3apeructpuposano B Muntocte P® 6 mapra 2007 r. N 9059

MUHUCTEPCTBO KYJbTYPbI U MACCOBBIX KOMMYHUKAIIUI
POCCHMICKOM ®EJEPAIIUN

ITPUKA3
ot 18 suBaps 2007 r. N 19

Ob YTBEPXJIEHHUMU ITPABHJI
OPT'AHM3AIIUU XPAHEHUSA, KOMIIVIEKTOBAHUS, YYETA
U UCIIOJb30BAHUSA JOKYMEHTOB APXUBHOI'O ®OHJIA POCCUICKOM
OEJEPAIIMU U JPYT'UX APXUBHbBIX JOKYMEHTOB B I'OCYJAPCTBEHHBIX
N MYHUIIUITAJIBHBIX APXUBAX, MY3EAX U BUBJIMOTEKAX,
OPTAHM3ALIMAX POCCUICKOMN AKAJTEMHH HAYK

(8 pex. [Ipukaza Munkynstypsl PO ot 16.02.2009 N 68)

B cootBercTBuu ¢ nmyHkToM 2 yactu | crateu 4, yactu 5 ctateu 14 @enepanbHOro 3aK0Ha
ot 22 oktsa0ps 2004 r. N 125-®3 "O6 apxusHoMm jene B Poccuiickoit denepanun" (Cobpanue
3aKkoHonarenbcTBa Poccmiickoit @enepammu, 2004, N 43, cr. 4169; 2006, N 50, ct. 5280)
MPUKA3BIBAIO:

1. YTBepautp npunaraemeie [IpaBuna opranuzanuu XpaHeHUsl, KOMIUICKTOBaHUS, y4eTa U
HCIIOJIb30BaHusl JOKYMEHTOB ApxuBHoro ¢onna Poccuiickoit denepaunu U Ipyrux apXUBHBIX
JOKYMEHTOB B TOCYJapCTBEHHBIX W MYHHUIMNAIbHBIX apXWBaX, My3esiXx U OuOIHOTEeKax,
opranu3anusx Poccuiickon akaieMuu HayK.

2. KouTtponp 3a wucnoiHeHueMm Hactosmero Ilpukasa BO3JIOKUTP HAa 3aMECTHUTENA
Munuctpa J[.M. AmyHria.

Munuctp
A.C.COKOJIOB

[Ipunoxxenne

MPABUJIA
OPI'AHM3AIIMA XPAHEHU S, KOMILUIEKTOBAHUS, YYETA
1 UCHOJB30BAHUSA JOKYMEHTOB APXUBHOI'O ®OHJIA POCCUHCKOMN
®EJEPALIMA U IPYTUX APXUBHBIX JOKYMEHTOB B 'OCYJAPCTBEHHBIX
U MYHUITAIIAJIBHBIX APXUBAX, MY3ESIX U BUBJIMOTEKAX,
OPI'AHMBAIIUSIX POCCUMCKOM AKAJIEMUHN HAYK

(8 pex. [Ipukaza Munkynbtypsl PO ot 16.02.2009 N 68)

[. O0uue moJIoxkeHus



1.1. Hacrosmme enunbie [IpaBuna opraHusanyvy XpaHEHMs, KOMIUIEKTOBaHUS, ydeTa U
UCIOJIb30BaHUS JOKyMEHTOB ApxuBHOro (onaa Poccuiickoit dexepannu U Apyrux apXuBHBIX
JOKYMEHTOB B TOCYJapCTBEHHBIX M MYHUIUNAJIbHBIX apXHWBaX, My3esiX U OuOIMOTEKaX,
opranm3anusix Poccuiickoil akagemuu Hayk (nanee - [IpaBuia) pazpaboTaHbl B COOTBETCTBUH C
®denepanpHbiM  3ak0oHOM 0T 22.10.2004 N 125-®3 "O6 apxuBHOM jeine B Poccuiickoii
Oenepanun" (Cobpanue 3akoHomaTenbcTBa Poccuiickoit deneparuu, 2004, N 43, cr. 4169)
pacrpoCTpaHsAIOTCsT Ha TOCYJapCTBEHHbIE M MYHUIUNAJIbHBIC ApXUBBI, My3ed M OUOIHOTEKH,
opranmzaumu Poccuiickoil akanemun Hayk (apxuB PAH, HaydHble apXuBbI PETMOHAJIBHBIX
oTzeneHud M HaydHbIX 1eHTpoB PAH, Hay4yHO-OTpacimeBble u MeMopuaibHble apxuBbsl PAH,
OCYILECTBIISIONINE IOCTOSIHHOE XpaHEHHEe JOKyMEeHTOB ApxuBHOro ¢onaa Poccuiickoit
@enepauyu) (nanee - apxuBbl), KOTOPbIE B COOTBETCTBUM C 3aKOHOAATEILCTBOM Poccuiickoii
denepai OCYIIECTBISIOT MOCTOSIHHOE XpaHEeHUE TOKYMEHTOB ApxuBHOTO (hoHna Poccuiickoit
@denepaliy, a TaKKe BPEMEHHOE XpaHEHHME JPYTHMX AapXHUBHBIX JOKYMEHTOB, MPUHATBHIX OT
JMKBUIUPOBAHHBIX OPraHOB rOCYAapCTBEHHON BJIACTH, MHBIX TOCYAAPCTBEHHBIX OPraHoB (Jajiee
- TOCYJapCTBEHHbIE OPraHbl), OPraHOB MECTHOT'O CaMOYTIPABJICHUS U OPTaHU3ALHH.

1.2. Hoxymentsl ApxuBHoro ¢onaa Poccuiickoit dexepanuu - apXUBHbIE JTOKYMEHTHI,
MPOLIE/IIINE 3KCIEPTU3Y LIEHHOCTH JOKYMEHTOB, IOCTaBJICHHbIE Ha TOCYJApPCTBEHHBIN y4yeT U
MOJIEKAITUE TIOCTOSSHHOMY XPaHEHUIO.

1.3. JIOKyMEHTBI 110 JINYHOMY COCTaBY, & TAKXKE apXUBHBIE JIOKYMEHTHI, CDOKH BPEMEHHOTO
XpaHEHUs! KOTOPbIX HE UCTEKJIM, OTHOCSTCS K IPYTUM apXUBHBIM JOKYMEHTAM.

1.4. 'ocynapcTBeHHbIE U MyHUIUIIAJIBHBIE My3€U U OMOINOTEKH, MyHULIUIIAJIbHbIE APXUBBI
PYKOBOJACTBYIOTCS Hactosuumu I[IpaBuiamMm ¢ ydeToM CBOEro MpaBOBOroO craTyca U
0COOEHHOCTEN JesITeNbHOCTH.

1.5. Opranusanusi XpaHEHHs, KOMIUIEKTOBAHMSA, y4e€Ta M MCIIOJIIb30BAHMS JTOKYMEHTOB
ApxusHoro ¢onnga Poccuiickoit @enepanun U Ipyrux apxXuBHBIX JOKYMEHTOB B (helepanbHbIX
OpraHax HCIIOJIHUTEJIBHOMN BJIACTH U OPraHU3alUsAX, OCYLIECTBIISIOMINX IENO3UTAPHOE XPaHEHUE
TOKyMeHTOB ~ ApxuBHoro ¢onaa Poccuiickoit ®Denepanmu, peryJupyeTcs JIpyTruMu
HOpPMaTUBHBIMU IIPABOBBIMU AKTAMH.

1.6. ®@opMbl YUYETHBIX M MHBIX JOKYMEHTOB AapXHBOB, YIOMHHAEMbl€ B HACTOSLIUX
[IpaBmiax u OTCYTCTBYIOIIME B MNPWIOKEHUSIX K HHMM, YCTaHABIMBAIOTCA CIIELUAIBHO
YHOJHOMOYEHHBIM (e/iepalibHbIM OPraHOM HCIIOJHUTENIBHOM BIIACTH B cpepe apXUBHOTO Jea.

II. Opranu3zanus xpaHeHus JOKyMEHTOB ApXUBHOTO (OHIa
Poccuiickoit @enepanyy U Jpyrux apXuBHBIX JOKYMEHTOB B apXUBE

2.1. B apxuBe nokyMmeHThl ApxuBHOTO ¢GoHAa Poccuiickoit denmeparmuu u Japyrue
apXUBHBIC JOKYMEHTBHl OPraHU3yIOTCS 10 HWCTOPUYECKH W/WIM JIOTMYECKU CBS3aHHBIM
COBOKYITHOCTSIM - apXWBHbIM (oHgam. [lo OTHOIIEHHIO K HEKOTOPHIM BHJAM apXHBHBIX
JOKYMEHTOB JIOIycKaeTcsi uX HeoHmoBas opranusanus (cm. 1. 2.10).

2.1.1. Pa3HOBUAHOCTSIMHU apXUBHOTO (POH/IA SBIISIOTCS:

apXUBHBIM (OHJ TOCYJapCTBEHHOI'O OpraHa, opraHa MECTHOIO CaMOYTMpaBJICHHUS,
OpraHu3allM, COCTOSALIMKA M3 OOpa30BaBIIMXCS B IPOLECCE MX ACATENIBHOCTU JOKYMEHTOB
ApxusHoro ¢onaa Poccuiickoii @enepanuu U APYrux apXUBHBIX JTOKYMEHTOB;

Oo0OBbEIMHEHHBIM apXuBHBIK (OHA, cocTOAUIMI U3 00pa3oBaBIIMXCA B Ipolecce
NesITeIbHOCTU IBYX WM 0oJiee opraHu3allyii, a Takke rpakJaH T0KyMeHTOB ApXUBHOTO GoHIa
Poccuiickoit @enepanii U APYTUX apXUBHBIX JOKYMEHTOB, HMEIOIIUX MEXAYy co00it
WCTOPUYECKH U/UITU JIOTUYECKU 00YCIIOBICHHBIC CBSI3H;

ApPXUBHBIA (DOHT TUIHOTO MPOUCXOKICHUS (CEMBH, POJIa), COCTOSIINI 13 00pa30BaBIIUXCS
B IIpoLleCCE€ KU3HU M [JEATEIbHOCTH OTAEIBHOIO TIpaXKIaHWHA, CEMbH, pOAA apPXMBHBIX
JIOKYMEHTOB, BKJIFOUEHHBIX B cocTaB ApxuBHOro GoHaa Poccuiickoit deneparuu.



K apxuBHOMYy (QoHIY HMpUpaBHUBAETCS COBOKYMHOCTh OTACIBHBIX JOKYMEHTOB APXHUBHOTO
¢onna Poccuiickoit depepauuu M JIpyrux apxXUBHBIX JOKYMEHTOB, OOpa30OBaBIIUXCS B
NEeSITEeIbHOCTH  PAa3HBIX MCTOYHMKOB KOMIUIEKTOBaHMA apxuBa (¢doHgooOpasoBareineit),
O0OBEIMHEHHBIX 0 OJHOMY MM HECKOJIbKMM MpHU3HaKaM (TeMaTHYeCKOMY, HOMHUHAJIbHOMY,
00BEKTHOMY, aBTOPCKOMY, XpPOHOJIOTHUYECKOMY U APYTHM) (Jajiee - apXuBHAsI KOJIICKIIHS).

2.2. Tlo creneHu IEHHOCTH AOKYMeHTHl ApxuBHOTO (oHaa Poccuiickoit denepanuu
JIeTSATCS Ha IIEHHBIE, 0CO00 IIEHHbIE U YHUKAJIbHBIE.

2.2.1. Bce otHeceHHble k coctaBy ApxuBHoro gouaa Poccuiickoit @eneparyn JOKyMEHTHI
BHE 3aBUCHMOCTH OT HUX IIPOMCXOXJEHHUS, BUAA HOCHUTENS, CTENEHU CEKPETHOCTH, MecTa
XpaHeHust 1 GopMbl COOCTBEHHOCTH SIBJISIOTCS [ICHHBIMHU.

2.2.2. B cocraBe ApxuBHoro ¢onaa Poccuiickoit denepannu BLAETAIOTCS 0C000 IIEHHBIE
JOKYMEHTBI, HMMEIOINE HENPEXOIIly0 KYyJIbTypPHO-UCTOPUYECKYI0 M HAyYHYIO LIEHHOCTb,
0Cc0o0YI0 Ba)KHOCTbH JUIsl OOIIECTBA M rOCyJapCcTBa U B OTHOILIEHUU KOTOPBIX yCTaHABIUBAETCS
0COOBIN PEeXUM yUeTa, XpaHEHHS U UCIIOJIb30BaHUS.

2.2.3. B coctaBe 0cO00 LIEHHBIX JOKYMEHTOB BBIACNAIOTCS YHUKAIbHBIC TOKYMEHTHI, HE
umeromue cebe MoJoOHBIX MO cojepxkaiieiics B HUX MHQOpMamuu u (WIM) UX BHEUIHUM
IpU3HaKaM, HEBOCIIOJIHMMbBIE IIpU yTpare C TOYKM 3pEeHMs HUX 3HadeHus u (Win)
aBTorpaguuHoctd (cMm. 1. 3.7.4).

Koncynprantlntoc: npumedanue.

B odunmanbHOM TekcTe AOKyMEHTa, BUAMMO, JOMyLIeHa oredyaTka: MyHKT 5.3.2 B
JOKYMEHTE OTCYTCTBYET, 110 BOIIPOCY, KACAIOIIEMYCSl YHUUTOKEHUSI aDXUBHBIX JOKYMEHTOB, CM.
NyHKT 4.3.2.

2.2.4. ApxuBHbIE JOKYMEHTBl BPEMEHHOI'O XPAaHEHMsI, UMEIOLIUECS B COCTABE apXMBHBIX
(GOHIOB, B TOM YHUCJIE OT JIMKBUIUPOBAHHBIX OpPraHM3allUil, WM MOCTYIHMBILIHME B apXUBBI
BCJIEJICTBHE YPE3BBIYAMHBIX OOCTOATENBCTB, BBIICISIOTCA K YHUYTOXKEHUIO B YCTaHOBJIEHHOM
nopsiake (cMm. 1. 5.3.2).

2.3. Ilo xareropusM JOCTyNa AapXUBHBIE JOKYMEHTBI JIE€IATCA HA OTKPBITHIE,
OrPaHUYEHHOI'0 JI0CTYMA U Ha XpaHs;IIUECs HA 0OCOOBIX YCIOBHSIX 10CTYNA K HUM.

2.3.1. OTKpBITBIMH SBJISIFOTCS BCE AapXMBHBIE JOKYMEHTBI, JOCTYIl K KOTOpPBIM HE
OTpaHUYEH B COOTBETCTBUU C MEKIAYHAPOAHBIMH jaoroBopaMu Poccuiickonn ®enepanuu,
3akoHomarenscTBOM Poccuiickonn denepanuu, a TakKe B COOTBETCTBHH C PACHOPSKEHHUEM
COOCTBEHHMKAa WM BJaJelblla APXUBHBIX JIOKYMEHTOB, HAaXOJMIIMXCS B  YacTHOM
COOCTBEHHOCTH.

2.3.2. K apXxuBHBIM JJOKYMEHTaM OIPaHUYEHHOI0 JOCTYIa OTHOCSTCS:

apXUBHBIE JIOKYMEHTHI, COJEPIKAIINE CBEJICHUS, COCTABIISIOLINE TOCYIapCTBEHHYIO TallHy
WJIY MHBIE OXpaHsAeMbIe 3aKOHOIAaTENbCTBOM Poccuiickoit denepanny TaliHbl;

apXUBHBIE JOKYMEHTBI, COAEPIKALIUE CBEICHUS O JIUYHON U CEMEHHOM TaliHe IpaX<1aHNHa,
€ro YaCTHOM *KM3HM, a TAKXKe CBEJCHHUS, CO3/IAI0IIUE YTPO3y ero 6e30MacHOCTH;

apXMBHBIE JIOKYMEHTBI, COOCTBEHHHKH HJIM BJIAJENbIbl KOTOPHIX, MEpeaBas UX B apXUB,
YCTaHOBWJIM B JOTOBOPE YCJIOBHUS JOCTYINA K HUM U X UCIOJIb30BaHUSI.

JlocTyn K yKa3aHHBIM apXHMBHBIM JOKYMEHTaM [JO YTpaTrbl MMM CEKPETHOCTH WU
KOH(QHIEHIIMAIBHOCTH, a TaKKe WX MCIOJIb30BaHUE OCYIIECTBISIOTCS B YCTaHOBJIEHHOM
MOPAJIKE.

2.3.3. OrpaHnuuBaeTcs JOCTYII K MOJIMHHUKAM 0CO00 IIEHHBIX, B TOM YUCJI€ YHUKAJIbHBIX,
JOKYMEHTOB U K JokymMeHTam ApxuBHoro ¢onna Poccuiickoit ®denepanuu, nNpu3HaHHBIM B
nopsiike, ycraHoBieHHoMm 1. 2.11.7.1  nHacrosumux IlpaBwi, HaxoasumuMucs B
HEYJIOBJIETBOPUTEIIEHOM (PU3NYECKOM COCTOSTHHH.

CDOHI[I/IpOBaHI/Ie APXUBHBIX JOKYMCHTOB



2.4. Pabota o dhoHaMpoBaHMIO (OTPEIEICHUIO, YTOYHEHHUIO (POHIOBON MPUHAIC)KHOCTH
apXMBHBIX JIOKYMEHTOB M XPOHOJIOTMUECKUX TPAHHUI[ apXUBHBIX (DOHJOB) OCYIIECTBISIETCS B
HCTOYHHKAX KOMIUICKTOBAaHUS apXUBOB ((PpoHmI000pazoBaTessax) B npouecce GOpMUPOBAHUS €T
Ha OCHOBE HOMEHKJATyp Jie]l U OTOOpa AOKYMEHTOB JUIsl MEepelayd Ha XpaHEHHE B apXuB, a
TaK)K€ B apXHBaxX - MPU ONUCAHUM MPHUHITHIX HEYNOPSIOYEHHBIMH apXUBHBIX JOKYMEHTOB,
nepepaboTKe HEYAOBIETBOPUTEILHO COCTABJICHHBIX ONMUCEH, MPHU CO3AAHUU OOBEIUHEHHBIX
apXUBHBIX (POHJIOB U APXUBHBIX KOJUIEKLUH, HCIIPABICHUH OMIHUOOK (hOHTUPOBAHMUS.

2.4.1. Onpenenenrie GOHIOBON MPUHAMIC)KHOCTH apXUBHBIX JOKYMEHTOB 3aKIIOYAacTCs B
OTHECEHUU MX K apXUBHOMY (DOH/Iy COOTBETCTBYIOLIETO (POHI000pa3oBaTeNsl.

ApXUBHBIE JTOKYMEHTBI, SIBJIAIOLIMECS BXOJSAIIUMH, OTHOCSATCS K apXUBHOMY (DOHILy TOTO
(donn000pa3oBatesis, KOTOPBIA UX HOTYUIHII.

ApXUBHBIE TOKYMEHTBHI, SIBJISIOIINAECS UCXOASIIMMU KONMUSAMHU (OTIyCKaMH), OTHOCATCA K
apxuBHOMY (OH]Ty TOr0 (POHI000pa30BaTENsl, KOTOPBIH ABISETCS UX aBTOPOM.

ApXUBHBIE JOKYMEHTHl BHYTPEHHEIro OOpalleHHs] OTHOCATCS K apXUBHOMY (OHAY TOrO
¢dong000pa3oBaresis, B KOTOPOM OHHU CO3/IaHBbI.

2.4.2. B cny4ae peopraHu3aiiy WM JUKBUAALUN OPTaHU3aAIMK C niepeaayeil ee GyHKUUH
BHOBb CO3JJaHHOM OpraHU3al[My 3aKOHYEHHbIE IPOM3BOACTBOM JI€/Ia BKJIIOYAIOTCS B apPXUBHBIM
¢boH peopraHuzyeMol WIM JHMKBUAMPOBAHHOW OpraHM3alliM, a HE3aKOHYEHHbIE Jena,
NepeJaHHble JUIsl OKOHYAHUS MPOMU3BOICTBOM OPraHU3aLUU-NPABOIIPEEMHHKY, BKJIHOYAIOTCS B
apXUBHBINA (DOHJ TIOCTIETHEH.

W3 apxuBHOro (GoHIa JHUYHOTO HPOHCXOXKIAECHHUS apXHBHbIE JOKYMEHTBI OpIraHU3aIlUH
BBIICJISIIOTCS. U TIPUCOETUHSIOTCS K COOTBETCTBYIOIIEMY apXUBHOMY (POHIYy IIPU YCIOBHH, €CIIU
9TOT apXUBHBIA (DOHI HAXOAUTCA HAa XPAHEHUM B JTAHHOM apXUBE U APXUBHBIE JTIOKYMEHTHI
OpraHu3aliil HE CBSA3aHbl C JIEATEIbHOCTHIO TPakKIaHHWHA, 0OPa30BaBIIErO APXUBHBIA (OHA
JUYHOTO TpOMCXOoXkAeHUs. He momiexar BBIACICHUIO M3 apXMBHOTO (OHIA TpaKAaHUHA -
PYKOBOJUTENS U WIEHA COOTBETCTBYIOIIMX OOIECTBEHHBIX OpraHU3aluil apXUBHbBIE JOKYMEHTBI
3TUX OOLIECTBEHHBIX OpraHU3aIHil.

2.4.3. Enunbiil apXuBHBIN (GOHT ¢ apXUBHBIMH IOKYMEHTAMU OPTaHU3AIMH COCTaBIISIOT:

apXHUBHbIE JOKYMEHTHI ITPEJICTABUTENBCTB U (PUIHATIOB;

apXUBHbIE TOKYMEHTBI COBEIIATEIbHBIX OPTaHOB, CO3AAHHBIX ITPU OpPraHU3aluy;

apXUBHBIE JOKYMEHTbl BPEMEHHBIX aIMUHUCTpALMi OPraHn3aluY, HaXOAIIEHCs B CTauu
OaHKPOTCTBA;

apXMBHbIE JIOKYMEHTBHl CO3JaHHBIX IIPU OpPraHU3aLUU IEPBUYHBIX OOIIECTBEHHBIX
opranm3anmii (3a uckmodyenueM opranuzanuii KIICC u BJIKCM), cymecTBoBaBIIMX 110
TIPUHSITHS 3aKOHOAATeIhCTBa Poccuiickoit deneparuu 00 00IIeCTBEHHBIX 00hEINHEHUSX;

apXUBHBIE JOKYMEHTHI JTUKBUJAIIMOHHON KOMUCCUU OpPTraHU3allu.

ApxuBHBIE JOKYMEHThl OOIIECTBEHHON opraHm3zauuu (Opodcoro3Hol u  1p.),
CYLIECTBYIOIEH NMPH OpraHnU3allii ¢ MOMEHTA PETUCTPALUU 3TOH O0IIECTBEHHOMN OpraHu3aluy B
COOTBETCTBHMM C  3aKOHOAATelnbcTBOM  Poccuiickoit  @enmepauuu 00  0OIIECTBEHHBIX
00BEIMHEHUAX, IPU UX INOCTYIUIEHUU Ha XPaHEHHE B apXHUB COCTABJISIOT CAMOCTOSTEIbHBIN
apXMUBHBIN (OHA WM MPUCOEAMHSIOTCS K apXUBHOMY (POHAY COOTBETCTBYIOLIEH OpraHU3aliH,
00pa3ys 00beTMHECHHBIN apXUBHBIN (HOH/.

2.5. O6venuHeHHbIN apXuBHBIN GOoH popMuUpyeTcs U3 apXUBHBIX JTOKYMEHTOB:

OpraHM3alyii, OJHOPOJHBIX IO IEJIEBOMY Ha3HAYEHUIO U (QYHKIMSIM, NEHCTBYIOIIUX Ha
ONPEIEIIEHHOW TEPPUTOPHH;

PYKOBOJSIIErO0 OpraHa W IOAYMHEHHBIX €My OpraHu3aiuii, JIeHCTBYIOIIMX Ha
OIIpEIECIIEHHON TEPPUTOPHH;

OpraHu3aIyii, 00beJMHEHHBIX 0O BEKTOM JICATEIbHOCTH;

[OCIEIOBAaTEIbHO ~ CMEHSBIIMX APyl  JApyra OpraHu3aluid, eciu  (QYHKIHUH
IPEIIECTBEHHUKOB ITOJIHOCTBIO WJIM YaCTUYHO IepeIaBaIMCh U NIEPEJAtOTCs UX IPEEMHHUKaM;



JIBYX WM 0oJiee apXUBHBIX (POHIOB JIMYHOTO MPOUCXOXKACHUS, €CIH TPakJIaHE CBSA3aHbI
MEXIy €000l OJIM3KUMU DPOACTBEHHBIMH, MPO(hecCHOHANbHBIMHU, TBOPYECKHUMH, AEJIOBBIMU
OTHOILIEHUSIMHU.

2.6. ApxuBHas KOJUIEKLIUS MTOCTYTAET B apXHB WK (popMUpyeTCS B apxXUBE U3 OTIACITBHBIX
Pa3pO3HEHHBIX AapXUBHBIX JOKYMEHTOB, HUMEIOUIMX NpU3HAKU oOmHocTH. McTopuuecku
CJIOKUBILASACS ApXUBHAs KOJUIEKLHMS, MMOCTYNMBIIAS U3 JPYroro apxXxmpa, OT OpPraHU3aluu WU
rpakJaHuHa, nepe(oHINPOBAHHIO HE TOAJICKHUT.

2.7. ApxuBHBIE JIOKYMEHTHI, C(POpPMUpOBAaHHBIC B apXUBHBIH (OHI, OOBEAUHEHHBIH
apXUBHBIM  (OHJ WIM AapXMBHYIO KOJUIEKIHUIO, MEpePOHIUPOBAHUIO HE IOJJIEkKAaT.
[lepeonarpoBanre apXUBHBIX JOKYMEHTOB JOIYCKAaeTCS B HCKIIOYUTENBHBIX CIydasx IMpHU
oOHapyXEeHHH OMHUOOK (POHIUPOBAHUS, 3aTPYAHIIOMINUX MTOUCK APXUBHBIX JOKYMEHTOB.

2.8. B 3aBuCcMMOCTHM OT BpeMEHM OO0pa3oBaHMS M IPABOBOTO CTaTyca HCTOYHUKA
KOMILIEKTOBaHUS ((PoHT000pa30BaTENs) €ro apXUBHBIE JOKYMEHTHI IPUHUMAIOTCS B apXHUB WIIN
KaK MPOJOJDKAIONIASACSA YacTh Y)K€ MMEIOLIErocsl apXuBHOro ()OHJa, WIM KaK HOBBIM apXHUBHbIN
dhonz.

2.8.1. B cBa3u ¢ npunarueM Koncrurynuu Poccuiickoit @enepanuu B 1993 rony:

2.8.1.1. HOBBIE apXHUBHBIE (DOH/IBI COCTABIISAIOT APXUBHBIE JOKYMEHTHI:

OpraHoB 3akoHojaTenbHOM Biactu Poccuiickoit denepaunu u cydowvektoB Poccuiickoit
Oenepanuu;

OpraHOB MCIOJHUTEIbHON BiacTu Poccuiickoit denepaniuu U pecrnyOlMK B COCTaBe
Poccutickoii ®enepanuu;

riaB (ryOepHATOpOB) KpaeB, o0acTeld, aBTOHOMHBIX OKpYroB Poccuiickoit denepanuu u
UX aIMUHHUCTpPAIUK;

OTpaclieBbIX ~OpPraHoOB HCIIOJHUTENBHON BIAacTH KpaeB, obnactei, MOCKBB H
Cankr-IlerepOypra, aBTOHOMHBIX OKpyroB Poccuiickoit @enepanuu, ecinu ux 3agauu U QyHKIUN
HN3MEHUIIUCH;

opraHoB cyne6Hoi Binactu Poccuiickoit denepanmu;

OpraHOB MECTHOI'0 CaMOYITpaBJICHUS;

I'enepansHoOl IpokypaTypsl Poccuiickor denepanny;

Cuetnoit nanatsl Poccuiickoit @enepanuu;

HentpansHoro 6anka Poccuiickoit @enepanuu (banka Poccun);,

LlenTpanpHoit u30MparenbHONM Komuccun Poccuiickoit @enepanuu, u30UpaTeNbHBIX
KOMHUCCHI OpPraHoB TOCyAapCTBEHHOM BllacTh cyObekToB Poccuiickoit deneparuu.

Honyckaercst  ¢opMHpoBaHHE OOBEAMHEHHBIX AapXMBHBIX (OHAOB M3 aApPXUBHBIX
JOKYMEHTOB M30MPaTEIbHBIX KOMUCCHIA TIO BEIOOpaM OPraHOB MECTHOTO CAMOYIIPABIICHHUS;

2.8.1.2. equHble apXxuBHbBIE (OH]IBI COCTABIISAIOT APXHUBHBIE IOKYMEHTBI:

OTpAacCEBbIX YIPaBICHUH U OTJEIOB MCIOJKOMOB COBETOB HApOJHBIX JIEIIyTaTOB KpaeB,
obmacreir, 1. T. MockBel u Cankr-lIletepOypra, aBTOHOMHBIX OKpyroB PCOCP wu
COOTBETCTBYIOIIMX OTPACJIEBbIX OPraHOB MCIIOJHHUTEIbHON BIAacTH KpaeB, oOJacTel, T. T.
Mockssl u Cankr-IlerepOypra, aBToHOMHBIX OKpyroB Poccuiickoit denepanuu, eciau ux 3agadu
1 QYHKIIUHU OCTAJIUCh O€3 U3MEHEHMUS;

OpraHoB Cy/IeOHOW BJacTH W MPOKYpaTyp peciyOsiuK, KpaeB, obmacTeil, r. r. MOCKBHI U
Cankr-IlerepOypra, aBTOHOMHBIX OKpPYroB, roposoB u paiioHoB PCOCP u cooTBeTCTBYHOIUX
OpPraHoB CyJeOHOH BIIACTH W MPOKYpaTyp B pecmyOyMKax, Kpasx, o0mactsx, r. . MOCkBe H
Cankr-IleTepOypre, aBToHOMHBIX OKpyrax Poccuiickoit denepannu, MyHUIUIAIBHBIX pailoHax
Y TOPOJICKUX OKPYTaX;

IIPEICTAaBUTEIIBHOTO W HCIOJHUTEIBHO-PACIOPSAUTEILHOTO OPraHOB MYHUIMIIAIBHOTO
IIOCEJICHMUSL.

2.8.2. B cBs3u ¢ mpeoOpazoBaHMEM MYHUIIMIIAJIBHBIX 00pa3oBaHUM (MX OOBEIMHEHHEM,
pasaesieHueM, a TakkKe U3MEHEHHEM CTaTyca FOpOJICKOro MOCEIeHHs) HOBbIE apXUBHbIE (DOH/IbI
COCTABJISIFOT apXHUBHbBIE JJOKYMEHTBI CO3JJaHHBIX OPTaHOB MECTHOTO CaMOYIIPaBJICHUSI.



V3MeHeHne TpaHWIl MYHUIMIIAIBHBIX OOpa30BaHWiA HE SIBJISIETCS OCHOBAaHHEM IS
CO3/1aHUS HOBBIX apPXUBHBIX (POHIOB W3 APXUBHBIX JOKYMEHTOB COOTBETCTBYIOIIUX OPraHOB
MECTHOT'O CaMOYTIpaBJICHUS.

2.8.3. Ilpu peopranuzanuy OpraHU3aIid HOBBIC apXUBHBIC (DOH/IBI CO3/IAIOTCS B CITyYasiX:

WU3MEHEHUS 1eJICBOT0 Ha3HAUCHHUSI, TPOQIIIS AEATEIFHOCTH U (DYHKIIMIA OpTaHU3aIHH;

npeoOpa3oBaHusl OpraHM3allud C H3MEHeHHeM (OopMbl COOCTBEHHOCTH HWMYIIECTBA
opranuzanuu (IpUBaTU3aLKs, aKIIMOHUPOBAHUE, HAITMOHATTU3AIUS U T.I1.).

W3 apXWBHBIX JIOKYMEHTOB TOCYAApCTBEHHOW WM MYHHMLIMIAIBHOW OpraHU3alluy,
MOJIBEpruIeiicss MpeoOpa3oBaHUI0O € HU3MEHEHHeM (OpMbl COOCTBEHHOCTH HMYILECTBA
OpTaHu3aIHH, " APXHUBHBIX JTOKYMEHTOB BHOBb BO3HHKIIICH
opraHuzanuu(if)-1paBonpeeMHUKa(OB) J0IMycKaeTcss GOpMHUpPOBaHNUE 00bETUHEHHOTO apXUBHOTO
¢doHa B ciyyae mepeiadd apXMBHBIX JOKYMEHTOB oOpraHuzanuu(ii)-mpaBonpeeMHUKa(OB) B
TOCYJapCTBEHHYIO MM MyHHIIUTIAIEHYIO COOCTBEHHOCTb.

2.8.4. He aBnsieTcst OCHOBaHUEM [IJIs1 CO3/IaHKSI HOBOTO apXUBHOTO (hOHAA:

pacmMpeHre WIH CYXXEHHE TepPPUTOPUANBHBIX TPAHUI] JEATENbHOCTH WM (PyHKUMN
OpraHH3alNH;

BBIJICJIEHUE U3 OpPraHU3alliy OJHOM MJIM HECKOJBKUX HOBBIX OPTaHU3AIMM ¢ mepenavyeit UM
OTJEeNbHBIX (PYHKUIUN IEPBOM OpraHU3alNY;

M3MEHEHHUE MOAYMHEHHOCTH OpraHU3alluy, €€ CTPYKTYpbI, IEPEMMEHOBAHNE WM BHECEHHE
U3MEHEHUI B Ha3BaHUE, HE COMPOBOXKAAIOIINECS U3MEHEHUEM MTEPBOHAYATBHBIX (DYHKIINIA;

CMeHa yupenuTensi(ei) opranuzanuu 6e3 u3MeHeHus: GopMbl COOCTBEHHOCTH MMYIIECTBA
3TOM OpraHu3alyy.

2.8.5. ApxuBHBIE JIOKYMEHTbl OpPraHW3alMH, TMPEKPATUBIICH CBOK JEATEIBHOCTh
BCJIC/ICTBUE JIMKBHJAALMK, B TOM 4YHCIE MO NpPUYMHE YPE3BBIYANHBIX OOCTOSTENBCTB WIIU
CTUXMMHBIX OEJICTBHI, a 3aT€M BOCCTAHOBJIEHHOW C TeMH K€ (DYHKIMSIMHU, COCTABIISIIOT €IMHBIN
apXHUBHBIA (HOH]I.

2.8.6. XpOoHOJIOTHYECKUMH IPAHULIAMU apXUBHOTO (POHAA ABISAIOTCSA:

apXuBHOrO (oOHIa TOCYAapCTBEHHOIO OpraHa, opraHa MECTHOTO CaMOYIIpaBlIEHUS,
OpraHM3alliM - YCTaHAaBJIMBA€MbIE HA OCHOBE HOPMATHMBHBIX aKTOB O(uIIMaIbHBIE NAThl UX
oOpa3oBaHwusl (perucTpanui) U TUKBUAAIMH. [Ipy HATMYNY HECKOJIBKIUX HOPMATHUBHBIX aKTOB 32
naty o0Opa30BaHUs roCyIapCTBEHHOTO OpraHa, OpraHa MeCTHOTO CaMOYITIPABIICHHS, OPTaHU3aIHN
MPUHUMAETCS 1aTa HauboJiee paHHETO U3 HHX;

00BETMHEHHOTO apXWBHOTO (DOHIA - AaThl 0Opa30oBaHus (PETUCTpAIMK) HanboJiee paHHEH
U JUKBUAALMU Hauboyiee IMO3/AHEH IO BPEMEHHU JEATENBbHOCTH OpraHM3alui, JOKYMEHTBHI
KOTOPBIX BOIIUIM B COCTaB 00BEIMHEHHOTO apXUBHOTO (DOH[A;

apXWBHOTO (DOHIA JTMYHOTO TPOUCXOXKICHHS - NAThl POKICHHUS U CMEPTH TPaKIaHWHA,
YJICHOB CEMbH HJIM Pojia (TI0 aHAJIOTUH ¢ 00BETUHEHHBIM apXUBHBIM (HDOHIOM);

ApPXUBHOM KOJUIEKIIMH - IaThl CAMOTO PAHHETO M CaMOT0 MO3THETO JOKYMEHTA.

XpOHOJOrMYECKHE TPaHUIBl APXUBHOTO (POHJA MOTYT HE COBNAAATh C KPAWHUMH JaTaMH
COCTABJISIFOLINX €T0 APXUBHBIX JOKYMEHTOB:

B (pOH/Ie TOCy1apCTBEHHOT'O OpraHa, OpraHa MECTHOT'O CaMOYIPaBJICHHUs, OpPraHNU3alluH - B
CBSI3M C BO3MOXXHBIM OTCYTCTBHEM apXMBHBIX JOKYMEHTOB HAYaJIbHOTO W/WJIM 3aBEPILAIOIIETO
9TANoOB JIEATENILHOCTH TOCYJAapCTBEHHOI'O OpraHa, oOpraHa MECTHOTO CaMOYIpaBJCHUS,
OpraHu3aliy, BKIIOYEHHEM B cocTaB (oHma Oojiee paHHUX AapXMBHBIX JIOKYMEHTOB,
MEPeJaHHbIX ISl 3aBEPIICHHs TPOU3BOACTBOM Jiela MPEANIECTBEHHUKOM TOCYAapCTBEHHOTO
OpraHa, opraHa MECTHOT'O CaMOYIIPaBJICHUS, OPTaHU3ALINN;

B (hOH/IE JTMYHOTO MPOMCXOXKICHHS - 32 CYET JOKYMEHTOB, CBSI3aHHBIX C OTKIMKAMU Ha
CMEpTh IrpaxIaHNHA, POBEICHUEM aMATHO-IOOMICHHBIX MEPOTIPUATUN U JP.

Opranu3zanus apxuBHBIX JTIOKYMEHTOB B IIpeJieax apXUBHOTO (poHaa



2.9. B nmpenenax apxuBHOro (oHIA apXHBHBIC JOKYMEHTHl OPTaHU3YIOTCS MO EIUHUIIAM
XpaHeHusl.

EnvHuLbl XpaHEHHMs] CUCTEMATU3MPYIOTCS COIVIACHO CXEME CHCTEMAaTH3allud apXUBHBIX
JIOKYMEHTOB B apXUBHOM (DOHJIE.

2.9.1. Cxema cucreMaTH3allMy apXUBHBIX JOKYMEHTOB B apXWUBHOM (OHAE SBISETCS
OCHOBAaHUEM Ui BHYTPEHHEW oOpraHu3ald €AWHUL XpaHEeHHUs apxuBHOro ¢oHIa H
3aKpEIISeTCs] OMUCHIO (OMUCSAMU) JeN, JOKYMEHTOB.

Cucremaruzanysi €JUMHMLl XpaHEHUS B TpeAerax apXuBHOro (oHma 1o paszaenam
(mogpasnenam) cXeMbl CHCTEMAaTH3allUM IPOBOJUTCS C YYETOM OJHOIO MM HECKOJbKUX
CJIEYIOIINX MPU3HAKOB:

CTPYKTYpHOTO (B COOTBETCTBUU C NMPUHAIIEKHOCTHIO €IUHHI] XPAaHEHUSI K CTPYKTYPHBIM
MOAPAa3/ACIICHUSM );

XPOHOJIOTHYECKOI0 (TI0 NEPUOAAM WM JaTaM, K KOTOPbIM OTHOCSATCSI €IMHULIBI XPAHEHU);

(YHKIIMOHAIBHOIO, OTPACIEBOr0, TEMATHYECKOI'O, IMPEIMETHO-BOIIPOCHOrO (C Y4YeTOM
(GbyHKIUI OpraHu3aluu, TeM WIH BOIIPOCOB, KOTOPBIX KacaeTcs CoAepKaHUe eTUHHL] XpaHEeHNUs );

HOMHHAJBHOTO (1O JEeNONPOU3BOACTBEHHONM (opme - BHIaM UM Pa3HOBUAHOCTIM
JIOKyMEHTOB);

KOPPECHOHJEHTCKOro (110 OpraHMU3alMsIM M JIMLAM, B Pe3yJbTaTe NEPENUCKU C KOTOPbIMU
00pa30BaJINCh €IMHULIBI XPaHEHUS);

reorpapuyeckoro (B COOTBETCTBUU C OIpPENEICHHBIMU TEPPUTOPUSIMH, HACEICHHBIMH
NYHKTaMHd W JPYTMMHU reorpaduueckuMu OOBEKTaMH, C KOTOPBIMU CBSI3aHO COJAEp)KaHUE
JIOKYMEHTOB, UX aBTOPbI, KOPPECTIOHACHTHI);

aBTOPCKOTo (M0 Ha3BaHUSM OpraHu3aluil Wi (QamMWIMsAM JIML, KOTOPbIE SIBJISIOTCS
aBTOpaMU JIOKyMEHTOB).

[Ipn cucrematuzanuy  €QUHHI XPAHEHUS  ayJAMOBU3YaIbHOH M AJIEKTPOHHOU
JOKYMEHTAIH JIOTIOTHUTEIBHO UCIIONB3YIOTCA OOBEKTHBIN U (POPMATHBINA MPU3HAKY.

Eaunaunbel  XpaHeHMsI TpyNNUPYIOTCS IOCIENO0BAaTENbHO IO NpU3HAKaM, IPUMEHEHUE
KOTOpBIX SBJISIETCS HamOojee 1enecooOpa3HbIM JJisi BCEX WM OTACNIbHBIX TPYI apXUBHBIX
JOKYMEHTOB apXHBHOT0O (hOH/A.

JIOKYMEHTBI 110 JINYHOMY COCTaBY, a TaKXKE HAayYHO-TEXHUUYECKUE JOKYMEHTBI B apXUBHBIX
(doHIaX HAYYHO-HCCIEIOBATENbCKUX OpTaHU3alMid, PYKONHCH B H3ATENbCTBAX, HCTOPUHU
0ose3Hel B MEAMIIMHCKUX OPraHM3alliaX, aKThl MPOBEPOK B (POHIAX KOHTPOJBHBIX OPraHOB
BBIJICJISIIOTCS. B 0COOBIE TPYIIIBI U CUCTEMATU3UPYIOTCSI 000COOIEHHO.

ApXUBHBIE TOKYMEHTHI apXHUBHOTO (JOHJA CEMBbH, POJa CHCTEMATU3UPYIOTCS BHauaje 1o
OTIENbHBIM TpakJaHaM, JOKYMEHThl KaXJIOro TpaJaHMHAa - [0 pas3feiaM CXEMbI
cucreMaruzauuu. B apxuBHOM (oHAE ceMbU Ha MEPBOE MECTO BBIHOCATCS apXHUBHbBIE
JIOKYMEHTBI HanboJiee U3BECTHOTO Tpak/laHWHA, 3aTE€M - apXUBHbIE IOKYMEHTHI YJICHOB CEMbU B
HopsiZIKe CTENeHH pojacTBa. B apxuBHOM (oHIE poja apXUBHBIC TOKYMEHTHI PacloiaraioTcs B
MOPSAJIKE TEHEAJOrMUECKOM MOCIEN0BATEIbHOCTH, IPUUEM APXUBHBIE JOKYMEHTBI, OTHOCSILIUECS
KO BCeMy poAay (reHeasornyeckue TaOauIlbl, UMYIIECTBEHHO-XO03IMCTBEHHbBIE JTOKYMEHTBI),
MIOMEIAI0TCS B HAvaje.

Enunuiel XxpaneHus, BKIIIOUEHHbIE B 00bEeJMHEHHBIN apXUBHBIN (DOH, pacmoiararoTcs mo
3HaYMMOCTH (hOHI000pa3oBaTene, 0 XPOHOJIOIUU UX CO3/1aHus, N0 ajndaBUTy Ha3BaHUM. [
apXHWBHBIX (POHJIOB OJTHOTUITHBIX OPTaHU3AIMIA UCTIONb3YyEeTCs 00IIast CXeMa CUCTEMaTHU3alUH.

B npenenax apXxuBHOM KOJUIEKIIUM apXUBHBIE TOKYMEHTBHI OJHOTO BHJA (Pa3sHOBUIHOCTH)
TPYNNHUPYIOTCS IO aBTOPCKOMY MPU3HAKY C PACIONIOKEHHEM TpyNI €IWHUI] XpaHEHHs B
andaBUTHOM MOpSAIKE Ha3BaHWM opraHu3anuil uiau ¢aMuwinii rpakaad. B mpenenax apXuBHON
KOJUIEKLIUH, CO3JAaHHOM 10 TEMaTU4YECKOMY IPU3HAKY, IPYNIMPOBKA apXUBHBIX JTOKYMEHTOB
IIPOBOAMTCA [0 TEMaM WJIM BOIPOCAM, DPACIOJIOKEHHBIM B MOPSAKE MX 3HAYUMOCTU WIIU
XPOHOJIOTHH.



B cooTBeTcTBMHM CO CXEMOW CHCTEMAaTH3allMM EIWHHIBI XPaHEHHs TPYNIHAPYIOTCS B
CIIeTyOIIeM TOPS/IKE:

€IMHMILIBI XPAaHEHUSI OTHOCSTCS K TOMY T'OJly, B KOTOPOM OHH HayaThl IPOU3BOJCTBOM WIIU
B KOTOPOM IMOCTYNWIM B JAaHHYIO OPraHM3aluio (CTPYKTYpHOE IOApa3ieieHnue) U3 JIpYroi
OpraHu3aiyy (CTPYKTYpHOTO TIOJPa3IeNICHHs ) IS IIPOJOIKEHUS IPOU3BO/ICTBA;

€IMHUIIBI XPaHEHHS, COJICPIKaIlMe TUTaHbI, OTYETHI, CMETHl K MAaTePHAITbI K HUM, OTHOCSTCS
K TOMY TrOJy, Ha KOTOPBI WJIM 32 KOTOPBIH OHHM COCTABJICHBI, HE3aBHCHUMO OT JaThl HX
COCTaBJICHUSI; JI0JIFOCPOYHBIE IIJIaHBI OTHOCATCS K HA4aJbHOMY IOJly UX JEHCTBHS, a OTUETHI 3a
9TH TOABI - K TIOCJIEHEMY T'OJly OTYETHOTO MEPUOJIA;

€IMHUIIBI XPaHEHUsI, Ha4YaThIe TIPOU3BOACTBOM B OJTHOM MOJPA3ICIICHUH U TIepeIaHHbIE JITS
NPOJIOJDKEHHST B JIPYroe MOApa3/esieHHe, OTHOCATCS K TOMY MOJpAa3AeieHUI0, B KOTOPOM OHH
OBLTH 3aKOHYCHBI,

B IIpeJieNiax ToAa WM XPOHOJIOTHYECKOTO MEpUo/ia eAMHUIBI XPAaHEHHUS pacIoaratoTcs 1o
3HAYMMOCTH (DYHKIHMH OpraHM3aluy (MM B TOPSIKE 3HAYMMOCTH U JIOTHYECKOW B3aWMOCBSI3H
BHUJIOB U PA3HOBUIHOCTEH JOKYMEHTOB);

SIMHMIBI XPAaHEHHMs, TPEJCTABISIONNE CcOOOW JIMYHBIC JeNla, CUCTEMAaTHU3UPYIOTCS IO
rofiaM yBOJIbHEHUS U asihaBUTY (haMHITUIA.

I'pynmel  eguHUI] XpaHEHUs B Tpenenax TIOCIeAHUX (3aBEepIIAIOIINX) CTyINEHeH
CHCTEMaTH3alluU PACTIPEICISIFOTCS IO UX 3HAYUMOCTH T XPOHOJIOTHH.

HC(I)OHI[OB@.}I OopraHusanysd apXuBHBIX JOKYMCHTOB

2.10. HedonmoBasi opranuzaiusi apXuMBHBIX JOKYMEHTOB - OpraHU3alMsl CO3/IaHHBIX B
NESTEIbHOCTH PAa3IMYHBIX HMCTOYHHUKOB KOMIUIEKTOBAHUS ayAMOBU3YAIbHBIX JIOKYMEHTOB
(xuHO-, (HOTO-, GOHO- ¥ BUACOJOKYMEHTOB) MO UX BUAAM, OJHOMY WUJIU HECKOJIHKUM BHEITHUM
npu3HakaM (I[BETHOCTH, Marepuany Hocuteds uHpopmanuu, ero (opMmary, CUCTEME 3aIlluCh
3BYKOBOM MH(pOpMALUH U Ip.).

KHHOTOKYMEHTBI M BHJICOJOKYMEHTHI CHCTEMAaTHU3UPYIOTCS 10 BHIAM - (UIBMEI,
CHEIBBITYCKH, KHUHOXXYPHAJBI, OTICNIbHbIE KMHO- U TEJECIOKEThl pa3IndHoOll 1BeTHOCTH. Ha
KHHOJIOKYMEHTBI M BUJICOJOKYMEHTHI OIIPEJICIIEHHOT0 BU/1a COCTABIISCTCS OT/IEJIbHAS OMUCH.

@DOTOOKYMEHTBl CHCTEMATU3UPYIOTCSl 10 BHJAM - HETaTHUBBI PA3IMYHON LBETHOCTH M
pasMmepa; ciaiabl  (AMAMO3UTHBBI) PA3IMYHON [BETHOCTH; TO3WUTUBBHI, (POTOOTIEUATKH;
dbotoans0ombr; auaduiabMbl. Ha  (HOTOMOKYMEHTHI ONpPENEICHHOTO BHJA COCTABISICTCS
OTJIEIbHAS OTHChH.

DOHOOKYMEHTBl CHUCTEMATH3UPYIOTCS [0 BHJAM 3alllCU 3BYKOBOW WHQOpManuu -
donorpaduyeckas, rpaMMooHHas, MOpPUHO(DOHHAS, ONTHYECKAs, MarHWUTHas, ja3epHas. Ha
(hOHOJJOKYMEHTBI ONPEIEIIEHHOTO BH/1a 3alIMCU COCTABJISIETCS OT/AEIbHAs! OIHUCH.

DNEeKTPOHHBIE JOKYMEHTHI CHUCTEMATH3UPYIOTCS IO BUIAM HoOcHUTeled uHpopMarun
(MarHuTHBIC JICHTHI, JIA3epHBIC U )KECTKHUE JUCKU, KOMITAKT-TUCKH, TIUCKETHI); BHYTPU BUIOB - IO
¢dopmaram TmpenacTaBleHHs HWHPOpPMAUMK W Janee - IO XapakTepy 3a(uKcHpoOBaHHOMN
nH(popMaLnu.

OOecnieueHue COXPAHHOCTH apXUBHBIX TOKYMCHTOB

2.11. Kommiekc MeponmpHsiTUd IO CO3JaHHUI0O HOPMATUBHBIX YCJIOBMH, COOJIIOACHMIO
HOPMAaTUBHBIX PEXHUMOB W HaJJIeKallell opraHu3alMy XpaHEHUS AapXUBHBIX JIOKYMEHTOB,
UCKIIIOYAIOIIMX UX XMIIEHHE U YTpaTy M 00ecledMBaIOUIMX MOAJIEpKaHUEe UX B HOPMAJIbHOM
(U3NIECKOM COCTOSIHUU, 00ECIIeYNBAET COXPAHHOCTh apXUBHBIX JOKYMEHTOB B apXHBeE.

ObecneueHre HOPMAaTUBHBIX YCIOBUM XpaHEeHUs
apXMBHBIX JOKYMEHTOB



2.11.1. HopMaTuBHBIC YCIOBHSI XpaHEHUSI apXUBHBIX JOKYMEHTOB 00€CTICUNBAIOTCS

CTPOUTENHLCTBOM, PEKOHCTPYKIIMEH U PEMOHTOM 3/IaHUI apXHUBOB;

CO3/1aHHEM ONTHMAJbHBIX  (HOPMAaTHBHBIX)  MPOTHBOIIOKAPHOTO,  OXPaHHOIO,
TEMIEPATypPHO-BJIAKHOCTHOTO, CBETOBOTO U CAaHUTAPHO-TMTMEHUYECKOTO PEXUMOB B 3[JaHUM U
MOMEILEHUSX apXUBa;

NPUMEHEHUEM CHEIHAIbHBIX CPEJCTB XPaHEHUS U MepeMEeleHUs] apXUBHBIX JOKYMEHTOB
(cremnaxku, mkadsl, celidbl, KOpoOKH, MATIKU U JIP.).

Tpe60BaHI/I$I K 3IaHUSAM U ITIOMCUICHUAM apXuBa

2.11.1.1. ApxuB pazmeniaercs B CIIeIIMAIbHO MMOCTPOESHHOM(BIX) W
MPUCTIOCOONCHHOM(BIX) JUISI XPAaHEHUS APXWBHBIX JOKYMEHTOB 3JaHUH(SIX) WIM OTACIbHBIX
MOMEIICHUSAX 3/1aHUus, YJAJIEHHOM(BIX) OT ONACHBIX B IIOKaPHOM OTHOIICHWH OOBEKTOB
(Hedrexpanunmina, 6€H30KOJIOHKH, aBTOCTOSIHKY, Fapa)XH U T.II.) U MPOMBIIIJICHHBIX 00BEKTOB,
3arpsA3HAIONIMX BO3JYyX (arpeccuBHblE Ta3bl, LEMEHTHas MbUIb M T.10.). IlpuromnHocts
MECTOPACHOJIOKEHUSI apXUBa ONPEIEIIETCS ¢ YUeTOM 3aKII0UEHUH CITy:KOBI MOKapHOM OXpaHbl
U CaH3MUJEMCTAHIIUY O CTENIEHH 3arpsA3HEHHOCTH BO3TyXa.

CTpouTenbcTBO M PEKOHCTPYKIMS 3/aHUS apXuBa IMPOU3BOJAATCS B COOTBETCTBUHM C
HOPMATHBHBIMU IIPaBOBBIMHM aKTaMHM, COJAEPKAIUUMHU TPeOOBaHUS K OOBEKTaM TEXHHYECKOIO
perylIupoBaHMsi M IPOEKTHOM JTOKyMEHTalUed, COIVIACOBAHHOM C COOTBETCTBYIOLIUM
YIIOJIHOMOYEHHBIM OPTaHOM HCIIOJIHUTEIBHOM BJIACTH B cepe apXUBHOTO JeNa.

3naHue apxuMBa TPEACTABIAET COOOM KOMILJIEKC OCHOBHBIX M BCIIOMOTraTEJIbHBIX
MOMEILEHUH, NpeJHa3HAYCHHbIX U1 BBINOJIHEHMs 3a7ady apXuBa IO XpaHEHUIo, 00paboTke,
UCIIOJIBb30BAaHUIO APXMBHBIX JOKYMEHTOB W  33Jad  aJMHUHUCTPATUBHO-XO3SICTBEHHOTO,
TEXHUYECKOro, OBITOBOrO XapakTepa, OTBeYaTh TPEOOBAHUSAM pPalMOHAJIBHON IUIAHUPOBKU
IIOMELICHUM.

CocraB, pacnojiokeHue, 00OpyJOBaHHE IOMEIIEHUH OCHOBHOTO HA3HAYEHMS JIOJKHBI
o0ecrneynBaTh COXPAaHHOCTb ApPXMBHBIX JOKYMEHTOB Ha BCEX YydacTKax paboThl ¢ HHMMH,
coOmoieHne TpeOOBaHUIT TEXHOJOrMHM paldoT, OXpaHbl TpyJa, TEXHUKH OE30MacHOCTH U
IIPOU3BOACTBEHHON CAaHUTApUHU, A TAKXKE PaLHUOHAIBHOE B3aUMOJACUCTBUE IIOJApa3AEICHUN
apxuBa. K moMenieHusiM 0CHOBHOTO Ha3HAYE€HUsI OTHOCSATCS:

apXUBOXPaHWINIIIA;

pabouue nomenieHus pabOTHUKOB apXUBa;

IIOMEILEHU Ul TIpUeMa M BPEMEHHOIO XPaHEHUS, aKKIMMATU3allUMd apXUBHBIX
JIOKYMEHTOB;

INOMEILIEHUS U1 M30JALUHU, AE3UHPEKUNH U JAE3UHCEKIUH IOPaKEHHBIX apXHUBHBIX
JOKYMEHTOB;

MOMEIIEHUS JUIsl 00eCIbUIMBAHUS, MIEPEIlIeTa U pecTaBpallii apXUBHBIX TOKYMEHTOB,;

NOMEIIEHUS I KOIMMPOBAHUS M PECTaBPaLlUM apXUBHBIX JOKYMEHTOB (MHUKpO-, KCEpO-,
(doTtoxkonupoBaHus, (poTopecTaBpaluu U T.11.), 0OPAOOTKU IJIEHKU U MPOBEICHUS TEXHUYECKOTO
KOHTPOJISL ayAMOBU3YaJIbHBIX JOKYMEHTOB;

MIOMEILEHUS 111 XPAaHEHHs] YYETHBIX JOKYMEHTOB;

KOMIUIEKC YMTAJIBHOTO 3aja (C y4acTKaMM BBbIJIa4M A€l U CIPaBOYHO-TIOUCKOBBIX CPECTB,
BPEMEHHBIM XPaHWIHUIIEM);

Hay4YHO-CIIpaBOYHas OnOInoTeKa;

METOANYECKHI KaOHHET;

BBICTAaBOYHBIH 3aJ1.

PasmMemienne apxumBa B NPUCIOCOOJICHHBIX 3JaHHUSX M TOMELICHHAX HPOM3BOIUTCS B
YCTAaHOBJIEHHOM TMOPSIKE IOCJIe MPOBEACHHUS HMX HKCIEPTU3bl. DKCIEPTH3a YCTAHABIMBAECT
CTCTIEHb OTHECTOMKOCTH 3IaHMs, IOJIFOBEYHOCTH €r0 OCHOBHBIX KOHCTPYKLIMH M IPOYHOCTH



MEKITaXKHBIX MEPEKPHITUN C yYETOM IOTEHIIMAIBHBIX HATPY30K, COCTOSHAE TIOMELICHUH 31aHuUs
(MOPTaXXHBIX, MOJABAJBHBIX, YEPAAYHBIX), HAJIU4YMUE€ U COCTOSIHHE OTONHUTENbHBIX W
BEHTWIALIMOHHBIX CHCTEM. OKCIEPTH3a IPOBOAUTCS NPEICTABUTEIIMU apXuBa, IMOKapHBIX,
OXpPaHHBIX, CTPOUTEJIbHBIX, CAHUTAPHO-IMUIEMHUOJIOTMYECKUX U IPYTUX CHEIHATIbHBIX CIIYKO.
ITo uToram skcrepTU3bl COCTABIISAECTCS AKT.

He nomyckaercs pasmenieHuMEe apxuBa B BETXUX CTPOCHHSX, JEPEBSIHHBIX MOCTPOMKAX,
30aHHUAX C CBIPBIMM OCHOBHBIMH, IIOABajJbHbIMHM, YE€PAAYHBIMU IIOMELIECHUAMH, IIE€UYHBIM
OTOIIJICHUEM.

IIpennazHaueHHble U1  XpaHEHUs  apXMBHBIX  JOKYMEHTOB  IIOMCILUECHHS B
MIPUCTIOCOOIEHHBIX 3/1aHUSAX JIOJDKHBI OBITH M30JIMPOBAHBI OT OCTAJIBHBIX MMOMEIEHUHN 3/IaHusl.
He nomyckaercs pasMenicHME apXUBHBIX JOKYMEHTOB B IIOMEHICHMSX 3[aHMs, 3aHATOTO
cily’)k0aMH  OOILECTBEHHOIO0 IHMTaHUs, NHUIIEBBIMU CKJIaJaMH, OpPraHU3aLUsAMH, XPaHAILUMU
[I0KApOONAacHble M arpecCHBHBIC BELIECTBA WIM IPUMEHSIOIIMMU I10XKApOOlacHele U
XUMHUYECKHE TEXHOJIOTHUH.

TpeGoBaHusI K ApXUBOXPAHUITHIILY

2.11.1.2. ApXMBOXpaHWIHIIE JOJHDKHO OBITh MAaKCUMAaJbHO YAAJICHO OT J1a0OpaTOpPHBIX,
MIPOM3BOJCTBEHHBIX, OBITOBBIX IOMEIIEHUH apxuBa M HE UMETb OOIUX C HUMHU
BEHTWISILIMOHHBIX KAaHAJIOB. APXUBOXPAHWIIUILE OTAEISACTCS OT COCEIHUX MOMEUICHUHM apXuBa
HECrOpPA€MbIMU CTECHAMM W MEPEKPBITUAMU C IIPEJEIaMi OTHECTOMKOCTH HE MEHEE JIByX 4acOB.
B apxuBOXpaHMIMIE HE JOIMyCKaeTcs MpOKIaaka TpyO BOJOCHAOXKEHHMS W KaHAJIM3AIUH,
TEXHOJIOTMUYECKHE WIIH OBITOBBIE BBIBOJIbI BOJIBI.

[Ipy mpoekTHpOBaHMM  pa3MEIICHHUs apXHWBOXpPAHWIMIIA B  CIEUHUAJIBHOM  WIH
IIPUCIIOCOOTICHHOM 3[aHUU MPEeAIoYTeHUe (IIPU PaBHBIX TEIUIOBBIX XapaKTEPUCTUKAX) OTAAETCS
IIOMEILEHUSIM C CEBEPHOU OpUEHTAIIEN OKOH.

Martepuansl  HOKPBITUSL ~ CTE€H,  IIOJIOB,  TIOTOJIKOB,  BHYTPEHHEH  apMaTypbl
apXUBOXPAHWIHUIIA, MPUMEHSEMbIE MPU H3TOTOBIECHUH OOOpPYIOBAaHUS U CPEACTB XpaHEHUS
apXMBHBIX JOKYMEHTOB, HE JOJDKHBI COOMpaTh IblIb, OBITh €€ MCTOYHUKOM WM BBIACIATH
arpecCuBHbIE XMMUYECKUE BEILIECTBA.

ApPXVMBOXpaHWINIIE JOJDKHO HMMETh E€CTECTBEHHYIO WMJIM HCKYCCTBEHHYIO BEHTHJIALIUIO.
CucremMpl KOHIUIIMOHUPOBAHUS JIOJKHBI O0ECIIEUNBATh PELUPKYJISALUIO BO3AYyXa C KPaTHOCTBIO
oOMeHa 2 - 3, cTabWIbHOCTh TEMIEPaTypPHO-BIAKHOCTHOIO PEeXUMa, OUUCTKY BO3yXa OT IbLIN
U arpeccUBHBIX NpHUMeEceH, a TakXKe OTBEYaTb COBPEMEHHBIM TPeOOBaHMSIM KOMIIAKTHOCTU U
9KOHOMUYHOCTH.

BricoTa apXMBOXpaHHMIUINA 3aBHCUT OT TEXHOJIOTUYECKOTO 000PYI0BaHHS, IPUHATOTO JUIS
XPAaHEHMs apXUBHBIX JOKYMEHTOB, HO HE MeHee 2,25 M 10 Hu3a BBICTYNAOIUX KOHCTPYKIHAN U,
KaK MPaBUJIO, HE BbILIE 4 M.

ApPXUBOXpaHWIHILE JOJKHO UIMETh YI00HbIE BHIXO/IbI K TU(TaM U JECTHUUHBIM KIETKAM.

He nomyckaercs xpaHeHue (OHO-, BUIEO- U AJIEKTPOHHBIX JTOKYMEHTOB Ha HOCHTEISX C
MarHUTHbIM pabO4YUM CJIOEM B apXUBOXPAHWIMLIE C MAapa3UTHBIMM MOCTOSHHBIMU WJIU
MePEeMEHHbIMI MAarHUTHBIMU TOJISIMU HANPSKEHHOCTHIO O60see 400 a/Mm.

ApPXUBOXpaHWIMILE AapPXMBHBIX [OKYMEHTOB Ha HHUTPOOCHOBE (OIACHOM, Troproyeil)
TEPPUTOPUAIBHO OTHAEISAETCSI U M30JUPYETCs OT APYIMX apXMBOXpaHWIMIL. B HmxHEN 30HE
apXUMBOXpPAaHWIMIIA  ApXUBHBIX  JOKYMEHTOB HAa  HHUTPOOCHOBE  IIPEILyCMAaTPUBAETCS
JIOTIOJTHUTENbHASI BBITSIKKA BO3AyXa.

HopMatuBHbIE pe:KMMbI XpaHEHHS] ApXUBHBIX JOKYMEHTOB.
[IpoTHBONOXKAPHBIA PEKUM



2.11.2.1. IIpoTuBOomOXapHbIil pEXUM B 3AaHUM(AX), TAE pa3MellaeTcs apxuB, U B
apXUBOXPAHWIHUIIAX PETrJaMEHTHPYETCS COOTBETCTBYIOIIMMU HOPMATHBHBIMU MPAaBOBBIMU
aktamu Poccuiickoii ®@eneparuu B 001acTH MOXKapHOH 06€301MacHOCTH.

OxpaHHBIN peXUM

2.11.2.2. OxpaHHBII peXUM apXuBa 00€CIEUNBACTCS KOMILJIEKCOM MEp IO OOECIICUCHHIO
HMH)XEHEPHO-TEXHUYECKOM YKpPEIUIEHHOCTH, OOOpYIOBaHUIO 3/aHUs (MOMEILEHUs) apxuBa
CpPEICTBAaMH OXPAaHHOM CHUTHalIM3allMM, OpraHU3alMd IO0CTa(OB) OXpaHbl, OIEYaTHIBAHUIO
MOMEILEHUH, COOIIOIEHNI0 BHYTPHOOBEKTOBOTO U MPOIYCKHOIO PEXUMOB, XPAHEHUIO KIIIOYEH
OT CITy>KEOHBIX TIOMEIIEHUH.

TpeGoBaHMs K apXUBOXPAHWIMIIAM M APYTUM HMOMEIIEHUSM apXUBa, B KOTOPBIX XpaHATCA
CEKpETHBIE apXUBHBIE TOKYMEHTBI U MPOBOAATCS paOOTHI C HUMH, YCTAaHOBJICHBI HOPMAaTHBHBIMU
IIPaBOBBIMU JIOKYMEHTAMH 10 00ECTIEUEHHIO pexnMa cekpeTHocTu B Poccuniickoit denepaunu.

Opranuzanusi OXpaHbl apXHMBa OCYIIECTBISIETCS B COOTBETCTBUHM C TpeOOBaHUSIMU
3aKOHOJATEIbHBIX M MHBIX HOPMAaTHBHBIX IPaBOBBIX akTOB Poccuiickoit ®enepanuu, a Takxke
WHCTpyKIMH O MOpSAIKE OCYIIECTBIEHUS OXPaHbl apXHBa, COIVIACOBAHHOW B YCTaHOBJIEHHOM
MOPSAJKE C OCYLIECTBIISIIOIIMM OXpaHy apXuBa MOJPA3AEICHUEM U COOTBETCTBYIOLIMM OPraHOM
BHYTpeHHUX Jen Poccuiickoint denepanun.

Oxpana apxuBa OCYIIECTBISETCS Ha OCHOBAHHUU JIOTOBOpAa MEXAY AapXHBOM H
COOTBETCTBYIOLIMM IOJIPA3/IEIEHUEM OXPaHbl, B KOTOPOM IpeyCMaTpUBAIOTCS 00s3aTeIbCTBA
CTOPOH IO OXpaHe apxuBa, COOIIONEHHIO BHYTPUOOBEKTOBOTO W TMPOIYCKHOTO PEXHMOB,
IIpelyCMaTPUBAIOLIMX B TOM YHUCIIE JOCMOTPOBBIE MeponpuaTus. llepeueHs nomeieHuii apxusa,
000pyAyeMBIX CpEACTBAMH OXPAaHHOW CUTHAJIM3ALMU, IPUMEHSIEMble MHKEHEPHO-TEXHUYECKUE
CpeACTBa, BHJI, YCJIOBHUS OXpaHbl U AMCIOKALUSA MOCTOB OINPENEISAIOTCS YCIOBUSAMM JOrOBOpa
UCXO/ U3 NPUHIMIIOB HAJEKHOCTH M SKOHOMHUYECKOW OOOCHOBAHHOCTH TapH(OB, a TAKXKE C
yU4eTOM TIOJIOKEHUH MEXBEIOMCTBEHHOIO akTa oOOCJIeOBaHUS apxuBa H TpeOOBaHMI
HOPMAaTHUBHBIX ITpaBOBbIX akToB MB/I Poccun.

OO0s13aTeIbHOMY OCHAILIEHUIO CPEICTBAMU OXPAaHHOM CHUTHAJIM3al[MM U OIEeYaThIBAHUIO
HOJUIeXKAT apXMBOXPAHMWJIMILA U MOMEIIEHUS, B KOTOPBIX MOCTOSHHO WM BPEMEHHO XPAaHATCS
apXUBHBIE JIOKYMEHTHI, a TaKXKE€ MaTepUaJIbHbIE LIEHHOCTH, aBapUIHbIE U 3allaCHbIE BBIXOJbI U3
3/1aHUS apXUBa, OCHOBHOM BXOJ IPX OTCYTCTBUU KPYTJIIOCYTOYHOI'O IIOCTA OXPAHBI.

OneyaTbIBaHUIO MOMAJEXKAT METAJUIMYECKUE MIKa(bl U ceiidpl, T BPEMEHHO XpaHATCS
BBIJAHHbIE U3  apXMBOXPAHWJIMIL APXUBHBIE JOKYMEHTBI, YY€THBbIE JOKYMEHTHl U
HAY4YHO-CIIPaBOYHBIM anmapar, €Clii OHU HaXOASTCsl B HEONEUaThIBAEMbIX TOMEIIEHUSX.

ApXMBOXpaHWINIA M JPYrHe€ IMOMEIIEHUs, I/I€ MOCTOSHHO WM BPEMEHHO XPaHATCS
apXUBHBIE IOKYMEHTBI, 000OpPYIYIOTCS ABEPSIMU C MOBBIILIEHHOW TEXHUYECKON YKPEIIEHHOCTBIO
IIPOTUB BO3MOKHOT'O B3JIOMa, OCHALIIEHHBIMU 3aMKaMH ITOBBIIEHHOW CEKPETHOCTH.

Bcee sx3emmiisipbl kimtoueil (3a MCKIIOUEHHEM OTHOCSINMXCSA K MOMEIIEHHSIM, Ha KOTOpbIe
pacrpoCTpaHAIOTCs CHelraNbHble TPeOOBaHUS PeXXUMa CEKPETHOCTH) YUYUTHIBAIOTCS B JKypHase
perucTtpauMyu KJIoued K 3aMKaM [IOMEIIEHUH apXuBa, BEIEHUE KOTOPOro IPHUKA30M
PYKOBOJMTENSI apXuBa BO3JIaraeTCsi Ha OTBETCTBEHHOE JIOJDKHOCTHOE JHUI0. B ykazanHOM
KypHaje OTMedYaeTcs, Yy KOro M3 paOOTHHKOB apXuBa HMEIOTCS KIIOYM OT KaXAOro u3
MOMENICHUH, ¢ paCIMCKON pabOTHHUKA B OTYYESHUH 3K3EMILIIpa KIr0ya.

Ko BceM momemieHusM apxuBa, OCHAIICHHBIM 3aMKaMH, JOJDKHO OBITh HE MEHEE JABYX
KOMIUIEKTOB KJIFOU€H, OJMH U3 KOTOPBIX OCTOSTHHO HAXOAUTCA B CIIY»0€ OXpaHbl apXUBa.

[Topsimok XpaHeHusl KiIroue B pabodee n Hepabouee BpeMsl, MOTyUeHUs KIItoUel B CIyx0e
OXpaHbl, CHayd KIIOYell M MOMEUICHUH M0 OXpaHy YCTAHABIMBAETCS MHCTPYKIMEH 00
OXPAaHHOM PEXHUME apXHBa, YTBEPKACHHON B YCTAaHOBJIEHHOM MOPSIKE.



ApxuBoxpaHWIHIIE B pabouee BpeMsl, €CIi B HEM HE pabOTarOT COTPYAHHMKH, OJIKHO
ObITh 3aKpbhITO Ha Kiao4. Kiroun OT apXuBoxpaHWIMIIa B pabouee BpeMsl HAXOIATCA Yy
3aBEYIOLIET0 apXUBOXPAHWIMILIEM WIIH JIMLA, €70 3aMEIIAOLIETO.

B apxuBoXpaHmnMile HMEIOT IpPaBO JOCTyNa 3aBEAYIOIIMA M PaOOTHUKM JaHHOTO
apXUBOXPaHWIMILA, a TAaKKE€ PYKOBOAMTEIb apXWBa M €ro 3aMECTUTENH, IJIaBHBIM XpaHUTENb
¢onnoB. CruCcoK JMI, UMEIOIIUX MPABO JOCTYIAa B apXUBOXPAHWINIIE, OOHOBIISIEMBIN 110 Mepe
HEOOXOIMMOCTH, JOJDKEH HaxOIUThCA Ha IOCTYy OXpaHbl. Bce apyrue paOGoTHHKM apXuBa
JONyCKAlOTCA B apXMBOXPAaHWIMILE  TOJBKO B  CONPOBOXKIECHUU  3aBEAYIOLIETO
apXUMBOXpaHWIMIIEM WJIM JIMLA, €ro 3aMeuniaromero. IMHble Jmna gomyckaroTcss B
ApXUBOXPAHWIMIIE B HCKIIOYUTENBHBIX CIy4yasX TOJIbKO IO MUCBMEHHOMY pa3pelieHUI0
PYKOBOJICTBA apXHBa M B CONPOBOKJICHUH 3aBEAYIOLIETO apXMBOXPAHWIHUILEM WIM JIUIA, €ro
3aMeIaouIero.

BblHOC M3 apxuBa apXMBHBIX JOKYMEHTOB, MAaT€pUAJIbHBIX ILIEHHOCTEM W KHUI
Hay4HO-CIIPaBOYHOM OMOIMOTEKH, a TAK)KE HAYYHO-CIIPABOYHOIO anapara pa3peniaeTcs TOJIbKO
IO CIIeUaTbHBIM IPOIYCKaM, BbI1aBAEMbIM B YCTAHOBJIEHHOM IOPSIKE.

TemnepaTypHO-BIaXKHOCTHBIN PEKUM

2.11.2.3. B apxuBOXpaHWJMILE AapXUBHBIX JOKYMEHTOB Ha OyMaXHOH OCHOBE,
000py/I0BaHHOM CHCTEMaMU KOHJUIIMOHUPOBAHHUS BO3/yXa, IMOAJEPKUBAETCS HOPMATHUBHBIM
TeMIEPaTypHO-BIAKHOCTHBIA pexuM: Temreparypa 17 - 19 °C, oTHocuTelbHasi BIaKHOCTb
Bo3ayxa 50 - 55%.

TemnepaTypHO-BIa)KHOCTHBIE TIapaMeTpbl BO3JyXa Ul JIOJITOBPEMEHHOIO XpaHEHUS
ayJIMOBU3yalIbHBIX M  JJIEKTPOHHBIX JIOKYMEHTOB JOJDKHBI COOTBETCTBOBaTh HOpMaw,
MIPUBEICHHBIM B Ta0JIHULIE:

Bupg noxkymenra Temnepartypa, rpag. C OTtHocuTENbHAS

BJI&KHOCTH BO31yXa, %o
yepHO-0eIIbIe LIBETHBIE yepHO-0eble | IBETHBIE

JIOKyMEHTBI Ha

KUHOILICHKE:

HUTPOOCHOBA He Bhie +10 HE BBIIIE -5 40 - 50 40 - 50

Oe3omacHas He BEIIE +15 HE BBIIIE -5 40 - 50 40 - 50

OCHOBa

(hOTOJIOKYMEHTHI:

CTEKIIO He BhIIIe +15 HE BBIIIE -5 40 - 50 40 - 50

IUICHKA He BbIIe +15 HE BEIIIE -5 40 - 50 40 - 50

dhorobymara HE BbIIIE +15 HE BBIIIE -5 40 - 50 40 - 50

JIOKYMEHTBI Ha +8 - +18 45 - 65

MarHuTHOM

JICHTE U

JIACKOBBIX

HOCHUTEIAX

B apxuBoXpaHWIHIE C HEPETyJIUPYEMbIM KIMMATOM JOJDKHBI OCYIICCTBIISATHCS
MEpPOTIPUATHS TIO0 ONTHMH3ALIUU TEMIEPaTyPHO-BIAKHOCTHOTO PEXUMa C TPUMEHEHHUEM
ONTUMAJILHOTO OTOIUICHHSI W TMPOBETPUBAHUS TMOMEIICHUH, a TaK)Ke MEXaHHYECKHX CPEIICTB
YBIIQKHEHUS WU OCYIICHHs BO3ayxa. Pe3kue konebaHus (Ce30HHBIC U B TEUEHUE OJJHUX CYTOK)
temmeparypsl (+/- 5 °C) 1 OTHOCUTENIBHOH BlIaXHOCTH Bo3ayxa (+/- 10%) He qoImyCcKaroTCs.



[Ipn nnuTenpHOM HapyLIEHUM TEMIIEPaTypPHO-BIAKHOCTHOTO pexuma (0T 3 CyTOK H
0oJee), CONMPOBOXKIAIOIIEMCS MTOBBIIIEHUEM OTHOCUTENIBLHOM BiakHOCTH Bo3xyxa 10 70 - 90%,
IPUHUMAIOTCA MeEphl 10 €ro HopMalu3aluuu (MHTEHCHUBHOE IPOBETPUBAHUE, OCYIIEHUE
apXUBOXPaHUJIMILA).

B nepuon TexHomormueckoil 0OpabOTKHM apXHMBHBIX JOKYMEHTOB JIOIyCKAaeTcs UX
BpEMEHHOE  XpaHeHHe (J0 2  MecsleB) B  IOMEIIEHHUAX C  HEperyJupyeMbIM
TEMIEPAaTypHO-BIAXHOCTHBIM pexxXuMoM npu Temneparype 20 +/- 5 °C u OTHOCHUTEIbHOMN
BIQXHOCTH Bo3ayxa 50 +/- 20%.

TemnepaTypHO-BIa)KHOCTHBI PEXUM KOHTPOJIUPYETCSI MyTEM PETYJISIPHOIO H3MEPEHMS
TEMIEPATypbl U OTHOCUTEIBHOM BJIAXKHOCTU KOMHATHOT'O M HAPY’>KHOT'O BO3/lyXa B OJTHO U TO ke
BpeMsi: B KOHAMIIMOHUPYEMBIX ITOMEIIECHUAX - HE pexe | pa3a B HEJEINI0; B apXUBOXPaHUIMILAX
C HEpEryJIMPYEMbIM KIMMATOM - 2 pa3a B HEAEIIO; IPU HapYLICHUAX pekuma - 1 pa3 B CyTKH.

[loka3aHus KOHTpPOJIBHO-U3MEPUTENIBHBIX MPUOOPOB (UKCUPYIOTCS B  CIELHUATbHBIX
PETUCTPALIMOHHBIX JKypHaJlaX, B KOTOPBIX TakKKe€ OTPaKaloTCs MPOBEPKAa IPaBUIBHOCTU
MOKa3aHUH NpUOOpPOB W MEpHl, MPHUHATHIE MO0 HOPMAIMU3ALMU TEMIIEPaTypPHO-BIA)KHOCTHOTO
peXHuMa B CiIydasiX ero HapyIleHusl.

HomeHknarypa npuMeHseMbIX KOHTPOJIbHO-U3MEPUTEIbHBIX PUOOPOB, a TAKXKE MOPAIOK
U3MEpPEHUS] U PETUCTPALMU IapaMETPOB KOMHATHOI'O M HApYXHOTO BO3JyXa OIPEIEINIAIOTCS
NEHCTBYIOIMMYU HOPMAaTUBHBIMU U METOAMYECKUMU JOKYMEHTAMH.

KonTponbHO-u3MepurenbHble NpuOOpPsl MOHTUPYIOT Ha OJAHOM IIMTKE, Pa3MEIICHHOM B
[JIABHOM  IIPOXOJE AapXUBOXPAHWIMINA HAa CTEJUIaXKe, BAAIM OT OTONUTENBHBIX U
BEHTWIALIMOHHBIX CUCTEM (KOHTpPOJIbHAs TOYKA), 10 HOpMaM: IIPM KOMHATHOM CUCTEME - OJHA
KOHTpOJIbHAs TOUKA HAa KOMHATY, IpU MHOT'OSPYCHOM - OJIHA Ha sIpyC.

CBeTOBOM pexXUM

2.11.2.4. XpaHeHue apxXMBHbIX JOKYMEHTOB OCYILECTBISIETCS B TEMHOTE. OTO
o0ecreynBaeTcsl XpaHEHHEM apXMBHBIX JOKYMEHTOB B MEpeIuieTax, Imamnkax, Kopookax, mkadax,
Ha CTeJUIaXKaxX 3aKpbITOTO TUIIA, a TAKKE COOJII0JIEHUEM YCTaHOBJIEHHOTO CBETOBOTO PEXXKHUMA.

OcBenieHre B apXMBOXPAHWJIUIIE MOXKET OBITh €CTECTBEHHBIM WM HCKYCCTBEHHBIM;
apXUBHBIE JIOKYMEHTBI MOTYT pa3MeliaThCsi B TMOMENICHUAX C OKHaMU WU 0e3 OKOH.
Pa3memnienue apXvMBOXpaHUIIMUINA B MOMEMICHUSX O€3 OKOH JIOMYCKAeTCS MPHU HATHYUU B HEM
HCKYCCTBEHHOM MWJIM €CTECTBEHHOM BEHTWISALMM BO3AyXa C YCTAHOBJIEHHON KpPaTHOCTBHIO
BO3JIyXO000OMEHa.

EcTecTBEHHOE OCBEIIEHHE B apXMBOXPAHWIHILE JOIMYCKAECTCA PACCESTHHBIM CBETOM IpH
YCIIOBUM MIPUMEHEHUsI HAa OKHAX CBETOpacceuBaTelield, aBTOMAaTUYECKUX PETYJIATOPOB CBETOBOTO
MOTOKA (CHEUHUAIBbHBIX CTEKOJ), 3alUTHBIX (UIBTPOB, JKaJI03U, IITOP, HAHECEHHBIX HA CTEKIIO
ITOKPBITHM U T.II.

Jns  KCKYCCTBEHHOTO  OCBEUIEHUS B  apXMBOXPAHWIMILE MPUMEHSIOTCA  JIaMIIb
HaKaJTUBaHUS B 3aKpHITHIX TadoHaX C TIAAKOW Hapy>KHOW MOBEpPXHOCTHIO. Jlomyckaercs
MPUMEHEHNE JIOMUHECIICHTHBIX JIaMIT C YpPEe3aHHBIM YIbTPAa(HOIETOBBIM yYacTKOM CIIEKTpa
tuna JIb, JIXb, JITh. YpoBeHb OCBEMIEHHOCTH B JHANa30HE BUIMMOIO CIEKTpa HE JOJKEH
MPEBBIIIATH: HA BEPTUKAJIBHOM MOBEPXHOCTU CTEUIaka Ha BbicoTe 1 M oT moia - 20 - 50 5k, Ha
pabouux cronax - 100 nk.

3amura apXUBHBIX JOKYMEHTOB OT pa3pyLIalOUIero JEUCTBUS €CTECTBEHHOTO W
HCKYCCTBEHHOI'O CBETa OCYIIECTBJSETCS BO BCEX IMOMEIICHHUAX apXuBa IpHU JIHOOBIX BUAAX
paboTHI C ApXUBHBIMU JOKYMEHTaMHU.

CaHUTapHO-TUTUEHUYECKUI PEKUM



2.11.2.5. ApxuBOXpaHWIHIIA W JPyTHe IOMEIIECHUs apXHBa COJAEP)KATCS B UUCTOTE U
MOPSAJKE, UCKITIOYAOIEM BO3MOKHOCTD MOSIBJIEHHSI HACEKOMBIX, IPHI3YHOB, IIJIECEHU U TBLIH.

B apxuBoxpaHMIMILE MPOBOIATCS CHCTEMAaTHYecKas BiaXkHas yOOpka, HE pexe OAHOrOo
pasa B roj oOecnbUIMBAaHHE MbIJIECOCAMU CTeUIaXel, MKadoB, CPeICTB XpaHEHHs (KOpOOOK,
NanoK, ynakoBoK). [Ipy 3TOM LIOKOJIBbHBIE YAaCTH CTEJUIaXKEH, IOJbl, IUIMHTYCHI, T0OJOKOHHUKHU
MIPOTUPAIOT BOJHBIMU PaCTBOPAMU aHTHCETITUKOB.

B apxuBoxpanunuine 3ampemiaercsi npedblBaHue B BEpXHEU OAEKIE, MOKPOM M TpsA3HOMN
00yBH, XpaHEHHE JIIOOBIX MOCTOPOHHHUX MPEAMETOB, UCIIOJIB30BAHHE MUILEBBIX MPOIYKTOB, a
TaK)Ke KypeHHUeE.

B apxuBoxpanwmiuie oOecrnednBaeTcsi CBOOOAHAS IMUPKYISALUS BO31yXa, WCKIIOYAOLIAs
oOpa3oBaHME HENPOBETPUBAEMbIX 30H YCTOMYMBOrO MHKpokiumaTa. He nomyckaercs
pa3MelleHre apXUBHBIX JOKYMEHTOB Ha I0JIy, IOJJOKOHHUKAX, B HEPa300paHHbIX KUIIaX.

OkHa B INOMEIIEHUSAX apxuBa, OTKPBIBAIOIIMECA B TEIUIOE BpPEMs TIoja, 3aIMIIAIOTCS
CeTKaMU C JauamMeTpoM siueek He Oosee 0,5 MM. 3alIUTHBIMH CETKaMU OOOPYAYIOTCS TaKxkKe
BEHTWIALIMOHHBIE OTBEPCTUS B CTEHAX, IOTOJNKAaX, IOJaX AapXMBOXPAHWIMILA, Hapy>KHbIE
OTBEPCTHS BEHTUJISIIUOHHBIX CUCTEM.

C uenpto OOHapyKeHHMsI HAaCEKOMBIX WU IUIECHEBBIX T'PHOOB apXHUBHBIE JIOKYMEHTHI
(BBIOOPOYHO) M TOMEIIEHUs] apXUBOXPAHWIMIL J1Ba pa3a B roja (B Hadaje M MO OKOHYAHHUH
OTONUTENILHOTO ~ CE30Ha)  TOABEPraroTcs  00sA3aTENbHOMY  SHTOMOJIOTHYECKOMY  H
MHUKOJIOTHYECKOMY ocMOTpy. IIpu oOHapyxeHHH OHOJIOrMYEeCKHX BpeauTeNiel MPUHUMAIOTCS
HEMEJUIEHHble Mephl 10 00paboTKe apXUBHBIX JOKYMEHTOB, CpPEICTB XpaHEHHs,
apXUBOXPaHWIMILI.

Jnist mpoBeIeHHs CAHUTAPHO-TUTUEHUYECKUX Pa0OT MIIAaHUPYIOTCS CAHUTApHBIE IHU.

OO6opyaoBaHNe apXUBOXPAHUIIUIIA CPECTBAMU XPAHCHHUS

2.11.3. ApxuBoxpaHMIHIIE OOOpyAyeTcs CTAallMOHAPHBIMH WM  IEPEIBHKHBIMU
METAINIMYECKUMH CTeJutakaMu. JlomyckaeTcsl 3KCIulyaTallMs CYLIECTBYIOIIUX CTallMOHAPHBIX
JIEPEBSIHHBIX CTEJUIaXel, HaXOIAUIMXCSd B HOPMAJIbHOM CaHUTAPHO-OMOJIOTMYECKOM COCTOSIHUU
n  00pabOTaHHBIX OrHE3ALIUTHBIMM COCTaBaMU. B apXuBOXpaHWIUINE C HOPMATUBHBIM
TEMIIEPaTypHO-BIAKHOCTHBIM ~ PEKUMOM  JOITyCKaeTcss  MPUMEHEHHe  IMepelIBUIKHBIX
METANIMYECKUX cTelaked. B kauecTBe BCIIOMOIaTeIbHOIO WM CIIELHUAIBHOIO 000pYy10BaHUS
MOTYT MCHOJb30BaTbCsl MeETAUIMYeCKue mKagbl, celdbl, MKapbl-CTEIAXH, a TaKKe
CTallMOHAPHbIE OTCEKU-O0KChHI ¢ METAIIIMYECKUMHU [IEPETOPOIKAMH U MOJIKAMHU.

KHHOIOKYMEHTBI, pyJIOHHbIE MUKPO(UIbMBI XPaHATCS B TOPU30HTAIBHOM IOJI0KEHUHU B
METAJUIMYECKUX WIM IUIACTHKOBBIX KOpPOOKax Ha creijiakax Tuma "emouka" mnu0o0 Ha
CTallMOHApHBIX cTeuiaxaX. KMHOJOKYMEHThl Ha HEroproYeil TpHaleTaTHOW OCHOBE XPaHATCS B
HEIUIOTHO 3aKpPbIBAIOLINXCS METAIMYECKUX WIN IUIACTUKOBBIX C OTBEPCTHSMHU KOpOOKax s
NPEJOTBPALLCHNUS CKAaIUIMBaHUA BHYTPH KOPOOKHM IapoOB YKCYCHOH KHUCIIOTBI, BBIJIEJISAEMBIX
OCHOBOM KMHOIUIEHKHU.

BuneonokyMeHTHI XpaHTCs B BEpTUKAIbHOM IIOJIOKEHUU B 3aBOJICKON YITaKOBKE.

He nomyckaercss xpaHeHUEe apXUBHBIX JOKYMEHTOB Ha HOCHUTENSIX C MarHUTHBIM pabounM
cioeM Ha (QeppOMarHUTHBIX METAJUIMYECKUX CTeJUIaXKaX; CTallbHbIE CTEJUIaXKU MOTYT OBbITh
UCIIOJIb30BaHbl B MCKIIIOYMTENBHBIX CIIydasX, TOJbKO MpPHU YCJIOBUM DPa3MarHUYUBaHUA U
3aMbIKaHUS ~ KOHTYpOB  CTeJlaka (COEIMHEHME  METANIMYECKMX  4acTell  creiiaxa
ANEKTPOTIPOBOJIOM U UX 3P PEeKTHBHOE 3a3eMIICHHE).

B apxuBoxpaHuiuiie ¢ ecTeCTBEHHbIM OCBELIEHUEM CTEIIaXU U HIKa(bl OTKPHITOrO TUIIA
YCTaHaBJIMBAIOTCS NEPIEHANKYJIIPHO CTEHaM C OKOHHBIMM IIpoeMaMu. B apxuBoxpanunuiie 6e3
OKOH CTeUI&XXM U IIKadbl YCTaHABIMBAIOTCA C YYETOM OCOOCHHOCTEH IOMELICHuS,
KOHCTPYKLMH 0OOpyAOBaHUS U HOPM e€ro pasMmemeHusd. He gomyckaercs pasmelieHue



CTeJuIaXel, mKagpoB U APYroro 000pyAOBaHUS [UIsl XPAaHEHUS! apXUBHBIX JIOKYMEHTOB BIUIOTHYIO
K Hapy>KHbIM CTEHaM 3/1aHUS U K UCTOYHHKAM TeIa.

CranuoHapHble CTEUIAXXKHM U IIKa(Qbl YCTAaHABJIMBAIOTCS B aApPXUBOXPAHWIHMIIAX C
COOJIIOJICHHEM CIIEIYIOIIUX HOPM:

paccTosiHuEe MEXy psAAaMu cTesuiaxei (raBHbIA mpoxon) - 120 cm;

paccrosiHue (MpoXo/1) MEXy CTeJUIaxaMu - 75 cMm;

paccTosiHue MEXAy Hapy>KHOM CTEHOW 37aHMsI U CTeJlIa)KaMH, apajieIbHbIMU CTEHE, - 75
cM;

paccTosiHUE MEX/1y CTEHON M TOPIIOM cTesulaxka win 1mkada (06xon) - 45 cm;

paccTosiHue MEXIy TOJIOM M HIDKHEH TOJKOH cremaxa (mkada) - He mMeHee 15 cMm, B
LOKOJIBHBIX dTa)kax - He MeHee 30 cM.

Paccrostnust (mpoxopl) 17151 000py10BaHUS C BBLABM)KHBIMU SIIIUKAMU PACCUUTHIBAIOTCS T10
CreLMaIbHBIM HOPMaM € Y4eTOM TUIIOpa3Mepa 000py10BaHHUs.

ApXuBHBIE JIOKYMEHTHl Ha OyMaXHOM OCHOBE pa3MeIaloTcsl Ha CTeliaxax, B
METAJUIMYECKHUX MIKa(ax TOPU30HTAILHO MM BEPTUKAIBHO B KOPOOKAX WIIM APYTHX MEPBUUHBIX
CpeJCTBaxX XpaHeHus (mankax, QyTiaspax v T.I1.).

Kaxnas eauHuna XpaHeHHMs ayAMOBU3YaJbHOIO MJIM  3JIEKTPOHHOIO  JIOKYMEHTa
YKJIAJbIBA€TCS B HETePMETUYHYIO MHIMBHIYaJbHYIO YyHakoBKy. I[Ipu 3TOM JOKHO OBITh
UCKJIIOUYEHO CBOOOHOE MEepeMEIeHNE apXUBHOTO JJOKYMEHTA BHYTPHU YIIAaKOBKH.

Opranusanus XpaHeHHs] ApXUBHBIX JOKYMEHTOB B apXHWBOXPAHWINLIE

2.11.4. Oprann3auus XpaHEHUs apXUBHBIX JOKYMEHTOB B apXMBOXPAaHWIMIIE - CUCTEMA
MEpPOIPUATHH, BKJIIOYAIOLIAsl pAllMOHATIbHOE pa3MEIEHNE apXUBHBIX IOKyMEHTOB, KOHTPOJb 3a
UX JBUKEHHEM U (PU3MUYECKHM COCTOSHUEM, KONUPOBAHUE APXUBHBIX JOKYMEHTOB C II€JIBIO
co3llaHusl CcTpaxoBoro ¢oHAa U (oHIA TOJIB30BaHMs, BOCCTAHOBJIEHUE (PECTaBPALMIO)
NEPBOHAYAIBHBIX WM OJU3KUX K [EPBOHAYAIbHBIM CBOMCTB M BHEIIHUX IMPU3HAKOB apXUBHBIX
JOKYMEHTOB, MOJIBEPTIINXCS MOBPEKICHUIO JTUOO0 Pa3pyILICHHUIO.

O61ue TpeboBaHUA K pa3MEIICHUIO apXUBHBIX JOKYMEHTOB

2.11.4.1. ApxuBHbBIE [OKYMEHTHl B apXMBOXpPAHWIHLIE PACIOJAralOTCs B TOPSIKE,
o0ecTeYnBarOIIEeM UX KOMIUIEKCHBIE YUET U XpaHEHHE, a TAKXKE ONIepaTHBHBIN MOUCK.

[Topsinok pacmnonoxeHusl apXUBHBIX (OHJIOB B apXUBE OIpeesieTcs IUIaHOM (CXeMOoM) uxX
pa3MelleHts], YTBEpXJaeMbIM pyKoBoAuTeneM apxuBa. IlmaH (cxema) mnpeaycmarpuBaer
pacripesielieHue apXUBHBIX (POHIOB 110 APXUBOXPAHUIIHUILY C YKa3aHUEM MPU HEOOXOAMMOCTH UX
HOMEpPOB MO KaXAOMy CTelaxy apxuBoxpaHwiuma. Ilman (cxema) HaxomuTcss B
MO/Ipa3/IeJICHU, OCYIIECTBISIOUIEM Y4YeT JOKYMEHTOB apXuWBa, MWIM y pabOTHHKA,
OTBETCTBEHHOTO 32 yUEeT, @ COOTBETCTBYIOIIUE €T0 PA3/ebl - B ApXUBOXPAHMWIHIIE.

Pa3merienne apXuBHBIX TOKYMEHTOB 000CO0JIEHHOTO XpaHEHHUs

2.11.4.1.1. OGocob6sieHHOMY XpaHEHUIO MOAJIeKAT CIEAYIOLIUE APXUBHBIE JOKYMEHTHI:
CEKpETHbIC; YHUKaJbHbIE; UMEIIIKUEe B OGOPMIICHUH WIM MPUIOKEHUU K HUM JparolieHHbIE
METaJuIbl ¥ KAMHU; HA HUTPOOCHOBE; OPa)KEHHbIE OMOJIOIMYECKMMHU BPEIUTEISIMU; TIEpEaHHbIe
0 JIOTOBOPY Ha XpaHEHHUE B apXWB M HE OTHECEHHBIE K cOcTaBy ApxuBHOTO (hoHna Poccuiickoit
denepanuu.

MecTo pacnonoKeHus U IIoNa/ib, BblAEIAeMas sl pa3MEIeHHs] apXUBHBIX JTOKYMEHTOB
000COOJIGHHOTO XpaHEHHs, OIMPEAETSIOTCS apXHWBOM HCXOJS M3 PEalbHBIX BO3MOXKHOCTEH M
NIEPCIIEKTUBHBIX 00bEMOB KOMIUIEKTOBAHUS apXHBa.



Pa3menienne ceKpeTHBIX AapXMBHBIX JOKYMEHTOB OCYILECTBISETCSI B COOTBETCTBHM C
TpeOOBaHUSMH HOPMATHBHBIX JIOKYMEHTOB II0 OOECIIEYCHHIO pEeXHUMa CEKPETHOCTH B
Poccuiickoit ®enepanym.

BpemenHoe coBMecTHOEe  XpaHEHHE  CEKPETHBIX U  PACCEKPEUYCHHBIX JeT B
apXUBOXPAHWIMIIE CEKPETHBIX apXUBHBIX JOKYMEHTOB [OIyCKAaeTCsi B HCKJIFOYHUTEIbHBIX
ClIydasix PU OTCYTCTBUH CBOOOIHBIX IJIOIMIAACH Ul Pa3MEIICHUs PACCEKPEUCHHBIX JIEI.

YHuKagbHbIE JOKYMEHTHl U apXUBHBIE JOKYMEHTHI, MMEMOIUE B O(OPMICHUH WIH
MPWIOKEHUH K HUM JparoleHHble METajulbl U KaMHH, HU3BIMAIOTCS M3 COCTaBa apXMBHBIX
dboHmoB u momnexar ceidoBoMy XpaHeHHIO. Ha MecTO H3BATOrO apXWMBHOTO JOKyMEHTa
BKJIQ/IBIBACTCS KapTa-3aMECTUTEIb U TP HEOOXOIMMOCTH KOIHSI apXUBHOT'O JIOKYMEHTA.

AynnoBu3yalbHbIE U AIEKTPOHHbBIE TOKYMEHTBI XPaHITCSI B 000COOJIEHHBIX TOMEILIEHUSX B
3aBHUCHUMOCTH OT HOPMATUBHBIX PEKUMOB XPAaHEHHUS JIJIsl UX HOCUTENEH.

B onHOM apXuBOXpaHWIKIIE MOTYT pa3MeIaThCsl ApXUBHbBIE JOKYMEHTHI Pa3HOTO BUA, HO
TpeOyIolIe 0JTMHAKOBBIX PEKMMOB XpaHEHHs! (HapuMep, apXUBHBIE JOKYMEHTBI Ha MarHUTHBIX
JIEHTaX M JIUCKOBBIX HOCHUTENSIX C MAarHUTHBIM CJIOE€M; apXHUBHBIE JOKYMEHTBl Ha KMHOIUICHKE,
MUKpPO(QOPMBI U Jp.).

Pa3menienue ¢ponHma moap30BaHUS

2.11.4.1.2. ®oHJ 1OJIb30BAHUS PA3MEIIAETCS B 3aBUCUMOCTH OT BHJ1a HOCUTEJIS KOTIHIA.

Konun ¢onna mnonbp3oBaHuss Ha OyMmakHOM OcHOBe (B TOM uwucie (QOTOKOMHMM), Kak
MIPaBHUJIO, XPAHATCS BMECTE C MOJJIMHHBIMU apXUBHBIMU JOKYMEHTAMU Ha OyMa)XHOH OCHOBE Ha
OTIENBHBIX CTEeJUIaXKaX WM B IIKadax B MOPsIIKE HOMEPOB apXUBHBIX (POHIOB U JIEII.

Konuu ¢onma nonp3oBaHus Ha IIIEHOYHOW OCHOBE Pa3MEINAIOTCS B apXUBOXPAHMIIUIIIAX C
HOPMAaTUBHBIMHU U1 HUX PEKUMaMU XpaHEHUSI.

B kaxapIii G10KC BKJIQJBIBAETCS OTPE30K IJICHKH, HA KOTOPOM OTCHSITO OJTHO JIEJIO WU €TI0
yacTb. B mopsiike HCKIIOUEHUS TpU HEOONbIIOM OOBbeMe Jeia B OJHOM OTPE3KE MOXKET
HaXOJUTHCS HE OoJiee TpeX CKOMMPOBAHHBIX JEII.

Pa3MeHIeHI/Ie YUYE€THBIX TOKYMCHTOB

2.11.4.1.3. OcHoBHBIE (00s3aTeNIbHBIE) M BCIIOMOTaTelbHbIE YUEeTHbIE JOKYMEHTHI apXHUBa
(em. m. 3.4) pa3MemaroTcs B HW30JUPOBAHHOM TIOMEIICHUHM WK PpadodyeM MOMEIICHUN
paboTHUKA(0B), OTBETCTBEHHOTr'0(bIX) 32 YUET JOKyMEHTOB apXH1Ba.

OCHOBHBIE U BCIIOMOTaTe/IbHbIE YUETHBIE JOKYMEHTbHI apXUBOXPAaHWIHUILA Pa3MEIaloTCs B
apXMBOXPaHUJIHUILE UM B paboyeM MOMELIeHUH paOOTHUKOB apXHBOXPaHUIIHILA.

OTBETCTBEHHBIMU 3a COXPAaHHOCTb M HCIOJIb30BAHUE YUYETHBIX JOKYMEHTOB SBIISIFOTCS
pabOTHUKH, OCYIIECTBISIONINE UX BEACHUE B COOTBETCTBYIOIIEM CTPYKTYPHOM IOJpa3aeieHuN
U TI0 apXUBY B IIEJIOM.

[lepBble HSK3eMIUIApPbI OMMCEH JieJ, JOKYMEHTOB pa3MeLaloTcs B H30JIMPOBAHHOM
MOMEIIEHU! WM pabodyeM TMOMENIeHHH pabOTHUKA(OB), OTBETCTBEHHOrO(hIX) 3a YYeT
JOKYMEHTOB apXuBa, C 00s13aTENIbHBIM COOIIOACHUEM PEXUMOB XPaHEHUS, YCTAHOBJIECHHBIX JJIS
MOJIMHHBIX apXUBHBIX TOKYMEHTOB Ha OyMa>KHOM OCHOBE.

Bropsle sKk3eMIuApsl omMced A€, AOKYMEHTOB Pa3MELIAl0TCs B H30JIMPOBAaHHON 30HE
apXMBOXPaHWJIMILA HA CTEJUIAXe WK B IIKady.

Tperbu 3K3eMILIAPHI ONUCEH /1€, JOKYMEHTOB pa3MEILIAlOTCs B YUTAIbHOM 3aJl€.

[Topsimok HyMepaIuu NOMEIICHU apXHBa, CTeIIaXKeH, mKagoB,
noJjiok. Bejenue Tonorpaduieckux ykazarenen



2.11.4.2. Bce nomenieHus apxusa (31aHus, 3TaXHU, APYChl, ApXUBOXPAHUINIIA, KOMHATBHI),
a TaKKe CTEIUIaXH, CEHQBI, KAQBI U TIOJTKA HYMEPYIOTCSL.

B kax1aoM OTIeNbHOM TMOMEIIEHHWH CTEUIaXKU U MIKadbl HYMEPYIOTCS CaMOCTOSITENIBHO
ciieBa HampaBo oT Bxoja. Ilonku Ha cremnaxkax M B IIKadax HyMEpYHOTCsS CBEPXY BHU3 clieBa
Harfpaso.

B mensx 3akperuieHHMs MecTa XpaHEHUs M IIOMCKA AapXUBHBIX JOKYMEHTOB B
ApXUBOXPAHMUJIHILE COCTABIISIOTCS MO(POHOBBIEC U MIOCTEIUIAXKHBIE TOMOTpauyecKre yKa3aTen.
Tonorpaguueckre ykasaTenu COCTaBISIOTCS B KapTOYHOM WM JUCTOBOM (opme B
HEOOXOIUMOM KOJIMYECTBE IK3EMILISIPOB.

Kaprouka mnodonmoBoro Tomnorpadguyeckoro ykasateias COCTaBJseTCs OTIENbHO Ha
KaXIbI apXWBHBIM (DOHA; ATH KapTOYKH pPACIONATAIOTCS B TOPAIKE HOMEPOB ApPXHUBHBIX
¢onnoB. Kaprouka mocremiaxHOro TONMOrpapuuecKoro ykaszaTells COCTaBJSETCSl Ha Ka)Jblid
CTEJUIaX; 3TU KapTOYKM pacrojaratoTcs IO IOpsJIKYy HOMEpOB CTelUlaXked B mpezenax
oTAenbHoro mnomemieHus. OIUH  SK3eMIUIAp Tomorpaguyeckux ykasaTeiaed XpaHUTCS Y
paboTHHKA(OB), OTBETCTBEHHOTO(bIX) 3a y4eT JOKyMEHTOB apXuBa, BTOpOHl - B
apXUBOXPaHWIHUIIE.

Benenue Tonorpaduueckux ykaszarenaeil MOKET OCYIIECTBISThCS HA OyMa)KHOM HOCHUTENE
WJIN B aBTOMAaTU3UPOBAHHOM PEXXHMME B COOTBETCTBUHU C YCTAHOBJIEHHBIMU PEKBU3UTAMHU.

W3meHeHus B pa3MELIEHMHM apXUBHBIX JOKYMEHTOB CBOEBPEMEHHO OTPAaKaKOTCA BO BCEX
9K3EMIUIApax TONMOrpapUyYecKux ykaszaTesel, a Takke B IUIaHe (CXeMe) pa3MelIeHUs apXUBHBIX
(dhoHIoB.

O(bOpMJ'IeHI/IC SPJIBIKOB HAa ICPBUYHLIX CPECACTBAX XPAHCHUA
APXUBHBIX TOKYMCHTOB

2.11.4.3. Kaxxioe nmepBUYHOE CPEJICTBO XPAaHEHHUs apXUBHBIX JOKYMEHTOB (KOpoOKa, rmarmka
U T.J.) CHaOXaeTcsl IpJIbIKOM, Ha KOTOPOM YKa3bIBalOTCS HA3BaHKWE U HOMEpP apXHUBHOTo (oH/a, a
TAKXC HOMCD OIMMCU ACII, JOKYMCHTOB, HOMCpPA CANHUL] XPAHCHU A, HAXOAAIUXCA B K0p061<e.

Haamucn Ha  spnpIkaX — HMCHONMHSIOTCS — THIMOTPadCKUM — CIOCOOOM,  TYIIBIO — HIJIH
CricMaJIbHBIMU YC€PHBIMU BOHOCTOﬁKI/IMI/I YCPpHUIIaAMHU. JIOHyCKaeTCSI HCIIOJIB30BaHUEC ITaAMIIOB "
JPYTUX aHAJIOTUYHBIX CPEJICTB.

IIpoBepka HanM4Ks U COCTOSIHUS APXUBHBIX JIOKYMEHTOB
Y OpTaHu3alys po3bICKa HEOOHAPYKEHHBIX JJOKYMEHTOB

2.11.5. IlpoBepka HaIM4YUS U COCTOSHHSI apXUBHBIX JIOKYMEHTOB IPOBOAMUTCS B IIEJAX
YCTAHOBJICHHUS (DAaKTUUYECKOTO HAIMYMS HAXOAAIIMXCS HAa XPAaHEHWU apXHUBHBIX JOKYMEHTOB U
BBISIBJICHHUSI OTCYTCTBYIOIIMX apXUBHBIX JOKYMEHTOB JJISi OPTaHU3ALUHU WX PO3BICKA; BBISBICHUS
W YCTPaHEHHUs HEJOCTATKOB B YyYeTe apXWBHBIX JIOKYMEHTOB; BBISBICHHS W y4YeTa apXHBHBIX
JOKYMEHTOB, TpeOyIOIIUX  pPEecTaBpalMOHHOM, KOHCEPBALMOHHO-NIPO(QMIAKTUYECKOH U
TEXHUYECKOH 00pabOTKH.

[IpoBepkr HaIMYUS W COCTOSIHUS AapXMBHBIX JOKYMEHTOB TIIPOBOJATCS B IUIAHOBOM
MOPSAJIKE, a TAK)KE €IMHOBPEMEHHO (BHEOUEPEIHBIE).

B rocynapctBeHHOM apxmuBe, My3ee, OmOimoTeke, apxuBe Poccuiickoil akageMuu Hayk
IUTAaHOBAsI HUKIMYHASI IPOBEPKA HAIMYMS U COCTOSHHSI TPOBOIUTCSL:

YHHUKAJIBHBIX JOKYMEHTOB - €KET0/IHO;

0c000 NEHHBIX JOKYMEHTOB Ha OyMaxXHOW ocHOBe - omuH pa3 B 10 mer (B
rocy/1apCcTBEHHON OMOIMOTEKE - OAMH pa3 B 5 JIeT);

ayJJMOBU3YaJIbHBIX U 3JIEKTPOHHBIX JTOKYMEHTOB - OJIUH pa3 B 5 JIET;

KHHOJIOKYMEHTOB HAa HUTPOOCHOBE - OJIUH pa3 B 2 roja.



MKIUYHOCTh MPOBEPKH HAIUYHUS OCTAIBHBIX apXUBHBIX JOKYMEHTOB ONpEIENseTcs Ha
OCHOBAHUHU pEIICHHUS] HKCIEPTHO-METOIUYECKON KOMHCCHUHU (WM APYroro COBEUIATEIHHOTO
opraHa) apxMBa B 3aBHCHMOCTH OT HMHTEHCHBHOCTH WCIIOJIb30BaHUS M COCTOSIHHSI Yy4era
ApXUBHBIX JOKYMEHTOB, HO HE MEHEE OJHOTO pa3a B 25 5eT (B rocyJapCTBEHHOW OMOIMOTEKE -
oJMH pa3 B 15 ner).

[IpoBepka HaMMUUs U COCTOSIHHSI CEKPETHBIX ApXUBHBIX JOKYMEHTOB OCYIIECTBIISICTCS B
MOPSI/IKE, YCTAaHOBJICHHOM JIJIsi CEKPETHBIX apXHBHBIX JOKYMEHTOB.

B MyHHImmansHOM apxuBe, My3ee, OMOTMOTEKe TUTAHOBAS IIUKJINYHAS TIPOBEPKA HATTHUHS
aApXUBHBIX JJOKYMEHTOB npoBoautcs 1 pa3 B 10 mer.

B cnywae ctuxuiiHbIX O€ICTBHII, MAcCCOBBIX MEpPEMEIIEHUN U IPYTUX OOCTOSITENHCTB, B
pe3ysibTaTe KOTOPBIX MOTYT OBITh yTPAYCHBI WM MOBPEKIACHBI apPXUBHBIC TOKYMEHTBI, & TAaKKE
IPU CMEHE 3aBEIYyIOINX apXWBOXPAHWIHMIIAMH TIPOBOAMTCS BHEOUEPEIHAS €IWHOBPEMEHHAs
MIPOBEPKa HAIMYMS U COCTOSHUS BCEX TOKYMEHTOB apXHBa WU UX OTJENbHBIX YacTel (Tpyrin).

B nauane mpoBepku HaJIWYHMS U COCTOSHHUS apXUBHBIX JOKYMEHTOB IPOBOIMUTCS BBIBEpKA
YYETHBIX JOKYMEHTOB, KOTOpas BKIIOYACT: YCTAHOBICHHE IMOJHOTHI YUYETHBIX JOKYMEHTOB Ha
MpoBepsieMble apXUBHbIC (OHABI W apXWBHBIC JIOKYMEHTBI, CBEPKY WX COIOCTaBHUMBIX
nokasaresieid, yTOUHeHHEe TOpsiIKa HyMepaluh €IUHHIl XPAHESHHUS MO OMHCHU JeJl, JOKyMEHTOB
(kHUTE yuyeTa W OIMCAHUS) W MPOBEPKY MPABUIBLHOCTU COCTABJICHUS WX HMTOTOBBIX 3aIlvCei.
BriBepka y4eTHON [OKyMEHTAallMd M MPOBEpKAa €€ HaJU4usg MOXKET IMPOBOJUTHCS M Kak
CaMOCTOSITENTbHBIN BT paOOTHI.

[IpoBepky HanWuusi W COCTOSIHUS APXHMBHBIX JOKYMEHTOB B TOCYJapCTBEHHOM apXHBE
MIPOBOJST, KaK MPaBUIIo, 1Ba pabOTHHKA.

[Ipu mpoBepke HanMuWs EAUHWII XPaHEHUS, apXUBHBbIE JOKYMEHTHI KOTOPBIX YUYTEHBI IO
BHYTPEHHUM OIUCSAM, TMPOBOAMUTCS CBEpPKa HAJIMYUs APXHUBHBIX JOKYMEHTOB C BHYTpPEHHEH
OIMCHIO, a TAK)KE CBEPKAa HAJIMYMS JINCTOB B €JMHUIAX XPAaHEHHS, MOJUICKAIIUX XPAHCHHUIO B
HecOpoIropoBaHHOM (0e3 MOAMUBKH) BUC. EHMHAIIBI XpaHEHUS ¢ YHUKAJTBHBIMA JOKYMEHTaMH
00s13aTeILHO MPOBEPSIOTCS TOTUCTHO.

ApXUBHBIE JOKYMEHTHI, BBIJAHHbIE B UYHUTAIBHBIN 32l M paboure MOMEUICHHs apXuBa,
MIPOBEPSAIOTCS HA OOILIMX OCHOBAHUSX, MX IU(PHI YCTAHABIMBAIOTCS 110 KApTaM-3aMECTHTEISIM U
KHHTaM BBIJJaYd apPXWUBHBIX JOKYMEHTOB W3 apXWBOXPAHWIUII. ApXHBHBIE JOKYMEHTBI,
BbIJIaHHBIE BO BPEMEHHOE IOJIb30BaHKE, IPOBEPSIIOTCS MO KHUTAM U aKTaM BbIIaYl U CUUTAIOTCS
MMEIOLIUMHUCS B HATTUYUU.

[Ipu npoBepke HATWYUS U COCTOSTHUS aPXUBHBIX JJOKYMEHTOB HEOOXO0IUMO:

COXPAHATH TOPSAOK PACIIOIOKCHHS apXUBHBIX JOKYMEHTOB Ha CTEIIAXKaX M B IEPBUYHBIX
CpeACTBax XpaHCHHUS;

MOJIKIAAbIBaTh HA CBOM MecTa OOHAapy>KEHHBIE BO BpPEMsI MPOBEPKU HEMPABHIBHO
MO/ITIO’KEHHBIE €IMHULIBI XPAHEHHUS JAHHOTO apXUBHOTO (HOHAA;

U3bIMaTh M3 IPOBEPSEMOro apXUBHOro (oHAA (KOMIUIEKCAa apXUBHBIX JOKYMEHTOB) U
TepeiaBaTh XPAHHUTEII0 HEMPABUIBHO ITOJIOKCHHBIC CAMHHIIBI XPAHCHUS JPYTUX apXUBHBIX
($hoHI0B;

U3bIMATh CAWHUIBI XPaHEHHS, 3apa)KEHHbIC TIIECEHBIO WU JIPYTUMH OUOJOTUYECKHUMHU
BPEAUTEIISIMHU, JUIsI HEMEJJICHHOW UX H30JISIUY;

U3bIMaTh CIUHUIIBl XPAaHCHHS, HC BHECCHHBIC B ONHKCH JIeJ, JIOKYMEHTOB (KHHTY y4eTa W
OTHCaHMs), ¥ TOMENIATh UX B KOHEIl apXUBHOTO (hoHIa (KOMITJIEKCA apXUBHBIX JOKYMEHTOB) IS
nocueayouieit 00paboTKH U ONMKUCAHUS B CPOKH, YCTAHOBIIEHHBIE PYKOBOJICTBOM apXHBa.

B xo/1e mpoBepKu HATUYHS U COCTOSTHUS ApXUBHBIX JOKYMEHTOB HE JIOIMTYCKAETCs:

BHOCHTH B OIMCh JIeJ, JOKYMEHTOB (KHUTY y4YeTa W OINUCAHUS) HEYYTCHHBIC €IMHHIIBI
XpaHEHUS;

JieNiaTh Kakue-IMO0O TMOMETHI, MCIPAaBICHUS WIM 3allUCH B OMHCIX JeJ, JOKYMEHTOB U
JIPYTUX YYETHBIX TOKYMEHTaX.



Pe3ynbTaThl IpOBepKH HAIWYMS U COCTOSIHMSA apXMBHBIX JOKYMEHTOB U OOHapy’KEHHBIE B
€e XO0Je HEIOCTaTKU (DUKCUPYIOTCS B JIMCTE NPOBEPKM HATMYUS M COCTOSIHHUS ApXHBHBIX
JIOKYMEHTOB U B aKT€ IIPOBEPKU HAJINYMS U COCTOSHUS apXUBHBIX JIOKYMEHTOB.

Jluct TpoBepKM HaIM4YMA M COCTOSHHUSA ApPXUBHBIX JOKYMEHTOB COCTaBJISETCS
HEMOCPEACTBEHHO B XOJIe INPOBEPKH, KaK MpaBWJIO, Ha KaXIyl OINUCH Jed, JAOKYMEHTOB
otaensHO. [Ipu npoBepke HEOONBIINX 110 00BEMY APXUBHBIX (POHIOB JIOIYCKAETCS COCTaBIICHUE
OJIHOTO JIMCTa IMPOBEPKM HA BCE OMHMCH JEJ, TOKYMEHTOB. B ciyuae oOHapykeHUs B XoJe
MIPOBEPKH HAIUYUS M COCTOSIHUS apXUBHBIX JOKYMEHTOB HEIOCTATKOB, HE NMPEAYCMOTPEHHBIX
rpadamu J1cTa POBEPKH, a TAKXKE MPH MOJIUCTHOMN NPOBEPKE J€J1 B JINCT BBOASTCS YTOUHEHUS U
JIOTIOJTHUTENbHBIE PEKBU3UTHI. JIUCTBI MPOBEPKU HYMEPYIOTCSl B BAJIOBOM IOpsAKE B Ipezenax
apXUBHOTO (POH/IA IO KAXKJIOW MPOBEPKE U MOANUCHIBAIOTCS HCIIOTHUTEIISIMH.

Ha ocHoBanum nucra (JUCTOB) MPOBEPKH COCTABISAETCS AaKT IPOBEPKH HAIUYUS U
COCTOSIHUSI apXHMBHBIX JTOKyMEHTOB. OIHOBPEMEHHO C aKTOM MPOBEPKH HAJIWYHS U COCTOSHHS
apXMBHBIX JIOKYMEHTOB IPH HEOOXOAMMOCTH COCTaBJISIIOTCA aKT O TEXHMUYECKUX OLIMOKax B
YUETHBIX JIOKYMEHTax; akT 00 OOHapy>KeHHHM apXHMBHBIX JTIOKYMEHTOB; aKT O HEHCIIPaBHMBIX
MOBPEXKACHUIX TOKyMEHTOB (Tpuiioxkenue N 1) u Ipyrue akThl.

[To oxOHYaHMU TPOBEPKU HAIUYUS U COCTOSHUS apXHBHBIX JIOKYMEHTOB B KOHIIE OIHUCH
Jies, TOKYMEHTOB (KHMIM ydeTa M ONMCaHMs) NPOCTaBIAIOTCA IITaMIl "MpoBepeHo'", nara,
JOJKHOCTB U MTOATHKCH JIMIA, TIPOU3BOAUBILETO ITPOBEPKY.

B ciiyuae oOHapykeHUs B UTOTOBOW 3alMCH OMHMCU JIeN, TOKYMEHTOB (KHHTH ydeTa H
OMMCAHUs1) HEYYTEHHbBIX JUTEPHBIX U MPOMYLICHHBIX IOPSIKOBBIX HOMEPOB, BBIOBIBIIUX B
COOTBETCTBUM C YCTAQHOBJICHHBIM MOPAJKOM €IWHUI[ XpaHEHUs, MTOroBas 3aIluCh
HepeCcOCTaBIISACTCS.

Ha Bce orcyrcTByromue B X04€ NPOBEPKH HAJIWYMS U COCTOSHUS apXUBHBIX JOKYMEHTOB
€IMHUIIBI XPAaHEHUSI COCTABIIAIOTCS KAPTOUKH y4eTa HEOOHAPYKEHHBIX apXUBHBIX JOKYMEHTOB.
Benenune  kaproreku — HEOOHApY)KEHHBIX  apXMBHBIX  JOKYMEHTOB  OCYIIECTBISETCS
LEHTPAJIM30BAHHO Ha OyMaXHOM HOCHUTENE€ WM B aBTOMaTH3HMPOBAHHOM pEXHUME B
COOTBETCTBHHM C PEKBU3UTAMH KapTOUYKH yuyeTa HeOOHapyKEHHBIX apXUBHBIX JOKYMEHTOB.

Pe3ynbraThl MpPOBEPKH (PU3MUECKOTO COCTOSIHUS APXHMBHBIX JOKYMEHTOB 3aHOCSTCS B
KapTOTEKy (KHUTY) yueTa (PU3HYECKOro (TEXHUYECKOT0) COCTOSHUS apXUBHBIX JIOKYMEHTOB.

[TpoBepka HanU4MsI U COCTOSIHHMSI APXUBHBIX JOKYMEHTOB CUMTAETCs 3aBEPLICHHON Mocie
BHECEHUS U3MEHEHUI BO BCE yUETHbBIE JOKYMEHTBI.

[Tocne mpoBepKkH HANMWYHMS U COCTOSHUS APXUBHBIX JIOKYMEHTOB KOPOOKH C apXHBHBIMH
JIOKYMEHTaMU OIe4aThbIBAIOTCS.

Po3bick apXMBHBIX JOKYMEHTOB, HE OOHAapyXEHHbIX B XOJ€ NPOBEPKU HAIUYMUS U
COCTOSIHUSI, OPraHU3YyeTCsl C MOMEHTa BBISBICHHUS HMX OTCYTCTBUS M IPOBOJUTCA B TEUEHHE
OJIHOTO roja Kak HEMOCPEICTBEHHO B apXuBE, TaK M B JPYIMX OpraHu3alusx. PykoBoAcTBO
apxuBa BIIpaBE IPOUINTH CPOK PO3bICKA Ha OCHOBAaHUM JOKJIAJHOW 3alUCKU PYKOBOJIUTEIS
COOTBETCTBYIOILIEIO CTPYKTYPHOTO MOAPA3/IEICHUs apXUBa.

ApxuBHBIE JOKYMEHTBl, OOHapy>X€HHbIE B XOJ€ pPO3bICKA, MEPENAITCs XPaHUTEINO,
KOTOPBII MOAKJIAABIBACT UX Ha MecTo. B mucre nposepku B rpade "[Ipumedanue” B kapToTeke
HEOOHAPYKEHHBIX APXUBHBIX JOKYMEHTOB J€JaeTCsl OTMETKa 00 OOHApYXEHHU apXHBHBIX
JOKYMEHTOB, ~ KOTOpast ~ 3aBepsieTcsl  MOANMCHIO  3aBEAYIOUIET0  apXHMBOXPAHUIMILEM
(MyHUIMTIAIBHBIM apXUBOM).

ApXUBHBIE TOKYMEHTBI, IPUYHUHBI OTCYTCTBUSI KOTOPBIX MOATBEP’KAEHBI JOKYMEHTAJIBHO,
CHUMAIOTCS C y4€Ta B YCTAHOBJIEHHOM IOPSIZIKE.

Ha apxuBHbBIE JOKYMEHTBI, HE OOHApYKEHHBIE B XOJE PO3BICKA, COCTABJISIOTCS AKT O
HeOoOHapyXEHUH JTOKYMEHTOB, IYTH pO3bICKAa KOTOPBIX HcuepmnaHbl (mpuiokenue N 2), U
NoJpoOHas CrpaBKa O IPOBEIEHUM PO3bICKA, KOTOPHIE BMECTE C aKTOM IPOBEPKU HAJIWYUA U
COCTOSIHUSI apXMBHBIX JOKYMEHTOB IPEICTABISIOTCS B BBIIECTOSALIMNA YIOJIHOMOYEHHBIH OpraH



UCIIOJIHUTENBHON BJAacTU B cepe apXUBHOIO Jena JJs MPUHATHS OKOHYATEIbHOIO PELICHUs O
CHSTUU C y4eTa TAKUX apXUBHBIX JTOKYMEHTOB.

Pemenne o CHATHM apXWBHBIX JOKYMEHTOB C YydeTa OQOpPMIISETCS IPHKa30M
PYKOBOAMTENS apXvMBa HAa OCHOBAaHMHM IIHCBMEHHOIO PA3PELICHHs COOTBETCTBYIOIIETO
YIOJIHOMOYEHHOI'O OpraHa UCIOJHUTENbHOM BlIacTH B chepe apXUBHOTO Jea.

CusTHe ¢ yueTa 10KyMeHTOB ApxuBHOro ¢onna Poccuiickoii denepannu, OAHOBPEMEHHO
BXOJIIUMX B cocraB MyseiiHoro ¢onma Poccuiickoit ®exepannu, OCYIIECTBISETCS B
COOTBETCTBUMM ¢ Hacrosmumu [IpaBwiiaMu M HOPSAKOM, YCTAHOBJIEHHBIM —CIIELIMAIBHO
YIIOJIHOMOYEHHBIM (peiepanbHbIM OpPraHOM MCIIOJHHUTENbHOM BiacTu Ui MyseitHoro ¢onna
Poccuiickoit @enepanum.

CusTe ¢ yueta 10KyMeHTOB ApxuBHoOro ¢onna Poccuiickoit denepannu, OAHOBPEMEHHO
BXOJSIINX B COCTaB OMOIMOTEUHBIX (POHIOB, OCYIIECTBISETCS B COOTBETCTBHH C HACTOSIIIUMHU
[IpaBwiaMu ¥ TOPSAKOM, YCTaHOBJIEHHBIM CIELUATIbHO YIOJIHOMOYEHHBIM (eaepalbHbIM
OpraHOM HCIIOJIHUTENBHOMN BIacTH [yl 6ubnnoreunsix poHaoB Poccuiickoil deneparum.

B kaproTeke HeOoOHapy>KEHHBIX AapXUBHBIX JOKYMEHTOB J€IaeTCsl OTMETKa O CHATHH
ApPXMBHBIX JJOKYMEHTOB C y4eTa.

B cpoku, ycTaHOBIEHHBIE PYKOBOJCTBOM apXHMBA, CUCTEMATUYECKU IMPOBOIATCS IOJIHBIE
WIHA BBIOOPOUYHBIE MPOBEPKHU HAIMYMS M COCTOSHHSI ApXUBHBIX JOKYMEHTOB, BbIJIaBaBIINXCS U3
apXMBOXPaHWJIMIL B Te€UeHUE roja. Pe3ynbraTsl yKa3aHHOW NPOBEPKU ODOPMIISIIOTCS:

Opy  TMOATBEPXKICHUU HAMMUMs Jel - B BHUAE JIOKIAQAHOW 3amUcKu pabOTHHKA,
OTBETCTBEHHOI'O 33 OPraHU3aLMI0 TPOBEPKHU HATUYHMS;
NpyU  OTCYTCTBHHM KaKuX-THOO J1en 0e3 JOKYMEHTHPOBAHHOTO OOOCHOBaHUS - B

YCTaHOBJICHHOM IOPsIJIKE.

[Ipu BbIsIBIEHMH HEOOOCHOBAHHOTO OTCYTCTBHUSI APXUBHBIX JOKYMEHTOB OCYILECTBIISETCS
UX OIEpaTUBHBIA PO3BICK. B cirydae 0e3pe3yibTaTHOCTH PO3BICKA OTCYTCTBYIOIIME apXUBHBIC
JIOKYMEHTBI BKJIIOYAIOTCS B KapTOTEKY HEOOHApy>KEHHBIX JOKYMEHTOB JJIsi JAJbHEHIIEro ux
pO3BICKa.

[TpoBepka TEXHUIECKOTO U (PU3HKO-XUMHUECKOTO COCTOSTHHS
aApXMBHBIX JIOKYMEHTOB. BBIsIBIIeHHE apXUBHBIX JOKYMEHTOB
C TIOBPEXKICHUSMH MAaTepUATbHBIX HOCUTENICH U TEKCTOB

2.11.6.1. Ilpuem wu pa3MenicHHME B apXUBOXPAHWIMILAX APXUBHBIX JOKYMEHTOB,
MOCTYNUBIINX B apXuWB 0€3 IpeIBapUTEIbHON MPOBEPKH WX (PU3MUYECKOTO COCTOSHUS, HE
nomnyckatorcs. [locTynuBime B apXuB apXUBHBIE JOKYMEHTHI JI0 NIepelayl B apXUBOXPAHUIIHIIE
pa3sMelaloT B MOMEIIEHUN MpUeMa U BPEMEHHOIO0 XPaHEHHsI, OCBOOOXKIAIOT OT TPaHCIIOPTHOM
Taphl, PacKJIaAbIBAIOT HA cTeJIakax U cronax. He nomyckaercs ckiiaaupoBaHUe MOCTYMUBIIMX
apXMBHBIX JJOKYMEHTOB B HEpPa300paHHOM BHUJIE.

Onenka (GU3MUECKOro U TEXHUYECKOTO COCTOSHUS MOCTYNUBIIUX apXUBHBIX IOKYMEHTOB,
a TaKXKe MX CTPAXOBbIX KOMUI MPOBOAMUTCS HE MO3/IHEE 3 MECALIEB C MOMEHTA ITPUEMa apXUBHBIX
JIOKYMEHTOB B apXUB.

B pesynprare OlEHKH (PU3MYECKOTO COCTOSIHUS ApXMBHBIX JOKYMEHTOB Ha OyMa)KHOM
OCHOBE BBIABIISIIOTCS apXUBHBIE JOKYMEHTBI: NOPAKEHHbIE OMOJIOTMYECKUMU BPEIUTENISIMHU; C
MOBBIICHHON BIIAXKHOCTBIO; C TOBPEXKJIEHUSAMU OyMarm U TEKCTa; 3ambuleHHble. [lpu 3Tom
yIAJIEHUIO MOJUIekKaT BCEe MOCTOPOHHUE, HAXOSIIUECs B JeNax, Markax, KOpoOKax MpeiIMeThl:
MeTaJUINYEeCKHUEe, KapTOHHBIE, OyMaXKHbIE U APYTHE 3aKJIAAKH, TPOKIAIKU, CKPEIKH U T.II.

[Ipu oLieHKE TEXHMYECKOI'O COCTOSHUS ayJUOBHU3YaJbHBIX U 3JEKTPOHHBIX TOKYMEHTOB, a
TAaK)K€ MX CTPAXOBBIX KOMHUH YCTAaHABIMBAETCS BO3MOXKHOCTb CUUTBIBAHHSA HH(OpPMALMU C
MaTEepUAIbHOIO HOCHUTEINIA, COOTBETCTBUE TEXHHUYECKUX XapaKTEPUCTHK HTHUX JOKYMEHTOB
CBEJICHUSIM, COJEpXKAIMMCSI B  CONPOBOXJAIOUIMX  aKTaX TEXHUUYECKOTO  COCTOSIHHUS.



O/HOBPEMEHHO BBIABISIETCS BHUJ OCHOBBI KHHO(OTOAOKYMEHTa. ApXMBHBIE JOKYMEHTHI Ha
HUTPOOCHOBE MOAJIEKAT HEMEJICHHOM MTPOBEpKe Ha CTAOUIIBHOCTD.

[Ipu oOHapyxeHuU Ae()EKTOB COCTABIAETCS aKT MPOU3BOIBHON (OPMBI, OTpasKAIOIIMNA
xapaktep /1e(eKTOB U Mepbl MO UX YCTPAaHEHUIO. YCTpaHEHHE Ae(PEKTOB MPOBOIUTCS 3a CUET
HCTOYHUKA KOMIIJIEKTOBAHHUS.

[loctynuBuive apXuBHBIE JIOKYMEHTHI, IOPAKCHHbIE OWOJOTMUECKUMH BPEIUTEISIMU
(HacekoMble, AaKTUBHAs IUICCEHb), HAINPABISAIOTCS HA CAHUTAPHO-TUTHEHUYECKYI0 00paboTKy
(me3undexus, Te3NHCEKIIHS).

[Tpu obHapy>KeHUM YBIIaXXHEHHBIX apXUBHBIX JOKYMEHTOB MPOBOJIUTCS UX 00s3aTeNbHAs
aKKJIMMAaTU3alys. 70 IOJIHOTO BBICYIIMBaHMSA. AKKIMMATH3alMIO HPOBOJSAT B IOMEIIEHUH
npueMa M BPEMEHHOIO XpaHeHuss B TeueHHe 7 - 14 cyTok (B 3aBUCHMOCTH OT CTENEHHU
YBIQKHEHUS]) NPU MHTEHCUBHOM BEHTWISALMU BO3AyXa W pa3MELIEHUH €IUHHI] XPAaHEHUS B
pa3BepHYTOM BHJIE€ Ha CTOJIAX, CTEJIaXax.

KagectBo Oymarm ¥ TeKcTa MOCTYNMBIIMX ApPXHUBHBIX JOKYMEHTOB IPOBEPSIETCS
BBIOOPOYHO 17151 0Ol OLIEHKH UX COCTOSHUSL.

OOecnpUIMBaHUE MOCTYNMBIIMX APXWUBHBIX JIOKYMEHTOB MPOBOJSAT B CIEIHAIBHOM
MIOMEILEHUU C MPUMEHEHUEM BBITSDKHBIX IIKA(QOB U COOIIOJCHUEM MEP CAaHUTAPUHU U TUTHEHBI.
O06s3aTenbHOMY 00ECTTBUTMBAHUIO TTOJICKAT KOPOOKH, TTAMTKH, 00JI0KKH, KOPEIIKH JeII.

[TocTynuBiMe ayMoBU3yaIbHbIE U JIEKTPOHHbBIE JOKYMEHTHI ITOJJIEkKAT:

OUYHUCTKE OT IBLIN U IEPEMOTKE - APXUBHBIE JOKYMEHTBI HA MArHUTHOM JIEHTE;

OUHCTKE OT 3arpsi3HEHUI - apXUBHBIE JOKYMEHTHI HA JUCKOBBIX HOCHUTEISIX U apXHUBHbIE
(OTOIOKYMEHTHI;

aKKJIMMAaTU3alUK B 3aJJaHHBIX TEMIIEPAaTyPHO-BJIAXKHOCTHBIX YCIOBUSIX;

YIaKOBBIBAHHUIO.

AKKIMMaTH3alusg ayJUOBHU3YaJbHBIX M AJIEKTPOHHBIX JOKYMEHTOB Ha IUIEHOYHOM U
JMCKOBOW OCHOBaX Iepesl pa3MELICHHMEM HX B apXUBOXPAHWJIUIIE IPOBOAUTCS B OTKPBITOM
ynakoBke npu temmeparype 20 +/- 3 °C u oTHOCUTEIbHON BIaKHOCTH Bo3ayxa 35 +/- 15%; nis
LBETHBIX KUHO- U (POTOJOKYMEHTOB - MpPH OTHOCUTEIbHON BiaxHoctu 35 +/- 15%.
[TpomomKUTENHHOCTh AKKIMMATU3AUH KUHOJOKYMEHTOB M PYJIOHHBIX MHUKPO(UIBMOB HE
JOJbKHA ObITh MeHblle 10 CyTOK, apXMBHBIX JIOKYMEHTOB HAa MAarHUTHOW JIEHTE U JUCKOBBIX
HOCHUTEJISIX - HE MeHee 3 CYyTOK, (OTOAOKYMEHTOB U MUKPO(DHIL - HEe MeHee 24 4acoB.

2.11.6.2. TlpoBepka (PUIHKO-XUMHUYECKOTO U TEXHHUYECKOTO COCTOSHUS apXHUBHBIX
JOKYMEHTOB B IIPOLIECCE XPAHEHUS ITPOBOAUTCS C LIEIbIO BBISIBICHUS IOBPEXACHHBIX apXUBHBIX
JOKYMEHTOB ¥ apXHMBHBIX JOKYMEHTOB C TMOTEHIMAJIbHO OMACHBIM (PU3UYECKUM HIIH
OMOJIOrMYECKUM COCTOSTHUEM U OCYILECTBISICTCS: LEJIEBbIM MOPSAIKOM; B XOJ€ IPOBEPKHU
HQJINYMUA U COCTOSIHUS apXUBHBIX JIOKYMEHTOB; IIPU IOATOTOBKE APXMBHBIX JOKYMEHTOB K
BbIJJaU€ U3 apXMBOXPAHWJIMILA, @ TAKXKe MPU BCeX APYTHX paboTax, CBA3aHHBIX C HOCAMHUYHBIM
(IOJIMCTHBIM) IPOCMOTPOM APXUBHBIX JOKYMEHTOB.

LleneBas mpoBepka (QU3UYECKOIO COCTOSIHHUSA AapXHUBHBIX JOKYMEHTOB IPOBOJIUTCS B
MOPSAJKE OYEPEeJHOCTH C YYETOM LIEHHOCTH apXMBHBIX JOKYMeHTOB. lleneBoii mnpoBepke
(U3NYECKOr0  COCTOSHMSI  MOAJIEeKAaT BCE ApXUBHBbIE JIOKYMEHTBI, IOCTpajaBLIME B
HKCTpEeMalIbHBIX ycloBUsAX. [1o pe3ynbTataM KOHTpPOJIS AeaeTcs 3aKII0ueHe 0 He00X0AUMOCTH
IIPOBEJCHUS] pECTaBpalliM M KOHCEpPBAallMM U B 3aBUCUMOCTH OT COCTOSIHUS apXMBHBIX
JIOKYMEHTOB YCTaHaBJIMBAIOTCSI CPOKH MPOBEICHUS CIIEAYIONIEN KOHTPOJIbHOM MPOBEPKH.

[TpoBepka (U3NUECKOr0 COCTOSIHUA ApXMBHBIX JOKYMEHTOB Ha OyMa)KHOW OCHOBE B
nporecce XpaHeHHUs IPOBOIUTCS C LIETIbIO BBISBICHUS BIAXHBIX; HOPAKEHHBIX OMOJIIOTHYECKUMU
BpeIuTENsIMH (IUIECEHb, HACEKOMBIE); ¢ AehekTaMu OyMaru U TeKCTa apXUBHBIX JTOKYMEHTOB.

VBna)XHEHHbIE apXWUBHbIE JOKYMEHTHI (J€7a, TpyNIbl Jied) MOAJIekKAT HEMEIJICHHOMY
BBbIJICJICHHUIO, BHEOUEPEAHON 00paboTke (cyuika, akkaumaruszanus). [Ipy MaccoBoM yBnakHEHUH
apXMBHBIX JOKYMEHTOB MPUHUMAIOTCSI MEPbI IO OCYIICHHUIO apXMBOXPaHUJIMILA, HOpMaIU3aLUH
peXUMa XpaHEHUS.



ApXUBHBIE JOKYMEHTBHI, TIOPaXEHHbIE OHOJOTMUYECKUMU BpEeIUTENIMHU (IUIECEHb,
HaCEKOMbIE), MOJJIeKAT HEMEIJICHHOM U30JIALIUH.

Hanmnume nedekToB OymMarm W TEKCTa yCTAHABIUBACTCS BU3YAIBHO TPU TMOJUCTHOM
npocmotpe nen. Jledektsl KiaacCUPUUIUPYIOTCS HA OCHOBE €IUHOW OyKBEHHO-IU(POBOM
WHJEKCAIlMKM T0 THUIOBBIM TpH3HaKaM naedexToB Oymaru (OyKBeHHas WHIACKCAIUs) M TEKCTa
(undpoBas MHAEKCALNSA) B COOTBETCTBHH C METOJUYECKHUMH pa3paboTKaMHu.

[IpoBepka TEXHMUYECKOTO COCTOSIHUSI ayJUOBU3YaJIbHBIX U 3JEKTPOHHBIX JOKYMEHTOB B
IIPOLIECCE XPAaHEHUS OCYLIECTBIISIETCS C LIEIIBIO ONPEAEICHUS:

COCTOSIHHSI X YIIaKOBKH;

HAJIMYUS CTAaHJAPTHBIX PAKOPAOB;

TEXHUYECKOTO COCTOSIHUS UX MOBEPXHOCTU U Mep(HOPALIMOHHBIX TOPOKEK U CKIIECK;

HaJIM4Us 3aTPA3HEHUN U MEXaHUYECKUX ITIOBPEXKICHUM;

CTaOUIILHOCTU HUTPOOCHOBBI;

miara nepgopanuy KHHOTUICHOK U MarHUTHBIX JICHT IUPUHOH 35 1 16 MMm;

(bU3NKO-MEXaHUYECKUX XapaKTePUCTHK (KOpOOJIeHHe, OTCIanBaHHE SMYJIbCUOHHOTO WIIH
ocblllaHue pabodero ¢ios u ap.);

HaMU4usl JACPEKTOB XHUMHUUYECKOTO M OHOJOTUYECKOTO MPOUCXOKIACHUS (IMOpakeHHE
MHKPOOpPTraHW3MaMH, HACEKOMBIMH U TPBI3yHAMH, CJIEIbl KPUCTALTU3AINK COJICH U Pa3I0KECHHSI
OCTAaTOYHBIX MTPOYKTOB XUMHKO-(POTOrpaPuiecKkoit 00paboTKn);

INEKTPOAKYCTUUECKUX XaPAKTEPUCTHK (POHO- U BUJEOJOKYMEHTOB;

apaMeTpoB BUJICOJIOKYMEHTOB B BUIECOKAHAJIE;

KauecTBa U300pakeHUs1 KUHO-, OTO-, BUACOJOKYMEHTOB;

YpOBHSI MapaMeTpOB, XapaKTEPU3YIOUIMX 3JICKTPOHHBIE TOKYMEHTHI (HalpuMep, YHCIIO
c00eB IpU CYUTHIBAHUU HHPOPMAIIMH B €TUHHUILY BPEMEHH);

HaJIM4yus "BUPYCOB" B 3JIEKTPOHHBIX TOKYMEHTAX;

HAJIMYMsI pa3MarHUYEHHBIX YYaCTKOB U MEXAHHUECKHUX MOBPEKICHUMN OTIACIBHBIX YUYACTKOB
MaIlTMHHOTO HOCHUTEJIS,

HAJIUYUS KOPPO3HH HA IOBEPXHOCTH METAJUIMYECKUX IPaMOPUTHHAIIOB;

HaJIM4YMsI YKCYCHOT'O CHHIPOMA TPHALIETATHOU MJIEHKH.

[IpoBepka TEXHHUYECKOTO COCTOSIHUSA apXUBHBIX JIOKYMEHTOB OCYILECTBISCTCS TMpU
BHEILIHEM OCMOTpPE B OTPAKEHHOM CBETE.

[TpoBepKy  DIIEKTPOAKYCTHYECKMX  XapaKTePUCTHUK  (POHOJAOKYMEHTOB  (YacCTOTHBIE
UCKaXXEHUS, YpOBeHb KomupaPdekra, ypoBeHb (hoHA M IIyMOB, HAMYHE TPECKA M IIETYKOB,
ITYM T1ay3bl) TPOBOJISAT C HCIIOJIB30BAHUEM CIEIHAILHOTO 000PYI0BAHHS.

[IpoBepKy TeXHUYECKUX MapaMeTPOB BUACOTOKYMEHTOB IIPOBOIST C TOMOIIHI0 KOMILIEKCA
KOHTPOJIbHO-U3MEPUTEIHHON anmnapaTyphl.

[IpoBepKy TEXHMYECKMX MapaMeTPOB  JJIEKTPOHHBIX  JOKYMEHTOB MPOBOAAT C
MCIOJIb30BaHUEM CIICLIUATBHON anmapaTrypbl 1 IpOrpaMMHOTO 00eCTIeYeHHs], TPeIHA3HAYCHHBIX
TSt pabOTHI C COOTBETCTBYIOIIETO BU/Ia APXUBHBIMH JJOKYMEHTaAMHU.

BrisBiienne mokymMmeHTOB ApXuBHOTO (hOHIa
Poccuiickoii denepanuu, HaXOASIIMUXCS B HEYAOBIETBOPUTEIBHOM
(U3UYECKOM COCTOSIHUH, M HEUCITPABIUMO TTOBPEKICHHBIX apXUBHBIX
nokyMeHTOB. CHSTHE C yueTa HEMCITPaBUMO TTOBPEKIEHHBIX
ApXHUBHBIX TOKYMEHTOB

2.11.7.1. Haxoasmumucs B HEYJOBICTBOPUTEIBHOM (PU3UUYECKOM COCTOSIHUM MPHU3HAIOTCS
nokyMeHTel ApxuBHOTo (hoHma Poccuiickoit denepanyn ¢ BBICOKOW CTENCHBIO Pa3pyIICHHS
MaTepUaIbHBIX HOCUTENEH, yrposkaronei Gu3ndeckoil eJIO0CTHOCTH T0KYMEHTOB.

Pemenne o mnpusHaHum JokymeHTa ApxuBHoro ¢ouaa Poccuiickoit denepauun
HaxXOJALIMMCS B HEYIOBJIETBOPUTEIHHOM (DU3MYECKOM COCTOSSHUM M €ro IOCTaHOBKE Ha



CHEIMANbHBIA y4YeT sl OpraHu3aliyl B CPOYHOM MOpSAKE clenuaibHoi oOpaboTKu (CcM. II.
2.11.9.1) npuHMMaer pyKOBOAUTEIb apXMBa HA OCHOBAHMM 3KCHEPTHOrO 3aKIIOUYEHUS
pecTaBpaTopa M PpYyKOBOJIUTENS NOJpa3AeieHUsl, OTBETCTBEHHOIO 3a XpAaHEHHE apXUBHBIX
JIOKYMEHTOB.

2.11.7.2. HeucnpaBuMO MOBPEXKICHHBIMA APXUBHBIMU JIOKYMEHTAMH IPHU3HAIOTCS
apXUBHBIE JIOKYMEHTBHI, (U3NYECKOE COCTOSHHE KOTOPHIX HCKJIIOYAaeT BO3MOXKHOCTb
BOCCTAHOBJIEHMSI MX MAaTEpUAJIbHBIX HOCHUTEIEM W MCIOJIb30BaHMs COJAEPIKALIEHCS B HUX
JOKYMEHTHOU MH(OPMAIUH.

Pemenne o mpu3HaHWM apXUBHOTO JIOKYMEHTAa HEUCIPABHMO IOBPEXKIECHHBIM U CHSATUU
€ro C y4eTa MPUHUMAET COOTBETCTBYIOIINN YIIOJITHOMOYEHHBIN OpraH UCIIOJHUTEIBHOM BIACTH B
cdepe apXMBHOIO Jiella HA OCHOBAHMM IPEJCTABISEMBIX PYKOBOJCTBOM apXHBa 3KCIIEPTHOTO
3aKJIIOUYEHUSl pecTaBpaTopa M PYKOBOAUTENS MOJPA3/AEICHMs, OTBETCTBEHHOI'O 3a XpaHEHUE
apXUBHBIX JJOKYMEHTOB, M aKTa O HEUCIPABUMBIX MOBPEXKACHUAX TOKYMEHTOB (IpuiiokeHue N
1).

Ha ocHOBaHMM NHMCBMEHHOIO PELIEHUS BBIIIECTOAIIEIO YIOJIHOMOYEHHOIO OpraHa
WCTIOJIHUTENIFHOW BJIACTH B c(epe apXUBHOTO Jiela M3JAaeTcs MpHKa3 PyKOBOIMTENS apXuBa O
CHSITUM HEHUCIIPABUMO MOBPEXKIEHHBIX apXUBHBIX JTOKYMEHTOB C yUeTa.

CHATHE ¢ y4eTa ¥ YHHUUTOKEHHUE HEHUCIIPABUMO MOBPEXKIEHHBIX YHUKAIbHBIX JOKYMEHTOB
HE JIOITyCKAIOTCHI.

Yyer pu3ndeckoro u TeXHUIECKOTO COCTOSTHUS
ApXMBHBIX JTOKYMEHTOB

2.11.8. Yuer ¢uznueckoro M TEXHUYECKOTO COCTOSHUS AapXHMBHBIX JOKYMEHTOB Ha
OyMaXHOW OCHOBE OCYIIIECTBISIETCS B!

nmucte-3aBepurede (npuioxkenue N 3);

JIMCTC U aKTC MMPOBEPKU HAJIUYUA U COCTOSAHHUA apXUBHBIX JTOKYMCHTOB,

KapTOYKEe y4eTa apXUBHBIX JOKYMEHTOB C IOBPEKICHUSIMHU HOCUTEJIS,

KapTOYKe yueTa apXUBHBIX JTOKYMEHTOB C MOBPEKICHUSIMH TEKCTa;

KapToTeKe (KHUre) yueTra (pu3nyecKoro COCTOSHUS apXUBHBIX TOKYMEHTOB.

VYuer (1)I/ISI/I‘~IGCKOFO U TCXHHUYCCKOr0 COCTOSAHHUA AayAMOBU3YaJIbHBIX JOKYMCHTOB
OCYIIECTBIISIETCS B:

KapTOUYKE y4eTa TEXHUUECKOTO COCTOSIHUSI KHHOJJOKYMEHTA,;

KapTOYKe yueTa TEXHHUECKOTO COCTOSIHUS (DOTOIOKYMEHTA;

KapTO4YKEC y4€Ta TEXHUYICCKOTO COCTOSHUA (bOHOZ[OKYMeHTa;

KapTO4YKE y4€Ta TEXHUYCCKOTO COCTOSAHHA BUACOOJOKYMCHTA.

Jns yuera mokymeHToB ApxuBHOro (onma Poccuiickoit deneparyin, HaXOISIUXCS B
HEYJIOBICTBOPUTEIPHOM  (PM3MYECKOM  COCTOSHHHM,  BEIeTCS  CHelUalbHas  KHWTra.
CoOTBETCTBYIOIIME OTMETKH MPOCTABISIIOTCS TAKXKE B JAPYTHX JOKYMEHTaX ydeTa (pU3UUIECKOro
U TCXHUYCCKOT'O COCTOSAHHA apXHUBHBIX JOKYMCHTOB.

Yder (GU3NYECKOT0 M TEXHUYECKOTO COCTOSHUS apXHBHBIX JOKYMEHTOB MOKET
OCYILECTBISATHCS HA OYMa)KHOM HOCHTEJIC WM B aBTOMAaTU3UPOBAHHOM PEKUME B COOTBETCTBUU
C YCTAHOBJICHHBIMU PEKBU3UTAMU KOHTPOJIbHO-YYCTHBIX JOKYMCHTOB.

DuU3NKO-XUMUYECKAsl K TEXHUYECKass 00padoTKa
ApXHMBHBIX JIOKYyMEHTOB

2.11.9.1. ®usuko-xMMHYecKass M TEXHUYECKas o0O0paboTKa apXUBHBIX JOKYMEHTOB
IIPOBOJUTCS C LIETbIO:

YCTpaHEHUs IPUUUH YCKOPEHHOTO CTApEHUs U Pa3pyLIeHUs apXUBHbIX JOKYMEHTOB;

BOCCTaHOBJICHHUSI X CBOWCTB, TEXHUYECKUX XapaKTEPUCTHK, JOJITOBEYHOCTH;



BOCIIPOM3BEICHNS JOKYMEHTHON MH(pOopMaIy Ha 0oJiee yCTOHUNBBIX HOCUTEISIX.

OCHOBHBIMU BHJIaMHU 3TOH OOpaOOTKM apXMBHBIX JOKYMEHTOB Ha OyMa)XHOH OCHOBE
SBJIAIOTCS:

Ne3UH(EKINs, Je3WHCEKIHS, epaTHU3alys apXHBOXPAHWIUIL KaK COBOKYIMHOCTh MeEp
OouonpouIaKTUKK, OMO3alIUTBl W YHUYTOXKEHHUS  OWOJIOTMYECKUX  BpeauTelied B
apXMBOXPaHWJIMILAX U HAa apXUBHBIX JOKYMEHTAX;

pecraBpanus (pecTaBpalliOHHO-KOHCEpBAIMOHHAs 00pa0oTKa) Kak KOMIUIEKC paldoT u
TEXHOJIOTMUECKUX ONEpaluii MO BOCCTAHOBJIEHUIO CBOMCTB M JIOJITOBEUYHOCTH OPUTHMHAJIOB
apXUBHBIX JJOKYMEHTOB;

BOCIIPOM3BEJICHUE apXMBHBIX JOKYMEHTOB C ILIEJbI0 CO3JaHUs CTPaxoBOro (hoHaa KOMHUH
YHUKAJIBHBIX JIOKYMEHTOB M 0CO0O ILEHHBIX JOKYMEHTOB U (OHAAa TOJIb30BaHUS;
¢oropecTaBpalys apxXUBHBIX JOKYMEHTOB C YTacCIIUM U CIa0OKOHTPACTHBIM TEKCTOM; 3aMEHa
OpPUTMHAJIOB C HEOJTOBEYHBIMU WM PA3PYIICHHBIMH HOCUTENISIMU KOMUSMHU JUISI COXPAHEHUs
JIOKYMEHTHOM HH(pOpMaluu U JIp.;

HeperuieT apXUBHBIX JOKYMEHTOB;

o0ecnbUIMBaHNE aPXUBHBIX JOKYMEHTOB;

00paboTKa apXWBHBIX JOKYMEHTOB B pPEXHME aBapHUHO-CIACATENBHBIX PadOT, B TOM
ylyclie C TPUMEHEHHEM CpEeACTB M CIOCO0OB CYWIKH, J€3UH(EKIHH, Je3WHCEKIUH,
3aMOpaXMBaHUs, PECTaBpallMM, BOCIPOU3BEICHMSA, IE€3aKTHBALMU U APYTUX BHUJOB ILIEJIEBOH
00paboTKH.

AynuoBH3yallbHBIE U AJIEKTPOHHBIE JOKYMEHTHI B 3aBUCUMOCTH OT (PM3UUECKOM MPUPO/IBI
HOCHUTENS MIOJIBEPIatoTCs CJIEIyOIIUM pecTaBpalOHHBIM U
KOHCEPBAIIMOHHO-TTPO(UIAKTUIECKUM paboTam:

apXMBHbIE JOKYMEHTbI HA MArHUTHOM JIEHTE:

OUUCTKE TIOBEPXHOCTH OT IbUIM M YacTHUIl IpPsA3M HA CHELHUAIBHOM OYHMCTUTEIBHOM
000pyT0BaHUY;

3aMEHE MEPECOXIIUX U TOKOPOOIEHHBIX CKIIEEK;

0(OpMIIEHHIO PYJIIOHOB MAarHUTHOM JIEHTHI 3alIUTHOW MarHUTHOM JIEHTOH C JBYX CTOPOH
mo 2 -2,5m;

IIEPEMOTKE C II€JIbI0O CHATHS BHYTPEHHHUX HANpPSDKEHUM B pyJIOHAX MAarHUTHBIX JIEHT,
BO3HUKILUX U3-32 MEPEenajoB TeMIEpaTyphl U BIAXKHOCTH NPU XPAaHEHUU U TPAHCIOPTUPOBAHUU
apXUBHBIX JOKYMEHTOB;

apXMBHbIE JOKYMEHTBI HA TUCKOBBIX HOCUTEIAX:

00€CIbUIMBAHHUIO;

IPOTHUPKE AaHTUCTATUKOM;

KHUHO(POTOAOKYMEHTBI, MUKPO(OPMBI ¥ (POHOTpaMMBI K KUHO(PUIbMAaM:

00eCTbUINBaHUIO;

YIAJEHUIO BOCKOBBIX, )KMPOBBIX M UHBIX 3arps3HEHU;

YKPEIJIEHUIO CKJIEEK U IIPOCEUEK;

peMoHTy nepdopanuy;

nepeesike rpyobiX, KOPoOJIEHHBIX 3aIlIaT U CKIICEK;

PEMOHTY MOBPEXIECHHBIX MOJIEH KaJIpoB.

I'pamopurunas GOTOJOKYMEHTOB ITOABEPTAIOTCS SJICKTPOXUMHUYECKON OYHCTKE.

2.11.9.2. PaGotrel 1o (UIUKO-XMMUYECKOH U TEXHHYECKOH o00paboTKe apXHBHBIX
JIOKYMEHTOB MOAPA3IEISIFOTCS Ha IUIAaHOBbIE U BHEIUIAHOBBIE.

[TnanoBas 0O6pa®oTKa apXMBHBIX JOKYMEHTOB IPOBOAMUTCS IO pe3yjbTaTaM MPOBEPKU UX
COCTOSIHMSL B IIOPSJIKE OYEPEAHOCTH, YCTAHOBJIEHHON B apXUBE C YUETOM IIPUHAJIEKHOCTH UX K
Pa3NUYHBIM IICHHOCTHBIM TpYyNIaM, OCOOEHHOCTEH (U3NYECKOTO COCTOSIHHS apXHBHBIX
JIOKYMEHTOB pa3JIMYHbIX BHUJIOB M BO3MOXHOCTeH apxuBa. [IpuoputeT oTAaercs yHMKaJIbHBIM
JOKYMEHTaM 1 0CO00 LIEHHBIM JTIOKYMEHTaM.



K BHemnaHOBBIM OTHOCATCS paOOThI, BBIOJHSAEMBIE B aBAPUIHO-CIIACATENbHBIX
CUTyalUsiX, CBSI3aHHBIX C JIOKAJIBHBIM WJIM MAaCCOBBIM IIOPa)KEHHEM apXHUBHBIX JOKYMEHTOB
OTHEM, BOJOM, XUMHYECKMMM WM PpPaJUOAKTHBHBIMU BeuiecTBaMH. CpOUYHBIE MEPHI 110
BBIICJICHUIO, U30JISLMU, CAHUTAPHONH OOpabOTKE apXUBHBIX JOKYMEHTOB U MECT UX XpPaHEHHS
NPEeNNPUHUMAIOTCS TakXKe TpU MOPAXKEHUH AapXHUBHBIX JOKYMEHTOB OHOJOTHYECKUMU
BPEIUTEISIMH.

Homenknarypa, MopsoK NMPOBEACHUS M TEXHOJOTHsS PaboOT Mo (PU3HKO-XUMHUYECKOUW M
TEXHUYECKON 00paboTKe apXMBHBIX JOKYMEHTOB OIPENENISIOTCS OTPACIEBBIMA HOPMAaTHBHBIMH
Y METOANYECKUMU JOKYMEHTAMM.

OO6mwme TpeOOBaHMS K BBIJa4e apXHUBHBIX
JTIOKYMEHTOB M3 apXHBOXPAHUIIHILA

2.11.10. ApxuBHBIE NOKYMEHTHI, UMelolUe (hOHA MONb30BAHUS, U3 APXHUBOXPAHWINIIA,
KakK MpaBUjIo, HE BBIJAIOTCS.

ApXuBHBIE JTOKYMEHTBI, HE MpOIIEJIINE HAYYHOTO OINMCAHUS M TEXHUYECKOTO
oopmieHus1, U3 apXMBOXPAHUJIMINA HE BBIAIOTCS Il UCIIOJIB30BAHUS M IPOBEACHUS paboT 1o
CO37IaHUI0 CTpaxoBoro (Gonaa 1 GoHIA MOTH30BAHUSA.

Bbiaua u3 apXuBOXpaHWIUIIA MOAJUHHUKOB 0CO00 IEHHBIX JOKYMEHTOB, B TOM YHCIE
YHHUKAJIbHBIX JOKYMEHTOB, a TakXKe JOKyMEeHTOB ApxuBHOro (onaa Poccuiickoit ®enepanuu,
HaXOJAUIMXCS B HEYJOBIETBOPUTEIHHOM (PU3UUECKOM COCTOSIHMM, OCYIIECTBISETCS B
HCKITIOYMTENBHBIX CIIydasX C MMCbMEHHOTO pa3pellieHusl PyKOBOAUTENS apXUBa.

ApXUBHBIE JOKYMEHTBHI BBIAAIOTCS W3 apXMBOXpPAHWIMIIA TOCYAAPCTBEHHOI'O apXuBa,
My3esi, OubnnoTexu, opranusanuu Poccuiickoit akaieMuu HayK ¢ MUCbMEHHOTO pa3pelieHus:

3aBEJYIOLIEr0  apXMBOXpaHWIMIIEM  (OTAenoM  oOecrieyeHHs  COXPaHHOCTH) -
MOJIb30BATENSIM B YWTAJIBHBIA (IPOCMOTPOBBII) 3al apxuBa M pPaOOTHUKAM apxuBa Jis
ci1y’KeOHBIX 1iesiel B paboune oMeUIeHMS;

PYKOBOJUTENS apXuBa HIM €ro 3aMecturens - ¢GoHI000pa3oBaTesiM, CyAeOHBIM,
MPaBOOXPAHUTENBHBIM U MHBIM YIOJTHOMOYEHHBIM OpraHaM BO BPEMEHHOE MOJb30BaHUE MPHU
HAJTMYUU TapaHTHMHOTO TMHChbMa OT HUX; OPTaHU3ALHUsAM - JUIsi SKCTIOHUPOBAHUS TPU HATHMYUU
JIOTOBOpa O IPOBEJCHUM BBICTABKM W COOTBETCTBYIOIIETO IMpHUKa3a PYKOBOJIUTENS apXuBa;
paboTHUKaM J1IabopaTOpUM apXuBa, CIELUATM3UPOBAHHBIM OpPraHMU3ALMSIM - JUIsl MPOBEICHUS
paboT MO co3daHHI0 CTpaxoBOro ¢GoHAa W (GOHAA TOJIB30BAHUSA U CHEIHAIBHOW 00pabOTKH
apXMBHBIX JOKYMEHTOB IIPU HAJIWYHUU COOTBETCTBYIOLIETO JIOTOBOPA CO CIHEIMATH3UPOBAHHON
OpraHHu3aluei.

Bbitaga apXuBHBIX JIOKYMEHTOB BBIIICYIIOMSIHYTHIM KaTETOPUSM TIOJb30BaTENEH U3
ApXUBOXPAHWIUIIA MYHHUIMIIAIBHOTO apXWBa, My3es, OHOIMOTEKH OCYIIECTBISETCS C
MMCBMEHHOTO pa3pelIeHus 3aBeYOIIEero MyHHUIIUNIATbHBIM apXUBOM, My3€eM, OUOINOTEKOM.

Bbinady apXuBHBIX JOKYMEHTOB U3 apXHWBOXPAHWIHIIA U IPUEM UX 0OpaTHO, B TOM YHCIIE
MOJIUCTHYIO TPOBEPKY HAIWYHMS M COCTOSIHHS apXWBHBIX JOKYMEHTOB II€pell BbIJaueii WX W3
apXUBOXPAHWIMIIA U TIPU BO3BpaTe, MPOU3BOAUT PabOTHHUK apXuBOXpaHwiuma. [loaucTHyro
NPOBEPKY HAIMYUS M COCTOSHHUS apXHBHBIX JOKYMEHTOB, BO3BPAILlA€MBIX MOJIb30BATEIIIMU B
YUTAIBHOM 3aJI€, OCYILECTBIISICT paOOTHUK YUTAIBHOTO 3ajIa.

OO0s13aTeNIbHON MOJIMCTHOW NPOBEPKE HAJIWYMA U COCTOSHUS NEpe] BblIAadell apXHMBHBIX
JIOKYMEHTOB M3 apXMBOXPAHWJIMILA U MPU UX BO3BpATE MOAJIEKAT:

YHHUKAJIbHBIE IOKYMEHTHI U 0CO00 LIEHHBIE JJOKYMEHTHI;

ApXUBHBIC JIOKYMEHTHI, UMEIOIINE B O(POPMIICHUU WIIM NPUTIOKEHUN K HUM JIPAroleHHbIE
KaMHH U METAILIBL;

HECOpOIIIOPOBAHHBIE APXUBHBIE TOKYMEHTHI;

Jiena, paHee HE  BBIJABaBIIMECS W3  apXUBOXPAaHWIMIIA M HE  HMMEIoIIue
JMCTOB-3aBEpUTEINCH;



Jiena, cojepikauie aBTorpadsl, rpadpudyeckie J0KyMEHTHI, IOYTOBbIE U IepOOBbIE 3HAKH,
mevyaT, OTKPBITKH, KOHBEPTHl C aJpecaMu, MapKaMu, U JApyrue apXuBHbIE JIOKYMEHTBHI,
MOTEHIIMAIBHO MPEACTABISAIOINE UHTEPEC IS KOJUIEKIIMOHEPOB.

CocTaB Japyrux neiu, HMOJJIEKAlIMX MOJMCTHON INPOBEPKE, ONPEAENAeTCs PyKOBOJICTBOM
apxXuBa Ha OCHOBE PEIIEHUs IKCIIEPTHO-METOANYECKON KOMUCCHUH.

OTmeTka O TPOBENCHHONM TOJUCTHOM TPOBEPKE CTAaBUTCS B JIMCTE-3aBEpPHUTENE
(npunoxxenne N 3).

Ha wmecTOo BbIIaBaeMbIX M3 apXUBOXPAHWIMINA EAUHUI] XpaHEHUS M OMNHUCeH Je,
JIOKYMEHTOB IOJKJIa/IbIBA€TCs KapTa-3aMECTUTEb.

ApXUBHBIC JTOKYMEHTHI, BbIJJABaCMbIC W3 APXUBOXPAHWJIHUIIA, TOJDKHBI UMETh apXWBHBIN
mmdp, TPOHYMEPOBaHHbBIE JIHCTHI, JTUCT-3aBepUTENb (Mpuiokenne N 3) U JTUCT UCTIOTIb30BaHUS
JOKyMEHTOB (mpuiioxkenue N 4).

[ToaroroBka apXMBHBIX JOKYMEHTOB K BbIJau€ U3 apXUBOXPAHUIIUIIA BKIIOYALT:

BBIEMKY apXUBHBIX JIOKYMEHTOB;

CBEpPKy apXuBHOTo Imudpa M 3arojoBKOB (aHHOTAlMH) C ONUCHIO (KHUTOM yuyeTa H
OTHCaHUs) JIeJl, TOKYMEHTOB;

MOJIUCTHYIO MMPOBEPKY APXUBHBIX JIE] - B YCTAHOBJICHHBIX CIIydasX.

CBepka apXuBHOTO MH(pa apXUBHBIX TOKYMEHTOB C OMHUCKHIO (KHUTOM y4eTa U OTHCAHHUS)
Jell W JIOKyMEHTOB TNpEaIojaraeT MpOBEPKY MpPaBHIBHOCTH OQOPMIICHHUS OOJOXKKH H
TUTYJIBHOTO JIMCTA JieJia, NEPBHUYHOTO CPEJICTBA XPAaHEHHS aydHOBHU3YaJbHOTO, AJIEKTPOHHOTO
JOKYMEHTa, NPaBWJILHOCTH COCTABJICHUS 3arojioBka W Immdpa eauHulbl xpaHeHus. [lpu
HATHYUU OOJIBIINX MCIIPABICHHUNA O0JI0KKA W TUTYJIBHBIN JTUCT 3aMEHSIFOTCS ¢ COXPAaHCHHUEM TIPH
HEO0OXOIUMOCTHU CTapOil 0OI0KKH.

[Ipu monaroroBke K BbIJA4Y€ U3 ApXUBOXPAHWJIHUINA OTICIBbHBIX apXUBHBIX JTOKYMEHTOB,
U3BATHIX W3 JIed, HAa OOOPOTHOI CTOPOHE KaXKIOTO JIMCTa BHE TEKCTa apXHMBHOTO JOKYMEHTa
MIPOCTABJISIETCS MITAMII C APXUBHBIM MTUPPOM.

CpokH BblJJaul apXUBHBIX JOKYMEHTOB

2.11.10.1. ApxuBHBIE TOKYMEHTHI BBIAIOTCS U3 ApXUBOXPAHMUIIMILA HA CPOK:

70 OHOTO MecCsIa - TOJb30BATENSIM B YHTAIBHBIA 3a1 M paOOTHUKAM apxuBa (Kpome
0c000 IIEHHBIX TJOKYMEHTOB, BbIJaBaEMBIX Ha CPOK HE OoJjiee IByX HEAeb);

710 TpeX MecsleB - poHI000pazoBaTessM;

JI0 IIECTH MecALEeB - CyAeOHBIM, MPABOOXPAHUTEIbHBIM M HHBIM YIIOJHOMOUYEHHBIM
OpraHam.

Bpimagya  apXWBHBIX  JIOKYMEHTOB W3 apXWMBOXPAaHWIHINA [UIS  OKCIOHUPOBAHHS
OCYILECTBIISIETCS Ha CPOK, ONPEIEIEHHBIN T0rOBOPOM O IPOBEIECHUH BBICTABKH.

Cpok BbIJaUM AapXWMBHBIX JOKYMEHTOB JJs cO3[aHus cTpaxoBoro ¢oHga, ¢GonHna
MOJIb30BaHMS M JJISl CIEIHaIbHOM 00paOOTKM ompenensercs: MiaHaMu paboThl apXuBa M
JIOTOBOPaMH Ha MPOBEJICHUE COOTBETCTBYIOLINX PadOT CO CTOPOHHUMH OPTaHU3ALUSMH.

[lponnenne CpOKOB BBIAAYM apXUBHBIX JOKYMEHTOB JIOMYCKAETCS C pa3pelieHHs
PYKOBOJICTBA apXHUBa.

OdopmiieHne BbI1aud apXUBHBIX JTOKYMEHTOB

2.11.10.2. Bplmaya apxXuBHBIX JOKYMEHTOB W3 apXMBOXPAHWIMINA PETHUCTPUPYETCS B
KHHUTaxX BBIAUd apXWMBHBIX IOKYMEHTOB, KONl ()OHIA MOJIb30BAHUS M3 XPAHWIUIIA, KOTOPHIE
BEIyTCA pa3AesbHO 110 KaXKI0MY apXUBOXPAaHWINILY U BUAY BbIIAYH.

Bbiiaya apXuBHBIX JIOKyMEHTOB B YMTAIBHBIN 3a1 0opMIIseTcs 3aka3oM (TpeOoBaHNEM )
Ha BbIJIady apXUBHBIX JOKYMEHTOB, KONUH ()OHJAa MOJB30BaHUS, ONUCEH /e, TOKYMEHTOB U
pEerucTpupyercs B KHHUT€ BbIIaYU apXUBHBIX JOKYMEHTOB, Komuil (oHAa MONb30BaHUS U3



XpaHWIMILA B YWUTAIbHBIA 3al, B KOTOPOM pacHUChIBa€TCs pPaOOTHUK YHUTAJIBHOTO 3aja.
HcnonnenHslil 3aka3 (TpeOoBaHME) IOJB30BATENsl HAMPaBISIETCS B YHUTAJIBHBIA 3al BMECTE C
BBIJJaHHBIMH aPXUBHBIMH JOKYMEHTAMHU U XPAaHUTCS B IMYHOM JI€JI€ T10JIb30BaTEs.

Bbiiaya apXuBHBIX JTOKYMEHTOB PAaOOTHHMKY apXuBa JUIS HCIIOJIB30BAaHHS B CIIYy)KEOHBIX
uensix oopmisieTcs 3akazoM (TpeOoBaHHEM) Ha Bbllayy apXUBHBIX JOKYMEHTOB, KOIUHN (poHaa
[IOJIb30BAHUSA,  ONMCEH  Jiel, JOKYMEHTOB, KOTOpPBIH  BU3UpPYETCd  PYKOBOJUTEIEM
COOTBETCTBYIOILIETO MOJpa3/ieeHus. 3aka3 (TpeOoBaHHME) PErHMCTPUPYETCsl B KHUIE BbLIAYM
apXMBHBIX JOKYMEHTOB, KON (OHAA MOJB30BaHMUS U3 XpPaHWIMIIA B pabouyue MOMEUICHUs, B
KOTOpOM pabOOTHUK, MOJIyYUBIINN apXUBHBIE JOKYMEHTHI, PACIMCHIBACTCS 3 KaXAYIO €IUHUILY
XpaHeHus. 3aka3 (TpeOoBaHME) HAXOIUTCS B APXUBOXPAHWIMUIIE J0 HCTEUYEHHUS CpOKa €ro
XpaHEeHusl.

Bbiiaya apXMBHBIX JIOKYMEHTOB B JaOopaTopuio apxuBa o(OpMIISeTCs 3aKa3oM Ha
MIPOBE/ICHUE COOTBETCTBYIOIMX pPabdOT H PETHCTPUPYETCS B KHHUIE BBIAAYM APXHUBHBIX
JOKyMEHTOB, KOmui (OHIAa TMONh30BaHUA W3 XpaHWIMIIA B JA0OPAaTOpHIO, B KOTOPOM
pacmiuceiBaeTcss  pabOTHUK Jlaboparopuu. 3aka3 y4YWUTHIBA€TCS B JIabopaTopuui HW B
COOTBETCTBYIOILIEM MOJPA3JEICHUH apXUBa M CIIY>KUT KOHTPOJBHBIM JOKYMEHTOM 32 XOJ0M
MIPOBE/ICHUS BCEX ITANOB Pa0OTHI C APXUBHBIMU JIOKYMEHTAMH.

Bblgaua apXuBHBIX JOKYMEHTOB BO BpPEMEHHOE I0JIb30BAHHE OQOPMIISIETCS aKTOM O
BbIIaY€ apXUBHBIX JOKYMEHTOB BO BPEMEHHOE MOJIb30BAHUE U PETUCTPUPYETCS B KHUTE BbAAYU
apXMBHBIX JOKYMEHTOB, KOMUH ()OHJA MTOJIB30BaHUS U3 XPAHUJIMILA BO BPEMEHHOE 110JIb30BaHHE.

Brimaua ¢ona moap30BaHUsS

2.11.10.3. Brigaya xomuii apXMBHBIX JOKYMEHTOB M3 (DOHIIA MOIB30BaHUS OPOPMIISETCS
3aka3oM (TpeOoBaHHEM) Ha BbIJAUy apXUBHBIX JTOKYMEHTOB, KOMHH (pOHAA MMOJIb30BaHUs, OTIHCEH
JelT, TOKyMEHTOB M PETUCTPUPYETCS B KHUTE (KHUTAX) BbIAA4YH (DOH/IA MTOJIb30BAHUS, BEAYIIIHXCS
LHEHTPAITM30BAHHO WJIN Pa3/IeIbHO MO KaXKIOMY apXHUBOXPAHWIHIILY.

Brimava onuceli ae, JOKyMEHTOB

2.11.10.4. Onucu nen, AJOKYMEHTOB BBIJAIOTCS HA CPOK, HE MPEBBIMIAIOMIMM MSATH THEH.
Brbimaua ommceil nen, JOKyMEHTOB, HWMEIOIIUXCS B OIHOM DJK3EMIUIIPE M XPAHSIIHXCS
[EHTPAIM30BAHHO, JIOMYCKACTCS B MCKIIOYHMTENBHBIX CIIydasX C pa3pelieHUs] PYKOBOIUTEIS
apXWBa WJIM €ro 3aMECTUTENsl Ha CPOK, KaK TMPaBWIO, HE TNPEBBINIAIONIUN OJWH JICHb, U
oopmIIsieTcst 0 aHAJIOTHHU C BBIAAYEH MOJUTMHHBIX apXUBHBIX TOKYMEHTOB.

Boigaua omwmceilr nen, AOKyMEHTOB ogopMIisieTcsl 3aka3oM (TpeOOBaHMEM) HA BbIIAUY
apXWBHBIX JIOKyMEHTOB, KONMWH (oHAA TONB30BaHUs, ONUCEH JeN, JOKYMEHTOB H
pPETUCTPUpPYETCST B KHUIE BBIJAYM ApPXHMBHBIX JIOKYMEHTOB, KONMWW (DOHIA TOJIH30BAHUS W3
XpaHWIHUILA, B KOTOPOM pACHUCHIBACTCA IOJYYMBIIMHA OMHUCh paOOTHUK apXuBa WM
MIOJIb30BATENb.

KOHTpOJ'II) 3d COXpPAHHOCTBIO BbIJIAHHBIX apXHWBHBIX JOKYMCHTOB.
BOSBp@.IlIGHI/IG APXUBHBIX JOKYMCHTOB B apXUBOXPAHWUJINIIIC

2.11.10.5. BoiBepka KHUT BBIJAYM apPXUBHBIX JOKYMEHTOB IPOBOJUTCS HE PEXKE OJHOTO
pasa B KBapTaji WiH B noiyroaue. Eciu B pe3ynbraTe BHIBEPKH KHUT BBIJAYM YCTAHOBJICH (akT
HapyIlIEHNUs CPOKOB BO3BPALICHMs apXMUBHBIX JOKYMEHTOB, BBISICHSIOTCSI €0 IPUYUHBI U
IIPUHUMAIOTCS. MEpBbl K BO3BpaTy apXMWBHBIX [JOKYMEHTOB. ECIM HEBO3BpallleHHE apXUBHBIX
JOKYMEHTOB B CpPOK B apXUBOXPAHWJIUIIE BBI3BAHO HEOOXOAMMOCTBIO HX JaJIbHEHIIEro
UCIONIb30BaHus, Bblgaua nepeodopmisiercs. [lpu  3aaepkke BO3BpalllEeHUS apXUBHBIX



JIOKyMEHTOB 0€3 YBaKUTEIbHBIX TPUYUH MPUHUMAIOTCS MEPHI U1 UX HEMEJICHHOTO BO3BpaTa B
apXHUBOXPAHWIHILLE.

B 1memsix KOHTponst 3a COXPaHHOCTHKO APXMBHBIX JIOKYMEHTOB MOJpa3/JeiicHHe,
OTBETCTBEHHOE 33 XPAaHEHHE AapXUBHBIX JOKYMEHTOB, IPOBOJUT TMPOBEPKH COXPAHHOCTH
BBIJJAHHBIX M3 aPXMBOXPAHWIHINA APXUBHBIX JOKYMEHTOB. [IpoBepKkH MPOBOISATCS B IIAHOBOM
MOPSAJIKE WIH [0 Mepe HEOOXOAUMOCTH IO COTJIACOBAHMIO C PYKOBOJCTBOM apXHUBa.

[Ipn BO3BpalIeHUM AapXMWBHBIX JOKYMEHTOB B APXMBOXPAHUJIMUIIE OCYIIECTBIISIETCS
MOJIUCTHAS MPOBEPKa MX (PU3MUECKOTO COCTOSIHUS B YCTAaHOBJICHHOM Topsiake (cMm. 1. 2.11.10). B
KHUT€ BBIJAYM ApPXUBHBIX JIOKYMEHTOB JEJIaeTCd OTMETKa O BO3BPAICHUU AapPXUBHBIX
JIOKyMEHTOB B MPUCYTCTBUU BO3BPATHBIINX MX PAaOOTHUKOB apXxwBa WU (HoHI000pa3zoBaTes.
Ecnu BbISBIIEHBI MOBPEXIECHUS BO3BPALIAEMBIX ApPXHWBHBIX JIOKYMEHTOB, COCTaBIIETCS aKT B
MIPOU3BOJBHONU (OpMeE, KOTOPHIN MOANUCHIBACTCS PAOOTHUKOM apXUBOXPAHWIIUINA U JTUIOM,
BO3BPAILAIOIIMM apXUBHBIE JTIOKYMEHTBI, M MPEACTABISIETCS Ha PAacCMOTPEHHE PYKOBOJICTBA
apxuBa.

ApxuB 00s3aH yBEAOMUThH IOJb30BaTeNII O TOM, YTO OH OTBEYaeT 3a COXPAHHOCTb
MOJyYEHHBIX apXUBHBIX JTOKYMEHTOB U COOJIIO/IEHHE MpaBuil pabOThl ¢ HUIMH B COOTBETCTBHH C
3aKOoHOIaTenbCTBOM Poccuiickon denepanuu.

B crayuasx xumieHust Wik NOBPEXIECHUS apXUBHBIX JOKYMEHTOB, B TOM UHCJIE BHECEHUS B
WX TEKCT U3MEHEHHH (€CIIM 3TO MOXKET OBITh KBATHU(DHUIIMPOBAHO KaK MOBPEKICHUE APXUBHOTO
JIOKYMEHTA), apXUB oOpaliaeTcs ¢ COOTBETCTBYIOIIUM 3asBICHUEM B OpraH BHYTPEHHHX JIeJ 110
MECTy pACHOJOXEHHs apXWBa, B TPEXJHEBHBIA CpPOK UHPOPMUPYET CHEIHAIBHO
YIOJTHOMOYCHHBIN (hefiepaabHblii OpraH HCIOJHUTEIHHONW BIIACTH, YHOJTHOMOYEHHBIC OpPTaHbI
WCIIOTHUTENIbHON BllacTu cyOBekTOB Poccuiickoit denepannn, OCyIIeCTBISIONIME KOHTPOJb 3a
coOJro/IeHneM 3aKOHOJIATeIbCTBA 00 apxuBHOM Jneine B Poccuiickoit denepamnuu, mpuHUMAET
JIpyrue Mephl K BO3MEIICHHIO yiiepda B COOTBETCTBHHM C 3aKOHOJAATENbCTBOM Poccuiickoit
denepauuu.

TpaHCI'IOpTI/II)OBKa " IEPEMEIICHUE apXHUBHBIX TOKYMCHTOB

2.11.11. TIpu TpaHCHIOPTHPOBKE AapXMBHBIX JOKYMEHTOB Ha JIOObIE pacCTOSHUSA
COOJIIOATOTCS MEPHI TI0 OXPAaHE M 3aIIUTE X OT BO3JIEHCTBUS BPEIHBIX (DAKTOPOB OKPYKAIOIIEH
cpelapl IyTeM MPUMEHEHUs CHEelHaJbHBIX BUAOB YIAKOBOK, OOECIEYMBAIOLIUX 3allUTy
apXMBHBIX JOKYMEHTOB OT OCAJIKOB, CBETA, MEXaHMUYECKUX IIOBPEKICHUH.

TpaHCIOpTUPOBKA apXUBHBIX JOKYMEHTOB IPOU3BOAMUTCS MPH HMX IJIOTHOW YKIAJKe,
HCKJIIOYAIOIIEH BO3MOKHOCTh NIEPEMELICHHSI ADXUBHBIX IOKYMEHTOB BHYTPH YIAKOBKH, Y1apOB
U Pa3IMYHBIX COTPSICEHUH, MPH 3TOM (POTO(HOHOTOKYMEHTHI YIIAKOBHIBAIOTCS B BEPTHKAIHLHOM
MOJIO)KEHUH B KOPOOKHM JKECTKOM KOHCTPYKLIMH COOTBETCTBYIOLIETO pa3Mepa, 0OepHYThIE BO
BJIArOHENPOHULIAEMYIO TKaHb. [Jlpyrue ayAuoOBU3yaJbHbIE M DJICKTPOHHbBIE JIOKYMEHTBHI,
rpaduueckue U KpynHo(popMaTHbIE Jiesla U JOKYMEHTHI NEPEeMEIIaloTCsl TOJIBKO B YIMAKOBKE, B
KOTOpOM OHM XPAHATCA, WIN B CHELUAIBHO NPEAHA3HAUYEHHBIX JJIs1 UX NEPEMELICHHSI CPEACTBAX.

Jlia nmepemelieHus: apXUBHbBIX JIOKYMEHTOB BHYTPU apXHBa HUCIOJb3YIOTCS NEPEIBHKHBIC
TEJIeXKKH U APYTHE CPEICTBA TPAHCIIOPTUPOBKH.

BHyTpuropojckue mnepeBO3KHM apXUBHBIX JOKYMEHTOB MPOM3BOJATCS B  3aKPBITHIX
aBTOMAIIMHAX IPHU 00s13aTEILHOM COIPOBOXKICHUHN paOOTHUKA apXHBa.

TpaHcnOpTUpOBKAa apXMBHBIX JOKYMEHTOB Ha JaJbHHME PACCTOSHUS NIPOU3BOAUTCS B
YIaKOBAaHHOM BHUJIE€ B KPbITOM TPAHCIOPTHOM CPEJICTBE B COOTBETCTBHUHU C IIPABHJIAMU MIEPEBO3KU
LIEHHBIX I'PY30B, YCTAHOBJIEHHBIMH JUIsl COOTBETCTBYIOILETO BHJIa TPAHCIIOPTA.

BrisBiaenne YHUKAJIBbHBIX JOKYMCHTOB
1 0c000 IIEHHBIX JOKYMEHTOB



2.11.12. BpigBreHUE YHUKAIbHBIX JOKYMEHTOB U 0CO0O0 LEHHBIX JOKYMEHTOB IPOBOJIUTCS
B IUJJTAHOBOM TOpsJKe HambOonee KBaIM(PUIMPOBAHHBIMU CHEIMATUCTAMM Ha OCHOBAaHUU
OTpaclieBbIX HAYYHO-METOJUYECKHX pa3pad0TOK U METOAMUYECKHUX MOCOOUH, MOATOTOBICHHBIX B
apXuBe.

Onpenenenne B cocraBe ApxuBHoro ¢onma Poccuiickoir denepannu yHUKAIbHBIX
JIOKYMEHTOB OCYILECTBJISIETCSI B COOTBeTCTBUM C Permamentom ['ocymapcTBeHHOro peectpa
YHUKAJIbHBIX TOKyMeHTOB ApxuBHOTO (poHma Poccuiickoit deaepannu u BKIIOYAET B CeOs:

3ar0JIHEHUE Ha KaK/IbIi BBISIBJICHHBIA NOTEHIMAIBHO YHUKAIbHBIA JOKYMEHT JIUCTA yUeTa
Y OMMCaHUsl YHUKAJIbLHOTO JIOKYMEHTA;

pPacCMOTpPEHHE SKCIEPTHO-METOAUYECKON KOMHUCCHEW (WM JApYyTruM COBEIIATEIbHBIM
OpraHoM) apXHBa MPe/ICTaBJICHHBIX MAaTEPHUAJIOB;

NPEACTABICHUE NPEAJOKEHUM O BKIIOUYEHUHU BBISBICHHBIX MOTEHIMAIBHO YHHMKAIbHBIX
JOKYMEHTOB B ['OCymapCTBEHHBI peecTp YHUKaJIbHBIX JIOKYMEHTOB ApXHMBHOTO (oHIa
Poccuiickoit @enepanuy B COOTBETCTBYIOIIMM YIIOJHOMOYEHHBIM OpraH WCIOJHUTEIbHOU
BJIACTH B c(hepe apXUBHOIO Jena.

Omnpenenenne B coctaBe ApxuBHOro (ouma Poccuiickoit ®enepanuu 0cob0 ILEHHBIX
JIOKYMEHTOB OCYIIECTBIISIETCS AKCHepTHO-poBepouHoil komuccuein (DIIK) denepanbhoro
rocyaapcTBeHHOro apxuBa, JI1K ynoiHOMOYEeHHOro opraHa MCIIOJHUTENLHON BIACTH CyObEKTa
Poccuiickoit ®enepani B cdepe apXUBHOTO Jiela, IKCIEPTHOW (HOHIOBO-3aKyTIOYHOM
KOMHCCHEN TOCYAapCTBEHHOIO0 WJIM MYHHUIMOAIBHOTO My3€s, O3KCHEPTHOM KOMHMCCHEHN
roCy/IapCTBEHHOM WM MyHunMnanbHoW Oumbmuoreku, DIIK ApxuBa Poccuiickoil akamemuu
HayK M 3aKperuisieTcsl y4eTHBIMU JIOKYMEHTaMU apXWBa B YCTAHOBJICHHOM IMOpsiAKE (CM. II.
3.7.5).

OIIK ymoaHOMOYEHHOTO OpraHa WCIOJHUTENBbHON Biacth cyobekTa Poccuiickoit
Oenepanyu B cepe apXUBHOTO Jeia BIpaBe JENIErHpOBaTh MOJTHOMOYHS MO OMPEIEICHUI0 B
coctae ApxuBHoro ¢onna Poccuiickoit @enepauuu 0cob0 IEHHBIX JOKYMEHTOB
SKCIEPTHO-METOIMYECKON (METOJUYECKON) KOMHUCCHUU TOCYJAapCTBEHHOIO apXuBa CyObeKTa
Poccuiickoit denepanym.

Coznmanue ctpaxoBoro (GoHaa

Koncynprantllintoc: npumedanue.

B odunuanbHOM TekcTe TOKYMEHTa, BUAMMO, AONYyIIeHa omnedarka: myHKT 4.13.3 B
JOKYMEHTE OTCYTCTBYET, 10 BOIPOCY, KacaloLIeMyCsl XpaHEHUsI CTPaxoBoro (oHIa, CM. IMyHKT
2.11.13.3.

2.11.13. CoBOKYIHOCTh CTPaxOBBIX KOMNHI YHUKAJIBHBIX U OCO0O IIEHHBIX JTOKYMEHTOB
ApxuBHoro (onma Poccuiickoit denepanuu (nanee - cTpaxoBol (QOHII) CO3MAETCS B LETAX
COXpaHEHHs JOKYMEHTHOH MHGpOpMalMU Ha ciaydall yTpaThl WM IMOBPEXJIEHHsS OpPUTHMHAIIOB
9TUX  JoKyMeHTOB. CrpaxoBoil (oHA SBISETCS HENPUKOCHOBEHHBIM U XpaHUTCA
TEPPUTOPUAIIEHO 00OCOOJIEHHO OT OPUTHHAJIOB YHHMKAIbHBIX JIOKYMEHTOB U OCO0O IIEHHBIX
JIOKYMEHTOB B CII€LMAIbHBIX apXUBOXpaHmInax (cm. m. 4.13.3).

O4epeTHOCTh CTPAaXOBOTO KOMMPOBAHUSI ONPENENSIETCS ¢ YIeTOM (PH3NUECKOTO COCTOSTHUS
YHHUKAJIBHBIX JOKYMEHTOB U 0CO0O0 LIEHHBIX JOKYMEHTOB M MHTEHCUBHOCTU OOpAIllEHUs K HUM.
[lepBoouepesHOMY KOITUPOBAHUIO CPEAM HUX IMOJUIekKAT HauOojaee MHTEHCUBHO HCIOJIb3yEMBIE,
C TMOBPEXICHUSIMH MaTEPHATLHOTO HOCUTENS U JOKYMEHTHOW MH(OPMAIIUH.

[MonroroBka yHHMKambHBIX JOKYMEHTOB M OCO0O IIGHHBIX JIOKYMEHTOB K CTPaxOBOMY
KOIIMPOBAHUIO OCYLIECTBIISIETCS B COOTBETCTBUM C TOPSIKOM BbIIa4M aPXUBHBIX JOKYMEHTOB U3
apxuoxpaHwmil (cm. 1. 2.11.10).



CrtpaxoBoe KOMMPOBAHUE TPOBOIUTCS C COOTIOJICHUEM CHCTEMATH3AIUH CINHUT] XPAHCHHUS
B OIMCH JIeJ, JOKYMEHTOB, KOTOpas KOIHMPYETCs Tmepei eauHuIiaMu xpaHeHus. CTpaxoBoMmy
KOITMPOBAHUIO TOJJIEKAT BCE BXOASIINE B €AUHUILY XPAHEHHUSI aPXUBHBIE JOKYMEHTHI.

[Ipu cTpaxoBOM KOMHPOBAHHH JIeNIa, KaK MIPABUIIO, PACIIUBKE HE MOAJEKaT. PaciimBka et
MIPOU3BOTUTCS B UCKIIOYUTEIBHBIX CIydasX IO COTVIACOBAHUIO C PYKOBOJCTBOM apXWBa IMPHU
MOJTHOW HEBO3MOXKHOCTH KOIMPOBATh IeperuieTeHHoe aeno. [lo okoHYaHwwm pabOThI Jeii0
neperieTaercs JabopaTropreit WM OpraHu3alyel - H3rOTOBUTENIEM CTPaXOBbIX KOMHI 3aHOBO.

CrtpaxoBoe KOMHUPOBAHME YHUKAIbHBIX JOKYMEHTOB U 0CO0O IIEHHBIX JOKYMEHTOB
OCYIIECTBIISIETCS. B COOTBETCTBHM C TEXHOJOTHMYECKUMHU pETJIAMEHTAMU U JPYTHUMH
NEHCTBYIOIUMHU HOPMATHBHO-TEXHUICCKUMH JIOKYyMCHTAMHU.

CtpaxoBoif KONueW apXWBHOTO JOKYMEHTa Ha OyMaKHOW OCHOBE SIBJISICTCS HETAaTHUBHAS
Mukpodopma (MHUKpOPWIBM WIM MHKpoduIna) 1-rO TOKOJICHHUS, HW3TOTOBJICHHAS Ha
¢dotorpaduyeckoil raroreHugocepeOpsSHON TUIEHKE COOTBETCTBYIOIIETO THIIA METOJIOM
ornrtuyeckoro GororpadupoBaHus TOKyMEHTOB.

CrpaxoBoil KONHUEH KHHOJOKYMEHTA SIBJISICTCS IepBas COBMEIICHHAS KOIHS OPHUTHHAIIA,
M3TOTOBJICHHAS HA TUIEHKE COOTBETCTBYIOIIETO THUIIA METOJOM KOHTAaKTHOW MEYaTH.

CrtpaxoBoii komuel (HOTOJOKYMEHTa SIBISIETCS MEpBasi KOMHs OpUTHHAJA, U3TOTOBICHHAS
Ha (OTOMIEHKE COOTBETCTBYIONIETO THIIA METOIOM pEIPOIYIHPOBAHMS WM KOHTAKTHOM
MeYaTH.

CrtpaxoBoii konuel (OHOIOKYMEHTa SIBISIETCS MepBasi KOMUS OpUTHHAJA, U3TOTOBJICHHAS
COBPEMEHHOU CUCTEMON 3aIUCH.

CtpaxoBoii KOmHel BHICOJOKYMEHTA SIBISETCS MEpBasi KOMUS OPUTHHANA, H3TOTOBICHHAS
B (hopMaTe OpUrHHAIA CITIOCOOOM BHICO3BYKO3AMKMCH HA MATHUTHOM JICHTE.

COS,Z[aHI/Ie, KOMIIJICKT U COCTaB (bOH,Z[a I10JIb30BaHMUA

2.11.13.1. CoBOKYNHOCTb KONHH apXUBHBIX JOKYMEHTOB, BBIIIOJHEHHBIX Ha Pa3JIMUHBIX
MaTepUaIbHBIX HOCHUTEISIX U NpEeAHA3HAUYEHHBIX JJISl UCIIOJIb30BAHUS C LEIbI0 OOecreyeHus
COXPAaHHOCTH OPUTMHAJIOB apXMBHBIX TOKYMEHTOB (fajee - ()OH[ MOJIb30BaHMsI), CO3AeTCs, KaK
[IPaBUJIO, OJHOBPEMEHHO C CO3JaHUEM CTpaxoBoro (oHIa, a TaKKe ILEJIEBBIM MOPSIKOM Ha
HanboJee MCIONIb3yeMble apXUBHBIE JOKYMEHTHI, B MpoIecce Apyrux paboT (pacceKkpeyrBaHue
ApXUBHBIX JIOKYMEHTOB, OpraHU3alMsI UX HCIIOIb30BAHMUS).

@®oHJ MOJIB30BaHUs, U3TOTOBJIECHHBIN OJHOBPEMEHHO CO CTPaXOBbIM (POHIOM, CO3AAETCS B
00513aTeIbHOM KOMILJIEKTE, BKIIOYAIOLIEM:

JUIsSL apXUBHBIX IOKYMEHTOB Ha OYMa)kKHOM OCHOBE - OJJTHY MUKPO(QOPMY 2-T0 ITOKOJIEHHUS Ha
raJloTeHUI0cepeOpsHON MIICHKE (HeraTHBHAS WJIM TO3WTHBHAS), U3TOTOBJICHHYIO C HETaTUBHOU
MUKpOQOpMBI 1-r0 TOKOJIEHHS, U OJHY MHUKpOGOpMy 3-ro IOKOJIEHHUS, HU3TOTOBJICHHYIO C
MUKPO(GOPMBI 2-T0 OKOJICHMUS;

111 POTOIOKYMEHTOB - OJIMH MO3UTHBHBIN (POTOOTIIEYAaTOK U OJTUH TyOJIb-HETaTHB;

JUIsL KUHOJIOKYMEHTOB - OJIHY IO3UTHBHYIO COBMEILEHHYIO KOIUIO, OJUH IIPOMEKYTOUHBII
MO3UTHUB M300paK€HUS] W OJWH KOHTPATHI (POHOTPAMMBI (JUIS 3BYKOBBIX KHHOJOKYMEHTOB).
[To3uTuBHAS KOMMS U MPOMEXKYTOUHBIN MO3UTHUB M300Pa’KEHUSI JOJKHBI BXOJIUTH B KOMILJIEKT
KMHOJIOKYMEHTa, IPUHMMAEeMOro Ha IIOCTOSHHOE XpaHeHue. JlomyckaeTcss IONOJHHUTENbHOE
U3rOTOBIICHHE (OHAA TOJb30BAHUS KMHOJOKYMEHTOB B BHJE BUAcopoHOrpaMM B (opmartax
Betacam u VHS;

U1 POHOJTOKYMEHTOB - O/IHY KOIHMIO Ha MarHUTHOM JICHTE;

JUTSL BUZICOJIOKYMEHTOB - OJIHY Komuio B (hopmate VHS.

Brxitouenne B (hOHJ TONB30BaHUS KOMUH AapXHMBHBIX JOKYMEHTOB, B TOM 4YHCIE Ha
JIEKTPOHHBIX HOCHUTENSAX, CO3JaHHBIX B TpOLECCe APYTHX paboT, OCYLIECTBISETCS apXHUBOM
CaMOCTOSITENILHO.



B (1)OHI[ IMMOJIb30BaHUs BKIIHOYAIOTCA KOIIWMH ITOJHOCTBIO CKOIIMPOBAHHBIX CAWHUL] XPAHCHUA.
Konnu OTACJIBHBIX ApPXWBHBIX OJOKYMCHTOB MOTI'YT OBITh BKJIIOYEHEI B q)OHI[ IOJIb30BaHUA B
COCTaBC TCMATUYCCKUX HOI[60pOK APXHUBHBIX JOKYMCHTOB.

[IpoBepka HanM4Ms U COCTOSIHUS, TEXHUYECKHI KOHTPOJIb
cTpaxoBoro ¢hoHaa u PoH/Ia OJIB30BAHUS

2.11.13.2. Bce cTpaxoBble KONHUHU [JOJDKHBI COOTBETCTBOBATH OPHUTHMHANY Kak IO
COJIEP’KAHUIO, TAK U 110 Psy BHELITHUX NPU3HAKOB.

NzroroBurenb cTpaxoBbIX KOMHA 00ECIIEYHBAET COOTBETCTBUE BCEX BBITYCKAEMBIX KOIHIMA
TpeOOBaHUSIM  JACHCTBYIOUIMX HOPMAaTUBHO-TEXHHUUYECKUX JOKYMEHTOB IO CTPaxOBOMY
KOIUPOBAHHUIO.

Bce crTpaxoBble KONMUM NPOXOJIAT TEXHUUECKUH KOHTPOJIb B J1a0OpaToOpuu WM
OpTaHU3aIMHU-U3rOTOBUTENIE, CBEACHUS 00 MX KauecTBe (DPUKCHUPYIOTCS B aKTaX TEXHUYECKOTO
COCTOSIHMSI KOMUH CcTpaxoBoro ¢oHga (1mo @opmamM B COOTBETCTBUM C OTPACIEBBIMU
HOPMAaTUBHBIMH JJOKYMEHTaMH).

[Ipn mnpueme CTpaxoBbIX KOMWM TPOBEPSETCS TOJTHOTA BHIMOMHEHHUS 3aKaza Ha
KOIIMPOBaHUE, KOJUYECTBO KOIMI, KOMIIJIEKTHOCTb, IPAaBWJIBHOCTb U IIOJHOTAa 3aIlOJIHEHUS
aKTOB TEXHUYECKOI'O COCTOSIHUS, BU3YaJIbHO-TEXHUYECKOE COCTOSIHUE KOTHH.

B npouiecce xpaHeHHsl cTpaxoBble KOITUU MOJIEHKAT:

IPOBEPKE HAIUYUS U COCTOSHHMS B UENSIX YCTAaHOBJIECHUA (HAKTUUECKOTO HATUYHS
CTPaxOBbIX KOIUH, UX COOTBETCTBUSI JaHHBIM YUETHBIX IOKYMEHTOB;

TEXHUYECKOMY KOHTPOJIIO COCTOSIHHS M CBOEBPEMEHHOMY IPOBEIECHHIO HEOOXOIUMBIX
KOHCEPBAIIMOHHO-NIPOPUIAKTHIECKUX MEPOIPUATHUH.

TexHuyeckuii KOHTPOJb CTPAaXxOBOTO (OHJIA OCYIIECTBISETCS OAMH pa3 B TPU roja, Mpu
3TOM KOHTPOIIO oaNexKUT 20% cTpaxoBbIX KOMHI MPOU3BOJICTBA KaXK10T0 TOJ1a.

Pe3ynbraThl TEXHHYECKOTO KOHTpPOJIA (PUKCHPYIOTCS B JIOKYMEHTaX O TEXHHYECKOM
COCTOSIHUM CTpPaxOBbIX KOINUH, TJ€ JAal0TCS 3aKI4YEHHs O HEOoOXOJUMOCTH U CpOKax
MpoBeJEHUS MPO(UIAKTUYECKHMX M PECcTaBpallMOHHBIX paboOT, W YCTAaHABIMBAIOTCS CPOKHU
CJIEYIOIIET0 TEXHUYECKOTO KOHTPOJIS.

[IpoBepka HamUuus U COCTOSHUS (HOH/A MOJIB30BAHMSI OCYIIECTBIISAETCS C LENIBI0 KOHTPOJIS
32 COXPaHHOCTHIO KOMUN U OpraHu3anuu paboThl 0 CBOEBPEMEHHOMY BOCCTAaHOBJICHHUIO (DOHIA
10JIb30BaHUS.

O06beM U epHOANYHOCTh PabOTHI MO MPOBEPKE HANUYUS U COCTOSAHUSA (HOHIA MOJIB30BaAHUS
OTIPEMETSAIOTCA C Y4YeTOM €ero oOImero odbeMa, COCTaBa, MHTEHCHUBHOCTHU BBIJAYM KOMHUUA H
4acTOThI UX BOCIIPOM3BE/ICHUS, a TAK)KE YCIOBUM XpaHEHUSI.

[Tepenayda cTpaxoBoro GoHIa Ha CIICIUATLHOE XPAaHCHHUE

(m. 2.11.13.3 He pacmpocTpaHsieTcs Ha TOCYAApCTBEHHBbIE M MYHUIIMIAIbHbIE MY3€U H
OuOIMOTeKH, OpraHu3anuu Poccuiickoii akaeMuu HayK)

2.11.13.3. IleHTpannu30BaHHOE XpaHEHHE CTPAaXxOBOIro (JOHIA OCYLIECTBIIAET (eiepasibHbIHI
rocyJaapcTBeHHBIN apxuB - LleHTp Xpanenus crpaxosoro gonma (LIXCD).

XpaHeHHe CTpaxoBOoro (oHma TroCyJapCTBEHHOro apxuBa cyObekra Poccuiickoii
®denepali 1 MyHULIMIIATBHOTO aPXUBA MOXKET OCYILECTBIISITh CIIEUAIBHOE ApXUBOXPAHMIIMILE,
pacroioKeHHOE Ha TeppuTOpuu cyonrekTa Poccuiickoit deneparium.

Paspemenne ©Ha mepemauy crpaxoBoro ¢onma B IXCD pmaer chenuaibHO
YIOJHOMOYEHHBIN (eiepalibHbIil OpraH UCIIOJIHUTENBHON BIacTH B chepe apXUBHOTO Jena 1o
pe3yabTaTaM pacCMOTPEHHUs JTOKJIAIHOM 3aluCKu (hefepaibHOTO rOCyAapCTBEHHOI0 apXHBa WIIN
YIOJTHOMOYEHHOTO OpraHa UCIOJHUTENLHOU BiacTu cyonekra Poccuiickoit denepanuu B chepe
apXUBHOTO JIeJ1a 0 TOTOBHOCTH K OTIPaBKE CTPAXOBBIX KOMHA.



Pazpemienne Ha mepenady cTpaxoBoro (¢oHAa B CHEIHMAIbHOE apXMBOXPAHMIIMIIE,
pacnojoxkeHHoe Ha TeppuTopuu cyobekTa Poccuiickoit @enepanum, rocy1apcTBEHHOMY apXHUBY
cyonekTta Poccuiickoit defepaniui 1 MyHUIIMIIAJILHOMY apXUBY JaeT YHOJHOMOYEHHBIN opraH
WCIIONTHUTENbHON BiacTu cyObekta Poccuiickoit ®Denepanmu B cdepe apXMBHOTO Jena Ha
OCHOBaHMH JIOKJIQJIHOM 3aIMCKU apXUBA O TOTOBHOCTH K OTIIPABKE CTPAXOBBIX KOIUHU.

[Ipuem-nepenaya cTpaxoBoro (QoHJa OCYLIECTBISETCS Ha OCHOBAaHMM IIpHKa3a
COOTBETCTBYIOIIETO YIOJHOMOYEHHOIO OpraHa HCIOJIHUTEIbHOW BIacTU B cdepe apXUBHOTO
JieNia akTOM YCTaHOBJIEHHON (hOPMBI, K KOTOPOMY MPHUIIAratoTCs:

omucH 0co00 IEHHBIX JIeJ, JOKYMEHTOB WJIM KOTHH OMHCEH e, JOKYMEHTOB, C KOTOPBIX
W3TOTOBIIEH CTPaxoBOW (OHA, HWIM MEpedyeHb HOMEPOB OCO00 IEHHBIX [el, JOKYMEHTOB
(HOMEpHUK);

OTHCH NIEpeIaBaeMOro cTpaxoBoro (pouzaa;

AKThl TEXHHYECKOTO COCTOSIHUS KO CTPaXxoBOTo (POHIA;

COIIPOBOJMUTENBHBIE JOKYMEHTHI HA TPAHCIIOPTHYIO Tapy.

CrtpaxoBbie KOMUHU B MOPSIKE PACTIONOKEHHS UX B OMUCH CTPAXOBOTO (DOHA TTOMEIIAIOTCS
B COOTBETCTBYIOLLYIO Tapy Jjsi TPAaHCHOPTUPOBKH, MMEIOUIYIO IMOPSAKOBYID HYMEpalUI0 B
npenenax OTIPaBIIeMON MapTUU, W HAIpPaBISIOTCS B OIUIOMOMPOBAHHBIX KOHTeWHepax. B
COIIPOBOJIMTENIBHOM JIOKYMEHTE HAa TPAHCIIOPTHYIO Tapy YKa3bIBalOTCS €€ KOJIUYECTBO M YUCIIO
CTPaxOBBIX KOMUH B HEM, CTABATCS NOAMMUCHU JOJKHOCTHBIX JIML, OTBETCTBEHHBIX 3a NIEpeaayvy.

AKTBI TIpUeMa-neperadyd ¢ MNPUIOKEHUAMH TOMEMIAIOTCS B OTIEIbHYIO YIAKOBKY C
noMeTko# "ConpoBOAUTENBHBIE JOKYMEHTHI'".

Omutata pacxo/I0B MO OTIIPaBKE CTPaxoBOro (OH/Ia TPOU3BOAUTCS OTIIPABUTEIICM.

CrpaxoBaHue TOKyMEHTOB ApXuUBHOTro hoHaa
Poccuiickoin ®enepanyin

2.11.14. CrpaxoBanue m0KyMeHTOB ApxuBHoro ¢onga Poccuiickoii deneparuu
HaIpaBIICHO HAa O0ECIICUCHUE WX COXPAHHOCTH, BO3MEIICHHE yIepOa B CIydae Kpakd, YTPAaThI,
MOBPEXKICHUN U MHOTO BO3MOXKHOTO yIepoa.

CrpaxoBaHUIO MOAJIEHKAT:

nokyMeHThl ApxuBHoro ¢onma Poccuiickoii ®exepanuu, a TakkKe MOAJTIEKAIINE
BO3BpAIICHUIO WX KOMUHW, BBIBO3MMEIE 3a pyOeX s OSKCIIOHUPOBAaHUS Ha BBICTABKaX,
pecTaBpalyy WiK ¢ IPYTUMU LEISAMU,

YHUKAJIbHBIE JOKYMEHTBI, MPEJOCTABIISIEMbIE JIs1 SKCIIOHUPOBAHUS Ha BBICTABKaX BHYTPH
CTpaHBbI.

B wuckiIOUMTENBHBIX chydasx ToJ 00s3aTeIhCTBO B JIOTOBOPE O BO3MEUICHHUH
OpraHM3aTOpPaMH BBICTABKH yIiepOa B Cllydae YTpaThl WM MOPYH YHUKAIBHBIC JTIOKYMEHTHI
MOTYT JKCIIOHHpOBaThCcsi Oe€3 CTpaxoBaHMA Ha opraHuzyemblx B Poccuiickoit ®enepanuu
BBICTaBKaXx.

CrpaxoBas oreHka JOKyMeHTOB ApxuBHoro (onaa Poccuiickoit denepaiiuu npoBOIUTCS
B APXMBE KOMHCCUOHHO.

Kareropus nennoctu noxkymentoB ApxuBHoro (ouma Poccuiickoit denepanuu u pazmep
UX CTPaxOBOM OIIEHKHU YCTaHABJIMBAIOTCS HA OCHOBE CHEIMAIBLHBIX METOAMUECKUX pa3paboTOK.

PesynbTarhl cTpaxoBoil OleHKH AOKyMeHTOB ApxuBHoro ¢onna Poccuiickoit ®eneparumn
0oOpPMIIIOTCST aKTOM CTPaxOBOH OLIEHKH apXHMBHBIX JOKYMEHTOB, KOTOPBIA MPEICTABISETCS B
COOTBETCTBYIOIIMH YITOJITHOMOYEHHBIA OpraH UCTIOJIHUTEIHHOM BIACTH B Cpepe apXUBHOTO JIea.

OdopmiieHre BpeMEHHOTO BbIBO3a IOKYMEHTOB APXMBHOI0 (JoHAA
Poccuiickoii @eneparun 3a pyoex



2.11.15. lna paccMOTpeHusi BoIpoca O BO3MOKHOCTH BPEMEHHOI'O BBIBO3a JOKYMEHTOB
ApxuBHoro ¢onna Poccuiickoii ®exepanuu apxXuB  IPEACTaBISIET B  CHELHUAIBHO
YIOJIHOMOYEHHBIN (pe/iepaibHbIil OpraH UCIIOIHUTENBHON BIACTH B cepe apXUBHOTO Jea:

KOIIMIO JIOTOBOpA O MPOBEICHUH BBICTABKU, PECTaBPAlMOHHBIX WU IPYTUX paboT;

nepedyeHb JOKyMeHTOB ApxuBHOTO ¢onma Poccuiickoit @Denepanuy ycTaHOBICHHOM
(bopMmBl, IpeTHa3HAYEHHBIX K BDEMEHHOMY BBIBO3Y;

KOIIMKA CTPaxOBOIO IIOJINCA, TAPAHTUM IPUHUMAIOLIEH CTOPOHBI M TOCYJApCTBEHHBIX
OpPraHoOB CTpaHbl HA3HAYCHMs B OTHOLIEHUHM COXPAHHOCTU U BO3BpAaTa BPEMEHHO BBIBO3UMBIX
KYJIbTYPHBIX LICHHOCTEH;

NUCbMEHHOE  TOATBEPXKICHHE  YAOBJIECTBOPUTEIBHOTO  (PU3UYECKOTO  COCTOSHUS
nokymMeHTOB ~ ApxuBHoro  ¢onma  Poccuiickoit ~ ®enepamuu,  MO3BOJSIONIETO  UX
TPAHCIIOPTUPOBATH U IEMOHCTPUPOBATH, a TAK)KE HAJIMYMS UX CTPAXOBBIX KOIUM;

paspelieHue yrnoJIHOMOYEHHOI0 OpraHa HCIOJIHUTEIbHON BiacTH cyObekTa Poccuiickoii
@eneparuu B chepe apXUBHOIO Jena (TONBKO Ui TOCYJapCTBEHHBIX apXHUBOB CYOBEKTOB
Poccuiickoii @enepanun);

paspelleHre oprana MECTHOIO CaMOyIpaBieHUs (TOJIBKO JJI1 MyHHUILIUIIAIbHOIO apXUBa);

Jpyrue HeoOX0AUMbIE JOKYMEHTBI B COOTBETCTBHHM C YCTAHOBJIEHHBIM TOPSIKOM.

B cooTBeTCTBUM € YCTaHOBIEHHBIM MOPSAKOM I'OCYJIaPCTBEHHON DKCIIEPTU3BI U KOHTPOJIS
3a BBIBO30OM M BBO30M KYJIBTYPHBIX LICHHOCTEH JUIs IIOJIYyYEHHUs CBUIETEIBCTBA HA IIPABO BbIBO3a
KYJBTYPHBIX LIEHHOCTEHN ¢ Teppuropun Poccuiickorn denepanny yka3aHHbIE JOKYMEHTBI BMECTE
C 3aKJIIOYEHHEM CIELUAIBHO YIIOJIHOMOYEHHOTO (he/1epalibHOr0 OpraHa UCIOJIHUTEIbHON BIACTH
B cepe apxMBHOro Jeia M JAPYIMMHU HEOOXOJUMBIMHM JOKYMEHTaMH IpPEJICTABISIOTCS B
CTHELUAIBHO YIOJHOMOYEHHBIH (QelepaibHblii OpraH WCIOJIHUTENFHOW BJacTH B cdepe
roCyJapCTBEHHOIO KOHTpOJIA 3a BbIBO30M M3 Poccuiickon ®enepauuy U BBO30OM Ha €€
TEPPUTOPHIO KYJIbTYPHBIX LICHHOCTEH.

Jlis mpoJuleHust B O0COOBIX CIydasx CpoKa BPEMEHHOI'O BbIBO3a JOKYMEHTOB ApPXMBHOTO
¢onna Poccuiickoit ®Pexepaunu apxuB MPEACTABISET B CHEIHMATIBHO YIMOIHOMOYCHHBIH
(denepanbHBIl OpraH HWCIOJHUTENFHOW BIAcTH B cdepe TroCylapCTBEHHOTO KOHTPOJS 3a
BBIBO30M U3 Poccuiickoit @eaepanuy 1 BBO30M Ha €€ TEPPUTOPHUIO KYJIbTYPHBIX IEHHOCTEM:

KOITMIO JIOTOBOpA O MPOJUIEHUH CPOKA BBICTABKU, PECTaBPAlMOHHBIX WU JIPYTUX padoT;

KOIIMM CTPAaxoBOrO IIOJINCA, TapaHTUU IPUHUMAIOLIEW CTOPOHBI M TOCYJapCTBEHHBIX
OpraHOB CTpPaHbl Ha3HAYEHUS B OTHOILICHWM COXPAHHOCTU U BO3BPATa BPEMEHHO BBIBO3MMBIX
KYJBTYPHBIX LIECHHOCTEH;

3aKJIIOYEHHE CIEIHAIbHO YIOJIHOMOYEHHOrO (heAepabHOrO OpraHa HCIHOJIHUTEIIBHON
BJIACTH B c(hepe apXUBHOTI'O JIeNa;

Jpyrue HeoOXOAUMbIE JOKYMEHTBI B COOTBETCTBHH C YCTAHOBJIEHHBIM TOPSIKOM.

ObecrnieueHre COXpaHHOCTH apXUBHBIX IOKYMEHTOB
IIPU YpE3BbIYANHBIX CUTyalUsAX

2.11.16. K upe3BbYAHBIM CUTYalUsIM OTHOCSTCA OOCTOSATENILCTBA, MPH KOTOPBIX
HEBO3MO)KHO BBIIIOJIHEHUE apXMBOM B IOJHOM OOBbEME BO3JIOKEHHBIX Ha HEro 3ajaad B
COOTBETCTBUM € TpeOOBaHUAMHU HacTosiuXx [IpaBuia M Apyrux HOPMATHBHBIX MPABOBBIX AKTOB,
CO3JIaeTcs yrpo3a sKU3HU U 3/I0POBbIO JHOAEH, COXPAaHHOCTH apXMBHBIX JIOKYMEHTOB apXHBa.

K upe3BpIuaiiHbIM CUTyalUsIM OTHOCSITCSL:

00BsIBJICHHE CTENIEHEN TOTOBHOCTH I'PaXk/1aHCKOH OOOPOHBI;

BBEJICHHUE B JICHCTBUE IJIAHOB IPAXKIAHCKONW 00OPOHBI;

00BsIBIIEHHE B TOCYJJapCTBE (PErHOHE, TOPO/IE) PEXKHUMA UPE3BBIYANHOTO MOJIOKEHHUS;

noXap, TEXHOI'CHHblEe KaTacTpopbl U CTUXUHHBIE O€JICTBUs, TOBIMABIIME Ha
KHU3HEAESITEIbHOCTD apXUBA;



VMCUYE3HOBECHHUE WJIA TOpYa APXMBHBIX JOKYMEHTOB, XHILIEHHE WM I[OpYa MUMYIIECTBA B
pe3yJibTaTeé MPOHUKHOBEHHS B apXWB IMOCTOPOHHUX JIIOAEH WM JAPYTUX ITPOTHUBOIPABHBIX
JICHCTBHI;

aBapHM CUCTEM JKU3HEOOECTIeUeHHsI apX1Ba, a TAK)KE 3/1aHUS apXUBa;

CHSITHE OXPaHbl APXUBA;

Ipyrue OOCTOSTENLCTBA, BBIHYKIAIONIUE PYKOBOJCTBO apXWBa IMPHUHATH pEHICHHE 00
W3MEHEHUH PEeKUMa padOTHI apXHBa WU MPUOCTAHOBJICHUH €TO JACSITCIBHOCTH.

C yuyeToM BO3MOXHBIX YpE3BBIYAHHBIX CHUTyallMd apxuB pa3pabaTbiBaeT U MpH
HEO0OXOUMOCTH TEPUOAMYECKU TEpecMaTpHUBAET TUIAHBI KOHKPETHBIX MEPOINPHUSITHH U ApYyrue
HOPMATUBHBIC JOKYMEHTHI O pa00Te B UPE3BBIYANHBIX CUTYAIUSX.

[Inanbl U apyrue JOKyMEHTHI MO MOOMIM3AIMOHHON MOATOTOBKE, TPaXkIaHCKOM 000pOHE
apxuBa pa3padaTbIBAlOTCS B YCTAHOBJIEHHOM IOPSIJIKE.

[lmanel MeponpuUsITHA apXWBa Ha ClIydall 4Ype3BbIYaWHBIX CUTYyallMil, HE OTHOCSIIHECA K
MOOUITM3AIMOHHON TIOATOTOBKE U TPaXKIAHCKON OOOpOHE, IOJKHBI COTJIACOBBIBATHCS C
OpPraHU3AIMOHHBIMU U PaCHOPSAIUTEILHBIMU JOKYMEHTAMHU apXuBa, pa3pab0TaHHBIMU 10 JTUHUU
MOOWIM3AIMOHHON MTOATOTOBKU U TPAXKIAHCKOH 0OOPOHEI.

C conepxaHMeM IUIAHOB MEPONPHUATHM M APYrMX HOPMATUBHBIX JOKYMEHTOB,
onpeAensonmx paboTy apXxuBa MpPHU YPE3BbIUAWHBIX CUTYAIUSAX, JTOJDKHBI ObITh O3HAKOMIIECHBI
pabOTHUKM apXyWBa B YaCTH, WX KAcCaOIIEHCs, ¢ 00sA3aTelbHBIM BBIOJIHEHHEM TPEOOBaHUH,
YCTaHOBJICHHBIX B OTHOIIEHUH JIOCTYIA K CBEJCHUSIM, COCTaBIISIOIIMM IOCYIapCTBEHHYIO TAMHY.

BrimonHenne B apxuBe MEpONPHUITHHA, MPEAYyCMOTPEHHBIX IJIaHAMH MOOWIM3AIMOHHOMN
MOATOTOBKM U TPAKIAHCKOW OOOPOHBI, OCYIIECTBISIETCS COTJIAaCHO OSTUM IUTAaHaM B
YCTaHOBJICHHOM MOPSIJIKE.

III. Opranm3anus y4yera TOKyMEHTOB apXHUBHOTO (poHIa
Poccuiickoii @enepaunu U Ipyrux apXUBHBIX JOKYMEHTOB B apXUBE

3.1. Ompenenenue KOJIMYECTBA U COCTaBa JIOKYMEHTOB ApxuBHOro (ouma Poccuiickoit
denepanyiy U APYTHX apXHUBHBIX JOKYMEHTOB B apXHMBE B YCTAHOBJICHHBIX €IMHHIIAX y4eTa U
OTPaKEHME OSTOr0 KOJIMYeCTBAa M COCTaBa B  YYETHBIX JOKYMEHTax oOecreuuBaer
OpPraHU3alOHHYIO0  YHOPSIOYEHHOCTh M BO3MOYKHOCTh  aJPECHOr0 IOMCKa apXUBHBIX
JOKYMEHTOB, KOHTPOJIS 32 UX HATUYHEM U COCTOSTHHEM.

ApPXUB OCYIIECTBIISCT TOCYIAPCTBEHHBIN yUeT apXUBHBIX TOKYMEHTOB. COCTaB M MOPSAIOK
BEJICHUSI JIOKYMEHTOB T'OCYJapCTBEHHOTO y4eTa apXWBHBIX JIOKYMEHTOB, B TOM 4YHCIE (POPMEI
racrmopra apxuBa M IaclopTa HCTOYHUKA KOMIUIEKTOBAHUS apxuBa, M MOPAAOK HX
NIPEJCTAaBICHNUS YCTAHABJIMBAIOTCS PerimaMeHTOM ToCyAapCTBEHHOIO yuyeTa JIOKYMEHTOB
ApxusHoro ¢onaa Poccuiickoii @eneparum.

VYuery noaexar:

XpaHsIMecsT B apXUBE AapXUBHbIE JOKYMEHTbl, B TOM YHCJIE€ HEONHCAHHbIE MU
Henpo(UIbHBIE Ul JTAHHOT'O apXWBa, a TaKXKe CTPaXOBble KOMUHM apXHUBHBIX JOKYMEHTOB U
Konuu (POH[A MOJIb30BAHMS, ONUCH Je]l U TOKYMEHTOB,;

JOKyMeHThl ApxuBHoro gonaa Poccuiickoit @denepanuu, a Takke T0OKyMEHTHI 110 JIUYHOMY
COCTaBY, XpaHSAIINECs B HCTOYHMKAX KOMILICKTOBAaHUS apXUBa.

Y4yer mnpous3BOAMTCS IyTeM IMPUCBOEHUS  apXUBHBIM JOKyMEHTaM (€AMHULAM
XpaHEeHUs/€AMHUIIAM Y4eTa) YYETHBIX HOMEPOB, SBISIOIIMXCS COCTAaBHOM YacThIO apXHMBHBIX
mmdpos.

ApxuBHbI mudp (0603HaUEHHE, HAHOCUMOE Ha Ka)XAyI0 €IUHMIY XPaHEHHs C LEIbI0
obecrieyeHus: ee ydera U UIACHTU(DUKALMHU) COCTOUT U3 CIEIYIOLIMX 3JEMEHTOB: COKPALEHHOTO
Ha3BaHMS apxuBa (ero opuIMAIbHON a00peBUaTypbl) U HOMEPOB: apXUBHOTO (OH[IA, OMTUCH e,
JOKYMEHTOB, €IMHUIIBI XPAHEHUS, CMHUIIBI yUeTa.



B cocraB apxuBHOro mmdpa eIuHHIBI XpaHEHHsS ayIWOBH3YaIbHBIX JIOKYMEHTOB
BKJTIOUYAIOTCSl Takke o0o3HaueHus (OyKBEHHBIC W HU(POBBIC) dIEMEHTA KOMIUICKTa, pa3Mepa
HeraTvBa, BHJAa HOCUTENS 3BYKOBOM UWHGOpMANUHM; E€IUHULBI XPAHEHHUS 3JIEKTPOHHBIX
JIOKYMEHTOB - (hopMaTa 3alliuCH U BUJa HOCUTEIN HH(GOpMaIUK.

3.1.1. HoxymenTsl ApxuBHoro ¢onaa Poccuiickoit denepanyn, 0 JHOBPEMEHHO BXOASIIIE
B coctaB My3eliHoro ¢ounma Poccuiickoit ®Depepanuu, yYuTHIBAIOTCS B COOTBETCTBHH C
MOPSIAKOM,  YCTAHOBJIEHHBIM HacToAmMMH [IpaBwiiaMum ¥ NOPSAAKOM, YCTaHOBJICHHBIM
CHEIHAbHO  YIMOJHOMOYEHHbIM (hefiepajbHbIM OpraHOM HCIIOJIHUTENBHON BIACTH  AJIs
MyseitHoro ¢onaa Poccuiickoii @eneparui.

Joxymentsl ApxuBHoro ¢onga Poccuiickoii denepaiinu, OJHOBPEMEHHO BXOJSIIUE B
cocTtaB OMOIMOTEYHBIX (POHIOB, YUHUTBHIBAIOTCSI B COOTBETCTBMM € HacTosiumu I[IpaBuiamu n
MOPSAKOM, YCTAaHOBJICHHBIM  CHEIHAJbHO  YIOJHOMOYEHHBIM  (elepaIbHbIM  OpPraHOM
WCIIOJIHUTEIILHOM BIacTH JJ1s1 OMbmmnoTedHbIx GpounoB Poccuiickoii denepanmm.

3.2. Vdyer apxuBHBIX [OKYMEHTOB B TOCYJapCTBEHHOM apXuBE, TI'OCYJapCTBEHHOM M
MYHUIIUIIAIBHOM  My3ee, OuOnmoTeke, opraHu3auuud Poccuiickoil — akaJeMuu  HayK
OCYLIECTBISAETCS  CHEIUAJBHBIM  IOJAPA3JCICHUEM WM  BO3JIAraeTcsd Ha  CIECHHAIBHO
BBIJIEJICHHOTO Pa0OTHHUKA.

B apxuBoxpaHumiuille rocylapCTBEHHOTIO apxuBa, opraHusauuu Poccuiickoil akagemMuu
HayK Ha3Hayaercsi pabOTHHK, OTBETCTBEHHBI 3a y4yeT AapXMBHBIX JOKYMEHTOB
apXMBOXPAHWIHILA.

VYyer apXuBHBIX JOKYMEHTOB, XPAHAIIMXCS B HMCTOYHUKAX KOMIUIEKTOBAHMS apXWBa,
OCYLLIECTBJISICTCS CIELHMAJIBHBIM [OAPA3/ICICHUEM apXUBa WM BO3JIaraeTcsi Ha CHELUaIbHO
BBIJICJICHHOTO pa0OTHUKA, OTBETCTBEHHOIO 32 OPraHU3allMi0 KOMIUIEKTOBaHMS apXuBa
apXUBHBIMH JOKYMEHTaMHU.

VY4er apXuBHBIX JOKYMEHTOB B MYHULUINAIbHOM apXUBE€ U AapXUBHBIX JOKYMEHTOB,
XpaHAIMUXCA B €r0  HCTOYHMKAaX  KOMIUIEKTOBAHMS,  OCYIIECTBISIOT  3aBEAYHOIIMMA
MYHHIIMITATbHBIM aPXHUBOM H/HIIU CTHIEIIMATbHO BhIICTICHHBIA PAOOTHHUK.

3amucH B yueTHbIE JOKYMEHTBI BHOCSITCS TOJIBKO PaOOTHHUKaMH, OTBETCTBEHHBIMH 32 Y4eT.

3.2.1. B apxuBe pa3pabaTbIBaloTCs NOPAIOK U CXEMA yUeTa apXUBHBIX JTOKYMEHTOB.

[lopsinok ywera apXMBHBIX JOKYMEHTOB OIPEAENSET COCTAaB YYETHBIX JTOKYMEHTOB H
y4eTHBIX 0a3 MaHHBIX, BEIYIIUXCS LEHTPATM30BAaHHO M B KaXIOM apXHMBOXPaHWIHIIE;
3aKpeIuIsieT MOCJeI0BATEIbHOCTh BBIOJHEHUs paboT mo ydwery. Cxema ydera apXHUBHBIX
JOKYMEHTOB B rpadudeckoil popme GUKCHpyeT MOpsSI0K yueTa.

[Topsimok m cxema ydeTa apXMBHBIX JTOKYMEHTOB B apXHMBE YTBEP)KIAIOTCS IMPUKAZOM
PYKOBOAMTENS (3aBEAYIOINIETO) apXuBa(oM).

3.2.2. YueTHble NOKYMEHTBI, KpOME OMNMCEH [eJ, JOKYMEHTOB, INpEIHA3HAYEHBI IS
CIIy’K€OHOTO MOJIb30BAHUS U TOJIB30BATEIISIM HE BBIAAIOTCS. B OTIENBHBIX CIydasiX MO PeHIeHUI0
PYKOBOJICTBa apXHMBa MOKET OBITh BbIIAHO J1€J10 (OHJA.

3.2.3. XpaHeHHE YUYETHBIX JTOKYMEHTOB OCYIIECTBIISICTCSI B YCTAHOBJICHHOM IOPSIAKE (CM.
n. 2.11.4.1.3).

EHI/IHI/II_IBI y4ue€Ta apXuBHBIX TOKYMCHTOB

3.3. OCHOBHBIMM €IMHHIAMH Yy4YeTa apXHUBHBIX [OKyMEHTOB HE3aBUCHUMO OT BHJA
HOCUTENs, crmocoba M TEXHUKH 3aKperuieHWs WHGOpMaluu SBIAIOTCS apXUBHbBIM (QoHI u
€MHULIA XPAaHEHMSL.

Ayn1oBu3yalbHbIE U AIEKTPOHHbBIE JOKYMEHTBI YUUTBIBAIOTCS TAKXKe 0 €AMHUIIAM yueTa.

ApXMBHBIE JOKYMEHTBI JINYHOIO IPOMCXOXKICHMS, NPOIIEIIINAE TOJBKO IEPBUYHYIO
00paboTKy, YUUTHIBAIOTCS [0 JOKYMEHTaM WJIU JIUCTaM.

HeynopsinoueHHble apXMBHBIE JOKYMEHTBHI (POCCHINIb) YUMTBIBAIOTCS M3 pacdera 150
JIMCTOB B OJTHOM YCIIOBHOM €IMHHUIIE XPAHCHMUS.



3.3.1. B uensax Hacrosimux [IpaBui Cnonb3yroTcs CIeyOIINE NOHATHS:

€AMHHLIA XpaHEHUs - (pU3n4Yecku 00OCOOJIEHHBIE APXMBHBIA JOKYMEHT WM apXHUBHbIE
JIOKYMEHTHI;

€MHUIIA XpPaHEHUsl apXUBHBIX JIOKYMEHTOB Ha OyMa)KHOW OCHOBE - JIEJIO - OTAEIbHBIN(e)
apXUBHBII(€) TOKyMEHT(bI), 3aKIIOYCHHBIH(€) B 000COOICHHYIO 00I0XKKY, MAMKY;

€IMHUIIA XPAHEHUS KHUHOJOKYMEHTOB - (PU3UYECKH O0OOCOOJICHHBIN PYJIOH KHUHOILJICHKH
WM MarHUTHOM JIEHTBI € 3alIUChI0 N300pa3UTENbHON W/WIIK 3BYKOBOM MH(OpMaIIHH;

eIMHUIA XpaHEHUs (POTOJOKYMEHTOB - (Qu3nuecku 000COOJEeHHBIN Kaap (HETraTuB,
nyOnb-HEraTuB, TMO3WTUB, CHaia (IMAMO3UTHB), HECKOJIBKO KaJpOB MAHOPAMHON CBHEMKH,
¢dorooTneyaTok, pysnoH AuaduibMa, GoToaasooMm;

eIMHUIIA XpaHeHus! (POHOAOKYMEHTOB - (PU3UUECKH 00OCOOJICHHBIE PYJIOH KUHOILJICHKH,
MarHuTHOM wWin OyMa)XHOW JIGHTBI, KacceTa, BOCKOBOW BaJIUK, JUCK C 3alHChI0 3BYKOBOM
nHpopmanuu;

€IMHUIIA XPaHEHHUs BHUJICOJIOKYMEHTOB - (hpuznyecku 000COOJIEHHBIE PYJIOH MAarHUTHOM
JICHTBI, KaCCeTa, TUCK C 3alMChI0 M300pa3nuTEeIbHON 1 3BYKOBOM HH(pOPMALINY;

€MHUIIA XPAaHEHUS DJIEKTPOHHBIX JOKYMEHTOB - (hU3MYeCKU 000COOIEHHBIN HOCUTENDb C
3aMUChI0 YACTH 3JEKTPOHHOTO JJOKYMEHTA, OHOTO MJIM HECKOJIBKUX AJIEKTPOHHBIX JOKYMEHTOB;

eAMHHIIa y4YeTa KHWHOJOKYMEHTOB - YacTh €IWHUIBI XPAaHEHWs, OJHA MM HECKOJIBKO
€/IMHUI] XPAaHEHUS C 3aIHChIO OTIPeIeNIeHHOr0 (PMIIbMa, XKypHaja, CIELBITYCKa, CIOXKETa U T.11.;

eAMHHLA y4yeTa (POTOOKYMEHTOB - OJHA WM HECKOJBKO €IMHUI] XPaHEHMs C 3alUCHIO
ompeeIeHHOro Tuaduibpma;

eAuHHIa ydeTa (DOHOTOKYMEHTOB - YacTh €IMHHUIBI XPaHEHMs, OJHA MM HECKOJIBKO
€IMHUI] XpaHEHHs C 3allUChi0 3BYKOBOM HHGpOpManuu 00 ONpEleIeHHOM COOBITHH,
IIPOU3BEICHUH JIUTEPATYPhl U UCKYCCTBA (HECKOJIBKUX MPOU3BEACHUN IUTEPATyPbl U UCKYCCTBA,
00BEIMHEHHBIX TI0 ABTOPCKOMY, TEMAaTHUECKOMY WM IPYTHMM MPU3HAKaM) U T.I1.;

€IMHUIIA YyYeTa BHJICOJOKYMEHTOB - YacThb €AMHUIIBI XpPAaHEHHs, OJHA WU HECKOJIBKO
€MHUILl XPAaHEHHSI C 3aMKChI0 OMPEIEIIEHHOTO CI0KETa, MPOU3BEACHHSI TUTEPATYPhl U UCKYCCTBA
(HECKOJIBKUX TIPOU3BEICHUN JIUTEpaTyphl U HUCKYCCTBA, OOBEIUHEHHBIX IO aBTOPCKOMY,
TEMATUYECKOMY WJIM JIPYTUM NPU3HAKaM) U T.I1.;

€AMHUILIA Yy4yeTa JJIEKTPOHHBIX JOKYMEHTOB - YacThb €IMHUIBI XpAaHEHHs, OJHA WIH
HECKOJIbKO EJMHUIl XPAaHEHHs] C 3allUChI0 YacTHU DJIEKTPOHHOTO [OKYMEHTa, OIHOTO WM
HECKOJIBKUX IEKTPOHHBIX JOKYMEHTOB.

Cucrema YUYCETHBIX TOKYMCHTOB apXuBa

3.4. B apxuBe BeayTCsd OCHOBHBIE (00sI3aTENbHBIE) M BCIOMOTaTelIbHbIE YYETHBIC
nokymeHTel. CoctaB ©  (OpMBI OCHOBHBIX YYETHBIX JOKYMEHTOB (KpoMe macmopTa
apXUBOXpaHWININA)  ompeaeneHbl  Hactosiimumu  [IpaBwmamu. CoctaB  u GOpMBI
BCIIOMOTaTENIbHBIX YYETHBIX JOKYMEHTOB OIMPEACIISIOTCS apXUBOM CaMOCTOSITEIIBHO.

3.4.1. B cocTaB OCHOBHBIX (00513aTEIbHBIX) YUETHBIX IOKYMEHTOB apXUBa BXOST:

KHHATa y4YeTa TOCTYIUIEHUH TOKYMEHTOB (mpuiokeHne N 5) - aus ydeta KaxIoro
MOCTYIUICHUS apXHBHBIX JOKYMEHTOB B apXWB, a TaKKe KOJIUYECTBA M COCTaBa APXHBHBIX
JOKyMEHTOB, TIOCTYIIMBIIMX Ha XpaHCHUE 3a OMNPEACIICHHBIH XPOHOJOTUYECKUM TIEPHOT
BPEMEHHM; COCTOSIHUS UX OMHCAHUS;

cnucok (oHaoB (mpuiiokenue N 6) - A peruCTpaluy MPUHATHIX HA XpaHEHUE apXUBHBIX
(OHIIOB, NPUCBOCHUS UM HOMEPOB, y4eTa KOJIWYECTBA apXHUBHBIX (DOHIOB, HAXOMISIIUXCS HA
XpaHEHUH H BBHIOBIBIIINX;

mucT (oHaa - Ui ydera B paMKaxX apXWBHOTO (DOHJa KOJIMUYECTBA U COCTaBa OMHCEH e,
JOKYMEHTOB M HUX HyMEpalMH, KOJIMYECTBA M COCTaBa APXMBHBIX JOKYMEHTOB, COCTOSHUS UX
OMHCAaHUsl, TUHAMHUKN U3MEHEHUI MO KaXKJI0M OMUCH eI, JOKYMEHTOB U apXWBHOMY (OHIY B
1eoM, GUKCAIui H3MEHEHHI B HA3BaHUH apXUBHOTO (POHIA;



JMCT ydeTa ayJAMOBH3YaJbHbIX JOKYMEHTOB - JUIS ydeTa KOJIMYEeCTBa ayJHOBU3YalbHBIX
JOKYMEHTOB OIPEJECICHHOr0 BUAA NMPH UX HE(POHIOBOW OpraHM3alvu; ydeTa W HyMepaluu
OIMCEH ayTMOBU3YAIbHBIX IOKYMEHTOB, THHAMHUKH WX U3MEHEHH;

OIUCH /€N, TOKYMeHTOB (mpuioxkeHust N 7 - 8) - Ui MOeIMHUYHOTO U CYMMapHOI'o yyeTa
apXUBHBIX JIOKYMEHTOB, 3aKpeIUIeHUs TMOpsSAKa WX CHCTEMaTH3alluH, y4yeTa W3MEHEHUH B
COCTaBe U 00bEeMe apXUBHBIX JIOKYMEHTOB, BKJIIOUEHHBIX B JAHHYIO OIHChH;

peecTp omucel e, JOKyMEHTOB - JUIsSi PETUCTPAIMH OIUCEH /e, TOKYMEHTOB, y4eTa uX
KOJIMYECTBA M COCTaBA;

MHBEHTapHAash KHUTA ydyeTa Jel, UMEIIMUX B OGOPMICHMH WIH B MPUIOKEHHH K HUM
JparolieHHble METaUIbl U KaMHH, - JUIs MOEIUHUYHOTO M CYMMAapHOIO ydeTa cocTaBa MU
COCTOSIHUS TAKHX JIEIT;

NacCTIOPT apXHBOXPAHIIUINA (TIPOU3BOIBHON (OPMBI) - Ui CYMMapHOTO y4eTa apXUBHBIX
(hOHI0B M apXUBHBIX JOKYMEHTOB JIaHHOTO apXUBOXPAaHUIIMIIA;

JUCT y4eTa ¥ OMUCAHHs YHUKAJIBHOTO JOKYMEHTA;

CIHCOK (POHIOB, COAEPIKAIINX 0COOO IIEHHBIE JOKYMEHTHI;

ONMKCh 0CO0O0 IHEHHBIX e, JOKYMEHTOB WJIM TEPEeYeHb HOMEPOB OCO00 IEHHBIX el
(HOMEpHUK);

peectp omnuceit 0co00 IEHHBIX Ael, T0KyMEHTOB;

KHUTa y4yeTa NOCTYIUIEHUH cTpaxoBoro GpoHaa u GpoHa NoJIb30BAHUS;

OIIUCH CTPAxOBOTO (poHMA;

nemo (GoHAA - KOMIUIEKC JIOKYMEHTOB TI0 HCTOPUH WMCTOYHHKA KOMIUICKTOBAHHS
(bonmoobpaszoBarens) W apxuBHOro (HoHAA, BEAYIIMWACS HA KaXKIbIM apXWUBHBIA (DOHT,
O00BEIMHEHHBIM apXUBHBIA (DOHI M ApPXUBHYIO KOJUIEKIHIO; TIpU HEPOHIOBOW OpraHU3ALNU
ayJIMOBU3YaIIbHBIX U DJIEKTPOHHBIX JTOKYMEHTOB - JIEJI0 OPTaHU3aLMH - CIaTYNKA JOKYMEHTOB;

JMCT-3aBEPUTENTh JIENa - U yueTa KOJIWIeCTBa JIMCTOB B jiene (mpuiokenue N 3);

BHYTPEHHSSI OMKCH JOKYMEHTOB Jieia - IS Jell, B COCTaB KOTOPBIX BXOJSAT YHHUKAJIbHbIE
JTOKYMEHTBHI.

3.4.2. B cocTaB BCIIOMOI'aTeIbHBIX YUETHBIX JOKYMEHTOB apXHUBa BXOJSAT:

KapTOYKM ¥ KHHUTH JBWKEHUS (OHIOB, OINHUCEH [el, JOKYMEHTOB, KHUTU YyyeTa
JOKYMEHTOB, TIEpe/IaHHBIX B JIPYTHE apXUBBI, KHUTH y4deTa ()OHIIOB U TOKYMEHTOB, BBIICICHHBIX
K YHUUTOXKEHHUIO, KHUTH TMOBUIOBOTO yueTa IOKyMEHTOB U JIp.

ApxuB BIIpaBe BECTH Jpyrue BCIOMOTaTeJbHbIE YUYETHbIE JOKYMEHTBI, KOTOpBIE
BKJIIOYAIOTCSL B CXEMY y4eTa JOKyMEHTOB.

BcmomorarenbHple  y4eTHBIE JTOKYMEHTHI MOTYT BECTHCh Ha OyMaKHOM H/WIH
3NEKTPOHHOM HOCHUTEJISIX.

OO6u1me TpeOOBaHUS K YUETHBIM JIOKyMEHTaM apXuBa

3.5. Y4er apxuBHBIX JOKYMEHTOB nepuoaa no 1917 r. Bemercs pas3neibHO OT yuera
apXMBHBIX JOKYMEHTOB Iepuoza mnocie 1917 r. ¢ caMocToATeNbHOM NOPSIAKOBOM Hymepaluen
¢oHnoB. HckioueHHe COCTaBIAIOT CIHEIHMAIM3UPOBAHHBIE APXUBBI, XpAHSIIUE apXHUBHbIC
JIOKYMEHTBI JIMYHOTO MPOUCXOKICHUS U ayIMOBU3YAJIbHYIO JOKYMEHTALIMIO.

Howmepa apxuBHbIX (oHAOB nepuoaa nocie 1917 r. B apxuBe AOHKHBI UMETh UHACKC "P",
oTnensieMblit oT nudpoBoro 0603HaUeHUsS HOMepa apxuBHOro (hoHaa yeproit (P-1, P-2 u T.1.).

Homepa apxuBHBIX (DOHAOB JHKBUIMPOBAHHOTO MAapTHHHOTO apXuBa, BKIIOUEHHBIX B
COCTaB apXUBHBIX (POHJOB TOCYAAPCTBEHHOro apxuBa cyObekra Poccuiickoit deneparmu,
NookHbl uMeTh uHaekc "I1", ormensiemblit oT nudpoBoro o0O3HAUYEHUsS HOMEpa apXHUBHOTO
¢onna ueproii (I1-1, I1-2 u T.1.).

[Tepenymepanins apXuBHBIX (DOHAOB MPOU3BOAUTCS B HUCKIIIOUUTENBHBIX CIIyYasiX U TOJIBKO
C pa3pelIeHus] COOTBETCTBYIOIEIO YIIOJIHOMOYEHHOTO OpraHa UCIOJIHUTENBHON BIAaCTH B cdepe
apXUBHOTO JIENa.



3.5.1. U3meHeHuss B YyYeTHbIE JOKYMEHTHI BHOCSTCS TOJIBKO Ha OCHOBaHUHU
COOTBETCTBYIOIUX akToB (cMm. mm. 3.7.1, 3.7.2, 3.7.3), yTBEpXAECHHbIX B YCTaHOBJIECHHOM
MOPSAIKE.

[Tocne BHeceHMs] U3MEHEHHMH B y4eTHbIE JOKYMEHTHI aKThl IMOMEIIAIOTCS B €70 QoHIa,
npu HEQOHIOBON OpraHU3aIMM ApPXUBHBIX JOKYMEHTOB - B JIEJI0O OpPraHM3AllMM - CAATYMKa
JIOKYMEHTOB.

AKTBI HyMepYyIOTCS B Jiesie (JOHa 110 BUJIaM aKTOB B BaJIOBOM HOpPsKE; MpU HE(POHAOBOMN
OpraHM3alM apXUBHBIX JOKYMEHTOB - B JIeJie OPraHU3alluHY - CJaTYUKa TOKYMEHTOB.

3.5.2. B kHury yuera mocTyIICHUH JOKYMEHTOB (mpuiokeHue N 5) mocieaoBaTeIbHO
BHOCSATCSl BCE IIEpBUYHBIE M TOBTOPHbIE IOCTYIUIEHUS apXMBHBIX JOKyMeHTOB. Kaxmoe
MOCTYIJICHWE B TMpeJeaX OTYETHOrO TOAa TMOJy4yaeT NOPSAKOBBI HOMEp B BaJOBOM
MIOCJIEI0BATEIBHOCTH.

Exxeronno Ha 1 sHBapsi MOJBOAUTCS UTOT KOJMYECTBA MOCTYMUBLIMX 3a T'OJl apXUBHBIX
JIOKYMEHTOB.

3.5.3. B cimcok ¢doumoB (mpunokenue N 6) apXuBHbBIN (POH 3aMUCHIBACTCS TOIBKO OJMH
pa3 mpu MepBOM IMOCTYIUIEHUU B apxuB. He nomyckaercss BHECeHHE apXUBHOIO (POHA B CIIMCOK
(hOHI0B paHee MOCTYIUIEHUS €r0 apXUBHBIX TOKYMEHTOB Ha XpaHEHHUE.

Howmep, mpucBoeHHbI apXuBHOMY (OHIY IO CIUCKY (POHIOB, SIBISETCS €ro YYETHBIM
HOMEPOM, COXPAHSETCS 32 HUM BO BCEX YUETHBIX JOKYMEHTAX.

B cneumanu3npoBaHHOM apXuBE€ JOKYMEHTOB IO JIMYHOMY COCTaBYy K HOMEPY apXHUBHOI'O
(¢oHa, MPUCBOEHHOMY KOMIUJIEKCY JOKYMEHTOB IO JHYHOMY cocTaBy (oHmooOpasoBarers,
yepe3 ApoOb Ao00aBisieTcs HOMEp apXWBHOro (hoHHAA, 32 KOTOPHIM yuT€Ha JOKyMEHTAlUs IO
OCHOBHOM JesiTennbHOCTH (hOHI000pa3zoBaTesl.

Jlnst yueta apXuBHBIX (DOHJIOB HCHOJB3YIOTCS HOMEpa B BAJIOBOW MOCIIEIOBATEILHOCTH, &
Takke "CBOOOMHBIE HOMepa' - HOMEpa apXHWBHBIX (OHIOB, apXUBHBIE JOKYMEHTHI KOTODPBIX
paHee ObUIM BBIJENIEHBI K YHHUUTOKEHUIO B YCTAHOBJIICHHOM MOPSIKE WM BKJIIOYEHBI B COCTaB
00BEIMHEHHBIX apXUBHBIX (POHJIOB U KOTOPBIE PaHEE HE MCIIOIb30BAIIUCH.

Howmepa yTpaueHHBIX, IEpEAaHHBIX B IPYTHe apXUBbI apXUBHBIX (OHIOB, a TAKXKEe HOMEpa
apXWBHBIX (DOHIOB, BOLIEAIIMX B COCTaB OOBEIMHEHHOTO AapXMBHOTO (hOHIA, apXUBHBIC
JOKYMEHTHI KOTOPBIX paHee MCIIOIb30BAIUCH, HE MOTYT OBITh IIPUCBOCHBI BHOBH MOCTYITUBIINM
apXUBHBIM (poHIAM.

OObenuHeHHbIE apXUBHBIE (DOHABI U ApXUBHBIC KOJUICKIIMH YYUTBHIBAIOTCS Ha OOMIMX
ocHoBaHUAX. OOBeAMHEHHOMY apXUBHOMY (OHIY, O0Opa3oBaHHOMY W3 ApXUBHBIX (POHIOB,
paHee YYTEHHBIX CaMOCTOSITENIFHO, IPHCBAWBAETCS HOMEP OJHOTO W3 apXUBHBIX (DOHIIOB,
BKJIFOUEHHBIX B €r0 COCTaB.

HazBanue apxuBHOro (OoHJAa BHOCHUTCS B CIUCOK (JOHJOB Ha OCHOBAHHWU HCTOPHUECKOMN
CIPABKU WM TUTYJIBHOTO JIUCTA ONUCH JIeJ, JTOKYMEHTOB.

HasBanme apxuBHOTO (POHIA COCTOWT U3 MOJHOTO H (B CKOOKax) opHIIMATBLHO TMPUHSATOTO
COKpalIeHHOTO  Ha3BaHUS  (QoHJ000pa3zoBaTeNss C  yKa3aHMEM €ro IMOJYMHEHHOCTH,
MECTOHAaXOXICHMs, KpallHMX Jar cymecTBoBaHus. Eciu Ha3zBanue ¢oHI000pa3oBarTens
MEHSJIOCh, TO B CIUCKE (DOHAOB yKa3bIBaeTCs €ro MocieqHee Ha3BaHWE B paMKax MEpHUoAa, 3a
KOTOPBII IPUHATHI apXUBHBIE IOKYMEHTHI.

Ha3Banue o00BEAMHEHHOTO AapXWBHOTO (OHIA COCTOMT M3 OOOOIIEHHOTO HAa3BaHUS
BKIIIOYCHHBIX B HETO AapXHBHBIX (OHIOB, W3 Ha3BaHHWS PYKOBOISIICH OpTraHU3allMH U
0000IIEHHOTO Ha3BaHUS MOJYUHEHHBIX € OpraHu3alMii, U3 MepedHs Ha3BaHUW CMEHSBIIUX
Ipyr npyra opranuzauuii. KoHKpeTHbIe Ha3BaHMS BCEX OpPraHU3alMi, apXMBHbIE JOKYMEHTBI
KOTOPBIX BOLUIM B OOBEMHEHHBIN apXUBHBIN (DOHII, a TAKKe UX IEPEMMEHOBAHUS YKa3bIBAIOTCS
B nucte GoHaa.

HazBanue apxuBHOro (hoHAA TUUHOTO MPOUCXOKICHHS COCTOUT U3 GaMIIIUK U HHUIIUAJIOB
JMLA, ero MCeBJOHUMA, TUTYJA, PaHra, 3BaHHs;, Ha3BaHHE apXMBHOTO ()OHJA CEMbH WM poja -
u3 $haMUIUil 1 MHULIKAAIOB TJIABHBIX YWIEHOB CEMbU WM pOJa M MX THTYJIOB, PAHTOB, 3BAaHHIA.



damunuu, UMEHa, OTYECTBA, TUTYJBI, PAHTH, 3BAHUS, POJCTBEHHBIE OTHOIICHHS BCEX UJICHOB
CeMbU WM POJia YKa3bIBAIOTCS B JIHCTE (POHA.

B Ha3zBaHuu apXMBHOW KOJIJIEKIIMHM yKa3bIBA€TCs MPU3HAK (IpU3HAKHU) ee (POpMUPOBAHMUS, a
MPpU HEOOXOIUMOCTH - M €€ COCTaBUTENb (MPEKHUIN BIaeIiell, COOMpaTeh KOJUICKIIH).

Exxeronmno Ha 1 sHBapst K CIUCKY (DOHIOB COCTABIISIETCS UTOTOBAs 3alKCh O KOJIMYECTBE
apXMBHBIX (OHIOB, IMOCTYNMBIIMX M BBIOBIBIIMX B TEUYEHHE Troja, W OOIIEM KOJIUYECTBE
apXUBHBIX (POHJIOB, HAXOAIMINXCSA HA XPAaHEHUH B apXHBE.

Crnncok (OHIOB 3aKIIIOYAETCSl B TBEPAYIO OOJIOXKKY, JIUCTBI HYMEpPYIOTCS, COCTaBISETCS
JMCT-3aBEPUTEITb.

[TepeneuaTka crrcka (OHIOB OCYLIECTBISIETCS TOJIBKO C pa3pelIeHrs COOTBETCTBYIOIIETO
YIIOJIHOMOYEHHOI'0 OpraHa MCIOJHUTEIbHON BIacTu B cdepe apXuBHOTO Jiena. B aTom ciydae B
cucoK (POHMOB 00s3aTeNBHO BHOCATCS HOMEpa, Ha3BaHWS W OCHOBAHHS BBIOBITHS BCEX
apXUBHBIX (POHJIOB, HOMEpPA KOTOPBIX 3aHUMATh 3aMpeliacTcs.

3.5.4. Jluct poHma cocraBiseTcs Ha KaKIbli apXWBHBIA (OHI. B HEM yuuTHIBaIOTCS BCE
apXMBHbIE JOKYMEHTbI apXUBHOT'O ()OH/IA, BKIIIOUAsi HEOMUCAHHBIE U CEKPETHBIE.

Jluct ¢onHga MOKET OBITH TEPECOCTAaBIEH TOJNBKO B CIy4ae, €CIM OH HEUCIPABUMO
MOBPEXKAEH WM IEPEecTaeT OTpakaTh (PAKTHUECKOE COCTOSHHE M 00beM apXuBHOro (oHIa,
nocyie mnepepaboTKHM apXUBHOTO (OHIA WM CO3JaHHUA OOBEJMHEHHOIO apXUBHOrO (QoOHMA,
yTOYHEeHHUs HcTopuu (QoHao00pazoBatens. B ciydae mepecocraBneHus jaucra QoHIa paHee
JeiicTBOBaBIIMK JHCT (GoHAa momemiaeTcs B Aeno (onma. B BepxHeM mpaBoM yriay oOoux
AUCTOB (oHJa nenaroTcst oTMETKH: "JIUCT nepecocTaBieH" ¢ yka3aHUEM JaThl IEPECOCTaBICHMUS,
JOJKHOCTH U MOJITKCH JIMLA, OTBETCTBEHHOTO 3a y4eT.

Jluctel QOHIOB XpaHATCS B MOPAIKE HOMEPOB apXuBHBIX (hoHAOB B mamke. K kaxmoin
IIAIIKE COCTABJIETCS JIMCT-3aBEPUTENb, TJE€ YKa3blBalOTCS HaudaJbHblE U KOHEYHBIE HOMEpA
apXuBHBIX (DOHIOB W 0OIIee KOJIMYECTBO ApXMBHBIX (POHIOB, JHCTHI KOTOPHIX HAXOMAATCS B
TManke.

K nucram ¢oHIOB BemyTcs ykaszaTenu AJis ONEPATHUBHOTO IMOHMCKA B apXUBE apXUBHBIX
JOKYMEHTOB TOH WJIM UHOW OpraHMU3aIliH.

3.5.5. Jluctel yyera ayauOBU3YalIbHBIX JOKYMEHTOB COCTABIISIOTCS TNpH HE(POHIOBOU
OpraHM3allM¥ apXUBHBIX JOKYMEHTOB pa3lelbHO Ha pa3JIMyHble BUIbl KHUHO(GOTO()OHO- U
BUJCOJIOKYMEHTOB. llopsaok Hymepauud W XpaHEHHUS JHCTOB YyuyeTa ayJuOBH3YyaJbHBIX
JIOKYMEHTOB aHAJIOTUYEH MOPSAIKY HyMEpalluy U XpaHEHUsI TUCTOB (DOH/IOB.

3.5.6. B onucu gen, nokymeHToB (mpuioxeHusst N 7 - §) eIuHUIBI XpaHEHUS/CTUHULIBI
ydeTa YUYUTBIBAIOTCS B COOTBETCTBMM C MX CHUCTEMATH3aLMel 3a IMOPSIKOBBIMH YUYETHBIMU
HOMEpaMH.

Homepa nen ¢ TEKCTOBOM CONMPOBOAMUTENBHON JOKYMEHTAlMEH K ayInOBU3yalbHBIM
JOKYMEHTaM JIOJIKHBI COOTBETCTBOBATh YUETHBIM HOMEPAM ayINOBU3yaJIbHBIX JOKYMEHTOB.

OnucaM naen, JOKYMEHTOB INPHCBAMBAIOTCS YYETHBIE HOMEpa Mo JHCTy (OHIA; TpHU
He(OHIOBOM OpraHM3allMd apXUBHBIX JOKYMEHTOB - IO JIUCTYy Yy4eTa ayJuOBHU3YyaJbHBIX
JIOKYMEHTOB OIpEeIeJICHHOTO BUA.

He nmomyckaercsi mprcBoeHHE OMHUCAM i, TOKYMEHTOB OJMHAKOBBIX YYETHBIX HOMEPOB,
32 HCKJIIOYEHHUEM CIIy4aeB, IPEAYCMOTPEHHBIX I1. 3.7.7.

B xonue omucu aen, JOKYMEHTOB BO BCEX €€ JK3EMIUIIpax JENaeTcsl HTOroBas 3aluch, B
KOTOpPOM yKa3bIBaeTCsi KOJMYECTBO HAXOJAIIMXCS HA XpPaHEHUM €IUHUI] XpaHEHUS/€TUHUIL]
ydera, TEpBbIi W TMOCIEIHUN HOMepa €IUHUI] XpaHEHUS/€AWHUI] Yy4yeTa IO OIIUCH,
OTOBAPHUBAIOTCS UMEIOIIUECS MPOMYCKH HOMEpPOB, JUTEPHbIE HOMEpA, BHIOBIBIINE €IMHUIBI U
OCHOBAHUE UX BBIOBITHS.

B wuroroBoil 3amucu K omnMcu Jen apXUBHOrO (OHAA JMYHOTO IPOUCXOXKIEHUS,
BKJIIOYAIONIEH eIMHUIBI XPAaHEHUS/€IUHUIIBl yUeTa Ha Pa3jIMuHbIX HOCHUTENSX, JONOJHUTEIHHO
YKa3bIBAETCS KOTMYECTBO TAKUX EAMHUII XPaHEHUS/CAMHULL yueTa.



[Tocne kaXKAOro MOCTYIJICHUSI WJIM BBIOBITUS apXUBHBIX JOKYMEHTOB COCTaBIISI€TCSl HOBAs
UTOrOBasl 3allUCh K OINUCHU e, JOKYMEHTOB, KOTOpas MOJANMCHIBAETCS €€ COCTAaBUTEIEM C
YKa3aHUEM JO0JKHOCTH U 1aThl COCTABJICHUS.

Ecnu onuch gen, NOKYMEHTOB COCTOUT M3 HECKOJIBKMX TOJIOBBIX pa3lelioB, TOMOB,
UTOrOBas 3allMCh COCTABIIAETCS K Ka)JIOMY TOJIOBOMY pasfelly, TOMY; KpOME TOT0, K KaXaI0My
MOCJIEIYIOIIEMY TOJIOBOMY pa3feily, TOMY B HapacTarolleM IOpSAJIKE COCTaBISAETCS CBOAHAS
UTOrOBast 3aIKCh.

Kaxnas omnuch p1en, JOKYMEHTOB, TOM OINHUCH J€J, JOKYMEHTOB JIOJKHBI HMMETh
naucT-3aBeputenb (npusnoxenue N 3).

3aKoHYEHHAs] OMHCH JIeJl, JJOKYMEHTOB JOJDKHA BKIIFOYATh, Kak MpaBWio, He Oosee 9999
€IVHUL XpPaHEHUs, EUHUL] yUeTa.

ApXUB NOJDKEH HUMETh 3 JK3EMIUISIpA ONUCEH €N, AOKYMEHTOB, NEPBbI M3 KOTOPBIX
SIBJIIETCSL CTPAXOBbIM.

Ecnu onucek e, TOKyMEHTOB IlepecocTaBlieHa, TO OJNH SK3EMIUIp paHee 1eHCTBOBaBIIEH
OMHMCHU JEeN, JOKYMEHTOB BKIIIOUAaeTCd BO BHOBb COCTAaBJICHHYIO OIKCH €1, JOKYMEHTOB 3a
MOCJIEAHUM YYETHBIM HOMEDPOM, OCTAJIbHBIE 3K3EMIULAPHl BBIACIAIOTCA K YHUYTOXKCHHUIO B
YCTaHOBJIEHHOM MOPSAKE.

3.5.7. Tlo peectpy omnucedl BeneTCs NOECIMHUYHBIM M CYMMAapHBIM ydeT OIHCEH Hell,
JOKYMEHTOB apXuBa. B 3aBUCMMOCTH OT OpraHu3anuy padoThl MO y4YeTy B apXHUBE PEECTPHI
omucel BeAyTCs B paMKax apXHBOXPAHUJIHIL TOCYTaPCTBEHHBIX apXUBOB W/WIIK apXUBa B IIEJIOM,
YTO OTPaXKaeTcsi B CXE€ME€ ydeTa JOKyMeHTOB. Kaknoli HOBOM omucu Jien, JAOKYMEHTOB
MPUCBAUBAECTCS OYEPEIHOW MOPAIKOBBIA HOMEpP IO PEECTPY, KOTOPBIM IMPOCTABISIETCS Ha
00JI0%KE OMUCH JeJl, JOKYMEHTOB B BEpPXHEM JIEBOM YTIIy.

ExxerogHo Ha | siHBapsi B peecTpe ONUCEW COCTaBIIAETCS UTOTOBas 3allMCh O KOJMYECTBE
OIUCEH J1eNl, TOKYMEHTOB, IMOCTYNHUBIIUX U BHIOBIBIIMX B T€UEHHE T'OAA B apXUB, U UX 00IIEM
KOJIMYECTBE.

3.5.8. IlacmopT apXMBOXpaHUJIUIIA COCTABISECTCS €KETOJHO KaXKIbIM apXHUBOXPAHWIHILEM
U OTpa)kaeT 00beM pa3MEelICHHBIX B HEM apXUBHBIX (POHJIOB, JIEJI U APXUBHBIX JTOKYMEHTOB.

[TokazaTenu mnacnopra apXMBOXPAaHWIMILA OINPEACNIAIOTCS apXUBOM CaMOCTOSITENIBHO C
Y4eTOM COCTaBa M COCTOSIHUSI XPAHSIIUXCA B KOHKPETHOM apXHBOXPAHWIMILE APXUBHBIX
JTIOKYMEHTOB.

3.5.9. Jleny donHma npucBanBaeTcsi HOMEp apXuBHOTO (OH/1a, HA KOTOPHIN OHO 3aBe/ieHO. B
neno (oHIa BKIIOYAIOTCSA: UCTOPHUYECKAas CIpaBKa Mo UcTopuu (poHmooOpa3zoBaTens U UCTOPUU
apXuBHOTO (POHIA; aKThI, PUKCUPYIOLINE U3MEHEHHs B COCTaBe U 00beMe apXUBHOIO (OHAA, B
TOM YHCJE aKThl O PACCEKPEUMBAHUM JOKYMEHTOB; KOMMs XapaKTEPUCTUKU apXHUBHOTO (QOHJA,
COCTaBJICHHOM JJIsi IMyTEBOAWUTENs (CHpaBOYHMKA); HMHCTPYKUUU IO paboTe ¢ apXUBHBIMU
JOKYMEHTaMH apXUBHOTO ()OHJIa, B TOM YHKCJIE 10 YCOBEPLUICHCTBOBAHHUIO U IIepepaboTKe onucei
Jiell, JOKYMEHTOB, CXeMbI CHCTEMAaTH3alliU apXUBHBIX IOKYMEHTOB apXUBHOTO (POH/IA.

Ecnu apxuBHBIE TOKYMEHTHI, MOAJIEKAIINE BKIIOYEHHIO B /€10 (OHIA, HAXOIATCA B
COCTaBE €IMHHUIl XpaHEHUs, TO B JIeJ0 (OHJA BKIIOYAETCS CIpPaBKa C NEPEUHCIECHUEM 3THUX
€IMHUI] XpPAaHEHUS U UX apXUBHBIX MU(POB.

Hena donnor opranos KIICC, BJIKCM, B KOTOpbIC BKIIFOUCHBI ApXUBHBIE JIOKYMEHTHI 110
ucTopuu (POHAOB MEPBUYHBIX MAPTHIHBIX M KOMCOMOJBCKUX OpraHHU3AIHA, pachOpMUPOBAHHIO
He mojexar. B nena (oHIOB MEpBUYHBIX NAPTHHHBIX M KOMCOMOJIBCKMX OpraHU3aIdi
MOMEIIAIOTCSL CIPaBKU CO CBEACHUSIMH O HAXOXKJIEHUU apXMUBHBIX JOKYMEHTOB IO HCTOPUU
naHHoro ¢oHza B Aene apyroro Gouzaa.

Jlena (hoHI0B, BOLIEIIINX B COCTaB 0OBEANHEHHOIO apXUBHOTO (DOH/IA, BKIIIOYAIOTCS B €T0
neno GoHma.

JlokymenTsl nena (oHAAa JOKHBI  OBITh  NPOHYMEPOBAaHbI C  COCTABIIEHUEM
JHMCTa-3aBepUTeNis, MOJIUIUTHI (MPOLIHYpPOBaHbI), 3aKIIOYEHBI B TBepAylo o0noxky. K memy
(donma cocraBuseTcsl BHYTPEHHSSI onuCh. [lena (oHI0B XpaHATCs B MOPSIKE HOMEPOB (hOHIIOB.



CocTtaB AOKYMCHTOB J€JIa OpraHrU3aln - UCTOUYHHNKA KOMIUICKTOBAHUA NOKYMCHTOB IIPpU
He(OHIOBOW OpraHU3allii apXUBHBIX JOKYMEHTOB AaHAJOTHYEH COCTAaBY JOKYMEHTOB Jelia
dbonma.

OO61ue TpeboBaHUs K yUeTHBIM 0a3aM JaHHBIX

3.6. Yuetnble 6a3bl naHHbIX (BJ]) B apxuBe obecnieunBaroT: HHPOPMALUOHHYIO TOAJIEPKKY
ydera;,  BEIEHUE  LEHTPaJU30BAaHHOIO  TIOCYJAapCTBEHHOIO  ydeTa  JOKYMEHTOB B
aBTOMATHU3MPOBAHHOM DPEKUME; ONEPAaTUBHOE IPEICTaBICHUE CBEICHUNM O HAJIMYMM B apXHBE
JOKYMEHTOB TOT'O WJIM UHOTO (OHA000pa3oBaTeNsl.

[lepeyenp pexBu3uTOB ydeTHBIX bJ[ dopmupyercss B COOTBETCTBHM C IIOKa3aTeNSIMHU
OCHOBHBIX (00f3aTeNbHBIX) YYETHBIX JOKYMEHTOB apXuBa M OIpenesseTcsl CHelHaIbHO
YIOJIHOMOYEHHBIM (pe/iepaIbHbIM OpPraHOM UCIIOJHUTENbHOM BIIaCTH B cpepe apXUBHOTO Jea.

VYuernsle BJ] apxuBa NOKHBI OBITH COBMECTHUMBI C y4eTHbIMH BJ] cooTBeTCTBYyMOLIETO
YIOJIHOMOYEHHOT'O OpTraHa MCIOJHUTEIBHOM BIAaCcTH B cpepe apXUBHOTO JeTa.

Vyer MOCTYIUICHHUA U BBIOBITHS APXUBHBIX JOKYMCHTOB

3.7.1. YueT noctymieHust apXUBHBIX JOKYMEHTOB B apXUB OCYIIECTBISETCS HA OCHOBAaHHUH:

aKTa rpreMa-Tepeiaun JOKyMEHTOB Ha XpaHeHue (npuioxenue N 9);

aKTa rpueMa Ha XpaHEeHHEe JOKYMEHTOB JIMYHOTO MpoucxoxaeHus (mpuioxerue N 10).

ApXUBHBIE JOKYMEHTBI CTAaBATCS Ha y4UeT TAaK)Ke IO pe3ysbTaTaM MPOBEACHHUS OTAEIbHBIX
BUJIOB apXMBHBIX padoT (cM. 1. 3.7.3).

Bce mpuHSATBIE B apXuB apXWMBHBIC JOKYMEHTBI BHOCSTCS B KHUTY ydeTa IOCTYIUICHHH
NOKyMeHTOB. KaxIplii BrepBble MOCTYNUBIIMI B apXuB apXUBHBIM (oHA, 0OBEIMHEHHBII
apXuUBHBIA (OHJ, apXHUBHAS KOJUICKIIUS 3alMMCHIBACTCS B CIIUCOK (oHAO0B (TpriiokeHue N 6), Ha
HEro 3amoJHSIOTCS JUCT (OHAA, KApTOUKH yKazaTens K JucTy ¢GoHIa, 3aBOAUTCS Aeno (HoH/a.
Ha aynuoBusyanbHble AOKYMEHTHI NPH HX HE(POHIOBOM OpraHM3alMy 3arOJHSIOTCS JIMCTHI
ydeTa KWHO(OTO(OHOTOKYMEHTOB M BUICOIOKYMEHTOB. Kaxkaast BiepBble MOCTYNHUBINAS OHChH
JIeJ1, TOKYMEHTOB YYHTHIBACTCSI B PEECTPE OIHUCEH.

CooTBeTCTBYIONINE YYETHBIE CBEJCHHS B YCTAaHOBJICHHOM IMOPSIKE BHOCATCA TaKXkKe B
yuetHsle b/l

3.7.2. Yuet BBIOBITHS apXUBHBIX JOKYMEHTOB U3 apXUBa OCYIIECTBISIETCS HA OCHOBAHUU:

aKTa O BBICTICHHM K YHHYTOKEHHIO JIOKYMEHTOB, HE TMOJJICKAIINX XPaHCHHUIO
(npunoxenue N 11);

aKTa O HEUCIPABUMBIX MOBPEKACHUIX JOKYMEHTOB;

aKTa IpueMa-Iepeaadn JOKYMEHTOB Ha XpaHeHue (npuioxxkenue N 9);

aKTa 0 HeOOHapYKEHUHU JOKYMEHTOB, ITyTH PO3BICKA KOTOPBIX HCYEepHaHbl (mpuiokenne N
2);

aKTa BO3BpaTa JOKYMEHTOB COOCTBEHHUKY;

aKTa 00 U3BATUU NOUIMHHBIX €AMHUI] XpaHEHHs, JOKYMEHTOB.

ApXUBHBIE JOKYMEHTHI CHUMAIOTCS C y4eTa TaKKe B Pe3yJIbTaTe MPOBEICHHS OTIACIbHBIX
BUJIOB apXMUBHBIX paboT (cM. 1. 3.7.3).

HeoOxoaumble M3MeHEHHs] BHOCSITCS B OCHOBHBIE (00s3aTelbHbIE) U BCIIOMOTATeNbHBIE
y4eTHbIe JOKYMEHTHI apxuBa. [Ipu aToM B cirydae:

BBIOBITHS BCEX aPXUBHBIX JOKYMEHTOB OITUCH JIEJl, JOKYMEHTOB HOMED ATOI OMHCH APYTHM
ONMUCAM [eJI, JOKYMEHTOB HE IPUCBAaUBACTCSI M OCTaeTcs CBOOOJHBIM; B PEECTpe Omucei
JIeJIaeTCsl COOTBETCTBYIOIASI OTMETKA;

BBIOBITHS apXuBHOTO (hoHAa B crucke ¢GoumoB (mpuiokenue N 6) B rpade "OTMerka o
BBIOBITUM" YKa3bIBaeTCs, KyJa BbIOBLI apXUBHBIA (DOHI, M aKT, HA OCHOBAaHUH KOTOPOI'O OH
BBIOBLI.



[Ipu mepenade apxuBHOTO (HOHAA U3 OJHOTO APXHMBA B APYTOM MEPEHAAOTCS 3 IK3EMIUISIpa
ONUCH J€J, JOKYMEHTOB U Jeno ¢ouaa. Konust omucu nen, JOKYMEHTOB OCTaeTcs B
apxMBe-CAaTYMKE M B KayecTBE MNPWIOXKEHHs K aKkTy I[pueMa-liepesadd JOKYMEHTOB Ha
xpaHenue (rnpuioxennue N 9) BKIItoyaeTcsi B apXUBHBIN (DOH]] apXHBa-CIATUNKA.

[Ipu BBIOENIEHNMN K YHMUYTOKEHUIO BCEX APXMBHBIX JOKYMEHTOB apXMBHOI'O (poHAA OJUH
9K3EMIUIAp €ro OomMcel e, TOKYMEHTOB M JIUCT (OoHAa MoMemaroTcss B zeno ¢goupa. Jleno
(oHJa BKIIOYAETCs B apXUBHBIN (DOH]T apXUBa.

3.7.3. KonuuecTBO apXMBHBIX JOKYMEHTOB apX1Ba U3MEHSETCS B pE3yJIbTaTe:

BBIBEPKM YYETHBIX JJOKYMEHTOB, [0 UTOTaM KOTOPOH BBISBIICHBI OMIMOKH, JOIYIICHHbIE
IIPU [0/ICYETE KOJMUECTBA XPAHSIIIUXCS apXUBHBIX IOKYMEHTOB;

NPOBEPKU HAIU4YUs U COCTOSIHMS apXUBHBIX JOKYMEHTOB, B XOJ€ KOTOPOH OOHapy KeHBI
HEYYTEHHbIE, 32 JMTEPHBIMU WM TNPOIYLICHHBIMM HOMEPaMHU €IMHUIbI XPaHEHHs!/eTUHHIIbI
yuera;

pecTaBpalii apXUBHBIX JOKYMEHTOB, IIOCIE KOTOPOU OJHO /€TI0 pa3AesieHO Ha HECKOJIBKO
A,

OINMCaHMs apXMBHBIX JIOKYMEHTOB, MepepaOOTKMU OMuceil Jies, TOKYMEHTOB, B Ipolecce
KOTOPBIX BO3MOXHO pa3/iefieHHe WM 00beJUHEHNE SIUHNLl XPAaHESHUS/SIUHUIL yUeTa.

OcHoBaHMEM MJI1 BHECEHHMs] W3MEHEHHUH B Yy4eTHble JOKYMEHTbl M ydeTHble BJl mo
pe3ysibTaTaM yKa3aHHbBIX paboT SIBISIFOTCS:

aKT O TEXHUYECKUX OUIMOKaX B yUETHBIX JOKYMEHTAX;

akT 00 OOHapyXeHUHM JIOKYMEHTOB, HE OTHOCALIMXCS K JaHHOMY apxuBy, (oHay,
HEYUYTEHHBIX U T.J.;

aKT O pa3fiesIeHuH, 00beIUHEHUH JI€J1, BKJIFOUEHUH B JIEJI0 HOBBIX JOKYMEHTOB;

aKT OIMCAHUS I0KYMEHTOB, IEpepabOTKH OIHCEN.

VYuer YHUKAJIbHBIX TOKYMCHTOB U 0co00 HCHHBIX JOKYMCHTOB

3.7.4. VYHUKanbHblE JOKYMEHTHI IOJJIEKAT CIELHUAIBHOMY TOCYJIapCTBEHHOMY YYETY B
l'ocynapcTBeHHOM peecTpe YHMKaIbHBIX JOKYMEHTOB ApxuBHoro ¢onna Poccuiickoii
@enepanyy, NOPAAOK BEIEHUS KOTOPOrO OINPEAEISAETCS CHELMAIBHO YIOJHOMOYEHHBIM
(benepanbHBIM OPraHOM UCTIOJIHUTENFHON BIIACTH B Chepe apXUBHOTO JeJia, U TOCYAaPCTBEHHBIX
peecTpax yHUKaJIbHBIX JOKYMEHTOB apXUBHBIX (POHI0B cyOBbekToB Poccuiickoit denepanuu.

Ha yHukanpHblE NOKYMEHTBI COCTABJISIFOTCSI JIUCTBI Y4Ye€Ta W ONMCAHUSA YHHUKAJIbHBIX
JOKYMEHTOB.

3.7.5. Yuet 0co00 EHHBIX JOKYMEHTOB BEJIETCS TIO:

cnucKy (hOHIOB, COMIEpKANIIX 0CO00 IICHHBIC JIOKYMCHTEHI;

OMUCAM 0CO00 IEHHBIX JeJN, TOKYMEHTOB MJIU IEPEYHSIM HOMEPOB OCO0O0 LEHHBIX e
(HOMepHHKaM).

B onmcax oco0o HEHHBIX e, JTOKYMEHTOB 32 HUMH COXPAHSIOTCS UX MPEKHUE YUETHbIE
HOMepa.

Onuce 0co00 ILIEHHBIX [eN, JTOKYMEHTOB COCTaBIIIETCS HAa 0CO0O IIEHHBIE JOKYMEHTBI
OJHOM MJIM HECKOJBbKUX OINHUCEH [el, JOKYMEHTOB apXMBHOIO (OHAA B 3aBUCUMOCTH OT
KOJINYeCTBA 0cO00 IIEHHBIX €IMHUI] XPAHEHUs/eIMHHI] y4eTa B JaHHOH OMMCU B HEOOXOJIUMOM
JUIS apXMBa KOJIMYECTBE IK3EMIUISIPOB.

Ecnu OobIIMHCTBO apXMBHBIX JIOKYMEHTOB I10 OIHUCH JEJI, TOKYMEHTOB SIBJISIOTCSI 0CO00
LEHHBIMHU, OTJIeJIbHAsI OMUCh 0CO0O0 IEHHBIX JIeJ], TOKYMEHTOB HE COCTaBIIAETCS, a KOMUPYETCs
MMEIOLIAsICSI ONUCh. B TakoM cilydae K Hell COCTaBIISAETCSI HOMEPHHUK.

CBeneHus: 0 KOTUPOBAaHUU O0CO0O IIEHHBIX JIEJI, JIOKYMEHTOB B II€JISIX CO3/IaHUS CTPAXOBOTO
(oHIa BHOCSATCS B COOTBETCTBYIOLIHME OMUCH 0CO00 IEHHBIX e, JOKYMEHTOB WJIH HOMEPHUKHU
10 Mepe MPOBEACHUS UX CTPAXOBOT'O KOMUPOBAHUSI.



B wuroroBoil 3ammcu ykasbiBaeTcsa oOmIiee KOJMYECTBO OCO0O IIEHHBIX €IUHHUIL
XpaHEeHHUs/€AMHUL] y4YeTa, BKIIOYCHHBIX B OIUCHh WM HOMEpHHK. [0 3aBepieHnn KOnmupoBaHUs
BCEX €JIMHUI XpaHEHMsI/€IMHUL] y4yeTa 10 JaHHOM ONMCHU MM HOMEpPHUKY yKa3biBaeTcs: "Bce
€IMHULIbI XPAHEHHUS/€TUHUIIBl yYeTa CKOIIMPOBAHBI, aTa, JOHKHOCTh, OAMHUCH".

Omnucu 0co00 LEHHBIX e, JOKYMEHTOB U HOMEPHHMKHM YYHUTBIBAIOTCS B pEECTpe Oomucei
0c000 LIEHHBIX e, JOKYMEHTOB.

[Ipu oOTHeceHWH apXUBHBIX JOKYMEHTOB K 0C000 LIEHHBIM B ONHUCSAX B Tpade
"[Ipumeuanus”" HampOTUB 3arojIOBKOB COOTBETCTBYIOIIUX €IUHUI] XpPaHEHMs/€IUHUI] yuyeTa
npocTaBisitoTcst orMeTku "OL1".

B nppyrux yuernslx pokymentax ortmerka "OLl" mpocraBisiercss K HOMEPY apXMBHOIO
¢doHIa, HOMEPY OIMUCH /e, TOKYMEHTOB; JJaHHasi OTMETKA SIBISIETCS CIYKEOHOW M He BXOAMT B
apXUBHBIA IIU(P €AUHULL XpaHEHUS/€AUHUIL yUeTa.

VY4eT CeKpeTHbIX U paCCEKPEUYEHHBIX apPXUBHBIX JOKYMEHTOB.
OdopmiieHre pacceKpeueHHbIX e

3.7.6. Y4eT CeKpeTHBIX apXMUBHBIX JTOKYMEHTOB BEJETCS B COOTBETCTBUU C HOPMAaTUBHBIMU
MPaBOBBIMU  JOKYMEHTaMH. B yuYeTHBIX JOKyMEHTaX W apXWUBHBIX InHdpax eauHHUIl
XpaHEeHHUs/€AMHUL] y4YeTa CEKpPETHble apXWUBHBIE (DOHJIBI, OMHUCU e, AOKYMEHTOB, €IMHHIIBI
XpaHEHUs/eAMHUIIBI ydeTa 0003HaYar0T HHIEKCOM "¢ (CeKpeTHO), "cc" (COBEpIIEHHO CEKPETHO),
"oB" (0c000¥ BaXKHOCTH).

3.7.7. '3MeHeHUsl B y4YETHbIE JOKYMEHTHI MO pe3yJibTaTaM PaCCEKPEUMBAHMS apXUBHBIX
JIOKYMEHTOB BHOCATCSI HA OCHOBaHMH aKTa O PacCEKPEUYMBAHUU JOKYMEHTOB (TpuiioxeHne N
12).

ApxuBHble (DOHIBI, ONMUCH J1€J, JOKYMEHTOB W EIWHUIIBI XPaHEHUs/CIUHHIBI ydYeTa,
BKJIIOYAIOIIME HApAy C CEKPETHBIMH HECEKPETHBIE (pacceKpeyeHHbIE) JOKYMEHTBI, B yUETHBIX
JOKYMEHTaX M apXUBHBIX MIH(pPax eAUHUIl XPAHCHUS/CTUHUI] yuyeTa 0003HAUal0TCd MHIECKCOM
"cq" (CeKpPEeTHO YACTHUYHO).

[Ipu paccexkpeynMBaHMN BCEX €IUHMIl XpAaHEHUS/CAMHUI] y4eTa MO0 CEKPETHOI OMUCH e,
JIOKYMEHTOB JlaHHasi ONHMCh TaKXK€ pPAacCEKpPEeunBaeTcCs, MEpelaeTcss Ha OTKPBITOE XpaHEHHE U
YUYHUTBIBAETCS B JIUCTE (DOHA 3a TeM e HOMepOoM, HO Oe3 mHaeKca "¢, KOTOphIi 3a4epKUBaeTCS
Ha OONOXKE M Ha THUTYJIBHOM JIUCTE€ JAaHHOW OomucH. B mpaBoM BepxHEM yriy OOJOXKKH U
TUTYJILHOTO JIMCTA OMMCH JIEJ1, JOKYMEHTOB IIpocTaBisieTcs mrami "PaccekpeueHo".

[Ipn paccekpeunBaHUM YacTH A€ U apXUBHBIX JOKYMEHTOB II0 CEKPETHOW OMNMCH [,
JIOKYMEHTOB Ha pacCEKpeueHHBIE JIejla U apXUBHbIE IOKYMEHTBI COCTaBIISIETCS OT/IEIbHAs ONUCH
Jiell, JOKYMEHTOB, HOMEpa €IWHUIl XpaHEHHs/€IUHUIl yuyeTa B KOTOPOM OCTAIOTCS MPEKHUMHU.
J71s BanoBO# HyMepaluu TaKuX eIUHUI] XpaHEHUs/€AMHUIl y4eTa UCTIONb3yeTcs rpada 2 onucu
nen, AokyMeHToB. HoBasg omuce 1en, JOKYMEHTOB BMECTE C PAacCEKpPEUEHHBIMU JENaMU U
apXUBHBIMM JJOKYMEHTaMU I€peAAaeTCs Ha OTKPHITOE XPAHEHNE, YUUTHIBAETCS B JINCTE (POHJIOB 3a
TEM € HOMEpPOM, U4TO M CEKpeTHas1, HO 0e3 nHaekca "c'".

[Ipu paccexpeunBanuu OONbIIEH YaCTH 1€ U APXUBHBIX JOKYMEHTOB 10 CEKPETHOM OMHICH
7€, TOKyMEHTOB C JaHHOM ONKCU CHUMAETCs KOIUS, IPU KONUPOBAHUM 3aroJOBKH €IMHUL]
XpaHEeHHUs/€AMHUI] y4eTa, OCTABICHHBIX Ha CEKPETHOM XpaHEHWUH, 3aKpbiBaroTcs. Komus ornmcu
Ha pacceKpeyeHHbIE Jea U apXUBHbIE JTIOKYMEHTHl NEepeqaceTcsi Ha OTKpbITOEe XpaHeHue. B
9K3EMILISIpE OMUCH JieJ, JOKYMEHTOB, OCTaBIICHCS Ha CEKPETHOM XPaHEHUH, COXPaHSAETCS UX
HyMmepauus. B aucre Gponaa Takas OnMch yUUTHIBACTCS ABAXKABI: SK3EMILISIP OMUCH, OCTABIIMNCS
Ha CEKPETHOM XPAaHEHHH, - C COOTBETCTBYIOUIEH MHACKCALIMEN CEKPETHOCTH, CKOMMPOBAHHBIN
9K3EMILISP, NIepelaHHbI Ha OTKPBITOE XpaHEHHUE, - 0e3 uHaekca "c".

[Tpu paccekpeurBaHUM OTIENBHBIX €AMHULl XPAHEHUS/CIMHUL] yUeTa 110 CEKPETHOM OMHICH
JeNl, JOKYMEHTOB OHHM BKJIIOYAIOTCSI B OMHCH [€J, JOKYMEHTOB OTKPBITOTO XpaHEHHS



COOTBETCTBYIOILIEIO apXMBHOro (OHJIA 3a JIUTEPHBIMM HOMEpaMM WM B BaJIOBOM
MOCJIeI0BATEIHHOCTH.

B ommcax gen, [OKyMEHTOB, OCTAIOIIMXCS Ha CEKPETHOM XpaHEHUH, B rpade
"[Ipumeuanus” TPOTHUB 3aroJIOBKOB PACCEKPEUEHHBIX €IUHUI] XPAHCHUS/CIUHHI] ydeTra
npocraisiercs mraMn "PaccekpedeHo". B ciywae, Korja pacceKpeyeHHbIE EIUHMIIBI
XpaHEHUs/€AUHUIIBI yueTa BKIIIOUEHBl B OMMCH JI€J, JOKYMEHTOB OTKPBITOTO XpaHeHus (3a
JUTEPHBIMU HOMEpaMH WJIM B BaJOBOIl IMOCIIEOBATEIHHOCTH), B CEKPETHOH omucu B rpade
"[Ipumeuanus" yka3piBaeTcs UX HOBBIM HOMED.

[Tocne paccekpeunBaHus K ONMUCAM /€], JOKYMEHTOB OTKPBITOIO M CEKPETHOI'O XpaHEHMSI
COCTaBJISIIOTCS HOBBIE WUTOTOBBIE 3amucu 00 oObeMax (aKTHUECKH YYTCHHBIX B HUX €IMHMII
XpaHeHUs/eAMHUIL yueTa.

[Ipu paccekpeynBaHMHM OJHOTO WM HECKOJBKUX apXHMBHBIX JOKYMEHTOB B COCTaBe
CEKPETHOI'0 JieJla OHO OCTAaeTCsi Ha CeKpeTHOM XpaHeHuu. K apxuBHOMy mmdpy Ha 00JI0XkKKe
nena K uHAekcy 'c" mobasisgercs OykBa "u'. Homepa JHCTOB pacceKpedEeHHBIX apXUBHBIX
JOKYMEHTOB mepeuucisitorcss B rTpade '"l[lpumedanus" HAOIpOTHB 3arojoBKa YacCTHYHO
paccekpeueHHOro Jena, a Takke BO BHYTpeHHeW omucu jaena. Ilpu oTcyTcTBUM B jAene
BHYTPEHHE OIMCHU CBEIEHUS O pACCEKPEUEHHBIX apXMBHBIX JOKYMEHTAX OTpPaXarTcs B
JMCTE-3aBEPUTEIIE C YKa3aHUEM HOMEPOB COOTBETCTBYIOLUX JTUCTOB.

B npaBoM BepxHeMm yriy O0OJIOKKH pPACCEKPEYEHHOIO [ejla IPOCTABISIETCS IITaMII
"Paccekpeueno". Munekc "c", "cc" wim "oB" B HOMEpe Jiena 3a4epKUBaETC.

Yuer APXUBHBIX JOKYMCHTOB JIMYHOI'O ITPOUCXOKIACHHUA

3.7.8. VYuer TNOCTYIUICHHA AapXWBHBIX JOKYMEHTOB JIMYHOTO ITPOHUCXOKJICHHS,
NepeaaBaeMblX COOCTBEHHUKOM B (pellepajbHyl0 COOCTBEHHOCTb, B COOCTBEHHOCTb CyObEKTa
Poccuiickoii denepanyy WiIM MyHULIUOATBbHYIO COOCTBEHHOCTh, BEJETCS Ha OCHOBAaHMM aKTa
IIpMeMa Ha XpaHEHHE JIOKYMEHTOB JIMYHOIO IpoucxoxaeHusa (mpuwiokenue N 10). K akry
MPWIAraloTcsl CAaTO4YHasl OMKMCh apXMBHBIX JOKYMEHTOB M pEIICHHE SKCIEPTHO-NPOBEPOUHOMN
KOMHMCCHUM apxuBa WIM HKCIEPTHO-NPOBEPOYHON KOMMCCHUHU YIIOJHOMOUYEHHOIO OpraHa
UCTIOJIHUTENIbHOU BiacTu cyObekra Poccuiickoit deaepaunu B chepe apXuBHOIO Jena (Janee -
OIIK) o npueme 3Tux JOKyMEHTOB B apXMB.

VY4er apXMBHBIX JIOKYMEHTOB JIMYHOIO HPOMCXOXKJIEHHUS, HAXOJSIIUXCS B YaCTHOU
COOCTBEHHOCTH, IN€peJaHHbIX [0 JOrOBOPY HA XpaHEHHWE B apXWB, OCYIIECTBISIETCS B
YCTaHOBJICHHOM Topsiike (cm. 1. 3.7.11).

W3MmeHeHns koinyecTBa M COCTaBa apXUBHBIX JOKYMEHTOB JMYHOTO MPOMCXOXKICHHUS B
pe3ysbTaTe UX ONUCAHUS JOKYMEHTUPYIOTCS AaKTOM ONMCAaHMs JOKYMEHTOB, Ha OCHOBaHUU
KOTOPOTO BHOCATCS M3MEHEHHUSI B y4YeTHblEe JOKYMEHThl. Ha JOKyMEHTHI, HE MOJJIexaliue
XpaHEHHI0O B apxHUBE, COCTABISIETCS AaKT BO3BpaTa JOKYMEHTOB COOCTBEHHMKY B JIBYX
9K3EMIUIApax, OAUH U3 KOTOPBIX BMECTE C JOKYMEHTaMH IepeaeTcsi COOCTBEHHHUKY.

He nonyckaercs XpaHeHHME B apXuMBE HEYUTCHHBIX APXMBHBIX JIOKYMEHTOB JIMYHOIO
IIPOUCXOXKICHUS.

Yuer JAOKYMCHTOB I10 JINYHOMY COCTaBy

3.7.9. Yuer NOKYMEHTOB IO JIMYHOMY COCTaBY, 3a UCKIIOYEHHEM IPUHATHIX 110 TOTOBOPY
Ha XpaHCHHE B apXWB JIOKYMEHTOB MO JIMYHOMY cocTaBy (cM. m. 3.7.11), ocymiecTBisieTcs: Ha
OOIINX OCHOBaHUSX.

VYyer konuuecTBa XpaHALIUXCS B apXMBE JOKYMEHTOB IO JIMYHOMY COCTaBY MPOBOJUTCS
Ha OCHOBE WX TOJCYETa IO JIMCTaM (POHIOB M OMHUCSM JEeJ IO JINYHOMY COCTaBy ¢ (pukcarueit
pe3ysbTaTOB MO KaxaAoMy (GOHAY M CyMMapHO IO apXHMBY B KHUI€ ydyeTa JOKYMEHTOB IO
JUYHOMY COCTaBY (IIPOU3BOJILHON (HOPMBI).



ITo pe3yiibTaTaM IPOBCACHUA SKCIICPTHU3bI HECHHOCTH JOKYMCHTOB 110 JIMYHOMY COCTaBY I10
HCTEUYEHUH 75-TIE€THErO CpOKa UX XPAaHCHUA B YUCTHBIC JOKYMCHTBI BHOCATCA COOTBECTCTBYIOIIUEC
N3MCHCHHMUA.

Vuer J€J1, UMCHOIIUX B Oq)OpMJ'IeHI/II/I Aparouc€HHBIC METAJLJIbI U KAMHU

(n. 3.7.10 He pacmpocTpaHseTcs Ha TOCYJapCTBEHHbIE M MYHHMIMIIAJIbHBIE My3€U U
OuOIMOTEKN)

3.7.10. ApxuB, XpaHsIui Jena, UMeronKe B 0GOpMICHUH WM B MPUIOKEHHUH K HUM
JparolieHHble MeTa/llibl M KaMHH, B COOTBETCTBUM C 3aKOHOJATeNbCTBOM Poccuiickoit
denepani  PEerucCTpUpyeTcs B  COOTBETCTBYIOLIEH HMHCIEKIMH MPOOMPHOrO  Haj3opa
MunucrepctBa puHaHcoB Poccuiickoil @eneparuu.

VY4yer yka3zaHHBIX J€N OCYIIECTBISET MaTepUalbHO-OTBETCTBEHHOE JHIIO, C KOTOPHIM
PYKOBOJUTENb apXMBa 3aKJIH0YaET JOTOBOP O MAaTepUAIbHON OTBETCTBEHHOCTH 32 COXPAHHOCTh U
yueT JieJl, UMEIOLIUX B 0(OPMIICHUH WM B PUIIOKEHUH K HUM JIPAroleHHbIE METaJlIbl U KaMHHU.

VYkazaHHble Jefla TepefaloTcss MaTepHalbHO-OTBETCTBEHHOMY JIMIy Ha ceiidoBoe
XpaHEeHHEe, O YeM JIeJIaeTCs COOTBETCTBYIoIIas oTMeTka ("'cefihoBoe xpaHeHue") B OMHUCH A,
JOKYMEHTOB, M BKJIOYAIOTCA B CHELMAIbHYI0 MHBEHTAPHYIO KHHUIY Yy4yeTa Jell, UMEIOUINX B
oopMiIeHNN WM B MPUIIOKEHUN K HUM JparoleHHbIe MeTa/lbl U KaMHH. JlaHHasi MHBEHTapHasl
KHMra CcOCTaBisieTcs W Beaercs B 3 dk3eMmiuiipax. llepBblil SK3eMIuIlp XpaHUTCA B
MO/Ipa3/IeJIEHNH, OCYIIECTBISIONIEM [IEHTPAIM30BAHHbIN (B paMKaxX apXHBa) y4eT JOKYMEHTOB,
BTOPOI1 - y MaTepHagIbHO OTBETCTBEHHOT'O JIULIA, TPETHI! - B OyXraiaTepuu apxuaa.

Jlena BHOCATCSI B MHBEHTapHYI0 KHUTY 110 HOPSIIKY HOMEPOB apXMUBHBIX (DOHIOB U onuceit
7€, JOKYMEHTOB, a BHYTPH Ka)XI0M OMNMCH JIeJ, TOKyMEHTOB - 10 MOPSAKY HoMepoB nen. Ha
OUpKe, IPUKPEIUIIeMOi K 00JI0KKe KaXI0Tr0 Aesa (IpeaMeTa), yKa3blBaeTcss HOMEp, 32 KOTOPhIM
OHO yUYT€HO B MHBeHTapHOH kHure. Homep mpocraisiercss yepe3 ApoOb ¢ apXUBHBIM MIH(PPOM
(manpumep, uuB. N 1/TAPD, ¢. 572, om. 1, n. 17).

K vHBeHTapHON KHUI€ COCTaBJISETCS MTOrOBas 3alKCh, B KOTOPOH IU(paMu U MPOMHUCHIO
YKa3bIBAIOTCSl KOJIMYECTBO JieN (IIPEMETOB), BHECEHHBIX B KHUTY, JaTa COCTABJICHUS UTOTOBOM
3aIlHCH, TOJKHOCTD U (haMUIIMs MaTepUaIbHO OTBETCTBEHHOTO JIMLIA.

JIucTel MHBEHTApHOW KHHUIM JI0 Hayaja €€ 3alojHEeHHs [POHYMEPOBBIBAIOTCS,
IIPOIIHYPOBBIBAIOTCS U CKPEIUIAIOTCA MedaThio apxuBa. Ha o0opoTe mocienHero JucTa KHUTH
JIEJIaeTCs 3alKiCh O KOJIMYECTBE JUCTOB B KHUTE, KOTOpas 3aBEPSIETCS MOANUCAMU PYKOBOAUTENSA
apXxuBa, TTIABHOTO XpaHUTENs (POHIOB M CKPEIUISETCS M1eYaThI0 apXHBa.

EXerogHo crennanbHOM KOMHUCCHEH, CO3JaBa€MOM IIPUKAa30M PYKOBOIMUTENS apXuBa,
IIPOBOJUTCS WHBEHTapHU3alUs JAel, UMEIIHUX B OQOPMIEHHM WIM B IMPUIOKEHUH K HUM
JparolieHHble MeTa/ibl M KaMHHU. VHBeHTapu3auus NPOBOAUTCS TaKXKe B CIydae CMEHbI
MaTepHalbHO OTBETCTBEHHOTO JIMIIA, PYKOBOJAMTEINS apXHBa, IJIABHOTO XpaHUTENS (OHIOB.
PesynbraTel MHBEHTApHU3aLUU OPOPMIISIOTCS] aKTOM, COCTABISIEMBIM B TPEX SK3EMIUISIpaxX, OJUH
U3 KOTOPBIX HANpaBisieTCs] B COOTBETCTBYIOIIMN YIIOJHOMOYEHHBIH OpraH MCIIOJIHUTEIbHON
BJIACTH B c(hepe apxXUBHOI'O Jea.

VYuer apXuUBHBIX TOKYMEHTOB, HAXOJSALIUXCS B YaCTHON
COOCTBEHHOCTH, MPUHSATHIX 110 JOrOBOPY Ha XpaHEHHUE B apXUB

3.7.11. Yuer nokymentoB ApxuBHoro ¢onna Poccuiickoit denepanuu, TPUHATHIX IO
JIOTOBOPY HAa XpaHEHHWE B apXWB HA OCHOBAHWU aKTa MpHeMa-lepenadd JOKYMEHTOB Ha
xpanenue (npuioxkenue N 9), OCyIIECTBISIETCS B OCHOBHBIX YUETHBIX JIOKYMEHTaxX apXuBa C
coOJTI0/IEHUEM CIEAYIOIMX 0COOEHHOCTEH:



B KHHUI'€ y4eTa MOCTYIUIEHHH NOKYMEHTOB (mpuioxeHue N 5) yka3bIBaeTcsi COOCTBEHHUK
WU BJajeneln] JoKymMeHToB (rpada 3), HoMep W JaTa akTa mpuema-nepenadu (rpada 4), narta
HOJMMCAaHUs JOTOBOPA O Nepeaaye U CPoK JIeHCTBUS JOr0BOpa;

Ipy BKJIIOYEHUHM apXUBHOTO (oHJa B CIHMCOK (OoHIOB (mpuioxeHue N 6) K ero HOMepy
nobasisiercss unaekc "" ("moroBop"), KOTOpBIM coXxpaHsSeTcss 3a HUM BO BCEX YUYETHBIX
JOKYMEHTaX W apXMBHBIX IIK(ppax eIuHUI] XpaHeHUs], eNuHul] yueTa; B rpade "[Ipumeuvanus"
crMcKa (POHIOB TakkKe YKa3bIBAIOTCSI COOCTBEHHUK WJIM BJaJlesiel] apXUBHBIX JOKYMEHTOB, JlaTa
MOJINUCAHUS U CPOK JIEHUCTBUS AOTOBOPA.

KomnndectBo apXxuBHBIX (OHAOB, NPHHATHIX IO JIOTOBOPY Ha XpaHEHHE B apXUB,
YKa3bIBAa€TCsl OTAEIbHOW CTPOKOM B HTOTOBBIX 3alMCSIX B CHHCKE (OHIOB, KHUTE ydera
MOCTYNJIEHUH T0KYMEHTOB.

OK3eMIUISIp JI0rOBOPA, 3aKIIOUEHHBI € COOCTBEHHMKOM WM BIAJAEIBIEM apXUBHBIX
JIOKYMEHTOB, BKIIIOYaeTCs B J1e)10 (poHa.

[Ipu BBIOBITHM apXUBHBIX IOKYMEHTOB apXUBHOIO (DOH/A B CBSA3M C UCTEUEHUEM CPOKa €ro
XpaHEHUsi B COOTBETCTBUU C JIOTOBOPOM €ro HOMEP HE MOXET ObITh HPHUCBOEH IPyromy
apxXuUBHOMY (OHTY.

[IpunsTHIE 110 JOrOBOPY Ha XpaHEHHE B apXMB JOKYMEHTbI ApXxuBHOro ¢onaa Poccuiickoii
deneparyy, HaXOIUBIINECS B YACTHOM COOCTBEHHOCTH M HA 3aKOHHOM OCHOBAHMH TEepeIleAIIne
B (enepasibHyI0 COOCTBEHHOCTh, COOCTBEHHOCTH cyObekTa Poccuiickoir ®Denepanmu uiu
MYHUIUNAIbHYIO COOCTBEHHOCTb, YUUTHIBAIOTCSI B OCHOBHBIX YUETHBIX JOKYMEHTaX HapaBHE C
OCTaJIbHBIMU JIOKYMEHTAaMH apxuBa. B ydeTHBIX JHOKyMEHTaX M apXUBHbBIX MU(pPax eIUHUI]
XpaHeHus1, eauHul ydera uHaekc "J1" 3adepkuBaercs, B rpady "llpumeuanus” crucka GoHIO0B
BHOCSITCSI COOTBETCTBYIOIINE CBEICHMSL.

ApXUBHbIE JOKYMEHTBI, HE BKJIFOUEHHbIE B YCTAHOBJICHHOM IOPSIIKE B COCTaB APXUBHOTO
¢onna Poccuiickoit denepanuy, B TOM YUCIIE JOKYMEHTHI [0 JINYHOMY COCTaBY, IPUHSTHIE MO
JIOTOBOPY HAa XpaHEHHE B apXHB, YUUTHIBAIOTCS OTAEIBHO OT JOKYMEHTOB ApXMBHOro (hoHna
Poccuiickoii @enepaunu. s ux ydera BexyTCs OTAENbHBIE CIHCOK (DOHIOB, KHUTA ydeTra
MOCTYIUIEHUH JOKYMEHTOB, a TAK)K€ JTUCThI (JOHJIOB U APYTHUE YUETHbIE JOKYMEHTHI.

Yuyet konui APXUBHBIX JOKYMCHTOB Ha IIpaBax IMOJJIMHHUKOB

3.7.12. KonusiMu apXUBHBIX JOKYMEHTOB Ha IIpaBaX MOJJIMHHUKOB SIBJIIOTCS BKIIOUEHHBIE
B YCTaHOBJIEHHOM MOpsiKe B cocTaB ApxuBHoro ponaa Poccuiickoit @eneparuu:

MHUKPOOWIBMBl ~ apXMBHBIX  JOKYMEHTOB,  HW3TOTOBJEHHble ¥  O(QOPMIICHHbIE
(oHn000pa3oBaTesieM B COOTBETCTBUH C CYIIECTBYIOLIMMU HOPMAaTUBAMH;

KOIIMM apXMUBHBIX JOKYMEHTOB, MOJJIMHHMKH KOTOPBIX YTpau€Hbl WM HaXOISATCS B
COOCTBEHHOCTH HOPUIUYECKUX WM (PU3NYECKUX JIML, B CHJIY YEro He MOTYT IMOCTYNUTh Ha
IIOCTOSIHHOE XPAaHEHUE B APXMUB;

KOIIMM apXUBHBIX JOKYMeHTOB, nepemelieHHbix B CCCP B pesynbrare Bropoit Muposoi
BOMHBI M Haxoasmuxcs Ha Tteppuropun Poccuiickoir ®enepauuu, MOJIMHHUKA KOTOPBIX
BO3BpAIIICHBI B CTPAHbl UX IPOUCXOKACHHUS.

Konun apxuBHBIX JOKYMEHTOB Ha IWpaBaxX IO/UIMHHUKOB, TE€peJaHHbIE B apXUB
¢doHn000pa3oBaTesieM, YYMUTBHIBAIOTCS B cocTaBe €ro (oHga IO OTIENbHOW OHHMCH Jell,
nokymeHToB. [Ipu aTom B rpade nanHoi omucu "KonuvectBo ucToB" yepes ApoOb yKa3bIBAETCS
TaK)Ke KOJIMYECTBO KaJPOB, OTCHATBIX C OJIHOTO JIeja.

Konun apXxuBHBIX [TOKyMEHTOB Ha MpaBax IOJJIMHHUKOB, OTCHATHIE C TOJIMHHBIX
JOKYMEHTOB, KOTOpbIE YTpade€Hbl WM HAXOAATCA B COOCTBEHHOCTH HOPUAMYECKHX WIH
¢u3nyecKkux JMI, a TaKXKe KOMHUU MEepPEeMEIlEeHHBIX JIOKYMEHTOB, MO/UIMHHUKH KOTOPBIX
BO3BPAIICHBI B CTPAHbI UX MPOUCXOXKICHHS, (OPMUPYIOTCS B APXUBHBIC KOJUICKIUH. APXUBHBIE
KOJUIEKIIMY YUUTBIBAIOTCS B criicke (poHAoB (mpusoxeHue N 6) B yCTAHOBICHHOM HOPSAKE.



Kornuu apXuBHBIX JOKYMEHTOB Ha IPaBaxX MOJTMHHUKOB, H3TOTOBJICHHBIC MAIIMHOMHCHBIM
WIN 3JEKTPOrpauuecKuM CrocoOOM € apXUBHBIX JTOKYMEHTOB Ha OyMa)KHOW OCHOBE, a TaKXkKe
KONMH ayAHOBU3YaJbHBIX JOKYMEHTOB (DOPMHUPYIOTCS B €IMHHUIBI XPaHEHUS/CAUHUIIBI YUeTa,
KOTOPBIE YYHTBIBAIOTCS B OIMHUCSX JeJl, JOKYMEHTOB 10 aHAJIOTHH C IMOJUTHHHBIMU apXUBHBIMH
JTOKyMEHTaMH Ha COOTBETCTBYIOIINX HOCHTEIISX.

3a enuHMIly XpaHEHMs KONMMH AapXMBHBIX JOKYMEHTOB Ha IpaBax IOJUIMHHUKOB,
W3TOTOBIICHHBIX B BHJE MHUKPOKONUH, NpUHUMAETCs (U3UUECKH OOOCOOICHHBIH pYJIOH
MUKpO(QMIbMa WM KOMIUIEKC MUKPO(UII BHE 3aBUCUMOCTH OT KOJIMYECTBA OTCHATHIX HA HEM
JIeT W apXWBHBIX JOKYMEHTOB. Kakmas eanHWIa XpaHEHUsS YYHTHIBACTCS B ONHWCH eI,
JTOKYMEHTOB TI0/I CAMOCTOSITEIbHBIM HOMEPOM. B MTOroBo#i 3amicu K OMUCH Jell, JOKYMEHTOB
HapsAIy C KOJMYECTBOM €IMHHII XpPaHEHHsS MHUKPOKOIHUI YKa3bIBAeTCS CyMMAapHOE KOJIUYECTBO
COCTABIISFOLINX MX KaJIPOB.

YyeT 1UCTOB B ACJIC, (bOTOOTHe‘laTKOB
B (1)0T08.J'IB6OM€, CAUHUI XPAHCHUS B COCTABC CANHUIIBI YUCTa
AyIUOBU3YAJIbHBIX JOKYMCHTOB

3.7.13. KonuyecTtBO JHMCTOB B JEJl€ U E€IUHUIl XPAHEHUS B COCTAaBE€ E€IWHHUIIBI ydeTa
ayJTMOBU3YyalIbHBIX JOKYMEHTOB YUUTHIBACTCA HA OCHOBE MX HyMepaluu U (PUKCUPYETCS:

JUCTOB B Jielie - B JIMCTe-3aBepurene (mpmiokenne N 3) M B COOTBETCTBYIOLICH Tpade
OIHCH e, T0KyMeHTOB (npuioxenust N 7 - 8);

doTooTneyaTtkoB B (oToanrboMe - BO BHYTpEHHEW omucu (oToaribOoma, a TaKkKe B
COOTBETCTBYIOIIEH rpade onucu GoToarr00MOB;

€MHUILIBI XpaHEHUs IPYTHX ayIMOBU3yalbHBIX JOKYMEHTOB - B COOTBETCTBYIOLINX Ipadax
ONMUCEN ATUX JOKYMEHTOB.

[Ipu yuere equHUI] XpaHEHHUS B COCTABE €UHUIIBI YUETa Ay TMOBU3YaIbHBIX JOKYMEHTOB:

€MHULIBI XpaHEeHUs JUaQUIbMOB pacIoiaratoTcs 1Mo HOPSAKY HOMEPOB PYJIOHOB;

€MHUILIBI XpaHeHHs] KHHOJIOKYMEHTOB PaclojaraiTcs Mo 3JIeMEHTaM KOMIUIEKTa, BHYTPH
KOTOPOIr'0 HyMEPYIOTCS 1O MOPSIAKY HOMEPOB YaCTElH;

eMHUIBI XpaHEHUs1 (POHOAOKYMEHTOB paCIONaraloTcsl B TOPSAIKE MPOU3BOJACTBEHHBIX
HOMEPOB.

Yuer CTPaxoBOro (I)OHI[E[ u (I)OHII& IIOJIb30BaHUA

3.7.14. O6bem ctpaxoBoro (onHma u ¢oHAA TONH30BAHUA HM3MEPSIETCS B EIUHUIIAX
XpaHCHUs/€AMHUIAX YUeTa, a TAKXKE B!

Kajpax - Ui KOTHIA apXUBHBIX JOKYMEHTOB Ha OyMa)KHOH OCHOBE M (DOTOOKYMEHTOB;

METpax - i Konui KHHOJOKYMCHTOB,

BpPEMEHU 3BYYaHHUS - U KOMHHA (POHOTOKYMEHTOB;

B MeradanTax - JJIA KOIUH SJICKTPOHHBIX JOKYMCHTOB.

[Ipy 3TOM OTIENBHO YYUTHIBAIOTCS CTPAXOBBIC KOMHMU YHHKAIBHBIX JIOKYMEHTOB M 0CO00
HCHHBIX AOKYMCHTOB W KOIIMHU (I)OHI[E[ MOJIb30BaHUs, OTCHATLIC C APXHMBHLIX NOKYMCHTOB Ha
OyMaxHOW OCHOBe (pa3/elbHO Ha PYJIOHHOW IUICHKE W MHUKpo(dHINax); KHHOJIOKYMEHTOB;
(hOTOIOKYMEHTOB; (POHOTOKYMEHTOB; BUICO(POHOTpaMM; 3JIEKTPOHHBIX TOKYMEHTOB.

VYder BeneTcs Mo KHATaM y4eTa IMOCTYIUICHHH CTpaxoBoro GpoHAa U OoHIa MOJIh30BAHUS U
OMMUCSAM CTPaxoBOTO (GoHIA. YUET MOCTYIJICHHS U BBIOBITHS CTPAXOBBIX KOMUH OCYIIECTBISETCS
Ha OCHOBAHHWH 3aKa30B Ha U3IOTOBJICHHUEC CTPAXOBBIX KOIIMH U KOIIUH (I)OHIIa IIOJIb30BaHHA, aKTOB
npueMa-rnepeaadn CTpaxoBbIX Koy Ha CIICHUAJIBHOC XPAaHCHUC U APYTHUX aKTOB. K xpuram
ydeTa MOCTYIJICHUH €KEr0IHO COCTaBIISICTCSl HTOTOBAsI 3aIHCh.



Onmcu cTpaxoBoro (QoOHAA COCTABIAIOTCS B 3 SK3eMIusipax. [lepBble IK3eMIUISIPHI
MepelaloTCsl BMECTE CO CTPAXOBBIMU KOIMHUSMU YHHUKAJIbHBIX JOKYMEHTOB M 0CO00 IEHHBIX
JOKYMEHTOB B CIICIIMAJIbHbII apXUB, BTOPbIE U TPETbU OCTAIOTCS B apXHBE.

[To mMepe xomupoBaHMs U NEpeAayd CTPAXOBBIX KOIMHMH YHUKAIBHBIX JOKYMEHTOB U 0CO00
LIEHHBIX TOKYMEHTOB B CHEIMAIbHBIM apXHB K OMHUCSIM CTPAXOBOTO (POH/IA COCTABIISIOTCS HOBBIE
WTOTOBBIE 3aIUCH B YCTAHOBJICHHOM MOpsiAKe (cMm. 1. 3.5.6).

B onucsax nmen, nokymenToB B rpade "[lpumedanus" HampoTHUB 3aroj0BKa CKOIMMUPOBAHHOM
€IMHUILIBI XpaHEHUs!/eTUHUILIBI yueTa npocTasisercs mramn "CO". Eciau ckonupoBaHsbl Bee Jiena,
JOKYMEHTBI, BKJIIOUEHHbIE B ONUCH, mwTamn "C®d" npocTaBiiseTcs TOIbKO Ha TUTYJIBHOM JIUCTE U
00JIOXKKE OTIHCH JIeNT, JOKYMEHTOB.

3.7.14.1. 3a enuHuny XpaHEHUS/€AUHMIy Y4eTa CTPaxoBOro (oHAa YHUKAIbHBIX
JOKYMEHTOB U 0CO0O IIEHHBIX JIOKYMEHTOB Ha OyMaXHOM OCHOBE Ha pYJIOHHOH IJICHKE
pUHUMAaeTCst GU3NIECKU 000COOIEHHBIN PyJIOH MUKPODUIIbMA.

B knury yuera mocTyruieHuil cTpaxoBoro ¢oHIa M (HOHIA MOJB30BAaHUS HA PYJIOHHOM
IUIEHKE B BaJOBOM MOPs/IKE (BHE 3aBUCUMOCTH OT (POHIOBOW MPUHAJUIEKHOCTU JOKYMEHTOB) Ha
OCHOBAHUU 3aKa3a Ha W3rOTOBJICHHE CTPAaXOBBIX KOMMH 3aHOCHUTCS KaXJas €AMHUIA XPaHEHHs
crpaxoBoro (onna. Ilo kaure ydera noctyruienuil (rpada 1) eaMHunam XpaHeHUs: CTPaxoBOTO
(oHIa MPUCBAMBAIOTCS yUETHBIE HOMEPA, KOTOPBIE SBISIOTCS COCTABHOM YacThIO MX apXUBHBIX
mmdpos.

Ha Bce cTpaxoBble KONWM YHHUKAJIbHBIX JOKYMEHTOB M OCOOO LIEHHBIX JOKYMEHTOB BHE
3aBUCUMOCTH OT HX (POHIOBOH MPHHAIJICKHOCTH COCTABIISIETCS ONUCH CTpaxoBoro (onna,
HyMepalus eJUHULl XpaHEHHs CTPaXxoBOro (oH/a B KOTOPOH COOTBETCTBYET yUETHBIM HOMEpaM,
IIPUCBOEHHBIM UM 10 KHUI'€ yUYeTa MOCTYIIEHUH.

ApPXUBHBIM HMIM(PPOM €AMHHULIBI XPAaHEHHsI CTPAaXOBOTo (hOHMA SIBISIETCS Ha3BaHUE apXUBa,
HOMEp ONMCHU CTpaxoBoro (oHIa, HOMEp ydeTa €IMHHIBI XpaHEHUs CTpaxoBoro (oHma c
nobasienneM nuaekca "CO".

3.7.14.2. 3a epunuily ydera cTpaxoBoro (oHIa AOKYMEHTOB Ha OyMa)KHOH OCHOBE Ha
MUKpO(QUIIaX TPUHUMACTCS OIHA WM HECKOJIBKO MHUKPOQUII, OTCHATBIX C OJHOTO JAeia U
MOMEILEHHBIX B OJJUH KOHBEPT, 38 €AUHUILY XpaHEHUS - MUKpO]HUILIA.

[To xHUre yyera NOCTYIJIEHUH CTpaxoBoro ¢poHaa U (poHAa NOIb30BAHUSA HA MUKPO(UILAX
KaKJOMY IIOCTYIUIEHUIO IPUCBAaUBAETCs NOPSAAKOBBIM HOoMep. KoanuecTBeHHBIE MOKa3aTenn
BHOCATCSL C y4eTOM (DOHJOBOI NPUHAIICIKHOCTH OTCHATBHIX KOMHHA 1O KKIOMY apXHBHOMY
(GhoHly U OIIHCH JIeJ1, JOKYMEHTOB OT/IEIBHO.

Onucu crpaxoBoro (oHIa Ha MHUKPO(QHIIAX COCTaBISIIOTCA pa3feibHO Ha CTPaxoBble
KOIIMM KaX/10r0 apXUBHOTO ()OHJIA, OJTHY MJIM HECKOJIBKO €ro OMHCEH.

Y4eTHBIM HOMEPOM E€OUHMIBI y4yeTa CcTpaxoBoro Qouaa u (OHIA MOJIB30BaHUA
JOKYMEHTOB Ha OyMa)KHOH OCHOBE, M3rOTOBJIEGHHOTO Ha MHUKpO(UIIAX, SIBISETCS YUETHBIH
HOMEp OTCHSITOrO Jeila, apXUBHBIM MIM(PPOM - COOTBETCTBEHHO, apXUBHBIA HIU(PP OTCHITOTIO
nena ¢ jgobaBiaeHueM uHaekca "CD" - g crpaxoBoro donma u "II" ("Ilo3utus"), "J1"
("Huazoxomnusa") - anst GoHIA TTOTB30BAHUS.

3.7.14.3. EnquHULBI XpaHEHUs/€AMHUIBI yueTa cTpaxoBoro (oHga M (GoHAA MOJIb30BAHHS
ayJIMOBU3yaJlbHBIX ~ JOKYMEHTOB  WIEHTUYHBbl  €IMHUIAM  XpaHEHHUs/€AMHHULIAM  Yy4eTa
ayJJMOBU3YyaJIbHBIX JOKYMEHTOB.

CrpaxoBble KOMUU KMHO- U (POTOIOKYMEHTOB YUUTBHIBAIOTCS HE3aBUCUMO OT BHJA KUHO- U
(OTOIOKYMEHTOB B KHMIax ydera IOCTYIUICHMA M ONUCSAX cTpaxoBoro (oHma u ¢GonHna
10JIb30BaHUS.

CrtpaxoBble Konmuu (OHOAOKYMEHTOB Ha MarHUTHOM JIEHTE M TPaMOPUTHMHAJIOB M3-3a UX
000C00JIEHHOTO XpaHEHUsI YUUTHIBAIOTCS B Pa3HBIX KHUIaxX yueTa MOCTYMJICHUN U OMUCSX.

B UTOroBbIX 3amucsx KHUT ydeTa MOCTYIUIEHMH M omuceil ctpaxoBoro ¢oHma u (oHma
MI0JIb30BaHUS KUHO(POTONOKYMEHTOB U  (OHOAOKYMEHTOB HA METAJUIMUECKHUX JIHUCKaxX
JIOTIOJTHUTEIBHO ~MOJKET YKa3blBaThCsl KOJMYECTBO E€IUHMI] XPAaHEHHUS COOTBETCTBEHHO



MIPOMEXYTOUHBIX MO3UTHUBOB M KOHTPATHUIIOB; MO3UTHUBOB U AyOJsib-HEraTuBoB; HeueTHbIX (1) u
yeTHbIX (II) rpamopuruHanos.

B WTOroBBIX 3amUCsIX K OIHUCSAM CTPaxoBBIX KOMUH KHHO(OTO(HOHOTOKYMEHTOB
YKa3bIBAeTCs TAKXKE UX 00bEM B METpax, KaJpax, yacax 3ByyaHUsl.

Homep enunumpl yuyera ctpaxoBoro ¢oHna KuHO(POTOPOHOIOKYMEHTOB MEPEHOCUTCS B
OMKCh U3 KHUTH y4yeTa MOCTYIUIEHUI. APXUBHBIM HIHU(PPOM €TUHUIIBI YUeTa CTPaxoBOro GpoHaa
KMHO(POTO)OHOAOKYMEHTA SIBJIIETCSI HAa3BaHUE apXuBa, HOMEP EIUHMIBI Y4eTa CTPaXxOBOTO
¢donna c nobapnenuem nHIekca "CO".

3.7.14.4. Yder Konui apXUBHBIX JOKYMEHTOB, CO3JaHHBIX B MPOIECCE UX MCIOJIb30BAHUS
Y BKJIFOYEHHBIX B (DOH]] MMOJIb30BAHUS, BEAETCSA B apXUBE B OTACIBbHON KHUTE ydeTa KOMUN 3TUX
JIOKYMEHTOB.

VY4er My3elHBIX IPEAMETOB U ONOINOTEUHBIX (POHIOB

3.7.15. Yuer My3eHHBIX IPEIMETOB, SBISAIOLIMXCA BJIOXKEHUEM B JEJI0, BEIETCS B
YCTAHOBJICHHOM Mopsiake (cm. 1. 3.7.13).

My3eiiHble IpEeIMEThI, HE SIBISIIOIINMECS BIOKEHUSIMU B JIEJI0, IPUHATHIE HA XpaHEHUE B
cocTaBe apXMBHOTO ()OH/A, YUUTHIBAIOTCS B COCTaBe ATOro (hOH/A KaK equHUIIbI XpaHeHus. [Ipu
3HAYUTEIIBHOM KOJIMYECTBE TaKUX EJUHUI] XPAHCHHA HAa HUX COCTABISAETCS OTAENIbHAs ONMCH
JIeJ1, JOKYMEHTOB.

Brxitouenne B cocraB MyseitHoro ¢onna Poccuiickoit ®@enepanuu M ydeT HaHHBIX
My3€HHBIX TPEIMETOB OCYILIECTBISIOTCS B COOTBETCTBHM C TOPSIKOM, YCTaHOBJIEHHBIM
CHELUAIBHO YIOJIHOMOYEHHBIM ()efepaibHbIM OpPraHOM HCIOJIHHUTENBHOW BIIACTH  JUIS
Myseiinoro ponna Poccuiickoit denepanuu.

Y4er My3eiHBIX MPEIMETOB, COAEPIKALIUX IPArOLIEHHbIE METAIbl U KaMHH, BEIETCS B
YCTaHOBJICHHOM Topsiike (cMm. 1. 3.7.10).

3.7.16. Yuer OubnuoreyHoro (CrpaBOYHO-MH(POPMAIIMOHHOTO) (POHIa apXuBa BEAETCS B
COOTBETCTBUM C THOPSJIKOM, YCTAaHOBJIEHHBIM CIIELUAIBHO YHOJHOMOYEHHBIM (elepanibHbIM
OpPraHOM HCIIOJIHUTENBHON BIACTH JUIs1 OMOINOTEYHBIX (POHIIOB.

IV. Opranunzanus KOMIUIEKTOBAHUS apXUBa JOKYMEHTaMH
apxuBHOro (onna Poccuiickoit deaepanun u IpyrumMu
ApPXUBHBIMH JOKyMEHTaMHU

(B pasmene Ha TOCYyIapCTBEHHbIE W MYHULUINAIbHBIE My3ed U OUOIUMOTEKH
pactipoctpansitores nin. 4.3, 4.3.1,4.3.2,4.4.2,4.4.3,4.4.4,4.7)

4.1. Cucrematuyeckoe MOIMOJIIHEHUE apXHBa TOKyMeHTaMu ApxuBHoro gouaa Poccuiickoii
®denepanun (KOMIUIEKTOBAHUE apX1Ba) BKIIOYALT:

OMpPCACIICHUC NCTOYHUKOB KOMIIJICKTOBAHU apXUBa,

OIMpPEACIICHUC COCTaBa apXUBHBIX JOKYMCHTOB, IMOJJICKAIINX IPUEMY B apXUB,

npueM-Tnepesavy apXuBHBIX TOKYMEHTOB B apXUB.

M cTOUYHUKHN KOMITJIEKTOBAaHUS apxuBa

4.2. T'ocyapCTBEHHbIE OpraHbl U OPraHbl MECTHOI'O CaMOYIIPaBJIEHHUS BKJIIOYAKOTCS B
CIMCKM MCTOYHUKOB KOMIUIEKTOBAHUS TOCYJAPCTBEHHBIX W MYHMIMIAIbHBIX apXHBOB B
00s13aTeIbHOM TOPSIIIKE.

HcroynnkaMu KOMIUIEKTOBAHMS apXMBa BBICTYIAIOT TAK)XKE OpraHU3allMM M IpaKIaHeE, B
mporecce ACATEIHPHOCTH KOTOPBIX 00pa3yloTcs JOKYMEHTHl ApxuBHOTO (onma Poccuiickoi
denepanuu.



HerocynapcTBeHHble OpraHu3aiiy, a TakKe rpak/laHe BKIIOYAIOTCS B CIIUCKU UICTOYHUKOB
KOMILIEKTOBAHHS apXHBa Ha OCHOBaHUH JIOTOBOPA.

HerocynapcTBeHHbIE OpraHu3aiiuu, BPEMEHHO XpaHAIIUE TOKyMEHTh ApXuBHOro (oHAA
Poccuiickoit ®eneparnuu, oTHocsmuecs K QemeparbHO COOCTBEHHOCTH, COOCTBEHHOCTH
cyonrekToB Poccuiickoit ®denepanuu Wi MYyHUIUNAIBHON COOCTBEHHOCTH, BKJIIOYAIOTCS B
CIUCKH MCTOYHUKOB KOMIUIEKTOBAHHUS TE€X APXUBOB, UCTOYHHKAMU KOMIUIEKTOBAHUS KOTOPBIX
SIBJSUTMCH MX TIPEIIECTBEHHUKH - TOCYIAPCTBEHHBIE M MYHUIIMITAJIbHBIE OpTaHU3aIINH.

4.2.1. OTHeceHHE K MCTOYHMKAM KOMIUIEKTOBaHUS apXvBa MPOU3BOIAUTCS HA OCHOBAHUU
KpUTEPUEB:

JUISL OpraHU3aluil:

(GyHKIMOHATBHO-LIETIEBOTO  HAa3HAYEHMs] OpraHu3aluu (s TPYNIbl  OpraHu3aIui,
BBITIOJTHSIFOIITUX aHAJIOTUYHBIE (PYHKITUH, UCTIONIb3YyeTCs popMa BEIOOPOYHOTO MIpUEMA);

MOJTHOTHI OTpa)KeHHsI WH(OPMALMK O AEATEIHHOCTH OpPTaHM3allUMd B apXUBHBIX (HOHAAX
JAPYTUX OpraHu3alui;

JUTSL TPaXIaH:

BKJIAJl Tp)KJaHUHA B PA3BUTHE HAYKH, KYJIbTYpPHI U IPYTUX 00JACTEH AESITEIBHOCTH;

€ro poJib B KaUeCTBE YYaCTHHUKA, OUEBU/IIIA BBIJAIONINXCS COOBITUN B ’KH3HU O0ILIECTBA;

POJCTBEHHBIE, JPY>KECKHUE, TBOPUECKHE CBSI3U TpakJIaHWHA, MECTO padOThI, 3aHHUMaeMas
JTOJIKHOCTB;

TUIUYHOCTH €T0 apXHUBHBIX JJOKYMEHTOB JUISl SMIOXHU (JIOKYyMEHTHI "psIoBbIX" rpakaaH);

COCTaB U COJIEP>KaHUE COOPAaHHBIX TPAKTAHUHOM apXUBHBIX JOKYMEHTOB.

CIHMCKY HCTOYHHKOB KOMIIJIEKTOBAaHUS apxuBa

4.2.2. Cnoucku MCTOYHUKOB KOMIUIEKTOBAHHSI COCTaBIISIIOTCS apXMBOM Ha OCHOBaHHUH
3aKOHOJIaTeIbCTBA 00 apxuBHOM Jeine B Poccuiickoit ®deneparuu, HOpM M. 4.2 u 4.2.1
Hactosmux [IpaBui, a Takke PEeKOMEHIAIMH CIEUAIBHO YHOJTHOMOYEHHOTO (eaepanibHOro
OpraHa MCIIOJIHUTEIBHON BIACTH B c)epe apXWBHOIO Jiela, MOATOTOBICHHBIX CAMOCTOSTEIHHO
WU COBMECTHO C JPyruMH (peiepaibHBIMU OpraHaMHu WCIIOJIHUTEIbHOW BIIACTH, B TOM YHCIIC
OCYIIECTBIISIONMIMMH JICTIO3UTAPHOE XpaHEHHWE JTOKyMEHTOB ApxuBHoro ¢onma Poccuiickoit
®enepanuu.

ApXHUB BEIET CIHCOK OpraHu3aluil - KICTOYHUKOB KOMIUIEKTOBAHHUS MO YCTAHOBJIECHHOM
dbopme.

Crnucok rpaxxaaH (COOCTBEHHUKOB WJIM BJIAJEbIEB apXUBHBIX JTIOKYMEHTOB) - HCTOYHUKOB
KOMIUIEKTOBAaHHUSA BeAETCs MO MPUHATOM B apxuBe hopme ¢ 00s3aTebHBIM yKa3aHueM GpaMuIni,
UMEH, OTYECTB, aJPECOB MeECTa JKHUTEIbCTBA, IOPUAMUYECKOTO OOOCHOBAHHS BO3MOXKHOCTH
nepeaadyu X apXUBHBIX JIOKYMEHTOB B apXHUB.

B apxuBe, nmpuHHMaromieM Ha XpaHEHHWE pA3JIUYHbIC BUIbI APXUBHBIX JOKYMEHTOB,
COCTABJSIFOTCS M BEOYTCS  CAMOCTOSITENIbHBIE CIIMCKM ~ OpPraHM3aluid - HCTOYHUKOB
KOMILUIEKTOBAHUSI HAYYHO-TEXHUYECKON JTOKYMEHTalWeW, COUCKH OpraHu3aluil - HCTOYHUKOB
KOMILIEKTOBAHUS ayIMOBU3YaJIbHBIMHU TOKYMEHTAMH.

4.2.2.1. IlpoexThl CHUCKOB UCTOYHUKOB KOMIUIEKTOBAHUS (DeiepaIbHbIX rOCYJapCTBEHHBIX
apXUBOB IIOCJIE€ PACCMOTPEHHUsI MX Ha JKcrnepTHO-npoBepouyHoit komuccuu (DIIK) apxusa
npeacTaBiseTcs Ha coryacoBanue LleHTpanbHO# skcniepTHO-TIpoBepouHoit komuccuu (L[DIIK)
CHENHabHO YIOJIHOMOYEHHOTO (heJepaibHOr0 OpraHa WCIHOJIHHUTENIbHOW BJacTd B cdepe
apXUBHOTO JIeJla; TOCYIJApCTBEHHBIX apXUBOB cyObekTa Poccuiickoit ®Dexepanmuu u
MYHUITMIIATBHBIX apXUBOB - Ha coryiacoBanne DIIK ynoiHOMOYeHHOTO Oprana NCIOJTHUTEIbHON
BJIacTH cyobekTa Poccuiickoit deneparuu B chepe apXuBHOTO Jeia; opraHusanuii Poccuiickoit
akaJzeMuu Hayk - Ha corsiacoBanue JIIK Apxua Poccuiickoil akageMun Hayk.

Pemenune LDIIK crienuanbHO YHOIHOMOYEHHOTO (heiepajIbHOTO OpraHa UCIOIHUTEIbHOM
BrIacTh B cdepe apxuBHOro jena, DIIK yrmosHOMOYEHHOTO OpraHa HCIIOJHUTEIBHON BIIACTH



cyowekta Poccuiickoit ®eneparuun B chepe apxuBHoro pema, DIIK ApxuBa Poccuiickoii
aKaJeMMM HayK O COIVIACOBAaHMM CIIMCKAa HMCTOYHMKOB KOMIUIEKTOBAHHUS apXxuBa SBISETCA
OCHOBAHHMEM I €r0 YTBEPKIACHUSA PYKOBOJICTBOM COOTBETCTBYIOLIETO apXHWBa WJIA OPraHOM
MECTHOTO CaMOYIIpaBleHUs (i1 MYyHHUIMIAIBHBIX apXWMBOB), npe3uanymoMm Poccuiickoit
aKaJIEMHH HayK.

ApXHUB BIIpaBe BECTH CIIUCOK BO3MOKHBIX MICTOYHUKOB KOMIIJICKTOBAHMS.

CrpaBKH, SKCIIEPTHBIE 3aKJIIOUEHUS O BKJIIOYEHHWU OPraHU3aluil W TIpaXJaH B CIIUCKU
HMCTOYHHMKOB KOMIUIEKTOBAHMUS apXWBa WM UCKIIOYEHHUM UX U3 YKA3aHHBIX CIIUCKOB, a TAKXKE O
(hopMe preMa apXUBHBIX JTOKYMEHTOB Ha XpaHEHHUE U IPEJCTABIIAIOTCS:

dbeneparbHBIMU TOCYIapCTBEHHBIMU apxuBamu - Ha paccMmotrpenue IIDIIK cnerumanpHO
YIOJIHOMOYEHHOI0 (heIepalIbHOr0 OpraHa MCHOJHMTENBbHOM BIacTu B cepe apXUBHOIO jAeia
(pemieHre 00 UCKIIOYEHMM OpraHU3allMd M3 CIUCKA HCTOYHMKOB KOMIUIEKTOBAHHS
(denepanbHOTO TOCYJApCTBEHHOTO apXWBa B cllydae ee JHKBUaanuu npunumaercs OIIK
(enepanbHOro rocy/1IapcTBEHHOTO apXHBa);

roCyJapCTBEHHbIMM apxuBaMH cyObekToB Poccuiickoit deaepanuy 1 MyHUIUNAIbHBIMU
apxuBamu - Ha paccmorpeHue OIIK ynoaHOMOYEHHOro opraHa MCIOJIHMTEIBHOW BIIACTH
cyobekra Poccuiickoit denepanuu B cepe apXuBHOTO JIeTa;

opranmzanusiMu  Poccuiickoil akamemuum Hayk - Ha paccMmoTrpenue OIIK  Apxusa
Poccuiickoii akanemMun HayK.

YTouHEHHE W TEpEeyTBEPXKACHUE CIHMCKOB HCTOYHUKOB KOMIUIEKTOBAHUS AapXHMBOB
NPOBOJIUTCA MO Mepe HeoOxoaumMocTd. OCHOBaHMEM JJIsi 3TOrO SBJISIOTCA: CO3JaHHe,
peopraHusanys, JUKBUAALMSA TOCYIapCTBEHHOIO OpraHa, OpraHa MECTHOI'O CaMOYIIPABIICHMS,
OpraHu3alliM; OTKAa3 HETrOCYJAPCTBEHHBIX OPraHM3aluMd W TIPAXKIAH OT COTPYJHHYECTBA C
apxuBoM (pacTopxkeHue Jorosopa); pemenue LOIIK cnenuanbHO —yNOJIHOMOUYEHHOTO
(denepanbHOrO OpraHa HCHOJHMTENBHOM BiacTM B cdepe apxuBHoro jgena, OIIK
YIIOJIHOMOYEHHOI'O OpraHa MCIOJHUTEIbHOHN BIacTu cyobekta Poccuiickoii denepannu B chepe
apxuBHoro aena u OIIK ApxuBa Poccuiickoil akageMuu HaykK O Iepelade OpraHu3aliu B
CIMCOK MCTOYHUKOB KOMIUIEKTOBAaHUS ApPYroro apxmpa. OpraHusanus MOXKeT ObITh HCKIIOYEHA
U3 CIMCKA UCTOYHUKOB KOMIUIEKTOBAHUS apXMBa, €CJIU B IIPOLECCE NEATEIBHOCTH OpraHu3aluu
nepecTany 00pa3oBbIBAThCA JOKYMEHTHI ApxuBHOro ¢onaa Poccuiickoit @eneparu.

4.2.3. ApxuB BeieT HAOMIOJATETBHOE JIEJI0 Ha Ka)Iblii TOCYNapCTBEHHBIN OpraH, Opra
MECTHOI'O CaMOYTNPABJICHHUS] M OPraHM3ALMI0 - HCTOYHMK KOMILUIEKTOBAHMS apXHBa, B KOTOPOE
BKJIIOYAIOTCSL JOKYMEHTBI, XapaKTEPU3YIOIUE €ro MPaBOBOM CTaTyC M JEATENBHOCTb, a TAKXKE
paboTy apxuBa M OpraHM3alMI0 JOKYMEHTOB B Jenonpou3BojacTBe. HaOmonatenpHoe aeno
MOXET OBITh 3aBeJICHO M Ha TPaKJaHWHA - WCTOYHMK KOMIUIEKTOBAHHUS apXuBa, B KOTOPOE
BKJIFOYAIOTCS CBEJICHUS O COCTABE U COAEPIKAHUH €r0 ApXUBHBIX JOKYMEHTOB.

B mensx ydera paboThl C HMCTOYHMKAMU KOMILJIEKTOBAHHUS apXUB BIIPAaBE CO3/1aBaTh
YUETHO-CIIPAaBOYHbIE KAPTOTEKH U 0a3bl TaHHbIX.

HOpiII[OK OKCICPTU3BI HEHHOCTHU JOKYMCHTOB

4.3. ApxuBHBIE JTOKYMEHTBHI BKJIIOYAIOTCA B cocTaB ApxuBHoro ¢onma Poccuiickoit
®denepaliii Ha OCHOBAHUM HKCIIEPTU3bl LIEHHOCTU JOKYMEHTOB (T.€. M3yUEHHs TOKYMEHTOB Ha
OCHOBE KPUTEPUEB UX IIEHHOCTHU B IIEJISIX OMNpPENEICHUSI CPOKOB XPAHEHHUS JIOKYMEHTOB U UX
0oTOOpa Ha MOCTOSTHHOE XPaHEHUE).

Bxnrouenue 1okyMeHTOB B coctaB ApxuBHOTO ¢onma Poccuiickoii dDenepanuu
OCYIIECTBIISIETCSI HAa OCHOBE KOMIUJIEKCHOTO TPUMEHEHHsS] KPHUTEPUEB MPOUCXOKICHUS
JOKYMEHTOB ((hyHKIIMOHATHHO-IIEJICBOE Ha3HAUCHUE NCTOYHUKA KOMIUIEKTOBAHUS C YUETOM €ro
0CcO00i pONMM WM THUIIOBOTO XapakKTepa, BpeMs W MECTO CO3/IaHUS JOKyMEHTa M T.IL.),
colepkaHusl JOKYMEHTOB (3HAYUMOCTh HWH(GOpPMAIMK, B TOM 4YHCJIE €€ YHHUKaJIbHOCTH,
TUIIUYHOCTH WM MOBTOPSEMOCTb, BHJ JOKYMEHTA, €r0 MOAJUHHOCTD), BHEITHUX 0COOEHHOCTEN



JTOKyMeHTOB ((popma (hukcupoBaHMs M MEpesadu COACpXKaHUs, YIOCTOBEPEHUS U 0(OPMIICHUS
JIOKYMEHTA).

[Ipn BkIHOYEHMHM JTOKYMEHTOB B cocTtaB ApxuBHOro ¢onna Poccuiickoit denepanun
UCIOJIB3YeTCs Takke (hopMa MOBUI0BOTO WITU TPYIIIIOBOTO BHIOOPOYHOTO MPHEMa JOKYMEHTOB.

4.3.1. PeumieHne Hay4yHO-METOAMYECKUX BOIPOCOB, CBSI3AHHBIX C IKCIEPTU30M LEHHOCTH
JOKYMEHTOB U BKJIFOUCHHEM HX B cocTaB ApxuBHOro (ponna Poccuiickoit denepanmu, a Takxe ¢
OTIpENIeICHUeM B €ro COCTaBe OCO0O0 IIEHHBIX JOKYMEHTOB, B TOM YHCJE YHUKaJIbHBIX
nokymeHToB, ocymectBisgercs L[DIIK crnennansHo ymosHOMOYEHHOTO (eAepalbHOTO OpraHa
UCTIOJTHUTENBHOM BIACTH B chepe apXMBHOTO Jena.

OKcnepTu3a ILEHHOCTH JOKYMEHTOB OCYIIECTBIISIETCS  YIOJHOMOYEHHBIM OpPraHOM
WCTIOJTHUTENILHOM BiacTu cyObekTa Poccuiickoit @enepanuu B chepe apXUBHOTO Jiea, apXUBOM
COBMECTHO C COOCTBEHHMKOM WJIM BJIQJENIbLIEM APXUBHBIX JIOKYMEHTOB B COOTBETCTBHM C
KpUTEpUSIMHU, YCTAHOBIICHHBIMU B I1. 4.3 HacTosmux [IpaBu.

Koncynprantlntoc: mpumedanue.

[Ipukazom MunkyneTypsl PD® yTBepknen IlepedueHb THUIOBBIX ApXMBHBIX JOKYMEHTOB,
00pa3yroIuXCcsi B HAYYHO-TEXHUYECKON W TMPOM3BOACTBEHHOH NEATENbHOCTH OpraHu3alui, C
yKa3aHUEM CPOKOB XpaHEHHUSI.

[Ipn npoBeneHNH 3KCHEPTHU3bl LIEHHOCTH JOKYMEHTOB U ONPEAEIEHUN CPOKOB XpaHEHUS
JOKYMEHTOB apXUB PYKOBOJCTBYETCS IEPEUHSAMHU THUIIOBBIX aPXUBHBIX JOKYMEHTOB C yKa3aHUEM
CPOKOB XpaHEHHs; NEPEeYHSIMHU JOKYMEHTOB, OOpa3yloIIMXCs B Ipolecce JesTEIbHOCTH
(denepanbHbBIX OpPraHOB TOCYJApCTBEHHOM BIAcTH, MHBIX TOCYJAapCTBEHHBIX OpPraHOB
Poccuiickoit ®epeparuu, a Takke B MPOIECCE ACATEIBHOCTA TMOABEJOMCTBEHHBIX UM
OpraHM3alMii, C YyKa3aHHEeM CpPOKOB XpaHEHHs (OTpacieBble MEPEYHH); a TaKKe CPOKaMHU
XpaHEHUs OTIEJIbHBIX BUAOB APXMUBHBIX JOKYMEHTOB, B TOM YMCJIE HE BOLIEAIINX B YKa3aHHbIC
IIEpEYHH, KOTOPBIEC YCTaHABIMBAIOTCS 3aKOHOAATENIbCTBOM Poccuiickoit denepanumu.

Pemenus o BkiroueHuu B coctaB ApxuBHoro gonaa Poccuiickoit denepanuu KOHKPETHBIX
nokymentoB mnpuHumatotrcs OIIK  denepanpubix  rocymapcTBeHHbIX — apxuBoB, OIIK
YIOJIHOMOYEHHBIX OpPraHOB HCIOJHMUTENBbHOM BiacTH cyObekToB Poccuiickoit deneparnuu B
cdepe apXUBHOTO JeJa, SKCIIEPTHBIMU (POHIOBO-3aKYNOYHBIMH KOMHUCCHSIMH TOCYAapCTBEHHBIX
U MYHHUIUINAIbHBIX MY3€€B, SKCIEPTHBIMU KOMHUCCUSMHU TOCYAAPCTBEHHBIX U MYHMIIMIAIbHBIX
ouobmuotek, OIIK ApxuBa Poccuiickoii AkageMuu HayK TPU YTBEPKICHWU OINMHUCEH Jel,
JIOKyMEHTOB MOCTOSIHHOTO CPOKa XpaHEHUSI.

[TonHOMOuUMS M nopsAnoK AestenpbHOCcTH YKasaHHbIX OIIK ompenensarorcs noaoxeHussMu o
HUX, pa3pabaTblBA€MbIMM Ha OCHOBE COOTBETCTBYIOIIMX IPUMEPHBIX  IOJIOKEHUH,
YTBEPKAAEMbIX CIIEHUAIbHO YIOJIHOMOUYEHHBIM (e/iepajibHbIM OpPraHOM HCIOJHUTENIBHOMN
BJacTU B c(epe apXUBHOTO Jena.

ApxuB paccMarpuBaeT U TOTOBUT K YyTBepxkiaeHuto OIIK ynonHomoueHHOro oprana
WCIIOJIHUTENIbHON BiacTu cyOwbekta Poccuiickoit denepanuu B cepe apXUBHOTO Jeiia OMUCH
Jiel1, TOKyMEHTOB (MJIM UX TOJI0BbIE Pa3fielibl) MOCTOSSHHOTO CPOKa XpaHEHUs, 00pa30BaBIINXCS B
JEATEIbHOCTH €ro0 MCTOYHUKOB KOMIUIEKTOBaHUA. DenepanbHble TOCYIAPCTBEHHBIE apXUBBHI,
ApxuB Poccuiickoit AkaieMuH HayK yTBEPKAAIOT YKa3aHHbIE OMMCH CAMOCTOSTEIBHO.

ApxuB roToBUT K coriacoBaHuto OIIK ynogHOMOYEHHOro opraHa HCIOJHUTEIBHOU
Bractu cyonekta Poccuiickoit denepanuu B cepe apXMBHOTO JieJla WM COTJIACOBBIBACT B
COOTBETCTBHUH C MPEAOCTABICHHBIMU €My MOJHOMOYHSIMH OMKMCH /€N 0 JUYHOMY COCTaBy (WM
UX TOAOBBIE pa3felibl), aKThl O HEUCIIPABUMBIX MOBPEKICHHUIX TOKYMEHTOB (mpuiioxkenue N 1).
@DenepalibHble  I'OCYyNapCTBEHHbIE apxuBbl, ApxuB Poccuiickoil AkageMuu HayK IpPOBOJAT
COTJIaCOBaHUE NIEPEUNCICHHBIX JOKYMEHTOB CAMOCTOSTEIBHO.

BxiroueHne TOKYMEHTOB, HAXOJAAIIUXCS B YACTHOM COOCTBEHHOCTH, B COCTaB APXMBHOIO
¢donna Poccuiickoit denepanuu OCYIIECTBISETCS HAa OCHOBAaHUHM JKCHEPTHU3bI 1LIEHHOCTHU
JOKYMEHTOB M O(OpPMIISIETCSI TOTOBOPOM MEXKAY COOCTBEHHUKOM HWIIM BIAJIENbIIEM apXUBHBIX



JOKyMEHTOB M apXWBOM. B NTaHHOM JOTOBOpE YKa3bIBAIOTCA OOS3aHHOCTU COOCTBEHHMKA WITU
BJIaJIeNIblIa APXUBHBIX JIOKYMEHTOB IO XPAaHEHUIO, YYETy M HCIIOJIb30BaHUIO JOKYMEHTOB
ApxusHoro ¢onaa Poccuiickoit denepariuu.

4.3.2. DKcniepTH3a [IEHHOCTH IOKYMEHTOB B apXUBE IPOBOIUTCS:

M0 HMCTEYCHHH CPOKOB BPEMEHHOTO XpaHEHHUs AapXUBHBIX JIOKYMEHTOB, B TOM YHCIIE
JOKYyMEHTOB TI0 JIMYHOMY COCTaBy, TIOCTYIIMBIIUX B apXWB OT JIMKBUIMPOBAHHBIX
rOCyIapCTBEHHBIX OPraHOB, OPTaHOB MECTHOT'O CAaMOYTPABJICHUS U OpraHU3AIUH;

IpPH MOCTYIUICHUH B apXUB B UCKIIOYUTENBHBIX CIIy4asiX JOKYMEHTOB B HEYNOPSJOUEHHOM
COCTOSIHUH;

B CiTyyae O€3BO3BPATHOTO BHIBO3a APXMUBHBIX JOKYMEHTOB 32 PyOex.

[lo pesynapTaram 5SKCHEPTHU3bI IIEHHOCTU JTOKYMEHTOB, CPOKHM BPEMEHHOIO XpaHEHHUs
KOTOPBIX MCTEKJIH, B TOM YHCJIE JOKYMEHTOB IO JUYHOMY COCTaBY, apXHB COCTABIISIET aKT O
BBIJICJICHUH K YHUUTOXEHUIO JOKYMEHTOB, HE MOJyIeKaIUX XpaHeHuto (npuioxenue N 11), u B
YCTaHOBJICHHOM TOPSIIKE BHOCUT U3MEHEHHUS B YUETHBIC JOKYMEHTBI apXHBa.

B pesynmbrare SKcmepTH3bl IEHHOCTH JOKYMEHTOB, TIOCTYNHBIIMX B apXWB B
HEYIOPSAJOYCHHOM COCTOSIHUM, apXWB COCTaBJISIET OMUCH JIEJ, JOKYMEHTOB IOCTOSHHOTO
XpaHeHUs], OMUCHU JeT BpeMeHHOro (cBeimie 10 JeT) cpoka XpaHEHUs], OMUCH Jell M0 JTHYHOMY
COCTaBY M aKT O BBIJIEJICHUM K YHHUUYTOXKCHHMIO JOKYMEHTOB, HE MOJJICKAIIUX XPAHEHUIO
(npunoxenue N 11).

[Toanmexxamnue YHMUYTOXKCHHMIO apXWBHBIC JOKYMEHTBHI TEpEAaroTCs Ha TepepadoTKy
(yTunmMzanuio) U CHUMAalTCA C ydeTa B yCTaHOBIEHHOM mopsake. Crmada aen odopmisercs
IIPUEMO-CIATOYHOM HAKJIAJHOM, B KOTOPOM YKa3bIBaIOTCS Jara Iepefadd, KOJIUYECTBO
CIaBaeMbIX JIe] U BeC OyMaKHOM MaKyJIaTyphl.

[Topsimox mpruemMa apXUBHBIX TOKYMEHTOB

4.4. OT UCTOYHHUKOB KOMIUIEKTOBAaHUS apXHBa JOKYMEHThl ApxuBHOro (¢onna Poccuiickoit
@denepallii MPUHUMAIOTCS TOCYAAPCTBEHHBIM UM MYHULMINAIBHBIM apXHWBAMM, OpraHu3aluen
Poccuiickoll akaneMun HayK IO UCTEUYEHUH CPOKOB UX BPEMEHHOI'O XPAHEHUS, YCTAHOBICHHBIX
3aKoHoJaTenbCcTBOM Poccuiickon denepaunu.

B HCKIIOUNTENBHBIX CIy4yasX CPOKM BpPEMEHHOIO XpaHEHHsS JOKYMEHTOB ApPXHBHOIO
¢onna Poccuiickoii @enepauuu MOTyT OBITh MpPOJUIEHBI 1O TNPOCHOE HCTOYHUKOB
KOMIUICKTOBAHUS apXuBa IpU HEOOXOAMMOCTU IPAKTHUECKOIO MCIIOJIb30BaHUS apXHUBHBIX
JOKYMEHTOB WJIM OTCYTCTBHs y apXuBa BO3MOYKHOCTH Ul IpUEMa YKa3aHHBIX JOKYMEHTOB B
CPOKH, YCTaHOBJICHHBIE 3aKoHOAareinbcTBOM Poccuiickoit denepanuu. [Iponnenue ykasaHHBIX
CPOKOB OCYIIECTBISICTCS: JUII HMCTOYHUKOB KOMIUICKTOBAHUS (peliepalbHbIX apXHUBOB -
pemenueM DIIK denepanbHbIX apXUBOB; Ui UCTOYHHUKOB KOMIUIEKTOBAHUS JIPYTHX apXUBOB -
pemenuem OIIK ymoJHOMOUYEHHBIX OpraHOB MCITOJIHMTEIBLHON BIIACTH CyOBEKTOB Poccuiickoit
denepanuu B cepe apXMBHOTO Jeia; JUIsl HCTOUHUKOB KOMIUIEKTOBaHUs ApxuBa Poccuiickoii
akajzieMuu Hayk - pemenuem JDIIK sroro apxusa.

Cpoku BpeMEHHOI'0 XpaHeHHUs J0KyMeHTOB ApxuBHoro (¢oHna Poccuiickoit denepanuu B
HErOCyJapCTBEHHBIX OPraHM3AalMAX ONPENEJSIIOTCS B JOTOBOPE MEKIY apXUBOM H
COOCTBEHHUKOM WJIM BIIAJENIBLEM YKa3aHHBIX JOKYMEHTOB.

4.4.1. Tlpuem noxymentoB ApxuBHoro Qouaa Poccuiickoit denepaiiuu 0T UCTOYHUKOB
KOMIUIEKTOBAHHS ~ OCYLIECTBIISIETCS  TOCYJApCTBEHHBIM M MYHULUIAIbHBIM  apXHUBAMH,
opranmuzanuei Poccuiickoil akajeMuu HayK B COOTBETCTBUU C IJIaHOM-TpauKOM, KOTOPBIH
YTBEPKAAETCA PYKOBOACTBOM apxXuBa IO COIVIACOBAHUIO C HMCTOYHHKAMM KOMIUIEKTOBAHUS.
BuerutanoBblii mpueM JokyMeHTOB ApxuBHoro ¢onga Poccuiickoit ®enepaunu, a Takxe
aApXUBHBIX JIOKYMEHTOB, CPOKM BPEMEHHOI'O XpaHEHHs KOTOPBIX HE MCTEKJIU, OCYLIECTBIISIETCS B
clly4ae JUKBUJAIMHY HCTOYHUKA KOMIUIEKTOBAHHUS WM B CIIydae yIpo3bl COXPAHHOCTH apXUBHBIX
JOKYMEHTOB.



[Io mpockbe HMCTOYHMKOB KOMIUIEKTOBAHUS W MPH HAJIWYUUM CBOOOAHBIX ILIOLIAJCH
rOCYJapCTBEHHBI M MYHULMIIAJIBHBIA apXWBbl, opraHu3anus Poccuiickoll akagemMuu Hayk
MOXKET OCYIIECTBIATh JOCPOYHBIA NpUeM JOKYMEHTOB ApxuBHoro ¢onga Poccuiickoit
®Denepanyy, a TaKKe BPEMEHHOE XPaHEHUE apXMBHBIX JIOKYMEHTOB Ha OCHOBE Jorosopa. [Ipuem
apXMBHBIX JIOKYMEHTOB Ha BPEMEHHOE XpaHEeHHEe 0pOpMIIseTCs TaKKe aKTOM IpueMa-repesadn
JOKYMEHTOB Ha XpaHeHue (npuiokenne N 9) 1 mpon3BoIUTCs 10 CAATOYHOM OIHUCH.

ApXMBHBIE JTOKYMEHTHI IIPUHUMAIOTCA B TOCYJAapCTBEHHBIM M MyHUIUIAIbHBIA ApXUBHI,
opranusanyio PoccuiicKol akaJeMuu HayK B YIOPSIOYEHHOM COCTOSHUHU C COOTBETCTBYIOLIUM
HAy4YHO-CIIPABOYHBIM aIllapaTOM U CTPAaXOBBIMU KOMHUSMH Ha 0C000 LIEHHbIE JIOKYMEHTHI U
YHUKaJIbHBIE JOKYMEHTHl. Bce paboThl, CBs3aHHBIE ¢ OTOOpPOM, MOATOTOBKOH M mepenaveit
ApXMBHBIX JOKYMEHTOB Ha IIOCTOSHHOE XpaHEHHE, B TOM YHCJIE C HUX YIOPSIJAOYEHUEM H
TPAaHCIOPTUPOBKOM,  BBIIIOJIHSKOTCA 3a CYET CPEACTB HMCTOYHHUKOB KOMIUIEKTOBAaHMS,
NepelaroluX yKa3aHHbIE JOKYMEHTHI.

IIpu npueme apxUBHBIX JOKYMEHTOB MpPOBOJATCS MpoBepka uX (uznyeckoro,
CaHUTAaPHO-TUTHEHUYECKOr0, TEXHUYECKOI0 COCTOSIHUSA, a TAKXKE IPOBEPKA CTPAXOBbIX KO HA
0c000 IEHHbIE JOKYMEHTbl U YHUKAJIbHBIE JOKYMEHTHI U MPOBEPKA KOMIIEKTHOCTH YYETHBIX
JOKYMEHTOB.

Jokymentel  ApxuBHoro ¢onma Poccumiickoit  ®enepanuu  NPUHUMAIOTCS B
rOCYJapCTBEHHBIM U MYHUIUNAIbHBIA apXWB, OpraHu3anuio POCCHUICKON akaJeMHHM HAyK II0
yrBepxkaeHHbIM OIIK omucsaM fen, AOKYMEHTOB; JOKYMEHTHI [0 JIMYHOMY COCTaBy - II0
cornacoBanHpiM OIIK onmcsM nen, TOKyMEHTOB; apXWBHBIE JIOKYMEHTBI C HEUCTEKIINMH
CPOKaMH BPEMEHHOI'O XPaHEHMSI - IO CAATOYHBIM OIIHCSM.

[Ipuem nen mnpPOM3BOIUTCS IMOEAWHUYHO; 0CO0O IEHHbIE Jeja MPUHUMAIOTCA C HUX
MIOJIMCTHOM IpoBepkoil. Ha Bcex sk3eMIuIsipax ONUCH €N, JOKYMEHTOB JIEJAl0TCd OTMETKU O
IIpUEME apXUBHBIX JTOKYMEHTOB B apxuB. lIpy OTCYTCTBMM €IMHMI] XpaHEHUs, YKa3aHHBIX B
OIMCU JeJl, JOKYMEHTOB, B HEH JeIacTcs HOBas UTOroBas 3amuch. Homepa oTcyTCTByROIMX
€AVHULl XpaHEHWsT M MPUYMHBl OTCYTCTBHMS OIOBapMBAalOTCS B AaKT€ IpHEMa-Iiepeadu
JOKYMEHTOB Ha XpaHEHUWE U B IPUIATAEMOM K akTy crpaBke. VMCTOYHMK KOMIUIEKTOBAHUS
IIPUHUMAET MEpPBl 10 PO3BICKY HE IOCTYNHBIIMX HAa XPAaHECHUE AapXUBHBIX JIOKYMEHTOB.
VY TpaueHHbIE NOJIMHHBIE apXUBHBIE IOKYMEHTHI MOT'YT ObITh 3aMEHEHbBI MX KOIUSIMHU.

[Ipuem apXuBHBIX JAOKYMEHTOB O(OpMIISIETCSs aKTOM IpHeMa-leperayd JOKyMEHTOB Ha
xpaHenue (mpuioxenue N 9), cocTaBiisseMbIM B IBYyX 3K3eMIusipax. OJUH SK3eMIUIIp OCTAETCs B
apXuBe, IPYroy - B ICTOYHUKE KOMIUIEKTOBAaHMs. BMecTe ¢ apXUBHBIMU JOKYMEHTAMU B apXUB
MepEAA0TCS TP SK3EMILIAPA OMKCH JIET, TOKYMEHTOB.

IIpy mnepBoM mpHEME apXMBHBIX JOKYMEHTOB OT HCTOYHUKA KOMILJIEKTOBAHMS
IIPUHUMAETCSl TaKXKe MCTOpPHYECKasl CpaBKa O HEM U ero (oHJe, KOTopas 3aTeM JAONOIHIETCS
CBEICHUSIMH 00 M3MEHEHHUSAX B Ha3BaHUU, PYHKLUAX, CTPYKTYpPE MCTOYHHKA KOMILICKTOBAHHS
(pormOOOpaszoBaTes).

[Ipuem apXuBHBIX JOKYMEHTOB Ha BpEMEHHOE XpaHeHUEe O(opmiseTcss aKToM
npuemMa-nepeadu JOKyMEHTOB Ha xpaHeHue (mpuioxenue N 9) u mpou3BOAUTCS 1O CIATOYHOM
OIIMCH.

4.4.2. JIoKyMEeHTHI OT I'paX<[aH MOCTYINAaIT B apXUB U BKJIIOYAIOTCA B COCTaB ApPXHMBHOI'O
donga Poccuiickoit ®denepani 1O JOTOBOPY JapeHHs, IO 3aBEUIaHUIO, TI0 JOTOBOPY
KYIUIM-IIPOJAKH, TI0 PELIEHUIO Cy/a.

[Ipuem yka3aHHBIX TOKyMEHTOB B apXUB OCYLIECTBIIsI€TCS HAa OCHOBaHUU pemeHus OIIK
denepanbHOrO TOCYIapcTBeHHOTo apxuBa; JIIK ymolHOMOYEHHOTO OpraHa HCIOJHUTEIBHON
BnacTu cyowbekra Poccuiickoii @enepanuu B cdepe apXUBHOTO Jena; SKCIEPTHON
(hOH10BO-3aKYTIOYHON KOMHUCCHH TOCYJaPCTBEHHOTO WJIM MYHMIIUIAIBHOTO MYy3€sl; SKCIIEPTHON
KOMHCCHH TOCYJAapCTBEHHOW WM MyHUIMNaIbHOH OuOmmoreku; DIIK ApxmBa Poccuiickoii
aKaJeMHM HAyK II0 pe3yJibTaTaM pacCMOTPEHMS CHATOYHOM WIM OLICHOYHOM OIMUCU H



3aKJIIOUEHUsl IKCIepTra U odopmisieTcss akToOM IpHEeMa Ha XpaHEHHE JIOKYMEHTOB JIMYHOIO
npourcxoxaeHus (npunoxxenue N 10).

[Ipu oTpuLATENPHOM pELIEHWH BOIpOca O TNpUEME WIM MPUOOPETEHUH AaPXUBOM
YKa3aHHBIX apXMUBHBIX JIOKyMEHTOB, & TAaKXK€ BO3BpaTe IO pe3yJIbTaTaM SKCIEPTU3bl LICHHOCTH
UX YacTH M3 4YMCJia HAXOAMBILKXCS B apXMUBE COCTABIISIETCS aKT BO3BpaTa JIOKyYMEHTOB B JIBYX
sx3emusipax. OMH SK3eMIUISp aKTa OCTaeTcs B apXuBe, APYroil BMecTe ¢ JOKyMEHTaMH (UX
4acThIO) BO3BpAIaeTCs COOCTBEHHUKY WJIM BIIaJIeNblly.

4.4.3. AynuoBu3yanbHble JOKYMEHTbl IPUHUMAIOTCSI HA XpaHEHHWE B CIEAYIOLIEM
KOMIUIEKTE: KHHOJOKYMEHTHI ((MJIbMBI, CHELBBIINYCKH) - HETraTUB H300pakKeHUs, HETaTHB
(oHOrpaMMbl, MAarHUTHBIM OpUTHHAA (OHOTrPaMMBbI, TMO3UTHBHAsL KOIUSA, MAarHUTHAs
¢oHOrpaMMa IIYMOB U MYy3bIKH, IPOMEXYTOUHBIH MO3UTHB H300pa)KEHUs, YCTAHOBOYHBIC
POJIMKY M NAcIopTa Ul LBETHBIX KHHOJOKYMEHTOB (B MCKJIFOUHUTENBHBIX CIy4asX NPUHUMAETCS
HETOJHBIM  KOMIUIEKT); (POTOJOKYMEHTBI - HETaTHUB, KOHTPOJBHBIH  (POTOOTIEUYATOK;
(OHOJOKYMEHThl U BHUJCOJOKYMEHTHl - OpUTHMHAT U Komus. OJHOBPEMEHHO NPUHUMAETCS
TEKCTOBasi CONPOBOAMTEIbHAS JOKYMEHTALMA: JUIsl KUHOJOKYMEHTOB - MOHTA)KHBIE JIUCTHI,
aHHOTAlM{, pa3pelIMTEIbHbIE YNOCTOBEPEHHS K 3aKOHUEHHBIM IPOM3BEICHMSIM, aKThI
TEXHUYECKOTO0 COCTOSIHMSA, 3alMCH I[BETOBBIX M CBETOBBIX MAacIOpPTOB; sl (OTOJOKYMEHTOB -
aHHOTAUUs; Ui (POHOJOKYMEHTOB - COTIPOBOAUTENbHAS JOKYMEHTAIMS; Il BHICOJJOKYMEHTOB
- aKThl TEXHUYECKOT'O COCTOSHUSI.

ONEKTPOHHBIE TOKYMEHTHI IIPUHUMAIOTCS HAa XPAaHEHUE B CONPOBOXKIECHUU NPOTrPAMMHBIX
CPEZCTB, MO3BOJISIONIMX UX BOCIPOU3BECTH, U C HEOOXOMMBIM KOMIUIEKTOM COIIPOBOANUTENILHON
JIOKYMEHTAL1H.

4.4.4.  JloKyMeHTBl,  CO3JaHHbIE  apXMBOM B  pe3yjbTaT€  HMHULUATUBHOIO
JOKYMEHTHUPOBAHMS COOBITHIA COBPEMEHHOCTH WJIM TMPOILIOro (aHKEeTHI, Gororpadum, 3anmucu
BOCIIOMMHAHMM, Oecel, MHTEpBbIO U T.[.), BKJIIOYAIOTCS B COCTaB ApXUBHOro (oHJa
Poccuiickoit @enepan 1 BHOCATCS B ONUCH 1€, JOKYMEHTOB, KOTOpast yrBepxkaaercss JIIK
¢benepanbHOTO TocynapcTBeHHOro apxusa, JIIK ymosHOMOYEeHHOrO opraHa HMCHOJHHUTEIBHOM
BnacTu cyowekrta Poccuiickoit @enepanuu B cdepe apXUBHOTO Jenia, OSKCHEPTHOM
(OHI0BO-3aKYIIOYHONH KOMHUCCHEN roCy1apCTBEHHOIO MJIM MyHHUILIMIIAIBHOTO My3€sl; SKCIIEpTHON
KOMHCCHEH TOCyIapCTBEHHOM win MyHHnunanbHoi Oubnmorexu, DIIK ApxuBa Poccuiickoit
akajzeMuu Hayk. IlpueM yka3aHHBIX JOKYMEHTOB O(OPMIISIETCS aKTOM MpueMa-Tiepesadn
JIOKYMEHTOB Ha [TOCTOSIHHOE XpaHEHHUE.

4.4.5. Ilpuem  CEKpeTHBIX  JOKYMEHTOB  OT  HMCTOYHHMKOB  KOMILUIEKTOBAHHUS
rOoCy/JapCTBEHHOI'O0 M MYHULMIAIBHOTO apXMBOB, OpraHu3anuu Poccuiickoil akaneMuu Hayk
OCYLIECTBIISIETCS B COOTBETCTBHMM C 3aKOHOAATeNbCTBOM Poccuiickon ®Penepauuu o
roCy/1apCTBEHHOM TaiHE M0 aKTy U OTAEJIbHBIM OMUCSM JI€]1, JOKYMEHTOB.

HpI/IeM APXHUBHBIX TOKYMCHTOB OT JIMKBUIAUPOBAHHBIX opraHmauHﬁ

4.5. Ilpuem nokymentoB ApxuBHoro (onna Poccuiickoit @enepanuu U Ipyrux apXuBHBIX
JIOKYMEHTOB, CPOKHM BPEMEHHOI'O XpaHEHHsI KOTOpPhIX HE HCTEKIH, OT JIMKBUIMPOBAHHBIX
rOCYyIapCTBEHHBIX OpPraHOB, OPraHOB MECTHOIO CAaMOYINPABJICHMS, TOCYIAapCTBEHHBIX W
MYHHMLMIAJIbHBIX ~ OPTaHU3allUii  OCYIIECTBISETCS B  COOTBETCTBUM C  JACUCTBYIOLIUM
3aKOHOJATEIbCTBOM U B MOPSAKE, YCTAHOBIEHHOM Hactosmumu [IpaBunamu (cm. 1. 4.4.1).

[Ipn nukBuMAanMM HErocyAapCTBEHHBIX OpraHM3alMii 0O0pa3oBaBIIMECS B MpOIECCE MX
NesITeIbHOCTH JTOKyMeHThl ApxuBHoro ¢onaa Poccuiickoit ®exnepanuu, AOKYMEHTHl I10
JUYHOMY COCTaBY, & TAK)K€ apXUBHBIE JOKYMEHTBI, CDOKH BPEMEHHOI'O0 XpaHEHMs KOTOPBIX HE
HCTEKJIM, TIOCTYNAIOT B apXUB B COOTBETCTBUM C 3aKOHOJATeNbCTBOM Poccuiickoit denepaunu u
Ha OCHOBAaHMH JIOTOBOPA MEX]y JIMKBUAIMOHHOM KOMHUCCHEH (JIMKBUAATOPOM) U apxuBoM. [Ipu
9TOM JIMKBHJALMOHHAs KOMHCCHS  (JIMKBUIATOp) OpraHu3yeT uX YHOOpsJ0o4YeHHe B
YCTaHOBJICHHOM IOPSJKE.



ApXUBHBIE [OKYMEHTBl C HEUCTEKIIMMHM CPOKAMHM BPEMEHHOIO XPAHEHUsS, IPUHATHIC
apXUBOM OT JIMKBUJIUPOBAHHOW OpraHU3allUH, BBIACIAIOTCS K YHMUYTOXKCHHMIO I10 HUCTEYCHUH
YCTAaHOBJIEHHBIX CPOKOB XpaHEHMs. ApPXUBHbIE JOKYMEHThI, HMEIOIIME B COOTBETCTBUU C
TUIIOBBIMHU WJIM OTPACIEBBIMU INEPEYHAMHU CpOK XpaHeHus ¢ nomerkoi "OIIK", Beiaemnstores k
YHUYTOKEHHUIO TOJIBKO IOCIIE MPOBEIEHHs 3KCIEPTU3bl UX LEHHOCTH U O0TOOpa Ha MOCTOSIHHOE
XpaHECHHUE.

Ilepenada apXMBHBIX JOKYMEHTOB M3 apXMBA B APXUB

4.6. Ilepemaya apXWBHBIX JOKYMEHTOB, HaxXOIsAIMXCS B (eaepanbHONW COOCTBEHHOCTH,
cobcTBeHHOCTH cyOBekTa Poccuiickoit Dexepanuu WM MYHUIUIAIBHONH COOCTBEHHOCTH, W3
OJIHOTO apXWBa B JIPYrOoll OCYIIECTBISETCS B COOTBETCTBUM C 3aKOHOAATENHCTBOM Poccuiickoii
®denepanun, 3aKOHOJATENIBCTBOM CyObekTa Poccuiickoit @enepanuu, MyHUIUTIATBHBIMHA
npaBoBbIMM akTaMu. llpu mnepemgade cocraBisiercd akT HpUeMa-Nepenadyd JOKYMEHTOB Ha
xpaHeHnue (npuiokenue N 9) B 1ByX 3K3eMIUIIpax, OJHOBPEMEHHO NIEPENAIOTCS TPU IK3EMILIIpA
orHcel JIel, TOKyMEHTOB, J1e10 (oH/Ia U IMCT OoHa.

KommnekToBanue APXHUBHBIMU TOKYMCHTAMM U3-3d py6e>1<a

4.7. ApxuB MOXKET KOMIUIEKTOBATbCSI ApPXUBHBIMM JOKYMEHTaMH POCCHUHCKOIO
MIPOMCXOXKICHMSI, HAXOMALUIMMUCSA II0 pa3IMYHbIM IpU4YMHAM 3a npenenamu Pocculickon
denepanyy, W/WIM apXUBHBIMH JOKYMEHTaMHU 3apyOekHOI0 NPOUCXOXKICHHS, HUMEIOIUMU
3Hauenue s Poccun.

[IpueM mosyueHHBIX H3-3a pyOeka apXUBHBIX JIOKYMEHTOB B apXHB OCYIIECTBIISETCS B
COOTBETCTBHH C JOTOBOPOM MEXKAY COOCTBEHHHKOM WJIH BJIaJIENIbLIEM YKa3aHHBIX JOKYMEHTOB H
apXUBOM O TMPOJAXe, AAPEHUH MOJIMHHBIX JTOKYMEHTOB WM UX KON, oOMeHe KOMUAMHU
JOKYMEHTOB. 3aK/IIOYEHHE JIOTOBOpAa  OCYIIECTBJIAETCA C Y4YETOM 3aKOHOJATENbCTBA
COOTBETCTBYIOIIEH CTpaHbl. B 10oroBope MOryT oroBapuBaThCsi 0COObIE YCIOBHS HCTIOIb30BAHUS
NepeaBaeMbIX apXHUBHBIX JIOKyMEHTOB. Ilpumem odopmisiercss akToM mpueMa-rnepenadn
JIOKYMEHTOB Ha XpaHeHue (rnpuioxenue N 9).

ApxXuBHBIE JOKYMEHTHI, OCTYNHUBIINE U3-3a pyOexka B BUJE MOUIMHHUKOB WM KOIUM Ha
IIpaBax MOJJMHHHUKOB, IPUHATHIE HAa IIOCTOSIHHOE XPAaHEHUE B apXWB, HE3aBUCHUMO OT HX
MIPOUCXOXKACHUST BKJIIOYAIOTCS B cocTaB ApxuBHoro ¢(onna Poccuiickoit depepauuu u
MOJJICKAT TOCYJTaPCTBEHHOMY YYETY.

B3aHMOHCﬁCTBHC apXruBa C HCTOYHHUKAMU KOMIIJICKTOBAHUA

4.8. ApxuB COBMECTHO C HCTOYHMKAMHU KOMIUIEKTOBAaHHUS apxuBa paccMaTpuBacT M
TFOTOBUT K COIJIACOBAHMIO COOTBETCTBYIOIMM YIOJHOMOYEHHBIM OpPraHOM HCIIOJHUTEIBHON
BJIACTH B chepe apXUBHOIO JieJla UM COIIACOBBIBAET B COOTBETCTBUU C IIPEOCTABICHHBIMU EMY
MIOJIHOMOYMAMHM  MHCTPYKIMM TI0 JEJIONPOU3BOACTBY, IPUMEpPHBIE U HHIUBUAYaAJIbHbBIE
HOMEHKJIATypbl [I€Jl, IIOJIOKEHUS 00 apxuBaX U OSKCIEPTHBIX KOMHCCUSAX HCTOYHHMKOB
KOMIUIEKTOBAHUS apXUBa.

ApxuB yuactByeT B pabote LI1OK (OK) HCTOUHHKOB KOMITJIEKTOBaHUSI apXHBa.

ApXUB NPUHMMAET y4acTHE B IPOBEPKax COOJIOAEHUS MpaBUJl OpPraHU3alMU XpaHEHUs,
KOMIUIEKTOBAHHS, Yy4€Ta U MWCIOJb30BAHMS APXUBHBIX JIOKYMEHTOB B HCTOYHHUKAX
KOMIUICKTOBAHUSI apXHBa, OPraHU3YeMbIX CIICHUAIBLHO YIIOJHOMOUYEHHBIM (hefepalbHbIM
OpraHOM HCHOJHHUTEIBbHOW BIACTH B c(epe apXUBHOTO Jeja, OpraHaMu TroCyAapCTBEHHOU
Bl1acTH cyObekToB Poccuiickoii ®enepanuu, B TOM 4YHCIE YHOJIHOMOYEHHBIMH OpraHaMH
HCIIOTHUTENBbHOM BIacTH cyobekToB Poccuiickoii @enepanyu B chepe apXUBHOTO Aena.



4.9. ApxuB B mpejenax NpeOCTaBICHHBIX €My IMOJHOMOYMH B LENAX (OPMUPOBAHUS U
o0OecrieyeHrss COXpaHHOCTH JOKyMeHToB ApxuBHoro ¢onna Poccuiickoit ®enepanumy,
HaxXOASIIUXCSl ~ HAa  BPEMEHHOM  XpPAaHEHWM,  OCYLIECTBISIET  B3aUMOJEHCTBUE  C
JIeNIOTIPOM3BO/ICTBEHHBIMH, ~aPXUBHBIMU U JKCIEPTHBIMU  CIYKOaMU HCTOYHHMKOB €ro
KOMIUIEKTOBAHHUS.

B aTux mensix apXuB OKa3bIBaeT YKa3aHHBIM CIIy’kK0aM METOJUYECKYI0 M MPaKTHUYECKYIO
IIOMOLIb, B TOM YHUCJIE HA JJOTOBOPHON OCHOBE:

B OpraHU3aliy JOKYMEHTOB B JIEJIONPOM3BOICTBE U (POPMUPOBAHUH JIET,;

no or0bopy MJOKYMEHTOB B cocTaB ApxuBHOro ¢ounma Poccuiickoit ®Denepamuu u
MOJITOTOBKE UX K Iepeaye Ha MOCTOSHHOE XPaHEHUE;

10 YHOPSA0YEHHIO IOKYMEHTOB IO JTUYHOMY COCTaBY;

[0 BEAEHUIO YydeTa JOKyMeHTOB ApxuBHoro ¢oHga Poccuiickoit ®Penepanum,
HaXOZAIIMXCS HA BDEMEHHOM XpaHEHUH;

[0 TOATOTOBKE HOPMATHUBHBIX W METOAMYECKUX JIOKYMEHTOB (1OCOOuMI) MO BOmpocam
JIeJIONIPOU3BO/ICTBA M @PXUBHOI'O JIET14;

[0 COBEPILICHCTBOBAHUIO PaOOTHI J1€IONPOU3BOJCTBEHHBIX, APXMBHBIX M HKCHEPTHBIX
CIJIy’K0 UCTOYHUKOB KOMILJICKTOBAHUS;

B TIOBBIIICHUH TPOQECCHOHATBHOMN KBaTU(UKAIIMHY PAOOTHUKOB YKA3aHHBIX CITYXO.

V. Opranusanus UCroiIb30BaHMsI JOKYMEHTOB apXUBHOTO (poHAa
Poccuiickoit @enepaniv v Ipyrux apXuBHBIX JOKYMEHTOB B apXUBE

JlocTy nmosib30BaTeNnei K apXUBHBIM JOKYMEHTAM

5.1. ApxuB mnperocTaBiseT IOJb30BATENIO OTKPBIThIE IOKYMEHThl ApPXHMBHOrO (oHAA
Poccuiickoii ®@enepaunu U Apyrue apxXuBHbIE JOKYMEHTBI, a TaKKe CIPaBOYHO-NOHUCKOBBIE
CpeAcTBa K HUM U M3/1aHusl OMOIMOTEUHOTO (CTIpaBOYHO-MH(OPMAIIIOHHOTO) (hoHa.

ApxuB obOecnieunBaeT JOCTYI TOJB30BATENsI K CEKPETHBIM JIeaM, JeiaM, COAEp KaIlluM
KOH(QHIEHIIMAJIbHYI0 HH(pOpMaIMi0, 0a3aM JaHHBIX C Y4E€TOM OIpPaHUYEHHH, yCTaHOBJIEHHBIX
3akoHoJaTenbcTBOM Poccuiickoit denepannu, U ycaoBUH, KOTOPbIE YCTAHOBUIM COOCTBEHHUKHU
WM BJIAJEIbIbl QPXUBHBIX JOKYMEHTOB IIPH UX NEpeaaye B apXuB.

JlocTyn momnb30BaTeNss K IMOJJIMHHUKAM OCO0O0 IIEHHBIX JOKYMEHTOB, B TOM YHCIE
YHUKaJIbHBIX JIOKYMEHTOB, K JOKyMeHTaM ApxuBHoro ¢onna Poccuiickoii denepanuu,
HaxoJAUIMMCS B HEYJOBJIETBOPUTEIBHOM (DU3UYECKOM COCTOSHUM, OCYILIECTBISIETCS B
UCKJTIOUUTENBHBIX ~Cllydasx (B TOM 4Mcie I MPOBENeHHA paboT M0 M3YUYECHHUIO
naseorpa@uyeckux O0COOEHHOCTEH TEKCTOB AapXHMBHBIX JIOKYMEHTOB) C IHCbMEHHOTO
paspelieHns PyKOBOIUTENS apxuBa. [lob30BaTeNio MPEJOCTABISIOTCS KOMUHM yKa3aHHBIX
TOKyMEHTOB ((pOHI TOJB30BaHMS) WU JOKYMEHTAJIbHBIC MyOJIMKAIUH, COACpIKAIIUE JTaHHBIC
JOKYMEHTHI.

ApXUB He BIpaBe OrpaHUYMBATH WK ONPEICIATH MOIH30BATENIO YCIOBHS UCTIOIb30BAHUS
nHPOpPMALINH, TIOTYYCHHOW UM B PE3yJIbTaTe CAMOCTOATEIBHOTO TIOMCKA WM TPEIOCTABICHHOM
€My B TIOpSJIKE OKa3aHWUs apXWBOM IUIATHBIX YCIYT, 3a HCKIIOYCHHEM CIIyYaesB,
IIPEeSyCMOTPEHHBIX 3aKOHOJaTenbcTBOM Poccuiickoit deaepanuy mim OroBOPEHHbBIX B 10TOBOPE
apxuBa C MOJIb30BaTeNIeM 110 MH)OPMAIIHOHHOMY 00CITy>KHBaHUIO.

Opranuszanus padoThl 10 pacCEKPEUNBAHNIO APXUBHBIX JJOKYMEHTOB

5.2. PykoBoauTenb apxuBa OpraHu3yeT IpoBeIeHHE padoThl MO KOHTPOJIO 32 CPOKaMHU
CEKPETHOCTH AapXUBHBIX JIOKYMEHTOB, HMMEIOUIMX TPHU(PBI CEKPETHOCTH, U HUHPOPMHUPYET
PYKOBOAMTENIEH TOCYIAPCTBEHHBIX OpPraHOB, HAJIEJICHHBIX IIOJHOMOYHSAMM II0 OTHECEHUIO
CBEJICHUH K TOCYJapCTBEHHOM TallHE, a TaKXe€ PYKOBOAMTENEH OpPraHu3aluil O HaJU4YMH B



apXMBE CEKPETHBIX APXHMBHBIX JOKYMEHTOB CO CPOKAaMHM CEKPETHOCTH COJEPKALIUXCS B HUX
cBeneHuii cBpime 30 jeT, UX cocTaBe U 00beMax.

PykoBonuTens apxuBa OpraHu3yeT pacCeKpeUMBaHUE APXUBHBIX JOKYMEHTOB B Cllydae
O(QUIMATBLHOTO JIEJIETUPOBAHUS TMOJHOMOYMN Ha IPOBEIEHUE ATOW pabOThl PYyKOBOIUTENIEM
COOTBETCTBYIOIIETO IOCYIapCTBEHHOI'O OpraHa WM OPraHU3aluu.

B apxuBe co3naercs KOMUCCHS 10 PACCEKPEUUBAHUIO aPXUBHBIX JOKYMEHTOB. [lonoxenue
0 KOMHCCHH U TIEPCOHAJIBHBINA COCTAaB YTBEPKIAIOTCS: B (heepaibHOM TOCYAapCTBEHHOM apXHBE
- pykoBoauTeneMm; B apxuBe cyObekTa Poccuiickoii ®enepauuu - PYKOBOAMTEIEM
YIOJHOMOYEHHOT'O OpraHa MCIIOJTHUTEIBHON BiIacTH cyObekTa Poccuiickort Denepannu B cdepe
apxuBHOro nena. Komuccus ocymecTsisieT paboTy B IJIaHOBOM MOPSAKE, a TaKKE B CBS3H C
o0palIeHUsIMH M10JIb30BaTEeH.

Pemenne komuccuu BCTyHaeT B CHIIy IIOCIIE€ YTBEPXKAEHHUS pyKoBoauTenaem apxusa. Ha
OCHOBaHUH PELIECHUS] KOMUCCHUH O(OPMIISETCS aKT O PACCEKPEUMBAHUU aPXUBHBIX JOKYMEHTOB
(em. 1. 3.7.7), KOTOpBIA COTJIACOBBIBAETCS C TOCYAAPCTBEHHBIM OPraHOM WIJIM OpraHHU3aluei,
HaJIEIUBUIMM apXUB COOTBETCTBYIOLUIMMHU OJHOMOYHSIMHU.

3anpochl MOJIb30BATENEH O PACCEKPEUMBAHUM APXMBHBIX JTOKYMEHTOB PAcCMaTPHUBAIOTCS
apXMBOM B YCTaHOBJICHHBIH 3aKOHOJATEIbCTBOM CpOK. Ecium apxuB HE MOJHOMOYEH
paccekpeunBaTh 3alpaliiBacMble CBEACHHSA, OH B MECAYHBIH CPOK C MOMEHTA IMOCTYIUICHUS
3ampoca HalpapisieT €ro B COOTBETCTBYIOLIMN TIOCYIapCTBEHHBI OpraH, MOJHOMOYHBII
paccMmatpuBaTh BOIIPOC 00 UX pacceKpedrBaHUM, WK B MexBeIOMCTBEHHYIO komuccuio (MBK)
[0 3allUTe TOCYJAapCTBEHHOM TalHbl WJIM B MEXBEIOMCTBEHHYIO JKCIEPTHYIO KOMHCCHIO,
neiictByronryio B cyOobekte Poccuiickoit ®enepanuu, 0 4YeM YBEIOMIISIET IOJIb30BATEs,
HaIlpaBUBILIETO 3aIPOC.

ApXHUB MNpPENOCTaBIsieT Il M3YyYEHHUs] M OpraHu3aluy PACCEKpPEeuMBAHUS YICHAM
OKCIEPTHBIX KOMMCCHUH, CO3JaHHBIX B OpraHM3alMsIX, PYKOBOJIUTEIN KOTOPBIX HAJEIICHBI
MOJIHOMOYMSIMU TI0 OTHECEHHUIO CBEJIEHUN K TOCYJapCTBEHHOM TailHe, 4leHaM 3KCIEepPTHBIX
rpymi, chopmupoBanHbix MBK mo 3ammre rocynapcTBEHHOH TailHBI, a TaKKe WICHAM HHBIX
KOMHUCCHUM, MOJTHOMOYHBIX PAacCEKpPEUYMBaTh JOKYMEHTHI JIMKBUIUPOBAHHBIX OpPraHHU3alUi, HE
MMEIOIIMX MPaBONPEEMHUKOB, apXWBHbIE JOKYMEHTbl WM apXUBHBIE KONUHU, a TaKKe
HE00X0 UMY HH(pOpPMAIIHIO.

CrpaBO4HO-IIOUCKOBBIE CPEACTBA
(HayyHO-CpaBOYHBIH anmapaT) K apXUBHBIM JIOKYMEHTaM

5.3. Jns obecrneueHust AOCTyNa K AapXUBHBIM JOKYMEHTaM apXuB IHPEJOCTaBISET
MOJIb30BATENI0 CIIPAaBOYHO-TIOMCKOBBIE CPEACTBA K HUM (COBOKYITHOCTH ONHMCAHUN apXUBHBIX
JOKYMEHTOB, TPEACTAaBICHHBIX B apXMBHBIX CIPABOYHUKAX, MpPEIHA3HAYCHHBIX AN IMOHMCKA
apXMBHBIX JJOKYMEHTOB U COAEPIKAIIECHCs B HUX JTOKYMEHTHOM HH(pOpMAaIIUN).

5.3.1. Komiuiekc B3aMMOCBSI3aHHBIX M B3aMMOJIONOJHSEMBIX, CO3JaBa€MbIX Ha €IMHOU
Hay4YHO-METO/IUYECKOM OCHOBE apXMBHBIX CIIPABOUYHUKOB O COCTABE M COIECPKAHUH apXUBHBIX
JOKYMEHTOB (cucTeMa Hay4yHo-cipaBoyHoro ammapaTta (HCA) apxuBa) BkiIrodaeT o0s3aTeabHbIe
JUIA BEJEHUS B apXUBE ApPXMBHbBIE CIIPABOYHMKU (ONMHUCH 1€, JTOKYMEHTOB; ITyTE€BOJIUTEIND;
CUCTEeMAaTUYCCKUI KATAJIOT) U JIOTIOTHUTEIIFHBIC apXUBHBIC CIIPABOYHHKY (yKa3aTelb; 0030p).

B apxuBe Benmercs aHanu3 u yuer coctosHus cucreMbl HCA apxuBa Ha OyMa)XHOM
HocuTene (KypHan 1o ydery cocrosHus HCA, kapToreka) W/WiaM B aBTOMaTH3UPOBAHHOM
pexume.

OOurre TpeOOBaHMs K ONMCAHUIO APXUBHBIX JIOKYMEHTOB

5.4. Omnucanue apXuUBHBIX JIOKyMEHTOB (co3faHMe HHQPOpPMAIMK I apXUBHBIX
CIPaBOYHHMKOB) MPOBOAMTCA HA TPEX YPOBHSX: apXWBHBIN (OHI, €AMHMIIA XPAHCHUs/eIUHHUIIA



ydeTa, apXuBHBIH JOKyMEHT. [Ip1 HEOOXOIMMOCTH ONUCAHNE MOKET MPOBOIUTHCA TI0 TPYIIIaM
apXWBHBIX (OHAOB, TpyNIaM €IUHHIl XPAHCHUS/CIWHUI] ydYeTa, KOMIUIEKTaM, TpyIam
apXMBHBIX JOKYMEHTOB, YaCTH apXUBHOI'O JIOKYMEHTA.

Onucanue apXUBHBIX JTOKYMEHTOB IPOBOJUTCS Ha IOCyJIapCTBEHHOM si3blke Poccuiickoit
@denepanii ¥ MOXET JOMOJHUTEIHHO TPOBOJUTHCS Ha s3bIKax CyOBeKTOB Poccuiickoit
denepany U A3bIKaX MEHBITHHCTB.

OCHOBOIl apXMBHOTO CIPAaBOYHHMKA SIBJISICTCS OMHUCATENbHAs CTAaThs, COCTOSIIAs W3
CIIEAYIOUIMX O0S3aTEeIbHBIX 3JIEMEHTOB: CBEACHUHM, MIACHTUUIUPYIOMUX HH(OPMAIHIO
(Ha3BaHHE W CIPABOYHBIC JAaHHBIE ApXUBHOIO (HOHIA, €IMHUIIBI XPAHEHUS/CAUHUIIBI ydeTa,
apXMBHOTO JIOKYMEHTa); CBEIEHUH O COCTaBe W COAEp)KaHUM HH(POpPMAIMU; CBEACHUH 00
YCIIOBHSIX JTOCTYTIA U YCIOBHUSX UCTIOIH30BaHUS HH()OPMAIMH; CBEJICHUI 110 HCTOPHH apXHUBHOTO
dbonma (11 ypoBHS apXUBHOTO (POH/IA).

[Ipu HEOOXOMMOCTH B OMMCATENBHYIO CTaThIO BKIIIOYAIOTCS OMOJIHUTENbHbIE CBEICHHS O
MECTOHAXOXKJCHUU OPUTHHAJIOB; O HAJUYMU ApXHUBHBIX JOKYMEHTOB (hOHI000pa3oBarens B
coCTaBe JAPYTUX apXMBHBIX (POHIOB U MECTaX UX XpaHeHus, Oudsinorpadus u 1p.

5.4.1. OmnucarenbHas CcTaThsi apXUBHOIO CIPaBOYHMKA HA YpPOBHE apXUBHOro (ouaa
BKJIIOYAeT: Ha3BaHUEe apxuBHOro ¢oHga (cMm. 1. 3.5.3), chopaBoYHblE [aHHbIE O HEM,
UCTOPUYECKYIO CIIPaBKY K (DOHy, aHHOTALIMIO O COCTaBE U COJEPKAHUU APXUBHBIX TOKYMEHTOB,
nHPOPMALIKIO 00 YCIOBHUIX AOCTYIA U MCIIOJIb30BaHMs, Oubimorpaduto.

5.4.1.1. CopaBouHble NaHHbIE 00 apXUBHOM (OHJIE COCTOSAT W3 DJIEMEHTa apXUBHOTO
mudpa (Homepa ¢GoHma); oObeMa apXUBHOTO (POHIA B €IWHUIIAX XPAHEHUS W/WIW SIUHUIIAX
yueTa IO BHJAM JOKYMEHTAllMM; KpalHMX JaT apXUBHBIX JOKYMEHTOB I0 KaXJIOMYy BHUIY
JTOKYMEHTAIMH; IEPEYHs UMEIOILErocsi BHYyTPU(POHIOBOTO HAyYHO-CIIPABOYHOT'O arapara.

5.4.1.2. HUcrtopuueckass cmnpaBka K (OHIY COCTOMT W3 HUHGPOPMALUU IO HUCTOPHH
(hoHI000pa3oBaTENSI M UICTOPUH APXUBHOTO (HOH/IA.

Ceenenuss no wucropuu (oHmooOpa3zoBaresist BKIOYAIOT: JaThl €ro o0Opa3oBaHUS,
NIEPEMMEHOBAHMS, PEOPTaHU3aIMH, TUKBUAALNHI, BEAOMCTBEHHYIO PUHAIIC)KHOCTh, CTPYKTYPY
u (yHKIMM, HaA3BaHUS OpraHU3AlMU-TPEANICCTBEHHUKA W TpaBonpeeMHuKa. CBeneHHs O
dbonmgooOpazoBaTeie apxXxuBHOrO (OHAA JIMYHOTO MPOUCXOXKICHUS BKIIOUYAIOT €r0 KpPaTKHe
ouorpaduueckue AaHHble (paMHUIMIO, UMS, OTYECTBO, NCEBAOHUM, AECBUUYBIO (DAMMIIMIO, JAThI
KHU3HH, TPO(ECcCUIo, TaHHbIE O CIY>KEeOHOW M OOIIEeCTBEHHOH AeATeNbHOCTH). Il apXUBHOTO
¢oHIa ceMbH, pOJa aHAIOTUYHBIC CBEACHHUS JAIOTCS O KaXIOM W3 POACTBEHHHKOB. Jlis
00BEIMHEHHOT0 apXUBHOTO (DOH/1a COCTABISAETCS 00111asi UCTOPUUECKasl CIIpaBKa.

CBeneHus MO HUCTOPMM apXMBHOrO ()OHJA BKIIIOYAIOT ATy €ro IOCTYIUIEHUS B apXHB,
0o0beM U KpaifHHME JaThbl ApXHUBHBIX JIOKYMEHTOB, CTENEHb WX COXPAaHHOCTHU; OCOOCHHOCTH
(dhopMUpOBaHUA, OMHCAHMS M CUCTeMaTu3anuu; wWHQOpManuio 00 HM3MEHEHHSX B COCTaBe H
o0beMe apxuBHOro (OHIA W WX NPUYMHAX, O HAJMYUU APXUBHBIX JOKYMEHTOB JPYIHX
opranuzaiuii uin gul (QoHIOBBIE BKIIOYEHHS); O COCTaBE HAyYHO-CIPAaBOYHOIO ammapara K
apxuBHOMY (oHxy. [ly11 apXUBHON KOJIJIEKIIMM YKa3bIBAIOTCSA CBEICHUS O BPEMEHHM, YCIOBMSX,
NpUYMHAX €€ CO3JaHMs; MpUHUMNAX (HOPMUPOBAHMSA; MECTOHAXOXKICHUU KOJJICKIHH JI0
MOCTYIIJICHUSI B apXUB; COCTABUTETIE.

Hctopuueckast cnpaBka K (GoHIY KOPpPEKTHPYETCS NMpH H3MEHEHWH 00BbeMa apXHBHOTO
doHIa, a TakkKe B CIy4yae pEOPraHM3alUd, W3MEHEHHUs CTPYKTYpbl, (QYHKUIUH
(hong000pa3oBaTes U T.II.

5.4.1.3. AHHOTalMsA O COCTaBe M COJAEP)KaHUHM APXMBHBIX JOKYMEHTOB apXHWBHOTO (OoHMA
BKJIIOYAET KpPAaTKyl0 OOOOIICHHYIO XapaKTePHCTUKY O3THUX JOKYMEHTOB IO BHJAaM W UX
COZIEp)KaHUSI TI0 TeMaM, OTPaXKAIOIIUM HaNpaBJICHUs NeSITeIbHOCTH (POHIO0OpazoBaTess, c
yKa3zaHHEeM XPOHOJIOTUU TEM u 0003HaUCHUEM ux reorpagpuueckux
(aIMHUHHUCTPATUBHO-TEPPUTOPHATILHBIX) TPAHULL.

54.14. VYcnoBus JaocTyna K apXUBHBIM JOKYMEHTaM apXuWBHOro (OHIa W HX
WCTIOJIB30BaHUs BKJIFOYAIOT CBEACHUS O HAIMYMU APXUBHBIX JJOKYMEHTOB, JOCTYI K KOTOPHIM H



MOPSAOK MX HCMOJb30BAHMUS OTpaHUYEHBbl 3aKOHOAATENbCTBOM Poccuiickoin denepauuu Win
(dbonmooOpazoBarenemM, a Tak)ke CBEJCHHUS O HAIUYUH MOATUHHUKOB 0CO00 IIEHHBIX JOKYMEHTOB,
B TOM 4YHCIE YHHUKAJIbHBIX JOKYMEHTOB, M JOKyMEHTOB ApxuBHOro (onna Poccuiickoii
denepanyy, HaXOIAMIMXCS B HEYJOBICTBOPUTEIBHOM (PH3MUECKOM COCTOSHHM; O HAJTUYUU
(dhoHIa MOTB30BaAHMS.

5.4.1.5. buGnuworpadus K apxuBHOMY (OHIYy BKIIOYAECT CIHUCOK OITyOJMKOBAaHHBIX
CIPAaBOYHHKOB MO JaHHOMY (OHAY ¥ TO(OHIOBBIX JTOKyMEHTAIbHBIX ITyOIHMKAIHH,
BBITTOJIHEHHBIX HA €70 OCHOBE.

5.4.2. OnwucarenpHas CTaTbsl AapPXUBHOIO CIpPAaBOYHMKA HA YPOBHE  €IMHUIIBI
XpaHeHUs/€AUHULIBI yueTa BKIIYAeT: MOPSAKOBBIA HOMEP €AMHULIBI XpaHEHUs/€AUHUIIBI yUeTa;
CTapblii MHBEHTAPHBI HOMEp; 3arojOBOK €IWHUIBI XPAaHEHHS/EAUHUIBI y4YeTa; CIPaBOYHBIC
JaHHbIE O HEW; YKa3aHWe Ha NOJUIMHHOCTH/KOMUHHOCTh, BHJ HOCHTENS (WM CIIOCO0
BOCIIPOM3BE/ICHNUS), S3bIK, BHEIIHHE OCOOCHHOCTH, YCJIOBHS JIOCTyNIa W HCIIOJIb30BAHHSA
apXHWBHBIX JOKyMEHTOB. OmmcaTelbHasi CTaThsl MPH HEOOXOAMMOCTH JIOTIONHSCTCS Ha3BaHHEM
apXuBHOTO (hOH/A U €T0 CTPYKTYPHOI YacTH (OMHCH JeJ, JOKYMEHTOB), aHHOTAIMEH OTIeIbHBIX
APXUBHBIX JTOKYMEHTOB WJIM UX TPYIIN JAHHOHN €IMHUIIBI XpaHEHUS/CAMHULIBI yUeTa.

5.4.2.1. 3arosoBOK €IMHHUIBI XpaHEHUS YIIPABICHYECKOM JOKyMEHTALMH, €IUHUIIbI
XpaHEHUsI apXWBHBIX JOKYMEHTOB JIMYHOTO TPOMCXOXKIEHHS BKIIOYACT: HAMMEHOBAHUE BHIIA
ApXMBHBIX  JIOKYMEHTOB;, aBTOpa(OB) apXWBHBIX JIOKyMEHTa(oB); azapecara(oB) WIH
KOPPECMOHIEHTa(0B), KOTOPbIM HAMpPaBJICHBI MK OT KOTOPBIX MOTYYEHBI TOKYMEHTHI; BOTPOC
WM TPEMET, Ha3BaHUS COOBITHA, (paKTa, MECTHOCTH, (DaMHUITUN U WHUIMAIBI JIHII, K KOTOPBIM
OTHOCHUTCSI COZIEp)KaHHWE YKa3aHHBIX IOKYMEHTOB;, IaThl COOBITHH. B ciydae oOTCyTCTBHS
HEOOXOJMMBIX CBEJICHUI B 3aroJIOBOK BKIIIOYACTCS TNOsCHSIOMAs WHQOpManus "aBTOp He
yCTaHOBJICH".

3aro0BOK €IMHUIIBI yueTa KHHOBHUICOJOKYMEHTA BKIIFOUAET aBTOPCKOE Ha3BaHue (puibma,
CTIELBBITYCKA, KHHOXKYPHAJIa WM HAa3BaHHWE COOBITHS, OTPAKCHHOTO B KHMHO- WM TEJIECIOXKETE,
JaTy TPOW3BOJCTBA W/MIIM JIATy CHEMKH, (DaMWIMU ¥ MHHIUAIBI PEXHUCCepa W/WIN oreparopa
CHEMKH.

3aron0BOK €MHUIIBI y4eTa (POHOJOKYMEHTA BKIIFOUAET Ha3BaHUE U JKaHpP (POHOIOKYMEHTA,
Ha3BaHME, MECTO U JaTy OTpaKeHHOro coObITHs. Ilpu OTCYTCTBMU Ha3BaHHUS (OHOMAOKYMEHTA
YKa3bIBACTCSI OCHOBHOE COJICpKaHUE TeJe- WM paJHolepelaud, BBICTYIUICHUS, O€cebl U Jp.
3aro0BOK €IMHHULBI yyeTa (POHOJOKYMEHTA, CONEPKAIIETO 3alicCh IPOU3BEICHUS JTUTEPATYPHhI
U UCKYCCTBa, BKJIIOYAET Ha3BaHHE MPOU3BENICHUS U €r0 JKaHP, MEPBYIO0 CTPOKY TEKCTa, KOTOpas
3aKJII0YAeTCsl B KaBBIYKH, €CIIM (DOHOJOKYMEHTOM SIBIIICTCSI HE MMEIOILee aBTOPCKOTO HAa3BaHUS
U He OmnyOJMKOBAaHHOE paHee TMpou3BeAeHHEe; (aMIJIUM W WHHUIHAIBI aBTOPOB H/HIIH
WCTIOJTHUTENIEH KaK camMoro TPOM3BENEHHs, TAaK M €ro 00pabOTOK, MEepeIoKEeHUH, TepeBOIOB;
SI3BIK (POHOIOKYMEHTA.

3aronoBOK €IWHUIBI XpaHEeHUs (OTOAOKYMEHTa BKJIIOYAET OMHCAHHWE W300paKeHHs WU
Ha3zBaHue QoroanpOoMa, ciaiifa, HeratuBa, (paMUIMIO M HHUIUAIBI aBTOpA, MECTO U JaTy
CHEMKH.

5.4.2.2. CripaBOYHbIE JaHHBIC O €IUHUIIC XPAHCHUS/SIUHUIIE yUeTa COCTOAT U3:

3JIEeMEHTOB apXuBHOTO Imdpa (Homepa ¢GoHIA; HOMEpa OMUCHU Jie], JOKYMEHTOB; HOMepa
€IMHULIBI XPAHCHUS/CIUHUIIBI YUeTa);

o0beMa eIMHUIIBI XPAHEHUs/CIUHHUIBI y4eTa: JUIs apXUBHBIX JTOKYMEHTOB Ha OyMa)KHOU
OCHOBE - KOJIMYECTBO JIUCTOB; ISl KUHOBUACO(POHOAOKYMEHTOB (B 3aBHCHUMOCTH OT BHIA) -
KOJMYECTBO €AMHHUIl XpaHEHHsS B €IMHUIE y4YeTa WIM €IUHHUIl y4eTa B €IUHHUIIE XPaHCHUS,
METpaXX, XPOHOMETpaK, BpeMs 3By4aHHs (B MHHyTaX M CeKyHAax); sl (POTOJOKYMEHTOB -
KOJINYECTBO HETaTHBOB, COCTABISIONIMX €IMHHILY XpaHEHUs; s (POTOaIbOOMOB - KOIUYECTBO
(hOTOOTIIEYATKOB;

KpailHUX JaT apXUBHBIX JOKYMEHTOB; AJIS ayJHOBHU3YaJbHBIX JOKYMEHTOB - JIaThl 3aITUCH
WM TIepe3anucCH.



5.4.2.3. B kayecTBe BUJIOB MaTepHaIbLHOIO HOCUTEIISI CIUHMIIBI XPAaHEHUS/CAUHUIIBI yueTa
MIPU OMHMCAHUH YKa3bIBAIOTCS:

JUTSL YIIPABJICHUYECKOW TOKYMEHTAIIMU U apXHUBHBIX JIOKYMEHTOB JIMYHOTO MTPOUCXOKICHHUS -
Oymara, KajabKa, IepraMex u T.11.;

Uit HOHOTOKYMEHTOB TPaMMO(OHHOM 3aMMKcH - MaTeprall HOCUTES,

Ut POHOTOKYMEHTOB MarHUTHOM 3aIHCH - TUTT MAarHUTHOM JICHTHI;

JUISL BUJICOJIOKYMEHTOB - (pOopMar 3ammcy;

Uit GOTO- M KHHOJJOKYMEHTOB - (hOpMAaT U OCHOBA IICHKH, I[BETOIEpeiaya;

JUTSL SIIEKTPOHHBIX TOKYMEHTOB - KOMIAKT-AUCK W/UITU IPYTO COBPEMEHHBIH HOCUTEIIb.

5.4.2.4. YcnoBust 10CTyna K €IUHHUIIAM XPAHCHUS/CIUHUIIAM y4eTa M UX HCIIOJIb30BAHUS
BKJIFOYAIOT CBEACHHUS O HAJIMYUU APXUBHBIX JOKYMEHTOB, OCTYIl K KOTOPBIM M TOPSIOK UX
HCIIOJIB30BaHUA OTpaHUYCHBI 3aKOHOJIATEIILCTBOM Poccuiickou denepauun WA
(dbonmooOpazoBarenemM, a Tak)Ke CBEJICHHUS O HAIWMYUH MOATMHHUKOB 0CO00 IIEHHBIX JOKYMEHTOB,
B TOM 4YHCIIE€ YHHUKaJIbHBIX JTOKYMEHTOB, U JOKYMEHTOB ApxuBHOTO ¢Qonmaa Poccuiickoii
Ddenepanyn, HAXOIANIMXCS B HEYJTOBICTBOPUTEIHHOM (DH3UYECKOM COCTOSIHUH; CBEICHUS O
Hanu4uu (OHMA TOH30BAHUSA, O S3BIKE M BHEIIHUX OCOOCHHOCTSX apXWMBHBIX JOKYMEHTOB; O
Hamnun HCA k enuHMIIe XpaHSHUS/SIUHUIIE yUeTa.

5.4.3. OnucarenbHasi CTaThsl apXUBHOTO CIPABOYHHMKA HA YPOBHE apXHBHOTO TOKyMEHTa
BKJIIOUAET: 3ar0JIOBOK; CIIPABOYHEIE TAHHBIC O HEM; YKa3aHUE Ha MOATMHHOCTE/KOMMMHHOCTD; BH/T
HOcHUTeNs (MK crioco0 BOCIIPOU3BEICHNS ); YCIIOBHSI JOCTYIIA M UCTIOIh30BAHUSI.

5.4.3.1. 3arojgoBOK apXMBHOI'O JOKYMEHTA BKJIIOYAET: HAMMEHOBAHUE BUJIAa aPXUBHOIO
JOKYMEHTA; aBTOpa; aJapecara WIM KOPPECHOHJIEHTa, KOTOPOMY HAIpaBlieH WJIH OT KOTOPOTO
MOJTy4eH JOKYMEHT; BOIIPOC WU MpPEeIMeT, COObITHe, (haKT, JTUI0, HAa3BaHHE MECTHOCTH, K
KOTOpPBIM OTHOCHUTCSI COJIEp’KaHUE YKa3aHHOIO IOKyMEHTa; aTy coObITUsA. B ciiydyae oTcyTCTBUS
HEOOXOAMMBIX CBEJICHHWN B 3aroJIOBOK BKJIIOYACTCS MOSICHAIOMAs WHopManus: "aBTop HE
yctaHoBieH", "Oe3 martel". Ilpm HEOOXOIMMOCTH 3arojOBOK JOIONHSETCS aHHOTAIUEH,
pacKpbIBaOIEH HE OTPAKEHHOE B 3ar0JIOBKE COJIEp)KaHUE TAHHOTO JOKYMEHTA.

5.4.3.2. CnpaBouHble TaHHBIE 00 apXUBHOM JIOKYMEHTE COCTOST U3 BJIEMEHTOB apXUBHOTO
mudpa (Homepa (HoHIa; HOMEpa ONUCH €T, TOKYMEHTOB; HOMEpa €IMHUIbl XpaHEHUs/eAMHULIBI
y4eTa, HOMEpPOB JIMCTOB); oObeMa (KOJIMYECTBA JMCTOB) apXHMBHOTO JOKYMEHTAa;, JaThl €r0
CO3/IaHUSl.

54.3.3. VYcnoBua pocTyna K apXMBHOMY JOKYMEHTY WU MCIOJIb30BaHMS BKIJIIOYAIOT
CBEJICHUS O HAJIMYMKM OTPAHWYEHUN HA JOCTYyH M OrPaHUYEHHH IO HCHOJIb30BAHMUIO,
YCTAaHOBJICHHBIX 3aKOHOAATENbCTBOM Poccmiickoit ®enepanmu winm (HoHI000pa3oBaTeneM, a
TakKe 00 OTHECEHHHM €ro K 4YHUCIy 0co00 LEHHBIX TOKYMEHTOB, B TOM YHCIE YHUKaJIbHBIX
JIOKYMEHTOB, WJIH JOKyMEHTOB ApxuBHOro ¢donna Poccuiickoit Denepanuu, HaXOASAIIUXCS B
HEYJIOBJICTBOPUTEIHLHOM (PU3UYECKOM COCTOSIHUU; CBEJCHHUS O HANMW4uK (HOH/A TOIH30BAHUS; O
SI3IKE€ U BHEITHUX OCOOCHHOCTSIX apXUBHOTO JIOKYMEHTA; O BKJIIOYEHUU HH(OpMAIUK O HEM B
cucremy HCA.

5.5. Ilpu co3nanuun HCA apxuB yuyuThIBaeT HE TOJBKO OOIIME TPeOOBAaHUS K COCTABICHUIO
OIMMHCATENBHBIX CTAaTeH apXUBHBIX CIPABOYHHKOB, HO U OCOOCHHOCTH MOJTOTOBKU HX KaXKIOTO
THUIIA U BUJIA.

Omnuck nen, TOKyMEHTOB

Koncynperantlntoc: npumeyanue.

B odunmansHOM TekcTe TOKYMEHTa, BHJIMMO, JOIYyIIEHa oledyarka: MyHKT 6.4.2 B
JOKYMEHTE OTCYTCTBYET, II0 BOIIPOCY, KacaloUIEMyCs OIUCATENIbHBIX CTaTedl €IUHMIL
XpaHEeHUs/€AMHUI] y4eTa, CM. IyHKT 5.4.2.



5.5.1. Onuce pen, AOKYMEHTOB (apXHMBHBIM CIPABOYHUK, MPEIHA3HAYCHHBIA IS
PacKpbITUSI COCTaBa U COACPKAHUSA €OUHUI] XPAHEHUS/CIUHUI] YyuyeTa, 3aKpEeIUICeHUs WX
BHYTPH(OHIOBOW CUCTEMaTH3aIMU U yudeTa; NpuiokeHust N 7 - 8) COCTOUT W3 ONMUCATENbHBIX
cTaTell eIUHMIl XpaHEeHWs/eAuHUI] ydera (cM. m. 6.4.2), uroroBod 3amucu (cM. m. 3.5.6),
nucra-3aBeputens (mpuioxenue N 3) U CpaBOYHOTro annapaTa K OMUCH.

B cnpaBouHsblil anmapaT onMcu e, TOKYMEHTOB BXOJSAT: TUTYJIBHBIA JIUCT; CO/EpIKaHUE
(ornamiieHue), MPEeIUCIOBHE; CIIMCOK COKPAILICHU; IepeBOIHbIE Ta0IUIbI ApXUBHBIX MH(POB (B
cilydae rnepepaboTKH OMHCH); YKa3aTelu.

Ha tutynapHOM nucTe ommcu e, JOKYMEHTOB MOMENIAIOTCS: MOJHOE Ha3BaHUE apXuBa,
Ha3BaHME U HOMEpP apXUBHOro (OHJa, HOMEp M Ha3BaHWE OMKCH, KpallHWE JaThl BHECEHHBIX B
OIHCh APXUBHBIX JOKYMEHTOB.

[IpenucnoBue cocraBnsercs JMOO K KaXI0H OMUCH JieN, JOKYMEHTOB, JIMOO oOInee Ko
BCEM omnucsaM apxuBHoro ¢oHma. B mpeaucnoBuM  KpaTKO —HM3NIAraiTcs  UCTOPHS
dbonmgo0OpazoBaTesi U apXWBHOrO (POHNA; AHHOTAIUMS COCTaBa M COJCP)KaHUS APXUBHBIX
JIOKYMEHTOB (C BbIJIeJICHHEM Hanbojee TUITUYHBIX TPYII €IUHUIL] XPAaHSHUS/CTUHUI] y4eTa Mo UX
BUJAM M PAa3HOBUAHOCTSM, IO COJEPIKAHHUIO); COCTAB CIPABOYHOIO ammaparta K omucu. Ilpu
COCTaBJIEHUH OTAEIBHBIX MPEAUCIOBUI K KaXKI0W OMUCH apXMBHOTO (hOHIA BCe OOIIHE TaHHBIE
o UCTOpuH (OHI000pa30BaTENs U UCTOPUS apXUBHOTO (POHJIa TOMEIIAIOTCS B PEIUCIOBUH K
MIepBOM OMHCH e, TOKYyMEHTOB.

[Ipu HEOOXOOMMOCTH K OMUCH JIeN, JOKYMEHTOB COCTAaBJIIOTCSA OOIIME M CHElHajIbHbIE
yKa3aTeiH.

5.5.1.1. ApxuB B HEOOXOAMMBIX CIydyasX OpraHU3yeT YCOBEPILIEHCTBOBAaHHE W
nepepaboTKy omnucel e, TOKyMEHTOB.

YcoBeplIeHCTBOBaHNE OIMUCH JIed, JOKYMEHTOB - KOMILIEKC pPadOT MO TOBBIIICHUIO
MH(POPMATUBHOCTH ONMCU: YTOYHEHHUIO 3arojiOBKOB €IMHUI] XpaHeHUs/enuHull yderta (06e3
M3MEHEHHS UX CHCTEMAaTH3alllH ), COCTaBICHUIO HEOOXOIMMOTO CIIPABOYHOTO anmapaTa K OIHCH.

[lepepaboTka omucu feln, JOKYMEHTOB - COCTaBJIEHHME HOBOW OMNHMCH B3aMEH CTapol, He
oTBevaroleil TpeboBaHMSAM TMOMCKAa M YydeTa apXUBHBIX JOKyMeHTOB. [lepepabGoTka omucu
BKJIIOYAET: M3Y4YCHHE EIMHUI] XPaHECHUS/€AMHUI] y4yeTa C IPOBEJACHHUEM OHKCIEPTH3bl HUX
LIEHHOCTH, YTOYHEHHEM UX (OHIOBON NPUHAUICKHOCTH,; YTOYHEHHE MWJIIHM COCTaBJICHUE
3arojIOBKOB €IMHULl XPAaHEHUs/€IUHHULl y4yeTa; OIpe/ejeHHe WM YyTOYHEHHE UX KpallHUX 1arT,
nepecucTeMaTH3aluIo eIMHUL] XPAHEHUs/eIUHUI] ydeTa 10 HOBOH cXeMme cucTeMaTH3aluu U
COCTaBJieHHE HEOOXOAMMOIO CIpaBOYHOro ammapata k onucu. [lpu mepepaboTke omucu
COCTABIJISICTCSI MEpEeBOJHAs TAOMUIA CTApbIX W HOBBIX APXUBHBIX IMHU(PPOB EIUHHIL
XpaHCHUS/€AMHUI] ydYeTa. YHHYTOKEHHE CTapblX OMNHCEH JieN, JTOKYMEHTOB IIOCIIe WX
nepepaboTku 3ampemaercs. Crapbple ONHUCH YYUTHIBAIOTCA [0 HOBBIM OIKMCAM Ha IpaBax
OTJENbHBIX €IMHUI] XpPAaHEHHUS U MOMENIAIOTCS B KOHIIE HOBOI OMKCH 3a MOCJIEIHUM HOMEPOM
10/ CBOMM 3arojIOBKOM U ¢ oTMeTKoi "Onuck nepecocrasnena. Cm. om. N ...".

[IyreBogurenn

5.5.2. IlyreBomutenb (apXWBHBII CIPABOYHHUK, COJAEPXKALIUN CBeleHUs 00 apXHWBHBIX
¢donmax apxuBa (apXMBOB) B CHCTEMATH3MpPOBAaHHOM BHJEC ¥ NpeIHA3HAYCHHBINH IS
03HAKOMJIEHUS TI0JIb30BATENIS C UX COCTABOM M COJEPKAHUEM) COCTOMUT U3 OMMCATEIbHBIX CTATEl
Ha ypoBHE apXuBHOTO (oHaa (cM. 1. 5.4.1) U cipaBOYHOTO ammapara.

Bunamu myteBoguTens SBIAIOTCS MyTEBOAUTENb MO (oHAaM apxuBa (apXUBOB); KpATKUN
CIpaBOYHMK MO (hOHIAM apxuBa (apXUBOB); TEMATHUYECKUN MyTEBOIUTENH MO (OHIAM apXuBa
(apxuBoB). IlyreBomuTenn moOApa3AENAIOTCS TaKKE HAa apXUBHbIE (BHYTPUApXWUBHBIE) H
MeXapXUBHbIE.

Bun nmyteBoauTens u cxema NOCTPOCHMS ONPEIEIISIFOTCS €r0 LEJIEBbIM HA3HAYCHUEM.



5.5.2.1. OcHoBHast 4YacTh IyTeBOAWUTENS TO (OHAAM apxuBa (apXHUBOB) COCTOUT U3
OMHUCATENbHBIX CTAaTEH apXUBHBIX (DOHAOB WM TPYyNI apXUBHBIX (OHJOB. B myTeBoauTens 1o
¢donnaM apxuBa (apXMBOB) JOJDKHBI BKJIIOYAThCS CBEJCHHS O BCEX OTKPBITHIX APXMBHBIX
¢onnax. Hekotopble apxuBHble (OHABI MOTYT OBITH MpEACTaBIEHBI B BHUIE CIIHCKA
HEaHHOTHUPYEMBIX apXUBHBIX (DOHJIOB.

5.5.2.2. OcHOBHAas1 4aCTh KPaTKOTO CIIPABOYHUKA 1O (POH/IaM apXuBa (apXUBOB) COCTOUT U3
CUCTEMATH3UPOBAHHOI'O TEPEYHs OMUCATENbHBIX CTaTeil Ha apXuUBHbIE (OHIBI WM TPYIIIBI
apXUBHBIX (POHJIOB.

KpaTtkue crnpaBoOUYHHMKH MOAPA3JENAOTCS Ha AaHHOTUPOBAHHBIE M HEAHHOTHPOBAHHBIE.
OnucarenpHast cTaThsi B AHHOTUPOBAHHOM KpAaTKOM CIIPaBOYHHMKE COCTOMT M3 Ha3BaHUS
apXUBHOTrO (hOH/A CO BCEMH MEPEUMEHOBAHUAMU (POHA000pa30BaTeNsl, CIPAaBOYHBIX JAHHBIX 00
apXuBHOM (hOH/I€ M KpAaTKOIl aHHOTAllMK HAa apXUBHBIE JOKYMEHTHI 3Toro honaa. OnucarenpHas
CTaThsi B HEAHHOTHUPOBAHHOM KPAaTKOM CIIPAaBOYHUKE COCTOMT M3 HAa3BAaHUS apXUBHOTO (OHIA U
CIPaBOYHBIX JaHHBIX O HEM.

5.5.2.3. OcHOBHast 4acTh TEMAaTUYECKOTO IyTEBOAWUTENS MO (hoHIaM apxuBa (apXHBOB)
COCTOHUT M3 CUCTEMATU3MPOBAHHOIO MEPEYHs OMHCATEIbHBIX CTAaTeH MO ONpeAeeHHON TeMe Ha
apXuBHBIE (DOH/BI I UX YACTH.

5.5.2.4. B cnpaBouHbIil ammapaT MyTeBOIUTENS JHOOOT0 BHIA BXOAST TUTYJBHBIM JTUCT,
coJiepkaHue (OIJIaBJIEHUE), NPEIUCIOBUE, CIIMCOK COKpAllleHUH, MPWIOKEHHUs, ykasartenu. K
MMyTEBOAMUTEIIO COCTaBIIsIeTCA 001as Onbmuorpadusi.

B MHOroTOMHBIX W3JaHUSX IMYTEBOAUTENEH COCTABISIETCS CIIPABOYHBIN ammapaT Kak ajis
BCEro M3JaHus B LIEJIOM, TaK U JJIs1 OTACIbHBIX TOMOB.

Karanoru

5.5.3. Karanoru (Mex(OHIOBbIE apXUBHbIE CIPAaBOYHMKHM, B KOTOPBIX CBEACHUSA O
COJIepKaHUU apXUBHBIX (DOHJIOB, €MHULl XPAHEHUS/SIMHUI] yueTa, ApXUBHBIX JOKYMEHTOB (MK
UX 4YacTed) apxuBa CTPyNIHUPOBaHbl IO IpeaMeTaM (TemaM, OTpaciiiM), PacloOXKEHHBIM B
COOTBETCTBHUHM C OIPEJEICHHOIN cXeMOW KilacCU(pUKALMU TOKYMEHTHON HHPOpMaIn) o0pa3yroT
cucreMy KaTajnoroB apxuba. CoCTaB CHUCTEMBbI KaTaJOTOB apXHBa OIPEIENIAETCSl COCTAaBOM U
COJICp)KAHUEM apXUBHBIX JOKYMEHTOB; WHTEHCUBHOCTBIO HX MHCIIOJIb30BAHUSA; CTENEHBIO
pa3pabOTaHHOCTH apXUBHBIX (DOHIOB; HAJIMYMEM M KA4YeCTBOM JIPYTMX THUIIOB apXHMBHBIX
crpaBOYHUKOB. OCHOBHBIMH B CHCTEME KaTaJIOrOB apXuBa SBISIOTCS CUCTEMATUYECKUH U
VMEHHOM KaTaJIOTH.

Katanorn nonpasnensiorcss Ha cUCTEMaTH4YeCKHe, TeMAaTH4eCKUe U MX Pa3HOBUIHOCTH
(KaTajoru MO MCTOPUM YUPEXKIEHHUH, aIMUHUCTPATUBHO-TEPPUTOPHATIBLHOIO NEJIEHUS U 1p.),
MpeIMETHBIC U UX PA3HOBUIHOCTH (MIMEHHOM, reorpaduyeckuii, 00bEKTHBIN).

OnucarenpHasi cTaThsl Karajora BKJIIOYAeT: Ha3BaHME apxuBa; MHJIEKC; PYOpUKY H
NoJpyOpHKY; JaTy COOBITHS; MECTO COOBITHS; CBEIEHHUS M3 apXUBHOI'O JOKYMEHTA, €AMHUIIbI
XpaHEHUS/€AMHUIIBI ydeTa, apXuBHOro (onaa (comepxaHue); apXuBHBIA ImHDp; SA3BIK
JOKyMEHTa M CII0COO €ro BOCHPOHM3BEACHUS; (AaMHIIUIO COCTaBUTEIS M JaTy COCTaBJICHUS
ONMCATEIILHON CTaThU.

Jlyis ycTaHOBIIEHUS CBSI3U MEXKIY pa3jielaMH KaTajora Wi pas3zesioB Karajora ¢ ApyruMu
apXMBHBIMH CIIPABOYHUKAMH NIPUMEHSAETCS CUCTEMA OTCHUIOK.

VYkazarenu u 0030pbl

5.5.4. VYkazarenu (apXuBHbIC CIPABOYHUKH, TMPEACTABISAIONIME COO0OW andaBUTHEIE,
CUCTEeMAaTUYECKUE WM COCTABIIEHHBIE MO KaKOMY-THOO MHOMY MPHU3HAKY MEpEeYHH Ha3BaHHM
(HauMeHOBaHUM) MPEAMETOB, YNOMHHAEMBIX B AapXUBHBIX JOKYMEHTaX, C YyKa3aHHEM HX
ApPXUBHBIX MIH(POB) MOAPAILISIIOTCS HAa BHYTPH(OHIOBBIE, MEK(DOHIOBEIE, MEKAPXUBHEIE, a



TaKK€ Ha TeMaTU4yeckue, NpeaMeTHble (o0ImMe U CHeUualbHbIE), XPOHOJIOTUYECKHE.
Pa3HoBHIHOCTAMU IPEIMETHOTO yKa3aTesl SBISIOTCS UMEHHOM U reorpaduyeckuil ykasaTenu.

VYkazaTenu MOryT ObITh CAMOCTOSITETIbHBIMH apXUBHBIMH clipaBoYHMKaMu B cucteme HCA
apxuBa WM BXOAWTHb B COCTaB BCIIOMOTIaTEIbHOIO CIPABOYHOIO ammapara K JpPyrMM TUIAM
ApXWBHBIX CIIPABOYHHKOB.

OnucarenpHasi cTaThsl yKaszaTeds JO00ro BUAA COCTOUT W3 MPEIMETHOTO MOHSTHS
(pyOpukn) u apxuBHOTrO Imudpa.

B yka3zarene mnpumeHsieTcs CcUCTEMa OTCBUIOK Ul YCTAHOBJICHHMS CBSI3€H MEXAy
TOK/IECTBEHHBIMH MTPEIMETHBIMU TTOHSATHSIMH.

5.5.5. O630pHsI (apXUBHBIE CIIPABOYHHUKH, BKJIIOYAIONINE CHCTEMATHU3UPOBAHHBIC CBEJICHUS
0 COCTaBe M COJAEPKAHUU OTIEIbHBIX KOMILJIEKCOB apXHBHBIX JIOKYMEHTOB, JOMOJHEHHBIE UX
HCTOYHHUKOBEIYECKHM AaHAJIM30M) TOAPA3ENAoTCs Ha 0030psl (DOHIOB M TEeMaTHYECKUe
0030pBHL.

O630p ¢oHma BKIIOYAET CHUCTEMATHU3MPOBAHHBIE CBEIIEHHUS O COCTAaBE M COJACPKAHUU
aApXUBHBIX JTOKYMEHTOB OJIHOTO apXUBHOTO (hoHAA.

Tematuueckuii 0030p BKIIOYAeT CHCTEMAaTU3WPOBAHHBIE CBEIACHHS O COCTaBe H
COJIep)KAaHUU ApPXMBHBIX JOKYMEHTOB OJHOTO WJIM TPYMIBl apXWBHBIX (POHIOB OJHOTO HIIU
HECKOJIbKUX apXUBOB IO ONPEEIEHHON TEME.

B cnpaBounblii anmapat 0030pa BXOISAT TUTYJIbHBIA JIUCT, COAEp)KaHUE (OrJaBJieHHE),
NpeIucIIoBUe, CIHMCOK COKpaileHuil, ykazarenu. K Temaruueckomy 0030py IOKHBI OBITh
COCTaBJIEHBI CITUCOK (DOHJI0B, MH(OPMAIH O KOTOPBIX COJEPKHUTCSA B 0030pe, n Oubarorpadus
o Teme o03opa.

ABtomaTtuszupoBanubii HCA

5.6. ApxXuBHBIE CIIPAaBOYHHKH MOTYT BECTHUCh B apXUBE B aBTOMATH3HMPOBAHHOM PEXKHME,
o0ecrneunBaroIleM BO3MOXKHOCTH ONEPATUBHOTO M MHOI'OACIIEKTHOTO MOMCKA U MPEACTaBICHUS
JTIOKyMEHTHOW MH(pOpMauu (B TOM YHCIIE B PSKUME YIAICHHOTO JTOCTYTIA).

NudopmanmonHoe HamnonHeHue aBToMaTusupoBaHHoro HCA cocraBiseT copaepikaHue
OIMUCaTeJIbHBIX CTaThbel apXUBHBIX CIIPABOYHHMKOB Ha YpPOBHE apXWBHOTO ¢oHaa (cM. m. 5.4.1),
€IMHUILIBI XPAHCHUS/TUHUIIBI yueTa (CM. 11. 5.4.2), apXUBHOTO JOKyMeHTa (CM. 1. 5.4.3), a Takxke
KJIFOUEBBIE CII0BA U pyOPUKATOPHI.

OO0s3aTenbHBIMU BUJAMH KJIIOUEBBIX CJIOB (TEPMHHOB, XapaKTEpU3YIOIUX B 0000IEHHOM
U C)KaTOM BHJIE€ COZEp)KaHUE OMHMCATENIbHBIX CTAThe apXMBHBIX CIHPABOYHHKOB) MPU BEJCHUU
aBromatusupoBanHoro HCA sBnstotcs: "tematuka", "mepconamuu", "reorpadus”. B cmyuae
HE0OXOIUMMOCTH MOTYT CO3aBaThCsl IPYrHe BUJIbI KIIFOUEBbIX CIIOB.

PyGpukaropsl - cucreMaTHdeckHMe M TEeMAaTUYECKHE CXEMbl MOHATUH ¢ MHAEKCAMU JUIs
CTPYKTYPUPOBAHU U IIOMCKA TOKYMEHTHOH uH(popMmaruu B aBTomatu3uposanHoM HCA.

q)OpMBI HCIIOJIb30BAHUSA aPXUBHBIX TOKYMCHTOB

5.7. OcHOBHBIE (POPMBI HCIIOIB30BAHUS APXUBHBIX TIOKYMEHTOB (TIPE10CTABIECHUS apXUBOM
0€3BO3ME3/IHO HMJIM BO3ME3IHO I0JIb30BATEI0 MH()OPMAIIMOHHBIX YCIYT M WH(POPMAIMOHHBIX
MIPOAYKTOB ISl YJIOBJIETBOPEHUS €r0 MH(POPMALMOHHBIX MTOTPEOHOCTEH):

UH(QOPMALMOHHOE 00€ECIIeYeHUE M0Ib30BATENEN B COOTBETCTBUM C UX 3alIpOCaMHU, a TAKKE
B MHULIMATUBHOM IOPSIKE;

IpeO0CTaBICHHE aPXUBHBIX JOKYMEHTOB I10JIb30BaTEISIM B YUTAIBHOM 3aJie apXUBa;

9KCHOHUPOBAHHME APXUBHBIX JOKYMEHTOB Ha BHICTaBKaX;

UCTIOJIb30BaHNE aPXUBHBIX JJOKYMEHTOB B CPEJICTBAX MacCOBOW MH(popMaImm;

poBeJieHHEe UHPOPMAIIMOHHBIX MEPONIPUATHI (BCTpeU ¢ 00IIECTBEHHOCTHIO, IKCKYPCUN B
apXMBbl, NpPE3EHTALUN, JHEH OTKPBITHIX IBepell, JeKUuH, IOKIal0B, YCTHBIX KYypHAJOB,



KOH(epeHIIUH, YPOKOB JJIsi CTYJICHTOB M IIKOJBHUKOB U Jp.) C HMCIOJIb30BAaHHEM apXHBHBIX
JIOKYMEHTOB;

nyOIMKaIUs apXUBHBIX JOKYMEHTOB.

5.7.1. 3anpockl, TOCTyNAalOKUe B apXUBBI, OJIPA3ACIISIIOTCS Ha:

3ampockl 0 MPeJOCTaBICHUH HHPOPMAIMK 10 OMPEEIeHHON mpobieMe, TeMe, COOBITHIO,
¢dakTy (TemaTuyeckue 3amnpochl). Pa3HOBHIHOCTHIO TEMAaTHUECKUX 3alpOCOB  SBISIOTCS
Ouorpauyeckue 3amnpochl, MO KOTOPHIM YCTAHABIMBAIOTCS CBEACHUS, HEOOXOAMMBIE JUIS
W3YUYECHUS KU3HU U JEATEIbHOCTH KOHKPETHBIX JINLL;

3ampochl 0 NPENOCTaBICHUH HH(POpPMAIK, HEOOXOAUMOW MJsi YCTaHOBIEHHUS POJICTBA,
POJCTBEHHBIX CBS3€H ABYX WM OoJjee ML, UCTOPHH CEMbH, Pojia (TeHeaJorHuecKue 3arpochl);

3apOChl, CBSI3aHHBIE C COLMAJIBHOW 3alUTOM TIpaXkJaH, IpeLyCMATPUBAIOIIME UX
MIEHCMOHHOE O0ecreueHne, a TakKe MOJydyeHUe JIbIOT M KOMIEHCAllMid B COOTBETCTBUH C
3aKoHOAaTeNbCTBOM  Poccuiickoil  @Denepauuu #U  MEXIyHApOAHBIMH  00s3aTeNbCTBAMU
Poccutickoii @enepanuu (3anpochkl COLUATBLHO-TIPABOBOIO XapaKkTepa).

5.7.2. B uensax Hacrosimux [IpaBui UCHONB3YIOTCS CIIETYIOIINE OHATHSA:

apXuBHas CIIpaBKa - JOKYMEHT apXHBa, COCTaBJICHHbI Ha OJaHKE apXxuBa, UMEIOLIMM
IOPUAMYECKYIO CHIIy M COJEpXKalluid JOKYMEHTHYIO HHQOpMAIMI0 O IpeJMeTe 3ampoca C
yKa3aHWEM AapXUBHBIX IH(GPOB M HOMEPOB JIMCTOB €IWHUI] XpPaHEHHs] TE€X apXUBHBIX
JOKYMEHTOB, HA OCHOBAHUU KOTOPBIX OHA COCTABJICHA,;

apXMBHas KONMS - JOCIOBHO BOCIPOM3BOJAIIAS TEKCT APXMBHOIO JOKYMEHTAa KOIHMS C
yKa3aHMEM apXHWBHOIO MIM(pa U HOMEPOB JIUCTOB €AWHHUIBI XpaHEHMs, 3aBEpPEHHAs B
YCTaHOBJICHHOM IOPSIKE;

apXuBHasl BBIMIUCKA - JOKYMEHT apXuBa, COCTaBJICHHBI Ha OlaHKe apXwBa, AOCIOBHO
BOCIIPOM3BOJAIIMI YacTh TEKCTa APXUBHOIO JOKYMEHTA, OTHOCAIIUMUCA K OIPEAEICHHOMY
¢bakty, coObITHIO, JHIy, C yKa3aHHEM apXMBHOIO IH(pa M HOMEPOB JIUCTOB E€IMHMIIBI
XpaHEHMS;

UHGOPMAIIMOHHOE MHUCHMO - IHUCHMO, COCTAaBJIGHHOE Ha OJIaHKe apXuBa IO 3alpocy
MIOJIb30BATENsI WM 110 MHUIIMATHBE apXHBa, cojJepikaliee HPOPMALIUIO O XPAHSIIIUXCS B apXUBE
apXUBHBIX JOKYMEHTaX IO ONPEENIEHHON ITpobieMe, TEME;

TEMaTHYECKUM MEePEeYeHb apXMBHBIX JOKYMEHTOB - CHCTEMATH3UPOBAHHBIA KPATKUN WU
AHHOTUPOBAHHBIM TepedYeHb 3arojOBKOB ApXUBHBIX JOKYMEHTOB, €IWHUIl XpPaHEHUS/EIUHHUIL
ydera 1O OMpeeNieHHOW TeMe C yKa3aHHeM WX JaT U apXUBHBIX MHU(POB, COCTABICHHBIN 1O
3ampocCy MOJIb30BATENS WM 10 MHULIUATUBE APXUBA;

TeMaTHYecKass NOoA0OpKa KOMUH apXMBHBIX JOKYMEHTOB - CHUCTEMAaTU3HPOBAaHHBIN
KOMIUIEKT KONWH AapXWMBHBIX JOKYMEHTOB WM HMX 4YacTel 10 OIpeAeIeHHOW TeMe,
NOJATOTOBJIEHHBIM apXUMBOM MO 3alpocy IOJIb30BaTeNsd WM 10 HWHUIMATUBE AapXuBa.
Tematnueckass moaOOpka BKJIIOYAET TUTYJBHBIM JUCT, TEMaTHUYECKUH IepeueHb apXUBHBIX
JIOKYMEHTOB U ITPU HEOOXOIMMOCTH UCTOPUUECKYIO CIIPABKY 10 TEME;

TeMaTHYeCKUi 0030p apXUBHBIX JTOKYMEHTOB - CM. II. 5.5.5.

HOpSIZ[OK HCITIOJIHCHUS 3aITPpOCOB IOJIb30BaTEICH

5.8. 3ampoc moyIb30BaTENsl PACCMATPUBACTCA W HCIOJHSACTCS apXWBOM IPU HAIWYUU B
3arnpoce HaMMEHOBAHMS IOPUIAMYECKOro Jnna (A7as rpaxiaH - GpaMuiIuu, UMEHU U OTYECTBA),
MOYTOBOTO W/WJIM 3JIEKTPOHHOTO aJpeca MoIb30BaTeNsl, YKa3aHus TEMbI (BOIIPOCa), XpPOHOJIOTUU
3arpammBaeMoi nHpopManuu.

3anpoc Moib30BaTENsl pacCMaTpUBAETCSl PYKOBOJCTBOM apXuBa WJIM YHOJHOMOYEHHBIM
JOJDKHOCTHBIM ~ JIMIOM  (JIMLJAMH), HAampaBisieTcss Ha HUCHOJHEHHWE B COOTBETCTBYIOLIUE
MoJpa3fieNieHusT WM HEMOCPEICTBEHHO HCIIOJHUTENI0 M  HCIONHSETCS 10 apXUBHBIM
JOKyMEHTaM WM/WUJIH [€YaTHBIM M3/1aHUSAM, OTHOCSIIUMCS K IIPEIMETY 3arpoca.



3ampoc, He OTHOCAILIMICS K COCTaBy XpaHSIIUXCS B apXUBE apXWUBHBIX JTOKYMEHTOB, B
Te4eHHe 5 JHEH ¢ MOMEHTa €ro perucTpalyy HalpaBiIsAeTcs B Jpyroi apXuB WM OpraHU3aluIo,
I7le XpaHATCS HEOOXOIUMbIE apXMBHbIE JTOKYMEHTBHI, C YBEJOMIIEHHEM 00 3TOM I0JIb30BaTEl,
WM TIOJIH30BATEIIO JJAETCSl COOTBETCTBYIOIIAS PEKOMEH IAITHSL.

[Ipu nocrynnenun B apxuB MHTEepHET-00palieHus (3ampoca) MoJib30BaTels ¢ yKa3aHUEM
azpeca DSJEKTPOHHOM MMOYTHI W/WIIM TOYTOBOIO aJpeca €My HaIlpaBiIIeTCs YBEIOMJICHHE O
npueme oOpaleHus (3arnpoca) K pacCCMOTPEHHIO WJIM MOTMBUPOBAaHHBIN OTKa3 B PACCMOTPEHUHU.
[IpunsiToe K paccMOTpEeHHUIO OOpalleHue (3ampoc) pacrnevyaTslBaeTCs, U B JanbHeieM padoTa ¢
HUM BEJICTCSA B yCTAaHOBJICHHOM MOPSIKE.

OtBeTr Ha 3ampoc INOJB30BATENs JlaeTCsl Ha TOCYIapCTBEHHOM s3blke Poccuiickoit
denepanuu.

ApXUB OCYIIECTBIISICT MPUEM T'PAXKAaH B MPUEMHON MM CTOJIE CIPABOK U BEJET UX y4eT
[0 YCTaHOBJECHHOW ¢opme. PyKOBOICTBO apxuBa HECET JIMYHYIO OTBETCTBEHHOCTh 3a
OpraHM3alMIo MPUeMa U pacCCMOTPEHHUS 3alIPOCOB I'PaXk/IaH.

5.8.1. TemaTudeckuii 3ampoc TOCYyJApCTBEHHOIO OpraHa WM OpraHa MECTHOTO
CaMOYIIpaBJICHUsI, CBS3aHHBIA C HCIOJIHEHHWEM HMMHU CBOMX (YHKIMH, apXHUB paccMaTpUBAeT B
NIEPBOOYEPEHOM TOPAIKE B YCTAaHOBJIEHHBIE 3aKOHOJATENBCTBOM JHMOO B COIJIaCOBAaHHbBIE C
HUMHU CPOKU. VIcTionHeHne Takoro 3anpoca OCyLEeCTBIAETCS Ha 0€3B03ME3AHON OCHOBE.

Hcnonnenue TemMaTHMyecKoro 3ampoca OpraHu3allid WM TpakJaHUHA OpPraHHU3YyeTcs B
NOpsiIKE OKa3aHMs IUIATHBIX YCJIYr (B TOM 4YHCJIE€ Ha OCHOBE JOroBOpa) WM OE3BO3ME3IHO.
Cpoku U CTOMMOCTb padOT MO UCHOJIHEHUIO YKA3aHHOI'O 3alpoca B NPEABAPUTEIHLHOM MOPSAKE
COTJIACOBBIBAIOTCS C MOJIb30BATEIIEM.

[Ipn HeoOxogumocTH MpoBeIeHUS OOBEMHOM pabOThl MO MOMCKY U KONHWPOBAHUIO
apXWBHBIX JOKYMEHTOB apXWB NHCBMEHHO W3BEIIAET TIOJB30BATENI O MMPOMEKYTOUYHBIX
pesyabTartax paboThl. Bua nHpOpManMOHHOTO AOKYMEHTA, MOJArOTABIMBAEMOIO apXUBOM IIO
3aIpocy MOJIb30BATEINS, COITIACOBBIBAETCS C HUM, €CJIM 00 3TOM HE yKa3aHO B 3aIpoce.

5.8.2. TI'eHeanoruueckuil 3ampoc IOJIb30BATENsl apXUB HUCIOJHAET B IOPSAKE OKa3aHMS
IUTATHBIX YCIyT (B TOM YHUCIJIE Ha OCHOBE JIOTOBOpa). YKa3aHHBIM 3aIpOC MOKET HCIHOIHATHCS
KaK B OTHOILICHUHU 3asBUTEIIS, TAK U B YCTAHOBJIIEHHOM MOPSIJIKE B OTHOLIEHUH JPYTUX JIUILI.

Wndopmanus mnonb3oBaTeNnio MpeacTaBiseTcss B (GopMe  POIOCIOBHOIO  JpeBa,
TCHEANIOTUYECKON POCIHCH, T€HEaJOTHUeCKOW TaOMUIBl WIIM AapXUBHBIX CIPABOK, apXHMBHBIX
BBIMIACOK, KOMHUH apXWBHBIX JIOKYMEHTOB, YCTaHABIMBAIOIIUX POJICTBEHHbIC CBs3U. l[lpu
OTCYTCTBUM BO3MOKHOCTEH IO HCIOJIHEHHUIO T'€HEAJOTHYECKUX 3allPOCOB apXUB PEKOMEHIYET
N0JIb30BATENI0 MPOBOAUTH CAMOCTOSATENIBHBIA IMOMCK HMHTEpecyroleil ero uHpopManuu
TeHEATIOTNYECKOT0 XapaKkTepa B YNTAIbHOM 3aJIe apXHBa.

5.8.3. 3anpoc conuanibHO-PABOBOTO XapaKTepa UCIIONHICTCS apXUBOM 0€3BO3ME3IHO.

Cpok HCIOJIHEHHUSI 3ampoca COLHUAIBHO-NPABOBOTO XapaKTepa B apXWUBE HE JIOJDKEH
npesbimaTh 30 nHeH ¢ MoMeHTa peructpanuu 3ampoca. C paspelieHus pyKoBOJICTBA apXuBa
3TOT CPOK MOXKET OBITh NMPH HEOOXOIUMOCTH HPOJJIEH C 0053aTEIbHBIM YBEIOMICHUEM 00 3TOM
nosib3oBarenst. Cpok ucnonHenus 3anpoca no HCA apxuBa - He Oosiee 15 aHel ¢ MOMEHTa €ro
perucTpanmu.

[lpy ucnonHeHMM TOBTOPHOIO 3alpoca COLUAIBHO-IIPABOBOIO  XapakTepa WM
COCTaBJIEHUM IO NMPOChOE IMO0Jb30BaTeNsl apXUBHOW CIpPaBKU, aHAJIOTMYHON paHee BbIJAHHOM,
apX¥B MPOBEPSET COOTBETCTBUE CBEJICHUN, BKIIIOUCHHBIX B 3Ty CIIPABKY, T€M, KOTOPbIE HMEIOTCS
B apXMBHBIX JOKYMEHTaX, U B cilydae 0OHapy>KEHHsI JOTIOJHUTEIBHBIX CBEICHUH BKIIIOYAET X B
MTOBTOPHO BBIIABAEMYIO apXHBHYIO CIIPaBKY.

OdopmiteHne apXuBHBIX CIIPABOK,
APXHUBHBIX BBIIUCOK U APXUBHBIX KOTHH



5.9. ApxuBHas cHpaBKa U apXHMBHas BBIIUCKA COCTABIAIOTCS C 00O3HAYCHHEM Ha3BaHMS
MH(POPMALIMOHHOTO JJOKyMeHTa "ApxuBHas crpaBka”, "ApxuBHas BbITUCKA".

(8 pex. [Ipukaza Munkynbtypsl PO ot 16.02.2009 N 68)

5.9.1. Tekct B apxuBHOU cmpaBke (mpwiokeHue N 13) maercss B XpOHOJOTHYECKOU
II0CTIEIOBATEIBHOCTH COOBITUH C YyKa3aHHEM BMJOB apXUBHBIX JOKYMEHTOB M HX naT. B
apXUBHOM CIIpaBKe JOITyCKAaeTCsl LUTUPOBAHUE apXUBHBIX JIOKYMEHTOB.

HecoBnanenue  OTAENBHBIX JAHHBIX  ApPXUBHBIX  JOKYMEHTOB CO  CBEACHUSAMH,
U3JI0’)KEHHBIMU B 3aIpOCe, HE SBJISETCS MPEMSATCTBUEM JJIs BKIIOUYEHMSI UX B ApXUBHYIO CIIPABKY
P YCIOBHMM, €CIM COBIAJCHHE BCEX OCTAIBHBIX CBEICHUN HE BBI3BIBACT COMHEHHU B
TOX/IECTBEHHOCTH JIMLA MJIU (PAKTOB, O KOTOPHIX TOBOPUTCS B apXHUBHBIX JOKyMEHTax. B
apXUBHOM CIpaBKE 3TU JAaHHBIE BOCIPOM3BOJATCS TaK, KaK OHM H3JI0KEHBl B apXMUBHBIX
JOKYMEHTaX, a pacXokKJI€HUs, HECOBNAJECHHUS U HETOYHbIE Ha3BaHMs, OTCYTCTBUE HMEHH,
OTYECTBA, MHUIMAJIOB UJIM HAJIMYKUE OJIHOTO U3 HUX OTOBapUBaIOTCA B TEKCTE CIPABKHU B CKOOKax
("Tak B nokymenre", "Tak B TekcTe opuruHama").

Ceenenuss o paborte, ydeOe B HECKOJBKHUX OpraHM3alMsAX, Y4eOHbBIX 3aBEICHUSAX
BKJIIOUYAIOTCS B OJIHY apXUBHYIO CIIPABKY.

B npumewanusx 1o TEKCTy apXMBHOM CIpaBKHM OroBapuBAIOTCA HEpaz0OpuHMBO
HaIlYMCaHHbIE, UCIIPABIICHHBIE aBTOPOM, HE NIOJAIOIINAEC IPOYTEHUIO BCIEACTBHE TOBPEKACHUS
TekcTta opuruHana mecta ("Tak B Tekcte opuruHana", "B Tekcre HepazoopuuBo").

B Tekcre apXMBHOH CIPaBKM HE JOINYCKAIOTCS W3MEHEHHUs, UCIIPABIICHUS, KOMMEHTAapUH,
COOCTBEHHBIE BbIBOJIbI MCIIOJIHUTEINS MO COJACPKAHUIO apXUBHBIX JOKYMEHTOB, HA OCHOBaHHUH
KOTOPBIX COCTaBJE€HA apXHBHas CIIPABKa.

B koHLle apXxMBHOI CIIpaBKH NMPHUBOASTCSA apXHBHbIE MH(PBI U HOMEpA JIMCTOB €IUHUIL
XpaHEHUs! apXMBHBIX JOKYMEHTOB, I€YAaTHbIE W3JaHUs, UCIIOJIB30BABILNECS AJI COCTABICHUS
apXMBHOW CIIpaBKM. B TekcTe apXWMBHOM CIPABKH JOIYCKAETCS IPOCTABICHHE apPXUBHBIX
HU(PPOB U HOMEPOB JHMCTOB €IMHUI XPAHEHUS apXUBHBIX JOKYMEHTOB Cpa3y MOCIIE U3T0KEHHS
Ka)KJ0r0 (haKkTa Wi COOBITHS.

B apxuBHOI crpaBke, 00be€M KOTOPOH NpEBBINIAET OJIUH JMCT, JHUCTBI JOJKHBI OBITh
IIPOLINTHI, IPOHYMEPOBAHBI U CKPEIUIEHBI IIE€YaThi0 apXHBa (JUIs MyHULUIIAIBHOIO apXHBa, HE
SIBJISIOILETOCS FOPUANYECKUM JIULIOM, - TIEYaThI0 OpraHa MECTHOTO CaMOYIIPaBIICHNUS).

ApxuBHas clipaBKa, MpPeJHA3HAYEHHAas ]I MCIOJIb30BaHUS Ha Teppuropuu Poccuiickoit
denepanyy, MOANUCHIBAGTCS PYKOBOJCTBOM apXMBa, M 3aBepsieTcs IeuaTbio apxuBa (JUIsd
MYHHLMIIAJIBHOTO apXUBa, HE SIBJIAIOIIEIOCS IOPUINYECKUM JIMIIOM, - [1€4aThi0 OpraHa MECTHOTO
camMoynpaBsiieHus1). ApXuBHas CIpaBKa, MNpeAHAa3HAu€HHas Il HalpaBleHUus 3a pyOex,
MOJINKCHIBAETCS PYKOBOJICTBOM apXHBa U 3aBepseTCs repOOBOM MeyaThio (1715 MyHULMIIAIBHOTO
apxuBa, HE ABJLIIOLIErOCA IOPUAMYECKUM  JIMIIOM, - II€Y4aTbl0 OpraHa  MeECTHOIO
CaMOYIIPaBJICHUS).

(B pex. IIpukaza Munkynstypsl PO ot 16.02.2009 N 68)

[Ipn HEoO6X0nMMOCTH K apXMBHOW CIpPaBKE MPUIAralOTCs KOMUU apXUBHBIX JTOKYMEHTOB
WJIM BBIIIUCKHU U3 HUX, IOATBEPKAAIONINE CBEICHUS, H3JI0KCHHBIE B aDXUBHOM CIIPABKE.

ApXUBHBIE CIIPABKH, HAIIPABIIIEMbIE B TOCYIapCTBa, MOANKCABIINE ['aarcKyt0 KOHBEHIUIO
1961 r., B COOTBETCTBUHU C KOTOPOil He TpeOyeTcs KOHCYJbCKas Jeraau3aius opHUIMaIbHbBIX
JIOKYMEHTOB, 3aBEPSIIOTCSI IPOCTABICHUEM U 3allOJHEHMEM CIIELUAIbHOIO IITaMIa - allOCTUJIS.
Ha apxuBHBIX chpaBkax MNpOCTaBISeTCS M 3aMOJHSAETCS HaJJIeKalluM 00pa3oM anocTuib
PYKOBOJICTBOM BBIIIECTOALIETO YIOJHOMOUYEHHOIO OpraHa MCIIOJHUTEIbHOH BiacTu B cdepe
apXUBHOIO Jeja. ANIOCTWIIb HE NPOCTABIISIETCA HAa APXUBHBIX CIIPABKAX, MPEIHA3HAYEHHBIX IS
HaIlpaBJIEHUs B TOCyAapcTBa, ¢ KOoTOopeiMM Poccuiickas denepanus 3aKkiro4uiia JOTOBOPHI O
MIPaBOBOM MOMOIIM U MPABOBBIX OTHOLIEHHUAX IO TPAXKJAHCKUM, CEMEHHBIM M YTOJOBHBIM
JienaM, a Takke B rocynapctsa - yyactHuku CHI', moanucaBmme CornamieHue o NpuHLIMNAX U
(opmax B3aMMOJAEHCTBHSI B 00JACTH MCIIOIb30BaHUS apXUBHOM MH(DOPMAIUK, UIIU ¢ KOTOPBIMHU
HUMEIOTCS ABYCTOPOHHHE COTJIAIIEHUS O COTPYIHUYECTBE.



[Ipn oTCcyTCTBMM B apxXuBe apXUBHBIX JOKYMEHTOB, HEOOXOIUMBIX MAJIsi HCIOJHEHHS
3ampoca, Ha OJIaHKE apXuBa COCTaBJISIETCS OTBET, IMOATBEP)KIAIOLIUI HEMOJIHOTY COCTaBa
apXMBHBIX JIOKYMEHTOB IO TeMme 3ampoca. IIpn HeoOX0oaUMOCTH OTBET MOXKET ObITh 3aBEpEeH
repOOBOIi EUaThIO.

B ciydae mOKyMEHTaJbHO TMOATBEP)KACHHBIX (DAKTOB YTpPaThl ApXUBHBIX JIOKYMEHTOB,
COJIeprKalllMX 3alpalliBacMble CBEJCHMsI, apXUB BbIAAET CIPABKY [0 JaHHOMY BOIPOCY, IpH
HEO0XOIMMOCTH 3aBEPEHHYIO I1eYaThiO apXUBa.

5.9.2. B apxuBHOW BBINUCKE Ha3BaHUE AapXMBHOI'O JOKYMEHTa, €ro HOMep M jaTa
BOCIIPOU3BOASATCS MOJHOCTBIO. M3BIIEUEHMSIMM M3 TEKCTOB APXMBHBIX JIOKYMEHTOB OJIKHBI
OBbITh MCUEpIIaHbl BCE UMEIOIMECS JJaHHbIE 10 3ampocy. Hauano u KoHel KakJoro U3BJI€UEHHUS,
a TakkKe INPONYCKM B TEKCT€ apXMBHOTO JOKYMEHTa OTAEJbHBIX CJIOB 0003HAa4YaroTCs
MHOT'OTOYHEM.

B nmpumedaHusx K TEKCTy apXMBHOM BBIIIUCKU JIENAIOTCS COOTBETCTBYIOLIUE OTOBOPKU O
yacTsIX TEKCTa OpUIMHajla, HEpa300puMBO HANMCAHHBIX, MCIPABICHHBIX aBTOPOM, HE
MOAJAIOIINXCSA MPOYTEHUIO BCIEACTBHE IMOBPEXKIEHUS TekcTa M T.A. OTHelbHbIE clioBa U
BBIPA)KEHUSI OPUTHHAJIA, BHI3bIBAIOIE COMHEHUS B UX TOUHOCTH, OroBapuBaroTcs cinoBamu "Tak
B Tekcte opuruHana", "Tak B mokymenre". Ilociie TekcTa apXMBHON BBIMUCKHU YKa3bIBAIOTCA
apXMBHBIN (P 1 HOMEpa JUCTOB €IMHUIIBI XPAHEHUS! apXUBHOTO JJOKYMEHTA.

AYTEHTUYHOCTb BBIIAHHBIX I10 3alpOCaM apXUBHBIX BBIHUCOK YAOCTOBEPSAETCS MOANHUCHIO
PYKOBOJUTENS apXvBa WM YHOJIHOMOYEHHOTO JIOJDKHOCTHOTO JIMIA M Me4YaThlo apxuBa (U1
MYHUILMNAJIBHOTO apXUBa, HE SBIISIOLIETOCS IOPUIMUECKUM JIHMIIOM, - 1€4aThI0 OpraHa MECTHOIO
CaMOYIIPaBJICHUS).

5.9.3. Ha o0opoTe Ka)Kaoro jrcTa apXMBHOW KOIUH MPOCTABISAIOTCS apXUBHbIE MUGPHI U
HOMEpa JIMCTOB E€IUHMI] XpaHEHUS apXUBHOrO JOKyMeHTa. Bce nMCThl apXMBHOW KONMUU
CKPEIUISIFOTCS M Ha MECTE CKpEIUICHUs 3aBepsAIOTCS I€4aThl0 apXuWBa M IOAMUCHIO €ro
PYKOBOJIUTENS MM  YIOJIHOMOYEHHOIO  JOJDKHOCTHOTO — JMIA.  ApXMBHas  Komus,
NpeJHa3HaYeHHasl JUIsl HampaBlIeHUs 3a pyOex, 3aBepsercss repOOBON MeyaThio U MOJMHCHIO
PYKOBOJUTENS apXUBa.

5.10. ApxuBHas cmupaBka (mpuiiokenne N 13), apXuBHasl BBIMKCKA, apXWBHAs KOMUS U
OTBETHI Ha 3aMIPOCHI BBICBUIAKOTCS 10 MTOYTE IPOCTHIMH MUCbMAaMHU.

ApxuBHasl CHpaBKa, apXuMBHas BBINMCKA M apXUBHAs KOMNMs, NpEJHA3HAYCHHbIC IS
HampaBlieHuss B rocyaapctBa - ywacTHukd CHI, Bxitouas oTBeThl 00 OTCYTCTBUH
3anpamuBaeMbIX CBEJCHHM, BHICHLIAIOTCS apXUBOM HEMIOCPEICTBEHHO B aJpeca 3asBUTENCH.

ApxuBHasi CHpaBKa, apXUBHas BBINMCKA M apXUBHAs KOMNMs, NpeJHAa3HAYCHHbIE IJIs
HamnpaBlIeHUs B TOCyJapcTBa, He sBisomecs ydactHukamu CHIY, Bkirouas oTBeThl 00
OTCYTCTBUH 3allpallliBaeMbIX CBEIEHUH, O(QOPMISIOTCS M BMECTE C 3ampocamMH (aHKETaMHu,
JUYHBIMM 3asBJIICHUSMU M T.I.) HANpaBJISIOTCS apXUBOM B COOTBETCTBYIOLIUH (eaepanbHbIil
OpraH MCIIOJHUTEIbHOHN BIACTU B YCTAaHOBJIEHHOM HOPSIJIKE.

ApxuBHasl cripaBKa, apXUBHasl BBIIMCKA U apXHUBHAs KOIMs B CIy4yae JIMYHOTO 0OpalleHHsI
IpaXKJIaHWHA WM €ro JOBEPEHHOr0 JIMLIAa B apXUB BBIJAIOTCA €My IIOJl PAacCIUCKy IpU
MIPEeIbSABICHUM MAcIOpTa UM UHOTO YJOCTOBEPSAIOIIErO JOKYMEHTA; TOBEPEHHOMY JIMIY - TIPU
MpeIbsSBICHUN JOBEPEHHOCTH, O(OPMIIEHHOM B yCTaHOBJIEHHOM mopsjake. [lomydarens
apXMBHOHM CIpaBKW W apXMBHOM BBINHMCKU DPACIUCHIBACTCS HAa HX KOMHUAX WIM Ha 000poTe
COIIPOBOJIUTENHLHOTO MMMCbMA K HUM, YKa3bIBasl 1aTy MX MOJTy4EHUs.

3aBepeHHasi allOCTHJIEM apXWBHAs CIpPaBKa, apXUBHAs BBIUCKA M apXWBHAs KONHS B
clly4ae JIMYHOTro oOpallleHus rpakJaHWHA WU €ro JOBEPEHHOTO JIMIA B apXUB BBIAAIOTCS €My
Ha pPyKd MpH HOPeIbsBICHUM KBUTAaHUMM 00 YyIjaTe TroCyJapCTBEHHOM MOIUIMHBI 3a
HPOCTaBJICHUE allOCTUIISL.

BO3BpaH_[€HI/Ie MNOJJIMHHHUKOB apXUBHBIX JTOKYMCHTOB



5.11. Tlo NHUCHPMEHHBIM 3asBICHUSAM C pa3pelmicCHUS PYKOBOIWTEIS  apXHBa
peaOWINTUPOBAHHBIC JIMIIAa M WX HACICTHUKM HMMEIOT MPaBO Ha TOJYYCHHUE MOJIMHHUKOB
COXpaHI/IBH_H/IXCH B HperaH_ICHHBIX yr OJIOBHBIX nu aI[MI/IHI/ICTpaTI/IBHLIX, a TAaK¥XKEC
(UIbTPAIMOHHO-TIPOBEPOUHBIX JI€JlaX AapXUBHBIX JOKYMEHTOB TBOPYECKOIO Xapakrepa -
pykonmcei, ¢pororpaduii, MUCeM U APYTUX JTUYHBIX JOKYMCHTOB (3a MCKIIOUYEHHUEM IaCIIOPTOB,
BOCHHBIX OMJIETOB, CIIy’)KEOHBIX YAOCTOBEPEHHH M JAPYIMX apXUBHBIX JIOKYMEHTOB
OpHUIHATEHOTO MIPOUCXOKIACHHUS).

HO IIMCBbMCHHBIM 3ad4BJICHUAM C pa3pemeHI/151 pYKOBOI[I/ITCHSI apXI/IBa rpamnaHe UMCIOT
HpaBO Ha HOJ'Iy'-IeHI/Ie COXpaHI/IBIHI/IXCSI B apXI/IBe IIOJJIMHHUKOB CO6CTBGHHLIX pr,)IOBBIX KHUXCK.

C u3BIMaEMbIX apXHUBHBIX JOKYMCHTOB JIEIAIOTCS KO, KOTOPBIC MPHOOMIAIOTCS K JeIaM.
W3bsiTHE apXWBHBIX JOKYMEHTOB, a TakXe WX 3aMEHa Ha KOMUH OTPAXKATCA B
HI/ICTaX-3aBepI/ITe.HSIX A€, B OIIUCAX ACT, I[OKYMCHTOB.

Bo3sBpamienne apXuBHBIX TOKYMEHTOB O(POPMIISIETCSI aKTOM 00 U3BATUM U3 1€ YKA3aHHBIX
JOKYMEHTOB. AKT M JIpyrue JOKYMEHTHI, Ha OCHOBAaHMH KOTOPBIX IMPOU3BEICHO BO3BPAICHUE
apXMBHBIX JOKYMEHTOB, M pACIMCKa JIMIA, MOJYYHMBIIETO WX Ha PYKH, BKJIIOYAIOTCS B JCIIO
donna.

OO0cy>KMBaHKE MMOJIH30BaTEIICH B YUTAIIBHOM 3aJIe

5.12. [na oOciyXuBaHUs TII0JIb30BaTeNel B apxuBax ACWCTBYIOT YHUTAJbHBIN 3all,
MPOCMOTPOBBI ~ 3all, KOMHAra NPOCIYHIIMBaHUSA (OHOJAOKYMEHTOB CO  CIIEHHAIBHBIM
o0opynoBaHueM Juisi pabOT ¢ MUKPOKONMSIMH apXUBHBIX JOKYMEHTOB, ayAHOBHU3YaJIbHBIMU M
JJEKTPOHHBIMU JOKyMEHTaMHu. lIpu OTCyTCTBHMM cCHELMaNbHO BBIJECICHHOIO MOMEIIEHUS
oOciyXMBaHUE TOJb30BaTENeld MPOU3BOAUTCS B paboyeil KOMHaTe apxuBa MOJ KOHTPOJEM
COTpYJHHUKA apXHBa.

[Hopsox pa®oThl MoJib30BaTENE C apXUBHBIMHU JOKYMEHTAaMH B UMTAJbHOM 3aJI€ apXUBa,
UX MpaBa U 00A3aHHOCTH OIPEEISIIOTCS paBUiIaMH paboThl OJIB30BaTENIeH B UMTAJIbHBIX 3aJ1aX
apxuBoB Poccuiickoit =~ @eaepauuu, yTBEPKAAEMBIMH  CHELHUAIBHO  YIIOJIHOMOYEHHBIM
(denepaabHBIM OpPraHOM HCHOJHHUTENBHOM BIIACTH B cdepe apXUBHOTO Jena. ApXuB 00s3aH
O3HAKOMHTbH II0JIb30BATENIEH € OTUMHU IpaBuiaMu. VcXoas M3 KOHKPETHBIX BO3MOXKHOCTEH
00CITyKMBaHUS MOJIb30BATEIEH apXUB MOXKET yCTaHABINBATh OUEPEIHOCTb U BPEMsI MOCEIEHUS
VMU YUTAJIBHOTO 3aJ1a.

B ciuywasx XunieHuss WM TOBPEXIAEHUS IOJIb30BATEIEM AapXUBHBIX JOKYMEHTOB,
TEXHUYECKOT0 OO0OpYZOBaHMS M HMYIIECTBAa apXWB OOpaIlaeTcss € COOTBETCTBYIOIIUM
3asBJICHUEM B OpraH BHYTPEHHHUX JIE€Jl II0 MECTY PacIOJIOKEHHUS apXWBa, NPUHUMAET IPYyrue
Mepbl K BO3MEIICHUIO yIiepOa B COOTBETCTBUU C 3aKOHOJaTenbCcTBOM Poccuiickoit deneparuu.

5.13. Ilo 3aka3aM moab30BaTeiIeii € YYETOM TEXHUYECKUMX BO3MOYKHOCTEH apxuBa
M3rOTaBJIMBAIOTCS KOIUHU apXMBHBIX JOKYMEHTOB: KCEPOKOIIUH, MUKPOKOIUH, (POTOOTIIEUATKH,
KUHOKOITMY, BHUJCOKONUHU, KOMHH (HOHOJZOKYMEHTOB, a TaKKe KOMWU Ha JIEKTPOHHBIX
HOCHUTEJISIX.

He npousBoautcs konmupoBaHue NOKyMeHTOB ApxuBHoro ¢onma Poccuiickoit denepanym,
HAXOSIIUXCS B HEYAOBIETBOPUTEILHOM (PU3UIECKOM COCTOSTHUM.

KomnupoBanue apXuBHBIX JOKYMEHTOB OIPAaHMYEHHOI'O JOCTyNa (CEKpETHBIX U
coJiepKaluX KOHPUACHINAIbHYIO HH()OPMALINIO) IPOU3BOAUTCS B YCTAHOBICHHOM HOPSAKE.

[Topsinok BBHIMOJIHEHHUS 3aKa30B Ha KOMHPOBAHHE, B TOM YHCIE OOBEMbl KOMHPOBAHUS
aApXUBHBIX JOKYMEHTOB, HEOMYyOJHMKOBAHHBIX OMHCEW JeN, JOKYMEHTOB, APYTHUX apXHBHBIX
CIPAaBOYHO-TIOMCKOBBIX CpPEACTB M 0a3 JaHHBIX, CTOUMOCTb M3TOTOBJICHUS KOIUI U MOPSIOK
pacyeToB 3a UX U3TOTOBJICHUE ONPEACIIAIOTCS PYKOBOJICTBOM apXUBa.

Ha xommm apXWBHOrO JIOKyMEHTa, WM3IOTOBJIEHHOM IO 3aKa3y IIOJIb30BaTelNsd, apXUB
yKa3bIBaeT apXUBHBIM MIH(p U HOMEpa JUCTOB €AMHULIBI XpaHEHUS apXUBHOTO JokyMeHTa. [Ipu
o(opMIIEHHN KONHHU PACCEKPEYEHHOTO apXMBHOI'O JOKYMEHTa Ha JIMIIEBOIl CTOpPOHE B NMPaBOM



BEPXHEM YTy HEPBOrO M MOCJEIHEro JUCTOB KOMUHU IMpocTaBiseTcs mramn "PaccekpeueHo.
[Ipy HEOOXOAMMOCTH JAHHBIM IITAMIT MPOCTABISETCS HA JIMLEBOM CTOPOHE BCEX JIMCTOB KOIUU
paccekpeueHHOro apXUBHOTO JJOKYMEHTA.

Konuu apXuBHBIX JOKYMEHTOB BBIJAIOTCS IOJIb30BATENSAM, UX JOBEPEHHBIM JIMLAM WIIH
MOTYT OBITH BEICIAHEI 10 YKa3aHHbIM aipcCaM.

VYyer 3aka30B Ha KONHUPOBAaHME BeIeTCS Ha OyMaXHOM HOCHUTENEe WIH B
aBTOMaTU3MPOBAHHON (opMe.

WNunnmatusHoe HHGOpMUpPOBaHHE NOJIH30BATEICH.
[ToaroroBka BbICTaBOK U ITyOIMKAILMI apXUBHBIX TOKYMEHTOB

5.14. MHuunatuBHOE MHGOPMHUPOBAHUE TI'OCYJAPCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O
CaMOYIPAaBJIE€HUs, OpraHM3alMii W TpaXKAaH OCYIIECTBISAETCS IIyTEM HANpPaBIEHUS WM
MH(POPMALMOHHBIX MTHCEM WU IPYTUX WH(POPMAIMOHHBIX JTOKYMEHTOB.

5.15. ApxuB opraHu3yeT HOJArOTOBKY M MPOBEACHHE BBICTABOK APXMBHBIX JOKYMEHTOB
CaMOCTOSITEJILHO UJIM COBMECTHO C IPYTUMU apXMBaMH M OpraHU3alUsIMU.

Jlisl TOATOTOBKH BBICTAaBKH APXUBHBIX JOKYMEHTOB pa3padaTbIBalOTCA TEMAaTHUYECKUH IJIaH
(koHUENUUSA) W TEMATHKO-IKCIIO3MLMOHHBIM 1uiaH. Ha ocHoBe TemaTHueckoro IjaHa
MPOBOASATCS. BBISIBIEHHE M OTOOp apXUBHBIX JIOKYMEHTOB, WJUIFOCTPATUBHBIX M HHBIX
MaTepHaaoB. B TeMaTHMKO->KCIO3MIMOHHBIA IUIAH BKJIIOYAETCS aHHOTUPOBAHHBIM IIEPEYCHb
OTOOpAaHHBIX [UIl OSKCIIOHMPOBAHUS APXMBHBIX JOKYMEHTOB, WUIIOCTPATUBHBIX M HHBIX
MaTepUajIoB, CUCTEMAaTU3UPOBAHHBIX B COOTBETCTBUM C pa3lielaMM BBICTABKH, C YKa3aHUEM HX
pa3MepoB U MOpsiiKa pa3MElIeHHMs Ha CTEeHJaX WIM B BUTpUHAaX. Bce oroOpaHHbIE aJis
SKCIIOHUPOBAHMS apXUBHBIE IOKYMEHTBHI U APyTHUe MaTepHalibl aHHOTUPYIOTCA. K MHOS3BIYHBIM
MaTepHagam Ipu He0OXO0AUMOCTH JIaeTCs NePEeBOJl MU pa3BEpHYyTas aHHOTALUS COJEPIKAHUS.

OTBETCTBEHHBIMU 3a COXPAaHHOCTb APXUBHBIX JIOKYMEHTOB SBIISIFOTCS OPraHU3aTOpPBI
BBICTaBKU. ApPXUB, TNPEACTAaBUBIIMN apXUBHBIC TOKYMEHTHI Ui BBICTaBKH, OOECIIEYHBAET
KOHTpOJIb 3a COOMIOICHHEM TpeOoBaHUN 0OeCnedyeHnss COXPAHHOCTH JOKYMEHTOB IIpU
JKCIIOHUPOBAHMH.

CrpaxoBaHue apXMBHBIX JOKYMEHTOB U 0(OpMIIEHHE UX BPEMEHHOTO BBIBO3A 3a MPEEIIb
Poccuiickoii ®enepannn a1 SKCIOHUPOBAHUS MPOBOJATCS B YCTAHOBIEHHOM IOPSJIKE (CM. III.
2.11.14, 2.11.15).

5.16. Ilpu moaroroBke MyOJUKalUi apXUBHBIX JOKYMEHTOB apXHUB PYKOBOJCTBYETCS
Hay4YHBIMH [TPaBUJIAMHU U3JaHUS UCTOPUYECKUX TOKYMEHTOB.

Tunel (HayyHBIN, HAYYHO-NIOMYJISAPHBIM M y4eOHbII) 1 BuAbI (MOGOHI0BAS, TEMaTHYECKas
WIA J1p.) MyOJUKalUil apXUBHBIX JOKYMEHTOB OIPEIENSIOTCS HMX IIEJIeBBIM Ha3HAYCHHEM,
cnenuukol ordopa HCTOYHUKOB, MPUEMOB IEpelayd TEKCTa AapXUBHBIX JIOKYMEHTOB M
coctaBoM HCA x Hum.

®opmbl MyOIMKAUK apXUBHBIX TOKYMEHTOB:

nevatHasi: cepusi, COOpHHUK, anmb0OM, OYKIIET, IJIaKaT, MyOIuKaIus B CPEeICTBAX MACCOBOM
nH(popMaluy;

nyOIMKays Ha MJICHOYHBIX HOCUTENAX: MUKPO(GUIbM, MUKPO(UILIA;

JIEKTPOHHAsSI: TUIEPTEKCT, MyJIbTUMe A, 6a3a JaHHbIX.

ApXUB OCYIIECTBIIET MEPONPHUATUS IO OOECHEeUeHHIO HAyYHO-HCCIEN0BATEIbCKUX U
TEXHUYECKUX TIPOLIECCOB IOATOTOBKM JOKYMEHTAIBHBIX myOnukauuii: QopmupoBanue
PEeAAKIIMOHHOM KOJUIETHH, KOJJIEKTHBA COCTaBUTEJNEH, COCTaBJICHHE
OpPraHMU3allMOHHO-METOINYECKUX JTOKYMEHTOB, 3aKJIIOUEHHUE JOroBOpa C 3aUHTEPECOBAHHBIMHU
OpraHM3alMsIMU U N3aTEIbCTBAMU U T.I1.

[loaroroBieHHas M OTPEJAKTUPOBAHHAs PYKONUCH INPOXOAUT BHYTPEHHEE U BHEIIHEE
peLeH3upoBaHue M 00CYKJAeTcsl Hay4YHO-COBELIATENIbHBIM OPraHoM apxHBa, 00JaJaroliyuM
MIPaBOM PEKOMEHJIOBaTh €€ K U3/IaHUIO.



Pykonuce cuuTaercs NOATOTOBIEHHOM, €CIM B COOTBETCTBUM C YCTAHOBJICHHBIMU
TpeOOBaHUAMH J10pabOTaHa MO 3aMEYaHUSM PEIIEH3EHTOB U UTOraM OOCYXJIEHHs U YTBEPKACHA
B II€4YaTh. PyKOHI/ICI/I MCKApPXUBHBIX I/IBIIaHI/Iﬁ NpEaACTaBIAKOTCA PCAKOJIJICTHUU HA PACCMOTPCHHUEC U
YTBEPKACHHUE K U3JaHUIO T'OJIOBHON OpraHU3alueH.

C u31aTesbCTBOM 3aKJIIOYAETCS JOTOBOP, B KOTOPOM IIPEAYyCMATPHUBAIOTCSA IpaBa U
00513aHHOCTH U3JaTeIbCTBA U 3aKa34uMKa (apXuBa).

5.17. ApXuB OCYIIECTBISICT y4eT WCIOJIb30BAHUS APXMBHBIX JOKYMEHTOB Ha OyMaKHOM
HOCUTEJIE WU B JJIEKTPOHHOU (opMe.

[Tpunoxenue N 1
kmm. 2.11.5,2.11.7.2,

3.7.2,4.3.1
(B pex. [Ipukaza Munkynbtypsl PO ot 16.02.2009 N 68)
(HasBaHMEe apxuBa)
AKT YTBEPXIAIO
N InpexTop

(maTa) (HazBaHMe apxuBa)
O HEMCIIPAaBMMEIX [MOBPEXIEHUAX Momnmce PacumppoBra
APXMBHBEIX ITOKYMEHTOB IIoOInmMcCm

IaTa
donnm N
HazpaHmre ¢oHIa
B boHme OOHapPyXeHBl EIOMHMLE XPAaHEHMSI, [PU3HAHHBE HEMCIPaBUMO
IIOBPEXOEHHBIMUA
N |Home |Howme |3aromnoBok Kpaii- | KonnuectBo nucros CymHocTs U
/o | p p IIOBPEXIEH- HHE (BpeMms 3By4aHusl, NPAYNHEL
OINCH | €. HOH €. Xp. JIaThI METPaAXK) MTOBPEXKICHHUS
Xp.
1 2 3 4 5 6 7
JToro OOHapyXeHO HEMCIPaBMMO IIOBPEXIEHHBIX en. xp.
(umndpamm

M MOPOINUCEI)

3aBenyommy OTOeJIOM

(mopgnmce, pacumdpoBka MIOONMUCHK)

3aBelyomyil apXMBOXPaHUIIMILEM

(momnmce, pacumdpoBKa MNONIMCH)



[lepeunrCJIEHHEIE APXMBHBE OOKYMEHTHl NIOIOJIEXAT CHMCAHMIO BBULOY

OKCIIEPTHL

(Ha¥MeHOBaHMe IOJDKHOCTENM BSKCIEePTOB, IONNNKCHU,
pacumdpoBKa IIOIONMCEN, HaTa)

(N m @mara npukasa PYKOBOOUTEJII apXMBa O CHATUM HEMCIPaBUMO
[MTOBPEXIEHHEIX APXUBHEIX IJOKYMEHTOB C yueTa)

VI3MeHeHusS B yUEeTHHE IOOKYMEHTE BHECEHH
HammMeHOBaHMe
IOOJDKHOCTU

pPaboOTHMKA [Toonuce PacumppoBka HOONNCHU

IaTa
qDOpMa aKTa 0 HEUCIIPABUMBIX MOBPEKIACHUAX apXUBHBIX TOKYMCHTOB

dopmar A4 (210 x 297)

[Tpunoxenue N 2
k. 2.11.5,3.7.2

(8 pen. [Ipukaza Munkynbtypsl PO ot 16.02.2009 N 68)

(HasBaHMEe apxuBa)

AKT YTBEPXIIA
N InpexTop

(maTa) (HazBaHMe apxuBa)
O HeOOHapPyXeHUM apPXMBHBIX [Moponuce PacumppoBxa
IOOKYMEHTOB, IyTM PO3BICKa NoOOnNmUcu
KOTOPEIX MCUEPIIaHE JaTa

donnm N

B pesynbTare YCTaHOBJIEHO OTCYTCTBME B QOHIEe
[IePEeUMCIIEHHEIX HIDKE AaPXMBHEIX IHOOKYMEHTOB. I[IpennprHATEIE apxXMBOM

MEPEI I10 PO3BICKY IIOJIOXMTEJIbHEIX re3yjJpTaToB He nJajiM, B CBA3UM C 4UeM
cymMTaeM BO3MOXHBEIM CHATHB C ydeTa:

N |Homep |Howme |3aromoBok |Kpaiinue |KonnuectBo IIpenmnonaraemelie
/T | omucH | p eln. Xp. JIaThl JIUCTOB (BpeMst MIPUYUHBI

en. 3By4aHUs, OTCYTCTBHS

Xp. METPaxK)




MToro en. XxXp.
(umdpamMt M OPONMCHI)

ConepxaHme YTPAa4YEHHEIX APXMVMBHBIX IOTOKYMEHTOB MOXET OBITE YaCTUUHO
BOCIIOJIHEHO cCJlienyrnyMm €. XpP.:

dopma akTa 0 HeOOHAPYKEHUH APXUBHBIX JJOKYMEHTOB,
IIyTH PO3bICKA KOTOPBIX UCUEPIIAHBI

dopmat A4 (210 x 297)

BaBenynimmmu OTIOeJIOM [lognmce PacumppoBka HOONUCHK
3aBenyommy apxuBoOXpaHumieM IIOONMCH PacumppoBka nomnmcu
T'JIaBHBE XPaHUTEJb [loponuce Pacumpporka nDomnmcu
(N 1 maTa NpukKasa PyKOBOOUTEJISA apxMBa O CHATUU C

ydeTa HeOOHAPYXEHHHX apPXMBHEIX INOKYMEHTOB, IyTHU

PO3BICKAa KOTOPBIX MCUEPIIaHb)

VI3MeHeHMsa B y4YeTHHE IOKYMEHTE BHECEHEH

Hammvenorpaunme

IOOJDKHOCTU
paboTHMKA [Mopnuce PacumppoBka NOONUCHK
HaTa

®opma akTa 0 HEOOHApPY)KEHUU apXUBHBIX JTOKYMEHTOB,
IYTH PO3bICKA KOTOPBIX McUepHaHbl (IIPOJOIIKEHNE)

dopmar A4 (210 x 297)

[Tpunoxenue N 3
knm. 2.11.8,2.11.10, 3.4.1,
3.5.6,3.7.13,5.5.1

JMCT-3ABEPUTEJIL IEJIA

B nmesie momumMToO M INPOHYMEPOBAHO JIMCTOB
(uMdpamMm M IIPONMUCHIO)

c N rno N




B TOM U4MCJIEe:
JITEPHBEIE HOMEpa JIMCTOB

IIPOIIYyIIEHHBIE HOMEpa JIMCTOB

+ JIMCTOB BHyTpeHHeﬁ OInmMcCum

OcobeHHOCTH (PU3UIECKOTO COCTOSIHUS U Howmepa mucros
dbopMupoBaHus Jiena
1 2

HammMmeHoBaHMue
IOOJDKHOCTN
paboTHMKA Monnucse Pacumdpporka DOONMUCHU

DaTa
®dopma JHcTa-3aBEPUTENS Aena

®opmar A4 (210 x 297)

[Tpunoxxenue N 4

kmm. 2.11.10
(8B pex. [Ipukaza Munkynstypsl PO ot 16.02.2009 N 68)
(HazBaHMe apxuBa)
JCT VCIIOJIb30BAHVA
APXVIBHHX IOKYMEHTOB
®oHg N Onmce N Iesio N
3aroJjioBOK meJia
[Hara Komy BbIIaHO Xapakrep Homepa [Toanucs nuna,
UCTIONb- | pamuiins, HCIIOJIb30BAHHUS HCII0JIB30- HCII0JIb30BaB-
30BaHUs | MHULIAAJIBI (konupoBaHue, BaHHBIX LIEro J1eJ10
(pa36opunBo) BBINKMCKH, IPOCMOTP JINCTOB
v JIp.)
1 2 3 4 5

CDopMa JIMCTA UCIIOJIb30BaHUA apXUBHBIX JOKYMCHTOB

®opmar A4 (210 x 297)






ITpunoxenue N 5
kmmn. 3.4.1,3.5.2,3.7.11

(B pen. [Ipukaza MunkynbTypsl P® ot 16.02.2009 N 68)

KH/TA YUYETA [OCTYIUIEHUA IOKYMEHTOB

N | Hara HanmenoBanne |HaummenoBa- |Haza- |[omer | Kom-Bo Kpatkas | Homep (
/Tl | IOCTYN- | OpraHHU3aliu HUE, HOMEP HUE IOKy- | en. xp. Xapakrte- | 1a, pHc
TIEHUS (pammnus, W jara Jo- ¢dboHIAa | MEHTOB | WM He- PUCTHKA | €HHBIH I
WHUIHAIIBI KyMEHTa, 110 omucaH- | COCTOs- TYNHBILI
auna), ot KOTOpOMY HBIX 10- | HUA JIOKYMEE
KOTOpOi MIPUHSITHI KyMEHTOB IO CIIUC]
MOCTYITHITN JIOKYMEHTBI (JtucToB) dboHI0B
JIOKYMEHTBI
1 2 3 4 5 6 7 8 9
MTOTO NOCTynmJIo 3a infopit en. xp.

(uMdpamM ¥ NPONMCHIO)
(DOKYMEHTOB, JIMCTOB)

B TOM umucye <*>:

HammMmeHoBaHMue
IOOJDXKHOCTHU
paboTHMKA [Mopgnuce PacumppoBKa MIOONUCHK

IDaTa



<*> JlonmyckaeTcs BEJACHHUE €IMHOM KHUTM y4eTa MOCTYIJICHUH Ha JOKYMEHTBI BCEX BUJIOB
C YKa3aHUEM UX 00bEMOB B UTOTOBOM 3aIIHCH.

@opMa KHUI'M ydeTa IMOCTYIUICHUN JOKYMEHTOB

®dopmar A3 (420 x 297)

[Ipunoxenue N 6
k. 3.4.1, 3.5.3,
3.7.1,3.7.11,3.7.12

CIIMICOK ©OHIOB

Howmep Hara nepBoro | Ha3Banme ¢ponma | OTmeTka o IIpumeyanus
doHa HOCTYIIJICHUS BBIOBITHH
1 2 3 4 5

Vroro Ha 01.01.... T. boHmos

(umbpamMm ¥ OPONUCHIO)

B T.4Y. MNOCTYyIMUJIO 3a&a .. T. bonmos

(uMdpamMm ¥ NPONMCHIO)

BEIOBIJIO 3a « v v v v v T. bonmoB

HammenoBaHue
OOJDKHOCTH
pPaboOTHMKA

IaTa

(umdpamMt ¥ NOPONMCHIO)

[Mopnuce PacumppoBka HOONNCHU

®opma crincka GpoHIO0B

dopmar A4 (210 x 297)

[Tpunoxenue N 7
k1. 3.4.1, 3.5.6,
3.7.13,5.5.1

(B pen. [Ipukaza MunkynbTypsl P® ot 16.02.2009 N 68)

YTBEPXIEHO



[IpoTokom 3K

(HaMMeHOBAaHME YIIOJIHOMOUEHHOTO OpITaHa

UCIIOJIHUTEJILHOM BJIAaCTU CcyOBbeKTa PoCCHUMCKOM

denmepaunm B obylacTu APXMBHOIT'O nOeJjia,

bermepaslbHOTO TOCYHAPCTBEHHOTO apXuBa)

oT N
N | HenonpousBoact- | 3arosoBok aena Kpaiinue | KomnuectBo | IIpumedanus
/Tl | BEHHBIE UHJEKCHI JIaThl JUCTOB

WJIM HOMEpa T0
CTapoM ONMUCH
1 2 3 4 5 6

B onmce BHeceHO

(umdpaMm ¥ NOPONMCHI)

et
c N rmo N
HammveHnoBaHMe
IOOJIXKHOCTM
COCTaBUTEJNIA ONUCU [Momnmce Pacumpporka nomnmcu
BaBenynumii OTIOeJIOM
(apxXUBOXPaHUIIMLIEM) [Mopnuce PacumppoBka MNOONUCHK

DaTa

dopma onucu <*> e MOCTOSTHHOTO XpaHEHUs!, COCTaBJIICHHON
B apXUBE

dopmar A4 (210 x 297)

<*> K onucH coCTaBIIsI€TCs TUTYJIbHbBIHN JIUCT.

[Tpunoxenue N 8
k. 3.4.1, 3.5.6,
3.7.13,5.5.1

(B pen. [Ipukaza MunkynbTypsl P® ot 16.02.2009 N 68)

(HaMMeHOBaHME OpPTaHM3aLUM)
YTBEPXIIAK

HammeHOBaHME IOJDKHOCTU



doHn N pykoBOIOIMUTEJIA OPpI'aHM3alun

OIlCh N [Momnmuce Pacumpposka
infedriniZie)%i
OeJl MOCTOSHHOT'O XPaHeHUS
IaTa
3a Ton
N WNupnekc | 3aroaoBok aena Kpaitnue natel KonnuectBo [Tpumeuanus
n/n | gema JINCTOB
1 2 3 4 5 6
B DaHHEW pas3zesi ONMCU BHECEHO nen
(uMdpamMm ¥ NPONMCHIO)
c N rno N , B TOM UMCJIIe:
JIMTEPHEIE HOMEPaA :
IIPOITYIIEHHEIE HOMEpPa:
HavMeHOBaHMe HOOJDKHOCTU
COCTaBUTEJIS ONUCU lNomnuchb PacumdpoBKa MIOINIUCHU
3aBenynumi apxXUBOM
opraHu3aluumn [omnmce Pacumpporka MIOONUCHU
IDaTa
COTJIACOBAHO YTBEPXIEHO
[IpoToxos IL3K (3K) [IpoToxos 3JIK
(HamMMeHOBaHMe (HamMMeHOBAaHMe
opraHmMsaLmnn) YIIOJITHOMOUEHHOTO OpTraHa
VICIIOJIHUTEJIbLHOM BJIACTU CyObeKkTa
Poccurickoyn demepauum B objacTu
ApPXMBHOTO mejyia, dGemepalibHOTO
TOCYyIapCTBEHHOT'O apxXuBa)
oT N oT N

dopma roJIoBOro paszena OnucH AeN NOCTOSHHOTO
XpaHEHHs OpraHu3alnun

®dopmar A4 (210 x 297)

ITpunoxxenue N 9
kmm. 3.7.1,3.7.2,3.7.11,
44.1,4.6,4.7

(8B pea. [Ipukaza Munkynstypsl PO ot 16.02.2009 N 68)

YTBEPXIAI YTBEPXIAIO



(HaMMeHOBaHMe JOJIKHOCTU (HaMMeHOBaHMe JOJIXKHOCTM

PYKOBOOUTEISA PYKOBOOMTEJIA
opraHM3aluK-CcOaTuMKa ) opTraHM3aLUN-IPMEMIIKA )
Mopnuce PacumbppoBka nomnmcu Momonuce Pacumbpporka nomnmcu
Iara I[leuaTb IaTa I[leuaThb

AKT
N

(nara)

npreMa-nepenady apxmMBHBIX
IOOKYMEHTOB Ha XpPaHeHMe

(ocHOBaHME Iepenmaudn)

(Ha3BaHMe nepermaBaeMoro GoHIa)

cnaJs,
(HasBaHMEe OpTaHM3aLuuK-CIaTUMKA)
MIPUHAJI
(HazBaHMEe OpTraHM3aluuK-[IPMEMIMKA )
IOOKYMEHTE HasBAaHHOT'O GOHIA M HAYUHO-CIPABOYHEIM allapaT K HUM:
N HasBanue, Homep KonmuectBo KomnuectBo [Ipumeuanus
n/m OIT1UCH OK3CMILIAPOB Ca. Xp.
OIINCH
1 2 3 4 5
VTOTO NPMHATO en. xXp.
[lepenauy OpoM3BEJIN: [lpyeMm npoms3Besim:
HomxHOCThE llopmnmche PacumbpoBka HomxHOCTh llomnmuch PacumbpoBka
jatePiiniZie)’s HOONMUCHU
HaTa DaTa
QoHnmy npmucBOeH N
VIsmMeHeHUS B YUYeTHEIE IOJOKYMEHTEI BHECEHEI
IOJIXHOCTB lognmce PacumppoBka HOONUCHK

DaTa
dopMa akTa npueMa-nepeadn apXuBHbIX JOKYMEHTOB Ha XpAaHEHHE

dopmar A4 (210 x 297)



[Tpunoxenue N 10
kmm. 3.7.1,3.7.8,4.4.2

(B pex. [Ipukaza Munkynbtypsl PO ot 16.02.2009 N 68)

AKT YTBEPXIAI
N InpexTop
(mara) (HazBaHMEe apxuBa)
npreMa Ha XpaHeHMEe apXMBHEX [oonmco Pacumpposxa
IOOKYMEHTOB JIMUHOI'O MNPOUCXOXIEHMA OONUCHU
IaTa I[leuaThb

Ha ocHopaHmm pemeHma OIIIK
(MpOTOKOJI OT N )
¥ OOTOBOpa OT

croaJgt
(®.1.0. coBbcTBeHHMKA/BJanenbla)
NPUHATE OOKYMEHTEL
(obmasa xapakKTepUCTHKa ITOKYMEeHTOB)
B KOJIMUECTBE en. xp. (yCJIOBHEIX) IOOKYMEHTOR (JIMCTOR)
10 apXMBHOM (CHATOYHOM) OINUCK
doHnmy mnpmucBOeH N
CoBCTBEHHVK/ BlIameel] Homnmce Pacumbpporka nomnmcu
(HyXHOE IOOUEPKHYTH)
HammMmeHOBaHME IOOJDKHOCTU [Mopnuce Pacumpporka HOOONMUCK
pPaboTHMKA
VI3MeHeHMsa B ydeTHHE INOKYMEHTEl 10 pes3yJibTaTaM OIMCAaHMS BHECEHH
HammveHnoBaHMe IOOJDXHOCTU Moponmuce Pacumpporka nomnmcu
paboTHUKA
IDaTa
CDopMa dKTa IMprueMa Ha XpaHCHHUEC JOKYMCHTOB
JIMYHOT'O MPOUCXOKICHUS
dopmar A4 (210 x 297)

[Tpunoxenue N 11
k. 3.7.2,4.3.2

(B pen. [Ipukaza Munkynbtypbl PO ot 16.02.2009 N 68)



(HazBaHMEe apxmuBa)

AKT YTBEPXIAIO
N JvpexkTop
(mara) (Ha3BaHME apxupa)
O BBIOEJIEHUM K YHUUTOXEHMIO [Mopnuce Pacumpporka
APXMBHEIX INOKYMEHTOB, He [IOONNCHU
[IoOJIeXallMX XPaHEeHU HarTa

K yHMUTOXeHMIO OTOOpPAaHBI: IOOKYMEeHTH QoHzma N

(HazBaHve o¢oHma)

Ha OCHOBaHMM:

(CCI::IJ'[KI/I Ha HOPMaATMBHO—-METOOMYECKME IOKYMEHTEL

IJig I[IpoBeOeHMA SKCHepTVIBH)

Ha3Banns Kpaiinne | Homepa |Howmepaen. |KommuectBo |IIpnmeuanus
/I | TPYTII J1aThl omucel | Xp. o ell. Xp.

JOKYMCHTOB ONHUCAM

2 3 4 5 6 7
NToro en. xXp. 3a o1 (BI)

(umdpamMm ¥ MOPONMUCHIO)

KosmmuecTBO en. xXp., KpalHye HaTel M KpaTKas XapaKTepuCTUKa
OOKYMEHTOB, OCTAaKUMXCA Ha XPaHEHMU

3aBenyoumii OTOeJIOM

(apxMBOXpPaHUIIMIIEM) [Toonuceb Pacumpporka MNOONUCK
HammMmeHoOBaHMe

OOJDKHOCTU

paboTHMKA Mononuce PacumppoBka MNOONUCHK
HaTa

CDopMa aKTa O BBIJACIICHUU K YHUYTOXCHUIO apXHUBHBIX JOKYMCHTOB,
HC IMOJICKAIINX XPAHCHUTIO

dopmar A4 (210 x 297)

IJOKYMEHTE CIaHEL

(HasBaHMEe OpIT'aHM3aLNM)

Ha HepepaboTkKy II0 NPUEMO-CIHATOUYHOM HaKJIaIHOM N
(mara)
HammMmeHoBaHMue
IOOJDXKHOCTU
paboTHMKA [Mopnuce PacumppoBka MNOONUCHK

V3MeHeHMsa B y4YeTHBEe IOKYMEHTHl BHECEHEL



HamveHnoBaHMe
IOOJDKHOCTU
paboTHUKA

Dara

YTBEPXIEHO

I[oonmce

[IpoTokos 3IIK

(HaMMeHOBaHMUE YIIOJIHOMOYEHHOT'O

opraHa MCIIOJIHUTEJIbLHOM BJIACTU CyDBEeKTa

Poccuiickort demepaumu B OOJIACTM apxMBHOTO Ieja,

oT

N

@enepaanoro I'OCyIapCTBEHHOTI'O apXMBa)

Pacumpporka NOONMUCK

q)opMa aKTa O BBIACIICHUU K YHUYTOXCHUIO ApXHUBHBIX JOKYMCHTOB,
HE MO/ IIeXKAIINX XPAHCHHIO (TIPOOJIKEHUE)

dopmar A4 (210 x 297)

ITpunoxxenne N 12

K . 3.7.7
(8B pen. [Ipukaza Munkynstypsl PO ot 16.02.2009 N 68)
(Ha3BaHMEe apxuBa)
AKT YTBEPXIAIO
N InpekTop
(mara) (HazBaHMe apxuBa)
O pacCCeKpeuVBaHUM apPXUBHEIX llonnmucob Pacumbporxa
IDOKyMeHTOB donuma N IOONMUCHU
JaTa
KomMmmccusa
(HaBBaHME KOMMCCUM)
npoTokoJ N or 00.00.00 paccexperusia IOKyMeHTHE GoxHma N
(HasBaHue GoHma)
N |Homep | KosmuectBo Howmepa en. Howmepa exn. xp., [Tpume-
n/m | onmcu PaCCCKPCUCHHBIX XP., paCCCK- PACCCKPCUCHHBIX HaHUA
Ca. Xp. PCYCHHBIX I10JI- 4aCTU4YHO, C
oJI- YaCTUYHO | HOCTBIO <*> YKa3zaHueM HOME-
HOCTBIO POB JIMCTOB HC-




PACCCKPCUCHHBIX
JOKYMCHTOB
1 2 3 4 5 6 7
TOTO pacCeKpeueHo en. xp. (IOJIHOCTBLIO)
(umdpamMt ¥ NPONMCHIO)
3a
(XpPOHOJIOTUUECKME PaMKM IOKYMEHTOB)
en. xp. (4acTM4HO) 3a
(XPOHOJIOTMUECKME PaMKU
IOKYMEHTOB)
HamMeHOBaHME OOJDKHOCTM pPabOTHMKA [Tomnmce Pacumpporka nomnmcu
[IPMHATO Ha OTKPEITOE XpPaHeHUe en. Xp.
(umdpamMt ¥ NOPONMCHI)
B
(xpaHunmie )
HammeHOBaHME IOOJIKHOCTU pPaboTHUKA [Mopnmce PacumppoBka nomonmcu
IaTa

V3MeHeHMsa B y4YeTHBE IOKYMEHTHl BHECEHEL
HamMeHOBaHME OOJIXKHOCTU pa@OTHVIKa [Momnuce PaCU.H/I@)pOBKa IIoOnmcum

IaTa

<*> He nomyckaeTcs nepeyrcieHre HOMEpOB eJl. Xp. 4epe3 TUpe.

dopMa aKkTa 0 pacCEKpeUMBaHUU aPXUBHBIX JIOKYMEHTOB

®opmar A4 (210 x 297)

[Tpunoxxenue N 13

(B pen. IIpukaza MunkynsTypsl PO ot 16.02.2009 N 68)

(Ha3BaHUE apxuUBa)
Apmpecart

(MoOUTOBEIM MHIEKC, alpec,

TesieboH, daxc)

ApxmBHaA CIpaBKa
N

(nara)

K 1. 5.9.1



Ha N oT

OcHOBaHMeE :

Pykoromouresib opraHmnsalumm

VlcnnosiHUTEe b
TenedoH

[Mopnmce Pacumpporka MNOONMUCK

[leuaThb

dopMa apXUBHOM CIIPABKU

®opmar A4 (210 x 297)



