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OG6 yTBep:KIeHHH MpaBHJI
opraHu3alHuH XpaHeHHs, KOMIJIEKTOBaHM I, y4éTa H HCNIOJIb30BAHHSA
XOKyMeHTOB ApXuBHOTO (hoHAA PoccuiickoH
@egepanuy 4 APYTHX apXHBHBIX JOKYMEHTOB B OpraHax
rocyJapcTBEHHOMH BJIaCTH, OPraHaX MeCTHOIO
caMoylpaBJieHHsl H OpraHu3auMsx

B COOTBETCTBMM C IyHKTOM 2 d9acTd 1 cTaThu 4, 9acThio 5 crateu 14
deepanbHoro 3akona ot 22 oxra6ps 2004 . Ne 125-03 «O6 apXUBHOM Jeii€ B
Poccutickoit @enepanyn» (Cobpanue 3aKOHOAATEIILCTBA Poccuiickoit PDenepanuy,
2004, Ne 43, cr. 4169; 2006, Ne 50, ct. 5280; 2007, Ne 49, ct. 6079; 2008, Ne 20,
cT. 2253; 2010, Ne 19, ct. 2291; Ne 31, cr. 4196; 2013, Ne 7, ct. 611; 2014, Ne 40
(a. II), cr. 5320) ¥ MOCTAHOBJIEHHEM TIpasutenscrBa Poccuiickoil Penepannu
ot 20 mrong 2011 r. Ne 590 «O MuHKHCTEpCTBE KYJIbTYPBI Poccuiickoit Penepanuin,
(CobpaHue 3aKOHOAATEIbCTBA Poccuitckoit @epepamun, 2011, Ne 31, cT. 4758; Ne 44,
cT. 6272; 2012, Ne 6, ct. 688; Ne 17, cT. 2018; Ne 26, c1. 3524; Ne 37, ct. 5001;
Ne 39, cr. 5270; 2013, Ne 3, ct. 204; Ne 8, ct. 841; Ne 31, ct. 4239; Ne 33, cT. 4386,
Ne 41, ct. 5182; Ne 45, cr. 5822; 2014, Ne 9, cr. 909; Ne 30 (u. II), ct. 4305; Ne 40
(4.1, ct. 5426, Ne 48, cT. 6860; 2015, Ne 2, ct. 491; Ne 4, cT. 664; Ne 9, ct. 1339)
IpHUKAa3bBalo:

1. VTBepauTh  IpuiaraeMple — [paBuia  OpraHusaluu  XPaHCHHA,
KOMIIJIEKTOBaHMs, ydéTa ¥ HCIONB30BaHMA [TOKYMCHTOB ApxuBHOTO (OHIA
Poccuiickoit  ®enepauuu  H zIpme apXUBHBIX JOKYMEHTOB B  OpraHax

I‘OC}’IIapCTBeHHOI‘/’I'BJ'IaCTI/I, opraHax MECTHOI'0 CaMOyIIpaBJICHHUS U Oopranu3almsix.
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2. HampaBure HacTOsuil NpHKa3 Ha TOCYHApPCTBCHHYIO DPETHCTPALMIO B

MirmwcrepeTBo foctumy Poccuiickoi Oeepanui.

3. KOHTpOHI: 3a HUCIIOJHEHUEM IIpUKa3a BO3JIOKUTHL Ha IIEPBOIO 3aMeCTHTCIIA

Munmctpa B.B.Apucrapxosa.

MunucTtp B.P. Meaunckuii




IIpunoxenue

K npuka3zy MUHHCTEPCTBA KyJIbTYPhI
Poccuiickoit ®eaepanuu

ot 31 mapta 2015 r. Ne 526

TIPABIJIA
OPTAHM3AIIM XPAHEHHSI, KOMILIEKTOBAHUS, YYETA
M MCIIOJb30BAHMSI IOKYMEHTOB APXHBHOT'O ®OH/IA
POCCHICKOM ®EJEPAIIAN U APYTHUX APXUBHBIX
JTOKYMEHTOB B OPTAHAX I'OCY/IAPCTBEHHO BJIACTH,
OPTAHAX MECTHOI'O CAMOYIIPABJIEHMSI I OPTAHU3AIIMSIX

I. OBIIIME TTOJIOXXEHU A

1.1. Hacrosmme IIpaBuna opraHusaliid XpaHEHHs, KOMILICKTOBaHMS,
y4eTa ¥ HCNOJIb30BaHus JOKYMEHTOB ApxuBHOro (oHna Poccuiickoii ®eneparuu
U JpYTdxX apXWBHBIX JOKYMEHTOB B OpraHax TIOCYJapCTBEHHOH BIIacTH,
OpraHax MECTHOTO CaMOYIIPaBJEHUS M OpraHu3amusx (fajgee — HaCTOSIIKE
IlpaBuna) paspabGoraHbl B  COOTBETCTBHH ¢ (DefepalbHBIM  3aKOHOM
or 22 oktabps 2004 r. Ne 125-®3 «O6 apxuBHOM gene B Poccuiickoii
@enepanun» (Cobpanne 3akoHomatenscra Poccutickoii ®enepanun, 2004, Ne 43,
ct. 4169; 2006, Ne 50, ct. 5280; 2007, Ne 49, ct. 6079; 2008, Ne 20, cr. 2253;
2010, Ne 19, cr. 2291; Ne 31, ct. 4196; 2013, Ne 7, c1. 611; 2014, Ne 40 (w.II),
cT. 5320), mnocTra”HOBIEHUEM IlpasurensctBa  Poccwmiickoit  Denepaiuu
or 15 wmroHs 2009 r. Ne 477 «O6 yTBepKaeHuu IIpaBun nenonpou3BoaCcTBa
B (eZlepabHEIX OpraHaxX MCIOMHUTENBHON BiacT» (CobpaHHe 3aKOHOIATENBCTBA
Poccuiickoii ®epmepanmu, 2009, Ne 25, cr. 3060); IIpHKa3oM MuHuCTEpCTBa
KyIbTypel  H MACCOBHX KoMMyHHKanui  Poccuiickoit ~ ®egepaituun
oT 18 suBaps 2007 r. Ne 19 «O6 yrBepxaenun IIpaBun opraHu3aliy XpaHeHH,

KOMILTIEKTOBAaHHS, y4YeTa M HCIONB30BAHUA MOKYMEHTOB ApXHMBHOro (¢oHzaa
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Poccutickoit Desiepanun u ApyTHX apKUBHBIX JIOKYMEHTOB B I'OCYHapCTBEHHLIX U
MYHULUIANPHBIX apXuBax, My3esx W OuOIHMoTeKax, opraHm3aIusx Poccuitckoii
aKkamemuu Hayk» (nanee - IIpaBuna xpamenws) (3apeructprupoBan MuHIOCTOM
Poccun 6 wmapra 2007 r., perucTpanvoHHeld  Homep 9059, «BromnereHs
HOPMAaTHBHBIX aKTOB (elepanbHAIX OPraHOB MCIIONHUTENLHOMN BIACTH OT 14 Mas
2007 r. Ne 20%), ¢ U3MEHEHUSIMH, BHECEHHBIMHU IpuKa3oM MUHKHCTEPCTBA KyJIbTYPEI
H MacCoBRIX KOMMyHUKaluld Poccuiickoii ®eneparviu ot 16 despans 2009 r. Ne 68
(3aperucTpuposan Musioctom Poccuu 5 mast 2009 I., PETUCTPAIIMOHHLIH HOMEp
13893, «Poccwuiickas razera» or 20 mas 2009 r. No 89), npuKazoM MHUHKYIBTYDHI
Poccuu ot 10 centabps 2007 r. Ne 1273 «O6 YTBEPXKIAEHUU GOPM YUETHBIX U MHBIX
AOKYMEHTOB IO OpTaHU3aLuK XPaHEHUS, KOMIUIEKTOBAHMS, yYeTa U UCIIOIb30BaHMUA
AOKyMEHTOB ApXHMBHOTO (omaa Poccuiickoit ®eneparuu u JIPYIUX apXWBHBIX
AOKYMEHTOB B TOCYAapCTBEHHBIX M MYyHUIMIATEHBIX apXWBaX, My3eiX ¥
Oubnnorexax, oprammzanusx Poccuiickod akameMum HayK» (3apeTUCTPUPOBaH
Mumroctom Poccun 9 oxtabps 2007 r., PEeTUCTpaiMoHHBIH HOoMmep 10291,
«bIoJIeTeHh HOPMATHUBHEIX aKTOB (eJlepalibHbIX OpPTraHOB KCIIONHUTENBHOMN BIaCTH
OT 5 Hos0ps 2007 1. Ne 45%).

1.2. Jle#icteue Hactosimux ITpaBun me PaclpoCTpaHseTcs Ha OpraHu3aliio
XPAaHCHNUS, KOMIICKTOBAHMS, y4eTa M HCIIONB30BAHUSA JOKYMEHTOB APXHBHOTO
douna Poccuiickoit Depepanuu u Apyrux ApXUBHBIX TOKYMEHTOB, COJIEPIKAIIMX
CBE/ICHUSI, COCTABILIIOIINE I'OCYAAPCTBEHHYIO TaliHy.

1.3. TocynmapcrBeHHBIE OpraHEl, OpPraHbl MECTHOLO CaMOyIIpaBIICHHs
MYHHIUIATBHOTO palioHa, TIOPOJACKOTO OKPYra W BHYTPHTOPOCKOTO paiioHa
00s13aHBl CO3ABATh apXUBHl B IEJISAX XpaHEHHs, KOMILIEKTOBAHUS, y4YeTa U
HCIIONIb30BaHMA O0Opa30BaBIIMXCA B IIPOLECCE WX HGHTGHBHOCTﬁ apXUBHBIX
JOKYMEHTOB.

1.4, Opramuszanmuy BhpaBe CoO37aBaTh apXUBBl B IEJSX XpaHeHUs
00pa30BaBIIUXCS B MPOIECCE HX JESTENBHOCTH apXHUBHBIX JOKYMEHTOB, B TOM

YucClie B IIEiaX XpPaHCHHUA W - HCIIOJIF30BAHUM APXUBHBIX JOKYMEHTOB, HeE
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OTHOCAUIMXCS K I'OCY AapCTBEHHOM UM MYHUIMIIATBHON COOCTBEHHOCTH.

1.5. 3amaun u dynkuun apxusa (IeHTpansHOTO apxuBa) roCyIapCTBEHHOTO
OpraHa, opraHa MECTHOTO CaMOYNPABICHUS, OPraHU3alMd — HCTOYHUKA
KOMIIICKTOBAHUA  TOCYapCTBEHHOTO, MyHMIMIIANEHOTO apXMBa OIPEHENSIOTCS

ITOJIOKEHHUEM, YTIBEPXKIACMBIM PYKOBOIHTEIIEM OpraHu3annu.

I OPT AHMBALA XPAHEHHS JIOKYMEHTOB APXVBHOTO ®OHJIA
POCCHVCKOU ®EJEPALIMA U IPYTHX APXUBHBIX JJOKYMEHTOR B
OPT AHM3AI MU

2.1. ToxymeHTSI, 06pasyrommecs B AesTelbHOCTH OpraHu3alui, COCTABIIAIOT
TOKYMEHTAIBHBIN (BOHI.

2.2. Cosnanue mOKyMeHTanbHOTO (GoHIA OpraHU3allul OCYIIEeCTBIAETCS
HYTEM COCTABICHUS HOMEHKIATYDPBI [eil, POPMHUpPOBaHuS U OGOPMIEHHS el Ha
OCHOBC HOPMAaTHBHBIX IIPaBOBHIX AaKTOB PoOCCHHCKOMH Depepanuy, nepedsei
THIOBBIX  ApXMBHBIX ~ [IOKyMEHTOB C yKa3aHHEM CPOKOB MX XpaHEHWs,
YTBEPHAAEMBIX B COOTBETCTBHHM C IIYHKTOM 3 CTaThH 6 (DeepaipHOro 3akoHa
oT 22 okTs16ps 2004 1. Ne 125-03 «06 apXuBHOM Jienie B Poccuiickol engepanuny,
¥ NIepevHe! JOKYMEHTOB, 0OPa3yOUIMXCs B IPOLECCE e TebHOCTH] benepanbHBIX
OpTaHOB I'OCYNapCTBEHHOM BIIACTH, MHBIX IOCYIapCTBEHHBIX OPTaHOB POCCHITCKOM
Qenepaiiy, a TakKe B HPOLECCe MeATeNbHOCTH MMOABEOMCTBEHHBIX UM
OpraHM3alyy, C YKa3aHHEM CPOKOB XpaHEHHUS.

2.3. HacTp JOKyMEHTanbHOro (GOHMa, BKIIOYAIOMIAs JIOKYMEHTBI APXHUBHOI'O
$onna Poccuiickoit deneparnmy, AOKYMEHTEI 110 JTUYHOMY COCTABY U JIOKYMEHTHI
BPEMEHHBIX (cBbime 10 5eT) CPOKOB XpaHEHWS, BKIIOYCHHEIE B Y4ETHBIE
AOKYMEHTBI ~apXWBa, COCTABJIACT ApXUBHEIH (OHI OpraHU3almHy, KOTOPBIH
TIOJUIEXUT XPaHEHUIO B apXUBE OPraHM3al{iy.

HoxymeHTEl Bpemenusix (1o 10 et BKIIFOYHUTEJIBHO) CPOKOB XpaHEHUs

' Yacte 2 crateul3 DenepanbHoro 3akoHa ot 22 oktabps 2004 r. Ne 125-03 «O6 apXuBHOM fene B Poccuiickoi

Denepanumy,



XPaHATCA B CTPYKTYPHBIX [IOApa3AeICHUSIX Opranu3anuy 1 10 UCTCYCHUHU CPOKOB

MX XpaHeHWs IOIeKAT YHIHUTOXKCHHUIO B [IOPSAJIKE, yCTAHOBIEGHHOM B ITyHKTax 4.6-
4.13 macrosumx Ilpasui.

2.4. Bunamu apxuBHBIX (GOHIOB OPraHU3aiy ABIISIOTCS:

apxVBHbIA (OHJ OpPraHU3alUM, COCTOSUIMN W3 JOKYMEHTOB ApXMBHOIO
donna Poccuiickoii @enepaimu v APYTUX apXUBHBIX JOKYMEHTOB;

OOBEeIMHEHHBI apXUBHBIA (OHMA, COCTOSIMH U3 00pa30BaBIINAXC B
IPpOLECcCe IeATENbHOCTH JIByX WM Oonee OpraHu3aluil JOKYMEHTOB ApPXHMBHOIO
¢ouma Poccuiickoit Defepatsii ¥ OPyIHX apXUBHEIX JOKYMEHTOB, MMEOLIUX
MEX]y COOOM MCTOPHIECKH U/UITH JIOTUYECKH 00YCIIOBIIEHHBIE CBSI3H;

apXWBHAs KOJJICKIHMS, COCTOSLIAas W3 OTAEIBHBIX apXUBHBIX NOKYMEHTOB
Pa3IMYHOTO MPOUCXOXIEHUS, OOBENUHEHHBIX I10 OJHOMY WM HECKOJIBKUAM
Npr3HAKaM (TEMaTHYECKOMY, aBTOPCKOMY, BUIOBOMY, OGBHEKTHOMY).

2.5. ApxuBHoMy GOHIOy OpraHd3alMM IPHCBAMBAIOTCS HA3BaHWE,
COOTBETCTBYIOIICE HAWMMEHOBAHUIO OpIraHU3allid, M HOMEpP B IOPALIKE,
OTIpENIeNICHHOM ITyHKTOM 3.8. HacTosmux [Ipasui.

2.6. ApxuBHBIE NOKyMEHTHl OPTaHHU3AlWHU COCTABIAIOT ONUH (EeIMHEIN)
apXUBHEIH (HOHI:

J0 U TIOCJIe€ PEOPTaHU3alMH, a TAKKE U3MEHEHHUS CTPYKTYPEL, IIITATOB, ECIIHU
yKa3aHHBIE MEpOIPUATUS He IOBJIEKIM 3a COOON U3MEHEHUs Ilejel U IpeaMeTa
JeATENbHOCTH OpraHU3allNM;

JO ¥ TOCHEe M3MEHEHHUs TEPPUTOPUANIBHEIX TPaHMIl [EATEIbHOCTH
OpraHU3aliH;

B CJIy4ae CMEHBI YUpeIUuTeNs.

B Cﬂyqaé U3MEHEHUsI COOCTBEHHMKA HMymeéTBa OpFaHI/Ii%aH'I/II/IVapXI/IBHI;Ie
AOKYMEHTBI OPTaHU3allMy JOJDKHBI BKIIOYAThCSI B Pa3HbIe apXUBHBIE (POHIBI.

2.7. B cny4ae peopraHuszalliyl OpraHU3aluu ¢ Iepenadell QyHKIUH BHOBDL
CO3NAaHHOW WJIM WHOW OpraHW3allid BCE apXMBHLIE MOKYMEHTBl IEpearoTcs
OpraHU3ANMU-TIPABONPEEMHUKY 1 BKIIIOYAIOTCS B ApXUBHBIA (GOHI ITOCIIeIHEH.

I[OK}’MCHTBI HIOCTOSIHHOTO XpaHCHUS W HOKYMEHTBI IO JIMYHOMY COCTaBy
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TMKBIUAMPOBANHBIX  OPraHM3AlMH  JIOJDKHBL TIEPEaBaThesl B YIIOPSAOIEHHOM
COCTOAHMM ~ Ha  XpPaHCHWE B COOTBETCTBYIOLIHit rOCYIapCTBEHHEIH
(MyHHUILIATIATHHEIH ) apXUB.

2.8. XpOoHONOru4eCKAMY IPaHHIIAME ApPXUBHOTO (QOHIA ABJIAIOTCI:

AT ApXMBHOIO (OHNA OpPraHW3allid — YCTAHABIMBAGMBIE HA OCHOBE
HOPMATHBHbIX aKTOB NAThl CO3NAHUS U JIMKBUTALUH OpraHu3auuy. 1lpy Hamwuuu
HECKOIBKHX aKTOB 00 00pa3soBaHMM OpraHu3alldy NPUHUMAETCH NaTa HanGonee
PaHHErO W3 HUX;

Ans OOBEAMHEHHOrO0 apXMBHOro (OH/A OpraHW3allud — JaThl CO3MAHUS
Haubonee paHHel M JIUKBUAALME Haubosee TO3THEH 110 BPEMEHHU N1EATEILHOCTH
OpraHusallii, TOKYMEHTBl KOTOPOH BOLWIA B COCTAaB OOBEIUHEHHOTO apXUBHOTO
¢bonna;

AL apXUBHOHM KOJUIEKIMU — JATHl CAMOTO PAHHENO M CaMOro II03/THETO
JIOKyMEHTA.

2.9. ApXWBHBIE IOKYMEHTHI JIOJDKHBI XPAHHTHCH B CHCTEMATU3UPOBAHHOM
TIOp#IKE B NMpe/ielIax apXMBHOTO (OHIA. ENUHHLEH CHCTeMATH3AIEN JOKYMEHTOR
apXMBHOTO (OHNA B apXWMBe OPTraHHU3Al[Mh SABILCTCSA COBOKYIIHOCTh apXHBHBIX
AOKYMCHTOB MM OTHENBHBIA JOKYMEHT, OTHOCSIIMECS K OJHOMY BOTIPOCY
ACATEIEHOCTH OpraHU3alUHY (Hasee-eIUHHIIA XpaHeH s).

2.10. EnvHALB XpaHeHUs TOIKHBI OBITH CUCTEeMaTH3UMPOBAHEI, BHECEHBI B
OIIKCH U OOPMIIEHBI B TIOPAIKE, 06ECIeUMBAIOIIEM YUeT, IOKCK U UCIIOIb30BaHHE
apXUBHBIX JOKYMEHTOB.

2.11. EpvHEIBl XpaHeHHs apXHBHOTO domma cucremartuzupyiotcs B
COOTBETCTBHH CO CJIEYIOIIIMH TIPH3HAKAMHU:

CTPYKTYPHBIN (HpHHa,HHé)KHOCTB €IVHHI[ XPaHEHUS K CTPYKTYPHBIM
HOApa3/ieNeHUM OpPraHU3allNK );

XPOHONOIWYECKUY (10 TepHOfaM WM [aTaMm, K KOTOPEIM OTHOCSTCS
CIIMHUIIE] XpaHEeHUS );

(QYHKLUMOHAIBHEIN, OTpacieBO, TEMATUIECKHH, TIPEIMETHO-BOIIPOCHEIH (c

? MoamyHkT 2.8.6 myHkTa 2.8 IlpaBun xpanesus.
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yueToM OYHKIME OpraHM3allid, TeM Wi BOIIPOCOB, KOTOPBHIX KacaeTcs
COJICpXKaHKe eNUHUI] XPaHEHU );

HOMMHAIBHBIA (MO  [IeNIONPOM3BOJCTBEHHOM (dopMe — BuiaM U
Pa3sHOBUAHOCTAM JOKYMEHTOB);

KOPPECHOHJCHTCKUA (110 OpraHM3allMsIM, B DE3yNbTaTe IEPellucKH ¢
KOTOPBIMH 00pa30BaNUCh CANHUIBI XPAHEHNS);

reorpaguueckuii (B COOTBETCTBHMH C OIPENENEHHBIMH TEPPUTOPUAMH,
HACe/ICHHBIMY ITyHKTaMH U APYTUMHU reorpaQuueckuMy o0beKTaMu, ¢ KOTOPLIMH
CBS3aHO COZIep)KaHue TOKYMEHTOB, aBTOPBI, KOPPECTIOHAEHTHL);

aBTOPCKMA (N0 HA3BaHMSM OPraHM3alUil WM (QAMHIHAM pax/aH,
SABJIAIOIIMXCS aBTOPaMU JIOKYMCHTOB).

2.12.  JlokymeHTBI, BOIIeImIME B OOBEIMHEHHEIA apXUBHBIM doHg,
pacroiaratoTcs 10 3HaYUMOCTH (OoHZ00Opa3oBaTesel, 10 XPOHOJIOTHH CO3IAHMS
JIOKYMEHTOB, 110 aJI(paBUTy Ha3BaHMH U OPYTUM Ipu3HakaM. B mpemesiax Kaxmoro
$oHIa, BOWIEANIEro B 00bEIUHEHHBIN apXUBHEIH (BOH/I, IPUMEHSIOTCS IIPUHLIUIIBL
CHUCTEMATH3alMK, BBIOOD KOTOPBIX OIPENENsAETCs XapakTepoM [esTelbHOCTH
KOHKPETHBIX OPTaHU3alMH, COCTABOM B 00BEMOM JJOKYMEHTOB.

2.13. Cucrematnszauus JOKYMEHTOB apXWBHOM KOJNEKIHH ONpPENeNsIeTcs
TEMAaTHKOH U COCTaBOM [I0KYMEHTOB.

2.14. CoXpaHHOCTE JOKyMEHTOB B apXMBE OpPTaHM3alli¥ OBECIIeUHBACTCS
KOMILIEKCOM MEPONPUATHH 10 CO3NAaHHUI0 HOPMATHBHBIX YCIIOBUH, COONIONEHUIO
HOPMaTHBHBIX PEXMMOB H HaJUIeXKalllel OpraHM3alliél XpaHeHUs NOKYMEHTOB,
UCKIIIOHAIOMMX XHUIMEHHE W YTpaTy M ODOecrneyuBalOMMX MOJNEPKAHUE B
HOPMAaNbHOM (DHU3HIECKOM COCTOSIHHH.

B’ kommiexc paboT MO OGECeYeHNIO COXPAHHOCTH - TOKYMEHTOB apXUBA
OpraHMU3alui BKIFOYAOTCH:

IPENOCTABIICHHE [TIOMCICHUS [T Pa3MEILEHUS apXUBHBIX JOKYMEHTOB;

obeclieyeHne HOPMATHBHBIX YCIOBHI XpaHEHHs TOKYMEHTOB;

BBIIIOJHEHHE ~ TPeOOBaHWH K DPa3sMEMIEHUI0  [JOKYMEHTOB B

aPXUBOXPAaHHUIHAIIE,
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NPOBEpKa HAJIMYHUS K COCTOSHHS JOKYMEHTOB.

2.15. Obecnieuenre HOPMATHBHBIX YCIOBHM XpaHEHUS JOKYMEHTOB
BKJIIOYAET:

OCHAINCHHUE apXMBOXPAHUIIHIL CLIEIMATBLHBIM 000Dy JOBAHUEM LT XPAHESHUS
JIOKYMEHTOB;

obopynoBanue TIOMEIIEH U] apxXyBa  Opragu3anuu CpeAcTBaMH
TOXapOTYIIEHUsI, OXPAHHOHN U ITOKapHON CUTHATH3AMNCH;

COOMIOIEHNE TIPOTHBOTIOKAPHOTO PEKUMA;

COOJII0JIEHNE OXPAHHOIO PEXKUMA,

CO3MaHWE  HOPMATHUBHBIX  TEMIEPATYPHO-BIAXHOCTHOTO,  CBETOBOI'O
PEXHUMOB, TPOBEJICHUE CAHUTAPHO-THTUEHUYECKUX MEPOIIPHUSITHIA.

2.16. ApxuB opraHu3alyy Pa3sMeIaeTCs B CHElHANbHO IIOCTPOSHHBIX HIIH
IPUCIIOCOONIEHHBIX [T XpaHEHUs JOKYMEHTOB 3[aHUAX HIA B OTACJIBHBIX
IIOMEIIEHHUSX 3JaHu4.

B apxuBe opranuzaiuu HOmKHEL OBITH IPELYCMOTPEHEI:

apXHUBOXPaHUIIHIIE;

NIOMEIEeHnE UL IIPHeMa, BDEMEHHOTO XpaHEeHHs JOKYMEHTOB;

TIOMCILCHIE JJIA MCIIONB30BAHUS JOKyMEHTOB (YUTAJHHBIA 3al, y4acTOK
BbIJ129M IOKYMCHTOB U HH()OPMALMOHHO-TIONCKOBBIX CPEJICTR);

pabouue KOMHAThl COTPYAHHKOB apXUBa OpraHu3allii, KOTOPKIE OJKHEI
OBLITh H30TMPOBAHEI OT IIOMEICHHUH, TIie XPaHATCS apXUBHBIC JOKYMEHTHI.

He nomyckaercs pasmelnenue apxuBa OpraHu3alliyl B [OABAIBHEIX U
YepHAAavYHBIX IIOMEIICHUSX.

2.17. ApXWBOXpaHHIMILE JIODKHO OBITH YIQIE€HO OT nabOpaTOPHBEIX,
POU3BOJCTBEHHBIX, OBITOBBIX noMemeHm‘/'I} U HE WMETH d6m1/1x C HUMH
BEHTUIISUMOHHBIX KaHaJOB. ADXHBOXPAHWIMINE OTHENSEeTCS OT COCEIHHUX
NIOMEIIEHN HEeCcropaeMbIMHd CTEHAMH | NEPCKPLITUAMH € TIpeAeaMu
OTHECTOMKOCTH HE MeEHee JBYX 4YacoB. B apXUBOXPAHUJIMIIE HE JOIyCKaeTcs
IpoKJIaiKa Tpy6d BoJOCHAOKEHUS U KaHAIM3AINY, TEXHONOIHYECKHE HITH GEITOREIC

BBIBOJIBI BOJIBI.




2.18. Ilpm pasmenieHMy apxXWBOXPaHWIMIA B  CIIELHHATLHOM  HIIH
IPUCTIOCOOTIEHHOM  3[aHMM  IpeanouTeHne  (IpW  paBHBIX  TEIUIOBBIX
XapaKTepUCTUKAX ) OTAAETCS MOMEIIEHHSIM C CeBEePHON OpHUEHTalHEN OKOH.

Marepuansl MOKPBITHA CTEH, IIOJIOB, [IOTOJKOB, BHYTPEHHEM apMaTyphl
ApXUBOXPAHUIINIIA, IPUMEHAEMbIE IIPX U3TOTOBICHUM 000pPYIOBAaHUS M CPENCTB
XpaHEHMsT apXUBHBIX HOKYMEHTOB, HE JIOJDKHBI BBIACNATH arpeCCHBHBIE
XUMHUYECKHE BEILECTBA U OBITH HCTOUHUKOM ITBUTH.

2.19. ApXuBOXpaHHUJIHUIIE TOJDKHO HMETh €CTECTBEHHYIO FITH MUCKYCCTBEHHYIO
BEHTHIALIMIO, O00ECIEUUBAIOIIYI0 PEUMPKYISIUI0O  BO3JyXd, CTaOMIBHOCTS
TEMIIEPATy PHO-BIaXHOCTHOIO PEXHMMa, OYUCTKY BO3/yXa OT IIBUIH M aIPECCUBHBIX
IpUMeECeH, a TaKkKe OTBeYaTh COBPEMEHHBIM TpeOOBAHMUSIM KOMIIAKTHOCTH M
3KOHOMHMYHOCTH.

ApDXUBOXpaHUNHUINE [OJDKHO HMEThb BBIXOALI K JABTaAM U JIeCTHUYHLIM
KJIETKAaM.

2.20.ApxvBOXpaHUIHIIA (3a UCKITIOYEHUEM apXUBOXPaHUIIHLL,
pacrojaraloluxcs Ha OXpaHIEMON TeppUTOpHM) OOOPYAYIOTCS IBEPSIMU C
IOBBIILIEHHON TEXHUYECKONW YKPEIUIEHHOCTHIO MPOTHB BO3MOXKHOIO B3JIOMA,
OCHAIIEHHBIMM 3aMKaMH IOBBIIIIEHHON cekpeTHOocTH. OKHA TIOMEIIEHUH TEpBOro
3TaXka JIOMKHEI OBITH 000PYA0BaHBI 3aMUPAIOIIMMHUCS PELIETKAMH,

2.21. Bce nocTynamoolge B apXuB OpraHu3alliyl JOKYMEHTHI pa3MellaoTcs B
apXUBOXPAHMIMIIAX Ha CTALMOHAPHBIX M/WIM TIEPEABIKHBIX METAJLIHYECKUX
CTEIIaXaX, B METAJUIMYECKUX IIKadax 1y KOHTeHHepax.

Cremnak# JOJDKHBl OBITH YCTAHOBJIEHBI MEPIEHJUKYISIPHO CTEHAM C
OKOHHBIMH IIDO€MaMH, a B IIOMCIICHHH 0e3 OKOH — C y4eToM OcOOeHHOCTeH
IIOMeIleHus U obopynosanus. He JJOHYGKaeTCH pa3MelleHre CTeJIaXeH BINTOTHYIO
K Hapy>XHBIM CT€HaM 3[aHUs U K HCTOYHUKAM Teria.

PaccTanoBka cremnaxedt W 1mKadoB OCYIIECTBISETCS B COOTBETCTBHM CO

CIICAYIOINHMU TpGGOBaHI/IHMI/IZ

3 Moamysxtst 2.11.1.1 - 2.11.1.2 mynkra 2.11 [IpaBun Xxpanesus.
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paccTOAHNE MEXIY PANAMU CTesiaxel (rIaBHbIH IpoxXox) — He meree 120
CM;

paccrositue (IIPOXOJ) MEXTY CTENNAKAME — He MeHee 75 cM™;

PaCCTOSHUEe  MEXIY HAapykHOM CTEHOM 31aHMA W  CTeUTaamu,
I1apajyieIbHBIMI CTEHE — He MeHee 75 cM;

PacCTOAHHE MEXIY CTEHOH ¥ TOPLOM CTelllaxa WiH mKada (0obx01) — He
MeHee 45 cMm;

PacCTOAHNE MEXY IIONIOM U HIDKHEH MONIKOH cTeruiaxa (mKaha) — He MeHec
15 cM, B ITOKOABHBIX STaXKaX — He Meree 30 cm?.

2.22. llpOTHBOIIOXKAPHBIH PEXUM B 3MaHMAX, /e pPasMENIaeTCss apxXHB
OpraHu3allid, W B apXMBOXPAHWIMIIAX YCTAHABIUBAECTCS B COOTBETCTBHM C
HOPMAaTHBHBIMU IPABOBRIMK aKTamu Poccuiickoit enepariuu B o6nactu [TOXKapHOH
Oe3omacHoCTH.

2.23.  OxpanHBIN peXuM o06eCHeUHBAETCS nyrem  o0opyaoBaHHUs
APXUBOXPAHWIMIL, & TAKXe NPYTUX [OMELIEHHUH, rie MOCTOSHHO KN BPEMEHHO
XPaHATCA  apXUBHBIE NOKYMEHTBHI, CPEACTBAMH OXPaHHI, 00eCIeYnBAIO UMM
KOHTPOIL JIOCTYNa B apXUBOXPAHHUIIMINE ¥ MOMELIEHUS apXUBA, U COOIIONCHUEM
HOpsliKa CIa4n TOJ] OXpaHy M CHATHSA C OXPaHbL, YCTAHOBJIEHHOT'O PYKOBOUTEIIEM
OpraHu3aITum.

B cny4ae Beiiaym apxuBHBIX JTOKYMEHTOB BO BPEMEHHOE II0JIb30BAHUE IO
3alpocaM TOCYNapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIIPABJICHUS U
OpraHM3alM{ BBIHOC M3 3JaHMSA apXUBa WA 3JaHMS OpraHW3allUl apXHUBHBIX
AOKYMEHTOB Pa3pEIAeTCs TOJIBKO 110 CHENUATBLHBIM IIPOITYCKAM.

2.24. ApXUBHbIE JOKYMEHTEI CHENYEeT XpPaHUTh B TEMHOTE.

Bce Bunpl pa60T C HOK}’MEHT&MI/I AOJDKHEI IIPOBOUTECA IIPYU OTPaHUYEHHBIX
U TEXHOJIOTNYECKH HeOOXOAUMBIX YPOBHSIX OCBEILEHHS.

3amuTa NOKyMEHTOB OT [AeHCTBHSA CBETa O0BEeCIIeYHBACTCS XpaHeHHueM

JOKYMEHTOB B Kopo61<ax, nankKax ¥ Iepemnjerax, B mKa(bax WM Ha cTeia)kax

* Hommynkr 2.11.3 nynkra 2.11 [IpaBun XpaHenus.
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3aKPBITOTO THIIA.

EctecTBenHoe ocBellenre B apXUBOXPAHWIIMILE JOMYCKACTCS TIPH YCIOBHE
NPUMEHEHNS Ha OKHAX CBETOPAcCeHUBATENEH, 3aIMTHEIX QUIBTPOB, LITOP, XATIO3H,
HaHECCHHBIX Ha CTEKIIO MOKPHITHH. [{7is HCKYCCTBEHHOIO OCBEIIEHNS IPUMEHIFOTCA
JIaMIIbl HaKaJIMBaHMs B 3aKPbITHIX IIAQOHAX C TIAAKOM [TOBEPXHOCTHIO.

YpOBEHb OCBEIIEHHOCTH B JAHANa3OHe BHAMMOIO CIIEKTpa HeE JOJDKEH
IIPEBBIIATE: Ha BEPTUKAIBHON HOBEPXHOCTH CTEJUIaXa, Ha BBICOTE OJHOTO MeTpa
ot nosa — 20-50 mokcoB, Ha pabouux cronax — 100 mokcos’.

2.25. B apxuBOXpaHWIHINE IUIs XpaHEHUs JOKYMEHTOB yCTaHABIUBAIOTCS
CIIeTyIOLIMe TapamMeTphl TeMIIEpaTypHO-BIAXXHOCTHOTO peXxumMa:®

JUI XpaHEHHS JOKYMEHTOB Ha OyMa)kHOM HOCHTelle — TemiiepaTypa 17-19°C,
OTHOCHUTEJIbHAS BIIAXKHOCTE Bo3ayxa — 50-55%;

A DOKYMEHTOB Ha MarHUTHBIX OIUCKAX U JUCKOBBIX HaKOMUTENsX — 8-18°C
u 45-65%;

AT TOKYMEHTOB Ha ontudeckux guckax — 10-23°C u 20-50%;

JUIs JOKYMEHTOB Ha KMHOILJIEHKE:

C HUTPOOCHOBOW — 4YepHO-Oenble: TemriepaTypa He Belime 10°C, mBeTHBIE:
TeMIIepaTypa He Bblle -5°C;

¢ 0e3omacHON OCHOBOHM — wepHO-Genble: TemmepaTypa He Bbime 15°C,
IBETHEIE: TeMIlepaTypa He BeIte -5°C;

114 OTONOKYMEHTOB:

YepHO-0Oenblie — Temneparypa He seiuie 15°C;

UBETHBIE - TeMmIlepaTypa He Bolue -5°C.

OrHocuTenbHas BRAXHOCTh BO3AYXa, HEOOXOHMMAs [N  XPaHEHWs
I{OKyMeHTOB'Ha KUHOIIJICHKE W (boTOJJOKyMeHTOB coctanistet 40-50%.

2.26. B apxuBOXpaHWIHILE C HEPEryIMPYEeMBIM KIMMATOM OJKHBI
OCYLIECTBIIATEC MEPOUPUATAS 110 ONTHMH3AUMHA TEMIIEPATypPHO-BIaXKHOCTHOTO

pexnMa ¢ NPUMCHCHHUEM OTOIUIEHWI U IIPOBCTPHUBAHKA HOMGIHGHI/II\/’I, a TaKXxe

> Honmynkr 2.11.2.4 mynkra 2.11 TTpaswi xpaHeHus.
§ Dommynkr 2.11.2.3 mynkra 2.11 [pagun XpaHEeHWS.
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MEXaHUYECKHX CPEJICTB YBIIAXXKHEHUS WM OCYIIEeHUs Bo3ayxa. Peskue xonebanus
(ce30HHBIE U B T€UEHHE OJIHHX CYTOK) TeMreparyphl (+/- 5 °C) M OTHOCHTEIHHOM
BIIQXKHOCTH Bo3ayxa (+/- 10%) He mormyckarorcs.

Ilpu pnurensHOM HapyIIEHMM TeMIIepaTypHO-BIAXXKHOCTHOTO pexuma (0T 3
CyTok u Oosiee), COIPOBOKAAIONUIEMCS TTOBBIIICHUHEM OTHOCHTENBHOM BIaXKHOCTH
Boznyxa 1o 70 - 90%, MpUHUMArOTCsS MEpHI 10 ero HopMaliu3aluy (MHTEHCHBHOE
IIPOBETPUBAHUE, OCYIICHUE apXUBOXPAHUIIUIIA).

TemrieparypHO-BIQXXHOCTHBIM PEXXUM KOHTPOIUPYETCS IIYyTEM PEryJsipHOTO
WU3MEPEHUs TEMIIEPATYPbl K OTHOCUTEIBHON BIYKHOCTH KOMHATHOT'O M HAPYKHOT'O
BO3/yXa B OJHO M TO JK€ BPeMs: B KOHJAUIIMOHUPYEMBIX HOMEIIEHUIX — He pexe |
pasa B HeACHIO; B ApXWBOXPAaHWIMUIAX, HE OCHAIEHHBIX CHCTEMOM
KOHJIMIIAOHHUPOBAHKA BO3/lyXa — 2 pa3a B HEJEJI0; P HAPYIIEHUIX pexuma — 1
pa3 B CyTKH.

IloxasaHus KOHTPOJIBHO-U3MEPHUTENBHEIX NPUOOPOB  (UKCHPYIOTCS B
PErMCTPallMOHHBIX JKyPHANaX, B KOTOPBIX TakXe OTPaxaloTcs IIPOBepKa
IIPaBUJILHOCTH IOKa3aHUH IIPUOOPOB U MEphl, MPUHSTHIE 10 HOPMAIU3alUN TEM-
IePaTypPHO-BIAKHOCTHOTO PeXUMa B ClIydasx ero HapyIleHus.

Ilpy Hamuuuy B 3[@HUU apXuBa LIEHTPATM3OBAHHON CHCTEMEI 00eCIeYeH s
COOIOAEH S TEMIIEPATyPHO-BIAXKHOCTHOTO PEXKHMA B IIOMEINIEHHSX, IIE XPAHATCS
JIOKYMEHTEI, KOHTPOJIb 38 €0 COOMIOEHUEM OCYIECTRISETCS B aBTOMATHIECKOM
pexuMe.

2.27. loMeleHns apxyBa OpraHu3alliy JOJIKHEI COAEPKATHCS B YMCTOTE, B
YCIOBUAX, HCKIIOYAIOIIUX BO3MOXKHOCTh IIOSIBICHHS IUIECEHH, T'PHI3YHOB,
HACEKOMBIX, IbLIM. B MOMeNeHusIxX apXuBOXpaHWIHUIN J0JDKHA OBITh obeciiedena
cBoOoaHAS HﬁpKyHS{HHH BO3/IyXa, HCKITFOUAIOLIAs obpazoBaHue HenpoﬁeTpnBaeMHx
30H, OIACHBIX B CAHUTAPHO-0MOJIOIMYECKOM OTHOIIEHUH.

B nomemeHusx apXuBOXpaHWIUII HEOOXOUMO:

IPOBOJIUTH CUCTEMATHIECKYIO BIXHYIO YOODPKY;

He peXxe OJHOrO pasa B TOA IPOBOJUTH OOECHBUIMBaHHE KOPOOOK ¢

JOKYMEHTaMH, IKaQoB, CTEIUIAXKEH;




12
00pabaTeIBaTh  IIOKONBHBIC YacTH  CTENaKeld, [ONBI, IUIHHTYCEH,
[IOTOKOHHUKK BOJHBIMU PaCTBOPaMU aHTHCEIITHKOB,

2.28. Jlpa paza B rof (B Hayalle ¥ 1O OKOHYAHWM OTONHTENHHOTO CE30HA)
JOKYMEHTBl WM IOMEILIEHHS apXUBOXPAHWINII HOJBEPraroTcs OOCIENOBAHUIO I
CBOCBPEMEHHOTO OOHApyKEHHs HAaCEKOMBIX U IUleceHu. Ilpu oGHapy eHUH
OHMONOTHIECKHX BpeMTeNeH NPHHUMAIOTCA CPOYHBIE MEPH [0 Ne3MH(GEKIMH U
AE3VHCEKLUHN NOKYMEHTOB W I[OMEIIEHMH chlaMu pabOTHHKOB apxuBa, a pH
HEOOXO0IMMOCTH — CHIAMHU COOTBETCTBYIOIIUX CITYXO0.

2.29. B apxuBOXpaHWIMINE 3aIPEIlaeTcs HAXOMUTHLCH B BEpXHeEl OfexIe,
MOKDOM ¥ TIps3HOM 0OyBH; XpaHUTH IIOCTOPOHHHE IPEIMETHI, KMYIIECTBO X
obopynoBaHue, yrnoTpeOisaTh IULIEBbIE TPOLYKTHI.

2.30. OOs3aTeNbHBIME YCIIOBUAMH XPaHEHHS BIEKTPOHHBIX NOKYMEHTOB
SIBISFOTCS:

Hallyyue B apxviBe OpraHM3alluM HE MEHee ABYX OSK3EMIUIAPOB KaXIOH
CIMHULBI XPaHEHUs! 37IEKTPOHHBIX JOKYMEHTOB (OCHOBHOU M pabouuii 3K3eMIISPEI
JOJDKHBI HAXOAWTLCS Ha Pa3HBIX (PU3MUECKUX YCTPOHCTBAX);

HaJIMYUE TCXHUYECKMX M IIPOTPAMMHBIX CPEICTB, MpeIHa3HAYEHHBIX It
BOCIIDOM3BENICHUSI, KOMMPOBaHMs, TMEPE3alMCH 3JIEKTPOHHBIX  JOKYMEHTOB,
KOHTPOJI PU3UUECKOT0 U TEXHUYECKOTO COCTOSHHUS,

obecrieyeHne peXxrMa XPaHEHHS INEKTPOHHAIX IOKYMEHTOB, HCKITIOYAFOIIIETO
yTpaTy, HECAaHKLMOHUPOBAHHYIO pPAacCCBUIKY, YHHUTOXKEHHE MM HCKKEHUE
nHbOpMaIUY.

2.31. Ilepe/ia4a TEKCTOBEIX IEKTPOHHBIX JOKYMEHTOB /IS XPaHEHHUS B ApXUB
OpraHW3alyy, ABIAIOIIEHCH MCTOYHHKOM KOMIUIEKTOBAHUS T'OCYIAapCTBEHHOTO U
MYHHLHIIAIEHOT'O apX1Ba, OCYINECTBILECTCS B Q)opMaTe PDF/A.

232. B mumensx obecriedeHUsl XpaHEHHS, Yd4e€Ta M HCIOIH30BAHUS
SJIEKTPOHHBIX JOKYMEHTOB, HaXONALIMXCA HA XPAHEHUM B apXWBE OPraHM3allyu,
AOJDKHO ITPOU3BOAUTHCS CHHXPOHHOE M3MEHEHHE IIPOTPaMMHO-AITIAPATHOM CPebl
B OpraHu3alli{ W B apXWBe OpraHU3alliy, a TaKKe CBOEBPEMEHHAs Mepe3alluch

SJICKTPOHHBIX apXHUBHBIX JOKYMEHTOB Ha HOBBIC HOCUTEIHN U B HOBBIE (bOpMaTBI.




B mpouecce xpanenus 3MeKTPOHHBIX JOKYMEHTOB B apXHMBE OPIaHH3AIHH He

PEXKEe OQHOrO pasa B 5 JET MPOU3BOAMUTCA TEXHHYECKHH KOHTPOIb (HH3MYECKOTO
COCTOSAHHUsl HOCHTENCH OJIEKTPOHHBIX [OKYMEHTOB K  BOCIIPOM3BOAUMOCTH
3IEKTPOHHBIX JOKYMEHTOB.

B ciiyyae eci Iy OCYLIECTBIEHAN TEXHUYECKOTO KOHTPOIIS YCTAHOBIEHE]
M3MEHCHHMSI QU3MYECKOTO COCTOSHHS HOCHTEIIEH 3IIEKTPOHHEIX TOKYMEHTOB, ApXUB
OpraHu3aluy IO PEIICHUIO PYKOBOAMTENA OpraHM3alUK [JOIDKEH IIPOBOIATE
paboTy 1Mo Iepe3an cy MEKTPOHHEIX JOKYMEHTOB Ha HOBBIE HOCHTEI.

Ilprr m3menenuu (QOpMaToB B pesyibTare NMPeoOpasOBaHHS NPOrPaMMHO-
amIapaTHON CPE/IBl, YXyUIEHHS BOCIPOU3BOAMMOCTH 3JEKTPOHHEIX JTOKYMEHTOB
apXuB OPTAaHM3ALKH 10 PEIICHUIO PYKOBOJUTENA OPTaHU3a UMM OJKEH IIPOBOUTh
paboTy 1o Nepesalicu 3EKTPOHHBIX TOKYMEHTOB B HOBBIE (DOPMATEL.

Ilpu ocyiecTBNeH Y IEPE3aNkCH JOJDKHA OBITE 06ecTieueHa ay TeHTHYHOCTS,
IOJIHOTA,  NOCTOBEPHOCTB, IIENOCTHOCTh M  HEM3MEHHOCTH  HH(OPMALHH,
COZIEPXKAIIIEHCS B OJIEKTPOHHBIX TOKYMEHTAX.

TexcroBble 51€KTPOHHBIE JOKYMEHTEI, IOBEPIIIAECS [IEPE3AIICH B HOBBIE
dopmaTel W/MIM Ha HOBBIE HOCHTEIM, JOJDKHBI OTBEYATh TpeOoBaHMsM,
YCTaHOBJIEHHBIM ITyHKTOM 2.31 HacTosmux [Ipasuii.

2.33. Jlns omepaTMBHOIO J[OCTYNa K O3JEKTPOHHEIM JOKYMEHTaM B
CIIPAaBOYHBIX M IIOMCKOBBIX II€NIX B apxuBe cozfgaetcs (OHJ IOJIE30BaHUS
3JIEKTPOHHBIX JOKYMEHTOB.

2.34. Bee noctynaroiye B apXxyB OpraHu3aiyy JOKYMEHTEl Pa3sMeIlaloTCs B
apXWBOXPAHUININAX Ha CTEJUIaXaX WM B UIKadax B IIOPSAKE, COOTBETCTBYIOMIEM
ONHUCSAM JeJl, NOKYMEHTOB. JIOKYMEHTEI, TeMIlepaTypHO-BIXHOCTHEIA PpEXUM
XpaHEHWs  KOTOPHIX  pa3jIideH,  JOJKHEI pa3sMemaTeCs B pa3HBIX
ApXUBOXPAHUITHIIAX.

2.35. Jloxymentsl ApxusHoro ¢onpa Poccmiickolt ®enepanun u pyTHe
ApXWBHBIC ~ NOKYMEHTBHl JIOJDKHBI XDAaHUTBCA B KOpOOKax WIM  [ankax,
U3TOTOBJCHHBIX U3 O€3BPEIHBIX /U JOKYMEHTOB MaTEpPHAJIOB.

ONEKTPOHHBIE JIOKYMEHTH Ha pu3uyecku 060COONEHHBIX HOCHTENIX
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Pa3sMelIaroTCsl OTAENBHO OT APYTHUX JOKYMEHTOB.

Ha xopoOKu NpHKIEUBArOTCS SIPNBIKYM, Ha KOTOPBIX YKa3BIBAIOTCS: HOMEP
dona, HoMep OIKCH U KpalfHue HOMepa [eJl, pa3MeIleHHbIX B JaHHON KOPOOKE.

IlopsanoK pa3MeIleHus yCTaHaBIMBACTCS B 3aBHCUMOCTH OT PACCTOSHUS
MEXAY MOJKaMH, (U3MYECKOrO0 COCTOSHUS OeJ, a TakkKe OT TBEPAOCTH WIIH
MATKOCTH Tmeperuiera. Jlena, umerouive TBEPABIA TIepeIUIieT, YCTaHABIMBAOTCS
BEPTUKAJIBHO; C MATKUM [IEPEILUIETOM UM HeTIepeIIeTeHHbIe - TOPH30HTAIBHO.

Kopobxu He TODKHEBI BRICTYIIATE 3a MTPEAEIbI TOJI0K CTEJLTaXEHN.

He pomyckaercs xpaHeHUe JOKYMEHTOB B TPAHCIIOPTHOM Tape, B mrabensx,
HAa II071Y, TOJOKOHHHUKAX, JIECTHUYHBIX IJIOMaJKaX ¥ JPYTUX, He MpeIHa3HadYeHHbIX
IUIsL XpaHEHUsI JOKYMEHTOB MECTaX.

2.36. Bce momelneHus apXuBa OpraHU3aIlNM, a TAKKe CTEUIAXH, HIKadbl,
KOHTEHHEPHI, NOIKU HyMepyrorcsa. Cremiaxy, mkadbl 1 KOHTeHHEPHI HyMEPYIOTCSA
B KaXJIOM apXMBOXPaHWIMILE CJIEBa HAllpaBO OT BXOJTHOW JBEpH, a IOJKH Ha
cTellIaXkax — [0 lKadaM CBepXy BHU3, CJIeBa HAIIPaRBo.

2.37. B uenax oONOpegeNeHUss MecTa XpaHEHHS JOKYMEHTOB B
ApXUBOXPAHWJIMIIE COCTABIISIIOTCS TOTIOTPa(UUECKHe YKA3aTeny: [OCTEIIaXHEIE
(mpunoxxerre Ne 1), a mpm GonpmioM KojwdecTBe (OHAOB — MO(OHIOBEIE
(mpuntoxxerue Ne 2).

2.38. VismeHeHus, NPOUCXOMAIINE B Pa3MEIICHHH MOKYMEHTOB, HOJKHEI
CBOEBPEMEHHO OTPAXKATHCS B TONOrpadMiecKux yKa3aTenlsx.

2.39. B xozme mpoBepKH HAJIUYXAS U COCTOSIHUS apXWBHBIX JIOKYMEHTOB B
apXHBE OpraHU3aIINN:

yCTaHaBIUBaeTcad QakTHUecKoe HATMYUE eAUHHUI] XPaHEH s ¥ COOTBETCTBHE
 YYETHBIM JOKYMEHTaM; | |

BBISBIIAIOTCS U YCTPAHSAIOTCS HEJOCTATKY B YIETE JOKYMEHTOB;

BEIABJIAIOTCSA OTCYTCTBYIOIME NOKYMEHTHI B OPTaHU3YETCs PO3BICK;

BBIABJISIIOTCS Y YUUTHIBAIOTCS JOKYMEHTHI, TpeOyroIye NpoQUuIaKTHIECKOM
VI/HIIH pecTaBpalliOHHO-IPODMITAKTHYECKON 06paboTKy.

Brigasngiores # YYHUTBIBAIOTCA JJICKTPOHHBIC JOKYMEHTRI, Tp€6YIOIHI/I€
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[IPE3AINCH  HA HOBBIC OIICKTPOHHBIE HOCUTENH, IPOBOIUTCS KOHTPOJIb
(QU3MYIECKOTO W TEXHMIECKOTO COCTOSHUS CIMHUL XPaHEHUs, OCYIIECTBIAETCS
[pOBEPKA Ha HAMYKUE BPEJIOHOCHBIX KOMITBIOTEPHAIX POrPaMM.

2.40. IlpoBepka HAIMYHS ¥ COCTOSHUS JIOKYMEHTOB Ha OyMaKHBIX HOCUTEISIX
HIPOBOJIUTCS B apXWBE OpPraHM3allil KOMHCCHEH WM He MeHee ueM JABYMS
paboTHHKamMu He pexxe oaHOTO pasa B 10 ner, SJIEKTPOHHBIX JOKYMEHTOB — He peKe
OJTHOTO pasa B 5 JleT.

2.41. Tlpu npoBepke HATUYMS ¥ COCTOSHHUS NOKYMEHTOB B apXuBe
OpraHM3aluy HeOOXOMUMO:

COXpAHATE MOPANOK PACIOIOKEHU JOKYMEHTOB Ha CTeIUIaXax, B Kadax u
KOHTEHHEepax B COOTBETCTBHY C TONOTPadUIECKUMHY ykazarenaMmu. [lpu nsmenenuu
PacTioIOXKeHHs ielT HEOOXOIUMO CBOEBPEMEHHO JIEJIaTh COOTBETCTBYIOIIHE 3aI1MCH
B TONIOrpaUUeCKUX yKa3aTelsx

TOMCILATE Ha MeCTa Ha/INeXKAIero XpaHeHUs OOHAapykKEeHHbIE BO BpeMs
[IPOBEPKU HENPABUIIEHO Pa3MELIEHHBIE SAUHNIIE] XPAHSHUS,

M3BIMATE C IIOCIEAYIOIeH H30/IAUNEH JOKYMEHTBI, 3apakeHHbIE IIIECEHbIO
WA IPYTUMH OUOJIOTMYECKHMH BpEIUTENAMH (Juls JIOKYMEHTOB Ha OyMaKHOM
HOCHUTETNE);

M3bIMATE  CIMHMIBI XPAHEHUA 3JICKTPOHHBIX JIOKYMEHTOB, COJIEPIKALIUE
BPCAOHOCHBIC ~ KOMITBIOTEPHBIC  IPOTPaMMBI, [IOMEIIATh Ha  CHEHHUATbHO
BEIZICJICHHYIO TIOJIKY (B SIIMK) IJIA IIOCIEAYIONIel 06paGoTKy;

H3BIMATD M PAa3MEIIAaTh BCJIE] 3a YYTCHHBIMHE JIE/1a, HE BHECEHHBIE B OIIUCH,

BHecenne BeisBICHHEIX B XOje IIPOBEPKHM HEYYTECHHBIX Jell B OITHCH
3anpemaercs. Heydrenubie gmema momsnexaT o6paGoTKe M ONWCAHMIO HOCHE
3aBEPIUEHHUS IIPOBEPKH. v

2.42 IlpoBepka Hanu4duMs W COCTOSHHS JOKYMEHTOB IIDOBOAMTCS ITyTEM
CBEPKH OIMHCATENIbHBIX CTATEN ONHUCH C OIMCAHUEM I Ha 0OI0KKAX,

PHU3MYECKOE COCTOSHME JEJ ONPENeNsIeTcs Iy TeM BH3YaJIBHOTO IIPOCMOTpA.

HenaTs kakue-mu60 MOMETKY WM 3aHCH B ONUCX e | JAPYTUX YUETHBIX

AIOKyMEHTaX 3alpeliaeTcs. B KoHIe KakIoH NMpOCMOTPEHHOM OIkcH jejaeTcs
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3anuck «[IPOBEPEHO» ¢ yka3anuem HOMepa W [JaThl akTa MPOBEPKU HATWIHSA U
COCTOSIHHS] JOKYMEHTOB.

2.43. TIpoBepka HaIW4Us U COCTOSHUS TOKYMEHTOB CUATAETCS 3aBEPIICHHOH
I10CJIe BHECEHUS W3MCHCHMM, BBISBIEHHBIX IPOBEPKOU, B YUYETHBIE HOKYMEHTHI
apxuBa.

[lo pe3ynprataM NpPOBEPKHA COCTABISCTCS akT I[IPOBEPKH HAIHYIHS U
COCTOSIHMSI apXUBHBIX JOKyMeHTOB (npuioxenue Ne 3). [Ipu o6Hapy)ermu omuooK
B YYETHBIX JOKYMEHTaX COCTaBJAETCS aKT O TEXHHYECKHUX OMIHOKAaX B YUYETHBIX
nokymeHTax (upuioxenue Ne 4). B cnydae oOHapyXeHWS [OKYMEHTOB, He
OTHOCAIIMXCA K JAaHHOMY (OHIY, apXWBy OpTraHM3alU{, HEYYITEHHBIX, TaKKe
COCTaBIISIETCS COOTBETCTBYIOLIMM akT (mpumiokerwe Ne 5). VkazaHHble aKTH
IIOJINMCHIBAIOTCS UCIIOIHUTENSAMU U YTBEPKAAFOTCS PYKOBOAUTENIEM OpPTaHHU3aIuN
WY €70 3aMECTUTENEeM, KypUPYIOIIUAM AeITeIFHOCTh apXUBa.

2.44. Eciy npoBepKOW HAIM4YMs U COCTOSIHHMS JIOKYMEHTOB YCTaHOBJICHO
OTCYTCTBHE JI€JI ¥ JOKYMEHTOB, OPraHU3yeTCs] UX PO3BICK.

Po3pICk apXWBHBIX [TOKYMEHTOB, He OOHapYXEHHBIX B XOJi¢ TNPOBEPKH,
OpPraHU3yeTCs ¢ MOMEHTA BBISBIICHMSI OTCYTCTBHS ¥ IIPOBOJIMATCSA B TE€UEHHE OJHOIO
roga. Ha pmena, He oOHapy)XeHHBIE B XOI€ MPOBEPKU HAIUYMS W COCTOSHHUSA
JOKYMEHTOB, COCTaBJIseTCs akT 00 yTpaTe AOKyMeHTOB (mpuioxenwme Ne 6),
KOTOpBIM paccMaTpHUBAETCs O3KCIIEPTHOM KOoMHCccHeW (LEHTpaTbHOH 3KCIEepTHON
komuccueit) (manee - DK (II9K) opranuzanuu u yTBepXKIaeTCs PyKOBOIHUTETIEM
OpraHu3aluy unu ero 3amecturesneM. K akty npunaraercs crpaBka o NpOBEISHUN
pO3BICKa, IIOATOTOBJIEHHAs W NOJNMCAHHAs JIUIIOM, IPOW3BOMMBIINM IPOBEPKY.
AxT 06 yTpare [JOKyMEHTOB DPEACTaBIAETCA B  COOTBETCTBYIOLIUH
rOCYapCTBEHHBII (MyHULIATIATBHBIA) apXuB  ¥IU ynonHOMbquHLIﬁ opraH
UCIIOJIHUTENBHOH BiiacTu cyOpexTa Poccuiickoit Penepanuu B 00J1aCTH apXHUBHOIO
ziena s OIPUHSATHS PEIieHUs O CHSATHY YTPAueHHBIX JIeTl ¢ y4eTa.

2.45. JlokyMeHTBHl BBIJAIOTCA U3 aApPXMBOXPAHWIHMINA HA OCHOBAHHHU

MUCHbMEHHOI'0 pPaspClICHKMA PYKOBOAUTEIA apX¥Ba OpraHu3aldy HIA - €ro




