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BBBNEHlIE

llonoxenue o cr{creMe xpaHeHlr.rr t\ apx[BI4pOBaHLIq AOKyMeHTOB O CI'ICTeMe xpaHeHl4s v

apxu:Br{poBaHus AoKyMeHToB, o6pasyloulkrxcs. rrp:z oc)ulecrBJreuuu o6pazoBareJrl;Hoft AesreruHocrLt B

o6r'cru oxpaHrr rpyaa (,ualee - lloloxesrae) parpa6oraHo B ueJl{x opraHu3aul{n npI4MeHeHI'Ifl IIpaBHJI

aKKpeAr{Taur.rrr opraHr.rzaryufi., Lrl;ivrBvryanbHbrx npeAnpl4Hl4MateJlefi, oKa3bIBaIouII4x ycryrlt s o6racrlr

oxpafHbr rpyAa, yrBepxAeHsux flocraHoBJIeHLIeM flpanllreltcrna P@ or 16'12.2021 Ne 2334'

B llonoxeHr{r{ pacKpbrBarorcr cr4creMa xpaHeHl4s I{ apxl{Bl4poBaHl',It AOKyI\4eHTOB' B TOM qI4cJIe

rrpaBsJra r{x xpaHeHufl. yr apxvrBnpoBaHr,rs, npeAycMarpl,IBaroufle xpaHeHl4e AoKyMeHTon na 6yvraxHoM

HoclrreJre u lutn) n Sopnae gneKTpoHHbrx AoKWeHToB, IIoAIII4caHHbrx yculennofi xnanu$r'IquponaHnoft

3neKTpoHHOfi no4ur,rcbro, flpaBr.rna pe3epBHofo KoIIi{poBaHI,IS I4 BOCCTaHoBIeHI4,S AOKWeHTOB, a TaKxe

ycraHaBnrrBarorcr nopqAoK, MSCTO, tfOputr u cpoKr,r xpaHeHl,If, AOKyM9HTOB.

Tepuunrr n o11peAenelvrfl, rlcrronb3yeMble B llcuoNeHul/t, coorBercrBylor |OCT P 7'0'8-2013

rcI/jffiI4[.,{elo npo us BoAcrBo pI apxHBH o e Aeno. TepvlrHrt I{ o rpeAene6tlfl>> .

| Ioloxerrraepa:pa6oraHoBcooTBeTcTBIaucrp.;6oBaHIIqMI{| Ipur<araMunucrepcTBaKynbTypbl
poc<luftcxofr @e4epaqrpr or 31.03.2015 Ne 526 <06 yrnepx,4eHlrrr npaBlrn OpfaHl43aqr4r4 xpalleHr4s,

KoMrrJreKro BaHy1fl., yrdra ?r racrroJrb3oBaHpr.f, AoKyMeHTon ApxltnHoro $oH4a Poccuftcxofi Oe4epauuu ra

Apylrr4x apxr4BHbtx AoKyMeHToB B opraHax rc)cyAapcrBenuoft BJracrvr, opraHax MecrHoro

caM0yrlpaB IreHvfl I4 OpraHIr3aII[tX))'

1. CLIC TEMA XPAH EHVIfl, LI APXIIBI'IP OBAHI',Ifl AOKyMUHT OB

Bce 4oryueHTbr no yue6norray npoqeccy, o6paryrorqvecsB xo4e o6pa:oBare,IlbHofi Aegrelnuocrl'I B

o6lacru oxpaHbr rpyAa, rroAnexar xpaHeHrrro B Terren,Ile o6ytennr y're6Hrx rpynfl v apxuBr4poBaHl'Ilo

rocne oKoHqaHpls o6yreulrx yre6ulrx rpyrrrr.

KounlercroBaHrre apxrrBa gro cl4creMarl{qecKoe rIonoJIHeHI4e

coo'rBercrBlIl4 c efo nPoQuneu'

I-{ensrO KOMnJIeKTo BAHtIs apXI4Ba Opf aHI{3aIII4Lr :EBIIfl'eTCg CO3AaHHe I4

$ o rr4a opraHl{3 aIInII, KoTopblfi noA;reNr'IT xp aH eHI{Io B apxl'IBe opIaHI43aUI4I4'

KolruerroBaHr{e apxr{Ba AoKyMeHTaMr.r flBJlfleTcfl rlpoqeccoM, rIpI4 npal}I'IJIbHOM BbIIIOJIHeHI'II1I

Koropofo o6ecneqi.reaercfl yqer r4 xpaHeHae AoKyMe)HToB B apxlrBe opraHlr3alt\vwt llparruvecKl4 Bce

coc'aBnsrouue efo Br.rAbr pa6or (npoqeccu) uawruarorcx B Aenonpold3Bo.qcrBe Y'reouofi llacrl{

opraHu3arltrg, o;i1aKo rpe6onaHkrs K r4x BbIrIoJrHeHrIIo pI K nonflaeMhlM pe3'/nbrarau (<nuxoAaM))

rrpgr{occ? KoMnJreKTo vauur.), ortpeAen.flrorcr apxI4BoM opraHu3auuu n olycttoBJleHbl TeMlt BI{AaMra pa6or,

KOTOpbIe BbIIIOJIHfl IOTC.g HeIIO CpeAcTBeHHO B apxl',IBe op f aHI43aIIHI4.

llpoqecc KoMIIJIeKToBaHilS BKJlroqaer :

npoBeAeHr.r e gKcnepTr43 br TIeHHO CTI{ AO K}rl\{ eHTOB B Aeno [popl3BOAcTBe ;

o$oprrlleHue Aen;
lepeAaqy Aen B apxl4B opfaHl43alliril.

1.1. IlponeAeHre 3Kcreprrr3bl ueHHocrn AoKyMeHToB

B AeJronpou3BOACTBe

lleper,ru gTanoM, o6ecne.rHearoqlrM BbrrroJrHeHr'te [poqecca KoMnJIeKTOB,AIIVTS' apxLIBa OplaHu3aul'In

AOriyMeHTaM14, flBqrfle.tcfl rrpoBeAeHr,re 3KC[epTLI3bI IIeHIIOCTI{ AOKyMeHTOB B AenolpoI43BOACTBe.

3xcueprusa TIeHHOCTT{ AOKyMeHTOB B Aenolf,po}I3BOACTBe opraHI43aII?IH 9TO H3rreHl',Ie

AOr(yMeHTOB Ha OCHOBaHr.rr,r Kpr,rTepr4eB r{x rIeHHocTI4 C IIenbIO OlpeAeneH}It cpoKoB xpaHeHl',Ifl.

3rccneprusa TIeHHOCTT4 AOKyMeHTOB IIpOBOAHTCS B Aenonpol{3BOACTIBe npu cocTaBneHI{I'I

apxl4Ba AoKyMeHTaMI4 B

Qoptutlponauue apxl4BHoro



HOMeHKJrarypbr Aen opfaHl.I3arlnu 14 npr4 rroAroToBKe Aen K nepeAatre B apx]zB opIaHI,I3aIII4I4. flo

pe3y.rrbTaraM sKcrreprr,r3br rleHHocTr,r AoKyMeHToB B opraHr.r3aIII4I4 cocTaBJlflFoTcs omllcu Aen cTpyKTypHbIx
noApa3AeneHr4ft.

[nr npoeeAeHr4r 3Kcrreprra3br rleHHocrlr AoKy]\{eHToB B opraHr43arlvru cogpaercs gKcleprHat

KoMrrcclr-s (4anee - 3K).
B cocrae 3K e o6sgareJrbHoM nopsAKe BKJrroqaercs Jrlrqo, orBercrBeHHoe 3a apxI,IB, clequaJrr4crbr

yue6nofi qacrr4 vr arv,ulevrcrparlurr, a raKxe sau6oree rna-nu(pnqupoBaHHbre crequaJrr4crbr, 3H€lrorlue
cneqra$rary o6pasonaremnofi AesrerbHocrr4 B o6lacru oxpaHbr rpyAa, B KoJILIqecrBe He MeHee rpex
treroBeK. Cocrae 3K yrnepx4aercr npr.rKa3oM pyKoBoArareJur opraHlr3ar\vru.

Sxcneprura rleHHocrrr AoKyMeHToB rrpoBorvrrcfl, exeroAHo corpyAHr{Karun y.re6uoft uacru npu
MercrAr.rqecKofi rroMorrlr4 aAMr{Hucrparlrur opraHr43arlrrr4. Pe:yruraru gKoneprr.r3br rIeHHocrH
cofJracoBbrBarorcfl c 3K opraHu3a:g:aw.

llp" npoBeAeHpra gKcneprr.r3br ueHHocru AoK)/MeHToB npoBoAr4Tcr or6op AoKyrvreHToB Artx
repeAaqr4 B apxr4B opfaHLr3arlun; or6op AoKyMeHToB c BpeMeHHbrMr4 cpoKaMr4 xpaHeHufl (ao 10 ner
BKnmtrr4TeJnno), no4re)Karrlnx AzururefimeMy xpaHeHrrro B yre6nofi qacru; or6op AoKyMeHToB, cpoK
xpaH:eHl{fl KoTopbx rrcTeK, K yHI,IqToxeHHIo.

3xcneprusa rlenHocru gneKTpoHnbrx AoKyMeHToB npoBoAr4Tcr B rroprAKe, ycraHoBneHHoM AJr.f,
npoBeAeHr,rf, 3Kcrreprr,r3br ueHHocru AoKyMeHToB Ha 6yuaNuou Hocr,rreJre. IIpu uponeAeH:avr 3Kcrreprr{3br
rIeHEro cTr4 3neKTpoHHbrx AoKyMeHToB AononHr4TeJrbHo yrrr4TbrBaeTcs :

- noAnr{HHocrb gneKTpoHHoro AoKyMeHra, Hurtr.rttre 3neKTpormofr noArrr{crr tr
noJroxr4TeJrbHoro pe3ynbTaTa ee [poBepKr,r ;

- Bo3MoxHocrb Bocrpor.r3BeAeHrrq u o6pa6olru uH(popuarlulr gJreKTpoHHbrx AoKyMeHTon 6es
rrcrroJrb3oB aHvrfl. opvtrkrHaJrbHofo nporpaMMHoro o6ecneqenkrfl.;

- Bo3MolrHocrb o6ecueqenprs BpeMeHHoro (cnuue 10 ner) xpaHeHr,r.s, npoBeAeHr.rt
TexHoJIorlIqecKI4x lrurpaqnft gneKTpoHHhrx,IoKyMeHToB.

3nerrpounrtft goryrrreHT - AoKyMeHTr.rpoBaHHaJr ranQopvraur{fl, rrpeAcraBJreHHirfl n slerrponnofi

Qopue, To ecrb B Br4Ae, rrpufoAHoM Ans BocnpvflTvrfl, rreJroBeKoM c r{crroJrb3onaHr.reM SneKTpoHHbx
BbItIpIcJII,ITeJIbHbrx MaIrIIrH, a rarcr(e Ans lepeAaqu uo znSopMarlrrouHo-TeJreKoMMyHr.rKarlraoHHbrM cersM
uttu o6pa6orKl4 B ran$opuaqlroHHbrx crlcreMax (rrynxr 1 1.1 cramra 2 @egepurbHorro 3aKoHa or 27 rrrors
2006 r. N 149-@3 "06 an$opMaur{ri, un$opvraquoHHbn{ rexHoJrort4f,x 14 o 3arrlprre anQopuaquz").

3rerrponnbre AoKyMeHTbr rroAnr.rcbrBarorcr ycurennofi gneKTpoHHoft no4nucuo. SrexrpoHH€ur
no.4rrr.rcb - unQopuarllrq B gneKrpoHHofi $oprrae, Kolopalr rrpucoeAkrHeHa K apyroft un(popuaquz n
ererrpouuofr (popue (no4nracunaenoft unQopuaqlrr.r) uru r{HbrM o6paroru cBr3aHa c raKofi
uH(popnraquefiu Koropair r,rcnonmyercn Anfl, orpeAeJreHWfl, rrnr\a, noArr[cbrBaroqero uuSopMarlurc.

flopr4ox t4crloJlb3oBaHu-s greKrponnofi rroArrr{cu: pefJraMeHTr4poBaH (DegepalrHbru 3aKouona P@
<06 snerrponnofi rroArrracu) or 06.04.2011 N 63-(D3.

3nerrpouubre AoKyMeHTbr, noAnr{caHHbre 3JreKTpoHuofi noAnr.rcbro, AoJrxHbr coorBercrBoBarb
ycroBr4.f,M crarbr.r 6 @e4epa,rbHofo 3aKoHa <06 slexrpouuofi noArrucfi) N 63-Qt3 AJrfl. krx npr{3HaHr.rs
paBHo3HaqHbrMt4 AoKyMeHTaM na 6yuaNuoM Hocr.rreJre, rroArrlrcaHHbrM co6crseuuopyuuoft rroArrr,rcbro.

Cocranlenrre, corJracoBaHlre, yrBep)r(AeHlre HoMeHKJrarypbr AeJr oplaHrr3arltlu

HorreHrcrarypa AeJr - crrcreMarlrsuponauuuft lepeqeHb 3aroJroBKoB AeJr, co3AaBaeMhrx B
opraHr43arlr4r4, c yKa3aHr,reM cpoKoB r4x xpaHeHr.r_s.

Hoveurrarypa,qen flBrrflercfl. ocnoeofi 4nr (fopurapoBaHr.rr AoKyMeHTanbHorc) $oHaa opraHlr3arl[r{.
Houenuarypa Aen [peAHa3HarreHa Anfl rpynnltpoBKlr ucr]oJrHeHHbrx AOK]MeHToB B AeJra,
cr,rcreMarr43arlrrr4 r{ frera Ael. HoueHKJrarypa Aen Hcrronssyercfl .qJrr cocraBJreHr.rl ouuceft AeJr, aKToB o
BbrAeJreHHr4 K yHr4rITOXeHHrO Aen C r{CTeKrrrr4Mr4 CpOKaMI{ XpaHeHI,It.

llpu npunrrr4r{ perreHlrf, o rrepeAarre B apxr4B opraHr,r3arl?rr.r AoKWeHToB co opoKaMr{ xpaHeHr,rs Ao
10 :rer BKrror{HTerbHo HoMeHKnarypa AeJr Moxer 6nrr EcnoJrb3oBaHa B KarrecrBe AoKyMeHTa, B



coOTBeTCTBr.rH c KOTOpbM OCytqeCTBI.ueTCs llepeAaqa AaHHOft KaTerOpI'II4 Aen B APXUB OpraHI'I3aIII4I4 I{

YIIET AEN B APXI4BE.

Holrenrlarypa Aen cocraBnflercfl. Ha KaneHAapHu:ft rog, BBoAIlTct s Aeficrsue c I rHnapr HoBoro

KaneHAapHoro foAa 14 IloAnexur exefoAHoft xoppexrupoBKe.

Houenxrarypa Aen opraHrnarlrur cocraBJurerc.s ro ycraHoBJleHHofi $oprr,re (llpranoNenne J\b 25 r

flpurrasy MraHucrepcrBa Kynbrypsr Poccuficxofi OeAepaqun or 31.03.2015 l\b 526 <06 yrnepxAeHLII'I

npaBl{n opfaHH3aUI,Ir4 xpaHeHr,Ifl, KoMlJIeKToBaHI4t, y+era 14 l{cnoJlb3oBanurfl, AoKyMeHToe Apxunuoro

Son2qa Poccuficxofi Oe4epaUvra pr 1pyrkrx apxr,rBHbrx AoKyMeHroB B opraHax rocyAapcrBennofi BJIacrI'I,

opraHax MecrHofo caMoyrrpaBJreHr,rf, H opranl43aqvxr>), noAnl4cblBaerct 3aMecrI'ITeJIeM AHpeKTopa

opfaHr43auvpr, Bu3r4pyercs nprrroM orBercrBeHHbIM 3a apxl4B, coulacoBblBaercq 3K opranvga\Lrur kr

yrBepxAaeTct ALIpeKTopoM opfaHn3arryrv.

Yreepx4enutrfi ergeurrJurp HoMeHKnarypbl Aer qBrsercs AoKyMeHToM rrocro]lHHoro xpaHeHI'Is.

Iloc:re yrBepxAeHr,rr HoMeHKnarypbr AeJr H3forallJll4Baercfl Heo6xoAauoe KoJII4qecrBo KorIrIfi aw,

rrcnoJrb3oBaHr{r n pa6ore. B gneKTpoHHoM BaAe rroMeHKJrarypa Aen opraH}I3allllu Moxer 6urr

lpel(craBneHa Ha Koploparr.rBHoM BHyrpeHHeM noprBJI3. A4uuuucrpa\vs. opraHI{3aIII{lI B TeqeHI'Ie roAa

prcnoJrb3yer pa6o.nIft gK3eMnnqp HoMeHKJIarypbI Aen.
Paspa6ol<a HoMeHKJrarypbr Aen no yre6noMy npoqeccy rrpoBoAurcr B coorBercrBl4u c npr4Ka3oM

(pacuoprNenraervr) Ar,rpeKTopa opraHr.r3arlkrkr HIrv LIHoro ylonHoMoqeHHoro I'IM JII'Iqa u cocrol'IT I,I3

HECKOJIbKI4X 3TATIOB:

p a:pa6orra rlaccu Q urarluounofi cxeMbl H oMeHKJIarypbI Aen opraHl43iaul,Iu ;

Bbr.rrBJleHr,re co cTaB a AoKyMeHTOB AnS CO CTiIBneHLIfl HOMeHKJIaTypbI AeJr ;

cocraBJleHrle 3aroJloBKon (uaraueuosaHuft) ler;

0LICTeMaTI,I 3AWIfl 3 aIOJIOBKOB Aen BHyTpI{ pa3AeJIa HOMeHKJIaTypbI Aen ;

ITHAeKCaI{US Aen;
oIIpeAeJIeHI4e CpOKOB XpaHeHrIs Aen.

HoueHx.narypa AeJr crpor.rrcfl uo (byHKrluouarrnofi cxeMe h Ha3Banrafl ee pa3,4enoB orlpeAenf,Iorct

coAep)KaHpreM HanpaBnenufi AesreJrbHocrr.I o6pasonare.mnoft opraHl{3aIILIH.

BrIqn,'reHue cocraBa AoKyMeHToB AJrg cocraBJreHrrfl HoMeHKJrarypbI AeJr

Horr,renxnarypa Aen opraHH3arlr4r4 cocraBrqerct Ha ocHoBe u3yrreHuq ccrcTaBa u coAep)KaHI'It

A6K'FMSHToB, o6pa3yrotu[xcs B Ae.rrreJrbHocrr4 o6pa3oneLrelrHofi opraH]I3allull.

B souenrlarype AonxHbr 6rrrr npe4ycMorpeHbl 3aroJIoBKlI Aen Ant rpyn[upoBKl4 AoKyMeHToB,

orpsxarour4x Bce AoKyMeHTr{pyeMLre yqacrKu pa6oru H Bonpocbl AetrenbHocrl4 opraHLI3aIII{I4.

B norrlenxnarypy AeJr BKnroqarorcr 3aroJroBKr4 Aen nocTosHHo pIJII{ BpeMeHHO AefiCreyroqHx

opfirHoB, AoKyMeHTbr KoTopbrx cnyxaT rrpaBoBbrM ocHoBaHLIeM Anq noATBepr)KIeHlIt IIoJIHOUoqrafi

OpraHpr3aIIHz (nanparrlep, IpOTOKOJIrI oK3aMeHaII]IOHHE,IX KOMI4CCIIitu lp.).

Cocrannenrre 3aroJroBnon (uaunrenonannfi) Ae;t

3aroroeorc Aena AonxeH qerKo u n o6o6rqennofi rfopnle orpax(arb ocHoBHoe coAepxaHlle u cocraB

AoKyMeHTOB Aena.
He Aonycxaercr ynorpe6:rrrb B 3aroJroBKe Aena HeKoHKpernrre Soprrlynl4poBKlr (<uarepuzutu>,

(pa3Hbre MareplraJrbr>, <o6rqaa lepenr4cKa> ta T.A.), a rarcKe BBoAHbIe cJIoBa LI cJro:]KHbIe cI'IHTaKcI4lIecKI4e

o6oporsr.
3arorosor Aena cocrol,IT I{3 3JreMeHToB, orpaxarc)url4x:

Ha3BaHHe Br4Aa 1ena (nepenucxa, 3rurBJreHlre, xypHan Ap.) ulu pa3HoB[IAHocrI{ AoKyMeHToB

(npororonbl, [PLIKa3bI I{ AP.);

KpaTKOe COAepXaHlIe AoKyMeHToB Aena;

4amr (nepuoA), K KoropblM orHocsrcf, AoI(yMeHThI Aena.



KoHrperurrft cocras gJreMeHToB 3aroJroBKa IeJIa onpeAerqercs xapaKTepoM lI coAepxaHI,IeM

AoK)'MeHToB Aena.
B 3aroJroBKax Aen, coAepxarrlux AoKWeHTrI rlo oAHoMy Bonpocy, Ho He cBt3aHHbD(

nocre.qoBarenbHocTbro Aenonpor,r3BoAcrBa, B KarIecTBe BLIIa Aena yloTpe6nseTct TepMI,IH (AoKyMeHTbI)),

a B x:oHue 3afoJroBKa B cKo6Kax yKa3brBarorcs ocHoBHbIr3 pa3HoBI{AHocrI4 AoKyMeHToB, (oropble AonxHbI
6rnr crpynnplpoBaHbl B AeJIe, HanprMep:

,[orcyueumbt o paccMompeHuu o6pat4euuit zpatrcdau (cnpaercu, nucuua) no sonpocaJw ofyveuua e

cSetrte oxpaHbt mpyda.
B :arorosKax AeJr, coAepxaruux nepeilltcKy, yKa3blBaerct, c KeM H no .KaKoMy Bonpocy oHa

Be.4ercs. Eclu nepenI,tcKa BeAercs c oAHopoAHbrMI,I KoppecloHAeHTaMLI, B 3aroJIoBKe AeJIa oHI4

yKa3brBalorcs o6o6qeHHo, HiIrIppIMep:
Ilepenucrca c opzaHa^4u no uadsopy u KoHmponn e cQepe o1yueuua e o1nacmu oxpaHbt mpyda.

Ecnu nepenr4cKa BeAercr c pa3HbrMra opraHra3allr4flMn, rrocneAHple B 3aronoBKe Aena He

yKa3brBaroTc{, HarIpI4Mep :
Ilepenucxa o6 op?aHusaquu o1yueuun dononuumenbHbtM npozpcu/tMail nepenodzomoercu,

no?btweHun K^ailubuKa\uu.

Eclu Ae:ro 6yaer cocrorrb H3 HecKorrbKHX ToMoBi r.urr,r qacreft, ro cocraBnsercfl o6rqufi 3afoJIoBoK

rerra, a 3areM npra neo6xoAuMocrr.r cocraBnqrorc{ 3iaroJroBKl4 Kax,qoro roMa (.racrr.r), yrotlHsrorq[e

coAep)KaHlre 3aroJIoBKa 4ena.
Ecln n AeJIo noMerqarorcr KorItIn AoKyMeHTo,B, B 3aroJIoBoK Aena BKJlroqaercfl orMerKa o

rconufi nocru, HarlpuMep :
Ilpomorcond npo*epKu sHaHufl mpe6oeauuit oxpauut mpyda pa6omHuKor. Konuu.

3aroroex[ Moryr yroqHsrbcs B npouecce Qopuuponannr 14 olpopnrneurlt Aen. I'IsN{eHeHug

(yrovHeuur) sarolonra [ena orpaxarorcr n pa6oueM gK3eMrlJlape HoMeHKJIarypbI Aen I{ Ha o6roxKe

Aena.

Cucrenarn3arrrrfl 3aroJroBKoB BHyrprr pa3AeJra HoMeHlsrarypr,I AeJr

B na.{aJe pa3AeJIa HoMeHKJIarypbr Aen paclonararcTcg 3atoJIoBKLI AeJI, coAep}Karrll{x B KotII4{x

opraHlr3auHoHHo-pacloprAraTenbHbre AOK)MeHTbr, r{opMaTHBHbIe npaBoBble aKTbI BhIurecTosuIHX

opr€rHr.r3arluit, eeltu oHlr prMerorcfl, 3areM pacnonararorot 3aroJIoBKH AeJI, coAepx€lqlrx opraHH3aIIrIoHHo-

paclop.rrAr4TeJrbHbre AoKyMeHTbr opraHn3aullu (.noxalrnrre HopMarIrBHbIe aKTbI, [pLIKa3bI,

pacrropff(enux, o6pa:oBareJrbHbre [porpaMMbr 14 ap.). Auee cneAylor 3aronoBK]I AeJI, BKJlloqarcqux

AoK'FMeHrbr, orpaxarorque ocHoBHyro Ae.sreJrbHocrb rlo o6paronarenbHoMy npoqeccy (pacnncauut

3anxruit, pa6ovue nporpaMMbr, xypHanbr rroceqaeMooTLr H ycneBaeMocrrl cny[rarenefi u r.n.). .{a;ree -

nepenl,IcKa (cuavala lepelr4cKa c opraHaMr4 BrracTpr, 3aTeM - IrepelucKa c lIHbIMa opraHI43aIILrsMu vr

rpa)K.qaHaMlr). B KoHrIe pa3Aena HoMeHKJrarypbr Aen uoMelrlaror 3aroJIoBKI4 perucrpaurloHno-f{erHhD(

Soprur (luuHrx 4el o6yuaroqnxc.rr, ruur (Nypna-rron) Bbrlaqll AoKyMeHTos o6 oKoHqanun o6yrenufl n

Ap.).
3lexrponHbre AeJra, (fopuupyevrbre B cr.rcreMe 3.rIeKTpoHHoro AoKyMeHrooc,opora, BKrloqarorcs B

HoMeHKJrarypy aen na o6ulux ocHoBaHlr.rrx. B rpatpe <flpurueuanl4e)) HoMeHK.IIarypbI Aen Aenaerct
orMerKa o roM, qro Aeno BeAercr B gneKTpoHHoM Br.rAe c yKa3aHpreu IaH(foprrnaqraonsofi crIcreMEI (6asu

4annux) - Mecra reKylqero xpaHeHl{t gneKTpoHHbrx AoK}MeHToB.

I{nAerccaqus Aer

tr4nAercrr AeJr, BKJrror{eHHbrx B HoMenKJrarypy Aen, npocraBJltlorc.fl n rpa(pe 1 <Znlerc AeJIa)).
Irlnllerc [plrcBalrBaercs KaxAoMy Aeny, BKJrrorreHHoM]/ B HoMeHKnarypy ,4en. I4HIAeKo Aena cocrol,IT LI3

roaa (qer$poBoro u:ru 6yrneHuo-qu(fponoro) crpyr(rypHoro noApa3AeJIeHI4t, KoJIJIen4iIJIbHoro LIJILI

COBTIIIIaTeJIbHOIO OpraHa I4nH HaIIpaBIIe]FIr4s. Ae.fIT€JIbHTOCTI{ OpIaHI,I3Al\VVl, yCTaHOBIeHHOTO CTpyKTypOfi



LI'II4 IIITaTHbIM paCnI4CaHLreM OpfaHu3arluryr, kr OTAenerHHOfO OT HefO Aeor{COM ,rrOpsAKOBOrO HOMepa
3aro:roBKa Aena B paMKax pa3Aena HoMeHKJrarypbr Aen, Ha[p]rMep: 01-05, r4e:

01 - rol crpyKrypHoro noApa3Aenoavs;
05 - nopr4xonrrfi HoMep Aena B pa3Aene HoMeHKJrarypbr Aen, coorBercrByrouleM AaHHoMy
cTpyKTypHoMy rroApa3AeneHHro.

B uoueurlarype Aen peKoMeHAyercq coxpaHsrb olr{HaKoBbre r.rHAeKcbr An[ oAHopoAHhrx Aen B
lpeAenax pa3Hbrx crpyKTypHbrx rroApa34ereuuft , HanprrMep :

02-03 (03-03, 04-03 u m.d) Ilpurcasut no 3auucreHun Ha ofyueuue. Konuu

3lexrpoHubre AoKyMeHTbr crzcreMarLr3r{pyrorcs r} nu(fopltaquonnoft cprcreMe B coorBercrBvrur c
HoMeHKJrarypofi 4el opraHr{3arlnr4 pr krH4eKcupyrorcr B nopflAKe, ycraHoBJreHHoM B orHorrreHvrv 4err)
c$oprr,rrapoeaHHbrx v3 AoKyMeHToB Ha 6yuaxuorr,r rJocrrreJre. K r,rHAeKcy gJreKTpoHHoro rena B
HoMeHKJrarype Aen Moxer Ao6ausrrcs nurepa (3) (3nexrponuoe) urv (3A> (3rerrpouuue

AoKyMeHTbr). B xonqe HoMeHKJrarypbr Aen (nepe4 uror<xofi ranucsro) yKirbrBaroro.s ucrroJrb3yeMbre npl,I

onpeAeneHlr[ cpoKoB xpaHeHr4s nepeqHa .{oKyMeHToB r{ ApyrHe HopMaTr4BHbre AoKyMeHTbI, a TaKXe

rroJrHbre H aLr MeHo BaHr,rs Bgex ycJroBHbrx Lr coKparqeHHbD( nauuenonanuft .

Oupe4e;reHue cpoKoB xpaueHrrfl AeJr

Cporcu xpaueHaf, Aen onpeAenrlorcf, rro reperrHrM, pefnaMeHTr,rpoBaHribrM HopMarlrBHbrMr4

AOKyMeHTilMr4, C yKa3aHLreM CpOKOB XpaHeHr.rr, 3aKOHO'IarenbHbIM IIJII{ I4HbrM HOp.Marr,rBHbM npaBOBbrM
aKTaM, rro rlrrroBoit uru upurraepuofi HoMeHKJrarype Aen. YcranosreHHbre cpoKlr xpaHeHas AoKyMeHToB
nepeHocrrcs B HoMeHKnarypy Aen 6es usl{eHeuuft.

Cporu xpaHeHr.rs Aen npocraBJurrorcfl n rpa$e 4f nouenrnarypbr Aen. flo,n cpoKoM xpaHeHr,rr B
rpa(fe 4 yxasunaercr HoMep crarbr.r rto nepeqHro, a ra](xe Moxer ].Ka3brBarbcr yoJroBHoe o6osna.reHrae
lepeqHf, (ecnu ltx [crroJrb3oBaHo HecKoJrbKo), xoroprrfi ucrroJrb3oBancr npu olpeAeneHLrh cpoKa.

KoHrperHrre cpoKu xpaHeHr4s Aer o6ogna.reHbr B rryHKTe 2.1uaqosulero floroxeHrlr.

Cocrannenne uroroBofi sauucu HoMeHKJrarypbr AeJr

flo oronqaHr.rr4 KaJreHAapHoro foAa B KoHrIe HoMeHKJraryphr Aer cocraBJrreror HToroBffr 3arrrrcb o
KorrlqecrBe 3aBeAeHHbrx AeJr. B vroronofi zanucu orAeJrbHo yKiltbrBaercfl KornqecrBo 3aBeAeHHbIX AeJI
na 6yuaNuoM HocHTeJre H KoJrntrecrBo rrepexoArrrlr4x Aen. ,{nx yuera 3neKTpoHHbrx Aen cocraBnrercfl
orAenbHaJr rrroroBarr 3arrr.rcb, n roropofi yKa3brBaercf, Fiorr4qecrno c$opunpoBaHHhrx gneKTpoHHbD( AeJr
(ro cporalr xpaHenrar) u ux o6rerrl s M6. Irlrorosas 3anr{cb cocraBJr.sercf, c yrreroM AaHHbrx, BHeceHHbur
n rlla$y 3 <Koru.recrBo Aen)) h 3arroJrHsercf, rro 3aBeprxeHr4rr KaneHlapHofo roAa. B ryaQe
<flpllrrrevauue> B TeqeHVe Bcefo cpoKa Aeficreuq HoMeHKJrarypbr npocraBJrrrorc.f, orMerKH o 3aBeAeHI,IlI

4en (n roM trr{cJre, oJreKTpoHuux), o [epexoA.rrruux AeJrax, o BbrAeneHvftr 4en K yHurrroxeHr,rro rro
r4creqeHzH cpoKoB r4x xpaHeHkrs,, o MecTe xpaHeHlrtr noAJrr4HHr4KoB AoKWeHToB, o nepeAaqe Aen B

Apyryro opraHr43arlruo Anfl rrpoAonxeHr{r 14 Ap. Cne4enur, coAepxarru,recs s urorosofi sanvcu
HOMeHKJIaTypbI Aen OpIaHLI3aIIau, nepeAaIOTCq B apxuB OpIaHII3aIILII{, O qeM B HOMeHKJIaType AeJIaeTCq
orMerKa c yKa3aHr4eM AonxHocrr.r Jrr{qa, cAenaBrrrero orMerKy, ero no4nr{cv u paunuQponru noAn}rcu.

Or6op AoKyMeHToB Arq flepeAaqu B apxr{B opranrr3arl*r\r Lr ilJrfl BbrAeJreHrrer K yH[rrro]KeHrrlo

llpu [poBeAeHr.ru gKcrreprrr3br rleHHocrr4 AOKyMeHToB B crpyKTypHbrx noApa3AeJIeHLItx
opraHr,r3 arlnu IlpoBoAr.rTcfl :

oroop AoKyMeHroB AJrr nepeAaqn B apxl4B opraHI,I3aIIuu;
or6op AoKyMeHToB, rroAJrexarqux xpaHeHr.rro B yue6uou orAeJIe;

a

a



OTOOp AOKIT\4eHTOB, CpOKI4 XpaHeHHt KoTOpbIX LICTeKJII4, Ans BbIIeneHH.s K yHI,IqTO)(eHI,IIO.

Or6op AoKIMeHToB rrpoBoAr{rc.f, Ha ocHoBaHHr4 nepe.ruefi AoKyMeHToB c yKa3aHI,IeM cpoKoB LIX

xpaHeHur rr HoMeHKJIaTypbI Aen opfaHI43aIIlIu.

B cnyuae neo6uapyxelaurs, relr, yKa3aHHLrx B HoM€:HKJrarype AeJI, ocyrlecrBJluerct I,Ix po3blcK.

He gonycraercfl or6op AoKyMeHToB Anr xpaHerr[r Lr BbrAeJIeHHfl K yHLIrtro]KeHLIIo roJIbKo Ha

ocHo,BaHur,r lpocMorpa 3aroJroBKoB Aen. OAHoepeMeHHo c or6opou AoKyMeHToB, rlo.{Jlgxolrlux lepeAaqe

B ap)s4B opraHu3aur,rn, rrpoBep Aer cfl npaBltJrbHocrt (p opul.IpoBaulrs Aen.
OopuuponaHrre AeJra - gro rpynnupoBKa ucrorHeHHbrx AoKyMeHToB B AeJIo B coorBercrBrlu c

HoMeHKJrarypofi 4el u prx clacreMarl43allut BHyrpI{ Aena..
flpoeepxa npaBr4JrbHocrrr (foprvrrapona:nnfl ren [poBoAl4Tcfl corpyAHI4KoM, orBercrBeHHbIM 3a

$ opvrupon aHr,re rd BeAeHI4e apxLIBa o 6p as o narelruoft op.raHl43 aunu.
llpu S opnupoBaHr{Il Ael neo 6xoALIM o co6lro4ars cne.{ylolll4 e rlpaBuna :

B Aeno rroMerrlaroTcr AoKyMeHTbr, KOTOpbre IIO CBOeMy COAepX€!HI4IO COOTBeTCTByIOT

3afonoBKy AeJra, flpa sToM 3anpeuaercr fpylnprpoBarb B Aena qepHoBble H AyonerHble
sK3eMnn-flpbr AoKyMeHToB, a raKxe AoKyMeHTbr, rroAJlexalqHe Bo3BpaTy;

gera (p oprvrnpylorct orBercrBeHHbIMI,I pa6onruralvtn ;
B Aeno BKJrroqaercq [o oAHoMy sK3eMnnr]ly KaxAoro AoKryeura (no4rltHHI,IK AoKyMeHTa,
co3AaHHOrO B OpfaHr43Ar\AV, rrOAJrr4HHr,il( HJrI{ KOlrLs nOCTyIILIBInteTO B OpfaHH3aIIUn

AoKyMeHTa, rroAJl4HHur (npra orrrpaBKe .ntoKlueHTa roJIbKo B BpIAe gJIeKTpoHHoft ronaa)

I4JII4 KOIIHf pICXOAgIIIefO 4OKyrvrenra) ;
xax.qsrft AoKlMeHT, noMerrleHHrrft n AeJro, Aonlr(eH 6rrru o$opMnen B coorBerorBllll c
ycraHoBneHHbIMI,I rpe6onaHlaxuu;

B Aeno BKlroqaroTcs AoKyMeHTbr oAHoro KaJIeHAapHoro roAa, I,IcK.lIIoqeHI,I.f, cocTaBrsloT

nepexoA-srune rera, Koropbre (fopvrnpyrorcr B TeqeHI4e Bcero [epl4oAa o6yueuua n

opraHI43aIILII4;

Aeno He AoJrxHo coAepxarb 6oree 250 nuoroe npr,r ronrquHe He 6oree 4 cru.

Bnyrpa Aena AoKyMeHTbr Mofyr 6utr pacnonoxellbl rlo xpoHonofllu.

llpzloNeuux K AoKyMeHTaM, He3aBacr4Mo otf Aarbr HX yrBep)K,qeHujn vrrvr cocraBreHl,Is,

npnooeAuH;rrorcr K IoKyMeHTaM, K KoropbrM oHr.I orHoctrc{; npunoxeHl4q o6reuolrl cBbIIle 250 ryrcroe

BbrAeJrfirorcfl B orAeJlbHrrfr rou.
Pacnopx4rarerrbHbre AoKyMeHTbr rpyn[[pyrcTcs B Aena [o Br{AaM AoKyMerIToB LI xpoHoJlorrlld c

oTHOCTTTIHMHCq K HUM npI4JIOXeHI,ItMrI :

npaBvrrTa, rloro]KeHHs, r4HcTpyKrlr,rlr, perfJraMeHTbl, yTBepxAeHHbIe pacnopsAuTenbHbrMl.{

AOKyMeHTaMLI, fBJI.f,IOTCt [pUnON(eHLltMLI K HLIIvt LI BKJIIOqaIOTC' B AeJIO EMeCTe C ]'KtBaHHbIMI4

AOKyMeHTaMH; eCnU OHr4 yTBeplKAeHbr KaK carr{ocTo.r{TeJrbHble AoKyMeHTriI, UX sOprr4lrpyror n

oT.ueJrbHbre Aena;

rrpr{Ka3br no o6pasonarelsnoft AerreJrbrrocrr,r BKrroqarorcr B AeJIa orAeJIbHo or Apyrl{x
rrpaKa3oB opraHrr3arluu ;

AoKyMeHTbr B rur{Hbrx Aenax o6y.rarorqurKcfl pacnoJrararorcr B xpoHonorr4qecKoM noptAKe
IIo Mepe r4x rrocrynnelrnfl.;

o6parqeHux rpaxAaH (npe4roxeHrar, 3a.rrBneHl{fl, xaro6rr) n AoKyMeHTbI rlo ux
paccMorpeHr4ro rroMeularorcq B Aeno n a,r$aeuruoM nopsAre (no Savurunr,t ga"flszrerefi) unu e
xpoHonou4qecKoM noptAKe (no 4ararra o6parqenra ft ) ;

nepenr4cKa cracreMarr.I3rlpyercfl B Ae.[e B xpoHoJroru.recrofi uocJleAoBarenbHocrll;

AOKyMeHT-OTBeT noMerrlaero_s 3a AOKyMeHTOM-3arrpOCOM IIO AaTe OTBeT\ VHVIJVATI{BHbIe III{CbMa -

no lare perr{crpauur4. llpI,t Bo3o6HoBneHHr,r nepelr{cKr4 no onpeAeneHHoMy Bonpocy, HatIaBIIIe[cfl



B npeIbIIyuIeM roAy, AoKyMeHTbr BKJrroqaroTcr B Aeno TeKyrrlefo foAa c yKa3aHr.reM r.rHAeKca Aena
npeAbrAyrrlefo roAa.

B xoAe or6opa AoKyMeHToB Anr nepeAaru B apxraB opraHr43arlnu gy1,nerHbre sK3eMnJrrpbr,
qepHoBI,IKL,I, He3aBepeHHbre Korruu AoKWeHTOB r.I AOKyMeHTbT C BpeMeHHLrMr.{ CpOKaMU XpaHeHUS
pl3bll\[arorcfl. vI3 rer, [poBoAI4Tcx o$oprraneHr4e AeJr, cBeAeHr,rr o Aenax BKJrroqilrorc-s B orrucrr Aen
cTpyKTypHoro noApas.4eneHr{r rr locJre qero Aena nepeAaroTcs, B apxr4B opraHz3arlr4:r4.

[oryuenru, H e rroAJre]Karrlue xpaHeHuro, BbrAer.sForcq K yH[rrro)Keur4ro.

1.2. OQoprrrrreHrre AeJr

,{era, 3aKoHrreHHbre Aenolpor43BoAcrBoM, AoJrxHbr 6rrm noAroroBJreHbr K lepeAaqe B apxr4B
opfaHrr3aur,rr4.

,{nr no4roroBKl,I K [eperaqe B apxzB Aena rroAnelrcar oSopuJreHuro r{ on}rcaErr{ro B coorBercrBun c
rpe6oeauaruu flpnxasa Mr.rnracrepcrBa Kynbrypbr Poccuficr<oft @elepaqvkr or 31.03.2015}lb 526 (06
yrBep)KAeHr,ru fipaBlrn opfaHr.r3arluu xpaHeHr4fl, KoMrrJreKToBaHrr{, yr€ra u flcrroJrrr3oBaHr,r.rr AoKyN{eHToB
ApxueHoro $on4a Poccuficroft (Delepaquu v Apyrux apxnBHbx AoKyMeHroB B opraHax
rocy[apcrBeuuofr BJracrH, opraHax MecrHofo caMoynpaBJreHr.rfl H opraHu3auuflx).

O$opuneur4e Aen Anr nepeAatrrl B apxr4B opraHr43€rrlr4r4 ocyqecrBJurercfl ynonHoMorreHHbrur.r Ha gro
coTpyAHIlKaMr4.

florsoe o$oprvrrenve Aena na 6yuaxuoM Hocr.rrr3ne npeAycMarpr.rBaer BbrrroJrHeHr,re cneA).ronrux
teficrsufr;

noArrrprBKy r{nr.r nepenneT AoKyMeHToB Aena;
HyMepauflrc Jrr.rcToB Aena;
cocraBJreHr.re Jrlrcra-3aBepr{renf, 4ena (JllpraJroxeHue J,'lb 8 n llpura^:y MuHucrepcrna

Kynbrypbl Poccuficrcofi Oe4epaqlrlr or 31.03.2015 Jtr 526 <06 yrnepxreHr{r4 npaBr{n opraHpr3arrr4r.r
xpaHeHplfl, KoM[JIeKToBaHvrs, yrera r4 r,rcrroJrb3oBaHlrl{ AoK}MeHTon Apxuenoro (pon4a Poccuficroft
@e4epaquu r4 Apyrr.rx apxzBHbrx AoKIMeHToB B opfaHax rocyAapcrBeHuoft BJracrr{, opraHzx MecrHoro
caMoyrrpaBJreHrrr r4 opf aHr43arluflx>> );

cocraBJreHue BHyrpeHHeE ouucu AoKyMer{ToB AeJra;
o$opureuue o6roxxu 4ela.

llpz r o4unanxe (nepennere) Aena Bbrrro JrHfl rorcr c rreAyroulrle Aefi crnns :
MeraJIJII,IqecKue cKpelJreHr.{r (6ynanxu, crpenrcu) r{3 AoKyMeHToB yAanflrorcr;

B HaqaJre reila, upu ueo6xoAr.rMocrr4, noAurr4Barorcs rr4crlr BHyrpeHHeft ouucu AoKyMeHToB
AeJra, B KOHTIe KaxAOfO Aena noArrrr.rBaeTcfl nr.rcT-3aBepr.rTeJrb 4ena; AoKyMeHTbr,
cocraBnrrorrlr4e AeJro, no.4rrruBarorc{ Ha rrerbrpe npoKona B TBepAyro o6noxxy Ir3 KaproHa
vnlr nepenJreralorc.rr c yqeroM Bo3MoxHoc'ra ceo6oAHofo qreHH.rI TeKora Bcex AoKyMeHToB,
Aar, Br,r3 H pe3onrouufr Ha nnx.

IIpu Ha-nurIHL{ B Aene orAeJrbHbx oco6o rleHE:brx AoKyMeHToB, a raKxe HeBocrpe6osauuHx

AoKyMeHTon (y.uocronepenufi o AorronHr,rreJrbHoM o(5paronaHuu, flporoKonoB o rrpoBepKe snalauit
rpe6onaHr,rfi oxpaHbr rpyAa r.r Ap.), grr4 AoKyMeHT[,r BKrarlbrBarorc-fl B KoHBepr, rcoropufi 3areM
noArlr,rBaercr B AeJro. llpu Haluur,ru Oo;nnrofo KoJIrrqec:TBa raKI,IX AoKyMeHToB oHrr Moryr r,r3brMarbcr rr3

Aen H $opuuponarbcs B orrenbHoe AeJro.
flpra no4roroBKe K nepelaqe B apxrzB 3neKTpoHHbx AoKyMeHToB KaxAoe gneKTpoHHoe Aeno

3anr4cblBaercr Ha 4na $usu.recxz o6oco6lennrx Marep.aanbHbrx HocllTers. 3anucpx gneKTpoHHbrx.{eJr Ha

Qurluecxu o6oco6reunnrx Hocr4TeJrf,x .qonxHbr 6r,rrr a6coruouro krAeHTr.rqHbrMpr. Ha rax,qrrft
gneKrpoHHlrfi nocurenr oQopvrrflercfl. BKJraAbrrrr, Ha ,KoropoM AoJDKHo 6um yr:araHo: rrHAeKc AeJra,
3afoJroBoK Aena no HoMeHKJraType Aen, rpafiuue Aarbr AoKWeHToB sneKTpoHHoro AeJIa, o6rena AeJIa B



M6. Bxnaabrrx noMerrlaercs. n Syrnrp eAr{Hrrubr xpaHeHr,rq.

[lr o6ecneqeHafl coxpaHHocrlz LI 3aKpenneHr4.s rropflAxa paclonoxeHr4{ Ao](yMeHToB B AeJre, Bce
JiI4crbi Aera, KpoMe Jll,Icra-3aBepr.rrens 14 nHyrpeuueft orrkrcur) HyMepyrorcr B coorBercrBr4pr co
cneAyroqruz rpe6 on alnnflMvr:

B qersx o6ecneqeuus coxpaHHocrll I4 3arKperrneHufl lopflAKa pacrroJroxeHr.rr AoKyr!{eHToB,
BKJIIOqeHHbTX B AenO Ha 6yuaxuoM HocI4TeJre, BCe efo Jrrrcrbr (xporvre Jrucra-3aBeptrrens, 1Lera u
nHyrpeHnefi onucu) HyMepylorct B BirJroBoru rroprAKe apa6cxuwru qu$pauu, Koropbre
rpocraBnsrorctr B npaBoM BepxHeM yrny nvcraAoKyMeHTa rrpocrbrM rpaSururru KapaHAarrToMvrr:r,zr
HyMeparopoM. Ynorpe6neHIae qepHl4n u IIBerHbrx rapan4arueft Anfl Hyruepaquu Jrr.rcroB
3anpeHaercs. JIucrH BHyrpeHHeit onucu IoKyMeErroB Aena HyMepyrorcr orAeJrBHo.

Jlucrut AeJI, cocrof,Illux I43 HecKoJrbKrax roMoB r.rJrr{ qacrefi, HyMepyrorcr rro KaxAoMy
TOMy r,Inr4 rIacTH OTAenbHO.

(DororpaSna u Apyrple [nnrcclrparr4BHbre AoKyMeHTbr, rrpeAcraBnrrouue
czlMocro-f,TensHsrfi Jrucr B AeJIe, HyMepyrorcs Ha ol5oporuoft cropone B JreBoM BepxHeM yrny.

Croxeunrrit tucr pa3BopaquBaercs 14 HyMepyercr B rrpaBoM BepxHeM yrny. flpra srorrn
nr,rcr nro6oro Qoprraara, IloArrrl4Trtft :a o4ran rpaft, HlMepyercr KaK oAr.rH nvcr; Jrlrcr, cloxennrrfi rz
no4Illurufi 3a cepeAuHy, noAnexuT rrepeur.rBKe r..r HyMepyeTcfl KaK oAr,rH Jrr,rcT.

Jlucr c Harnlxo HaKJIeeHHIIMI4 AoKyMeHTaMrr (nupesxalrr{, Bbrrr}rcKauu, SororpaSrarrrau)
Hwepyercs KaK oAI,IH nl{cr. Ecru K AoKWeHTy' rroAKneeHbr oAHr4M KpaeM Apyrue AoKyMeHTbr
(nupe:rn, BcraBK[ TeKcra, nepeno4u), To KaxAbrii 4orcy'menr HyMepyercs orAenbHo.

lloAruursre B Aeno KoHBeprbI c BJIoxeHr.rrrMLr HyMepyrorcr; [pr.r 3ToM BHaqaJre HyMepyerct
KOHBepT, a 3aTeM Or{epeAHbrM HOMepOM KaXAOe B.lrOXeHHe B KOHBepTe.

lloAlrurrte B Aeno AoKyMeHrbr c co6crseHuofi nyuepa\ueit Jrr4croEl (nxnrouar [eqarHbre
uzgaunx) Moryr HyMepoBatcx n o6rqeM nopf,AKe Hnrr coxpaHsrr co6creeHHyro Hyr!(eparlurc, ecJrr.r
oHa cooTBeTcTByeT noprAKoBoMy paclonoxeHr4ro Jrr4cToB B Aene.

B cnyuarlx o6napyxeur.rr 6orluroro qucra ouu6or B HyMelparlulr Jrr.rcroB AeJra
npoBoAl{Tcr nepeHweparlIls. flpu nanuqulr orAeJrbHbx orxta6or e HyMepaquu Jrr{croB AeJra
AonycKaercx ynorpe6JreHr4e nr.rrepHbrx HoMepoB Jrr4croB.

Ilucrn BHyrpeHHefi onucn AoKyMeHToB Aena HyMepyrorc.f, orAeJrbHo.
Ecru e HyMepaqr4lr Jrr4croB Aena AonyueHo 6olruroe Korr,rqecrBo ounr6or, rpoBoAuTcr I4x

rrepeHyMepartufl..
llplr nepenyMeparlr4rr JrlrcroB crapbre HoMepa 3aqepKr.rBarorc-f, oAHofi narronnofi ueprofi, u psAoM

craBlarcfl sonrrfi HoMep nkrcra; B KoHrIe AeJra cocraBJrrercs Hosrrft nucr-3aBepr4TeJrb, rrpla groM crapstft
nr,rcr-3aBepl{TeJlb 3 aqepKr,rBaercq, Ho coxpaHsercs B .4ene.

,{n.a yuera KoJrnqecrBa Jrr.rcroB B Aene u $urcaqnu oco6enuocrefi HX HyMepa\Hkr Lr Qusa.recroro
cocrff,rHr{r cocraBJr.sercs Jllrcr-3aBeplrrenb Aeta. IIucr-3aBepr.rreJrb cocraBJl.aercrn [o ycraHogneHHo[

$opvre,
B nprcre-ganepr4Tene Aena yKa3brBaercr qzQpalln 14 nponlrcbro KoJIHrrecrBo npoHyMepoBaHHbx

JrrrcroB leJra, B ToM qucJre nr.rrepHbre HoMepa JrucroB r{ nponyueHHble HoMepa JIHcroB (npu nanuuuu),

9opo3 3sax <l->> (nnroc) yKa3brBaercr KoJrrzqecrBo JIIrcro.B BH)"TpeHHeit ortucu.

B rpa(fax I u 2 tucra-3aBepr,rren.fl AeJra oroBaprnarcrcs oco6eHHocrl{ $usn.recxofo cocroflHlrt I{

Q oprr,ruponan vs. Aena'.
HoMepa Jrr.{croB c HaKneeHHbrMr4 Sororpra$rasMr.r, .4oKyMeHTilMI4, BbIpe3KaMLI Ir3 Apyrux
AOKyMeHToB;
HoMepa rcpynno$opMarHblx nrlcroB ;
HoMepa KoHBeproB c BJIoxeHI,IflMA Lt KoruqecrBo sroNeHufi.

Jlucr-:anepnroJrb Aena rroAnr,rcbrBaercr ero cocraB[TeJreM c yKffiaHueM .uoJlxHocrtl, pacuIl(PpoBKl{
rroArtr,Icu, Aarbr cocTaBJIeHLIt.



Bce nocreAylorll4e H3MeHeHr4r B cocraBe rr cocroflHr4Lr rena (nonpex4eHr,r.fl, 3aMeHa IoAJII,IHHsD(

AOK}'MeHTOB KOIII,If,MI{, nprrcoeAr,rHeHHe HOBbTX AOKyMeHTOB r4 Ap.) OTMerrarOTCr B JrIrCTe-3aBepr4TeJre CO
ccrtrmoft Ha coorBercreyroqufi arr n rpatpe 1.

lnr 4orcyrvreHToB, I4HAI4BI{AyanrHufi yrler Koropbrx BbBBaH crequ$uroft goxyrr.renron (oco6o
ueHHbIe, JII4qHbIe, CyAeoHbre r{ cneAcTBeHHbre nenau Apr.), cocraBJureTc,l BHyTpeHHss olr4cb noKWeHToB
ICJIA.

BnyrpenHrcrc orrucb peKoMeHAyercs raKxe cocraBJr.srb B AeJrax, c(fopurapoeaHHbrx no
pa3HoBprAHocTsM AOKyMeHTOB, 3afOJrOBKLr KOTOpbDI He paCKpbrBrUOT KOHKpeTHOe COAepXaHr.re

AOKyMeHTOB.
BnyrpenH.ar oIrucb cocraBJrflercr Ha orAOJrrHOrM Jrr.rcre (irzcrax) no ycraHoereHHoft $opvre

(flprrnoNenrae J\! 27 xllpuxary MuurEcrepcrBa Kynbry]lbr Poccuftcroft (Deaepaqupr or 31.03.2015 J\b526
(06 yrBep)KIeHHrr npaBr4Jr opraHu3arlrrrr xpaHeHr4rr, KoMrrJreKToBarrl'as, yr€ra Lr ucnoJrb3oBaHrl.g

IoKy'MeHTon Apxaenoro $on4a Poccaficrofi @e4epaqw v [pyrrrx apxlrBHbrx AoKyMeHroB B opraHax
rocyAapcrBessofi BJracrH, opmHax MecrHoro caMoylpaBreHnfl. u opraHr{3arrurx>), n xoropofi
yKa3F,rBaercr noprAKonufi HoMep 3awrcn, perr4crpaxuouurrfi r.rHAeKc AoKyMeHTa, p.a;tia- AoKyMeHTa,
3ato.rloBoK, HoMepa JIIIoToB AOKyMeHTa B Aene 14 npplMerliaHl4e.

K nnyrpeHnefi onrEcra Aena cocraBr-flerc.s r{ToroB,a.fl 3arrucb, a roropofi yKrBbrBaercr qu(pparvrr,r u
lpofl]rcbro KoJrr.rqecrBo BKJrrorreHHbrx B Hee AoKWeHToB r,r KoJrr4rrecrBo Jrr,rcroB BHyrpeHHeft onucpr.

Bnyrpennxs orr4cb rroArrr4cbrBaercs ee cocraBr{'reJreM c yKa3aHr.reM AoJrxHocrn, pacuruQponru
rroAr[4cr{ H AaTbr cocTaBJreHr,rfl, orwrcr4..

flpn u:rraeHeHlrr,r cocraBa AoKyMeHToB Aena (uzstruu, BKJrrorreHlrr4 AoKyMeHToB, 3aMeHbr HX
KornsMrl H Ap.) 9Tr4 H3MeHeHr4s orpaxarorcfl B rpa$e <flpuueuanrne> co ccbIJIKilMLI Ha
coorBercrB)'Iottll4e aKThr, upu ueo6xoll,IMocrl4 cocrarlJr,aerc.f, HoB€Ir t4ToroBarr 3anrdcb rc enyrpeuuefi
olluorr r{ Jrr{cT-3aBepr{Tenb Aena.

O6roNra Aena oSoprvrnxercx ro ycrauouenuofi $opue (llpznoxeurae JS 28 K llpurcasy
MunucrepcrBa Kynbrypsr Poccuftcrofi @e4epaquu or 31.03.2015 }ls 526 <06'grrepxAeHlru rpaBr.rrr
opraHir3arlr4rr xpaHenzq, KoMrrJreKToBaHr,r{, yvera u rrcnonb3oBaHnfl. AoKyMeHTon Apxunuoro (pon4a
Poccuficnofi Oeaeparluu 14 rpyrtrx apxuBHbx AoKyMeHroB B opraHax rocyAapcrseuuoft BJracrr.r, opraHtx
MeclHoro caMoynpaB relulrt r4 opfaHu3aqurx>).

.{.nx o6ecneqeHr4{ AonroBpeMenuofi coxpaHHocllr cBeAeHrafi, naxogflrqr{xcfl Ha o6roNne AeJra,
peKoMeHAyercr oQoprrrrsrr o6roNKy or pyKr4 qepHr4ra\rv.

Ha o6noxre Aena yKa3brBaercq:

noJrHoe o(fuquzurrnoe Har.rMeHoBaHr.re opraHu3arlr,ru
na4exe);
coKparrleHHoe HarrMeHoBaHHe opraHrr3arllrr4, rrpl,I ero

rrocJre noJrHoro nauueuonauax),
Har.rMeHoBaHr4e cTpyKTypHoro [o.4pa3AeneHvs..

(yrasrmaercr B r4MeHr.rreJrbHoM

:narvlvvru (ycasrrnaercg s cKo6Kax

Ecnz nazrvreHoBaHr,re opraulr3arlvrn B TeqeHr4e fleprroAa, oxBarbrBaeMoro AoKyMeHTaMI,I AeJIa,
r43MeHr{Jrocb Lrlrpr Aeno 6srro nepeAaHo B Apyryro opraHr43all[Io, Ha o6roNre Aena noA npexGI4M

Har{\deHoBaHI4eM yKtubrBaercs HoBoe HarlMeHoBaHue Aannoft opraHpr3arlzrl ulru opraHr{3aIILII{-

rpaBrorpeeMHnKa (npeNHee Ha3Baurre 3axJrloqaercr n cl:o6xu).
I4n.{exc AeJra, HoMep roMa (vacru) nepeHocLrrcg sa o6roxKy r43 HoMeHKJIaryphr Aen.
3arolonorc Aena [epeHocurcfl ria o6loxry Aena kr3 HoMeHKnarypbl Aen opraHkr3a\Hu. 3aroroeor

Aon)KeH coorBercrBoBarb coAep)KaHr.rro AoKyMeHToB B 4ene. flpz neo6xo4ranroclu B 3afoJIoBoK Moryr

6rrrb eueceHbr yroqHeHr,rr.

B rex cJryqairx, KoFAa AeJro cocrorT Lr3 HecKoJrbr(r4x roMoB (uacrefi), na o6roxxy KaxAoro roMa

(vac'rz) BbrHocnTcr o6urufi 3aroJroBoK rera, a [pr.r Heo6xoAprMocrr{ - 3aroJIoBoK KalrAoro roMa (.Iacrli),
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Hanpr4Mep:
Ilpozpauuut o6yueuun no oxpaHe mpyda.
Tou. l. Ilpozpauuu otyueuun no o6u4uu 6onpoca:,t l oxpaHd npyda'

f:fftyi;;::1ffiT'fuii,llli1flul,nonb3o'aHun (npuneueuun) cpedcme uudueudyamuoil
3Ar4UmW.

B ronqe 3aroJroB1oB AeJr, coAeplKarrl[x KoIII4I4 ,IoKyMeHToB, rlpocraBJr{erofl orMerKa <Kouuu>>.

lloAnunnocTb AoKyMeHToB Aena B 3aroJroBKe He ofoBapr.rBaeTcfl.

B neo6xolr4Mbrx cnf{arx B 3aroJroBoK AeJIa BHocflTcr AoTIoJIHHTeJIbHbIe cBeAeHpIs I4 yrotIHeHI'It

(npc,craualorc.t{ HoMepa npI4Ka3oB, IIporoKoJIoB I'I ap.), nanpultep :

Ilpurcasw NN 1-188 no o6yueuun no oxpaHe mpyda.

llpra 3arroJrHeHr,ru crpoKr{ <Kpafinue Aarbl) u:a o6loxre Aena yKunblBarorcq Aarbl (roa(rt)

3aBeAeHHq u oKoHrraHr[s 4ena B Aenonpou3BoAoTBe'
Ecrz s Aeno BKnrolreHbr AoKyMeHTbr , 1raird Koropblx BrIXoAI4T 3a paMKI4 rpa:ftutlx Aar AoKWeHToB

AeJr4, rroA crporofi <Kpafinne Aarbr) Aenaercf, 3anucb: <B Aene LIMeIorct AoKyMeHTbI ra... ro4(u)>. IIpn

cocraBJreHlrz ouuceft Aen AaHHaJr 3anucb Moxer yra3blllarbcr n rpa(fe llpuueuanue.

Aara Aela Mol1er He yKa3brBarbcs, Ha o6loxxax AeJI, coAepxalq[x AoKyMeHTbI' B 3aroJloBKax

KOTOpbIX OTpaXaIoTct AaTbI I{nu IIepl4oA, K KOTOpOMy oTHocflTcs AoK]MeHTbI Aena'

[aralru 4el, coAepxar{r4x paclopsAr.rrenbHyrcr, yve6Hyro u pIHyIo AoKyMeHTarIruo (nucbMa'

DK3aMeHaur4oHHbre BeAoMocrr4 (nporor<onbr rlpoBepKu zuauuit) ll r.n.), An-s Koropofi ro'ruafl AarplpoBKa

r4Meer BaxHoe 3HalIeHHe, a raKlr(e AJut AeJr, cocroglqIa>( I{3 HecKoJIbKI,IX ToMon (uacrefi), tBntlorct Aarhl

(uuclo, Mec.rrq, ro4) perucrpar1r4vr (cocranrtenllfl, nooryrlnenur) caMofo paHHero I,I caMofo rlo3AHero

AOKyMeHTOB, BKJIIOqeHHbIX B Aeno.
Ecma AeloM flBJrrerc.f, xypHzil, ro Aarofi ge,ra 6y.Uyr roqHble KaneHAapHLIe Aarbl nepnoft u

noc.neAnefi sanzcefi B xYPHane.

,Ilaroft Jrr4rrHoro 4ena o6yualorlefocq .rrBrqlorcj{ AaTbI noAnvcaHns rlplrKia3oB o 3atIHcJIeH[IrI III

OTI{,I{CICHI,IV IILII\A, HA KOTOPOE OHO 3ABEAEHO.

llpu o6osHaqeHug Aar AeJra cHar{ara yKa3brBaercq q?IcJIo, 3areM Mectq LI roA. r{nclo LI roA

o6ogna.rarorcr apaocrulru qu$pavrr4, Ha3BaHI{e Mecsqa - cJIoBoM, HarIpI'IMep: 7 vns'2022 tola.

Ecnu 1ara AoKyMeHTa r4rr1 orAeJrbHbre ee sJIeMeHTbI onpeAenslorct npra6lnsureJlbHo, Ha

ocHoBaHrrr,r a1aJrv3a coAepxaHufl AoKyMeHTa, To 1ara vnfi orAeJIbHbIe ee gJIeMeHTbI' He a6comoruo

AocroBepHble, 3aKJrroqarorcfl B KBaAparHrre cxo6ru. Irna HII'I orAeJIbHbIe ee 3JIeMeHTbI, ne a6comorno

AOCTOBepHbIe, coflpoBoxAaloTcf, BoIIpoc[TeJIbHbM 3HaKOM, HaIIpI4Mep :

[ue pauee 2022 z.J;
[ue pauee anpern - ue nosduee xtafl 2021 e-];

[ue pauee 24J unnn 2022 e.;
17 [nueapnJ 2020 z.;
l9 aezycma [2020 z.J;
[25 ceumn1pn 2018 z.?].
Koru.recrno JIr{cToB B Aene npocraBnflerct Ha ocHoBaHLII'I JII{cra-3aBepI'ITe[t Aena.

Cpor xpaHe1us. Aena [epeHoctrrcfl Ha o6roxxlr Aena I43 coorBercrByrorqeft HoMeHKJIarypbI Aen

opr,aHlr3aur{r4 rrocre cBepKLr efo ro rr4rroBoMy IleperlHlo AOKyMeHTOB C yKa3aHI';IeM CpoKoB I'IX XpaHeHI',Iq'

Ha Aelax 11OCTOSHHOIO XpaHeHI,It 11uUIeTCg: <XpanU6 IOCTOqHHO)).

1.3. Oprauu3allrq po3blcKa HeAocraroulrx AeJr

B clyvae oTcyTcTBI4.s AeIr, ilr4cJrrilIlrxcfl rro HC)MeHKnaType Aen opraHvrceLr\r4vI, oTBeTcTBeHHbIMT{

coTpyAHr4KaMI4 IIpI{HI{MaIOTC' Mepbl rlo I4x po3blcKy.
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O6HapyNeHHbre Aena BKnroqarorcr B orrr.rcb Aer. Ecru po3blcK Aen He AaJr pe3ynbraroB, To Ha

ueo6inapyxeHHbre Aena cocraBJuerc.s arr o6 yrpare AoKyMeHToe. Am o6 yrpare AoKyMeHToB B

Aenonpolr3BoAcrBe cocrrrBJurercr rro Soprue, npunegeunofi n llpuloNeHrae J\b 6 r llpurary

Mr.rgucrepcrBa Kynbrypbr Pocct4ficrcoft Oe.qepaqura or 31.03.2015 J\b 526 <06yrnepxAeHl'Ill rpaBrrl

opraHr.r3arluu xpaHeHr.rq, KoMrrJreKToBaHI,Iq, yqeTa I4 IIcrIoJIb3OBaHI4fl AoKyMeHToB ApXI'IBHOI0 S0HAa
Pocc:uficrofi Oe4epaUilLr vr Apyrtrx apxuBHbrx AoKyMeHroB B opraHax rocyAapcrBeunofi BJIacrI4, opraHax

MecTHof o caMo yrlpaBreHHs I4 OpraHI43 aIII'Iflx )) .

flpz cocraBJreHlru aKTa B Aenolpor43BoAcrBe rpalpu 2, 3, a raKxe Ian(poprrlaqvs o Ha3BaHuvr vl

HoMepe SoHga, 3arrrrcb o BHeceHrrr{ raguenenufi B yr{erH.ble AoKyMeHTbI He 3anoJlHf,}orct.

,{lr cocran rre1ufl. alcra o6 yrpare Aen B Aenonpolr3BoAcrBe AoJIx(HbI 6rnr npe4ycMorpeHbl rpa$u:

r{HAeKc Aena 11o HoMeHKJrarype Aen, 3aroJroBoK 4ela, rlraftHlle Aarbl, rlpeAnonarael\lble npuql4Hbl yrparbl

AOK)MeHTOB.
Alcr no4uucbrBaeTcs pyKoBoAtrreneM crpyKTypHoro IloApzl:}AeneHlds' v ilepeAaercf, BMecTe c

olrr0blo Ien cTpyKTypHofo noApa3AeneHl'It B apxl4B op|aHH3alluu.

1.4. Ilepeaaqa Aefl B apxrrB opraHrl3allrll

llepe4a.ra AeJr B apx[B opraH]r3arlr4r4 ocyqecrBnflercfl. IIo rpaQI{Ky, cofJlacoBaHHoMy c

pyKoBoAlrreJr.rrMtr crpyKTypHbrx rroApa3Aelenrafi I{ yrBellxAeHHoMy pyKoBoAklTenel\d opraHv3ar\vu.

flepe4aua Aen rrpoBoAr.rrc.rr ToJrbKo rro ollrrcflM, coroTaBJIeHHbIM B cTp)'KTypHbrx rIoAptl3AeJIeHlItx.

Onucs AeJr crpyKTypHoro [oApa3AeJreHuq - yuerHufi AoKyMeHT, BKrroqaroruuft ceeAeHll.f, o

AeJrzrx, c$oprr,ruponaHHbrx B noApa3AeJreHral4 LI noAnexal{ux nepeAaqe Ha apxl'IBHoe xpaHeHI'Ie.

Pa6ora no cocraBJreHqlo onzceft Aen crpyKrypHblx no4par4eleuufi BbrnorH.serQs JIr{II€IMI4,

orBercrBeHHbrMt4 3a BeAeHr..re Aenonporr3BoAcrBa B crpyKTypHbIX noApa3.4eneHl'Iflx u pa6ornuxavn

clylr6u Aeno[poll3BoAcrBa opraHu3aul{u.

Orulcu AeJr cocraBJrf,rorcr Ha Bce 3aBeprxeHHble B AeJIa no yqe6HoMy npoqeccy, rlponleAllrue

3Korreprl43y IIeHHOCTII.

onucn Aen sBJlflrorcfl AoKyMeHTaMr4, rro KoropblM ocyuecTBJlteTcs nepeAaqa Aen B apxl'IB

opfaHH3aIIIrI4.
orAelrnue olvcr4 cocTaBJrqro-tcs Ha 3neKTpoHHbre AoKyMeHTbL
Onprcz Aen cocraBrrrorcs tro ycraHoerennofi tpopue (llpnnoNenrl.a Nb 23 K llpuxaey

MnnucrepcrBa Kynbrypsr Poccrrficrofi OeAepaquu o'r 31.03.2015 Jt 526 <06 yrnepxAeHl4l{ npaBl4n

oprilHr43arlrru xpaHeHr{r, KoMrrJreKToBaHHf,, yvdra a ncIIoJIb3oBaHat AoKyMeHTon Apxnenoro (pon4a

poccuftcnofi Oelepaqvu 14 IipyrHX apxlrBHbrx AoKyMeHroB B opraHax rocyAapcrBeHHoft BJIacrlI' opraHax

Mec1Horo caMoyrrpaBJreHr,rfl Lr opfaHr43aqurx>) 14 npel(craBrsrorct B apxnB He [o3AHee qeM qepe3 roA

l]oc.lle 3aBepIIreHHfl. Aen B AenonpoH3BOACTBe.
llpu naluul4r{ Heo[[caHHbrx Aen 3a HecKoJIbKO IIeT IIO CO|JIaCOBaHI'In C apxI4BoM Ha HUX MO]I(eT

coc-raBJrrTbcr oAHa onr{cb (BHyTpr{ oTryrcvAena pacloJliafaloTcfl IIO fOAaM ax sane.lenur).

llepe4 BHeceHr4eM 3aronoBKoB Aen B orrr{cb rrpoB,op{rorct KaqecrBo $opulrpoBa]Hvrs,n o0opulennx

ASJI, COOTBSTCTBH9 KOJI1MeCTBa.{eJI, BHOCI4MbIX B OIII{CF,, KOJII'Iq9CTBy 3aBeAeHHbIX Aen IIO HOMeHKJIaType

Aen opfaHl'I3a\wr.
onucarelrHirr cTaTbr oltrclr Aen cTpyKTypHorrl noApa3AeneHl'Ifl BKJITO\IaeT B ceoq cleAyroul4e

Snel\{eHTbI:
lopsAKoBblft Houep Aela (roua, uactu);

I,IHAeKcAe.la(roua,uacru)BcooTBeTc"IBu|4cHoMeHKJIaTypoftaeu

3aroJloBoK Aena;
rpafrune Aarbl Aena (rona, uacrn);

cpoK xpaHe1ufl.1iena (ne npocraBJrsercr B orII4cI4 AeJI nocroflHHoro xpaHeHrls);

KoruqecrBo JrlrcroB B Aene (rone, uacru), Ans gneKTpoHHbx Ael - o6reur n M6;

[p[Mer{aHns.
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llpu cocranJleHrlu onI,IcH Aen crpyKTypHoro norpa3Aenenug ueo6xoAr.rMo co6mogam cneryroqre
rpe6onanzr:

KaxAoe Aeno BHooHTCS B OnI4Cb IIOA CaMOCTOflTeJrbHbrM nops.4KoBbrM HoMepoM; ecnkr AeJro
cocrOI'IT 143 HecKoJIbKI4x roMoB (uacrefi), To rarrcIrrfi ToM (uacru) BHocr4Tcfl B orrr{cB no.u
CAMCICTOflTEJIbHbIM HOMEPOM ;

iloptAoK HWepaIII,IH onl4careJrbuux crareft B orrucr4 - naloBLrft;
cI'ICTeMarLI3aIIUt Aen B orrl4cr4 Aen crpyKTypHoro noApa3AeneHtu cooTBeTcrByer r4x

cI4CTeMarv3arJHr4 B HOMeHKJIarype Aen opfaHn3ar\krvt, a HoMep ollucu crpyKTypHofo noApiBAeJreHr4f,
MOXer COCTO.'{Tb t43 KOAa CTpyKTypHOfO noApa34erreHLrs., coorBeTcrByroqefo KcfAy noApa3AeneHprr B
HoMeHKnarype A€n, c 4o6anleHlleM uponracHofi .naqanurofi 6yxnu HauMeHoBaHH.fl Kareropr4r{
AoKyMeHToB, cocraBJltloluux oflplcb, 14 nocJreAHr.rx llByx rlu$p foAa, B KoropoM 3aBeAeHbr [erra)
BKJIK)IIEHHbIC B OIIUCb;

rpa$u orucl4 3anoJlH{Iorct B ToqHoM coorBercrBlll,I c reMl,r clBeAeHr4rMr,I, KoTopbre
BbrHeceHbl na o6noxry Aena;

npI4 BHeceHpII,I B ollt4cb Aen HecKoJrbKI{x Aen c oALrHaKoBbMI,I 3aroJloBKaMu o6ogna.reHl.Ie
Aen onoBaMI4 (TO Xe) He AolycKaercfl,; o4uHaKoBbre 3aroJroBKkr Aen BHocf,Tcs B orrurcb rroJtHocrblo.

rpa$a orucl4 dlpIaueuaHl4e) I,Icronb3yetrcf, Affr orMeror o6 oco6ennocrrx (fusuvecKoro
cocroqHus A€JI, o flepeAaqe Aen ApyfI{M cTpyKTypHhrM iloApa:}.4eJreHr.rfM opfaHH3arlvrr4, o HBJrvr.ru[ ronufi
u I'p.

B rosqe orucll ren crpyKTypHoro noApa3AeneHr4r BcJreA 3a nocne4nefi ouacarelrnofi crarreft
3arlo.nHsercf, IzrofoBas 3allptcb, n xoropoft yKi*brBaercx (qu$parrlLr u [ponucrro) KoJr]rqecrBo AeJr,
q}IcntrIquxcfl no onl4cl4, uepnrrft I4 nocne.4Huft norrlepa Aen tto orrr4crr, a rarcKe ofoBapr4Barorct
oco6ensocrt4 HyIuepaIIlII4 Aen B orIIrcI{: H€lJruque nuTepnbrx r{Jrrr npo[yrqeHHhD( HoNrepoB.

Ouncr Aen crpyKTypHoro rloApa3AeneHr{r floArrlrcbrBirercfl pyKoBoAnreneM crpyKTypHoro
iloApa3AeneHvfi.u cofJlacoBblBaercf, c pyKoBoAr,rreJreM clyN6u.qenonpou3BoAcrBa opraHr.r3arlrur.

Onucr Aen crpyKTypHoro rloApa3AeneHrafl opraHu3a\upr cocraBJrsercs B AByx oK3eMlJrflpax, oAr{H
v3 Koropbrx nepeAaercr BMecre c AenaMLr B apxr4ll opraHu3arlzr4, BTopoft ocraercfi B KaqecrBe
KOHTpOIbHOTO sK3eMnnrpa B cTpyKTypHoM rroApasleJreHr.rlr.

llpuelr-nepe[aqa Aen B apxLIB opraHr]3arlUu [porz3BoAr{Tc{ pa6ornuroM apxr,rBa u pa6ornuxou
cTpylKTypHofo noApa3AeneHLrs., [pr4 3ToM Ha BC(3x sK3eMrrnrpax orlrcH Aen cTpyKTypHofo
noAptBAeneHI,It [poTI,IB KaxAorO AeJIa, BKJIIOqeHHOTO B ]F{ee, AeJIaeTCg OTMeTKa O HanI{qI4U Aejla.

B rosqe KaxAofo eK3eMnnspa orr]Icta Aen crpyKTypHoro noApa3AeneHnr yKa:tbrBarorcr qn(fparrau n
nponl{cbro KoII4qecTBo @axruuecKlr rrpHHrTbx B apxuB AeJr, r.rroroBafl. garr]/lcb noAnr4cbrBaeTcfl JrHrIoM,
orBercrBeHHbIM 3a apxl{n, a pa6oruuKoM crpyKTypHoro rroApa3AeneHns, flepeAaBlrero Aena. IlepeAa.ra
SneKTpoHHhrx AoKyMeHToB B apxI,IB opraHr43arl[r4 rrpo].r3BoAr.rrcr Ha ocHoBaHuu onuceit 3JreKTpoHHbD(
Aen, ,qoKyMeHToB crpyKTypHbIX rroApa3Aeresufi no uH(fopvrarlrroHHo-TeneKoMMyHnKaur4oHHoit cetu ulu
na @nsnvecrcu o6oco6reHHbrx Marepr.ranbHbD( Hocr,rreJrrK B AByx r4AeHTprrrHbrx gK3eMrrnrpax.

Onucr gneKTpoHHbrx Aen crpyKTypHbrx rroApa3ge,reHzfi cocraBJurercr rro ycraHoBnennoft Sopue
(flpranoNenrae J\b 24 rflpuxasy MuuacrepcrBa Kynbrypbr PoccrEftcxofi Oeaepaquu or 31.03.2015 ]'{b
526 (06 yrBep)KAeHvM npaBvrn opraHu3arlr4r4 xpaHeHlrq, KoMrrJreKToBaHLr.s, yr6ra u ucrroJrb3oBalns.

IOKyMeHTOn Apxunuoro (pon4a Poccuftcrofi (Deaeparrtru Lr Apyfr.rx apxr.rBHbrx AOKyr\{eHroB B opraHax
rocyllapcrBennoft B racr Lr, oprauax MecrHoro caMoynpanJreHu.rr la opraHr43aqrarx>).

Tpe6onanuq K cocraBJreHr,rrc oluct4 oneKTpoHHbrx Aen aHaJrorprrrHrr rpe6onarar,rqM K cocraBneHr,rrc
orucll Aen Ha 6yl,ra:xuovr HocrrreJre, 3a ucKn]oqeHr.reM cn:e.qyrout4x npaBr,rn:

n rpa$e 6 onucu sneKTpoHHbrx Aen yKa3brB,aercs o6reM e M6;
e I4roronofi 3ail],1lcu OIIH0I,I SneKTpoHHbD( Aen yKa3brBaercs o6reu e M6;

Aena c oAI4HaKoBbIMr.r 3aroJIoBKaMI{ BHOCTTOS B OIrLrCb SneKTpOHHbX Aen IIOJIHOCTbIO.
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llpra uepeAaqe 3neKTpoHHbx AoKyr!(eHToB B apxr4B opraHr43arl[]r BbmoJrHrrorcr cJreAyrouue
o cHOBHbre [porleAypbr pa6orrr c AoKyM eHTaMr.r :

Sopnrr,rponaurae n r.rH(popnaaquounoft crrcreMe opraHr43arlr{r4 oJreKTpoHHbrx AsJr,
{BJrrroqnxcq coBoKy[Hocrbro xonrefrnepoB sneKTpoHH]bD( IoKyN{eHToB rrJrr,r xonreiinepoM gneKTpoHHoro

noK),,MeHTa, coAepxarrlr4M KoHTeHT r{ MeraAaHHbre 3.[eKTpoHHoro AoKyMeHTa, (faftmr 3JreKTpoHHbx
noAulrcefi u Bu3yanvnupoBauHlro Korurrc TeKcroBoro oJreKTpoHHoro AoKyMeHTa B $oprrra're PDF/A;

$ opnupo n auwe oilucu sneKTpo HHErx Aen crpyKTypHoro nolpa3 Ie nenufl,;

rrpoBepKa apxr.rBoM opfaHr.r3arlr4r4 3neKTlloHHbrx AoKyMeHToB Ha HaJrHrrlre BpeAoHocHLtx

KoMrrbroTepHbx rrpofpaMM;

npoBepKa Boc[poLI3BoAI,IMocTH gneKTpoHHhIX AOKyMeHTOB;
npoBepKa (fnsu.recroro n rexHr4rrecrKofo cocrorHt4r uocprrenefi (npn flepeAaqe

gneKTpouHbrx AoKyMeHToB B apxr.rB opraHrr3arlr{t4 Ha Suruuecxu o6oco6renntrx MarepI4€IJIbHbrx
nocrarelrx);

rrpoBepKa HaJwrqus, (fafina gneKrpoHnofi noAnucv, xoropoft 6ru noAuIacaH gJleKTpounlui

AoKyMeHT, u|uttu (pafrna rpoBepKI,I oneKTpoHHoft no4nncu.

llpneu gneKTpoHHbrx AoKyMeHToB B apxuB opfanrl3arluu oQoprvrJu{ercfl cocraBJIeHLIeM urorosofi

3arru:c[ B KoHue oluc]r gneKTporrHbx AeJr, n roropoft qu(pparrar,r u trporrrlcbro yKa3blBaercs KoJILIqecrBo

(farrurvecrn npr.rHrrbrx B apxllB oneKrpoHHbrx Aen Ia nx o6teu n M6.

Zrorosar 3a[rrcb noATBepx.4aercr rroArrr,rcflMrr corpyAHrrKa apxuBa I,I corpyAHnKa crp]'KTypHoro

rroApa3Aeneljvr[, rrepeAaBlxero sneKTpoHHbIe Aena.
llpra npueMe Ha apxr,rBuoe xpaHeHr4e (nplr ueo6xoAr4Mocrrl) enerrponnble Aena 3aBeptlorct

npocrofi r4nyr ycurenHoft rsanu(puquponannoft aneKrpoHHofi noAuucblo pyKoBol'ureIrfl. opraHI,I3aII]Iu

unu ylonHoMorleHHoro LIM AonxcHocTHoro nuqa.
flocle [p]reMa B apxrrB gneKTpoHHbrx AoKyMeHToB Ha Snsuuecxn o6oco6nenHbrx MarepLIaJIbHbIX

HocuTeJrf,x BKJraAbrrllr, rroMerrleHHbre B $yrup eALIHaIIbI xpaHeHI,It B crpyKTypHoM rIoApuBAeJIeHI{I{,

3aMeHsrorcg Ha BKJIaAbIIITI4, o $ oprvrruelvrble B apxl4Be.

Ha BKnaAbrr[e, rroMerrlaeMoM n tpyrnrp eAr4HI4IIbI xpaHeHl4q, oSoprunnevrorra B apxl4Be,

yKa3brBaercfl:

HaI,IMeHoBaHLIe opfaHI4 3ar\krvl (noluoe. coKpaIrIeHHoe) ;
HoMep (pon4a;

HOMep OlUcI,I SneKTpoHHbIX AeJI, AOK]MeHTOB;
HOMep Aena IIo onllcu;

orMerKa o craryce srceMnJrrpa gneKTpoHHbrx AoKyMeHToBt <Ocu.> (ocHonuoft) unu

<Pa6.> (pa6ouufi);

xpafinue Aarbl AoKyMeHToB 3neKTpoHHolo Aena;

npl Heo6xoArrMocrlr o$opurtlorcr AorronH[TeJIbHbIe orMerKH o6 orpanuueHuu Aocryrla

K AOKyMeHTaI\{.
Bxlalrrlr noMerrlaercr n $yrrlxp (purnuecru o6oco6neHHoro Marepl{aJlbHoro HocI{TeJIt raKI{M

o6pirsou, qro6rr Harnvcv Ha HeM lstttu BIIAHrI npl{ 3aKpblTou Qyrupe.
Onucz Aen crpyKrypHbrx noApa3Aenenufi clyxar ourosoft AJII cocraBJleHllfi I'oAoBoro pa3Aena

ceoAHofi onr4cr.r Aen opraHkr3a\Lrr4, noAfoToBKa KoTopofo Bo3JlaraeTcg Ha apxuB opraHI'I3aII[I{ (JII'IUO,

orBercrBeHHoe 3a apxran).

2. XPAHEHI,IE IOKyMEHTOB It APXTTBE OPTAHI'I3AIII',III

Xpanenue AoKyMeHToB - AesrenbHocrb, o6ecneqnnaloqiu paIIHoHiInbHoe pa3MeIrIeHI{e LI

coxllaHHocTb AOKWeHTOB.

t4



llpoqecc xpaHeHr.rfl AoKyMeHToB BKJrroqaer :
opraHlr3arlrrrc xpaHeHr4r AOKyMeHTOB;
o6ecne.{eHr{e coxpaHuocrr4 AoKy!{eHToB.

2.1. Cponra xpaHeHrrfl AoKyMeHToB

Couauro q. I cr. 17 @egepanbHofo 3aKoHa or 22. oxr.a6pa 2004 r. N 125-@3 <06 apxunHoM AeJre
s Poccuficrofi (DegepalluIa) opraHur3arJur4 o6qsaHrr o6ecnequearb coxpaHHocrb apxr.rBHbx AoKyN{eHToB,
B TeqeHI4e cpoKoB LIX xpaHeHufl., ycraHoBJreHHbrx (fe2lepanrHbrMr{ 3aKoHaMrr, r.rHbrMr,r HopMarr{BHhMa
rpaBioBbrMr,r aKTaMr.r Po cclrfr cxo fi (D egepaqzrl.

Cporu xpaHeHl4s ocHoBHbIX apxnBHbx AoKyMenron, o6pa-:yrorqr4xcfl B npoqecce AerrenbHocrr{
opraHl{3allufr negaeucllMo or ux Blag;a AeflTenbHocrr,r, ycraHoBireHbr n o6rqevr llepeune rr,rrroBbD(
ynpaBneHrlecKl4x apxI4BHbIX AoKyMeHTon, o6paryrourDicq B npoI1ecce AerrenbHocrr.r rocyAapcrBeHHbrx
opraHoB, opraHoB MecrHofo caMoynpaBrrenns. r4 opraHu3anluit, c yKiBaHr4eM cpoKoB lrx xpaHeHr,rr,
yrBeplKAeHHoM npLIKiBon Oegepa;rbHoro apxr4BHofo afeHrcrBa or 20 4era6pr 2019 r. N 236 (4anee -

llepe.renr N 236). ,{rr rex roKyMeHron no yue6H:oMy npoqeccy, cpoKr.r xpaHeHr.rr Koropbrx He
onpe)AeneHbl flepevnerra N 236, o6pa-:onareJrbHarr opraHl,t3arlus ycraHaBnr,rBaer cpoKr{ xpaHeHprt
CAMOCTO'TCJIbHO.

Cpoxlr xpageHrrfl AoKyM-eHTarl*rt!- obpasyloqefics n [poqecce ocyqecrBJreHrrfl
oopa3oBaTeJrbHorr !,esTeJrbHocTr.r

flpurasu o 3aqI{cJIeHI,Irr, orrrr4cJreuuu o6yraroqrD(cr u np}rKa3br no yre6noMy rrpoqeccy xpaHflTct
B TeqeHI4e rpex ner nocJle oKoHqaHa.f, o6yveuurpre6noft rpynnbr, TaK KaK B coorBercrBrrr,r c
rpe6onauzqN,Ill llocrauoBJreHrar llpanHrerucrea Poccrftcxoft Oe4epaqrarE or 24 AeKa6pf, 2021 roaa N
2464 <O roprAre o6yuenar ro oxpaHe rpyAa r4 rrpoBepKkr 3Hannfl rpe6onarrufi oxpanu rpyAaD
nepr4oAurrHocrr o6yveHlrr rro BorrpocaM oxpaHbr rpyra cocraBn.rrer 3 roAa.

,{oronopu o6 o6y.renr.ru (4oroeopu o6 o6yrenuu no AorroJrHr.rreJrbHbrM npo(peccr.roHaJrbHbrM
lpolpaMMaM, neperroAforoBKr4 r4 rroBbrrrreHuro rnarua(p.nraquu) xpaHrrcs 5 rer nocle ucreqeHur cpoKa
4eftcrnus AoroBopa; locJre npeKparqeH us. o6 ssar e.rrbcrB no AoroBopy.

Paclucauus salaslnfr, yre6urx rpynl xpaHrrcs r] TeqeHr.re rpex Jrer rrocJre oKoHrraHr.rr o6yueuua
yue6Hrrx rpynn.

Y.re6HHe rrJraHbr, pa6o.{He rrporpaMMbr no KypcaM AononHr.rreJrbHoro npo(peccuouaJrbHoro
o6pa-eonauu.s, rroBbr[reHrar xealu(puKarlrrrr H rreperroAroroaKr.r xpaHsrcs Ao 3aMeubr HoBbrMr.r.

fpaQr,rrr,r KoHTpoJrfl yre6urrx flpoqeccoB xpaHflTcl B TerreHr.re rpex ner rrocne oKoHrIaHrIfl o6yreHIar
yue6iHnx rpyrn.

Xypua-rrlr yue6nrrx saux'tuit c AaHHbrMLr o noceuaeMocrrr vr ycrreBaeMocrl{ o6yuaroqnxcx
xpaHrsrcr B TerreHlre rrsrrr Jrer nocne oKoHqaHIa.rI o6yueHnx yue6Hux rpyrrrr.

KsrEra perurcrparl[r4 flocrynarculux n o6paronarenbHyro opraHu3auuro AoKyMeHToB, B ToM qLIcJIe

rrr4ceM, ga.sereHr.rfi u xalo6 rpaxAaH xpaHsrcq B TeqeHrle rItrLI JIer.
Ta6etm o pa6ore npeno.4aBarenefr (Nypuanbr yr{era pa6o.rero npeueHlr) xpaHtrct ntrb JIer.
3xsaMenarltroHHbre 6ulerrr, [poroKonbr 3K3aMeHaunoHHbx rouprccufi (exsaueuaqrloHuble

BO[o'MocrLr) xpanxrcr B Teqeupre rpex ner rrocJre rrpoBeAeHr4s rarorosoft arrecralll{H yre6Hrx rpyln.
Knuru BbrAaqr4 AoKyMeHTon o6 o6pa-:oBannvr u (utu) o rna-nu$uKarlrru, crpaBKI,I o6 o6yveHuu,

Korrrrr4 Bbr,4aHHbrx o6yrarorqraMcs AoKyN{eHToB 06 oroH.ranura o6yrenu-a xpaHtrct B TerIeHI,Ie IflTI,I JIer.
Konrpolrnaf, rranKa no raN,4ofi yue6nofi rpynne (4ocre yue6nofi rpynnu) xpaHl4rct B TerIeHI,Ie

Tpex ner c MoMeHTa oKoHqaHI4t o6yreunx yue6Hofi fpyrlnbl.
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2.2, Oprawr3arlus xpaHeHrrs AoKyMeHToB

Oprauusaqus xpaHeHl{s AoKyMeHToB - coBoKyrrHocrr Aeftcreufi, o6ecneqr4Baroqr4x ycnoBr4fl rnt
xpaHeHr4fl r.r norrcKa AoKyMeHTOB B apxr{Be, BKJrrOqaeT:

CLICTeMaTL3aUUT AOKyMeHTOB B apXI,IBe;
rrpeAocTaBJreHr4e rroMerrleHr{ s. I.ns. apxaBa;
ocHalqeHHe apxHBoxpaHLIn[U cneUI4aJIbHru o6opy4oBaH]reM Anr xpaHeHuf,.{oKyMeHToB;
o6ecne.reHue HopMarlrBHbrx yclonuft xpaHeHr,r.f, IoKyMeHToB.

Cncreuaur3arl[s AoKyMeHToBi B apxrrBe opraHrr3arlr.rn
Pa6orsr no rloAroroBKe Aen K nepeAaqe B apxr{B opraHu3arluv (nr-rAereHlre AeJr, noAroroBKa

onucefr Aen crpyKTypHblx noApa3Aerlenufi) Be.qyrcs c yr{eroM cxeMhr cncreMarusaL\uu.qen Soula.
Cncreuaru3a\vfl AoKyMeHToB B apxr.rBe opfaHrr3argtr - rpynl[poBKa Aen no [pr.r3HaKaM ]rx

coAep)KaHrz s. vrvt (n Hexoropbrx cryr{arx) Sopuara pr HocrrreJrf,.
Czcrelrarraga\vIt AoKyMeHToB B apxr,rBe opran:H3arlur,r co3Aaer ycrroBus., ueo6xo4urr6re Arrl-

paql4:oHanbHoro pa3MeuleHu.s AoKyMeHToB, a raKxe lins npoBe4eHns. onepaqufi [o frery r,r norrcKy
AOKyMeHTOB.

Apxunusle AoKyMeHTbI AoJIXHrI xpanI4Tbcq B cr4creMarr43r4poBaHHoM Br.rAe B npeAenax (bo"aa.
Oprauusaqur, B AeflrenbHocrl4 roropofi o6pa:onancr apxunuufi (hotrA, f,BJurerct

$oir:too6pagoBareJreM.
.{o xynrenru opraHr.{3arluu o 6pa:yror oAprH apxunurrft (b o"a.
XpouolorzqecKl4Ml4 rpaHLIIIaMpr apxr{BHoro $on1a {Brrrorc.f, ycraHaBnuBaeMbre Ha ocHoBe

HOpIUaTr.rBHhrX aKTOB IaThI CO3IaHIdq.14 nr4KBr4Aarlr4pr oprllHr.r3arlril4.

ltt apxunuoro Son4a 4eftcrnyrorqefi opranvaarJrru Aara 3aBeprrreHr.rs apxr{BHoro $on4a ocraerct
orxpsrroft.

flocle onpeAeneHl4s Sou4onofi rpuHaAnexHocrr.r A€Jr, AoKyMeHToB cr4creMarvrcar\ufl. A€r,
AoKyMeHroB ocyilIecrBJrsercfl B npeAenax KoHKperHoro apxr4BHoro Son4a.

B npeAenax $onga eAIasuqefi cr{creMarr.r3a\uv apxuBHbrx AoKyMeHTor} sBr{ercr eA}rHr.rua
xpaHeHI4{ - frerHaq v x.naccz$uraurroHHair eruH:ar\a, lpeAcraBnrrouas co6oft coBoKyrrHocrb
AoKyMeHToB HJII4 Qusuvecru o6oco6renurrfi AoKyMeHT, vMeroqyrc/nuerorqufi caMocro.r{TeJrbHoe
3HaqeHr{e.

EAIauraqefr xpaHeHLIs B apxI,IBe opraHrr3arlur4 .sBJrr€rcr Aeno (olexrpoHHoe 4elo). B cnoro oqepeAb,
B rlpeAenax oAHoro Aena AoKyMeHTbI AonxHbr 6um cncreMarr43r.rpoBaHbr ra oSoprr,rneHbr B rroprAKe,
o6ecnequsaloureM yr{er, IIoucK r,r ncrroJlb3oBaHl4e apxrrBHbrx AoKyMeHToB.

EAnnprqu xpaHeHr,rr AoJDrGbr 6urt yvreubr B foAoBbrx pa3Aenax onncefi.
llpu czcreMarrr3aur,rll eAHHr{rI xpaHeHr.{s neo6xo4lurao vMerb B BktAy cneAyrouee:

Aena oTHoQ "tcfr. K ToMy roAy, B KoTopoM oHr.I HarraTbr urrn B KOTopoM rrocTyIIpInH B
AaHHyIo opraHrr3arlraro (crpyxrypHoe [oApa3AeJreuue) ns apyroft oplaHr.r3arluz (crpyxrypHoro
norpa3.IleneHnr);

rrJraHbr, oTrreTbr, HoMeHKJraTypbr Aen r4 MaTeprranbr K Hr{M oTHoc.flTcf, K ToMy foAy, Ha
roroprrfi vrv ga noroplrfi oHrr cocraBrreHbr, E:e3aBrrcr4Mo or Aarbr r{x cocraBne;e'ufl; rrJraHbl,
oxBarbrBarorU[e HecKoJIbKo JIer, orHoc.flTct K ]HaqaJ.IbHoMy foAy Iax 4eftcrnulfl., a orqerbr 3a
HecKonbKo JreT - K rrocneAHeMy foAy oTqeTHoro nopr4oAa;

AoKyMeHTbI no yue6uoMy rpoqeccy BbrArontrrorcs B oco6yro rpyrny, cr4creMarlr3ripyrorcs
o6oco6nenHo H BKnroqarorcs B orAen;Hyro orlrcb.

Jlu.rHrre 4era o6yuarour4xcr crrcreMarlr3lrplrorcf, no xpoHonoruqecKoMy npr,r3HaKy.
B npe4erax KarrAoro roAa Aena o6yvarorqraxcr crrcreMarr43Lrpyrorgfl rro crerreHr,r BrDKHocrr{ -

npr4r{:a3br o 3ar{I,IcJreHu]1l Ha o6yueuue, oKoHqaHr4r4 o61'ueuur 14 lip., AoroBopbr o6 o6yreuvr4, crrlr}Kr4,
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xyp.Hanbl noceruaeMocru vt ycfieBaeMocrll, Apyfue perHcrpauHoHHo-yqerHbre AoKyMeHTbr, nutrHbre Aena.
JIu'IHrre rena orrII{cJIeHHbIX o6yrarorqvxc.f, orHocrrcr K lory orrrr4 crenvrs. r{ cr4creMarr.r3qp},rorcr B
npelenax raxAoff rpynrbr uo al(paeury Qalrunufi.

Pesylrrarst cucleMarll3allllI4 eAr.rHr,ru xpaHen[lr B rrpeAenax $on4a 3aKpelnrrorcfl npr{
cocraBJreHr{u onucefi Aen, .rIoKyMeHToB B apxr{Be opraHr{3arllru.

flpegocranJreHlre rroMerrleHrrq Arq apxr.rBa opraHu3arl[u

Ilpe4ocrauleHue noMerlleHvfl. rnfl, pa3MerrreHur apxr4BHbrx AoKyN{eHToB - oAHH H3 npoqeccoB,
o6ecrequearcrll4x ycnoBplt palllloHanbHoro pa3MerqeHr4r AoKyMeHToB H r.rx coxpaHHocrr,r.

flpe4ocraeJleHue noMerqelrHr Anr pa3MerrleHr{rr apxr4BHbrx AoKyMeHToB ocyqecrBmercr Ha
OCHCTBaHI{I'I paCnOptAI4TeJIbHOrO AOK}MOHTa p}KOBTOII{TOJII opIaHI43aIII4LI o CO3AaH}rr,r apxriBa.
Oprauusaqrarc flpoqecca npeAocraBreHv-fl rroMerrleHr4r rnfl pa3MerleHr,rr apxr{BHbx AoKyMeHToB
ocyilIecrBnqer ruUo, orBercrBeHHoe 3a apxrrB nplr /eacrr,rur a4MuHncrparr4BHo-xogsftcrseHHofi crryN6rr
opraHr.r3auuu.

llpoqecc npeAoc'raBJleHl{t noMelrleHr4r rnfl pirMexreHr4{ apxr{BHbrx AoKyMeHToB BKnrosaer
orlpelAeneHlle [noruaAu, nu6op rloMerrreH]rit. apxuya opraHlr3arlr4r4 r{ ocHarrleHr,re rrx o6opygonaHr4eM.

O np ege"rr eHr{e rr Jro rq il\il \r n u 6 op rr o Me rrleur.r fi apxnn a

Onpeleneuue nnoulaAa Iz nsr6op noMeqeHr.rfi apxnna ocyilIecrBnfl.erc . c r{eroM o6reua u cocraBa
apxllBHoro (fon4a opraHh3aIII{I{, a raKxe c yr{eroM Bo:rMoxHocrr.r orAeJrbHoro xpaHeHr.rs 3neKTpoHHbD(
AoKyMeHToe. Pacqer Heo6xo4rauofi ulorqaAr4 noMer{euufi npozeBoAr4Tcf, c yrreroM ycragoBneHHbrx
Hopr,r pacnoJro)KeHufl crellaxefi r.r HX HanoJrHeHLrr.

Marcurr.talrnufi cocraB rloMerrleHr,rfi apxuna ycraE:aBJrr{Baerc.rr cne4yroulufi:
apXLIBoxpaHI4nI4qe;

rroMerrleHr.re Ans npr{eMa r{ BpeMeHHoro xpaHeHr{fl AoKyMeHToB;
noMeuIeHLIe Ant I4cnonb3oBaHl,Is AOK''MeHTOB (yqaCTOK Bbr,{a!M AOKyI!{eHTOB r.r
uu(f oprrlaqrroHHo-noucKoBbrx cpe4crn) ;
pa6ouax KoMHara corpyAHr,rKa, orBercrBeHnoro 3a apxr.rB opraHrl3arlr4r4, Koropar Aon)KHa
6urr vgorrlpoBaHa or noMerqenufi, r.4e xpaHfiTcs apxuBHbre AoKlMeHTbr.

Ecru.r opranvBarJr4s. He r,rMeer Bo3MoxHocrrr BbrAeJrr{Tb Bce yKa3aHHbre noMerrleHrls.,wtr4 apxunurrfi

$o"a ue6omruoro o6relra, BbrAenrercr noMerrleHue AJr{ apxr{BoxpaHunurr\a I,r r,r3oJrr4poBaHHoe or Hero
pa6ouee Mecro Ans corpyAHr.rKa, orBercrBeHHofo 3a BeAeHr,re apxr,rBa r.rma (eclu o6rerra apxr.rBHofo

Qonaa 9To no3BoJlrer) ocyruecrBJr.f,Tb xpaHeHr{e ,{oKyMeHToB B crrerluirJrbHoM MeraJrJrrErrecKoM
3anr{paroueMcr Ha Krroq b. onetrarbrBaeMoM urxarfy, r4cKrroqarorleM Aocryn K AoKyMeHTaM
nocTopoHHr4x Jrr4rl.

Brr6op rroMerrleHr{fl. apxkrBa ocyqecrBnflercfl. c yqeroM rpe6onanufi, saxpenreHHbrx e n.2.16-2.19.
flprarrata MznncrepcrBa Kynbrypu Poccrzficnofi Oe4epaquu or 31.03.2015 Ns 526 <06 yrnepxAeHLIH
npaBlrn opraHr,r3arlIlu xpaHeHur, KoMnJreKToBaHr{s, yuera u [crroJrb3oBaHr.rr AoK]MeHTon Apxunuoro
(bor,ua Poccuficr<ofi Oeaepaqilv Lr ̂ pyrLrx apxr4BHbrx AoKyMeHToB B opfaHax rocyAapcrBennofi BJIacrH,

opf arrax MecTHof o caMoynpaBJreHr.rr r4 opf aHr,r3arlr4rx).
flpn nu6ope noMerrleHue rnfl xpaHeHr4r 3neKTporrHbx AoKyMeHToB Ha o6oco6renHblx Hocl4TeJrflx

cneAyer ytrr4TbrBarb, rrlo He AonycKaercr xpaHeHr.re g.reKTpoHHbrx nocurelefi c MarHI4THrru pa6ouunt

cJIoeM B xpaHr,rnr{qax c [ocro-sHHbrMvr r4IrLr nepeMeHHbIMIi MarHr4THbrM noJIeM HalpsxeHHocrblo 6oree
400 A/na. Xpanuluula AoJrlKHbr 6srrr y.ua:reHbr or 3neKTpoABurarerefi, rpanc(poprvraropoB, lz$ronoro
o6opy.uonauvs, rpyrvrx r{croqHr,rKoB MafHrrrHbrx 14 oneKTpoMarHLITHhrx noleft.
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O6ecne.rerure HopMarrrBHbrx yclornuft xpaHeHufl AoKyMeHToB
06 ecne.reHrae HopM arr4BHbrx ycronuft xpaHeHr.rq AoKyMeHToB BKrroqaer :

co6lro4enue nporrdBorroxapHoro pexr,rMa;
co6-rro4euue oxpaHHoro pexr{Ma;
co6lro4enue HopMarI,IBHbIX TeMnepalypHo-BnaxHocrHoro, cBeroBoro, caHI4TapHo-
II4rI{eHI,Iqe CKO tO peXI,rMO B ;
o6 ecneqenlle HopMaTI,IBHbIX yClOnUfi XpaHeHHr SneKTpOHHbD( AOKyr!{eHTOB.

O6ecneqerure HopMarrrBHblx ycronufi xpaHeHuq sJrenTpoHHbrx AoKyMeHToB

O6ecneqesl{e HopMarI4BHhIx yclonufi xpaHeH[r: sneKTpoHHbx AoKyMeHToB rroMr{Mo ycnorufi,
leperII4cIeHHbIX Bbrrlre, BKJIIOqaeT :

xpaHeHl4e ABlx 3K3eMlnqpoB raNAofi eAHHr,rrlbr xpaHeHr.rs gJIeKTpoHHbrx AoKWeHToB
(ocuonHofr u pa6otuir 3K3eMrrupbr AonxHbr Haxo,u,rrbcs Ha pa3Hbrx $usuuecrux ycrpoftcrnax);

o6ecueqenue apxl4Ba opraHu3aIII4I{ Tr3xHr4qecKLIMr4 vr nporpaMMHbMLI cpeAcrBaMr{
BocnpoI43BeIeHLrA, KoIII4poBaHr.rfl, nepe3anr.rcr4 14 KoHTpoJrr Susuvecroro H TexHr4rrecKofo
cocTo_gHt4f, sneKTpOHHbrX AOKyMeHTOB ;

o6ecneqeru4e pexI,IMa Iau(poprr,raquonnofi 6esonacHocrr.r eneKTpoHHbD( AoKyMeHToB;
o6ecneqeuue $usIElto-TexHl4rrecKofi coxpauuocrr4 Hocr{Telefi slerrpoHHbrx AoKyMeHToB;
cLIHXpOHI{Oe LI3MeHeHHe rrpofpaMMHo-ailnaparsofr cpeAbr B opraHv3arJnur 14 B apxuBe

opraHLr3arlr{H;

coxpaHeHHe Bo3MolKHocTr.r AocTyna B allxr4Be K apxr4BHbrM gneKTpoHHbrM IoKyl![eHTaM,
co3.4aHHbIM B paHee HcrloJrb3 oBaBrrreMcs npofpaMly{Horu o6ecne.r eHvrut.

Pa6oru no co6nroAeHlrro HopMarLIBHbrx ycnoBr,rft xpanenzf, gneKTpoHHbrx AoKyr!{eHToB rrpoBoAr,rr
corpyAHlrK, orBercrBenurrfi 3a apxlrB opraHu3auvu kr corpyplHr{Kr4 rroApa3AeJreHr{s IT-rexnoloruft.

OrnercrneuHocrb 3a coxpaHHocrb gneKTpoHHbrx apxr4BHbrx AoKyMeHToB Hecer Jrrrqo,
OTBe'ICTBeHHOe 3a apx[B.

O6ecne.reHze un$opuaquoHHofi 6egoracnocru sneKTpoHHbrx AoKyMeHToB apxr4Ba BKrroqaer:
o6ecneqenue pelKI,IMa xpaHeHus gneKTponHbrx AoKyMeHToB, rrcKJrroqarcrlefo yrpary,

HecaHKIII4oHIapoBaHHyro paccbrnKy, yHrarrroxeHtre urur4cKan<eHr4e un(poprraaqnu;
o6ecneqeune ayrer"ILrqHocrla, rloJrHorbr, AocroBepHocrl{, rleJrocrHocrl,I Ia He}r3MeHHocrI,I

nu(poprr,raqnu, coAepxatrleftcs B gneKTpoHHhrx AoKyMeHTax, rrpu ocyqecrBJreHnlr ux [epe3anr4cr{
Ha Apyfr4e Hocr.rTeirr4.

O6ecueqesue $usuro-rexnz.Iecrofi coxpaHHocrLr uocurerefi 3neKTpoHHbx AoKyMeHToB H
BOCnpor43BOAr4MOCTr4 3neKTpOHHhrX AOKyMeHTOB BKJrrOqileT:

npoBeAeHI,Ie He pexe oAHoro pa:ia B 5 ner rexHaqecKoro KoHTpoJn Snslr.recroro
cocrotHl,I.f, nocurerefi oneKTpoHHbx AoKyMeHToB r.r Bocnpor.r3BoAr.rMocrrr gJreKTpoHHbrx

AOKyMeHTOB;
rIpoBeAeHI4e npl4 BbuIBJIeHr.I[ ugneuenuf (pusu.recroro cocrosHr,rr nocureneft

sJIeKTpoHHbx roKyMeHToB rlo pellJeHr{ro pyKoB,oA[Ters opraHr{3arluu pa6our no [epe3afl]rcrr
3neKTpoHHbrx AoKyMeHToB Ha HOBbre HOCr4Tenu;

IIpoBeAeHI,Ie pa6or no lepe3an]rcu sJreFirpoHHbrx AoKyMeHToB B HoBbre $opnaru upz
H3MeHeHLIH (fopnraron B pe3ynbrare npeoeipa:oBanvrs. flporpirMMHo-annaparnofi cpeAbr,
yxyAIIIeHI4s BOClpOr.r3BOAHMocTr.r sneKTpOHHbrx AC)KyMeHTOB;

co3AaHr.re Q oHga no Jrb3 oBaHr.rs gneKTpoHubrx AoKyMeHToB.
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2.3. O6ecneqeHrre coxpaHHocrlt AoKyMeHToB, rrpaBrrJra pe3epBHoro KorrupoB r1nfl, u
BOCCTAHOBJIEHI{q,TOKYMEHTOB

O6ecneqenrle coxpaHHocrl,I AoKyMeHToB - crrcreMra Mepolpr4rrnfi, o6ecuequBiuoulux coxpaHHocrb
AOttl'14antoB, KoHTp0JIb I.,IX QI,I3I4qecKOro cocro{Hr4r rrp[ nocryrrJreHr.,ru IoKyMeHToB B apxrrB, Bo BpeMrr
LIX xpaHeHLIt B apxliBe, a raKxe rlo,4AepxaHr.re r{ BoccraHoBneHr{e (fraruuecroro cocrosHr.rfl AoKWeHToB.

llpoqecc o6ecneqenl4r coxpaHHocrl4 AoKyMeHToB ocyqecrBJrflercf, Jrr4rroM, orBercrBeHHLrM 3a
apxlitB, r4 BKIIOqaeT:

PAII}IOHTNbHOE PA3MEIIIEHI,IC AOKYM CHTOB B APXI{BOXPAHI,IJII4IIIE ;
ronorparf npoBaHr4e;
KOHTpOnb 3a ABT4XeHHeM AOKyMeHTOB r4 r4X COCTOflHr.reM.

PaqnoHa.rrbHoe pa3MerrleHrre AoKyMeHToB B apxr.rBoxpanrrJrrrue
Paquoria,rrHoe ptBMeIrIeHIae AoKyr!{eHToB B ap}MBoxpaHl,rrrr4rrle co3Aaer ycnoBrlfl AJUI nolrcKa

AoKy'MeHToB I{ rIpoBepKLI ux HaJrvlrvs.. Tpe6onanus K pa3MelleHr,rrc AoKyMeHToB B apxlrBoxpaHr.rJrr4rrle
coAepxarcq B nyHKrax 2.34-2.35 llpnxa:a MuuzclepcrBa Kynbrypbr Poccprficxoft @e4eparlr{r.r or
31'03.2015 Ne 526 <C)6 yrnepxAeHl4l4 npaBun oprarrn3arlrdrl xpaHeHrar, KoMrrJreKToBaHr.rr, ytera n
ucrc,rb3oBaHl4s AoKWeHron Apxunuoro Son4a Poccufcxofi (De4epaunu v Apyrr,rx apxr,rBHbx
AoKyMeHToB B opraHax focyAapcrBesuofr BJIaclI{, opfaHax MecrHoro caMoynpaBJreH[r vr
opraHH3al{urx>. llopaAoK pacloJloxeHl4r AoKyMeHToB B apxrrBe orrpeAenrercr nJranona (cxeuoft) nx
pa3MerrleHr4r.

llpu pa:ueueHllu AoKlMeHTon pa6ornzr, orBercrBenuufi 3a apxr.rB, pyKoBoAcrByercs rrpaBr.rnaMr.r:
Bce nocryrlu}}orque B apxl{B opraHr.r3arlr4t4 AoKyMeHTbr pa3Merlarorcq B apxr.rBoxpaHr4nr4rrle

Ha creJlJlaxaxvru n [rxa(fax B [op-sAKe, coorBercrByroueM onr4csM Aen, AoKyMeHToB;
AoKyMeHTbI, TeMneparypHo-Bnax{uocrnuft pexr4M xpaHeHlrr Koropbx pa3Jrr{rleH, AoJrxubr

pa3Merrlarbcr B pa3Hbrx apxr4BoxpaHr{nuqax ;
AeJIa, LIMeIorII4e rnep1stfr leperrJrer, ycraHaBnuBarorcfi Beprr.rKzrnbHo; c MflTKHM

nepelneToM I{JII{ HerlepenneTeHHbre Moryr pa3Menlarbcr ropr43oHTurnbHo;
xopo6rz He AoJD(Hbr Bbrcrynarb 3o npo{€nbr noJroK crellaxefi;
ua xopo6t<u [pLIKJIeuBarorc{ f,pJrbrKr,r, Hi} Koropbrx yKa3brBarorcr: HoMep Son4a, HoMep

ollllcl{, rpaftuue HoMepa Aen, pa3MerrleHHbrx n 4anHofi ropo6xe, Aarbr AeJr, HaxoA,rrrluxcs B
ropo6xe, H HoMep xopo6ru B npeAenax (bonaa;

He AorlyoKaercfl. xpaHeHl4e AoKyMeHToB B TpaHcnoprHofi Tape, B ma6ellx, Ha noJry,
IIOAOKOHHI,IKaX, JIeCTHHT{HbIX [nOUaAKaX v lpyfr.rx, He npeAHa3HatreHHbrx Anfl xpaHeHr{t
AOKyMeHTOB MeCTaX;

AoKyMeHTbI rlocrotHHoro xpaHeHvs. Ha 6yuaxHorvr Hocr4TeJre pa3MerlarcT B KaprouHbx
ropo6rax, [arrKax, a IoKyMeHTbr BpeMeHHoro xpa]fleHr4.rr - B cBs3Kax;

IOKyMeHTbI IIOCTOTHH0I'O XpaHeHr.rr pa3rvreuaroTcs oTAerbHo oT AoKyMeHToB BpeMeHHbrX
cpoKoB xpaHeHr4s.

3lexrpoHnble AoKIMeHTbI Ha Szer.ruecru o6oco6inenHbrx Hocr.rrenrx pa3Merrlarorcr orAeJrbHo or
Apyr.ax AoKlMeHroB.

3rexrpoHuble AoKyMeHTbI xpaHrrcs pa3AenbHo rro BrrAirM oneKTpoHHbrx Hoclrrerefi, n pa3Hbrx
xopo6xax, 6orcax, rqr4Kax, Ha pa3Hbrx rroJrKax ruxaSon,

(Dyrnrpu c gneKTpoHHbIMI,I HocurersMu pa3Merrlarorcr BeprlrKirnbHo B KoHTefinepax, suIHKax
cneuLIaJII{3tIpoBaHHbD( rura(fon :arrtr B xopo6xax, 6orcilx Ha rroJrKax crenlaxefi, rura@on. PaccrosHr.{e
Me)KlIy $yrnxpauu AonxHo 6rnr 4ocraroqHbrM AJrr roro, qro6sr sneKTpoHHbre Hocr.rreJrr.r MoxHo 6tno
ceo6,cAuo noMerr{arb r{ llocraBarb r43 ;rrrluxa ulz r<opo6xn, 6oxca.
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3lexrpounble AoKyMeHTbI Moryr xpaHl4Tbcr Ha cepBepax, npr4HaAne)Karrlr4x opraHr,r3arl vwr una
apeErAyeMbrx opfaHu3ar{prefi .

TouorpaQrpoBaHrre
TonorpaSupoBaHI'Ie - pa":pa6orxa cxeMbr pacrono)r(eHr4r Aen B apxr.rBoxpaHr,rnvqe rryreM

HyMepaIIHI{ Mecr xpaHeH}It IoK}|N{eHToB (nouerqeHufi, creruaxefi, uxa$os r4 xoHreftuepon), a rarxe
BeAeHure ronorparpzqecKr.rx yrasareleft .

TonorpaSr.rpoBaHr{e npoBoAr4T pa6oruur, orBercrBeHuHfi sa apxrrB.
llpoqecc ronorpat$apoBaHus onrlpaercs Ha cxeMy cr4creMarr.r3arrpru AoKyMeHTon (foH4a.
PesyllraroM npoqecc a sBr;rercri

cxeMa pa3MerrleHr,r_s IoKyMeHTo B B apxuBo>(paHHnlrqe ;
apxLIBoxpaHI4nHIrIe c [poHyMepoBaHHbrMr4 crennaxaMra, nma$alrr{ r4 rronKaMr.r;
KaproqKr4 rrocreJrnax{Horo 14 no $ ou4oeoro yKa3 arens.

Tonorpa$upoBaHl,Ie cJry)KLIT Anfl 3aKpenneHr4s Mecr xpaHenufl. AoKyMeHToB r,r ylporleHr,rt
lpox(ecca [olrcKa AeJr.

Tpe6oeaHr'rs K npoBeAeHr4ro ronorpa$npoBaHr4Jr 3aKpenneHbr B nyHKrax 236-2.38 llpuxasa
MIaHIacrepcrBa Kyrlbrypu Poccuftcxoft Oe4epaqura or 31.03.2015 Ns 526 <06 yrnepxAeHr.ru npaBr.rJr
opratrI43aIII4I4 xpaHeHl4t, KoMtrJreKToBaHr{r, y.rera 14 [cnoJrb3oBaHvfl. AoKyMeHTon Apxunnoro (fou4a
Pocctlftcxofi @e4epaqvr H rpyfvrx apxprBHbx AoKyMeHToB B opraHax rocyAapcrBeunofi BJracrlr, opraHax
MecTHOTO CaM O ynpaBJreHr4r r{ opf aHr,r3aur,rrx ).

TonorpaSzpoBaHrre npoBoAr4rcr c yqeroM cneAyrcqux rrpaBun:
rIoMeIrIeHI'te apxI4Ba opfaHr43arlvrkr, a rarc(e creJrJraxrl, urra$rr, nonKr,r H)'N{epyrorcs.

Ctelnaxra, urxa$u HyMepylorc.s B KalKToM apxr{EroxpaHunr4rrle cneBa HanpaBo or nxo4nofi ABepu,
a rroJrKLI Ha cTeJrnaxax - cBepxy BHII3, cJreBa HanpaBo;

B Uentx olpeAeneHus MecTa xpaHeHr.rr lIoKyMeHToB B apxr.rBoxpaHr.rnuqe cocTaBJrsroTct
nocreJlJlaxHble rouorpaQuqecKl{e yKa3areJrrr, I(oropbre npllKpelrsrorct K creHKe creJrJraxa
(tuxaga);

I43MeHeHI4t, IIpOUCXOA'IIIne B pa3MelrleHr4r4 AOKyMeHTOB, AOJIXHbT CBOeBpeMeHHO
orpa)Karbct B Torlorpa$uvecxux yKa3arensx. B cryuae cocraBJreHr.rs HoBoro yKirareJu crapuft
ocraerct Ha xpaHeHLIvI l.Jrfl. noMoulr.r B [poBeAeHr{Lr posbrcKa ueo6irapy}r(eHHbrx AeJr.

Konrpo.ur 3a ABr{xeHrreM AoKyrfreHToB u r{x cocroflHueM

KoHrpolr 3a ABpIXeHr.reM AoKyMeHToB lr ux cocrorrHl4eM BKJIIoqaer:
npo B epKy HaJu4qvts. pr co cTo{Hr.rf, IOK]MeHTIOB l
ycTaHoBneHr{e noprAKa BbrAaqr4 Aen H3 xpaHr4nr{ua;
ycraHoBneHr{e [oprAxa Aefi creuft n .rpeenrFrafiHHx cr4Tyarluflx.

flponepra HarIlquq u cocrosnuq AoKyMeHToB
flponepxa HaJrurilrs.I4 cocrorlHl4{ AoKy\,{eHToB apxrrBa opraHr.r3arlr.ru npoBoArrrcs B rlen.flx:

ycraHoBnennx QarruuecKoro HaJru.tvrfl. err{Hrrrl xpaHeHr,It B coorBercrBvrv c yqerHbIMLI

AOKyMeHTaMH;
BburBJreHr,rr rr ycTpaHeHr.rs HeAocTaTKoB B y,qeTe AoKyMeHToB;
BbuIBJIeHrrr oTcyTcTByrorlr4x AoKIMeHToB r.ir opfaHr.r3arlLrvt vx po3brcKa;

BbUIBJIeHHI LI frera AoKyMeHTon, rpe6yrorlux npo$uJraKTrdrrecKoitu/ullu pecraBparlnoHHo-
npo$anarruqecroft o6pa6orxz ;
BbuIBJIeHI4q u yrrera 3neKTpoHHbrx AoK'WeHToB, rpe6yrouux [epe3anucu Ha HoBbre
3neKTpoHHbIe HOCLITeIU,ygTpaHeHr4q BpeAOHOCHbTX KOMrrblOTepHbrX nporpaMM.

20



flponepxa HaJrurrilrs. u cocro{Hu{ AoK}MeHToB rrpoBoAurc.a pa6orHLrKoM, orBercrBeHHbrM 3a apxr.rB.
flponepxa :naJr:aqvrr ra cocroqHr4s AoKyMeHToB rra 6yuaxHrrx Hocr4TeJurx [poBoAHTcr He pe)Ke

oAHoro pa3a B 10 rer, 3neKTpoHHbrx AoKyMeHToB - He pexe oAHoro pa3a B 5 net.

flponepra Hufirrrvs, u cocrosHras AoKWeHToB B apxr4Be opraHrl3aIII4I4 npoBoAr4Tc c co6nIoAeHI4eM

cne,n:)rorrlr4x npaBr4n :

Heo6xoAul,ro coxpaHrrb nopsAoK pacloJro)KeHr.rr AoKyMeHToB Ha crennaxax, n urxaQax n

coorBercrBr4r.r c rorrorpaSuuecxurr,ru yKa3are)JUTMH; npu I,I3MeHeHLII{ pacnono}KeHus Aen
Heo6xoAuuo cBoeBpeMeHHo Aenarb coorBercrByroqfie 3arrurcu n rouorpa$HqecKI4x yKffiareiulx;

3alpeqaeTcs BHeceHr4e BbuIBJIeHHbrx B xOAe npoBepKla HerrTeHHbIX Aen B orlrlcb

(neyureuutre Aena noAnexar o6pa6orre l,I orrraca]{urc nocne 3aBepIIreHI{a nponepxr,r);

3arrpeilIaercs B rrpoqecce npoBepKr4 ,ueJrarb KaKr{e-Jrr46o nouemv uru 3anvcv B orlrlcf,x

Aenv Apyrr4x TIeTHbIX AoKlMeHrax.

flepe4 HaqiuroM npoBepKr4 Huru-rtrLfl tr cocrotul4s AoKyMeHToB Ha 6yrraaxurx HocLITeJUtx

coclaBJrrercr Jrr4cr rrpoBepKr{ HaJraqvfl. kr cocrorrHl{t Aen n $onge, roroprtfi 3aIIoJIHterct

rrponepsrcuurnru pa6orHr{KaMr4 apxr4Ba HenocpeAcrBeHrlo B xoAe npoBepKu 14 coAepxnT 3aIrpIcI4 o5o ecex

BbulBJreHHbrx HecoorBercrBr,rrx. Jlucr npoBepKl4 cooraBrsercfl Ha raxArfi [poBepseMsrft (fon4 u

IroAllr4cbrBaercq lrcrroJrl{r4TeJreM. Jlucr nponepKll Hanllqufl lr cocrotHlls AeJI Moxer cocraBJlflTbcfl Ha

orAenbHbre orrkrcvrz ecnr{ [poBepreurrfi Sotta cocrol,IT I43 3Haq[TenbHofo KoJIHqecrBa onucefi.

flponepxa Harvrrns, 14 cocrorHuq HatruHaerc.f, c rIpoBepKI{ coorBercrBnq oAHI4x LI Tex }I(e

rroKa3arenefi n pa-:Hrx yqerHblx AoKyMeHTax.
3aretr lpoBoAr,rrct rrpoBepKa coorBercrBr,rr KOJII{qecrBa Aen B HToroBbIX 3arll4c{x roAoBbIX

pa3AenoB ouuceft cBeAeHlItM o KoJIr.{\IecrBe Aen B Jllzcrex $on4on.
llpoUecc [poBepKr4 3aKrroqaercfl B rrpocMorpe KorlKperHbrx eAI4HI,Iu xpaHeH]Ifl.

B nepnlto oqepeAb [poBepf,ercr rrpaBr.rJrbHocrb pacnonoxeHnfl AeJI cornacHo rouorpa$rlqecKnM

yKa:iarenqM. HenpanulbHo pa3MerrleHHbre Aena cpiuy xie rIoMeIIIaIorct Ha cBoe Mecro.

B xole npoBepKr,r npoBoAr{Tcq cBepKa coorBercr[tufl, or;rzrcareJlbHbD( crarefi orucu c nn(poprnlauuefi

ua o6roNxe AeJI, [pI,I sroM Moxer 6uru o6HapyxeHo:

orcyTcrBl,Ie AeJIa, BKJIIOTIeHHOTO B OnlICb;

HAILIIII4E AEJI, HC OTHOCf,IIII4XCS K ONPEACJIEHHOMY SOT'AY;

HaJI?IqUe HeyrITeHHbIX Aen ;

oruu6ru B onlrcarenbHbrx crarbtx onuceft.

fieta, He BHeceHHbre B orrtrctl, Lr3brMaror, pa6iora c HHMII (nrlroueHue B coorBercreyroqufi

rol6soft pa3Aen onucra) [poBoAr4Tcq rocre 3aBeplxeHufl npoBepKu Huwr.rtvs.I4 cocrof,Hl{q Aen. ,{ena' He

orHocrulr4ecr r (fon4y, TaKXe orKnaAbrBaror orAenbHo. Bce BbUIBJIeHHbIe B xoAe npoBepKl4 HapymeHas

Qraxcupytorcl.
@I,Isu.{ecxoe cocrorHr{e Aen olpeAensercf, nyreM BLI3yiInbHoro flpocMorpa.

Bsrsuennue Aena c frnsuuecKuMr4 rroBpexAeHvrsMu 6lnaaNuoro HocIlTeJIt (yrpara qacrefi

AoKyMeHTa, paspueu) orKJlaAblBarorct orAenbHo.

[ela, 3apaxeHHble rrJreceHbro r,rnr{ Apyrr4MI{ 6uoror[.{ecKI,IMI4 BpeA[TentMI4, Ir3blMarorcfl c

nocrreAyloqeft ugorsqueft e IIeI.flx npe.qoTBpalqeHpls 3apaxeHl{f, ApyII,tX Aen.

[-e11a, rpe6yrorUue 4esun$er\uzr u A$r4HceKrII4LI, AoJIxHbI noABeprarbcfl o6pa6otre HeMeAJIeHHo.

B xouue raxAofi npocMorpesHofi onacv ne\ AoKyMeHToB AeJlaerc.u 3arll4cb (IIPOBEPEHO>,

Koropiu locJre cocraBJreHr.r fl. aKTa rrpoBepKr,r Halrtrttzrs, u cocro.rrulls AoI(yMeHToB AorloJlH.f,ercg raitoit u

HONrepoM aKTa.

fleta, BbrAaHHbre corpyAHHKaM OpraHHga\r4n npoBepsrorcs IIo KHI4raM a aKTaM BbIAaqI4 Aen vr

CIIVTAIOTCf, HMEIOTII,IMKTCfl. B HAJWTIII4I4.

llpn o6napyxeHprr4 oura6or B r{erHbrx .4oKweHrrax cocraBJr.f,ercs aKT o rexHI'IqecKI'IX OilrI{OKaX B
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freuHblx AoKyMeHrax. B cnyuae o6uapyxenr4s AoK'FMeHroB, He oruocflrrlrlxcJ{ K AaHHoMy (bonly,
apxI.IBy opfaHpl3auupr, HeyrrreHHbIX, Tarcr(e cocraBJrflercg coorBercrByroqufi axr. Yra^gaHusre axru
IIOAIII4CbIBaIOTC' I,ICIIOJIHIITeJI'MT{ il yTBepXAarOTCr pyKOBOAr4TeneM OpriAHrr3arlr4rr vtrl.d ero
3 aM ecTuTeJreM, Kypr{pyurlHM AeflTeJrbHocTb apxr,rBa.

Ha o6HapyxeHHbre B xoAe npoBepKr4 Her4cnpaBr{Mo rroBpexAeHHbre Aena. cocraBrrercs aKT o
HeH0rrpaBr4Mbrx rroBpexAeHr,rflx apxr,rBHbrx AoKyMeHToB,

flo pe3ynbraraM rrpoBepKr4 cocraBJrrercfl aKT rrpoBepKr,r :naJrrqkrs, u oocroflHlrfl apxr.IBHbx
AoqMeHToB r.r npor43B o MT c s. cneAyrorqlr e Aefi.clsus,:

AeJIa, He OTHOCrrIr4eCs K AaHHOrr,ry $On41y, yquTbrBaroTCs B Onaorx Aen, AOKyMeHTOB TeX

Sou4on, K KoropbrM oHt4 orHoc-srcfl, vr pa3MerqarcTcr Ha coorBercrB)aroulr4x N(ecrax;

HeyqreHubre AeJra o6pa6amnaro'tcfl r,r :/qurbrBarorc.fl B coorBercr.Byrorqnx orruc-nx AeJr,
IOKIMeHTOB;

HecoorBercrBr.re oilucareJrbHbrx crarefi rB orruc.rrx AaHHbrM Ha o6ro,xre Aen ycrpaHserct
BHeceHr,reM rasN.{eHeHuft B orrucu Aen, AoKyMeHToB;

B cnyqae BburBJreHHbrx pacxo)r(Aenufi coAepxaHr,rr HTofoBbrx zanuceit onucefi Aen c

Q axruvecrr.rM coAep)KaHI4eM orzcefi Aen cocraBJri[rorcf, HoBbre LrroroBbre 3auvcu.

flponepxa laaJwr.ukrs. u cocrosHur AoKyMeHToB crrLrraerc.rr sanepruennofi rrocne BHeceHu-fl
Il glrrlnenufi , BburBreHHbx npoBepKofr , n yqerHbre AoKyr\{eHTbr apxvBa.

PossrcK apxrrBHr,rx AoKyMeHToB

Ecru uponeprofi HirJrr.rqur Lr cocrosHur AoKyMeH'roB ycraHoBJreHo orcyrcrBrae Aen r4 AoKyMeHToB,
un$oplraqur o HHX BHocHTcr B KaproreKy yqera neo6napyxeHnbrx renkr opraHlr3yercs.vrx po3brcK.

Pogucr apxrlBHbrx AoKyMeHToB, He o6napyxenHBrx B xoAe flpoBepKrr, npoBoAlrrcs B TeqeHr,re
oAHofo rola c MoMeHTa BburBJreHr4r r4x orcyrcrsuq. B grl4x IIeJrrx percorvren4yercr:

rr3rrHTb Bce yqTeHHbre AoKyMeHTbr rro Bbrlaqe Aen H3 xpaHznrdrqa;

opraHr,r3oBarb po3brcr He o6Hapyxeunsx npIl npoBepKe ren B crpyKrypHbrx
noApa3AeneHr.rflx, B AesTenbHocTr,r KoTopsx 6ruu cSopnrupoeaHrr Heo6HapyxeHHbre [era,
npeABapr.rTeJrbHo r43r{r,rB orrucu Aen 3THX oTp}'KTypHbrx noApa3Aeleuuft ;
rrpoBephrb AeJra HaxoAlruuxc.a pqAoM (pon4oe;

r43frr,rrb AoKyMeHTbr B Aene SoH4a: oKTbr ro BbI,4eJIeHHI,I Aen K )rHr,rgTorxonuro, aKTbI BbIAaqH

Aen Bo BpeMeHHoe rroJrb3oBaHr{e, paHee cocTaBneHHbre aKTbr n.poBepKr{ Hurvl{.us. pr

cocroqHr.rq rpoBepfleMoro Sou4a.

HafiAeuHrre B r4Tore po3brcKa Aena Bo3BparqarcTcs Ha Mecro, a B coorBercrnytoqefi KaproqKe
yqera neo6HapyxeHHbrx Aen Aenaerc.s orMerKa c yKa3aHr4eM Aarbl Ir rIoAnI4cI{ pa6clrnuxa apxurBa.

llpu o6HapylreHrru B KHrrfe BbrAarru 4el pa6c,rHrrKaM opfaHLI3aIILrH, B .KHI,Ife BbIAaqI,I Aen B
qraralrHrrfi gan Hnu B KHlrfe Bb14aqr,r Aen Bo BpeMeHHOe rronb3oBaHl4e ApyrI4M opfaHpI3aIIrItM 3a[]Icu o

BbrAaqe AeJra, AeJro cqprraerc.s naft4euHurra, ecJrlr cpon ero Bo3Bpara He Hacryrlun. llpr,r o6napyxennu

aKTar o6 yHur{ToxeHr.r[ r4rrpr o HeucnpaBlrMbrx rroBpexAeHrltx AoK]MeHTa eto 4ara u HoMep

rrpooraBn.rrrcTcf, B KaprorlKe yqera Heo6napyxeHHblx AeJI.
llpra neo6napyxeHr.ru .qen B TeqeHHe roAa cocraBrflercfl arr o6 yrpare AoKyMeHTon. K arry

nprrnaraeTcr cnpaBKa o npoBeAeHr,r[ po3brcKa, rroAroToBneHHiul 14 no,4nllcaHHiu{ JI}IIIOM,

npora3BoAr,rBrrrr,rM rrpoBepKy.
flponepxa HaJil4.tr4fl r4 cocrorHr,rf, gneKTpoHHbrx i{oKyMeHToB apxnBa opraHa3allzu npoBoALITc-s B

uenJIX:
rIpoBepKLI [paBHnbHocrLI 3arluceft n yueruux AoKyMeHTax;

ycraHoBneurar Q axruqecKoro lnaJru-r,:r'fl. no u.Irereft gneKTpoHHbx AoK)MeHToB ;
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lpoBepKr{ $z:nuecroro cocrosHr4.rr 3reKTproHHbrx noczrelefi ;
orIeHKH TeXHr.rqeCKOrO COCTO{Hr4x SneKTpOHHbX ttOCUrelefi ;
npoBepKl{ Hilrr4rrpls. Ha KoHKperHbx Hocr4TeJI{X SneKTpOHHbX Aen B COC)TBeTCTBHT{ C
ONI4Cf,MI,I;

rrpoBepKH ayTeHTr4qHo cTr.r SneKTpoHHbx AiJK)rMeHTOB.

llponepxe rloAnexar Bc e 3K3 eMrrnrpbr err4 Hr{rI xpaHeHrrr sneKTpoHHbrx AoKyMeHToB.
B Ha-Iane [poBepKI{ :c'aruqvtfl. I,r cocrosHr4r gJreKTpoHHbx AoKy]!(eHToB rrpoBoAprrcr BbrBepKa

yqeTHbrx AoKyMeHToB, KoTopaJr BKrroqaeT:

ycTaHoBneHI4e rlonHorbr cocTaBa pr coAep)KalJvrfl. yqeTHbrx AoKyl!{eHToB Ha IpoBepfeMhre

eAr,rHr4rlbr xpaHeHr4fl SneKTpo HHbrx Aor(yMetfl To B ;

cBepKy conocraBLIMbIX IloKil3arerefi [o orzc{M gJreKTpoHHbrx AeJr, nr{cry {[ouga, KHI,Ire
yrrera nocryrrneHus u nlr6tru4r rer, AoKyrvreHToB;
yroqHeHlle rloptAKa HyMepauI{I4 e4r{Hlrq xpaHeHr.rr (no ro4onbrM pa3Aenar\[ onprcu AeJr
oneKTpoHHbrx AoKyMenron) r4 coorBercrrlr,rr HyMepa\r4u t4TofoBbrM 3arracrN{ K roAoBbrM
pa3lenaM onncefi;

rlpoBepKy rlpaBllnbHocrl,I cocraBrer.urs, r,rrofoBbrx sanucefi K foAoBbrM pa3Aenar\d onracefi;
rlpoBepKy coorBercrBus, ganuceit B yrrernibrx AoKyMeHTax o ABr4xeHr{H eAr.rHr.rq xpaHeHr.rt
HaxoAsrqllMct B Aene (pon4a AoKyMeHTaM, rroATBepxAaroqr.rM gro ABr,rxeHHe.

Ans gJIeKTpoHHhrx AoKyMeHToB Ha $zszuec.ru o6oco6renuru< MareplranbHbDl Hocr.rreJurx
npoBepflerc.a QnsuuecKoe cocroruue uocurerefi.

B nepeyro oqepeAb rpoBep-sercs:

cocrotHl,Ie nepBlrrrHhrx cpeAcrB xpaHeHr4r gneKTpoHHbD( Hoclrreneft (ropo6olc, (fyrnxpon).
flponeprercs. HaJrvltve rperrlprH, 4eQoprnrarlufi, paspyure:ans., laurvrqlre rr Kaqecr:no na4uuceft
Ha BKnaAbrrxax r{ Ap.;
rraJrvrtue 3alrbrJreHur r{ 3arp{3HeHprq loBepxsocrefi gneKTpoHHrrx nocurelefi;

HilJIIirrI4e BJIaTI Ha noB epxHocrtx 3neKTporrHrrx nocurenefi ;

$u:uuecroe cocrosHl,Ie pa6ouefi rroBepxHocrr4 kr KoplycoB 3neKTpoHHhD( nocrarelefi
(nrrruenue MexaHrrqecKrdx nonpex4enufi Lt 4e$oprraaqafi, paccJroeHr.rr, rry3brpeHrar,
pr3MeHeHI,I{ IIBeTa, HIIJII,IqIIe qapall,IH, npOIiOnOB ll r.n.);

Hiururrr4e 4e$erron xr,rMr4qecKofo 14 (5raororu.recKoro lpor4cxoxAeHr,rfl (nopaxeuue
MrlKpoopraHH3M€rMH, HaceKoMbrMr4 Lr rpbr3yHaMr{, cJreAbr sogAefrcrsus xrrMr.rqecKu
arpeccuBH brx eeqecre).

B cnyuae, ecnpl ycraHoBJreHbr u3MeHeHLr[ Susuuecxofo cocrorHr.rr Hocprrerefi :uexrpoHHbrx

.uoK)/MeHToB, apxr.rBoM opraHr.r3arlur.r flpeAnpr,rHr,rMarorcr 4eitcrsus. ro nepe3anucu sJreKTpoHHbD(

Aog/MeHToB Ha HoBbre HocHTeJru (rr,rurpaquu). llpz 3ToM cr.rcrerrroft Aorxua 6rrrr npeAycMorpeHa

Sur,caqur (parra flepe3an[cu AoKyMeHToB Ha HoeHfi Hc)cr.rreJrb B coorBercrByroqeM rrpororioJre.
llpu nponepKe rexHr.rqecKoro cocro.sHlr-s 3neKTpor{Hrx nocnreleft :

ycTaHaBnr4BaeTcr cooTBeTcTBr,re xapaKTeprr cTr,rK SneKTpoHHoro Hocr,rTeJrf, cBeAeHrrrM,
coAepxarrir.rMc_s B orrr4cr4 t'r Apyfr.rx yr{eTHbrx AoKyMeHTax;
rrpoBoAr,rTcfl npoBepKa Ha HaJrr4rrr{e BpeAoHocHbrx KoMrrbroTepHbrx npofpaMM;

rrpoBoAr,rTcr npoBepKa Bocnpor{3Bo.4r4r\,{ocTr4 Bcex 3neKTpoHHbx AoKlrMeHToB Ha
o 6 opylo n a Hvrv apxprBa.

3rexrpoHuble Hocl,rreIrvr,Ha Koropbrx 3neKTpoHHbre AoKyMeHTbI oKa3iIJII,Icb HeBoclpoI43BoAI,IMbIMIr
I4nI{ cOAepx(aIqI,IMI4 BpeAoHOCHbIe KoMIIbIoTepHbIe [pOrpaMMbI, IIOMeIIIaIOTc' oTAenbHO OrT OCTaJIbHbIX

AoK)/MeHroB. Ecru [poBepKa [poBoAunacb npu rrepeAaqe gneKTpoHHbrx AoKyMeHToB B apxLIB
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OpftrHI'I3aIIut4' HOCHTeJIUI, HA KOTOpbIX 3neKTpOHHbIe IOKyMeHTbI OKa3aJII{Cb HeBoc[pOI{3BO.4I4MbrMr.r I4JrH
coAepxarru4Ml{ BpeAoHocHbIe KoMrIbIOTepHbre [pofpaMMbr, Bo3Bparqarorcr B CTpyKTypHoe
IIO.4 ptBAeneHr4 e opf aHvl3,arJun, r{3 KoTOpOf O rrocTyrr[nr4,

flo urorau [poBepKld Snsuuecroro v rexHr,rqecKoro cocrof,Hrar gJreKrpoHubrx AoKWeHToB Ha
St'tsnuecru o6ocodnenHblx Marepl4anbHhrx Hocr{TeJrrrx ua o6opore BKJrarLrma err.rHrirl6r xpaHeHr.rt
craEI'ITcs IIITaMn o ee [poBeAeHI,Iv c yKa3aH[eM Aarbr rrpoBepK]r, fiatumtmu pa6oruura, rpoBoAgBrrrero
npolBepKy, IJa3Bar{vfl. I'I Bepcl{ll nporpitMMHoro o6ecnelleHlrr, c rroMorrlblo Koroporo flpoBoAvrrracb
lpoBepKa TexHlltrecKofo cocToqHl,Ir SneKTpoHHOfO HOCr,rTeJr.fl .

B clyuae o6napyNeulaa geQexroB cocraBJrserct aKT BbrrBJreHr4r BpeAoHocHbrx KoMnbrorepHbrx
flpo]lpilMM B AOKyMeHTax Ha sneKTpoHHbrx Hocr.rrersx n npeArrpr4Hr,rMarorcr Mephr Anr cKopefiruero
y4ure}Iilfl BpeAoHocHbIX nporpaN4M aJII{ 3aMeHbI Her4crrpaBr.rMo rroBpexAeHHOrO gK3eMrrnrpa eAr.rHr.rrlbr
xpaIIeHI'It, MIafpaIII4Lt 3neKTpoHHbrx roKyMeHToB Ha Apyrr4e Hocurenr.r. Ecna BpeAoHocHat
KoMl[blorepHat nporpaMMa o6napyxena JILIIITI B oAFtoM LI3 gK3eMrIJIrpoB gJreKTpoHHhx AoKyMeHToB
(ocHonuolr urLr pa6overvr), sapaxeHHrrft gK3eMnJrflp 3aMeulaercs xonnefi, HgrorosreuHofi c
He3apax(eHHoro 3K3eMnIrflpa, Ilocne qero noBpex4ennrrfi oK3eMnnsp Hocr4TeJrr yHl,Itrroxaercs. Ecnu
3apaxeHbl o6a srseNdnn.apa sneKTpoHHoro roKyMeHTa, rrpoBoAr.rrcx pa6ora rro yAiurenuro BpeAoHocHoft
KoMIr-rbrorepH ofi nporpaMMbr c froMorrlbro aHTuBr.rpycn oii nporpaMMbr.

Eclu npeAoHocHylo KoMnblorepHyro nporpaMM), yrurvrrb He yAaercr, 3JreKTpoHurrft 4oryuenr
npv3HaeTc.f, HeI4CnpaBI'IMO IIOBpeXAeHHbIM I4 IIpI'IHI4M AeTCfl. peIxeHLIe O ero yHI,ITITOXeHI,IH C yqeTOM
IIeHI{OCTLI3apaxeHHofo AoKyMeHTa H CTeneHr.r onacHoc'rr4 .qr.rarHocrr4poBaHHoro (Br4pyca).

Ha HeI,IclpaBLIMo rloBpexreHHbre gneKTpoHllbre AoKyMeHTbr cocraBrsrorcs 3aKrloqenr,Ls
TexE[4qecKl4x cnellHanl]croB o HeBo3Mo)KHocrLt ux BoccraHoBJreHprr. [alrneftruee AoKyr\{eHTaJrbHoe
o$opruneurEe HeHcnpaBHMo noBpelxAeHHbrx gneKTpor{Hbrx AoKyMeHToB ocyuecrBn.f,ercr B ToM xe
rroprrAKe, KaK r4 .qoKyr\,{eHTanruo e o$opMJreHr{ e }"rparbr lIoKyMeHToB.

flocle npoBeAeHprx pa6or no onpeAeneHr.rrc $zeu.recxofo r4 TexHr4rrecKoro cocrof,Hrrfi nocurelefi
sneKTpoHHbrx AoKyMeHToB rlpoBeptercs cooTBercrBr4e oocraBa 14 coAepxaHile 3neKTpoHHbrx Aen orrficrM
3nexrpoHHbrx AoKyMeHToB, Ans rlefo cBeprercs Qaxuuecxoe HaJrr,rque sanzcefi Ha Ar4cKe c 3arr[crMr.r
olnOI,I 3neKTpoHHbx AoKyMeHTOB.

flponepxa HaJrkr-rtvIfl,I4 cocro.f,Hlls gnexTpoHHbrx .DtoKyMeHToB BKJrroqaer rrpoBepKy ayreHTuqHocrr.r
3neKTpoHHbrx AoKyMeHTOB B IIeJIflX rIpOBepKr4 BO3MOXHOTO HeCaHKIIr4OHr,rpOBaHHOrO UClOJrb3OBaHr,rt
3neKTpoHHbrx AoKyMeHToB I,r BHeCeHUT B HHX rAgrr4eUenufi.

Bce eurereuHble B xoAe npoBepKv Ae$errrr rr rrrecoorBercrBrrr $zrcupyrorcs. flo pe3ynbraraM
npoBepKl4 cocTaBnteTot aKT IIpOBepKLT Ile.Jrl'II{Vrfl, r'r CocTclflHr4r 3neKTpoHHbrx AoKyMeHToB.

IlopngoIc pe3epBHoro KorIIrpoBanrrfl tr BoccraHoBJreHur 3JreKTpoHHbrx AoKyMeHToB
Pe:epnuoe KonI4poBaHI{e gneKTpoHHbrx AoKyMeHToB rrpor{3BoAr4Tcr corpyAHr4KoM, orBercrBeHHbrM

3a zpxl4B opranll3alruu. llp" [ocrylJrenr.ru gJreKTpoHHbrx AoKyMeHToB B apxrrB ornercrnenHrrfi
corpyAHI4K o6ssaH cAenarL pe3epBHyro Korruro nocryrrr.rBrxr.rx gneKTpoHHbrx AoKyMeHToB H prBMecrurb
e€ na eHAeJIeHHoM Alg arofi qenv pecypce (cueriuoM Hocr.rreJre ran$oprr,rarrr4r.r, cepBepe oprauu3arfvturnnvr
o6raquolr pecypce).

Texuonorut co3AaHut pe3epBnbrx xonufi olpeAeJrrercr rrpaBlrnaMr4 gKcurryara\Lwr rexHr.rqecKvx I,r
nporpaMMHhrx cpeAcrB. lIpH co3AaHpIH pe3epBHE,rx nouuft AollycKaercff r,rx apxHBr.rpoBaHr4e
cneu;uaJrbHbMr.r [pofpaMMHbrMr,r cpeAcTBaMr{.

Hocurenu co3AaHHbx pe3epBHbIX ronr.rft AaHHhrx AoJDKHbT 6urr nporr,rapK[poBaHbr orBercrBeHHbru
corpyAHl4Korr,r. Mapr[poBKa AonxHa coAep]Karb HoNrep KorII{I{, Aary ee co3AaHLr.r{, Har.rMeHoBaHI,Ie
unQoprvraqr.rounofi cucreMbr AaHHbrx.

llocle co3AaHu-f, pe:epnuoft KoIIHr4 oreercrneuuHft corpyAHprK co3Aaer peecrp co3AaHVt
pe3epBHbrx xonufi oneKTpoHHbrx AoKyMeHToB.

PesepnHoe KorrzpoBaHue apxprBHbrx IoKyMeHToB, xpaHflrrluxct
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npo r43BoArrrc-s no fpa(h r.rKy, yrBepxAeHHoMy pyKoBoAr4TeJreM.
BoccrauosneHLle sneKTpoHHbx AaHHbrx rr3 pesepnnofi Konr.rn nporr3BoArrrc, Ha

cneIII4zuII43HpoBaHHbx pa6ovt{x Mecrax, ocHarrleHHbrx neo6xoAl.rlmru o6opy4oBaHueM, orBercrBe'HbrM
coTpy.4Hr4KOM.

ocHosaHlaeM rnt I'IHI'IIII4I4p.BaHLI' lpoueAypbr BoccraHoBJreHr4r cnyxr'r Morr.rBr,rpoBaHHrur 3iurBKa
pyKoBoAI4TenS CrpyKTypHofo noApa3AeneHr.rf Ha r.rMfl pyKoBoAUTeJrr OpraHH3arIuU.

BoccraHosJleHue yrpaqeHHblx AaHHhx rrpor{3B0r[HTcfl. vrs pesepnnofi Korrur{, o6ecnequnaroqefi
Mr{Hr4MaJrbH}.ro norepro AaHHbrx, coAep}Kauuxcr B raHsoprr,raqr{oHHoM pecypce.

flopngorc BbrAarru AeJr r.r3 apxrrBoxpaurrJrrrqa
llopr4ox BbIAa'H Aen I43 apxl,IBoxpaH.nurrJa ycraHaBnr.rBaerc.fi Jrr{rIoM, orBercrBeHHbrM 3a apxuB.

[ox'yueHru BblAalorcfl- rB apxuBoxpaHI,InI4IIIa Ha ocHoBa'pru trucbMeHHoro pa3pelreHr,rr pyKoBorvrrelrfl
opraHH3aur4a.

lela us apxl{BoxpaHpIJII4IIIa BblAalorcs JurrIoM, orBercrBeHHbrM 3a apxuB HenocpeAcrBeHHo
IIOJIISOBATEJUIM.

Tpe6oeanrat K cpoKaM BbIAaqH AoKyMeHToB r{3 at)xrrBoxpaHznuua 3aKpe[neHhr B rr. 2.45 flpuxaza
MuuacrepcrBa Kynbrypsl Poccnftcroft @e4epaquu or 31.03.2015 J\b 526-<06 yrnepxreHr.ru npaBr{n
opfaHI'I3aIIZlI xpaHeHI'Is, KoMtuIeKToBaHI,It, yv€ra I4 llcrroJrb3oBaHrr.fl AoKyMeHTon Apxznnoro (poH4a
Poccuftcxofi @e4epaqur4 u rpyfux apxllBubrx AoKyMeHToB B opraHax rocyAapcrBenuofi- Brracrvr)opraHax
MecTHOrO CIIM OyrrpaBJreHr,r.fl 14 opf aHH3arlr4rx).

Ha uecro BblraHHofo Aena [oAKnarbrBaerc{ Kaprzr-3aMecrraTeJrb Aena.
llpz Heo6xoAHMocrI4 3aBepeHl4s rcouuft gneKTpoHubx AoKyMeHToB r.rcnonb3yerctr oJreKTpoHHarr

noArllrcb pyKoBoAHTenfl opraHH3aIII4Ia r4nr{ ynonHoMorreHHofo r.rM AonxHocrHoro nuqa. Bepnoct xonufi
3neKTpoHHhrx AoKyMeHToB, ll3roroBJleHHbrx Ha (5yuaNnou HocI{TeJIe, cBlrAereJlbcrByerct B
ycTaHoBneHHOM nOprAKe.

B c:ryuae BblAarru apxHBHbIX roKyMeHToB Bo EpeMeHHoe rroJrb3oBaHr4e rro 3anpoc6M opraHoB
rocy,4apcrBenuoft BJIacrI'I, opraHoB MecrHofo caMoynpaB rretvrs. Lr opraHu3arlnfi nrruoc LB s1a1vfl, apxrrBa
r4lrr :Jrallufl, opfaHH3arIHH apxr.rBHhrx AoKwenron o(popl4Jrrercs aKToM.

Ycranon.neH[e rIopqArca Aeficreufi B qpe3Bbrrrafinrrx crrryarlrrflx
B qenqx ycraHoBneHlls nopflArca pa6o:rsr no obecre.reur,rro coxpaHHocrr,r apxlrBHhD( AoKyMeHToB B

upesnrruafiHblx cLITyaIIHtx, B opraHll3auuu pazpa6atbrBirrorcr rrJraHhr coorBercrByroqux iraeponpugufi u
Apyrae HopMarI'IBHbIe AoKyMeHTbI, c KoropbrMrr AoJrxHbr 6rrm oguaroMJreHbr pa6ornuru apxl,rBa
opfarFrr{3arlu}r.

3. yrIET AOKyMEHTOB B APXI,IBE OPIAHII3AUIIII

Yqer apxl{Bublx AoKyMeHToB - gro orrpeAeJreHr,re KoruqecrBa v cocraBa apxvBHbrx AoKyMeHToB
B eII'IHI,IqaX yqera H orpa){teHl4e 3TO|O KonrrqecrBa rr cocraBa B ytrerHbrx AoKyMeHTax Anr KoHTpoJUr 3a
UX HTIJIUqLICM I,I COCTO'HI4EM.

EAunnqau u yqer a apxrrBH brx IoKyN,r eHToB rBrfl rorcs :
apxlrnuufi SoHl;
9AI4HI{IIa XpaHeHI,Ifl - AOJIO, B TOM lIktCJIe, 3I,OKTpOHHOO AenO.

Yuery no.qnexar Bce xpaHsrq vecs. B apxr.rBe opraHra3 arlr4r4 AoKyMeHTbr.
Yqer xax BI,IA Ae{TenbHocrl{ rrpercraBJurer co6oft .BeAeHr,re yqeruhrx AoKyMeHToB B coorBercrBvt1 c

rpe6onauu-f,Mr4, ycraHoBJIeHHbrMr,r HopMarr,rBHblMrr AoK)'t\,reHTitMr,r.
Y'{erHlte AoKyMeHTbI apxl{Ba opfaHr43arlrrr4, KpoMe onuceft A€n, AoKyMeHToB sBrrrorcf,

BHYTPEHHHMI{ AOK)MEHTAMI4 APXI{BA I4 I]ONBOBATEJIf,M HE BbIAAIOTC'.
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Vqeumre AoKyMeHTbr xpaHsrc_rr
OpraHlI3aIII4LI MOXeT TaKXe BeCTLI
TCXHOIOTI4fr.

B CEfi OAX I'IJIT4 MCTTAJIJII,IqCCKLIX IXKA+AX APXI4BOXPAHI,INruIA. APXUE
YI{ET APXIBH'IX /qOKYMEHTOB C IIPI.IMEHEHIAEM I4HOOPMAII}IOHH'IX

o nocTynneHrrr.r Aen B KHr{fy yqeTa rrocTylneH[, n

tIOCTyIIneHLIt

rroprAKoBbrft

Aen B apxr.rB

Buler.sercr HecKoJrbKo rrpoqeccoB,
yrrerHbre sopuu:

O cuosaHu eM I,Tfl BHeceHI4r nepBr4rrHbrx AaHHLrx
BbI6brTI,Ir Aen, IoKyMeHTOB gBnsloTcg :

ofrLr cu Aen, AoK)TMeHTOB cTpyKTypHbrx noApa3AeneHr.rfi ;
HOMeHKJraTypa Aen opraHr.r3arlvn - npv oTc)"TcTBr.rr{ olprceft Aen;
arr o6 o6Hapyxeru4ll AoKyMeHToB (He orHoc-srluxc.f, K AaHHouy $oH4y, neyureunrrx);
aKT npHeMa-nepeAaqr{ apxr4BHbrx AoKyMeHTOB Ha XpaHeHIre.

B KHr.{re yrrera nocrynreHr4s vt nH6rnus Ae:r $urcupyercr $axr KaxAoro
(nepnuvnofo u lloBropnoro) Aena B apxr{B opraHr43arlurn. KaxAofi sanuci np[cBar4Baerct

IIpz BbrnoJrHeHr{r,r KoTopbrx Be.qyTcs cooTBeTCTByrour4e

yr{er nocrynneHl4t Aen - KHura yqera rocryrreHus u sstlrtrufl. reil, AoKyMeHToB, Jrr.rcr
Sou4a;
yrler KonI4qecrBa v cocraBa Aen - onucu (ro4onue pa3Aenhr onucefi) Aen, IoKyMeHToB;
yqer KoraqecrBa r{ cocraBa onncefi AeJr _ peecrp onnceit;
yuer nu6url'It Aen - KHI{ra yqera rlocrynneH us. u rtrt6strus, relr, roKyMeHToB, Jrqcr (f on4a;
BeAeHrre 4ela Son4a;
yqeT r{clonb3oBaHr,rs .4oKyMeHTOB.

3.1. Yqer rrocryrureHuq Aer

Vuer uocrynJreHvr Aen B apxlrBe opfaHa3arlrar,r Be,qercs:
rro KHr4fe yqera [ocryrlneHus u srt6strH, AeJr, AoKyMeHToB;
rro nr4cry $oH4a.

HOMep s earonofi locneAoBareJrbHocrr.r B npeAenax orrrerHoro roAa.
fia/lofi. flocryrrneHr4s AoKyMeHToB f,Brsercr ,\ara $axruuecrofi nepeAaqq

opfarHr,r3auuu.
flo sanepurenllu foAa B KHI,rre yrrera rrocryrrneHras u nrr6urvr ren noABoAt4Tcr cyMMapHrrfi uror

rlocrynl'IBlITl{x Aen I,I orAenbHo - rro AeJIaM Ha pa3nl4qHbr.x HocraTenxx (6ylraxHblx, oJreKTpouHrn<).
O6qafl I4TofoBat roAoBat 3arllacb no rrocrynJreHr4ro u nu6urzro Aen 3aBepflercs noArl4cbro

pa6ornara apxuBa, orBercrBeHHofo 3a BeAeHr4e yr{erHr,rx AoKyr\4eHToB, r,r Aarrapyercr. larcia raroroeofi
roAo.eofi 3arIIrcH sBrflerct Aara ee rroAnr4caHnfl Jrr4rIoM, orBercrBeHHbrM 3a apxgB.

3.2. Y.rer KoJrrrqecrBar rr cocraBa treJr

Vqer xoluqecrBa I4 cocraBa Aen ocyuecrBr.serro.rr rryreM cocraBJreHr4r B apxr,rBe opraHlr3arlr.ru
onuceil (ro4oeux pa3AenoB onuceft) A€n, AoKyMeHToB Ha ocHoBe onncefi. AeJr crpyKTypHbrx
noApa3Aenenufi.

Onucu Aen, AoKyMeHToB B apxLIBe opraHu3ilrluu npeAHa3Haqeubr rlrl- rroeAnHurrHofo n
cyMMapHoro yqera eAITHLIq xpaHeHr,rr; 3aKperrneHHfl rrop{AKa cr.rcreMarr43a\uLr elrrHr,rq xpaHeHlrfl; yqera
rasA,{eHeHI,Ift cocraBa It obreua apxI4BHbIX IoKyMeHToB, BKJrrorreHHhrx B orrrrcb Aen.

B apxune opraHu3alllztur orrr4cr4 BeAyrcq orAerbHic Ha Aena nocrorHHoro Lr BpeMeHHofo cpoKoB
xpaH,SHvq. fiaHurre o AoKyMeHTax 3a onpegereunrrfi foA, rrocrynnBrrrr4e B apxr4B opraHr43arlar4,
cocrzrBrqror ro4onofi pa3Aen onvcu Aen, AoKyt\{eHToB.

lo4onrre pa3Aenbl onucefi oJIeKTpoHHbD( AeJr, AoKyMeHToB cocraBJlflrorc.f, Ha gJIeKTpoHHbIe Aena
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rroc)TorHHOfO rr BpeMeHHOfo cpoKa xpaHeHHf,.
flepnoouepeAHofi 3aAa'refi apxLrBaopraHl43arlu,nr sBrrsercs cocraBreHr.re foroBbrx pzBAeJroB our.lcefiAeJI nocrotHHofo cpoKa xpaHeHl4t' B ToM tII'Icre gneKTpoHHbrx, c IIeJIbro o6ecne.r e1ufl, uxcoxpaHHocrl4.
L'yutuapuuft yrrer eAI'IHHII xpa.aennfl Aocrr4raercs nyreM o6opulenzr zroroso6 sanucLr KKax'AoMy roAoBoMy pa3Aeny ou4cl4 Aen, AoKyMeHToB, a roropofi qu$paMlr u nporurcbro yKa3brBaerc.fi:

$arruuecroe Konl{qecrBo ervHHII xpaHeHr{r, BKJrroqeHHbrx B roAoBofi par4en;
nepnufi 14 [ocJreAHnfi uouepa eAr4Hr4rI xpaHeHlrr;
oco6enHocr}t HyMepauv[: n]ITepHbIe rI [polyr{eHHbre HoMepa (4nr ro4onbrx pa3AenoB
onuceft sneKrpoHHbrx len yK€l3brBaercr oeirqufi o6rev sarucefi 

" 
H,tOl.

3axoH'reHHa.r orlrlcb Aen 3aKnloqaercq B TBepryro o6roNxy 14 nepenneraercs.
flocle4yurll{e foroBble pa3Aenbl ollacu 6opr,apy'toT HoByro orrrrcb Aen, Koropofi no peecrpy

onuceft np[cBar,rBaercr cneAyroquft nopf,IKoBbrft uouep.

3.3. V.rer err6lsrrus ner

Vqer nu6rrrlrr Aen r,r3 apxrrBa opraHr43arlrra Belstc,
u rl,t6t ltug, Aen, AoKlMeHToB.

no nr4cry Qon4a [r KHr4re frera nocrylneHr4q

B rsure r{era nocrynJleHlrq u ntr6uTLrfl, Aerr, roKyMeHTon $axcupyercr (fam nrr6HrrEs Aena r43apxHBa opraHI,I3aUVI4, corpoBoNAarouuficr BHeceHr{eM B yr{erHyro Qopr"ry cne4euufi, noATBepxlarorqr4x1 -

QaKT BbrobrTl4f,.

larofi err6Hulfl AoKyt!{eHToB {BJUIerc-f, 4ara Saxr.aqecxoft nepeAarru.qeJr r43 apxlrBa opraHr.r3arl'rr.
ocHoeaHzeM An{ BHeceHv{ AaHHbrx o nu6rrizpr AeJr B KHr.rry yqera rrocryrrneHzs u esr6rrr vrs, Aerr)

AoK)rMeHToB Mofyr 6rrrs cle4yroqlre AoKyMeHTbr:
axr o6 yrpare AoKyMeHroB;
aKT npveMa-nepeAaqu apxHBHbx AOKIMeH'rOB Ha XpaHeHr,re;
aKT o BbIAeJIeHI4I4 K yHLIqroxeH[Io apxr,rBH.6rx AOKyMeHTOB, He rro.4Jrexarqrrx xpaHeHr,rrc;
aKT o Hel'IcnpaBr.rMbrx noBpexAeHr.rrx apxr4.BHbIX roKyMeHToB.

ExeroAno n uroronoft roAonofi ganvcw KHtrfI4 yrrera rrocrynJleHu, 14
rIoABrOAr4TCr cynauapnufi uror esr6rrBrrrr4x ren v crTAeJrbHo Lrrorr4 rro
err6brsrrIux len (6yuaNnHft , orerrpoHnrrfi , ay 1uo, nu4r:o).

o6rqar I4ToroBalI foAoBat 3arlrlcb rlo nocryrlneHvlo z nrr6rrruro Aen rroAnr4cbrBaercr cocr4Br.rBrrrr,rM
ee pa6oruuror'r. larofi urorosofi roAoeoft 3anvcv qB.[.f,ercfl Aara ee rroAudcaHras orBercrBeHHbrM 3a
apxilB.

3.4. Beaerure Ae.ra Qon4a

[eno Souaa BKnroqaer AoKyMeHTbr, rrorrBepxAarcurr4e mo6ue r43MeHeHHr B cocraBe il KoJrlrqecrBe
eAI4HI4II xpaHeHI'Iq Qonga z (furcrapyroxlr4e rrpoBeleHr{e onpeAeneHHhx apxuBnrx pa6or

AKTbI ilPOBEPKH HAIUqU' A COCTOflHVTfl, APXUIBHbIX TOKYMCHTOB;
aKTbI o rexHrlrrecKux onu6xax B yrrerHblx lIoKyMeHTax;
arru o6 o6napyxeru4l,I AoKyMeuron (He orr{ocrqr4xcr K AaHHonay $on4y, ueyrrennrx);
arcrrr o6 yrpare AoKyMeHroB;
aKTbr nprreMa-nepeAarrr4 apxr.rBHbx IoKyMeHTOB Ha XpaHeHr.re ;
aKTbI O BbIAeJIeHI,II4 K yHHrrroxeHr4ro apxI4BrJbrx AoKyMeHToB, He rro.4Jrexalqux xpaHeHr{Io;
aKTbr o Her4cnpaBkrMbrx noBpex,4eHLrrx apxlaBHbx AoKyMeHTOB;
rrpoToKonbr BbreMKr4 AOKyMeHTOB.

BhIObITl4t Aen, AOKyI\IeHTOB
KDKAOMy Br.rAy Hocr.rTeJur
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flepecocrauleHHhle JILIoTbI $oH4a raKxe noAnexar BKJrrorreHr,rro B Aeno (fon4a.
Arru I'I Apyr'e AoKyMeHTbI, $Hxczpyroulue I,I3M.3H eHus. B cocraBe rr KoJrrzqecrBe e,qr4Hr4rl xpaHeHLrrr

frorI4a, BKnloqalorcf, B Aeno $ou4a roJIbKo c orMerKoft o sHeceHrar{ Ll3Meuenraft so Bce yqernbre
AoKyMeHTbr apxuBa opraHa3allaH. Axrlr Hy {epyrorcl B npeAenax Son4a rro BaraM aKToB B BuuroBoM
rroprAKe.

Bce 4orylreHTEr B gele $on4a pacnonaralorcr B xpoHonoru.recxofi locneAoBareJrb'ocr]r r4x
coc'raBJreHI4r.

Ha 4oryn'reHTbl AeJIa $on4a cocraBr.f,ercs BHyrpeHHrr orprcb, Jrr{crbr Aena Hyr\{epyrorcr. flo uepe
nollonHeHrlfl !.ena Sou4a BHyrpeHHr.s orr4cb AoroJrHr(3Tcq. K saxoHqeHHoMy aely SoHaa cocraBJr.flerc,
nucT-3aBepl'ITeJlb 4ela. [elo SoH4a AonxHo 6urr uorrnuro, npoHyMepoBaHo, 3aKrroqeHo B TBepryro
o6roxxy.

[ena soH4oB xpaHrrcr B noprAKe Bo3pacraHr.{r HoMepon $oH4on.
felo $oH4a flBIrflercs. clyNe6urrM AoKyMeHToM rr rroJrb3oBareJrrM He Bbr.4aercfl.

3.5. Vqer HcrroJrb3oBaHnq AoKyMeHToB

Apxzn opmHH3aIII4I,I BeAer yrler ucnonb3oBaHur apxr{BHbrx AoKyMeHToB rro
AoK'fMeHToB I43 apxuBa opfaHl'I3al/1lu; BbIAar{I4 apXLIBHbD( cnpaBoK, apXLIBHbx
xonnft AoKlMeHToB.

$axrarr,r BbrAaqr.r IeJr,
Bbrrrl4coK, apxI4BHbD(

ocHosHrn'Iu $oplrarrara I4cnoJlb3oBaHrzs AoKyMeHToB apxr4Ba opraHr43arluar flB1rflrorc1:
uH$ oprraaquoHnoe o 6ecue.reuue pa6otrnK oB opraHr4 3ar\vr4;
I4cnonHeH[e 3anpocoB rloJlb3oBarerefr, n roM vr{cJre 3arrpocoB fpaxAaH;
BBl4aqa AoKyMeHTOB 14 Aen BO BpeMeHHOe rronb3oBaHl4e, npeAocraBJreHrde xonzft apxr4BHhD(
AoKyMeHToB rlo 3anpocaM norrr3onare:refi, B ToM r{r.rcne n Sopnre gneKTpoHHhD(
AOKyMeHTOB.

(Doprr,ranru [crroJrb3oBaHr,rr AoKyMeHToB apxlrBa oprraHr.r3arlvn .,rBrrrorc, TaKXe:
uu$opur'rpoBaHl4e cropoHHl4x opraHr43antuft o ualvtrptr4 u coAepxaHr,r[ 1rMero11il.rxcs B
apxr.rBe AoKyMeHToB;
r4clonb3oBaHr4e A0KIMeHTOB B CpeACTBaX r'raCCOSOft rAHsOpUaqUU;
opraHI'I3aIII{t Aocryrla pa6orunroB opraHu3ar1Lrv K AoKyMeHTitM apxuBa nyreM
acnoJlb3oBanux unSopMallrroHHo-TeJreKoMMyHr4Karluounofi ceru.

B pe:ynmare ucrroJIHeHI,It 3arlpocoB rroJrb3oBiurenefi 4oryueHTbr Lr3 apxr.rBoxpaHr.rnuilIa Moryr
6rnr BbIAaHbI Bo BpeMeHHoe rroJrb3oBaHr.re cropoHHr.rM opraurl3aurlrM c o$opuneHr{eM aKTa
cooTBeTcTBylorlefo coAepxaHl4fl.Lrru Bo3BpzrrleHbr Bnalenbrly vnu efo poAcTBeHHr4Ky.

Apxun opraHI{3aIIrrI BrIpaBe caMocroflTeJrbHo paspa6arttnau Sopvrbr yqerHbrx AoKyMeHToB Anq
yq eTa 14 Cn O JIb 3 O B arILIA ApxLrB.H brx AO KyM eHTO B Op f aHr4 3 Atrlr4 I{ .

lnr roro 'Iro6H ocyqecrBnsrb I{x frer, KaxAoft eAunprrle xpaHeHr.rs B cocraBe apxr{BHoro $on4a
npr4cBar4Baercq yr{erHuft nouep.

4. BbIAEJIEHI,IE AOKyMEHTOB C I,ICTIEKIIIIIMII CPOKAMI,I XPAHEHkIfl
K YHI,IIITO)IIEHI,IIO

llpoqecc BbIAeJIeHI4t AoKyMeHToB c LrcreKrrrHMr4 cpoKaMr.r xpaHeHzs K yHr4rrroxeHr4ro BKJrroqaer:
Bbr.4eneHr,re Aen, Ao KyM eHToB K yHLrqTOXeHr,rrc ;
TIOAIOTOBKy aKTa O BblAeneHr4r{ AOKyMeHTOB K yHUrrTOXeHI,Irc;
rrepeAaqa .{eJr, AoKyM eHTOB Ha yHI.ITITOXeH Ae.
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O6rerrauu trpoqecca yHuqroxeH prfl Aerr,.qoKw ejHToB rBrf, rorcs :
'4ena c rIcreKIIrLIMt{ CpOKIIMI{ XpaHeHr.rs, Haxo.{rrquecr B crpyKTypHbrx noApa3Aen eHllflx
OpIaHI43aIIVIUI) A TaKXe IOKyMeHTbI C I'ICTeKIIII4MI4 CpoKaMII XpaHeHr.rs, B TOM qr4cJre Korrrfir
IOKyMeHTOB' II3b-sTbIe I43 AeJI' IIOAIeXaIqI,IX lepeAaqe B apXLIB OpfaHr{3arl}ru;
Iena BpeMeHHbIX cpoKoB xpaHeHl4t, cpoKla xpaHeHzs Koropbrx HcreKJra, ctfoprruponaHHbre,
onI4caHHble kr yr{TeHHbIe B roAoBbIX pa3.4enax orll4ceft AeJI, AoKyMeHToB B apxr4Be
opraHz3arluu.

[el'a, roKyMeHTbI Bbr.4entrorct K yHl{qroxeHr4ro, ecn}r [peAycMorpeHHbrit llsHr4x cpoK xpaHeHkrrr
I4creK K I xunapr roAa' B KoropoM npoBoAfiTc.f, pa6orir [o BbrAeJreHrzro A€n, AoKyr!{eHToB KyHI4tITolKeHI'Iro t4 cocraBrsercf, coorBercrByrorquft axr. HanpuMep: .4ena c 3-lernau cpoKoM xpa'eHr{r,
3aKOHrIeHHbIe lenoflpol{3BoAcrBotrl s 20i9 r., Mofyr 6.srrr eKrrolleHbl B aKT, xoroprrft 6yAer c;craBreH
H€ pr311ss 1 ffrnapa 2023 rola, c ILflTHJIeTHT4M cpoKoM xpaHeHlrf, - He paHee I runapr 2025 rorc.

Bu4elenue reJI' roKyMeHToB K yHuqroxeHr4ro B Aenonpora3BoAcrBe ocyulecrBn flercfl.pa6ornurou
crpSzt<lyptofo noApa3AeneHzt oAHoBpeMeHHo c or6,opoM AoKyr\leHToB rrocTorgHoro pr BpeMeHHoro
xparreHuq Anr nepeAaqu B apxuB opraHr.r3arluu.f]lpu 3Tr)M nporrcxo.4r4T:

BbIAeneHI'Ie (Ha ocHone npocMorpa HoMellKJrarypbr Aen roAa, 3a roropuft cAarorcr 4era),
Aen c IZCTeKIITIZMI4 CpOKaMV XpaHeHrr.rr, nolnexarqEx yH[qroxeHuro. llpu 3ToM
ytIpITbIBiUOTCt raKl4e OTMeTKI{ B HOMeHKJrarype AeJr opfaHvrcarfvp! KaK (AO MI,rHOBaHr,L
naAo6uocru> (<[MH)), (trPH ycnoBI4I4 npoBeAeHux (sanipruennr) penzsvru>> vrr.Tr.;
u3TflTr4e no pe3ynbraraM TIOJII4CTHOfCT npocMorpa ,40r, [epeAaBaeMbrx B apxr,rB
oplaHH3aIIpII4, xonzfi AoKyMeHToB Lt ltoKyMeHToB, cpoK xpaHeHrd-f, Koropbrx l,rcreK.
,{ot<yueHrrr 14 KolIzI{ AoKyMeHToB, BbrAeJreHHhre K yHr,rrrroxeHr.ro, npucoeAggtrorc,r K
AenaM c rrcreKrrruMl'I cpoKaMI{ XpaHeHVrr, rocB.flrrleHHblM COOTBeTCTByIOIIZM BonpocaM.
llpu orcyrcrBl'I' TaKoBbIX AoKyMeHTbr w Korrplr4 AoKyMeHToB, BbI,qeneHHbIe K
yHI'IqroxeHI4Io, Qopurapyrorcr B orAeJrbHble AeJra, Koropbre He oSoprralarorca v. He
noArrrr4 BaroTc_fl.

I4na Aarorcs o 6o 6rqenubre 3 aroJroBKr{, Harrpr4Mep :
forcyueumut o6 opzauusqquu u npoeedeuuu 3aHflmuil no oxpaue mpyda (yue6uarc lt,raHbt, JtcypHaJrbt

noceu4aeuocmu 3aH.nmuu u dp.).

llpu BbrAeJreHr.r[ AeJr K yHurrroxeHuro B ,4enonpor43BoAcrBe
HoMeHKnarypbr Aen 6o:ree paHHr.rx ner Anr BbrAeJleHrzf, tK yHHr{TO}KeHI4rO Aen
xpaH fi rrllrxcr B AeJrolpor.r3BoAcTBe.

florroroera aKTa o BbIAeneHuH K yHI4rITo)KeHr4ro AoKyMeHToB c t4creKrrrr4Mr4 cpoKzlMr,r xpaHeHprg B
Aenolpor{3BoAcTBe BKnroqaeT :

noAroroBKy B crpyKTypHbIX noApa3AeJreHr,rrx lpe4noxenufi K aKTy o BbrleneHvpt K
yHrar{ToxeHr,rro AOKyMeHTOB, He noAnexarqux xpaHeHr{ro ;
rloAforoBKy clyx6ofi lenolpoI43BoAcrBa npoeKTa aKTa o BbrAeJreHvu K yHlrrrroxeHr,rlo
IoKyMeHToB, He noAJIexaIqrIX xpaHeuuro Bcex crpyKTypHbrx noApa3Aeneuzfi opranu3arJr4u;
corJracoBaHv e r,r yTBepxAeHr4e aKTa.

flpelloxeuHx K aKTy o BrIAeJIeHHH K /Hr{eroxeHr4ro AoKyMeHToB c racreKrrrr.rMr.r cpoKaMH
xpaHeHuq roroBflTc.s pa6orHzxaura yue6uoft qacrr4, ocyilIecrBnsroulrdx rroAforoBKy Aen K [epeAarre B
apxaB opraHLr3aur.rr4.

flpe4loNeHlrt K aKTy o BbIAeJreHLIu K yHr.{qro)KeHrrro AoKyMeHToB - oro pa6o.rufi AoKyr\leHT, AJrt
cocrirBJIeHI'Is Koroporo Moxer 6urs ncnoJlb3oBaHa $oprua aKTa o BbIAeneHHlI K yHHrIToxeHI4ro
apxl'IBHhIX AOKyMeHTOB C I,ICTeKIIII4MH CpOKaMI,I XpaHeHrrr, B KoTopoM AonoJIHI4TeJIbHO yKa3bIBaeTCfl
Har.rM:eHoBaHr4e cTpyKTypHoro no.4pa3AeneHr4f, .

HeooxoAHMo npocMoTpeTb
3a cooTBeTCTByrOIIr4e roAbl,
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B apxune opraHI'I3aIIuu Aera BhlreJlf,Iorcr K yuuqroxeHr4ro pa6oruuxoM apxr,rBa rro pe3yJrETaraM
rlpocMorpa roAoBblx pa3.{eJIoB onlaceft Aen, AoKyI\{erHroB BpeMeHHBrx cpoKoB *pae"r". fip" uro1a
rrpocMarpr,rBarorcfl roAoBbre pa3AeJrbr onuceft Aen, Aoqn\4eHToB 3a pa3Hbre foAbr.

Pa6oruur apxl'IBa opraHI43aII[I{, BrlreJltrorquft AeJra, He noAnexarrrrre xpaHeHl,rro, K yHr.rqroxeHr.rro,
TaKXe n paboven,I noprAKe $opuupyer ra6nuqy co cnficKoM grr.rx Aen Anf, BKrrorreuu, B aKr o
BbIAENCHI4I,I K YHI.IqTOXEHI,IIO APXI,IBHbIX AOKYI\{CHTOB, HE TIO,UIEXAIqUX XPAIIEHLIIO.

Slerrpouubre AeJra, AoKyMeHThI BbrAeJrrrorcfl K yH[rrroxeHrrro na o6rq"x ocHoBaHl4tx.
llpr'r ynuvroxeHl'Iu SJreKTpoHHbx AoKyI\(eHToB, HaxoAf,rrluxcr B xpaHrrnruIe un$oprraaqr,ronnoft

clICTeMbI' npeAycMaTpnBaeTc ' 3aIIII4Ta oT BO3Mo)ICIoCTII HOCaHKIII4OHI,IpOBaHHOTO BOCCTaHOBJISHI,Ig
yHr4qToxeHHhrx AoKyMeHTOB.
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