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PYKOBOJISIIUI TOKYMEHT

OPTAHMU3ALIMS KOMILIEKTOBAHUS, VUETA,
XPAHEHHS Y NCTIOJIL30OBAHHUS JTOKYMEHTOB
APXWBHOT'O ®OHJIA JTAHHBIX
O COCTOSIHUU OKPY KAIOLIEN CPEJBI,

EE 3ATPSI3HEHUU

JlaTa BBegenus —2011-10-01

1 ObnacTb npuMeHeHUs

HacTtoswwmin pykoBoasaLLMN AOKYMEHT yCTaHaBNMBaeT OCHOBHbIE Tpe-
0oBaHMSA NO OpraHM3aLun KOMMNIEKTOBaHUS, yYeTa, XpaHEHUs U UCMOSb30-
BaHUS JOKYMEHTOB apXMBHOro ooHAa AaHHbIX O COCTOSHUM OKpYXatoLlen
cpenbl, ee 3arpasHeHnn degepanbHOM cnyxoObl NO MOAPOMETEOPONIOrn 1
MOHUTOPUHIY OKpYyXatoLlen cpefbl (aanee — Nocdona Pocrnagpomera).

HacTtoswmin pykoBOAALWNIA OOKYMEHT PacnpoCTpaHsSeTcss Ha Teppu-
TopuanbHble OpraHbl U rocydapcTBeHHble ydpexaeHus PocrugpomeTta, B
TOM uncne HabnwopaTtenbHble MyHKTbl, CTPYKTYPHbIE MOApasnerieHnsi, oT-
penbl ooHOa AaHHbIX, 3KCnepTHble komucceumn ocdoHaa Pocrugpomera.
[na y4acTHUKOB OeSATENbHOCTM B 0OMacTy rmapoMeTeoporniorum u CMex-
HbIX C Hel obnacTsx, He BXOoAsLWMX B cucteMy PocrnapomeTa, He3aBUCUMO
OT WX OpraHu3auMOHHO-MPaBoBOW (POPMbI, AaHHbLIA PYKOBOOSALUMA OOKY-
MEHT HOCUT pekoMeHAaTeNbHbIA XapaKTep.

2 HopMaTuBHBIE CCBHIIKHA

B HacTosawem pykoBogdlemM OOKYMEHTE UCMNOJ1Ib30BaHbl CCbIJTIKA Ha
cnegywowine HopMmaTuBHbIE JOKYMEHTbI:
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FOCT 7.1-2003 Cucrema ctaHgapToB no nHdopmauum, onubnuorey-
HOMY W um3patenbckomy aeny. bubnuorpadmyeckas sanvcb. bubnuorpa-
duyeckoe onucaHune. Obuine TpeboBaHUA 1 NpaBuia CoCTaBNeHUs

FOCT 7.48-2002 Cucrema cTtaHgapToB no mHdopmaumm, oubnmo-
Te4YHOMY U nsgatensckomy aeny. KoHcepBauns JOKYMEHTOB

FOCT 7.76-96 Cuctema ctaHgapToB no nHdopmauumn, bubnuorey-
HOMY 1 nsgatenbckomy geny. KomnnekroBaHue doHaa AoKymeHToB. Brb-
nunorpacupoBaHune. Katanorusauus

FOCT 12.1.004-91 Cuctema ctanHgaptoB GesonacHocTu Tpyaa. lo-
xapHas 6esonacHocTb. Obwne TpeboBaHus

FOCT P 51141-98 [1enonpon3BOACTBO M apXuBHOE Aeno. TEPMUHbI 1
onpeaeneHuns

PL 52.04.567-2003 lNonoxeHne o rocygapcTBEHHOW HabnogaTenb-
Houn ceTu n NameHeHunsa Ne 1 k Pl 52.04.567-2003 ot 2009 roga

PO 52.19.108—-2009 lNonoxeHne o hopmMnpoBaHuM apXUBHOrO ¢poH-
[a OaHHbIX O COCTOSIHUM OKpYXatoLlen cpeabl, ee 3arpasHeHun depepanes-
HOW CNy>0bl MO rMMOPOMETEOPOSIONMM U MOHUTOPUHTY OKPY>KatoLLen cpeabl

PO 52.19.143—-2010 lNepeyeHb OOKYMEHTOB apxXMBHOro doHaa AaH-
HbIX O COCTOSIHUM OKpY>XXatoLLen cpelpl, ee 3arpsasHeHun

PO 52.19.159-2009 lNonoxeHne 06 3KkcnepTHO-MPOBEPOYHON KOMMC-
CMKN apxMBHOro oHAa AaHHbIx PefepanbHor cnyXbbl MO rMApoMeTeopo-
1OrMn N MOHUTOPUHIY OKpY>KaloLLien cpeapl

P 52.19.160—-2009 lNonoxeHne 06 9KCMEePTHOW KOMUCCUMN apXMBHO-
ro oHaa AaHHbIX O COCTOSIHUM OKpY>KaloLLlen cpedbl, ee 3arpsasHeHun de-
AepanbHo crnyobl N0 rMAPOMETEOPONIOTUN Y MOHUTOPUHTY OKpYXXatoLLen
cpeabl

PO 52.19.698-2008 lNonoxeHne 06 MHMPOPMALMOHHBLIX pecypcax o
COCTOSIHUM OKpyXatoLlen cpefbl, ee 3arpssHeHun degepanbHON CryxoObl
no rMapoMeTEOPOSIOTUN N MOHUTOPWHIY OKpY>XKatoLLen cpeapl

PO 52.19.704—2008 KpaTkne cxembl 06paboTkn ruapoMeTeoponoru-
YecKkon nHpopmauunm
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3 TepMI/IHbI, onpeaeJcHus U COKpalleHus

3.1 B HacTosdlen pykoBoAslLleM OOKYMEHTe MNpUMEHEHbI crneayto-
LLMe TEPMUHBI C COOTBETCTBYHOLLMMU ONpPedENEHNAMU;

3.1.1 aKkT o BbigeneHun K YHUUYTOXeHuro: [IokyMeHT, yaoCTOBEpPSIO-
LWni cnucaHne aokymeHToB [ocdhoHaa Pocruapometa, BbISIBEHHLIX B MPO-
Lecce aKCnepTusbl HAy4YHOW M NPaKTUYECKOM LEHHOCTU OOKYMEHTOB B CBA3U
C MCTEKLIMMU CPOKaMM XpaHEHWsl, yTPaTMBLUMX NPaKTUYeCcKoe, Hay4dHoe Mmnu
00LLIeCTBEHHOE 3Ha4YeHNe U 0TobpaHHbIX K yH1uTOXeHUo (P 52.19.160).

3.1.2

aHHoTauwmsA: KpaTkas xapaKkTepucTuka OOKYMEHTa, MOsICHsIIoLas ero
cogepxaHue, HasHa4yeHue, opMy, Apyrne ocobeHHOCTH.
[FTOCT 7.76-96, ctatbs 5.7]

3.1.3

apxmB: OpraHu3auusi unu ee CTPYKTypHOe noapasgerneHue, ocylle-
CTBMSIOLLEE MPMEM U XPaHEHWE apXMBHbIX AOKYMEHTOB C LieMbio MCMOoSb-
30BaHUS.
[FTOCT P 5114198, cTatbs 77]

3.1.4 apxvBHbIA AOKYMeHT: MaTepuanbHbIi HOCUTENb C 3adOUKCK-
poBaHHOM Ha HeM MHdOPMaLUMen, KOTOPbLIA UMEeeT PEKBU3UTLI, NO3BOMSIO-
Wwme ero naeHTMdULMpoBaTh, Y MNOAMEXUT XPaHEHUIO B CUMNY 3HAYUMOCTU
yKa3aHHbIX HOCUTENnem u uHdopmMauumn ans rpaxaaH, obwectsa U rocy-
papcrtsa [1].

3.1.5

apxmBHbIN ¢hoHA: COBOKYMHOCTb apXMBHbIX LOKYMEHTOB, UCTOpUYe-
CKW WIN NIOTUYECKN CBSA3AHHBIX MeXAy COOOW.
[FTOCT P 51141-98, ctaTbsa 81]

3.1.6

apxuBoxpaHunuie: CneunanbHo 060pygoBaHHOE NoMeLleHne ang
XpaHEeHUs1 apXMBHbIX LOKYMEHTOB.
[FTOCT P 51141-98, ctatba 78]

3.1.7 ApxuBHbin doHa Poccuickon depepaummn: Victopuuecku
CMNOXMBLLASAICA U MOCTOSIHHO MOMOJHAKOLWAACA COBOKYMHOCTb apPXUBHbIX

3
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JOKYMEHTOB, OTpaKatoLLMX MaTepuarnbHyo U OYXOBHYIO XW13Hb obLLecTBa,
UMEILLMX UCTOPUYECKOE, Hay4yHoe, coumanbHOe, 3KOHOMMYECKoe, MoNUTKU-
yeckoe U KynbTypHOEe 3HaveHue, SBNALUXCA HEOTbEMIEMON YacTbio UC-
TOPUKO-KYNbTYpHOro Hacnegus Hapopos Poccuiickon depepauuu, OTHO-
CALMXCA K WMH(OpPMaLMOHHBIM pecypcam U noanexawimx noCTOsSHHOMY
XxpaHeHuto [1].

3.1.8 6ymaxHble HocuTenu uHdopmMauun: bBymaxHble KHUXKM
HabntogeHun, Tabnuubl, KapTorpaduyeckuin matepuan u 1. n. (C y4eTom
PO 52.19.698).

3.1.9

BHYTPEHHAAA ONWUCb AOKYMEHTOB Aena: YYeTHbli JOKYMEHT, Co-
AepXallnin nepedyeHb OOKYMEHTOB B [efie C yKaszaHWeM MopsiAKOBbIX HO-
MEepOB AOKYMEHTOB, UX MHOEKCOB, HA3BaHUI, A4aT, HOMEPOB FUCTOB.

[FOCT P 51141-98, ctatbs 123]

3.1.10 BpeMeHHOe XxpaHeHuWe apXMBHbLIX AOKYMEHTOB: XpaHeHue
apXMBHBIX JOKYMEHTOB A0 WX YHUUYTOXEHUS B TEYEHWE CPOKOB, YCTaHOB-
NEeHHbIX HOPMaTUBHbLIMUW NPaBOBbLIMU akTamu [1].

3.1.11

BblAeneHne OOKYMEHTOB K YHUUYTOXeHuto: BeisBrneHne B npouec-
Ce 39KCMepTU3bl HAYYHOW W MPAaKTUYECKON LIEHHOCTU OOKYMEHTOB C UCTEK-
LWMMKU CPOKaMu XpaHEHWs, YTPaTUBLLMX NpaKTUyeckoe, HayyHoe unu ob-
LLLeCTBEHHOE 3Ha4YeHne, 1 0THOP MX K YHUHTOXEHWIO.
[FTOCT P 51141-98, ctatbsa 98]

3.1.12

AE3UHCEKUMA: YHUUYTOXKEHNE HACEKOMBIX, MOBPEXOAIOLLMX JOKYMEHTHI.
[FTOCT 7.48-2002, ctatba 5.7]

3.1.13

Ae3nHdeKumnsa: YHUUTOXKEHNE MUKpPOCKOMNMYeckux rpnboB u GakTe-
puiA, NOBPEXAAOLUNX JOKYMEHTbI.
[FTOCT 7.48-2002, ctatba 5.6]
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3.1.14

peno: COBOKYyNHOCTb [OKYMEHTOB WM OOKYMEHT, OTHOCSALMecs: K
O[HOMY BOMPOCY WM Yy4acTKy OeATENbHOCTU, MOMELLEHHbIE B OTAENbHYHO
OBNOXKY.

[FTOCT P 51141-98, ctaTba 71]

3.1.15 peno3utapHoe XxpaHeHUe AOKYMeHTOB ApxuBHOro coHaa
Poccuinckon ®Pepepaumm: XpaHeHue [OOKYMEHTOB ApXMBHOro coHaa
Poccunckon ®depepaummn denepanbHbiMM - OpraHaMmy  UCMOMHUTENBHOWN
BNacTh U opraHnsaumsMu B TeYEHNEe CPOKOB U Ha YCNoBUSAX, onpeaeneH-
HbIX COOTBETCTBYIOLMMW OOTOBOPaMU MEXAY HUMK U CheumanbHO ynor-
HomoueHHbIM [NpaBuTenscTBom Poccuiickon ®epepaumn degepanbHbIM
OpraHoM MCMoNHUTENbHOW BriacTu (¢ ydyeTtom [1]).

MpumeyaHne — B cooTBeTCTBMM C nepedHem [2] Takoe npaBo
npeaoctaeneHo 'Y «BHUATMN-MLO».

3.1.16

AepaTtnsaums: YHUUYTOXEHNE rPbI3yHOB, NOBPEXAAOLLNX AOKYMEHTbI.
[FOCT 7.48-2002, ctatba 5.8]

3.1.17

BOKYMEHT, O0KyMeHmuposaHHasi UHgopmayusi: 3anKcMpoBaHHasi
Ha mMaTepuanbHOM HocuTene MHOPMaUMs C PEKBU3NTAMU, NO3BOMSAOLLM-
MU ee ngeHTnuduumnposaTb.
[FTOCT P 51141-98, ctatbsa 3]

3.1.18

AOKYMEHT MOCTOSIHHOrO XpaHeHus: [JOKyMEeHT, KOTOPOMY B COOT-
BETCTBUN C HOPMATUBHBLIMW JOKYMEHTaMVW U UHbIMW MPAaBOBbLIMY akTamu
yCTaHOBNEHO 6eCcCcpoYHOE XpaHeHue.

[FTOCT P 51141-98, ctaTtba 112]

3.1.19 pokymeHT ApxuBHoro doHpaa Poccuiickon Pepepauuu:
ApPXUBHbIA LOKYMEHT, NpoLleaWwnii 3KCNepTn3y LEeHHOCTN JOKYMEHTOB, MOo-
CTaBreHHbIN Ha rocyJapCTBEHHbIN yYeT 1 noanexallnini NOCTOAHHOMY Xpa-
HeHuto [1].

3.1.20 pokymeHT NocchoHaa Pocrugpomerta: [JokyMEHT O COCTOSHUA
OKpy>KatoLler cpefbl, ee 3arpsisHeHUW, MpoLIeALniA MPoLEecchl Mpuema,
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3KCMepTU3bl LEHHOCTK, yyeTa, TexHudeckon obpaboTknm n perncrpaumm B
rocyaapcTBeHHbIX yupexaeHusax Pocrmgpometa (P 52.19.108).

3.1.21

eAVMHMLIA yYyeTa apXMBHbIX AOKYMeHTOB: EanHMua namepeHus ko-
nnm4yecTea JOKYMEHTOB B apXuBe.
[FOCT P 51141-98, ctatbsa 118]

3.1.22

eAVHULa XpaHEeHUS apXUBHbIX AOKYMEHTOB: Y4yeTHasi M Knaccu-
duKaunoHHas eamHmua, npeacraesnsowas cobon guanyeckn obocobnex-
HbIA OKYMEHT UM COBOKYMHOCTb LOKYMEHTOB, MMEKLLasi CaMOCTOoATENb-
HOe 3HayeHue.
[FTOCT P 51141-98, ctatba 117]

3.1.23 uHBeHTapHbIN HOMep: Homep Ans BeAeHUs aHanMTU4eCcKoro
y4yeTa, opraHusauMn KOHTPONSA 3a npaBuiibHbIM MCMONb30BaHUEM OCHOB-
HbIX )OHAOB; KaXAOMy MHBEHTApPHOMY OOBLEKTY MpucBaMBaeTCs COOTBET-
CTBYIOLUMIA HOMEP, KOTOPbIV 3aKpennseTcst 3a 0ObEeKTOM Ha BCE BPEMSI €T0
akcnnyarauuu.

3.1.24 vHdopmaums obliero HasHavyeHus: [NonyyeHHasa n obpabo-
TaHHas B nopsiake, YCTaHOBMNEHHOM beaepanbHbIM OpraHoOM MCMOSHK-
TenbHOW BriacTv B 00nacT ruapomMeTeoporiorMi U CMEXHbIX C Hel obnac-
TAX, NpegocTaBnsiemMas nonb3oartensm (notpebutensm) 6ecnnaTtHO WH-
dopmaumsi 0 PakTUMYEeCKOM M MPOrHO3UPYEMOM COCTOSIHUM OKPY>KaKoLLIEN
cpeabl, ee 3arpssHeHnn [3].

3.1.25 kapmalek B gene: BkrneeHHbIi B Aeno GyMaxHbI KOHBEPT
ansa popmynsipa.

3.1.26 kaTtanor gokymMeHToB: OCHOBHas 4acTb Hay4YHO-CMPaBOYHOIO
annapaTta, coaepxallasi onMcaHus JOKYMEHTOB M [en Ha KapTodkax B CO-
OTBETCTBUW C YCTAHOBIIEHHLIMMW NpaBunamu.

3.1.27 kopelwok gena: bokoBas, TopueBasi CTOpoHa gena.

3.1.28 komnnekToBaHue cdoHaa: COBOKYMHOCTb MPOLIECCOB BbisiB-
neHusi, oTbopa, 3akasa, NPUOBPETEHNS, NOMYYEHUS U PErMCTpaLMn OOKY-
MeHTOB (c ydyetom FOCT 7.76-96, ctatbs 2.12).
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3.1.29 mepbl noxapHou GeszonacHoctu: [encrteua no obecnede-
HUIO noxapHow 6e3onacHoOCTW, B TOM YUCIE MO BLIMOSHEHWIO TpeboBaHWi
noxapHon 6esonacHocTtu [4].

3.1.30 MmKonorm4eckum ocmoTp: BbisiBNeHne MUKPOCKOMNYECKMX
rpnboB 1 JOKYMEHTOB, NOBPEXAEHHbLIX UMMU.

3.1.31 MOHUTOpPUHI OKpyXawlen cpeabl, ee 3arpA3HeHUs:
HonrocpoyHble HabnwaeHUs 3a COCTOSIHMEM OKpyXawllenh cpedbl, ee
3arpsi3HEHMEM U MPOUCXOASALLMMMN B HEW NPUPOOHBIMU SIBMEHUSMM, a Tak-
e oueHKa 1 MPOrHo3 COCTOSIHUS OKpyKatoLwwen cpefbl, ee 3arpasHeHus [3].

3.1.32

HOpMaTVIBHbIﬁ AOKYMEHT: ,D,OKyMeHT, yCTaHaBJ‘II/IBaIOLLLVII?I npasuna,
06u.|,1/|e NPUHUUMNBbI NN XapaKTEepPUCTUKKN, Kacakwmneca pasfindHbIX BNOOB

AOEATENTbHOCTU UM X pe3yrnbTaToB.

MpumevaHunsa:

1 Mop pokymeHTOM cnegyeT noHMMaTh Nobon HocuTenb HOPMaL MK, KoTopas
3anucaHa B HEM WU Ha ero NoBEPXHOCTMU.

2 TepMuHbI, 0603HavaLWme pas3nuyHble BUAbl HOPMATUBHBLIX OOKYMEHTOB, On-
peaensloTca B AanbHeWweM UCXoas M3 TOro, YTO AOKYMEHT W ero CoaepaHue pac-
cMaTpuMBaloTCA Kak eanMHoe Lenoe.

[FOCT 1.1-2002, ctatbs 4.1]

3.1.33

HocuTenb UHdopmaummn (AaHHbIX): CpeactBa perucrpauun, xpa-
HEeHUWs, Nnepegaym MHopMaLmmn (GaHHbIX).
[FOCT 7.0-99, ctatbs 3.2.1.4]

3.1.34 onucaHme AoOKyMeHTa: YnopsgovyeHHas COBOKYMHOCTb CBe-
OEHVI O OOKyMEeHTe, npefHasHadeHHas ONs ero XxapakTepucTuki U UaeH-
Tidourkauum,

3.1.35

opraHusauma ¢oHaa: COBOKYNHOCTb MPOLIECCOB Npuema, y4deTa,
TEeXHUYeckon 06paboTkM, pasMeLLeHNst U XpaHEHUS LOKYMEHTOB.
[FTOCT 7.76-96, ctatbs 2.10]

3.1.36 otmen (rpynna) coHaa maHHbix; OD[: CTpykTypHOE nopa-
pasgeneHve B rocydpexgeHun PocrgpomMeTa, KOTOpOE OCYyLLEeCTBRsieT
opraHusaumuto doHaa WM npegocTaBrieHNe MoNb30oBaTeNsIM [AOKYMEHTOB,
NpUHATBIX Ha XpaHeHue (PO 52.19.108).
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3.1.37 nepeyeHb pokymeHToB loccoHma Pocrugpometa: Hop-
MaTUBHbIA OOKYMEHT, Onpeaensiowmn Buabl JOKYMEHTOB, CPOKM U MECTO
XpaHeHus gokymeHToB [locoHaa Pocrugpometa (PO 52.19.108).

3.1.38 nonb3oBaTenb apXxuBHbIMU AOKYMeHTamu: [ocynapcTBeH-
HbIA OpraH, opraH MecTHOro camoyrnpaBrieHus Nnbo puandeckoe nnu u-
3u4yeckoe nmuo, obpallarolleecs Ha 3aKOHHBbIX OCHOBaHWSIX K apXMBHbIM [O-
KyMeHTaM s NoNny4YyeHus U Ucnonb3oBaHus Heobxoaumon uHdopmauum [1].

3.1.39 noxap: HekoHTponuMpyemoe ropeHue, npuynHsiowee mare-
pranbHbIv yulepb, Bpea XM3HU 1 300pOBbLIO FpaxaaH, MHTepecam obLecT-
Ba U rocygapcrtia [4].

3.1.40 noxapHasa 6e3onacHoCTb. COCTOsiHME 3aLUULLEHHOCTUN NNY-
HOCTW, MMYyLL,eCTBa, 00LecTBa 1 rocygapcTea OT noxapos[4].

3.1.41 noxapHas oxpaHa: COBOKYMHOCTb CO3[laHHbIX B YCTaHOBMNEH-
HOM MOpsiAKE OPraHoB yNpaBreHusi, MopPa3fAereHnii U opraHnsauun, npea-
HasHa4yeHHbIX AN opraHusauuy NpoUNakTUKL NOXapoB, UX TyLUEHUSA U
NpOBEAEHUS BO3MOXEHHbIX Ha HUX aBapUNHO-cnacaTenbHbIx paboT [4].

3.1.42 npeameTHO-TemMaTUyYeckum kartanor: Katanor, B KOTOpOM
KapTO4Kku CrpynnmMpoBaHbl U paccTaBneHbl No NpeaMeTamM u Temam B foru-
4Yeckomn nocneaoBaTenNbHOCTHU.

3.1.43 npepocTtaBneHne nHdopmauun: [lencteuns, HanpasreHHble
Ha nony4vyeHne nHdopmauun onpeferneHHbIM KpyroMm nvu unu nepepadvy
WHopMaL MK onpeaeneHHoMy Kpyry nu [5].

3.1.44 npoTuBonoOXapHbIN pexum: [paBuna noseneHusa nOAen,
nopsagoK opraHusaumu npousBoAacTBa M (MNWN) COAEPXKaHWUS MOMELLEHUN
(TeppuTOopun), obecneunBarolime NpeaynpexaeHne HapylleHun Tpebosa-
HWUI NoXxapHOM 6e30MacHOCTU U TyLLEeHWe Noxapos [4].

3.1.45 paccTaHOBOYHbIN UHAEKC: AOpec XpaHeHus aena B oHAE;
pacCcTaHOBOYHbIA MHAEKC COCTOUT M3 YeTblpex rpynn ABYX3HauHbIX LMdp:
nepeble OBe LUpPbLI — HOMEp CTennaxa, BTOpble ABe Uudpbl — HOMEpP
ceKkuun, TpeTbi ABe UMdpbl — HOMEP NOMKM Ha cTennaxe, YeTBepTble ABe
undcpbl — HOMeEp MecTa Ha Morske.

3.1.46 pacnpocTtpaHeHue wuHdopmauun: [encTBus, HanpaBneH-
Hble Ha MosflyYeHne MHgOpPMaLMM HeonpeaeneHHbIM KPyrom nu unm ne-
penavy MHgopMaLlmmn HeonpeaeneHHoMy Kpyry nuy, [5].
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3.1.47 pexumHo-cnpaBOYHble MU3[aHuA: MN3naHus, NOAroTOBMEH-
Hble B rOCyapCTBEHHbIX ydYpexaeHusx PocrugpomeTa B paMkax Be4OMCT-
BEHHOrO 3aKkasa, Hay4HbIX nporpamm, Apyrux nrnaHoBbIX paboT u copep-
Xawme o606LLEeHHYI0 MHopMaLUMIo (Mo NPOodUN0 CBOEN OeATENBHOCTU) O
COCTOSIHUM OKpY>KatoLLen cpeapl, ee 3arpsasHeHuu (P 52.19.108).
3.1.48

peXxum XpaHeHUsi apXMBHbLIX AOKYMeHTOB: COBOKYNHOCTb Temne-
paTypHO-BMaXHOCTHbIX M CaHWTapHO-TMIMEeHNYeCcKUX YCMoBUiA, co3nasae-
MbIX B apX1BOXpaHuUnuLiax ana obecneyeHnsi COXpaHHOCTU JOKYMEHTOB, U
KOHTPONb 3a WX BbINOMHEHWEM.
[FOCT P 51141-98 cratba 101]

3.1.49

pectaBpauua [oOKyMeHTa: BoccTaHoBneHwe akcnnyataumMoHHbIX
CBOWCTB, a TakKke dopMbl U BHELLHero Buaa AOKYMeHTa.
[FTOCT 7.48-2002, ctatba 2.9]

3.1.50

CaHUTaPHO-TUTMEHNYECKUNA PEXUM: YCIOBUS XpPaHEHWUs] OOKYMEH-
TOB, onpeAensemMble HOPMaTMBHbIMW NapaMeTpamMu CaHUTapUN 1 TMrMeHbI.
[FOCT 7.48-2002, ctatba 4.1]

3.1.51

CBETOBOM PeXMM: YCroBus XpaHeHUsi OKYMEHTOB, onpefensieMble
HOPMaTUBHLIMU NapaMeTpamy CBETOBOrO BO3AENCTBUS.
[FOCT 7.48-2002, ctaTtbs 4.7]

3.1.52 ctennax: OGopygoBaHWe AnNs XpaHEHUs1 OOKYMEHTOB, CO-
CTOsILLIee U3 HECKOIbKMX PSA0B NOMOK, CKPENMEeHHbIX CTOMKaMU.

3.1.53 cnpaBoy4Ho-nonckoBble cpencrTBa: COBOKYMHOCTbL onuca-
HUA apXMBHbIX JOKYMEHTOB, NpeACTaBNeHHbIX B apXMBHbIX CrpaBOYHMKAX,
npeaHa3Ha4YeHHbIX AN NOUCKa apXMBHbIX JOKYMEHTOB M coAepallencs B
HUX JOKYMEHTMPOBaHHOW MHopMaLmm (C ydeTom npasun [6]).

3.1.54

TeMnepaTypHO-BNaXHOCTHbIN PeXuM: YCroBuSI XpaHEeHWUs LOKy-
MEHTOB, onpefensiemble HOpMaTMBHLIMW MapamMeTpamMu TemnepaTypbl U
BMNaXXHOCTH.

[FTOCT 7.48-2002, cTtaTbs 4.6]
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3.1.55 TonorpacdupoBaHue apxumBoxpaHunuwy: [lpoBegeHve Hy-
Mepauun MOMELLEHUA apXMBOXPaHWNWL, CTennaxen, wwkados, MOMOK U
cocTaBrieHue Tonorpaunyeckoro nraHa-cxembl pa3MeLLEHNst JOKYMEHTOB.

3.1.56 TpeboBaHuA noxapHou Ge3onacHocTu: CreumanbHble yc-
noBWA coumansHOro u (MnuM) TEXHUYECKOrO XapakTepa, YCTaHOBIIEHHbIE B
uensx obecneyeHus noxapHow GesonacHOCTM 3akoHogaTtenbcTBoM Poc-
cunckon ®egepaumn, HOPMATUBHLIMW [AOKYMEHTAMW WU YMNOMHOMOYEH-
HbIM rocy4apCTBeHHbIM opraHom [5].

3.1.57 yHUKanbHbIn AOKyMeHT: Oco00 UEHHbI [OOKYMEHT, He
umerwmin cebe NogobHbIX NO cogepXalencs B HeM MHdopmMaumum u/unm
€ro BHELLUHUM Npu3Hakam, He BOCMOSIHUMbIA MpU yTpaTe C TOYKM 3peHus
€ro 3HadeHus n/mnu asrorpacpumyHoctm [1].

3.1.58 ynpaBneHue c¢oHaom: PerynupoBaHue coctaBa, obbema u
CTPYKTYpbl dhoHAaa (¢ ydetom FTOCT 7.76, ctatba 2.11).

3.1.59

yyeT apXMBHbIX AOKYMEHTOB: YCTaHOBMEHNE KONMYECTBa U COCTa-
Ba apXMBHbIX LOKYMEHTOB B eAMHMLAX y4eTa U chmkcaums npuHagnexHo-
CTM KaXXOOW eduHMUbl y4eTa K onpederieHHoMy KOMMMEKCy U obemy mnx
KONMMYECTBY B YY4ETHbIX JOKYMEHTAX.
[FTOCT P 51141-98, ctatba 115]

3.1.60

c¢oHa nonb3oBaHUA: COBOKYNHOCTb KOMWUI apXMBHbLIX LOKYMEHTOB,
npegHasHa4YeHHbIX ANs NoNb30BaHWs BMECTO OpUrMHaroB C LEenblo npe-
[0TBpaLLeHUs X n3Hoca.
[FOCT P 5114198, ctatbs 106]

3.1.61

c¢oHaupoBaHue: PacnpegeneHne LOKYMEHTOB MO apXUBHbIM (POH-
AaMm, apXMBHbIM KONNEKLUSM.
[FTOCT P 51141-98, ctaTbsa 92]

3.1.62

cdopmaTt: Cnocob pacnonoxeHus v npeacTaBneHns AaHHbIX Ha Ho-
cuTene nHdhopmaumn.
[FTOCT 7.0-99, ctatbsa 3.2.1.10]
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3.1.63

copmupoBaHme coHaa: COBOKYNHOCTb MPOLIECCOB KOMIMIEKTOBA-
HWs1, opraHnsauumn oHaa, UCKITHYEHNsT JOKYMEHTOB, @ Takke ynpaBlieHus
doHgamu. [TOCT 7.76-96, ctatba 2.9]

3.1.64 dopmynsap p[okymeHTa: HabGop pekBM3MTOB [OKYMEHTa,
pacrnonoXeHHbIX B OMNpPeAeneHHoW nocnegoBaTensHOCTU (C y4eToMm
FOCT P 51141, ctatba 42).

3.1.65

c¢oTtonokymMeHT: M306pasuTenbHbI AOKYMEHT, CO3[aHHbIA oTo-
rpadouyeckum cnocobom.
[FTOCT P 51141-98, ctatba 10]

3.1.66 akcneptHaa komuccua [locchoHpa Pocruppomerta; 3K
locoHpa Pocrugpometa: ['pynna cneuvManuctoB, HasHavyeHHas npuka-
30M pyKOBOOAUTENS TeppuTOpUanbHOro opraHa WnM rocygapcTBEHHOro
yupexgeHusa PocrugpomeTa, HagerneHHast mofTHOMOYMSIMU B COOTBETCTBUM
¢ nonoxeHnem 06 OK Nocchonaa Pocrnapometa (P 52.19.108).

3.1.67 akcnepTHO-npoBepoyHasas Komuccuss [occoHpma Pocru-
apomeTta; OlK NocchoHga Pocrmgpometa: MeTogMyeckuin LEHTP U3 cne-
umanuctos 'Y «BHUATMU-MLUL», HageneHHbIn NOSTHOMOYNAMMK AN pac-
CMOTPEHNS N peLUeHns Hay4yHO-MeTOoAMYEeCKMX BOMPOCOB, CBA3AHHBLIX C
3KCMepTU30M LEeHHOCTU OOoKymMeHTOB [ocdoHaa PocrugpomeTta v npaktu-
Yyeckux BonpocoB ero opmupoBanus (P 52.19.108).

3.1.68 akcnepTU3a LIEHHOCTU AOKYMEHTOB: /3yyeHre JOKYMEHTOB
Ha OCHOBaHWW KpUTEpUEB UX LIEHHOCTU B LIenaxX onpegeneHus CpokoB Xpa-
HEHVS JOKYMEHTOB, 0T6Opa ux ANns BKMOYEHUst B cOCTaB ApXMBHOro ¢poH-
na Poccuiickon ®efepaumm 1 BKITKOYEHUS B aKT O BbIAENEHUUN K YHUUTOXE-
HWI0 apXUBHbIX JOKYMEHTOB, He MoAnexallmx xpaHeHuto (¢ yyeTom cese-
panbHOro 3akoHa [1]).

3.1.69 aneKTpoHHble HocuTenun nHcgpopmauymmn: Hocutenn, opue-
TMPOBaHHbIE Ha 0OpPabOTKy cpeacTBaMu BbIYUCIIUTENBHOW TEXHUKWU (Mar-
HUTHbIE NeHTbl, onTudeckne aucku, CD-gucku, DVD-guckm, marHMToneH-
TOYHbIE KapTpumku 1 T.0.) (c yyetom P[] 52.19.698).

3.1.70 aHTOMONOrM4ecKkMm OCMOTP: BbisiBNeHne MuKpockonunye-
CKUX rPMOOB N JOKYMEHTOB, MOBPEXAEHHbBIX UMMU.
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3.1.71 apnbIk: Jluctok 6ymaru, Ha KOTOPOM HanucaHbl HeobxoanMble
cBefeHus.

3.2 B HacTosiLLleM pyKoBoOAdALLEM OOKYMeHTe MNPUHATBI criefyolmne
COKpaLLEeHUSI:

locyupexaeHnss Pocrugpometa — rocydapCTBEHHblE YyupexOeHwus,
noaBegomctBeHHble Pocrugpomety: Y «YITMC», ®IY «YIMC», Y
«UrMCy», TY «UJrMC-PCMLUy», IY «UFMC-P», I'Y «HANY »;

ry «-BHUMrMMU-MUL» — lNocymapctBeHHoe ydpexaeHue «Bcepoc-
CUNACKUIA Hay4HO-uUCCreaoBaTenbCKUA MHCTUTYT rMapomeTeoporiornyec-
KoW nHdopmaumv — MMpoBon LEHTP OaHHBLIX»;

'Y «HWY» — locypapcTtBeHHoe yuypexaeHue «HaydHo-uccrneposa-
TenNbCKOe yyYpexaeHmey;

Y «<YI'MC» — locyaapCTBeHHOe yypexaeHue «YnpasreHue no rua-
pPOMETEOPOSIONMM U MOHUTOPUHTY OKpYXKatoLlen cpeably;

'Y «UrMC» — lNocynapcteeHHoe ydpexaeHue «LleHTp no rmgpome-
TEOPONOrMM U MOHUTOPUHTY OKpYXatoLLen cpeably;

Y «UrMC-P» — locygapctBeHHoe yypexaeHue «LleHTp no rugpo-
MEeTeOopPOnorMn 1M MOHUTOPUHIY OKpyXalollen cpefbl C pernoHanbHbIMU
PYHKUMAMMNY;

Yy «yrmMmc-PCMLy» — locypapctBeHHOe yupexaeHue «LleHTp no
rMOpOMeETEOPOSIONMM 1 MOHUTOPUHTY OKPYXXatowen cpeabl € PyHKUMSMN
perMoHansHoOro crneumanmMaMpoBaHHOro MeTeoporormyeckoro LeHTpa Bee-
MUPHOW CNy>0Obl MOroapl»;

ef. Xp.* — eanHWLbl XpaHeHus:;

NC3 — nckyccTBEHHbIM CNyTHUK 3emnu;

MYC — MuHuctepctBo Poccuiickon degepaumm no genam rpaxaaH-
CKOM OOOPOHBI, Ype3BbIYANHBIM CUTyaUUsM U NUKBUAALUM NOCNEACTBUN
CTUXUIHBbIX beacTBun;

HWP — Hay4HO-nccnegoBaTenbckas paboTa;

HWC — Hay4HO-nccrneoBaTenbckoe CyaHo;

PocapxuB — ®efepanbHoe apXxMBHOE areHTCTBO;

* COKpaLLleHI/IFl NMPUMEHAIT B NPUITOXEHUAX.
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YIMC (TeppuTtopuanbHbiil OpraH) — MeXpermoHarbHOe Tepputopu-

anbHoe ynpaBsrneHve PocrugpomeTa, OCyLLeCTBAsOLEee CBOK AesTerb-
HOCTb Ha TEPPUTOPUM HECKOMBKMX cyObekToB Poccuiickon ®enepaumu;

Ory «YrMC» — @epepanbHoe rocygapCTBEHHOE —yypexaeHue

«YnpasneHue nNo rmapomMeTeopOorMn 1 MOHUTOPUHIY OKpY>KatoLLen cpeably.

4 OO0Me MoJI0KeHUus

4.1 B cooTtBeTCTBUM C NOMNoXeHnsamu [7] — [9] yH4acTHUKMN aesaTenbHO-
CTK B 0b6nacTv ruapomMeTeoporiornn n CMeXHbIX C Hel obnacTsix ocyLLecTB-
NS0T HakoNneHwe U XpaHeHwe WHEOPMaLUMU O COCTOSHUM OKpYXatoLlen
cpefbl, ee 3arpssHeHun. B Pocrugpomete 3Ty (pyHKUMIO — hopMUpoBaHmne
oHAa O COCTOSIHMM OKpYXKaloLen cpenpbl, ee 3arpsi3HEHUN — BbIMOMHSAOT
TeppuTopuarnbHble opraHbl U rocydpexaeHus PocrugpomeTta.

4.2 Tocgong Pocrugpometa copmupyetcs B OPL YIMC m/unum roc-
yupexaeHun PocrugpomeTa, koTopble obecneumBaloT XxpaHeHue (B TOM
yncne u 4eno3vuTapHoe C y4eToM [2]) AaHHbIX O COCTOSIHUM OKPY>KaoLLIEN
cpefbl, ee 3arpsi3HeHUM U JOCTYN K HUM.

4.3 HacTtoswmin pykoBOASALLMIA OOKYMEHT CRYXWUT Liensam opraHusa-
LUUN KOMMNIEKTOBAHMWS, XpaHeHUs 1 MOMNOfHeHus coctaBa ApPXUBHOIO ¢poH-
Aa Poccuinckon ®egepaumu.

4.4 B cBoewn geatenbHoctn OD[ pykoBoacTBylOTCS dheaepanbHbIMU
3akoHamu [1], [3], [5], [10], [11], nocTaHoBREHMEM [12], nonioxXeHuammu [7] —
[9], [13], nepeyHem [2], agMUHUCTPATUBHBIM perriameHToMm [14], npaBuna-
mu [4], [6], [15], meToamKkon [16] U HACTOALMM PYKOBOAALLNM LOKYMEHTOM.

4.5 PaboTta no oHAMPOBAHMIO apXMBHbIX OOKYMeHTOB [ocdoHaa
PocrugpomeTta ocyuiecTBnsieTca B €ro MCTOYHMKaX KOMMMEKTOBaHUS B
npouecce OPMUPOBaHUS Aen Ha OCHOBE HOMEHKNATyp Aen u otbopa Ao-
KYMEHTOB Ansl nepefaym Ha xpaHeHue B OP[.

4.6 B lNocoHae PocrngpomeTta apxXuBHble JOKYMEHTbLI (OOpMUPYIOT-
Csl MO eAvHULAM XpaHeHusi. EQnHuLbl XpaHeHs1 opraHM3yoTcs COrnmacHo
CXeMme cuctemaTusauum apxXmBHbIX JOKYMEHTOB.

4.7 Cxema cuctematm3aumm apxuBHbiXx AokymeHToB B O®P[ roc-
yupexgenni PocrugpomeTta sIBNSIETCS OCHOBaHWMEM 111 BHYTPEHHEN

13



P 52.19.568 — 2010
opraHusauun eguHuy, XxpaHeHus ocgpoHaa PocrmgpomeTta u OCHOBbLIBaET-
cq Ha Pl 52.19.143 v 3akpennaeTcsa onMcamun gen, AOKYMEHTOB.

4.8 Cuctematumsaumsa eamHuL xpaHeHusa B npeagenax MocdoHaa Poc-
rmgpomeTa no pasgenam (mogpasgenam) cxembl cuctemaTusalmm npoBo-
ONTCH C y4ETOM OHOr0 UMK HECKONbKMX CreayoLLmMX NPU3HaKkoBs:

- CTPYKTYPHOro (B COOTBETCTBUM C MPUHALMEXHOCTBI eaunHUL, Xpa-
HEHNSA K UCTOYHMKY KOMIMMEKTOBAHUS UMM CTPYKTYPHOMY nogpasgenieHunto
rocyupexaeHus);

- XpoHonoruyeckoro (Mo nepnogam unn gatam, K KOTOPbIM OTHOCAT-
Csl €QUHNLBbI XpPaHEeHWUs);

- Tematmyeckoro (C y4eToM Buaa WHGOpMaLMK, K KOTOPOMY OTHO-
CUTCS cofepXXaHve, eOUHNLL XpaHEHUS U cTaTel NepeyHs);

- reorpadm4eckoro (B COOTBETCTBMM C OMpeaerieHHbIMU TeppuTo-
pUsSiMA, C KOTOPbIMU CBSI3AHO CoepKaHne JOKYMEHTOB);

- aBTOPCKOro (Mo Ha3BaHWSM opraHuMsaumn Unu amunmusam nuu, Ko-
TOpble ABMNSATCA aBTOpaMn JOKYMEHTOB).

Mpn cuctematTvsauum efuHUL, XpaHEHWUst 3NTEKTPOHHON [OKYMEHTa-
LUK OOMONHUTENBHO NCNOMb3YIOTCA OOBEKTHBIV U POPMATHbLIV NPU3HAKN.

4.9 EgvHMUbl XpaHeHus TpynnupyroTcs nocrneaoBaTesnibHO Mo npu-
3HaKaMm, NpMMeEHEeHNe KOTopbIX sBMNsieTcs Hanbonee uenecoobpasHbiM AN
BCEX UNW OTAENbHbIX rPynn AokyMeHToB ["ocdhoHaa Pocrugpomera.

4.10 CoxpaHHOCTb apXmBHbIX JOKyMeHTOB ['ocdpoHaa PocrugpomeTta
obecneunBaeTcs KOMMIEKCOM MEPOMNPUATAA MO CO30AHWUI0 OMTUMAIbHbIX
(HOpMaTUBHBIX) NPOTUBOMOXXapPHOrO, OXpaHHOro, TemnepaTtypHo-
BNa)XHOCTHOTO, CBETOBOrO U CaHUTAPHO-TMIMEHNYECKOrO PEXUMOB U Hag-
nexatlen opraHn3aunen XxpaHeHst apXUBHbIX AOKYMEHTOB, UCKITHOYaOLLNX
UX XulleHve unu ytpaty u obecneuymBaroWMX MOOAEPXKAHWE MX B HOP-
ManbHOM (OM3MYECKOM COCTOSAHUN.

4.11 O6ocobrneHHOMY XpaHEeHWIo Mmosiexar cnegylowmne apxvBHbIE
OokymeHTbl occoHaa Pocrngpomera:

- CEKpeTHbIE;

- YHUKanbHbIE;

- MOpaXeHHbIe BMONornYecknMn BpeauTensiMu.
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5 Opraamzanusa kommiiexktopanus F'ocgonaa Pocruapomera

5.1 Onpene.nelme HCTOYHHUKOB, COCTABJICHUEC CIIMCKA M IIJIaHA

komIuiekToBanus I'ocponna Pocrugpomera

5.1.1 NctoyHukamu komnnekrtoBaHusa ocdoHaa Pocrugpomerta siB-
nsaiTcs:

- opraHu3aumn Pocrugpometa, BxoAsdlime B roCygapCTBEHHYHO Ha-
GrrogaTenbHy ceTb 3a COCTOSIHUEM OKpY>KatoLew Cpefbl, ee 3arps3HeHu-
em B cooTBeTcTBUM C P[] 52.04.567;

- Hay4HO-uccrnegoBaTenbCckMe ydpexaeHnsa Pocrugpometa no cBo-
eMy npounio AeaTensHoCTY;

- dmsmyeckme 1 topuguveckue nuua, He Bxogsiume B cuctemy Poc-
rmgpomeTa, He3aBUCMMO OT UX OpraHuM3auMOHHO-NPaBOBOW (POPMbI, OCY-
LLECTBIAIOLME AEATENBHOCTb B 06nacTn rujpomMeTeoposiornm U CMEXHbIX
C Hew 0BnacTax Ha OCHOBaHUWU MULIEH3UN B COOTBETCTBUU C NULIEH3UOH-
HbIMW YCNOBUSIMW N NonoxeHuem [9];

- 3apybexHble opraHusauuu, nepegarowine nHopmaumio B obnactu
rMapoOMeTEeOopOsIorMM U CMEXHBIX C Hel obnacTtax B PocrmgpomeTt, B TOM
yucne No NIMHUU MeXAyHapo4HOro obMeHa Ha OCHOBaHWUM OBYXCTOPOHHUX
N MHOFOCTOPOHHMWX COrnaLleHui, NPOEeKTOB U NPorpamm.

5.1.2 Cnucok UCTOYHUKOB KomnsiekToBaHusa ocdonaa Pocrmapome-
Ta coctaBngetca OOl YIMC unu I'Y «YITMC» B COOTBETCTBUN C MAKETOM
3ajaHusi Ha BbINONHeHWe paboT 1 okasaHWe rocy4apCTBEHHbLIX yCnyr B 00-
nactu rmgpoMeTeoporiorMn U CMeXHbIX C Hel 0BracTax, MOHUTOPUHIA OK-
pyxatoLlen cpeabl, ee 3arpsisHeHns (nanee — 3agaHue Pocrngpomerta), ko-
TOPbLIA eXerogHo yTBepXaaeTcd npukasom PykoBoautensa Pocrugpomera.

5.1.3 BknoyeHne B CNMCOK UCTOYHUKOB KOMMIEKTOBAHUSA NUUEH3Ma-
TOB, He BxoAdAwmx B cuctemy Pocrugpometa, OD[ npomnsBogut B COOT-
BETCTBUN C JIMLEH3MOHHBIMU TpeboBaHUAMWU U YCIOBUSIMU, NPEOYCMOT-
peHHbIMU MYHKTOM 4 nonoxeHus [9]. CBeaeHns o cpokax n cocTtaBe AOKY-
MEHTOB, NpeacTaensemblx B [ocdoHa PocrnagpomeTa, OOMKHBI €XEerogHo
3anpawmsatbcs OD[ OT nNUUEH3MaToB nepen COCTaBfeHWeM Crmcka Uc-
TOYHMKOB KOMMSIEKTOBAHUS.
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5.1.4 Cnucku UCTOYHUKOB KoMmNnekToBaHusa ocdonga Pocrngpome-
Ta B 'Y «HWY» Pocrugpometa rotosdatca O 'Y «HAY» Ha ocHoBaHWM
nporpamm,  MNEPCNEKTUBHbIX W  roOOBbIX  MMaHOB  OMepaTMBHO-
NPOM3BOACTBEHHBIX U HAay4YHO-MUCCIeaoBaTEeNbCKUX paboT yypexxaeHus v B
COOTBETCTBUM C MPOEKTaMM MNNaHOB nepegadn Aen Ha XpaHeHue, KoTopble
€XXerofHo 3anpaluMBaloTCs B CTPYKTYPHbIX nogpasgenenunsax Iy « HAY».

5.1.5 Cnucok UCTOYHNKOB KomnsiekToBaHusa ocdonaa Pocrmapome-
Ta Angd rocyypexaeHun PocrngpomeTa COAepXuT:

- Ha3BaHWe CTaHUWA, NMOCTOB, APYrnX HabniogaTenbHbIX OpraHu3a-
uun B andaBMTHOM Mopsiake, oTAenos, naboparopui 1 Ap.;

- paspsagbl (kaTeropun) CTaHUMA, NOCTOB,;
rog 00pa3oBaHNsA CTaHUUR;

3arofioBKU 1 KO AOKYMEHTOB, NepeaaBaeMblX Ha XpaHEHUE;
HasBaHWe CTPYKTYPHbIX MoapasdeneHuin rocydpexaeHuin, nepe-
Jarowux gena.

5.1.6 YTOYHeHue n nepeyTBEpPXAEeHUE CrmMcka UCTOYHUKOB KOMMIEK-
ToBaHusa ocoHaa PocrmgpomeTta NpoBOAMTCS MO Mepe HeobX04MMOCTM
Ha cneyroLmMx OCHOBaHUAX:

- co3faHue, peopraHusaums, NUKBMOaunsa yypexaeHus, BXogsero
B CMMCOK KOMMIEKTOBAHWS;

- OTKa3 opraHusauui NULEH3MATOB UMW FpaXkdaH OT COTPYAHUYECT-
Ba C rocyypexaeHuem PocrugpomeTta (pacTopxeHue goroBopa, npekpa-
LLieHVe OEACTBMUS NULEH3NN);

- WCKIOYEHNEe opraHnsaunm u3 cnmcka MCTOMHUKOB KOMMIIEKTOBaHUS,
€CIn1 B npoLiecce ee AeATenbHOCTM nepecTtany obpa3oBbIBaTbCA JOKYMEH-
Tbl [ocgoHaa PocrngpomeTa.

5.1.7 TnaH KOMMMEeKTOBaHWS COCTaBNAETCA Ha OCHOBe npeaBapu-
TenbHO NPOBEAEHHON paboTbl NO COCTABMEHMIO CMUCKOB MCTOYHUKOB KOM-
NIEKTOBAHUS N COOEPXKMT:

- 3aronoBKM 1 KOAbl AOKYMEHTOB HabnoaeHun, akcneguunoHHbIX pa-
60T 1 0606LWeHNn No BceMm Bngam HabnwogeHun n pabot B obnactu rma-
POMETEOPOSIOrMMN U MOHUTOPUHIA OKpYXKatoLen cpeabl, BbIMOSHEHHbIX Ce-
TeBbIMM HabnwgatensHbiMM opraHudauusamm YIMC n nogpasgeneHnsmn
rocyypexaeHui PocrngpomeTa;
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Homep ctaTbk no P 52.19.143;
KONM4yecTBO AOKYMEHTOB (aen);

nepwvoa HabnogeHnn, 3a KOTOpbIe nepenarTcA JOKYMEHTbI;

KOMNMYECTBO MYHKTOB HAbMoAeHUN, NO KOTOPbIM AOMKHbI ObITb Me-
pefaHbl JOKYMEHThI;

- CPOK nepefayn JOKYMEHTOB (KBapTan roaa);

- HasBaHWe opraHu3auun, nepefaroLlen AOKYMEHTbI, haMnnunto, NHK-
uunansl JOMKHOCTHOrO Nuua, OTBETCTBEHHOTO 3a Nepeaady JOKYMEHTOB.

5.1.8 Cpoku nepegaun gokymeHToB B [occoHg PocrmgpomeTta u co-
CTaB nepefaBaeMbiX JOKYMEHTOB YCTaHaBIMBAKTCS MMaHOM KOMIMEKTO-
BaHus, no P[0 52.19.143, kpatkumn cxemamm no PL 52.19.704, 3agaHnem
PocrugpomeTta M NUUEH3NOHHBIMW TpebOoBaHMAMU B COOTBETCTBMM C MO-
noxexuewm [9].

5.1.9 Cnuckn MCTOYHMKOB KOMMIIEKTOBAHWUS W MilaHbl KOMMEKTOBa-
Hus MocdoHaa PocrmgpomeTta AoMmkHbI ObiTb MoAMNMCaHbl HavanbHUKaMU
O[] rocyupexaeHun Pocrugpometa, paccmoTtpeHbl 3K [NocdoHaa Pocru-
OpOMeTa U YTBEPXKAEHbI €XEerogHo Ao 1 MapTa pykoBOAUTENEM rOCy4pex-
OeHus.

5.1.10 Bbinuckn M3 nNnaHoOB KOMMNEKTOBAHMSA OOMMKHbI ObITb Hanpas-
neHbl BO BCe OpraHnsauumn u nogpasgeneHus, nepegatrolime gena.

5.2 Tlopsinok moaroroBku AoxkymeHToB I'oconga Pocruapomera
ISl mepegaym Ha xpanenue B Q@]

5.2.1 ®opmupoBaHne n odopmneHne aen, nNpefHasHayYeHHbIX Ang
nepegayn Ha xpaHeHume B O®[l, npomsBogutcsi paboTHMKaMu nogpasge-
neHun YI'MC wn rocyupexgeHunii PocrugpomeTa, B 4eATENbHOCTU KOTOPbIX
obpasoBanunch U/MnM NPOLLIN KPUTUHECKUIA KOHTPOIb JAOKYMEHTBI.

5.2.2 OTBETCTBEHHOCTb 3a KayeCTBEHHOE COCTOSIHME W MOSMHOTY
npegcrtaBneHns AokymeHToB B ['ocdoHn PocrugpomeTta HecyT pykoBoau-
Tenu nogpasgeneHun YIMC u rocydpexaeHuin Pocrngpomera.

5.2.3 Kputepusimm otbopa JOKYMEHTOB B 4ENO SABMSIOTCSA:

- 0OKYMEHTbl OJHOr0 CpoKa XpaHeHwus;

- obLlee copepxaHue;
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- KOJ AOKYMEHTa;

- NPVHALMEXHOCTb K OAHOMY MOApPa3neNieHnto Unn NyHKTy Habnto-
OEeHUI;

- obLwwmi nepvop HabnaEHNIA.

5.2.4 lMepen cpaven B lNocdoHa PocrvgpomeTa LOKYMEHTbI KOM-
NNEKTYTCA B eQUHNLBI XpaHeHus. 3a eQuHNLY XpaHeHUs JOKYMEHTOB Ha-
OnogeHUn NPUHMMAaEeTCs OAMH FOAO0BOW KOMMIEKT AOKYMEHTOB OOHOr0 Ha-
WMEHOBAHUS MO KaXaoMy MyHKTY HabniogeHun oThenbHo. 3a eauHuuy
XpaHeHUs1 JOKYMEHTOB Hay4YHbIX MCCregoBaHMM N 3KCMeAULUMOHHBLIX paboT
NPYHMMaEeTCs OOUH 3K3EeMMNNsSp oTyeTa, 3anucku, 0b3opa, cOOpHUKa, crnpa-
BOYHMKA, eXEerogHuka v T.1.

5.2.5 Tpu ocbopMneHnn OOKYMEHTOB B €AWHULbI XpaHEeHUs OOMKHO
ObITb YUYTEHO CriefyloLee:;

- 00beM Kaxaow eamHuUbl XpaHeHust omkeH bbiTb He 6onee 200 —
250 nucToB npwu TonwmHe eauHNLbI XpaHeHust He 6onee 30 — 40 Mm;

- B Cnyyae, Korga OOKYMEHTbI N0 cBoeMy 06beMy He BMeLLalTcs B
O[HO Jeno, JornyckaeTcs pasfeneHne OgHoro aena Ha HeCKorbKO TOMOB;

- B cny4yae, korga OOKYMEHTOB OJHOMO HauMeHOBaHWS 3a rof Ha-
OnogeHnn HegocTaTodMHO AN opMMpoBaHMSA Aena, AornyckaeTcs ux
0b6beamHeHue B OPL] no Mepe HaKoMNMeHUs 3a HECKONMbKO IeT;

- TEXHWYECKNe gena, nacrnopTa, >XypHanbl UCTOPUM CTaHUMW U MO-
CTOB CO BCEMM MPUNOXKEHUAMMU U UM NOJOOHbIE JOKYMEHTbI OCOOPMNAOTCS
B Aena no nyHKTam HabnwogeHui;

- NPV KOMMNNEKTOBAHUN B €4MHULIbI XpaHEHWsT pasHbIX JOKYMEHTOB Mo
HECKOSbKUM MyHKTam HabnogeHun ns-3a He3HaunTernbHoro obbema Heoo-
XOOUMO COCTaBNATb BHYTPEHHIOK OMNMUCb B COOTBETCTBUM C NPUIOXEHUEM 1;

- Npy POpMUPOBaHUMN Aena Ce30HHbIX HabnageHun n pabot gonyc-
KaeTcs obGbeauHeHWEe [OKYMEHTOB HECKONbKMX HauMeHOBaHWUM OOHOro
BnAa HabOmMO4EHUI 3a CE30H; B STOM Cllydae TakKe COCTaBMSIeTCS BHYT-
PEHHSASA ONUCb B COOTBETCTBUM C NPUIOXEHUEM 1.

5.2.6 Bce gokymeHTbl, BKNOYaeMble B AeN0, JOMKHbI 6biTb OTCOpPTU-
poBaHbl B XPOHOMOrMYeCKOM, andgaBMTHOM UK OPYrOM NPUHATOM MNopsia-
ke. Mpu bopmupoBaHun gena U3 JOKYMEHTOB OOSMKHbI ObiTb yaaneHsl Me-
TannuMyeckme ckpenku, Oynasku, 3aknagku.
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5.2.7 Hymepauua nuctoB B Aene nNpov3BoAUTCS B criefyolem no-
psake:

- NIUCTbI BKMKOYaeMbIX B AeN0 AOKYMEHTOB AOMKHbl ObiTb MPOHYyMe-
pOBaHbl B pa3BepHyTOM Buae apabckumu umdpamu B BEPXHEM NPaBOM Yr-
ny NpocTbiM KapaHAalloM; JOKYMEHTbI B jefie MOryT COXpaHaTb COBCTBEH-
HYI0 HyMepaLuio, eCnv OHa oTnevataHa U COOTBETCTBYET MOPSIAKOBOMY
pacrnonoXeHuto N1CTOB B Aene;

- NUCTbl JOKYMEHTOB, COCTOSILUMX W3 HECKONbKUX TOMOB (4acTten),
HyMepyrTCS MO KaXxaoMy TOMY (4acTun) oTAeNbHo;

- doTorpacuu, 4depTexu, guarpaMmmbl U ApYyrve MWACTpaTUBHbIE
OOKYMEHTbI, NpeAcTaBnsiolwmMe camoCTOATENbHbIA NIUCT B AOKYMEHTE, Hy-
MepYyTCS Ha 0GOPOTHON CTOPOHE B NIEBOM BEPXHEM YIy;

- nucT nboro 6onblioro dopmarta cnegyeT cknagbiBaTb U MOALUM-
BaTb 32 OOWH NEeBbIN Kpau, CROXEHHbIN NUCT pa3BopayvnBaeTcs U Hymepy-
eTCs B NpaBoOM BEPXHEM Yrhy;

- JIUCT C Harnyxo HakneeHHbIMW AOKyMeHTamu (Bblpe3kamu, Bbinuc-
Kamu, poTorpacpmsiMm 1 T.M.) HyMmepyeTcs Kak O4MH JIUCT;

- NoAwWwunTble B LOKYMEHT KOHBEPTbI C BMOXEHUAMU 06a3aTenbHO Hy-
MepYTCS, NPy 3TOM KOHBEPT JOMMKEH ObITb NoANUcaH, a BCe BMOXEHUS B
KOHBEPTE OOIMKHbI MIMETb BHYTPEHHIOK OMUCh;

- ONS TOAOBbIX KOMMJIEKTOB KHWKEK CTaHOapTHbIX dhopm (KI-1, KI-3,
KI-6 u 1.n.), merowmx onpeneneHHoe KonnmyecTso NMCTOB, NUCTbl JOMNycC-
KaeTcs He HymMepoBaTb, a HYMeEpOBaTb KONMMYECTBO KHWKEK B efuHULE
XpaHeHus.

5.2.8 B cnyyae obGHapyxeHus 60mblIOro ynucrna owunbok B Hymepa-
LUK NIMCTOB OHU MepeHymepoBbiBatoTcs. [pu nepeHymepaumm nncTos cTa-
pble HOMepa 3a4YepKMBalOTCA OAHOM HaKITOHHOW YepTon, a pAaOM CTaBUTCH
HOBbI HOMEp nucTa.

5.2.9 Mpn Hanuumm oTaenbHbIX OWMOOK B HymMepauuu NMCTOB Ha
HeMNnpoOHYMEpPOBaHHbIX NUCTax CTaBUTCA HOMep npeablayLiero npoHyme-
poBaHHOro nucta ¢ npubaeneHnem 6yks «ax», «6». NMpu NnoBTOPEHUU OHO-
ro HOMepa Ha HeCKONbKUX PSAOM PacronOXeHHbIX NUCTax K HoMepy npu-
BaBnstoTca BykBbl «ay, «6».
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5.2.10 Onga yyeTa konuyecTBa NUCTOB B Aere AoMMKeH ObITb cocTas-
NneH NUCT-3aBepuTenb Aena B COOTBETCTBUMU C NpunoxeHnem 2. bnaHku
nncToB-3aBepuTenen Aen OOMKHbI 6GbiTb OoTnevaTaHbl KPYynHbIM LLPUGTOM
N BKNagblBalTCsA B KoHUe aena. B rpacde «OcobeHHOCTH hmsmyeckoro co-
CTOSIHUSI 1 (DOPMMPOBaAHMSA ena» ykasbiBaloTCs HOMepa JIUCTOB C 0CODEH-
HOCTAMM (PU3NYECKOrO COCTOSHWUA: M30pBaH, ucnadvkaH, ¢ otorpaduen,
KpynHodpopmaTHble, MUTEpHbIE U T.M.

5.2.11 CdopmupoBaHHoe aeno caaetcs B nepennet. [Npu nepenne-
Te He OOJMKEH ObITb 3alUUT UK 3aKINeeH TEKCT AOKYMEHTOB.

5.2.12 Obnoxka pJena MOCTOSIHHOTO XpaHeHUs1 [[OJbkHa ObITb
odopmrieHa No opme MNpUNoXeHnsa 3, YepHOM TYLULIO C MOMOLLbIO Tpa-
apeToB BykB 1 Luncp unu HabpaHa ¢ nomouso NIBM.

5.2.13 MopgroTtoBneHHble ana cgayn B OP[] gena BHocATCs nogpas-
OerneHusiMM B ONUCK, cornacHo npunoxeHusm 4, 5, 6. Onmcu coctaBnsAoT-
Csl pa3fenbHOo Ha Aena NOCTOSIHHOIO U BPEMEHHOTO XpaHEeHUS.

5.2.14 Ha pena NOCTOSIHHOrO XpaHEeHWs OMMCKU COCTaBMAKTCA pas-
OEnbHO Mo Kaaomy BUAY HaONIOOEHWIM 3a COCTOSHUEM OKpY>KatoLLen cpe-
Obl, paboT 1 nccrnegoBaHun.

5.2.15 Ha pgena BpeMEHHOro XpaHeHusi COCTaBfisieTCs OAHa OMnuUCb
0e3 pasgeneHus Ha Buabl HabnoaeHun, paboT 1 uccneaoBaHUn.

5.2.16 Homep onucu, rpadha onnucu «MHBEHTApPHbLIN HOMep» U AaTa
noctynnexus B O®[ 3anonHsoTca B OD[.

5.2.17 Onncy gomkHbl ObITb OTMeYaTaHbl Ha Gymare XOpoLlero Ka-
yecTBa.

5.3 Ilpuem-nepenaua noxkymentoB I'oconga Pocruapomera
B O®/] rocyupexaenuii Pocrugpomera

5.3.1 lNpuem gokymeHTOB B ["0CchoHA PocrmgpomeTta npoBoauTCcs Ha-
YyanbHukoM O®[] No BHYTPEHHUM OMUCSIM B COOTBETCTBMU C MPUMOXEHMEM 1.

5.3.2 lpu npueme npoBepseTcs:

- KONMYEeCTBO BHECEHHbIX AeN B ONUChb M haKTUYECKN NMPUHUMAEMBIX;

- Ka4yecTBO nepenneTta unm 6poLopoBKX Aen;
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- COOTBETCTBUE 3arosyioBKOB A€eN, BHECEHHbIX B OMNUCb, COAEPKAHUIO
JOKYMEHTOB B fernax;

- Ka4yecCTBO M NMpaBUbHOCTb 0OopMeHns obnoxek gen;

- NPaBWUIBHOCTb IPYNMNMPOBKN U OCPOPMITEHNST JOKYMEHTOB, BKIOYEH-
HbIX B Aena;

- NpaBUNBHOCTb HYMepaLMn NIMCTOB AEr;

- Hanuuue B genax npyv HeobxoaMMOCTU BHYTPEHHUX OMNUCeEln U npa-
BUINBbHOCTb MX COCTaBMNEHUS;

- Hanuyune NUCTOB-3aBepuUTENEN aen.

5.3.3 OGHapyXeHHble HapyLleHWUsi YCTaHOBIEHHbIX NpaBun cgopmu-
poBaHUS M ohopMIieHMs Aen OOMMKHbI ObITb yCTpaHeHbl MpU NpuemMe, uUnm
Aena AomkHbl ObiTb BO3BpaLLeHbl Ha AopaboTKy (neperpynnuMpoBky, nepe-
odopmreHne gen u 1.4.).

5.3.4 Onncb NpuHATLIX Aen nognucbiBaetTcsl HavanbHukoMm O n
OOIMKHOCTHBIM NULOM, NepeaasLUMM gena.

5.3.5 OguH ak3emnnsp onucn BMecTe ¢ genamm ocraetca B OP[,
Opyror Bo3BpaLllaeTcs B CTPYKTYPHOE noapasaeneHue, nepegarllee gena.

5.3.6 lMo ntoram roga B OP[l onncu gen NOCTOAHHOIO 1 BPEMEHHOIO
XpaHeHuns dopmupytotca B gena. Onucu gen JOKYMEHTOB MOCTOSIHHOMO
XpaHeHuss hopMunpytoTcs B Aena no suaam mHdopmaumi. Onucu gen go-
KYMEHTOB BPEMEHHOIo XpaHeHust (hOpMUPYIOTCS B OAHO Aeno. Ha kaxgoe
[eno cocTaBngeTcs UToroesad 3anucb fena (cM. npunoxeHus 7, 8). Ntoro-
Bas 3anucb yTBepxxgaetcsa K MNocdoHpga Pocrugpomera.

5.3.7 lMpuem nnaTHbIX M3O4aHUN NPOU3BOAUTCA MO CYETaM M Ha-
KnagHbIM.

5.3.8 lNepepaya n npmvem gokymeHToB B O/l OT nuueH3naToB, He
BXOAAWMX B cucTemy PocrugpomeTta, OOSMKHbI NMPOM3BOAMTLCHA MO akTy,
ohopMreHHOMY B COOTBETCTBUM C MpunoxeHuem 9 Ha BnaHke yypexae-
HWS1, NepeaatoLero AOKyMEHTHI.

5.3.9 lMepenava n npuem gokymeHToB OCcdoHAa M3 OOHOrO yypex-
aeHus PocrmapomeTa B Apyroe, Npy MsMeHeHUn TeppuTopumn unu npodouns
peatenbHoctn YIMC 1 HAY, fomkHbl Npon3BOANTLCS HA OCHOBaHMK Npu-
kaszoB PocrngpomeTta, pykoBoagutenen rocydpexgeHun Pocrugpomerta no
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akTy, ohOpMINeHHOMY B COOTBETCTBUM C npunoxexHvem 10. AKT ocbopmns-
€TCs Ha OnaHKe yupexaeHusi, nepefatoLlero JOKyMEHTI.

5.4 Tlopsiaok 3KcNEePTU3BI HEHHOCTH IOKYMEHTOB

5.4.1 ApxuBHble JOKYMEHTbI BKNtovaTca B coctaB [ocdoHaa Poc-
rmgpomMeTa Ha OCHOBaHWUWN 3KCMEPTU3bl LLEHHOCTN JOKYMEHTOB.

5.4.2 Jkcneptusa LeHHocTn aokymeHToB B YIMC mnu rocy4dpexae-
Huax PocrugpomeTa ocyuwectengaetca 9K NocdoHaga Pocrugpometa. Mon-
Homouusl 1 nopsgok aesatensHocTn QK MNocdoHaa PocrmpgpomeTta onpege-
naeTca NonoXxeHWeM o Hewn, yTeepxaeHHbIM PykoBogutenem Pocrugpome-
Ta (PO 52.19.160).

5.4.3 lNpu npoBeaeHnn 3KCNEPTM3bl LEHHOCTU OOKYMEHTOB W orpe-
aeneHun cpokoB xpaHeHus aokymeHtoB 3K MNoccoHaa Pocrugpomerta py-
KoBoacTByeTcs nepeyHem P 52.19.143.

5.4.4 JkcnepTv3a HayyHOM M MPaKTUYECKOW LIEHHOCTU [OKYMEHTOB
ocdoHaa PocrmapomeTa NnpoBOANTCA B LIENSX:

- onpedeneHus coctaBa [OKYMEHTOB, OTHocawwmxca K [ocdoHay
PocrngpomeTa;

- BblpaboTKN NPEANOXEHUA MO CPOKAM N MECTY UX XPaHEHUS;

- oTbopa fOKYMEHTOB 41151 XpaHEHWS;

- oTbopa OOKYMEHTOB 41151 YHUUTOXEHUS B CBSA3M C UCTEYEHUEM CPO-
KoB XpaHeHus no P 52.19.143.

5.4.5 BknioyeHne gokymeHTOB B cocTaB [ocdoHaa PocrugpomeTta
OCYLLECTBMNSAETCS HA OCHOBE KOMIMIIEKCHOIO NMPUMEHEHUSI KPUTEPUEB:

- NPOUCXOXOEHUS OOKYMEHTOB ((pyHKUMOHaNbHO-LEeNneBoe HasHaye-
HME UCTOYHMKA KOMMIEKTOBAHUS C y4ETOM €ro 0cobon ponu unm TUNoBoro
XapakTtepa, BpeMsi U MECTO CO3AaHus JOKYMEHTa U T.M.);

- cofepXaHusi OKYMEHTOB (3Ha4YMMOCTb uHdopmauun (Bua rvapo-
MeTeonHdopMaLMm), B TOM YUCMEe €€ YHUKANbHOCTb, TUMMYHOCTb UMK He-
NOBTOPSIEMOCTb, BUA, OKYMEHTA, €ro NoAMMHHOCTL);

- BHELWHMX 0CcobeHHOCTen OOKYMEHTOB (TUM HocuTens, odopmie-
HWe OOKyMeHTa).
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5.4.6 3OkcnepTtusa ueHHocTn gokyMmeHToB B YIT'MC 1 rocyupexaeHmnsx
PocrugpomeTta npoBoguTcs:

- MO UCTEYEHUN CPOKOB BPEMEHHOIO XpaHEHUs! apXMBHbIX JOKYMEHTOB;

- npu noctynneHnm B OPL] fOKYMEHTOB OT NMLEH3NATOB;

- ana yteepxaeHusa 3K NoccoHaa PocruapomeTa NTOroBbIX 3anucem
nen onucen gokymeHToB [foccpoHaa Pocrugpomera.

5.4.7 KoHTponb 3a npoBefeHMeM 3KCMepTM3bl LIEHHOCTU OCYyLLecTB-
naetca AMNK NocdhoHaga PocrngpomeTa, cornacHo P 52.19.159.

5.4.8 TMo pesynbTatam aKCnepTm3bl AOSHKHbI ObITb:

- COCTaBMneHbl NPeasioXeHns Mo COCTaBy M CPOKaM XpPaHEHUS AOKY-
MEHTOB, COrflacoBaHbl C PYKOBOAUTENEM FOCYyYpexneHus u HanpasneHbl
ans paccmotpeHus B AMNK MNocgponaa PocrngpomerTa;

- oTobpaHbl ANns XpaHeHust 4okymMeHTbl FocdoHaa PocrmgpomeTa;

- COCTaBneHbl akTbl O BbIAEMNEHUN K YHUUTOXEHUIO AOKYMEeHTOB [oc-
doHaa PocrmgpomeTa C MCTEKWMMU CPOKaMW XpaHEHMSI MO MepedHto
PL 52.19.143 B cooTtBeTCTBMM C npunoxeHnem 11. AkTbl OOMKHbI ObITb
pPacCMOTPEHbI 3KCMEPTHOW KOMUCCUEN U HanpaBreHbl HA YyTBEPXOAEHUE B
OlNK lNocdoHga Pocrmgpomera.

5.4.9 [lena, npegHa3sHa4yeHHble N5l YHUUTOXEHUS, 0O YTBEPXKAEHNS
aKTOB O BbIAEMEHUN K YHUYTOXEHUIO OOMKHbI XpPaHUTbCS B crieunansHo
OTBELEHHOM AJ11 HAX MECTe.

5.4.10 lNMocne yTBepXXAeHUSA akTOB Aena OOSMKHbl ObiTh yNakoBaHbl B
Tapy v cAaHbl B OpraHM3auuio no nepepaboTke BTOPUYHOTO chipbs. Coava
ogopMseTcs NPMEMHO-CAATOYHON HaKNagHoM.

5.4.11 Ncnonb3oBaHWe [OKYMEHTOB AN XO3SMCTBEHHbIX HYyXO W
BbIBO3 Ha CBasiky He paspeluaeTcs.

5.4.12 OpuH ak3emMnnsap yTBEPXKOEHHOro akta [OIMKEH XPaHUTbCS B
O®[1 nocTosiHHO.

5.4.13 B y4yeTHble 1 cnpaBoOYHble AOKYMEHTbI OIKHbI ObiTb BHECEHDI
N3MEHEHUS.
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6 Opranuszanus yyera noxkymeHToB I'ocdonna Pocruapomera
6.1 Yder mocrynjieHus ¥ BbIOBITHSI IOKYMEHTOB M JeJ1

6.1.1 Yuet gokymeHToB NocdoHaa Pocrugpometa B OP[ rocyupex-
aeHnin PocrmgpomMeTa ocyLlecTBNSETCA B LensaxX MosyyeHust TOUHbIX AaH-
HbIX O KONMM4yecTBe, COCTaBe, ABWXEHUW AokymeHToB [occdoHaa Pocru-
OpoMeTa, a Takke KOHKPETHbIX CBEAEHUA O KaXaoM OOKYMeHTe. YueT 4B-
nseTca COCTaBHOW YacTblo MEPONPUATUI, HanpaBrieHHbIX HA COXPaHHOCTb
ocdoHaa Pocrmgpomerta.

6.1.2 YyeT npousBoauTCa NyTEM MNPUCBOEHUSA APXMBHbLIM OOKYMEH-
Tam (egvHuLaM XpaHeHus/egvHuuaM ydeta) y4eTHbIX HOMEPOB — WHBEH-
TapHOro Homepa U paccTaHOBOYHOIo UHAEKCA.

6.1.3 YyeT apxuBHbIX OOKYMEHTOB OCYLLECTBMSET chneunanbHO Bbl-
OeneHHbIN paboTHUK.

6.1.4 OokymeHTbl [occoHaa PocrmgpomeTta noanexart wvHAMBUAY-
anbHOMY M CyMMapHomy ydeTy. VHauBuayanbHbIi yyeT obecneymBaeT
CcBeJeHUs1 0 KaXaoM 3K3eMNnsape JOKYMEHTa, CYMMapHbIA — O KOnMyecTBe
pokymeHtoB B O®[] rocyuypexaeHuns wn/vnn B [occhoHae Pocrmgpometa
B LIENOM.

6.1.5 CymmapHbIi y4yeT pokymeHToB [ocdoHga Pocrmgpomerta
obecneunBaeT nonyyeHue cneayoLnx CTaTUCTUYECKNX AaHHbIX Ha 3aJaH-
HYI0 JaTy UnNu B UHTEpBare BpeMEHN Mexay ABYMS AaTaMMu:

- KONMYecTBO OOKYMEHTOB, nocTynusLUux B MocdoHa Pocrnapomera;

- 06beM mHopmaumm (M6) Ha SMEKTPOHHBIX HOCUTENSAX, NOCTYMNUB-
wux B MNoccpoHa Pocrugpomera.

6.1.6 OCHOBHbIMM YYETHBIMU JOKYMEHTaMW SBNSIOTCS:

- onMcU Jen MOCTOSIHHOTO M BPEMEHHOro XpaHeHusi (CM. mpunoxe-
Hus 4, 5, 6, 7, 8);

- KHUMM y4yeTa MNOCTYMNEHUSA U BblObITUS JOKYMEHTOB BbIMOMHEHbI B
COOTBETCTBUM C npunoxeHuamu 12 n 13. Nopagok pacnonoxeHnsa rpad B
KHUrax yyeta onpegensetca OP[;

- NUCT-3aBepuTEnb Aena — ANs ydeTa KOnvMyecTBa NUCTOB B Aene B
COOTBETCTBUU C MPUSTOXKEHNEM 2;
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- eXekBapTanbHbll OT4YeT MO popmMe CTaTUCTUYECKON OTYETHOCTU
(TM-16) 3anonHsaeTcs B COOTBETCTBMM ¢ MakeTom 3agaHus PocrugpomerTa,
€XEerogHblln OTYET y4yacTHUKa AeATenbHOCTN No hopmupoBaHuio MocoHaa
PocrnpgpomeTa 3anonHaeTca B COOTBETCTBUM C npunoxexnuamu 14, 15.

6.1.7 Onncn gomkHbl GblITb 0GQOPMIIEHBI B OEN0 B COOTBETCTBUM C
5251 5.3.6.

6.1.8 [dena onucen cnegyet HyMepoBaTb B MOPSAKE UX 3aBedeHUs
0e3 pasgeneHus Ha BUAbl JOKYMEHTOB.

6.1.9 B onucsax He paspeluaeTca genaTb NOOYUCTKU U 3aKnenBaHus
TekcTa. OWKnBOoYHYO 3anucb AornyckaeTcs pa3bopynMBO 3a4epkHYTb U Ha-
nucaTb NpaBunbHyl0. McnpaBneHne [oOMmkHO ObiTb MognvcaHo paboTHM-
KOM, BHOCUBLUMM UCMpaBreHune.

6.1.10 Hdena onucen OOMKHbI XpaHUTLCA B cendpe unm metannmye-
CKOM LUKady.

6.1.11 [okymeHTbI, NpuHATbIe 6e3 onucu, BNUCbIBalOTCA B ONUCL pa-
B6oTHMKoM OD[] 1 BKMOYAOTCS B Aeno onucen no Buay JOKYMEHTOB.

6.1.12 Y4yeT OOKYMEHTOB, MOCTYMMBLUMX Ha XpaHeHwe B [ocdoHA
PocrugpomeTta no akty npuema-nepegadu, opopMrneHHOMY B COOTBETCT-
BUM C NpUNOXeHneM 9, oT yupexaeHUn NMueH3naToB, He BXOASLWNX B CUC-
Temy PocrngpomeTa, Be4eTcs B KHUre yyeTta B COOTBETCTBUM C MPUIIOXKe-
Hnem 13. AKT odhopmnsieTcs Ha BnaHke yupexaeHusi, nepeaatoLero AokKy-
MeHTbl. OBnoXxKa KHUMM yyeTa 0POpMNAETCs B COOTBETCTBUU C NpUMOXe-
Huem 16.

6.1.13 AkTbl npuema-nepefaym fokymeHToB [ocdoHaa Pocruapo-
MeTa OT yupeXaeHu NMuUeH3naToB, He BXOASLWMNX B cuctemy Pocrugpome-
Ta, OOIMKHbI MoAwwmBaTbCs B Aeno. 3aBeplleHHoe Oenonpou3BOL4CTBOM
[erno OOoMmKHO BbITb 0hOpMIEHO B COOTBETCTBUM C 5.2.5.

6.1.14 YyeT nocTtynneHus un BbIOGbITUA NNaTHbIX U GecnnaTHbIX pe-
YXMMHO-CNPaBOYHbIX M MHOPMALMOHHBIX U3OaHWUIA JOIMKEH BECTUCH B KHU-
re yyeta. 'padbl kHUrM yyeta no ycmotpeHuto OD[l moryT cooTBeTCTBO-
BaTb rpadaM KaTanoXHOW KapTO4ku, O(OPMIEHHOM B COOTBETCTBUMU
c npunoxexHvem 17. Bce m3gaHua BHOCATCA B KHUTY yyeTa B nopsake
NOCTYNMeHMs1 NoA CaMOCTOSITENbHbIM HOMepPOM. [opsaKOBLI HOMEP MO-
CTYNMeHusa SBMseTcd OOHOBPEMEHHO WHBEHTapHbIM HOMEPOM U3[aHus.
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Kaxxgoe noctynneHue B npefernax OTYETHOro roga nornyyaet NopsiaKoBbIN
HOMep B BasnoBon nocnegosatensHoctu. Ecnv B O®P[ noctynuno 2-3 k-
3eMnnsipa ogHOr0 HaMMeHOBaHUSA KHUMM, TO 3a BCEMMU 3K3eMnnspamu 3a-
KpennsieTcst 04MH HOMep C YKa3aHMeM HoMepa 3K3eMmnrsipa.

6.1.15 ExerogHo go 20 siHBapst OP[] nomkeH 6bITb COCTaBMNEH OTYET
y4yacTHUKa AesTternbHOCTU no ¢popmupoBaHuio [occoHaa PocrugpomeTa
(cm. npunoxeHus 14, 15) n HanpasneH B Y «BHUWTMU-MUO» gns
0606LeHusa ceegeHnii o NocoHae PocrmapomeTa n npeacraBneHnst nx B
PocrnagpomeT n/unu Pocapxms.

6.1.16 CTpyKTypa oT4yeTa MOXET ObITb M3MEHEHa B CBA3N C N3MEHe-
Huem TpeboBaHWI cocTaBa OTYETHbIX AaHHbIX. PopMa oT4eTa eXerofgHo
HanpaBnseTcs BO Bce rocyvpexaeHnsa PocrugpomeTa.

6.1.17 BcnomoraTesnbHblA y4eT AOKYMEHTOB, [en U Y4eTHOM [OOKy-
MeHTauumm BegeTtcs B O[] no yaobHeiM Ana otaena dopmam.

6.2 Texnnueckas o0OpadoTka e

6.2.1 TexHnyeckas o6paboTka gen BKMOYaET WTEMNENeBaHue, npo-
cTaBrieHMe Homepa, OpopMrieHMe Kopellka W MNpocTaBfeHne paccTaHo-
BOYHOro MHAeKca aena.

6.2.2 [Ina wTemneneBaHus [JOMKEH MPUMEHSTLCS LWTaMn MnpsMo-
yronbHow opmbl paamepoM 1,5 x 4 cM, Ha KOTOPOM JOMKHbI ObITb BbIrpaBU-
poBaHbI CMoBa:

«l"ocpoHa Pocrvapometa Ne ».
COKpaLLleHHOe HauMeHOoBaHue rocy4pexaeHus Pocrugpometa HOMep Jena

LLtamn ctaBuTCS Ha 0ONOXKE, TUTYNIBHOM NUCTE U Ha 17- cTpaHuue

Aena. BHyTpu wtamna npocTaBnsieTcs 3akpenneHHbI 3a 4eNoM HOMep.

6.2.3 Ha kopellke gena 4YepHOW TyLbHO C MOMOLLbIO TpadapeTa OykB
n undpp nnn pas3dbopyumBbIM NOYEPKOM NevaTHbIMKM BykBamu u uudpamu 3a-
nMcbIBaeTCs Ko AOKYMEHTOB B Aere, Ha3BaHue MNyHkTa HabnwogeHun, ne-
pvog HabnogeHun. Ha genax, He MMeKLWNX KoOoB AOKYMEHTOB, 3anuchbl-
BalOTCS 3aronoBKM Aen.

6.2.4 PaccTaHOBOYHbII MHAEKC Aena 3anucbiBaeTcs Ha OyMaXkHbI
SAPIbIK U HaKnemMBaeTCst Ha 0BNOXKKY Aerna B NIEBOM BEPXHEM YIIy U HA TU-
TYNbHbIA NUCT gena B NpaBOM BEPXHEM Yry.
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0Ona pexvMHO-CNpaBOYHbIX, M34aHHbIX U MHAOPMALMOHHBIX MaTe-
pvanoB NpoM3BOAUTCS 3anofHeHne opmynspa 1 Haknerika kapmMaluka.

6.2.5 [Ina dopmynspa ucnonb3yeTcsl CTaHAapTHas KapTouka, 3a-
NofnHeHHas B COOTBETCTBUM C NpunoxeHvem 18.

6.2.6 [na xpaHeHus copmyrnsipa Ha BHYTPEHHIO CTOPOHY OBIOXKM
Jena HaknemBaeTcs ByMaxHbI kapmallek. Ha kapmaluke npocTaBnsieTcs
HomMmep aena.

6.2.7 lMpu noctynneHum B OP[ 2-3 3K3eMnnsipoB OAHOM0 HaMMEHO-
BaHWUsi KHWUMKN, HA OBNOXKE N TUTYNBHOM NIUCTE AOMKEH ObITb NMpOCTaBreH
HOMEpP 3K3eMMNIISipa: KOHTPONbHLIA 3K3eMnnsap, ak3emnnap Ne 2, ak3emn-
nap Ne 3.

6.3 HayuHo-cnpaBo4HbIi annapar k JokymeHnTaM I'oconga

Pocruapomera

6.3.1 B O®P[] pomkeH coCTaBnsATbCA WM BECTUCbL NpPegMeTHO-TEMa-
TMYECKMIN KaTanor gaHHbIX Ha BYMaXXHOM W 3MEeKTPOHHOM HocuTensax. dpy-
rme BUAbl KaTanoros onpeaensTcs U BeayTcs rno ycmotpeHuio Od[.

6.3.2 CocTtaBneHne 1 BeAeHWE KaTanora BKNYaeT onvcaHne OoKy-
MEHTOB M e Ha KaTarloXHbIX KapTo4ykax, X cuctemaTtm3aumio B Katarnore
N perynsipHoe MnonosiHeHne.

6.3.3 OnncaHve OOKYMEHTOB W [en Npou3BoaUTCHA Ha CTaHAapTHbIX
KapTo4kax.

6.3.4 VcTouyHMKamMM cBedeHur Ons onucaHus SIBASTCA O0OnoXxka,
TUTYMbHBIA NUCT, 06OPOT TUTYMBLHOrO NUCTa, NPEeAUCOBUE, CoaepXaHue,
TEKCT, NPUNOXEHMUS 1 BbIXOOHbIE AaHHbIE AeN U JOKYMEHTOB.

6.3.5 OnncaHne COCTOUT U3 3NEMEHTOB, KOTOPbIE 3aHOCATCS Ha Kap-
TOYKY B YCTaHOBIEHHOW NocrefoBaTenbHOCTW. [Ona kaxgoro Buaa OOKy-
MEHTOB (OOKYMEHTbI METEOPOIOrM4YECKMX, a3pOSIONTMYECKNX, arpoMeTeopo-
normyeckmx, rMaponornvyeckux U T.4. HabnogeHun, OOKYMEHTbl HayYHbIX
nUccnegoBaHUM U 3KCMEAULMOHHBIX paboT, M3gaHHble OOKYMEHTbI) ycTa-
HOBJIEH CBOW HAabop 31IeMEeHTOB onucaHus.

6.3.6 lNpu onucaHMn [JOKYMEHTOB HaOMAEHUA 3a COCTOSHUEM
oKpyXatowen cpedbl Ha NUUEBYIO CTOPOHY KapTOYKM, B COOTBETCTBUM
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c npunoxeHnem 19, [OMKHbI ObITb 3aHECEHbI CrieaytoLLMe OCHOBHbIE CBe-
OEHNs1 O JOKYMEHTE:!
Kof, JOKyMeHTa. 3arofnoBok Aena;
HanMeHOBaHWe NyHKTa HabntogeHun, obnacTe;
LUMpoTa 1 gonrota Mmecta. BeicoTa Hag ypoBHEM MoOpSs;
BUA HabniogaTenbHoW opraHvsauum (CTaHuus, MocT), ee paspsag
(kaTeropust). Ecnun ctaTyc HabnogaTenbHON opraHuM3auum U3MeHusncs, To
OTMe4aeTcs, C Kakoun aaThbl;

- WHBEHTapHbIN Homep. PaccTtaHoBoO4YHbLIN MHAEKC. [Mepuog Habnto-
OEeHUI;

- MeCTO XpaHeHWs JOKYMeHTa, ecnv JOKYMEHT OCTaBfieH Ha OTBET-
CTBEHHOE XpaHeHWe B yUpexaeHun, opraHmsauum;

- Ha KapTOYKM OOKYMEHTOB rMOpOnormyeckmx HabnogeHun 3aHocuT-
Cs1 JOMOMHUTENBHO KOA NOCTa, Ha3BaHWe peku, GacCcenH OCHOBHOW pPeku U
MOp#, Ha3BaHue o3epa, BOAOXPaHUNNLLA;

- Ha KapTOYKM OOKYMEHTOB MOPCKMX NPUBpexHbIX HabnwgeHun 3a-
HOCUTCS AOMOSTHNTENBHO Ha3BaHMe MOPSI.

Ecnu cBegeHns o gokyMeHTax He NoMeLLalnTcsa Ha NuLEeBOW CTOpoHe
OLHOW KapTOYKWU, TO OHM NPOAOSKAKOTCA Ha NULEBOW CTOPOHe 2-1, 3-1 n
T.0. KapTO4yeK, B MPaBOM BEPXHEM YrIIy KOTOPbIX CTABUTCS MOPSOKOBbIN
HOMeEp KapToukM. Ha kaxayto HOBYHO KapTO4YKy NMepeHOCUTCS Kog AOKYMEH-
Ta, HaMMeHOBaHWe nyHKTa HabnioaeHUn N 3aHOCATCS UHBEHTapHbIE HOMe-
pa, pacCTaHOBOYHblE WHAEKCHI M Mepuon HabnoaeHun OOKYMEHTOB, CO-
Jepxawmxcs B gene.

KapToukn 3aBoOsaTCS Ha Kaxgoe Aeno Mo KaxgoMy NyHKTY Habnwoae-
HWI. lHBEeHTapHble HOMepa, pacCTaHOBOYHbIE MHAOEKCHI U nepuod Habmo-
OEHVIA OKYMEHTOB, coaepXalluxcst B Aene, oneyvyaTbiBaloTCA Ha KapTouy-
KV Npu NOCTYNneHun aen.

Ha o6opoTHOM CTOpOHE MEPBON KapTO4kM MedataeTcs aHHoTauus
OOKyMeHTa npu HeobxoaumMocTu.

6.3.7 lpu onucaHMM OTYETOB O Hay4YHO-UCCreAoBaTENbCKUX U IKC-
NegMUMOHHBIX paboTax, cogepXXalux AaHHble U MaTepuarnbsl NpoBeaeH-
HbIX MONEeBbIX HAbMIOAEHNI 32 COCTOSIHMEM OKpYXaroLlen cpeabl, Hay4HO-
TEXHUYECKUX OTHETOB Hay4yHO-UccrnegoBaTenbCKMX  CYAOB, Hay4HO-
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TEXHUYECKMX OTHETOB CneunanmampoBaHHbIX U NONSAPHbLIX CTAHUMI Ha NK-

LEBYIO CTOPOHY KapTO4kW, COrnacHo npunoxeHuto 20 B COOTBETCTBUM
¢ FOCT 7.1-2003 pomkHbl BbITb 3aHECEHbI CBEAEHUSA O AOKYMEHTE:

- WHBEHTapHbIN HOMep. PaccTaHOBOYHbIA MHOEKC; 3arofnoBOK [OKy-

MEHTa;
- HauMmeHoBaHue 3aganus, HAP, Homep TeMbl, 3Tan paboThbi;
- HaMMEHOBaHWEe OpraHu3auuun, CoCTaBMBLUEN OTYET, CMIMCOK UCMOS-
HUTEnewn;

- CBefeHVs 0 MecTe 1 JaTe COCTaBlEHUS AOKYMEHTa;

- KONMYecTBO CTpaHuL, CBeAeHUst 06 MnncTpaumsax u MHOM mare-
pvarne B JOKYMEHTE;

- MECTO XpaHeHWsl JOKYMEHTa, €Cnv JOKYMEHT OCTaBIieH Ha OTBET-
CTBEHHOE XpaHEeHWe B YUYpEXOEeHWUN, OpraHn3aLunm.

Ha 060pOTHON CTOPOHE KapTOUKM NevaTaeTcs aHHOTaUusA JOKYMEHTA.

6.3.8 Mpu onncaHnm n3gaHHbIX JOKYMEHTOB (OtonneTeHn, exxerogHu-
KW, €XeMeCsSYHMKU, 0630pbl, CMPaBOYHMKM U Op.) HA NMUEBYID CTOPOHY
KapTo4ku (cm. npunoxeHune 17) B cootBetcTBumu ¢ FOCT 7.1-2003 AOMmKHbI
ObITb 3aHECEHbI CBEAEHUSI O KHUrE:

- WHBEHTapHbIA HOMEP KHWUMM. PaccTaHOBOYHBIN MHOEKC;

- 3arnaeue kHUrn. CBeaeHUsl, OTHOCSALLMECS K 3arnaBuio;

- HaMMeHOBaHWE y4ypexaeHusi-paspaboTymka (CokpalleHHOe Haume-
HOBaHwue);

- CBeJeHus 0 TOM, Tde, KEM U Koraa n3faHa KHura;

- KONMUYeCcTBO CTpaHuu, cBegeHusi 06 nnncTpaTMBHOM U MHOM Ma-
Tepuane B KHUre;

- UeHa, TMpax.

Ha obGopoTHOI CTOpOHE KapTo4vku nNpu HeobxooMMOCTU nevaTtaeTcs
aHHOTaLMsA AOKYMEHTA.

6.3.9 3anonHeHHble KaTanoXHble KapTOYKM AOIMKHbI OblTb Crpynnu-
poBaHbl M paccTaBrieHbl B kaTtanore no knaccudukaumm BMaoB Habnwoae-
HWI B COOTBETCTBMM C npunoxeHuem 21 n P 52.19.143.

6.3.10 KapToukm Ha [OKYMEHTbl METEOPOSIOrMYECKUX MPU3EMHbIX
HabnogeHu, HabnOeHN 3a 3arpsi3HEHUEM OKpyXKaroLlen cpefdbl U reo-
dm3nyeckumy HabnraAeHNs MU paccTaBnATCA BHYTPYU BUOOB HabnogeHWIn
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Nno pasHoBUAHOCTAM HabnoaeHun. BHYTpu pasHOBMAHOCTENW — MO KoAam
JOKYMEHTOB M 3arofioBKaM AOKYMEHTOB. 3aTem — B andaBUTHOM nopsiake
NyHKTOB HabniogeHu no pecnybnukam, kpasm, obnactam, ropogam e-
AepanbHOro 3HadeHusi, aBTOHOMHbIM 00OnacTsM, aBTOHOMHBIM OKpyram,
BHYTPUW KOTOPbIX MO rogam HabnoaeHWn B XPOHONOMMYeCcKoM NopsiaKe.

6.3.11 KapTouknm Ha OOKYMEHTbl a’3posiorMyecknx, arpomeTeoposio-
rMyeckux HabngeHUn paccTaBnsTCa NO Kog4aM OOKYMEHTOB M 3aroroB-
KaM OOKYMEHTOB. 3aTem — B andaBWTHOM MOpsifike MyHKTOB HabmnogeHun
6e3 pasgeneHns no obnactam. BHyTpy nyHKTOB HabnogeHWn — no rogam
Habnto4eHWI B XPOHOITOMMYECKOM MopsiaKe.

6.3.12 KapToukn Ha AOKYMEHTbl MMApPONorMvyeckux HabrnogeHun Ha
Cyllle paccTaBnsilOTCA MO Pa3HOBUOHOCTAM HabnwogeHun. BHyTpu pasHo-
BMAHOCTEN HabnoaeHun — no 6accenHam Mopen 1 KpynHbix pek. [anee —
no pekam, kaHanam, BogoxpaHunuiiam, o3epam B rugporpadmyeckom no-
psioKe, BHYTPU KOTOPbIX MO MyHKTaM HabniogeHun B rugporpaduyeckomM
nopsgke. 3atemMm — nNo kogam U 3arofioBkam AOKYMEHTOB, BHyTpY — MO ro-
Aam HabnaeHUn B XPOHOIOMMYECKOM MopsiaKe.

6.3.13 KapToukn Ha JOKYMEHTbl MOPCKMX MMAPOMETEOPOrormyeckmx
HabnogeHWn paccTaBnsAlTCA N0 MOPSIM, 3aTEM — MO KoAaM W 3arosfiloBKam
OoKkymeHTOB. [lanee — no nyHkTam HabnogeHun B andaBnTHOM Nopsake u
BHYTPMW HUX — MO rogam HabnaeHWI B XPOHOTOMMYECKOM MOpsiaKe.

6.3.14 KapToukn Ha OOKYMeHTbl reodusmyeckux HabnogeHunm pac-
CTaBNATCS BHYTPU B1Aa HAbNogeHWn No pasHOBUOHOCTAM HabnogeHWA.
[danee — no kogam u 3aronoBkamM [OKYMeHTOB. 3aTeM — B and)aBuUTHOM
nopsiake NyHKTOB HaOMOAEHUIA, BHYTPU KOTOPbLIX MO rogaM HabniogeHuin B
XPOHOMOrMYeckom nopsigke.

6.3.15 KapToukun Ha LOKYMEHTbI rennounsmdeckux HabnogeHun pac-
CTaBMSAOTCA MO KOAAM W 3arofiloBKaM AOKYMEHTOB. BHYTpU HUX — MO MyHK-
TaMm u rogam HabnaeHUN.

6.3.16 KapTouknM Ha CMHOMNTMYECKME OOKYMEHTbl pPacCTaBnsATCH Mo
3aronoBkam JOKYMEHTOB. BHyTpu 3aronoBKoB — No kogam [OKYMEHTOB U
rogam HabngeHun.

6.3.17 KapToukn Ha OT4YeTbl HaydHbIX UCCNeaoBaHUM U aKcneauuu-
OHHbIX paboT paccTaBnsAlTCA MO Buaam oT4eToB: oT4yeThl 0 HUP, oTyeThl
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00 aKkcnegMumoHHbIX paboTax, otyeTbl HUC, oTyeTbl cneumanunanpoBaH-
HbIX CTaHUUIA, OTYETbI NOMSAPHBIX CTaHUUA. BHYTpM — no rogam npoBeaeH-
HbIX paboT U nccnegoBaHMn B XPOHOMNOIMYECKOM MOPSIAKE.

6.3.18 KapTouku Ha usgaHHble JOKYMEHTbI paccTaBnaTcs B anda-
BMTHOM NOpsiike Ha3BaHW n3gaHuin (anbbomebl, atnachkl, GronneTeHu, exe-
rOOHVKKN, €XEeMEeCSYHUKM, KaTanoru, ob30pbl, CMPaBOYHUKM M Ap.). BHyT-
pwu — No 3arnaBusiM KHUT U rogam U3gaHun.

6.3.19 KapTtouku Ha 0By 4OKyMeHTaumio HabniogaTensHbiX opra-
HU3aUUR: akTbl OTKPbITUS U 3aKPbITUSA, TEXHUYECKME MacnopTa, XXypHanbl
NCTOPWM, aKTbl MHCMEKLUMI HabnogaTenbHbIX OpraHn3auuin 1 T.M. paccTas-
nawTca B andaBWTHOM MNopsiake HauMeHOBaHWA MYHKTOB HabnogeHui.
BHyTpn — no 3aronoBkam JOKYMEHTOB U rogaM npoBeAeHHbIX paboT.

6.3.20 [Ina xpaHeHMsa KapTovek KaTanora AOSMKEH NPUMEHATLCSA Tu-
NoBoW GMBNNOTEYHBIN KAPTOTEYHBIN LKA C BbIABUXKHBIMU ALLMKAMMU.

Kaxabln SWKUK ¢ KapTovkaMy Katanora OOS/PKeH MMeTb Ha nepenHen
CTEHKe SAPNbIYOK C yKa3aHWeM COAepXKaHus silumka (Has3BaHWs pasgenos,
noapasgernos, Ha3BaHUs U koAbl JOKYMEHTOB, HadarnbHble OyKBbI NEPBOrO
W NOoCrnefHero Ha3BaHUSA NyHKTa HabnwaeHun B siLLMKe, 3arofioBKW [AOKY-
MEHTOB).

B dAwmkn gomkHbl 6bITb MOCTaABMNEHbl pasgenuTennu ¢ BbiCTynamu B
BEPXHEN YacCTh, Ha KOTOPbIX HAKMENBAKTCA HAaAMUCKM HaA3BaHWUA pa3gerioB
W nogpasgenos.

KapToukn OOSmKkHbI ObITb HageThl HA MeTanMYeCcKUn CTEPXKEHb, KO-
TOPLIN 3aKPENSAETCH B SLLMKE.

6.3.21 BblHMMaTb KapTOYKM M3 dliMKa Ons OOMNOSIHEHUSA CBedeHui
MOXEeT TONbKO coTpyaHuk OD[], 0OTBETCTBEHHbLIN 3a KaTanor.

6.3.22 K kaTanoxHoMmy Lukady pekoMmeHayeTcs caenartb Tonorpadu-
YecKMI yKkasaTenb, cofepKallimi NonHblA, NoAPOOHLIN NepeyeHb Ha3BaHUs
KapTOTEK, PacrosioXKeHHbIX B KaXXAOM NMPOHYMEPOBaHHOM SILLMKE KaTarnora.
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7 Opranuszanus XpaHeHus 10KyMeHTOB ['oconna

Pocruapomera

7.1 TpeGoBanus K 31aHUSIM U MOMEIIEHUSIM ApXHBa

7.1.1 OokymeHTbl [ocdoHaa PocrugpomeTta pasmeLlatoTcs B crneum-
anbHO NMOCTPOEHHOM(bIX) MMM NPUCNOCOGNEHHOM(bIX) ONA XpaHeHUst 3aa-
HUMW(5IX) UK OTAENbHbIX NOMELLEHMAX 34aHNs, yaaneHHOM(bIX) OT OnacHbIX
B MOXaPHOM OTHOLLEHWUN 0OBEKTOB (HedbTexpaHunmLLa, 6€H30KOMOHKK, aB-
TOCTOSIHKM, rapaxu 1 T.M.) U NPOMBbILUNEHHbIX OOBEKTOB, 3arpsA3HSALLMX
BO34yX (arpeccuBHble rasbl, LeMeHTHas nbinb 1 T.M.). MNpurogHocTb MecTo-
pacrnonoXeHUsa apxvBa onpeaensercsi C y4eToOM 3aKMOYEeHUA Cnyxobl no-
YXapHOW OXpaHbl U CaH3aNUAEMCTaHLUMM O CTENEHMN 3arpsi3HEHHOCTM BO3ayXa
(8 YITMC 310 MoXeT BbiTb MPOTOKON O CTEMEHU 3arpsi3HEHHOCTU BO3ayxa
NPOM3BOACTBEHHbBIX MOMELLEHNA, COCTaBMNEHHbIA NnabopaTopunelrt MOHUTO-
pvHra 3arpsi3HeHusi aTMocgepHoro Bosayxa). CTpouTenNbCTBO M PEKOHCT-
pyKUMsT 30aHWs apxmBa MPOU3BOAATCS B COOTBETCTBMU C HOPMaTUBHbLIMU
NpaBoOBLIMU akTaMu, cogepXalumm TpeboBaHUst K 0OGbeKTaM TEXHUYECKO-
ro perynupoBaHusi, U MPOEKTHOW OOKYMEHTaUUEN, COrMacoBaHHOM C COOT-
BETCTBYIOLUMM YMNOSTHOMOYEHHBIM OPraHoOM MWCMOSIHUTENbLHOW BriacTn B
cdepe apxmBHOro gena.

7.1.2 3p0aHue apxvmBa npeacTaBnsAeT cobor KOMMSEKC OCHOBHbLIX U
BCMOMOraTesbHbIX NMOMELLEHUA, NpefHa3HaYeHHbIX AMs BbIMNOMHEHUsT 3a-
0ay apxuBa Mo XpaHeHuto, obpaboTke, MCMNOMb30BAHUIO apPXUBHbLIX [AOKY-
MEHTOB, U JOMKHO OTBeYaTb TPebOBaHUAM paLMOHANbHOW MNaHUMPOBKU
NOMeLLEHUNA.

7.1.3 CocrtaB, pacnonoxeHue, obopygoBaHne NoMeLLeHNI OCHOBHOTO
Ha3Ha4eHns1 OOMMKHbI obecrneyrBaTb COXPAHHOCTb APXMBHbBIX AOKYMEHTOB
Ha Bcex y4yacTkax paboTbl ¢ HUMMK, cobniogeHne TpeboBaHMI TEXHOMNOrMu
paboT, oxpaHbl Tpyaa, TEXHUKM 6e30MacHOCTU U NPOM3BOLCTBEHHOW CaHW-
Tapuu, a Takke paumoHanbHoe B3aMMOOenCcTBue nogpasaeneHnin apxmea.

7.1.4 K nomelLeHUsIM OCHOBHOIO Ha3Ha4YeHUsi OTHOCATCS:

- apXvMBOXpaHWMNMLLA;

- paboune nomelleHnsi paboOTHUKOB apxmBa;
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- NoMellleHns AN npuema, BpeMEeHHOro XpaHeHusi U akknMMmaTtu3aa-
LN apXMUBHBIX JOKYMEHTOB;

- NoMeLLeHns AN U3onaunm, Ae3vHdeKLn, Ae3nHCEKLMN 1 aepaTu-
3aLMKN NOPAXKEHHBLIX aPXMBHbIX JOKYMEHTOB;

- nomellleHns Ang obecnbinvMBaHWs, nepenneta 1 pecraspauun ap-
XUBHbIX JOKYMEHTOB;

- MOMeLLEeHNs Ans KOMMPOBaHWSA U pecTaBpaLn apXMBHbIX JOKYMEHTOB;

- MOMELLEHMS AN XpaHEHUS YYETHbIX JOKYMEHTOB;

- KOMMNMEKC YnTanbHoro 3ana (C ydactkamu Bblgadv gen U cnpaBou-
HO-TMOWNCKOBbLIX CPEACTB, BPEMEHHbBIM XPaHUITULLEM);

- MeToamyeckuii kabuHer;

- BbICTaBOYHbIN 3arn.

O6sa3aTenbHO AOMKHBI ObITh BblAENEHbI CrieayoLime NoMeLLeHNs:

- apXMBOXpaHUNMLLA;

- paboune komHaTbl coTpyaHnkos OD[;

- noMeLleHns anga paboTbl noceTuTenen ¢ aokymeHtamm FocdoHaa
Pocrugpomera.

He ponyckaeTca cOBMeLLEeHWE apXMBOXpaHWNuLL, U pabounx nome-
LLeHWI NMtoboro HasHayeHwusl.

7.1.5 PasmelleHre apxvBa B NpUCNOCOBNEHHbIX 30aHMAX U MOMeELLe-
HUSIX NMPOU3BOAMTCS B YCTAHOBMEHHOM MOpsiake Mocre NpoBeOeHust NX 3KC-
nepTu3bl. KCNepTM3a yCTaHaBNUBAET CTeneHb OrHECTOMKOCTU 34aHusd, Oon-
FOBEYHOCTb €0 OCHOBHbIX KOHCTPYKUMIA M MPOYHOCTb MEXITaXHbIX nepe-
KPbITUN C y4eTOM MOTeHUManbHbIX Harpy3oK, COCTOsiIHWE MOMeLleHuUn 3aa-
HUS1 (MOSTaXHbIX, NOABArbHbLIX, YepAAYHbIX), HANM4YNe U COCTOSIHUE OTOMM-
TenbHbIX Y BEHTUNALUMOHHBLIX CUCTEM. JKCnepTu3a NpoBoAnUTCS npeacTaBu-
TENAMW apxvBa, MOXapHbIX, OXPaHHbIX, CTPOUTENbHbLIX, CaHUTApPHO-
ANMAEMUNONOrMYECKNX U Apyrux cneumanbHblix cnyx6. o utoram akcnep-
TM3bl COCTaBIISAETCA akKT.

7.1.6 He ponyckaeTcs pasmelleHMe apxvBa B BETXMX CTPOEHWUSIX,
OepeBSAHHbIX MOCTPONKaXx, 30aHNSIX C CbiPbIMY OCHOBHbIMU, MOABaNbHBIMY,
YyepAayHbIMX NOMELLEHUAMUN, NEYHBLIM OTOMNEHNEM.

7.1.7 lNpegHasHayeHHble AN XPaHEHUSI apXUBHbIX JOKYMEHTOB
NMOMELLEHNST B MPUCNOCOBMEHHbIX 30aHMAX OOMMKHbI ObiTb M30NMPOBaHbI
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OT OCTanbHbIX NOMeLleHn 3aaHus. He gonyckaeTcs pasmelleHne apxus-
HbIX JOKYMEHTOB B MOMELLEHUSIX 34aHMs, 3aHSATOro criykbamu obLiecteeH-
HOro MUTaHWs, NULLEBLIMA CKNagaMu, opraHM3aumsaMm, XpaHAaWmMMmn noxa-
poornacHble U arpeccuBHblE BELLECTBA MIMM NMPUMEHSIOWMMY MoXapoonac-
Hbl€ N XMMUYECKME TEXHOSOTUM.

7.1.8 ApXuBOXpaHUNULLE OOMKHO ObITb MakCMMarnbHO yAaneHo oT
nabopaTopHbIX, NPON3BOACTBEHHbIX, ObITOBLIX MOMELLEHUA apxuBa U He
UMEeTb OOLLUX C HUMU BEHTUMSILMOHHBIX KaHanoB. ApXMBOXpaHUNuLLe OT-
JenseTcsa oT COoCeaHuX MOMELLEHUA apxuBa HECropaeMbiMU CTEHaMMU U
nepekpbITUAMN C Npegenamm OrHeCTOMKOCTU He MeHee ABYX YacoB. B ap-
XMBOXpPaHWUNULLE He OonyckaeTcsi npoknagka Tpyd BogoCHabXeHUst U ka-
HanmMsaumun, TeXHonormyeckme unm GblToBble BbIBOAbLI BOAbI.

7.1.9 Tpn NpoeKkTUpoBaHMM pasMeLLEHNST apXMBOXpaHUNuULLA B cne-
uuansHOM unu npucnocobneHHoM 3aaHmMmn npeanoyTeHne (Mpu paBHbIX Te-
NMOBbIX XapaKTEPUCTUKaX) OTAAeTCA MOMELLEHUSIM C CEBEPHON OpUEHTa-
LMen OKOH.

7.1.10 MaTepwuanbl MOKPbITUS CTEH, MOMOB, MOTOMNKOB, BHYTPEHHEWN
apmaTypbl apxvBoXpaHunuLia, npvMeHsiemMble Mpu M3roToBneHun obopy-
[OBaHUSA U CPEACTB XpPaHEHUSI apXUBHbIX OOKYMEHTOB, HE LOIMKHbI COOM-
paTtb MNbifb, 6bITb €€ UCTOYHMKOM UMK BbIAENATH arpeCCUBHbIE XMMUYECKNE
BeLlecTBa.

7.1.11 ApxvBOxpaHunuLie OOMKHO MMETb eCTECTBEHHYIO UIN UCKYC-
CTBEHHYI0 BEHTUNAUMO. CUCTEMBI KOHAMLUMOHUPOBAHWUST LOIMKHLI obecneyn-
BaTb PELMPKYNALMIO BO3ayXa C KpaTHOCTbIO obMeHa 2-3, cTabunbHOCTb TeM-
nepaTypHO-BIAXXHOCTHOIO peXxnmMa, OYMCTKY BO3dyxa OT MbUIM U arpeccuB-
HbIX MPUMECEN, a Takke OTBeYaTb COBPEMEHHbIM TpeboBaHMAM KOMMNaKT-
HOCTU Y 9KOHOMUYHOCTH.

7.1.12 BbicoTa apxvBOXpaHunuiia 3aBUCUT OT TEXHOJIOMMYECKOro
obopynoBaHusl, MPUHSTOTO ANsl XPaHEHWUs] apXUBHbIX [OOKYMEHTOB, HO
He MeHee 2,25 M [0 HM3a BbICTYMaOLWNX KOHCTPYKLMIN W, Kak npaBuno,
He Bbile 4 M.

7.1.13 ApxuBOXpaHUNuLLEe AOMKHO UMeTb yaobHble Bbixoabl K nud-
Tam U NEeCTHUYHbLIM KreTKaM.
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7.1.14 He ponyckaeTcst XpaHeHWe 3NeKTPOHHbIX JOKYMEHTOB Ha HO-

CUTENSAX C MArHUTHbIM PaboyMM CIOEM B apXMBOXPaHWMMLLE C NapaswuT-

HbIMWU MOCTOSIHHLIMU UITN NEePEMEHHBIMU MarHUTHLIMW MOMSIMU HanpshKeH-
HocTbto 6onee 400 A/m.

7.2 HopmaTHBHBIE pe:KUMBI XpaHeHUus1 JOKyMeHTOB ['oconna

Pocruapomera n TpeGoBaHMA K apXHMBOXPAHWJINIAM

7.2.1 TpeOoBaHus MOKAPHOI 0€30MACHOCTH APXMBOXPAHUIHII

7.2.1.1 lMNoxapHasi 6e30NacHOCTb apXMBOXPaHUIULL, B COOTBETCTBUM
¢ NOCT 12.1.004 pomxHa obecneunBaTbCsi CMCTEMaMU NPeaoTBpaLLeHUs
noxapa M NPOTMBOMOXapHOW 3alUuTbl, B TOM 4uCle OpraHu3aunoHHO-
TEXHUYECKMMU MEpPOonpuATUAMU Mo obecnedeHnto noxapHowm ©6esonacHo-
cTn. TpeboBaHUsA noxapHon 6e30NacHOCTN apXUBOXPaHUIULL AOMKHbI CO-
OTBETCTBOBaTb TpeboBaHMAM, yTBepXAeHHbIM B deaepanbHOM 3aKo-
He [10] n npaBunax [15].

7.2.1.2 3paHus, B KOTOPbIX pasMeLLeHbl apXMBOXPaHUMLLA, OOMMKHbI
ObITb 00OpyAOBaHbI MPOTMBOMOXAPHLIM BOAOCHAOXeHMeM. [loxapHblie
KpaHbl YCTaHaBNMBAKOTCA Ha NECTHUYHbIX nnowiagkax. MNoxapHble KpaHbl
BHYTPEHHErO NPOTMBOMOXAPHOro BOAONPOBOAA OOSMKHbI ObITh YKOMMIEK-
TOBaHbl pykaBamMy K cTBoniaMu. lNMoxapHbldi pykaB OoOfmKeH ObITb npucoe-
OWHEH K KpaHy u cTBony. [nuHa pykaBa [OIMKHA UMETb MPOTSIXKEHHOCTb,
obecneynBaroLLyto 4OCTYN A0 KpalHe TOYKN XpaHunumLa.

7.2.1.3 TNomeLleHnsa apxmBoxXpaHUNULL OOMKHbI ObiTb 060PYAOBaHbI
aBTOMaTUYECKMMUN YCTAHOBKaMWU MOXAPHOM CUrHanu3auuMm 1M noxapoTy-
LeHus.

7.2.1.4 ApxvBoxpaHunuwia AOMKHbI ObiITb 060pyAOBaHbI NepeHoc-
HbiMy nopoukoBeiMu Ol1-2, Or1-3, Ol1-4, Ol1-5 nnn yrnekMcnoTHbIMKU Or-
HeTywuTtenammn OY-1, OY-2, OY-3, OY-5 1 TpaHCnopTUPYEMBLIMU OFHETY-
wutenamun Or1-50, Or1-100, OY-10, OY-20, OY-40, OY-80 ¢ yyeTom npe-
OEenbHO LONYCTMMOM KOHLIEHTpaUMM OrHeTyllallero BeLlecTBa B COOTBET-
CTBMM C npasunammu [15].

OrHeTywWwmMTENn yCTaHaBNMBAOTCS Ha Kaxable 50 M? nnowagu.
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7.2.1.5 na nokanusaumm u nNUKBMAAUMM HEDBOMNbLUMX BO3ropaHuin
OOIMKeH ObiTb MOXapHbIA MHBEHTapb: JoMmbl, Garpbl, Beapa, acbecTtoBoe
NonoTHO, rpyboLlepcTHas TKaHb UMM BOMIOK (KOLLUMa, NMOKpbIBanNo U3 Hero-
ptoyero matepuana), Kplok ¢ LEPEBSHHOW PYKOATKOW, nonaTbl 1 Ap.

7.2.1.6 B kaxgom xpaHunuvuie gormkeH ObiTb BbiBELIEH MaH onepa-
TMBHOW 3BaKyauuy JOKYMEHTOB Ha crny4van noxapa, aBapum unm CTUXUMHO-
ro 6eacTBus, a Takke YTBEPXOEHHbIN CNUCOK pabOTHNKOB, OTBETCTBEHHbIX
3a 9BaKyaLM o JOKYMEHTOB.

7.2.1.7 B ogHOM nomelleHuM 3anpellaeTcsl XpaHuTb BellecTsa U
MaTepuanbl, UMetLLe HEOAHOPOAHbIE CpeacTBa NOXapOTYLLEHNS.

7.2.1.8 Kaxgbli paboTHUK apxuvBa Mpu OOHapyXeHWW noxapa wnu
NPU3HAKOB ropeHus (3anax rapu, 3agbIMneHve, NoBbILLEHNE TeMnepaTyphbl)
06s3aH:

- HeMeaneHHo coodWwmMTbL 06 3TOM B nogpasgerieHne noXKapHow Ox-
paHbl;

- NOCTaBUTb B U3BECTHOCTb PYKOBOACTBO M AEXYpPHbIE CryXObl;

- NPUHATBH NO BO3MOXHOCTWU MepbI MO 3BaKyauun Nogen n coxpaHe-
HWI0 MaTepuarnbeHbIX LeHHOCTEN;

- NPUHATb NO BO3MOXHOCTU Mepbl MO TYLUEHMWIO noXxapa C NOMOLLbIO
NepBUYHbIX CPEACTB NOXapOTYLUEHMS.

7.2.1.9 [JomkHOCTHOE nMLO apxuBa, NpuObIBLUEE K MECTy noxapa,
006s3aHo:

- nNpodybnupoBaTb COOOLLEHNE O BO3HUMKHOBEHMM NOXapa B noxap-
HYIO OXpaHy;

- MOCTaBUTb B N3BECTHOCTb PYKOBOACTBO M AEXYPHbIE CIYXObI;

- MpU HEOOXOOUMOCTM OTKIOUNTL SNEKTPOIHEPTUIO (33 UCKITHOYEHU-
€M CUCTEM NPOTMBOMNOXaPHOW 3aLUNThI);

- OCTaHOBUTb pPaboTy CUCTEM BEHTUMSALMU U KOHAULMOHUPOBAHUS
B aBapUIMHOM U CMEXHOM C HUM MOMELLEHWUSIX;

- npekpaTuTb Bce paboThbl B 34aHWM, Kpome paboT, CBA3aHHbIX C Me-
ponpuATUSMM NO NUKBMAALIMM NOXapa;

- yoanuTb 3a npegernbl onacHoW 30Hbl BceX paboTHWMKOB, HE yyacT-
BYIOLLMX B TYLLEHUWN MOXapa;
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- NPUCTYNUTb K TYLLEHUIO NoXapa UMELLMMUCS B XpaHunuLle cpea-
CTBaMM NoXapoTylweHuss ¢ cobnogeHnem TpebosaHmnm GesonacHocTn pa-
BOTHMKaMK, NPUHUMAIOLLMMY yYacTue B TyLLEHUU Noxapa;

- OOQHOBPEMEHHO C TyLIEHMEM [MoXapa OpraHu3oBaTb 3BaKyauuto
N 3aLLUTY apXMBHbIX JOKYMEHTOB (boHAa.

7.2.1.10 B xpaHunuuiax sanpeLiaeTcs:

- MONb30BaTbCH 3NEKTpPoHarpeBaTenbHbIMK Nprdopamu;

- oCTaBnsiTb 6€e3 NpuMCMOTpa BKIMOYEHHbIE B 3MNEKTPOCETb Namnbl,
nblfecochl;

- KypwuThb;

- MONb30BaTbCs HeucrnpaBHbIM 060pyAOBaHNEM.

7.2.1.11 Henb3a ucnonb3oBaTb 4YepgadHble M TeXHUYECKNe nome-
LLeHMsT B MPOU3BOACTBEHHbLIX LENAX WM ON1S XpaHEeHUs MaTepuanbHbIX
LleHHOCTEMN.

7.2.1.12 OrHe3awwmTHyt0 06paboTKy AepeBSHHbIX KOHCTPYKUMA 1 ae-
PEeBSAHHBIX CTENNaxen cnegyeTt nepnoamyeckm NoBTOPATbL C Y4ETOM CPOKOB
aKcnnyaTaumMn OrHe3alUMTHbIX MOKPbITUA. HapyleHusa orHesawuTHbIX no-
KPbITUA [OMMKHbI HEMeANEHHO ycTpaHsaTbCs. COCTOsiHME OrHe3allMTHbIX
MOKPbITUI JOIMKHO NPOBEPATLCS HE MeHee ABYX pa3 B roa.

7.2.1.13 lNpwn pacctaHoOBKe BbICTABOYHOrO U Apyroro obopyaoBaHUs
B NOMeLLEeHUAX OOMMKHbI ObiTb obecneyveHbl 3BakyauMOHHble Npoxoabl K
NEeCTHMYHBbIM KNeTkam 1 ApYruM NyTaM SBaKyaluu B COOTBETCTBMM C HOP-
MaMu NPOEKTUPOBAHMSI.

7.2.1.14 B nomMeLLeHnsX C OOHUM 3BaKyaUMOHHbIM BbIXOAOM OLHO-
BpemeHHoe npebbiaHve 50 n Gonee YenoBek He fOMNyCKaeTCs.

7.2.1.15 B apxuBoxpaHunuLiax n cnyxebHbix NoMeLleHnaX OOIDKHbI
ObITb BbIBELLEHbI TABNUYKN C HAAMUCAMM:

«OTBETCTBEHHbIV 32 NPOTMBOMNOXaPHOE COCTOSIHNE »,

«O noxape 3BOHUTb NO TenegoHy ».

7.2.1.16 ExegHeBHO MO OKOH4YaHMM paboyero BPEMEHN OTBETCTBEH-
HbIM 32 NMPOTUBOMOXAPHOE COCTOSIHWE MOMELLEHMI OOSMKHbI ObITb OCMOT-
pEeHbl apXUBOXpaHUNuLLa, nomelleHns no paboTe C JOKYMEHTamu U pe-
3ynbTaThl OCMOTpPa 3anncaHbl B XXypHaribl B COOTBETCTBUU C NPUNOXEHEM
22. MNpumep 3anucu B rpade 3 npunoxeHus 22: «lomeLlleHne npoBepeHo.

O6ecTo4yeHo. Kntoun caaHbl Ha BaxTy».
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7.2.1.17 He pexe AByx pa3 B rog OTBETCTBEHHbIM CNeLMUanvcToM
3a NPOTMBOMOXAPHOE COCTOSIHME TFOCYYPEXAEHUSA AOMKEH ObITb NMpoBeAEH
B O®l npoTUBONOXKAPHLIA MHCTPYKTaX W 3aHATMS MO  NOXapHO-
TEXHUYECKOMY MUHUMYMY.

7.2.1.18 BBOAHbIA MHCTPYKTaX O cobniogeHun mep noxapHon 6e3o-
NMacHOCTM B XpaHunuwiax n npu pabote ¢ AOKyMEHTaMu AOMKHbI MPOXO-
OWTb BCE BHOBb NpMHUMaeMble Ha paboTy paboTHuku. COTpyaHWKW, OO-
nycTuBLUNE HapylLleHne TpeboBaHWIi NnoxapHOM Ge3onacHOCTU, NpuBMeKka-
0TCSl K aQMUHUCTPATMBHOW OTBETCTBEHHOCTMU.

7.2.2 OXpaHHBI pexum

7.2.2.1 OxpaHHbLIN pexnMm apxmBa obecrneynBaeTcs KOMMIIEKCOM Mep
no obecneyeHuo MHXEHEPHO-TEXHMYECKON YKpenneHHocTn, obopyaosa-
HWIO 34aHMsa (NOMeLLeHNs1) apxuBa CpeAcTBaMM OXPaHHOW curHanmsauuu,
opraHusauum nocta(oB) oxpaHbl, oneyaTbiBaHWIO MOMeLLEeHUI, cobnioae-
HWIO NPOMYCKHOIO PEXMMa, XPaHEHUIO KITHOYEN OT CNy>KeOHbIX NOMELLEHWI
B COOTBETCTBUU C BHYTPEHHUM pernameHToM YIMC mnu rocyypexaeHun
Pocrngpomerta.

7.2.2.2 TpeboBaHus K apXMBOXpaHumuLLam U OPYyrum noMeLLeHNsiM
apxuBa, B KOTOPLIX XPaHATCA CEKPETHbIE apXMBHbIE AOKYMEHTbl U MPOBO-
aartca paboTbl C HUMK, YCTaHOBMNEHbI HOPMaTUBHBIMU MPABOBLIMU JOKYMEH-
Tamu no obecneveHnto pexxnma cekpetTHocTu B Poccuiickon Pepepavmm.

7.2.2.3 He ponyckaeTca aepxaTb OBEpPU apXvMBOXPaHUMULL, OTKPbI-
TbiMu. B paboyee Bpemsi Kroun OT ABEPEN apXMBOXPaHUIULL, LOIMKHbI Ha-
XOAMTbCS Y OTBETCTBEHHOIO paboTHMKa oTaena.

7.2.2.4 B apxvBOXpaHunuiie MMeloT npaBoO [OCTyrna OTBETCTBEHHOe
OOIMKHOCTHOE Nnuo 1 paboTHukn OD[, a Take pyKoBOAMTENb FOCYHPEXEHNS
n ero 3amectutenu. CnMcok nuy, UMeLLMX NpaBo AOCTyNa B apXuBoXpa-
HUNuLe, 0BHOBNSIEMbIN NO Mepe HEOBXOANMOCTU, JOIMKEH HAXOAUTLCS Ha
nocTy oxpaHbl. Bce apyrve paboTHUKM JONyCKalOTCH B apXMBOXpaHWUumLLe
TOMbKO B COMPOBOXAEHUN OTBETCTBEHHOIO AOMXHOCTHOrO Nuua unu nuua,
ero 3amellawoulero. VHble nuua [onycKkawTcsa B apXMBOXpaHWNuLLEe
B UCKIMKOYUNTENbHBIX Cy4asX TOMbKO MO MUCbMEHHOMY paspeLleHnto
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pyKOBOACTBA rOCyyYpexaeHns U B CONPOBOXAEHNM OTBETCTBEHHOIO [OIK-
HOCTHOrO fnLa unu nuua, ero 3ameLlaroLLero.

7.2.2.5 BblHOC 13 apxvBa apXuBHbIX [OKYMEHTOB, MaTepuanbHbIX
LEHHOCTEN N KHUI Hay4YHO-CNpaBOYHOM OMONMOTEKM, a TakkKe Hay4dHO-
CMpaBOYHOro annaparta paspeLlaeTcsl B yCTaHOBIEHHOM MOpsKe.

7.2.2.6 T1o okOH4YaHUN pabovero BpeMeHn OTBETCTBEHHbIA 3a OXpaH-
HbIA peXxum paboTHUK OTAena AOIMKEeH NPOBEPUTb COCTOSIHME XpaHuMLia
(3aKpbITb  (POPTOYKM, BBIKMIOYUTE INEKTPONPMOOPLI N3 CETU, OTKIHOYUTH
CcBeT pyOUNBbHUKOM), 3aMOfHUTL XXYpPHan OCMOTPa NOMELLEHUSI B COOTBET-
CTBMM C NpUNoOXeHueM 22, 3aKpbiTb OBEPU HA 3aMKM U onevataTtb ABepu.
Kntoun 1 nevaTb 4OMKHbI ObITb cAaHbl MOA POCNUCH B XKypHarne AeXypHOMY
Nno yypexgeHuio.

7.2.3 TemnepaTypHO-BJIAKHOCTHBIN pesKUM

7.2.3.1 B apxvBoXpaHunuie apXMBHbIX AOKYMEHTOB Ha OyMakHOM
ocHoBe, 060pyJOBaHHOM CUCTEMaMu KOHAMLMOHWPOBAHUSA BO34yxa, Nofa-
OepXXnBaeTcs HOPMATUBHbBIA TEMMNEPATYPHO-BITAXKHOCTHBIN PEXUM:

- Temnepartypa 17 — 19 °C;

- OTHOCUTEerNbHas BNaxHocTb Bo3gyxa 50 — 55 %.

7.2.3.2 TemnepaTypHO-BNaXXHOCTHbIE NapameTpbl Bo3ayxa Ansa Aon-
rOBPEMEHHOI0 XpaHeHUs YepHo-6enbix (pOTO4OKYMEHTOB:

- TemnepaTtypa He Bbllwe +15 °C;

- OoTHOCUTernbHas BnaxHocTb Bo3gyxa 40 — 50 %.
[nsi aNeKTPOHHbIX AOKYMEHTOB:

- Temnepatypa 8 — 18 °C;

- OTHOCUTErNbHAas BNaXHOCTb Bo3ayxa 45 — 65 %.

7.2.3.3 Peskue konebaHusi (CE30HHblE M B TEYEHWE OOHMX CYTOK)
Temnepatypsbl (£ 5 °C) n oTHocuTenbHON BriaxHocTN Bo3gyxa (x 10 %) He
aonyckarTcs.

7.2.3.4 Tpn oNUTENbHOM HapyLLleHUU TemnepaTypHO-BAaXXHOCTHOMO
pexuma (oT 3 cyT 1 bonee), CONPOBOXAAIOLLEMCS MOBbLILLEHWEM OTHOCUTEMb-
HOWM BRaxHocTn Bo3ayxa o 70 — 90 %, npyHUMaloTcs Mephbl Mo ero HopManu-
3auUmm (MHTEHCYBHOE NPOBETPUBAHME, OCYLLIEHNE apXMBOXPAHUMMLLA).
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7.2.3.5 B apxvBoxpaHunuLLe ¢ HeperynmpyemMmbiM KINMMaTOM LOSIKHbI
OCYLLECTBIATLCA  MEPONpUATAS MO ONTMMU3auMu  TeMrnepaTtypHo-
BMaXHOCTHOIO pexuma C npuMeHeHWeM OMTUMAarnbHOro OTOMMEHUs U Npo-
BETPUBAHMS NMOMELLEHWN, a TaKKe MEXAHUYECKNX CPEACTB YBNaXXHEHUST UIK
ocylleHus Bo3ayxa. [Mpu MOBbILWEHHON BRaXHOCTM BO3dyXa B XpaHunuiie
BO3MOXHO OCYLLEHVWEe BO3[yxa TBEPAbIMW MOrMOTUTENAMU Briarv — aHrva-
pYaoOM KpeMHMEBOW KUCMOTbl U aKTUBMPOBaHHbIM antoMuHneM. OcylueHue
BO34yXa MOXHO MPOBOAUTL TakKe BOAHBIMWU PACTBOPaMu XNOPUCTOro NUTUSA
N XIOPUCTOro Kanbums. MNMpu NOHWXKEHHOW BRaXXHOCTM BO3Ayxa B XpaHWMu-
Lax peKkoMeHAYeTCs pacCTaBrATb COCyAbl C BOOOW, MOKPbLITbIE CETKON U
MbITb NON B TeyeHne paboyero BpemeHu. B Boay nonesHo fobaBnsTe He-
fonbLuoe KonmyecTBo hopmarnvHa, KpeonmHa unm XropHON N3BECTU.

7.2.3.6 TemnepaTypHO-BNaXXHOCTHbIN PEXMUM KOHTPONMpPYeTCs NyTeM
perynsapHoro n3mMepeHus Temnepartypbl U OTHOCUTENbHOW BMAXHOCTU KOM-
HaTHOrO M HapY>XHOro BO3dyxa B OOHO U TO Xe BpeMs: B KOHOULMOHMpYe-
MbIX MOMeELLEeHUAX — He pexe 1 pasa B Hederno; B apxvBoxpaHunuLiax ¢
HeperynMpyeMbiM KIIMMaToM — 2 pasa B HELEI0; NPU HapPYLUEHUSAX PeXu-
Ma — 1 pa3 B CyTKM.

7.2.3.7 Ona nsmepeHns TemnepaTtypbl U BNaXHOCTU BO34yxa B Xpa-
HUNWLLE OOIMKHbI MPUMEHATLCA MeTeoporiornyeckne npubopsl: pTyTHbIE U
CMMPTOBbIE TEPMOMETPbI, TMIPOMETPbI, OapoTEPMOrMrpoMeTpbl, acnupa-
LUMOHHbIN ncuxpoMeTp. ExeaHeBHble n3MepeHns TemnepaTypbl U BNaxHo-
CTM MpPOU3BOAATCHA NO TepMoOMeTpaM, rmrpoMeTpam, 6apoTepMormrpomeT-
pam. ACnMpauMOHHbIA NCUXPOMETP Kak Hambonee TOYHbLIN NpMOOp OOMKEH
NPUMEHATBCS AN MOBEPKN MOKa3aHUM TEPMOMETPOB U TMIPOMETPOB OAMH
pas B mecsu,.

7.2.3.8 He pexe ogHoro pasa B rog Jo/mkHa ObiTb Npov3BeageHa no-
BepKa acnvMpaunoHHOro NCMXpoMeTpa B MeTPOriornyeckon cnyxoe.

7.2.3.9 B nepuop TexHonornyeckom obpaboTkM apXMBHBLIX AOKYMEH-
TOB [ONycKaeTCsl UX BpPEMEHHOE XpaHeHue (00 2 MecsLeB) B MOMELLEHUsIX
C HeperynupyemMbiM TeMNepaTypHO-BMAXXHOCTHbIM PEXMMOM Npu Temnepa-
Type (20 £ 5) °C n oTHoCMTEeNbHONM BNaxHocTu Bo3ayxa (50 = 20) %.

7.2.3.10 TNoka3aHusi KOHTPOSbHO-U3MEpPUTENbHbIX NPUOOPOB PUKCU-
pytoTCS B XypHarne B COOTBETCTBUU C MPUNOXEHNEM 23, B KOTOPOM TaKxe
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oTpaXKaloTCa nosBepka NpaBUIIbHOCTN NoKasaHW Npubopos N Mepsbl, Npu-
HATbIE MO HOpManusauMm TemnepaTypHO-BNaXXHOCTHOIO pexnma B cryda-
AX ero HapyLueHus.

7.2.3.11 KOHTpOmnbHO-M3MepUuTenbHble Npubopbl MOHTMPYIOT Ha Of-
HOM LWMTKE, pasMELleHHOM B [NaBHOM MPOXOAE apXvMBOXpaHWnuwa Ha
cTennaxe, Bganu OT OTOMUTENbHbIX Y BEHTUMAUMOHHBIX CUCTEM (KOHTPOIb-
Has To4YKa) N0 HopMaMm: NPV KOMHATHOM cUCTeEMe — OHa KOHTPOrbHas ToYkKa
Ha KOMHaTy, Npu MHOrosipyCHOWN — ogHa Ha sipyc. [Npnbopsl ycTaHaBnmBatoT-
CA Ha LWKTKaX, KOTOpble 3aKpennsalTCca Ha cTennaxax Ha pacctosHum 1,6 m
oT nona. Hopma pa3smeLleHus npubopoB — oanH KOMMIEKT Ha 25 M2,

7.2.4 CBeToBOi pe:kum

7.2.4.1 XpaHeHne apxXumBHbIX [OKYMEHTOB OCYLLECTBIAETCH B TEMHO-
Te. 9710 obecneynBaeTcs XpaHEHMEM apXUBHbIX JOKYMEHTOB B nepenne-
Tax, nankax, kopobkax, wkadax, Ha cTennaxax 3aKkpblTOro Tuna, a Takke
CcOoOMAeHNEM YCTAHOBEHHOIO CBETOBOMO peXuma.

7.2.4.2 OcBelleHNe B apXUBOXPaHUNULLE MOXET ObITb €CTeCTBEH-
HbIM WMWN UCKYCCTBEHHbIM. ApXMBHbIE AOKYMEHTbI MOryT pasMellaTtbcsi B
NOMELLEHUSIX C OKHamMu unu 6e3 okoH. PasmelleHne apxmBOXpaHUnuLLa B
nomMeLLeHnsix 6e3 OKOH [OoMnycKaeTCsl NPy HanMynum B HEM WCKYCCTBEHHOWN
WUNN eCTeCTBEHHOW BEHTUNSAUMM BO3dyXa C YCTaHOBMEHHOW KPaTHOCTbIO
BO34yx000MeHa.

7.2.4.3 EctecTBeHHOe OCBeLLeHNE B apXMBOXpaHUnuLLe gonyckaeTcs
paccesiHHbIM CBETOM MpU YCIOBMM NMPYMEHEHMSI HA OKHax CBeTopacceunBa-
Tenewn, aBTOMaTUYECKUX PErynsaTopoB CBETOBOro noToka (cneumarnbHbIX
cTeKon), 3alWnTHbIX OUNBTPOB, Xan3u, LUTOP, HAHECEHHbIX HA CTEKIO Mo-
KpbITWUIA 1 T.N.

7.2.4.4 [Ina UCKYCCTBEHHOrO OCBELLEHUSA B apXMBOXpaHUIuLLe npu-
MEHSIOTCS Namnbl HaKanuMBaHWs B 3aKpbITbIX NnadoHax C rmagkon Hapyx-
HOW MOBEPXHOCTbI0. [JonyckaeTcs NpUMEHEHUE NOMUHECLEHTHbIX nammn ¢
ypesaHHbIM ynbTpadroneToBbiM ydacTkom cnektpa tuna J1b, JIXB, NTB.
YpoBeHb OCBELLEHHOCTW B AManasoHe BUOUMOrO CMeKTpa He OOIMKEH npe-
BbllIATb: Ha BeEPTUKaNbHOW MOBEPXHOCTU CTennaxa Ha BbicoTe 1 M OT
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nona — 20-50 nk, Ha pabounx ctonax — 100 nk. OcBeLLEHHOCTb N3Mepsi-
€TCS ITIOKCMETPOM.

7.2.4.5 OnekTponpoBoAKka B apXMBOXpaHWNUWAX AOSMKHa ObiTb
ckpblTor. [JonyckaeTcs aneKkTponpoBodka B ra3oBbix Tpybax. LWTencenb-
Hble PO3eTKN AN NepeHOCHbIX BbITOBbLIX NPUBOPOB — namn, MblecocoB —
OOMMKHbI OblTb repMETUYHBIMU UMK NonyrepMeTudHbIMn. LLIHYpbl nepeHoc-
HbIX MPUBOPOB OOMKHbI MMETb PE3NHOBYH M3onsumio. PybunbHukM, pac-
npegenuTenbHble 3NEKTPOLWTLI U NpedoxpaHuTeny ycTaHaBnMBalOTCH
BHE apXUBOXPaHUMULL.

7.2.4.6 3awmTa apxmBHbIX JOKYMEHTOB OT paspyLuatoLiero AencTBums
€CTEeCTBEHHOr0 U UCKYCCTBEHHOro CBETa OCYLLEeCTBNSAETCS BO BCEX Nome-
LLleHMAX apxuBa nNpu noodbIX Buaax paboTbl C HAMM.

7.2.5 CanuTapHO-TrUTHEHUYECKHUI PeRumM

7.2.5.1 ApxuBoxpaHunuiia n gpyrme nomeLleHns apxmea cogepxat-
Csl B YMCTOTE U NOPSIAKE, MCKITHOYALLEM BO3MOXHOCTb MOSABIEHUS] Hace-
KOMbIX, TPbI3yHOB, MfiecCeHn W Nbinu. Ons npeaynpexpgeHus nonagaHus
Nbifv M3BHE B MOMELLEHME pekoMeHayeTca noaaepxmsaTb U3BbITOYHOE
nasneHue Bo3gyxa (0,05 — 0,1 aTM) C NOMOLLbIO BEHTUMALNOHHBIX CUCTEM.

7.2.5.2 B apxuBoxpaHunuiie obecneumBaeTtcs cBobogHasa UmMpKyns-
uusa BO3dyxa, WCKMyarowas obpa3oBaHME HEMNpPOBETPMBAEMBbIX 30H YC-
TOMYMBOro MUKpPOKNIMMaTa.

7.2.5.3 ExXegHeBHO B apXxvMBOXpaHumnuvLie nNPOBOAUTCA BraXHas
yb6opka. NMpn aTOM LLOKOMbHbIE YACTWU CTennaxem, nonbl, NAWHTYCbI, NOJ0-
KOHHUKM NPOTMPAaKT BOOHBIMU PacTBOPaMu aHTUCENMTUKOB.

7.2.5.4 OguH pa3 B Mecsl OOIMKEH MPOBOAMTLCA CaHMTaPHbIA OEHb
paboTHukamn OP[. B caHuTapHbI AeHb AOMKHbI BbITb NpMBEAEHb! B MO-
PSAOK OOKYMEHTbI Ha Mosnikax, obecnbifnieHbl MbliecocoM. [OmKHO ObiTb
NPOBEPEHO COCTOSIHNE BEHTUNSALMOHHOW, OTONUTENBHOM U OCBETUTENBHOMN
ceTell N NMPUHSTbI Mepbl ONs yCTpaHeHUss oBHapyXEHHbIX HeAOoCTaTKOB.
BbINonHeHHble paboTbl B CaHUTAPHbLIA OEeHb AOMMKHbI OblTb 3anucaHbl B
XXypHarn B COOTBETCTBUM C NpunoxeHnem 24. CaHnTapHble OHW BKNOYaoT-
cs B nnaH paboTbl oTaena.
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7.2.5.5 Tpu oBHapyxeHUn B XpaHunuLiax AOKYMEHTOB, KOpobok, no-
paXkeHHbIX MNIIECEHbI0, HEOHXOOUMO MPUHATH CPOYHbIE MEpbI MO CaHUTap-
Hov obpaboTke AOKYMEHTOB, CPEACTB XpaHEHUs 1 nomeLleHun. NopaxeH-
Hbl€ NIeCeHb AOKYMEHTbI AOMKHbI ObITb NepefaHbl B ApYroe nomeLLeHne
Ha gesuHgekumto. Ctennaxu, wkadbl, KOPOOKK, B KOTOPLIX XPaHWUINCL MO-
paXkeHHble MIeceHbl OOKYyMEeHTbl, 06pabaTbiBalOTCA TKaHbK, CMOYEHHOWN
5 %-m pacTtBopoMm dopManuHa, n npocywmsatoTcsa. [pn nnecHeseHum
CTEH, MOJIoB, MOTOMKOB MPOM3BOAMTCS aHTUrpubkoBasi obpaboTka nopa-
XXEHHbIX MOMELLEHUI.

7.2.5.6 OkHa B MOMELUEHUSIX apxuBa, OTKPbIBalOLMECS B TEMNsoe
Bpems roga, 3aWwmLaoTca ceTkaMmu ¢ AMameTpom syeek He 6ornee 0,5 Mm.
3aWwuTHBIMK ceTKkaMmn 00OpPYyAYIOTCH Takke BEHTUMSLMOHHbIE OTBEPCTUS B
CTeHax, MOToNKax, nonax apxvBoxXpaHunuLia, HapyXHble OTBEPCTUSA BEH-
TUMALUNOHHBIX CUCTEM.

7.2.5.7 C uenbko 06HapyxeH1s HacCeKoMbIX M NIecHEBbIX rPNboB ap-
XWBHblE€ [OOKYMEHTbl (BbIGOPOYHO) U NOMELLEHUS apXUBOXpPaHUNULL OBa
pasa B rog (B Hayane m rno OKOH4YaHUM OTOMUTENBLHOro Ce3oHa) noaBepra-
l0TCA 06a3aTenNbHOMY 3HTOMOMOrMYECKOMY U MWKONOMMYECKOMY OCMOTPY.
Mpu obHapyxeHnn BUoNorMyeckMx BpeauTernen NpUHUMaroTcs HemeaneH-
Hble Mepbl MO WX YHUUTOXEHUO M 06paboTke apXMBHbIX OOKYMEHTOB,
CPEACTB XpaHeHusl, apXnBoXpaHunuL,. [JOKyMeHTbI, MOpPaXXeHHbIe HaceKo-
MbIMW, JOSMKHbI BbITh M30MMPOBaHbI 1 NOABEPrHyThl Ae3uHcekumu. MNpu no-
paXXeHUN 3HaAYMTENBbHOTO KONMMYEeCcTBa LOKYMEHTOB HAacekoMbiMUM U ObHa-
PY>XEHUM UX B pasnuyHbIX MecTax XpaHunuiia Heobxoammo npoBecTu ge-
3MHCEKLMI0 BCEro XxpaHunuiia.

7.2.5.8 PeMOHT apxvBoxpaHunuL, AOMKeH MPOBOAUTLCA He pexe
ogHoro pasa B 10 ner.

7.2.5.9 B xpanunuuie 3anpeLiaeTcs:

- HaxoXJeHue COTPYAHUKOB, He BbI3BaHHOE HEOOXOAMMOCTLIO;

- KypeHue;

- packnagka n XxpaHeHue JOKYMEHTOB Ha Mosny, NOAOKOHHMKAX, B He-
pa3obpaHHbIX KMNax;

- XpaHeHMe NMOCTOPOHHUX NMpeaMeToB (CyMOK, noptdenen, oaexapl,
00yBMW, NPOAYKTOB NUTaHNSA U T.M.);
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- HacCTWIIKa NosIOBUKOB, KOBPOBLIX AOPOXKEK,;

- copepXaHue LBETOB;

- XpaHeHue 3anacoB bymaru, ctapon mebenu, JOCOK U T.4.

7.2.5.10 Bxog B xpaHunuuie n pabota ¢ JOKYMEHTaMM pa3peLuaeTcs
Tonbko paboTHMkam OD[] B UNCTbIX CBETNLIX XanaTtax v Ynctom obysu.

7.3 O0opynoBaHue apXHBOXPAHUJINIL CPeACTBAMHI XPaHeHUs

7.3.1 ApxvBoxpaHunuwia obopyaylTcs CTauMoHapHbIMKW MK nepe-
OBWKHBIMW MeTarnnmMyeckummn ctennaxamu. [JonyckaeTcs akcrnfyaTtaums cy-
LLEeCTBYIOLNX CTaUMOHapPHbLIX [AePeBAHHbIX CTennaxen, HaxoAsLMXCs
B HOPMaIlbHOM CaHUTaAPHO-OMOMNOMMYECKOM COCTOSIHUM 1 06paboTaHHbIX Or-
He3alWuTHbIMU cocTaBamu. B apxuBoxpaHunuviie ¢ HopMaTUBHBIM Temre-
paTypHO-BMaXHOCTHbIM PEXMMOM [OMycKaeTCs MpUMEHeHMe nepeaBux-
HbIX MeTannuMyeckux crennaxen. B kayecTse BcromoraTenbHOro unu cre-
unansHoro obopyaoBaHMS MOTYT MCMOMb30BaTbCA MeTannuyeckune Lika-
dbl, cendbl, WKadbl-CTENNaXM, a Takke CTauMOHApHbIE OTCEKM-OOKChl C
MeTannnMyeckummn neperopokamMmm u nonkamu.

7.3.2 B apxuBoxpaHunuiie ¢ eCTeCTBEHHbIM OCBELLEHUEM CTennaxm
N WwKadbl OTKPLITOrO TMNa yCTaHABMMBAKTCS NEPNneHaNKYnsipHO CTEHaM C
OKOHHbIMK nNpoeMamun. B apxuBoxpaHunuile 6e3 OKOH CTennaxu u Wwkadgbl
yCTaHaBNUBATCA C y4eTOM OCOBEHHOCTEN MOMELLEHNs, KOHCTPYKLUMMK
obopynoBaHUsa M HOpM ero pasmelleHus. He gonyckaeTtcsi pasmelleHune
cTennaxen, wkadoB M apyroro obopyaoBaHMsa ANA XpaHEeHUs apXUBHbIX
OOKYMEHTOB BIMJTOTHYH K HAPY>XHbIM CTEHaM 34aHMs U K UICTOYHMKaM Tenna.

CrauvoHapHble cTennaxu u wWkadbl ycTaHaBNMBaKTCA B apXuBoO-
XpaHunuiiax ¢ cobniogeHnem cnenyrowmx HopM:

- paccTosiHMe Mexay psaamu ctennaxen (rnasHbi npoxoa) — 120 cwm;

- paccTtosiHue (nMpoxopn) Mexay crennaxamu — 75 cwm;

- paccTosiH/e MeXay HapyXHOW CTEHOW 3[aHusi U cTennaxamu, na-
pannenbHbIMN CTEHE, — 75 CM;

- paccTosiHMe Mexay CTEHOW UM TOpuOoM cTennaxa unu wkada (ob-
xon) — 45 cw;
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- paccTosiH/e Mexay MOroM U HUXKHEW MOMKoW ctennaxa (wkada) —
He MeHee 15 cM, B LIOKOSbHbIX 3Taxax — He MeHee 30 cMm.

PacctosaHua (npoxoabl) Ans obopynoBaHMs € BblABWXHBIMU SILLMKa-
MW pacCUMTbIBAOTCS MO crneumanbHbiM HOpMaMm C y4eToM Turnopasmepa
obopynoBaHus.

7.3.3 ApxvBHble OKYMEHTbl Ha ByMaxHOW OCHOBE pasMeLLalTcs Ha
cTennaxax ropusoHTanbHO UM BepTUKaNbHO (B 3aBUCUMOCTU OT MX hop-
MaToB) B KOpOOKax nnu Apyrux nepBuMYHbIX CpeacTBax XpaHeHus (nankax,
dyTnapax un 1.n.).

7.3.4 PynoHHble MUKPOMUNBbMbI XpPaHATCHA B rOPU3OHTanNbHOM Moro-
XEHUM B METannMYecknx WUInm MnracTUKoBbIX KOPOOKax Ha cTennaxax Tuna
«enoyka» nNMbo Ha CTauMOHapHbIX CTEMMaXxax.

7.3.5 Kaxpgas egouHuua XpaHeHWs SMeKTPOHHOro AOKYMeHTa ykna-
ObIBaeTCHa B HErepMeTUYHY0 MHAOMBUAOYaNbHY ynakosky. [Mpu aTom gornx-
HO ObITb MCKMOYEHO CBOOOAHOE NepeMelLeHNe apXMBHOIO AOKyMeHTa
BHYTPU YMNaKOBKWA. ONEKTPOHHble HOCUTENU pPEeKOMEHAYeTCsl XpPaHuTb B
wkadcpax, obopyaoBaHHbIX MOfIKaMu, pasferieHHbIMUM Ha A4Yenku. Aderiku
OOMKHbI BbITb NPOHYMEPOBaHbI, camMu LWKadbl noagnucaHbl. KOHTPOnbHbIE U
AybneTHble 3K3eMNsipbl LOKYMEHTOB XPaHATCA B Pa3HbIX MOMELLEHUSIX.

7.3.6 He pgonyckaeTca xpaHeHWe apXMBHbIX JOKYMEHTOB Ha HOCUTe-
NsIX C MarHUTHbIM paboynm crnoem Ha heppoMarHMTHBIX MeTanIn4yeckux
cTennaxax; cTanbHble CTennaxu MoryT 6biTb MCNONb30BaHbI B UCKITHOYU-
TenbHbIX Cry4vasx, TOMbKO MPU YCrOBUM pa3MarHUYMBaHUSA M 3aMblKaHUS
KOHTYpOB CTennaxa (CoeaMHeHne MeTannmyecknx YacTen ctennaxa anek-
TPONPOBOAOM U UX 3chbdeKkTMBHOE 3a3emneHne). Hanps)kKeHHOCTb MarHuT-
HbIX Nonen He JormkHa npesbiwaTb 400 A/m.

7.3.7 JonyckaeTcs xpaHeHWe pasnu4yHbIX TUNOB HOCUTENeNn B O4HOM
wkadpy ¢ ycrnosnem obopyaoBaHusi COOTBETCTBYIOLLUMX sveek u cobrnioe-
HWUS1 B MOMELLEHNM YCITOBUIA XPaHEHWS.

7.3.8 na coxpaHHOCTM WHGOPMAaLMM Ha OucKkax Heobxoammo co-
onogaTth cnegyolme npasuna sKcnnyaTaunm u XpaHeHust:

- obeperaTb AUCK OT MEXAHWUYECKOrO U XMMUYECKOrO BO3AENCTBUA Ha
pabouyo NOBEPXHOCTb;
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- He JepxaTb AMCK OTKPbITbIM, YKNaablBaTbh ero B creunansHbIv 3a-
LWNTHLIA yTRAp;

- He KacaTbCsl MOBEPXHOCTU Aucka nanbuamu, 6paTb ero TornbKo
3a Kpas;

- obeperaTb AMCK U CUMTbIBaIOLLMI NPMBO KOMMNbIOTEPA OT nonaja-
HWUS NbINN 1 KOHOEHCATa;

- XpaHWTb OUCKW B OBYX 3K3eMnmspax B pasHblX MOMELLEHUSX;

- XpaHUTb AUCKM B LWKadax B rOpU3OHTaNbHOM UMW BEPTUKANbHOM
NnonoXxeHuu;

- HaOMMCK 1 3TUKETKU HaKIenBaTb Ha 3alLMTHYHO KOPOOKy.

7.3.9 [Ina obecnevyeHnss coxpaHHOCTU MHGOPMaLMN HA MarHUTONEH-
TOYHBIX HOCUTENSIX HEOOXOAMMO BbINOMHATL CneayoLmne npasuna:

- XpaHUTb KapTpuaX B COBCTBEHHOW 3aLLMTHON KOPOOKE;

- He OTKpbIBaTb «ABEPLY» KacceTbl, HE KacaTbCsl NEHTHI;

- nomMewaTb METKU (HaKMNewmku) unm Opyryt CCbINIOYHY0 WHOpMa-
LU0 Ha KapTpUOpK No COCeACTBY C NepekrntoyaTenemM 3aluTbl 3anucu;

- mocre 3anucu HopMaLun Ha KapTpUaX caaTb ero B XpaHunuile,
YCTaHOBUTb NepekniovaTenb B NOMOXEHNE «3allnTay;

- XpaHUTb KapTpuoku B crneumarnbHO MpefHasHayYeHHbIX A4venkax
BEPTUKanNbHO Ha OOHOM M3 €ro y3KuUX ANvHHbIX pebep;

- Henb3s cKrnaablBaTb KapTpUAXK B CTOMKY OOWH Ha APYron unm Ha-
KNMOHHO Ha ANuTernbHOoe BpeMs;

- OOVH pa3 B rog HeobxoouMmoO npoynTaTb BCHO MHopmaumio, npu
Hannuun oWwnBOK YTEHNSI NPUHATE Mepbl K BOCCTAHOBNEHWNIO UHbopMaLLmm
1 MOBTOPHO NepenucaTb JaHHbIe HA HOBbLIN KapTpuax;

- nepea MCMNonb30BaHMEM HEOOXOOMMO «aKKNMMaTuavpoBaTby Kap-
TPUOK B NPOM3BOACTBEHHOM MOMELLEHNM B TeYeHUe 24 4, ecriv OH Haxo-
ONNcs B OTNUYHBIX OT peKOMEeHAYeMbIX YCIOBUSX.
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7.4 PanuoHaabHOe pa3MelieHne 10kyMeHTOB ['oconna

Pocruapomera B apxXxuBOXpaHUIHIIE

7.4.1 OokymeHTbl locoHaa Pocrugpometra B apxuBoxpaHunuiie
pacronaratoTcsi B nopsigke, obecneymBaoleM WX KOMMIEKCHbIE yYeT u
XpaHeHue, a Takke onepaTuBHbIA NOUCK.

7.4.2 Topsgok pacnonoxeHus aokymeHTos focpoHaa Pocrugpome-
Ta onpegensieTcs Tonorpaguyeckum MnnaHoM (CXeMOW) MX pasMeLLeHwus,
yTBEpXOaeMbiM pyKOBOAUTENEM rocyypexaeHus. TonorpadupoBaHue ap-
XMBOXpaHWNuLLA npegycMaTpuBaeT pacnpefeneHne apXuBHbIX LOKYMEH-
TOB MO apXVMBOXPaHWMWLLY C yka3aHMeM UX HOMEpPOB MO KaxZoMy cTenna-
Xy apxumBoxpaHunuwa. NnaH (cxema) Haxoautcs B OP[, ocylwecTtBnsito-
LLIeM yYeT JOKYMEHTOB apxuBa, unv y paboTHuka, OTBETCTBEHHOIO 3a y4eT,
a COOTBETCTBYIOLLMIN €ro pa3gen — B apxXMBOXpaHUnuLLe.

7.4.3 MecTto pacnonoxeHus v nrowaab, Bblagensemas Ans pasve-
LLeHNA apXMBHbIX LOKYMEHTOB Ansi 060cobneHHoro xpaHeHus, onpeaens-
I0TCA UCXOASA U3 pearbHbIX BO3MOXHOCTEN U NEPCNEKTUBHBIX 0ObEMOB KOM-
NNeKkToBaHWS apxmBa B roCyuYpexaeHun.

7.4.3.1 PasmelleHne cekpeTHbIX AokymeHToB [ocdoHaa Pocruapo-
MeTa OCYLLEeCTBMNSETCS B COOTBETCTBUM C TPebGOBaHWAMU HOPMATUBHbIX
OOKYMEHTOB No obecneyeHuio pexunma cekpeTHoctu B Poccuiickon depe-
paumu.

7.4.3.2 BpeMeHHOEe COBMECTHOE XpaHEeHMe CEKpPeTHbIX U paccekpe-
YEHHbIX JeNn B apXMBOXPaHUIULLE CEKPeTHbIX apXUBHbIX OOKYMEHTOB
OONyCKaeTCA B MCKIMIOYUTENbHBIX CryyYasxX Mnpu OTCYTCTBUM CBOOOAHbLIX
nnowagen onsa pasMeLleHns paccekpeyeHHbIxX gen.

7.4.3.3 YHuKanbHble OOKYMEHTbI noarnexat cendoBOMYy XpaHEeHUIo.
Ha wMecTto wu3bATOro apxmBHOrO [AOKYMEHTa BKNaablBaeTcsd KapTa-
3amecTuTenb U NPN HEOBXOAMMOCTU KOMUSA apXMBHOTO AOKYMEHTa.

7.4.3.4 OneKTpOHHbIE OOKYMEHTbl XpaHATCs B 060COGMNEHHbIX Mo-
MeLLeHMAX B 3aBUCUMOCTU OT HOPMATUBHBLIX PEXMMOB XpaHEHUs Ans ux
HocuTenen.

7.4.3.5 B ogHOM apxvBoxpaHunuLie MoryT pasMmellaTbCs apXUBHbIE
OOKYMEHTbI pasHoro Bmaa, HoO TpebytoLwme 0ONHaAKOBBIX PEXUMOB XPaHEHUS
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(Hanpumep, apX1BHble JOKYMEHTbl Ha MarHUTHbIX NEeHTax N AUCKOBbIX HO-
CUTENSAX C MarHUTHbLIM CIOEM).

7.4.4 [Ona ynydweHns obcnyxuBaHns nonb3oBaTenen MHgopmalm-
en NocpoHaa PocrmgpomeTa n MakcumaribHOW COXPaAHHOCTW NOASIMHHUKOB
OOKYMEHTOB MoXeT 6biTb co3faH ¢hoHa nonb3oBaHusa [ocdoHaa Pocru-
apowmera.

7.4.4.1 ®oHa nonb3oBaHusA [ocoHaa Pocrugpomera cocTaBnsoT
CTpaxoBble KONUW JOKyMeHTOB cornacHo P 52.19.143 u konum Hanbonee
4YacTo 3anpallnMBaemMbIX apXMBHbIX JOKYMEHTOB Ha pa3HbiX HocuTensx. OH
pa3mMeLlaeTcs B 3aBUCUMOCTM OT BuAa Hocutens kak B OP/[], Tak n B nog-
pasgeneHnax rocyypexaeHms B COOTBETCTBMM C npukasom no YIMC unn
rOCyYpeXaeHuto.

7.4.4.2 B O®[ cdoHa nonb3oBaHMs Ha ByMakHOM OCHOBE, kak npa-
BWMO, XPaHUTCH B NMOMELLEHUN apXMBOXpaHWUMLLa BMECTE C MOAMMHHUKA-
MU LOKYMEHTOB Ha OyMaXXHOM OCHOBE Ha OTAefbHbIX CTennaxax unm B
wkadgax B Nopsake HOMEPOB apXMBHbIX Aer.

7.4.4.3 ®oHA Nonb3oBaHMSA Ha JNEKTPOHHbBIX HOCUTENSX pa3Mella-
€TCsl B NOMELLEHNUN apXMBOXPaHUNULLA C HOPMATUBHLIMU ONS1 HUX PEXU-
MaMn XpaHeHus.

7.4.5 YyeTHble gokymeHTbl [ocdoHga PocrugpomeTta pasmellaroTca
B M30SIMPOBaHHOM MOMELLEHUN Ui pabovemM nomelleHmmn paboTHuka(oB),
OTBETCTBEHHOrO(bIX) 3a y4eT AokymeHTOB [ocdoHaa Pocrugpomerta. OT-
BETCTBEHHLIMU 3@ COXPAHHOCTb U UCMOJSIb30BAHME YYETHBLIX [JOKYMEHTOB
ABNSATCS paboTHMKK, ocyLlecTBNALWMne ux BegeHne B OP[ rocyupexae-
Hus PocrugpomerTa.

7.4.6 Bce nomelyeHns apxusa (30aHus, aTaxu, sipycbl, apxmBoxpa-
HUNWLLA, KOMHATbI), @ Takke CTennaxu, cendbl, Wkadbl U NOMKM HyMepy-
toTCS.

7.4.7 B kaxxgoMm oTAEeNbHOM MOMELLEHUN CTENNaXu 1 WKkadbl HyMe-
pYlOTCS CaMOCTOSTENbHO CreBa HanpaBo OT Bxoda. [lonku Ha cTtennaxax
1 B Wkadax HyMepyrTca CBEPXY BHU3 CNeBa Hanpaso.

7.4.8 B uenax 3akpenneHus MecTa XpaHeHUsl U Moucka apXMBHbIX
OOKYMEHTOB B apxvMBOXpaHWMuLle CocTaBnsawTca nocoHaoBble (no
BMgamMm uHdopMaumm) u nocTennaxHble Tonorpaduyeckme ykasartenu.
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Tonorpacdpmyeckme ykasaTenu COCTaBrnsSlOTCA B KapTOYHOW MMM NIUCTOBOM
dopme B HEOOXOOAMMOM KONMYECTBE 3K3EMMIISIPOB.

7.4.9 Kaptouka Tonorpaduyeckoro ykasartens no sugam uHdopma-
LUK COCTaBNSETCS OTAENbHO Ha Kaxabli BUA MHopMauun. OTn KapTouku
pacnonaratloTca B nopsake HOMepoB BWAOB MHAopMauuun. KapTouka no-
CTENMaxHoro TonorpaduU4eckoro ykasaTens COCTaBMSieTCS Ha Kaxabln
cTennax. OTU KapToYkU pacrnonaralTcsd No nopsaky HOMEpPoB CTennaxen
B npegenax oTaenbHoro nomelleHns. OguH ak3emnnsap Tonorpaguyecknx
yKasaTenen XpaHuTcsl y paboTHMKa(OB), OTBETCTBEHHOrO(bIX) 3a y4eT Oo-
KYMEHTOB apxvBa, BTOPOW — B apXMBOXPaAHUINLLE.

7.4.10 BegeHne Tonorpadmyecknx ykasaternenm MOXeT OCyLecTB-
NATbCS Ha ByMaXKHOM HOCUTENEe UMK SNEeKTPOHHOM B COOTBETCTBUM C YCTa-
HOBIIEHHbLIMW PEKBU3UTaMU.

7.4.11 VIameHeHNsa B pasMelleHnn apXMBHbIX JOKYMEHTOB CBOEBpe-
MEHHO OTpaXxarlTCsl BO BCEX IK3eMMNnspax Tonorpaduyeckux ykasarenen,
a TaKke B nnaHe (cxeme) pasMelleHns aokymeHToB [locdoHaa Pocrugpo-
MeTa.

7.4.12 Kaxpgoe nepBuMyHOE CPeACTBO XpPaHEHUSI apXMBHbIX JOKYMEH-
TOB, (ECnM 3TO He Manka, a kopobka u T.4.) cHabXaeTcsa ApPMbIKOM, Ha Ko-
TOPOM YKa3blBalOTCA PaCCTAHOBOYHbIA MHAEKC, HOMEpa €AMHUL, XpaHeHws,
Haxo4saLWMXcst B KOPOOKe.

7.4.13 Hagnucu Ha sapnblikax UCNOMHAKTCA Tunorpadckmm cnoco-
OOM, TyWb WUAM crneumanbHbIMM YepHbIMU BOOOCTOMKUMU YEpPHUITaMMU.
[JonyckaeTcsa ncnonb3oBaHne LUTAMMNOB 1 APYrUX aHanormyHbIX CpeacTs.

7.5 KoHTpoJb 32 IBHKEeHHEeM U (GU3NYeCKHM COCTOSIHUEM

noxkymeHToB I'oconna Pocrugpomera

7.5.1 TpoBepka Hannuus U COCTOAHUA JokyMeHToB [occoHaa Poc-
rmapomeTa NpoBoauTCs B LENsX:

- YCTaHOBMEHUS PAKTUYECKOTO HaNMM4Ms HaXOLSALWMXCSA Ha XpaHeHUn
APXMBHbIX JOKYMEHTOB;

- BbISIBMEHUS OTCYTCTBYHLUMX apXMBHbIX JOKYMEHTOB AN OpraHu3a-
LMK NX po3bicKa;
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- BbISIBMEHUS N YCTPaAHEHUA HeLOCTaTKOB B yyeTe apXMBHbIX [AOKY-
MEHTOB;

- BbISIBMIEHNSI N y4YeTa apXMBHbIX JOKYMEHTOB, TpebyloLmx pecraspa-
LIMOHHOW, KOHCEPBALMOHHO-NPOGUNAKTUYECKON U TEXHNYECKO 0OpaboTKu.

[MpoBepkn Hannuusa n coctosiHuA AokyMeHToB ocdoHaa Pocrugpo-
MeTa MPOBOAATCA B NIAHOBOM MOpsifike, a Takke €4MHOBPEMEHHO (BHe-
oyepegHble).

7.5.2 B O®[] rocyupexaeHun PocrmgpomeTta npoBOAUTCS NnaHoOBas
LUUKNMYHas NpoBepKa Hanmuns n COCTOAHNS:

- YHUKanbHbIX JOKYMEHTOB — €XXEroaHo;

- nokymeHToB [ocgoHaa Pocrmgpometra Ha OymaXkHOM OCHOBe —
oauH pas B 10 neT;

- 9NEeKTPOHHbIX JOKYMEHTOB — OAMH pa3 B 5 ner.

7.5.3 LUMKNMYHOCTL MPOBEPKN HanmuMyusi apXuBHbIX AOKYMEHTOB On-
penensieTcs Ha ocHoBaHuK peweHua 3K MNocdoHaa Pocrngpometa B 3a-
BMCMMOCTU OT WUHTEHCMBHOCTM UCMNONb30BAHUSA N COCTOSHUS yyeTa [OKy-
MeHTOoB [N'ocdoHaa PocrmgpomeTa, HO He MeHee oaHoro pasa B 10 ner.

7.5.4 lNMpoBepka HanMMuMst U COCTOSIHUS CEKPETHbIX apXMBHbIX [AOKY-
MEHTOB OCYLLEeCTBNAETCA B nopsake, yCTaHOBNEHHOM AN CEeKpeTHbIX ap-
XUBHbIX JOKYMEHTOB.

7.5.5 B cnyyae ctuxmiiHbix ©OeACTBUI, MacCOBbIX NEpPEMELLEHUA U
Opyrnx obCToATENLCTB, B pesynbTaTte KOTOPbIX MOryT ObITb yTpayeHbl nnu
NoBpeXAeHbl apXMBHbIE JOKYMEHTbLI, a TaKkke Npyu cMeHe HavanbHuka Od[1
NpoBOANTCHA BHeoyepeaHas eAMHOBPEMEHHas MpoBepka Hanuunst U co-
CTOSIHWSI BCEX JOKYMEHTOB apXmBa U UX OTAENbHbIX YacTen (rpynnm).

7.5.6 B Hauyane npoBepkn HanmuMyns U COCTOSAAHUS OOKYMeHTOB [Oc-
doHaa PocrugpomeTta nNpoBOAUTCH BbiBEPKA YYETHBIX JOKYMEHTOB, KOTO-
pas BKMoyaerT:

- YCT@HOBMEHME MOSHOTbI YYETHbIX OOKYMEHTOB Ha MpoBepsieMble
OokymeHTbl [ochoHaa Pocruapometa, cBEpKY MX CONOCTaBUMbIX MOKasa-
Tenew;

- YTOYHEHWe nopsigka Hymepauum eQuHWUL, XpaHeHus no onucu gen,
onncu OOKYMEHTOB, B KHUre yyeTa M NpoBepka NpaBuITbHOCTWM COCTaBre-
HWS UX UTOrOBbLIX 3anucen;
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- BblBEpKa y4EeTHOW LOKYMEHTaUMuM U NpoBepKa ee Hamuuus MoxeT
NPOBOAUTLCS U KaK CaMOCTOATENbHLIN BUA paboThl.

7.5.7 [Onsa npoBeaeHWs NPOBEPKM HanMunst U COCTOSHUS JOKYMEHTOB
[ocoHaoa PocrmgpomeTta npukasom pPyKOBOOUTENS rOCyvYpexaeHus Ha-
3Ha4aeTcs KOMUCCUS, B KOTOPYHO OOIMKHbI BXOAUTbL MpeacTaBuTenb agmu-
HUCTpaumm, HavaneHuk O®, paboTHukn Od[ [14]. K paboTte B Kommnccum
MOryT MpUBMNeKaTbCs COTPYAHUKN CTPYKTYPHbLIX NoApasaeneHuin rocy4pex-
[eHus1, OTBETCTBEHHbIE 3a NpoBepsieMbi BUA HabntogeHuin. KonvyecteeH-
HblA COCTaB KOMUCCUM U MpUBMEYEHWe crneuuannucToB Apyrux nogpaspe-
NeHUIN onpefensaeTcsa NPUKasoM pyKoBOOUTENS roCy4YpexaeHust.

7.5.8 lpu npoBepke HanU4uus eQuHUL, XpaHeHWsl, KOTopble YYTeHb!
Mo BHYTPEHHMM ONUCSM, MPOBOANTCHA CBEPKA HaNM4ums TakMx JOKYMEHTOB C
BHYTPEHHEN OMUCbI0, @ TakKe CBepKa Hannunsa NUCToB B eAnHMLAX XpaHe-
HWS, noanexalumx XpaHeHuto B HecbpoluopoBaHHOM (6e3 NoALInBKM) BU-
Ae. EQuHMLBI XpaHEeHUs1 ¢ YHUKanbHbIMWM LOKYMEHTaMu 0653aTenbHO Npo-
BEpSIOTCHA MOSIUCTHO.

7.5.9 HNokymeHThl [ocdoHaa PocruapomeTa, BblAaHHble B YMTanb-
HbI 3an 1 paboune NoMeLleHNst apxmBa, NPOBEPSIIOTCA Ha 0BLLMX OCHOBa-
HWSX NO KHUraM BblAayn apXMBHbIX JOKYMEHTOB 13 apXxuBoxpaHunuul. Jo-
KYMEHTbI, BbldaHHble BO BPEMEHHOE MONb30BaHKe, NMPOBEPSIOTCA MO Kap-
TOYKaM-3aKka3aMm M akTam Bbi4ayn U CHUTAOTCH MMEKLUMUCS B HANUYMK,

7.5.10 B xoge npoBepkuM Hanuuus U COCTOSIHUS OOKYMeHTOB [oc-
doHaa PocrnagpomeTa He JonyckaeTcs:

- BHOCUTb B OMNUCb Aen, OOKYMEHTOB W KHUTY yyeTa HeydTEeHHble
€0VHULbI XpaHEeHWs;

- genatb Kakve-nmbo NMOMEeTKX, UCMPaBMNEHNUST UIN 3anucu B OMUCAX
Aen, OOKYMEHTOB M APYrMX YY4ETHbIX JOKYMEHTax.

7.5.11 PesynbTaTbl NPOBEPKU Hamnuuusi U COCTOSHUS [OKYMEHTOB
FoccoHpa PocrugpomeTta n obHapyXeHHble B €e XOAe HedocTaTku OUKCU-
pyloTCSl B NIUCTE NPOBEPKN HaNU4uMs U COCTOSIHUS apXMBHbIX AOKYMEHTOB B
COOTBETCTBUM C NPUMOXEHUEM 25 1 B aKTe NMPOBEPKU HANMuus U COCTOS-
HWS apXMBHbIX JOKYMEHTOB B COOTBETCTBUN C NPUMOXeHneMm 26.

7.5.12 JIUCT NpoOBEPKM HaNU4YNS U COCTOSIHUSA apXMBHbLIX JOKYMEHTOB
COCTaBNSAETCHA HEeNocpeACTBEHHO B X04e MPOBEPKU, KaK NPaBuIio, Ha Kaxayto
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onucb Aern, JOKYMeHTOB oTaenbHo. Npu npoBepke Hebonblnx No o6bemy
onucen gen, AOKYMEHTOB JOMNyCKaeTCa COCTaBreHue O4HOro fiMcta nposep-
K/ Ha BCe onucu aen, JOKYMeHToB. B crniyyae obHapyXeHus B xofie npoBsep-
KM Hanmuumst U COCTOSAHUS apXMBHbIX OOKYMEHTOB HedoCTaTKoB, He mpeay-
CMOTpPEHHbIX rpadamMm nnMcTa NPoBEPKMK, a Takke Npu NONMCTHOW NpoBeEpKe
Jen B NUCT BBOAATCA YTOYHEHUSI U OOMOSHUTENbHbIE PEeKBU3UTLI. JINCTbI
NPOBEPKM HYMEPYIOTCA B BariOBOM MOpsigke B npeferiax apxvBHbIX OOKY-
MEHTOB MO KaXaoMy BuAy HabnogeHWn Npu KaKaow NpoBepke M NOANUCHI-
BalOTCH UCMOMHUTENAMWN B COOTBETCTBMM C NPUNOXEHNEM 25.

7.5.13 OOHOBPEMEHHO C aKTOM MPOBEPKU HANMYMUS N COCTOSIHUS ap-
XWBHbIX JOKYMEHTOB MpPU HEOOXOAMMOCTM COCTaBNATCS aKT O TEXHUYe-
CKUX OLUMOKaX B YYETHbIX OKYMEHTax B COOTBETCTBUU C MPUNOXeHUeM 27,
aKkT O HencnpaBMMbIX MOBPEXAEHUSX apXMBHbLIX AOKYMEHTOB B COOTBETCT-
BUW C NpunoxxeHnem 28.

7.5.14 Tlo OKOHYaHMM MPOBEPKN HANMYUA U COCTOSAHUS aPXUBHbIX
JOKYMEHTOB B KOHLIE OMUCK Aen, AOKYMEHTOB W KHWUMM y4eTa npocTaBns-
IOTCA LUITaMM «MNpOBEepeHo», Aarta, OOMKHOCTb M NOoANUCL nuua, Npou3so-
OMBLUErO NPOBEPKY.

7.5.15 B cny4ae obHapyXeHusi B UTOTOBOWM 3anucu onucu aen, Oo-
KYMEHTOB M KHUIMN y4eTa HeYyYTEHHbIX NMUTEPHbIX U NPONYLEeHHbIX NOpAaKo-
BbIX HOMEPOB, BbIObIBLLUMX B COOTBETCTBUM C YCTAHOBIMEHHbIM MOPSOKOM
€0VHWL XpaHeHWs1, UTOroBas 3an1cb NepecoCcTaBnsieTCs.

7.5.16 Ha Bce oTcyTCTBYylOLME B XOA4€E NPOBEPKM HANUYNSA U COCTOS-
HUS @apXMBHbIX JOKYMEHTOB eOUHWLIbl XpaHEHWUs1 COCTaBMSATCA KapTO4ku
yyeTa HeobHapyXeHHbIX apXMBHbIX LOKYMEHTOB. BegeHue kapToTekum He-
0BHapY>XEHHbIX apXMBHbIX OOKYMEHTOB OCYLLECTBNSAETCA LIEHTpann3oBaH-
HO Ha ByMa)KHOM MNX 3MEKTPOHHOM HOCUTENE B COOTBETCTBUMM C PEKBU3M-
TaMu KapTOYKU y4eTa HeOBHapY>KEeHHbIX apXMBHbIX JOKYMEHTOB.

7.5.17 PesynbTaTbl NpoBEpPKU (PUINYECKOrO COCTOSHUSA apXMBHbIX
[JOKYMEHTOB 3aHOCHATCS B KapToTeky (KHWUry) ydyeTa ousnyeckoro (TexHude-
CKOr0) COCTOSIHUSI apXUBHbIX JOKYMEHTOB.

7.5.18 ®opmbl KapTOYkM HEOOHapPY)XEHHBLIX aPXMBHLIX LOKYMEHTOB U
KHUMM yyeTa PU3NIECKOro (TEXHUYECKOrO) COCTOSIHUS apXMBHBIX JOKYMEHTOB
MOryT ObITb NPOM3BOSbHBIMU. B HMX 06s13aTENbHO AOMKHLI NPUCYTCTBOBATb
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PEKBU3UTBI JOKYMEHTOB, OTMETKN O XOAe pOo3biCKa, pe3yrnbTaTax po3bicka U
PU3NYECKOM COCTOSTHUN JOKYMEHTOB.

[MpoBepka HanUuMsa N COCTOSIHUSI apXMBHbIX OOKYMEHTOB CUMTaeTCs
3aBepLUEHHON NOCe BHECEHNSI UBMEHEHUI BO BCE YYETHbIE LOKYMEHTHI.

7.5.19 Po3biCKk apXMBHbIX OOKYMEHTOB, He OBHapYyXeHHbIX B XoAe
NPOBEPKN HanMunMsi U COCTOSIHUA, OPraHU3yeTcs ¢ MOMEHTa BbISBNEHUS UX
OTCYTCTBUS N NPOBOAUTCH B Te4EeHMe OOHOro rofa kak HernocpeacTBeHHO B
apxuBe, Tak U B Opyrux opraHusauusax. PykoBoouTenb rocyupexaeHus
BrpaBe NpoanuTb CPOK po3bicka Ha OCHOBAHWM AOKNaAHOW 3anucku Ha-
yanbHuka Od[.

7.5.20 ApxvBHblE OOKYMEHTbI, 0OBHapy>XeHHble B Xo4e po3bicka, ne-
penatotcst paboTHuky OD/[], koTopbIN NoAknagbiBaeT nx Ha mecTo. B nucte
npoBepku B rpadpe «lMpumedaHue» npunoxeHus 25 n B kaptoTeke (KHUre)
HeOoOHapYy>XeHHbIX apXMBHbIX OOKYMEHTOB AenaeTtcsi oTmeTka o6 obHapy-
XXEHUN apXMBHbIX AOKYMEHTOB, KOTOpas 3aBepseTcs NoAnUCbI0 HayanbHK-
ka O®P[. ApxvBHblEe OOKYMEHTbI, NMPUYUHBI OTCYTCTBUS KOTOPLIX NoaTBEp-
XOEHbl JOKYMEHTAlbHO, CHUMAKOTCS C ydeTa B YCTAHOBIIEHHOM MOPSAKeE.

7.5.21 Ha apxvBHble JOKYMEHTbI, He OBHapyXeHHble B Xoe po3bicka,
COCTaBNSIIOTCA aKT O HEOBOHapy>XeHUW OOKYMEHTOB, MyTW PO3biCKa KOTOPbIX
ncyepnaHbl, B COOTBETCTBUM C npunoxeHnem 29, n nogpobHasa cnpaska o
NPOBEAEHUN PO3bICKa, KOTOPbIE BMECTE C aKTOM MPOBEPKM Hanuumsi U co-
cTosHusA gokymeHToB [occoHaa Pocruapometa npepctasnsiorea B OlK
loccoHaa Pocrmgpometa (I'Y «BHUUTMU-MLUL») ons npyHATUMS OKOH4Ya-
TENbHOMO PeLLeHNst O CHATUM C y4YeTa TaknMX apXMBHbIX JOKYMEHTOB.

7.5.22 PelueHne 0 CHATUM HEOOHapPY>XEHHbIX apXUBHbIX JOKYMEHTOB
C yyeTa ohopMNsAeTCs NpMKa3oM PYKOBOAUTENS rOCy4pegeHUst Ha OCHO-
BaHMU nucbmeHHoro paspewenus MK NocdhoHoa Pocrmppometa ogHo-
BPEMEHHO C YTBEPXAEHMEM akTa O HeobHapy>XeHWU apXUBHbIX AOKYMEH-
TOB, MYyTW PO3bICKa KOTOPbIX MCYEPMAHBI.

7.5.23 B kapToTeke HeoBHapy>KeHHbIX apXMBHbIX LJOKYMEHTOB Aerna-
€TCS OTMETKa O CHATUM apXMBHbIX JOKYMEHTOB C y4eTa.

7.5.24 Tlpuem n pasmelLeHne B apXvMBOXPaHUMULLAX apXMBHbIX AO-
KYMEHTOB, NMOCTYNMBLUNX B apxvB 0e3 npeasapuTenbHON NpoBepku ux u-
3MYEeCKOro COCTOsIHUSA, He AonyckatoTcs. MNocTynuBLIMe B apXvB apXMBHble
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OOKYMEHTbI 10 nepefadn B apXvMBOXpaHUmuLLE pa3MeLLatoT B NoMeLleHnm
npMeMa 1 BPEMEHHOIO XpaHeHUs, 0CBODOXAaloT OT TPAHCMOPTHOW Tapbl,
packnaablBaloT Ha CTennaxax u ctonax. He gonyckaeTcs cknagvpoBaHue
MOCTYMNMBLLMX apXMBHbIX OKYMEHTOB B Hepa3obpaHHOM BUAE.

7.5.25 OueHka U3N4ECKOrO U TEXHUYECKOTO COCTOSIHUSI MOCTYNUB-
LUMX apXUBHbIX JOKYMEHTOB, a TaKKe MX CTPaxoBbIX KOMWUWA MPOBOAUTCHA He
nosgHee Tpex MecsLeB C MOMEeHTa npMemMa apXmMBHbIX JOKYMEHTOB B apXuB.

7.5.26 B pesynbTaTe oueHKU dM3NYECKOro COCTOSIHUS apXMBHbIX O0-
KYMEHTOB Ha GyMa)KHO OCHOBE BbISIBNAOTCA apXUBHbIE JOKYMEHThI:

- NOpaXXeHHble BUONOrMYeCcKUMY BpeEAUTENSMMU;

C NOBbILLIEHHOW BRAXHOCTbIO;

C NoBpeXaeHNsiMN Bymaru u TekcTa;

3anblfieHHbIE.

MMpu aTOM yaaneHuo noanexart BCe NMOCTOPOHHWME, HaxoAsdlimecs B
Jenax, narkax, kopobkax npegmeTbl — MeTanMyeckme, KapToHHble, Oy-
MakHble 1 Opyrue 3aknagku, NPoKnazku, CKpenku u T.n.

7.5.27 Tlpn oueHKe TEeXHUYECKOro COCTOSIHUA 3NEKTPOHHbLIX OOKY-
MEHTOB, a TaKKe WX CTPaxoBblX KOMWW, yCTaHaBNMBaETCH BO3MOXHOCTb
CUMTbIBAHMSA WHAOPMaUMM C MaTepuanbHOro HocuTens, COOTBETCTBME
TEXHUYECKNX XapaKTEPUCTUK ITUX OOKYMEHTOB CBEOEHUSIM, COAEepKaLLUM-
Cs1 B COMPOBOXAAKLMNX aKTaX TEXHNYECKOrO COCTOSIHUS.

7.5.28 TMpu obHapyxeHUn OedeKToB CoCTaBnsieTCs akT Npou3BOfib-
HOW hOpMbI, OTpaxalLwmin xapakrep AedeKToB U Mepbl Mo UX yCTpaHe-
HUM0. YCTpaHeHne edekToB NPOBOAUTCS 3@ CYET MCTOYHMKA KOMMIEKTO-
BaHMs.

7.5.29 lMocTynuBLUNE apXUBHbIE OOKYMEHThI, MOpaXeHHble Gronoru-
YecKMMU BpeanTensiMmM (HacekoMble, aKkTMBHAsA MMeceHb), HanpaBnATCS
Ha caHUTapHO-TUrMeHnYeckyto obpaboTky (ae3nHdekuns, Ae3nHCeKLMs).

7.5.30 lMpu oBHapyXeHWM YBMNAKHEHHbIX apPXMBHbBIX OOKYMEHTOB
npoBoanTCa ux obsasaTtenbHas akknumaTusauus 00 MOSIHOro BbICyLIMBA-
HUS. AKKIMMaTtu3aumio NpoBOAAT B MOMELLEHUM NpUemMa U BPEMEHHOTO
XpaHeHust B TedeHne 7 — 14 cyT (B 3aBUCMMOCTUN OT CTENEHN YBMNaXXHEHWUS)
NPV UHTEHCMBHOW BEHTUIALUM BO34yXa U pasMeLLeHUn eanHUL, XpaHeHus
B pa3BepHyTOM BMAe Ha cTonax, ctennaxax.
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7.5.31 KauectBo 6ymarn u Tekcta NOCTYNUBLUNX apXMBHbIX AOKYMEH-
TOB MpoBepsieTcs BbIOOPOYHO A5t 0OLLEN OLEHKM UX COCTOSHUS.

7.5.32 ObecnbinvBaHWe MNOCTYMMBLUMX apXWMBHbIX AOKYMEHTOB Mpo-
BOAST B cneumarnibHOM MOMELLEHUM C MPUMEHEHNEM BbITSKHbBIX LUKAdoB U
cobniogeHnem mep caHuTapum un rurneHsl. ObasatensHoMy obecnbinmBa-
HUIO nognexaT Kopobku, Nanku, 0OMNOXKKN, KOPeLLKN aen.

7.5.33 lMocTynueLLne 3NeKTPOHHbIE JOKYMEHThI noanexar:

- OYMCTKE OT MbINM U NEPEMOTKE — apXMBHbIE AOKYMEHTbI HA MarHuT-
HOW NneHTe;

- OYMCTKE OT 3arpsi3HEHUN — apXMBHblE OOKYMEHTbl Ha OWMCKOBbIX
HocuTensix U hOTOAOKYMEHTHI;

- akknMMaTu3auMM B 3afaHHbIX  TemnepaTypHO-BMaXHOCTHbIX
YCNOoBUSAX;

- YNaKOBbIBAHWIO.

7.5.34 Akknumatumsaumsi 3NEKTPOHHbLIX AOKYMEHTOB Ha [MCKOBOW OC-
HOBe nepen pasMeLLeHNeM UX B apXMBOXPaHUIULLE NPOBOAMTCH B OTKPbITON
ynakoBke npu TemnepaType (20 + 3) °C 1 OTHOCUTENBHOW BNaXHOCTW BO3-
ayxa (35 = 15) %; ansa doToAOKYMEHTOB — NPU OTHOCUTENBHON BAAXXHOCTU
(35 +15) %. lNpoAomKMTENBHOCTL akKNMMMaTu3auumM PYMNOHHbLIX MUKPO-
UnNbMOB He AommkHa ObiTb MeHblle 10 CyT, apXMBHbIX JOKYMEHTOB Ha
MarHUTHOWM fieHTe WU LOUCKOBbLIX HOCUTENAX — HEe MeHee 3 cyT, (DOTOAOKY-
MEHTOB N MUKPOMULL — HE MeHee 24 Yacos.

7.5.35 lNpoBepka TEXHUYECKOro COCTOSIHUS apXMBHbIX JOKYMEHTOB B
npoLecce XpaHeHUs1 MPOBOAMUTCS C LieNbio BbISIBNEHUS NOBPEXAEHHbIX ap-
XVBHbIX LOKYMEHTOB U apXMBHbIX AOKYMEHTOB C MOTEHLMAlbHO OMacHbIM
hr3nyeckumM unu GMonNorMYecknM COCTOAHMEM U OCYLLECTBISIETCS:

- uenesbliM NOPSIAKOM;

- B X0[e NPOBEPKN HanMynsi U COCTOAHUS apXUBHbIX JOKYMEHTOB;

- NpY NOArOTOBKE apXUBHbIX OOKYMEHTOB K Bbldaye M3 apxXuBOXpa-
HUNWLWLA, a Takke Npu BcexX Apyrmx paboTtax, CBA3aHHbIX C NOEAMHUYHBIM
(MONUCTHBIM) NPOCMOTPOM apPXMBHBIX JOKYMEHTOB.

7.5.36 LleneBas npoBepka TEXHUYECKOrO COCTOSHUSA apXMBHbIX
OOKYMEHTOB MPOBOAUTCHA B MOpsAKe O4epedHOCTU C y4eTOM LIeHHOCTU
apxXuBHbIX [OOKYMeHTOB. LleneBoi npoBepke TeXHWYECKOro COCTOSHUS
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noanexar BCE apxvMBHble AOKYMEHTbl, MOCTpajaBLuMe B IKCTpeMarbHbIX
ycnosusix. 1o pesynbTatam KOHTPONS AenaeTcs 3aknioyveHue o Heobxo-
OMMOCTWN NpoBefeHUs pecTaBpauum U KOHcepBaLuu U B 3aBUCUMOCTU OT
COCTOSIHUSI apXMBHbIX OOKYMEHTOB YCTAHABIMBAKTCS CPOKU MPOBEAEHUS
cneaytoLLen KOHTPONbHOWM NPOBEPKN.

7.5.37 lNpoBepka (pr3nYeCcKoro COCTOSAHUS apXMBHbLIX AOKYMEHTOB Ha
BGyMakHOI OCHOBE B MpOLLeCcCe XpaHEHUsI NPOBOAMUTCSA C LIENbIO BbISIBIEHUS
BMNaXHbIX, MOPaXeHHbIX OMonornyeckumun BpeauTensamu (nneceHb, Hace-
KOMble), ¢ AedekTaMmm Bymaru u TekcTa apXMBHbIX JOKYMEHTOB.

7.5.38 YBnaxHeHHble apxMBHble OOKYMEHTbl (gerna, rpynnbl gen)
nognexart HeMeAneHHOMY BblAeNeHW0, BHeodepeaHon obpaboTke (cyLuka,
akknumaTtusaumsi). [pu MaccoBOM YBNaXHEHUU apPXUBHbIX [LOKYMEHTOB
NPUHMMAIOTCA Mepbl MO OCYLUEHUIO apXMBOXpaHWnuia, HopmanuMsauuu
pexnma XpaHeHus.

7.5.39 ApxvBHblE OOKYMEHTbI, MOpaxeHHble Guonorvyecknmn Bpe-
antensimu (NneceHb, HacekoMble), NoAnexaT HemeaNneHHON U3oNALmMK.

7.5.40 Hanuune pgedektoB Oymary n TekcTa ycTaHaBMMBaeTCs BU3Y-
anbHO Npu NONMCTHOM npocMoTpe Aen. dedekTbl kKnaccuduumpyoTcs Ha
OCHOBE euHOWN BYKBEHHO-LM(POBON MHAEKCALMM MO TUMOBLIM NPU3HaKam
AedektoB bymarn (GykBeHHas MHAekcaums) u Tekcta (umdppoBas MHOEK-
cauusi) B COOTBETCTBMU C METOONYECKMMU pa3paboTkamu.

7.5.41 lpoBepKka TEXHUYECKOrO COCTOSHUS 3fIEKTPOHHbIX AOKYMEH-
TOB B NpOLIeCCe XpaHEHUS OCYLLIECTBNAETCS C Lierbio onpeaeneHus:

- COCTOSIHMS UX YNaKOBKM;

- TEXHUYECKOr0 COCTOSIHMS UX NMOBEPXHOCTU U NepdopaLMOHHbIX 4O-
POXEK U CKNeex;

- Hanuuus 3arpA3HEHNn U MEXaHNYECKNX NOBPEXOEHUIA;

- PU3MKO-MEXaHUYECKNX XapaKTepucTuk (kopobneHve, otcnanBaHue
Unun oceinaHne paboyero cnos v gp.);

- Hannuusa OedeKTOB XMMUYECKOro U BUOMOrMyeckoro nNpoucxoxae-
HUS (MOopaXkeHWe MWUKPOOpraHM3mMamu, HaceKkoOMbIMU U Fpbi3yHaMu, crnepbl
KpucTannusauum conerl u pasfoXeHWss OCTaTOYHbIX NPOAYKTOB XUMWKO-
doTorpadcmyeckon o6paboTkn);

- KayecTBa U3obpaxeHnsi POTOAOKYMEHTOB;
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- YPOBHSI NapaMeTpoB, XapakTepu3yoLUMX SNEeKTPOHHbIE JAOKYMEHTbI
(Hanpumep, uncro cboeB Npu CUYUTbIBAHUN MHpOPMaLUKN B eanHULy Bpe-
MeHN);

- HanMuusi «BUPYCOB» B 3NEKTPOHHbIX JOKYMEHTAX;

- HanNnuus pasMarHUYEeHHbIX YYacTKOB U MeXaHW4eckux noBpexae-
HUA OTAENbHbIX YY4aCTKOB 3NTIEKTPOHHOrO HOCUTENS.

7.5.42 TpoBepka TEXHUYECKOrO COCTOSHUS APXMBHbLIX OOKYMEHTOB
OCYLLECTBNAETCS NpY BHELLHEM OCMOTPE B OTPaXXEHHOM CBETE.

7.5.43 TpoBepKY TEXHUYECKMX MapaMeTpPOB IAMEKTPOHHbLIX AOKYMEH-
TOB NPOBOAAT C UCMOSMb30BaHNEM CMeLManbHON annapaTtypbl U nporpam-
MHOro obecneyeHusi, NpeaHasHa4YeHHbIX Ans paboTbl C apXMBHLIMU [AOKY-
MEeHTaMu COOTBETCTBYHLLErO Buaa.

7.5.44 HaxogawmmMncss B HEYOOBNETBOPUTENBHOM (OU3NYECKOM CO-
CTOSIHAM NPU3HAKOTCH OOKYMeHTbl occhoHaa PocrugpomeTa ¢ BbICOKOW CTe-
NeHbI0 pa3pyLlLUEHNa MaTepuarnbHbIX HOCUTENEN, yrpoxarowen cuandeckom
LLeNOCTHOCTU OOKYMEHTOB. PelleHve o npusHaHun gokymeHToB [foccoHaa
Pocrmgpometa HaxogslWMMUCS B HEYyOOBMNETBOPUTENBHOM (PU3NYECKOM
COCTOSIHUM U UX MOCTaAHOBKE Ha creuuwanbHbI y4eT Ans opraHusauuv B
CPOYHOM Mopsiake creunanbHon obpaboTkn MNpUMHUMAaET PYKOBOAUTENb
rocydpexaeHuss Ha OCHOBaHWWM 3KkcnepTHoro 3akmntodeHus 3K MocdoHaa
PocrugpomeTa 1 goknagHom 3anvMckn HavanbHuka Od.

7.5.45 HeucnpaBumMo noBpexaeHHbIMU apXUBHbIMU [JOKYMEHTaMu
NPU3HAIOTCHA apXUBHblE OOKYMEHThI, (OU3NYECKOE COCTOSIHME KOTOPbIX UC-
KNnto4YaeT BO3MOXHOCTb BOCCTAHOBMNEHUS UX MaTepuarnbHbIX HOCUTENEN U
NCMNOMb30BaHUS CoAePXaLLENCa B HUX JOKYMEHTMPOBaHHOW MHAOPMaLIMK.

7.5.46 PelueHne 0 Npu3HaHWM apXMBHOIO JOKYMEHTa HEUCNpaBMMO MNo-
BpPEXAEHHbIM U CHATUM ero ¢ ydeTa npuHumaeT JlK MNoccoHpa Pocruapome-
Ta Ha OCHOBaHUM akta O HEeUCNPaBUMbIX MOBPEXAEHUAX [OKYMEHTOB
(cm. npynoxenne 28), NpeAcTaBMNSIEMOro PYKOBOAUTENEM TOCYUYPEXOEHUS,
n akcnepTHoro 3akntodeHnsa AK MNocdoHaga PocrmgpomerTa.

7.5.47 Ha ocHoBaHun nucbMeHHoro pelenus JMNK MNocdoHaga Poc-
rmopomMeTa M3gaeTca npukas pykoBOAUTENSA FOCYYpEXOEeHUS O CHATUN He-
NCNpaBUMO NOBPEXAEHHbIX aPXUBHbIX JOKYMEHTOB C y4eTa.
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7.5.48 CHATME C ydeTa U YHUYTOXEHUE HEUCNpaBUMMO MOBPEXOEH-
HbIX YHUKaNbHbIX JOKYMEHTOB He JOMYyCKaloTCs.

7.5.49 Y4yeT (pm3M4ECKOro n TEXHNYECKOro COCTOSIHUS apXMBHbIX OO-
KyMEHTOB Ha GYMa)KHO OCHOBE OCYLLLECTBMSIETCS B

- nucTe-3aBepuTene (CM. NpurnoxeHue 2);

- NINCTE W aKTe MPOBEPKN HaNMYNs U COCTOSHUS apXMBHbIX OKYMEH-
TOB (CM. Npunoxexus 25, 26);

- KapTouyke yyYeTa apXUBHbIX JOKYMEHTOB C NOBPEXAEHUSMN HOCUTENS;

- KapTouke yyeTa apXMBHbIX JOKYMEHTOB C MOBPEXAEHUSIMU TEKCTA;

- kapTtoTeke (kHuUre) ydeta U3NYECKOTO COCTOSIHUSI apXMBHbIX
OOKYMEHTOB;

- KapTo4ke yyeTa TEXHUYECKOro COCTOSHMS (DOTOAOKYMEHTA.

7.5.50 YyeT phM3nN4ecKkoro n TEXHNYECKOTO COCTOSIHUSI apXMBHbIX OO~
KYMEHTOB MOXEeT OCYLLEeCTBNATLCA Ha BYMarkHOM UNKN 3NEKTPOHHOM HOCK-
Tene B COOTBETCTBUM C YCTAHOBIIEHHbIMW PEKBU3UTAMU KOHTPOJSIbHO-
YYETHbIX JOKYMEHTOB.

7.6 BoccranoBjenue (pecTaBpamnus) NMePBOHAYAILHBIX HJIH
O0JIM3KHUX K nepBOHAYAJIbHBIM CBOJCTB M BHEIITHHUX NMPpU3HAKOB
APXUBHBIX JOKYMCHTOB, MOABEPrivuxcs NOBPEKICHUIO Jauodo

pa3pyuieHu o

7.6.1 ®usmko-xmmmnyeckast U TexHmdeckass obpaboTka apXmBHbIX LO-
KYMEHTOB NPOBOANTCS C LieNbto:

- YCTpaHeHus NPUYNH YCKOPEHHOro CTapeHus 1 paspyLleHus apxmB-
HbIX JOKYMEHTOB;

- BOCCTAHOBNEHWS UX CBONCTB, TEXHUYECKUX XapaKTepucTuk, Aomnro-
BEYHOCTMU;

- BOCMpou3BedeHUs OOKYMEHTMPOBaHHOM wuHdopMauun Ha 6Gornee
YCTOMUYUBBIX HOCUTENSX.

7.6.2 OCHOBHbIMM BMAaMun 3ToW 06paboTKM apXMBHbBIX AOKYMEHTOB
Ha BymaKHOW OCHOBE ABMSOTCA:
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- Oe3nHdeKUMsl, Ae3nHCeKUns, AepaT3aumns apXMBOXPaHWUMMULL Kak
COBOKYMHOCTb Mep GuonpodumnakTku, 6uosawmuTbl U YHUUTOXEHUSA Brono-
rMYecknx BpeauTenei B apXMBOXPaHUIULLIAX U Ha apXMBHBLIX JOKYMEHTaX;

- pecTaBpauus (pecTtaBpaLMOHHO-KOHCEPBaLMOHHasa obpaboTka) Kak
KOoMNnekc paboT M TEeXHOMOTrMYecKkMx onepauuii Mo BOCCTAHOBIIEHWIO
CBOWCTB M JONTOBEYHOCTM OPUTMHANOB apXMBHbIX JOKYMEHTOB;

- (boTopecTaBpaLmsa apXMBHbBIX JOKYMEHTOB C yraclunum v crnabokoH-
TPaCTHbIM TEKCTOM,;

- 3aMeHa OpWUIMHamnoB C HELONTOBEYHbIMU UMK Pa3pyLUeHHbIMU HO-
CUTENSAMU KOMUSIMU AN COXPaHEHUS OOKYMEHTMPOBAHHOW MHGOpMaLmm
naop.;

- nepenneT apxMBHbIX AOKYMEHTOB;

- obecnbinMBaHNE apXmMBHbIX JOKYMEHTOB;

- obpaboTka apXMBHbIX [JOKYMEHTOB B pPeXumMe aBapUiHO-
cnacatenbHbIX paboT, B TOM 4Mcre C NPMMEHEHUEM CPEACTB 1 cnocoboB
CYLUKM, Ae3MHEKLUN, Oe3NHCEKLMMN, 3aMOPaXnBaHNs, pecTaBpauum, BOC-
Npou3BeAeHUs], Ae3aKTUBaLumM 1 ApyrMx BUOOB LierieBon 06paboTku.

7.6.3 ONEeKTPOHHble [OOKYMEHTbl B 3aBUCUMOCTU OT OU3NYECKOU
NpUpoAbl HOCUTENS NOABEPralTCcA pecTaBpaLMOHHLIM U KOHCEPBaLMOHHO-
npodgunakTmyeckum pabotam.

7.6.4 ApxuBHble OOKYMEHTbI Ha MarHUTHOW feHTe nogBepratoT:

- O4YUCTKE MOBEPXHOCTU OT MbIIM U YacTuL, TPA3U Ha cneumanbHOM
O4YNCTUTENBHOM 060pPYA0OBaHMM;

- 3aMeHe NepecoXLUMX U MOKOPOONEHHBIX CKMEEK;

- OQPOPMIIEHNIO PYFOHOB MAarHUTHOW NEeHTbl 3aliMTHOM MarHUTHOM
NEHTON C ABYX CTOPOH N0 2 — 2,5 M;

- NEpeMOTKe C LEenbl0 CHATUSA BHYTPEHHUX HaMpshKeHWA B pPyrioHax
MarHUTHbIX JIEHT, BO3HMKLLNX U3-3a NepenagoB TemnepaTtypbl U BNaKHOCTH
Npv XpaHeHnn 1 TPaHCMOPTUPOBAHNM apXMBHBIX LOKYMEHTOB.

7.6.5 ApXuBHbIE JOKYMEHTbI Ha AUCKOBLIX HOCUTENSIX NOABEPratoT:

- obecnbinnBaHuIo;

- MPOTUPKE aHTUCTATUKOM.

7.6.6 PaboTbl No U3MKO-XMMUYECKOM U TexHudyeckon obpaboTke
apXMBHbIX JOKYMEHTOB MOAPa3nensitoTCsa Ha NaHoBble Y BHEMNAHOBbLIE.
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7.6.7 MNnaHoBasi ob6paboTka apXMBHLIX JOKYMEHTOB MPOBOAUTCS MO
pe3ynbTaTam NPOBEPKM MX COCTOSIHUSA B MOPSiAKE O4YepegHOCTU, YCTaHOB-
NEHHON B apXuBe C YYETOM MNPUHAAMNEXHOCTU UX K PasfMYHbIM LEHHOCT-
HbIM rpynnam, ocobeHHOCTEN (PU3NYECKOrO COCTOSIHUS apXMBHBLIX [OKY-
MEHTOB Pas3fNYHbIX BUOOB M BO3MOXHOCTEN apxuea. MNpuoputeT oTaaeTcs
YHUKanNbHbIM U 0CO60 LIEHHBIM JOKYMEHTaM.

7.6.8 K BHennaHoBbIM OTHOCATCS paboThl, BbIMNOSHAEMbIE B aBapuii-
HO-cnacaTenbHbIX CUTyaUUsIX, CBA3AHHbIX C JOKanbHbIM MMM MacCoOBbIM
nopaxeHneMm apXvBHbIX AOKYMEHTOB OrHEM, BOAOW, XMMUYECKAMU UMK pa-
ONOaKTUBHBbIMK BelecTBaMmn. CpoyHble Mepbl MO BbIAENEHNIO, U30MALUN,
caHuTapHoln obpaboTke apXMBHbIX JOKYMEHTOB U MECT UX XpaHeHWs npea-
NPUHUMAKOTCS TakkKe NpU NMOPaXEHUN apXMBHbIX OOKYMEHTOB Ouonorude-
CKUMW BPEeOUTENAMMU.

8 XpaHe}me AOKYMCHTOB B CTPYKTYPHBIX IIOAPA3ACTCHUAX

rocyupexaenuii Pocruapomera
8.1 Ob6mue ykazanus

8.1.1 B cTpyKTYpHbIX nogpasaeneHunsix rocyvpexaeHnin Pocrngpome-
Ta XpPaHATCS AOKYMEHTbl BPEMEHHOro Cpoka XpaHeHMWsl, CTpaxoBble KOMuu
DOKyMeHTOB no nepevHio P 52.19.143, nokyMeHTbl oOHA4a MOoSfb30BaHUs
N OOKYMEHTbI NOCTOSIHHOIO CpOKa XpaHeHwus, nepefaHHble Ha OTBETCTBEH-
HOe XpaHeHue Mo NMpukasy pykoBoaUTENs 3TUX opraHmsauun. STUM npuka-
30M JOMKHbI ObITb ONpeaeneHbl MecTa XpaHeHus OOoKymMeHToB [ocdoHaa
PocrugpomeTa ¢ ykasaHWeM OTBETCTBEHHbIX NnL,.

8.1.2 CTpykTypHble nogpasfgeneHus rocyvpexaeHun PocrugpomeTta
0653aHbl obecneunBaTb COXpaHHOCTb AokyMeHToB [occoHaa Pocrupgpo-
MeTa B Te4deHMe YCTaHOBMEHHbIX CPOKOB XpaHEeHWsi B COOTBETCTBUM C Tpe-
0OBaHMAMUN HACTOALLEro pykoBoAsLero okymeHTa. KoHTponb n meTtoam-
Yyeckoe pyKOBOACTBO MO XpaHeHUIo JOKYMEHTOB Bo3naraetcst Ha Od[.

8.1.3 lNpu cMeHe HayanbHUKOB CTPYKTYPHbIX nogpasgesieHnin rocyyd-
pexaeHun PocrugpomeTta nepefada aokymeHToB FocdoHaa PocrugpomeTta
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fJormkHa ObITb oTpaxeHa B 06LLeM MpMEMOCAATOYHOM aKTe OTAENbHbIM
pasgenom.

8.2 OdopmiieHne u y4eT JOKyMEHTOB

8.2.1 Bce OOKYMEHTbI, nognexaiime XpaHeHno B CTPYKTYPHbIX Noa-
pasgeneHusx rocyypexaeHunit PocrmagpomeTa, OOSMKHbLI ObITb NOCIE OKOH-
YaHusa roga obpasoBaHust JOKYMEHTOB OhOpMIIeHbI B Aerna.

8.2.2 ®opmupoBaHne 1 ogopMrieHMe Oen npov3BoanTCsl paboTHM-
KamMy nogpasgeneHnii U opraHM3auunin, B pesynbTate AesTeNbHOCTU KOTO-
pbix 06pa3oBanvcb NNy NPOLLIY KPUTUYECKUIA KOHTPOMb JOKYMEHTbI.

8.2.3 B peno pomxkeH 6bITb NnogobpaH M OTCOPTUPOBAH B XPOHOSO-
rMYecKkoM MOopsiAKe KOMMIEKT AOKYMEHTOB (Tabnuu, KHWXeK, NeHT caMonu-
WyLMX NpMOOPOB, 3NEKTPOHHbIE HOCUTENW) OOHOrO HaMMeHOBaHUA (koaa
OOKYMEHTOB) MO OAHOW UMW HECKOMbKUM HabnogaTenbHbIM OpraHn3auusiM
3a rog HabniogeHW, oaMH aBTOPCKUIM 3K3EMMSp OT4eTa, PYyKOMUCb pe-
XMMHO-CNPaBOYHOro U34aHus 1 T.4.

8.2.4 [ena ogopMnaTCca B Narnku, CKOpoClIMBaTENM, CBA3KW. Ton-
LWMHa gena onpegenseTtcs ygobCTBOM MX XpaHEHWUST U UCMONb30BaHMS.

8.2.5 Kaxgoe peno AomkHO ObiTe nmognucaHo Ha obnoxke wunu Bro-
XEHHOM B Hadare nuicte, ecnu gerno odopmnsieTcs B cBA3Ky. Hagnuch
JomxHa copepxatb HassaHue YIMC unu rocyupexaeHus Pocrugpomera,
noapasfeneHnst rocyupeXxxaeHuns, 3arofioBok Aena (HaMMeHoBaHue JOKyMeEH-
TOB), Nepuoa HabnaeHUN, KONMYECTBO NUCTOB, CPOK XPaHEHMUS MO NEepPeYHto
P 52.19.143 n roa, B KOTOPOM UCTEKAET CPOK XPaHEHUS JOKYMEHTOB.

8.2.6 OdopmMmneHHoe Oeno [OoMKHO ObiTb BHECEHO B KHUTY y4eTa
(cm. npunoxeHune 12).

8.2.7 3anucu B kHUre ydyeta Beaytca 6e3 pasgeneHuns Ha BuAbl Ha-
onogeHun, paboT u nccrieqoBaHun.

8.2.8 Ecnn B CTpYKTYpHbIX noapasgeneHnsix rocyupexaeHuin Pocru-
OpoMeTa HaxoasiTCs Ha OTBETCTBEHHOM XpaHEeHUM OOKyMeHTbl [ocdoHaa
PocrmgpomeTta, noanexawmne xpaHeHuto no nepedHo P 52.19.143 B
O®[l, To OHN JOMKHbI BbITb YYTEHbl B ONUCAX (CM. npunoxeHus 4 — 8) B
COOTBETCTBUU C coepKaHueM JOKYMEHTa.
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8.3 ObecneyeHune COXpAHHOCTH JOKYMEHTOB

8.3.1 [na xpaHeHWss JOKYMEHTOB B CTPYKTYPHbIX MoApa3feneHunsix
rocydpexaeHun PocrnagpomeTa crieqyeT NpMMeEHATb LKadbl U CTENaXM.

8.3.2 NMpu Hanuunm GonbLIOro KoNMYecTBa AOKYMEHTOB B noapasae-
neHMn nnn opraHusauum gomkHa 6biTb BblgeneHa n obopyagoBaHa cTen-
naxamu otaernbHas KoMHaTta. CTennaxu u nonku OOMKHbl ObITb NPOHYMe-
poBaHbl OT BXOAa CNeBa HaMpaBo, a NosikKM CBEPXY BHM3 HaMpago.

8.3.3 He ponyckaeTcsi pasmelleHne AOKYMEHTOB B MOABaSibHbIX U
YepAayHbIX MOMELLEHUSX.

8.3.4 TexHunyeckne gena, nacrnopTa HabnwogaTenbHbIX OpraHu3auuin,
XKypHarnbl UCTOPUU CTaHLUIA, CXeMbl 0OBEKTOB BUANMOCTH, MiaHbl, ONMCaHWS
HabntogaTenbHbIX Y4acTKOB M T.M. AOJMKHbI XpaHUTbCS B cendbe y Havarb-
HWMKa CTaHLUW.

8.3.5 Ha okHax nomeLleHui B LIOKOSIbHOM, MEPBOM M BTOPOM 3Ta-
Xax, rge XpaHaTcs LOKYMEHTbl, AOMKHbl BblTb YCTaHOBMEHbI MeTannuye-
CKWE peLleTKU, 3aKpbiBalOLLMECS USHYTPMW.

8.3.6 lMomelleHns, B KOTOPbIX XPaHATCA AOKYMEHTbI, JOIMKHbI ObITh
obecneyeHbl NePEHOCHBLIMW YINEKUCIIOTHBIMU OrHeTywmnTensmu OY-2, OY-5,
OY-8 13 pacyeTa oavH OrHeTyLuuTenNb Ha 25 M2

8.3.7 B cniyyae BO3HMKHOBEHMS NoXapa HeobxoauMo HEMEANEHHO:

- OTKNOYNUTb SNEKTPONUTAHKE;

- COOOWNTL O noXape B TOPOACKYH WM OOBEKTOBYH MOXaPHYHO
OXpaHy;

- COOOWNTb O MOXape PYKOBOAMTENIO MoApas3nerieHusi, opraHusa-
LK, yYpexaeHus;

- NPUCTYMUTb K TYLLUEHWUIO MOXapa MMEHLMMNCA cpeacTBaMy Noxa-
pOTYLLEHNS.

8.3.8 lpu noxape unu gpyrom CTUXUAHOM OeACTBUM crnacawTCs B
nepsylo oyepenb OOKyMeHThbl 'occoHaa Pocruapomerta, Haxoasiimecs Ha
OTBETCTBEHHOM XpaHeHMU B NOApasgeneHuu, opraHusaumu, a 3ateMm Bce
ocTanbHble OKYMEHThI.

8.3.9 Ha pokymeHTax, HaxOAsALWMXCA Ha OTBETCTBEHHOM XpaHEeHWUu
B nogpasfieneHnun, opraHm3aumm AofmkHa ObiTb CAenaHa KpacHOW TYLLbHO
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Xopowo 3ameTHasa Hagnucbk «FOCOOHO POCIMOAPOMETA. OTBETCT-
BEHHOE XPAHEHWE».

MecTo xpaHeHusi 3TUX AOKYMEHTOB AOMKHO ObiTb XOPOLLIO U3BECTHO
BCEM pabOTHMKaAM CTPYKTYPHbIX MOApasfeneHuii rocydpexaeHun Pocru-
apowmera.

8.3.10 lMNomelLLeHns, B KOTOPbIX XPaHATCA OOKYMEHTbl, AOMKHbI CO-
AepXaTtbCs B YNCTOTE, UCKIIOYaloLLe HakonneHue nblnun, nneceHu, Hace-
KOMbIX M FPbI3yHOB.

8.3.11 Mo okoH4YaHUKM pabo4vero BpeMeHW MOMELLEHMUS, B KOTOPbIX
XPaHATCSA AOKYMEHTbI, JOIDKHbI ObITh 3aKpbIThl U onevyaTaHbl. Kntoun n ne-
YaTb AOSMKHbI ObITh CAaHbI MO, POCMUCH AEXKYPHOMY.

9 Opranu3anusi MCNIOJIb30BaHusA 10kyMeHTOB ['oconaa

Pocruapomera

9.1 Joctyn mosab3oBareieil k nokymentam I'ocdonaa

Pocruapomera

9.1.1 OokymeHTbl ocdoHaa PocruapomeTta OOCTYNHbI ANA UCMNOfb-
30BaHMS C MOMEHTA UX MOCTYMNIIEHUS HA XpaHeHMe.

9.1.2 NHdopmaumoHHoe obecnedeHne opraHusauuin Pocrugpometa
N OpraHoB rocyJapCTBEHHOMW BMNacTu perynvpyetcs degepanbHbiM 3ako-
HoM [2], nocTaHoBneHneMm [12], nonoxeHunem [13], gokymeHToM Pocrugpo-
meTa [17], PO 52.19.108, P 52.19.698 1 HacToAWMM pPyKOBOOALWNM O0-
KYMEHTOM.

9.1.3 [ocTtyn nonb3oBaTenst K NOAJSIMHHMKAM 0COB0 LIEHHBbIX [OKY-
MEHTOB, B TOM 4/CNne YHUKanbHbIX JOKYMEHTOB, K AokyMeHTaMm [ocdoHaa
PocrugpomeTa, Haxogawmmcs B HeY4OBNETBOPUTENBHOM (PU3NYECKOM CO-
CTOSIHMM, OCYLLECTBNAETCA B MCKMOYMTENbHbIX Cry4asix C MUCbMEHHOro
paspellueHns pykoBoauTens rocyuvpexaeHus. Nonb3oBartento npegocras-
NSTCA KOMUM YKa3aHHbIX AOKYMEHTOB UM AOKYMEHTarbHble NyGrvkaumm,
coaepXxallme faHHble LOKYMEHTHI.
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9.1.4 [Ina obecneyeHuns gocTtyna k gokymeHtam locgoHaa Pocruapo-
meTa OP[] npegocTaBnsaeT Nonb3oBaTeNo CNpPaBOYHO-NMONCKOBLIE CpeacT-
Ba K HUM.

9.2 Ucnoab3zoanne n1okyMeHToB ['ocponna Pocruapomera

9.2.1 MNonb3oBaTtenamun AokymeHToB ocdoHaa PocrugpomeTta Mo-
ryT ObITb:

- rpaxpgaHe, npaBUTENbCTBEHHbIE U HENPaBUTENbCTBEHHbIE OpPraHu-
3auuKn, a TaKkke NpeanpuaTusi, YYPEeXOeHUs U opraHvsauum Bcex opm
cobcTBeHHOCTM Poccuiickon ®eaepauuu;

- rpaxgaHe, NpaBUTENbCTBEHHbIE U HENPABUTENBCTBEHHbIE OpraHu-
3aL1Kn MHOCTPaHHbIX rocyaapcTB.

9.2.2 Wcnornb3oBaHve JOKYMEHTOB OCYLLIECTBIAETCH B COOTBETCTBUU
c degepanbHbiMn  3akoHamu [1], [5], agMWHUCTPATUBHbLIM pernameH-
ToM [14], meToamkown [16] n HacCTOALNM PYKOBOASALLUM JOKYMEHTOM.

9.2.3 Bblgaya OOKYMEHTOB 4151 UCMONb30BaHUSA B YNTANbHOM 3are u
Ha paboumx mectax cotpyaHukam YIMC n rocyupexaeHun PocrugpomeTta
NPOM3BOAUTCS MO KapTouke-3akasy, oPOpPMIEeHHON B COOTBETCTBUMU C MpK-
noxexHunem 30.

9.2.4 Ona nogbopa AOKYMEHTOB MOMb30BaTENi0 NPedoCTaBrsloTCA
BCe BUAbl KaTanoros.

9.2.5 B ynTanbHOM 3arne OOSKHbI ObiTh BbiBELLEHbl MpaBuna paboThbl
none3oBaTens ¢ Aenamum 1 A0KyMEeHTUPOBaHHON UHpopMaLMen.

9.2.6 Pacnopsgok paboTbl YMTanbHbIX 3anoB yCTaHaBNUBaETCs C
y4yeTOM MHTEpeCcoB Morib3oBaTenen.

9.2.7 lMpu Bo3BpaTe gena pabotHuk OPL pomkeH NpoOBEPUTHL CO-
CTOsIHVE fena.

9.2.8 Tlpu obHapyxeHWM NOBpeXAeHNs Aerna unu Hegoctadum B gene
COCTaBNHAETCs aKT ANs NPUBMAEYEHUS] BUHOBHbIX K OTBETCTBEHHOCTU B YC-
TaHOBMEHHOM nopsake. B nucte-3aBeputene gena gomkHa 6bITb caenaHa
OoTMeTKa O NoBpeXxAeHun aerna unu Hegocraye.

9.2.9 Bce BMAblI UCMOMb30BaHUS OOKYMEHTUPOBaHHOW MHGOpMaunm
nognexar y4yeTy B COOTBETCTBUM C MeToAanKoM [16].
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9.2.10 KapTtoukun-3akasbl AOMKHblI OblTb YYTEHbl B KHUre yyeta uc-
Nonb30BaHUSA AOKYMEHTUPOBAHHON MHGOopMauumn, 0OpPMIIEHHON B NPOun3-
BonbHOW chopme. KapTouka-3akas XpaHUTCa 4O MUHOBaHUS HagoGHOCTMW.

9.2.11 TpegoctaeneHne MHdOPMaLMN OCYLLECTBIISIETCA Ha Mobom Ho-
cutene:

- BymaxHoOM — B BuAe CMpaBoOK, NIUCTOB KCEPOKOMWUA, OOKYMEHTOB,
ohOpPMIMEHHbIX KaK eQUHULIblI XpaHeHus, 1 T.4.;

- B 9MNEKTPOHHOM BUAE — Ha PasfUYHbIX SMEKTPOHHLIX HOCUTENSIX, B TOM
yumcre B BMAe COOBLLEHWI MO 3NEKTPOHHOM noyte unm Internet.

9.2.12 lNpepocTaBneHne M pacnpocTpaHeHue WHgopmauum o co-
CTOSIHUM OKpYXalowen cpedbl, ee 3arpsi3HEeHUU OCYLLECTBSETCA B COOT-
BETCTBUM C NocTaHoOBMNeHnem [12].

9.2.13 NHdopmaumoHHoe B3aumogenctesne mexagy YIMC u rocyu-
pexgeHuamu PocruagpomeTta, He npegycmoTtpeHHoe P 52.19.704 nnn 3a-
OaHveM Pocrngpomerta, OCyLLEeCTBNSAETCSH, Kak NpaBumo, Ha OOroBOPHOM
OCHOBe, B TOM 4Yucrie u 6e3803mMe3aHo.

9.2.14 [pyrm nonb3oBaTensiM MHpopMaums obLero HasHa4yeHus B
obractu ruapomMeTeoporiorMn U MOHUTOPUHra OKpyXarolwen cpefbl npe-
JocTaBnseTcsa 3a nnarty B pasMmepax, BO3MeLlalLmMX pacxoabl Ha ee nog-
roTOBKY (CKaHMpOBaHWe, KONMpoBaHWe 1 T.4.) U nepegavy no uHgpopmMawm-
OHHO-TENEKOMMYHUKALMOHHBIM CEeTAM, BKMoYasa ceTb Internet, n cetam
NMOYTOBOWN CBSA3U.

9.2.15 lNonb3oBaTenn HecyT OTBETCTBEHHOCTb 3a MPaBUIbHOCTb UC-
nonb3oBaHua AokymeHTOB [ocdoHaa PocruapomeTta B COOTBETCTBUM C
kogekcoM [10] n noctaHosneHunem [11].

9.2.16 [na opraHusauumn ydeta W MpeaocTaBfieHVs CBeAeHUn O
nonb3oBaTensax gokymeHToB [occoHga PocryapomeTa vcnonb3yetcs MeTo-
ouka [17].

9.2.17 WNHdopmupoBaHue nornb3oBatenen o JokymeHTax [ocdoHaa
PocrugpomeTta opraHusyeTcsi B COOTBETCTBMU C aAMUHUCTPATUBHbLIM per-
nameHToMm [14].
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9.3 Ilopsinoxk mpenocraBieHusi IOKyMeHTOB ['ocdonna
Pocruapomera noas3oBareasam B OD/I rocyupesxaeHnia

Pocruapomera

9.3.1 [na nonyyeHns AOKyMeHTUpOBaHHOW MHdopmauun MocdoHaa
PocrugpomeTta B BuAe BbINUCOK, pacyeToB, crneLlmanbHbiX pa3paboTok no
OOKYMEHTaM, CHSTUSI KONWA AOKYMEHTOB MMM uX (hparMeHTOB MONb30Ba-
Tenb AOMXKeH NpeAcTaBuTb B rocydpexaeHne Pocruapomera NUCbMEHHYO
3asBKy, B KOTOPOW AoSKHa ObiTb 060CHOBaHa Lenb MCNOoNb30BaHUS AOKY-
MEeHTUPOBaHHON MHopMaumK. 3anpoc nofb3oBaTens paccMmaTtpuBaeTcs
n ncnonHsetcs OPL npu HanUummn B 3aNpoce HanMeHOBaHMWS IOPMONYECKO-
ro nuua, Ans 4YacTtHbIX nuy — paMmunuMm, UMEeHU KU OTYeCTBa, MOYTOBOrO
n/vnn aNeKTPOHHOro agpeca nonb3oBaTens, yka3aHus TeMbl N Buaa 3a-
npaLumMBaemMon nHdopmMaLmm, XPOHONOrnn 3anpalumsaemon nHpopmaumnn.

9.3.2 3anpoc nonb3oBaTtens paccmaTpvBaeTCsi PyKOBOACTBOM rOC-
yupexgeHuss Unu ynorHOMOYEHHbIM JOMMKHOCTHBIM MULIOM, HanpasnseTcs
Ha ucnonHeHne B OD[] nnn cooTBETCTBYHOLLLEE CTPYKTYpPHOE noapasgerne-
HWe rocyypexgeHns Unu HernocpeacTBEHHO UCMNONHUTEMO U UCMOSHSAETCA
no apxuBHbIM AokyMeHTam [lochoHaa PocruapomeTta n/vnm neyatHbIM U3-
AaHusaM, OTHOCSALLMMCS K NpegMeTy 3anpoca.

9.3.3 3anpoc, He OTHOCALLMNCA K cocTaBy XpaHswwuxca B O ap-
XVBHbIX JOKYMEHTOB, B TeYeHue 5 gHel ¢ MOMeHTa ero perncrpaumm Ha-
npaBnseTcs B OPYrylo OpraHusaumio, rae XpaHaTcs Heobxoammble apxuB-
Hble JOKYMEHThI, C yBeAOMIeHnemM 06 3TOM Nonb3oBaTens, Ui nornbL30Ba-
Ten JaeTcsd COOTBETCTBYOLAsA pekoMeHaaums.

9.3.4 lpu noctynneHnn B rocy4vpexgeHne WHTepHeT-obpalyeHums
(3anpoca) nonb3oBaTtens c ykasaHMeM agpeca 3MeKTPOHHOW MoYThl U/unu
MOYTOBOrO aJpeca, eMy HanpasnsieTcs yBedoMreHue o npueme obpatle-
HWS (3anpoca) K pacCMOTPEHWMI0 UNN MOTUBMPOBAHHbLIA OTKa3 B pPaccMOT-
peHuu. MpuHATOE K paccMoTpeHuto obpalleHne (3anpoc) pacneyartbiBaeT-
cA, 1 B AanbHenwem paboTta ¢ HUM BeJeTCs B yCTaHOBMEHHOM nopsigke.
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Ipuiaoxenue 2
(obs3aTenbHOE)

®opMa IHCTa-3aBepPHUTEIS JeJIa
JUCT-3ABEPUTEJIb JEJA

B nene nopmuro u NIPpOHYMEPOBAHO JIUCTOB
LU/I('I)])BM]/I M IIPOITMCBIO

¢ Ne o Ne

B TOM 4YHCIIE:
JIUTEPHBIE HOMEpa JUCTOB (C 100aBIeHHEM OYKB)

OpomymEeHHbIE HOMEpA JIUCTOB

+ IUCTHI BHYTPEHHEH OIHCH

OcobeHnocTa q)I/IBI/I'-ICCKOFO COCTOSAHHUA

Howmepa nucros
1 popMHUpOBaHHUS [ienia

2
HanmeHoBaHHE TOIDKHOCTH Toamuch Pacmudposka noanucu
paboTHHKa
Jara
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[puiaoxenue 3
(obs3aTenbHOE)

®opMa TUTYJIBHOTO JIMCTA Je/1a (ONHCH) A0KYMEHTOB OCTOSIHHOTO
HJIM BpEMEHHOI0 XpaHeHUsl

feTil

Ha3BaHUEC TOCYUYPCKIACHUA

JIEJIO Ne (OIIACH Ne)

3aroJIOBOK Jiesia (OnucH)

Kpaiinue naTel JOKyMEHTOB
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IIpuioxenue 9
(obs13aTenbHOE)

®opma aKTa nepegavn-npueMa JI0KyMEHTOB Ha XpaHeHHe

IIEPEJJAIO [MPUHUMAIO
PyxoBoaurens yupexaeHus, Havansuuk YI'MC
OpraHHU3aluH, TPEIIPUITHS Hupexrop HUY

Hauanssux [II'MJ] BHUUTMU-MLIT

AKT Ne
nepenayu-npuema 10kymeHnToB ['oconna Pocruapomera
CocraBneH
ara ropoj
Ha ocHoBanun

HOMED U Jara JULECH3UHU, 10TOBOpA UK APYroro

JOKYMCHTA, B COOTBETCTBHH C KOTOPBIM IIPOBOAHINCH HaGHIO}ICHHS[, pa6OTBI 1 UCCIICI0BaHUA

u coriacHo @exnepansHoMy 3akoHy Ne 125-D3 «O6 apxuBHOM zene B Poccniickoit @enepanum»
ot 22 okts0ps 2004 roaa, «[lomoxenuro o EanHom rocyqapctBeHHOM (OH/IE TaHHBIX O COCTOSI-
HUH OKPY’Karollel Cpeibl, ee 3arpsi3sHEHUN», YTBEPKICHHOMY MOcTaHOBiIeHHeM [IpaBurenbcTBa
Poccuiickoii ®eneparmu ot 21 gexadps 1999 r. Ne 1410,

Ionoxenuro o , @ TAKXKE
HaNUMCHOBAHHE MEPEIAIONICTO YUPECIKACHUA, OPTaHU3aALNH, IPEATPUATHSA
B CBSI3U C HCTEYEHHUEM CPOKA XPAHEHUs JTOKYMEHTOB B OTPACIIH,

HanMCHOBaHUC
nepenacT Ha XpaHEeHHUE,

YUpEKACHUS, OpTraHU3AINH, IPEPUATUS
a IIpUHUMACT
HaMMEHOBaHUe yupexaeHus Pocruapomera
HWXCCJICAYOINE JOKYMEHTBI:

Howmep Ilepuon Konnuectso Konunuectso
HaumenoBanue .
o HaOIIOAeHU I JIOKYMEHTOB ell. Xp. WIH
JIOKyMEHTa
MOPSAKY (ron, mecsiiy) B JIeJie JIUCTOB B JIeJie
Hroro Ten.

u(ppaMH U IPOIHUCHIO
Ilepenady TOKyMEHTOB MIPOU3BEIH:

HaumenoBanue nomkHOCTHBIX jul, [loanuch Pacundposka

TepenaBInX Jaena Jara MHOAIUCEN

IIpuem nOKYMEHTOB POU3BEIH:

Havansank OD/] Ioamucs Pacmudposka
JHara nojanucei

Unensl skcepTHOM Ioamuce Pacmudposka

komuccuu ['ocdona Jlara MOAIHCENH

IIpumeuanue — Ioanucu pykoBoauTenen yupexaeHUH, a TaKKe JOKHOCTHBIX JIMI, OT-
BETCTBCHHBIX 3a MEpeiady M MPUEM JOKYMEHTOB, JIOJDKHBI OBITh CKPEIUICHbI ITepOOBBIMU MEYATAMU YU-
peXaACHUIL.
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Ipunoxenue 10
(obs3aTenbHOE)

®opmMma akTa nepegaun-npuemMa 1okymentoB B ['ocdona Pocruapomera npu u3MeHeHUH
TepPPUTOPHUM WJIH NPOGUIIs IeATETLHOCTH 0OJHOTO FocyYpe:KAeHHsI 1 OTHECEHHSI ero
K TEPPUTOPHH WJIH NPO(UIIIO NeSITeILHOCTH APYTOro rocyypesraeHust

YTBEPXIAIO

HaNMEHOBAHUE IOJKHOCTA PYKOBOIUTEIA

OpraHu3aluu-caaTInKa

Toxnuce PaciudpoBka noamucu

VYTBEPXJAIO

HAaWUMEHOBAHUE JIOJKHOCTUA PYKOBOJAUTEIISA

OpraHu3aluu-TIpuEMIIHKa

IMoxnuck PacmudpoBka moanucu

Jara M.IL Jata M.IL
AKT
No
Jlara
TIpueMa-nepeaain apXuBHBIX
JOKYMEHTOB Ha XpaHECHUE
Ha ocnoBanum npuxasa Pocruapomera Ne oT

o

HAaUMEHOBAHUE OKYMEHTa

u B cootBercTBuu ¢ PI1 52.19.108-2009 «Ilonoxenue o HhopMUpOBaHIH apXUBHOTO (OH/IA TaH-
HBIX O COCTOSIHUM OKpY’Karoulen cpeibl, ee 3arps3HeHnd depepanbHOM ciiyxObl MO THIpOMe-
TEOPOJIOTHM ¥ MOHHUTOPUHTY OKpYXaroIleil cpenp», yTBep>kaeHHBIM PykoBomurenem Pocru-
npomerta 3 mrois 2009 rona, cran,

HaWMMCHOBAHHUE MEPEAAIOIIETO YIPECKIACHUA
a TIPUHSIT
HAaWMMEHOBAHHE IPUHUMAIOILIETO YUYPCIKICHUA

nokymeHTsl ['oconna Pocriuapomera u yueTHO-cIpaBOYHbIE JOKYMEHTBI K HUM:

1 Criucku cTapbiX U HOBBIX HAMMEHOBaHHI TOCYUYPEKICHHUM, OCYIICCTBISIONINX HAOTIOACHUS 3a
COCTOSIHMEM OKpY’Karouieil cpesibl, paboThl WM HCCe0BaHusl. [lacopTHbIC JaHHBIE OpraHu3a-
it pa3psabl (KaTeropru), KOOpAUHATHBIE HOMEPa, IPOrpaMMBbl paboT, MOYTOBbBIE U Tenerpad-
HBIE ajjpeca u JIp.

2 Noxymentsl ['ocdhonma Pocruapomera Ha OyMakHOM HOCHTEIE HHPOPMALTUI

nen (ex.xp.),

(paMy 1 IPOIHUCHIO

HAa AJIEKTPOHHBIX HOCUTENSAX nen, Mo
uQpaMy U IPOIUCHIO

10 CTaHIOHUAM, ITOCTaM

KOJIMYECTBO
3a TOJIBI,
nepro/| HaOJIFICHUH
B TOM YHCJIC:
- JIOKYMEHTBI HaOJIIOICHU nen (ex.xp.),

uudpaMu U MPOIUCHI0
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Ha JICKTPOHHBIX HOCHUTEIAX Zen, Mo;
udpaMy U IPOIUCHIO
- JIOKYMEHTBI HAy4YHBIX UCCIICOBAHUI U paboOT nen (ex.xp.),
uudpamMu ¥ IPOIUCHIO
Ha JIEKTPOHHBIX HOCUTEISAX e, Mo;
mu(ppaMu U MPOIUCHIO
- JOKYMEHTBI 00IIHe ISl BCeX BHIOB HAOJIOICHUI
(TexHUUeCKHe [ena, macopTa u ap.) e,
uudpaMu U MPONUCHI0
- PEXHUMHO-CIIPaBOYHBIE U HH(POPMALMOHHbIEC U3/aHUs e1.Xp.
1MQpamMu 1 IPONHUCHI0
OO6m1as XxapakKTepruCTUKa (PU3NUIECKOr0 COCTOSHUS TOKYMEHTOB
3 Omnucu gen Ha JIUCTaX.
KOJIMYECTBO KOJIMYECTBO
4 Karayioru KapTouHble:
BHJIbI KaTAJIOTOB
KapTOYeK.

mudpaMy 1 IPOIHUCHIO
5 HpI/I nepeaaye BoIsABJICHA HEAOCTAYa CICAYIOIINX TOKYMEHTOB!:

6 3axiroueHre TPUHUMAIOLIEH CTOPOHBI

Hroro npunsto en. Xp.
uudpaMu U MPOIUCHI0

Iepenauy npoussenu:

HanmenoBanue IToamnuce Pacundporka noamnucu

JIOJDKHOCTH pabOTHHUKA,
MepeIaroIIero aena
JHara

IIpuem npounssenu:

Hauanpauk OD/] ITonmuce Pacmudporka moamnucu

Unenst OK INochonna Pocrunpomera Iloanuce Pacmudposka noanucu

[Jara noctymienust B OD/]

IIpumeuanue — [loxnucn pykoBoauTENEeH yupekaAeHUH, a TaKkKe AOJDKHOCTHBIX JIUII, OT-
BETCTBEHHBIX 3a Iepeaady M NpHEeM JOKYMEHTOB, JOJDKHBI ObITh CKPEIUICHBI T€pOOBBIMH TEYATIMH yU-

PeXICHUI.
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Ipunoxkenue 11
(obs3aTenbHOE)

ll)opMa AKTa 0 BBIICJICHUU K YHHUYTOKCHUI0O aPXUBHBIX TOKYMEHTOB,
He NMoJIeKAUX XPaHCHUIO

oDJ]
HaUMEHOBAHUE TOCYUPEIKACHUA
COI'JIACOBAHO YTBEPXJIAIO
PykoBouTeIb TOCYUpeKACHUS Ipencenarens OIIK INocdonna Pocrunpomera
TToamnuce Pacuudposka moamucu TToamnuce Pacumudposka moamnucu
JHara Jlara
AKT
No
Jara

0 BBIJICTICHUH K YHUUTOKEHUIO
nokymeHnTtoB ['ochorna Pocrunpomera,
HE MOJICKALIUX XPAHCHUIO

K yHnutoxenuto orobpaHsl ciefyromue 1okyMmenTsl I'oconna Pocruapomera Ha oc-
noBauuu: PJ{ 52.19.143-2010 «IlepeueHb HJOKYMEHTOB apXUBHOTO (hOHA AaHHBIX O COCTOSHHUU
OKpY>Karoleil cpenbl, ee 3arpszHeHun», P 52.19.108-2009 «Ilonoxenue o GopMHpOBaHUH ap-
XMBHOTO (DOHIA MAHHBIX O COCTOSHHM OKpY’Karouied cpeipl, ee 3arps3Henun depepanbHoit
ciryxO0bl O THIPOMETEOPOIOrMM U MOHUTOPHMHIY OKpy:xaromeil cpeas», Pl 52.19.160-2009
«ITonmoxenne 06 3KCIEPTHON KOMHUCCHU apXMBHOTO (DOH/IA JAHHBIX O COCTOSHHUU OKPYIXKAOIIEH
cpensl, ee 3arpszHeHun DenepanbHOI CiryKObl 10 THAPOMETEOPOIOTUM 1 MOHUTOPUHTY OKpY-
JKaromien cpep» u B coorBercTBun ¢ penrenneM DK [ocdorma Pocrumpomera B cocrase:
npejcenaTes

JIOJDKHOCTD, d)aM]/IIII/ISI, MHUIMAJIBI
YJICHOB

JIOJDKHOCTD, (haMuITHsl, MHUIHAIIBI

cekperaps

JHOJIKHOCTbD, q)aMl/U'lI/Iﬂ, HWHUIIAAJIBI
U NPUTTTAIICHHBIX

HaunmenoBanue
OKYMEHTa
Homep AOKY Howmep
Howmep (mena). Ileprox | KommuecTBo
o . cratbu | [Ipumeyanue
nena | HammenoBanue | HaOmroneHuii | en. Xp.
HOPSAKY TyHKTa nepeyHs
HaOJII0ICHU
1 2 3 4 5 6 7
Hroro ell. Xp. 3a roji(bl)

u(ppaMu U MPONHUCHIO
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IIpencenarens sxcriepTHOU IToamuce Pacumdporka noamnucu
KOMHCCHHU
UsneHsl SKCNIEPTHOM Iloanuce Pacmudposka noanucu
KOMHCCHHU
Hauanpauk OD/] IToamnuce Pacmudporka noamnucu

Baxmrouenne DK ocdonma Pocruapomera

YTBEPXJAEHO
IIporoxon DIIK I'ochornma Pocrunpomera
oT Ne
Cexkperaps DIIK 'ochonna Pocrugpomera  [Toamucek Pacmudposka noamnucu

HOKyMCHTLI CIaHbI

Ha3BaHHWEC OpraHU3alluu
Ha repepaboTKy MO MPHEMOCIATOYHON HAKIIaJAHON Ne
Jara

HanmeHoBaHMe NOIKHOCTH
pabotnuka ODJ] Toanuce Pacmudposka noanucu

W3meHenus B YYE€THBIC TOKYMECHTbI BHCCCHBI

HaumeHoBaHMe T0KHOCTH

paborauka ODJ] IToamucs Pacmudporka noamnucu
Hauansank OD/] ITopnucs Pacmudposka noamucu
Jara
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Ipunoxenune 16
(obs3aTenbHOE)

(I)opma THUTYJBHOI'0 JIUCTA KHUTH Y4eTa

feTil

HaMMCHOBAHUE IOCYYPCKICHUSL

KHUT A

yuyera NOCTYIVICHUS U BbIOBITHS JAOKYMEHTOB

Tom Ne
Hauar

OKOHYEH
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Ipunoxenne 17
(obs3aTenbHOE)

d)opMa KaTaJI0KHO# KapTO4YKH HA U31aHHbIEC JOKYMEHTbI

JIALEBAas CTOPOHA KapTOYKHA

HMHBEHTAPHBII HOMEP KHUTH. PaccTaHOBOYHBIN MHIIEKC

3arjiaBu€ KHUI'H. CBGHCHI/ISI, OTHOCAIIHUECA K 3arIaBUIO

COKpalleHHOe HanMeHoBaHue yupexaenns, P10 aBropa

CBCICHHUA O TOM, I'’/I€, KEM U KOI'la U3JlaHa KHUT'a

KOJIMYECTBO CTpaHUL], CBEACHUSL 00 WUTIOCTpalUAaX U THOM MaTepraJi€ B IOKYMCHTE

1LICHAa, TUpax

000pOTHAs CTOPOHA KAPTOYKH

AHHOTAIIUSA KHUTH

89



PJ1 52.19.568 — 2010

Ipuioxenne 18
(obs3aTenbHOE)

®opma Gopmyasipa aeja

paCCTaHOBO‘IHHﬁ HHJICKC HOMEp zena

3aroJIOBOK Jeia

nepuon HaOJIIOICHNIT; KOJINYECTBO JIMCTOB B JETIe

Jara Damunus Homep Ioanuce Ioamuck padoTHHKa apXUBa
BbIJIAYU | TIOJydaTesst TenedoHa noJTyyaress IIPY BO3BpaTe Jiefa
1 2 3 4 5
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Ipunoxenne 19
(obs3aTenbHOE)

®opMa KaTaJ0KHOI KaPTOYKH HA JOKYMEHTbI Ha0JII0IeHHii 32 COCTOSIHHEM OKpY Kaloei
cpenbl

JIMLIEBast CTOPOHA KapTOUKH

KOJ TOKyMEHTa. 3arojioBOK Jeia

HaMMCHOBAHUE ITYHKTa Ha6ﬂ}0[[eHHﬁ, 00s1acTh

muUpoTa U J0JIrorta Mecra. BricoTa HaJl YpOBHEM MOPs

BUJI HAOJIIO1aTEeIbHON OpraHu3aly, ee pa3pss (KaTeropus)

WHBEHTApHBIA HOMep zena. PaccranoBounslil nuaekc. [lepunon Habmonenuii

MECTO XpaHCHUS NTOKYMEHTA, €CJIM JOKYMEHT OCTAaBJICH Ha OTBETCTBCHHOC XPaHCHUC

000pOTHAs CTOPOHA KapTOYKH

AHHOTanusi J0KyMeHTa
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Ipunoxenne 20
(obs3aTenbHOE)

(I)opma KATAJI0KHOHT KAapPTO4YKH HA 0TYEThI 0 HAYYHO-UCCIEA0BATEJIbCKUX
H IKCICIUIUOHHBIX paﬁm‘ax, OTYETHI HAYYHO-HCC/1€/10BATC/IbLCKHUX CYy10B,
OTYETHI CIICHUATUIUPOBAHHBIX U MOJAPHBIX CTaHIUit

JmneBas CTOpoHa KapTOYKH

MHBEHTApHbBIH HOMeEp Jena. PaccTaHOBOYHBII MHAEKC. 3aroJIOBOK JIOKyMEHTa

HanMeHoBanue 3ananus, HVP, Homep Temsl, 3tamn paboTsl

HauMEHOBaHHE OPTaHU3alUY, COCTaBUBIIEH 0T4eT. CIIMCOK MCIIOJHHUTENEH

CBEICHUA O MECTE M IATE€ COCTABJICHUSA JOKYMEHTA

KOJIMYECTBO CTPpaHUILI, CBEACHUA 00 HWIUTIOCTpalusaX U THOM MaTepHrali€ B JOKYMEHTE

MECTO XpaHCHUA JOKYMEHTA, €CJIU JOKYMEHT OCTABJICH HAa OTBETCTBEHHOC XpaHCHUE

000pOTHAs CTOPOHA KapPTOYKH

AHHOTaUUs JOKYyMeHTa
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Hpuaoxenue 21
(obs3aTenbHOE)

Knaccndukanust BU10B Had0aeHIit

1 MeTeopoJiornyeckue HAOII0AeHUS

1.1 TIpu3emMHBIE METEOPOIOTUIECKUE HAOIOICHUS

1.2 HaGnroeHus, MOy YeHHbIE C MOMOIIBI0 METEOPaI0IOKATOPOB
1.3 HaGnroieHust Ha aBUAMETEOPOIOTMYECKUX CTAHIUAX

1.4 BbICOTHBIE METEOPOJIOrHYECKUE HAOIIIOICHHS

2 Asposornyeckue HadII0deHUS

3 ArpomeTeopoJiorHyecKne Ha0TI01eHUs

4 CuHonTH4yecKkne Ha0II0aeHus

5 I'uapoJiornyeckue Ha0II0AeHUS

6 Mopckue ruipoMeTeopoJiornyecKue HadI0aeHust

7. Habmogenns 3a 3arpsi3HEHHEM OKPY:Kalolieil cpeabl

7.1 HaGmonenus 3a 3arpsisHeHHEM aTMOC(EpPHOTro BO3ayXa

7.2 HaGmionenus 3a 3arpsisHeHHEM aTMOC(HEPHBIX 0CAIKOB

7.3 HabmioieHust 3a 3arpsisSHEHHEM ITOYBbI

7.4 HabumoieHust 3a 3arpsisHEHIEM CHEKHOTO MOKPOBa

7.5 HaGumonenus 3a 3arpsi3HEHHEM IIOBEPXHOCTHBIX BOJ CYLLIH

7.6 HabmoeHus 3a 3arpsisHEHHEM MOPCKHX BOJT

7.7 HaGumonenus 3a 3arpsi3HeHHEM 00BbEKTOB OKPYIKAIOIIEH Cpebl IIECTHLNIaMH
7.8 HaGutonienus 3a paiioakTHBHBIM 3arpsi3HEHUEM

7.9 HabmoneHus 3a 00IIMM 3arpsi3HEHHEM

8. 'eouznyeckue HadII0AeHUS

8.1 AKTHHOMETpHUYECKHEe HaOII0ACHHS

8.2 O30HOMeTpHYECKHe HAOIIOACHN I

8.3 TerurobanancoBble HAOIIOCHUS

8.4 Haburoenust 3a aTMOC(EpHBIM SIIEKTPHYECTBOM

8.5 PaketHoe 30H1MpOBaHUE aTMOCHEPHI

8.6 HabumoieHus 3a coepikaHieM MapHUKOBBIX ra30B

8.7 NoHocdepHbIe 1 MarHUTHBIC HAOJFOICHUS, PAANOJIOKAINS METCOPHBIX CJIEJ0B, HAOIIOACHHS
3a MOJISAPHBIMU CUSTHUSAMH

9 I'eimopusuyeckne HAGTIOIEHHS
10 Ha6sronennsi, moy4eHHbIe ¢ MOMOIIbIO HCKYCCTBEHHBIX CIYTHHKOB 3eMJIu

11 Ha6ionenusi, moy4yeHHbIe B pe3y/ibTaTe HAYYHBIX HCCJIEA0BAHUI U IKCIeTUIHMOHHBIX
padot
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Ipuaoxenue 22
(obs3aTenbHOE)

®opma KypHaJa 0CMOTPA APXHBOXPAHUIHILA H NIOMelleHHii o padoTe ¢ JOKyMeHTaMH
B NIPOTHBOIOKAPHOM U OXPAHHOM OTHOLIEHUH 110 OKOHYAHHH PadoT

Toamnuce paboTHuKA,

Ton, PesynbraT ocmoTpa. Meponpusarus,

Bpewms OCMaTpPUBAIOLLETO
MecHIL, BBINIOJTHEHHBIE TI0 OXPaHe
3aKpPbITUS apXUBOXPAHUIIUILA,
YHUCJI0 ApXHUBOXpaHWUIHIIA, TIOMELIECHUA
TTOMEILCHUS
1 2 3 4
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IIpuioxenne 26

(obs13aTenbHOE)

(I)opma AKTa IPOBEPKHU HAJIHYHUA U COCTOAHUA JOKYMEHTOB Foc([)om]a Pocrm[pOMeTa

o1l

Ha3BaHUE rOCYUPEKICHUS

AKT Ne

Jara
HPOBEPKH HAJTUYHUS U COCTOSIHUS
nokymentoB ['ochonma Pocrumpomera

YTBEPXJIAIO

PykoBoauTENh FOCYUPEKICHUS
TToamnuce Pacuridporka moamnucu
Jlara

Ha ocnosanuu PJ1 52.19.108-2009 «Ilonoxxenue o popMUpOBaHUM apXUBHOIO (POH/A JAHHBIX O
COCTOSTHUM OKpY>Karomien cpejpl, ee 3arps3Henun deaepanbHON CayXObl M0 THAPOMETEOPOIIO-
MU 1 MOHUTOPHHTY OKpyKatowei cpenap» u P 52.19.568-2010 «Opranusaiys KOMIUIEKTOBA-
HHS, y4eTa, XpaHEHHS U UCIOJb30BaHHA JOKYMEHTOB apXUBHOTO (POHIA NAHHBIX O COCTOSHUM
OKpY>Kalollel cpelibl, ee 3arpA3HeHUN» KOMUCCHS IO IIPOBEPKE HAIMYUS U COCTOSIHUS JOKYMEH-
toB ['ocdonma Pocrumpomera, co3fgaHHas MO IIPUKa3y PYKOBOIMTENS TOCYUPEKICHUS OT

Ne B COCTaBE:
IIpencenarens
YJICHOB
B IIEPUO/I C o
mpoBeNa  MOJHYK  MPOBEPKYy  Halmu4msi W COCTOSIHMSL  JIOKymMeHToB B ODJ]
TOCYYPEIKICHHUS.
IIpoBepkoii ycTaHOBIEHO:
1 Yucnurces 1o onucsam el Xp.
KOJIMYECTBO
2 BbIsSBICHBI TEXHUYECKUE OIIMOKH
2.1 WmeroT nuTepHbIe HOMEpa:
a) He yYTCHHbIC B UTOTOBOH 3aMKiCH el Xp.
KOJIMYECTBO
0) He MepeYHCIICHHBIE, HO YYTEHHBIC
B UTOI'OBOM 3aITHCH ell. Xp.
KOJIMYECTBO
2.2 IlpomynieHHbIE HOMEpA:
a) HE yYTECHHbIE B UTOTOBOH 3amKcu e Xp.
KOJIMYECTBO
0) He MepeYnCIICHHBIC, HO YYTCHHBIC
B UTOTOBOM 3aMUCH e1. Xp.
KOJIM4YECTBO
2.3 llpyrue, B pe3yjbTaTe 4ero o0bem
YBEIHUYMICS HA e Xp.
KOJIM4YECTBO
YMEHBIIIICS Ha e Xp.
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3 Yucnurces 1o OMKCSM B PE3yJIbTaTe YCTPAHSHUS TEXHUUYECKHX OMINOO0K el Xp.
KOJIMYECTBO
4 He oxa3anoch B HAIN4YUU €. Xp.
KOJIMYECTBO
5 NmeeTcst B HATM4UMHK (BKJIFOUCHHBIX B OIHCH) en. Xp.
KOJIMYECTBO
U3 HUX TPEOYHOLIHX:
a) ne3uH(peKIn el1. Xp.
KOJIMYECTBO
0) Ie3MHCEKLIUU el Xp.
KOJIM4YECTBO
B) pecTaBpaiuu eI Xp.
KOJIM4YECTBO
T) TeperuieTa WiH IOAIINBKI el Xp.
KOJIMYECTBO
JI) BOCCTAQHOBJICHHMS 3aTyXalOIIUX TEKCTOB el Xp.
KOJIM4YECTBO
€) HEeHCIIPABMMO MOBPEKACHHBIX el Xp.
KOJIM4YECTBO
x)
3)
1)
6 VmeeTcs He BKJIIOYEHHBIX B OIUCH €. Xp.
KOJIMYECTBO
7 Utoro (BKJIIOYEHHBIX M HE BKIIOYEHHBIX B OMMCH), MMEIOIIUXCS B HAJIMYUH el Xp.
KOJIM4YECTBO
8 XapaKkTepuCTHKa YCIOBHI UX XPAHECHUS
OTpHLATEIbHbIC SBICHHS B COCTOSIHUU U YCIOBHSAX XPaHCHUS:
1
2
3
HaumenoBanue ITonnucs Pacmudposka noamucu
JIOJDKHOCTH pabOTHHKA
COI'JTACOBAHO
Hauanpauk OD/] IToamnuce Pacumudposka moanucu
JHara
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Ipuioxenne 27
(obs3aTenbHOE)

ll)opMa aKTa 0 TEXHHYECKHUX OIIMOKAX B Y4€THBIX TOKYMEHTaXx

(el
Ha3BaHUE TOCYUPECIKIACHUSA
AKT YTBEPXIAIO
Ne PykoBoauTens rocydpexaeHus
Jjara
0 TEXHHYECKHX OLINOKax B [Moxnuce Pacmmdposka noanucu
YYETHBIX JJOKYMEHTaX Jara

T'ocdonna Pocruapomera

no BUy uHpOpMATUH
METEOpOJIOTHIEeCKOH, THIPOIOTHYECKOH U T.II.

Ne onmceit IIpoBepka mpoBouIach ¢ o

B Xxoz1€ BbINONHEHHS IPOBEPKU 0OHAPYKEHBI TEXHUYECKHE OLINOKH B 3aITHCSX:

HaumeHoBaHue JOKyMeHTa CyuiecTByoIas 3ammch Crenyer 3anucartb
1 2 3
B pesynbraTe KOIMYECTBO €]1. Xp. YBEJINUMIOCH (YMEHBIINIOCH) Ha el Xp.
umppamw u l'[pOl'II/ICBFO
IIpumeyanus:
HanmenoBanune IToamnuce Pacudporka noamnucu

JOJIDKHOCTH paGOTHI/IKa
W3menenus B Y4€THBIC TOKYMEHTbI BHCCCHbBL

HaumenoBanue ITopnucs Pacmudposka noamnucu
JIOJDKHOCTH pabOTHHKA

Jara
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Ipunoxenne 28
(obs3aTenbHOE)

(I)opMa AKTa 0 HEUCNIPABUMBIX MNOBPEKACHUAX APXUBHBIX JOKYMEHTOB

(el
HaWMMECHOBAHHUE IOCYYPEIKIACHUA
AKT YTBEPXIAIO
Ne PykoBoauTens rocydpexaeHus
Jara
0 HEUCIIPABUMBIX MOBPEIKICHUIX [Moxnuce Pacmmdposka noanucu
apXMBHBIX JIOKyMEHTOB Jara

B ¢onzne oOHapysKeHbI €AMHULIBI XPAaHEHUs], IPU3HAHHBIC HEUCIIPABUMO HOBPEKICHHBIMH

Howmep 3arooBoK KomaectBo
Howmep | Homep . [epuox CyIIHOCTb U IPHYHHBI
o TIOBPEKJICHHOW . | ymcToB MM
OIHCH | e]1. XP. HaOJTFOICHHI HIOBPEXKICHHS
TOPSIAKY eIl Xp. o00bem, MO
1 2 3 4 5 6 7
HToro oOHapy»KeHO HEHCIIPABUMO MOBPEXKAESHHBIX en.xp.

uudpamMu ¥ IPONUCHI0

3aBeyOLHii OTAEIOM

HOJIITHCE, PACIIH(POBKA MOITHCH

Hepe'{ncneHHme APXHUBHBIC JOKYMEHTBI IMMOAJIC)KAT CIIUCAHUIO B BULY

DKCIIEPTHI:

HAMMEHOBAHHE TOJDKHOCTEH IKCIEePTOB, MOAMKCH, pacindpoBKa Monuceii, 1ata

JaTa ¥ HOMep NPHKa3a PYKOBOAHUTENS TOCYYPEXKAEHHS O CHATHU HEHUCIPABHMO IOBPEXKIEHHBIX apXHBHBIX JOKY-
MEHTOB C y4eTa

W3menenus B Y4€THBIC TOKYMEHTbI BHCCCHbBIL

HaumenoBanue Ioanuce Pacmudposka noanucu
JOJDKHOCTH paOOTHHKA

JHara
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Ipunoxenne 29
(obs3aTenbHOE)

®opma aKTa 0 HeOOHAPYKEHHH APXMBHBIX JOKYMEHTOB, IIyTH PO3bICKA KOTOPBIX

HeYepnaHbl
o/
Ha3BaHUE TOCYUYPEKICHUSA
AKT YTBEPXIAIO
Ne PyxoBoaurens rocyupexaecHus

Jaara
0 HeOOHapY)KEHUH Ioanuce Pacmudposka noanucu
apXUBHBIX JIOKyMEHTOB, Jlata
MYTH PO3BICKA KOTOPBIX
HCYEPIIaHBI

B pesynbrare mpoBepKH YCTAHOBJIEHO OTCYTCTBHE B (DOHJIE MEPEUHMCIICHHBIX HUXKE ap-
XUBHBIX JOKyMeHTOB. [Ipeanpunsteie OD/] Mepsl 0 PO3BICKY MOJIO0KHUTENBHBIX Pe3yJIbTaTOB HE
JIaJIH, B CBSI3U C YEM CUMTAEM BO3MOJKHBIM CHSATH C y4eTa:

VHBeHTapHBIi N Komuectso
Howmep o | Homep 3aromnoBok | Kpaiinue [penmonaraemeie
TIOPSZAKY | OIHCH HOMEp el Xp JaThI JIHCTOB TIPHYUHBI OTCYTCTBHS
el Xp. T 00beM, MO
1 2 3 4 5 6 7
Hroro el1. Xp.

mu(ppaMy U MPOIUCHIO

ConeprkaHue yTPpaueHHbIX aDXUBHBIX JIOKYMEHTOB MOXKET OBITh YACTUYHO BOCIIOJHEHO
CIIEAYIONMMH JOKyMEHTAMHU:

Hauanpauk OD/] TToamuce Pacumdposka noamucu

JlaTa 1 HOMep NpHKa3a pyKOBOAUTENS
TOCYUPEKAEHUS O CHATHH C yyeTa
HEOOHAPYKEHHBIX JIOKYMEHTOB,

IyTH PO3bICKA KOTOPBIX UCUEPIIAHBI

W3meHenus B YYE€THBIC JOKYMEHTbI BHCCCHBI

HaumenoBanue Ioanuce Pacmudposka noanucu
JOJDKHOCTH paOOTHHKA

Jara
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Ipunoxenue 30
(obs3aTenbHOE)

CDopMa KapTo4iKH-3aKa3a Ha Bbl1av1y e/l U3 apXUBOXPaHUJIHIIA

JIMLEBas CTOpOHA

KAPTOUYKA-3AKA3 Ne
Ha BBIJady /el U3 apXMBOXPaHWININA

(aMuust mosTygaTesst

YYpEKIACHUE, OTACH TeJTe(I)OH

O6opoTHast CTOPOHA KAPTOYKU

3aroJj0BoK
Iens Iloanuce
Jiena, roJ
P— Homep | ucnomnb3oBanus. Jlara TToanuce Jlara JIua,
WK EDHO niena Homep tembl BBIJJaYMl | IOJTydaTelss | BO3BpaTa | MPHUHSBIIETO
p A JIeJ0
HaOJIrOIeHU I
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[1]

[2]

[3]

[4]

[6]

[7]
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bu6auorpadus

ODenepanpHblii 3ak0H «O0 apxuBHOM Jene B Poccuiickoit deaeparnum» OT
22 okts6pst 2004 roma Ne 125-®3 (c mamenenmsiMu Ha 13 mas 2008 roga)
[epedens ¢eneparbHBIX OPraHOB HCIIOJHUTENBHON BIIACTH W OpraHU3AIH,
OCYIIECTBIISIFOLIMX JICHO3UTAPHOE XPAaHCHUE JOKYMCHTOB APXUBHOTO (oHIA
Poccwuiickoit denepanuu, HaxoosImuxcs B GpeaepanbHoil cOOCTBEHHOCTH (YT-
BepxkaeH noctaHosieHueM IIpaButensctBa PD ot 27 nmexabps 2006 ronma
Ne 808)

OenepanpHbiii 3akoH «O 'mapomereoponorndeckoi ciayxoe» ot 19 wmrons
1998 roma Ne 113-®3 (c uzmenenusiMu Ha 2 ¢peBpans 2006 roza)
CrienuanbHbIe MPaBUIIa MOXKAPHOH 0€30MaCHOCTH rOCYNAPCTBEHHBIX H MYHH-
IUMaJIbHEIX apxuBoB Poccuiickoit dexneparun (yTBEpKICHB! IpHKa3oM Mu-
HHUCTepcTBa KynbTypbl PO ot 12 saBaps 2009 roma Ne 3)

®enepanpHbIii 3ak0H «O0 nHPOpMaK, HHPOPMAITHOHHBIX TEXHOJIOTHIX U O
3ammte nHpopMarum» ot 27 utoist 2006 roga Ne 149-03

IIpaBuia opraHu3anuy XpaHeHHs, KOMIJIEKTOBAHHUS, ydeTa U HUCIIOJIb30BAHUSL
JokyMeHTOB ApxuBHoro ¢onaa Poccuiickoit dexepanuu U APYTUX apXuB-
HBIX IOKYMEHTOB B TOCYJapCTBEHHBIX W MYHHUIIMITAIEHBIX apXHBAX, My3€sX U
OoubimoTekax, opraHm3anusx Poccuiickolt akageMun HayK (yTBEpXKICHBI
npuka3oM MuHkyasTypsl PO ot 18 suBaps 2007 rona Ne 19, 3apeructpupo-
BaHbl B MuHtocte P® 6 mapra 2007 roga Ne 9059; ¢ usmenenusimu (yTBep-
JKAEHBI TpUKa3oM MuHKyIeTypsl PO ot 16 despans 2009 roga Ne 68, 3ape-
ructpupoBasbl B Muniocte PO 05 mas 2009 roma Ne 13893))

[NonoxxeHue o co3maHuy U BeJeHUH ENMHOTO TrocyaapcTBEHHOTO (OHIA TaH-
HBIX O COCTOSIHUM OKPY>KaloIlel cpelibl, ee 3arps3HeHnu (YTBEp:KACHO MOoCcTa-
HosnenueMm I[IpaBurensctBa PO ot 21 nexadps 1999 roma Ne 1410)
ITonoxxeHne o MOpAAKe U OpPraHU3AIMK yd9eTa U (QyHKIIMOHHPOBAHUS BEIOM-
CTBEHHOH HaOIIOJATeIbHON ceTH (YTBEPIXKIEHO Tpuka3oM Pocruapomera oT
21.01.2000 Ne 13 (c usmenenusimu ot 28 deBpayis 2007 rozaa), 3aperucTpupo-
BaHo B MuHniocte P® 28 despans 2000 roma Ne 2141)
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[9] TonoxeHue O JUICH3UPOBAHHUU ACATCIBHOCTH B OOJACTH THIPOMETEOPOIIO-
THH U CMEXHBIX C HeH o0nacTsax (yTBEep)KIEeHO IOocTaHOBIeHUEM lIpaBuTens-
ctBa PO ot 13 aBrycra 2006 roma Ne 497)

[10] ®enepanbublii 3ak0H «TeXHUYECKHH perJIaMEHT O TPEOOBAHHUAX IMOXKAPHOU
o0e3omacHoct» oT 22 uronst 2008 roma Ne 123-P3

[11] Konmexc Poccuiickoit denepannu 06 aAMUHHCTPATUBHBIX NPaBOHAPYIICHIIX
ot 30 zexabps 2001 roga Ne 195-d3

[12] Mocranosnenne [IpaButensctBa PO ot 15 HOsOps 1997 roma Ne 1425 «O6
WHPOPMAIIMOHHBIX YCIIyraxX B 00JACTH THAPOMETEOPOIOTHH M MOHHUTOPUHTA
3arpsA3HCHUS OKPYKAIOIeH IPUPOTHOI cpeapl» (C M3MEHEHHsIMU Ha 28 Mapra
2008 rona)

[13] Ionoxenue o PenepabHON CIIy>kO€ MO THAPOMETCOPOIOTHA M MOHHTOPUHTY
OKpyKarorer cpenpl (¢ u3mMeHeHussMu oT 29 mas 2008 roma Ne 404) (ytsep-
>kaeHo nocrtaHoBiieHueM [IpaButensctBa PO ot 23 uronst 2004 roga Ne 372)

[14] AamuHHCTpaTHBHEIA periamMeHT DenepalbHOR CIy OBl O THIPOMETEOPO-
JIOTMM ¥ MOHMTOPHHTY OKpPY’KaroIeil cpeabl 0 MCHOTHEHHIO TOCYAapCTBCH-
Hoil ¢yHkumu «Benenne EnmHoro rocymapctBeHHOro ()oHIA JAaHHBIX O CO-
CTOSHUM OKpPY’KalOIIeH cpenpl, ee 3arps3HeHns» (yTBepkaeH mpukazom Poc-
rugpomera ot 24 mapra 2008 roga Ne 144, 3apeructpupoBas B Muntocre PO
23 mas 2008 roma Ne 11742)

[15] TIpaBuna noxapuoit 6e3onacHocTr B Poccuiickoit @eneparmu [1I16 01-03 (yT-
BEpKACHBI TpuKka3zoM MunucTepcTBa P® 1o memam rpaxIaHCKOH 0OOpOHEI,
Ype3BBIYAHHBIM CHTYAIlMsAM W JIMKBHJALINH MOCIICACTBHH CTHXHHWHBIX OemcT-
Buil or 18 mrons 2003 roma Ne 313, 3aperucrpupoBansl B Munrocte P®
27 nronst 2003 roma Ne 4838)

[16] Meroauka yyera uucia moiib3oBaTeneld EmuHoro rocyaapcTBeHHOro ¢oHaa
JTAHHBIX O COCTOSIHMH OKpY»Xaromiei cpenpl, ee 3arpssaenun (EI'DI) (yrBep-
xneHa PykoBomutenem Pocrunpomera A.W. bempurkim 29 nexadps 2006 rona)

[17] KomiiekcHast mporpamMma pa3BuTHs (OHIOB AaHHBIX Pocruapomera Ha
2006 — 2009 u mocnexmyrome rojsl (yTBepxkaeHa PykoBoaurtenem Pocru-

npometa A.W. benpuukum 11 suBaps 2006 rona)
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KiroueBsle c10Ba: KOMIUIEKTOBAaHHE, YUET, XPAaHEHHUE TOKYMEHTOB, OIIMCH JJOKyMEHTOB, COXpaH-
HOCTb JIOKYMEHTOB, UCIIOJIb30BAaHHE JOKYMEHTOB, apXuBOXpaHuuiie, ['ochonn Pocrugpomera.
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Jlucr perncrpanun u3MeHeHMit
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Homep
U3MCHCHUA

Homep crpanmist

U3MEHEHHOH

3aMEHEHHOH

HOBOH

AHHYIH-
POBaHHOH

Homep
JIOKyMEHTa
(OPH)

Tonmucy

Jata

BHECCHMS
it

BBCICHUSA

M3MEHEHHS.
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