MpaBuna opraHu3sauun xpaHeHusl, KOMNIEKTOBaHUA, y4eTa U UCNOSNb30BaHUsS AOKYMEHTOB APXUBHOIO
c¢hoHpa Poccuiickon depepauum u opyrux apxXmMBHbIX JOKYMEHTOB B OpraHax rocyaapcTBeHHOW BnacTu,
opraHax MecTHOro camoynpaBfieHUs1 U opraHu3aumsax (yTB. npukazom MuHuctepcTBa KynbTyphbl
Poccuiickon ®epgepaumm ot 31 mapta 2015 r. N 526)

4.19. 3akoH4YeHHble [enonpousBOACTBOM [ena MNOCTOAHHOrO WM BpeMeHHbIX (cBbile 10 neT) cpokos
XpaHeHUsi, B TOM 4uUcrie MNo JIMYHOMY COCTaBy, MOCIIe OKOHYaHMS KarleHA4apHOro roga, B KOTOPOM OHM Obinu
3aBefeHbl, NoAroTaBAMBalOTCA K Nepeaade B apxmMB opraHu3auumn n noanexar ooopMIEHUIO N ONMUCAHMIO.

B 3aBMCMMOCTM OT CPOKOB XpaHEHMsI MPOBOAUTCS MOSHOE WM YacTudHoe odpopmiieHne aen. onHomy
odopMneHUto noanexart Aena NOCTOSAHHOrO U BpeMeHHbIX (cBbie 10 neT) CPOKOB XpaHeHUs U No NUYHOMY
cocTany.

OdopmneHune gen Ha GymaxxHOM HocuTene npegycMaTpuBaeT:

noaWwmBKY UM nepenneT AOKYMEHTOB fAerna (HedopmaTHble OOKYMEHTbl XpaHATCA B 3aKpbITbiX TBEpAObIX
nankax unu B kopobkax);

HymMepauuio NUCTOoB Aena;

CcocTaBrieHue nucta-3aseputens gena (npunoxenue N 8);

COCTaBfeHne BHYTPEHHen onncyn AoKyMeHTOB gena (npunoxenune N 27);
ogopmrieHne obnoxkn gena (npunoxeHue N 28).

MoaroToBka aMeKTPOHHbIX Aen Ans nepegayn B apxue OpraHusauuv npegycmaTtpusBaeT CocTaBieHne onucu
3NEKTPOHHbIX Aen, AokymeHToB (npunoxeHns N N 17, 18).

4.20. B geno nomeLLaoTca JOKYMEHTbI, KOTOpblE MO CBOEMY COAEPXXaHWUIO COOTBETCTBYIOT 3arofloBKy Aena,
npy 3TOM 3anpeLiaeTcs rpynnupoBaTb B Jefnla YEepHOBble M OyOneTHble 3K3eMNspbl OOKYMEHTOB, a Takke
OOKYMEHTbI, noanexatline Bo3Bpary.

Mpu dopmupoBaHMmM gena Heobxoammo cobnogaTh criegyowme TpeboBaHus:

AOKYMEHTbI MOCTOSAHHOIO Y BPEMEHHOIO XpaHeHUs HeobXxoaMMo rpynnMpoBaTh B OTAENbHbIE AeNa;

BKITIOYaTb B €0 N0 OAHOMY 3K3EMMIISIPY KaX4oro JOKYMEHTa;

rpynnuposaTb B OeNI0 OOKYMEHTbl OAHOro KaneHaapHoro roga; UCKMYeHWe COCTaBnfAloT: nepexopswime
aena; cygoebHble adena; nNuyHble Aena, KoTtopble opmMupyloTCsl B TeyeHue Bcero nepuoga pabotbl nvua B
opraHu3aumv; [OKYMEHTbl BblOOPHBIX OpPraHoB W WX MOCTOSIHHbIX KOMWCCUI, OenyTaTCKMX [pynmn, KoTopble
rpynnupyloTcst 3a Nepuof CO3biBa; OOKYMEHTbl obpasoBaTesfibHbIX OpraHuM3auun, Kotopble OpMUpYHOTCA 3a
yqe6Hb||7| rog; AOKYMEHTbl TeaTpOoB, XapakTtepusyruime CUeHUYECKYD OeATellbHOCTb, B npeaenax teatparbHOro
ce30Ha; gena punbMoB, pykonucen, uctopmm 6onesHen.

|_|pI/IKa3bI Nno NMMYHOMY COCTaBy AOJTKHbI rpynnmnpoBaTbCA B Aefla B COOTBETCTBUU C YCTAHOBJIEHHbIMU ONA
HUX CPOKaMn XpaHEHUA;

OOKYMEHTbI B JIMYHbIX Oenax pacnonaratnTcA B XPOHOJIOrM4eCKOM nopsdnke no mepe noctynneHus;

nuuesble cyeTa no 3apaboTHon nnate paboOTHMKOB rpyNNUPYIOTCS B OTAerbHbIE Aeria U pacnornaralTcs B
HWUX NO andasuTy hamMunmim, UMeH U OT4eCTB.

Heno Ha bymaXHOM HOCUTENE He JOMKHO cogepXaTb bonee 250 NUCTOB, Npu TONLWMHE He Gonee 4 cwm.

4.21. [JokyMeHTbI, COCTaBnsAwLLME AeN0 Ha ByMaXHOM HOocuTerne, NoAWMBAOTCA Ha YeTbipe Npokona (Ha Tpu
npokona - Ansa ManodgopMaTHbIX den) B TBepayt OOMOXKYy WnvM nepennietawTcs C y4eTOM BO3MOXHOCTM
cBOOOAHOro YTEHMS BCEX AOKYMEHTOB, AaT, BU3 U PE30SIOLUIA HA HUX, MeTamNNM4eckue CKpenneHns 3 JOKYMEHTOB
yaansoTcs.

B Havane gena Ha 6yMa)KHOM HOocuUTene npu HeobXxoAMMOCTU NoALIMBAIOTCA NUCTDI BHyTpeHHeVI onucun



OOKyMeHTOB fena (npunoxenne N 27), B KOHLE KaXaoro gerna - nucT-3aBeputens gena (npunoxexune N 8).

4.22. B uensx obecrneyeHuss COXPaHHOCTM W 3aKpenseHusl Mnopsidka pacrofiokeHUst [OOKYMEHTOB,
BKMIOYEHHBbIX B Oeno Ha ByMaXHOM HocuTene, Bce ero NUCTbl (KpoMe nucTa-3aBeputens Aena U BHYTPeHHel
onucK) HyMepyrTCa B BanoBoM Nopsiake apabekumy Ludpamm, KoTopble NPOCTaBnATCA B NPaBOM BEPXHEM Yrily
nmcTa AOKYMeHTa MpoCTbiM rpadUTHLIM KapaHOalloM MNU HymMepaTopoM. YnoTpebneHue 4epHUn U LBETHbIX
KapaHZallen ans Hymepauuu NUCTOB 3anpelyaeTcs. JIMCTbl BHYTPEHHE OnuMcu OOKYMEHTOB Aerla HyMepyloTcs
oTAesbHo.

JIncTbl gen, CocTosiMX M3 HECKOSNbKMX TOMOB WKW 4vacTen, HYMEPYIOTCA NO KaXAoOMy TOMY WM 4acCcTu
OTAENbHO.

doTorpachmu, YepTexu, Auarpammbl UM Opyrue  WUNNOCTPaTMBHbIE  [OKYMEHTbI, NpeAcTaBnsioLimne
camocTosATeSbHbIV NIACT B Aene, HyMepytoTcsl Ha 0GOPOTHON CTOPOHE B JIEBOM BEPXHEM YITy.

CroxeHHbI NUCT pasBopadvMBaeTcs M HymMepyeTcsi B NpaBoM BepxHem yrny. lMpu atom nuct mo6oro
dopmaTa, noAwWnTbIA 33 OAUH Kpai, HYMepyeTcsl Kak OOWH FIUCT; MIUCT, CMOXeHHbIN WU NoAWUTLIN 33 cepeauHy,
NoANeXuT NepeLUnBKe N HYMepPYeTCs Kak OAWH NIACT.

JInCT ¢ Harnyxo HakneeHHbIMW OOKYMEeHTaMu (Bblpeskammu, Bbinuckamu, gotorpaduammn) HymepyeTcs Kak
oouH nucT. Ecnu K OOKyMEHTY noAkneeHbl OOHWM KpaeM ApyrMe AOKyMeHTbl (Bblpe3ku, BCTaBKM TeKCTa,
nepeBoAbl), TO KaXObl JOKYMEHT HyMepyeTCcs OTAESbHO.

Mogwwntble B Aeno KOHBEPTbI C BJIOXXEHUAMU HYMEPYIOTCA; NpW 3TOM BHa4alie HyMepyeTcd KOHBEPT, a 3aTeM
oyepenHbIM HOMEPOM KaXgoe BIiOXXeHUe B KOHBepTe.

MoawwuTble B Aeno AOKYMEHTbl C CODCTBEHHOW HymMepauuen NUCTOB (BKMoYas nevaTHble U3gaHus) MOoryT
HymepoBaTbcd B OOLEeM nopsgke WM COXpaHATb COOCTBEHHYIO HyMepauuio, eCcnM OHa COOTBeTCTBYeT
MOPSIAKOBOMY PaCMOSIOXKEHWNIO NNCTOB B Aere.

B cnyyasx o6HapyxeHus 6onbworo 4ucria owubok B Hymepauuu NUCTOB Aerna npoBOAMTCA
nepeHymepaums. lpu Hanuuuu OTAEnNbHbLIX OWMWMBOK B Hymepauuu NMCTOB Aena gonyckaetcs ynoTpebneHue
NMTEepHbIX HOMEPOB fCTOB.

4.23. Jluct-3aBeputens gena (npunoxeHne N 8) coctaBnseTca Ha OTAENbHOM NIUCTE, B KapToTekaxX - Ha
OTAenbHOM nMcTe dopmaTa KapTouku. JlucT-zaBepuTens pJdena MOAMMCbIBAeTCA ero coctaButenem. Bcee
nocnefywwme U3MEHEeHUss B COCTaBe U COCTOsSHUM fena (NoBpeXaeHus, 3amMeHa MOAMWMHHBLIX AOKYMEHTOB)
OTMEeYatlTCs B NINCTE-3aBEPUTESNE CO CCbINIKOW HA COOTBETCTBYIOLLMIA aKT.

3anpeu.|,aeT0ﬂ BbIHOCUTb JINCT-3aBeputeslb Ha O6J'I0)KKy fena wunnm YncTbin O60pOT JIMCTa nocnegHero
OOKyMeHTa. Ecnu geno nogwunTo nnu nepenneTteHo 0e3 GnaHka JINCTa-3aBepuTend, oOH AOJKEeH ObITb HaKMeeH 3a
BEPXHK YacCTb JINCTA HA BHYTPEHHKOKO CTOPOHY 00m0oXKM B KOHLE Aena.

4.24. Ha obnoxke pJden MOCTOSHHOTNO XpaHeHWs mnpedycMaTpuBaeTcs MecTo Ans  HauMeHOBaHus
rocy4apCTBEHHOro (MyHULMNanbHOro) apxmea, B KOTOPbIN Aena opraHusauun 6yagyTt npuHaTel (npunoxeHune N 28).
Mpn odopmneHun ob6NOXKM Aena HaMMmeHOBaHWE OpraHM3auun yKas3biBaeTCs MOMHOCTbIO, B MMEHUTENbHOM
nagexe. NonHoe HanmMeHOBaHME BbILLECTOSALWEN OpraHM3aunm ykasblBaeTcs Hag HanMeHOBaHMEeM opraHusauun -
MCTOYHUKA KOMMMEKTOBaHWA (Takke B WMeHWTENbHOM nagexe). Ecnu opraHmsaums wnu BbllecTosLLasA
opraHuMsauus MMelT COKpalleHHble HauMeHOBaHWs, TO OHWM YKasbiBaldTCA B Cckobkax nocrie MorHoro
HauMeHOBaHWs.

Mpy W3MEHeHMN HaVMEeHOBaHUS opraHu3auuMu (CTPYKTYpPHOrO rMoapasfdeneHus) B TeyeHve Mepuofa,
oxBaTbiBAeMOro [OKyMeHTamu [ena, unu npu nepedade fena B OPYryl0 opraHusauuio  (CTPyKTypHoe
nodpasgernieHve), Ha o6noxke [Jena [ONWCLIBAeTCA HOBOE HaWMEHOBaHWMe STOWM  opraHusauuvM  unm
opraHusauuu-npasonpeeMHuka (CTPYKTYPHOro noapasaeneHuns), a npexHee 3akno4aeTcs B CKOBKU.

4.25. Ha obnoxke gena ykasblBaloTcs:
HanMeHoBaHWe opraHM3aLumm U ee HeMnoCcpeaCcTBEHHas NOAYMHEHHOCTb;

HanuMeHOBaHWe CTPYKTYPHOrO noapasaeneHns;



WHAEeKC aena;

HOMep Toma (4YacTn);

3aronoBokK Aena (Toma, 4acTu);

KparHue gatbl gena (toma, YacTin);
KONMYeCTBO NUCTOB B Aerne (Tome, YacTn);
CPOK XpaHeHus gena;

apXuBHbIV WGP gena.

4.26. 3aronoBok gena Ha BymaXXHOM HOCUTENe WM 3arofioBOK 3MNIEKTPOHHOrO Aena nepeHocaTca Ha obnoXKy
aena (SNeKTpoOHHOro pJena) W3 HOMEHKNaTypbl [Aen opraHu3auun. 3arofioBoK AOSMKEH COOTBETCTBOBATb
COAepXXaHWo JOKYMEHTOB B Aere.

B Tex cnyyasix, koraa Oeno COCTOMT M3 HECKONbKMX TOMOB (4acTein), Ha OBMOXKy kaxgoro Toma (4acTtu)
BbIHOCUTCS OOLLMIA 3aronoBoK Aena, a npyM HeobXxo4MMOCTHU - 3arofIoBOK KaXaoro Toma (4acTm).

B 3aronoekax gen, cogepxawunx Konunm OOKYMEHTOB, YKa3blBaeTCA Ha KOIM4ecCTBO konui. MNoAnnHHOCTb
OOKYMEHTOB [€eJia B 3aroJioBke He oroeapunBaeTCH.

4.27. [ena, BHeCeHHble B TrOAOBble pasfdenbl  CBOAHLIX  ONUCEW,  WNpYyOTCa  nocne
yTBEpPXAEHUs/cornacoBaHusa rogoBoro pasgena csogHon onucu OlMK apXuBHOMO yYpexaeHUss U yTBepXaeHUs
pykoBoAMTENEM OpraHnsaumnn (40 STOro apXUBHbLIV LUIMAP NPOCTaBNAETCS KapaH4aLlom).

4.28. Ha o6rnoxke pOena ykasbiBaeTca pndata fJena - rof(bl) 3aBedeHWs W OKOHYaHUs gena B
[enonpounsBoacTBe.

Ecnu B geno BkNoYeHbl JOKYMEHTbI (Hanpumep, NpunoXxeHus), ata KOTopblX He coBnagaeT ¢ AaTon gena,
TO MOA AaTow C HOBOW CTPOYKM AenaeTtcs o6 aTom 3anuck: "B gene nmeroTca OKYMEHThI 3a ... rog(bl)".

[aTta pena MoxeT He YKa3blBaTbCA TOJIbKO Ha obnoxkax gen, coaepxalwmx roaosbie nmnaHbl U OTYETbI U
opyrue AOKYMEHTbI, AaTbl KOTOPbIX OTPaXakTCA B 3arofioBkax gerl.

Haton pgen, cogepxalimx pacnopsiauTenbHYH, TBOPYECKYHD U MHYHO OOKyMeHTauuo (4oknagbl, NUcbma,
CTeHOorpammbl), ANA KOTOPOW TOYHas AaTMpOBKa MMEEeT BaXHOe 3HayeHwe, a Takke Ans Aer, COCTOSAWMX U3
HEeCKOMNbKUX TOMOB (4acTen), ABNATCA AaTtbl (YUCO, Mecsl, rof) perncrpaumn (CoctaBneHus, NOCTynneHus)
CaMOro paHHero 1 camoro No3Hero JOKYMEHTOB, BKITIOYEHHbIX B A4eNo (KpaviHne AaTtbl Aerl, JOKYMEHTOB).

Jaton pena, copepxallero npOTOKOMNbl 3acefaHuii, SIBASOTCS [AaTbl YTBEPXAEHUs (ECM  OHU
YyTBEPXAA0TCs1) UK AaThl NEPBOrO U NOCNEAHEro NpoTOKONa, COCTaBNSOLLMX AerO.

[laton nuyHoro gena aABnsATCA gaTbl NOANUCaHUSA NpuKasoB O npueme n yBosribHEHUK NnLa, Ha KOTOpoe OHO
3aBeleHo.

Mpu o6o3HayeHMM OaTbl AOKYMEHTa cHavana ykasblBaeTcsl 4Mcro, 3aTeM Mecsay U rog. Yucno w rog
obo3HavaoTes apabckumu umdpamm, Ha3BaHe MecsiLa - CrIOBOM.

Ecnn pata OOKYMeHTa Wnn oTAaelibHble ee 3J1IeMeHTbl onpeaendarTca I'IpI/I6HI/I3I/ITeJ'IbHO, Ha OCHOBaHuUu
aHanm3a cogepxaHuda OOKymMeHTa, TO [daTa Wi oTaellbHble ee 3JieMeHTbl, He abcontoTHO AOCTOBEpPHbIE,
3aKIr4arTCA B KBaApaTHbIe CKOOKM.

4.29. ObsazaTenbHbIMN pekBM3UTaMK ODMOXKM Aena SBMSATCA yKasaHue KonuuyecTBa NucToB B gene <1>
(npocTaBnseTcs Ha OCHOBaHWM nUCTa-3aBepuTens Aena) U CPoK XpaHeHus Aena (Ha Aenax MOCTOSAHHOMO
XpaHeHus nuweTcs: "XpaHuTb NOCTOAHHO").

<1> [ina gen Ha 6ymaxHOM HocuTerne.



4.30. Ans y4yeTa AOKYMEHTOB OMNpederneHHbIX KaTeropui aen Ha GymaxHoM HocuTene (NndHble, cyaebHble
Aena, matepuanbl yrofoBHbIX Aen, Aerla O NPUCYKOEHUN YYeHbIX CTENEHEN U MPUCBOEHUN YYEHbIX 3BaHWN, Aena,
CBSI3aHHblE C BblAayell aBTOPCKMX CBUOETENbCTB U MaTEHTHbIX U300pEeTEeHMI) COCTaBNAETCA BHYTPEHHSS OMUCh
OOKYMEHTOB aena.

Ecnn peno Ha 6ymMaxHOM HocuTene mnepenneTeHo WnuM noawuTto 6Ge3 GnaHka BHYTPEHHen onucu
JOKYMEHTOB, TO COCTaBNeHHasl Mo YCTaHOBMEHHOW (bopMe BHYTPEHHSIA OMUCb MOAKNEeUBaEeTCA K BHYTPEHHeMN
CTOpOHE NuLIeBOV 0BNOXKM Aena.

M3meHeHus cocTaBa OOKYMEHTOB Aena (M3bATUSA, BKITOYEHUS] JOKYMEHTOB, 3aMeHa OOKYMEHTOB KOMUSIMU)
oTpaxatwTca B rpade "lpumedaHue" BHYTPEHHEM OMNUCU CO CChiflkaMXM Ha COOTBETCTBYHOLIME akTbl. [lpu
Heob6xoaMMOCTU MOryT BbiTb COCTaBNEHbI HOBAast UTOrOBas 3anucb K BHYTPEHHEN ONUCKU N NNCT-3aBepuTens aena.



MpunoxeHne N 8
Knn. 2.47,4.19, 4.21, 4.23 MNpasun

JMCT-3ABEPUTEJIE IEJIA N

B nmejle nNoommMTO M MNPOHYMEPOBAHO JIMICTOB
(LumdpamMm ¥ MNPONMUCHI)

c N no N
JIMTEPHEIE HOMEepa JIMCTOB
IPOIYyIleHHEIE HOMEepa JIMCTOB

+ JIMCTOB BHYTPEHHEM OIUCU

, B TOM UmMCJIe:

OcobeHHOCTN hran4ecKkoro coctosiHus U OPMUPOBaHUSA aena Homepa nucrtoe

1 2

HavMeHOBaHMeE OOJIXKHOCTU
paboTHMKA lognmchb PacumppoBka NOONUCHU

ODaTa

®opmat A4 (210 x 297 mm)



MpunoxeHne N 27
K nn. 4.19, 4.21 MNMpasun

BHYTPEHHAA OIIMCH
OOKYMEeHTOB nejia N

N n/n | Pernctpay HaTta 3aronoBoK AOKYMeEHTa Homepa nucrtoe MpumeyaHu
WMOHHbIN OOKYMeHTa nena e
NMHAOEKC
OOKyMeHTa
1 2 3 4 5 6
MToro IOKYMEHTOB .

(umdpaMy M NPONMUCHIO)

KonmmuecTBO JIMCTOB BHyTpeHHeﬁ OInmMcCum

(LumdpaMM ¥ OPOIMUCHI)
HavMeHOBaHMEe IOJDKHOCTM JIMIA,
COCTaBMBIIETO BHYTPEHHKK ONIMCH

JOKYMEHTOB IeJla ognuce Pacmm@pOBKa rnogrmcum

IDaTa

®opmat A4 (210 x 297 mm)



MpunoxeHne N 28
K nn. 4.19, 4.24 MNMpaBun

(HaMMeHOBaHMEe TOCYINAaPCTBEHHOT'O (MYyHMUMIIAJIBHOIT'O) apxXuBa)

(HaMMeHOBaHMEe OpI'aHM3alLuUM)

(HaMMeHOBaHMEe CTPYKTYPHOTO MNOIpa3lesieHNs)

IOEJIO N TOM N

(3aroJioBOK Ineja)

(kpalHye IaTH)

Ha

JmMcTax

XpaHUThb

®.N

On. N
O.N

®opmat A4 (210 x 297 mm)
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