (ganee - degepanbHblit 3akoH N 125-93).

FocypapcTBeHHbIe OpraHbl, OpraHbl MECTHOMO camoynpasaeHnsa 06A3aHbI CO34aBaTb apxuBbl <3>.

<3>Yactb 1 ctatbu 13 PegepanbHoro 3akoHa N 125-93.

OpraHu3auum Bnpase co3aBaTb apxXmBbl <4>.

<4>Yactb 2 ctaTbm 13 PegepanpHoro 3akoHa N 125-93.

ApXx1B rocyZapCTBEHHOrO OpraHa, opraHa MEeCTHOrO CamoynpaB/ieHWA, opraHusaumu (manee -
apxuB) CO34aeTcA Kak CTPYKTypHOe noagpasgeneHve Wau noapasfaesneHne B COCTaBe CTPYKTYPHOro
noapasgeneHums.

FocypapcTBeHHbIe OpraHbl MOTYT CO34aBaTb apXmBbl B d)opme ropunanyeckoro anua.

[JonyckaeTcAa B COOTBETCTBUMM C 3aKOHoAaTenbCTBOM Poccuiickoit ®epepaumn BO3NOXKEHWE
TPYAOBbIX (AOMKHOCTHbIX) 06A3aHHOCTEN MO OpPraHU3aLMM XpPaHEeHWs, KOMMJIEKTOBaHMA, y4yeTa U
MCNoab30BaHMA AOKyMmeHTOB ApxuBHoro ¢oHpa Poccuitckoit degepauym U Apyrnx  apXmMBHbIX
OOKYMEHTOB, a TaKKe Mo obecneyeHUo AeATeNbHOCTM apxvMBa Ha KOHKPETHOro paboTHWKa (panee -
paboTHMK apxmBa (1L, OTBETCTBEHHOE 33 apPXUB).

3. [eATenbHOCTb apxmMBa pernameHTUpPyeTCcA NOKaNbHbIMU HOPMATUBHbIMU aKTaMu.

Apxus, ﬂBﬂHPOLLI,MVICFI OpUanN4ecCKknm nnuom, B CBOEeMn AeATeNbHOCTU PYKOBOACTBYETCA YCTAaBOM,
FIBJ'IFH-OLLI,VIVICH CTPYKTYPHbIM NnogpasgeneHnem wman nogpasgeneHnem B COCTaBe CTPYKTYPHOIO
nogpasaeneHna - nosoxeHnem O CTPYKTYPHOM noapasgeneHnn, a TakxkKe MNMONI0KEHUEM 06 apxuee,
yTBEPXKAaEMbIM pyKoBoautenem Uan ynoIHOMOYEHHbIM UM TUMLOM TOCya4apCTBEHHOIO OpraHa, opraHa
MeCTHOIro camoynpasaneHna, opraHnM3auunm <5>,
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<5>TyHKT 4 [MpumepHOro nonoxeHma o6 apxuBe OpraHM3aUUK, YTBEPXKAEHHOIO MPUKA3OM
PocapxmBa ot 11 anpens 2018 r. N 42 (3apeructpupoBaH MuHioctom Poccum 15 asrycta 2018 r,
pervcTpaumnoHHbii N 51895); nyHKT 3 MprMepHOro NosioXKeHus o LeHTpasbHOM apxmBe desepanbHoro
OopraHa rocygapcTBeHHOM BAACTU, MHOro denepanbHOro OpraHa, yTBep»KAeHHOro npmkasom Pocapxuea
oT 25 despansa 2019 r. N 30 (3apernctpmposaH MuHocTtom Poccum 22 miona 2019 r., perncTpaumoHHbI
N 55333).

4. XpaHeHMe 3N1eKTPOHHbIX apXMBHbIX AOKYMEHTOB OCYLLECTBAAETCA C NPUMEHEHUEM CUCTEMDI
XPaHEHWUs 3NEKTPOHHbIX 4OKYMEHTOB (aanee - CX3M).

focynapcTBeHHble oOpraHbl Npu co3gaHum CX3[, a TakkKe Ana OUeHKM YHKLMOHANbHbIX
BO3MOHOCTEN Y}Ke MPUMEHAEMbIX CUCTEM B LEAAX WX Pa3BUTUA PYKOBOACTBYHOTCA TWMOBLIMM
OYHKUMOHANbHbIMM  TPEBOBaHUAMM K CUCTEMAM 3/1IEKTPOHHOIO JAOKYMEHTOO6OpOTa M cucTeMam
XpaHeHWA 3NEKTPOHHbIX JOKYMEHTOB B apXmMBax rocyAapCTBEHHbIX OPraHoB, YTBEPKAEHHbIMU NPUKA3OM
Pocapxwuga ot 15 ntoHa 2020 r. N 69 (zanee - Tunosble GpyHKUMOHANbHbIE TpeboBaHMA) <6>.

<6> 3aperncrtpmposaH MuHioctom Poccum 20 okTabpa 2020 r., pernctpaumnoHHbii N 60484,

5. TocyaapcTBeHHbIM OpraHam, OpraHam MeCTHOrO CamoynpaB/ieHWUs, rocyAapCcTBEHHbIM MU
MYHULMNANbHBLIM OpraHM3auMsaM 3anpelaetca nepegasBaTb obpasoBaBlMeca B Npouecce WX
AeATeNbHOCTU A0KYMeHTbl ApxMBHOro ¢poHaa Poccuitickoit degepaumm B mysen, 6UBANOTEKN, HayUHble
OpraHM3auMM, BKJIOYEHHble B MNepedyeHb, KOTOpbIA yTBepKaaetca [lpaBuTenbcTBOM Poccuiickoi
desepaumn, U HErocyaapCTBEHHbIE OpraHM3aLmm <7>,

<7>Yactb 4 ctatbu 21 PegepanbHoro 3akoHa N 125-93.

OpraHvsauuu BrpaBe 3aK/lO4YUTb [AOFrOBOP BO3ME3LHOIO OKasaHWA YCAyr C OpraHusauuen,
YCTaBHbIMW IOKYMEHTaMM KOTOPOI NpeayCMOTPEHO OCYLLECTBAEHME XPAHEHUA apXUBHbIX AOKYMEHTOB.

6. OpraHu3aumsa XxpaHeHUs, KOMMNIEKTOBAHMSA, Y4ETa U MCMNO/Ib30BaHNA AOKYMEHTOB, COAePKalLMX
CBEAEHMA, COCTaBAAIOWME TOCYLAPCTBEHHYIO TalHY, OCYWEeCTBAAEeTCA B  COOTBETCTBMM C
3aKoHogaTenbcTBOM Poccuiickoit Peaepaumn, a TakKe B COOTBETCTBUM C HacToAWMMHM [paBruaamu.

Il. ®opmuposaHmne f,OKYMeHTaNbHOro GpoHAA rocyAapcTBEHHOrO
opraHa, opraHa MecTHOro camoynpasneHUs, OpraHu3aLumn

7. JOKyMeHTblI, o6pa303aBLumec7-| B npouecce AeATe/IbHOCTU rocyaapCTtBeHHbIX OpPraHoOB, OpraHoB
MeCTHOIro camoynpas/ieHus, opransau,Mﬁ, COCTaB/1AKOT LI,OKyMeHTal'IbeIVI d)OH,CI,.

EavHunuein  KnaccupukaumMm M cUCTeMaTM3auMm  [JOKYMEHTOB (M0 CTPYKTypHOMY,
dYHKUMOHANbHOMY, TeMaTUYECKOMY MpM3HAKaM WM CPOKaM XPaHeHWa, BHe 3aBMCMMOCTM OT BUAA
HocuTena MHbopmaLumnmn) B AOKYMeHTanbHOM GoHAe ABNAETCA A4eNo.

[na yyeta gen, cogeprawnx 4OKYMEHTbI AOKYMeHTabHOro ¢poHAa, COCTaBAAETCA HOMEHKaTypa
aen.

B rocygapcTBeHHbIX OpraHax M oOpraHax MeCTHOro camoynpaeieHua gena Gopmupyotca U
opopMAAITCA B COOTBETCTBMM C [paBmnnamm 4enonpoms3BOACTBa B rOCYAapCTBEHHbIX OpraHax, opraHax
MECTHOrO camoynpaeieHna <8>. B roCygapCTBEHHbIX OpraHuMsauMax gena QGopMUpyoTca MU
0pOpPMAAIOTCA B COOTBETCTBUM C MPMMEPHOMN MHCTPYKLUMEN NO AeNoNPOU3BOACTBY B roCyAapCTBEHHbIX
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opraHmMsaumax <9>. B MyHMUMMNANbHbLIX U HErocyAapCTBEHHbIX OpraHusaumax gena Gpopmupytotca u
0pOPMAAIOTCA B COOTBETCTBUM C JIOKAZIbHbIMM HOPMATUBHbIMU aKTaMM.

<8>MyHKT 6.23 [pasun [enonpomsBoacTBa B rOCYAAPCTBEHHbIX OpraHax, OpraHax MeCTHOro
CamoynpaB/ieHnA, YTBEPKAEHHbIX NpuvKasom Pocapxma oT 22 maa 2019 r. N 71 (3apeructpupoBaH
MuHtocTom Poccunm 27 gekabps 2019 r., pernctpaumnoHHbiii N 57023).

<9>MyHKT 8.20 [lpMMeEpPHOM WHCTPYKUMM MO  AEeNONPOU3BOACTBY B  FOCYAAPCTBEHHbIX
OpraHusaumax, yTeepKaeHHol npukasom Pocapxmea oT 11 anpens 2018 r. N 44 (3apernctpupoBaH
MuHtocTom Poccunm 17 asrycta 2018 r., peructpaumoHHbiid N 51922).

CpOKM XpaHeHUs AOKYMEHTOB YCTAaHaB/IMBAKOTCA Ha OCHOBAHMU deaepasibHbiX 3aKOHOB, UHbIX
HOPMaTUBHbIX MPaBOBbLIX aKToB Poccuiickonn dPepepaumun, a TaKKe MnepedyHeld TUMOBbIX apPXMBHbIX
OOKYMEHTOB C YKa3aHMEM CPOKOB MX XPaHEHUs, nepevyHen AOKyMeHTOB, 0bpasylolmxca B npolecce
aeatenbHocTM defepasnbHblX OPraHOB rOCYAapPCTBEHHOW BAACTU, MHbIX TOCYAAPCTBEHHbIX OPraHoB
Poccuiickoir depepaummn, NoaBeAOMCTBEHHbLIX MM OpPraHM3aUmMii, C yKasaHMEM CPOKOB UX XPaHEHUS
<10>.

<10>YacTtb 3 cTaTbM 6 M 4acTn 1 u 1.1 cTatbm 23 PepepanbHoro 3akoHa N 125-P3.

8. FocyaapcTBEHHbIE OpraHbl, OpraHbl MECTHOTO CaMoynpaBAeHWs, OpraHn3aumum, B NOAYNHEHUN
KOTOPbIX eCTb TePPUTOpPUa/bHbIE OpraHbl M (MAM) NOABEAOMCTBEHHbIE OpPraHW3auMu, UMET NpPaBo
pa3pabatbiBaTb TUMOBYIO U (MK) NPUMEPHYIO HOMEHKNATYPY AEN.

TunoBaa HOMeEHKNaTypa Aen yCTaHaBAMBAET CPOKU XpaHeHMA AOKYMEHTOB W onpeaenseT cocTas
OeN, 3aBOAMMbIX B TEPPUTOPMAsbHbIX OpraHax rocy4apCcTBEHHbIX OPraHOB, a TaKKe B 04HOPOAHbIX MO
XapaKTepy AeATeNbHOCTU 1 CTPYKTYPE OPraHn3aLmax, BbIMOAHAOLWMUX NAEHTUYHbIE GYHKLMU.

TunoBaa HOMEHKNATypa Len onpegenseTr NOpAAoK WMAEHTUPUKALMMU, WMHAEKCAUUM W CPOKMU
XPaHeHUs gen W  ABAAETCS HOPMATMBHbIM  AOKYMEHTOM A/1A COCTaB/AeHMA UHAVBUAYANbHOM
HOMEHKNATYpbI Aen.

TunoBaa HOMeHKNaTypa Aen NoANEeXWT NpeacTaB/NeHMI0 Ha COr/lacoBaHWe LEeHTpasbHOM
3KcnepTHOM Komuccumn (manee - LUIK) <11>, a TaKKe Ha COrnacoBaHWe 3KCMEPTHO-NPOBEPOYHOM
Komuccumn defepasbHOro rocyAapCTBEHHOIO apxmBa <12> MAM 3KCNEpPTHO-MPOBEPOYHOM KOMMCCUM
YNOJIHOMOYEHHOIO OpraHa WMCMNONHUTENbHOM BnacTM cybbekta Poccuiickont depepaumm B chepe
apxmBHOro gena <13>, naM sKcnepTHO-NPOBEPOYHON KOMUCCUU Hay4YHOM OpraHM3aumm, BKAKOYEHHOMN B
nepeyeHsb, yTBepKAaembli MNpasutenbctBom Poccuiickon ®epepaumm <14>,

<11>MyHKT 6.3 MNpPUMEPHOro NOMOXKEHUS O LEHTPasIbHOM 3KCNEepPTHOM Komuccumn deaepanbHoro
opraHa rocyfapcTBeHHOW BNacTu, MHoro ¢eaepanbHOr0 rocyAapCTBEHHOrO OpraHa, YTBEPXKAEHHOro
npukasom Pocapxusa oT 25 ¢espans 2019 r. N 31 (3apeructpmposaH MuHioctom Poccum 24 nioHa 2019
r., perucrpaumoHHbiii N 55005).

<12>TyHKT 8.2 NMpUMepPHOro NosoXKeHUsa 06 3KCNepTHO-NPOBEPOYHON KOoMUCCUK deaepasibHOro
rocy4apCTBEHHOrO apxmBa, YTBEPXAEHHOro npukasom Pocapxusa ot 13 wuwoHa 2018 r. N 62
(3apeructpuposaH MuHioctom Poccum 6 aBrycta 2018 r., peructpaumoHHbii N 51795).

<13>MoanyHKT "A" nyHKTa 8.2 MNMpMmepHOro NonoxKeHns ob aKCNepTHO-NPOBEPOUYHON KOMUCCUU
YNO/IHOMOYEHHOFO OpraHa WMCNOAHUTENbHOW BAacTM cybbekTa Poccuiickoit Pepepaumm B obnactm
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apXMBHOrO Aena, YTBepP*KAEHHOro npukasom Pocapxmsa oT 13 uioHs 2018 r. N 63 (3aperucTpupoBaH
MuHtocTom Poccum 6 asrycta 2018 r., peructpaumoHHbin N 51794) (nanee - NpumepHoe nosioxKeHue 06
3MK cybbekTta Poccuiickon Penepaumn).

<14>NoanyHKT "a" nyHKTa 8.2 MpuMepHOro nonoxeHua 06 3KCNepTHO-NPOBEPOYHON KOMUCCUN
Hay4yHOM OpraHu3auuuM, BKAOYEHHOM B MepedyeHb, yTBep:Kagaembln [lpaButenbctBom Poccuinckol
depepaunn, yTBEpKAEHHOro npukasom Pocapxmea ot 13 uioHAa 2018 r. N 61 (3aperucrpmpoBaH
MuHtocTom Poccum 6 asrycta 2018 r., peructpaumoHHbin N 51793) (panee - NpumepHoe nosioxkeHue 06
3MK HayyHOW opraHM3auunn).

MpuMmepHas HOMEHKAaTypa Aen onpefenser NPUMEpPHbIA COCTaB AN W UCMONb3yeTcs npu
COCTaB/IEHUN HOMEHKNATYPbI AEN TEPPUTOPUA/IbHBIX OPraHOB W NOABEA0MCTBEHHbIX OPraHU3aLM.

MpoeKT NpMMepHON HOMEHKNATYPbLI Aen ANA TeEPPUTOPUAsIbHbIX OPraHOB M NOABEAOMCTBEHHbIX
depepanbHbiM  OpraHam rocyAapCTBEHHOM BAACTM  OPraHM3auMi  MOANIEXKWUT COFNACOBAHUIO C
LleHTpanbHOM 3KCNepTHO-NPOBEPOYHOI Komuccuel npu degepaibHOM apxXMBHOM areHTCTBe (panee -
LU3NK npwu Pocapxuse) <15>.

<15>MNonoxeHne o LleHTpanbHON 3KCMEPTHO-NMPOBEPOYHOM KomuUccum npu PepepasbHOM
apXMBHOM areHTCTBe, YTBep)KAeHHoe npukasom PocapxmBa oOT 8 Hoabps 2019 r. N 173
(3apeructpupoBaH MuHioctom Poccum 28 dpespansa 2020 r., peructpauMoHHbii N 57634).

MpoeKT NpMMepPHO HOMEHKNATYPbI AeN NOABEAOMCTBEHHbIX OpraHaM rocyAapCcTBEHHOW BNACTU
cybbekToB Poccuitickon Pepnepaunn opraHnsaumii NOANENKUT COTNIACOBAHMIO C SKCMEPTHO-NPOBEPOYHOM
KOMWUCCMEN YNONHOMOYEHHOIO OpraHa WCMOIHUTENbHOM BNAcTM cybbekTa Poccuiickoi Pepepaunn B
chepe apxmBHoro gena (ganee - MK cybbekta Poccuiickon deaepaumm) <16>.

<16>NoanyHKT "a" nyHkTa 8.2 [MpumepHoro nosoxeHua o6 IMK cybvekta Poccuiickoi
depepaunn.

9. YacTb AOKyMeHTasnbHOro poHAa, BKAKOYAIOLWLAA apXMBHblE AOKYMEHTbI, COCTaBAAET apXUBHbIN
doHa.

10. HomeHKNaTypa Aen ABAAETCA OCHOBON AN GOPMMUPOBAHMA AEN U COCTaB/EeHUA Onucen aen,
AOKYMEHTOB, OMUCEN 3/1EKTPOHHBIX AOKYMEHTOB MOCTOAHHOrO U BpemeHHbIX (cBbilwe 10 neT) cpokos
XpaHeHusa, B TOM 4MC/e MO JIMYHOMY COCTaBy, a TaKKe ANA yyeTa Aen BpemeHHbix (ao 10 net
BK/IHOYMTE/IbHO) CPOKOB XpaHeHMs.

HomeHKnaTypa fen BKAYAETCA B CUCTEMbI 3/IEKTPOHHOIO AOKYMeHToobopoTa (aanee - C34) u B
CX3/, B KayecTBe crnpaBoOYHMKA <17>, HA OCHOBAHMWN KOTOPOro OCYLLECTBAAETCA CUCTEMATU3ALMA U yYeT
AOOKYMEHTOB, a TaKXXe UX MeTaaaHHbIX.

<17>MyHKTbIl 3.21, 3.22, 3.31 TNoBbIX PYHKUMOHAIbHbIX TPeboBaHUN.

11. HomeHKnatypa gen (pekomeHayembln obpasel, npuseaeH B npuaoxkeHun N 1 Kk Mpasunam)
COCTaB/IAETCA Ha OCHOBAaHMM HOMEHKNATYP AN CTPYKTYPHbIX noapasfenieHnii (pekomeHayembili
obpasel npueeaeH B npuaoxkeHun N 2 K Mpasunam).

HomeHKnaTypa 4en cocTouT M3 pas3genoB. 3aroloBKaMu pasaenoB ABAAKOTCA HAaMMEHOBAHMA
CTPYKTYPHbIX MoApasaeneHuii, Anbo HauMeHOBaHUS QYHKUMA M HanpaBiAeHUI [eATeNbHOCTU
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rocyAapCTBeHHbIX OPraHoB, OPraHOB MECTHOTO CamMoyMpPaBaeHUA, OpraHU3aLni.

B pasgenbl HOMEHKNaTypbl Aen BKAKOYAKOTCA 3arofIoBKM [e/, oTpakawllme AeATeNlbHOCTb
roCyAapCTBEHHbIX OPraHoB, OPraHOB MECTHOIMO CaMOynpaBAeHMA, OpraHu3auuii, CTPYKTYPHbIX
noapasaeneHunii, B Tom ymciae paboTty KonnernanbHbIX OPraHos.

3aro/IoBKM A€, CoAepXKallumMX 3/EKTPOHHbIE AOKYMEHTbI, @ TaKXKe 3aro/IoBKM Aen, CoAepKalmnx
KaK 3/IEeKTPOHHbIE [OKYMEHTbl, TaK W [OKYMEHTbl Ha 6OymaxkHOM HocuTese, BK/OYaloTCA B
HOMEHKNaTypy gen. B rpade "MpumeyaHus" ykasbiBaloTca ocobeHHOCTM GopMMpPOBaHMA Aena U BUA
HocuTeNa MHPopMaL .

3arofioBKM  Aen, cofep)kallMe HauMMeHOBaHMA 6a3  AaHHbIX  MHOOPMALMOHHBLIX CUCTEM,
YTOYHAIOTCA B COOTBETCTBMM C COCTABOM [AOKYMEHTUPOBAHHOM MHPOPMaLMK (AaHHbIX), coaepKalleica
B 6a3ax AaHHbIX.

HomeHknaTypa pgen pa3pabaTbiBaeTcA B KOHLUE KaXAoro roga, MNOAMEXMT COracoBaHUIO C
3KcnepTHOM Komuccmen (ganee - IK) <18> LIK, u yTBep:KaaeTca pyKkoBoaUTENEeM rocyaapCcTBEHHOTO
OpraHa, oOpraHa MeCTHOro CcamoyrnpasBaeHWnA, OoOpraHuM3auum WUAM YNOJIHOMOYEHHbIM UM JIULOM.
HomeHKnaTypa fen BBOAUTCA B AeNCTBUE € 1 sHBApA Cnefytowwero KaleHaapHoro roga.

<18>TyHKT 6.2 MNPUMEpPHOro NONOKEHUA 06 IKCMEPTHON KOMUCCUN OPFraHN3aLMK, YTBEPKAEHHOTO
npukasom Pocapxwmea oT 11 anpensa 2018 r. N 43 (3aperunctpuposaH MuHtoctom Poccum 15 uioHa 2018 r.,
pernctpaunoHHbiit N 51357) (aanee - MpumepHoe nonoxeHue o6 IK).

HomeHKnaTypa Aen rocyAapcTBEHHOrO opraHa, opraHa MecTHOro CamoyrnpaB/ieHUs, opraHM3aumm
- UICTOYHWMKA KOMM/IEKTOBaHWUA roCyAapCTBEHHOMO (MyHMLMNANbLHOMO) apXmuBa OAMH pa3 B 5 et (B caydae
M3MeHeHUa OYHKUMIA M CTPYKTYPbl rOCYyapCTBEHHONO OpraHa, opraHa MeCTHOro CamoynpaB/ieHus,
OpraHM3aumMM HOMEHK/AaTypa AeN MNOANEKWUT MepecoCcTaBNeHUIo, COMNAacoBaHUIO U YTBEPMKAEHUIO
paHblle yKa3aHHOro nepuvoaa) npeacraBaseTca pykoBoauTenem Uam ynosHOMOYEHHbIM UM JIMLLOM Ha
paccMOTpPeHUe 3KCNepPTHO-MPOBEPOYHON KOMUCCUN delepasibHOro rocyaapcTBeHHOro apxmea, uam MK
cybbekta Poccuitckoit  Pepepaumm  <19>, MAM 3KCMEPTHO-NPOBEPOYHON  KOMMCCMM  HAY4YHOM
OpraHusaLmmn, BKAOYEHHOW B NepedeHb, yTBeprKAaembli [MpaButenbctBom Poccuiickon depepaumm
<20> (panee - MK apxmMBHOTO yupexXaeHUs).

<19>MognyHKT "a" nyHkta 8.2 [pumepHoro nonoxeHua o6 IMK cybbekTa Poccuitckol
depepaunn.

<20>MoanyHKT "a" nyHKTa 8.2 NMpumepHoOro nosioxkeHua o6 MK HayyHoOW opraHM3aumm.

OpraHvsaumsa, He  BbICTYNaloWas  MCTOYHMKOM  KOMMJIEKTOBaHWA  rOCyA4apCTBEHHOro
(MYHMUMNANBHOrO) apXMBOB, YTBEPKAAET HOMEHKNATYPY Le/l CAMOCTOATENbHO.

12. 3aKoHYeHHble AeN0NPOM3BOACTBOM (MCMNONHEHHbIE) AOKYMEHTbI GOpMUPYIOTCA B Aena Mo
HOMeHKnaType aen.

[oKymeHTbI (4ena) CTaHOBATCA apXMBHbIMKU C 1 AHBApA roda, cleaylowWero 3a roaom, B KOTOPom
OHM 6bINU 3aKOHYEHbI A4e/10MPON3BOACTBOM.

13. o OKOHYaHUM AenonponssoacrseHHOro roga CoCtaBaaeTca NToroeada 3anMCb HOMEHKNIATYPbI
Aen o0 Koandecrse 3aBefeHHbIX aen (TOMOB ,CI,EI'I) NOCTOAHHOIO U BpPeMEHHOro CpOKOB XpaHEHMA Ha
6YMa)'KHON\ HOCuTene M O Koamn4yectee 3aBeEHHbIX 3/IEKTPOHHbIX Aesl NMOCTOAHHOIoO U BpPeMEeHHOro
CPOKOB XpaHeHUA.
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11l. 9KcnepTn3a LEHHOCTU AOKYMEHTOB

14. MpeameTom 3KCMEpPTU3bl LLIEHHOCTU [OKYMEHTOB (Aanee - 3KcnepTusa LeHHOCTU) ABaseTca
onpeaeneHne COOTBETCTBMA AOKYMEHTa U (MAn) AOKYMEHTOB KpuTepuam ero (Mx) LeHHOCTM B Lensx
onpeaeneHnn CpoKa XpaHeHUs M oTbopa AOKYMEHTa M (MAU) LOKYMEHTOB AN BK/AKOYEHMA B COCTaB
ApxuBHoro ¢oHaa Poccuitckon depepaumm UAM  BblAENEHUA K YHUYTOXKEHUIO MO  UCTEYEHUU
YCTAHOB/IEHHOIO CPOKA XPaHEHMUS.

O6bEKTOM 3KCNEPTU3bI LLEHHOCTU ABAAETCA LOKYMEHT U (M/IM) LOKYMEHTbI.

Ana nposegeHna akcnepTmsbl LeHHOCTN cosaatoTtca IK <21> naum LUIK.

<21>MyHKT 2 MpuMmepHOro nonoxeHuns o6 IK.

3K co3gaeTca B TeppMTOpUabHbIX OpraHax rocy4apCcTBEHHbIX OPraHoB, a TaKXKe B OpraHn3aumax.

LK co3paeTtcA B rocygapCTBEHHbIX OpraHax, opraHax MeCTHOro CamMoynpaB/eHUA, a TaKKe B
OpraHn3aLmaX, UMEIoLMX C/IOKHYIO CTPYKTYPY U (MAK) noaBeA0MCTBEHHbIE OpraHM3aLuuu.

15. 3KCI'IepTVI3a UEHHOCTU NpoBOAUNTCA Ha OCHOBAaHMWU NMPUHLKMNOB UCTOPU3MA, CUCTEMHOCTU U
LEeNOCTHOCTU NyTEM KOMMJIEKCHOIO NMPUMEHEHUA KpUTeEPUEB NPOUCXOKAEHNA, cCOAEPHKAHNA, BHELWHNX
ocobeHHocTel AOKYMEHTOB, a TaKXe nNpurogHoCtn Aana WMCnosib3oBaHuA (BOCI'IpOM3BOLI,MMOCTM (an
9KCNepTn3e LeEHHOCTU 3/TEKTPOHHbBIX N ayANO0BUN3Ya/IbHbIX ,D,OKYMeHTOB).

K KpuTepuMam NpPOUCXOMKAEHWUA OTHOCATCA POAb M MECTO FOCYyAapCTBEHHOro opraHa, opraHa
MeCTHOro camoynpaB/ieHus, opraHm3auumn B Poccuiickoit ®epepalmm, 3HAYMMOCTb BbINOJIHAEMbIX €10
dYHKLMI, BpeMA U MecTo 06pa3oBaHUA AOKYMEHTA.

K KpuTepusm coaepaHus OTHOCATCA 3HAYMMOCTb COObITMA (ABAEHMSA), OTParKEHHOro B
AOKYMEHTE, 3HaYeHMe MMelolenca B AOKYMEeHTe MHPOpMaLuKM, NOBTOPeHWe 3Toi MHdopmauun B
APYrvX AOKYMEHTaX, NOANMHHOCTb 4OKYMEHTA.

K KpuTepusam BHEWHWX OCOBEHHOCTE OTHOCATCA BWUA OOKYMeHTa, ¢opma (UKCMPOBAHUA U
nepeaayun cogepkaHus, lopugnyeckan 4OCTOBEPHOCTb (HaAnUYMe NoANMCEN, AaT, neyaTei) AOKYMEHTa,
ero ¢pusnyeckoe CocToAHME.

KpuTepumn aKkcnepTusbl LEHHOCTU MPUMEHSAIOTCA KO BCEM BUAAM OOKYMEHTOB, 0bpasylowmxca B
npouecce feATesIbHOCTU roCyAapCTBEHHOMO OpraHa, OpraHa MecTHOro CaMoynpaBAeHWs, OpraHu3aumu.

16. 3agayamu aKcNepTU3bl LLeHHOCTU ABAAKOTCA:
a) onpeaesieHNe CPOKOB XPaHEHUA LLOKYMEHTOB Npu pa3paboTke HOMEHKATYpbI AeN;

6) oT6op AOKYMEHTOB ANA BK/AKOYEHMA B cocTaB ApxmsHoro ¢oHaa Poccuiickoint deaepauun, a
TaKXe O1A nepefayn B apxvB (CTPYKTYpHOe MnoapasgeneHue, OCYLLEeCTBAAIOLWEE XPaHEHWE apXMBHbIX
OOKYMEHTOB);

B) BblAB/IEHNE [OOKYMEHTOB C UCTEKWMMU CPOKaMU XPaHEHUA ON1A BKJAKOYEHUNA UX B aAKT O
BblAENEHUN K YHUYTOXKEHUIO JOKYMEHTOB, HE NoANneXKalWnX XPaHEHUIO.

17. 3Kcr|epT|/|3e LUEHHOCTM Nnoanexat BCe OKYMEHTbI roCyaAapCTBEHHOIO OpraHa, opraHa mectHoro
camoynpasseHna, opraHn3almm HesasMcnMmo OoT sBMa0B HocuTenen n cnocobos 3anucu.

YHUUTOKEHME AOKYMEHTOB A0 NpPOBEeAEeHMA B MopagKe, YCTaHOBAEHHOM rnasoi IV [lpasun,
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9KCNEepPTU3bl UEHHOCTU U yTBEepXAeHUA pyKoBoaUTenem rocyaapCreeHHOro opraHa, opraHa mMecTtHOro
camoynpasaeHna, opraHnsaunn nam ynoa1HOMOYeHHbIM UM TMLOM onucen Aen NoCToOAHHOro XxpaHeHuA
W cornacosaHua onucen Aen no AIM4YHOMy COCTaBy, 3anpeLllaeTca.

PelweHne o BKAOYEHMW [OKYMEHTOB B cocTaB ApxmBHoro ¢oHaa Poccuiickon Pepgepaumnm
npuHmnmaetca MK apx1MBHOro yypexaeHus.

locyfapcTBEeHHbIE OpraHbl, OpraHbl MECTHOrO CaMOYMpaB/eHMA, OpraHW3auuu, BbiCTynarowme
MCTOYHMKAMM KOMIMIEKTOBAHWUA FOCYAAPCTBEHHbIX (MYHULMNANbHLIX) apXMBOB, HErocyAapCTBEHHble
OpraHuM3aummM, He BbICTyMNalowWwmne UCTOYHMKAMM KOMMNIEKTOBAHMA TOCYAAPCTBEHHBIX (MYHUUMMNANbHbIX)
apX1BOB, MMeloLMe BO BNAAEHUMN apXMBHbIE SOKYMEHTbI, OTHECEHHbIE K deaepanbHOM cO6CTBEHHOCTH,
cobcTBeHHOCTM cybbeKTa Poccuiickon Pegepaumm A MyHUUUNANbHON COBCTBEHHOCTU, NPeACcTaBNAOT
Ha 3MK ynonHOMOYeHHOTO OpraHa UCNOJIHUTENIbHOM BNacTU cybbekTa Poccuiickon dPeaepaumm B coepe
apPXMBHOTO A,eN1a NPOEKTbl JOKYMEHTOB B COOTBETCTBUM C MyHKTOM 29 Mpasu.

18. LI9K (3K) aBnaeTca coselLaTelbHbIM OpraHOM MpU PyKoBOAUTENE FOCYAapPCTBEHHOro opraHa,
OpraHa MecTHOro CamMOYyMpaB/ieHMA, OpraHM3auuMu, CO3LAETCA MPMKA3oM, OENCTBYET HA OCHOBAHWM
Mo/IoXKeHUA, pas3paboTaHHOrO Ha OCHOBE MPUMEPHOro MONOXEHUA O LEHTPANbHOM 3KCMEepPTHOM
Komuccumn denepanbHOro opraHa rocyfapCTBEHHOM BAacCTW, MHOro ¢enepanbHOro rocyAapcTBeHHOMo
opraHa, nNPUMEPHOro MOJIOKEHNA 06 ISKCMEePTHOM KOMMCCUMM  OpraHusauuu, YTBEPKAEHHbIX
YNO/IHOMOYEHHbIM ¢deaepasibHbiIM OPraHOM MCMOJIHUTE/IbHOM BAacTM B chepe apxmBHOro Aesa U
4en0npon3BoacTea <22>.

<22>MNoanyHKT 9 nyHKTa 6 lNonoxkeHna o PepepanbHOM apXMBHOM areHTCTBE, YTBEPXKAEHHOIO
Ykasom [pesngeHta Poccuiickon degepauum ot 22 uoHa 2016 r. N 293 (panee - MonoXKeHue o
Pocapxuse).

lfocynapcTBEHHbIE OpraHbl, OpraHbl MEeCTHOrO CaMOYMpPaB/eHWA, OpraHM3aumu, BbiCTynatowme
WUCTOYHMKAMM KOMMNEKTOBAHUA TOCYAapCTBEHHbIX (MYHWUMNANbHbIX) apXWMBOB, COrNacoBbIBAOT
nonosxkenne o LK (3K) ¢ IMNK apXMBHOrO yuypeskAeHUs WUAU FroCYyAapCTBEHHbIM (MYHMWUMMOANAbHbIM)
APXMBOM B C/ly4ae Hage/leHUA ero COOTBETCTBYHOLWLMMM MOJHOMOUYNAMMU.

19. OcHoBHbIMM PyHKUMAMMU LIIK (IK) asnatoTca:
a) opraHuM3aums exkerogHoro otbopa Aen AN XPaHEHUA U YHUUTONKEHUS;

6) paccmoTpeHuMe W CcornacoBaHWe MPOEKTOB HOMEHKAATyp Aef, NPOeKTOB onuceln faen,
[OKYMEHTOB MOCTOAHHOIrO U BpeMeHHbIX (cBbllwe 10 NeT) CPOKOB XpaHEHUA, B TOM YUCAE NO NNYHOMY
COCTaBY, MPOEKTOB aKTOB O BblAENEHUN K YHUUTOXKEHUIO AOKYMEHTOB, He NOoANeXalmX XpaHeHuio,
aKTOB O HEUCNPaBUMbIX MOBPENKAEHUAX aPXMBHbIX [AOKYMEHTOB (nMyHKT 106 [paBua), akToB O
HEOOHapPYKEHUN APXMBHbIX AOKYMEHTOB, MyTW PO3bICKA KOTOPbIX McuyepnaHbl (MyHKT 104 Mpasun);
NPOEKTOB MepeyHeirt nNpoeKkToB/obbekToB, npobnem/Tem, Hay4YHO-TEXHWYECKAA [LOKYMeHTauua no
KOTOPbIM NOAJIEXUT Nepefaye Ha NOCTOAHHOE XPaHEeHUE;

B) y4acTue B NOATOTOBKE U PACCMOTPEHMM MPOEKTOB HOPMATUBHbIX U METOAMYECKUX [OKYMEHTOB
no Bonpocam paboTbl C LOKYMEHTaMU;

r) cornacoBaHve MPOEKTOB NepeyHelr LOKYMEHTOB, 06pasylowmuxca B npouecce AeATeNbHOCTU
depepanbHOro opraHa rocyAapCTBEHHOW BNAcTW, MHOMO rOCyAapCTBEHHOro opraHa Poccuiickoit
degepaunn, nNoaBeAOMCTBEHHbIX €My OpraHM3auMii, C yKasaHMeM CPOKOB XPaHEeHWs, MPOEKTOB
NPMMEPHbIX U TUNOBbIX HOMEHKAATYP AeN ANA TePPUTOPMANbHbIX OPraHoB U (MAKM) NoABEAOMCTBEHHbIX
opraHusaumin (Npu nx Hannumm);

[) NOAroToBKa M BHeceHMe Ha paccmoTpeHue MK apxMBHOro ydpexaeHus nNpeanokeHnin ob
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YCTaHOB/1EHUN N USMEHEHUN CPOKOB XPaHEHUNA JOKYMEHTOB,

e) MeToaMuyeckoe pyKoBoACTBO paboTtamu B  obnactv  obecneyeHUa  COXPaHHOCTU
AOKYMEHTa/IbHOro U apXMBHOro GpoHA0B.

IV. Mopagok nposeaeHnAa n opopmneHns pesynbTaToB IKCNepTU3bl
LLeHHOCTU AO0KYMEHTOB

20. OKkcnepTU3a LeHHOCTU NMPOBOAUTCA €XErogHO Ha OCHOBE NMPUHLMUMNOB U KPUTEPUEB, YKa3aHHbIX
B nyHKTe 15 lMpasun.

CpOKM XpaHeHWa AOKYMEHTOB Mpu MNPOBeAEeHWUM MX 3KCMepTM3bl LLeHHOCTM YCTaHaB/IMBAOTCA B
COOTBETCTBUM C deaepanbHbIMU 3aKOHAMM U MHbIMUM HOPMATUBHbLIMKW NMPABOBbIMM aKTamu Poccuiickoi
desepaunn, NepeyHsIMM TUMOBbIX APXMBHBLIX [OOKYMEHTOB C YKa3aHMEM CPOKOB WX XpaHeHwus,
nepeyHAMM [OOKYMEHTOB, 06pasylolWMxca B MNpouecce AeATeNbHOCTM denepanbHblX OpraHoB
rocyfapCTBEHHOW  BfacTM,  MHbIX  TOCYAApPCTBEHHbIX  opraHoB  Poccuiickoit  degepaumn,
NoABEAOMCTBEHHbIX MM OPraHuM3auuii, C yKasaHMemM CPOKOB MX XpaHEHMs, a TaKXKe TUMOBbIMU U
NMPUMEPHbLIMW HOMEHKaTypamu aen.

21. Mpn NoaroToBke K NPOBEAEHUIO SKCMEePTU3bl LLEHHOCTU OCYLLECTBAAETCA U3YyYEeHUE UCTOPUU
apxmBHoro ¢oHAa, cocTaBa, COLEPMKAHWUA, MOAJMHHOCTM [OOKYMEHTOB, @ TaKXKe MOrNOLWEeHHOCTH
MHGOPMALUMM, CoaEPIKALLLENCA B OKYMEHTE.

22. OKcnepTum3a LLeHHOCTM NPOBOAUTCA:
a) Npu cocTaBNEHUN HOMEHKAATYP Aen, B npouecce GopmnpoBaHua aen;

6) npu nNoarotoBKe [AeAN, 3NEKTPOHHbIX [AOKYMEHTOB K nepegaye B apxuB (B CTPyKTypHoe
noApasfesieHne, OCyLLECTBAAOLLEE XPAaHEHME aPXMBHbIX OKYMEHTOB);

B) MNP NMOATOTOBKE K Nepesave Aen, 3/IEKTPOHHbIX JOKYMEHTOB Ha XpaHEHWE B roCyAapCTBEHHbIN
(MyHUUMNANbHBIN) apxuB;

r) NPy BblAENEHUN K YHUUTOMKEHUIO A/, SNEKTPOHHbIX AOKYMEHTOB, HE MOANEXKALLUX XPaHEHNIO.
23. Mo pe3ynbTaTam 3KCNepTU3bl LLEHHOCTM B CTPYKTYPHbIX NOAPa3Ae/eHUAX COCTaBAAOTCA:
a) HOMEHKNaTypbl AN CTPYKTYPHbIX NoApasaeneHui;

6) onucu Aen, AOKYMEHTOB, OMMUCK SNEKTPOHHbIX AOKYMEHTOB CTPYKTYPHbIX MOApa3sae/ieHunit:
MOCTOAAHHOrO, BPEMEHHbIX (cBbille 10 fIeT) CPOKOB XpaHeHMs, No IMYHOMY COCTaBY;

B) NPOEKTbl NnepeyHeit NPoekTos/06beKToB, NPobiem/Tem, HayyHO-TEXHMYECKAA AOKYMeHTauumaA
Mo KOTOPbIM NOANEXMT Nepegaye Ha NOCTOAHHOE XpaHeHue <23>;

<23>MyHKT 110 MpaBun opraHM3auMuM XpaHeHWA, KOMMJIEKTOBAHWUA, yvyeTa WM MCMNO/b30BaHMA
Hay4YHO-TEXHMYECKOW [OKYMEHTaLMM B OpraHax roCyfapCTBEHHOW BAacTM, OpraHax MeCTHOro
CaMOYMpaB/ieHNA, TOCYAAPCTBEHHbIX WU MYHWUMNA/bHbIX OPraHu3aumax, YTBEPXKAEHHbIX MPUKA30OM
PocapxmBa ot 9 gekabpa 2020 r. N 155 (3aperncrtpupoBaH MuHioctom Poccum 12 mapta 2021 r.,
perucTpaumnoHHbiii N 62735), ¢ usmeHeHMeM, BHECEHHbIM NpuKa3om Pocapxusa ot 12 aerycta 2021 r. N
72 (3apeructpupoBaH MuHioctom Poccum 8 ceHTabps 2021 r., pernctpauymoHHbii N 64929) (ganee -
MpaBuna HTA).

l') npeaonoxeHma K akTy O BblAENNEHUN K YHUYTOXKEHUIO JOKYMEHTOB, HE NoANeXKalnx XpaHeHUIO.
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24. Ha oCHOBEe HOMEHK/IATYp AN CTPYKTYPHbIX NOAPa3ae/ieHni, YKasaHHbIX B NognyHKTe "a
nyHkta 23  [paBua, paboTHUKM  CAyxbbl  AenonpoussoactBa  (AMUO, OTBETCTBEHHOe  3a
AeNonpousBoACTBO) roCyAapCTBEHHOrO OpraHa, opraHa MEeCTHOro CamoyrnpaB/ieHus, opraHu3aumu
rOTOBAT NPOEKT HOMEHKAaTypbl Aen. [poeKT HOMEHKNaTypbl Aen MOAMMCHIBAETCA PyKOBOAMTE/NEM
CNyX6bl 4EN0NPON3BOACTBA U BU3UPYETCA PYKOBOANUTENEM apXMBa (MLLOM, OTBETCTBEHHbIM 33 apXuB).

25. Ha ocHoBe onwucel faen, OOKYMEHTOB, OMUCEN 3NEKTPOHHbLIX [AOKYMEHTOB CTPYKTYPHbIX
noapasaesnieHnii U NPOEKTOB nepeyHen NpoeKkTos/obbeKkToB, npobaem/Tem, yKasaHHbIX B MOAMYHKTaX
"6" n "B" nyHkTta 23 MpaBua, paboTHUK apxuBa (AMLO, OTBETCTBEHHOE 33 apXWB) rOTOBUT MPOEKTHI
onucelt aen, AOKYMeHTOB (rogoBbIX pa3aenos), nepedyHein NpoektoB/ob6beKTOB, Npobaem/Tem, HayyHo-
TEXHUYECKas AOKYMEHTAUMSA Mo KOTOPbIM NOANEXUT nepegaye Ha NOCTOSHHOE XpaHeHue. YKasaHHble
NPOEKTbl NOAMUCLIBAIOTCA PYKOBOAUTENEM apXxuBa (pyKOBOAMTENEM CTPYKTYPHOro noapasaeneHus,
OCYLLECTB/IAIOLLErO XpaHEHME apXMBHbIX AOKYMEHTOB).

26. Ha ocHoBe npeanoxeHui, ykasaHHbIx B nognyHkte "r" nyHkTa 23 MpaBuna, paboTHUK cayKObl
AenonpousBoacTea (NMUo, OTBETCTBEHHOE 33 AeN0NpOoM3BOACTBO) COCTAaBASET TPOEKT aKTa o
BbIAE/IEHUN K YHUUTOMKEHUIO [AOKYMEHTOB, He MoA/iexKalinx XpaHeHuio (pekomeHayemblii obpasel,
npusegeH B npuaoxeHun N 3 K [paBunam). YKasaHHbI NPOEKT MoAMMUCbIBAeTCA pyKoBoAUTENEM
CyKObl [eN10NpPOU3BOACTBA U BM3UPYETCA PYKOBOAMTENEM apxvBa (pyKOBOAMUTENEM CTPYKTYPHOrO
nofpaszeseHns, OTBETCTBEHHOIO 33 XPaHEHWE apXMBHbIX LOKYMEHTOB).

[ena v [OOKYMEHTbl BK/OYAKOTCA B aKT O BbIAENEHUMM K YHUUTOMKEHUIO [OOKYMEHTOB, He
noa/siexalmnx XpaHeHuto, ecin NpeayCMOTPEHHbIN AN HUX CPOK XpaHeHMA UcTek K 1 sHBaps roga, B
KOTOPOM COCTAaB/IEH aKT.

27. fena c otmeTtkon "IMK"<24> noanerkat NOSUCTHOMY (O1A 3/MEKTPOHHbIX OOKYMEHTOB -
NOAOKYMEHTHOMY) MPOCMOTPY MO WUCTEYEHMM YCTAHOBAEHHOTO CPOKAa XPaHEeHMs B LENAX BblABEHUA
apPXMBHbIX AOKYMEHTOB, NOANEKALLMX NOCTOSHHOMY XPaHEHWIO. BbiABNEHHbIE B TaKUX A€NaX AOKYMEHTbI
MOCTOAHHOIO CPOKa XPaHEHUA BblAENAOTCA M MPUCOEAMHAIOTCA K  OA4HOPOAHbIM  Aenam
COOTBETCTBYIOLLErO FOA0BOrO pasgena uav GopMmmnpytoTcsa B CamocToATeNbHbIE AeNa.

<24>MyHKT 4.9 UHCTpYKUMKM NO npumeHeHuto [lepeyHA TUMOBbIX YNpPaB/iEHYECKUX aPXMBHbIX
OOKYMeHTOB, 06pasylolmxca B npouecce AeATeNbHOCTU roCyAapCTBEHHbIX OPraHOB, OPraHOB MECTHOTO
CaMoOynpaB/eHNA W OpraHu3auui, C YKa3aHMEM CPOKOB WX XPaHEHWA, YTBEPXKAEHHOW MPUKa3om
PocapxmBa ot 20 aekabpa 2019 r. N 237 (3apeructpuposaH MuHioctom Poccumn 13 despansa 2020 r.,
pernctpaunoHHbiii N 57488).

OcTaBlUMECA OOKYMEHTbI BPEMEHHOrO CPOKAa XPaHEeHWA BK/OYAKOTCA B aKT O BblAENEHUM K
YHUUTOMKEHUIO [AOKYMEHTOB, He MOANeXKalWmX XpaHeHuto. [pu BKAKOYEHMM B aKT [OKYMEHTOB,
BbISIB/IEHHbIX MPW MPOCMOTPE AEN CO CPOKOM XpaHeHus ¢ oTmeTkoi "IMK", otmeTka "IMK" B akTe He
yKa3sblBaeTca.

28. MpoeKTbl AOKYMEHTOB, YKa3aHHbIX B NyHKTax 24 - 26 Mpasua, noanexart npeacTtaBAeHUI0 Ha
cornacoBaHue LI9K (3K).

MpoeKTbl onucen Aen, AOKYMEHTOB MOCTOAHHOTO XPaHEHWA M MO JIMYHOMY COCTaBy M MPOEKTbI
AKTOB O BblAENIEHNUN K YHUUTOMKEHNIO AOKYMEHTOB, HE MOAJIENKaLlMX XPaHEHUIO, PacCMaTPMBaIOTCA Ha
3acegaHum LK (9K) oaHoBpemeHHO.

OTaenbHble ONUCKU COCTABAAIOTCA Ha eAMHULbI XPaHEHMUS 3NEKTPOHHbIX LOKYMEHTOB NOCTOAHHOIO
XpaHeHWsA, BpeMeHHbIX (cBbilwe 10 NeT) CPOKOB XpaHeHMsA, B TOM 4Mcae No NMYHOMY cocTasy. Ha
3/1EKTPOHHbIE AOKYMEHTbI, HE MoANeKaLLMe XPaHEHUIO, COCTABNAETCA OTAE/bHbIN aKT.

29. Ha paccmoTpeHune MK apxXMBHOTO y4YpexxaeHUs PyKOBOAMTE/Nb rOCy4apCTBEHHOro opraHa,


https://login.consultant.ru/link/?req=doc&base=LAW&n=345467&dst=100053

OopraHa MecTHOro CaMoyrnpaB/ieHWs, OPraHM3auUMM - UCTOMHUKA KOMIMIEKTOBAHMA FOCyAapCTBEHHOTO
(MyHMUMNANbHOrO) apxmBa, a TaKKe HEerocyJapCTBEHHOW oOpraHvM3aumMmM, BO BAALEHUW KOTOPOM
HaxoaaTca AOKyMeHTbl deaepanbHonm cobcTBEHHOCTH, cobcTBEHHOCTM cybbekTa Poccuiickoi
depepauuu, MYHULMNANbHOM COBCTBEHHOCTH, npeacTtaBnseT  caegywlolwmne  SOKYMEHTI,
NoAroTOB/IEHHbIE B NPOLLECCE NPOBEAEHMA IKCNEPTM3bI LLEHHOCTHU:

a) NPoeKTbl onucen Aen, AOKYMEHTOB, (rofoBble pa3aebl) B YeTblpex 3K3emnaspax Ha bymarkKHom
HOCUTeNEe M OAHOM 3K3eMNAApe B 3/1EKTPOHHOM BUAE B peAakTupyemom dopmaTe, He nosgHee 4yem
yepes 3 roaa nocse 3aBeplieHUa 4en B AeN0NPOU3BOACTBE;

6) NMPOEKTbl aKTOB O BblAENEHUN K YHUUTOXEHNIO AOKYMEHTOB, HE Nod/1eXKaWwmnxX XpaHeHuto, B ABYyX
IK3emMnsiapax, oagHoBpemMeHHO C onncaAmMmn aen NOCTOAHHOIO CPOKa XPaHEHUA,

B) MPOEKTbl NepeyHelt NpoeKkToB/o6beKToB, Npobaem/Tem, HayYHO-TEXHUYECKan AOKYMeHTaLumaA
Mo KOTOPbIM MOAJIEXMUT Nepeaaye Ha NOCTOAHHOE XpaHeHMe, B Tpex 3K3emnasapax (nocne 3aseplueHun
nepBoro sTana 3KCnepTM3bl LLIEHHOCTU) <25>;

<25>MyHKT 110 Mpasun HTA.

r) UCTOpUYECKyLO CNpaBKy K GOHAY B ABYX 9K3EMMAAPAX.

Ha paccmoTtperune MK apXMBHOIO yypexaeHUa TaKkKe NpeacTaBaAatoTCcA aKTbl O HEMCNPaBUMbIX
NOBPEKAEHUAX aPXUBHbIX OKYMEHTOB, aKTbl O HEOOHAPYKEHUN aPXMBHBIX AOKYMEHTOB, NYTU PO3bICKa
KOTOPbIX MCYepnaHbl, MOAFOTOB/IEHHbIE B MpOLLEcCe NPOoBeAeHUA paboT no obecneyeHnto COXPaHHOCTU
OOKYMeHTOoB, B cooTBeTcTBMM C rnasoi VIII MpaBua, ecnm HeucnpaBuMo MOBPEKAEHHbIMU UK
HeOOHaApPYKEHHbIMU ABAAIOTCA AOKYMEHTbl ApxmBHOro ¢poHaa Poccuiickoin ®epepauymm.

30. PykoBoguTtenb rocygapCTBEHHOro opraHa, opraHa MecTHOro Camoynpas/ieHnA, OpraHn3auum -
WUCTOYHUKa KOMMIEKTOBAHMA rocyAapCTBEHHOro (MyHULUMNAaNAbHOrO) apxmuBea, AN YNOJHOMOYEHHOE UM
MU0 yTBEPKAAET AOKYMEHTbI, yKa3aHHble B NyHKTe 29 Mpasua, nocne mnx yreepxaeHna 3K apxnsHoro
yyperKaeHus.

PykoBoauTenb opraHun3auum, He BbICTynatoLeit MICTOYHUKOM KOMMAEKTOBAHWUA rOCyAapCTBEHHOMO
(MyHUUMNANbHOroO) apxuBa, WM YNOJHOMOYEHHOE MM /INLLO YTBEPXKAAET AOKYMEHTbI, YKa3aHHble B
nyHKTe 29 MpaBun nocne ux cornacosaHma LIIK (3K).

31. [oKyMeHTbl, Aena, nog/exalwue YHUUTOXKEHMIO, MNepesaloTca B OpraHM3auMio,
3aHUMalowyocs nepepaboTKol BTOPCbIPbA, NOCAE YTBEPKAEHUA PYKOBOAMUTENEM TOCYAapCTBEHHOIO
opraHa, opraHa MecTHOro CamMoynpaBfAeHWsA, OpraHM3aLmMm WaM YNOJHOMOYEHHbIM UM AIMLOM aKTa o
BbIAE/IEHUMN K YHUUTOMKEHWNIO JOKYMEHTOB, HE NOA/EXKALLMUX XPaHEHUIO.

JOKyMeHTbI, coAeprKaliMe MepcoHaNbHble JAaHHble, MMelowme nomeTky "Ons ciayxebHoro
nosib30BaHMA", a TakKe cogeprkalime MHGOPMALMIO OrPAHNYEHHOrO AOCTYNa, AONKHbI YHUUTOKATLCA B
rocyiapCTBEHHOM OpraHe, OpraHe MEeCTHOTO CaMOYMPaB/IEHUS, OPraHU3aUUM MyTEM MEXaHWYeCKoro
n3mesibYyeHUn (WpeampoBaHMsa) MAM MHbIM CNOCOBOM, WCKHOYAOWMM BO3MOMHOCTb BOCCTaHOBUTb
CogeprKaHMe [OKYMEeHTOB. bBbymakHble OTXo4bl NepefarTcs B OpraHM3aumio, 3aHMMAlOLWYOCA
nepepaboTKolt BTOPCbIPbA.

[JOKYMEHT, noATBep:KAaoWMN GaKT yTUAM3aAUUWM, NPUKAAAbIBAETCA K aKTy O BblAeneHuu K
YHUUTOMKEHMIO AOKYMEHTOB, HE NoA/IeNKaLMX XPaHEHMIO.

32. U3K (3K) rotoBuT npeanoxeHns o6 ycTaHOBAEHUM (M3MEHEHWU) CPOKOB XpaHeHus
[OKYMEHTOB Y BHECEHUWN COOTBETCTBYHOLLMX U3MEHEHWI B NEPEYHU TUMOBBIX APXMBHbIX SOKYMEHTOB C
YKa3aHMeM CPOKOB WX XpPaHEeHWsA, B NMepeyHn AOKYMEHTOB, 06pasylolmxca B NpoLecce AenaTe/IbHOCTU
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denepanbHbiX OPraHOB roCyAapCTBEHHOW BAACTW, WMHbIX FOCYAAPCTBEHHbIX OpraHoB Poccuiickoit
degepaumn, NoABEAOMCTBEHHbIX MM OpraHM3auUmii, C yKasaHMeM CPOKOB UX XPaHEeHUA B CIyYanX:

a) ecnv npepgnoXKeHve 06 yCTaHOBAEHMU (M3MEHEHWUW) CPOKA XPaHEHUA OTHOCUTCA K CTaTbsiM
nepeyHer TUMOBbLIX APXMBHbIX [AOKYMEHTOB C YKa3aHMEM CPOKOB WX XPaHeHMA, PYyKoBOAUTE/b
rocy4apCTBEHHOro opraHa, opraHa MecTHOro camoynpasnaeHuna, opraHn3aumMm Uan ynoaHOMoOYeHHOe UM
MU0 HanpaBaseT NpeasioXKeHMA Ha paccmoTpeHme MK apxuBHOro yuperkaeHusa. Mpu HeobxoaMmMoCTH
YCTaHOB/IEHUA (M3MEHEeHMA) CPOKOB XpaHeHUA MK apXMBHOTO yuperKaeHMsa HanpaBaaeT npeanoXeHus
Ha paccmoTpeHmne LISMK npu Pocapxvee Ana NPUHATUA peLIeHUs O BHECEHUW U3MEHEHUI B NepeYveHb
TUMNOBbIX aPXUBHbIX AOKYMEHTOB C YKa3aHWeM CPOKOB UX XpaHEHUSA;

6) ecnm npeanoxkeHue o6 yCTaHOBMEHMM (M3MEHEHWMKM) CPOKA XPaHEeHMA OTHOCUTCA K CTaTbAM
nepeyHen [OOKYMEHTOB, o0b6pasylolWmxca B npouecce AeatenbHoOcTM deaepasibHbIX  OpPraHoB
rocygapcTBEHHOM B/1IAaCTM, MHbIX FOCYyAapCTBEHHbIX opraHoB Poccuiickon depepaumn, ¢ yKasaHuMEM
CPOKOB MX XpaHeHus (manee - BeOOMCTBEHHbIM nepedeHb), LK (3K) opraHa mecTHoro
CamMOyMpaB/ieHMA, OpraHM3auuuM HanpaBAnaeT npegioXKeHus Ha paccmoTpeHue LUK  opraHa
rocyapCcTBEHHOM BAAcTU, MHOMO roCyAapcTBEHHOro opraHa Poccuiickoir Pegepaumm B yCTaHOBAEHHOM
chepe geATenbHOCTH.

Mpu  HeobxoAMMOCTM  yCTaHOBAEHUA  (M3MEeHEeHWs) CPOKOB  XpaHeHua LK  opraHa
rocyapCTBEHHOM BAACcTU, MHOMO roCyAapCcTBEHHOro opraHa Poccuiickot depepaunm B yCTaHOBEHHOM
chepe AeaTeNbHOCTU BHOCUT U3MEHEHUS B BEAOMCTBEHHbIN NepedyeHb no cornacosaHuio ¢ LMK npu
Pocapxuse.

33. CHUKeHMne HOPMATUBHO YCTAHOB/IEHHbLIX COOKOB XpaHEHNA OOKYMEHTOB 3anpeLllaeTcA.

V. KomnneKkroBaHue dpXxuBa rocyaapCcreeHHOro opraHa, opraHa
MeCTHOro camoynpasseHuna, opraHnsayum

34. ApxuB TroCcyAapCTBEHHOINO OpraHa, OpraHa MeCTHOTO CaMoyrpaBAeHUsA, OpraHM3aumm
KOMMNNEKTYeTCA AOKyMeHTamu ApxusHoro ¢oHaa Poccuitickoint depepaumm, 4OKYMEHTaMU BPEMEHHbIX
(cBblwe 10 fneT) cpoOKOB XpPaHEHWA, B TOM YMC/IE MO JIMYHOMY COCTaBy, KOTOpble BKJIIOYAIOTCA B €ro
apXMBHbI GOHA, €CIN MHOE He YKa3aHo B NyHKTax 41 - 43 Mpasua.

35. B apxmB rocygapCTBeHHOro OpraHa, opraHa MeCTHOro CcamoynpaBiaeHWA, opraHusaumn
nognexaT nepefavye apxmMBHble AOKYMEHTbl, YKasaHHble B nyHKTe 34 [lpasun, obpasoBaslimeca B
OEATEeNbHOCTU  CTPYKTYPHbIX  MOAPa3f4eNeHuiA  OpraHM3auuu, ee  KOJJIerMasbHblX  OPraHos,
npeacTaBuTenbCcTs, GUANANOB, UHbIX 060cobneHHbIX  noapasgeneHuin, npesawecTBEHHUKOB
060cob/1eHHbIX nogpasgeneHuii (Npyv  Hananuum), NPoQCO3HbIX OPraHU3aUMIi, OCYLLECTBAABLUMNX
OeATeNbHOCTb A0 BCTyn/eHuMa B cuny depepanbHoro 3akoHa ot 19 maa 1995 r. N 82-d3 "06
obLecTBeHHbIX 06beanHEeHUAX", a TaKKe IMKBUAALMOHHbIX KOMUCCUI (NTMKBMAATOPOB).

36. B apxuBbl deaepanbHbiX OPraHOB UCNOHUTEIbHOM BNACTM U OpraHMn3aLLMiA, OCYLLLECTBAAOLLMX
AenosnTapHoe XxpaHeHue AOKYMeHTOB ApxusHoro ¢poHaa Poccuitickoii depepaunn, Haxodawmxca B
denepanbHoit coBCTBEHHOCTU <26>, MOCTYNAlOT TaKXe apXMBHble AOKYMEHTbl, 0bpasoBaBluMecs B
AeATeNbHOCTM NOABEeAOMCTBEHHbIX MM OpraHM3auuii B COOTBETCTBMM C MOJOMKEHUAMM 06 apxuBax
deaepanbHbIX OPraHoOB UCMONHUTE/IbHOW BAACTU M YCTaBAMM OpPraHU3aLui.

<26>MocTtaHoBneHmne N 808.

37.B apXmB A0/1XKHbl NOCTYNaTb apXMUBHblE AOKYMEHTbI, K KOTOPbIM OTHOCATCA:

a) AOKYMEeHTbl, OTHeCeHHble K coctaBy ApxuBHoro ¢oHga Poccuitckoit Pegepaumm 4o mx
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nepeanadyn Ha NOCToOAHHOE XpPaHeHue;

6) OOKYMEHTbl MOCTOAHHONO CPOKA XPaHEeHWs, He BollejliMe B coCTaB ApxXMBHOro ¢oHAa
Poccuiickolt depepaumn, n BpemeHHbIX (cBbilwe 10 feT) CPOKOB XpaHeHUs, B TOM Yncae SOKYMEHTbI MO
JINYHOMY COCTaBYy.

38. ApxuBHble [OOKYMEHTbl CUCTEMATU3IMPYIOTCA MO WUCTOPUYECKM U (MAKM)  nornyecku
CNOMMBLUMMCA KOMMIEKCAM AOKYMEHTOB - apXMBHbIM PpoHAaM <27>:

<27>MyHKT 2.1 Mpasun, yTBepKAeHHbIX npuKkaszom N 24,

a) apxuBHbiMm GOHAAM, COCTOAWMM W3 [OKYMEHTOB, 06pa30BaBLUIMXCA B AeATE/bHOCTU
rocyapcTBEHHOro opraHa, opraHa MecTHOro CaMmoynpas/ieHns, opraHn3aLUuy;

6) 06beANHEHHBIM apXMBHbIM GOHAAM, COCTOALLMM U3 IOKYMEHTOB, 06pa3oBaBLLMXCA B NpoLiecce
AeATeNbHOCTM ABYX WAM 6onee rocydapCTBEHHbIX OPraHOB, OPraHOB MECTHOFO CamoynpaB/ieHus,
OpraHusaLnin, UMeLWUX Mexay coboii UCTopUYEcKU 1 (UAK) NorMyeckn obycnoBaeHHbIE CBA3M;

B) APXMBHbLIM KO//NEKLMAM, COCTOALWMM W3 OTAE/NbHbIX aPXMBHbLIX OOKYMEHTOB Pa3/IMYyHOIO
NPOMUCXOXKAEHUA, O0O6beAMHEHHbIX N0 OAHOMY WAM HECKO/NbKMM NpM3HAKam (TemaTuyecKkomy,
aBTOPCKOMY, BUA0BOMY, 06bEKTHOMY).

39. ApxvBHOMYy QOHAY NPUCBAMBAETCA Ha3BaHWE, COOTBETCTBYIOLWLEE HAUMEHOBAHWIO
rocyapCTBEHHOro OpraHa, opraHa MeCcTHOro Camoynpas/ieHWA, OpraHuM3aumn, u Homep B NopaAfKe,
onpegeneHHOM nyHKTom 124 Mpasun.

40. ApxvBHble AOKYMEHTbI COCTABAAIOT OAMH (e4MHbIN) apXMBHbIN GOHA:

a) 40 M Mocne peopraHM3aLMM rocyapCTBEHHOIO OpraHa, opraHa MeCTHOro CamoyrpaBiaeHus,
OpraHmM3aLmm, a TaKKe M3MEHEHMA CTPYKTYPbI U WITAaTHOro COCTaBa;

6) A0 N nocne UsSMeHeEHNA MeCTOHaxXoXaeHnA rpnan4eckoro anua;

B) B C/Ay4yae CMeHbl ydypeauTensa - eCAn yKasaHHble MeponpuATMA He MOBAEeKAN 3a cobol
n3MeHeHMa npoduaa [eaTeNbHOCTM FOCyAapPCTBEHHOTO OpraHa, opraHa MEeCTHOro CamoynpasaeHMus,
opraHusaumm (monHomMounin, GyHKUNN, 06beKTa AeATEIbHOCTH).

41. Mpu peopraHM3auMmM rocygapCTBEHHOW MWMAWM MYHMLUMMANbHOW oOpraHu3aumm B dopme
npeobpasoBaHuA ¢ UsmeHeHnem Gopmbl COOCTBEHHOCTU €€ MMYLLLECTBA, U3 €€ aPXMBHbIX JOKYMEHTOB U
apPXMBHbIX AOKYMEHTOB BHOBb CO3[aHHOM OpraHu3aumMu AonyckaeTtca ¢opmupoBaHne o6vbeaNHEHHOMO
apxmBHoro ¢oHAaa.

42, 0ObbeaMHeHHOMY apxMBHOMY GOHAY rOCYAAPCTBEHHbIM  (MyHMUMNAAbHbIN)  apxuB
npuceavBaeT HOMEpP M HaMmeHoBaHWe ¢GoHAA NpW nepefadve AOKYMEHTOB yKasaHHoro ¢oHaa Ha
NOCTOSAHHOE XPaHeHMUe.

43, ApPXVMBHOM KOANNEKUMEN MNPU3HAETCA COBOKYMHOCTb OTAENbHbIX AOKYMEHTOB pPa3/IMYHOrO
NPOUCXOXKAEHUA, 06bEAUHEHHDBIX MO OAHOMY UM HECKOJIbKUM MPU3HaKaM (TEMaTUYeCKoMy, BULOBOMY,
06bEKTHOMY, aBTOPCKOMY, XPOHONOTMYECKOMY) <28>,

<28>MyHKT 2.3 Npasunn, yTBepKAeHHbIX NpuKkazom N 24,

ApPXVMBHOM KONNEKUMU TOCYAaPCTBEHHbIA (MYHUUMNANbHbIN) apxuMB MPUCBAaMBAEeT HOMEpP M
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HanmeHoBaHWe doHAa NPU Nepesaye AOKYMEHTOB YKa3aHHOM KONNEKL MM HA MOCTOAHHOE XpaHeHMe.
44. XpOHONOrMYeCKMMM rpaHmLLamMmm apxmBHoro GoHaa ABAsOTCA:

a) onA apxvMBHoro ¢oHAa - AaTbl CO34aHMA W NUKBMAALMW FOCYAAapPCTBEHHOro opraHa, opraHa
MECTHOTO CamoynpaB/ieHNa, OpraHn3aunm;

6) ana obbeguHeHHOro apxmsHoro ¢oHaa - AaTbl CO34aHUA Hanmbosee paHHEro U AUKBUAALUU
Havbonee nosAHero nNo BpPEemMeHW [OeATeNbHOCTU rOCYAapPCTBEHHOrO oOpraHa, oOpraHa MeCTHOro
CaMoynpaBNeHns, OpraHm3auuun, AOKYMEHTbl KOTOPbIX BOLW/M B COCTaB 06beAUMHEHHOro apXMBHOrO

boHAaa;
B) ana apXMBHOVI KOoNneKunn - 0atbl CaMoro paHHero n Camoro no3gHero JOKymeHTa.

45. EAMHMUEN cucTEMATU3aUMM apXMBHbBIX JOKYMEHTOB B Nnpeaesiax apxmBHoro ¢oHaa aBaserca
eauMHNLA XpaHeHuA. EguHMuen XxpaHeHMA ABAAETCA COBOKYMHOCTb apPXMBHbIX AOKYMEHTOB, B TOM Yncae
3NEKTPOHHbIX, N OTAENbHbIN LOKYMEHT (3/IEKTPOHHbIN LOKYMEHT), OTHOCALLMIACA K O4HOMY BOMpPOCY
JeatenbHocTU. Kaxkaon eguHuue XpaHeHWs, Noc/ie BKAKOYEHUA ee B FrOA0BOWM pasfen onucu aen,
OOKYMEHTOB, OMUCK 3/IEKTPOHHbIX AOKYMEHTOB A0/MKEH ObiTb MPUCBOEH AapPXMBHbIN WNdP, KOTOPbLIN
COCTOMT M3: HOMepa apxMBHOro GoHZA, HOMepa ONUCKU AeN, LOKYMEHTOB, HOMepa eguHULbI XpaHeHUA
(nyHkT 60 Mpaswun).

Ha eauHMLAX XpaHEHUs, COAEpPKalMX AOKYMEHTbl Ha BGYMarKHOM HoOCUTeNe, apXWBHbIN WNdpP
HaHOCUTCA Ha 06/10}KKY B JIEBOM HUMKHEM M MPABOM BEPXHEM Yyrnax B ULenax obecneyeHus yyeTa u
ngeHtTnduKaumm. Mpu aTom 0603HaYeHMEe, HAHOCMMOE B MPaBOM BEPXHEM YTy, NepeBopaYnBaeTca Ha
180 rpagycoB No OTHOLEHMWIO K 0603HAYEHMIO B 1€BOM HUMKHEM YTy €AUHULbI XPAaHEHUS.

46. B npegenax apxvBHoro ¢boHAa eAMHULbI XPAaHEHUA CUCTEMATU3UPYIOTCA MO CTPYKTYPHOMY,
XPOHONOrMYEcKoMy, GYHKLMOHANbHOMY, OTPAc/NeBOMy, TemaTUYeCKomy, NpeaMEeTHO-BOMPOCHOMY,
HOMMWHa/IbHOMY, aBTOPCKOMY, KOPPECNOHAEHTCKOMY, reorpadmMyeckomy nNpru3Hakam Uan Ux coYeTaHuio.

VI. OpraHusauma nepegaum gen Ha XxpaHeHUe B apxms
(cTpyKTYpHOE NoapasaeneHue, ocyLLecTBASIOLLEE XPaHEHUE
APXMBHbIX J,OKYMEHTOB)

47. ApxuBHble [OOKYMEHTbl MNog/exaT nepejade Ha XpaHeHWe B apxuB (CTPYKTypHoe
noapaszeneHne, OCyLLEeCTBAAIOWEE XPaHEHWE apXMUBHDBIX AOKYMEHTOB) He paHee, Yem Yepes OAMH rog 1
He nosgHee, Yem 4yepes TPM roga Mnociae 3aBeplleHMA OeNn B Aefonpous3BoAcTBe. JIMYHble Aena
rOCYyAapCTBEHHbIX  TPAXKAAHCKUX  CAYNKAWMX W MYHUUMNANbHbIX  CAYMALWMX, YBONEHHbIX C
rocyAapCTBEHHOW rpaXOaHCKOW CAy:K6bl MAM  MyHMUMMNANbHOM CAyXKObl, MNepeaaloTcd B apxuB
(CTpyKTYpHOE noapasaeneHne, OCyLLECTBAAIOWEE XPaHEHWE apXMUBHbIX AOKYMEHTOB) Mo ucteyeHnn 10
NEeT Co AHA YBONbHEHMSA.

JoKymeHTbl BpeMeHHbIX (40 10 NeT BKAOUYMTENbHO) CPOKOB XPaHEHUSA XPaHATCA B CTPYKTYPHbIX
noapasgeneHuax u no UCTEYEHUU CPOKOB UX XPaAHEHMA, Moc/ae NPOoBeLEeHUA 3KCNepTU3bl LEeHHOCTU
(cornacHo rnasam I, IV MpaBun) noaneskat yHUUTOXKEHUIO B MOpALKe, YCTaHOBNEHHOM MyHKTOm 31
Mpasun.

Mo pelweHUIO PYKOBOAMTENA TOCYAAPCTBEHHOIO OpraHa, OpraHa MeCTHOro CamMoymnpaBieHus,
OpraHM3aumMmM MAM YNOAHOMOYEHHOTO UM NMLA, OOKYMEHTbI BpemeHHbIX (40 10 neT BKAYMTENbHO)
CPOKOB XpaHeHWs nogsexaT nepejaye B apxue (CTPYKTypHOe noApasfeneHune, ocyluecTBasolee
XpaHeHWe apXMBHbIX LOKYMEHTOB) B C/lydae OTCYTCTBMA B CTPYKTYPHbIX NOApasAeneHuax yciaoBuii ann
obecneyeHma MX COXPAHHOCTM B TeYEHME YCTaHOBNEHHbIX COOKOB XpaHeHMs.

48. [lena NOCTOAHHOrO (B TOM UYMCNE CO CPOKOM XpaHeHuAa "Ao nukBMaaumm opraHmsauuu") um
BpeMeHHbIX (cBbiwe 10 NeT) CPOKOB XpaHeHUA, B TOM YUCAE MO IMYHOMY COCTaBY, MOANEKAT NOJHOMY



0bOPMIEHUNIO Y ONUCAHUIO (BKIKOYEHUIO B ONUCH AEN, LOKYMEHTOB).
49. Mpu popmupoBaHMM aen Heobxoanmmo cobntoaatb cneayrowme TpeboBaHmA:
a) AOKYMEHTbI MOCTOAHHOTO M BPEMEHHOIO CPOKa XPaHEHMWA TPyNnupYyIOTCsS B OTAE/bHbIE AEeNa;

6) B A4€/N10 BK/IOYAKOTCA AOKYMEHTbI, KOTOPbIE MO CBOEMY COAEPKaHUIO COOTBETCTBYIOT 3aro/I0BKY
Aena, npeaycMoTpeHHOMY HOMEHKNaTypol gen. 3arosloBOK Aena YTOYHAETCA B COOTBETCTBUM C
$aKTUUYECKMM COCTaBOM U coaepskaHuem AOKYMEHTOB;

B) B AE€210 BK/IKOYAEeTCA OAUNH IK3EMNNAP KaXXA0ro JOKYMEHTA,

r) B gena rpynnupyoTca AOKYMEHTbl OAHOro KaneHAapHOro roAa; WCKAKYEHWE COCTaBAAOT
nepexogsiume gena, nMdHble Aena, Kotopble GOPMUPYIOTCS B TEYEHME BCEro Nepnoga paboTbl AaHHOTo
NNUa B opraHuMsalMu, a Takxe aena, GopmMMUpPOBaHME KOTOPbIX CBA3AaHO C OTpacnesol cneumduKkoil,
npeaycmaTpusaloLLeit BeAeHWe Aena B TeYeHUe onpesie/IeHHOro UAn ANUTENIbHOTO Nepuoaa BpemeHu
(cynebHble aena; AOKYMEHTbl BbIBOPHbIX OPraHOB M UX MOCTOSAHHbIX KOMWCCUMN, AenyTaTCKUX rpynn;
OOKYMEHTbI y4ebHbIX 3aBeAeHNN; AOKYMEHTbI YUPEKAEHUN KYAbTYPbl, XapaKTepu3yoLme CLEHNYECKYIO
OeATeNbHOCTb, B Mpejesiax TeaTpasibHOro ce3oHa; aena ¢GuIbMoB, pyKonucen; uctopum 6onesHen;
HaY4YHO-TEXHNYECKOWN AOKYMEeHTaunn);

[l,) npunoxXeHunAa, TNCTbl O3HAKOMIEHUA, COrNaCoBaHUA N PE3ONTIOLUUN K AOKYMEHTAM ABNAKOTCA UX
HEOTbeEM/IEMOW YaCTbto N BKAKOYALOTCA Aeno eBmecte C JOKYMEHTaMM, K KOTOPbIM OHUN OTHOCATCA,

€) Npu1Kasbl (pacnopsaxkeHua) rpynnNUpyoTca B 4eNa B COOTBETCTBUM C YCTAHOBAEHHbIMMW ONA HUX
CPOKaMM XpaHeHus;

¥) NMMUHble gena GopPMUPYIOTCA OTAENbHO Ha KaXkAoro paboTHWKA, AOKYMEHTbI B IMYHbIX Aenax
pacnonaratoTca B XpOHOA0rMYECKOM NopAAKe No mepe NoCTyneHus;

3) nuuesble cyeta no 3apaboTHOM nnate pPaboTHUMKOB rPYNNUPYIOTCA B OTAENbHble Aena U
pacnonaratoTcsa B HUX Mo andasuty Gammnanii, UMeH 1 oT4ecTs (Npu Haauumnm);

M) He OONyCKaeTCA rpynnuposaTtb B Ae/sla YEPHOBbLIE U I,CJ,Y6I'IeTHbIe IK3emMnnAapbl AOKYMEHTOB, a
TaKXe JOKYMEHTbI, noanexaulme Bo3Bpary.

50. MonHoe odpopmneHure gen Ha BymaxkHOM HocUTeNe NpeaycMmaTpUBaeT:

a) wu3bATMEe GaNNOB-BKAAAbIWEN, CKPENOK, METa//IMYECKUX CKOD, CTUMKEpOoB, (U3NYECKM
060Cc06./1eHHbIX HOCUTEIeIN SNEKTPOHHbIX OKYMEHTOB (rnasa X Mpasun);

6) Hymepauuo NUCTOB Aena;

B) COCTaB/IeHUE NCTa-3aBepuUTeNs aena (pekomeHayemblii obpasew npuseaeH B npunoxkeHum N 4
K MpaBunam);

r) cocTaBNeHWe BHYTPEHHEN ONUCU AOKYMEHTOB Aena (Ha oTae/ibHble KaTeropumn Aen, yKkasaHHble
B NyHKTe 54 Mpasun) (pekomeHgyemblit obpasel, npuseaeH B npuaoxeHun N 5 K Mpasunam);

4) obdopmneHne ob6n0KKM gena (pekomeHayembln obpasel, npueegeH B npuaoxkeHun N 6 K
Mpasunam);

€) NoALMNBKY UK NepensieT LOKYMEHTOB Aena (HebopmaTHble AOKYMEHTbI XPAaHATCA B 3aKPbITbIX
TBEpP/bIX Nankax uam B KOPobKax);

X) UCT Mcnonb3oBaHMA (NpU HeobHXxoAMMOCTH).



51. Jeno Ha byma)KHOM HoOcCUTEe/le He AOJIKHO coaep:Katb 6onee 250 nUCTOB Mpu ToAWMHE
KopeLllKa He bonee 4 cm.

JOKyMeHTbI NoALIMBAlOTCA Ha YeTblpe NPoKosa (Ha Tpy NpoKona - Ans ManopopmaTHbIX Aen) B
TBEPAY0 06/103KKY <29> C y4eTOM BO3MOMKHOCTM YTEHMA BCEX AOKYMEHTOB, A4aT, BU3 U Pe30/iloLMid Ha
HUX.

<29>MyHKkT E.1.3"KaptoH" T[OCT 7.50-2002 "Cuctema cTaHgaptoB no uHbopmaumu,
6ubnnoteyHomy n mnsgatenbckomy aeny. KoHcepBaums gokymeHtoB. Obwme TpeboBaHuA", BBeAEH B
Aencrtene nocraHosneHmem FocctaHgapTa Poccum ot 5 mioHs 2002 r. N 232-cT (M.: UMK UspgatenbcTso
cTaHgapTos, 2002).

®Pusmyeckn 060COONEHHBIE HOCUTENM  3SNEKTPOHHbLIX W ayAMOBU3YaNbHbIX [AOKYMEHTOB,
cofepxKalwmecs B gene Ha BymaxkHOM HocuTene, NOANEXKAT U3BATUIO U ABNAIOTCA CAMOCTOATE/IbHbIMM
eANHULAMN XpaHeHus, GOpPMMUPOBaAHME KOTOPbIX MPOU3BOAMTCA B COOTBETCTBMWU C rnaBamu X u Xl
Mpasun.

B nucte-3aBeputene M BO BHYTPEHHEN ONUCU AOKYMEHTOB Aena (Npu HanuMuum) Ha BymarkHom
HOCUTE/Ie YKa3biBalOTCA apXMBHbIN WKMOP M 3aro/IOBOK 3/IEKTPOHHOrO AOKYMEHTa WM eAuMHULBI
XpaHeHUs, U3bATbIX M3 Aena Ha BymaxkHOM HocuTene.

52. Mpu Hymepaumm NUCTOB B Aenax cobntogatotca cieayrowme TpeboBaHua:

a) Hymepauus npousBoanUTCA apabckumm uubpamu MPOCTbIM FPaPUTHLIM KapaHAawom Wan
HYMEpPaTopPOM C BOAOCTOMKOM LITEMMNENBbHON KPACKOW;

6) HOMepa IMCTOB NPOCTaBAAIOTCA B MPABOM BEPXHEM YTy INCTA AOKYMEHTa;

8) doTorpadun, YepTexkun, Anarpammsl U APYrMe UAIOCTPATUBHbIE AOKYMEHTbI, MpeacTasasiolme
CaMOCTOATE/IbHbIN NUCT B AeNe, HYMepyloTca Ha 06OPOTHOW CTOPOHE B IEBOM BEPXHEM YIAY;

r) IUCT C HaKNEeHHbIMU AOKYMEHTaMM (Bbipe3KamM, BbiNMCKamu, GoTorpaduamm) HymepyeTca Kak
OOMH NIUCT;

A) MUCTbI (BbIPE3KM, BCTaBKM TeKCTa, NepeBoAbl), NOAKNAEEHHbIE OAHUM KPaem K APYyromy JUCTY,
HYMepYTCA OTAENbHO;

€) IMCTbl YepTeXKel HYMepyrTCA B NOpsAAKe, YCTaHOBIEHHOM NyHKTOM 126 Mpaswa HT/;

) KOHBEPTbI C BAOXKEHUAMM, NOALWMTbIE B LEe/10, HYMEPYIOTCA B CNefylowem nopagKe - BHavyane
HYMepYeTca KOHBEPT, a 3aTeM OYepeLHbIM HOMEPOM - KaXKA0e B/IOXKEHME B KOHBEPTE;

3) noAlwuTble B AeN0 AOKYMEHTbl C COBCTBEHHOM Hymepaumel AMCToB (BKAKOYas nedyaTHble
n3daHuA) HymepyloTcA B 0b6LEeM MOpAAKE WAWM COXPaHAOT COBCTBEHHYID Hymepaumio, ecan OHa
COOTBETCTBYET NOPAAKOBOMY PACNOIOKEHUIO NCTOB B AeNE;

1) MMCTbl 6oNbWKX GOPMATOB NOALIMBAIOTCA 33 OAMH Kpai U HYMEPYIOTCA KaK OAMH JINCT;

K) BCe nucTbl Aena (Toma, 4acTu) Ha BymaxkHOM HocuTene (Kpome NMCTa-3aBepuTens gena u
BHYTPEHHEN ONUCU AOKYMEHTOB ZleNa) HYMepyIoTca B Ba10BOM NOPAAKeE.

B cnyuyasx obHapyKeHUs OWMOOK B HyMepauuu JIMCTOB Aea NPOBOAUTCA MepeHymepauma uam
NCMNO/b30BaHMNE IMTEPHbIX HOMEPOB JINCTOB.

53. Jlnct-3ageputenib gena COCTaBAAETCA Ha OTAEe/IbHOM JINCTe, MoAnucbiBaeTca ero
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coCTtaButTenem, noalinmBaeTcAa (BK}TEVIBaeTCﬂ) B geno. Bce nocnepyiouwme u3MeHeHMA B COCTaBe W
COCTOAHUN AeNla OTMeYatoTCA B INCTe-3aBepuTtenie co CCbI/IKOM Ha COOTBETCTBVIOU.I,VII‘;I aKT.

54. [1na y4eTa AOKYMEHTOB OnpefeneHHblX KaTeropuin gen Ha 6ymaskHom Hocutene (AndHble,
cynebHble aena, matepuasnbl YrONOBHbIX AN, Aefla O NPUCYKAEHUN YyYeHbIX CTeneHen U NPUCBOEHNK
YUYEeHbIX 3BaHWIA, Aena, CBA3aHHble C Bblaa4yei aBTOPCKUX CBUAETENbCTB M NaTeHTOB Ha M3obpeTeHus)
COCTaB/IAETCA BHYTPEHHAA OMUCb JOKYMEHTOB Aena.

Ha OCHOBaHMW NOKaNbHbIX HOPMaATUBHbLIX aKTOB BHYTPEHHAA ONMUCb AOKYMEHTOB A€/la MOXeT
COCTaBNATLCA U ONA APYTnX KaTeropMﬁ aen.

JINCTbl BHYTpPEHHEeW OMUCK AOKYMEHTOB [efla HYMepyloTcA OTAEeNbHO OT obuwei Hymepauuu
OOKYMEHTOB gena. MHbopmauma O KO/MYecTBE JIMCTOB BHYTPEHHEM ONWCKM AOKYMEHTOB Aena
BK/1HOYAETCA B INCT-3aBEPUTED.

N3meHeHMA cocTaBa AOKYMEHTOB Aena oTparkatotcA B rpade "MpumedvaHue" BHyTpeHHeH onucu
OOKYMEHTOB Aen1a CO CCbl/IKaMM Ha COOTBETCTBYHOLLME AKTbI.

55. Ha 06/10Ke gena yKasbiBatoTcs:

a) nosHoe WU CcoKpalleHHoe (B cKoBKax) HaumMeHOBaHMEe roCydapCTBEHHOro opraHa, opraHa
MECTHOro CamoynpaBsieHus, opraH1saumm (Npy HannuMm) U ee HenocpeacTBeHHas NoAYMHEHHOCTb (Npu
Hannuum);

6) HaMMeHOBaHMe CTPYKTYPHOro noApasaeneHus (Npyu Haanumm);

B) MHAEKC Aena No HoOMeHKIaType;

r) Homep Toma (4actu);

[) 3aronoBokK gena (Toma, yactu);

e) KpaitHue gatbl aena (Toma, yactu);

) KOJINYEeCTBO INCTOB B Aesie (ToMe, YacTn);

3) CPOK XpaHeHUs gena;

W) apX1BHbIN WNdpP Aena;

K) nomeTKa "[na cny>kebHoro nonb3oBaHMA" aun rpud orpaHMyeHns gocTtyna (npy Haanumm).

56. Ha o0610)Kax gOen MNOCTOAHHOrO CpOKa XpaHeHWa npeaycMaTpuBaeTca MecTo Aad
HaMMEHOBaAHUA rOCYAAPCTBEHHOTO (MyHMLMMNANbHOrO) apxvBa, B KOTOPbIA nepejatoTcs  Aena
rocyAapCTBEHHOTO OpraHa, oOpraHa MeCTHOTO CaMOYNpaB/ieHWsA, OpraHM3auuMnm -  WUCTOYHMKA
KOMM/IEKTOBaHWA.

Mpu opopmneHnn obNOXKKM Aena HaMMeHOBaHME roCyAapCTBEHHOrO OpraHa, opraHa MecTHOro
CaMOynpaBieHWs, OpPraHU3auMKM YKasbiBaeTCA MOJIHOCTbIO, B WMeHUTe/IbHOM nagexke. [osHoe
HaMMeHOBaHWe BbllWECTOAWEro TrOCYAAPCTBEHHOIO OpraHa, OpraHa MeCTHOrO CamoynpaB/ieHus,
OpraHM3auMM YyKasblBaeTcA Haf HauMmeHoBaHvem ¢oHA006pas3oBaTeNd B MMEHUTE/NbHOM NageKe.
CoKpalleHHOe HaMMEeHOBaHWEe TroCYyAapCTBEHHOIO OpraHa, oOpraHa MEeCTHOro CamoynpaB/ieHus,
opraHusaumm (NP Hann4YMK) yKasbiBaeTca B CKOBKax Noc/ie NoHOrO HaMMeHOBaHMUS.

Mpn n3ameHeHUn HanmMeHOBAHUA FOCYAAaPCTBEHHOrO OpraHa, opraHa MeCcTHOro camoynpasieHusn,
OopraHunsauunun (CprKTypHOI'O I'IO,CI,pa3,CI,eJ'IGHMF|) B Te4YeHne nepmnoaa, oXxsatbiBaeMoro 4OKymeHTamMu aena,
Ha 0610XKKe Aena yKa3bliBaeTcAa nocneaHee HanmeHoBaHuMe.



57. 3aronoBoK pAena [OOMKEeH COOTBETCTBOBaTb (AaKTUYECKOMY COCTaBy W COAep’KaHWuio
JOKYMEHTOB Aena.

Ecnun feno coctomT N3 HEeCKO/IbKUX TOMOB (YacTeit), Ha 06103KKY KaxKaoro Toma (4actu) BbIHOCUTCS
06LKIA 3ar0N0BOK Ae/a, a TaK¥Ke 3aro/I0BOK M HOMEP KaKa0ro Toma (4actum).

B 3aronoBKax Aen, coAeprkaliux KOMMM AOKYMEHTOB, AEeNaeTca yKasaHWe Ha Haauume Konui.
MNMoANMHHOCTb AOKYMEHTOB A€1a B 3aro/IoBKe HE OroBapuBaeTCs.

58. Ha 06103KKe Aena yKasbiBaloTCa KpaliHue AaTbl JOKYMEHTOB, NOMeLLeHHbIX B Aeno.

Ecnn B feno BKAKOYEHbI AOKYMEHTbI, flaTa KOTOPbIX He CoBMaAaeT Cc AaToi Aena, To NoA AaToi C
HOBOW CTPOYKM Aenaetca 06 aTom 3anuck: "B gene nmeroTca AOKYMEHTbI 3a ... rog(bl)".

[ata gena He yKasblBaeTca Ha 06/10XKax A€/, COAepKalunx rofoBble MNaHbl, OTYETbI U Apyrue
JOKYMEHTbI, AaTbl KOTOPbIX OTPaXaloTCA B 3aro/10BKax Ae.

Jdatamu gen, cogeprawmx pacnopaguTesibHyto, TBOPYECKYIO U UHYIO AOKYMEHTaumto (4oKnagbl,
nMcbma, CTEHOTPaMMbl), ABAAIOTCA AaTbl (UMCNO, MecAL, roA) perucTpauumn (CocTaBaeHUs, NOCTyNAeHus)
CaMoOro paHHero W Ccamoro no34HEero JOOKYMEHTOB, BK/IOUYEHHbIX B Aefo (KpaliHue Aaatbl gen,
OOKYMEHTOB).

ﬂ,aTOf/‘I Aena, cogeprawero npoToKOo/bl 3aCEAaHMﬁ, ABNAKOTCA AOaTbl NepBoro n nocnegHero
NPOTOKO/1a, BKNKOYEHHbIX B A€N0.

[aToit inyHoro aena ABNAOTCA AATbl NOAMMCAHUA MPUKA30B O MPUEMe U YBONbHEHMM AnLE, Ha
KOTOpOe OHO 3aBeAgeHo.

Mpu 0603HaueHNM AaTbl AOKYMEHTa CHavyana yKa3blBaeTcsa YMCIOo, 3aTeM MecAL, M rod. Yncno v rog,
0603HayatoTca apabckumu undpamm, HazBaHUe mecala - MPOMNUCHI.

Echn pata AOKYyMeHTa WM OTAe/IbHble ee 3/71eMeHTbl OnpeaenaArTcA I'IpVI6I'IM3MTEI'IbHO, Ha
OCHOBAHWUW aHaNN3a codepPXKaHUA OOKYMEHTA, TO AaTa UIN OTAE/IbHbIE €€ 3/1EMEHTbI, HE ABNAIOWMNECA
abconoTHO AOCTOBEPHbIMU, 3aKNHOYAOTCA B KBaApaTHbIE CKOBKMU.

59. KonnyecTso NUCTOB Ha 06/10KKe AeNna yKa3blBaeTcA Ha OCHOBaHUU NNCTa-3aBepuUTenA.

60. CpoK XpaHeHWsi Ha 0O/1I0KKe [ena YKa3blBAeTcA B COOTBETCTBMM CO CPOKOM XPaHeHus,
YCTQHOB/IEHHbIM  HOPMATUBHbIMM  MPaBOBbIMW  akKTamu  Poccuiickon degepauum, nNepeyHaAMM
OOKYMEHTOB, YCTAHOBJIEHHbIMM YacTbio 3 cTaTbk 6 M yactamun 1 n 1.1 ctatom 23 degepanbHOro 3akoHa N
125-03.

Ha pena, BHeceHHble B ONWUCb A€/, AOKYMEHTOB (rof4oBOW pasgen onucu Aesi, AOKYMEHTOB)
rocyAapCTBEHHOrO OpraHa, oOpraHa MeCTHOrO CamoynpaB/ieHWA, OpraHMs3auMm - UCTOYHMKA
KOMM/IEKTOBaHMA rocyAapCTBEHHOMO (MyHUUMNANbHOIO) apXnBa apxXmBHbIM WKdp NpoCcTaBadAeTca nocne
YTBEPKAEHUA ONUCK AeNl, AOKYMEHTOB (rogoBoro pasgena onucu gen, gokymeHtos) JIMK apxueHoro
YUPEKAEHUA N YTBEPKAEHUA PYKOBOANUTENEM AN YNOJHOMOYEHHbBIM UM JIULLOM.

Ha pena opraHusaumu, He ABAAIOWENCA MCTOYHMKOM KOMMJAEKTOBAHUA roCy4apCTBEHHOro
(MyHMLMNANbHOTO) apxvMBa, APXMBHLIA WKWGP MNPOCTABAAETCA MNOCAe YTBEPXKAEHUA Onucu aen,
JOKYMEHTOB (roZloBOro pasgena oOnucu fesl, AOKYMEHTOB) PYKOBOAMTENEM OpraHvMsauuu Waun
YMO/IHOMOYEHHbIM UM JINLLOM.

61. B ciyyae ecniM HaHeceHMe PEKBU3UTOB HA 0OJI0KKY HEBO3MOMKHO, B A€/10 NoAMBaeTCA
(npukneunsaeTca) TUTYAbHBLIN AUCT (40 NepBoro Aucta gena). TUTYNbHbIA JINCT He HyMepyeTcs U He
yunTbIBaeTcA npu obuiein Hymepauumn anMctos gena. ObopmaeHme TUTYAbHOMO IMCTa OCYLLECTBAAETCA B
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COOTBETCTBUM C NyHKTOM 55 lMpasun.

62. ApxMBHble AOKYMEHTbI MepenaloTca Ha XpaHeHWe B apxuB (CTPYKTyYpHOe noapasgeseHue,
OCYLLECTBAAOWEE XPaHEHWE aPXMBHbIX [OKYMEHTOB) MO OMUCAM Aef, LOKYMEHTOB, OMUCAM
3NEeKTPOHHbIX AOKYMEHTOB, COCTaB/IEHHbIM B CTPYKTYPHbIX NoApasaeneHunnx (pekomeHagyemble 06pasubl
npusegeHsl B npunoxeHmax N 7 u N 8 k Mpasunam).

Onucn aen, AOKYMEHTOB CTPYKTYPHbIX NOAPasAesieHUit COCTaBAAOTCA B ABYX 3K3emnaapax u
npeacTaBAsatoTca PaboTHUKY apxMBa (1ML, OTBETCTBEHHOMY 3@ apXMB) He NO3A4HEee Yem Yyepes OAMH rof
nocie 3aBeplleHus gen B AenonpousBoactse. ONUCKU 3/NEKTPOHHBIX [AOKYMEHTOB $opMUpyLOTCS
PaboTHMKOM CTPYKTYPHOIO NoApa3AeNeHuns B Te Ke CPOKU U NPeacTaBAsioTca paboTHUKY apxuBa (nuuy,
OTBETCTBEHHOMY 3a apX1B) B 3/IEKTPOHHOW Ppopme.

63. OnuncK cocTaBnaoTCA OTAENbHO:

a) Ha Aena NocToHHOIO CPOKA XPaHeHus;

6) Ha aena BpemeHHbIX (cBbile 10 NeT) CPOKOB XpaHeHUs;
B) Ha Aena no JIMYHOMY COCTaBy;

r) Ha Aena, coCToALWME M3 LOKYMEHTOB, XapaKTepPHbIX O1A OpraHuW3auuMii onpeaeneHHol coepbl
AeaTenbHoCTU (cyaebHble, cneacTBeHHble Aena, HayYHO-TEXHMYECKan AOKYMEHTaLMUA U gpyrue);

[l,) Ha 3/IEKTPOHHbIE N ayaANO0BUN3Ya/IbHbIE JOKYMEHTbI.

64. MNpwu coctaBneHnn onucu aen, AOKYMEHTOB, ONUCU I/IEKTPOHHbIX AOKYMEHTOB CTPYKTYPHOro
noapasaeneHus cobaogatotcsa cneayroume TpeboBaHmn:

a) 3aro/I0BKM AeN BHOCATCA B OMUCb MOJIHOCTbIO;

6) Kaxgoe AOeno, TOM, 3!'IEKTp0HHbIﬁ AOKYMEHT BHOCUTCA B ONMCb NOoA4 CaMOCTOATE/IbHbIM
nopAAKOBbIM HOMEPOM;

B) rpadbl ONMCKU 3aN0JHAIOTCA B COOTBETCTBMM CO CBEAEHUAMM, KOTOPbIE BbiHECEHbI HA 06/10MKKY
Aena (oA 3NEKTPOHHbIX AOKYMEHTOB - B COOTBETCTBUM C PErUCTPALMOHHO-YYETHBLIMU CBEAEHUAMU
(meTagaHHbIMK), cPOPMUPOBAHHBIMU B MUHGOPMALMOHHOMN cUCTEME);

r) rpada onucu "MpumeyaHma" wmcnonbyetca gaa OTMETOK O Npueme Jesl, 0CobeHHOCTAX
dU3NYeCKoro cocTosiHUA, O nepegaye Aen APYTMM CTPYKTYPHbIM NoApasaesieHUsiM CO CCbIIKOM Ha
COOTBETCTBYIOLMI aKT, U O HA/IMUUM KOMUIA.

B KoHLe onucK aen, AOKYMEHTOB, ONMUCK 3/EKTPOHHDBIX AOKYMEHTOB 3a NocaeaHel onucaTelbHoM
CTaTbel 3aMnoJIHAETCA UTOroBas 3amnmucb, B KOTOPOM yKasbiBaloTcA (UMdpamu M NPONUCHIO) KOANYECTBO
Aen, nepBbli U NocaeaHUIA HOMepa 4en NO ONUCKU AeN, AOKYMEHTOB, ONUCK 3NEKTPOHHbBIX LOKYMEHTOB,
a TaK)Ke OroBapuBaloTCA 0COBEHHOCTU HYMepauMu Aen B onucK (Hannume AUTEPHbIX U MPOMYLLEHHbIX
HOMepOoB).

65. B cnyyae ob6HapyrKeHWUA OTCYTCTBUA e/, 3aBefeHHbIX B COOTBETCTBMU C HOMEHK/IATYpol aen,
CTPYKTYPHbIM NoApasaeseHnem NPUHMMAOTCA Mepbl MO UX PO3bICKY.

Ecnv nNpuHATbIE Mepbl HE Jann Pe3ynbTaToB, TO Ha HEOOHAPYXKEHHbIE AeNa COCTaBAAETCA aKT 06
yTpaTe [AOKYMEHTOB B MPOU3BOAbHOM  ¢dopme, MOAMMUCHIBAETCA  PYKOBOAUTENEM  CAYKObl
AeNonpousBoAcTea (1MLOM, OTBETCTBEHHbIM 33 AEN0MNPOU3BOACTBO) U PYKOBOAUTENEM CTPYKTYPHOrO
noapasgeneHun. AKT 06 yTpaTe AOKYMEHTOB YTBEPKAAETCA PYKOBOAUTENEM FOCYAaPCTBEHHOMO OpraHa,
opraHa MeCTHOro CamoynpaBAeHWsA, OpraHM3auum WAM YNOAHOMOYEHHBIM MM AMLOM M NepepaeTca
BMeCTe C OMWCblo [Ae/, AOKYMEHTOB CTPYKTYpHOro mnoAapasgeneHua paboTHMKY apxusa (auuy,



OTBETCTBEHHOMY 3a apxuBs).

66. OnucK aen, AOKYMEHTOB, ONMUCU SNEKTPOHHbIX OKYMEHTOB (rogoBble pasfaenbl onucen aen,
ONUCEN 3NEKTPOHHBIX AOKYMEHTOB) COCTaBAAOTCA PabOTHMKOM apxvBa (AMLOM, OTBETCTBEHHbIM 3a
apxvMB) Ha OCHOBaHMWM OMUCeN Aen, LOKYMEHTOB, OMNMUCEN 3/IEKTPOHHbIX LOKYMEHTOB CTPYKTYPHbIX
noapasaeneHun (pekomeHayemble obpasubl npuseaeHbl B npuaoxeHuax N 9 - N 12 k MNpasunam), B
nopajgke, yctaHoOB/MIeHHOM NyHKTamu 25, 28 Mpasun.

67. MepBomy rogoBoMy pasgeny OnUCU Aes, AOKYMEHTOB, OMUCU 3NEKTPOHHbIX AOKYMEHTOB
npuceanBaeTcs HOMep OnucuM no Aucty ¢oHAa, BCe Nocaeaylolime roaoBble pasaesnbl YMCNsTca 3a
OaHHbIM HOMEPOM A0 3aBepLUeHNs ONuUcHu.

He ponyckaetcAa npucBoeHWe ONUCAM Aen, AOKYMEHTOB, OMUCSAM 3/IEKTPOHHbIX AOKYMEHTOB
OAWNHAKOBbIX YYETHbIX HOMEPOB B Npeaenax ogHoro GpoHaa.

68. Ecan onucb gen, AOKYMEHTOB COCTOUT M3 HECKOJIbKMX ro40BbIX pa3aenos, TOMOB, UTOrOBas
3aMnCb COCTAB/AETCA K KaXgomy rogoBomy pasaeny, Tomy. K Kaxaomy nocnegyrowemy rogoBomy
pasgeny, TOMy B HapacTaloLem NopaaKe COCTaBAAETCA CBOAHAA UTOrOBasA 3aMnuch.

lfoooBble pasfenbl, €CAM OHU He ABAAIOTCA 3aKOHYEHHOM OMNUCbio, He MOALMBAOTCA U He
nepenseTawoTcs.

69. 3aKOHYEHHan onucb Aen, AOKYMEHTOB Ha BymaxKHOM HOCUTene AO0/KHa BKA4YaTb He bonee
9999 eaMHUL, XpPaHEHUA.

3aKOHYeHHasA onucb Aen, AOKYMEHTOB BMECTe C TUTY/IbHbIM JIMCTOM M CNPaBOYHbIM annapaTtom K
Hel 3aK/lYaeTca B TBepAyto 06103KKy, HYMepyeTcA U NOALMBAETCA UM NepensieTaercs.

Kaxgana 3aKkoHYeHHas OMNUCb AeJl, JOKYMEHTOB, OMUCb 3/1IEKTPOHHbIX JOKYMEHTOB, KasKablii TOM
onuncuy aen, AOKYMEHTOB A0/XHbl UMETb /IMCT-3aBepUTEb.

70. B cnpaBOYHbIN annapaT K ONUCK AeN, LOKYMEHTOB, ONUCU SNEKTPOHHbIX A4OKYMEHTOB BXOAAT:
TUTYNIbHBINA NIUCT; NepeyeHb NEePEeMMeHOBAHWUI, U3MEHEHWUs MOABEAOMCTBEHHOCTM rOCYAAPCTBEHHOTO
opraHa, opraHa MecTHOro CamoyrnpasfeHns, opraHnsauumn (ecam nHdopmaLmsa 0 NEPEMMEHOBAHUM He
COOEPKUTCA B TUTYIBHOM JIUCTE ONUCK), copeprKaHue (ornasneHue); npenucioBuE; CRAUCOK
COKpaLlLLeHWI; yKa3aTenu K onucu (npeameTHbIA, UMEHHOM, reorpadpuyeckont).

71. Ha TUTYIbHOM  1UCTE ONMUCKU  OeN, [OOKYMEHTOB, OMUCKU 3SNEKTPOHHbLIX AOKYMEHTOB
YKa3blBalOTCA:

a) NoNHOe HaMMeHOBaHMeE rocy4apCTBEHHOIO (MyHULMNANbHOIO) apxmMBa (€CAU rocysapCTBEHHbIN
OpraH, opraH MecTHOro CamoynpaB/ieHUsA, OpraHn3aLmsa ABAAETCA ero UCTOYHUKOM KOMMJIEKTOBAHUSA);

6) nonHoe HaMMeHOBaHWE rOCYAapCTBEHHOrO OpraHa, OpraHa MEeCTHOro CamoyrnpasB/ieHus,
OpraHun3aLmm, COKpalLleHHOe HanmeHOBaHWe (Mpy HanuMK), NoABEAOMCTBEHHOCTb (NPY HaAUUNK);

B) HOMep apXMBHOro poHAa;
r) Homep 1 Ha3BaHWe onuncu;
A1) KpaliHue AaTbl BHECEHHbIX B ONMUCb eANHULL XPaHEHUS.

HanvmeHoBaHue rocyaapCTtBeHHOro oOpraHa, opraHa MeCTHOro camoynpasieHunAa, OopraHuU3auunm
YKa3biBaeTCcA Mo nocaeaHemy roay BKAHOYEHUA OOKYMEHTOB B OMUCb Aen, AOKYMEHTOB, ONUCb
INNIEKTPOHHbIX AOKYMEHTOB.

72. B npegncnosnn K onnucn aen, AOKYMEHTOB, OMUCU 3/IEKTPOHHbLIX OOKYMEHTOB YKa3blBakOTCA



cBegeHnA B XPOHONIOMM4YeCKnX pamkax Kpaﬁme AaT eANHUNL, XpaHeHWUA, BKNKOYEeHHbIX B ONMUCH:

a) 06 uW3MeHeHMAX B HaMMeHOBaHWM T[OCYAapPCTBEHHOro oOpraHa, oOpraHa MeCTHOro
camoynpasneHns, opraHusaunu;

6) 0 CTPYKType rocygapCTBEHHOro opraHa, opraHa MecTHOro caMoynpaBaeHusa opraHu3aumm;

B) 06 ocobeHHocTax odopmaeHua U GOPMMPOBAHUA [es, ONUCAHWA W cUcTeMaTUsauum
3aro/I0BKOB Ze;

r) o copepskaHUU 1 NoNHOTe Aen;
A) 0 Hannuum ctpaxosoro GpoHAaa;

e) o HanMumm M ocobeHHOCTAX MHPOPMALMOHHBIX CUCTEM, 6a3 AaHHbIX, MCMNONAb3YeMbIX ANA
paboTbl C 3NEKTPOHHbIMU AOKYMEHTaMW, PErmcTPaLMOHHO-YYETHbIMU GOPMaMU AeN N [AOKYMEHTOB U
obpasamu (CKaHamM) 4en u 4OKYMEHTOB.

73. Mepegaya Aen Ha XpaHeHWe B apxuB (CTPYKTypHOe noapasaesneHune, ocyliecTBasolee
XpaHeHWe apXMBHbIX JOKYMEHTOB) OCYLLECTBAAETCA MO rpaduKy, COrNacoBaHHOMY C PyKOBOAMTENAMM
CTPYKTYPHbIX NOAPasAeNeHUN, U YTBEPKAEHHOMY PYKOBOAMTENEM rOCYAapCTBEHHOro OpraHa, opraHa
MECTHOr0 CamMmoynpaB/IeHNA, OPraHN3aLMM UAK YNOAHOMOYEHHbBIM UM NLOM.

Mpuem-nepesaya Aen NpousBoaMTCA PabOTHMKOM apxMBa (MLLOM, OTBETCTBEHHbBIM 33 apXuB) B
NPUCYTCTBMM PaAabOTHMKA CTPYKTYPHOrO noApasaeneHus. B oTmeTKe o npuveme Aen B KOHLE KaXK4oro
SK3eMnasApa OnuUcU Aen, AOKYMEHTOB YKa3blBalOTCA KOAMYECTBO GaKTUYECKU MPUHATLIX e, HoMepa
OTCYTCTBYHOLWMX AeN, AaTa npuema-nepesauv fes, a Tak¥Ke noAnucM U pacwndposKkM noanuceit
YKa3aHHbIX pabOTHUKOB.

74. Tpu npueme-nepegaye pfen, COAEP)KAWMX [OKYMEHTbl Ha Oyma)KHOM HocuTtene,
npoBepAoTCA:

a) COOTBETCTBME 3arozioBKa Aesia no onnucn pgen, OOKYMEHTOB CTPYKTYPHOro noapasgeneHua
coaepKaHUO OOKYMEHTOB B ENeE;

6) NpaBUAbHOCTL OGOPMNEHMUA U TPYNMMPOBKM AOKYMEHTOB, BKAKOUYEHHbIX B AEN0;

B) KauecTBO NOALWMBKM UK NepenseTa AeNa;

r) NpaBUAbHOCTb HYMepaL N ANCTOB AeNa;

A1) NPaBUNbHOCTb COCTaBAEHMA BHYTPEHHEN ONNCK AOKYMEHTOB Aena (Npu Hannumm);
€) NpaBnAbHOCTb 0DOPMAEHUA 0BN0XKKK Aena;

) HaNMuMe U NPaBUAbHOCTb 3aMOIHEHUA INCTA-3aBepUTeNa Aena.

B cnyyae obHapyxkeHuAa HapyweHua GopMUpoBaHMA U ODOPMNIEHUA AeN OHW AO/XKHbI ObiTb
yCTpaHeHbl paboTHUKOM CTPYKTYPHOrO Noapa3aenieHums.

75. Mpuem [OKYMEHTOB M3 MOABEAOMCTBEHHbIX OpPraHM3aumii OCYLLEeCTBASETCA Ha OCHOBaHWMU
pacnopaanTeNibHbIX 4OKYMEHTOB NPUHMUMAIOLLEN W Nepeaatoleit CTOPOH, Mo ONUCAM Ae, AOKYMEHTOB
B NopAgKe, aHaIorTMYHOM NOPAAKY Nepeaayn Aen Ha XpaHeHue B apxuB (CTPYKTyYpHoe nogpasgeneHue,
OCYLLECTBAAIOLLEE XPAHEHNE apPXMBHBIX LOKYMEHTOB) M3 CTPYKTYPHbIX NOApa3aeneHui.

VIl. OpraHusaumna XxpaHeHUs apXUBHbIX LOKYMEHTOB



76. XpaHeHWe apxMBHbIX AOKYMEHTOB B rOCYAapCTBEHHOM OpraHe, oOpraHe MeCTHOro
camoynpasneHus, oOpraHusaumMmM obecrneuymBaeTcs  peanus3auMen  KoOMMAeKca  MeponpuAaTUi,
HanpaB/ieHHbIX Ha NoAAepaHMe apXMBHbIX AOKYMEHTOB B OMNTUMafbHOM (GU3MYECKOM COCTOSAHWUM,
MUHUMM3ALMIO PUCKOB MX MOPUM U (MAK) yTPaTbl, B COCTaB KOTOPOro BXOAAT:

a) npeaoctaBAeHUE M30/IMPOBAHHbLIX MOMELLEHUA ANA Pa3MELLEHNS apXMBHbIX AOKYMEHTOB U
nposeaeHns paboT, cBA3aHHbIX C aPXMBHbIM XPaHEHMEM, OCHALLLEHHbIX CPeACTBaMM MOXKAPOTYLIEHUS,
OXPaHHOM N NOXapPHOM CUrHaM3aunen, obopyaoBaHNEM ANA XPAHEHNA AOKYMEHTOB;

6) opraHusaumsa u obecneyeHve cobBAOAEHUA MPOTUBOMNOMKAPHOTO, OXPAHHOrO, TEMMepaTypHoO-
B/1aXKHOCTHOTO, CBETOBOIO M CAaHUTAPHO-TUTMEHNYECKOTO PEXNMOB;

B) BbINO/IHEHUE Tpe6OBaHMﬁ K pasmeleHNo 4OKYMEHTOB B apPXUBOXPaHUTNLLLE;

r) npoBedgeHMe MNPOBEPKM HaAAMUMA U COCTOSHUA COXPAHHOCTM apXMBHbIX [OKYMEHTOB, B
COOTBETCTBMM C NOPAAKOM, YyCTaHOBAEHHbIM rnasoii VIII Mpasun;

n) obecneyeHnMe  BO3MOXKHOCTM  NpOBeAEHMA  cneumanuctamnm  GU3UKO-XMMUUECKOM,
NPodUNaKTUUYECKON M (MNK) pecTaBPaLMOHHO-NPOPUNAKTUUECKON U TEXHUYECKOM 06paboTKU apXUBHbIX
OOKYMEHTOB;

e) onucaHue (coctaBneHne onuceit aen, AOKYMEHTOB) U CBOEBPEMEHHAA MOCTAaHOBKA apXMBHbIX
[OKYMEHTOB Ha y4YeT, B COOTBETCTBMM C MyHKTaMu 62 - 72 u rnasoi IX Mpaswun.

77. Apx1B pasmeLlaeTca B 34aHMN UIN OTAENbHbIX NOMeLLeHUAX 30aHMA. OCHOBHbIE MOMELLLEHMA,
npeagHasHa4yeHHble ANnAa XpaHeHnA, y4yeta, KOMMNAEeKTOBaHUA N MCNOJ1Ib30BaHNA apPXUBHbIX AOKYMEHTOB, U
BCNOMoOraTefibHble (aAMUHUCTPATUBHO-XO3ANCTBEHHONO, TEXHUYECKOro W 6bITOBOrO HasHayeHus),
[OJI>KHbl COOTBETCTBOBAaTb TPebOBaHMAM, YCTAHOB/JEHHbIM MYHKTOM 76 [IpaBua, a TakxKe obwumu
TpeboBaHMAMM 6E€30NACHOCTU K OOLLECTBEHHbBIM 3A4aHUAM U COOPYKeHUAM <30>.

<30>naBa 2 denepanbHoro 3akoHa ot 30 aekabpsa 2009 r. N 384-d3 "TexHUUYECKUI pernameHT o
6e30nacHOCTU 34aHUI U coopyXKeHnin"; FpagocTpouTenbHbI KoaeKke Poccuiickoin Pepepaunn.

XpaHeHne apxXMBHbIX OOKYMEHTOB B 3aBUCUMMOCTM OT UX obbemos ocywecrsnAaetca cC
Mcnonb3oBaHMEM OOAHOTO NI HECKOJZIbKUX BAPUAHTOB pa3MeLleHNA:

a) B 34aHWM, OTBevalolemM TpeboBaHMAM, YCTAHOBJAEHHbIM YMNOJAHOMOYEHHbIM deaepanbHbiM
OpPraHoOM WUCMOAHWUTEIbHOM BAaCcTH B chepe apxMBHOro Aena U Aenonponssoactea <31>;

<31>lna.a lll Mpasun, yTeep>aeHHbIX npukasom N 24.

6) B cneunanbHO 060pyAOBaHHOM ANA XPaHEHUA AOKYMEHTOB M30/MPOBAHHOM MOMELLEHUN -
apxuBoxpaHunuuie (NyHKT 78 Mpasun);

B) 3anupatoLLmxca Wwradax nnu ceidax.
78. ApXMBOXpPaHUAULLLE O0/KHO:
a) OTAENATLCA OT COCeAHUX NMOMELLEHWNI OTHEYNOPHbBIMU CTEHAMMU;

6) MMETb eCTECTBEHHYHO WU UCKYCCTBEHHYHKO BEHTUNAUUIO, O6eC|'Ie‘-IVIBaI-OLLI,YIO peunprynaynto
BO34yXa, NCKNKOYaloLWyro o6pasoBaHme HENPOBETPUBAEMbIX 30H;
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B) COXPAHATb CTabUNbHOCTb TEMMEPaTYPHO-BNAXKHOCTHOTO PEXUMA;
r) UMeTb BbIXOAbl K NNPTaM U (M) NECTHUYHBIM KNIeTKam;

) He MMeTb MPOJIOKEHHbIX Yepe3 Hero TPyb BOAOCHaOXKEHUA U KaHaNM3aLUumM, TEXHONOTUYECKUX
MM BbITOBbIX BbIBOAOB BOAbI;

€) He WMeTb BHYTPU PaCnpeaenuTeNbHbIX LWMTOB, MPeAOXPaHUTENEen U  OTK/oYatoLWMXCA
pPybUIbHUKOB;

) He pacnosiaraTbCsi B MoABanax U NOMeELLEHUAX, PACNONOKEHHbIX HUXKE YPOBHA MOBEPXHOCTU
3eM/In, 32 UCKNOUYEHNEM XPaHUAULL, (NOMeLLeHNIM), obecneymBatolmX 3aWMTy OT MPOHUKHOBEHUA B HUX
rPYHTOBbIX, Ta/ibIX M NABOAKOBbIX BOA,

PacyeT HeobxoaMmol naoOWAAN APXMBOXPaAHWIULLA PEKOMEHAYETCA MNpPOM3BOAUTL C YYETOM
pPacrnonoXeHua cTennaxKem 1 Ux HanoJIHeHMA B COOTBETCTBMU C NYHKTOM 82 paBun/, a TaKKe C y4eTom
BO3MOXHOCTM pasmelteHma 400 eanHUL, XpaHeHUA Ha 1 KB. M. NAOLWaAM apXMBOXPaHUAMLLA.

Kaxaomy apxvMBOXpaHWIWLLY NPUCBanBaeTCA HOMEP, KOTOPbIM OTParkaetca B TOnorpaduyeckmnx
yKasaTensax B COOTBETCTBMM C NyHKTOM 95 Mpasun.

79. Ona obecneyeHnna OeATeNbHOCTM apxMBa opraHM3auuu (Npyv HeobXxoAMMOCTH) BblAENATCA
TaKXKe MoMelleHne ANsA npuema [AOKYMEHTOB, MX BPEMEHHOrO XpPaHeHWA M agantauMum K HOBbIM
ycnoBuAM (akKnMmaTtusaumm), paboyas KomHaTa paboTHUKOB apxmBa (1L, OTBETCTBEHHbIX 33 apXuB),
nomelleHne AnA nNpPeaocTaBNeHUsa AO0CTyna K  apXMBHbIM - AOKYMEHTaM (4MTanbHbIA  3an WK
NPOCMOTPOBasA KOMHaTa).

80. ApXMBHbIe AOKYMEHTbI PAa3MELLAOTCA B apPXMBOXPAHMAMULLE HA CTaLUMOHAPHbIX, NepeaBuKHbIX
1 (MAKN) MOBUNBHBIX METAIMYECKMX CTENNAXKAX, B METa/IZIMYECKUX WKadaX, cerdax v KoHTelHepax.

B KauectBe crneumanbHOro o6opyaoBaHUA BO3MOMKHO WCMO/Ib30BaHME CTaLMOHAPHbIX OTCEKOB-
BOKCOB C METaNIMYECKUMM NEPErOPOAKaMMN U NOSKAMU.

He paspellaeTca xpaHeHWe apXMBHbIX AOKYMEHTOB B TPAHCMOPTHOM Tape, B WTabensax, Ha nony,
NOAOKOHHUKAX, NECTHUYHbIX NAOWAAKAX U APYrMX, HE NpegHa3HaYeHHbIX AR UX XpaHEHWUA MeCTax.

81. Mpwn paccraHoBKe cTennaxen B apXnBoxXpaHuanule npeanoyteHne AO0/KHO OTAaBaTbCA UX
I'IepI'IeHLI'VIKyﬂFIpHOl‘/JI OpueHTauun No OTHOWEHUIO K CTEHAM C OKOHHbIMKU NpOeMaMMn U pasMeLleHUIO Ha
yAaneHnn He meHee 1 M OT UCTOYHMKOB Tenna.

82. Mpu paccTaHoBKe cTennaxkei (WKados, cerdoB) B apxXMBOXPaHWUIMULLIE pPeKOMeHAyeTcA
npeaycmMaTpMBaTh C/eyoLmne PacCTOSHUA MEXAY:

a) Topuamu cTennaxei (rnasHbiit npoxoa) - He meHee 120 cm;

6) pagamu ctennaxen (MexKCTenna*kHblii Npoxoa) - He meHee 75 cm;

B) CTeNNaXKaMM, NapannenbHbIMU CTEHE, U HAPYXKHOW CTEHOM 34aHKMA - HE MeHee 75 cm;

r) TOPLLOM CTeNNaxKa U CTEHOM - He MeHee 45 cwv;

[) BEpXHel NosKoM ctennaxa u noTonkom - 50 cm;

€) HUXKHEN MOAKOW CTeNNaXKa M NOAOM - He meHee 15 CM (B LOKO/IbHbIX 3TaxKax - He meHee 30 cm).

PasmelleHne MOBMAbHbLIX CTeNNaXKel MPOU3BOAMUTCA C yYeToM OCOBEeHHOCTeN MOMEeLLEeHUA U
pasmeLLaemoro o6opyLoBaHMsS.



83. ApXunBHble AOKYMEHTbI, 33 UCKAOYeHMeM Haxogawmxca B CX3/, pasmeLLatotca B NepBUYHbIX
CpeAcTBax XpaHeHus:

a) Ha Byma>KHOM HocuTe e - B KOpobKax, mankax, KoHBepTax;

6) ayauoBuM3yasbHble - B KOpobKax M OloKcax, ALMKax YNakKoBOYHbIX Ana ¢uabmos (aydax),
KOHBEpPTax;

B) 3/1EKTPOHHbIE Ha (I)VIBW-IeCKM 060c0obeHHbIX HOCUTENAX - B YNaKOBKe, peKOMeH,D,OBaHHOﬁ
npounssoanTenamm HocuTenew.

84. Ha nepBUYHOM CpeacTBe XpaHEHWUs apXMBHbIX AOKYMEHTOB YKa3blBaloTCA HOMEpP U Ha3BaHWe
$oHaa, Homep onucK aen, AOKYMEHTOB, KpalHMe HOMepa eAMHUL, XPaHEHUA, Pa3MeLLLEHHbIX B HEM.

85. T[poTUBOMOXKAPHbLIN pPeXMM B 343aHMM WAM MOMELLEHUM apxvMBa YCTaHaB/MBAaeTCA B
COOTBETCTBMM C 3aKOHOAaTebCTBOM Poccuitckon @egepaumm o noxkapHom 6esonacHocTn <32>.

<32> depepanbHbI 3aKoH oT 21 aekabps 1994 r. N 69-93 "O norkapHoit 6esonacHocTn" (nanee -
depepanbHbii 3akoH N 69-93); noctaHosneHue [paBuTenbctBa Poccuiickon dPegepauum ot 16
ceHTAbps 2020 r. N 1479 "O6 yrtBepxaeHuM [paBun NPOTUBONOXKAPHOIO pexmma B Poccuiickoit
depepaunn’.

86. OxpaHHbIii pexxmm obecneuymBaeTca nytem obopynoBaHMA 34aHMA UM NMOMELLEHNI apXMBa
cpefcTBaMM OXpaHbl, 06ecneynBaloWLMMM KOHTPOb AOCTYNA B HUX, @ TakKe cobaogeHnem nopsaaka
CAauM/CHATUA OXpaHbl NOMELLEHMSA apXMBOXPaHWAMLLIA W MOpAAKa AO0CTyna B Hero, yCTaHOBAEHHOrO
JIOKaNbHbIM HOPMATUBHLIM AKTOM rOCYAapPCTBEHHOrO OpraHa, OpraHa MeCTHOro CamoynpaB/ieHus,
opraHmsauuu.

87. ApxMBHble AOKYMEHTbl HEOBXOAMMO XpPaHUTb B TEMHOTE, 4 YEero OHM pasmellatoTca B
NepBUYHbIX CPEeACTBAX XPaHEHMUA, NPeAYCMOTPEHHbIX NyHKTOM 83 lMpaBuA, a Takxe B WKadax MAM Ha
CTeNnaxax 3aKkpbITOro TMna.

EcTecTBeHHOE OcBelleHMe B apXMBOXPaHUAULLE AOMYCKAeTCA NpU YCAOBUM NPUMEHEHNA HA OKHaX
CBeTOpaCCEMBaTEHEVI, PErynAaTopoB CBETOBOrNo MOTOKa (cneu,maanux CTE'I-(O}'I), 3aWNTHbIX d)MI'IprOB n
I'IOKprTMVI, Kans3un.

[NA MCKYCCTBEHHOTO OCBELLEHMA NPUMEHAIOTCA Namnbl HaKaAMBAHMA B 3aKPbITbiX NaadoHax c
rnafKoi NoBepPXHOCTLHO.

PaspeluaeTcs NpMMeHeHWe IOMUHECLLEHTHbIX IaMM € YPE3aHHbIM Y1bTPadUONETOBBIM YYaCTKOM
CMEeKTPa, CBETOAMOAHbLIX CBETU/IbHWKOB, PA3pPeLUEeHHbIX YNOJHOMOYEHHbIM ¢eaepasbHbIM OpPraHoOM
NCNOZIHUTENbHOM BNacTU B chepe NoXKapHoi 6esonacHocTh <33>,

<33>CtaTtbM 3 1 16 PepepanvHoro 3akoHa N 69-03; PeaepanbHbIi 3aKkoH OT 22 niona 2008 r. N
123-93 "TexHUUYecKuMii pernameHT o TpeboBaHUAX NoxapHon 6esonacHocTn".

88. OnTMManbHbIMKU YCNIOBUAMU XPaHEHNA aPXUBHbLIX AOKYMEHTOB ABNAKOTCA:

a) ANA QOKYMEHTOB Ha BymaykHOM HocuTene Temnepatypa 17 - 19 °C, oTHocUTeNbHas BAAXKHOCTb
Bo3ayxa 50 - 55%;

6) oA ayaMoBU3yasibHbBIX JOKYMEHTOB - B COOTBETCTBMM C NYHKTOM 5.14 MpaBui, yTBEPKAEHHbIX
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npukasom N 24;
B) AN AOKYMEHTOB Ha MarHUTHbIX ANCKAX U AMCKOBbIX HakonuTenax - 8 - 18 °C n 45 - 65%;
r) ANA AOKYMEHTOB Ha ONTUYEeCKUX anckax - 10 - 23 °Cn 20 - 50%.

89. He gonycKkaloTca Ce30HHbIE M CYTOYHble KosiebaHMa TemnepaTypbl B apXMBOXpaHuauLe bonee
yem Ha 5 °C 1 oTHOCUTENIbHOM BNAXKHOCTM BO3ayxa bonee yem Ha 10%.

90. KOHTpo/sb 3a TemnepaTypHO-BNAKHOCTHbLIM PEXMMOM obecneunBaeTca perynsapHbim
M3MepeHNeM C MOMOLLbI0O TEPMOMETPA M TMIPOMETPa UM TEPMOTUIPOMETPA, PAa3MELLEHHbIX B O4HOMN
MW HECKONIbKUX KOHTPO/IbHbLIX TOYKaxX apxvMBOXpaHuUAMWa (B 3aBUCMMOCTM OT KOHCTPYKLMOHHbIX
ocobeHHOoCTeN 1 NaoWwaam) BAanan OT OTONUTENbHBIX M BEHTUAALMOHHbIX CUCTEM Ha BbiCOTe He meHee 1
M OT M0/1a, NapameTpPOB BO3AYLIHOW cpeapi:

a) B CNeunann3mMpoBaHHOM 34aHUN - He pexke 1 pasa B Heaenio;

6) B cneunanbHo 060pyA0BAHHOM A8 XPaHEHUA AOKYMEHTOB M30/IMPOBAHHOM MOMELLEHUN - He
pexe 2 pas B Heaenio;

B) NPV HECOOTBETCTBUM NAaPaMeTPOB HOPMATMBHbIM TPebOBaHMAM - 1 pas B CyTKM.

91. B apxvBe [A0/KHA BecTUCb ¢UKcauMAa TemMNepaTypHO-BAAXKHOCTHbIX XapaKTEPUCTUK
BO3AYLIHOW CcpeAbl B apXMBOXPaHWAMULLE W Mep, MPUHATBLIX MO HOPMaaM3auuu TemnepaTypHo-
BAIAXKHOCTHOMO PeXnma B CIy4anx ero HapyLleHus.

92. Hagnexkawee CaHUTAPHO-TUTMEHNYECKOE COCTOAHME B apXUMBOXPAHWAULWLE NOAAeprKuBaeTcA
nposBegeHMEM B HEM He pexe OAHOro pas3a B MecAl, BarKHOM ybOpKM nosioB, obecnblinBaHUsA
0bopyaoBaHMA U NEPBUYHbBIX CPEACTB XPaHEHMA, 06PabOTKM LLOKO/IbHbIX YacTel CTeNNaXKen, NJINHTYCOB,
NoAOKOHHUKOB BOAHbIMM PacTBOPaMM aHTUCENTUKOB.

93. ApxuBHble [OKYMEHTbl, noABepriuMeca 6GUONOrMYECKOMY MOPasKeHUto, noaaexar
HemeAa/IeHHOW U30ALUMN U CaHUTAPHO-TUTMEHMYECKo 06paboTke (Ae3nHeKunn, aesnmHcekumn), a
apXMBOXPaHUANLLE, NOPaXKeHHoe BMONOTNMYECKUMM BpeaUTENAMM, - AepaTusaumnu.

VIIl. O6ecneyeHne COXPAHHOCTU apPXUBHDbIX 4OKYMEHTOB

94. Ha 06n0¥Ke eguHULbl XpaHEeHUA [AOKYMEHTOB Ha OymarKHOM HocuTesne YyKasblBaeTcA
apXMBHbIM WKdpP B COOTBETCTBMM C NYHKTOM 45 Mpasua.

EAMHMLbI XpaHEeHUA AO0NXHblI Pa3sMelLaThbCa B apXMBOXPaHWIMLIE Ha CTeNNaxax Man B LiKadax
(cendax).

CTennaxkn v wKadbl OOMKHbI BbITb NPOHYMEPOBAHbI B KaXKAOM apXMBOXPAaHWMLLE B NOPALKE
C/leBa HanpaBo OT BXOAHOW ABEPU, NOJIKM Ha CTEANAMKaX A0XKHbI 6bITb NPOHYMepoBaHbl NO WKadam B
nopsiAKe - c/1eBa HanpaBo, CBEPXY BHU3.

Mpy OTCYTCTBMM B OpraHe MEeCTHOro CaMOYMpaBJEHMA, OPraHU3auMM apPXMBOXPAHWUAULLA
apXMBHble AOKYMEHTbI Pa3meLLaoTca B 3anMpatoLmxca WwKadax, cedax.

95. MecTo XpaHeHUs efuHUL, XPaHEHUS B apXMBOXpPaHWUAMLLE GUKCUPYETCa B Tomorpapuyeckmx
yKasaTensix: nocTeNnaxKHoM (pekomeHayemblii obpasel, npueeaeH B npunoxeHun N 13 Kk Mpasunam), u,
npu Hanmuum 6onee ogHoro ¢oHaa, nodoHZOoBOM (pekomeHayemblt obpasel, npuBegeH B
npunoxkeHnn N 14 K Mpasunam).

an BeaeHUn Tonorpad)mquKoro YKa3aTtena o4AuH ero ak3emnnaAap A0J/1XKeH XPaHUTbCA Yy paGOTHMKa



apxuBa (nMuUa, OTBETCTBEHHOrO 3a apxvB), BTOPOM - pasmewaTbCcd B COOTBETCTBYIOLLEM
apX1BOXpPaHUaMLLE.

Tonorpaduuyeckme yKasateamn He COCTaBAAKTCA NPU OTCYTCTBUM apXMBOXPaHMUAULLA.

96. N3meHeHUA, npoucxogawme B pasmMmelleHUn eguHUL, XPaHEeHWA, AO0JIKHbl CBOEBPEMEHHO
OTparkaTbCA B TONOrpaduyeckux ykasatensax.

97. ApxvBHble AOKYMEHTbI NPOBEPAIOTCA HA NpegMeT X GaKTUYeCKoro Hannuus u GUsnYeckoro
COCTOSIHMA (Janee - NpoBepKa HaMumsA) B NJIaHOBOM NopaaKe.

MNpoBepKa HanAMuMA AOKYMEHTOB Ha OymMaxKHOM HocuTene AOJ/iKHa NPOM3BOAUTBLCS He pexe
ofiHoro pasa B 10 net (c nometkon "[na cnyxebHoro nonb3oBaHMA" - He pexke oAHOro pasa B 5 net
<34>).

<34>MNyHKT 2.9 noctaHosneHus MpasutenbctBa Poccuiickon ®epepaumm ot 3 Hoabpa 1994 r. N
1233 "O6 ytBep:xaeHUM [lonoxeHus o nopsgake obpalleHuMa co cnyxebHoi uHdopmauuen
OTFPaHMYEHHOTO  pPacnpocTpaHeHuMa B denepanbHbIX  OpraHax  WCMOAHUTENIbHOW  BAACTH,
YNOJIHOMOYEHHOM OpraHe yrnpaB/ieHUs UCMOb30BAaHNEM aTOMHOW SHEPTUUN U YNOJTHOMOYEHHOM OpraHe
Mo Kocmuyeckoi gestenbHocTn" (aanee - noctaHosneHue N 1233).

MpoBepKa HaANYMA SINEKTPOHHbIX AaPXMBHbIX AOKYMEHTOB A0XKHA NPOU3BOAUTHLCA B COOTBETCTBUM
¢ nyHKTamu 152, 153 lMpasunn; ayanosmsyanbHbIX LOKYMEHTOB - NyHKTOM 167 Mpasua.

98. BHennaHoBas MNPOBEPKA HaAMUMA aAPXMBHbIX AOKYMEHTOB (CN/OWHAA MAW BblbOpOYHas)
Ha3HauaetcA:

a) Npy cmeHe pyKoBOAUTENA apxMBa (PaboTHMKA, OTBETCTBEHHOTO 33 apXMB);

6) NpM NOAroTOBKE apXMBHbIX AOKYMEHTOB K mnepefaye B rocyAapcTBeHHbIA (MyHULMNAAbHbIN)
apxuB (Ana rocyaapcTBEHHOro opraHa, opraHa MecTHOro CamoynpaB/ieHUs, a TakxKe ANA opraHu3aumm,
BbICTyNatoLLe UCTOYHUKOM KOMMNIEKTOBaHUA);

B) MOC/NEe MacCOBOro MepemelleHna apXMBHbIX AOKYMEHTOB, Ype3Bbl4alHOW cuTyauum un (uaum)
ApYyrvx 06CToATENbCTB, B Pe3y/bTaTe KOTOPbIX OHN MOFAK Bbl 6bITb YTPaUYeHbl UM NMOBPENKAEHDI;

r) NpuM peopraHM3auMu rOCYAAPCTBEHHOrO OpraHa, oOpraHa MeCTHOro camoynpaBaeHus,
opraHusauumm.

99. [llpoBepKa HanMuMA [OOKYMEHTOB NpPOBOAMTCA AOBYMA pPaboTHUMKamMM apxvsa (AMUOM,
OTBETCTBEHHbIM 33 apPXMB, U MHbIM CMeunasbHO HasHaYaeMbiM PaboTHUKOM) NOCPEACTBOM BU3YyasibHOTO
OCMOTPa eAMHUL, XPaHEHUA WU CBEPKM OMMUCATeNIbHOM CTaTbM ONWUCK AN, AOKYMEHTOB C 3aro/l0BKOM
(onncaHMeMm) Ha 0610KKe eANHULbI XPaHEHUS.

100. MpoBepKa HAaNNYNA AOKYMEHTOB BK/OYAET:
a) BbIBEPKY aPXMBHbIX YY4ETHbIX JOKYMEHTOB U YCTPAHEHUE BbISIBAEHHbIX B HUX HETOYHOCTEN;

6) YyCTaHOB/IEHUE d)aKTVI‘-IECKOFO Hanuna eavHuy, XpaHeHna B COOTBETCTBMU C APXUBHbIMU
YYETHbIMU OOKYMEHTAMU;

B) BblfiB/IeHME HenpaBuUbHO 0POPMIEHHbIX eAMHULL XpaHeHus (aen);

r) BblABAEHME M MOCTAHOBKY Ha Y4YeT AOKYMEHTOB WM eAMHWUU, XPaHeHus, Tpebylowmnx ¢usmnko-
XMMMYECKON, NpodunakTUYecKom 1 (Maum) pectaBpalMOHHO-NPOPUNAKTMYECKOW 06paboTKu;
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[1) OpraHn3aLmnIo po3biCKa OTCYTCTBYHOLWMX JOKYMEHTOB.
101. Mpw npoBepKe HaM4YMa 4OKYMEHTOB Heobxoammo:

a) COXpaHATb MOPAAOK PaCMOIONKEHUA eAMHUL, XPaHeHWUA COrnacHo Tonorpaduyecknm
yKasatensam;

6) nomeuwatb Ha MeCTa Hagnexauwero XpaHeHuA 06Hapy)KEHHbIe BO BpemA NpoBEPKU
HENPaBWU/IbHO pa3melleHHble eAUHNLUbI XPaHEHUA;

B) M3blMaTb C MOC/AeAyloWEehd U30NAUMEN [OKYMEHTbl, eAMHMLUbI XPaHEeHWs, 3apaKeHHble
nieceHbto U (Man) ApyruMu BMONOTMYECKUMM BpeauTenamu (ons OOKYMEHTOB Ha OymarkHoMm
HocuTene);

r) npoctaBnatb otmeTky "MPOBEPEHO" ¢ ykasaHMem HOmepa WM AaTbl aKTa MPOBEPKU B KOHLE
NPOBEPEHHOM ONUCKU AN, LOKYMEHTOB.

102. B xoae NnpoBepPKU HAaIMYNA JOKYMEHTOB He A0MNyCcKaeTcA:

a) BHOCWUTb BbIiIBIEHHbIE B XOAE MPOBEPKM HeyuyTeHHble Aena, AOKYMEHTbl B ONUCb A0 MX
TEXHUYECKOM 06paboTKM 1 onNncaHMA (BKIOYEHNA B ONUCK AEN, LOKYMEHTOB);

6) fpenaTb KakuMe-nMbO NOMETKM WAM 3anUCU, He NpesyCMOTPEHHble MPOLLeCCOM MNPOBEPKM
HA/IMYMA M COCTOAHWMA, B ONUCAX AEN, LOKYMEHTOB, M B ApYrMX 06A3aTeNbHbIX apXMBHbIX YYETHbIX
OOKYMEHTaXx.

103. Mo pe3ynbTaTam NPOBEPKU HANMYMA AOKYMEHTOB A0/KHbI ObiTb COCTAaBAEHbI M NOAMNUCAHbI
paboTHMKaMM apxmBa (MLL@MK, MPOBOAMBLLUMMMK MPOBEPKY), @ 3aTem YTBEPKAEHblI PYKOBOAUTENEM
rocygapcTBEHHOrO OpraHa, opraHa MecTHOro CaMoynpaB/ieHUA, OpPraHM3aunm UAM YNOJHOMOYEHHbIM
UM IULLOM:

a) aKT NpOBEpPKM HaMMYMA U COCTOAHWUA apXMBHbIX AOKYMEHTOB (peKomeHAyembli obpasel,
npuseaeH B npunoxkeHum N 15 K Mpasunam);

6) aKT O TEXHMYECKMX OLIMOKAX B YYETHbIX AOKYMEHTax (peKomeHayemMblit obpasel, NnpMBeaeH B
npunoxeHun N 16 Kk MNpaBuiam), KOTOPbIA COCTABASAETCA B C/ly4yae BbiABAEHUA HECOOTBETCTBMA 3anuceit
B apXUBHbIX YYETHbIX LOKYMeEHTax dakTuueckon nHdopmaumu;

B) aKT 06 OOHapyXeHWM apXMBHbIX AOKYMEHTOB, He OTHOCAWMXCA K AaHHOMy ¢oHay U
HeyuTeHHbIX (pekomeHayemblit obpasey, npueeaeH B npunoxeHum N 17 K [paBunam), KoTopbiit
COCTaBAseTCA B C/ly4ae 0OHapyKeHUA HeYYTEHHbIX APXUBHbIX LOKYMEHTOB, HE OTHOCALLMXCA K AaHHOMY

¢oHay.

MpoBepKa HanMuMA OOKYMEHTOB cCHMTaeTcA 3aBepu.|eHH0171 nocne yTeepxAeHnAa akKTa NpPoBEpPKU
HaM4nma U1 COCTOAHUA QaPXUBHbLIX JOOKYMEHTOB, MOC/Ae BHECEHMA NO pPEe3ysbTaTaM MNpPOBEPKa
HEO6XOAMMbIX M3MEHEHUN B dPXUBHbIE Y4ETHbIE AOKYMEHTbI.

104. Ecan nNpoBepKoW HaiMuMA U COCTOAHUA AOKYMEHTOB YCTaHOB/IEHO OTCYTCTBME AOKYMEHTOB
(nen), AonxkeH 6bITb OPraHM30BaH UX PO3bICK, MPOBOAUMbINA B TEYEHME OAHOIO rofa C AaTbl BbIABNEHMUSA
nx oTcyTcTBuA. [lonycKaeTca Npoa/ieHne CPpoKa po3bicKa AOKYMeHTOB Ha 1 rog,

B cnyyae oTpuuaTenbHbIX pe3ysbTaToOB PO3biCKa COCTaBAAETCA aKT O HEOOHAPYKEHUUN apPXMBHbIX
OOKYMEHTOB, MyTK PO3bICKa KOTOPbIX UcYepnaHbl (pekomeHayemblii obpasel, NpuBeaeH B NPUIONKEHUM
N 18 k MMpaBunam), yTBepKAaemMblii PyKOBOAUTENEM TOCYAapCTBEHHOrO OpraHa, opraHa MeCTHOrO
caMoynpas/ieHna, OpraHn3aLnm nanm ynoaHOMOYEHHbIM UM ANLLOM No cornacosaHuio ¢ 9K wam UIK. K
aKTy npuaaraetca cnpaBka O MpPoOBeAeHMU po3biCcKa. [0CyAapCTBEHHbIN OpraH, OpraH MeCTHOro



CaMOoyMpaB/eHNA, OPraHM3aumMs - UCTOYHWK KOMMNEKTOBAHWUA TOCYAapCTBEHHOIO (MyHWUMNANAbHOrO)
apxuBa B C/lydae HeobHapyKeHUa AOKYMEHTOB, OTHECEHHbIX K cocTaBy ApxmBHoro ¢poHga Poccuiickol
depepaumnn, OOMKHbI NMPEACTaBUTb aKT O HeOOHapy)KeHUM apXMBHbIX LOKYMEHTOB, NMYTW PO3bICKa
KOTOPbIX McYepraHbl, B COOTBETCTBYIOWMIA TOCYAAPCTBEHHbIA (MYHUUMNANAbHbLIN) apXMB WK
YNO/IHOMOYEHHbIA OpraH WCNONHUTENbHOM Bnactu cybbekTa Poccuitickon Pepepaumm B cohepe
apPXMBHOrO Aena A/1A NPUHATUA PeLUEeHUN O CHATUM YTPaAYeHHbIX eANHNUL, XPaHEHUS C yYeTa.

105. ApXMBHbIN AOKYMEHT, COCTOSSHME KOTOPOTrO MCK/OYAEeT BO3MOXHOCTb BOCCTAHOBAEHUA €ro
MaTepUanbHOro HOCUTENA U UCMO/Ib30BaHUA (BOCMPOU3BEAEHNA) coaeprKalenca B HemM MHGopmaLmy,
NPU3HaeTCcA HEMCNPaBUMO MOBPEKAEHHbIM.

106. Mpu BbIABNAEHUM HEUCMPABMMO NOBPEKAEHHOrO apXMBHOMO AOKYMEHTa COCTaBAAETCA aKT O
HEeUCNpPaBUMbIX MNOBPEXKAEHUAX apXMBHbIX AOKYMEHTOB (pekomeHayemblt obpasel, npuseaeH B
npunoxeHun N 19 k MpaBuaam), KOTOPbIA YTBEPIKAAETCA PYKOBOAUTENEM rOCYyAapCTBEHHOIO OpraHa,
opraHa MecTHOro CaMOyMnpaB/ieHMsl, OpraHM3aLuMM UAN MHBIM YNOJHOMOYEHHbIM UM A0KHOCTHbIM
nUom no cornacosanutio ¢ LIIK (3K).

B cnyyae BbIiBNEHMA HEMCMPABUMMO MOBPEXKAEHHOIO AOKyMeHTa ApxmuBHoro ¢oHaa Poccuiickol
depepaunn, akT O HEUCNPABMMOM MOBPEXAEHUM APXMBHLIX [OOKYMEHTOB HanpaBaseTca Ha
paccmoTpeHue MK apxuBHOro ydpeskaeHus nocnae cornacosaHus ¢ LIK (3K). Mocne BbiHeceHus
peweHna O NPU3HAHUU APXMBHOTO AOKYMEHTa HEeUCnpaBMMO MOBPEXAEHHbIM aKT yTBepKaaeTca
pyKoBoaMTEeNlEM TOCY[APCTBEHHOrO OpraHa, OpraHa MEeCTHOTO CaMOYMpaB/EeHUA, OpraHM3auun Uau
YNOMTHOMOYEHHbIM MM /NMUOM U COOTBeTCTBYHOWMNE U3IMEHEHNA BHOCATCA B apPXMBHble Y4YeTHble
OOKYMEHTbI.

107. ApXMBHbIe AOKYMEHTbI BblAaOTCA BO BpeMeHHOE No/1b30BaHNe Ha OCHOBaHMU NMNCbMEHHOIO
pa3peweHna pyKoBoaUTENA TOCyAapCTBEHHOro oOpraHa, OpraHa MEeCTHOro camoynpasieHuA,
opraHusaunn nam ynoaHOMO4Y€HHOIro UM nnua:

a) cyaebHbIM, NPaBOOXPAHUTE/NIbHbIM WU WMHbIM YNOJHOMOYEHHbIM OpraHam B COOTBETCTBUU C
3aKoHoAaTenbcTBOM Poccuiickoit ®eapepauymu;

6) L1 SKCNOHMPOBAHMA Ha CPOK, ONpeaefieHHbI COOTBETCTBYIOLMM AOrOBOPOM;

B) pabOTHMKAM CTPYKTYPHbIX MOAPa3sfAe/ieHNin rocyaapCTBEHHOrO OpraHa, OpraHa MeCTHOro
camoynpaseHns, OpraHn3aLUmnmn B Leax peanmsaumm ux cnyxebHbix 0ba3aHHOCTEN Ha CPOK He bonee
0AHOro mecAua.

108. EAMHMULbI XpaHEHUS, BblgaBaeMble BO BPEMEHHOE NONb30BaHME, AO/KHbI UMETb apPXMBHbIN
Wndp, NPOHYMEPOBaHHbIE JIUCTbI, /INCT-3aBEPUTENb AeNa W JANCT UCMOAb30BaHUA [OKYMEHTOB
(pekomeHayembli 06pasel, npuseaeH B npunoxeHnn N 20 K MNpasunam).

Bbl,u,aqa eauHNL, XpaHeHnA, HaxogAawmnxca B HeygoB/1eTBOPUTENIbHOM d)M3M‘-IeCKOM COCTOAHUN U
He npouweawnx TeXHU4eCcKkoro Od)OpM}'IeHVIFI M ONUCaHnA, MOXeT ObITb orpaHunyeHa.

109. EANHULBI XpaHEeHMA BblAAOTCS BO BPEMEHHOE NOb30BaHME HA CPOK, HE NPEBbILLAMOLLNIA:

a) OoAHOro mecAaua - AnAa UcnosibsoBaHUA pa6OTHMKaMM (I'OCV,CI,apCTBeHHbIMVI, MYHUNUUNNANbHbIMUA
cnymam,mmm) rocygapCTtBeHHOro opraHa, opraHa MeCcTtHOro camoynpassieHna, opraHn3auunu,

6) wecth mecaues - Cyp,E6HbIM, NpPaBoOOXPaHUTENIbHbIM U UHbIM YNOZTHOMOYEHHbIM OpPraHam.

NMpopneHne yYCTAHOB/AEHHbIX CPOKOB BblAauM [OOKYMEHTOB [OMNYCKaeTcA C paspelleHus
PyrKoBOAOAUTENA TOCYAaPCTBEHHOIO OpraHa, opraHa MecCTHOro camoynpassieHnAa, opraHn3auunm namn nnuda
MM YNMOTHOMOYEHHOTO.



110. Bblgaya apXuBHbIX JOKYMEHTOB BO BpeMeHHOe No/sb30BaHWe NPOU3BOAUTCA Ha OCHOBAHWUMU
aKTa O Bblgaye apXMBHbIX AOKYMEHTOB BO BpPEMEHHOEe Mo/ib30BaHWe (pekomeHayemblit obpasel,
npuseaeH B npunoxenum N 21 K Mpasunam).

Bblgaya apxmMBHbIX OOKYMEHTOB PabOTHMKaM CTPYKTYPHbIX NOAPa3AeNneHui rocyAapCTBEHHOMO
opraHa, opraHa MECTHOrO CamoOynpaB/eHUs, OpraHusauuMm B LEAAX peanusaumm UxX CAyKebHbIX
06A3aHHOCTElN NPOM3BOAMTCA HA OCHOBaHMM 3akKasa (CNy»KebHOW 3anucKK, 3aABKU) Ha Bbiaavy eanHUL,
XpaHeHus.

daKT BblAaYM eANHUL, XPaHEHMA NOANEKUT 06A3aTeIbHOM dUKcaLunn.

an Hannumm CX3[ Yy4eT Bblaa4n AOKYMEHTOB, B TOM YMC/NE BO BpEMEHHOE NMO/Ib30BaHWE, BEAETCA
B 3/IEKTPOHHOM BUAE.

111. B cnyyae BblAAYM APXMBHbLIX [OKYMEHTOB BO BpeMEHHOe MO/b30BaHWe WHbIM
rocy4apCTBEHHbIM OpraHam, oOpraHam MeCTHOro CamMoynpaBfieHUA, OpraHuMs3auuam, B MOpPAAKE,
npegycmotpeHHom nyHKTom 107 [pasBua, wmx BblHOC paspelwlaeTca nNo nponyckam. [lopAanok
obopMNEeHNA 1 BblAauM NPOMNYCKOB YCTAHAB/MBAETCA IOKA/bHbIM HOPMATUBHbIM aKTOM.

112. Mpw TPAHCNOPTUPOBKE aPXUBHbIX JOKYMEHTOB BHE apXMBa A0XKHbI ObITb:

a) cobniogeHbl ycnoBua, NpegoTBpalialolMe BO3AENCTBME HA HWUX BPeAHbIX (aKTopos
OKpY*KatoLel cpelbl U MeXaHUYECKUX NOBPEXKAEHWUIA NOCPEACTBOM NPUMEHEHUA CeunanbHbIX Tapbl U
YyMNaKoBKY;

6) obecneyeHo Mx CONPOBOKAEHNE PabOTHUKOM apxuBa.

113. Bblgayy eaAnHUL, XPaHEHMA BO BpeMEHHOE Mo/Ib30BaHME U Npuem nx obpaTHO, B TOM Yuncne
MOJIUCTHYIO MPOBEPKY HAZIMUYUA U COCTOAHMA AOKYMEHTOB Nepej, Bblaayen n npu Bo3spaTte, Npou3BoauT
paboTHMK apxuBa (AMLO, OTBETCTBEHHOE 33 apxvMB) B MNPUCYTCTBUWM /MLQ, MOJYYalOLLEro
(Bo3BpalLatowero) eanHULbl XpaHeHusa. Ha MecTo BblgaBaemblX €AWHMUL, XPaHEeHWA W onucen aen,
OOKYMEHTOB [0/IXKHa NomewaTbca (MoAKAa4blBAaTbCA) KapTa-3amecTUTeNb eAuHULbl  XPaHeHus
(pekomeHayemblit 0bpaseu, npuseseH B npunoxeHun N 22 K Mpasunam). Mpu BO3BPALLEHUM eAUHULBI
XPaHEHMUA KapTa-3aMecTUTe b U3bIMAETCA U XPAHUTCA L0 MMHOBAHMA HaZ0OHOCTH.

IX. BegeHue yueTta apXuBHbIX AOKYMEHTOB B roCyAapCTBEHHOM
opraHe, opraHe MecTHOro camoynpas/ieHUs, OpraHn3aLum

114. YyeTy nognexaT BCe HaxoAAlWMecA Ha apXMBHOM XpPaHeHWU OOKYMeHTbl, B TOM uucne
AOKYMEHTblI NO JIMYHOMY COCTaBy, KOMUWN [OOKYMEHTOB, BK/IlOYEHHbLIE B ¢0Hp, Nno/ib30BaHUA (an
Ha!'IMLIMM) nonncn gen, AOKYMeHTOB, OMUCU INEKTPOHHbLIX AOKYMEHTOB.

OcobeHHOCTH yyeTa 3NEKTPOHHbIX, ayAM0OBM3Ya/bHbIX AOKYMEHTOB YCTaHOB/EHbI MyHKTamu 138,
141, 164, 168 n 169 MNpasun.

115. TocypapcTBEHHbIA OpraH, opraH MeCcTHOro CaMoOynpaB/eHWUs, OpraHuWsaLma, ABAAIOLLANACA
WUCTOYHMKOM KOMMJIEKTOBAHUA FOCYAApPCTBEHHOrO (MYHMUMMNANbHOTO) apxuBa, NPeACTaBAAlOT B
rocyapCTBEHHbIA (MyHMLMNANbHBINA) apXMB yyeTHble cBefdeHMA 06 obbeme M COCTaBe XPaHALLMXCA B
apxvBe (HaxoA4AWMXCS Ha apXMBHOM XpaHEHWM) [OKYMeHTOB ApxuBHOro d¢oHga Poccuiickoit
dPepepaunn U Apyrnx apxmMBHbIX JOKYMEHTOB B popme nacnopTa apxmea B COOTBETCTBMMU C NOPALKOM
rocyfapcTBEHHOFO yyeTa AOKyMeHTOB ApxmBHOro ¢oHaa Poccuitckon depepaumm, ycTaHOBAEHHbIM
YNOAHOMOYEHHbIM defepasibHbIM OPraHOM MWCMOJIHUTENbHOM BAacTM B chepe apXWBHOIO Aena wm
Aenonpoussoacrtsea <35>,




<35>MoanyHKT 11 nyHKTa 6 NMonoxeHnAa o Pocapxmse.

116. OCHOBHbIMM eANHULLAMW YYeTa apXMBHbIX JOKYMEHTOB ABAAOTCA apXMBHbIA GOHA, eanHULA
XpaHeHus.

117. CeepeHua ob obbeme M cocTaBe eAMHWUL, XPAHEHMA YKA3bIBAlOTCA B apXMBHbLIX YYETHbIX
OOKymeHTax. Obs3aTesibHble W BCMOMOraTesibHble APXMBHbIE YYeTHble [OOKYMEHTbl BeayTca AnA
obecneyeHns yyeTa NOCTyNAeHUS, BbIObITUA, KOJMYECTBA, COCTaBa M COCTOAHMA APXMBHbIX LOKYMEHTOB.

118. B coctaB 06sA3aTe/IbHbIX YYETHbIX JOKYMEHTOB apXMBa BXOAAT KHWrA yyeTa MOCTYNIEHUs U
BbIObITUA Aen, OKYMEHTOB (pekomeHayemblii obpasel, npusegeH B npunoxkeHun N 23 K MpaBunam),
et doHpa (pekomeHayemblit obpaseu, npueeseH B npunoxenun N 24 K MpaBunam), onucb aen,
AOKYMEHTOB, ONUCb 3/IEKTPOHHbIX OKYMEHTOB; Aeno $oHAa.

K BcnomoratenbHbim YYETHbIM OOKYMEHTAM OTHOCATCA:

a) cnucok ¢oHAoB (pekomeHayembln obpasel, npuseseH B npunoxeHun N 25 K Mpasunam),
KOTOPbIM COCTABAAETCA NMPWU OCYLLECTBNEHUM XPAaHEHUA aPXMBHbIX AOKYMEHTOB, OTHECEHHbIX Bonee yem

K oaHOMY doHAY;

6) KHMra Bblgauun eanHUL, XPaHEeHNA BO BpEMEHHOE No/b30BaHue;
B) peecTp onuceit (pekomeHayemblii obpaseu, npuseaeH B npuaoxeHun N 26 Kk Mpasunam);
r) CNMUCOK UCTOYHMKOB KOMMAEKTOBAHUS;

A)  Tonorpaduyeckume  yKasatenu  (nNoctennakHbii M NopoHAOBLINM)  (NpU  HaaAU4YUmM
apPXMBOXPaHUANLL);

e) Katanoru;
X) yKasaTtenu.

rOCVAapCTBeHHbIﬁ OpraH, opraH MecCTHOro camoynpasaneHunAa, opraHnsauma Mmoryt Ucnosib3oBsaTb
CaMOCTOATE/IbHO UHble BCNOMOraTe/ibHble y4eTHble d)OprI.

CX34 (npv Hanuuuu) ponxkHa obecneymBaTb BKAKOYEHME AAHHbIX, aHAJIOTMYHbIX MOKa3aTensam,
npeaycMoTpeHHbIM 06A3aTeNbHbIMU apPXMBHBIMM YYETHBIMMU LOKYMEHTAMM.

119. B KHUry yyeTa NOCTYNNE€HUA U BbIObITUA Aen, LOKYMEHTOB NOC/ief0BaTe/IbHO BHOCATCA BCe
nepsBuYHbIE U NOBTOPHbIE NOCTYN/EeHNA (BblObITUA) Aen, AOKYMEHTOB. Kaxaoe noctynneHue (BbibbiTUe)
B Npefenax OTYETHOro roga nosyyaet NOpAAKOBbIN HOMeEpP B BaJIOBOW NOC/eA0BaTe/IbHOCTH.

120. ExxerogHo NoasoANTCA UTOT KOANYECTBA NOoCTynmMBLNX n BbIObIBLUMX 3a rog aen, AOKYMeHTOB
NO COCTOAHUIO Ha 1 AHBapA, cneayroulero 3a OT4ETHbIM rogoM.

121. luct doHAa coCTaBNAETCA Ha KaxKAblM apxuBHbIA ¢oHA. B nucte PpoHaa yumTbiBatoTCA BCe
NOCTYNN€HUA M BbIObITUA ONMCAHHbIX U HEONMUCAHHbIX AOKYMEHTOB GOHAA.

JMcTbl GOHAOB XPaHATCA B MOPsALKE BO3pacTaHUs HOMEPOB apxMBHbIX GOHAO0B. J/IncTbl GOHAOB
bopMMpYIOTCA B LeN10, K KOTOPOMY COCTaBISIETCA JICT-3aBEPUTEb.

B NNCTE-3aBepPUTENE YKaA3blBaOTCA o6|.|.|,ee KO/IN4eCcTBO INCTOB AOKYMEHTOB, BK/IKOYEHHDbIX B A€E/10,
Ha4da/ibHblé U KOHEYHble HOMeEepPa apXMBHbIX d)OHAOB, o6uJ,ee KONIN4eCTBO apPXMUBHbIX d)OH,Cl,OB, JINCTbI
KOTOPbIX BKNIKOYEHbI B A€NO.

122. B geno ¢poHAa BKAOYAETCA KOMMIEKC AOKYMEHTOB (MCTOPMYECKME N TEMATUUECKMNE CMIPaBKK,
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OOroBOpbl 0 nepegaye AOKYMEHTOB Ha MOCTOSIHHOE XPaHEHWe, aKTbl MPOBEPKM HANMUUUA U COCTOSHUA
OOKYMEHTOB, aKTbl O TeXHUMYECKMX OLIMOKAxX, aKTbl MpuWema M nepenayu, akTbl BblAENEHUA Aen w
OOKYMEHTOB K YHWUUTOXEHMUIO, aKTbl 06 yTpaTe M aKTbl O HEUCMPaBMMbIX MOBPEKAEHMAX, aKTbl 06
OBHApYKEHUN OOKYMEHTOB, aKTbl pacCeKpeumMBaHWUa WU Apyrne OOKYMEHTbl, oTpaatiowue paboty c
$bOHAOM) MO MCTOPMM MUCTOYHMKA KOMMeKToBaHMA (doHpoobpasoBaTena) u apxuBHoro ¢oHAa,
06begMHEHHOro apXMBHOro GOHAA U apPXUBHOM KONIEKLMN.

123. nAa noeaMHUYHOIO M CYMMAPHOIO yyYeTa apXMBHbIX AOKYMEHTOB, 3aKpenaeHua nopagKka mx
cUCTeMaTU3aLMK, yyeTa U3MEHEHUIM B cocTaBe M 0b6beme apXMBHbIX AOKYMEHTOB COCTaB/SETCA OMNUCh
AeN, AOKYMEHTOB, ONMUCb 3/IEKTPOHHbIX 4OKYMEHTOB.

124. Cnucok $poHAOB BeAeTCA B rocyAapCTBEHHOM OpraHe, opraHe MecTHOro CamMoynpaB/eHus,
OpraHM3aLmm, XpaHaLLen JoKymeHTbl bosiee Yem ogHOro dpoHAa. Kaxkablit apxmMBHbIN GOHA BKAtOYaEeTCA
B CNUCOK GOHAO0B TONLKO OAMH pPa3s Npu NepBOM MNOCTYNNEHWM APXMBHBIX OOKYMEHTOB YKa3aHHOMo
¢doHaa. Kaxkgomy doHAy npucBanMBaeTCs MHAMBUAYA/NbHbLIN HOMEpP, KOTOPbLIA COXPaHAETCS 338 HUM BO
BCEX YYETHbIX OKYyMeHTax. Homepa ¢poHZam NpucBanBatoTcsA B BaJIOBOM MOPSAKeE.

B cnyyae nepegaym apxuBHoro ¢oHAa B APYrol rocydapCTBEHHbIM OpraH, opraH MeCTHOro
CaMoynpaB/eHNA, OPraHM3aumio, BK/IKOYEHUS ero B COCTaB 06begUHEHHOro apxMBHOro ¢oHaa Wau
BblAeNEeHUA BCEX JOKYMEHTOB K YHUUTOXKEHWNIO OCBOBOANBLUNIACA HOMEP APYromy apxnsHomy GoHAY He
npuceavBaeTcsa.

Ob6beanHeHHble apXmBHble GOHAbI U aPXMBHbIE KOIEKLMN YUUTLIBAIOTCA Ha O6LIMX OCHOBAHUAX.
ObbeanHEHHOMY apxvMBHOMY ¢oHAY, 06pasoBaHHOMY W3 apPXMBHbIX (GOHAOB, PaHee Y4YTEHHbIX
CaMOCTOATE/IbHO, MPUCBAMBAETCA HOMEP OAHOIO M3 aPXMBHbIX GOHAOB, BKNHOYEHHbIX B €0 COCTaB.

Homep apxuBHOro ¢oHAA rOCyZapCTBEHHOrO OpraHa, OpraHa MECTHOro CamMoynpaB/ieHus,
OpraHM3aLMmM - UCTOYHMKA KOMMIEKTOBAHMA FrOCYAapcTBEHHOIO (MyHUMUMNANAbHOIO) apxmBa BHOCUTCA B
CNUCOK GOHAOB NoA HOMEPOM, KOTOPbIV NMPUCBOEH EMY B FOCYAapPCTBEHHOM (MYHULMMNAIbHOM) apX1Be.

HasBaHue apxnBHOro ¢poHOa BHOCUTCA B CMUCOK PpOHAOB Ha OCHOBaHMM UCTOPUYECKOM CNPABKK K
$OoHAY UAU TUTYNBHOIO INCTA ONUCK AeN, AOKYMEHTOB, OMUCU 3/TIEKTPOHHbIX JIOKYMEHTOB.

HasBaHWe apxuBHOro ¢$oHAA COCTOMT M3 MOJHOIO U (B CKOBKax) COKPaLLEHHOro HaMmeHoBaHUA
doHpgoobpasoBatens (MPM HanMuMKM), C yKasaHMem ero MOAYMHEHHOCTM, MEeCTOHaXOXAeHudA, AaT
co3faHuAa 1 AMKkengauun. Ecnm HaumeHoBaHe ¢poHA006pasoBaTeNa N3IMEHANOCh, TO B CNMUCKe GpOHAOB
YKa3blBaeTca ero nociegHee Ha3BaHWe B PamMKax MNepuoa, 3a KOTOpbIM NPUHATbI AOKYMEHTbI. Bce
npeaplayline nsMmeHeH1sa B HANMEHOBaHUM OTMeYatoTca B IMCTe GoHAa.

HasBaHne 06beAUHEHHOro apXMBHOro GoHAa COCTOMT U3 0606LLLEHHOTO Ha3BaHNA BKAKOYEHHbIX B
Hero apxvBHbIXx ¢OHAOB. B AUCT doHAA BKAOYAKOTCA BCE HaMMEHOBaHWA rocyAapCTBEHHOrO OpraHa,
opraHa MecCTHOro CamMoynpaBieHWs, OpraHU3aLmm, AOKYMEHTbl KOTOPbIX BK/IOYEHbl B 06befMHEHHbIN
doHa.

B Ha3BaHMM apXMBHOW KOJIEKLMM YKa3biBAeTCA NPU3HaK (MpuU3HaKkK) ee GopMUPOBaHUS.

ExxerogHo K CMUCRY d)OH,CI,OB COCTaB/1IA€TCA UTOroBaA 3anMnCb O Kosin4yecTtee apPXUBHbIX d)OH,CI,OB,
NOCTYNUBLLUUNX U BbIObIBLINX B TEYEHUE roga, n 06U.I,EM KO/IN4YECTBE apPXNUBHbIX d)OHLI,OB, HaxXxo4ALWNXCA Ha
XpaHeHMU B apxmBe No COCTOAHUIO Ha 1 AHBapA, cneayoLlLero 3a oT4eTHbIM FOA0M.

Cnucok d)OHp,OB noalwnBaeTca B TBepAayto O6I10)-KKy, JINCTbl HYMEPYHIOTCA, COCTaBNAETCA NUCT-
3aBepuTtenb.

125. [ina pernctpaumm onucei Aen, AOKYMEHTOB, OMUCEN 3N1EKTPOHHbIX AOKYMEHTOB, yyeTa WX
KOJ/IMYECTBA U COCTaBa BEAETCA PeecTp onvcel gen, LOKYMEHTOB.



B peecTpe onucei ¢MKCMpy+0TCﬂ OCHOBHbI€ AaHHble NO COCTaBy Ka)K,D,Oﬁ onuncun aen, 4OKYMEHTOB,
OMNMUCKN SNEKTPOHHbLIX AOKYMEHTOB: HOMepP ¢0Hp,a, HOMep onucun, BuA AOOKYMEHTOB, BK/IHOYEHHbLIX B
Onucb, KOIM4YeCTBO eANHUL, XpaHeHNA, KOZIMYECTBO JINCTOB B ONMUCKU N ee SK3eMMNNAPOB.

126. YueTHble 6asbl AaHHbIX, B TOM umcne 6asbl AaHHbix CX3[, BeayTcaA MNpW HaiMyum B
rocyJapCTBEHHOM OpraHe, OpraHe MeCTHOro CaMOyrnpaBAEeHWUA, OpraHM3aumMnu TeXHUYECKUX U
NPOrpaMMHbIX CPeACcTB HapaBHe ¢ 06s3aTe/IbHbIMN aPXUBHbBIMU YY4ETHbIMWU AOKYMEHTAMM.

127. ApxumBHble y4eTHble [OOKYMEHTbl, B TOM 4uMCAe N0 OAHOMY 3K3eMnasapy Onucu paen,
OOKYMEHTOB, pPasmeLLaroTca B NOMELEHUM A1 XPAHEHUS YYETHbIX AOKYMEHTOB WM Ha OTAENbHOM
cTennae B paboyeit KoOmHaTe paboTHWKA apxuBa (1L, OTBETCTBEHHOTO 332 apXuB).

BTropow aKk3emniap onucu Aen, 4OKYMEHTOB pasMellaeTcs B apXMBOXpaHMamLe 060cobaeHHO oT
eANHUL, XPaHEeHUA.

128. ApxuBHble y4yeTHble AOKYMEHTbl, KpOMe onucein aen, AOKYMEHTOB, OMUCEN 3/IEKTPOHHbIX
OOKYMEHTOB, MNpeAHasHayaloTca A8 CAYy)KeBHOro no/b30BaHUMA W MOMb30BATENAM APXMBHbIMMU
OOKYMeHTamun <36> He BblAatoTCA.

<36>MyHKT 19 cTtaTtbk 3 PegepanbHOro 3akoHa N 125-03.

129. Yuert nocrtynneHnAa n BblObITHA Aen, JOKYMeHTOB OCYLLeCTBNAETCA Ha OCHOBaHWK:

a) onucu aen, AOKYMEHTOB, ONUCK 3NEKTPOHHbIX AOKYMEHTOB CTPYKTYPHOro nogpasaeneHua u
rofi0BOro pasaesia CBOAHOW ONuncK Aen, AOKYMEHTOB OMMUCU SNEKTPOHHbIX AOKYMEHTOB;

6) HOMeHKNaTypbl AeN NPU OTCYTCTBUM ONMUCEN AeN, LOKYMEHTOB CTPYKTYPHbIX NOApa3aeneHunit;
B) aKTa O TEXHUYECKMX OLUIMBKAX B YYETHbIX LOKYMEHTAX;

r) akTa 06 O6HapyXEHUU [OOKYMEHTOB, He OTHOCAWMXCA K JaHHOMY apXWMBHOMY ¢oHAY,
HeyYTEeHHbIX;

A1) aKTa 0 HeoBHapPYKEHUN aPXMBHbIX OKYMEHTOB, NYTU PO3bICKa KOTOPbIX MCYEPMaHbI;
€) aKTa 0 HencrnpaBUMbIX MOBPEXAEHUAX aPXUBHbIX LOKYMEHTOB;

) aKTa npuema-nepesayv apxvMBHbLIX [OOKYMEHTOB B OPraHM3aumio, OCYLLECTBAIOLLYHO
AeATeNbHOCTb N0 XPaHEeHMUI0 AOKYMEHTOB (peKkomeHayemblit obpasel, NnpuseaeH B npuaoxeHum N 27 K
MpaBunam);

3) adKTa O BblAENEHUN K YHUHTOXKEHUNIO OOKYMEHTOB, HE NoAs1eKalWnX XpaHEHUIO.

130. Ha ocHOBaHWM OOKYMEHTOB, YKasaHHbIX B MyHKTe 129 MpaBun, BHoCATCA Heobxoaumble
n3meHeHuA B 06A3aTeNIbHble aPXMBHbIE YYEeTHblE JOKYMEHTbI:

a) B KHUIYy y4yeTta noctynaneHuna wu BbIObITUSA aen, OKYMEHTOB U B JIUCT d)OH,D,a - Npn KaxXgom
M3MeHEHMN B cOCTaBe N obbeme APXMUBHbIX AOKYMEHTOB,

6) B cnMcoK $OHAOB - MpW NOCTYMAEHMM HOBOIO apxmBHOro GOHZA WAM BbIOLITUM BCeX Aen,
AOKYMEHTOB HaxoAMBLUErocA Ha XpaHeHUW apxmsHoro ¢poHaa. B rpade "OTmeTka o BbIGbITUKM PoHAR"
cnucka GOHOOB YyKasbiBaeTca MecTo (agpec) BbIGbITMA apxMBHOro GoHAA, a TaKKe gaTta U Homep
AOKYMEHTa, Ha OCHOBaHMM KOTOPOrO OH BblibbiN;

B) B peecTp onucen - npun nocrynaeHunun HOBOW OMNUCK WU BbIBbLITUM BCEX eanHUL, XpaHeHuA
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HaxoauBLUeNcA Ha XpaHeHUM onucu. Homep BbibbIBLLIEN OMMCU APYrMM OMUCAM e/, AOKYMEHTOSB,
OMUCAM 3N1EKTPOHHbIX JOKYMEHTOB He MPUCBanUBaETCA M OCTAaeTCA CBOBOAHbIM;

r) B onucu Aen, AOKYMEHTOB, OMUCU 3NEKTPOHHbIX AOKYMEHTOB - MPU KaxKZoM MOCTYMNJAeHUU U
(nnu) BbIOBLITUKM Aen, LOKYMEHTOB, 3/IEKTPOHHbIX aPXMBHbIX ZOKYMEHTOB, YYTEHHbIX B A4aHHOM ONUCH.

COOTBeTCTBYPOLLI,VIe M3meHeHnA BHOCATCA BO BCMOMOTraTe/ibHble apXUBHble y4EeTHble A OKYMEHTbI.

X. OpraHu3auma KOMMNIEKTOBaHUA, XPaHEHUA U YYEeTa 3/IeKTPOHHbIX
APXMBHbIX AOKYMEHTOB

131. HopmaTuBHblEe YCNOBWA XPAaHEHWUA 3/EKTPOHHbIX APXMBHbIX AOKYMEHTOB PEryampytoTcs
3aKoHogaTeNbCcTBOM Poccuiickol ®eaepaumn, noKanbHbIMM HOPMATUBHBIMW aKTaMK FOCYZapCTBEHHOTO
opraHa, opraHa MecTHOro caMmoynpasieHuUs, OpraHM3aumu, yCTaHaBIMBaOWMMM TPeboBaHMUSA:

a) K obecneyeHNIo COXPaHHOCTM SNEKTPOHHbIX apPXUBHbIX AOKYMEHTOB;

6) K NoaAepKaHNIO LOPUANYECKOM 3HAYMMOCTU B TEYEHME YCTAHOB/IEHHbIX CPOKOB XPaHeHUs;
B) K pasrpaHMYeHuIo NpaB AOCTYyNa K 3/IeKTPOHHbIM apXUBHbIM AOKYMEHTaM;

r) K nopsaAaKy npuema-nepeaym 3NeKTPOHHbIX apPXUBHbIX OKYMEHTOB;

A1) K UCNONb30BaHMIO 3NEKTPOHHbIX aPXUBHbIX IOKYMEHTOB;

€) K NCnonb30BaHMIO S1EKTPOHHOM MOAMMUCU MPU aPXMBHOM XPaHEHMMU.

132. XpaHeHMe 3NEKTPOHHbIX apPXMBHbIX AOKYMEHTOB ocylectsaserca B CX34 u (uau) Ha
$u3mnyeckm 060cob1EeHHbIX HOCUTENSIX.

133. MNpwn ocyLwLecTBAEHMN XPAHEHUA SNEKTPOHHbIX apXUBHbIX AOKymeHTOB B CX3/[, opraHM3auum,
32  WUCKAKOYEHMEM OpPraHoOB T[OCYAAPCTBEHHOW BAACTM, OPraHOB MECTHOTO CamoynpaBieHus,
rocyAapCTBEHHbIX U MyHUUMNAAbHbIX OpraHn3auunii <37>, BnpaBe MCNO/1b30BaTb YCAYIU TPETbUX CTOPOH
MO XPaHEHWIO 3NEKTPOHHbIX apPXMUBHbIX JOKYMEHTOB.

<37>Yactb 4 ctatbm 21 GepepanvHoro 3akoHa N 125-93,

134. TpeboBaHWs K pPeKUMY XpPaHEHUS 3SEKTPOHHbIX aAPXMBHbIX nOO0KymeHToB B CX3/
obecneunBatoTca ee cooTBeTCcTBMEM TpeboBaHMAM 3aKoHopaTenbcTBa Poccuitckolt Pepepaunn B
obnactn cos3gaHus, pasBUTUA, BBOLA B SKCMAyaTauMo MHPOPMALMOHHBIX CUCTEM U XPaHEHMA B HUX
UHbopmauumn <38> U cobnogeHnMem npuM  ee  3IKCNyaTauumn TpeboBaHU MHOOPMALMOHHOM
6€30MacHOCTM U 3aWuTbl MHGOpMaLMK <39>,

KoHcynbTaHTlAOC: NpuMeyaHme.
B odumumnanbHOM TEKCTE AOKYMEHTA, BUAMMO, AOMYLLEHA OneYyaTKa: UMeeTca B BUAY NOCTaHOB/IEHME
Mpasutennbctea PP N 676 ot 06.07.2015, a He o1 06.06.2015.

<38> dPepepanbHbiii 3aKoH oT 28 aekabpa 2010 r. N 390-d3 "O 6e3onacHocTU"; NocTaHOBAEHUE
MpasuTenbctea Poccuiickon ®eaepaumm ot 6 utoHa 2015 r. N 676 "O TpeboBaHMAX K NOPAAKY CO34aHMA,
pasBUTMA, BBOAA B 3KCM/yaTauMio, 3KCMAyaTauMuM M BblBOAA M3 3KCMAyaTauMW rOCyAapCTBEHHbIX
MHPOPMALMOHHBIX CUCTEM W AanbHeWWero XpaHeHWa codepskawenca B uMx 6asax AaHHbIX
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nHpopmauum"; noctaHosneHune Mpasutenbctea Poccuiickoit Pepepaummn ot 14 Hoabpa 2015 r. N 1235
"O depepanbHOll rocyaapcTBEHHOM MHGOPMALIMOHHOM cucTeme KoopanHaumn nHdopmatmsauymm”.

<39>CtaTtba 16 ®depepanbHoro 3akoHa ot 27 wutona 2006 r. N 149-®3 "0O6 wuHbopmauuu,
MHPOPMALMOHHBIX TEXHOIOTUAX U O 3almTe nHdopmaummn" (oanee - deasepanbHbiit 3akoH N 149-03);
npukas ®CTIK Poccum ot 11 despana 2013 r. N 17 "O6 yrBepxgeHun TpeboBaHMi O 3awwmTe
MHPopmMauumM, He COCTaBAAOWEN TOCYyAapCTBEHHYIO TaWHy, COAep’Kalleica B rocyAdapCTBEHHbIX
MHPOPMaUMOHHBIX cuctemax” (3apernctpmposaH MuHioctom Poccnm 31 masn 2013 r., perucTpaumoHHbii
N 28608), c MsmMeHeHUAMM, BHECEHHbIMM NpuKazamu PCTIK Poccum ot 15 desBpans 2017 r. N 27
(3apeructpuposaH MuHtoctom Poccum 14 mapta 2017 r., pernctpaumoHHbin N 45933), ot 28 mas 2019 .
N 106 (3apeructpupoBaH MuHtoctom Poccnm 13 ceHTsbpa 2019 r., peructpaumoHHbin N 55924).

lfocymapcTBeHHble OpraHbl, OpraHbl MECTHOTO CamoynpaB/iieHUs W opraHu3aumm ob6AasaHbl
obecneunBaTtb 3aWUTY MHGOPMALIMM U NePCOHaNbHbIX AaHHbIX, cogepxawmxca 8 CX3/, B cOOTBETCTBUM
C 3aKoHoAaTenbcTBOM Poccuiickoit Pepepaumm <40>.

<40>Cratba 16 PegepanbHoro 3akoHa N 149-P3; ctatba 7 PegepanbHOro 3akoHa oT 27 miona
2006 1. N 152-93 "O nepcoHanbHbIX AaHHbIX".

135. CX34 ponkHa 6biTb MHPOPMALMOHHO M PYHKUMOHANbHO coBmecTMma ¢ C3 U MHbIMUK
MHOOPMAUMOHHBIMW  CUCTEMAMWU FOCYAAPCTBEHHOrO OpraHa, OpraHa MEeCTHOro CamoynpaBaeHMs,
opraHmMsaumM, C  COOTBETCTBYHOLMMM MHPOPMAUMOHHBIMX  CUCTEMAMM rocyaapCTBEHHbIX
(MyHMUMNANbHBIX) apXMBOB N YNOJHOMOYEHHbIX OPraHOB UCMNOJHUTE/IbHOM BNAcTU B chepe apXMBHOIO
aena.

136. CX3[, rocynapcTBEHHOrO opraHa [AOJ/I)KHa COOTBETCTBOBATb TPebOBaHMAM K cUCTEMam
3NEKTPOHHOTO [AOKYMEHTOOb6OpOTa M CUCTEMAM XPAHEHUA SNEKTPOHHbLIX LOKYMEHTOB B apXuBax
rocyfapCTBEHHbIX OpPraHoB <41>,

<41> Tunosble GpyHKUMOHaANbHbIe TpeboBaHuMA.

137. CX3[4, c ncnonb3oBaHMEM KOTOPOM OCYLLECTBAAETCA XPaAaHEHUE 3SNEKTPOHHbIX apPXMBHbIX
OOKYMEHTOB B OpraHax MecTHOro cCaMoynpas/ieHUA U OPraHn3aLmaAX, AOKHA BbINOAHATb GYHKLMMK NO:

a) npuvemy SNEeKTPOHHbIX [AOKYMEHTOB Ha apXWUBHOE XpaHeHWe B MOpAAKe, YCTaHOB/EHHOM
nyHKktamu 147, 148, 150 MNpasun;

6) XPaAHEHUIO 3NNEKTPOHHbLIX aPXMUBHbIX OOKYMEHTOB BMeCTe C UX MeTaAaHHbIMHU,

B) Y4YETY 3/IEKTPOHHbIX apXUBHbIX AOKYMEHTOB U NpeaCcTaBAeHUIO YYeTHOW MHPopmaunn B popme,
YyKa3aHHoM B nyHKTe 138 Mpasun;

r) $OpMMPOBaHMIO MPOEKTOB TOLOBbLIX PAa3Ae/NOB OMUCEN 3NEKTPOHHbIX AOKYMEHTOB W WHbIX
06s3aTe/IbHbIX aPXMBHbIX YYETHbIX 4OKYMEHTOB, NPeAyCMOTPEHHbIX NyHKTOM 118 Mpasun;

ﬂ,) pe3epBHOMY KOMMPOBAHUIO U BOCCTAHOBNEHUID 3/IEKTPOHHbLIX apPXWUBHbIX OOKYMEHTOB U WUX
MeTaAaHHbIX;

€) npoBEpKe HaNMuMa W COCTOAHWUA 3NEKTPOHHbIX APXMBHbLIX [AOKYMEHTOB B MNOPALAKE,
npeaycmoTpeHHoOM nyHkTamu 152, 153 MNpasun;

X) co3gaHuio (KonNMpoBaHMIO) U BKAOUYeHWO B CXD[ 3K3eMNAApPOB 3/IEKTPOHHbIX apXMBHbIX
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AOKYMEHTOB U3 UX pe3epPBHbIX 3K3eMNNAPOB B3aMeEH NOoBpPeXAEHHbIX;

3) MPMMEHEHUIO NPOrPaMmmMbl MPOBEPKU TEXHUUYECKOTO COCTOAHUA 3NEKTPOHHbIX AOKYMEHTOB Wt
COXpaHeHMA Pe3ybTaToB NMPOBEPKM B TEYEHNE YCTAHOBIEHHOIO BPEMEHMU;

1) obecneyeHno NPOLLECCOB KOHBEPTALMK, B COOTBETCTBUM C MyHKTamu 154 - 156 Mpasua, u/man
MWUIPaLMK INEKTPOHHbIX apXMBHbIX LOKYMEHTOB BMECTE C UX METafaHHbIMM B Uensx obecnevyeHus
COXPAaHHOCTM W BO3MOKHOCTU MWCMO/Ib30BaHWUA 3/IEKTPOHHbLIX APXMBHbIX [AOKYMEHTOB B TeyeHue
YCTAHOB/IEHHbIX CPOKOB XpPaHEeHUs;

K) (bOpMMpOBaHMI'O NPOEKTOB aKTOB O BblAENEHUN K YHUUTOXKEHUNIO AOKYMEHTOB, HE NoANeXXalWwmnx
XpPaHEeHUIo,

n) dopmmpoBaHUIO yBEAOMAEHUI 0O MCTEYEHUM CPOKOB XPAHEHWUA 3S/EKTPOHHbIX APXMBHbIX
OOKYMEHTOB, YA3a/IeHUI0 BKAOYEHHbIX B CX3[] 31eKTPOHHbIX apXUBHbIX AOKYMEHTOB, B TOM 4yuCie UX
pe3epBHbIX 3K3eMNAAPOB, B COOTBETCTBMW C aKTOM O BblAENEHUN K YHUYTOXKEHUIO OOKYMEHTOB, He
nognexkawmx XxpaHeHuio.

138. CX3/ gonxkHa BbINOAHATb PYHKLUMIO MO CUCTEMATU3ALMUM AAHHbIX 00 3/IEKTPOHHbIX apPXUBHbIX
OOKYMEeHTax B COOTBETCTBMM CO CXEMOM cucTemaTusauum. Cxema cucTemaTus3aumm 3NEKTPOHHbIX
OOKymeHToB B CX3[, BKAOYaeT creayloline YpoBHU (YpOBHM onucaHuA): GoHA, onuch, pasgen
(nogpasgen) onucu (aNEKTPOHHOE A€o0 B COOTBETCTBMM C HOMEHKAATYPOW [AeN), 3/NEeKTPOHHbIN
OOKYMEHT.

Ana npeactaBneHva MHGOPMALMM Ha KaxkAOM YPOBHE MCNOJb3yeTcA apXMBHas yyeTHas dopma
(nanee - AY®), HavMmeHoBaHMA MNOJeN KOTOPOM ANA KaXKOOro YPOBHA OMNWUCAHMA  [OJKHbI
COOTBETCTBOBATb OCHOBHbIM (06A3aTe/IbHbIM) YYETHbIM AOKYMEHTAM.

139. C34 v CX3[ po stana nepefayn Ha XpaHeEHMe [AOKYMEHTOB B rOCYAapCTBEHHble
(MyHMUMNANbHbIE) apXMBbI MOTYT GOPMUPOBATHL U3 /EKTPOHHbIX JAOKYMEHTOB M 3NEKTPOHHbIX KOMUi
LOKYMEHTOB 3/1EKTPOHHbIE Aena.

140. Nepepaya 31EKTPOHHBIX aPXMBHbIX LOKYMEHTOB NMOCTOAHHOTO, BpemeHHoro (csbiwe 10 ner),
B TOM 4uCfe MO JIMYHOMY COCTaBY, Ha apXMBHOE XPaHEeHMe OCYLLEeCTBAAETCA B NOpAAKe U B CPOKM,
YCTaHOBAEHHble NyHKTOM 47 lMpasun.

141. DNEeKTPOHHbIA apXMBHbIA AOKYMEHT, NepeaaBaemMblii Ha apXMBHOE XpaHEeHWe, COCTOUT U3
cnenyroLmx CTPYKTYPHbIX 31€MEHTOB:

a) dpaitn 0OCHOBHOM YacTW 3NEKTPOHHOTO A0KYMeHTa (B dopmaTte PDF/A);

6) dalinbl NPUNONKEHUIA K ISNEKTPOHHOMY [AOKYMeHTY B dopmaTax, npeaHasHayeHHbIX A4
TEKCTOBbIX, Tab/NMUHbIX, rpadUUECKUX U CTPYKTYPUPOBAHHbIX AAHHbIX, ayAMOBU3YyasbHbIX LOKYMEHTOB
(npu Hannuum);

B) palinbl aneKTpoHHOM(bIX) nognucu(ei) (npu Hannunu);

r) ¢ain onucaHuA, coAeprKallero PerucTpaLMoHHO-yYeTHble cBeAeHuA <42> 0 [AOKyMeHTe
(meTapaHHble).

<42>MyHKT 3.13 Tunosbix GYHKLMOHANbHbIX TPeOOBaHMUN.

B ¢aiin onucaHus Kaxkgoro 3/1eKTPOHHOrO apXMBHOTMO AOKYMEHTa AOJ/IKHa ObiTb BK/IOYEHA
cnegytowan MHopmaLms:
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a) gaTa v perncTpaunoHHbIN HoMep;
6) sna;

B) 3ar0/I0BOK K TEKCTY WM aHHOTaLMS;
r) cBeleHMA 0 peXxnume A0CTyna;

,D,) cBegeHnAa o cornacosaHnMmM n nopyyvyeHuAa (pesomou,mm) B C/ny4yae, eC/1 yKa3aHHaA MH(I)OpMaLI,MH
He NpeacrtaBaAeTcA CaMoOCTOATE/IbHbIMU CbaﬁﬂaMVl,'

e) pesynbTaT NPOBEPKU 3/IEKTPOHHOM NOANUCHK (3NIEKTPOHHbIX Noanucen);
X) 06wmii 06vem daitnos (B HaliTax);

3) HaMmeHoBaHMA $annos, AaTbl M BPEMA UX NOCAeAHEro N3MeHeHuA, obbem B baiiTax, popmaTbl
daiinos;

1) UHAEKC Aena No HOMEHKAaType Aen;

K) 3aroNoBOK fiena No HOMeHKNaType aen;

N1) CPOK XpaHeHus;

M) AOMNONIHUTENbHAA HECTPYKTYpPMpPOBaHHaA MHPopMaLUa (KOMMeEHTapuii, NpumedaHue);
H) HOMepa cBA3aHHbIX ONucen Aen, HoOMep Aesa No onucK aen.

142. NMocne 3aBepuweHna BegeHuA 6a3 AaHHbIX MHd)OpMaLI,MOHHbIX cuctem obecneuymBatoTcs
Bbl60p M BbIFPy3Ka AaHHbIX, noanexXawnx XpaHeH1to, B NporpaMmHO-HE3aBUCMMOM d)opN\aTe, KOTOpble
YYUTbLIBAKOTCA KaK eAnHULUa XPaHEHNA U NepeaatoTCA Ha apXnUBHOeE XpaHeHue.

143. DneKTPOHHbIE OOKYMEHTbl NepeaatdTcA Ha apXMBHOE XpaHeHWe nocpeacTtsom
MHPOPMALNOHHO-TENEKOMMYHUKALUMOHHBIX CeTeli No 3allMWeEeHHbIM KaHanam cBA3M M (MaM) Ha
dunsnyeckm 060cob1eHHbIX HOCUTENSX.

DNEKTPOHHbIE apPXMBHbIEe AOKYMEHTbI (MW UX PErUCTPALMOHHO-YYETHbIE CBeAEeHUA (MeTagaHHbIe)
B ciaydyae, ecanm CX3[ nasnaetca noacuctemoin C3M) nepepatotrca B CX3O no uHdOpPMaULUOHHO-
TENIEKOMMYHUKAUNOHHbIM ceTAM 13 C3/[], MHbIX MHPOPMALMOHHbIX CUCTEM.

DNEeKTPOHHblE apXMBHbIE AOKYMEHTbI, NepefaBaemble Ha apXWMBHOE XpaHeHWe Ha ¢PUanyvecku
060CO0/IEHHbIX HOCUTENAX, NoasiexaT BKAodeHuto B CX3[. [danbHelwee XpaHeHWE 3/1EKTPOHHbIX
ApPXMBHbIX [OKYMEHTOB Ha ¢U3NYecKM 060COBNEHHBIX HOCUTENAX AOMYCKAeTca B CAyvyae, €ciu
OOKYMEHTbI He TpebyloT NoAdeprKaHMA MX IOPULANYECKON 3HAUYMMOCTU, UMEIOT OrpaHMYEHHbIA 4OCTYynN
WAn ocylecTBaeHune nx xpaHeHna B CX3/1 HEBO3MOXKHO.

144, Nopanok npuema-nepenaym 31eKTPOHHbIX apPXUBHbIX AOKYMEHTOB BHYTPU rocyAapCcTBEHHOro
OpraHa, opraHa MecTHOro camoynpas/ieHUA, OPraHM3aLnmn, U MeXay UX TeppUTOpPUasIbHbIMMU OpraHamm
M NoABEAOMCTBEHHbIMM OpraHM3auMAMM A0MKeH ObiTb YCTaHOBAEH NOKA/IbHbIMM HOPMATUBHbBIMM
akTamMuM, B TOM uuC/e OMnpeaensioMmMi npaBa A[OCTyna pPaboTHWKOB  (rocyZapCTBEHHbIX,
MYHUUMNANbHbIX CAYXAWMX) K 3SNEKTPOHHbIM aPXMBHbIM AOKYMEHTAM, YYETHbIM M CMPaBOYHO-
MOWMCKOBbIM CUCTEMAM; NPU B3aMMOAENUCTBUN MEXKALY OpraHM3auMaMM - JOTOBOPaMU (CornalleHnamm)
06 MHPOPMALIMOHHOM B3aUMOAENCTBUM.

145. DNeKTPOHHbIE apXMUBHble AOKYMEHTbI Ha GU3NYECKM 060COBNEHHbIX HOCUTENAX NepeaatoTcs
B OAHOM 3K3emnnspe (npu otcytctBum CX3[, - B ABYX) B YNAKOBKE, PeKOMEeHO0BaHHOWN
npousBoguTenamMmmn Hocutenei. Jiueesas cTtopoHa o6n0XKu (dyTnapa) ¢usmyeckn obocobneHHoro



HocuTeNnA cHab)KaeTcsa Ap/bIKkom (BKNadblwem), Ha KOTOPOM YKa3blBaeTcA:

a) HauMeHoBaHWe rocyapCTBEHHOro opraHa, opraHa MecTHOro camoynpas/ieHus, opraHM3aLmm
(nonHoe, coKpalyeHHoe (Npu Hannuuu);

6) Homep doHAa;

B) HOMEpP UM COBOKYMHOCTb HOMEPOB ONUCEN 3NEKTPOHHbIX AOKYMEHTOB;

r) Homep UNM COBOKYNHOCTb HOMEPOB Aen Mo ONUCK (ONUCAM) 3NEKTPOHHbIX IOKYMEHTOB;

[) KpaitHMe AaTbl AOKYMEHTOB, 3aMMCaHHbIX Ha pU3NYeCcKM 060CO6NEHHDBIN HOCUTEND;

e) AonoNHUTENbHblE OTMETKM 06 OrpaHNUYeHMM A0CTyNa K AOKYMeHTam (npu HeobxoammocTu).

146. SNeKTpPOHHble ApPXUBHblE AOKYMEHTbl BK/AKOYAKOTCA B OMUCU INEKTPOHHbIX OOKYMEHTOB, K
KOTOPbIM COCTaBAAOTCA peecTpbl GpaliNoB 3/1eKTPOHHbIX 4OKYMEHTOB.

OnucK aNeKTPOHHbIX LOKYMEHTOB COCTaBAAOTCA B NOPAAKE, YCTaHOBAEHHOM MyHKTamu 23, 25, 27,
28 lMpasunn.

lpadbl ONUCK 3NEKTPOHHbIX AOKYMEHTOB BKAOYalOT B ceba:

a) HOMep 3N1EKTPOHHOIO apPXUBHOTO AOKYMEHTA (e AUHULIbI XPaHEHMA) No onucu;
6) MHAEKC Aena No HOMeHKNaType aen;

B) 3ar0/10BOK Ae/fia N0 HOMEHKAaType aen;

r) BMA, 3arofoBoK;

[) perncTpaunoHHbIi HOMeEpP AOKYMEHTa;

e) paTy I0KYMEHTa;

) YKa3aHMe Ha KaTeropuio SOKYMEHTOB (MOCTOSHHOrO CPOKa XpaHeHus, BpemeHHoro (cebiwe 10
NeT) CPOKa XpaHeHUs, NO IMYHOMY COCTaBY);

3) CPOK XpaHeHwus;
W) NpUMeYaHus.

B peectpax ¢aiinoB 3/1EKTPOHHbIX [AOKYMEHTOB YYMTbIBAE€TCA KaxAablii daiifl 3NeKTPOHHOro
apXMBHOro AOKYMeHTa (B TOM umcie ¢ail KOHTeWHepa 3/NEeKTPOHHOIO AOKYMeHTa (Npu Hanauuuu) c
yKasaHMeM ero Homepa Nno Onucu, HoOMepa Mo peecTpy, HaMmeHoBaHMA daitna, AaTbl U BPEMEHW €ro
nocnefHero M3MeHeHUA NP NOCTynNaeHnn B apxme, obbema B bainTax, dopmara.

PeecTpebl cbaﬁnos 3/N1EKTPOHHbIX JOKYMEHTOB COCTABNAKOTCA N XPAHATCA B 3/IEKTPOHHOM BUAE.

CI'IpaBO‘-leIﬁ annapat ONMUCU INEKTPOHHbLIX AOKYMEHTOB COCTAaB/IAETCA B COOTBETCTBUU C MYHKTOM
70 Mpasun. B npegmcnoBum K ONUCU INEKTPOHHbIX AOKYMEHTOB [OMNOJIHUTE/IbHO YKa3blBAKOTCA
HanmeHoBaHWe 1 BepCnA nNporpaMmmHoOro O6€CFI€‘-I€HVIFI, C ncnonb3oBaHNem KOTOpPOro 6b11m CO34aHbl
INIEKTPOHHbIE OOKYMEHTbI, U HAMMEHOBAHNE NPOrpamMmmHOro O6€CI'IE‘-IEHVIFI, npegHasHa4eHHoOro gna mx
Bocnpoun3seneHuA.

147. Npn npueme-nepenade B CX3/ AOMKHbI BKAOYATHCA:

a) 9N1EKTPOHHbIE apPXUBHbIE AOKYMEHTbI;



6) perncTpaumMoHHO-yYeTHble CBeAEHUSA (MEeTaAaHHbIe) 3NEKTPOHHbIX aPXMBHbIX JOKYMEHTOB;
B) PErMCTPALMOHHO-YYEeTHbIE CBeAeHMNA 06 3N1EKTPOHHbIX Aenax;
r) perMcTpaumoHHo-y4YeTHble CBeAEHUA 06 ONUCAX SNEKTPOHHbIX AOKYMEHTOB.

PerncrtpaumMoHHo-y4eTHble cBegeHua (MeTagaHHble) BKAtoyaloTcs B AYD B COOTBETCTBUM C
nyHKkTom 141 MpasuA.

148. Mpu nocTynneHMn 3NeKTPOHHbIX AO0KymeHTOoB B CX3[, ocyuwectsnaeTca aBTOMaTUYecKasA
npoBepKa:

a) Hannuua Bcex GailnoB, COCTaBAAIOLWMX 3/EKTPOHHbLIA  AOKYMEHT; HeobxoauMbIxX
PEerncTpaLnoHHO-yYETHbIX CBeAeHUI (MeTaaaHHbIX) 06 3NEKTPOHHbIX AOKYMEHTaX, SN1eKTPOHHbIX Aenax
Nno HOMeHKNaType aen;

6) paliNnoB 3NEKTPOHHbIX JOKYMEHTOB U (aliioB ONUCEN SNEKTPOHHbIX AOKYMEHTOB Ha Ha/aunuue
BPEA0HOCHOro NporpaMmHOro Koaa;

B) Hanynma B METAAAHHbIX OOKYMEHTa CBEAEHMVI O nposepke nNOA/MHHOCTU SJ'IEKTpOHHOﬁ
noanucu nepegaBaemoro 3/1IEKTPOHHOINo AOKYMeHTa Ha MOMEHT ero noanncaHnAa 1 (VU'IM) nony4vyeHuaA.

PaboTHMKOM apx1Ba (NMLOM, OTBETCTBEHHbIM 33 apXMB) OCYLLECTBASAETCA BbIGOPOYHAsA NPOBEpPKa
(He meHee 1% OT NOCTYNUBLUMX 3/IEKTPOHHbIX [AOKYMEHTOB) BOCMPOU3BOAMMOCTU 3/EKTPOHHBIX
OOKYMEHTOB (NpW OTCYTCTBUM BO3MOXHOCTM aBTOMATUYECKOWM MPOBEPKU BOCNPOM3BOANMOCTH).

Mpun Nnpreme 3NEeKTPOHHbIX APXMBHbIX AOKYMeHTOB M3 C3/] B CX3/] aBTOMaTMYeckn dopmupyeTca
yBegomneHune (TexHmyeckoe cooblieHme) o npueme, Kotopoe HanpasaseTca B CI/.

Mprvem He OCYWECTBAAETCA B C/y4ae, €CAU MpPU TMPOBEPKE BbIIBIEHbl HEMOJIHOTA COCTaBa
PEerncTpauMoHHO-YYETHbIX CBegeHU (MeTagaHHblX), pasanunme WHOOPMALMM B 3/1EKTPOHHOM
OOKYMEHTE M B  PErucTpauMoHHO-yYETHbIX CBegeHuAX (MeTafaHHbIX), HeBOCMNPOM3BOAMMOCTb
3N1EKTPOHHbIX [OKYMEHTOB, HaAuuMe BPEAOHOCHOTO NporpaMmHoro obecneyeHuns (BUpycoB),
dopmupyetca yBegomaeHune (TexHuyeckoe coobuleHne) ob owmnbke. YBegomneHue (TexHuyeckoe
coobuieHne) 06 olNBKe NepecbinaeTca OTNPABUTENIO 418 BHECEHUA UCNPABAEHUA.

149. Mpu NOCTYNNEHUU 3SNEKTPOHHbLIX AOKYMEHTOB Ha $U3MYECKM 0060COBSIEHHbIX HOCUTENSAX,
Kpome MpPOBEpPOK, YKasaHHbIx B NyHKTe 148 [lpaBu/a, ocylecTBnAeTcA NpoBepKa (U3MYECKOTo WU
TEXHWUYECKOrO COCTOAHUA HOCUTENEeN.

150. Mpwn BKAHOYEHUWU 3SNEKTPOHHbLIX AOKyMeHTOB B CX3[l B 3neKTpoHHOW dopme yyeTa
NOCTYNAeHUs 1 BblBbITUA A0MKHA GUKCMPOBATLCA Caeaytowan MHbopmaLma:

a) AaTa NOCTYN/AEHUA 3NEKTPOHHbIX aPXUBHbIX LOKYMEHTOB (€ANHULL XPaHEHMSA);

6) HaMMmeHoBaHMe rocyJapcTBEHHOro opraHa, opraHa MecTHOro CamoynpaBAeHus, OpraHn3aunm
(cTpyKTypHOro nogpasgeneHuns), OT KOTOPbIX MOCTYNWAM 3NEKTPOHHbIE [AOKYMEHTbl (eAuHMLb
XpaHeHus);

B) HAaUMEHOBaHWe, HOMep U AaTa AOKYMEHTa, MO KOTOPOMY MOCTYNUAN 3NEKTPOHHbIE apXUBHblE
OOKYMEHTbI (eAUHULbI XpaHEeHUs);

r) yKasaHue Ha KaTeropmio CPOKa XpaHeHUs nepesaBaemblX 3/1EKTPOHHbIX aPXMBHbIX AOKYMEHTOB
(eanHML XpaHeHMA) (NOCTOAHHOMO CPOKa XpaHeHUs, BpeMeHHoro (cBbiwe 10 feT) cpoKa XpaHeHus, no
NIMYHOMY CcOCTaBy);

ﬂ,) YKa3aHue Ha CPOK XpPaHEHNA SNEKTPOHHbIX apPXMNBHbIX AOKYMEHTOB;



€) KO/IMYecTBO NnepenaBaeMbiX 3/IEKTPOHHbIX OOKYMEHTOB (e4MHMUL, XpPaHEHMA) U KONMYECTBO
OTHOCALLMXCS K HUM dalinoB";

X) YyKasaHue A0/MKHOCTM, $amuauM UM MHULMaNoB  pPaboTHMKa  (rocyaapcTBEHHOrO,
MYHULIMNANbHOTO CAYXallero), nepeatolero A0KyMeHTbI;

3) YyKasaHuMe JO/KHOCTM, damuamMm UM MHUUMANOB  paboTHMKA  (rocygapCTBEHHOrO,
MYHUUMNANbHOTO CAYXKaLLLEro), NPMHUMAOLWETO AOKYMEHTbI;

1) ccbiNkn Ha AY® B CXI .

151. Mpwu XxpaHEHWUM INEKTPOHHbIX ZOKYMEHTOB Ha PpU3MUeCcKn 060CO06NEHHbBIX HOCUTENAX LOKHbI
cobntopatbea cneaytoume TpeboBaHua:

a) NpUMeHeHMe HoCUTeNel, TEeXHUYECKME XapPaKTEPMUCTMKM KOTOPbIX MO3BOAAIOT obecneynTb
AONTOBPEMEHHOE XpaHeHne nHdopmaunm;

6) paspenbHoe xpaHeHWe GpU3NYECKM 060COBNEHHbIX HOCUTENEN 3/IEKTPOHHbIX JOKYMEHTOB U
OOKYMEHTOB Ha WHbIX BWAAX HocuTenei. Pasmellaemble Ha cTennaxkax, MoaAKax ¢Gu3anyeckn
060co6/1eHHble HOCUTeNN pacnoNaratoTca B NopAaKe, NpeaycMoTPpeHHOM NyHKTOM 96 Mpasua.

OnAa xpaHeHuna ¢M3MHECKM 060cobneHHbIX HocuTeNeln 31EKTPOHHbIX AOKYMEHTOB MeTaN/In4yeCkune
cTtennaxwu, LLIKa(I)bI n KOHTeﬁHepbl C MArHMTHbIM paGOLIMM C/I0EM UCMONIb3YHOTCA TOJZIbKO NPU YCNOBUN UX
pa3dmarHmn4mBaHmA U 3a3emnieHunA.

152. TMpoBepka HANMUMA U COCTOAHUA SNIEKTPOHHbIX aPXMBHbIX AOKymeHTOB B CX3[
OCYLLECTBNIAETCA B aBTOMATUYECKOM pexkume. ExeroaHo paboTHMK apxuBa (1MLO, OTBETCTBEHHOE 3a
apxuB) nposepsieT NpoToKosbl CX3[l Ans WCKAYEeHMA HeCaHKUMOHUMpPOBaAHHOro Aoctyna wn (naum)
M3MEHEHMA 3/IEKTPOHHbIX APXMBHbIX LOKYMEHTOB M MX METAfAHHbIX, OCYLLECTBASET BblIOOPOYHYIO
NPOBEPKY BOCMPOU3BOAMMOCTM  3SJIEKTPOHHbLIX apPXMBHbIX OOKYMEHTOB. Pe3ynbTatbl nNpoBepku
duKenpytotca B AY® CX3/1, cooTBeTCTBYIOWEN POpME aKTa MPOBEPKN HANMNYUA U COCTOAHUS aPXUBHbBIX
[OOKYMEHTOB CO CCbI/IKOM Ha AY®D onncen aNeKTPOHHbIX 4OKyMmeHToB B CX3/1.

153. lpoBepKa HaAMUMA 3NEKTPOHHbIX APXMBHbIX AOKYMEHTOB Ha ¢u3nyeckn 060cobaeHHbIX
HOCMTENAX OCyLLecTBAseTcA pa3 B 5 feT. B xo4e NpoBepKM NPOBOAMTCA BU3YasibHbIM U TEXHUYECKMIA
KOHTPO/b PU3MYECKOTO U TEXHUYECKOrO COCTOSHMA, OCYLLECTB/SETCA MNpOorpammHas NpoBepKa
3aNUCaHHbIX Ha HOCUTENb 3/IEKTPOHHbLIX apPXMBHbIX AOKYMEHTOB Ha HaaAuuMe BPeAOHOCHbIX
KOMMbIOTEPHbIX MPOrPamM, BbIABAAIOTCA W YYMTbIBAIOTCA I/JEKTPOHHbIE apPXUBHbIE AOKYMEHTbI,
Tpebytowme MUrpaLmmn <43> Ha HOBblE 3/IEKTPOHHbIE HOCUTEN.

<43>Pasgen 7"TOCT P NCO 13008-2015. HaumoHanbHbIM cTaHaapT Poccuitckoit degepauum.
NHbopmauma n gokymeHTaumsa. Mpoueccbl KOHBEPCUN U MUFPALMU 3NEKTPOHHbIX OKYMEHTOB" BBEAEH
B AelicTBMe npukasom PocctaHaapTa ot 21 mona 2015 r. N 924-ct. (M.: CraHgaptuHdopm, 2016).

154. NMpun o6HapyKEHUM U3MEHEHUIN GU3NYECKOTO COCTOAHMUA HOCUTENEN INEKTPOHHbIX apPXMBHbIX
OOKYMEHTOB WM NPU  HEKOPPEKTHOM BOCMNPOM3BEAEHUM ISNEKTPOHHbIX apPXMBHbIX [AOKYMEHTOB
(HeBO3MOKHOCTM BOCNpoM3BeAeHUA), OBHapPYyXeHUU BPEAOHOCHOrO MPOrpaMmMHOro Koaa paboTHMK
apxuBa (N1Uo, OTBETCTBEHHOE 33 apXMB) NO PeLleHMI0 PYKOBOAUTENA rOCYAaPCTBEHHOro opraHa, opraHa
MECTHOr0 CaMoynpaBAeHMWs, OPraHn3aLUMM AN YNONHOMOYEHHOTO UM UL A0XKEH NPOBOANTL PaboTy
MO BOCCTAaHOB/IEHWUIO OOKYMEHTa C PEe3epBHOro 3K3emnaapa, No MUrpauum u (Mam) KoHeepTauuu
3/1EKTPOHHbIX apPXMBHbIX AOKYMEHTOB Ha HOBble HOCUTENM U B Haubosiee pacnpocTpaHeHHble popmaTbl
(dopmarTsbl, BoCnpounsseaeHne GpaitioB B KOTOPbIX Nogaepunsatorca CX3).

155. Mpu ocyLLecTBAEHUN MUTPALUN U (MIU) KOHBEPTALMKN SNEKTPOHHbIX apPXMBHbIX JOKYMEHTOB
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OO/MKHbI 6bITb  0becrneyeHbl ayTEHTUYHOCTb, [OCTOBEPHOCTb, LENOCTHOCTb W MPUrOAHOCTb  ANA
NCMONb30BaHUA MHPOPMAaLIMK, COAEPIKALLENCA B INEKTPOHHbBIX apPXMBHbIX AOKYMEHTaX.

Mo pe3ynbTaTaM KOHBEPTaLUMM [OJIKEH NPOBOAUTLCA BU3YasibHbIA KOHTPO/Ib COOTBETCTBMUA
KOHBEPTMPOBAHHbIX 3/1EKTPOHHbIX APXMUBHbLIX AOKYMEHTOB 3/1€KTPOHHbLIM apXUBHbIM AOKYMEHTAM,
noaBepriinMca KoHBepTauum (NpoBepKa ayTEHTMUYHOCTM), MPOBEPATLCA MOJIHOTA MX coaepyKaHusa. Mo
3aBeplUEeHMM KOHBepTauuM UCXOAHble ¢alibl 3/EKTPOHHbIX apXMBHbIX JOKYMEHTOB [AOJIKHbI
COXPaHATLCA Ha NPOTAXKEHUN HE MEHee 0HOro roaa.

156. ®akTbl KOHBepTauuM QUKCUMPYIOTCA B aKTe KOHBEPTALUMM 3/IEKTPOHHbIX apPXMBHbIX
OOKYMEHTOB (pekomeHAyemblit obpaseu, npueedeH B npuaoxkeHun N 28 K lMpasuniam), KoTopbli
nprobLaercs K geny poHaa.

Bce wu3MeHeHMA B perncTpaumMoHHO-YYeTHbIX CBefeHuAX, npousowealine B pesynbraTte
KOHBEPTALUMM M MUFpPaLMU, BHOCATCA B peecTpbl $HallNoB 3NEKTPOHHbIX AOKyMeHTOB, AY® CX3[
paboTHMKOM  (rocyAapCTBEHHbIM, MYHUUMNAAbHbIM  CAYXKaLWMM), NPOM3BOAMBLUMM  YKasaHHble
Aencreums.

157. PesynbtaTbl NPOBEPKU HANMYMA U COCTOAHMUA SNEKTPOHHbLIX APXUBHbLIX OOKYMEHTOB Ha
dunsnyeckm 060cob6AEHHBbIX HOCUTENAX U HELOCTATKU, BbIABAEHHbIE MPU NPOBEPKE HANNUNSA U COCTOAHUSA
3NIEKTPOHHbIX aPXMBHbIX [AOKYMEHTOB, OGUKCUPYIOTCA B COOTBETCTBYIOLMX QaAKTAXx B MOpALKe,
yCcTaHoBAeHHOM nyHKTOM 103 lMpasumn.

158. DNeKTPOHHble apXMBHble AOKYMEHTbI, CPOKM BPEMEHHOIr0 XPaHEHWUA KOTOPbIX MCTEKM,
NoANexKaT BblAE/IEHUID K YHUUTOXKEHUIO B COOTBETCTBMU C NyHKTamu 23, 26 - 28 lpasua, nocne yero
NPOBOANTCA UX GUINYECKOE YHUUTOXKEHUE U YHUUTOXKEHNE NPOrPAaMMHO-TEXHUYECKMMM CPeaCcTBaMM.
YHUUTOXKEHNE 3INEKTPOHHbIX [AOKYMEHTOB QUKCUPYETCA B aKTe O BbIAENEHUM K YHUYTOXKEHUIO
OOKYMEHTOB, He nognesKalmx xpaHeHuto. B CX3[, gonkHbl oCTaBaTbCcA MHbOpMaLMsa 06 MHAEKCAX U
3aro/IoBKax 3/IEKTPOHHbIX Ae/, NOPSAAKOBbIX HOMepax (M0 OMMCKM 3NEKTPOHHbLIX JOKYMEHTOB), AaTa U
PEerucTpPaunoHHbIN HOMEP aKTa, MO KOTOPOMY OHU ObIZIN YHUUTOMXKEHDI.

XI. NogroroBKa gen, coaepralmnx A0KYMEHTbl Ha BymaxkHom
HOcUTele U 3IEKTPOHHbIE AI0KYMEHTbI K Nepepaye B apxus
(cTpyKTypHOE noppaspeneHue, ocyLeCcTBAAIOLEE XPaHEHUE
APXMBHbIX J,OKYMEHTOB)

159. B cny4yae ecnn AOKYMEHTbl Aena, OTHECEHHOro K OAHOMY MHAEKCY W 3aroJIoBKYy gena no
HOMEeHKNaType Aen, npeactaBfieHbl Ha BymarKHOM HocuTene U B GopmMe 31EKTPOHHbIX AOKYMEHTOB,
OOKYMEHTbl Ha BymarKHOM HocuTene noanexkaT ouMbpOBKE M BKAIOYEHUIO B 3/IEKTPOHHOE Aeno Ha
atane ero ¢GOpmMMpPOBaHMA B AE10NPOM3BOACTBE. INEKTPOHHbIE AOKYMEHTbI M 3/1EKTPOHHbIE KOMUU
OOKYMEHTOB Ha OyMa)KHOM HOCUTeNe COCTaBAAT NepBbl (OTAENbHbIN) TOM Aena, AOKYMEHTbl Ha
6ymaxkHOM HocuTesle GOPMUPYIOTCS BO BTOPOM U Noc/ieaytowme Toma.

160. DNeKTpOHHble KONWWU AOKYMEHTOB, CBA3aHHbIE C 3/IEKTPOHHLIMM Ae/faMM, YKasaHHbIMU B
nyHkte 159 Mpasua, nognexaT nepefadye Ha apXMBHOE XpaHeHue. Kaxpasa 3/71eKTPOHHas Konua
AOKYMEHTa, CBA3aHHAA C 3/IeKTPOHHbIM Ae/I0M, YKa3aHHbIM B NyHKTe 159 MpaBuA, A0/XKHA COCTOATh U3
cnenyroLmx CTPYKTYPHbIX 3/1€MEHTOB:

a) $¢ainNoB 3NEKTPOHHbIX KOMUIA AOKYMEHTa Ha ByMarKHOM HOCUTENle U MPUNOXKEHUI K Hemy (npu
Hannunm) B popmate apxmMBHOro xpaHeHusa PDF/A,;

6) ¢ann onucaHuA, copeprKallero PerncTpauMoHHO-yYeTHble CBEAEHUS O [AOKYMeHTe
(MeTagaHHbIE) U MHPOPMALMIO O KOMUIMHOCTU AOKYMEHTA.

161. ®ain onucaHMA 3N1EKTPOHHOW KOMWW AOKYMEHTa, CBA3AHHOM C 3/1IEKTPOHHbIM AEe/I0M,



YKa3aHHbIM B NyHKTe 159 lMpaBun, Kpome AaHHbIX, YKa3aHHbIX B NyHKTe 141 Mpasun, BKAOYaeT B cebs
OAHHbIE O TOM, YTO NepesaBaeMblil JOKYMEHT ABAAETCA KOMUEN.

162. [lena (Toma gena), BKAOYAOLWME AOKYMEHTbl Ha 6GymarKHOM HocuTene, B TOM 4ucie
3NIEKTPOHHbIE KOMUWN AOKYMEHTOB, U 3NEKTPOHHbIE AOKYMEHTbI, CBA3AHHbIE C 9/1IEKTPOHHBIMWU AelaMM MO
HOMEHKNaType pnen, BHOCATCA B ONUCK AeN, AOKYMEHTOB, OMWUCKM 3NEKTPOHHbIX AOKYMEHTOB B
COOTBETCTBUM C BUAOM UX HocuTens. B rpade "MpumedaHma" onncelt 0TParkaloTCA CCbIIKM Ha apXMBHble
Wwindpbl TOMa (TOMOB) Aena Ha APYyrom HocuTesne.

B npegncnoBuAax K onucam agen, LOOKYMEHTOB, 3/1EKTPOHHbIX OOKYMEHTOB YKa3blBaeTCA
MHd)OpMaLI,MFl O CBA3aHHbIX ONUcCAX.

Xll. OpraHusauumm xpaHeHUA, KOMNJIEKTOBaHMA U yyeTa
ayAMOBU3Ya/IbHbIX JO0KYMEHTOB

163. AyauoBusyanbHble OOKYMEHTbl MOCTOAHHOIO W BpemeHHoro (cebiwe 10 neT) cpokos
XPaHEHWsA BKAOYAKOTCA B apXUBHbIA GOHA,

[na ayamoBusyasibHbIX JOKYMEHTOB, ABAIOLLMXCA MPUIOKEHUAMU K YNPaBAEHYECKUM N MHbIM
JOKYMEHTaM C YCTaHOB/IEHHbIMU CPOKaMU XPaHEHWA, YCTaHaB/IMBAKOTCA TE e CPOKU XpaHeHU .

164. K ayanoBusyanbHbiM [OKYMeEHTamM OTHocATcA ¢OTo-, ¢$OHO-, BUAEOAOKYMEHTbl Ha
TPAAMUMOHHBIX HocuTenax (dboTobymara, NAEHKM, MarHUTHble JIEHTbl WU MarHUTHble HOCUTENU) W
3/IEKTPOHHbIE ayANOBU3YyaNbHble AOKYMEHTbI.

EanHUUamMm xpaHeHua ayaAnoBmn3yasbHbIX JOKYMEHTOB ABNAOTCA:

a) BMOEOAOKYMEHTOB - ¢pusnyeckm 060CO6AEHHbIN PYNOH MarHUTHOM NeHTbl WAKU KacceTa C
3anuncblo n3obpasnTenbHOn U (MAK) 3BYKOBOM MHPOPMaLMKN, PasMeLLEeHHbIN B KOpobKe, dyTaspe mau
btoKce;

6) $OoTOAOKYMEHTOB - Ppusnyeckm 060cobeHHbIN Kaap, HECKO/IbKO KaJpoB NaHOPaMHOMN CbeMKM,
oTAeNbHbIN PpoToOoTNEYaTOK, GoToaIbOOM, pasmeLLeHHblE B KOHBEPTE, KOPOOKE;

B) GOHOAO0KYMEHTOB - HM3NYeCcKM 060cob61eHHaas MarHUTHaA JIeHTa, KacceTa C 3anucbio 3BYKOBOW
MHbOPMaLUUK, pasmeLleHHan B KOHBEPTE, KOpPobKe, pyTaape Unu BIoKce;

r) 3N1eKTPOHHbIX ayANOBU3YaNbHbIX JOKYMEHTOB - 3/IEKTPOHHAA eAMHULA XPaHEHUSA, COCTOALLAA U3
COBOKYMHOCTU 3/IEKTPOHHbIX [AOKYMEHTOB, WAM OAMH 3NEKTPOHHbIA OOKYMEHT, COoAep:Kalmi
ayAMoBM3yanbHyo nHbopmaumio.

165. JNeKTPOHHbIV ayAnOBM3YasbHbI AOKYMEHT COCTOMT U3 daiifia 3N1eKTPOHHOIO AOKYMEHTa M
daitna metagaHHbix. Mpu HeobxogumocTM B cocTaB $ali/ioB 3/IEKTPOHHOIO ayAMOBM3YanbHOO
OOKyMeHTa BKtoYaeTcA ¢ain 3K3emnasapa 3/MeKTPOHHOro AOKYMEHTa, NOJIyYEHHOro B pe3yabTaTte
KOHBepTaumu, u Gpaiin ero metagaHHbIX (Npu Hannuum).

B meTagaHHbIX MNOJYyYEeHHOro B pe3ysibTaTe KOHBEpPTauMM 3/eKTPOHHOrO ayAvoBU3YasbHOMO
OOKYMEHTa A0NXKHbl COAEpPXKaTbCA AaHHble O TOM, YTO daia, NONYYEHHbIA B pe3ynbTaTe KOHBEpTaLuu,
ABNAETCA KONnewn.

3}1€KTpOHHbIe ayaAnoBuM3yasibHble JOKYMEHTbI NepeaaroTCA Ha apXxnBHOE XpaHeEHKME B d)opmaTax, B
KOTOPbIX OHWN CO34aHbl U (VIﬂM) MCnonb3oBanAuCb 40 nepegayn. B npouecce nepefaym Ha apxmBHoOe
XpaHeHne npoBepAeTCcAa BO3SMOXHOCTb UX BOCNpousseaeHUA.

B Cc/ly4ae HEeBO3MOXHOCTKU BOCNpounsseaeHUA 3SNEKTPOHHbLIX ayaunoBU3Yya/ibHbIX OOKYMEHTOB
TEXHNYECKMMU CcpeacTtBamn U nporpamMmmHbIm obecneyeHnem apXxMBa U HEBO3MOXHOCTHU I'Ipl/lO6p€T€HVI’r'I



TaKMX cpeact8s M obecneyeHMs NPOU3BOAMTCA KOHBEPTALMA 3/EKTPOHHbIX ayAMOBM3YyaNbHbIX
AOKymMeHTOB B ¢dopmaTbl, NMpM KOHBEpPTaLUMW B KoTopble obecneynmBaloTcd MWUHMMaJjbHblE NOTEpPU
KayectBa NO CPaBHEHMIO C MCXOAHbIM BapuMaHTOM W BocrnpoussedeHne ¢&alinoB, B KOTOPbIX
noagep*meatorca CX3/ (MHbIM NporpaMmHbIM obecneyeHnem).

Mepenaye Ha XpaHeHME MOANENKAT INEKTPOHHbIA ayANOBU3YaANbHbBIA AOKYMEHT U 3NEKTPOHHbIN
ay4oMOBUM3YaNbHbIN  JOKYMEHT, MNOAYYEHHbIA B pe3ynbTaTe KoHeepTaumu. Paiabl 3K3eMnnAapos
3NIEKTPOHHbIX  ayAMOBU3YyasibHbIX  OOKYMEHTOB BHOCATCA B  peecTp $alioB  3NEKTPOHHbIX
ayAMOoBM3YaNbHbIX LOKYMEHTOB.

B MeTagaHHble 3/71EKTPOHHOIO ayAMoBM3YasbHOrO [OKYMEHTa BK/OYAKOTCA CBEAEHMA: O
HaUMEHOBaHUWN 3/IeKTPOHHOIO ayAMOBU3YalbHOrO AOKYMEHTa, B TOM uyucie MHPopmaumsa o gaTax
3aneyaT/ieHHbIX Ccob6bITUiA, 06 0Cco0b60 3HAUMMBbIX Y4acTHWMKax; 06 aBTOPCTBE 3/IEKTPOHHOrO
ayAMOBM3YaNbHOTO AOKYMEHTA; 06Wwmit 06bem PpaitoB 3N1EKTPOHHOTO ayAMOBM3YaNbHOTO AOKYMEHTa (B
6aliTax); HaMmeHoBaHWA ¢aiNNOB, COCTABAAIOWMX INEKTPOHHbIE [AOKYMEHTbI, AaTbl M Bpems MX
nocneaHero nsmeHeHus, obbem B 6anTax, bopmatbl hannos.

166. AyauoBM3yasibHble [OOKYMEHTbl XPaHATCA B KOPOOKax M  OlKcax. INEeKTPOHHble
ay4MoBU3yanbHble  AOKYMEHTbl XPaHATCA B YMAKOBKE, PEKOMEHAOBAHHON MPOU3BOAUTENSAMM
HocuTenein, B CX3/.

Hocutenn ayamosu3yasibHbIX [AOKYMEHTOB pPacrno/iaratloTca OTAENbHO OT [AOKYMEHTOB Ha
B6yMmaxKHOM HocuTene.

167. MpoBepKa Ha/M4YUA U COCTOAHUA ayLMOBU3YabHBIX aPXMBHbIX JLOKYMEHTOB OCYLLLECTBAAETCA
oAMH pa3 B 5 net (npu obbeme ayamoBu3yasibHbIX AOKYMeHTOB 6onee 50% oOT obLuiero KosauMyecTsa
OOKYMEHTOB - 0AMH pa3 B 10 neT); KUHOAOKYMEHTOB HAa HUTPOOCHOBE - OAMH pa3 B 2 roaa. MNposepKa
HaAN4YMA U COCTOAHUA ayAMOBU3YaANbHbIX AOKYMEHTOB NPOBOAUTCS B 06LLEM NOPAAKE, YCTAaHOBAEHHOM
nyHKkTamu 97 - 103 Mpaswun.

168. EanHMLel yyeTa ayaMoBU3YasbHbIX AOKYMEHTOB ABAAETCA YaCTb €4MHULbBI XPAaHEHUA, o4HA
WM HECKONIbKO eAWMHWL, XPaHeHWA, UMEIoWaa CaMOCTOATENbHbIA 3aro/IOBOK W OTHOCALWLAACA K
onpeaeneHHoMy cobbITUIO, NPOU3BEAEHUIO.

Ona  ayanoBm3yanbHbIX [LOKYMEHTOB 0053aTe/lbHbIMW  YYETHbIMM  AOKYMEHTaMM, MNOMUMO
YKa3aHHbIX B NyHKTe 118 Mpasua, ABnatoTca:

a) onucu potoanbbomoB 1M GOTOAOKYMEHTOB;
6) onncn GOHOAOKYMEHTOB MarHUTHOM 3anucy;
B) OMMUCb BUAEOL0KYMEHTOB.

AyamnoBusyasibHble 31EKTPOHHbIE AOKYMEHTbI YUUTHIBAIOTCA MO OTAE/IbHbIM OMUCAM 3/1EKTPOHHbIX
OOKYMEHTOB C MpPU/OXKEHMEM peecTpoB ¢GaliloB 3NEKTPOHHbLIX ayAMoBM3yasbHbIX [AOKYMEHTOB.
Ob6s3aTenbHbIMKU ONUCATENbHBIMU 3/1IEMEHTAMMN PEECTPa, KPOME YKasaHHbIX B MNyHKTe 144 [paswun,
ABNAIOTCA: Bpema 3ByyaHuA (3anucu) Ans ayamo- M BUAEOLOKYMEHTOB, pasmep u3obpaxeHusa (B
nuKcenax) aAns enaeo n GoToL0KYMEHTOB.

169. OnucatenbHana cTaTbA ONUCK ayAnNO0BU3Yya/IbHbIX AOKYMEHTOB A0/1*KHA BK/1IOYATb:

a) ana GOTOAOKYMEHTOB - HOMEP eAMHWMUbl XpaHeHWA, MHAEKC (NPOW3BOACTBEHHbIN HOMeEp),
3aro/IoBOK (aHHOTaLMs) AOKYMEHTa, HaMMeHOBaHWe TroCyAapCTBEHHOIO OpraHa, OpraHa MecCTHOro
caMoynpaBieHus, OpraH13aumum, CTPYKTYpHOro nogpasaenexus, damuamio(m) v nHmMumansl asTopa(os),
JaTy CbeMKM, MECTO CbEMKM, BUA HOCUTENA, OPUTMHANBHOCTb, GOPMAT (pasmep), LBETHOCTb;



6) ana ¢otoanbbomoB - HOMEpP eAMHULbI XpPaHeHMWA, 3arofoBOK (HasBaHWe) anbboma,
HaMMeHOBaHWEe T[OCy[apCTBEHHOTO OpraHa, opraHa MeCTHOro CaMOoynpaB/ieHWa, OpraHu3auuu,
CTPYKTYPHOro noapasaeneHus, Gpamuamio U MHULMaNbI aBTopa, KpaliHue AaTtbl GOTOOTNEeYaTKOB, MECTo
CbEMKMU, KONMYECTBO POTOOTMNEUYATKOB, BHELLIHNE 0COBEHHOCTY;

B) AN GOHOMAOKYMEHTOB - HOMEP eAMHWLbI yYeTa, HOMep eAMHULbl XPaHEHWUs, UHAEKC WU
NPOU3BOACTBEHHbIA HOMEpP, 3aro/IoBOK [AOKyMeHTa (C yKasaHMeM A3blka), HauMMeHOBaHue
rocyaapcTBEHHOrO OpraHa, opraHa MeCTHOrO CaMoOymnpaB/ieHUs, OpraHM3auun, CTPYKTYpPHOro
nogpasgenexHua, damunanio(n) u MHULManbl aBTopa(oB) U ncnonHuTens(ei); Bpema 3By4aHus, 4aTy U
MEeCTO 3anumcu (nepesanuncu, BbiNycKa); CKOPOCTb 3BYYaHUA, KOANYECTBO eANHUL, XpaHeHUA (OpUrMHanos
W Konuit);

r) ANns BUAEOAOKYMEHTOB - HOMEP €AMHWMUbI YYeTa, HOMEP eAMHULbl XPaHEHWUA, UHOEKC MK
NPOM3BOACTBEHHbI HOMEpP, 3aro/IOBOK AOKYMEHTa, HAMMEHOBaHWEe roCyapcTBEHHOro OpraHa, opraHa
MECTHOTO CamOyrMpaB/IEHUA, OpPraHN3aumn, CTPYKTYPHOro nogpasaeneHunn, ¢amuauvio(M) U uHuuManbl
aBTopa(oB), LBETHOCTb, A3bIK, rog, NPOM3BOACTBA, XPOHOMETPAXK BUAE03aNUCK, TUN BULEOHOCUTENA U
dbopmaT 3anucK, KoIMYeCTBO eaNHUL, XPaHeHMA (OPUIMHAN0B U KONWIA);

A) ANA 3NeKTPOHHbIX ayAMOBU3YabHbIX AOKYMEHTOB - HOMEpP eAMHULbI XPaHEeHUA, UHOEKC UIn
NPOM3BOACTBEHHbIN HOMEpP, 3aro/IOBOK AOKYMEHTa, HaMMeHOBaHWe rocyaapCTBEHHOro opraHa, opraHa
MECTHOrO CaMOYMpaBs/ieHnsa, OpraHM3aumn, CTPYKTYpHOro nogpasgenexHvs, damuanio(n) u nHuumansl
asTopa(oB) 1 uUcnonHuTens(en); mecto n AaTy 3anucK; TUMN HOCUTENSA; BpPems 3ByyaHuA (ana ayamo- u
BUAE0A0KYMEHTOB), 06bem B baliTax.

3aronoBKku (Ha3BaHMﬂ, aHHOTaLI,MM) eaAnHUL, XpaHeEHNA ayaAMO0BUN3Ya/iIbHbIX AOKYMEHTOB AO0J1XKHbI
BK/1IO4ATb HAMMEeHOBaHWMe U OaTy 3a¢MKCMpOBaHHOFO CO6bITMF|, YKa3aHue Ha ero y4aCtTHMKOB.

170. Mpuem ayAmMoBM3YaNbHbIX AOKYMEHTOB M3 MCTOYHMKOB KOMMNEKTOBAaHMA apxumBa Ha
apXMBHOE XpaHeHMe NPON3BOAMTCA HE paHee rofa v He NosaHee Tpex et nocsie cobbITUA, 3anucK.

171. He ponyckaeTcA nepegavya Ha apXMBHOE XpPaHEHMe ayaMoBM3yasibHbIX OOKYMEHTOB,
3anuMcaHHbIX Ha ¢u3Myeckm 060cob/IEHHbIE HOCUTENN, BK/OYEHHbIE B COCTaB Aea, COAEPKALLEero
OOKYMEHTbI Ha BymarkHOM HocuTene.

Xlll. OpraHu3auma Ncnoanb3oBaHUA APXUBHbBIX AOKYMEHTOB

172. WUcnonb3oBaHWE apXMBHbIX [AOKYMEHTOB [OMYCKAaeTcA TONbKO MNOCAE WX ONUCaHuAa B
COOTBETCTBUM C NYHKTOM 66 lMpaBua n opopmaeHUs B COOTBETCTBUM C NyHKTamm 50 - 61 Mpasun.

OCHOBHbIMWN GOPMaMM UCNONb30BAHUA AOKYMEHTOB ABAAIOTCA:
a) UCNONIHEHME 3aNPOCOB IPMANYECKUX U GU3NYECKMX NUL, (Aanee - Noib3oBaTenel);
6) Bblaaya AOKYMEHTOB Ans paboTbl B YMTabHOM 3a/1e apXuBa;

B) NybAMKauMs M SKCMOHMPOBAHWE APXMBHbLIX AOKYMEHTOB, OpraHM3auma WMHGOPMALMOHHBIX
MepOonpUATUIA;

r) noaroToBKa M Bblgaya KOMWIA apXMBHbLIX AOKYMEHTOB PaboTHMKAaM (rocyAapCTBEHHbIM,
MYHULMNANbHBLIM  CAYXalMM) FOCyAapCTBEHHOrO OpraHa, oOpraHa MeCTHOrO CamoynpaB/ieHus,
OpraHun3aumm, CTPYKTYPHOrO NoapasaeneHuns opraHmMsaLnmu.

173. MopagoK UCNOAb30BaHMA U AOCTYNA K apXMBHbIM AOKYMEHTaM OnpeaenatoTca A0KaabHbIMU
HOPMaTMBHbIMM aKTaMM, pa3paboTaHHbIMK B COOTBETCTBUM C MOJIONKEHUAMM HACTOSALLEN TN1aBbl U rNaBbl
XIV MpaBwuAa, a TakkKe C y4eTOM CneunduKkn 4eaTeslbHOCTU rocyAapCTBEHHOIO OpraHa, opraHa MecTHOro
caMoynpaBfeHus, OpraHu3aLuu, B COOTBETCTBUM C TpeboBaHMAMM 3aKOoHOAaTenbCcTBa Poccuiickoi



degepaumnn, B TOM UYncne C MOPAAKOM, YCTAHOBAEHHbIM YMNOAHOMOYEHHbIM deaepanbHbiM OpraHoM
NCMNONHWUTENbHOW BNACTM B chepe apXMBHOTO AeNa U AeN0Npon3BoacTsa <44>,

<44>T1opAfoK MCMONb30BaHUA aPXMBHbLIX AOKYMEHTOB B rOCYAApPCTBEHHbIX U MYHULMNANbHbIX
apxmBax Poccuickoit Pepepaunn, yTBepKaeHHbIM nNpukasom Pocapxmea oT 1 ceHTabpsa 2017 r. N 143
(3apeructpuposaH MuHioctom Poccum 1 Hosbps 2017 r., pernctpaumoHHbit N 48765) ¢ uameHeHnem,
BHECEHHbIM MnpuKasom Pocapxusa oT 9 mioHa 2021 r. N 51 (3aperucrtpupoaH MuHioctom Poccum 19
asrycta 2021 r., pernctpaumoHHbiin N 64708).

174. JocTyn K apXMBHbIM AOKYMEHTaM, SIBAAIOWMMCA HOCUTENAMMU CBEAEHWI, COCTaBAAIOLLIUX
rocyf4apCTBEHHYI0 TaliHY, a TaKXe COoAeprKalMm CBeAEeHMs KOHOMAEHUMaNbHOro XapakTepa <45>,
OCYLLECTBNSAETCA NPW HA/IMYUK Y NOb30BATENSA AOKYMEHTA/IbHO NOATBEPKAEHHbIX NMPaB Ha NoayyYeHue
COOTBETCTBYIOWEN MHPOPMaLMK (CBeAEHWMI), a K LOKYMEHTaM, COAEPKaLLMM CyKebHyo nHGopmaumio
OrPaHWYEHHOTO PACMNPOCTPAHEHMUS, - B COOTBETCTBUM C IOKA/IbHBIMW HOPMATMBHBIMU aKTaMMU.

<45>YKa3 lMpe3ngeHTa Poccuiickonn Pegepaummn ot 6 mapta 1997 r. N 188 "O6 yTtBep:kaeHUn
MNepeyHs cBeaeHU KOHOMAEHUNANBHOIO XapakTepa'.

175. TocynapCTBEHHbIM OpraH, OpraH MeCTHOro CamoynpasJeHUs, OpraHu3auMa He BMpase
OrpaHW4YMBaTb YCAOBMA WCMONb30BaHWA WMHOOPMaUMKM, NPeAOCTaBNEHHOM NOAb30BaTeNlO MAK
NO/NIYyYEHHOM WM B pe3y/nbTaTe CaMOCTOATE/IbHOTO W3YYEHUA apPXMBHbIX [AOKYMEHTOB <46>, 3a
WCK/IlOYEHWEM CNy4YaeB, NPeayCMOTPEHHbIX 3aKoHoAaTenbcTBoM Poccuiickolt ®epepaummn <47>, uan
OroBOPEHHbIX B AOrOBOpPE C N0J/b30BaTENEM.

<46>YacTtb 1 cTtatbm 26 PegepanbHoro 3akoHa N 125-93.

<47>Cratba 25 ®PepepanbHoro 3akoHa N 125-93.

176. PaboTa nosib3oBaTena C apXMBHbIMW AOKYMEHTaMM U CNPABOYHO-NOMCKOBbLIMW CpeacTBaMM K
HUM OCYLLLECTBAAETCA B MPUCYTCTBMM paboTHMKA apXxmBa (n1ua, OTBETCTBEHHOTO 33 apXuB).

177. B rocyapCTBEHHOM OpraHe, opraHe MecTHOro CamoynpaB/eHUs, OpraHM3aLmMm BegeTca yyeT
MCMNONb30BaHNA LOKYMEHTOB, B TOM YMC/e C Ucnonb3oBaHnem CXI/.

178. 3anpocbl Nonb3oBaTeNnel NOAPA3AENAOTCA Ha:

a) 3anpocbl COUMANbHO-MPABOBOro XapaKkTepa (3anpocbl, CBA3aHHble C COLMaNbHOMN 3alLUTOM
rpaxgaH, npegycMaTpuBalolWeit UX MeHCMOHHoe obecrneyeHne, a TaKKe MoayvyeHue NbroT U
KOMNEHcaLMin B COOTBETCTBMM C 3aKOHOAAaTeNbCTBOM Poccuiickoi ®eaepaumu;

6) TemaTuyeckue 3anpocbl (3ampocbl O NPeAoCTaBAeHUW apxXMBHOU WMHPOpMauuuM no
onpeaeneHHoi npobneme, Teme, cobbITHIO, DaKTY);

B) 3aMpocbl O PaCCEKPEUYMBAHMMU APXMBHbLIX AOKYMEHTOB, ABAAIOLMXCA HOCUTENAMMU CBEAEHWN,
COCTaBAAOLWMX rOCYAAPCTBEHHYIO TalHY.

179. TocyAapCTBEHHble OpraHbl, OpraHbl MECTHOrO CaMOyMpPaB/JeHUs, T[OCYAaPCTBEHHbIE
(MyHMLMNANbHbIE) OpraHM3aLMmn OpPraHM3yoT MPUEM 3aNpPOCOB W HaMNpaB/ieHWe OTBETOB NO pe3y/bTaTam
WX UCMOJIHEHUS C UCMO/Ib30BAHMEM MOYTOBOW CBSA3U M OPULMANBHOMN SNEKTPOHHOM NOYTBI.
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Mpy Hanuuum y opraHmsaumMm ¢GUHAHCOBBIX, TEXHUYECKMX U KAAPOBbIX BO3MOXKHOCTEN Mpuem
3aMpocoB W Hanpas/eHWe OTBETOB MO pe3y/nbTaTaM WX WMCMNOJIHEHUs ocyuwecTeasetca B dopme
3NEKTPOHHbIX LOKYMEHTOB C MCMONb30BaHNEM OPMLMANBHOIO CaiiTa OpraHM3auuMn, eauHoOro noprtana
rOCYZAapPCTBEHHbBIX WM MYHUUMNANbHbLIX Yycayr nMbo pernoHanbHOro nopTana rocyAapCTBEHHbLIX W
MYHULMNANbHBIX YCAYF, WHbIX FOCYAAPCTBEHHbIX MHOOPMALMOHHBIX CUCTEM, NO MHPOPMALMOHHO-
TeIeKOMMYHMKaAUMOHHbIM ceTAM (Mo COrnacoBaHMIO C NOJIb30BaTeNEM).

180. NocTynMBLINKM 3anpoc pacCMaTPUBAETCA U UCNONHAETCS NPU HAJIMYMK B HEM HaMMEHOBaHUA
IOpPMANYECKOro nua uam Gammnanmn, UMeHu, otyectsa (Npu HanmMunmn) GUsMYEcKoro amua, NoYToBOro M
(nnn) anekTpoHHOro agpeca Nob30BaTENA U TEMbI 3aMNpoca.

181. 3anpoc nonb3oBaTena He NOANEKUT PACCMOTPEHUIO B CNeAYOLWMX CAyYaax <48>:

<48>CtaTtba 11 dPepepanbHoOro 3akoHa ot 2 maa 2006 r. N 59-®3 "O nopagke paccmMoTpeHus
obpalLeHui rpaxkgan".

a) B 3anpoce oTcyTcTBYeT MHPOPMaLMsA, yKa3aHHasA B nyHKTe 180 Mpasun;
6) 3anpoc He NoAAaeTCA NPOUYTEHUIO;

B) OTBET NO CyLECTBY YyKasaHHOM B 3anpoce Tembl (Bonpoca) He MoXKeT 6biTb AaH 6es
pasrnalweHnn CBeAEHWI, COCTaBAAIOWMX FOCYZAAPCTBEHHYIO WM MHYIO OXpaHaemylo deaepanbHbiM
3aKOHOM TalHy (YyKasaHHaa MHOOPMaLMA MOXKeT ObiTb NpeAocTaBleHa TOAbKO NPU HaAMuuKM y
NoNb30BaTeNA [OKYMEHTANbHO MNOATBEPNKAEHHbIX MNPaB Ha MNOJyYeHUE CBEeAEHWI, CoAeprKallumx
rocyaapcTBEHHYIO TalHy U (MAK) KoOHPUAEHLMANbHYIO MHPOPMALIMIO);

r) 3anpoc Kacaetca Tembl (Bonpoca), B OTHOLIEHWM KOTOPOM MoJib30BaTeNt0 paHee MHOrOKpaTHO
[aBasNCb MMCbMEHHbIE OTBETbI MO CYLLECTBY, U NPWU 3TOM B 3anpoce He NPMBOAATCA HOBbIE A0BOAbI UK
obcroaTenscrtea  (pykoBoauTeNb rOCyAapCcTBEHHOrO OpraHa, oOpraHa MeCTHOrO CamoyrnpaB/eHus,
opraHu3aumMM WAW YNOJHOMOYEHHOE MM /MU0 BrpasBe MPUHATb pelleHne o 6e30CHOBaTEeIbHOCTU
O4YepeHOro 3anpoca v NpPeKkpaLleHn Nepenncku No JaHHOMY BOMPOCY NPU YCA0BUU, YTO YKa3aHHbIN
3aMpoc M paHee Hanpas/ifiemble 3anpocbl HaMPaBAAJUCb B OAMH W TOT e roCyAapCTBEHHbIA OpraH,
opraH MecTHOro CamoynpaB/IeHUA, OpraHn3aLmio);

) B 3anpoce coAeprkaTca HelueH3ypHble AMB0 OCKOpPOMTE/NbHbIE BbIPAXKEHMUA, YrPO3bl KU3HU,
3[10POBbI0 M UMYLLECTBY PabOTHMKOB (rocyapCTBEHHbIX, MYHULMUNA/IbHbIX C/YXKALLMX), @ TaKXKe Y/IeHOB
nUx cemen;

e) y nosb3oBaTena OTCYTCTBYIOT AOKYMEHTbI, NOATBEPXKAAOWME €ro NoJIHOMOYMUS BbICTYMaTb OT
UMEHW TPEeTbUX /N, B OTHOLUEHWW KOTOPbIX CAENaH 3anpoc (B C/yyae, €CNM He MUCTEeK CPOK
OrpaHMYEHMS, YCTaHOB/IEHHbIW YacTblo 3 cTaTbu 25 GeaepanbHoro 3akoHa N 125-93).

O npuymHax ocTaBfeHMA 3anpoca 6e3 paccmoTpeHns coobLiaeTca Nosib30BaTeNO B C/IYYanAX, ecau
ero ¢bamuana 1 NoYTOBbIN (3N1EKTPOHHbIN agpec) No4aAalTCA MPOYTEHUIO.

182. Ha 6e3803mMe34HON OCHOBE UCNO/IHAIOTCA:

a) 3anpocbl couManbHO-NMPaBOBOrO XapaKkTepa - B TeuyeHne 30 KaneHZapHbIX AHEN CO AHA
pernctpauum sanpoca <49>;

<49>Yactb 3 cTaTbn 26 PepepanvHoro 3akoHa N 125-93,
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6) TemaTuyeckue 3anpocbl OPraHOB [OCYAAPCTBEHHOW BAAaCTM W OPraHOB  MECTHOro
caMoynpaBneHus, HanpaBasemble B LeNsaxX UCMOJHEHNA UMM CBOUX MOJIHOMOYUIA, B MOPAZKE U B CPOKMU,
YyCTaHOB/IEHHble 3aKoHOAaTenbcTBOM Poccuiickon deaepaumm, AMHO B COrNacoBaHHbIE C HUMU CPOKM
<50>;

<50>Yactb 7 ctatbym 26 ®epepansvHoro 3akoHa N 125-93.

B) 3aMpoCbl O PAaCCEKPEUYMBAHUM APXMBHbLIX AOKYMEHTOB, ABAAIOLMXCA HOCUTENAMM CBELAEHWN,
COCTaB/AIOWMX rOCYAAaPCTBEHHYIO TallHY - B CPOKW, YCTAHOB/IEHHbIE 3aKOHOAATENbCTBOM Poccuiickoi
desepaumm o rocygapcTBEHHOM TaliHe <51>.

<51>CtaTba 15 3aKkoHa Poccuitckon ®egepaumm ot 21 nionsa 1993 r. N 5485-1 "O rocyaapcTBeHHOM
TanHe" (manee - 3akoH N 5485-1).

183. TemaTuyeckue 3anpocbl MO/b30BaATENEN WCNOAHAIOTCA MNPU HAAWYMM Yy OpPraHusaLmm
PUHAHCOBDIX, TEXHUYECKMX U Ka[POBbIX BO3MOXKHOCTEN Ha BO3ME34HOM OCHoBe <52>,

<52>Yactb 4 c1aTbm 26 PegepanvHoro 3akoHa N 125-93,

184. OTtBeTbl Ha 3anpockl NONb30BaTeNEN, B TOM YMC/Ie OTBETbI Ha 3aMNpOChl COLMAIbHO-MPaBOBOro
XapakTepa, opopmMAAlTCA B BUAE aAPXMBHOW CMPaBKWU, aPXMBHOM BbIMUCKW, APXUBHOM Komnuw,
MHGOPMALMOHHOIO NUCbMA.

185. Apx1BHas cnpaBKa (pekomeHayembli obpaseL, npuseaeH B npunoskeHun N 29 K MpaBunam)
odopmnseTca Ha 61aHKe rocysapCcTBEHHONO OpraHa, opraHa MecTHOro CaMoyrnpaB/eHNA, OpraHM3aumm
M COoOEepKUT Ha3BaHue "ApxXMBHasA cnpasKa", NOANMCbIBAETCA PYKOBOAUTENEM WM YNOJTHOMOYEHHbIM
WM JINLOM U 3aBepsAeTcA nevyaTbio.

ApXxMBHaAA CnpaBKa, MNOArOTOBAEHHAA B QoOpMe 3/IEKTPOHHOrO AOKYMEHTa, NOoANMCbIBaeTcA
YCUNEHHON KBanMPUUMPOBAHHON 3NEKTPOHHOM NOAMUCLIO UAN YCUNEHHOW HeKBanndUUMpPOBaHHOWN
3NEKTPOHHON NoANUCbI0, CePTUOUKAT KAto4a NPOBEPKM KOTOPOM CO3Z4aH M MCMOb3yeTca B
MHOPACTPYKTYpe B3aMMOAENCTBUA WHPOPMALMOHHBIX CUCTEM, B TOM 4WUCNe [OCYAapPCTBEHHbIX
MHPOPMALMOHHBIX CUCTEM, BKAtOYas eaepanbHy0 rocyAapCTBEHHYHO WHOOPMALMOHHYIO cUCTEMY
"EAVMHBIA NopTan rocygapCTBEHHbIX M MyHUUMNANbHbIX ycayr (GyHKUMIA)", NOAKMOUYEHHbIX K
MHOPACTPYKTYpe B3aMMOLENCTBMA, B MNOpPAAKE, YCTAHOBJAEHHOM MocTaHoBAeHWEM [paBUTeNbCTBA
Poccuitckoit ®epepauymm ot 22 aekabpa 2012 r. N 1382 "O npucoegnHeHUM MHPOPMALIMOHHBIX CUCTEM
OopraHusauui K MHpPaACTPYKTYpe, obecneumsatoLeit MHPOPMALNOHHO-TEXHONOTMYECKOE
B3anmogencrene MHPOPMaLMOHHbIX CUCTEM, MCNONb3YEMbIX ANA NPELOCTaBEHMA rOCYAAaPCTBEHHbIX U
MYHULMNANbHBIX YCAYT U UCMOJIHEHMA TOCYAAPCTBEHHbIX U MYHULMUNAMBHDBIX QYHKUMIA B 3NEKTPOHHOMN
dopme" (panee - noctaHoBneHne N 1382).

B Tekcte apXMBHOﬁ cnpasku B XpOHOﬂOFM‘-IECKOﬁ nocnenoBaTeNnbHOCTU U31arakoTcA cobbiTnA ¢
YKa3aHnem Bng0oB NCNoJ1b30BaHHbLIX JOKYMEHTOB, UX AT U HOMEPOB. B apXMBHOﬁ CnpaBKe A0NYyCKaeTcA
UNTUPOBaHNE NOKYMEHTOB, a TaKXe yKa3daHWe Ha NOAJ/IMHHOCTb AOKYMEHTOB, BKNIKOYEHHbLIX B eAUHNLY
XpaHeHUA.

B TeKcTe apxvMBHOM CMpaBKM AaHHble BOCNPOM3BOAATCA TaK, KaK OHM W3/I0XEeHbl B apXMBHbIX
AOKYMEHTaX, a PaCXOXKAEeHWA, HeCOBMaAeHMA M HETOUYHOCTM Ha3BaHMWA, OTCYTCTBME MMEHM, OTYecTBa
(Npn HanUMuMK), HUUMANOB UKW HaNMYME OAHOTO M3 HMX OFrOBaPMBAIOTCA B TEKCTE CMpaBKM B CKOBKax
("Tak B pmokymeHTe", "Tak B TekcTe opurMHana"). B npumedyaHusx no TEKCTY apXMBHOM CMNpPaBKU


https://login.consultant.ru/link/?req=doc&base=LAW&n=465535&dst=100238
https://login.consultant.ru/link/?req=doc&base=LAW&n=482696&dst=100152
https://login.consultant.ru/link/?req=doc&base=LAW&n=465535&dst=100236
https://login.consultant.ru/link/?req=doc&base=LAW&n=429426

OoroBapmuBaloTcs Hepa3bopumMBO HaMMcaHHble, UCMNPaB/ieHHble aBTOPOM (co3aaTenem AOKYMEHTA), He
noajatoliMecs MPOUYTEHUIO MecTa TekcTa aAoKymeHTa ("Tak B Tekcte opurnHana', "B Tekcrte
Hepa3bopumso"), a TaKkkKe HaAnumMe UAKN OTCYTCTBUE OTMETKU O 3aBEPEHUN JOKYMEHTOB, MOCAYXKUBLUMX
OCHOBaHMEM /1 COCTaB/IEHUA OTBETa.

B TeKcTe apXMBHOM CIpaBKM HE A0NYCKAlOTCA U3MEHEHUSA, NCMIPaBAEHMUA, KOMMEHTapUN.

B apxMBHOW cnpaBKe A0/KHbl ObiTb YKa3aHbl apxvBHble WKGPbI M HOMEpa JINCTOB eguHULL,
XpaHeHMA. B apxvMBHOM cnpaBKke, 06beM KOTOPOW MpeBbIWaeT OAMH JIUCT, BCE NUCTbl AOXKHbI ObiTb
NPOWMWTbI, MPOHYMEPOBAHbl M 3aBEpPeHbl MeyaTbld TOCYAAPCTBEHHOrO OpPraHa, OpraHa MEeCTHOro
camoynpasBAeHna, opraHM3aunm (Npu Haamumm).

186. Apx1BHanA BbiNMCKa opopmaneTcs Ha 61aHKe rocygapCcTBEHHOIO OpraHa, opraHa MecTHOro
camoynpas/fieHua, opraHusaumm c obosHayeHMem Has3BaHMA ("ApxmMBHaa BbINUCKA") U [A0OCAOBHO
BOCMPOM3BOANT YaCTb TEKCTA apPXMBHOTO AOKYMEHTA, OTHOCALLErocs K onpeaeneHHomy ¢akry, cobbiTuto,
nLy, C YKaszaHMeMm apxmMBHOro wndpa M HOMEPOB JINCTOB eAMHULbI XpaHeHUs. B apxMBHOM BbiNUCKe
TaKXe MOXeT 0roBapmBaTbCA NOA/MHHOCTb AOKYMEHTOB, BKIOYEHHbIX B €AUHULLYY XPaHEHUS.

ApX1BHas BbIMWCKA 3aBEPAETCA PYKOBOAMUTE/IEM rOCYAAPCTBEHHOrO OpraHa, opraHa MecTHOro
CaMOoynpaB/IeHUsA, OPraHn3aLLMm UAN YNIOIHOMOYEHHBIM UM JIMLIOM M 3aBEPAETCA NevaTbio.

ApxmMBHaa BbINMUCKA, NOArOTOBAEHHAA B Qopme 3SNeKTPOHHOro [AOKYMEHTa, NOANMUCbIBaeTcA
YCUNEHHON KBanMPUUMPOBAHHON 3NEKTPOHHOM NOAMUCLIO UAN YCUNEHHOW HeKBanndUUMPOBAHHOMN
3NEKTPOHHON NoANUCbIO, CEPTUPUMKAT KAKoYa MNPOBEPKM KOTOPOW CO34aH M UCMOSIb3yeTca B
MHOPACTPYKTYpe B3aMMOAENCTBUA WMHPOPMALMOHHBIX CUCTEM, B TOM 4WUC/e FOCYAapPCTBEHHbIX
MHPOPMALMOHHBIX CUCTEM, BKAOYas eaepanbHy0 roCyAapCTBEHHYHO WHOOPMALMOHHYIO CUCTEMY
"EAMHBIA NopTan rocygapCTBEHHbIX M MyHUUMNANAbHbIX ycayr (GyHKUMIA)", NOAKMIOUYEHHbIX K
WMHPACTPYKTYpe B3aMMOAENCTBUA, B NOPALKE, YCTaHOBAEHHOM nocTaHoBneHnem N 1382,

Ha4yano 1 KoHel, KaXKaoro U3BAeYeHUs U3 apXMBHOMO AOKYMEHTA, a TaK:Ke MPOMYyCKM B ero Tekcre
OTAe/IbHbIX CN0B 0603HAYalOTCA B apXMBHOM BbINUCKE MHOrotoumem. OCO6eHHOCTM TeKCTa apXMBHOMO
[AOKYMeHTa, BOCMPOM3BOAMMOrO B apXMBHOMN BbIMUCKE, OrOBapMBAlOTCA TaK ’Ke, Kak B apXMBHOM
crnpaske.

OdopmaeHne apxmMBHON BbIMMCKU OCYLLECTBASETCA MO aHaloOMMU C aPXMBHOWM CMPaBKOM,
opopmeHNe KOTOPOM yCTaHOBEHO NyHKTOM 185 lMpasun.

187. ApxuBHas KoNuWAa [OCAOBHO BOCMPOM3BOAMT TEKCT apPXMBHOTO AOKYMEHTAa WAWU  ero
n306paxkeHune, C yKasaHMEM apXMBHOTO WKdpPa U HOMEPOB /IUCTOB.

ApXMBHaA KONuUa Ha ByMaxKHOM HOCUTE/Ie 3aBEPAETCA PYKOBOANUTENEM FOCYAaPCTBEHHOMO OpraHa,
OpraHa MecTHOro CamMmoynpas/ieHMA, OpraHM3aLMmM UK YNIOJAHOMOYEHHbBIM UM NLOM U 0bOpMAEHUE ee
OCYLLLECTBAAETCA MO aHaN0MMM C aPXMBHOMN CMPaBKOMN, B COOTBETCTBMM € NyHKTOM 185 Mpasua.

ApXMBHAA KOMWA, MW3roTOBJIEHHAA B 3/EKTPOHHOM BMAE, NOAMNUCLIBAETCA  YCUIEHHOM
KBanMOUUMPOBAHHOW 3NEKTPOHHON MOAMNUCHID UAW YCUAEHHON HEKBAUPUUMPOBAHHOM 3N1EKTPOHHOM
noanucblo, ceptuduKaT KAYa NPOBEPKM KOTOPOM C€O34aH WM UCMOAb3yeTca B MHQPACTPYKType
B3aMmMoAencTBmA MHPOPMALMOHHBIX CUCTEM, B TOM YUC/E TOCYAAPCTBEHHbIX MHGOPMALMOHHbBIX CUCTEM,
BKAoYan  dedepanbHytd  rocydapCTBEHHYHO  MHOOPMaUMOHHYO  cuctemy  "EAWHBIA - nopTan
rOCYZapCTBEHHbIX W MyHMUMMANbHbIX ycnyr (GyHKUMi)", noAKAtOYEHHbIX K  MHPPACTPYKType
B3aMMOAENCTBMA, B NOPAAKE, YCTAaHOBEHHOM nocTaHoBneHnem N 1382. Uma daina apxmMBHOM Konuu,
npegocrasnsieMoir B ¢opme 3/EeKTPOHHOIO [AOKYMEHTA, [O/MIKHO COAepKaTb apXMBHbIN WKdP
OOKYMeHTa.

188. ApXMBHbIe CrPaBKM, apXMUBHbIE BbIMUCKN N apXMUBHbIE KONWK HAMpPasAAKTCA NOb30BaTeNIO C
conposoguTenbHbiM NMMCbMOM MO MNOYTE, VIHd)OpMaLI,MOHHO-KOMN\YHVIKaLI,VIOHHbIM ceTAM UM BblOaAKOTCA
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nof4 pacnucky nosb3osaTento (Mpy NpeabABAEHUM AOKYMEHTA, YAOCTOBEPAIOLLErO IMYHOCTL) UAK Npu
npeabaBAEeHUM AOBEPEHHOCTH.

189. ApxmBHas CnpaBKa, apxMBHAA BbINWCKA, apXWBHaA Konua wWan oTBeT 06 oTcyTCTBUMM
3anpalmnBaemblx CBeAEHNUN, NpeAHa3HAYeHHble ANA HanpaBAeHUA:

a) B rocygapctsa - yd4acTHMKK CHI, BKAlo4Yas oTBeTbl 06 OTCYTCTBUM 3anpalliMBaeMbIX CBeAeHWUM,
BbICbI1IAIOTCA APXMBOM HENOCPEACTBEHHO B agpec NoaAb30BaTens;

6) B rocygapctBa, He saBaswolwMeca ydacTHMKamm CHI, BKawo4yas oTBeTbl 06 OTCyTCTBUM
3anpalnMBaemMblx CBeAeHun, oQOPMAAIOTCA M BMeCTe C 3anpocamu HanpasAAOTCA apXMBOM B
COOTBETCTBYOWMIM heaepanbHblii OpraH UCNONHUTENbHOW BNACTU UIX €70 TePPUTOPUAbHbIN OpraH.

190. UHpopmaumoHHoe nucbMo odopmaseTca Ha 6/1aHKe rocyAapCTBEHHOrO opraHa, opraHa
MECTHOIO CamoymnpaB/eHUsi, OpPraHU3aLUMnM U COAEPKUT OTBET O Hanuumm (OTCYTCTBUM) B apxmse
dPXUBHbIX AOKYMEHTOB NO Teme 3aMnpocCa Uan ceeaeHunA 06 ux MeCTOHaxoXaeHnUn, Nan o nepecblike
3anpoca Mo MNPUHAANEKHOCTM B COOTBETCTBYIOLWMIA TOCYAaPCTBEHHbIM OpraH, opraH MecCTHOro
CaMOYMpaB/fieHMA, OpraHM3auuio, WAW N0 BOMPOCAaM OKasaHMA BO3ME3AHbLIX YCAYr, WAKW O
paccekpeymMBaHMN APXMBHBIX [OKYMEHTOB, ABMAAIOWMXCA HOCUTENAMU CBELEHMUN, COCTaBAAOLLNX
rocyAapCTBEHHYIO TalHy.

NHdopMaumoHHOE NUCbMO MOAMNMUCLIBAETCA PYKOBOAMTENIEM rOCYAapCTBEHHOrO opraHa, opraHa
MECTHOro camoynpasaeHua, OpraHM3aunm NamM ynoaHOMOYEHHbIM UM AO0AXMKHOCTHbIM AnULOM. Mncbmo,
Hanpasnaemoe B GOpMe 3/1EKTPOHHOTO AIOKYMEHTa, 3aBepsAeTCca 3/1eKTPOHHOW NOANUCbIO pyKoBOoAMTENS
rocyapcTBeHHOro opraHa, opraHa MecTHOro CamMoyrnpaB/ieHus, opraHu3aumMmM UAn YNOAHOMOYEHHOTO
UM Anua.

191. Mo cornacoBaHutio C NoJib30BaTeNIEM OTBET Ha TEMaTMYECKWUI 3anpoc NpeaoCTaB/feTca B
BUAE:

a) CUCTeMaTM3NPOBAHHONO KPATKOrO WM aHHOTUPOBAHHOIO MEepeYHA 3aro/I0BKOB apXMBHbIX
OOKYMEHTOB UV eAWHUL, XpaHeHUs (e4MHUU, yyeTa) Mo onpeaeneHHON TeMe € yKasaHWemM UX AaT U
apXMBHbIX WNPPOB;

6) TemaTMyeckoro 063opa apXmMBHbIX JOKYMEHTOB.

192. B uensx co3gaHus ycnoBui gna paboTbl Nonb3osaTenei U paboTHMKOB (rocynapcTBEHHBIX,
MYHULMNANbHbIX  CAYMKALWMX) rOCYAapCTBEHHOrO OpraHa, oOpraHa MeCTHOTO CamoymnpaBieHus,
OpraHM3aumMmM MOXKET BbIAENATbCA MOMELLEHME (YMTaNbHbIM 33/, MNPOCMOTPOBAs KOMHaTa) AanA
03HaKOMJ/IEHUA C apXMBHbLIMW OOKYMEHTAaMU U CNPaBOYHO-MNOUCKOBLIMK CpeacTBamu, 06opyaoBaHHoe
COOTBETCTBYIOLMMM TEXHUYECKUMWN CPEACTBaMM.

193. B apxuBe (MpyM HanMumMmM) BedEeTCA KypHan YyyeTa MOCelWEeHUin uYuTanbHOro 3ana
(MpocmoTpPOBON KOMHATbI) NOAb30BaTENAMU U PABOTHUKAMM (roCyfapCTBEHHBIMU, MYHULMNAbHbIMU
C/IYXKaLLMMM) FOCY[apCTBEHHOTO OpraHa, opraHa MecTHOro CaMOyNpaB/ieHUA, OPraHM3aL MK,

194. OpraHusauma snpase OCYLLECTBAATb, B TOM YMUC/le HA OCHOBAHMW AOrOBOPOB BO3Me3AHOro
OKaszaHuA YyCAyr NOoAroToBKY MNy6/AMKAUMi M 3KCMOHUPOBAHME aPXUBHbLIX AOKYMEHTOB U MX KOMWI;
npeacTaBieHne apXmMBHbIX JOKYMEHTOB Ha MHPOPMALIMOHHbIX MePoNpPUATUAX (KOHDEPEHUMAX, KPYTabIX
CToNax, Npe3eHTaLMAX, SIKCKYPCUAX, NEeKLUMAX, BCTPeUYax C 0bLLEeCTBEHHOCTbIO, AHAX OTKPbITbIX ABEpeN,
YPOKOB), B TOM YMC/E C UCMOJIb30BaHNEM UHOOPMALMOHHO-TENEKOMMYHUKALMOHHbIX CETEN.

195. SKcnoHMpyemble NOAAMHHUKMA aPXMBHbIX OKYMEHTOB U (MAKN) UX KONUKM BHE 3aBUCUMOCTU OT
dopmbl Ny6AMYHOrO NpeacTaBAEHUs AOJIKHblI ObiTb CHAGXKeHbl apXMBHbIM WKMGPOM M aHHOTaUMER C
HasBaHMEM [OKYMEHTa, [JaTOM COo34aHusA, KpaTKoi MHPopmaumel, BKAOYaloWwen B Ccayyae
HeobXoAMMOCTH PacIMPPOBKY TEKCTA AOKYMEHTA UK €50 YacTu, CBELEHUIA O pacCeKpeynBaHum.



XIV. KonupoBaHue apXuBHbIX OKYMEHTOB

196. W3rotoBneHMe KOMMM C aAPXMBHbIX [OKYMEHTOB OCYLLECTBAAETCA C pa3pelleHuns
pyKOBOAMTENA rOCYAapCTBEHHOrNO OpraHa, opraHa MEeCTHOro CamoynpaBsfieHUdA, OpraHus3auuMn uam
YNOJHOMOYEHHOIO MM NNLA B NOPAAKE, YCTAaHOBIEHHOM JIOKa/IbHbIM HOPMATUBHbIM aKTOM.

197. Ha 6e3B03me34HON OCHOBE M3rOTaB/IMBAOTCA KOMWUM apXMBHbIX AOKYMEHTOB MO 3amnpocam
COLMANbHO-NPABOBOrO XapaKTepa, a TaKXKe MO 3aKa3aM roCyAapCTBEHHbLIX OPraHOB W MECTHOrO
CamoynpaB/ieHMA, HanpaBAEHHbIM B Le/AX UCMOIHEHWUA UMW CBOMX MOJIHOMOYNNA.

B MHbIX CAy4asAx oOpraHM3auMM OCYLLECTBAAIOT KOMMPOBaHME apPXMBHbIX [JOKYMEHTOB Ha
BO3Me34HOI OCHOBE Ha OCHOBaHMM aorosopa <53>.

<53>Yactb 4 ctatbym 26 PepepansvHoro 3akoHa N 125-93.

198. MNpun opopmaeHUM KONMUKN pacceKPEYEHHOTO apXMBHOMO AOKYMEHTA

B MECTE PACroJIOKEHUA COOTBETCTBYIOLLErO rpuda CEKPETHOCTM Ha KOMWUWU NPOCTABAAETCA WTaMM
"PaccekpeyeHo". TaKol e WTamn NPOCTaBAAETCA HA 3N1EKTPOHHOW KONUKM pacCceKpeyeHHOro apXMBHOTMO
AOKymeHTa. [pu  CaMOCTOATE/IbHOM KOMUPOBAHUM MO/b30BaTE/NEM PACCEKPEUYEHHOTO apPXMBHOMO
OOKYMeHTa paboTHWK apxuBa (NMLO, OTBETCTBEHHOE 3a apxue), 0b6ecneyMBaloOWMn KOHTPOIb,
pasmellaeT B MecTe Pacno/ioXKeHWUA COOTBETCTBYHOWEro rpuda CEeKPeTHOCTM 3acTaBKy CO LWITAaMMNoOM
"PacceKkpeyeHo".

199. Konmm apxXmBHbIX LOKYMEHTOB BblAAOTCA NO/1b30BATENAM, UX AOBEPEHHBLIM ANLAM UAN MOTYT
6bITb BbICNAHbl Ha YKasaHHbIM MMM NOYTOBbLIA aApec WAM HanpasBiaeHbl MO MHPOPMALUOHHO-
TENEKOMMYHUKALMOHHbBIM CETAM.

200. Apx1B BeZeT yyeT 3aKa3oB Ha KOMMPOBaHWE Ha BYyMarKHOM HOCUTENE UM B 3IEKTPOHHOM
BMae.

XV. OpraHusauma pa6oTbl no 0opopmaeHUI0O UTOTOB pacceKpeunBaHua
APXMUBHbIX AOKYMEHTOB, ABNAIOLWMUXCA HOCUTENAMMU CBEAEHUN,
COCTaBAAIOLWMX FOCYAaPCTBEHHYIO TaHY

201. PaboTa N0 pacceKkpeunmBaHUIO apXMBHbIX AOKYMEHTOB, ABAAIOLWMXCA HOCUTENAMU CBEAEHUN,
COCTaBAAOWMX rOCYAapPCTBEHHYIO TaliHy (Oanee - pacceKkpeunBaHue), B roCyfapCTBEHHOM OpraHe,
OopraHe MeCTHOro CamoynpaB/ieHUA, OpPraHM3auMmn OCYLLECTBAAETCA B COOTBETCTBUM C TpeboBaHMAMM
3aKoHogaTenbcTBa Poccuiickoit depepaumm <54>, MHbIX HOPMaTMBHbLIMW MPABOBbLIX aKTOB B 06aactu
3aLLMTbI FOCYAaPCTBEHHOM TaliHbI.

<54>Cratba 14 3akoHa N 5485-1.

202. PasmelleHWe, XpaHeHue, yyeT, npoBefeHne NPOBEPKU HaAMUMA U COCTOAHWMA apXMBHbIX
OOKYMEHTOB, AB/AIOLWNXCA HOCUTENAMU CBEAEHWIN, COCTABAAIOLWMX FOCYAAaPCTBEHHYIO TalHy, a TaKkKe
YaCTMYHO pacCeKpeyYeHHbIX eAMHUL, XPaHEHWsA, OCYLLEeCTBASETCS B rOCyAapCTBEHHOM OpraHe, opraHe
MECTHOrO CaMOYMpPaB/IeHUs, OpraHu3auMM B COOTBETCTBUM C 3aKOHOZATENbCTBOM Poccuiickoit
depepaunu o rocyaapcTBeHHOM TaliHe <55>,
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<55>3akoH N 5485-1.

203. MpocTaBneHWe Ha MepPBUYHbIX CPEACTBAX XPaHEHMA aPXMBHbLIX AOKYMEHTOB, ABAAOLIMXCA
HOCUTENAMWU CBEAEHWIA, COCTaBAAKOLWMX TOCYAApPCTBEHHYIO TalHy, wWTamnoB "PaccekpeuyeHo" ¢
YyKaszaHMeM HOMepa aKTa, 4aTbl U OpraHa, NPUHABLLErO peLlleHne O PAacCeEKPeYMBAHUM, NOCNE BHECEHMUA
M3MEHEHMN B y4YeTHble AOKYMEHTbl MO pe3y/bTaTamM NPOBeAEHUA pPacCeKpPeYMBaHMA B COOTBETCTBUN C
nyHktamu 205 - 207 [lpasun - B TeyeHue Tpex mecAueB <56> C MOMEHTa MPUHATUA pPeLlleHna o
pacceKkpeymBaHnu.

<56>MyHKT 53.2 Mpasun, yteepxaeHHbIX npukasom N 24.

204. Onucu pen, OOKYMEHTOB WM eAMHMLbl XPaHEeHWs, ABAAIOWMECA HOCUTENSAMU CBELEHWUW,
COCTaB/IAIOLLMX FOCYAaPCTBEHHYIO TalHY, a TaKKe UX yYeTHble AOKYMeHTbl 0603HayatoTcs oTMmeTKom "c",
cooTBeTcTBYlOWEN Trpudy "cekpeTHo", oTmeTkol "cc", cooTBeTcTBylOWEN TpUdy "coBeplueHHO
cekpeTHo", oTmeTKoM "oB", cooTBeTcTBylOWEN rpudy "ocobon BaxkHOCTM", KOTOpble ABAAOTCA

Cny*KebHbiMmu.
205. MNpwn paccekpeymBaHnu:

a) BCex eguHuL, XpaHeHUA NO ONUCKU AeN, OOKYMEHTOB, ABAAIOLMXCA HOCUTENSAMU CBeAeHWUM,
COCTaBAAOLWMX rOCYAAPCTBEHHYIO TalHY, ONUCb PAaCcCEKPEUYMBAETCSA, NEePeSaAEeTCA Ha OTKPbITOE XpaHeHWe
N yuyuTbiBaeTcA B ncTe poHAA 3a TEM XKe Homepom, Ho 6e3 otmeTku "c", "cc" nnm "oB". Mpun aTom Ha
06.10KKe U TUTY/IbHOM JIUCTE ONUCK AEN, AOKYMEHTOB rpudbl "ceKpeTHo", "coBepLlUeHHO ceKpeTHOo" nunu
"ocoboli BarKHOCTU" W COOTBETCTBYIOLLIME MM OTMETKM 3a4epKMBAETCA, a B MPABOM BEPXHEM Yray

npocrasaseTca wramn "PaccekpeyeHo";

6) 4acTM eaMHML, XpPaHEHUA MO OMUCKU AeN, AOKYMEHTOB, ABNAOWMXCA HOCUTENAMMU CBELEHWN,
COCTaB/AOWMX TOCYAAPCTBEHHYIO TaliHY, HA pPACCEKPEYEHHble apXWMBHblE OeN1ad, [AOKYMEHTbI
COCTaB/AETCA OTAE/IbHAA ONUCb Aef, JOKYMEHTOB, HOMEpPA eAMHUL, XPaHEeHUs B KOTOPOW OCTatoTCA
npexHumu. HoeaAa onucb aen, LOKYMEHTOB BMeECTE C PacCeKPeYeHHbIMU apXMBHbIMU LOKYMEHTaMM,
nepesfaeTcs Ha OTKPbLITOE XPaHEHWE, y4uTbiBaeTcA B ancTe GOHOOB 3a Tem XKe HOMEPOM, YTO U
ceKkpeTHas, Ho 6e3 rpudosB "cekpeTHo", "coBepleHHO ceKpeTHo" unm "ocobon BarkHoCTU" U
COOTBETCTBYHOLMX UM OTMETOK;

B) OOHOIO WM HECKO/IbKMX apXMBHbIX [OOKYMEHTOB, ABAAIOWMXCA HOCUTENSMU CBEAEHUN,
COCTaBAIOLMX FOCYAAPCTBEHHYIO TallHY, B COCTaBe eAUHULbI XPaHEHUS, yYKa3aHHas egMHMULA OCTaeTCs
Ha CEKPETHOM XpPaHEHUMU.

206. daKT pacceKkpeumBaHua pUKcUpyeTca:

a) Ha NepBMYHOM CpeACTBEe XpaHEeHUA apXMBHbIX AOKYMEHTOB, ABAAOLWMXCA HOCUTENAMMU
CBEAEHUI, COCTaBNAIOLLMX FOCYAaPCTBEHHYIO TalHy;

6) B onucu pen, OOKymeHToB B rpade "MpumedaHus" wramnom "PaccekpeyeHo" HanpoTus
3ar0/IOBKOB PaCCeKpPEeYEeHHbIX W YaCTUYHO PACCEKPEYEHHbIX eAUHUL, XPaHeHWa B ONuUcAX Jen,
AOKYMEHTOB, OCTalOLMXCA HA CEKPETHOM XPaHeHUu;

B) BO BHYTPEHHEVI onuncn eguHunubl XpaHeHUA, a NMpu ee OTCyTCTBUU - B INCTe-3aBeputene C
YKa3aHMeM HOMepPOB pacCcekpevyeHHbIX TNCTOB.

207. M3meHeHMA B yyeTHble AOKYMEHTbl MO pe3y/abTaTaM pacCeKkpeuynmBaHuA, NPOBEAEHHOMO B
COOTBETCTBUM C NyHKTOM 206 [paBu/, BHOCATCA Ha OCHOBaHMM aKTa O PACCEKPEUMBAHUM APXUBHbIX
[OKYMEHTOB B TEYEHME TPEX MECALLEB NOC/IE MPUHATUA PELLUEHUA O PACCEKPEUYNBAHUM,
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MNocne paccekpevnBaHnAa K onncam gen, JOKYMEHTOB COCTaBAAKOTCA HOBblIE NTOrTroBble 3aNnCU 06
obbemax (baKTVILIeCKM YYTE€HHbIX B HUX e AUHUNL, XPaHEHUA.

XVI. U3bAaTHe apXUBHbIX AOKYMEHTOB

208. N3bsATNE LOKYMEHTOB AOMYCKAETCA: MO PeLeHnto cyaebHbix U (M) npaBoOOXpPaHUTENbHbIX
opraHoB <57>; N0 NMCbMeHHOMY 06paLleH1IO BAafe bLa O BO3BPaTe eMy He MOJIyYEeHHbIX B CBOE Bpemsa
NOA/IMHHBIX JIMYHBIX [AOKYMEHTOB O TFpa)kgaHCKOM cocToaHMM, 06 o6pa3oBaHMM, O YNEHCTBE B
06LW,eCcTBEHHbIX OPraHM3auUMsAX, a TaKXKe Harpaa, TPYAOBbIX KHUMXKEK.

<57>Cratba 183 YronoBHo-npoueccyanbHoro kogekca Poccuiickon deaepauum.

209. C u3biMaeMbiX AOKYMEHTOB W3roTaB/NMBAlOTCA KOMMM, KOTOpble 3aBepaloTcA MNOAMMCbIO
paboTHMKa apxvBa (MU, OTBETCTBEHHOrO 3a apXWB) M NevyaTblo rocydapCTBEHHOrO OpraHa, opraHa
MECTHOro CaMoyrnpas/ieHns, OpraHn3aLmMm 1 NPMobLLEIOTCA K COOTBETCTBYIOWEN eANHULLE XPaHEHUS.

210. B cnyyae Bo3BpaTa AOKYMEHTOB M3 CyAebHbiX U (MAK) NpaBOOXpPaHUTE/IbHbIX OPraHOB, OHU
nomewiaotca (NOAKNaAbIBAOTCA) HAa MECTO MPEXKHEro HaxOoMAEHWA, a WU3rOTOB/IEHHbIE C HUX KOMWUMU,
€C/IN OHW COCTABAAIOT OTAENbHYIO eANHULY XPaHEeHUA, NCNOAb3YIOTCA Kak $OHZ MO/b30BaHUA, @ ecnu
npeacTasnaoT coboi oTaebHbIe INCTbI €ANHULLbI XPAHEHUA - YHUYTOXKAKOTCS.

211. Tog/NNHHbIE NUYHbIE AOKYMEHTbl BblAAKOTCA BAA4EeNbLy C paspelleHusa pyKosoautensa
rocy4apCTBEHHOro OpraHa, opraHa MeCTHOro CamMoynpas/ieHUA, OpraHn3aumMnm Man YNOAHOMOYEHHOro
UM IMLA Mo NpeabABAEHUN NacnopTa WM MHOTO AOKYMEHTA, YA0CTOBEPAIOWEro AMYHOCTb, NBO ero
POACTBEHHMKY NO NpPeabABNEHUU AOKYMEHTA, MNOATBEP)KAAMWEro pPoACTBO, WAM WMHOMY /MUy NO
[0BepeHHOCTU, 0GOPMJIEHHOM B COOTBETCTBMM C 3aKOHOA4ATENbCTBOM Poccminckon Pegepaumm.

212. UN3bsaTHe (BO3BpaT) AOKYMEHTOB OGOPMASETCA aKTOM. AKT M Apyrve [AOKYMEHTbl, Ha
OCHOBaHMM KOTOPbIX NPOM3BEAEHO U3bATME (BO3BpPaT), BKAOYatoTca B Aeno doHAaa. U3bATue (Bo3BparT)
OOKYMEHTOB M MX 3aMeHa Ha KOMUKW OTPAXKatoTCA B yY4ETHbIX apXMBHbIX LOKYMEHTAX.

XVII. CnpaBo4HO-NOMUCKOBbIE CpeacTBa K AOKyMmeHTam ApXUBHOro
doHaa Poccuiickoin Pepepaumm un apyrum apxmBHbIM AOKYMEHTaM

213. Cuctema cnpaBOYHO-MOMCKOBBIX CPEACTB BKAOYAET apXMBHble CMPABOYHUKM HA BymarkHOM
HocuTene n (unn) B aNeKTpoHHOM Buae (B CX3/): obasaTesnbHble - ONUCK OEN, OOKYMEHTOB, OMMUCU
3NEKTPOHHbIX AOKYMEHTOB; BCMomoraTenbHble (HeobA3aTeNbHble) - UCTOpUYEcKas chnpaska K ¢oHay,
KaTanoru, ykasatenu u o630pbl, Cy>KebHble KapToTeKku, peecTpbl, 6a3bl 4aHHbIX U ApYyrue CnpaBoOUYHUKMN.

CoctaB BCNOMOraTenbHbIX dPXUBHbIX CNpPaBO4YHUNKOB FOCV,D,apCTBEHHbIVI OpraH, opraH MecTHoOro
camoynpassieHnAa, opraHM3aumna onpeaenaet CaMoCToATE/NIbHO.

214. WcTopuueckas cnpaBka K ¢GOHAY COAEpPKMT Tpu pasgena: uctopua doHaoobpasosaTens,
ncropusa GoHAa U XapaKTePUCTMKa AOKYMEHTOB GpoHaa.

McTopuueckan cnpaBKa K ¢OHAY COCTaBAAETCA B ABYX 3K3eMNAAPax, OAMH XPaHWUTCA B Aene
¢$oHAa, BTOPON - nepesaeTcs B rocyAapcTBeHHbIM (MyHMUMNANbHbIN) apxue. MicTopuyeckan cnpaBka K
$oHAY NoANUCHIBAETCA COCTAaBUTEIEM.

XVIIl. MNepepaya apXmMBHbIX AOKYMEHTOB Ha XpaHeHue
B roCyAapCcTBeHHbIW (MyHMUUNANbHDI) apxuB

215. locypapcTBeHHble n MyHUWUMNANbHbIE OopraHnsauunun BbICTYnatoT NUCTOYHUNKaMH
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KOMM/IEKTOBaHMA rOCYAapCTBEHHbIX (MyHMUMMNANbHbIX) apXnBoB B ¢$opme MOAHOMO MAM BbIBOPOYHOTO
(rpynnoBoro, noBMAOBOro) npuvema AOOKYMeHTOB. PelweHve o <¢dopme npuvema AOKYMEHTOB OT
rocyAapCTBEHHbIX M MyHUUMMNAAbHbIX OpraHn3aumii npuHumaetcs MK apxXMBHOO yupexaeHus.

OpraHusaumm - MCTOYHUKM KOMMIEKTOBAHWA MOJIHOrO npuvema nepefaloT Ha XpaHeHue B
rocyAapcTBeHHble, MYyHULUMMaAbHbIE apXMBbl BeCb KOMMJIEKC [AOKYMEHTOB MOCTOAHHOrO CPOKa
XpaHeHus.

OpraHv3auumn - UCTOYHUKM KOMMAEKTOBAaHMA NOBMAOBOrO BbIGOPOYHOrO Npuema nepeaaroT Ha
XpaHeHWe B TOCYAaPCTBEHHbIE, MYHMLMMNAAbHbIE apXMBbl TO/MbKO OTAE/bHble BUAbI LOKYMEHTOB
NOCTOSHHOMO CPOKa XpPaHeHMUs.

OpraHusauumn - MCTOYHMKM KOMMJIEKTOBAHMA FPYNMNoBOro BbIGOPOYHOrO nMpuema nepesaroT Ha
XpaHeHWe B roCyAapCTBEHHble, MyHUUMMNA/NbHbIE apXWBbl BECb KOMMAEKC AOKYMEHTOB MOCTOAHHOrO
CPOKa XpaHeHus.

216. MNepepaya AOKYMEHTOB Ha MOCTOSIHHOE XpaHeHMe B roCyAapCTBEHHbIM (MyHMLUMMANbHBbINA)
apXMB OCYyLLLeCTBAAETCA:

a) opraHM3auMaMM - MUCTOYHMKAMM KOMMJEKTOBAHWUA TOCYAAPCTBEHHONO (MyHMLUMMANbHOIO)
apxuBa - B cO0TBeTCTBUM C raBoi XXXVII Mpasun, yTeepxaeHHbIX npukasom N 24;

6) opraHM3auMAMM, OCYLLECTBAAIOWMMMN AENO3UTAPHOE XPaHEHNE AOKYMEHTOB ApXMBHOro ¢oHAa
Poccuiickolt depepauyn - B COOTBETCTBMM C AOFrOBOPAMM O CPOKax M 0O ycnoBUAX AENo3UTapHOro
XpaHeHUs OOKymeHTOB ApxmBHoro ¢oHaa Poccuiickon depgepaumm, HaxogAawmxca B dpenepanbHom
COH6CTBEHHOCTU, U UCNOIb30BAHWUA YKa3aHHbIX AOKYMEHTOB, 3aKAOYEHHBIMU UMK C YNONHOMOYEHHbIM
denepanbHbIM OPraHOM UCMOIHUTENbHOM BNacTK B chepe apxMBHOTO Aena u Aenonpom3BoacTsa <58>;

<58>lNoctaHoBneHune N 808.

B) HErocygapcTBEHHbIMM OpraHM3auMAMM - Ha OCHOBaHWW [0roBopa COBCTBEHHMKA MM
BAaAeNblLa AOKYMEHTOB C roCyAapCTBEHHbIM (MYyHULMNAAbHBIM) apXMBOM <59>;

<59>Yactb 3 cTaTbm 21 PegepanvHoro 3akoHa N 125-93,

F) HerocyaapcCrBeHHbIMU OpraHnsaunamm, He BbICTYyNalOWMMN UCTOYHUKAMU KOMMNNEKTOBaHUA
rocyapCcTBEHHbIX (MYHMLMNANbHbLIX) AapXMBOB, MMEKOWMMKW BO BNAAEHUM apPXMBHbIE [OKYMEHTI,
OTHeceHHble K denepanbHOM COBCTBEHHOCTM, COOCTBEHHOCTM cybbeKkTa Poccuitckolnt Pepepaunn nnm
MYHULMNANbHON COBCTBEHHOCTH;

A) TocyAapCTBEHHbIMM, MYHUUMNAZbHLIMU OPraHU3aLuMAMM, HEe BbICTYMAOWMMMN UCTOYHUKAMMU
KOMMNIEKTOBAHUA TOCYAAPCTBEHHbIX M MYHUUMMNANAbHbIX APXMBOB - MPU WX JUKBUAALUM U HAANYUM
OOKymeHToB ApxmBHoro ¢oHaa Poccuiickoin Peaepaumm <60>.

<60>YacTb 8 cTtatbn 23 PegepanbHOro 3akoHa N 125-03.

217. PaboTbl, cBA3aHHble ¢ OTOGOPOM, MOATrOTOBKOM WM Mepenayeit SOKYMEHTOB Ha MOCTOSIHHOE
XpaHeHWe B TOCYAAPCTBEHHbIA (MyHUMUMNAAbHBIN) apxuMB, B TOM YMC/Ie C WX YNOPAZOYEHUEM,
TPAHCMOPTMPOBKOW, BbIMOJIHAIOTCA 33 CYET CPeacTB rOCYAAPCTBEHHOIO OpraHa, OpraHa MecCTHOro
caMoynpaBaeHUs, OpraHM3aumn, caatoLLen LOKYMEHTbI.
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218. Mepep nepepayer [OOKYMEHTOB Ha MNOCTOAHHOE XpaHeHWe B  FOCYAapCTBEHHbIN
(MyHMUMNANbHBIN) apXMB NPOBOAATCA:

a) paccmoTpeHWe [OOKYMEHTOB Ha MpeAMeT pPacCeKpeumBaHUA HocUTenen ceBeaeHui,
COCTaBAAIOWMX  TFOCYAAPCTBEHHYID TallHy B C/ly4ae  WCTEYEHUA  CPOKOB, YCTAHOBJIEHHbIX
3aKoHoaaTeibcTBoM Poccuiickoit Pepgepaunm <61>;

<61>Pa3sgen IV 3akoHa N 5485-1.

6) paccMoTpeHue AOKYMEHTOB Ha NnpeameT CHATMA NoMeTKM "[ns cay*kebHoro nosib3oBaHUA" ¢
HocuTenen  WMHPOPMAUMM  OFPaHMYEHHOro  PacrnpoCTpaHeHWAa B MOPAAKE,  YCTAaHOBJAEHHOM
noctaHosneHnem N 1233.

219. Mepepaya 3N1€KTPOHHbIX APXUBHbIX AO0KYMeHTOB M3 CX3/[] rocygapcTBeHHOro opraHa, opraHa
MECTHOFO CamoynpaBieHWA, OpraHuU3auMm - WUCTOYHUKA KOMMJIEKTOBAHUA [OCYAapPCTBEHHOrO
(MyHMUMNANbHOTO) apxnBa B UHPOPMALIMOHHYIO CUCTEMY FOCYAaPCTBEHHOIO (MYHULMNANAbHOIO) apXx1Ba
npous3BoamUTCA B NOpALKeE, yCTaHOBAEHHOM deaepanbHbiM OPraHOM MCMOAHUTENIbHOW BAacTn B chepe
apXMBHOrO Aena 1 AesonpoM3BOACTBA <62>, MO COMNMAcOBaHMIO C FOCYAAPCTBEHHbIM (MYHUUMNAAbHbIM)
ApPXMBOM MO OMUCAM 3/IEKTPOHHbIX AOKYMEHTOB. K OonmncAm 3/1eKTPOHHbIX AOKYMEHTOB MNpuaaratoTca
peecTpbl $anN0B 3/IEKTPOHHbIX OKYMEHTOB, COrNACHO NyHKTY 146 Mpasun.

<62>MyHKT 37.13 Mpasun, ytBepKaeHHbIX Nnprukasom N 24.

220. MNepepaya AOKYMEHTOB O0POPMASAETCA aKTOM MpPUEMA-NEPenaYn apXMBHbIX LOKYMEHTOB Ha
XpaHeHue (pekomeHayemblit obpasel, npuBeaeH B npunoxkeHun N 30 K MpaBunam), cocTaBNSEMbIM B
AByx aK3emniApax. OAWH 3K3eMniAp akTa OCTaeTcs B roCyAapCTBEHHOM (MyHMUMMNANbHOM) apxuse,
Opyron - B nepegatollem AOKYMEHTbl FOCYyAapCTBEHHOM OpraHe, opraHe MeCTHOro CaMoymnpaBieHus,
opraHusaumm. Bmecte ¢ AOKYMEHTaMM NepesatoTca YeTblpe 3K3eMnaAapa Onucu aen, AOKYMEHTOB, a
TaK)Ke OAMH - B 91eKTPOHHOM BUAE, B popmaTe, COracoBaHHOM C roCyAapCTBEHHbIM (MYHUUMNANbHBIM)
apxueom. OAMH 3K3emnaap onucu Ha BymarKHOM HOCUTesle OCTAaeTCA B rocyfapCTBEHHOM OpraHe,
opraHe MecTHOro caMoynpaBaeHUA, OpraHM3aLmm.

221. MpoaseHne CPOKOB BPEMEHHOIO XPaHEHMA AOKYMeHToB ApxuBHoro ¢oHaa Poccuinckoit
depepaumnn B rocy4apCcTBEHHOM OpraHe, opraHe MecTHOro CaMoynpaBAEHNA, OPraHN3aLUMKM - UICTOYHUKE
KOMMNNEKTOBaHUA AonyckaeTca no peweHuto MK apxuBHoro yuperkaeHua. JlocpouyHasa nepepgada
OOKYMEHTOB Ha MOCTOAHHOE XpaHeHWe MOMKEeT OblTb OCYLLECTB/IEHA NMPWU OTCYTCTBMM HEOBXOAMMbIX
ycnosuii gns obecneyeHms COXPaHHOCTU AOKYMeHTOB ApxusHoro ¢poHaa Poccuiickon Peaepaummn, npm
yrpose yTpaTtbl (YHUUTOXKEHMA) AOKYMEHTOB, @ TAKKe HAa OCHOBAHMM [0roBOpa C roCyAapCTBEHHbLIM
(MyHMUMNANbHBIM) aPXWUBOM.

222. [lJoKyMeHTbl MepenaroTcA Ha MOCTOAHHOE XpaHeHue B YNopAAO0YEHHOM COCTOAHUWU CO
CNpPaBOYHO-MOUCKOBbIMU CPeaCTBaAMM.

XIX. Mopaaok nepeaaumn apxXmBHbIX JOKYMEHTOB MNpPU CMeHe
pyKOoBOAUTENA apXMBa OpraHa rocyAapcTBEHHOM BAACTU, opraHa
MEeCTHOro cCamoynpas/ieHUA, OpraHu3aLum, peopraHusayum
1 (nnn) nuKBMAaLUKM opraHa rocyaapcTBeHHOM BAacTy,
opraHa MecTHOro camoynpaB/ieH1s, OpraH13aLum

223. TlpM CMeHe pyKOBOAMTENA apxvMBa npuem-nepegaya AOKYMEHTOB, apXMBHbIX Y4YeTHbIX
AOKYMEHTOB M CNpPaBOYHO-NOUCKOBbIX CPEACTB K HUM (Aanee - Nnpuem-nepesaya Aen) ocyllecTBaseTcs
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KOMMCCMEN, Ha3HavyaeMol pyKoBOAMTENEeM opraHa rocy4apCTBEHHOW BAAcTM, OpraHa MeCTHOro
camoynpasaeHus, opraHM3aunmn Uan ynoaHOMOYEHHbBIM UM SIULLOM.

Mpn npueme-nepedaye Jen MPOBOAUTCA CrJIOWHAA MAM  BblBOpoyHaa (Mo  yKasaHuio
PYKOBOAUTENA OpraHa rocyAapcTBeHHOM BacTK, opraHa MeCcTHOro camoynpasaeHus, opraHnsaumm nnm
YNO/JIHOMOYEHHOrO MM /iMUE) MPOBEPKa HaNMYMA M COCTOAHUA [OOKYMEHTOB, apXMBHbIX YYETHbIX
JOKYMEHTOB 1 CMPaBOYHO-MONCKOBbIX CPeACTB.

Mpuem-nepesaya aen opopmAeTcs akKToM (peKomMeHayeMblt 0bpasel, NPUBEAEH B NPUIOKEHUN
N 31 K Mpasunam).

224. Npwn peopraHn3aLmm rocysapCcTBEHHOIO OpraHa, OpraHa MeCcTHOro CaMoyNpPaBAEeHUSA, A TaKKe
npu peopraHM3aumMm OpraHmM3auumn c mameHeHmem ¢Gopmbl COHBCTBEHHOCTM WMAWM OPraHM3aLMOHHO-
npaBoBoM GopMbl, B TOM Yuciae C nepegadveinn GyHKUMIA APYron MAM HECKONIbKMM FOCY[apPCTBEHHbLIM
OopraHam, opraHam MEeCTHOro CaMoyMnpaBiAEHWUs, OpraHW3aLMAM, APXMBHblE AOKYMEHTbl nepeaatoTca
rocyfapcTBEHHOMY OpPraHy, OpraHy MeCTHOrO CamMoOynpaB/ieHMA, OpraHM3auun - NPABONPEEMHUKY B
ynopaao4eHHOM COCTOAHUM.

Mepesaya apxMBHbIX AOKYMEHTOB 0hOpPMAAETCA aKTOM. [0CyAapCTBEHHble OpraHbl, OpraHbl
MECTHOrO  CamoymnpaBfieHWa, OpraHM3auuu,  BbICTYMaloWMe  MUCTOYHMKAMKM  KOMMJIEKTOBaHUA
rocyAapCTBEeHHbIX (MyHMUMMNAAbHbIX) apXWMBOB, MNepedaloT KOMWUID aKTa B  COOTBETCTBYHOLLUINA
rocyAapcTBEeHHbIN (MyHUUMNANbHbIA) apXuMB.

B cnyyae npuBaTM3aLMM rOCyAapCTBEHHbIX WM MYyHUUMMNAAbHbLIX NPeanpuUATUA, YUYPEKOAEHUN,
obpasoBaBLlIMECA B NPOLECCE UX AEATENbHOCTU apXUBHbIE AOKYMEHTbI, B TOM 4YMUC/e AOKYMEHTbI MO
JINYHOMY COCTaBY, OCTalOTCA COOTBETCTBEHHO B desepanbHO cobCcTBEHHOCTU, COBCTBEHHOCTU CybbEKTA
Poccuitckolt Pegepaumm n MyHMUMNANbHON COBCTBEHHOCTU.

225. Mpu ANUKBMZAAUMM TOCYAAPCTBEHHOIO OpraHa, OpraHa MeCTHOro CcamMoynpaBieHus,
OpraHU3aLmMmM - UCTOYHUKA KOMMIEKTOBAHUA rOCyAapCTBEHHOro (MyHULMMNaNAbHOro) apxmBa, apXuBHbIe
JOKYMEHTbI B yNOpAA0YEHHOM COCTOSIHUW NepeatoTca IMKBUAALMOHHOMW KOMUCCUEN (NUKBUAATOPOM),
KOHKYPCHbIM YNPaBAAOWMUM B COOTBETCTBYHOLIMI FOCYAAPCTBEHHbIN (MYyHUUMMANAbHbINA) apXxXuB.
YnopagoyeHne [AOKYMEHTOB OpPraHU3yeT JAWKBUOAUMOHHAA KOMWMCCUS C y4YaCcTMEM npeacTaBuTens
COOTBETCTBYHOLLErO rocy4apCTBEHHOIO (MYyHULMNANLHOTO) apXuBa.

Mpy AMKBUAALMM HErOCYAaPCTBEHHOMN OpraHM3aUumn ee A0KYMEHTbI B yNopaA04eHHOM COCTOAHUM
nepesalTca  JIMKBUAALUMOHHOMW  KOMWUCCMEN  (NMKBMAATOPOM), KOHKYPCHbIM  YNpaBAAloWMM B
COOTBETCTBYIOLMIM rOCyA4apCTBEHHbIN (MyHULMNANbHbINA) apXMB HAa OCHOBaHUK AOroBopa.

MpunoxeHne N 1
K Mpasunam

PekomeHayemblit 0b6pasel,

HOMEHKNATYPA JE/T OPTAHU3ALINN

YTBEPXIIA
(HayMMeHOBaHME TOCYINAapCTBEHHOT'O OpIaHa,
opraHa MECTHOT'O CaMOyNpaBJIEHUH, (HaMMeHOBaHME MNOJIKHOCTM PYKOBOIUTEJS
oOpTraHM3aLNN) WY MHOTO YIHOJIHOMOUEHHOTO MM JIMIIa)

HOMEHKIIATYPA IEJI




Ha TOm (momnmce) (pacumbpoBka MIOONMUCH)

(mara)
NHaeKkc 3aronoBokK gena Konnyectso TomoB CpokK xpaHeHua u N MpnmevaHua
nena (yacTeit) CTaTbW NO NepevHto
1 2 3 4 5

HassaHue pasgena

HamMeHOBaHMEe IOOJIXKHOCTMU
PYKOBOOIMTEJIA CJIYyXOH IOeJIONPOM3BONCTBA
opraHmM3aluumn

(momnmce) (pacumdporka IOONUCH)
(mata)

Busza pyroBOIOUTEIIA (J'H/ILI,a, OTBETCTBEHHOI'O 3a apXI/IB)

COTJIACOBAHO YTBEPXIEHA

[IpoToxois 9K (LI3K) opranmszauum [IpoTrokosi 3K apxXMBHOTO ydYpeXIeHUS
oT N oT N

JiToroeas B3anMcCb O KATEIOPMAX UM KOJIMYECTBEe neJl, 3aBeIeHHEX B rony B
OpraHM3aLun

Mo cpokam xpaHeHwuA Bcero B Tom uncne
Mepexoaswmx C otmeTKo# "IMK"
1 2 3 4

Ha 6ymaykHOM HocuTene
(npy Hannumm riMbpuaHbix aen, Tom(a) Ha BymarKHOM HOCUTENE YYUTbLIBAKOTCA B pasaesne Tabanupl
"Ha bymaxkHoM HocuTene", Tom(a) Ha 3NEeKTPOHHOM HOCUTENE Y4yUTbIBAlOTCA B pasdene Tabauubl
"I neKTpoHHbIX"):

[MocTosiHHOTO

BpemeHHoro (cBbiwe 10 neT)

BpemeHHoro (ao 10 net
BK/IIOUYUTE/IbHO)

DNEeKTPOHHbIX
(npy Hannumm riMbpuaHbix aen, Tom(a) Ha BymarKHOM HOCUTENE YYUTbLIBAKOTCA B pasaene Tabanupl
"Ha bymaxkHoM HocuTene", Tom(a) Ha 3N1eKTPOHHOM HOCUTENE YUYUTbIBAlOTCA B pasgene Tabauubl
"I neKTpoHHbIX"):

[MocToAHHOro

BpemeHHoro (cBbiwe 10 neT)

BpemeHHoro (ao 10 net
BK/IIOYUTE/IbHO)




NTOTO:

HamMeHOBaHMEe IOOJIXKHOCTMU
PYKOBOOMTEJIA CJIYyXOH IOeJIONPOM3BONCTBA
opraHmM3aluumn

(nara)

VITOTOBEIE CBeIeHMA [epelaHbl B apXuB
HauMeHOBaHME IHOOJDKHOCTU paGOTHMKa apxXmBa

(nara)

(momnmce)

(momnmce)

(pacumdporka IOONMUCH)

(pacumdporka IOONMUCH)

MpunoxkeHue N 2
K Mpasnnam

PekomeHayemblit 06paseL,

HOMEHK/NATYPA AE/NT CTPYKTYPHOIO NOAPA3AENEHNA OPTAHU3ALINKA

(HaMMeHOBaHMe I'oCynIapCTBEHHOI'O OpIraHa,
OpraHa MeCTHOI'O CaMOyIllpaBJIEHUA,

opraHu3aluun)

(HaMMeHOBaHMEe CTPYKTYPHOTO MNOoIpas3lesieHNsd)

HOMEHKIJIATYPA IEJI

Ha

rono

(k HOMEeHKJIATYpPe IeJl CTPYKTYPHOIO
noapas3nesyieHuss 10 OKOHYAHUMU
KaJIeHIapHOTO ToIa COCTaBJISeTCs
MUTOTOBasg 3alMCh IO PEKOMEHIYyeMOMY
obpasuy, yKa3aHHOM B IPUJIOXEeHMUM 12,
M ZeJjlaeTcsda OTMeTKa O Ilepelaue
UTOTOBHIX CBEeIEeHUM B CJyx0y IJOY

opraHmM3alLmn)

NHAaekc
aena

3aros10BOK Aena

Konnyectso Tomos
(yacrtent)

CpoK xpaHeHuna n N MpumeyvaHua
CTaTbM MO NepeyHo

3

HassaHue pas3gena

HayMeHOBaHME IOJDXHOCTMU
PYKOBOIOUTEJIS CTPYKTYPHOT'O IOOPa3OeJIeHUS

(nara)

(momnmceo)

(pacumpporka IOONMUCH)



COT'JIACOBAHO
(mpm Hammuum OK CTPYKTYPHOT'O NOOpa3LeJIeHMUd)
[lpoTokoy 39K CTPYKTYPHOI'O NOOpaslielIeHMA
oT N

MpunoxkeHue N 3
K Mpasunnam

PekomeHayemsbili 0bpasel,
AKT

O BbIAENEHUN K YHUHTOXKEHUIO (APXMBHbIX) JOKYMEHTOB,
HE NOANEXRALLNX XPAHEHUIO

YTBEPXIA
(HaMMeHOBaHME T'OCYINapCTBEHHOT'O OpTraHa,
opraHa MeCTHOI'O CaMOyIlpaBJIeHUSd, (HaMMeHOBaHME IOOJIXHOCTM PYKOBOIMUTEJIS
opraHM3auuM) UM MHOTO YIIOJIHOMOUEHHOTO MM JIMIIA)
AKT
N (momnmce) (pacumdporka IOONMUCH)
(mara)

O BBIOEJIEHUM K YHUUTOXEHUID (aAPXUBHBIX)
OOKYMEHTOB, He NOoIJIeXallMxX XPpaHEeHU (mara)

Ha ocHOBaHUM

(Ha3BaHME ¥ BHIXOIHBEIE HOAHHHE II€PeuHs IOKYMEHTOB C yKa3aHUEM

CPOKOB MX XPaHEHMS)
OTOOpPaHE K YHUYUTOXEHMIO Kak He MMellMe Hay4YHO-MCTOPUUYECKOM LeHHOCTHU U
YTpPaTUBUME IPaKTUUeCKOe 3HaueHMe INOKyMeHTH ¢onma N

(N m HazBaHuMe OQoHIA)

N 3aronoBoK Mo N N onucu (npwm N ea. xp. | Koauny Cpokn Mpume
n/n Aena abl BblAE/IEHUU K Mo oNUCK | ecTBO | XpaHeHMA | YaHuA
(rpynnosoti YHUYTOXKEHMIO (vHaekc no | ea. xp. MNN
3aro/I0oBOK OOKYMEHTOB Npwu HOMeHKnaT | (gen) | cratei no
[OKYMEHTOB) noAroToBKe Aen K ype aen) nepevHto

nepegaue B apxus
opraHmsaumu, rpada He

3anonHaeTcs)
1 2 3 4 5 6 7 8
NToro en. xp. (mej, DJIEeKTPOHHHEIX IeJ) 3a TOXHL.
(undpaMm M HOPONIUCHIO)
Onmcm @meJjyl NOCTOSHHOTO XPaHEeHMS 3a ronel yTBepXneHel JIIK

(HaMMEHOBAHME apXMBHOTO YYPEXIEHU)
[IPOTOKOJI OT N

HammMeHOBaHUE OOJIXHOCTU PYKOBOIOIMNTEIIA
apxXxmBa (B Cilyuae, eCin 3a OpPraHM3alunio



APXMBHOIT'O XpPaHEHMA OTBeUaeT PpYKOBOIMUTEIIb
opraHmzaumnum, aKT IIoOIMCelBaeTCA JIMLOM,
OTBETCTBEHHEIM 3a apXMB)

(momnmceo) (pacumbpoBka MOONMUCH)
(mara)
COTJIACOBAHO YTBEPXIEH
[IpoTokosi 3K (LSK) opraHm3auum [IpoTokoJy 3K apxXMBHOTO yUpexXIeHMUS
oT N oT N
IOKYMEHTEl B KOJIMUECTBE en. xp. (mej, BJIEKTPOHHHIX IeJ) :
- Ha OyMaxXHOM HOCUTeJIe BECOM KI' CIaHBl Ha YHUUTOXEHUE

— Ha OSJIEKTPOHHOM HOCHUTEJIe CIOaHBl Ha YHUUTOXEeHMrE

(crtoco® YHUUTOXEHMS)

HauMeHOBaHME HOOJDKHOCTU paGOTHMKa,
CoaBmero IOOKYMEHTEI

(momnmce) (pacumbpoBka MOONUCH)
(mara)
VI3MeHeHVsa B YyUeTHHE IJOKYMEHTE BHECEHE
HammMeHOBaHME IOJIXKHOCTM paboTHMKA
(momnmcso) (pacumdpoBKa MIOONUCHK)

(naTa)

MpunoxkeHue N 4
K Mpasnnam

PekomeHayemblit 06paseL,

NINCT-3ABEPUTE/Tb AENA

JMCT-3ABEPUTEJIL JEJIA N

B mejse nmommTO M NPOHYMEPOBAaHO JVCTOB
(undpaMm M OPONMCHIO)

c N no N , B TOM UMCJIIE:

JluTepHEle HOMEpa JIMCTOB

[IponylleHHEIE HOMEpa JIMCTOB

+ JIMCTOB BHYTPEHHEN ONUCHU

OcobeHHOCTN GU3NYECKOTO COCTOAHUA N GOPMUPOBAHUA Aena Homepa nucros

1 2

HamMeHOBaHME HOOJDKHOCTHU paboTHMKA

(mommmce) (pacumdpoBKa MIOONUCHK)

(nara)




MpunoxkeHne N 5
K Mpasunam

PekomeHayemblin obpasel,
BHYTPEHHAA ONUCb JOKYMEHTOB AENA

BHYTpPEHHSsT ONMCH INOKYMEHTOB zneja N

N PernctpaumoHHbin N JaTta 3aro/0BOK N N nuctos MpumeyvaHua
n/n OOKYMeHTa OOKYMeHTa OOKYMeHTa aena

1 2 3 4 5 6
Toro IOIOKYMEHTOB .

(umdpaMm ¥ OPONMCHI)
KonmmuecTBO JIMCTOB BHYTPEHHEM ONUCU

JLIT.
(undpaMm M OPONUCHIO)
HavMeHOBaHME IOOJDKHOCTM JIMlla,
COCTaBMBIIETO BHYTPEHHIKN OIMCH
IOOKYMEHTOB IeJa
(momnmco) (pacumdpoBKa MIOANMUCHK)

(naTa)

MpunokeHne N 6
K Mpasunam

PekomeHayemblit 06paseL,

O6noxKa gena

Ly
W BQ
NP

(Ha3BaHMe rocyaapcTBeHHOro (MyHULMNAAbLHOIO) apXx1Ba)




(HaMMeHOBaHME rocygapCTtBeHHOro opraHa, opraHa MmectHOro camoynpasneHuA, Opl'aHM3aLI,VIVI)

(HaMmeHoBaHMe CTPYKTYPHOro NoapasaeneHuns)

OENO N

TOM N

(3aronoBsok aena)

®.N

Oon. N

A.N

(KpaitHue patbl)

OMnnCb AEN CTPYKTYPHOIO NOAPA3AE/EHNA

(HaMMeHOBaHMe I'oCyInapCTBEeHHOI'O OpraHa,
OoOpraHa MeCTHOI'O CaMOyIllpaBJIEHUA, OpPaHMSaHMM)

(Ha¥MEeHOBAHME CTPYKTYPHOTO NONpPAa3LeJIeHUs)

Ha ncTax
XpaHUTb

MpunoxkeHune N 7
K Mpasunam

PekomeHayembiit 06paseL,

OINCH N
oeJji, IOOKYMEHTOB
3a rono
N | UHaeKkc | 3aronoso | KpaliHue CpokK xpaHeHus (rpada He Konunyectso | Mpume
n/n| Apena K Aena Aathbl 3anoNHAETCA B ONUCK Aen nnctos YaHuA
NMOCTOAHHOIO CPOKA XpaHeHwUsn)
1 2 3 4 5 6 7

HassaHue pa3gena




B DaHHBE pas3nesl ONMCK BHECEHO

(umbpaMy M MNPONMUCHIO)

el

c N no N

, B TOM UmCJe:

JIMTEPHBIE HOMEpa:

IIPOIIYyUIEeHHBIE HOMEPa:

HamMeHOBaHME OOJIKHOCTM COCTaBUTEJIS ONUCHU

(momnmce) (pacumdporka IOONMUCH)
(mara)
HamMeHOBaHME IOJIDKHOCTU PYKOBOIOMUTEI S
apxmusBa (B ciyuyae, ecamM 3a OpTraHM3alMio
APXMBHOTO XPaHeHMS OTBedaeT PYyKOBOOUTEJb
opraHmM3aluuy, ONMUCH [IOANNMCHBAETCS JIMIIOM,
OTBETCTBEHHEIM 3a aAPXUB) (momnmce) (pacumbpoBka MOONUCH)
(mara)
COTJIACOBAHO COTJIACOBAHO
(mpy Hamuuum 3K CTPYKTYPHOTI'O
HavMeHOBaHME IOJIKHOCTU noopas3neyieHus)
pyKOBOOUTENA CHyXOe IJOY [lpoTokoJs 3K CTPYKTYPHOI'O
nojpasnesieHus
(momnmmce) (pacumdpoBKa IIOONIMUCH)
ITaTa oT N
[lepenan en. xp.

(umdpaMm ¥ OPONMUCHI)

PETUCTPAUMOHHO~KOHTPOJIb HEIX

(undpaMm M OPONUCHIO)
KapTOTEeK K IOKYMEeHTaM.

HavMeHOBaHME IOJDKHOCTM paboTHMKA
CTPYKTYPHOT'O MNOoIpaslelIeHUs

(naTa)

[Mpuuan

(mommmce) (pacumdpoBKa MIOONMUCHK)

en. xp.

(undpaMm M HOPONUCHIO)

u

PETMCTPAlLVMOHHO-KOHTPOJIb HBEIX

(umdpaMm ¥ NOPONMUCHIO)
KapTOTEK K IOKYyMEeHTaM.

HamMeHOBaHME OOJDKHOCTU pa@OTHMKa apxXmBa

(naTa)

(mommmce) (pacumdpoBKa MIOONMUCHU)

MpunoxkeHne N 8
K Mpasnnam

PekomeHayemblit 06pasel,



OMMCb 3JTIEKTPOHHbIX JOKYMEHTOB CTPYKTYPHOIO NOAPA3AE/NEHNA

(HamMeHOBaHUE I'oCynapCTBEHHOI'O OpIraHa, OpTaHa
MECTHOI'O CaMOoyIllpaBJIEHUA, OpI‘aHMBaLU/U/I)

(HaMMeHOBaHME CTPYKTYPHOTO MNOIOpaslesiIeHUs)

doHnm N

OIlICh N

BJIEKTPOHHBIX ITOKYMEHTOB
(MOCTOSAHHOTO XPaHeHMS/BPEMEHHOTO
(cBrme 10 JieT) XpaHeHUsa/NIo JIMYUHOMY
cocTaBy)

3a Toxn




N | UHaekc 3aronoBokK PerncrtpaunoHHbl Bua wm [arta Cpok Konnuecteo | O6bem | Mpu
n/n| paena 3/IEKTPOHHOrO " Homep 3aro/0BOK OOKYM | XpaHeH dairinos B meya
Aena no 3/IEKTPOHHOIO | 3/IEKTPOHHOrO | eHTa na (konnuectso | 6aliTax | Hus
HOMEHKANaType OOKYMEHTa OOKYMEHTa dainos B
KOHTeWHepe)
1 2 3 4 5 6 7 8




B maHHBE pasnel ONMCYM BHECEHO

(umdpaMm M OPONMUCHI)

c N no N

BJIEKTPOHHBIX IOOKYMEHTOB

obbeMoM

GSarT. B TOM umcie

JIMTEPHBEIE HOMEPaA:

IIPOIIyIIEeHHBIE HOMEPa:

K 3JIeKTPOHHEM IOKYyMEeHTaM COCTAaBJIEHH peecTph GaljioB.

HamMeHOBaHME OOJIXKHOCTM COCTaBUTEJIS ONUCHU

(momnmceo)
(mara)
HamMeHOBaHMUE IOOJIXKHOCTHU PYKOBOOUTEIS
apxuBa (B cJayuyae, e€CauM 3a OopTaHM3aluio
APXVBHOT'O XPaHEHMS OTBedYaeT PYKOBOIUTEJb
opraHM3aluy, OIMUCH I[ONNMCHBAETCS JIMLOM,
OTBETCTBEHHEIM 3a aAPXUB) (momnmce)
(mata)
COTJIACOBAHO

(pacumbpoBka MONNMUCH)

(pacumbpoBka MOONUCH)

COTJIACOBAHO

(mpy Hammuuy 9K CTPYKTYPHOTO

HamMeHOBaHME IHOOJIDKHOCTU
pykoBoOuTesa Ciayxoel JOY

nompas3neyieHus)

[IpoTrokos 3K CTPYyKTYPHOI'O

nonopasnesyieHus
(momnmce) (pacumdpoBka MIOONMUCH)
oT N
ITaTa
[lepenan BJIEKTPOHHEIX ITOKYMEHTOB
(umdpaMm ¥ OPONMUCHI)
o6BeMoM dantT
(undpaMm M OPONUCHIO)
HavMeHOBaHME IOJDKHOCTM paboTHMKA
CTPYKTYPHOT'O MNOoIpaslelIeHUS
(mommmce) (pacumdpoBKa MIOONMUCHK)
(mara)
[IpuHAJ BJIEKTPOHHEIX JTOKYMEHTOB
(undpaMm M HOPONUCHIO)
Sant
(umdpaMm M NOPONMUCHIO)
HavMeHOBaHME IOOJIKHOCTM paboTHMKA apxXuBa
(MnLa, OTBETCTBEHHOI'O 3a apXUB)
(momnmce) (pacumdpoBka MONNUCH)
(mara)
PeecTp 0alyioB BJIEKTPOHHOI'O IOKYMEHTa
N N aneKTpoHHOro HanmeHoBaHue [ata v Bpema Obbem (B dopmat
n/n | AOKyMeHTa no onucu daiina nocnegHero UsmMeHeHus 6anTax) daiina

daiina



MpunnoxkeHne N 9
K Mpasnnam

PekomeHayembli obpasel,

Onncb AEN MOCTOAHHOIO XPAHEHUA

YTBEPXIAI

(HaMMEeHOBAaHME T'OCYIapCTBEHHOI'O OpTraHa,

opraHa MECTHOT'O CaMOyIpaBJIeHUS, (HaMMEHOBAHME IOOJDKHOCTU PYKOBOOUTEJIS

opraHM3aummn) MM MHOTO YIIOJHOMOUEHHOTO MM JIMiia)
dounm N (momnmceo) (pacumdpoBKa MIOANMUCHU)
OIMCh N
neJjyi, OOKYMEHTOB IIOCTOSHHOTO XPaHEeHUS
3a Tomnm
(mara)

N NHaeKc 3aronoBoOK Aena KpaitHne aatbl

n/n aena

Konnuyectso nucros MpumeyaHua

1 2 3 4

HassaHue pa3gena

B nmaHHBM pasmesi OIIMCM BHECEHO

(umppamMm un

IIPONMCHIO)
nes

c N no N

, B TOM UMCJIe

JIMTEPHBIE HOMepa:

IIPpOoIIyleHHBIe HOoMepa:

HamMeHOBaHME IOOJIKHOCTM COCTAaBUTEJIA OIIUCU

(nara)

HammMeHOBaHUE JOJIXHOCTU PYKOBOOMUTEIIA
apxXmBa (B Cllyuae, eCin 3a OpraHm3anumnn
APXMBHOI'O XpPaHEeHMA OTBedaeT PpYyKOBOIMTEJIb
OopraHmM3aluuy, OIIMCH IIOIIMCHEBaAETCHA JIMLOM,
OTBETCTBEHHEIM 3a apXI/IB)

(mommnmce)

(momnmce)

(pacumbpoBka MNONNUCH)

(pacumbpoBka MONNUCH)



(naTa)

COTJIACOBAHO

[IpoTokosi IIBK (5K) opraHm3auum

oT

N

YTBEPXIEHA

[Iporoxkos JIK apxXMBHOTO yUYpeXIOeHUS

oT

N

Mpunnoxenue N 10

K Mpasnnam

PekomeHayemblit obpasel,

Oonuncb AeN No MIM4YHOMY COCTABY

YTBEPXIAI

(HaMMeHOBaHMe I'oCyInapCTBEHHOI'O OpIraHa,

Opr'aHa MEeCTHOI'O CaMOyIllpaBJIEeHUHd,

(HaMMeHOBaHMe JOJIXHOCTHM PYKOBOIUTEJIA

OpI‘aHVIBaLU/H/I) i VMHOT'O YIIOJIHOMOUWEHHOI'O UM J'H/ILI,a)
dounm N (momnmcso) (pacumdpoBKa MOANMUCHU)
OIIMCh N
neji, IOOKYMEHTOB IIO JIMUYHOMY COCTAaBYy
3a Tom

(mara)
N NHaekc 3aronoBok KpaitHne Cpok Konnyectso MpumeyvaHua
I'I/I'I Aena Aena AaTbl XpaHeHnA JINCTOB
1 2 3 4 5 6 7
HasBaHue pa3gena
B DaHHBI pasnesl ONMCM BHECEHO
(undpaMm ¥ HOPONUCHI)
nen
c N no N , B TOM UmMCJIe

JIMTEPHEIE HOMEPaA:
NIpOIylMEeHHEEe HOoMepa:

HamMeHOBaHME OOJIKHOCTM COCTaBUTEJIS OIUCKU

(momnmceo) (pacumpporka IOONMUCH)

(nara)

HammMveHOBaHME OOJIXHOCTU pykoBOOUTEIIA
apxXmBa (B Cllydyae, ecCciin 3a OpraHM3alNio
APXMBHOT'O XpPaHEHMA OTBeYaeT PpYKOBOIMUTEIIb
opraHmszanumM, OIMCH IOOINMCEBAETCHA JINIOM,
OTBETCTBEHHEIM 3a apXMB)

(momnmco) (pacumpporka IOONMUCH)




(naTa)

COTJIACOBAHO YTBEPXIEHA
[IpoTokosi IIBK (5K) opraHm3auum [IpoTokoJ 3K apxXMBHOTO ydUpexXIeHMUS
oT N oT N

MpunnoxeHne N 11
K Mpasnnam

PekomeHayemblit obpasel,
OnNnUCb AEN BPEMEHHbIX (CBbILUE 10 NET) CPOKOB XPAHEHUA

YTBEPXIAI

(HaMMeHOBaHME TI'OCYyIapCTBEHHOTO
opraHa, opraHa MeCTHOI'O
caMoyInpaBJIeHUs, OpITaHM3aLUM)
(HaMMeHOBaHME IOJIKHOCTM PYKOBOAUTEIS

doum N MM MHOTO YIIOJHOMOUYEHHOTO MM JIMiia)
OIMCh N
neJl, IOOKYMEHTOB BPEMEHHEIX (momnmce) (pacumbporka
(cBeuie 10 Jj1eT) CPOKOB XpaHEeHUS IIOIMNNCH)
3a Tomnm
(mara)
N n/n| NHaekc 3aronoBokK gena KpaitHne Cpok Konnyectso MpnmevaHua
Aena AaTbl XpaHeHnA JINCTOB
1 2 3 4 5 6 7

Ha3ssaHue pasgena

B nmaHHBM pazsmesi OIIMCKM BHECEHO

(undpaMm ¥ HOPONUCHIO)

ne
c N no N , B TOM UMCJIIEe
JIMTEPHBIE HOMEepa:
[IPOIyIleHHEIE HOMEepa:
HamMmeHOBaHME IOOJIXKHOCTU
COCTaBUTEJIA OIMUCHU
(momnmceo) (pacumpporka IOONMUCH)

(nara)

HamMmeHOBaHME IOOJIXKHOCTU
PYKOBOIMTEJIA apxXuBa
(g crayuae, ecaIn 3a opTraHM3aluio



apPXUBHOTO XpaHeHUs oTBEeUaeT
PYKOBOOUTEJb opraHm3aluy, OIUCH
IIOONMCHBAETCS JIMILIOM, OTBETCTBEHHEM
3a apxXuUB)

(mara)
COT'JIACOBAHO
[IpoTokosi IIBK (5K) opraHm3auum
oT N

(momnmceo) (pacumbpoBka MONNMUCH)

YTBEPXIEHA
[Iporoxkos JIK apxXMBHOTO YyUYpeXIOeHUSI
oT N

MpunnoxkeHne N 12
K Mpasnnam

PekomeHayemblit obpasel,

OMUCb SNTEKTPOHHbIX JOKYMEHTOB

(HaMMeHOBaHME I'OCYIapCTBEHHOTO
opraHa, opraHa MeCTHOI'O
caMoyInpaBJIeHUs, OpITaHM3alUM)

®oHo N

OIMCh N

BJIEKTPOHHEIX ITOKYMEHTOB (IIOCTOSHHOTO
xXpaHeHusa/BpemMeHHoro (cBeue 10 JeT)
XPaHeHUa/no JIMYHOMY COCTaBY)

3a Tomn

YTBEPXIAI

(HaMMeHOBaHMe OJOJIXKHOCTUM PYKOBOIOMTEJIA
MJiMl MHOIT'O YIIOJIHOMOYWEHHOI'O MM J'H/H_I,a)

(momnuce) (pacumbporka
IOIINCHU)

(mnara)



N NHaekc 3aronoBok | PerucTpauMoHHbIM HOMep | Bua v 3aronoBok [aTta Cpok Konnuectso | O6bem B | MprmeyaHm
n/n aena 3/IEKTPOHHOTO | 9N1EKTPOHHOIO AOKYMEHTA 3/IeKTPOHHOTO OOKYMEHT | XpaHeHus ¢darinos 6arTax A
aenano OOKYMEHTa a (Ronmyectso
HOMEHKNaTyp ¢dannos B
e KOHTeWHepe)
1 2 3 4 5 6 7 8




B maHHBE pasnel ONMCYM BHECEHO

(umdpaMm M OPONMUCHI)
DJIEKTPOHHBEIX INOKYMEHTOB

c N mo N
oBBeMoM fanT. B TOM uUmMcCIe
JNTEPHBIE HOMEpa:
IIPONyUEeHHEIE HOMepa:
K nmemaMm cocTaBJieHH BHYTPEHHME ONMCHU (peecTphl) IeJl.
HamMeHOBaHME IOOJDKHOCTU
COCTaBUTEJIS ONUCHU
(momnmce) (pacumdporka IOONMUCH)
(mara)
HavMeHOBaHME IOJDKHOCTU
PYKOBOOUTEJIA apxXUBa
(B crxyuae, ecaM 3a OpTraHM3alLuio
APXUBHOT'O XpaHeHUsS oTBeuYaeT
PYKOBOOUTEb opraHuszauuy, OIUCH
IIOOIINMCEIBaeTCd JIMIIOM, OTBETCTBEHHBM
3a aApXUB)
(momnmco) (pacumdpoBKa MIOANMUCHK)
(mara)
COTJIACOBAHO YTBEPXIEHA
[IpoToxois LUSOK (3K) opraHmszauum [IpoTrokos 3K apxXMBHOTO ydYpeXIeHUS
oT N oT N
PeecTp 0GanjioB 2JIEKTPOHHOTO HOOKYMEHTa
N N a1eKTpoHHOro HanmeHoBaHue daiina | [ata u Bpems Obbem (B dopmaTt
n/n | AOKYMeHTa no onucu nocneaHero 6aitTax) dainna
NM3MeHeHUnAa
daiina

MpnnoxkeHme N 13
K Mpasnnam

PekomeHayemblit obpasel,

KapTqua NOCTENNAXKHOIO Tonorpad>w4ec+<oro YKa3aTtena

HauMmeHOBaHME TOCYHAapCTBEHHOT'O OpraHa,

opraHa MEeCTHOI'O CaMOyIpaBJIEHUS,
opraHmM3anmumu




CTEJUIAX N APXVIBOXPAHMIIMIIE N

Wkad N Monka N doHg N Onuce N Eao.xp.cNnoN MpumeyaHua

1 2 3 4 5 6

MpunnoxkeHue N 14
K Mpasnnam

PekomeHayemblit obpasel,

KapTouka nodoHaoBoro Tonorpadpuyeckoro ykasarens

HayMeHOBaHME TOCYINAPCTBEHHOTO OpIaHa,
opraHa MEeCTHOTO CaMOyIpaBJIeHUsd,
OpTaHMB3aLUN

®OHII N APXVIBOXPAHWIIVMIIE N

HazBaHue ¢oHIa

Onuco N Ea. xp.cNno Crennax N Wkaop N Monka N MpumeyvaHua
N

1 2 3 4 5 6

MpunnoxkeHne N 15
K Mpasnnam

PekomeHayemblit 0b6paseL,

AKT MPOBEPKU HAJTMYMNA N COCTOAHNA APXMBHbIX JOKYMEHTOB

YTBEPXIAO

(HaMMeHOBaHME T'OCYIapCTBEHHOTO
opraHa, opraHa MeCTHOI'O
caMOyIipaBJIeHUS, OopIraHM3aluM)

(HaMMeHOBaHME IOJIKHOCTUM PYKOBOIMUTEJIS
AKT UV MHOTO YIOJIHOMOUEHHOTO MM JIMIIA)



N

N N onwmucemn

7. MWroro 1no HOaHHOMY GOHIOY (BKJIOUEHHBIX ¥ He BKJIOUEHHHBIX B OINMCHU),

(mara) (momnmce) (pacumdporka NIOONMUCH)
IIPOBEPKM HAJIUUMS U COCTOSHUS
APXMBHBEIX INOKYMEHTOB (marTa)
doHnm N
HasepaHre odoHIa
[lpoBepka npoBOOUIIACH C o
[IpOBEepPKOM yCTaHOBJIEHO:
1. UmMcamTcs 1o ONMCaM en. xp.
(koJIMuecTBO)
2. BHIABJIEHBEl TeXHUUYECKME OIMUOKU:
2.1. VMewnT JMTEepHBE HOMEpa:
a) He YyUTeHHBe B MTOTOBOM 3alucu en. xp.
(koJIMuecTBO)
©) He IIepeuMCJIeHHBEe, HO Yy4YTEHHHE
B MTOTOBOM 3alyucCu en. xp.
(koNMMuecTBO)
2.2. IlponyleHO HOMEPOB:
a) HEe YyUTEeHHBX B MTOTOBOM 3allCH en. xXp.
(koJIMuecTBO)
©) He IIEePeuMCIJIEHHBIX, HO
YUTEHHEX B MTOTOBOM 3allCU en. xp.
(koJIMuecTBO)
2.3. Ipyrue, B pel3yJbTaTe uyero obweMm
VYBEeJIMYMIICA Ha en. Xp
(koNIMuUuecTBO)
YMEHBIIMJICS Ha en. xp.
(koJIMuecTBO)
3. UmMcamMTCcH IO ONMCAM B pes3yJbTaTe
yCTpaHeHI/IH TEeXHNUYEeCKUX OLLU/I6OK en. Xp
(koIMuUuecTBO)
4. He 0oKa3aJioOCh B HaAJIMUUU en. xp.
(koJIMuecTBO)
5. VimMeeTcsa B HaJMuMM 110 IOaHHOMY OQOHIOY
(BKJIIDUEHHEBIX B OIIMCH) en. xXp.
(koJIMUecTRBO)
M3 HUX TpelyonlMX:
a) nesuHbekUIUMU en. xXp.
(koJIMuecTBO)
0) IOes3uHCEeKLUNU en. xp.
(koJIMUecTRBO)
B) pecTaBpaluumn en. xp.
(koJIMuecTBO)
I‘) nepenneTa VI IIOOWMBKM en. Xp
(koJIMuecTBO)
II) BOCCTAHOBJIEHMS 3aTyXallMX TEKCTOB en. xp.
(koJIMUecTRBO)
€) CHATMA C ydeTa BBUIAY HEUCIPABMMEIX [NOBPEXIESHUMN en. Xxp.
(koJIMuecTBO)
X) NpOBeIEeHMS MUIPaLUMU
(OJ19 3JIEKTPOHHBIX IOKYMEHTOB
Ha O¢uzmuecku 000COOIJIEeHHBIX
HOCUTEJIAX) en. xp.
(xkoJIMuecTBO)
6. VMeeTcda He BKJIOUEHHHIX B OIIMCHU en. Xxp.
(xkoJIMuecTBO)



VMERIMXCS B HAJIUUUU en. xp.
(xkoJIMuecTBO)

8. XapakTepuCTUKA YCJIOBUM UX XPAHEHUS.
OTpuLaTEeJIbHEE SBJIEHMS B COCTOSHMM M YCJIOBUSAX XPaHEHUS.

[IpoBEepPKY NPOU3BOOMIIN :

HamMmeHOBaHME (1) OOJDKHOCTEM
paboTHMKA (OB)

(momnmce) (pacumdporka IOONIMUCH)

(nara)

MpunnoxkeHne N 16
K Mpasnnam

PekomeHayemblit 0bpaseL,

AKT O TEXHUYECKMX OLLMBKAX B YYETHbIX JOKYMEHTAX

YTBEPXIAIO

(HaMMeHOBaHMe TOCyOmapCTBEHHOTO
OpTraHa, OpIraHa MEeCTHOTO
caMoyIlnpaBJIEHUA, OpI‘aHVISaLU/H/I)

(HaI/IMeHOBaHI/Ie OJOJIXHOCTHM PYKOBOIOUTEIIA

AKT U MHOTO YIIOJIHOMOUEHHOT'O MM JIMlia)
N
(mara) (mommmce) (pacumdpoBKa MIOONMUCHK)
O TeXHUUECKMUX ommbrax
B YUYEeTHHIX IOOKYMEHTax (maTa)

®doHno N
HazBaxnue doHIa

B xXome BHIIOJHEHUS

(Bn paboT)
OBHAPYXEHH TexXHUUYeCKMe OmMOKM B BalMCAX:

Ha3BaHue AOKYMEHTa CyLLI,eCTByIOLU,aFI 3anumcb Cnep,yeT 3anmcaTtb
1 2 3
B pe3yJbTare KOJIMUECTBO en. Xp. (en. yu)
HE M3MEHWUJIOCH/YBEINUMIIOCE/YMEeHbIIMIIOCE Ha
(HyXHOEe NIOIUEPKHYTH) (undpaMm M HOPONIUCHIO)
en. xp. (em. yu.)
[lprMeyaHnA :

HauMeHOBaHME IOOJLDKHOCTU pa@OTHMKa

(mommmce) (pacumdpoBKa MIOONUCHK)




(nara)

Vi3MeHeHUsT B y4YeTHBHE IOKYMEHTH
BHECEHH
HamMeHOBaHME IOJXKHOCTM paboTHMKA

(momnmce) (pacumdporka IOONUCH)

(naTa)

MpunnoxkeHme N 17
K Mpasnnam

PekomeHayemblit obpasel,
AKT
OB OBHAPYXEHUU APXUBHbLIX AOKYMEHTOB, HE OTHOCALLUXCA K JAHHOMY
dOHAY U HEYYTEHHbIX

YTBEPXIAI

(HaMMeHOBaHME T'OCYyIapCTBEHHOI'O
opraHa, opraHa MeCTHOI'O
caMoyInpaBJIeHUs, OpITaHM3aLUM)

(HaMMeHOBaHMe JOJIXHOCTHM PYKOBOIUTEJIA

AKT UM MHOTO YIOJIHOMOUEHHOTO MM JIMIIA)
N
(mara) (momnmce) (pacumdporka IOONIMUCH)
00 OOHAPYXEHUM apPXUBHEIX INOKYMEHTOB,
HEe OTHOCHMMXCHS K IaHHOMY (marTa)

bOHIY, HEeYUTEeHHHBX

B xome

(BD pa®oTH)
OBIO OOHaPyXEeHO

(B doHIme, B apxMBOXpPaHMUIMIIE,

paboueM IIOMEUEeHUN)

N 3aron0BOK ea. Wndp Kpalinue Konnuectso K kakomy doHay | Mpumey
n/n | xp., AOKyMeHTa (npwm AaTbl MCTOoB (Bpems oTHOCUTCA aHusA
Hannuum) 3BYYaHus, MeTpax, | (HOBbIN WKdp)
6anT)
1 2 3 4 5 6 7

MIToro OOHAapPyXeHO

(umbpaMm M NOPONMUCHIO)
en. xp. (OOKYMEHTOB)

HauMeHOBaHME IOOJLDKHOCTU pa@OTHMKa

(momnmce) (pacumbpoBka MIONNUCH)

(nara)



VIsMeHeHMa B y4YeTHEE IJOKYMEHTEH
BHECEHEL
HamMeHOBaHME IOOJIDKHOCTU paGOTHMKa

(momnmce) (pacumbpoBka MOONUCH)

(nara)

MpunnoxkeHne N 18
K Mpasnnam

PekomeHayemblit obpasel,
AKT
O HEOBHAPYXEHMU APXUBHbIX JOKYMEHTOB, MYTU PO3bICKA
KOTOPbIX MCHEPMAHbI

YTBEPXIAIO

(HaMMeHOBaHME I'OCYyIapCTBEHHOTIO
opraHa, oOpTaHa MEeCTHOTIO
caMoyInpaBJIeHMs, OpIaHM3alUM)

(HaMMeHOBaHME IOJIKHOCTM PYKOBOIMUTEJS
AKT U MHOTO YIIOJIHOMOUEHHOT'O MM JIMlia)

N
(maTa) (momnmce) (pacumdpoBka IOONUCH)
O HeOOHApPyXeHUM apxXMBHEBIX
OOKYMEHTOB, IIYyTU PO3BICKA
KOTOPEIX MCUepIlaHb (marTa)

Hasepanme u N ¢oHma

B pesynbTaTe

YCTAHOBJIEHO OTCYTCTBMe B (QOHIOEe TI[EepeuMCJIeHHBIX HWXe »nej (DoxymMeHTOB) ,
NPENIPUHATEE apPXMBOM MEPBl IO PO3BICKY HeJI MNOJIOKUTEJIbHBEIX Pes3yJIbTaTOB He
manaM, B CBA3M C UeM CUMTAaeM BOBMOXHEIM CHATH C ydeTa:

N Onucb | Ea. xp. | 3aronoBok ea. | KpaiiHue Kon-s8o nnctos Mpeanonarae | Mpume
n/n N N Xp. (apXMBHbIX [athbl (Bpems 3By4aHuA, |Mble NPUYUHDBI | YaHMA
OOKYMEHTOB) meTpax, 6anT) OTCYTCTBUA
1 2 3 4 5 6 7 8
NToro en. Xp. (apXI/IBHbIX IJOKYMEHTOB

(undpamMm M HOPONUCHIO)
ComepxaHye YTPaUYeHHBEIX HOOKYMEHTOB MOXeT OBITb UYaCTMUHO BOCIIOJIHEHO CJleIyUMMMU
en. xp. (ODoxyMeHTaMmu) :

(N N en. xp. ¥ MX TPYNINOBEE 3aTOJIOBKM)

HamuMeHOBaHMUE IOOJIKHOCTU
PYKOBOOUTEJIS apxuBa (B cJaydae,
ecnM 3a OpTraHM3alMi ApPXMUBHOTO
XpaHeHUs IOKYMEHTOB oTBEeUYaeT
PYKOBOOUTEJb opTraHMBalLnN, aKT

InoAgrnmcelBaeTC4d JIMIIOM, OTBETCTBEHHBIM



3a apXuUB)

(nara)

YTBEPXIOEH
(mp HeoOHaApPyXeHMUM »OeJl APXMBHOI'O
dbonnma Poccurckom denmepauum)
[IpoToxkos JIK apxXMBHOTO YyUYpeXOeHUI
oT N

VI3MeHeHUsa B y4deTHHE IJOKYMEHTH BHECEHEL
HauMeHOBaHME HOOJDKHOCTU paGOTHMKa

(nara)

(momnmce) (pacumdporka NIOONMUCH)

COTJIACOBAHO

[IpoTokosi IIBK (5K) opraHm3auum
oT N
(momnmce) (pacumbpoBka MOONUCH)

MpunnoxkeHne N 19
K Mpasnnam

PekomeHayemblit obpasel,

AKT O HEMCNPABUMbIX MOBPEXRAEHNAX APXMBHbIX JOKYMEHTOB

(HaMMeHOBaHMe I'oCyImapCTBEHHOI'O

YTBEPXIAIO

opraHa, oOpTaHa MEeCTHOTO
caMoyInpaBJIeHUs, OpITaHM3alUM)
(HaMMEHOBAHME IOOJDKHOCTU PYKOBOOUTEJIS
AKT UM MHOTO YIIOJIHOMOUEHHOTO MM JIMIIA)
N
(mara) (momnmce) (pacumbporka IOONMUCH)
O HEeMCHPaBMMEIX [IOBPEXIEHUAX
APXMBHEIX INOKYMEHTOB (mara)
HazBanme m N doHma
B dboume OOHAPYXEHH ApPXVBHEIE IOKYMEHTEH, IPU3HAHHEIE HEeNCIIPaBUMO
IOBPEXIEHHEMU
N Onucb | Ea. xp. 3aronoBoK KpaiiHue Kon-Bo nuctos CywHoctb n | MNpume
n/n N N NOBpPEXKAEHHbI [aTbl (Bpems 3ByyaHus, NPUYNHbI YaHuA
X eg. xXp. MeTpax, baiT) noBpeXaeHuA
(apxuBHbIX
OOKYMEHTOB)
1 2 3 4 5 6 7 8
VToro OOHAPYXEHO HEUCIPaBUMO I[IOBPEXIEHHEIX
en.xp. (apXMBHHX IOKYMEHTOB)

(umdpaMm M NPONUCHI)
[lepeunciieHHEE 5. Xp.

(2apXMBHBIE IOOKYMEHTEHI)

nmonjiexaT CIIMCAaHMIO BBUIOY :




OKCIIEPTEL

(mpm HaJIN4dmUm
IOKYMEHTOB,
BKJIIOUEHHEIX B

cocTaB ApPXMBHOTIO
doHma Poccumckomn
denmepauun) :

(HamMMeHOBaHME IOOJIXKHOCTEM SKCIlepTOB, IIOHOIMCH, pacmm@pOBKa HOJIHMCGIZ, mara)

(N 1 mara IIPpMKas3a PYyKOBOOUTEJIA OpTaHM3alMM O CHATUNM HEUCIIPaBMMO
TIIOBPEXIEHHEIX APXMBHEIX ITOKYMEHTOB C yqua)

HavMeHOBaHME IOOJIKHOCTM
PYKOBOOUTENS apxuBa (B cjiydae, ecyu
34 OpraHM3aLMio apXUBHOTO XPaHEeHUd
oTBEeYaeT PYKOBOIOUTEJbL OpTaHM3aluu,
aKT [IONNMUCEBaETCH JIVLLOM,
OTBEeTCTBEHHEIM 3a apXMB)

(momnmce) (pacumdpoBka IOONUCH)
(mara)
COTJIACOBAHO YTBEPXIEH

(o018 OOKYMEHTOB, BKIJIOUEHHEIX B COCTAaB
ApxmBHOTO QOHIA
Poccurickor demepauunn)

[IpoToxois LUSOK (3K) opraHmsauum [IpoTokoJsi 3K apxXMBHOTO ydYpeXIeHWUS

oT N oT N

VIsMeHeHMsa B ydeTHHE IJOKYMEHTH BHECEHE!
HamMeHOBaHME IOOJLDKHOCTU pa@OTHVIKa

(momnmcso) (pacumdpoBKa MIOONUCHK)

(naTa)

Mpunoxenue N 20
K Mpasnnam

PekomeHayemblit obpasel,

(HauMeHOBaHME TI'OCYyIapCTBEHHOI'O opraHa,
opraHa MECTHOTI'O caMOylIpaBJIeHUHd,
opraHmM3alLmn)

JIMCT MNCIIOJIB3OBAHVA JOKYMEHTOB

dounm N Onmcep N Eon. xp. N
JaTta Komy BblgaHo: damunus, XapakTtep N N Mognuce nnua,
MCMONb30BaH | MHULUMANbI (Pa3bopunBo) | MCNONbL30BAaHUA | UCMO/IL30BAHH | MCMONb30BaBLUErO
ma (KonupoBaHue, bIX INCTOB aeno
BbINMWCKM,
npocmoTp)




MpunnoxkeHue N 21
K Mpasnnam

PekomeHayemblit obpasel,

AKT O BbIJAYE 1E/1 BO BPEMEHHOE MOJ/1Ib3OBAHUE

(HaMMeHOBaHME I'OCYyIapCTBEHHOTO
opraHa, oOpTaHa MEeCTHOTO
caMoyInpaBJIeHUs, OpITaHM3aLUM)

AKT
N

(mara)
O BHIAYE APXUBHEIX IOKYMEHTOB BO
BpPEeMeHHOE I10JIb30BaHUE

(HaMMeHOBaHME OpTaHM3alunM)

(mouToOBEM azpec)

OcHOBaHUe

[HeJsip BHIOAYUM OOKYMEHTOB

BrimawTcsa ciaemnyoumye en. xXp. u3 doHma N

(HazBaHUE)
N Onucs N En. xp. N 3aronoBOK ea. Xp. Konnyectso MpumeyaHua
n/n nucTos (Bpems
3ByYaHuA,

MeTpa, bawnT)

1 2 3 4 5 6

Bcero BrimaeTcsa en. Xp.

(umbpaMm M NOPONMUCHIO)
oMM KOJIMUeCTBOM JIMCTOB (BpeMsa 3ByudaHMd, MeTpax, OanT)

(umdppaMm M HOPONMUCHI)
Ha CpOK

IOKYMEHTH BHIIAHEL B YHIOPAOOYEHHOM COCTOSHMM, [NOIOWMTHE, B OOJIOXKAax, C
IIPOHYMEPOBAHHBIMM JIMCTaMM M 3aBEPUTEJIbHBIMM HANOIMUCAMU.

[lonnyuaTesb o060A3yeTcda He NIPenoCTabBJliIATh NOKYMEHTHl, [IOJIydeHHBIE BO BPEMEHHOe
IOJIb30BaHMNE, onsa IpoOCMOTPa, NPOCIHYyWIMBAHUA WM MCIOJIb30BAaHUA IOPYI'UM
opraHmM3auMsaM ¥ I[IOCTOPOHHMM JIMIlaM, He BBEIOABATH I[IO0 HMM KOINMUM, BHIIMCOK U




CHpaBOK, He IMNPOM3BOIUTH M3BATMUI KAKUX-JMOO UYACTEM M3 BEIOAHHHBX INOKYMEHTOB,
He NnyOJMKOBATbL LNOKYMEHTH 0e3 paspelleHMs OoplaHMBaluM, BHIABIEY IOKYMEHTEH.
[lotyyaTesp HOpenynpexneH o0 OTBETCTBEHHOCTM 3a yTpaTy WIM [IOBPEeXIeHUe
BBIIaHHEIX IOOKYMEHTOB B COOTBETCTBUN C BakKOHOIATeJIbCTBOM POCCHMCKOM
denmepaunn.

[lonyyaTesb 00OA3yeTCHd BEPHYTbH HOOKYMEHTHE B apxXMB B YyKA3aHHENM B aKTe CpPOK.

JOKYMEHTH BHEIIAJ :

HammMeHOBaHME IOJKHOCTY pabOoOTHMKA apxXuBa

(momnmce) (pacumdporka NOONIMUCH)

(naTa)

HavMeHOBaHME IOJIKHOCTU PYKOBOOUTEJIS
(MHOTO YIOJIHOMOUEHHOTO MM JIMIIA)
opraHmU3aluMy, BHOAKILEN Oeja

(momnmce) (pacumdpoBka IOONMUCH)

(mara) nedaTb OpraHM3aluun
JOKYyMEHTH IIPUHSJI:

HamMeHOBaHME HOOJDKHOCTHU paboTHMKA
OpraHM3aluMK-IIoJIydaTessa

(momnmcso) (pacumdpoBKa MIOANUCHK)

(nara)

HamMeHOBaHME HOOJDKHOCTU PYKOBOOUTEJISA
(MHOTO YIIOJIHOMOUEHHOTO MM JIMila)
opraHM3aluK-NoJIydaTess

(momnmcso) (pacumdpoBKa MIOANMUCHU)
(mara) ledaTb OpTraHM3aluMM-IoJydaTesisd

JOKYMEHTE CHOaJjl:

HamMeHOBaHME OOJDKHOCTU pa@OTHMKa
OpraHm3alumumn-—IioJjIiyvyaTeslda

(momnmce) (pacumdporka IOONMUCH)

(naTa)

HavMeHOBaHME IOJIXKHOCTM PYKOBOOUTEJS
(MHOTO YIOJIHOMOUEHHOTO MM JIMlia)
OpraHM3aluMK-II0oJIydaTessa

(momnmce) (pacumbporka MIONNUCH)
(mara) IedaTb OpraHM3alMK-IIOJIydaTeslsd

JOKYMEHTE NPUHAJ:

HamMeHOBaHME HOOJDKHOCTU paboTHMKA apxXMUBa

(mommmce) (pacumdpoBKa MIOONMUCHK)

(nara)

MpunnoxkeHne N 22
K Mpasnnam

PekomeHayembli obpasel,

(HaMMeHOBaHME TOCYIapPCTBEHHOTO



opraHa,

OopraHa MECTHOI'O

caMOyIipaBJIeHUS, OpIaHM3aluM)
KAPTA-3AMECTUTE/1b EAUHULBI XPAHEHUA
BbIJAHO
®oHa N Onucb N Ea. xp. N Komy [aTta MNoanuck [aTta MNoagnucob
Bblgaun BO3BpaTa
1 2 3 4 5 6 7 8

PekomeHayemblit 0b6pasel,

MpunnoxkeHne N 23
K Mpasnnam

(HaMMeHOBaHMe I'oOCyIapCTBEHHOI'O OpIraHa,
CaMOoyIipaBJIeHNA,

opraHa MeCTHOTO
opraHuz3auum)

(Ha3BaHME apxuBa

Tom N
Hauar
OKOHUEH

KHUT'A
ydeTa NOCTYIUJIeHMA U BHOHTUA OeJl,

(CTPYKTYPHOTO NOOpaslesieHUs)

opraHmM3alLmmn)

OJOKYMEHTOB




N | data | HammeHoBaHue | HammeHoBaH | Ha3BaH oAbl Bupa HocuTena (BH MNMocTtynneHmne onMUCaHHbIX BbIbbITME ONUCAHHbIX HeonucaHHbix | Mpu
n/n | nocty opraHusauum ne, Homep n Mewn |NOCTYNUBLUMX | - AOKYMEHTbI Ha LOKYMEHTOB OOKYMEHTOB nen, meuva
niaeHun | (cTpyKTypHoro AaTa HOoMmep nnm B6ymarkHOM OOKYMEHTOB, | Hue
AW | noapasgeneHun, | AOKYMeHTa, | ¢oHAa | BbiBbIBLIMX HocuTene, 3/ - Konnuectso ea. xp. Konnuectso ea. xp. JINCTOB
BbIObIT | 1MLA, apXMBa), OT | NO KOTOPOMY OOKYMEHTOB 3/IEKTPOHHbIE
ns KOTOpOI nocTynuau no onucm DOKYMeHTbl, [ - B MNoctoAa | BpemeHH Mo MNoctona | BpemeHH Mo Mocty | Bbibbl
nocrynuau (uam | nam sbibbian aen, OMUCb BHECEHbI HHOTO oro JIM4HOMY | HHOTO oro JIM4HOMY | NKAo | N0
BbIGbINM) Aena, | AOKYMEHTbI [OKYMEHTOB | rmbpuaHble aena) | XPaHeH | (cBblwe | COCTaBy | XpaHeH | (cBblwe | cOCTaBy
[OKYMEHTbI na 10 ner) na 10 ner)
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16
VIToro B Irony IOCTYIIMIIO en. Xp., B TOM dUYMCIIE
(mpy Haanuuy I'UMOPUIOHBEIX e,
ToM (a) Ha OyMaxHOM HOCHUTEeJIe
YUUTEBAKTCA B CTpOKe
"Ha OyMaxHOM HOoCcuTesie",
ToM (a) Ha BJIEKTPOHHOM
HOCUTEe e YUYUTEIBAKTCA

B CTpOKe "OJeKTPOHHHX") :

(umdppaMm ¥ OPONMCHIO)

Ha 6yMa>KHOM HOCHUTEeTIe

(undpamMm M HOPONUCHIO)
BIIEKTPOHHBIX
(umdpaMm ¥ OPONMCHIO)
AyIMOIOKYMEHTOB
(undpaMm ¥ HOPONUCHIO)
BUICOIOKYMEHTOB

=

(umdbpamm

IPONMCHI)




[lokasEBATCSA Pas’3mdesjilbHO MTOTOBHEE IaHHBE o rpadam 11, 12, 13, 15.

HamMeHOBaHMEe OOJDKHOCTM JiMlia,
COCTaBMBIIETO MTOTOBYK I'OOOBYI 3allMChb

(naTa)

HamMeHOBaHME OOJIXKHOCTU PYKOBOOMUTEJA apxXubBa

(B crnyuae,

OTBETCTBEHHEIM 3a apXMB)

(naTa)

eCJIM 3a OpPTraHM3alMi apXmMBHOI'O
XPaHeHd oOoTBedaeT PYKOBOIMTEJIb OpIaHM3aluM,
AKT IIOOINMCEIBaAaeTCHd JIMILIOM,

JINCT ®OHOA N

(momnmceo)

(pacumbpoBka MONNMUCH)

(momnmmuce) (pacumbdpoBKa MOONMUCH)

MpunnoxkeHue N 24
K Mpasnnam

PekomeHayemblit obpasel,

MecToHaxoXKaeHne doHaa
(HaMmeHoBaHMe opraHn3aunm, rae XpaHuTca GoHAa)

(maTa nepeoro noctynaeHus
AOKymeHTOoB $poHAa)

KpaiHue aaTbl KaXkaoro HassaHua ¢oHaa

HasBaHue ¢poHAa

1 2
1. YueT HeonMCcaHHbIX JOKYMEHTOB
JaTta HassaHue, N n garta MNoctynneHune BbibbITHE Hannuune

3anucu [OKYMEHTa, No (ocTaToK) ea.

KOTOpOMY Konunyectso en. | KpaitH | Konnuectso ea. | KpaiiH Xp.
NoCTyNUAN Uan Xp. ne Xp. e | (nokymeHTOB,
BbI6bIIN JOKYMEHTbI (BokymeHTOB, | Aatbl | (BOKYMEHTOB, | ATl | nucros, 6aiiT)

IUcToB, 6aunT) IUCTOB, 6aunT)
1 2 3 4 5 6 7




2. Y4yeT onncaHHbIX AOKYMEHTOB



[aTa N loa(bl) | HasBaHue |Moctyn BbibbiTHE Hanuune (octatok) ea. xp.
3anuc | onucu onucu gen, nno
" nen, LOKymeHTOB | eg. xp. | Konmye | OcHosaHue | B Tom uncne no | Koan B Tom umncne
LOKyMe UM CTBO BbIObITUA onucam, ecTBo
HTOB aHHOTaLWA en. Xxp. | (HasBaHuWe, | yTBEpPKAEHHDI | ea. Xp.
Xapaktepucr AOKYMeHTa) N
K3 Konuny | KpaitH MOCTOSAHHOrO XpaHeHus Mo n"MyHOMY
[OKYMEHTOB €cTBO ne cocrasy
) ea. xp. | Aathbl
Kosunyu | KpaliH M3 HMUX Nno onucam, Konny | Kpai
ecTBo me yTBepKaeHHbIMm MK ecTBO | Hue
ea. xp. | marobl ea. xp. | Aatol
Konnuects | KpaiHue
o en. xp. natbl
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16




MpunnoxkeHue N 25
K Mpasnnam

PekomeHayemblit obpasel,

(HaMMeHOBaHME TOCYINAapPCTBEHHOTO OpraHa, opraHa MeCTHOTO
caMoymnpaBJieHMs, OpITaHM3alun)

(Ha3BaHMe apxmMBa (CTPYKTYPHOTI'O HOoIpaslesleHMsa) OpIlaHM3aluMn)

CIMCOK SOHIOB

Tom N
HauatT
OxoHUYeH
N [ata nepsoro HassaHue OTmeTKa o BbIbbITUK PpoHAA Mpume
$oHAaa nocTynneHua doHaa YaHuA
AOKYMEHTOB GOHAA Mecto [ata n N goKymeHTa, Ha
BbIObITUA | OCHOBaHMWM KOTOPOTO BbIbObI
1 2 3 4 5 6
Ha 01.01. Toma B CIMCOK BKJIOUeHH GOHAH C N 1o
U3 CIOMCKA MCKJIIUYeHH QOHIOH C N o N
Bcero xXpaHUTCA B apxuBe boHmoB, M3 HUX

(umdpaMm M NOPONMUCHI)
comepxaT 0cCOOO LIeHHHE Ieja.

(umdpaMm M NOPONMUCHI)
Homepa cBoOoInHEBE:
HomMepa BHIOHIBIIME (IIepelaHHHE) :

HamMeHOBaHME IOOJIKHOCTM JIMLE,
COCTaBMBIIEI'O MTOI'OBYIO I'OIOOBYK 3allliChb

(momnmce) (pacumdpoBKa NOIOIMUCH)

(naTa)

HavMeHOBaHME OOJIXKHOCTM PYKOBOOMTEJIS apxuba
(B ciydyae, eCiM 3a OpPTaHM3aLMIO AapXMBHOI'O
XPaHeHudA OTBedYaeT PYKOBOOMTEJIb OpTraHM3aluu,
aKT MNOIOIMCHBAETCS JIMIIOM, OTBETCTBEHHBM

3a apxuB)

(momnucek) (pacumdpoBKa NIONNMUCH)

(nara)



MpunnoxkeHue N 26
K Mpasnnam

PekomeHayemblit obpasel,

(HaMMeHOBaHME TOCYINAapPCTBEHHOTO OpraHa, opraHa MeCTHOTO
caMoymnpaBJieHMs, OpITaHM3alun)

(Ha3BaHMe apxmMBa (CTPYKTYPHOT'O IOoIpaslesieHMsa) OpITaHM3alMM)

PEECTP OIMCEV [EJ, IOKYMEHTOB

HauatT
OxoHUYeH
N N N | HaseaH | Konuuectso aen s onucu gen, | Kpait | Koanuec | Konnyects | Mpw
I'I/I'I d)OH onuc ne AOKYMEHTOB Hue TBO o me4a
Aa n onucun AaTbl | INCTOB B | 3K3emMmnaap HUA
nen, MocTtoAa | BpemeHHoOr Mo onvcu OB onvcH
pokyme | HHoro |o (csbiwe 10 | inyHOMY nen, nen,
HTOB | XPaHEH ner) cocrasy OOKYMEH | JOKYMEHTO
na XpaHeHua TOB B
1 2 3 4 5 6 7 8 9 10 11
Uroro wa 01.01. .... . B apxmuBe XPaHUTCH onmceM, mu3 HUX
(mpm OTCYTCTBUU
He BKJIIOUATCH
B MTOTOBYIO 3alMCh)
yIIpaBJIEHUECKOY NOKYMEHTal UM onmucem
(undpaMm ¥ HOPONUCHI)
OOKYMEHTOB JIMUHOTO INPOMCXOXIEHUS onmucen
(undpaMm ¥ HOPONUCHI)
HAy4YHO-TEeXHUUYECKOY NOKYMEHTaL MU onmucem
(undpaMm M OPONMCHIO)
BUMIOEOIOKYMEHTOB onmucen
(undpaMm M HOPONUCHIO)
KMHOIOKYMEHTOB onmucen
(undppaMm M OPONMCHIO)
GOHONOKYMEHTOB onucen
(undpaMm ¥ HOPONUCHIO)
boTOIOKYMEHTOB onmcen
(undpaMm M HOPONUCHI)
BJIEKTPOHHEIX JTOKYMEHTOB onucemn
(umdpaMm ¥ OPONMCHIO)
B TOM UYMCJIe
IIOCTYNIUJIO B T. onmucen
(undpaMm ¥ HOPONUCHIO)
BHIOBLJIO B T. onucem

(umbpaMm M NOPONMUCHI)



HauMeHOBaHME IOOJIDKHOCTU paGOTHMKa apxmBa,
COCTaBMBIIET'O peecCcTp onmcemn

(momnmceo) (pacumbpoBka MOONMUCH)
(mara)
HavMeHOBaHME IOJDKHOCTM PYKOBOIOUTEJIS apxXUBa
(B ciyyae, eciyM 3a OpraHM3alMi apxXMBHOIO
XPaHeHMsS OTBEUYaeT PYKOBOIMUTEJL OpTaHM3aluu,
aKT TONNMCHIBAETCS JIMLIOM,
OTBETCTBEHHEM 3a apxXUB)
(nomnmuce) (pacumdpoBKa NOONIMUCH)
(mara)
MpunnoxkeHue N 27
K Mpasnnam
PekomeHayemblit obpasel,
AKT
NMPUEMA-NEPEOAYN APXUBHbLIX JOKYMEHTOB B OPTAHU3ALIMIO,
OCYLUECTBAAKOLWYH AEATENBHOCTb MO XPAHEHUKO AOKYMEHTOB
YTBEPXIOAK YTBEPXIOAK
(HaMMeHOBaHME IOJIXHOCTM PYKOBOAUTEIS (HaMMeHOBaHME IOJIXKHOCTM PYKOBOAUTEIS
opraHM3alUuM UM MHOT'O oOpraHM3auuy MM MHOTO
YIIOJITHOMOUEHHOTO MM JIMIla) YIIOJTHOMOUEHHOTO MM JIMIla)
(mommmce) (pacumdpoBKa MIOONMUCHK) (mommmce) (pacumppoBKa MIOANMUCHU)
(mara) (maTa)
AKT
N
(mara)

nprueMa-Irepenadym apXMBHBEIX OOKYMEHTOB
B OpraHM3allMilo, OCyleCTBJIAIIYIO
OeATeJIbHOCTE IIO0 XPaHEHMI ITOKYMEeHTOB

(ocHOBaHMeE MHepenadu)

(Ha3BaHMe IeperaBaeMoTro GoHza)
cmad,

(Ha3BaHMe oOpraHM3alUM, Iepelaplley NOKYMEHTH)

a IPVHAJT
(HasBaHMe opraHM3alLuM, IPUHMMAIEN OOKYMEHTH)

OOKYMEHTH Ha3BaHHOI'O QOHIA M CHOPABOYHEM allapaT K HUM:

N HassaHue, N onucu Konnyectso aKsemnaapos Konunyectso MpumeyaHua
n/n onucu aen, LOKYMEHTOB en. xXp.



VTOTO OPMHATO en. XxXp.
[lepenauy nOpou3BEJIM: [lpyeM npoms3Besin:
(moJyxHOCTB) (IIOONMCH) (pacumbporka (moJyxHOCTB) (IOONMCH) (pacumbporka
MOIINCH) MOIINCH)
(maTa) (mnaTa)

VIBMeHeHUs B yUYEeTHHE NOKYMEHTH BHECEHH
HamMeHOBaHME IOJIKHOCTM paboTHMKA

(momnmceo) (pacumbpoBka MONNMUCH)

(naTa)

MpunnoxkeHne N 28
K Mpasnnam

PekomeHayemblit obpasel,

AKT KOHBEPTALUWU SNEKTPOHHbLIX APXUBHbIX JOKYMEHTOB

YTBEPXIAI
(HaMMeHOBaHMe T'OCYIapCTBEHHOTO OpTaHa,
opraHa MEeCTHOTO CaMOyIpaBJIEHMUS, (HaMMeHOBaHME IOOJIKHOCTM PYKOBOIUTEJIS
opraHM3aLumn) WM MHOT'O YIIOJIHOMOYWEHHOTO MM JIMlia)
AKT
N
(mara) (momnmce) (pacumdppoBKa MHOONMCHU)
KOHBEpTaLUU
BJIEKTPOHHEIX APXMBHHEX IOKYMEHTOB (nara)
B CBA3U C HEeBO3MOXHOCTBI BOCIPOM3BENEHMUs, MCIOJIb30BaAHMSA SIJIEKTPOHHBIX
apPXMUBHEIX IOKyMeHTOB B ¢dopMaTax, B KOTOPEX OHM OBUJIM MNPUHSTH Ha apXMBHOE
XpaHeHue, ObIa Npom3BeleHa KOHBEepTaLMs:

aTa MM IIepron BPpeMeHU



Apxus
Hbll
wnop

3aronoBoK K
TEKCTy, gaTa
7
perucTpaum
OHHbI
HOoMmep
OOKYMeHTa

McxoaHo
e
HauMeHo
BaHue
daina
3/IEKTPOH
Horo
OOKYMEH
Ta

McxoaHble
haTta n Bpems
nocnegHero
N3MeHeHuA
daina
3/IEKTPOHHOrO
OOKYMeHTa

UcxopHas
KOHTPO/bHA
A cymma
(xew-
cymma)
daiina
3/IeKTPOHHO
ro
OOKYMEHTa

NcxoaHbii
obbem (B
6aiiTax)
daiina
3NEKTPOHH
oro
[OKyMeHTa

UcxoaHb
n
dopmar
daina
3NIeKTPO
HHOro
OOKYMEH
Ta

HanmeH
OBaHMe
daina
3IeKTPO
HHOTO
LOKYMEH
Ta

Ldatau
Bpems
nocnegHero
M3MEHeHMUA
daina

INIEKTPOHHOT

O OOKYMEHTa

KOHTpOAbHa
A CyMMa
(xew-
cymma)
daina
3NEKTPOHHO
ro
OOKYyMeHTa

Ob6bem (B
baiiTax)
danna

3NEKTPOH

HOro
OOKYMeH
Ta

dopmat
danna
3NEeKTPO
HHOrO
OOKYMeH
Ta

ono
paboTHU
Ka,
BbIMNOJHU
BLUErO
KOHBEpPT
auuto

VIcXOonOHEIE @aﬁJ'IBI SJIEKTPOHHBIX APXMVMBHEIX IOTOKYMEHTOB COXPAaHEHEl.

(mara)

HavMeHOBaHME HOOJDKHOCTU paboTHMKA

(mommnmce)

(B crnyuae,

€CJIM 3a OpTraHM3alUMI0 aAPXMBHOI'O XPaHEHUA

oTBEeUaeT PpYKOBOIOMTEJIB OpraHm3alnummu,
InoAgrmcelBaeTC4d JIMLIOM,

(mnara)

aKT
OTBETCTBEHHEM 3a apxXUB)
(mommnmcso)

(pacumppoBKa NOONMUCH)

(pacumppoBKa MIOLONMUCHK)




APXMBHAA CMPABKA

(HaMMeHOBaHME TOCYIapCTBEHHOTO OpTaHa,
opraHa MECTHOTO CaMOyNIpaBJIeHUS,
opraHmM3alLmn)

Apmpecar

MpunnoxkeHue N 29
K Mpasnnam

PekomeHayemblit obpasel,

(IOUTOBEIM aIpec, MHIEKC)

(renedon, odakc)

(ampec BJIEKTPOHHOM IOUTH)

ApxMBHadA CIpaBkKa
N

(nara)
Ha N oT

TexcT

OcHOBaHME :

IOKHOCTE PYKOBOIMUTEJS OPTraHM3alun
UV MHOTO YIOJIHOMOUEHHOTO UM JIMIla
(mommmce)

(meuarTsn)

VICTIOJIHUTEJIb

(PaMmnmsa, MHULMAJE, HOMep TejiedoHa)

(pacumdpoBKa MIOONMUCHK)

Mpunnoxkenne N 30
K Mpasnnam

PekomeHayemblit obpasel,

AKT MPUEMA-NEPEOAYUN APXMBHbBIX JOKYMEHTOB HA XPAHEHUE

YTBEPXIAIO

YTBEPXIAIO



(HaMMeHOBaHME MHOOJIXHOCTU pykoBOOMUTEIIA (HaMMeHOBaHME HOOJIXHOCTU pykoBOIOMUTEIIA

WMJIM MHOTO YIOJIHOMOYUEHHOTO MM JIMila MM MHOTO YIIOJHOMOYEHHOTO MM JIMila
opraHmM3auuy, nepenamuell ITOKYMEeHTEH) opraHM3auuy, OPUHUMAKIEN NOKYMEHTH)
(momnmce) (pacumdporka HOONIMUCH) (momnmce) (pacumdporka IOONIMUCH)
(marTa) (meuatTsb) (marTa) (meuatTsb)

AKT
N
(mara)

npueMa-rnepenayun apxXMBHHX IOKYMEHTOB
Ha XpaHeHue

(ocHOBaHME Iepenadn)

(Ha3BaHMe InepenaBaeMoTo QoHIa)

coadn,
(Ha3BaHMe oOpraHM3alMM, [Iepelaplley NOKYMEHTH)
IPUHAJI
(HasBaHMe opraHMs3aluM, IPUHMMAKLIEN OOKYMEHTH)
[IpyHMMaeT Ha I'OCyIOapCTBEHHOE XpPaHeHMe NOKYMEHTH 3a
(romer)
M CIPaBOUHEM alnapaT K HUM:
N HassaHue, N onucu gen, Konnyectso aksemnaapos | Konunyectso MpumeyvaHma
n/n OOKYMEHTOB onucu ef. xp
1 2 3 4 5
MToro MNpmMHATO en. Xp.
(umdpaMm M NOPONMUCHIO)
[lepenady NIPOU3BEJIU: [IpreM HOPOMBBEIINU:
(moJrKkHOCTE ) (IIOIOMNMCH) (pacumbporka (moJrKkHOCTE ) (IIOIOMNMCH) (pacumbporka
MNOIINCH) MOIIMCH)
(mara) (mara)
doHnmy HNpPUCBOEH
N
V3MEeHEeHMS B YyUYeTHBHE IOKYMEHTH BHECEHH
HamMeHOBaHME HOOJDKHOCTHU paboTHMKA
(momnmce) (pacumbpoBka MNONNUCH)

(nara)

Mpunnoxkenne N 31



K Mpasnnam
PekomeHayemblli obpaseL,

AKT
MPUEMA-NEPEOAYN OOKYMEHTOB OPTAHU3ALUNK NMPU CMEHE
PYROBOAUTEJIA, OTBETCTBEHHOIO 3A OPTAHU3AUNIO XPAHEHWA,
KOMNJIEKTOBAHWA, YHETA N UCMOJIb3OBAHNA APXUBHbBLIX JOKYMEHTOB

YTBEPXIAI

(HaMMeHOBAaHME TOCYINapCTBEHHOTO OpraHa,
opraHa MECTHOTO CaMOyNnpaBJIEeHUd,

opraHmM3almumn)
(HaMMeHOBaHME IOJIKHOCTM PYKOBOIMUTEJS
AKT UM MHOTO YIIOJIHOMOUEHHOTO MM JIMIIA)
N
(mara) (momnmuce) (pacumbporka DOONMUCH)

nprueMa-Iriepenadym apXMBHBIX OOKYMEHTOB

OpraHM3aluy IIpM CMeHe PYyKOBOIMTEJIH,
OTBETCTBEHHOI'O 3a OPpI'aHM3allMIio
XpPaHeHd, KOMIUJIEKTOBAHMA, YydUeTa

M MCIIOJIB30OBaHMA AapPXMBHEIX ITOKYMEHTOB

(mara)
HazBaume u N ¢oHOa
(mpm epenade IBYX u BoJee
ApxXMBHEIX (QOHIOOB, TabnmMuHasgs 4YacTb
akTa pasnesdgeTcsda Ha [IoOopa3neddl,
cooTBeTCTBYyWIMEe GoHIaAM,
HaszBaHUA [IOIPa3neJioB COOTBETCTBYET
HOMEPY u HaVMMeHOBAHUI (GQOHIOB)
B coorBeTCTBMM C NPMKa30M N
nepeznal,
(®.”1.0. mepenammero) (®.71.0. npuHMMAaKLIETO)
IPMHAJL B [OPUCYTCTBUM KOMMUCCMM, OOpPas0OBaHHOM Ha OCHOBAaHMM IOAaHHOIT'O IpMKasa,
IOOKYMEHTHE apx¥Ba 3a ¥ CIPaBOYHHM allapaT K HUM
(romer)
N HassaHue, N onucu gen, Kon-Bo aksemnnApos Kon-Bo ea. xp. MpumevaHua
n/n OOKYMEHTOB onucu aen, LOKYMEHTOB
1 2 3 4 5
MTOoro ODpMHATO en. Xp., B TOM u4mucCJe
(umdpaMm M NOPONMUCHIO)
Ha OyMaxHOM HOCHUTEJIE: en. xp.
(udpamMmu U MNPOMNMUCHIO)
BJIEKTPOHHEIX : en. xp.
(umbpaMm M NOPONMUCHIO)
u onmcey B DK3EMIIJISpax.
(umdpamMm ¥ OPONMCHIO) (umdpamMm ¥ OPONMCHIO)

CocTogHMe OOKYMEHTOB U OIMKCEN:

(oBbmasa xapaKTepUcCTUKa COCTOSHUSA)




ODHOBPEMEHHO
nepenanTcAa

(BuO (eI) M COCTAaBR CHPaBOYHOI'O allapara, ero OoOBeMH M COCTOSHUE)

CocTosHME I[OMEUEeHUM apxmuBa

(obmasa xapakKTepUCTUKa COCTOSHMSA)

Hammume m cocTosHMe OOOpyHOBaHMS UM MHBEHTAaPSA

(obmwasa xapakKTepucTUKaA )

[lepenas:

(bamMmmsa, MHMLMAJIB) (momnmuce) (mara)
Mpuuan:

(bamMmmsa, MHMLMAJTIB) (momnmce) (mara)

[lpencenaTesyib KOMUCCUMN:

(bamMmams, MHULIMAJIL) (momnmceo) (marTa)

YJjieHBEl KOMMCCUU :

(bamMmams, MHULIMAJIL) (momnmceo) (marTa)




