HokymeHT nipenocrasiieH KoncynbrauTtliroc

3apervctpupoBaHo B Muntocte Poccuu 6 cenTsiops 2023 r. N 75119

OENEPAJ/IBHOE APXUBHOE ATEHTCTBO

ITPUKA3
ot 31 urona 2023 r. N 77

Ob YTBEP)XXJEHUU ITPABIJI
OPI'AHMBAIINMA XPAHEHUSA, KOMIUVIEKTOBAHNSA, YYETA 1
NCITIOJ/Ib3OBAHUA
JOKYMEHTOB APXVIBHOI'O ®OH/JIA POCCUNCKOM ®EJEPAIITUN U IPYTUX
APXMBHBIX TOKYMEHTOB B I'OCYJAPCTBEHHBIX OPI'’AHAX, OPT'"AHAX
MECTHOI'O CAMOYITPAB/IEHUA 1 OP'AHU3AIINAX

B cootBerctBuM € myHKTOM 2 yacTu 1 cratbu 4, yacTtbto 5 cratbu 14 depepanabHOro
3aKkoHa OT 22 okTs6psi 2004 r. N 125-®3 "O6 apxuBHOM jene B Poccuiickoit ®epnepariuu’,
noAnyHkTom 2 mnyHkra 6 IlomoxkeHus o ®efepaJbHOM apXUBHOM areHTCTBe, YTBEPXKAEHHOIO
Yka3zom Ilpe3ugenTta Poccuiickoii @efepaniyu ot 22 utoHs 2016 r. N 293, npukasbiBato:

yTBepAWThL TNpuiaraeMele [lpaBuia opraHusaliuM XpaHeHWs, KOMILJIEKTOBaHMsS, yueTa U
WCTIOb30BaHuUs JOKYMeHTOB ApxuBHOTo ¢oHja Poccuiickoii ®efiepaliui U APYrUX apXUBHbBIX
JIOKYMEHTOB B TOCY/apCTBEHHBIX OpraHax, OpraHax MeCTHOTO CaMOYIIpaB/ieHus |
OpraHu3alusx.

PykoBoauTens
A.H.APTU30B

YTBepKeHbl
rpukasom Pocapxuvsa
ot 31 utons1 2023 r. N 77

ITPABIWIA
OPI'AHMBAIINMA XPAHEHUSA, KOMIUVIEKTOBAHNSA, YYETA
NCITIOJ/Ib3OBAHUA
JOKYMEHTOB APXVIBHOI'O ®OHJIA POCCUIMNCKOM ®EJEPAIITUN U IPYTUX
APXMBHBIX TOKYMEHTOB B I'OCYJAPCTBEHHBIX OPI'’AHAX, OPT'"AHAX
MECTHOI'O CAMOYITPAB/IEHUA 1 OP'AHU3ALINAX

I. O01He mo/I0XKeHus:

1. TlpaBwia opraHu3al[id XpaHEHWs, KOMIUIEKTOBAHUs, yueTa W HCIOIb30BaHUS
JNOKyMeHTOB ApxuBHOro ¢oHja Poccuiickoit @efepaliid U APYruX apXUBHBIX JOKYMEHTOB B
rOCyZapCTBEHHBIX OpraHaX, OpraHaX MeCTHOrO CaMOYIpaB/leHWs W OpraHu3alusx (Janee -
[IpaBua) ompefensitOT TOPSIOK W TpeOOBaHUSI K OpraHU3allud XpaHeHWs], KOMIUJIeKTOBaHMUS,
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yueTa U UCTOJb30BaHus JOKyMeHTOB ApxuBHOTo ¢oHzAa Poccuiickoii ®efepaliv, 10KYMEHTOB
MIOCTOSIHHOTO M BpeMeHHOro (cBbiile 10 s1eT) CPOKOB XpaHeHUsl, B TOM UHUC/le JOKYMEHTOB IO
JIMYHOMY COCTaBy, AOKYMEHTOB JIMYHOI'O IIPOUCXOXKAEHUsl JJis1 TOCY[apCTBEHHBbIX OpraHoOB,
OpraHOB MeCTHOT'0 CaMOYIIpaB/IeHHUs], OpraHU3aL1ii.

@efepasibHble OpraHbl HCIIOJHWATENBHOM BJIAaCTM W OpraHM3aliiy, OCYILeCTBJISIOLMe
JleTI03UTapHOe  XpaHeHHWe [JO0KyMeHTOB ApxuBHOro ¢onga Poccuiickori ®epepanum,
Haxofsmuxcsi B (ezepanbHONM COOCTBeHHOCTH <1>, BrpaBe pPYKOBO/CTBOBAaTbCS —Kak
[IpaBunamy, Tak ¥ [IlpaBunamu opraHu3alMv XpaHeHUs, KOMILIEKTOBaHWs, ydeTa U
WCI0J/Ib30BaHUsl IOKYMeHTOB ApxuBHOro (oHja Poccuiickoii Pefiepaliii U PYTUX apXUBHBIX
JIOKYMEHTOB B TOCY/IapCTBEHHBIX W MYHMULMIIAIbHbIX apxXuBaxX, My3esx W OubIMOTeKax,
Hay4HbIX OpraHu3aluaX, YTBep)KAeHHbIMU IpukKa3soMm PocapxuBa ot 2 mapra 2020 r. N 24
(3apeructpupoBaHn MwuHioctoM Poccum 20 masi 2020 r., peructpauudoHHbii N 58396) ¢
M3MeHeHHeM, BHECeHHbIM TIpuka3oMm PocapxwBa ot 26 centsops 2022 r. N 117
(3apeructprpoBad MuHtoctom Poccun 27 okTs6psi 2022 r., peructpaijonHsii N 70716) (nanee
- [IpaBuna, yrBepxaeHHble nprkasoMm N 24).

<1> TlocranoBnenue IIpaButensctBa Poccuiickoit ®epeparun ot 27 mekabpst 2006 r. N
808 "OO yTBepkAeHWH TiepeuHsi (eJepasbHbIX OpPraHOB WCIIOJHUTENLHOM B/IACTU WU
OpraHM3aliii, OCYLeCTB/SIONIMX JerN0o3UTapHOe XpaHeHHe [O0KYMeHTOB ApXUBHOro ¢oHja
Poccutickoii ®Pepepany, Haxofamuxcs B demepanbHON  coOcTBeHHOCTH'  (manmee -
nocraHoByieHre N 808).

2. TocymapcTBeHHbIE OpraHbl, OpraHbl MECTHOTO CaMOYTIpaB/ieHus, OpraHU3alyy 00s13aHbI
obecrieunBaTh COXPAaHHOCTh APXUBHBIX JIOKYMEHTOB B TeueHHWE YCTAaHOBJIEHHBIX CPOKOB
XpaHeHus <2>.

<2> Yactb 1 crateu 17 dDegepanpHOro 3akoHa oT 22 okTsabpsi 2004 r. N 125-d3 "O6
apxuBHOM Jiesie B Poccutickont @efepanun’” (ganee - @enepanbHbiii 3akoH N 125-D3).

T'ocymapcTBeHHble OpraHbl, OpraHbl MECTHOTO CAMOYIIPAB/eHHWsS O00si3aHbl CO03/laBaTh
apXuBbI <3>.

<3> Yacrts 1 crateu 13 ®PepepansHoro 3akoHa N 125-@3.

OpraHu3alyy BrpaBe CO3/IaBaTh apXUBBI <4>,

<4> YacTtsb 2 ctatbu 13 PegepanbHoro 3akoHa N 125-@3.

ApXMB TOCyJAapCTBEHHOTO OpraHa, OpraHa MeCTHOTO CaMOYTIpaBJ/IeHUsl, OpraHW3aluH
(mamee - apxuB) CO3[A€TCsA Kak CTPYKTYpPHOe TOZpa3je/ieHHe WIW MoJpa3sfie/ieHue B COCTaBe
CTPYKTYPHOTO TIO/pa3zie/ieHusl.

l'ocynapcTBeHHbIe OPraHbl MOT'YT CO3/laBaTh apXMBHI B (JopMe HOPUIAYeCcKOoro Julia.

HOHYCKaeTCH B COOTBETCTBHU C 3dKOHO/JaTe/ILCTBOM Poccuiickoit CDe,qepauHH BO3J/1I0KeHHe
TPYAO0BBIX (,Z[OJI)KHOCTH]:IX) 00s13aHHOCTEH T10 OpraHr3dli XpaHEeHHs, KOMIIVIEKTOBaHHA, y4eTa
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Y WCI0JIb30BaHus JOKyMeHTOB ApxuBHOro oHza Poccuiickoit ®eepaliviv v [pyrux apXyUBHbIX
JIOKYMEHTOB, a TaKxe IO obecreueHUIO [esiTe/IbHOCTH apXWBa Ha KOHKPETHOTO pabOTHMKA
(manee - pabOTHUK apx¥Ba (JIU1[0, OTBETCTBEHHOE 3a apXUB).

3. ﬂeHTeJIBHOCTB dPXHWBa perji1dMeHTHUDPYeTCsA JIOKa/IbHBIMKM HOPDMATHBHBIMHA dKTdMH.

ApxuB, SIBISIONUNACS FOPUAMUECKUM JIMI[OM, B CBOeH [eSTeTbHOCTH PYKOBOJ/ICTBYETCS
yCTaBOM; SIBJISIOLUICS CTPYKTYPHBIM TIO[[pa3/ile/ieHieM WK TioJpa3/e/ieHieM B COCTaBe
CTPYKTYPHOTO TIOApasfie/ieHHs1 - TIONIOKeHWeM O CTPYKTYPHOM TIO/Ipa3fie/ieH|H, a TakKe
noJjioykeHreM 00 apxuBe, yTBepK/JaeMbIM DYKOBOJUTe/eM WK YIOJHOMOUEHHBIM UM JIUL[OM
rOCyZapCTBEHHOTO OpraHa, OpraHa MeCTHOTO CaMOYITPaB/IeHUs], OpPraHu3aLun <5>.

<5> Tlynkt 4 IIpuMepHOro TIOJIO’)K€HUSI 00 apxuBe OpraHW3al[d{, YTBEpP)KAEeHHOTO
npuka3oM PocapxuBa ot 11 ampens 2018 r. N 42 (3aperucrpupoBan Munroctom Poccun 15
asrycra 2018 r., peructpaiuoHHbii N 51895); nyHkr 3 TIpvMepHOro TIONOKeHUS O
L[eHTpa/lbHOM apxuBe (he/iepaJbHOrO OpraHa rocyZapCTBEHHOM B/aCcTH, WHOTO (pefjepanbHOrOo
opraHa, yTBepKJeHHOTo Tpuka3oMm PocapxuBa oT 25 deBpans 2019 r. N 30 (3apeructpupoBaH
Munroctom Poccun 22 nrons 2019 r., peructpauuonHssiv N 55333).

4. XpaHeHue 3/IeKTPOHHBIX apXUBHBIX JOKYMEHTOB OCYIIeCTB/SIeTCS C TpUMeHeHheM
CUCTeMbl XpaHeHHsl 3/IeKTPOHHBIX IOKYMeHTOB (fanee - CX3/I).

TlocynapctBeHHble opraHbl 1pu co3ganuu CX3/I, a Takxke Jjis OLleHKU (PYHKIIMOHATbHbIX
BO3MOXXHOCTEN y>Ke MPYMEeHsIeMbIX CUCTEM B LieJIsIX UX Pa3BUTHUSI PYKOBOJCTBYIOTCS THUIIOBBIMU
(yHKIIMOHA/TLHBIMU TPeOOBAaHUSIMHU K CHCTEMaM 3JIEKTPOHHOTO JJOKYMEHTO000pOoTa U CUCTeMaM
XpaHeHUs 3JIeKTPOHHBIX JOKYMEHTOB B apXuBax I'OCY[apCTBEHHBIX OPraHOB, YTBep)KJeHHbIMU
npuka3oM PocapxuBa ot 15 wuroHs 2020 r. N 69 (gmanee - TumoBble ¢yHKI[MOHATbHBIE
TpeboBaHUs) <6>.

<6> 3apeructpupoBaH MuntoctoM Poccum 20 oktsa6ps 2020 r., peructpaioHHbIA N
60484.

5. l'ocymapcTBeHHBIM OpraHaM, OpraHaM MeCTHOTO CaMOYTIpaBJieHUs], TOCYAapCTBEHHBIM U
MYHHLIMIIA/TIBHBIM OPTaHW3allvsiM 3arpelaeTcs repesiaBaTb 00pa30BaBIINeCs B TPOLieCCe UX
JiesITeTbHOCTU 1OKyMeHThl ApxuBHoOro ¢onza Poccuiickoit ®enepaiiuu B My3eu, OMOIMOTEKH,
HayJHble OpPraHW3alliy, BK/IIOUEHHbIE B TepeueHb, KOTOPBIM yTBep)kZaeTcs IIpaBUTeNLCTBOM
Poccutickoit @efiepaiiuu, ¥ HerocyjlapCTBeHHbIe OpraHu3auu <7>.

<7>Yacts 4 crateu 21 ®@epepansHoro 3akoHa N 125-®3.

OpraHu3anyy BIipaBe 3aK/IIUUTh JOTOBOP BO3ME3HOTO OKa3aHHs yCIyT C OpraHu3aruex,
yCTaBHbIMK [IOKyMEHTaMU KOTODOM TpeJyCMOTPEHO OCYIeCTBIeHHe XPaHeHWs apXUBHbBIX
JIOKYMEHTOB.

6. OpraHusanusi XpaHeHus, KOMILIEKTOBAHMs, yyeTa M MCII0/Ib30BaHUS [OKYMEHTOB,
Cofep)KaluX CBefleHusl, COCTaB/AIOLIMe TOCY[APCTBEHHYH TalHy, OCYLLeCTB/IgeTCs B
COOTBETCTBUM C 3aKOHOJaTenbCcTBOM Poccuiickont Pefiepaijuy, a Takke B COOTBETCTBUU C
Hacrosmmu [IpaBunamu.
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I1. ®opmupoBaHue JOKYMeHTaTbHOro ¢)oH/ja rocyAapCTBEHHOT0
OpraHa, opraHa MeCTHOT'0 CaMOYyIpaBJ/IeHHUsI, OPraHU3aLHH

7. JokymeHTbI, 06pa30BaBIlIMecs B TIPOLeCCe JesiTeTbHOCTH T'OCY/JapCTBEHHBIX OPTaHOB,
OpraHoOB MeCTHOTO CaMOYTIPaBJIeHUsl, OpraHU3al[|ii, COCTaBJISIOT AOKYMeHTalbHbIN HOH/I.

EpvHuneid knaccudukauMd M CACTeMaTru3aluM  [JOKYMEHTOB (10 CTPYKTYPHOMY,
(hyHKLIMOHA/IbHOMY, TeMaTHUYecKOMy ITPU3HaKaM U CPOKaM XpaHeHUs], BHe 3aBUCUMOCTH OT BUA
HOCHUTesIs UHPOPMaLIMK) B IOKYMeHTaIbHOM (DOH/ie SIBMsIeTCs fiero.

,Z[JIH yueTa [eja, CoAepyKalllkX OOKYMEHTHI OOKYMEHTA/IbHOI'O (bOH,qa, COCTaBJIAAeTCA
HOMEHK/IaTypa JeJl.

B rocygapcTBeHHBIX OpraHax ¥ OpraHax MeCTHOTO CaMOYTIpaB/ieHus Jiejia JOPMUPYIOTCS U
oopMISIFOTCS B COOTBETCTBUM C [IpaBHaMu /Ie/I0NPOM3BO/ICTBA B FOCY/JapDCTBEHHBIX OpraHax,
opraHax MeCTHOrO caMoympaBieHHss <8>. B rocysapcTBeHHBIX OpraHu3aLusaxX Jena
dbopmupyrorcss U oopMSItOTCI B COOTBeTCTBUM C [IpvMepHOM HWHCTpyKI[Mel Mo
Jle7IONIPOM3BO/ICTBY B TOCY/JapCTBEHHbIX ~OpraHu3aiusax <9>. B MyHULUNanbHbIX U
HEerocy/lapCTBeHHBIX OpraHMU3alusx [iesia GOPMUPYIOTCS U OQOPMIISIFOTCS B COOTBETCTBUM C
JIOKa/IbHBIMU HOPDMAaTUBHBIMU aKTaMH.

<8> IlyHkT 6.23 IlpaBuUn [e/ONPOU3BOACTBA B TOCYZAApCTBEHHBIX OpraHax, OpraHax
MECTHOTO CaMOYTMpPaB/eHUs], YTBEP)KIEeHHbIX Tpuka3oM PocapxuBa ot 22 mas 2019 r. N 71
(3apeructprpoBad Muntoctom Poccun 27 nekabpst 2019 r., perucrpauyonssiii N 57023).

<9> Tlynkt 8.20 [lpumepHOIl HMHCTPYKLMU MO [1eJ0NPOM3BO/CTBY B TOCY/apCTBEHHBIX
OopraHu3alusiX, yTBep)KJeHHOW Trpuka3oM PocapxuBa or 11 ampens 2018 r. N 44
(3apeructpupoBaH Muntoctom Poccun 17 aBrycra 2018 r., peructpauuonHssi N 51922).

Cpoku XpaHeHHsl JOKYMEHTOB yCTaHaB/IMBAlOTCS Ha OCHOBaHUU (heZiepa/ibHbIX 3aKOHOB,
VHBIX HOPMaTMBHBIX TPaBOBbIX akTOB Poccuiickoit ®ejepaliy, a Takke MepeyHeil THUITOBBIX
apXMBHBIX JOKYMEHTOB C VyKa3aHMeM CPOKOB WX XpaHeHus, I[iepeuHeil [JOKyMEHTOB,
00pa3yronmxcsi B TpoLecce JesiTelbHOCTH (hefiepabHBIX OPraHOB TOCYAAPCTBEHHOM BJIACTH,
WHBIX TOCYJapCTBEHHbIX OpraHoB Poccuiickoii ®efepaiivd, TMOABEAOMCTBEHHBIX UM
OpraHM3alyii, C yKa3aHueM CPOKOB UX XpaHeHus <10>.

<10> YacTtp 3 ctatbu 6 hyactu 1 u 1.1 crateu 23 depepanbHoro 3akoHa N 125-D3.

8. TocymapcTBeHHble OpraHbl, OpPraHbl MeCTHOTO CaMOYIIpaB/eHWs, OpraHu3alvu, B
MOJUMHEHUU KOTOPbIX €CTb TeppUTOpHa/bHble OpraHbl W (WIM) MO/ABEeJOMCTBEHHbIE
OpraHu3al[iy, UMErOT TPaBo pa3pabaThiBaTh TUIIOBYIO U (W/IM) MPUMEPHYIO0 HOMEHK/IATYpy JeJl.

TunoBasi HOMeHK/aTypa /le/l yCTaHaB/IuBaeT CPOKU XpaHeHUsl JJOKYMEHTOB M OIlpefesisieT
COCTaB fleJl, 3aBO/IMMBIX B TEePPUTOPHA/IBHBIX OpraHax roCy[apCTBEHHBIX OPraHOB, a TaKXe B
OJJHOPOJHBIX I10 XapakTepy JesiTeJIbHOCTU M CTPYKType OpraHM3alisX, BbIIOIHSIOIUX
WJIeHTUYHbIe (QYHKLUU.

TurioBas HOMEHK/IaTypa el ornpenesdeT IopAaaoK I/I,quTI/I(bI/IKaL[I/II/I, HWHAEKCAIIUHU U CPOKH
XpaHeHUdA e U dAB/IdeTCAd HOPDMATHMBHBIM JOKYMEHTOM [jii COCTaBJ/IEHHA I/IHAI/IBI/I,E[yaJIbHOI\/JI
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HOMEHK/IaTYPHhI JeJl.

TurnoBass HOMeHK/IAaTypa e/l TIO/JIEXXUT TIpe/ICTaB/IeHUI0 Ha COTJlaCcOBaHUE I[eHTpaTbHOU
3KcrepTHOM Komuccuu (ganee - LIOK) <11>, a Takke Ha COrjiacOBaHWe SKCII€PTHO-
TIPOBEPOYHOM KOMHCCHU efieparbHOT0 TOCYZAapCTBEHHOTO apxuBa <12> WM 3KCTIEpTHO-
MPOBEPOYHOM KOMMCCHH YIIOJTHOMOUEHHOTO OpraHa WCIIOJIHUTEeLHOW B/IacTH  CyObekTa
Poccuiickoii ®efepaiiii B cdepe apxuBHOro fena <13>, WM 3KCIIEPTHO-TIPOBEPOUYHOM
KOMHCCUU HayyHOW OpraHu3allid, BK/IIOUEHHOW B TepeueHb, yTBepkKJaeMbiii [IpaBuUTebCTBOM
Poccutickoit @efeparium <14>.

<11> Ilynkt 6.3 IIpuMepHOro TIO/NIO)KEHHUsI O LIeHTPaJbHOM SKCIEePTHONM KOMUCCUU
(enepanbHOrO OpraHa TroCy[apCTBEHHOM B/laCcTH, WHOrO (hbefiepalbHOrO TOCY[apCTBEHHOTO
opraHa, yTBep»XieHHOro npuka3om PocapxuBa oT 25 ¢eBpans 2019 r. N 31 (3apeructpupoBaH
MuntoctoMm Poccun 24 vronst 2019 r., peructparjuonssiid N 55005).

<12> TIlymkr 8.2 IlpumMepHOro T0JIOKeHUsI 00 3KCIePTHO-TIPOBEPOYHON KOMHCCHH
(efepanbHOrO TOCY/JapCTBEHHOI'O apXuBa, YTBEP)KAEHHOro nprkasoMm PocapxuBa oT 13 uroHs
2018 r. N 62 (3apeructpupoBan Muntoctom Poccuu 6 aBrycra 2018 r., peructpayuoHHbI N
51795).

mo_n

<13> IMognyHkt "a" myHkra 8.2 TIpuMepHOro MOJIOKEHHUS] 00 3KCITIEPTHO-TTPOBEPOYHOM
KOMHMCCHHU  YTIOJTHOMOUYEHHOTO OpraHa MCIIOJIHUTe/NbHOM BiacTM cyObekTa Poccuiickoit
@enepariui B 00/1aCTH apXUBHOTO [lejla, YTBEPXKIEHHOTO TprUKa3oMm PocapxuBa oT 13 uioHS
2018 r. N 63 (3apeructpupoBaH MuHroctoM Poccuu 6 aBrycra 2018 r., perucrpaijuoHHbIA N
51794) (manee - IlpumepHoe nonoxenue 06 JITK cybnwekTa Poccuiickoit deneparyn).

<14> Tloanyukt "a" myHkra 8.2 [IpuMepHOTO T0JIOKeHUsT 00 IKCIePTHO-IIPOBEPOYHOM
KOMHCCUM Hay4YyHOM OpraHu3alyy, BK/IIOUEHHOW B MepeyeHb, yTBep)kJaemblid [IpaBuTenbCcTBOM
Poccurickoii ®epepanuy, yTBep)KAeHHOro rnpuka3om PocapxuBa ot 13 wutons 2018 r. N 61
(3apeructprpoBaH MuHtocToM Poccuu 6 aBrycra 2018 r., peructpauuonsbiii N 51793) (manee -
[TpumepHoe nonoxxenue 06 SITK HaydHOU oOpraHU3aLvn).

[IpyumepHasi HOMeHK/IaTypa Zies1 onpeje/sieT MPUMePHbIN COCTaB JieJ1 U UCMOJIb3YeTCsl TIpU
COCTaB/IEHUM HOMEHKJ/IATypbl [Jlel TEepPUTOPUA/IbHBIX OpraHoB U  MO/BeJOMCTBEHHBIX
OopraHu3aruim.

[IpoekT mnpUMepHOW HOMEHK/IATypbl Jel  [Jjs TepPpUTOPHAJbHBIX OpraHoB U
T0/IBeIOMCTBEHHbIX (pefiepa/ibHbIM OpraHaM roCy/JapCTBEHHOM B/IaCTH OpPraHU3alUuil MOAJIEXUT
cornacoBaHvio C lleHTpa/nbHOM 53KCIEPTHO-MPOBEPOYHOM Komuccuel npu PenepanbHOM
apxvBHOM areHTcTBe (fanee - LIDTIK npu Pocapxuse) <15>.

<15> Tlonoxxenue o LleHTpanbHOM 3KCIIEPTHO-NIPOBEPOYHOM KOMUCCHH NpU PesieparibHOM
apXVBHOM areHTCTBe: yTBep)KJeHHOe TpuKa3oM PocapxuBa or 8 HosOps 2019 r. N 173
(3apeructprpoBaH MuntoctoM Poccuu 28 deppans 2020 r., peructpaijuodHbiii N 57634).

[TpoekT rpuMepHOi HOMEHK/IAaTyphI JieJl TI0/iBeJOMCTBEHHBIX OpraHaM roCy/japCTBeHHOMN
BjacTU CyObekTOB Poccuiickoit ®Pezepaiii opraHW3arii  TOJJIEKUT COTJIACOBAHUIO C
9KCTIepTHO-TIPOBEPOYHON KOMHCCHel yIOJIHOMOUEHHOTO OpraHa WCIIOJHUTENbHON B/lacTu
cyobekra Poccuiickoit ®eneparii B cdepe apxuBHOro gena (gmamee - OIIK cybbekta
Poccutickoit @efepariun) <16>.
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<16> IMognyskT "n" nyHkTa 8.2 IlpumepHoro nonoxenusi 00 IIIK cybnekra Poccuiickoit
Denepanuu.

9. Yacth AokyMeHTasbHOro (OHja, BK/IOUArolljasi apXUBHbIe [JOKYMEHTbI, COCTaBJIsSeT
apXUBHBIA (POH/I.

10. HomeHk/iaTypa fief sIBJISIeTCSI OCHOBOM ZiJis1 JOPMUPOBaHUS [ie/l U COCTaB/IeHUs OTHCel
Jie/l, TOKyMEHTOB, OTHCel 3/1eKTPOHHBIX JOKYMEHTOB IOCTOSIHHOTO M BpeMeHHbIX (cBbiile 10
JIeT) CPOKOB XPaHEeHHs, B TOM UHKCJ/Ie M0 JMYHOMY COCTaBy, a TakXe [i/Isl yueTa JieJl BpeMeHHbIX
(Zio 10 ;eT BK/IHOYUTETBHO) CPOKOB XpaHEHMUS.

HomeHk/aTypa fie/1 BK/IFOYAaeTCss B CHCTEMBI 3JIEKTPOHHOTO [JOKyMeHTooOopoTa (fasnee -
C3) u B CX3/1 B KauecTBe CIpaBOYHMKA <17>, Ha OCHOBaHWM KOTOPOTO OCYIECTBJISIETCS
CcUCTeMaTH3aLus U yueT JOKYMEeHTOB, a TaKKe UX MeTaJJaHHbIX.

<17> IlynkTsl 3.21, 3.22, 3.31 TuUnoBsIx GyHKIIMOHATBHBIX TPeOOBAHHUI.

11. HomenknaTtypa gen (pekomeHjyeMblii oOpasel] mpuBefieH B Tipunoxkenud N 1 K
[TpaBuiam) cocCTaB/sieTCsi HA OCHOBAHWMM HOMEHK/IATYP [ieJ1 CTPYKTYPHBIX TI0[pa3zesieHnit
(pexkomeHayeMbIli 0Opa3er] nprBefieH B npuioxkeHu N 2 K [IpaBusiam).

HomeHknatypa Jiel  COCTOMT U3 pas3fiefioB. 3arojoBKaMd pasfiesioB  SIBJISIOTCS
HaUMeHOBaHMsI CTPYKTYPHBIX TMOZipa3ziesieHni, MO0 HauMeHOBaHWs GYHKIUN W HarpaB/IeHUM
JlesiTeNIbHOCTH TOCYZ,apCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CaMOYIIpaB/IeHUs], OpraHU3aL1iil.

B pa3sgenbl HOMEHK/IATYPHI [ie/T BK/IFOYAIOTCS 3aT0JIOBKH JIefT, OTPaKarkoIye [esiTelTbHOCTh
rOCyZlapCTBEHHBbIX OpraHOB, OpPraHOB MeCTHOTO CaMOYTIpaB/ieHHsl, OpraHu3alyi, CTPYKTYPHbIX
roJpasziesieHuil, B TOM 4nciie paboTy Ko/jleriaabHbIX OPraHoOB.

3arosioBKy Jles, COZiep’KalljiX 3/IeKTPOHHble [OKYMeHThl, a TaKKe 3arojIOBKU [el,
CoJiepXKall[iX KakK 3JIeKTPOHHBbIE JOKYMEHTBbI, TaK W JOKYMEHTbl Ha OyMa)KHOM HOCHTee,
BK/IIOUAIOTCSI B HOMEHK/IaTypy geil. B rpade "Tlpumeuanuss" yka3bIBalOTCS OCOOEHHOCTH
(hopmMupoBaHUs Jiefia ¥ BUJ, HOCUTeJIs HH(OPMaLIWH.

3aro/ioBKU [ieJ, CoJeprkaljie HauMeHOBaHWsl 0a3 [JaHHBIX WH(OPMAIMOHHBIX CHCTEM,
YTOUHSIOTCSI B COOTBETCTBMM C COCTaBOM [OKYMEHTHDOBaHHOW uHpopMaiuu (JaHHBIX),
cojiepxkairieiicst B 6a3ax JaHHBIX.

Homenknatypa fien pa3pabarbiBaeTcsi B KOHIIe KaX/0r0 T0/a, MO/JIEXKUT COTTIaCOBAHUIO C
3KCrepTHOM Komuccuen (pamee - 3DK) <18> IIOK, u yrBepkjgaeTcs pyKOBOAUTEEM
rOCyZapCTBEHHOTO OpraHa, oOpraHa MeCTHOTO CaMOYTIpaB/ieHUs, OpraHu3aluu WU
yIIOTHOMOYEHHbIM UM JuIloM. HoMeHK/aTypa [lel BBOAUTCS B JelicTBue C 1 sHBaps
C/lefyroIiero KajaeHjapHoro roja.

<18> Ilynkr 6.2 TlpuMepHOro TIOJIO)KEHUSI 00 SKCITIEPTHOM KOMHCCHU OpTaHU3al[vH,
yTBepXKeHHoro Tmipuka3oM PocapxuBa ot 11 ampens 2018 r. N 43 (3apeructpupoBaH
Muntoctom Poccum 15 utons 2018 r., perucrtpaumonsbii N 51357) (manee - IlpumepHoe
rosiokeHre 06 IK).
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Homenknarypa pen rocyfapCTBeHHOIO OpraHa, OpraHa MeCTHOTO CaMOYIIpaB/IeHHs,
OpraHM3ali - MCTOYHHWKA KOMILIEKTOBaHWSI TOCYAApCTBEHHOr0 (MyHULIMIIAIBHOTO) apxXuBa
OJJUH pa3 B 5 jieT (B ciayyae M3MeHeHMs] (YHKLUMN U CTPYKTYpbl TOCYZApCTBEHHOTO OpraHa,
opraHa MeCTHOIO CaMOYIIpaB/ieHWs, OpraHu3alii HOMeHKJaTypa [Jefl  IOJJIe)KUT
11epecoCTaB/lIeHUI0, COIVIACOBAHUI0 M YTBEP)KJEHWIO paHbllle YKa3aHHOrO Iepuoja)
TIpe/ICTaB/IsIeTCsl PYKOBOJWTE/NeM W/IM YIOJHOMOYEHHbIM MM JIMLIOM Ha pacCMOTpeHue
9KCIePTHO-TIPOBEPOYHON KOMHCCUU (hefilepaJbHOTO TOCy/JapcTBeHHOro apxuBa, wid JIIK
cybbekra Poccuiickoit @epepaiiuu <19>, WM 3KCIEPTHO-NPOBEPOUHONM KOMMCCHUM HayuyHOU
OpraHM3aliy, BK/IIOUEHHOU B IlepeueHb, yTBepxzaeMmbld [IpaButensctBoM Poccuiickon
®Depnepauyu <20> (ganee - IITK apXUBHOTO yupexxaeHust).

"wo_n

<19> TloanyskT "n" nyHkTa 8.2 IlpuMepHoro nonoxenusi 06 IIIK cybnekra Poccuiickoit
Denepanuu.

<20> I[MoanyHKT "A" myHkTa 8.2 TIpumMepHoro mosoxkeHust 06 STTK HayuyHO# opraHu3alvu.

OpraHu3aiiysi, He BBICTYIAMOIIasl HWCTOUHUKOM KOMIUIEKTOBAHUS TOCY/IapCTBEHHOTO
(MyHULIMIIANILHOT0) apXUBOB, YTBEPyK/laeT HOMEeHK/IaTypY /ie/l CaMOCTOSITe/TbHO.

12. 3akoHUYeHHbIe [1e/I0NPOM3BO/ICTBOM (MCTIOTHEHHbIE) IOKYMeHThI (hOPMHUPYIOTCS B Jlena
110 HOMEHK/1aType JieJl.

JoKymMeHTHI (fiena) CTaHOBAITCSA apXWBHBIMU C 1 siHBaps roja, Cieyrollero 3a roioMm, B
KOTOPOM OHH OBbL/TM 3aKOHYEHbI [1e/I0TIPOU3BO/ICTBOM.

13. Ilo oOkOHYaHMM [eJIONIPOU3BOACTBEHHOIO TIOJa COCTaB/sIeTCsl WTOroBas 3aruch
HOMEHKJIATyphl JieJ1 0 KOJIMUeCTBe 3aBeZleHHbIX Jesl (TOMOB [ief) MOCTOSIHHOTO U BPEMEHHOr0
CPOKOB XpaHeHMs Ha OyMa>XHOM HOCHTesle M O KOJMUecTBe 3aBefleHHBbIX 3/IeKTPOHHBIX [ell
MOCTOSTHHOTO U BpEMEHHOT0 CPOKOB XPaHEeHUsI.

ITI. xcnepTH3a EHHOCTU JOKYMEHTOB

14. TlpegMeToM 3KCIEepTH3bl L[€HHOCTH [JOKYMEHTOB (fZjasiee - SKCIepTH3a LIeHHOCTH)
SIB/ISIETCSl OTpefie/ieHre COOTBETCTBUSI JJOKyMeHTa M (WU/IM) JOKYMEHTOB KpPUTEpUsIM ero (MXx)
LIEHHOCTH B LIe/ISIX OTpe/le/IeHUs] CPOKa XPaHeHUsI M 0TOOpa ZIOKyMeHTa U (HU/1) JJOKYMEHTOB [IJIsI
BK/IIOUeHUs1 B coctaB ApxuBHOro QoHga Poccuiickori ®efepauyy WaM  BblAeneHUs K
YHUUTOXKEHHUIO T10 UCTeUEeHUU YCTAaHOBJIEHHOI'O CPOKA XPaHEeHUs.

OO6BeKTOM 3KCTIepTU3bI LIEeHHOCTH SIB/SIeTCS IOKYMeHT U (WJ/T1) JOKYMEHTHI.

s mpoBefieHUs 5KCIepTUssl LieHHOCTU co3garorcd DK <21> umu LDK.

<21> IMynkT 2 [TpuMepHoro rnomoxenus 06 JK.

OK co3paeTcs B TeppUTOpUAbHBIX OpraHax TOCYJapCTBEHHbIX OpPraHOB, a TaKXe B
OpraHMU3aLusX.

LISK co3paeTcsi B rocyZapCTBeHHBIX OpraHaxX, OpraHaX MeCTHOTO CaMOYIIpaBjieHus, a
Takke B OpraHu3alusaX, WMEIIIMX CJI0KHYIO CTPYKTYpy U (WIM) T0/IBeZJIOMCTBEHHbIe
OpraHMU3aLUH.
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15. OkcriepTv3a 11eHHOCTH TIPOBOJAMUTCS Ha OCHOBAaHWUM TIPUHLIMIIOB HCTOPU3Ma,
CUCTeMHOCTH U LIeJIOCTHOCTH MyTeM KOMIIJIEKCHOTO TIPUMeHeHUsI KpUTepreB MPOUCXOXKeHMUs,
CoJiep>KaHusl, BHEIITHUX 0COOEHHOCTel IOKYMEHTOB, a TaKKe TIPUTOHOCTH /il UCII0/Ib30BaHMSI
(BoCTIpOU3BOUMOCTH  (TIPU  SKCIIePTH3e LIEHHOCTH 3JIEKTPOHHBIX W ay/JMOBU3Ya/bHbIX
JIOKYMEHTOB).

K KpuTepusiMm TMpOUCXOXKIEHUs OTHOCATCS POJb W MeCTO T'OCY/[apCTBEHHOIO OpraHa,
opraHa MeCTHOT'O CaMOYIIpaB/IeHUWs, OpraHu3aiuu B Poccuiickoii deneparii, 3HaUMMOCTb
BBITIOJ/IHSIEMBIX et0 (QYHKLIMA, BpeMsi U MeCTO 00pa30BaHUs JOKYMeHTa.

K kpurepusim cofep>KaHUsi OTHOCSTCSI 3HAUMMOCTb COOBITUS (SIBJIEHHS), OTPaXEHHOTO B
JIOKyMeHTe, 3HaueHe UMelolleiics B JOKyMeHTe WHOopMalliy, MOBTOPeHre 3Tol UH(opMaluu
B [IPyTUX JJIOKyMeHTaXx, NOJ/IMHHOCTh JOKYMeHTa.

K KpurepusiM BHeIIHMX 0COOEHHOCTEeH OTHOCSATCS BUJ, JOKYMeHTa, opma (pUKCHpOBaHHUS
U Tlepeflaud COJiep)KaHUs, HOpUANUecKas JOCTOBEPHOCTh (Hajuuue IOJMMCeH, 7aT, redareii)
JIOKYMEHTa, ero (hpr3nueckoe COCTOsSIHUE.

KpI/ITepI/II/I SKCIIepTu3bl LE€HHOCTH TIIpPUMEHAI0TCA KO BCeM BHOdAM [OOKYMEHTOB,
06P33y}OH_[I/IXCH B TIiponecce aedTeJbHOCTH TOCyAddapCTBEHHOI'O OprdaHa, OpraHada MEeCTHOI'O
CdMOYIIpaBJ/IeHNWs, OpraHU3alivu.

16. 3agauamu 3KCIIepTU3bI LIeHHOCTH SABJISIOTCS:
a) orpeiesieHye CPOKOB XpaHeHUsI JOKYMEHTOB I1pU pa3paboTKe HOMEHK/IaTyphl Jiefl;

6) otrbop /JOKyMeHTOB il BK/IOueHWss B coctaB ApxuBHoro (onzga Poccuiickoit
denepauyy, a TaKxKe s Tiepefjaud B apxXuB (CTPYKTYpHOE TO/Ipa3zesieHne, OCYIeCTBIISIOIee
XpaHeHUe apXUBHBIX JJOKYMEHTOB);

B) BbIsIB/IEHHME NOKYMEHTOB C MCTEKIIMMU CPOKaMU XpaHEHHWA [ BK/IOUEHUA UX B dKT O
Bbl€/IEHWU K YHUUTOXXEHUIO JOKYMEHTOB, He ITOAJIeKallluX XPdHEHHIO.

17. DKcnepTuse LIEHHOCTU TIOZJIeXXaT BCe JOKYMEHThbl TOCY4apCTBEeHHOI'O0 OpraHa, OpraHa
MECTHOTO CAaMOYTIpaB/ieHWs], OpPraHW3allid He3aBUCHUMO OT BHJOB HOCHUTeNel U CrocoOoB
3armcH.

YHUUTOXeHre [OKYMEeHTOB [0 IpOBeJleHusl B IOpsJKe, YCTaHOBJEeHHOM TIJyiaBou [V
ITpaBun, sKCrepTU3bl LIEHHOCTH U YTBEpPXK/EHUSl PYKOBOJUTe/eM roCy/JapCTBeHHOIO OpraHa,
OopraHa MeCTHOT'O CaMOYTIpaB/ieHHs], OpraH13ali WK YIIOJTHOMOUYEHHBIM UM JIMLIOM OMHCeH Jiesl
TIOCTOSIHHOT'O XpaHeHUsl Y COIJIaCOBaHUs OMMCeH Jiefl [0 IMYHOMY COCTaBy, 3arpelaeTcsl.

PellieHrie 0 BK/IFOUEHUU JIOKYMeHTOB B cocTaB ApxuBHoro ¢oHa Poccuiickoit defepariiu
nipuHuMaeTcst DI1K apXUBHOTO yupexeHus..

l'ocypmapcTBeHHble  OpraHbl, OpraHbl MeCTHOIO CaMOYIIPDaB/IeHHWS, OpraHu3aluy,
BBICTYIAIOL[Me UCTOYHUKAaMM KOMITJIEKTOBAaHUS TOCY[,apCTBEHHBIX (MYHULMIA/IBHBIX) apXUBOB,
HerocyZlapCTBeHHble  OpraHu3aljiy, He BbICTYMAallMe UCTOYHMKAMU KOMIUIEKTOBaHUS
roCy/lapCTBeHHbIX (MyHULMIA/IBHBIX) apXUBOB, UMEIOIIe BO BJIaZleHUU apXVBHbIE [JOKYMEHTHI,
OTHeceHHbIe K (heZiepasibHOM COOCTBEHHOCTH, COOCTBEHHOCTH cyObeKkTa Poccuiickoii denepatiiu
WA MYHUIMIIATBHOM COOCTBEHHOCTH, TIpeAcTaBiastoT Ha OIIK yrmosHOMOueHHOro opraHa
WCTIO/THUTE/IbHOU BacTu cyobekTa Poccuiickoii @epepaiiyu B chepe apxUBHOTO [iesia TIPOEKTHI
JIOKYMEHTOB B COOTBETCTBUU C ITyHKTOM 29 ITpaBu.

18. IIOK (3K) siBnisieTcst coBeljaTelbHBIM OPraHOM TIPU PYKOBO/[UTe e TOCy/JapCTBEHHOTO



opraHa, opraHa MeCcTHOTO CaMOYIpaB/ieHUsl, OpraHu3aljiM, CO3/1aeTcs MPUKa3oM, JeHCTBYeT Ha
OCHOBAHUM TIOJIOKeHUsI, pPa3pab0TaHHOTO Ha OCHOBE TPUMEPHOTO TOJIOKEHUsI O L[eHTpaJbHOU
5KCMepTHOM KomHcchu (eflepalbHOrO OpraHa rocy/jJapCTBeHHOM B/acTH, MHOTO (efiepasbHOrO
rOCyZ,apCTBEHHOTO OpraHa, MPUMepHOro TOI0XKeHUs1 00 SKCIepTHOW KOMHUCCUM OpraHu3alui,
YTBEPXKJEHHBIX YITIOJTHOMOUYEHHbIM (hefiepa/ibHbIM OPraHOM KCITOJTHUTETBbHON BIacTH B cdepe
apXUBHOTO Jlefia U /IeJIONPOU3BO/ICTBA <22>.

<22> TlognyHkt 9 mnyHkta 6 Ilosoxkenunss o PegepalbHOM apXMBHOM areHTCTBe,
yTBepxaeHHoro YkasoMm Ilpesnzenrta Poccurickon ®epepanuu ot 22 mronHs 2016 r. N 293
(manee - TTono>kenue o Pocapxuse).

l'ocymapcTBeHHble  OpraHbl, OpraHbl MeCTHOTO CaMOYIIpaBJ/ieHWsl, OpraHu3aluy,
BBICTyMAKOL[Me UCTOYHUKAMU KOMILJIEKTOBAHUS TOCY/IapCTBEHHBIX (MyHUIMIIAIbHBIX) apXUBOB,
corjacoBeiBatoT mnojioxkeHMe o LIOK (OK) ¢ OIIK apxuUBHOrO yupexeHus WIU
roCyJapCTBeHHbIM (MYHULIUIIA/IbHBIM) apXUBOM B C/lydae HaJje/leHus ero COOTBETCTBYIOLLIMMU
TIOJTHOMOYMSIMH.

19. OcHoBHbiMU QyHKIMsAME LIDK (3K) siBastoTCs:
a) OpraHM3alLysi eXXerofiHOro 0TOopa e/l /1t XpaHeH!sI ¥ YHUUTO)KeHHST;

6) paccMOTpeHue U COrJlacOBaHWe TPOEKTOB HOMEHK/ATyp [esl, TPOeKTOB OIucel e,
JIOKYMEHTOB TOCTOSIHHOTO W BpeMeHHbIX (cBblle 10 jieT) CPOKOB XpaHeHWs, B TOM UHC/e I0
JIMYHOMY COCTaBy, IIDOEKTOB aKTOB O BblJ|e/IeHUM K YHUUTOKEHUIO [JOKYMEHTOB, He
MO//IeXKALMX XPaHeHWI0, aKTOB O HEWCIIPaBUMBIX IIOBPEX/EHUSX apXUBHBIX [OKYMEHTOB
(myskT 106 IIpaBus), akToB 0 HeOOHapY)KeHUH apXUBHBIX JOKYMEHTOB, ITyTH PO3bICKa KOTOPBIX
vcuepriadbl (yHKT 104 TlpaBwi); TPOEKTOB TepeuyHeli TPOEKTOB/OOBEKTOB, IPobIeM/TeM,
Hay4YHO-TeXHUUecKass JOKyMeHTallds I10 KOTOpPbIM [MOJJ/IeKUT T[lepejjaye Ha IIOCTOSTHHOe
XpaHeHue;

B) ydaCTrve B MOArOTOBKE W pPACCMOTPEHHHU TIPOEKTOB HOPMATHMBHBIX W METOAUUYECKHX
AJOKYMEHTOB I10 BOITPOCaM pa60TbI C JOKYMEHTaMMH;

r) CorjacoBaHWe TIPOEKTOB TIepeyHell JIOKyMEeHTOB, 00pa3yromuxcs B Iporiecce
[leaTe/IbHOCTU  (peflepa/IbHOTO OpraHa TrOCY/lapCTBEHHOW B/AaCTH, WHOIO TOCYZAAapCTBEHHOrO
opraHa Poccuiickor ®egfeparyy, 1oiBeJOMCTBEHHBIX €My OpraHv3aliii, C yKa3aHHeM CPOKOB
XpaHeHHs], TPOeKTOB MPUMePHBIX U TUIIOBbIX HOMEHK/IATYp fie/1 /11 TepPUTOpUa/IbHBIX OPraHOB
Y (MM) NOABeJOMCTBEHHBIX OpraHu3alui (Mpyu UX HaJIU4nH);

) TIOATOTOBKA U BHeceHHe Ha paccmoTpeHue DK apXuBHOTO yupeskzieHus MpejiioxKeHnuH
00 yCTaHOB/IEHUH ¥ U3MEeHEHWU CPOKOB XpaHeHUs! JOKYMEHTOB,;

€) MeTOAMYecKoe pYKOBOZACTBO paboTamMu B obOsact obecrieueHWss COXPaHHOCTH
JOKYMEHTAIbHOTO ¥ apXHUBHOTO (hOH/IOB.

IV. ITopsjoK npoBefeHus U 0(hopM/IeHHs pPe3y/IbTaTOB KCIePTU3bI
LIeHHOCTH /JOKYMEeHTOB

20. DkcriepTv3a LIEHHOCTU TIPOBOAMTCS €XeroJHO Ha OCHOBe TPUHLIUIIOB U KPUTepHeB,
yKa3aHHbIX B IyHKTe 15 [IpaBuii.

Cpokd XpaHeHMsI [JOKYMEHTOB TMpU TMPOBeJEHUM UX SKCIepPTU3bl L|€HHOCTU
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yCTaHAB/IMBAIOTCS B COOTBETCTBUU C (hefiepaibHbIMA 3aKOHaMW U WHBIMA HOPMAaTUBHBLIMU
NpaBOBbIMU akTamu Poccuiickoli ®efepaiiviy, MepeyHsiMM TUIIOBbIX apXMBHBIX JOKYMEHTOB C
yKa3aHHWeM CPOKOB WX XPaHEHUs, TIepeuHsIMH JIOKYMEHTOB, O0Opa3ywoIuXcs B Mpoljecce
JesiITeIbHOCTU  (eflepanbHbIX OPraHoB TOCY/apCTBEHHOW B/AaCTH, WHBIX TOCY[apCTBEHHBIX
opraHoB Poccuiickont @eznepaniu, MoBeJOMCTBEHHbIX UM OpraHu3alii, C yKa3aHueM CPOKOB
VX XpaHEeHHs], @ TAK)Ke TUTIOBbIMU M MIPUMEePHbIMU HOMEHK/IaTypaMHu Jiejl.

21. Ilpy NOArOTOBKE K IPOBEJEHUI0 3KCIEPTU3bl LIEHHOCTU OCYLLeCTBJISIeTCS U3yuyeHUue
VICTOPUM apXMBHOrO (OHJA, COCTaBa, COJep)KaHWs], TMOJJMHHOCTA [OKYMEHTOB, a TakKke
TIOTJIOL[eHHOCTH MH(OpMaIiK, CofiepXKalllelicsi B JOKYMeHTe.

22. DKcrnepTu3a LeHHOCTH MPOBOJUTCS:
a) TIpY COCTaB/IeHUM HOMEHK/IaTyp JieJ, B rpoLjecce (\OpMUPOBaHUS JieJl;

0) TIpu TIOATOTOBKE [ieJl, 3JIeKTPOHHBIX JIOKYMEHTOB K Tiepefiaue B apXuB (B CTPYKTYPHOe
noJipas/iesieHue, OCyILeCTBIIsIOLee XpaHeHHe apXUBHBIX JIOKYMEHTOB);

B) MpHU TMOATOTOBKE K Tiepejaue Jes, 37eKTPOHHBIX [OKYMEHTOB Ha XpaHeHUe B
roCyZapCTBeHHbIN (MYHULIUMA/IbHBIN) apXUB;

r) TIpYU BbIIeJIEHUM K YHUUTOXKEHHUIO JIefl, 37IeKTPOHHBIX JOKYMEHTOB, He ITO/IeXKaliux
XpaHeHHIO.

23. Tlo pe3ynbTaTamM 3KCIEepTHU3bl 1[€HHOCTM B CTPYKTYPHBIX IO/ipa3ziesieHusx
COCTaBJISIFOTCSI:

a) HOMEHKJ/IaTyPHI ieJl CTPYKTYPHBIX MOApa3szie/ieHui;

0) ommcu gen, JOKYMEHTOB, OMWCH SJeKTPOHHBIX JIOKYMEHTOB CTPYKTYPHBIX
No/ipas/ie/leHn: TOCTOSIHHOIO, BpeMeHHbIX (cBpllle 10 /1IeT) CPOKOB XpaHeHWs, 110 JUYHOMY
COCTaBy;

B) TIPOEKTHl TepeuHeil MpPOeKTOB/OOBEKTOB, TMpobeM/TeM, Hay4HO-TeXHUUYECKast
JIOKyMeHTaL¥si [10 KOTOPBIM TO/I/IEXKUT Tlepejjaue Ha MOCTOSIHHOe XpaHeHHe <23>;

<23> [Ilyukr 110 TlpaBun opraHusalM XpaHEHUs, KOMILUIEKTOBaHHUS, YyuyeTa U
VICTI0/Ib30BaHUsl HayYHO-TeXHUUECKOM [JOKyMEeHTalluM B OpraHax TIOCy[apCTBEeHHOM B/acTH,
opraHax MeCTHOTO CaMOYIIpaBJ/ieHHs, TFOCYJapCTBEHHbIX W MYHULIMMAJbHBIX OpraHU3aLusX,
yTBep)KAEeHHbIX TpHKa3zoM PocapxuBa oT 9 gekabps 2020 r. N 155 (3apeructpupoBaH
Muntrocrom Poccum 12 mapra 2021 r., peructpanuonsbsii N 62735), ¢ u3MeHeHueM, BHECEHHBIM
nipuka3om PocapxuBa ot 12 aBrycra 2021 r. N 72 (3apeructpupoBaH Muntoctom Poccuu 8
ceHTs10pst 2021 r., peructparrioHHbiii N 64929) (nanee - IpaBuna HT).

l") npeajIoKeHrusa K akTy O BbIJe/IeHMU K YHHUUYTOXE€HHWIO JOKYMEHTOB, He IMO//IeXXalllruX
XPaHEHHUIO.

24. Ha ocHOBe HOMEHKJ/IATYp JieJl CTPYKTYPHBIX MOJpa3/ie/leHUuH, yKa3aHHbIX B MTOAITYHKTe
"a" myHkTa 23 IlpaBwi, pabOTHUKUA C/IY>KOBI JIeIONPOM3BO/CTBA (/IUII0, OTBETCTBEHHOE 3a
JlelIoNpOr3BO/ICTBO)  IOCYZapCTBEHHOIO  OpraHa, OpraHa MeCTHOIO CaMOyTIpaB/ieHus,
OpraHuv3alu roTOBAT IPOEKT HOMEHK/IATyphl fesl. IIpoeKT HOMeHK/IaTyphl Jiesl MO ChIBaeTCs
PYKOBOZUTeNIeM CIyKObI /Ie/IOTPOM3BO/ICTBA M BHU3WUPYETCsl PYKOBOJAWTENEM apXuBa (JTULIOM,
OTBETCTBEHHBIM 3a apXUB).
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25. Ha ocHoBe onucel fief1, JOKyMeHTOB, ONKCEN 3/1eKTPOHHBIX JOKYMEHTOB CTPYKTYPHBIX
nofipasfie/leHui U TPOeKTOB IlepeuHell IpPOeKTOB/0ObeKTOB, IpobeM/TeM, yKa3aHHBIX B
noanyHkTax "6" u "B" myHkrta 23 IlpaBun paboTHUK apxuBa (JIUI0, OTBETCTBEHHOE 3a apXWB)
TOTOBAT  TPOEKTHl ~ OMUCeM  Jie,  /[AOKYMeHTOB  (TOZOBBIX  pasfielioB),  IepeuyHel
MPOEKTOB/00BEKTOB, MPO0O/IeM/TeM, HAyUHO-TeXHUYeCKasi JOKYMeHTALMs TI0 KOTOPBIM TO/JIeXKUAT
repejjaye Ha IIOCTOSIHHOe XpaHeHUe. YKasaHHble IPOeKThl MOZIUCBIBAIOTCS PYKOBOAUTE/IeM
apxuBa, (pPyKOBOAWTeseM CTPYKTYPHOIO IIOZipasfie/ieHHs], OCYLeCTBJISIOLIero XpaHeHue

apXUBHBIX JIOKYMEHTOB).

26. Ha ocHOBe mipe/io’KeHHi, yKa3aHHBIX B MOAMyHKTe "r"" myHkTa 23 [TpaBus, paboTHUK
C/1y>kOBl /1en01pon3BO/CTBA (/IML[0, OTBETCTBEHHOE 3a [1eJIONIPOU3BO/CTBO) COCTAB/ISIET TPOEKT
aKTa O Bbl/leJIeHMM K YHUUTOKEHUIO JOKYMEHTOB, He TOJ/Ie)KalljuX XpPaHeH!I0 (peKOMeH/1yeMbli
obpaser] npuBefieH B mnpunokeHnd N 3 k [IpaBusam). YKasaHHbIM TPOEKT TOAMUCHIBAETCS
PYKOBOJUTENIEM CIy)KObl ~ J1eJIONPOM3BOACTBA W BU3WPYeTCS  PYKOBOJAWTENEM  apXuBa
(pykoBOUTE/IEM CTPYKTYPHOIO IOZipasfie/ieHNs], OTBETCTBEHHOIO 3a XpaHeHUe apXWBHBIX
JIOKYMEHTOB).

[ena ¥ JOKyMeHTb! BK/IIOUAKOTCSl B aKT O BbIJle/IeHUM K YHUUTOXXEHUIO [JOKYMEHTOB, He
MO/IIeXKAlMX XPaHeHUI0, eC/I NPeyCMOTPEeHHBIM /1T HUX CPOK XPaHeHUs UCTeK K 1 sgHBaps
rofia, B KOTOPOM COCTaBJ/IeH aKT.

27. Hena c¢ otmetrkou "JIIK" <24> mnopnexar mNOJUCTHOMY (411 37€KTPOHHBIX
JIOKYMEHTOB - MMOJO0KYMEHTHOMY) MPOCMOTPY IO UCTeYEeHUM YCTAaHOBJIEHHOI'O CPOKA XpaHeHHUs B
LeNgX BbISIBJIEHUS] apXUBHBIX [JOKYMEHTOB, TOJJIe)KalluX [IOCTOSSHHOMY XPaHEeHHIO.
BoisiBieHHble B TakuxX Jenax JOKYMEHTbl TMOCTOSTHHOTO CPOKAa XpaHEeHUsl BBIJENSIOTCA U
MIPUCOEUHSIIOTCS K OJHOPOAHBIM JielaM COOTBETCTBYIOILErO0 TOJ0OBOTO pasjena WU
(hopMuUpyIOTCS B CaMOCTOsITe/TbHbIE fea.

<24> Ilynkr 4.9 MHCcTpyKuuu MO npuMeHeHUIO0 [lepeuHsi TUIOBBIX YyIIpaBJIeHUECKUX
apXMBHBIX JJOKYMEHTOB, 00pa3yoLUXCsl B MpoLjecce esTeJbHOCTU TOCY/lapCTBEHHBIX OPIraHoB,
OpraHOB MeCTHOIO CaMOYIIpaB/eHWsT W OpraHu3alyd, C yKa3aHHeM CPOKOB HMX XpaHeHWs,
yTBep)KAeHHoW mnpukazoMm PocapxuBa ot 20 gekabps 2019 r. N 237 (3apeructprpoBaH
Munroctom Poccuu 13 deBpanst 2020 r., peructpaliioHHbiii N 57488).

Ocrasliyecs JOKYMeHTbl BpeMeHHOI'0 CpOKa XpaHeHUs BK/IIOYAKOTCA B aKT O BblJle/IeHUU K
YHUUTOXXEHUIO [JOKYMEHTOB, He IOJJle)KaluxX xpaHeHuto. [Ipy BKIHOYeHUH B aKT JOKYMEHTOB,
BBISIBJIEHHBIX ITPH POCMOTPe Jies1 CO CPOKOM xpaHeHus1 ¢ otMeTkor "OIIK", otmerka "OIIK" B
aKTe He yKa3bIBaeTCsl.

28. TIpoekTel [OKYMEHTOB, yKa3aHHbIX B TIyHKTax 24 - 26 IlpaBun mogjexar
npezcTaBiaeHuto Ha coryacoBanue L[OK (3K).

ITpoekThl omuceid [en, JOKYMEHTOB IOCTOSSHHOTO XpaHeHWs W TI0 JIMYHOMY COCTaBy U
TIPOEKThI AKTOB O BBIZIEJIEHUM K YHHUTOXKEHUIO JIOKYMEHTOB, He TIOZJIeXAIl[MX XPaHEHUIO,
paccmaTpuBatoTcs Ha 3acefianuu LIDK (OK) ogHOBpemMeHHO.

OTaenbHbIE OMUCHA COCTaB/SIIOTCS HAa €QVHULIbI XPAHEHWs! 371eKTPOHHBIX JOKYMEHTOB
TOCTOSTHHOTO XpaHeHUsl, BpeMeHHbIX (cBbille 10 /1eT) CPOKOB XpaHeHWs, B TOM 4YMCJ/e TI0
JIMYHOMY cocTaBy. Ha 37eKTpoHHbIe AOKYMEHTbI, He TIO/Jiekalllie XpaHeHWI0, COCTaB/IseTCs
OT/ieNIbHbIN aKT.

29. Ha paccmorpenre DIIK apXMBHOTO Yupek[ieHWsi PYKOBOJWTENb TOCYAapCTBEHHOIO
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opraHa, OpraHa MeCTHOT'O CAaMOYIIPABJ/IEHWs, OpPraHU3al[UM - WMCTOYHMKA KOMILJIEKTOBAHMUS
roCyZ,apCTBeHHOTO (MYHMLIMIIABHOTO) apXvBa, a TakKe Herocy/japCTBeHHOMN OpraHu3aliH, BO
B/IQ/IEHUM KOTOPOW HaXOMATCS JIOKYMEeHThI deepasbHON COOCTBEHHOCTH, COOCTBEHHOCTH
cybbekra Poccuiickoit defepariyi, MyHULIMTIATILHOW COOCTBEHHOCTH TPe/ICTaB/IsIeT C/IeAyroIiye
JIOKYMEHTBI, TTO/ITOTOBJIEHHBIE B TTPOI[ECCEe TIPOBE/I€HUS SKCITEPTHU3bI LIEHHOCTH:

a) TIPOEeKThI OMUCeH fen, JOKYMEeHTOB, (rOZiOBble pa3fiesibl) B UeThIpexX 3K3eMIUIspax Ha
OyMa)KHOM HOCHTeJIEe ¥ OZJHOM 3K3eMILISIpe B 3/IEKTPOHHOM BH/I€ B PeJJaKTUpyeMoM (hopMmaTe, He
To3/iHee ueM yepe3 3 Toia 1ocJjie 3aBepllieHus /ief B /IeJIOTPOM3BO/ICTBE;

0) TIPOEKThI AaKTOB O BBIZIEIEHWA K YHUUTOXKEHUIO JOKYMEHTOB, He IOJIEXKAIUX
XPaHEeHHI0, B [IBYX 5K3eMILIsIpaX, OJHOBPEMEHHO C OMUCSMU JieJ1 TIOCTOSIHHOTO CPOKa XpaHeHus;

B) TIPOEKTHl TepeuHeil MpPOeKTOB/OOBEKTOB, TMpobeM/TeM, Hay4HO-TeXHUUYECKast
JIOKYMeHTalMsl 10 KOTOPbIM TMO/JIE)XUT Tepefjaue Ha IIOCTOSTHHOe XpaHeHWe, B Tpex
3K3eMIuIsIpax (Toc/ie 3aBepilieHus TIepBOro dTara KCIepTU3bl [IeHHOCTH) <25>;

<25> I1yukT 110 [MpaBun HT/.

I') UCTOPUYECKYIO CTIpaBKy K QOHAY B IBYX 3K3eMILIsIpax.

Ha paccvorpenme 3OIIK apXuBHOrO yupeXk[JeHUs TakxkKe TIIpefCTaB/AIOTCd aKTbl O
HEUCTIPAaBUMBIX TTOBPEX/EHUSIX apXWBHBIX [JOKYMEHTOB, aKThl O HEOOHapy)KeHUU apXUBHBIX
JIOKYMEHTOB, MyTU PO3bICKa KOTOPBIX HCUepIriaHbl, TIOATOTOBJIeHHbIe B TpOLiecce MPOBeeHUs
paboT o obecrieyeHH0 COXPaHHOCTH JOKYMEHTOB, B COOTBeTCTBUH C riaBoi VIII [TpaBun, eciu
HEeMCIIPaBUMO TIOBPEX/EeHHBIMU WM HeoOHapy)KeHHBIMU SIBJSIOTCS [JOKYMEHTbI ADXUBHOIO
tdonzma Poccuiickoit Pepepariyn.

30. PykoBoguTesb TOCYJapCTBEHHOIO OpraHa, OpraHa MeCTHOIO CaMOYIIpaBJ/IeHUs,
OpraHM3aliM - UCTOYHMKA KOMIUIEKTOBaHHs FOCyJapCTBEHHOr 0 (MyHHULIMIIAIbHOI0) apX1Ba, UIn
YII0JTHOMOYEHHOe UM JIULIO YTBep)KJaeT JOKYMEeHThl, yKa3aHHble B IyHKTe 29 IlpaBui, nocie ux
yrBepxaeHus JIIK apXyUBHOro yupexxeHusl.

PykoBoguTenb opraHusalMy, He BBICTYMNAlOLlel KWCTOYHMKOM  KOMIUIEKTOBAHUS
roCyJapCTBEHHOTO (MYHMLMMAABHOTO) apXuBa, WX YIOJHOMOYEHHOEe WM JIMLO YTBepXKZaeT
JIOKYMEHThI, yKa3aHHble B myHKTe 29 I[IpaBun nocsie ux cornacoBanus LISK (OK).

31. [JokyMeHThbI, Jesa, TOAJIeXallhie YHUUTOKEeHUIO, I[lepellaloTCsd B OpraHu3alyio,
3aHUMAIOIIYIOCS  TiepepabOTKOM  BTOPCHIPbS,  IOC/e  YTBEP)KAEHHS  PYKOBOAUTE/IEM
rocy/lapCTBEHHOIO OpraHa, OpraHa MeCTHOTO CaMOYTpaB/jieHWs, OpraHu3aluydd WiId
YIO0JITHOMOYEHHBIM UM JIMLIOM aKTa O Bbl/IeJIEHUH K YHUUTOKEHUIO JOKYMEHTOB, He MOJJIeKalux
XPaHEeHHIO.

JIOKyMeHTBbI, coZieprKalliyie TiepCoHa/IbHbIE JaHHBIe, UMeoIre ToMeTKy "st cmy>keOHOTO
M0JIb30BaHUA", a TaKXke cojepsKaliye HHPOPMALMI0 OrpaHUYeHHOro [OCTyMa, [OJ/DKHbI
YHUUTOXKAaTbCAd B TOCYAAPCTBEHHOM OpraHe, OpraHe MeCTHOTO CaMOYIpPaB/IeHWH, OpraHu3aliuv
MyTeM MeXaHWUYeckoro u3MesbueHUs (IIpeAWpOBaHUs) WM WHBIM CIOCOOOM, MCK/THOUAIOIIUM
BO3MOKHOCTb BOCCTAaHOBUTH COJZlep>KaHUe JOKYMEeHTOB. byma)kHble OTXO[bl TepeiaroTcsl B
OpraHu3alL|io, 3aHUMAIOIIYIOCs TepepaboTKOM BTOPCHIPbS.

[JoKyMeHT, ToiTBep>K/jaroluii (hakT yTUIU3aluu, MPUK/IaAbiBaeTCs K aKTy O Bbiie/IeHUU K
YHUUTOKEHHUIO JOKYMEHTOB, He TIO/JIe)KallluX XPaHeHUI0.
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32. IIBK (3K) roroBut npepnoxeHust 00 ycTaHOBIeHWU (M3MeHeHHH) CPOKOB XpaHEHUs!
JOKYyMEHTOB YW BHECEHUU COOTBETCTBYIOLIMX HW3MEHEeHHWM B IepeUYHHd TUIOBbIX apXHBHBIX
JOKYMEHTOB C yKa3aHWeM CPOKOB WX XPaHeHWs, B TEPeYHH [JOKYMEHTOB, 00pasyroIuxcs B
mpoLjecce  JesiTeIbHOCTH  (peflepa/ibHbIX ~ OpPraHoB — TOCYZApCTBEHHOM  B/IaCTH,  HHBIX
rocyJapCTBeHHbIX opraHoB Poccuiickoil ®esepaiiuy, Mo/BeJOMCTBEHHbIX UM OpraHu3alyi, C
yKa3aHWeM CPOKOB MX XpPaHEHHs B CIy4asix:

a) ecM Tpe/yioKeHWe 00 yCTaHOBIeHWW (M3MEeHEeHHH) CpOKa XpaHEeHUsI OTHOCHUTCS K
CTaThbsIM Te€peuHeil THUIOBBIX apXMBHBIX [OKYMEHTOB C YKa3aHHMEM CDOKOB MX XpaHeHUs,
PYKOBOJUTe/Ib T'OCYZAAPCTBEHHOIO OpraHa, opraHa MeCTHOI'O CaMOYIIpaB/IeHUs, OpraHu3alLiuu
VTN YTIOJITHOMOUEHHOe MM JIMLIO HarlpasJ/isieT IpezyioxkeHUs1 Ha paccMoTrpeHue DIIK apxuBHOro
yupexxzaeHusi. [Ipy HeoOXOJUMOCTH yCTaHOBJeHUs (M3MeHeHHs)) CpokoB xpaHeHus OITK
apXMWBHOT'O YyupeXX[eHUs HarpasiseT IpejjokeHus Ha paccMmoTtpenue LISIIK mpu Pocapxuse
[L7Is1 IPUHATUS PellleHNs] 0 BHECEHUU M3MEeHEeHUM B MepeueHb TUIMOBBIX apXUBHBIX JOKYMEHTOB C
yKa3aHueM CPOKOB UX XpaHeHUs;

0) ecnu mipensiokeHrWe 00 YCTaHOB/EHWH (M3MEHEHWH) CPOKa XPaHEHHs OTHOCHTCS K
CTaTbsIM TiepeyHed JOKYMeHTOB, 00pa3ymoIUXCs B IIpoLjecce [esiTeJbHOCTH ¢eepaabHbIX
OpraHoB roCy/lJapCTBEHHOM BJIaCTH, MHBIX rOCY/lapCTBEHHbIX OpraHoB Poccuiickoii ®efeparnuu,
C yKa3aHHeM CDOKOB HX XpaHeHHs (Janee - BeIOMCTBeHHbIM TepeueHb), LIOK (DK) opraHa
MEeCTHOI'O CaMOYIIpaB/IeHusl, OpraHy3aljiy Harpas/sfeT IpejjioxkeHus Ha paccMmorpenue LIOK
opraHa rocy/lapCTBeHHOW BJIaCTH, MHOTO IOCy/lJapCTBeHHOTro opraHa Poccuiickoit ®enepaiiyy B
yCTaHOBJIEHHOH cepe [esTeTbHOCTH.

Ilpu HeoO6XOAWMOCTH YCTaHOB/eHHUs (U3MeHeHUs)) CPOKOB xpaHeHusi LIOK opraHa
rocy/lapCTBeHHOM BJaCTH, WHOTO TOCyJapCcTBeHHOro opraHa Poccuiickoi ®epepanyy B
yCTaHOBJIeHHOW cdepe [esATebHOCTH BHOCUT H3MeHeHUsI B BeJIOMCTBEHHbIN IiepeueHb IO
coryiacoBanuto ¢ LIDTTK npu Pocapxuse.

33. CHwKeHMe HOPMAaTUBHO YCTaHOBJIEHHBIX CPOKOB XpaHeHMs JOKyMEeHTOB 3arpelaeTcsl.

V. KoMIl/IeKTOBaHHe apXHBa rocyapCTBeHHOr0 OpraHa, oprasHa
MeCTHOI'0 caMmoynpasJ/ieHUus, OpraHu3anuu

34. ApxuvB rocysapCTBeHHOr0 OpraHa, opraHa MeCTHOI'O CaMOYIIpaBJieHusl, OpraHu3aliu
KOMILJIEKTyeTcsl IoKymeHTamu ApxuBHoro ¢osga Poccutickoii defepaiiyd, JOKyMeHTaMu
BpeMeHHbIX (cBbllie 10 /1eT) CPOKOB XpaHeHHsl, B TOM UHKC/e 0 JMYHOMY COCTaBy, KOTOpbIe
BK/IFOUYAIOTCS B €r0 apXMBHBIN (DOH[], eC/ii MHOe He yKa3aHo B MyHKTax 41 - 43 IlpaBui.

35. B apxuB rocysapCcTBeHHOr0 OpraHa, OpraHa MeCTHOTO CaMOYIIpaB/ieHus], OpraHu3aLun
ToJijieXkar repejiade apxvBHbIe JIOKYMEHTBI, YKa3aHHbIe B MyHKTe 34 [IpaBus, obpa3oBaBiivecs
B JlesiTeIbHOCTH CTPYKTYPHBIX TOZpasfie/leHu OpraHv3aliid, ee KOJIIerMajbHbIX OpraHoB,
TIpe/ICTaBUTE/IbCTB, (UIMANoOB, WHBIX 000COOJIEHHBIX TIOZpa3/esieHu, Tpe/ileCTBeHHUKOB
000Cc00/IeHHBIX TTO/Ipa3zesieHni (TTpY Ha/IMUMK), TPOQ)COFO3HBIX OPTraHU3aL{|H, OCYIIeCTBIISBIINX
JesiTe/IbHOCTE /10 BCTYyIUIeHUsI B cuny PeznepanbHoro 3akoHa ot 19 mas 1995 r. N 82-d3 "O6
0011]eCTBeHHBIX 00beANHEHHUSIX ", @ TaK)Ke JIMKBUAAL[MOHHBIX KOMUCCHH (JTMKBUZATOPOB).

36. B apxuBbl (efepanbHbIX OpPraHOB MCIOMHUTENLHOM BIACTA W OpraHM3aLui,
OCYIIIeCTBJISIIOLIUX /lelI03UTapHOe XpaHeHHe JOKyMeHTOB ApxuBHOro (oHza Poccuiickoit
denepalium, HaXOAAIIMXCS B efepaibHON COOCTBEHHOCTU <26>, MOCTYIAIT TaK)Ke apXHUBHbIE
JIOKYMEHTBI, 00pa3oBaBIIMeCs B JeATeIbHOCTU TI0/IBeZIOMCTBEHHbIX WM OpraHU3al[iil B
COOTBETCTBUM C T0JIOKeHUsIMU 00 apxuBax (hefiepasbHbIX OPraHOB UCIOJHUTENBHOMN BIAaCTH U
yCTaBaMU OpraHu3alyu.
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<26> Iloctanosiienue N 808.

37.B dPXHUB [O/DKHBI MTOCTYTIaTh dPXKWBHBIE NJOKYMEHTEI, K KOTOPBIM OTHOCATCA:

a) IOKYMEeHThI, OTHeCeHHbIe K cocTaBy ApxuBHoro ¢dosja Poccuiickoii defepaiivy 10 Ux
repeJjauy Ha MIOCTOSTHHOE XpaHEeHue;

0) JOKYMEHTBI, TIOCTOSIHHOTO CPOKa XPaHeHUsI, He BOIIe/IINe B COCTaB APXHUBHOTO (oH/a
Poccutickoii ®epnepauyu, ¥ BpeMeHHbIX (cBbille 10 JileT) CPOKOB XpaHEHHs, B TOM YMCJIe
JIOKYMEHTHI T10 INYHOMY COCTaBYy.

38. ApxuBHbIe [OKYMEHTbl CHCTEMAaTHU3UPYIOTCSI MO WCTOPUYECKU U (W/IH) JIOTUUeCKHU
CIOKUBIIMMCSI KOMIJIEKCaM I0OKYMEHTOB - apXUBHBIM (hoHAAM <27>:

<27> IlyHkT 2.1 [1paBun, yTBep>xAeHHbIX NMpUKa3zom N 24.

a) apxWiBHBIM (DOH/IAM, COCTOSIIIIUM W3 JOKYMEHTOB, 00pa30BaBUIMXCS B [I€STETLHOCTH
rocy/JapCTBEHHOI'0 OpraHa, OpraHa MeCTHOTO CaMOYIpaB/ieHts], OpraHu3aLuy;

0) oObeaMHEHHBIM apXWBHBLIM (DOH/IaM, COCTOSIIIIUM W3 JIOKYMEHTOB, 00pa30BaBIIMXCS B
mporiecce JesTelbHOCTU [BYX WU 0ojiee TOCYAapCTBEHHBIX OpPraHOB, OPraHOB MeCTHOTO
CaMOYTIpaB/IeHUs], OpraHU3allii, WUMEIOIUX MEeXAy Co00i MCTOpUYeCKd W (WH) JIOTUYEeCKH
00yC/IOB/IeHHbIe CBSI3U;

B) apXUBHBIM KOJIJIEKL[USIM, COCTOSILLM U3 OT/e/IbHBIX aDXUBHBIX JJOKYMEHTOB Pa3/IMyHOrO
NIPOUCXOJKJeHUs, 00beJIMHEHHBIX 110 OJHOMY WM HEeCKOJIbKUM TpU3HaKaM (TeMaTUYecKoMY,
aBTOPCKOMY, BHU/IOBOMY, 0OBEKTHOMY).

39. ApxuBHOMY (OHAY TpUCBaMBaeTCsl Ha3BaHWEe, COOTBETCTBYIOLlee HaWMeHOBAHWIO
rOCyZlapCTBEHHOI'0 OpraHa, OpraHa MeCTHOI'O CaMOYIIpaBJ/ieHWs, OpraHu3allii, U HOMep B
TopsifiKe, orpeze/ieHHOM NyHKTOM 124 [TpaBuit.

40. ApxuBHbIe JOKYMEHTbI COCTaBJISIIOT O/IUH (e[UHbIN) apXUBHBIN (POH/:

a) [0 W TOCAe peopraHu3alud TrOCYJZApCTBEHHOTO OpraHa, OpraHa MeCTHOTO
CaMOYTIpaB/IeHUs], OpraHU3aliiH, a TAK)Ke U3MEHeHUsI CTPYKTYPhI U LITaTHOI'O COCTaBa;

0) /10 1 TIOC/Ie U3MEHEHHSI MeCTOHAXOXKIEeHUST FOPUTUUIECKOTO JTUIIA;

B) B CJIyyae CMeHbI yUpeJuTess - eC/I yKa3aHHble MepOTPUSTHS He TIOBJIEK/IN 3a co0oi
V3MeHeHHs1 TNpoQuis [eATelbHOCTM TOCY/[apCTBEHHOIO OpraHa, oOpraHa MeCTHOrO
CaMOYTIpaB/IeHUs], OpraHM3aluH (TTOJTHOMOUMH, (DYHKIHA, 00bEKTa JeaTeTbHOCTH).

41. Tlpu peopraHu3aliu TOCyJapCTBEHHON WM MYHUIMIMAIBHON OpraHu3alyu B ¢opme
rpeoOpa3oBaHusl C W3MeHeHHeM (OpPMbI COOCTBEHHOCTH ee HUMYIINeCTBa, U3 ee apXUBHBIX
JIOKYMEHTOB W apXUBHBIX [JOKYMEHTOB BHOBb CO3/IaHHOM OpraHW3aly JOIMyCKaeTCs
(hopmupoBaHUe 00beJUHEHHOTO apXUBHOTO (hOHJA.

42. OOvensvHEHHOMY apxXWBHOMY (OHIY TOCYZApPCTBEHHBIN (MYHHULUIMAIbHBINA) apXUB
NprCBavBaeT HOMep U HalMeHOBaHHe (POH/a MpH Iepefiaue JOKYMEHTOB yKa3aHHOIrO (poHZA Ha
TIOCTOSIHHOE XPaHeHHe.
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43. ApXUBHOM KOJIZIEKL]MEN TIpDU3HAETCS COBOKYIHOCTb OT/E/bHBbIX /I0KYMEHTOB
pa3/IMYHOTO TIPOUCXOXK/eHUs, 0ObeJAWHEHHbIX TI0 OJHOMY WM HeCKOJbKUM TpU3HaKaM
(TeMaTUUECKOMY, BUZIOBOMY, OOBEKTHOMY, aBTOPCKOMY, XPOHOJIOTUYECKOMY) <28>.

<28> Ilynkr 2.3 [IpaBu, yTBepXAeHHbIX ITpuKasoM N 24.

ApXVBHOM KOJIJIEKLIMA TOCYAAPCTBEHHbIN (MYHULIMMNAIbHBIA) apXUB MPHUCBAaUBaeT HOMEp U
HauMeHOBaHWe (oHJa TpU Mepefaue JOKYMEHTOB YKa3aHHOW KOJIJIEKL[MM Ha ITOCTOSIHHOE
XpaHeHue.

44. XpoHO/I0OTHYeCKUMU IPaHUL[aMU apXUBHOTO (DOH/ja SIBJISIOTCS:

a) A7s apXuBHOrO (pOHZAA - JaThl CO3[aHUS W JIMKBUJALMM TOCYZAPCTBEHHOTO OpraHa,
opraHa MeCTHOTO CaMOYTIpaB/IeHUS], OpraHU3allvy;

0) mna obbeAMHEHHOTO apxXWBHOro (GOHAA - AaThl CO3/aHUsA Haubosiee paHHero |
NMKBUZIALUN HarboJiee TIO3JHETO TI0 BpEMEHH JIesiTeJTbHOCTH TOCYIapCTBEHHOTO OpraHa, OpraHa
MECTHOTO CaMOYITIpaB/ieHHsl, OpraHM3allid, [JAOKYMEHThl KOTOPBIX BOIUIM B COCTaB
00BeJUHEHHOTO apXUBHOTO (hOH/Ia;

B) A apXHBHOﬁ KOJUIEKIJUH - 1aThl CaMOI'O paHHEro ¥ CaMoro rno3gHero JOKyMeHTd.

45. EpvHuneil cucremMaTv3alii apXUBHBIX JOKYMEHTOB B Tipefiesiax apXWBHOTO (hoHJa
AB/ISIETCA  e[IMHWI]A XpaHeHWsl. EuHuIlell XpaHeHUs SBSeTCS COBOKYITHOCTb apXWBHBIX
JIOKYMEHTOB, B TOM UHCJie 37IeKTPOHHBIX, WIH OT/e/bHbIN JOKYMeHT (3/1eKTPOHHBIN JOKYMEHT),
OTHOCSIIIUMCS K OJIHOMY BOMpOCY feATenbHOCTU. Kakpol eauHUIle XpaHeHHUs, TI0C/e
BKJIFOUEHHSI ee B T'OJIOBOM pa3ziesl OMUCH [iesl, JOKYMEHTOB, OMUCH 371eKTPOHHBIX /JOKYMEHTOB
JIOJDKEH OBbITh TIPUCBOEH apXWBHBIA MM(pP, KOTOPBIA COCTOUT W3: HOMepa apXWBHOTO (OH/a,
HOMepa OIMCH Jiefl, JOKYMEeHTOB, HoMepa eIuHUL[bl XpaHeHust (myHKT 60 [TpaBum).

Ha emuHuIlax XpaHeHUs, CO/epKalluX JOKYMEHTbl Ha OyMaKHOM HOCHTese, apXWUBHbBIN
mM@p HAHOCUTCS Ha 00JI0XKKY B JIEBOM HID)KHEM U TPAaBOM BepXHeM yTJIax B Liesix obecrieueHUs
yueTa U wujeHTudUKauu. [Ipu 3ToM o0003HAuUeHWe, HAaHOCHMOe B TPAaBOM BEPXHEM YTy,
nepeBopauriBaeTcss Ha 180 rpagycoB 10 OTHOIIEHWIO K 0003HAUeHHIO B JIEBOM HWKHEM YTy
e/IMHUI[bI XpaHEeHHSI.

46. B mpezmenax apxuBHOro (oHAAa eAVHUIBI XPAHEHUS CUCTeMaTU3UPYIOTCS T10
CTPYKTYDHOMY, XPOHOJIOTHYeCKOMY, (YHKI[MOHAJIbLHOMY, OTpacieBOMY, TeMaTU4ecKoMy,
TIpeIMETHO-BOTIPOCHOMY, HOMUHATLHOMY, aBTOPCKOMY, KOPPECITOH/IEHTCKOMY,
reorpaduueckoMy rpu3HaKaM WU UX COUETAHUIO.

VI. Opranu3anus nepejaus /el Ha XpaHeHHe B apXUB
(cTpyKTypHOe noapasjesieHue, OCyIeCTB/IAI0IIee XpaHeHHe
ApXUBHBIX JOKYMEHTOB)

47. ApxuBHble JOKYMEHTHI TOJJe)XaT Tiepejlade Ha XpaHeHWe B apXWB (CTPYKTYpHOe
roJpasziesieHre, OCYIIeCTBIISIIOIIee XpaHeHHe apXWBHBIX JOKYMEHTOB) He paHee, ueM dYepe3
OJIJUH TOJl Y He T0O3/]Hee, UeM uepe3 TPHU rojia TOC/e 3aBepllieHus /el B [[eJI0NPOU3BO/ICTBE.
JInuHble fefla TOCY/aPCTBEHHBIX TPAXKAAHCKUX CAYXKAIMX W MYHHIMIIATIBHBIX CTY’KallluXx,
YBOJIEHHBIX C TOCY/JapDCTBEHHOW TIpaXkJaHCKOW Cay)KObl WM MYHULIMTIAJBHOW CYXKOBI,
repesialoTCs B apxXuB (CTPYKTYpPHOe TIOZpa3/ielieHue, OCYILeCTB/ISIOlee XpaHeHWe apXWBHBIX
JIOKYMEHTOB) 110 hcTeueHUU 10 j1eT co HS yBOJIbHEHUSI.
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[okymeHTbl BpeMeHHbIX (0 10 5neT BK/IIOUMTE/NIBHO) CPOKOB XpaHEHUsl XPaHATCS B
CTPYKTYPHBIX IIO/ipa3fie/ieHusIX U [0 WCTeUueHWH CPOKOB KX XpaHeHusl, I0cCje IPOBeJeHus
3KCIepTr3bl LeHHOCTH (corsacHo riaBam 111, IV TlpaBun) moasiexxaT YHUUTOXXEHUIO B MOPsIJKe,
yCTaHOBJIeHHOM TTyHKTOM 31 [1paBu.

[lo pemeHut0 pyKOBOAWUTeNs TOCYJAapCTBEHHOIO  OpraHa, OpraHa MeCTHOrO
camoyTipaB/leHUs], OpraHu3alid Wik YIIOJTHOMOYEHHOr0 UM JIMLA, JOKYMEeHThl BDeMeHHbIX ([0
10 7sieT BK/IHOUMTENBHO) CPOKOB XpaHeHWs ToJjieXkaT TIepejade B apXuB (CTPYKTYpHOe
roJpas/iesieHue, OCyLIeCTB/IsIOIIee XpaHeHUe apXUBHBIX JOKYMEHTOB) B C/lyyae OTCYTCTBHS B
CTPYKTYPHBIX TOJpasfie/ieHusiX YCAOBUM fsisi o0ecrieueHHWss WX COXPAHHOCTH B TeuyeHHe
yCTaHOBJIEHHBIX CDOKOB XpaHEeHMUs.

48. [Nena mnOCTOSIHHOTO (B TOM 4YMCJIe CO CPOKOM XpaHeHusi '"[0 JIMKBUZAALUU
opraHuszaiuu'") U BpeMeHHbIX (cBbillle 10 /ileT) CPOKOB XpaHeHHsl, B TOM YHUCJ/Ie [0 JIMYHOMY
COCTaBy, TIOJJ/ieXKaT T[IOJIHOMY OGOpPM/IEHHI0O W ONUCAaHUI0 (BK/IIOUEHWIO B OIUCh Jied,
JIOKYMEHTOB).

49. TIpu popmMupoBaHUM e/ He0OXOUMO COOJTIOIaTh CIeyrole TpeOoBaHuS:

a) JJOKYMEHThI ITOCTOSIHHOTO ¥ BPEMEHHOI'0 CPOKa XpaHeHUs TPYIIMPYIOTCS B OTZe/IbHbIe
Jiena;

6) B [eJI0 BK/IIFOUAKOTCSA AOKYMEHTBI, KOTODbIe II0 CBOEMY COJEpPKdHHUI0 COOTBETCTBYIOT
3daroJjioBKy Jejid, IpeagyCcMOTPpEHHOMY HOMEHKJIEITypOﬁ Aesl. 3aro/0BoK Aejla YTOUYHSeTCA B
COOTBETCTBHHU C CbaKTI/I‘-IeCKI/IM COCTaBOM M COJep>KaHHEM JOKYMEHTOB;

B) B [€JI0 BK/TFOUAeTCA OAWH 3K3eMILIAP KaXKA0ro 10KyMeHTd,

r) B [lefla TPYNMNUPYIOTCS [JOKYMEHTbI OJHOTO KaJieH/JapHOTO TO0/a; HWCK/IHYeHue
COCTaBJISIIOT Tepexofslye Jesa, JUYHble [ena, KOTopble (OPMHUPYIOTCS B TeuyeHHe BCero
neprojia paboTbl JaHHOTO /MIlA B OpraHW3allid, a TakKXKe jena, (opMHUpOBaHHE KOTOPbIX
CBSI3aHO C OTpac/eBOil crelu(UKoON, TIpeJyCMaTpUBalolllell Be/eHHWe Jejla B TeueHHe
oripe/ie/IeHHOT0 WM JJIUTeNbHOTO Tiepro/ia BpeMeHU (cyzeOHbIe fiena; JOKYMeHThbl BbIOODHBIX
OpPraHOB U WX TIOCTOSIHHBIX KOMMCCHH, ZEMyTaTCKUX TPYII; JOKYMEHThI yueOHBIX 3aBej|eHH;
JOKYMEHTBbI yupeXX/IeHUH Ky/JbTypbl, XapaKTepu3yiollie CLeHUUeCKyl JesTelbHOCTb, B
rpeZiesiax TeaTpabHOTO Ce30Ha; Jena (UIbMOB, PYKOIHCeH; WCTOpUM OOse3Hell; HaydHO-
TeXHUUYEeCKOH JOKYMeHTaluK);

,E[) MPpUIOKEHWA, JIUCTBI O3HAKOMJIEHHA, COIrJIaCOBAHWA W DPe30/JII0OUK K [JOKYMEHTaM
SIBISIIOTCSL UX HeOTHheMJIEMOM YaCTbiO0 1 BK/TIOUAIOTCS AejsIo BMecCTe C JOKYMEHTAMH, K KOTOPbIM
OHH OTHOCATCHA,

) MpuKa3sbl (pacropsbkeHuUst) TPYIIITUPYIOTCS B Ziejla B COOTBETCTBUU C YCTaHOBJ/IEHHBIMU
JUIsl HUX CPOKaMM XpaHeHUsT;

)K) TUUHBIEe Jiesia GOPMUPYIOTCS OT/IeNTbHO Ha KaXKJ0ro pabOTHHKA, JOKYMEHThI B JTAUHBIX
Jlef1ax pacrio/iaratoTcsi B XpOHOIOTMUeCKOM MOPSiZIKe 10 Mepe TOCTYIUIeHHSI;

3) /MLIeBbIe cYeTa M0 3apabOTHOM Iy1aTe PaOOTHUKOB TPYIIIMPYIOTCS B OT/e/IbHBIE Ziefia U
pacrioiaratoTcsi B HUX 1o andaBuTy GpamMunnii, iMeH U 0TuecCTB (TIPU HaJIMUUN);

1) He [OMyCKaeTcs TpyNMNUpoBaTh B Jiefla YepHOBble U AyOJ/ieTHbIe SK3eMIISPhI
JIOKYMEHTOB, a TaKXXe ZIOKYMEHTBI, TI0/|jIeKall[ie BO3BpaTy.

50. IMosHOE odopmieHue e Ha OyMa)KHOM HOCHUTeJIe Ipe/lyCMaTprBaeT:



a) u3bsATHe (alioB-BKIABIIIEH, CKPENoK, MeTa/UIMUecKuX CKODO, CTUKepoB, (HU3UUECKH
000c06/1eHHBIX HOCUTeJIel 31eKTPOHHBIX JOKyMeHTOB (ry1aBa X [IpaBun);

0) HymepaLuIo JIUCTOB Jiefa;

B) COCTaB/eHMe JIMCTa-3aBepuTensi Jena (pekoMmeHAyeMblli oOpasel] TNpuBejieH B
npunoxxennu N 4 k [IpaBunam);

I) COCTaB/ieHMEe BHYTDEHHell OMWCU JOKYMEHTOB Jena (Ha OT/enbHble KaTeropuu [enl,
yKa3zaHHble B myHKTe 54 ITpaBwi) (pekoMmeHJyeMblii oOpa3sel] npuBefeH B npuaokeHUH N 5 K
ITpaBunam);

1) opopmreHre 06/10KKU Jiesia (PeKoMeHAyeMblid obpaser| pyBesieH B rpuioxkeHu N 6 K
ITpaBunam);

e) TOJIIMBKY WM TiepervieT AOKYMeHTOB jfena (HedopmaTHble JOKYMEHThbI XpaHSTCS B
3aKPBITHIX TBEP/BIX MarkKax Uik B KOPOOKax);

’K) JIUCT UCITO/Tb30BaHMS (TTPY HEOOXOAUMOCTH).

51. [eno Ha GyMa)KHOM HOCHTesIe He J0/DKHO cofiepkaTb 6osee 250 MHMCTOB NPH TOMIIUHE
KopeIka He Oosiee 4 cm.

JIOKyMeHTBI MO/IIMBAIOTCS Ha YeThIpe MPOKosa (Ha TpPU TMPOKoJa - [yt ManohopMaTHBIX
[leJ1) B TBEpPAYIO O0JIOKKY <29> ¢ yuyeTOM BO3MO>KHOCTH UTEHHS BCEX JIOKYMEHTOB, /IaT, BU3 U
pe30JIHOLUiA Ha HUX.

<29> Ilyukt E. 1.3 "Kapron" I'OCT 7.50-2002 "Cuctema CTaH[japTOB 0 WH(OPMaLUH,
6ubsoTeyHOMy U M3faTesNbCKOMY Jeny. KoHcepBauusi JokymMeHTOB. OOiue TpeboBaHus',
BBeZIeH B JlelicTBUe nocTaHoByeHreM ['occrangapta Poccun ot 5 mtons 2002 r. N 232-ct, (M.:
WIIK W3paTenbCTBO cTaHAApTOB, 2002).

®u3nyeck 060cob6/ieHHBIE HOCHTENN 37eKTPOHHBIX U ayAWOBU3Ya/bHBIX [JOKYMEHTOB,
cofiepaijuecss B Jele Ha OyMaXHOM HOCHUTese, TIOAJieKaT W3BATHIO U SIBJISIFOTCA
CaMOCTOSITE/IbHBIMU ~ eJUHULIAMU  XpaHeHus, (OpPMUPOBaHHe KOTOPBIX IIPOU3BOJUTCS B
cootBercTBUU C rn1aBamMu X U XII ITpasus.

B nucre-3aBepuTesie ¥ BO BHYTPeHHeH OMHMCH JIOKyMeHTOB fena (NIpM HaJWMUWK) Ha
OyMa)XHOM HOCHTese yKa3bIBaHOTCS apXWBHBINA LIM(P U 3aroioBOK 3JIEKTPOHHOTO [JOKYMeHTa
WY eIMHULIbI XPAHEHUSs], U3bATHIX U3 [lesla Ha OyMa)KHOM HOCHUTeIe.

52. ITpu HyMepaI[1| JIUCTOB B Jlefiax COOJTFOIAI0TCS CIe/IyIOIye TpeOOBaHUS:

a) HymepaIys TPOU3BOJUTCS apabCKuMu 1MdpaMy MPOCTbIM IpadUTHBIM KapaHallioM
W/IM HyMepaTopOM C BOZOCTOMKOM 1ITeMITe/TbHOM KpacKow;

0) HOMepa JIMCTOB TIPOCTABJISIFOTCS B TIPABOM BEPXHEM YTJTy JIUCTA JIOKYMEHTa;

B) ¢ororpaduy, uepTexu, AvarpaMMbl U JIpyrde HW/UTIOCTPaTUBHbIE [JOKYMEHTHI,
npe/iCTaB/IsIOL{Me CAMOCTOSITe/IbHBIN JIUCT B Jie/ie, HyMepyloTcsi HA 000POTHOM CTOPOHE B JIEBOM
BepXHeM YIJy;

r) JIMCT C HaK/JeeHHbIMU J[JOKyMeHTaMM (BbIpe3KaMH, BBLIMTMCKaMH, (oTorpadusimMu)
HyMepyeTcsl KaK O/IWH JIUCT;
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[l) TUCTBI (BbIPE3KU, BCTaBKU TEKCTa, MePeBO/Ibl), TIOJK/IeeHHbIe OJHUM KpaeM K JIpPyroMy
JIUCTY, HYME@PYIOTCS OT/Ie/IbHO;

) JIMCTBI YepTe)xed HyMepyITCs B ITOPsi/IKe, yCTaHOB/IeHHOM ITyHKTOM 126 ITpasun HT/I;

)K) KOHBEPTBI C BJ/IOKEHHSAMM, MOALINTEIE B €710, HYyMEPYIOTCA B C/leAyromieM Iopsaake -
BHa4dJ/ie HyMepPYyeTCA KOHBePT, a 3daTeM OUuepeJHbIM HOMEPOM - KaXK0€ BJ/IOJKeHHEe B KOHBepPTe,

3) TIO/JIIMTHIE B /IeJI0 JOKYMEHTHI C COOCTBeHHON HyMepalyel MCTOB (BK/IOUasi TieuaTHbIe
W3/]aHYs1) HyMepYIOTCs B 0011[eM Topsiike WM COXPaHSIOT COOCTBEHHYIO HyMepal[|io, ec/id OHa
COOTBETCTBYET MOPSAKOBOMY PACIIOIOKEHHIO JIFICTOB B JIeJie;

1) MUCTBI 60/BIIMX (HOPMATOB TMO/ILIKMBAIOTCS 3a OWH Kpail U HyMepyIOTCsl KaK O/IMH JIUCT;

K) BCe JIUCTHI Aiena (ToMa, YacTv) Ha OyMaXHOM HocHTesie (KpOMe JIMCTa-3aBepUTesis fieia
Y BHYTPeHHel OMuCH I0KyMeHTOB Ziejia) HyMepYIOTCS B BaJIOBOM IOPsiJiKe.

B cnyuasx obHapyKeHUsI OIIMOOK B HyMepariuy JIMCTOB Jiefla IPOBO/IUTCS TIepeHyMeparist
WJTY UCTI0JIb30BaHue JIMTEePHbIX HOMEPOB JINCTOB.

53. JIucT-3aBepuTeNib [lefla COCTAB/SIETCS HAa OTAEJIbHOM JIMCTe, TOANUCHLIBAETCS €ro
COCTaBUTE/IEM, TIO/IIIMBAETCS (BKIEUBAETCS) B [le/i0. Bee mocseayroriye W3MeHeHUs B COCTaBe U
COCTOSTHUH Jle/la OTMEYal0TCs B JTUCTe-3aBeprTesie CO CChUIKOM Ha COOTBETCTBYIOIUH aKT.

54. [Ins yueTa AOKYMEHTOB OMNpeZieJIeHHbIX KaTeropwii fiel Ha OyMa)KHOM HOCHTese
(/tmuHbIe, cyebHbIe /lea, MaTepuasbl YTOJOBHBIX Jefl, Ziejla O TIPUCYXK/€HUM YUeHbIX cTereHel
Y TIPUCBOEHMH YUYeHbIX 3BaHWM, [lefla, CBsI3aHHble C BblJjauel aBTOPCKUX CBUZETENbCTB U
TIaTeHTOB Ha U300peTeHUsI) COCTAB/IsIeTCS BHYTPEHHSISI OTUCh JOKYMEHTOB Jiefia.

Ha ocHoBaHuM J/IOKanbHBIX HOPMATHMBHBIX aKTOB BHYTDEHHSSI OIUCH JOKYMEHTOB Jiea
MOJKeT COCTaBJ/ISITbCS U [i/Is1 IPYTMX KaTeropuu fiejl.

JIUCTBI BHYTPEHHeM OIKMCH [JOKYMEHTOB [iefla HYMepYIOTCS OTAenbHO OT oOimeit
HyMepaliyd [JOKyMeHTOB /[ena. VHQopmaiusi 0 KOJIuuecTBe JIMCTOB BHYTPEHHeM Omucu
JIOKYMEHTOB [lefla BKJTFOUaeTCsl B JIMCT-3aBePUTeTb.

N3meHeHust cocTaBa IOKYMEHTOB [iefla OTpakatoTcsi B rpade "TlpviMeuaHue" BHyTpeHHel
OMMCH JJOKYMEHTOB /iefla CO CChbIKAMU Ha COOTBETCTBYHOLLIMe aKThbl.

55. Ha 00s105kKe /1eia yKa3bIBatOTCS:

a) MoJTHOe M COKpallieHHoe (B CKoOKax) HaMeHOBaHMe TOCYAapCTBEHHOTO OpraHa, OpraHa
MECTHOTO CaMOYIpaB/ieHusi, oOpraHusauuu (Mpyd HaJuuMu) M ee  Herocpe/CTBeHHas
MOAYUHEHHOCTH (TPU HaJIMUWH);

0) HauMeHOBaHKe CTPYKTYPHOTO To/pa3ze/ieHus (MpH Ha/IMUMH);
B) MH/IEKC Jlesia IO HOMEHKJIaType;

') HOMep ToMa (4acTu);

1) 3aroJiIoBOK Jiena (ToMa, 4acTh);

e) KpaiiHue /aThl fiesia (ToMa, 4yacCTH);

’K) KOJTMUeCTBO JIMCTOB B fiefie (TOMe, 4aCTH);
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3) CPOK XpaHeHwUs [iea;
1) apXUBHBIN IKUGP Aena;

K) moMeTka "[nsi ciy)keOHOTO TMO/B30BaHUS" WM TPUQ OrpaHUyeHust A0CTymna (Tpu
Ha/TM4uMm).

56. Ha o06mo>kkax fies1 TIOCTOSIHHOTO CpPOKa XpaHeHWsl TpefyCMaTPUBAeTCS MeCTO ISt
HavMeHOBaHUSl TOCy[JapCTBEHHOr0 (MYHULIMNAJBHOTO) apXvBa, B KOTOPBIM MepejarTcs Jena
roCy/lapCTBeHHOIO OpraHa, OpraHa MeCTHOrO CaMOYIpaB/IeHHWs, OpraHU3alii - WCTOYHHMKA
KOMIIJIEKTOBaHUSI.

ITpu odopmieHnHn 06JIOKKK Jefla HavMeHOBaHMe TOCY/apCTBEHHOIO OpraHa, OpraHa
MeCTHOTO CaMOYTIPaB/IeHHs], OpPraHU3alii YKa3bIBaeTCsl TIOJTHOCTBIO, B UMEHUTETHLHOM TaZiexe.
[TonrHoe HaWMeHOBaHHE BBIIIECTOSIIET0 TOCY/JaDCTBEHHOIO0 OpraHa, opraHa MeCTHOTO
CaMOyTIpaB/ieHUsI, OPraHM3al[id YKa3bIBaeTCs HaJ HauMeHOBaHHeM (oHZooOpasoBarensi B
uMeHUTeNlbHOM Tiaziexxe. CokpallleHHOe HavMeHOBaHWe TOCyJapCTBEHHOTO OpraHa, OpraHa
MECTHOTO CaMOYTIpaB/ieHUsl, OpraHu3aluy (TpM HaJMYMM) YKa3bIBaeTCs B CKOOKax mocie
TI0JTHOTO HaMeHOBaHUsI.

[lpy wW3MeHeHWM HAWMEHOBAHHUS TOCYAAPCTBEHHOTO OpraHa, oOpraHa MeCTHOTO
CcaMoOyTIpaB/ieHUs, OpraHu3alud (CTPYKTYDHOTO TIOo[pa3jiefieHusi) B TeueHWe Tepuo/a,
OXBaTbIBa€MOT'0 JOKYMEHTaMH Jiefia, Ha 00JI0KKe Jiesia YKa3bIBaeTCsl ocsiejHee HauMeHOBaHue.

57. 3aronoBok Jdeja O0/DKeH COOTBeTCTBOBATH (I)aKTI/I‘-IECKOMy COCTaBy M COJep>KaHHIO
JOKYMEHTOB /JieJid.

Ec/u fiesio cocTOUT M3 HECKOJIBKMX TOMOB (YacTel), Ha 0O/IOXKKY KaKI0TO ToMa (YacTH)
BBIHOCUTCS 001K 3ar0/I0OBOK JieJia, a Tak>Ke 3ar0JI0BOK U HOMep KaXKZ0ro Toma (J4acTH).

B 3arosioBkax AeJs1, coAepiKalluX KOIIMKW OOKYMEHTOB, [1e€/IaeTCAd yKd3dHHWe€ Hd Halndue
KOTIMIA. HO,Z[JII/IHHOCTB AOKYMEHTOB /ieJ/ld B 3dI'0JIOBKE HE OrOBapMvBaeTCA.

58. Ha 00s105kKe /iefla yKa3bIBatOTCS KpaiHUe /1aThl IOKYMEHTOB, TIOMEIIeHHBIX B JIEJ10.

Ecmu B fesio BKIHOUEHbI JOKYMEHTHI, laTa KOTOPbIX He COBIaJjaeT C /aToil fesa, TO TOJ
JaTo C HOBOM CTPOUKM JieiaeTcsi 00 3TOM 3aruch: "B fene UMerOTCs JOKYMEeHTHI 3a... Toz(bI)".

Hara nena He yka3bIBaeTcsl Ha 00JIOJKKaxX [, COAeprKallliX TO/OBbIe TI/IaHbI, OTYeTHI U
Jpyrye JOKYMeHTbI, JaThl KOTOPBIX OTPaXKatOTCsl B 3ar0JI0BKax Jiel.

Hatamu gen, cofep)KalldX pacropsiiuTe/NbHYI0, TBOPUECKYH) U HHYHO JOKYMEHTALUHO
(Dok/magpl, MMCbMa, CTEHOTPaMMbl) SIBASIOTCSA [JaTbl (UMC/IO, MeCsl, TOJ) Pperucrpanuu
(cocTaBneHus1, MOCTYIJIEHUS]) CAMOIO PaHHETO U CAMOr0 MO3/JHero JOKyMEHTOB, BK/IFOUEHHbIX B
Zeno (KpaiHUe [aThl /iefl, JOKYMEHTOB).

ﬂaTOﬁ AeJjla, coaep Kalero rmpoToKOJIbI 3ace,an1/1171, SABJIAKOTCA O4ThI ITEepPBOro v rocjieJHero
IMMPOTOKOJI14, BKJIFOYEHHBIX B [1€/10.

ﬂaTOﬁ JIMUHOr' O Aeja SABJIAI0OTCA OdThbl MOAINHWCAaHHA TIPUKA30B O IIpyueMe W YBOJIbHEHHU
JIMlia, Ha KOTOPO€ OHO 3aBeJeHO.

[Tpu obo3HaueHWM [aThl JOKyMEHTAa CHauasia yKa3bIBaeTCS UHMC/IO, 3aTeM Mecsl] U TOf.
Yucno u rof, 0603HavaroTCsi apabckuMu [dpamMu, Ha3BaHHe MecsIia - MPOIIHChIO.

Ecmu AdTa NOKyYMeHTa W/IM OTAe/IbHbIe €€ 3JIeMEeHTLI OIlpefeIar0TCd l'IpI/I6J'II/IBI/ITEIII:HO, Ha



OCHOBAHMHM dHaA/IM3d COZepXKdHHA [OOKYMEHTd, TO [daTa W/IK OT[AeJ/IbHble €€ >3/IEMEHTBI, He
ABJIAIOIHECH abCoJTIOTHO AOCTOBEPHBIMH, 3aK/IFOUAIOTCS B KBaJpdTHBIE CKOOKH.

59. KomuecTBO MUCTOB Ha 00/IOXKKe [ie/la YKa3bIBAaeTCs Ha OCHOBAHUH JTUCTa-3aBePUTEJIS.

60. Cpok xpaHeHUs1 Ha 00/I0KKe /lesla YKa3biBaeTCsi B COOTBETCTBUU CO CPOKOM XPaHEeHWUs,
YCTaHOBJIEHHbIM HOPMaTUBHBIMH TPaBOBbIMM akTamMu Poccuiickon ®epepaijyuy, mnepeuHsIMU
JIOKYMEHTOB, YCTaHOBJIEHHBIMU YacTbiO 3 cTaTbu 6 ¥ yactsamu 1 u 1.1 crateu 23 depepanbHOro
3akoHa N 125-@3.

Ha nena, BHeceHHbIe B OIUCH Jiefl, JOKyMeHTOB (IOZl0BOW pasfiesl ONUCH fiefl, JOKYMEHTOB)
roCyJapCTBeHHOI0 OpraHa, OpraHa MeCTHOI'O CaMOYIIpaB/IeHHsl, OpraHU3aljui - UCTOYHUKA
KOMIUIEKTOBaHUS ~ TOCYAapCTBEHHOro  (MyHMLIMIIANBHOTO)  apXWBa  apXWMBHBIM  1mMGp
NIPOCTaBJ/ISIeTCsl M0C/Ie YTBeP)K/eHUsl OMUCH Jief, JOKYMeHTOB (IOZ0BOr0 pasfesa ONUCH Jell,
JokymeHTOB) OIIK apXuMBHOrO yupeXxzeHWs W YTBePXK[EeHHSl PpYKOBOJUTEeJeM WU
YII0JTHOMOYEHHBIM UM JIML|OM.

Ha mena opranu3saiiuu, He sIB/ISIOLENCS UICTOUHUKOM KOMILJIEKTOBAHUS TOCY/JapCTBEHHOTO
(MyHULIMIIANILHOTO) apXWBa, apXUBHbIN (P TPOCTaB/SeTCs 10C/e YTBeP>KAeHUs OIMUCH e,
JIOKYMeHTOB (TOZI0BOTO pa3fesia OMHCH Jiefl, 0OKYMEHTOB) PYKOBOJHUTeTeM OpraHW3al[uyl Wd
YTIOJTHOMOYEHHBIM UM JIUL[OM.

61. B cnyuae ecyii HaHeCeHHe PEKBU3UTOB Ha 00JI0’KKY HEBO3MO>KHO, B ZIeJI0 TIO/[IITUBAETCS
(MpUKenBaeTCsl) TUTYJIbHBIN TUCT (/10 TIePBOTO JIMCTa fesa). TUTYIbHBIN TUCT He HYyMepyeTcst U
He YUUTBIBAaeTCsa mpu 0O0Ield Hymeparuu JUCTOB fena. OdopmyieHHe THUTY/ILHOTO JIMCTa
OCYILeCTBJ/ISIETCA B COOTBETCTBUU C TIYHKTOM 55 IIpaBuil.

62. ApXuBHble [OKYMEHTbl TIepelaloTCsl Ha XpaHeHHWe B apxXuB (CTPYKTYpHOe
rofipasfielieHre, OCYLIeCTBI/ISIIOIlee XpaHeHHWe apXMBHBIX [JOKYMEHTOB) IO OIUCAM [iell,
JIOKYMEHTOB,  OIMCAM  3/IeKTPOHHBIX  JOKYMEHTOB, COCTaBJI€HHbIM B  CTPYKTYPHBIX
rofpasziesieHusix (pekoMeHgyeMble 00pasipl TpuBesieHbl B TipunokeHnsx N 7 m N 8 K
[TpaBuiam).

Onucy [Jen, [OKYMEHTOB CTPYKTYPHBIX TIOApasfie/leHUuil COCTaBJSIIOTCS B JBYX
9K3eMIUIsIpaX U TIPeZCTaB/SIOTCA PabOTHUKY apxuBa (IMlly, OTBeTCTBEHHOMY 3a apXuB) He
Mo3ZHee uYeM uepe3 OJUH TO0J TIOC/Ae 3aBepllieHUst Jel B JenonpousBofcTBe. Onucu
3JIEKTPOHHBIX [JOKYMEHTOB (hOPMUPYIOTCs paOOTHUKOM CTPYKTYPHOTO TI0/ipa3fie/ieHusi B Te >Ke
CPOKHM U TIPe/ICTaBJISIOTCS pabOTHUKY apx¥Ba (JIMLy, OTBETCTBEHHOMY 3a apXvB) B 3JIEKTPOHHOMN

dbopwme.
63. Onmcy CoCTaB/ISIOTCA OT/Ie/TBHO:
a) Ha Jlesia MOCTOSIHHOT'O CPOKAa XpaHeHwUs;
0) Ha /iesia BpeMeHHBIX (cBbIiie 10 jieT) CPpOKOB XpaHeHHsT;
B) Ha JieJia 10 JIMYHOMY COCTaBYy;

) Ha Jlefia, COCTOsIIIVE U3 JOKYMEHTOB, XapaKTePHBIX [ OpraHU3aluii OrpefeeHHON
cdepsl fesTenbHOCTH (CyZeOHbIe, Ce/CTBeHHbIe flefla, HayuHO-TeXHWYecKasl JOKyMeHTalus U

Aipyrue);

,q) Ha 3JIEKTDOHHBIE€ U ayAWOBHU3Yyd/IbHbIE [IOKYMEHTEI.

64. Ilpu cocraB/ieHUU OINUCU [JeJ, JOKYMEHTOB, OINMCU 3JIeKTPOHHBIX JOKYMEHTOB
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CTPYKTYPHOTO TI0fipa3zesieHusi Co6/II0jatoTCs clefiytolye TpeboBaHus:
a) 3ar0JIOBKH Jle/1 BHOCSITCS B OIUCh TIOJTHOCThIO;

0) KakJoe /1e/l0, TOM, 3JIEKTPOHHBIN JOKYMEHT BHOCHUTCSI B OTHMChH T10J] CAMOCTOSITE/TbHBIM
MOPSIIKOBBIM HOMEPOM,;

B) rpadbl OMUCU 3arOHSIOTCS B COOTBETCTBUU CO CBeJEHUSIMU, KOTOpble BbIHECEHBLI Ha
00/I0KKY Jiesia (/7151 37IEKTPOHHBIX JIOKYMEHTOB - B COOTBETCTBUH C PETUCTPAI[UOHHO-YUETHBIMU
CBeJleHHsIMU (MeTa/JaHHbIMH ), ChOPMUPOBAHHBIMU B MH(POPMALIMOHHOM CUCTEME);

r) rpada ormcu "[Ipumeuanuss” UCIIOB3yeTCs /7SI OTMETOK O TIpHeMe [iesl, 0CODeHHOCTSIX
(hM31YeCKOro COCTOSIHMS, O IepeZaue Jesl APYTUM CTPYKTYPHBIM MOZpas/e/eHUusM CO CChbIIKOW
Ha COOTBETCTBYIOLUM aKT, U O HA/IMUMU KOITUH.

B KoHLle onucy fes, [JOKYMEHTOB, ONUCH 3/eKTPOHHBIX [JAOKYMEHTOB 3a IOC/e/iHel
oruMcaTe/bHOM CTaThel 3aroJiHseTCss UTOroBasi 3aluch, B KOTOPOW yKasbIBaroTcs (LudpamMu U
NIPOMNMCHI0) KOJMYECTBO /e, NepBblid M MOC/Ie[IHUN HOMepa Jiesl 110 ONMCH Jefl, AOKYMEHTOB,
OTMCH 37IeKTPOHHBIX JOKYMEHTOB, a TakKKe OTOBApMBAIOTCS OCOOEHHOCTH HyMmepaluu Jern B
OMUCH (Ha/WuMe JTUTePHBIX U MPOMYIeHHbIX HOMEPOB).

65. B ciyuae oOHapy)KeHUsI OTCYTCTBUSI [le/l, 3aBeJIeHHBIX B COOTBETCTBHUH C
HOMEHKJIaTypOH Jie/l, CTPYKTYPHBIM T0/ipa3/ie/ieHheM NMPUHUMAKOTCSI MePbI 110 UX PO3BICKY.

Eciiu npuHsiTHIE MephI He /lany pe3y/bTaToB, TO Ha HeoOHapy)KeHHbIe /lefla COCTaBJIsIeTCs
akT 00 yTpaTre JJOKyMEHTOB B IPOW3BOIbLHOM (hopMe, MOAMUCHIBAETCS PYKOBOAUTEIEM CITY>KObI
JIeJIOTIPOU3BO/ICTBA  (/IMLIOM, OTBETCTBEHHBIM 3a /IeJIONIPOM3BOJICTBO) U PYKOBOJUTEEM
CTPYKTYPHOTO TOfipa3fesieHus. AKT 00 yTpaTe [JOKYMEHTOB YTBEP)KAAeTCs PYKOBOAUTEIEM
rOCyZapCTBEHHOTO OpraHa, oOpraHa MeCTHOTO CaMOYTIpaB/ieHUs, OpraHu3aluu WU
YIIOJTHOMOYEHHBIM UM JIUL[OM U TiepeJlaeTcsi BMeCTe C OIHUCHIO [iefl, IOKYMEeHTOB CTPYKTYPHOTO
roJipa3/iesieHusi paboOTHUKY apxuBa (JIUL[y, OTBETCTBEHHOMY 3a apXuB).

66. Onucu fen, JOKYMEHTOB, OMUCH 3JIEKTPOHHBIX TOKYMEHTOB (TOJ0BbIe pa3zesibl OMUCen
Jlesl, Omuced 3/eKTPOHHBIX [JOKYMEHTOB) COCTaB/SIOTCS DPabOTHUKOM apxuBa (JIULIOM,
OTBETCTBEHHBIM 3a apXvB) Ha OCHOBAHWW OIMCeN [esl, JOKYMEHTOB, OMMCeNd 3/eKTPOHHBIX
JOKYMEHTOB CTPYKTYPHBIX TOfpa3fiefieHni (pekoMeH/yeMble 00paslibl TpUBEJEHb B
npunoxeHusax N 9 - N 12 k [IpaBunam), B opsiike, yCTaHOB/IEHHOM ITyHKTamu 25, 28 I1paBuit.

67. IlepBoMy TOZOBOMY pa3fiely OMNUCU [ef, [JOKYMEHTOB, OIMUCH 3JeKTPOHHBIX
JIOKYMEHTOB TIPUCBaMBaeTCss HOMep OIMUCH T0 JUCTY (oH/a, BCe TOCTeIyHolie TOf0OBble
pasziesibl UUCJIATCS 3a JaHHBIM HOMEPOM IO 3aBepIIeHUsT OTHCH.

He ponmyckaercs mnpucBoeHHe OMNHUCAM Jiefl, [OKYMEHTOB, OIKCSM 3/IeKTPOHHBIX
JIOKYyMEeHTOB O/[MHAKOBBIX yUeTHbIX HOMEPOB B Ipejiesiax 0HOTo doH/a.

68. Ecmu omnuch fen, JOKYMEHTOB COCTOMT U3 HEeCKOJbKHX TI'OJJOBBIX pa3fiesioB, TOMOB,
UTOTOBasi 3alkCh COCTABJ/ISIeTCS K KaXAOMY TOJOBOMY pa3sgeny, ToMmy. K kaxgomy
MOC/IeAYIOIeMY TOJJOBOMY pa3fielly, TOMy B HapacTalolleM TIOpsKe COCTaB/SIeTCS CBOJHAs
WTOrOBasi 3aIHCh.

r 0/10BbI€ pa3aesibl, eCJIM OHU He ABJIAI0TCA 3aKOHUEHHOH OIMMCBbIO, He MOAIINBAOTCA U He
reperieTaroTCd.

69. 3aKOHYeHHas1 OTMUCh [eJT, IOKYMEHTOB Ha OyMa)KHOM HOCHTeJIe [JOJDKHA BKJTFOUATh He
6omnee 9999 eauHUI] XpaHEHUS.



3aKOHUYeHHasl OIMCh Aejl, OOKYMEHTOB BMeCTe€ C TUTY/IbHBIM JIMCTOM MW CIIPABOYHBIM
dlirapaToM K Hell 3aK/IoYaeTcs B TBEPAYIO 06JIO)KKy, HyMepyeTCcd MW II0AIINBAETCA WA
rnepervieTaeTcs.

Ka)K,an 3dKOHUYE€HHaA OIMUCh AeJ1, JOKYMEHTOB, OIIMCh 3JIEKTPOHHBIX JOKYMEHTOB, Ka)K,ZLBIﬁ
TOM OITMCH e, JOKYMEHTOB 10/DKHBI UMETh JIMCT-3dBEPUTE/Ib.

70. B cripaBoYHbIi amnmapaT K OIKCH e, JOKYMeHTOB, OTIMCH 3/IeKTPOHHBIX JOKyMEHTOB
BXO/JAT: TUTY/IbHBIM JIUCT; TepedyeHb IepeMMeHOBaHUM, W3MeHeHUs T0/BeJOMCTBeHHOCTU
rOCyZapCTBEHHOTO OpraHa, OpraHa MeCTHOTO CaMOYTIpaB/ieHUs, OpraHu3aluu (eciau
vH(popMals 0 TepeMMeHOBaHWN He CO/IePXKUTCS B TUTY/bHOM JIUCTe OIKCH), CO/lep>KaHue
(ornaBnieHue); MpeMCA0BHE; CITUCOK COKPAllleHWI; YKa3aTeau K onucy (ripeiMeTHbIA, UMeHHOM,
reorpapuueckou).

71. Ha TUTY/JIBHOM JINCTE€ OIIMCH [eJI, JOKYMEHTOB, OIIMCH 3J/IEKTPOHHBIX OOKYMEHTOB
YKa3bIBAKOTCA:

a) TMOJHOe HauMEHOBaHHWEe TOCYJApCTBEHHOrO (MyHULMMNAJAbHOrO) apxuBa (eciu
roCcy/lapCTBeHHbIi OpraH, OpraH MeCTHOTO CaMOYMpaBJ/ieHusl, OpraHu3alusl SIBJ/SETCS €ero
HWCTOYHUKOM KOMILJIEKTOBaHUS);

0) MmosiHOe HaMMeHOBAHKE I'OCY/JapCTBEHHOI'0 OpraHa, opraHa MeCTHOTO CaMOYTIpaBJIeHus,
OpraHu3aluM, COKpallleHHOe HauMeHOBaHWe (MpPYU Ha/luuyuu), T0/BEeJOMCTBEHHOCTb (MpHU
Ha/TMuum);

B) HOMep apXUBHOT0 (POH/A;
I') HOMep ¥ Ha3BaHue OIHCH;
1) KpaiiH/e ZlaTbl BHECEHHBIX B OIMUCh e/JUHUL] XpPaHeHUsl.

HanmeHnoBaHue rocygapCTBeHHOro oOpraHa, OpraHa MECTHOI'O CaMOYIIpdBJ/I€HUS,
OpraHM3dliiid YKAa3bIBA€TCA I10 MOC/JIeJHEMY IOy BK/IIOUYEHHWA [OOKYMEHTOB B OIIMCh [eJl,
JOKYMEHTOB, OIMHUCH 3JIEKTPOHHBIX JOKYMEHTOB.

72. B TipefMC/IOBUM K OMNUCUA [iefl, [JOKYMEHTOB, OINWCU 3€KTPOHHBIX [JOKYMEHTOB
yKa3bIBalOTCsl CBeJleHUsI B XPOHOJIOTMUECKHWX paMKaX KpaWHHX JaT eJuHUL] XpaHeHUs,
BK/TFOUEHHBIX B OIKUCh:

a) 00 u3MeHeHUsIX B HaWMEHOBAaHMM TOCY/apCTBEHHOIO0 OpraHa, OpraHa MeCTHOTO
CaMOYTIpaB/IeHUs], OpraHU3allnY;

06) O CTpyKType TrOCy/apCTBEHHOIO OpraHa, OpraHa MeCTHOTO CaMOYIIpaBJeHUs
opraHu3aluy;

B) 00 ocobeHHOCTSX odopmieHuss U (HOPMHUPOBAHUS e/, OMUCAHUS M CUCTeMAaTH3al[uu
3aroJIoBKOB JIeT;

T') 0 COJiep)KaHUH U TIOJTHOTE JIeT;
1) O HAJIMYMU CTPaxoBOro oH/Ia;

€) 0 HaMuuyi U 0COOEHHOCTSIX MH(OPMALMOHHBIX CHUCTeM, 0a3 [aHHBIX, MCII0/b3yeMbIX
[yt paboThl C 3/IEKTPOHHBIMHM /JOKYMEHTaMH, DPeruCTParjiOHHO-yYeTHBIMH (opMamu e/l U
JIOKYMEHTOB 1 oOpa3amu (CKaHaMM) /ies1 U JOKYMEHTOB.



73. Tlepefaua Jies1 Ha XpaHeHHWe B apXUB (CTPYKTYPHOe To/[pa3/iesieHre, OCyleCTBIIstoIee
XpaHeHWe apXMBHBIX [OKYMEHTOB) OCYILeCTB/SeTCS TI0 TpaduKy, COrJacOBaHHOMY C
DYKOBOJMTENSIMA  CTPYKTYPHBIX  TOZIpa3Zie/ieHuid, W  YTBEPXKJEHHOMY PYKOBOJHTEEM
rOCyZapCTBEHHOTO OpraHa, oOpraHa MeCTHOTO CaMOYTIpaB/ieHUs, OpraHu3aluu WU
YIIOJTHOMOYEHHBIM UM JTUT[OM.

[Tpuem-niepesjaya [ies1 TPOM3BOAUTCS PAOOTHUKOM apxvBa (JIML[OM, OTBETCTBEHHBLIM 3a
apXxvB) B TIPUCYTCTBUM pabOTHMKA CTPYKTYPHOTO ToZpa3zerneHus. B oTMeTKe o mpueme fien B
KOHIIe Ka)KIOTO 3K3eMIUIsipa OMUCH Jiefl, JOKYMEeHTOB YKa3bIBAlOTCS KOJMUeCTBO (haKTHUeCKU
TIPUHSATLIX [leJl, HOMepa OTCYTCTBYIOIIUX [iefl, fiaTa MprueMa-Tiepejjaud Jiefl, a Takke TIOATHCH U
paciM@poBKY MOATNMCeH yKa3aHHBIX pabOTHHUKOB.

74. Tlpu mpueme-Tiepefiaue e/, CO/EPXKAIUX JAOKYMEHTbI Ha OyMaKHOM HOCHTeJIe,
TIPOBEPSFOTCS:

a) COOTBETCTBME 3arojioBKa /iefia TI0 OMNWCH [iel, JOKYMEHTOB CTPYKTYPHOTO
roJpasziesieHus CoZlepKaHuIo0 JOKYMEHTOB B JieJie;

6) mpaBUILHOCTL 0OPMJIEHHSI U TPYTIIIMPOBKU JOKYMEHTOB, BK/IFOUEHHBIX B /IeJI0;
B) KaueCTBO TOZLINBKY WY TIepervieTa /e/a;

I') IPaBUILHOCTb HyMepaLliy JIUCTOB Jiefa;

) TIPaBUJIbHOCTh COCTaB/IeHUsl BHYTPeHHeH OMUCH JOKYMEHTOB jiefia (TpU Ha/Tuumm);
€) IpaBWJIbHOCTb 0hopMyIeHUsT 00JI0KKY [1era;

’K) Ha/JIMuKe Y MPaBUIbHOCTD 3aTl0/THEHHsI JINCTa-3aBepUTers Jiea.

B cnyuae obOHapy>XeHUsl HapylleHHss (pOPMUPOBAHUS U O(OPMIIEHHS [/l OHU [IO/DKHBI
OBbITb yCTpaHeHbI PAOOTHUKOM CTPYKTYPHOT'O TIOZpa3/ie/ieHHsl.

75. Tlpuem JOKYMEHTOB W3 TI0/IBeZJOMCTBEHHBIX OpraHM3aldii OCYIIeCTB/IsIeTCsl Ha
OCHOBaHUU PACIIOPSIIUTENbHBIX JOKYMEHTOB NIPUHKUMALOILel U repefiatoliieil CTOPOH, T0 OTMUCAM
Jiefl, TOKYMeHTOB B TIOpsiIKe, aHAJIOTUYHOM TIOPSIAKY Tepefaud /el Ha XpaHeHWe B apXUB
(CTpyKTypHOe To/ipa3/iefieHre, OCYLIeCTBJsIIOIlee XpaHeHWe apXWBHBIX [JOKYMEHTOB) U3
CTPYKTYPHBIX TIOZipa3/iesieHUi.

VII. Opranu3saiysi XpaHeHHsl apXUBHBIX JJOKYMEHTOB

76. XpaHeHHe apXUBHBIX /IOKyMEHTOB B TOCYZApCTBEHHOM OpraHe, opraHe MeCTHOT'O
CaMOYyTIpaB/ieHWsI, OpraHW3aluu obecrieunBaeTCs peanv3aleld KOMITUIEKCa MepOTpHUsTHH,
HarpaB/IeHHbIX Ha TOAJepXKaHWe apXUBHBIX [JOKYMEHTOB B ONTHMaJbHOM (PU3NUECKOM
COCTOSTHUM, MUHMMH3aLIMI0 PUCKOB X TIOPUM U (W/IM) YTPAThI, B COCTaB KOTOPOTO BXOZST:

a) MpeoCcTaBIeHre N30/ IMPOBaHHBIX TTOMELLeHU /7151 Pa3MellleHHsI apXHUBHBIX JOKyMEHTOB
U TIpoBefleHUs paboT, CBsA3aHHbIX C AapXWBHBIM XpaHeHHeM, OCHAIIleHHBbIX CpeJCTBaMHU
TIO’KapOTYIIIeHUsI, OXPaHHOW W TIOXKApHOW CUTHa/IW3alield, o00pyZiOBaHWEM il XpaHEeHWUs
JIOKYMEHTOB;

0) opraHusaims u obecriedeHWe COOJIOAEHUST TIPOTUBOMOXKAPHOTO, OXPAHHOTO,
TeMIIepaTypHO-BIaKHOCTHOTO, CBETOBOT0 Y CAHUTAPHO-TMTMEeHUUECKOTO PEXKUMOB;

B) BBITIOJTHEHME TPeOOBaHHM K Pa3MeIl|eHUI0 JOKYMEHTOB B apXHUBOXPAHUJIUIIIE;



) MpOBe/leHre MPOBEPKU HalIWuusl U COCTOSIHUS COXPaHHOCTU apXWBHBIX JJOKYMEHTOB, B
COOTBETCTBUU C MOPSIKOM, yCTaHOB/IeHHbIM r1aBout VIII TpaBumn;

) obecrieyeHre BO3MOKHOCTH TIPOBEJIEHUSI CIeIMaTUCTaMu  (DU3UKO-XUMHUUECKOMH,
npoduakTHUecko U (WIM) pecTaBpaljiOHHO-MPOPUIAKTUUECKON M TeXHUYeCKol 00paboTKu
apXUBHBIX JIOKYMEHTOB;

e) omnucaHue (COCTaBleHHe OMNMUCel [es, JOKYMEHTOB) M CBOeBpPeMeHHas II0CTaHOBKa
apXVBHBIX JJOKYMEHTOB Ha yueT, B COOTBETCTBHUHM C ITyHKTamu 62 - 72 u rnasou [X IIpasus.

77. ApXvB pa3MellaeTcs B 3[aHUU WM OT/JE/JbHBIX TMOMeIeHusx 37aHus. OCHOBHbIe
TIOMell[eHs], TIpeJJHa3HaueHHble /11 XPaHeHWs, yuyeTa, KOMIUIEKTOBAaHUS M HCIIOJ/Ib30BaHUS
apXWBHBIX  JOKYMEHTOB, W  BCIIOMOraTe/ibHble  (aMHUHUCTPAaTHBHO-XO35HCTBEHHOTO,
TEXHUUECKOTO W OBITOBOrO Ha3HAaueHWsl), [O/DKHBI COOTBETCTBOBaTh TpeOOBaHUSIM,
yCTaHOBJIeHHBIM MyHKTOM 76 IlpaBui, a Takke oOmUMH TpeOoBaHMAMH 0e30MaCHOCTU K
00I1]eCTBEHHBIM 3/JaHUSM U COOPY)KeHUsIM <30>.

<30> I';maBa 2 @exepanbHoro 3akoHa oT 30 gekabps 2009 r. N 384-®3 "TexHuueckuit
peryjiaMeHT 0 6e30T1aCHOCTH 3/laHUM U coopykeHui'"; ['paslocTpouTebHBIN Ko/leKC Poccuiickoi
®denepaluu.

XpaHEHI/Ie dPXMBHBIX OOKYMEHTOB B 3dBUCHMMOCTH OT HX 06beMoB OCyILeCTBJ/IAeTCA C
HCII0/Ib30BaHKWEM OJHOI'O U/IM HEeCKOJIbKMX BAPDHUAHTOB pa3MeIlleHNA:

a) B 30aHHU, OTBeudroiemM Tpe6OBaHI/IHM, YCTaHOBJ/IEHHBIM YIIO/JIHOMOUYE€HHBIM
(be,qepaanbIM OpraHomMm UCTIO/THUTE/IbHOU BJIACTHU B C(bepe dPXMBHOTI'O fejid U Ae/10ITPpOr3BOACTBA
<31>;

<31> I'nasa III I1paBus, yTBep>KeHHbIX prkasoM N 24.

0) B creruasbHO 000pPYJOBAaHHOM [ijii XPAHEHUSI [OKYMEHTOB W30/IMPOBAHHOM
TIOMEIIeHNH - apXUBOXpaHu/HiLe (myHKT 78 IIpaBun);

B) 3amuparoIuxcs mkadax umm cetidax.
78. ApXyUBOXpaHWIHLLe [0JDKHO:
a) OTJeJIATbCS OT COCeHUX MOMellleHUI OTHeyIIOPHbIMY CTeHaMU;

0) WMeTb eCTeCTBEHHYIO WM WCKYCCTBEHHYIO BEHTHUJISLIMIO, 00eCreunBaroIyro
PeLMPKY/ISLNI0 BO3/yXa, UCK/TIOYAIOIIyi0 00pa3oBaHre HeIIPOBeTPHUBAeMbIX 30H;

B) COXPaHSATb CTaOUIBHOCTb TEMITePATyPHO-BIaKHOCTHOT'O PeXKUMa;
I') UMeTh BBIXO/IbI K IU(TaM U (U/K) TECTHUUHBIM K/IeTKaM;

) He WMeTb TIPOJIOKEHHBIX uYepe3 Hero Tpy0 BOJOCHAO)KeHWS U KaHaIW3alWy,
TEXHOJIOTUYeCKUX WK ObITOBBIX BBIBO/IOB BO/IBI;

€) He UMeTb BHYTPH PACIIpe/le/IUTe/IbHBIX IUTOB, TIPeJOXPaHUTeIed U OTK/TFOUAIOIINXCS
pyOHBHUKOB,
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)K) He pacriosiaraTthCsi B TIO[Bajiax W TIOMELeHUSX, PACIlO/IOKeHHBIX HIDKe YDOBHS
TIOBEPXHOCTH 3eMJIH, 3a UCK/IIOUeHHeM XpaHW/MLL (TToMellieHri), o0ecrieunBaroIUX 3alUTy OT
TTPOHUKHOBEHUS B HUX TPYHTOBBIX, Ta/IbIX U NMaBOJKOBBIX BO/I.

Pacuer HeoOXoZuMOI TMUIOIIA[AM AapXUBOXpPAHW/WIA PEKOMEHJYeTCs TPOU3BOJUTL C
YUeTOM pacIiO/IoXKeHUs CTe/Ulakeu M UX Harlo/IHeHHWs B COOTBETCTBUM C MyHKTOM 82 Ilpasui, a
TaKKe C y4yeTOM BO3MOKHOCTU pasmeljeHust 400 eguHML] XpaHeHus Ha 1 KB.M. IUIOLaAv
apXUBOXpaHU/IMILIA.

KaxxgoMy apxvBOXpaHWIMILy T[PUCBauBaeTCsi HOMEpP, KOTOpbIM OTpa)kaeTcsi B
Tornorpaduueckrx ykasaTessix B COOTBETCTBUU C MyHKTOM 95 TIpaBus.

79. [Ons obecrieueHust JesTebHOCTU apXuBa oOpraHu3aluu (Ipd  HeoOXOJUMOCTH)
BBI/IEJISIIOTCSL TaKKe T[OMellleHue [/s1 TprveMa J[OKYMEHTOB, MX BPEMEHHOrO XpaHeHus U
ajlanTariy K HOBBIM YCJIOBUSM (aKK/IMMaTHU3alum), pabouasi KoMHaTa pabOTHUKOB apXyBa (JIHII,
OTBETCTBEHHBIX 3a apXMB), IOMeIlleHre /i peJ0CTaBAeHUs 0CTyIa K apXUBHBIM JJOKyMeHTaM
(UMTaIBHBIN 3a/71 WX MPOCMOTPOBAsi KOMHATA).

80. ApxuBHBIe [OKYMEHTbl Da3Mellal0TCs B apXWBOXPAHW/IMILE Ha CTal[MOHApPHBIX,
TEPeJIBIPKHBIX U (WIM) MOOWIBHBIX META/UTMUECKMX CTeJjlakaX, B MeTa/UTMUecKuX Ikadax,
celichax UM KOHTeMHepax.

B kauecTBe crelyasbHOTO 00OPYZOBaHUSI BO3MOKHO HCIT0/Ib30BaHUE CTaI[MOHAPHBIX
OTCEKOB-00KCOB C MeTa/I/TMUeCKUMHU IeperopoJKaMu U TOJIKaMH.

He pa3pemniaeTcst XxpaHeHHe apXUBHBIX JIOKYMEHTOB B TPaHCTIOPTHOM Tape, B IITabessx, Ha
Moy, TMOJOKOHHUKAX, JIeCTHUYHBIX IUIOLIAJAKaXx W [PYruX, He TMpeJHa3HAUeHHbIX /s WX
XpaHeHHs1 MecTax.

81. [Ipu paccTaHOBKe CTe/lakKel B apXUBOXPaHW/IUILE NIPeNOYTeHre JO/DKHO OTaBaTbCs
VX TIepIeHJVKY/IsSPHOW OpHEeHTAalluM IO OTHOIIEHWI0 K CTeHaM C OKOHHBIMU IIpOeMaMHu U
pa3MelleHHI0 Ha YjaJIeHUU He MeHee 1 M OT UCTOYHUKOB Terla.

82. Ipu paccraHoBKe cTesiakel (11kagos, celihoB) B apXMBOXPaHU/IUILE PeKOMEHYeTCs
rpeJlyCMaTpUBaTh C/e/lyIOIle PacCTOSTHUS MeX/Y:

a) TopljaMu cTesiaxkel (T/IaBHbIN TIPOX0fA) - He MeHee 120 cm;

0) psiiaMu cTesiaXkel (MeXXCTe/UIaXKHBINA TTPOX0/T) - He MeHee 75 CMm;

B) CTeJI/la’KaMu, Mapaslyie/lbHbIMU CTeHe, ¥ HapY>KHOM CTeHOH 37jaHus - He MeHee 75 cMm;
I') TOPLIOM CTeJljla)ka U CTeHOH - He MeHee 45 cMm;

[1) BepXHel MOJIKOM cTesiaXka ¥ OTOMKOM - 50 cMm;

e) HIDKHeM TI0NTKOW CTeJl/ia’ka U TI0JIOM - He MeHee 15 cM (B 1]0KOJIbHBIX 3Ta)KaX - He MeHee
30 cm).

Pa3meriieHre MOOM/TbHBIX CTe/JIaXKel TTPOU3BO/IUTCS C YUeTOM 0COOEHHOCTEeH TTIOMeITeHu
Y pa3MeljaeMoro 000py10BaHusl.

83. ApxuBHbIe [OKYMEHTHI, 3a UCK/IOUeHMeM Haxopsumuxcsi B CX3/I, pa3menjatorcs B
TEePBUUHBIX CPe/ICTBaX XPaHEHUS:

a) Ha OyMa)kHOM HOcHTele - B KOPOOKax, Marnkax, KOHBepTax;



6) ayguoBu3yalbHble - B KOpPoOKax M OlOKcax, sI[UKax YMaKOBOYHBLIX /s (HIbMOB
(syax), KOHBepTax;

B) O9/MeKTPOHHble Ha (U3MUYecKH 000COONEHHBIX HOCUTENSIX - B YIIAKOBKE,
peKOMeH/I0BaHHOM MPOX3BOAUTEISIMA HOCUTe/Iei.

84. Ha mepBuUYHOM Cpe[iCTBe XpaHeHUs apXWBHBIX [JOKYMEHTOB YKa3bIBalOTCS HOMEp U
HasBaHue (OHJA, HOMep ONMCU Jesl, [OKYMEeHTOB, KpalHWe HOMepa e/MHUL] XpaHeHWs,
pasMelleHHbIX B HeM.

85. TIpoTHBOMOKapHBIN PEXXUM B 3/IaHMM WIH TIOMEI[eHHH apX{WBa yCTaHaBIMBAaeTCs B
COOTBETCTBHH C 3aKOHO/aTe/IbcTBOM Poccutickoit defepalii o mo>kapHoM 6e30macHOCTH <32>.

<32> denepanbHbIA 3aKoH OT 21 gekabps 1994 r. N 69-P3 "O moskapHoii 6e3oracHocTy"
(mamee - ®epgepanbHbli 3aKOH N 69-@3); mnocraHoBnenue IlpaButesnbcTBa Poccuiickoun
®eneparuu oT 16 centsiops 2020 1. N 1479 "O6 yrBepkaeHuu [IpaBu MPOTHBOIIO’KAPHOTO
pexxuma B Poccuiickor ®@enepauyn’.

86. OxpaHHBIA peXUM 00ecrieurBaeTCsl TyTeM 00OpY/JOBaHUS 3/laHUS WM TIOMEIeHUI
apxvBa Cpe/ICTBAMU OXpaHbl, o00ecreunBarOIMMU KOHTPO/b [JOCTyra B HUX, a TaKxe
COOUMIO/IeHreM TIOpSiZIKa CJIaUW/CHSITHSI OXpaHbl TIOMEIeHUS apXWBOXPAHWIHWINA W TIOPsIKa
JIOCTyTa B HET0, yCTAHOB/IEHHOT'O JIOKaIbHbIM HOPMAaTUBHBIM aKTOM TOCY/JapCTBEHHOI'O OpraHa,
OopraHa MeCTHOr'0 CaMOYITIpaB/IeH!s], OpraHu3aLiy.

87. ApxuBHbIe JJOKYMeHTbI HeOOXOJUMO XPaHUTh B TeMHOTe, /Il Yero OHU pa3MelatoTCs
B TIePBUYHBIX CPe/ICTBaX XpaHeHHs1, IpeAyCMOTpeHHbIX MyHKToM 83 IpaBus, a Takxke B IIKagax
WM Ha CTeJlyIayKaX 3aKpbITOTO THIIA.

EcrecTBeHHOE OCBelljeHWe B apXWBOXPAaHWIMIIE JOMYCKAETCs NP YCJIOBUU TPUMEHEHUs
Ha OKHaxX CBeTopacceuBaTesied, PperyJisTOPOB CBETOBOTO IIOTOKAa (CrelUanbHBIX CTEeKOJ),
3aIUTHBIX QUIBTPOB U TIOKPBITHH, >KaJTH03H.

,Z[J'IH HNCKYCCTBEHHOI'O OCBe€lIeHHsA TIPUMEHAKOTCSA JiaMIIbl HAKd/IMBAHWA B 3dKPBITBIX
l'I]'Ia(bOHaX C FHaAKOﬁ MOBEPXHOCTHHO.

PaspelriaeTcsi IpUMeHeHHe JTFOMHUHECIIEHTHBIX JIaMIT C YPe3aHHBIM Y/IbTPa(UOIeTOBBIM
yUaCTKOM  CITeKTPa, CBETOJUOJHBIX CBETWIHHHKOB, pa3pellleHHbIX  YIIOTHOMOYEHHBIM
(enepasbHBIM OPraHOM MCTIOTHUATEILHOU BaCcTH B chepe mokapHOM Ge3oracHoCTH <33>.

<33> Cratbu 3 u 16 ®PegepanbHoro 3akoHa N 69-03; denepanbHbIii 3aKOH OT 22 HIOJIS
2008 r. N 123-®3 "TexHuueCcKHii perjiaMeHT 0 TpeOOBaHHUSIX MOKAPHOM Oe30macHOCTH .

88. OnTuManbHbBIMU YCIIOBUAMHU XpPdHEHWA dDXWUBHBIX JOKYMEHTOB ABJIAIOTCA:

a) /i TOKYMEHTOB Ha OymMa)kHOM HocuTesie Temreparypa 17 - 19 °C, oTHocuTe/lbHas
BJI&KHOCTH BO37yxa 50 - 55%;

0) o ayAMoBU3Ya/lbHBIX JOKYMEHTOB - B COOTBETCTBMM C TyHKTOM 5.14 TlpaBun,
yYTBepsKJeHHbIX MprKa3oM N 24;

B) /151 JOKYMEHTOB Ha MarHUTHBIX [JUCKAaX U JUCKOBBIX Hakomuressix - 8 - 18 °C u 45 -
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65%;
r) /7151 JOKYMEeHTOB Ha onThueckux Auckax - 10 - 23 °C u 20 - 50%.

89. He pomyckaroTcs Ce30HHbIE U CyTOYHble KoiebaHUs —TeMmepaTypel B
apxuBoxpaHunmile 6onee yeM Ha 5 °C ¥ OTHOCHTE/IbHOM BA&XHOCTH BO3ZAyxa Oosee ueM Ha
10%.

90. KoHTposib 3a TemrepaTypHO-BJIa)KHOCTHBIM PEXUMOM ObecrieunBaeTCsi pery/isipHbIM
M3MepeHreM C TIOMOIL[bI0 TepPMOMeTpa U TUIPOMEeTPa WM TepMOTMTPOMETpa, pa3MellleHHBbIX B
OJTHOW WM HECKOJILKUX KOHTPOJIbHBIX TOUKaX AapXWBOXPAHWMIA (B 3aBUCUMOCTH OT
KOHCTPYKLIMOHHBIX 0COOEHHOCTeM U T/IOIa M) BJA/JM OT OTOMUTENbHBIX W BEeHTUISLIMOHHBIX
CHCTeM Ha BbICOTe He MeHee 1 M OT 110J1a, TapaMeTPOB BO3/YIIHOW CPeJIbI:

a) B CTIellMa/IM3UPOBAHHOM 3/1dHHU - HE peXKe 1 pd3a B HeJleJ/TI0;

0) B creruasbHO 000pPYJOBAaHHOM [ijIi XPAHEHUSI [OKYMEHTOB W30/IMPOBAHHOM
TIOMEII[eHHH - He pexe 2 pa3 B HeleJIio;

B) IPYA HECOOTBETCTBUM ITaPAaMETPOB HOPMaTUBHBIM TpeOOBaHUSM - 1 pa3 B CyTKH.

91. B apxuBe [0/DKHA BeCTHChb (PUKCAlMsl TeMIlepaTyPHO-BIa)KHOCTHBIX XapaKTepUCTHUK
BO3/IYLLIHOWM Cpe/ibl B apXWBOXPaHW/IMILEe U Mep, MPUHATHIX 110 HOpMa/lM3alui TeMIlepaTypHO-
BJI&YKHOCTHOT'O PE)XMMa B C/Iy4asiX ero HapylleHHUs.

92. Hapnekalllee  CaHUTapHO-TUTMEHWYeCKOe COCTOSTHMe B apXWBOXPaHW/IMILE
TO//IeP)KUBAETCS TIPOBeJIeHreM B HEM He peke OTHOTO pasa B MecCsl] BJaKHOM yOOPKH I10JIOB,
obecribuiiBaHus 000py/IOBaHMS U TEPBUUHBIX CPeACTB XpaHeHUsi, 00pabOTKH L[OKOJBHBIX
yacTel cre/siaykel, MJIMHTYCOB, MOI0KOHHUKOB BOJJHBIMH PaCTBOPaMHU aHTHUCETTTUKOB.

93. ApXUBHbIe [JOKYMEHTbI, TMOZBEpriIfecs OHOJOrMUecKOMY TOPaKeHU0, TO/jIeKaT
HeMeJJIeHHOW  HW30/IALMM M CaHUTApHO-TUTMeHWYeCcKoil  obpaboTke  (Je3uHGeKiu,
JIe3UHCEKIMK), a AapXWBOXPAHW/HIE, TIOPA)KEHHOe OWOJOTMUECKUMH  BpEJUTENSIMH, -
JlepaTu3alii.

VIII. ObecrieueHre COXPAaHHOCTH apXUBHBIX JOKYMEHTOB

94. Ha o06s105)KKe eIMHULIbI XpaHEHUsI JOKYMEHTOB Ha OyMaKHOM HOCHTeJe yKa3bIBaeTCs
apXUBHBIN LIM(P B COOTBETCTBUU C MyHKTOM 45 [IpaBuii.

EMuHMLBI XpaHeHUsl JO/DKHBI pa3Mel|aThCsl B apXUBOXPAHU/IUIIE HA CTe/laKaX WA B
mkadax (ceticdax).

Crennaxku U 1Kadbl JO/DKHBL ObITH MPOHYMEPOBaHbI B KaXK/OM apXWBOXPAHW/IUIIE B
MOpsiZIKe CJieBa HalpaBO OT BXOJHOW [BepU, TIOJKA Ha CTe/UIaXaxX [JOJ/DKHBI OBITh
TIPOHYMepOBaHHI 110 11KadaM B MOpsiJiKe - CieBa HarpaBo, CBepXY BHU3.

[Tpy OTCYTCTBUU B OpraHe MeCTHOTO CAMOYTIPAB/IEHWs], OpPraHW3alMy apXWBOXPAaHUJIHUILA
apXWBHbIe JOKyMEHThI pa3MellaloTCs B 3aryparoiiuxcs mkadax, ceiidax.

95. MecTto XxpaHeHHs1 €[WHUL] XpaHEHUs] B apXWBOXpaHWMILe (UKCUPYeTCs B
TororpauecKrx yKasaTessX: IIOCTe/UIa)KHOM (peKOMeHJyeMblii o0Opasel] TIpuUBeieH B
npunoxkennd N 13 k [IpaBunam), u, mpu Hamuuuud Oosee ofHOTO (OHAA, TMOPOHAOBOM
(pekoMeHzyeMbIii 0Opasel] puBezieH B npuioykeHu N 14 k TTpaBuiam).



IIpu BeseHuM Tomorpapuueckoro ykasaTessi OIMH €ro 3K3eMIUISp [J0/DKeH XPaHUTHCS Y
paboTHHMKa apxuBa (/Mlla, OTBETCTBEHHOTO 3a apXuB), BTOPOW - pa3MellaTbCsi B
COOTBETCTBYIOII[EM apXHUBOXPAHUIUIIIE.

TOHOFpa(I)I/I‘JECKI/Ie YKa3aTe/IM He COCTaB/IAOTCA MPHU OTCYTCTBUH dPXHWBOXPaHW/IUILIA.

96. U3MmeHeHus, TPOUCXOJALLMEe B pasMellleHUd eJWHUL| XPaHeHUs, [JOJ/DKHBI
CBOEBPEMEHHO OTPa’KaThCs B TOMOrpauyecKux yKasaressix.

97. ApxuBHble [OKYMEHTbl TPOBEPSIIOTCS Ha MpeAMeT MUX (PAKTUUeCKoro Haluuus M
(r3ryeckoro coctosiHus (fasee - MpoBepKa HaIMuKs) B MJIaHOBOM TOPSIZIKe.

ITpoBepka HanMMuus JOKyMeHTOB Ha OyMa)KHOM HOCHTeJIe I0JKHA TTPOU3BOIUTLCS He peke
omHoro pa3a B 10 siet (c momeTko# "Iyt cimy>keGHOTO T0/Tb30BaHUS" - He peXKe O/IHOTO pasa B 5
neT <34>).

<34> IlynkT 2.9 noctaHoBeHusi [IpaBurensctBa Poccutickoit ®efepaiiu oT 3 Hos0ps
1994 r. N 1233 "O6 yrtBepxaeHuu IlonoxkeHUs O TIOpsAKe oOpallieHUss CO C/Ty»KeOHOM
vH(popMaliveli OrpaHUUEHHOTO pacrpocTpaHeHUusi B (pefjepa/ibHbIX OpraHax MCIOIHUTETbHOU
B/ACTH, YIOJHOMOYEHHOM OpraHe YIpaB/leHUs WCIOAb30BaHUEM AaTOMHOM SHEpPrud U
YII0JIHOMOYEHHOM OpraHe 1o KOCMHUYeCKOH AesiTelbHOCTU" (#asee - moctaHoBieHre N 1233).

[IpoBepka Ha/mMuusi 3JIEKTPOHHBIX APXUBHBIX [JOKYMEHTOB [O/DKHA I[POU3BOJUTHCS B
COOTBeTCTBUHU C TMyHKTamu 152, 153 [lpaBun; ayguOBU3ya/lbHbIX AOKYMEHTOB - TTYHKTOM 167
[IpaBus.

98. BHerulaHoBasi TIpOBepKAa Ha/IW4Wsl apXUBHBIX [OKYMEHTOB (CIIOIIHAs WIIH
BbIOOPOYHAsT) HA3HAYAETCS:

a) TIpYU CMeHe PYKOBOJUTeNs apxyBa (paboTHHKA, OTBETCTBEHHOIO 3a apXUB);

0) Tpu TMOATOTOBKE AapXWBHBIX [JOKYMEHTOB K Tiepeiaue B TOCYZApCTBEHHBIH
(MyHHALIMTIA/TBHBINA) apXUB (/151 TOCYAapCTBEHHOr0 OpraHa, OpraHa MeCTHOTO CaMOYIIpaB/eHus, a
TakK’Ke /IJI OpraHu3alvy, BbICTYIAIOIe HICTOYHUKOM KOMIIJIEKTOBAHMUS);

B) I10C/Ie MacCOBOTO TepeMelljeHUs] apXUBHBIX [JOKYMEHTOB, Upe3BblYaliHOW CUTyallud U
(umu) Apyrux OOCTOSTENLCTB, B pe3y/jbTaTe KOTOPbIX OHM MOIJIM Obl OBITH yTpaueHbl WU
TIOBPEJK/I€HBI;

r) MpPU peopraHu3aliyd rocCy/lapCTBeHHOI0 OpraHa, OpraHa MeCTHOTO CaMOYIIpaB/IeHus,
OpraHMU3aLUH.

99. TIpoBepka Ha/mMuusi JOKYMEHTOB TPOBOJUTCS JBYMsi pabOTHHKAMH apxuBa (JIULIOM,
OTBETCTBEHHBbIM 3a apXWB, U WHBIM CIlel[Ma/JbHO Ha3HayaeMbIM pPabOTHUKOM) TOCPe/CTBOM
BU3Yya/IbLHOTO OCMOTpa €WHUI] XpaHEHWs W CBEPKU OIHCATe/IbHONW CTaTbU OITUCH e,
JIOKYMEHTOB C 3arojIoBKOM (OmnucaHueM) Ha 00J10)KKe eJUHULIbI XpaHeHUsI.

100. ITpoBepka Ha/MMuKs JOKYMEHTOB BK/IHOUAeT:

a) BBLIBEDKY apXMBHBIX YUETHBIX [JOKYMEHTOB U YCTpaHEHHE BBISB/JIEHHBIX B HHUX
HETOUYHOCTEH;

0) ycTaHOB/eHre (haKTUUECKOTO Ha/TMUKs e/JUHHI] XpaHEHUsI B COOTBETCTBUU C apXUBHBIMHU
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YUETHBIMH JJOKYMEHTaMH;
B) BbIsIB/IeHHe HelpaBU/IbHO OOPMJIEHHBIX eIMHUL] XpaHeHUs (fen);

I) BbIsSIB/IEHHMEe U TIOCTAHOBKY Ha YYeT JOKYMEHTOB W eJUHWI] XpaHeHUs, TPeOYIOIUX
(U3MKO-XUMUUeCKOM, mnpodunakTuueckoi U (WaM) pecTaBpal[MOHHO-TIPOGUIaKTUUECKON
006paboTku;

[l) OpraHu3alyio po3bICKa OTCYTCTBYIOIIUX JOKYMEHTOB.
101. Tlpu ipoBepKe Ha/IMuMs JOKYMEHTOB He0OX0JUMO:

a) COXpaHSTh TIOPSZIOK pacCIoJIOXKeHUsl e[VMHUL] XPaHeHUs COTJlaCHO Tororpaduyeckum
yKasaressm;

0) momelriaTe Ha MecCTa HaJJIe)Kall[ero XpaHeHUsi OOHapy)KeHHble BO BpeMsi TIPOBEPKH
HeMnpaBU/IbHO pa3MellleHHble eJUHULIbI XPaHeHUS;

B) U3bIMaTh C TOC/eAyolel U30/suell JOKYMeHThl, eUHULIbl XPaHeHUs], 3apa’KeHHbIe
T/IeCeHBbI0 U (WM) IDYTUMU OUOJIOTHUUYECKUMU BpeAUTENIAMU (/11 [TOKYMEHTOB Ha OYyMa)kKHOM
HOCUTese);

r) npocrasisaTe oTMeTKy "[IPOBEPEHO" ¢ yka3aHueM HOMepa U JaThbl akTa NIPOBEPKU B
KOHLIe IIPOBEPeHHOM OIMUCH JieJl, JOKYMEeHTOB.

102. B xoze npoBepKy Ha/IMUKs JOKYMEHTOB He [I0ITyCKaeTCs:

a) BHOCHTH BBISIBJIEHHbIE B XO7ie TIPOBEPKHM HEYUTEeHHbBIE fiefla, JJOKYMEHThI B OMUCH /10 UX
TeXHUYeCKoi 00paboTKu U orvcaHus (BK/IFOUEHHUS B OTTUCH Jiefl, JOKYMEeHTOB);

0) Jenatb Kakue-mM00 TTOMETKH WM 3allvCH, He TpeyCMOTPeHHbIe TIPOLIeCCOM TIPOBEPKH
HaJIMUUsl U COCTOSIHMS, B OMNMCSIX [ieJl, OKYMEHTOB, U B JPYrMX 00s3aTe/lbHbIX apXUBHBIX
YUYETHBIX JOKYMeHTax.

103. Tlo pe3ynbTaTaM TPOBePKH Ha/lW4usi [JOKYMEHTOB [JO/DKHBI OBbITb COCTaB/ieHbl U
noJnucaHbl paboTHUKaMK apxXuBa (JIML[aMU, TTPOBOJUBIIMMY TPOBEPKY), a 3aTeM YTBepXK/eHbl
PYKOBOJUTE/IeM TOCY/JapCTBEHHOTO OpraHa, OpraHa MeCTHOTO CaMOYIIPaBJieHHs, OpraHU3aliu
WA YTIOJTHOMOUEHHBIM UM JIULIOM:

a) aKT MPOBEPKHU Ha/IMUMsI U COCTOSTHHSI apXUBHBIX JJOKYMEHTOB (PEKOMeHIyeMbIii 0Opaser]
nipuBejieH B ripunokeHuu N 15 k TIpaBunam);

0) aKT O TeXHMUYeCKUX OIIMOKaXx B y4YeTHBIX JOKyMeHTaX (peKOMeHZyeMblii oOpaser]
npuBefieH B npunoxeHud N 16 x [IpaBusiam), KOTOpBIM COCTaB/sieTCsl B C/ly4ae BbISIBJIEHUS
HeCOOTBETCTBUS 3aMKceli B apXMBHBIX YUeTHBIX JOKYMeHTax (pakTUueckoi MHpopmaly;

B) aKT 00 0OHapy)KeHUM apXUBHBIX JAOKYMEHTOB, He OTHOCAIIMXCS K ZaHHOMY (oHAY U
HeyuTeHHBIX (peKoMeHyeMbiii obpa3el] nipuBesieH B nipuiokeHuu N 17 k TIpaBuiam), KOTOpBIN
COCTaBJISIETCS B C/lydae 0OHAPY)KeHUsI HEYUTeHHBIX apXUBHBIX JJOKYMEHTOB, HE OTHOCSIIUXCS K

JaHHOMY (POHY.

[TIpoBepka HamWuvsg AOKYMEHTOB CUMTAeTCSl 3aBepLUeHHOM IM0C/ae YTBEepXKOEeHWsl akTa
TIDOBEPKM Ha/lWuusl U COCTOSIHUSI apXWBHBIX [JOKYMEHTOB, IOC/Te BHECEHHs M0 pe3y/ibTaTaM
TpoBepKa He0OXOAUMBIX U3MEHEeHUH B apXUBHbBIE YUETHBIE JIOKYMEHTHI.

104. Ecnu mipoBepkoW Ha/lWuus W COCTOSIHHSI JOKYMEHTOB YCTaHOBJIEHO OTCYTCTBUE



JIOKYMEHTOB ([1eJ1), I0/DKeH ObITh OPraHU30BaH UX PO3bICK, IPOBOMMBIN B TeUeHHE O/IHOTO rojia
C /laThl BBISIBJIEHUS] UX OTCYTCTBUS. [JomycKaeTcsi MpoJJjieHre CpOKa po3biCKa JOKYMEHTOB Ha 1
roJ,.

B ciyuae oTpuijaTesbHBIX pe3y/IbTaTOB PO3bICKA COCTAB/SETCS aKT O HeoOHapy)KeHWH
apXWBHBIX JIOKYMEHTOB, TMYTH PO3bICKA KOTOPbIX HCUepriaHbl (peKoMeH/yeMblii oOpa3serl]
npuBefieH B npuaoxkenuu N 18 k IlpaBunam), yTBep)KJaemblii pyKOBOJUTENEM
rOoCy/lapCTBEHHOI'O0  OpraHa, oOpraHa MeCTHOTO CaMOyIpaB/ieHusi, OpraHu3alydd WIn
YIOJTHOMOYEHHBIM UM JIMLOM 1o coriacoBanuio ¢ DK wmm UOK. K akTy npusaraercsi cripaBka o
MpOBeJIeHUM PpO3bICKA. ['OCy/lapCTBEHHBIM OpraH, OpraH MeCTHOrO0 CaMOYTpaBJieHMUs,
OpraHu3alusi - WCTOUHUK KOMILJIEKTOBAaHUS TOCY/apCTBEHHOro (MYHMLIMIAILHOTO) apXvBa B
cylyuae HeoOHApY)KeHHs JOKYMEHTOB, OTHECEHHBIX K COCTaBy ApxuBHOro (oHja Poccuiickoit
®enepaliuy, J0/DKHBI TIPEJCTaBUTh aKT O HeoOHapy)KeHUM apXWBHBIX [JOKYMEHTOB, MyTH
pPO3bICKAa KOTOPBIX MCUEpIiaHbl, B COOTBETCTBYIOLIWU TOCYZAPCTBEHHBIM (MyHULIMMAIbHBIN)
apxXuB WA YIIOJTHOMOYEHHBbIM oOpraH MCIOMHUTE/NBHOW BacTd cybwbekTa Poccuiickoit
®eniepaliu B cpepe apxXUBHOTO jiefia AJisl TIPUHSATUS PellleHus] O CHSATUU yTpauyeHHbIX eIVHUI]
XpaHeHHUs C yyera.

105. ApXuBHBIA [JOKYMEHT, COCTOSSHHe KOTOPOrO MWCK/II0YaeT  BO3MOJKHOCTb
BOCCTaHOB/IEHHUsI €ro MaTepuajbHOTO HOCUTeNIss W MCIO/Ib30BaHUS  (BOCIPOW3Be/eHUs)
cofiepkaliieiics B HeM MH($OpMaLUY, IPU3HAETCsl HEUCIIPAaBUMO MOBPEXKIEeHHBIM.

106. I1pu BbIB/IEHUM HEUCIIPABUMO IIOBPEXAEHHOI0 apXUBHOI'O JOKYMeHTa COCTaBIIseTCs
aKT O HEeMCIIPaBUMbIX TIOBPEX/AEHUSX apXUBHBIX JOKYMEHTOB (peKoMeHZyeMblii ob6paser]
npuBefieH B npuwiokeHndn N 19 k IlpaBuiam), KOTOpPBIM YTBep)K[AeTcs PYyKOBOJUTEIEM
roCy[apCTBeHHOI'O0 OpraHa, OpraHa MeCTHOI'O CaMOYIIpaB/eHWs, OpraHu3alid WX HHbIM
YIOJIHOMOYEHHBIM UM [JOJPKHOCTHBIM JIMLIOM 110 coriacoBanuio ¢ LI9K (3K).

B cnyuae BbIIBIeHMS HEMCIIDaBUMO [OBPeX/JEHHOIO [OKyMeHTa ApXMBHOro (oHza
Poccuiickoii ®epepaniuy, akT O HEUCIPaBUMOM TIOBPeXJEHHWM AapXUBHBIX [IOKYMEHTOB
HarpassisieTcss Ha paccmorpenue DIIK apxXxuBHOro yupexxzeHus rnocie corsacopanus ¢ LIOK
(BK). Ilocne BblHeceHMsl pelleHUs] O IIPU3HAHWUM AapXWBHOIO [JOKyMeHTa HeMCIpaBUMO
MIOBPEX/EHHBIM aKT yTBepXKJaeTCs pPYKOBOAUTe/NeM TIOCYAapCTBeHHOIO OpraHa, oOpraHa
MEeCTHOIO  CaMOYIIpaB/leHUs, OpraHu3alMd WId  YIIOJIHOMOYEHHBIM WM  JIMLIOM U
COOTBETCTBYIOLLe U3MEHeHHUsI BHOCATCS B aDXUBHbIe yUeTHbIe JJOKYMEHTHI.

107. ApxuBHBIe [OKYMEHTbI BbIJAIOTCA BO BpeMeHHOe II0/Ib30BaHHe Ha OCHOBAaHUU
MMCbMEHHOI'0 paspelleHusi PYKOBOJWTeIsl TOCYAapCTBEHHOIO OpraHa, oOpraHa MeCTHOI'O
CaMOYIIpaBJIeHUs1, OpraHU3aLuy Uik yII0JJHOMOYEHHOI'0 UM JIMLia:

a) cyaebHbIM, TTPAaBOOXPAHUTETLHBIM M UHBIM YTIOJTHOMOUYEHHBIM OpraHaM B COOTBETCTBUH
C 3aKoHOIaTebcTBOM Poccuiickoit Pezepariumy;

0) /17151 SKCITOHUPOBAHUS Ha CPOK, OTIPe/Ie/IeHHBIN COOTBETCTBYIOIIMM IOTOBOPOM;

B) pabOTHUKaM CTPYKTYPHBIX TIOApa3/e/ieHui ToCy/apCTBeHHOIO OpraHa, oOpraHa
MECTHOTO CaMOYTIpaB/ieHUs], OPraHU3alluy B LeJIIX peau3alliid UX CIy)KeOHbIX 00si3aHHOCTei
Ha CPOK He Oosiee OJHOTO MecsIIa.

108. EpuHuIbl XpaHeHUs, BbiZlaBaeMble BO BpeMeHHOe I10/b30BaHUe, [JO/DKHbI MMeTb
apXUBHBIM MQP, MTPOHYMEPOBaHHbIE JUCThI, JTUCT-3aBepuTe/b Jiefia U JIUCT UCIO0JIb30BaHuUs
JIOKYMEeHTOB (peKoMeH/yeMbiii obpa3el] npuBesieH B npunoxkeHuu N 20 K [TpaBusiam).

Bbiaua equHUI] XpaHeHHUs, HAXOJAIL[UXCS B HeyAOBIeTBOPUTENBHOM (PU3NUYECKOM



COCTOAHMM W He TMpOoIIeaIlnnX TeXHHUYeCKOro OCI)OPMIIGHI/IH N OIIMCaHHsA, MOXXeT OBITh
OrpaHHn4eHa.

109. EpuHunbl XpaHeHUs BBIJZAKOTCS BO BpEMEHHOe [10/Ib30BaHWE Ha CpOK, He
TIpeBBILIAFOIIHI:

a) OJHOTO Mecslla - /i1 UCTOJb30BaHUS pabOTHUKaMHU  (TOCY/lapCTBEHHBIMH,
MYHULIUTTAJBHBIMA ~ CAyKalllUMKW)  TOCYAAPCTBEHHOTO  OpraHa, oOpraHa  MeCTHOTO
CaMOYTIpaB/IeHUs], OpraHU3alliY;

6) mecTu MecdneB - Cy,qe6HbIM, MPpaBOOXPAHUTE/IbHBIM KW HWHBIM YIIOJTHOMOYE€HHBIM
OpraHaM.

HPO,E[IIGHI/IG YCTaHOBJ/IEHHBIX CPOKOB BbBI/IaYM AJOKYMEHTOB [JOITYyCKaeTCd C pa3pelieHud
PYKOBOAUTE/IA TOCYyAdapCTBEHHOI'0 OprdHd, OpraHa MEeCTHOI'O0 CaMOYIipaBJ/IEHWsA, OpPraHW3alihU
W/ JIMlida UM YIIOJIHOMOYE€HHOTI' 0.

110. Bbiaua apXWBHBIX [OKYMEHTOB BO BpeMeHHOe [10/iIb30BaHWe ITPOM3BOJIMTCS Ha
OCHOBAaHMM aKTa O BbIJlaueé apXWBHBIX [JIOKYMEHTOB BO BpEMeHHOe TI0/b30BaHUe
(pekomeHayeMbIii 0Opa3el] npuBesieH B npuioykeHu N 21 k TIpaBusiam).

Beijaua  apxXuBHBIX  JIOKYMEHTOB  pabOTHHMKaM  CTPYKTYPHBIX  TOpa3fesieHuit
roCyJjapCTBEHHOTO OpraHa, OpraHa MeCTHOTO CaMOYTIpaB/ieHUs, OpraHu3aluu B LeJsx
peanu3ali UX CIy»KeOHBbIX 00s3aHHOCTeM TMPOW3BOAUTCS Ha OCHOBAHUM 3aKasa (Cimy»kKeOHOM
3arMCKY, 3asBKM) Ha Bbllauy e/IMHUL] XpaHeHUs..

@aKT BBIJJaUM €JJUHUIL] XPAHEHHUs TTO/JIEXXUT 00s13aTe/TbHOM (PUKCAITUM.

ITpy Hamuuuu CX3O/I yueT Bblauu JOKYMEHTOB, B TOM UMC/le BO BpeMeHHOe [10/Ib30BaHue,
BeJIeTCs B 3/IeKTPOHHOM BU/le.

111. B wiy4yae BblJjaud apXUBHBIX [JOKYMEHTOB BO BpeMEHHOe I[10/Ib30BaHHe WHbIM
roCy[apCTBeHHBIM OpraHaM, OopraHaM MeCTHOI'O CaMOYIIpaBJ/IeHWs, OpraHusalvsM, B IOps/Ke,
npefycMOTpeHHOM IyHKTOM 107 IlpaBui, MX BBIHOC paspellaeTcst 0 Iporyckam. ITopsgok
odopm/ieHHs 1 BblZjauu MPOIYCKOB yCTaHAB/IMBAETCS JIOKaIbHBIM HOPMaTUBHBIM aKTOM.

112. TIpu TpaHCTIOPTUPOBKe apXUBHBIX JOKYMEHTOB BHe apX1Ba /JOJDKHBI OBITh:

a) CoOJTIO/IeHbI YC/IOBHS, TIPeIOTBpAITaioliie BO3ZEHCTBHE Ha HUX BPeJHBIX (DaKTOpPOB
OKpY»Katolllell cpefibl 1 MeXaHWUYeCKUX TOBPeXXAeHUH MoCpeiCTBOM TPUMeHeHUs CrieliiaaIbHbIX
Tapbl U YIIaKOBKHY;

6) obecrieyeHO UX COMPOBOXKAeHHe pabOTHUKOM apXHBa.

113. Bbiauy eguHUL] XpaHeHHs] BO BpeMeHHOe T0JIb30BaHue U MpueM MX 00paTHO, B TOM
yuc/ie TIONIMCTHYIO TIPOBEPKY Ha/MWUMsi M COCTOSHUSI [IOKYMEHTOB Tiepe[; Bbljauell U TIpu
BO3Bpare, MPOU3BOJUT pabOTHUK apXuBa (/IUL[0, OTBETCTBEHHOE 3a apXMB) B MPUCYTCTBUU JIUIIA,
nonyvaroujero (BO3Bpallarolero) eAWHULbI XpaHeHWs. Ha MeCcTO BblZlaBaeMbIX €JUHUL]
XpaHeHUssT W Omnuced [en, JAOKYMEHTOB /[IO/DKHA TOMelaTbCs (TOAK/IaAbIBaThCS) KapTa-
3aMeCTUTeNTb eJIMHULIBI XpaHeHHs (PeKOMeH/IyeMblii oOpa3sel] TipuBe/ieH B npuiokeHun N 22 K
[TpaBunam). [1py Bo3BpallleHUM eIUHULIbI XpaHeHUsl KapTa-3aMeCTUTe b U3bIMaeTCsl U XPaHUTCS
[0 MUHOBaHUS1 HaJJOOHOCTH.

IX. Befenue yuera apXuBHBIX [JOKYMEHTOB B IrOCyAapCTBEHHOM
oprase, opraHe MeCTHOr0 CaMOyIpaB/IeHUsl, OpraHu3aLuu



114. yI—IETy noayiexkaT BCe HaXoJdluecss Ha dpXUBHOM XpdHEHHWU JOKYMEHTEI, B TOM UMK CJie
JAOKYMEHTEI 110 JIMYHOMY COCTaBYy, KOITMKW JOKYMEHTOB, BK/IFOUEHHbIE B CI)OH,E[ I110/Ib30BaHUA (HPI/I
Ha]'II/I‘JI/II/I) M OITMCH e, JOKYMEHTOB, OIMHNCH 3JIEKTPOHHBIX JOKYMEHTOB.

Oco0eHHOCTH yueTa 3JEeKTPOHHBIX, ay/UOBHU3YyalbHbIX JOKYMEHTOB YCTAHOBJIEHBI
nyHktamu 138, 141, 164, 168 u 169 I[1paBun.

115. TocymapcTBeHHBIM OpraH, OpraH MeCTHOTO CaMOYTIpaB/ieHUs, OpraHu3aLus,
SIB/ISIFOLLASICSI MCTOUHUKOM KOMIIEKTOBAHUS TOCYAAPCTBEHHOr0 (MYHMLMIA/IBHOIO) apXWBa,
TMIPeZICTaB/ISIOT B TOCYZAAPCTBEHHBIN (MYHULIMTIAIBHBIN) apXUB YUeTHbIe CcBefileHHUs 00 oObeme U
CcoCTaBe XpaHALMXCS B apxuBe (HAXOAALMXCA Ha apXWBHOM XpaHEHWU) [OKYMEHTOB
ApxuBHoro d¢oHga Poccutickoit ®efepaiiii U APYrUX apXWBHBIX JOKYMeHTOB B ¢opMme
racriopra apxvBa B COOTBETCTBUM C TIOPSIAKOM TOCY[JapCTBEHHOI'O YyueTa [JOKYMEHTOB
ApxuBHoro (onza Poccuiickoit ®efjepaliuy, yCTaHOB/IEHHBIM YIIOJTHOMOYEHHBIM (pefiepanbHbIM
OpraHOM MCIIOJTHUTE/IbHOU B/IaCTH B Cpepe apXUBHOTO Jiefa U [ieJI0NPOM3BO/CTBa <35>.

<35> IMoanyHkT 11 nyHkTa 6 [TonokeHus o Pocapxuse.

116. OCHOBHBIMHM €[MHHULIAMU yUyeTa apXUBHBIX JOKYMEHTOB SIB/ISIOTCS apXWBHBIA (OHZ,
eIMHULIA XPaHeHUsl.

117. Cegenuss 06 obbemMe W COCTaBe eAWHUI] XPaHEHWs YKa3bIBalOTCS B apPXUBHBIX
yUYeTHbIX JoKyMmeHTaX. O6si3aTenbHble M BCIIOMOraTeslbHble apXUBHblE YUeTHble [OKYMEHTbI
BelyTCsl /i1 obecrieueHHst ydeTa TMOCTYIUIEHHS], BBIOBITHS, KOJMYECTBA, COCTAaBA M COCTOSIHUS
apXUBHBIX JOKYMEHTOB.

118. B cocrtaB o00si3aTeNbHBIX YYeTHBIX JOKYMEHTOB apXvBa BXOJAT KHWTA yueTa
TIOCTYT/IEHUSI ¥ BBIOBITHS /1, JOKYMeHTOB (peKoMeH/[yeMblii oOpas3eL] IpuBe/ieH B TIPUJIOKEeHUH
N 23 k [IpaBunam), miuct doHja (pekoMeHyeMbIii obpasel] rpuBefieH B TIpuioykeHud N 24 K
[TpaBrnam), onMch fies1, JOKYMEHTOB, ONTMCh 37IeKTPOHHBIX JOKYMEHTOB; fiesio GoHJa.

K BcriomorarenbHbIM YUe€THBIM JOKYMEHTAaM OTHOCATCS:

a) crucok QoHAOB (pPeKOMeHJyeMblii oOpa3selr] TpuBefieH B TpwiokeHnn N 25 K
[TpaBuiam), KOTOPBI COCTABJISIETCS TPU OCYIIECTB/IEHUHA XPaHEHUS] apXWBHBIX JJOKYMEHTOB,
OTHECEeHHBIX Oosiee ueM K OZIHOMY (OH/Y;

0) KHUTA BbIJJaud eJUHUL] XPaHeHUsI BO BpeMeHHOe T10JIb30BaHUe;
B) peecTp omnucel (peKoOMeH[yeMblii oOpa3er] npuBezieH B rpunokeHnu N 26 k [TpaBuiam);
I') CITUCOK UCTOYHUKOB KOMILJIEKTOBaHUS;

) Tororpaduyeckre ykasarenu (MOCTe/VIaKHbIM W TOQOHA0BbIN) (TIpM  HaIWUUU
apXUBOXPaHWIHII);

€) KaTaJory;
)K) yKasareJsiu.

l'ocynapcTBeHHBIM oOpraH, OpraH MeCTHOTO CaMOYTIpaB/IeHHsl, OpraHu3alys MOTyT
HCTIO/Th30BaTh CAMOCTOSITE/TbHO WHBIE BCIIOMOTaTe/IbHbIe yueTHbIe (OPMBI.
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CX3 (nmpu HamMuuMy) [o/DKHA o0ecrieunBaTh BK/IFOUEHHE [aHHBIX, aHaJOTMUHBIX
TIoKa3aTessiM, TIpeJlyCMOTPeHHbIM 00s13aTe/IbHBIMKA apXUBHBIMU YUeTHBIMU JOKYMeHTaMHU.

119. B kHuTy ydera MOCTYIUIeHUSI W BbIOBITHSI i/, JAOKYMEHTOB I10C/Ie/|0BaTe/TbHO
BHOCSITCSI BCe TepPBUUHbIe M TIOBTOPHbIE TIOCTYIIeHUs! (BBIOBITUS) Ziesi, JOKyMeHTOB. Kaxioe
MocTyryieHue (BbIObITHE) B TIpeZiesiaX OTUETHOTO ro/ia ToJTy4yaeT MOPSIKOBbI HOMEp B BaJlOBOU
110C/1e/J0BaTe/IbHOCTH.

120. E>xerofjHoO TOJBOJUTCS WUTOT KOJIMUECTBA TIOCTYIMUBIIMX W BBIOBIBIIMX 3a TOJ [el,
JJOKYMEHTOB 110 COCTOSIHUIO Ha 1 siHBapsl, C/Ie/lyIOLLero 3a OTYETHBIM F'OZI0M.

121. Jluct QoHAa cocTaBiseTcs Ha Kax/blii apxuBHbIM (oHA. B mucre donza
YUUTBIBAIOTCS BCE TIOCTYTIEHHSI U BBIOBITHS ONTMCAHHBIX ¥ HEOTTMCAHHBIX JIOKyMeHTOB (hOH/a.

JIuctel GOHAOB XpaHATCS B TIOPsiIKe BO3pacTaHUsi HOMEPOB apXWMBHBIX (OHJAOB. JIUCTHI
¢oHZOB GOPMUPYIOTCS B [Ie/10, K KOTOPOMY COCTaBJISIeTCSI JINCT-3aBEePUTE]Tb.

B JINCTE-3aBepUTeE/I€ YKd3bIBAOTCA 06Luee KOJ/IM4YeCTBO JIMCTOB JOKYMEHTOB, BK/IOUEHHBIX
B /1€/10, HaYd/IbHble U KOHE€UYHbIe HOME€Pa dPXHBHBIX CI)OH,ELOB, 06Luee KOJ/JIM4eCTBO apXWBHBIX
(bOH,qOB, JIMCTBI KOTOPBIX BK/IKOUEHEBI B [€/10.

122. B pmeno ¢oHAa BKIHOYAETCS KOMILIEKC JOKYMEHTOB (MCTOpUUeCKHe W TeMaTHuecKue
CTIpaBKH, JIOTOBOPbI O Tiepejjaue [JIOKYMEHTOB Ha TIOCTOSTHHOe XpaHeHHe, aKThl ITPOBEpPKHU
Ha/IMYUst U COCTOSTHUSI ZIOKYMEHTOB, aKThl O TEXHHUECKHX OIMOKaX, akThl IIpUeMa U Tiepefiaum,
aKThI BbI/IeJIEHUS IeJT U TOKYyMEHTOB K YHUUTOXKEHHIO, aKThl 00 yTpaTe W aKThl O HEUCITPABUMBbIX
TIOBPEXKJEHUSAX, aKThl 00 OOHapy)KeHUM [OKYMEHTOB, aKThl pacCeKpeuuWBaHUs U JIpyrue
JIOKYMEHTBI, OTpakaroiye paboTy ¢ (OHZOM) IO HCTOPUM HCTOUYHHUKA KOMITJIEKTOBAHUS
(boHgoobpa3oBarens) ¥ apxuBHOro (oHAa, 00BEAMHEHHOTO apXWBHOTO (OHJA W apXHUBHOMN
KOJIIEKLMHU.

123. [Ins ToeAUHUYHOTO M CYMMAapHOTO yueTa apXUBHBIX JOKYMEHTOB, 3aKperieHust
MopsiZika UX CUCTeMaTH3allud, yueTa W3MeHeHHWM B cOCTaBe M 00beMe apXUBHBIX JOKYMEHTOB
COCTABJISIETCS OTUCH JieJl, JOKYMeHTOB, OIUCh 37IeKTPOHHBIX JOKYMEHTOB.

124. Cnucok (¢GoHIOB BeZieTcss B TOCYJApCTBEHHOM OpraHe, OpraHe MeCTHOTO
caMoyTIpaB/ieHUs], OpraHu3al[uM, XpaHsileid J0KyMeHThl Oojsiee ueM ofHOro ¢oHja. Kaxablii
apXWBHBIM (DOH/, BK/IIOYAeTCS B CIMCOK (DOHZOB TOJBKO OJUH pa3 IMpU TMepBOM IOCTYIJIEHUH
apXMBHBIX IOKYMEHTOB yKa3aHHoOro ¢oHga. Kaxxgomy dhoHay npucBavBaeTcsi UHAUBUYyalbHbINA
HOMep, KOTOpbIM COXpaHsieTCs 3a HUM BO BCeX YueTHbIX JoKyMeHTax. Homepa doHmam
TIPMCBavBalOTCsl B BaJIOBOM TIOPsIJIKe.

B cnyuae nepesaur apxuBHOTO (OH/Ia B APYTOM rOCYZapCTBEHHBIN OpraH, OpraH MeCcTHOTO
CaMOYTIpaBJ/ieHUsl, OPraHU3allMIo, BKJIFOUEHUsI er0 B COCTaB 00beMHEHHOTO apXWBHOTO (hoHIa
WIA BbiZIe/IeHUsT BCeX [JOKYMEHTOB K YHUUTOXKEHHUI0 OCBOOOJAMBIIMIACS HOMEp [Pyromy
apxyuBHOMY (DOH/ly He TIPHUCBauBaeTCsl.

OO6benuHeHHble apXvBHble (OH/BI M apXUBHble KOJUIEKIIMM YUUTHIBAIOTCS Ha OOIIMX
ocHOBaHMsAX. OOBeIUHEHHOMY apXWBHOMY (GOHZAY, 00pa30BaHHOMY W3 apXWBHBIX (DOH[OB,
paHee YUTeHHBIX CaMOCTOSATe/bHO, MPUCBaUBaeTCs HOMep OJHOr0 W3 apXMBHBIX (DOHJOB,
BKJ/IFOUEHHBIX B €r0 COCTaB.

Homep apxuBHOro ¢oHja rocyjapCTBeHHOTO OpraHa, opraHa MeCTHOTO CaMOYTIpaB/IeHus],
OpraHu3alii - WCTOYHMKA KOMIUIEKTOBAHHSI TOCY/lapCTBEHHOr0 (MYHMLIMIANIBLHOTO) apXuBa
BHOCUTCSI B CIUCOK (DOHAOB TI0Ji HOMEpPOM, KOTOpLIM TPUCBOEH €My B TOCY/IapCTBEHHOM
(MyHULIMTIATBHOM) apXUBe.



Ha3Banue apxuBHOro (hoHZa BHOCUTCSI B CIMCOK (POHJOB Ha OCHOBAaHWM HMCTOPUYECKOU
CrpaBKu K (OHJy WM TUTY/IBHOTO JIUCTa OIKCU Je, JOKYMEHTOB, OITMCH 3JIEKTPOHHBIX
JIOKYMEHTOB.

Ha3Banue apxuBHOro (OHJA COCTOMT M3 MOJHOTO W (B CKOOKAax) COKpAIlleHHOTO
HauMeHOBaHMs (oHJ000pa3oBarenss (MPU HaAMUWHM), C YyKa3aHWEM €ro TOJYMHEHHOCTH,
MeCTOHAXOXK/EHUs, /aT CO3[aHusl U JUKBUAAlmu. Eciu HavMeHoBaHWe (OHJ000pa3oBaTess
M3MEHSIJIOCh, TO B CMIMCKe (DOHJOB YKa3bIBAeTCsl ero Moc/iefHee Ha3BaHHE B PaMKax Iepuoza, 3a
KOTOPBIN MPHUHATHI JOKYMeHThI. Bce mpebiayliye u3MeHeH!sl B HANMEHOBAaHUM OTMEUalTCs B
nucte GoHAA.

HasBanue 00BefuHEHHOTO apXWBHOrO ¢OHJA COCTOUT U3 000OIIEHHOTO Ha3BaHUs
BK/IFOUEHHBIX B Hero apxuBHbIX (OHZOB. B yucT ¢doHAa BK/IOUAIOTCS BCe HaMMeHOBaHUS
rocy/lapCTBEHHOIO OpraHa, OpraHa MeCTHOTO CaMOYIpaB/IeHHs, OpraHu3aly, JOKYMEHTbI
KOTOPBIX BK/IFOUEHbI B 00beIMHEHHBIN (POH/I.

B Ha3BaHUM apXUBHOW KOJIJIEKIIMY yKa3bIBaeTCs MPU3HaK (MpU3HaKK) ee HOPMUDPOBaHMUS.

E>xxerofHo K crucKy (OHJOB COCTaB/sIeTCSI UTOrOBasi 3alyCh O KOJIWYECTBE apXHBHBIX
(hOH/T10B, TTOCTYIMBIIINX U BLIOBIBIIINX B TeUEHHUE T0/la, ¥ 00II[eM KOJTMUeCTBe apXUBHBIX (HOH/IOB,
HaxXOZSIIMXCSl HA XpaHEeHUM B apXvBe M0 COCTOSIHUIO Ha 1 siHBapsi, CJie[yOIlero 3a OTUETHbIM
TOZIOM.

Crircok (bOH,ZLOB noauurBaeTCd B TBepAYyHO O6]'[0)KKy, JIMCTBI HYMEPYIOTCA, COCTaB/IACTCA
JINCT-3aBEPUTEJIb.

125. [ins perucrpauyyd OIHCeH [ies, JOKYMEHTOB, OIMCEeH 37eKTPOHHBIX [OKYMEHTOB,
yueTa UX KOJIMUeCTBa U COCTaBa BeZleTCsl peecTp OIUce Jiesl, JOKyMeHTOB.

B peectpe ommceli (pUKCHUPYIOTCS OCHOBHBIE AaHHBIE O COCTaBY KaXKJOW OIMHCH [ell,
JIOKYMEHTOB, OIUCH 37IeKTPOHHBIX JJOKyMEHTOB: HoMep (OH/a, HOMep OIWCH, BUJ, JOKYMEHTOB,
BKJTFOUEHHBIX B OIKCh, KOJIMUECTBO €JWHUL] XPaHEHUs, KOJMUEeCTBO JIMCTOB B OMWUCH W ee
9K3eMILISIPOB.

126. YuerHble 6a3bl JaHHBIX, B TOM umc/e 6a3bl ganHbix CXO/], BeAyTCs MpU HAJTMUUH B
roCy/JapCTBeHHOM OpraHe, OpraHe MeCTHOI'O CaMOYIIpaB/ieHusl, OpraHu3aliyd TeXHUYeCKUX U
MIPOTPaMMHBIX CPeJICTB HapaBHe C 00s13aTe/TbHBIMUA apXUBHBIMHU YUETHBIMHU JOKYMEHTaMU.

127. ApxuBHbIe y4yeTHble [JOKYMEHTbI, B TOM UHCJIe 110 OJJHOMY 3K3eMIUISPY OMHCH [iel,
JIOKYMEHTOB, pa3MeLIaloTCs B TIOMeIeHWH [ijis XpPaHeHUs YUeTHbIX [JOKYMEHTOB WM Ha
OTZeNbHOM CTejlyla’ke B paboyell KoMHaTe pabOTHHKA apXuBa (JIMI]a, OTBETCTBEHHOT'O 3@ aPXUB).

BTopoii 3K3eMIUIsip OMUCH [eJl, JOKYMEHTOB pa3MeIlaeTcss B apXUBOXPaHU/HUILE
000C00/IeHHO OT eJUHUI] XpaHEeHHSI.

128. ApxvBHBIe yuyeTHble J[OKYMEHTbl, KpOMe OIHCeN Jes, [JOKYMEHTOB, OIUCel
3/IEKTPOHHBIX JIOKYMEHTOB IpeJjHa3HavyaoTcs /1l C1yKeOHOro Mo/ib30BaHUs U 110/1b30BaTesIsIM
apXUBHBIMU IOKyMeHTaMU <36> He BbIJAI0TCS.

<36> IIyHkT 19 crateu 3 PepepanbHOro 3akoHa N 125-03.

129. YueT NoCTYIUIEHUS ¥ BLIOBITUS fieJT, TOKYMEHTOB OCYIIeCTB/ISIETCS Ha OCHOBAaHUH:
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a) onucu gea, [OOKYMEHTOB, OIIMCH 3JIEKTPOHHBIX OOKYMEHTOB CTDYKTYPHOI'O
nogpasaejeHruss U rogoBOro pdsfesia CBO,Z[HOﬁ OMrCHU Aejl, IOKYMEHTOB OITMCHU 3JIEKTPOHHBIX
JAOKYMEHTOB,

0) HOMEHK/IATyphl Jel TIPM OTCYTCTBUM OIUCeH e/, JAOKYMEHTOB CTPYKTYPHBIX
NoJpaszeseHni;

B) aKTa 0 TeXHUUEeCKHUX OIINOKax B YUETHBIX JOKYMEHTAX;

r) akta 00 OOHapy)KeHUU [JOKYMEHTOB, He OTHOCSIIUXCS K JIAHHOMY apXWUBHOMY (OHZY,
HEyUTeHHBbIX;

[l) aKTa 0 HeOOHapY>KeHWH apXUBHBIX JOKYMEHTOB, MyTH PO3bICKa KOTOPBIX MCUepIIaHbl;
€) aKTa O HEUCITPAaBUMBIX TIOBPEXK/IEHUSX apXUBHBIX JOKYMEHTOB,;

)K) aKkTa mnpuemMa-repeZiaud apXMBHBIX [JOKYMEHTOB B OpraHHU3alllio, OCYIeCTBIISIOLIYIO
JleATe/IbHOCTb 110 XpaHEeHUI0 JOKYMeHTOB (peKoMeHJyeMblii oOpasel| NpuBe/ieH B NPU/IOKEHUH
N 27 k IlpaBunam);

3) dKTd O BbIAe/IEHWU K YHUUTOXXEHHUIO JOKYMEHTOB, He ITOAJIeKalllMX XpdHEHHIO.

130. Ha ocHOBaHUM [OKYMEHTOB, YyKa3aHHbIX B IyHKTe 129 IlpaBui, BHOCATCA
HeoOXo/Mble U3MeHeHHs! B 00s13aTe/ibHble apXUBHbIE YUeTHbIe JOKYMEHTbI:

a) B KHUTY yueTa TIOCTYIJIEHUS W BBIOBITHS 7ies, JOKYMEHTOB W B JIUCT (OHZAA - TIPH
Ka)KIOM U3MEHEHUH B COCTaBe ¥ 00beMe apXUBHBIX [JOKYMEHTOB,;

6) B cnucok (OHJOB - TPU MOCTYIVIEHWH HOBOIO apXMBHOTO (OH/A WX BBIOBITUM BCEX
Jle/l, TOKYMEHTOB HaxOJMBLLIErocsi Ha XpaHeHWH apxuBHOro ¢oHza. B rpade "OtmeTka o
BbIOBITUM (hoHJA" cricKa (OHJOB yKasbiBaeTCsi MecTo (aZipec) BbIOBITUS apXuUBHOro ¢oHAa, a
TaK>Ke /laTa ¥ HOMep JOKyMeHTa, Ha OCHOBaHUM KOTOPOT'O OH BBIOBIT;

B) B peecTp OmMCedl - MpU TOCTYIJIeHUM HOBOM OIMUCU WA BLIOBITUM BCEX eJUHUL]
XpaHeHWs] HaXOJMBIIENCsl Ha XpaHeHWH onvch. Homep BBIOBIBIIIEH OMMCH JPYTUM OITUCSM JIe,
JIOKYMEHTOB, OIHCSIM 3/IeKTPOHHBIX JOKYMEHTOB He TIPUCBAaBaeTCsl U OCTAeTCsl CBOOOHBIM;

l") B OIIMCU [ejl, AOKYMEHTOB, OIIMCU 3JIGKTPOHHBIX OOKYMEHTOB - TIpHU KaXaO0M
MOCTYyIUVIEHHHU U (I/IJ'II/I) BBIOBITUU Aesa, NOKYMEHTOB, 3J/IEKTPOHHBIX dPXHWBHBIX [OOKYMEHTOB,
YUTE€HHBIX B AaHHOﬁ OITHCH.

COOTBETCTBYIOH_[I/IE HW3MeHEeHHsa BHOCATCA BO BCIIOMOI'aTe€/IbHbieé apXHWBHbIE€ YYETHbIE
AOKYMEHTBI.

X. Opranmamm KOMIUIEKTOBAHUSA, XPaHEHUA U yUeTa 3/IEKTPOHHBIX
dPXUBHBIX JOKYMEHTOB

131. HopmaTruBHble yC/JIOBUSL XpaHEHUs J/eKTPOHHBIX apXUBHBIX  JIOKYMEHTOB
peryaupyroTcs 3akoHozaTesnscTBOM Poccuiickot Pepepaliy, 10KaabHBIMA HOPMaTUBHBIMU
aKTaMy TOCYy[apCTBEHHOIO OpraHa, oOpraHa MeCTHOrO CaMOYIIPaB/IeHUs, OpraHU3aLuy,
yCTaHaB/IMBaIOIIMMH TpeOOBaHUSI:

a) K obecrieueHHI0 COXPAHHOCTH 3JIEKTPOHHBIX apXUBHBIX JOKYMEHTOB,;

0) K TmoAJep)KaHUI0 FOPUJUUYECKOW 3HAUMMOCTH B TeUEeHHEe YCTAaHOBJ/IEHHBIX CPOKOB



XpaHeHus;
B) K pasrpaHUYeHUIo MpaB JOCTYIAa K 3/IeKTPOHHBIM apXUBHBIM [JOKYMeHTaM;
I') K [TOP/KY NpreMa-Tiepefjaud 3J1eKTPOHHbBIX apXUBHBIX JOKYMEHTOB;
) K ACII0/Ib30BAHHIO 3/IeKTPOHHBIX aPXUBHBIX [JJOKYMEHTOB;
€) K UCT0/Ib30BaHUIO 3/IeKTPOHHOM ITOANUCH [TPU aDXUBHOM XPaHeHUHU.

132. XpaHeHue 3/1eKTPOHHBIX apXWUBHBIX JOKYMeHTOB ocyujecTtsasgercd B CXO/l u (umm)
Ha (u3nvecky 060c00IeHHBIX HOCUTEISIX.

133. Ilpu ocCylecTB/IeHUM XpaHeHUs 3JIeKTPOHHBIX apXWBHBIX JOKYMeHTOB B CXOI/I,
OpraHu3aly, 3a WCK/IOYeHHeM OpraHOB TOCYJapCTBeHHOW BJIACTH, OPraHOB MeCTHOrO
camoyTipaB/leHUs, TOCY[apCTBeHHbIX M MYHULMNAJBHBIX oOpraHusaguu <37>, BIpaBe
WCII0J/1b30BaTh YCJIYTH TPETbUX CTOPOH M0 XpPaHeHUIO 3JIEKTPOHHBIX apXUBHBIX [JOKYMEHTOB.

<37> Yacrts 4 cratbu 21 @epnepanbHOro 3akoHa N 125-@3.

134. TpebGoBaHusi K peXUMY XpaHEHHs 37eKTPOHHBIX apXWBHBIX 0KyMeHTOB B CXO]]
obecrieunBalOTCsl ee COOTBETCTBHEM TpeOOBaHUSM 3aKOHO/aTenbcTBa Poccuiickoit ®efepaiiviu B
o0siacTy co3/1aHVsl, pa3BUTHS, BBOJA B FKCITyaTal[MI0 MHPOPMAIIMOHHBIX CHCTEM W XPaHEHUs B
HUX MHpopManuy <38> U cobsroieHreM TpU ee SKCIUTyaTaliuy TpeboBaHMid MH(MOPMaL[MOHHOM
Oe3omacHOCTH ¥ 3aUThI HHGOpMaLu <39>.

KoucynbranTllntoc: npumeyanue.
B oduimanbHOM TekCTe [OKyMeHTa, BUAMMO, [OIyllleHa oreuaTka: WMeeTcsi B BUIY
niocraHosseHue IIpasutensctBa P® N 676 ot 06.07.2015, a He ot 06.06.2015.

<38> ®epnepanbHBId 3aKOH OoT 28 gekabps 2010 r. N 390-®3 "O 6e3omacHocTH";
nocraHoBnenue IlpaBurtensbctBa Poccurickon Pepepanmn ot 6 nroHs 2015 r. N 676 "O
TpeOOBaHUSIX K TIOPSJKY CO3/IaHUs, Pa3BUTHS, BBOJA B SKCIUTyaTalMi0, SKCIUTyaTalliy U BbIBOJA
M3 JKCIUTyaTalluM TOCYy[apCTBEHHbIX HH(OPMALIMOHHBIX CHCTEM M JajbHEeMIero XpaHeHus
copeprkalieiicst B mx 06a3ax JaHHBIX WHpoOpMamu'"'; moctaHoBsieHne [IpaBurenbcTBa Poccuiickoit
Qeneparui - ot 14 Hostbps 2015 r. N 1235 "O denmepanbHOl TrocyaapCcTBeHHOM
HMH(OPMaLIMOHHOW CHCTeMe KOOp/IMHAl[MK UH(popMaTU3aiuu'.

<39> Cratbs 16 DefepanbHOro 3akoHa ot 27 utonsg 2006 r. N 149-d3 "O6 uHdbopmaliy,
MH(OPMALIMOHHBIX TEXHOJOTUAX U O 3auure MH@opmaruu" (fanee - defepanbHbli 3akoH N
149-®3); mpuka3z ®CTIK Poccuu ot 11 deppans 2013 r. N 17 "O6 yrBepkaeHuu TpeboBaHMi
0 3auuTe WHGOpPMAaMM, He COCTaBJSIOIIel TIOCY[apCTBEHHYHO TailHy, cofiepsKalleiics B
rocy/lapCTBeHHbIX MH(OPMaL[MOHHbIX cUcTeMax' (3apeructpupoBaH MuHioctom Poccun 31 mast
2013 r., peructpauuonHeli N 28608), ¢ u3MeHeHHsIMM, BHeCeHHbIMU TMpukazamu PCTOK
Poccuu ot 15 deBpans 2017 r. N 27 (3apeructpupoBad MuHtoctom Poccuu 14 mapta 2017 1.,
peructpauyonssii N 45933), ot 28 mag 2019 r. N 106 (3apeructprpoBad MuHroctom Poccun
13 cenTsiopst 2019 1., perucTpanoHHbiii N 55924).

FOCY,ZLEIPCTBEHHBIG OpraHbl, OpraHbl Me@CTHOI'O CAMOYIIDAB/IEHHUA W OpPraHU3dljhU 00s13aHbI
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obecrieunBaTh 3alUTy WHPOPMAMM U TIEPCOHANBHBIX AAHHBIX, cofepxamuxcs B CX3/I, B
COOTBETCTBUHM C 3aKOHOZaTebCTBOM Poccuiickoi depeparyn <40>.

<40> Cratbsi 16 ®enepanbHoro 3akoHa N 149-d3; crates 7 ®PenepanbHOro 3aKoHa oT 27
nroig 2006 r. N 152-@3 "O nepcoHa/bHbIX JaHHBIX .

135. CX31 momkHa ObITb MHGOPMALMOHHO M (YHKIHMOHA/MBHO coBMectuMa ¢ CO/] u
WHBIMM MH(OPMALlMOHHBIMM CHUCTEMaMH TOCYZapCTBEHHOIO OpraHa, oOpraHa MeCTHOIO
CaMoyTIpaB/ieHUs, OpraHMu3aliyd, C COOTBETCTBYIOLIMMU HH(OPMALMOHHBIMU CHUCTeMaMU
rOCyZlapCTBeHHbIX (MYHULMNA/IbHBIX) apXMBOB U YIIOJIHOMOYEHHBIX OPraHOB MCIOHUTE/BHOU
BJIaCTH B Cc(pepe apXHUBHOTO Jiefa.

136. CX3/l rocyaapCTBEHHOTO OpraHa JO/DKHAa COOTBETCTBOBaTh TpebOBaHUSM K
cucTeMaM 3JIeKTPOHHOTO JOKyMeHT0000poTa U cucTeMaM XpaHeHHsl 3/IeKTPOHHBIX JOKyMeHTOB
B apXMBax roCy/lapCTBeHHbBIX OpraHoB <41>.

<41> TunoBsle GyHKIMOHATbHBIE TPeOOBaHUS.

137. CX3]], ¢ wucnonb3oBaHWEM KOTOPOM OCYIeCTB/SIeTCS XpaHeHWe 3/1eKTPOHHbBIX
apXMBHBIX [IOKYMEHTOB B OpraHax MeCTHOIO CaMOyIpaB/leHUsl U OpraHu3alysxX, [J0JDKHA
BBITO/HATE (PYHKLMU T10:

a) TIipMeMy 371eKTPOHHBIX JOKYMEHTOB Ha apXUBHOe XpaHeHHe B TOpsi/iKe, yCTaHOBJIEHHOM
nyHktamu 147, 148, 150 IlpaBu;

6) XPaHEHHUIO 3JIGKTPOHHBIX dDXHWBHBIX TOKYMEHTOB BMeCTe C UX MeTaJdHHBIMU,

B) yueTy 5/IeKTPOHHBIX apXUBHbIX JJOKYMEHTOB U Npe/CTaB/IeHNI0 YUeTHON UH(pOpMaLUu B
¢opme, ykaszaHHOH B myHkTe 138 [1paBu;

r) (GOpMHUPOBAHHIO TPOEKTOB TOZOBBIX pasfie/ioB OMMCeH 3/eKTPOHHBIX JIOKYMEHTOB U
MHBIX O00s3aTeNbHBIX apXMBHBIX YUeTHbIX J[OKYMEHTOB, NpeJyCMOTPeHHbIX ITyHKTOM 118
IIpaBur;

,q) pe3epBHOMY KOITMPOBAHWIO U BOCCTAHOBJIEHUIO 3JIEKTPOHHBIX dPXHWBHBIX JOKYMEHTOB 1
HUX MeTaJdaHHBIX;

e) NpoBepKe Haluuusi U COCTOSIHUS 3/IeKTPOHHBIX apXWBHBIX JOKYMEHTOB B IOpsJKe,
rpeAyCMOTpeHHOM nyHkTamu 152, 153 Ilpasu;

)K) co3faHui0 (KOMMPOBaHMIO) U BKMOYeHHI0 B CXDJ] 9K3eMIUIIpOB 37eKTPOHHBIX
apXUBHBIX JOKYMEHTOB U3 UX Pe3ePBHbIX IK3eMIUISIPOB B3aMeH MOBPeK/IeHHbBIX;

3) MNPpUMEHEHHIO TIPpOrpdMMBbI TIPOBEPKM TEXHHUUYECKOro COCTOAHHUA 3J/IEKTPOHHBLIX
AOKYMEHTOB M COXPaHEHUS Pe3y/IbTAaTOB IIPOBEPKH B Te€UEHHE YCTAHOBJIEHHOTO BDEMEHU;

1) obecrieueHWI0 TPOLIECCOB KOHBEPTAL[MH, B COOTBETCTBUM C MyHKTamMud 154 - 156
[IpaBus, W/WIM MUTpaLiUU 37IeKTPOHHBIX apXWUBHBIX JOKYMEHTOB BMeCTe C UX MeTaJaHHLIMU B
Lensix obecrieueHHsi COXPAaHHOCTU U BO3MOXKHOCTHM HCII0/Ib30BAHUSI 3/I€KTPOHHBIX apXMBHBIX
JIOKYMEHTOB B TeUeHUe yCTaHOBJ/IeHHbIX CPOKOB XpaHEeHU,;
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K) (bOpMI/IPOBaHI/II-O MMPOEKTOB aKTOB O BbIAE€JTE€HHMHW K YHHUYTOXXE€HHWIKO [JOKYMEHTOB, He
noaiexKdlrx XpaHeHUO;

) (GOPMHUPOBAHUIO YBEIOM/IEHHMM 00 WCTeUeHWM CPOKOB XpaHEHWs 3JeKTPOHHBIX
apXUBHBIX [JOKYMEHTOB, yJaneHut0 BKMOUeHHbIXx B CXOJl 9271eKTPOHHBIX apXUBHBIX
JIOKYMEHTOB, B TOM UHCJIe UX Pe3ePBHBIX YK3€MIUISPOB, B COOTBETCTBUH C aKTOM O BBIJI€/IEHUH K
YHUUTOXXEHHIO ZIOKYMEHTOB, He TOAJIeXKalluX XpaHeHHo.

138. CX3/I mo/mKHA BBITTOMHATE (DYHKITMEO 10 CUCTeMaTHU3alUy IaHHBIX 00 3/1eKTPOHHBIX
apXMBHBIX JIOKYMEHTaX B COOTBETCTBMU CO CXeMOW cucTeMaru3auud. Cxema cUCTeMaTH3alyd
3/IeKTPOHHBIX ZIoKyMeHTOB B CX3O/l BK/tOUaeT ciefyiolive ypoBHU (YPOBHU omnucaHusi): HoH,
OTUCh, pa3zen (rmozpaszes) onucH (371eKTPOHHOE [lefio0 B COOTBETCTBUM C HOMEHK/IATypoul Jien),
371eKTPOHHBIN JOKYMEHT.

[ns nipepcTaBieHys MH(GOPMAIMM Ha Ka)k[IOM YPOBHE HCIO/b3yeTCsl apXUBHasi ydeTHas
dbopma (manee - AY®D), HaiMeHOBaHMUs TI0JIed KOTOPOM /ISl K&XKJ0T0 YPOBHS OMMCAHUS JO/DKHBI
COOTBETCTBOBATh OCHOBHBIM (00s13aTe/IbHBIM) YUETHBIM JIOKYMEHTaM.

139. C34 v CX3/ mo srama mepefjauyM Ha XpaHeHUE [OKYMEHTOB B IOCYyJlapCTBEHHbIE
(MyHUILMTIa/IbHbIE) apXKUBLI MOTYT ()OPMHUPOBATh W3 37IeKTPOHHBIX JOKYMEHTOB U 3/IeKTPOHHBIX
KOITWI IOKYMEHTOB 3JIeKTPOHHBbIE flefa.

140. Tlepefaua 3/1eKTPOHHBIX apXMBHBIX JOKYMEHTOB MOCTOSIHHOI'O, BDEMEHHOr0 (CBbILLIE
10 neT), B TOM 4MC/Ie TIO TMUHOMY COCTaBY, Ha apXUBHOE XpaHEHHe OCYIeCTBISIeTCS B MOPsKe
U B CPOKH, YCTaHOBJIEHHbIe ITyHKTOM 47 ITpaBus.

141. DneKTpOHHBIN apXUBHBIN IOKYMEHT, repe/jaBaeMblii Ha apXHMBHOe XpaHeHWe, COCTOUT
U3 CJIeAYIOIIUX CTPYKTYPHBIX 3/IEMEHTOB:

a) (haiis1 OCHOBHOM YacTU 37IeKTPOHHOTO JlokyMeHTa (B popmate PDF/A);

0) dalinbl NpUIoKeHUHM K 37IeKTPOHHOMY JJOKYMEHTY B (popmaTtax, npefjHa3HaUeHHBIX s
TEKCTOBbIX, TaOJWUHBLIX, TPaQUUeCKUX W CTPYKTYPHUPOBAHHBIX JIaHHBIX, ay/IMOBU3yabHbBIX
JIOKYMEeHTOB (TIpY HaJTUUMK);

B) aiisibl 3/1eKTPOHHOM(bIX) TIoATIHMCH(eil) (TIPY HA/TUUUM);

r) aiisl onucaHusi, CoJieprKalllero perucTpaljioHHO-YUYeTHbIe CBefieHUst <42> 0 JOKyMeHTe
(MeTaziaHHbIe).

<42> TTynkT 3.13 TunoBbiX HYHKIMOHA/IEHBIX TPeOOBAHUIA.

B cbatin ommcaHust KaXXj0ro 3JIeKTPOHHOTO apXUBHOT'O JIOKYMEHTA /I0JDKHA OBbITh BK/TFOUEHA
cnepyroias MH(GOpMaLYs:

a) JlaTa ¥ PerucTpaLiOHHbIN HOMep;

6) Buz;

B) 3aroJIOBOK K TEKCTY WK aHHOTALUS;
T) CBeJIeHUsI O peXXume J0CTy1a;

[l) CBelleHUsI O COTJIaCOBaHUM U TIOpyueHHs (pe30JIFoL[uM) B Clydyae, eC/M yKa3aHHast
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vH(OopMalys He TIPe/[CTaB/IsIeTCs CaMOCTOsITeIbHBIMU (haiinamu;
€) pe3y/bTaT IPOBepPKH 3/IeKTPOHHOM MOANUCU (37IeKTPOHHBIX MO/IMCe);
) 0bmmii 06BeM (aiinios (B OaliTax);

3) HauMeHOBaHUs (aiiyioB, /aThl U BpeMs WX TOC/eHer0 M3MeHeHUs, o0beM B OaliTax,
dhopmatsl (aitsios;

1) UH/IEKC Jiesia TI0 HOMeHK/1aType Jiefl;

K) 3aroJIOBOK Jie/ia 10 HOMeHKJ/IaType Jief;

J1) CPOK XpaHeHwus,;

M) [IOTIOJTHUTe/IbHAsE HeCTPYKTypUpOBaHHasi mHGopMalus (KOMMeHTapuii, IpuMeyaHue);
H) HOMepa CBs3aHHbIX OMKUCeH /ie/, HOMEP Jieia 1o OIMUCH Jief.

142. Tlocne 3aBepieHWs BefieHUs1 0a3  [JaHHBIX WH(POPMAIMOHHBIX  CHUCTEM,
obecrieunBarOTC BbIOOp W BBITPY3Ka [JAHHBIX, TOJIEXKAIUX XPAHEHWI0, B TIPOTPAaMMHO-
He3aBUCHMOM (opMare, KOTOpble YUYMTBHIBAIOTCS KaK eJMHMI]A XpaHEHWs M TepejaroTcsl Ha
apXWBHOE XpaHeHue.

143. OneKTpoHHBbIe [OKYMEHTHI TiepefialoTCs Ha apXWBHOe XpaHeHHe I10CPe/ICTBOM
HMH(}OPMaLIOHHO-Te/IeKOMMYHUKAI[MOHHBIX CeTel MO0 3all[uIlleHHbIM KaHa/aM CBsi3u U (WIK) Ha
¢usryecku 060c06/1eHHBIX HOCUTEJISIX.

ONEeKTPOHHbIE apXWBHbIE [OKYMEHTbl (WM WX PerucTpPaljMOHHO-yUeTHble CBeJeHUs
(MeTazsanHbie) B ciayuae, ecii CXO/ siBisercs noacuctemort CO/1) mepeparotest B CX3/] o
HMH(}OPMaLIOHHO-TeIeKOMMYHUKAI[MOHHBIM ceTsiM U3 CI /I, uHbIX WHGOPMAI[MOHHBIX CUCTEM.

O/IeKTpOHHBIe apXUBHble [OKYMEHTHI, IlepejjaBaeMble Ha apxXuUBHOe XpaHeHUWe Ha
¢usnueckn 060co01eHHBIX HOCUTEISIX, TTOAJIeKaT BKItoueHUo B CXO/]. [lanbHelillee XxpaHeHHe
3/IEKTPOHHBIX apXMBHBIX JOKYMEHTOB Ha (HU3MUecKr 000C00/IeHHBIX HOCUTEISIX [JOMyCKaeTCs B
C/lyyae, ecjii JIOKYMeHThl He TpeOyloT Mojjiep)KaHusl UX FOPUUUEecKON 3HAauMMOCTH, MUMEIOT
OrpaHUuYEeHHbBIN JOCTYI WM OCyLeCcTBIeHHe X XxpaHeHUs B CX3 /] HeBO3MOXXHO.

144. Tlopsimiok TmpueMa-Tiepeiaud  3JIeKTPOHHBIX ~ apXMBHBIX JIOKYMEHTOB BHYTpPHU
roCyJjapCTBEHHOTO OpraHa, OpraHa MeCTHOTO CaMOYIIPAaB/IEHUS, OpraHW3alid, U MeXAy HUX
TepPPUTOPUATbHBIMA OpraHaMd U TI0/IBeZIOMCTBEHHBIMU OpraHU3alUsIMUA JIO/DKeH ObITh
YCTaHOBJIEH JIOKaJbHBIMA HOPMAaTHBHBIMM aKTaMW, B TOM YHCJIe ONpeZe/SIOIUMU TpaBa
JocTyra paboTHUKOB (rOCy/japCTBEHHBIX, MYHULIMTIANIBHBIX C/Iy)KallldX) K 3/eKTPOHHBIM
apXWBHBIM [JOKYMEHTaM, YUeTHbIM U CITPAaBOYHO-TIOMCKOBBIM CHCTEMaM; TIPH B3anMO/IeHCTBUM
ME>XK/y OpraHu3al[|siIMU - JOrOBOPaMH (CoralieHussMi) 06 MHGOPMALIMOHHOM B3aUMO/eCTBUH.

145. DneKkTpoHHbIe apXWBHBIE AOKYMEHThI Ha (pu3ndyeckd 000COO/IEHHBIX HOCHTEJISIX
nepefialoTcsl B OLHOM 3K3eMiuispe (mpu orcytctBud CX3Jl - B AByX) B YIIakOBKe,
PEKOMEH/IOBAaHHOW TIPOU3BOJUTENIIMA HOCUTeeld. JIuieBass cropoHa 000XKH ((yTispa)
¢usnuecknn 000co0/IEHHOTO HOCHUTeNs CHabXKaeTcst SIPJBIKOM (BK/IaJpbllieM), Ha KOTOPOM
yKas3bIBaeTCs:

a) HaMMeHOBaHWe TOCY/JapCTBEHHOIO OpraHa, OpraHa MeCTHOTO CaMOYIpaBJIeHwus,
opraHu3saiuu (TojHoe, cokpallieHHoe (TIpY Ha/TMumuK);

0) HOMep doH/a;



B) HOMep W/IM COBOKYITHOCTb HOMEPOB OTHCel 3/IeKTPOHHBIX JJOKYMEHTOB;
I') HOMep WJIM COBOKYITHOCTb HOMEPOB e 110 OIMUCH (OTTUCSIM) 3/IeKTPOHHBIX IOKYMEHTOB;
) KpaiiHWe JaThl JOKYMEHTOB, 3alMCaHHbIX Ha (pu3ruecku 000Co0/IeHHBINA HOCUTE b

€) /IOTIOJIHUTE/IbHbIE OTMETKM 00 OrpaHWYeHMH JIOCTyra K JOKyMeHTaM (TIpH
Heo0X0JUMOCTH).

146. OmneKTpOHHBIEe apXWBHblE [OKYMEHTbI BKJ/IIOUAKOTCI B OINUCHA 3JIEKTPOHHBIX
JIOKYME@HTOB, K KOTOPbIM COCTaB/ISIFOTCS peeCTphl (PaitioB 3/1eKTPOHHBIX JOKYMEHTOB.

Onucy 371eKTPOHHBIX [JOKYMEHTOB COCTaBJISIFOTCSI B TMOPs/IKe, YCTAHOBJIEHHOM IMyHKTaMU
23, 25, 27, 28 I1paBun.

I'padbl OMUCH 37IEKTPOHHBIX TOKYMEHTOB BK/TFOUAIOT B Ce0si:

a) HoOMep 3JIeKTPOHHOT'0 apXKMBHOT'O IOKyMeHTa (eUHULIbI XpaHeHUs) TI0 OTHCH;
0) UHZAEKC /iesa 0 HOMeHK/IaType Jer;

B) 3aroJ/IOBOK /[iefia 110 HOMeHKJ/IaType [ief;

T') BH/, 3ar0JI0OBOK;

1) perUuCTpaIjMOHHbIN HOMEp JOKYMEHTa;

) JaTy JOKYMEeHTa;

)K) yKa3aHWe Ha KaTerOpHI0 [JOKYMEHTOB (TTOCTOSTHHOTO CpOKa XpaHeHWs, BPeMEHHOTO
(cBbiie 10 s1eT) cpoka XxpaHeHUs], TI0 TMYHOMY COCTaBy);

3) CPOK XpaHeHHs;
1) IpUMeYaHusl.

B peectpax ¢aiisioB 3/1eKTPOHHBIX IOKYMEHTOB YUUThIBAETCS KaXKbIA (Paiia 3/1eKTPOHHOTO
apXMBHOTO [OKyMeHTa (B TOM uuc/ie (ail KOHTeliHepa 3/IeKTPOHHOTO [JOKyMeHTa (Tpu
Ha/JMuuK) C yKa3aHUEeM ero Homepa M0 OIKCH, HoOMepa I0 peecTpy, HauMeHoBaHUs ¢alina, JaTbl
Y BpEMEeHHU €ero 1oc/ie[Hero M3MeHeHUs TIpH MOCTYTIJIeHUH B apXuB, o0beMa B Oaiitax, ¢opmaTa.

PeecTpnl (halifioB 3/IeKTPOHHBIX [IOKYMEHTOB COCTaB/ISIFOTCS M XPAHATCS B 3JIEKTPOHHOM
BUJIE.

CripaBOYHBIM armapaT OIMUCH 37IeKTPOHHBIX JI0KYMEHTOB COCTaB/IsIeTCsl B COOTBETCTBUU C
nyHkroM 70 TlpaBui. B mpeAucnoBHM K OIMUCHU 3JIEKTPOHHBIX JOKYMEHTOB [[OTIOJIHUTE/IHEHO
yKa3bIBalOTCS HAMMEHOBAHWE W BepCHsl TPOrPaMMHOTO 00ecrieueHusi, C WCIO/Ib30BaHUEM
KOTOpPOro OBbUTM CO3[aHbl 3/eKTPOHHbIE JOKYMEHTbl, ¥ HauMeHOBaHHEe TPOrpaMMHOI0
obecrieueHust, MpeIHaA3HAYEHHOTO [I/IsT UX BOCITPOW3BE/IeHMS.

147. Tlpu npueMe-niepesave B CX3 /I 10/KHBI BK/THOUAThCS:
a) 3JIEKTPOHHbIE apXUBHBIE JOKYMEHTHI;

0) perucTpalMOHHO-yueTHble CBeJeHUs (MeTaJ[aHHble) 3JIEKTPOHHBIX  apPXWUBHBIX
JIOKYMEHTOB;



B) PeEruCcTpaiijiOHHO-yUeTHbIE CBEAeHUS 00 3JIEKTPOHHLIX [e/1dX;
F) PeErucTpalijiOHHO-y4YeTHbIEe CBEAeHUS 00 omucsx 3JIEKTPOHHBIX JOKYMEHTOB.

PerucrpaljioHHO-yueTHbIe CBeleHUs (MeTa/laHHble) BK/IHOUATCsl B AY® B COOTBETCTBUM
c nyHKTOM 141 IIpaBu.

148. Ilpu MOCTyIUIeHUM SJ/IeKTPOHHBIX [OKyMeHTOB B CXO3/l ocymjecTsiaseTcs
aBTOMAaTHUuecKas IpoBepKa:

a) Hamuuusi BceX (aiisioB, COCTaB/SIOIIUX 3/€KTPOHHBIM [IOKYMEHT; HeoOXOAWMBIX
PErMCTPAllMOHHO-YUeTHBIX  CBeZleHWH  (MeTa/laHHBIX) 00  37EeKTPOHHBIX  JOKYMEHTax,
3JIeKTPOHHBIX JieJlaX TI0 HOMeHK/IaType /e

0) ¢aiinoB 31eKTPOHHBIX AOKYMEHTOB U (haiijIoB OIMHMCel 3/IeKTPOHHBIX JOKYMEHTOB Ha
HaJIMuue BPeJJOHOCHOT'O TPOrPpaMMHOTI0 KO/Ia;

B) Ha/IMUMsl B MeTaZlaHHBIX JOKyMEHTa CBeJeHUM O MPOBepKe MOAJIMHHOCTU 3J1eKTPOHHOMU
MOAMNMUCH TIepelaBaeMOoro 3JIeKTPOHHOIO [JOKYMEHTa Ha MOMEHT ero MOAmucaHus U (Uim)
TOJTyYeHUsl.

PabOTHMKOM apxwBa (/IML[OM, OTBETCTBEHHBIM 3a apXWB) OCYIIECTB/ISETCS BBIOOpOUHAS
npoBepka (He MeHee 1% OT TOCTYNMUBIINX 3/€KTPOHHBIX [JOKYMEHTOB) BOCIIPOM3BOAMMOCTU
3/IEKTPOHHBIX IOKyMEHTOB (TIpd OTCYTCTBUM BO3MOXHOCTHM aBTOMAaTHUECKOW ITPOBEPKU
BOCITPOM3BOZUMOCTH).

IIpy mpueme 3/1eKTPOHHBIX apXUBHBIX J0KyMeHTOB u3 C3O/l B CXD/l aBTOMaTHueCKU
¢dopmupyeTrcsi yBeZjomyieHHe (TeXHMUYECKoe cOoOlljeHHe) O IpreMe, KOTOpOe HarpaB/seTcs B
CoO/.

[TpueM He OCYILECTB/ISIETCS B C/ly4yae, eC/Id TIPH TIPOBEPKE BbBISIB/IEHBI HETIOJTHOTA COCTaBa
PErrCTpaliOHHO-YUeTHBIX CBe/leHUH (MeTaflaHHbIX), pa3Mure WHPOPMAalMyd B 3JIEKTPOHHOM
JIOKYMEHTe W B DPeruCTpPAIjMOHHO-YUYeTHBIX CBeJEeHHsX (MeTaZlaHHbIX), HEBOCITPOM3BOJUMOCTh
3/IEKTPOHHBIX /IOKYMEHTOB, Ha/lMule BPEJOHOCHOIO MPOrpaMMHOr0 obecrieueHusi (BUPYCOB),
dbopmupyercsi  yBeoMieHue (TexHM4Yeckoe coobmieHue) 06 ommbke.  YBemomsieHHe
(TexHuueckoe cooOIiieHrHe) 00 OImMOKe TIepechblIAeTCS  OTHPABUTEMIO /Ii  BHECEHUS
WCIIPaBJ/IeHUN.

149. TIpy TDOCTYIJIEeHWH 37eKTPOHHBIX [JOKYMEHTOB Ha (u3nuecku 000C00/1eHHbIX
HOCUTe/ISIX, KpOMe IIPOBepOK, yKasaHHbIX B IyHKTe 148 IlpaBui, oCyljecTB/sseTCs IpOBepKa
(hM31YeCKOro U TeXHUYEeCKOT0 COCTOSTHUSI HOCUTEJIeN.

150. IIpu BK/ItOUEHUM 3/IEKTPOHHBIX AOKyMeHTOB B CXJO/l B 3/71eKTpOHHOU (opme yueTa
TIOCTYTIJIeHHsI ¥ BBIOBITUS [JO/DKHA (PUKCUPOBATLCS ClieAiyrolasi MHpOopMaLys:

a) JlaTa MOCTYI/IeHUs 3/IEKTPOHHBIX apXHUBHBIX JOKYMEHTOB (€MHUL] XPaHEHUS);

0) HavMeHOBaHWe TOCYZAPCTBEHHOTO OpraHa, OpraHa MeCTHOTO CaMOYIIpaBJIeHus,
opraHu3aluu (CTPYKTYpHOrO Tiofpa3fie/ieHus1), OT KOTOPbIX TIOCTYNWIM 3JeKTPOHHbIe
JIOKYMEHTHI (eJUHULIbI XPaHEHUS);

B) HaMMeHOBaHWe, HOMep U JaTa JOKyMeHTa, 10 KOTOPOMY TOCTYITH/IA 3JIeKTPOHHbIE
apxuBHbIE JOKYMeHTHI (eJUHULIbI XpaHEeHMUs);

I) yKasaHue Ha KaTeropvr0 CpOKa XpaHeHus IepefiaBaeMbIX 3JIEKTPOHHBIX apXHBHBIX



JOKYMEHTOB (eUHUL] XpaHeHUs1) (MIOCTOSTHHOTO CpPOKa XpaHeHHWs, BpeMeHHoro (cBbiie 10 jeT)
CpOKa XpaHeHwUs1, 110 IMUHOMY COCTaBy);

[l) yKa3aHue Ha CPOK XpaHeHUs 3JIeKTPOHHBIX apXVBHBIX JJOKYMEHTOB;

€) KOJMYeCTBO TIiepeJjlaBaeMbIX 3/€KTPOHHBIX J[OKYMEHTOB (eAWHUL] XpaHeHUs) U
KOJTMUECTBO OTHOCSILUXCS K HUM (PaiiyioB";

)K) yKa3aHWe [O/DKHOCTH, (aMWwiMd YW WHULMaNoB paboTHHMKA (TOCy/apCTBEHHOTO,
MYHULUIATBHOTO C/Ty’Kalllero), Tepearoliero JOKyMeHThI;

3) yKa3aHWe [IO/DKHOCTH, (GaMWIMH W WHUIUAJIOB paboTHWKa (TOCy/japCTBEHHOTO,
MYHULMIATBHOTO C/Ty’Kalllero), TPUHUMAIOILeTo J0KyMeHThI;

1) ccblIKM Ha AY® B CX3O/.

151. TIpu XpaHeHHU 37eKTPOHHBIX JOKYMEHTOB Ha (hr3nyecku 000cobIeHHBIX HOCUTENSIX
JIOJDKHBI COB/TI0AATHCS Ciefiytolre TpeboBaHuUs:

a) NMprUMeHeHune HOCHTeHeﬁ, TeXHHWUYeCKHe XdpPAaKTePpHUCTUKH KOTOPLIX, TII03BOJIAKOT
obecrieunThb A0JIrTOBpEMEHHOEe XpdHeHHEe HH(bOpMaL[HH;

0) pa3zmenbHOe XpaHeHHe (U3UYECKHM O000COO/IEHHBIX HOCHUTENeH  37eKTPOHHBIX
JOKYMEHTOB M [JOKYMEHTOB Ha MHBIX BHaX HocHTesnel. Pa3MeljaeMble Ha CTe/IaXkax, MoJKax
¢busruecku 060co6/ieHHbIE HOCUTEIM PacIio/iaraloTcsl B MOPSIKe, TPeyCMOTPEHHOM ITYHKTOM
96 TlpaBu.

IOna  xpaHeHWs Qu3nuecku 000COOEHHBIX HOCUTE/EH 3/IEKTPOHHBIX JJOKYMEHTOB
MeTa/UTnUeCKUe CTeJIaXKH, IKahbl U KOHTeHHEepPhbl C MAarHUTHBIM pab04MM CJI0EM HCTIOJb3YHOTCS
TOJIbKO TIPU YCJIOBUM UX Pa3MarHAYMBaHUS U 3a3eMJIeHHUS.

152. TlpoBepka HaIM4MUsd U COCTOSIHUS 3/1€KTPOHHBIX ApXMBHBIX JOKYMeHTOB B CXD/I
OCYIL[eCTB/ISIETCSI B  aBTOMAaTU4yecKoM pexkume. EjkerogHo paboTHMK apxuBa (JIMLO,
OTBETCTBEHHOe  3a  apxuB) TMpoBepsieT  nOpoTokonbl CX3I  ans  UCKIHOUYEHUs
HEeCaHKL[MOHUPOBAHHOIO /IOCTYyIa U (U/M) U3MeHeHHUsI 3/IeKTPOHHBIX apXWBHBIX JOKYMEHTOB U
WX METaJaHHBIX, OCYIIECTB/ISeT BHIOOPOUHYIO TPOBEPKY BOCIPOU3BOAMMOCTH 3I€KTPOHHBIX
apXUBHBIX  JJOKyMeHTOB. Pe3ynbTaTbl mipoBepku  ¢ukcupyrorcs B AYD CXD3/,
COOTBETCTBYIOLei (hopMe aKTa MPOBEPKU Ha/lWuusi U COCTOSIHUSI apXUBHBIX JOKYMEHTOB CO
ccoiko Ha AY® onrceli 371eKTPOHHBIX 1I0KyMeHTOB B CX3/].

153. TlpoBepka HanuuMs 5/IeKTPOHHbIX apXMBHBIX [OKYMEHTOB Ha (U3UUeCKH
000c06/1IeHHBIX HOCHUTENSIX OCYIeCTB/IseTCss pa3 B 5 jeT. B xoze mnpoBepku IPOBOAMTCS
BU3Ya/JIbHbIA UM TEeXHUYECKUM KOHTPOIb (PU3MUECKOTO M TEeXHUUeCKOro COCTOSIHUS,
OCYILIeCTBJIIeTCSL TIPOrpaMMHasl NpOBepKa 3alMCaHHbIX Ha HOCUTE/Ib 3/IeKTPOHHBIX apXWBHBIX
JOKYMEHTOB Ha Hajluuyve BPEJOHOCHBIX KOMIIbIOTEPHBIX IIpOrpaMM, BBIABIAIOTCA U
YUMTBIBAIOTCSI 3/IEKTPOHHbIE apXUBHbIe [JOKYMEHTHI, TpeOyroljue murpaiuu <43> Ha HOBbIE
3/IeKTPOHHbIE HOCUTEJIN.

<43> Pazgen 7 "T'OCT P MCO 13008-2015. HaimoHanbHbiM cTaHgapT Poccuiickoit
®eneparuu. MHdopmaiiyst u JokyMeHTalusi. [Ipoiieccbl KOHBEPCUU W MUTPALUM 3/IeKTPOHHBIX
JIOKyMeHTOB" BBeJleH B JielicTBUe TprKa3om Poccranzapta ot 21 utonst 2015 r. N 924-ct. (M.:
CrangaptuHdopm, 2016).


consultantplus://offline/ref=C09050DC3077FCD2DC70B342BAB5E0BFF6DECBF99FE7A2FCF17AAB92E7C182BFF7FDF2B06651FAB9C3700B2F6DACAA6E38E43160122210t8eEJ
consultantplus://offline/ref=C09050DC3077FCD2DC70B057A3B5E0BFF5DACDF393E5FFF6F923A790E0CEDDA8E2B4A6BD645BE2B1C13A586B3AtAe2J

154. Tlpu oOHapy)KeHHM W3MEeHEHWH (U3UUYeCKOTO COCTOSTHUS HOCUTEeH 3/1eKTPOHHBIX
apXUBHBIX JIOKYMEHTOB WU TPU HEKOPPEKTHOM BOCIPOM3BeeHUM 3JIEKTPOHHBIX apXUBHBIX
JIOKYMEHTOB (HEBO3MO>KHOCTH BOCTIPOM3Be/IeHHSsT), 0OHAPY>KeHUH BPeJOHOCHOTO TTPOTPaMMHOTO
Kofla paboOTHMK apxuBa (JIML[0, OTBETCTBEHHOE 3a apXWB) IO peIlIeHHI0 PYKOBOJAWTEIS
rOCy/lapCTBEHHOI'O0  OpraHa, oOpraHa MeCTHOTO CaMOyIpaB/ieHusi, OpraHus3alydd WIn
YTIOJITHOMOYEHHOTO0 WM JIMI]a JO/DKEeH TPOBOAUTH paboTy MO BOCCTAaHOBJEHUIO JOKYMeHTa C
PEe3epBHOIO 3K3eMIUIsipa, IO MWUrpaudd W (Wid) KOHBEpPTalMHd 3JIEKTPOHHBIX apXWBHBIX
JIOKYMEHTOB Ha HOBbIe HOCUTeM W B Haubosiee pacripocTpaHeHHble ¢opmatbl (dpopmarsl,
BOCTipoun3BefieHre ¢aiisioB B KOTOPBIX nojzepkuBatoTcss CXI/).

155. Tlpu ocyllecTBIeHWHd MUTpPalMd U (WIM) KOHBEPTAL[MM 3JIeKTPOHHBIX apXUBHBIX
JIOKYMEHTOB [IOJDKHBI OBITH 00ecrieueHbl ayTeHTUYHOCTh, [IOCTOBEPHOCTb, II€JIOCTHOCTb U
TIPUTOAHOCTD [T UCTIO/Ib30BaHUsS MHGOpPMAaIUY, CoJepyKalljeiicss B 371eKTPOHHBIX apXUBHbBIX
JOKyMeHTax.

ITo pe3ynbTaTamM KOHBEPTALIMH I0JKEH MPOBOIUTHLCS BU3YyalbHbIM KOHTPOJIb COOTBETCTBUS
KOHBEPTUPOBAHHBIX  3JIEKTPOHHBIX ~ APXWBHBIX  /JOKYMEHTOB  3JIeKTPOHHBIM  apXHWBHBIM
JIOKYMeHTaM, TIOJJBepriiuMCsi KOHBepTaluy (TIpoBepKa ayTeHTUUHOCTH), TTPOBePSATHCS TI0JTHOTA
ux coziepkanus. [1o 3aBeplieHMM KOHBepTaL[UM WUCXOZHbIE (ailsibl 3/1eKTPOHHBIX apXUBHbBIX
JIOKYMEHTOB [IOJDKHBI COXPaHSTBCSl Ha TPOTSDKEHUH He MeHee OJJHOTO Tojia.

156. ®akThl KOHBepTalMM (PUKCHUPYIOTCS B aKTe KOHBepTalL[MM 37eKTPOHHBIX apXWBHBIX
JIOKyMeHTOB (peKoMeH/lyeMblid 0Opa3ser] riprBesieH B ripunokennu N 28 k [IpaBuiam), KOTOpBIi
npuobijaercs K feny dhoHza.

Bce u3meHeHUs1 B perucTpaliMOHHO-YUeTHBIX CBeJEHUsIX, MPOU3OLIe/llie B pe3y/bTaTe
KOHBEpPTallMd W MUrpal{, BHOCSTCS B peecTpbl ()alijioB 3/1€KTPOHHBIX JOKYMeHTOB, AY®d
CX3/1 paboTHMKOM (rOCy/japCTBEHHBIM, MYHHIIMIATBHBIM CIYXKAI[UM), TIPOU3BO/IUBIIUM
yKa3aHHbIe [1eliCTBUSI.

157. Pe3ynbTaTbl IPOBEPKU Ha/MIUUYUA U COCTOSIHUS 3/IEKTPOHHBIX apXUBHBIX JOKYMEHTOB
Ha (pr3ryecky 060co6/IEHHBIX HOCUTE/ISIX U HeJJOCTaTKY, BbIsIB/IEHHbIE TIPY TIPOBEPKe Ha/Iuuus 1
COCTOSIHHUS 37IeKTPOHHBIX apXUBHBIX [JOKYMEHTOB, (PMKCHDYIOTCS B COOTBETCTBYIOLMX aKTaX B
NopsiKe, ycTaHOB/IeHHOM ITyHKTOM 103 ITpaBui.

158. OnekTpoHHBIE AapXWBHbIe [OKYMEHTHI, CPOKA BPEMEHHOI'O XpaHeHUsl KOTOPBIX
WCTEKJ/IY, TOJJIeXXaT BbIJeJIeHUI0 K YHUUTOKEHWIO B COOTBETCTBUU C IyHKTamMu 23, 26 - 28
[lpaBun, mnocie 4Yero MNPOBOAUTCA HUX (DU3MYECKOe YHUUTOXKEHUEe WIM YHUUTOXKeHHe
[IpOrpaMMHO-TEXHUUECKUMU  Cpe[CTBAMU.  YHUUTOXKEHUe  3JIeKTPOHHBIX  JOKYMEHTOB
(uKcupyeTcsl B aKTe O BblJje/IeHUU K YHUUTOKEHUIO JOKYMEHTOB, He TMOoJjleXKalljuX XpaHeHuto. B
CX3/] momkHBI OCTaBaThCs WHGpOpPManwss 00 WHAEKCax W 3arojioBKax 3/IeKTPOHHBIX [ell,
MOPSIKOBBIX HOMepax (10 OIMCH 3/IeKTPOHHBIX JOKYMEHTOB), JjlaTa U PerMCTPallMOHHbIN HOMep
aKTa, 110 KOTOPOMY OHM ObUTM YHUUTOKEHBI.

XI. ITogroToBKa /ieji, COAEPKAIUX JOKYMEHThI Ha 0yMa)KHOM
HOCHTe/Ie M 3/IeKTPOHHbIE A0KYMEHThI K 1epe/jjaue B apXuB
(cTpyKTypHOe no/ipa3je/ieHue, 0CyIeCTB/IsA0LIee XpaHeHHe

APXUBHBIX JJOKYMEHTOB)

159. B ciyuae ecnv JOKyMeHTHI Jiefla, OTHECEHHOT'O K OJJHOMY MH/IeKCY U 3arosioBKy Jena
M0 HOMEHKJ/IaType [iesl, TIpe/iCTaB/ieHbl Ha OyMa)KHOM HOcUTese W B ()OPMe 3IeKTPOHHBIX
JIOKYMEHTOB, [JOKYMeHTbl Ha OyMa)KHOM HOCHUTese MoJJjexaT OLU(ppPOBKe U BK/IHOYEHHIO B
3/IEKTPOHHOE fle/lo0 Ha JTare ero (OPMHUPOBaHUS B [eJIONIPOM3BOACTBE. DJIEKTPOHHbIE
JIOKYMEHTbI U 371eKTPOHHbIe KOMUM JIOKyMEHTOB Ha OyMa)KHOM HOCHTeJle COCTaBJISIIOT IepBbId



(oTHenmpHBIN) TOM Jena, AOKYMEHThI Ha OyMakHOM HocuTene (OPMHPYIOTCS BO BTOPOM H
nocsefyole ToMa.

160. DOnekTpoHHbIe KOIMWU [JOKYMEHTOB, CBfI3aHHble C 3JIKTPOHHBIMU /Jie/laMHu,
yKasaHHbIMM B IyHKTe 159 [lpaBus, mopjiexaT Iepefaue Ha apxuBHOe XpaHeHue. Kaxzas
3JIeKTPOHHAs KOIUs JOKYMEHTa, CBSI3aHHas C 3JIEKTPOHHBIM [le/IOM, YKa3aHHbIM B ITyHKTe 159
[IpaBuJ, JO/DKHA COCTOSTh U3 C/IeAYIOIIUX CTPYKTYPHBIX 3/IEMEHTOB:

a) (ailyioB 3/IEKTPOHHBIX KOIMHUM [JOKYMeHTa Ha OyMaXHOM HOCHTese U TIPUIOKEeHWH K
HeMy (IIpY HanuuuK) B popmare apxuBHOro xpaHenuss PDF/A;

0) daiin omucaHusA, COZEpKaIllero pPervucTPAllMOHHO-YUYeTHbIE CBEJEHUS O JIOKyMEeHTe
(MeTazaHHbIe) ¥ MH(OPMALIUIO O KOMMHHOCTHU JOKYMeHTa.

161. daiin onvcaHus 3/1eKTPOHHOU KOMUHU [JOKYMEHTa, CBS3aHHOW C 3JIEKTPOHHBIM IeJI0M,
yKasaHHBIM B ITyHKTe 159 [IpaBusi, Kpome [aHHBIX, yKa3aHHbIX B IyHKTe 141 [IpaBu, BK/IO4aer
B ce0s1 JaHHBIE O TOM, UTO Tlepe/jaBaeMblii JOKYMEHT SIB/ISIeTCSL KOTIHeH.

162. lenna (ToMa /iena), BK/IFOUAOIIMe AOKYMEHTHI Ha OyMa)kKHOM HOCHTesie, B TOM UHCIIe
3/7IeKTPOHHbIE KOIUU JOKYMEHTOB, U 3/IeKTPOHHble [JOKYMEHTHI, CBSI3aHHbIE C 3JIEKTPOHHBIMU
JlelaMy T1I0 HOMEHK/IaType [ej, BHOCATCA B OINMCHU JeJ, JOKYMEHTOB, OIMUCH 3JIeKTPOHHBIX
IOKYMEHTOB B COOTBETCTBUM C BUAOM UX Hocutens. B rpade "Ilpumeuanus” onwmceit
OTPa’KarOTCS CChIIKY Ha apXUBHbIe MG Pl TOMa (TOMOB) /iefia Ha [pyrOM HOCHUTeJIe.

B npeavc/ioBUAX K OIMUCAM eI, JOKYMEHTOB, 3JIEKTPOHHBIX NOKYMEHTOB YKd3bIBA€TCA
I/IH(I)OpMaLU/IH 0 CBA3daHHBIX OIMHUCAX.

XII. OpraHu3anuu XpaHeHHus, KOMIUIEKTOBAaHUA U yYeTa
ay/iMOBU3Yya/TbHBIX [OKYMEHTOB

163. AyauoBu3yasbHble JOKYMEHTBI TIOCTOSIHHOIO M BpeMeHHOro (cBbile 10 y1eT) CpokoB
XpaHeHHUsl BK/IIOYAI0TCsl B apXUBHBIN (DOHJ,.

[ns ayauoBHU3yanbHBIX JOKYMEHTOB, SIB/ISIOIIMXCS NPUWIOXKEHUSMU K yIIpaBlIeHUeCKUM U
WHBIM [JOKYMEeHTaM C YCTaHOBJ/IEHHbIMM CPOKaMM XpaHeHUs, yCTaHaB/IMBAKOTCS Te >Ke CPOKU
XpaHeHUsl.

164. K ayauoBu3ya/ibHBIM JOKYMeHTaM OTHOCSTCA (OTo-, OHO-, BHEOJOKYMEHThl Ha
TPaJUIIMOHHBIX HOCUTENSIX (hoToOyMara, MIeHKW, MarHUTHBIE JIEHThI 1 MAarHUTHbIE HOCUTENN) U
3/IeKTPOHHbIE ay/IMOBU3yasbHbIe JOKYMEHTHI.

EAI/IHI/IL[aMI/I XpdHeHUs ayJUOBHU3Ya/IbHBIX TOKYMEHTOB SABJIAIOTCA:

a) BUZIEOZIOKYMEHTOB - (hr3uueckr 000C00/I€HHBIN PY/IOH MarHUTHOM JIEHTHI JTH KacceTa C
3aIMChi0 N300pa3uTe/IbHOM U (M/K) 3BYKOBOW MH(MOPMALIUU, pa3MellleHHbIN B KOpoOKe, QyTspe
uny OroKce;

0) doromoKymMeHTOB - ¢dr3NUeCcKd 000CO0/IeHHBIA KaZip, HECKOMBKO KaJ[pOB MAaHOPAMHOMN
CbeMKH, OTZe/bHbIN (OTO0TIeYaTokK, poToanbb0M, pa3MellleHHbIe B KOHBepPTe, KOPOOKe;

B) (hOHOOKYMEHTOB - (u3nueckun 000coOIeHHAs MarHWTHAsI JIeHTa, KacceTa C 3alvChio
3BYKOBOM MH(OpMaLnK, pa3MeliljeHHasi B KOHBepTe, KopobOke, dyTsipe umu OroKce;

I) 3/JeKTPOHHBIX ayJAWOBU3ya/lbHBIX [OKYMEHTOB - 3JIEKTPOHHAas eJUHWIA XpaHeHWs,
COCTOSIIIIas U3 COBOKYITHOCTU 3/IEKTPOHHBIX JOKYMEHTOB WA OJWH 3/I€KTPOHHBIM [JOKYMEHT,



CojleprKallvii ayAnoBr3yaabHY0 WH(OPMALIUIO.

165. OneKTpPOHHBIA ayAWOBH3YyalbHbIA JOKYMEHT COCTOMT U3 (haiizia 371eKTPOHHOTO
JIOKyMeHTa W (ailyla MeTaflaHHBIX. [Ipy HeoO6X0oAUMOCTH B cocTaB (hayioB 3/€KTPOHHOTO
ay/JMOBU3ya/IbHOTO JIOKyMeHTa BKJItOUaeTcsi aiia SK3eMIisipa 37eKTPOHHOIO [IOKYMEHTa,
TOJIyUeHHOT O B pe3y/bTaTe KOHBePTALUU, U (aii ero MeTa/laHHbIX (MpY HaJIMUUK).

B MerTajaHHBIX  TIOJlyueHHOTO B pe3yjbTaTe  KOHBEpTAaLUWMU  3JeKTPOHHOIO
ay/IJMOBU3Ya/IbHOTO JJOKYMEeHTa [JOJDKHBI COJiepKaThCs JaHHbIe O TOM, UTO (Daii/i, MoTyUYeHHbIN B
pe3y/ibTaTe KOHBepTaLuK, SIBJ/ISeTCS KOMUe.

ONeKTPOHHBIE ayJUOBU3Ya/IbHbIE [JOKYMEHTHI TIepe/laloTCs Ha apXWBHOE XpaHeHUe B
(dopmaTax, B KOTOPBIX OHU CO3/laHbl W (W/IM) HCIIOh30BATUCH /0 Tiepefaud. B rmporjecce
repe/jlau Ha apXHUBHOE XpaHeHHe TIPOBePSIeTCsI BO3MOKHOCTb UX BOCITPOM3Be/IeHUSI.

B ciayuae HEBO3MOXXHOCTM  BOCIIPOM3BE[EHUS  3JEKTPOHHBIX  ayUOBH3yabHBIX
JOKYMEHTOB TEXHHUUECKUMH CpeJCTBaMA M IMpOrpaMMHBIM obecrieueHHeM apXuBa U
HEBO3MOKHOCTU TIPUOOpeTeHHsI TaKMX CPeJACTB W O0ecrieueHus: MPOM3BOJMTCS KOHBEpTALUsS
3JIEKTPOHHBIX ayJMOBU3yalbHBIX [JOKYMEHTOB B (hOpMaThbl, NPH KOHBEpTallud B KOTOpbIE
0becreunBaOTCs MUHUMA/IbHbIE TIOTEPH KauecTBa MO CPABHEHWIO C UCXOZAHLIM BapUaHTOM H
BOCTIpOM3BefeHre (aiiioB, B KOTOpbIX moajaepkuBatoTcst CXOJl (MHBIM TPOrpaMMHBIM
obecrieueHrEM).

[lepemaue Ha XpaHeHWe TOZJIeXKaT S/eKTPOHHBIM ayJAMOBU3Ya/IbHbIA [JOKYMEHT U
3JIEKTPOHHBIN ayMOBU3Ya/IbHBIM [JOKYMEHT, IIOJIyUeHHBbIM B pe3ysbTaTe KOHBepTanu. danbl
5K3eMIUIIPOB  3JIEKTPOHHBIX ay[MOBU3Ya/lbHBIX [JOKYMEHTOB BHOCATCS B peecTp (pai/ioB
3JIEKTPOHHBIX ayIMOBH3Ya/bHbIX JOKYMEHTOB.

B MeTajjaHHbIe 371EKTPOHHOTO ay/AMOBU3yalbHOTO /JIOKYMEHTa BK/IHOUAIOTCS CBeJIeHUs: O
HalMeHOBAHUM 3JIEKTPOHHOTO ayAMOBU3YaJbHOTO JOKYMeHTa, B TOM uucjie WH(pOpMaLus o
JaTax 3areyatr/ieHHbIX COOBITHI, 00 0000 3HAYMMBIX YIaCTHHUKAX; 00 aBTOPCTBE 3/IEKTPOHHOTO
ayJMOBH3ya/lIbHOTO [JIOKyMeHTa; oOumii obbeM (haii/ioB 3/1eKTPOHHOTO ayJMOBH3Ya/lbHOTO
JOKyMeHTa (B OaiiTax); HaMMeHOBaHUs (DaiiyioB, COCTABISIOLINX 3/IEKTPOHHBIE JOKYMEHTBI, 1aThl
Y BpeMs UX T0C/ieIHero u3MeHeHus, 006em B 6alitax, opmatsl (aiiyios.

166. AyauoBu3ya/bHbIe JOKYMEHTBI XPaHATCS B KOpOOKax M Orokcax. OJIeKTPOHHBIE
ay/JMOBU3ya/ibHble JOKYMEHTbl XPaHSTCS B YNaKOBKe, PeKOMEHJOBAHHOMW IPOW3BOJUTENSMU
Hocuteneu, B CXO/.

Hocurem ayfuoBU3yanbHBIX JOKYMEHTOB pACIOararoTcsi OTAeNbHO OT JOKYMEHTOB Ha
OyMaXHOM HOCHUTeTIe.

167. IlpoBepka Ha/muuuss U COCTOSIHUS AyAUOBU3Yya/lbHbIX apXUBHBIX [OKYMEHTOB
OCYIIIeCTB/ISI€TCSL OAMH pa3 B 5 jieT (1py oO6beMe ay/[MoBH3yabHBIX JOKYyMeHTOB Oosiee 50% oT
0011]er0 KO/IMuecTBa JOKYMEHTOB - OAuH pa3 B 10 jieT); KUHOJOKYMEHTOB Ha HUTPOOCHOBE -
ofvH pa3 B 2 roga. IIpoBepka HamMuust U COCTOSIHUS ayAUOBU3Ya/IbHBIX [JOKYMEHTOB
MIPOBOAUTCS B 00IIIeM TOpsifiKe, yCTaHOBIeHHOM rmyHKTamu 97 - 103 TIpaBus.

168. EguHuileli yueTra ayAUOBH3YalbHBIX [JOKYMEHTOB SIBJSIETCS YaCTh eJAUHULIbI
XpaHeHUs, O/[Ha WIA HECKOJIbKO eJUHMI] XPaHEHHs], UMEFOITiasi CaMOCTOSITe/TbHBIN 3ar0JIOBOK U
OTHOCSIIIAsICS K OTpe/ie/IeHHOMY COOBITHIO, TIPOM3Be/[€HHIO.

[nst aynquoBU3yanbHBIX JOKYMEHTOB 00s3aTe/IbHBIMM yUETHBIMH JOKYMEHTAMH, TTOMHUMO
yKas3aHHbIX B IyHKTe 118 [IpaBuii, ABIAOTCA:



a) onucH GoToasbO0MOB U HOTOAOKYMEHTOB;
0) ormicu (HOHOJOKYMEHTOB MarHUTHOM 3ariCH;
B) OIKCh BU/IE0/JOKYMEHTOB.

AyauoBu3yasibHble 3/IeKTPOHHBIE IOKYMEHThl YUUTBIBAIOTCS TI0 OT/e/NbHBIM OIUCSM
3JIeKTPOHHBIX JIOKYMEHTOB C TPUJIO’KeHHeM peeCTpPOB (haii/ioB 3/1eKTPOHHBIX ayAMOBU3yabHbBIX
nmokyMeHTOB. OO0si3aTe/IbHBIMUA OIMCATebHBIMM 3JIEMEHTaMH pPeecTpa, KpOMe YKa3aHHBIX B
nyHKTe 144 TlpaBun, SIBASIOTCS: BpeMsi 3ByuyaHMs (3alucH) AJisi ayAuo- U BUEOJOKYMEHTOB,
pa3Mep u300pakeHus1 (B MMUKCENSIX) /1 BUZEO U (hOTOOKYMEHTOB.

169. OnucatenbHasi CTaThsl OMHCU dyAHWOBHU3YdJ/IbHBIX JOKYMEHTOB [JO/DKHA BK/IHOUdTh:

a) A (OTO/JOKYMEHTOB - HOMep eJUHUIbl XpaHeHHWs, WUHJEeKC (TIPOW3BO/|CTBEHHbBIN
HOMep), 3aro/iIoBOK (aHHOTAI[Ws) JOKyMeHTa, HaMMeHOBaHHWe TOCY/IapCTBEHHOI'0 OpraHa, OpraHa
MEeCTHOTO CaMOYIIpaBJ/ieHHsl, OpraHU3aluM, CTPYKTYpHOTO TMojpa3jeneHus, Gamuauto(u) u
WHUIMa/bI aBTOpa(oB), aTy ChbeMKH, MECTO ChbeMKH, Bl HOCHUTeJIsl, OpUTUHATBHOCTD, (hopMar
(pa3mep), LIBETHOCTB;

6) g doToanbOOMOB - HOMep eAMHUIBI XpaHEeHUs, 3arojioBOK (Ha3BaHUe) anbboMa,
HalMeHOBaHUe TOCYZApCTBEHHOTO OpraHa, OpraHa MeCTHOTO0 CaMOYTIpaBJIeHHsl, OpraHu3aluH,
CTPYKTYPHOTO TIo/ipa3zesieHusi, haMUINI0 U UHULMAbI aBTOPa, KpaiiHue /jaThl (POTOOTIEUaTKOB,
MeCTO CheMKH, KOJTMUeCTBO JOTOOTIeYaTKOB, BHElLITHHe 0COOeHHOCTH;

B) /11 DOHO/JOKYMEHTOB - HOMep e[JUHUI[bI yueTa, HOMep eIMHHULIbI XPaHeHHs], UHEeKC WIn
TIPOM3BO/ICTBEHHBIM HOMep, 3arojioBOK JOKyMeHTa (C yKa3aHWeM si3blKa), HauMeHOBaHUe
roCyJlapCTBEHHOTO OpraHa, OpraHa MeCTHOTO CaMOYTIpaB/IeHUs, OpraHu3al{iH, CTPYKTYPHOTO
nozipa3zesieHus, (Gpamunuio(M) U WHULMAILI aBTOpa(OB) W MCMOJIHUTes(eil); BpeMsi 3ByuyaHUs,
JlaTy U MecTO 3anucu (Tepesarvcy, BBIMYCKA); CKOPOCTb 3BYYaHHs, KOJUYECTBO eJUHUI]
XpaHeHUs1 (OpUTHMHA/IOB U KOTIHM);

r) AJi1 BUJEOJJOKyMEHTOB - HOMep eJUHULIbI yueTa, HOMep eJUHUIIbl XpaHeHUs, UHJeKC
WM TIPOM3BO/ICTBEHHBI HOMeEp, 3arojioBOK JJOKYMeHTa, HalMeHOBaHWe T0Cy/japCTBEHHOTO
opraHa, opraHa MeCTHOTO CaMOYTIpaB/IeHUsl, OpraHu3aliM, CTPYKTYPHOrO TOZpasze/eHus,
tdamunuio(M) ¥ MHULMANbI aBTOpa(oB), LIBETHOCTB, SI3bIK, I'0J| TIPOU3BOJCTBA, XPOHOMETPAXK
BU/Ie03allMCH, TUM BUEOHOCUTe/s U (QopMaT 3alucd, KOJMYeCTBO eUHUIL] XpaHeHUs
(opur”HasoB U KOIUM);

[1) /1S 37IEKTPOHHBIX ay/JMOBU3YyaJIbHBIX JOKYMEHTOB - HOMEp e/JMHULIbI XPaHeHUs], UH/EKC
WM TPOM3BO/JCTBEHHbIM HOMEp, 3arojiOBOK J[OKYMEHTa, HauMeHOBaHUe TOCy/JapCTBEHHOIO
OopraHa, OpraHa MeCTHOTO CaMOYTIpaB/jeHWs, OpraHMW3aliM, CTPYKTYPHOrO MOApa3/eneHus,
(hamunuio(v) ¥ UHUILMAbLI aBTOpa(0B) U UCTIOMHUTeJIsI(eil); MeCTO U JIaTy 3aryCU; TUT HOCUTeJIs;
BpeMsi 3ByJaHusi (JJ1s ay[uo- U BUJe0JJOKYMEeHTOB), 00beM B OaliTax.

3arosioBKY (Ha3BaHWs, AHHOTALMW) e[WHUL] XPaHeHHWs ayJUOBU3ya/lbHBIX JOKYMEHTOB
JIOJDKHBI BKJTFOUAaTh HaWMeHOBaHWe M JaTy 3aMKCHPOBAHHOTO COOBLITHsS, yKa3aHHe Ha ero
Y4aCTHUKOB.

170. HpI/IEM dyJAWMOBH3Yya/IbHBIX NOKYMEHTOB M3 MCTOUHHMKOB KOMIIVIEKTOBAHHSA dPXHBd Hd
dpXMBHO€ XpdHEHHE IMPOH3BOAUTCA HE€ paHee IroJla MU He IM0o3JHee TpexX JieT IMocie CO6bITI/IH,
3arimcu.

171. He momyckaeTcs Tiepefiaua Ha apXMUBHOe XpaHeHUe ay/AWOBU3yasbHbIX JOKYMEHTOB,
3anMcaHHbIX Ha (u3ndyeckd 000cOO/eHHbIE HOCHTENH, BK/IIOUEHHble B COCTaB  [iefia,



CcofiepKalliero JOKyMeHThI Ha OyMa)KHOM HOCHUTerTe.
XIII. Opranu3anus MCI0/Ib30BaHUA apXUBHbIX JOKYMEHTOB

172. Vcriosib30BaHUe apXUBHBIX JOKYMEHTOB [OITYCKAeTCsl TOJIbKO I10C/Ie WX OMUCAHUS B
COOTBETCTBUU C TyHKTOM 66 [lpaBun u odopmiieHUs B COOTBETCTBMHM C TyHKTamu 50 - 61
[IpaBus.

OcHOBHBIMHU (hOPMaMH MCTIOTb30BaHUS JOKYMEHTOB SIBJISIFOTCS:
a) WCIOJIHeHWe 3aripoCoB HPUIMUecKuX U hr3nuecKux Jiul] (Jjanee - Mojab3oBaTesieit);
0) BBIZjaua JOKyMeHTOB /il pabOThI B UATA/JIbHOM 3ajie apX1Ba;

B) nyOnuKans M 9KCIIOHMpPOBaHWe  apXMBHBIX  JIOKyMEHTOB,  OpraHM3alust
MH($OpPMAaLMOHHBIX MEpPONPUSITUN;

I) TIOATOTOBKA U BbiJjaua KOIWN apXWBHBIX JOKYMEHTOB PabOTHHKaM (roCy/japCTBeHHbIM,
MYHHLIMIIA/TBHBIM C/Ty’Kall[IM) TOCYZAPCTBEHHOTO OpraHa, OpraHa MeCTHOTO CaMOYIIpaBJIeHus],
OpraHu3aliu, CTPYKTYPHOTO I0/ipa3fie/ieHyst OpraHu3alj|iu.

173. TlopsAfoK WCIIOJIb30BaHUS U JOCTyra K AapXWBHBIM [OKYMEHTaM OIlpeJesitoTCs
JIOKaTbHBIMM HOPDMATHUBHBIMH aKTaMM, Pa3pabOTaHHbLIMU B COOTBETCTBHM C TTOJIOKEHUSIMU
HacToset rnaBbl U rnaBbl XIV IlpaBuia, a Takke C ydyeTOM CHELIM(PUKU JesTebHOCTU
roCyZapCTBeHHOI'0 OpraHa, OpraHa MeCTHOr0 CamMOyIlpaB/IeHusl, OpraHu3alji, B COOTBETCTBUU C
TpeOOBaHUSIMU 3aKOHO/aTeNbCTBa Poccubickot @efepaliiii, B TOM UHC/Ie C TIOPSIKOM,
YCTaHOBJIEHHBIM YTIOJTHOMOUYEHHbIM (pe/ilepaibHbIM OPraHOM HCIIOIHUTeTbHOW B/IAacTH B cdepe
apXUWBHOTIO JleJla U 1eJI0NIPOU3BO/CTBA <44>.

<44> [lops[0K WCIIONb30BaHUS apXUBHBIX [OKYMEHTOB B TOCYJapCTBeHHbIX W
MYHULIAIIAIBHBIX apxuBax Poccuiickon ®efepanyy, yrBepxeHHbIM puka3om Pocapxusa ot 1
centssopss 2017 1. N 143 (3apeructpupoBaH Muntoctom Poccun 1 Hosiops 2017 1.,
peructpauronHslii N 48765) ¢ n3MeHeHHeM, BHECeHHBIM NpHUKa3oM Pocapxusa ot 9 nronsa 2021
r. N 51 (3apeructpupoBadH MuHioctom Poccuu 19 aBrycra 2021 r., peructpaijroHHbii N 64708).

174. [ocTynm K apXWBHbIM [JOKyMeHTaM, SIBJISIFOIIMMCSI HOCHUTE/ISIMH  CBeJleHUH,
COCTaB/SIOUMX  TOCYJAPCTBEHHYIO  TailiHy, a  TakKKe  COJepXKalluM  CBeJeHUs
KOHpUIeHIIMaIbHOTO XapakTepa <45>, OCyIIecTBAseTcs TIPU HaJlWYMM Y TI0/Ib30BaTesis
JOKYMEHTATbHO TIOJTBEP)KAEHHBIX TIpaB Ha IIOJiydyeHHe COOTBETCTBYHOIeW WH(OpMaruu
(cBemeHuii), a K [OKyMeHTaM, COJep)KalluM C/Iy>keOHyr0 HH(OpMaIi0 OrpaHUueHHOTo
pacrpoCcTpaHeHus], - B COOTBETCTBUY C JIOKa/IbHBIMA HOPMaTHUBHBIMU aKTaMH.

<45> V¥Yxka3 Ilpe3ugenta Poccuiickoii ®epeparuu ot 6 mapra 1997 r. N 188 "O6
yTBepKAeHuu [lepeuHs cBeZieHUI KOH(UIeHI[MAIbHOTO XapakTepa'.

175. T'ocygapCTBeHHBIN OpraH, OpraH MeCTHOTO CaMOYTIpaB/IeHUs], OpraHu3aliis He BIIpaBe
OrpaHUuMBaTh YCIOBUS HCII0/Ib30BaHWs WMHGOpMAalK, MpeJ0CTaBlIeHHOM M0/Ib30BATeN0 WIH
MOTyYeHHOM UM B pe3yJibTaTe CaMOCTOSATE/NbHOIO0 M3yueHHsl apXUBHBIX JOKYMEHTOB <46>; 3a
VICK/TIOUEHHUEM CJlyuyaeB, MpelyCMOTPEHHbBIX 3aKOHO/aTenbCcTBOM Poccuiickoit @esepatyu <47>,
W/ OTOBOPEHHBIX B JOTOBOPE C I0/Ib30BaTe/IeM.
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<46> YacTs 1 ctatbu 26 @efepanbHOro 3akoHa N 125-P3.

<47> Cratbs 25 @esepanbHOro 3akoHa N 125-@3.

176. Pabora mosnb3oBaTenss C apXWBHBIMKA [JOKYMEHTaMH U CIIPABOYHO-TIOMCKOBBIMHU
Cpe/icTBaMH K HUM OCYIIIeCTB/ISIeTCSl B TIPUCYTCTBUM PabOTHHKA apXuBa (JIMLia, OTBETCTBEHHOIO
3a apxuB).

177. B rocygapCTBeHHOM OpraHe, OpraHe MeCTHOTO CaMOYIIpaB/ieHUs, OpraHW3aluu
BeZIeTCsl yueT MCITIO0/Ib30BaHus JOKyMeHTOB, B TOM UHC/Ie C Ucrob3oBaHueM CXO/I.

178. 3anpockl nosib30BaTeier noApas3AesisstoTCs Ha:

a) 3arpochl COLMA/TBLHO-TIPABOBOIO XapakTepa (3arpockl, CBsi3aHHble C COLIMATbHOM
3aIIUTON T'pak/laH, MpeJyCMaTpUBAIOIel UX TIEeHCHOHHOe obecrieueHHe, a TAKXKe TOJydeHHe
NBTOT Y KOMITeHCALUi B COOTBETCTBUHU C 3aKOHOZaTelbcTBOM Poccutickoit Pesepaiiny;

0) TemaTWyecKue 3arpochl (3ampOChl O TIPeAOCTaBI€HUM apXWBHOW HWH(OpMaLUU 10
oripe/ie/IeHHOU TIpob/ieMe, TeMe, COOBITHIO, haKTY);

B) 3ampochl O PpacCeKpeurMBaHWM apXMBHBIX [JOKYMEHTOB, SB/ISIOLIUXCS HOCUTENISMU
CBeJIeHHH, COCTaB/ISIOIIMX TOCY/IapCTBEHHYIO TaliHY.

179. TocynapcTBeHHbIe OpraHbl, OpraHbl MECTHOT'O CaMOYTIpaB/ieHHs, TOCYAapCTBeHHbIe
(MyHUILMTIa/IbHbIE) OpraHW3allid OpPraHU3yIOT TIpUeM 3alpoCOB UM HarpaBjieHHWe OTBETOB II0
pe3y/abTaTaM UX UCTIOHEeHUS C UCTI0/Ib30BaHUeM TTIOUTOBOM CBSI3U U OULIMAIBHOM 3/1eKTPOHHOM
TIOUTAHI.

[Ipy HamMMuuK y opraHu3aldyd (UMHAHCOBBIX, TEXHUUECKUX U KaJPOBBIX BO3MOKHOCTEMH
TIpYeM 3alipoCOB M HarlpaB/ieHHWe OTBETOB T0 pe3y/ibTaTaM WX WCIIOJHEHHUSI OCYIeCTBISeTCS B
(opMe 37EeKTPOHHBIX [JOKYMEHTOB C WCIO/b30BaHMEM O(UIIMaIbLHOTO caliTa OpraHu3aliuu,
eIMHOTO TIOpTajia TOCYJapCTBEHHbIX W MYHHUILUIANbHBIX YC/IYT MO0 peruoHasbHOTO TopTasa
rOCy/IapCTBEHHBIX U MYHULIUIMAIBHBIX YCAYT, WHBIX TOCY/apCTBEHHBIX WH(HOPMAI[OHHbIX
cucteM, TI0 UWHGMOPMAI[IOHHO-TEIEKOMMYHUKAI[MOHHBIM  ceTsiM (0 COTJIaCOBAaHUIO C
T0JIb30BaTeeM).

180. TlocTymuBIIMi 3aMpoCc pacCMaTpUBaeTCs W HWCIOMHSETCS TpPU HaJUUMKd B HeM
HavMEeHOBaHUsS IOPUANUECKOTO /ulla Wik ¢damMwidd, HWMeHH, OoTuecTBa (MIpU HaIAUYUM)
(bu3nyeckoro ymiia, TOYTOBOTO U (U/TK) 3/IEKTPOHHOT'O a/[peca MoJib30BaTesisi M TeEMbI 3arpoca.

181. 3arpoc nonab3oBaTesisl He MOJJIeKUT paCCMOTPEHUIO B CJIEAYIOLIUX C/lydasax <48>:

<48> Cratbsi 11 ®depepanbHoro 3akoHa oT 2 masg 2006 r. N 59-®3 "O mnopsake
paccMOTpeHust oOpaltieHni rpakzaaH".

a) B 3a1poce OTCYTCTBYeT MH(opMaLys, yka3aHHas B myHKTe 180 [IpaBur;
6) 3arpoc He MOAJAETCS TPOUTEHHIO;

B) OTBET IO CYILeCTBY YKa3aHHOM B 3aripoce TeMbl (BOTIpoca) He MOXKeT ObITb JjaH Oe3
pasryialieHuss CBeJieHWH, COCTaB/SIOIIMX TOCYZIapCTBEHHYIO WM WMHYI0  OXDPaHseMYyo
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(deneparbHBIM 3aKOHOM TaliHy (yKa3aHHasi MH(POPMaAIUsi MOXKeT ObITh IMpe0CTaBIeHa TOTbKO
TIPU Ha/IMUWH Yy T0/1b30BaTeJIsl JOKYMEeHTalbHO TIOATBEPKEHHbIX MpaB Ha MOJyueHue CBeJleHnH,
CO/IeprKalluX roCy/1JapCTBeHHYIO TaliHy U (W1K) KOHPUAeHIMabHY0 HH(OPMALIUIO);

r) 3ampoc KacaeTcss TeMbl (BOIpoca), B OTHOIIEHWM KOTOPOW TIO/h30BaTe/Nl0 paHee
MHOTOKPAaTHO [laBalMCh THMCbMEHHbIe OTBeThl MO CYIeCTBY, W TpPU 3TOM B 3ampoce He
TIPUBO/ISITCS HOBBIE ZIOBOZBI WM 00CTOsITeNbCTBA (PYKOBOJUTENb TOCYJapCTBEHHOI'O OpTraHa,
OopraHa MeCTHOT'O CaMOYITIpaB/ieHHsl, OpPraHU3alluM WK YIIOJHOMOYEHHOe WM JIMI[0 BIIpaBe
TIPUHSTH pellleHre 0 0e30CHOBaTe/ILHOCTH OUepeIHOTO 3aripoca U MpeKpallleHHuH MeperucKy 1o
JTaHHOMY BOTIPOCY TIPU YC/IOBWHM, UTO YyKa3aHHBIA 3alpoc U paHee HaripaBjisieMble 3aripOChl
HaTpaB/IS/TMCh B OJIMH M TOT >Ke TOCY/JapCTBeHHbIH OpraH, opraH MeCTHOT'O CaMOYIIpPaBJIeHUH,
OpraHu3aluio);

[l) B 3arpoce CO/lep>KaTcsi HelleH3ypHble 00 OCKOpOuTe/bHbIe BbIpaXKeHHs, YTPO3bl
JKWU3HH, 37I0POBBIO U UMYITIECTBY PaOOTHUKOB (TOCYIapCTBEHHBIX, MyHUIUTIA/IBHBIX C/Ty’KaIl[UX),
a Tak)Ke UJIeHOB UX CeMel;

€) y TMoJib30BaTelss OTCYTCTBYHOT [OKYMEHTbI, MOJATBEpPXKJAIOL[e €ro MOJHOMOYUS
BBICTYNaTb OT UMEHU TPETbUX JIUL], B OTHOLLEHHWH KOTOPBIX CZeJiaH 3ampoc (B Caydyae, eciau He
HCTeK CPOK OrpaHUueHHs, YCTaHOB/IEHHbIA yacThi0 3 cratbu 25 ®esepanbHOro 3akoHa N 125-
D3).

O mnpuuMHax oOCTaB/ieHUsi 3aripoca 0e3 pacCMOTpeHHsi COOOLaeTcs T0JIb30BaTeN0 B
cydasix, ecyid ero haMuivst v TIOUTOBbIN (3/IEKTPOHHBIN aJipec) MoAat0TCsl POUTEHUIO.

182. Ha 6e3B03Me3/1HOI OCHOBE MCIIOJTHSIOTCS:

a) 3arpocel COLMAIbHO-TIPABOBOIO Xapakrepa - B TeueHue 30 KajleHJapHbIX JHEW CO [HS
perucrpaiuu 3amnpoca <49>;

<49> Yacrts 3 cratbu 26 PesnepanbHOro 3akoHa N 125-03.

0) TeMaTWuecKue 3arpoChl OPraHOB T'OCY/JapCTBEHHOW BJ/IaCTU M OPraHOB MECTHOTO
camoyTIpaB/ieHus], HarlpaBJisieMble B Lie/IsIX UCTIOJTHEHUS] UMM CBOUX TMOJTHOMOUMH, B MOPSIZIKE U B
CPOKH, yCTaHOBJIEHHbIE 3aKOHOaTenbCTBOM Poccuiickoit dezepariun, mib0 B COracoBaHHbIE C
HUMM CPOKHU <50>;

<50> Yacrts 7 cratbu 26 @esnepanbHOro 3akoHa N 125-@3.

B) 3arpochl O pacCeKpeurBaHUU apXWBHBIX [OKYMEHTOB, SIBJISIOILIMXCS HOCUTE/SIMU
CBe/IeHUM, COCTaBJ/ISIOLIMX TOCYAAPCTBEHHYHO TallHY - B CPOKM, YCTaHOBJIEHHbIe
3aKOHOaTenbCTBOM Poccutickor @efepaliuu 0 rocyZapCTBeHHOU TakiHe <51>.

<51> Cratbsi 15 3akoHa Poccuiickoii Pepepauuu ot 21 urons 1993 r. N 5485-1 "O
rocyJapcTBeHHOM TaiHe" (manee - 3akoH N 5485-1).

183. TemaTrueckue 3arpocsl MO/Ib30BaTe/Iel UCTIOMHAKTCS [PY HAJIMUUKM Y OpraHU3aliun
(bMHAHCOBBIX, TEXHUYECKUX U KaJPOBbIX BO3MOKHOCTEN Ha BO3Me3/IHOU OCHOBe <52>.
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<52> YacTs 4 ctatbu 26 PefiepanbHOro 3akoHa N 125-P3.

184. OTBeThI Ha 3aMpochl MoJb30BaTee, B TOM YKC/Ie OTBEThI Ha 3alpOChl COLMAIbHO-
TPaBOBOI0 XapakTepa, 0(hOpPMJISIIOTCS B BU/le ADXUBHOU CIIPaBKH, apXUBHOU BBITTMCKH, apXUBHOU
KOIMM, UH(POPMALIMOHHOIO MHChMa.

185. ApxuBHas crmipaBKa (peKOMeHAyeMbili oOpasel| rpuiBefieH B mpuiokeHun N 29 K
[MpaBunam) odopmrsercs Ha OnaHKe TOCYZApCTBEHHOTO OpraHa, OpraHa MeCTHOIO
caMOyIIlpaB/iIeHUsl, OpraHu3aluy U COJep)XUT Ha3BaHWe "ApXUBHas CIipaBKa', MOANMUCHIBAETCSH
PYKOBOJUTE/IEM WU/IK YITOJTHOMOUYEHHBIM UM JIULIOM Y 3aBepsieTCsl [evarbio.

ApxvBHas crnpaBKa, MO/rOTOB/eHHasl B (hopMe 3/IeKTPOHHOT'0 JIOKYMeHTa, MOJUChIBaeTCs
YCUJIEHHOU KBaJIM(ULIMPOBAHHON 3JIEKTPOHHOM 5(Ji 1314 (6 50) W YCUJIEHHOU
HeKBa/M(HULMDOBAHHOM 3/IEKTPOHHOM TIOAIUCHIO, CepPTU(UKAT K/I4ya TMPOBEPKU KOTOPOU
CO3/laH U MCT0/b3YyeTCsl B UH(PPaACTPYKType B3aUMO/elCTBUSI UH(POPMAL[MOHHBIX CUCTEM, B TOM
YKCJie TOCY/IapCTBEHHBIX MH(OPMaLMOHHBIX CUCTeM, BK/ItOUasi (pefiepajibHyI0 TOCyJapCTBEHHYIO
vH(MOopMalMOHHYI0 cucteMy "EAWHBIN TOpTan TOCYJAapCTBEHHBIX W MYHULIMIAIBHBIX YCIYT
(byHKUMIA)", TOAKTIOUEHHBIX K UHPPACTPYKType B3aUMO/eHCTBYS, B MOPS/iKe, YCTAHOB/IEHHOM
noctaHoBsieHreM [IpaButenbctBa Poccuiickoit ®eneparyu ot 22 aekabps 2012 r. N 1382 "O
NprYcoeJUHeHNH MH(OPMAI[MOHHBIX CHCTeM OpraHM3aluii K uHdpacTpykType, obecneunBarorei
VH(OpMaLMOHHO-TeXHOIOTHYecKoe B3aUMO/|eNCTBUE MH(OPMaLMOHHBIX CHUCTEeM,
VICTIO/Ib3YEMBIX /Il TIPe/IOCTaB/IeHHsI TOCYAAPCTBEHHBIX W MYHULIMINAABHBIX YCIyr U
WCIIOJIHEHUS] TOCY/IapCTBEHHBIX Y MYHULIMMAIbHBIX (DYHKLWM B 3/1IeKTPOHHOM (opme" (zanee -
nocraHoBieHne N 1382).

B TekcTe apxWBHOW CITPaBKA B XPOHOJIOTMYECKOW I10C/Ie/[0BAaTebHOCTH HW3/1araloTCst
COOBITHSI C yKa3aHHEM BH/IOB MCIIO/b30BaHHBIX JOKYMEHTOB, UX JlaT U HOMepoB. B apxuBHOIA
CrpaBKe [OIMyCKaeTCs LUTUPOBAaHWE [OKYMEHTOB, a TAKKe YyKa3aHWe Ha TIOAJTHHHOCTb
JIOKYMEHTOB, BK/IFOUEHHbIX B e/JUHULY XPaHEHMUSI.

B Tekcre apxXuWBHOM CIIpaBKU [jaHHble BOCIIPOM3BOZATCA TaK, KakK OHM M3/I0XKEHbI B
apXMBHBIX JOKyMeHTaX, a pPaCXO0XK[eHHWs, HeCOBIaJ|leH!sI 1 HeTOUHOCTU Ha3BaHWs, OTCYTCTBUE
VIMeHY, OTYecTBa (IIpY Ha/JIMUMM), UHULIMAJIOB WM HaJAuyue OJHOIO U3 HUX OrOBapHBalOTCs B
TeKcTe cripaBkH B cKobkax ("Tak B jokymeHTe", "Tak B TekcTe opurrHana'). B npumedaHusx mo
TEKCTy AapXWBHOW CIpaBKM OrOBapWBAIOTCA Hepa30OpuMBO HamMCaHHBIE, WCIIPABIEHHBIE
aBTOpoOM (co3faresieM [OKyMEHTA), He MOAJaroljyecsi NMPOYTEeHHI0 MeCTa TeKCTa [OKyMeHTa
("Tak B TekcTe opuruHana", "B Tekcre Hepa3bopurBO'"), a TakKe Ha/jW4Mie WM OTCYTCTBHUE
OTMETKH O 3aBepeHHHU [JOKYMEHTOB, [OC/TYKUBIINX OCHOBaHWEM [i/Isl COCTaBJ/IeHUs OTBeTa.

B Tekcre apxleHoﬁ CIMPpaBKHW He AOMYyCKal0TCA U3MEHEHMs, UCIIPpAB/IEHUA, KOMMEHTAPUU.

B apxuBHOI cripaBKe /10/DKHBI ObITh YKa3aHbI apXHUBHBIE KDLl 1 HOMepa JIMCTOB eJFHUL]
xpaHeHus.. B apxuBHOH cripaBke, 06beM KOTOpOI MpeBbIIlIaeT OWH JIUCT, BCE JIMCThI [O/DKHbI
OBITH TIPOILIMTHI, TIPOHYMEPOBAaHbI M 3aBepeHbI MeYaThbl0 TOCYJapCTBEHHOrO OpraHa, OpraHa
MeCTHOI'O CaMOYTIpaB/ieHHs], OpraHu3alyy (Ipy Halu4um).

186. ApxuBHasi BbIUCKa odopmiseTcsi Ha OaHKe TOCYJAapCTBEHHOTO OpraHa, OpraHa
MECTHOTO CaMOYTIPaBJ/IeHUs], OpraHu3aIfuu ¢ 0003HaueHreM Ha3BaHUs ("ApXUBHas BbIMUCKA") U
[IOCJIOBHO  BOCIIDOM3BOJUT YaCTb TeKCTa apXUBHOTO [JOKYMEHTa, OTHOCALLerocs K
orpesiesieHHOMY (hakTy, COOBITHIO, /ULy, C YKa3aHWEM apXWBHOTO Imudpa ¥ HOMEPOB JIMNCTOB
eUHULIbI XpaHeHHs.. B apXuMBHOW BBHIMMCKE TakXe MOXXeT OroBapuBaThCsl MOAJMHHOCTD
JOKYMEHTOB, BK/IFOUEHHBIX B e[JUHULY XPaHEeHHs.
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APXI/IBHaﬂ BBITIMCKA 3aBepAeTCd PpYKOBOAUTE/IEM TOCYyAdapCTBEHHOIO OpraHa, OpIr'dHd
MECTHOI'0 CaMOyIipaBJ/i€HHs, OpPraHM3allMk WJ/IKM YIIOJIHOMOY€HHBIM KM JIMLIOM KW 3dBePAETCA
I11e4aTblo.

ApXvBHas BBITTMCKA, TIOJrOTOB/IEHHAsI B (DOPMe 3/IeEKTPOHHOTO JOKyMEeHTa, MO/ITMChIBAeTCS
YCUJIEHHOU KBa/TM(ULIMPOBAHHOM 3JIEKTPOHHOM MIOZTUCBIO W YCUJIEHHOU
HEKBa/M(HULMDOBAHHOM 3/IEKTPOHHOM TIOAIUCBIO, CepPTU(UKAT K/I4ya TMPOBEPKU KOTOPOU
CO3J/laH U MCT0/b3YyeTCsl B UH(PPaCTPYKType B3auMO/elCTBUSI UH(POPMAL[MOHHBIX CUCTEM, B TOM
YKCJie TOCy/IapCTBEHHBIX MH(OPMaLMOHHBIX CUCTeM, BK/ItOUasi (pefiepajbHyI0 TOCyJapCTBEHHYIO
vH(MOopMalMOHHYI0 cucteMy "EAWHBIN TIOpTan TOCYJAapCTBEHHBIX W MYHULIMIAIBHBIX YCIYT
(byHKUMIA)", TOAKTIOUEHHBIX K UH(PPACTPYKType B3aUMO/eHCTBYS, B MOPS/Ke, YCTAHOB/IEHHOM
nocraHosieHveM N 1382.

Hauano u KoHel| Ka)KZI0ro M3B/euyeHHs: U3 apXUBHOIO IOKYMEeHTa, a TakKe IMPOIYCKHU B ero
TEKCTe OT/eNbHBIX C/I0B 0003HAuarOTCs B apXWBHOW BBIMHMCKe MHOrorouneMm. OcobeHHOCTH
TeKCTa apXWBHOI'O [JOKYMeHTa, BOCIIPOM3BOAMMOIO B apXMBHOW BBINIMCKE, OrOBapUBalOTCS Tak
JKe, KaK B apXVMBHOM CITpaBKe.

Odopmnenne apxXvBHOM BBIITMCKUA OCYILECTB/ISIETCS 110 aHAJOTMM C apXWBHOW CIPaBKOW,
odopm/ieHre KOTOPOW yCTaHOB/IeHO TTyHKTOM 185 IlpaBuit.

187. ApxuBHas KOIMUS [OCJIOBHO BOCIIPOM3BOJUT TEKCT apXUBHOI'O JOKyYMeHTa WA ero
n3o0bpakeHue, C yKazaHHeM apXUBHOrO Ivdpa U HOMepPOB JIUCTOB.

ApxuBHasi Konvst Ha OyMa)KHOM HOCHTeJIe 3aBepsieTCsl PYKOBOJUTEIeM IoCyapCTBEHHOTO
opraHa, opraHa MecTHOrO CaMOYIIpaB/ieHHs], OpraHu3alid Wi YIOJHOMOUYEHHbIM UM JIMLIOM U
oopm/ieHMe ee OCYLLeCTB/SIeTCSl MO aHaJOTMM C apXWBHOW CIIPAaBKOH, B COOTBETCTBUU C
nyHkToMm 185 IlpaBuit.

ApxvBHasg KONMS, WU3rOTOBJIEHHAsl B 3J/IEKTPOHHOM BUJe, IOJMNMUCHIBAETCS YCUJIEHHOU
KBa/IM(PULIMPDOBAHHON  3/IEKTPOHHOM TOAMUCHI0 WKW YCUJIeHHOW HeKBanu(UIIMPOBaHHOM
3/IeKTPOHHOM TMOJMMCHIO, CepTU(MKAT K/Ir4a NMPOBEPKH KOTOPOW CO3[aH M UCIIOb3yeTcsl B
MH(PACTPYKType B3auMOJelCcTBUSl MH(GOPMALIMOHHBIX CHUCTEM, B TOM UHMCJIe TOCy[apCTBEeHHbIX
VMH(OPMalLMOHHBIX CUCTeM, BK/IOYas (efepanbHYl0 TOCYJapCTBEHHYI0 HWH(POPMALMOHHYIO
cucteMy "EAWHBIA MOpTanm rocyapCTBeHHBIX M MYHULMHOAIbHBIX yCIyr (QyHKIMM)",
MOJK/IIOUEHHBIX K MH(PACTPYKType B3auMOJ|eHCTBUSI, B TOpPSAKe, YCTAaHOBJIEHHOM
rnoctraHoBneHreM N 1382. Mwmsa @ailia apXyWBHOM KOMWM, TIpe/iocTaBiseMoit B ¢dopme
3/IeKTPOHHOIO ZIOKYMEHTa, JOJDKHO COJlep’KaTh apXMBHBIN LIN(P JOKYMeHTa.

188. ApxuBHble CIpaBK{, apXWUBHbIe BBIMUCKU U apXWBHble KOIWUU HAalpaB/IIOTCA
NO/b30BaTe/ll0  C  CONPOBOJUTE/NBHBIM  MWCBMOM IO IOuTe,  MH(OPMAaLMOHHO-
KOMMYHMKAL[MOHHBIM CETSM WM BBIAAIOTCS M0/, PaClUCKy M0/1b30BaTei0 (MpU NpebsBIeHUN
JIOKYMEHTa, YA0CTOBEePSIOLLero JIMYHOCTb) WU IIPU Npe/bsIBIeHUU [J0BePEHHOCTH.

189. ApxuBHas cripaBKa, apXMBHasl BBIMCKA, APXUBHAsE KOMHSI W/ OTBET 00 OTCYTCTBUHU
3arpalrBaeMbIX CBeJleHUH, IpeiHa3HaueHHble [JIs HallpaB/IeHus:

a) B rocyzapctBa - yyactHuku CHI', BK/touasi OTBeTbl 00 OTCYTCTBUM 3aripalliiBaeMbIX
CBe/IeHUH, BbICBUIAIOTCS ADXUBOM HETTOCPE/ICTBEHHO B a/Ipec MO/Ib30BaTeIs;

6) B rocyzapcTtBa, He siByisitoluecss yyactHukamu CHI', BK/ro4asi OTBeTbl 00 OTCYTCTBUU
3arpalBaeMbIX CBeJleHUHM, OQOPMJISFOTCS M BMECTe C 3alpoCcaMH HarpaB/IsIFOTCS apXUBOM B
COOTBETCTBYIOLUM (hefiepanbHBIMN OpraH MCIOJHUTEHLHON B/IACTU WA €ro TeppPUTOpPHaIbHBIN
opraH.
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190. WudopmaumoHHoe mHcbMO odopmiseTcsi Ha OaHKe TOCYZApCTBEHHOTO OpraHa,
opraHa MecTHOTO CaMOYTIPaBJieHUsl, OPTaHM3aLil U COZeP>KUT OTBET O HaJIMUWU (OTCYTCTBUN) B
apXxvBe apXWBHBIX JOKYMEHTOB TI0 TeMe 3arpoca Win CBefleHHs 00 X MeCTOHaXO0K/IeHUH, U/ O
TiepechiIKe 3arpoca To TIPUHA/IJIe)KHOCTH B COOTBETCTBYIOLIUM TOCYapCTBEHHBIN OpraH, opraH
MeCTHOTO CaMOYITIpaBJIeHHs], OPraHM3alyio, WU 110 BOMPOCaM OKa3aHWsI BO3Me3[HBIX YCIIyT, WU
0 pacceKpeuvBaHWU apXUBHBIX JIOKYMEHTOB, SIBJISIIOIIMXCS  HOCUTENISIMU  CBeJleHUH,
COCTaBJISIOLUX TOCYJapCTBEHHYIO TaliHYy.

HH(I)OpMaLH/IOHHOE MUCbMO TIOATIMCBIBAETCA DPYKOBOAUWTE/IEM I'OCYyAapCTBEHHOI'O OpraHa,
OpraHa MeCTHOro CaMOYyIIpaBJ/IeHWfA, OPraHU3dlMi WX YIIOJJTHOMOYE€HHBLIM UM [AO/DKHOCTHBIM
JIMIJOM. ITucemo, HallpaBJ/iieMoe B (I)OpMe 3JIEKTPOHHOI'O JOKYMEHTAd, 3dBEePAETCA 3HeKTp0HHOﬁ
MoAINMCbI0 PYKOBOAWTE/IA TOCYyAapCTBEHHOI'O OpraHada, OpraHa MeCTHOro CaMOYIIpdBJ/I€eHN,
OpraHr3aliiv Ujir YII0OJITHOMOUYEHHOI'O MM JIMLiA.

191. TIlo cornacoBaHur0 C T[OJb30BaTe/ieM OTBET Ha TeMaTHYeCKWM  3arpoc
NIpe/lOCTaB/IsSIeTCs B BU/E:

a) CHUCTeMaTHU3UPOBAHHOTO KpPaTKOrO WM aHHOTHMPOBAHHOTO TIepPeyHs 3arojiOBKOB
apXMBHBIX [IOKYMEHTOB WM eJUHUI] XpaHeHus (eAUHUL] yuyeTa) IO OIpej/eJleHHONH TeMme C
yKa3aHWeM UX JjaT U apXUBHbIX LIU(POB;

0) TemaTHUecKoro 0630pa apXUBHBIX JOKYMEHTOB.

192. B uensx co3jaHusi yCAOBUW [y paboThl To/ib30BaTened U pabOTHUKOB
(rocyzapCTBEeHHBIX, MYHULMIIANBHBIX CAYKalllMX) FOCYAapCTBEHHOI0 OpraHa, OpraHa MeCTHOTO
CaMOyTIpaB/ieHUs, OpraHW3alid MOXKeT BbIENSATbCS — TIOMellleHHWe  (UMTalbHBIA  3ar,
MPOCMOTpPOBasi KOMHATa) /Jii O3HAaKOMJIEHHsI C AapXUBHBIMU JJOKYMEHTaMH U CIIPaBOUYHO-
TIOMCKOBBIMU Cpe/ICTBaMH, 000py/J0BaHHOe COOTBETCTBYIOIIMMHU TEXHUUECKUMU CPe/ICTBAMHU.

193. B apxuBe (npy HanuuMy) BeZJeTCS >KypHa/l ydeTa IIOCELeHWM YMTaJbHOro 3asa
(TpocMOTpOBOM  KOMHATBI)  TOJIb30BaTe/IsIMH W paboTHUMKamMu  (TOCY/apCTBEHHBIMH,
MYHULMNQIbHBIMU ~ CAY)KallUMM)  TOCY[ApCTBEHHOTO  OpraHa, OpraHa  MeCTHOrO
CaMoyTIpaBJ/IeHUs], OpraHu3aLuu.

194. Opranusanys BOpaBe OCYLIeCTB/IATb, B TOM 4YHC/Ae Ha OCHOBAaHWU JIOrOBOPOB
BO3ME3/JHOTO OKAa3aHUSl YC/Iyr TIOATOTOBKY TMyO/NMKanMidi W SKCTIOHUPOBAaHWE apXHWBHBIX
JOKYMEHTOB WU WX KOIWH; Ipe/CTaB/leHHe apXUBHbIX [JOKYMEHTOB Ha WH(OPMaljMOHHbIX
MeponpuATUIX (KOH(epeHIUsiX, KpPYIJIbIX CTOojaX, Ipe3eHTalusX, 3KCKYPCHUsX, JIeKLUsX,
BCTpeuax C OOIIIeCTBEHHOCTbIO, [HSIX OTKPHITHIX JiBepeli, YpOKOB), B TOM 4HC/Ie C
WCM0/1b30BaHKEeM MH(OPMalMOHHO-Te/1IeKOMMYHUKALIMOHHBIX CETeH.

195. OkcrnoHupyeMmble MOJJIMHHUKU apXWBHBIX [OKYMEHTOB M (W/IM) UX KOMHWU BHe
3aBUCUMOCTH OT (hOpMBI TyOIMUYHOTO TpefCTaBIeHus] JO/DKHBI ObITb CHAa0)KeHBI apXHUBHBIM
IM(pPOM U aHHOTAL[Meil C Ha3BaHWeM [OKyMeHTa, [aTOM CO3/aHus, KpaTKoW HHGopMalyen,
BK/IIOUaolllell B ciyuae HeoOXOZUMOCTH paciiMpoBKY TeKCTa [JOKYMeHTa WM ero 4acTy,
CBeJIeHUU O pacCeKpeyrBaHWUM.

XIV. KonupoBaHue apxXuBHBIX JOKYMEHTOB
196. M3roroByeHue KOMWK C apXUBHBIX JOKYMEHTOB OCYILECTB/ISIETCS C pa3peLleHUs

PYKOBOAUTE/TIA TOCYyA4apCTBEHHOI'0 OprdHd, OpraHa MECTHOI'0 CaMOyIIpaBJ/IEHWsA, OpPraHW3alihU
WX YIIOJTHOMOUYEHHOTI'O UM JIMIlad B IMMOPSAAKe, YCTaHOBJIEHHOM JIOKA/IbHbIM HOPMATUBHBLIM dKTOM.

197. Ha 6e3B03M63AHOﬁ OCHOB€ H3roTaB/IMBAIOTCA KOIMKMKW dPXMBHBIX AJOKYMEHTOB IIO



3ampocam COLMa/TbHO-TIPABOBOTO XapaKTepa, a Tak)Ke TI0 3aKa3aM T'OCy/lapCTBEHHBIX OPraHOB U
MECTHOT'O CaMOYTIpaB/IeHHs], HarlpaB/IeHHbIM B LIe/ISIX UCTIOJIHEHUSI UMU CBOMX TTOJTHOMOYMA.

B uHBIX C/IydasdX OpraHU3dliii OCYIIECTB/IAIOT KOIIMPOBdHHWE dPXHMBHBIX NOKYMEHTOB Ha
BO3M€3AHOﬁ OCHOB€ Hda OCHOBdAHHH O0I0BOPa <53>.

<53> YacTs 4 ctatbu 26 PefepanbHOro 3akoHa N 125-P3.

198. Tlpu odopMaeHUM KOIMWK PAcCeKPeYeHHOT0 apXWBHOTO JOKyMeHTa B MecTe
pacroioXKeHus COOTBETCTBYIOLEro rpr@da CeKPeTHOCTM Ha KOMWM IIPOCTAB/SeTCS IITaMIl
"PaccekpeueHo". Takou ke IITaMIT MPOCTAB/SETCS Ha 3JIEKTPOHHOM KOIMHW pPacCeKpeyeHHOro
apXMWBHOT0 JOKyMmeHTa. [Ipy caMoCTOsTe/IbHOM KOIMPOBAHUU I10/1b30BaTe/IeM pacCeKpeueHHOI 0
apXWBHOTO JJOKYMeHTa pabOTHHMK apxuBa (JIUI[0, OTBETCTBEHHOE 3a apXWB), 00eCreunBaroIui
KOHTDO/Ib, pa3MelliaeT B MeCTe pacro/io’KeHUs1 COOTBETCTBYIOLLero rprda CeKpeTHOCTH 3aCTaBKy
Co mramrioM "PaccekpeueHo".

199. Konuu dPXUWBHBIX OOKYMEHTOB BBIAAIOTCA I10/Ib30BaTe€/IAM, UX OOBEPEHHBLIM JIMLdM
Wini MOrytT ObITH BBIC/ITAHBI Ha YKHBHHHbIﬁ VMU TIOUYTOBBIN apeCc W/IW HallpaBJ/IeHbI IIO0
HH(bOpMaI_[I/IOHHO-TE]'[EKOMMYHI/IKaLII/IOHHbIM CeTdaM.

200. ApxuB BefeT ydYeT 3aKa30B Ha KOIMPOBaHWE Ha OyMa)KHOM HOCHTe/le WA B
3JIeKTPOHHOM BUJIe.

XV. Opranu3aiusi paboTsl Mo 0(hopM/IEHHIO UTOTOB PacCeKpeurnBaHHA
ApPXUBHBIX JOKYMEHTOB, IBJISIIOIUXCS HOCUTE/ISIMH CBeJeHUH,
COCTaBJIAIIMNX IOCY/JapCTBeHHYIO TallHy

201. PaboTa 10 pacceKpeurMBaHUIO apXUBHBIX JOKYMEHTOB, SIBJISIOLIUXCS HOCUTEJSIMU
CBEJIeHWW, COCTaB/SIIOLIMX TOCYAApCTBEHHYH) TalHy (ZJasee - pacceKpeuyWBaHue), B
rocy/lapCTBeHHOM OpraHe, OpraHe MeCTHOTO CaMOYIpaB/IeHUs], OpPraHM3aliy OCYLL[eCTBISIeTCS B
COOTBETCTBUM C TpeOOBaHUSAMHU 3aKOHOJaTenbcTBa Poccuiickort Pepepanmu <54>, WHBIX
HOPMAaTHBHBIMU TIPaBOBBIX aKTOB B 00/1aCTH 3alIUThI FOCY/JapCTBEHHOMN TaliHBI.

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

202. Pa3meljeHue, XxpaHeHWe, y4yeT, IIpOBeJleHHe T[POBEPKHW HaJWuusg U COCTOSIHUS
apXMBHBIX  JIOKYMEHTOB, SB/ISIOLIMXCST  HOCUTENSIMU CBeJIeHU, COCTaBJISIIOLLUX
rOCyJapCTBEHHYK0 TallHy, a TakKKe YaCTUUYHO paCCeKPEeUeHHbIX eJWHHUL] XpaHeHWs,
OCYILIeCTBJISIETCS] B TOCY/JapCTBEHHOM OpraHe, OpraHe MeCTHOTO CaMOYIpaB/ieHUs], OpraHr3aliu
B COOTBETCTBUM C 3aKOHOZATeNbCTBOM Poccuiickor ®epepalyd O rocy/JapCTBEHHOW TauHe
<55>.

<55> 3akon N 5485-1.

203. IIpocraBneHre Ha IEepBUUHBLIX CpeACTBAaX XpaHEHWUs AapXWUBHBIX [JOKYMEHTOB,
SIBJISIFOIIAXCS HOCUTENISIMU  CBeJleHUM, COCTaBJ/ISIOLUMX TOCY[apCTBEHHYIO TalHy, ILTaMIIOB
"PaccekpeueHO" € ykKasaHMeM HOMepa akTa, Jarbl U OpraHa, IPUHABIIEr0 pelleHue o
pacceKpeurMBaHWM, IIOC/Ae BHECEHWs M3MeHeHWM B YYeTHble [OKYMEHThl IIO pe3y/bTaTam
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NpOBe/IeHUsI paCCeKpeunBaHUs B COOTBETCTBUU C IyHKTamu 205 - 207 IlpaBun - B TeueHue Tpex
MecsLeB <56> ¢ MOMeHTa IIPUHATHS pellleHUs] O paCCeKpeunBaHUuU.

<56> I1yHkT 53.2 [IpaBun, yTBep>eHHbIX MprkKa3zom N 24.

204. Onucu fies1, JOKYMEHTOB U eJUHULIbI XPaHeHUs], SIBJISIOIIeCs HOCUTENISIMU CBe/IeHUH,
COCTaB/ISIOLUIMX TOCYZIapCTBEHHYIO TaiHy, a TakKe WX ydeTHble JOKYMEHThI 0003HAuaroTCs
OTMeTKOH "c", COOTBeTCTBYIOIIe Tpudy "cekpeTHO", 0OTMeTKOM "cC", COOTBeTCTBYHOIIIeN rpudy
"CoBepIIeHHO CeKpeTHO", OTMeTKO# "oB", cooTBeTcTByromled rpudy "ocoboil BakHOCTH",

KOTODBbIE SIBJISTFOTCS C/TyKeOHBIMHU.
205. I1pu paccekpeunMBaHUU:

a) BCeX eJUHML] XpaHeHHs IO ONUCU JeJ, [JOKYMEHTOB, SIBJISIOLUXCS HOCUTEeSIMU
CBeJIeHU, COCTaB/AIOIIUX IOCY/lapCTBEHHYIO TaliHy, OMUCh pacCeKpeurBaeTcs, repejaeTcsl Ha
OTKPBITOE XpaHeHHe W YUWThIBaeTcs B jicTe (poH/a 3a TeM ke HOMepoM, HO 6e3 oTMmeTku 'c",
"cc" umm "oB". TIpu 3TOM Ha 06/I0)KKe W TUTYJBLHOM JIUCTE OMUCH [/, JOKYMEHTOB TPUMBI
"cekpeTHO", "COBepIIIeHHO CeKpeTHO" WM "0coOOoW Ba)KHOCTH' U COOTBETCTBYIOIIME UM

OTMETKH 3auepPKHBAeTCs], a B IPaBOM BepXHeM YTJIy TIPOCTaB/sieTcst mramn "PaccekpedeHo";

0) uyacTM eAWHUI] XpaHeHWs IO OIHUCU Jef, JOKYMEHTOB, SIBJISTFOIIUXCS HOCHUTESIMU
CBeJIeHU, COCTaBJISIIOLMX TOCY[ApCTBEHHYIO TallHy, Ha pacceKpeueHHble apXWBHbIe /[iena,
JIOKYMEHTBI COCTaBJIIeTCsd OTZe/IbHas OINUCh JeJs, JOKYMEeHTOB, HOMepa eJWHUL] XpaHeHUs B
KOTOpPOM OCTaroTcsl npeXXHUMU. HoBas omuch fen, JOKYMEHTOB BMeCTe C pacCeKpeueHHbIMU
apXMBHBIMH [JOKyMEHTaMH, Mepe/laeTcsl Ha OTKPbITOe XpaHeHHe, YUUThIBaeTCs B JUCTe (OH/OB
3a TeM ke HOMepOM, UTO U CceKpeTHasl, HO 6e3 rpudoB "ceKpeTHO", "COBepIIIeHHO CeKPeTHO" WIn
"0co001 BAKHOCTH'" ¥ COOTBETCTBYIOIIMX UM OTMETOK;

B) OJJHOTO W/ HECKOJIbKMX apXMBHBIX JOKYMEHTOB, SIB/ISIOLUXCSI HOCUTENISIMU CBe/leHUH,
COCTaB/ISIOLIMX TOCYAAPCTBEHHYIO TaliHy, B COCTaBe e/IMHMILIbI XpaHeHUs, yKa3aHHas eJuHMLA
0CTaeTCs Ha CEKPeTHOM XPaHeHHH.

206. dakT paccekpeurBaHusl (PUKCHUPYETCS:

a) Ha TIEPBUYHOM CPe/ICTBE XPaHEHUsI apXWBHBIX JIOKYMEHTOB, SIBJISTIOIIMXCS HOCUTE/ISIMU
CBeJIeHUH, COCTaBJISIOLMX FOCY/JapCTBEHHYIO TaliHY;

0) B ommcu fien1, 10OKyMeHTOB B rpade "TIpumedanus” mramrom "PaccekpeueHo" HarmpoTHB
3aroJIOBKOB PaCcCeKpeuyeHHbIX M YaCTUUHO PacCeKpeueHHbIX eJMHUL] XpaHeHUs B OINUCAX Jell,
JLOKYMEHTOB, OCTAIOIIUXCSl HA CeKPeTHOM XPaHeHUU;

B) BO BHYTPEHHEeU OMUCU eJMHULIbI XPAHEeHUs], a IPU ee OTCYTCTBUU - B JTUCTe-3aBepuTesie C
yKa3aHheM HOMEpOB pacCeKpeueHHbIX JTUCTOB.

207. I3MeHeHUs B yueTHbIe [JOKYMEHTHI I10 pe3y/ibTaTaM pacCekpeunBaHus, IIPOBeIeHHOr 0
B COOTBeTCTBUM C IYHKTOM 206 IIpaBui, BHOCATCA Ha OCHOBAHUMU aKTa O pacCeKpeuruBaHUU
apXVBHBIX [JJOKYMEHTOB B TeueHHe TpexX MeCsLeB I10C/Ie [IPUHATUSA PellleHUs: O PACCeKpeunuBaHUU.

ITocne pacCekpeuyrBaHUA K OIMUCAM [ejl, JOKYMEHTOB COCTAaBJ/IAKOTCA HOBBIE€ HWTOr'OBLIE
3anmcu 06 o6beMax (baKTI/I‘-IECKI/I YUTE€HHBIX B HUX €JAWHUL] XpPdHEHHA.

XVI. N3psaTHE QPXUBHBIX JOKYMEHTOB
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208. MW 3bATHe [JOKYMEHTOB [IOMyCKAeTCS: TI0 peIlleHut0 CyAeOHbIXx W (Win)
TIPaBOOXPaHUTETbHBIX OPraHOB <57>; M0 MUCbMEHHOMY 00pallleHuI0 Biajiesiblja O BO3BpaTe emMy
He TIOJTyYeHHBIX B CBOe BPeMSI TIO/[/TMHHBIX JIMYHBIX JOKYMEHTOB O TPAKAAHCKOM COCTOSIHUH, 00
o0Opa3oBaHuM, O WIEHCTBe B 00IleCTBEHHBIX OpraHU3al[UsIX, a TaK)Ke Harpajl, TPyJOBbIX KHIKEK.

<57> CraTbs 183 ¥Yro/0BHO-TIpOLjecCyanbHOr0 Kojiekca Poccuiickoii @eziepaiiviu.

209. C wu3bIMaeMbIX [OKYMEHTOB M3rOTaB/IMBAlOTCS KOMHWM, KOTOpble 3aBepSIOTCS
MO/IMUChI0 pabOTHHKA apxuBa (JTUI]a, OTBETCTBEHHOTO 3a apXMB) U T€YaThI0 TOCY/IapCTBEHHOTO
opraHa, opraHa MeCTHOTO CaMOYTIpaBJieH!sl, OpraHM3aL[i1 U TPUOOILAIOTCS K COOTBETCTBYIOLIeH
eZIMHUL[e XPaHEeHUsI.

210. B cnyuae BoO3Bpara JOKYMEHTOB W3 CyAeOHbIX W (WIM) TPABOOXPAHUTEBbHBIX
OpraHoB, OHU TIOMeIIalOTCs (TIOAK/IAJBIBAIOTCSI) HAa MECTO TIPe)KHero HaxoXKAeHus, a
W3rOTOBJIEHHBIE C HUX KOMHWW, €C/IM OHU COCTaB/SIOT OT/e/IbHYI0 €IWHHUI]y XPaHEHUs,
UCTIONB3YIOTCST KakK (OHJ, TIO/b30BaHWs, a €C/IW TpPeJCTaB/siOT COO0M OTAenbHbIE JIUCTHI
€/IMHUIIbI XpPAaHEHUST - YHUUTOXKAIOTCH.

211. IMognMHHBIE TUUHBIE JOKYMEHTHI BbIAAIOTCS BJlaZiefblly C pa3pelleHusi PYKOBOAUTEIs
roCyJjapCTBEHHOTO OpraHa, OpraHa MeCTHOTO CaMOYTIpaB/eHusi, OpraHv3alyu  WIu
YIIOJITHOMOYEHHOT0 UM JIMlla TI0 TIpeAbsBJeHUHd TacliopTa WM UWHOTO JIOKyMeHTa,
Y/IOCTOBEPSIIOIIIEr0 JIMYHOCTh, /MO0 €ro pOJCTBEHHUKY TI0 TIPeAbsBAEHUU JOKYMEHTa,
MOJTBEPXK/JAIOIero PpOJACTBO, WIM HWHOMY JIMLy TIO J[OBEPeHHOCTH, OQOpPMJIeHHON B
COOTBETCTBUU C 3aKOHO/aTenbCTBOM Poccuiickor ®Penepaniiu.

212. V3bsATre (BO3BpaT) [JOKYMEHTOB O()OPM/ISIeTCSl aKTOM. AKT U JIpyrue JOKyMeHThI, Ha
OCHOBaHWHU KOTOPBIX TPOM3Be/IeHO U3bsiTHe (BO3BpaT), BK/IIOUAKOTCA B feno doHpa. U3barue
(BO3BpaT) JOKYMEHTOB 1 X 3aMeHa Ha KO OTPa)KaloTCsl B yUETHBIX apXUBHBIX JOKYMEHTaX.

XVII. CipaBoYHO-IIOMCKOBbIE CPeACTBA K JOKYMeHTaM APXUBHOI0
¢onga Poccuiickoit @efepaniuu v JPyruM apXuBHBIM IOKYMeHTaM

213. CucreMa CrIpaBOYHO-TIOMCKOBBIX Cpe/CTB BKJ/IOUaeT apXWBHbIe CIIPABOUHUKU Ha
OymaxHOM HocuTene W (UaM) B 37eKTpoHHOM BHje (B CXO3/I): obsi3aTesnbHble - OMUCHU Jiel,
JOKYMEHTOB, OITMCH SeKTPOHHBIX JOKYMEHTOB; BCIIOMOTaTe/bHble (HeoOs3aTesbHbIE) -
UCTOpUUeCKasi cripaBKa K (oOHAY, KaTajord, ykKasaTeau U 0030pbl, Cay)keOHble KapTOTEKH,
peecTpsbl, 6a3bl JAHHBIX U APYTHE CITPABOUHUKH.

CocTaB BcrioMorateabHbIX dPXWBHBIX CIIPABOYHHWKOB FOCYAapCTBEHHbIﬁ Oprad, OpraH
MEeCTHOI'0 CaMOyIipaBJ/IeEHHsA, OPraHr3aljys OrpeaessdeT CaMOCTOATE/IbHO.

214. MWcropuueckasi cripaBKa K (OHJY COZEpXUT TpU pasfiena: HUCTOpUs
(dhon000pa3oBaress, uctopus (GoH/ja U XapaKTepUCTHUKA JJOKYMEHTOB (OH/A.

Ncropuueckasi cripaBka K (hOH/Y COCTaB/SIeTCS B [IBYX 3K3eMIUIsIpax, OAUH XPAHUTCS B
nene ¢oHga, BTOPOM - TiepefaeTcss B TOCYAAPCTBEHHBbIM (MyHUIMMA/IbHBIN) apXUB.
WcTopuyeckas cripaBka K )OHAY MOJIKCHIBAETCS COCTABUTEJIEM.

XVIIIL Ilepegaua apxuBHBIX JOKYMEHTOB Ha XpaHeHUe
B rOCy/JapCTBeHHbIN (MyHULIUNIA/IbHbIN) aPXUB

215. T'ocyzapcTBeHHble U MYHULMIIA/IbHbIE OpPraHU3aliiM BBICTYNAOT WCTOUYHUKAMU
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KOMIUIEKTOBAHUSI TOCY/lapCTBEHHBIX (MYHMLMNAAbHBIX) apXMBOB B (OpMe TOJHOTO WU
BbIOOPOYHOTO (TPYMIOBOro, TMOBU/IOBOTO) TpUeMa AOKyMeHTOB. PellleHue o ¢opme rpuema
JIOKYMEHTOB OT TOCYZApCTBEHHbIX W MYHMULMIAJbHBIX oOpraHusanuii npuHumaercsi OIIK
apXMBHOT'O YUYpPeXXeHHUs.

Opranusanyy - UCTOYHUKY KOMIIJIEKTOBaHMS TOHOIO NpHeMa repeZialoT Ha XpaHeHue B
roCy/lapCTBeHHble, MyHHULMIA/IbHbIEe apXUBbl BeCb KOMILIEKC [JOKYMEHTOB ITOCTOSIHHOI'O CpOKa
XpaHeHUsl.

OpFaHI/I3aI_[I/II/I - HWCTOYHHMKH KOMIUIEKTOBAHHA IIOBHU0BOI'O BBI6OPO‘-IHOFO rnprueMa
rnepenaroT Ha XpaHeHKe B roCyJapCTBeHHbIe, MYHULIUIIA/IbHbIE dDXWBBI TOJIBKO OTAe/IbHbI€ BHU/bI
AOKYMEHTOB ITIOCTOAHHOI'O CPOKAd XpPdHEHUSA.

OPFHHI/IBHI_[I/II/I - HWCTOYHHMKHM KOMIUVIEKTOBaAHHWA TDYIIIIOBOI'O BI::I6OPO‘-IHOFO npremMa
rnepegarOT Ha XpaHeHHWe B T0CyAdapCTBeHHbIE, MYHHUIWIIA/IbHbIE dapXKWMBbBI BeCb KOMILIEKC
AOKYMEHTOB ITIOCTOAHHOI'O CPOKad XpdHEHHUSA.

216. Ilepemaua [JOKYMEHTOB Ha IIOCTOSIHHOe XpaHeHWe B  TOCYyZ[apCTBEeHHBIN
(MyHULIMMA/IbHBIN) apXUB OCYILIeCTBJISIETCS:

a) OpraHu3anvsaMu - HWCTOYHUKAMU KOMIL/IEKTOBaHHUS rocyiapCTBEHHOI'0
(MyHMLIMTIA/IbHOTO) apxXuWBa - B COOTBeTCTBUM C raBoli XXXVII TlpaBus, yTBep>KAeHHBIX
nipukasom N 24;

6) opraHu3alUsiMH, OCYILeCTBJISIOLIUMU JIeI03UTapHOe XpaHeH!e JOKYMEeHTOB APXHUBHOTO
¢donga Poccutickoit ®efepaliii - B COOTBETCTBUM C JIOTOBOPAMU O CPOKAaX M 00 YCIOBUSIX
JIeTI03UTapHOTO  XpaHeHWsi JIOKyMeHTOB ApxuBHoro QoHga Poccuiickoii ®Pepepaliuuy,
HaxXoAsAMXCsT B (efepanbHOM COOCTBEHHOCTH, W UCII0/Ib30BaHUS yKa3aHHBIX JOKYMEHTOB,
3aK/IFOUeHHBIMU UMH C YTIOJTHOMOUEHHBIM (heJilepajibHbIM OpPraHOM MCIIOTHUTE/LHOM BIaCTU B
ctepe apxXHBHOTO /iefia U J1e/I0Nporu3BO/ICTBa <58>;

<58> [loctranosiienue N 808.

B) Herocy/lJapCTBeHHBIMU OpraHMU3allUsM{ - Ha OCHOBAaHWM JIOTOBOpa COOCTBEHHWKA WJIU
BJ/IaJieNblia JOKYMEHTOB C FOCY[apCTBEHHBIM (MYHULIMMNAJIbHBIM) apXUBOM <59>;

<59> Yacts 3 ctatbu 21 ®PepepanbHOro 3akoHa N 125-P3.

I) HerocyJapCTBeHHbIMM  OpraHu3alysM{, He  BBbICTYNAKOLMMM  HWCTOUYHHMKAMU
KOMIUIEKTOBaHUSI TOCYZApPCTBEHHBbIX (MyHMLMIAIbHBIX) apXWBOB, WMEHIIMMH BO BjaJeHUH
apxuBHbIE JOKYMEeHTbI, OTHeCeHHbIe K ¢e/iepasbHON COOCTBEHHOCTH, COOCTBEHHOCTU CyObeKTa
Poccutickoii @efiepaliiy UM MyHULIATIATEHOW COOCTBEHHOCTH;

J) TOCYAAapCTBeHHbIMH, MYHHULUMAJbHBIMKA OpPraHM3aLUsIMH, He BBICTYIAIIIUMU
MCTOYHHMKAMH KOMIUIEKTOBAHUSI TOCY/IJapDCTBEHHBIX W MYHHULMIAAbHBIX apXWBOB - TIPU UX
JUKBU/IALIMU U HaJIMUWHU JOKyMeHTOB ApxuBHoro ¢onza Poccuiickoit denepariyu <60>.

<60> Yacrts 8 crarbu 23 PesepanbHOro 3akoHa N 125-@3.
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217. PaboThl, CBsi3aHHBIE C OTOOPOM, TOATOTOBKOM W TMepejauell JOKYMEHTOB Ha
MIOCTOSIHHOE XpaHeHWe B TOCYZAPCTBEHHbIM (MyHULMMAAbHBIM) apXWB, B TOM UMC/IEe C UX
ynopsilodyeHreM, TPaHCIIOPTUPOBKOM, BBITMOHSOTCS 3@ CYET CPeACTB TrOCyJapCTBEHHOIO
opraHa, OpraHa MeCTHOTO CaMOYTIpaB/IeHUs], OpraHu3aLyK, Catolei JOKyMEHTHI.

218. Ilepen mnepefaueit [OKYMEHTOB Ha IIOCTOSIHHOE XpaHeHWE B TOCYAApCTBEHHBIN
(MyHULIMTA/TbHBINA) apXUB MPOBOASITCS:

a) pacCMOTpeHMe [JOKYMEHTOB Ha MpeJMeT pacCeKpeurBaHUsi HOCUTEeer CBeJeHUH,
COCTaB/ISIFOLIMX TOCY/apCTBEHHYIO TallHy B CJlydae MCTeUYeHUs] CPOKOB, YCTaHOBJIE€HHBIX
3aKoHoZaTenbCcTBOM Poccutickor @egeparum <61>;

<61> Pa3gen IV 3akoHa N 5485-1.

6) paccMoTpeHMe [JOKYMEHTOB Ha TMpeJMeT CHSATHs ToMeTKd "[nisi ciaykebHOro
Mosib30BaHUs" C HocuTesleld HMHQOpPMAl[MM OTrPaHUUEHHOTO paclpoCTpaHeHUs B TOpsKe,
yCTaHOBJIEHHOM TiocTaHoB/ieHneM N 1233.

219. TIlepemaua 3/1eKTPOHHBIX apXMBHBIX [JOKYMeHTOB u3 CXO3/] rocysapCTBeHHOro
opraHa, opraHa MeCTHOIO CaMOYIIpaB/ieHWsl, OpraHu3alid - MUCTOYHUKA KOMIJIEKTOBaHUS
roCy/IapCTBeHHOTr0 (MYHULIUITAILHOTO) apXyBa B MH(GOPMALMOHHYIO CUCTEMY T'OCYy/JapCTBEHHOT O
(MyHMLIMTIAILHOT0) apXWBa MPOM3BOJUTCS B MOPsiAKe, YCTaHOB/IEHHOM (pefiepa/lbHbIM OPraHOM
WCIOJIHUTeIbHON BflacTM B cdepe apXWBHOTO Jiela W [Ie/IONPoM3BO/iCTBA  <62>; 1o
COT/IaCOBaHHI0 C TOCYAAPCTBEHHBIM (MYHULMIANbHBIM) apXWBOM M0 OIHUCSM 3/IEKTPOHHBIX
IOKyMeHTOB. K omucsM 37eKTPOHHBIX [JOKYyMEHTOB TIpWJarailTcs peecTphbl (aiiioB
3/IEKTPOHHBIX JJOKYMEHTOB, COr/IaCHO MyHKTY 146 [IpaBui.

<62> ITynkr 37.13 [IpaBus, yTBepKeHHbIX pruka3oM N 24.

220. TIlepemaua [J0OKyMeHTOB 0GOpM/IsieTCSl aKTOM [IpueMa-Tiepeflaul  apXUBHBIX
JIOKYMEHTOB Ha XpaHeHue (peKoMeHjyeMblii oOpasel] mipuBefeH B Tipunoxkenud N 30 K
[IpaBunam), cocTaBiasieMbIM B [ABYX 35K3emiuisipax. OAWH 3K3eMIUISIP akTa OCTaeTcs B
rocy/apCTBeHHOM (MyHMULIMNAJbHOM) apXuBe, [JpYrod - B TepejarolleM JI0KyMEeHTbI
roCy/lapCTBEHHOM OpraHe, OpraHe MeCTHOIO CaMOyIIpaB/eHWs, opraHusauuu. Bwmecte c
JIOKyMeHTaMH T1epe/laloTCs YeThIpe 3K3eMIUIspa OMMUCH Jesl, JOKYMEHTOB, a TakKXe OJUH - B
3/IeKTPOHHOM BHJe, B (opmaTe, COTJIaCOBAHHOM C TOCYAAPCTBEHHBIM (MYHULIUIATBEHBIM)
apxuBoM. OAMH 3K3eMIUISpP ONMUCH Ha OyMa)KHOM HOCHTe/le OCTaeTCss B TOCY/apCTBEHHOM
oprase, opraHe MeCTHOT'O CaMOYIIpaB/IeHHs], OpraHu3aLyu.

221. TlpopneHuve CpOKOB BpEMEHHOIO XpaHeHWsl J[OKYMEHTOB ApXUBHOro ¢oHja
Poccuiickoii defepaliii B rocyZapCTBEHHOM OpraHe, OpraHe MeCTHOTO CaMOYIIpaBJ/IeHUS,
OopraHu3aluu - KWCTOYHMKe KOMILIEKTOBAHUS [OIycKaeTcss Mo peuteHuto OIIK apxuBHOro
yupexxzaeHusi. [JocpouHasi Tiepefiadya [JOKYMEHTOB Ha TIOCTOSIHHOe XpaHeHWe MOXKeT ObITh
OCyIIIeCTB/IEHA TIPU OTCYTCTBUM HEOOXOJWMBIX YC/IOBUM AJisi o0ecrieueHHsi COXPaHHOCTH
JNIOKyMeHTOB ApxuBHOro ¢oHza Poccuiickoii defepaliuy, 1pu yrpo3e yTpaThbl (YHUUTOXKEHUS)
JIOKYMEHTOB, a TakXe Ha OCHOBaHMM [IOTOBOpPa C TOCYJAPCTBEHHBIM (MYHHULUMAIbHBIM)
apXMBOM.

222. [JOKyMeHTHI lepeflatoTCsl Ha MOCTOSIHHOEe XpaHeHue B YIIOPSA0YeHHOM COCTOSIHUU CO
CIIPaBOYHO-TIOUCKOBBIMU CPeJCTBAMMU.
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XIX. ITopsapok nepejaurl apxXuBHBIX JOKYMEHTOB NPH CMeHe
PYKOBO/UTe/Isl apX¥Ba OpraHa rocyfapCTBeHHOH BJIaCTH, OpraHa
MeCTHOI'0 CaMOyIipaBJ/ieHHs, OpraHu3aljuy, peopraH13anuu
Y (M1M) TUKBUAQLMH OpPraHa rocyjapCcTBeHHOM BJ1acTH,
opraHa MeCTHOr0 camMoOyInpaBJ/ieHUsl, OpraHu3anuu

223. Tlpu cMeHe PYKOBO/IUTeJIsI apXUBa MpHeM-TiepeZiaua J0KyMeHTOB, aDXUBHBIX YUeTHBIX
JIOKYMEHTOB W CIPAaBOYHO-TIOWCKOBBIX CPEJCTB K HHUM (Zanee - TpHeM-Tiepeziaua [ien)
OCYIL[eCTB/ISIeTCS KOMMCCHel, Ha3HauaeMol pYKOBOJWTE/IeM OpraHa rocyAapCTBeHHOW B/IaCTH,
opraHa MeCTHOT'O CaMOYTIPABJ/IEHUS], OPTaHU3al[UU WU YTIOJTHOMOUYEHHBIM UM JIUI[OM.

[lpu mipueme-riepesjaue Jiesl TIPOBOJAUTCS CIUIOIIHAsE WM BbIOOpouHasi (MO0 yKa3aHUIO
DYKOBOJUTENs] OpraHa TOCY[apCTBeHHOW B/IaCTH, OpraHa MeCTHOTO CaMOYIIpaBJieHus,
OpraHu3al[ii WK yIOJIHOMOUYEHHOT0 UM JIMLa) TIPOBepKa HaUuMsi U COCTOSIHUSI IOKYMEHTOB,
apXUBHBIX YUETHBIX JJOKYMEHTOB U CTIPaBOUHO-TIOUCKOBBIX CPE/ICTB.

[Tpuem-niepesjaua fen ocdopmisieTcsi akToM (peKoMeHJyeMblii oOpasel] TNpHUBeJeH B
npunoxxenny N 31 k ITpasunam).

224. Tlpu peopraHv3aliiy rocyjapCTBEHHOIO OpraHa, OpraHa MecTHOrO0 CaMOYIIpaBJ/eHus,
a TaKKe TIpM peopraHu3al[ii OpraHu3alyyd C u3MeHeHHeM (OpMbl COOCTBEHHOCTH WU
OpraHMU3al[MOHHO-TIPaBOBOM (OpMbI, B TOM uuC/e C Tepefaueii (QYHKIUM Jpyrod wumu
HECKOJIbKUM TOCYZ,apCTBEHHBIM OpraHaM, OpraHaM MeCTHOI'O CaMOyTpaB/eHusi, OpraHu3aLysM,
apXvBHble [IOKYMEHTbl TIepelaloTCsl TOCYJapCTBEHHOMY OpraHy, OpraHy MeCTHOTO
CamMOyTIpaB/ieHus], OpraHr3aliy - IPaBONPEEeMHHKY B yIIOPsJOUeHHOM COCTOSIHUM.

[lepesaua apXWBHBIX [OKYMEHTOB odopmisieTcsi akToM. [‘ocysapcTBeHHbie OpraHbl,
OopraHbl ~ MEeCTHOTO  CaMOVTIpaB/IeHUsi,  OpraHM3allid,  BBLICTYMAWL[Me  HWCTOYHUKAMU
KOMITJIEKTOBaHUSI TOCYAAPCTBEHHBIX (MYHUIMMAJbHBIX) apXUBOB, Iepe/laloT KOIMHI0 aKTa B
COOTBETCTBYHOIIUM rOCyAapCTBeHHbIN (MyHUIUTIATbHBIN) apXUB.

B ciydae mipuBaTM3al[iM TOCY[JAPCTBEHHBIX WM MYHUIUMNAIBHBIX TIPeATIPUATHH,
yupexaeHuii, 00pa3oBaBIIIMecs B IPOLECCe WX [eATebHOCTH apXWBHBbIE [OKYMEHTHI, B TOM
yKcie JOKYMEHTbl TI0 JIMUYHOMY COCTaBy, OCTalOTCS COOTBETCTBEHHO B deepanbHoi
COOCTBEHHOCTH, COOCTBEHHOCTH CybbekTa Poccuiickor @efepalid W MYHHUIUIATIBHOM
COOCTBEHHOCTH.

225. Tlpy NUKBUAALMM TOCYJApCTBEHHOTO OpraHa, opraHa MeCTHOTO CaMOYIIpaB/IeHUs,
OpraHu3aliM - HWCTOYHMKA KOMILJIEKTOBaHUsS TOCY/AapCTBEHHOro (MYHHUILUMANBLHOTO) apXWBa,
apXUWBHBIE JIOKYMEHTHI B YIIOPSIZIOUEHHOM COCTOSIHUU TT€PeJJaf0TCsl IMKBUJAIIMOHHON KOMUCCHEN
(TMKBUAATOPOM), KOHKYDCHBIM YTIPaB/SIIOIIMM B COOTBETCTBYIOIIMM TrOCY/japCTBEHHbIN
(MyHUIIMTIA/IbHBINA) apXUB. YTIOpsZI0OUeHNe JJOKYMEHTOB OPraHU3yeT JTMKBU/IAI[MOHHAS KOMHUCCHS
C yJacTheM TpeJiCTaBUTesi COOTBETCTBYIOLL[T0 rOCYAapCTBEHHOr0 (MYHUIMIAILHOT0) apXuBa.

[Ipy nUKBUAALMKW HEroCyJapCTBEHHOM OpraHU3alUi ee JOKYMEHThI B YIOPSZOYEHHOM
COCTOSTHUM TepeflaloTCs  JMKBUJALMOHHOM KOMHCCHeN (JIMKBUJATOPOM), KOHKYPCHBIM
YIOPAaBJSIIOLMM B COOTBETCTBYIOLLMK FOCYJapCTBEeHHbIN (MYHULIMNATIbHBIA) apXUB HA OCHOBAHUM
Jl0T0BOpa.



ITpunoxenue N 1
K [IpaBusiam

PekomeHiyeMbIii oOpa3er]
HomeHknatypa fien opraHv3alyu

YTBEPXIAIO

(Ha“MeHOBaHMe roCcyZ,apCTBEHHOI0 OpraHa,
opraHa MeCcTHOT'O caMOyTipaB/ieHUs, (HauMeHOBaHHe JJO/DKHOCTH PYKOBOJUTES
OpraHu3aLin) WJTM UTHOTO YITOJTHOMOYEHHOTO UM JIULA)
HOMEHKIJIATYPA OEJI
Ha roj,
(moamnuck) (pacirdpoBKa MOAHCH)

(nara)

WNupekc | 3aronoBok fena | KommuectBo ToMoB | Cpok xpaHeHus u N | Ilpumeuanus
Jena (uacretit) CTaThbH TI0 MepeyHto

1 2 3 4 5)

Ha3Banue pa3aeia

HaumeHoBaHMe TO/DKHOCTH
PYKOBOZMTEJISI CITY>KOBI /1e/TONPOr3BO/[CTBA
opraHu3sanuu

(moamnuck) (pacimdpoBKa MOAHCH)

(nara)

Bu3a pykoBoguTes (/Miia OTBeTCTBEHHOTO 3a apXUB)

COI'JTACOBAHO YTBEPXIIEHA
ITporokon 3K (LJ3K) opranusanyu [Tporokosn JIIK apxuBHOrO yupexzeHus
oT N oT N

WToroBasi 3amuch O KaTeropusix W KOJIMYeCTBe Jiel, 3aBefleHHbIX B rozy B
OpraHu3aluu

ITo cpokam xpaHeHus Bcero B ToMm uncne

[Tepexopsiux C otmeTtkoi "IITK"

1 2 3 4

Ha 6ymakHOM HOCHUTee
(py HaMMuMK TUOPUAHBIX fe1, ToM(a) Ha OyMa)KHOM HOCUTE/Ie YUUTBHIBAIOTCS B pasjiesie
Tabsmipl "Ha 6yMakHoM HocuTese", TomM(a) Ha 3/IEKTPOHHOM HOCHUTE/Ie YUMTHIBAIOTCS B
paszerne TabuiIb " OMeKTPOHHBIX ")




ITocTositHHOTO

BpemenHoro (cBbite 10
JIeT)

Bpemennoro (go 10 siet
BK/TFOUHTE/TBHO)

ONeKTPOHHBIX
(ripy Ha/MMuMK TUOPUAHBIX fesl, ToM(a) Ha OyMaKHOM HOCHTe/ile YUUTBHIBAIOTCS B pasfese
Tabmurpl "Ha OymakHOM HocuTese", ToM(a) Ha 3/IEKTPOHHOM HOCHTEJIe YUHTBIBAIOTCS B
pa3ziesie TabuIbl "ONeKTPOHHBIX "):

ITocTosiHHOTO

BpemenHoro (cBbite 10
JIeT)

Bpemennoro (go 10 siet
BK/TFOUHTE/THHO)

NTOrO:

HaumeHoBaHMe TO/DKHOCTH
PYKOBOZMTEJISI CITY>KOBI /1e/TOTPOr3BO/[CTBA
opraHu3sanuu

(moamnuck) (pacimdpoBKa MOAHCH)

(nara)

VToroBble CBe/leHUs Tiepe/iaHbl B apXUB
HanmeHoBaHMe O/DKHOCTH pabOTHHKA apXvBa
(moamnuck) (pacirdpoBKa MOAIHCH)

(nara)




IIpunosxenue N 2
K [IpaBuiam

PekomeH1yeMbIii oOpa3er]

HOMEHK]'[aTy'pa AeJ1 CTPYKTYPHOTIO IoJipa3ae/ieHrs OpraHru3adljvini

(HanMeHOBaHMe TOCY/IJapCTBEHHOT'O OPraHa,
opraHa MeCTHOTO CaMOYTIpaBJieHUsl, OpraHK3aL[1H)

(HauMeHOBaHUe CTPYKTYPHOT'O TIOJpa3/ie/ieHus])

HOMEHKIJIATYPA [OEJI

Ha rof,

(K HOMeHKJ/IaType Jie/1 CTPYKTYPHOTO
ToZipa3/ie/IeHust 0 OKOHUaHUH
KaJIeH/JapHOTO T0/]a COCTaBJISETCS
WUTOTOBAst 3aTMCh TI0 PEKOMEHTyeMOMY
o0pa3ily, yKa3aHHOW B TIPUTIOXKEHUH 12,
U JleJlaeTcsl OTMETKA O repeziaye
WTOTOBBIX CBe/IeHUH B Cyk0y 10Y

OpraHu3alim)
WNupekc | 3aronosok fgena | KosmuectBo ToMoB | Cpok xpaHeHus U N | IIpumeuanus
Jena (uacretii) CTaThH TI0 MepeyHto
1 2 3 4 5

Ha3Banue pa3aeia

HaumeHoBaHMe TO/DKHOCTH
PYKOBOZMTEJISI CITY>KOBI /1e/TONPOr3BO/[CTBA
opraHu3sanuu

(moamnuck) (pacirdpoBKa MOAHCH)

(nara)

COI'VIACOBAHO

(mpu HanmunK DK CTPYKTYpHOrO NoApasieneHus)
ITpoTokos IK CTpyKTypHOro nozpaszeseHus

oT

N




[Tpunoxxenue N 3
K [IpaBunam

PexomeHyembIii 0Opa3er]

AKT
0 BbIJle/IeHUM K YHUUTO)KeHHIO (apXUBHBIX) JOKYMEHTOB,
He MoJJ/IeXKalyx XpaHeH!o

YTBEPXIAIO

(HauMeHOBaHMe roCyJapCTBEHHOT0 OpraHa,
opraHa MeCTHOTO CaMOYTIpaB/ieHus, (HaMMeHOBAHUE I0/DKHOCTH PYKOBOIUTEIS
OpraHu3alL|m) WJIA UHOTO YTIOJTHOMOUYEHHOTO UM JIMLIA)
AKT

N

(mara)
0 BbIJle/IeHUY K YHUUTO)KEeHUIO (apXUBHbIX)  (roAnuck) (paciivgpoBKa MOAMUCH)

JIOKYyMEHTOB, He TO//IeXall[iX XPaHEeHUI0
(mara)

Ha ocHoBaHuu
(Ha3BaHMe U BBIXOZHbIE JJaHHBIE ePeyHs JOKYMEHTOB C YKa3aHHUeM
CPOKOB UX XpaHeHUs)
0oTOOpaHbl K YHUUTOXKEHUIO KaK He WMeIOIe HayYHO-UCTOPUUECKOW IIeHHOCTHU U
yTpaTUBILIMe MpaKTUUyeckoe 3HaueHue JOKyMeHThl (hoHza N
(N u Ha3BaHMe (PoOH/A)

N 3arosioBok | I'o NN omnucu (npu N en.xp. |Komuu| Cpoku | Ilprume
n/m Jlena Jbl BbIZIeJIeHUH K T0 OMKUCU | eCTBO | XpaHeHHUs | YaHUs
(rpyrmiroBoii YHUUTOKEHHUIO (unpekc |en.xp.| u NN
3arojIoBOK JIOKYMEHTOB I1pH o (men) |crareit mo
JIOKyMEHTOB) TOZITOTOBKeE Jie/T K HOMEHKJIa repeyHto
repejiaye B apXvB Type zien)
opraHusanuy, rpada He
3aroJTHSeTCS)
1 2 3 4 5 6 7 8
Utoro en1.xp. (e, 3/eKTPOHHBIX Zen) 3a TO/ibl.
(urdpamu ¥ IPOTIUCHIO)
Omnvicy fien MOCTOSTHHOTO XpaHeH!s 3a ropl yrBepxkzaeHsl DITK

(HavMeHOBaHVe apXUBHOTO YUpeX/eHHs)
TIPOTOKOJI OT N

HaumeHoBaHUe [O/KHOCTU PYKOBOJUTEIS
apxuBa (B C/y4ae, eC/id 3a OpraHH3aLUI0
apXMBHOT'0 XpaHeHUs OTBeYaeT PYKOBOAUTE/ b
OpraHu3al[iM, akT TO/IUCHIBAETCS JIULOM,



OTBETCTBEHHBIM 3a apXUB)
(mognuck) (pacirdpoBKa MOAHCH)

(mara)
COI'JTACOBAHO YTBEPXXIEH
[Tporokon 3K (LI3K) opranuzaiuu [Tpotokon STIK apxyUBHOTrO yupexeHust
oT N oT N
[10KyMeHTBI B KOJTMUeCTBe en.xp. (e, 3/1eKTPOHHBIX fen):
- Ha OyMa)KHOM HOCHUTe/le BeCOM KT. C/laHbl Ha YHUUTOKeHUe

- Ha 3JIEKTPOHHOM HOCHTeJIe€ C/IaHbl Ha YHUUYTO>KE€HHE

(crtoco6 yHUUTOKeHUs)

HavimeHOoBaHue AO/DKHOCTH pa6OTHI/IKa,
COoaBIIEro JOKYMEHTBI

(moamnuck) (paciiv@poBKa MO/IHCH)
(mara)

V3meHeHus B yueTHbIe JJOKYMEHTbI BHECEHBI
HanmeHoBaHuUe 10/KHOCTH pabOTHHKA
(moamucek) (pacmmdpoBKa MOAIUCH)

(nara)



Jlucr-3aBepuresis fesa

JINCT-3ABEPUTEJIb AEJIA N
B fene noAmmTo v MpoHyMepoBaHO

ITpunoxenue N 4
K [IpaBunam

PekomeHyembIii 0Opa3ser]

JIMCTOB

(uMcpamu ¥ POIHUCHIO)
cN mo N

, B TOM 4UucC/e:

JIutepHble HOMepa JIUCTOB

[TpomnyiieHHbIe HOMEpA JIUCTOB

+ JINCTOB BHYTPEHHEU OIMCHU

OcobeHHOCTH (HM3UYECKOTO COCTOSTHUS U (HOPMUPOBAHUS Jieia

Howmepa nvictos

1

2

HavmeHoBaHMe [JO/DKHOCTH PabOTHHKA

(mara)

(mogmnuck)  (pacimgpoBKa MOAUCH)



BHyTpeHHsist OMUCh OKYMeHTOB Jiesia N

BHYTpeHHHH OIMKUChb JOKYMEHTOB [JeJjid

IIpunoxenue N 5

K [IpaBuiam

PekomeH1yeMbIii oOpa3er]

N | Perucrpayuonnsii N [Hara 3aroj1I0BoK NN mucroB | [Ipumeuanus
n/n JIOKyMeHTa JIOKyMeHTa JIOKyMeHTa Jena
1 2 3 4 5 6
Nroro JIOKYMEHTOB.
(uudpamu ¥ TIPOITUCHIO)
KonmnuecTBO /TMCTOB BHYTPEHHEN OMUCH JUL.

(uudpamu ¥ IPOIHCHIO)

HavimeHOBaHue AOJDKHOCTH J1vIla,
COCTaBHMBIIIEr0 BHYTPEHHIOIO OIMKMCh
AOKYMEHTOB JieJjid

(mogmuck)  (pacirdpoBKa MOATMCH)

(mara)




ITpunoxenue N 6
K [IpaBusiam

PekomeHiyeMbIii oOpa3er]

O0610kKa Jena

W
W EO
NP

(Ha3BaHMe rocy/JapCTBeHHOTr0 (MyHUIIMITAIbHOT0) apX1Ba)

(HarMeHOBaHue rocyZjapCTBEHHOI0 OpraHa, OpraHa MeCTHOTO0 CaMOYIIpaB/IeHuUs,
OpraHu3aLin)

(HauMeHOBaHWe CTPYKTYPHOTO TIOZpa3/ie/ieHHs])

JIEJIO N TOM N

(3aroJioBOK Jiena)

(KpaiiHue faThl)

Ha JIUCTax
XpaHUTb

d. N
On. N

1. N




Omuchk e/t CTPYKTYPHOTO TIOZIpa3/ieie st

(HauMeHOBaHUe roCy/JapCTBEHHOI'0 OpraHa,
opraHa MeCTHOTO CaMOYTIPaBJ/I€HUs], OpTaHH3aI[1H )

(HauMeHOBaHWe CTPYKTYPHOTO TIO/pa3/e/IeHus])

OIINCHh N
JieJ1, JOKYMEHTOB
3a rof

IIpunoxenue N 7

K [IpaBunam

PexomeHyembIii 0Opa3er]

N | NHpgekc | 3arosioB | Kpatinue Cpok xpaHeHus (rpada He
N/T | [Jena | OKJena | Jatkl 3ar0JIHseTCS B OMUCH e
TIOCTOSIHHOTO CPOKAa XpaHeHUs1)

KonuuectB
0 JIICTOB

[Tpume
YaHUs

1 2 3 4 5)

HazBaHue pa3aesia

B naHHBIM pa3zen onucy BHECEHO
(umdpamu ¥ IPOIKCHIO)

nen

cN o N

B TOM UMcCJie:

JIMTepHbIe HOMepa:

TIpOMyIlleHHbIe HoMepa:

HavimeHOoBaHue JAO/DKHOCTH COCTaBUTeEJIA OIMHMCHU

(moamuck) (pacmM@poBKa MOANUCH)

(mata)

HavMmeHOBaHMEe [IO/DKHOCTH  PYKOBOJUTETISI
apxuBa (B c/ydyae, eC/lM 3a OpraHW3aluio

apXWBHOTO XPaHEHUsI OTBeUaeT PYKOBOUTEITh
OpraHu3al[iM, OMUCh TOATHCHIBAETCS JIULIOM,

OTBETCTBEHHBIM 3a apXUB) (moamucek) (pacmmdpoBKa MOATUCH)

(mara)

COI'JTACOBAHO COI'JTACOBAHO
(mpu HamuuK DK CTpyKTypHOTO
HanmeHOBaHMe O/DKHOCTH TIoZpa3zesneHust)

pykoBoauTeisi cnyxon1 JJOY [TpoTokos K CTpyKTypHOTO



ro/jpas/iesieHust

(moamnuck) (pacir@poBKa MO/IHUCH)
Hara oT N

[Tepenan ef.xp.
(umdpamu ¥ TIPOIUCHIO)
u perucTpaloOHHO-KOHTPOIbHbBIX
(uudpamu ¥ IPOIUCHIO)
KapTOTeK K JOKyMeHTaM.

HanmeHoBaHMe T0/DKHOCTH pabOTHHKA
CTPYKTYPHOTO MOJpa3/ieeHust
(moamuck) (pacmm@poBKa MOANUCH)

(mara)

[Tpunsan en.xp.
(umdpamu ¥ IPOIUCHIO)
u perucTpaloOHHO-KOHTPOIbHBIX
(uudpamu ¥ TIPOIUCHIO)
KapTOTeK K JJOKyMEHTaM.

HanmeHoBaHMe 0/DKHOCTH pabOTHHKA apXUBa
(mognuck) (pacirdpoBKa MOAHUCH)

(nara)



ITpunoxenue N 8
K [IpaBusiam

PekomeHiyeMbIii oOpa3er]

Onuch 3JIEKTPOHHBIX JOKYMEHTOB CTPYKTYPHOI'O IOApa3ae/1eHHsA

(HaMeHOBaHMe TOCY/JapCTBEHHOTO OpraHa, OpraHa
MECTHOTO CaMOYTIpaB/IeHus], OpraHU3aLiK)

(HauMeHOBaHHWe CTPYKTYPHOTO MOApa3zesieHust)

®ong N
OIMNCBhb N

3/IEKTPOHHBIX JOKYMEHTOB
(MOCTOSIHHOTO XpaHeHUs/BPEMEHHOT 0
(cBoiiie 10 eT) XpaHeHUsI/TIO TMUHOMY
COCTaBy)

3a roj




N | Unpek 3arosioBoK | PerucrpaijvioHH Bug u Hata | Cpok | KomuectBo | O6beM | [Tpu
/11 | C jefia | 3/1IeKTPOHHOI'0 bI HOMEP 3aroJIOBOK | IOKYM | XpaHe ¢aiinos B Meua
Jlena 1o 3JIeKTPOHHOT'O | 37IeKTPOHHOTO | eHTa | Hus | (KosndecTBO | OaiiTax | HuUs
HOMEeHKJ/IaType | [JOKyMeHTa JIOKyMeHTa ¢aiinos B
KOHTeliHepe)
1 2 3 4 5 6 7 8




B faHHBIH pa3zen onucy BHeCEHO
(urdpamu ¥ POTUCHIO)

3/IEKTPOHHBIX JIOKYMEHTOB
cN no N

00BbeMOM OaiiT. B TOM uncie
JIUTEPHBIe HOMepa:
MIPOMYIlleHHbIe HOMepa:

K 3/1eKTPOHHBIM JOKyMEHTaM COCTaBJIEHbI PeecTphbl (haiiioB.

HaumeHoBaHue JJODKHOCTH COCTaBUTEIsE OTIUCU
(mognuck) (pacirdpoBKa MOAHUCH)

(nara)

HauMeHOBaHHe JIO/DKHOCTU PYKOBOJAUTENIS
apxuBa (B C/Iyuae, eCd 3a OpraHMU3aIUIo

apXMBHOTO XPaHEHUsl OTBeYaeT PYKOBOAUTENb
OpraHu3aLly, ONKCh TIO/MUCHIBAETCS JIULIOM,

OTBETCTBEHHbIM 3a apXUB) (moamnuck) (paciivdpoBKa MOIHUCH)
(mara)
COI'JTACOBAHO COI'JTACOBAHO
(mpu HanmumK OK CTPYKTypHOTO
HaumeHoBaHMe JO/DKHOCTH No/ipas/iesieHust)
pykoBoauTeisi cnyx6b1 JJOY [TpoTokos K CTpyKTYypHOTO
Tro/ipas/ie/ieHust
(moamnuck) (pacir@poBKa MO/IUCH)
- oT N
Hara
[Tepenan 3/IeKTPOHHBIX [JOKyMEHTOB
(urcpamu ¥ IPOTIKCHIO)
o6bemMoM OaiiT

(urcpamu ¥ IPOIIKCEHIO)

HanmeHoBaHMe 0/DKHOCTH pabOTHHKA
CTPYKTYPHOTO MOJpa3/ieneHust
(moamuck) (pacmm@poBKa MOANUCH)

(mara)

HpI/IHHII 3J/IEKTPOHHBIX TOKYMEHTOB

(umdpamu ¥ IPOIUCHIO)
OaliT

(umdpamu ¥ IPOIUCHIO)

HanmMeHoBaHuMe 10/KHOCTU pabOTHHKA apxXUBa
(/TM1ja, OTBETCTBEHHOTO 3a apXUB)
(mognuck) (pacimdpoBKa MOAHCH)




(mata)

PeecTp ¢aiisioB 371eKTPOHHOTO JOKYMEHTa

/1

N 3/1eKTpOHHOTr 0O
JIOKyMeHTa 10
OMUCHU

HaumeHoBaHue
(aiina

[Hara u Bpems
TOC/IeJHETO
v3MeHeHus (atina

O6mwem (B
GaiiTax)

®opmar
(aiina




Onuck AeJI IIOCTOAHHOTIO XpPdHEHHWA

(HaMMeHOBaHMe TOCY/IJapCTBEHHOTO OpraHa,

OopraHa MecTHOT'0 CaMOYITIpaBJ/IeHus,
OpraHu3aLin)

®ong N

OIINCH N

Aesl, I0KYMEHTOB ITOCTOAHHOI'O XpaHEeHH

ITpunoxenve N 9
K IIpaBuiam

PekomeHyembIii 0Opa3er]

YTBEPXIAIO

(HauMeHOBaHHWe JJOJDKHOCTH PYKOBOJUTEIS
WJTM UTHOTO YITOJTHOMOUYEHHOTO UM JIULA)

(moamnuck) (pacmdpoBKa MOAMKUCH)

3a rof
(mara)
N | Unpekc | 3aronoBok gena | Kpaiinue gatel | KomvuectBo vctoB | [IpuMeuanus
n/nm | pena
1 2 3 4 5 6
Hasganue paszen
B faHHBIM pa3zen onucy BHECEHO
(umdpamu ¥ IPOIKCHIO)
Jen
cN o N , B TOM 4ucje

JTUTepHBbIe HOMepa:
TIpOMyIlleHHbIe HoMepa:

HaumeHoBaHMe [JO/DKHOCTH COCTaBUTEISI OITUCH
(moamuck) (pacmM@poBKa MOAKUCH)

(mara)

HaumeHoBaHUe [O/KHOCTU PYKOBOJUTEIS
apxuBa (B C/ydyae, eC/id 3a OpraHU3al[|io
apXWBHOT'0 XpaHeHUs OTBeYaeT PYKOBOAUTE/ b
OpraHu3al[iM, akT TO/IUCHIBAETCS JIULOM,
OTBETCTBEHHBIM 3a apXUB)
(mognuck) (pacirdpoBKa MOAHCH)

(nara)

COI'VIACOBAHO

[Tporokon 3K (LI3K) opranuzaiuu
N

oT

YTBEP)XXIEHA
[Tporokon STIK apXyBHOTO yupeK[eHUs

oT

N




ITpunosxenve N 10
K IIpaBuiam

PekomeHyembIii 0Opa3er]

Onuch AeJ1 I10 IMYHOMY COCTaBy

YTBEPXIAIO

(HauMeHOBaHUe TOCYyAAapCTBEHHOT0 OpPraHa,
opraHa MeCcTHOT'O caMOyTipaB/ieHUs, (HauMeHOBaHUe JJO/DKHOCTH PYKOBOJUTES
OpraHu3aLin) WJTM UTHOTO YITOJTHOMOUYEHHOTO UM JIULA)
®ong N

OIIMCBb N (moamnuck) (pacmdpoBKa MOAMKUCH)

Aesl, 10KyMEeHTOB I10 INYHOMY COCTaBYy

3a rof
(nara)
N | Unpekc | 3arosioBok | Kpaiinue Cpok KommuectBo | IIpumeuanus
n/m Jena Jena JlaThl XpaHeHUs JIUCTOB
1 2 3 4 5 6

Hasganue paszesna

B faHHBIM pa3zen onucy BHECEHO

(umdpamu ¥ IPOIKCHIO)

cN o N , B TOM 4yucse

JIMTepHbIe HOMepa:

nen

TIpOMyIlleHHbIe HoMepa:

HaumeHoBaHMe [JO/DKHOCTH COCTaBUTEISI OITUCH
(moamuck) (pacmM@poBKa MOAKUCH)

(mara)

HaumeHoBaHUe [O/KHOCTU PYKOBOJUTEIS
apxuBa (B C/ydyae, eC/id 3a OpraHU3al[|io
apXWBHOT'0 XpaHeHUs OTBeYaeT PYKOBOAUTE/ b
OpraHu3al[iM, akT TO/IUCHIBAETCS JIULOM,
OTBETCTBEHHBIM 3a apXUB)

(mognuck) (pacirdpoBKa MOAHCH)

(nara)
COI'JTACOBAHO YTBEPKJIEHA
ITporokon 3K (LJ3K) opranusanyu [Tporokosn JIIK apxuBHOrO yupexxzeHus

oT N oT N




ITpunokenue N 11
K IIpaBuiam

PekomeHyembIii 0Opa3er]

Onuch fen BpeMeHHbIX (CBbilIe 10 /ieT) CPOKOB XpaHeHUs

YTBEP

XIATO

(HauMeHOBaHMe TOCyJapCTBEHHOT O
opraHa, opraHa MeCTHOTO
CaMOyTIpaB/ieHUsI, OpraHM3aLiH)

(HauMeHOBaHHe JI0/DKHOCTH PYKOBOIUTEIS

®oug N WJIU KHOTO YIIOJITHOMOYEHHOI'0 UM JIULIA)
OIMNCH N
Zlesl, IOKYMeHTOB BpeMeHHbIX (moamnuch) (pacimdpoBka
(cBpie 10 1€T) CPOKOB XpaHEHUs MOATINCH)
3a roj,
(mara)
N | WHpekc 3arosioBOK Jesa Kparinue | Cpok | Kommuects | Ilpumeuanus
n/m | pgena JlaTbl | XpaHeHUs | O JIUCTOB
1 2 3 4 5 6 7
Hasganue paszesna
B faHHBIM pa3zen onucy BHECEHO
(umdpamu ¥ IPOIKCHIO)
Jen
cN o N , B TOM 4yucC/e

JTUTepHBbIe HOMepa:
TIpOMyIleHHbIe HoMepa:

HavimeHOBaHue AO/DKHOCTH

COCTaBHTe/Id OITMCH

(nara)

(mogmnuck) (pacmmdpoBKa MOAMCH)

HanmMeHoOBaHuUe 0/KHOCTH
PYKOBOZUTEJISI apX1Ba

(B csiyuae, ecsid 3a OpraHM3alvio
apXMBHOTO XpaHeHusi OTBeyaer
DPYKOBO/JUTe/Ib OpraHM3al[iH, OIHCh
TO/IMACHIBAETCS JTUI[OM, OTBETCTBEHHBIM
3a apxuB)

(mata)

(mopmuck) (pacuir@poBKa MO/TKCH)



COI''TACOBAHO YTBEPXIEHA
ITporokon LIOK (3K) opranusanyu [Tporokosn SITK apXWBHOIO yupeKeHHUs
oT N oT N




ITpunosxenue N 12
K IIpaBuiam

PekomeHyembIii 0Opa3er]
Onuch 3/1eKTPOHHBIX JOKYMEHTOB

YTBEPXIAIO

(Ha“MeHOBaHMe rocyZlapCTBEHHOT O
opraHa, OpraHa MecTHOT'0
CamMOyTIpaBJieHus1, OpraHru3arLuu)
(HavMeHOBaHUe TO/KHOCTHA PYKOBOAUTEISI

®oug N WJIU KHOTO YIIOJITHOMOYEHHOI'0 UM JIULIA)
OITMCH N
3/IeKTPOHHBIX JOKYMEHTOB BpeMeHHbIX (moamucek) (pacummdpoBka
(MOCTOSIHHOTO XpaHeHUs/BPEMEHHOT 0 TOZTIUCH)
(cBbitie 10 n1eT) XpaHeHUsI/TIO TUYHOMY
COCTaBy)
3a roj,

(mara)



N Nupekc | 3aronoBok PerucrpalioHHbIN By v 3aronoBok Hara Cpok KomuectBo | O6beM | [IprmMeuaH
/1 Jena 3JIEKTPOHHOI | HOMep 3JIeKTPOHHOI'O 3J7IEKTPOHHOI'O | JOKYMeH | XpaHeHUs (hatinos B us
0 Jle/s1a 1o JIOKyMeHTa JIOKyMeHTa Ta (komuecTBO | GadTax
HOMEeHK/IaTy ¢aiinos B
pe KOHTeliHepe)
1 2 3 4 5 6 7 8




B faHHBIH pa3zen onucy BHeCEHO
(urdpamu ¥ IPOIUCHIO)

3JIEKTPOHHBIX JOKYMEHTOB

cN mo N
o0BeMoM OaiT. B Tom uncie
JIUTEPHBIE HOMepa:

TIpOMyIlleHHbIe HoMepa:
K genam cocraBiieHbl BHyTpeHHUE OIMUCH (PeecTphbl) feJl.

HavimeHOBaHue AO/DKHOCTHU
COCTaBHTe/Id OITMCH

(mogmnuck) (pacmmdpoBKa MOAMCH)

(nara)

HanmMeHoOBaHuUe 0/KHOCTH
PYKOBOZIWTE/ISI apXUBa

(B csiyuae, ecsid 3a OpraHM3alvio
apXWBHOTO XpaHEHUsI OTBeyaeT
DPYKOBO/JIUTe/Ib OpraHM3al[iH, OIHCh
TIOJTMCBHIBAETCS JIULIOM, OTBETCTBEHHBIM

3a apxuB)
(mopmuck) (pacum@poBKa MO/THCH)
(mara)
COI''TACOBAHO YTBEPXXIEHA

[Tpotokon LI9K (3K) opranuzaiuu [TpoTokon JITK apXxuMBHOrO yupeXJeHust

oT N oT N

PeecTp (paiinioB 3/1eKTPOHHOT'O JOKyMeHTa

N N 3/1eKTPOHHOTO HaumeHoBaHue Hata u Bpemsi | O6bem (B | PopmaT

/Tl | JOKyMeHTa 110 OIUCH ¢aiina MOC/Ie/JHETO baiirax) ¢aiina

V3MeHEeHUsI
daiina




ITpunokenve N 13
K IIpaBuiam

PekomeHyembIii 0Opa3er]
KapTouka rocreia)KHOro Tornorpaguueckoro ykasaTeJsis

HaunMeHoBaHHe TOCYapCTBEHHOTO OpraHa,
OpraHa MeCTHOTO CaMOYTIPaB/IeHHS,

opraHu3anuu
CTEJIJTAXK N APXVBOXPAHWINIIE N
[MIxad N ITonka N ®oup N Omuce N | Ea.xp. c Nmo N | Tlpumeuanus

1 2 3 4 5) 6




[Ipunoxenue N 14
K IIpaBuiam

PekomeHyembIii 0Opa3er]

KapTtouka nogoH0Boro Tororpaduueckoro ykasaress

HavimeHOoBaHue rocyiapCTBeHHOI'O OpraHa,

OpraHa MeCTHOTO CaMOYTIPaB/IeHHS,

opraHu3anuu
OOH/, N APXVBOXPAHW/INIIE N
Ha3sBanue donza
Omuce N |Eg.xp.cNmno| Cremnax N | Ikad N ITonka N [Tpumeuanus
N
1 2 3 4 5 6




[Ipunosxkenve N 15
K IIpaBuiam

PekomeHyembIii 0Opa3er]
AXT TIPOBEpPKY Ha/TMUMsI U COCTOSTHUSI aDXUBHBIX JOKYMEHTOB

YTBEP)XIAIO

(Ha“MeHOBaHMe roCcyZjapCTBEHHOT 0
opraHa, opraHa MecTHOI0
CamMOyTIpaBJieHus1, OpraHru3aruu)
AKT (HauMeHOBaHHWe JOJDKHOCTU PYKOBOAUTEIS
WJTU KHOTO YIIOJIHOMOYEHHOT0 MM JIULIA)

N

(nara)
TPOBEPKU Ha/IMuus U COCTOSHUSA (mogmuck)  (pacimdpoBKa MOATMCH)

dPXUWBHBIX JOKYMEHTOB

(mata)
®ong N

Ha3sBanue donza

NN onucent

IIpoBepka npoBouU/ace ¢ 1o

[TpoBepKoOi1 yCTaHOBJIEHO:

1. Yuommrces 1o onucsam en.xp.
(KomuecTBO)

2. BhbisiB/IeHbI TEXHUUECKHE OIIUOKU:

2.1. NmeroT iuTepHbIE HOMEpA:

a) He YUTeHHble B UTOIOBOU 3aluCHy ef.xp.
(KoMuecTBO)

0) He TIepeurC/IeHHbIe, HO YUTeHHbIE

B UTOTOBOW 3aMucu es1.xp.
(KomuecTBO)

2.2. [IponyiieHo HOMEPOB:

a) He YUTeHHbIX B UTOTOBOM 3allMCHU ef.xp.
(KomMuecTBO)

0) He MepeurCIeHHbIX, HO

YUTEHHBIX B UTOTOBOM 3aMUCH en1.xp.
(KomuecTBO)

2.3. [Ipyrue, B pe3y/abTaTe uero o0bem

YBeTMUYUWIICS Ha esl.xp.
(KomMuecTBO)

YMEHBLIU/ICS Ha efl.xp.
(KouecTBO)

3. UM/t 10 OMUCAM B pe3ysbTare

yCTpPaHeHUs TeXHUUeCKUX OLIMO0K en1.xp.
(KomuecTBO)

4. He oka3anocb B HA/IMUUU ef.xp.
(KomuecTBO)

5. ImeeTcs B HaMuMu 10 JaHHOMY (POHZY

(BK/IFOUEHHBIX B OMHCH) ef.xp.
(KomMuecTBO)




13 HUX TPeOYIoIuX:

a) fe3uHpeKIun ef.xp.
(KomuecTBO)

0) fe3uHCeKIUU es1.xp.
(KomuecTBO)

B) pecTaBpaliu es1.xp.
(KomMuecTBO)

T) TieperuieTa Win Mo/IIUBKU es1.xp.
(KomuecTBO)

1) BOCCTAHOBJIEHUS 3aTyXalOIIUX TeKCTOB es1.xp.
(KomuecTBO)

€) CHSTHUS C yyeTa BBUY HEHCITPAaBUMBIX TMTOBPeXXAeHU en.xp.

(KkonMMuecTBO)

K) TIPOBE/IEHHUST MUTPALIUN
(Z71s 3IIEKTPOHHBIX JOKYMEHTOB
Ha (¢usnyecku 000C06eHHBIX

HOCHUTEJISIX) ef. Xp.
(KomMuecTBO)

6. ImeeTcs He BK/IFOUEHHBIX B OIUCU efn.xp.
(KoMuecTBO)

7. Wtoro no paHHomy ¢oHAY (BK/IIOUEHHBIX U He BK/IHOUEHHBIX B OMHCH),

VMMEIOLUXCS B HA/TMUUU es1.xp.
(KouecTBO)

8. XapakTepucTHKa yCJIOBUM UX XpaHeHHsl.
OTpuriiaTenbHbIe SBJIEHNS B COCTOSTHUN U YCJIOBUSIX XPAHEHHUSI.

[TpoBepKy MpOW3BOAWIIN:
HavmMeHoBaHMe(s1) J0/DKHOCTEM
paboTHUKa(0B)

(mopmnucek) (pacumdpoBKa MOATNHCH)

(nara)



IIpunosxenue N 16
K IIpaBuiam

PekomeHyembIii 0Opa3er]
AKT 0 TeXHUYeCKHX OIIMOKaX B yUeTHBIX JOKyMeHTaxX

YTBEP)XIAIO

(Ha“MeHOBaHMe roCcyZjapCTBEHHOT 0
opraHa, opraHa MecTHOI0
CamMOyTIpaBJieHus1, OpraHru3aruu)
AKT (HauMeHOBaHHWe JOJDKHOCTU PYKOBOAUTEIS
WJTU KHOTO YIIOJIHOMOYEHHOT0 MM JIULIA)

N
(nara)
0 TEXHUYECKUX OINOKax (mogmuck) (pacimdpoBKa MOATIMCH)
B YUETHBIX JOKYMeHTax
(mara)
®ong N
Ha3Banue doHja
B xo[ie BbInonHeHus
(Bup pabot)

06Hapy>KeHbI TeXHUUYECKHEe OIIMOKHU B 3aMCIX:

Hasganue fjokymeHTa Cy1ecTByronjas 3arnuicb Crnenyert 3anmcarb

1 2 3

B pe3synbTate KOMMuecTBO eA.xp. (eA.yu) He H3MeHW/IOCH/YBeJTUUYUI0Ch/
(Hy>KHO€ TIO/JUepKHYTb)

YMEHBIIIUIO0Ch Ha en.xp. (ef.yu.)
(uMcpamu ¥ IPOIKCHIO)

[Tpumeuanus:

HavimeHOBaHue AO/DKHOCTHU pa6OTHI/IKa

(mopnucek) (pacmmdpoBKa MOANMUCH)
(nara)
V3MeHeHNs B yueTHbIe JJOKYMEHThI
BHECEHbI
HanmMeHoBaHue 10/KHOCTH pabOTHHKA
(mopmnucek) (pacumdpoBKa MoANMUCH)

(nara)



[Ipunoxkenue N 17
K IIpaBuiam

PekomeHyembIii 0Opa3er]

AxT 00 0OHapy>XKeHHUH apXUBHBIX JJOKYMEHTOB,
He OTHOCSIIUXCS K JAHHOMY (OH/ly ¥ HeyUTeHHbIX

YTBEPXIAIO

(HaumMeHOBaHUe TOCYyAapCTBEHHOTO
opraHa, opraHa MeCcTHOTO
caMOYTIpaBJIeHH!s], OpraHu3aL1uu)
AKT (HarMeHOBaHUe J10/KHOCTA PYKOBOJUTE/IS
WJIM UHOTO YTIOJTHOMOUEHHOT'O UM JTULA)

N

(mara)
06 06Hapy)kKeHUH apXUBHBIX JOKYMEHTOB  (MOAMMCh) (paciivdpoBKa MOATIMCH)

He OTHOCSIIIUXCS K JJAHHOMY
(hoHJy, HeyUTeHHBIX (mara)

B xoge
(Buz, paboTHI)
Ob110 0OHAPY>KEHO

(B poHze, B apXHBOXpaHU/IULLIE,

paboueM MOMeITieHN )

N | 3arosioBok ef,. Mudp | Kpatinue Konuuectso K kakomy [Tpume
1/ | Xp., JOKyMeHTa (npu JaTbl JIUCTOB (Bpemst dbonHay YaHUs
HaUuru) 3By4YaHUsl, OTHOCHUTCS

MeTpaxK, 6aliT) | (HOBBIN IUGP)

1 2 3 4 5 6 7

WToro o6Hapy»keHO

(umdpamy ¥ MPOMHUCHIO)
eZ.xp. (JOKyMeHTOB)

HavimeHOBaHue AO/DKHOCTHU pa6OTHI/IKa

(mopnucek) (pacumdpoBKa MoANMUCH)
(mara)
V3MeHeHNs B yueTHbIe JJOKYMEHTBI
BHECEHbI
HanmMeHoBaHue 10/KHOCTH pabOTHHKA
(mopnucek) (pacumdpoBKa MoANMUCH)

(mara)



[Ipunoxenve N 18
K IIpaBuiam

PekoMeH/TyeMbIi 0Opa3et]
AKT
0 HeOOHApY)KeHUU apXUBHBIX JOKYMEHTOB,

IMyTHU PO3bICKd KOTOPBIX MCUEePIIaHbI

YTBEPXIAIO

(Ha“MeHOBaHMe roCcyZjapCTBEHHOT O
opraHa, opraHa MecTHOro
CamMOyTIpaBJieHus1, OpraHru3arvu)
AKT (HauMeHOBaHHe JJOJDKHOCTU PYKOBOAUTEIS
WJTU KHOTO YIIOJIHOMOYEHHOT0 MM JIULIA)

N

(nara)
0 HeoOHapY)KeHUH apXUBHBIX (mogmuck) (pacimdpoBKa MOATUCH)

AOKYMEHTOB, ITYyTH DO3BbICKd
KOTOPBIX MCYEePIIaHbI

(mara)

Ha3panue u N donza
B pe3ysnbrare
YCTaHOBJIEHO OTCYTCTBUe B (DOHjle TepeuucieHHbIX HibKe el (JOKyMeHTOB),
TpeINIpUHATbIE aDXUBOM Mephbl I10 PO3bICKY JeJl IT0JI0KUTeTbHBIX Pe3y/IbTaToB He
Jlanu, B CBSI3U C UeM CYMTaeM BO3MOJKHBIM CHSITh C yueTa:

N | Onuck | Eg.xp.| 3aronoBok | Kpaiinuve | Kon-Bo nuctoB | [Ipeamnosnara | [Tpume
n/n N N en.xp. JlaThl (Bpemsi 3ByuaHusi, eMble YaHuA
(apxuBHBIX MeTpax, 6akT) TIPUYUHBI
JIOKYMEHTOB) OTCYTCTBHUS
1 2 3 4 5 6 7 8
Wtoro ef1.xp. (aQpXUBHBIX JOKYMEHTOB

(urdpamu ¥ POMKUCHIO)
Copiep>kaHue yTpaueHHbIX JJOKYMEHTOB MOXKeT ObITb YaCTUUHO BOCTIOTHEHO C/Ie[yIOLUMU
e.Xp. (IOKyMeHTaMH):
(NN en.xp. v UX TPYNIOBbIe 3aT0JIOBKU)

HanmMeHoBaHuUe 10/KHOCTH
DPYKOBOJUTE/ISI apXUBa

(B csiyuae, ecsid 3a OpraHM3aLUI0
apXMBHOTO XpaHeHusi OTBeyaer
DPYKOBO/JUTe/Ib OpraHM3al[iH, OIMCh
TO/IMACHIBAETCS JTUL[OM, OTBETCTBEHHBIM
3a apXuB)




(mopmuck) (pacumdpoBKa MOATMCH)

(mara)

YTBEPXIEH COI'JTACOBAHO
(ripu HeoOHapy>KeHUH Jies1 ADXUBHOTO
tdonzma Poccuiickoit dezepariun)
[Tpotokon JIIK apxuBHOro yupexxgenus IIporokon LIOK (3K) opranu3saimu
oT N oT N

N3meHeHus B YUeTHbIe TOKYMEHTbI BHECEHBbI

HanmMeHoBaHue 10/KHOCTH pabOTHHKA
(mopmuck) (pacur@poBKa MOAMKCH)

(mara)



[Ipunoxenve N 19
K IIpaBuiam

PekomeHyembIii 0Opa3er]
AXT 0 HEMCIIPAaBUMBIX TIOBPEXKJEHUSX apXHUBHBIX JOKYMEHTOB

YTBEP)XIAIO

(Ha“MeHOBaHMe roCcyZjapCTBEHHOT 0
opraHa, opraHa MecTHOI0
CamMOyTIpaBJieHus1, OpraHru3aruu)
AKT (HauMeHOBaHHWe JOJDKHOCTU PYKOBOAUTEIS
WJTU KHOTO YIIOJIHOMOYEHHOT0 MM JIULIA)

N

(nara)
0 HeUCIIPaBUMBIX [TOBPEXeHUAX (mogmucek) (pacimdpoBKa MOAMCH)

apXWBHBIX JIOKYMEHTOB
(mata)

Ha3sBanue u N doHa
B ¢onzme oOHapy)keHbl apXUBHbIE [JOKYMEHTBI, TPU3HAHHbIEe HEHUCTPaBUMO
TOBPEXeHHbIMU:

N | Onucsk | Eg.xp.| 3aronoBok | Kpaiinuve | Kon-Bo nuctoB | CymHocTb U | [Tpume

n/n N N TIOBPeX/eHH JlaThl (Bpemsi 3ByuaHusi, | TPUYMHBI | YaHUSA
bIX eJ.XP. MeTpax, 6aliT) | moBpeXxaeHU
(apxuBHBIX s
JIOKYMEHTOB)
1 2 3 4 5 6 7 8

WToro o6Hapy»KeHO HEUCITPABUMO TTOBPEXKIEHHBIX

eZ1.Xp. (AQpXUBHBIX [JOKYMEHTOR)

(urcpamu ¥ IPOIHUCHIO)
[TepeuncneHHble ef.Xp. (ApXUBHbIE JOKYMEHTBI) [10//1e)KaT CIMCAHUI0 BBUAY:

OKCIepThI
(mpu  HaMMUMMU
JIOKyMEHTOB,
BK/IFQUEHHBIX B
coctaB ApXHWBHOIO
tdonzma Poccuiickoit
®deepalivn):

(HauMeHOBaHUe JJ0/KHOCTeM 3KCIepToB, MOATMMCH, paciiiidpoBKa Mo/1cel, aaTa)

(N W [aTa MMPpUKd3d PYKOBOJAUWTEIA OPraHrU3aliii O CHATHU HEHUCITPABUMO



TOBPE’KJeHHbIX apXUBHBIX JOKYMEHTOB C y4yeTa)

HaumeHnoBanue JOJIKHOCTHU
PYKOBOZUTeJIS1 apxuBa (B C/lyuae, eciiu
3a OpraHu3alyi0 apXUBHOTO XpaHEeHUs
OTBeYaeT pyKOBOJUTE/Ib OpraHu3aliy,
ONMChb  TOANUCHIBAETCS  JIULOM,
OTBETCTBEHHBIM 32 apXUB)

(mopmuck) (pacumdpoBKa MOATHCH)

(mata)

COI''TACOBAHO YTBEPXIEH
(Zi71s1 JOKYMEHTOB, BK/IFOUEHHBIX B COCTaB
ApxuBHoro ¢oHza
Poccutickoit defepaiiun)
[Tporokon LK (3K) opranuzaiuu [Tporokon JIIK apxuBHOrO yupexxaeHust
oT N oT N

Vi3MeHeHUs B yueTHbIe JOKYMEHTbI BHeCEHbI
HanmeHoBaHMe T0/DKHOCTH pabOTHHKA
(mognuck) (pacmmdpoBKa MOANUCH)

(mara)



[Tpunosxenue N 20
K IIpaBuiam

PekomeHyembIii 0Opa3er]

(HarMeHOBaHMe roCyZ,apCTBEHHOI0 OpraHa,
OopraHa MecTHOT'0 CaMOYIIpaB/IeHus],
OpraHu3aLiN)

JINCT UCIIOJIbB3AOBAHHMA IOKYMEHTOB

®ong N Omuce N Enxp. N
Hara Komy BrizaHo: Xapakrep NN [Moanuce nuua,
WCII0/1b30BaH | (haMusiusi, UHULIUA/Ibl | UCIIO/b30BaHUS | MCTIOIb30BaHH | UCIIOIb30BaBIIIer
ust (pa3bopunBo) (komupoBaHuUe, bIX JTUCTOB 0 J1e1o
BBITIMCKH,
TPOCMOTP)

1 2 3 4 5




IIpunokenue N 21
K IIpaBuiam

PekomeHyembIii 0Opa3er]

AKT 0 Bblldaue e/ BO BpeMeHHOe I10/Ib30BaHKWE

(HaumMeHOBaHWe TOCYyAapCTBEHHOTO
opraHa, opraHa MeCTHOTO
caMOYyTIpaBJieHH!s], OpraHu3aL1u)
AKT
N

(mara)
0 Bbilaue apXUBHBIX JJOKYMEHTOB BO

BpeMeHHOe I10J/Ib30BaHHe

(HauMeHOBaHWe OpraHU3aluK)

(TOUTOBBIM azipec)

OcHoBaHue

]_[e]'[b Bbl/IaUX OKYMEHTOB

BeigatoTcs cnepyroiue ef.xp. u3 poHga N

(Ha3BaHuUe)
N | Omuce N | Expxp. N 3arosioBOK efl. Xp. Konnuectso [Ipumeuanus
n/m JIUCTOB (BpeMms
3By4aHMs,
MeTpax, 6akiT)
1 2 3 4 5 6
Bcero Beigaercs efn. Xp.

(uudpamu ¥ IPOITUCHIO)
00I[M KOJTMYeCTBOM JIMCTOB (BpeMs 3ByUaHusi, METPaXK, OaiiT)
(uudpamu ¥ IPOIUCHIO)

Ha CPOK

ITOKyMeHTBbI BBIZIAHBI B YIIOPSIZIOUEHHOM COCTOSIHUH, TIOJIINTBI, B OO/IOXKKAX, C
TIPOHYMEePOBAHHLIMU JIMCTaMU U 3aBePUTeTbHBIMU HaZITACSMHU.

[Tonyuarenb 00si3yeTcss He TPeAOCTABJATH JOKYMEHTHI, TT0/TyueHHbIE BO BDeMEHHOe
T0/Ib30BaHUe, [JIsi TIPOCMOTpa, TPOC/TYIIMBAHUS WM WCIOIb30BaHUS IPYTUM
OpraHu3al[usiM U TMOCTOPOHHUM JIMI[aM, He BbIJjaBaThb T10 HUM KOITHH, BBITHUCOK U
CTIpaBOK, He TIPOM3BOJWTH U3bSATHSI KAaKUX-TMO0 YacTell U3 BbIIAHHBIX JOKYMEHTOB,
He My0/JIMKOBATh JJOKYMEHThI Oe3 pa3pellleHHsi OpraHr3alliy, BbIIaBIleld IOKYMEHTHI.
[Monyyarenb TipeAyripexkieH 00 OTBETCTBEHHOCTH 3a yTpaTy WM TIOBPEX[eHue



BbIJJaHHBIX JOKYMEHTOB B COOTBETCTBMM C 3aKOHOJATe/NbCTBOM Poccuiickou
®deneparuu.
[Tonyuarenb 06s3yeTCst BEPHYTh JOKYMEHTHI B @DXUB B YKa3aHHBIM B aKTe CPOK.

[JOKyMeHTBI BbIJas:

HanmeHoBaHMe 0/DKHOCTH pabOTHHKA apXUBa

(mognuck) (pacmmdpoBKa MOANUCH)
(mara)

HaumeHoBaHUe JJOHDKHOCTH PYKOBOJUTEIS
(MHOTO YTIOJTHOMOYEHHOT'O UM JIULIA)
OopraHu3alyu, BelJarollen gena

(mognuck) (pacmmdpoBKa MOANUCH)
(mata) revyaTb OpraHu3aluu

J10OKyMeHTBI IPUHSIL:

HavmeHoBaHMe [JO/DKHOCTH PabOTHHKA
OpraHu3aluu-onyJaress

(mopmuck) (pacuir@poBKa MOAMKCH)

(nara)

HavMeHoOBaHMe [10/PKHOCTHA PYKOBOIATE/IS
(MHOTO YITOJITHOMOYEHHOT'O UM JIULIA)
opraHu3aluu-moJydare/s

(mopmuck) (pacum@poBKa MOAMKCH)
(maTa) mMeuaTh OpraHM3aLUU-TIONyYaTess

[IOoKyMeHTHI cAiat:

HavimeHOBaHue AO/DKHOCTHU pa6OTHI/IKa
OpraHv3aluu-IIojaydyaTend

(mognuck) (pacmmdpoBKa MOANUCH)

(mara)

HaumeHoBaHue JOHKHOCTH PYKOBOJUTEIS
(MHOTO YITOJTHOMOYEHHOT'O UM JIUL[A)
OpraHu3alu-1oJyyaresns

(mognuck) (pacmmdpoBKa MOANUCH)
(maTa) meuaTh OpraHU3alUU-TIONyYaTeIst

J1OKyMeHTBI IPUHSIT:

HanmeHoBaHMe 0/DKHOCTH pabOTHHKA apXUBa

(mognuck) (pacmmdpoBKa MOANUCH)

(mara)



IIpunoxenue N 22
K IIpaBuiam

PekomeHyembIii 0Opa3er]

(HauMeHOBaHWe TOCyAapCTBEHHOT O
opraHa, opraHa MeCTHOTO
CcaMOYTIpaBJIeHUs], OPraHU3aL1u)

KAPTA-3AMECTUTEJIb EJVHNIBI XPAHEHWA

BBIJAHO
®ong N | Onuce N | Eg.xp. N | Komy Hara [Toanuce Hara IMoanvce
BblJjauu BO3Bpara
1 2 3 4 5 6 7 8

[Tpunoxenue N 23
K IIpaBunam

PekomeHiyembIii 0Opa3er]

(Ha“MeHOBaHMe roCcyZ,apCTBEHHOT0 OpraHa, OpraHa MecTHOT0
CcaMOYTIpaBJIeHUs], OPraHKU3aL1u)

(Ha3BaHMe apxuBa (CTPYKTYPHOTO Mo ipa3/ie/ieHus1) OpraHu3alum)

KHUT A
yueTa TOCTYTI/IeHUsI U BBIOBITHS [1eJT, JOKyMEHTOB

Tom N
Hauat
OkoHUeH




N | Hara | HaumeHnoBanue | HaumeHoBa | HasaH loppr Bug Hocutena | IlocTyrieHue ONMCaHHBIX BbIOBITHE OTHCAaHHBIX Heonvicann | I
/T | TIOCTY | opraHW3auuu | Hue, Homep | une un | moctymusil | (BH - fokymeHTBI JOKYMEHTOB JOKYMEHTOB BIX fleJl, |M
TieHu | (CTPYKTYPHOTO U /laTa HOMep WX W1 Ha OyMaKHOM JIOKYMEHTOB, | H
S¥ | Tofpa3jeneHus, | JOKyMeHTa, | poHja | BeIOBIBIIMX | HOcutesne, D/ - KonmuecTso ef.xp. KonmuecTso efl.xp. JIUCTOB
BbIOBI | JIKI]a, apXUBA), 1o JOKYMEHTOB |  37IeKTPOHHbIe
THA OT KOTOpOMH KOTOPOMY no omucu | gokymentsy, '] - | Ilocto | Bpemen | Tlo | Ilocto | Bpemen | Ilo | ITocr | Beib
NOCTYMAM (WK | TIOCTYIHIA e, B OIKCH BHEeceHp] | THHOTO | HOTO |/IMYHOMY | SHHOTO| HOTO |/IMYHOMY | YIIWJI | BIJIO
BBLIOBITH) flefa, W JIOKYMEHTOB | THOpH/IHBIE fiena) | XPaHEH (CBBILE | COCTaBY | XpaHeH | (CBBbIIIe | COCTAaBY | O
JIOKYMEHTBI BBIOBLTH usi | 10 ner) usi | 10 ner)
JOKYMEHTBI
1 2 3 4 6 7 8 9 10 11 12 13 14 15
HTtoroB  rofy mocCTyIuio e/1.Xp., B TOM UHMCIIe

Ha OyMa’KHOM HOcUTese
3JIEKTPOHHBIX
ay/IMO/JOKYMEHTOB

BU/I€0ZJOKYMEHTOB

(Tipy HATMUWK TUOPUTHBIX eI,
ToM(a) Ha OyMa>KHOM HOCHTeJIe

YUUTBIBAIOTCA B

CTpOKe

"Ha OymarkHoM Hocurese",
ToM(a) Ha 371EKTPOHHOM

HOCHUTeJs1e

(tmdpamu u

TMPOMUCHIO)

YUUTBIBAIOTCS
B CTPOKe "ODJ/IeKTPOHHBIX ")

(umdpamu ¥ IPOIKCHIO)

(umdpamu ¥ IPOIKCHIO)

(umdpamu ¥ IPOIKCHIO)




(umdpamu ¥ IPOIKCHIO)



[Toka3bIBatOTCs pa3zie/ibHO UTOTOBBIe JaHHbIe 1o rpadam 11, 12, 13, 15.

HanmeHoBaH1e AOJDKHOCTH JIdla,
COCTaBHBLIET'O UTOTOBYIO I'OJOBYIO 3alMHChb

(mopmuck) (pacmmdpoBKa MOAMUCH)

(mata)

HavMeHOBaHMe 1O/KHOCTH PYKOBOJUTEST apXHBa
(B ciyuae, eciv 3a OpraHU3aLvi0 apXUBHOTO
XpaHeHUs1 OTBeYaeT PyKOBOJUTE/Ib OpraHu3aliiy,
aKT TO/MChIBAETCS JIULIOM,

OTBETCTBEHHBIM 3a apXUB)
(mognucek) (paciv@poBKa MOAIHCH)

(nara)
[Tpunoxenue N 24
K IIpaBunam
PekomeHiyembIii 0Opa3er]
JINCT ®OHJA N
MeCTOHaxoXzeHue HoHza (ZaTa mepBOro MOCTYT/IeHUS
(HarMeHOBaHWe OpraHM3allu, T/ie XpaHUTCS POHT) JIOKyMeHTOB ¢oH/1a)
Kpaiinue faThl KaxJ0ro Ha3BaHUs (poHJA Ha3Banue donHza
1 2

1. YueT HeonuMcaHHbBIX JOKYMEHTOB

Hara Haszsanue, N u [Toctynnenne BriObITHE Hannuue
3aMuCH | Jara JOKYMeHTa, (ocrtatok) ef.
110 KOTOPOMY KomnuectBo | Kpaii | Kommuectso | Kpait Xp.
MOCTYTIWAN WU eA.xp. Hue eA.xp. HUE | (1oKyMeHTOB
BLIGBLUIN (MOKYMEHTOB, | JaThl | (ZOKYMEHTOB, | ATl |  mucToB,
JJOKYMEHTEI NACTOB, 6aiiT) JIACTOB, 6aiiT) Gaiit)




2. Y4eT ONMCaHHBIX JOKYMEHTOB




Hata N |Toa(b1)| Ha3Banue |Ilocty BriObITHE Hanuuue (ocTaTok) efi. xp.
3amy | ONUCHU OIUCH JieJl, | MU0
cu nern, nokyMenTo | en.xp. | Komu | OcHoBanu | B Tom uncre | Komy B Tom uncrne
JIOKyM B WK €CTBO |e BBIOBITHSI | TIO OTHMCSIM, | eCTBO
(KpaTkast nJara, N M DIIK
XapakTepuc AOKYMEHT N
pTI/IKap a) Komnu | Kpan ITocTosiHHOr O XpaHeHus [To nuuHomy
eCTBO | HUe coCTaBy
JIOKYMEHTO
B) efl. Xp. | JaTbl
Koy | Kpai | 3 Hux no onmcaM, | Konnu | Kpau
ecTtBO | HUe | yrBepxzeHHbIM OIIK | ecTBO | Hue
efl. Xp. | Aarbl _ efl. Xp. | AaTbl
Komuuecr | Kparinue
BO eJ. Xp. JlaThbl
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16




[Tpunoxenue N 25
K IIpaBunam

PekomeHyembIii 0Opa3er]

(Ha“MeHOBaHMe roCyZ,apCTBEHHOT0 OpraHa, OpraHa MecTHOT0
CcaMOYTIpaBJIeHUs], OPraHKU3aL1u)

(Ha3BaHMe apxuBa (CTPYKTYPHOTO Mo ipa3/ie/ieHus1) OpraHu3alim)

CIIMCOK ©OH/IOB
Tom N
Hauar
OxkoHueH
N [Hara nepsoro Ha3sanue OtMmeTKa 0 BbIOBITHH (HOHAA ITpume
dbonHzga MOCTYTL/IeHUs dhoHga YyaHusl
[OKYMeHTOB hoHza Mecro [Hara u N noKkymeHTa, Ha
BBIOBITHS OCHOBaHUU KOTOPOTO
BBIOBLT
1 2 3 4 5 6
Ha 01.01. rojia B CIMCOK BKJIFOUeHbl (oHAbI ¢ N 1o
13 CIMCKa UCKJTH0YeHbl (hoHbI ¢ N ITo N
Bcero xpaHuTCsl B apxuBe ($hOoH/10B, U3 HUX

(urdpaMy ¥ IPOTUCHIO)
coziepkaT 0co0o 1ieHHbIe fera.

(urcpamu ¥ IPOIHUCHIO)
Homepa cBobogHbIe:
Howmepa BrIObIBIIIME (TIEpeaHHbIe):

HavMeHOBaHMe 1O/KHOCTH ULIA,
COCTaBHUBLLETO UTOTOBYIO FO/JOBYIO 3aMCh
(moamuck) (pacimdpoBKa MOAMKUCH)

(mata)

HavMeHOBaHMe 1O/KHOCTH PYKOBOJUTESI apXHBa
(B cimyuae, ec/iu 3a OpraHy3aliio apXUBHOTO



XpaHeHUsl OTBevaeT pyKOBOJWTe/b OpraHu3aliyy,
aKT MOAMKCHIBAETCS JIMLIOM, OTBETCTBEHHBIM
3a apXxuB)

(mognucek) (paciiv@poBKa MOAIHCH)

(nara)

[Tpunoxenue N 26
K IIpaBunam

PekomeHiyembIii 0Opa3er]

(Ha“MeHOBaHMe roCcyZ,apCTBEHHOT0 OpraHa, OpraHa MecTHOT0
CcaMOYTIpaBJieHHs], OPraHrU3alL1m)

(Ha3BaHMe apxuBa (CTPYKTYPHOTO Mo ipa3/ie/ieHus1) OpraHu3alum)

PEECTP OIMCEM JIEJT, JOKYMEHTOB

Hauar
OkoHueH
N | N | N |Hasgan | KonuuecTBo zien B onucu fen, | Kpait | Konuue | Konmuuect | I[1pu
n/m | QoH | onu | ue JIOKyMEHTOB HUe | CTBO BO Meya
Ja | ca | omucu JlaThl | JINCTOB | 3K3eMIUISp | HUS
pen, | Ilocro |Bpemennor| — Ilo B OIMCHU | OB OMHUCU
JOKyM | THHOTO | 0 (cBbIlIE | MTUUHOMY e, e,
euros |XpaHeH| 10 er) | cocraBy JOKYMe | JOKyMeHT
usi XpaHeHus1 HTOB OB
1 2 3 4 5 6 7 8 9 10 11
Ntoro Ha 01.01. .... r. B apXuBe XpaHUTCS onuceu, U3 HUX
(mpu  OTCYTCTBUM
He  BKJ/IOYAKOTCS
B UTOTOBYIO 3aMMCh)
yTpaB/ieH4YeCKOW JJOKYMeHTalu1 onucen
(uudpamu ¥ TIPOITUCHIO)
JIOKYMEHTOB JIMYHOT'O ITPOUCXOXKJeHUS onucen
(umdpamu ¥ IPOIKCHIO)
Hay4YHO-TeXHUYeCKOH JOKyMeHTalluH ornucen

(umdpamu ¥ IPOIKCHIO)




BU/IE0JOKYMEHTOB onuceun
(uudpamu ¥ TIPOITUCHIO)
KHHO/J,OKYMEHTOB ornucen
(uudpamu ¥ TIPOIMCHIO)
(hOHO/JOKYyMEHTOB onucei
(uudpamu ¥ TIPOIUCHIO)
(hoTO0KYMEHTOB onucei
(uudpamu ¥ IPOIUCHIO)
3/IEKTPOHHBIX [JOKyMEHTOB ornucen
(umdpamu ¥ IPOIKCHIO)
B TOM 4HCIIe
TIOCTYITUJIO B . orvcei
(urdpaMy ¥ IPOTUCHIO)
BBIOBLIO B r. orvcei

(urdpaMu ¥ IPOTUCHIO)

HanmeHOBaHMe 0/DKHOCTH pabOTHHKA apXUBa,

COCTaBHBLIETO peecCTp onucei

(moamucek) (pacmmdpoBKa MOAMKUCH)

(mata)

HavMeHOBaHMe 1O/KHOCTH PYKOBOJUTEST apXHBa

(B C/1y4dae, eC/Iv 3d OprdHHU3aliii0 apXHUBHOT'O

XpaHeHHUA O0TBeUYaeT PYKOBOAWTE/Ib OPraHr3alivu,

dKT ITOAIIMChIBAETCA JTUIIOM,
OTBETCTBEHHBIM 3ad apXI/IB)

(mognucek) (paciiv@poBKa MOAIMCH)

(nara)

AKT

rnpuruemMa-riepeiady dpXUuBHBIX JOKYMEHTOB B OpraHM3dlyio,
OCYIIEeCTBJ/IAIOIIYIO /1eATe/IbHOCTD 110 XPAHEHUIO JOKYMEHTOB

[Tpunoxenue N 27
K IIpaBunam

PekomeHiyembIii 0Opa3er]

(HauMeHOBaHue JO/DKHOCTU PYKOBOAUTe I (HauMeHOBaHUe JOJKHOCTH PYKOBOAUTES

YTBEPXIALO YTBEPXIARO
OpraHu3aly Uiu UHOTO OpraHu3aliy Wiu UHOTO
YTIOJTHOMOYEHHOTO MM JTULIA) YIIOJTHOMOUEHHOT'O UM JTUIIA)

(mognuck) (pacumdpoBka noAnuck)  (moanuck) (pacimdpoBKa MOATMCH)



(mara) (mara)

AKT
N

(mata)
TipyieMa-Tiepe/jaui apXUBHBIX JOKYMEHTOB

B OpraHM3aL{{I0, OCYIIeCTBIISIOLIYI0
JlesITeJTbHOCTh 110 XPaHeHUIO JOKYMEeHTOB

(ocHOBaHMe mepesjaum)

(Ha3BaHUWe TiepeZiaBaeMoro GoH/a)

caan,
(Ha3BaHMe OpraHu3alyy, Nepeiarolei JOKYMeHThI)
a TIPUHST
(Ha3BaHMe OpraHu3alyuy, IPUHUMAIOLLEeH JOKYMEHTbI)
JIOKyMeHTbI Ha3BaHHOT'0 ()OH/ja U CIIPaBOYHBIN arnmnapar K HUM:
N | Ha3sanue, N onucu KomuectBo 3k3emmuispoB | Kommuectso | Ilpumeuanus
/1 OIMCH JieJl, JOKyMeHTOB ef.xp.
1 2 3 4 5
VITOro npuHATO ef.xp.

[Tepemauy npoussesu: [Ipuem npoussenu:

(momkHOCTB) (MoAMMCh) (pacimdpoBKa (JO/HKHOCTH) (MoANUch) (paciivdpoBKa

TOATIMCH) TOATIMCH)

(nara) (nara)

Vi3MeHeHV s B yueTHbIe [JOKYMEeHTbI BHeCeHbl
HavmeHoBaHMe [JO/DKHOCTH PabOTHHKA

(moamnuck) (pacirdpoBKa MOAHCH)

(nara)

[Tpunoxenue N 28

K IIpaBunam



PekomeHyembIii 0Opa3er]

AxT KOHBepTalluK 3/IEKTPOHHBIX apXHWBHBIX TOKYMEHTOB

YTBEPXIALO

(HauMeHOBaHMe roCyJapCTBEHHOTO OpraHa,
opraHa MeCTHOTO CaMOYTIpaB/ieHus, (HaMMeHOBAHUE I0/DKHOCTH PYKOBOIUTEIS

OpraHu3arvn) WJTU KHOTO YTIOJITHOMOYEHHOI'0 UM JIMLIA)
AKT
N
(mara) (mopmuck) (pacmu@poBKa MOATHCH)
KOHBepTaLuu
3/IEKTPOHHBIX apPXUBHBIX JOKYMEHTOB (mara)

B CBA3M C HEBO3MOXXHOCTBIO BOCIIPOW3BE/I€HUS], WICIIO/Ib30BaHUS 3JI€KTPOHHBIX
apXUBHBIX JOKYMEHTOB B (opmaraxX, B KOTOPBIX OHU ObI/IM TIPUHSTHI HA aDXUBHOE
XpaHeHue, ObuTa pou3Be/ieHa KOHBEPTAI[Us:

JlaTa Wiv Tiepuo/] BpeMeH!




ApxuB
HbIN

midp

3arosI0BOK
K TEKCTY,
Jata u
perucrparj
MOHHBIHN
HOMED
JIOKyMeHTa

Hcxonno
e
HauMeHO
BaHUe
(aiina
3J1eKTPO
HHOT'0
JOKyMeH
Ta

Ncxognbie
Jlata v BpeMs
MoC/eJHero
HW3MeHeHUs
(aiina
3/1IeKTPOHHOT
0 IOKyMeHTa

Ncxonnas
KOHTPOJIbH
asi cymma
(xer-
cymma)
(atina
371eKTPOHH
oro
JIOKyMeHTa

NcxoaHblit
ob6beM (B
OaiiTax)

daiina
3/IEKTPOHH
oro
JOKYMEHT
a

Wcxomn
bIN
dbopmart
daiina
3/1eKTPO
HHOTO
ZIIOKyMe
HTa.

HaumeH
OBaHMEe
(atina
3J1eKTPO
HHOI'O
JIOKyme
HTa

Hara u
BpeMs
T0C/IeJHero
HM3MeHeHUs
(aiina
3JIEKTPOHHO
ro
JIOKyMeHTa

KonTposbH
asg cymma
(xer1-
CyMMa)
(aiina
3JIEKTPOHH
oro
JIOKyMeHTa

Ob6bem
(B
OaiiTax)
daiina
3J1eKTPO
HHOT'O
JIOKyMeH
Ta

dopmart
(atina
371eKTPO
HHOT'O
JIOKyMe
HTa.

) [0)
paboTHH
Ka,
BBINOJIH
MBIIIETO
KOHBEpT
aruo

VcxopHble (aiinbl 371eKTPOHHBIX
apXUBHBIX [JOKYMEHTOB COXPaHEeHBI.
(mopmnuck) (pacimdpoBKa MOATICH)

(mata)

HaunmeHoBaHMe 10/DKHOCTH paboTHUKA (B CTyuae,
€CJTM 3a OpraHU3aldi0 apXUBHOT'O XpaHeHHsI
OTBeuaeT PyKOBOUTe/Ib OpraHu3al[iu, akT

IMOAIMMCEIBAETCSA JIMLIOM, OTBETCTBEHHBIM 34 apan)

(mara)

(mopmnuck) (pacimdpoBKa MOATICH)




ApxuBHas clipaBka

(HauMeHOBaHMe rOCyJapCTBEHHOT0 OpraHa,
opraHa MeCTHOTO CaMOYIIpaB/IeHUs,
OpraHu3alim)

Anpecat

[Tpunoxenue N 29
K IIpaBunam

PekomeHyembIii 0Opa3er]

(mouTOBBIN azipec, UHAEKC)

(Tenedon, dakc)

(azmpec 3/1eKTPOHHOM TOUTHI)

ApxuBHas ClipaBka

N
(mata)
Ha N oT
TexkcT
OcHoBaHue:

[omKHOCTb PYKOBOAUTESISI OpPraHU3aLin
W/IK UHOT'O YTIOJTHOMOUEHHOT'O UM JTUIIA

(mognucek) (pacivdpoBKa MOAIHCH)
(meyatn)

Hcnonuurenns

(Pamunus, UHULMAbI, HOMep TenedoHa)

[Tpunoxenue N 30



K IIpaBunam
PekomeHiyembIii 0Opa3er]
AKT nipueMa-TiepeJJauu apXUBHBIX JOKYMEHTOB Ha XpaHeHHe

YTBEPXIALO YTBEPXIAIO

(HauMeHOBaHuWe JO/DKHOCTU PYKOBOAUTe/sE (HauMeHOBaHUe JOJDKHOCTH PYKOBOAUTES
WM UHOTO YIIOJIHOMOYEHHOTO MM JIMlla  WJ/IA MHOTO YIIOJTHOMOYEHHOI'0 UM JIULIA
OpraHu3aluy, rnepejarolel JOKyMeHTbl)  OpraHu3alyy, IPUHUMaloLel JOKYMeHTbI)

(mognuck) (pacumdpoBka noAnuck)  (moanuck) (pacimdpoBKa MOAMCH)

(mara) (meuatb) (mara) (meuatb)

AKT
N

(mara)
ripuemMa-Tfiepe/ilaul apXUBHbBIX JOKYMEHTOB

Ha XpaHeHHne

(ocHOBaHMe mepesjaum)

(Ha3BaHUe TiepesiaBaeMoro GoHzA)

caan,
(Ha3BaHMe OpraHu3alyy, Nepearolei JOKYMeHThI)
TIPUHSLT
(Ha3BaHMe OpraHu3alyy, IPUHUMAIOLLEeH JOKYMEHThI)
[IpvHUMaeT Ha rocyiapCTBEHHOe XpaHeHUe JOKYMEHTHI 3a
(ropml)
Y CIIpaBOYHBIN arrapar K HUM:
N Ha3ganue, N onvicu gen, KomnuecTBo KonuuectBo | Ilpumeuanus
n/n JOKYMEHTOB 9K3eMIUISIPOB OMUCH en.xp.
1 2 3 4 5
WToro npuHATO ef.xp.

(urdpaMy ¥ IPOTUCHIO)

[Tepemauy npoussesu: [Ipuem npoussesnu:

(momkHOCTB) (MOAMMCh) (pacimdpoBKa (JO/HKHOCTE) (MoAnUch) (paciivdpoBKa
TOATIMCH) TOATIMCH)

(mara) (mara)



DoHAyY NPUCBOEH
N

W3meHeHus B YUeTHbIe TOKYMEHTbI BHECEHbI

HanmeHoBaHMe T0/DKHOCTH pabOTHHKA
(moamnuck) (pacirdpoBKa MOAHCH)

(nara)

[Tpunoxenue N 31
K IIpaBunam

PekomeHyembIii 0Opa3er]

AKT
rpremMa-nepesadyu JOKYMeHTOB OpraHu3aliy MpyU CMeHe
PYKOBOJWTeJIsl, OTBETCTBEHHOI'0 3a OPraHM3aL{Mi0 XpaHeHus,
KOMIIJIEKTOBaHHSI, YYeTa U UCI0J/Ib30BaHUSI aDXUBHBIX JOKYMEHTOB

YTBEPXIAIO

(Ha“MeHOBaHMe roCyZ,apCTBEHHOI0 OpraHa,
opraHa MecTHOT'0 CaMOYIIpaB/IeHus],
OpraHu3aLvN)
AKT (Ha“MeHOBaHMe [JOJDKHOCTA PYKOBOJUTE/IS
WM UHOTO YTIOJTHOMOUEHHOT'O UM JTULA)

N
(mara) (mopmuck) (pacmu@poBKa MOATKCH)
ripyeMa-TiepeJjaud apXUBHbIX JOKYMEHTOB
OpraHu3aliuu Mpu CMeHe PYKOBOZUTeJIS,
OTBETCTBEHHOTO 3a OpTraHK3aL1I0
XpaHeHHsl, KOMIJIEKTOBaHHs, yueTa
Y UCII0JIb30BaHUsI aDXUBHBIX JOKYMEHTOB

(mara)

Ha3sBanue u N doHa

(mpu mepesaue aByX u Oosee
apXWBHBIX (OHZOB, TaO/IMUHAs YACTh
aKTa pasfiesisieTcsi Ha ToApas/iesibl,
COOTBeTCTBYyMOIIMe (hoHAAM,

Ha3BaHUsI M0/Ipa3fiesioB COOTBETCTBYET
HOMepY M HauMeHOBaHWIO (DOH/IOB)

B cooTBeTcTBUYU C ITPUKA30M N

nepezan,
(®.1.0. nepepatomiero) (®.1.0. npuHHUMaro1Iero)

MIPUHST B TPUCYTCTBUM KOMUCCHH, 06pa30BaHHON Ha OCHOBaHUM JJAHHOTO TPUKa3a,




JAOKYMEHTELI dpXHWBA 3d n Cl'IpaBOLIHbII\/’I dallliapaT K HUM

(ropml)
N | Hassanue, N onucu gen, | Kos-Bo 3k3emrisipoB | Kos-Bo ef.xp.| Ilpumeuanus
n/m JIOKyMEHTOB OTUCH JieJl, JOKYMEHTOB
1 2 3 4 5
WToro npuHsTO e/l.Xp., B TOM UucIie
(uudpamu ¥ TIPOITUCHIO)
Ha OyMa)KHOM HOCUTeJIe: en1.xp.
(umdpamu ¥ IPOIKCHIO)
3/1eKTPOHHBIX: esl.xp.
(umdpamu ¥ TIPOIUCHIO)
U onuceu B JK3eMIUIsipax.
(umdpamu ¥ IPOIUCHIO) (uudpamu ¥ TIPOITUCHIO)

CocTosiHHE [JOKYyMEHTOB U OITUCE:
(oO1jast XapaKTePUCTHUKA COCTOSTHUS)

OHOBpeMEHHO
repesiarTCs

(Buz(BI) ¥ COCTAB CIIPAaBOYHOTO arriapara, ero 00beMbl U COCTOSIHHE)

CocTosiHMe NoMellleHUI apXuBa

(oO11jast XxapaKTepPUCTHUKA COCTOSTHUS)

Hanuuwme u cocrosiHre 060py/10BaHMS U UIHBEHTApSsI
(ob111as1 XxapaKTepUCTHKA)

[Tepenan:

(bamuusi, THULIAATIBI) (moamnuchk) (mara)
[Tpunsin:

(bamuusi, THULIAAIBI) (moamnuck) (mara)

Hpe,qce,aneJIL KOMHCCHUH:

(bamuusi, THULIAAIBI) (moamnuck) (mara)

YteHbl KOMUCCHU:

(bamuusi, THULIAAIBI) (moamnuck) (mara)
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