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ITPABUJIA
OpPraHM3aluy XpaHeHHUs, KOMIIEKTOBAHMS, y4eTa U UCII0JIb30BAHMS
AOKYMEHTOB ApxuBHOro ¢ponaa Poccuiickoii @eaepanum U APyrux apxXuBHbIX
AOKYMEHTOB B OPraHax rocyiapcTBeHHOM BJIACTH, OPraHAX MECTHOI0
CaMOYIIPABJICHUA U OPraHU3ALMAX

I. O01mue mos10KeHu s

1.1. IlpaBuna opraHu3alMu XpaHEHHs, KOMIUICKTOBAaHMS, yd4eTa W
UCIIOJIb30BaHUsl JTOKYMEHTOB ApxuBHOro ¢Gonga Poccuiickoit ®epepauun u
JPYTUX apXUBHBIX JOKYMEHTOB B OpraHax TrOCYJapCTBEHHON BJIACTH, OpraHax
MECTHOTO caMoOyIpaBjieHuss U opraHu3aiusax (nanee — [IpaBuna) paspabotaHbl B
COOTBETCTBHUHM IYHKTOM 2 dacTh 1 ctathu 4 deaepaibHOrO 3aKOHA OT 22 OKTAOpPS
2004 r. Ne 125-®3 «O6 apxuBHOM aene B Poccuiickoit denepamumn» (manee —
®enepanpubiii 3akoH Ne 125-@3) (Cobpanue 3akoHOIATEIbCTBA Poccuiickoit
Oepneparuu, 2004, Ne 43, ct. 4169; 2018, Ne 1, c1. 19), nynkrom 7 Ilonoxenus o
denepalbHOM  apXUMBHOM areHTCTBE, YTBEpPKIACHHOro YkazoMm Ilpe3maenra
Poccuiickoit  ®enepamuu ot 22 wumrons 2016 1. Ne 293 (CoOpanue
3akoHoaaTenbcTBa Poccuiickoit deneparuu, 2016, Ne 26, cr. 4034), ¢ yuerom
MOJIOKEHUU 3aKOoHOAaTeNIbcTBa Poccuiickon denepanuu, HOpMaTUBHBIX TPABOBBIX
aKTOB YIIOJIHOMOYEHHOTO (peepaTIbHOTO OpraHa MCIIOJTHUTEILHON BIACTH B cdepe
apXHUBHOTO JieJa U JEJIONPOU3BOJICTBA, MHBIX HOPMATUBHBIX IMPABOBBIX aKTOB.

1.2. IlpaBuna ompenensioT MOPSAOK W TpeOOBaHUS K OpraHU3alNU
XpaHEeHUs, KOMIUUICKTOBaHUS, y4eTa W HUCIOJIb30BaHUSI JOKYMEHTOB APXHBHOIO
donna Poccuiickoit denepaiiuu, TOKYMEHTOB MOCTOSIHHOTO U BPEMEHHOTO (CBBIIIIE
10 71eT) cpoKOB XpaHEHHWs, B TOM 4YHCJE JOKYMEHTOB IO JIMUYHOMY COCTaBY,
JOKYMEHTOB JIMYHOTO MPOUCXOXKACHUS (llajiee — apXMBHOE XpaHEHHE), A
dbenepanbHBIX ~ OPraHOB  TOCYJIApCTBEHHOW  BIACTH, WHBIX (enepalbHBIX
rOCYJIapCTBEHHBIX OpPraHOB, OPraHOB T'OCYJApPCTBEHHOM BIACTH U HMHBIX
rOCyJIapCTBEHHBIX OpraHoB cyOnbekToB Poccuiickoit @denepanuu, OpraHoB
MECTHOT'O CaMOYTPABJICHUS U OpPTaHU3aIIHiA.

1.3. B IlpaBunax ucnosib3yrTcsl TEPMUHBI U OTIpE/ICTICHUS, TPUMEHSIEMBIC B
®enepanbHoM 3akoHe Ne 125-03 u B deaepanbHoM 3akoHe ot 27 urosst 2006 r.
Ne 149-®3 «O06 wunbopmanmu, WHOOPMAIMOHHBIX TEXHOJIOTHSX WU O 3allUTe
unpopmaruny (Cobpanne 3akoHomatenbcTBa Poccuiickoit deneparuu, 2019,
No 12, cr. 1221) (manee — DenepanbHbii 3akoH Ne 149-03) u B npyrux
HOPMAaTUBHBIX MTPABOBBIX aKTaX, HA OCHOBE KOTOPKIX pa3padoTansl [IpaBuna.
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1.4. ApxuB opraHa TOCyJIapCTBEHHOM BIJIaCTH, OpraHa MECTHOIO
caMOyNpaBJI€HUs, OpraHu3aluu (Jajee — oOpraHu3alus, apXuB OpraHU3aIUH)
co3naerca JuO0 B (opMe IOPUAMYECKOro Julla, JUOO Kak CaMOCTOSITEIbHOE
CTPYKTYpHOE TMOJpa3/ieJIeHHe OpraHu3aluy WIM Mojapa3jesieHue (y4acToK) B
COCTaBE CAMOCTOSITEILHOTO CTPYKTYPHOIO MOAPA3/IEICHUS.

JlomyckaeTcsi B YCTAHOBJIIGHHOM  3aKOHOJaTeIbcTBOM  Poccuiickoi
Denepauu 0  TpyAet HOpAAKE BO3NOKEHHE TPYIOBBIX  (IOKHOCTHBIX)
00SI3aHHOCTEM MO OCYIIECTBICHUIO aPXUBHOW JESITEIBHOCTH HAa KOHKPETHOTO
paboTHHKA OpraHU3aIUH.

1.5. ApxuB opraHu3zanuu, SIBIASIONIMICS HOPUANYECKUM JIMIIOM, B CBOEH
JEATeIbHOCTH  PYKOBOJICTBYETCSI ~ YCTaBOM;  SIBJISIFOIUUCS ~ CTPYKTYpPHBIM
nopaseaeHIEM — OJIOKEHUEM, YTBEPKIAEMBIM PYKOBOAUTENIEM OPraHU3aALMN>,

JleaTenbHOCTh apXHWBa OpPraHU3alMM PETJIAMEHTUPYETCS JIOKaJIbHBIMU
HOPMATUBHBIMM  TPABOBBIMM  aKTaMH  OpraHu3alMd W JOHDKHOCTHBIMU
UHCTPYKIUSIMU  (perjlaMeHTaMu, TPYJIOBBIMU JOTOBOpaMH) paOOTHHUKOB, Ha
KOTOPBIX BO3JIOKEHBI 005I3aHHOCTH TI0 OCYIIECTBICHUIO ApXUBHOM JIESITEILHOCTH.

I1. ®opMupoBaHre JOKYMEHTAJIbHOI0 ()OHIA OPraHU3ANHUHA

2.1. JlTokymMeHTbI, 00pa30BaBIIMECS B MPOIECCE ACITEIHLHOCTH OpPTaHU3aIINH,
COCTaBJISIIOT JIOKYMEHTaIbHBIN (DOH]T OpraHU3aIIuH.

Enununeir  xkiraccupukaniuu W CHCTEMaTH3alMU  JIOKYMEHTOB B
JOKyMEHTAIBHOM (DOH/IE BHE 3aBUCUMOCTH OT BUJa MX HOCUTEIIS SIBISICTCS JIETIO.

Coznanne MOKyMEHTAIBHOTO (JOHJIA OPTaHU3AIHMH OCYIIECTBIISICTCS ITyTEM
COCTaBJICHUS HOMEHKJIATYPHI Aes, (opMUpOBaHUS U OOPMIICHUS JIeT Ha OCHOBE
HOPMAaTHUBHBIX MPABOBBIX aKTOB Poccuiickon denepannu, NepeyHenr JOKYMEHTOB,
00pa3yIONMXCs B IEATENLHOCTH OPraHU3aLHiA, ¢ yKa3aHUEM CPOKOB XPaHEHHUS',

2.2. YacTp JOKyMeHTaabHOTrO (hOHIA, BKIFOYAIONIAs apXUBHBIC JOKYMEHTHI,
cocTaBjsieT apXuBHbIA (hoHI opraHuzainuu. [lopsmox hopMUpOBaHHS apXHUBHOTO

donma ycranosnex riasoit X| [IpaBui.

! TpynoBoii kogekc Poccuiickoii @eneparmu ot 30 gekadps 2001 r. Ne 197-D3.

[Tynkr 4 IIpuMepHOro TONOMKEHHMS 00 apXWBE OPraHM3alMM, YTBEPHKIEHHOTO HPUKA30M
®enepanbHOro apxuBHOro areHTcTBa ot 11 ampens 2018 r. Ne 42 (3apeructpupoBad MHUHIOCTOM
Poccum 15 aBrycra 2018 r., peructpanuonnsiit Ne 51895); nmynkr 3 IlpumepHoro nojaoxeHus o
LEHTPaJIbHOM apXMUBE (PelepalbHOIO OpraHa rocyJapCTBEHHOH BIIACTH, MHOTO (pelepanbHOIO
oprasa, yTBepkaeHHoro npukazom deaepaibHOTO0 apXUBHOTO areHTcTBa oT 25 deppans 2019 r.
Ne 30 (3apeructpupoBan Muntoctom Poccuu 22 utons 2019 r., peructpanmonssiii Ne 55333).
3Yacrp 3 cratey 6 myactu 1w 1.1 crateu 23 ®epnepanbHoro 3akoHa Ne 125-03.


http://ivo.garant.ru/#/document/12137300/entry/603
http://ivo.garant.ru/#/document/12137300/entry/2301
http://ivo.garant.ru/#/document/12137300/entry/23011
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2.3. Homenknarypa jen 3akperuisieT Kiaccuukanuio (TpynmupoOBKY)
WCIIOJTHEHHBIX JOKYMEHTOB B Ji€Jla B COOTBETCTBUU C YCTAHOBJIEHHBIMU CPOKaMU
XpaHEHUs, SIBJSICTCS OCHOBHBIM YUETHBIM JOKYMEHTOM, OTPaKalOlUM COCTaB U
OpPTaHU3AlMIO TOKYMEHTAJIbHOTO (POHAA.

HomenknaTtypa  men BKJIIOYaeTcss B CHCTEMBI  D3JIEKTPOHHOIO
JOKyMEHTO000pOoTa W B HMH(POPMALMOHHYIO apXuWBHYI cucteMy (myHKT 19.20
[IpaBmi1) B  KayecTBE  CHUCTEMHOIO  CHPABOYHHMKA,  OCYIIECTBISAIOIIETO
CUCTEMATH3aIINIO U YUYET IOKYMEHTOB, a TAK)KE UX META/IaHHBIX.

Homenknatypa pgenm sBasieTcss OCHOBOM it (OpPMHUpPOBaHUS [T W
COCTAaBJICHUS ONHCEH /e, JOKYMEHTOB MOCTOSHHOIO M BpeMeHHbIX (cBbime 10
JIET) CPOKOB XpaHEHUs, B TOM YHCJIE 110 JUYHOMY COCTaBy, a TAaKXKe JUIs ydeTa Jell
BpeMeHHBIX (10 10 JIeT BKIIOYUTEIBHO) CPOKOB XPAaHEHUSI.

2.4. HoMeHknatypa Jen OpraHu3alldd COCTaBIIETCS MO YCTaHOBJIEHHOM
dopme (mpunoxxkenue Ne 24 k I[lpaBunam) Ha OCHOBaHMM HOMEHKJIATYp Jei
CTPYKTYPHBIX TojpazaeneHuit (mpuioxxenue Ne 25 k [IpaBuiiam).

HomeHnkiaTypa J1e11 COCTOUT U3 pa3/iesioB. 3aroJOBKaMu pa3eioB SBISIOTCS
HAaMMEHOBAaHUA €€ CTPYKTYPHBIX NOJIpa3ieJeHul, TN00 HauMEHOBaHUs PYHKIUN U
HaIIPaBJICHUM €S TEIbHOCTH.

B pa3znensl HOMEHKIATYpBI €1 BKJIKOYAKOTCS 3arOJIOBKH JIEJ, OTPAKAOIIUE
JEATENIbHOCTh OpPraHU3alliH, €€ CTPYKTYPHBIX MOJpa3JelICHHil, B TOM YHCIIE,
paboTy KOJUTIETHATbHBIX OPTaHOB.

3aroJ0BKH A€, COAEPKAIIUX JIEKTPOHHBIE IOKYMEHTBI, a TAK¥KE 3ar0JIOBKU
JIEN, COAEPIKAIUX KaK AJICKTPOHHBIE JOKYMEHTHI, TaK M JIOKYMEHTHI Ha OyMakKHOM
HOCHTEIIe, BKJIIOYAIOTCS B HOMCHKJIATYPY M€l Ha OOIIMX OCHOBaHMSX, B Tpade
«IIpuMeyaHus» yKa3bIBalOTCS OCOOEHHOCTH UX (DOPMHUPOBAHUS U BHJ HOCUTENS
uH(popMaIuu.

[Ipn BKIIOYEHWH B HOMEHKJATYpY JEN 3arojloOBKOB JEJI, SBIISIFOLIUXCS
0azaMu  JaHHBIX ~ MHPOPMALMOHHBIX  CHUCTEM, YTOUYHSETCS  Ha3HAUYCHHE
JIOKyMEHTHUPOBAHHON MH(MOPMAITNH (JIaHHBIX).

Homenknmatypa gmenm  paspabaTeiBaeTCsi B KOHIIE KaXJOro  ToOja,
COTJIACOBBIBACTCA C OKCIEPTHOM KOMHCCHEH (LEHTPpAIbHON  AIKCIEPTHOMU
KOMHUCCHEW) OpraHu3alud, YTBEPKAAETCS PYKOBOJIUTEIEM OpraHu3alud Wiu
WHBIM YIIOJJHOMOYEHHBIM JIUIIOM M BBOJIUTCS B JEUCTBUE C | SHBaps CIEIYIOIIETO
KQJICHIAPHOIO rofa.

Opranuzaiuu  —  UCTOYHUKM  KOMIUIEKTOBAHHUSI  TOCYJApPCTBEHHBIX
(MyHUIMIIAJIBHBIX) apXUBOB €XKErOJHO COTJIACOBBIBAIOT HOMEHKIATYPY €N C
HKCHEPTHOM KOMHUCCHEW (LEHTpPaIbHOM JKCIEPTHOW KOMMCCHEH) OpraHU3alvu.
HomeHknatypa mnpexncraBiaseTcs Ha COINIACOBAHME SKCIEPTHO-IIPOBEPOYHOMU
KOMHUCCUU (peiepanbHOrO TrOCYJIapCTBEHHOTO apXuBa, HAyYHOW OpraHHU3aluH,
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BKJIFOUEHHOM B IEpedYeHb, yTBepxkaaembid I[IpaButenscrBom  Poccuiickoi
denepaiuy, WM YIOJIHOMOYEHHOTO OpPraHa MCIOJHUTEIBLHOW BIACTH CyObeKTa
Poccuiickoii denepannu B cepe apXUBHOTO [e1a OIUH pa3 B MATh €T,

Opranuzanuu, B JEATEIBHOCTH KOTOPBIX HE CO3JAIOTCA JOKYMEHTBI
ApxuBHoro ¢onma Poccuiickoii Denepaiuu, yTBEpKAalOT HOMEHKIATYpy el
CaMOCTOSITEIILHO.

B nmemsx ywera oO0OBEMOB JOKYMEHTANBbHOTO (DOHAA OpraHu3aluu 110
OKOHYaHUU JEJONPOU3BOACTBEHHOIO TOJa COCTAaBIACTCS WTOrOBasl 3aIllCh
HOMEHKJIATYPBI J1€JI O KOJIMYECTBE 3aBEACHHBIX JEJ IOCTOSHHOIO M BPEMEHHOTO
CPOKOB XpaHEHUsT Ha OYMa)XKHOM HOCHUTEIE M O KOJMYECTBE 3aBEICHHBIX
AIEKTPOHHBIX JI€] TOCTOSIHHOTO ¥ BPEMEHHOTO CPOKOB XPaHEHUS.

2.5. Opranuzanuu, B MOJYMHEHUN KOTOPHIX €CTh TEPPUTOPHUAIBHBIE OPTaHbI
U (WJIK) MOABEIOMCTBEHHbIE OpraHu3alii, UMEIOT PaBo pa3padaThiBaTh TUIIOBYIO
U (WIM) NpUMEPHYIO HOMEHKIATYpy AE.

TumoBass HOMEHKJIaTypa A€ YCTaHABIMBAET COCTAB JEJI, 3aBOJUMBIX B
OpraHU3allUiX, BHIOTHIIONUX UICHTUYHBIC QYHKIIUU, U SBISETCS HOPMATHBHBIM
JOKYMEHTOM.

[IprumepHass HOMEHKIATypa Jel ONpPEAEISIET NPUMEPHBIM COCTaB JENl U
ABJISIETCS TOKYMEHTOM, HOCSAIIIMM PEKOMEHIATEIbHbIN XapaKTep.

[IpoekT mpuUMEpPHON HOMEHKIATYPBI €N Uil TEPPUTOPUAIBHBIX OpPraHOB
dbenepanbHbIX OpPraHOB HCIOJHUTEIBHOM  BJIACTH W TIOJBEJIOMCTBEHHBIX WM
OpraHu3ali MOMJIEKUT COrIacoBaHUIO LleHTpanbHOU SKCIEPTHO-IPOBEPOUHOU
komuccuenn npu DenepanbHoM apxuBHOM areHTcTBe (manee — LOIIK mnpu
Pocapxuse)°.

I11. KomniekToBanue apXxuBHOro (poHxa OpraHu3anmnu

3.1. KommiekToBaHHE apXHWBa OpPTraHU3AIMU OCYIIECTBISICTCS TOKYMEHTaMU
CTPYKTYPHBIX TMOJpa3/IeIecHUid OpraHu3allii, a TaKxke JpPyrux OpraHu3aiuu,
SIBJISTIOIIUXCS UCTOYHUKAMU KOMIUJIEKTOBAHUS apXUBa.

3.2. KoMruiekToBaHKEe apXyBa BKIIFOYAECT:

ONpeIeJICHNE UICTOUHUKOB KOMIUIEKTOBAHUS apXUBA;

OMpeIeJICHHE COCTaBa JOKYMEHTOB, MOJIEKAIINX IPUEMY B ApXUB;

OopraHu3alus nepeiadyv J0KyMEHTOB B apXHUB.

‘B cinydae u3MeHeHHss (DYHKIMH W CTPYKTYPBl OpPraHM3allid HOMEHKIATypa Jel MOUIEHKUT
IIEPECOCTABJICHUIO, COTJIACOBAHUIO U YTBEPKIACHUIO PaHbIlIE YKA3aHHOTO IIEPUOJIA.

*[Tonosxenue o LleHTpaibHOM SKCIEPTHO-MPOBEPOUHOM KoMuccuu npu DeiepasbHOM apXUBHOM
areHTCTBE. YTBEpXkAcHO mpukazoM denepanbHOro apXMBHOTO areHTCTBa, OT 8 HOs0ps 2019 r.
Ne 173 (3apeructpupoBan MuntoctoM Poccun 28 ¢eBpans 2020 r., perucrpanrOHHBIN
No 57634).



3.3. HcroyHuKamMu KOMIUIEKTOBaHUSI apXWMBa OpraHU3aluu SIBISIOTCS
CTPYKTYpHBIC TOJIpa3[eleHUs] OpPTraHU3alliu, €€ MPEICTaBUTENbCTBA, (UITHAIBI,
uHble 000COOJICHHbIE TOMAPA3ACICHUS, MNPEAIIECTBEHHUKN OpraHu3aiuu (mnpu
HaJIM4YMK); coOpaHusl (KOMUTEThI) KPEAUTOPOB, BPEMEHHBIX, aIMUHUCTPATUBHBIX,
BHEIIHUX,  KOHKYPCHBIX,  (PUHAHCOBBIX  YINPABISIONIUX;  MPO(COH3HBIX
OpraHu3aluid, OCYIIECTBISIOMUX JACSATENbHOCTh 1O BCTYIUIGHHS B CHIY
denepanibHOro 3akoHa oT 19 mas 1995 r. Ne 82-®3 «O06 0OIIECTBEHHBIX
o0benuHeHnAX»® (mamee — @enmepanbHbli  3akoH Ne  82-D3); a  Takke
MO/IBEIOMCTBEHHBIC OpTaHU3AINH U (PU3NUECKUE TTUTIA.

3.4. B apxuB opranuzanuy NocTynaroT:

JOKYMEHTBI, 00pa30BaBIIMECS B MPOLECCE ACATEIbHOCTH OpPraHU3ALNU U
OTHECEHHbIE K cocTaBy ApxuBHOTro ¢Gonmaa Poccuiickoit ®enepauun (10 ux
nepeayl Ha TMOCTOSHHOE XpaHEHHWE B TOCYJAPCTBEHHBIM (MYHHUIUIIATBHBIN)
apXuB);

JIOKYMEHTBI, 00Opa3oBaBIlIMeCS B TMpoliecce ACSTEIbHOCTA OpraHU3aINH,
MOCTOSIHHOTO CpPOKa XpaHEHHWs, HEe BOIIeAmue B cocTaB ApXuBHOro (oHma
Poccuiickoit @enepanuu U BpeMeHHbIX (CBbIlIe 10 JIeT) CpOKOB XpaHEHUs, B TOM
YyuCJe JOKYMEHTHI 110 JINYHOMY COCTaBY,

o0Opa3oBaBIlIKECs B MPOLECCE ACSITEIbHOCTH:

MPEAIICCTBEHHUKOB OpPTaHU3aliK (MPU HATUYWHN);

NPEACTAaBUTENIbCTB, (PMIMANIOB, HWHBIX 000COOJCHHBIX MOApa3CICHUIN
OpraHu3alnuu;

coOpanuii (KOMHUTETOB) KpPEIUTOPOB, BPEMEHHOTO, aJMHHHCTPATUBHOTO,
BHEIITHET0, KOHKYPCHOTO, (PMHAHCOBOTO YIPABIISIOINIETO;

npo(PCOIO3HBIX  OpraHu3aluid, OCYIIECTBISIIOUIMX  AESTENBHOCTh /10
BcTyruieHus B cuiny denepanbHoro 3akoHa Ne 82-D3;

JUKBUJAIIMOHHONW KOMUCCUU (JTUKBUIATOPA).

B  apxuBe  opraHuzanuu = JOMYyCKaeTcsl  XPaHEHHE  JIOKYMEHTOB
MOABEIOMCTBEHHBIX €ii, B TOM YHCJIE JUKBUINPOBAHHBIX OPTraHU3aUNI.

3.5. ApxuBHBIE TOKYMEHTHI B apXHBE OPTaHU3AIUU CHCTEMATH3UPYIOTCS 110
MCTOPUYECKH U (WJIM) JIOTUYECKH CIIOKUBIIMUMCS KOMIUJIEKCaM JIOKYMEHTOB (J1ajiee
— apXUBHBIN (HOH):

apXWBHBIM (OHJIaM, COCTOAIIUM U3 JIOKYMEHTOB, OOpa30BaBIIUXCA B
JeSATeIbHOCTU OpPTaHU3aIINH;

6 ®denepanbubiii 3akoH OT 19 Mas 1995 1. Ne 82-®3 «OO6 0O0mIECTBEHHBIX OOBEIMHEHUSIX)
(Cobpanme 3akoHonmatenbcTBa Poccuiickoit @enepanuu, 1995, Ne 21, cr. 1930; 2021, Ne 1,
ct. 20).


http://base.garant.ru/10164186/92409a09f2fd78349ae7c7f2064bf25a/#block_48
http://base.garant.ru/10164186/92409a09f2fd78349ae7c7f2064bf25a/#block_48
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OOBEIMHEHHBIM apXUBHBIM (OHJIAM, COCTOAIIUM M3 OOpPa30BABIIMXCS B
IpoLEecCe EATEIbHOCTH ABYX WIH 0oJjiee OpraHu3aluii, UMEIOLIUX MEXIY co00i
UCTOPUYECKH U (MJIN) JIOTUYECKU 00YCIOBICHHBIE CBSI3U;

APXMBHBIM KOJUIEKIUSM, COCTOSIIIIMM U3 OTAEJIBbHBIX apXUBHBIX JOKYMEHTOB
Pa3IUYHOTO TMPOUCXOKACHUS, OOBEIUHEHHBIX [0 OJHOMY WM HECKOJIbKUM
npu3HaKaMm (TeMaTUYeCKOMY, aBTOPCKOMY, BUOBOMY, OOBEKTHOMY).

3.6. ApxuBHOMY  (OHIy  OpraHu3aluy, [PUCBAUBAETCS  Ha3BaHUE,
COOTBETCTBYIOIIEE HAMMEHOBAaHUIO OpraHU3allk, W HOMEp B MOPSJKE,
onpeneneHHoM myHKToM 17.4 TTpaBui.

3.7. ApxuBHBIE JTOKYMEHTHI OPTaHHM3AIlMU COCTABIISIOT OAWH (€AMHBIN)
apXUBHbBIN (HOH:

a) 10 U TOCNie peopraHu3allliM, a TAaKKe W3MEHEHHUS CTPYKTYpbl U IITaTa
pabOTHUKOB,

0) 10 W 1ocie W3MEHEHMs] TEPPUTOPUANBHBIX TPAHUL] JEATEIbHOCTH
OpraHu3alNy;

B) B CIIy4ya€ CMEHBl YYpEIUTENsl — €CIU YKa3aHHbIE MEPONPHUATHS HE
NOBJEKIM 32 CcOOOM UW3MEHEHHs npoduiid JIeATeTbHOCTH  OpraHu3aluu
(momHOMOYMH, PYyHKUUN, 0OBEKTA JEATEIbHOCTH).

3.8. I3 apXuBHBIX JOKYMEHTOB TOCYAApCTBEHHOW WJIM MYHHUIMNAIbHOU
OpraHu3alliy, TMOJABEpruieiics mnpeoOpa3oBaHUIO C HU3MEHEHHEM  (OpMBI
COOCTBEHHOCTH €€ HMYILECTBA, U ApPXUBHBIX JOKYMEHTOB BHOBb CO3/IaHHOM
OpraHM3alMU-TIPABOIIPEEMHHUKA JOMyCcKaeTcs: (HopMHpOBaHHE OOBEIUHEHHOTO
apxuBHOTO (hoHTA.

3.9. O6benuHeHHOMY apXxuBHOMY (OHAY TpHCBamBaeTcs Homep GoHOA U
HAaMMEHOBAaHUE TMPU €ro Mepeiaye Ha MOCTOSIHHOE XPaHEHUE B rOCYIapCTBEHHBIN
WIN MYHULIUTIAJIbHBIN apXUB.

3.10. ApxuBHON KOJUIEKIIMEH MPHU3HAETCA COBOKYIHOCTh OTHEJbHBIX
JOKYMEHTOB pa3jIMYHOTO MPOUCXOXKICHUS, OOBEAMHEHHBIX IO OJHOMY WIH
HECKOJIbKMM MpH3HaKaM (TeMaTH4YEeCKOMY, BUJJOBOMY, OOBEKTHOMY, aBTOPCKOMY,
XPOHOJIOTHYECKOMY). ApPXUBHOM KOJUIEKIIMM TpHUCBaMBaeTca HoMmep (oHaa u
HAaUMEHOBAaHUE IpU €ro Mepeade Ha MOCTOSIHHOE XPaHEHUE B rOCYIapCTBEHHBIN
WJIN MYHULIUITAJIbHBIN apXUB.

3.11. XpoHOIOTHYECKUMU TPaHUIIAMH apXUBHOTO (hOH/IA SBISIOTCS:

JUTSL apXUBHOTO (hOHAA — AaThl CO3JJaHUS U JIMKBUJIALIMK OpTaHU3AIINH;

Ui O0BEIMHEHHOTO apXMBHOTO (POHIA — JaThbl CO3JAaHUS U JIMKBUAALUU
OpraHM3alMi, JTOKYMEHTbl KOTOPBIX BOILJIM B COCTaB OOBEAMHEHHOTO apXHWBHOI'O
dbonpa;

JUISl apXUBHOM KOJUIEKIIMM — JIaThl CaMOr0 PaHHET0 M CaMoOro IO3JIHEro
JIOKYMEHTA.
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3.12. Enununieit cucreMaTtu3anuyd  apXMBHBIX JIOKYMEHTOB B Tpejesax
apxuBHOTO (oHIA SBJISETCS CAWHHWIA XpaHeHWs. EnuHuna XpaHeHwus
IPEACTABIIAET COOOW COBOKYIHOCTb APXUBHBIX JOKYMEHTOB WM OTAEJIbHBIN
JIOKYMEHT, OTHOCSILIUECS K OJTHOMY BOIIPOCY AESTEIBHOCTU OpraHu3anuu (naiee —
CAMHUIIA XPAHEHUS).

3.13.B npenaenax apXHUBHOTO donma € AMHUIIBI XpaHEeHHUS
CUCTEMATU3UPYIOTCS MO CTPYKTYPHOMY, XPOHOJIOTHYECKOMY, (PYHKIIMOHAIIBHOMY,
OTpacieBOMY, TEMATHYECKOMY, IPEAMETHO-BOIIPOCHOMY, HOMHUHAJIbHOMY,
aBTOPCKOMY, KOPPECTIOHEHTCKOMY, reorpauuecKoMy MpU3HaKaM.

3.14. Toxymentsl ApxuBHoro (ouaa Poccuiickoit denepanun, JOKyMEHTHI
MOCTOSIHHOT'O CPOKa XpaHEHMs, TOKYMEHThl BpeMeHHbIX (cBbiie 10 1eT) cpokoB
XpaHEHHMsI, B TOM YHUCJIE N0 JINYHOMY COCTaBy, OJJIEKAT apXUBHOMY XpaHeHH0. B
apxuB (IIpU HAJIMYWHK) yKa3aHHbIE JOKYMEHTHI MOCTYMAIOT HE paHee, YeM 4Yepes
OJIMH TOJ W HE IMO3/Hee, YeM uepe3 TpHU Trojia TMOCJe 3aBepIICHUs el B
JIEJIONIPOU3BOJICTRE.

Jluynple  fAena  rOCYAApCTBEHHBIX  TPAXKIAHCKUX  CIYXKallUX U
MYHUIUOAIbHBIX CIY’KalluX, YBOJEHHBIX C TOCYJAapCTBEHHON TIpa¥AaHCKON
CIIyKObl WJIM MYHULHMIIAJBHON CITy>KOBI, NMEepealoTcsd Ha apXHWBHOE XPaHEHHE I10
ucreueHnu 10 et co HSA yBOJbHEHHS.

3.15. ToxymeHThI BpeMeHHBIX (70 10 JeT BKIIIOUUTENHHO) CPOKOB XPaHEHUS
XPAHATCSA B CTPYKTYPHBIX MOAPA3AECIEHUAX OPraHU3allMyd U MO UCTEYEHUU CPOKOB
UX XPaHEHHs, MOCJE MPOBEACHHS SKCIEPTU3BI IEHHOCTH JTOKYMEHTOB (COTJIACHO
rnaBe |V IlpaBwi), mnojnexaT YHUYTOXKEHUIO B MOPAJKE, YCTAHOBJICHHOM
nyHkTamu 4.12-4.13 IlpaBui. Jlo npoBeneHus: 3KCNEePTU3bl IEHHOCTU JOKYMEHTOB
YHUUTOXEHUE JJOKYMEHTOB 3alpelaeTcsl.

[To pemieHuo pyKOBOAMTENSI OPraHU3alMU JIOKYMEHThI BpeMeHHbIX (10 10
JIET BKJIIOUYUTEIBHO) CPOKOB XpaHEHUs MOAJIEkKAT NIepeiaue Ha apXUBHOE XpaHEHUE
B CIly4ae OTCYTCTBUS B CTPYKTYPHBIX MOJIPA3/ICICHUSX YCIOBUN IJIsi 0OECTICUeHHS
UX COXPAHHOCTHU B TEUCHHE YCTAHOBJIEHHBIX CPOKOB XPaHEHHUS.

V. DkcnepTn3a HeHHOCTH J0KYMEHTOB

4.1. [lepenaya AOKYMEHTOB Ha apXMBHOE XPAaHEHUE M YHUUYTOKEHUE
JOKYMEHTOB C HCTEKIIMMH CpPOKaMH XpaHEHUS OCYILUECTBISIETCS MOCIE
MPOBEJICHHUS SKCIIEPTU3BI LICHHOCTH JIOKYMEHTOB.

3ajauaMu DKCIIEPTHU3EI LIEHHOCTH' JOKYMEHTOB SBJISIOTCS:

" Tlynxkr 16 craten 3 ®enepansroro 3akoHa Ne 125-D3.
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a) oTOOp MOKYMEHTOB JUIsl BKIIOYEHHS B cocTaB ApxuBHOTO (oHIA
Poccuiickon @enepannu;

0) ompeneneHNe CPOKOB XPAaHEHHUS JOKyMEHTOB TMpH (OpMHpOBaAHUH
HOMEHKJIaTyphlI eI,

B) BBISIBJICHUE JOKYMEHTOB, IMOJICKAIINX TOCTOSHHOMY XpaHEHUIO (He
BXoAAIIMX B cocTtaB ApxuBHoro (onma Poccuiickoit denepannn), 1 1OKyMEHTOB
BpeMeHHBIX (cBbiie 10 J€T) CPOKOB XpaHEHUs ISl OCYHIECTBICHHUS apXUBHOTO
XpaHEeHUs,

) BBISIBICHUE JOKYMEHTOB C HCTEKIIMMH CpPOKAaMHM XpaHEHHS s
BKJIIOUEHHUSI UX B KT O BBIJICICHUH K YHUUYTOXKEHUIO IOKYMEHTOB, HE MOJICKAIINX
XPaHEHHUIO.

[Ipu npoBeneHUHM SKCHEPTU3bl LIEHHOCTU JOKYMEHTOB OCYIIECTBIISIETCS
OLICHKa COOTBETCTBHS MOMETKH «Jlns ciy>)keOHOro mosib30BaHUs» WM Tpuda
CEKPETHOCTH JTOKYMEHTOB COJEpKAlMMCSI B HHUX CBEICHHUSIM U BHOCATCS
MPEIOKEHHS O BO3MOKHOM UX U3MEHEHUHU WUJI CHATHUH.

DKCIepTr3e UEHHOCTH MOJIIEXKAT BCE JOKYMEHTHI OpraHU3allud HE3aBUCUMO
OT BHJIOB HOCUTEJIEH U CITOCOOOB 3aMHKCH.

4.2. DxcriepTr3a IEHHOCTH JOKYMEHTOB MPOBOJUTCS HA OCHOBE:

denepanbHbIX 3aKOHOB U MHBIX HOPMATHUBHBIX MIPaBOBBIX akTOB Poccuiickoit
QOenepanuu;

nepeyHel TOKYMEHTOB, MPEyCMOTPEHHBIX YacThio 3 cTaThu 6 U yactsamu 1
u 1.1 crareum 23 ®enpepanbHoro 3akoHa Ne 125-®D3, THUNOBBIX W MNPUMEPHBIX
HOMEHKJIATYp JE.

4.3. DkcriepTh3a  IEHHOCTH  JIOKYMEHTOB  MPOBOAMTCA  €XKETOIHO.
[Ipon3BOAUTh YHUUTOXKEHUE JOKYMEHTOB JIO VYTBEPXKICHUS PYKOBOJIUTEIEM
OpraHu3allid WM WHBIM YIIOJTHOMOYEHHBIM JIUIIOM ONHUCEH el IMOCTOSHHOTO
XpaHEHHUsS U COTJIACOBAHUS OMUCEH el MO JINYHOMY COCTaBy 3aIlpeliaeTcs.

4.4, Pemenusi 0 BKIIOYEHHUU JIOKYMEHTOB B cOCTaB ApXUBHOTO (HoHIa
Poccuiickon @enepanuy NpUHUMAKOTCST SKCIIEPTHO-IIPOBEPOUYHBIMU KOMHUCCHUSIMHU
benepanbHBIX TOCYTaPCTBEHHBIX apXUBOB, HAYYHBIX OpPTaHU3aIi, BKIIFOUCHHBIX B
nepedyeHb, yTBepxkaaeMblii [IpaButensctBoM Poccuiickon @enepanuu, WiId
YIOJHOMOUYEHHBIX OPraHOB MCIOJHUTENbHONW BIIacTU CyObeKTOB Poccuiickoi
®deneparuu B chepe apxuBHoro aena (nanee — II1K).

4.5. B opranuzanuu Jjisi MPOBEACHUS SKCIEPTU3BI IIEHHOCTH JOKYMEHTOB
co3naerca skcnepTHas komuccus (maee — OK). B opranuzanusix, UMerommux
CIIOKHYIO CTPYKTYpYy M (WiIM) MOABEIOMCTBEHHBIE OpraHHM3alliM, CO3/Ial0TCs
HeHTpajdbHble 3KcnepTHble komuccuu (nanee — [IOK). IIDK (OK) saBmsercs
COBEIATEJIbHBIM OPraHOM IPU PYKOBOJUTENE OpraHu3alliu, CO31aeTcs MPUKa30M
OpraHu3aluu, AeHCTBYEeT HA OCHOBAHUU MOJIOKEHHUS.


http://ivo.garant.ru/#/document/12137300/entry/603
http://ivo.garant.ru/#/document/12137300/entry/2301
http://ivo.garant.ru/#/document/12137300/entry/23011
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4.6.3amaun u Pysknuun  [UOK (OK) opranumszamum omnpenenstorcs
MOJIO’KEHUEM, KOTOpOEe pa3paldaThIBaeTCd Ha OCHOBAHUU MPUMEPHOTO MOJIOKEHUS
00 PKCIEePTHOW KOMHUCCUU OPTaHU3ALNU, YTBEPKIAEMOTO (peiepalibHbIM OpPraHOM
MCIIOJTHUTENLHOMN BJIACTH B c()epe apXUBHOTO JIejIa U JETONPOM3BOACTBRAS,

[Tonoxenuss 06 LIOK (OK) opranuzanuii — MCTOUHMKOB KOMILJIEKTOBAHMS
COTJIACOBBIBAIOTCS  (pelepalibHBIMH ~ TOCYAAPCTBEHHBIMA  apXUBaMU |
YIOJHOMOYEHHBIMU OpraHaMU HCTIOJHUTENBHOU BJIaCTU CyOBEKTOB Poccuiickoi
deneparuu B chepe apxuHoro nena. Ilomoxkenue o I[OK (OK) denepanbHbIx
OpPraHOB TOCYJapCTBEHHOW BIACTH COIJIACOBBIBAECTCA C  YHOJHOMOYEHHBIM
denepanbHBIM OpraHOM HCIIOJHUTEIHHONW BIACTH B cepe apXWBHOTO Jena |
JEONPOU3BOCTBA.

4.7. OcnoBubiMu pyakuusamu LIOK (OK) sBastores:

a) opraHu3aius €KeroJHOT0 0TOOpa e sl XpPaHSHUS U YHUUYTOKEHUS;

0) paccMoTpeHHEe U COTJIaCOBAaHWE  TMPOEKTOB  HOMEHKJIATyp  Jel
OpraHu3alliy, OMHCeH Ned, JOKYMEHTOB IMOCTOSHHOTO M BpeMEHHbIX (cBbimie 10
JIeT) CPOKOB XpaHEHUs, B TOM YUCJIE [0 JUYHOMY COCTaBY, aKTOB O BBIJCIICHUU K
YHUUTOKEHHUIO JTOKYMEHTOB, HE MOAJIEKAIUX XPAHEHHUIO, aKTOB O HEHCIIPAaBUMBIX
NOBPEXKJECHUAX ApPXHUBHBIX JOKyMEHTOB (myHKT 14.2IIpaBwi), aktoB o
HEOOHAPYKCHUH ApXWBHBIX JOKYMEHTOB, MyTH PO3BICKA KOTOPBIX HCUEPIaHbI
(myukT 18.1 [IpaBun);

B) yyacTHe€ B IOJTOTOBKE M PACCMOTPEHUU IPOEKTOB HOPMATHUBHBIX U
METOJUYECKHUX JOKYMEHTOB I10 BOIpOCcaM paboThl C JOKYMEHTaAMH B OpraHU3alluy;

I') COTJIaCOBaHUE TMEpPEYHEN JOKYMEHTOB, 00pa3yloIIMXCs B JAEATEIHLHOCTH
denepanbHOrO OpraHa ToOCyAapCTBEHHOM BJAacTH, WHOTO  (perepasbHOro
TOCy/apCTBEHHOT'O OpraHa M MOJABEAOMCTBEHHBIX €My OpPTaHU3AllHi, C YKa3aHHEM
CPOKOB  XpaHEHHS, TPUMEPHBIX © THUIOBBIX HOMEHKIATYp Jel  JUIs
TEPPUTOPUAIBHBIX OPTaHOB U (MJIM) TOJBEAOMCTBEHHBIX OpraHU3anuil (mpu mux
HaJIUYUMN);

1) METOJUYECKOE PYKOBOJICTBO paboTramMu B oOJacTu obecredeHus
COXPaHHOCTH JOKYMEHTAJIbHOT'O U apXUBHOTO (POHIOB OpraHU3aIUH.

4.8. ]Ins1 NOKYMEHTOB, CPOKH XpaHEHHUS KOTOPbIX HE MPeryCMOTPEHbI
(MpeayCMOTPEHBI) MEPEUHSAMU TOKYMEHTOB, YCTAHOBIEHHBIX YacThiO 3 CTaThH 6 U
gyactamMu 1 u 1.1 crateu 23 ®enepansHoro 3akoHa Ne 125-d3, [[OK (OK)

®[IpumepHOE TONOXKEHWE O IIEHTPATbHOH SKCIEPTHOH KoMmuccuH (eeparbHOTO OpraHa
rOCyJJapCTBEHHOM BJACTH, WHOTO (enepajbHOro TOCYJAapCTBEHHOIO OpraHa: YTBEPXKICHO
npukazoMm denepaabHOTO apxXUBHOTO areHTcTBa OT 25 derpansa 2019 r. Ne 31 (3apeructpupoBan
Muntoctom Poccun 24 utonst 2019 r., peructparnmonnsiii Ne 55005); [Ipumepnoe nonoxxenue 06
9KCIEPTHOM KOMHUCCUU OpraHM3allMM: YTBEpXKIeHO mpukazoM DenepaibHOro apXUBHOIO
arentctBa ot 11 anpenst 2018 r. Ne 43 (3apeructpupoan Muntocrom Poccun 15 utons 2018 r.,
peructpanroHHbIi Ne 51357).


http://ivo.garant.ru/#/document/12137300/entry/603
http://ivo.garant.ru/#/document/12137300/entry/2301
http://ivo.garant.ru/#/document/12137300/entry/23011
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OpraHM3allMd TOTOBST MPEAJIOKEHUS OO0 YCTAaHOBJIEHUU (M3MEHEHHUU) CpPOKOB
XpaHEeHUs IOKYMEHTOB:

a) B cilydae, €clid MpejioKeHue o0 YCTaHOBJICHHHM (M3MEHEHUHU) CpPOKa
XpaHEHUs OTHOCUTCS K CTaThsiM MEpPEYHEW THUIIOBBIX APXUBHBIX JOKYMEHTOB C
ykazaHueMm cpokoB wux xpanenus, [[OK (OK) opranuzanuu Hampasiser
npeioxkennst Ha paccmoTrpenue OIIK. Ilpu  BbIsABICHMH HEOOXOIUMOCTU
YCTaHOBJIEHUS (M3MeHEHHs1) cpokoB xpaneHus: DIIK HanpaBisieT npeayioxkeHus Ha
paccmotpenne L[IIIK mpu PocapxuBe st NpUHATHS PELICHUS O BKIIOYECHHUU
(UI3MEHEHUHU) CTaTel MEepeYHs] TUIOBBIX apXMBHBIX JOKYMEHTOB C YKa3aHHEM
CPOKOB X XpaHEHUS;

0) B ciiy4yae, €cliM MpeaokeHue o0 YCTaHOBICHHHM (M3MEHEHHH) CpOKa
XpaHEHHs] OTHOCHUTCS K CTaThsM II€peuyHeld JOKYMEHTOB, OOpa3yloIIMXcsi B
npolecce AeSITeNIbHOCTH (peiepaibHbIX OPTaHOB T'OCYAAPCTBEHHOW BIIACTH, MHBIX
roCyJJapCTBEHHBIX OpraHoB Pocculickoil ®enepanun, ¢ yKa3aHHEM CpPOKOB HX
xpanenus, [[9K (9K) opranuzaruum HampaBisieT IPeaoKeHUsI Ha pacCCMOTPEHUE
[IOK (OK) oprama rocygapcTBEHHOW BIAacTH B YCTaHOBJICHHOW cdepe
nestenbHocTH. [lpu BBIIBIEHMHM HEOOXOAMMOCTH YCTAaHOBJICHHS (M3MEHEHUs)
cpokoB xpaHeHus [[OK (DK) rotoBuT npeajgokeHuss 0 BHECEHUU HU3MEHEHUU B
nepedyeHb JOKYMEHTOB, 00pa3yloluXxcsl B IpoLecce AeITeIbHOCTH (penepaibHbIX
OpraHoB roCyJapCTBEHHOM BJIACTH, MHBIX TOCYAAPCTBEHHBIX OpraHoB Poccuiickoii
depnepaluu, ¢ yKazaHUEM CPOKOB X XPaHEHUS.

CHMXKEHME HOPMATHMBHO YCTAHOBIICHHBIX CPOKOB XPaHEHHUsI JTOKYMEHTOB
3aMpenieHo.

4.9. DkcnepTH3a MEHHOCTH JOKYMEHTOB B CTPYKTYPHBIX TOJPa3IeICHUIX
OpraHu3alyy MPOBOJUTCA PAOOTHUKAMU CTPYKTYPHBIX MOJIpa3IeICHUIA.

[To pesynbTaTam SKCNEPTU3blI IEHHOCTU B CTPYKTYPHBIX MOJpa3IeiIeHUIX
OpraHu3alliy COCTaBISIOTCA:

a) HOMEHKJIATYPBI JI€]l CTPYKTYPHBIX MOAPA3AEICHU;

0) omucu e’ CTPYKTYPHBIX TMOJpa3JeieHUil: MOCTOSIHHOTO, BPEMEHHBIX
(cBbiiie 10 eT) CpoOKOB XpaHEHHUs, IO IUYHOMY COCTaBY;

B) MIPE/UIOKEHUSI K aKTy O BBIJICJIICHHMH K YHUYTOKEHHIO JOKYMEHTOB, HE
NoJIekKAIIMX XPaHEeHHIO (coryacHo NyHKTy 4.12 [IpaBun).

4.10. [IpoekTsl ommcei Aen, MTOKyMEHTOB (TOJOBBIX pa3felioB), aKTOB O
HEHCTIPAaBUMBIX TMOBPEXKICHUSX apXUBHBIX IOKYMEHTOB, aKTOB O HEOOHApYKEHUU
apXHUBHBIX JOKYMEHTOB, IyTHU PO3bICKA KOTOPBIX MCUEPIAHBI, AKTOB O BBIICJICHUU
K YHUYTOXXCHHUIO JOKYMEHTOB, HE MOMJICKAIIUX XPAHEHUIO, COCTaBISIOTCS
paboTHHKOM(aMH), OOECIeYMBAIONINM(M) apXUBHOE XpaHEHHE JOKYMEHTOB, U
NOJNKCHIBAIOTCS PYKOBOJMUTEIEM, OTBETCTBEHHBIM 3a OPraHHU3aLUI0 APXUBHOTO
xpaHeHus. IIpoeKkTbl HOMEHKIATyp el COCTaBISIOTCA PAOOTHUKOM CIIYXObI



12

JIEJIOTIPOU3BOICTBA, MOMUCHIBAIOTCS PYKOBOJIUTEIEM CIY>KOBI JIEIOMPOU3BOICTBA
Y BU3HUPYIOTCSI PyKOBOJUTEIEM, OTBETCTBEHHBIM 32 ApXUBHOE XpaHeHHe. [IpoeKThl
yKa3aHHbIX JOKYMEHTOB nojuiexat corinacoBanuto [{OK (OK) opranusanumu.

Onucu Ha fena, JOKYMEHTHI IOCTOSIHHOTO XPAaHEHUS U 110 TMYHOMY COCTaBy
U aKThl O BBIJICJICHUU K YHHUYTOXKCHUIO JOKYMEHTOB, HE MOJIJICKAIIUX XPAHECHUIO,
paccmatpuBaroTcs Ha 3aceganuu [{OK (OK) ogHoBpeMeHHO.

4.11. CornacoBannsie  [[OK  (OK) opranmszanmmii —  HCTOYHHUKOB
KOMIUIEKTOBAHMSI ONHUCH JIe JIOKYMEHTOB (TOJAOBBIE pasjelibl), akThl O
HEUCITPABUMBIX MOBPEKICHUAX APXUBHBIX JOKYMEHTOB, aKThl O HEOOHApYXEHUHU
ApPXMBHBIX JOKYMEHTOB, TyTH PO3bICKA KOTOPBIX UCUEPIIAHEL’, IPEICTABIAIOTCS HA
paccmotpenue JIIK:

a) ONMCU e, JIOKYMEHTOB TIOCTOSHHOT'O CpOKa XpaHEHHs — Ha
YTBEPXKICHUE;

0) omucHu JeJ, AOKYMEHTOB IO JMYHOMY COCTaBY, aKT O HEUCIIPaBUMBIX
MOBPEXKJICHUAX AapXUBHBIX JOKYMEHTOB, aKT O HEOOHApPYKEHUH apXUBHBIX
JIOKYMEHTOB, ITyTH PO3bICKa KOTOPBIX UCUEPIAHbI, — Ha COTJIACOBAHUE.

Onucu  gen, JAOKYMEHTOB (TOJIOBBIE  pas/iefibl) HAIpaBJSAIOTCS  HA
paccmotpenue OIIK B Tpex sk3eMiuigspax Ha OyMa)KHOM HOCHUTENE U OJHOM
AK3EMIUISIPE B AJIEKTPOHHOM BHJIE.

[Ipu nepBOM MpeACTABICHUH OMKCEH /e, JOKyMEHTOB (TOJOBBIX Pa3/IeioB)
Ha paccMmotpenne OIIK Takke HampaBiseTcsl MPOEKT UCTOPUYECKON CIPAaBKHU K
donay (mynkr 27.2 [IpaBun).

[Tocne yrBepxkaenus u cornacoanusi 11K onuceit nen, J0KyMEHTOB, aKTOB
O HEHWCHPAaBUMBIX TOBPEXKACHUSAX  apXHUBHBIX  JOKYMEHTOB, AaKTOB O
HEOOHAPYKEHUU ApPXUBHBIX JIOKYMEHTOB, IMYTHU PO3BICKA KOTOPHIX HCUEPIIAHbI,
YTBEPXKIAIOTCS PYKOBOJUTEIEM OpraHU3allMd WM WHBIM  yIOJHOMOYEHHBIM
JIUIIOM.

PykoBoauTenu wiM WHBIE YIOJHOMOYEHHBIE JIMIIA OpraHu3alui, He
ABJISIFOLIUXCA UCTOYHMKAMHM KOMIUIEKTOBAHUSI, YTBEPXKAAOT OMUCH U aKThI MOCIE
ux cornacoBanus [[DK (OK).

4.12. Ha nmenma ¢ UCTEKIMIMMH CpPOKaMH XpaHEHUS B CTPYKTYPHBIX
NOJIpa3/ICTCHUSX OPTraHU3alUU COCTABIIAIOTCS MPEIJIOKEHUS K aKTy O BBIJIEJICHUU
K YHUUTOXKEHUIO IOKYMEHTOB, HE MOICKAIINX XPAaHEHUIO.

Ha ocHoBe mnpemnoxkeHudd CTPYKTYPHBIX MOJpa3elieHu  ciry»0a
JIEJIONPOU3BOACTBA OPraHU3allMi COCTABIISIET AKT O BBIJAEICHUU K YHUUYTOKEHUIO
JOKYMEHTOB, HE MOJUIeXallnX xpaHeHuto (npunoxkenue Ne 28 k IlpaBuiiam),
cornacoBanHblii LIOK (OK) u yTBepKI€HHbBIN PYKOBOJIUTEIEM OPraHU3aLUU.

9B cnyqae cClin HeI/ICHpaBI/IMO HOBpG)KZ[GHHI:IMI/I 1501851 HCOGHapy)KeHHBIMI/I SIBJIAKOTCA I[OKYMGHTLI
ApxusHoro @onjna Poccuiickoii denepaimm.
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Ha onexTpoHHBIE [TOKYMEHTBI, CpPOKM XpAaHEHHsS KOTOPBIX HCTEKIIH,
COCTaBJISIETCS OT/IEJIBHBIN aKT.

Jlena BKIIFOYAKOTCA B KT O BBIJCICHUM K YHUUYTOXEHHIO JIOKYMEHTOB, HE
MOJIEKAIINUX XPAHEHHIO, €CIIA MPEIYCMOTPEHHBIN ISl HUX CPOK XPAHECHUS UCTEK
K | sHBaps ro/ia, B KOTOPOM COCTABJIEH AKT.

[Ipu BKIIOYEHHUM B aKT JOKYMEHTOB, BBIABJICHHBIX MPU IMPOCMOTPE AET CO
cpokom xpaHeHus ¢ otmeTkon «IIIK», otmeTrka « IIIK» B akTe He yKa3bIBaeTcsl.

4.13. Jlena yHUYTOXAIOTCS 1O aKTy O BBIJICICHUU K YHUYTOKEHHUIO
JIOKYMEHTOB, HE MoJJjiexanux xpaHeHuto (mpuioxkenne Ne 28 k [lpaBuiam), k
KOTOPOMY TPHUKJIAJbIBACTCS JOKYMEHT, MOATBEpXKAAromuid (akT caadud mAe,
JIOKYMEHTOB Ha YHHUUTOXEHUE (YTUIU3AIIHIO).

V. ®opMupoBaHUe APXUBHBIX /€]

5.1. 3akoHYEHHBbIE  JCJONPOU3BOACTBOM  Jena  (DJIEKTPOHHBIE  JIe7a)
MOCTOSIHHOTO M BpeMEHHbIX (cBbIlie 10 JieT) cpoKOB XpaHEHUs, B TOM YHUCIE IO
JUYHOMY COCTaBY, MOJJIEXAT O(DOPMIICHUIO U OMKCAHUIO C IEIbIO MOJATOTOBKH K
nepenaye Ha apXMBHOE XpaHEHHUE.

B 3aBUCMMOCTH OT CpPOKOB XpaHEHHs IPOBOJIUTCS MOJHOE WM YaCTUYHOE
opopmnenue nen. Ilomnomy odopmileHHI0 TOIJIEKAT Jeia, HUMEIOUIHEe CPOK
xpanenust «llocrosHHO», «Jlo JNUKBUAALIMM OpraHu3alMK», a Takxke Jena
BpeMeHHBIX (cBbllIe 10 J1€T) CPOKOB XpaHEHUS U 10 JIUYHOMY COCTaBY.

5.2.1lpu QopmupoBanuu Jen HEOOXOIUMO COOJIIOAATH  CIEIYIOLIUE
TpeOOBaAHMUS:

a) IOKYMEHTBI C pa3HbIMH CPOKAMU XPAHEHHS TPYNIUPYIOTCS B OTIEIbHBIC
NeIna;

0) B [€Nn0 BKIIOYAIOTCS JOKYMEHTBI, KOTOpBIE IO CBOEMY COACP>KAHUIO
COOTBETCTBYIOT 3aroJIOBKy JeJjla, MpPeIyCMOTPEHHOMY HOMEHKJIATypoil Jen
opranu3auud. [Ipm He0OXOIUMOCTH B 3arojOBKHU €] BHOCATCS JTOMOJHUTEIbHBIE
YTOYHEHUS B COOTBETCTBUU C COJIEP)KaHUEM JIOKYMEHTOB B JIEJIE;

B) B JIEJIO BKJIIOUAETCS OAMH SK3EMILUIAP KaXKJ0T0 JOKYMEHTA;

r)B Jeia TPYNIUPYIOTCS JOKYMEHTBI OJHOIO KaJICHJApHOTO ToJia;
UCKIIFOYEHUE COCTABJISIOT: TMEPEXOMsIINe Jena, JUYHbIE Jela, KOTOpbIe
bopMHPYIOTCS B TEYECHUE BCETO MEPHO/ia pabOThl TAHHOTO JIMIA B OpTraHU3aINH, a
TaKXKe Jiena, (OpPMHPOBAHHME KOTOPBIX CBA3aHO C OTpacieBOl cnenuukoi,
peaycMaTpUBaloLLel BEJEHUE Jieja B TEYEHUE ONPENEIEHHOTO WK JJIUTEIbHOTO
nepuoja BpeMeHU (CylecOHble [ena; JOKYMEHThl BBIOOPHBIX OpPraHOB U HUX
MOCTOSIHHBIX KOMMCCHM, AEMYyTaTCKUX TPYII; JOKYMEHTHI Y4eOHBIX 3aBEACHUI;
JOKYMEHTBI TEATPOB, XaPaKTEPU3YIOIINE CHUEHUYECKYIO IEATEIBHOCTD, B peaenax
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TeaTpajJbHOr0 CE30Ha; Jejia (PUIbMOB, PyKONUCeH, HCTOpUM OOJe3HEel, HayyHO-
TEXHUYECKOUN TOKYMEHTALIUN);

1) IPUJIOXKEHUSI U PE30JIIOIUU K JJOKYMEHTaM SBIISIIOTCS UX HEOThEMJIEMOU
YacTblIO;

€) MpHUKa3bl 1O JINYHOMY COCTaBy I'PYIIUPYIOTCS B JieJla B COOTBETCTBUU C
YCTaHOBJICHHBIMHU JIJI1 HUX CPOKaMH XPaHCHHUS;

K) TMYHbIE Jena (OPMHUPYIOTCS OTAENBbHO Ha KaXIOro pabOTHHKA,
JOKYMEHTBI B JIMYHBIX JIeJIaX pacIojaraloTcsi B XPOHOJOTHYECKOM MOPSAKE MO
Mepe MOCTYIUICHMUS;

3) IULEBbIE CcUeTa MO 3apa0OTHOW IUIaTe PaOOTHUKOB TIPYNNHUPYIOTCA B
OTJZIeJIbHBIC JIeIa U PacloJiaraloTcsl B HUX 10 andaBUTy paMuiinid, UMEH U OTYECTB.

3anpeniaeTcsi TpynnupoBaTh B Jella YEPHOBbIE U AYOJETHBIE SK3EMILISPHI
JIOKYMEHTOB, BEpCUU (MPOEKTHI) FJIEKTPOHHBIX IOKYMEHTOB, a TaKK€ JOKYMEHTHI,
MOJJIEKAIINE BO3BPATY.

5.3. lena ¢ ormertkoit «IIIK» moanexat moaucTHOMY (IUIsl DJIEKTPOHHBIX
JOKYMEHTOB — TMOJOKYMEHTHOMY) IPOCMOTPY IO HMCTEYEHUH YCTAHOBIEHHOIO
CpPOKa XpaHEHHs B LEJIAX BBISIBICHHUS JOKYMEHTOB, MOJJIEKAIIMX MOCTOSHHOMY
XpaHEHHIO. BBISBIEHHBIE B TaKUX J€ldaxX JOKYMEHTBI IMOCTOSIHHOTO XpaHEHUs
BBIICNIAIOTCS U IPUCOETUHSIOTCS K OJHOPOJHBIM JiejaM (3JIEKTPOHHBIM JieiaM)
COOTBETCTBYIOILIETO TOJIOBOTO paszjena Win (HOPMHUPYIOTCS B CaMOCTOSITEIbHBIE
nena. OcTtanbHble JOKYMEHTBI ¢ OTMeTKoM «JOIIK» BKIIOUarOTCS B aKT O
BBIJICJIEHUU K YHUUTOXEHHUIO JOKYMEHTOB, HE MOJICKAIINX XPAHEHUIO.

5.4. TlomHoe odopmiteHne nen Ha OyMaKHOM HOCHUTEIE MPEyCMaTPUBACT:

u3bATHEe  (PANIOB-BKIQABIINIEH,  CKpPEMOK,  CTUKEPOB,  (PU3NUYECKH
000COOJIEHHBIX HOCUTEIIEN 3EKTPOHHBIX IOKYMEHTOB;

HYMEpalIMIO JINCTOB JIeNa;

coCTaBJieHUE JiucTa-3aBepurens nena (mpuioxenue Ne 10 k [IpaBuiam);

COCTaBJICHUE BHYTPEHHEW ONUCH JOKYMEHTOB Jena (Ha OTHENbHbIE
kareropuu nen) (mpunoxxkerue Ne 26 k [IpaBunam);

odopmuenue o00xku nena (mpunoxenne Ne 27 k [IpaBunam);

MOJIIMBKY WM TEPEIUieT JAOKYMEHTOB jena (HedOopMaTHBIE TOKYMEHTHI
XPaHATCA B 3aKPBITHIX TBEPABIX MaNKax WK B KOPOOKax).

5.5. /leno Ha GymMa)XHOM HOCHUTENE HE JIOJKHO cozepxaTh 0osee 250 nmuctoB
IpH TOJIIMHE He Ooiiee 4 cM.

JIOKyMEHTBl NOAIIMBAIOTCS HA YEThIpE NPOKoJia (HA TPU MPOKOJA — s
ManoQOPMATHBIX ~ J€N) WIM IEPEIUIETAIOTCS B  CHEHUAIbHYI0  O0O0JI0KKY ™

1 TTynkr E. 1.3 «Kaprom» I'OCT 7.50 — 2002 «CucTemMa CTaHIAapTOB MO HHGDOPMAIHH,
6ubnuoTeyHoMy U u3aaTenbckomy aeny. Konceppauus nokymenTos. Obuue TpeOGOBaHUM.
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(mpunoxxenne Ne 27 k IlpaBmiam) ¢ y4eToM BO3MOKHOCTH CBOOOJHOTO YTCHHS
BCEX JOKYMEHTOB, J1aT, BU3 U PE30JIOLNI HA HUX.

®usndecku 000COOIEHHBIE HOCUTEIU JIEKTPOHHBIX JOKYMEHTOB SIBISIFOTCS
CaMOCTOSITETTLHBIMHU €AMHUIIAMU XpaHECHHsI (IJEKTPOHHOE J1eJ10), (HhopMUpOBaHHE
KOTOPBIX MPOU3BOAMUTCS B cooTBeTCTBUU C TiaBod XIX IlpaBun. B nucre-
3aBepuTEeIC U BO BHYTpeHHEH omnucu (MpU HAIMYMM) JOKYMEHTOB Jelia, Ha
OyMa)KHOM HOCHTEIIe, YKa3bIBaCTCsl apXUBHBIA MHU(GP U 3ar0JIOBOK JIEKTPOHHOTO
nena (zei), 3anucaHHoro(bIX) Ha U3bATHIA HOCUTEb.

5.6. Bce nuctel B gene Ha OyMa)kHOM HocuTele (KpoMe JIMCTa-3aBEPUTEIS
Jera W BHYTPEHHEH OINKWCH) HYMEpPYIOTCSI B BaJOBOM TMOpPSJIKE apaOCKUMU
nudpamMu, KOTOpbIE MPOCTABIISIIOTCS B MPABOM BEPXHEM YIUIy JIUCTA JTOKYMEHTa
NpOCThIM TIpadUTHBIM KapaHJAIIOM WM HYMEpPAaTOpoM C  BOJOCTONKOMN
WITEMIIEIIBHOW KpacKoW. JIMCTBI Jel, COCTOAIIMX M3 HECKOJbKUX TOMOB WU
qyacTel, HyMEPYIOTCA 10 KaXXJIOMY TOMY WJIM YaCTH OTIEIBHO.

dortorpaduu, UepTeRkHU, AUArpaMMbl M JIpyTU€  WIUIIOCTPATUBHbBIC
JIOKYMEHTBI, MPEJCTABIIAIONIME CAMOCTOATENbHBIM JIUCT B JEJe, HYMEPYIOTCS Ha
00OpPOTHOM CTOPOHE B JIEBOM BEPXHEM YIIIy.

CroKeHHBIN TUCT pa3BOPAUYUBACTCI M HYMEPYETCSl B IPaBOM BEPXHEM YTIIy.
[Ipu sToM nuct mwoboro (Gopmara, MOAMMUTHIA 32 OAMH Kpail, HyMepyeTcs Kak
OJIVH JIKCT; JIUCT, CJIOKCHHBIN U MOJIIUTHIN 32 CEpeANHY, MOJICKUT MEPEIIUBKE U
HyMEpYETCsl KaK OJWH JIUCT.

JIucTt ¢ Hariayxo HAKJICEHHBIMH JOKYMEHTaMH (BBIPE3KaMH, BBIITUCKAMU,
doTorpadusimMr) HyMepyeTrcss Kak OAWH JUCT. Eciu K JOKYMEHTY IOJKIICEHBI
OJIHUM KpaeM JApyrue JOKYMEHTHI (BBIPE3KH, BCTAaBKU TEKCTa, IMEPEBOJIbI), TO
KQXKJIbIA JOKYMEHT HYMEpPYEeTCS OTJEIBHO.

[ToamuTeie B J1€710 KOHBEPTHI C BIOXEHUSIMH HYMEPYIOTCS; TPH STOM
BHauajie HyMepyeTCsl KOHBEPT, a 3aTEM OYEPEIHBIM HOMEPOM — KaXKJI0€ BIIOKEHUE
B KOHBEPTE.

[Togmmteie B J1€710 JOKYMEHTBI C COOCTBEHHOM HyMepaluend JHCTOB
(BKITIOUAsl TEYaTHBIC M3JAHUSI) HyMEPYIOTCS B OOIIEM MOPSIKE WU COXPAHSIOT
COOCTBEHHYIO  HYMEpallMlO, €CJIM OHa  COOTBETCTBYET  MHOPSAKOBOMY
pPacnoJIOKEHUIO JIMCTOB B JIETIE.

B cnydasx oOHapykeHHs] OIIMOOK B HyMEpAallMHU JIUCTOB Jejia MPOBOAUTCS
nepeHyMepalys Wik UCTI0JIb30BaHUE JTUTEPHBIX HOMEPOB JIUCTOB.

5.7. JIucT-3aBepuTenb  Jela  COCTaBJISIETCS HA  OTACJIBHOM  JIUCTE,
MOANMUCHIBAETCSI €ro COCTAaBUTENEM, IMOJUIMBAETCS B Jej0. Bce mocnenyromue
M3MEHEHUSI B COCTAaBE U COCTOSHHUM Jiena (MOBPEXKJCHUS, 3aMEHa MOJIMHHBIX
JIOKYMEHTOB) OTMEYAIOTCSI B JIMCTE-3aBEPUTENE CO CCHUIKOW Ha COOTBETCTBYIOLIUIA
aKT.
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3anpeniaeTcsi BHIHOCUTH JIMCT-3aBEPUTENh HAa OOJOXKKY Jiefla WU YUCTHINA
00OpOT JIMCTA MOCIEAHETO TOKYMEHTA.

5.8. Jlns yuera MOKYMEHTOB OMPEEICHHBIX KATErOpUi el Ha OyMaKHOM
HOcHUTeNe (IMYHBIE, CyIeOHBIC Jena, MaTepuaiabl YTOJOBHBIX JeEN, Jella O
MPUCYKICHUN YICHBIX CTEIICHEH W MPUCBOCHUY YUCHBIX 3BaHUH, Jcia, CBA3aHHbBIC
C BbIIaUel aBTOPCKHX CBHJICTEIBCTB M NMATCHTHBIX M300PETCHHI) COCTaBIISACTCS
BHYTPEHHSISI ONKUCh JIOKYMEHTOB Jlelia.

N3menenust coctaBa TOKyMEHTOB Jiena (MU3bATHS, BKIIOYCHHS JOKYMEHTOB,
3aMeHa JOKyMEHTOB KOMHSIMH) oTpakaroTcs B rpade «lIpumeuanue» BHyTpeHHEU
OIIMCH CO CCBIIKAMH Ha COOTBETCTBYIOITUE aKThI.

5.9. Ha o6oxKke nemna yKa3pIBaloTCS:

MOJIHOE M COKpallleHHOe (B CKOOKax) HAaMMEHOBaHWE OpraHu3allud U ee
HETMOCPEICTBCHHAS IO TYMHCHHOCTb;

HAaUMEHOBAHUE CTPYKTYPHOTO MOJIpa3ieieH s (Mpy HATUYUN);

UHJICKC JeJIa 10 HOMEHKIATYPE;

HOMEp TOoMa (4acTH);

3aroJIOBOK Jiejia (ToMa, 4acTH);

KpaiiHWe 1aThl Jeja (ToMa, 4acTh);

KOJIMYECTBO JIUCTOB B JieJie (TOME, YacTH);

CPOK XpaHEHHUs JIeTa;

apXWBHBIN HUGP Aea.

5.10. Ha o6mokkax J1eJ MOCTOSIHHOTO CpOKa XpaHEHUs MpelyCMaTpUBAETCS
MECTO JJIi HAMMEHOBAHUS TOCYIApCTBEHHOTO (MYHUIIMTIAIHHOTO) apXuBa, B
KOTOPBIN TIEpeIatoTCsl JIeJia OpraHu3alui — UICTOYHUKA KOMIUICKTOBAHUSI.

[Tpu odopmiaeHnn 0610KKH Jeia HAMMEHOBaHUE OPraHU3alMK YKa3bIBACTCS
MOJIHOCTBI0, B UMCHHUTEILHOM Tajiexe. [1oJlHOe HaMMEHOBAHHE BBIIICCTOSIICH
OpraHu3aIuu yYKa3bIBaCTCA HaJl HaUMEHOBaHUEM OpraHu3aIuu
dbonmoobpazoBarens (Takke B MMEHHUTENHbHOM Tajexe). Eciu opranuzarus wim
BBINIECTOAIAS OpTraHU3aIusl HMEIOT COKpAIlleHHble HAaWMEHOBAaHUS, TO OHU
YKa3bIBAIOTCS B CKOOKAX IMOCJIE MOJTHOTO HANMEHOBAHMSI.

I[Ipy  w3MEeHeHWMM  HAWMEHOBAHWS  OpraHW3anud  (CTPYKTYpPHOTO
MOJIpa3/ie/iCHUs1) B TEUYEHHUE TIEepHoaa, OXBAaThIBAEMOI0 JOKYMEHTaMH Jeia, Ha
00JIOKKE YKa3bIBaeTCs MOCIIEeTHEE HANMEHOBAHHE.

5.11. 3aroio0BOK JIOJKEH COOTBETCTBOBATh COJEPKAHUIO JIOKYMEHTOB B
nene.

Ecnu neno cocTouT u3 HECKOJIBKUX TOMOB (4YacTei), Ha OOJOXKKY Ka)JI0Tro
TOMa (YacTH) BBIHOCUTCS OONIMH 3aroJioBOK Jiejla, NpU HEOOXOAUMOCTH —
3aroJ0BOK KaXX10ro ToMa (4acTH).
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B 3aronoBkax nien, cogepkaimnx KONuu JTOKYMEHTOB, JAEJIAaeTCsl yKa3aHHe Ha
Hanuyue Konuil. [loqIMHHOCTh TOKYMEHTOB JieJia B 3ar0JIOBKE HE OrOBapUBaETCS.

5.12. Ha o0noxke paema yka3blBaeTcs nmara neia — roj(bl) 3aBEIACHUS H
OKOHYaHUs Jiea B JeJI0MNPOU3BOCTBE.

Eciu B nenmo BKIIOYEHBI JOKYMEHTHI (HampuMep, MNPUIIOKEHUs), JaTa
KOTOPBIX HE COBIIAJAET C JAATOM Jiesia, TO MO/l JaTOM ¢ HOBOM CTPOUKH JeaeTcs 00
ATOM 3aIKCh: «B ene uMerTcs TOKYMEHTHI 32 ... TOJ(BI)».

JlaTa nena He yKa3bIBaeTCsl Ha 00JI0KKaxX JeJ, COAEPKAIUX T'0/I0BbIC MJIaHbI
Y OTYETHI U JPYTU€ TOKYMEHTBI, JaThl KOTOPBIX OTPA’KaIOTCS B 3ar0JIOBKaX eIl

JlatamMmu nen, coiepKaluxX pacrnopsiAUTENbHYI0, TBOPUECKYIO U HMHYIO
JOKYMEHTAIIUIO (TOKJIAbl, MHUChMa, CTEHOTPAMMBI) SIBIISIFOTCSL JAThI (YUCITO, MECHII,
rojl) peructpanuu (COCTaBJICHUS, IOCTYIUICHHS) CaMOTO pPaHHETO U CamMoro
MO3/THETO JOKYMEHTOB, BKIIFOUEHHBIX B JIeJI0 (KpailHUe AaThl 1], JOKYMEHTOR).

JlaToil pgema, conepXamero MNpPOTOKOJbl 3acelaHuil, SBIAIOTCS JaThl
YTBEPXKJICHUA (€Cii OHM YTBEPKIAIOTCS) WIM JaThl TEPBOTO U TOCIEIHETO
MPOTOKOJIA, COCTABIIIOLIUX JIEJIO.

JlaToil TUYHOTrO JeNa SBJISIOTCS AaThl MOJNUCAHUS MPUKA30B O NpUEME U
YBOJIBHEHUH JIMLA, HA KOTOPOE OHO 3aBEJICHO.

[Ipu o6o3HaueHWH JaThl JOKYMEHTa CHayajga YKas3bIBaeTCsS YHUCJIO, 3aTeM
MecsI 1 roa. Yucno u rog o603HavyaroTcs apabCKuMu udpamu, Ha3BaHUE MecsIa
— CJIOBOM.

Ecnum para [OKyMeHTa WM OTHACNBbHBIE €€ 3JIEMEHThI ONPEIESIOTCS
pUOIN3UTEIFHO, HA OCHOBAaHUHW aHAJIM3a COJCPKAHMS TOKYMEHTA, TO Jara WiIu
OTJICTIbHBIC €€ DJJIEMEHTHI, HE a0COJIIOTHO JIOCTOBEPHBIC, 3aKIIOYAIOTCS B
KBa/IpaTHbIE CKOOKHU.

5.13. KonuvecTBO JMCTOB Ha OOJIOKKE Jejla YKa3bIBa€TCSd HAa OCHOBAHUU
JUCTa-3aBEPUTEIS.

5.14. Cpok xpaHeHusi Ha OOJIOKKE Jea YKa3bIBaeTCd B COOTBETCTBUHU CO
CPOKOM XpaHEHUs, YCTAHOBJIEHHbIM HOPMATHBHBIMU [PABOBBIMU aKTaMu
Poccuiickoii @enepaiiu, MepevHsMA JOKYMEHTOB, YCTaHOBJICHHBIMU YacThiO 3
ctatbu 6 M yacTsmu 1 u 1.1 crateu 23 @eaepanbHoro 3akoHa Ne 125-03.

Ha pnena, BHeceHHble B TOJOBBIE pa3jeiibl ONHMCEH, APXUBHBIN IMIHPP
MPOCTABJSACTCS TOCJE YTBEPXKJEHUS W (WJIM) COTJACOBaHMS TOJOBOTO pasjelia
omucu OIIK wu yTBepkAcHUS PYKOBOAMWTEIEM OpPraHU3allMM WIW HHBIM
YIOJHOMOYEHHBIM  JIMIIOM (70 9TOTO apXWUBHBIA MHUPP MNPOCTABIAETCS
KapaH/1a1lloM).

5.15. Bce pekBU3UTHI OOJIOKKH JIefia 3amoJHSIIOTCS C HCIOJIh30BAaHUEM
BOJOCTOMKHMX YEPHUJI. 3ampeniacTcsl HaKJIeUBaTh JIUCT OyMaru ¢ peKBU3UTaMHU Ha
00J10%kKy. B cityuae, eciii HaHeCceHHE PEKBU3UTOB Ha 00JIOKKY HEBO3MOYKHO, TO B
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JIeJI0 70 TEPBOro JUCTa MOJAIIMBAETCS (MPUKIEUBACTCS K BHYTPEHHEH CTOpPOHE
JIUIIEBOM OOJIOKKHU JieNia) TUTYJIbHBIN JTUCT. TUTYIBHBIN TUCT HE HyMEPYETCS U HE
YUYUTBIBAETCA MPU 00IIEH HyMepaluy JUCTOB Jea.

V. CocTaBJ/ieHune onucei JeJ1 CTPYKTYPHBIX MOApa3/ie/ieHuil U OMUCH J1eJ
OpraHu3anuu

6.1. /lena mepenaroTcsi Ha aQpXUBHOE XPAHEHHUE O OMKCSIM, COCTaBICHHBIM B
CTPYKTYPHBIX NOAPA3ACICHUSX.

Onucu nen, TOKyMEHTOB CTPYKTYPHBIX MOAPA3ACIICHUNA COCTABISAIOTCS IO
yctaHoBieHHOU (opme (mpunoxkenuss Ne 21 m Ne 22 k IlpaBumam) B AByX
IK3EMIUIIPAX M MPEACTaBIAIOTCS pa0OTHHUKY, OOECIEUMBAIOIIEMY AapXUBHOE
XpaHEHHE JOKYMEHTOB, HE TIO3JHEE YEM Yepe3 OJIMH I'0j] OCIIE 3aBEPIICHUS [N B
JIEJIOMPOU3BOICTBE.

6.2. Omucu cocTaBIAIOTCSA OTAECIHLHO:

Ha JieJia NOCTOSSHHOTO CPOKa XPaHEHUS;

Ha JieJa BpeMEHHBbIX (cBhimie 10 J€T) CPOKOB XpaHEHHUs, MO JIUYHOMY
COCTaBy;

Ha JieJla, COCTOSIIME W3 JOKYMEHTOB, XapaKTEpHBIX IJs OpraHu3auui
onpeneNneHHon cepbl AesTenbHOCTH (CyaeOHbIe, CIEACTBEHHBIC J€a, HAy4HO-
TEXHUYECKasi JOKYMEHTAIIHS).

OTaenbHbIE OMHMCH COCTABISIIOTCS HA €IUHUIBI XpPaHEHUS! 3JIEKTPOHHBIX
JIOKYMEHTOB TIOCTOSIHHOTO XpaHEHHs; BpeMEHHbIX (cBbime 10 JieT) cpokoB
XpaHEHUs1, B TOM YUCJIE 10 JINYHOMY COCTaBY.

6.3. [Ipu cocraBieHMM OMHCH J€l CTPYKTYPHOTO  TOApa3/CICHHS
COOI0AI0TCA CAEAYIOIINE TPEOOBAHMS:

a) 3aroJIOBKU JIEJI BHOCATCS B ONUCh B COOTBETCTBUU C NMPUHATOM CXEMOU
CUCTEMaTHU3AlINH;

0) KaxxJ10€ /1eJI0 BHOCUTCSI B OIMKUCH IOJ] MOPSAIKOBBIM HOMEPOM (€CNu JEJI0
COCTOUT U3 HECKOJIBKUX TOMOB WJIM YaCTEH, TO KaXblil TOM WJIM YacTh BHOCSITCS B
OMUCH IO CAMOCTOSITEIbHBIM MOPSAKOBBIM HOMEPOM );

B) IpU BHECEHWHU B ONUCh JiIel C OJWHAKOBBIMU 3arojloBKaMu, HO
COCTABJISIIOIIMMHU  CaMOCTOSITEJIbHBIE TOMA, 3aroJOBKM JIed W HMHJIEKC Jela
YKa3bIBAIOTCS MOJIHOCTBIO;

r) rpadgpl OMHUCH 3aMONHSIOTCA B TOYHOM COOTBETCTBHHM CO CBEIECHUSIMH,
KOTOpbIE BEIHECEHBI Ha O0JIOXKKY J1eTa;

n) rpada onucu «IIpumeuanus» ucnonb3yercs s OTMETOK O IpUeMe Jell,
O0COOEHHOCTSIX (PU3MUECKOr0 COCTOSHUS, O Iepenaye Jied APYTuM CTPYKTYpPHBIM
MOAPA3IAEIECHUSAM CO CCBUIKOM HAa COOTBETCTBYIOLIUM aKT, O HAJTUYUU KOITHM.



19

B kxoHue omucu Beiex 3a MOCIEIHEN ONUCATENBHOM CTAThEU 3aIlOIHSAECTCS
UTOTOBas 3aIMCh, B KOTOPOW YKa3bIBAIOTCA (MU(PpPaMHU U MPOMHUCHIO) KOJIUYECTBO
JIeJl, IEPBBIA U MOCIEIHUN HOMEpA JEN MO ONMUCH JIEJl, a TAKKE OrOBAPHUBAKOTCA
OCOOCHHOCTH HyMeEpaluu JieJ1 B ONUCU (HAJIMYUE JIMTEPHBIX U MPOIMYIICHHBIX
HOMEPOB).

6.4. Ilepen BHeceHHMEM 3arojIOBKOB JIeJ B OIKUCH IPOBEPSIOTCS KAdueCTBO
dbopmupoBaHus 1 0opopMIICHHUS JIEII.

[Ipu mpocmotpe nen, comepkalmx JTOKYMEHTHI Ha OyMa)KHOM HOCHUTEINE,
MPOBEPSIIOTCS: COOTBETCTBUE 3aroJiOBKA JieJla COAECPIKAHUIO TOKYMEHTOB B JIEJIE;
MPaBWIBHOCTh O(DOPMIICHUSI U TPYNIUPOBKU JIOKYMEHTOB, BKJIIOUEHHBIX B JIEJIO;
KAueCcTBO MOJIIMBKU WM TEpervieTa Jelia; MpaBWIbHOCTh HyMEpalluh JUCTOB
Jiesna; Mpyu HaJIMYuU B JIeJIe BHYTPEHHEH OMUCHU — MPABUIBLHOCTh €€ COCTABJICHUS;
NpPaBWIBHOCTh O(OpPMJICHUS OOJIOKKHM  Jiefla; HajJuyue U MPaBUILHOCTH
3aroJHEHUS JTUCTa-3aBEPUTEINS JIeTa.

6.5.B ciyuae oOHapyxeHHMs HapyIIEHHS YCTAHOBJIEHHBIX IPaBUI
dbopmupoBanus U opoOpMIICHHS J1e7T OHU JOJDKHBI OBITH YCTpaHEHBl PAOOTHUKOM
CTPYKTYPHOTO MOJIpa3ieJICHHUS.

B cnydae oOHapyxeHUs OTCYTCTBUS JI€J, YUCISAIIMUXCA MO HOMEHKJIAType
JieJl OpraHu3alliy, CTPYKTYPHBIM TOApAa3eiCeHUEM MPUHUMAIOTCS MEphl MO0 HX
PO3BICKY.

Ecnu npunHsThIe MEphl HE J1alu pe3yJbTaToOB, TO Ha HEOOHApPYKEHHbBIE JeNa
COCTaBIIE€TCS aKT 00 yTpaTe JOKYMEHTOB, KOTOPBIH  MOJAMHUCHIBACTCS
PYKOBOJIUTENIEM CIY>KOBI  JETOTPOU3BOJCTBA  (JTUIIOM, OTBETCTBEHHBIM 32
JIEJIONPOU3BOACTBO) U PYKOBOAUTENEM CTPYKTYPHOI'O MOAPA3ACICHUS WM WHBIM
YIOJIHOMOYEHHBIM MM JHUIIOM. AKT 00 yTpare JIOKYMEHTOB YyTBEPXKAACTCs
PYKOBOJIUTENIEM OPTaHW3allMK WM WHBIM YIOJHOMOYEHHBIM JIMIIOM U TepeaeTcs
BMECTE C OINWUCBHIO JIel CTPYKTYPHOTO TOJApa3feieHuss pabOTHUKY(aMm),
00eCIeYnBaIOIIUM apXUBHOE XPaHEHUE JTOKYMEHTOB.

6.6. Oniicu nen, TOKyMEHTOB (TOIOBBIE pa3/ielibl OMUCced e, JOKYMEHTOB)
COCTaBJISIIOTCS 1O ycTaHOBJIeHHOW ¢dopme (mpunoxkenuss NeNe 15 — 19 «k
[IpaBuiiam).

Onucu e, JOKYMEHTOB COCTaBJISIIOTCS:

a) MOCTOSIHHOTO XpaHEHHUs — HE MEHEE YeM B UEThIPEX AK3EMIULIpaxX: TPU —
Ha OyMa)XHOM HOCHUTEJNIC U OJUH — B DJIGKTPOHHOM BHUJE (B KayecTBe pabovero

AK3EMILIAPA);

0) BpemenHoro (cBeime 10 5er) XpaHeHus — HE MEHee YeM B JBYyX
HK3EMILIAPAX;

B) JOKYMEHTOB IO JIMYHOMY COCTaBy OpraHu3aluii — HCTOYHHKOB

KOMILICKTOBAHHA T'OCYAApPCTBCHHBIX (MyHI/II_[I/IHaJ'IBHBIX) APXHUBOB — HC MCHCC YCM B
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YeThIpeX JK3EMIUISIpax: TPU — Ha OyMaKHOM HOCHUTENE, OJWH — B AJICKTPOHHOM
BU/Ie (B KauecTBe paboyero sK3eMIULIpa);

r) IOKYMEHTOB MO JIMYHOMY COCTaBy OpraHu3aluii, He SBISIONIUXCS
WCTOYHUKAMU KOMITJIEKTOBAHUS TOCY/IaPCTBEHHBIX (MYHUIUIIATBHBIX) apXUBOB, —
HE MEHEE UYeM B TPEX IK3EeMIUIIpax.

Onucu (ToI0BBIE pa3/eiibl OMUCEH) Jei, JOKYMEHTOB BPEMEHHOTO (CBBIIIE
10 ner) xpanenusi cormacoBsiBatorcs ¢ [[OK (OK) opranusanuu, mocie 4ero
YTBEPKIAIOTCS] PYKOBOJAUTEIEM OpraHU3aluu.

6.7. IleppoMy TrOmOBOMY pa3zieny ONUCH Jiel, JOKyMEHTOB (oHa
MPUCBANBAETCSI HOMEP MO JHUCTY (POHAA, BCE MOCIEIYIOIIME TOJAOBBIC pa3ieiibl
YUCJISATCA 32 JAaHHBIM HOMEPOM JI0 3aBEPIICHUS OMUCH.

He nomyckaercss mnpucBOeHHE OMUCAM JieJl, JOKYMEHTOB OJMHAKOBBIX
Y4ETHBIX HOMEPOB B Ipejiesiax 0JJHOro poHa.

B koHIle BcexX 3K3eMIUISIPOB OIMUCH I, TOKYMEHTOB JElaeTCsl WTOTOBas
3aMuch, B KOTOPOM YKa3bIBACTCS KOJIMYECTBO HAXOSAIIMXCS Ha XPAaHEHUH €TUHUIL
XpaHEHMsI, TEpPBBIA W TOCICIHUNA HOMEpA €IWHUIl XPAHCHHS TI0 OIUCH,
YKa3bIBAIOTCS HMMEIOIIMECS] MPOIMYCKH HOMEPOB, JIMTEPHBbIE HOMEpA, BHIOBIBIINE
CIMHUIIBI XPAHCHUSI 1 OCHOBAHUE BHIOBITHS.

6.8. Ecniu omnuchk 1en, JOKYMEHTOB COCTOMT M3 HECKOJIBKHX TOJIOBBIX
pasziesioB, TOMOB, UTOT'OBasl 3aIMCh COCTABIISIETCA K KaXKJIOMY TOJIOBOMY paszJieny,
TOMY; KpPOME€ TOrOo, K KaXJIOMy IIOCIEIYyIOIIeMy TOJ0BOMY pa3ieily, TOMY B
HapacTaroIeM MOPSIKE COCTABISETCS CBOAHAS UTOTOBAS 3aIMKCh.

l'omoBble pa3nenbl, €CiM OHU HE SBISIOTCS 3aKOHUYEHHOW OMNHUCHIO, HE
MOIIIIMBAIOTCS M HE MIEPEIITICTAIOTCS; OHU XPAHATCS B IAIKaX.

6.9. 3akoHUEHHas ONMHCH LI, TOKYMEHTOB Ha OYMa)KHOM HOCHTEJIE JIOJDKHA
BKJTIOUATh He Oosiee 9999 enuHuUI XpaHEHUSI.

3aKOHYEHHAasl OIMUCHh JIeJl, JOKYMEHTOB BMECTE C THUTYJbHBIM JIUCTOM U
CIIPABOYHBIM ammapaToM K HEH 3aKI0YaeTcs B TBEPAYIO OOJIOKKY, HyMEpYyeTCs U
MOJIIIIMBAETCS UK TIEPETIIETACTCA.

Kaxnas 3axkoHYeHHas ONKCH AEJ, IOKYMEHTOB, TOM OMUCH I, JOKYMEHTOB
JOJKHBI UMETh JIUCT-3aBEPUTEITh.

6.10. B cipaBo4HBIN ammapaT K ONMHUCH BXOMST: THUTYJIBHBIA JTUCT, MIEPEUCHB
NMEePEMMEHOBAaHUM, W3MEHEHHUs MOJIBEJIOMCTBEHHOCTU OPTaHU3allMM, COJEpKaHUE
(ornaBneHue), TMPEIUCIOBHE, CIUCOK COKpAIlleHWH, YyKazaTelau K OIHUCH
(MpeaMeTHBIN, UMEHHOMU, TeorpauIecKoi).

6.11. K onucsam nen, JOKYMEHTOB MOCTOSHHOTO XPaHEHUS W MO JTUYHOMY
COCTaBY COCTABJISIFOTCSI TUTYJIbHBIN JIUCT, MEPEUCHb NIEPEUMEHOBAHUM, U3MEHEHHUS
MOABEIOMCTBEHHOCTH  OpraHu3allu,  MPEIUCIOBHUE,  OrJaBJ€HUE,  IpHU
HEO0OXOJIMMOCTH — CITIUCOK COKpAIIeHUH, yKa3aTeu.
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Ha tuTynsHOM JMCTE ONKCH YKa3bIBAKOTCS: IIOJIHOE HaWMEHOBAHME
rOCyJJapCTBEHHOTO (MYHUIMIIAJILHOTO) apxuBa (€ClIiM OpraHu3alusl SBISIETCS
MCTOYHUKOM KOMIUIEKTOBAaHHUS), OCJIEAHEE MMOJTHOE HAUMEHOBAHUE OPraHU3aluH,
HOMEp apXuBHOTO (OHJIA, HOMEP U Ha3BaHHE OMHCH, KpailHHE AaThl BHECEHHBIX B
ONKMCh €IWHUIl XpaHeHus. HaummeHoBaHME oOpraHu3alMKM YKa3bIBAae€TCA IO
MOCJIEHEMY TOAY BKJIIOYEHHS JOKYMEHTOB B OIHUCh.

6.12. B npeaucioBuu K OMKHCH YKa3bIBAIOTCS B XPOHOJOTMYECKHX pPamMKax
KpalHUX JaT eUHUI XPaHCHUS, BKJIIOYCHHBIX B ONTUCH, CBEJICHUS:

00 U3MEHEHUSX B HAMMEHOBaHUH OpraHU3alluy;

0 CTPYKTYp€ OpraHU3allNH;

00 ocobeHHOCTAX OQopMiIeHHS W (OPMUPOBAHUS JI€J, ONHUCAHUSA H
CUCTeMaTH3allu1 3ar0J0BKOB JEIT;

0 COZIep>KaHUU U TOJIHOTE /eIl

VII. Ilepenaua xen U3 CTPYKTYPHBIX NOAPa3/Ae/ieHUIl HA apXUBHOEe XpaHeHHe

7.1. Ilepenavya nen Ha apXMBHOE XPAaHEHUE OCYUIIECTBISAETCS MO rpaduky,
COTJJACOBAHHOMY €  PYKOBOAUTEISIMU  CTPYKTYPHBIX  MOApPA3JEICHUU, U
YTBEPKJIECHHOMY PYKOBOJMTEJIEM OpraHU3allid WM HWHBIM YIOJHOMOYEHHBIM
JIAIIOM.

[Ipuem-iepenavya Jeid  MNPOU3BOAUTCA PAOOTHUKOM, OOCCIEUYHUBAOITUM
apXUBHOE XpaHEHHWE JIOKYMEHTOB, B TPHCYTCTBHHM pPaOOTHHUKA CTPYKTYPHOTO
nojpasjieieHus. B oTMeTke 0 mpueMe Jeil B KOHIIE Ka)XJIO0Tro AK3EeMILIsIpa OMUCH
JIeN, TOKYMEHTOB YKa3bIBAIOTCSI KOJTMYECTBO (DAKTUYECKU MPUHATHIX NI, HOMEpa
OTCYTCTBYIOIIUX JIEJ, JlaTa MpueMa-nepeadu Je, a TakKe MOAMUCH YKa3aHHBIX
pabOTHUKOB.

7.2. ITpueM-tiepeaya JOKYMEHTOB M3 MOJIBEIOMCTBEHHBIX OpraHu3aiui (1o
COTJIACOBAHMIO), OCYIIECTBIISICTCSI HA OCHOBAHUHU PACTIOPSAUTEIbHBIX JOKYMEHTOB
MIPUHUMAIOIIEH U TIepearonIed OpraHu3alrii, TAKKE MO OIMKCAM JIJI, JOKYMEHTOB
B TOpSIIKE, aHAJOTUYHOM TMOPSJAKY Iepelayd JieJl Ha apXUBHOE XpAaHEHUE W3
CTPYKTYPHBIX NOJIpa3ACICHUI.

VIll. Oprann3anus XxpaHeHUus1 apXMBHBIX JOKYMEHTOB

XpaHeHHe apXMBHBIX JOKYMEHTOB B OpraHu3aldd OOeCHeurnBaeTcs
peanu3anuer KOMIUIEKCA MEpPONPUSATHM, HAIPABICHHBIX HA IOAJNEP)KAHHUE B
ONTUMATHHOM  (PU3NYECKOM COCTOSHUM  XPAHSIIUXCSI B HEM  apXHUBHBIX
JOKYMEHTOB, a TaKX€ MHHHUMH3aLMI0 PUCKOB MX MOpYM W (WIM) yTpaThbl, K
KOTOPBIM OTHOCSTCS:
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a) IPEeIOCTaBJIICHHE  HM30JIMPOBAHHBIX  MOMELIEHUN Uil  pa3MelIeHHs
ApXUBHBIX JOKYMEHTOB U MPOBEICHUS PadOT, CBSI3aHHBIX C APXUBHBIM XpaHEHUEM,
OCHAIICHHBIX  CPEACTBAMH  TMOXAPOTYUICHHs, OXPaHHOM H  MOXapHOM
CUTHAJIM3aIMei, 000pyJOBaHUEM I XpPaHEHUSI JOKYMEHTOB;

0) cobmo/ieHe  MPOTUBOIOKAPHOTO, OXpaHHOro,  TeMIepaTypHO-
BJIQXKHOCTHOT'O, CBETOBOTO ¥ CAHUTAPHO-TUTUEHUIECKOTO PEKUMOB;

B) BBIIIOJIHEHUE  TpeOOBaHMH K  pa3MEUICHHI0  JOKYMEHTOB B
apXUBOXPAHUIIHILIE;

I') IPOBEJICHUE TMPOBEPKH HAJIUYUSA U COCTOSIHUSI COXPAHHOCTH apXUBHBIX
JIOKYMEHTOB;

n) obecrieyeHre  BO3MOXHOCTH  MPOBEAEHUS  (PU3UKO-XMMHUYECKOH,
npoUIAKTUYECKON U (MIK) pecTaBpalliOHHO-TPOPIIAKTHYECKON U TEXHUYECKON
00pabOTKH apXUBHBIX JOKYMEHTOB;

€) KAaueCTBEHHOE ONMCAHME U CBOEBPEMEHHAas IOCTAHOBKA AapXHBHBIX
JIOKYMEHTOB Ha yYeT;

) IPUMEHEHHEe HH(POPMAILIMOHHOM apXUBHOW CHUCTEMBI HJIsi XpaHEHU,
npueMa-nepeaud ¥ HWCIOJIb30BAHUSA JIJIEKTPOHHBIX APXUBHBIX JIOKyMEHTOB,
COOTBETCTBYIOILIEH TEXHUYECKUM TpeOOBaHUSIM, yCTaHABIIMBAEMbIM
YIOJHOMOYEHHBIM (eiepalbHbIM OpPraHOM HCIOJHUTENBHON BJacTu B cdepe
WHPOPMAITMOHHBIX ~ TEXHOJOTMH u  wmHOpMaIMoHHOW Oe3omacHocTh!!, u
TEXHOJIOTMYECKH M HH(POPMALMOHHO COBMECTHUMOW C CHCTEMOH 3JIEKTPOHHOIO
JOKYMEHTOO0OpOTa OpraHu3alud ¥ HMHBIMH HHGOPMALMOHHBIMU CHCTEMAaMHU,
00eCeurBaOIIMMHU yIIPaBICHHE JOKYMEHTaMHU.

IX. TpeOoBaHus K apXMBHBIM NOMEIIEHUAM

9.1. B 3aBUCHMOCTH OT 00bE€Ma XpaHUMBIX IOKYMEHTOB apXUB OpraHU3aIuU
pa3Melnaercs:

B CIEIUATU3UPOBAHHOM 3J[aHUH, OTBEYAIONIEM TPEOOBAHMIM K apXHWBHBIM
3aHUSIM,  YCTAHOBIICHHBIM  YIIOJTHOMOYEHHBIM  (eJiepaIbHBIM  OpPTaHOM
WCTIOJIHUTEITLHOM BIACTH B chepe apXUBHOTO JIeJia U ACIIONPOU3BOJICTBA;

B CIENHATLHO  OOOPYJOBAaHHOM  JJisi  XpaHEHHS  JIOKYMEHTOB
M30JIMPOBAHHOM(BIX ) MTOMEIICHUU(SX);

Y Mysxter 5.2.23 u 5.2.26 Tlonoxenus o MuHHCTEpCTBE LU(POBOrO PA3BUTHUS, CBA3M U
MacCoBbIX KOMMYyHHKauui Poccuiickoii ®enepanun, yTBEpKIECHHOTO IOCTAHOBIEHUEM
[TpaButensctBa Poccuiickoit ®enepaumun ot 2 wutons 2008 1. Ne 418 (Cobpanue
3akoHosaTenscTBa Poccmiickoit Deneparmu, 2008, No 23, ct. 2708; 2021, No 26, ct. 4967);
noanyHKT 4 nyHkta 6 Ilonoxenus o denepanbHOM apXWBHOM AareHTCTBE, YTBEPKIECHHOTO
Vkazom Ilpesunenta Poccuiickoin @enepaunu ot 22 wutoHs 2016 r. Ne 293 «Bomnpocsl
®enepanbHOTrO apxuBHOrO areHTcTBay (Cobpanue 3akoHomaTenbcTBa Poccuiickoit denepanuu,
2016, Ne 26, ct. 4034; 2018, Ne 52, cT. 8239).
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B kenme3HoM(bIX) 3amuparoriemcs(uxcs) mkady(ax) wm ceide(ax),
HMMeEIOIIETo(MX) KJIacC OTHECTOMKOCTH He Hmke 90b, mjisi MarHUTHBIX JIMUCKOB,
knHO- W (Qortomnenkn — He HWKe 120/I[VC, ycraHoBneHHOM(BIX) B MECTE,
o0ecrneurnBaloIieM BO3MOXKHOCTh  OINEPATUBHOTO UCIIOIb30BaHUSI  APXUBHBIX
JJOKYMEHTOB, a TakKXKe€ UX OKCTPEHHYIO OJBaKyallMl0 TMPU BO3HUKHOBEHUU
YPE3BBIYANHON CUTYALUH.

9.2. O0s3aTenbHON  (PYHKIIMOHAIBHOW YACThIO apXuBa OpraHu3alluu
ABJISIETCS. M30JIMPOBAHHOE MOMEILCHHUE MJI1 XPAaHEHUsS apXUBHBIX JOKYMEHTOB Ha
cCrenuaibHOM 000pyaoBaHuHU, 0003HaueHHOM B mmyHKTe 10.1 IlpaBun, (manee —
apXUBOXPAHUIIUIIE), KOTOPOE TOJKHO:

MMETh IUIOIAb, onpeaensiemyto u3 pacuera 400 egunuil xpaHeHus Ha |
KB. M, W OTIENATBCS OT COCEIHUX TOMEIICHUH OTrHEYNOPHBIMH CTEHAMH U
NIEPEKPBITUAMHE C TIpeJieaMi OTHECTOMKOCTH HE MEHEE JIBYX 4acoB’?;

HE pacrojaratbcs B MOJIBAJIbHBIX U YEPIaYyHbIX TOMEIICHUSX;

ObITh  ynajeHo OT Ja0OpaTOpHBIX, MPOU3BOJCTBEHHBIX, OBITOBBIX
MOMEIICHU U HE UMETh OOIHUX C HUMU BEHTUJISIIMOHHBIX KaHAJIOB,;

HE UMETh MPOJIOKEHHBIX Yepe3 HEro TpyO BOJOCHAOXKEHUS U KaHAJIU3alluHu,
TEXHOJIOTUYECKUX WJIK OBITOBBIX BHIBOJOB BOJIbI;

UMETh €CTECTBEHHYIO WJIM UCKYCCTBEHHYIO BEHTUJISALINIO, 00CCIICYMBAIOITY IO
PELUPKYJIAIHIIO BO3AyXa, CTA0UILHOCTh TEMIIEPATyYPHO-BIAXKHOCTHOT'O PEKHUMA;

UMETh BBIXOJIbI K IU(PTaM U (MJIM) TECTHUYHBIM KJIETKaM;

ObITh ~ 000pyIOBaHO  JBEPHMHU  C  TIOBBIIICHHOM  TEXHUYECKOU
YKPEIUIEHHOCThIO, OCHAIIICHHBIMU 3aMKaMU MOBBIIIIEHHON CEKPETHOCTH;

UMETh OKHA C 3alUPAIOLIMMUCS PEIIETKAMH MPHU pa3MEUICHUH HAa MEPBOM
ATaXe 3/1aHMUS.

obecrieunBaTh  CBOOOJHYIO  IUPKYJSLMIO  BO3JyXa, MCKIIOUYAIOIIYIO
o0pa3oBaHHE HEMPOBETPUBAEMBIX 30H, OIACHBIX B CAHUTAPHO-OMOJIOTMYECKOM
OTHOIICHUH.

Marepuanbl TOKPBITHSI CTE€H, TOJOB, MOTOJKOB, BHYTPEHHEH apmaTyphbl
apXUBOXPAHUJIUIIA, TPUMEHSEMbIE MPU U3TOTOBICHHH OOOPYOBAHMS U CPEJNICTB
XpaHEHUs AapXUBHBIX JIOKYMEHTOB, HE€ [IOJDKHBI BBIICNATH arpeCCUBHBIC
XUMHUYECKHUE BEIIECTBA U OBITh HICTOUHUKOM TTBUIH.

9.3. Ilpu BEIOOpE TOMEIICHUS JJIsi ApXUBOXPAHUIIUINA TIPEATIouTeHUe (IIpu
PaBHBIX TEIUIOBBIX XapaKTEPUCTHUKAX) JOJDKHO OT/IAaBaThCA TMOMEIICHUSIM C
CEBEPHOU OpPUEHTAIIMEN OKOH.

12 Tlocranosnenue [IpaBurenscrBa Poccuiickori @enepanm ot 16 centsops 2020 r. Ne 1479
«O6 ytBepxknenun IlpaBun mnportmBomokapHoro pexuma B Poccuiickoit ®Denepamumy»
(Cobpanme 3akonomarensctBa Poccuiickoit @eneparuu, 2020, Ne 39, ct. 6056; 2021, Ne 3, cr.
593).
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9.4.Tlpy HamMuuM BO3MOXKHOCTEH TMOJ HYXAbl apXuBa OpTaHU3AIUU
BBIICIIAFOTCS TAKXKe:

NOMEIIEHHE I [pUeMa JIOKYMEHTOB, WX BpPEMEHHOI'O XpaHEHUs u
aJanTalky K HOBBIM YCJIOBHSIM (AKKJIMMAaTH3ALIN);

pabouasi(ue) xkomHaTa(bl) paOOTHUKOB, BEIyIIMX apXuB, OTBeyarouas(ue)
tpedoBanusiM CanlluH k opucHbiM MOMEIIECHUSIM =2;

MOMEIIEHHE JUIsl TPEAOCTaBICHUS JOCTyNa K AapXUBHBIM JIOKYMEHTaM
(UUTANIBHBIN 3aJ1 WJIK IPOCMOTPOBAsE KOMHATA).

[Ipu HeuHTeHCHBHOM OOpamieHUH K JOKYMEHTaM apXuBa OpTaHU3AIHNH

JOITYCKAeTCsl MX UCIIOJIb30BaHUE B paboyeil KoMHaTe paOOTHUKA, BEIYILIETO APXUB.

X. OﬁopyszaHne N NMMEPBUYHBIC CPEACTBA XPAHCHHUS apXUBHBIX JOKYMCHTOB

10.1. ApxuBHBIE JOKYMEHTHl pa3MENIAlOTCS B apXUBOXPAHWIHINE Ha
CTAallMOHApPHbIX U (WIM) MEPEeIBUKHBIX METAIMYECKUX  CTeJJIaxax, B
MeTaNInYecKuX mkagdax, ceiipax win KOHTEHHepax.

B kagectBe cnenuanbHOTO OOOPYJOBaHUS BO3MOXKHO HCIIOJIB30BaHUE
CTAIMOHAPHBIX OTCEKOB-OOKCOB ¢ METAINTMYECKUMU TIEPErOpOIKaMH U TIOJIKAMHU.

Meramiuueckue CTeiaXu, MmKapbl U KOHTEHHEPHl MCIOJIB3YIOTCS IS
XpaHEHUsl AayJIMOBH3YalbHbIX JOKYMEHTOB M JJEKTPOHHBIX JOKYMEHTOB Ha
bu3rgeckn 000COOICHHBIX HOCUTENSIX C MATHUTHBIM pa00OvHMM CJIO€M TOJIBKO TIPHU
YCJIOBUU UX pa3MarHUYMBaHUs U 3a3€MJICHHUS.

10.2. TIpu paccTaHOBKE CTEUTAKEH B apXUBOXPAHWIUIIE MPEATIOUYTCHUE
JIOJDKHO OTAAaBaThCs UX MEPHEHAUKYIISPHON OPUEHTAIIUH 110 OTHOILICHHUIO K CTEHAM
C OKOHHBIMH TMpOEMaMH U pa3MENIeHWI0 Ha YyJajJeHuu He MeHee 1 M OT
HMCTOYHUKOB TEIIA.

10.3. Cxema  paccranoBku  cremmaxed — (mkadoB,  ceiipoB) B
apXUBOXPAHWJIMILE JIOJKHA OBITh COTJIacOBaHa C OPraHOM TOCYJIAapCTBEHHOTO
MOKapHOT0 HAJ30pa U MPeayCMaTpUBATh PACCTOSHUS MEXKIY:

TOpIIaMu cTesuiaxel (TJaBHbIN mpoxoa) — He MeHee 120 cwm;

psaaMu cTeJUiaxen (MEeXKCTEIIaXHbIN TPOX0/) — HE MeHee 75 cM;

CTeUTaKaMu, TapauieIbHBIMU CTE€HE, U HapY>KHOW CTEHOM 3/1aHusl — HE
MeHee 75 cMm;

TOPIIOM CTEJUIaKa U CTEHOW — HE MeHee 45 cMm;

BEPXHEH MOJIKOW CTEJUIAXKa U MTOTOIKOM — 50 cM;

HIDKHEH TOJIKOM CTella)ka W TMOJIOM — He MeHee 15 cM (B IOKOJBHBIX
sTakax — He MeHee 30 cMm);

¥ CanlluH 1.2.3685-21 «l'urnenndyeckue HOPMAaTHUBBI M TpeOOBaHHS K 0OECIEUYEHUIO
0e30macHOCTH ¥ (Uin) 6€3BPEAHOCTH IS YesloBeKa (PaKTOPOB CPebl OOMTaAHUS.


https://docs.cntd.ru/document/573500115#6560IO
https://docs.cntd.ru/document/573500115#6560IO
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10.4. ApXUBOXpaHWINIIA, & TAKKE CTEIJIAXKH, MKA(PbI, KOHTEHHEPHI, MTOJIKU
Hymepytorcs. Cremnaxku, mKadbl W KOHTEHHEPHI HYMEPYIOTCS B KaXKIOM
apXUBOXPAHUJIUIIE CJIEBA HAIIPABO OT BXOJIHOM JIBEPH, a MOJKHU Ha CTEJUIaXKaxX — IO
nikagaM cieBa HapaBo, CBEPXY BHU3.

10.5. ApxuBHBIE = JIOKYMEHTBHI, 3a HCKIIOYCHHUEM HaXOJAIIUXCS B
WH()OPMAIIMOHHOW apXMBHOM CHCTEME, Pa3MEIAIOTCA B TMEPBUYHBIX CPEICTBAX
XpaHEHUS:

Ha 6yMa)XHOM HOCHUTEIE — B KOpoOKkax u(uim) nankax'?;

ayIMOBU3YyaJIbHbIE JOKYMEHTHl — B COOTBETCTBHU C HaIMOHAIHHBIMHU
cranpapramu Poccuiickoit ®enepanun’®;

AJEKTPOHHBIE AapXUBHbIC JIOKYMEHTHI Ha (U3UYECKH 000COOIEHHBIX
HOCHUTEJISX — B YITAKOBKE, PEKOMEHI0BAHHOUW MPOU3BOIUTEIEM HOCUTEIIS.

JlommyckaeTcsi pa3MelieHne HECKOJIbKUX €JAWHUIl XPaHCHUS AJICKTPOHHBIX
aApXUBHBIX IOKYMEHTOB Ha OJTHOM (U3HUECKH 000COOJIEHHOM HOCUTENE.

10.6. Ha nmepBUYHOM CpeICTBE XpaHEHUSI aPXUBHBIX JOKYMEHTOB HAHOCSTCS
CIIOCOOOM, TIO3BOJIAIONIMM €ro OECKOHTaKTHYI0 WICHTH(PUKAIUIO: HOMEP W
Ha3BaHUe (MpU HAJTUYUKU MecTa) POHIa, HOMEP ONUCH JEN, JOKYMEHTOB U KpaiiHue
HOMEpa €AUHUILl XpaHEHHUS, Pa3MEIICHHBIX B HEM.

Ha nepBuuHOM cpecTBe XpaHEHUs AJIEKTPOHHOTO apXUBHOIO JIOKYMEHTA Ha
buzndeckr 000Cc0OJICHHOM HOCHUTEIIE (BKJIAIBIIIE), KPOME TOT0, YKa3bIBAKOTCS:

HOMED MJIM COBOKYITHOCTh HOMEPOB OMUCEHN AIIEKTPOHHBIX 1€, TOKYMEHTOB;

HOMEP WJIM COBOKYITHOCTbh HOMEPOB JIEJ MO OMUCH (OMHUCSIM);

OTMETKa O CTaTyce OHK3eMIUIIpAa JJIEKTPOHHBIX APXHUBHBIX JTOKYMEHTOB:
«OCH.» (ocuoBHoO#) unu «PAB.» (pabountii);

KpaliHUE AaThl AJIEKTPOHHBIX apXUBHBIX JOKYMEHTOB.

[Ipy HeoOXOaMMOCTH Ha TIEPBUYHOM CPEJCTBE XPaHEHUs] apPXUBHBIX
JJOKYMEHTOB ~ MOTYT HAHOCUTBCS TakXKe JIONMOJHUTEIbHBIE OTMETKHU: O
MEPBOOYEPETHOCTH DBAKyallMd TPU BO3HMKHOBEHUHW UYPE3BBIYAWHON CHUTYyaIluH,
OTpPaHUYECHHUH JTOCTYTIA U JP.

10.7. lna oOecrieueHust yueta W WACHTH(PUKANNKA EAUHUIBI XPAaHCHUS Ha
OyMa>XHOM HOCHUTEJIE Ha €ro OO0JOXKKE (3€pKajbHO B JIEBOM HIKHEM U MPABOM
BEPXHEM YTJjaX) HAHOCUTCS apXUBHBIN MUEpP, COCTOSIUN U3 HOMEpPAa apXHUBHOTO
dboHa, HOMEpa OMKCH JIeJI, TOKYMEHTOB M HOMEpPA €AMHUIIbI XPAHEHHUS.

“ Mynxr E. 1.3 «Kapron» I'OCT 7.50 — 2002 «Cucrema cTraHaapToB MO HH(pOpMaIHH,
O6ubnuoTeyHoMy U u3AaTenbckomy Aeny. Konceppauus nokymenTos. O0uie TpeOGOBaHUM.

5 Jlyakr 6.3 TOCT 7.65-92 «KunHomokyMeHTHI, (OTOZOKYMEHTH H JOKYMEHTHI Ha
Mukpodopmax. OOmme TpeOoBaHMs K apXuBHOMY xpaHeHuio»; nmyHKT 7.3 T'OCT 7.68-95
«Cucrema craHnapToB 1o uHpopMmanuu, OMOIMOTEYHOMY M H3JATeIbCKOMy neny. D@oHo- u
BUICO0KYMEHTHI. OO0IIMe TeXHUUECKHe TPeOOBaHUS K apXUBHOMY XPaHEHUION.
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10.8. DnexkTpoHHbIE apXUBHBIE JOKYMEHTbl MOTYT pa3Menlarbcs B
UHPOPMAIMOHHON apXUBHOM cHCTEeME B COOTBETCTBUU C TpeOOBaHUSMU
3akoHO/aTenbCcTBa Poccuiickoit @enepanu B 001acT CO3aHMs, Pa3BUTHSI, BBOJIA
B OKCIUIyaTaluio WH(OPMAIMOHHBIX CHCTEM M XPaHEHUS B HUX HHQpopManum:®
IpU YCIOBUU COOJIIOJICHUS MIPU €€ dKCIUTyaTaluu TpeOoBaHU MHGOPMAILIMOHHON
Oe3omacHOCTU U 3amuThl HHPopManuu (riiaBa XIX IIpasuin).

NudopmanmonHass apxuBHas CHCTeMa oOpraHa TOCYJAapCTBEHHOW BIIACTH
JIOJKHA COOTBETCTBOBATh THMOBBIM (DYHKIIMOHAIBHBIM TPEOOBAHUSAM K CHCTEMaM
3JIEKTPOHHOTO  JIOKYMEHTOOOOpOTa M CHUCTEMaM XpPaHEHUS 3JICKTPOHHBIX
JIOKYMEHTOB B apXMBaX TOCyIapCTBeHHBIX opraHoBl’ (mamee — TdT) B uactw,
Kacaroleicsi TpeOOBaHUI K YNpaBICHUIO JIOKYMEHTAMU B CHCTEME XpaHCHUS
3JIEKTPOHHBIX JJOKYMEHTOB'E,

NudopmanmonHass apxuBHas CUCTEMa OpraHU3alluM,  SBISIOIICHCS
MCTOYHUKOM KOMIUIEKTOBaHHUSI TOCYJApCTBEHHOTO (MYHHUIIMIIAIBLHOTO) apXuBa,
JOJDKHA  00€ecreurnBaTh BO3MOXKHOCTb — IMEpeJaydl  DJIEKTPOHHBIX — apXUBHBIX
JOKYMEHTOB B HH(OPMAIIMOHHYIO CUCTEMY COOTBETCTBYIOILETO TOCYIaPCTBEHHOTO
(MYHUIIUIIAJILHOT0) apXUBa B aBTOMATU3UPOBAHHOM PEKUME.

10.9. Ilpn Hanuuuu BapHAHTOB pa3MelIeHHs] MHPOPMAIMOHHON apXUBHOU
CUCTEMBI MPEANOYTEHUE JIOJDKHO OTJABAThCSl COOCTBEHHOMY 00OPY/IOBaHHUIO
OpraHu3aluu.

Jomyckaetcst pa3Meniienne MHGOPMAIIMOHHON apXUBHOM CHUCTEMBI OpraHa
rOCyJapCTBEHHOW BJIACTH, OpraHa MECTHOI'O CaMOYIIPABIIEHUs, IOCYIapCTBEHHON
(MyHUIIMNIAIGHOM) ~ OpraHM3aliii B (eiepalbHOM WU  PETHOHAIBHOM
rocyJapCTBEHHOM XPaHWIHILE MIEKTPOHHBIX TOKYMEHTOB.

10.10. He pa3pemaeTcst XpaHeHHE apXUBHBIX JOKYMEHTOB B TPaHCIOPTHOU
Tape, B IITA0ENSIX, HA TOJy, OJOKOHHUKAX, JISCTHUYHBIX IUIOIIAJIKaX U APYTrHUX,
HE Tpe/IHa3HAYCHHbIX JIJIsl UX XpaHEHUS! MECTax.

16 Crates 16 depepansroro 3akona Ne 149-d3; npuxas ®CTIK Poccun ot 11 pespans 2013 r.
Ne 17 «O06 yrtBepxknenuu TpeOoBaHwii o 3amure WHDOPMAIMKA, HE COCTABISIOIIEH
TOCYJTapCTBEHHYIO TaiiHy, COJEpXalIeicsi B TOCYIapCTBEHHBIX HH()OPMAIIMOHHBIX CHCTEMAax»
(3apeructpupoBan Munioctom Poccun 31 wmas 2013 1., peructparmonssiii  Ne 28608)
(3apeructpupoBan Muntoctom Poccun 14 mapta 2017 r., peructpaimonnbiii Ne 45933).

17 Tunossle (yHKIMOHANLHBIE TPeOOBAaHHSA K CHCTEMAM SJIEKTPOHHOIO IOKYMEHTOO00pOTa M
CHUCTEMaM XpaHEHUS DJJIEKTPOHHBIX JOKYMEHTOB B apXHBaX TIOCYAapCTBEHHBIX OPraHOB!
yTBEPKAECHBI Npuka3oM DenepalbHOr0 apXWBHOro areHTcTBa OoT 15 umtons 2020 r. Ne 69
(3apeructpupoBan Munroctom Poccun 20.10.2020, peructpammonusii Ne 60484) (manmee —
TOT).

'8 Pasnen 4 TOT.


http://base.garant.ru/12148555/7a58987b486424ad79b62aa427dab1df/#block_16
http://base.garant.ru/70391358/
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X1. HopMaTHBHbIE pe:KUMbI XPAHEHHUS APXMBHBIX TOKYMEHTOB

11.1. TlpoTHBOMOKAPHBIA PEKUM B 3JaHUU WIM TOMEIIEHUM(SIX) apXuBa
OpraHu3allid  YCTaHaBIIMBAE€TCSI B  COOTBETCTBUU C  3aKOHOJATEIbCTBOM
Poccuiickoii ®enepanuu o moxapHoii 6esomacuoctul®,

11.2. OxpaHHBIN PEKUM 00ECTICUUBACTCS ITyTEM:

o0opy/noBaHUsl 3JaHUSl WM TOMENIEHUsA(Ui) apxuBa OpraHu3aluu
CpEIICTBAMH OXPaHbl, 00ECIEYMBAIOIIUMH KOHTPOJIb JOCTYIIA B HUX;

COOJIFOZICHUEM YCTAHOBJICHHBIX JIOKAJIBHBIMU HOPMATUBHBIMH aKTaMU
OpraHu3alliy MOPsIIKa CAAYU/CHITHS OXpaHbl oMenieHus(i1) apxuBa opraHu3aluu
Y TIOPsJIKa JOCTYIA B HETO(MX).

11.3. B cnydae BbIJaun apXUBHBIX JJOKYMEHTOB BO BPEMEHHOE TMOJIb30BaHUE,
(GUBHKO-XUMUYECKYI0 U TEXHHUYECKYI0 OOpabOTKy WM SKCIOHHPOBAHUE TIO
JIOTOBOPAM CO CTOPOHHHMMH OPraHM3alUsIMU HUX BBIHOC M3 apXWBa OpraHU3aluu
pa3penaercs TOAbKO MO CIEHHUATBHBIM IPOITYyCKaM.

11.4. Opranuzanust o0s3aHa oOecHeuuTh 3alUTy HUHPOpMALUU U
NEPCOHATBHBIX JAHHBIX, COAEPKAIIMXCA B MHPOPMAIMOHHON apXUBHOW CHUCTEME
(cornacHo myuktam 19.17 u 19.9 IIpaBuit), B COOTBETCTBHH C 3aKOHOAATEILCTBOM
Poccuiickoit ®enepanun,

11.5. ApxuBHBIE JIOKYMEHTBI CIEQyeT XpaHUThb B TEMHOTE, 4YTO
oOecreunBaeTcs UX pa3MelieHUeM B KOpOOKax, Mamkax M MepervieTax, B mkadax
WIM HA CTEJUIaKaxX 3aKpbITOTO THUIA.

Bce paboThl ¢ ToKyMeHTaMU JIOJKHBI POBOUTHCS TIPU OTPAHUYCHHBIX WIIN
TEXHOJIOTUYECKH HEOOXOUMBIX YPOBHSIX OCBEIICHHUS.

EcTtecTBeHHOE OCBEIIEHHE B apXUBOXPAHUIIUIIE JOMYCKAETCS MPHU yCIOBUU
NPUMEHEHUST Ha OKHAaX CBETOPACCEMBATENICH, 3alUTHBIX (UIBTPOB, MITOP,
YKaJTI03M, HAHECEHHBIX Ha CTEKJIO MOKPBITUM. [[1s MCKYCCTBEHHOrO OCBEIICHUS
NPUMEHSIIOTCST  JITaMIIbl HAaKaJMBaHUsS B 3aKpbITHIX IUIaQoHaX C TJIaJKOU
MOBEPXHOCTBIO.

Pazpemraercs mnpuMeHEHHWE JIIOMUHECHEHTHBIX JIaMIl C  ype3aHHBIM
yIbTpadUOIETOBBIM  y4aCTKOM  CHEKTPa,  CBETOJAHMOJHBIX  CBETHJIHHUKOB,

19 ®denepanbupii 3axoH oT 21 mexabps 1994 1. Ne 69-®3 «O moxapHO# 6e30mMacHOCTH»
(Cobpanme 3akoHomarenbcTBa Poccuiickoit @eaepanuu 1994, Ne 35, ct. 3649; 2021, Ne 24, cr.
4186, ct. 4188); ITocTanosnenue [IpaBurensctBa Poccuiickoit deneparu ot 16 centsiopst 2020
r. Ne 1479 «O6 yrBepxkaenuu IlpaBun nporuBonoxxapHoro pexxuma B Poccuiickoii ®enepanmm»
(Cobpanue 3akonomatenbcTBa Poccmiickoit @eneparuu, 2020, Ne 39, ct. 6056; 2021, Ne 3,
cT. 593).

20 Crares 16 ®enepanbHoro 3akoHa Ne 149-d3; crates 7 denepanbHOro 3aKoHa OT 27 HIOJNA
2006 r. Ne 152-®3 «O mepconanbHbIX AaHHBIX» (CoOpaHue 3aKoHOJaTenbCcTBa Poccuiickoit
®denepanum», 2006, Ne 31, cT. 3451).
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pa3pernieHHbIX yIOJTHOMOYEHHBIM (eZiepalbHBIM  OpPraHOM — HCTIOJHUTEIBHOU
BJIACTH B 00J1aCTH 0OCCIIeUeHHUS IMOKapHOH OC30ITaCHOCTH.

YpoBEHb OCBEIICHHOCTH B JMaNa3oHE BHUJIMMOTO CIEKTpa HE JO0JKEH
MpEBBIIATh: Ha BEPTUKAIBHON MOBEPXHOCTH CTEJIaXka Ha BhIicOTe 1 M. OT mona —
20-50 mr0kcoB, Ha pabounx cronax — 100 mokcos?l.

11.6. OnTUManbHBIMU ~ YCIOBUSMM XPAHEHUS APXUBHBIX JIOKYMEHTOB
SIBJISTFOTCSI:

U1 TOKYMEHTOB Ha OyMa)kHOM HocuTene — Ttemmeparypa +17-19°C,
OTHOCHTEIIbHAS BIIAXKHOCTh Bo3ayxa 50 — 55%;

JUIS. ayJAMOBU3YAJIbHBIX JOKYMEHTOB — YCTAHOBJICHHBIE HAIMOHAJIbHBIMU
crangapramu Poccuiickoit ®enepanun??;

CTaOMJIBLHOCTh TEMIIEPATYPHO-BIAKHOCTHBIX XapaKTEPUCTUK BO3MYLIHON
Cpebl apXUBOXPAHWIHIIIA,

PELUPKYJISIHS BO3yXa B apXUBOXPAHWIHILE C KPATHOCTHIO BO3IyX000MeHa
He MeHee 2/3 B yac.

11.7. 1lpy HEBO3MOXXHOCTH TIOJHOTO COOJIIOJEHUSA MPEeayCMOTPEHHBIX
OyHKTOM 6.7  MapaMeTpoB  TEMIEPATYpPHO-BIAXXHOCTHOIO  peXkuMa B
apXUBOXPAHWIIUIIE, HEOOXOIUMO MPUHUMAThL MEphl MO0 MPUOIMKEHUIO K HUM, a
TaK)K€ HCKJIIOYEHUIO PE3KUX KoJieOaHWM (CE30HHBIE M B TEYCHUE OJHUX CYTOK)
temmeparypsl (+/— 5°C) U OTHOCUTENILHOU BIKHOCTH Bo3ayxa (+/— 10%).

11.8. JlokyMeHTBI, TEMIIEpaTypHO-BIAKHOCTHBIM PEKUM XpaHEHUSI KOTOPBIX
pasnuyeH, CIeayeT, 0 BO3MOKHOCTH, pa3MeNiaTh B Pa3HbIX MOMEIICHUSX.

11.9. KonTpoms 3a TeMIepaTypHO-BIQKHOCTHBIM PEKUMOM 00ECTICUNBACTCS
pPEryJIIpHBIM H3MEPEHUEM C TIOMOIIbI0 TEPMOMETpa U TUTPOMETpPA WIIH
TEPMOTUTPOMETPA, PA3MEIICHHBIX B OJTHON WJIM HECKOJIBKUX KOHTPOJIBHBIX TOUKAX
apXUBOXpaHWIHUINA (B 3aBUCUMOCTH OT KOHCTPYKIIMOHHBIX OCOOCHHOCTEH U
MJIOMIAIM) BIAAIM OT OTOIMUTENBbHBIX U BEHTWISIIMOHHBIX CHCTEM Ha BBICOTE HE
MeHee | M OT moJia, mapaMeTpoB BO3YIIHON CPEJIbI:

B CIICLIMAIIM3UPOBAHHOM 3[aHUU — HE pexe | paza B HEAENIO;

B CIIELUAIIBHO 000PYIOBAaHHOM JIJIs XPaHEHUS! TOKYMEHTOB MU30JIMPOBAHHOM
MMOMENICHUHN — 2 pa3a B HEJIEIIO.

11.10. B apxuBe opraHu3amuy JOJDKHA BECTUCH (UKCAIUS TEMIEpaTypHO-
BJIQYKHOCTHBIX XapaKTEPUCTUK BO3JYIIHOM Cpeabl B apXUBOXPAHWIHUILE U MED,

2l T'mapa III CanlluH 2.2.1/2.1.1.1278-03 «[uruenuueckue TpeGOBAHUS K E€CTECTBEHHOMY,
HCKYCCTBEHHOMY M COBMEIIICHHOMY OCBEILICHHUIO JKMIIBIX U OOIIECTBEHHBIX 3/1aHHUI.

2[Tyakr 6.3 TOCT 7.65-92 «KuHOZOKYMEHTH, (OTOZOKYMEHTHI M JOKYMEHTHl Ha
Mukpodopmax. OOmme TpeOoBaHMs K apXuBHOMY xpaHeHuto»; myHKT 7.3 T'OCT 7.68-95
«Cucrema craHnapToB 1o uHpopMmanuu, OMOIUOTEYHOMY M H3JaTelabckoMy Jeny. doHo- u
BU/ICOJOKyMEHTHI. O0IIHe TeXHNYeCKHe TpeOOBaHNS K apXUBHOMY XPAHCHHUIO.
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OPUHATBIX 10 HOPMAJM3AIMKM TEMIIEPATypHO-BIAKHOCTHOTO pPEKMMa B HEM B
CIly4asiX ero HapyIIeHHUs.

11.11. [lomemienusi, 3aHUMaeMble apXMBOM  OpraHU3alMU, JOJKHBI
COZIEPKAaThCsl B YUCTOTE, B YCJIOBHSX, 3aTPYIHSIONIUX BO3MOXHOCTH TOSIBIICHHUS
IUICCCHH, TPHI3YHOB, HACEKOMBIX, MBLIH. B apXWBOXpaHWIUIIE, KPOME TOTO, IO
Mepe HEOOXOIUMOCTH CIICTyET MPOBOJIHTH:

NEPUOUYECKYIO BIAXKHYIO YOOPKY MOJIOB;

o0ecCbUTHBaHUE TIEPBUYHBIX CPEJICTB XPAHCHHS TOKYMEHTOB;

00pabOTKy  IIOKOJIBHBIX dYacTed  CTelUIaKeH, TI0JIOB, ILIMHTYCOB,
MIOIOKOHHUKOB BOJTHBIMHU PACTBOPAMHU aHTHUCETITUKOB.

11.12. TIpu  oOHapykeHUH OHOJOTHYECKHX BpemuTeNel (TPBI3YHOB,
HACEKOMBIX W TUICCCHH) TIPUHUMAIOTCS O€30TiaraTe/IbHbIe MEPHI 10 JAe3UH(EKITUN
U JIC3WHCEKIIMM JIOKYMEHTOB M  IIOMEHICHUH CHJIaMHd  apXUBHOTO(BIX)
paboTHUKa(OB), a MPU HEOOXOIUMOCTH — CHJIAMH COOTBETCTBYIOIIUX CITYXKO.

11.13. B apxuBoxpaHWIHIIE 3alpeliacTcss HaXOIUThCS B BEPXHEH OnexKIe,
MOKpPOM W Tps3HOW OOYBH; XPaHUTh MOCTOPOHHUE MPEAMETHI, UMYIIECTBO U
o0opya0oBaHUE, YITOTPEOIATH MTUIICBBIC TPOTYKTHI.

11.14. O6s13aTenbHBIMA  YCIOBUSIMU XPAaHEHUSI DJIEKTPOHHBIX aPXHUBHBIX
JIOKYMEHTOB SIBJISIFOTCS:

HAIMYAE TEXHUYCCKUX MW  TIPOTPAMMHBIX  CPEJICTB,  ITO3BOJISFOIIMX
OCYIIECTBIISITh CBOEBPEMEHHOE MPOBEACHUE WX MUTPAIMHA HAa HOBBIE HOCUTENU H
IUTAHOBYIO KOHBEPTAIIMIO B COBPEMEHHBIE (POPMATHI C COXPAHEHHUEM HCXOHBIX
AJIEKTPOHHBIX JOKYMEHTOB Ha TPOTSKEHUW HE MEHEE OJIHOTO TOfa, a TaKXKe
KOHTPOJUPOBATH UX (HPU3UIECKOE M TEXHUIECKOE COCTOSHUE;

oOecrieueHre KOHTPOJIS U KOHTPOJIb 3a UX ayTeHTUYHOCTHIO, I[EJIOCTHOCTBIO,
JTOCTOBEPHOCTEIO, IIPUT'OAHOCTBIO JI UCIIOJIL30BAHUA?;

opraHu3amus KOHTPOJII M  KOHTPOJIb JOCTyna K HWH(pOpMAaIUH,
UCKITIOUAIOIINE UX YTPaTy, HECAHKIIMOHUPOBAHHYIO PACCHUIKY, YHHUTOXCHHUE WU
UCKaKEHHUE, a TAK)KE PETUCTPAIIMOHHO-YUYETHBIX CBEICHUM O HUX;

pa3MeIIeHne UX OTACIBHO OT APYTMX apXUBHBIX TOKYMEHTOB U Pa3/IeiIbHO
M0 BHUJAM HOCUTENEH B yHaKOBKE, PEKOMEHIIOBAHHOW TMPOU3BOIUTEISIMU
HOCUTENIeH (Il  DJIEKTPOHHBIX  apPXWBHBIX JOKYMEHTOB Ha  (U3UYECKHU
000CO0JICHHBIX HOCUTEISIX);

3aMKCh JIOKYMEHTOB C OJIMHAKOBBIM CPOKOM XpaHEHUsS (JUIS 3JICKTPOHHBIX
ApPXUBHBIX JIOKYMEHTOB Ha (PM3UYECKU 000COOJIECHHBIX HOCUTEIISX);

211. 5.2 TOCT P UCO 15489-1-2019 «Cucrtema ctanmapToB 1o uHMopMaIum, 0n0IMOTeIHOMY
U u3zarenabckoMy naeny. Mudopmanus u qokymeHTanus. YIpasieHHe JToKyMeHTamu. YacTs 1.
[TOHATHUS ¥ IPUHIUITBD.
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IPUMEHEHUE HOCUTENEH, TPeAHa3HAYEHHBIX JJI JOJTOBPEMEHHOIO (CBBILLIE
10 mer) xpaneHuss uHopManuu (IJs JIEKTPOHHBIX APXUBHBIX JOKYMEHTOB Ha
bu3rgeckn 000CO0IECHHBIX HOCUTEIISX);

HAJIMYME€ HE MEHee [JBYX HX 3K3eMIUIIpOB (OCHOBHOW M pabouuii),
pPa3MEILEHHbIX Ha Pa3HBIX (U3HUUECKUX HOCUTEINSIX, XPAHAIIUXCS TEPPUTOPUATBHO
paznenbHO (711 DJIEKTPOHHBIX  ApPXUBHBIX JOKYMEHTOB Ha  (usmyecku
000CO0JICHHBIX HOCUTEJIAX ).

X1I. Pa3menienne u TPAHCIIOPTHUPOBKA APXUBHBIX JOKYMEHTOB

12.1. JIokyMeHTBI pa3MeIalOTCsl B apXMBOXPAHIIUIIE HA CTEJIAXKaX WIH B
mkadax (ceidax) mo GoHmam, onucsM e, JOKyMEHTOB, CJI€Ba HAMpPaBO, CBEPXY
BHU3.

12.2. MecTo XpaHeHHUs JOKYMEHTOB B apXHWBOXpaHWIHUIIE (PUKCHUpYyETCsS B
TonorpaduYecKux ykKazaremnsx: nocreiuiaxxaoM (npuioxenue Ne 1 k [Ipasunam) u,
npu Haimmuuu Oonee omHOoro ¢ouma, modoHAOBOM (mpuioxkenue Ne 2 K
[TpaBuiam).

[Tpu Benenuu TOmorpaduveckoro ykaszareias Ha OyMa)>KHOM HOCHUTENE OJIUH
€r0 IK3EeMIUIIP XpaHUTCS y pabOTHHUKA, BEAYIIETO apXHUB, BTOPOH — pa3MeIacTcs B
COOTBETCTBYIOIIEM apXUBOXPAHWIHWIIE, MPH BEICHUU B DIECKTPOHHOM BHUAC —
pa3mMeinaerca B MHQPOPMaIlMOHHOM apXUBHOM CUCTEME.

12.3. I3meHeHus, TPOUCXOMSIINE B Pa3MEIIEHUU apXHBHBIX JTOKYMEHTOB,
JIOJKHBI CBOEBPEMEHHO OTPAXKATHCSA B TOMOTPAQUUECKHUX yKa3aTeIsX.

12.4. TIpy TpaHCTIOPTUPOBKE APXUBHBIX JOKYMEHTOB MPUHUMAIOTCS MEPHI
M0 OXpaHEe M 3alUTe UX OT BO3JCHCTBHS BPEIHBIX (PaKTOPOB OKPYKAIOIIEH CPEIBI.

XI111. IIpoBepka HAJIMYMSA U COCTOSTHUSA APXMBHBIX IOKYMEHTOB;
OpPraHu3anus po3bICKa HEOOHAPYKEHHBIX JOKYMEHTOB

13.1. B apxuBe opraHuzanuy TPOBEPKA HAIWYUS W  COCTOSTHUS
MPOU3BOJIUTCS 111 TOKYMEHTOB:

Ha OyMa)XHOM HOCHUTEJIE — HE pexke oJHoro pasza B 10 et (c momerkoit « /s
CITy’KeOHOTO MONIb30BAHUS» — HE PEKE OJHOTO pasa B 5 net??);

2 TlynkT 2.9 [onmoxxeHust 0 moOpsiiKe oOpalieHus: co cayxe0Hoi nHpopMaIlei orpaHIYeHHOTO
pacnpocTpaHeHus B (eiepaIbHBIX OpraHaX MCHOJTHUTEIbHOM BIACTH, YIOJHOMOUYECHHOM OpraHe
yIpaBJICHUS UCIIOJIb30BAaHUEM aTOMHOM SHEPTHH U YIOJIHOMOYEHHOM OpraHe M0 KOCMHYECKOM
JIeATEIbHOCTH, YTBEPKIEHHOTO nocTaHoBiIeHueM [IpaBurensctBa Poccuiickoit deneparuu ot 3
HOsA0pa 1994 1. Ne 1233 (CobOpanme 3axoHonarensctBa Poccuiickoit ®@enepanuu, 2005, Ne 30,
ct. 3165).
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ayIMOBU3YaJIbHBIX — OJMH pa3 B 5 yer (mpu o0bemMe ay/nOBU3YalbHBIX
nokymeHToB 60see 50% ot 001Iero KoMuecTa T0KyMEHTOB — OJMH pa3 B 10 ner;
KHMHOJOKYMEHTOB Ha HUTPOOCHOBE — OJIMH pa3 B 2 roja);

AJIEKTPOHHBIX HA (PU3UUECKH 000COOIEHHBIX HOCUTEISIX — HE PEXKe OTHOTO
pasa B 5 JeT; XpaHALUXCs B MHPOPMALIMOHHON CUCTEME — €KEroJIHO (Cpe/ICTBAMHU
MH(OPMAIMOHHON CUCTEMBI).

13.2. BHemianoBas mpoBepKa HaJU4Hsl apXUBHBIX JOKYMEHTOB (CILIONTHAsS
WA BEIOOPOYHAsT) TPOBOIUTCS:

IpU CMeHE pabOTHUKA, BEAYLIETO apXUB;

OpU MOJATOTOBKE apXMBHBIX JOKYMEHTOB K Iepefade B roCyAdapCTBEHHBIN
(MyHULIMITATIbHBII) apXUB;

II0CJIE MAacCOBOI'O IIEPEMEIIECHUS apXUBHBIX JOKYMEHTOB, YpE3BbIYAWHOMN
CUTyallud U (WJIM) IPYTUX OOCTOSITENBCTB, B PE3YJIbTaT€ KOTOPHIX OHU MOTJIA OBl
OBITh yTpaueHbl U TTOBPEXKICHBI;

IIPYU peopraHu3alii OPraHU3aluy U (WJIK) €ro apXuBa.

13.3. [IpoBepka HanMuusi W  COCTOSIHHS  JOKYMEHTOB  IIPOBOJUTCS
MOCPEJICTBOM UX BU3YyaJIbHOIO OCMOTpPAa M CBEPKHU OMMCATENbHBIX CTaTE OMHUCHU C
3aroJIOBKOM (OIMCaHUEM) Ha OOJIOKKE €IMHULIBI XPAaHEHUS U JOJDKHA BKIIIOYATh!

BBIBEPKY YYETHBIX JIOKYMEHTOB U YyCTpPaHEHWE BBISBICHHBIX B HHUX
HETOYHOCTEH;

yCTaHOBJIeHHE (aKTHUECKOTO HAJTMYMSI €UHUI] XPAaHEHUSI B COOTBETCTBUU C
ApXWBHBIMU YUYE€THBIMU JOKYMEHTAMH;

OpraHU3alMI0 PO3BICKA OTCYTCTBYIOIIMX JOKYMEHTOB;

BBISIBJICHHE W TOCTAHOBKY Ha y4YeT JOKYMEHTOB, TpeOyromux QHU3UKO-
XUMHUYECKOH, MpoPrIakTuueckol u (WJIM) pecTaBpallMOHHO-NIPOPUIAKTHUYECKOM
00paboTKH.

13.4. B xone MpoBEpKM HAIWYUS U COCTOSIHMSI AJIEKTPOHHBIX apXHUBHBIX
JIOKyMEHTOB Ha (U3MYEeCKh OOOCOOJEHHBIX HOCHUTENSAX BBIABISIOTCS U
YUYHUTHIBAIOTCS JIOKYMEHTBI, TpeOyIoliue TMepe3anucd Ha HOBBIE SJEKTPOHHBIC
HOCUTEJH, TMPOBOJUTCS KOHTPOJIb (PU3NYECKOTO U TEXHUYECKOTO COCTOSHUS
€IMHMI] XPAHEHUs, OCYIIECTBISAECTCA MPOBEPKA HA HAJIWYUME BPEIOHOCHBIX
KOMITBIOTEPHBIX MPOTPaMM.

[IpoBepka HamU4Msi U COCTOSIHUSL SJEKTPOHHBIX APXMBHBIX JTOKYMEHTOB B
WH(OPMAIIMOHHOW apXWMBHOM cHCTeMe, a Takxke (ukcanus ee pe3yibTaToB
OCYULIECTBIISIFOTCS B aBTOMAaTHYECKOM PEXKHUME.

13.5. IIpu npoBepke HaTUYHS U COCTOSTHUS JJOKyMEHTOB HEOOXOIUMO:

COXpaHsTh HOPSJIOK PacoIOKEHUS JOKYMEHTOB COIJIaCHO
TONOrpauYECKUM yKa3aTesIM;
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MOMEINAaTh Ha MECTa HAJIeKAIEro XpaHEHUs OOHApy>XEHHBIE BO BpeMs
MIPOBEPKH HETMPABUIIBHO Pa3MEIIEHHBIE €IMHUIIBI XPAHEHUS;

U3BIMATh C TIOCIICTYIOIEH U30IISIITNEH TOKYMEHTHI, 3apaKCHHBIC TIIICCEHBIO U
(W) TpyruMu OMOJOTUYECKUMH BPEAUTENSIMH (VI JOKYMEHTOB Ha OyMa)KHOM
HOCHTEIIE);

U3bIMaTh M pa3MeIiarh BCJEA 3a YYTCHHBIMH EIUHUIAMU XpaHEHUS,
HEONHUCaHHbBIE JIea;

npoctaBisiTh oTMeTKy «[IPOBEPEHO» ¢ yka3zannem HOMepa M JaThl aKTa
MIPOBEPKH B KOHIIE TPOBEPEHHOMN OIHCH.

3ampemaercsi:

BHECCHHE BBISABIICHHBIX B XOJ€ MPOBEPKUA HEYUYTCHHBIX CIMHUII XPAHCHUS B
onuch (TakoBble TMOJUIe)KaT oOOpabOTKE U ONHUCAHUIO TIOCJE 3aBEPILICHUS
IPOBEPKH);

IPOCTaBJIEHWE KaKUX-TMOO TIOMETOK WJIM 3alucedl B OMNHUCIX e,
JIOKYMEHTOB U B IPYTUX apXUBHBIX YUETHBIX JOKYMEHTAX.

13.6. [Ipu oOHapyX)eHUU H3MEHEHUN (U3MYECKOTO COCTOSHUS HOCHUTEIEH
AJIEKTPOHHBIX APXUBHBIX JIOKYMEHTOB WM HEKOPPEKTHOM BOCIPOU3BEICHUHU
AJIEKTPOHHBIX ~APXUBHBIX JOKYMEHTOB (HEBO3MOXXHOCTH BOCITPOM3BEICHUS),
OOHapy’>KeHUH BPEJAOHOCHOTO MPOTPAaMMHOIO KOJa MPOBOAUTCA paboTa 1o
BOCCTaHOBJICHHIO JJOKyMEHTa C Pe3epBHOTO (OCHOBHOIO, pab0O4yero) HOCUTENS, MO
MUTpAIMK U (MITM) KOHBEPTAIMH JIEKTPOHHBIX apXUBHBIX JOKYMEHTOB HAa HOBBIE
HOCHUTEIIA U B COBPEMEHHBIE (POPMATHI.

13.7.Tlo pesynapTaTaM TPOBEPKH COCTABISIOTCS W  TOJMUCHIBAIOTCS
WCIIOJIHUTEIISIMHA, a 3aTEM yTBEPIKIAIOTCSI PYKOBOJIUTEIEM OPTaHU3aIUN WIIA HHBIM
YIOJHOMOYCHHBIM UM JOKHOCTHBIM JTUIIOM:

aKT MPOBEPKU HAJUYMS M COCTOSHUS apXHBHBIX JOKYMEHTOB (TIPHIIOKCHHE
Ne 3 k [IpaBunam);

aKT O TEXHUYECKUX OIMIMOKAX B YUETHBIX JOKyMeHTax (mpuioxkenue Ne 4 k
[IpaBuiam) — npu 0OHAPYKEHUH OIHUOOK B YYCTHBIX JJOKYMEHTAX;

akT 00 0OHApPYKCHUHM aPXUBHBIX JOKYMEHTOB, HE OTHOCSIIUXCS K JaHHOMY
¢doHmy, HeyuTeHHBIX (mpwioxkenne Ne 5 x [lpaBwiam) — mpu OOHapy>KEHUH
aApPXUBHBIX IOKYMEHTOB, HE OTHOCSIIUXCS K JAaHHOMY (DOHY, HEYUYTCHHBIX.

13.8. IIpoBepka  HaJMYUs W  COCTOSHHMSI  JIOKYMEHTOB  CUHTACTCS
3aBEPIIEHHON TOC/IC BHECCHHSI N3MCHEHUH, BBISBIICHHBIX ITPOBEPKOM, B apXUBHBIC
y4eTHbIE JOKYMEHTHI. [Ipu OTCYTCTBMM H3MEHEHU — IOCJE YTBEPXKIACHHUS aKTa
MPOBEPKH HATWYHMS U COCTOSHHSI apXHMBHBIX JOKYMEHTOB (mpuioxkenue Ne 3 k
[IpaBunam).

13.9. Ecniu mpoBepkoli HaJMYWS W COCTOSIHHS JOKYMEHTOB YCTaHOBIJICHO
OTCYTCTBHE KaKUX-TUOO W3 HUX, OPTaHU3YeTCS WX PO3BICK, IPOBOIUMBIN B
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TEUCHUE OJHOTO TIoJa C JaThl BBISBICHUS OTCYTCTBUSA. B MCKIIFOUMTEIBHBIX
Cllydasix Ha OCHOBAaHMM JOKJIAIHOW 3amucku pabOTHUKA, BEIYyIIETO apXWB,
JOIyCKaeTcs MPOJIEHNE CPOKA PO3BICKA TOKYMEHTOB eule Ha | rox,.

B cmywae orpuIaTEnbHBIX PE3yIbTATOB PO3BICKA COCTABISIETCS aKT O
HEOOHAPY)KEHUU apXMBHBIX JIOKYMEHTOB, MYTH PO3BICKA KOTOPBIX HMCUEPIIaHbI
(mpunoskenne Ne 6 k IlpaBwiam), KOTOPBIH YTBEPKIACTCS PYKOBOJUTEICM
OpraHu3alMid WM HWHBIM YIOJIHOMOYEHHBIM HM JIOJDKHOCTHBIM JIMIIOM 10
cornacoBanuto ¢ DK mimu [OK opranmzanmu. K akty npuiiaraercst crpaBka o
MPOBEICHUN PO3BICKA, MOATOTOBJIIEHHAs] W IOJANMCAHHAS IPOU3BOJUBIIMM €r0
JIULIOM.

Opranmzanmss —  HCTOYHMK  KOMIUIEKTOBAHHMSI  T'OCYJIapCTBEHHOrO
(MYHUITUMIIAJILHOTO) apXKBa B Cllydyae HEOOHapyKEHHUS JTOKYMEHTOB, OTHECEHHBIX K
coctaBy ApxuBHoro (onna Poccuiickoit denepanuu, NPEACTABISIET aKT O
HEOOHAPY>KEHUH apXUBHBIX JOKYMEHTOB, IyTH PO3bICKAa KOTOPBIX HCUYEPHaHbl, B
COOTBETCTBYIOIIUUA  TOCYJApCTBEHHBIM  (MYHUIMIAJIBHBIN)  apXuB  WIH
YIOJHOMOYCHHBI OpraH HWCIOJHUTENBHOM BiacTH cyobekTa Poccuiickoi
Oepneparun B cepe apXUBHOTO Jeia Jisg MPUHITUS PEIICHUS O CHSITHU
YTPAYEHHBIX JIE]T C yUeTa.

XIV. Ilpu3HaHue JOKYMEHTOB HEeHCIPABUMO MOBPEKACHHBIMH

14.1. ApXuBHBI JOKYMEHT MPU3HAETCS HEUCIPABUMO IOBPEXKICHHBIM B
cllydae pa3pylieHHs ero (U3UYECKOr0 HOCUTENsA, HE  IO3BOJISIOLIETO
OCYLIECTBJISITh €TI0 MPAKTUYECKOE HCIOJIb30BAHHME, JHOO HEBO3MOXHOCTH
BU3YAJIbHOTO BOCIIPUATHUS WM TEXHUYECKOTO BOCIIPOU3BEICHUS COAEpKalIECs Ha
HEM UH(pOpPMAIIIH.

14.2. Tllpu yctanoBieHuun (pakTa HEUCTPABUMOI'O MOBPEKICHUS apXUBHOTO
JOKYMEHTAa COCTaBJISIETCS. aKT O HEUCIHPAaBUMbBIX NOBPEKACHUSAX apXHUBHBIX
nokyMeHTOB (mpuioxenne Ne 7 k IlpaBuiam), KOTOpBIA yTBEpXkKIaeTCs
PYKOBOJUTEIEM OpPraHU3allii WA WHBIM YHOJHOMOYEHHBIM UM JOJKHOCTHBIM
munoM 1o cornacoBanuto ¢ DK (UDK) opranuzannu (npu HATUYUHN).

B cnyuae ecnu HeMcnpaBUMO TOBPEXKJIECHHBIM SIBISETCS JOKYMEHT
ApxusHoro ¢onna Poccuiickoit ®enepanuu, To nocie cornacoanus ¢ DK (LK)
opranuzauuu (Ipy HaTWYUM) MCTOYHUKOM KOMIUJIEKTOBAHUS TOCYJapCTBEHHOTO
(MyHUIIMIIAJILHOTO) apXuBa aKT HampaBisieTcss Ha paccMmorpenue OIIK
dbenepanbHOrO0 TrOCYJIapCTBEHHOTO apXvBa WM YIOJHOMOYEHHOTO OpraHa
WCIIOJIHUTENLHON BiacTu cyOnekTa Poccuiickoit @eneparuu B chepe apXuUBHOTO
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nena®. Ilocne BBIHECEHMS PEINEHMS O NPU3HAHUM APXMBHOTO JIOKYMEHTa
HEHUCIIPABUMO MOBPEXICHHBIM aKT YTBEPKIACTCA PYKOBOJIMTEIEM OPTraHU3ALUU
VI WHBIM YIIOJHOMOYEHHBIM MM JOJDKHOCTHBIM JIMIOM MU COOTBETCTBYIOILIWE
W3MEHEHUS BHOCATCS B apPXUBHBIC YUETHBIE JIOKYMEHTBHI.

XV. Bbl1a4ya JOKyMEHTOB U3 apXuBa

15.1. JIokyMeHTbl U3 apXMBOXPAHWIHILA BBIJAIOTCS HAa OCHOBAaHHUHU
MHACbMEHHOTO pPa3pelICHUs] PYKOBOJUTENSA, OTBETCTBEHHOI'O 3a OPraHU3aIMUIO
apXUBHOTO XpaHEHUS TOKYMEHTOB, WJIH €T0 3aMECTUTEIIS.

CyneOHbIM, TPaBOOXPAHUTENIBHBIM, WHBIM YIOJHOMOYEHHBIM OpraHam B
COOTBETCTBUM C 3aKOHOHATENbCTBOM Poccuiickon dDenepanuu W UHBIM
MOJIb30BATENISIM 1O WX  [HUChbMEHHOMY  3asBJICHUI0O  JOKYMEHTBHl W3
ApXWBOXPAHUJIUIIA BBIJAIOTCS Ha OCHOBAaHMM MHUCHMEHHOTO pPa3pelieHUs
PYKOBOJMTENSL OpTaHMU3allMU, DPYKOBOJUTENS apXuBa OpraHu3alMd Wi €ro
3aMecTUTeNs (€CIU apXUB SIBIIACTCS YUPEKICHUEM ).

JIOKYMEHTBl ~ BBIIAIOTCA U3 aApXMBOXPAHWIMILA IS  UCIOJIb30BaHUs
pabOTHMKAMH OpraHW3alli W WHBIMU  TOJb30BATESIMA HAa CPOK, HE
MPEBBIIAKOIINN OJJHOTO MECALA.

[IponsieHre yCTaHOBJIICHHBIX CPOKOB BBIJaYM JIOKYMEHTOB JIONYCKAaeTCs C
paspenieHus PyKOBOJUTENS OpraHu3alliid WM WHOTO YIMOJHOMOYEHHOTO UM
JIOJDKHOCTHOTO JIMIIa Ha OCHOBAaHWUU MUCHBMEHHOTO TMOATBEPXKIEHUS (PACIUCKU)
MOJIb30BATEJIEM OTBETCTBEHHOCTH 32 00ECIIEUEHUE COXPAHHOCTH JTOKYMEHTOB.

15.2. Beijaua TOKYMEHTOB M3 apXWBOXPAHWIHINA PETUCTPUPYETCS B KHHUTE
BBIJIAYM JIeN1 U 0hOpMIISIETCS:

3aKa3oM (Ciry»eOHOM 3amiCcKOi) Ha BbIAYY JIE;

aKTOM O BBIJIau€ apXHMBHBIX JOKYMEHTOB BO BPEMEHHOE I0JIb30BaHUE — MPHU
BbIJIa4€ B CTOpOHHKE opranu3aiuu (mpunoxenne Ne 8 k [Ipasuiam).

15.3. TIpu TpaHCHOPTUPOBKE e OOECIEeYUBAIOTCS MEphl 1O OXpaHe U
3aIUTEe UX OT BO3JEHCTBUS BPEIHBIX (DAKTOPOB OKPYIKAIOIIEH CPEJIbI.

15.4. Beigaay JOKyMEHTOB Ha OyMa)KHOM HOCHTEIIE U3 apXHUBOXPAHIIUIIA U
npueM uxX oOpaTHO, B TOM YHCJI€ MOJHUCTHYIO MPOBEPKY HATUYUS U COCTOSIHUS
JIOKYMEHTOB TIEpe]l BbIJaUei U3 apXUBOXPAHWIMIIA U TIPU BO3BpaTe, MPOU3BOJIUT
paboTHUK, 0OeCTIeUMBAIOIINN apXUBHOE XPaHEHHUE JTOKYMEHTOB, B MPUCYTCTBUU
auua, mojdydaroniero (Bo3Bpaljaroliero) Jena. BMecTto  BbllaBaéMbIX U3
ApXWBOXPAHUJIUINA €IUHUIl XpAaHEHUS W OMHCEH Jed, JOKYMEHTOB JOJDKHA
pa3MeniaThCs KapTa-3aMECTUTENb €IUWHUIBI XpaHeHus (mpuioxkenue Ne 9

> Yactu 2 — 4 crateu 14 @eaepanpHoro 3akona Ne 125-03.
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[TpaBunam). IIpu Bo3BpalieHnH jeya KapTa-3aMECTUTENb U3bIMAETCS U XPAHUTCS B
apX1Be OpPraHU3aluy 10 MUHOBAHMSI HAJJOOHOCTH.

[Ipy U3BATUM NOJIMHHUKOB JOKYMEHTOB B JEJIO MOMEIIAETCSl 3aBEpEHHAs
KOIUsl JOKYMEHTa, Ha 00OpOTE€ KOTOpPOM YKa3bIBA€TCS OCHOBAHHE W3BITHUS
NOJJIMHHUKA, CPOK BO3BpaTa, JlaTa W MOANUCh PabOTHMKA, OTBETCTBEHHOI'O 3a
dbopmupoBanue U (WIM) XpaHEHHE Jiena.

[Ipy Hamuuuu UHPOPMALIMOHHOM AapXMBHOW CHUCTEMBI Y4Y€T BblAAUU
JOKYMEHTOB M3 apXHWBOXPAHWINILA BEJETCS B AIIEKTPOHHOM BHU/IE.

15.5. Jlena, BbIIaBaeMble M3 apXMBOXPAHUJIUINA, JOJKHBI UMETh apXUBHBIN
muQp, NTPOHYMEPOBAHHBIE JIUCTHI, JUCT-3aBEpUTENb Jena (mpuioxenue Ne 10 k
[IpaBunamM) ® JIMCT WCHOJNB30BaHUSA JOKyMEHTOB (mpwioxkenne Ne 11 k
[IpaBunam).

15.6. JIOKyMeHTBI U3 apXHUBOXPAHWJIMILA HE BBIAAIOTCA:

pU HaMU4YUU GOHJIA MOJIb30BaAHUS;

HaXOJsIIIMECs] B HEYJOBJIETBOPUTEIBHOM (PU3UUECKOM COCTOSIHUU;

HE MPOILIEANINE TEXHUIECKOT0 0(OPMIICHHS U OTTUCAHUS.

XVI. Benenue yuyera apxuBHbIX JOKYMEHTOB B OPTraHU3alluN

16.1. Yuery mojjiexaT BCE HaxOJSIIMECs Ha apXUBHOM XPaHCHHUH
JIOKYMEHTHI, BKJIIOYasl JIOKYMEHTBI [0 JUYHOMY COCTaBy, KONUHU JOKYMEHTOB,
BKJIFOUEHHBIX B (DOH]I MOJIH30BaHUA (ITPU HAIMYUH) U OTMIKUCHU JIEJN, TOKYMEHTOB.

Oco0eHHOCTH yueTa 3JIEKTPOHHBIX JOKYMEHTOB YCTAHOBJICHBI MyHKTaMHU
19.3-19.5, 19.10, 19.14,19.27 IlpaBun.

OcoOeHHOCTH  y4eTa ayJuOBU3yaJIbHBIX JIOKYMEHTOB  YCTaHOBJICHBI
nynktamu 21.2, 21.6, 21,7 ITpaBu.

16.2. Opranuzanus, SABJISFOIIASACS MCTOYHUKOM KOMIIJIEKTOBAHUS
rOCYyapCTBEHHOTO (MYHHUIIUNIAILHOTO) apXUBa, MPEICTABISET B TOCY1apCTBEHHBIN
(MyHUIIMITAJIbHBIN) apXUB yUETHBIE CBEJIEHUS 00 00beMe M COCTaBE XPAHSIIUXCS B
apXWBE OpTaHM3aIuu JOKyMeHTOB ApxuBHoro ¢oHma Poccuiickoit @enepanuu u
JPYTUX apXWBHBIX JTOKYMEHTOB B COOTBETCTBUHM C IMOPAAKOM TOCYAAPCTBEHHOIO
ydyeTa JoKyMeHTOB ApxuBHOTO (poHma Poccuiickoit deaepaliiuu, yCTaHOBIECHHBIM
YIOJHOMOYEHHBIM (e/iepaibHbIM OPraHOM HCIIOJTHUTEILHOM BiacTH B cdepe
apXMBHOTO JIea U JIeJ0NPOU3BOACTBA,

16.3. OCHOBHBIMU €IMHHUIIAMH YUYETa APXUBHBIX JIOKYMEHTOB SIBIISTFOTCSI:

26 TTopmynxkr 11 mynkra 6 Ionoxenus o deaeparbHOM apXMBHOM areHTCTBE, yTBEP/KIEHHOTO
ykazoM IIpesunenta Poccuiickoit ®enepammu ot 22 wutoHs 2016 1. Ne 293 «Bomnpockl
®enepanbHOTrO apxuBHOrO areHTcTBay (Cobpanue 3akoHomaTenbcTBa Poccuiickoit denepanuu,
2016, Ne 26, ct. 4034; 2018, Ne 52, cT. 8239).
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apXUBHBINA (HOH];

€AUHULA XPAHEHUS — JIEJIO.

16.4. EqununaM XxpaHeHUs MPUCBAUBAIOTCS yUETHBIE HOMEPA, SBISIONINECS
gacThio apxuBHOro mmugppa. CBeAeHHs O COCTaBe €IWHUI] XpAaHEHUS M WX
KOJIMYECTBE (PUKCUPYIOTCS B ApXUBHBIX YUETHBIX TOKYMEHTaX.

ApxuBHbIi mudp (0003HaYEeHUE, HAHOCUMOE B JIEBOM HUXKHEM U MPAaBOM
BEPXHEM yrjaxX Ha KaXAYyI0 CAMHUILY XpaHEHUsS B IIENIIX OOECleueHHs ydera U
UACHTU(UKAIIMM) COCTOMT M3: HOMEpa apXMBHOro (oHAa, HOMEpa OIHUCU e,
JOKYMEHTOB, HOMEpa eAuHULIbI XpaHeHus. [Ipu saTtom 0603HaueHne, HAaHOCUMOE B
MIPaBOM BEpPXHEM YTy, nepeBopaunBaetrcs Ha 180 rpaaycoB MO OTHOUIEHHUIO K
0003HAaYEHUIO B JIEBOM HUKHEM YTy €IMHULIBI XPAHEHUS.

XVII. Benenne 06s13aTeIbHBIX M BCIIOMOTaTeJIbHBIX Y4€THBIX
JOKYMEHTOB

17.1. O6s3arenbHble W BCIOMOTaTelIbHbIE aPXMBHBIE YUYETHBIE JTOKYMEHTHI
BEIyTCs JIJIsl 00ecreyeHusl yueTa MoCTyIUICHHs], BBIOBITHSI, KOJMYECTBA, COCTaBa U
COCTOSIHMSI apXUBHBIX JOKyMeHTOB. CocTaB U (popMbl 00sA3aTENBHBIX YUETHBIX
JIOKYMEHTOB ormpefaenstorcs B cooTBeTcTBuM ¢ [IpaBunamu. CoctaB u (QopMmbl
BCIIOMOT'aTEJIbHBIX APXUBHBIX YYETHBIX JOKYMEHTOB ONPEIEISIOTCS OpraHu3anuein
CaMOCTOSITEIIBHO.

17.2. B cocTtaB 00s3aTebHBIX YYETHBIX TOKYMEHTOB BXOIST:

KHUIa y4yeTa TOCTYIUICHUS M BBIOBITHS JI€7, JIOKYMEHTOB (MPUJIOKEHUE
Ne 12 x [IpaBunam);

criucok ¢ouaoB (npunoxenue Ne 13 k [IpaBunam);

mucT Gonna (mpunoxkenue Ne 14 k [IpaBuiiam);

OmuCh 1ei, 1oKkyMeHToB (mprtoxkeHust NeNe 15 — 19 k [IpaBuiam);

peectp onucelt (mpunoxenue Ne 20 k [IpaBunam);

neno (oHma — COBOKYMHOCTh akToOB (mpuiiokeHust NeNe 3 — 8 u gpyrue k
[IpaBuiam) v UHBIX IOKYMEHTOB, OTPAXKAIOUIUX PE3YJIbTaThl APXUBHBIX PadOT;

JUCT-3aBEpUTENb Jiefla — JUId  ydeTa KOJIMYeCTBa JIMCTOB B  Jeje
(npunoxenue Ne 10 k [TpaBunam);

WNudpopmaninonHast apXvBHas CUCTeMa JOJDKHA oOecrnedyuBaTh BKIIOUEHHE
JAHHBIX, AHAJIOTMYHBIX [OKa3aTelasiM, MPEIyCMOTPEHHBIM  00sA3aTeIbHBIMU
YYETHBIMU JOKYMEHTAMM.

17.3.B kHury yuera TNOCTYIUJIEHUS W BbIOBITUA J€J1, JOKYMEHTOB
IOCJIEIOBATEIbHO BHOCSITCSI BCE IEPBUYHBIE M IOBTOPHBIE MOCTYIUICHUS
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(BBIOBITHS) 7en, JOKyMeHTOB. Kaxmoe moctyruieHue (BBIOBITHE) B Mpejaeniax
OTYETHOTO T'0/ia MOJIy4YaeT NOPSAIKOBBIA HOMEDP B BAJIOBOM NOCIIEIOBATEIBHOCTH.

Exerogno 1 sHBaps NOABOIUTCA HWTOT KOJUYECTBA MOCTYNUBIIUX H
BBIOBIBIIMX 32 TOJ JIe], JOKYMEHTOB IO COCTOSTHUIO Ha 1 sTHBaps.

17.4. Cniucok (oHAOB BEAETCS B OpraHU3alliu, XpaHSIIEH JTOKYMEHTBI
0onee yem omHoro ¢onHna. B cmnucok ¢GoHIOB apXMBHBIM (POHJ 3amHUCHIBAECTCS
TOJIBKO OJIMH Pa3, IpU MEPBOM MOCTYIJICHUU apXUBHBIX JOKYMEHTOB. [lo crucky
(GOHIIOB B BaJOBOM IOPSAKE €My IPHCBAMBACTCSl YYETHBI HOMEp, KOTOPBIi
COXPAaHSETCS 32 HUM BO BCEX YUETHBIX JOKYMEHTAaX.

B cnyuae nmepenauu apxuBHOro (oHAa HAa apXUBHOE XpaHEHUE B JAPYTYIO
OpraHu3alyi0, BKIIOYEHHUS €ro B COCTaB OOBEAMHEHHOIO APXUBHOTO (POHIA WIH
BbIJICJICHUS BCEX JIOKYMEHTOB K YHUUYTOKEHHIO OCBOOOJIUBIIUKCS HOMEDP APYrOMYy
apXUBHOMY (POHJIy HE PUCBAUBAETCS.

OObenMHEeHHbIE apXUBHBIE (POHIIBI U APXUBHBIC KOJUJICKIIUU YUUTHIBAIOTCS
Ha 00mux ocHoBaHUSAX. OObETUHEHHOMY apXUBHOMY (OHAY, 00pa30BaHHOMY U3
apXUBHBIX (POHIOB, paHEE YYTCHHBIX CAMOCTOSITEIHHO, MPUCBAUBAECTCS HOMED
OJTHOTO U3 apXMBHBIX (DOHIOB, BKIIOUEHHBIX B €r0 COCTAB.

Homep apxuBHOro (QoHIa opraHu3alud — HCTOYHHKA KOMILJIEKTOBAHHUS
rOCyAapCTBEHHOr0 (MYHHULMIIAIILHOTO) apXWBa BHOCHUTCS B CIHMCOK (POHIOB IO
HOMEPOM, KOTOPBIN MPUCBOEH €My B FOCYJapCTBEHHOM (MYHUIIMIIAJILHOM) apXUBE,
U KOTOPBII COXpaHSIETCS 3a HUM IMOCJ€ IOCTYIUJIEHUS €ro JTOKYMEHTOB Ha
MIOCTOSIHHOE XpaHEHUE.

Hazpanue apxuBHOro (oHma BHOCHTCA B CHHCOK ()OHIOB Ha OCHOBAaHUU
UCTOPUYECKOM CHPaBKH K (POHIY UM TUTYJIBHOTO JIUCTA OIMUCH /1T, TOKYMEHTOB.

Ha3Banue apxuBHOro ¢oHaa COCTOMT M3 TMOJHOIO M (B CKOOKax)
COKpAILlEHHOTO  HauMEHOBaHUsA  (oHI000pa3oBaTeNs, C  yKa3aHHEM  €ro
MOJYMHEHHOCTH, MECTOHAXOXICHUsS, JaT CO3/JaHus W JUKBUgauuu. Ecmou
HauMeHOBaHue (oHI000pa3zoBaTedsi W3MEHSUIOCh, TO B CHOHCKe (DOHIOB
YKa3bIBa€TCsl €ro MOCJIEIHEE HAa3BaHHE B paMKax IMEPHUOJIA, 32 KOTOPBIN MPUHATHI
JOKYMEHTHI. Bee npenpinyniue n3MeHeHns: B HAMMEHOBAaHUM OTMEYAlOTCA B JINCTE
dbonma.

Ha3zBanune o0BeauHEHHOrO0 apXWUBHOrO (POHIA COCTOMT U3 OOOOIIEHHOTO
Ha3BaHUS BKJIOYEHHBIX B HEro apxXuBHbIX (OHAOB, U3 TNEPEUHs Ha3BaHUU
CMEHSIBIIMX Jpyr Jpyra opranuzanui. KoHKpeTHble HauMMEHOBaHUSI BCEX
OpraHu3aluii, TOKyMEHThl KOTOPBIX BOIUIM B 0OBEIUHEHHBIN apXUBHBINA (DOHT, a
TaK)K€ U3MEHEHUS B UX HAMMEHOBAHUU YKa3bIBAIOTCS B JiCcTe (POHTA.

B Ha3zBaHMM apXMBHOI KOJUJIEKIIMM YKA3bIBA€TCS NPHU3HAK (IIPU3HAKHU) €€
(hopMHpOBaHUS.
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EsxerogHo k cnricky (OHIOB COCTAaBJISIETCS UTOTOBAS 3alUCh O KOJIUYECTBE
apXUBHBIX (POHJIOB, TMOCTYNMHMBIIMX W BBHIOBIBIIMX B TEUEHHE T0/a, U OOIIEeM
KOJIMYECTBE apXWBHBIX (POHIIOB, HAXOMSIIMXCS HA XPAaHCHUH B apXWUBE II0
COCTOSIHUIO Ha | siHBaps.

Cnucok ¢GOHAOB 3aKIIOYaeTCsd B TBEPAYIO OOJIOXKKY, JIUCThl HYMEpYIOTCA,
COCTaBIIAETCS JINCT-3aBEPUTEITb.

17.5. Jluct donma cocraBiseTcs Ha KaxIslii apXuBHbIA ¢GoHA. B Hewm
YUYHUTHIBAIOTCS BCE TIOCTYIUICHUS M BBIOBITUS OMUCAHHBIX W HEOMHCAHHBIX
JOKYMEHTOB (hOH/Ia.

JIuct ¢donga MOXKeT OBITh NEPECOCTaBIEH TOJBKO B Cily4yae, €CIH OH
HEHCTIPAaBUMO TOBPEXKJICH WU TEPECTaeT OTpa)kaTh (HPaKTUYECKOE COCTOSHUE U
o0beMm apxuBHOro ¢ouga. B ciydae mnepecoctaBieHust jucta ¢GoHIa paHee
JeHCTBOBABIINI TUCT (hoHAa oMelaercs B aeno ¢ponaa. B BepxHem npaBom yrity
o0oux nucTOB (hOHAA NeNarTcs OTMETKH: «JIucT mepecocraBien» C yKazaHHEM
JIaThl IEPECOCTABJIEHUS, TOJDKHOCTH U MOJMKUCH COCTABUTEIIS.

JIucTel HOHIOB XpaHATCA B MOPSAKE HOMEPOB apXUBHBIX (hoH0B. K Kaxkmoit
Marke COCTaBJSETCS JIUCT-3aBEPUTEIb, T/I€ YKA3bIBAIOTCS HAYaJIbHbIE U KOHEUHbIC
HOMEpa apXWBHBIX (OHIOB U 00IIEEe KOJIMYECTBO apXUBHBIX (POHAOB, JIUCTHI
KOTOPBIX HAXOJISTCS B IMAIKe.

17.6. Ilpu nanuyuu IByX W 0oJiee OMUCEH JIell, TOKYMEHTOB BEJIETCS PEECTP
onucel (mpunoxenne Ne 20 k [IpaBunam).

Onucu faen, TOKYMEHTOB BHOCSATCSI B PEECTpP OINHUCEN B XPOHOJOTHYECKOM
MOCJIEI0BATEIbHOCTH MOCTYIUICHHUS] TOJI COOTBETCTBYIOIIMMHU MOPSAKOBBIMU
HOMEpaMHU.

B peectpe omnmceilt puUKCUPYIOTCS OCHOBHBIE JaHHBIE MO COCTaBY KaKIOU
OMHUCHU [, JOKYMEHTOB: HOMEp (OHJa, HOMEpP OIKCH, KOJUYECTBO €IMHHI
XpaHEHUS B OMUCH, KOJIMYECTBO JINCTOB B OMKCH U €€ IK3EMILISPOB.

17.7. In1 UEHTpaTM30BaHHOIO TOCYAAPCTBEHHOIO Yy4yeTa JOKYMEHTOB
ApxuBHoro ¢onma Poccuiickoii denepanuu B OpraHu3alud, SBISIOIICHCS
HMCTOYHUKOM KOMIUJIEKTOBAaHUSI TOCYJApCTBEHHOTO (MYyHHUIIMIAIBHOTO) apXHBa,
COCTABIISIETCA MACTIOPT ApXUBA OPraHU3ALUN>’,

17.8. JIns oGecnieuenus ydera mpoIecCOB apXHUBHOTO XPAHEHUS U apXUBHBIX
JIOKYMEHTOB TPU HAJIMYUU Yy OpPTaHU3alUN TEXHUYECKUX U MPOTrPAMMHBIX CPEJICTB
HapaBHE C 00s3aTEILHBIMU APXUBHBIMH YUETHBIMU JOKYMEHTAMHU B 3JIEKTPOHHOM
BUJIC BEIyTCsl y4eTHbIE 0a3bl AJaHHBIX. OHU SBISIFOTCS YacThI0O MH(GOPMAIIMOHHOMN

2l Popma TacmopTa apxuBa OPraHU3AIMK yCTaHABIMBaeTcs [1OpSIKOM rOCyJapCTBEHHOTO yJeTa
nokymMeHTOB ApxuBHoro ¢onaa Poccuiickoit ®eneparuu, ompeneIeHHBIM YIIOJIHOMOYCHHBIM
denepanbHBIM ~ OpPraHOM  HCIIOJHUTENBHOM BJIAacTH B cdepe apXuBHOTO Jena |
JIEJIONPOU3BOICTBA.
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aApXUBHOM CHUCTEMBI, JMOO MNPEACTABISAIOT CaMOCTOSTENbHbIE HMH(POPMAIMOHHBIE
OOBEKTHI.

[Ipu HeoOxoammocTu oOecreunBaeTcs HHPOPMAIIMOHHAS COBMECTHMOCTH
YYETHBIX 0a3 TaHHbIX ¢ UHHOPMALIMOHHON APXUBHOM CUCTEMOM (COrIacHO MYyHKTY
19.20 IIpaBun).

17.9. YyerHble JOKYMEHTBl apXHUBa, B TOM YHUCJE MO OJHOMY 3K3EMILIIPY
onucey nea, JOKYMEHTOB, Pa3MEIIA0TCsl B MOMELIEHUH JUIsl XPaHEHUs yUETHBIX
JOKYMEHTOB WJIM Ha OTJEJIBHOM CTeljiake B paboueld koMHare paboTHHKA(OB),
OTBETCTBEHHOTO(BIX) 32 YUET JOKYMEHTOB apXHUBa.

Bropele 3Kk3eMIusAppl  ommMced €N, JOKYMEHTOB pa3sMElalTcs B
apXUBOXPAHUIIUIIE 000COOTIEHHO OT APXUBHBIX JTOKYMEHTOB.

17.10. ApxuBHbIE y4eTHbIE JOKYMEHTBI, KpOME ONUCEH Jel, TOKYMEHTOB,
IpeIHa3HAYa0TCs ISl CITY>KEOHOT0 MOJIb30BAaHUS U MOJIb30BATENSIM HE BBIJIAIOTCS.

XVIII. Yder noctynjienusi 1 BbIOBITHS JOKYMEHTOB B ApXUBe OPraHu3anuu

18.1. Yder nocTymiieHus U BBIOBITHS JI€]I, TOKYMEHTOB OCYILIECTBISIETCS Ha
OCHOBAHUH:

ONMCH JEJI, JTOKYMEHTOB CTPYKTYpPHOI'O THOJApa3JeiaeHusl (IPUIOKEHUS
NoNe 21, 22 k IIpaBunam) u roJoBOTO pasjesia CBOAHON OMUCH e, JOKYMEHTOB
opranuzauuu (mpuioxerust Ne Ne 15 — 19 k [IpaBunam);

HOMEHKJIATYpbl J€]1 OpraHM3alll{, 3aMEHSIONIECH TOJOBOM pa3les CBOJHOU
OTHCH JIe], TOKYMEHTOB OpraHU3alluu;

aKTa O TEXHMYECKHX OIIMOKaX B YUETHBIX JOKyMeHTax (mpuiiokenue Ne 4 k
[IpaBunam);

akTa 00 OOHapyXeHUU JIOKYMEHTOB (HE OTHOCAIIUXCA K JaHHOMY
apxuBHOMY (OHIY, HEyuTeHHBIX) (iprtoskerue Ne 5 k [Ipasunam);

aKTa O HEOOHApYyXEHUU ApXUBHBIX JIOKYMEHTOB, MYTH PO3BICKA KOTOPBIX
ucyepnansl (npunoxenue Ne 6 k [IpaBuiiam);

aKTa O HEMCIIPAaBUMBIX MOBPEKICHUSAX apXUBHBIX JOKYMEHTOB (MPUIIOKEHUE
Ne 7 k TlpaBuiiam);

aKTa IMpHUeMa-Tiepefaud  apXHWBHBIX JIOKYMEHTOB B  OPIraHM3aLMIO,
OCYILECTBISIOUIYIO JEATEIbHOCTh 110 XPAaHEHUIO TOKYMEHTOB (mpuioxeHue Ne 23
K [IpaBuiiam);

aKTa O BBIJCJICHUH K YHUYTOXKEHUIO JOKYMEHTOB, HE NOAJEXKaIlIUX
xpanenuto (npusnoxxenue Ne 28 k [IpaBunam).

18.2. Ha ocHoBanuu ykazaHHbiX B nyHKTe 22.1 IlpaBuin 10KyMEHTOB
BHOCSITCSI HEOOXOJUMBbIE HW3MEHEHUS B 00s3aTe/IbHbIE ApXUBHBIE Yy4YETHBIE
JOKYMEHTBI:
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a) B KHUTY y4eTa MOCTYIIJICHUS] U BbIOBITHS J€J1, JOKYMEHTOB (MPUIOKEHHE
Ne 12 x IlpaBunam) u B nuct donaa (nmpuioxkenue Ne 14 k IlpaBunam) — mpu
Ka)KJIOM U3MEHEHUHU B COCTAaBE U 00bEME apXMBHBIX JOKYMEHTOB OpPraHHU3aLUY;

0) B ciucok GounoB (nmpuioxxkenue Ne 13 k IIpaBunam) — npu nocrymieHuu
HOBOT'O apXMBHOTO (hOHIA WM BBIOBITUM BCEX /€I, JOKYMEHTOB, HaXOIUBILIErOCs
Ha XpaHEHUU apXUBHOTO QoHIa*;

B) B peectp onucelt (nmpunoxxkenne Ne 20 k [IpaBuiiam) — npu MoCTyIUICHUH
HOBOM ONMCH WJIM BHIOBITUM BCEX €IMHUIl XpPAHEHUs, HAXOAUBIICHCS HA XpaHECHUH
onucu. Homep BbIOBIBIIEH oONHUCH JAPYTUM ONHUCSAM [N, JIOKYMEHTOB He
IPUCBAaUBAETCA U OCTAETCS] CBOOOHBIM;

') B OMUCH JIe], JOKYMEHTOB — MPU KaXKJIOM MOCTYIUICHUU U (UJIK) BHIOBITUU
7€, JOKYMEHTOB, YUYTCHHBIX B JAHHOW OMUCH.

CoOTBETCTBYIOLIME HM3MEHEHHS BHOCSATCA BO BCIIOMOTAaTelIbHbIE YYETHBIE
JIOKYMEHTBHI.

XIX. Oprann3anusi KOMILIEKTOBAHUS, XPAHEHHUS U YYeTa 3JIEKTPOHHBIX
ApXMBHBIX IOKYMEHTOB

19.1. DnexkTpoHHBIE apXUBHBIE JTOKYMEHTHI (DOPMUPYIOTCS B AJIEKTPOHHOE
Jeno. DIEKTPOHHOE [eJ0 MPEeACTaBIsieT CcO0O0Ml JIOTMYECKYI0 COBOKYMHOCTB
AIIEKTPOHHBIX TOKYMEHTOB M UX METaJJaHHBIX.

19.2. TekcTOBBIN AIEKTPOHHBIA JOKYMEHT BpeMeHHOoro (cBeime 10 ner), B
TOM YHCJIE MO JIMYHOMY COCTaBYy, U MOCTOSIHHOIO CPOKa XpaHEHHUs MPEJICTaBISET
COBOKYITHOCTb (paitoB:

CTPYKTYPUPOBAHHOIO JIEKTPOHHOT'O IOKYMEHTA;

OPWIOKEHUH K 3JIEKTPOHHOMY JIOKYMEHTY B (popmaTax, nmpeaHa3Haue€HHbIX
JUISL TEKCTOBBIX, TAaOMWYHBIX, TPaPUUECKUX W CTPYKTYPUPOBAHHBIX JaHHBIX,
ayJIMOBU3YaJbHBIX TOKYMEHTOB (MPY HATHYUHN);

ANEKTPOHHOM(BIX) MoanMcH(ei) (MpU HATUYNHN);

PErUCTPAllMOHHO-YUYETHBIX CBEJICHUIN O TOKYMEHTE (METaJaHHBIX).

19.3. B perucrpanimoHHO-y4e€THBIE CBEACHUS (METaJaHHBIE) KaXKIOTO
AIIEKTPOHHOTO JJOKYMEHTA JIOJKHA OBITh BKJIIOUEHA CIIeyIomas nHpopManus:

JlaTa U perucTpallMOHHbBINA HOMEp JOKYMEHTa;

3aroJI0BOK JJOKYMEHTA WJIM €T0 COJIepyKaHue (aHHOTAIHS);

OTMETKA O COIVIACOBAHMM W IOPYYEHHUAX (PE30NIOLUAX) 10 JOKYMEHTY B
cilly4yae, €clid yKa3aHHas HMHQpOpMalus HE MPENCTaBISECTCS CaMOCTOSTEIbHBIMU
¢aiinamuy;

28 B rpade «OT™MeTKa 0 BBIOBITUM (HOHIA» CIIHCKA (OHIOB YKA3bIBAETCS MECTO (apec) BhIOBITUS
apxuBHOTO ()OH/IA, a TAKXKE J]aTa ¥ HOMEP TOKYMEHTa, Ha OCHOBAHUHM KOTOPOTO OH BBIOBLI.
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pe3ysibTaT MPOBEPKU SJIEKTPOHHOM MOANUCH (IJIEKTPOHHBIX TMOJIIHCEH)
JIEKTPOHHOT'O JJOKYMEHTA,

o0mmit 06beM (hailIoB IMEKTPOHHOTO JOKyMeHTa (B MOaiiT);

HAaMEHOBaHUs (DAiJIOB, COCTABISIONIMX AJIEKTPOHHBIA JOKYMEHT, AAThl H
BpEMsI UX MOCIEAHEr0 U3MEHEHMsI, 00beM B OaiiTax, popmartsl (haisios.

19.4. Ecnu »neKkTpoHHOE JeJ0 TpeAcTaBiIseT co0oil 0a3y IaHHBIX, TO
oOecrieynBaeTcs BHIOOD U BBITPY3Ka JaHHBIX, MOJUICKAIIUX XPAHEHHUIO, B
IPOrpaMMHO-HE3aBUCUMOM (hopmare B MOPSAKE, YCTAaHOBIEHHOM (eaepaibHbIM
OpraHOM  WCIIOJIHUTENbHONW  BiacTh B cdepe  apxXuBHOTO  Jella W
JeIONPOU3BOICTBA,

Jliist yueta 0a3 TaHHBIX HCIOJIb3YIOTCS CIEAYIOIINE CBEICHHUS:

Ha3BaHWe 0Oa3bl JAaHHBIX M KpaTkas HMHPOpMalmus O  COCTaBe
JTOKYMEHTUPOBAHHON MH(OPMAINH (JIaHHBIX ), KOTOpas B HEE BKJIIOYECHA;

KpaiiHue JaThl 3anuceil B 6a3e JaHHbBIX;

HAaUMEHOBaHHE MIPOrPAMMHOTO 00ECIeUeHHsI, KOTOPOE MCIOJIb30BAIOCH IS
ee cozmanus (popmMupoBaHus);

HauMeHoBaHue (aiisia 6a3bl JAHHBIX, 1aThl U BPEMS MTOCIETHETO0 U3MEHEHU,
o0beM B Oaiftax, popmar daiina.

19.5. [lns y4eTa 3JIeKTPOHHBIX JIe]1, JOKYMEHTOB, 0a3 TaHHBIX COCTaBIISIFOTCS
OTHMCH DJIEKTPOHHBIX JIeJ, JOKYMEHTOB. K OMUCIM 3JIEKTPOHHBIX /1], TOKYMEHTOB
MPUJIAraloTCsd BHYTPEHHUE OMUCH (PEecTphbl) TOKYMEHTOB 3JIEKTPOHHOTO Jiefia, B
KOTOPBIX YKa3bIBAIOTCSI HAaUMEHOBaHUs (PailioB, COCTaBIAIONIMX SJICKTPOHHBIC
JIOKYMEHTBI, JaThl U BPEMSI MX TTOCJICTHET0 N3MEHEHHUS, KOHTPOJIbHASI CyMMa (XeTlI-
cymma), odbem B Oaiitax, ¢dopmarsl (QaitioB. BuyTtpeHHss omwmch (peectp)
JIOKYMEHTOB 3JIEKTPOHHOTO JI€JIa COCTABIIAECTCS U XPAHUTCS B JIEKTPOHHOM BUJIE.

19.6. Onucu »MEeKTPOHHBIX e, TOKYMEHTOB CTPYKTYPHBIX MOJpa3/ieeHui
dbopmupyrorcs B obmem mopsiake (cornmacHo riaBe VI IlpaBwin) ¢ yuerom
pexkoMenayemoit popmel (mpunoxenue Ne 22 k [IpaBunam). Onucu 371€KTPOHHBIX
JIeN, JOKYMEHTOB CTPYKTYPHBIX TMOApPA3ACNICHU, MPU HAIWYUU B OpraHU3allid
CUCTEMBI DJICKTPOHHOTO JOKYMEHTOO00OpOoTa W (WMJM) WHBIX WH(OPMAIMOHHBIX
CUCTEM YIIpaBJICHUS JOKYMEHTaMH W HWH(POPMAIMOHHON apXWBHON CHUCTEMHI,
MPEICTABIIAIOTCS TOJIBKO B 3JIEKTPOHHOM BH/IE.

I'padpl ommcu >AEKTPOHHBIX J€J, JOKYMEHTOB 3alOJHSIOTCS B TOYHOM
COOTBETCTBHH C PETHCTPAIIMOHHO-YYETHBIMHU CBEICHUSMH, ONPEACICHHBIMUA IPH
bopMHpPOBAaHUN JJNEKTPOHHBIX €1 W (POPMUPOBAHMM BHYTPEHHHUX OIHCEH
(peecTpoB) AIEKTPOHHOTO JIea.

2 Tlyakr 7 Ilonoxenns o PDemepalbHOM apXMBHOM AareHTCTBE, YTBEPKACHHOTO YKa30M
[Tpesunenta Poccuiickoit ®enepamuu ot 22 utons 2016 r. Ne 293 (CoOpaHue 3aKOHOAATETHCTBA
Poccutickoit ®eneparuu, 2016, Ne 26, ct. 4034).
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IIpn npoBepke 3JIEKTPOHHBIX J€J NEpel Iepefadell UX Ha apXUBHOE
XpaHEHUE  MpPOBEPSIOTCA:  HAJIMYME  YCTAHOBJIEHHOTO  cocTaBa  (hailiios,
COCTAaBJIAIOIIMX JJIEKTPOHHBIN JTOKYMEHT; pPETrMCTPAllMOHHO-YYETHBIE CBEACHUS
(MeTagaHHbIe) 00 3JIEKTPOHHBIX IOKYMEHTAX, JIEKTPOHHBIX Jeax.

19.7. Onucu  2JIGKTPOHHBIX  JeJ, JOKYMEHTOB (TOJIOBBIC  pa3Jeiibl)
dbopmupyrorcs B obmem mopsiake (cornmacHo riaBe VI IlpaBwin) ¢ yuerom
pexkoMenyemoit ¢hopmbl (ripunoxenus NeNe 18, 19 k [IpaBunam). B npeaucnoBue
K OINHCH DJJIGKTPOHHBIX JI€JI, JOKYMEHTOB BKIJIIOYaeTcs HHOpMalus o
IPOrpaMMHOM OOECHEYEHUHU, C HCIOJIb30BAHUEM KOTOPOTrO OBLUIM CO3AaHbI
AIIEKTPOHHBIE IOKYMEHThI, U IPOrPAMMHOM OOECIEYEHHUH, TPEAHAZHAYEHHOM IS
UX BOCIIPOU3BEICHHUS.

19.8. Ilepenaua 3JIEKTPOHHBIX JOKYMEHTOB Ha apXUBHOE XpaHEHUE
IPOU3BOAMUTCS HA OCHOBAaHMM ONHUCEH DIIEKTPOHHBIX JeJ, JOKYMEHTOB
CTPYKTYPHBIX MOJIpa3IeICHHM.

PaGoTHUKH CTPYKTYPHBIX MOAPA3ACICHUN TEPeIatoT:

a) MpY HATMYUU WH()OPMAITMOHHOM apXUBHOW CHUCTEMBI — OJMH DK3EMIUISP
KOKJIOr0  DJIEKTPOHHOIO  Jiela C  MCHOJb30BaHHMEM  MH(OPMAIMOHHO-
TEJIEKOMMYHUKALIMOHHOM CETH;

0) mpu OTCYTCTBUU UH(OPMAIIMOHHON CUCTEMBI — OAMH (110 COTJIACOBAHUIO C
PYKOBOJMTENEM, OTBETCTBEHHBIM 32 OPraHU3allUI0 ApXUBHOIO XpaHeHus, — Oosee
0JTIHOTO) (u3mdyeckn 0O0OCOOTCHHBIM HOCUTENTh C 3aMMChI0 AJIEKTPOHHOTO Jefa
(3JIEKTPOHHBIX J€EN).

19.9. Ilpun npuemMe AIEKTPOHHBIX JIOKYMEHTOB pabOTHUKOM,
00€eCIeYnBaOIIUM aPXUBHOE XPAHEHUE, BBIMOJIHAIOTCS CIEAYIOIINE MPOLEAYPBI:

a) MPOBEpPKa COOTBETCTBHS COCTaBa 3JIEKTPOHHBIX /1€, JOKYMEHTOB OMUCAM
AIIEKTPOHHBIX 1€, JOKYMEHTOB CTPYKTYPHBIX MOJIpa3IeIeHHIH;

0) mpoBepKa 3IEKTPOHHBIX TN, JOKYMEHTOB M ONUCEN JIeJ, JOKYyMEHTOB Ha
HaJIM4YKEe BPEJJOHOCHOTO MTPOTPAaMMHOT0 KO/1a;

B) IPOBEpPKA DJIEKTPOHHBIX TMOJMUCEH JIIEKTPOHHBIX Jed, JOKYMEHTOB,
TIEpPETaHHBIX HA XPaHCHUE;

I') IPOBEpPKa KOMIUIEKTHOCTH COCTaBa (PaillioB 3JEKTPOHHBIX JOKYMEHTOB;
IPOBEpPKa HAIUYMUS B METAJITAHHBIX TOKYMEHTA CBEJEHUHN O MPOBEPKE MOAJIMHHOCTH
YCWICHHOW  KBAIM(UUUPOBAHHOW  3JEKTPOHHOM TMOJANHMCH  TEpeaaBaeMoro
AIIEKTPOHHOTO JOKYMEHTa HA MOMEHT €ro MOAMUCAHUS U (UJK) TOJTyYeHHUs,;

1) BHIOOpOYHasi MpoBEepKa BOCIPOU3BOUMOCTHU AIIEKTPOHHBIX JOKYMEHTOB;

€) mpoBepka (U3MUECKOr0 U TEXHUYECKOTO COCTOSHUS HOcHTenei (mpu
nepenade JJICKTPOHHBIX JIeNI, JOKYMEHTOB Ha (M3MYECKH 000COOJICHHBIX
HOCUTENSAX);

) BKJIIOYEHHUE B MH(OPMAIIMOHHYIO apXUBHYIO CHUCTEMY (IIPU HAJUYHH)
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JIEKTPOHHBIX JI€]1, JOKYMEHTOB U PErUCTPALMOHHO-YYETHBIX CBEJICHUN O HUX;

3) BKJIFOUEHUE B MH(POPMAIIMOHHYIO apXMBHYIO CHUCTEMY PETHUCTPALMOHHO-
YUETHBIX CBEJCHHI 00 3JIEKTPOHHBIX OMUCSX JI€], JOKYMEHTOB;

M) CO3/IaHHE BTOPBIX IK3EMIULSIPOB 3JIEKTPOHHBIX JI€J, JTOKYMEHTOB (IIpH
HEOOXOIUMOCTH).

19.10. IIpu npueme >IEKTPOHHBIX Jei1 B HH(DOPMAMOHHOW apXUBHOMU
CUCTEME JOJDKHBI OBITh MPE/ICTaBICHBI CIEAYIOIIUE CBEACHUS 00 AIEKTPOHHBIX
Jenax:

HAaUMEHOBAaHUE OpraHU3alNY;

HAaUMEHOBAHUE CTPYKTYPHOTO MOIpa3ICICHUS;

UHJEKC JIEKTPOHHOTIO JIeNIa 10 HOMEHKJIAType Aell;

3aroJIOBOK 3JIEKTPOHHOIO JIeNa;

KpaliHue AaThl JOKYMEHTOB 3JIEKTPOHHOTO JIETa;

yKa3aHHe Ha KaTeropuio CpoKa XpaHEHUs dJIEKTPOHHOTO Jiela (MOCTOSHHOTO
CpoKa XpaHeHHs, BpeMeHHoro (cBbimie 10 JeT) cpoka XpaHEHHs, MO JUYHOMY
COCTaRy);

CPOK XpaHEHHUS.

PeructpalimoHHO-y4€THbBIE CBEAEHUS 00 3JEKTPOHHOM JI€Jie, COJepKalleM
0a3y JTaHHBIX, TAK)KE BKJIIOYAIOT:

Ha3BaHWe 0a3bl JAHHBIX M KpaTkas HMHpOpMalUs O  COCTaBe
JIOKyMEHTUPOBAHHON WH(OPMAINH (JIaHHBIX ), KOTOpas B HEEC BKIIIOYCHA;

KpaiiHHE TaThl 3aNMcel B 6a3e JaHHBIX;

HAaUMEHOBAaHUE POrPAMMHOIO 00ECIIEYEHHsI, KOTOPOE MCIOJIb30BAIOCH IS
ee cozmanus ((popmMupoBaHms).

VkazanHas wuH(poOpMalMs BKIIOYAETCS B HMHPOPMALMOHHYIO apXUBHYIO
CUCTEMY BPYYHYIO WJIM aBTOMATHYECKH HAa OCHOBAHHWM JAHHBIX, MOJYYEHHBIX W3
Ipyrux  HUHQOPMALMOHHBIX  CHUCTEM  yNpaBlieHUs  JoKymMeHTamu. Ecnu
uHpOpMAllMOHHAs apXHWBHAs cucTeMa paboTaeT B AaBTOHOMHOM pEXHUME, TO
nepesadya  yKa3aHHBIX CBEJIEHUH U3 JpYyruX HH(DOPMALMOHHBIX CHUCTEM
OCYILECTBISIETCSI  MOCPEACTBOM  (OPMHUpPOBAaHUS U Tepefauyd BMECTE€ C
AIIEKTPOHHBIMU JenaMu (paiiya perucTpallMOHHO-YYETHBIX CBEACHHMM B (opmare
XML.

19.11. ®akTel mepenaud, mNpueMa W BKIIOYEHHS DJIEKTPOHHBIX Jied,
JIOKYMEHTOB, PErUCTPAallMOHHO-YYETHBIX CBEJIEHUA O HHUX U3 CHCTEMBI
3JIEKTPOHHOTO JIOKyMEHTOOO0OpOTa WM JpPYruX HHMOPMAIMOHHBIX CHCTEM
yOpaBiICHUS  JOKyMEHTaMH B  HMH(QOPMAIMOHHYI0  apXMBHYIO  CHUCTEMY
HNOATBEPKIAIOTCA ~ JJEKTPOHHBIMH ~ MOJNUCAMH  pPA0OTHHKOB  CTPYKTYPHBIX
nojpasfeneHuii u paboTHHKA, O0OECIEUYHBAIONIETO AapXMBHOE XpaHEHHE, B
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COOTBETCTBHHM C MOPSAIKOM HCIOIb30BAHUS 3JIEKTPOHHOM MOANKNCH B OpraHU3aluy,
YTBEPKACHHBIM PYKOBOJIUTEIIEM OpraHU3aI1H.

@daxThl IEpeaun U MpPHEMa IIEKTPOHHBIX JI€J, 3aMMCAHHBIX HAa (PU3NYECKU
000COOJIEHHBIE ~ HOCHUTENHM,  IOATBEPXKAAIOTCS  MOANMUCAMU  pabOTHHUKOB,
OCYUIECTBUBILIUX MpUEM-TIepeaady, B OMNHUCH DJIEKTPOHHBIX €N, JOKYMEHTOB
CTpYKTypHOTo noapaszzaenenus (myHkt 7.1 [IpaBun).

19.12. Bropsble 3K3eMILISPbI AJIEKTPOHHBIX /1€, TOKYMEHTOB, IPUHUMAEMBbIX
Ha XpaHEHHUE, TOJDKHBI OBITh 3allMCaHbl HA HOCUTENH, OTIUYHbBIE OT TE€X, KOTOpPbIE
UCTIOJIB3YIOTCS JIs1 XpaHEHUS! EPBbIX IK3EMILISPOB.

[Ipyn Hanuuuu B opraHu3anuu MHGOPMAIIMOHHOW apXWBHOW CHUCTEMBI IpPH
NOCTYIJIEHUM 3JEKTPOHHBIX JeJl, JOKYMEHTOB, 3allUCaHHbIX Ha (HU3UUYECKU
000COOJIEHHbIE  HOCHUTENW  MPOU3BOAUTCS  MUTPALMS  AJIEKTPOHHBIX  JIEd,
JOKYMEHTOB B HMH(GOPMAIIMOHHYIO apXuBHyI cuctemy. llocne mnpoBepkw,
npeycMOTpEeHHOHN yHKTOM 19.24 IpaBuii, ucxoauslil puznuecku 060co0IeHHbBIN
HOCUTEJb COXPAHSAETCS B TEUEHUE I'0/1a, @ 3aTEM YHUUTOXKACTCH.

[Tocne 3amucy KaXkI0ro 3K3eMILISIpa OCYLIECTBISETCS MPOBEPKA IMOJHOTHI
PErHCTPAllMOHHO-YUYETHBIX CBEICHUN (METalaHHbIX) OO0 SJIEKTPOHHBIX Jenax,
JOKYMEHTaX, MPOBEpKa BOCIPOU3BOIUMOCTH 3JIEKTPOHHBIX JOKYMEHTOB.

19.13. Ha ¢usuueckn 00OCOONCHHBIH HOCUTEIh JOMYCKAETCs 3alUChIBaTh
HECKOJIBKO AJIEKTPOHHBIX JIE.

®dusnueckn 000COOJCHHBIH HOCUTENb AJIEKTPOHHBIX J€1 IMOMEIAeTCs B
YIaKOBKY, PEKOMEHJ0BAHHYIO IPOU3BOJUTENEM HOCHUTENS, KOTOpas CHabkaercs
BKJIabIIeM. Ha Bkiajpiine yka3bplBaeTcs:

HAaUMEHOBaHUE OpraHU3alMH (II0JTHOE, COKPAILEHHOE);

Homep GoH/a,

HOMED WJIM COBOKYITHOCTbh HOMEPOB OIMUCEN AIEKTPOHHBIX /1€, TOKYMEHTOB;

HOMEp WJIM COBOKYIHOCTh HOMEPOB JIEJ M0 OMUCH (OIMHUCAM);

OTMETKAa O CTaTryce »JK3eMIUIIpa 3IEKTPOHHBIX J0KyMeHTOB: «OCH.»
(ocnoBHoI) nnu «PAB.» (pabounii);

KpailHHe aaThl JOKYMEHTOB, 3alHCAHHBIX Ha (U3NYECKH 000COOJICHHBIN
HOCHTEIIb;

JOTIOJTHUTENIbHbBIE OTMETKM 00 OTpaHMYEHHH JOCTyNa K JIOKyMeHTaM (Ipu
HEOOXOJIMMOCTH) U JIP.

Bxnaapiimn nmomMemiaercs B ynakoBKy (pu3nyecku 000COOJIEHHOTO HOCHUTEIS
TakKuM 00pa3oM, 4TOOBI HAAMUCH Ha HEM ObUTH BUIHBI TIPH 3aKPHITON yIIAKOBKE.

Hanuuue nByx u Gojee 3K3eMIUIApOB (IIPH HAJUYMUK) DJIEKTPOHHBIX A€
oTpaxkaercs B rpade «IIpumedanus» B ONUCAX 1€, JOKYMEHTOB.
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19.14. B undopmanmoHHOW apXWBHOW cucTeMe (akT mTpuema-Tiepenadu
OTpa)kaeTcsi MOCPEACTBOM BKIIFOUECHUS! (BHECEHHS) CIECIYIOIINX PETUCTPALUOHHO-
YYETHBIX CBEIACHUM:

JaTa MOCTYIUICHUS AJIEKTPOHHBIX JIeJ1, JOKYMEHTOB;

HAaMMEHOBaHWE OpraHu3aluu (CTPYKTYpHOTO TOApA3JeiCHUs, JHUIla,
apXuBa), OT KOTOPOI MOCTYMIJIM JICKTPOHHBIE JIeJIa, JOKYMEHTHI;

HAaUMEHOBaHHWE, HOMEpP M Jara JOKYMEHTa, MO0 KOTOpPOMY MOCTYMHIIA
AJIEKTPOHHBIE JIe1a, TOKYMEHTBHI;

OTMETKAa O TOM, YTO TMOCTYMAlOUUe JeNia, JAOKYMEHTHI SBISIOTCS
AIIEKTPOHHBIMU;

yKa3aHHUE Ha KaTErOpUIO CPOKa XpPaHEHUsI MepPe/IaBaeMbIX JIEKTPOHHBIX /eI
(MOCTOSIHHOTO CpOKa XpaHeHUs, BpeMeHHOro (cBbiiie 10 j1eT) cpoka XpaHeHus, 0
JUYHOMY COCTaBY);

KOJIMYECTBO MepeaaBaeMbIX JE;

yKa3aHue TOJDKHOCTH, (aMUIUU U WHUIMATIOB PaOOTHUKA, MEpearoliero
JIOKYMEHTBI;

yKa3aHUE€ JTOJLKHOCTH, (paMUIIMK U MHUIIMATIOB paOOTHHKA, TPUHUMAIOIIETO
JIOKYMEHTBL.

19.15. EnununiamMu  XpaHeHUs  DJIGKTPOHHBIX  apXUBHBIX  JIOKYMEHTOB
SIBJISIIOTCSI: DJICKTPOHHOE JI€JI0, DJICKTPOHHBIN IOKYMEHT, 0a3a JaHHBIX.

Kaxnmas enuHuna XpaHEeHHs SJIEKTPOHHBIX APXMBHBIX JOKYMEHTOB
MpeaCTaBIsgeT cOO00M (hailsl MM COBOKYIMHOCTH (haiijioB.

ApxuBHBIM mH}p (AMana3oH apXWBHBIX IMHMQPPOB) EIUHUIl XPAHCHUS
AJIEKTPOHHBIX TOKYMEHTOB, XpPAaHUMBIX Ha (HPU3UIECKH 000COOIECHHBIX HOCUTEISX,
yKa3bIBa€TCsl Ha BKJIAJbIIIE, BJIOKEHHOM B YIIaKOBKY HOCUTENSl. ApXUBHBIN mudp
CAVHUIl XPAHECHMS DJIEKTPOHHBIX JOKYMEHTOB, XPaHMMBIX B HH(pOPMAIMOHHOMN
apXUBHOM CHUCTEME, SIBISETCA 00s13aTEIbHBIM AJIEMEHTOM OINKMCAHUS DJIEKTPOHHOTO
JOKYMEHTA.

19.16. XpaHeHue >JIEKTPOHHBIX APXUBHBIX IOKYMEHTOB OCYIIECTBIISETCS:

Ha GU3HIECKN 000COOTCHHBIX HOCUTEIISX;

B UH(POPMAIMOHHON apXUBHOUN CHUCTEME.

DJIEKTPOHHBIE JTOKYMEHTBHI BpeMeHHBbIX (10 10 JeT) CpOKOB XpaHEHUs
XpaHsATca B HMHPOPMAIMOHHBIX CHCTEMax, OOECIEUMUBAIOIINX YyIpaBJICHUE
JTOKyMEHTaMmu, B (hopMare, B KOTOPOM OHU ObLIN CO3/1aHBbI.

19.17. O6s13aTenbHBIMH  YCIOBUSIMU XPAHEHUSI DJIEKTPOHHBIX aPXHUBHBIX
JIOKYMEHTOB SIBJISIETCSL:

a) HAIMYME TEXHUYECKUX U MPOTPAMMHBIX CPEICTB, MO3BOJISIIOIINUX
OCYILECTBJISITh WX BOCIPOU3BEJCHUE, MUTPALMI0 M KOHBEPTALUIO, a TaKxke
KOHTPOJIMPOBATh (PU3UYECKOE U TEXHUUECKOE COCTOSHHUE;
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0) opranuzanusi KOHTPOJISI U KOHTPOJIb 32 @yTEHTUYHOCTBIO, LIEJIOCTHOCTHIO,
JIOCTOBEPHOCTBIO, MPUTOJHOCTBIO JUISI MCHOJB30BAHMS JJIEKTPOHHBIX apXHBHBIX
1OKyMeHTOB;

B) OpraHu3anus KOHTPOJIA H KOHTPOJIb JOCTynma K uH(pOpMalu,
UCKJIIOYAIOIINE YTPaTy, HECAHKIMOHUPOBAHHYIO PACCBUIKY, YHUUYTOXXECHHE WIIU
UCKQKEHUE DJIEKTPOHHBIX ApXUBHBIX JOKYMEHTOB U PErHMCTPallMOHHO-YYETHBIX
CBEJCHUU O HUX;

I) HUIMYHE HE MEHEE [BYX OHK3EMIUIAPOB KaXIOW EIUHUIIBI XPAHEHUs
3JIEKTPOHHBIX JOKYMEHTOB (OCHOBHON M HEOOXOAMMOE KOJIMYECTBO PabOUUX).

DK3eMIUTApBl JTOJKHBI HAaXOAMTHCS HA Pa3HbIX HOCUTENSIX W XPaHUTHCS
pa3zenbHO BO M30€KaHue yTpaThl 000MX SK3EMILISPOB.

19.18. O6s13aTenbHBIMH  YCIOBUSIMU XPAHEHUSI DJIEKTPOHHBIX aPXHUBHBIX
JIOKYMEHTOB Ha (PM3UYECKU 000COOJIEHHBIX HOCUTENSAX SIBISIOTCS:

a) IPUMEHEHHE HOCUTENEH, NpPEAHA3HAUYECHHBIX JMJIS JOJTOBPEMEHHOTO
(cBermre 10 et) xpaneHust H”HGOPMaIIUH;

0) cCBOEBpEMEHHOE MPOBEICHNE MUTPALIMK HAa HOBbIE HOCUTEIHN U IUIAHOBOM
KOHBEpTAllM B COBPEMEHHBIE (JOPMATHI C COXPAHEHHEM HCXOJHBIX 3JIEKTPOHHBIX
JIOKYMEHTOB Ha MPOTSHKEHUH HE MEHEE OJJHOTO Troja.

19.19. DnexTpoHHbIE apXUBHBIE JOKYMEHTBI XPAaHATCS B MH(GOPMAILIMOHHON
apXMBHOW CHCTEME OpraHU3alMKU WIK B (eAepabHOM XPAHWIUIIE JIEKTPOHHBIX
JIOKyMEHTOB WJIM B XPaHUJIUIIE 3JIEKTPOHHBIX IOKYMEHTOB cyOBhekTa Poccutickoi
denepanui.

19.20. TpeboBanust K pEeXUMY XPaHCHHS DJIEKTPOHHBIX aAPXUBHBIX
JOKYMEHTOB B HH(POPMAIIMOHHON apXWBHON cUcTeMe OOecneunBaloTCs €e
COOTBETCTBHEM TpeOOBaHUAM 3akoHojaTenbcTBa Poccuiickoir denepanuu B
00JIaCTH CO3[aHMs, pa3BUTHUS, BBOJIa B IKCIUTyaTallMi0 MHPOPMAIIMOHHBIX CHCTEM

¥ XpaHEHHs B HHMX HHQpOpMaIUK !

U COONIIOJICHHEM TIpU €€ DKCIUTyaTaluu
TpeboBaHM MHPOPMAIIMOHHOM 0€30MACHOCTH U 3aIIUTHl HHPOPMAIIUH.
Nudopmarnmonnas apxuBHas cuctema, o0ecrednBaronias XpaHeHue, pueM-
nepenadyy M UCIHOJIb30BAaHUE JJICKTPOHHBIX AapPXUBHBIX JIOKYMEHTOB JOJDKHA
COOTBETCTBOBATH TEXHUYECKUM TpeOOBaHUSIM, yCTaHABINBAEMBIM

YIOJHOMOUYEHHBIM (pesiepanbHbIM OpPraHOM MCHOJHUTENBHOW BiacTH B cdepe

¥ Tyskr 52 TOCT P HCO 15489-1-2019 «Cucrema cTaHapToB Mo HH(OpMAIUH,
OMONMMOTEYHOMY W W3JaTellbckoMy neny. MHbopMmanust u JOKyMEHTalus. YTpaBleHHE
nokymeHtaMu. Yacte 1. [loHSTHS M NpUHLIUTIBD.

31 CtaTesa 16 ®enepansroro 3akona Ne 149-d3; npuxaz ®CTIK Poccuu ot 11 despans 2013 r.
Ne 17 «O06 yrBepxknenuun TpeOoBaHwii o 3ammure WHDOPMAIMUA, HE COCTABISIONIEH
rOCyapCTBEHHYIO TaiiHy, cojaepKallleicsi B TOCYIapCTBEHHBIX MH(POPMAIMOHHBIX CHCTEMAaxX»
(3apeructpupoBan Muntoctom Poccum 31 mas 2013 r., perucrpaunonnsiii Ne 28608)
(3apeructpupoBan Muntoctom Poccun 14 mapta 2017 ., peructpanronsbiit Ne 45933).
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MH(pOPMALMOHHBIX TEXHOIOTUH ¥ MH(POPMALIMOHHOMN 0e30nacHoCTH?,

Nudopmarnmonnas apxuBHas CHCTEMa oOpraHa TOCYJAapCTBEHHOW BIIACTH
nojkHa cootBeTcTBOBaTh TAT B wacTu, kacarouieicss TpeOOBaHUM K yIIPABICHUIO
JOKYMEHTaMH B CHCTEME XPAHEHUS 2JIEKTPOHHBIX JOKYMEHTOB ™,

Nudopmarnmonnas apxuBHas CHUCTeMa JOJDKHA BBINOIHATH (DYHKIUU
PE3E€PBHOT0 KOMMPOBAHUSA JIEKTPOHHBIX APXUBHBIX JJOKYMEHTOB, B TOM YHUCIIEC IPU
NPUMEHEHUU OOJIaYHBIX TEXHOJIOTHMH, W o0ecredynBaTh BO3MOXKHOCTh HX
KOHBEpTAIlMd B COBPEMEHHBbIE ()OpPMATHI, a TAKXKE BU3YAIU3ALUIO DJIEKTPOHHOTO
JIOKYMEHTA.

Nudopmarnmonnas apxuBHas cCUCTEMa JOJDKHA OBITh TEXHOJOTMYECKU U
MH(OPMAIIMOHHO COBMECTMMA C CHUCTEMOHM 3JIEKTPOHHOIO JTOKYMEHTOOOOpOTa
OpraHu3aliid U WHBIMU WHOOPMAIIMOHHBIMH CHUCTEMaMH, OOECICUUBAIOIIUMHU
yIpaBieHUE JOKYMEHTaMH, MU C COOTBETCTBYIOIIMMH HHGOPMAIMOHHBIMU
CUCTEMaMHU TOCYJAPCTBEHHBIX (MYHUIIMIIAIBHBIX) apXWBOB U YHOJIHOMOYEHHBIX
OpraHOB MCIIOJIHUTEIBHON BiacTH CcyObeKTOB Poccuiickoit ®enepanuu B chepe
apXUBHOIO Jena.

19.21. Tlpu ocymiecTBICHUN KOHBEPTAIIUU U (MJIM) MUTPAIMH SJIEKTPOHHBIX
apXMUBHBIX  JOKYMEHTOB  JIOJDKHBI ~ OBITh ~ OOECIEUEHbl  AyTEHTUYHOCTD,
JIOCTOBEPHOCThH, IEJIOCTHOCTh U MPUTOJHOCTH ISl UCTOJIb30BaHUs HUHGOPMAIIUU,
coiep>KalIencs B 3JIEKTPOHHBIX apXUBHBIX JOKYMEHTAX.

dakThl KOHBEPTAIIMU U MUTPAIUU (PUKCUPYIOTCS:

a) B akre>*, KOTOpPBII nprobIIaeTes K aeny GoH/a;

0) B nuHpOPMAITMOHHOM aPXUBHOM CHCTEME MyTeM BHECEHUS JOMOTHEHUHN B
PETUCTPALIMOHHO-YUYETHBIE CBEACHUS.

Hcxoanslil JOKYMEHT XpaHUTCS JO MUHOBAaHUSI HaJIOOHOCTH, HO HE MEHeEe,
4eM OJIMH TOJ TOcJie AaThl MPOBEICHHUS €r0 MUTrpaluud U (WIM) KOHBEPTAIWU.
ApXUBHBIE JIEKTPOHHBIEC IOKYMEHTHI, MOJYYEHHbIE B PE3YJIbTATE KOHBEPTALUU U
(W) MHUTpaluy, MOJJIeKaT MPOBEPKE HA COOTBETCTBHE MCXOIHBIM AJIEKTPOHHBIM

%2 Tlynxtel 5.2.23 u 5.2.26 Ionoxenus o MuHucTepcTBe HU(POBOTO Pa3sBUTHS, CBA3H U
MacCoBbIX KOMMYyHHKauui Poccuiickoii ®enepanun, yTBEpKIACHHOIO IOCTAaHOBIEHUEM
[TpaButensctBa Poccuiickoit @enepaumu ot 2 wutoHs 2008 1. Ne 418 (CoOpanue
3akoHo/aTenscTBa Poccmiickoit @eneparmu, 2008, No 23, ct. 2708; 2021, No 26, ct. 4967);
noanyHKT 4 nyHkta 6 Ilonoxenus o denepaibHOM apXUBHOM AareHTCTBE, YTBEPKIEHHOIO
ykazoM IIpesunenta Poccuiickoii ®enepammu ot 22 wuroHs 2016 1. Ne 293 «Bomnpockl
®enepanbHOTrO apxuBHOTO areHTcTBa» (CoOpanue 3akoHomaTenbcTBa Poccuiickoit denepamnmu,
2016, Ne 26, ct. 4034; 2018, Ne 52, cT. 8239).

3 Pazpen 4 TOT.

3 ®opma akTa 0 MPOBeIEHNH KOHBEPTAIMH U (MJIM) MUTPAIMH pa3pabaThIBaeTCs opraHu3alueit
CaMOCTOSITEIFHO C YYETOM OCOOCHHOCTEH HCIOJIb3YeMBIX TEXHHYECKHX CpPEACTB U
MIPOTrPaMMHOTO 00eCTICUeHUS.
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apxUBHBIM J0KyMeHTaM. [IpoBepka ocyiiecTBisieTcsi paOOTHUKOM, TPOBOIUBIINM
KOHBEPTAIUIO U (UJIN) MUTPALHUIO.

Bce u3MeHeHrs B perucTpallMOHHO-YUYETHBIX CBEIECHUSX, IPOU3OLIEIIINE B
pe3ysbTare KOHBEPTALMU U MUTPALIMH, BHOCSITCS BO BHYTPEHHUE OMKCH (pPEECTphbI)
JOKYMEHTOB  JJIGKTPOHHOTO  Jiela,  PErUCTPALlMOHHO-yYeTHble  (HOpMBI
MH(OPMAIMOHHOW apXHUBHOW CUCTEMbI paOOTHUKOM, MPOU3BOAUBIINM YKa3aHHbIE
NENCTBUS, U IOJTBEPKIAIOTCS €r0 3JIEKTPOHHOMN MOANKCHIO.

19.22. Tlopsimox TpoBeNleHUS KOHBEPTAIMM W MUTPAIMH SJIECKTPOHHBIX
ApXUBHBIX JIOKYMEHTOB YCTAHABIMBACTCS JIOKAIbHBIMU HOPMATHUBHBIMHU aKTaMH
OpPTaHU3allUuK C YIE€TOM MOJIOKEHUH HAMOHATIBHBIX CTAHAAPTOB®, B COOTBETCTBHU
C 3aK0HOaTeNbCTBOM Poccuniickon Penepanun.

19.23. IlpoBepka HanMuusi W  COCTOSHUSA  DJIEKTPOHHBIX  ApPXHUBHBIX
JIOKYMEHTOB OCYIIECTBIISIETCS:

a) Ha (u3nyecKku 000COOIEHHBIX HOCUTENSX — HE PEXKE OJIHOTO pasa B 5 JIET;

0) XpaHAMMXCS B HHPOPMAIIMOHHOM CHCTEME — €KEroJHO CpeACTBaMHU
UH(OPMAITMOHHON CUCTEMBI.

19.24. B xoxe mpoBEepKH HAIWYHS U COCTOSIHHS 3JIEKTPOHHBIX apXHUBHBIX
JOKYMEHTOB Ha (U3UYECKH OO0OCOOJIGHHBIX HOCHUTENSX  BBISBISIOTCS WU
YUHUTBIBAIOTCS DJIEKTPOHHBIE apXHBHBIE TOKYMEHTHI, TpeOyrollue nepe3anucu Ha
HOBBIC DJIEKTPOHHBIE HOCUTEIHM, MPOBOAUTCS KOHTPOJb (U3MYECKOTO U
TEXHUYECKOTO COCTOSIHUSl €IUHHI] XPAaHEHMs, OCYIIECTBISETCS IpPOBEpKa Ha
HaJINYUE BPEJOHOCHBIX KOMITbIOTEPHBIX IIPOrpaMM.

[IpoBepka HamMuUusg U COCTOSIHHMSI DJIEKTPOHHBIX apXHUBHBIX JOKYMEHTOB B
UHPOPMAITMOHHON AapXMBHOW CHCTEME OCYIIECTBISIETCA B aBTOMATHYECKOM
pexume. ExeromHo  paOOTHUK, OOecHeYMBAIOIIMKA  apXMBHOE  XpaHEHHUE
JIOKYMEHTOB, MPOBEPSET MPOTOKOIbl MH(POPMAIMOHHOM APXUBHON CUCTEMBI IS
UCKJIIOUEHUS HECAHKIIMOHUPOBAHHOIO JIOCTYMA U (WUJIM) U3MEHEHUSI DJIEKTPOHHBIX
apXUBHBIX JJOKYMEHTOB U UX METa/IaHHbIX, OCYLIECTBIIIET BHIOOPOUHYIO TPOBEPKY
BOCIPOM3BOJAMMOCTH  AJIEKTPOHHBIX ~ apXUBHBIX  JIOKYMEHTOB.  Pe3ynbTarhl
NpOBEPKU (UKCHUPYIOTCS C UCHOJIB30BAaHUEM 3JIEKTPOHHON MOJNHUCH YKa3aHHOTO
paOoTHHKA B PErHCTPAIMOHHO-YYETHBIX (popmMax HHGPOPMAIIMOHHON apXHBHOU
CUCTEMBI, MMOKa3aTeIM KOTOPBIX JOJKHBI COOTBETCTBOBATh (POpPME aKTa MPOBEPKH
HAJIMYHS U COCTOSTHUS apXUBHBIX JIOKyMeHTOB (nmpuiioxenue Ne 3 k [Ipasuam).

19.25. Ilpu oOHapykeHUH U3MEHEHHH (PU3NYECKOro COCTOSHUS HOCHUTENEH
JIEKTPOHHBIX APXHUBHBIX JIOKYMEHTOB WM HEKOPPEKTHOM BOCIPOU3BEICHUU
JIEKTPOHHBIX APXUBHBIX JOKYMEHTOB (HEBO3MOXXHOCTH BOCIIPOU3BEIECHUS),

% TOCT P MCO 13008-2015 «Mudopmanus u AOKyMeHTanus. Ilpoiecchl KOHBEpCHH H
MUT'palUHU SJICKTPOHHBIX TOKYMCHTOB).
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oOHapy>KeHUU BPEJOHOCHOTO POrpaMMHOTO KO/, paboTHUK(H),
oOecreunBaOInii(Me) apXWBHOE XPAHEHHE JIOKYMEHTOB, II0  PEIICHUIO
PYKOBOJUTENS OpPraHU3alMi WIA HMHOrO YIOJHOMOYEHHOIO JIMLA JIOJKEH
(TOJKHBI) TPOBOAUTH PAOOTy MO BOCCTAHOBIEHHUIO IOKYMEHTa C PE3epPBHOTO
(ocHOBHOTO, paboyero) HOCHUTENsA, IO MUTpauud U (WIU) KOHBEpTAILUU
AIIEKTPOHHBIX apXWBHBIX JOKYMEHTOB Ha HOBBIE HOCHUTEIM M B COBPEMEHHbIE
dbopmaTsl.

19.26. Pe3ynbpTaThl MPOBEPKHM HATWUYUS W COCTOSHUS  DJICKTPOHHBIX
ApXUBHBIX JIOKYMEHTOB Ha (pu3ndecKku 00OOCOOJICHHBIX HOCHUTEISAX M BBISBICHHBIC
NpU MPOBEPKE HAIMYMS U COCTOSIHUS DJICKTPOHHBIX aPXUBHBIX JOKYMEHTOB
HEJIOCTAaTKHU (PUKCUPYIOTCSI B COOTBETCTBYIOIIUX aKTaxX B 0OIIEeM mopsike (TyHKTHI
13.6 — 13.8 IIpaBun).

19.27. Yuer 6a3 maHHBIX, HAXOMAIIUXCS Ha ApPXWBHOM XPaHEHUH, TaKXKe
BEJIETCS B CHEUHUATBHOM OKypHale (kHure) W (WiM) B  CIENHAIBHON
pEerucTpaluoHHO-y4eTHOM (hopMme B MHGOPMAIIMOHHON apXuBHOM cucteme. [locie
npuema 0a3 JaHHBIX HA ApPXMBHOE XPAHCHHWE B YKa3aHHbBIE Y4YeTHbIE (OPMBI
3aHOCATCS  CBeleHMsT 00 MX  Ha3BaHMM, HHpOpMaIUs O  COCTaBe
JOKYMEHTUPOBAHHOW MH(POPMALIMH (IAHHBIX), KOTOpasi B HUX BKJIOUEHA, U 00BEM
B Moaiit. ExerogHo Kk >ypHany (KHHI€) COCTaBIIIE€TCS WTOTOBasl 3aIluCh,
BKJIIOYAOIIAasi THPOPMALIMIO O KOJIMYECTBE 0a3 JaHHBIX U UX CyMMapHOM 00beMe B
Mo6aiiT, koTOpasi IOANMUCHIBAETCA PAOOTHUKOM, OTBETCTBEHHBIM 3a OOECIECUCHHE
apxXuBHOTO XpaHeHusa. [Ipu BemeHuu yuyera B HMHPOPMAIMOHHON apXUBHOU
CUCTEME CBEJICHHS, aHAJIOTMYHbIE UTOTOBOM 3aIMCH KypHalla (KHUTH), JOJKHBI
(dbopMuUpPOBaTHCS ABTOMATUYECKHU TIO 3a1pocCy.

19.28. DnekTpoHHBIE JENia ¢ WCTEKIIMMH CPOKaMH XpaHEHUS TMOJJIekaT
BBIICJICHUIO K YHUYTOXKEHHUIO Ha o0mmx ocHoBaHusax (rnmaBa |V Ilpaswi), mocie
4Yero NpoBOAUTCS UX (HU3UUECKOE YHUUTONKEHUE WIIM YHUYTONKEHUE MPOrPaMMHO-
TEXHUYECKUMHU CPEJICTBAMHU C COOTBETCTBYIOIIECH OTMETKOM B aKTE€ O BBIJCICHUU K
YHUYTOXEHUIO TOKYMEHTOB, HE MOUICKAITUX XPAHEHUIO.

XX. IloAroroBKa K apXuBHOMY XPaHEHHIO J1eJI, COJAePKANIUX JOKYMEHThI HA
OyMaKHOM HOCHTeJIE M 3JIEKTPOHHbIE IOKYMEHThI

20.1. B ciyyae eciu JOKYMEHTHI Jiejla, OTHECEHHOTO K OJHOMY WHIEKCY U
3aroJIOBKy 1O HOMEHKJIAType AeN, IPEeACTaBIeHbl Ha OyMa)XHOM HOCHTEIEC U B
dhopmMe PIEKTPOHHBIX JIOKYMEHTOB, JOKYMEHTHI Ha OyMa)KHOM HOCHTEIIC MOJIICkKAT
onM(ppPOBKE W BKIIOYCHHUIO B JJICKTPOHHOE JENI0. DJIEKTPOHHBIC TOKYMEHTHI U
AJIEKTPOHHBIE KOMUHU JOKYMEHTOB Ha OyMa)XHOM HOCHUTENIE COCTAaBJISIOT TMEPBBIN



50

TOM JieJla, BTOPOW M IMOCJIEAYIOIUNA TOMa BKJIIOYAIOT JTOKYMEHTHI Ha OyMa)KHOM
HOCHTEJIE.

20.2. DneKTpoHHbIE KOMTUU JOKYMEHTOB, BKIIIOYa€MbI€ B JIEKTPOHHBIE JIETa,
IPEJCTaBISIIOT COBOKYITHOCTB!

¢aiina >MEKTPOHHON KOMUU TOKyMEHTa Ha OyMa)XHOM HOCHUTENE B popmaTe
apxuBHOro xpanenusi PDF/A;

GbaiioB MPUIOKEHUH (TIPU HATUYNH ),

(ailia perucTpalliOHHO-YYETHBIX CBEICHUHN O JOKYMEHTE (METaJaHHbIX ).

20.3. B peructpaniioHHO-y4YeTHBbIC CBeJCHUS (METaJaHHbIE) KakKIOU
3IIEKTPOHHOMN KOTHH JOKYMEHTa BKIFOUaeTCsl MH(pOpMAaIIHs:

0 JJaTe€ U PETUCTPALIMOHHOM HOMEpE TOKYMEHTA,

0 3aroJI0BKE€ JOKYMEHTA WM O €0 COAEPKaHUU (AHHOTAIIMS);

O COIIACOBAaHUM W MOPYYCHHUSX MO JOKYMEHTY, B Cly4ae, €Clid yKa3aHHas
uH(pOopMaIs HE MPEJICTABISETCS CAMOCTOSITENIbHBIMU (haiiyiaMu;

HauMEHOBaHusA (Qaina ((aiioB) SJIEKTPOHHBIX KOMUM JOKYMEHTOB Ha
OyMa)KHOM HOCHTENE, JaThl U BpeMs MX MOCJIETHEr0 U3MEHEHHUs, 00beM B OaiiTax,
dbopmarsl (haiios.

20.4. Toma [1ema, HMEBIIET0 OJWMH HHAESKC W 3arojoBOK Jejla IO
HOMEHKJIaType Jel W COJEPKaBIIEro JOKYMEHThl Ha OYMa)KHBIX HOCHUTEISX U
DJIGKTPOHHBIE JOKYMEHTBI, BHOCSTCSI B OJIHy OIKUCh JeN, JOKYMEHTOB. Toma
JIOJKHBI OBITH CBS3aHBI C OJTHUM MHAEKCOM 10 HOMEHKJIAType JeJl, HO MpU 3TOM
KKJBI TOM JieJla BKJIFOYAETCS 0]l CAMOCTOSITEIbHBIM 3ar0JIOBKOM C yKa3aHHUEM
HOMepa ToMma. B rpade ommcu nen, TOKyMEHTOB, OTpaKaloIe 00beM sena, o0beM
YKa3bIBAETCS B 3aBUCHMOCTH OT BHJIa HOCUTENS TOKyMEHTA (U1 JI€J1, COJIeprKaIIiX
JIOKYMEHTHI Ha OyMa)>KHOM HOCHTEJIE, YKa3bIBACTCS JTUCTAXK, IS SJEKTPOHHBIX €I
— obbem B MOaiit). [[is BceX JJIEKTPOHHBIX Jel, BKIIOYCHHBIX B OMHUCH JIE,
JIOKYMEHTOB, COCTAaBJISICTCSI BHYTPEHHSSI OMHCH (PEecTp) AJIEKTPOHHOrO nena. B
rpage «llpumeuanue» K KaKIOMYy DJIEKTPOHHOMY /€Ny YKa3bIBA€TCs MECTO
XpaHEHUSI OCHOBHOTO IK3eMILISIpa AJIEKTPOHHOTO JIEa.

B mpenucnoBusix K omucsM €N yKasplBaeTcs MH(OpMalnus O HAJIWYUH B
OIHKCHU i€, KaK Ha OyMa)XHOM HOCHUTENE, TaK U JIEKTPOHHBIX JEJ, OTpaKaeTcs
cnenuduka ux pasmemieHus. s men, comepKammx JOKYMEHTHl Ha OyMa)KHOM
HOCWUTEJe, W JIeJ, Pa3MEIIeHHbIX Ha (u3uUecku OO0OCOOJICHHBIX HOCHUTEISIX,
YKa3bIBAIOTCS WX MECTAa XPAHCHUS B apXMBOXPAHWIIUINAX; JJISI AJIEKTPOHHBIX JEI
yKa3bIBAa€TCsl HAMMEHOBaHUE NH(POPMAILIMOHHON apXUBHON CUCTEMBI.
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XXI. Opranu3anum XxpaHeHHusl, KOMILUIEKTOBAHHS U y4eTa
ayIMOBH3YaJIbHBIX TOKYMEHTOB

21.1. AynnoBu3syanbHble JOKYMEHTBI MIOCTOSTHHOIO M BPEMEHHOTO (CBBIIIIE
10 5eT) cpOoKOB XpaHEHUs1, BKIIIOUAIOTCS B apXUBHBIN (DOH] OpraHu3aluu.

JUiss  ayIMoBU3YyaJbHBIX JTOKYMEHTOB, SIBISIIOIIUXCS MPUIOKEHUIMH K
YIPABJICHUYECKUM U WHBIM JJOKYMEHTaM C YCTaHOBJICHHBIMU CPOKAMH XPaHEHHS,
YCTaHaBJIMBAIOTCS T€ K€ CPOKU XPAHEHUSI.

21.2. K aynuoBu3yandbHBIM JOKYMEHTaM OTHOcsATCA (oro-, ¢oHo-,
BUJICOJJOKYMEHTBl Ha TPaAUIMOHHBIX Hocurtensax (¢porobymara, TMJICHKH,
MarHuTHbIE JIEHThl U MArHUTHBIE HOCHUTENM) U JJIEKTPOHHBIE ayJIUOBU3YaJbHBIC
JIOKYMEHTBHI.

Eannunamu xpaneHus ayauoBU3yalbHBIX JOKYMEHTOB SIBJISIOTCS:

a) BUJCOJOKYMEHTOB — (DU3WYECKH OOOCOOJICHHBIM pYJIOH MarHUTHOM
JICHTBI UJTM KAacCeTa C 3aMUChi0 N300pa3uTeNbHON U (WIH) 3ByKOBOM MH(MOpMAIINH,
pa3MeIeHHbIN B KOpoOKe, PyTisipe uin OroKce;

0) $oTOIOKYMEHTOB — (hpU3UUYECKH 000COOTEHHBIN KaJp, HECKOJIBKO KaJpOB
NAaHOPAMHOW ChEMKH, OTAENbHBIN (POTOOTIIEUATOK, (POTOAITBOOM, pa3MEIIEHHBIN B
KOHBEPTE, KOPOOKE;

B) GOHOJOKYMEHTOB — (u3Wyecku 000COOJeHHass MarHuTHasl JICHTa,
KacceTa C 3alKchio 3ByKOBOM MH(OpMalnH, pa3MelleHHas B KOHBEpTE, KOpPOOKe,
byTisape win OroKce;

I') 3JIEKTPOHHBIX AayJIMOBU3YAJIBHBIX JIOKYMEHTOB — 3JEKTPOHHOE JIEJIO,
IPEACTABIIAIONIEE COOOM COBOKYNHOCTh 3JEKTPOHHBIX JOKYMEHTOB WM OJUH
AIIEKTPOHHBIN JOKYMEHT.

21.3. DneKTpOHHBIH ayJIMOBU3YaJIbHBIH JOKYMEHT  MPEACTaBISIET
COBOKYMHOCTbh (pailyia 3JEKTPOHHOIO JOKyMeHTa M (aina mertanaHHbiXx. [lpu
HEOOXOMMOCTH, COBOKYIHOCTh (paiiia 3K3eMIUIApa AJIEKTPOHHOTO JTOKYMEHTA,
MOJIYYEHHOTO B pe3yJIbTaTe KOHBEPTAIUH, U (pailia MeTalaHHbIX.

DNEeKTpOHHBIE AyIHOBHU3YAJIbHBIE JIOKYMEHTBI IE€pENaloTCsd Ha apXUBHOE
XpaHeHue B ¢opMaTax, B KOTOPHIX OHH CO3JaHbl U (MJIM) UCIOJIB30BAIHCH /10
nepenayd. B mpomecce mnepenauM Ha apXMBHOE XpaHEHHE MPOBEPSETCS
BO3MOXHOCTb UX BOCITPOU3BEJECHUSI.

B ciiyyae HEBO3MOXHOCTH BOCIPOU3BEACHUS, TPOU3BOAUTCS KOHBEpTALUS
AJIEKTPOHHBIX ayJUOBU3YalIbHBIX JOKYMEHTOB B (OopMarhl, KOHBEpTallus B
KOTOpBIE BJIEYET MHHHMMAJIbHBIE MOTEPU KadyecTBa 0 CPABHEHHUIO C MCXOJHBIM
BapUAHTOM.

Ilepenaue  Ha  XpaHEHHME  TOMJIEKAT  HCXOJIHBIM  DJIEKTPOHHBIN
ayJIMOBU3YaJIbHBI JOKYMEHT, DSJIEKTPOHHBIM ay/lHOBU3YaJbHBIA JOKYMEHT,
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NOJyuYeHHBIH B pe3yjbpTaTe KoHBepTauumu. O0a 53K3eMIUIsipa 3JIEKTPOHHOTO
ayJIMOBU3YaJIbHOTO JOKYMEHTA OTHOCSTCS K OJTHOMY 3JIEKTPOHHOMY JIENY.

B MeranaHHbIE 3JIEKTPOHHOIO ayJUOBU3YaJIbHOIO JOKYMEHTA BKIKOYAKOTCS
CBEICHUS:

0 HAUMEHOBAHUH 3JIEKTPOHHOTO Ay JMOBU3YAIbHOTO TIOKYMEHTA;

00 aBTOPCTBE JIEKTPOHHOTO ay/IMOBU3YaJIbHOTO JOKYMEHTA;

o0t 00beM (halIoB ANEKTPOHHOTO AyJUOBU3YAJIBHOTO JOKyMEeHTa (B
Mobaiir);

HAaUMEHOBaHUA (HaliIOB, COCTABISIOUINX AIEKTPOHHBIE TOKYMEHTHI, 1aThl U
BpeMsl X MOCIEHEr0 U3MEHEHUs1, 00beM B OaliTax, hopmaThl (ailios.

21.4. AynnoBu3syanbHbIe JOKYMEHTBI XpaHATCS B KOPOOKax U OIOKcax.

DONeKTpOHHBIE ayAMOBU3yaJIbHbIE JOKYMEHTBI XPaHATCS:

B YIaKOBKE, PEKOMEHI0OBAaHHOM MPOU3BOUTEISIMU HOCUTEIIEH;

B MH(OPMAIMOHHON CHUCTEME.

TemneparypHO-BIaKHOCTHBIM PEXUM I XPaHEHUs] ayIUOBU3YaJIbHBIX
JOKYMEHTOB YCTaHABJIMBAETCS B COOTBETCTBUHU C HAIIMOHAIbHBIMU CTaHIapTaMu
Poccuiickoii ®enepannu?.

Hocutenn aynvoBH3yallbHBIX JOKYMEHTOB pacCIOIararoTcs OTAEIBbHO OT
JIOKYMEHTOB Ha OyMa)XHOM HOCHUTEJNE.

21.5. TlpoBepka HanmuM4usg W COCTOSIHHSI ayJWOBU3YAIBbHBIX apPXWBHBIX
JOKYMEHTOB OCYILECTBJISIETCSI OJUH pa3 B 5 JeT (Mpu o0beMe ayAHMOBU3YaIbHBIX
nokymeHToB Oonee 50% oOT 00IIero KoJM4yecTBa JOKYMEHTOB — OAWH pa3 B 10
JIET); KHHOJIOKYMEHTOB Ha HUTPOOCHOBE — OJIMH pa3 B 2 Toja.

21.6. Enununeil ydera ayJuOBH3YyaJbHBIX JTOKYMEHTOB SIBISIETCA 4YacTb
€IMHMIIBI XPAHEHHUSA, OJIHA WJIM HECKOJIbKO €IUHUIl XpaHEHUs, HUMErolas
CaMOCTOSITETIbHBIM 3ar0JIOBOK M OTHOCAIIASACS K OIPEACIICHHOMY COOBITHIO,
MPOU3BEICHUIO.

Jns  aynMoBU3YyalbHBIX  JIOKYMEHTOB  00S3aT€bHBIMU  YYETHBIMU
JOKYMEHTaMH, TOMUMO yKa3aHHbIX B TyHKTe 21.2 IIpaBuin, sBAsSIOTCS:

onucu (HoToanbO00MOB U (HOTOJOKYMEHTOB;

onucu (OHOJOKYMEHTOB MarHUTHOM 3aIHCH;

OIUCH BUJIEOJOKYMEHTOB',

¥Myakr 6.3 TOCT 7.65-92 «KuHOZOKYMEHTE, (OTONOKYMEHTHI M JOKYMEHTHl Ha
Mukpopopmax. OOmue TpeOoBaHMS K apXUBHOMY XpaHeHuio»; myHKT 7.3 T'OCT 7.68-95
«Cucrtema craHAapToB Mo HHQOpMAIMK, OMOIUOTEYHOMY M H3JaTeNbckoMy neny. dono- u
BUICONO0KYMEHTHI. OO0I1I1e TeXHUUeCKnue TpeOOBaHNS K apXUBHOMY XPaHEHUION.

37 ®opmbl yUETHBIX M MHBIX JOKYMEHTOB: 0700peHsl Kommccueidi ®enepanbHOro apXMBHOTO
areHTCTBa 10 HAyYHO-HCCIEA0BATEIhCKON U MeTondeckoi padore 31 utomns 2020 r., mpoTOKOI
Ne 1.
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AyJIuoBU3YyalIbHBIE 3JIEKTPOHHBIE JOKYMEHTBI YUHMTBIBAIOTCS IO OIHUCIM
ANEKTPOHHBIX €], JOKYMEHTOB. Ha »JIeKTpoHHOE [1eJ10 ayAuOBU3YaJbHbBIX
JJOKYMEHTOB ~ COCTaBJISIETCSI BHYTPEHHsII  ONUCh  (peecTp)  JIOKYMEHTOB.
OO0s3aTeIbHBIMU  OMUCATENLHBIMUA 3JIEMEHTAMU BHYTPEHHEUW OIMKCH SIBISIOTCSA:
BpeMsl 3By4aHus (3aluCH) JUJISl ayJIM0- U BUICOJOKYMEHTOB, pa3Mep U300pakeHUs
(B mUKCeNsIX) ISl BUJIEO U (POTOJOKYMEHTOB.

21.7. OnucarenbHasi CTaThsl OMUCH ayJIMOBU3YaJbHBIX JOKYMEHTOB JOJKHA
BKJIIOYATh:

B onucu  (GOTOJOKYMEHTOB —  HOMEP  CIWHUIIBI  XpPaHEHUS,
MPOU3BOJICTBEHHBIN HOMEP, 3arojIOBOK (aHHOTAIMS) AOKyMeHTa, (hamMminio(u) u
WHULIMQIBl  aBTOpa(oB), JaTy CBEMKH, MECTO CbEMKH, BHJI HOCHUTEJNS,
OpUTHHAJILHOCTh, opMart (pasmep), IBETHOCTH;

st poToanb0OMOB — HOMEp €IMHHIBI XpaHEHHUs, 3aroJIOBOK (Ha3BaHUE)
anpOooma, hamMunio(l) ¥ MHUIMAIBI aBTOpa(OB), KpaifHUE 1aThl (POTOOTIIEUATKOB,
MECTO ChbEMKH, KOJIMUECTBO (POTOOTIIEYATKOB, BHEIITHUE OCOOCHHOCTH;

st (OHOJOKYMEHTOB — HOMEp CAWHHIBI y4eTa, HOMEp CIUHHIIBI
XpaHEeHUs, WHJEKC WIM MNPOU3BOJCTBEHHBIM HOMEp, 3arojoBOK JOKyMEHTa (C
yKa3aHUEM s3bIka), daMuiinio(M) U WHULMAIBL aBTOpPa(OB) W UCHOJHUTENS(EH);
BpeMsl 3BYyYaHHUs, J1aTy W MECTO 3amucu (mepesamucu, BBITYCKa); CKOPOCTh
3BY4YaHMs, KOJTUYECTBO €AUHUIl XpaHEHUS (OPUTHHAIOB U KOMHUI);

JUISE BHUJIEOJOKYMEHTOB — HOMEp €IUHUIIBI y4eTa, HOMEp EIHHUIIBI
XpaHEHUsl, WHJEKC WJIM NPOU3BOJCTBEHHBIII HOMEpP, 3arojloBOK JIOKYMEHTA,
dbamunuio(M) ¥ WHUIMAIBl aBTOPa(OB), IBETHOCTh, S3BIK, TOJl TMPOU3BOJCTBA,
XPOHOMETPAK BHJICO3AMMCH, TUII BUICOHOCUTENS B (OpMaT 3aMHCH, KOJIUYECTBO
eAVHULL XpaHEHUs (OPUTHHAJIOB U KOMUIA);

JUISL DJICKTPOHHBIX ayJIMOBU3YaJIbHBIX JOKYMEHTOB — HOMEDP €IMHUIIBI
XpaHEHUs, WHJEKC WM TPOU3BOJICTBEHHBI HOMEpP, 3arojiIOBOK JOKYMEHTa,
dbamunuio(1) U UHUIMAIBI aBTOPA(OB) U UCTIOJIHUTENS(Ei1); MECTO U AaTy 3alluCH;
TUIl HOCHUTENs; BpeMs 3By4aHUs (IJig ayauo- U BHUJICOJOKYMEHTOB), 00bEM B
Mobaiitax.

3aronoBku (HAa3BaHUS, AaHHOTALMHU) €IWHUI] XPAHEHUS ayJIHMOBH3YalTbHBIX
JIOKYMEHTOB JIOJDKHBI BKJIIOYaTh HAaWMMEHOBAHME W JaTy 3a(UKCHUPOBAHHOTO
COOBITHS, YKa3aHHWE Ha €ro YYacTHUKOB (Hampumep, 3acelaHue KOJUIETUH
(nupexuun) (HauMeHoBaHUe opranu3anuu) ot 17 aBrycra 2021 roaa).

21.8. [lpueMm  ayAMOBH3yaJIbHBIX  JOKYMEHTOB M3  CTPYKTYpPHOTO
NOApPA3JECICHUsI HAa apXHWBHOE XpAaHEHUE IPOU3BOJUTCS HE paHee roja M He
MO3/THEE TPEX JICT MOCIIC COOBITHS, 3aIHCH.

21.9. He momyckaercs mepeada Ha apXHUBHOE XPAHCHHE ayAHOBH3yTbHBIX
JIOKYMEHTOB, 3allMCAaHHBIX Ha (PU3UYECKH 000COOIECHHBIE HOCUTEIN, BKIIFOUEHHBIE
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B COCTaB JIeJia, COJIePKAIero TIOKYMEHThI Ha OyMa)KHOM HOCHUTEJE.

DNEKTPOHHBIA ayANOBU3YAJIbHBIA JOKYMEHT INE€pPEAacTCss Ha AapXUBHOE
XpaHCHUE B YIAKOBKE, PEKOMEHJIOBAHHOW NPOU3BOAUTEIIEM HOCHUTEIS WU
pa3Memnaercs B MHQOPMAIMOHHOW apXUBHOM CUCTeME (MPOU3BOIUTCS MUTPAIIHS).

XXI1l. Opranuzanus ucroJib30BaHUS APXUBHBIX JOKYMEHTOB

22.1. Ucnionp30BaHrEe apXWBHBIX JIOKYMEHTOB OpPTaHU3AIMH JOTYCKAETCs
TOJIBKO TIOCJIE MX OMTUCAHUS U TEXHUUECKOTO O()OPMIICHHS.

22.2. Opransl roCyAapCTBEHHOU BJIACTH, Oprasbl MECTHOTO
caMOyTpaBIeHHUS, roCy/1apCTBEHHbBIE (MyHUITUTIAIBHEIE ) OpraHu3aIuu
MPEIOCTABISAIOT JOCTYN K XPaHALIMMCS B UX apXHBaX JOKYMEHTaM U CIPaBOYHO-
MTOVICKOBBIM CPEJICTBAM K HHUM:

M0 Pa3peIICHUI0 PYKOBOIUTEINSI OPTaHU3AIMN UM UHOTO YTIIOJHOMOYEHHOTO
UM JOJKHOCTHOTO JIUIIA;

B COOTBETCTBHM C JOJDKHOCTHBIMU  OOSI3aHHOCTSIMH  paOOTHHKOB
OpTaHU3AIIHH.

WHble opraHu3amuu MOTYT TPEIOCTABIATh JOCTYI K XPaHSAIUMCS B X
apXWBax JOKYMEHTaM U CIIPAaBOYHO-TIOMCKOBBIM CPEJICTBAM K HUM B COOTBETCTBHH
C JIOKaJIbHBIMU HOPMAaTHBHBIMHU MTPABOBBIMHU aKTaMU OPTaHU3AIIHH.

22.3. loctyn K JOKyMEHTaM apXWBa OpraHu3alliy, SBISIOINIMMCS
HOCUTEIIIMH  CBEJCHHUH, COCTaBIAIONIMX TOCYJAPCTBEHHYI0 WM  WHYIO
OXpaHsSeMyl0  3aKOHOM  TallHy, a TakkKe  COJCp)KalluM  CBEICHHUS
KOH(UICHIMAIBHOTO XapaKTepas?t, 0CyNIeCTBISETCS P HAIMYKMH Y MOJI530BaTENs
JOKYMEHTAIbHO TOATBEPKACHHBIX TpaB Ha TOJyYeHHE COOTBETCTBYIOIIEH
uHpopmaluu  (CBeACHMI), K  JOKyMEHTaM, COJEpXKalllUM  CIY>KeOHYIO
WHPOPMAITMIO OTPAHMUEHHOTO  PACIpPOCTPAHEHHUS, — B COOTBETCTBHH C
JIOKAJTbHBIMA HOPMATUBHBIMU MPABOBBIMHU aKTaMU OpTaHU3aIIUU.

22.4. Opranm3anus 00s13aHa B TUCHbMEHHOM BHJIC YBEJOMIIATH MOJIb30BATESA
O COONIOICHUM peXMMa KOH(DHUICHIIMAILHOCTA B OTHOIICHWU CTaBIICH €My
W3BECTHOW WH(POpMAIUMA, JOCTYIl K KOTOpOH oOrpaHuveH ¢eaeparbHbIMU
3aKOHAMHU.

22.5. Opranuzanusi HE BIpPaBE OTPAHUYUBATH YCIIOBUS HCIIOIH30BAHMS
uHPOpMAIH, TTPEIOCTABICHHOW MOJL30BATENI0 OpraHU3allMed WU MOJyYCHHOM
UM B pe3yJibTaTe CaMOCTOSATEIBHOTO W3Y4YEHHUS AapXWUBHBIX JIOKYMEHTOB, 3a
VCKJIIOUEHUEM CJIy4aeB, IPEIyCMOTPEHHBIX 3aKOHOJATENBCTBOM Poccuiickon

8 yka3 Ipesunenra Poccuiickoit Memeparuu ot 6 mapra 1997 r. Ne 188 «O6 yTBepskaeHUH
[Tepeuns cBeneHnit KOHDHUICHIIMAILHOTO XapaKTepay.
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denepauuy WIM OTOBOPEHHBIX B JOTOBOpPE OpraHu3aluu (COOCTBEHHHMKA WM
BJIa/IeJIbla ApXUBHBIX IOKYMEHTOB) C [10JIb30BATEIIEM.

22.6. PaboTa ¢ JOKyMEHTaMH U CIIPaBOYHO-TIOMCKOBBIMU CPEJICTBAMHU K HUM
B apXMBE OpraHU3allMU OCYIIECTBISETCS MOJ KOHTPOJIEM pabOTHHUKA, BEAYIIETO
apXuB.

22.7. Ilpu HEoOXOAMMOCTH H3TOTOBJICHHE KOMUU C JTOKYMEHTOB apXHBa
OpraHu3allid OCYIIECTBISIETCS C pa3pelieHuss PYKOBOJUTENS OpPraHU3allid WM
MHOTO YIOJTHOMOYEHHOTO UM JIOJKHOCTHOTO JIUIIA.

22.8. B apxuBe opraHm3aiiuy BEIETCS Y4YEeT UCIOJIb30BAHUS JOKYMEHTOB, B
TOM YHCJIE C UCIIOJIb30BaHUEM MH(POPMALIMOHHON apXUBHOW CUCTEMBI.

22.9. Opranmuzamnusi paboThl MOJb30BaTeNe U paOOTHUKOB OpraHU3AIUHU C
JOKYMEHTAaMU B YHUTAIBHOM 3ajie¢ apXuBa OMpEACNsAeTCS B COOTBETCTBUU C
MOJIO)KEHUSIMA BHYTPEHHUX JOKYMEHTOB OpraHU3allid, periaMeHTHPYIOIINX
MOPSAJIOK UCTIONB30BaHUA TIOKyMeHTOB ApxuBHoro ¢onna Poccuiickoiit deneparu
U IPYTUX apXUBHBIX JOKYMEHTOB B OpTraHU3aI1H.

Pa3pemnienne Ha paboTy B UMTAIbHOM 3aji€ WM B MOMEIEHUU apXuBa JaeT
PYKOBOAMTENh OPTaHU3AIMH WIH UHOE YIOJTHOMOYSHHOE JIUILIO.

22.10. B memsx co3maHWs yCIOBHM JUIsi  pabOTHI  TOJIB30BATENCH U
pabOTHUKOB OpraHW3allMi HETMOCPEACTBEHHO B apXWBE OPTraHU3alUd MOXKET
BBIJICTISATHCS TTOMEIIEeHUE (YMTaIbHBINA, MPOCMOTPOBBIA 3aj) AJII O3HAKOMIICHHS C
JOKYMEHTaMHU apXuBa U CIPAaBOYHO-NIOMCKOBBIMHU CPEJICTBAMHU, 00OpYIOBAaHHOE
COOTBETCTBYIOIIMMHU TEXHUUECKUMU CPEACTBAMHU ISl paOOThI C JOKYMEHTaMH.

[Ipy OTCYTCTBMM B apXuMBe OpraHH3alMH CIEHUATbHO BBIJICICHHOTO
noMelieHus:  pabotra  mosib3oBaTeneil ¢ JOKyMEHTaMH  MPOU3BOAMUTCS
HETIOCPEICTBEHHO B palboumx KOMHATax apxuBa. JIOKyMeHTBI mansi paboThI
MIOJTL30BATENISIM BHE ITOMEIIIEHHUS apXUBa OPTaHU3AIMH HE BHIIAIOTCA.

22.11. Pabota mosb3oBaTeneil M paOOTHUKOB OpraHU3AIlMU IO H3YUYEHUIO
7ieJl, TOKyMEHTOB, CIIPAaBOYHO-TIOMCKOBBIX CPEJCTB K HUM B UYHUTAJIbHOM 3aie (Win
WHOM ITOMEILEHUH) OCYIECTBIISIETCS M10/1 KOHTPOJIEM pabOTHUKA apXUBa.

22.12. B apxuBe BeAeTcs KypHal ydeTa IMOCEHICHUN YWUTAIBHOTO 3ajia
MOJIb30BATENSIMHA U PAOOTHUKAMH OpraHU3aluu.

22.13. KonnpoBaHue apXUBHBIX JOKYMEHTOB OCYIIECTBIISICTCS:

0 3aKa3y MOJb30BaTeNIel TEXHUYECKUMU CPEICTBAMH OpTaHn3alny (apXuBa
OpraHu3alun);

CaMOCTOSITENIbHO ~ TOJIb30BAaTENIIMM  apEHAYEMbIMH  TEXHHYECKUMHU
CpeICTBaMH OpraHu3alvu (apXuBa OpraHU3aluN) WIK COOCTBEHHBIM TEXHUUYECKUM
CPEICTBOM B COOTBETCTBHM C TIOJIOKEHUSMU BHYTPEHHHUX JOKYMEHTOB
OpTraHM3alliM, PETIAMEHTUPYIOIIMMHU TIOPSAOK HCIOJIb30BaHUSA JOKYMEHTOB
ApxusHoro gonna Poccuiickoit denepanuu 1 Jpyrux apXuBHBIX JIOKYMEHTOB B
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OpraHu3aluu.

22.14. Ha 0e3B0O3ME3/IHOM OCHOBE H3TOTABIMBAIOTCS KOMWU aPXUBHBIX
JJOKYMEHTOB II0 3aKa3aM OpraHoB TOCYJapCTBEHHOW BJIaCTU U MECTHOIO
caMOYTpaBJICHUs, HAPABICHHBIM B LIEJISIX UCIIOJIHEHUSI UM CBOUX MOJIHOMOYUH B
COOTBETCTBUM C 3aKOHOAATENBCTBOM Poccurickon denepanuu.

22.15. KonupoBaHue  apXMBHBIX  JOKYMEHTOB  OCYILECTBIAETCS  Ha
BO3ME3/THOW OCHOBE Ha OCHOBaHUH JIOTOBOPa™.

B  goroBope Ha oOpraHMzaldi  CaMOCTOATENIBHOTO  KONHPOBAHUS
MOJIb30BATENIEM apEHAYyEMbIMU TEXHUUYECKUMU CPEJICTBAMU OpraHu3aluu (apxuBa
OpraHu3alMy) YKa3blBalOTCS O0BEM KOMUPOBAHUS, CTOMMOCTh YCIYT, Jara u
BpeMsI MPENOCTABJICHUS TEXHUYECKUX CPEJCTB, THUI MPEIOCTABISIEMOTO
TEXHUYECKOTO CPEACTBA, BUJIBI U3TOTABIMBAEMbIX KOMUHN, MIPUBOIUTCS TEepeyYeHb
KOIMUPYEMBIX JIeJI, TOKYMEHTOB C YKa3aHHEM UX apXUBHBIX MIHU(POB.

B ciywyae caMOCTOSITENIBHOTO KOMUPOBAHUS MOJIH30BATEIEM COOCTBEHHBIM
TEXHUYECKUM CPEJICTBOM 3aKJIIOYACTCs IOTOBOP HA OPraHU3aIi0 KOMUPOBAHUS, B
KOTOPOM YKa3bIBaeTCSi 00bEM KOMUPOBAHUS, CTOMMOCTh YCIyT, JlaTa U BPEeMs
MPOBEJCHUS CHEMKH, MPUBOJUTCS MEPEUEHb KOMUPYEMBIX e, JOKYMEHTOB C
YKa3aHUEM UX apXUBHBIX MU(POB, TUI UCTIOIB3YEMOr0 TEXHUYECKOTO CPEICTRA.

PaGoTHuK apxuBa opraHuzainuu odecreuruBaeT KOHTPOJb 32 COXPAHHOCTHIO
KOIMUPYEMBIX JIe]I, TOKYMEHTOB M COOJIIOJICHHEM YCJIOBHI JOTOBOpa B IpoIliecce
CaMOCTOSITETTLHOTO KOIUPOBAHUS IOJh30BaTEIEM COOCTBEHHBIM TEXHUYECKUM
CPEICTBOM WJIM apEHIyEMbIMU TEXHUUYECKMMH CPEICTBAMU OpraHu3aiuu (apxuBa
OpraHu3aIuu).

[Tocne 3aBepiieHUsT KOMUPOBAHUS APXUBHBIX JOKYMEHTOB O(DOpPMITSIETCS aKT
CAAUYU-TIPUEMKH OKa3aHHBIX YCIYT B MPOU3BOJIBHOU (opMme.

[TpoBepka UACHTUYHOCTH M3TOTOBJICHHBIX IOJIH30BATEIEM CAMOCTOSTEIBLHO
KOMUM apXUBHBIX JTOKYMEHTOB MOJJIMHHUKY HE MPOBOJIUTCA U HAIMYUE TaKOU
UJEHTUYHOCTU HE YAOCTOBEPSIETCH.

22.16. Ilpu odopmiileHUH KOMUU PACCEKPEUEHHOTO apXMBHOTO JIOKYMEHTa B
MECTE pACIOJIOXKEHUS COOTBETCTBYIOMIETO TpHuda CEKPETHOCTH Ha KOMUHU
npocrasisiercss mramn «PaccekpedueHo». Takoul ke mTamMm HPOCTAaBISETCS Ha
AJIEKTPOHHOM  KOMHUM  PACCEKPEYEHHOIO0  apXuBHOro  jJokymeHta. [lpu
CaMOCTOSITEJThHOM KOINHUPOBAHUM TMOJIb30BATEIEM PACCEKPEUCHHOTO apXHWBHOTO
JOKYMEHTa paOOTHUK apxuBa OpraHu3aluy, OO0ECIeUHBAIOIIUNA KOHTPOJIb,
pasMeriaeT B MECTE€ pACIIOJIOKEHHUSI COOTBETCTBYIOMIETO Tpuda CEKpPeTHOCTU
3acTaBKy co mrTaMioM «PaccekpeueHoy.

22.17. Komuu apXWBHBIX JOKYMEHTOB BBIJIAIOTCS TIOJIb30BATEIISAM, WX

3 Yacrp 4 ®enepanbHOro 3akona Ne 125-03.
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JIOBEPEHHBIM JIMI[AM WM MOTYT OBITh BBICIIaHbl Ha YKa3aHHbBI UMHU IMOYTOBBIN
azpec.

22.18. ApxuB BeZET y4eT 3aKa30B Ha KOMUPOBAaHHE HA OyMakHOM HOCHUTEJE
WIN B DJIEKTPOHHOM BHUJIE.

XXI1l. UcnosiHeHmne 3an1pocoB

23.1. [To noxymMeHTaMm, XpaHSIIUMCSI B apXUBE OpPTraHU3aIliH, UCTIOTHSIIOTCS
3aIlpOCHI:

COLIMAJILHO-TIPABOBOT0 XapaKTepa;

TEeMaTHUYeCKHEe O  TMPEJOCTaBICHWHM  apXWBHOW  WH(MOpPMALUU IO
oTpeieNIeHHON MpobiieMe, JIUIly, COOBITHIO, (haKTy;

0 pacCeKpeUYMBAHUU APXUBHBIX JOKYMCHTOB, SIBIISIOIIUXCS HOCHTEIISIMH
CBEJICHUH, COCTABIIAIONINX TOCYJapCTBEHHYIO TaiHY.

[Ipn Hamuumu y opraHu3anuu (PUHAHCOBBIX, TEXHUYECKUX M KaJPOBBIX
BO3MOKHOCTEH TPHEM 3alpOCOB W HAMpaBIEHHWE OTBETOB IO pe3yJbTaTaM HX
UCTIOJTHEHHSI OCYIIECTBIISIETCS B (POpPME SIEKTPOHHBIX TOKYMEHTOB.

23.2. Opransl roCyAapCTBEHHOU BJIACTH, Oprasbl MECTHOTO
caMOyTpaBleHUs, TOCYJapCTBEHHbIC (MYHHUIIMMAIbHBIC) OpTaHU3aIlMN OO0S3aHBbI
o0ecreunTh BO3MOXKHOCTH TIpHE€Ma 3alpoOCOB U HAaIPaBJICHHWE OTBETOB IIO
pe3yibTaTaM WX MCIIOJHEHHS MOCPEICTBOM €IMHOI0 TopTaia ToCyAapCTBEHHBIX U
MYHUIIUTIATBHBIX YCIYr JHUOO PEruoHabHOTO TopTaja TOCYJAapCTBEHHBIX U
MYHUITUTIATBHBIX YCITYT, HHBIX TOCYAAPCTBEHHBIX HH(OPMAIIIOHHBIX CHCTEM.

23.3. [locTynmuBmmii B  OpraHW3aldi0  3alpoc  pacCMaTpuBaeTCsi U
UCTIOJIHACTCS] TIPW HAJIMYMA B HEM HAMMEHOBAHUS FOPHUIAYECKOTO JIMIA WU
dammimy, uMeHH, oTdecTBa (MpH HATWYMH) (DU3UUECKOTO JIHIA, MOYTOBOTO H
(MM AJIEKTPOHHOTO aJpeca HHUIMATOPa U TEMBI 3a1poca.

23.4. 3anpoc He MOJICKHUT PACCMOTPEHUIO B CITydasK, €CiIu:

B 3aMpoce OTCYTCTBYET MH(pOopMalus, ykazanHas B myHkre 23.3 [Ipasu;

3arpoc He MOJAAETCs MPOUYTCHHUIO;

OTBET MO CYIIECTBY YKa3aHHOW B 3aIpoce TEMbl HE MOET ObITh JaH 0e3
pasriamieHuss CBEJIEHUH, COCTaBJSIIONIMX TOCYJAapCTBEHHYIO WM  HHYIO
OXpAaHSEMYIO 3aKOHOM TalHY;

3alpoc KacaeTrcs TEMbI, B OTHOIICHHUH KOTOPOW TOJB30BATEI0 paHee
MHOTOKpPATHO JaBaJIMCh MHChbMEHHBIE OTBETHI IO CYIIECTBY, M TPH ITOM HE
MPUBOMSTCS HOBBIC JOBOJBI WM OOCTOSITENbCTBA (PYKOBOAMTENb OpTraHU3AIuU
WJIM WHOE YIOJTHOMOYEHHOE MM JOJKHOCTHOE JIUIO BIIPaBE MPUHATH PEHICHUE O

0 Yacts 5 crateu 14 denepansHoro 3akona Ne 125-®3,
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0€30CHOBATENILHOCTH OYEPETHOTO 3ampoca M MPEKpalleHUU TEPErnucKu I10
JTAHHOMY BOIIPOCY NPHW YCJIOBHMH, YTO YKa3aHHBIN 3alpoC M paHEe HAMpaBlIIeMbIe
3ampOChl HAMIPABISUIMCH B OJIHY U TY K€ OpraHU3aIluio);

B 3aIpoce COACPIKATCSA HEICH3ypHBIE MO0 OCKOPOWTENbHBIC BHIPAKCHUS,
yIpO3bl KU3HHU, 3J0POBbI0 U HMMYIIECTBY pPaOOTHUKOB OpraHU3alluu, a TaKkKe
YJICHOB UX CEMEM;

y TOJb30BaTelsl OTCYTCTBYIOT JOKYMEHTBI, TOJATBEPXKIAIOUIUE €ro
MOJITHOMOYHSI BBICTYNaTh OT UMEHH TPETHUX JIUIl, B OTHOIICHUH KOTOPBIX CleTaH
3anpoc (B ciaydae, €ClIu HE UCTEK CPOK OrpaHUYEHHUs, YCTAHOBJIEHHBIN 4acThio 3
ctatbi 25 @enepanbHoro 3akona Ne 125-D3).

O nmnpuuMHaX OCTaBJIEHUS 3ampoca ©0e3 pacCMOTpPEeHHUsi CcooOIaeTcs
WHUILIMATOPY B CIIydyasx, €CJIM €ro IMOYTOBBIM (AJIEKTPOHHBIN) aapec MojaacTcs
MIPOUTEHHUIO.

23.5. Ha 6e3B03Me31HON OCHOBE UCIIOJIHSIIOTCS:

3aMpoChl COLMAIILHO-TIPABOBOrO XapakTepa — B TeueHue 30 nHel co aHS
pErHUCTpaIiy 3ampoca;

TEMaTUYECKHUE 3alpoChl OPraHOB TOCYAApPCTBEHHOW BIIACTH M OPraHOB
MECTHOTO CaMOYTIPABJICHUS, HAIpPaBIAEMbIC€ B IEJSIX HCIOJHEHHS HUMHU CBOUX
MMOJTHOMOYHI;

3alpoChl O PACCEKPEUMBAHUM APXUBHBIX JIOKYMEHTOB, SIBJISIFOLITAXCS
HOCHUTEIISIMH CBEJICHHM, COCTaBJISIONINX TOCYIapCTBEHHYIO TalHY.

23.6. TemaTuyeckue 3ampochl  IOPUAUYECKUX W (PUBMYECKUX  JIUIL
UCTIOJIHAIOTCS. TPU HAJWMYMH y OpTraHu3anuu (UHAHCOBBIX, TEXHHYECKHX U
KaJIPOBBIX BO3MOXKHOCTEH Ha BO3ME3IHOM OCHOBE™.,

23.7. OTBeTHI Ha 3aMPOCHI MOIH30BATENEH, B TOM YHCIIE OTBETHI Ha 3aMPOCHI
COLIMAJILHO-TIPABOBOTO  XapakTepa, opopmiIsitorcs B (GopMe apXHBHOM CIpaBKH,
apXWBHOM BBITTUCKH, aPXUBHOM KOIHMH, HHPOPMAITMOHHOTO MHChMa.

[Ipu OTCYyTCTBUU HOKYMEHTOB, HEOOXOJMMBIX JUIsl HCIOITHEHHS 3armpoca
COLIMAJILHO-TIPABOBOTO XapaKkTepa, COCTABISETCS OTBET Ha OJaHKE OpraHU3aIliy C
yKa3aHUEM NMPUYUH UX OTCYTCTBUA.

23.8. ApxuBHas crmpaBka odopmirsieTcsi Ha OJaHKEe OpraHu3auu (apxuBa
OpraHu3alyy — MPU HAIUYUK) C 0003HAUYCHHEM Ha3BaHUS («ApPXUBHAS CIIPABKAY),
TIO/IMMUCHIBACTCS PYKOBOJUTENIEM OpPraHU3AlMHA WU WHBIM YIOJHOMOYCHHBIM UM
JIOJDKHOCTHBIM JIMIIOM M 3aBEpseTCs NedyaThio opranusamnuu (nmpuioxenue Ne 29 k
[IpaBunam). ApxuBHasi CHOpaBKa, TIOATOTOBICHHas B (QopMe DIEKTPOHHOTO
JIOKyMEHTa, TIOJIUACHIBAETCA YCUJICHHOW KBAJIU(DHUIIMPOBAHHON 3JIEKTPOHHOU
NOJMUCHI0 WIH YCUJICHHOW HEKBATU(PUIIMPOBAHHOW AJIEKTPOHHOW TMOIIHUCHIO,

1 Yacts 4 crathu 26 denepansHoro 3akona Ne 125-®3,
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ceptuuKaT KJIOYAa [POBEPKH KOTOPOM CO3AaH M HCHOJIb3yeTcs B
uH(PaCTPYKTYypE, o0ecreunBaroIei MH()OPMAITMOHHO-TEXHOJIOTHUECKOE
B3aUMOJIECTBHE UH(DOPMALIMOHHBIX CUCTEM, HCIOIb3YEMBIX JJIS MPEIOCTABICHUS
rOCYJapCTBEHHbIX W MYHULMIAIBHBIX YCIYr B JJIEKTPOHHOH (dopme, B
ycraHoBieHHOM  IIpaBurensctBoM  Poccuiickorn — ®depepauuu  NOPSIKE,
HaIpaBJIEHHOTO C UCIOJIb30BaHUEM HH(POPMALMOHHO-TEIEKOMMYHHUKAIMOHHON
cetu «HTEpHETY, BKIIOYas (enepalibHyl0 TOCyIapCTBEHHYI0 MH(DOPMALIMOHHYIO
cucteMy «EIWMHBIA mOpTam TOCYJAapCTBEHHBIX M MYHUIUNAIBHBIX YCIIYT
(byHKIIHIT)Y.

B Tekcre apXuBHOW CIPaBKH B XPOHOJIOTMYECKOW IOCIENOBATEIBHOCTU
U3JIararoTcs COOBITHA C YKa3aHUEM BUJIOB MCHOJIb30BAHHBIX JOKYMEHTOB, UX JaT U
HOMEpPOB. B apXuBHOM CIpaBKe TOMyCKAETCS HUTUPOBAHHUE TOKYMEHTOB.

B TekcTe apXuBHOW CIpPaBKM JAaHHBIE BOCIPOU3BOAATCSA TaK, KaK OHU
U3JIO)KEHBl B apXMBHBIX JIOKYMEHTaX, a PACXO0XKICHMs, HECOBIAJICHUI U
HETOYHOCTH HAa3BaHUsS, OTCYTCTBUE HMMEHM, OTYECTBA, MHUIHMAJIOB WU HAINYUE
OJTHOTO M3 HUX OrOBAPUBAIOTCA B TEKCTE CHPaBKHU B cKOOKax («Tak B JOKyMeHTe»,
«Tak B Tekcre opurumHana»). B mnpuMeyaHusix MO TEKCTYy apXUBHOW CIIpPaBKH
OrOBapHBAalOTCSd  HEpa30OpUMBO  HANMCAaHHbBIE,  HWCIPABIEHHBIE  aBTOPOM
(co3mareneM TOKyMEHTA), HE MOJAAI0IINECs TPOUYTEHUIO MECTa TeKCTa JOKyMEeHTa
(«Tak B TekcTe opuruHaigay, «B TekcTe Hepa30OpUMBO»), a TAKKE HAJIUYHUE WU
OTCYTCTBHE OTMETKH O 3aBEPEHUM JOKYMEHTOB, IOCIYKUBUIMX OCHOBAHHMEM IS
COCTAaBJICHHUSI OTBETA.

B Tekcre apXuBHOM CIPaBKH HE JOOIYCKAIOTCS W3MEHEHUS, WCHIPABICHUSA,
KOMMEHTapuH.

B apxuBHOI cnipaBke JOJIKHBI ObITh YKa3aHbl apXMBHbIE IIU(PEI U HOMEPA
JUCTOB €JWHULl XPAHECHHS JOKYMEHTOB, SIBISIBLIMXCS OCHOBAaHUEM IS €€
COCTaBJICHUS.

B apxuBHOI cripaBke, 00beM KOTOPOW MPEBBIIAET OJWH JIUCT, BCE JIUCTHI
JIOJKHBI OBITh MPOILIUTHL, IPOHYMEPOBAaHbI U 3aBEPEHBI IIEYATHIO.

23.9. ApxuBHasi BbHIMHCKAa odQopMisieTcss Ha OJaHKE OpraHU3alUHA C
o0o3HaueHuEeM Ha3BaHUs («ApXHUBHAs BBINKCKA») U JIOCJIOBHO BOCHPOU3BOIUT
YacTh TEKCTa apXHUBHOIO JIOKYMEHTAa, OTHOCAILYIOCA K OINpEAECIICHHOMY (akry,
COOBITHIO, JIMITY, C YKa3aHUEM apXUBHOTO mKdpa u HoMepa(oB) JIMCTOB €AUHUIIBI
XpaHeHUsl. ApXUBHAs BBIINUCKA 3aBEPSETCA PYKOBOAUTEIEM OpPraHU3aLUM WIIA
UHBIM YIOJHOMOYEHHBIM UM JOJDKHOCTHBIM JIMIIOM H 3aBEpSETCS I1€4YaThio
OpraHu3zaluy. ApxXHUBHas BBIIUCKA, IMOATOTOBICHHas B (opMe 3JIEKTPOHHOTO
JOKYMEHTa, TOJIUCHIBACTCS YCHJICHHOW KBaTH(PUIMPOBAHHOW 3IEKTPOHHOU
NOJMUCHI0 WIA YCUJICHHOW HEKBaTU(UIIMPOBAHHON 3IEKTPOHHOW MOIMHUCHIO,
cepTuuKaT KJIOYa IPOBEPKHM KOTOPOW CO3MaH M HCMOJIB3YyeTCs B
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uHpPaCTPYKTYypE, o0ecreunBaroIei MH()OPMAITMOHHO-TEXHOJIOTHUECKOE
B3aMMOJICCTBHE MH(POPMAIIMOHHBIX CUCTEM, UCIOJb3YEMBIX ISl IPEIOCTABICHUS
TOCYIapCTBEHHBIX M MYHULMINANBHBIX YCIYr B OJJIGKTPOHHOH (opme, B
ycrtaHoBiieHHOM  [IpaButensctBoM  Poccmitickonn ~ @enepanmu  MOpSAAKe,
HaIpaBJIEHHOTO C UCIOJIb30BaHUEM HH(POPMALMOHHO-TEIEKOMMYHHUKAIMOHHON
cetu «MHTEpHETY», BKIItOUas QeAepalbHy0 roCyJapCTBEHHYIO0 MH()OPMAIMOHHYIO
cucteMy «EIWHBI mOpTam TOCYJApCTBEHHBIX M MYHUIUNAIBHBIX YCIYT
(byHKIIHIT)Y.

Havano u xoHen KaXJ0ro M3BJIEYECHHS U3 ApXUBHOI'O JTIOKYMEHTA, & TAaKXKe
IPOIYCKH B €ro TEKCTE OTAENIbHBIX CJIOB O0O3HAYAIOTCS B APXUBHOM BBIIHCKE
MHOTOoTOuYrEeM. OCOOEHHOCTH TEKCTa APXUBHOTO JJOKYMEHTA, BOCIIPOU3BOIMMOIO B
apXMBHOM BBIITUCKE, OTOBAPUBAIOTCS TaK ke KaK K TEKCTYy apXUBHOM CIPABKHU.

OdopmiieHre apXWBHOW BBIMUCKH OCYLIECTBJSETCS IO aHAJIOTHUU C
apXWBHOM CIIPaBKOM, IpeIycCMOTpeHHOE TyHKTOM 23.8 [IpaBui.

23.10. ApxuBHasi KOIHS, BOCIPOM3BOJAIIAS TEKCT apXUBHOI'O JIOKYMEHTa
WM ero wu300paXeHue, H3rOTOBISETCSs Ha OyMaXHOM Hocutene Jubo B
AJIEKTPOHHOM BHUJIE C YyKa3aHUEM apXUBHOro mmudpa U HOMEpa(OB) JHUCTOB.
ApxuBHass Komusi Ha OyMa)XHOM HOCHTENE 3aBepseTcs pPYyKOBOAMTEIEM
OpraHu3allid WA HHBIM  YIOJHOMOYEHHBIM MM JOJDKHOCTHBIM  JIMLIOM,
U3TOTOBJIGHHAass B  JJEKTPOHHOM  BHJE€ —  MOJINUCHIBAETCS  YCHIIEHHOM
KBTU(PUITUPOBAHHON DIIEKTPOHHOMN MOJITUCHIO WIIA YCUJICHHOMN
HEKBAJTU(UIIUPOBAHHON 3JEKTPOHHON MOAMMCHIO, CEPTUPUKAT KIFOYa MPOBEPKHU
KOTOpPO cO3MaH M HCHOJb3yeTcss B UHPPACTPyKType, oOecrneunBaromei
UH(POPMAITMOHHO-TEXHOJIOTUYECKOE B3aUMOJICHCTBUE MH(POPMALMOHHBIX CHCTEM,
UCIIOJIB3YEeMBIX JIJISl IPEIOCTaBICHUS TOCYIapCTBEHHBIX U MYHUIIMIAIbHBIX YCIYT
B DJIGKTpOHHON Qopme, B ycraHoBieHHoOM [IpaBurensctBoM Poccuiickoit
denepanuy MOPSAKE, HANPABJICHHOTO C HCIOJIb30BAHUEM HH(POPMAIIMOHHO-
TeJIeKOMMyHUKalMOHHON  cetn  «WHTepHeT»,  Brioyas  deaepalbHyIo
rOoCyAapCTBEHHYIO UH(OPMAITMOHHYIO CUCTEMY «Enunbrit nopran
TOCYJapCTBEHHBIX M MYHHUIIUTIAIBHBIX YCIYT ((DyHKITAN ).

Nwms ¢aiina apxuBHOW KOMWHM, MPEAOCTABIIEMONW B (pOopMe 3IEKTPOHHOTO
JIOKYMEHTA, TOJKHO COJEPKATh apXUBHBIN MM(p JOKYMEHTA.

23.11. OtBeThl Ha 3ampochl (ApXWBHBIC CIIPABKH, APXHUBHBIC BBITUCKUA H
apXUBHbIE KOIUN):

HAIPaBJSIIOTCSA  3asIBUTENSIM C  CONPOBOJUTENBHBIM ITMCBMOM IO IIOYTE,
UH(POPMAIIMOHHO-KOMMYHHUKALIUOHHBIM CETSIM;

BBIAIOTCS TOJ PACHUCKY 3asiBUTENIO (MpU MNPEAbSIBICHUU JIOKYMEHTA,
YAOCTOBEPSIOLIETr0 JUYHOCTD) WM MPU NPEABIABICHUH JOBEPEHHOCTH.
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23.12. ApxuBHas crpaBKa, apXWBHAs BBIMKMCKA, ApXUBHASI KOMHS WIIA OTBET
00 OTCYTCTBHH 3aNpaIlIMBAEMbIX CBEJCHUH, MPEIHA3HAUCHHBIC JIJIs1 HAITPaBJICHUSI:

B rocyjapcrtBa — yuacTHUKM CHI' — BBICBUIAIOTCSI HEITOCPEICTBEHHO B aJpec
3asIBUTEIIS;

B MHBIC TOCYJapCTBa — HAIMPABIISAIOTCS B COOTBETCTBYIOIINI (pemepatbHbIMA
OpraH HMCIIOJHUTEIBHONW BJIACTH COOTBETCTBYIOIIECTO TOCYJIApCTBa, HAIPABHBIIHMA
3ampoc.

23.13. UndopmarimoHHOE THCHMO O HAJIWYUU (OTCYTCTBHH) B apXHBE
opranu3anud HWHPOPMAIMKM TIO 3alpaliuBaeMOil TeMe WM CBEJACHUH O
MECTOHAXO0XJICHUN COJIEPKAIINX €€ TOKYMEHTOB, MM O MEPEChUIKE 3ampoca Mo
NPUHAUIKHOCTY B COOTBETCTBYIOIIYIO OpraHH3alMio, WJIM IO BOIMpOCaM
OKa3aHMUS BO3ME3JHBIX YCIYT, WJIH O PAacCEKPEUYMBAHUU APXHMBHBIX JTOKYMEHTOB,
SIBJITFOIIMXCS HOCUTEIISIMU CBEJICHHM, COCTABIISAIONIUX TOCYJApPCTBEHHYIO TaifHY,
odopmisieTcss Ha OJlaHKe OpraHu3aly (apXyWBa OpraHU3AIMHU — MPU HATUYUHN) U
MOJNUCHIBACTCA PYKOBOJUTENIEM OpraHU3allud WM HUHBIM YIOJIHOMOYEHHBIM UM
JOJDKHOCTHBIM ~ JiIIOM.  [IucekmMo, HampaBisiemoe B (OpMe AJIEKTPOHHOTO
JIOKyMEHTA, 3aBEPSCTCS DJICKTPOHHOHN MOAMKUCHIO PyKOBOAUTEIS OPTaHU3AINN HITH
MHOTO YIOJTHOMOYEHHOTO UM JIOJDKHOCTHOTO JIUIIA.

23.14.Ilo cornacoBaHUIO C IMOJb30BAaTEIEM OTBETHl Ha TEeMaTHYECKUE
3aMpOChl MOTYT MIPEIOCTABIIATLCS TAK)KE B BUJIC:

CUCTEMATU3UPOBAHHOTO  KPAaTKOTO WM AHHOTUPOBAHHOTO  TEPEYHs
3aroJIOBKOB apXHMBHBIX JIOKYMEHTOB WIIM €IMHMI] XpaHECHUs (CAMHMI] ydeTa) IO
OTIPEJICIICHHON TeME C YKa3aHUEM HX JaT U apXUBHBIX MU POB;

TEMaTUYECKOTO 0030pa apXUBHBIX JTOKYMEHTOB.

XXIV. [Iy6ankanusi M IKCIIOHNPOBAHHUE APXUBHBIX JOKYMEHTOB,
OpraHu3anus NHPOPMALMOHHBIX MEPONPUATHIA

24.1. Opranuzaiys BIpaBe OCYIIECTBISATh, B TOM YHCJIE Ha OCHOBAaHUU
JIOTOBOPOB BO3ME3THOIO OKa3aHUs YCIIyT:

NOJATOTOBKY ITyOJIMKAIMil ¥ 3KCIIOHUPOBAHUE APXMBHBIX JOKYMEHTOB U UX
KOITMI;

OPEIOCTaBICHUE  apXHUBHBIX  JOKYMEHTOB  HAa  MH(POPMALMOHHBIX
MEPOTNPUATUAX (KOHPEPEHIUAX, KPYIJIBIX CTOJIaX, MPE3eHTAIUSIX, IKCKYpPCHUSX,
JEKIUSAX, BCTpedax ¢ OOIIECTBEHHOCTbHIO, JHSIX OTKPBITHIX JIBEPEH, YPOKOB), B TOM
YHCIIE C UCII0JIb30BAHUEM MH(POPMALIMOHHO-TEIIEKOMMYHHUKAIIHOHHBIX CETEH.

24.2. DKCcrIOHUpYEMble TOUIMHHUKH ApXWBHBIX JOKYMEHTOB W (WJIHM) HUX
KOIIMHM BHE 3aBHCHUMOCTH OT (POpMBI MyOIMYHOTO MPEACTABICHUS TOJIKHBI OBITH
CHaOXEeHbl AHHOTALMEW C Ha3BaHHWEM JOKyMEHTa, AaTOW CO3JaHusi, KpaTKoOu
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nHpopManuel, BKIIOYAIONICH B ciydyae HEOOXOAUMOCTH pacmi(poBKy TeKCTa
JIOKYMEHTA WJIA €T0 YaCTH, CBEJICHUM O PaCCEKPEUNBAHUN U apPXUBHBIM MIH(DPOM.

XXV. Pa6oTa ¢ apXMBHbIMH T0OKYMEHTAMM, SIBJISIIONIMMUCSH HOCUTEJISIMH
CBe/IeHUIl, COCTABJIAIIINX IOCYA1aPCTBEHHYI0 TAHHY

25.1. PykoBoguTenb  OpraHu3aliid, HaJAENEeHHbI TMOJHOMOYHUSMU IO
OTHECEHHIO CBEJICHUI K TOCYapCTBEHHOM TaifHEe, OpraHu3yeT MPoBeIeHUE padoT ¢
apXUBHBIMU JOKYMEHTaMH, SIBJISTFOLLIAMUCS HOCHUTEJISIMA CBEJICHUI,
COCTABJSIIOIINX TOCYJIapCTBEHHYIO TalHy (Jajiee — CEKpEeTHbIE apXUBHbBIC
JIOKYMEHTBI), B TOM YHUCJIE:

OCYIIECTBJIICHUE KOHTPOJISI 32 CPOKAMU OTPaHUUYCHHS JOCTYINa K CEKPETHBIM
apXUBHBIM JOKYMEHTaM;

pacCeKpeurMBaHUE  CEKPETHBIX  APXUBHBIX  JOKYMEHTOB B  CpPOKH,
YCTaHOBJICHHBIE MIPU UX 3aCEKPECUYMBAHUM.

25.2. PaboTa mo pacceKkpeyrBaHUIO CEKPETHBIX APXUBHBIX JTOKYMEHTOB B
OpraHU3alHMHU OCYHICCTBIACTCI KOMHUCCUOHHOY,

25.3. Pa3mernienue, XxpaHeHue, MPOBEACHUE TPOBEPKU HATTUYHS U COCTOSTHUS
aApXUBHBIX JOKYMEHTOB, SBIAIOIINXCS HOCUTEISAMHU CBEICHUM, COCTABIISIIOIINX
rOCYy/IapCTBEHHYIO TailHy, a TaKX€ UX Y4YeT OCYUIECTBIISICTCSI B OpraHU3alluu B
COOTBETCTBUM C 3aKOHOAATEIHCTBOM Poccuiickont deaepanuu 0 rocy1apCTBEHHOM
TaHe".

YacTHYHO pPACCEKPEUYCHHBIE E€IMHULBI XPAHEHUS CEKPETHBIX aAPXUBHBIX
JIOKYMEHTOB XPaHATCSI B COOTBETCTBUM C TpPEeOOBAHMUSIMHU, YCTaHOBJIECHHBIMU
rnaBoit XXV Ilpasun.

25.4. TlpocTapineHue Ha TEPBUYHBIX CPEJICTBAX XPaHCHHS M Ha CaMUX
CAVHUIIAX XpaHEHUs (EIMHMUIAX YuYeTa) CEKPETHBIX AapXWUBHBIX JIOKYMEHTOB
mramMrnoB «PaccekpedeHo» WM OTMETOK «C» (CEKPETHO), «cC» (COBEPIICHHO
CEKPETHO), «OB» (0CO00M Ba)KHOCTH) OCYIIECTBIISIETCS B TOPSIKE BBITTOJHEHUS
CJIy>K€OHOT0 3aJjaHusl U TOJIbKO MOCJIE€ BHECEHUSI COOTBETCTBYIOIIUX U3MEHEHUN B
YYETHBIE JOKYMEHTHI (IyHKT 25.8 [IpaBun):

M0 pe3yJibTaTaM NPOBEJICHUSI PACCEKPEUMBAHUS CEKPETHBIX apXUBHBIX
JOKYMEHTOB B COOTBETCTBUU C MyHKTamH 25.6 — 25.8 IIpaBun — B TeueHHE TpeX
MECSIIEB C MOMEHTAa TMPHUHATHS PEUIEHUS O PACCEKPEUYMBAHUU CEKPETHBIX
apXUBHBIX JJOKYMEHTOB;

IIPU 3aCEKPEUYMBAHMM — B CPOKH, YCTAHOBJICHHBIE 3aKOHOJATEIbCTBOM

2 Crates 15 3akona Poccuiickoit ®eneparuun ot 21 wmroms 1993 r. Ne 5485-1 «O
roCyapCTBEHHOW TAlHEY.
43 3akon Poccuiickoii ®enepannu ot 21 utonsg 1993 r. Ne 5485-1 «O rocymapcTBeHHOI TaitHE.
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Poccuiickon @enepanuu 0 rocy1apCTBEHHOM TaliHE.

25.5. Onucu nen, MTOKYMEHTOB M €IMHHIIBI XpaHCHHs (CIUHMIBI yYeTa)
CEKPETHBIX AapXMBHBIX JIOKYMEHTOB, a TaKXe HX YUYETHbIE JIOKYMEHTBI
0003Ha4YaOTCSI OTMETKAMH «C» (CEKPETHO), «CC» (COBEPIIEHHO CEKPETHO), «OB»
(0co0o¥ BaXXKHOCTH), KOTOPBIE SIBISIFOTCS CIIYKEOHBIMU M HE BXOJAST B apXUBHBIN
QP eTUHUALIBI XpaHEeHUs (€AMHUIBI YUETa).

[Ipu Hanmuuuu B OMHUCH JEN, JOKYMEHTOB, €IUHUIIC XpaHEHUs (eAUHHIIC
ydera), Hapsgay C CEKPEeTHBIMH AapXWBHBIMU JOKYMEHTaMH, HECEKPETHBIX
(pacceKkpeyeHHBIX) TOKYMEHTOB, ONUChH JI€J, JOKYMEHTOB WU €IMHHULIA XPaHEHHS
(eIMHHMIIA y4yeTa) MOMEYAIOTCA B YYETHBIX JOKYMEHTAaX OTMETKOW «Cu», KOTOpas
ABJISIETCSL CIIY’KEOHOW M HE BXOJUT B APXUBHBIM MHUGP EIUHUIBI XPAHCHUS
(eIMHHULIBI yUueTa).

25.6. [Ipu paccekpeunBaHUM:

BCEX CJMHMI] XpaHEHUs (eAMHMI] Yy4eTa) IO CEKPETHOW OIucHu Je,
JIOKyMEHTOB OIMCh PACCEKPEUMBACTCS, MEPEJAeTCs Ha OTKPHITOE XpaHEHHE U
YUUTBIBaeTCs B JIUCTE (POHIA 32 TEM KE HOMEPOM, HO 0€3 OTMETKHU «C», «CC» WU
«oB». IIpn 3TOM Ha 0010KKE U TUTYJIHHOM JIUCTE OMHUCH JI€1, TOKYMEHTOB OTMETKA
«C», «CC» WIIM «OB» 3aYEPKUBAETCSA, & B IPABOM BEPXHEM YTy MPOCTABISIETCS
wramn «PaccekpeueHoy;

YacTH €AWHMI] XpaHeHus (EIMHHUIl yd4eTa) MO CEKPETHOM ONUCH Jel,
JIOKyMEHTOB Ha PACCEKPEUCHHBIE CEKPETHBIC apXUBHBIC JIOKYMEHTBI COCTaBIISETCS
OTJIeJIbHAS OMHKCH JIeTl, IOKYMEHTOB, HOMEpa €IUHUI] XpaHEeHUs (SAUHUI] yYeTa) B
KOTOpOM oOcCTaloTcs nNpekHHUMH. HoBas omnuck 1en, JOKyMEHTOB BMECTE C
PACCEKpPEUCHHBIMU CEKPETHBIMU apXHMBHBIMU JOKYMEHTAMHM MepeaeTcss Ha
OTKpPBITOE XPAHEHHE, YUUTHIBAETCSA B JIUCTE (POHAOB 3a TEM K€ HOMEPOM, UTO H
CEKpeTHasi, HO 0€3 OTMETKH «C», «CC» HUIIU «OBY;

OJIHOTO WJIM HECKOJIbKUX CEKPETHBIX apXUBHBIX JOKYMEHTOB B COCTaBe
CIMHUIIBI XpaHEHUsI (€IMHUIIBI YUeTa) OHA OCTACTCS HA CEKPETHOM XPaHEHHH.

25.7. ®akT  pacCeKpeyMBaHUSA  CEKPETHBIX  ApXUBHBIX  JIOKYMEHTOB
dbukcupyercs B rpade «[Ipumedanusy mrammnom «PaccexkpedeHoy:

HAIpOTHB 3arojOBKOB PACCEKPEYEHHBIX M YAaCTUYHO pPaCCEKPEYEHHBIX
€AMHMI] XpaHEHUs (€JUHUL y4YeTa) B OMMCIX eI, JOKYMEHTOB, OCTAIOIIUXCS Ha
CEKPETHOM XpaHEHUHU;

BO BHYTPEHHEH OMHUCH €UHUIBI XpaHEeHUs (€IMHHULIBI yUeTa) Jiena, a pHu ee
OTCYTCTBUHM — B JIUCTE-3aBEPUTENIE C YKAa3aHUEM HOMEpPOB PaCCEKPEYEHHBIX
JIUCTOB.

25.8. VI3MeHeHus B yYETHBIE JOKYMEHTHI IO pe3ybTaTaM pacCeKpeUUBaHUS
CEKPETHBIX APXUBHBIX JOKYMEHTOB, IIPOBEJIECHHOIO B COOTBETCTBHHM C ITYHKTOM
25.6 IlpaBun, BHOCATCSA Ha OCHOBAaHMM AaKTa O pPACCEKPEUYMBAHMM aPXHUBHBIX
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JOKYMEHTOB B TEYEHUE TpPEX MECALEB II0CIE MPUHATUA PELICHUA O
PaCcCEeKpEUrBaHUH.

Ilocne paccexkpeuumBaHuss K ONHUCSAM JI€J, JOKYMEHTOB OTKPBITOIO U
CEKPETHOI0 XpAHEHUs COCTAaBJSIOTCS HOBBIE HWTOTOBBIE 3amucu 00 o0bemax
(aKkTHUYeCKM YYTEHHbIX B HHMX E€IMHULl XpaHeHUs (eauHul ydera). PaGorta mo
BHECEHUIO H3MEHEHUN B YUYETHBIE JOKYMEHTBI IIPOBOAMTCS B MOPSAKE
BBITNIOJIHEHUSI CITYKEOHOI0 3aJaHusl.

25.9. Ilpu 3acexpeurnBaHUN ApXUBHBIX JOKYMEHTOB Ha OCHOBAHHMU PELICHHUS
00 OTHECEHHUM CBEACHUN K TOCYJIapCTBEHHOU TailHE, MPUHATOTO PYKOBOAUTEIEM
OpraHW3alyy, HAJCICHHBIM IIOJJHOMOYMSAMHM II0 OTHECEHHIO CBEICHUM K
rOCyJJapCTBEHHOM TaWHE, COOTBETCTBYIOIIME H3MEHEHHUS BHOCSTCA B YYETHBIC
JOKYMEHTBl B CpPOKHM, YCTaHOBJICHHbIE 3aKOHOJATEILCTBOM Poccuiickon
denepanuu 0 rocy1apCTBEHHOU TalHE.

XXVI. U3bsiTHE apXUBHBIX TIOKYMEHTOB

26.1. V3psiTHE TOKYMEHTOB U3 apXMBa OPraHU3AINH IOy CKAETCS:

TI0 PEUIEHUIO CyIe€OHBIX U (MIIM) IPaBOOXPAHUTEIBHBIX OPraHoB**,

0 TMHCHbMEHHOMY OOpaIleHUI0 TpaKJaHWHA O BO3BpaTe €My He
BOCTPEOOBAaHHBIX B CBOC BPEMs TOJIJTMHHBIX JIMYHBIX JOKYMEHTOB O TPaXKIaHCKOM
COCTOSIHUM, 00pa30BaHMM, WICHCTBE B OOIIECTBEHHBIX OPTraHU3AIUSAX, a TAKKE
Harpai, TpyJA0BBIX KHUKEK, METUIIUHCKHUX KapT.

26.2. [logiiHHEBIE  JIMYHBIE JOKYMEHTHI  BBIAAIOTCS  TPaXAaHUHY C
paspemieHus] PYKOBOJIWTENS OpPTaHWU3AlWH WIH HWHOTO YIMOJTHOMOYEHHOTO UM
JOJDKHOCTHOTO JIMIIA TIO TPETBSIBICHUU TMACIOpTa WM WHOTO JIOKYMEHTA,
YJAOCTOBEPSIONIETO JIMYHOCTh, JUOO €ro pOACTBEHHUKY IO TPEIbSBICHUN
JIOKyMEHTa, TOJTBEP)KIAIOIIET0 POACTBO, WM WHOMY JIUILy 1O JOBEPEHHOCTH,
o(OpMIICHHOW B YCTaHOBJICHHOM 3aKOHOJaTelbcTBOM Poccuiickoit denepanuu
nopsxe™.

26.3. C wu3pIMaeMbIX JOKYMEHTOB W3TOTABIMBAIOTCS KOIWU, KOTOPHIE
3aBEPSIOTCS TIOJMUCHI0 PAa0OTHHKA, BEAYIIETO apXWB, W TEUYATHIO OpPTaHU3AIuU

4 Crarpa 183 YronosHo-mpoleccyanbHOro kojekca Poccuiickoit Menepanun ot 18 nexadps
2001 r. No 174-®3 (CobOpanue 3akoHomatenscTBa Poccuiickoit ®eneparu, 2001, Ne 52,
ct. 4921).

®T'mapa 10 I'paxmanckoro kogjekca Poccumiickoit ®eneparuu (uacts mnepsas) (CoGpanue
3akoHosaTenscTBa Poccmiickoit Denepammu, 1994, No 32, ct. 3301; 2017, Ne 14, ct. 1998);
OcHoBbl 3akoHozaTenbeTBa Poccuiickoit @epepanuu o Hotapuate oT 11 ¢eBpans 1993 r.
No 4462-1 (Benomoctu Cwesna HapoaHbIX aemyTatoB Poccuiickoit ®denepanuu u BepxoBHOTO
Cosera Poccuiickoit ®enepammu, 1993, Ne 10, cr. 357; CoOpaHme 3aKOHOAATEILCTBA
Poccutickoit @eneparuu, 2019, Ne 30, ct. 4128).
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Wi apxuBa (€CIM apXWB SBISIETCS CTPYKTYPHBIM TOJPA3CICHUEM) U
MPUOOIIAIOTCSA K COOTBETCTBYIOIIEH SIMHUIIC XPaHEHUSI.

26.4.B cmydae Bo3BpaTa JIOKYMEHTOB W3 CYIeOHBIX U  (Win)
MIPABOOXPAHUTEIBHBIX OPTraHOB, OHHU TOJAKIAJIBIBAIOTCS HAa MECTO MPEKHETO
HAXOXJCHUS, a U3TOTOBJICHHBIC C HUX KOITMH, €CIIM OHU COCTAaBJISIOT OTICIBHYIO
CAMHHMITY XPaHCHUS, UCTIOJIB3YIOTCS KaK (DOH MOJIb30BaHUS, & €CIU TPEICTABIISIOT
c000ii OT/IETBHBIC JINCTHI STUHUIIBI XPAHEHUS — YHHUTOXKAIOTCS.

26.5. IspsTie  (BO3BpaT) JOKYMEHTOB W3  apXuBa  OpTaHHU3AIUU
opopmisieTcss akToM. AKT W Jpyrue JAOKYMEHTHl, Ha OCHOBAHHH KOTOPBIX
IIPOU3BENICHO M3BATHE (BO3BPAT), BKIIOYAIOTCS B COOTBETCTBYIOIIEE A€o (oHIA.
W3bsatre (Bo3BpaT) JOKYMEHTOB M MX 3aMEHA Ha KOMHH OTPAKAIOTCS B YUETHBIX
apXUBHBIX IOKYMEHTaX.

XXVII. CnpaBo4HO-IOMCKOBBIE CPEACTBA K IOKYMEHTaM APXUBHOIO (poHAa
Poccuiickoin Pepepauuy U APyruM apxXuBHBIM JOKYMEHTAM OpPraHHu3aluu

27.1. CocTaB CIpaBOYHO-TIOMCKOBBIX CPEICTB OMPENETSETCS COCTaBOM U
COJIEp’KaHUEM XPAHSIINXCS B HEM JIOKYMEHTOB, XapakTepoM, 3ajlayaMH MOUCKA U
WHTEHCUBHOCTBHIO UCITOJIb30BAHUS JJOKYMEHTOB.

OcHoBHBIM (00sI13aTE€NILHBIM) APXWBHBIM CIIPABOYHUKOM SIBJISIETCS OIKCh
nen, JAOKyMEHTOB. OO0si3aTelbHBIM apXMBHBIM CIIPABOYHMKOM OpraHu3aIuil —
MCTOYHHUKOB KOMIUIEKTOBAHUS TAK)KE SIBIIAECTCS UCTOPUYECKAsi CIIpaBKa K (POHITY.

B nomonHeHwe BemyTcsi BCIIOMOTATENbHBIE APXWBHBIC CIPABOYHUKH —
KaTaJloTH, yKa3aTellu.

Uctopuueckas chnpaBka K (QOHAY B OpraHu3alusx, HE SBISIIOLUIUXCS
UCTOYHUKAMHU  KOMIUJIEKTOBAHUS, SBISAECTCS  BCIOMOTATEIbHBIM  apXHBHBIM
CIIPaBOYHUKOM.

27.2. Uctopuueckas crnpaBka K (OHIY COCTOUT U3 TPEX Pa3eioB: UCTOPUS
dbonmo00pazoBarens, OTpakawIas HCTOPUIO OPTraHM3alMUd CO CChUIKAMH Ha
COOTBETCTBYIOIIIME 3aKOHOAATEIbHbIE U HOPMAaTUBHbBIE aKThl (JaThl 0Opa30BaHMUS,
W3MCHCHUM B HAaWMCHOBAHWH, PEOPTaHUW3alld{, JIMKBUIAIUH, BEIOMCTBEHHYIO
MPUHAJJICKHOCTh, CTPYKTYPY U (DYHKIIMHU, UX U3MEHEHUS, Ha3BaHHE OpraHU3allun-
npelecTBeHHNKA), uctopus ¢ouaa (00beM, KpailHUE JaThl JOKYMEHTOB, CTETICHb
WX COXPAaHHOCTH, JaThl Tepefadyd JOKYMEHTOB Ha IOCTOSHHOE XpaHEHHUE) U
XapaKTEPUCTHKA JOKYMEHTOB (oHAA (PA3HOBUIHOCTH JOKYMEHTOB, OCOOCHHOCTHU
dbopMHUpOBaHUS €AWHUI] XPAHCHHUS] U UX CHCTEMATH3allid, HAIMYUE TOKYMEHTOB,
BBIXOJSIIIUX 32 XPOHOJIOTHMUYECKHE TPAHMIIBI JCSITEIHHOCTH (hOoHI000pazoBaTers,
COCTaB CIPAaBOYHOTO ammapara K (OHIY, MECTO XpaHCHHS JOKYMEHTOB IIO
JUYHOMY COCTaBY).



66

HcTtopuueckas crnipaBka K OHIY MOANUCHIBACTCS] COCTABUTEIEM.

HcTtopuueckas cnpaBka K (OHAY COCTaBISETCS B ABYX IK3EMIUISpaX, OJUH
Xpanutcss B jgene (GoHIA, BTOPOW — TEpenaeTcss B TOCYAapCTBEHHBIN
(MyHUIIMTIANIBHBIN) apxuB. JlomyckaeTcsi BeZeHHEe NCTOPUUYECKON CTIpaBKH K (GOHTY
B 3JIEKTPOHHOM BHJIE.

XXVIII. Ilepenaya 10KyMeHTOB OPraHM3alMU HA XpPaHEHUE B
rocy1apCTBeHHbIH (MyHHMUMNIAJIbHBbIN) ApXUB

28.1. [lepenada JOKYMEHTOB Ha TIOCTOSIHHOE XpaHEHUE B TOCY/IapCTBEHHBIN
(MyHUIIMTIATIbHBIN) apXHUB OCYILIECTBIISIETCS:

OpraHu3alysIMyd — HCTOYHUKAMU KOMIUIEKTOBAHUS TOCYJIapCTBEHHOTO
(MyHUIIUIIANBHOTO) apxuBa — B cooTBeTCTBUU ¢ pazaenoM XXXVII Ilpasun
OpraHu3alMyd XpPaHCHMs, KOMIUIEKTOBAHMS, y4€Ta U UCIIOJIb30BaHUS JOKYMEHTOB
ApxuBHoro gonna Poccuiickoit denepanuu 1 Jpyrux apXuBHBIX JIOKYMEHTOB B
rOCYJapCTBEHHBIX U MYHHUIIMTIAIBHBIX apXUBaX, My3eaX U OMOJIMOTEKaX, HAYYHBIX
OpraHM3aIusax°;

OpraHu3alysIMU, OCYIIECTBISIIOIINMHA JEMO3UTAPHOE XPAHEHHUE TOKYMEHTOB
ApxusHoro ¢onna Poccuiickoii @enepanyii — B COOTBETCTBUU C JIOTOBOPaMH O
CpoKax U 00 YCIOBHUSX JEMO3UTAPHOIO XpaHEHUS TOKYMEHTOB ApXHUBHOTO (OHIA
Poccuiickoit ®enepanun, Haxoagmuxcs B (eaepasbHOW COOCTBEHHOCTH, U
WCTOJIb30BAaHUA  YKa3aHHBIX  JOKYMEHTOB, 3aKJIFOYEHHBIMU  UMU c
YIOJIHOMOYEHHBIM (peiepaibHbIM OpPraHOM HCIOJHUTEIBHOM BiacTH B cdepe
apXMBHOTO JIeJa U JIEJIONPON3BOCTBA" ;

WHBIMH OPTaHU3AIUSIMUA — HA OCHOBAaHWHU JIOTOBOpPA C COOCTBEHHUKOM WIIU
BJIAJICJIBIIEM JIOKYMEHTOB.

28.2. PaboThI, CBs3aHHBIE C OTOOpPOM, TMOATOTOBKOW W Tepemadei
JJOKYMEHTOB Ha TOCTOSIHHOE XpaHEHUE B TOCYJAApCTBEHHBIN (MYHUIIUITAIBHBIN)
apXuB, B TOM UYHCJI€ C UX YyHOPSJOYEHUEM, YCTpaHCHHUEM JIe(PEeKTOB U
TPAHCIIOPTUPOBKOM, BBIMOIHSAIOTCS 3a CUET CPEACTB OpraHU3allvH, CAAOLIEH
JIOKYMEHTHI.

46 TIpaBuna opraHusalMy XpaHeHHs, KOMILIEKTOBAHHUS, y4eTa M MCHOJb30BaHHS JOKYMEHTOB
ApxuBHoro ¢onna Poccuiickoit ®Penepanun W APYTUX ApXUBHBIX JIOKYMEHTOB B
TOCYAapCTBEHHBIX W MYHHUIMMNAIBHBIX apXWBaX, My3esiXx U OMOIMOTEeKax, HayYHBIX
OpraHu3aIusaX, YTBEPKACHHBIC MpruKa3zoM DeaepanbHOr0 apXUBHOTO areHTcTBa ot 2 mMapta 2020
r. Ne 24;

47 [TocranoBnenue [IpaButensctBa Poccuiickoit denepanuu ot 27 nexadps 2006 r. Ne 808 «O06
YTBEPXKACHUH TepedHs (enepanbHbIX OPraHOB HWCIOJHUTEIBHON BIIACTH W OpTaHU3AIIHIA,
OCYIIECTBIISIONIMX JICTIO3UTAPHOE XPaHEHHE JTOKyMEHTOB ApxuBHOTO ¢oHma Poccuiickoi
denepanuu, HAXOASIIMUXCA B PeaepaabHO COOCTBEHHOCTIY.
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28.3. [lepen mepenmayeil MOKYMEHTOB Ha IIOCTOSIHHOE XpaHEHHE B
roCyAapCTBEHHbIN (MyHUIIMNAIBHBIN) apXUB B OPraHU3aLUU IPOBOISATCS:

pacceKkpeurMBaHue HOCUTENEH CBEIEHUM, COCTABISIOIIUX TOCYAAPCTBEHHYIO
TaliHy B ClIy4ae UCTEUEHHUs CPOKOB, YCTAHOBJIEHHBIX ITPU X 3aCEKPEUHBAHUY;

CHSITUE TOMETKH «JlJig CiyKeOHOro TMOoJb30BaHUA» C HOCHUTENeH
uH(pOpMAIIM OrPAaHUYEHHOTO pACIPOCTPAHEHUS B TOPSAJKE, YCTAHOBIECHHOM
PYKOBOJIUTENIEM OpPraHU3ALNU.

28.4. [lepenada >MEKTPOHHBIX APXUBHBIX JOKYMEHTOB U3 MHGOPMAIIMOHHON
apXMBHOW  CHCTEMBl  OpraHM3alMd  —  HCTOYHMKA  KOMIUIEKTOBAHMS
roCyJapCTBEHHOr0 (MYHULMIIAJBHOTO) apXvMBa B HH(POPMALMOHHYIO CHUCTEMY
rocyJapCTBEHHOr0 (MYHHULMIAIBHOIO) apXWBa IPOU3BOAMUTCS B MOPSAKE U C
UCIOJIb30BaHUEM (opMmaTra mnepefadyd JaHHBIX, YCTAHOBIEHHBIX (eaepabHbIM
OpraHOM BJIACTH, YIOJHOMOYEHHBIM B c(epe Ienonpou3BOJCTBA U APXUBHOTO
Jieia, Mo COrJIACOBAHMIO C TOCYIAPCTBEHHBIM (MYHHIIUTIAIBHBIM) apXHUBOM.

28.5. TIlepemaua 1OKyMeHTOB odoOpMIsSeTcsl aKTOM MpHeMa-Tiepeadu
apXMUBHBIX JIOKYMEHTOB Ha XpaHeHue (mpuioxenue Ne30 x IlpaBunam),
COCTaBIIIEMBIM B JBYX O3k3eMIuiipax. OOuH SK3eMIUIIp aKTa OCTaeTcs B
rocyJapCcTBEHHOM (MYHUIMIAIbHOM) apXuBe, JpPyrod — B Iepelarolen
JIOKYMEHTBI OpraHu3anuu. Bmecte ¢ TOKyMeHTaMu MepealoTcs TPU SK3eMIUIApa
ONMCH [Ied, JOKYMEHTOB, B TOM YHCI€ OJWH B JJEKTPOHHOM Buje. OauH
HK3EMILISIP ONMCH Ha OYMa)XHOM HOCHUTEJIE OCTAETCsI B OpraHu3alllu.

28.6. [IponneHue CpoKOB BPEMEHHOTO XPAHEHHS JOKYMEHTOB APXHBHOTO
donma Poccuiickoit deneparn B OpraHU3alMd — WCTOYHHUKE KOMIUICKTOBAHUS
nomyckaercss mo pemenuto OIIK ¢enepanbHOro rocyaapcTBEHHOTO apXuBa,
HAy4YHOM  OpraHu3aluM,  BKIIOYEHHOM B  IIEPEYEHb,  YTBEPKIAEMBIN
IIpaBurensctBoM Poccuiickonn ®Penepanuu, WM YIOJIHOMOYEHHOTO OpraHa
UCIIOJIHUTENBHON BiacTu cyObekta Poccuiickoit denepanuu B chepe apXUBHOTO
nema®,

JlocpouHas mepenaya JOKYMEHTOB Ha MOCTOSSHHOE XpaHEHUE MOXKET ObITh
OCYyILIECTBJICHA NPHU OTCYTCTBUM HEOOXOAMMBIX YCIOBHM il obecreueHus
COXpaHHOCTH JOKyMeHTOB ApxuBHOrOo (onma Poccuiickoit deneparuu, mnpu
yIpo3e yTpaThl (YHUUTOXKEHUSI) JOKYMEHTOB, a TaKXKe MO MPOChOe OpraHu3aluu.

28.7. JlokyMEHTHI MepeIatoTCs Ha MOCTOSHHOE XPaHEHUE B YIIOPSI0YEHHOM
COCTOSIHUU C COOTBETCTBYIOIIMMH CIIPABOYHO-TIOMCKOBBIMU CPEACTBAMMU.

28.8. [lepenaua  2JIEKTPOHHBIX  JOKYMEHTOB B  TOCYJapCTBEHHBIN
(MyHULIMITAJIBHBIN) ~ apXWB  I[POM3BOJUTCA B  MOPSAKE, YCTAHOBIEHHOM
(denepanbHBIM OPraHOM HCIIOJIHUTENIBHONW BJIACTH B C(Epe apXWBHOIO Jejia H

¢ Pacnopsokenue IlpaBurensctBa Poccuiickoit @eneparuu ot 23 aexabpst 2016 r. Ne 2800-p
(Cobpanwue 3akoHoaareabcTBa Poccuiickoit @eneparun,. 2017, Ne 1, cr. 272).
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nenonpou3BoAcTBa u (wim) IlpaBunamu, 1O OMUCAM AJIEKTPOHHBIX JEI,
nokymeHToB. K onucsim npuaratoTcs BHYTPEHHUE OMKCH (PEECTPhI) IIEKTPOHHBIX
nen (cornacHo nyHkrty 19.5 Ipasun).

[Tepenada ocymecTBisiercs Ha (pu3Mdecku OOOCOOJICHHBIX HOCHUTEISAX HE
MEHEe YeM B JBYX OK3eMIuiapax W (Wiau) 1o  uH(OpPMaIMOHHO-
TEJICKOMMYHHUKAIIMOHHBIM CETSIM.

Cnoco6 mepemaun, Buj (HU3NYECKH O00OCOOJEHHBIX HOCHUTENICH, (hopMaThbl
(baiiI0B MEKTPOHHBIX JOKYMEHTOB, B TOM 4YHCIIe 0a3 JAaHHBIX, COTJIACOBBIBAIOTCS
rOCyJapCTBEHHBIM (MYHUITUTIATTLHBIM ) aDXHUBOM.

XXIX. Ilopsaaok nepeaaun apXuBHbIX JOKYMEHTOB IIPH CMeHe J0JZKHOCTHOTO
JINIIA, OTBETCTBEHHOI'0 32 BeJleHHe aPXUBA OPraHU3allMu, PeOPraHu3anuu u
(WIK) TUKBUAAIAN OPraHU3AIMHU

29.1. Ilpu cmeHe JOJDKHOCTHOTO JIMIIa, OTBETCTBEHHOIO 3a BEJICHHE apXHBa
OpraHu3aluy, IpueM-rnepeaadya JOKyMEHTOB, apXUBHBIX YUYETHBIX JIOKYMEHTOB U
CIPAaBOYHO-TIOUCKOBBIX CUCTEM (Jlajiee — MpueM-Iepenada Jell) OCYyLIECTBIISIETCS
KOMUCCHEN, Ha3HAYaeMOM PYKOBOIUTEIEM OpPraHU3aLiH.

29.2. Ilpu nmpuemMe-niepeave a1 MPOBOAUTCS:

CIUIOLIHAs WJIM BBIOOpOYHAs (IO YKa3aHUIO PYKOBOAMTENS OpPTaHU3aI|M)
IIPOBEpPKa HAMYMUS U COCTOSTHUSI IOKYMEHTOB, apXUBHBIX YUETHBIX JIOKYMEHTOB U
CIPABOYHO-TIOUCKOBBIX CPEJICTB;

MHBEHTAapU3allMs UCII0JIb3YEMOr0 B ApXMBE OpraHu3aluu 000py10BaHUsI.

29.3. [Ipuem-niepenaua nen odopmisiercss akrom (mpuioxkenue Ne 31
[IpaBuiiam).

29.4. Tlpu  peopraHuzald OpraHM3alM C HW3MEHEHHEM  (OPMEI
COOCTBEHHOCTM WJIM OPraHU3allMOHHO-TIPABOBOM (OPMBI, B TOM YHUCIE C
nepenayed (QyHKUUN Jpyroil MM HECKOJbKUM OpraHu3alusM, €€ apXUBHbIE
JOKYMEHTBl ~ TIEpeNlaloTCsl  OpraHu3aluu(siM) —  [paBoOINpeeMHUKy(am) B
YHOPSAIOYEHHOM COCTOSTHUH, TIepelada apXWBHBIX JOKYMEHTOB OQOpMIIseTCs
aktoM. Kommsi akta mnpeacTtaBisieTcss B TOCYJApPCTBEHHBIM (MYHHIIMIIATbHBIN)
apxuB, B Clly4ae, €CJIM OpraHu3alnus, OPHUHSIBLIAS JOKYMEHTBI, BBICTYHAET
MCTOYHUKOM KOMIUIEKTOBaHUS YKA3aHHOI'O apXMBa.

[Ipy  nuKBMAALMM  OpraHU3allUM —  MCTOYHHMKA  KOMILJIEKTOBAHHUS
rOCyAapCTBEHHOr0 (MYHHMIIMIAIBHOIO) apXMBa €€ JIOKYMEHTHI B YNOPSAOYEHHOM
COCTOSIHUM TIEPENlaloTCsl JIMKBUAAIMOHHONW KOMHCCHEH B COOTBETCTBYIOIIMM
roCcyJJapCTBEHHBIN (MyHHUIIMIIATbHBIN) apXUB.

[Ipn nAMKBUIALMM MHOW OpPraHU3alUU €€ JIOKYMEHTHI B YIOPSJIOYEHHOM
COCTOSIHUM TEPEAAOTCS JMKBUJALIMOHHOW KOMMCCHUEH B COOTBETCTBYIOIIMHI
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rOCyJapCTBEHHbI (MYHULMIIAJIBHBIN) apXWB Ha OCHOBAHUM JOTOBOPAa MEXIY
HUMU.

DNEeKTpOHHbIE noKyMeHTHI°niepenaroTes B roCyAapCTBEHHbBIN
(MyHHULIMITAJIBHBIN) apXUB B MOPSIIKE, PEyCMOTPEHHOM MyHKTOM 28.8 ITpaBui.

29.5. [Ipn nuKBUAALMM OpraHU3aldUd YIOPSAOYEHUE €€ JIOKYMEHTOB
OpraHu3yeT  JIMKBUJALMOHHAS  KOMHUCCHUS C  Y4YaCTHEM  IPEACTABUTEIS
COOTBETCTBYIOIETO TOCYIaPCTBEHHOTO (MYHUIIMIIAIIBHOTO) apXHBa.

29.6. [Ilpy JWKBUAANMM OpraHU3alldd — HCTOYHHUKA KOMIUICKTOBAHHS
rocyJapCTBEHHOr0 (MYHMIIMIAIBHOIO) apXuBa, B CiIy4ae OTCYTCTBUS €€
PaBONPEEMHHKA, PEIICHUE:

0 TIOPAJIKE PACCEKPEUMBAHUS CBEICHHM, COCTABIIAIOIIMX IOCYIapCTBEHHYIO
TallHy, Ui TOCIIEeAyIoUlell Mepeaayd B TOCYJIAapCTBEHHBIN (MyHUIMNATbHBIN)
apXuUB MPUHUMAET MEKBEJIOMCTBEHHAs KOMMCCHS IO 3alIUTE TOCYIapCTBEHHOMN
TaiHbBIY;

B OTHOILIEGHUU AapXMUBHBIX JIOKYMEHTOB, COJAEpXallux HH(pOpMaLHIo

OI'paHUYCHHOI'O PACIIPOCTPAHCHUA, IIPUHUMACT JTINKBUIAITMOHHAs KOMI/ICCI/IHSl.

4 JNeKTpOHHbIE IOKYMEHTHI, Jejla BpeMeHHBIX (MeHee 10 J1eT) CpoKoB XpaHEHUs MepeaaroTcs B
rOCyapCTBEHHBI (MYHMLMIAIbHBINA) apXUB TOJBKO IPHU YCJIOBUU COOTBETCTBUS CHUCTEMBI
3JIEKTPOHHOTO JIOKYMEHTO000pOTa, B KOTOpOi OHU ObLTH co3aanbl, TOT.

% Yacte 4 crateu 14 3akona Poccuiickoit ®enepanuu or 21 mons 1993 r. Ne 5485-1 «O
rOCyJJapCTBEHHOM TaillHE.

% [Tynxt 1.9 Ionosxkenus o mopsiake oOpamieHus co ciIyxeOHoi HHpopMaliell OrpaHHIEHHOTO
pacnpocTpaHeHHs B (peiepalibHbIX OpraHax MCIOJIHUTEIbHON BJIACTH, YIIOJTHOMOUYEHHOM OpraHe
YIPaBJIEHUS UCIOJIb30BAHUEM ATOMHOM 3HEPIMU U YIOJHOMOYEHHOM OpraHe 10 KOCMHYECKON
JIeATEIbHOCTH, YTBEPKICHHOTO nocTaHoBiIeHueM [IpaBurensctBa Poccuiickont @eaepanuu ot 3
HOs1IOpst 1994 1. Ne 1233 (Cobpanue 3akoHonmatenbeTBa Poccuiickoit @eneparun, 2005, Ne 30,
ct. 3165).



