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BBeneHue

['ocynapcTBeHHble apxuBbl Poccuu SIBISIFOTCS OCHOBHBIMU XPAHUTEISIMHA U
pacriopsauTensmu ApxuBHoro ¢orma Poccuiickoit denepanun - HCTOPUICCKH
CJHO>KUBILENCS U MOCTOSIHHO MOTMOIHSAIOMIENCS COBOKYITHOCTH apPXUBHBIX IOKYMEHTOB,
OTPAXKAIOIIUX MATEPUAIIBHYIO U IyXOBHYIO KU3Hb €€ HAPOJIOB.

['ocynapCTBEHHBIE apXUBBI - 3TO CIIEHUAIU3UPOBAHHBIE TOCYAAPCTBEHHBIE
YUYPEKIACHHS, OCHOBHOE 3BEHO CUCTEMBI YupexaeHn PenepanbHON apXUBHOU
ciry>k0b1 Poccun. B niessix moctostHHOTO (B€YHOT0) XpaHEHUs! BBEPEHHON UM
rocyaapcTBeHHON yactu ApxuBHOro ¢ponnaa Poccuiickoit @enepannu oHU
OCYIIECTBJISIOT YU€T apXUBHBIX IOKYMEHTOB, 00ECIICUNBAIOT UX COXPAHHOCTD,
KOMILUIEKTYIOTCS IOKYMEHTaMU TOCYIapCTBEHHBIX OpPraHU3alyid U MepelaBaeMbIMU
UM JOKYMEHTAMH HETOCYJapCTBEHHBIX OpraHU3alui U (PU3NUYECKUX JIUILI; CO3/1aI0T U
COBEPIIECHCTBYIOT HAYYHO-CITPABOYHBIN anmapaT K apXUBHBIM JOKYMEHTaM H
WH(OPMAITMOHHBIE TEXHOJIOTHH; 00ECTIEYNBAIOT YCIOBHS JIJIS1 UCTIONB30BAHMUS
ApPXUBHBIX IOKYMEHTOB IOPUAUYECKUMH U (PU3NYECKUMHU JTUIAMU, OCYIIECTBIISIIOT
uH(pOpMaITMOHHOE 00CTYKUBaHUE OPTaHOB TOCYAAPCTBEHHON BIACTH U
CaMOCTOSITEJIbHOE UCIOJIb30BAHUE APXUBHBIX TJOKYMEHTOB B MHTEPECAX YKPETUICHUS
POCCHICKOM TOCYIapCTBEHHOCTH, 00€CTICUCHUs 00IIECTBEHHBIX TIOTPEOHOCTEH B
PETPOCTIEKTUBHOM TOKyMEHTHOU HH(OpMaIny.

dopmupysi, XpaHsi U OpraHu3ysl UCIOJIb30BAHNE APXUBHBIX JIOKYMEHTOB,
TOCyJapCTBEHHBIC apXUBBI TEM CAaMBIM YYacTBYIOT B cOOpe, 00paboTKe, HAKOTUICHUH,
XpaHEHHH, TTIOMCKE U PACTIPOCTPAHEHUU apXUBHOU nH(popManuu. OHU TIPEICTABISIFOT
co00ii 0co0yr0 MHGOPMAIIMOHHYIO CUCTEMY, BBICTYIIAIOT B KAUECTBE CYOHEKTOB
WH(POPMAITMOHHBIX TIPOIECCOB. [Ipr 3TOM apXUBHBIC JOKYMEHTHI U HH(POPMAIIHOHHBIC
TEXHOJIOTHH TOCYIaPCTBEHHBIX apXUBOB SIBJSIFOTCS OOBEKTOM OTHOIIICHUH
(GU3HUECKUX U IOPUINYECKUX JIUI, TOCYIapCTBa, OOBEKTOM IpaBa COOCTBEHHOCTH,
aBTOPCKOTO M JPYTHUX IMPaB, U 3aIUIIAIOTCS 3aKOHOM.

ObecreuynBasi BeUHOE XpaHEHHUE U UCTONIb30BaHue ApxuBHoro ponaa Poccuiickoit
denepanny - 00MEHAMOHATBHOIO UCTOPUKO-KYJIbTYPHOIO JOCTOSIHUSA, -
roCy/apCTBEHHBIE apXMBBI BHOCSIT CBOM BKJIaJ B pa3BuTHE penepanusma B Poccun,


http://www.zakonprost.ru/content/base/part/323544
http://www.zakonprost.ru/content/base/part/323544
http://www.zakonprost.ru/content/base/part/323550

CO3/1aHHE TPAXKIAHCKOT0 O0IIECTBA, YKPEIUIEHHE IPAaBOBOI0 rOCyAapcTBa, B
dbopMHpoBaHUE AEMOKPATUYECKOTO 00JIMKA CTpaHbl HA MEXIYHApPOIHOM apeHe.

B cBoell nesTenbHOCTH TOCYJapCTBEHHBIE aPXUBBI PYKOBOJICTBYIOTCS
3aKoHOIaTeNhCTBOM Poccuiickoit denepanmu u cyobekToB Poccutickoii deneparum.

['1aBHBII HOPMATUBHO-METOIUYECKUM TOKYMEHT, ONPEAEISAIOIINNA NeATENbHOCTD
rOCy/IapCTBEHHBIX apXUBOB, - OCHOBHBIE MpaBuiIa paboThl TOCYIaPCTBEHHBIX
apxuBoB Poccuiickon denepannu.

Jlo mocienHero BpeMeH! roCy1IapCTBEHHBIE apXUBBI PYKOBOACTBOBAJIUCH
OcCHOBHBIMH MpaBWIaMu PaboThI rocyaapcTBeHHBIX apxuBoB CCCP, npuHATHIMU B
1983 r. KapiuHanbHble COLMATBHO-TIOIMTUYECKUE U3MEHEHUS B CTPAHE,

pa3BUTHE HAYYHO-TEXHUYECKOTO MPOTPecca U yCTapEeBaHUE OTICIbHBIX MOJOKEHUN
stux [IpaBun oOycaoBMIM HEOOXOAUMOCTh CO3aHNs HOBOU penakiuy OCHOBHBIX
MIpaBUJI pabOTHI TOCYIAPCTBEHHBIX aPXUBOB.

Hactosue [IpaBuna paboTsl TOCY1apCTBEHHBIX apXUBOB IMOATOTOBJICHBI HA OCHOBE
nepepadoTKU paHee JEHCTBOBABIINX HOPMATUBHO-METOUYECKUX IOKYMEHTOB C
Y4€TOM HAKOIUJIEHHOTO B MOCJIEAHEE JECATUIICTHE OMbITa pa0OTHI ApXUBHOM CITYKObI
B HOBBIX YCJIOBHSIX, B TOM YHUCJIE ONBITA IPUMEHEHUS COBPEMEHHBIX TEXHUYECKHUX
CpeAcTB U MH(DOPMAITMOHHBIX TEXHOJIOTHIN U MEKyHAPOAHON apXHUBHOU MPAKTUKH.

[Tpu 5TOM ObLNa MOCTaBIEHA 3a]]a4a COXPAHEHUS TPAAUIIMI U IPEEMCTBEHHOCTH C
OCHOBHBIMU T€OPETUYECKUMH TOJIOKEHUSIMU OTEUECTBEHHOTO apXHUBOBEACHHUS U
apXUBHOTO JIeNa.

B noBbIxX [IpaBunax coxpaHeHbl TpaaulKs U TPEEMCTBEHHOCTh C METOJUKOU U
TEXHOJIOTHUSIMU BBITIOJIHEHHSI OCHOBHBIX Pa0OT C apXUBHBIMU JIOKYMEHTAMHU.
Brimonaenne TpeboBaHN HACTOSIIIAX

[IpaBwt He BireueT 3a OO0 HEOOXOTUMOCTH TIEPEACITKH CICTAHHOTO
roCy/IapCTBEHHBIMH apXHBaMH U TPOBEACHUS MTOBTOPHBIX pabOT B 00acTu
dboHIMpOBaHUs, yUeTa, IKCIEPTU3HI IICHHOCTH, OTIMCAHUSI APXUBHBIX JTOKYMEHTOB U
donmoB. OqHOBpeMeHHO [IpaBuiia, CHHTE3HPYsI OMBIT OTEYECTBEHHOTO apXUBHOTO
Jienia, 3aKpeIuIIioT IPUeMIIEMBbIe JUI BCEX TOCyAapCTBEHHBIX apXxuBoB Poccun
YHUPHUIMPOBAHHBIE TIOJIOXKEHHSI U HOPMBI, 00€CTIEUNBAIOIINE €IUHCTBO aPXUBHOTO
nena B Poccniickon @denepaiui B COOTBETCTBUM C COBPEMEHHBIMU PEATTUSAMU.

OcHOBHBIC OTJIMUMA HACTOSIIHX [IpaBuil OT MpeaIIECTBYIONINX 3aKII0Yal0OTCS B
CJIEIYIOLLEM.

B IIpaBunax packpsiBaeTcsi cCoBpeMeHHasi mpaBoBasi 0a3a JesiTeIbHOCTU
rOCy/IapCTBEHHBIX aPXMUBOB, YUYTCHO HAJIMYME PA3IMUHBIX (POPM COOCTBEHHOCTH Ha
apXUBHbIEC JOKYMEHTBI, BIUSIONINE HA TPOLIECCHI UX OpPraHU3aluu U paboThl C HUMH.
VYcunen yHuBepcanbHblil xapaktep [IpaBui - ux TpeboBaHus B 4aCTH OOIIUX IS
rOCYyIapCTBEHHBIX apXUBOB HOPM PACCUUTAHBI HA FOCYIAPCTBEHHBIE APXUBBI



pas3nuyHOro oobema, coctaBa U mpodusis, B TOM YKCIIE Ha apXUBBI, XpaHSIILIHE
ay/IMOBU3YaJbHYIO U HAYYHO-TEXHUYECKYIO TOKYMEHTALUIO.

HpaBI/ma, B COOTBCTCTBHUHU C CYIICCTBYIOIKUM 3aKOHOAATCILCTBOM, HC
pacIpoCTpaHAOTCA Ha MYHHIUIIAJIBHBIC ApXUBLI U JPYTUC XpaHWIINIIA,
OCYHICCTBIIAIOINEC XPaHCHNEC JOKYMCHTOB MYHHHHHaHBHOﬁ CO6CTBGHHOCTI/I, U MOT'YT
OBITH JINIITH PECKOMCHIOBAHBI AJIS UCIIOJIb30BaHHA NMHU.

BmecTe ¢ TeM, IpUMEHHUTEIILHO K pPaboTe CreHaIn3HpOBaHHbIX
KHUHO(POTO(HOHOAPXUBOB, a TAK)KE APXMBOB HAYUYHO-TEXHHYECKOM TOKYMEHTAIUH,
NPOIOJDKAIOT JeicTBOBATh "OCHOBHBIC ITPaBHiIa pa0OThI TOCYAAPCTBEHHBIX aPXHBOB
¢ kuaoporodonogoxkymentamu" (M., 1980), koTopsie Oosee TIIyOOKO U IETATBHO
PacKpBIBAIOT OCOOCHHOCTH TEXHOJIOIMUYECKUX MPOILIECCOB paOOTHI C
ayJIMOBU3YaJbHBIMH TIOKyMeHTaMu. [1o 3Toii jke mpuanHe roToBaTcs HOBBIE [IpaBmiia
pabOThI TOCYIAPCTBEHHBIX apXHUBOB C HAYYHO-TEXHHUECKOW JOKYMEHTAIIHCH,
KOTOpBIC OyAyT AOMONHATE OCHOBHBIC ITpaBHUIIa.

[IpaBuna BnepBbie U3NIAraloT HEKOTOPHIE BUABI PAOOT C MAIIMHOYUTAEMOMN
(37IEKTPOHHOM) JOKYMEHTALIUEN, SBIISIOIIECHCS HOBBIM OOBEKTOM JESATENbHOCTU
rOCyJapCTBEHHBIX apXUBOB. OTCYTCTBHE IOCTATOYHOTO OIbITa pabOTHI C HEIO
OTPAHUYMIIO U3JI0KEHHUE TAKUX HOPM BBIHYXJICHHBIM MUHUMYMOM.

B otnuuue ot npasun 1983 r. HoBeie [IpaBuna He comepKaT U3JI0KEHNS BOIPOCOB
KJIacCU(pUKAIKN TOKyMeHTOB ApxuBHoro (onaa Poccuiickoii @enepannu, Tak Kak
CYILIECTBOBABIIIAs paHee KiIacCU(PUKAIMS ApXUBHBIX JOKYMEHTOB OCHOBBIBAJIACH Ha
UCOJIOTUYECKHUX TIOCTYIaTax JACICHUs apXUBHBIX (DOHIOB HAa COBETCKYIO U
JIOCOBETCKYIO 3MI0XH M Ha UMEIOIIUE 00IECO3HOE, PECITYOIMKAaHCKOE U MECTHOE
3HAYEHUE, YTO HE COOTBETCTBYET COBPEMEHHBIM PEAIUSM.

[ToaTomy monsATHE KiIaccuukayy 3aMeHEHO Ha TTOHSITHE OpTaHU3aAINN
nokymeHToB ApxuBHoOro (oHaa Poccuiickoit eaepannu. M3naraercs opranu3anus
apxUBHBIX (OHIOB B npeaenax ApxuBHoro Gonaa Poccuiickoit denepanuu B
3aBHCUMOCTH OT (POpPM COOCTBEHHOCTH Ha HHX, OT BUAOB HOCHUTEJEH, CIOCOOOB 1
TEXHUKHU 3aKpeTUieHus nH()OpMaIuu, U OpTaHu3aIis apXUBHBIX (OHIOB B
rOCyapCTBEHHBIX ApXMUBaX B 3aBUCUMOCTH OT CTENIEHU UX LICHHOCTH U J0CTyNa K
HUM.

B IIpaBunax mo-HoOBOMY TPaKTYIOTCSI BOIPOCHI KATETOPUPOBAHUS apXUBHBIX (DOHIOB,
KOTOPOE B MPEKHEM BHU/JIE 3a4ACTYH0 HOCHIIO UIEOJIOTU3UPOBAHHBIN U
KOHBIOHKTYPHBIN xapaktep. [IpaBuna Ha ocHOBe 00Jiee OOBEKTUBHBIX KPUTEPUECB
UCXOJISAT U3 TOTO, UTO BCE NTOKYMEHThl ApxuBHoro ¢onaa Poccuiickoit @eaepanuu mo
OTIPEICTICHUIO SIBIISIOTCS IICHHBIMU, M B HUX BBIJICJISIFOTCSI KATETOPUU 0CO00 IIEHHBIX U
YHUKaQJIbHBIX TOKYMEHTOB. APXUBBI BIIPABE MPOBOJUTH JPYroe KaTeropupoOBaHUE
apXUBHBIX (POHJIOB IO CBOEMY YCMOTPEHHIO, €CJIA ATO YAOOHO UM JJIsl YCTaHOBJICHUS
O04YepEIHOCTH apXUBHBIX PA0OT WU TIO JAPYTHUM MPUUHUHAM.

Ocob6ennoctsimu [IpaBui SBISIOTCS TakxkKe:



- yeTkas nuddepeHimanys Bo BceX pas3jenax HopM U TpeOoBaHU IO OTHOIIEHHUIO K
TIOKYMEHTaM, OTHOCSAIIIUMCS K Pa3IMYHbIM (hOpMaM COOCTBEHHOCTH;

- U3JIOKEHUE B OOJIBIIMHCTBE pa3aesioB [IpaBui monoxeHui, OTHOCSIINXCS K
BO3MOKHOCTSIM MH(OpMATH3aLUK apXUBHBIX padoT;

- 3HAUUTENIbHOE YCUJIEHNE BHUMAHHUSI K BOIIpocaM (PU3UKO-XUMHUYECKON COXPaHHOCTH
JOKYMEHTOB U COXPAHEHUIO apXUBHOM HH(OpMAILIMU, COJEPKAIICHCs B HUX.

HpaBI/IJ'Ia COCTOAT U3 BOCbMHU pPa3aciIOB.

[TepBbIii pazmen ABISETCS BBOAHBIM; €TO IJIaBHAS IENb - U3JIOKHUTH OOIIHE
MOJIOKEHUS, MPABOBYIO 0a3y AJis MPoQeCcCUOHATBLHOM paboThl TOCYI1apCTBEHHBIX
apXHUBOB C aPXUBHBIMH JOKYMEHTAMHU, & TAK)KE PACKPHITh CYILIECTBYIOILYIO
TUIOJIOTUIO apXUBOB. [[pUHIMITUATIEHO BaXKHBIMU M HOBBIMM MOMEHTAMHU SIBJISIOTCS
U3JI0KEHHE POJIM apXUBOB KaK 4YacCTH MH(POPMALIMOHHBIX PECYPCOB rOCY1apCTBa U
TECHO CBSI3aHHBIX C 3TOM POJIbIO BOMPOCOB MHPOPMAIIMOHHOM 0€30M1aCHOCTH 10
OTHOILICHUIO K apXHBaM.

Bropoii pa3aen mocBsiieH u30KeHUIO BOTIPOCOB OPTaHU3aIuU U (POHIUPOBAHUS
JIOKYMEHTOB. B pasjesne noadepKuBaeTcs COXpaHESHUE TEOPETUICCKUX ITOJI0KCHUH
OTEYECTBEHHOI'O apXHBOBEICHUS O (DOHJIMPOBAHUH JOKYMEHTOB; 3aKpEILICHA
(mepedoHaUpOBaHKE TOMYCKACTCS JIUITH B UCKITIOUNTENBHBIX CIIydasX MpU
oOHapykeHnH rpyObIX omrOoK GOHIUPOBAHMS) OCYIIIECTBIICHHAS paHee padoTa 1o
(bOpMHPOBAHUIO aPXMBHBIX (DOHIAOB M KOJUICKIIUH, IIO9TOMY HE ITOBTOPSIFOTCS HOPMBEI,
OTHOCAIIHECS K POHTUPOBAHHIO JOKYMEHTOB HCTOPUUYECKOTO U COBETCKOTO
TICPUO/IOB; U3JI0KEHBI OCHOBHBIC TPeOOBaHMSI K (POHIUPOBAHUIO JJOKYMEHTOB
COBPEMEHHBIX OpTraHU3aINil B 3aBUCIMOCTH OT HOBBIX TOCY/IapCTBCHHO-TIPABOBBIX U
COIMAJILHO - SKOHOMUYECKUX peajuii.

B tpetbem paznene [IpaBun - "Opranuzamnus paboTsl apxuBa" BliepBble COOPAHbI U €
Y4ETOM COBPEMEHHBIX YCIOBHUI U3JI0KEHBI BCE OCHOBHBIE MOJI0KEHUS, HOPMBI U
TpeOOBaHMSI, OTHOCSIIHMECS K OOIIMM BOIIPOCAM OPTaHHU3AIlMU BHYTPEHHEN PabOTHhI
roCyJapCTBEHHOIO apXMBa - YIPABJICHUS UM, IIJITAHUPOBAHUS U OTYETHOCTH,
OpraHM3aIlMK TPYIOBBIX MPOIECCOB, PabOTHI ¢ Kagpamu. HOBbIMU SIBISIOTCS
MOJIOKEHUS O BBITIOJIHEHUU TOCYAApPCTBEHHBIM apXUBOM IIJIATHBIX pabOT U YCIYT;
IPaBOBOM 3alIMTE UH()OPMALTMOHHBIX MPOAYKTOB apXUBOB; U3JI0KEHUE
OpraHU3alMOHHBIX BOIIPOCOB MPUMEHEHUSI NH(POPMAIIMOHHBIX TEXHOJOTUI; BIIEPBbHIE
BBeJIeHHI B [IpaBuia npuHATEIE MEXKTyHAPOAHBIM COOOIIIECTBOM apXHUBOB BOTIPOCHI
npodeccHoHaTbHOM ITUKH.

B detBepTOM paszeie yCUIeHsl MOJI0KEHU, OTHOCAIIUECS K KOHTPOJIIO 32
TEXHUYECKUM U PUBHKO-XUMUYECKUM COCTOSIHUEM JIOKYMEHTOB; O0JIee AeTaIbHO
M3JI05KEHBI BOITPOCHI BBIJIAYM TJOKYMEHTOB U3 XPAaHWJINILA U KOHTPOJISA 32 UX
COXPAaHHOCTBHIO. B pa3znen BHECEHBI HOBBIE MOJIOKEHUS, OTHOCAIIUECA K CTPAXOBOU
OIICHKE U CTPAaxOBaHUIO JOKYMEHTOB, BHIBO3Y UX 3a PyOEK; O BBISIBICHUU
YHHUKAJIbHBIX IOKYMEHTOB JIJI1 BKJIFOUEHHS UX B ['OCy1apCTBEHHBIN peecTp



YHUKAJIBHBIX IOKYMEHTOB; O IIEPEAadye CTPAXOBbIX KOIMHN Ha CIIEUAIIbHOE XPAHEHUE;
OTpaXKE€HbI BOIPOCHI 00ECIIEYEHUSI COXPAHHOCTU JOKYMEHTOB B UpE3BbIYAHBIX
CUTyalUsX.

B nmsiTom pasnene HOBbIMU SIBIISIFOTCS ITOJIOKEHHUSI, OTHOCSAIIUECS K YUYETY YHUKAJIbHBIX
JOKYMEHTOB, a TaK)e PACCEKPEUEHHBIX IOKYMEHTOB; 00JIe€ MOJHO PACKPBITHI
0COOEHHOCTH y4eTa KOMH Ha MpaBax MOJIMHHUKOB, JIOKYMEHTOB JINYHOTO
IIPOUCXOKIAEHUS, 10 TMYHOMY COCTaBY, IPUHATHIX HA BPEMEHHOE XPAHECHUE;
U3JI0’KEHBI OCHOBHBIE TPeOOBaHMS K BEICHUIO YUETHBIX 0a3 TaHHBIX; Oosee
00CTOSITEHLHO OCBEIIECHBI BOMIPOCH! XpaHEHUS U yueTa Konui (GoHIa MoIb30BaHUS.

Paznen mecToi, NOCBALIEHHBIM BONPOCAM KOMIUIEKTOBAHMS U SKCIIEPTU3BI HUEHHOCTH
JIOKYMEHTOB, TAK)KE€ OCHOBAH Ha aHAJIM3€ COBPEMEHHBIX PEaIMi - C y4ETOM
JIEHCTBYIOLIETO 3aKOHOAATENBCTBA OIIPEIEIICHBI IPABOBBIE OCHOBBI IIPUEMA
JIOKyMEHTOB HETOCYIaPCTBEHHOW COOCTBEHHOCTH, B TOM YHCIIE TIpUEeMa Ha
BPEMEHHOE U JIENIO3UTAPHOE XPAHEHUE, BOIPOCHI PUEMA TOKYMEHTOB OT
JIMKBUIMPOBAHHBIX OPraHU3ALMMI; U3JI0KEHBI BOIIPOCHI KOMIUIEKTOBAHUSI apXUBa B
IIPOLIECCE NHULIMATUBHOTO TOKYMEHTHUPOBAHUS, A TAKKE KOMIUIEKTOBAHUSA
JTOKyMEHTaMu 3apyOesxHoii apxuBHoil Poccum.

HoBbIMH SBISIOTCS MOJIOKEHNS, OTHOCAIIMECA K B3aUMOOTHOILLICHUSIM
rOCyJJapCTBEHHBIX apXUBOB M HETOCYIapCTBEHHBIX Opranusauui. [Ipu n3noxennn
BOIIPOCOB 3KCIEPTHU3bI LIECHHOCTH TIOKYMEHTOB PACKPBITA POJIb TOCY1aPCTBEHHBIX
apXHBOB B OTHECEHHUH JIOKYMEHTOB K COCTaBY I'OCYJapCTBEHHOMU U
HEToCyJIapCTBEHHOM yacteil ApxuBHoro ¢onna Poccuiickoit deneparum.

Cenpmotii pasaen IIpasun - "Onucanne apXUBHBIX TOKyMEHTOB U HAy4YHO-
CIIPaBOYHBIN anmnapar K JOKyMEHTaM apxuBa' - BIEPBbIC U3JI0KEH C yUETOM
npuHaToro MCA MeXayHapOoJHOro CTaHapTa Mo OMUCAHUIO apXUBHOMN
nokyMeHnTaruu (OOmuit MexXTyHapoIHbIN cTaHnapT apxuBHoro onucanus ISADCG),
Y COAEPKUT NMPUHIIMIIBI MHOIOYPOBHEBOT0 onucanus. [Toctpoenne u HeKoTopble
(bopMyIUpPOBKH pa3zzienia He TPaJAULMOHHBI, HO ClIeAyeT NOJYePKHYTh, YTO 3Ta
HETPAJULIMOHHOCTD HE COAECPKUT TPEOOBAHUS MEPEAEIKN CYIIECTBYIOIINX B
apXMBax OMHMCAHUM U HAy4YHO-CIIPABOYHOI'O alnapara; B TO )K€ BPEMsI €T0
COBEpUIEHCTBOBAaHUE HA 0a3e HOBBIX KOMIBIOTEPHBIX MH(OPMALIMOHHBIX TEXHOJIOTUN
OyzeT Oosee yCHEIHbIM € MO3ULNM, N3JI0KEHHBIX B pasnene. MeHee noapoOHO, yeM
3TO OBUIO paHblIe, N30KEHBI TpagulMoHHble (hopMbl HCA, Tak Kak B 3TOM
OTHOIIIEHUH COXPAaHAIOT JAecTBHE apoOHpPOBaHHBIE METOAUKHU paHee U3AaHHbIX
NPaBWJI U UHCTPYKLMMA, K KOTOPBIM B ClIy4ae HEOOXOJUMOCTH ClIeAyeT 00palaThbCsl.

B nocnennem, BockMoM paszene [IpaBuin HOBBIMU MOJNOKEHUSIMH SIBISIOTCS BOIPOCHI
pacceKpeunBaHus apXUBHBIX TOKyMEHTOB, UCIIOJIHEHUS 3alIPOCOB, MIOCTYAOLINX U3-
3a pyOeka 1 BbIJIa4M apXUBHBIX CIPABOK 3a pyOex. OnpeeneH nopsaok
o0ecrieueHHs JOCTyIa M0JIb30BaTeNeH K JOKyMEHTaM; I€TaJIbHO U3JI0KEHBI BOIIPOCHI,
CBSI3aHHBIE C KOIMPOBAaHUEM JIOKYMEHTOB 10 3aIIpOcaM I0JIb30BaTENEN.



B paznene ycuneHsl oI0KEeHUsI, OTHOCAIIUECS K FOPUINIECKOMY 0(DOPMIICHHUIO
MH(POPMAIIMOHHBIX JOKYMEHTOB apXxuBa. bojiee KpaTko U3105KeHbI BOPOCHI pa0OThI
YUTAJIBHBIX 3QJI0B ApPXHUBOB, TaK KaK JEHCTBYIOT yTBEpKIAeHHBIE B 1998 T.

"[IpaBuiia pabOTHI MOJIB30BATENICH B UNTATBHBIX 3ajJlaX TOCYJapPCTBEHHBIX apXUBOB
Poccutiickoit @enepanmu’.

K IpaBuiam npusoxkeHsl (GOPMBI TOKYMEHTAIIUU, HEOOXOIUMOM B e TEIILHOCTH
rOCYJJApCTBEHHBIX apXUBOB, KaK BHEJIPEHHBIC paHEe, TaK U PsIT HOBBIX WU
nepepadOTaHHBIX (aKT CTPAXOBO OIIEHKU apXHMBHBIX JOKYMEHTOB, aKT IIpHeMa-
nepeaun CTPAxOBbIX KOIUH, aKT MpUeMa JOKYMEHTOB JIMYHOTO IPOUCXOXKICHUS U
1p.). B npunokeHne He BKIFOYEHBI HEKOTOPhIE (hOPMBI, IPOYHO BOIIE/IINE B
NPaKTUKy pabOThI apXHUBOB (KAaTAJI0XKHAS KAPTOYKa M HEKOTOPEIE JPYTHUE).
[TepepaboTka TOKyMEHTOB, COCTABJICHHBIX IO paHee IeHCTBOBABIINM (opMam, He
Tpedyercs.

B I[IpaBunax He pacKphIBaIOTCA METOJAMKA M TEXHOJIOTHS Pa3IMYHBIX aPXUBHBIX
paboT, MECTO KOTOPBHIM B yUE€OHBIX M HAYYHO-METOIMYECKUX MOCOOUSX,
PEKOMEHIAIMSAX U UHCTPYKIUAX, a M3JIaraloTCs OCHOBHBIEC TpeOOBaHUs
HOpMAaTHUBHOTO xapakTtepa. Kak mpaBuio, 3Tu TpebOBaHMS UMEIOT TPEX- WU
YEeThIPEX3HAUHbIE UHACKCHI, 10 KaXKIbIM U3 KOTOPBIX U3JI0KEHO OJIHO JIOTHYECKOE
NOHATHE, NOJ0XKeHUe. Berpeuaroluecs B Hayane OT/eNbHbBIX Pa3esioB U
MO/IPa3/IEJIOB TEKCThI, HE UMEIOIIUE CAMOCTOSTEIbHBIX UHACKCOB, HE COACPKAT
HOPMATHUBHBIX TPEOOBaHUH, IPEACTaBIASA COOO MOIOKEHUS Pa3bICHUTEIBHOTO
XapaxkTepa uiu AePUHUIIH.

[TpaBua He OTMEHSIIOT MHCTPYKIIMIA U METOAMUECKUX TTOCOOUH, IIepEUHCICHHBIX B
npuwioxkeHHOM CIUCKe METOAMYECKON JTUTePaTyPhl; MPEINoIaraoT MOATOTOBKY B
OyayiieM psiia HOpMaTUBHO-METOJUYECKUX JOKYMEHTOB 110 BOIIPOCaM, B HACTOSIILIEE
BpeMs elle HeI0CTaTOUHO pa3paboranHbIM. B [IpaBuia Takxke He BOLUIM BOMPOCHI,
HEJI0CTaTOYHO TEOPETUUCCKU U MPAKTUIECKU POPabOTaHHBIE JIJIsl TOTO, YTOOBI CTAaTh
00111e00513aTeIbHBIMI HOPMaMH, - 3TO, B YACTHOCTH, BOIIPOCHI OOIIIEH
KIaccu(pUKaI TOKyMeHTOB ApxuBHoro (onaa Poccuiickoii @eneparyu, BOIPOCHI,
CBSI3aHHBIC C MHTEJUICKTYaIbHON COOCTBEHHOCTHIO, MHOTHE aCTIEKTHI PaOOTHI €
AJIEKTPOHHOM TOKyMEHTAlMEH, a TaK)Ke ¢ JOKyMEHTAIMEl HErOCy1apCTBEHHBIX
OpraHu3alliii, ¥ HEKOTOPBIE IPyTue, KOTOpPhIe OyIyT pelmaThes 0 Mepe ux
mpOopabOTKH B OTJACIBHBIX HOPMATUBHO-METOINYECKUX TOKYMEHTaX.

B IIpaBuiax npuMeHsIETCSl COBPEMECHHAS apXUBHASI TSPMUHOJIOTHS, YIIOTpeOisieMast
JCHCTBYIONIUM apXUBHBIM 3aKOHOJIATSILCTBOM, IIPEIYCMOTPCHHAS
['ocynapctBenHbIM ctanaapTom Poccuiickont @eneparvu P 51141-98

" Ienonpou3BOACTBO U apXUBHOE JIEIIO.

TepmuHbI 1 onpeneneHys'", COBpEMEHHBIMHU CI0OBapSIMHU ApXUBHOM TepMUHOJIOTUH. B
tekcte [IpaBun ynmorpebmsieTcss B kauecTBe 0000IIAIONIETO OHITHS TEPMUH
"MOKyMEHTHI'"; ynoTpeOsieTcs nmoHsTue "nemo" Be3se, rue pedb UaeT o
JOKYMEHTAIMK Ha OyMa)KHOM OCHOBE; B OCTAJIbHBIX CIIy4asX YIOTpeOseTcsl IOHATHE
"enquHUIA XpaHEeHus'" .
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[Ipumenenue "OCHOBHBIX NMPaBUI pabOThI TOCYAAPCTBEHHBIX apXUBOB Poccuiickoi
®enepanun” 0053aTeIbHO BCEMU TOCYAaPCTBEHHBIMU apXuBaMH ((henepaibHbIMU
apX1BaMH, FOCYIapCTBEHHbIE apXUBAMH U LIEHTPaMU JOKYMEHTAIUU CyOBhEKTOB
Poccuiickoit @enepanuu u ux pummasamu, rocy1apCTBEHHBIMU apXUBaMU PailOHOB U
TOpOJIOB).

N3noxennsie B HacTosmux [IpaBunax TpeboBaHUs TakKe MOTYT OBITh UCIIOJIb30BAHBI
B HOPMAaTHBHO-METOINYECKUX JTOKYMEHTAaX apXUBOB OPraHU3ALIMM,
OCYILECTBIISIOIINX JOJTOBPEMEHHOE XPAHEHUE OTAEIBHBIX KOMIUIEKCOB
rocyaapcTBeHHoU yactu ApxuBHoro ¢onaa Poccuiickoii denepanuu (apXuBbl
Poccuiickoit Akagemuun Hayk, MUHHCTEpCTBA HHOCTPaHHBIX Jiea Poccuiickoit
®denepanuu, OenepanbHoi cay)K0b Oe30macHocTH Poccuiickoit denepanyu u

JPYTHE).

[IpaBuna ObuM HayaThl pa3padboTKol B 1996 r. 1 mpoILTH HEOTHOKPATHOE
anpoOupoBaHue B penepanbHbIX apXUBaX U FOCYJaPCTBEHHBIX apXHUBaX CyOBEKTOB
Poccuniickon @enepanuu. [logroroka Hacrosuux [Ipasun ocymecTsieHa
koMuccuen deaepansHoil apxuBHOII city k061 Poccun B coctare: Ko3nos B.I1.
(pyxoBoautens), AptuzoB A.H., banacrokeBuu B. /1., boosuieBa T.M., ExnaTseBckmii
A.B., Kucenes 1.H., Jlapun M.B., Haymos O.B., [1asnoBa T.®., [Tonnosa E.H.,
Tapaxanona E.II., [lTabanosa T.E. B moarotoske otnenpHbIX pa3aenoB [Ipasun
npuHuMaii yyactue Auukanosa T.U., bymmenesa 3.B., Bnaasikuna B.A., BonkoBa
N.B., T'opoynos I.10., XKykosa M.II., Koznos O.®., Jlapuna B.I"., Jlynauapckwuii
E.JI., Mengenesa I'.A., Memepuna T.A., Hexnanosa O.1O., [Tanpimnna

E.E., IlpuBanoB B.®., [TputotoB A.B., Ycnenckas B.H., Ycrunos B.A., Xumuna
H.U., a Taxxe apXUBUCTBI-IKCIIEPTHI U3 CyObekTOB Poccuiickoit denepanuu.

Paznen 1. O01ImMe noiaoxeHus
1.1. ApxuBHbii boun Poccutickort @eneparmn

1.1.1. ApxuBHbIid poHa Poccuiickoit denepariu - cocTaBHas 9YacTh HAITMOHATBHBIX
UH(OPMAITMOHHBIX PECYPCOB, HCTOPUKO-KYJIHTYPHOTO HACIEINS HAPOIOB
Poccuiickoit @enepaunn ApxusHbiid pong Poccuiickoit denepaiy B COOTBETCTBUN
¢ OcHoBamu 3akoHoaTenbeTBa Poccuiickort denepannu 00 ApxuBHOM QoH/IE
Poccuiickoit @enepaniny U apxruBax MpeIcTaBiseT cOO0H UCTOPUIECKU
CJIOKMBUIYIOCS U IMIOCTOSTHHO MTOTIOJIHSIOLYOCS COBOKYITHOCTh aPXHUBHBIX
JIOKYMEHTOB, OTpaXarolUX MaTEPUAJIbHYIO U TyXOBHYIO KU3Hb JIFOJCH,

MMEIOIIUX UCTOPUUYECKOE, HAYYHOE, COLIMAIBHOE, SKOHOMHUYECKOE, MOJTUTUYECKOE,
KYyJbTYPHOE 3HAYEHHUE, U SABIISIOLIMXCSA HEOTHEMIIEMON YaCThIO UCTOPUKO-
KyJIbTYPHOTO Hacieaus HapoaoB Poccuiickoit @enepanuu.

B coctraB ApxuBHoro ¢onna Poccuiickoit @eaepariuu BXOAAT HAXOIAIIUECS Ha €€
TEPPUTOPHH apXUBHBIE (POH/IBI U APXUBHBIC JOKYMEHTHI HE3aBUCUMO OT UCTOYHHUKA
uX 00pa3oBaHUs, BpEMEHH CO3/IaHUS, BUIa HOCUTEIISA, MECTa XpaHEeHHUs U (hOPMBI
COOCTBEHHOCTHU, B TOM YHCJI€ TOCTYMHBIITHNE HA 3aKOHHOM OCHOBAHUU U3-3a pyOexka, a
Tak)Ke apXuBHBIC (DOHBI U APXUBHBIC JOKYMEHTHI TOCYIapCTBEHHBIX OpTaHU3aINMA
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Poccuniickont @enepanuu, HaXoIAmuUXcs 3a Tpanuneil. OHU NOJIEkKaT MOCTOSHHOMY
(BeuHOMY) XpaHeHHI0 Ha TeppuTopuun Poccuiickoit denepanumu.

OTHeceHue TOKYMEHTOB K cocTaBy ApxuBHoro ¢onaa Poccuiickoit @enepanuu
IIPOU3BOJUTCS HA OCHOBAHUU IKCIIEPTU3bI UX LICHHOCTH B YCTAHOBJIICHHOM IOPSJIKE
(cMm. 1. 6.1.5).

XpaHeHue, KOMIUIEKTOBaHHUE, yUeT U UCII0JIb30BaHUE JOKYMEHTOB APXHUBHOTO (OHIa
Poccuiickon @enepannm OCyIECTBISIFOTCA HA OCHOBE €UHBIX PUHLIMUIIOB U
KOHTPOJIS 32 UX coOmoaeHneM. B cocraBe ApxuBHoro ¢onma Poccuiickoi
®denepannu BbLICISAIOTCS TOKYMEHTHI, HaXos1uecs B ¢efepaibHOM BEACHUU, U
ApxusHbie QoHBI cyObekTOB Poccuiickoit denepariui.

ApxusHsiii pona Poccuiickoit deneparuu npeactapisieT coO00i caMOCTOSTENbHYIO
WH(OPMAIIMOHHYIO CUCTEMY, SIBJISIETCS] COCTABHOM YaCThIO HAIMOHABHBIX
UH(GOPMAITMOHHBIX PECYPCOB, OH HEOOXOAUM I 00€CTIeYeHHS PACTYIINX
MH(POPMATMOHHBIX TOTPEOHOCTEH OOIIECTBA, 3319 TOCYIapCTBEHHOTO YIPABICHUS,
Pa3BUTHS HAYKH U KYJIbTYPHI.

HoxymenTtsl ApxuBHoro Gorma Poccuiickoit deneparinu SBiIsitoTCsS 00beKTaMu
OTHOIICHUHN (PU3HUECKHX, IOPUANIECCKUX JIUI, TOCYIapCTBA U 3AIUIIAIOTCS 3aKOHOM.

1.1.2. IIpaBoBOIi cTaTyC roCcy1apCTBEHHOI 1 HETOCYJaPCTBEHHOM yacTen
ApxuBHoro ¢onaa Poccuiickoit denepannm

ApxusHsiii pona Poccuiickoit denepariuu B 3aBUCUMOCTUA OT COOCTBEHHOCTH Ha €r0
JIOKYMEHTBI, COCTOUT W3 TOCYIAPCTBEHHOU U HETOCYAapPCTBEHHOMN YaCTEH.

1.1.2.1. lokymMeHTBI TocyaapCcTBeHHOU YacTu ApxuBHOTO (oHAa Poccuiickoit
®denepanuu He MOAJIKAT IPUBATH3AIMH U MOTYT OBITH OTUY>KJICHBI HE HHAYE KaK B
MOPSIAKE, TPELYCMOTPEHHOM 3aKOHOAATENLCTBOM Poccuiickon Penepanuu.

JlokymeHTBI rocyaapcTBeHHOM yacTh ApxuBHOTo ¢oHaa Poccuiickoit @eaepannn
HE3aBUCUMO OT MECTa XpaHEeHUs, BUAa HOCUTEISI, TEXHUKH U Ccriocoba
3aKperuieHrus HHPOPMAIUH MOJIeKAT 00s13aTeIbHOMY TOCYITAPCTBEHHOMY YUeTYy.

1.1.2.2. HerocynapctBeHnyto yacts ApxuBHoro (ouma Poccuiickoit denepanmu
COCTaBJISIFOT TOKYMEHTBI, HAXOISAIINECS B YACTHON MJIM MHOM HErOCYJapCTBEHHOM
COOCTBEHHOCTH.

Opransl U yupexaenus cucrembl OenepanbHoit ApxuBHOM ¢y 0b1 Poccun
NOJTy4YaroT CBEACHHUS O TOKYMEHTaX, KOTOpPbIE JOJKHBI ObITh OTHECEHBI K
HErocyAapcTBeHHON yacTu ApxuBHOTo ¢oHna Poccuiickoit @enepaniuu, ¢ LEIbIO UX
rOCYyIapCTBEHHOI'O yUeTa.

Opransl U yupexaenus cucrembl OenepanbHoit apxuBHOM ciy»k0b1 Poccun
(buKCHUpyIOT cMeHY COOCTBEHHHUKA W/WIIM MECTa XPAHEHUS JOKYMEHTOB
HerocyAapcTBeHHON yactu ApxuBHoro ¢ponna Poccuiickoit @enepanuu.



1.2. ApxuBHBII (DOH U IPUPABHEHHBIE K HEMY COBOKYVITHOCTH apXUBHBIX
JIOKYMEHTOB KaK 00I11e€ VUETHO-KJIACCUDUKAITMOHHOE TOHITHE

1.2.1. YyerHo-knaccuduxanmoHHon eaunuieii Apxusnoro ¢ounga Poccuiickoit
®denepanuuu siBasieTcst apxuBHbIi Gou. [Tog apXUBHBIM (POHOM MOHUMAETCS
COBOKYITHOCTb apXMBHBIX JTIOKYMEHTOB, HCTOPUYECKHU H/HITU JIOTHYECKU CBS3aHHBIX
MEXIy cOO0M U MOJIeKAIUX MOCTOSTHHOMY Xpanenuto. K apxuBHomy QoHy
IIPUPABHUBAECTCS ApXUBHAs KOJUIEKLUS.

Opranuzanys 10KyMEHTOB 10 apXUBHBIM (poHAaM ((POHIUPOBAHUE TOKYMEHTOB)
OCYIIECTBIISICTCS B YCTAHOBJICHHOM Topsiake (cM. 1. 2.2-2.3).

1.3. 'ocymapcTBEHHBIN apXUB

1.3.1. 'ocynapcTBEHHBII apXUB KaK TOCYAapCTBEHHOE YUPEKICHUE,
00ecreunBaroInee COXpaHHOCTh, YUET, KOMIUIEKTOBAHUE U UCIIOJIb30BAHUE apXUBHBIX
TOKyMEeHTOB ['oCy1apCTBEHHBIN apXUB SIBISIETCS TOCYIAPCTBEHHBIM YUPEKICHUEM,
dbuHaHCHpyeMbIM U3 (enepalbHOTO Or0KeTa, OroKeTa cyobekTa Poccuiickoii
®denepaiuu. ApXUB BBITIOJIHIET COIUATBHO - KyJIbTYPHBIC U APyTHUE QYHKIIUH
HEKOMMEPUYECKOI'0 XapakTepa BO B3aUMOJICHCTBUM C OpraHaMH BJIACTH,
roCcyJapCTBEHHBIMU, OOIIECTBEHHBIMU, HAYYHBIMU, KYJIbTYPHBIMU U UHBIMU
OpraHM3alysAMU, a TAaKXKe rpakaaHaMu. B rpeaenax, yCTaHOBIEHHBIX 3aKOHOM, apXUB
OCYILECTBIJISIET TPABOMOYHMS IO BIAJACHUIO, ITOJIb30BAHUIO U PACIIOPSIKEHUIO YaCThIO
TOoKyMeHTOB ApxuBHoro ¢oHaa Poccuiickoii Deaepannu, OCYIIECTBISET UX
MOCTOSIHHOE XPaHEHHUE B PEKUME OXPaHbl M UCTIOIh30BaHUs, 00€CIIeYnBaOIIEM
[[EJTOCTHOCTh UCTOPUYECKHU CIIOKUBIIUXCS TIOKYMEHTAIBHBIX KOMIUIEKCOB, X
JOCTYITHOCTB JJIsl TOJIb30BaTeNiel. B 3TUX LIeNsAX apXUB HA OCHOBE €MHBIX HAY4YHO-
METOJAMYECKHUX MPUHIIMIIOB 00ECTIEUNBAET COXPAHHOCTh MPUHATHIX

JIOKyMEHTOB, OCYIIECTBIISICT KOMIUJICKTOBAHUE M YUET TOKYMEHTOB OPTaHOB
rOCyIapCTBEHHOMH BJIACTH, TOCYAAPCTBEHHBIX U MHBIX OpPraHU3alni, PU3NUIECKUX JIUII,
CO3/J1a€T U COBEPIICHCTBYET HAyYHO-CIIPAaBOYHBIN anmnapar, 00eCleynBaeT yCI0BUs
JUTSI ICTIOJIb30BAHUS TOKYMEHTOB IOPUANYECKUMH M PU3NYECKUMH JTUIAMH,
OCyHIeCTBIsIeT HH(POpMAIIMOHHOE 00CTYKHBaHHE OPraHOB TOCYIapCTBEHHOM BIIACTH
¥ MECTHOTO CaMOYTIPaBJICHUS, yIOBIETBOPEHNE HHPOPMAITMOHHBIX TOTpeOHOCTEH U
KOHCTUTYILIMOHHBIX MIPAaB IPAXKJIaH, & TAK)XKE OCYLIECTBIIIET CAMOCTOSITENIbHOE
UCIIOJIb30BaHUE IOKYMEHTOB B MHTEpECax IpakJaH, 00IlecTBa U rocyjapcTaa.

1.3.2. l'ocynapcTBeHHBIN apXUB Kak MH()OPMAIIMOHHASI CUCTEMA B CTPYKTYpE
nH(pOpMaIMOHHBIX pecypcoB Poccuiickoit @enepanun ApXuB NpeACcTaBiIsieT cOO0M
WH(OPMAITMOHHYIO CUCTEMY - YIIOPSIOYCHHYIO COBOKYITHOCTh ApXUBHBIX (DOHIOB,
KOJUIEKIIMH, IOKYMEHTOB M CO3JaBAEMbIX U UCIIOJIb3YEMbBIX CIIPABOYHUKOB K HUM.

ApXUB B KauecTBe cyObeKkTa HH(OPMALIMOHHBIX MIPOLIECCOB YUYacTBYET B cOope,
00paboTKe, HAKOIJIEHUH, XPAaHEHUH, TIOUCKE U PACIIPOCTPAHEHNN JOKYMEHTHON
uHpopManuu. JJokyMeHThl 1 HTHPOPMAITUOHHO-TIOMCKOBBIE CUCTEMBI apXHBa
SBIISIIOTCS 0OBEKTAMU MpaBa COOCTBEHHOCTH, aBTOPCKOIO M CMEKHBIX TPaB,
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pacupeaensitoTcs Mo KaTeropusiM JI0CTyIa K HUM, IOJJIEXKAT 3alUTE B COOTBETCTBUU
C 3aKOHOJIaTEJIbHBIMU U UHBIMU akTaMu Poccuiickoit denepanuu.

1.3.2.1. OGecneuenune nHGOPMAITMOHHON OE30ITACHOCTH apXHUBa.

[Tox nundopmanmoHHON O€30MaCHOCTHIO aAPXMUBA MIOHUMAETCSI COCTOSIHUE
3aIUIIEHHOCTH XPAHSIIMXCS B HEM IOKYMEHTOB M JOKYMEHTHOM nHbOopMaIuu,
cucteM ee GOopMUPOBaHUS, IPEOOPA30BAHMUS, PACIIPOCTPAHEHUS, HCTIONIb30BAHUS,
noTpeOIeH s, a TAKXKE 3aAIUIIEHHOCTH apXUBOXPAHWINIL U 3JaHUN apXUBOB.

OCHOBHBIMH HampaBJICHUSIMH oOecIieueHrsI HHGOPMAIMOHHON 0€301aCHOCTH
apXuBa SIBJSIOTCS:

- IPEJOXPAHEHUE TOKYMEHTOB OT MOBPEXKICHUMN, YTpaT WIN XUIICHUI;

- IPECCUCHUC HC3aKOHHOI'O BMCIIATCIILCTBA B I/IH(bOpMaI_[I/IOHHBIC PECYPCHI apXuBa
KaK 00BbEKTOB COOCTBEHHOCTH U ABTOPCKOTO IIpaBa,

- HeJIOMYIIIEHNEe HECAaHKIIMOHUPOBAHHOTO KOIMUPOBAHUS JOKYMEHTOB, YTCUKH
JOKYMEHTHOW MH(MOPMAIUH, a TAK)KE €€ NCKAKCHHS, ITOIJICIKH, YHUYTOXKCHHS,
OJIOKMpOoBaHUs, MOAU(DUKAITIH;

- 32l Ta KOHCTUTYIIMOHHBIX MPaB I'Pak/IaH HA HEMPUKOCHOBEHHOCTh YaCTHOU
JKU3HU, COXPAHEHUE JIMYHOW U CEMEUHOM TalHBbI;

- 3aIIMTA CBEICHUI, COCTABIIAIOIINX ITOCYAAPCTBEHHYIO TallHy, OTHECEHHBIX K
KoH(uIeHIInaTbHOW HHpOpMAINK;

- CBOEBPEMEHHOE PAaCCeKPEUMBAHNUE JOKYMEHTOB U JOKYMEHTHOU WH(OpMAIUH;

- coOuroieHre TpeOOBAHMIM, yCTAaHABIMBAEMBIX COOCTBEHHUKAMH JJOKYMEHTOB MPHU
nepeaye uX Ha MOCTOSSHHOE WJIM BPEMEHHOE, B T.U. JICMO3UTAPHOES XPaHCHUE B apXUB;

- IpCaAOTBpAIICHUC HEe0OOCHOBAHHOI'O OTKa3a B AOCTYIIC K OTKPBITBIM JOKYMCHTAM U
IIOKYMCHTHOﬁ I/IHq)OpMaI_II/II/I, d TaAKIKC UX COKPBITHA,

- HEJIOMyIIIeHUE HAPYIIIEHU HOPMAaTHUBHBIX TpeOoBaHUi 00pabOTKU
NEPBUYHON JOKYMEHTHOU MH(OPMAIIUU TIPU CO3[JaHUU BTOPUYHOI;

- IPEJOTBPALIEHUE OTKA30B TEXHUUYECKUX CPEJICTB XpaHEHUsI, 00pabOTKH,
TPaHCTIOPTUPOBKH, KOMMUPOBAHUS, 3aIIUTHI IOKYMEHTOB M JIOKYMEHTHOM
uH(popMaIK, a Takke cO0EB MPOrPaMMHOT0 o0ecreueHus: HH(HOPMAaIIMOHHO-
MOMCKOBBIX CUCTEM apXHBa, HAPYILLIEHUH IEPCOHATIOM TEXHOJOTUYECKOMH,
MIPOU3BOICTBEHHON JUCITUTUIMHBI, MPO(ECCUOHATBHBIX ITHUECKUX HOPM;

- IpeIoXpaHeHNe 3/1aHNI U XPaHWIHIL apXUBa OT GU3NYECKUX U UHBIX BO3JIEHCTBU,
CTUXUIHBIX O€JCTBUM, KaTaCTpO(Q, COLMAIBHBIX KATaKJIU3MOB.



B nemsix o6ecnieuenust tHGOpPMaIMOHHON OE301TaCHOCTH apXUB:

1) IpOTHO3UPYET, BBIABISACT U OLICHUBAECT BO3MOYKHBIC YTIPO3bI
nH(pOpMATMOHHONW 0€30MacHOCTH;

2) pa3pabaTbIBaeT IJIaH MEPONPUITHI, HEOOXOAUMBIX U TOCTATOYHBIX IS
obecrnieueHus HOOPMAITMOHHOK 0€30TIaCHOCTH;

3) peasiu3yer 3TOT IUIaH C y4aCTHUEM U B KOOPAMHALIMM C OpraHaMy IroCyAapCTBEHHOM
BJIACTH, HAYYHBIMU U OOILIECTBEHHBIMU OpraHU3alUsAMY;

4) cobnrofaeT yCTaHOBJICHHBIN MOPSIOK AOCTYIA K JOKYMEHTaM;

5) co3naet npu HEOOXOAMMOCTH CTPYKTYPHOE MOpa3IeieHHe MO 3aluTe
JOKYMEHTHOU MH(OpPMAIIUU C OTPAHUYEHHBIM JIOCTYTIOM €€ UCIIOJIb30BaHMUS;

6) cobmoaeT TpeOOoBaHUS IO BEICHUIO IETIOMPOU3BO/ICTBA B APXUBE B COOTBETCTBUHU
C MHCTPYKIIMEH IO JISIONMPOU3BOACTBY U HOMEHKJIATYPOU JeT; TOKyMEHTHPYET CBOH
NENCTBHS ¢ JOKYMEHTaMH, BEJIET Y4eT OCHOBHBIX YUETHBIX JIOKyMEHTOB U 0a3
JAHHBIX MIPH IEPCOHATBHON OTBETCTBEHHOCTH paOOTHUKOB 33 UX COXPAHHOCT,
COCTOSIHUE W UCTIOIb30BaHUE.

ApxuB 00s13aH OTIOBEIIATH BBHIIICCTOAIINNA OPTaH YIIPABICHHUS apXHUBHBIM JIEIIOM, a
TaKke COOCTBEHHUKOB HEIOCYIapCTBEHHOMN YacTH XPaHUMBIX UM JOKYMEHTOB,
BJIAJIETIbLIEB aBTOPCKUX MpaB 00 yrpo3ax HHPOPMAIIMOHHONW 0€30IIacCHOCTH apXuBa U
(dakTax ee HapyIlICHUS.

1.3.3. [IpaBoBas 6a3a AESITEILHOCTH TOCYAapCTBEHHOTO apxuBa [IpaBoBoii 6a30ii
JeATeNIbHOCTH apxuBa sABisieTcss Koncturyims Poccniickont @enepanuu;
3aKOHOJATENbCTBO 00 ApxuBHOM ¢oHze Poccuiickoit denepainu u apxuBax,
KOTOPOE COCTOUT U3 (eepalbHOTO 3aKOHOJATEIbCTBA, 3aKOHOIaTEIhCTBA CyOBEKTOB
Poccuniickon @enepanuu, a TaK’Ke NHBIX HOPMATUBHBIX MPABOBBIX aKTOB Poccuiickon
®enepanuu, cyorekToB Poccuiickoit @enepanumu.

1.3.3.1. ®enepanbHOE 3aKOHOAATEIBCTBO COCTOUT M3 OCHOB 3aKOHOJATEIHCTBA
Poccuiickoit @eneparuu 060 ApxuBHoM ponae Poccuiickoit deneparm u apxuBax

u [lonoxenus 06 ApxuBHoM ¢onne Poccuiickoit denepaiinu, KOTOPIMU
perynupyrorcst popMUpOBaHUE, OpraHu3allusl, XpaHEeHUE, YUET, UCIIOJIb30BAHUE
apXUBHBIX ()OHIOB M ApXUBOB M YIIPaBJICHUE UMH B IIEJIIX 00€CTIeUeHUsI COXPAHHOCTH
JIOKYMEHTOB U UX BCECTOPOHHETO MCIOJB30BAHMS B MIHTEpECax rpaxaaH, o01ecTBa U
rocyJapcTaa.

1.3.3.2. K 3akoHonatenbcTBy cyObekToB Poccuiickoit @enepannn 06 ApXUBHBIX
doHmax U apxuBax OTHOCATCS 3akoHbI, [lonoxeHus u Ipyriue HOpMaTUBHBIE
IPaBOBbIE aKThl 00 ApXUBHBIX (OHJAX U apxuBax cyObekToB Poccuiickoit
®enepannu, NPUHATHIE UX OpraHaMH rOCyAapCTBEHHOM BJIACTU B COOTBETCTBUU
¢ Koncrurynueit Poccuiickoit @enepaunn, ¢ OCHOBaMHU 3aKOHOAATEIbCTBA
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Poccuiickoii @enepanuu 06 ApxuBHoM ¢onie Poccuiickoit @enepanuu u apxupax,
Konctutynusmu pecry0yuk, Y crtaBaMu Kpaes, 00J1acTei, ropoioB (peaepaibHOTO
3HAYEHUsI, ABTOHOMHOM 00J1aCTH, aBTOHOMHBIX OKPYTOB.

1.3.3.3. B peleHnnr KOHKPETHBIX BOIIPOCOB CBOEH I€SITEIbHOCTH apXHUB
PYKOBOJCTBYETCS Takke moJioxkeHusiMmu denepanbHbIX 3aKOHOB 00 nHGOpMaIu,
uH(pOpMaTU3aLIMY U 3alTUTe HHPOPMALIUU, O TOCYIAPCTBEHHOM TaliHe, O BHIBO3E U
BBO3€ KYJIbTYPHBIX LIEHHOCTEH, 00 aBTOPCKOM IPaBe U CMEKHBIX MPaBax, 0 KyJIbType,
00 yyacTHH B MEXAyHapOAHOM UH(POPMAIIMIOHHOM 0OMEHE, O HayKe U
roCyJJapCTBEHHOW HAYYHO-TEXHUUECKOU MOJIUTUKE, IPYTUMU 3aKOHAMHU, UMEIOIIUMHU
OTHOIIICHHUE K AESITeIbHOCTH apXUBOB.

ADpXUB B CBOEH JIeATEIILHOCTH MIPUMEHSIET APyTUe HOPMATUBHbBIE aKThl (hefiepaabHbIX
OpraHOB rOCY/IapCTBEHHOM BJIACTU U OPraHOB I'OCY/IapCTBEHHO BIACTU CYyOBEKTOB
Poccuiickon @enepanyu, a TakKKe BEIOMCTBEHHBIE HOPMATUBHBIE aKThI, €CJIM OHU HE
poTUBOpeyar (efepaibHOMY 3aKOHOAATEIbCTBY U 3aKOHOJIATENIbCTBY CYObEKTOB
Poccuniickon @enepanuu, UMEIOT HENOCPEACTBEHHOE OTHOLIEHHE K JEATEIbHOCTH
apXvBa U XpaHUMOM UM JOKYMEHTaluu (BOEHHOU, KapTorpaduueckoi, akram
TPaKJAHCKOTO COCTOSIHUSA U T.11.).

1.3.4. [Ipoduns apxuBa

[To cBoemy mpoduiito (cocTaBy TOKYMEHTOB, XPAHSIINXCA U MOIEKAIINX XPAHEHUIO
B apXUBE) apXUBbI MOJPA3ACTAIOTCS Ha OOIIUE U CIICUAIN3UPOBAHHBIE,
KOMITJIEKTYIOIIUECS U HEKOMIUICKTYIOIIHECS (MCTOPUUECKUE) apXHBHI.

OO1mue apXuBBI XPaHAT TOKYMEHTHI, OTHOCSIIIIUECS K ONPE/ICIICHHOM TEPPUTOPUH, BHE
3aBHCHMOCTH OT BPEMEHH CO3JIaHUS JIOKYMEHTOB, CIIOCO0a M TEXHUKH 3aKPETUICHUS
uHpOpMaIIH.

Crennanu3upoBaHHbIE APXUBBI XPAHAT TOKYMEHTBI, OTPAaHUYEHHBIE HCTOPUYECKUM
NEPUOJIOM, TEMATUKOW COACPIKAHUS WM CTIOCOOOM U TEXHUKOW 3aKPEIUICHUS
uHpopmarmu. K cienuain3npoBaHHbIM apXUBaM OTHOCSTCS (efiepaabHbIe apXUBBI U
apxuBbI cyOBekTOB Poccuiickoit deneparum, XpaHsiie ayIMOBU3yallbHbIE
JIOKYMEHTBI, JOKYMEHTBHI 110 JJUTEPATYPE U UCKYCCTBY, TOKYMEHTALMIO OOIIECTBEHHO-
MOJIMTUYECKUX OpPTaHU3alUid U JBHKEHUH, HAYYHO-TEXHUYECKYIO JOKYMEHTALHIO,
JOKYMEHTBI 110 JINYHOMY COCTaBy H JIp.

ApXUBBI JEATCS Ha KOMIUICKTYIOIIHUECS M HEKOMIUICKTYIOITHECS (MCTOPUUYECKUE) B
3aBUCHUMOCTH OT TOTO, HOTIOJIHAIOT OHA CUCTEMAaTUYECKHA WUJIN HET CBOU

(b OoHIBI COBPEMEHHBIMU JOKYMEHTAMH, CO3/IAIOIIMMHUCS B MX UCTOYHUKAX
KOMILUICKTOBAHMSI.

Paznen 2. OPTAHUBAIIUA 1 @QHHHROBAHHE JIOKYMEHTOB
APXMUBHOI'O ®OHJIA POCCUNUCKOU ®EJEPALINU
2.1. Opraauszanys 10KYMEHTOB B npejenax ApxuBHoro dhoxuna Poccuiickoii

denepannu
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ITon opranuzanuen JOKyMEHTOB IIOHUMAETCS] COBOKYITHOCTb aIMUHHUCTPATUBHO-
IIPABOBBIX U HAYYHO-METOJUYECKUX PELIEHUN U TEXHUYECKUX OIEpallnid,
IIPUMEHSIEMBIX K 3TUM JOKYMEHTaM C YYETOM UX IPUHAIIEKHOCTH K PA3IMYHBIM
¢dbopMam COOCTBEHHOCTH, Pa3HbIM UCTOPUUECKUM MEPHOAaM, BUaM HOCUTEINEH
uH(pOPMAIH U IPYTUX OCOOCHHOCTEH, B IIEJIAX UX YIOPSIOUYCHUS U PAIMOHAILHOTO
apXMBHOTO XpaHEHUs 0 000COOIEHHBIM COBOKYITHOCTSIM apXUBHBIX (DOHJIOB.

2.1.1. Opraamzainus JOKYMEHTOB 10 (jopMaM COOCTBEHHOCTHU

2.1.1.1. lokyMeHThI rocyqapcTBeHHOM yacTu ApxuBHOTO (hoHIa Poccuiickoit
®enepannu NoIeKaT XpaHEHUIO B TOCYAAPCTBEHHBIX apXHUBaX, TOCYAApCTBEHHBIX
OoubImoTeKax u My3esx, yupexaeHusax Poccuiickoit AkageMun HayK, APYyTUX
rOCyIapCTBEHHBIX XpaHWINIIAX.

JIoKyMeHTBI, OTHECEHHBIE K (he/iepaibHON COOCTBEHHOCTH M HAXO/SIINECS B
UCKJIIOUUTETIbHOM BeneHnu Poccuiickoii @enepariuu, XpaHsaTcs B enepaibHbIX
apxuBax, B ¢eJepabHbIX TOCYJAPCTBEHHBIX OUOIHOTEKaX U My3€sX, a TAKXKE B
apXMBaxX COOTBETCTBYIOIIUX (eepaIbHbIX OPraHOB rOCYIapCTBEHHOM BIACTH U
denepanbHBIX OpraHu3alyii, yupexxaeHusx Poccuiickoit AkageMun HayK.

B uckmrountensHOM BeneHuu Poccuniickon denepanun HaxoaaTcsi JOKYMEHTHI,
XpaHSIIHUECs U MOCTYMAOIINE HA 3aKOHHBIX OCHOBAHUAX B ()eJiepalibHbIC ApXUBHI,
benepanbHbIC TOCYAAPCTBEHHBIE OMOIMOTEKN U MYy3€H, apXUBbI, OMOTHOTEKH U My3€eHr
yupexnenuii Poccuiickoit AkazeMuu HayK OT IOPUAMYECKUX U (PU3HUECKUX JIUIL;
JIOKyMEHTBI, 00pa30oBaBIInecs U 00pa3yroluecs B AeSTENHOCTH (PerepaibHbIX
OpPraHoB rOCY/IapCTBEHHOM BJIACTH, B T. Y. XpaHAIIMECS B UX APXUBAX B COOTBETCTBUU
C COIJIallIeHUsIMU, 3aKI0UeHHBIMU ¢ DenepanbHoll apXuBHOM cityx001 Poccun,
nokyMeHTsl ['enepanbHoii [Ipokypatypsl Poccniickont @enepanuu, LlenTpansHoit
n30upatenbHON Komuccuu Poccuiickoit denepaninu, Tocy1apCTBEHHBIX
BHEOIOKETHBIX (hOHAOB, LlenTpanbHoro 6anka Poccuiickoii @eaepannu U Apyrux
0aHKOB, OTHECEHHBIX K (peiepalIbHOI COOCTBEHHOCTH.

2.1.1.2. JlokyMeHTBI, BXOASIINE B COCTaB TOCYJaPCTBEHHOM YacTH ApXUBHOTO (OHIIA
cyowsekTa Poccuiickoii denepanyiv U ABISIONIMECS TOCYIaPCTBEHHOM
coOcTBeHHOCTHIO cyOBbekTa Poccuiickoit denepanuu, a Takxke deaepanbHO
COOCTBEHHOCTHIO (32 UCKITIOUEHHUEM yKa3aHHBIX B 1. 2.1.1.1), XpaHsTcs B apXuBax,
roCy/apCTBEHHbIX OMOIMOTEKaxX U My3esax cyobekra Poccuiickoit denepannu, a
TaKX€ B apXMBaX COOTBETCTBYIOIIUX OPTraHOB rOCYIapCTBEHHOM BIACTH U
rOoCyIapCTBEHHBIX OpraHu3aiuii cyorekra Poccuiickoit denepanuu.

2.1.1.3. JlokyMeHThI HerocyaapcTBeHHOM yacTu ApxuBHoro ¢onaa Poccuiickoit
deneparuu, nepeaBaeMble UX COOCTBEHHUKAMH B apXUBBI B TOCYTAPCTBEHHYO
COOCTBEHHOCTb, MOAJIEKAT 003aTeIbHOMY MPUEMY Ha IOCTOSTHHOE XpaHEHHE.

JIoKyMeHTBI Herocy1apcTBeHHOM yactT ApxuBHoro ¢ponaa Poccuiickoit denepanumy,
OCTAroIIMeCs B YACTHOM WJIM MHOM HErOCy1apCTBEHHON COOCTBEHHOCTH, MOTYT
NOCTYNaTh OT UX COOCTBEHHUKOB B apXMBbI Ha BpEMEHHOE, B T.Y. JIEMIO3UTAPHOE



XpaHEHUe TPU 3aMHTEPECOBAHHOCTH apXHBOB B IOKYMEHTAaX U HAJIMYUU CBOOOTHBIX
IUTOIIAJIEN.

2.1.1.4. IokyMeHTBI HETrOCYIapCTBEHHOM yacTu ApxuBHOTO oHAa Poccuiickoit
denepaluy XpaHATCS y COOCTBEHHHUKOB B OIIPEACIIEMOM UMHU TIOPSIKE,
00ecIeunBaoIIeM COXPaHHOCTh JOKYMEHTOB.

2.1.2. Opranm3anys JOKYMEHTOB 10 BUJaM HOCHUTEJIEH, ClIoco0aM U TEXHUKE
3aKpervieHus nadopmanuu

2.1.2.1. IlucpbmeHnHbI€ U rpaduuecKue JOKYMEHTHI Ha OyMakKHBIX HOCUTESIX
XpaHATCS B OOIIUX U CIIEHUAIM3UPOBAHHBIX aPXUBAX U OPTraHU3YIOTCS 110 ApXUBHBIM
donmam opranuzanuii ¥ PUINUECKUX JIHILI, UX 00pa30BaBIIMX, a TAKKE 110 APXUBHBIM
KOJUICKLUSIM.

2.1.2.2. AynnoBusyasibHble 1 MATUHOYNUTAEMBIE (3JIEKTPOHHBIE) IOKYMEHTHI
XpaHATCA B CHIEUUATU3UPOBAHHBIX apXHBAX WIH B CLIEIUATIU3UPOBAHHBIX OTAEIAX
OOIINX apXUBOB.

B 3aBucHUMOCTH OT PYHKIIMOHAJILHOTO Ha3HAUEHUSI Ha3BaHHBIC JJOKYMEHTHI
COCTAaBJISIFOT ABE IPYNIIBI.

[epBast rpymnma - ay TMOBU3yaJIbHBIC U MAIIMHOYUTAEMbIC (IJICKTPOHHBIC)
JIOKYMEHTBI, CO3/IaBa€MbIE B MPOIIECCE JOKYMEHTHPOBAHHUS IEATEITHBHOCTH
dbonmoobpazoBarenst (KWNHOCHEMKH TOPIKECTBEHHBIX COOBITHIA,

3BYKO3AIHCH 3aCeIaHNN KOJICTHATBHBIX OpraHOB, KOH(EPCHIINH,
KHHO(POTOBUACOAOKYMEHTHI ¥ 3BYKO3AITUCH JTMYHOTO MPOUCXOKICHUS U T.11.),
BKJIIFOYAIOTCSI B COCTaB apXUBHBIX (JOHIOB COOTBETCTBYIOIMUX (POHA000pa3zoBaTeneit 1
OTPAXXAIOTCS B YUETHBIX JJOKYMEHTaX apXUBHOTO (hOHMA, MX (PU3NUECKOE XPAHEHUE
000cabiMBaeTCsi B COOTBETCTBUU C TPEOOBAHUSIMU 00ECTICUCHUS UX COXPAHHOCTH.

Bropas rpynmna - ayninoBu3yaabHbIE U MAIIMHOYUTAEMBIE (3JIEKTPOHHBIE) TOKYMEHTHI,
ABJIAIOIIMECS PE3YJIbTATOM LIEJIEBOM MPOU3BOJICTBEHHOMN AESITENIbHOCTH OpraHU3alui,
UX CO3/IaBIIUX (KUHOPOTOCTYAUM, CTYIUN 3BYKO3AIUCH U T.]I.), OPTaHU3YIOTCS
CaMOCTOATENLHO M XPAHITCS B CIEIUATM3UPOBAHHBIX apXUBaX WU
CHEIMATU3UPOBAHHBIX OTJIENIaX OOIIUX apXUBOB (CM. II. 2.5).

2.2. Opranusaims T0KYMEHTOB B F'OCYIAPCTBEHHLIX apXUBaxX

2.2.1. Opraauzanus JOKYMEHTOB 10 HICTOPUYECKHU U/WIIA JIOTUYECKU CBSI3aHHBIM
COBOKYITHOCTSIM JIOKYMEHTOB

B apxuBax TOKyMEHTBI OPTaHU3YIOTCS 110 UCTOPUICCKU W/WITH JIOTHYECKH CBSI3aHHBIM
COBOKYITHOCTSIM - apXHUBHBIM (DOHJIaM M apXUBHBIM KOJUTICKITHIM. [0 OTHOIIEHUIO K
HEKOTOPBIM CHEIMATBLHBIM BUAM JIOKYMEHTOB JIOIyCKaeTCsl X He(hOHI0Bas
opranuzanus (cM. 1. 2.5).
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2.2.1.1. Bcs COBOKYIHOCTh JOKYMEHTOB, 00pa3yIOIIUXCS B JESTEIbHOCTH
IOPUIMYECKOT0 MU (PU3UYECKOI0 JIMLA - POHI000pa30BaTEIs, COCTABIISIET €r0
JOKYMEHTAJIbHbIN QOH/I.

[TpusHakamu GpoHI000pa30BaTENS ABISIOTCSA: €r0 OPraHU3alMOHHAS
(pyHKIMOHANIBHASL) 000COOIEHHOCTH - HAJM4YKE MPABOBOTO aKTa O €ro 00pa3oBaHUM,
perucTpanuu, KOMIETEHIIUH, MOPSIKE AEATEIHbHOCTH; CAMOCTOSITENIbHOTO OallaHca
(cMeThI); pacueTHOro cueTa B OaHKe; IITATHOTO PACIIMCAHUs, TIeYaTH, COOCTBEHHBIX
O7aHKOB; 17151 PU3NYECKOTO JIUIIA - HAIMYME TOKYMEHTOB, CO3/JaBaEMbIX H/UITU
coOMpaeMbIX B MPOIIECCE €r0 KU3HU U JEATEIHHOCTH.

YacTe JOKyMEHTaIbLHOTO (POHIa, UMEIOIAsi HCTOPUIECKOE, HAyIHOE, COITMAIbHOE,
HSKOHOMHYECKOE, MOJUTUYECKOE, KYJIbTYPHOE 3HAUCHUE U MPEJCTABIIAIONIAs COO0M
JIOKYMEHTBI, TIOJIISKAIINE TTOCTOSHHOMY XPaHEHHUIO, COCTABIISICT apXUBHBIN (POH/T.

PaSHOBI/I,Z[HOCTHMI/I APpXHUBHOT'O (1)0H,Z[a ABJIAKOTCA:

- apXHBHBIﬁ (1)OH,ZI OpraHu3anmu, COCTOSIH_[I/Iﬁ N3 JOKYMCHTOB, 06p330BaBHII/IXC$I B
ACATCIIbHOCTH OAHOT'O IOPUANYCCKOI'O JIMIIA,

- apXUBHBIA (POH/T TUIHOTO TIPOUCXOKIACHHUS, COCTOSIININ U3 TOKYMCHTOB,
00pa30BaBIIUXCS B MPOIIECCE KU3HU U ACATCITLHOCTH OTACIBHOTO JINIIA, CEMbH, POJIA;

- 00bEeIMHEHHBIN apXUBHBIN (OH/I, COCTOAIIUHN U3 JOKYMEHTOB, 00pa30BaBIINXCS B
IpoIecce NeATEIbHOCTH ABYX WIH 00Jiee IPUINUECKUX, PU3UUECKHX JIULI, UMEBIIUX
MEXIy COO0M UCTOPUUECKU W/WITH JIOTUYECKH 00YCIIOBICHHBIE CBA3H - OJHOPOJIHOCTh
U TIPEEMCTBEHHOCTH JICATEIBbHOCTH, ITOTYUHCHHOCTh, CTUHCTBO OOBEKTA ¥ BpEMEHU
NEeSITeIbHOCTH, MECTOHAXO0KICHUE U JIP., & Ul PU3NUIECKUX JINIL

- POACTBCHHBIC, HpO(beCCI/IOHaJIBHBIe, TBOPUYCCKHUC, ICIIOBLIC CBA3H.

2.2.1.2. ApXuBHOM KOJUIEKIIMEH HA3bIBACTCSI COBOKYITHOCTD OTJCIBHBIX TOKYMEHTOB
Pa3IMYHOTO MPOUCXOXKICHHS, OOBETUHEHHBIX TI0 OJTHOMY WJIM HECKOJIBKUM
npu3HaKaMm (TeMaTUYeCKOMY, HOMUHAJILHOMY, 00BEKTHOMY, aBTOPCKOMY,
XPOHOJIOTUYECKOMY U JPYTUM).

2.2.2. OpI‘aHI/ISaHI/IH AOKYMCHTOB ITO CTCIICHU X LICHHOCTH

2.2.2.1. Bce 1OKyMEHTBI, OTHECEHHBIE K cocTaBy ApxuBHOro ponaa Poccuiickoit
deneparuu, BHE 3aBUCUMOCTH OT UX IPOUCXOKIACHUS, BUJIa HOCUTEIS, CTEIICHH
CEKPETHOCTH, MECTa XpaHEHHUsI U (POPMBI COOCTBEHHOCTH, SIBJISIOTCS IEHHBIMHU.

2.2.2.2. B coctaBe ApxuBHoro ¢ponaa Poccuiickoit denepanuu BeIICISIOTCS 0CO00
LICHHBIEC TOKYMEHTBI, UMEIOIIAE HENPEXOAIIEe 3HAUCHHUE IS KYJIBTYPBI CTPAHBL,
HY’KJ] TOCYapCTBEHHOTO YIPABJIEHMsI, 000POHBI, MEXKTyHAPOIHBIX OTHOLLEHUH, IS
HAy4YHBIX UCCIIE0OBaHMM, HEBOCIIOJIHUMBIE IIPU X yTpaTe C TOYKU 3PEHUS UX
IOPUIMYECKOT0 3HaUEHUSs, aBTOrpaUYHOCTH WM BHEIIHUX NMpu3HakoB. Ha ocobo



IICHHBIC JJOKYMCHTBI CO3/Ial0TCS B YCTAHOBJICHHOM TIOPSIJIKE CTPaxoBOW (GOH U (POH/
nojb3oBanus (cM. . 4.9-4.10).

2.2.2.3. B coctaBe 0c000 IIEHHBIX JOKYyMEHTOB ApxuBHOTO oHaa Poccuiickoi
®denepanuu BbIACIAETCA YaCTh JOKYMEHTOB, KOTOPBIE 10 CBOE UCKIFOUUTEIIHHO
BBICOKOU OOIIEKYJIbTYPHOM, OOIIEMCTOPUIECKON, PETMKBUMHON 3HAYMMOCTH U
MAaTEPUAIBHON LIECHHOCTHA UMEIOT YHUKAIbHBIM XapaKTep. Y HUKAJIbHbBIC JIOKYMEHTHI
ApxuHoro ¢onga Poccuiickoit denepannu B yCTaHOBIEHHOM MOPSAIKE BKIIIOYAIOTCS
B ['ocy1apCTBEHHBII peecTp YHUKAIBHBIX JOKYMEHTOB APXUBHOTO QoHIa
Poccuiickoit @eaepanuu (cm. 1. 4.9), um o6ecrieunBaroTCs 0COObIe

YCIJIOBHSI XpaHEHUs, yUeTa U UCIIOIb30BaHUS.

2.2.2.4. IOKyMEeHTbI, HE TIO/JIEKAILUE MMOCTOSIHHOMY XPAaHEHUI0, UMEIOLIUECS B
COCTaBE€ apXUBHBIX (POHJIOB, MIPUHSATHIX HA TIOCTOSIHHOE XPAaHEHUE, B TOM YHCIIE OT
JMKBUIUPOBAHHBIX OpraHU3aLMN, WIH MOCTYNHUBIINX B aPXUBBI BCICACTBHUE
YPE3BBIYANMHBIX OOCTOATENHCTB, BBIACIAIOTCS K YHUUTOKEHHUIO B YCTAHOBICHHOM
nopsiake (cM. 1. 6.1.5).

2.2.3. Opranusauusi JOKYMEHTOB 10 KaTEropusiM JOCTyIla K HUM

ITo KaTCTopuAaAM JOCTYIIa JOKYMCHTDBI ACIIATCA Ha OTKPBITBIC, OTPAHUYCHHOI'O JOCTYIIa
M Ha XpaHAIIMECA HaA 0COOBIX YCIOBHAX OOCTyIIa K HUM.

2.2.3.1. OTKpBITBIMH SIBJISIFOTCS] BCE JOKYMEHTBI TOCYJaPCTBEHHOW YaCTU APXUBHOTO
dbonna Poccuiickoit denepanuu, He OTHECEHHBIC B YCTAHOBICHHOM
3aKOHOAATEIBCTBOM MOPSIAKE K TOKYMEHTAM OTPaHUYEHHOIO JI0CTYyTa, a TAKKE
JIOKyMEHTBI HETOCyAapCTBEHHON YacTu ApxuBHOTO doHna Poccuiickoit deaepanuu,
JUTSI KOTOPBIX UX COOCTBEHHUKHU HE YCTAHOBMIIN KaKUX-TMOO OTPAaHUYCHHM 110
JOCTYILY.

2.2.3.2. K 1oKyMeHTaM OrpaHMYE€HHOTO JI0CTYIIa OTHOCSITCS JOKYMEHTBI
rocynapcTBeHHol uactu ApxuBHoro ¢onna Poccuiickoit denepanuu, coaepxaine
TOCYJapCTBEHHYIO TaifHy (CEKpPETHBIC), U TOKYMEHTHI TOCYIaPCTBEHHOU U
HETOoCyJIapCTBEHHOM uacTeit ApxuBHoro ¢onna Poccuiickoit denepanumu,
cozepxaiire HHpopMauio, OTHECEHHYIO JIEHCTBYIOIIMM 3aKOHOJATEILCTBOM K
KoH(pueHInaIbHOUM (MH(OPMAIUIO CITY>KEOHOTO M IEPCOHAIBHOTO XapaKTepa).

Hcnonmp30BaHUE TOKYMEHTOB OTPaHUYCHHOTO JIOCTYTIA IO YTPAThl MU CEKPETHOCTH
WM KOHPUACHIIMAIIBHOCTH OCYIIIECTBIISICTCS B YCTAHOBJICHHOM 3aKOHOM TIOPSIIKE
(cm. 1. 8.6).

2.2.3.3. XpaHAmKUMHUCA Ha 0COOBIX YCIIOBUAX JOCTYyMA SIBISIIOTCSA JOKYMEHTHI,
COOCTBEHHHMKH KOTOPBIX, TIEPE/IaBasi X B apXUB HA MMOCTOSTHHOE XpaHEHUE B
COOCTBEHHOCTH TOCY/IapCTBA MJIM HA BPEMEHHOE, B T.4. JACTIO3UTAPHOE XPaHEHHE,
OTOBOPUJI OCOOBIE YCIOBHSI IOCTYIA K HUM U UX UCTHOJIb30BAHMS B COTJIAIICHUN
(moroBope) (cm. 1. 8.6).



2.3. DouaupoBaHUEe apXUBHBIX JIOKYMEHTOB

®donarpoBaHue COCTOUT U3 ompeeneHus (YTouHeHus) GOHI0BOM MPUHAATIE)KHOCTH
JIOKYMEHTOB U XPOHOJIOTMUECKUX IPAHUI] apXUBHBIX (DOHIOB C 1EIbI0 (HOPMUPOBAHUS
apXUBHBIX (POHIOB, 00BEAUHEHHBIX APXUBHBIX (POHIOB, APXUBHBIX KOJUICKIUI.

Pa6ora no (oHAMPOBaHUIO OCYLIECTBIISIETCS B I€TIONPOU3BOJICTBE U apXUBAX
OpraHu3aluii - B mpoiiecce (OpMHUPOBAHUS Je]l HA OCHOBE HOMEHKIIATYP 1€l U
0oTOOpa TOKYMEHTOB JIJIsl IEPE/Iayu Ha MOCTOSTHHOE XPaHEHHUE B apXUB, a TAKKE B
rOCyIapCTBEHHBIX apXUBaXx - PU OMHMCAHUU MPUHATHIX HEOOpaOOTaHHBIMU
JOKYMEHTOB, IepepaboTKe HEYIOBJIETBOPUTEIILHO COCTABICHHBIX OMUCEH, TPU
CO3J1aHUU OOBEAMHEHHBIX APXUBHBIX (DOHIIOB M apXUBHBIX KOJUICKIIUM, UCTIPABICHUN
omnO0K (poHAMPOBAHHUS.

2.3.1. Onpenenenne GOHAOBOW MPUHAMICKHOCTH JOKYMEHTOB U 00pa30BaHHE
apxuBHOTO (hoHIA

2.3.1.1. Onpenenenue GoOHIOBON MPUHAUICKHOCTH JOKYMEHTOB 3aKIIFOUAETCS B
OTHECEHHH UX K (DOHTY COOTBETCTBYIOIIETO IOPUANYECKOTO WU (PU3UUECKOTO JTUIIA.

Bxopsmue 1oKkyMeHTbl OTHOCATCA K OHTy TOM OpraHu3alyiy, KOTOPOil OHU
MOJIY4YEHBI; UX (POHIOBAsI MPUHAIICKHOCTh OMPEAEIAETCA MO ajipecary,
PErUCTPALIMOHHOMY LITAMILy, PE3OIIOLMU U OTMETKE O HaNPaBJICHUU JOKYMEHTOB HA
VCIIOJIHEHUE, 10 COIEPIKAHUIO JOKYMEHTOB.

Komnuu ucxoaammx 10KyMeHTOB (OTIMYCKH) OTHOCSTCS K (DOHIY TOM OpTraHU3aIliH,
KOTOpas ABJISICTCS UX aBTOPOM; UX (POHI0BAs IPUHAIIICKHOCTD ONPEIEISAETCS TI0
MOAIUACAM, JIEJIOIPOU3BOACTBEHHBIM IIOMETaM, COAEPKAHUIO TOKYMEHTOB.

I[OKYMGHTLI BHYTPCHHCTO O6paH_[CHI/I51 OTHOCATCA K (1)0H,Z[y TOM OpraHu3anuvu, B
KOTOpOﬁ OHH IMOATOTOBJICHBI, UX (bOHI[OBaSI IMPUHAJIICKHOCTD OIIPCACIIACTCA 110
Ha3BaHWIO OpraHru3aliiu, MOAIMUCAM, COACPKAHHNIO.

[Ipu onpenenennu HOHAOBON MPUHAAICHKHOCTA JOKYMEHTOB JTIMYHOTO
MIPOUCXOXK/ICHHUS TPUHUMAIOTCS BO BHUMaHHUE 00paIeHus B MUchMax (0003HaYCHUS
azpecaToB), MOJIKCH, TTIOYEPK, COJICPKAHUE, U T.1.

2.3.1.2. JlokyMeHTbI OpraHu3aliii U CO3/IaHHbIX MIPU HEMl MEePBUYHBIX 0OIIECTBEHHBIX
opranuzanuii (mpo¢corO3HBIX, CIIOPTUBHBIX U JIP.), CYLIECTBOBABILIUX 0 MPUHATHS
3akoHo aTenbeTBa Poccuiickoit deneparum 06 0O1IeCTBEHHBIX 00BEIMHEHUSIX,
COCTaBJISIIOT OJIMH apXUBHBIN (POH]I.

JlokyMeHTBI O0IIIECTBEHHBIX OpraHu3aiuii (Mpo@Coro3HbIX U Ap.), CYLUIECTBYOIINX
MIPY OpPTaHU3AIUSAX C MOMEHTA PETUCTPAIIUH ITUX OOIIECTBEHHBIX OpTraHU3AINNA B
COOTBETCTBHH C 3aKOHOIaTeNbcTBOM Poccuiickoit deneparun 06 00111eCTBEHHBIX
00BEIMHEHUSX, IPU UX MOCTYIUIEHUU Ha MOCTOSIHHOE XpaHEHUE B apXUB B
rOCYJIapCTBEHHYIO COOCTBEHHOCTh MOTYT COCTABJISITh CAMOCTOSITEIbHBIC ApXUBHBIC
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(GboHIBI WK IPUCOEIUHATHCS K (POHIY COOTBETCTBYIOIIEH OpraHu3aiuu, oopasys
00beIMHEHHBIE apXUBHBIEC (DOH/IBI.

2.3.1.3. [ena, KOTOpbIE BEIUCH MOCIEOBATEIBHO B IBYX OpraHU3aIUsX,
BKJIFOYAIOTCSl B COCTaB apXUBHOTO (POHAA TOM opraHu3anum, B KOTOPOl OHU ObLITU
3aKOHYEHBI MPOU3BOACTBOM. B cilydae NTMKBUAALMU OPTaHU3alUY C Tiepeaayuei ee
¢GbyHKLNNA BHOBb CO3/IaHHOM OpraHU3aluy, 3aKOHYEHHBIE POU3BOACTBOM JIeja
BKJIIOYAIOTCS B (POH/I JINKBUAUPOBAHHOM OpraHu3alluy, a HE3aKOHUYECHHBIE JIea,
nepegaHHble A1l OKOHYaHUS IPOU3BOJICTBOM OpraHU3aIMU-TIPEEMHHKY, BKIIIOYAIOTCS
B (hoH[ mOCTeAHEH.

Ecnu B cocTaBe JOKYMEHTOB apXUBHOTO (pOH]1a 0OHAPYKEHBI OLTUOOYHO
BKJIFOUEHHBIE JOKYMEHTHI APYTuX (DOHAOB, OHU JOJKHBI OBITH BbIIEJICHBI U
MPUCOEAUHEHBI K TeM (OHIaM, K KOTOPBIM OHU OTHOCSITCSL.

U3 poHm0B TMYHOTO MPOUCXOKACHUS JOKYMEHTBI IOPUINYECKUX JIUIl MOTYT OBITH
BBIJICJICHBI M IPUCOEAMHEHBI K COOTBETCTBYIOIMUM (POHAM, €CJIA 3TU (HOH/IBI
HaxXOJATCS HA XPAaHCHUH B JAHHOM apXUBE U JOKYMEHTBI IOPUINYECKHUX JIAL] HE
CBSI3aHBI C JESATENbHOCTHIO (PU3NUECKOTro JINla, 00pa30BaBILEro apXUBHBINA (HOH
JUYHOTO MPOUCXO0XKIeHUs. He moanexar BbIIEICHUIO JOKYMEHTHI OOIIECTBEHHBIX
00beIMHEHUI U OPTaHU3AIUH, IPYTUX HETOCYAapCTBEHHBIX OpraHu3anuii u3 GoHI0B
JIMYHOTO ITPOUCXOKIAEHUS JULL - PYKOBOJMUTENIEU U YJIEHOB COOTBETCTBYIOIINX
00beIMHEHUN U OpTaHU3aIUH.

[Tpumeuanue: M3 coxpaHUBIINXCSI HECKOJIBKUX JOKYMEHTOB, JI€JI apXUBHBIC (DOHIBI,
KaK IPaBUJIO, HE CO3JAr0TCs. Takue TOKYMEHTHI, Jejla OPraHu3yroTCs B
00BbeIMHEHHBIC apXUBHBIEC (DOHBI TN ApXUBHBIC KOJUICKIINH.

2.3.2. O6pazoBanue 00BEAMHEHHOTO apXUBHOTO (OHIIA
2.3.2.1. O6benuHeHHbIE apXUBHBIE (POHIBI MOTYT OBITH CHOPMUPOBAHBI U3 (POHIIOB:

- OJIHOPOHBIX IO 1IEJICBOMY Ha3HAUYCHUIO, QYHKIUSIM OJJHOUMEHHBIX OPTaHU3AIINH,
JEHCTBOBABILIMX HA ONPENEICHHON TEPPUTOPUH;

- PYKOBO/JIAILIETO OpraHa ¥ NOJYMHEHHBIX €My OpraHU3alnid, 1eHCTBOBABIINX Ha
OIIPENIECTIEHHON TEPPUTOPHH;

- OPraHoOB BJIACTH U COCTOSIIIUX TP HUX OPraHU3aLNM;
- Opranu3aiyii, 00beIMHEHHBIX 0OBEKTOM JIEATEIHLHOCTH;

- IOCJIEZIOBATEIbHO CMEHSBIIMX APYT Apyra OpraHu3alui, eciau QyHKIUN
[IPEAIIECTBEHHUKOB [TOTHOCTBIO MU YACTUYHO MEPEAABATUCH UX IIPEEMHUKAM;

- IByX WJIW HECKOJIBKUX (POHIOB JTJUIHOTO MPOUCXOXKICHHUS, €CIH POHI000pa30BaATEIH
CBS3aHBbI MKy COOOW OJIM3KUMH POJICTBEHHBIMU, TPO(PECCHOHATILHBIMH,
TBOPYECKUMU OTHOIIICHUSIMHU.



He nomyckaercs coznanue oObeAMHEHHBIX apXUBHBIX (POHIOB U3 JOKYMEHTOB
OpraHOB MPEJICTABUTEIHHOM U UCTIOJIHUTEIHLHOM BIIACTH,

npeaycmotrpennbix Koncrurynueit Poccutickoit @enepauun 1993 rona,
Konctutynusamu, ycraBamu cyobekToB Poccuiickoit deneparum, a Takxe 13
JIOKyMEHTOB 3TUX OPTaHOB U JOKYMEHTOB M30MpaTEIbHBIX KOMUCCUH TIO BIOOpaM B
HUX.

2.3.2.2. PaboTa 1o co3gaHuio 00beIMHEHHOTO apXHUBHOTO (DOHIA BKITIOYAET B CEOS
nepemupoBKy Ael (M3MEHeHHe HOMEPOB (POHIA, OTIMCH), COCTABJICHUE
COOTBETCTBYIOIIHMX YYETHBIX JOKYMEHTOB, pPa3MEIICHUE JIOKYMEHTOB 00BEAMHECHHOTO
apXUBHOTO (DOH/IA B OJTHOM MECTE XpaHWIIHUIIA, U, IPH HEOOXOUMOCTH,
NIepEeCUCTEMAaTH3AIMIO OITUCEH U eI

2.3.3. OOpa3oBaHue apXMBHOM KOJUIEKIIMY APXUBHBIE KOJJIEKIIMU MTOCTYTAIOT B
apXuB B BHUJIC YK€ CIIOKUBIIUXCS JOKYMEHTAIBHBIX KOMILUIEKCOB MM 00Pa3yroTCs B
apXWBE U3 OTACJIBHBIX PA3PO3HEHHBIX JTOKYMEHTOB, UMEIOIINX OMPE/ICICHHbBIC
NpU3HAKU OOIIHOCTH, C 11ebI0 A3(P(EKTUBHOCTH UX y4eTa U Hcnosb3oBanusi. CocTas
KOJUICKIIUU MO>KET MOMOJIHATHCA MOCTYMAOIIUMH JOKyMEHTaMHU.

Hcropuuecku CoKUBIINECS apXUBHBIE KOJUICKIIUH, TOCTYMUBIINE U3 APYTUX
apXUBOB, OT OOIIIECTBEHHBIX OOBEAMHEHUI U OpTaHU3aIHi, PU3NIECKUX JIUII,
pacGopMHUPOBAHHIO HE MOJIEKAT.

2.3.4. Onpenenenue rpaHull apXUBHOTO (GoHIA

JlokyMeHTbI, chOpMUPOBAHHBIE B apXUBHBIE (DOHBI, 00bETUHEHHBIE APXUBHBIC
(GbOoHIBI ¥ ApXUBHBIE KOJIIEKINH, TTepedOHAUPOBAHUIO HE TTOJIEHKAT.

[lepedonanpoBanue JOKYMEHTOB JOIMYCKAETCA B UCKIIOUUTENBHBIX CIy4asx, Mpu
oOHapyXeHHH IPyObIX OMUOOK POHIUPOBAHHUSL.

B 3aBucuMocTH OT akTOpPOB, OMPEICIISAIONINX CO3aHNUe, CTaTyC, OPTaHU3AIUIO U
XapakTep AesTeNbHOCTH (POHA000pa3oBaTeis, €ro JOKYMEHTbI MOTYT ObITh IPUHSATHI
B apXMB B KaYECTBE MPOIOIKAIOIIEH YaCTH YK€ UMEIOIIETOCs apXUBHOTO (DOH/A,
COCTaBIISIsl C HUM €IMHBIN (POH, UJIM B KAU€CTBE HOBOT'O apXUBHOTO (POH/IA.

K takum ¢akropam oTHOCSTCS:

- U3MEHEHUE KOHCTUTYLIMOHHBIX OCHOB rOCYIapCTBa;

- U3MEHEHUE aJIMUHUCTPATUBHO-TEPPUTOPUATILHOTO JICTICHUS;

- u3MeHeHue GopMbl COOCTBEHHOCTH OpraHu3aluu-(hoHI000pa3oBaTes;

- peopraHu3zaius opraiuszaiuu-Qponao0o0pa3oBarTes;

- TUKBUIAIMS OpTaHu3auu-GoHmo0o0pazoBaTes.

XpOHOJ'IOI‘I/I‘-IGCKI/IMI/I rpaHuiaMu apXuBHOI'O (1)OHJIa SABJIAKOTCA:
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- apxuBHOTO (hOHA OpraHU3aIMy - OPUITMATILHbBIE JaThl €€ 00pa30BaHUS
(perucTpanun) v JTUKBUIAINH;

- 00BeIMHEHHOT0 apXUBHOTO (hOHAA - TaThl 00pa3oBaHuUs (PETUCTpaIK) Hauboee
paHHEeH W JIMKBUIALMK HarnOoJIee TI03IHEH 110 BPEMECHH JICATSIbHOCTH OpTaHU3allHid,
JIOKYMEHTBI KOTOPBIX BOIIUIH B COCTaB 00BEAMHEHHOTO apXHUBHOTO (DOH/IA;

- apXUBHOTO (POH[IA JIMYHOTO MPOUCXOXKIEHHS (CEMEHHOTr0, POAOBOTO) - JaThl
POXKJICHUS U CMEPTH (PU3UYECKOTO JIUI[A, YWICHOB CEMbH WU POJIA;

- apXHBHOfI KOJUICKIMHU - JaTbl CaMOI'O paHHEIrO U CaMOI'0 IIO3JHECIO JOKYMCHTA.

[Tpumeuanuie: XpoHOJIOTUUECKHUE TPAHUIIBI APXUBHOTO (DOHIA MOTYT HE COBIAJATH C
KpaltHUMH JaTaMHu JOKYMEHTOB (POH[A, €CIH [0 KAaKUM-JIHO0O0 MPUUMHAM OTCYTCTBYIOT
JIOKYMEHTBI HA4YaJIbHOT'O MJIM 3aBEPIIAIOLIErO TAIlOB JAE€ITEIbHOCTH OpraHUu3alyu,
WIH B cocTaBe (poHa HaXoasaTCsl 60JIee paHHUE JOKYMEHTHI, HAalpUMep, NepelaHHbIe
JUISL 3aBEPILIEHUS IPOU3BOICTBOM JIEJIa IPEAIIECTBEHHUKA, IPEACTABICHHBIE B
KaueCTBE JJOKA3aTeJIbCTB JOKYMEHTHI B COCTABE CJIECTBEHHBIX U CyAE€OHBIX 1€, U Ap.
B pongax nugHOTO MPOUCXOKACHUS KpaiHUE aThl TIOKYMEHTOB ()OH/Ia MOTYT
OTJIMYATHCS OT XPOHOJIOTMUECKHUX T'paHull (POHA 3a CUET JOKYMEHTOB, COOpaHHBIX
dbonmoo0pazoBareneM, CBI3aHHbBIX C OTKIMKAMHU Ha €r0 CMEPTh, IPOBEIACHUEM
NaMATHO-FOOMIICHHBIX MEPOTIPUITHN U JP.

2.3.4.1. Onpenenenre rpaHull apXUBHOTO (DOH/IA B CBSI3M C M3MECHCHUEM
KOHCTHTYIIMOHHBIX OCHOB T'OCYAapCTBa.

JIOKyMEHTBI BBICIIMX OPraHOB ITOCYJAPCTBEHHOW BJIACTH, CO3JAHHBIX MIPU U3MEHEHUH
KOHCTHTYIITMOHHBIX OCHOB rOCYJIapCTBa W/UIIM B COOTBETCTBUH C U3MEHEHUSIMU U
JONOJIHEHUAMH JericTByronenKoncturymmu Poceuiickoit denepanyy COCTABISIOT
HOBBIC apXHUBHBIC (DOH/IBI.

JIoOKyMEHTBI 3aKOHOJATEIbHBIX COOpaHUA, TPaBUTEIHCTB, aIMUHUCTPAIIUH,
CO3JIaHHBIX B cOOTBeTCTBUM ¢ KoHCcTUTYyIIMsIMH, Y cTaBaMu CyOBeKkTOB Poccuiickoit
denepalii, COCTABIISIOT HOBBIE apXUBHBIE (DOHJIBI.

['panuiipl Hauasa BBIIIIEHA3BAaHHBIX APXUBHBIX (DOHIOB OMPEAETSIOTCS C MOMEHTA
CO3JIaHUs OPTaHOB rocyIapcTBEeHHOM Biactu Poccuiickoit denepaiuu, cyobekTa
Poccuniickoit @enepany Ha OCHOBE COOTBETCTBYIOIIMX AKTOB.

JlokyMeHTBI MUHUCTEPCTB U BeAOMCTB Poccuiickoit denepaiiniu, CO3JaHHBIX Ha 0a3e
JMKBUAUPOBAHHBIX MUHUCTEPCTB U BeJoMCTB CCCP, cOCTaBIsIOT HOBBIE APXHUBHBIE
(bOHIBL

JIOKyMEHTBI MUHUCTEPCTB ¥ BEIOMCTB, CYLIECTBOBABIIUX /10 U IIOCIIE
BOCCTaHOBJICHMS TOCYAapCTBEHHOCTH Poccuu, COCTaBIIAIOT, KaK IIPABUIIO, Pa3HbIE
apxuBHbIe (OHBI. PazrpannunrenbHas gaTa MKy HUIMHU YCTaHABIMBAETCS Ha
OCHOBE COOTBETCTBYIOIIMX HOPMATHUBHBIX IIPABOBBIX aKTOB O KOHKPETHOM
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MHUHUCTEPCTBE, BEAOMCTBE. B OTIENbHBIX ClTydasx JOKYMEHThI OJJTHOMMEHHBIX
munuctepcTB PCOCP B coctae CCCP u Poccuiickoit denepannn Kak HE3aBUCUMOIO
rocyJapcTBa, MOTYT COCTaBUTh OObEIMHEHHBIN apXUBHBIN (OH]I, - HATIPUMED,
nokyMeHTbl MunuctepcerBa toctuiii PCOCP 1 MunuctepcTBa IoCTULIMN
Poccuiickon @enepanum.

AHaIOTHYHO (POHAUPYIOTCS JOKYMEHTHI MUHUCTEPCTB U BEIOMCTB PeCIyOJIiK B
coctaBe PCOCP u COOTBETCTBYIONTUX MUHUCTEPCTB U BEJOMCTB PECITyOJIK B
cocrase Poccuiickoit @enepannu.

JIOKyMEHTBI OTPACIIEBBIX YIIPABIECHUN U OTAEIIOB HUCIIOJKOMOB COBETOB HAPOIHBIX
JICIIyTAaTOB BCEX YPOBHEMN U JOKYMEHTHI COOTBETCTBYIOIIUX OTPACIIEBBIX YIIPABICHUN
U OTEJIOB a[IMUHUCTPALUH, €CIIH UX 33Ja4u U (PYHKIHUU OCTaINCh 0€3 U3MEHEHU,
COCTaBJISIIOT €IMHBIE (DOHBI.

JlokyMeHTbI n30upaTeabHbIX KOMUCCUH 1O BEIOOpaM OPraHOB T'OCYIapCTBEHHOM
BJIACTH, 00pa3oBaHHBIX B cooTBeTCTBHM ¢ KoHctutymmeit Poccuiickoit deneparuun
1993 r., opranusyroTcs B OTJelbHbIC apXuBHbIC (HOHIBI. JlomyckaeTcs co3ianue
00BEIMHEHHBIX apXUBHBIX (POHIOB U3 TOKYMEHTOB U30UPATENbHBIX KOMUCCUN TIO
TEPPUTOPUAIBHOMY IIPU3HAKY .

JlokyMeHTBI TPOKYypaTyp U Cyl10B cyObekToB Poccuiickoit denepaiiiu, TopoJIos,
palioHOB MPOJIOJDKAIOT paHee MPUHSTHIC apXUBHbBIE (DOHABI IPOKYpaTyp, CYJI0B.

JIOKyMEHTBI TOCYJapCTBEHHBIX OpTraHU3alri, OCYILIECTBIISIIOIINX CBOU MTPEKHUE
GYHKIMH, TPOJODKAIOT PaHee MPUHSTHIE OT 3TUX OpraHU3aluil apXuBHbBIE (POH/IBI.

[1pu u3menenuu craryca cyobekra Poccuiickoit denepaiinu JOKYMEHTbI OPTaHOB
rocyJIapCTBEHHOM BiiacT cyObekTa Poccutiickoit denepaliviv COCTABIISIIOT HOBbBIC
apxuBHbIE (OHJIBI, - HaTIpUMeEp, ToKyMeHThl BepxoBHoro CoBeta PecyOnmku
Xaxkacust 1 TokyMeHThl CoBeTa HapOAHBIX ACMYTaTOB XaKaCCKOW aBTOHOMHOM
obnacTtu B coctaBe KpacHOSpPCKOTO Kpast COCTaBJISAIOT pa3HbIC apXUBHbIC (DOH/IBI.

2.3.4.2. Onpenenenue rpaHuil apXUBHOTO (POH/A B CBSI3U C U3MEHEHHUEM
aAMUHUCTPATUBHO-TEPPUTOPHAIIBHOTO JCIICHHUS.

JIOKyMEHTBI OpraHOB rOCY/IapCTBEHHOM BIACTH U MECTHOTO CAMOYITPABIICHHUS,
00pa30BaHHBIX B CBSI3U C BBEJICHUEM HOBOTO aJIMUHUCTPATUBHO-TEPPUTOPUATIHLHOTO
nenenus cyobekToB Poccuiickoit denepanuu wiv N3MEHEHUEM X TEPPUTOPHATIbHBIX
TPaHMUII, COCTABJISIOT HOBBIC apXUBHBIE (POHBI. JIOKYMEHTHI OpTaHOB
rOCyJIapCTBEHHOM BJIACTH, MECTHOTO CAMOYIIPAaBJIEHUs, COXPAHUBLINXCS IIPU
M3MEHEHHUH TPaHul] TEPPUTOPUATBHBIX 00pa30BaHull BHYTpH cyObekTOB Poccuiickoit
denepanuu, He 00Pa3yIOT HOBBIX ApXUBHBIX (DOHIIOB.

[lepenmeHoBaHue WK TpeoOpa3zoBaHre aAMHUHUCTPATUBHO-TEPPUTOPHATILHOMN
€IMHUIIBI 0€3 CYIIECTBEHHOTO U3MEHEHUS €€ BHYTPEHHETO JICTICHUS HE SBIISICTCS
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OCHOBAHUEM JIJIsI CO3/IaHMSI HOBBIX apXUBHBIX (DOHIOB U3 IOKYMEHTOB
COOTBETCTBYIOIIUX OPraHOB rOCYIapCTBEHHOW BJIACTHU U MECTHOT'O CAMOYIIPABJICHUS.

He 00pa3ytoT HOBBIX apXHUBHBIX (POH/IOB TAKXKE JOKYMEHTBI TEPPUTOPUATLHBIX
o0beIMHEHUH 00IIeCTBEHHBIX OpTaHn3aluil (PO COI03HBIX, CIIOPTUBHBIX, HAYUHBIX,
KYJIbTYPHO-IIPOCBETUTENBHBIX U JIP.) U OPraHOB UX YIPABIICHUS JI0 U [1OCIIE
U3MEHEHHS aJIMUHUCTPATUBHO-TEPPUTOPUATILHOTO JIETICHUSI.

JIOKyMEHTBI TPOMBIIIIEHHBIX U CEIbCKOXO3SIICTBEHHBIX, (PUHAHCOBBIX,
XO35IMCTBEHHBIX, HAYYHBIX, KYJIbTYPHbIX, MEAULIUHCKUX OpraHU3alni, yueOHbIX
3aBEJICHUN U JIP. 10 ¥ IIOCJIE U3MEHEHUS aIMUHUCTPATUBHO-TEPPUTOPHUATIBHOTO
JIEJICHUSI COCTABIISIIOT €IUHBIC ApXUBHBIE (POH/IBI.

He 3aBucuT OT N3MEHEHUS AAMUHUCTPATUBHO-TEPPUTOPUATIBHOTO JEIEHUS
dboHaMpOBaHNE JOKYMEHTOB OPTraHOB YIPABICHUS U YUPEKICHUN
CIIeUATM3UPOBAHHBIX BEJOMCTBEHHBIX OKPYT'OB (BOSHHBIX U JIp.).

2.3.4.3. Onpenenenue rpaHull apXUBHOTO (OH[IA B CBSI3U C U3MEHEHHEM (DOPMBI
coOcTBeHHOCTH (HOHI000pa30BaTEIS.

JIOKyMEHTBI Opranu3anui, Mepemeaimx U3 rocyJapCTBEHHON B YACTHYIO U UHYIO
HEroCyAapCTBEHHYIO COOCTBEHHOCTb, COCTABIISIIOT C MOMEHTA aKIIMOHUPOBAHUS,
NpUBAaTU3AIMK OpraHU3aliii HOBbIe apXuBHBIE (hoHABI. Hanpumep, 1oKyMeHTHI
rocymapcTBeHHOro koHiepHa "HedrerascTpoit" n co3maHHOTO Ha €T0 OCHOBE
aKIMOHEepHOTOo o0mecTBa "PocHedTerazcTpoit” coCTaBISIIOT pa3HbIe apXUBHBIE
(bOHIBI.

JIOKyMeHTBI, CO3aHHbIE B MIPOLIECCE EATEILHOCTH FOCYJapCTBEHHOM OpraHn3aiiu 1
XpaHdluecs B 00pa30BaHHON HErOCyAapCTBEHHOM CTPYKTYPE, IPU MOCTYIUICHUH B
apXuB BKJIIOYAIOTCS B (DOHJ TOCYIapCTBEHHOM OpraHU3aIiy.

CMeHa coOCTBEHHUKA OpraHu3alnu, 0€3 U3MEHEHHs (POPMBbI COOCTBEHHOCTH, HE
BJICYET 3a COOOM CO3/1aHMsI HOBOTO apXMBHOTO (POH[A.

Bo3MoxHO co3ianue 00beTMHEHHBIX apXUBHBIX (DOHIOB U3 JOKYMEHTOB
OpraHu3alui - IPEEMHHUKOB, OTHOCSIIMXCA K pa3HbIM (popmam COOCTBEHHOCTH, NPU
YCJIOBUU MEPENAUYM TOKYMEHTOB KAKJIOM U3 HUX B TOCYAapCTBEHHYIO YaCTh
ApxusHoro ¢onna Poccuiickoit @enepanuu. Hanpumep, 1okymeHTsl bpsiHckoro
3aBoJia UppUralMoHHbIX MamuH (10 1991 rona), apenanoro npennpustus "bpsHckuit
3aBOJI CTPOUTEIBHBIX U METMOPATUBHBIX MaiuH" (MtoHb-1ekabps 1991 rona) u
aKkuoHepHoro oobmectsa "CTpoUTeNbHbIE U MEIMOPATUBHBIE MALIUHBI", CO3AAHHOTO
Ha 0a3e apeHIHOTO MPEANPUSTUS, COCTABIIAIOT O0bEAMHEHHbBIN apXUBHBIN (HOH/I.

JIOKyMEHTBI COBMECTHBIX MPEANPUATUHN, OpraHu3aluil 1 00bEAMHEHUN CMEIlIaHHbIX
¢dbopM COOCTBEHHOCTH, B YCTABHOM KaIluTase KOTOPBIX MpeoliaiaeT 10
roCy/apCTBEHHON COOCTBEHHOCTH, 00pa30BaHHBIX HA OCHOBE T'OCYIapCTBEHHBIX
OpraHu3allli, COCTABIISIIOT C UX JJOKYMEHTAMH €/IMHbIE apXUBHbIE (POHIBI.



JIOKyMEHTBI aHAJIOTHYHBIX COBMECTHBIX OpraHu3aIuii 0e3 rnpeoosiaianusi B yCTaBHOM
KamuTase 10U TOCYJapCTBEHHON COOCTBEHHOCTH COCTABIISIIOT HOBBIE apXHUBHBIE

b oHIBI.

2.3.4.4. Onpenenenrie rpaHuI] apXUBHOTO (OHIA B CBS3H C peOpraHu3aIueit
dbonmoobpazoBarens.

Kopennoe n3meHenne KOMIETeHIIUY U (PYHKIIMI OpraHU3alu U co3JaHue Ha ee Oa3e
HOBOM OpraHM3alliy, BIEYET 3a COOOM CO3/1aHue HOBOTO apXUBHOIO (hOH/A.
Hampumep, nokymMeHTHI co3gaHHoro B 1966 1. Ha 6a3e L{enTpanbHOl HaydHO-
uccinenoBarenabckoi madoparopun (LIHWJI) 'maBapxusa CCCP Bceecoro3noro
Hay4YHO-HCCJIEIOBATEIILCKOTO NHCTUTYTA JOKYMEHTOBEICHUS U apXUBHOTO Jena
(BHUMJIA ) cocTaBnsitoT HOBBIM apXuBHBIN GoHII. Pacimmpenne nim cykeHue Kpyra
BeJZIeHHsI, 00beMa, MPaB WK TEPPUTOPHUATILHBIX TPAHULL ACSITENLHOCTH OPraHU3aIN
0€3 N3MEHEHHUS €€ NIePBOHAYAILHOTO HA3HAYEHUS, HE SIBJISIETCS] OCHOBAHUEM JIJIsSI
CO3JIaHUSl HOBOTO apXUBHOTO (OH/IA, - JOKYMEHTHI BBIIIEHA3BAHHOTO HHCTUTYTA,
npeoOpa3zoBaHHOTO BO Beepoccuiickuil HayqyHO-HCCIeA0BaTeIbCKUl HHCTUTYT
JTOKyMEHTOBeieHus u apxuBHoro nena denepanbHoit ApxuBHoi cinyk0b1 Poccun,
COCTABJISIFOT OJIMH apXUBHBIN (HOH/I.

Ecnu Ha 6aze MUHUCTEpPCTBA, BEIOMCTBA, CO3AAETCS OpraHU3allMsl, 3aHUMAIOLLAsICS
HEMOCPEICTBEHHO IPOU3BOJICTBOM, TO €€ JOKYMEHTBI COCTABJISIIOT HOBBIM apXUBHBIN
dbonx, - HapumMep, T0KyMeHThl Acconnanuu "PocypancuOcTpoii”, HemocpeaACTBEHHO
OCYIIECTBJISIONIEH CTPOUTENBCTBO, CO3aHHOM BMecTO Munypancuoctposi PCOCP.

Brinenenue u3 oprannzanyu OJHOM WIM HECKOJBKUX HOBBIX OPTraHU3aAINAN C
nepegadyeit uM psiga GyHKIUN IEepBOM OpraHu3aliy He SBJISIETCS OCHOBAHUEM JIJIS
CO3JIaHMsI U3 €€ JOKYMEHTOB C MOMEHTA 3TOT0 BBIJICJICHUSI HOBOTO (hOH/IA.

N3menenue MMOAYUHCHHOCTH OpTraHu3aluu, €€ CTPYKTYPbI, MCCTOHAXOXKICHUSI,
NEPECUMCHOBAHUEC NN YAaCTHUYHOC M3MCHCHHNEC €€ Ha3BaHWA, HC COIMIPOBOXAAIOIIHUCCA
H3MCHCHUCM €€ IICPBOHAYAJIbHBIX q)YHKLII/Iﬁ, TAKXKC HC ABJIAIOTCA OCHOBAHUCM AJIA
CO31aHUsI HOBOT'O apXUBHOT'O (bOH,ZIa.

I[OKYMGHTBI OTHGHGHHﬁ, AOYCPHHUX OpFaHI/ISaI_II/II\/JI, (I)I/IJ'II/IaJ'IOB COCTaBJIAIOT CIUHBIC
APXHBHBIC CI)OHI[BI C JOKYMCHTAMH X OCHOBHBIX OpFaHI/IBaI_[PIfI, CCJIM XPaHATCs B
OJTHOM apXHBC.

2.3.4.5. Onpenenenre rpaHul] apXuBHOTO (DOH/IA B CBSI3M C JIMKBUIAIMECH
dhonmoo0pazoBaTes.

[Ipu nUKBUAAIIMY OPTaHU3AIUH C TIepeayeil BceX WM YacTu ee GyHKUUN OJHON WIIH
HECKOJIbKMM BHOBB CO3/IJaHHBIM OPTaHU3alUsIM JOKYMEHTHI KaXKJ10il HOBOM
OpraHU3allUU COCTABIISIIOT HOBBIE apXUBHBIC (DOH/IBI.

JIOKyMEHTBI OpraHu3alni, MPEKPATUBIINX CBOIO IEATEIBHOCTD BCIEICTBUE
JVKBUJALMH, OOBEINHEHUS, pAa3/ICICHNs] WIH B PE3YJIbTaTe YpE3BbIYAHBIX



00CTOSATENBCTB WIIM CTUXUIHBIX O€JICTBUIA, @ 3aT€M BOCCTAHOBJICHHBIE C TEMH K€
(GyHKUUSAMH, COCTABJISIOT €AUHbIC apXUBHBIE (DOH/IBI.

2.4. Opraausanys J0KYMEHTOB B IPEJIeax apXuBHOTo (hoHIa

2.4.1. O01me noJI0KEeHUs

B npenenax apxuBHOro (hoHIA YUETHO-KJIACCU(UKAITMOHHON SAMHUIICH SBIISICTCS
eAMHUIA XPAHEHUSI IOKYMEHTOB (CM. 1I. 5.2).

E,Z[I/IHI/IHI)I XpaHCHUA JOJIKHBI OBITH OIIMCaHbl, CUCTCMATU3HUPOBAaHbl, BHCCCHBI B OIINCHU
nu 0(1)OpMJ'IeHI>I B IIOpAAKE, O6GCH€‘—II/IBaIOIHeM HX Y4CT, IIOUCK U UCII0JIb30BaHUC.

EnuHAUIBI XpaHeHUsS CUCTEMAaTU3UPYIOTCS B Mpefenax (oHaa COrJIaCHO CXeMe
cuctemaTtu3anuu. CucteMaTu3amnus JOKyMEeHTOB (DOH/1a MPOBOIUTCS B
JIETIOITPOU3BOACTBE U B ApXMBE OPTraHU3AIMU [IPU MOJATOTOBKE JOKYMEHTOB K
repeiaue B TOCYIApCTBEHHBIN apXuB. B rocy1apcTBEHHOM apXUBE CUCTEMATU3ALUA
MIPOU3BOJIUTCS P COCTABIICHUH M TIEPEPabOTKE OIHUCEH.

2.4.2. CxeMa cucTeMaTU3alMK JOKYMEHTOB B (POHIE

CxeMa cucTeMaTH3aIiy eIUHUL] XPaHEHUS SIBJISCTCS OCHOBAaHUEM TSl BHYTPEHHEH
OpraHM3aIliy JOKYMEHTOB apXHUBHOTO (DOHJA M 3aKPETUISICTCS OMUCHIO (OIMHUCIMU).

Cxema cuctemMaTu3aluy apxXuBHOTO (POH/IA OpraHU3alKN MOKET OTPAKaTh
UCTOPUYECKH CIOXKUBIIYIOCS CTPYKTYpY (poHmooOpa3oBartens, ero pyHKINUU, COCTaB
ero ¢oHaa (BUIBI M PA3HOBUIHOCTH IOKYMEHTOB) UM BaXKHEHIIINE TEMBI (BOTIPOCHI),
OTpa)XEHHBIC B IOKyMeHTaX (poH[a.

2.4.3. 'pynnupoBKa €IMHUL] XPAHEHHS] B COOTBETCTBHUH C PA3JIMYHBIMHA BapHaHTaMU
CXEMBbI CHCTEMaTH3aIMi apXUBHOTO (OHIIA

PacnpeﬂeneHHe CAVHUL XPpAaHCHUA BHYTPHU (bOHIIa IO ACJICHUAM CXCMBbI
CUCTCMATHU3allNHN IIPOBOJUTCS C YUCTOM CIICAYIOIMIUX ITPU3HAKOB!:

- CTPYKTYPHOTO (B COOTBETCTBUHU C IPUHAICKHOCTHIO €IMHULL XPAHEHUS K
CTPYKTYPHBIM MOJIPA3ICICHUSM);

- XpOHOJIOTHYECKOTO (110 TIEpUOaM WIH JaTaM, K KOTOPBIM OTHOCSITCS € IMHHIIBI
XpaHEHHUs);

- (pyHKIIMOHATIBHOTO, OTPACIIEBOI0, TEMATUYECKOTO, IPEIMETHO-BOIIPOCHOTO (C
y4eToM (PyHKLHI OpraHu3alnd, TEM WM BOIIPOCOB, KOTOPBIX KAaCaeTCs COAECpKAHNUE
€MHUI] XPAHEHMUS);

- HOMHHAJILHOTO (IO JIeJIONPOU3BOICTBEHHOM (hopMe - poaaM eUHUILL XpaHEHUs,
BUJAM U Pa3HOBHUJIHOCTSAM JJOKYMEHTOB);
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- KOPPECHOHIEHTCKOTO (10 OpraHu3alisaM U JIMLaM, B pe3yJibTaTe MEPENUCKU C
KOTOPBIMU 00pa30BaINCh €IUHULIBI XPAHEHUS );

- reorpauyecKoro (B COOTBETCTBUU C ONPECICHHBIMU TEPPUTOPUSIMHU,
HACEJICHHBIMU ITYHKTAaMH U JIPYTUMH TeorpapudecKiMHu HAaMMEHOBAHUSIMHU, C
KOTOPBIMH CBSI3aHO COJIEpKaHHEe JOKYMEHTOB, UX aBTOPbBI, KOPPECTIOH/ICHTHI);

- aBTOPCKOTrO (TI0 Ha3BaHUSAM OpPTraHM3alUN WK (aMUIHSIM JTUL], KOTOPBIE SBIISIOTCS
aBTOPAMHU JJOKyMEHTOB).

Kak npaBuiio, e qMHULBI XpaHEHUS TPYIIAPYIOTCS MOCIEI0BATEIbHO, IO MPU3HAKaM,
NPUMEHEHHUE KOTOPHIX OKa)KeTcs Haubosiee 1enecooOpa3HbIM i BCeX WU
OTJIENBbHBIX IPYHI JOKYMEHTOB (OH/IA.

2.4.3.1. CTpyKTYpHBIi U XpOHOJIOTMUECKHI PU3HAKU TIPUMEHSIOTCS B IBYX
BapUAHTaX CXEMbI CUCTEMATHU3AIMU: XPOHOJOTUIECKU-CTPYKTYPHOM U CTPYKTYPHO-
XPOHOJIOTHYECKOM.

XPpOHOJIOTHYECKU-CTPYKTYPHASI CXEMA CUCTEMATU3ALMH IIPUMEHSIETCS 10
OTHOLUEHUIO K (POHIaM JEHCTBYIONIMX OpraHu3aluil (yUuTbiBas JajbHeiiee
nonojHeHue GOHI0B) U JIMKBUANPOBAHHBIX OPTaHU3AIINI C YACTO MEHSIBIICICS
CTPYKTypou. I10 3TOM CXeMe e qUHNULIBI XPAHEHUS TPYIITAPYIOTCS MPEKIE BCETO 110
BPEMEHU UX co3/1aHus (rojam, nepuoaam), a B mpeaesiax Kaxaonu XpoHOJIOTHYECKON
TPYNIIBI - IO CTPYKTYPHBIM MOJIPA3ACICHUAM OPTraHU3aIUH.

CTpyKTYpHO-XpPOHOJIOTMYECKAs CXeMa CUCTEMATHU3ALMU TPUMEHSIETCS IO OTHOLIEHUIO
K (poHIaM opraHu3zanuii, UMEBIIUX CTAOMIBHYIO CTPYKTYPY, H3MEHEHHUS KOTOPOH
MIPOUCXOAUITN PEIKO U OBLIH HECIOXKHBI, a TAK)KE MPU CUCTEMATHU3ALUN €IUHUI]
XpaHEHUs TUKBUAUPOBAHHBIX opranu3auuil. [Ipu cucremarusanuu mmo 3Toi cxeme
€AVHULBI XPaHEHUS TPYIIUPYIOTCS MPEK]IE BCEr0 MO CTPYKTYPHBIM MOAPA3ACICHUSIM
dbonmooOpazoBares, a B mpeesiax KaxI0i CTPYKTYPHOU IPyIIIbI - IO BpEMEHH
dbopMupoBaHUs €IUHUI] XPAaHCHHUS.

2.4.3.2. XpoHoJornuecku-QyHKIHOHAIbHAS WK (QYHKIIMOHATHHO-XPOHOJIOTHUECKast
CXeMa CHUCTeMAaTHU3alliH €IMHULl XPAHCHHSI IPUMEHSIFOTCS TI0O OTHOIIICHHUIO K (hOHIaM
OpraHu3alyi ¢ 4YaCTO MEHABIIEHUCS CTPYKTYPOH.

[Tpu cucTtemaTu3anyu eUHALL XPAHEHUS TI0 XPOHOJIOTHUECKH-(QYHKITMOHATTLHOU
CXeMe HX IPyHIHUPOBKA MPOUCXOJUT BHAYAJIE IO XPOHOJIOTHYECKOMY IPU3HAKY, a
3aTeM o GyHKIUSIM (BHIaM, HATIPABJICHHUIM ACSITEILHOCTH) (POHI000pa3oBaTENs.
[Tpu 5TOM MOATPYNIIBI €AUHUI] XPAHSHHS PACTIONATAIOTCS C YIETOM 3HAUUMOCTH
bynkuuii pongoodpaszoBarens (pyKOBOJACTBO, PUHAHCUPOBAHUE, YUET U OTYETHOCTD
U T.J1.) WIH N0 KJIacCU(UKATOPY JOKYMEHTOB (1) caMOil OpraHHu3alyH.

[Tpu cucTemMaTH3ayu SAWHALL XPaHEHUS 110 (QYHKITHOHATBHO-XPOHOJIOTHUECKOM
CXeMe OHHU TPYNIHPYIOTCS BHAYaANIE MO0 (PYHKIUAM JACSITSILHOCTH
dbonno00pazoBarens, a 3aTEM MO0 XPOHOJIOTMUECKOMY IPU3HAKY .



2.4.3.3. XpOHOJIOTMYECKU-TEMATUUECKAS WIH TEMATUYECKU-XPOHOJIOTMYECKAs CXEMBbI
CUCTEMATHU3ALIMH €IUHUL XPAHEHUS IPUMEHSIOTCS 110 OTHOIICHUIO K HEOOJBIIUM TI0
o0bemMy (hoHIaM, a TaKKe K OT/IEIbHBIM apXUBHBIM KOJUIEKLIUAM. B epBom citydae
eIMHUIBI XpaHEHUS PacIolaraloTcsl CHavyasIa Mo XpOHOJIOTHH, M BHYTPH KaXKJI0TO
roJia Mo OTAEJIbHBIM TeMaM (BOMPOCaM); BO BTOPOM CIydyae €AUHUIIbI XPaHEHUS
CHauaja rpynnupyroTcs 1Mo TeMaM (BOpocaM), a 3aTeM BHYTPH KaX10i TeMBI 110
XPOHOJIOTHH.

XPpOHOJIOTUYECKU-HOMUHAJIbHAS 1 HOMUHAJIBHO-XPOHOJIOTHYECKAs CXEMBI
NPUMEHSIOTCS JUIsl CUCTEMATH3allMU €AUHUIL] XpaHEeHUs! (POHI0B OECCTPYKTYPHBIX
OpraHM3aLri, - CHayasa 1o XpOHOJIOTHH, U BHYTPU KaXJ0r0 rofa 1o BUAaM €JUHULL
XpaHEHHUs;, UJIU JK€ CHauaja o BUJaM €UHUL] XpaHeHus (IIpUKa3bl, IPOTOKOJIbI U
Ip.), ¥ BHYTPHU KaXKJ0TO BUAA 110 XPOHOJIOTHUH.

2.4.3.4. Tlpu BeIOOpE MPU3HAKOB TPYIITUPOBKU CAMHUI] XPAaHEHHS B TIpeieax
Ha3BaHHBIX B mil. 2.4.3.1-2.4.3.3 cxeMm cucreMaTu3allii YYUTHIBAECTCSI 3HAUEHUE TOTO
WJIM UHOTO MIPU3HAKA JIJIsl OTPAXKEHUS JEJIONPOU3BOICTBEHHON U CMBICIIOBOH CBSI3U
MEXIY €AMHUIIAMU XPaHEHUS KaKI0T0 KOHKPETHOTO (POH/Ia U CO3/1aHUs Hauboiiee
yAOOHOM ISl UICTIONB30BAHMSI IOKYMEHTOB CUCTEMbI UX OPTaHHU3AIUH.

2.4.3.5. Kak npaBuiio, BBIJCISIOTCS B 0COOBIE TPYIIIbI, CHCTEMATU3UPYIOTCS
000CO0JIEHHO U BHOCSITCS B OT/I€JIbHBIE OMKCH JOKYMEHTHI TI0 JIMYHOMY COCTaBy, a
TaK)K€ OTYETHI 110 HAYYHBIM TEMaM B HAyYHO-UCCIIEIOBATEIbCKUX OPTaHU3AIUSX,
PYKOIHCH B U3AATEIbCTBAX, HICTOPUU OOJI€3HEH B METUIIMHCKUX OPTaHU3aLUAX, aKThI
IIPOBEPOK B KOHTPOJIbHBIX OpPraHax M T.[.

2.4.3.6. Cxembl cucTeMaTU3alMK €IMHULL XpaHEHUs (POHIOB JIMYHOTO
MIPOMCXOKICHUS OTIPENIEISIFOTCS cocTaBoM (poHmo0Opa3oBarteneit (0TaeIbHOE JIUIIO,
CEMbS, POJI), XapaKTEPOM UX JIEATEILHOCTH, COCTABOM H 00HEMOM JJOKYMEHTOB
donna. Pexomenayercs cienyroas npuMepHas cxema:

1. TBOpueckue TOKyYMEHTHI (PYKOMHICH JIUTEPATYPHBIX IPOU3BEACHUM, cTaTEN U
UCCIIeJIOBaHUM, aBTOOMOTrpadn, BOCTIOMUHAHHUS, THEBHUKH, IEPEBO/IbI, BHITIICKH,
YEPHOBBIE 3aMKUCH, PUCYHKH H JIP.);

2. [ucema ponmooOpazoBatens (1Mo aapecaTaM WIH 10 TEMAaTHYECKOMY TTPU3HAKY);
3. [Mucema poumO00Opa3OBaATENIO;

4. loxymeHnTsI k Ouorpadun ponmoodpazoBatens (TMUHBIE JOKYMEHTHI, MAaTEpHATIBI
CITy>k€0HOM 1 0OILIECTBEHHOH AESITEIbHOCTH, O IPUCBOCHUH MMOYETHBIX 3BaHUM U Jp.);

5. JIoKyMEeHTBl UMYIIECTBEHHO-XO03UCTBEHHOTO U OBITOBOTO XapakTepa (JI0KyMEHTbI
0 MOKYTKE UMYLIECTBA, JOIOBOPHI, 3alIMCH PACXOI0B U JIp.);

6. JIoKkyMeHTBI WIEHOB ceMbU (HOHA000pa30BaTENsl O IPYTUX JIML, OTIOKUBIIHUECS B
donze;



7. Komeknuu.

BHyTpu kaxa0ro pazaena NpuMepHOU CXEMbl €IUHULBI XPAaHEHUS TPYIIUPYIOTCA 10
XPOHOJIOTHH, anpaBUTy, TEME, BUIaM JOKyMEHTOB, JKaHpaM MPOU3BEICHUS B
3aBUCHUMOCTH OT X 00beMa U y100CTBa MOJIb30BAHUS.

JIOKyMEHTBI CEMEHHBIX U POJIOBBIX (DOHAOB CUCTEMATU3UPYIOTCS BHAYAJIE TI0
OTETBHBIM (OHI000pa30BaTENAM, TOKYMEHTHI KaX10T0 (DOHI000pa3oBaTels - 1Mo
paszaenaM IpuMEPHOM CXeMbl chucTeMaTu3anuu. B ceMeHbIx poHmax Ha epBoe
MECTO BBIHOCSITCSI JOKYMEHTBI OCHOBHOTO (DOHI000pa3oBaTeis, 3aTeM JOKYMEHThI
YJICHOB CEMBH B MOPSIIKE CTETICHH POACTBa. B poaoBhIX (OHIAX TOKYMEHTHI
pacnoyararoTcs B MOPSJIKE TEHEATOrMYECKON ITOCIEA0BATENBHOCTH, IPUYEM
JIOKyMEHTBI, OTHOCSIITHECS KO BCeMy poAay (TeHeaTorndecKue TaOJInIIbl,
MMYIIECTBEHHO-XO03SIMICTBEHHbBIE JOKYMEHTBI) TOMENIAIOTCS B HAYaJIe.

2.4.3.7. EnvHuIe! XpaHeHusi, BOLIEAIINE B 00beIUHEHHBIN apXUBHBIN (OH],
pacnoiararoTcs 0 3HaYMMOCTH (POHI000pa3zoBaTelield, 10 XPOHOJIOTUN UX CO3AAHUS,
no andaBUTy Ha3BaHUil U T.1. B npenenax kaxaoro ¢GoHaa, BOLIEANIETO B
00BbEeIMHEHHBIN apXUBHBIN (POH, BEIOOP CXEMbI CHCTEMAaTU3alluu OIpeaeIseTCs
XapaKTEPOM JESATEIbHOCTH KOHKPETHOM OpraHu3aIii, COCTABOM U 00BEMOM €€
JTOKyMEHTOB. {7151 pOHIOB OTHOTUITHBIX OPTaHU3AIMK UCTIOIB3YETCA OAMHAKOBAS
CXeMa CUCTEMATU3aLIHUH.

2.4.3.8. CucreMaTu3anus JOKYMEHTOB KOJUIEKIIUI OIpeaesieTcs TEMaTUKON 1
COCTaBOM JIOKyMEHTOB. B mnpezenax KoJUIeKIIMU JOKYMEHTOB OJHOIO BUJa
(pa3HOBUAHOCTH) BO3MOKHA TPYNIIMPOBKA 110 aBTOPCKOMY IPU3HAKY C
PacIoI0KEHUEM TPy €IUHUL] XPAHEHUS B aI(DaBUTHOM MOPSAKE Ha3BaHUM
opranusanuii win ¢pamunuil aBTopoB. B npeaenax KoyuieKIun 10KyMEHTOB,
CO3/IaHHOM 10 TeMaTUYeCKOMY MPU3HAKY, MOT'YT ObITh 00pa30BaHbl FPyNIbl IO OoJiee
OOIIMM TeMaM WM BOIPOCaM, PacHOI0KEHHBIE B MOPSJIKE MX 3HAUUMOCTH MJIH
XPOHOJIOTHH.

BHyTpu TemMaTuyecKuX MOArpyII TOKYMEHTHI MOTYT ObITh OObETUHEHBI TI0
pa3TUYHBIM MIPU3HAKaM, UCXO/IsI U3 MX 00beMa U COCTaBa.

2.4.3.9. Ilpu pacnpenesieHUU €IUHUI] XpaHEHHUS] B COOTBETCTBUU CO CXEMOM
CHUCTEeMaTHU3alMi HE0OXO0AMMO UMETh B BUIY CIIEIYIONIEE:

- €/IMHULIBI XPAaHEHUS! OTHOCATCSA K TOMY TO/ly, B KOTOPOM OHU HayaTbl
MPOU3BOICTBOM, WM B KOTOPOM MOCTYNHIIN B JAHHYIO OPraHU3alnio (CTPYKTYpHOE
Mo/ipa3/ieJICHUE) U3 APYTroi OpraHu3aIuu (CTPYKTYPHOTO MOAPA3ICICHUS) IS
MIPOJIOJKEHUS TTPOU3BOJICTBA;

- CIMHHUIBI XpaHCHWA, COACPKAIIUC TIJIaHbI, OTYCThI, CMEThI U MaTCPpHaJIbl K HUM
OTHOCATCA K TOMY IOy, Ha KOTOpBIﬁ HJIN 3a KOTOpBIﬁ OHH COCTAaBJICHBI, HC3aBHUCHUMO
OT AAaThbl UX COCTABJICHUA, NOJITOCPOYHBIC IINIAHBI OTHOCATCS K HAYAJIbHOMY T'OJY UX
}ICfICTBHSI, a OTUCTHI 3a 3TU I'OAHBI - K HIOCJIICAHEMY IOy OTYCTHOI'O IICpUOJa,



- CAMHHUIIBI XPaHCHUA, HAYATBIC IIPOU3BOACTBOM B OJJHOM MMOAPA3ACICHHUUA U
NCPCAAHHBIC AT IIPOAOJDKCHUSA B APYTOC MOAPA3ACICHUC, OTHOCATCA K TOMY
nmoapa3acJICHNUIO, B KOTOPOM OHU ObLTIH 3aKOHYCHBI,

- B IIpcaciax roga Uil XpOHOJIOrH4CCKOro nepuoga CAMHUIbl XpaHCHUA
pacojiararoTcs 1mo 3Ha4ynMOCTH (byHKHI/II\/JI OopraHu3aluu,

- IMHUIIBI XpaHEHUS, IPECTABIIAIONINE COOOM JIUYHBIE Jie)la, CHCTEMaTU3UPYIOTCS
0 JlaTaM yBOJIbHEHHUS U andaBUTy haMuiui.

['pynmbl equHUL XpaHEeHUs B MIpeiesiax MOCIeAHNUX (3aBepIIAIONINX ) CTyeHeH
CUCTEMATHU3ALINH PACIIPEIEIAIOTCS 110 UX 3HAYMMOCTH WJIM XPOHOJIOTUH.

[TpuHaAIEKHOCTD €IMHULL XPAHEHUS K CTPYKTYPHOMY MOJPa3AEICHUIO
YCTaHaBJIMBAETCS 110 Ha3BaHUIO CTPYKTYPHOTO NOIpa3eieHus, 0003HaUeHHOMY Ha
00J105KKe, MHIEKCaM, PUCBAUBAEMbIM CTPYKTYPHBIM MOIPA3ACICHUSM, PE30OTIOIHUSM,
MOAMUCSM JIOJ>KHOCTHBIX JIML], PETUCTPALMOHHOMY IITAMITY,

COJIEP’KaHUIO JOKYMEHTOB.

2.4.3.10. Cucrematuzanus JOKYMEHTOB, HAXOSAIIUXCS B COCTOSTHUU POCCHIIIH,
JTOKYMEHTOB JIMYHOTO MTPOUCXOKACHUS, HJIA IPYTUX JOKYMEHTOB, TI0 KAKUM-JTH00
MPUIMHAM TTOCTYIIUBIINX B apXUB B HEOOPAOOTAHHOM COCTOSIHHH, OCYIIIECTBIIICTCS B
CJICYIOIIEM TOPSIJIKE:

- onpenensaoTes (HoHA0BasI MPUHAICKHOCTh JOKYMEHTOB U CTPYKTYpPHBIC YacTU
($hOHIOB, K KOTOPHIM OHU MOTYT OBITh OTHECEHHBI,

- IPY OTCYTCTBUU paHee CPOPMUPOBAHHBIX €AUHUIl XPAHCHHSI I HEBO3ZMOXXHOCTH
UX BOCCTAHOBIICHUS (HOPMHUPYIOTCS HOBBIE €IMHUILIBI XpaHEHUs (TI0 HOMUHAIHHOMY,
KOPPECIIOHJICHTCKOMY U JIPYTMM TIPU3HAKAM);

- CCJIK B POCCHIITN COXPAHUIINCH OTACIBbHBIC CAMHUIBI XPpAaHCHUS UJIN CCTh
BO3MOXHOCTb UX BOCCTAHOBUTH, TO JOKYMCHTBI BKJITOUAIOTCS B CAMHUIIBI XPAaHCHUA, K
KOTOPBIM OHHM OTHOCATCA.

C(i)OpMI/IpOBaHHble CAMHUIBI XPAaHCHUA CUCTCMATU3HUPYIOTCA U OINMMCBIBAKOTCA B
YCTAHOBJICHHOM ITOPSAIOKE.

Hepen Ha4dyaJloM pa6OTBI CO BHAYHUTCIIbHBIM KOJIMYCCTBOM NOKYMCHTOB, HAXOAAIIUXCA
B COCTOSHHUH POCCHIIIN, JOJIDKHA OBITH COCTaBJICHA pa60qa>1 HHCTPYKIUA 110 UX
OIMHUCAaHHUIO U CUCTCMAaTHU3allluH.

2.5. HedonnoBas opraauszanys ayJInoBU3YAITLHBIX, MAITUMHOUYUTAEMBIX
(DJIEKTPOHHBIX ) JIOKYMEHTOB

2.5.1. HeponnoBas opranusaiiys ay iMOBU3yalbHBIX TOKYMEHTOB - OpTaHU3aIIHs
KHHO-, (POTO-, (OHO- U BUICOJOKYMEHTOB MO UX BHJIaM, T.€. COBOKYITHOCTSIM
JIOKyMEHTOB, 00pa30BaBIIMXCA B JIEATEIHLHOCTUA OJTHOTO WU HECKOJIBKUX
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dbonmo00pazoBaTeneil 1 00BETUHEHHBIX IO OJJTHOMY WJIM HECKOJIBKUM BHEITHUM
npu3HaKaM (IIBETHOCTH, MaTepUaly HocUTess nHpopmaruu, ero popmary, CUCTeMe
3aMucH 3ByKOBOM MH(GOPMAIIMH U JP.).

2.5.1.1. KuHOIOKyMEHTBI CHCTEMAaTU3UPYIOTCS IO BUJAM - (PHIIbMBI, CIICIIBBIITY CKH,
KMHOXYPHAaJIbl, OT/I€JIbHbIE KUHO- U TEJIECIOXKETHI Pa3IM4HOM 1BeTHOCTH. Ha
KMHOJIOKYMEHTBI OTPEICTICHHOTO BH/Ia COCTABIISIETCS OTAENbHAs onuch. BHyTpu
OMNKUCHU KUHOJOKYMEHTBI MOTYT CUCTEMAaTU3UPOBATHCS 110 BPEMEHH UX
U3TOTOBJICHUS, TPOU3BOICTBEHHBIM HOMEpPaM, MaTepuairy u opmMaty HOCUTEIS U
JIPYTUM MpU3HAKaM.

AHaNOTUYHBIM 00Pa30M CUCTEMATU3UPYIOTCSA BUIEO JOKYMEHTHI.

2.5.1.2. ®OTOAOKYMEHTHI CUCTEMATU3UPYIOTCS IO BUJIAM - HETATHUBbBI PA3JINYHON
IIBETHOCTH M pa3Mepa; CIaiibl (TUaro3UTUBHI) PA3TUYHON IBETHOCTH; TO3UTHBBI,
dorootneyarku; poroansOoMbl; nuaduiabMbl. Ha pOTOIOKYMEHTHI ONpeIeIeHHOTO
BUJIa COCTABJIACTCS OT/JCIIbHAS OMIMCh. BHYTpH Ka)10¥ onmrucu GOTOTOKYMEHTH MOTYT
CUCTEMATHU3HPOBATHCS IO ABTOPAM, OOBEKTY /MM MECTY ChEMKH U IPYTUM
pU3HAKaM.

2.5.1.3. ®OHOOKYMEHThI CUCTEMATU3UPYIOTCS 110 BUJAM 3aIUCH 3BYKOBOM
unpopmarmu. Ha ponogokyments! poHorpaduaeckoit, rpaMmMopoHHOI,
MOPUHO(POHHON, ONTUIECKOM, MATHUTHOM, JTa3€PHOM 3aIMCH COCTABIISACTCS
OTJieNbHAs ONKCh. BHyTpu onucu (OHOIOKYMEHTHI MOTYT CUCTEMATU3UPOBATHCSI 110
MPUHA/JIEKHOCTH K BBIITYCKAIOIUM UX OpraHu3alusM, IPOU3BOACTBEHHBIM HOMEpaM,
cozepxkaHuio, GopMaTy HOCHUTEIS 3aUCH U JPYTUM MPU3HAKAM.

2.5.2. MammHounTaeMble (3JEKTPOHHBIE) TOKYMEHThI CHCTEMATU3UPYIOTCA TI0 BUAAM
HocuTeNnel nHpopMaluu (MarHUTHBIE JICHTHI, JIA3ePHBIC U )KECTKUE JUCKH, KOMITAKT-
JIICKH, TUCKETHI); BHYTPU BUOB - 0 (hopMaTam MpeacTaBieHUs] HHPOpMaIiu, U
najnee - mo xapaxkrepy 3apuKcupoBaHHOM UH(DOPMAIUH.

Paznen 3. OPTAHUZAIIUA PABOTHEI APXBA
3.1. YopaBieHue apXxuBoMm

3.1.1. Tlox ynpaBiaeHUEM apXUBOM ITOHUMAETCS] OpraHu3alus AeITeIbHOCTH 10
BBITIOJTHEHUIO €ro paboTHUKaMU 3a/1a4 ¥ (PyHKIUH apxuBa. YIIpaBIeHUE apXUBOM
OCYUIECTBIISIETCS HA OCHOBE 3aKOHOAATENBHBIX akTOB Poccuiickon Penepanuu u ee
CyOBEKTOB, MEKOTPACIEBBIX U OTPACIEBBIX HOPMATUBHBIX IOKYMEHTOB, HACTOSIIUX
[IpaBui ¢ MOMOIIBIO OPraHU3ALMOHHO-PACTIOPSAIUTENbHBIX (3 IMUHUCTPATUBHBIX),
YKOHOMHUYECKHUX ((PMHAHCOBBIX) METO/IOB U COIMAIBHBIX (MOPAIbHBIX) CTUMYJIOB.

3.1.2. OCHOBHBIMU HOPMATUBHBIMH JIOKYMEHTaAMU 0 OpTraHU3aluU JEATEIbHOCTH
apXuBa ABIIAIOTCS yCTaB (ITOJIOKEHUE) apXUBA, MOJIOKEHUS O €T0 CTPYKTYPHBIX
MOJpa3ICJICHUSAX, CTPYKTYpa U IITATHOE PACIUCAaHUE ApXHUBA, CMETA PACXO0B,
JOJDKHOCTHBIE HHCTPYKIIMH paOOTHUKOB.
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VYcraB (nosiokeHne) apxuBa pa3padaThIBAETCsl HA OCHOBE MPUMEPHOTO yCTaBa
(moJnoKeHus) apXuBa, yTBepkIeHHOTO DeepanbHOi apxuBHOM ciy:k00i1 Poccun. B
ycTaBe (IIOJI0KEHUH ) OTNPEeIIAIoTCs 3a1aun, GyHKIUH, TpaBa U OpraHu3allusl
NesITeIbHOCTU apXUBa, COCTaB (MPOQHIIb) XPAHALIUXCS B HEM JTOKYMEHTOB.

YcraB (MoJI0KEHHE) apXHBa YTBEPIKIACTCS BBIIIECTOSIIIAM OPTaHOM YIIPABIICHUS
apXUBHBIM JICJIOM.

[TonosxeHust 0 CTPYKTYPHBIX NOAPA3ACTICHUSIX apXUBa pa3padbaThIBalOTCS HA OCHOBE
MOJIO’KEHUS 00 apXHBe, MPUMEPHBIX MOJOKEHUH O CTPYKTYPHBIX MOIpa3AesieHUsIX
apxuBa, yTBEpKJIeHHBIX DeepanbHoil apxuBHOM ciryx00# Poccuu. [Tonoxenus
OnpeAesstoT 3aauu, GyHKIMH, TPaBa U OPraHU3AIMIO IEATEIbHOCTH CTPYKTYPHBIX
MOAPA3IACIICHUIN apXHUBa U YTBEPKAAKOTCA TUPEKTOPOM apXHBa.

JIOMKHOCTHBIE MHCTPYKIIMH COCTABJISIOTCS Ha BCeX paOOTHUKOB apXHBa COTJIACHO
MITATHOMY PACIMCAHUIO (32 UCKJIIFOUEHUEM TUPEKTOPA, €r0 3aMECTUTEIICH U
00CITy»KHMBAIOIIETO MEPCOHAa) M 3aKPETUIIIOT X 00sI3aHHOCTH, TIpaBa v
OTBETCTBEHHOCTb. J[OMPKHOCTHBIE HHCTPYKIIMH COCTABJISIOTCS PYKOBOJIUTEIISIMU
CTPYKTYPHBIX T0JIpa3/ICICHHI HA OCHOBE OTPACIIEBBIX M MEKOTPACIICBBIX
KBATH(PUKAIMOHHBIX XapaKTEPUCTHUK I10 JODKHOCTSM PaOOTHUKOB U ITOJIOXKEHUH O
CTPYKTYPHBIX TIOJpa3Ae/ieHUsX apxuBa. JloKHOCTHBIE MHCTPYKIIUU YTBEPIKIAIOTCSI
JUPEKTOPOM apXuBa.

3.1.3. JlupekTop pyKOBOAUT ACSITEIHHOCTHIO pAOOTHUKOB apXHBa M HECET
MEPCOHATBHYIO OTBETCTBEHHOCTH 32 BBHITIOJIHEHHUE BO3JI0’KCHHBIX HA apXHB 3a/1a4;
pacrpenensieT 00s13aHHOCTH MEXTy CBOUMH 3aMECTUTEIISIMHU.

B APXHUBC Ha ITpaBax COBCUIATCIBHOI'O OpraHa CO3acTCA TUPCKIMA.

Jupekuus paccMaTpuBaeT OCHOBHBIE BOIIPOCHI AEATENBHOCTH apxuBa. [lomoxenue o
JUPEKIMU U €€ COCTaB yTBEPKAAIOTCS TUPEKTOPOM. Ee pelienus, Kak npaBuio,
MIPOBOJATCS B )KU3Hb IPUKA3AMU JUPEKTOPA APXHBA.

3.1.4. CtpykTypa apxuBa pa3padaThIBacTCs C YI€TOM yCIOBUN U OCOOCHHOCTEH
paboThl apXuBa Ha OCHOBE MPUMEPHON CTPYKTYPBI ApXHUBA, YTBEPKACHHON
®denepanbHOM apxuBHOM ciyk00i1 Poccuu. B apxuBax, He UMEIOLIUX CTPYKTYPHI,
MOTYT CO3/aBaThCs TPyl pAOOTHUKOB 0 HATPABICHUSAM JI€ATEIHHOCTH.

CTpyKTypa U IITaTHOE PACTIMCAHUE APXHUBA YTBEPKAAIOTCS €T0 TUPEKTOPOM.

3.1.5. B apxuBe Ha mpaBax Hay4YHO-COBEIIATEIbHBIX OPraHOB, C TPUBJICYECHUEM
NpeACTaBUTENEH APYTUX OpraHU3aluii 1 HAy4YHOH OOLIECTBEHHOCTH CO3/Ial0TCSI:

- HayuHb11 COBET 11 KOJIJIETHAJIbHOTO PACCMOTPEHUS BOIPOCOB HAYYHO-
UCCIIeI0BAaTEIbCKOM U MyOIrKaTOpCcKoi padboThl . [lonoxkeHne o HeM U ero cocTas
YTBEPKIAIOTCS BBIIIECTOSIIIIMM OPraHOM YNPABJICHUS apXUBHBIM AesoM. Perenus
COBETa B HEOOXOUMBIX CITy4asx MPOBOAATCS B )KU3HB MIPUKA3aMH TUPEKTOPA apXHBa;



- OkcnepTHO-MeTouueckast komuccust (OMK) niis paccMoTpeHust BOIPOCOB
AKCTIEPTHU3bI IIEHHOCTH JOKYMEHTOB, HAYYHO-METOIMUECKOTO 00eCTICUeHUS
JeATeNIbHOCTU apxuBa. [1010keHre 0 KOMUCCUU U €€ COCTaB YTBEPKIAIOTCS
JTUPEKTOPOM apXuBa. PelieHrs KOMUCCHUU BCTYNAIOT B CUITY TIOCJI€ YTBEPKICHUS
JUPEKTOPOM apXHBa MIPOTOKOJIA €€ 3aCEAAHUS;

- Komuccus o PaCCCKPCUNBAHNIO APXHUBHBIX JOKYMCHTOB JIA PACCCKPCUMBAHUSA U
CHATHUA OFpaHI/I‘-IeHI/Iﬁ Ha UCIIOJIb30BAHUC JOKYMCHTOB B COOTBCTCTBHU C
HeﬁCTBYIOIHHM 3aKOHOAAaTCJIbCTBOM.

[TonmoxxeHue 0 KOMHUCCHU U €€ COCTaB YTBEPIKAAKOTCA TUPEKTOPOM apXHBa. Pemenus
KOMHCCHH BCTYIIAIOT B CHUJIY ITIOCJIC YTBCPKACHUSA AUPCKTOPOM dpXHBa ITPOTOKOJIA €€
3aCccaaHus.

HpI/I HCO6XOI[I/IMOCTI/I B apXHBC MOT'YT CO31aBaTbCs MHBIC HAYYHO-COBCIIATCIbHEBIC
OpraHbl, ITOJOKCHUA O KOTOPBIX U UX COCTAB YTBCPKIAKOTCA TUPCKTOPOM apXHUBaA.

3.2. IimanupoBaHue U OTYETHOCTH apXUBA

3.2.1. PaGoTy 1o ri1aHUPOBAHUIO U OTYETHOCTH B APXHUBE OPTraHU3YIOT TUPEKTOP WU
€ro 3aMECTHUTENb; HEIOCPEICTBEHHOE YYacTHe B 3TOW paboTe MPUHUMAIOT
pyKoBosIre paOOTHUKHU U CHEIIUAIUCTHI apXHUBA.

[TnanupoBanue paboOThI OCYIIECTBIIAETCS APXHUBOM CAMOCTOSITEIbHO, HA OCHOBE
aHaJIM3a pe3yJbTaTOB JACSITEILHOCTH, C YIETOM (DeiepaibHBIX M PErHOHATBLHBIX
mporpaMM (TIJIAHOB) Pa3BUTHS apXUBHOTO Jieia, pekomeHaannii denepanbHOM
apXUBHOM Ciry»)0bl Poccum, oprana ymnpaBiieHHs apXUBHBIM JIEJIOM CyObeKTa
Poccuiickonn @enepanym.

[Tnan paGoThl apxuBa cOCTaBISIETCS Ha Toj. B cooTBeTCTBUM ¢ (henepaabHbIMU,
PErMoHaNbHBIMU NPOTpaMMaMH (IJIaHAMM) PAa3BUTHS apXUBHOTO JIE€NIa, a TAKXKE 110
CcOOCTBEHHOW MHUIIMATUBE MOTYT pa3pabaThIBaThCA MEPCIECKTUBHBIC TIPOTPAMMBI
(maHbl) paboOTHI apXKBa W/WIK PA3BUTHS OTACIBHBIX HAPABICHUIA €ro
NEATEIIbHOCTH.

3.2.2. IIpu niaHupoBaHUM pabOTHI aApXKBA HA T'OJl ONPEAEIISIIOTCS TPUOPUTETHBIE
HaIPaBJICHHUS, BUABI pa0OT, UX 00BEMBI M UCTIOTHUTEIHN, YUUTHIBAIOTCA ITATHBIE,
(MHaHCOBBIE U MATEPUATHHO-TEXHUUYECKUE BO3MOKHOCTH, PEIIAIOTCS BOIIPOCHI
KOOpJIMHAIIMU CTPYKTYPHBIX NoJipa3aenenuit apxusa. [Ipu neobxoanumoctu
MPOBOJMTCS IITaTHAs! IEPECTAHOBKA.

K mnany pabGoThl apxuBa Ha TOJ] COCTABIISAETCSA pacueTHAs YaCTh MO MPUHATOMN B
apxuBe (popme, B KOTOPOI Ha OCHOBE TJIAHOBOM IITATHON YUCICHHOCTH apXHUBa U
HOPM BPEMEHU U BbIPaOOTKU MPOBOJUTCS pacyeT Oroakera paboyero BpeMeHH,
HEO0OXOMMOTO TSI BBITIOJTHEHHUSI HAMEUYEHHBIX padoT, IPeayCMaTPUBACTCS PE3EPB
BPEMEHH Ha BBITIOJHEHUE BHEIIIIAHOBBIX 3aJJaHUH.
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[Tnan pa®oThl apX¥uBa HA TOJ] COCTOUT U3 BBEJCHHUS, PA3ACIIOB, COOTBETCTBYIOIINX
HaTPaBIICHUSIM Pa3BUTHS apXUBHOTO JIeJa, U PUIOKEeHHH. B pa3aenax miana B
ckaTol popmMe 000CHOBBIBAIOTCS M KOHKPETUIUPYIOTCS BUIBI M 00 BEMBI
TUIAHUPYEMBIX pa0OT, OTPEICISIFOTCS X KOHCYHBIE PE3YIIbTAaThl, YKa3bIBAIOTCS
OCHOBHBIC OPTaHU3AIMOHHO-METOINICCKUE MEPOTIPUATHSI, CPOKH U UCTIOTHUTEIIH
pabor.

OO6s13aTeNIbHBIM MTPUIIOKEHUEM K TUIaHY PaObOThl apXUBa SBJISIIOTCS OCHOBHBIE
NoKa3aTelNy Tu1aHa paboThl apxuBa Ha rofl. OHU BKIIIOYAIOT HAUMEHOBAHUS U 00BEMBI
BUJIOB pa0OT, BHIMOJIHEHUE KOTOPBIX KOHTposupyeTcs: DenepanbHO apXUBHOM
ciyx60i Poccuu, opranom ynpapiieHus: apXUBHBIM JIeJIoM cyObekTa Poccuiickoii
®enepauuu, nupekTopoM apxuba. OCHOBHBIE MOKa3aTeNH MIaHa paboThl apXuBa Ha
r'OJl COCTABJISIFOTCS C TIOJYTOI0BOM, a MPU HEOOXOIMMOCTH - C MMOKBAPTAIbHOU
pa3OMBKOM.

[IpunoxeHUsIMU K IJIaHy apXuBa Ha TOJ1 ABJISAIOTCS MPU HEOOXOANUMOCTH TUTAHbBI
HAYYHO-ITyOJIMKATOPCKOM U HAYYHO - UCCIIEI0BATENbCKON PabOThI U JpyTHe
MPUIOKEHUS, YCTAaHABIIMBAEMbIE OpraHaMH YIIPaBJICHUS aApXUBHBIM JEIIOM W/WIH
JTUPEKTOPOM apXuBa.

[IpoexT mana paboThI apXuBa Ha TOJ 00CYKIAeTCs TUPEKIMEN apXuBa,
COTJIaCOBBIBAETCS BHILIECTOSIIIUM OPTraHOM YIIPABJIEHUS apXUBHBIM JEJIOM U
YTBEPXKJIAETCs TUPEKTOPOM apXuBa.

CpOKI/I OpcaACTaBJICHUA IJIaHa apXKWBa YCTaHABJIMBAIOTCA BBIICCTOAIIMM OPraHoM
YHOpaBJICHUSA apXUBHBIM ACJIOM.

3.2.3. [1nan cTpyKTYypHOTO MOAPa3IeICHUS COCTABISIETCS Ha CPOK U 1O (opme,
ONpeIEIEMBIM TUPEKTOPOM apXUBa, U YTBEPKIAETCS UM.

[Inan CTPYKTYPHOI'O IMOAPA3ACIICHUS BKIIFOYACT HpO(bI/IJ'ILHBIC JaHHOMY
moApa3ACJIICHUIO OCHOBHBIC ITOKA34TCJIN IIJIaHa pa6OTBI aApXHBa HAa Iroa 1 MOXKCET
BKJIFOYATh 00OBEMBI U BUbI pa60T, KOHTPOJHUPYCMBIC TOJILKO

PYKOBOAUTCIIEM CTPYKTYPHOI'O IMOAPA3ACIICHUA apXUBa.

3.2.4. InnuBY Ty anbHBIN TUIaH paOOTHUKA COCTABIISETCS Ha CPOK U 0 opme,
ONPEACIIIEMBIM TUPEKTOPOM apXHUBa, U YTBEPKAAETCSA PYKOBOAUTEIIEM CTPYKTYPHOTO
nojpaszaeneHus. UHauBuayanbHbIN MJ1aH paOOTHUKA COCTABIISIETCS] HA OCHOBE IUIaHa
CTPYKTYPHOTO MOJIPa3/ICICHHUS.

3.2.5. KoHTpob 32 BBINOJHEHUEM IIJIaHOB M KA4€CTBOM PAa0OThI OCYIIECTBIISAECTCS
PYKOBOJICTBOM apXMBA U €r0 CTPYKTYPHBIX MOIPA3ACIICHUN OCTOSHHO. X0 U
PE3yNbTaThl BHITIOJHEHUS TUTAHA U Ka4eCTBa padOTHI pacCMAaTPUBAIOTCS HA TUPEKIIUN
apXHBa, T0BOJATCS JI0 CBEICHUS TPYIOBOT'O KOJIJIEKTUBA.

3.2.6. OTyeT 0 BBINOJHEHUH IJIaHa paObOThI apXKBa 3a TOJl, MOJIyroaue (KBapTan)
COCTaBIIsIeTCs 110 cCXeMe IIaHa. B pa3znenax oTdera B ckaroil popme naercs aHanus3



OCHOBHBIX UTOTOB pa0OThI, MOKA3bIBAETCS PE3YJIbTATUBHOCTD MTPOBEICHHBIX
OpraHu3alOHHO-METOANYECKHX MeponpusaTui. K otuety npuiiararorcss OCHOBHbIE
MOKa3aTeJM BIMOJIHEHNUS TUIaHa padoThl apXHBa 3a roji, aclopT apxuBa
(npunoxenue N 1), cBeieHUsI 0 COCTOSIHUM XPaHEHUS! JOKYMEHTOB B OpraHu3alusIX -
MCTOYHHUKAaX KOMILUIEKTOBaHUA apxuBa (mpuioxkenue N 2) u apyrue

npwioxeHus. [lopsaok, CpoKky MPeACTABICHUS U COCTAB MPUII0KEHUN K OTUYETY O
BBITNIOJIHEHUH TUTaHa paOOThI apXHBa 3a roJl, O BBITIOJHEHUH TUIaHa 32 OJIYToInue
(KBapTay) yCTAaHABJIMBAIOTCS BHIIIECTOAIMM OPTraHOM YIIPABJICHUS apXUBHBIM JEJIOM.

OT4eTsl O BBITIOJIHEHUH TIJIaHa CTPYKTYPHOTO MOApa3IeJIeHUs, HHIAUBUIYaTbHOTO
IU1aHa pabOTHHKA COCTABIIAIOTCA MO (POpMeE IJIAHOB B CPOKH, YCTaHABIMBAEMbIE
JUPEKTOPOM apXuBa.

3.2.7. Yuert Tpyna paOOTHUKOB apXHBa OCYILIECTBIIACTCS B IEJIIX KOHTPOJIS 32
BBHITIOJIHEHHEM 3aIJIAaHMPOBAHHBIX pabOT, HOPM BPEMEHH U BHIPAOOTKH,
HCIIOJIb30BaHUEM pabovero BpeMeHH 1o ¢GopMe U B MOPSIIKE, YCTaHABIMBAEMbBIM
JTUPEKTOpOM apxuBa. B apxuBe uim ero mnojapasaeleHusx Beercs Takke Tabennb
y4eTa U UCIOJIb30BaHUs pabouero BpEeMEHH.

3.3. Oprauusanus Tpyaa padbOTHHKOB apXHBa

3.3.1. Ilox opranuzanueit Tpyia pabOTHUKOB apXHBa OHUMAETCA 1oA00p U
palMoHaibHas pacCTaHOBKA KaJpoB, 3(pPEeKTUBHOE NCIIOIb30BaHUE MATEPHAIILHO-
TEXHUYECKUX PECYPCOB, CO3/IaHNE OIArONpUATHBIX YCIOBHM Ui paOOTHUKOB C
LEIbI0 COXPAHEHUS UX 37I0POBbS, MOBBIIIICHUS KauyecTBa paboT.

3.3.2. Tlox6op KaapoB, UX pacCTaHOBKA M MCIIOJIH30BAHKE B APXHUBE OCYIISCTBIISTFOTCS
B COOTBETCTBHH C €T0 3aJa4aMU U TPEOOBAHUSAMH OTPACIEBBIX U MEKOTPACIEBbIX
KBaJTM(UKAIMOHHBIX XapaKTEPUCTHK 10 JOJDKHOCTSIM. Ha OCHOBE CTPYKTYpHI U
HITATHOT'O PAaCIMCaHUs apXMBa ONPEIEIAETCS IITaTHAs PacCCTaHOBKA PaOOTHUKOB 10
CTPYKTYPHBIM TOJPA3ACICHUSIM U ydacTKaMm paloThl ((PyHKIIMOHAIBHBIM TPyTIIam),
KOTOpast yTBEPKIaeTCsl UPEKTOPOM apXUBa.

[TonOop 1 paccTaHOBKY KaJpOB OCYLIECTBIISIET pyKOBOACTBO apXUBa C y4aCTHEM
PYKOBOAMTENEHN CTPYKTYPHBIX Noapa3aesieHuid. [Ipu 3Tom yunTeiBaeTcs
COOTBETCTBHE PAOOTHUKOB KBATU(UKAIITMOHHBIM TPEOOBAHHUSIM, YCTAHOBICHHBIM B
OTPACIEBBIX U MEXKOTPACIEBBIX HOPMATHUBHBIX TIOKYMEHTaX, IPUHUMAIOTCS BO
BHUMAHHE UX JICJIOBbIE U JTUYHbIC KAUECTBA.

[Ipu npreMe HOBBIX paOOTHUKOB PYKOBOJICTBO apXKBa B 0053aT€ILHOM MOPSIKE
3HAKOMUT UX C COOTBETCTBYIOIUMU Pa3/IeJIaMU U IIyHKTaMu HactoAammx [Ipasui n
DTUYECKUM KOJEKCOM apXHUBHUCTA.

I[HSI OmnpeacICHUA COOTBETCTBUA pa6OTHI/IKOB 3aHUMACMBIM JOJIXKHOCTSAM II0
pe3yiibTaTaM UX ACATCIBHOCTH, YPOBHIO KBaHI/I(bI/IKaHI/II/I N JUYHBIM Ka4€CTBaM
NEPUOANYCCKH ITPOBOJUTCA UX aTTCCTALlUA.
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ATTecTarmoHHas KOMHUCCHS CO3/1a€TCs PUKA30M JIUPEKTOpPA apXHuBa.

3.3.3. B mensx coBepieHCTBOBaHUS MPO(HECCHOHATBLHBIX HABBIKOB, MIOBBIIIICHHUS
YPOBHSI 3HAHUH, OBJIAJICHUSI COBPEMEHHBIMU JIOCTIKEHUSIMU HAYKH U TEXHUKU
IPOBOJIATCS MEPOTIPUSITHS TIO TIOBBIIICHUIO KBATM(UKAIKA PAOOTHUKOB apXUBa.
®opMbI TOBBITIIEHUS KBATU(UKAINH (CTAXKUPOBKA, KYPChI IEPETIOITOTOBKH,
MOJIy4eHHE JTOTIOJHUTEIHHOTO 00pa30BaHus U JIp.) OMPEAETSIOTCS B MIaHe PabOTHI
apXx#Ba Ha TO/I.

3.3.4. Pa3nenenue u koornepauus TpyJa NpeyCcMaTprUBatOT pa3srpaHUuECHHE
NesITeIbHOCTU PA0OTHUKOB U X TPYHIHUPOBKY M0 XapaKTePy BBITOTHAEMBIX
(GyHKLINNA, yCTAHOBIICHUE B3aUMOCBSI3€M MEXKIY OTACIbHBIMU pA0OTHUKAMU U
CTPYKTYPHBIMHU MOAPA3/ICICHUSAMHU B €IUHOM MPOLECCE TPYAQ.

Pa3znenenue u xoomnepanus TpyJa B apXUBE 3aKPETUISIOTCS €r0 CTPYKTYPOH,
MOJIOKEHUSIMU O CTPYKTYPHBIX MOAPaA3IEICHUSIX, IITATHOW PACCTAHOBKOM U
JOJKHOCTHBIMU MHCTPYKIIUSIMHU.

®dopmoil Kooriepauu TpyAa OTACIbHBIX PAOOTHHUKOB SIBJISIETCS] CO3/IaHE BPEMEHHBIX
TPYAOBBIX KOJUIEKTUBOB. BpeMEHHBIN TPYIOBOW KOJUIEKTUB CO31AETCS IS
BBIIIOJIHEHUS ONPE/IETICHHON padoThl (pa3paboTka HAYYHO-UCCIEA0BATENbCKON TEMBI,
MOJATOTOBKA COOPHHUKA, BHICTABKU JJOKYMEHTOB, CIIPABOYHHKA, BHITIOJTHEHHUE 3aJaHHs
BBIILIECTOSILEr0 OpraHa u Jip.). B coctaB BpeMEHHOT0 TpyA0BOT0 KOJUIEKTHBA
BKJIIFOYAIOTCS] pa0OTHUKU PA3IMYHBIX CTPYKTYPHBIX MMOAPA3CIICHUI apXuBa U, IpU
HEO0OXOIUMOCTH, CICIIHAIMCTHI CTOPOHHUX opranu3anuii. CoctaB BpEMEHHOTO
TPYJIOBOTO KOJUIEKTHUBA, YCIOBHSI €TO IEATETLHOCTH, B TOM YKcCIie (PMHAHCHPOBAHUE,
CPOKH Y TIOPSIIOK BHITIOJTHEHUS PabOThl, YTBEPKIAIOTCS PUKA30M AUPEKTOPA apXUBa.
Paborta, BbITIOJIHSIEMAasi BPEMEHHBIM TPYIOBBIM KOJIJIEKTUBOM, OTPAXKAETCSI B TJIaHE
paboThI apxMBa Ha TOJA U OTYETE O €0 BBHIMOIHECHHUH.

3.3.5. B apxuBe npuMeHSETCSI COBMEIICHUE JOJKHOCTEN U paclIupEeHUE 30H
obcnmyxuBaHus. Pacimpenue 30H 00CTy)KHBaHUS - 3TO BBIITOJIHEHHE PAaOOTHUKOM
Hapsay CO CBOCH OCHOBHOM JICATEIBHOCTHIO IOTIOJHUTEIHFHOTO 00beMa padoT 1o
CBOEM JIOMKHOCTH.

CoBmMelieHre JOHKHOCTH - BBITIOJTHEHHE PAOOTHUKOM HApSy CO CBOCH OCHOBHOM
paboTOoM, JONOIHUTENBHON PA0OTHI IO APYTOU JOIKHOCTH, IPELYCMOTPEHHON
LITATHBIM PACIIMCAHUEM APXUBA.

CoBMeleHne JOKHOCTH WIN PACIIUPEHNE 30HbI 00CITYKUBaHMsI HE JOJKHO
NPENATCTBOBATH BBITOJHEHUIO pAOOTHUKOM €r0 OCHOBHBIX 00SI3aHHOCTEIA.

CoBMeleHre J0KHOCTY WK PACIIUpPEHUE 30Hbl 00CITyKHBaHHUs paOOTHHUKA
oopmIIsieTcs IpUKa3oM JUPEKTOpa apXuBa.

3.3.6. B apxuBe npuUMeHSIOTCSI HAyYHO 000CHOBaHHbIE HOPMBI BPEMEHU U BBIPAOOTKU
Ha OCHOBHBIE BUBI pa0oT U onepauuid. Hopma BpemeHnu - 3To 3atpara BpeMEHH Ha



BBITNIOJIHEHUE €UHUIIBI pa00ThI pAOOTHUKOM COOTBETCTBYIOIICH KBaTU(UKALIIH.
Hopwma BbipaboTKH - 00beM pabOThl, KOTOPBIH JHO0KEH ObITh BBINOIHEH PAOOTHUKOM
COOTBETCTBYIOIIEH KBATU(PUKAIIMY B €IUHHUILY BPEMEHH MIPU

omnpeeNieHHbIX OPraHU3alMOHHO-TEXHUUYECKUX YCIOBHSIX.

HopMbl MOTYT OBITH ONIEpallMOHHBIMH, YKPYITHEHHBIMU M KOMILIEKCHBIMU; IO chepam
MPUMEHEHUS - TUTIOBBIMU U MECTHBIMH.

OnepalioHHbIE HOPMBI PErTIAMEHTHUPYIOT OJJHY padouyro onepanuio (HyMmepaus
JMCTOB WK 0OOPMIICHUE SIPIIBIKOB).

VYKpynHeHHbIE HOPMBI pa3pabaThIBAIOTCS ISl HEUMKINYECKUX BUAOB paboT u
OXBAaTbIBAIOT HECKOJIBKO ONEpALM (ITOATOTOBKA BBICTABKU, COBEIAHMS U T.I1.).
KomMmrnekcHbie HOpMBI YCTaHABIMBAIOTCS HA B3aUMOCBSI3aHHBIE PA0OTHI MIIH LUK
paboT, MPEIIIECTBYIOMINX MOJIYYSHUI0 KOHEYHOTO Pe3yIbTaTa (HOpMa Ha TOJATOTOBKY
cOOpHUKA JOKYMEHTOB, CIIPaBOYHUKA U JIp.).

TunoBbie HOPMBI pa3pabaTbIBaOTCs U yTBep)kaatoTcs denepanbHo apXUBHOM
ciy»00i Poccrun mpuMEHUTENBHO K YCPETHEHHOMY TEXHOJIOTUYECKOMY MPOIIECCY
JUTSI BCEX KaTETOPHil apXMBOB.

MecTHbIE HOPMBI pa3padaThIBAOTCS KOHKPETHBIM apXHBOM Ha OCHOBE THITOBBIX
HOPM, KJIaCCU(DHKAITMOHHOTO MEePEYHsI paboT, BHITIOJHSIEMBIX B ApXUBE, TAHHBIX O
BPEMEHHBIX 3aTpaTax, MOJYYCHHBIX ITyTEeM XPOHOMETPAKHBIX HAOIIOACHHH,
dboTtorpadum u camodoTorpaduu padbodero BpeMeHH, TaHHBIX YUETHBIX M OTUYCTHBIX
JIOKyMEHTOB M PE3yJIbTaTOB IMPOBEPOK YPOBHSI BRIMTOJIHEHUS HOPM. MEeCTHBIC HOPMBI
YTBEPXKAAOTCS TUPEKTOpOM apxuBa. [1o Mmepe HEOOXOAMMOCTH, ¢ U3MEHEHUEM
TEXHOJIOTHH Y TOSIBJICHUEM HOBBIX BUIOB pa0dOT, OHM MOT'YT JOIOJIHATHCS U
KOPPEKTHUPOBATHCS.

3.3.7. PykoBo/CTBO apxuBa oOecrieuuBaeT OIaronpusiTHbIC YCIOBHSI U OXpaHy Tpyaa
B apXMBE, B TOM YHCJIE€ PAIlMOHAIBLHBIN PEXUM TpyJa U OTAbIXxa paOOTHHUKOB,
OpraHU3alNI0 paboUrX MECT U UX OCHAIIEHNE HEOOXOIUMBIMU MaTepHAIaMU,
000py/I0BaHUEM M OPTTEXHUKOH, yIIydIlleHUE YCIOBUHM Tpyia B pabounx
MOMEIIECHUSIX (TEMIIEpATypa U BIIAXKHOCTh BO3/1yXa, CTENIEHb LIyMa, 3alblJIEHHOCTb,
OCBellleHuEe, yA00HOe pa3MelleHre paboyrX MECT) B COOTBETCTBUM C JEHCTBYIOIIUMHU
HOpMaTHBaMH, a TaKXKe MPOTUBOIOKAPHYIO OE30MMaCHOCTh U COONIOICHNE

MpaBuUJI NMOJIb30BAHUS TEXHUUYECKUMU CPEJICTBAMH.

PaboTHHKYM apXuBa MPOXOAST 00513aT€IbHBIN HHCTPYKTAX 110 IPOTUBOIOKAPHOM
0€30MacHOCTH U TEXHHUKE 0€30MaCHOCTH; MOPSAOK IPOBEACHHUS MHCTPYKTaXa JIJIs
pa3nuYHBIX KaTeropuii padbotaukoB onpezaeneH B [OCT 12.0.004-90.

JlupekTop apXuBa U KOJUIEKTHB paOOTHUKOB MOTYT 3aKJF0YaTh KOJUIEKTUBHBIN
JIOTOBOP, COZIEPKALUI 00513aTEIBCTBA CTOPOH 10 YCTaHOBJIEHUIO YCIIOBUH TPy A,
3aHATOCTH, COLIMATILHBIX TapaHTU paOOTHUKAM apXUBa.



3.4. BelmoJiHEHWE TUIATHBIX PA0OT M yCIyr. MapKETHHT apXWUBHOU WHMOOpMAIIUKA

3.4.1. ApxuB [iJ1s1 IPUBJICUEHUST BHEOIOKETHBIX CPEJICTB BBITIOIHSCT IJIATHBIC
paboThI 1 ycayru 0e3 yiiepoa i peaau3alii €ro OCHOBHBIX 3a71a4 U (yHKITHH.

HomenknaTtypa miatHbiX paboT U yCIIyT, BBIIOJHAEMbBIX apXUBAMU, YCTaHABIMBACTCS
denepanbHOM apXUBHOM ciTy>k0011 Poccun.

ApXUB Ha OCHOBE Ha3BaHHOW HOMEHKJIATYPhI C YUYETOM YCIIOBHIA CBOEH JIEATEIBHOCTH
(cocTaBa u cozepKaHusl XPaHSAIIUXCS TOKyMEHTOB, Kpyra notpeduresneit padbot u
YCIIyT, TEXHUYECKUX BO3MOXKHOCTEH U JIp.), MOKET pazpadaTsiBaTh 0oJiee JeTaIbHbIN
nepeyeHb IIATHBIX PaboT U yCIIyT, KOTOPBIN YTBEPHKIAETCS TUPEKTOPOM.

ApxuB nH(GOPMUPYET NOTEHIHATBHBIX TOTPeOUTENIEH O IIATHBIX PaboTax U yCiIyrax,
IPUHUMAET 3aKa3bl U 3aKJII0YAET IOTOBOPA HA X BBINOJIHEHUE. Buabl 1 00beMbl
IUTATHBIX pabOT U yCIIyT BKJIIOYAIOTCSA B IJIaH pabOThI apXKBa Ha IO/, TUIAHbI
CTPYKTYPHBIX TOJipa3ieieHuid. J1Jisg BHITIOIHEHUS TUIATHRIX PabOT M YCIYT B apXUBe
MOTYT CO3/1aBaThCs CIIELUAIbHBIE CTPYKTYPHBIE NIOAPA3ACIICHNS], BDEMEHHBIE
TPYAOBBIE KOJIJIEKTUBBI.

3.4.2. ApxuB HE MOXET B3UMATh ILJIATY 3a:

- BBITIOJTHEHHE COIMAILHO-TIPABOBBIX 3aPOCOB IPak/iaH O MOATBEPKICHUN
TPYJIOBOTO CTa)Ka U pa3MepoB 3apabOTHOM IMJIaThI, TPOXOKICHUHU CITYKOBbI B
BOOPY>KEHHBIX CHJIaX, yHaCTHUH B MAPTU3aHCKOM JABM>KEHUH, MUPOTBOPUYECKUX
aKIUAX, JUKBUAJAIIUHN TIOCIEACTBUIN YpE3BhIUYAWHBIX MTPOUCIIIECTBUN, N30paHUH HA
BBIOOPHBIC TOJDKHOCTH, HATPAXKJICHUHU TOCYIapCTBEHHBIMU Harpajgamu, MPpUCBOCHUN
MOYETHBIX 3BaHUM, HAXO0XKJICHUU Ha U3JICYEHUH, TTIOTYyYEeHUN 00pa30BaHus; O JINIAX,
MOCTPAJaBLINX OT MAaCCOBBIX pENpeccuil (pacKyJaueHHbIX, HACUILCTBEHHO
MIEPECEIICHHBIX, JTUIICHHBIX N30MPATEIbHBIX TIPAB | JIp.); O MPEeObIBAHUN B HEMEIIKUX
KOHIUIarepsix 1 HACUJIbCTBEHHOM BBIBO3€ C OKKYIIHPOBAaHHBIX TEPPUTOPUI B
['epMaHuIO U IpyTUe CTPaHbl; O peadUIUTALUY;

- 00CIy>KMBaHUE B YUNTAIILHOM 3aJI€ apXuBa (32 UCKIIOUEHUEM YCIIyT, HE
npeaycMOTpeHHbIX [IpaBuiaMu paboThI MOTH30BATENECH B UNTATBHBIX 3a1aX
rocyJapCcTBEHHbIX apxuBoB Poccuiickoit denepaium);

- IPEJI0CTaBIIEHNE OpraHu3alUuIM-POH1000pa30BaTEIAIM UX JOKYMEHTOB BO
BPEMEHHOE MOJIb30BAHUE ISl CITY>KEOHBIX LIETIEH;

- IPeIOCTaBIIEHUE HHPOPMAIIUH 0 TOKYMEHTaM, KOTHI JOKYMEHTOB OpraHam
rOCyapCTBEHHOM BJIACTH M MECTHOTO CAMOYIIPABJICHUS IS UCTIOJIb30BAHUS MX B
CIIy’eOHBIX 1esIX B o0beme A0 100 mmucToB (3a UCKITIOUEHHEM PacXo0B Ha
KOMTUPOBAHUE IOKYMEHTOB U MIOYTOBBIC OTIPABIICHHUS);

- OpraHu3anuro paCCCKPCUNBaAHUA TOKYMCHTOB I10 3aIlipoCaM M0JIb30BaTeleH (3a
HUCKJIIOUYEHUEM U3TOTOBJICHUS KON )IOKYMGHTOB);
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- OpPraHU3aIlMOHHO-METOINYECKOE PYKOBOJCTBO OpraHu3alieil J0KyMEHTOB B
JIEJIONIPOU3BOICTBE, paOOTOM apXUBOB IOCYAAPCTBEHHBIX OPTaHU3AIUI - HICTOYHUKOB
KOMILJIEKTOBaHUS apXUBa;

- Hay4YHO-TeXHHYECKoe HH(OpMHUpOBaHHE OpraHu3aluil cucteMbl PenepalibHOl
apXWBHOU CiTy»)0b1 Poccum.

ApPXUB MOXKET OTPEACIATh KATETOPUHU IOPUINIECKUX U (PU3NUECKUX JIUIL
(MeHCHOHEePhl, MHBATUBI, IETCKUE I0Ma U Jp.), VISl KOTOPBIX PabOThI U yCIIyTH
OCYIIECTBIISIIOTCSL OECIUIATHO WM HA JIbTOTHBIX YCIOBUSX.

3.4.3. Tlpu BBINOJHEHUY IATHBIX pa0bOT U YCIYT UM COBMECTHBIX paOOT OTHOLICHUS
apxuBa CO CTOPOHHUMU OPTaHU3ALUIMU U MOTPEOUTENSIMU, B TOM YHCTIE
3apyOEKHBIMU, MOTYT 3aKPEIIATHCS IOTOBOPOM, B KOTOPOM yCTaHABJIMBAIOTCS
MpEeAMET JIOTOBOPA, 0053aTENbCTBA CTOPOH, CPOKH M 0OHEMBI BBITIOIHAEMBIX padoT U
yciyT, hopMa ¥ yCIOBUS OILJIATHI, MOPSIIOK Pa3pelIeHHsI CIIOPHBIX CUTYaIUi U
pacTOpKEHHS I0rOBOpa.

ApxuB B 0053aTEILHOM MOPSAJIKE 3aKII0UYAET JOTOBOP C MOTPEOUTETIEM B CITyUae
KOMMEPYECKOTO MUCTIOIB30BAHMSI OTPEOUTETIEM XPAHSIIUXCS B apXUBE JOKYMEHTOB
W/WIIHA CIPABOYHUKOB K HUM. J[0 3aKITIOUEHHSI IOTOBOPA apXHUB MPOU3BOJUT €T0
HKOHOMHYECKOE 000CHOBAHUE, PACCUNTHIBACT MPEIOaraeMbIe 3aTPaThl U
0KHJ1aeMbIil 9P GEKT OT BRIMOIHEHHS A0roBopa. 110 peleHno BRIIECTOSIIEr0 Oprana
YIPABJICHUS APXUBHBIM JIEJIOM ApXUB IPEJICTABISAET EMY MPOEKTHI IOTOBOPOB HA
cornacoBanue. [Ipu ’TOM MPOEKTHI TIOTOBOPOB apXHBa C 3apyOeKHBIMU
MOTPEOUTENSIMU B C POCCUMCKUMU OpraHU3alUsIMH, JEHCTBYIOITUMU COBMECTHO C
3apyOEKHBIMU OTPEOUTEISIMU UJTU TI0 UX TIOPYUUTEIBCTBY, a TAKXKE JOTOBOPA,
HOCSIIINE KOMMEPUYECKUN XapaKTep, MOAJIekKAT 00513aTeIbHOMY COTJIACOBAHUIO C
BBIIIECTOSAIIUM OPTaHOM YIIPABJICHUS ADXUBHBIM JICTIOM.

3.4.4. ApxuB yCTaHaBIMBAET 1ICHbI HA BHINIOJIHSAEMbIE TUIATHBIE PAa0OTHI U YCIIYTH,
UCXOJs U3 UX MPOU3BOJICTBEHHON C€0ECTOMMOCTH U PEHTA0EIBHOCTH, C YUETOM
JEHCTBYIOIUX HAJIOTOB. LleHa MOKET yCTaHaBIMBATBCS U 110 COTIIACOBAHUIO C
notpedurenem. LleHsl Ha nmuaTHbIE pabOThI U YCIYTU YTBEPKIAIOTCSA AUPEKTOPOM
apxuBa.

3.4.5. MapkeTuHr apXuBHOM MHPOpPMALIUU - I€ATEITbHOCTh, HAIPABJICHHAs Ha
M3y4YEeHHUE pbIHKA HH(OpPMAIUU U OIIpEIeSIEHUE CIIPOCa HA PETPOCIIEKTUBHYIO
uHGOPMAITNIO, COJIEPIKAIILYIOCS B apXUBHBIX JOKYMEHTAX, a TAK)KE HA YCIIYTH C LEJbIO
MOJTy4YCHHSI BHEOIO)KETHBIX CPEJICTB.

MapxkeTHHT HHPOpPMAIMK BKIIIOYAET:
- U3y4YeHHe MOTPeOHOCTEN MOoJIb30BaTeNel JOKYMEHTHOW HHpOpMaIu;

- YCTaHOBJIEHUE ONTUMAJIbHBIX 1IEH Ha pabOThl U YCIYTH, KOPPEKTUPOBKY HX B
COOTBETCTBHUHM CO CIIPOCOM;



- pexyiaMy UH(pOpMalIluH, TUIATHBIX padoT U yCIIyT;
- COXpaHEeHHE U MIOUCK HOBBIX MOTPEOUTENEH.

Ocy1iecTBiI€HHEe MAPKETUHTOBOM AESITEILHOCTH BO3JIaraeTCs Ha COOTBETCTBYIOIINE
CTPYKTYpPHBIC ITOAPA3ICICHUSI.

3.5. HayyHo-meToanueckas pabora apxuBa

3.5.1. B uensix noBbIIeHUs] HAYYHOI 000CHOBAHHOCTH, 3((PEKTUBHOCTU 1 Ka4eCTBa
paboThl O peanu3anuu 3a1a4 1 QyHKIUN, apXUB BEAECT HAYYHO-UCCIIEOBATEIbCKYIO
U METOAMYECKYIO paboTy B 00JIACTH apXUBOBEEHUS, TOKYMEHTOBEICHUS,
apxeorpauu, ICTOYHUKOBEICHHUS, JPYTUX CMEKHBIX C HUMU HAYYHBIX JUCIUIUIHH.

Hay4dHo-uccnenoBarenbCKyo 1 METOIUYECKYIO paOOTy B apXUBE OPraHU3yeT
JTUPEKTOP WM €r0 3aMECTUTENh, KaK MPaBUJIO, UePE3 COOTBETCTBYIOIIEE CTPYKTYPHOE
noApa3eieHUe; HEMOCPEACTBEHHOE yUacTUE B HEW MPUHUMAIOT Haubosee
KBaJTU()UIIMPOBAHHBIC CTICIIUATIMCTHI apXHBA.

3.5.2. OcHoBHBIMU (hOpMaMH HAYYHO-UCCIEAOBATEIHLCKOU U METOINIECKON pabOThI
apXHBa SBIISFOTCS:

- IPOBEAECHHUE HAYUYHBIX UCCIICIOBAHUN, IOATOTOBKA HAYUYHBIX JOKJIAI0B, CTATEH,
AaHATUTUYECKUX 0030pOB, COOPHUKOB JJOKYMEHTOB, CIIPABOYHUKOB, 0a3 JaHHBIX;

- pa3pa60TKa MCTOIUYCCKUX JOKYMCHTOB,

- PELICH3UPOBAHUE HAYYHBIX U METOJIMUECKUX Pa3pabOTOK IPYTrUX apXUBOB, HAYUHBIX
Y UHBIX OpTaHU3aI1N;

- OpraHu3anusg U y4aCTHUC B HAYYHbIX, HAYYHO-TIPAKTUYCCKUX KOH(l)epeHLII/IHX 141
CUMIIO3NYyMaXx,

- 00CyXJIEHUE TEOPETUICCKUX U TPUKIIAIHBIX MTPOOJIEM Pa3BUTHSI apXUBHOTO Jiejia Ha
3acenanusix HayyHoro coBeTa apxuBa, 30HAILHOTO HAYYHO-METOAMYECKOTO COBETa
apxuBHbIX yupexaenuii (3HMCOC);

- pCHICHUC MCTOANYCCKHUX BOIIPOCOB Ha BKCHepTHO-MeTOILquCKOﬁ KOMHCCHH,
MCETOONYCCKHNX COBCHIAHHUAX,

- 000011IeHIE B paCTIPOCTPAaHEHHUE TIEPEIOBOTO OIIBITA;
- METOJIMYCCKUE KOHCYJIbTAIUH.

3.5.3. ApXuB MPOBOJANUT HAYYHBIE UCCIICIOBAHUS CAMOCTOSTEIILHO H/MIIA COBMECTHO
C IpYTMMH apXUBaMU, HAYYHBIMH OPTaHU3AIUSIMU B paMKax IUIaHA HAy4YHO-
uccienoBareiabckoit padotsl (HUP) yupexnenuit u opraHu3auuii CUCTEMBI
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denepabHOM apxuBHOU c1yk0b1 Poccuu, mnana 3HMC, denepaibHbIX 1
peruoHaIBHBIX MPOTPaMM, TUIaHa paOOThI apXWBa Ha TOJ.

HayuHnble uccnenoBanus MOTYT OCYIIECTBIISITHCS QpXUBOM TaKKe€ B MHUIIUATUBHOM
HOpsiZIKE Ha OCHOBE 0€3BO3ME3/IHBIX (PMHAHCOBBIX CyOCHaMii (TPaHTOB) C
COOJIIO/IEHNEM YCTIOBHM, IPEIYCMOTPEHHBIX TPAHTOAATEISIMHU.

3asiBOYHbIE KapThl Ha pa3pabOTKy TeM, MpeajiaraeéMbIX IJisl BKIIOUEHHS B IJI1aH
HAy4YHO-UCCIIEIOBATEIbCKOM pabOThl YUPEKICHUN U OpraHU3alui CUCTEMBI
denepanbHOM apXUBHOM CTy>KO0bI Poccuu, opopMIISIIOTCS B COOTBETCTBHUH C
TpeboBaHusIMU PerinaMenTa moaroToBKM OTPAacaeBOro IjiaHa Hay4YyHo-
UCCJIeI0BATEIbCKON PaOOTHI.

3asBKHU Ha KOHKYPC JIA IIOJIYUCHHMA I'PAHTOB HA IIPOBCACHUC NMHUIIMATUBHBIX
HAay4HBIX I/ICCJ'IeI[OBaHI/If/'I, HN31aTCIbCKUX IIPOCKTOB /M IIPOCKTOB Pa3BUTHUA
MaTepHaHBHO'TCXHquCKOﬁ 0a3bl dpXHBa MMOAAI0TCA apXUBOM I10 Q)OpMaM,
YCTAHOBJICHHBIM I'PAHTOAATCIISIMU.

3.5.4. ApxuB, SIBJIAIOUIUANICS TOJIOBHON OpraHu3aiuend mpu COBMECTHOM HUCCIICIOBAHUU
HAayIHOM TEMBbI, OTBEUYACT 3a pa3pabOTKy TEMBI B IIEJIOM, ITOATOTABIMBACT 11O
COTJIACOBAHUIO C COMCIIOJIHUTEISAMU OPTaHU3allMOHHO-METOANYECKUE TOKYMEHTHI,
OTIpEICISIONTNE TOPSAIOK pabOThl HAJl TEMOM, KOOPAUHUPYET PabOTy U OKa3bIBAET
METOJAMYECKYIO TIOMOIIb COUCIIOJIHUTENSIM, 0000IIaeT MPeICTaBICHHbIC
COMCIIOJIHUTEJISIMA MaTEPUAJIbl U TOTOBUT UTOTOBBIN IOKYMEHT 10 TEME, ITPU
HEO0OXOIMMOCTH COCTABIIICT HAYYHBIH OTYET.

ApXI/IB, HBHSIIOIHHP’ICH COUCIIOJTHUTCIIEM TEMBI, BBIIIOJIHACT 3aaHUA B COOTBECTCTBHUU C
OpTraHU3alMOHHO-MCTOANYCCKUMHU JOKYMCHTAMU 10 TCMEC: TOTOBUT NCXOJHBIC
AHAJIMTHYCCKUC MAaTCpUAJIbl, BEACT pa3pa60TI<y YaCTU TCMBI, HMCIOH.ICﬁ
CaMOCTOATCIbHOC HAYYHOC 3HAUYCHHUC, YUACTBYCT B PCUCH3UPOBAHNH U
OKCIICPUMCHTAJIbHOM BHCAPCHUHN PE3YJILTATOB UCCICAOBAHMA.

Pa3zpaboTka HayyHOU TeMbl OJPA3AEIAETCS Ha CIEAYIOIINE 3TAIbl: MPEANPOCKTHOE
oOcienoBaHue (03HAKOMIIEHUE C COCTOSIHUEM BOTIPOca, POPMUPOBAHUE UCXOTHOM
UCTOYHUKOBOMW 0a3bl M Oubmorpaduu, COCTaBICHNE MPEUIOKESHUN TT0 OpraHU3aIH
WCCJIEIOBAHUSA ), COCTABJICHUE U YTBEPKJCHUE OPTraHN3alMOHHO-METOANUYECKUX
JIOKYMEHTOB I10 TeME (TporpamMma, TEXHUYECKOE 3a/I1aHue, TUIaH - TPOCTIEKT,
KOOPIMHAIIMOHHBIN IJ1aH MCCIIe0BaHus ), cOOp, aHaIN3 U 0000IeHnEe MaTEPUATIOB,
MOJITOTOBKA, OOCYK/IEHUE, SKCIIEPUMEHTAIbHOE BHEPEHNE U 0(OPMIICHUE UTOTOBBIX
JIOKyMEHTOB T10 TEME.

[Tporpamma rccnenoBanus pa3padaTbIBaeTCs s BCEX TEM MPUKIIAAHOTO XapaKTepa
KpOME TEM, 110 KOTOPHIM MPEAYCMOTPEHO COCTABIEHUE TEXHUUYECKOTO 3a1anus. [ lnan-
IPOCIIEKT COCTABIISAETCS IPU OCYIIECTBICHUN UCCIIEI0BAHNUs, PE3YIHTATOM KOTOPOTO
SIBJISIETCS] HAYYHBIN JTOKJIa/l, CIIPAaBOYHUK, aHAIMTUYECKHU 0030p U T.1I.



KOOpI[I/IHaHI/IOHHLIﬁ IJI1aH COCTABJIICTCA B CIIydaC COBMCCTHOI'O UCCIICAOBAHUA
HaquOﬁ TEMbI HCCKOJIbKUMHU OpraHru3allvsaMM, OIIPCACIIICT BUABI U PC3YJIbTAThI
pa6OTLI 10 KAXXI0OMY 9Tally UCCICA0BAHUA, OTBCTCTBCHHBIX HUCIIOJTHUTENICH U CpPOKH
BBIINIOJTHEHUA KaXXJ0I'0 3Talla 1 BUJa pa6OTI>I. HpOI’p&MMﬁ, TEXHHUYECKOC

3ala’HucC, IJIaH-IIPOCIICKT, KOOpI[HHaHHOHHBIﬁ I1aH UCCICAOBAHMNA YTBCPIKAAIOTCA
PYKOBOIACTBOM apXuBa - TOJIOBHOM OpraHHu3aluu.

Pa3pa60TKa TEMBI CHUTACTCA SaKOquHHOﬁ, €CJIM UTOTI'OBLIC JOKYMCHTBI paCCMOTPCHEI
N YTBECPIKACHBI B YCTAHOBJICHHOM IIOPAAKE.

["onoBHas opranuzanus HHGOPMUPYET COUCTIONHUTENEH O pe3yJIbTaTax 3aBepIleHuUs
TEMBI.

3.5.5. HayuHsble uccienoBanusi, OCyIIECTBIsIEMbIE apXUBOM 3a cueT (eepaibHOrO
OroKeTa, B TOM YKCIIE MOJArOTOBKA CIIPABOYHUKOB M IOKYMEHTAIbHBIX MyOIUKaIINi,
nojJiexaT 0053aTeNIbHOM roCy1apCTBEHHOM perucTpanuu Bo Becepoccuiickom HaydyHO
- Texuudeckom uHpopmannonnom rnerrpe (BHTULentpe). Peructpanuio HaydHbIx
MCCJIeIOBAaHUMN, OCYIIECTBIISIEMBIX 3a CUET APYTUX (PMHAHCOBBIX CPENICTB, APXUB
Moxet npoBoauts B BHTULenTpe Ha 1o0OpOBOIBHOI OCHOBE.

ApxuB - ucrionHutensb TeMbl HanpasisieT B BHTULlenTp perucrpaunoHnyro kapTy
YCTaHOBJICHHOTO oOpasia He no3aHee 30 aHel ¢ MOMEeHTa Havajaa PUHAHCUPOBAHUS
paboTtsl. [Ipu npoBeneHnn paboThl HECKOTBKUMH apXUBAMU KaXK/IbI COUCTIONTHUTENb
HarpasisieT B BHTHULeHTp pernctpanioHHy0 KapTy Ha BBIIOJHIEMYIO UM
CaMOCTOSITEJIbHYIO YacCTh paOOTHI.

ApxuB He no3gHee 30 aAHel ¢ MOMEHTA 3aBEPIICHUS 3aPETrUCTPUPOBAHHOMN
pabotsl Hanpaisier B BHTULenTp nndopmarmonnyto kapTy yCTaHOBICHHOTO
oOpasia, Hay4HbI OTUET, YTBEP>KICHHBIN PyKOBOJICTBOM apXHUBa.

[Topsimok 1 hopMbI rOCYJapCTBEHHOM PETUCTPALIMK HAYYHBIX HCCIIEIOBAHUIMA
YCTaHaBJIMBAIOTCS B HOPMATUBHO-METOIUYECKUX ToKyMeHTax denepaibHOro opraHa
WCTIOJIHUTEIIFHOM BJIACTU, OTBEYAIOIIECTO 33 HAYYHO-TEXHUYECKYIO MTOJIUTUKY, B
cootBeTcTBUM ¢ DenepanbHbIM 3ak0HOM "O0 00s13aTEBbHOM SK3EMILISPE
JIOKyMEHTOB".

3.5.6. MeTtonnueckue mocoOus Mo HAMpaBJIECHUSM U BUJAM BBITIOJIHSAEMBIX padoT
apXWB TOTOBUT, KaK MPABHIIO, HA OCHOBE HOPMATUBHO-METOINYECKUX TOKYMEHTOB
®denepanbHOM apXxUBHOM cy>k0bl Poccuu, oprana ynpaBieHUs] apXUBHBIM J€JIOM
cyobekta Poccuiickoii @enepaiiny, 0TpaciaeBbIX HAYUYHbBIX pa3padOTOK.

B meToanueckom mocoOuu BHE 3aBUCUMOCTH OT €T0 BHJIa (METOUYECKHE
pEeKOMEHAINH, paboyasi MHCTPYKITHUS, 0030p, TaMATKa U JIp.) KOHKPETU3UPYIOTCS
00111Me METOIMYECKUE TTOJIOKEHUS IPUMEHHUTEIFHO K YCIOBUSAM JESTEIbHOCTH
apXuBa, OMPEICTSIOTCS OCHOBHBIE 3aJ1a4d, METObI U MOPSIOK MTPOBEACHUS PAOOTHI,
MOJIKPETUIIeMble KOHKPETHBIMH MPUMEPaMHU, a TAK)KE€ B HEOOXOAMMBIX CITydasx
CHOCOOBI BHEIPEHUS M OXKUIAEMBIN pe3ynbTaT. B mocobuu MoxeT naBaThCs
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pacueTHas 4acTh, B KOTOPOH yKa3bIBAIOTCS 00BEM U BUBI PAOOTHI, €TUHHUIIBI
HU3MEPEHUs, 3aTpaThl pabOUYero BpeMEHH!, CPOKHU MIPOBEJACHHUS KaXI0ro BUa padoT.

[ToaroToBKa METOIMYECKOTO MOCOOUS BKIIIOUAET CIIEAYIOLIUE ITAMbl: pa3paboTka
IUIaHa, COCTaBJICHHUE IIPOEKTa, PELEH3NPOBAHUE U 00CYKIEHUE IKCIIEPTHO-
METOJIMYECKON KOMHUCCHEN, 10padoTKa U yTBEPkKACHHUE TOCOOUS PYKOBOACTBOM
apxuBa.

3.5.7. BHenpenue pe3yabTaToB HAYYHO-MCCIIEI0OBATEILCKON U METOAUIECKON PaOOTHI
MOJIpa3IesAETCs Ha SKCIIEPUMEHTAIbHOE (B paMKaxX pa3pad0TKH HAYYHOU TEMBbI) U
npaktruueckoe [IpakTuueckuM BHEAPEHHUEM SIBIISIETCS MOJIHOE WM YaCTUYHOE
MIPUMEHEHHE TI0JIOKEHUW 1 BBIBOJIOB HAYYHBIX U METOJINYECKUX Pa3pabOTOK,
HOPMAaTUBHBIX JOKYMEHTOB B MPAKTUYECKOM ACATEILHOCTH apxuBa. [Ipu aTom
JIOKYMEHTBI HOPMAaTHUBHOI'O XapaKTepa BBOJATCS B JIECTBUE MPUKA30M
BBIIIIECTOSIIETO OpPTaHa YIIPABICHHs ApXHUBHBIM JICJIOM W/WJIN JUPEKTOpa apXHBa.

[Tpu HEOOXOIUMOCTH ISl pa3bsICHEHUSI OCHOBHBIX MOJIOKEHUN BHEIPSIEMBIX
JIOKYMEHTOB U pa3pab0TOK U chepbl UX MPUMEHEHUS IPOBOASTCS METOUIECKUE
COBEIAHUS, 3aHITHS 10 MOBBIIIEHUIO KBATU(PUKAIIUN, CEMUHAPDI, IPAKTUIECKHUE
3aHATHS.

3.5.8. ApXuB B YCTaHOBJICHHOM NOPSIIKE HAINIPABIISET HA ICIOHUPOBAHUE B
OTtpacieBoii 1ieHTp HaydHO-TexHn4ueckor nHpopmaruu (OLTHTU) BHUM A
HAy4YHBIC U METOAMYECKUE Pa3pabOTKU, APYyTUEHEONyOIUKOBaHHbIE PA0OTHI, B T.4.
CIPABOYHUKH, TOKyMEHTAJIbHBIE Ty OIMKaIIUH.

3.5.9. llenTpoM Hay4YHO-TEXHUUYECKOU MH(MOpMAIK, UHPOPMAITMOHHOTO
obecrieueHnsi OCHOBHBIX HAMPAaBIICHUN JAEATEIHHOCTH apXUBa SIBISIETCS €TO
cnpaBodHO-uHPOopMarmoHHbIl o (CUD), npenctaBnsromuii co00i COBOKYITHOCTb
OITyOJIMKOBAaHHBIX M HEOMYOJIMKOBAHHBIX HAYYHO-METOUYECKUX U IPYTHX
JIOKyMEHTOB T10 TIpo0JieMaM apXuBOBEICHUS, TOKYMEHTOBEACHUS, apxeorpaduu,
JIPYTUX CMEKHBIX C HUIMU HAayYHBIX JUCLHUIUIMH, CIIPABOYHO-TIOMCKOBOIO anmnapara K
HUM, & TAKXKE CIPAaBOYHOU JTUTEPATYPHI U MATEPUATIOB, HEOOXOUMBIX IS
JEATEIbHOCTH apXUBa.

CU®D apxuBa GyHKIIMOHUPYET HA OCHOBAHUHU YTBEPKIAEMOTO JUPEKTOPOM
IIOJIO’KEHHMSI O HEM, KaK IPAaBWIIO, B COCTABE CTPYKTYPHOTO MOAPA3ACICHUS, HA
KOTOPOE BO3JI0KEHA OPraHU3ALMS HAyYHO-HCCIIEI0BATEILCKOM U METOAUYECKON
paboTtel. OCHOBHBIMU HampaBieHusIMH padoTel CUD apxuBa sIBASIOTCS
KOMITJIEKTOBaHUE (hOH/A, €r0 YUET, CO3JJaHue CIIPaBOYHO-TIOMCKOBOTO arapara u
opraHu3alys UCToIb30BaHus MatepuanoB ponga. CU® apxuBa KOMILIEKTYETCS
BCEMH HOPMATHUBHBIMH IOKYMEHTaMH, HAYYHBIMH U METOAMYECKUMU pa3paboTKaMu
apxuBa. Yuet matepuanioB CU®D ocyuiecTBiasieTCa B NOPAJIKE, YCTAHOBICHHOM TSI
OoubaroTeyHbIX PoHI0B (CM. 1I. 5.7.2).

CHUD apxusa B3aumoaeicteyer ¢ OUHTU BHUN A/ u perynsipro uepe3 3SHMC
(CU® denepanbsHOTO apXrBa HETIOCPEICTBEHHO) HAMPABIISECT CIIMCKH HOPMATHUBHBIX



JIOKYMEHTOB, HAYYHBIX U METOJAMUYECKUX Pa3pab0TOK apXUBa; JIJIsi CBOETO
MOTIOJTHEHUS 3aKa3bIBAET B HEM HEOMYOJIMKOBAHHBIE MaTepUalbl U JETOHUPOBAHHBIC
PYKONKCH IPYTUX APXUBOB U OPTaHU3ALU.

CHU® apxuBa MpoOBOAUT PETYIISIPHOE U IeNICHANPaBIeHHOE HH)OPMUPOBaHHE
pabOTHUKOB apXWBa, OPTaHU3YET JTHH WH(POPMAIINH, BRICTABKH HOBBIX MOCTYIIJICHUH,
TOTOBUT PEKOMEH/IATEIIbHBIE CIIUCKH JIUTEPATYPHI TI0 TEMATHKE TPOBOIUMBIX B
apxuBe padorT.

Brinaua marepuanoB CU® apxuBa ero pabOTHUKAaM OCYLIECTBIISETCS IyTEM
abonemeHTHOTO 00CITy>XuBanus. [lopsinok Beigaun matepuanoB CU®D asnst cTOpOHHUX
3aMHTEPECOBAHHBIX OpraHU3aLUN ONPEEseT TUPEKTOP apXHUBa; UX
uH(GOPMAIIMOHHOE 00CTYKUBAHNE MOXKET OCYIIECTBIATHCA KaK IJIaTHASI yCIIyTa
apxuBa.

3.6. Oprauusaiys IpuMeHeHus HHOOPMAIIMOHHBIX TEXHOJOTUNA B ADXUBE

3.6.1. ApxuB Npu BBITIOJIHEHUH CBOUX 3a/1a4 U (DYHKIIUI HCTIONb3YyeT
aBTOMaTH3MpoBaHHbIe HH(pOpMarmonHble TexHoiaoruu (UT).

OpraHu3anys IpUMEHSHHS] HHPOPMAIIMOHHBIX TEXHOJIOTUH B apXHUBE BKJIFOYACT B
ceost:

- OpraHU3aIMIO MTOTYYeHUS (MPUOOPETEHUS, CO3/TaHHMS ) MPOTPAMMHOTO 00ECTICUCHUS
(ITO) u KOMIBIOTEPHOHN TEXHUKH;

- conpoBoxacHue I10;

- KoopMHaluio Benenus 6a3 nanubix (bJ1);

- OpraHM3aIMIo JOCTyIa paOOTHUKOB M MOJIb30oBatesei k b/I;

- obecnieuenne 6e3onacHocT b/l u [1O 1 UX rocy1apcTBEHHYIO PETUCTPAIIHIO;

- OpraHu3aIio 00yUYeHHs U MOBBIIIECHUS KBATH(PHUKAIIMH PAOOTHIUKOB B 00JIACTH
npuMeHenus T B apxuBHOM Jede;

- IuianupoBanue npuMmeHennst UT B AesTeIbHOCTH apXuBa; B TOM YHCIIE
MIPE/ICTaBIICHUS CBEJICHNUI 00 apXHBE M €T0 TIOKYMEHTax B ceTH MIHTepHeT.

Ncnonp3oBanue UT B apxuBe Opranusyer JUPEKTOP WIK €ro 3aMecTuTenb. OyHKInu
110 opranuzauuu npuMeHenus MT B apxuBe Bo31araroTcst Ha OJJHO U3 CTPYKTYPHBIX
nojpasjieieHuii; B padbote no npumeHeHuto UT yyacTBytoT paOOTHUKH OCHOBHBIX
CTPYKTYpPHBIX MOJPA3ACIICHNN apXHBa.

B apxuBe pa3pabarbIiBaeTCsi HHCTPYKIIHS M0 PaObOTE C KOMIBIOTEPHOU TEXHUKOM H
[1O, koTOpas yTBEpKIAAETCS IIPUKA30M JUPEKTOPA apXuBa. B nHCTpyKIMun
YKa3bIBaIOTCSl OCHOBHBIE TPEOOBAHUS K PEXKUMY padOThl paOOTHUKOB, MEPHI 110
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noJJIep>KaHHI0 pab0TOCIIOCOOHOCTH KoMIIbIoTepHOU TexHuku U [10 u obecneuenuto
6e3omacuoctu bJI.

3.6.2. B apxuBe co3naercs uHTerpupoBanHas nHpopmarmonHas cucrema (MC),
npeCTaBIIsIomas co00il KOMILJIEKC B3auMOCBsI3aHHbIX b/l o0 0CHOBHBIM
HaNpPaBJICHUIM JIeATEIbHOCTH apXKBa U MPOIEeTypbl aBTOMAaTU3UPOBAHHOTO aHAIM3a
1 00pabOTKH BTOPUYHON JOKYMEHTHOM MH(OPMAIIH, CBEICHUN U3 YUETHBIX U
JIpyrux N0KyMeHTOB apxuBa. B pamkax VC pemarotcs 3agauu no
aBTOMAaTU3UPOBAHHOMY YUYE€TYy U MOMCKY JOKYMEHTOB; KOHTPOJIIO 32 00ecrneueHueM
UX COXPAaHHOCTH; BEJICHUIO CITMCKOB UCTOYHUKOB KOMIUIEKTOBAHUS; yUETY
UCTOJIb30BaHUS IOKYMEHTOB apX1Ba U JpyTHe.

N C apxuBa BeZieTcs Ha OCHOBE BBEJCHHOTO B JICHCTBUE BBHILIIECTOSIIIUM OPTraHOM
yIpaBIeHUs ApXUBHBIM JIETIOM YHHUPHUIMPOBAHHOTO 110 oTpaciu [10, B koTopom
peann3oBaHbl 0011I€0TpacIeBbIE TPEOOBAHUS K CTPYKTYPE U (PYHKIUSM CUCTEMBI.

CompoBoxaeHue yHUGUIIIPOBaHHOTO 10 oTpaciu [10 ocymecTBisieTcs
[EHTPAIM30BAHHO B MOPSJIKE, yCTaHABIUBaeMoM DenepanbHOM apXUBHOU CITYKOOM
Poccun.

3.6.3. IIpu ucnonbp30BaHUK APXUBOM COOCTBEHHBIX MTPOrPAMMHBIX pa3pabOTOK B HUX
JIOJDKHBI TIPEyCMaTPUBAThHCS:

- BKJIIOYEHHUE B CTPYKTYPbl HH(OPMAIIMOHHBIX MACCUBOB 0053aT€ILHOTO TIEPEYHS
nosier BJ] ¢ ux cnenudukanusamu, yreep:xxaaemoro denepanbHON apXUBHOU CITY>KO0M
Poccuu;

- 00s13aTeNbHBIC MPOLIEAYPHl 00PAOOTKHU TaHHBIX U MPEICTABICHHS PE3YIbTATOB
00paboTKu (BBIXOAHBIX (POPM) IO OCHOBHBIM HAINPABJICHUSM JESATEILHOCTH apXUBa B
TPaJAMIIMOHHON WJIM MallTMHOYUTAaEMOH dopMme.

[ToaroroBieHHast apXUBOM MPOTpaMMHas pa3padoTKa JTOJDKHA COCTOSATH U3
cobctBerHO [10; HCX0THOTO KOMMEHTHPOBAHHOTO TEKCTa MPOTPaMMBbI; KOMILICKTa
JIOKYMEHTAIIH, B KOTOPBIA BXOJSAT: UHCTPYKIIUS 1O MHCTAJUISIITUU, PYKOBOJICTBO
MOJIb30BATEII0, MHCTPYKIIUS 10 BBOAY JaHHBIX.

ApPXHB XpaHUT TOCTOSTHHO KOTIMH IUCTPUOYTUBOB Hctoib3yemoro 10 u
CONYTCTBYIOIYIO IOKYMEHTALUIO.

Conpooxaenue 110, co31aHHOTO apXHMBOM WIIH T10 €0 3aKa3y, BKIIOYAET B CeOs:

- ycoBepuieHcTBoBaHUE [1O B COOTBETCTBUM C JOTOJIHUTEIbHBIMU
00CTOSITEIbCTBAMHM, BOSHUKIIIMMHU B X0J1€ SKCIUTyaTaIllH;

- aJanTanuo, To ecTh npucnocodaenue [10 k n3MeHSIOINUMCS YCIOBUAM padOTHI,
YCTaHOBJICHHE CBSI3€H C IPYTUMHU ITpOrpaMMamMu;



- KOppCKUHIO, TO CCThb UCIIPABJICHHUC omnOOoK B nporpamMme, BbIABJICHHBIX Ha CTaIUN
OKCIITyaTaluu.

3.6.4. lns o pexTHBHOTO BEICHHS U UCTIONIb30BaHus b/l, opranuzaium
pacnpeneneHHbIx b/, oOMeHa ¢aiinamu 1 co0OIEHNUIMHU, KOJUIEKTUBHOM IMTOATOTOBKH
JIOKyMEHTOB U T.II. B ApXMBE yCTAHABIMBACTCS JIOKAJIbHAS BHIYUCIIUTEIbHAS CETh
(JIBC). [Tognepxky padotocnocodnoctu 10 JIBC, coBMecTUMOCTH C HUM
npwioxeHuit u b/, BeneHrne napojJsHOTO AOCTYyMa OCYIIECTBIIAECT aIMUHUCTPATOP
CETH, KaK MpaBujIo, pabOTHUK CTPYKTYPHOTO MOpa3AeICHHs], Ha KOTOPOE BO3JI0KEHA
opranusauusa npumenenus T B apxuse.

3.6.5. loctyn pabotHukoB apxuBa K b/l opranusyercs B COOTBETCTBUU C UX
00513aHHOCTSIMH U TTOJTHOMOYHSIMH. JIOCTYyT peryiupyercsi CUCTeMOi MapoIbHOM
3alIUTHl KOMIBIOTEPOB ¥ UH()OPMAIIMOHHBIX MACCHUBOB.

[TaponbHas 3amurta bJl o0ecnieunBaeT AOCTYII, KaK MPAaBUIIO, HA TPEX YPOBHSIX B
pexkumax "mosib3oBatens”, "penakropa’ u "aamMuHucTpaTopa'.

[Tapons goctyna HIKHETO YpoBHS (''m0JIb30BaTeNb'") pa3peniacT MOMCK U MPOCMOTP
uH(pOpMAaINH, TIOTYyYEHUE OTJEIbHBIX OTYETOB (BBIXOAHBIX (popm). B aTOM pexxnme
(GYHKIIMH BBOJA ¥ PEAAKTUPOBAHMS TAHHBIX, TOOABJICHUS U YJIAJICHUS 3arucei
HepocTynHsbl. [Tapons goctymna ypoBHs "pemakTopa’ gomyckaet npu padote ¢ b/
BBO/I M peJJaKTUPOBAaHUE MHPOPMAIINH, & TAK)KE TTOUCK, IPOCMOTP U BHIBOJ OTYETOB.
Pabora B pexume "aaMuHUCTpaTOpa" pazpeiiaeT u3MEHEHHEe Maposei JocTyna Becex
TpeX ypoBHeM, ynanenue nabopmanmu u3 b/, cnusiaue pparmentos bJl, cozmanubix
aBTOHOMHO, BEJICHUE CITyKEOHBIX MHPOPMAITMOHHBIX (aiioB (pyOpHUKaTOpOB U Ap.).

Hoctyn nonp3oBarenent k b/l 1o coctaBy u conepkaHuiO JOKYMEHTOB apXHBa
OCYILECTBJISIETCS] C TEPMUHAJIOB, 00ECIICUEHHBIX COOTBETCTBYIOUIEH MApOIbHON
3aIMTON, PACIIOJIOKEHHBIX, KaK IPABUJIO, B YATAJIBHOM 3aJI€ ApXUBA.

3.6.6. ba3bl JaHHBIX, CO3JaHHBIE APXUBOM, MOUIEKAT TOCYJAPCTBEHHON PETUCTPALINH
B YCTAHOBJICHHOM TOPSIIKE.

ApXuB BeIET y4eT Bcex co3manHbiX b/ B BUe 6a3bl TaHHBIX WX ONMUCaHui (06a3bl
MeTaJaHHbIX). B 00s3aTenbHble peKBU3UTHI 0a3bl META/IAHHBIX BXOAST Ha3BaHUE
y4UThIBaeMO# 6a3bl, ee 00beM (B Meradaiitax), XapaKTepUCTHKA COJEPIKAHUS
uH(pOpMaINH, IepedeHb HICTOYHUKOB JaHHBIX, KpalfHUE 1aThl JOKYMEHTOB,
uH(pOopMaIs 0 KOTOPHIX BBEJEHA B yuuThiBaeMyto b/l, naTel Hauana u 3aBepIICHUS
B/ (mnu oTMeTKa 0 mpoaoILKaroIeMcs BBOAE), (hopMat MpeCTaBiICHUS TaHHBIX,
npaBoBoii cratyc bJl, monuslit nepedyens noseit b1 ¢ ux uaeHtTudukaTopamu,
cneruuKare 1 MOsSICHEHUSIMH 10 UX COACPKAHUIO.

3.7. Oprauusaims paboThl apXUBa ¢ U31ATEIHCTBOM

3.7.1. C n31aTenpCTBOM 3aKIII0UAETCS JOTOBOP, B KOTOPOM IIPETyCMaTPUBAOTCS
npaBa ¥ 00s3aHHOCTHU U3/IaTENbCTBA U 3aKa34MKa (apXuBa), OrOBapuUBaIOTCS CPOK, HA
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KOTOPBIN MepelaeTcsi PyKOIUCh, TPeOOBaHUs, IPEAbABIIIEMbIE K HEW, CPOKH ClIauu
PYKOIHUCH B U3JaTEJIbCTBO, €€ U3JIaHUsl, TUPAXK U3/IaHUs, YPOBEHb MOJIUTPadUIECKOTO
o(opMIIeHHS, KOIMYECTBO SK3EMIUISIPOB U3AaHUS, TIepeJaBacMbIX 3aKa3uuKYy,
(buHaHCOBBIE YCIIOBUS, CIIydyan MpeKpallieHus JeicTBHs JOroBopa U Jpyrue ocoobie
YCIJIOBHSI.

[ToaroToBiieHHas apXUBOM PYKOMHUCH ApXUBHOTO CIIPABOYHUKA, TOKYMEHTAIBHON
nyONIMKaIMK WK IPYrod NPOAYKIUU HAYYHOU U METOAMYECKOH NI TEIbHOCTH
CIAeTcs B U3AATENIbCTBO IOCIIE oANnKcanus ee "B rneyaTs" OTBETCTBEHHBIM
pEeIaKTOPOM W/WIM PyKOBOACTBOM apxuBa. [Ipu moAroToBKe pyKOIUCH B
JIEKTPOHHOM BapHaHTE B U3AATEJIbCTBO NIEPENAETCA JUCKETA U OJIUH IK3EMILISP €€
pacnevarku.

3.7.2. ABTOpCKUI TEKCTOBOI OpUTHHAJ, IEPEJABAEMBbIH JJIs U3/1aHUs, JOJIKEH
BKJIFOYATh TUTYJIbHBIN JIUCT U 000POT TUTYJIBHOTO JIMCTA, aHHOTAIINIO, TIPEIUCIOBHE,
conepxanue B cootBerctBuu ¢ [OCT 7.4-95, 'OCT 7.9-95, 'OCT 7.5-98.

ApXUBHBIEC CTIPABOYHUKH WJIH MTyOJIUKAIIMH 00BeMOM cBbIie 20 T.JI. MOTYT
NOJArOTABJIMBATHCS B BUJE MHOTOTOMHOIO M3/1aHud. Kaxiplil ToM umeer
CaMOCTOSITENIbHOE "'coJIepkKaHre" U CAaMOCTOSTEIbHYIO HYMEPALUIO CTPAaHULL B
npenesax ToMa.

TuTynbHBIN JIUCT, COIEPIKAHKE U TIPEAUCIOBUE SBISIOTCS 0053aTeTbHBIMU
DJIIEMEHTAaMU U3JaHUs.

3.8. [IpaBoBas oxpana nHOOPMAITMOHHBIX IPOAYKTOB, CO3JIAHHBLIX B ADXUBE

[IpaBo cOGCTBEHHOCTH Ha MH()OPMALIMOHHBIE TPOYKThI (COOPHUKH TOKYMEHTOB U
JIpYyTUe NTOKyMEHTaJIbHbIE MTyOJIMKAIIMK, apXUBHBIE CIIPABOYHUKH, OYKIIEThI, KATAJIOTH,
0030pBI, ICTOPUUYECKHE CTIPABKH U JIP.), CO3JaHHBIC paOOTHUKAMH apXHBa B
IUTAHOBOM MOPSIZIKE, MPUHAUICKUT apXuBy. Ha 3T nHopmManmoHHble TPOTYKTHI
pacIpoCTpaHsIeTCs] POCCUNCKOE 3aKOHOIATENILCTBO 00 OXpaHe aBTOPCKOTO MpaBa u
CMEXHBIX TIPaBax.

[IpaBo co6cTBEeHHOCTH HAa MH()OPMAIIMOHHBIE TTPOYKTHI, CO3JJaHHBIC APXHUBOM Ha
JIOTOBOPHBIX HAaYaJlaX C COMCHOJHUTENIEM WM 3aKa3UUKOM, OIIPENIEIISIETCS YCIOBUSAMU
JIOroBOpA.

3.9. IlpodeccrnoHaabHas YTHKA APXUBUCTA

PaboTHHMKM apXuBa NP UCTIOTHEHUH JOJDKHOCTHBIX 00sI3aHHOCTEN COOMI0AAI0T
HOPMBI TPO(heCCHOHAEHOM ATUKH apXUBHUCTA, IPHHATHIC MUPOBBIM apXHUBHBIM

coobmiecTBoM U PoccuiickuM 00111eCTBOM HCTOPUKOB-apPXUBUCTOB. DTHUECKHIMA

KOJIEKC apXHMBHCTOB IIPElyCMaTPUBAET, B YACTHOCTH, CIIEAYIOIICE:

- mepBeIel 00s13aHHOCTBIO APXUBHUCTOB SIBIIIETCS 00€CTICYEeHUE COXPAHHOCTH
JIOKYMEHTOB, NEPEAAHHBIX UM JIJISI XPAHCHUS;
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- 0OBEKTUBHOCTh M OECIIPUCTPACTHOCTH APXUBUCTOB SIBIISIIOTCSI MEPUIIOM HX
npodeccronanuzMa. OHU JOHKHBI OKa3bIBATh COMPOTUBIICHUE JIIOOOMY JaBIICHUIO,
HaIIPaBJICHHOMY Ha MaHMILYJIMPOBAHUE C TOKYMEHTAMU C LEIbI0 COKPBITHS WIIN
UCKaXXeHHsI (PaKTOB;

- apXUBUCTHI JJOJDKHBI TOKYMEHTUPOBATh CBOU JACHCTBUS C TOKYMEHTAMU U OBITh
CIIOCOOHBIMH 00OCHOBATH 3TH JCUCTBUS,

- APXUBUCTLI JOJIKHBI COHeﬁCTBOBaTL MAaKCHUMAJIbHO IMUPOKOMY JOCTYILY K
AOKYMCHTAaM U oOecrneynBaTh 6€CHpHCTpaCTHOG O6CJIY)KI/IB3HI/I€ HOHLSOBaTeHeﬁ;

- APXUBUCTBI JOJIKHBI YUHHUTBIBATD C006pa)KeHI/I}I HaHHOHaHLHOﬁ 6630H3.CHOCTI/I,
YBAXXAaThb IIPaBO HA TaﬁHy YaCTHOM KU3HHU J'IIOI[Gﬁ, KOTOPBIC CO3Ja I JOKYMEHTEI, UJIU
CBCACHHUA O KOTOPBIX OTH JOKYMCHTEI COACPIKAT,

- APXUBUCTLI JOJIKHBI UCIIOJIb30BATh OKA3aHHOC UM JJOBCPHC B O6]J_II/IX HHTCPCCax U
n30eraTh NCIOJIL30BAHUS CBOETO MOJIOKCHHS JJI1 HCYCCTHOI'O YAOBJICTBOPCHUA CBOUX
HIJIN 9YKUX UHTCPCCOB,

- apXUBUCTHI JOJKHBI BO3AEPKUBATHCS OT JIEHCTBHI, HAHOCAIIUX yIIepo ux
npodecCHOHaTbHON YUCTOTE, OOBEKTUBHOCTH U OecripucTpacTHOCTH. OHU HE
JOJKHBI U3BJIEKATh I ce0s1 (PUHAHCOBYIO WU KaKyI0O-JIM0O IPYTYIO BHITOAY B
yiiepO opraHu3anusM, UCCIEI0BATENSIM WIH KOJuleraM. ApXUBUCTBI JOJHKHbI
BO3JICPKUBATHCS OT COOMPAHUSA MOAJIMHHUKOB APXUBHBIX JJOKYMEHTOB WUJTU
y4acTBOBATh B JIFOOBIX KOMMEPUYECKHX CAENKAX C JOKYMEHTAMU B TUYHBIX IIEIIAX.

3.10. OTBETCTBEHHOCTH PAOOTHUKOB apXxuBa 3a HapyiieHrne OCHOBHBIX MTPABUJI
padOTHI TOCYAAPCTBEHHBIX APXHUBOB

PaboTHuk apxuBa 3a HECOOIOIEHUE TIPY UCTIOJTHEHUH CITyKEeOHBbIX 00S3aHHOCTEH
TpeboBanuii HactosMX [IpaBus MokeT ObITh TPUBJICUEH PYKOBOJCTBOM apXMBa K
JUCUUIUIMHAPHON OTBETCTBEHHOCTH, @ €CJIA JOMYLIEHHOE HAPYIIEHNE MOBJIEKIIO 3a
c000i1 TsKEINbIe MTOCIEACTBHS - K aIMUHUCTPATUBHOM, IPAXKIAHCKON W/WIH
YT'OJIOBHOM OTBETCTBEHHOCTH B IOPSAKE, YCTAHOBIEHHOM 3aKOHOATEIbCTBOM
Poccuiickoit @eneparuu u cyonektoB Poccuiickoit deneparuu.

Paznen 4. OBECIIEHEHUE COXPAHHOCTU JOKYMEHTOB APXIMNBA
4.1. IloHdaTHE 00EeCcIeYeHUsI COXPAHHOCTH JIOKYMEHTOB

ObecrnieyeHre COXpaHHOCTH JOKYMEHTOB - KOMIUIEKC MEPOTIPUSATHI 10 CO3/TaHUIO
ONTHMAJbHBIX YCIOBUH, COOIOEHII0 HOPMATUBHBIX PEXKUMOB M HaJUIEekKaIllel
OpraHM3alMy XpaHeHUs T0KyMEHTOB, UCKIIOUAOIIUX UX YTPaTy U 00ecreunBarOIIuX
noJiiepKaHue UxX B TOJDKHOM (PU3MYECKOM COCTOSIHUU.

PexxuMbl XpaHeHus: JOKYMEHTOB MPEACTABIISIIOT CO0O0 COBOKYITHOCTh YCIOBHH MX
XPaHEHMs U MOJAPa3ACIsI0TCS Ha:
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- TEeMIIepaTypPHO-BIXKHOCTHBIN, 00€CTIEUNBAIOIINMA TPEJOXPAaHEHUE TOKYMEHTOB OT
MOBPEXKJAIOILETO ICUCTBUS TEMIIEPATYPhI U BIIarH;

- CBETOBOM, 00ECIICUMBAIOIINI TTPEIOXPAaHEHNE JOKYMEHTOB OT HEHOPMATUBHOTO
BO3JICHCTBUS CBETA;

- CAaHUTAPHO-TUTHUEHUYECKH, 0OecreunBaroui IpeJoXpaHeHne T0KyMEHTOB OT
OMOIOBPEXKICHUN U 3arPsI3HEHMUS;

- OXpaHHbIH, 00eCeYNBaIOLMI IPEIOXPAHEHUE JOKYMEHTOB OT XUIIEHUI, yTpar,
HECAaHKIIMOHUPOBAHHOTO BHIHOCA.

Opranuzaiys XpaHeHus! JOKYMEHTOB - CUCTEMa MEPOIPUATHH, BKIIOYAIOIAs
palroHaNIbHOE pa3MelleHre JOKYMEHTOB, KOHTPOJIb 33 UX JIBUKEHHEM U (PU3UYECKUM
COCTOSIHMEM, KOITMPOBaHHE TOKYMEHTOB C LI€JIbI0 CO3/IaHus CTPaxoBoro GoHaa u
¢dboHIa MoTB30BaHMUs, BOCCTAHOBJICHHE (pPECTaBpallys) MEPBOHAYATBHBIX WU OTU3KUX
K IEPBOHAYAJILHBIM CBOMCTB M BHEIIHUX MPU3HAKOB IOKYMEHTOB, ITOABEPTLINXCS
MOBPEXKICHUIO TUOO pa3pyLIEHUIO.

4.2. Co3iaHve ONTUMAJILHBIX VCIOBUUN XPAHEHUS JJOKYMEHTOB

OnTumanbHbIEC YCIOBUS XPaHEHHS TOKYMEHTOB 00€CIIeYnBaIOTCS:
- CTPOUTEIBCTBOM, PEKOHCTPYKIIMEN U PEMOHTOM 3JaHUN apXUBOB;

- 060py,Z[OBaHI/ICM 3I[aHI/Iﬁ H apXUBOXPAHUIIMII CPCACTBAMU IMOKAPOTYIICHUA, OXPAHbI
N CUTHaAJIHU3aluu,

- MPUMEHEHNEM TEXHUYECKUX CPEACTB JJIsl CO3JaHUsI ONMTUMAIIbHBIX (HOPMATHUBHBIX )
TEMIIEPAaTyPHO-BIIAXKHOCTHOTO, CBETOBOT'0, CAHUTAPHO - THTUEHUYECKOTO, OXPAHHOTO
PEKHUMOB B 3[IJaHUH U IIOMEIICHUIX APXUBA;

- IPUMEHEHUEM CIIELUAIbHBIX CPEICTB XPAHEHUSI U TIEPEMELIIEHUS] JOKYMEHTOB
(cremnaxwu, mkadbl, cefdbl, KOPOOKH, MATIKH U AP.).

4.2.1. TpeboBaHuUs K 3IaHUSM U IOMEIICHUSM apXUBa

4.2.1.1. ApxuB pa3Meniaercs B CrielMaIbHO MOCTPOCHHOM WM MPUCTIOCOOTICHHOM
JUISl TOCTOSTHHOTO XPAaHEHUS! JOKYMEHTOB 3JaHUU, WM OTJICIbHBIX OMEIICHUAX
3IaHUH.

CTpouTENBCTBO U PEKOHCTPYKIIMS 3JaHUS APXUBA MIPOU3BOIATCSA B COOTBETCTBUU CO
CIIEMAJIBHOW HOPMATUBHOM M MPOEKTHOM TOKYMEHTALMEN, COTJIACOBAHHOM C
BBIIIECTOSIIUM OPTraHOM YIIPaBJICHUS APXUBHBIM JIETIOM.

4.2.1.2. 3nanne apxuBa JOJKHO OBITh YJAT€HO OT 0OBEKTOB, OMACHBIX B MOXKAPHOM
OTHOIIICHUH (HePTEeXpaHWIHII, OEH30KOJIOHOK U T.I1.) ¥ IPOMBIIIJICHHBIX O0BEKTOB,
3arpsI3HAIONINX BO3/IyX (arpecCUBHBIE T'a3bl, IEMEHTHAs MbUIb U T.11.). [IpurogHocts
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MECTOPACTIONIOKEHUS apXUBA ONPEIEISAETCS C YUETOM 3aKIIOUEHUN CaHAMHICTaHIUN
0 CTETICHHU 3arpsI3HEHHOCTU BO3/IyXa U CIIY>KOBbI MOKApHON OXpaHBbI.

B paiioHe pacmoyioxKeHus 3JaHus apXHUBa CPEIHECYTOYHAS KOHIICHTPAIUS BPEIHBIX
npuMeceld B aTMOC(EpHOM BO3/IyXe He J0DKHA IPEBIIATh CAHUTAPHBIX HOPM
(mr/m3): ceproit kucnotsl - 0,1; okcumos cepsl - 0,05; okcumo azota - 0,085; xmopa -
0,03; cepoBomoposma - 0,008.

4.2.1.3. 3nanue apxvBa JOJKHO OTBEYATh TEXHUYECKUM TPEOOBAHUSIM,
00ecrnevnBaroIIUM BbICOKYIO JOJITOBEYHOCTh OCHOBHBIX KOHCTPYKIUH 3AaHUS U UX
OTHECTOMKOCTH (BTOpasi CTENEHb OrHECTOMKOCTH, KaTeropus rnoxapoormnactoctu "B"),
00naaTh TEXHUYECKON YKPETUIEHHOCTHIO B COOTBETCTBUM C JICHCTBYIOIIUMU
HOpMaTHBaMH 110 OXPAaHHOMY U MPOTHUBOMOKAPHOMY PEKHUMAaM.

3naHue apXuBa JOJKHO OBITH 000PYAOBAaHO CPEICTBAMU OXPAHHOW CUTHATU3AINN 1
3aIMIIEHO OTKPHIBAIOIIMMHUCS PEIIETKAMU HAa OKHAX HUKHUX ATaKeH.

4.2.1.4. 3naHue apxuBa JOJKHO MPEACTABIATh COOOM KOMIUIEKC OCHOBHBIX U
BCIIOMOTATEIbHBIX TOMEIICHU, TTPETHA3HAYCHHBIX JIJIs1 BBITIOJHEHUS 3a/1a4 apXuBa
1o XpaHEeHHI0, 00pabOTKe, UCIIOJIB30BAHUIO JOKYMEHTOB U 33]1a4 a[IMUHUCTPATUBHO-
XO3SIICTBEHHOT0, TEXHUYECKOTO, OBITOBOTO XapaKTepa, OTBEYaTh TPEOOBAHUIM
palMOHAILHOM TUIAHUPOBKU MOMEIICHUI, SKOHOMUYHOCTH.

Cocras, pacnonoxeHue, 000py10BaHUE TOMEIIEHUH OCHOBHOTO Ha3HAYEHUSI JIOJIKHBI
o0ecreunBaTh palMoHaAIbHOE B3aUMOJICHCTBIE (DYHKIIMOHATIBHBIX TIOIpa3IeICHHMA
apXxu1Ba, COXPAaHHOCTH JIOKYMEHTOB Ha BCEX y4acTKaX paboThl ¢ HUMH, COOIOACHNE
TpeOOBAHMIT TEXHOJIOTUU PAbOT, OXPaHBI TPYa, TEXHUKHA 0€30MaCHOCTH U
MPOU3BOICTBEHHON caHuTapuu. K moMenieHusM OCHOBHOTO Ha3HAYEHHSI OTHOCSITCSI:

- XpaHWIUIIIA;
- paboune moMenIeHrs pabOTHUKOB apXHBa;
- IOMENIEHUS JJI IPUeMa U BPEMEHHOTO XPaHEHHS, AKKJIMMATHU3aIHH IOKYMEHTOB;

- IOMCIICHUA OJI U304, I[CBI/IH(l)eKL[I/II/I " JC3MHCCKINH ITOPAKCHHBIX
JOKYMCHTOB,

- IOMEUIEHUS 1)1 00eCTIbUIMBAHUS, IEPEIIETa U peCTaBpallii JOKYMEHTOB;

- IOMEUIEHUS AJI1 BOCIIPOU3BEACHUS JOKYMEHTOB (MUKPO-, KCEpPO-,
¢dboTokonupoBanue, GoTopecTaBpalys 1 T.11.), 00pabOTKHU IJIEHKU U IPOBEICHUS
TEXHUYECKOTO KOHTPOJIS ayAMOBU3yIbHBIX TOKYMEHTOB;

- IOMCHUICHUA I XPAHCHUA YYCTHBIX JOKYMCHTOB,

- KOMIIJIEKC YUTAJIbHOT'O 3aJjia (qI/ITaHBHBIﬁ 3aJI, Y4aCTOK Bbla49H1, YUaCTOK
I/IH(i)OpMaIII/IOHHO-HOI/ICKOBBIX CHUCTCM, BPDECMCHHOC XpaHI/IJ'H/IHIe);



- Hay4YHO-CIIpaBOYHasi OMOINOTEKA;
- METOINYECKUIl KaOUHET;
- BHICTABOYHBIN 3aJ1.

4.2.1.5. Pa3MelnieHre apxyuBa B MPUCIIOCOOICHHBIX 3[IaHUSAX M IIOMEIIEHUIX
MIPOU3BOJIUTCS B YCTAHOBJICHHOM TOPSJIKE TIOCIIE MPOBEICHMS MX SKCIIEPTHU3HI.
DKcrepTu3a 10KHA YCTAHOBUTH CTEIIEHb OTHECTOMKOCTH 37]aHus, JOJITOBEYHOCTh
€ro OCHOBHBIX KOHCTPYKIUNA U MPOYHOCTh MEKITAKHBIX MEPEKPHITUN C YUETOM
MOTEHITMAIILHBIX HATPY30K, COCTOSIHUE TIOMEIICHUH 31aHus (T0ATaXKHBIX,
MOABAJIbHBIX, YEPAAUHBIX ), HUIMUYUE U COCTOSIHUE OTOMUTEIbHBIX U BEHTUJISILIUOHHBIX
CUCTEM. DKCIEepTHU3a IPOBOJUTCS MPEICTABUTEISIMU apXUBa, MOKAPHBIX, OXPAHHBIX,
CTPOUTENBHBIX, CAHUTAPHO-IMUACMHUOJIOTHISCKUX U IPYTUX CIEIUATBHBIX CITyKO0. 1o
HUTOTaM IKCIIEPTU3BI COCTABIISICTCS aKT.

He nomyckaercs npuem B SKCIUTyaTalMIO BETXUX CTPOEHUHN, IEPEBSHHBIX IMOCTPOEK,
31aHUM C CBIPBIMU OCHOBHBIMU, IIOIBAJIbHBIMH, YEPIaYHbIMU ITIOMELIEHUSAMU, [IEYHBIM
OTOIUUIEHHUEM, & TAKKE HE MMEIOIIMNX €CTECTBEHHOM BEHTWIIALIMU BO31yXa.

4.2.1.6. IlpenHa3zHayeHHbIE 1Sl XPAHEHHS JOKYMEHTOB ITOMENIEHHUS B
MPUCTIOCOOJIEHHBIX 3IaHUSIX JOJIKHBI OBITh U30JMPOBAHBI OT OCTATBHBIX TOMEIIEHUN
3nanus. He gonyckaercs pa3MelieHue JOKYMEHTOB B TIOMEIICHUSIX 3/1aHUsL, 3aHSITOTO
CiTy>k0amMu OOIIECTBEHHOTO MUTAHMSI, MUIIEBBIMU CKIIAJIaMH, OPTaHU3AIUSIMH,
XPaHSIIUMHU [0KapOOTACHBIC U arPECCUBHBIE BEIIECTBA WIIM MIPUMEHSIOIIUMHU
M0>KAPOOTACHBIE 1 XUMUYECKHE TEXHOJIOTHU.

4.2.2. TpeboBaHUA K XpaHWIHILAM U HOPMAaTUBHBIE PEXKUMBI XpaHEHUS

4.2.2.1. XpaHunuina J0KHBI ObITh MAaKCUMAaIbHO yJIAIEeHBI OT JIA0OPATOPHBIX,
MIPOU3BOJICTBEHHBIX, OBITOBBIX IMOMEIIEHUH apXHBa U HE UMETh OOIIUX C HUMH
BEHTWISIIITUOHHBIX KaHAJIOB. XPaHWIHILA OTJACISIOTCS OT COCETHUX MOMEILICHUM
apXMBa HECTOPAEMBIMH CTEHAMU U NIEPEKPBITUSAMHU C MPEIETaMHA OTHECTOMKOCTH HE
MEHee JABYX 4acoB. B xpaHunuinax He 10MycKaeTcs NpoKagKa TpyO BOIOCHAOKEHUS
Y KaHaJTU3allid, a TAK)KE TEXHOJIOTUYECKUE WM OBITOBBIC BBIBOJIBI BOJIBI.

[Ipu npoeKkTUPOBaHUH Pa3MEIICHHS XPAaHWINII B CIICIIUATBHBIX U TIPUCTIOCOOIEHHBIX
3/IaHUSAX TpeAnovTeHue (IpU paBHBIX TEIJIOBBIX XaPAKTEPUCTUKAX) OTAAETCS
ITOMELIEHUSAM C CEBEPHON OPUEHTAIIUEN OKOH.

Marepuainbl HOKPBITHSI CTEH, MOJIOB, IIOTOJIKOB, BHYTPEHHEN apMaTypbl XpaHUIIMILL,
MPUMEHSIEMBbIC TIPY U3TOTOBIICHUH 000PYI0BaHUS M CPEJICTB XPAHCHUS TOKYMEHTOB
HE JIOJDKHBI COOUPATh MBI, OBITH €€ UICTOYHUKOM WM BBIJCNISTh arpECCUBHBIC
XUMHUYECKUE BEILIECTBA.

XpaHWINILIA JOJKHBI UMETh €CTECTBEHHYIO HIIM HCKYCCTBEHHYIO BEHTHIALIMIO.
CucreMbl KOHAUIIMOHUPOBAHUS JOHKHBI 00€CTIEUNBATh PEIUPKYIIAIIUIO BO3AYXa C



KPaTHOCTBbIO 0OMeHa 2-3, CTaOMILHOCTh TEMITEPATYPHO-BIAXKHOCTHOTO PEKUMA,
OYHCTKY BO3/IyXa OT MBI M arPECCUBHBIX MPUMECEH, a TAK)KE OTBEYATh
COBPEMEHHBIM TPEOOBaHUSAM KOMIAKTHOCTH U YKOHOMUYHOCTH.

BricoTa XpaHUIUII 3aBUCUT OT TEXHOJIOTHUECKOTO 000PYI0BaHMUsI, TPUHATOTO JJIs
XpaHEHHUs JOKYMEHTOB, HO HE MeHee 2,25 M [0 HU3a BBICTYNAIOIIUX KOHCTPYKLHUH.

XpaHI/IJ'II/IHIa JOJIZKHBI UMCTh y,HO6HLIC AJI1 9BaKyalu BbIXOJbI K J'II/I(I)TaM 151
JICCTHHUYHBIM KJICTKAM.

4.2.2.2. He nomyckaetcst XxpaHeHue (OHO-, BUACO- U MAITMHOYNUTACMBIX
(3MEKTPOHHBIX ) TOKYMEHTOB Ha HOCUTEIISIX ¢ MAarHUTHBIM Pa0OYUM CJIOEM B
XPaHUIUIIAX C TApPa3UTHBIMH IMOCTOSIHHBIMU WJIM TIEPEMEHHBIMU MAarHUTHBIMU
MOJIIMH HANpPsKEHHOCTHIo 6osiee 400 A/m.

XpaHunuina JOKyMEHTOB Ha HUTPOOCHOBE (OMACHOM, TOproyeii) JOMKHBI ObITH
TEPPUTOPHUAIIBHO OT/IEICHBI U U30JIMPOBAHBI OT XPAHWIJIHII C OCTAILHBIMU
JOKyMEHTamMu. B HIKHEN 30He XpaHWINL AJ1s1 JOKYMEHTOB Ha HUTPOOCHOBE CIIETYET
PEAYCMOTPETh JOTOTHUTENIBHYIO BBITSKKY BO3yXa.

4.2.2.3. DnexTpooOopy10BaHNE, MPOTHUBOIIOXKAPHOE 000PYI0BAHHE

DIEeKTPONPOBOAKA B XPAHUIIUIIAX JOJKHA OBITh CKPBITOH, IITENCENbHBIC PO3ETKU
JUTsI TIEPEHOCHOM armapaTypsl (MIbUIECOCOB, JIAMII U T.J1.) - TEPMETHUYHBIMU UITH
nosiyrepMeTnyHbIMU. [IIHYpBI IEpeHOCHOM annapatypsl JOJAKHBI UMETh PE3UHOBYIO
U30JISIUI0. XPaHWINIIA 000PYIYIOTCS OOIIMMH U TIOATAKHBIMU IEKTPUUCCKUMU
pyOUITBHUKAMH.

PyOunbHuKY, pactipeAeTuTeNbHBIC AIEKTPOIIUTHI U TPEI0XPAHUTENH,
o0ecrnevnBaIre MTUTAHWE PO3ETOK U UX OTKIIOYCHHE, YCTaHABINBAIOTCS BHE
xpanunuil. [To okoHuannu paboOThl B XpaHWIKILIE anmnaparypa,
AIIEKTPUYECKHE PO3ETKH MOCJIE0BATEILHO 00ECTOUYMBAIOTCS.

4.2.2.4. 3nanns apXvBOB U XPAHWIUIIA TOJKHBI OBITE 000PYI0BaHBI CPEACTBAMU
MOKapOTYIIECHUS U oroBemieHus o moxape corjacao [OCT 12.1.004-91 u
000pyI0BaHbI MPOTUBOTOXKAPHBIM BOJJOCHA0KEHUEM.

[TuTanne BHyTpEHHETO MPOTUBOIIOKAPHOIO BOJOIPOBO/IA OCYIIECTBIISAETCS IBYMS
BBOZaMH. BBIBOIbI TOXKapHOTO BOAOIIPOBOAA, TIOKAPHbIE KPAHbl YCTAHABIMBAIOTCS 32
npeeIaMi XpaHWINLL C YYETOM JEHCTBYIOIMX HOPM U IPAaBUJ POTUBOIIOKAPHON
oe3onacHocTu. [Ipu kaxx1oM KpaHe HEOOXOJUMO UMETh TMOKUI TPOPE3UHEHHBIN
pPYKaB MPOTSHKEHHOCTHIO JIO KpaltHel TOUKH 00CTyKMBaeMOro XpaHUJIUIIA.

[Tpu ocHalleHUN XpAHWJIHIL aBTOMATUYECKUMHU CUCTEMaMU MOXapOTYIIeHUS U
NEPEHOCHBIMU OTHETYIIMTEISIMU MPEANOUYTEHUE OTAAETCSA UCIIOIB30BaHUIO BEIIECTB,
HE OKa3bIBAIOINX T0OOYHOTO pa3pyIIAOLIETrO ICHCTBUS HA JOKYMEHTHI
(yriekucnora u T.I1.).
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KomnuecTBo 1 MecTa pa3MenieHus IEPEHOCHBIX OTHETYIIUTENEN YCTaHABIMBAKOTCA B
COOTBETCTBHH C JCHCTBYIOLIMMH IMPOTUBOIIOKAPHBIMU HOPMATUBAMHU C YYETOM
cnennpuKy npuMeHsieMoro o0opya0BaHusl.

4.2.2.5. B uensix npOTUBOIOKAPHOM 3aIUTHI BCE AJIEKTPOOOOPYA0BAHUE,
IPUMEHSEMOE B apXUBe, JOJDKHO 00ecreunBaThCs 3a3eMyIeHeM. AninapaTtypa Jajis
paboThI C Ay IMOBU3YAIbHBIMUA U MATUHOYUTAEMBIMU (3JIEKTPOHHBIMU)
JOKYMEHTaMHU, TOJIKHA UMETh 3aIIUTY OT MOPaKEHUs HIEKTPUUECKUM TOKOM, IO

CBOMM TIapaMeTpaM U pexumaM paboTsl oTBe4YaTh TpeboBanusm ['OCT 24863-87;
12.2.006.

4.2.2.6. B uensx npoTUBOMOXapHOK O€30MaCHOCTH B MpoIiecce pabOThI C
JOKYMEHTaMHU Ha HUTPOOCHOBE 3alpeiacTcs:

- IMETH Ha paboueM MecTe 00jiee TpeX PYJIOHOB TIICHKH;
- OCTaBJIAIThH PYJIOH TUICHKH 0€3 MprCMOTpa Ha (PHIIBMOTIPOBEPOYHOM CTOJIC;
- II0JIH30BATHCS MIPHU MIEPEMOTKE IICHKH 3JICKTPOIIPUBOIOM;

- IepeMaThIBaTh TUNIEHKY CO CKOPOCThIO Ooiiee 25 M/MUH (pyJoH JytuHOU 250 M
JOJKEH MepeMaThIBaThCsl He MeHee, 4yeM 3a 10 MuH), ommycKaTh TpEHUE O
MOBEPXHOCTh 000PYAOBaHMS (IUCKOB, HUKHUX CO(DUTOB U T.I1.) BO N30EKaHHUE
MOSIBJICHUS 3apSJI0B CTATUYECKOTO JIEKTPUUECTBA;

- Opocatb KOPOOKH C MJIEHKOM, YIapsATh UX APYT O APyra, O MOJ, METAITTHIECKUE U
JpyTHe MPeIMETHI.

Bce nokyMeHThl Ha HUTPOOCHOBE MapKUPYIOTCs. [1ob30BaHNe 3STUMU JOKYMEHTAMHU
JIOJDKHO OBITh OTpaHUYCHO. B T1aHOBOM TOpSIAKE MTPOBOAUTCS KOHTPOJIb HX
TEXHUYECKOTO COCTOSIHHS, MCCIICAOBAaHNE CTA0OMILHOCTH HUTPOOCHOBBI,
M3rOTOBJICHUE KOIIMI Ha OE30IMacHO OCHOBE.

4.2.2.77. CBEeTOBOH pEKUM.

[TocTosiHHOE XpaHEeHHE JOKYMEHTOB JOJIKHO OCYIIECTBISATHCS B TEMHOTE. JTO
o0ecrnieunBaeTcs XpaHEHHEM JJOKYMEHTOB B IeperuieTax, mamnkax, Kopookax, mkadax,
Ha CcTeJUIaXkaX 3aKpbhITOTrO THUIMA, a TAKXKe COOII0CHUEM YCTaHOBIEHHOTO CBETOBOTO
pexuma.

OcBelieHre B XpaHWIHIIAX MOXKET ObITh €CTECTBEHHBIM WJIU UCKYCCTBEHHBIM;
JIOKYMEHTBI MOTYT Pa3MeIIaThCsl B MOMEIICHUSIX C OKHAMU WJIU 0€3 OKOH.
Pa3mernienre xpaHUIUI B TOMEIIEHUAX 0€3 OKOH JTOMYCKAeTCs TIPU HAJTUYUH B HUX
MCKYCCTBEHHOW WJIM €CTECTBEHHOW BEHTWISIIUUA BO3/1yXa C YCTAHOBJICHHOM
KpPaTHOCTbIO BO3yX0OOMEHa.

EcTecTtBennoe OCBCIICHUC B XpaHWJIUIIAX OOITYCKACTCA paCCCAHHBIM CBCTOM IIPpU
YCJIOBHHU ITPUMCHCHUA Ha OKHAX CBCTOp&CC@HBaTCHCfI, ABTOMATHYCCKUX PETYJIATOPOB



CBETOBOI0 MOTOKA (CIEIHATbHBIX CTEKOJI), 3aIIUTHBIX (PUIBTPOB, )KAITFO3H, IITOD,
HAHECEHHBIX HA CTEKJIO MOKPBITUH U T.II.

JIJ11 ICKyCCTBEHHOTO OCBENICHUS B XPAaHWIMIIAX MPUMEHSFOTCS JIaMIIbl HAKAJIMBAHUSA
B 3aKPBITHIX M1adOHAX C TJIAJKON HApYKHOM MOBEPXHOCTHIO. JlomyckaeTcs
MPUMEHEHHUE JIIOMUHECIICHTHBIX JIAMIT C YPE3aHHBIM YIbTPa(HOIETOBBIM yUaCTKOM
crekrpa tuna JIb, JIXb, JITh.

YpoBeHb OCBEIIEHHOCTH B IMANa30HE BUIUMOIO CIIEKTpa HE JOJDKEH MPEBBIIIATH: HA
BEPTHUKAJILHOM MOBEPXHOCTHU CTelIaka Ha BeicoTe 1 M oT mouna - 20-50 Jxk, Ha
pabouux cromax - 100 k.

3amiTa JOKyMEHTOB OT Pa3pyIIArONIero ASHCTBHS €CTECTBEHHOTO M UCKYCCTBEHHOTO
CBETA JIOJKHA OCYIIECTBIISATHCS BO BCEX TIOMEIICHHUSX apXUBa MPH JIFOOBIX BUAAX
paboThI C TOKyMEHTaMHU.

4.2.2.8. TemnepaTypHO-BJIa)KHOCTHBIN PEKUM.
B xpaHunumax, 000py10BaHHBIX CUCTEMaMH KOHIUITMOHUPOBAHUS BO3yXa, IPH
XpaHEHUU JOKYMEHTOB Ha OyMa)KHOM OCHOBE JOJIKEH MOICPKUBATHCS

ONTHUMAJIbHBIN TEMIIEPATYPHO-BIAKHOCTHBIN pexkuM: Temriepatypa 17-19°C,
OTHOCHUTENbHAS BIAXKHOCTH Bo3ayxa 50-55%.

TemnepaTypHO-BIa)XHOCTHBIE TAPAMETPBI BO3yXa IS HAJEKHOTO
JIOJICOBPEMEHHOI'O XPAHEHUSI Ay JUOBU3YAJIbHBIX U MAIIMHOYUTAEMBIX (3JIEKTPOHHBIX )
JIOKyMEHTOB JIOJKHBI COOTBETCTBOBATH HOpMaM, MTPUBEJCHHBIM B Ta0. 1.

Tabnuya 1.

TepMO-rUrpoMeTpUUYECKUE YCIIOBUS XPAaHEHHS Ay JUOBU3YaJIbHBIX U
MaIlTHHOYUTAEMBIX (JIEKTPOHHBIX) JOKYMEHTOB

OtHOCHUTENbHAS BIAXKHOCTD

Bun noxymenta Temneparypa, °C Bo3tyxa, %
AePHO™  peTHBIe yepHO-0ebie [[BETHBIE
Oenble
JIOKyMEHTBI Ha KHHOTIJICHKE:
HE BBIIIIE |HE BBIIIE -
HUTPOOCHOBA +10 5 40-55 40-55
Oe3omacHas OCHOBa HE BHIINE |HC BRIMIC - 40-55 40-55
+15 5
DOTOOKYMEHTHI:
CTEKJIO +15 - +20 - 40-55 -
HE BBIIIIE |HE BBIIIE -
TUICHKA +15 5 40-55 40-55
dbotobymara +15-+20 +2-+4 40-55 40-55

JIOKyMEHTBI Ha MarHUTHOM JIEHTE U +15-+20 50-65



JHUCKOBBIX HOCHUTCIIAX

4.2.2.9. B xpanunumax ¢ HeperyJaIupyeMbIM KIMMATOM JOJKHbI OCYIIECTBISATHCS
MEPOIPHUSITHUSA 10 ONTUMHU3ALUN TEMIIEPATYPHO-BIAXKHOCTHOTO PEKUMA XPAHEHUS C
MMPUMEHEHUEM PALMOHAIBHOTO OTOIUICHUS U ITPOBETPUBAHUS IOMEILICHUM, a TAKKE
MEXAHUYECKUX CPEJICTB YBIAXKHEHUS WA OCYIICHUS BO3IyXa.

Pe3kue xonebanus (Ce30HHBIC U B TEUCHHUE OJHUX CYTOK) Temmeparypsl (+5°C) u
OTHOCUTEJIBHOM BiIayKHOCTH Bo3ayxa (+10%) He nomyckarorcs.

[Ipu nuTenbHOM CTAaOMIIBHOM HapyllleHUHU pexkumMa xpanenus (7-10 cyTok),
COITPOBOK/IAIOIIMMCS TIOBBIIIIEHHEM OTHOCUTEIBHON BiIakHOCTH Bo3ayxa 110 80-90%,
MPUHUMAIOTCSA MEPHI [0 €r0 HopMaau3aluuu (MHTEHCUBHOE MPOBETPUBAHUE,
OCYIIICHUE XPAHWIUIIA).

B nepuon texHonmornyeckoi oOpabOTKH JOKYMEHTOB /IOy CKAETCsl UX BPEMEHHOE
XpaHeHue (10 2 Mec.) B TOMEIIEHUSIX ¢ HEPETYJIUPYEMbIM TEMIIEPATYpPHO-
BJI&YKHOCTHBIM peXUMOM IpH Temiiepatype 20+5°C 1 OTHOCUTENBHOMN BIAXKHOCTBIO
Bo3ayxa 50+20%.

4.2.2.10. TemnepaTypHO-BIa>KHOCTHBIN PEXKUM XPaHEHUSI JOKYMEHTOB
KOHTPOJIUPYETCS ITyTEM PETYJIIPHOTO U3MEPEHUS TEMIIEPATYPbl U OTHOCUTEIBHON
BIIQYKHOCTH KOMHATHOTO ¥ HAPYKHOTO BO3/yXa B OJTHO U TO K€ BpEMS: B
KOHJIUITMOHUPYEMBIX TTIOMEIICHUAX - HE pexe 1 pa3a B HEACIN0; B XPaHUIHILAX C
HEPETYJIMPYEMBIM KIMMATOM - 2 pa3a B HEJEJIO; P HAPYLICHUAX PEKUMA XPAHECHHUS
- 1 pa3 B cyTku.

[TokazaHust KOHTPOIHHO-U3MEPUTETHHBIX TPHUOOPOB (PUKCHUPYIOTCS B CHCITHATBHBIX
PETUCTPALIMOHHBIX )KypHAIaX. B )KypHanax TakKe OTpa)karoTcCs MPOBEPKa
MPaBUIBLHOCTH MOKa3aHUI MPpUOOPOB U MEPHI, NPUHATHIE IO

HOPMAJIM3ALMU TEMIIEPATYPHO-BIAXKHOCTHOTO PEXMMA B CIIy4asx €ro HapyIIeHHUs.

HomenknaTypa npuMeHsIeMbIX KOHTPOIbHO-U3MEPHUTEIbHBIX TPUOOPOB
(TEpMOMETPOB, TUTPOMETPOB, TICUXPOMETPOB, JIEKTPOHHBIX TEPMOTUTPOMETPOB U
T.I1.), @ TAK)KE NOPAJIOK U3MEPEHUS U PETUCTPALIUU TapaMETPOB KOMHATHOTO U
Hapy»XHOT'0 BO3/1yXa OIPEICIAIOTCS JEMCTBYIOIIMMHU HOPMAaTUBHBIMU U
METOIMYECKUMU JOKYMEHTAMM.

KoHTponsHO-u3MepUTENbHbIE TPUOOPHI MOHTUPYIOT Ha OJTHOM IITUTKE, pa3Menias ux
B IVIaBHOM IIPOXO/I€ HA CTEJIAXe, BAAJIM OT OTOMUTENbHBIX U BEHTUJISILIMOHHBIX
CUCTEM (KOHTPOJIbHASI TOUKA). Y CTAaHABIMBAIOT MPUOOPHI B KAXKJIOM XPaHWIUIIE IO
HOpMaM: PY KOMHATHOM CHCTEME - OJIHa KOHTPOJIbHAS TOYKa Ha KOMHATY, TIPH
MHOTOSIPYCHOM - OJIHA Ha ApYC.

4.2.2.11. CaHUTapHO-TUTUEHUYECKUN PEKUM.



XpaHWINIIA U IPYTUE TOMEIIEHUS apXUBA JIOJKHBI COAEPKATHCS B UUCTOTE U
00pa3IoOBOM MOPSIAKE, UCKITFOYAIOIIEM BO3MOKHOCTh TOSIBJIEHUS HACEKOMBIX,
I'PBI3YHOB, IUIECEHHU U TBLJIU; B HUX JIOJDKHBI COOMIOAATHCS CIIEIYIONINEe TpeOOBaHUS
CAaHUTAPHO-TUTHEHUYECKOTO PEKHUMA.

B xpaHunmimax npoBOJUTCS cHCTeMaTHdeckas BiakHas yoopka. He pexxe oqHoro
pasa B roj cienyeT IpOBOJUTh 00ECTIBUIMBAHHE MBIJIECOCAMH CTEIUIAXEH, mKadoB,
CpeACTB XpaHeHus (KOPOOOK, MAIoK, YIakoBOK). [Ipu 3TOM OKOJIBHBIE YaCTH
CTeJUIAXKEH, MOJIbI, TUIMHTYCHI, TIOAOKOHHUKH POTHPAIOT BOJAHBIMU PACTBOPAMH
aHTHCeNTHKOB ((popmanuna - 2%, karamuna Ab - 5% u T.11.).

B xpanunuinax 3amnpemiaercs npeObIBaHNE B BEpXHEHN 0J1€K/1€, MOKPOU U IPSI3HOM
00yBH, XpaHEHHUE JIFOObIX TOCTOPOHHUX MPEAMETOB, UCTIOIb30BAHHUE MUIIEBBIX
IIPOAYKTOB, a TAKIKE KypEHHUE.

B xpanwmumiax momkHa ObITh 00ecrieueHa CBOOOIHAS IUPKYJIAIHS BO3ayXa,
MCKITFOYAroIas 00pa3oBaHUe HEMPOBETPUBAEMBIX 30H YCTOMUUBOTO MUKPOKIIMMATA,
OTIACHOTO B CAHUTAPHO-OMOJIOTMYEeCKOM OTHOIIeHUU. He fgomyckaercs pa3MernieHue
JIOKYMEHTOB Ha I0J1y, IOJJOKOHHUKAX, B HEPA30OpAHHBIX KHUIMaX.

OkHa B MOMELIECHUSIX apX1Ba, OTKPHIBAIOIINECS B TEILJIOE BPEMs rojia, CIeayeT
3aIlMIIaTh CETKaMU C IMAMETPOM siueek He Oonee 0,5 MM.

3aH_II/ITHBIMI/I CE€TKaMu O6OPYI[YIOTC$I TAKKC BCHTHIIIIUOHHBIC OTBEPCTHUSA B CTCHAX,
IMMOTOJIKAX, IMOoJIaX XpaHWUJIWI, HAPYKHBIC OTBCPCTHUA BCHTUIIIIUMOHHBIX CHUCTEM.

C 1enp10 CBOEBPEMEHHOTO OOHAPY>KEHUS HACEKOMBIX U MJICCHEBBIX TPHOOB
JIOKYMEHTHI (BBIOOPOYHO) M IOMEILEHUS XpaHWIUI IOJKHBI 2 pa3a B roJl (B Ha4aJie u
10 OKOHYaHUU OTOMUTEIBHOTO CE30HA) MOABEPTaThCs

00s13aTEIbHOMY YHTOMOJIOTHYECKOMY U MUKOJIOTHYECKOMY OocMOTpy. [Ipu
oOHapyXeHHH OMOJOTHUECKHUX BpeIuTeNIel MPUHUMAIOTCS. HEMEIJICHHBIE MEPHI 110
00paboTKe TOKyMEHTOB, CPEACTB XPaHEHUS, X PAHUJIHILL:

- MOPaYKCHHBIC TUICCHEBBIMH I'PUOAMH MM HACEKOMBIMH JJOKYMEHTBI 3aBOPAuMBalOT B
IUICHKY WK OyMary, U30JIMPYIOT B OT/ICIILHOM MTOMEIICHUH (M30JIATOPE) 10 PEIICHUS
BOIIpOCa O MOCJICIYIOIIeH nepeavye uxX Ha Ae3UH(PEKIINIO WIH JC3UHCEKIINIO, IPYTYIO
00paboTKy;

- CTEJUIAXKH U MKa(bl, B KOTOPBIX XPAHWINCH TOPAKEHHBIE TUIECHEBBIMU IpUOaMu
JOKYMEHTBI, IPOTHPAIOT BOJHBIMH PACTBOPaMH aHTUCENTUKOB ((opManuna - 3% uiau
karamuHa Ab - 5% u ap.) ¥ npocyuBaoT;

- MECTHYIO J€3UHCEKIIMIO XPAaHWIHIL MPOBOASAT UHCEKTUIIUIHBIMU a3P030JIbHBIMU
npemnapaTraMmu, 00padaTbIiBasi MU T0JI, INTMHTYCHI, OKHA, TTOJIOKOHHUKHU, CTEHbI Ha
BBICOTY 110 1,5 M;



- IPU MacCCOBOM MOPAKEHUH IOKYMEHTOB MPOBOJIAT Je3MHMEKITNIO U IE3UHCEKITUIO
XPaHWJIHII CHJIAMHU CAaHATTUCTAHIIMA WJIM KaPaHTUHHBIX CIIYkKO 0T KOHTPOJIEM
pabOTHUKOB apXHBa;

- IIpY TUIECHEBEHUU CTEH, MOJIOB, TOTOJKOB yAAISAIOT IUTYKAaTypKy U KPackKy,
00pabaThIBatOT MOBEPXHOCTh BOAHBIM 5%-HBIM pacTBOPOM (hopMaIrHa, IPOBOAST
PEMOHT ¢ 100aBJIEHUEM B CTPOUTENBLHBIE MaTepUajibl PACTBOPOB aHTUCENTHKA,
YCTPAHSIIOT IPUYMHBI YBIAXHEHUS (IPOTEUEK) MOMELICHUM;

- YHUYTOKCHHEC I'PBI3YHOB IIPOBOJAT CUJIAMU CaH3HI/II[CTaHHI/II‘/JI.

[Tpu nmpoBeneHNM yOOPKU M CAaHUTAPHO-TUTHEHNYECKO 00pabOTKU MpUMEHsieMbIe
cpencTBa (BoAa, aHTUCENITUKU U T.I1.) HE JOJDKHBI ITONAJaTh HA TOKYMEHTHI.

I[JI?[ IMPOBCACHUA CAHUTAPHO-TUTHCHUYCCKUX pa60T npeayCMaTpuBarOTCA
CaHUTAPHBIC AHU.

4.2.2.12. Ilpu paboTtax ¢ JOKyMEHTaMH B COOTBETCTBUH C TPEOOBAHUSIMU CAHUTAPHO-
TUTHEHUYECKOT0 PeXMMa 3aIpeliaeTcs KacaH!ue pyKaMy MOBEPXHOCTHU TpaduuecKux
MaTepuaoB, PUCYHKOB, (POTOIOKYMEHTOB M TJOKYMEHTOB MarHUTHOM 3aIliCH,
MUKPOGOPM U KMHOILJICHOK; TAaKUE JJOKYMEHTHI pa3peiniaeTcs OpaTh TOIBKO 3a
KpOMKHU (KMHOTUUICHKA, MAaTHUTHASI JICHTA | T.I1.) WK 3aIlIUTHBIN KOPITyC (IUCKETa,
JOKEKKET U T.I1.).

4.2.2.13. O0opyaoBaHie XpaHWIHIL CPEICTBAMU XPaHEHUS

XpaHI/IJ'II/IH_[a JOJIZKHBI OBITH 060py,I[OBaHBI CTAalITMOHAPHBIMH WJIU IICPCABHKHBIMU
MCTAJNIMYCCKUMU CTCIIIIaXXKaMHU. I[OHYCKaeTCH OKCILTyaTanyda CymeCTBYOIMUX
CTaoMOHAPHLIX ACPCBAHHBIX CTeHHa)KCﬁ, HaxXoIJgIMUXCs B HOPMaJIbHOM CaAHUTAPHO-
OMOJOTUYECKOM COCTOSTHUH B O6pa6OTaHHBIX OTHC3alIUTHBIMHU COCTaBaMH. B
IMOMCIICHUAX C OIITUMAJIbHBIM TCMIICPATYPHO-BJIAKHOCTHBIM PCKUMOM JOITYCKACTCA
NPUMCHCHHC NCPCABUKHBIX METAJTNIMYCCKHX cTeiuiaxkei. B kauectBe
BCIIOMOTaTCJIBHOT'O WM CIICHHNAJIBbHOI'O 060py,Z[OBaHI/IH MOT'YT

HCITIOJIB30BAaThCA MCTAJINIMYCCKHUC H_IKa(I)BI, CGIZ(I)BI, HIKa(I)I)I-CTCJ'IJ'Ia)KI/I, a TaK¥XKC
CTaoMOHAapPHLIC OTCEKH-O0OKCHI C METAJITTNYECKUMH neperopoaKaMu M MOJIKaMHu.

B nomemenusax ¢ HeperyampyemMbIM KIMMAaTOM, C INIOXOW BEHTWJISALIMEN BO
n30exaHue o0pa3oBaHus JOKAIbHBIX 3aCTOMHBIX 30H U OMONOpPaXKEHUSI JOKYMEHTOB
HE PEKOMEH/IyeTCsl UCII0JIb30BaTh 000PYI0BaHUE 3aKPHITOTO THUMA (celdbl, OOKCHI,
TIePEIBIKHBIC 3aKPBITHIC CTEIUTAXKHU U T.11.)

["opuzoHTanbHOE pazMenieHre (PoHO- U BUACOAOKYMEHTOB, KHHOJIOKYMEHTOB U
MUKPO(QHUIBEMOB 00eCTIeYnBaEcTCs B METAJUIMYECKUX KOPOOKaxX Ha CTeJUlakax TUIa
"emouka" u 1p. He nomyckaercst XxpaHeHHE TOKYMEHTOB HA HOCUTENSIX C MATHUTHBIM
pabouuM cioeM Ha (peppOMarHUTHBIX METAUTMUECKUX CTEJUIaXax; CTaJIbHbIE
KapKachl MOTYT OBITh MCIIOJIb30BAHBI [IPH YCIIOBUU pa3MarHUUMBaHUS U 3aMbIKaHHS



KOHTYPOB CTeJl1aXxa (COeIMHEHUE METAIUTMYECKUX YacTel cTeiaxa
AJIEKTPOIIPOBOJIOM U UX 3a3EMJICHHE).

4.2.2.14. B xpaHuIHIlax ¢ €CTECTBEHHBIM OCBEIICHUEM CTEIIIAXKH U IIKA(BI
OTKPBITOTO TUIIA YCTaHABIMBAIOTCS NEPIEHIUKYISIPHO CTEHAM C OKOHHBIMU
npoemamu. B xpanunuimax 06e3 OKOH CTeJIaXH U MKa(bl yCTAHABIUBAIOTCS C YYETOM
0COOEHHOCTEH MOMEIICHHS, KOHCTPYKIIMA 000PYI0BAaHUS U HOPM €TI0 pa3MeIleHUsI.
He nonyckaercs pa3menienue cremuiaxeil, mkados 1 Ipyroro o00pyaoBaHus A
XpaHEHUs JOKYMEHTOB BIUIOTHYIO K HapYKHbIM CTE€HAM 37aHUsS U K ICTOUYHUKAM
Tervia.

CranuoHapHbBIC CTEIIAXH U MKa(bl yCTAaHABIUBAIOTCS B XPAHWIHIIAX C
COOJIIOJICHUEM CIIETYIONTUX HOPM:

- PacCTOSsIHME MEX]y pAlaMu cTesuiaxed (riaaBublil mpoxon) - 120 cm;
- paccTosiHHE (MPOXO0.T) MEXKIY CTeIUIaXKaMHu - 75 CM;

- PacCTOSIHUE MY Hapy>KHOM CTECHOM 37aHUs U CTe/UIaKaMU, TTapauIeIbHBIMA
cTeHe - 75 cM;

- paccTosTHUE MEXKIY CTEHOM M TOPLIOM cTesuiaxa uin mkada (o6xoxn) - 45 cm;

- paccTosIHME MEXKTy ITOJIOM M HIYKHEH TOJIKOW cTemuiaxa (mkada) - He MmeHee 15 cm,
B [IOKOJILHBIX dTaXkax - He MeHee 30 cM.

Paccrostamnst (mpoxoapr) 1utst 000pyI0BaHUS C BBIIBHYKHBIMU STITAKAMHU
PACCUHMTHIBAIOTCS MO CHEIUATBHBIM HOPMaM C YYETOM TUTIOpa3Mepa 000pyI0BaHUA.

4.2.2.15. lokymeHThI Ha OYMa)KHOM OCHOBE pa3MeNIaloTCs Ha CTEJUIaXKax, B
METAJTMYECKHX IIKa(ax TOPU30HTAIBHO WM BEPTUKAIBLHO B KOPOOKAX MITU IPYTUX
NEPBUYHBIX CPEJICTBAX XpaHEHUs (Tankax, pyTiaspax u T.1.).

Kaxnas equHUIa XpaHeHUS ayIMOBHU3YaIbHOTO WM MAITHHOYHNTAEMOTO
(2TIEKTPOHHOT0) JOKYMEHTA JOJDKHA OBIThH yJIOKEHA B HETEPMETUIHYIO
WHIVMBUAYATBHYIO YIAaKOBKY. [Ipw 3TOM TOKHO OBITH UCKITFOUEHO CBOOOIHOE
NepeMEINICHIE IOKyMEHTa BHYTPH YITAKOBKH.

JIoKyMEeHTBI Ha MAarHUTHOM JICHTE JJOJKHBI ObITh HAMOTAHbI Ha CEPACUYHUKH, KaTyIIKH
WJTH KaCCEThI COOTBETCTBYIOIIETO pa3Mepa, yIaKOBAHBI B MAKET U3 TTOJUITHICHOBON
wieHku o 'OCT 10354-82 u B 3aBOJICKYI0 KOPOOKY HMJIM TOMEIIECHbI B
MOJIUATUIICHOBBIN QyTIIsIp (KOHTEHHED) C BbIpE3aMu JIsi STUKETOK.

OpurrvHaabl MAarHUTHOM Mepe3anucu K KWHO(PUIbMaM J0KHbI ObITh YITAKOBAHBI B
nakeThl u3 nomdTUiIeHoBo mieHku mo ['OCT 10354-82 u Mmetaminueckue KOpoOKu
no ['OCT 4097-78.



KuHO0KyMEHTBI 1 MUKPO(DUIBMBI JOJKHBI OBITh 0()OPMIIEHBI CTaHIAPTHBIMU
3alIUTHBIMHU PaKOpAaMH, HAMOTAHBI B PYJIOH Ha CEpJCYHUKHU (HOTOrpapuiuecKum
CJIOEM HapyXKy M yJIOXKeHBI B MeTayunaeckue kopooku mo 'OCT 4097-78. Hamotka
JOJKHA OBITH TUIOTHOM, 0€3 BBICTYIAIOUIMX BUTKOB Ha TOPLIAX PYJIOHA.

Muxkpodopmbl 1 POTOTOKYMEHTHI Ha TUIOCKUX MJICHOYHBIX MITU IPYTUX (POPMATHBIX
HOCHTEJISAX JOJDKHBI OBITh YIIAKOBAaHbI B KOHBEPTHI MIIM KACCEThl COOTBETCTBYIOIIETO
pa3mepa u pa3MelaThesi B KopoOKax, Mankax Wi APyroil BTOPUYHON yIaKOBKe 1O
I'OCT 7.65-92.

®oHo10KyMEeHTHI rpaMMO(OHHOH 3anucH (IPaMIUIACTUHKH) AOJKHBI ObITH
yHakoBaHbI B akeT u3 nonudtuieHoBoi miaeHku no 'OCT 10354-82 u B OymaxHbIN
kouBepT no ['OCT 20283-74. [TapTusi rpaMILJIACTUHOK B COOTBETCTBUU C UX
apXMBHBIMU HOMEpaMH JIOJIKHA OBITh MTOMEIeHa B KAPTOHHbBIE WK (haHEpHBIE
KOPOOKH.

MeTtannuyeckue rpaMOpPUTHHAIBI TOJDKHBI ObITH OOEPHYTHI B KOHACHCATOPHYIO
oymary o I'OCT 1908-82, ynoxxensl B koHBepT u3 kapToHa nmo ['OCT 7933-75, a
3aTeM B KOpoOKy u3 mioTHoro kaptona o 'OCT 9421-80. J{ns npenoTBpallieHus
MEXaHMYECKUX MOBPEXICHUN OJHA U3 BHYTPEHHUX CTOPOH KAPTOHHOTO KOHBEPTA
JOJKHA UMETh MPOKIIAIKY U3 MATKOTO MaTepuaina (daaHens, 6aiika u T.1L.).

KommakT-1ucku 10 KHBI OBITH YI0KEHBI B 3aBOACKYIO YITAKOBKY, a 3aT€M TTOMEIIICHBI
B KOPOOOUHYIO Tapy.

4.2.2.16. OXpaHHBIN PEXUM.

OXpaHHBIﬁ PCKUM apXUBa oOecreunBaeTcs MMoCpcaACTBOM TEXHUYCCKOM
YKPCIUICHHOCTHU U O60py,Z[OBaHI/I$[ 3AaHUAg CPCACTBAMU OXpaHHOﬁ CUI'HaJIM3alu,
Oopranmsanyu 1I10CTa OXpaHbl, OIICYATbIBAHUA HOMCIHGHI/IP'I, CO6J'IIOI[CHI/I$I IMPOITYCKHOTO
PCXKHUMaA U ITOPAAKaA JOCTYIIA B XpaHUIIAIIIA.

OxpaHa apXyBa OCYIIECTBIISETCS HAa OCHOBAHHUH CITCIIUATLHOTO JOTOBOPA,
3aKJTF0YaeMOT0 MEXKTy apXHUBOM H CITy>KO0# OXpaHBl U OTPAKAIOIIETO B3aNMHbBIC
00s13aTeTLCTBA CTOPOH 10 OXPAaHE apXUBa, COOIOICHHUIO TPOITYCKHOTO PEXUMA.
JlomyckaeTcsi OpraHu3alis OXpaHbl CHJIaMH ITATHBIX PAaOOTHUKOB apXHBa.

Opranuzanys oOXpaHbl apXHUBa OCYLIECTBIIAETCS HA OCHOBAaHUHU COTJIACOBAHHOM C
opranom MB/I Poccun UHcTpykiiuu 00 oXpaHHOM pexUME apXuBa, KOTopas
BBOJIUTCS B ACHCTBHUE MPUKA30M JIUPEKTOpPA apXUBA.

[lepedenp momereHui apxuBa, 000PyAyEeMbIX CPEACTBAMU OXPaHHOW CUTHAIU3AINH,
BHJI OXPaHbI U IUCIIOKALINS TOCTOB OXPaHbl ONPEAEIAIOTCA TUPEKTOPOM apXUBa
coBMecTHO ¢ opranoM MB/[ Poccun, ncxoss U3 NpuHIIMIIOB HAJAEKHOCTH U
SKOHOMHUYHOCTH.



O0s13aTeIbHOMY OCHAIIICHUIO CPEACTBAMH OXPAaHHOW CUTHAIM3AIIMN U OTIEYaTHIBAHUIO
MOJIC)KAT XPaHUIIUIIA, TOMEIICHHS, B KOTOPBIX BPEMEHHO XPaHATCS TOKYMEHTHI (B
TOM YHCJIE YUTATBHBIN 3aJ1, JabopaTopus oOecreueHus COXpaHHOCTH JOKYMEHTOB U
T.I1.), @ TAKYKE MaTepUaJIbHbIC ICHHOCTH, Pa3MeEIlleHa MHOKHUTEIbHAS U

JpyTasi TOPOTOCTOSIIas TEXHUKA, aBapUITHBIC W 3aITaCHBIC BHIXO/IBI U3 3J]aHUS apXUBa,
OCHOBHOM BXOJ1 MPU OTCYTCTBUU KPYTJIOCYTOYHOTO NOCTa OXpaHbl. OnevyaTbIBaHUIO
MOJJIeKAT TaKKe CeU(PbI, T/Ie BpEMEHHO XPAaHATCS BbIJIAHHBIE U3 XPAHUIIHUII
JTIOKYMEHTBI, YY€THBIM U HAYYHO - CIIPABOYHBIN aIlliapat, €CJIu OHU HaXOIATCS B
HEOIEYaThIBAEMbIX TTOMEIICHUSX.

4.2.2.17. Xpanunuia B pabouee Bpemsi JODKHBI OBITh 3aKPBITHI Ha Kiko4. Kitroun ot
JBEpei XpaHWInIIa B pabodyee BpeMsi HaXOAATCS y 3aBEAYIOUIET0 XPAHUIHILEM WIIN
JMLIA, €r0 3aMEIIAOIIETrO.

B xpanunuiie uMeroT mpaBo I0CTYyIIa 3aBEAYIOIIUN U paOOTHUKY JAaHHOTO
XpaHWIUIIA A7l TPOBEICHUS PaboT, CBA3aHHBIX C OPraHU3alMel XpaHEHUs
JIOKYMEHTOB, a TAaK)K€ JUPEKTOP U €r0 3aMECTUTENH, IJIABHBIA XpAHUTENb (DOHIOB.
Bce npyrue paGoTHHKHM apXyBa JOMYCKAIOTCS B XpaHWIUIIA TOIBKO B
COIIPOBOKICHUM 3aBEIYIOLLETO WIH JIULA, €0 3aMEILAIOIIETO.

I[pyrI/Ie Juna JOITYCKarOTCs B XpaHUIMIIA B HCKIIIOUMTCIIbHBIX ClIydasaX TOJIbBKO I1O
Pa3spCIICHUIO PYKOBOJCTBA apXHBa U B COIMPOBOKACHUHN 3daBCAYIOMICTO XPAaHUIUNIIICM
WM JIjina, €ro 3aMCIaromicro.

4.2.2.18. BriHOC U3 apXxuBa JOKYMEHTOB, MaTEPUAIbHBIX LICHHOCTEH, KHUT HAy4YHO-
crpaBouHOM 6ubaMoTeku u MatepuanoB CU®, a Taxke HaydIHO-CIIPAaBOYHOTO
amnmapara pa3peraercs TOJIbKO M0 CIEHUAIbHBIM IIPOIYCKaM, BbIIaBAEMbIM B
YCTaHOBJIEHHOM TOPSIAKE.

4.3. Pa3zMmenieHue 10KYMEHTOB B XPaHWINIIAX

4.3.1. OOmue TpeGoBaHUS K pa3MEIEHUIO TOKYMEHTOB

I[OKYMGHTBI B XpaHUJIUIIAX PACIIOJIararoTCsa B IMIOPAIKE, 06€CH€‘—II/IB3IOH_[€M ux
KOMINJICKCHOC XPaHCHHUE B IMPCACIIaxX I'PpyHIT WJIN OTACIIBHBIX (1)OH):[OB B COOTBCTCTBHUHU C
YUYCTHBIMH JOKYMCHTAMH, a TAKIKC OI'IepaTI/IBHHﬁ ITOHNCK.

[Topsinok pacnosioxxeHust JOHIOB B apXUBE OMpPEAEIsAeTCs MIIaHOM (CXeMOi) ux
pa3MelleHus, yTBEPKIaeMbIM TUPEKTOPOM apxuBa. [linan (cxema) mpeaycMaTpuBaeT
pacnpenencHue GOHIOB MO XPaHWINILAM, C YKa3aHUEM MTPU HEOOXOIMMOCTH MX
HOMEPOB IO KaXAOMY CTelUIaxy Xpanunumia. [1nan (cxema) HaxoauTcs B
MOIpa3/ICJICHUH, OCYIIECTBISIONIEM YUYET TOKYMEHTOB apXuBa, WIN y paOOTHHKA,
OTBETCTBEHHOTO 32 YYE€T, & COOTBETCTBYIOIINE €0 pa3/ieibl - B XPAHUIHUILAX.

4.3.2. Pa3menieHre JOKYMEHTOB 000CO0IEHHOTO XpaHEHUS

4.3.2.1. O60c006IeHHOMY XPaHEHHIO TTOITIEXKAT TOKYMEHTHI:
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- CeKpPETHBIE;
- YHUKAJIbHBIE,

- UMEFoIIHe B 0()OPMIICHUH WU TIPUIIOKEHUH K HUM JIPArolieHHbIE METAJIIBI U
KaMHU;

- Ha HUTPOOCHOBE;
- MOpaXECHHBIE OMOJIOTUYECKUMU BPEIUTEIISIMU;

- IPUHATHIC HA BPEMEHHOE, B TOM YHCJIE ACNO3UTAPHOE, XPAHEHUE, HE YUTCHHBIE B
KauecTBe JOKyMeHTOB ApxuBHOTo (oHma Poccuiickoii Deaepanuu.

Mecto PAaCIIOJIOKCHHA U IUIOIAaAb, BhIACIIICMAA IJIA pasMCIICHUSA JOKYMCHTOB
000Cc00JIEHHOTO XpaHCHUA, OIIPCACIIAIOTCS apXUBOM, UCXOIA U3 PCAJIbHBIX
BO3MOKHOCTEH U NEPCICKTUBHLBIX 00BEMOB KOMIUICKTOBAHUS apXHBa.

4.3.2.2. Pa3menieHrue CEKPETHBIX IOKYMEHTOB OCYILECTBIISETCS B COOTBETCTBUU C
TpeOOBAHUSIMHU UHCTPYKIIUH IO pab0TE ¢ CEKPETHBIMHU JOKYMEHTAMH.

BpeMeHHoe COBMECCTHOC XPaHCHNEC CCKPETHLIX U PACCCKPCUCHHBIX JCJI B XPAaHWJINUIIC
CCKPCTHBIX NOKYMCHTOB HOITYCKACTCA B UCKIITOUNUTCIIbHBIX CIIYHasX IIPU OTCYTCTBUHU
CBO6OI[HI>IX IUIOIIAACH ISt PasMCIICHUA paCCCKPCUCHHBIX ACII.

4.3.2.3. YHUKaIbHBIC JOKYMEHTHI U JJOKYMEHTHI, UMEIOIHE B 0(OPMIICHUH HIIN
MPWIOKEHUHU K HUM JPArolleHHbIE METAJUThI U KAMHU, U3BIMAIOTCS U3 cOCTaBa (JOHIOB
U ToJIeXxAaT ce(hOBOMY XpaHEHHUIO.

Ha MecTo u3bATOro ToKyMeHTa BKIAbIBACTCS KapTa-3aMECTUTENh YCTAHOBICHHOTO
obpasna (mprmtoxxenne N 3) 1 ipu HCOOXOAMMOCTH KOIHS TOKYMCHTA.

4.3.2.4. PaznuyHbie BUJIBI Ay TUOBU3YAIbHBIX M MAIIMHOYUTAEMBIX (9JICKTPOHHBIX )
JIOKyMEHTOB XPaHATCS B 000COOIEHHBIX TOMEIICHUSX B 3aBUCUMOCTH OT
HOPMAaTUBHBIX PEKUMOB XPAHEHUS JUISI UX HOCUTEIIEH.

B o1HOM XpaHwIMIe MOTYT pa3MelaTbCs JOKYMEHTBI Pa3HOTO BUIA, HO UMEIOIINE
HOCHTEJb OHON (PU3MUECKON MPUPOJIBI U TPEOYIOINE OIMHAKOBBIX PEKUMOB
XpaHeHus (HarpuMep, JOKYMEHThI HA MAarHUTHBIX JICHTAX U JUCKOBBIX HOCUTENSX C
MarHUTHBIM CJIOEM, WM TOKYMEHTbI Ha KHHOILJIEHKE U MUKPO(OPMBL, U JIp.).

4.3.3. Pazmenienue GpoHia noyib30BaHUS
@DoH/1 T0JIb30BaHUS pa3MEIIAeTCs B 3aBUCUMOCTHU OT BHJ1a HOCUTEISI KOTIHUM.

Komnuu ¢onaa nonas3oBanus Ha OyMakHOM OCHOBE (B TOM uHKcie (POTOKOIUN), KaK
MPaBUJIO, XPAHATCA BMECTE C MOJIMHHBIMU IOKYMEHTaMU Ha OyMa)KHOI OCHOBE Ha
OTJIETHHBIX CTEJUIAXKaX U B MKadax B MOPsAIKE HOMEPOB (POHIOB U JIeTI.



Komuu ¢onaa mosb30BaHus Ha INICHOYHON OCHOBE Pa3MEIIAOTCS B XPAHUIIHUIIIE C
HOPMATUBHBIMH JIJII HUX PEKUMaAMU XPaHEHUS.

B xaxabii OI0KC BKJIAAbIBACTCS OTPC30K IVICHKH, HA KOTOPOM OTCHATO OJHO ACIIO
WJIN €0 YacTh. B IMOPAAKEC UCKIIIOYCHHA ITPU HEOO0JIBIIIOM 00BEME JC€JI B OJHOM
OTPE3KE MOKET HAXOJUTHCA HE Ooiee TpEX CKOIIMPOBAHHBIX ACII.

4.3.4. Pa3menieHre y4eTHbIX JOKYMEHTOB

4.3.4.1. OCHOBHBIE U BCIIOMOTaTeJIbHbIE YYETHBIE JOKYMEHTHI 10 apXUBY B LIETIOM
(cm. 1. 5.4.1) pa3MemnaroTcs B M30IMPOBAaHHOM TTOMEIIEHUHN WU pabouemM
noMeneH paboTHUKA(OB), OTBETCTBEHHOTO(bIX) 32 YU€T JOKYMEHTOB apXHUBa.

OCHOBHBIC U BCIIOMOTaTEJIbHBIC YUCTHBIC JOKYMCHTHI XpaHWJIMIIA Pa3MCIIalOTCs B
XPpaHUIIAIIC.

OTBETCTBEHHBIMU 332 COXPAHHOCTb U UCIIOIb30BAHNE YUETHBIX JOKYMEHTOB SIBIISIOTCS
pabOTHHUKH, OCYIIECTBISIONINE UX BEJACHUE B COOTBETCTBYIOIIEM CTPYKTYPHOM
IOJPA3/ICIICHUU U 110 APXUBY B LEJIOM.

4.3.4.2. IlepBble SK3eMIUISIPhI ONMUCEN PA3MEILAIOTCS B U30JIMPOBAHHOM MOMENIEHUU
WM paboueM MOMENIeHUH pabOTHHUKA(0B), OTBETCTBEHHOTO(BIX) 32 YUYET IOKYMEHTOB
apXHBa, ¢ 00s3aTEIHLHBIM COOTIOICHUEM PEKUMOB XpaHEHHUS, YCTAHOBIICHHBIX JIJIS
MTOVTMHHBIX JOKYMEHTOB Ha OyMaXHOM OCHOBE.

BTtopsie sKk3eMIUISIphI Onucel pa3MenialoTcs B U30JUPOBAHHON 30HE XpaHUIIUIIA Ha
CTeIUTaKe WIN B TIKady.

TpeTBI/I 9K3CMINIAPBI OIHCeM pasMCIIarOTCA B YATAJIIbHOM 34aJIC.

4.3.5. Tlopsiok Hymepaluu NoOMEIIeHU apXuBa, CTeUTaKel, mKadoB, MOJIOK.
Benenue Tonorpaduueckux ykazareneu

4.3.5.1. Bce nomenienus apxuBa (34aHus, KOpITyca, 3TaXu, sPyChl, XpaHUIIUIIA,
KOMHATBHI) a TAaK)Ke CTEIUIAXKH, CEUPBI, IKa(bI ¥ OTKU HyMEPYIOTCS.

B kax1mom oTieIbHOM MOMEIIEHUH CTEIIaXH U MIKa(bl HyMEpYIOTCS
CaMOCTOATENBLHO CJIEBA HapaBo OT Bxoja. [lonku Ha cremnaxkax u B mkagax
HYMEPYIOTCs CBEPXY BHU3 CJI€Ba HAIIPaBO.

B nensx 3akperieHnst Mecta XpaHeHHs M IOMCKA JOKYMEHTOB B XpaHWJINLLE
COCTaBJISIIOTCS MO(OHIOBBIE U OCTEIIAXKHbBIE TONOrpaduuecKre yKa3aTelu.
Tonorpaduueckue ykazaTeian COCTABISAIOTCS B KAPTOYHOM UM JINCTOBOM (hopMe B
HEO0OXOIMMOM KOJMYECTBE IK3EMILISIPOB.

4.3.5.2. Kaprouka nooHA0BOr0 Tonorpapuieckoro ykasareis (npuioxenue N 4)
COCTAaBJIAECTCS OTACIBHO Ha KaX bl (DOH/I; 3TH KAPTOUKHU PACIIONAratoTCs B MOPSIKE
HOoMepoB (ponaoB. KapTouka nocreiakHOro Tornorpapuueckoro ykasares



(npunoxxenue N 5) cocTaBisieTcsl Ha KaX/IbIH CTEIJIaX; 3TU KapTOUYKU PaclojararoTcs
10 MOPSAKY HOMEPOB CTeIIaXKeH B Mpejenax OTAeIbHOT0 NoMeIIeHus (KOMHATHI,
Kopiryca u T.1.). OJIuH 3K3eMIUISIp TONMOrpapuuecKux yKasaTelneil XpaHuTcs y
paboTHHKA(OB), OTBETCTBEHHOTO(BIX) 32 yUeT IOKyMEHTOB apX1Ba, BTOPOH - B
XPaHWIUIIE.

4.3.5.3. Benenue Tonorpauaeckux yKazaTelIel MOKET OCYIIECTBISATHCS B
TPaJAMIIMOHHOM WJIM aBTOMaTHU3HUPOBAHHOM PEKHUME B COOTBETCTBHH C
YCTaHOBJICHHBIMU PEKBU3UTAMHU.

V3MeHeHus B pa3MEILCHUH IOKYMEHTOB CBOCBPEMEHHO OTPa)KatOTCs BO BCEX
IK3EMILUIApax TonorpaduuecKux yKazaTelieu, a TakKe B TUTaHe (CXeMe) pa3MeIeHus
dboHI0B.

4.3.6. OdopmieHue sIpIBIKOB Ha TIEPBUYHBIX CPEACTBAX XPAHEHUS TOKYMEHTOB

Kaxxmoe rmepBudHOE CPeACTBO XpaHEHUS JOKYMEHTOB (KOpoOKa, marnka u T.]1.)
cHabkaeTcs SAPIBIKOM, Ha KOTOPOM YKa3bIBAETCsl Ha3BaHKWE U HOMEP (POHIIA, a TAKKE
HOMEp OIKCH, TICPBBIN M MOCICIHUN HOMEpa SIMHUIl XpaHESHUs, HOMepa
OTCYTCTBYIOIINUX CAMHUIL XPAHCHUS.

Hannucu ucnonusitorest Tunorpadckum crnoco0om, 4epHOH MAITMHOTIMCHOM JICHTOH,
TYUIbIO WIN CIIELMAIBHBIMU YEPHBIMUA BOJIOCTOMKUMH YepHWIaMHU. BO3MOKHO
VICTIOJIb30BAHME IITAMIIOB U IPYTUX aHAJOTHUYHBIX CPEJICTB.

44. KoHTpoJib HATMYHS, TSXHUYECKOTO U CbI/IBI/IKO-XI/IMI/I‘-ICCKOFO COCTOAHUA
JOKYMCHTOB

4.4.1. ITpoBepka HaIMYUA U COCTOSTHUS IOKYMEHTOB M OpraHU3alusl pO3bICKa
HEOOHAPYKEHHBIX JOKYMEHTOB

4.4.1.1. IIpoBepka HAIMYUS U COCTOSIHUSA IOKYMEHTOB MPOBOJAUTCS B LEAX
YCTaHOBJICHHUS COOTBETCTBUS (DaKTHUECKOTO HAJTMYHS €IMHULl XPAHCHHS HX
KOJIMYECTBY, YUCIISIIEMYCS IO YUYETHBIM JJOKYMEHTaM, BbISIBJICHUS JOKYMEHTOB,
MOJIJICKAIIMX PA3TMYHBIM BHIaM pPEeCTaBpallMOHHOW U TEXHUYECKOW 00pabOTKH.

B xoz1e npoBepkn HANUYUS U COCTOSIHUSA IOKYMEHTOB OCYILIECTBIISIFOTCS

- YCTaHOBJICHHE (PaKTUUECKOTO HAIMYHUS TOKYMEHTOB, HAXOSIIUXCS HA XPAaHCHUH;
- BBISIBJICHUE U YCTPAHEHUE HEJOCTATKOB B YUETE JIOKYMEHTOB;

- BBIABJICHUC OTCYTCTBYIOIINX NOKYMCHTOB H OpTraHM3aIld UX PO3BICKA,

- BBISIBJICHUE U YYET JJOKYMEHTOB, TPEOYIOIIMNX PECTaBpallMOHHON, KOHCEPBAIMOHHO-
poUIAKTHUECKON U TEXHUYECKONH 00padOTKH;

- BBISIBJICHHUC HGHpO(i)I/IHBHBIX JAOKYMCHTOB.
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4.4.1.2. TIpoBepku HATUYUSA U COCTOSIHUS JOKYMEHTOB IIPOBOJATCS B INIAHOBOM
MOPSAJIKE, a TAK)KE EUHOBPEMEHHO (BHEOUEPEAHbIE).

[TnaHoBas MUKIUYHAS POBEPKA HAJTMYHS U COCTOSTHHS IIPOBOIUTCS:
- YVHUKQJIbHBIX JIOKYMEHTOB - €KETr0JTHO;
- 0c000 MEHHBIX JOKYMEHTOB Ha OyMa)KHOM OCHOBE - OJIUH pa3 B 10 jerT;

- ayJIMOBU3YAJIbHBIX U MAIIMHOYUTAEMBIX (JIEKTPOHHBIX) JOKYMEHTOB - OJIUH pa3 B 5
JIET;

- KHHOJOKYMCHTOB Ha HUTPOOCHOBEC - OAWH pa3 B 2 rojaa.

[{UKJIMYHOCTH MPOBEPKU HAIMUHUS OCTAIBHBIX JTOKYMEHTOB OIPEIEIIIETCS Ha
OCHOBAaHHUH PEUICHUS IKCIEPTHO-METOANUECKON KOMUCCUHU (MIIH IPYTOro
COBEIIATEIFHOTO OpPraHa) apXyuBa B 3aBUCUMOCTH OT UHTEHCUBHOCTHU UCIIOJIb30BaHUS
Y COCTOSIHUSA y4eTa JOKYMEHTOB, HO HE MEHee OJTHOro pasa B 20 jer.

HpOBepKa HaJIM4HWA 1 COCTOAHUA CCKPCTHBIX JOKYMCHTOB OCYIIICCTBIIAACTCA B TC XKC
CPOKH, UTO U JOKYMCHTOB, HAXOAIMNXCA HA OTKPBITOM XpaHCHHUH.

B cnyuae cTuxuiitHbix O€ICTBUI, MACCOBBIX NEPEMEILICHUN U JPYTUX 00CTOSATEILCTB,
B PE3YJIbTATE€ KOTOPHIX YTPAUCHbI HJIK MOTJIM OBITh yTPAYEHBI U/UITU TIOBPEKICHBI
JIOKYMEHTBI, @ TAKXKE MPU CMEHE 3aBEAYIONINX XPAHUIHILIAMU, TPOBOTUTCS
BHEOYEpEeIHAsl €AMHOBPEMEHHAs MPOBEPKA HAIMYUS U COCTOSIHUS BCEX JOKYMEHTOB
apXWBa WM UX OTAEIBHBIX YacTel (TPyTII).

B cpoku, ycTaHOBIEHHBIE PYKOBOJICTBOM apXHBa, CUCTEMATUIECKU TTPOBOISTCS
MIPOBEPKH HAIMYHS U COCTOSTHUS JJOKYMEHTOB, BBIIABABIINXCS U3 XPAHUJIHIIL B
TeueHue roga. [Ipu BeIsiBIeHHH HEOOOCHOBAHHOTO OTCYTCTBUS JOKYMEHTOB
OCYIIECTBJISIETCS. UX ONEPATUBHBIA PO3BICK. B ciryyae 0e3pe3ysibTaTHOCTH PO3bICKa
OTCYTCTBYIOIIIME JOKYMEHTHI BKIIFOUAIOTCS B KAPTOTEKY HEOOHAPYKEHHBIX
JOKYMEHTOB JUTS JaJIbHEHIIero ux posbicka (cm. mm. 4.4.1.7-4.4.1.9).

4.4.1.3. B nauane npoBEepKU HAIMYKS U COCTOSHUS IOKYMEHTOB MPOBOJUTCS BhIBEPKA
YYETHBIX JJOKYMEHTOB, KOTOPAsi BKJIIFOYAET: YCTAHOBIICHUE TTOJTHOTHI YUETHBIX
JIOKyMEHTOB Ha MPOBEpsieMble apXuBHBIC (DOHIBI U JOKYMEHTHI, CBEPKY MX
COMOCTABUMBIX TOKA3aTENEH, YTOUHEHUE MOPSIAKA HyMEPALUK €AMHULL XPAHEHUS 110
onucH (KHUTE y4eTa U OMHUCAHUsA) U TPOBEPKY MPABUIILHOCTU COCTABIICHUS UX
UTOTOBBIX 3amucel. BoIBepKka yueTHOW JTOKYMEHTAIIMU U POBEPKA €€ HATUIUS MOXKET
MIPOBOJMUTHCS U KaK CAMOCTOSITCIILHBIN BU]T PAOOTHI.

4.4.1.4. IIpoBepKy HAIMYHUS U COCTOSHUS JOKYMEHTOB ITPOBOJIMT, KaK IPABUIIO,
rpyrirmna pabOTHUKOB.

[Ipu mpoBepke HaMYKs €AMHULL XPAHEHUS, TOKYMEHTBI KOTOPBIX YUTEHBI 110
BHYTPEHHUM OIMUCSAM, IPOBOJAUTCS CBEPKA HAJTMYUA TOKYMEHTOB C BHYTPEHHEN



OMKCHIO, a TAKKE CBEPKA HAIMYUS JUCTOB B €IMHULIAX XPAHEHUS, TTOAJIeKAIINX
XPaHEHHIO B HECOPOIIIOPOBAHHOM (0€3 MOIIMBKH) BUJIe. ENMHULIBI XpaHEHUs ¢
YHHUKAJIBbHBIMU IOKyMEHTaMU 0053aTeIbHO MPOBEPSIIOTCS MONUCTHO. MITOrN npoBepku
(GUKCHPYIOTCS B TUCTaX-3aBEPUTEIX (MpuiioxkeHus N 6, 6a).

I[OKYMGHTLI, BbIJAHHBIC B YUTAJIBLHBIN 3aJ1 U pa60qu INOMCIICHUA apXHBa,
IMPOBCPAIOTCA HA O6IJ_II/IX OCHOBAHMAX, X HOMECpPA YCTAHABJIMBAIKOTCS 110 KapTaM-
3aMCCTUTCIIEIM Y KHHUI'aM BbIa4M JOKYMCHTOB M3 XpaHWJIHILL. I[OKYMGHTI)I, BBIJAHHBIC
BO BpEMCHHOC IIOJIb30BAHUE, IIPOBCPAIOTCA 110 KHUI'aM U dKTaM BbIAa4U U CHUTAIOTCA
HUMCIOIIIMMMUCS B HAJIMYMH.

[Ipu npoBepke HAMUUUS U COCTOSIHUSI IOKYMEHTOB HEOOXOIUMO:

- COXpPaHATh MOPAAOK PACIOJOKCHUA JOKYMCHTOB Ha CTCIIIaXXKaX U B IICPBUYHBIX
CpeaAcCTBax XpaHCHUA,

- MOJKJIAIBIBATh HA CBOM MeCTa OOHAPYKEHHBIE BO BpEeMs MPOBEPKHU HEMPABUIHHO
MOJIIOKEHHBIE €IMHUIIBI XpaHEHUs TaHHOTO (poHAa;

- U3bIMATb U3 IIPOBCPACMOTO (1)0H,Z[a (KOMHH@KC& I[OKYMCHTOB) " 1IepcaaBaThb
XPaHUTCIIO HCIIPABHUIIbHO IMOAJTOKCHHBIC CAMHHUIILI XPAaHCHUA APYTHUX (1)OHI[OB;

- U3bIMATb CAMHMUIIbI XPAHCHUA, 3aPpAKCHHBIC IIJIICCCHBIO UK JPYTUMHA
OMOJIOTNYECKUMHU BpCOANUTCIIAMUA, TJIA HeMeI[JIeHHOﬁ HUX U30J10UU,

- U3BIMATh CIUHUIIBI XPAHCHVSI, HE BHECCHHBIE B OIMUCH (KHUTY y4eTa U OMUCAHWUS), U
MOMEIIATh UX B KOHEIl (oHIa (KOMITIEKCAa TOKYMEHTOB) JUIsl TIOCTIC Iy OIS
00pabOTKH U OTTMCAHMS.

B xoz1e npoBepky HaNU4MA U COCTOSIHUA TOKYMEHTOB HE Oy CKAETCA:
- BHOCUTD B ONUCH (KHUTY y4€Ta U ONUCAHUS) HEYUTECHHBIE €IMHULIBI XPaHEHUS;

- ACJIaTb Kakue-1moo IMOMCTBI, UCITPABJICHUA WJIU 3aIlIUCU B OIIHUCAX U APYIHX YUCTHBIX
JOKYMCHTAax.

4.4.1.5. Pe3ynpTaThl NPOBEPKH HATMYHUS M COCTOSTHHS JOKYMEHTOB U OOHAPYKEHHBIC
B €€ XO/Ie HEIOCTATKU (PUKCUPYIOTCS B JINCTE MMPOBEPKH HATUYMS U COCTOSHUS
JOKyMEHTOB (npuiioxkenue N 7) U B akTe IPOBEPKU HATUUUS U COCTOSIHUS
JTOKYMEeHTOB (mpuiioskeHue N 8).

JIucT mpoBepKU HATUYUS U COCTOSIHHS IOKYMEHTOB COCTaBIIICTCS HETIOCPEICTBEHHO
B XO0/JI€ TPOBEPKH, KaK MPaBUIIO, HA KaXAYI0 ONUCh oTAeabHO. [Ipu mpoBepke
HEOOJBIINX 10 00BEMY (POHJIOB JAOITYCKAETCS COCTABICHUE OJHOTO JIMCTA MPOBEPKU
Ha Bce onucH. B ciydae oOHapyXKeHUs B XOJ€ MPOBEPKU HATHYUUS U COCTOSHHUS
JIOKyMEHTOB HEJIOCTAaTKOB, HE MPEYCMOTPEHHBIX TpadaMu JUCTa MPOBEPKH, a TAKKE
IIPU MOJUCTHOU MPOBEPKE JIET, B JINCT BBOJATCS YTOUHEHUS U JIOMIOJIHUTEIbHBIE



PEKBU3UTHI. JIMCTHI MPOBEPKU HYMEPYIOTCA B BAJIOBOM MOPSIKE B Ipeaeiax GoHaa mo
KaXJI01 IIPOBEPKE U MOAIUCHIBAIOTCS UCTIOJIHUTEISIMHU.

Ha ocHoBanuu nucta (JIMCTOB) MPOBEPKU COCTABIIACTCS AKT MPOBEPKU HATTUUUS U
COCTOSIHMSI TOKYMEHTOB. OJTHOBPEMEHHO C aKTOM IPOBEPKU HAIUYUS U COCTOSHUS
JOKYMEHTOB IPU HEOOXOAUMOCTH COCTABIISIOTCS APYTUE aKThI - O TEXHUYECKUX
omuOKax B yUeTHBIX JoKyMeHTaX (mpuioxkenue N 9), 06 oOHapyKeHUH TOKYMEHTOB,
HE OTHOCSAIIUXCS K JaHHOMY (DOHIY, apXUBY, HEYYTEHHBIX U T.1. (puioxkenue N 10),
0 HEUCITPAaBUMBIX MOBPEKACHUAX JOKYMEHTOB (npruioxenue N 11) u T.1m.

4.4.1.6. ITo oxoOHYaHUM NPOBEPKU HATMYUS U COCTOSIHUS TOKYMEHTOB B KOHLIE OIUCH
(KHUTH y4eTa 1 OMUCaHus1) MPOCTABJSETCS IITaMIl "mpoBepeHo", AaTa, JOIKHOCTh U
HOJIHUCH JIULA, IPOU3BOJUBIIETO ITPOBEPKY.

B cnydae oOHapykeHUs B UTOTOBOM 3aIMMCH OMUCH (KHUTH y4eTa U OITUCAHUS)
HEYUYTEHHBIX JJUTEPHBIX U MPOMYILIEHHBIX NOPSAIKOBBIX HOMEPOB, BHIOBIBIIMX Ha
3aKOHHBIX OCHOBAHUSX €IUHUILL XPAHEHUSI UTOTOBAs 3alIMCh IIEPECOCTABIISETCS.

Ha Bce oTcyTcTBY!OIIME B XO/I€ IPOBEPKU HATTUYHS U COCTOSTHUS JJOKYMEHTOB
€IMHUIIBI XPAHEHUS COCTABJISIOTCA KAPTOUKHU yueTa HEeOOHAPY>KEHHBIX TOKYMEHTOB
(mpunoxenue N 12). Benenue kaprorek HeOOHAPYKEHHBIX IOKYyMEHTOB
OCYIIECTBIISETCS IEHTPAIM30BAHHO B TPAJAULIMOHHOM HJIM aBTOMATHU3UPOBAHHOM
pEeXUME B COOTBETCTBUU C PEKBU3UTAMU KaPTOUKH ydeTa HEOOHAPYKEHHBIX
JIOKYMEHTOB.

Pesynbrarhl npoBepku (PU3MUECKOTO COCTOSIHUS JOKYMEHTOB 3aHOCSITCSI B KAPTOTEKY
(kHUTY) yueTa (U3HUECKOro (TEXHUUYECKOTO) COCTOSIHHSI IOKYMEHTOB.

HpOBepKa HaJIM49HA 1 COCTOAHUA JOKYMCHTOB CUNUTACTCA 3aBepHICHHOfI ITOCJIC
BHECCHMS UBMEHEHUM BO BCE YUCTHBIC JOKYMCHTHEI.

ITocne MMPOBCPKHU HAJTUYIMA KOpO6KI/I C JOKYMCHTAMH MOTYT OIICYAaTbIBATHCA.

4.4.1.7. Po3bICK JOKYMEHTOB, HE OOHAPYKEHHBIX B X0JI¢ TPOBEPKU HATTUYHS U
COCTOSIHUS, OPTaHU3YETCSI C MOMEHTA BBISBIICHUS X OTCYTCTBUS, U IPOBOJUTCS B
TE€YEHUE OJJTHOTO rojia KaKk HEMOCPEICTBEHHO B apXUBE, TaK U B JPYIHMX OpraHU3ALMSIX.
PykoBoACTBO apxuBa UMEET MPABO MPOJUIUTH CPOK PO3bICKA HA OCHOBAHHUH
JOKJIaIHOM 3alUCKU PYKOBOAUTEISE COOTBETCTBYIOIIETO CTPYKTYPHOIO
noJipa3JieJIeHUs apXuBa, HO He Ooiiee, ueM Ha 1 rog.

Po3bick ocymiecTBisieTcs MyTeM U3y4eHHs JOKYMEHTOB Jiena (POH/a, CTaphIX OINHUCEH,
KHUT BBIJJAYU JOKYMEHTOB U T.II., TOBTOPHBIX MIPOBEPOK HAXOIAMIMXCS pAIoM (POHIOB
(KOMILJIEKCOB IOKyMEHTOB), MOMCKAa HEOOHAPYKEHHBIX TOKYMEHTOB B OpraHU3aIMsIX,
y BJIQJIENIBLIEB JIUUHBIX ApXUBOB, OT KOTOPBIX JOKYMEHTBI ObUIHM ITPUHATHI HA
XpaHeHue U ap. B nensax po3sicka OTCYTCTBYIOLIUX JOKYMEHTOB MOTYT IIPOBOAUTHCS
LEJIEBBIE MPOBEPKH HATMYUS JOKYMEHTOB OT/IENbHBIX (DOHIOB, MX YacTel U rpymn
CAVHMUI] XPaHCHUS.



4.4.1.8. JIokyMeHTBI, HalJICHHBIE B XOJ€ PO3bICKA, IEPENAKOTCA XPAHUTEI0, KOTOPBII
MOJIKJIA/IBIBAET UX Ha MecTo. B kapToTeke HeOOHapyKEHHBIX JOKYMEHTOB JI€JIa€TCA
OTMETKA O HaXOKJECHUU JTOKYMEHTOB.

I[OKYMGHTLI, IIPUYIKUHBI OTCYTCTBHA KOTOPBIX IMMOATBCPKACHBI JOKYMCHTAJIBLHO,
CHUMAIOTCHA € YU4€Ta B YCTAHOBJICHHOM IIOPSAAKE.

4.4.1.9. Ha noKkyMeHTbI, HE HallJICHHBIE B XOJI€ PO3BICKA, COCTABIISAETCS AKT O
HEOOHAPYKCHHUH JTOKYMEHTOB, ITyTH PO3bICKa KOTOPHIX UCUepaHbl (IpuaokeHne N
13), u moapoOHas crpaBKa O MPOBEACHUH PO3bICKA, KOTOPBIE, BMECTE C aKTOM
MIPOBEPKH HAIMYHS U COCTOSHUS JJOKYMEHTOB, ITPEICTABIISIOTCS B BHIIIECTOSITUN
OpTraH yIpaBJieHUs apXUBHBIM JICJIOM JJIS PUHSITHS OKOHYATEILHOTO PEIICHUS O
CHSITUU C YU€Ta TaKUX JIOKYMEHTOB.

Pemenue o CHATUM JOKYMEHTOB € y4eTa 0OopMIISETCS TPUKA30M JUPEKTOPA apXUBa
Ha OCHOBAHHUM IIMCbMEHHOI'0 Pa3pelICHUs BBILIECTOALIEIO OpraHa yrpaBieHUs
APXUBHBIM JEJIOM.

B KapTOTCKEC HGO6H&py>K€HHBIX JOKYMCHTOB ACJIACTCA OTMCTKA O CHATHHN
JOKYMCHTOB C y4cTa.

4.4.2. KOHTpOJIb TEXHHYECKOTO 1 (DU3UKO-XUMHYECKOTO COCTOSTHHUS JTOKYMEHTOB.
BrisiBiieHHE JOKYMEHTOB € MOBPEXKACHUSIMUA HOCUTENEN U TEKCTOB

4.4.2.1. Ilpuem u pa3MellleHUE B XpAaHWINIIAX JOKYMEHTOB, IOCTYNHBIINX B apXUB,
0e3 mpeIBapuTEIHHOM MPOBEPKHU X (PU3UIECKOTO COCTOSHUS HE JIOIMYCKACTCA.
[TocTynuBIIKE B apXUB IOKYMEHTHI JIO IEPEAAYH B XPAHWIUILE PA3MEIIAIOT B
MOMEIICHUH NTPUEMA U BPEMEHHOTO XpaHEHUs!, OCBOOOKIAI0T OT TPAHCIIOPTHOM Taphl,
packiaabIBalOT Ha CTeulakax U cronax. He momyckaercs ckilagmpoBaHue
MOCTYTHBIINX JTOKYMEHTOB B HEPA300paHHOM BUJIC.

4.4.2.2. Ouenka (pU3NYECKOr0 U TEXHUYECKOTO COCTOSHUS TOCTYNHUBIIUX
JOKYMEHTOB, a TAKXK€ UX CTPaxOBBIX KOMHUHA IPOBOANUTCS HE MO3HEE 3 MEC. C
MOMEHTa IIpreéMa JOKYMEHTOB Ha XpaHEHHUE B apXUB.

B PE3YJIbTAaTC OICHKN (bI/IBI/I‘-ICCKOI‘O COCTOSHUA JOKYMCHTOB Ha 6YMa}KHOﬁ OCHOBC
BBIABJIAAOTCA TOKYMCHTLI:

- IOPa’>XCHHBIC OMOJIOTHYECKUMU BPCOAUTCIISIMU,
- C TIOBBIILICHHOM BJIaXXHOCTBIO,
- C MOBPCKIACHUAMUA 6YMaFPI M TCKCTA, - 3aIlIbIJICHHBIC.

HpI/I OICHKC TCXHUYCCKOTO COCTOAHUA OPUTHHAJIOB ayAUOBU3YAJIbHBIX U
MallIMHOYUTAEMBbIX (BJ'IGKTpOHHBIX) JOKYMCHTOB, a TAKIKC UX CTPAaXOBLIX KOHI/II\/'I,
YCTaHAaBIUBACTCSA COOTBCTCTBHUC TCXHUUYCCKUX XAPAKTCPUCTUK NTOKYMCHTOB



CBCACHUAM, COACPKAIMMNMCS B aKTaX TCXHUYCCKOI'O COCTOSAHM:A, COITPOBOXKIAOIINX
JAOKYMCHTBI.

OHOBPEMEHHO BBISBIISIETCS] BUJT OCHOBBI KHHO(DOTOJOKYMEHTA.
JIoKyMeHTBI Ha HUTPOOCHOBE TIOJIJIC’KAT HEMEIJICHHON ITPOBEPKE Ha CTAOMIILHOCTb.

[Tpu oGHapykeHuu AePEKTOB COCTABISETCS aKT MPOU3BOILHON (POPMBI,
OTpaXAIOIIUK XapakTep AePEKTOB U MEPHI 10 UX YCTPAHEHHUIO.

VYcrpanenue neeKToB IPOBOAUT OPraHU3ALUA-UCTOYHUK KOMIUIEKTOBAHUS WU
apXuB 3a IJIaTy.

4.4.2.3. IloctynuBine JOKYMEHTHI, TIOPaKEHHbIE OMOJIOTHICCKUMHU BPEAUTEIISIMH
(Hacexomble, aKTUBHAS TJIECEHb) HAMIPABIISIFOTCS. HA CAHUTAPHO-TUTUEHUYECKYIO
00paboTKy (ne3uHbEKIs, 1e3MHCEKIINS).

Nx BBIACIICHUEC CIICAYCT IIPOBOAUTL OIICPATHBHO, C BBIITOJIHCHHUEM MEP U30JIAIHHN
IMMOPAKCHHBIX JJOKYMCHTOB.

4.4.2.4. ITpu 0OHapy>KEHUH BJIAYKHBIX MMOCTYNUBIIUX JOKYMEHTOB IIPOBOJUTCS X
o0s13aTebHAs aKKJIMMATU3AIH 10 UX MOJTHOTO BBHICYIIMBAHUS. AKKIMMATU3AIUIO
MIPOBOJIAT B IOMEIICHUN ITPUEMa U BPEMEHHOTO XpaHEeHUs B TeueHue 7-14 cyTok (B
3aBUCUMOCTH OT CTENIEHU YBJIAXKHEHUS) IPU MHTEHCUBHON BEHTUIISILIUU BO3/yXa,
pasMelnas eMHUIBI XPAHSHUSI B Pa3BEPHYTOM BHUJE HA CTOJIAX, CTEIJIaxKax.

4.4.2.5. KauecTBo OymMaru v TeKCTa MOCTYMHUBIINX JOKYMEHTOB IPOBEPSETCS
BBIOOPOYHO /17151 OOIIIEH OLIEHKU UX COCTOSTHHUS.

4.4.2.6. O6ecnplIMBaHNE TTOCTYITUBIINX TOKYMEHTOB MPOBOIST B CIICIIHATIEHOM
MOMEIIEHUH ¢ TPUMEHEHUEM BBITSKHBIX IIKa(OB U COOIIIOIEHUEM MEp CaHUTAPHUH U
rurueHbl. O0s3aTebHOMY OOSCTIIBUTHBAHMIO MOJIEKAT KOPOOKH, MATNKH, 00JI0KKH,
KOPELIKHU Aedl.

HOJ'H/ICTHOMy 00CCIIBLUTMBAHUTO moaABCPrar0oTCAa JOKYMCHTBI C BBICOKOM CTEIICHBIO
3arpA3HCHUA, CIICIaMN CTapOﬁ IIJICCCHU U T.II.

4.4.2.7. IloctynuBiive ayIMOBU3YyaJbHbIE U MAIIMHOUYUTAEMBIE (3JIEKTPOHHBIE)
JOKYMEHTBI [TPU TOATOTOBKE K XPAHEHUIO MOJIEXKAT:

- OYHUCTKC OT IIbUIN U IICPCMOTKC - TOKYMCHTLI Ha MarduTHOM JICHTC,
- OYHUCTKE OT 3arp${3HeH1/H71 - JOKYMCHTBI Ha TUCKOBBIX HOCHTCIIAX U (I)OTOI[OKYMGHTBI;
- AKKJIMMATU3aln B 3aJaHHBIX TCMIICPATYPHO-BJIAKHOCTHBIX YCIIOBHAX;

- YIIaKOBBIBAHUIO.



AKKIIMMaTH3a1Us ayAMOBU3YaTbHBIX U MAITMHOUYNTACMBIX (JICKTPOHHBIX )
JIOKyMEHTOB Ha IJIEHOYHOM U TMCKOBOM OCHOBAX MeEpe pa3MEeLIEHUEM UX B
XPaHWIHILIE POBOJUTCS B OTKPBITON ynakoBke mpu Temieparype 20+3°C u
OTHOCHUTEJILHOM BIXXHOCTH BO3yXa 35+15%; /uist IBETHBIX KUHO- U
(hOTOAOKYMEHTOB - TIPH OTHOCUTENbHOU BIaKHOCTU 35+15%. IIpomomKkuTenbHOCTh
aKKJIMMaTU3aUH KHHOJJOKYMEHTOB U PYJIOHHBIX MUKPO(UIHLMOB HE JOJKHA OBITh
MeHnblIe 10 CyTOK, JOKYMEHTOB Ha MAarHUTHOM JIEHTE U JUCKOBBIX HOCUTENSX - HE
MeHee 3 cyToK, GOTOJJOKYMEHTOB U MUKPO(HUII - HE MeHee 24 4acoB.

4.4.2.8. KonTpoas pU3NKO-XUMHYECKOTO U TEXHUYECKOTO COCTOSIHHS JOKYMEHTOB B
MPOIIECCE XPAHEHUS TPOBOJAUTCS C IEJIbIO BBIABICHUS MOBPEKICHHBIX IOKYMEHTOB U
JIOKyMEHTOB C MOTEHIIMAIBHO OMMACHBIM (DU3UYECKUM WIIH OMOJIOTHYECKUM
COCTOSIHUEM U OCYILECTBIISIECTCS:

- OCJICBBIM IIOPAAKOM;
- B XO04€ IPOBCPKU HATUIHNA U COCTOAHUA TOKYMCHTOB,

- IPY TIOATOTOBKE IOKYMEHTOB K BbIJaue U3 XPAHWIHUIIA, a TAKXKE MPU BCEX IPYTUX
paboTax, CBSI3aHHBIX C TOSAMHUYHBIM (TIOJIUCTHBIM) IPOCMOTPOM JOKYMEHTOB.

[{eneBas mpoBepka PU3NYECKOTO COCTOSHUS TOKYMEHTOB MPOBOAUTCS B MOPSIKE
OUYEpPEIHOCTU C YYETOM LIEHHOCTH JOKYMEHTOB.

HezaBucumo ot HCHHOCTHU NOKYMCHTOB HCHCBOﬁ IIPOBCPKEC (1)I/IBI/I‘-IGCKOFO COCTOsAHHUA
MoJIC)KAT JOKYMCHTHI, IMOCTPAAAaBIINEC B OKCTPCMAJIbHBIX YCIIOBUAX.

[To pe3ynpTaTam KOHTPOJIS AETAIOT 3aKII0YCHHE O HEOOX0IUMOCTH TIPOBEICHUS
pecTaBpali ¥ KOHCEPBAIIMH U, B 3aBUCUMOCTH OT COCTOSIHUS JOKyMEHTOB,
YCTaHABJIMBAIOT CPOKU MPOBEICHUS CIICAYIONICH KOHTPOJIbHOU MPOBEPKH.

4.4.2.9. KouTposb (pU3nuecKoro COCTOSIHUS JOKYMEHTOB Ha OyMa)KHOM OCHOBE B
IIPOLIECCE UX XPAHECHUSI IPOBOJIUTCS C LIEJIBIO BBISBIICHUS JOKYMEHTOB:

- BIIQXKHBIX;
- IOPaXKEHHBIX OMOJIOTMUECKUMU BPEAUTENSAMU (TUIECEHD, HACEKOMBIE);

- ¢ nedekramu OymMaru u TeKcTa.

[Ipumeuanue: B xoae KOHTPOIIS BBISABICHUIO U YAAJICHUIO MOJJIEKAT BCE
MIOCTOPOHHME, HAXOIAIIUECS B JIENIax, ManKkax, KopoOKax MpeaMeThl: METAJUTHUECKHE,
KapTOHHbIE, OYMaKHbIE U IPYTUE 3aKIJIaJIKH, TPOKIAJIKH, CKPETIKHU U T.II.
BrlsiBieHHBIE NpU MTPOBEPKE (PU3MUECKOTO COCTOSHUSI BIa’KHBIE TOKYMEHTHI (Jena,
TPYIIIIBI 1) MOIeKaT HEMEAJICHHOMY BBIJIEJICHHUIO, BHEOUEPEAHOU 00paboTKe

(cynnca, aKKJ'H/IMaTI/IBaHI/IH). HpI/I MaCCOBOM YBJIA)KHCHHHU NOKYMCHTOB IIPUHHUMAIOTCA
MCPBI 110 OCYIICHUIO XpaHWJIWIIA, HOPMAJIU3alun PCKMa XpaHCHUA.



BrlsiBIieHHBIE PU TPOBEPKE TOKYMEHTBI, MOPAKEHHbIE OMOJIOTHYECKUMU
BpeAUTENIMHU (IIJIECEHb, HACEKOMBIE), MOJIEKAT HEMEUICHHOMY TIEPEMEILIEHUIO B
U30JIATOP.

Hanuuue nedexkroB Oymaru u TeKCTa yCTaHABIMBACTCS BU3YaJIbHO MPH MOJTUCTHOM
npocmotpe nen. JlegekThl KIacCUPUIMPYIOTCS HA OCHOBE €IMHOM OyKBEHHO-

U pOBOM UHJIEKCALIMH 110 TUMIOBBIM MPU3HAKaM JAePeKToB Oymaru (OyKBeHHast
MHJIeKcalns) U TeKcTa (Iu(poBasi HHAEKCAlKs) B COOTBETCTBUU C OTPACIEBbIMU
METOJUYECKHUMHU pa3paboTKaMH.

4.4.2.10. KoHTpOIb TEXHUYECKOTO COCTOSIHUSI ayIMOBU3YaIbHBIX U
MaIIMHOYUTAEMBIX (JIEKTPOHHBIX) JOKYMEHTOB B IIPOLIECCE UX XPAaHEHUS
OCYIIECTBIISIETCS C LENbIO MPOBEPKHU:

- COCTOSIHMSI YIIAKOBKH JJOKYMEHTOB;
- HUIMYHUS CTAaHAAPTHBIX PAKOPAOB;

- TEXHUYECKOTO COCTOSIHUS IOBEPXHOCTH JOKYMEHTOB;

- HAJIM4Us 3arpsA3HEHUM M1 MEXaHUYECKUX TTOBPEKICHUM;

- TEXHUYECKOTO COCTOSTHUS MEePPOPALMOHHBIX JOPOKEK U CKIICEK;

- CTa0MJILHOCTU HUTPOOCHOBHI,

- mara repdopary KHHOTUICHOK M MarHUTHBIX JICHT MUPUHOMN 35 1 16 MMm;

- pU3UKO-MEXaHMYECKUX XapaKTEPUCTUK (KOPOOIeHNE, OTCIauBaHNE AMYJILCUOHHOTO
WM OCBhIIIaHUE padoyero ciaos u ap.);

- Han4usl 1e(PEeKTOB XMMHUECKOTO ¥ OMOJIOTUYECKOTO MTPOUCXOXKICHUS (TOpaKeHUE
MUKpPOOpPTaHU3MaMH, HACEKOMBIMU U TPBI3yHAMH, CIIEAbl KPUCTAUIA3AINH COJICH U
Pa3NOKEeHUS OCTATOYHBIX MPOyKTOB XUMHUKO-(PoTorpaduueckoit 00paboTkm);

- JIEKTPOAKyCTUYECKUX XapaKTePUCTUK (POHO- U BUACOJOKYMEHTOB;
- IapaMeTPOB BHUJICOJIOKYMEHTOB B BU/IEOKaHAJIE;
- KauecTBa N300pakeHusi KHHO-, (hOTO-, BUJICOJOKYMEHTOB;

- YPOBHSI MApaMETPOB, XapPaKTEPUIYIOIINX MAITHHOUYNTAEMBIE (3JICKTPOHHEBIE)
JIOKYMEHTBI (HampHuMep, YUciio cOOEB MPU CYNTHIBAHUU MH(GOPMALIMK B €IMHULIAX
BpPEMEHN);

- HAJIM4usl KOPPO3UHU HA IOBEPXHOCTU METAJUIMYECKUX IPAMOPUTUHAJIOB;

- HUIMYUS YKCYCHOTO CUHAPOMA TPHUALIETATHOM IUICHKH.



KOHTpOJ'IB TEXHUYCCKOI'O COCTOAHUA TOKYMCHTOB CIICAYCT OCYIICCTBIIATH IIPU
BHCIIHCM OCMOTPC B OTPAKCHHOM CBCTC.

KOHTpOIb 251eKTPOaKyCTHUECKUX XapaKTEPUCTUK (POHOTOKYMEHTOB (4aCTOTHBIE
UCKaXEeHHUsI, ypoBeHb KonmupadekTa, ypoBeHb (OHA U IIyMOB, HATHMYUE TPECKA U
HIETYKOB, ITYM May3bl) MPOBOAT HA CIyX HA MPO(eCcCHOHATbHBIX MarHUTO(OHAX C
KOHTPOJIbHBIMH arperataMu Jyisi MpOCIyIIUBAHUS, YCUIUTEIIMU MOIIIHOCTH,
I'POMKOTOBOPUTENSIMU U IPYTUM HEOOXOIUMMBIM 000pYAOBaHUEM.

KOHTpoIb TEXHUYECKUX MTapaMETPOB BUJICOJOKYMEHTOB MPOBOST C TOMOIIIBIO
KOMIIJIEKCa KOHTPOJIbHO-U3MEPHUTEIILHON anmnapaTrypbl: BUICOMarHUTO()hOHOB
COOTBETCTBYIOILIETO THUIIA, ONPEAEIIIEMOropopMaToM 3aIrcy; FreHepaTopa
UCIIBITATEIbHBIX CUTHAJIOB; U3MEPUTENISi CUTHAJIOB UCIIBITATEIbHBIX CTPOK;
ocuusuiorpada; MOHUTOPOB; MpeoOpa3oBaTess CTAaHIAPTOB U CUCTEM BUIC03aIUCH;
BHJICO3BYKOBOI'O KOMMYTATOPAa; CTOMKH JUIsl CAHXpOHU3auuu; reaeparopa ABK.

KoHTponb TEXHUYECKHUX MapaMeTPOB MAITMHOUYUTAEMBIX (JIEKTPOHHBIX) JOKYMEHTOB
MPOBOJAT C UCIIOJIb30BAHUEM CIIEUAIBLHOM anmapaTypsl U IPOrPaMMHOTO
o0ecrnieveHus1, IpeHa3HAYeHHBIX JJIs1 pa0OThI C COOTBETCTBYIOIIETO BUA
JIOKYMEHTaMH.

4.4.3. Yuet pu3nuecKoro U TEXHUUYECKOTO COCTOSTHUS JOKYMEHTOB

4.43.1. Vder pu3N4ECKOT0 M TEXHUYECKOTO COCTOSIHUSA JOKYMEHTOB Ha OyMa)kKHOU
OCHOBE OCYILIECTBIISIETCS B:

- TicTe-3aBepuTene Aena (nmpuinoxkeHus N 6, 6a);

- JIACTE U aKTE€ MPOBEPKU HATIMYUS U COCTOSTHUA TOKYMEHTOB (mpuiioskeHust N 7, 8);
- KapTOYKe yueTa JOKYMEHTOB C TIOBPEKICHUSIMU HOcuTens (mpmioxenue N 14);

- KapTOYKe yueTa JOKYMEHTOB C TIOBPEKICHUIMHU TeKcTa (mpuiioxkerue N 14a);

- KapToTeKke (KHUTE) ydeTa PU3NYECKOTO COCTOSHUS IOKYMEHTOB.

4.4.3.2. Yyer HpU3HKO-XUMHYECKOTO U TEXHUYECKOTO COCTOSHUS Ay TMOBU3YaJIbHBIX U
MaIIMHOYHUTAEMBIX (JIEKTPOHHBIX) JOKYMEHTOB OCYILECTBIISIETCS B!

- KapTO4Ke yuera (PU3MUeCcKOro COCTOSIHUS KUHOAOKYMEeHTa (rpuioxkenue N 15);
- KapTOUKe yueTa TeXHUUECKOTO COCTOsIHUS (poTooKyMeHTa (Tipmioxkenue N 16);
- KapTOUKe yuyeTa TeXHUUECKOTO COCTOsIHUS (DOHOOKyMeHTa (Tipuioxkenue N 17);

- KapTOUKE yuyeTa TeXHUUECKOTO COCTOSIHUS BUJICOJOKyMeHTa (ripuiioxkeHue N 17a);



- KapTOTeKax (KHUTax) yuera (PU3UKO-XUMHUECKOTO COCTOSTHUS ayMOBU3YTbHBIX
JIOKYMEHTOB.

4.4.3.3. Vder pU3UKO-XUMHUYECKOTO U TEXHUUECKOTO COCTOSIHUS TOKYMEHTOB MOKET
OCYIIECTBISITHCS B TPAJAULIMOHHOM WJIM ABTOMATU3UPOBAHHOM PEXUME B
COOTBETCTBHHU C YCTAaHOBJIEHHBIMU PEKBU3UTAMUKOHTPOJIbHO-YUETHBIX JOKYMEHTOB.

4.4.4. TIopsaoK CHATHS C y4eTa HEUCTIPABUMO NOBPEKIECHHBIX JOKYMEHTOB

4.4.4.1. Ha HeucnpaBUMO MOBPEXKICHHBIE TOKYMEHTbI COCTaBIISIOTCS 3aKII0UEHUS
peCTaBpaTopOB U CIELHUAINUCTOB IMOAPa3AEICHUs, OCYLICCTBIAIOIIETO XPAHEHUE
JIOKYMEHTOB apX1Ba, O IIOJIHOW HEBO3MOXHOCTH BOCCTAHOBJICHHSI UX OCHOBBI U
UCTOJIb30BaHUS TEKCTOBOM U N300pa3uTeabHON MHPOPMAIMH, aKT O HEUCIIPABUMBIX
MOBPEXKICHUAX JOKYMEHTOB (npuiioskenue N 11), KoTopbie peACTaBIsIIOTCS B
BBILIECTOSIMIA OPTaH yIIPABICHUS APXUBHBIM JEJI0M ISl IPUHATHSA OKOHYATEIIBHOTO
pELIEHUA O CHATUU JOKYMEHTOB C y4era.

B apxuBe pelieHre 0 CHATUM HEUCIIPABUMO MOBPEKIECHHBIX IOKYMEHTOB C y4ueTa
odopMITSIETCS TTPUKA30M JUPEKTOPA apXHWBa HA OCHOBAaHWUHU ITMCbMEHHOTO Pa3peIICHHS

BBIIICCTOAIICTO OpraHa.

4.4.4.2. CHATHE C yYeTa U YHUUTOKEHHE HEUCIIPABUMO MOBPEXKAECHHBIX YHUKAIbHBIX
JIOKYMEHTOB HE JIOITyCKaETCsl.

4.5. CneranbpHast GU3HKO-XUMHYECKAsd U TEXHUYECKass 00padoTKa TOKYMEHTOB

4.5.1. CoctaB pabor 1o crnenraibHoi 00paboTKe TOKyMEHTOB

CrieninanpHast 00paboTKa TOKYMEHTOB TIPOBOJAMUTCS C LEIBIO:

- YCTpaHECHHsI PUYUH YCKOPEHHOTO CTApCHUS U pa3pylIeHUs JOKYMEHTOB;

- BOCCTAHOBJICHHS MX CBOMCTB, TEXHHYECKUX XapaKTEPHUCTHUK, IOJITOBEYHOCTH;

- BOCIIPOM3BEICHUS JOKYMEHTHON HH(OpMAIK Ha 00Jiee yCTOMYUBBIX HOCUTEISIX,
KOTOPOE OCYIIECTBIISIETCS COOTBETCTBYIOITUMH TIOIPA3CIICHUSIMU apXUBA UITH

CTOPOHHUMMU OpraHnu3aliuidMu B YCTAHOBJICHHOM IIOPAIKE.

4.5.1.1. OcHOBHBIMHU BUAAMHU CHEIHAIbHON 00paOOTKHU JOKYMEHTOB Ha OyMa)KHOU
OCHOBE SIBJISIFOTCSI:

- Ie3UH( KNS, NE3UHCEKIUS, IepaTU3aLMsI XPAHWIUI] KaK COBOKYITHOCTh MEP
OMONPOPMIAKTUKY, OMO3AIIUTHI M YHUUYTOKEHUS OMOJIOTMUECKUX BpeAUTENEH B
XpaHWIUIIAX U HA JOKYMEHTaXx;

- pectaBpaius (pectaBpallmOHHO-KOHCEpBaIlMOHHAs 00paboTKa), KaKk KOMIUIEKC
paboT ¥ TEXHOJIOTHYECKUX ONEpalliii TI0 BOCCTAHOBJICHUIO CBOMCTB M JJOJITOBEYHOCTH
OpPHUTHHAJIOB IOKYMEHTOB;
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- BOCIIPOM3BEICHUE JOKYMEHTOB C LIEJIbI0 CO3/IaHUS CTPAaX0OBOro (poHaa KOonui
JIOKYMEHTOB U (DOH[Ia MOJIB30BaHUS; (OTOPECTABPALIMS IOKYMEHTOB C YracIluM U
CJIa00OKOHTPACTHBIM TEKCTOM; 3aMEHa OPUTMHAJIOB C HEAOJITOBEYHBIMU HITU
pa3pyLIEHHBIMU HOCUTEIAMHU KOIUSAMH JUUIl COXPAHEHUS U NIepefadyy BO BPEMEHU
JIOKyMEHTHOU MH(pOpMaIuu u Jp.;

- IepeIUIeT IOKYMEHTOB;

- o0ecnblTMBaHKEe JOKYMEHTOB KaK BCTIOMOTATEIbHBIN BU padbOT, OCYIIECTBISIEMOE
IIPU MOCTYIUIEHUH, XPaHEHUH, UCIIOJIb30BaHUU IOKYMEHTOB, a TAKXKe MPU
BBIIIOJIHEHUU KOHCEPBALMOHHO - PECTaBPALIMOHHBIX, CAHUTAPHO-TUTUEHUYECKUX,
TEXHUYECKHUX OTEepalyil pa3inyHOro Ha3HAYCHUS;

- crienralbHas 00padoTKa JJOKYMEHTOB B PEKHME aBapUHO-CIIacaTeIIbHBIX padoT, B
TOM YHCJIE C IPUMEHEHHEM CPEJCTB M CIIOCOO0B CYIIIKH, JIe3UH(PEKIINH, TS3HHCEKITUH,
3aMOpaKMBaHUs, pECTaBpallii, BOCIIPOM3BEACHMSI, IE3AKTUBALIUN U APYTHX BUIOB
1eJeBO 00pabOTKH.

4.5.1.2. AynnoBu3yanabHbIe U MATUHOUYUTAEMBIE (2JIEKTPOHHBIE) IOKYMEHTHI
MOJIBEPraloTCs CIACAYIONIUM PECTaBPAIIMOHHBIM U KOHCEPBAIIMOHHO-
npoduIaKTHYeCKUM paboTaM B 3aBUCUMOCTH OT (PU3NUYECKON MPUPOJIBI HOCUTETIS:

1) JOKYMCHTBI Ha MarHMTHOMH JICHTE:

- OYMCTKA MOBEPXHOCTU OT IBUIA U YACTHULL IPS3H BPYUHYIO UJIM HA CIIELIUAIIBHOM
OYHUCTUTETLHOM 000pYI0BAHUH;

- 3aMCHa IICPCCOXIIUX U KOpO6J’IGHHBIX CKJICCK,

- IEPEMOTKA C IIEJIbIO CHATHUS BHYTPEHHUX HAMPSDKCHUN B PyJIOHAX MAarHUTHBIX JICHT,
BO3HHKIIINX W3-32 MEPEMNaoB TEMIEPATyPhl U BIAKHOCTH TIPU XPAHCHUH U
TPaHCHOPTUPOBAHUU IOKYMEHTOB, IPOBOJAUTCA Ha CIIEUATIbHBIX YCTPOICTBAX C
3aJJaHHBIMU TIApaMeTPaMU HATSDKEHUS U C IPUCTIOCOOTICHUSMH I MEXaHUYECKOM
OYHCTKH MOBEPXHOCTHU JIEHTHI. [IepeMOTKy MOKHO TakKe MMPOBOIUTH Ha
OTPETYJIMPOBAHHOM MarHuTo(oHe, 6e3 PHIBKOB, C pPABHOMEPHOU MJIOTHOCTHIO
HaMOTKU. HamoTKa A0mKHA OBITH pOBHOM, IJIOTHOM, O€3 BBICTYIAIOIIUX BUTKOB U
crynenet. [lepnoanyHOCTh MEPEMOTKH U OUUCTKH JIOKYMEHTOB HA MAarHUTHOM JICHTE
B MPO(PMIAKTUYECKUX LIETSAX - OJMH pa3 B 2-4 rojia, B 3aBUCUMOCTU OT
WHTEHCUBHOCTH MCMOJb30BaHUS TOKYMEHTOB U YCIOBUHN UX XpAHEHHUS,;

- ohopMiieHrEe PyJIOHOB MArHUTHOM JICHTHI 3alIUTHON MAarHUTHOM JICHTOM C IBYX
CTOpOH 1O 2-2,5 M;

2) TOKYMEHTBI Ha TUCKOBBIX HOCUTEIISAX:
- 00ecbUIMBAHUE;

- IPOTUPKA AHTUCTATUKOM;



3) rpamopuruHaibl GOHOTOKYMEHTOB:

- JIIEKTPOXUMUYECKAs OUHCTKA,

4) kuHO(POTOAOKYMEHTHI, MUKPO(QOPMBI B (POHOTpAMMBI K KHHO(DUIBMaM:

- 00eCIbUIMBAHUE;

- yAaJieHle BOCKOBBIX, JKUPOBBIX U MHBIX 3arPS3HEHUH;

- YKpeIieHUe CKIIeeK U MPOCeUeK;

- peMOHT nepdopanuu;

- iepeesKa rpyOobix, KOPOOJIEHHBIX 3aIljIaT U CKJICeK;

- PEMOHT MOBPEX/IEHUH, 3aTPOHYBIINX TOJIE Kaapa.

4.5.2. Tlopsinok mpoBeneHus padoT MO CHeNUanbHOM 00paboTKe JOKYMEHTOB

Pabotsl 1o CH@HI/IaﬂBHOﬁ 06pa6OTKC JAOKYMCHTOB IIOAPA3ACIIAOTCA Ha ITIJIAHOBBIC,
BBITNTOJIHACMEBIC B PCKUME OUCPCIHOCTH, 1 BHCOUCPCIHBIC.

4.5.2.1. K BHeoYepeTHBIM OTHOCSTCSI paOOTHI, BBITIOJIHSEMbIE B aBAPUITHO-
CracaTeNbHBIX CUTYaLUAX, CBA3AHHBIX C JIOKATHHBIM UM MACCOBBIM IMOPAKEHUEM
JIOKyMEHTOB OIHEM, BOJIOM, XUMUYECKUMHU UJIU PaIMOaKTUBHBIMU BELIECTBAMH.

BHCO‘Iepe,[[HBIe, CpPOYHBIC MCPLI 110 BBIACICHHIO, U30JIAINH, CaHHTapHOfI 06pa60TI<e
AOKYMCHTOB U MCCT UX XPAaHCHUSA NPCANMPUHUMAIOTCA TAKKE IIPU IOPAKCHUN
JOKYMCHTOB OMOJIOrMYEeCKUMH BPCOAUTCIIAMMU. B 3aBucumocTH OT MacmTaboB
IMMOpaAKCHUA BHGO‘{epeI[HOﬁ O6pa6OTKC MoABCPTrar0TCA OTACIIbHBIC CANMHUIBI
XpaHCHU, I'PpYHIIbl CIMHUL XPAHCHUA, OTACJIbHBIC MACCUBLI JOKYMCHTOB XPpaHWUJIUIIIA
H, COOTBCTCTBCHHO, OTACJIBHLIC CPCACTBA XPAHCHUA U MCCTAa XPaHCHUS UJIN BCC
XpaHWJIMIIa OCIINKOM.

HOMGHKJ'IaTypa, MOPAOOK IMPOBCACHUA U TCXHOJIOTHUA 3TUX pa60T OIIpCACIIAIOTCA
OTpacCJICBBLIMA HOPMATHUBHBIMHA U MCTOANYCCKUMHU NOKYMCHTAMMU.

4.5.2.2. IInanoBas crienranbHas 00paboTKa TOKYMEHTOB IPOBOAUTCS MO Pe3yJibTaTaM
MPOBEPKH UX COCTOSIHUS B MOPSAJKE OUEPEIHOCTH, YCTAHOBIICHHOW B ApXUBE C YYETOM
MPUHAANIEKHOCTH UX K PA3IMUYHBIM [IEHHOCTHBIM TpyIIaM, BUAOBBIX OCOOCHHOCTEN
(U3HUECKOT0 COCTOSIHUS TIOKYMEHTOB U BO3MOXKHOCTEN apxuBa. [Ipuopurer oTnaercs
YHUKAIBHBIM B 0C000 IICHHBIM JOKyMEHTaM.

4.6. Bermaua TOKYMEHTOB M OITUCEN U3 XPAHWIHUIIA

4.6.1. OO0I11IME TT0I0KEHU


http://www.zakonprost.ru/content/base/part/323689

4.6.1.1. JIoKkyMEHTHI ¥ ONIMCH BBIAAIOTCS U3 XPAHUJIUIIA:

- IOJTL30BATEIISIM B YHTANBHBIN (TIPOCMOTPOBBI) 32T apXUBa U OPTaHU3AIHSIM,
bu3nueckum JMnaM-(poHI1000pa3oBaTesisiM BO BPEMEHHOE MOJIb30BaHNUE;

- paboTHHKAM apXHuBa B pab0YKe MOMEIICHMS;

- B JaDOpaTOpHIO apX1Ba, CTOPOHHUM OPTraHU3alMsIM AJIs TPOBEACHUS padoT 1o
CO3/IaHUIO CTpaxoBoro ¢oHaa 1 GoHIa MOIb30BAHUSA, CIIELIMATLHOW 00pabOTKH C
LEJIBIO YIIyqIIeHUs] GU3NYECKOTO COCTOSHUS IOKYMEHTOB.

4.6.1.2. Bpitaua TOKYMEHTOB M3 XpAaHWIHILA U IPUEM X 0OpaTHO, B TOM YHUCJIE
MOJIUCTHAS MTPOBEPKA TIOKYMEHTOB TIEpe]l BbIaUeH UX U3 XPaHUIIMILA U TIPU BO3BpaTe
OT M0JIb30BaTeNs (KpOME JOKYMEHTOB, BO3BpAIla€MbIX U3 UMTAJIBHOIO 3aj1a),
POU3BOAUTCS PaOOTHUKAMU XpaHWIHILA. [1oMcTHYI0 IPOBEPKY JOKYMEHTOB,
BO3BPAI[a€MBIX OJI30BATEIISIMU B UUTAJILHOM 3aJ1€, OCYIIECTBISET paOOTHUK
YUTAJIBHOTO 3aJa.

O0s13aTenbHOM MOMUCTHON MTPOBEPKE Mepe] BhIIaueii JOKYMEHTOB U3 XPAHUIUIIA U
IIPU BO3BpATE TOKYMEHTOB OT IOJIb30BATENIECH MMOAJIEHKAT:

- YHUKAJIbHBIC NOKYMCHTDI;

- IOKYMEHTbI, UMEIOIUE B 0()OPMIICHUH WU MIPWIOKEHUH K HUM MaTepUaJIbHbIC
IIEHHOCTH;

- HECOPOIITIOPOBAHHBIC TOKYMEHTHI.

[pyrue noOKyMeHThI, HOAJIEKAIIUE TTOJTMCTHOW POBEPKE, ONPEACISIOTCS
PYKOBOJCTBOM ApXHBA HA OCHOBE PELIEHHUS IKCIEPTHO - METOANYECKON KOMUCCHH.

OTMmeTKa 0 MPOBEICHHOM MOTUCTHON MTPOBEPKE CTABUTCS B JINCTE - 3aBEPUTEIC
(npunoxenus N 6, 6a).

4.6.1.3. Ha mecTo BpIIaBa€MbIX U3 XpPAHWIMILA JJOKYMEHTOB U OIUCEN
MOJIKJIA/IbIBAETCS KapTa-3aMecTuTensb (npuinoxenue N 3).

4.6.2. Cpoku Bbl1auu JOKYMEHTOB
4.6.2.1. JIokyMeHTBI BBIJAFOTCS U3 XPAHWJIUIIA HA CPOK, HE TIPEBBIIIAIOLINN:

- OJIMH MECSII] - TIOJIL30BATENISIM B YUTAIBHBIN 321 M pAOOTHUKAM apXHBa TSI
CITyKEOHBIX IIeTICH;

- TP Mecsla - OpraHu3alusaM, pu3nueckuM JuiaM-(GoH1000pa3oBaTessiM BO
BpPEMEHHOE T0JIb30BaHUE;

- HICCTb MCCALCB - AJIA OKCIIOHUPOBAHHA JOKYMCHTOB.



Cpok BbIJIaud JOKYMEHTOB JIJIs1 CO3/IaHMsI CTpaxoBoro poHma u GpoHa noap30BaHus,
CrielMalibHONM 00paOOTKH C MENIbI0 YIyUIIeHUsT (PU3UIECKOTO COCTOSIHUS JOKYMEHTOB
oTpeeNsieTCs TUIaHaMU paboThl apXHUBa M IOTOBOPaMH Ha MPOBEIACHHUE
COOTBETCTBYIOIIMX PA0OT CTOPOHHUMU OpTraHU3aALUSIMHU.

ITo 3arpocamM Cy,He6HI>IX U IPAaBOOXPAHUTCIBbHBIX OPIraHOB JOKYMCHTBI BBIJJAIOTCS Ha
CpPOK OO0 MIECCTHU MCCALICB.

[Ipumeuanue: B mopsake UCKIIOUEHUS JOITYCKAETCA YBEIMUYCHUE CPOKA
MPEJICTABICHUS JOKYMEHTOB JJIs1 SKCIIOHUPOBAHUS B COOTBETCTBUHU C IOTOBOPOM O
MIPOBE/ICHUY BBICTABKHU.

4.6.2.2. TIlpoayieHne yCTaHOBJIEHHBIX CPOKOB BbIJIaYM JOKYMEHTOB U ONUCEN
II0JIb30BATEIISIM JIOMYCKAETCsl B OCOOBIX ClIydasix ¢ pa3pelleHusl pyKOBOJCTBA apXUBa,
BBIJIa4X BO BPEMEHHOE TMOJIb30BAHUE - TI0 TUCbMEHHOMY TMOITBEPKICHUIO
OpraHu3alliy HAJUYMsl U HOPMATUBHBIX YCIIOBUN XpaHEHHUS BbIJAHHBIX JOKYMEHTOB.
(Cwm. Taxxe 1. 4.8.2.4).

4.6.3. TpeboBanus Kk GU3MUECKOMY COCTOSHUIO U 0(OPMIICHUIO JOKYMEHTOB MPHU UX
BbIJIa4C

4.6.3.1. JIokyMeHTbI, HAXOASIIKECA B IMJI0OXOM (U3MUECKOM COCTOSIHUM, UMEIOIIINE
Konu# (POHa MOJIb30BaHMUs, a TAK)KE JOKYMEHTBI, HE IIPOLIEAIINE HAYYHOTO
OTHCAaHMS U TEXHUYECKOTO OPOPMIICHUS, IJIs1 UCTIOJIb30BAHUS HE BBITAIOTCS.

HpI/IMeLIaHI/IeZ B NopAAKEC HCKITIOYCHUA JOKYMCHTLI, HC IIPOIICAIINEC HAYYHOTI'O
OnmrucCaHusd, MOT'YT OBITH BbIJAaHbI AJIA IIPOBCACHHUA pECTaBpal B ClIydac UX
KPUTHYCCKOT'O (I)I/I3I/I‘-ICCKOI“O COCTOsIHHA.

4.6.3.2. JlIokyMeHTbI, BbIJaBa€MbI€ U3 XPaHWIMILA, JOJKHBI UMETh apXUBHBIN MUQP
(OUCKOBBIE JaHHBIE) , MPOHYMEPOBAHHBIE JIUCTHI, TUCT-3aBEPUTEND (MTPHIIOKEHUS N
6, 6a) M INCT UCTIOJIb30BaHUS TOKYMEHTOB (Tprutoxkenne N 18).

4.6.3.3. IlonrotoBka JOKYMEHTOB K BbIJa4€ M3 XPAHWIHILA BKIFOYAECT:
- BBIEMKY JJOKyMEHTOB;

- CBEpKY apXHMBHOTO mM(dpa U 3aroJIOBKOB (aAHHOTAIIMIA) C OMMMCHIO (KHUTOW ydeTa 1
OMHCaHUs);

- IIOJIMCTHYO IIPOBEPKY JIEJI - B YCTAHOBJICHHBIX CIIyYasXx.

CBepka apXUBHOTO MHK(]pa JOKYMEHTOB C OMUCHIO (KHUTOM y4yeTa U OIUCaHUS)
npearnoiaraeT NpoBepKy MpaBUILHOCTH 0(OPMIICHUS 00JI0KKH U TUTYJIBHOTO JINCTA
Jiena, IEPBUYHOTO CPEACTBA XPAHEHHUS ayAMOBU3YaTbHOTO, MAIITMHOYUTAEMOTO
(3TIEKTPOHHOT0) TOKYMEHTA, MPaBUIILHOCTH COCTaBJICHUS 3arojIOBKa U UG POBKU
eAMHULIbI XpaHeHusd. [Ipu Hannuum 00IbIINX UCTIPABICHUM 00JI0KKA U TUTYJIbHBIH
JIMCT 3aMEHSIOTCS C COXPAaHEHUEM MPU HEOOXOAUMOCTH CTApOi OOIO0KKH.



[Ipu noaroToBKe K BbIIaY€E 7151 SKCIIOHUPOBAHUSI OTACIBHBIX JIOKYMEHTOB, U3BSATHIX
U3 JieJl, Ha 000POTHON CTOPOHE Ka)A0r'0 JINCTA BHE TEKCTA JOKYMEHTA KapaHAaloM
IPOCTABIISIETCS APXUBHBIN IIUD.

4.6.4. OdpopmieHue BbIIaYU JOKYMEHTOB
4.6.4.1. JoxkyMeHTBI U3 XpPaHWIUIIA BBIJAIOTCS C TUCbMEHHOTO pa3pelleHus:

- IMPEKTOPA WIH €r0 3aMECTUTEIS: TIPH BbIIade 0CO00 IIEHHBIX U YHUKAJIbHBIX
JOKYMEHTOB; IIPH NIepeiaue JOKyMEHTOB BO BPDEMEHHOE MOJIb30BAHUE, B TOM YHCIIC
JUTSE SKCTIOHMPOBAHMSI HAa BBICTABKAaX; HAPECTABPAITMOHHO-TIPOPIIIAKTUIECCKYFO
00paboTKy, KOITMPOBAHME;

- 3aBEIYIOIIETO XpaHWIHILEM (OTIEJIOM 00eCTIeUeHUsI COXPAHHOCTH): TIPU BbIIaue
COTpYJHHUKAM apXuBa Il padOTHl B pab0YMX MOMEIICHHSIX, TI0JIb30BATEIISIM B
YUTAJILHBIN 3aJ1.

Brimaua 7oOKyMEHTOB 13 XpaHWIUI PETUCTPUPYETCS B KHATAX BBIIAYH JTOKYMEHTOB,
Kormuii oHAa mosb3oBaHus (puiokerue N 19), koTopsie BeayTcs pa3aeIbHO 110
KKJIOMY XpaHWIHIIY U BUTY BbIIauH.

4.6.4.2. Boigaua JOKyMEHTOB B YUTAJIbHBIN 321 0(hOpMIISIETCSI 3aKa3aMu
(TpeboBaHMSAMN) HA BBIJAYy JOKYMEHTOB, KOMH (DOH/IA MOTB30BAHUS, OITUCEN
(mpunoxxenue N 20) U perucTpupyeTcsi B KHUTE BbIJIaYM JOKYMEHTOB U3 XPAHWIUIIA
B UMTAJIbHBIN 3aJ1, B KOTOPOM paciuchIBacTCs paOOTHUK YUTATBHOTO 3aJa.
HcnionHenHble 3aKka3bl (TpeOOBaHMS ) TTOJIH30BATENICH HAMIPABIISIOTCS B YNTATBHBIN 341
BMECTE C BBIJJAHHBIMU JJOKYMEHTAMH M XPAHITCS B JIMYHBIX JEJIaX MOJIb30BATEICH.

4.6.4.3. Beraua JOKyMEHTOB paOOTHHUKAM apXuBa IS UCTIOIb30BAHUS B CITY>KEOHBIX
nensax oopmirsiercs 3akazamu (TpeOGOBaHUSIMHM) Ha BbIAUy IOKYMEHTOB, KOTIUNA
¢donma nonap3zoBaHusl, onucei (mpunoxxenue N 20) 1 perucTpupyercs B KHUTe BbIIA4U
JIOKyMEHTOB M3 XpaHWINIIA B paboyne MOMEIIEHHUs, B KOTOPOU pacluChIBaeTCs
MOJIYYMBIINM TOKyMEHTHI paOOTHUK. 3aka3bl (TpeOoBaHusA) paOOTHUKOB apXHUBa
BU3UPYIOTCS PyKOBOJUTEIEM COOTBETCTBYIOILETO MOAPA3ICICHUS B LUEISIX
MOATBEPXKIACHUS HEOOXOIMMOCTH TMOTYUEHHUS STUX TOKYMEHTOB JJisl pabOThI. 3aKa3bl
(TpeboBaHMs) paOOTHUKOB apXMBa HAXOATCS B XPAHWIMIIE 10 UICTEUECHUS CPOKA UX
XpaHEHUS.

4.6.4.4. Briiaua JOKYMEHTOB B JJaOOpaTOpHIO apxuBa opopMIIsieTcs 3aKka3aMu Ha
IPOBEJCHHE COOTBETCTBYIOMUX padoT (mpuiioxkenue N 21) u peructpupyercs B
KHHUT€ BbIJAYN JOKYMEHTOB B J1a00paTOpHIO, B KOTOPOM pacIUChIBAETCA PAOOTHUK
nabopaTopuu.

3aka3bl yUUTHIBAIOTCA B TaOOPATOPUU U B COOTBETCTBYIOILIEM MO/IPA3/ICICHUHN apXUBa
U CJIyaT KOHTPOJBHBIM JJOKYMEHTOM 32 XOJIOM TIPOBEJICHHUS BCEX ITAMOB PA0OTHI C
JIOKYMEHTAMMU.



4.6.4.5. Britaua JOKyMEHTOB OpraHU3aIUsM BO BPEMEHHOE MOJIb30BAHUE
odopMIISIETCS aKTaMU O BbIIa4€ IOKYMEHTOB BO BPEMEHHOE T0JIb30BAHUE
(mpunoxxenue N 22) U peruCTpUPYETCs B KHUTE BBIJIAYM JIOKYMEHTOB BO BPEMEHHOE
MOJIb30BAHUE.

B rpade "IIpumedanue” akta o Bbljaue JOKYMEHTOB BO BpEMEHHOE MOJIb30BaHUE
YKa3bIBAIOTCSI 0COOEHHOCTH 0(hOPMIIEHUS U (PU3UUECKOTO COCTOSTHUSI JOKYMEHTOB.

Pemenue o BbIAA4YC JOKYMCHTOB OpraHu3aluAM BO BPEMCHHOC IT0JIb30BAaHUC B
3aBUCHUMOCTH OT ueneﬁ BbIIa4Y1 IPUHUMACTCA IIPHU HAJTUYINUH:

- FapaHTHﬁHOFO IIMChbMa,

- IOrOBOpA O IIPOBEACHUY BBICTABKU U YCIOBUAX DKCIIOHUPOBAHUS JOKYMEHTOB.
Paspemenue Ha BbIjauy BO BPEMEHHOE MOJIb30BaHUE JOKYMEHTOB, ITPEACTABIISEMbIX
JUTSI 9KCTIOHUPOBAHUSA, 0POPMIISIETCS IPUKA30M JUPEKTOPA apXHUBa.

VYHuKalbHBIE JOKYMEHTHI, PEJICTaBIsIEMbIE Ha BHICTABKH, a TAK)KE BCE JOKYMEHTHI,
OTMpaBIIIEMBbIE 32 TPAHUILY, TOJUIEKAT 00SI3aTEIHPHOMY CTPAXOBAHUIO B
YCTaHOBJICHHOM Topsiake (cM. 1. 4.8.1);

- IOTOBOpA O MPOBEACHUU padOT MO CO3JaHUIO cTpaxoBoro Gouaa u oI
TIOJIL30BaHUS, 110 YIYUIICHUIO (PU3HUECKOTO COCTOSIHUS JJOKYMEHTOB. 3aKITFOUCHUE
JIOTOBOpA Ha PECTaBPAIMIO TOKYMEHTOB JIOIYCKAETCs TOJIBKO CO
CHeUaIN3UPOBAHHBIMU PECTABPAIIMOHHBIMUA OPTaHU3AIMSIMH.

4.6.5. Beinaua xonuii (hoH/Ia TIOJTB30BAHUS

Brimaua xormii hoHma moip3oBanus opopmIiisieTcs 3akazamu (TpeOOBaHUAMU) Ha
BbIJauy JOKyMEHTOB (mpuinoxkenne N 20) 1 perucTpupyeTcsl B KHUTe/KHUTaX BhIIAYU
Komnui (hOoHA MOJIH30BaHNUS, BEYIIUXCALICHTPAIM30BAaHHO WU Pa3AeIbHO 10
KOKJIOMY XpaHUJIUILY.

4.6.6. Brimaua onucein

Ornrcu BBIJIAIOTCS HA CPOK, HE MIPEBBIIAIONINN MATH THEHW. Brigada onuce,
MMEIOIINXCS TOJBKO B OJTHOM 3K3EMIUISIPE U XPAHAIINXCS HEHTPAIU30BAHHO,
JIOITYCKAETCsl B UCKIIFOUUTENBHBIX CIydasX ¢ pa3pelIeHUs] AUPEKTOPA HIIA €T0
3aMECTHUTENISI HAa CPOK, KaK MPABUIIO, HE MPEBBIMIAIONTNNA OAUH JACHB, U OPOopMIIIeTCS
110 AaHAJIOTUH C BbIIAY€H MOJIMHHBIX JOKYMEHTOB.

Boigaua onuceit opopmitsieTcs 3akazamu (TpeOoBaHUSIMHU) Ha BbIIady JOKYMEHTOB
(mpunoxenue N 20) U perucTpupyercsi B KHUTE BbIIaYu OIMUCEH, B KOTOPOii

pacIuChIBAETCS MOJYUYUBIIUNA OMUCH pAOOTHUK apXUBa.

4.6.7. TpancnopTHUpOBKa U NIEpEMELIEHNE TOKYMEHTOB



4.6.7.1. Ilpu TpaHCTIOPTUPOBKE IOKYMEHTOB Ha JIF0ObIE PACCTOSHUS COOTIOAI0TCS
MeEpBI TI0 OXPaHE M 3aITUTE UX OT BO3JACHCTBUSI BPEAHBIX (DAKTOPOB OKPY KAIOIICH
CpeIbl MyTeM MPUMEHEHHS CTICIIHATbHBIX BUIOB YIIAKOBOK, 00€CTICUNBAIOIINX
3alIUTy IOKYMEHTOB OT OCaJKOB, CBETa, MEXaHUYECKUX MOBPEKICHUMH.

TpaHcnopTUpOBKa TOKYMEHTOB IPOU3BOIUTCS IPH IJIOTHON YKJIA/IKE T0KYMEHTOB,
HCKJTIOYAIOIIEel BOBMOXKHOCTh MX MEPEMEIICHUS BHYTPH YITAKOBKHU, YIapOB U
Pa3IMYHBIX COTPSICEHUH, TPU 3TOM POTOPOHOTOKYMEHTHI YIIAKOBBIBAIOTCS B
BEPTHUKAJILHOM IOJI0KEHUU B KOPOOKH JKECTKON KOHCTPYKIIMH COOTBETCTBYIOILIETO
pa3Mepa, 0OEepHYTHIE BO BJIArOHENPOHUIIAEMYIO TKaHb. Jlpyrue ayAnoBU3yalIbHbIE U
MAaIIMHOYUTaeMbI€ (JIEKTPOHHBIE) JOKYMEHTHI, rpapuuecKkue u KpyrnHopopMaTHbIe
JIeJ1a U JOKYMEHTBI IIEPEMEIIAOTCS TOJIBKO B YIIAKOBKE, B KOTOPOW OHU XpaHSATCH,
WIH B CTICLIMAJIBHO TIPEIHA3HAUYCHHBIX JIJISl MX MEPEMEIICHHS CPEICTBAX.

4.6.7.2. Ins BHYTpUApXUBHBIX NEPEMEIIEHUIN UCIIOIb3YIOTCS IEPEABUKHBIE TEIECKKH
U IpyTUE CPEACTBA TPAHCIIOPTUPOBKHU.

BHyTpuropoackue nepeBo3Ku JOKYMEHTOB POU3BOASTCS B 3aKPBITHIX ABTOMAIIMHAX
npu 00s3aTETLHOM COMPOBOXKIACHUN PAOOTHHUKA apXUBa.

TpaHCHOPTI/IpOBKa JOKYMCHTOB Ha JaJIbHUC PACCTOAHUS ITPOU3BOAUTCA B
YIIAKOBAHHOM BH/JC B KPBITBIX TPAHCIIOPTHBIX CPCACTBAX B COOTBCTCTBUHU C
npaBujIaMM IIEPEBO3KU HCHHLBIX I'PY30B, YCTAHOBJIICHHBIMHU AJIs1 COOTBCTCTBYIOIICTO
BHA TPAHCIIOPTA.

4.7. KoHTpoJb 32 COXPAaHHOCTHIO BBLIAHHBIX TOKYMEHTOB.

Bo3BpaiieHne 10KyMEHTOB B XPaHWJIAIIA

4.7.1. KoHTpoJib 32 CBOEBPEMEHHBIM BO3BPALICHUEM BbIIAHHBIX U3 XPAHWINILA
JTOKYMEHTOB

BrIBepKa KHUT BbI1aul JOKYMEHTOB IPOBOAUTCS OJUWH pa3 B KBapTall WU B
nosiyroaue. Ecnu B pe3ynbTaTe BEIBEPKU KHUT BbIIaYM YCTAHOBIIEH (DaKT HapyIICHUS
CPOKOB BO3BpALlEHNUs JOKYMEHTOB, BBISICHAKOTCS €r0 HIPUYUHBI U IPUHUMAIOTCS MEPBI
K BO3BpaTy JOKYMEHTOB. ECIIM MECTOHAXOKIEHUE U HAJINYME HE BO3BPALLECHHBIX B
CPOK JIOKYMEHTOB YCTaHOBJICHBI M HEBO3BPAIIIEHUE BBI3BAHO HEOOXOIUMOCTHIO
JanbHEHIero UCToIb30BaHus, X Bblgava nepeodopmisierca. [1pu 3agepxke
BO3BPAILEHUS JOKYMEHTOB 0€3 YBaKUTEIbHBIX MPUYUH NPEIANPUHUMAIOTCS MEPHBI [T
MX HEMEJUIEHHOIO BO3BpaTa B XpaHWIIHILIE.

B nensix koHTposis 3a coOI0JeHHEM HOPMAaTUBHBIX PEKUMOB XPAHEHUS U MPaBUII
paboThl C TOKyMEHTaMH, MOpa3ieJIeHUEeM, OPIraHU3YIOLIUM XpaHEHHE TOKYMEHTOB,
IPOBOJAATCS IPOBEPKU COXPAHHOCTH BBIIAHHBIX U3 XpaHWINIIA TOKYMEHTOB.
[TpoBepku mpoOBOATCS B TJIAHOBOM MOPSIKE WK IO Mepe HE0OOXOTUMOCTH IO
COTJIACOBAHMIO C PyKOBOACTBOM apXUBA.
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4.7.2. Bo3BpauieHue JOKyMEHTOB B XPaHUJIUIIE

[Ipu BO3BpaIeHUH TOKYMEHTOB B XpaHUJIHILE OCYIIECTBISCTCS MOJIMCTHAS TPOBEPKA
1X (PU3UIECKOTO COCTOSIHHSI B yCTaHOBJICHHOM Topsiake (cM. 1. 4.6.1.2). B kaurax
BBIJIa4U JJOKYMEHTOB JIEA€TCSI OTMETKA O BO3BPAICHUH JIOKYMEHTOB B TIPUCYTCTBUU
BO3BPATUBIINX UX PAOOTHUKOB apXHBa WM OpraHu3aiuu. Eciu BeISBICHBI
MTOBPEXICHUS BO3BpAIIa€MbIX JOKYMEHTOB, COCTABIISETCS aKT, KOTOPBIN
MOJMUCHIBACTCA PAOOTHUKOM XPAaHUJIUIIA U JTUIIOM, BO3BPAIIAIOIINM JIOKYMEHTHI,
MIPEJICTABIIACTCA Ha PACCMOTPEHUE PYKOBOJCTBA apXUBa.

[Tosb30BaTeM JOKYMEHTOB HECYT OTBETCTBEHHOCTb 3a MX COXPAaHHOCTb U
coOurroicHUe TIpaBUil PabOTHI C JOKyMEHTaMH. ApXUB 00513aH 00paTUTHCS B
NPABOOXPAHHUTEIbHBIC OPTAHBI B CIyYasX XUIIECHUS WIIM YMBIIIJICHHOTO TTOBPEXKICHHUS
JIOKyMEHTOB, BHECCHHSI B X TEKCT U3MEHEHHH, a TAK)Ke MOBPEKICHUS TEXHUIECKOTO
000pyI0BaHUS U UMYIIIECTBA.

4.8. CtpaxoBaHHe apXUBHBIX TOKYMEHTOB. [Topsmok ohopMIIEHUS BPDEMEHHOTO
BBIBO3a JIOKYMEHTOB 3a pYOEX U 3a npeneiibl cyobrekra Poccuiickon Denepanmu

4.8.1. CtpaxoBaHue JOKYMEHTOB

4.8.1.1. CtpaxoBaHue JOKyMEHTOB HaIIPaBJICHO Ha 00ECTICYCHNE NX COXPAHHOCTH,
BO3MeEIIEHUE yiepOa B ciiydyae Kpaxu, yTpaThl, HOBPEXACHUI U THOTO BO3MOKHOIO
ymepoa.

CTpaxoBaHUIO TOJIEHKAT:

- BCC TOKYMCHTBI (B TOM YHUCJIC ITOJIC)KAIINMEC BO3BPAILICHUTIO KOHI/II/I), BBIBO3HUMBIC 3a
py6e>I< AJIA1 OKCIIOHUPOBAHMA Ha BBICTABKAX, KX PCCTaBpalliu WJIK C APYTUMHU LHCTIAMU;

- YHUKAJIbHBIE TOKYMEHTBI, IPEAO0CTaBIIsIEMbIE /IJIs1 SKCIIOHUPOBAHMS Ha BHICTABKaX
BHYTpPH CTPaHBbI.

[IprMeyaHue: B UCKIIFOUUTENBHBIX CIy4YasiX BO3MOXKHA Iepeaada JOKYMEHTOB JUIs
DKCIIOHUPOBAHUS HA BBICTABKAX B YUPEKIACHUIX cucTeMbl DenepanbHON apXUBHOM
ciy»)0b1 Poccun, Munncrepctsa kynsTypbl Poccuiickoit deneparm u Poccuiickoit
AkanemMuu HayKk 0e3 CTpaxOBaHUs JOKYMEHTOB 101 OHUIHATEHOE 0053aTETBLCTBO
BO3MEILIEHU yliepOa B cllydae UX yTPaThl UIU MOPYH.

4.8.1.2. CTpaxoByI0 OIICHKY JOKYMEHTOB MPOBOAAT HanOoJiee KBATM(PUITUPOBAHHBIE
CTIEIUATMCTHI apXUBA, KOHCYJIBTHPYSCh IPU HEOOXOAMMOCTH CO CTICIIMATUCTAMU
My3eeB, OMOINOTEK, AaHTUKBAPHO - OYKMHUCTUYECKUX MarasuHoB, ayKIIMOHOB U
JIPYTHUX OpraHU3aLuUu.

Kareropus HeHHOCTH TOKYMEHTOB IPH X CTPAXOBOU OLIEHKE, pa3Mep CTPaxOBOM
OLICHKH YCTaHABIIMBAIOTCA C YYETOM OTPACIIEBbIX METOIMYECKHX pa3paboTok. CymMma
CTPaxoOBOM OLIEHKU JOKYMEHTOB, KaK MPaBUIIO, JOJKHA MMPEBHIIIATH BEPXHIOIO
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rpaHully ayKIHOHHOW LEHBI COOTBETCTBYIOIIEH KATErOPUH LIECHHOCTH apXUBHBIX
JIOKYMEHTOB.

Pe3ynbpTaThl CTpaxoBOM OLICHKH JOKYMEHTOB O(OPMIISIOTCSI AKTOM CTPaXOBOU
OIIEHKH TOKYMEHTOB (mpriioxkenue N 23), KOTOpbIi B 3-X 3K3. IPEACTABISAETCA B
BBIIIECTOSALLIMI OpraH YIpaBJICHUS! apXUBHBIM JEJIOM.

4.8.1.3. CtpaxoBaHue JOKYMEHTOB OCYIIIECTBIISIETCS B COOTBETCTBUU C
3aKoHoaresnbCTBOM Poccuniickon denepanuuy Wiy CTpaHbl, IPUHUMAIOLIEU
JOKYMEHTBI JUIsS SKCIIOHUPOBaHMsI. APXUBHBIE TOKYMEHTBI CTPAXyIOTCsI HA OCHOBE
"cTpaxoBaHUs OT BceX pUCKOB" 1o popmysie "oT rBo3as 1o reo3as” (from nail to
nail).

4.8.2. Tlopsimox oopmiieHHs] BpEMEHHOTO BBIBO3a JOKYMEHTOB

4.8.2.1. BpemeHHbII BBIBO3 TIOKYMEHTOB 32 nipeaensl Poccuiickoit denepannn
OCYILECTBIISIETCSA apXUBAMHU JIJIs1 OPraHU3aLMK BBICTABOK, MPOBEICHUS
peCTaBpallMOHHBIX PadOT U APYTUX LIEJIEH.

4.8.2.2. JInst paccMOTpEeHUS BOIIPOCAa O BO3MOKHOCTH BPEMEHHOI'O BHIBO3a
TIOKYMEHTOB (heZIcpaTbHBIA TOCYIapCTBEHHBIN apXUB, OPTaH YIIPABICHHUS apXUBHBIM
nenom cyowsekTa Poccutickoit denepanuu B COOTBETCTBUH ¢ 3aKOHOM Poccuiickoit
®enepanun "O BbIBO3€ U BBO3E KYJIbTYPHBIX IEHHOCTEN" MpeICTaBIsAET B
denepanbHyI0 apXuUBHYIO Ciy>k0y Poccuu:

- KOTIMIO JIOTOBOpPA O MPOBEICHUN BHICTABKH, PECTABPAIIMOHHBIX WM APYTHX PaboT;

- IepevYeHb JTOKYMEHTOB YCTAaHOBICHHOW (POPMBI, IpeAHA3HAYCHHBIX K BPEMEHHOMY
BBIBO3Y;

- KOIMM CTPAXOBOTO MOJIACA U TOCYIAPCTBEHHOW IrAPAHTUN MPUHUMAIOIIEW CTOPOHBI;

- IMCbMCHHOC ITOATBCPIKIACHHC (1)I/IBI/I‘IGCKOFO COCTOsSIHHA, ITO3BOJIAOIICTO
TPaHCIIOPTUPOBATE U ACMOHCTPUPOBATE BPCMCHHO BBIBO3UMBIC TOKYMCHTLI, a4 TAKIKC
HaJIMIHUA UX CTPAXOBBIX KOITHH.

4.8.2.3. B COOTBETCTBHH C YCTAaHOBJICHHBIM ITOPSAIKOM I'OCYIAPCTBEHHOMN DKCIIEPTU3BI
Y KOHTPOJIS 32 BBIBO30M M BBO30OM KYJIbTYPHBIX [IEHHOCTEHN ISl IOJTyYEHUS
CBUJICTEIILCTBA HA IPAaBO BPEMEHHOI'O BBIBO3a JOKYMEHTOB 3a Ipeaeiibl Poccuiickoi
denepanuu, BbIIIEHA3BaHHBIE JOKYMEHTHI BMECTE € 3aKirouecHueM DenepanbHoi
apXUBHOM ciry»)0bl Poccun npencrasistorcs B MUHHCTEPCTBO Ky IbTyphl Poccuiickoi
denepauy WK €ro TEPPUTOPUAITIBHBINA OPraH M0 COXPAHEHHIO KYJIbTYPHBIX
LIEHHOCTEM.

4.8.2.4. Jlns npoyieHHs B 0COOBIX CIIydasiX CpOKa BPEMEHHOTO BhIBO3a JIOKYMEHTOB
(benepanbHbIil rocyJapCTBEHHBIA apXUB WK OpTraH yHpaBJIeHUs ApXUBHBIM JI€JIOM
cyonekTa Poccuiickoit @eaepanun npeactapisieT B MUHUCTEPCTBO KYJIbTYPHI
Poccuniickont @enepanuu, €ro TeppUTOPUAIILHBINA OpraH:
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- KOIIHIO JIOTOBOpPA O MPOJIJICHUH CPOKA BHICTABKH, PECTAaBPAIMOHHBIX HIIH APYTHX
paboT;

- KOIHMM CTPAXOBOTO MOJIUCA U TOCYIAPCTBEHHOW rapaHTUX MPUHUMAIOIIEH CTOPOHBI;
- 3aKiroueHue DeepaibHON apXUBHOU CITy>k0b1 Poccum.

4.9. BeisBlIEeHME VHUKAJIBLHBIX M 0CO00 IEHHBIX JOKYMEHTOB

BrisiBiienue YHUKAJIBbHBIX U 0co00 HCHHBIX JOKYMCHTOB IIPOBOAWTCA B IINITAHOBOM
IMOPAIKE HaunoOoee KBaJ’II/I(i)I/IHI/IPOBaHHBIMI/I clicyaJiIuCTaMi Ha OCHOBAaHUH
OTPacCJICBbIX HAYYHO-METOJUYCCKUX p3.3p36OTOK U METOOHUYCCKHUX HOCO6I/H>'I,
IMOATrOTOBJICHHBIX B apXHBC.

4.9.1. OTHECEHME TOKYMEHTOB K YHUKAJIBHBIM OCYLIECTBIIIETCS B MIOPSAKE,
onpeneneHHoM PernamenTom ['ocy1apcTBEHHOTO peecTpa YHUKAIbHBIX JOKYMEHTOB
U BKJIIOYAET B ceOsl:

- COCTaBJICHUE JIUCTA yU€Ta U ONMMCAHMS YHUKAJIIBHOTO JOKYMEHTa (IpuiiokeHue N
24), 3aMoJIHIEMOT0 Ha KaXK/IbIi BBISIBJICHHBIA YHUKATbHBIA JOKYMEHT;

- PacCCMOTPEHHUE IKCTIEPTHO-METOUIECKON KOMUCCHEH (MU APYTUM COBEIIATEIbHBIM
OpraHOM) apXMBa MPEACTABICHHBIX MaTEPUAJIOB;

- TOJATOTOBKY MPEIJIOKEHUN O BKIFOUYEHUU JOKYMEHTOB B ['0OCy1apCTBEHHBIN pEECTp
YHUKAJIbHBIX IOKYMEHTOB M MPEACTABICHUE UX B BBIIIECTOSIINN OPraH yIpaBJicHU
ApXVBHBIM JICJIOM.

4.9.2. OTHeceHne TOKYMEHTOB K 0CO00 IIEHHBIM OCYIIIECTBIIACTCS HA OCHOBAHUH
pEIICHHS SKCTIEPTHO-METOINYECKON KOMUCCUU (WM APYTOrO COBEIIATEIILHOTO
opraHa) apXxuBa U 3aKpEIUISeTCs YYETHBIMHU IOKYMEHTAaMU B YCTAHOBJIEHHOM TOPSIKE
(cm. 1. 5.5.4).

4.10. Co3nanue ctpaxoBoro hoHIa JOKYMEHTOB U (hoHIa ITOJIB30BAHUS

CrpaxoBoii (OHI TOKYyMEHTOB MPECTABISAET COOOM COBOKYITHOCTh CTPAXOBBIX KOTIHIMA
JIOKyMEHTOB M CO3/IA€TCS B IEJSIX COXPAaHEHUS JOKYMEHTHOU MH(OpMAIIUK Ha CITydaid
yTpaThl WU MTOBPEXKACHUS OPUTUHAIOB JOKYMEHTOB, SIBIISIETCSI HETPUKOCHOBEHHBIM U
XPAHUTCSI TEPPUTOPHUATIELHO 000COOJICHHO OT OPUTHMHAJIOB IOKYMEHTOB

B CIIEIMATIBHBIX XPAHWIHUIIAX CTPaxoBOro GoH/A.

®oHJ T0JIE30BaHMS MPECTABISET COO0 COBOKYITHOCTh KOTIHI TOKYMEHTOB
ApxusHoro ¢onna Poccuiickoit @enepaninu, BHIMOIHEHHBIX HA PA3IMYHBIX
MaTepUaJIbHBIX HOCUTEISIX U NMPEIHA3HAYEHHBIX JJIS1 UCIIOJIB30BAHMS C LEIBIO
obecrieueHus: COXpaHHOCTH OPUTHHAJIOB IOKYMEHTOB.

dona moaIpr30BaHUA CO30aETC:
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- OJIHOBPEMEHHO C CO3JaHHEM CTPaxoBOTo (OHIIA;
- LIEJICBBIM TOPSKOM Ha HanboJIee UCTIOIb3yeMblIe JJOKYMEHTHI;

- B [IpoLIecce APYTUX padoT, B TOM YHCIIE M0 PaCCEKPEUUBAHUIO JOKYMEHTOB,
OpraHU3alllU UX UCTIOJIb30BAHMUS.

4.10.1. Opranuzanust pabOThI IO CO3/IaHUIO CTPAXOBOro GoHaa

4.10.1.1. OuepegHOCTh CTPaXOBOTO KOMUPOBAHUS OMPEAEISAETCA HEHHOCTBIO U
UH(POPMAITMOHHOM 3HAUNMOCTBIO IOKYMEHTOB, (PU3UUECKUM COCTOSIHUEM U
MHTEHCUBHOCTBIO oOpaieHus K HuM. Y3 poHm10B, paBHOLIEHHBIX 110 3HAYEHUIO,
NEPBOOYEPETHOMY KOTIMPOBAHUIO MOJIEkKAT (POH/IBI, TOKYMEHTHI KOTOPBIX HAXOASITCS
B IUI0XOM (PU3UYECKOM (TEXHUYECKOM) COCTOSIHUU U HanOoJiee HHTEHCUBHO
UCTIOJIb3YIOTCS, a TAKXKE IIBETHbIE KUHO- M (POTOIOKYMEHTHI, (DOTOJJOKYMEHTHI Ha
CTEKJISTHHOU OCHOBE.

4.10.1.2. TIloaroroBKa JOKYMEHTOB K CTPaXOBOMY KOITMPOBAHUIO OCYIIECTBIISICTCS B
COOTBETCTBHH C MPABUJIAMH BBIJAYM JOKYMEHTOB U3 XpaHWIUI] (cM. 1. 4.6). [1pu
ATOM MPOBEPSIETCS MX (HU3NIECKOE COCTOSIHHE, BBISBIISIOTCS JTOKYMEHTHI C
MaJIOKOHTPACTHBIMU WJIU yTaCAONTUMH TEKCTaMH, a TAK)Ke TOKYMEHTBI, TPEOyIoIre
pecTaBpay ¥ KOHCEPBAIMOHHO-TIPO(UIAKTHIECKOH 00pabOTKH.

4.10.1.3. CtpaxoBoe KOMMMPOBAHKE MPOBOIUTCS IO (DOHIAM C COOMIOACHUEM
CUCTeMaTHU3allUU SUHUI] XPAaHEHUS B OIIMCH, KOTOpask KOMUPYETCS TIepel HUMHU.
CTpaxoBOMY KOITMPOBAHHUIO MOJIJICHKAT BCE JOKYMEHTHI €IMHUIIBI XPAHCHUSI.

4.10.1.4. IIpu cTpaxoBOM KOMUPOBAHUH JIeJIa, KaK TPABUIIO, PACIIUBKE HE MOJICKAT.
PacmmBka 1es1 mpou3BOUTCSA B UCKITFOUUTENIBHBIX CIy4YasX MO COTJIACOBAHMIO C
PYKOBOJCTBOM apXHBa MPH MOJHOW HEBO3MOXKHOCTH KOMMUPOBATH NMEPEILIETEHHOE
neno. [lo okoHyaHuM paboTHI AEIO MeperieTacTCs JabopaTopuel NIl OpraHu3aIuei-
M3TOTOBUTEJIEM CTPaXOBBIX KOMUM 3aHOBO.

4.10.1.5. CtpaxoBoe KONMUPOBAHKUE TOKYMEHTOB OCYILIECTBIISIETCS B COOTBETCTBHHU C
TUIMIOBBIMHU TEXHOJIOTMUECKUMU PETIIAMEHTAMU U IPYTUMU ACUCTBYIOIIMMHU
HOPMATHUBHO-TEXHUYECKUMU JTOKYMEHTaMU.

4.10.1.6. MUcnomHUTETH HECET OTBETCTBEHHOCTD 3a COXPAHHOCTh KOIMUPYEMBIX
JIOKyMEHTOB B TE€UEHHE BCETO BPEMEHH HAaXOXJICHUS JOKYMEHTOB B TAOOPATOPHUH.
4.10.2. Tunsl cTpaxoBBIX KOMHUM JOKYMEHTOB

4.10.2.1. CtpaxoBoii KonHe JoOKyMeHTa Ha OyMa>XHOW OCHOBE SIBJISIETCS] HEraTUBHAs
Mukpodopma (MUKpODUIbM WK MUKpO(dHIa) 1 - TO TOKOJIEHHUs, U3TOTOBJICHHAS Ha
doTorpaduueckoil rajoreHocepeOpsTHOM MIICHKE COOTBETCTBYIOIIETO THUIIA METOA0OM
onTuyeckoro GororpagupoBaHus TOKYMEHTOB.



4.10.2.2. CtpaxoBoii KONHEN KNHOJOKYMEHTA SABJISIETCS IepBasi COBMEIICHHAS KOIHS
OpUTHHAJa, U3TOTOBJICHHAS HA TJIEHKE COOTBETCTBYIOIIETO THUIIA METOI0M
KOHTAKTHOU IeYaTu.

4.10.2.3. CtpaxoBoii koruen (PoTOAOKYMEHTA SBIISETCS MIEpBas KOIUs OpUTHHAA,
U3rOTOBJICHHAS HA (POTOIJIEHKE COOTBETCTBYIOIIETO THIIA METOJIOM
penpoyIMPOBAaHUS WU KOHTAKTHOM MEYaTH.

4.10.2.4. CtpaxoBoii konuei POHOAOKYMEHTA SIBJISIETCA MepBas KOIUs OpUrMHaja,
U3TOTOBJICHHAsI CIOCOOOM MarHWTHOW 3BYKO3aIMCH HA MAarHUTHOM JIEHTE
COOTBETCTBYIOLIEro Tuna. Ha yHukaiabHble POHOAOKYMEHTBI CTPAaXOBbIE KOITUU MOTYT
M3TOTAaBJIMBATHCS CIOCOOOM MEXaHWYECKOH 3ByKO3anucH (rpaMmopurunan 1,2).

4.10.2.5. CtpaxoBoi KONHEN BUACOJOKYMEHTA SIBJIACTCS NEPBast KOMUS OPUTHHAJIA,
M3TOTOBIICHHAA B (popMaTe OpuruHaia CrocoOOM BUACO3BYKO3aMMCH HA MAaTHUTHON
JICHTE.

4.10.3. KomruiekT u coctaB ¢oHa MOJIb30BaHUS

4.10.3.1. ®onx monp30BaHus, U3TOTOBIEHHBIN B pe3ybTaTe paboT M0 CTPaXOBOMY
KOITUPOBAHUIO JOKYMEHTOB, CO3/1a€TCsl B 00513aTEIbHOM KOMILIEKTE.

4.10.3.2. O0s3aTenbHbIN KOMIUIEKT (DOH/IA MOJIH30BAHUS BKIIIOYAET:

- U1l IOKYMEHTOB Ha OyMa)KHOI OCHOBE - 0JJHa MUKpOdopMa 2-T0 TOKOJICHHUS Ha
raJIOTeHUI0CEePEOPSHOM TIIEHKE (HeTaTUBHAS WJIU MIO3UTHUBHAS ), H3TOTOBJICHHAS C
HETaTUBHOW MUKPOGOPMEI 1-T0 MOKOJIeHus, U 01Ha MUKpodopma 3-ro MOKOJIeHuS,
U3TOTOBJIEHHAS C MUKPO(GOPMBI 2-TO TIOKOJICHHUS;

- 151 GOTOJJOKYMEHTOB - OJIMH MTO3UTHUBHBIN (POTOOTIEYATOK U OJWH TyOb-HETaTHB,;

- ISl KHHOJAOKYMEHTOB - OJTHA IO3UTUBHAs COBMELIECHHAs! KOMUs, OJIMH
MIPOMEKYTOUYHBIN MMO3UTUB U300pAKEHUS M OJTUH KOHTPATHUIT (POHOTPAMMBI (7151
3BYKOBBIX KHHOJOKYMEHTOB). [103UTHBHAs KOIKS U TPOMEKYTOUHBIN MO3UTHUB
M300paKEHUS JOJIKHBI BXOAUTHh B KOMIUIEKT KHHOJOKYMEHTA, TPUHUMAEMOTr0 Ha
NOCTOSTHHOE XpaHeHue. JlomyckaeTcs JOTOJIHUTENbHOE U3TOTOBIEHHE (POoHIa
M0JIb30BaHUSI KHHOJOKYMEHTOB B BHJI€ BUIeodoHOrpaMM B popmare Betacam;

- 7151 POHOJTOKYMEHTOB - OJJHA KOIWS Ha MAaTHUTHOM JIEHTE ITUPUHOMN 6,25 MM;
- 17151 BUJICOJIOKYMEHTOB - 07iHa Korusl B oopmate VHS.

4.10.3.3. ITopsaok BriItOYeHUS B (DOH MOJIB30BAHUS KOTIMA JOKYMEHTOB, CO3JJaHHBIX
B IIpOILIeCCE IPYTUX BUIIOB PabOT, OMPEAEseTCss apXUBOM.

B (bOHI[ IMOJIB30BAHUSA BKIIFOYAIOTCA, KaK IIPaBHUJIO, KOIIMH ITIOJIHOCTBIO
CKOIIMPOBAHHBIX CAWHUIT XPAHCHUA. Komun OTACJIbHBIX JOKYMECHTOB MOT'YT OBITH
BKJIFOYCHEI B (1)OH,21 IIOJIB30BaHHUA B COCTAaB€ TCMATUUYCCKUX HO}I60pOK JOKYMCHTOB.



4.10.4. ITpoBepka HAIMYMS U COCTOSHUS U TEXHUUYECKHUIM KOHTPOJIb CTPaxoBOro ¢oHaa
1 (hoHJa TTOJTH30BAHUS

4.10.4.1. Bce cTtpaxoBble KONUH JOJKHBI COOTBETCTBOBATh OPUTHMHATY Kak 110
COJIEPKAHUIO, TaK U MO PSAY BHEIIHUX MPU3HAKOB. M3roTOBUTENH CTPAXOBBIX KOMHIA
JOJKEH TapaHTUPOBATh COOTBETCTBUE BCEX BBIMTYCKAEMbIX KOIMUI TPEeOOBaHUSM
JNENUCTBYIOUIUX HOPMATUBHO-TEXHUYECKUX JTOKYMEHTOB IO CTPaXOBOMY
KOITUPOBAHUIO.

Bce cTpaxoBbie KOTUU MPOXOAT TEXHUYECKHI KOHTPOJIb B TAOOPATOPUHN WITH
OpraHU3alUU-U3TOTOBUTEIE, CBEACHUS 00 NX KadyecTBE (GUKCHPYIOTCS B aKTax
TEXHUYECKOTO COCTOSIHUS KOIMH CTPaxoBoro (onma (1mo ¢opmMam B COOTBETCTBHH C
OTPAaCIEBLIMU HOPMATUBHBIMU JTOKYMEHTAMHU).

4.10.4.2. IIpu mpueMe CTpaxoBbIX KOMHUI MPOBEPSIETCS MOTHOTA BHIIIOJHEHHS 3aKa3a
Ha KOIMPOBAHUE, KOJIMYECTBO KONUM, KOMIUIEKTHOCTD, IIPABUIILHOCTD U IIOJIHOTA
3aI0JIHEHHS AKTOB TEXHUYECKOTO COCTOSIHUS, BU3YaJIbHO - TEXHUYECKOE COCTOSIHHUE
KOIHH.

4.10.4.3. B npoiiecce XxpaHeHUs! CTPAXOBbI€ KOMUHU MOJIJICKAT:

- IPOBCPKEC HAIINYHUA U COCTOAHUSA B LCIIAX YCTAHOBJICHUA (l)aKTI/I‘leCKOFO HaJIM4YuAa
CTPaxOBbIX KOHHﬁ, HUX COOTBCTCTBUA JaHHBIM YUCTHBIX JOKYMCHTOB,

- TEXHUYECKOMY KOHTPOJIIO COCTOSIHUS U CBOEBPEMEHHOMY IIPOBEICHUIO
HEO0OXOMMBIX KOHCEPBAIIMOHHO-TIPOQUIAKTUYECKIX MEPOTIPUATHH.

4.10.4.4. Texau4yeckuii KOHTPOIb CTPAXOBOTO (POH/IA OCYIIECTBISETCS OJIMH pa3 B
TPH TOJIa, TPU ITOM KOHTPOIHO MO IeKUT 20% CTpaxoBBIX KOMUK MPOU3BOICTBA
Ka)XJI0T0 roja.

4.10.4.5. Pe3ynbTaThl TEXHUYECKOTO KOHTPOJIS (PUKCHPYIOTCS B aKT€ TEXHUYECKOTO
COCTOSIHUSI CTPaXOBOM KOIUH, TJI€ JAeTCS 3aKITI0UYEHNE O HEOOXOJMMOCTH M CPOKax
MPOBEACHUS MPOPUITAKTUICCKUX U PECTABPAIIMOHHBIX pa0OT U yCTAaHABIMBAIOTCS
CPOKH CJIELYIOLIETO TEXHUYECKOIO KOHTPOJIA.

4.10.4.6. IIpoBepka HaIMuUs U COCTOSIHUS (DOH/IA MOJIB30BAHUS OCYIIECTBISIETCS C
LEJIbI0 KOHTPOJIS 32 COXPAHHOCTHIO KOMUI JOKYMEHTOB U OpraHU3aluu padboThl 10
CBOEBPEMEHHOMY BOCCTaHOBJIEHHUIO ()OH[IA MOTH30BAHMUS.

O06beM U MepUOIUIHOCTH PAOOTHI MO MPOBEPKE HAIUYMS U COCTOSTHUS Komuid (hoHaa
II0JIb30BaHUS OIPEAEISIETCS ¢ YYETOM €ro oOIero oobeMa, coctaBa, UHTEHCUBHOCTH
BbIJIaYM KOMIUH U YaCTOThI UX BOCIIPOU3BENIEHUS, a TAKIKE YCIOBUM XpaHEHUS.

4.10.5. OdopmiieHre nepeaadr CTPaxoBbIX KOMUH Ha CIEUATILHOE XpaHEHUE



4.10.5.1. LlenTpanu3zoBaHHOE XpaHEHUE CTPAXOBBIX KOMHI OCYIIECTBIIAET OECIUIATHO
[entp xpanenus crpaxooro ¢pouaa (LIXCD) - cnenuanbHOE XpaHUIUIIE CUCTEMBI
denepanbHOM apXUBHOU c1y>k0b1 Poccun.

J{nst mostyyeHus coriacusi Ha OTIpaBKy cTpaxoBbiX konuil B IXC® apxuB
IIPECTABIISIECT B BHILIECTOALLMN OpraH YIPaBiI€HUs apXUBHBIM JEJIOM JOKJIaJHYIO
3aIUCKY O TOTOBHOCTH K OTIIPABKE CTPAXOBBIX KOIHM C YKa3aHUEM KOJNYECTBA
eIMHUI] XPaHEHHUSI, C KOTOPBIX U3TOTOBJIEHBI 3TH KOMUH, 00beMa KOMHUii (B eAMHULIAX
ydeTa, eAUHUIaX XPAHEHUs], KaJpax, METPa)XKe, BPEMEHH 3ByUaHHUs), UX COCTOSIHMUSI,
HaJIM4YUS OMUCEHN CTPaxoBOro OHJIa U aKTOB TEXHUUYECKOT0 cOCTossHUs. Pa3penienue
Ha repeaavy crpaxoBoro (GoHaa JokyMeHTOB B LleHTp xpaHeHus: cTpaxoBoro GpoHaa
naet OenepanbHas apxuBHas ciyx6a Poccun.

[Tpuem-niepenava cTpaxoBoro (oH/IA OCYIIECTBISIETCS HA OCHOBAaHUH MTPUKA3a
®denepanbHOM apxuBHOU cy>k0bl Poccuu mo akty (mpunoxenue N 25), K KOTOpoMy
PUJIATaloTCA:

- OIMKCHU 0CO0O0 LIEHHBIX JIE], TOKYMEHTOB WM KOIUU OMHICEH J1eJ1, TOKyMEHTOB, C
KOTOPBIX OTCHSAT CTPaxoBoii (YOH]I, WK NIEpeYeHb HOMEPOB 0CO00 IIEHHBIX JIel,
JIOKyMEHTOB (HOMEPHHK);

- OIKCH TIEPEIaBaeMOro CTPaxoBoro (HoHmaa;
- aKThI TEXHUYECKOTO COCTOSHUS KO CTPaxoBoro GhoH/a;
- COMPOBOJUTEIBHBIE TOKYMEHTHI HA TPAHCIIOPTHYIO Tapy.

4.10.5.2. CtpaxoBbl€ KONHH B MOPSJIKE PACIIONIOKEHUS UX B ONUCH MOMEIIAOTCS B
COOTBETCTBYIOLIYIO Tapy ISl TPAHCIOPTUPOBKH, UMEIOILY0 OPSAIKOBYIO
HYMEPALMIO B Ipejieax OTHpaBisieMol napTuu, u Hanpasisitotcs B [XCO B
OITIOMOMPOBAHHBIX KOHTEWHEpax. B conpoBoaUTeTbHOM JOKYMEHTE Ha
TPAHCIIOPTHYIO Tapy YKa3bIBAECTCS €€ KOJIMYECTBO M YHUCIIO CTPAXOBBIX KOIUW B HEM,
CTaBATCA MOAMKUCH JIOJKHOCTHBIX JIMII, OTBETCTBEHHBIX 3a Mepeayy.

AKTBI IpueMa-fnepesadn ¢ npuioxeHusMu (cm. 1. 4.10.5.1) nomemniatorcs B
OTZIETIbHYIO YIIAKOBKY, HA KOTOPOM Jienaercst moMeTka "ConpoBOIUTENbHbIE

JOKYMEHTHI'".

4.10.5.3. ITocne ornpaBku KoHTeHHEpOB apxuB u3BemaeT [IXC® o konnuecTBe
OTMPABJICHHBIX KOHTEWHEPOB U J1aT€ OTIPABKHU.

Omutara pacxoJ0B MO OTHPABKE KOHTEHHEPA CO CTPAXOBBIMU KOMUSAMH MPOU3BOIUTCS
apXUBOM.

4.11. O0ecrieueHrE COXPAHHOCTH JIOKYMEHTOB IIPU YPE3BBIYANHBIX CUTYAIIAIX

4.11.1. Ype3BblualiHBIMHA CUTYALMSIMU B JIEATEIIBHOCTH APXUBOB SIBIISIFOTCS TAKHUE
00CTOSATENHCTBA, PU KOTOPHIX HEBO3MOKHO BBITIOJIHEHUE B TIOJTHOM 00BEME
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BO3JIO’KEHHBIX Ha apXMB 3aJ[a4 B COOTBETCTBUU C TpeOoBaHUSAMU HacTosux [IpaBun
U IPyTHX HOPMATHUBHBIX IOKYMEHTOB, CO3/Ia€TCS yTpo3a )KU3HU U 3JJ0POBBIO JIIOJIEH,
COXPaHHOCTU JOKYMEHTOB apXHBa.

K upe3BbIyailHbIM CUTYalMsIM OTHOCSITCS:
- 00bsIBIICHUE B FOCYAApPCTBE (PETHOHE, TOPOJIE) PEXKUMA YPE3BBIYAMHOTO MOJIOKEHHUS;
- IOXKap WU CTUXUITHbIE OCTBUS, MOBIMUSBILNE HA )KU3HEAEATEIbHOCTh apXUBA;

- ICYE3HOBEHME WIH I10pYa JOKYMEHTOB, XUILEHUE WIH I10pYa UMYIIECTBA B
pe3yJbTare MIPOHUKHOBEHUS B ApXUB IIOCTOPOHHUX JIFOJIEH, WU JPYTUX
IIPOTHUBONPABHBIX JCUCTBUN;

- aBapuu CUCTEM YKH3HE0OCCIICUCHHS ApPXHBa, a4 TAKXKXC 3AaHUA apXHBa,
- CHATHC OXPaHbl apXHBa,

- IpyTue 00CTOSTENbCTBA, BHIHYKIAIOIINE PYKOBOJICTBO apXMBa MPUHSATH pelIeHrne 00
M3MEHEHHUH pexuMa pabOThl apXyUBa WU MPUOCTAHOBJICHUH €T0 IEATEIbHOCTH.

4.11.2. C y4eToM BO3MOKHBIX YpE3BBIYAWHBIX CUTYAIMI apXuB pa3pabaThIBaeT U Npu
HEOOXOMMOCTH MePECMaTPUBALT IUIaHbI KOHKPETHBIX MEPOIIPHUITHIA U APYTHE
HOPMATHUBHBIC JOKYMEHTHI O pa00Te B UPE3BBIYANHBIX CUTYAIIUSX.

[1naHbl MEPONPUATHI YTBEPKAAKOTCA IUPEKTOPOM apxuBa. C IIaHaMu MEPOTPUSITHI
U IPYTUMH HOPMATUBHBIMH JTOKYMEHTaMU, OTIPEICISIFOIIMMU pa00Ty apXuBa Mpu
Ype3BBIYAMHBIX CUTYAIUSIX, JOIDKHBI ObITh 03HAKOMJICHBI OTBETCTBEHHBIE pA0OOTHUKU
apxuBa.

4.11.3. IIpu HACTYIUICHUH YPE3BBIYANHBIX CUTYallM PYyKOBOJICTBO apX1Ba
HeMeUIeHHO (TI0 Tenedony, Tenerpady, pakcy umu 1MaHo) cooOuraeT 06 3ToM
PYKOBOJICTBY BBIIIECTOAIIEIO OpraHa YIpaBJIeHUs! apXUBHBIM JI€JIOM U TI0
COTJIACOBAHUIO C HUM MIPUHUMAET pelIeHne 0 paboTe B pexKUME Ype3BbIYATHON
CUTYaINH, KOTOPOe 0POPMIISIETCS TPUKA30M JUPEKTOPA apXrBa, TPUHUMAET MEPHI TI0
BBIXOJ1y M3 UpEe3BbIYAWHON CUTYyalluy U HHPOPMHUPYET O HUX BBILIECTOSIIINI OpraH
YIPABJICHUS APXUBHBIM JIETIOM.

Paznen 5. YUET JTIOKYMEHTOB B APXUBE
5.1. IloHsiTe ¥ mpaBOBBIE OCHOBKI VUETA JIOKYMEHTOB

5.1.1. Yder 1OKyMEHTOB - 3TO OINpEIETEHNE X KOJIUYECTBA U COCTaBa B
YCTAHOBJIEHHBIX €IMHUIAX yUYE€Ta U OTPAKEHUE ITOr0 KOJUYECTBA U COCTABA B
YYETHBIX TOKyMeHTax. Ha ocHOBe (puKkcaiyu B yUeTHBIX JOKYMEHTaX
MPUHAJICKHOCTH KaXKJI0M €IMHUIBI YUETa K ONPEICICHHOMY KOMIUIEKCY
JIOKyMEHTOB Y4ET 00€CTIeUnBaEcT OPTaHU3AIMOHHYIO YIIOPSAIOYCHHOCTh U
BO3MOKHOCTbh aJJpECHOT0 MOUCKA JOKYMEHTOB, KOHTPOJIS 33 X HAJIMYUEM U
COCTOSTHHEM Ha OCHOBE €JIMHOTO METOJIMYECKOT0 00eCIIeueHus.
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VY4eT 10KyMEHTOB CTPOUTCS HAa MPUHIIUIIAX EHTPATIU3aINK, YHUDUKAIIY,
JAHAMUAYHOCTH, IIOJIHOTBI U JIOCTOBEPHOCTH. Y Ka3aHHBIE IPUHIIUIIBI PEAIU3YIOTCS Ha
OCHOBE:

YCTaHOBJICHUS OOIIUX /IS BCEX XPAHUIIMII JOKYMEHTOB ApXUBHOTO (OH/IA
Pocculickon @enepanyum €IMHAL yU€ETa;

CANMHCTBA OpraHu3alliy XpaHCHUA U y4€Ta JOKYMCHTOB,
COIIOCTAaBUMOCTH YUYCTHBIX HOKa3aTeH€ﬁ;

CTpPOTOi periaMeHTaluu U CTaOMIbHOCTH (DOPM YUETHBIX JIOKYMEHTOB U TpeOOBaHUI
K UX 3aM0JIHCHHUIO;

ONEPATUBHOIO BHECEHHUS B YCTAHOBJIEHHBIE CPOKH BO BCE YUETHBIE TOKYMEHTHI
u3MeHeHul 00 oObeMe U cocTaBe J0KyMEHTOB ApxuBHOTO GoHaa Poccuiickoit
denepannu, OTpakaroIMX X (PaKTHUECKOE KOJTUYECTBO U COCTAB.

5.1.2. ApxuB B COOTBETCTBUU C PeriaMeHToM rocy1apCTBEHHOIO yueTa JOKYMEHTOB
ApxusHoro ¢onna Poccuiickoit @enepaiinu oCyiecTBISIET TOCYIaPCTBEHHBIA YUET
JIOKYMEHTOB U IPEACTABIIET B MOPSAKE, ONPEIEICHHOM PermaMenToM, y4eTHbIe
CBEJICHHUsI B BBILIECTOSIINN OpraH yIpaBJIEHUs apXUBHBIM JIE€JI0M IS
HEHTPATM30BAHHOTO FOCYAapPCTBEHHOTO y4eTa JOKYMEHTOB ApXUBHOTO (OHIA
Poccuiickon @enepanum.

YLICTy NOoAJIC)KAT BCC XPAHAIIHUCCA B ApXHUBC JOKYMCHTBI, B TOM YHCJIC HCOIIMCAHHbIC
u HGHPO(pI/IJ'ILHLIC AJT JAHHOT'O apXKBa, a TaKXKC CTPAXOBBIC KON JOKYMCHTOB U
KOIINHN (1)OHI[a IMOJIb30BaHM:, OIMMCHU ACT U JOKYMCHTOB.

5.1.3. Ydet npou3BOAUTCS MyTEM MPUCBOCHUS TOKYMEHTaM (€AMHHIIAM YUeTa,
¢IMHUIIAM XPAHEHUS) YUYETHBIX HOMEPOB, SBJISIONINXCS COCTABHON YacThIO apXUBHBIX
g pos.

ApxuBHbIH mudp - 0003HaAUEHUE, HAHOCHUMOE Ha KKIYI0 CIUHUILY XPaHEHHUS C
ENbI0 oOecTieueH s ee yueTa v uaeHTuukanuu. ApXuBHBIN IUPP COCTOUT U3
HOMEPOB: apXUBHOTO (POH/IA, APXUBHOUN KOJICKIIUU, OTICH, €IUHUIIBI XpaHEHUS,
€IMHMIIBI yUeTa, KOTOPbIE YKA3bIBAIOTCA BCIIE 332 COKPAILIEHHBIM HA3BAHUEM apXHUBa
(ero ounmanbHOM a00OpeBUATYPOIL).

B cocra apxuBHOTrO mu(pa eIMHULBI XpaHEHNS 2y IHOBU3YaJIbHBIX JOKYMEHTOB
BKJIIOYAIOTCS TaKkke 0003HaueHUs (OyKBeHHbIE U U(POBHIC) AIEMEHTa KOMILIEKTa,
pa3Mepa HeraTuBa, HOCUTEINSI 3ByKOBOW MH(OpMAaLUH.

5.2. ExuaNObI ydeTa TOKYMEHTOB

5.2.1. OCHOBHBIE €AUHUILIBI YUETa JOKYMEHTOB
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OCHOBHBIMH €TMHHUIIAMU y4€Ta JTOKYMEHTOB HE3aBUCHMO OT BHJa HOCUTEIS, ClIoco0a
Y TEXHUKH 3aKpETUICHUS HHOOPMAIINH SIBIISIOTCS:

- apXUBHBIN QOH/I, ApXUBHAS KOJUICKIIUS;
- €JMHULIA XPAHEHU.

AyanoBHU3yalIbHBIE U MAIIMHOYUTAaeMblI€ (JIEKTPOHHBIC) JOKYMEHTBI YUUTHIBAIOTCS
TaKKe 10 eIUHUIIAM y4eTa.

HpI/IMe‘—IaHI/IeI I[OKyMeHTLI JIMYHOTO IMMPOUCXOKIACHUA, ITPOLICAINNE TOJIbBKO
IEPBUYHYIO 06pa60TKy, YUYUTBIBAKOTCA, KaK IIPpAaBUJIO, 110 JOKYMCHTAaM WJIX JINCTAM.

HeobOpaboTanHble TOKYMEHTHI (POCCHITb) YUUTHIBAIOTCS U3 pacyeTa 150 11cToB B
OZHOM yCIOBHOM €IMHULIC XPAHCHUS.

5.2.2. EnuHULBI XpaHEHUsT JOKYMEHTOB

Enunnia xpanenus - pusndecku 060co0IEeHHBIE TOKYMEHT WM COBOKYITHOCTD
JIOKyMEHTOB.

Enunnia xpaneHus: JOKYMEHTOB Ha OyMa>KHOM OCHOBE - JIETIO - COBOKYITHOCTb
JIOKYMEHTOB, OT/I€JIbHBIN TOKYMEHT, 3aK/IF0UEHHBIE B 000COOIEHHYIO 00JI0KKY,
TAIKY.

Enunuiia xpaneHnuss KHHOJAOKYMEHTOB - (PM3UYECKH 000COOIEHHBIN PYJIOH
KUHOTUICHKH WJTH MarHUTHOM JICHTHI C 3aITUCHI0 N300pa3uTEIIbHON /M 3BYKOBOM
uHpOpMaIIH.

Enununa xpaneaus poTo10KyMeHTOB - pu3ruecku 000COOICHHBIH Kaip (HeraTus,
nyOnb-HEraTuB, MO3UTUB, CAA (IMATIO3UTHB)), HECKOJIBKO KaJIPOB MTAHOPAMHOM
CheMKH, (POTOOTIEYATOK, PYJIOH nuaduibma, GoToaTE00M.

Enunnia xpanenus: GoHOIOKyMEHTOB - (pr3ndecku 000COOICHHBIC PYJIOH
KUHOTUIEHKH, MAaTrHUTHOM WM OyMaKHOM JICHTBI, KacceTa, BOCKOBOI BaJIMK, AMCK C
3aIMChI0 3BYKOBOM MH(OpMAIIHH.

Enunuia xpaneHus: BUACOIOKYMEHTOB - pu3ndecku 000c0OIEHHBIE PYJIOH
MarHUTHOM JICHTHI, KacceTa, AUCK C 3alMChI0 H300pa3UTEIHLHOM 1 3ByKOBOM
uH(popmanuu.

Enunuia xpaHeHUs] MAaIIMHOYUTAEMBIX (3JIEKTPOHHBIX) IOKYMEHTOB - PU3NYECKU
000co0JIEHHBIE PYJIOH MAarHUTHOM JICHTBI, TIUCKETA, KECTKUM JTUCK, KOMITaKT-IHCK.

5.2.3. Eaunuiipl yuyeta ay IMOBU3YAIbHBIX U MAITUHOYUTAEMBIX (3JIEKTPOHHBIX)
JIOKYMEHTOB



EnvHuna yyera KHHOAOKYMEHTOB - OJ[HA UJIM HECKOJIBKO €MHUL] XPAHEHUS,
OTHOCAIIUXCS K ONPEICICHHBIM (DUITBEMY, KYpHAITY, CIICLBBIITYCKY, CIOXKETY U Jp.

Enununa yyeta ¢poTOTOKYMEHTOB - OJTHA WJIM HECKOJIBKO €IMHHI] XPaHCHMUS,
OTHOCSIIUXCS K OTIPEJICTICHHOMY JTUA(PIIbMY.

Enununa yyeta poHOTOKYMEHTOB - OJIHA WJIM HECKOJIBKO €IMHUL XPAaHEHHUSI C
3aMUChIO0 ONPEEIIEHHOTO COOBITHS, IPOU3BEICHUS JIUTEPATYPHI U UCKYCCTBA
(HECKOJIbKUX MPOU3BEICHUH JIUTEPATYPhI U UCKYCCTBA, 00bETUHEHHBIX 110
aBTOPCKOMY, TEMAaTUUYECKOMY WJIM IPYTUM IIPU3HAKaM) U Jp.

Enununa ydyera BUACOAOKYMEHTOB - OJIHA WA HECKOJIBKO €UHULl XPAHEHUS C
3aIIMCHIO ONPENIEIEHHOIO CIOXKETA, IIPOU3BEICHNUS JINTEPATYPbI U HCKYCCTBA
(HECKOJIbKUX MPOU3BEICHUH JIUTEPATYPhl U UCKYCCTBA, 00bEIUHEHHBIX 110
aBTOPCKOMY, TEMaTHUYECKOMY WJIH JIPYTUM MIPU3HAKAM) U Jp.

Enunuiia yyeTa ManmmHOYMTAEMBIX (3JIEKTPOHHBIX) TIOKYMEHTOB - KOMIUICKT €IMHHII
XpaHEHHUS ¢ 3aMKChio (aiia WM HECKOJIbKHUX (halIoB, COCTABIISIONINX €IUHBIN
MIPOTPaMMHO-UH(POPMAITMOHHBIN 00BEKT (TEKCT, THIIEPTEKCT, MyJIbTUMETUNHBIN
00BeKT, 0a3a MaHHBIX, OAHK JAaHHBIX, 0a3a 3HAHUHN).

5.3. Oprauusamnms yuera 10KYMEHTOB B ApXUBE

5.3.1. Y4er 1oKyMEHTOB B apXUBE OCYIIECTBIISETCS CIEIUATIBHBIM MOAPA3ICTICHUEM
WJIM BO3JIaraeTCs Ha CIEIUaIbHO BBIICIICHHOT0 paboTHUKA. B Xpanunuiie
Ha3Ha4yaeTcs pabOTHUK, OTBETCTBEHHBIN 3a YUeT JOKYMEHTOB XPaHUIIHIIIA.

3anucu B yueTHbIE JOKYMEHTBI BHOCATCS TOJBKO paOOTHUKAMU, OTBETCTBEHHBIMU 32
yuer.

5.3.2. Tlopsaok u cxeMa y4yeTa JOKYMEHTOB B ApXMBE YTBEPKIAIOTCS TPUKAZOM
nupekTopa apxusa. [lopsiok yyeTa TOKyMEHTOB B apXUBE ONPEIEISAET COCTAB
YYETHBIX JIOKYMEHTOB M YUETHBIX 0a3 IaHHBIX, BEAYIIUXCS [IEHTPATIM30BAaHHO U B
KKJIOM XpaHWINIIE; 3aKPETUISET MOCIEeI0BATEILHOCTD BBITIOJHEHUS PaboT 10 y4eTy
IpU MIPHEME U BBIOBITUN JOKYMEHTOB, IPOBEACHUN APYTUX BUIOB apXUBHBIX pa0OT C
yKa3aHUEM, B KAKOM CTPYKTYPHOM MOJPA3ACIICHUN KAKUE YUETHbIE TOKYMEHTHI,
y4eTHbIE 0a3bl TAHHBIX KOT/Ia U KEM 3aIOJIHAIOTCS; OTPaKaeT B3aUMOCBA3h yUeTa,
BEYILIETOCS B XPAaHWIHILAX, C YIETOM [0 apXUBY B II€JIOM, B TOM YHUCIIE

OmpeJIesieT NEPUOANUYHOCTh CBEPKU YUETHBIX JOKYMEHTOB XPAHWINI] C YYETHBIMU
JIOKyMEHTaMH apXuBa.

Cxema yuera JOKYMEHTOB B rpaduueckoit popme pUKCHpyeT MOPSAI0K yUeTa.

Y4eTHbIE JOKYMEHTBI, KPOME OIUCEN AEN, TOKYMEHTOB, IPEAHA3HAYEHBI JJIS
CIIyKEOHOTO TOJIb30BAaHUS U TIOJB30BATEISM HE BBIIAIOTCS. B OTIENBHBIX CIydasx 1mo
PEIIEeHNUI0 PYKOBOJICTBA apXHUBa MOTYT OBITh BBIIAHBI Jieja (hOHIOB.
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XpaHeHue YUYETHBIX JOKYMEHTOB OCYILECTBIISIETCSI B YCTAHOBIEHHOM MOpPsAKE (CM. .
4.3.4).

5.4. Cucrema YUYCTHBIX JOKYMCHTOB apXKWBad, UX NCJICBOC HA3HAYCHHUEC 1 TD€6OBaHI/I$I K
BCIACHHUIO

CucreMa y4eTHBIX IOKYMEHTOB apXUBa - KOMIUIEKC B3aMMOCBSI3aHHBIX

YUETHBIX JIOKYMEHTOB U 0a3 TaHHBIX, OTPAXKAIOLIUX KOJIUYECTBO U COCTAB
JIOKYMEHTOB apX1Ba U UX U3MEHEHHUSI, SIBIISIFOIIASICS COCTABHOU YaCThIO CUCTEMBI
rOCyIapCTBEHHOT'0 y4yeTa JOKyMeHTOB ApxuBHoro ¢onna Poccuiickoit @enepamuu.

5.4.1. OCHOBHBIC U BCIOMOTaTeJIbHBIE YUCTHBIC JOKYMCHTBI apXHUBa

B ApPXUBC BCAYTCA OCHOBHBIC U BCIIOMOI'aTCJIbHBIC YYCTHBIC TOKYMCHTEI. CocraB n
(1)0pr1 OCHOBHBIX YYCTHBIX TOKYMCHTOB OIIPCACJICHbI HACTOAIIUMHA HpaBI/IJ'IaMI/I.
CocraB u (1)OpMBI BCIIOMOT'aTCJIbHBIX YUYCTHBIX JOKYMCHTOB OIIPCACIIAIOTCS apXHUBOM
CaMOCTOATCIIbHO.

5.4.1.1. OCHOBHBIE YYETHBIE JOKYMEHTHI:
KHHTa yueTa MOCTYIUICHUH TOKyMEHTOB (mpuioxkenus N 26, 26a)

- U yU4€Ta KaXKXKA0ro IMOCTYINICHUA TOKYMCHTOB B apXHB, d TAKKEC KOJINYICCTBA U
COCTaBa NOKYMCHTOB, IIOCTYIIMBIINX HA XPAaHCHHUC 34 OHpGI[CJ'[CHHBIfI
XpOHOHOFI/I‘{€CKI/Iﬁ nepuoa BpEMCHHU,; COCTOAHUA UX OIIMCAHUA,

cricok ¢oHAoB (mpuitokeHue N 27) - Il perucTpanuy MPUHITHIX Ha XpaHCHUE
apXHUBHBIX (POHJIOB M ApXUBHBIX KOJUICKIIUH, IPUCBOCHHS UM HOMEPOB, yUeTa
KOJIMYECTBa apXUBHBIX (DOHIOB M apPXMBHBIX KOJUICKIIMM, HAXOISIINXCS HA XpaHEHUU
1 BHIOBIBIIIHX;

muct honaa (mpuioxenune N 28) - 11 yuera B paMKax apXUBHOTO (HOH/IA, apXUBHOU
KOJUICKITUU KOJIMYECTBA U COCTaBa OMHUCEH U UX HyMepalliu, KOJNIeCTBa U COCTaBa
JOKYMEHTOB, COCTOSIHUSI UX OMMCAHMSI, TMHAMUKN U3MEHEHUH 1O KaK/10M OMKUCH U
¢doHly, KOJIIEKIIUU B 1IeJIOM, (PUKCAI N3MEHEHUH B Ha3BaHUH (POHA;

JIUCT y4eTa ayJMOBU3YalIbHBIX JOKYMEHTOB (mpuioxkenus N 29, 29a) - nns yuera
KOJIMYECTBA Ay JMOBU3YAIbHBIX JOKYMEHTOB OMPEACICHHOTO BUIA IPU UX
He(OHAOBOW OpraHU3alluK; YUeTa U HyMepaluKl ONUce ay/1IMOBU3YaJIbHbIX
JIOKYMEHTOB, IMHAMUKH X WU3MEHEHHUI;

OMUCH JieN, T0KyMeHTOB (npuioxkeHus N 30-303k) - 17151 HOETMHUYHOTO U
CYMMapHOTO y4eTa JOKYMEHTOB, 3aKpETUICHUS OPSIAKA UX CUCTEMATH3aLUN, yUeTa
M3MEHEHHI B cOCTaBe U 00beMe TOKYMEHTOB, BKIIFOUEHHBIX B JJAHHYIO OIUCH.
Pa3HOBHIHOCTHIO ONKCH SBIISIETCS KHUTA y4YeTa U ONKMCAHUS ayAUOBU3YAJIbHBIX
JIOKYMEHTOB;
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peectp onucelt (mpusnoxxkenue N 31) - 17151 perucTpaiyu onucei Aei, J0KyMEHTOB,
y4eTa uX KOJIMYECTBA U COCTABA;

WHBEHTapHAas KHUTA y4eTa JeN, UMEIOMUX B 0(hOPMIICHUH WM B IPUIIOKCHUH K HUM
JIparolieHHbIe METAJUIbI U KaMHU (npuiioxkeHue N 32) - 11t HOeAMHUYHOTO U
CYMMAapHOTO y4eTa COCTaBa M COCTOSTHUS TaKUX JICT;

nacnopT apXUBOXpaHWIKIIA (TPOU3BOIBHON (POPMBI) - 11 CYMMapHOTO y4yeTa
(GOHIOB U JOKYMEHTOB JAHHOTO XPaHUJIMIIA.

K ocHOBHEIM YUYC€THBIM JOKYMCHTAM OTHOCATCA AOKYMCHTLI I10 YUYCTY YHUKAJIbHBIX U
0c000 HEHHBIX JOKYMCHTOB U OTCHATHIX C HUX CTPAXOBBIX KOITHM:

- JIACT y4eTa U OMUCAHUsl YHUKAIBHOTO JOKyMeHTa (npuiioxkenue N 24);
- cIIUCOK (POHJIOB, COZIEPIKAIINX 0CO00 IIEHHBIE TOKyMEHTHI (rpuiioxkenue N 33);

- OIMCh 0CO00 LIEHHBIX /1], JOKYMEHTOB MJIU IEpEYeHb HOMEPOB 0CO00 LIEHHBIX JIET,
JOKyMEHTOB (HOMEpHHUK) (mpuioxkenus N 34, 34a);

- peecTp onucei 0co00 LEHHBIX J€1, JOKyMEHTOB (HOMEPHUKOB) (TpuiioxeHue N

35);

- KHUTA y4eTa MOCTYIUIEHUH CTpaxoBoro ¢oHaa u GoHAa MOIb30BaHUs (TIPUITIOKESHUS
N 36, 36a);

- OMUCH CTPaxoBOro ¢oHma JoKyMeHTOB (mpuinoxeHus N 37, 37a);

- neno dhoHAa - KOMIUICKC TOKYMEHTOB 1O UCTOpuH (hoHmoo0pazoBares u GoHAa,
BEJICTCS HA KXl apXUBHBINA (DOH ¥ apXUBHYIO KOJUISKIIHIO; TIPH He(POHIOBOM
OpTaHM3AIMH ayINOBU3YATLHBIX U MAITHHOYUTACMBIX (JICKTPOHHBIX) JOKYMEHTOB -
JICJIO OpPTaHU3alluy - CAATIYNKA JOKYMEHTOB;

- TUCT-3aBEPUTEIIb - VISl yUeTa KOJIMUYECTBA JIUCTOB B Jieiie (mpuioxeHus N 6).

B apxuBe cOCTaBISAIOTCS TOKYMEHTHI IICHTPATM30BAHHOTO TOCYIaPCTBCHHOTO yUeTa:
- macnopT apxuBa (nmpuioxkenue N 1);

- kapTouka (onna (npunoxenue N 38);

- CBeJICHUS 00 M3MEHEHHUsX B cocTaBe 1 o0beme GonaoB Ha 01.01.00 ciemyrorero 3a
OTUeTHBIM roja (nmpunoxenue N 39).

5.4.1.2. BcnomorarebHbIE yYETHbIE IOKYMEHTBI: KAPTOYKU U KHUTY JBUKCHHUS
(GboHI0B, onKCeH, TOKYMEHTOB, KHUTH y4€Ta JOKYMEHTOB, IEPEJaHHBIX B APYTHe
apXWBbI, KHUTH y4eTa (JOHJIOB U JOKYMEHTOB, BbIIEJIEHHBIX K YHUYTOKEHUIO, KHUTH



MOBHJIOBOTO y4€Ta JOKYMEHTOB, TacopTa (JOHIOB U JIp., BHyTPEHHUE OMHCH JIEl,
b oToanLO0MOB.

ApXI/IB MOJKET BECTHU U APYTI'HC BCIIOMOTI'ATCIIbHBIC YUCTHBIC JOKYMCHTBI, KOTOPBIC
BKJIIOYAKOTCA B CXEMY yU€Ta NOKYMCHTOB.

5.4.2. O0mue TpeOoBaHMs K BEICHNUIO OCHOBHBIX YUETHBIX IOKYMEHTOB

5.4.2.1. YyeT 10OKyMEHTOB 3a IOCOBETCKUM nepuo u nepuoj nocie 1917 rona,
BEJIETCSI pa3eiibHO, 32 UCKIIFOUEHUEM CIICIIMAIU3UPOBAHHBIX APXHUBOB, XPAHSIIUX
JTOKYMEHTBI TUIHOTO TIPOUCXOKIACHUS U ayJNOBU3YaJIbHBIC TOKyMEHTHl. KHUrM y4era
MOCTYIIJICHUH TOKYMEHTOB, CIICKY U JIUCTHI ()OHIOB BEIYTCS IO KKIOMY IEPUOY C
CaMOCTOSTEIILHOM MOPSAKOBOM HyMepalueil (oH/I0B.

Homepa dhoumoB 3a nepuon nocie 1917 roga B apxuBax, XpaHsSIUX TOKYMEHTBI
000MX TIepHOA0B, TODKHBI UMETh MHACKC "P", oTnensemsril oT udpoBoro
o6o3nauenus nomepa ueptout (P-1, P-2 u 1.71.).

Homepa ¢hoHm0B OBIBIINX MapTHIHBIX apPXUBOB, BKIIFOYEHHBIX B CTPYKTYPY
roCyJIapCTBEHHBIX apXUBOB, AOJKHBI uMeTh uuaekc "I1" (I1-1, I1-2 u 1.71.).

HepeHyMepauH;I q)OHI[OB IMPOU3BOJUTCA B UCKIIIOUNUTCIIbHBIX CIIYHasaX U TOJBKO C
pasp€iCHus BbIIICCTOAIICTO Oprada YIIPaBJICHHA apXUBHBIM ACIIOM.

5.4.2.2. I3MeHeHHUsl B yUYETHBIE JOKYMEHTBI BHOCATCS TOJILKO HA OCHOBAHUU
COOTBETCTBYIOIIMX aKTOB (cM. miL. 5.5.1, 5.5.2, 5.5.3), yTBepKIeHHBIX B
YCTaHOBJIEHHOM TOPSAKE.

[Tocne BHeceHUs: N3MEHEHUH B yUETHBIE IOKYMEHTBI M IIPOCTABICHUS B Tpade
akTOB "VI3MeHEHNs B yUETHBIEC JJOKYMEHTHI BHECEHBI' COOTBETCTBYIOIIEH OTMETKH
aKThl MOMEIAIOTCS B 1710 (hoHAa, pU HE(OHIOBOW OpraHU3aIMi JOKYMEHTOB - B
JIEJI0 OpPraHU3allUY - CAATYUKA TOKYMEHTOB.

AKTBI HYMCPYIOTCA B IIpECACIax q)OHIIa I10 BUJIaM aKTOB B BAJIOBOM IIOPAIKEC,; IIPU
HG(I)OH,ZIOBOﬁ OpraHu3anuru JOKYMCHTOB - B IIPCACIIAX JICJIa OpraHU3alluu-CAaTINKa
JOKYMCHTOB.

5.4.2.3. Cniucok pounos (mpunoxxenue N 27). Homep, npucBoeHHbIN (HOHITY 110
CIUCKY (POHIOB, SIBISETCS €0 YYETHBIM HOMEPOM, COXPAHSETCS 32 HUM BO BCEX
YUETHBIX JIOKYMEHTAX U ABJISIETCS COCTABHOM YacThIO apXMBHOI'O MM (pa JOKyMEHTOB
JaHHOTO (pOHIA.

[Ipumeuanwne: B cneruann3upoBaHHOM apXUBE TOKYMEHTOB TI0 JUYHOMY COCTaBY K
HOMepy (OHIA, TPUCBOCHHOMY KOMILJIEKCY TOKYMEHTOB (POHA000pa3oBaTess mo
JUYHOMY COCTaBY, uepe3 Ipo0b AobaBisieTcss Homep (HoHAa, 3a KOTOPHIM yUTEHA
JIOKyMEHTAIIUS TI0 OCHOBHOM JeATENHHOCTH (DOHI000pa30BaTeNs, XPAHAIIAsACS B
o011eM apxuBe.



HasBanwne ¢oHmaa BHOCUTCS B CHCOK (DOH/IA B YCTAHOBJIEHHOM TMOPSAKE (CM. TI.
5.5.1.2).

Exxerogno Ha 1 sHBapst K cIUCKY (DOHIOB COCTABIISIETCS] UTOTOBAs 3aIUCH O
KOJIMYECTBE (POHIOB, MOCTYMHBIIKX U BBIOBIBIIMX B TEUEHUE I0/1a, U 0011eM
KOJIMYECTBE (POHIIOB, HAXOASIINXCS HA XPAaHEHHH.

Criucok ()OHIOB 3aKITIOYAETCS B TBEPAYIO OOJIOKKY, JINCTHI HyMEPYIOTCH,
COCTaBJISIETCSI JIUCT-3aBEPUTEID.

HepeneanKa CITMCKa (bOHI[OB OCYIHICCTBIIACTCA TOJBKO € Pa3pCIICHUA BbIIICCTOAIICTO
OpraHa yIpaBJICHHUA apXUBHBIM ICJIOM. B sTom CJIy4dac B CIIMCOK (1)OH,ZIOB 00s13aTeNLHO
BHOCATCA HOMCpPA, HAa3BaHHA U OCHOBAHUA BBIOBITHS BCEX (1)OHI[OB, HOMCECpa KOTOPBIX
3aHUMATh 3alpeuracTCs.

5.4.2.4. Jluct dhonna (mpuioxenue N 28) - cocTaBisgeTcs Ha Kax bl GoHa. B Hem
YYHTHIBAIOTCS BCE JJOKYMEHTHI ()OHJ1a, BKIIFOUAsi HEOITMCAHHBIC M CEKPETHBIC.

Ecnu B nmucte ¢poHma HEe OCTaeTCsl MeCTa JIJIsl OUEPEIHBIX 3aIUCEH, 3aBOAUTCS JIUCT
"mpoioJpKeHue", BBEpXy KOTOPOTO YKa3biBaeTcs: "mpoaoimkenue, @. N ..., quct 2".
Ha nepBom nucte aenaercs ccpuika: "cM. mpogoikenue . 2 (3,4 u .4.)". JIucter
"Mpo1omKeHUs" MOMEIAOTCS BCJIE] 32 OCHOBHBIM JINCTOM.

Jluct GponHma MOXKET OBITH MEPECOCTABIICH TOJIBKO B CIIy4ae, €CJIM OH HEUCIIPABUMO
MOBPEXKICH WK MEPECTaeT OTPaKaTh (PaKTUUECKOE COCTOSIHUE U 00beM (poHma, ocie
nepepadoTku (HOHAA UK CO3AaHUSI 00BETMHEHHOTO apXUBHOTO (POH/IA, YTOUHEHUS
HCTOpUHU OpraHu3anmu - GoHa000pazoBarens. B ciyuae nmepecocTaBieHus JIucTa
¢donma panee aelicTBOBaBIIHIA JUCT (HOHAA TOMeaeTcs B 1eio ¢ouma. B Bepxuem
IPaBOM YTIJTy OOOMX JIMCTOB (POHMA JienaroTcst oTMeTKH: "JIuct nepecoctaBien" ¢
yKa3aHUEM JaThl IEPECOCTABICHUS, TIOJDKHOCTH | TTOJITUCH JIMIIA, OTBETCTBEHHOTO 32
yUer.

JIuctbl GOHIOB XpAHATCS B IOPsKE HOMEPOB (DOHIOB B Marnke ¢ kianaHamu. K
KQXKJI0M Marnke COCTaBIIAETCS JTUCT-3aBEPUTEIND, IJI€ YKA3bIBAIOTCSA HAaYaJIbHbIC U
KOHEYHBIC HOMEpa POHIOB U 00I1Iee KOIUYECTBO (POHIOB, JINCTHI KOTOPBIX HAXOIATCS
B MAIIKeE.

K nuctam ¢poHI0B BeyTCsl KapTOUHBIE yKa3aTeNd JUIsl ONEpaTUBHOTO TIOUCKA B
apXHBE JOKYMEHTOB TOM WJIM MHOW opraHu3anuu. Kaprouku ykazaTesnst COCTaBIISIOTCS
Ha KaXXJ0€ NMepeuMeHOBaHuE opranu3anuu-honaooopazosarens (hoHma),
otpaxeHHoe B rpade "Hazpanue ponga" mucra onna, ¢ ykazanueM Homepa poHaa u
KpallHUX J1aT CyIIECTBOBAHMS OpraHu3aluu-PpoH1000pa3oBaTeis Mol JaHHBIM
Ha3BaHUEM, CBEJICHUHN O HAJIMYUU IOKYMEHTOB 3a 3TOT nepuoi. Kaprouku
CHUCTEMAaTU3UPYIOTCS B COOTBETCTBUM C M30paHHOM Kiaccu(UKAIMOHHON CXEMOiA.

5.4.2.5. JlucTel y4eTa ayAMOBHU3yaIbHBIX TOKyMeHTOB (mpuioxenus N 29, 29a) -
COCTaBJIAETCS NMPU HEPOHAOBOM OpraHU3aliy JOKYMEHTOB pa3/IeIbHO HA Pa3INYHbIC



BUJIbI KWHOPOTO(HOHOIOKYMEHTOB U BUACOJOKyMEHTOB. [lopsiok HyMepauu u
XpaHEHUs JIMCTOB y4eTa ay IHOBU3yaIbHBIX JOKYMEHTOB AaHAJIOTUYEH MOPAJIKY
HyMepalu U XpaHeHHs! IUCTOB (POHIOB.

5.4.2.6. Onuce aen, nokymeHToB (rpuinoxkenust N 30-30:).

E,Z[I/IHI/IHI)I XpaHCHUA, CAUMHUIBI YY€Ta YUYUTBIBAIOTCA B OIIMCH B COOTBCTCTBHUU C UX
CI/ICTeMaTI/ISaHI/Ieﬁ 3a MMOPAAKOBBIMHU YUCTHBIMU HOMCPAMMH.

[Ipumeuanue: Homepa z1e1 ¢ TEKCTOBOM COMPOBOAUTENBHON TOKYMEHTAMEN K
ay/IMOBU3YaJbHBIM JOKYMEHTaM JIOJKHBI COOTBETCTBOBATh YYETHBIM HOMEpPAM
ayJIMOBU3YaJIbHBIX JOKYMEHTOB.

praBJ’IGH‘-IeCKa}I AOKYMCHTalUMsA, JOKYMCHTHI I10 TUYHOMY COCTaBYy,
MOXO35IICTBEHHBIC KHHUT'H, KI/IHO(i)OTO(i)OHOI[OKYMCHTBI U BUACOJOKYMCHTEI,
MAalllMHOYUTACMBbIC (BHGKTPOHHBIG) JOKYMCHTBI OIIPCACIICHHOIO BUJa YUYHUTbIBAIOTCH,
KaK IIpaBuJIo, IO OTACIbHBIM OIIMCAM.

[Tpumeuanue: VIckatoueHHE MOTYT COCTaBISATh OMUCH IOKYMEHTOB JIMYHOTO
MPOUCXOKJEHUS, B KOTOPBIE I0MTyCKAETCsl BKIIFOUEHUE JOKYMEHTOB Kak Ha OyMa)KHOM
OCHOBE, TaK 1 ayAMOBU3yaJIbHBIX (ITPH UX HEOOJBIIUX 00bEMaXx).

OnucsiM TPUCBAaUBAIOTCS YUETHBIE HOMEPA:
- ipu (OHAOBOM OpraHU3alMU - TIO TUCTY (PoHMa;

- ipy He(OHAOBOM OpraHU3aIINH - TIO JTUCTY y4eTa ayAHOBHU3yaIbHBIX TOKYMEHTOB
OIIPEACIICHHOIO BU/A.

K HOMepy omucu MokeT 100aBasSThCA OYKBEHHBIN HHIEKC, ONTPEACISIONIUNA COCTaB U
BU/JI JIOKYMEHTOB, YUTEHHBIX B OIIUCH, HanpuMmep, "n.c." (Jinuuselid coctas), "H"
(HayuyHas JOKyMeHTauus), "K" (KOHCTpyKTOpcKas), "n" (mpoeKTHast) U T.1.

He nonyckaercst npruCBOEHUE ONUCSAM OJJMHAKOBBIX YYETHBIX HOMEPOB,
OTJIMYAFOIITUXCS TOJIBKO OYKBEHHOU MHeKcaren (Hampumep, N 1 u 1 "m.c."), 3a
VCKIIFOYEHUEM CITy4aeB, IPEAYCMOTPEHHBIX II. 5.5.5.2.

B koHIIE OnucH BO BeeX €€ IK3EMITISIPAx JIe1aeTCs UTOroBast 3auch, B KOTOPOU
YKa3bIBAETCs KOJIMYECTBO HAXOIALINXCS HA XPAHEHNHU €IMHULl XPAaHEHMS], €MHHUIL
ydeta (uudpamu 1 B KpyTIIbIX CKOOKaX - MPOMKUCHIO), IEPBBINA U MOCIETHUI HOMEpPa
€IMHUL XPaHEHMs], EANHHULL yYeTa 110 ONKUCH, OTOBAPUBAIOTCS UMEIOIIHMECS MTPOITYCKU
HOMEpPOB, JTUTEPHbIE HOMEPA, BHIOBIBIINE €TUHUIIBI 1 OCHOBAHHUE UX BBIOBITHS.

B uroroBoii 3anucu k onucu GoHAAa TUYHOTO MPOUCXOXKACHUS, BKIIOYAOIIEH
€AVMHULBI XPaHEHUS], €AMHUIBI YUETa Ha PA3JIMYHbIX HOCUTEISIX, JOTOJHUTEIHHO
YKa3bIBAETCS KOJIMYECTBO TAKUX E€UHULL XPAHEHHUS, €IMHUIL] YUETa.



ITocne KaXXa01r0 IMOCTYINNICHUS NI BBIOBITHS JAOKYMCHTOB COCTaBJIACTCS HOBAs
HUTOroBas 3anuch. IToroas 3ammch MNOAIMUCBIBACTCA €€ COCTABHUTCIICM C YKA3aHHUCM
JOJDKHOCTH U JaThl COCTAaBJICHUA.

Ecnu onuck COCTOUT U3 HECKOJIBKUX TOJOBBIX pa3/iesioB, TOMOB, UTOTOBAs 3aIKCh
COCTAaBJIAETCS K KaXJA0MY TOJOBOMY paszeiy, ToMy. K kaxaoMy nociegyomemy
rOJJ0OBOMY pa3fieily, TOMY COCTaBJISI€TCS] B HAPACTAIOILEM NOPSIKE CBOJHAS UTOrOBast
3aIHCh.

Kamnaﬂ OITMCb, TOM OIIMCHU JOJIZKHBI UMCTb JIMCT-3aBCPUTCIIb (HpI/IJ'IO)KeHI/Ie N 6)

[Ipumeuanwne: 3akOHYEHHAs OMMMCHh MOXET BKJItOUaTh He Oosee 9999 enunmn
XpaHEHUs, SAUHUI] yUeTa.

ApXI/IB B 00s13aTEIILHOM MOpAAKEC NOJKCH UMCTh 3 OK3CMILIIpa OHHCGﬁ, HepBBIﬁ n3
KOTOPBIX ABJIACTCA CTPAXOBBIM.

Ecnu onuck nepecocTapiieHa, TO OJUH SK3EMIUIIP paHee 1eHCTBOBABILEH OUCH
BKJIFOYAETCS BO BHOBb COCTaBJICHHYIO OIKCH 32 MOCJIEIHUM YYETHBIM HOMEPOM,
OCTAJIbHBIE SK3EMILISPHI BHIAECISIIOTCS K YHUUTOXKEHHUIO B YCTAHOBJIIEHHOM MOPSJIKE.

5.4.2.7. Peectp onuceit (mpunoxenue N 31). Ilo peectpy onuceit Beaercs
MOSIMHUYHBIN U CyMMapHbBIi y4eT onuceil. B 3aBucuMocty OT opranusaiu padoThl
0 YUYETY B apXHMBE PEECTPhI OMHICEH BEAYTCS B paMKax XpaHUIIHII U/UJIN apXUBa B
LEJIOM, YTO OTPAXKAETCS B CXEME y4eTa TOKyMeHTOB (cM. 1. 5.3.2). Kaxzaoi onucu
IIPUCBANBAECTCS OUEPETHON MOPSIAKOBBIM HOMED IO PEECTPY, KOTOPBIM IPOCTABIISIETCS
Ha 00JIOKKE OIMKCH B BEPXHEM JIEBOM YTITy.

Exeromno Ha 1 SsHBaps K peecTpy OMUCEH COCTABIIICTCS UTOTOBAsI 3aITUCh O
KOJIMYECTBE OMUCEH, TTOCTYMUBIINX U BHIOBIBIIUX B TCUCHHUE I'0J1a U 00IIEM
KOJIMYECTBE OIIMCEM.

5.4.2.8. IlacnopT apXMBOXpaHWIHIIA - COCTABIISIETCA €KETOTHO KaXbIM
apXUBOXPAHUJIUIIEM U OTpakaeT 00BEM pa3MEIICHHBIX B HEM (OHIOB, T U
JIOKYMEHTOB.

CocraB nokasareseit popmbl macrmopTa apXuBOXPAHIIIUIIA ONPEEIISETCS apXHUBOM
CaMOCTOSITEIILHO C YYETOM COCTaBa M COCTOSIHUSI XPAHSIINXCS B KOHKPETHOM
XPaHWIUIIE TOKYMEHTOB, 3a]1a4, CTOSIIIINX TIEpe]l HUM, 0COOEHHOCTEHW OpraHu3aIun
paboThI MO y4eTy JOKYMEHTOB B apXHUBe.

5.4.2.9. deno donga. eny donaa npucanBaeTcsi Homep (HoHAA, HA KOTOPBII OHO
3aBejieH0. B fieno oHma BKITIOUarOTCs: HCTOPUYECKasl CIIpaBKa, aKThl, PUKCUPYIOIIHE
W3MEHEHHS B COCTaBe U 00beMe (PoHIa, B TOM YHUCIIE aKThI O

pacceKkpeYrBaHUU JOKYMEHTOB, KOTIUS XapaKTePUCTUKH (POH]IA, COCTABICHHOM st
MyTeBOAUTENS (CIPaBOYHUKA), pabourie MHCTPYKIIMH 110 YCOBEPUIEHCTBOBAHUIO U
nepepaboTKe onucel GoHIa, CXEMbl CUCTEMATU3aLIMU €r0 JIOKyMEHTOB U JIp.



Ecnu noxymeHTshI, mojjiexaliie BKIFOYEHHUIO B 1e710 (hOHIa, HAXOIATCSI B COCTaBe
aApXUBHBIX €IMHUI] XPAHEHHUS, TO B JIeJ0 (OH/IAa BKIIOYAETCS CIIpaBKa C
MEPEUUCIICHUEM ITUX €AMHUI] XPAaHEHUS U MX apXUBHBIX MIH(POB.

Hena poumos opranoB KIICC, BJIKCM, B KOTOpBIE BKJIFOYEHBI JOKYMEHTHI 110
UCTOpHUH (POHIOB NMEPBUUHBIX TAPTUHHBIX K KOMCOMOJIBCKUX OpraHU3allHii,
pacopmupoBanuio HE TTOUIeKaT. B nema poHm0B MepBUYHBIX MAPTUUHBIX U
KOMCOMOJIbCKUX OpraHu3alfii MOMENAl0TCs CIIPaBKU CO CBEACHUSIMU O HAXO0XKJICHUN
JOKYMEHTOB 10 UICTOpUHU JaHHOTO (oH/Ia B AeTe Ipyroro (GoHaa.

Jlena ¢hoHIOB, BOIISAIIMX B COCTaB 00BEIMHEHHOTO apXUBHOTO (h)OH/IA, BKITFOYAIOTCS
B ero jaeno ¢hoHaa.

JlokymeHTHI fiena (poHa T0KHBI OBITH TPOHYMEPOBAHBI C COCTABIICHUEM JIUCTA-
3aBepUTEIs, TOAIIUTHI (TIPOITHYPOBAHBI), 3aKJIFOUEHBI B TBEpAYI0 00510kKy. K nemy
donma cocraBisieTcss BHyTpeHHss onuch. Jlena poHI0B XpaHsATCs B OPSAKE HOMEPOB
(b OoHIOB.

[Mpumeuanue: CocTaB JOKYMEHTOB J€JIa OpPraHU3alMK-CAATINKA JOKYMEHTOB IIPH
He(OHIOBOM OpraHM3alMK JOKYMEHTOB aHAJOTHYEH COCTAaBy TOKYMEHTOB Jeja
donma.

5.4.2.10. Ucropuueckas crpaBka o ponnoodOpazoBarene u pouzae (cm. pazgen 7.2.1).
Ha ee ocHOBaHMY 3aIOJTHSIOTCS OCHOBHBIC YUETHBIC JOKYMEHTHI apXHBa B YACTH
OTPaXEHUS B HUX UCTOPUU OpraHu3aiuu - ponmoodpazonarens. CrnpaBka
MOJIMTUCHIBAETCSI COCTABUTEIICM.

5.4.3. OcHOBHBIC TpEOOBAHMS K yUETHBIM 0a3aM JaHHBIX M OPTaHU3AIMN X BEJICHUS
5.4.3.1. Yuernsie 6a3wl nannbix (b/1) BemyTcs as:
- “HQOPMAITMOHHON TTOIEPIKKHU yUeTa;

- BCACHUS LCHTPATIU30BAHHOT'O T'OCYJAPCTBCHHOI'O YUCTa TOKYMCHTOB B
ABTOMATHU3NPOBAHHOM PCIKUMC,

- HOATOTOBKH B aBTOMAaTU3UPOBAHHOM PEXUME CTATUCTUUECKUX CBEIICHUM,
AHAIMTUYECKHUX TAOJINI], B TOM YHCJIE O JUHAMHUKE H3MECHEHNH 00beMa, COCTaBa U
COCTOSIHUSI apXUBHBIX JIOKYMEHTOB;

- ONEPATUBHOTO MPECTaBICHUS CBEACHHUI O HAJTMUUU B apXUBE JOKYMEHTOB TOTO
WM UHOTO (POHI000pa3oBaTeNs 3a ONPEACIICHHBIN OTPE30K BPEMEHHU.

[lepedensb pekBU3UTOB yueTHbIX b/ hopmupyeTcss B COOTBETCTBUM C OCHOBHBIMU
MOKAa3aTeIIMU, OTIMCHIBAIOIIMMH O0BEKT yUueTa - apXUBHBIN (POH]I, apXHUBHAS
KOJUIEKIIMS, €AMHUIA XPAHEHUS, €AUHUIIA yUeTa, TPyNa eAUHULl XpAHEHUS, €IUHULL
y4eTa, BKIIFOYEHHBIX B OIUCH - B TPAIMLIHOHHBIX YUYETHBIX JOKyMeHTaX. [Ipu arom
BEJICHUE TPATUIIMOHHBIX YUETHBIX TOKYMEHTOB SIBJISIETCS 00S3aTEIbHBIM.



O000111eHHbIE TOKA3aTeNN JOKYMEHTOB LIEHTPAIN30BaHHOIO TOCYJapCTBEHHOT'O
ydeTa, a TaK)Ke UCXOHbIE MTOKa3aTesld, HEOOXOIMMBbIE JIJISl UX TOTYUYEHUs, BXOJIAT B
YHCII0 00s13aTeNIbHBIX peKBU3UTOB yueTHbIX b/, yctanaBnuBaeMbix denepanbHoi
apXuBHOM ciryx001 Poccum.

VYuernsie BJ] popmupyrorcst Bo B3auMOCBSI3U ¢ APyrUMHU HHGOpManOHHBIMH B/1,
UMEIOIIUMHUCS B APXUBE, U JIOJKHBI OBITh COBMECTHUMBI C COOTBETCTBYIOIIUMHU
yueTHbIMU BJ[ BbIlIeCTOSIErO OpraHa yrnpaBjieHUs] apXUBHBIM JEJIOM.

[IpeemcTBEHHOCTD yueTHBIX b/l M TpaauIMOHHBIX OCHOBHBIX YYETHBIX
JOKyMEHTOB 00€CIIEYMBAETCS UCIIOJb30BaHUEM B b/l peKBU3UTOB OCHOBHBIX YUETHBIX
JIOKYMEHTOB.

5.4.3.2. Yyernbie b/] 3an0aHAOTCSA HA OCHOBE YUETHBIX JOKYMEHTOB apxuBa. Jyis
obecrieueHus aJIeKBaTHOCTH 3aIOJIHEHUSI U BeieHus yueTHou b/l pa3pabateiBaercs
UHCTPYKIIMS, ONPEIEISAIOIAs CONEPKAHUE KAXKIOTr0 PEKBU3NUTA U OPTaHU3ALAI0
BeaeHus b/I.

B miranoBOM mopsizike ocyIecTBIsIeTcs paboTa 1Mo 3armoJHeHHI0 yU9eTHBIX b/ mo
cocrosauto Ha 01.01. rona, cienyromiero 3a OT4€THBIM. B nanbHeiieM Beaercs
ONepaTUBHOE BHECEHUE U3MEHEHUN B YUETHBIE JOKYMEHTHI U B yueTHbICe B/,

5.5. Ilopsaok yuera JTOKYMEHTOB

5.5.1. Yder noctymieHus JOKYMEHTOB B apXUB
JIOKyMEHTBI ITOCTYNAIOT B ApXMB HA XPAaHEHHWE HA OCHOBAHUMU:
- aKTa npueMa-fepeadn JOKYMEHTOB Ha XpaHeHue (npuiioxxenue N 40);

- aKTa IIprueMa Ha XpaHCHUC JOKYMCHTOB JIMYHOT'O ITPOUCXOKIACHUS (HpI/IJIO)KCHI/IC N
41).

[Tpumevanwe: JJokyMEHTBI MOTYT CTAaBUTHCS HA yY€T TakXKe IO pe3yIbTaTaMm
MIPOBEICHUS OTACIBHBIX BUAOB apXUBHBIX PadoT (cM. 1. 5.5.3).

Bce npuHAThIe B apXUB JJOKYMEHTBI BHOCSITCSI B KHUT'Y Y4eTa MOCTYIUIEHUH
nokyMeHTOB (nipuinoxeHust N 26, 26a). Kaxplil BnepBble MOCTYNHUBIINNA B apXUB
¢dbona 3anuckIBaeTCs B CIUCOK (GoHI0B (mpuiioxkenre N 27), Ha HETO 3aroHSIIOTCS
auct ponaa (mpusoxenue N 28) 1 KapTOUKH yKazaTes K JUCTY (OoHa, 3aBOAUTCS
neno gonna. Ha ayimoBu3syanbHble JOKYMEHTBI IIPY UX HE()OHIOBOM OpraHU3al1U
3aIlOJIHAIOTCA JUCTHI y4eTa KHHOPOTO(POHOAOKYMEHTOB U BUAECOJOKYMEHTOB
(mpunoxenus N 29, 29a). Kaxias BnepBble NOCTYNHBILAs OMIMCh YUUTHIBACTCS B
peectpe onucelt (npusoxenue N 31).

JI71st IeHTpaIn30BaHHOTO TOCYIaPCTBEHHOTO yueTa JOKYMEHTOB ApXUBHOTO (pOHIA
Poccuiickoit @enepannu Ha HOBBIN (DOH] COCTaBIsIETC KapTouka GoHa
(mpunosxxenue N 38), naHHBIE O MOCTYIIJICHUH YacTel (POHOB, paHEee MPUHSITHIX HA
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XpaHeHue, BkiovaroTcs B "CBesieHns 00 U3MEHEHUSIX B COCTaBe U 00beMe (POHIOB Ha
01.01.00 r." (mpunoxenue N 39).

5.5.1.1. B xkHury y4era nocTyImieHui JOKYMEHTOB (mpuiioskerust N 26, 26a)
MIOCJIEJOBATENBHO BHOCSATCS BCE IEPBUYHBIE U TOBTOPHBIE MOCTYIUICHUS JOKYMEHTOB.
Kaxxoe nocrymieHre nojy4yaet oAuH NOPSAKOBBIII HOMEp HE3aBUCUMO OT TOTO,
COCTOUT JI OHO U3 JIOKYMEHTOB OJIHOTO MJIM HECKOJIbKUX (DOHIIOB; OJTHOTO WIIU
HECKOJIbKHX BUAOB KMHO(GOTO(HOHOBUIEOJ0OKYMEHTOB. Hymeparnus noctymieHuit
BEJIETCS B BAJIOBOM MOPSIKE.

Ecin IMNOCTYIUICHUEC COCTOUT U3 NOKYMCHTOB HCCKOJIBKHUX (1)OHI[OB NJIN HECKOJIbBKUX
BHJIO0B ayAMOBU3YAJbHBIX TOKYMCHTOB, TO JAHHBLIC I10 KAXKIOMY (1)OHI[y, BUAY
3aIKCHIBAIOTCS C HOBOM CTPOKH.

Ecnu dbonx nocrymaer BrepBbie, TO HOMep (OHIA MPOCTABISLCTCS B KHUIE y4eTa
MOCTYIUICHUH TOKYMEHTOB T0CJIE €ro MPUCBOSHUS 10 CUCKY (hoHmoB. Eciu
IOCTYIHBIIIKE B apXUB JOKYMECHTHI SIBJISIFOTCS YacThiO (DOH/IA, YKE€ HAXOIAIIErocs Ha
XpaHEHUH, TO B COOTBETCTBYIOIIEH Irpad)e KHUTH YKa3bIBACTCS HOMED, IPHCBOCHHBIH
sToMy (HOHIY paHee.

B rpade "Kpatkast xapakrepucTuKa COCTOSHUS JOKYMEHTOB' OTMEYaeTcsl, BKIIOYCHBI
JIM IOKYMEHTBI B ONKCH WU TIOCTYIWIM B apXUB B HEOOPAOOTAaHHOM BHUJIE, a TAKXKE
COCTaB MOCTYNUBIICH TOKyMEHTaluu (YIpaBIeHYECKasi, IO IUYHOMY COCTaBY,
JUYHOTO MPOUCXOKACHUS, KHHOPOTODOHOAOKYMEHTHI H JIP. ).

Ha 1l SHBapA KaxXKa0ro roaa moaABOAUTCA UTOI' KOJIMYCCTBA IMTOCTYIIMBINUX 3ad I'OJJ
AOKYMCHTOB, OTACIIBHO YKAa3bIBACTCA 00BeM JOKYMCHTOB, IIPUHATBIX HA
ACTIO3UTAPHOC XPAHCHHUC.

5.5.1.2. B cniucok ¢ounos (mpunoxkerne N 27) (HoH 3aUChIBAaETCS TOIBKO OJIMH Pa3s,
IpU NIEPBOM TOCTYIUIEHUH B apxuB. He gomyckaercst BHeceHue (poHIa B CIIUCOK
($OHIIOB paHee MOCTYIUICHHUS €ro JOKYMEHTOB Ha XpaHEHHE.

Jiig ydera nocTynuBIuX (POHAOB UCTIONB3YIOTCS HOMEpA MO CIUCKY (OHIIOB B
BaJIOBOM MOCJeI0BaTEIHLHOCTH. MOTYT TaKkKe MCIOIb30BaThCA ""cCBOOOHBIE HOMEPA"
- HoMepa (OHJIOB, TOKYMEHTHI KOTOPBIX BBIJICTICHBI K YHUUTOKCHHIO B
YCTaHOBJICHHOM MOPSJIKE WU BKIIFOUEHBI B COCTaB OObEIMHEHHBIX APXUBHBIX
($hOHIOB, OTHOCUTEIHLHO KOTOPHIX TOYHO U3BECTHO, YTO UX IOKYMEHTHI paHee He
HCIIOJIb30BAJIHCh.

Howmepa yTpaueHHBIX, IepelaHHbIX B IPYTUE apXHUBHI (POHIIOB, a TAKKE HOMEPA

(G OHIOB, BOIIEAINX B COCTaB 00BEAMHEHHOTO apXUBHOTO (OH[IA, TOKYMEHTHI
KOTOPBIX paHEe MCIIOJIb30BAITUCH, HE MOTYT OBITh IPUCBOCHBI BHOBB TIOCTYIABITUM
dbonmaM.

OObenMHeHHbIE apXUBHBIE (POHIBI M APXUBHBIE KOJIJIEKIIUHA YYUTHIBAIOTCS HAa OOIIHNX
ocHoBaHMsX. OObETMHEHHOMY apXUBHOMY (POH]Ty, 00pa3oBaHHOMY U3 (DOHIIOB, paHee



YUYTCHHBIX CaMOCTOATCIIbHO, IIPUCBAUBACTCSA HOMCP OAHOI'O U3 (1)OH,Z[OB, BKIIFOYCHHBIX
B €0 COCTaB.

Ha3Banue ¢onna BHOCUTCS B CIIUCOK (DOHIOB HA OCHOBAaHUU UCTOPUYECKOM CIIPAaBKU
WIM TUTYJIBHOTO JIUCTA OIHCH.

HazBanue ¢oHa coOCTOUT U3 MOJHOTO U (B CKOOKax) 0(hUIIMATBHO PUHSATOTO
COKpAIIIEHHOTO Ha3BaHUs OpraHu3anuu-GpoHI000pa3oBaTes ¢ yKa3aHUEM e
MOJYMHEHHOCTH, MECTOHAXOXKACHUS, KpAalHUX JaT cyliecTBoBaHuUs. Eciu Ha3BaHue
dbon0006pazoBaTest MEHSJIOCh, TO B CIIHCKE (POHJOB YKa3bIBAETCS TOJIBKO MOCIEAHEE
€ro Ha3BaHHUE.

Hazpanue o0beIMHEHHOTO apXUBHOTO (POHJIA MOXKET COCTOSATH U3 000OLIEHHOTO
Ha3BaHUS BKJIIOUEHHBIX B HETO (JOHIOB, U3 HA3BaHUS PYKOBOSIICH OpraHu3alii 1
0000IIIEHHOTO HAa3BaHUS TOJJYMHEHHBIX €l OpraHu3aluid, U3 MepevHs] Ha3BaHUU
CMEHSIBLIMX JPYT Ipyra opranu3anuii. KoHkpeTHble Ha3BaHUs BCEX OpraHU3alui,
JIOKYMEHTBI KOTOPBIX BOLIUTH B O0BEIMHEHHBIN apXUBHBIN (QOHJI, a TAKKE UX
NePEeMMEHOBAHMS YKa3bIBAIOTCS B IMCTE (POHAA.

Hazpanue (hoHIa JIMIHOTO MPOUCXOKIACHUS COCTOUT U3 (DaMUIIVH, UMEHH, OTUYECTBA
JIMIIA, yKa3aHUsl POACTBEHHBIX OTHOIIICHUH, ICEBIOHUMA, POJA JESATEIbHOCTH
(mpodeccun), cirykeO0HOTO TOJIOXKEHHUSI, MPUHAAJICKHOCTH K TIOJUTUIECKON MapTHH,
3BaHUS, HA3BAHUE CEMEHHOTO WM POJOBOTO (hOH/IA - M3 (PaMIUTUU ¥ HHUITUAIOB
IJIaBHBIX WIEHOB CEMbU WIIM POJa U TUTYJA, paHra u T.1. PaMuiinu, iMeHa, OTYECTBa,
TUTYJ, POJT ACITEIHLHOCTH, CITY)KEOHOE TIOJIOKEHHE, POJCTBEHHBIC OTHOIICHUS H T.JI.
BCEX WICHOB CEMbU WM POJIa YKa3bIBAIOTCS B THCTE (POoH/A.

B Ha3BaHWUM apXUBHOU KOJUICKIIUU YKA3bIBAETCS MPU3HAK (IIPU3HAKH) €€
dbopMupoBaHus, a P HEOOXOIUMOCTH - M €€ COCTABUTEIND (IIPEKHUH BIaeell,
coOuparenb KOJUICKIIUHN).

MG}KIIy Ha3BaHUAMHU (I)OHI[OB OCTaBJIICTCA UHTCpPBAJI.

5.5.1.3. JIuct dhonna (mpunoxenue N 28) 3amoHIETCS ¢ COOTIOCHUEM CIIETYOINUX
OCHOBHBIX TPEOOBaHUIA.

B rpade "[laTa nepBoro noctymieHus GoHAa" yKa3pIBaeTCs 1aTa B COOTBETCTBHUHU C
3aMUChI0 B KHUTE y4eTa MOCTYTUICHUH TOKYMEHTOB; JUIsl OOBEIMHEHHOTO apXUBHOTO
dhoHIa 1 apXUBHOM KOJUICKIIUHU - JaTa MOCTYIUICHHS WM J1aTa CO3JaHus X B apXUBE.

B rpade "Kpaiinue naTel kaxx10ro Ha3BaHus (poHAa" yKa3bIBalOTCS HayaldbHas U
KOHEYHas JaThl CYIIECTBOBAHUS OpTaHU3alnu-(hOHI000pa30BaTeNs MO KayKIbIM
Ha3BaHHWEM HE3aBUCUMO OT HaJuuuus B (JOH/E JOKYMEHTOB 3a 3ToT nepuoa. Eciu
OpraHM3anys npoJaobkaeT (PyHKIMOHUPOBATh, KOHEUHAs JaTa HE IPOCTABIISAETCS.
Jli11 00 beAMHEHHOTO apXUBHOTO (POH/IA YKa3bIBAIOTCS 1aThl 00pa3oBaHMs HanboJee
paHHEe! U JIMKBUALUU HarOoJiee MO3/1HEN 0 BpeMEeHU e TeIbHOCTHA OpraHU3alii-
(doH1000pa3zoBarTenel, JOKYMEHTBI KOTOPBIX BKJIFOUEHBI B COCTaB 00ObEIUHEHHOTO



apxuBHOro (honaa. s poHma TMUHOTO MPOUCXOKIEHUS B 3TOM rpade yKa3bIBalOTCS
JaThl XKU3HU (POHI000pa30BaTENSL, ISl KOJJIEKIIUUA JOKYMEHTOB - JaThl CAMOTO
pPaHHETro U CaMoro MO3/JHEr0 JOKYMEHTOB, BKIIIOUEHHBIX B KOJUIEKIIHIO.

B rpade "HazBanue honaa" B XpOHOJIOTHUECKOM MOCIEI0BATEIHFHOCTH
NEPEUYUCIIAIOTCS BCE IEPEUMEHOBaHMsI OpraHu3auu-QpoH1000pazoBaTeis, ocaeIHee
U3 KOTOPBIX siBisieTcsl Ha3BaHueM Qouaa. Kaxaoe

neperMeHoBaHue (poumgooOpazoBaTens, BKIOUast U3MEHEHUE ero MOAYNHEHHOCTH
MECTOHAXOXICHUS, UILETCS ¢ HOBOU cTpoku. [1pu 3TOM, eciiu Mex 1y naTamu
CO3JaHUs U JIMKBUAAIMHU (POHI000pa30BaTeNsl UMEETCS IEPUOJI, 38 KOTOPHIiA
JOKYMEHTBI HE COXPaHWINCh, IepernMeHoBaHue (hoH1000pa3oBaTessl yKa3blBaeTCs U
3a 3TOT nepuoa. Bee mocneayroniyie n3MeHEeHNs: B HA3BaHUW OpraHU3alM1-
dbonm000pazoBarensi BHOCATCA B JUCT (POHJIA IO MEPE MOCTYIJICHUS B apXUB
TOKYMEHTOB (pOH/A.

JI1st 00BbeIMHEHHBIX apXUBHBIX (DOHAOB B YKa3aHHOU rpade gaercs 00001eHHOe
Ha3BaHue ¢onna. Hazpanus Bcex opranuzanuii-pongoodpasoBareneit, us
JIOKYMEHTOB KOTOPBIX CO3/1aH O0BEAMHCHHBIN apXUBHBIN (POH/I, TAKKE KaK U UX
neperMMEeHOBaHMs, MOTYT yKa3biBaThes B rpade "Hazpanue ponna" umu B rpade
"HasBanue onucu".

Heonucanuble JOKyMEHTBI YUUTHIBAIOTCS B paszese "YuyeT HEONUCaHHbIX
JIOKYMEHTOB" B YCJIOBHBIX €IMHHIAX XPAHEHHU, TOKyMEeHTaxX uiun auctax. [locie
COCTaBJICHHSI HA HEOMMMCAHHBIE JOKYMEHTHI ONKMCH, YTBEPKICHHUS €€ B
YCTAaHOBJICHHOM IOPSAKE, JOKYMEHTHI HA OCHOBAHUHU aKTa OMMUCAHUs JOKYMEHTOB,
nepepaboTku onucent (mpunoxeHre N 46) CHUMalOTCs C y4eTa Kak HEOMCaHHBIE U
CTaBSTCS HA yYET KaK OMKMCAHHBIE, UTO OTPAKAETCSI B COOTBETCTBYIOIIMNX pa3ieiax
aucTa QoHpa.

[TocTynnenue JOKYMEHTOB MO Ka)J10M HOBOW ONUCH (€€ MPOI0KEHHUIO)
dbukcupyercst oTaenpHOM 3anuchio. B rpade "Ha3panue onucu" ykaspiBaeTcs
Ha3BaHUE OMHUCH (€€ MPOJOHKEHUS) I IPUBOIUTCS KpaTKasi XapaKTepUCTUKA
COCTaBa BKJIFOUEHHBIX B OIIUCh JOKYMEHTOB. B rpade "Hanuuue (octatok) en. xp."
YKa3bIBA€TCs UX KOJIMYECTBO KakK I10 OIIMCH, IO KOTOPOM IIPOU3BE/ICHA 3aAIIUCh, TaK U
no GoHy B 11esioM. KomnmuecTBO CEKpeTHBIX €IUHULL XPAaHEHUSI 10 (DOHIY B LIETIOM
yKasbIBaeTcs uepes 1pook, Harpumep, 100/5c¢.

5.5.1.4. IIpu 3an0JHEHNUH JIUCTOB y4Ye€Ta ayAMOBU3YaJIbHBIX JTOKYMEHTOB
(mpunoxenue N 29, 29a) B rpade 2 onucu npucBauBaercs Homep. Ecinu npunsareie
JOKYMEHTBI IPUCOEANHSAIOTCS K YK€ UMEIOLIEHCS U YUTEHHOM IO JIUCTY yuyeTa OIUCH,
TO B 3TOM rpade aenaercs ormerka: "K onucu N ...".

B rpadax 8, 9 (ana ponogokymeHToB - 9-11) mpocTaBisieTcss KOTMUECTBO €ANHHUIL
y4eTa, eAUHUI] XpaHEeHUs 10 KaX10M onucu oTAenbHo. B rpadax 10-14 (ans
¢dboHOTOKYyMEHTOB - 12-18) yka3piBaeTCs KOJTUYECTBO SIUHUI yUeTa, CIUHHUIL
XPaHEHHUSI 110 OTHCH, 10 KOTOPOU MPOM3BEICHA 3aMHCh, & TAK)KE MO0 BUAY JOKYMEHTOB
B LIEJIOM.



5.5.2. Y4er BbIOBITHS TOKYMEHTOB U3 apX1Ba
JIoKyMeHTBI BBIOBIBAIOT M3 apX1Ba HA OCHOBAHUU:

- aKTa O BBIJICJIEHUU K YHUUTOKEHUIO TJOKYMEHTOB, HE TIOJUIEXKAIINX XPAaHEHHIO
(npunoxxenue N 42);

- aKTa O HEUCITPABUMBIX MOBPEXKICHUAX JOKYMEHTOB (npuiioxkenue N 11);
- aKTa nmpueMa-Tfepeaun JOKYMEHTOB Ha XpaHeHue (npunoxenue N 40);

- aKTa 0 HEOOHAPYKEHNUU JTOKYMEHTOB, ITyTH PO3bICKA KOTOPBIX HCUEPITaHbI
(npunoxenue N 13);

- aKTa BO3BpaTa IOKyMEHTOB COOCTBeHHUKY (TpuinoxeHue N 43);
- aKTa 00 U3BATUU MOMJTMHHBIX €IMHUI] XPaHEHUs, JOKYMEHTOB (puioxxenue N 44).

[Tpumeuanue: JJoKkyMEeHTBI MOTYT OBITh CHSTBI C yU€Ta TaKKe B pe3yJIbTare
IIPOBEICHUS OTAENIbHBIX BUIOB apXUBHBIX paloT (cM. 1. 5.5.3).

5.5.2.1. Ilpu BBIOBITHH OMIMCAHHBIX JOKYMEHTOB B COOTBETCTBYIOIIEH OMUCH
(mpunoxxenus N 30-30) B rpade "IIpumedanus” npoTUB Kak10¥ BHIOBIBIIEH
SAMHUIIBI XpaHCHUS, CAMHUIIBI ydeTa cTaBUTCs mrTaMmil "Beiosuto". B KoHIIE ommcu BO
BCEX €€ 3K3EeMIUISIpax JEeNaeTcsl HOBAasi UTOrOBAsl 3aIIMCh B YCTAHOBJIEHHOM IOPSIKE
(cm. 1. 5.4.2.6).

B nmucte ¢ponna (mpunoxenue N 28) yka3bpiBaeTcs:

- B rpade "BriObiTHE" - aKT, HA OCHOBAaHHWU KOTOPOTO BHIOBLIN TOKYMEHTHI, U
KOJIMYECTBO BBHIOBIBIIUX JTOKYMEHTOB Pa3/IeIbHO 0 KaXI0H OIHCH;

- B rpade "Hannuue (ocTaTok)" - KOJIMYECTBO JOKYMEHTOB, OCTABIIUXCS TIOCTIE
BBIOBITHS 110 KAXI0W ONTUCH U (DOHTY B IIETIOM.

[Tpu BBIOBITHH BCEX TOKYMEHTOB OIKUCH HOMEP 3TOM ONMUCU JPYTUM OINHUCAM HE
MIPUCBAUBAETCA U OCTAETCsS CBOOOAHBIM, B peecTpe onuceit (mpuioxenue N 31)
JIeJIaeTCsl COOTBETCTBYIOLIAs OTMETKA.

[Topsimok 3amucy BBIOBITHS TOKYMEHTOB B JINCTE y4eTa ayJHOBU3yaIbHBIX
nokyMeHTOB (ripuinoxeHus N 29, 29a) aHanoruyeH NopsIKy 3aluCH MOCTYTIUICHUS
(cm. . 5.5.1.4).

B cnyuae Bb1ObITHS Beero QoHa B criucke oo (mpunoxenue N 27) B rpade
"OTMeTKa O BBIOBITHH" yKa3bIBaeTCA, KyAa BbIObUT (DOH/I, M aKT, HA OCHOBaHUU
KOTOPOTO OH BBIOBLI.



[Ipu nepenave GoHaa U3 OAHOTO apXUBa B IPYroil nepesarTcs 3 IK3eMILIIpa OMUCH
u aeno ¢pounaa. OQuH 3K3eMIUIAP OMUCH OCTAETCS B apXUBE-CAATUUKE U B KAUECTBE
NPWIOKEHUS K aKTy IpUeMa-nepeaadyu JOKyMEHTOB Ha XpaHeHue (mpuiioxeHue N
40) BxIIt04YaeTcs B COOCTBEHHBIN apXUBHBIN (DOH apXuBa-CAATYHKA.

[Tpu BBIZICTICHUH K YHUYTOKCHUIO BCEX JIOKYMEHTOB (DOHJIA €r0 OMUCH M JIUCT (HOH/Ia
nomeniaroTcs B aeno Gonmaa. Jleno Gponma BKaroyaeTcsi B COOCTBEHHBIN apXHBHBIN
dbonHa apxuBa.

5.5.2.2. Vuer BBIOBITHS HEOITMCAHHBIX JIE] U JJOKYMEHTOB OCYIICCTBIISCTCS, KaK
NPABUJIO, TIO0 PE3yJIbTaTaM MPOBEICHUS padOT MO UX OMUCAHMIO M BEJICTCS 10 JIUCTY
dboHma B ycTaHOBIEHHOM Topsiake (cM. 1. 5.5.1.3).

5.5.3. Yder u3MeHeHH KOJIMYeCTBA JOKYMEHTOB apXUBa B PE3yJIbTaTe
MIPOBEICHUS OTACIIbHBIX BUIOB PaboT

KonundecTBo 1OKyMEHTOB apXuBa U3MEHAETCA (YBEIMUUBACTCS W/WIIM YMEHBIIIACTCS])
B pe3yJibTare:

- BBIBCPKH YUCTHBIX TOKYMCHTOB, I10 UTOT'aM KOTOpOﬁ MOTYT OBITH BBLISBJICHBI
OIJ_II/I6KI/I, JOMMYIICHHBIC IIPU ITOACYCTC KOJINYCCTBA XPAHAIUXCA JOKYMCHTOB,

- MPOBEPKHU HAIMYHUSA U COCTOSHUSI IOKYMEHTOB, B XOJI€ KOTOPOU MOTYT OBITh
0OHapy’KEeHbl HEYUTEHHBIC €IUHUIIBI XPAaHEHUS, €IMHULIBI XPAHEHUS 32 TUTEPHBIMU
HOMEpamHu, IIPOIYLIEHHbIE YYETHbIE HOMEPA U T.1.;

- peCcTtaBpaii JOKYMCHTOB, ITIOCJIC KOTOpOI;'I OJOHO JICJIO OBLIIO pa3aciICHO Ha
HCCKOJIbKO TOMOB U Jp.;

- OTHCAHUsI JOKYMEHTOB, IepepabOTKK OMHUCEH, B TIPOIIECCE KOTOPBIX BO3ZMOKHO
pasjiesicHrue Wik 00beAMHEHHUE SANHUI] XPAHCHHSI, @ TAK)KE YTOYHCHUE HX
dbonmooOpazoBarTens u T.J.

OcHoBanuem JJI1 BHCCCHUA W3MEHEHMH B YUYCTHBIC TOKYMCHTLI I10 PC3yJIbTaTaM
YKa3aHHbIX pa60T ABJIAOTCA:

- aKT 0 TEXHMYECKHUX OIINOKaxX B YUYCTHBIX JOKYMCHTAaX (HpI/IJ'IO)KeHI/Ie N 9),

- aKT 00 OOHApY>KEHUHU JOKYMEHTOB, HE OTHOCSIIUXCS K JAHHOMY apXuBY, (POHITY,
HEYUYTEHHBIX U T.A. (mpuioxenue N 10);

- aKT O pa3JIeJICHNH, O0ObCTUHCHHUH JIC]T, BKJIIOUCHHUH B JICJI0 HOBBIX JIOKYMCHTOB
(npunoxenue N 45);

- aKT ONKCaHUA JOKYMEHTOB, nepepaboTku onuceil (mpunoxenue N 46).

5.5.4. Y4er yHUKaIbHBIX U 0CO00 LIEHHBIX TOKYMEHTOB



5.5.4.1. YHUKanbHbIE JOKYMEHTHI MOJIEKAT CIENUATIBHOMY TOCYAaPCTBEHHOMY
yuety B ['ocy1apcTBEHHOM peecTpe YHUKAIbHBIX JOKYMEHTOB APXUBHOIO (poHIa
Poccuiickon @enepanyu, BEIEHUE KOTOPOro OCyllecTBIAeT DeepanbHas apXuBHas
ciyx6a Poccun.

Ha BbIsIBJIEHHBIE YHUKAJIbHBIE JOKYMEHThI COCTABJISIOTCS JIMCTHI yYeTa U ONMKUCAHUs
YHUKAIBHBIX TOKYMEHTOB (TpuiiokeHue N 24); mopsaoK COCTaBICHUS U
MPEACTaBICHUS 3TUX JUCTOB OMPEAEIACTCS HHCTPYKTUBHO-METOINYECKUMU
JIOKYMEHTaMU 10 BeZIeHUI0 [ '0Cy1apCTBEHHOT0 PeecTpa YHUKAIbHBIX

nokyMeHToB ApxuBHoro ¢honaa Poccuiickoit deneparmm.

JIucThl ydeTa v OMUCaHMs YHUKAIBHBIX JIOKYMEHTOB, BKJIIOUEHHBIX B
["ocynapcTBEHHBIN peecTp, XpaHATCS B apXUBE €IMHBIM KOMIUIEKCOM B TIOPSIKE
HOMEPOB (DOHJOB U ONUCEN B Nanke ¢ kjanaHaMmu. Ha HUX cocTaBisieTcsi BHyTPEHHSS
OTIHCh.

5.5.4.2. Yyer 0co00 IIEHHBIX TOKYMEHTOB BEJETCS T10:
- ciucKy (DOHIOB, coaeprKamux 0co00 IeHHbIEe JOKYMEHTHI (pmitoxenne N 33);

- OIMHUCSIM 0CO00 IIEHHBIX JIeJl, JOKYMEHTOB (Tprutoxkenne N 34) wim rnmepedHsam
HOMEPOB 0C000 IIEHHBIX JIeJI, JOKYyMEHTOB (HoMepHuKaM) (mpuitoxkerue N 34a).

B ommcu 0c060 neHHBIX 1€, TOKYMEHTOB 32 HUIMH COXPAHSIOTCS UX TIPEKHUE
yUY€THbIE HOMEpA.

Onuck 0c000 LIEHHBIX JIE], JOKYMEHTOB (HOMEPHHUK) COCTABIIAETCA HAa JOKYMEHTBI
OJIHOM WJIM HECKOJILKHMX OTMHCEH (POH/Ia B 3aBUCUMOCTH OT KOJIMYECTBA 0CO00 IIEHHBIX
CIMHUI] XPAaHEHHS, €IMHUI] y4eTa B JAHHOM OMKCH B HEOOXOAMMOM JTsl apXUBa
KOJIMYECTBE 3K3eMIUTIPOB. K onmcu coCTaBisieTCsl TUTYJIbHBIN JIUCT.

Ecnu 600sbIIMHCTBO JOKYMEHTOB IO OIMUCH SIBJISIIOTCSI 0CO00 EHHBIMM, OTAEIbHAS
OIMHCH 0CO00 IEHHBIX JIEN, JOKYMEHTOB HE COCTaBJISIETCS, a KOTMUPYETCs UMEIOIIasiCsI
OIMCh. B TakoM cilyyae K HEM TaKKe COCTABISAETCS HOMEPHUK, KOTOPBIU SIBJISIETCS
NEPEBOIHOM TabIUIEH OT HOMEpa €IMHULIBI XPAaHEHUs1, AMHUIIBI yueTa JOKYMEHTOB
K HOMEpY €IUHHIIBI XPaHEHUs CTPaxoBOro GoH/a.

CeneHust 0 KOMMUPOBAHUM 0COOO IIEHHBIX JOKYMEHTOB B IIEJISIX CO3/IaHUSI CTPAXOBOTO
¢ oH/Ia BHOCATCS B COOTBETCTBYIOIIUE OMMCH WM HOMEPHUKHU 10 MEPE MPOBEACHHUS
HX CTPaXxOBOT'0 KOIIMPOBAHMUSI.

B utorosoii 3anucu ykassiBaeTCs 0011Ie€ KOJIMUYECTBO 0CO00 IIEHHBIX €IMHMUII
XPaHEHHUs, €UHHUIL] YU€Ta, BKIFOUCHHBIX B OMUCH WJIK HOMEPHHUK.

[To 3aBepilieHMM KOMUPOBAHUS BCEX €AUHUIL] XPAHEHUS, €AMHULL YUETa 110 TAHHOMN
ONUCH WJIM HOMEPHUKY yKa3bIBaeTcs: "Bce eqMHUIbI XpaHeHUs], €IMHUIBI yueTa
CKOIUPOBAHBI, AaTa, T0KHOCTh, MOJAIHKCH".



Ornucu 0c000 EHHBIX AEI, TOKYMEHTOB, HOMEPHHUKH YYUTHIBAIOTCS B PEECTPE
omnucel 0co00 IEHHBIX JIell, JOKYMEHTOB, HOMEpHUKOB (TipriioxkeHue N 35).

[Ipu oTHECEHNHU JOKYMEHTOB K 0c000 IIEHHBIM B onucsx B rpade "lIpumevanus”
HaIIPOTHB 3ar0JI0BKOB COOTBETCTBYIOLIUX €IMHULl XPAaHEHUS, EAUHUL yUeTa
npocTaBisitoTcst otmeTku "OI1".

B npyrux y4etHsix mokymeHnTtax ormerka "OL" mpocTaBiseTcs kK Homepy dhoHAa,
HOMEDPY OIHCH; OHA SIBIISIETCS CITY>KEOHOM U HE BXOJIUT B apXUBHBIN MIU(P €TUHULL
XpaHEHUsl, €IMHHIL yUeTa.

5.5.5. Y4er CekpeTHbIX U PACCEKPEUECHHBIX JOKYMEHTOB

5.5.5.1. YueT ceKkpeTHBIX JOKYMEHTOB BEJIETCS B COOTBETCTBHHU C TPEOOBAHUSIMHU
CHEeUAIbHONW MHCTPYKIMHU. B yueTHBIX TOKYMEHTAaX M apXUBHBIX IIU(pax eIUHULL
n.n

XPaHEHHsI CEKPETHBIC (DOH/IBI, OIMCH, SAMHUIIBI XPAHCHHS 0003HAYAOT HHIEKCOM "'C
(cexpeTHO), "cc" (COBEpIIEHHO CEKPETHO), "oB" (0CO00M BaXKHOCTH).

5.5.5.2. I3MeHeHus B yUYETHBIE JOKYMEHTHI IO pe3yJIbTaTaM PACCEKPEUNBAHMS
JIOKYMEHTOB BHOCSITCS HA OCHOBAHUH aKTa O PACCEKPEUYMBAHUU JOKYMEHTOB
(mpunoxxenue N 47).

@DOH/IbI, ONTUCHU U €IUHULIBI XPAHEHUs, BKIIIOYAIOIINE, HAPSITY C CEKPETHBIMU,
HECEKPETHBIC (PACCEKPEUCHHBIE) TOKYMEHTHI, B YUETHBIX TOKYMEHTAX M apXUBHBIX
mmdpax equHUI] XpaHeHus: 0003HAYal0TCA UHAECKCOM "cu" (CEKPETHO YaCTUYHO).

[Ipu paccekpeurnBaHUU BCEX €UHUIL XPAaHEHUS 110 CEKPETHOM OMUCU OMUCH TaKkKe
PacCEeKpEeUnBaETCs, MEPEJACTCA Ha OTKPBITOE XPAHEHHUE U YUUTHIBAETCS B JINCTE
dboHma 3a TEM K€ HOMEPOM, HO Oe3 nHaeKca ""c", KOTOphIil 3a4epKUBACTCS Ha
00JI0’KKE ¥ Ha TUTYJIBHOM JIUCTE ONMCH. B TpaBOM BepXHEM YTy 0OJIOKKH U
TUTYJIBHOTO JIMCTA OMMCH IIpocTaBisieTcs mram "Paccekpedueno". Ecinu cekpernas
OTIMCH U ONTMCh OTKPBITOTO XPaHCHUS OBLIHA OITMOOYHO YUTECHBI 32 OJTHUM M TEM JKE
HOMEPOM, TO MPHU PACCEKPEUNBAHUU OTUCHU €l TPUCBAUBACTCS OUEPEIHOM

HOpSII[KOBBIﬁ HOMCD II0 JIUCTY (bOHI[a.

[Ipu paccekpeurnBaHUM 4aCTH JOKYMEHTOB 110 CEKPETHOM OIMCH HA PACCEKPEUCHHBIE
JOKYMEHTBI COCTABIIIECTCS OTJIETbHAS ONKUCh, HOMEPA €IMHUI] XPAHECHHS B KOTOPOM
OCTArOTCS NpEeKHUMU. J[JI1 BalOBOM HyMEpalUK TAKUX €AUHULl XPAHEHUS, KaK
paBUIIO, UCIOJIb3YyeTCs Irpada 2 onucH. ITa ONMUCh BMECTE C JOKYMEHTAMHU
nepeaeTcs Ha OTKPBITOE XpaHEHUE, YUUTHIBACTCS B IMCTE (DOHIOB 32 TEM KE
HOMEPOM, UTO U CEKpeTHasi, HO 06e3 unaekca "c". B aTom ciydae Hymepaius onucen
OyZIeT napasiesbHOM.

[Ipu paccekpeunBanuu OOJIbIIEH YACTU JOKYMEHTOB 110 CEKPETHOM OMUCH C OINUCH
CHUMAETCS KOIHs, MPU KOMMMPOBAHUY 3ar0JIOBKU €IMHUILL XPAHEHHUSI, OCTABJIICHHBIX Ha
CEKPETHOM XpaHEHUH, 3aKphIBatOTCs. KOmus onucH Ha pacCeKpeYeHHbIE TOKYMEHTHI
NepeNaeTCs Ha OTKPBITOE XpaHEeHHE. B aKk3eMIuIsipe onucH, BKIFOYAIOIIEH



JIOKYMEHTBI, OCTABIIIMECS Ha CEKPETHOM XpaHEHUH, COXpaHsEeTCs X Hymepauus. B
aucTe POH/Ia TaKasi OMUCh YUUTHIBACTCS ABAXKIbI: SK3EMIUISIP OIUCH, OCTABIIUNCS Ha
CEKPETHOM XPAaHEHHUU - C COOTBETCTBYIOIIEH MHIEKcaluen

CEKPETHOCTH, CKOMMPOBAHHBIN dK3EMIUISIP, epEJaHHbIN Ha OTKPBITOE XpaHEHHeE - O3
uHJekca "¢". BO3M0XXHO TakXe pacCEKPEUYMBAHKUE OMKMCH C BBIMAPbIBAHUEM
3aroJIOBKOB €IMHUI] XpaHEHHS, OCTaBJICHHBIX Ha CEKPETHOM XpaHEHUU, U
COCTaBJICHHE HA HUX HOBOM CEKPETHOU OMHCH.

IIpu paccekpeurnBaHUU OTAEIIBHBIX €IUHULL XPAHEHUS 110 CEKPETHOU OIKMCU OHU
MOTYT BKJIFOUATHCA B OITUCH OTKPBITOTO XpaHEHHUs] COOTBETCTBYIOIIErO (poHa 3a
JIUTEPHBIMU HOMEPAMU WJIU B BAJIOBOM ITOCJIEN0BATEIBHOCTH.

Ecnu panee npu 3aceKpeyrBaHUN YaCTU JOKYMEHTOB, BKIIOUEHHBIX B OIIUCH
OTKPBITOTO XpaHEHUsI, HA HUX OblLjIa COCTABJIEHA OT/IEJbHAs CEKPETHAs OIUCH C
CaMOCTOSITEIbHOW HyMEPaLKeH, a €JUHULIBI XPAHEHUS OTKPBITOTO XPAHEHUS MTOCIIE
ATOTO HE MEPEIHPPOBHIBATUCH, TO MIPH PACCEKPEUNBAHUY U TIEpeade UX Ha
OTKPBITOE XpaHeHHE MIPOU3BOAUTCS 0OpaTHAs repemndpoBKa pacCeKpeueHHBIX
€IMHHUL] XPAHEHNSI C BOCCTAHOBJICHUEM HX ITPEKHUX HOMEPOB.

B onucsix, ocTaromuxcst Ha CeKPETHOM XpaHEHHUH, TI0 KOTOPBIM PACCEKPEUEHBI HE BCE
eIMHUIIBI XpaHeHus, B rpade "[Ipumedanus” npoTHB 3aroJOBKOB PACCEKPEUCHHBIX
€MHUIL XpaHEeHUs npocTasiseTcs mramn "Paccekpeueno". B cioyuae, korna
pacceKkpevyeHHbIC SAMHUIIBI XPAHCHUSI BKIIOYEHBI B OMUCh OTKPBITOTO XpaHeHus (3a
JUTEPHBIMUA HOMEPAMHU WJIM B BAJIOBOM MOCIJIEIOBATEIHHOCTH ), TO B CEKPETHOM OMUCH
B rpade "[Ipumedanus” yka3pIBaeTCsl KX HOBBIH HOMED.

[Tocne paccekpeunBaHus K OMKUCSAM OTKPBITOTO U CEKPETHOTO XPAHEHUS
COCTABJISIFOTCSI HOBBIE UTOTOBBIE 3aMmich 00 00beMax (DaKTUIECKU YUYTECHHBIX B HUX
€JIMHUL XPAHCHHUS.

[Ipy BpeMEHHOM COBMECTHOM XPAaHCHUHN CEKPETHBIX U PACCEKPECUCHHBIX JOKYMCHTOB
JIOTTYCKAeTCsl UX BPEMEHHBIN YyUeT B OJTHOM OMKCH, KOTOPas SIBJSETCS YaCTUYHO
cekpetHoii ("cu"). B rpade "lIpumedanns" 4acCTHUHO CEKPETHOM ONTUCHU TIPOTHB
3aroJI0BKOB PACCEKPCUCHHBIX SIUHUIl XPAHCHUS MPOCTABIISICTCS IIITaMIT
"Paccekpeueno". K omucu cocraBisieTcst HTOroBast 3anuch, GUKCHpYIoIas ooree
KOJIMYECTBO YUYTCHHBIX B HEW €IMHUI] XPAHECHHUSI, a TAKKE Pa3/IeIbHO CEKPETHBIX U
pacceKpeyCHHBIX.

B mucte onna B rpadax 6-10 oTpakaeTcst BHIOBITUE CEKPETHBIX TOKYMEHTOB U
omucel, a B rpadax 2-5 - HOCTyIIIEHHE JOKYMEHTOB M OMMCEH OTKPBITOIO XpaHEHHUS.
KonndecTBo TOKYMEHTOB, YUTEHHBIX B YaCTUYHO CeKpeTHOM onucu ("'cu"),
yKa3bIBaeTcs uepe3 Ipoob (Bcero, B TOM 4yHciie ceKpeTHbIX) B rpade 11. Ilpu stom
001t 00beM JOKYyMEHTOB B (DOH/I€ OCTAETCS HEM3MEHHBIM.

B cricke donmoB B rpade 1, ecnmu PoHI MOTHOCTHIO pacCeKpeydeH, MHACKC "'cu' win

n..n

c" 3auepKuBaeTcs, a B rpade 5 yka3plBacTCs OCHOBAHUE - HOMEp U JlaTa aKkTa o
paccekpeunBaHuy. Eciii NOTHOCTHIO CeKpeTHBIN (POH]T CTall YaCTUYHO CEKPETHBIM, TO



K HOMepy (onaa ¢ ungexkcoM "c" nodapinsercsa Oyksa "u" ("cu"). AHasoruuHbIE
M3MEHEHHS BHOCSITCSI BO BCE YUETHBIE JJOKYMEHTBI, OTpaxkaromiue HoMep GoHa.

[Ipu paccekpeuynBaHUU OJHOTO UM HECKOJIBKUX IOKYMEHTOB B COCTABE CEKPETHOTO
Jieia, OHO OCTAaeTCs Ha CEKPETHOM XPAHEHUHU M YUUTHIBAETCS KaK YaCTUYHO
cekpetHoe. K apxuBHOMY mmdpy Ha 00JI0KKe J1e1a K MHACKCY "¢" mo0aBsieTcs
OykBa "4". Homepa nucToB paccekpeueHHbIX JOKYMEHTOB MEPEUHCIIAIOTCS B Tpade
"IIpumeuanus" HaIPOTHUB 3ar0J0BKAa YACTUUYHO PACCEKPEUEHHOTO Jela, a TAKKE BO
BHYTpEHHEH onucH Jiena. B uToroBoi 3anucu K OMucH YKa3bIBaeTCsl KOJTMYECTBO
YaCTUYHO PACCEKPEUCHHBIX JIEI.

(DOHI[ " OIMHMCbh, BKIIOYAIOMME YaCTUIHO PACCCKPCUCHHBIC CAMHUIBI XPAHCHH,
YUUTBIBAIOTCA KaK CCKPCTHLIC.

5.5.6. OcoOeHHOCTH y4eTa JOKYMEHTOB JUIHOTO TIPOUCXOKICHUS

5.5.6.1. YyeT nocTyIieHni TOKYMEHTOB JIMYHOTO IMPOUCXO0KICHHSI BEJETCS Ha
OCHOBAaHMHM aKTa MPUEMA HAa XpPAaHEHHUE JJOKYMEHTOB JIMYHOT'O IMPOUCXOKICHUS
(mpunosxxenue N 41) mocne OTHECEHUSI TOKYMEHTOB JINYHOTO TMPOUCXOKICHUS K
coctaBy ApxuBHoro ¢onna Poccuiickoit denepaiuu u onpeaesieHus B 10r0BOPE,
3aKJIFOYEHHOM C COOCTBEHHUKOM JJOKYMEHTOB, YCIIOBHM UX XpaHEHUS U
ucrnoJyib3oBaHus. K akTy mpuiaraetcsi ciaTo4Hasi OIUch JOKYMEHTOB, COCTABJICHHAS
COOCTBEHHUKOM JIOKYMEHTOB WJIM PAOOTHUKOM apXHBa MO COTIACOBAHUIO C
cooctBeHHHKOM U yTBepkaeHHas JIIK. [Tpu aToM B caaTouHol onucu oTMevaercs
HaJIM4YK€ YHUKAIBHBIX U 0CO00 LIEHHBIX IOKYMEHTOB.

Yuer JAOKYMCHTOB JIMYHOI'O IPOUCXOKACHHUA ITPU MOCTYIVICHUHW HA BPECMCHHOC, B TOM

YUCIIC JCTIO3UTAPHOC XPAHCHUC, OCYIICCTBIIACTCS B YCTAHOBJICHHOM ITOPAIKE (CM. II.
5.5.9).

5.5.6.2. I3MeHeHus1 KOJIMYECTBA U COCTaBa JOKYMEHTOB JIUYHOIO MPOUCXOKJICHUS B
pe3yibTaTe UX ONMKUCAHUS JOKYMEHTUPYIOTCS aKTOM OMUCAHUS JOKYMEHTOB
(mpunoxxenue N 46), Ha OCHOBAaHUU KOTOPOTO BHOCSITCSI K3BMEHEHHUS B YUCTHBIC
JIOKYMEHTHI. Ha TOKyMEHTBI, HE MOJIEKAIINE XPAHEHUIO, COCTABIISIETCS aKT BO3BpaTa
JIOKYMEHTOB COOCTBEHHUKY (Tipmiioxkenue N 43) B IByX dK3eMIUIsIpax, OAUH U3
KOTOPBIX BMECTE C JOKyMEHTaMU TepeIaeTCsi COOCTBEHHHUKY.

5.5.6.3. He nomyckaeTcsi XpaHEHUE B apXUBE HEYUYTEHHBIX JIOKYMEHTOB JINYHOT O
IPOUCXOKICHUS.

ITpumeuanue: B HCKITIOUNTENBHBIX CIIy4asX B apXUBaX, BEAYLIUX B OOIbIINX
o0beMax paboTy ¢ AepKaTeISIMHU JIMYHBIX (DOHAOB, TOMYCKAETCsl 3aITUCh JOKYMEHTOB
JUYHOIO MPOMUCXO0XKIeHUs 10 yTBepxkaeHus DIIK caaTouHoil onncy B KHUre ydera
JIOKYMEHTOB JINYHOTO MPOUCXOXKICHHMSI, BEAYLIEICS B CTPYKTYPHOM ITOAPA3/IEICHUH,
OCYLIECTBJISIONIEM KOMIUICKTOBAaHUE apXUBA.

5.5.7. OcobeHHOCTH yueTa JOKYMEHTOB 0 JIMYHOMY COCTaBY



Yuyer JAOKYMCHTOB II0 IMYHOMY COCTaBy, IOCTYIIMBIIUX B apXHB, 3a UCKIIIOUCHHUCM
JAOKYMCHTOB, IIPUHATBIX HAa BPCMCHHOC, B TOM YHCJIC ACTIO3UTAPHOC XPAHCHUC,
OCYHICCTBILACTCSA HaA O6HII/IX OCHOBAaHMAX.

Jliia onpeieNieHust KOJIMYEeCTBA XPaHAUINXCs B OOIIEM apXUBe JOKYMEHTOB I10
JUYHOMY COCTaBY MPOBOJUTCS LieJieBasi paboTa Mo UX MOACYETY Ha OCHOBAHUU
JAUCTOB (POHJIOB, PU HEOOXOAUMOCTH - ONUCEH Jien ¢ (uKcanuen pe3yabTaToB 1o
KaXI0My (OHIY U CyMMapHO 10 apXUBY B KHHUI'E yYeTa JOKYMEHTOB 10 JINYHOMY
cocTaBy (IIPOU3BOJILHOMN (OPMBI).

VY4er JOKyMEHTOB 110 TMYHOMY cOCTaBy B (hoHnax opranos u opranuzanmii KIICC u

BJIKCM MOXkeT 0CyIIECTBIATHCS MOMYTHO MPY MPOBEACHUH MPOBEPKHU HAITHYHS JIEI,

BBIBEPKH YUYETHBIX JOKYMEHTOB, APYTUX BUJIOB paboT. B xoae aTx padot

MOJICYUTHIBAETCS OOBEM JEII IO IMYHOMY COCTaBY, BKIIFOUEHHBIX B OIUCH JEJ

MTOCTOSTHHOTO XPAHEHUs, U B UTOIOBOM 3aIMCH K OITMCH YKa3bIBAETCSA UX KOJIUYECTBO
"B TOM YHCJIE ... IS TI0 INYHOMY COCTaBy").

[To Mepe n3MeHeHnss 00BEMOB e TI0 IMYHOMY COCTaBY, BKITIOUAs IIPOBEICHUE
AKCIIEPTU3bI UX HEHHOCTH MOCJIE UCTEUECHUS 75-JIETHETO CPOKA XPAHEHUS JJISl UX
OTHECEHHUS B YCTAHOBJICHHOM TOPSJIKE K cocTaBy ApxuBHOTo (oHma Poccuiickoi
denepannu, B y4€THbIE JOKYMEHTBI BHOCATCSI COOTBETCTBYIOIINE U3MEHCHUS.

JIOKyMEHTBHI 110 JINIHOMY COCTaBY, IPUHSATHIC HA BPEMEHHOE, B TOM YHCJIE
JIETIO3UTAPHOE, XPAHEHUE, YUUTHIBAIOTCS B YCTAHOBJIICHHOM MOpsiaKe (cM. 1. 5.5.9).

5.5.8. Yuer nen, uMermux B 0pOpMIIEHUHU WIN B IPUIIOKEHUU K HUM JParoleHHbIE
METaJUTbl ¥ KaMHU

5.5.8.1. ApxuBbI, XpaHsIIKE Jeia, UMEIoINe B 0()OPMIICHUN WIH B IPUITIOKEHUU K
HUM JIparolieHHbIE€ METAJUIbI U KAMHU, B COOTBETCTBHH C JIEUCTBYIOIIUM
3aKOHOJATEIbCTBOM 00sI3aHbI BCTaTh HAa CHELMAJIbHBIN YUET B TOCYAAPCTBEHHBIX
MHCTICKIUAX MPOOUpHOTO Haa30pa MunucrepcTBa GpunancoB Poccuiickoit
denepannu.

5.5.8.2. B apxuBe y4eT yKa3aHHBIX JIeJl OCYIIECTBIISIET MAaTEPUATBHO - OTBETCTBEHHOE
JIMLO, C KOTOPBIM PYKOBOJCTBO apXHBa 3aKJI0YAET JOTOBOP O MATEPUAIIBHOU
OTBETCTBEHHOCTH 332 COXPAHHOCTh U yUET JIeJ, UMEIOIITUX B O)OPMIICHUU WU B
MPUJIOKEHUH K HUM JIParolieHHbIE METAJIbl U KAMHHU.

5.5.8.3. Yka3aHHbI€ Jiena IepelatoTCsl MaTepruaibHO-OTBETCTBEHHOMY JIMIlY Ha
ceioBoe XxpaHeHHE, O YEM JICIaeTCsl COOTBETCTBYoMAs oTMeTKa ("'cetihoBoe
XpaHeHue") B OMUCH, U BKIIIOUAIOTCS B CHEIMAIbHYIO HHBEHTAPHYIO KHUTY y4eTa JIed,
UMEIOMUX B OPOPMIICHUH WM B IPUWIOKEHUU K HUM JParolieHHbIe METaJUIbl M KaMHU
(mpuno>xxenue 32). MIuBeHTapHas KHUATA COCTABIISAETCS U BEJETCS B 3-X DK3EMIUIIpax.



[IepBblii SK3EMILIIP XPAHUTCS B IMOPA3ICICHUN, OCYIIECTBISIOIIEM
LEHTPAJIM30BaHHbBIN (B paMKax apXuBa) y4eT JTOKYMEHTOB, BTOPOIl - y MaTepUalbHO-
OTBETCTBEHHOTO JIUIIA, TPETUH - B OyXTaJITEpUn apXuBa.

Jlena BHOCSITCS B MHBEHTAPHYIO KHUTY TI0 TIOPSAIKY HOMEPOB (DOHJIOB M OTHMCEH, a
BHYTPH KaX/I0M OIUCH - TI0 MOPSIKY HOMEpOB jeil. Ha Oupke, MpUKperisieMoi K
00JI0KKE Ka)x0T0 jaeina (mpeaMeTa), yKa3blBaeTCs HOMep, 32 KOTOPHIM OHH YUTEHBI B
WHBEHTapHOU KHKre. HoMep mpocrasisercs yepes apo0b ¢ apXUBHBIM MTHU(PPOM
(manpumep, uaB. N 1 / TAPD®, ¢. 572, om. 1, o. 17).

K nHBeHTapHOI1 KHUre COCTaBISIETCSI UTOTOBAs 3aIMCh, B KOTOPOH LuppamMu u
MPOIHUCHIO YKA3bIBAETCS KOJIMUECTBO JeJl (IIPEeIMETOB), BHECEHHBIX B KHUTY, J1aTa
COCTaBJICHHSI UTOTOBOM 3aIKCH, TOJDKHOCTh U (paMIIIUsl MaTepUuaIbHO-
OTBETCTBEHHOTO JIUILIA.

JIuCThl MHBEHTAPHOU KHUTH JI0 Hayaja 3all0JIHEHUS JOJKHBI ObITh IPOHYMEPOBAHBI,
IIPOLIHYPOBAHbI U CKPEIUICHBI IEYaThI0 aPXUBA.

Ha O60pOT€ MMOCJICAHETO JUCTAa KHUTHU ACIACTCA 3aBCPUTCIIbHAA HAAIINCH O
KOJIMYCCTBEC JIMCTOB, KOTOPAsA 3aBCPACTCA NOANMNUCAMU AUPEKTOPA apXHBa, I''TABHOTO
XPaHUTCIIA U CKPCIUIACTCS IICYAaThbIO apXUBaA.

5.5.8.4. ExeroiHo crienaibHOM KOMUCCUEH, CO3/1aBaeMOM ITPUKA30M JUPEKTOpa
apXHBa, IPOBOINTCS HHBEHTAPU3AIIUSA JISJI, UMEIOIINX B O(POPMIICHUN WUJTH B
MIPUJIOKEHUM K HUM JIparolieHHble METaUIbl U KaMHU. ITHBeHTapu3aius npoBOAUTCS
TAKXK€ B CJIy4ae CMEHbI MAaTEPUAILHO - OTBETCTBEHHOTO JIUIIA, IUPEKTOPA APXHUBA,
TJIaBHOTO XpaHUTeNs. Pe3ynpTaTel HHBEHTapU3aIui 0(pOPMITSIIOTCS aKTOM,
COCTAaBJISIEMBIM B TPEX IK3EMIUISIpaxX, OJMH U3 KOTOPBIX HAMPABIIACTCS B
BBIIIECTOSINMIA OpPraH yIPaBJICHUS APXUBHBIM JICTIOM.

5.5.9. YVuer JOKYMCHTOB, ITPUHATBIX HAa BPCMCHHOC, B TOM YHUCJIC ACIIO3UTAPHOC
XpaHCHHUC

5.5.9.1. JIokyMEHTBI, OTHECEHHBIE B YCTAHOBJIEHHOM IHOPSIJIKE K COCTaBY
HErocyAapcTBeHHOU yactu ApxuBHOTO ¢oHma Poccuiickoii Deaepannu v MpUHITHIC
Ha BPEMEHHOE, B TOM YHCJIE JENO3UTAPHOE XPAHEHUE HA OCHOBAHUM aKTa MpHeMa-
nepenayvn JOKyMEHTOB Ha XpaHeHue (npuiokerre N 40), yuuThIBalOTCS B OCHOBHBIX
YUETHBIX JIOKYMEHTaX apXHBa ¢ COOIIOACHHUEM CIEIYIOIINX 0COOEHHOCTEH.

[Ipu ydere noCTyIIEeHNH TOKYMEHTOB

- B KHHUT€ y4eTa MMOCTYIUIEHUH TOKyMeHTOB (TipuioxeHus N 26, 26a) yka3bIBaeTcs
COOCTBEHHHK JTOKYMEHTOB (Tpada 3), Homep U JaTa akTa npuemMa-nepeaadu (rpada
4), nata noAnMcaHus COTJIAIIEHUS O Mepeiade U CPOK AEHCTBUS COTVIALIEHHUS,

Hanpumep, 10 2025 roxa uiam "aeno3uT" - KOr/Aa He yKa3aH CpoK XpaHeHus (rpadsl
10, 11);



- IpY BKJIIOUeHUH (poHa B ciucok ¢poHnoB (mpunioxkerre N 27) kK ero Homepy
noOasnserca unaekce """ ("eno3ut"), KOTOpBI cOXpaHseTCs 32 HUM BO BCEX
YUETHBIX JIOKYMEHTaxX U apXUBHBIX mudpax aeir; B rpade "[Ipumeuanusa” cnmcka
(OHIIOB TaK)Ke YKA3bIBAIOTCS COOCTBEHHHK JIOKYMEHTOB, J1aTa MOAMKUCAHUS U CPOK
JIEUCTBHUSI COTJIALLIEHUSA.

KonundectBo poHI0B, HAXOAAIIUXCS HA BPEMEHHOM, B TOM YHKCJIE JIETIO3UTAPHOM
XPAaHEHUH, U JOKYMEHTOB, IPUHATHIX HA IENIO3UTAPHOE XPAHEHHUE B TEUEHUE TO/1A,
YKa3bIBAETCs OTAEIBHON CTPOKOM B UTOTOBBIX 3aMUCSX B CIIUCKE (POHJIOB, KHUTE
y4era IOCTYIUIEHUM JTOKYMEHTOB.

Cornamienue, 3aKII0Y€HHOE ¢ COOCTBEHHUKOM JJOKYMEHTOB, BKIIIOYAETCS B JIEJIO
donma.

[Tpu BeIOBITHH TOKYMEHTOB ()OH/IA, B CBSI3U C HCTEUCHHUEM CPOKA €r0 XpaHEHHS B
COOTBETCTBHH C COTJIALIICHHEM, €r0 HOMEP HEe MOXKET ObITh MPUCBOEH APYTOMY

dboumy.

HaxonuBiivecs Ha BpeMEHHOM, B TOM YHUCJIE JENO3UTAPHOM XpaHEHUU (DOHIBI U
JIOKYMEHTBI, HAa 3aKOHHOM OCHOBAHMH TEPEIICAIINE B TOCYAAPCTBEHHYIO
COOCTBEHHOCTD, YYUTHIBAIOTCSI B OCHOBHBIX YYETHBIX JJOKYMEHTaX HapaBHE C
OCTAJIbHBIMU JOKYMEHTAMH apXuBa. B yueTHBIX JOKYMEHTAX U apXUBHBIX MUppax
nen unaekc "J1" 3auepkuBaercs, B rpady "[lpumedanus" crimcka GoOHI0B BHOCSITCS
COOTBETCTBYIOLLIME CBEJCHUSI.

5.5.9.2. JlokyM€eHTbI, HE OTHECEHHBIE B YCTAHOBJIEHHOM MOPAJIKE K COCTaBY
ApxusHoro ¢onna Poccuiickoit @enepanivu, BKItoYas JOKYMEHTBI IO TUIYHOMY
COCTaBY, IPUHSATHIC B apXUB HA BPEMEHHOE, B TOM YHCJIE JEMO3UTAPHOE XPAHECHUE
MIpU HAJTMYMHU CBOOOIHBIX TUIOIIAJICH U pa3MellaeMble B U30JUPOBAHHOM

XpaHUJIUIIE, YIUTHIBAIOTCS OTICIBHO OT TOKyMEHTOB ApxuBHOTO (hoHIa Poccuiickoit
®enepanuu. J{ns ux ydeTa BeAyTCs OTACTBHBIN CIMCOK (POHIOB XPAaHUIIHINA, KHUTA
y4eTa NOCTYIUICHUM IOKYMEHTOB B XpaHWIHIIIE, & TAK)KE JINCTHI (DOHJIOB U JPYTHe
YYETHBIE TOKYMEHTBI, HyMepaiusi JOHJAO0B B KOTOPHIX MPOBOJUTCSI CAMOCTOSITEIBHO B
paMKax XpaHWJIUIIA.

5.5.9.3. KonnuecTBO JOKYMEHTOB, HAXOSAIIUXCS HA BPEMEHHOM, B TOM YHUCJIC
JIETIO3UTAPHOM XpaHEHUHU, YYUTHIBAETCS B macnopte apxusa (nmpuioxkenue N 1).

5.5.10. Yyer konuii TOKYMEHTOB Ha MpaBax MOJIMHHUKOB

[Ton xonmusAMHU JOKYMEHTOB Ha IIpaBax MOJIMHHUKOB IOHUMAIOTCSI OTHECEHHBIE B
YCTaHOBJICHHOM TNOpsJKe K cocTaBy ApxuBHoro (onaa Poccuiickoit deneparum:

- MUKPO(UIBMBI TOKYMEHTOB, U3TOTOBJICHHBIE U O(DOPMIICHHBIE
¢donnoobpazoBarenem B coorBercTBuM ¢ [OCT 13.1.101-93;



- KOITMY 3HAYMMBIX JJIs1 OOIIIECTBA M OTHOCAIIUXCS K IPO(PUITIO apXHBa JOKYMEHTOB,
MOJTMHHUKYA KOTOPBIX WX yTPAYeHbBI, UJIM HAXOSITCS B COOCTBEHHOCTH
IOPUINYECKUX WIH (PU3UUECKUX JIUI], B CHJTy Ye€ro He MOTYT IOCTYITUTh Ha
MMOCTOSAHHOE XPAHEHUE;

- KOIIMHU MEPEMEIICHHBIX JOKYMCHTOB, IIOAJTMHHUKH KOTOPBIX BO3BpAIICHBI B CTPAHbI
HX IMIPOUCXOKIACHHUS.

5.5.10.1. Konun 10OKyMEHTOB Ha MpaBax MOJAJIMHHUKOB, U3TOTOBJIECHHBIC B BU/JIC
MUKpohuiIEMOB U opopmiiernsie B cootBercTBun ¢ [[OCT 13.1.101-93,
YUUTBHIBAIOTCS B COCTaBE COOTBETCTBYIONIETO (POHAA MO OTAEIbHOM onucu. [Ipu aTom
B rpade onucu "KonnuecTBo JUCTOB" uepe3 Jpo0b YKa3bIBAETCS TAKKE KOJIMUYECTBO
KaJpOB, OTCHSATBIX C OJIHOTO JIeTIa.

5.5.10.2. 13 xonuii TOKyMEHTOB Ha IpaBax MOJJIMHHUKOB, OTCHSITBIX C MOAJIUHHBIX
JIOKyMEHTOB, KOTOPBIE WJIM YTPAuCHbI, HJIM HAXOJSATCS B COOCTBEHHOCTH
IOPUINYECKUX WA (PU3HYECKUX JINII, B CHUTY Y€ro He MOTYT MOCTYITUTh Ha
MTOCTOSTHHOE XPaHECHHE, a TAKKE KOIMHH MEPEMEIICHHBIX JOKYMEHTOB, ITOTHHHUKH
KOTOPBIX BO3BPAILICHBI B CTPAHbI UX MTPOUCXOXKICHHUS, (DOPMHUPYIOTCS apXUBHBIC
KOJUIEKITUH.

Komnexkuu yunTsiBatoTcs B cricke GoH1oB (nmpusioxkenue N 27) B yCTaHOBIEHHOM
nopske. [Ipu 3ToM 00s13aTeIBHBIM 3JIEMEHTOM HAa3BaHUS aPXUBHOM KOJIICKIIUN
SIBIISIETCS YKa3aHHe Ha 0COOBIN XapakTep JOKYMEHTOB.

5.5.10.3. 13 xonuii JOKyMEHTOB Ha MpaBax MOJIMHHUKOB, H3TOTOBJIEHHBIX
MaITUHOTIMCHBIM WJIH 3JIEKTPOTrpaduIECKUM CIIOCOOOM C TOKYMEHTOB Ha OyMaKHOM
OCHOBE, a TaK)K€ KOIUH ayTMOBU3YaIbHBIXIOKyMEHTOB (POPMUPYIOTCS € TMHUIIBI
XPaHEHUS, EUHULIBI YU€Ta, KOTOPBIE YUYUTHIBAIOTCS B ONUCAX 10 AHAJIOTHH C
IOUIMHHBIMH JIOKYMEHTAMHU Ha COOTBETCTBYIOIIUX HOCUTEIISX.

3a eMHUIly XpaHEHUs KOMUI JOKYMEHTOB Ha IpaBax MOJAJIMHHUKOB, U3TOTOBICHHBIX
B BUJIC MUKPOKOTIUH, MpUHUMAETCS (Pu3ndeckn 000COOIECHHBIN PyJIOH MUKPOPHIbMA
WA KOMIUIEKC MUKPOQHUIIL

Kaxnmast enHUIA XpaHEHUS! YUUTBIBAETCS B OIIMCH 1O CAMOCTOSITENIbHBIM HOMEPOM.
3aroI0BOK €TUHUIIBI XpPAaHEHHSI MUKPOKOTIHIA JOJHDKEH KPaTKO B 00001IeHHOM (hopme
OTpa)XaTh COJICPKAHUE U COCTAB JOKYMEHTOB CKONMMPOBAHHBIX JEd. B UTOroBOM
3aIIMCH K OIIUCH, HAPAAY C KOJIMYECTBOM E€IMHUL XPaHECHUS

MHKPOKOIIHNH, YKa3bIBAETCS CYMMAapHOE KOJIMYECTBO COCTABJISAIOIIMNX UX KAIPOB.

5.5.11. Yuer nuctoB B faenax; GpoTooTneyaTkoB B (hoToaIbOOMAaX; €AUHUL XPAHEHUS B
COCTaBE €IMHUII yUeTa JPYTUX ayAHOBU3YabHBIX TOKyMEHTOB

5.5.11.1. Koan4uecTBO NMCTOB B JIeiax U €AUHUL] XPAHEHUS B COCTABE €IMHULL y4eTa
ayJIMOBH3YyaJIbHBIX IOKYMEHTOB YUYUTHIBAIOTCSA HA OCHOBE MX HyMEpaluu U
bukcupyercs:



- IUCTOB B JIeJlaxX - B TUCTe-3aBepuTene (mpuioxeHus N 6, 6a) 1 B COOTBETCTBYIOIIEH
rpade onucu aen (mpunoxenus N 30, 30a);

- porooTrneuaTkoB B poroanbOOMe - BO BHYTpeHHEH omnucu (hoToans0oma, a TakKe B
cooTBeTCTBYIoMIEeH Tpade onucu GpotoanbrooMoB (pmiokerne N 30r);

- IMHUI] XPaHEHUS IPYTUX ayINOBU3YaAbHBIX JOKYMEHTOB - B COOTBETCTBYIOLINX
rpadax omucei 3Tux nokyMeHToB (nmpuioxenus N 300, 308, 301, 30e, 30x).

5.5.11.2. [Ins y4era JIMCTOB B JIeJIaX HCIONb3YIOTCS B€ (DOPMBI JIHCTa-3aBEPUTEIIS
(npunoxxenus N 6, 6a). JIuct-3aBepuresns no @opme npunoxeHust N 6 coctaBisieTcs
K KOKJIOMY JIeTy.

[Tpu HanMuuuU B cocTaBe /e BIOKEHUH, IPYTrUX 0COOCHHOCTEH (popMHupoBaHUs
COCTaBJIAETCS JIUCT-3aBepuTeNb 1o Popme npuiioxeHus N 6a.

HpI/I COCTABJICHUH JINCTA-3aBCPUTCIIA HCO6XOI[I/IMO HUMCTb B BUY, YTO:

- €CITU JIeJIO MMEET OOIIYI0 HyMEpaIliio JINCTOB, HO OJ{HA YacTh €ro MPOHyMepoBaHa
PUMCKHMH [E(PPaMH, a ApyTasi - apaOCKUMHU, B JINCTE - 3aBEPUTEIIC YKA3bIBACTCS
00111e€ KOJIMYECTBO JIMCTOB;

- €CJIM OJIHA 4acThb JieJla MPOHYMEPOBaHa I10 JIMCTaM, a Apyras 10 CTPaHNULAM U
HYMEPALNIO HEOOXOJUMO COXPAaHUTh, B JTUCTE-3aBEPUTEIIE YKA3BIBAECTCS Pa3/I€IbHO
KOJIMYECTBO JIMCTOB U CTPaHUL, HarpuMmep, 42 nucra + 5 cTpaHul;

- HaJIMYMe YHCTHIX JINCTOB B JIEJIe OTPAXKAETCS B JINCTE-3aBEPUTENIE TOJIBKO B CiIydae,
€CJIM 3TH JINCTHI MPEJICTABISIOT UHTEPEC Kak 00pazel] mucue0yMaKHOU PO TyKIIUN
OMPEJICTICHHOTO BPEMEHHU; BO BCEX JAPYTUX CIIy4asiX YHUCThIE JIUCThl HE HyMEPYIOTCS U
JAHHBIC 00 MX HAJTMYUU HE OTPAXKAIOTCS B JIUCTE-3aBEPUTEIIC;

- €CJIM Ha OJTHOM JIMCTE UMEETCSI HECKOJIBKO OCOOEHHOCTEN (OpMHUpPOBAHUS JIea, TO B
rpade 2 IMcTa-3aBepUTENs COOTBETCTBEHHO MPOCTABIISCTCS HOMEP 3TOTO JICTa
MIPOTHUB KaX 101 Mo3uinu rpadsl 2; €CIu Ha OJHOM JIMCTE UMEETCSl HECKOJIBKO MapoK
u JIp., TO B rpade 2 B cKOOKax Mociie JIMCTa YKa3bIBACTCs UX KOJHMUECTBO;

- €CJIA B JIeJIe UMEIOTCS BJIIOKEHUS, KOTOPBIE HE HYMEPYIOTCS, TO B JINCTE-3aBEPUTETIC
YKa3bIBaKOTCS HA3BaHUS NPEAMETOB U HOMEPA JIUCTOB, MEXIY KOTOPBIMU OHU
HaXOSATCS;

- BHYTPEHHSIS OIUCH JIe1a HyMEPYETCsl OTACIBHO.

5.5.11.3. IIpu y4uere eqMHULL XpPAaHEHUS B COCTaBE €MHULL YUETA ayTMOBU3YaJIbHbIX
JIOKyMEHTOB:

- €IMHULIBI XpaHEHUS IMAPUIBMOB PACIIOIaraloTcs Mo MOPSIKY HOMEPOB PYJIOHOB;



- €JIMHUIIBI XpaHEHUS! KNHOJOKYMEHTOB PAacloJaratoTcs o 3JeMEHTaM KOMILIEKTa,
BHYTPHU KOTOPOT'O HYMEPYIOTCS 1O MOPSJIKY HOMEPOB YacTel;

- IMHUIIBI XpaHEHUs! (POHOIOKYMEHTOB PACIIONIATalOTCS B MOPSAKE
IIPOU3BOICTBEHHBIX HOMEPOB, @ BHYTPU KOMIUIEKTA B IIOCJIE0BATEIIbHOCTH:

OpUIrruHaJI, KOIINH.

5.6. Yuer CTPaxoBOI'O d)OHI[a n (bOHI[a ITOJBb30BaHU S

5.6.1. O6mue TpeboBaHUS K YUETY CTPAXOBbIX KOMUM U KOMUK (HOHIA MOJIH30BAHUS

5.6.1.1. O6wveMm cTpaxoBoro GoHIa U3MEPSETCS B €IMHUIIAX YUeTa ¥ CIUHUIIAX
XpaHEHUs, a TAKXKE B:

- KaJpax - JUIsl KoUK TOKYMEHTOB Ha OyMa)KHOM OCHOBE U (DOTOJOKYMEHTOB;
- METpax - JUIsl KOUH KUHOTOKYMEHTOB;

- BpEMEHU 3BYYaHUS - I KOTui (H)OHOJOKYMEHTOB;

- B MeradaiTax - JiyIsl KO MallTMHOYUTACMBIX (DJIEKTPOHHBIX) JOKYMEHTOB.

[Ipu 5TOM OTIIETBHO YUUTHIBAIOTCS CTPAXOBBIE KOMMUM U KOMUU (DOHAA TMOTH30BAHNUSA,
OTCHSITBIE C JOKYMEHTOB Ha OyMa)KHOU OCHOBE (pa3/IeNbHO HAa PYJIOHHOM IJICHKE U
MUKpo(dHIIax); KHHOJAOKYMEHTOB; (POTOAOKYMEHTOB; (POHOIOKYMEHTOB;
BUIC0O(OHOTPAMM; MAIIIMHOYUTAEMBIX (3JIEKTPOHHBIX) IOKYMEHTOB.

5.6.1.2. Yuer BefeTCs 0 KHUTaM y4deTa MOCTYIICHUH cTpaxoBoro Gouaa u ¢poHaa
nosib3oBaHus (mpusoxkenus N 36, 36a) u onucam ctpaxoBoro Gouga (mpunoxenus N
37,37a). YueT NoCTyIUIEHUS U BBIOBITHS CTPAXOBbIX KOMHI OCYIIECTBISETCS Ha
OCHOBaHHH 3aKa30B HA U3TOTOBJICHUE CTPAXOBBIX KOMHM 1 Komuii poHIa
MOJIb30BAHUS, aKTOB TIpUEMa-Tiepeaun CTPaXOBhIX KOMH Ha CIIEIMaIbHOE XPaHCHHE
(npunoxxenue N 25) u npyrux aktoB. K kHUram y4yera NOCTYIUIEHUM €KEroTHO
COCTABJIAETCS 3aIIUCh O KOJMYECTBE MOCTYNHUBIINX B TEUEHUE IO1a CTPAXOBBIX KOMHIA.

Onucu CTPaxoBOIo (I)OHI[a COCTaBJISIOTCS B 3-X OK3CMINIAApaAx.

[IepBbie 2K3eMILIAPBI IEPENAOTCS BMECTE CO CTPAXOBBIMU KOIIUSMHU B CIIELUATIBHOE
XPaHWJIMILE, BTOPBIE U TPETbU OCTAIOTCS B apXUBE.

[To Mepe KOMPOBaHUS JOKYMEHTOB U TIEpeIaur CTPAXOBBIX KOMHUH B CIICIIUATBHOE
XPaHUJIUIIE K OIHUCSM CTPAXOBOT0 (POHA COCTABIISIOTCS HOBBIC HTOTOBBIC 3aITMCH B
YCTaHOBJICHHOM TOpsiAKe (cM. 1. 5.4.2.6).

5.6.1.3. B onucsx B rpade "IIpumedanns" HampoTUB 3aroj0BKa CKOMTUPOBAHHOM
€IMHMIIBI XPAaHEHNUs, EUHUIIBI yueTa rpocTtasisgercs wramn "CO". Ecnu
CKOIMPOBAHbI BCE JI€J1a, JOKYMEHTBI, BKJIIOUEHHBIE B OIIUCH, LITaMII

"CO" npocTaBiseTcs TOIbKO Ha TUTYJIBHOM JIMCTE U 00JIOKKE OMHCH.
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5.6.2. Yder ctpaxoBoro ¢hoHaa u GoH/a MOJIb30BaHMS JOKYMEHTOB Ha OyMaXHOM
OCHOBE, H3TOTOBJICHHOTO Ha PYJIOHHOH TUICHKE

5.6.2.1. 3a equHUITY y4ueTa U €UHUITY XpaHEHHUS CTPaxoBoro ¢GoHAa TOKYMEHTOB Ha
OyMa)KHOU OCHOBE Ha PYJIOHHOH TUICHKE MpUHUMAaETCS (pr3ndecku 060COoOIECHHBIHN
PYJIOH MUKpO(HIbMA.

B kHury ydera moctyrieHui ctpaxoBoro GoHaa u GoHa MOJIb30BaHUS JOKYMEHTOB
Ha OyMa)KHOI OCHOBE, U3TOTOBJIEHHOTO HA PYJIOHHOM yieHke (nmpuioxkenue N 36), B
BaJIOBOM TMOPSAKE (BHE 3aBUCUMOCTH OT (POHIOBOM MPUHAIC)KHOCTH TOKYMEHTORB)
Ha OCHOBAaHMHM 3aKa3a Ha M3TOTOBJICHUE CTPaXOBBIX KOIHA 3aHOCUTCS

KaKIasi eAMHUIA XpaHeHUs cTpaxoBoro ¢ouaa. [lo kaure ydera nmocryrienui (rpada
1) equHUIIAM XpaHEHUs CTPaxoBOTO (OH/IA MPUCBAUBAIOTCS YUETHBIE HOMEPA,
KOTOpBIE SIBIISIIOTCSI COCTABHOM YaCThIO UX apXUBHBIX MHU(POB.

5.6.2.2. Ha Bce cTpaxoBbl€ KOIIMU BHE 3aBUCUMOCTH OT (POHI0BOI MPUHA/JIEKHOCTU
COCTaBJISIETCS OMHUCH CTPaxoBoro (ouaa (mpunoxenue N 37), Hymepanus e11HULL
XPaHEHUsI CTPAXOBOro (POHA B KOTOPOM COOTBETCTBYET YUETHBIM HOMEPAM,
IPUCBOCHHBIM UM [0 KHUT'€ y4eTa MOCTYIICHUH.

5.6.2.3. ApXuBHBIM MHU(DPOM SIMHHIIBI XPAHEHHUS CTPAXOBOTO (OH/IA SBIIICTCS
Ha3BaHHUE apXWBa, HOMEP OIKCH CTPAaXxOBOro (poHIa, HOMEp ydeTa ¢IHHHIIBI XPaHCHUS
cTpaxoBoro ¢oHaa ¢ fo6aBneHneM uHaekca "CO".

5.6.3. Yder ctpaxoBoro ¢hoHaa 1 HoH/a MOIH30BaHMUS JOKYMEHTOB Ha OyMaKHOM
OCHOBE, U3TOTOBJICHHOTO Ha MUKPOQHIIIax

5.6.3.1. 3a eaunuIly ydera CTpaxoBOro ¢GoHAa JOKyMEHTOB Ha OyMa)KHOW OCHOBE Ha
MUKpO(]HIIIAX MPUHUMAETCS OJTHA WIIM HECKOJIBKO MUKPO(UII, OTCHATHIX C OJJHOTO
JieJia ¥ TIOMENICHHBIX B OJIMH KOHBEPT, 3a CAMHUILY XPaHCHUS - MUKpPO(UIIIA.

[To kHUTE y4yeTa MOCTYyIIEHNUH CTpaxoBoro ¢oHaa U GoHAa MOIH30BaHUS JOKYMEHTOB
Ha OyMa)kKHOI OCHOBE, U3rOTOBJICHHOTO Ha MuKpodumax (mpunoxenue N 36a),
KaKJIOMY ITOCTYTUICHUIO ITPUCBAUBAETCS MOPAIKOBBIM HOMeEp. KonmuecTBeHHbIE
MOKAa3aTeNIl BHOCSTCS C y4eTOM (POHIOBOM MPUHAICKHOCTH OTCHATHIX KOMUHN TIO
KaXXI0My (POHIY U OIUCH OTACIBHO.

5.6.3.2. Onucu crpaxoBoro (onaa Ha Mukpoduiax (nmpunoxenue N 37a)
COCTAaBJISIFOTCSL Pa3/IeJIbHO HA CTPAaXOBBIE KOMUU KaKJI0TO (POHAA, OHY WU
HECKOJIBKO €T0 OIUCEM.

YdeTHBIM HOMEPOM €AMHUIIBI YdeTa CTpaxoBoro GoHIa U GOHIA MOTB30BAHUS
JOKYMEHTOB Ha OyMa)KHOW OCHOBE, U3TOTOBJICHHOTO HA MUKPO(HIIIAX, SIBIISIETCS
YUYETHBII HOMEp OTCHATOTO JeJ1a, apXUBHBIM IHU(POM - COOTBETCTBEHHO apXHUBHBIN
mudp oTCHATOrO Nena ¢ godasneHueM unjaekca "CO" - s crpaxosoro gonaa u "I1"
("IMozutus"), "" (Auazokomnus) - 11t GoHIA TTOJTH30BAHUS.



5.6.4. OcobeHHOCTH yueTa CTpaxoBoro Gpoua u GoHAa MOIb30BaAHUS
ayTMOBH3YyaJIbHBIX IOKYMEHTOB

5.6.4.1. Eqununel y4eTta U €UHUIBI XpaHEHHs CTpaxoBoro GoHaa u poHaa
N0JIb30BaHUS ay/IMOBU3YaJbHBIX JOKYMEHTOB UACHTUYHbI €IMHUIIAM YUYeTa U
€MHULIAM XPaHEHUS ayIMOBU3YaIbHBIX JOKYMEHTOB.

CTtpaxoBble KO KMHO- U (DOTOJJOKYMEHTOB YUHTHIBAIOTCSI HE3aBUCUMO OT BHJIA
KMHO- M (JOTOJJOKYMEHTOB B KHUT'aX yueTa MOCTYIUICHUI U OMUCAX CTPaxoBOro GpoHaa
U (OHJIA MOIH30BAHUSL.

5.6.4.2. CtpaxoBbie Komuu (POHOJOKYMEHTOB HA MAarHUTHOM JICHTE U
IpPaMOPUTHHAJIOB U3-3a UX 000COOJEHHOTO XPAaHEHHSI YUUTHIBAIOTCS B Pa3HBIX KHUTaX
ydeTa MOCTYIUICHUH! U onucsx 1.

5.6.4.3. B UTOroBBIX 3aMMCAX KHUT y4€Ta MOCTYIUICHUM U OMTUCEH CTpaxoBoro poHa
1 (oH/IA MOTH30BaHUA KUHO(DOTOTOKYMEHTOB U (POHOJJOKYMEHTOB Ha METAJUTMUECKUX
JUCKAX JOMOJHUTEIbHO MOKET YKa3bIBaThCs KOJUYECTBO €IUHUL XPAHEHUS
COOTBETCTBEHHO MTPOMEKYTOUHBIX MTO3UTUBOB U KOHTPATHUIIOB; IIO3UTUBOB U TyOb -
HeratuBoB; HeueTHbIX (I) u yetHbIx (II) rpamopuruHanos.

B BTOroBBIX 3alHCSIX K OMHUCSAM CTPaXOBBIX KOMUA KHHO()OTOHOHOTOKYMEHTOB
YKa3bIBa€TCsl TAKXKe X 00bEM B METpax, KaJpax, yacax 3By4aHUs.

Howmep enunuisl yuera ctpaxoBoro Gponaa KHHOGOTO(HOHOJOKYMEHTOB MEPEHOCUTCS
B ONHCHh U3 KHUTY y4eTa MOCTYIUICHUI. APXUBHBIM MIU(PPOM €AUHUIIBI yUeTa

cTpaxoBoro ¢hoHaa KHHO(POTOHOHOJOKYMEHTA SBIISICTCSI HA3BAaHUE apXHUBa, HOMEP
€MHMIIBI yueTa CTpaxoBoro ¢ouaa ¢ fobasieHuem unaekca "Co".

5.6.5. Yuert konuii JOKYMEHTOB, CO3/IaHHBIX B TPOIlecce HAyYHO-UH(OPMAIIMOHHOHN U
WHOM JeSITENFHOCTH apXUBa M BKIIOYEHHBIX B (DOH]T IOJIB30BaHUS

5.6.5.1. Yyer xonuii TOKYMEHTOB BEAETCS B KHUI'E€ y4eTa KO JOKYMEHTOB,
COCTaB PEKBU3UTOB KOTOPOM 3aBUCHUT OT CIIOCO0A M3TOTOBIICHUS KOMUH.

[Ipu 3HAYUTENBHBIX 00bEMaxX KOMUMN, N3TOTOBJIEHHBIX PA3HBIM CIIOCOOOM, BEIYTCS
pa3IMYHbIC KHUTH yYeTa KOIHIA:

- Ha MUKpO(UIbMax U MUKpO(pHUILIaX;
- porokonui;

- Ha LIMPOKOIJIEHOYHBIX HETaTUBAX, U3TOTOBJICHHBIX MPU ChEMKE IpaPUUeCcKuX
MaTepHalioB;

- Ha OyMa)KHOM OCHOBE.



3a eAMHUILY XpaHEeHHs KOMUNA TJOKYMEHTOB B 3aBUCUMOCTH OT CTII0CO0a UX
M3TOTOBIICHUS] TPUHUMAETCS:

- puznyecku 060COOIECHHBIN PYJIOH MUKPOPHIbMA, KOMIUIEKC MUKPO(MHUIL, OTCHITHIX
C OJIHOTO WJIM HECKOJIbKUX /e,

- OJUH NI HECKOJIBKO (1)OTO,Z[OKYM€HTOB OIIPCACIICHHOI'O BHU A,

- KOMIUIEKC JINCTOB KOMUM JIOKyMEHTOB, N3TOTOBJICHHBIX MAITMHOIMCHBIM WITH
IEKTpOrpauuecKuM CrocoooM.

HYMepaHI/ISI CANMHUI XPaHCHUA OCYIICCTBIIACTCSA IO KHUI'C YUCTa KOITHM JOKYMCHTOB.

5.6.5.2. OMHOBPEMEHHO C y4e€TOM KOINUI B KHUTAX y4eTa Ha HUX COCTaBIIIOTCS
YYETHO-CTIIPABOYHBIC KAPTOYKH, HJIM COOTBETCTBYIOIIas nH(popMamms BBoguTcs B b1,
VYyeTHO-CripaBOYHbIE KAPTOUKHU COCTABJISIIOTCS OTJIEIBHO HA KKAYIO CIUHUILY
XpaHEHUs1, EAUHUILY yUeTa, MPYU HEOOXOIUMOCTH - Ha KXl TOKYMEHT U
(bOpMUPYIOTCS B KAPTOTEKH (IT0 CITOCO0Y M3TOTOBJICHUS KoK ). BHYTpH Ka)x 101 u3
KapTOTEK KapTOYKH PACIIOJIaratoTCs B IMOPSIKE BO3pACTaHUS HOMEPOB (POHJIOB,
ONUCEH, EIMHUILl XpaHEHUs, IMHUILL YYEeTa, JIUCTOB.

OTMmeTKa 0 HATMYUK KOMTUI (POH/A MOIb30BaHUS MIPOCTaBIsIeTcs B rpade
"[Ipumedanus” onucH HAPOTHUB 3ar0JIOBKA COOTBETCTBYIOIICH €IMHUIIBI XPAHEHHUS,
€AUHULBI yUeTa.

5.7. Ydetr My3eHHBIX IIPEIAMETOB U OMOTMOTEYHBIX (hOHIOB

5.7.1. Yuer My3eiHBIX IPEAMETOB

VYyeT My3eiHBIX IPEIMETOB, SBISIOMINXCS BIOKEHHUEM B JIeNa, BEJICTCS B
YCTaHOBJICHHOM Topsake (cM. 1. 5.5.11.2).

My3eﬁHBIe MpCAMCTDBI, HC SBJIIIOINUCCS BJIIOKCHUAMMU B ACJIA, IPUHATHIC HA XPAHCHUC
B COCTaBC (I)OHIIOB, YUYHUTBIBAKOTCA B COCTABC 3TUX (I)OHIIOB KaK CAMHHUILIBbI XPaHCHUA.
HpI/I SHAYUTCIIbHOM KOJMYCCTBC TaKUX CAWMHUI XPAHCHUA HAa HUX MOXKCT OBITH
COCTaBJICHA OTACJIbHAA OIINCh.

Y4eT My3eHHBIX TIPEeIMETOB, COACPIKAIIUX JIParolieHHbIC METAJIIBl U KAMHH, BEJICTCS
B YCTAHOBJICHHOM TOpsiake (cM. 1. 5.5.8).

Kommnekcbl My3eiHBIX TPEIMETOB, SBISIONIINECS [0 CBOEMY 00bEMY, COCTaBY U
3HAYMMOCTHU MY3€MHBIMH KOJUICKIIUSMHU, YYUTHIBAIOTCS B MOPSIKE, ONPEACICHHOM
MunucrepcTBoM KyinbTypbl Poccuiickoit @eaepanuu.

5.7.2. Yyer 6ubnuoteunsix pounoB u CUD apxusa


http://www.zakonprost.ru/content/base/part/323748

VYyet OubIroTeYHOTrO (CIIPaBOYHO-UH(OPMAIIMOHHOT0) (JOH/Ia apXUBa BEAETCS B
COOTBETCTBHH C MOPSAIKOM, YCTAHOBIICHHOM MHUHUCTEPCTBOM KyJIbTYyphl Poccuiickoi
denepanuu A1 OMOIUOTESYHBIX (POHIOB.

OCHOBHBIMH €IMHUIIAMHU y4€Ta OUOINOTEYHOTO (CIIPaBOYHO-MH(POPMAIIMOHHOTO)
dboHma ISt BCEX BUIOB M3/IaHUN (KPOME Ta3eT) SBISIOTCS SK3EMIUISp U Ha3BaHUE.
OCHOBHOM €IMHUIIEH yUY€Ta ra3eT ABISETCS TOJI0BOM KOMIUIEKT, TOMOJIHUTEIBHOM -
MOJIIIMBKA.

bubnuoteunsiit pona yuuThiBaeTCs CyMMapHO (KOJIMYECTBEHHO) U MHAUBHTYAJIbHO.
Ha ocHoBe cymmapHOTro (KOJIMYECTBEHHOI0) YUeTa yCTaHABIMBAIOTCS COCTaB U 00BEM
O6ubarmoreyHoro (GoHaa, MPOUCIIEIINE B HEM U3MEHEHUS; eMY MOJJIeKaT BCe
U3JaHMs U MaTepUabl, OCTYNAaONUe B (POH]] WU BHIOBIBAIOIINE U3 HETO.

CyMMapHbIid y4eT BEJETCS 10 OCHOBHBIM YYETHBIM JIOKYMEHTAaM - KHUTE€ CYMMApHOIO
ydera ¥ KHUre yueTa OuOIuoTeYHbIX (POHIOB.

Paznien 6. KOMIIJIEKTOBAHUWE APXVMBA 1 DKCITEPTU3A HIEHHOCTU
JIOKYMEHTOB
6.1. KoMIiekToBaHue apXuBa U DKCIEPTHU3a IEHHOCTHU JIOKYMEHTOB

6.1.1. IToustue n IIPaBOBbIC OCHOBLI KOMIIJICKTOBAHH: apXUBa

KoMruiekToBaHue apXuBa - 3TO CUCTEMATHYECKOE MOMOJHEHNE apXUBa JOKYMEHTAMU
ApxuBHoro ¢onaa Poccuiickoit denepannu B COOTBETCTBHHU C €0 MPOQPUIIEM.

KommexkroBanue 4apXHBa BKIIIOYACT:

- OIIPCACIICHHUC HCTOYHUKOB KOMINJICKTOBAHUA apXUBA,

- OIIPCACIICHHUC COCTaBa JOKYMCHTOB, ITOJJIC)KAIIIUX IIPUCMY B APpXHB,
- IpUcM-Iicpcaady J0KyMCHTOB B apXHUB.

[IpaBOBO 1 HOPMATUBHOM OCHOBOW KOMIUIEKTOBAHUS apXHBa SIBJIIFOTCS 3aKOHBI U
uHbIe NpaBoBbie akThl Poccuiickoit denepanmu u cyobekToB Poccuiickoit
denepannu, paClopsAAUTEIIBHBIE U HOPMATUBHBIE TOKYMEHTHI DenepaibHON
apXUBHOM Cityx0bl Poccum, OpraHoB ynpaBlieHUs apXUBHBIM JIEJIOM CYObEKTOB
Poccuiickoit @enepaiinu, B COOTBETCTBUM C KOTOPBIMU OH 00s13aH MPUHSATH, a
COOTBETCTBYIOIINE TOCYAApPCTBEHHBIC OpraHU3alluK 00s13aHbI TIepeaTh B apXUB
ToKyMeHThl ApxuBHoro gonma Poccuiickoit @enepaiivy B yCTaHOBIICHHBIC 3aKOHOM
Y TTOA3aKOHHBIMHU aKTaMH CPOKH U B COOTBETCTBHH C YCTAaHOBJICHHOW MPOLETYPOH.
Ha ocHOBe IelCTBYIOIIETO 3aKOHOAATENBCTBA APXUB KOMIUIEKTYETCS JJOKYMEHTAMU,
nepe1aBaeMbIMU €My HETOCYIapCTBEHHBIMU OPraHU3alUsIMU U (PU3UUECKUMU JIUIIAMU
0€3B0O3ME3AHO WJIM 32 IUIaTy. ApXUB MOXKET 10 CBOE MHUIIMATUBE CO3/1aBaTh
JIOKYMEHTBI, OTPA)KAIOIINE UCTOPUYECKN 3HAUUMBIC SIBJICHUS U MPOLECCHI.

6.1.2. ICTOYHNKYN KOMIUIEKTOBaHUS apXuBa
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6.1.2.1. UcrouHnKkamMu KOMIUIEKTOBAHHSI ApXUBA SIBJISIOTCS OpraHU3aluy U
dbu3nueckue Iuia, B ACSITEIbHOCTH KOTOPBIX 00pa3yroTcs JOKyMEHThl APXUBHOTO
donma Poccuiickoii deaepannu, moaiexaIme nepeaade Ha MOCTOSHHOE XpaHEeHHE B
apXuB B 00513aTE€ILHOM MOPSIKE WIM HA OCHOBAaHUU COTJIAILIEHUS (JOTOBOPA).

denepanpHas apxuBHas ciyk6a Poccuu, opransl ynpaBieHusi apXUBHBIM J1€JI0M
cyobekToB Poccuiickoii deaepannu onpenesstoT KaTeropuu rocy1apCTBEHHbIX
OpraHu3alyi, JOKYMEHTHI KOTOPBIX MOJIEKAT Iepejaue Ha XpaHEHUE B apXHUB.

Oprassl 1 yupexaeHus cuctembl denepanbHoil apXuBHOM city k061 Poccun
COBMECTHO ¢ COOCTBEHHHKAMU OIPENEISIOT apXUBHBIE (DOH]IBI HErOCy1apCTBEHHBIX
opraHu3anuii ¥ (GU3NUECKUX JIUI, KOTOPBIE MOCIIE U3YyUEHHUS X COCTaBa U
COJIEpKaHUSI MOTYT ObITh IPUHSATHI HA XPAHEHUE B apXUB HA OCHOBAHUU COTJIALIICHHUS
(moroBopa).

6.1.2.2. T'ocynapcTBeHHbIE OpraHU3ALMKU OTHOCSTCS K YUCIIy UCTOUHUKOB
KOMIIJIEKTOBAHHUS apXUBa HA OCHOBAHUU CJICTYIOIINX OCHOBHBIX KPUTEPUEB:

- q)YHKHI/IOHaHBHO-HeHeBOFO Ha3HA4YCHUA OpraHU3alnu;

- IOJTHOTHI OTPaXKCHHSI THPOPMALIUU O IEATETLHOCTH OPTaHU3AIUN B ApXUBHBIX
dboHmaxX APYyrux opraHU3aluu.

[Ipy OTHECEHNHU K YHCITYy HCTOYHUKOB KOMIUJICKTOBAaHHS HETOCY1apCTBEHHBIX
OpraHU3alUi YYUTHIBAIOTCS TAKXKE X 0C00ast POJIb CPpeIn APYTHX MOT00HBIX
(OTHOPOIHBIX ) OPTAHU3AIIMI; MACIITA0 ACATEILHOCTH; BUJT OPTaHU3AIINHA (e¢
OpraHM3aIlMOHHO-TIpaBOBas popMma).

Omnpenenenue GU3MUECKUX JHUI], APXUBHBIE POH]IBI KOTOPBIX MOTYT OBITH MPUHATHI HA
XpaHEHUE B apXUB, OCYIIECTBIISIETCSI HA OCHOBAaHUU KPUTEPUEB:

- poJib poHI000pa30BaTeNsd B pa3BUTUH HAYKH, KYJIbTYPbI U IpYyTUX o0nacTen
NEeSATENbHOCTH;

- poJib (poHI000pa3oBaTelNsd B KAUeCTBE YIACTHHKA, OUEBH/IIIA BBIAFOIIMXCS COOBITHI
B JKHU3HHU OOIIECTBA;

- POJICTBEHHBIE, APYKECKUE, TBOPUECKUE CBI3U (OHI000pa3oBaTessi, MECTO PabOTHI,
3aHUMaeMasi JIOJDKHOCTD;

- TUIUYHOCTH APXUBHBIX JOKYMEHTOB JJIsl JAaHHOTO BPEMEHU (JIOKYMEHTHI "psA0BBIX"
rpakaaH);

- COCTaB U COJIep KaHHe COOPaHHbBIX (PUINYECKUM JIUIIOM APXUBHBIX JOKYMEHTOB.

6.1.3. [lopsiiok cOCTaBIIEHUS U BEACHUS CIIMCKOB HCTOYHUKOB KOMIUIEKTOBAHMS
apxuBa



6.1.3.1. KoMmuiekToBaHHE apXyBa OCYUIECTBISIETCS B COOTBETCTBHH CO CIIUCKAMH
IOPUINYECKUX U (PU3NYECKUX JIUL] - ICTOYHUKOB KOMILIEKTOBAHMSI apXUBA.

CnucKH COCTaBIISIIOTCS apXHMBOM Ha OCHOBE Ha3BaHHBIX Kputepues (cMm. m. 6.1.2.2), a
TaK)K€ MPUMEPHBIX U OTPACIIEBBIX (BETOMCTBEHHBIX) CIIUCKOB, YTBEPKIEHHBIX
denepanbHOM apXUBHOM cTy>k001 Poccuu, B TOM 4ncie COBMECTHO C
MHUHHUCTEPCTBAMH U BEOMCTBAMH.

6.1.3.2. ®enepanpHas apxuBHas ciy>x06a Poccuu cormacoBbIBaeT mpuMeEpHbBIC U
OTpacyeBbIC CIIMCKU BUOB OPTaHU3AINi, TOKYMEHTHI KOTOPBIX TOJJIEKAT IPUEMY B
apXUBBHI, a TAK)KE CIIUCKU IOPUAMYECKUX U (PU3UUECKUX JIUI] - ICTOYHHKOB
KOMIUICKTOBAHUS (eepaTbHBIX apXHBOB.

Opransl yripaBiieHUs apXUBHBIM JIeJIoM cyObekToB Poccuiickoi deneparuun
COTJIACOBBIBAIOT CITUCKHU IOPUINYECKUX M (PU3UUCCKUX JIUI] - HCTOYHUKOB
KOMILUIEKTOBAHUS COOTBETCTBYIOIIUX apXUBOB.

6.1.3.3. ApXuB COCTaBIIIE€T U BEJET CIMCOK OpraHU3aluii - ICTOYHUKOB
KoMILIeKTOBaHus (puiioxeHne N 48) U criucok GU3NIEeCKuX JUI] - HCTOYHUKOB
KOMILJIEKTOBAHHUS apXHUBa TOKYMEHTaMU JIMYHOTO TIPoUcxoxaeHus. Crucok
bu3nYeCcKuX JHII - HCTOYHUKOB KOMIUIEKTOBAaHUS JOKYMEHTAMH COCTABIISIETCS 110
NPUHATON B apxuBe ¢opMe, ¢ 00A3aTEIbHBIM yKa3aHHEeM (paMUINi, UMEHHU, OTYECTBA,
azipeca MecTa >KUTEeNbCTBA (PU3UUECKOTO JINLA, FOPUINUYECKOr0 000CHOBAHUS
BO3MOYHOCTH IE€PEAAUN €r0 JOKYMEHTOB B apXUB.

B apxuBe, npuHUMAarONIeM Ha XpaHEHUE PA3JIUYHbIE BUIbI JIOKYMEHTAIIUU, KPOME
00111ero CrucKa OpraHu3alyii - UICTOYHUKOB KOMIUIEKTOBAHUS, BEAYTCS
CaMOCTOSITEJIbHBIE CIMCKU OPTaHU3alK - HCTOYHUKOB KOMIUIEKTOBAHUSI HAYYHO-
TEXHUYECKOUN JTOKYMEHTAIMEN, a TAK)KE CIUCKU OpPTaHU3alldi - HCTOYHUKOB
KOMIUICKTOBaHHUSI ay/IMOBU3yaIbHBIMU JOKyMeHTaMH. B o0l1ieM crircke opraHu3aiiuii
- ICTOYHUKOB KOMIUICKTOBAHUS B COOTBETCTBYIOIICH rpade JenaeTcss OTMETKA O
MIPUEME ATUX BUAOB JOKYMEHTOB. B CIiMCKe HCTOUHMKOB KOMIUJIEKTOBAHHUS
CIIEUAIIM3UPOBAHHOI0 apXUBA JIOKYMEHTOB M0 JIUYHOMY COCTABY JEJIAKOTCS OTMETKHU
00 opraHm3anusaX - ICTOYHUKAX KOMIUJICKTOBAHHS OOIIEro apXuBa.

ApXMB MOKET BECTU TaK)KE€ CIIMCOK BO3MOXHBIX MICTOYHUKOB KOMILJIEKTOBaHHUs. B
HET0 BHOCATCS HETOCYJAapCTBEHHbIE OpraHU3aluy U (PU3HUECKUE JINLA 10
3aKJIFOUEHUS C HUMU COIVIalIEHMs (JOroBOpa) o mepeaye JOKYMEHTOB Ha
IIOCTOSIHHOE XPAHEHUE B apXUB.

CHHMCKH HCTOYHUKOB KOMIUIEKTOBAHHUS apxuBa IMOCJIC COIJIaCOBAHUA C BBIIICCTOAIIUM
OpTraHOM YHPABJICHUA aPpXUBHBIM ACJIOM YTBCPKIAAIOTCA JUPCKTOPOM apXHBa.

6.1.3.4. CocraBiieHHE U BEICHUE CIIMCKOB UCTOYHUKOB KOMIUIEKTOBAHMSI ApXUBa
OCYIIECTBIISIETCS pAOOTHUKAMU apXUBa.



CHpaBKI/I, OKCIICPTHBIC 3aKIIOYCHUS O BKIIFOUCHUH HUIJIN UCKIIOYCHUHN IOPHANYCCKUX U
(I)I/IBI/I‘IGCKI/IX JIUI B YMCJIO0 UK U3 YHCJIda HCTOYHHUKOB KOMIIJICKTOBAHUA apXHUBa, a
TaK¥XK€ O (bopMe ImpueMa Uux J0KyYMCHTOB Ha XpaHCHUC WJIN €€ U3MCHCHHUHN
COCTAaBJIAIOTCS B TPEX DK3CMILIApaxX U MPEACTABIAIOTCA HA paCCMOTPCHUC
BBIIICCTOAIICTO OpraHa YIIPaBJICHUA apXHWBHBIM JCJIOM.

Pemenue o BKItOYeHUH (MCKIIFOUEHUH) OpraHU3alliy B YUCIIO (M3 YKCIia) HCTOYHUKOB
KOMIUIEKTOBAHUS apX1Ba JIOBOJIUTCS /10 CBE/ICHUS €€ PYKOBOJICTBA.

6.1.3.5. YTouHeHHe CIUCKOB UICTOYHUKOB KOMILJIEKTOBAHUS apXHBa MPOBOAMUTCS 110
Mepe HeoOxoauMocTi. OCHOBAHUEM ISl YTOUHEHHSI CIIMCKOB SIBJISIIOTCS PELICHHUS
OPraHOB yIIPABJICHUS apXMBHBIM JIE€JIOM B ClIy4yae nepeaayu OpraHu3aluu B YUCIIO
MCTOYHUKOB KOMIUIEKTOBAHUSA APYroro apXuBa; CO3aHus,

peopraHu3alny, JUKBUAALMN OPTaHU3aliN; OTKa3a HETOCYAapCTBEHHBIX
opraHu3anuii ¥ GU3NYECKUX JUI OT COTPYAHUYECTBA C apXUBOM (PacTOpKEHHE
noroBopa). [lepecMoTp u nepeyTBepKAeHNUE CTUCKOB NCTOYHUKOB KOMIUIEKTOBAHUS
apX#Ba IPOBOJUTCS TOJBKO MPU BHECEHUHU B CIIMCOK ITPUHLUIIHMAIBHBIX U3MEHEHUH,
HO HE PEe’)KEe OJTHOTO pas3a B MATH JIET.

6.1.4. Yuer opranu3anuii - ICTOYHUKOB KOMILIEKTOBAHUS, UMEIOIINX MPABO
JIETIO3UTAPHOTO XPAHEHUS ADXUBHBIX JOKYMEHTOB

["'ocynapcTBEeHHBIE OPraHU3aLMK - HICTOYHUKU KOMIUIEKTOBAHUS apXUBA, UMEIOLINE
IIPaBO JENO3UTAPHOIO XPaHEHUSI TOKYMEHTOB CBEPX YCTaHOBIIEHHOI'O CPOKa,
YUYUTHIBAIOTCS B COOTBETCTBHH C MOPSAJIKOM, YcTaHaBIMBaeMbiM DenepanbHOn
apXUBHOM ciry»)00¥ Poccuu. OTu opranu3anuu BKIIOYAOTCS B CTUCOK IOPUINUECKUX
JIMII - ICTOYHUKOB KOMIUIEKTOBaHUS apXuBa, B rpade "[Ipumeuanne” koToporo
JIETAEeTCs COOTBETCTBYIOMIAs OTMETKA.

HerocynapcTBeHHbIE OpraHu3auy, BpEMEHHO XPAHAIIUE JOKYMEHTBI
rocyaapcTBeHHOM yacTu ApxuBHOTO (hoHAa Poccuiickoii Denepannn, BKIIOYAIOTCS B
CIIMCKH MCTOYHUKOB KOMIUIEKTOBAHUS TEX APXMUBOB, HCTOYHUKAMH KOMIUIEKTOBAHMS
KOTOPBIX SIBISUIMCH UX NPEIIIECTBEHHUKH - TOCYIAPCTBEHHBIE OPraHU3ALNH, C
COOTBETCTBYIOIIMMHU OTMETKaMu B rpade "[Ipumeuanne".

6.1.5. DkcnepTH3a HEHHOCTH JOKYMEHTOB

OTHeceHue TOKyMEHTOB K cocTaBy ApxuBHOTO (hoHma Poccuiickoit deaepanuu
MIPOM3BOJAUTCS HA OCHOBAHUU DKCIIEPTU3bI UX LIEHHOCTH.

DKcrnepTr3a IEHHOCTU IOKYMEHTOB - 3TO W3yYeHHE JJOKYMEHTOB Ha OCHOBAHUU
KPUTEPHUEB UX LIEHHOCTHU B IIEJISIX ONPEIEICHUSI CPOKOB XPAaHEHHUS IOKyMEHTOB U
0T0Opa MX Ha MOCTOSHHOE XpaHEHUE.

6.1.5.1. OTHeceHue TOKyMEHTOB K cocTaBy ApxuBHoro ¢onna Poccuiickoit
denepanny ocyIecTBISETCS HA OCHOBE MPUHIUIIOB UCTOPU3MA, CUCTEMHOCTH U



HCIOCTHOCTH ITYTCM KOMILIICKCHOI'O IIPUMCHCHUA KPUTCPUCB ITPOUCXOKICHUA,
COACPIKaHUs 1 BHCIITHUX 0COOEHHOCTEH JOKYMCHTOB.

K kputepusiMm npoucxoKIeHNUsI OTHOCATCS:

- (yHKIIMOHAJIBHO-1IEJIEBOE Ha3HAYEHNE OPTaHU3aIluU (C yIETOM KaK €€ 0CO00M poun
TaK U THIIOBOTO XapaKTepa);

- 3HaUEHUE JIUIA B )KU3HU OOLIECTBA;

- BpEMsI 1 MECTO CO3/IaHUS IOKYMEHTA.

K kpurepusiM copepxkaHusi OTHOCSATCS:

- 3HAYUMOCTh MH(GOPMAIUH TOKyMEHTa (YHUKAJIbHOCTh ¥ TUITMYHOCTH);

- IOBTOpEeHHE UH(OPMALIMU TOKyMEHTa B MH(GOPMALIMU IPYTUX JOKYMEHTOB;
- BUJ| IOKYMEHTA;

- OJUTMHHOCTb JJOKYMEHTA.

K kputepusiM BHEITHUX OCOOCHHOCTEH OTHOCSITCS:

- popma uKCHpOBaHUSA U TIEPEIauu COIEP KAHMSI, YIOCTOBEPEHUS U 0POPMIICHUS
JIOKYMEHTA;

- (I)I/I?)I/I‘IGCKOG COCTOSHUC JOKYMCHTA.

[Tpu oTHECEHNU TOKYMEHTOB K cocTaBy ApxuBHoro (honaa Poccuiickoit @enepanyu
YUYHUTBIBACTCA TAKXKe (DAKTOP MOJHOTHI COXpaHHOCTH (PoHTA.

6.1.5.2. DkcnepTr3a HEHHOCTH TOKYMEHTOB POBOAUTCS:
- B JICJIOTIPOM3BOJICTBE OPTaHU3AIINH ;

- B apXHBe (aQpXUBHOM CITyKO€) opraHu3amnuu 1;

- B apXHBe.

DKcIepTr3a NEHHOCTU B apXUBE MMPOBOAUTCS: MTPU NOCTYTUIEHUH JTOKYMEHTOB B
HEYTIOPSAI0UYEHHOM COCTOSTHUM; TI0 JOHIaM, COJIep KaIIUM 3HAYUTEITLHOE KOJIMYECTBO
NyOJETHBIX U MAJIOLEHHBIX JJOKYMEHTOB; B MPOLIECCE ePepadOTKU OMUCEH; O
3asIBJICHUSIM HETOCYIapCTBEHHBIX IOPUINUECKUX U (PU3NUECKUX JIUIL -
COOCTBEHHHMKOB JIOKYMEHTOB JJII OTHECEHUS MX JOKYMEHTOB K COCTaBy APXHUBHOTO
dbonna Poccuiickoii @enepannu, a Takxke B CiIydae MX 0€3BO3BPATHOIO BHIBO3A 3a
pyOeX; IO peIIeHUIO Cya.



6.1.5.3. DkcnepTr3a HEHHOCTH JOKYMEHTOB HAYMHAETCS C U3yUEHUSI UCTOPUU
opranmzaiuu (6uorpaduu GrU3NIECKOro JIMIa) U apXuBHOTO (DOH/A, COCTaBa U
CoZlep KaHMsl €ro JOKYMEHTOB. J[J1s1 paboThl ¢ JOKYMEHTaMH 0OBEMHBIX, CIIOKHBIX H
HECKOJIBKUX OJTHOPOIHBIX (DOHIOB MOTYT COCTABJIATHCS pab0Oune HHCTPYKIUH U
MpPUMEPHBIE IEPEUYHU JOKYMEHTOB, OAJIEKAIIUX U HE MOJUICKALTUX TOCTOSIHHOMY
XPaHEHHUIO.

Kaxnas equHuna XxpaHeHus: IpOCMaTPUBAETCS BU3YAJIbHO U MTOJMCTHO;
(hOHOTOKYMEHTHI MPOCITYIIUBAIOTCS. BhIfieleHre K YHUITOKEHHUIO JOKYMEHTOB C
MOBTOPSIOMICHCS MH(DOPMAIIUEH MPOBOIUTCS TOIBKO MOCIIE CBEPKU UX C
JIOKYMEHTAaMH, OCTABJISIEMbIMU Ha XpaHeHue. Kpome nmoyItHHUKOB MOTYT
OCTaBJIITHCS HA XpaHEHHE TyOJIETHBIC SK3EMILISIPhI 0CO00 IIEHHBIX TOKYMEHTOB, a
TaKK€ BApUAHTHI JOKYMEHTOB IPH HAJTUIUHU BU3, PE30JIIOIIMIA, TTOMET U ITPABOK
TEKCTa.

PacmmBka n mepepopMupoBaHue Ie/1a OCYIIECTBIAETCS, KaK MPABHIIO, IPY HATHIHH
B HEM 0oJiee TIOJIOBUHBI IOKYMEHTOB BPEMEHHOT'O XPaHCHHUS.

JIOKyMEHTBI, CoJiepKalllie OpJAMHAPHYIO (IOBCETHEBHYIO), HOBTOPSIOLIYIOCS
nH(pOpMaIHIO, OJHOPOIHOTO TIPOUCXOKACHUS U (DOPMBI, CO3TAIOIMINECS B OOJIBIIAX
KOJIM4ecTBax (Hampumep, oOpalieHus rpaxk/iaH), MOTYT ObITh PUHSATHI B apXUB
BbI0OpOUHO. [IpenBapuTenbHO cocTaBiseTcsl paboyasi MHCTPYKLUS IO IPOBEACHUIO
BBEIOOPOYHOTO 0TOOpA, paccMaTpruBaeMasi Ha DKCIEPTHO-METOANYECKOM KOMUCCUU
(OMK) apxuBa. Buja BEIOOpKH U €€ TTPEeACTaBUTEILHOCTD (PENpPE3eHTaTUBHOCTH )
ONPENENSAIOTCA B 3aBUCUMOCTH OT BUJA TIOKYMEHTOB, OJTHOPOAHOCTHU COJIEpKAIlIEHCs B
HUX WH(POPMAIIMH, KOJTUYeCTBa JOKYMEHTOB. [IprMeHstoTCs mocneaoBarenbHo, Kak
MPaBUIIO, HECKOJIBKO BUAOB BHIOOPOK, IEPBOM U3 KOTOPHIX JOKEH OBITH IIEJIEBOM
0TOOp, T.€. OTOOP IOKYMEHTOB TI0 3apaHee ONpeeIEHHOMY JIJIsl TaHHBIX JTOKYMEHTOB
NpU3HaKy (Hanpumep, cpen oOpalieHuil rpak/iad BIOMPAIOTCS MPEI0KEHUS
TpaKJaH U MIUChMa TBOPUYECKOTO XapaKTepa).

PeBy.TIBTaTBI pa6OTBI 0 MPCABAPUTCIBHOMY U3YUCHUIO BCCIO MAaCCHBA JJOKYMCHTOB,
OIIPCACIICHNIO BUIOB BI)I60pKI/I, €C NIIPCACTABUTCIIbHOCTHU, MCTOJIHUKC 0T6opa
OTPAXKAaroTCA B IPCANCIIOBHUHA K COOTBGTCTBYIOH_[Cﬁ OITHMCH.

6.1.5.4. JlokyMeHTBI, OTJI0KHUBIIMECA B Iepuo 10 1922 ro/ia BKIIFOYUTETBHO, K
YHUYTOXEHUIO HE BBIACIAIOTCS. JInuHbIC ena u JOKYMEHTHI Onorpaduieckoro
XapakTepa, 3aBEPIICHHBIC B IEIONPOU3BOACTBE 1O 1945 101 BKIIFOYUTENBHO, TAKKE
YHUUTOKEHUIO HE TOJJIEXKAT.

YHHAUYTOKEHNE JOKYMEHTOB, OTJIOKUBIIKNXCA B iepuoa ¢ 1922 o 1945 rox
BKJIFOUMTEIBHO, OCYLIECTBIISECTCS B YCTAHOBICHHOM MOPSIAKE TOJIBKO C pa3perieHust
denepanbHOM apXUBHOM cyk0bI Poccun.

6.1.5.5. IIpu onpeneneHnn CPOKOB XpaHEHHUS IOKYMEHTOB OpraHu3aIuil
MCIOJIb3YIOTCSl TUTIOBBIE, IPUMEPHBIE, BEJIOMCTBEHHbIE IEPEYHU JOKYMEHTOB C



YKa3aHUEM CPOKOB XPaHEHMS U MEPEUYHU JOKYMEHTOB, IIOJICKAIINX [Iepeaade Ha
IIOCTOSIHHOE XPAHEHHUE.

CpoxH XpaHEHHUs OTJEIbHBIX KaTErOpUil TOKYMEHTOB, HE BOLIECAIINX B IEPEUYHU,
YCTaHaBJIMBAIOTCS TAK)KE B IPABOBBIX U HOPMATUBHBIX aKTaX, COIVIACOBAHHBIX C
denepanbHOM apXUBHOM CTy>k001 Poccuu niim Ha OCHOBAHUU CIHIEITUATBHBIX
pewmenuii LIDIIK npu Helt.

6.1.5.6. DxcnepTr3a HEHHOCTH JOKYMEHTOB OCYIIECTBIISETCA OPTraHAMU U
yupexieHus MU cucteMbl DenepanbHON apXUBHOH ciryk0bl Poccun B cOOTBETCTBUU
CO CJIETYIOIIUMHU OTHOMOYUSMHU:

- ®epnepanbHas apxuBHas ciyx0a Poccun onpeaenser: NpUHIUIBL U KPUTEPUH
dbopmupoBanus ApxuHoro ¢onaa Poccutickoit denepannn, COCTaB JOKYMEHTOB,
oTHOcAIuUXCcs K ApxuBHoMy ¢onay Poccuiickoit denepaiuu, CpoKku XpaHSHUS
JIOKYMEHTOB; YTBEPKIAET: TUIIOBbIE, IPUMEPHBIE IIEPEYHU TOKYMEHTOB CO CPOKAMU
XPaHEHMS U MOJICKANX NEPENAYE B APXUBBL, N3MEHEHHS U JONIOJHEHUS K HUM;
aKThI O BBIJICJICHUN K YHUUTOKEHUIO TOKyMEHTOB, 00pa3oBaBiuxcs no 1945 ron
BKJIFOYMTEIBHO U HAXOISAIIMXCS HA XPAHEHUH BO BCEX apXMBaxX; COIVIACOBBIBAET:
BEIOMCTBEHHBIE IIEPEYHU TOKYMEHTOB, U3MEHEHUS U JIONIOJIHEHUS K HUM, IPUMEPHBIE
HOMEHKJIATYPHI JIEJ; PEeHIaeT CIIOPHBIE BOIIPOCHI IO OTOOPY JOKYMEHTOB Ha XpaHEHHE
Y YHUYTOKECHHUE;

- OpraHsbl yIpaBJ€HUsl apXUBHBIM JeJIoM cyObekToB Poccuiickoit @enepanuu
OTIPEIEISIOT COCTAB IOKYMEHTOB, OTHOCSIINXCS K ApXUBHBIM (DOH/IaM CyObEKTOB
Poccuiickon @enepanyu v MoJIekKaUX XPAHEHUIO B apPXUBAX; YTBEPKIAOT:
IIPUMEPHBIE IEPEYHU JOKYMEHTOB, IMOJISKAIIUX NIEpeJaye B COOTBETCTBYIOIINE
apXUBbI, U3MEHEHUS U JIOTIOJIHEHUS K HUM, OIUCH A€, JOKYMEHTOB IIOCTOSHHOTO
XPaHEHUSI U aKThI O BBIJICTICHUH K YHUUYTOKEHUIO TOKYMEHTOB U3 (DOHIOB apXUBOB,
OIIMCH JI€JI, JOKYMEHTOB [IOCTOSIHHOTO XPAaHEHUs, [OJIEKAIIUX IPUEMY B apXUBBI,
NEPEYHU KOMUN (MUKPOKOMIHNIT) TOKYyMEHTOB, MOJIEKAIIUX TOCTOTHHOMY XPaHEHUIO
Ha MpaBax IMOJJIMHHHUKOB, JINCTHI YYETA U ONMKMCAHUS YHUKAIBHBIX JOKYMEHTOB;
COIVIACOBBIBAIOT: OIMUCH J€JI 110 JIMYHOMY COCTaBy U J0JIOBPEMEHHOIOXPAHEHNS,
aKTbl O BBIJCJICHUN K YHUUTOXEHUIO TOKYMEHTOB U3 (POH/I0B COOTBETCTBYIOIIMX
OpraHu3alyn, MPUMEPHBIE HOMEHKIIATYPBI €T 1 HOMEHKJIATYPBI €]l OPraHU3aium -
HMCTOYHUKOB KOMIUIEKTOBAHUS apXUBOB; PELIAOT B MPEIEIaX CBOCH KOMIIETEHIIUN
CIIOPHBIE BOMPOCHI 10 OTOOPY TOKYMEHTOB Ha MOCTOSTHHOE XPaHEHHUE;

- apXUB OPraHU3yeT OTOOP U CBOEBPEMEHHYIO Mepeavy B apXUB IOKYMEHTOB
IOPUINYECKUX U (PU3NIECKUX JIUIT - ICTOYHUKOB KOMIUIEKTOBAHMSI; paCCMaTPUBAET
CIUCKU (DOHIOB, MOJICKAIINX IKCTIEPTU3E IEHHOCTH; MPOBOANT B YCTAHOBICHHOM
MOPAJKE DKCIEPTU3Y LIEHHOCTH JOKYMEHTOB; PACCMATPUBACT C MTOCIIEAYOIUM
MPEJICTABICHUEM OPraHy YIPABJIECHUS apXUBHBIM JIEJIOM COCTABJICHHBIE,
nepepabOTaHHBIC OMKMCH Ha JJOKYMEHTBI, XpaHSIIUECS B APXUBE, aKThI O BBIICTICHUH K
YHUUTOXEHUIO JOKYMEHTOB U3 (POH/IOB apXKBa, OIUCH JI€] IIOCTOSSHHOTO U
JIOJATOBPEMEHHOTO CPOKOB XPAHEHHUSI M AKThI O BBIICJIICHUY K YHUYTOKEHUIO
JIOKyMEHTOB, 00pa30BaBIINXCSA B JEATEIHHOCTH CAMOTO apXH1Ba.



[Iprmeuanne: ApXuB, HMEIOLINI COOTBETCTBYIOLIME ITOJTHOMOYHS, PACCMATPUBAET U
yTBepxaaeT Ha DIIK onuvcu nen, JOKyMEHTOB IOCTOSIHHOTO XPAHEHUS! OpraHU3aLUM,
OMMCH 1€ NOCTOSTHHOTO U JI0JITOBPEMEHHOTO CPOKOB XPaHEHNUs, aKThl O BBIICJICHUH K
YHUUTOXKEHUIO JOKYMEHTOB, 00pPa30BaBIIUXCS B IEATEIBHOCTH CaMOT0

apXuBa, COCTABJICHHbIE U MepepadOTaHHbIE OMKCH HA JOKYMEHTHI, XpaHSIIHeCs B
apX¥BE, aKThI O BBIICTICHUU K YHHUUTOKEHUIO JOKYMEHTOB U3 (DOH/I0B apXuBa;
COTJIaCOBBIBAET HOMEHKJIATYPHI /1€ U OIKCHU eI [0 JINYHOMY COCTaBY OpraHu3aluii,
aKThl HA YHUYTOKEHHUE JTOKYMEHTOB.

6.1.5.7. B pe3ynbTaTe 3KCIEepTU3bl IEHHOCTH JOKYMEHTOB apXHUBOM COCTABIISIFOTCS:
OMMCH JIe]1, TOKYMEHTOB MOCTOSIHHOTO XPaHEHUSs, OIIUCH JIE]1 BpeMEeHHOTr o (cBbiie 10
JIET) CPOKA XPAHEHUs, OMKMCH JIEN 110 JIUYHOMY COCTaBY U aKT O BBIAEIECHHUH K
YHUUTOXEHUIO JOKYMEHTOB, HE TOAJNIEKAIINX XpaHeHuto (rpuioxeHue N 42). AKT u
ONUCH MPEACTABISAIOTCSA HA PACCMOTPEHUE, COTJIACOBAHKE U YTBEPKICHUE B
YCTaHOBJICHHOM Topsiake (cM. 1. 6.1.5.6).

AKT O BBIJICJICHUH K YHUYTOKEHHIO JJOKYMEHTOB, HE MOUIEKAIINX XPaHEHUIO,
COCTaBJICHHBIN TIPH OMMCAHUU JOKYMEHTOB, IEPEPa0OTKE OMUCEH, BCTYNAET B CHITY
IIOCJIE YTBEPKACHUS ONKUCEN A€, JOKYMEHTOB ITOCTOSHHOTO XPAHEHUS U ONUCEN JET
10 TUYHOMY COCTaBY.

JIOKyMEHTBI, IOJIeKalINe YHHUTOXKEHUIO, IIEPEAat0TCs Ha IepepaboTKy
(yTHaM3alKi0) ¥ CHUMAKOTCS C y4eTa B YCTaHOBJIEHHOM mopsiake (cM. 1. 5.5.2). Caaua
nen opopmieTcs IpUeMOo-CIaTOYHOW HaKJIaHOM, B KOTOPOM yKa3bIBalOTCA AaTa
nepenayu, KOJIMYECTBO CAABAEMBIX el U Bec OyMakHOM Makynarypsl. [lorpyska u
BBIBO3 Ha YTUJIM3ALIMIO JOKYMEHTOB OCYILECTBISETCS MOJI KOHTPOJIEM pabOTHUKA
apxuBa.

6.1.6. ®opmbl NprieMa JOKYMEHTOB OT ICTOYHUKOB KOMIIEKTOBAHHUS ApXHBa

I[OKYMGHTBI OpFaHI/I?)aHI/Iﬁ - ICTOYHUKOB KOMIIJICKTOBAHUA MOT'YT ITOCTYIIATh Ha
XpPaHCHHUC B apXUB ITOJITHOCTBIO U BBI60p0‘-IHO.

HpI/I ITOJIHOM ITPHUEME B apXUB IMOCTYIIAOT BCC HCHHBIC JOKYMCHTHBI OT KaX(,HOﬁ
KOHerTHOI\/JI OpraHH3alHu - HCTOYHUKA KOMINUICKTOBAHUWA ITIOJIHOTO ITpUCMaA.

[Tpu BEIOOPOYHOM MpUEME B aPXUB MOCTYIAIOT:

a) BCE LICHHBIE JIOKYMEHTHI OT OTJEJIbHBIX OpraHU3alMi ONPEEIEHHOTO BUIA
(TpyImmbl) MCTOYHUKOB KOMITJIEKTOBAHMSI TPYIIIOBOIO BEIOOPOYHOTO MpUEMa;

6) 9aCTh HCHHBIX apXHWBHBIX JOKYMCHTOB, U3 YHUCJIa HCTIOBTOPAIOIINXCS B (bOHllaX
APYyrux OpFaHHBaHHﬁ, oT KOHerTHOﬁ OopraHu3aly - KICTOYHUKA KOMIIJICKTOBAHHWA
IIOBHUJOBOI'O BLI60pO‘IHOFO Impruema.

Omnpenenenue GopMbl MpreMa JOKYMEHTOB OT OPTaHU3AIHI - HCTOUHUKOB
KOMIUJIEKTOBAHUS OCYIIECTBIISIETCS OPTaHAMU U YUPEKIECHUSIMUA CUCTEMBI



®denepanbHOM apxUBHOM ciyk0bl Poccuu u pukcupyeTcst B CIUCKAaX UCTOYHUKOB
KOMILJIEKTOBAHMS apXUBa.

B cnyuae Hexenanus HErocy1apCTBEHHOW OpraHu3aliy, OTHECEHHOU K YHCITY
HMCTOYHUKOB KOMIUICKTOBAHHS TIOJTHOTO TIPUEMa WU TPYIIIOBOTO BHIOOPOYHOTO
npueMa, rnepeaTh Ha XpaHEHUE BCE apXUBHbBIE JOKYMEHTHI, OT HE€ MOXKET ObITh, B
BH/JIC UCKJIFOYEHHUS, OCYIIIECTBIICH ITOBUI0BOM BEIOOPOYHBIN MIPHEM.

6.1.7. Ilpuem-nepenaya JOKYMEHTOB B apXHB

6.1.7.1. ApxuB oCylIECTBISIET MPUEM JOKYMEHTOB B COOTBETCTBHHU C IIJIAHOM-
rpaKoM, COCTAaBICHHBIM C YY€TOM YCTAaHOBJIECHHBIX CPOKOB MEepeadn JOKyMEHTOB
Ha TIOCTOSIHHOE XpaHEHHUE, COTJIACOBAHHBIM C OPTaHHU3AIUSIMHU - HCTOUHUKAMH
KOMIUICKTOBaHHSI.

Cpoku niprieMa JIOKYMEHTOB OT HETOCYAapCTBEHHBIX OPTaHU3AIUi ONPEICIISIIOTCS B
CoTJIaleHuu (J0ToBOpe).

I[OKYMCHTBI opraHmauHﬁ - KICTOYHMKOB KOMILUICKTOBAHUA IIPUHUMAIOTCA B APXHB B
yYnopsAaa04CHHOM COCTOAHHUH C COOTBCTCTBYIOIUM HAYYHO-CIIPABOYHBIM allllapaToOM U
CTPaxOBbIMHU KOIIMAMM Ha 0c000 OCHHBIC 1 YHUKAJIbHBIC TOKYMCHTHI.

[Ipu npreMe TOKyMEHTOB MPOBOAUTCA MPOBEPKA (HU3UUECKOTO, CAHUTAPHO-
TUTMEHUYECKOT0, TEXHHUYECKOTO COCTOSTHUS JOKYMEHTOB U CTPAXOBBIX KOMUH (CM. II.

4.42.1-4.42.7).

JIoKyMeHTBI TPUHUMAIOTCS B apXuB M0 yTBepkaAeHHBIM JIIK onucsam (A0KkyMeHThI O
JUYHOMY COCTaBY B CIIyyae JIOCPOYHOI'O MpUeMa - [0 COrJIACOBAHHBIM OIUCSM), B
UCKITIOUMTEIBHBIX CIIyYasixX - 0 CIATOYHBIM onucsMm. [Ipuem aen npousBoauTCs
MOEIMHUYHO; 0CO00 LIEHHBIE JIea MPUHUMAIOTCS C UX MOJIMCTHOM npoBepkoil. Ha
BCEX DK3EMILIAPAX OIMKUCH AENAI0TCS OTMETKU O IpUEeME TOKYMEHTOB B apxuB. [Ipu
OTCYTCTBHUHU €UHUI] XPAHEHUSI, YKA3aHHBIX B OIMMCH, B HEH JIeTTaeTCsl HOBAsi UTOTOBAs
3anuch. HoMepa oTCyTCTBYIOMIMX €AMHUI] XPAaHEHUS! U IPUYUHBI OTCYTCTBUS
OTrOBapHUBAaIOTCS B AKTE MpUEMa-Tiepeaaun JOKYMEHTOB Ha XpaHEHUE U IpUlaraeMoi
K aKTy CIIpaBKe. ApXHB MPUHUMAET MEPHI 10 OPTAHU3AIIMU PO3BICKA HE MTOCTYMHUBIIINX
Ha MIOCTOSIHHOE XPaHEHUE TOKYMEHTOB.

YTpaquHLIe IMOIJIMHHBIC JOKYMCHTBI MOT'YT OBITh 3aMEHEHBI UX KOIHSIMH.

[Ipuem 10KyMeHTOB OPOPMIISIETCS aKTOM IpUeMa-Tepeauu JOKyMEHTOB Ha
xpanenue (mpunoxxkenne N 40), cocTaBisgeMbIM B ABYX dK3eMIUIsipax. OauH
AK3EMILIAP OCTAETCS B ApXHUBE, IPYTrOM - B OpraHU3allUU - UCTOYHUKE
KOMIUIEKTOBaHHUs. B apXuB ¢ JOKyMEHTaMHU MEPEAI0TCS TPU IK3EMILISIPA OMKUCH.

[Ipu mepBoM mpuemMe TOKYMEHTOB OT OpTraHU3aIiy MPUHUMAETCS TAKKe
UcTopuyecKas cipaBka o (hoHaooOpazoBaTese u GPoH e, KOTopas 3aTeM JOTOTHIECTCS
CBEJICHUSIMHU 00 M3MEHEHUSIX B Ha3BaHUU, QYHKIUIX, CTPYKTYPE OpraHUu3aIliH.



Bce paboThl, cBsA3aHHBIE C TOATOTOBKOM U TIepeadeii JOKYMEHTOB Ha TTOCTOSIHHOE
XPaHEHUE, BBITIOJIHAKOTCS 32 CYET OPraHU3aIMi, CAAIOIIUX JOKYMEHTHI.

6.1.7.2. ApXyB IPUHUMAET TOKYMEHTBI TOCYIapCTBEHHOM YaCTH

ApxuBHoro ¢onaa Poccuiickoit denepanmu Mo MCTEUSHUH CICTYIOMNX MPEACTbHBIX
CPOKOB HX XpaHEHUS B apXHUBaX W apXUBHBIX CIyK0aX roCyIapCTBEHHBIX OPTaHOB M
OpraHu3alyi:

- TOKYMEHTHI (pesiepajbHbIX OPraHOB roCyAapCTBEHHON BJIACTH, a TAKXKE JOKYMEHTbI
I'enepanbHOM pokypaTypsl Poccuiickon denepanyu, OpraHoB rocyJapCTBEHHOM
BJIACTU U MPOKYPATYp pecIryOIUK, OTPACIEBBIX aKaJeMHUid, TOCY1apCTBEHHBIX
o0beAMHEeHUH, opranu3anuii GperepalbHOro U PecIyOInKaHCKOrO IO JYMHEHUS -
yepes 15 ner;

- TOKYMEHTBI OPTaHOB TOCYAapCTBEHHOM BJIACTH U IIPOKYpaTyp Kpaes, 00IacTel,
ropooB (heepaaIbHOTO 3HAYCHHS, aBBTOHOMHOM 00J1aCTH, aBTOHOMHBIX OKPYTOB,
rOpOJIOB, PaiOHOB, TOCYIAPCTBEHHBIX OpraHU3alUN KPaeBoro U 00JaCTHOTO
MOAYMHECHUS, TTOAYMHEHUS aBTOHOMHOM 00JIACTH Ml OKPYKHOTO TMOIMHEHHUS - Yepe3
10 neT;

- 3aMKUCH aKTOB IPaXKJAHCKOI'O COCTOSIHUS, IOKYMEHTHI 110 TJMYHOMY COCTaBY, 3alUCH
HOTApUAJILHBIX ACHCTBUHN U CyJIcOHBIC Jela, TOXO3IMCTBEHHBIC KHUTH - Yepe3 75 JIeT;

- IOKyMEHTBI, 00pa30BaBILINECS IIPU OCYLIECTBICHUH JEATEIbHOCTH COBMECTHBIX (C
y4acTHEM TOCyapCcTBa) OpraHU3aIiil CMEIIaHHbIX (POpM COOCTBEHHOCTH, B

YCTaBHOM KaITUTaJie KOTOPBIX UMEET mpeodIiaiaHue A0S TOCY1apCTBCHHOM
coOcTBeHHOCTH - yepes 10 ser;

- HAy4YHY10, TEXHOJIOTUYECKYIO U MMaTEHTHYIO JOKYMEHTaluo - uepe3 10 ner;

- KOHCTPYKTOPCKYIO IOKYMEHTAIUIO - uepe3 15 neT;

- POEKTHYIO JOKYMEHTALIMIO 110 KalIUTaIbHOMY CTPOUTENLCTBY - uepes 25 JeT;
- TEJIEMETPUUECKYIO IOKYMEHTAIUIO - Yepe3 S JIeT;

- AyIMOBHU3YyaJIbHBIE IOKYMEHTHI - HE MTO3/IHEE, YEM Yepe3 3 T0J1a CO BPEMEHHU
M3TOTOBJICHUS;

- MAllIMHOYMUTAaEeMbl€ (3JIEKTPOHHBIE) JOKYMEHTHI - uepe3 5 JieT.

B HeoOXoauMBIX ciiyyasix 3TH CPOKH MOTYT ObITh M3MEHEHBI OPraHaMu U
yupexJeHussMU cucteMbl denepanbHol apXxuBHOHU cityk0b1 Poccun. Jlocpounsbiii
IPUEM MOJKET OBITh OCYILECTBIIEH IPHU YTPO3€ YTPaThl JOKYMEHTOB WM JUKBUIALIH
OpraHM3alyy (CMEpTH rpakJJaHUHA) IPU OTCYTCTBUH IIPABONPEEMHHKA U
BbILIECTOALIErO opranHa. [IpouieHne CpoKOB AOIYCKAETCs B BUAEC UCKIIIOUCHUS B



cily4ae HeOOXOUMOCTH MPAKTUYECKOT0 UCIIOJIb30BAHUS JOKYMEHTOB OpraHu3aliei
WM OTCYTCTBUSI BO3MOXKHOCTH (TUIOLIAAN) y apXuBa JJis IpUeMa JTOKYMEHTOB.

6.1.7.3. JIOKyMEHTbI U3 MyHULIMIIAIBHOTO apXHUBa IPUHUMAIOTCS B TOCY 1apCTBEHHBIN
apX1B Ha OCHOBAHWM COIJIALLIEHUS MEXIY COOTBETCTBYIOIIIMM OPraHOM YIIPaBJIEHUS
apXWBHBIM JIeJIoM cyObekTa Poccutickoit denepaiiiyi u opraHoM MECTHOTO
caMoynpaBieHus. B cornameHny oroBapuBaroTCsi CPOKM BPEMEHHOTO XPaHEHHUS
apXUBHBIX IOKYMEHTOB B MYHMIIMIIAJILHOM apXHUBE, MOPSI0K U YCIIOBUS UX MEpeIadn
Ha IIOCTOSIHHOE XPaHEHUE B TOCYAAPCTBEHHBIN apXUB.

[epenaya opopmiseTcs aKTOM MpUeMa-Tepe1adn JOKyMEHTOB Ha XpaHEHHE
(npunoxxenue N 40).

6.1.7.4. [lepenaua JOKyMEHTOB U3 OJHOTO apXHBa B IPYroil OCYILECTBIIETCS Ha
ocHOBaHHH penieHuss OenepanbHOM apXUBHOM cy>k0bl Poccuu u/umm opranos
YIPABJICHUS APXUBHBIM JIeJI0M cyObekToB Poccuiickoit denepanum B CBS3U C
yTOYHEHUEM PO apXHBa, a TAKXKE MO pe3yJIbTaTaM IKCIEPTU3bI [ICHHOCTH
JOKYMEHTOB 110 IMYHOMY COCTaBY.

[Ipu nepenaye TOKyMEHTOB M3 OJTHOTO apXMBa B IPYrOil B CBSA3H C YTOUHEHHUEM
npoduiig apXuBa COCTaBISETCS aKT NIpUEMa-Niepeiadu JOKYMEHTOB Ha XpPaHEHUE
(mpunosxxenue N 40) B ABYX dK3eMIUIsIpax (sl apXuBa-caaTunKa U apxuBa-
IPEEeMHUKA).

[Tpu nepenade Bcero GpoHaa OTHOBPEMEHHO MEPEAAFOTCS TPHU IK3EMILISPA OMUCEH 1
neno GhoHmaa.

JIOKyMEHTBHI 110 JIMYHOMY COCTaBY, XPaHSIIUECS B CIICHUAIM3UPOBAHHBIX apXUBaX
(XpaHunuIax), 0TOOpaHHbIC Ha MOCTOSIHHOE XPaHEHHUE TI0 PE3yJIbTaTaM IKCIIEPTU3BI
[IEHHOCTH, TIEPEA0TCs, KaK TPABUIIO0, B OOIIHE apXHUBHI.

6.1.7.5. JIOKyMEHTBI HETrOCYJaPCTBEHHBIX OpraHU3alluii MPUHUMAKOTCA Ha XPAHECHUE B
apXuB B COOTBETCTBUU C YCIOBUSIMU COTJIAIICHHUS (JOTOBOPA):

- Ha IOCTOsHHOC XPAHCHHUC C Hepeﬂaqeﬁ ImpaBa COOCTBEHHOCTH rocyaapCrBy,

- Ha BpeMEHHOE (C YKa3aHUEM CpOKa), B TOM YKCJIE JIeTI0O3uTapHoe (0e3 yKazaHus
CpOKa) XpaHEHHE C COXpaHEHUEM MpaBa COOCTBEHHOCTH 3a OpTaHU3aIHMECH.

[lepenaua JOKYMEHTOB B COOCTBEHHOCTh FOCYJJapCTBa OCYIIECTBIICTCA, KaK
npaBuiio, 6e3803Me3/1HO. BpemeHnHoe, B TOM uncie 1en0o3uTapHOE XpaHEeHUe
OCYIIECTBJISIETCSl ApXMUBOM, KaK MPABUIIO, 32 IJIATY.

ApXHB MOXET NMPUHSATH PEIICHUE: O IPUEME ONPEICTICHHBIX aPXUBHBIX IOKYMEHTOB
TOJIBKO OT YaCTH HErOCYAapPCTBEHHBIX OPraHU3allil; IPUEME TOJIbKO YaCTH apXUBHBIX
JIOKyMEHTOB OT OTJIEIbHBIX Opranu3aiuii. Jlanupie 0cOOEHHOCTH TTpHUeMa
OTOBapHUBAIOTCS B COTJIANIEHUH (JIOTOBOPE), U B TIPEAUCIOBUU K COOTBETCTBYIOIICH
OIHCHU IOKYMEHTOB.



[TpriemM TOKYMEHTOB Ha BPEMEHHOE, B TOM YHUCJIC ACTIO3UTAPHOE XPAaHCHHE
oopMIIIETCSI aKTOM TIpHEeMa-Tiepeiadnl JOKYMEHTOB Ha XpaHeHue (mputoxxenue N
40); mprieM JOKyMEHTOB ITPH yCJIOBHUU MX OMUCAHUS 3a CUET COOCTBEHHUKA MOKET
TPOBOJUTHCS TIO CIATOYHON OMUCH MOSMHUYHO C COCTABIICHUEM JIUCTOB MPOBEPKU
Hanuuud (npuioxenue N 7).

6.1.7.6. lokyMeHTBI OT PU3NYECKUX JIUL, OTHECEHHBIE K COCTaBy ApXHUBHOTO (hoHAA
Poccuiickon @enepanym, NOCTYyNAOT B APXHUB:

- 110 IOTOBOPY JIapEHUS;
- 110 3aBEILIAHNUIO;
- 110 IOTOBOPY KYIUTU-TIPOJAXKHU;

- 110 pCIICHUIO CyIa 00 M3BITHU HE3aKOHHO IMPUCBOCHHLIX NOKYMCHTOB, O IIPU3HAHHUU
JOKYMCHTOB 0€3X03sIMHBIMH UJIU 0ECXO035HCTBEHHO COACPIKAITUMHCH.

Ha mecte xpaHeHus JOKYMEHTOB JIMYHOTO MPOUCXO0XKICHUS TPOU3BOJUTCS UX
MpeABAPUTEILHBIN IPOCMOTP, B PE3yIbTaTe KOTOPOTO IKCIIEPTOM COCTABIISICTCS
3aKJTIOYEHHE O IIEHHOCTU JJOKYMEHTOB.

PaGoTHHK apXvBa WM BiIaeNel] JOKYMEHTOB COCTABIISIET CAATOUHYIO ONHCH. [Ipu
3aKJII0YEHUH JI0TOBOPA KYIUIM-TIPOJAKHU WM U3BATHUS TOKYMEHTOB M0 PEIICHUIO Cya
COCTAaBJISICTCS MPOEKT OLICHOYHOM ONMCH C YKAa3aHUEM JCHEKHOU OLICHKU
TOKyMeHTOB. [IpremM JOKYMEHTOB JTMYHOTO TPOUCXOK/ICHHUS B APXUB
ocyuiecTBisieTcs: Ha ocHoBaHuu pemenus JIIK no pesynbratam paccMoTpeHus
CAATOYHOM WJTM OIICHOYHOM OMUCH U 3aKJIF0OUEHUS IKCIIepTa U 0(hOpPMIISIETCS] aKTOM
npreMa Ha XpaHEeHUE JOKYMEHTOB JIMYHOTO poucxoxaeHus (mpuioxenne N 41).

[Ipu oTpuaTeILHOM PEIICHUH BOIIPOCa O MPUEME WU MPUOOPETEHUH apXHUBOM
JIOKYMEHTOB, a TaKK€ BO3BPATE 10 PE3yJIbTaTaM dKCIIEPTU3bI IEHHOCTH UX YacCTH U3
YHuCla HAaXOIMBILMXCS B apXUBE, COCTABIISIETCS aKT BO3BpaTa JOKYMEHTOB
(mpunoxxenue N 43) B aAByx sk3emIuisipax. OMH SK3EMIUISP aKTa OCTAETCs B apXUBE,
JIPYroil BMECTE C JOKyMEHTaMH (UX 4acTbI0) BO3BPAILIAETCS BJIAJICIIbILY.

6.1.7.7. lIpn nukBUIalIMK OpPTaHU3AIMN - ICTOYHUKA KOMIUIEKTOBAHUS apXUBa, HE
HMMEIOIIECH TPABONPEEMHHUKA, €€ JIOKYMEHTHI MOJIJIEXKAT MPUEMY B apXuB. JJOKyMEHTBI
roCy/1apCTBEHHOM OpraHU3alMi TPUHUMAIOTCSI aDXUBOM B COOTBETCTBUU C
TpeboBanusiMU Hactosux [IpaBui. JlokyMeHThI HErOCYJapCTBEHHOM OpraHu3aliu
MIPUHUMAIOTCS B COOTBETCTBUH C YCJIOBUSIMU €€ COTJIAIICHUS (JOTOBOpa) C apXUBOM,
3aKJIFOYEHHOT0 paHee, WM JOTOBOPa apXHBa U JIMKBUIAIMOHHON KOMUCCHH.

[Tpu TUKBHUIAIIMM HErOCYIAPCTBEHHON OpraHu3aluy, ¢ KOTOPOil He ObLIT 3aKIII0UeH
JIOTOBOP, JOKYMEHTBI IPUHUMAIOTCS B YCTAHOBJIEHHOM IIOPSIAKE B apXUB I1OCIIE
IIPOBEAECHUS DKCIIEPTU3bI UX LICHHOCTHU.



ApXMB MOKET 32 IJIaTy MPUHATH HA BPEMEHHOE XpaHEHHUE OT JIMKBUIUPYEeMOi 0e3
IIPABOIPEEMHHKA OpPTraHU3ali, OTHECEHHON WJIM HE OTHECEHHOM K YHCITY
MCTOYHUKOB KOMIUJIEKTOBAHUS apXUBA, JOKYMEHTHI C HEUCTEKIIIMMHU CPOKAMHU
BPEMEHHOI'0 XPAHEHMS U BBLACIATh UX K YHUYTOKEHHIO 110 JOCTHKEHUH 3TUX CPOKOB.

Ot FOCYI[apCTBeHHOﬁ opraHusanuy nNpueM JO0KyYMCHTOB C HCUCTCKIIMMU CPOKaMH
BPCMCHHOI'O XpPAaHCHHA IIPOU3BOAUTCA B CIIy4dC OTKa3a OT UX BPCMCHHOI'O XpPAaHCHUA
BBILIICCTOSIICH (HO OTHOIIICHHIO K HHKBHHpreMOﬁ) OpraHu3aluru U TOJBKO IIPpU
HaJIM4YHUHN CBO60,Z[HI>IX MMOMEIICHUH.

OT Herocy1apCTBEHHOM OpraHU3aluy IPUEM JOKYMEHTOB C HEUCTEKIIMMHU CPOKaMHU
BPEMEHHOTO XPaHEHUsI MOKET ObITh OCYIIIECTBIICH IO IOTOBOPY apXUBa C
COOCTBEHHHKOM, JIMKBUAALIMOHHONW KOMUCCHEN WIIH C YUpeIuTessMU (Y4aCTHUKAMH )
JUKBUIUPYEMOU OpraHu3aluu. ApXuB NPUHUMAET HA BPEMEHHOE XPaHEHUE OT
HEroCy/1IapCTBEHHOM OpraHu3aluy JOKYMEHTHI C HEUCTEKIIIMMU CPOKaMH BPEMEHHOTO
XPaHEHUs [0 PEMIEHUIO0 COOTBETCTBYIOLIEIO OPraHa UCIOJHUTEIBHOW BIACTH, HA
pPaccCMOTpPEHNE KOTOPOTO JIMKBUIALMOHHON KOMUCCHEN WIIM apXUBOM BBIHOCHUTCS
BOMPOC 00 OIUIaTe XpaHEeHUS JAHHBIX JOKYMEHTOB B CIIy4ae OTKa3a OT X MpUeMa WIH
OTKa3a B OIUIaTe XPaHECHHSI yUpeauTesei (y4aCTHUKOB) JIMKBUIUPYEMOI
OpraHM3alM{ WM UHBIX OpraHu3alui, BEJAIKUX BOIIPOCAMHU JIBUKUMOTO
VMMYILIECTBA OPTraHU3aLHM.

6.1.7.8. JIoKkyMEHTBI IO INYHOMY COCTaBY OT JEHCTBYIOIIEH OpraHu3aluu
HE3aBUCUMO OT ()OpMBI COOCTBEHHOCTH MOTYT OBITh MPUHATH HA BPEMEHHOE
XpaHEHHeE IO JIOTOBOPY 3a IJIaTy MpU HAIWMYMK CBOOOTHBIX IUIONIA/ICH B apXUBE.

JIOKyMEHTBI 110 JIMYHOMY COCTaBY JIMKBUAMPOBAHHON OpraHU3alui HE3aBUCUMO OT
¢dbopMbI COOCTBEHHOCTH TIPU OTCYTCTBUH MPABONPEEMHHUKA M BBIIIECTOSIIICH
OpraHU3allUU MOCTYTAIOT Ha XPaHEHHUE B CTICIIMAIM3UPOBAHHBIN apXuB (IICHTP)
JIOKYMEHTOB I10 JIMYHOMY COCTaBy, a IIPU UX OTCYTCTBHUHU - B OOILIMI apXUB.

6.1.7.9. JlIokyMeHTBI, CO3JaHHBIE ADXUBOM B PE3YJIbTATE UHULIUATUBHOIO
JIOKYMEHTUPOBAHUS COOBITUI COBPEMEHHOCTH HITU MPOILIOTo (aHKEeTHI, poTorpadum,
3aMycu BOCTIOMUHAaHMM, Oecell, UHTEPBBIO U T.J.), BHECEHHBIE B OITUCh, BMECTE C
3aKJII0YEHHEM CHEeHAINCTa 00 UX LIEHHOCTU PACCMAaTPUBAIOTCS IKCIIEPTHO -
METOANYECKOH (3KCTIepTHOI) Komuccuel apxusa, JIIK oprana ynpasieHus
apxuBHBIM fenoM. [Ipuem moxkymeHTOB oopmiisercs aktoM (mpunoxkenue N 40),
KOTOPBIN MOJMUCHIBAETCS pa0OTHUKAMU apXUBa, CAAIOIIMMU U TPUHUMAIOIUMU
JIOKYMEHTBI U YTBEPKIAETCS] pyKOBOACTBOM apxuBa. JJOKyMeHThI Ha OyMakHOU
OCHOBE IIEPEA0OTCs Ha XPAaHEHUE BMECTE C COITPOBOAUTENIBHON TOKYMEHTAUEN
(aHKETaMU, BOMPOCHUKAMH, TIJIAHAMHU); Ay TUOBU3YaIbHbIC TOKYMEHTHI - B
HE0OXO0IMMOM KOMILJIEKTE U C COOTBETCTBYIOLIEH TEKCTOBOM COMTPOBOIUTENHHOM
JTOKYMEHTAILUEN.

6.1.7.10. ApxuB NpUHUMAET Ha IIOCTOSIHHOE XPAaHEHUE ayJMOBU3YaJIbHbIE U
MAaIIMHOYUTAEMbI€ (3JIEKTPOHHBIE) JOKYMEHTBHI.



MammHounTaeMbie (3IEKTPOHHBIC) JOKYMEHTHI IPUHUMAIOTCS HA XPaHCHHE B
COTIPOBOXICHUU POTPAMMHBIX CPEICTB, TTO3BOJISIONIUX BOCIIPOU3BECTH
uHGOpMAITHIO.

AyanoBHU3yalibHbIE JOKYMEHTHI IPUHUMAIOTCS HA XPAaHEHUE B CIIEAYIOIIEM
KOMIUIEKTE: KHHOJOKYMEHTHI ((PUIIbMBI, CIICIBBIITYCKH) - HEraTUB N300paKeHHUs,
HeratuB (POHOTPAMMBI, MATHUTHBIA OpUTHHAT (POHOTPAMMBI, IIO3UTUBHAS KON,
MarHutHasi GoHOrpamMma IIyMOB U MY3BIKH, TPOMEKYTOUYHBINH MO3UTUB U300paKeHUs,
YCTaHOBOYHBIE POJIMKH U MACIOPTA JJIsl IBETHBIX KMHOJOKYMEHTOB (B
UCKJTFOUUTEIBHBIX CIIydasX MPUHUMAETCS HEMOJIHBIN KOMIUIEKT); (POTOJOKYMEHTHI -
HETraTuB, KOHTPOJIBHBIN (HOTOOTIEYATOK; POHOTOKYMEHTHI U BUJICOJOKYMEHTHI -
opuruHai u konus. OJHOBPEMEHHO TPUHUMAETCS TEKCTOBAsK COMPOBOAUTEIIbHAS
JOKYMEHTAIUS: JUIsl KHHOJOKYMEHTOB - MOHTaKHBIE JIUCThI, aHHOTALIHH,
pa3pelInTENbHbBIE YI0CTOBEPEHHS K 3aKOHYEHHBIM ITPOU3BEICHUAM, aKThI
TEXHUYECKOI'0 COCTOSIHMS, 3aIIMCH [IBETOBBIX U CBETOBBIX MACIOPTOB; IS
(bOTOTIOKYMEHTOB - aHHOTAIMS; A1 (POHOAOKYMEHTOB - COTPOBOAUTEIbHAS
JOKYMEHTALMS; JUIsl BUACOJOKYMEHTOB - aKT O TEXHUYECKOM COCTOSTHUU.

6.1.7.11. IIpueM ceKpeTHBIX TOKYMEHTOB OT UICTOUHMKOB KOMIUIEKTOBAHUS apXUBa
OCYLLIECTBJISIETCS. B COOTBETCTBUHU € JEHCTBYIOUIMMU IPABUIIAMH I10 aKTy U
OTJIETBHBIM OMHUCAM, UMEIOIUM cooTBeTcTBYIOIME rpudst ("C", "CC", "OB").

6.1.8. KommiekToBaHue apxuBa JIOKYMEHTAMU 110 UCTOpUU Poccuu, Haxoasammumucst
3a pyOeKoM

6.1.8.1. KommuiekToBaHne apxvBa JOKYMEHTaMU POCCUUCKOTO MPOUCXO0XKICHUS,
HaXOJIALIMMUCS M0 pa3IMYHbIM IPUYMHAM 3a npenenaamu Poccuiickoit deneparmm,
W/WIHA JOKYMEHTaMU 3apyOeKHOTO MPOUCXO0XKACHHUS, UMEIOIIIUMU 3HAYEHUE TSI
Poccun, 3akirouaercs B:

- BBISIBJICHHH aPXUBHBIX U OITyOJMKOBAHHBIX CBEJICHUH 00 ATUX JOKYMEHTaX 3a
pyoexoMm;

- BBIAIBJICHUHU I'OCYIApCTBCHHBIX, O6HIGCTB6HHLIX, HNHBIX OpFaHHSaHHﬁ, YaCTHBIX JIMII,
paciojgararomux J0KyMCHTaMHU pOCCHﬁCKOFO MMPOUCXOKIACHUS U 11O UCTOPUHN POCCI/II/I;

- YCTaHOBJIEHHMH KOHTAKTOB C 3aMHTEPECOBAHHBIMU MUHUCTEPCTBAMU U BEIOMCTBAMU
U X OpraHaMu Ha MecTax, (poHAaMHu, OOIIECTBEHHBIMHU OpTaHU3aIMsIMU 110 CBSI3SM C
3apyOeXKHBIMU CTpaHAMM U COOTEUYECTBEHHUKAMU 32 PyOEKOM U UX OTACICHUSIMH Ha
MeCTax, My3€sMH, B TOM 4HCJIE KPA€BEIYECKUMHU CPEACTBAMU MaCCOBOU
uHpOpMaIUK, a TaKXkKe MPEeJICTaBUTENSIMHU Hay4YHOU 00IIECTBEHHOCTH;

- IOATOTOBKE OMOIMOorpaduy CipaBOYHUKOB U APYTUX U3AaHUHN O 3apyOeKHBIX
rOCyAapCTBEHHBIX U HETOCYIaPCTBEHHBIX apXUBaX, XPaHAIINX JOKYMEHTbI
POCCUICKOr0o MPOUCXOKIAEHHS U IT0 uctopuu Pocenu;



- COCTaBJICHUU NepeyHel (OHI0B, KOJUIEKIUI, COOpaHUii U OTAEIbHBIX JOKYMEHTOB
npoduiig apXxuBa Mo CTpaHaMm, apXUBOXPaHWINILAM, BIaebliaM;

- I3y4YCHUU 00CTOATEIIBCTB MOMAJaHuUs 32 PyOeK JOKYMEHTOB POCCHICKOTO
MPOUCXOKICHNUS,

- BBISIBJICHUH CBEJICHUN O IOKYMEHTaX POCCHICKOTO MPOUCXOKICHUS, MPODUIs
apXuBa, BO3BpAlIEHHbIX B POCCUIO B BUAE NOJJIMHHUKOB, a TAKKE JIOKYMEHTOB 110
ucropuu Poccruu, moay4eHHBIX B BUAE KOIIHM;

- CBOCBPEMCHHOM I/IH(i)OpMI/IPOBaHI/II/I BBIIICCTOAIICTO OpraHa YIIpaBJICHNA apXHBHbBIM
ACJIOM O BBIABJICHUU JOKYMCHTOB pOCCHﬁCKOFO IIPOUCXOKACHUA C 000CHOBAaHHBIMH
MNPCaAJI0KCHUAMUA O HGO6XOILI/IMOCTI/I HX IIOJYYCHHA B BUAC IMOAJIMHHHUKOB WX KOHHﬁ;

- OCYHICCTBJICHHUU OIICPATUBHOT'O B3AUMHOI'O I/IH(I)OpMI/IPOBaHI/ISI 0 MCCTOHAXOXJICHNHU
HpO(i)I/IJ'IBHBIX apXuBaM JOKYMCHTOB,

- OCYIIECTBIICHUU PAOOTHI M0 YKBUBAJIEGHTHOMY OOMEHY KOMUSIMH JOKYMEHTOB B
COOTBETCTBHH ¢ cornamnieHusiMu deaepanbHO apXxuBHOM ciyk0b1 Poccun, opranos
YIPABJICHUS ApXUBHBIM JIeJIoM cyObekToB Poccuiickoit denepaum ¢ apXUBHBIMU
CITy>K0aMu 1 YUPEKIECHUSIMU 3apyOeIKHBIX CTpaH;

- IpUCMEC NOJJIMHHBIX JOKYMCHTOB HJIN UX KONUM Ha ITOCTOSIHHOE XPaHCHHUC.

6.1.8.2. ®enepanbHas apxuBHas ciyx06a Poccuu u opransl ynpaBlieHUs apXUBHBIM
nenoM cyobekToB Poccuiickoit denepanuu OCymecTBISIOT KOOPAUHAIINIO paOOThI
apXHUBOB, COTJIACOBBIBAIOT C 3aMHTEPECOBAHHBIMU YUPEKICHUAMU HAYKU U KYJIbTYDBI,
00I111eCTBEHHBIMU OOBEAMHEHUSIMU U (POHIAMH BOTIPOCHI BBISIBIICHUS JOKYMEHTOB
POCCHUICKOr0 MPOUCXO0XKACHUS, UX BO3BpallleHus B Poccrio B BUI€ MOJIMHHUKOB U
KOIIH.

6.1.8.3. IIpueM nosry4eHHbIX U3-3a pyOexka TOKYMEHTOB B apXUB OCYILIECTBIISIETCS B
COOTBETCTBHHU C COTJIAUIEHUEM (JIOTOBOPOM) MEXAY BIAAENIbLIEM TOKYMEHTOB U
apXWBOM O MPOJAXKE, TAPESHUHN TTOATUHHBIXTOKYMEHTOB WM UX KOIHA, 0OMEHE
KOIHUSMH JOKYMEHTOB. 3aKJIIOUYEHUE JOTOBOPA OCYIIECTBIISIETCS C YUETOM
3aKOHOJATENIbCTBA COOTBETCTBYIOIIEH CTpaHbl. B ToroBope MOryT oroBapuBaThCs
0COOBIC YCIIOBHSI HCTIOIH30BaHUS MTEPEAABAEMBIX JOKYMEHTOB.

6.1.8.4. JlokyMeHTbI, MOCTYMUBIINE W3-3a pyOeka B BUJE MOJJIMHHUKOB WIIM KO
Ha MpaBax MOJAJMHHUKOB, IPUHATHIE HA TIOCTOSIHHOE XPaHEHUE B ApXUB, HE3aBHUCHMO
OT UX NPOUCXOXKACHUS BKIIIOUAIOTCS B TOCYJaPCTBEHHYIO 4acTh ApXUBHOTO (poHAA
Poccuitckon Denepanuu 1 MoJIeKaT rocy IaApCTBEHHOMY YUETy.

6.2. Oprasn3alMoOHHO-METOINYECKOE PYKOBOJICTBO U KOHTPOJIb 32 PA0OTON apXUBOB
OpraHu3ali U OpraHus3almei JOKYMEHTOB B JIEJTOIIPOU3BOICTBE

ApXuB B TIpeiesiax MpeA0CTaBIEHHBIX My MOJTHOMOYHUH B TENSIX (DOPMUPOBAHUS U
obecrieueHus: COXpaHHOCTH JJOKyMEHTOB ApxuBHoOro (¢onaa Poccuiickoit ®denepanuu,
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HAXOJIALIUXCSI HA BPEMEHHOM XPaHEHUHU, OCYIIECTBIISIET OPraHU3aIl[MOHHO-
METOAMYECKOE PYKOBOJICTBO U KOHTPOJIb 32 pab0TOMN apXUBOB (apXUBHBIX CIYK0) U
OpraHu3aluen JOKyMEHTOB B JICJIONPOU3BOICTBE OPraHU3aIMii - UCTOYHUKOB €r0
KOMIUIEKTOBAHUS IO CJIEIYIOIIUM HAaIPaBICHUSIM:

- MCTOAMYCCKAs IMOMOIIb U KOHTPOJIb 3a OpFaHHBaHI/Ieﬁ JOKYMCHTOB B
ACJIOIMPOU3BOACTBE,

- KOHTPOJIb 32 OTOOPOM JIOKYMEHTOB U MOJrOTOBKOM K Mepeiaue Ha MOCTOSTHHOE
XpaHEeHHe, YIOPsI0YeHNEM JOKYMEHTOB 0 JTUYHOMY COCTaBY, 00eCIIeYeHHEM UX
COXPaHHOCTH;

- BSaHMOHeﬁCTBHe C OKCIICPTHBIMHU KOMHCCHUAMU OpFaHHBaHI/Iﬁ;

- BeJIeHHE roCyAapCTBEHHOI0 yueTa J0KyMeHTOB ApxuBHoro gouaa Poccuiickoii
Penepannu, HAXOAAUMXCA HA BPEMEHHOM XPAaHEHUH, ITPOBEICHUE NTACTIOPTU3ALUN
apXUBOB OpPraHU3aLINM;

- OBBIIICHHE KBATH(HUKAIMKA PAOOTHHUKOB apXHMBHBIX U JAEIOMPOU3BOICTBEHHBIX
CITy k0.

ApXMB MOXET OKa3bIBaTh OPraHU3aLMsIM IUIATHBIE YCIYTU U OCYLIECTBIIATH pabOThI
10 00ECIIEYEHHUIO COXPAHHOCTH JJOKYMEHTOB, OTOOPY M MOJATOTOBKE TOKYMEHTOB K
nepenaye Ha MOCTOSTHHOE XpaHeHHe, pa3pad0TKe HOPMATUBHO-METOINYECKUX
JIOKYMEHTOB I10 BOIIPOCaM apXHWBHOI'O JIEJIa U OpTraHU3alUU JOKYMEHTOB B
JIEJIOTIPOU3BOJICTBE, MOBBIICHUIO KBATM(DUKAIIMN paOOTHIUKOB apXUBHBIX U
JIEJIOTIPOU3BOICTBEHHBIX CITYkO U Jp.

6.2.1. MeTtonnueckasi TOMOIb U KOHTPOJIb 32 OpraHu3aluen JOKYMEHTOB B
JIEJIONPON3BO/ICTBE

ApXI/IB OKa3bIBACT MCTOANUYCCKYIO H IIPAKTUYICCKYIO ITIOMOIIb OPTraHU3alusIM B
MMOATOTOBKC HOPMATHBHO-MCTOJJUYCCKUX IOCOOUI 10 OpraHu3anu 1OKYMCHTOB B
ACIOMPOU3BOJACTBE U X BHCAPCHUMU. ApXI/IB COBMCCTHO C OpraHm3alusaMun:

- paccMaTpruBaCT U TOTOBUT K COITIACOBAHUIO COOTBCTCTBYIOIIINM OpTraHaM
YIIPABJICHHUA apXUBHBIM ACIIOM HMJIN COTJIACOBBIBACT B COOTBCTCTBUU C
MpCaAOCTABIICHHBIMU CMY IMOJTHOMOYMAMHU HHCTPYKIHUH 110 JCITOIIPOU3BOACTBY,
TUIIOBLIC, MTPUMEPHBIC, KOHKPCTHBIC HOMCHKIIATYPBI J1CJI;

- IPOBOJIUT COBEINAHUS, CCMHHAPHI U KOHCYJIBTAIIMHU TI0 0OMEHY OTIBITOM, BHEAPEHUIO
rOCy/apCTBEHHBIX CTAaHAAPTOB HA JJOKYMEHTAIIUIO, CUCTEM JOKYMEHTAIMOHHOTO
oOecrieueHus: ynpaBiCHUsI.

[Ipy MOATOTOBKE K COTJIACOBAHUIO HHCTPYKIMHI 1O I€ITONPOU3BOJICTBY U
HOMEHKJIATYp JeJ apXUB MPOBEPSIET UX COOTBETCTBHE TPEOOBAHMIM
rOCyJapCTBEHHBIX CTAHJIAPTOB Ha JOKYMEHTALIUIO, TUTIOBBIM MHCTPYKIHSIM

0 JIEJIOTIPOU3BOICTBY, MpaBujiaM pabOThl apXHUBOB rOCYJaPCTBEHHBIX OPraHU3aLUH.



HomenkiaTtypsl €71 COTJIAaCOBBIBAKOTCS ¢ OPraHAMU U YUPEKICHUSIMU CUCTEMBI
DdenepaibHOM apXUBHOMU CTy>k0b1 Poccuu B citydae CyImecTBEHHbIX H3MEHEHU I
OCHOBHBIX (YHKITUH, 33724, CTPYKTYPBI OpTaHU3aIMH, HO HE pPeXKe, YeM OJHH pa3 B
IIATh JIET.

ApXI/IB OCYHECTBJIACT KOHTPOJIb 3a OpFaHI/ISaHI/Ieﬁ AOKYMCHTOB B ACJIOIIPONU3BOJACTBEC
OpFaHI/I3aHPIﬁ - HICTOYHHUKOB KOMIUICKTOBAHHA B XOA€ IIPOBCACHNA KOMIIJICKCHBIX U
TEMATUYCCKUX ITPOBECPOK.

6.2.2. Koutpos 3a 0TOOPOM JOKYMEHTOB, MOJUIEKAIIHNX Tepeaue Ha MOCTOSHHOE
XpaHEHHe, YIOPsI0UeHUEM JOKYMEHTOB I10 JTUYHOMY COCTaBY U 00eCIeYeHUEM UX
COXPAHHOCTH.

KouTpons 3a obecrieueHueM COXpaHHOCTH JOKYMEHTOB ApXUBHOTO (oHIA
Poccuiickoit deaeparmu, oTOOPOM | Mepeaadeii UxX Ha IMMOCTOSHHOE XpaHEHUE,
OCYLLIECTBJISIETCS. ApPXUBOM B XO/I€ IPOBE/ICHUSI KOMILJIEKCHBIX, TEMATUYECKUX U
KOHTPOJILHBIX MTPOBEPOK AEATEIHHOCTH aPXUBOB Opranu3aiuii. Pe3ynbratel mpoBepok
C TIPETIOKEHUSAMH 10 YCTPAHEHUIO BBISBIICHHBIX HEJJOCTATKOB JIOKJIAABIBAIOTCS
PYKOBOJICTBY OpraHU3aLUu.

Apxus:

- YYaCTBYET: B MOJAITOTOBKE MPEJJIOKEHUH TI0 COBEPIIIEHCTBOBAHUIO paOOTHI apXUBOB
OpraHM3aIiid, HOPMAaTHBHO-METOINYECKUX TOKYMEHTOB IO OPTaHU3AINH PA0OTHI
apXHBOB, OTOOPY TOKYMEHTOB Ha MOCTOSTHHOE XpaHEHNE, 00CCTICYCHUIO UX
COXpPaHHOCTH;

- paccMaTpuUBaeT U FOTOBUT K COIJIACOBAHUIO BBILIECTOSIIUM OPIraHOM YIIPABIICHUSA
APXUBHBIM JIEJIOM WJIH COTJIACOBBIBAET B COOTBETCTBUM C NPEAOCTABICHHBIMU EMY
MOJITHOMOYHMSIMH TTOJIOKEHUs 00 apxuBax opranuzanuil. [lomoxenus 06 apxuBax
OpraHMu3alri TOTOBSATCSA HA OCHOBE COOTBETCTBYIOLIMX NPUMEPHBIX MTOJIOKEHHUI,
YTBEPKIAEMBIX OPraHOM YIPABJICHUS! aPXUBHBIM JEJIOM;

- paccMaTpHUBaET, YTBEPKAAET WM rOTOBUT K yTBepxkAcHUI0 JIIK oprana
YIIPABIICHUS APXUBHBIM JIEJIOM TOJIOBBIE Pa3/IEibl ONUCEH e, JOKYMEHTOB
ITOCTOSTHHOTO XpaHeHus. [locne yTBepKIeHUs OIUCH €€ IEPBBIN DK3EMILISAP
IepeaeTcs B Ka4eCTBE KOHTPOJIBHOIO B APXUB;

- COTJIACOBBIBAET WJIM TOTOBUT K coriacoBanuto DIIK rogoBbie pazaensl onucen aemn
0 JIMYHOMY COCTaBY, aKThl O HEMCITPABUMOM IMOBPEKICHUN TOKYMEHTOB, yTpaTe
JIOKYMEHTOB;

- pazpabatsiBaeT u cornacoBbiBaeT ¢ DIIK rpaduku npencraBnenus onuceit ne,
JIOKYMEHTOB TOCTOSIHHOTO XPaHEHUS;



- OKa3bIBACT OPraHU3allMOHHYIO U IIPAKTHYCCKYIO ITIOMOIIb OPTaHU3alusM I10
IMOATr0OTOBKC M IICpCAadYC NOKYMCHTOB Ha ITOCTOAHHOC XPpaHCHUC U 110 APYI'MM
HaITpaBJICHUAM JACATCIbHOCTHU apXHWBOB OpFaHHSaHHﬁ;

- pa3zpabaThIBaeT U OPraHU3yeT BHEIPEHUE METOIMYECKIX MTOCOOUIA IO BOIIpOcam
aboTBI apXUBOB OpraHu3aluii;
b

- KOHTPOJUPYET COBMECTUMOCTb U MPEEMCTBEHHOCTh CO3/1aBAEMOT'0 apX1UBaMHU
OpraHM3alliid YYETHO-CIIPABOYHOTO anmnapara K JOKyMeHTaM ApXuBHOTO (oHIA
Poccuiickon @enepanyu, B TOM YHCIE COBMECTUMOCTD aIlllapaTHOTO U
MPOrpaMMHOTO oOecTieueHns 0a3 TaHHBIX.

6.2.3. BSaHMOHeﬁCTBHC C OKCIICPTHBIMHU KOMUCCHAMU Opl"aHI/ISaIlI/If/'I - HICTOYHHUKOB
KOMIIJICKTOBAHUs apXHUBa

ApxuB:

- OKa3bIBaCT MOMOIIIb B pa3padoTke nonoxkenuii o [I1IK (OK) opranuzanui,
HOPMATUBHO-METOJAMYECKHUX JOKYMEHTOB, PETJIaMEHTUPYIOIINUX UX PadoTy;

- cornacoBeiBaeT nmonoxkenus o 9K (OK), ecu Takue moasHOMOYHS TTPEAOCTABICHBI
€My OpPTaHOM YIIPaBJICHUS apXHUBHBIM JICJIOM;

- yaactByeT B pabote LIOK (OK) opranuzanuii - HICTOUHUKOB KOMIUIEKTOBAHUS;

- OKa3bIBaCT METOJUYECKYIO U MPAKTHYECKYIO IIOMOIIb B TIOJITOTOBKE IOKYMEHTOB,
norexkamux paccmorperuto [[IK (3K);

- B clly4ae He0OXOAMMOCTH opranu3yeT coBmecTHbIe 3acenanus ¢ [[IK (OK)
OpraHu3aluu;

- 3aCJIyIIIMBAET 10 COTIIACOBAHUIO C BBHIMIECTOSAIIUM OPTaHOM YIIPABIICHUS apXUBHBIM
nenom otuetsl [{OK (OK) oprannzanuii 06 or6ope 10KyMEHTOB Ha MOCTOSTHHOE
XpaHeHue, IPOBEICHUN HKCIIEPTU3bI IIEHHOCTH JOKYMEHTOB, 00€CTIeUeHNN
COXPaHHOCTH JJOKYMEHTOB U JPYTHUM BOTIPOCAM.

6.2.4. Benenre rocyJapCTBEHHOTO y4eTa JOKyMEHTOB ApXUBHOTO (oH/Ia
Poccuniickoit @enepanuu; MpoBEACHUE MACIOPTU3ALUN APXUBOB OpPTraHU3alNN

6.2.4.1. ApxuB BeIeT TOCYIapCTBEHHBIN y4eT JOKYMEHTOB, XPAHSIIUXCS B apXHBaX
OpraHu3alri - UICTOYHUKOB KOMIUJIEKTOBAHUS B COOTBETCTBUU C PernmamenTom
TrOCYJapCTBEHHOTO y4eTa JOKyMeHTOB ApxuBHOTO (oHma Poccuiickoii deaepanmu
1o cieayromuM GgopmaM, ycraHoBlIeHHbIM DeepalibHON apXUBHOU CITy>KO0M
Poccuu:

- OIKCH JIeJl, JOKYMEHTOB MOCTOSHHOTO XpaHeHus (nmpuioxeHus N 30-30x),
yTBepxkieHHble OIIK;



- IACTIOPT apX1Ba OPraHU3alUH, IPEJICTABISEMbIN B COOTBETCTBUU C COCTABOM
JIOKyMEHTOB B apXMB IO COCTOSIHUIO Ha 1 1eKkaOpsi OTYETHOTO rojia.

Vet apxuBHBIX (DOHIOB, TOKYMEHTOB, XPaHSIINXCA B apXUBaX OpraHu3aliuii -
MCTOYHUKAaX KOMILJIEKTOBAHUS, BEJIETCS B ApPXUBE LICHTPAIU30BAHHO
COOTBETCTBYIOILUM CTPYKTYPHBIM MOJPA3AEICHUEM WIH PAOOTHUKOM,
OTBETCTBEHHBIM 32 3Ty pabOTy, U PEerJaMEeHTHUPYETCS MIPUKA30M JUPEKTOPA apXHUBa.

6.2.4.2. ApxuB opraHusyeT exxeroaHoe npeacrasieHue Kk 30 qekadpsi OTYETHOTO rojia
OpraHM3alMsIMH - ICTOYHUKAMH KOMIUIEKTOBAHHUS MACIIOPTOB apXUBa MO COCTOSTHUIO
Ha | gexabps TeKyIero roja.

[TacniopTu3anus npenycMaTpUBacT:
- PacChbUIKY B OpraHHU3aliy 0JIAaHKOB MACHOPTOB B 2-X IK3EMILISPAX;

- IPOBCACHNC CCMHUHAPOB, COBECIIIAHMIH C JMaMu, OTBCTCTBCHHBIMU 34 apXHBBI, 110
3aIIOJIHCHHIO ITaCIIOPTOB M PE3YyJIbTAaTaM IIaCIIOPTU3ANH,

- HIOATOTOBKY MCTOANMYCCKUX IMoCcOOMHi T10 3aIT0JTHCHHIO NacCriopToB;

- OKa3aHWE OPTraHU3alHsIM MPAKTUYECKOU IMTOMOIIM B COCTABJIEHUH TACTIOPTOB,
MPOBEPKY MPABUIBHOCTH 3aIOJIHEHHUS;

- AHAJIMU3 PC3YJIbTATOB MACIIOPTHU3aAlUN.

ApXUB B CPOKH, YCTAaHOBJICHHbIE PeriaMeHTOM rocy 1apCTBEHHOTO y4eTa JIOKYMEHTOB
ApxuBHoro ¢onaa Poccuiickoit denepaiinu, Ha OCHOBE NPECTABIISIEMBIX
OpraHu3alysIMH TAaCIOPTOB APXMBOB OPraHU3ALMI U APYTUX YUYETHBIX TOKYMEHTOB
coctaBiisieT CBEJIEHHS O COCTOSIHUM XPaHEHHUsI TOKYMEHTOB B OpraHU3alusx -
MCTOYHMKAaX KOMILUIEKTOBAaHUA apxuBa Ha 1 aexaldps ... roga (npunoxenue N 2) u
IIPECTABISET UX B BBIUIECTOSAIMI OpraH yIIPaBJIeHUs ApXUBHBIM JIEJIOM.

6.2.4.3. ApxuB Benet yueT yreepxaeHHbIx JIIK onuceld nen, JOKyMEeHTOB
MTOCTOSTHHOTO XpaHEHUs, MOSAUHUYHBIN U CyMMapHBI yUYeT el U I0KYMEHTOB,
XPAHALIUXCS B apXUBAX OpraHU3alui - MICTOYHUKOB KOMIUIEKTOBAHMSI, HA OCHOBE UX
OIIMCEM.

6.2.5. [1oBeilieHre KBaMPUKALUK PAOOTHUKOB apXUBHBIX U I€TIONPOU3BO/ICTBEHHBIX
CITy X0

ApXMB COBMECTHO C OpPraHOM YIIPaBJIECHUS apXUBHBIM JI€JIOM U IPYTUMU
OpraHM3alMsIMH UM CAaMOCTOSITENIBHO OPTaHU3YET MOBBIILIEHUE KBATH(PUKALIIH
pabOTHUKOB apXMBHBIX U JAEIONPOU3BOICTBEHHBIX CIIy>KO OpraHu3alui,
IpecenaTesien v YIEHOB SKCIIEPTHBIX KOMUCCHUM.

OCHOBHBIMH (pOpMaMH MOBBIILIEHUS KBATU(PHUKAIIUH SIBIISIOTCA:



- IOCTOSIHHO JIEHCTBYIOIINE KYPChl 1 CEMUHAPHI OBBIIICHUS KBAIM(DUKAIUY;

- pa30BBIE CEMUHAPBI IPU APXUBAX WUJIM OpraHax yIPaBICHUSA apXUBHBIM JEJIOM IS
OTpEICICHHBIX TPYMI PAOOTHUKOB.

6.2.6. [lopsiok paboOThI ¢ OpraHU3aALMSIMHU, KOTOPBIM MPEA0CTABICHO MPABO
JIENO3UTaPHOr0 XpaHEHHsI IOKYMEHTOB

ApXUB OpraHu3yeT CBOIO pabOTy ¢ OpraHU3alMUIMU, UMEIOIIMMHU ITPABO
JENO3UTAPHOI0 XPAHEHUSI IOKYMEHTOB, HA OCHOBaHUM U B pa3Butue CornaneHuii,
3axnroueHHbIX DenepanbHON apXUBHOMU Ci1y»)00i Poccuu ¢ cOOTBETCTBYIOIIUMHU
(benepanbHBIMU OpraHaMH UCIIOJIHUTEIBHOMN BIIACTH.

6.2.7. Ilops10K B3aUMOOTHOILIEHUI apXHBa C HETOCYJapCTBEHHBIMH OpPraHU3alusIMu
U PU3NYECKUMHU JTUIIAMHU-COOCTBEHHUKAMU JOKYMEHTOB

ApXUB B3aMMOJICHCTBYET C HErOCYIapCTBEHHBIMU OPTraHU3alUsIMU U (PU3NIECKUMHU
JUIAMU-COOCTBEHHUKaMU JOKYMEHTOB Ha OCHOBAHMHU COTJIaleHus (1oroBopa). B
COOTBETCTBHH C YCJIOBUSIMH COTJIAIICHUS (JOTOBOPA) apXUB MOKET OKa3bIBATh
HETOCYJIaPCTBEHHBIM OPraHU3aIUsIM HEOOXOAUMYI0 METOJMUECKYIO U MPAKTUYECKYIO
MOMOIIb B TOCTAHOBKE JCIONPOM3BOJICTBA U OPTaHU3AIMH PAOOTHI
HEroCyJapCTBEHHOTO apXMBa, a TAK)KE B3aUMOJICUCTBOBATh C HUMH 10
HaNpaBIEHUSIM, U3JI0KEHHBIM B mil. 6.2.1-6.2.5.

6.2.7.1. ApxuB OpraHu3yeT rocy/1apCTBEHHBIN YUET TOKYMEHTOB, 00pa30BaBUINXCS B
JEATENBHOCTH HETOCYIAPCTBEHHBIX OPraHU3alli B ITOPAJKE, YCTAHOBICHHOM
PermameHTOM rocyaapCTBEHHOTO y4eTa JOKyMeHTOB ApxuBHOTO oHma Poccuiickoi
denepanuu.

6.2.7.2. I1o npocb0e COOCTBEHHUKOB HETOCYTAPCTBEHHBIX aPXHUBOB U aPXHUBHBIX
JIOKYMEHTOB apXHUB OKa3bIBAE€T UM COJICUCTBHE B COXPAHEHUH, KOMILJIEKTOBAHUU U
MCIOJIb30BAaHUH MX JJOKYMEHTOB Ha JOTOBOPHOM OCHOBE. Takue apXuBbl OepyTcs Ha
y4eT KaK BO3MOXHbIE ICTOUHUKU KOMIUIEKTOBaHUS apXUBa.

ApXUB IPUHUMAET MEPHI JIJIs1 COXPAHEHHSI HETOCYIapCTBEHHBIX apXUBOB, TOKYMEHTBI
KOTOPBIX MOTYT ObITh OTHECEHBI K cOCTaBy ApxuBHOro (hoHaa Poccuiickoit
denepaluy B CIy4yae yrpo3bl UX COXPAaHHOCTH, B TOM YHUCJIE B ClTydae JUKBHUIALNUN U
OTCYTCTBHUS 3aKOHHOTO HACIIEHUKA WU MPABOIIPEEMHUKA.

6.2.7.3. Ilpu 3axiI04eHUH COTJIAIEHUH (IOTOBOPOB) C HErOCYAapCTBEHHOM
opraHu3alyen (Herocy1apCTBEHHBIM apXHUBOM) HEOOXOAUMO YUUTHIBATD, YTO
JIOTOBOP MOXKET OBITh 3aKJIFOUEH KaK Ha KOMIUIEKCHOE BBIMTOJTHEHUE apXUBOM padoT U
YCIIYT B 00JIaCTH apXUBHOTO JieJia ¥ ISJIOMPON3BO/ICTBA, TaK U HA BBHIMOJIHCHHUE
OTJIETBbHBIX BUJIOB paOOT U YCIIYT, B KOTOPBIX OPraHU3alus 3aMHTEPECOBaHA.

6.2.8. Yuer paboThI C apXxHUBaMU OpraHU3alun



Ha xaxxayto opranu3anuio - MCTOYHUK KOMIUIEKTOBAHUS BeAETCsl HAOII0JaTeIbHOE
neno. B Hero BKIIIOYArOTCSl JOKYMEHTHI, XapaKTepu3ylolue padoTy apXuBa U
OpraHU3alUIo0 IOKYMEHTOB B JAEJIONPOU3BOJICTBE (KOIMU IPUKA30B OPraHU3ALUU 110
3TUM BOIpocam, nonoxkenus o6 apxuse, LIOK, DK, unctpykuuu no
JIEJIONIPOU3BOICTBY, MaTEpPHAIbl IPOBEPOK U JIp. JOKYMEHTHI). B 1ensx yuera paboTsl
apxuBa C OpraHU3alUsIMU MOTYT CO3/1aBaThCsl YUETHO-CIIPABOYHbBIE KAPTOTEKHU U 0a3bl
JAHHBIX.

Pasnen 7. OIMCAHWUE APXUBHbIX JOKYMEHTOB 1 HAYYHO -
CIIPABOYHBIN AITITAPAT K JOKYMEHTAM APXUWBA
7.1. TloHATHE, YPOBHU U 3JIEMEHTHI ONKUCAHUS TOKYMEHTOB

HOI[ OIMMCAHUEM JOKYMCHTOB ITIOHUMACTCA:

- IPOIIECC CO3/IaHUs BTOPUYHON JOKYMEHTHON MH(GOPMAIIMH ITyTEM aHATUTHUKO-
CUHTETUYECKOU nepepaboTKu NMEePBUYHON HH(OpMALINH, COAepKAILIEHCS B
JIOKyMEHTaX, ¥ U3BJICYCHUSI HEOOXOIMMBIX CBEICHUN U3 YUETHBIX U IPYTUX
JIOKYMEHTOB apXHBa C LEJbI0 CO3/1aHus UH(DOPMAIIUU O JOKYMEHTaX IS
JAJIbHEUIIIEr0 TIOMCKA U MHOTOACTIEKTHOTO UCTIOJIb30BAHMS;

- COOCTBEHHO BTOpHUYHAs JOKYMCHTHAsA I/IH(bOpMaI_[I/ISI 0 COCTaBC U COICPIKAHUU
JOKYMCHTOB, CIIPAaBOYHBIC JAHHBIC, 4 TAK)XKC CBCACHU 00 ux q)HSHKO-TeXHH‘leCKOM
COCTOSAHMH, YCIIOBHUAX NJOCTYIIA U T.II.

7.1.1. OCHOBHBIE TPUHIUITBI MHOTOYPOBHEBOI'O OMUCAHUS

Onurcanue TOKYMEHTOB apXHBa MMPOBOJMUTCS HA TPEX OCHOBHBIX YPOBHSIX B
COOTBETCTBHH C OpTaHU3AIMEN ero JOKyMEHTOB: (DOH/I, €AMHUIA XPAaHSHUS, €AMHULIA
yudera, JoKyMeHT. [Ipu 3ToM equHuIei onrcanusa 1 00bEKTOM ONMCAHUS SIBISETCS
dboHa, eqUHUIA XPAaHEHUs, CAMHHIIA YIeTa, TOKYMEHT.

HpI/I HCO6X0):[I/IMOCTI/I MOTYT BBOJAUTLHCA JOIIOJIHUTCIbHBIC OOBEKTHI OIMMCAHUS:
rpyIia (I)OHI[OB, OIINCh, KOMIUICKT, I'pyIlia JOKYMCHTOB, YaCTb JOKYMCHTA.

OCHOBHBIMM MPUHLXIIAMA MHOTOYPOBHEBOTO OMMCAHUS SIBJIIOTCS: COOTBETCTBUE
uHGOpPMAIUU YPOBHIO €IMHHIIBI OMMCAHUS; B3aUMOCBSI3b U B3aUMO/IOMOTHSAEMOCTD
uH(GOpMAINH PA3IMYHBIX YPOBHEW OMHUCAHUS; HETIOBTOPSEMOCTh
(HemyOIMPOBAaHHOCTD) MH(OPMAIIUHU B OTMIMCAHUSIX PA3HOTO YPOBHS.

7.1.2. Di1eMeHThI ONUCAHUS

OmnucaHne UMEET CBOIO CTPYKTYPY M COCTOUT U3 OTAEIbHBIX 2JIEMEHTOB, KOTOPHIE
MOMEIIAIOTCS] B COOTBETCTBYIOIIKE pa3esbl (0a3bl JaHHBIX) HHTETPUPOBAHHOM
uHGOPMAITMOHHOM crucTeMbl apxuBa (cM. 1. 3.6). [loxydyennas Takum oOpazom
COBOKYITHOCTb JJaHHBIX UCIIOJIb3YETCSI B TOM YHUCIIE B KAYECTBE
aBTOMATH3MPOBAHHOTO HAYYHO-CIIPABOYHOTO armapaTta, A1 pOpMHUPOBaHUS psaa
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YYETHBIX JTOKYMEHTOB, [IPY CO3/IaHUH Iy TEBOJUTENIEH U IPYTUX TUIIOB apXUBHBIX
CIIPAaBOYHUKOB, [IEPEUHEH.

DJIEMEHTHI OMMCAHUS COCTABJISIIOT CJIEIYIOUIUE TPYNIbl: HH(OPMAIIUS IO
uaeHTU(UKAIKUY, HTHPOPMAIHS 10 UICTOpUU 00pa30BaHMsl U XpaHeHUs], uH(OopMaLus
0 COCTaBe U coJiep>KaHuu, nHpopMalus 00 yCIOBHUIX JOCTYIA U UCIIONIb30BaHMUS,
JOTIOJTHUTENIbHASI HHPOpMAIIHSI.

Nudopmarus o uaeHTUGUKAIIANA STUHUALIBI OTTMCAHUSI BKIIFOYACT CJICIYIOIINE
2JICMEHTHI: HANMEHOBaHue (Ha3BaHue (POH/IA, CTPYKTYPHOU YacTH
dbonm000pazoBares, 3aroJIOBOK €AMHUIIBI XPaHSHUS, SUHUIIBI YIETa,

JIOKYMEHTA); CIIPABOYHBIC JaHHBIE, COCTOSIINE U3 TTOMCKOBBIX JAHHBIX (aPXHUBHOTO
mudpa), oo0beMa eUHUIIBI ONTUCAHUS, KpaHHUX JaT (1aThl CO3/IaHUs) JOKYMEHTOB B
€AMHUIIC ONTMCAHUS; BUJl HOCUTENS HH(DOPMALIUH.

HNudopmarus 1o uctopuu 00pa3oBaHUs U XpPaHEHUS €IUHUIBI OTIHCAHUS COJIEPIKUT
CJIeIYIOIME DJIEMEHTHI: CBeZIeHHs 0 (poHm000pa3oBaTene (ucTopus
dbonm000pazoBarens); CBEACHUS MO UCTOPUN XPAHEHUSI IOKYMEHTOB JI0 TIpUeMa B
apXxuB U B apxuBe (UcTopus GoHa).

HNudopmarus o coctaBe u COAepKaHUK €IUHHIIBI ONMCAaHUs (aHHOTALIKS) BKIIOYAeT
Ha yYpoBHE (DOH/Ia - CBEJIEHUS O COCTABE U COJAECPKAHUM IOKYMEHTOB (POHJIa, HA
YPOBHE €IUHUIIBI XPAHEHHUSI, €IMHULIBI YUeTa U IOKYMEHTA - CBEJACHUSI O COJIEPKaHUH,
KOTOPBIE HEJIb3$ ONPEAEIIUTD 10 3ar0JIOBKY.

HNudopmarust 00 yCcI0BUAX AOCTYIA M UCIIOJIb30BAHUS €IMHUIIBI OTUCAHUS COCTOUT
U3 CJIEYIOIINX 3JIEMEHTOB: YCIOBUS 10cTyna (KOH(UICHIIMATBHOCTh, CEKPETHOCTb,
MOPSAIOK TOJIb30BAHUS ); aBTOPCKHE MPaBa, yCIOBUS PEIPOYIIUPOBAHUS U
MCIIOJIb30BAHUS; A3bIK IOKYMEHTOB; (PM3MUECKHUE XapaKTEPUCTUKH, BIMSIOUIUE HA
BO3MOKHOCTbH HUCITOJIb30BaHusT; Hannuue Gouaa nonb3oanus; HCA k enunuie
OTIMCaHMsI, MOPSAOK JOCTYTIA U MOJIb30BAHUS UM; TTOAJTUHHOCTH/KOMTUHHOCTD, CTETICHb
COXPaHHOCTH, CITIOCOO BOCIIPOU3BEACHMUS, BHEIIIHUE U JPYTHe OCOOCHHOCTH.

B nononHuTEeNnbHYI0 HHPOPMAIUIO BXOIST CISAYIONINE YIIEMEHTHI:
MECTOHAXO0XICHNE OPUTUHAIOB; HATMYUE U MECTOHAXOXKICHHE KOMTUI TOKYMEHTOB,
TEMATHUYCCKH W/WITH TI0 TIPOUCXOXKICHUIO CBSI3aHHBIX C JAHHOUN CIMHUIICH OTIMCAHNUS,
oubnuorpadusi.

7.2. OnucaHue Ha OCHOBHBIX VPOBHSIX

7.2.1. Onucanue Ha ypoBHE (OH/Ia BKIIOYAET CIACAYIONINE AIEMECHTHI: Ha3BaHHUE
donaa (cM. 1. 5.5.1.2), cnpaBouHble JaHHbIE, UH(POPMAIIKIO 10 UCTOPUU 00pa30BaHUS
U XpaHeHus (poHaa, aHHOTaIHIO0, OubIMorpaduio, HHGOPMAaLIKIO 00 YCIOBUSIX
JOCTyTa U UCTIOJIb30BaHMS.

7.2.1.1. CnpaBouHBbI€ JaHHBIE COCTOST U3 MIOMCKOBBIX JAHHBIX (HOMepa QoH/Ia);
obbema (GoH/a B IMHUIIAX XPAHEHUS W/ WIN €IMHUIIAX YUeTa M0 BUIaM


http://www.zakonprost.ru/content/base/part/323774

JIOKYMEHTAIMU; KPaWHUX JIaT JIOKYMEHTOB MO KaKJIOMY BUY JOKYMEHTAIUU;
yKa3aHUsS Ha HAJIMYUE BHYTPUAPXUBHOTO HAYYHO-CIIPABOYHOTO AMIapara.

7.2.1.2. Uudopmanus o uctopuu oopa3zoBaHus U XxpaHeHus GoHaa (McTopuyeckas
crpaBKa K (JOH/Y) COCTOUT U3 UCTOPUH PoHA000pa3oBaTes U ucTopuu GHoH/a.

Hctopust ponnoobpazoBaTelisi BKIIOYAET XapaKTEPUCTUKY UCTOPUUECKHUX YCIOBUN
BO3HMKHOBEHUS OpraHU3alliy, Ha3BaHUE OpraHu3alMU-IPeIIIECTBEHHUKA, B
XPOHOJIOTUYECKOM MOCIIEI0BATEIbHOCTH BCEX PEOPTaHU3ALNIN CIETYIOIINE CBEICHUS:

- AaThbl CO3aHUNA, Hp606p330BaHI/I$[ W JTJUKBUJAIWH OpTraHu3anuu CO CCBIJIKOM Ha
3aKOHOJATCIbHBIC aKThI WJIN PACIIOPAAUTCIIBHBIC JOKYMCHTEI; HA3BAHUC
OpraHu3alUuu-IIPECMHHNKA,

- 3aJa4u U (bYHKL[I/II/I OpraHu3aluu 1 UX U3MCHCHUA,

- MacIITad AeaTebHOCTH OPTaHU3aIliH, COCTAB CUCTEMBI TI0JIBEIOMCTBEHHBIX
OpraHU3alui;

- MECTO OPraHU3aLUU B CUCTEME I'OCYIAPCTBEHHOTO aIlapara, JKOHOMUYECKOM,
00I111eCTBEHHO-TIONUTUYECKOM, KYJIbTYPHOU U IPYTOH KU3HU;

- I3MCHECHUS B Ha3BaHUH M TIOTYMHEHHOCTH OPTaHU3aINH;
- CTPYKTypa OpraHu3aIlii U €€ N3MEHEHHUS.

Uctopus pormoodpazoBaTens ais GoHIA TAIHOTO MPOUCXOKICHUS COCTOUT U3
KpaTKuX OMOrpauIecKuX MaHHBIX ((haMuITus, UMsI, OTYECTBO, IICEBJIOHUM, JICBUYbS
dbamwHs, 1aThl KU3HH, MPpodeccus, TaHHBIC O CTyKeOHOW U 00IIECTBEHHON
nesaTenbHoCcTH). [l ceMeliHOTo, poA0BOro (hoHIa aHAIOTUYHBIC CBEACHUS JTAFOTCS 110
CTETICHU POJICTBA O KaKJIOM M3 JIMII IocieaoBareabHo. Ha honm, cocTosimmii n3
JIOKyMEHTOB HECKOJILKHX JIUI], CBI3aHHBIX TBOPYECKOM JIEATEILHOCTHIO, aHAJIOTHYHBIC
CBEJICHUS JAIOTCS O KaXKJIOM M3 HHUX B all(paBUTHOM MOPsAKE (haMHITUH.

Ji1s 00beAMHEHHOTO apXMBHOTO (DOH/IA MOYKET COCTABIIATHCS 00IIast HCTOPHUS
dbonm000pazoBareneii.

Uctopus poHma BKIIOYAET CIASAYIONTUE CBEICHMUS:

- JlaTa TIEPBOTO MOCTYIUICHUSI JOKYMEHTOB (DOH/1a B apXUB, UX 00BbEM U KpailHHe
JIaThl;

- U3MEHEHUS B COCTaBe U 00beMe (POH/Ia U UX MPUUUHBI (IPOBEICHUE IKCIIEPTU3bI
[IEHHOCTH, yTPAaThl, HE3aJOKYMEHTUPOBAHHBIC TTEPUOJIbI);

- CTCIICHb COXPAaHHOCTHU JOKYMCHTOB,



- 0C00eHHOCTH (HOPMUPOBAHUS, ONTMCAHUS M CUCTEMATHU3AIIUU JOKYMEHTOB, CBEIACHUS
0 HAJIMYMUH JIOKYMEHTOB, BBIXOISIINX 32 XPOHOJOTUUECKUE TPpaHUIlbl POH/A;

- CBEJICHUS O HAIMYUU JOKYMEHTOB (POHI000pa3oBaTess (B TOM YHUCIE IO TUYHOMY
COCTaBY), HAXOASIIUXCS B COCTaBe APYrux (POHIOB WU apXUBOXPAHUIIMIL, K MECTaX
UX XpaHEHUS;

- CBEJICHUSI O HAJIMYMH JOKYMEHTOB JIPYTHX OpraHu3anuii win juil ((GoHI0BbIE
BKJIFOUCHHS);

- COCTaB Hay4HO-CIIPABOYHOTO armapara K GoHy.

Hcropuueckast cripaBka JIOMOJHAETCA MPU AaTbHEUIIIEM TIOTIOTHEHUH (POH[IA, a TaKXKe
B CJIy4ae peopraHu3aluy, U3MEHEHUs CTPYKTYpbl, GyHKUUN poHI000pazoBaTens u
T.J.

I[JIH apXPIBHOﬁ KOJUICKOUH YKA3bIBAIOTCA CBECACHUA 110 UICTOPUHU €€ CO3aHNA, B TOM
YMCJIC O BPECMCHH, YCIOBUAX, MIPUYIKMHAX CO3AAHMA, IIPUHIOUIIAX ITOCTPOCHH:A, 4 TAKIKC
MCCTOHAXOXXJACHHNHN KOJUICKIINHU 0 IMOCTYIUICHUA B ApXHB, YKA3bIBACTCs €C
COCTaBHTCIIb.

7.2.1.3. AHHOTaIMs BKJIIOYAET B ce0s KpaTKy0 OOOOIICHHYIO XapaKTEPUCTUKY
COCTaBa IOKYMEHTOB MO CTPYKType (OHAA U TI0 BUAAM TOKYMEHTOB, COJICPKAHUS
JIOKyMEHTOB T10 TEMaM, BOIIPOCaM, OTPAKAIOIINM HAMPABIEHUS IS TEIbHOCTH
dbon0006pazoBares ¢ ykazaHuEM XPOHOJIOTUU TeM U 0003HAYEHHUEM UX
reorpadu4yecKkux (aIMUHUCTPATUBHO-TEPPUTOPHAILHBIX ) TPAHHUIL.

7.2.1.4. bubnuorpadus BKIIOYAET CIUCOK OMyOIUKOBAHHBIX M HEOyOJINKOBAHHBIX
CIIPABOYHUKOB 10 ()OHIY U JOKYMEHTAJIbHBIX IyOIUKAIIMiA, BHITTOJIHEHHBIX HA €r0
OCHOBE.

7.2.1.5. YcnoBus n0cTyna M UCMIOJAb30BaHUS - CM. 1. 7.1.2.

7.2.2. Onucanue Ha YpOBHE €AMHMIIBI XPAHEHUS, €AMHUIIBI yU€Ta BKIIOYAECT:
Ha3BaHue (OHJIA; HA3BaHUE CTPYKTYPHOU YacTh (HOHI000pa30BaTesl; 3ar0JIOBOK;
CIPaBOYHBIC IAHHBIC; BU HOCUTENS HH(pOopManuu; nHGopMaIuio 00 yCIoBHIX
JIOCTYIIA ¥ UCTIOJIb30BAHMUS.

3aroJI0BOK MOXET JOMNOJIHATHCS aHHOTAMEH OTAECIbHBIX JOKYMEHTOB WUJIU TPYIIIIbI
JIOKYMEHTOB.

7.2.2.1. 3aron0BOK €IMHULIBI XPAHEHUS YIPABIEHYECKON TOKYMEHTALIMU U
JIOKyMEHTOB JIMYHOTO MPOUCXOKICHUS BKIIOYACT HAMMEHOBAHHUE BUIa €TUHUIIBI
XpaHeHUs Wi BuAa (Pa3HOBUIHOCTH) JOKYMEHTOB; OpTaHU3alMsl, T0JKHOCTh W/ WIH
(baMUIUIO0 U UHUIUABI JIUIA, KOTOPOMY aIp€COBaHbI UM OT KOTOPOTO MOIYYEHbI
JIOKYMEHTHI (aJjpecat, KOPPECIOHICHT); BOMIPOC WIIH MPEAMET, COObITHE, (HAKT, UMS, K
KOTOPOMY OTHOCHTCSI COJIEp>KaHNe JOKYMEHTOB €IMHUIIBI XpaHEHUS; HA3BaHHUE
MECTHOCTH, C KOTOPOH CBSI3aHbI COJIepKaHUE IOKYMEHTOB JieJia, aBTOp, aJpecaTr Win



KOPPECMOHACHT JOKYMEHTOB; aThl COOBITUH. J[OMyCcKalOTCs TaKue dJIEMEHTHI
3aroJioBka kak "ABTop He ycTaHoBJeH", "0e3 natel", "He paHee... I.".

3aroJioBok KHHOBHACOAOKYMCHTA BKJIIOYACT aBTOPCKOC HA3BAHUC (1)I/IJ'IBMa,
CIICIBBIITYCKa, KHHOXXYpPHAJIa, WX HA3BAHUC CO6I>ITI/I$I, OTPa’XCHHOI'O B KMHO- UJIN
TCJICCIOKCETEC, U ATy IIPOU3BOACTBA WK JaTy CbCMKH.

3aroioBoK (JOHOIOKYMEHTA BKIIIOYAET Ha3BaHHE OTPAXKEHHOTO B (POHOJOKYMEHTE
cOOBITHS, MECTO U JaTy COOBITHUS, Ha3BaHUE, XKaHpP PoHOAOKYMeHTa. [Ipu oTcyTCTBUUM
Ha3BaHUs (POHOJOKYMEHTA YKa3bIBA€TCS OCHOBHOE COJIEpP)KaHUE Telle- WU
panuonepenayu, BbICTYIUICHUs, Oecenbl U Jp. 3arojloBOK (POHOIOKYMEHTA,

COJIep KaIlero 3aMuch MPOU3BEACHUS JINTEPATYPhl U UCKYCCTBA, BKIIOYACT Ha3BaHUE
XYJOXKECTBEHHOT'O IPOU3BEICHUS U €0 XKaHp, IEPBYI0 CTPOKY TEKCTa, KOTOpast
3aKJII0YAETCs B KaBBIUKHU, €clii (POHOJOKYMEHTOM SIBIISIETCS] HE UMEIOIIee aBTOPCKOTO
Ha3BaHUS U HE OMyOJMKOBAHHOE PAHEE B IM€UATH IPOU3BEACHHUE; MHUIIHAIIBI U
(haMIIIMK aBTOPOB W/VWIIH HUCTIOJHUATEIEH, 00pabOTKH, MepeIoKeHUs, TEKCTa,
NEPEBO/IA MPOU3BEACHUS, SI3bIK JOKYMEHTA.

3aronoBok (POTOTOKYMEHTA BKIIFOYAET aHHOTAIMIO N300payKeHUs WM Ha3BaHUE
dboToanpboMa, mraduipma, haMIIIHIO aBTOPa, MECTO M 1IaTy ChEMKH.

3aroI0BOK MalIMHOYUTAEMOTO (JIEKTPOHHOT0) TIOKyMEHTA BKIIFOUAET BUJT
npeacrabieHus nadopmaiuu (0a3a NaHHBIX, TEKCTOBBIN (aiin, o poBaHHOE
M300paKeHUE U Ap.) U €€ KpPaTKOe CO/IepKaHUE, aBTOPA WM COCTaBUTEIS
uHdOopMaIH, 1aTy TOKyMEHTA.

7.2.2.2. 3aroa0BOK €IMHHUIIBI XPAHCHUS MOXKET OBITH JIOMOJTHECH aHHOTAITUEeH
OTJIETBHBIX JOKYMEHTOB WJIM TPYMIbl JOKYMEHTOB, HATMUKE KOTOPBIX HEIb3s
OTIPEICIIUTH MO 3aT0JOBKY. AHHOTUPYIOTCSI YHUKAIBHBIE U 0CO00

IIEHHBIE JOKYMEHTHI, JOKYMEHThI OpraHUu3alNi-TIPEAIIeCTBEHHUKOB, JOKYMEHTHI,
coJiep Kallre CBEICHUS 110 JIMYHOMY COCTaBYy, UMEIOIINE 3HAUCHHE 1T UICTIOTTHEHUS
COIMAJILHO-TIPABOBBIX, TEHEATOTUUECKUX U IPYTUX 3aIIPOCOB.

AHHOTaI_[I/ISI K 3arojiIoOBKy CIHMHUIbI XPaHCHUA ynpaBnquGCKOﬁ JOKYMCHTAIUU 1
JAOKYMCHTOB JIMYHOTO ITPOUCXOKACHUA PACKPBIBACT COACPIKAHUC OTACIbHBIX
AOKYMCHTOB, I'pyIIIbl ZOKYMCHTOB CAWMHUIBI XPAHCHUS.

[Ipy aHHOTUPOBAHNU KUHOBUIECOJOKYMEHTOB JAETCs KPATKOE COACPIKAHUE
OTJIENBbHBIX KHHOBUAECOJOKYMEHTOB, OTPAXKAIOIMX HanboJjee 3HaYuMble COOBITHS WU
UX OTJEJIbHBIE MOMEHTBL.

AnHOTanus (HOTOJOKYMEHTA BKIIOYAET KPATKUE CBEJICHUS O MIPEeIMETe, COOBITHH,
dakre, nure(ax), n3oopaxeHHOM(bIX) Ha JOKyMeHTe. [lepeuncnenue n300paxeHHBIX
Ha (OTOJOKYMEHTE JIHII TPOBOAMTCS B TTOCIIEAOBATEIIBHOCTH X Pa3MEIIICHUS CIICBa
HampaBo, cBepXy BHU3. [Ipr HEOOXOMMOCTH BBIJICIICHUS OJTHOTO JIUIIA U3 BCEH
TPYIIBI WIKA IPH HATMYUU CBEICHUH TOBKO O HECKOJBKUX JIUIAX UX PACTIONOKCHHE
Ha JIOKYMEHTE yKa3bIBaeTCs: "'BTOPOM cieBa:" Wi "B LIEHTpe Ipynmsl:".



B annoTtanuu (oHOIOKYMEHTa U3JIaraeTcsi KpaTkoe CoAep:KaHue OTeIbHOTO
JIOKYMEHTA U YKa3bIBAIOTCS: TUII TOJ0CA UCIIOJHUTENS BOKAJIbHOTO IPOU3BEACHMUS;
Ha3BaHUE MY3bIKAJIbHOIO HHCTPYMEHTA, €CIU MPOU3BEACHUE UCTIOIHIETCS OJTHUM
COJIMCTOM; HA3BAHUE MY3bIKAJIbHOTO KOJUIEKTHBA, €CJIM IPOU3BEACHUE UCTIOTHAETCS
HECKOJbKUMH MY3bIKAHTAMM; MTHULIUAJIBI, (DAMIIINS U 3BaHUE XYI0KECTBEHHOTO
PYKOBOJUTENS, IUPUXKEpa U Jp.

7.2.2.3. CnpaBouHbIE JaHHBIC BKIIOYAIOT: IOMCKOBHIE TaHHbIE (HOMep GoHIa, HOMEP
OIKCH, HOMEP €IUHUIIbI XPaHEHHS, €AMHULIBI YUeTa M0 OMKUCH); KpailHHe JaTbhl
JIOKYMEHTOB (J1aTa CO3/1aHUs JOKYMEHTA); 75l ay IMOBU3YaIbHBIX JJOKYMEHTOB -
3anucu (mepe3anucu); 00beM eMHULIBI OTUCAHUS: IS JOKYMEHTOB Ha

OyMa)kHOM OCHOBE - KOJIMYECTBO JIMCTOB; JJIsl KHHOBUI€O(OHOAOKYMEHTOB (B
3aBUCUMOCTH OT BUQ) - KOJIMYECTBO €AUHUI] XPAaHEHUS B €AUHUIIC YUETa, METPAK,
XPOHOMETPAXK, BpeMsi 3By4daHus (B MUHYTAX U CEKyHAAX); A (HOTOTOKYMEHTOB -
KOJIMYECTBO HETaTUBOB, COCTABIISIOIINX €IUHUILY XpaHEHHUSI; IUTIsl POTOATLOOMOB -
KOJIMYECTBO (DOTOOTIIEYATKOB.

7.2.2.4. Bua HocuTenst tHPpOpMaluu: JUIsl yIIPaBICHYECKOW TOKyMEHTAIINH 1
JIOKyMEHTOB JIMYHOTO MPOUCXOXKACHUS - Oymara, KajabKa, IepraMeH, TKaHb U T.J.; IS
¢dboHOTOKYMEHTOB rpaMMOGOHHOM 3anKcH - BUI IPaMMOGOHHOTO OPUTHHAA,
Ha3BaHUE METAIIIA, U3 KOTOPOTO U3TOTOBJIEH WIIM KOTOPHIM MOKPBIT OpUTHHAT (MEIb,
HUKEIb U T.1.); A (OHOJOKYMEHTOB MAarHUTHOW 3aMKMCH - TUTl MAaTHUTHOM JICHTHI;
JUTS BUJCOJJOKYMEHTOB - TUI BUICOTUICHKH; /Ui (POTO- M KHHOJOKYMEHTOB - (hopMat
IUICHKH, [IBETOTepeIada, BUI OCHOBBI; JIJIsl MAIIMHOYUTAEMBIX (IJIEKTPOHHBIX )
JIOKyMEHTOB - JUCKETa, IUCK, JIEHTA U T.II.

7.2.2.5. YcnoBus A0CTyIa U UCTIOJAB30BAaHUS - CM. 11. 7.1.2.
7.2.3. Onncanne Ha YpOBHE JOKYMEHTA BKIIFOYAET:

- 3aroJIOBOK NOKYMCHTA: HAMMCHOBAHHC BUd JOKYMCHTA, ABTOP, az[pecaT/
KOPPCCIIOHACHT, BOIIPOC WJIH IMPCAMCET, CO6I>ITI/IG, (I)aKT, UM, K KOTOPOMY OTHOCHUTCH
COACPIKAHNUEC NJOKYMCHTA, HA3BAHUC MCCTHOCTH, C KOTOpOﬁ CBs3aHbI COACPIKAHUC,
ABTOP HUIIN KOPPCCIOHACHT JOKYMCHTA, JAaThbl N3JIOKCHHLIX B HCM CO6BITHﬁ;

- CTIpaBOYHbBIC JaHHBIC (B TOM YKCJIE TIOUCKOBBIC JaHHBIC - HOMEp (hOoHIa, HOMED
OMKCH, HOMEP €IMHULIBI XPaHEHUs], €AMHUIIBI yUeTa M0 ONKCH, HOMEpa JINCTOB; J1aTa
CO3JaHMs JOKYMEHTA);

- BUJI HOCUTEJSI UHPOpMaLIUK;
- uHpopMaLKIo 00 YCIOBUIX JOCTYIA U UCHOAB30BAHMS - CM. 1. 7.1.2.

3aroJI0BOK MOXET OBITh JIOTIOJTHEH aHHOTAIIMEH, paCKpPBIBAIOIIEH COIepyKaHKe
JIOKYMEHTA, HE OTPaKEHHOE B 3ar0JI0BKE.

7.3. Hay4dHO-CIIpaBOYHBIN anmapart
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7.3.1. Hayuno-ctipaBounslii anmnapat (HCA) - cTpykTypHrpoBaHHasi COBOKYITHOCTb
AJIIEMEHTOB OMUCAHUMN JOKYMEHTOB (BTOPUYHOM IOKYMEHTHOUW HH(pOpMaLun),
NPEJICTABICHHBIX B PA3JIMYHBIX BUJIAX apXUBHBIX CIIPABOYHHUKOB, 0a3ax TaHHbBIX,
npeIHa3HAYeHHBIX Ui TOMCKA IOKYMEHTOB M JOKYMEHTHOUM HH(pOpMaLInu.

7.3.2. Cucrema HayuHo-cripaBoyHoro amnmnaparta (CHCA) k nokymeHTaM apxuBa - 3TO
KOMIIJIEKC B3aUMOCBSI3aHHBIX M B3aUMOJOIOIHSIEMbIX aQpXUBHBIX CIIPABOYHHUKOB, 0a3
JAHHBIX O COCTaBE M COAEPIKAHUU JOKYMEHTOB, CO3/1aBa€MbIX Ha €IMHOM HAy4HO-
METOJIMYECKON OCHOBE ISl IOMCKA JOKYMEHTOB U JIOKYMEHTHON HH(OpMAIINH B
1essix 3¢ (HEKTUBHOTO UCTIOIH30BAHMS.

7.3.2.1. O6s3arenbubiMu anemenTamMu CHCA sBAsitoTCS ONUCH, MyTEBOAUTEIb T10
dboHaMm apxuBa, KaTajaoru, 0a3bl JaHHBIX, BHITOJIHSIOMUE PYHKIIUNA ITUX
cpaBoyHUKOB. [lononuurensHbiMu neMenTaM CHCA sBisitoTcst ykazarenu, 0030pbl
JIOKyMEHTOB.

7.3.2.2. B cucreme HCA peanuszyercs mpeeMCTBEHHOCTh Y4€THO-CIIPABOYHOTO
arrapara, Co3/1aBaeMoro B JIeJIoNpou3BocTBe opranu3amnuii, HCA apxuBoB
opraHuzauuii, MyHunaibHbix apxuBoB 1 CHCA rocynapcTBEHHBIX apXHBOB.

[TpeemcTBenHoCcTh HCA apxuBoB opranusanmii, Mynununaibaeix 1 CHCA
rOCYJapCTBEHHBIX apXMUBOB OCHOBBIBAETCS HA €MHCTBE TPEOOBAHUHN U MPUHIIUIIOB UX
MOCTPOEHUS. ITa MPEEMCTBEHHOCTD MPEANOIaraeT 00s3aTeIbHOCTh COCTABIICHUS B
JIEJIONPOU3BOICTBE U B ApXUBAX OpPraHU3alMil onucei Aell, JOKYMEHTOB

C HEOOXOIMMBIM CIPABOYHBIM anmapaTtoM K HUM. YTBepxkaeHHbie DIIK apxuBHbIX
YUpEeXKACHHUMN onrcH (TOAOBBIC Pa3eiibl ONMUCEH) apXUB XPAHUT KaK KOHTPOJIbHBIC
AK3EMIUISIPHI 10 IEpEiau TOKYMEHTOB Ha MOCTOsIHHOE XpaHeHue. [locne
MOCTYIJIEHUS! JOKYMEHTOB Ha IOCTOSIHHOE XPAHEHUE OMKUCH CTAHOBATCS YACThIO
CHCA apxusa.

PaznuuHbie BUABI ACJIOIMPONU3BOACTBCHHBIX KAPTOTCK U KAaTAJIOI'OB apXHBa
OopraHn3ani MOT'yT OBITH IMPUHATHI B apXUB IJISI UCITOJIb30BAHHUA B COCTABC CUCTCMbI
HCA B xadecTBe caMOCTOSITEIBHBIX 2JICMEHTOB HJIU BIMBATLCS B COOTBCTCTBYIOIINC
pa3Aaciibl KaTajaoros.

7.3.2.3. Ilpu co3ganuu u pazsutun CHCA npumensiercst nudpepeHnnpoBaHHbIHI
MOJIXOJT, KOTOPBIH 3aKJIF0UaeTCsl B BRIOOPE 11e7IeCO00Pa3HOT0 COCTaBa apXUBHBIX
CIIPaBOYHUKOB U 0a3 TAHHBIX, ONPEJCICHHON METOAUKHU COCTABIICHUS U
YCOBEPIIIEHCTBOBAHUS OMTMCAHUM, COCTABa U HAIIOJIHEHUS CTIPABOYHOIO arapara K
CIPaBOYHUKAM, YCTAHOBJICHUN OYE€PETHOCTU PabOT ¢ (OHIaMU B 3aBUCUMOCTH OT UX
MH(OPMAIIMOHHON 3HAYUMOCTH, XapaKTepa UX TOKYMEHTOB, COCTaBa U COCTOSIHUS
MMEIOIIETOCS] HAYYHO-CITPAaBOYHOTO amnmapara K HUM, MPAKTHYECKUX TOTPEOHOCTEH.

JlokyMeHThI (POHIOB OpraHU3aLUN, COAEPKAIIUX MHOTOCTOPOHHIOIO,
MeXKOTpaciaeByro HHpopMaInio, U GOHIOB JIMYHOTO MPOUCXOKICHUS, COACPKAIIUX
IPEUMYILIECTBEHHO 0CO00 LIEHHBIE U YHUKAJIbHBIE JOKYMEHTHI, OAJIEXKAT
NEPBOOYEPETHOMY ONMCAHUIO; OTUCHU JOJKHBI OBITh CHA0KEHBI YKa3aTeIsIMU



Pa3IUYHBIX BUJIOB; HA YPOBHE (DOH/IA COCTABISIOTCS WHAUBUY AIIbHBIC
xapakrepuctuku. K Hanbonee nHpopMaTtuBHbIM (HOHAAM CO3/1aI0TCSI 0030PHl,
yKa3aTelu K JIeJiaM ¥ JOKYMEHTaM.

Jlist poHIOB opraHu3alnii, coepKamux HHHOPMAIIHIO TI0 OJHOW OTPACIIH WX TI0
OJIHOMY HANpaBIICHHUIO IEATEILHOCTH, U (DOHIOB JTUIHOTO MPOUCXOXKICHHS, B COCTABE
KOTOPBIX UMEIOTCSI 0CO00 IIEHHBIC JOKYMEHTHI, OTTMCH MOTYT OBITh CHA0>KEHBI TOJIBKO
OJIHMM yKa3aTeJIeM; Ha ypoBHE (DOH/1a MOTYT COCTaBJIATHCS KaK MHAUBHUAYaIbHBIC,
TaK ¥ TPYIIOBbIE XapaKTEPUCTUKH.

K nokymeHTam (OHIOB OpraHU3aIMii, COepKaITUX HHPOPMAITUIO TI0 OJTHOM TeMe
WJIM HMEIOIIYIO XapaKTep JOMOJHEHHUS K BhIIICyKa3aHHBIM (POHIaM, OITHMCH MOTYT
UMETh TOJIBKO TUTYJIbHBIHN JINCT. Ha ypoBHE OHIA COCTABISIOTCS IPYIIIOBBIE
XapaKTEPUCTHUKH MW CBEJICHUS O HUX MTOMEIIAIOTCS B CIIMCOK HEAHHOTHUPYEMBIX
(b oHIOB.

[Ipu co3nanuu u cosepuenctBoBannr HCA otnenbHbie yacTu (HOHAA, UMEIOIINE
CaMOCTOATENbHBIE OMMCH, B 3aBUCUMOCTH OT HH(POPMAIIMOHHOMN 3HAYMMOCTH
JIOKyMEHTOB, MOT'YT UMETh PA3JIMUHbII HAYYHO-CIIPABOYHbIN anmnapar. s
00beMHEHHBIX (DOHAOB TaKXKe MpuMeHseTcs quddepeHInpOBaHHBINA MOAXO0I K
co3nanuto HCA B 3aBUCHMMOCTH OT MHPOPMATUBHOCTH YaCTEH, BXOAAIINUX B €T0
COCTaB.

7.3.2.4. Ins onpenenenus nyteil copepuieHcTBoBaHuss CHCA apxuBa BeieTcs aHanu3
Y y4eT coCcTOsiHUS Beex umerommmxcs 3meMeHToB CHCA kak B TpaJlMIIMOHHOM BHUJIE
(xypnau o yuety coctosaust HCA, kapToTeka), Tak 1 B aBTOMaTU3UPOBAHHOM BUJIE.

[Tpu yuete cocrosinuss CHCA yxkaspiBatoTcsi: Homep (hoHAa, HOMEp OIMUCH,
umeronuecs uasl HCA.

7.4. ApXUBHBIE CIIPABOYHUKN

ApXI/IBHBIe CIIPAaBOYHUKHU ACIIATCA HaA TUIILI, OIIPCACIIACMBIC UX LICIICBBIM
Ha3HAa4YCHUCM: OIIHUCh, ITYTCBOANUTCIIb, KaTaJIOT', YKA3aTClIb, 0630p. B cBoro oucpcab
Ka)I(I[BIfI M3 OTHUX THUIIOB UMECCT BUAbLI U Pa3HOBUAHOCTH.

ApXUBHBIC CIPABOYHUKH M 0a3bl JAHHBIX O COCTaBE U COJICP)KAHUU JOKYMEHTOB
MOTYT OBbITh MEXKapXUBHBIMU, MEXK(POHIOBBIMH, BHYTPU(OHIOBBIMHU.

7.4.1. Onuck nen, nokymeHToB (npuioxkeHust N 30-30) - apXuUBHbBIN CIPABOYHUK,
NpeIHa3HAaYeHHBIN JJI1 PACKPBITHSI COCTAaBa U COJIEP KAHUS €IMHULL XPAHCHHUSI,
SIMHMUII YU€Ta, 3aKPETUICHUS UX CUCTeMaTH3allii BHYTpH (POHJA U UX ydeTa.

B APXUBC OIMHMCH COCTABJIAIOTCA Ha HCOIMMMCAHHBIC JTOKYMCHTHI.

Omnurch COCTOUT M3 OMMCATENIBHBIX CTaTeH, NTOTOBOM 3amucu (cM. 1. 5.4.2.6), nucTa-
3aBeputens (mpuioxeHust N 6, 6a) U CIpaBOYHOTO annapaTa K OMUCH.
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OOBEKTOM OIMCAHUS B OIIMCH SIBIISIETCS CIMHUIA XPpaHCHUA, CAWHUIA YUCTA.

[Tpu cocTaBieHUN OMUCH, €€ YCOBEPILIEHCTBOBAHUHU U MepepadOTKe MPUMEHSIETCS
b depeHIrpOoBaHHBIN MOAXO0/, 3aKIIOYAIONTUICS B YCTAHOBICHUN 0UYE€PEAHOCTH
paboTbl, 0TOOPE CBENIEHUH, MPUMEHEHNUN PA3INYHON METOIUKHU MPECTaBICHUS
uHbOpMaIUK O BUAAX U PA3HOBUIAHOCTSIX JOKYMEHTOB, BBISIBICHUU ONTUMAJILHOTO
COCTaBa U CTENEHU MOJHOTHI CIPABOYHOI'O anmapara K OIHUCH.

7.4.1.1. OnucarenbHas CTaThs OMKUCH BKIIFOYAET: MOPSAIKOBBIM HOMED €IMHHULIBI
XpaHEHUsI, €IMHUIIBI YUETa; JeJIONPOU3BOACTBEHHBIN HHIEKC WU CTaphIii
WHBEHTAPHBIM HOMEp; 3ar0JI0OBOK €IMHUIIBI XPAHEHHUS, €AMHUIIBI yUeTa, KpaliHUe AaThl
JIOKyMEHTOB, KOJJMYECTBO JIUCTOB B €IMHUIIC XPAHEHUS; S3bIK, YKAa3aHUE Ha
MOJUTMHHOCTB/KOMMMHOCTb, CIIOCOO BOCIIPOU3BEICHUS, CTENIEHh COXPAaHHOCTH
JIOKyMEHTOB, BHEILIHUE OCOOEHHOCTH.

OnucaTenbHasi CTaThsi MOYKET ObITh JOMOJIHEHA aHHOTAUMEN OTJEIbHBIX JOKYMEHTOB
(TpymIbl JOKYMEHTOB) €IMHUILIBI XPAHEHUS, CAUHUIIBI yUETa.

7.4.1.2. B cipaBOYHBIN alapat ONUCH BXOAAT: TUTYJIbHBIN JIUCT; COJIEPHKAHUE
(ormaBiieHne), MPEIMCIOBHE; CIIMCOK COKPAIIEHUI; IEPEBOIHbIE TaOIUIIBI HIU(GPOB (B
cily4ae nepepaboTKH ONUCH); YKa3aTelH.

Ha TuTybHOM JIMCTE OTIMCH MOMEIIAIOTCS: TTOJTHOE HA3BaHUE apXMBa, HA3BaHHE
dbonma, Homep GoHAa, HOMEp ONUCH, HA3BAaHWUE OIMCH, KpaltHUE AaThl TOKYMEHTOB,
BHECCHHBIX B OITHCh.

[IpenuciaoBre MOKET COCTaBIATHCS KaK 00Iee KO BCeM omucsaM (DOHJIa, TaK B K
oT/eJIbHOM onucu. B npeauciioBun, o01iemM Ko Bcem onucsiM (poHJ1a, n3iaratoTcs:
ucropus poHI000pazoBaTes, NCTOpUs (POH/A; aHHOTAIIMS COCTAaBa U COJICPKAHUS
JIOKyMEHTOB (PoH/1a (TIPU ATOM BBIJCISIIOTCS HAaUOOJIee TUITHYHBIE TPYTITIHI

SAMHUIL XpAaHEHUS 110 UX BUJAM U PA3HOBUIHOCTSIM, TIO COJIEPKaHUIO); COCTaB
CIIPABOYHOTO aIlfapara K OMHUCsIM.

K onucu MoryT coctaBisiThCs yKa3aTenu (Kak OOIIue, TaK U ClIEHUaIbHBIE).
CchutouHbIC TaHHBIC YKa3aTeNs K OMUCH JAIOTCS Ha TIOPSAIKOBBIC HOMEPa €UHUI]
XpaHeHusd, equHUI] yueTa (cM. 1. 7.4.4).

7.4.1.3. YcoBepIIEHCTBOBAaHME OIIMCHU HAIIPABIICHO HA NOBBILIEHUE €€
MH(OPMAIIMOHHOTO YPOBHSA U BKJIIOYAET CIEAYIOIINE BUJIbI pabOT: YyTOUHEHHE
3aroJIoBKOB (0€3 M3MEHEHUS CUCTEMAaTH3alluU SMHUI] XPaHEHUs, CAMHUIL YIETa),
COCTaBJICHHE HEOOXOAMMOTO CIIPABOYHOIO arapaTa K OMKCH.

7.4.1.4. IlepepaboTka ONUCH 3aKJIIOYAETCSA B COCTABJICHUU HOBOW OTHMCH B3aMEH
OTHCH, HE OTBEYAIONIei TpeOOBaHUSM MOKCKA U yueTa JOKyMeHTOB. [lepepaboTka
OTIMICH BKJIIOYAET YTOYHEHHUE UM COCTABIICHUE 3ar0JIOBKOB €IMHUIL XPAHCHHS,
eIMHUI] YUYeTa, UX MepecucTeMaTH3aUI0 U COCTaBI€HNE HEOOXO0AUMOTO CIIPAaBOYHOTO
anmnapara K OIKUCH.



7.4.2. IlyteBoiuTEIb - ApXUBHBIN CIIPABOYHUK, COJEPKAIIUN CBEICHHS O JOKYMEHTAX
u/unu HoHIax apxuBa (ApXUBOB) B CUCTEMATU3UPOBAHHOM BHJIE U MPETHA3HAYCHHBIN
JUIsl O3HAKOMJICHUS C UX COCTaBOM U COJIEpKaHUEM. B 3aBUCHMOCTU OT HATU4US
uHdopmaIuu o GoHAaX OJHOTO WU HECKOJIBKUX apXUBOB

MyTEBOAUTENH MOIPA3ACIAIOTCS Ha ApXUBHBIE (BHYTPUAPXUBHBIE) U MEKapXUBHbIC.

ApxuBHBIEC (BHYTPUAPXUBHBIC) IMyTEBOAUTENHU MOIPA3CISAIOTCS HA: TyTEBOIUTENb IO
dboHaM; TEeMaTUYECKUI MyTEBOAUTEIND O (POHAAM; KpaTKU CIPABOYHHK 110
dboHaM, MyTEBOAUTEIND [0 APXUBY, ITyTEBOIUTEIND MO0 KUHO(POTOHOHOIOKYMEHTAM
apxuBa. MexapXuBHbIE MyTEBOUTENHN MOAPA3ACISAIOTCS HA: ITyTEBOAUTEIb I10
¢dboHIaM apXMBOB; TEMAaTUUYECKHM Ty TEBOUTENb 1O (DOHIAM apXUBOB; KPATKHIA
CIPABOYHUK 110 (POHAM apXHBOB.

[Tpu moaroroBke myTeBOAUTENEH pUMeHsieTcs quddepeHIUPOBAHHBIN MOAXO/,
3aKJTI0YAroNIHiics B oT0ope (POHIO0B, 1e7 U JOKyMEHTOB, MHPOPMAIU O KOTOPBIX
OyJeT BKIIIOUEHA B CIIPABOYHUK, OTOOpE CBEICHUHN, MPUMEHEHUH Pa3IMIHOMI
METOJIUKHU NpeCcCTaBiieHus1 HHpopMmaiuu o ¢poHze, rpymnmne GoHa0B (MHAUBUIYTbHAS,
IPYNIOBas XapaKTePUCTUKH WM BKJITFOUYCHUE MHPOPMAIH O (OHJIE B CIIUCOK
HEAaHHOTUPYEMBIX ()OHJIOB), BBISIBJICHUU ONTUMAIIBHOTO COCTaBa M CTETICHH MTOJIHOTHI
CIpaBOYHOTO anmapata. [Ipy moAroTroBke MexapX1UBHBIX CIIPABOYHUKOB TIOMUMO
ATOTO OCYIIECTBIISIETCS] U BEIOOP apXHUBOB, CBEJICHUSI O KOTOPBIX OyIyT BKIFOUYCHEI B
JTAHHBIN Ty TEBOJIUTEb.

7.4.2.1. IlyTeBOoAUTENb COCTOUT U3 OMUCATENBHBIX CTaTeH (XapaKTepUCTUK (POHIOB U
JIOKYMEHTOB), COCTABJISIFOLIUX €r0 OCHOBHYIO YaCTh, M CIPABOYHOI'0 anmnapara.

CozxepmaHHe XapaKTCPUCTUK 3aBUCUT OT 00bEKTa OIMMCAHUS.

7.4.2.2. Cxema MOCTPOEHUs ITyTEBOJAUTENS ONPEIEISIETCS €T0 1IeJIEBBIM Ha3HAYEHUEM
(BuIOM) ¢ yueToM coctaBa (HOHIOB (MPOQUIIs) apXHBa U 3aKPEIUISIET CTPYKTYPY
CIPaBOYHHUKA B IIEJIOM M MECTO KaXKJIOW OMUCATEIHHOU CTaThU B HEM.

B nyTeBoAMTENAX M KPATKUX CIPABOYHHUKAX MO (HOHAAM (KpOME TEMATUYECKHUX )
MOJKET MPUMEHSITHCS CXeMa, 10 KOTopoi nHdopmalys o GoHIaX apXuBa (apXUBOB)
JENUTCS Ha TPU pasjena: o PoHIax TO0COBETCKOTO NEPHOa, BO BTOPOM - COBETCKOTO
NEepUOa, B TPETHEM - TOCTCOBETCKOTO nepuoja. [loapazaensl cxemMbl CTposSTCS

B HCTOPUYECKOMN U JIOTHUECKOU MOCJIEI0BATEIbHOCTH.

7.4.2.3. IlyreBoauTens 1o poH1aM apxuBa (apXUBOB) - BUJ| ITyT€BOIUTES,
COJIEpIKaIIN CUCTEMATU3UPOBAHHBIN TIEPEUCHb XapaKTePUCTUK apXUBHBIX (DOHJIOB,
cocTosMX U3 Ha3zBaHus (poHma, HoMepa ¢poHaa, oobeMa PoHIa B € IMHUIIAX
XpaHEHUS W/WIW SIUHUIAX yYeTa 10 BUaM JIOKyMECHTAIlUU, KpalWHUX JaT
JIOKYMEHTOB T10 KXJIOMY BUJY JOKYMEHTAIIH, UCTOPUYECKON CIPaBKH, aHHOTAIUH,
oubmmorpaduu o Gouny. [lepedeHr XxapakTepUCTUK MOKET ObITH TOTIOJTHEH
CTIICKOM HEaHHOTHUPYEMBIX ()OHJIOB, COCTOSIIIMM U3 Ha3BaHHK (DOHIOB U CIIPABOYHBIX
JTAHHBIX O HHX.



OObeKxTOM OnucaHus B IyTeBoAUTENE MO (PoHAaM apxuBa (apXUBOB) BHICTYIIAET
dou.

Xapakrepuctuka (HoHaa MOKET ObITh JOMOTHEHA HHpopMalueit 00 oObeMax el 1o
JMYHOMY COCTaBy, 00 YCIIOBUSIX JOCTYIA U UCTIOJIb30BaHUSI.

7.4.2.4. TemaTuueckuii MyTEeBOAUTEIH 110 POHIAM apXrBa (aApXUBOB) COCTOUT U3
CHUCTEMAaTU3UPOBAHHOTO MIEPEUHsI XapaKTEPUCTUK (POHIOB UITU YacTeil POHIOB,
COJIEprKAIlIUX TOKYMEHTHI 110 ONPEIEICHHON TeME (TeMaMm).

Xapakrepuctuka JokyMeHTOB QoHaa (poHoB), yactu ¢ponaa (GoHA0B)
TEMaTUYECKOTO MyTeBOAUTENS 0 (poHaM apXuBa (apXHWBOB) COCTOUT U3 HA3BaHUS
dbonma, HomMepa PoHa, KpalHUX JaT TOKYMEHTOB (OHAA, HOMEPA OMUCH (OMHCei),
COJIEpIKAIIMX JTOKYMEHTHI 110 TeM€, yKa3aHusl Ha HaJIMdue BHYTPUAPXUBHOTO HAYYHO-
crpaBOYHOTO amnmapata K Gporay (dhoHgaM), aHHOTAITMU JOKYMEHTOB U OnOIHmorpadus
10 TEME.

XapakTepuCTHUKa MOKET OBITh JIOTIOJIHEHA CBEJICHUSAMU 10 HCTOPHH
dhonmo00pazoBaTes, a TAKKe 00 YCIOBUAX AOCTYIIA U UCTIOJIB30BaHUS.

7.4.2.5. Kparkuit cipaBoyHUK 110 (GOHAAM apXuBa (apXUBOB) - BUJI Ty TEBOAUTES 11O
dbonmam apxuBa (apXUBOB), COACPKAIINI CHCTEMAaTHU3NPOBAHHBIN NIEPEUCHb
XapaKTEePUCTUK apXUBHBIX (DOHIOB: BKIIOYAIOIINX Ha3BaHUSI apXUBHBIX (JOHJIOB U
CIPAaBOYHBIC TaHHBIE O HUX. B KpaTKuii CipaBOYHUK MOTYT BXOJUTH CBEICHUS: 000
BCEX XpaHsAmxcs poHaax win o0 onpenesaeHHou rpyrmne GoHA0B (HOBBIX
MOCTYIJICHUSIX; PACCEKPEUEHHBIX U NEPEIaHHBIX Ha OTKPBITOE XPaHEHHUE U JIp. ).

KpaTKI/Ie CIIPAaBOYHUKHU IMOAPA3ACIAOTCA HAa aHHOTHPOBAHHBIC 1 HCAHHOTUPOBAHHLIC.

Xapakrepuctuka (poHa B aHHOTUPOBAHHOM KPATKOM CIPaBOYHUKE 0 (POHIaM
apxuBa (apXHWBOB) COCTOMT M3: Ha3BaHUs (HOHIA CO BCEMHU MTEPEUMEHOBAHUSIMU
dhoHm000pazoBaTes, CIPABOYHBIX JAHHBIX U KPATKON aHHOTAIIUH.

Xapaktepuctuka GpoHa B HSAHHOTUPOBAHHOM KPATKOM CIPABOYHUKE COCTOUT U3
Ha3BaHUs (HOH/IA U CIIPABOYHBIX JAHHBIX.

XapakTepucTika (poHIa MOXKET ObITh JIOTIOJIHEHA CBEICHUSIMH 00 00beMe eI 110
JUYHOMY COCTaBy, a TAaKXKe 00 yCIOBUAX JTOCTYTA M UCIOIb30BAHUS;
oubnuorpadueii.

7.4.2.6. IlyTeBoauTENb TIO ApXUBY MpEIHA3HAYCH JJI 00IIEeT0 03HAKOMIICHHUS C
UCTOpUEN KOHKPETHOTO apXMBa, COCTABOM U COACPHKAHUEM €r0 JOKYMEHTOB U
ABJIAETCS. HAYYHO-TIOMYJISIPHBIM U3/IaHUEM O4EepKOBOro Tuma. OObEKTOM OMUCAHUS
MyTEBOJUTEIS TIO apXUBY ABJISICTCS apXUB B 11eIoM. OCHOBHAS 4acTh Iy TEBOAUTEIS
M0 apXUBY COCTOWT U3 XapaKTEPUCTHK COCTaBa U coepkanus (HoHI0B
(COOTBETCTBYET OpraHu3ali (POHIOB B ApPXUBE) U CBEJICHUN O HAYYHO-CIIPABOYHOM



anmnapare K JJokyMeHTaMm apxuBa. CBeIeHHsI 10 UCTOPUHU apXKBa MOMEUIAIOTCS B
MIPEeIUCIOBHE.

7.4.2.77. [lyTeBoauTENb IO apXUBaM - BUJ Iy TEBOAUTEINS, COIEPHKALTUN
CHCTEMAaTU3UPOBAHHBIN MepeueHb XapaKTEPUCTUK apXUBOB.

OH MOXeT BKJIIOUaTh HHPOpMAIIHIO 00 apXHuBax, My3esX, OuOInoTeKax u APyrux
XPaHWJIUIIAX, OCYLIECTBIISIFOIIMX TOCTOSIHHOE XpPaHEHNE JOKYMEHTOB APXUBHOTO
dbonna Poccuiickoii @eaepannu, apXuBHBIX (POHIOB OT/IETBHBIX CYyOBEKTOB
Poccuiickoit @enepanuu wim ee pernoHoB. OObEKTOM OMUCAHUS B ITyTEBOAUTEIIE TIO
apX1BaM BBICTYIMAET apXUB WK APYTroe XpaHWIHILE TOKYMEHTOB APXUBHOTO (oHIa
Poccuiickon @enepanuu.

XapaKTepuCTUKa apXHBa B ITyTEBOUTEIIC IT0 apXUBAaM COCTOMT W3: HA3BaHMS apXHBa
(TIOJTHOTO M COKPAIIIEHHOT0), ajipeca apXxuBa (TIOJTHBIC aJpeCHbIC TaHHBIC),
CIPAaBOYHBIX JAaHHBIX TI0 BHJIaM JOKYMEHTAIIMH, HCTOPUUYECKON CITPABKH U
aHHOTAIINH.

XapakTepucTuka MOXKET JTOTIONHAThCA UH(POopMaIueit 00 yCIOBUAX A0CTyNa U
WCIIOJIb30BaHUS JOKYMEHTOB, OnbOnuorpadueii mo apxusy.

7.4.2.8. [lyTeBoauTENb JOJKEH UMETh CIPABOYHBIN anmapar, B KOTOPbIA BXOMST:
TUTYJIBHBIN JIUCT, COAEPIKAHUE, TPEIUCIOBUE, CIIUCOK COKPAIICHUA, IPUIOKEHUS,
ykazatenu. K myTeBoAUTeN0 MOKET COCTaBIAThHCS olmras oubdauorpadusi.

J1J11 MHOTOTOMHBIX M3JaHUM COCTABIISIETCS CIIPABOYHBIN armnapar Kak JJjis BCEro
W3JaHUs B LIEJIOM, TaK U JUIsl OTASIbHBIX TOMOB. CM. Takke nojpaszaen 7.6.

7.4.3. Karanor - Me:x()OHIOBBIN apXUBHBIN CIIPABOYHHK, B KOTOPOM HH(POPMAIIUS O
COJIEp>KaHUM IOKYMEHTOB apXMBa CrpyIIIMPOBaHa 10 IpeaMeTaM (TeMaM, OTpaciisim),
PacIoIOKEHHBIM B COOTBETCTBUU C MPUHATOM AJIsl JAHHOTO KaTajora cxeMoi
KJ1accu(UKaIy T0KYMEHTHON HH(POPMAIIUH.

COBOKYHHOCTB PAa3JIMYHBIX KATAJIOTOB COCTABJIACT CUCTEMY KAaTaJIOTOB apXWBa.

[Ipu onpenesieHny cocTaBa KaTajloroB KOHKPETHOI'O ApXUBA YYUTBHIBACTCA: €T0O
YPOBEHb U MPO(UiIb, CTPYKTYpPa, COCTAB U COZEPIKAHUE, CTENEHb Pa3pab0TaHHOCTH
(POHI0B, MHTEHCUBHOCTD U 33Ja4 MCIIOJIb30BAHNS JOKYMEHTOB, HAJIMUYUE U
KA4EeCTBEHHBIN YPOBEHb APYIUX TUIIOB ApXUBHBIX CIIPABOYHUKOB, KaJIPOBBIEC U
MaTE€pUaAIbHOTEXHUYECKUE BO3ZMOXKHOCTU apXUBa.

B 3aBHCHMOCTH OT cX€MBbI TOCTPOEHHUS KaTalOI'M NOAPA3AEIIAIOTCS Ha
CHUCTEMAaTU4ECKHE, TEMAaTUUECKNE U UX Pa3HOBUAHOCTH (KATaJor 110 UICTOPUU
yUpeXJIeHUH, aIMUHUCTPATUBHO-TEPPUTOPUAIILHOTO JIEJICHUS U JIP.), IPEIMETHBIE U
UX Pa3HOBUIHOCTH (MMEHHOH, reorpauueckuii, 00bekTHbIN). Katamoru MoryTt ObITh
KaK BHYTPHAapXHUBHBIMH, TaK U MEKApXUBHBIMU. OOBEKTOM ONMCAHUS B KaTajlore
MOJKET BBICTYNATh JOKYMEHT (Fpynia JTOKyMEHTOB, YaCTh IOKyMEHTA), €AUHHIIA



XpaHEeHUs, eIMHUIIA Y4eTa, OMUCh, (oH (Tpynma (HOHI0B),
cojeprkaiue MHPOPMAITUIO 110 OTIPEACIICHHONU TeMe (BOTIPOCY).

B apxuBe 0CHOBY CHUCTEMBI KATAJIOTOB COCTABJISIFOT CUCTEMAaTUYECKUA U UMEHHOU
KaTaJIOTH.

7.4.3.1. lokymeHTHas nHbopMalusi B CHICTEMaTHYECKOM KaTajore
KJIACCU(PUIMPYETCA MO OTPACIsIM 3HAHUI U MPAKTUYECKOM e TeIbHOCTH 00IIeCTBa U
pacnojaraercsi B JIorndeckoi rnociegosareiabHocTu. K cucremaTnueckomMy Karaaory
WIH ero MopasenaM MOTYT ObITh COCTABIIEHBI MTPEIMETHBIN, reorpapuuecKuii u
MMEHHOH yKa3aTeiu (IIpU OTCYTCTBUU COOTBETCTBYIOIIMX KaTaJIOrOB).

7.4.3.2. B TemaTuyecKkoM KaTajore JOKyMeHTHas HH(GOpMaIus 1o TeMe
TPYIIUPYETCS M0 MoATEMaM, pyOpHUKaM U NOApyOpHKaM B JOTHUYECKOM
IIOCJIEJOBATEIBHOCTH.

CaMoCTOSTENbHBIN TEMaTHUYECKUI KAaTaJor CO31aeTCs B TOM ClIy4ae, eCiu
IpyHNUPOBKa MHPOPMAIIMH B HEM OTIMYAETCS OT TPYNIIUPOBKH Pa3/IesioB
CUCTEMAaTUYECKOr0 Karajora.

7.4.3.3. B xaranore no UCTOPUU YUPEKIACHUN TOKyMEHTHas: HH(MOpMAIUs
KJIaCCUPULIMPYETCS MO OTPACIISIM, 3aTEM - 110 OJBEAOMCTBEHHOCTH, a Jajiee - Mo
TUTIAM y4pexaeHui (0aHKH, 3aBOJIbI, OOIECTBA, TOBAPUIIIECTBA, YIIPABJICHHUS) B
an(aBUTHOM MOPSIKE, BHYTPHU - TIO anaBUTy UX HAUMEHOBAHUI.

7.4.3.4. B katanore 1o MCTOpUHU aIMUHUCTPATUBHO-TEPPUTOPHUAIIBHOTO JICIICHUS
JTOKyMEeHTHasi nHGopMalus KiaccuPuIpyercs mo andaBuTy BUIOB
aJIMUHUCTPATUBHO-TEPPUTOPUATILHBIX €UHUIL], & BHYTPH - 110 aJIPaBUTY
HaVMEHOBAHUM.

7.4.3.5. B npeaMeTHBIX KaTajorax JOKyMEHTHas nH(opMalus KiaccuGUuIupyeTcs 1o
andaBuTy NMpeMETHBIX TOHITHH ((PakTOB, COOBITUMN, TEOTPAPUIESCKIX
HaMeHOBaHUM) 1 hamunmii v, Jlanee cucreMaTu3aius IpOBOIUTCS B JIOTUYECKOM
VTN XPOHOJIOTUYECKOU MOCIEA0BATEIbHOCTH.

B nmenHOM Kartajore TOKyMeHTHas HHpopMaIus Kiaccuduiupyercs mno andaBury
dbaMunuit 111, yIOMHHAEMbIX B IOKYMEHTAaX WU SBIISIOIIUXCS UX aBTOPaMHU.
JlanpHelas cuctemaTu3anus OCYIIECTBISETCA B XPOHOJIOTMUYECKON WIIH JIOTUYECKON
MOCJIEI0BATENBHOCTH.

B reorpaguueckom karajgore J0KyMeHTHas WH(popMalus Kiaccupuuupyercs o
andasuty reorpadpuyeckux u Tonorpaduuecknx o0beKTOB (Ha3BaHUI CTpaH,
pecnyOnuK, Kpaes, 00JacTeil, S9KOHOMUIECKUX PaliOHOB, HACEJIEHHBIX MTyHKTOB,
Mopei, pex u Ap.). OcHOBOM KiTacCUbUKAIIUN MOXKET OBITh TAKKE aIMUHUCTPATUBHO-
TEPPUTOPUAIIBHOE AeneHue. [lanpHenmas cucteMaTru3annsi TpOBOAUTCS B
XPOHOJIOTUYECKOMW WJIN JIOTUYECKOU NTOCHENO0BATEIIHBHOCTH.



7.4.3.6. OIHUM U3 UCTOYHUKOB MOMOJIHEHUS! CUCTEMBI KaTaJIOTOB MOT'YT OBITh
TEMaTUYECKUE U MPEJIMETHO-TEMATHUECKUE KAPTOTEKH, KAPTOTEKHU IO JINYHOMY
COCTaBy Ha JOKyYMEHThI Hanbosiee ”HPOPMATUBHBIX M YACTO UCTOIb3yEeMbIX (POHIOB.

CaMoOCTOSITEILHO CyYHICCTBYIOHINEC KAPTOTCKU CBA3BIBAKOTCS C CHUCTEMOM KaTajoroB
ITyTEM OTCBIJIIOK.

7.4.3.7. COBOKYMHOCTb PabOT MO MOATOTOBKE, CO3/IaHUIO M BEJICHUIO KaTajIoroB
HAa3bIBACTCS KaTaAJIOTU3alMel I0KyMEHTOB.

B apxuBe oHa MOKET MPOBOJIUTCS KaK CAMOCTOSATEIbHBIN BUI paOOTHI (TeMaTUYECKast
pa3paloTka) U B polecce JPYrux BUAOB PadOT, CBA3AHHBIX C OMMCAHUEM U
BBISIBJICHUEM JOKYMEHTOB (IIOMYyTHAsl KaTaJIOTU3alusl).

[Tpu karanoruzanuu npumeHsieTcs nuddepeHIMPOBAHHBIN MOIX0/, KOTOPBIN
3aKJTI0YAETCs: B ONPEICIICHUN 0Y€PETHOCTH BHIOOpA apXUBHBIX (POHIOB, UX
CTPYKTYPHBIX 4acTeil; 0TOOpE /e, TOKYMEHTOB U CBEACHUIN U3 HUX; MPUMEHEHUU
COOTBETCTBYIOIIUX MTPUEMOB OIUCAHUS JOKYMEHTHON HH(OPMAIIHH.

7.4.3.8. B coctaB onucaTebHON CTAaThU KaTajaora BXOJISAT: Ha3BaHUE apXUBa, HHICKC,
pyOpuKa, moapyOpuKa, aata COOBITHS, MECTO COOBITHSI, COZIepKaHue, Homep GoHa,
Ha3BaHHUE (OHJIa, HOMEPA OIMCH, CIMHUIIBI XPaHCHUS, C¢IMHULIBI Y4eTa, JINCTOB, S3BIK
JIOKyMEHTa, CII0C00 BOCITPOU3BECHUS; I KAPTOYHOI'O KaTaJlora - TakKe (haMuiIns
COCTaBHTEJISI U J]aTa COCTABIICHUS OMUCATEIILHOW CTAThH.

7.4.3.9. 1151 yCTaHOBJICHUS CBSI3U MEXK]y pa3JejaMy KaTajaora Wi pa3 JAeJoB
Karajora ¢ APyruMH apXUBHBIMH CIIPABOYHUKAMHU MMPUMEHSAETCS CUCTEMA OTCHUIOK,
KOTOpas BKJIKOYAET: MOJHYIO OTChUIKY (OT MOHATHUS 0€3 MHIEKCA K MOHATHUIO C
MHIEKCOM) M YaCTUYHYIO OTCHUIKY (AOTMOHSIONIYIO) IS CBSI3U JIBYX WJIM HECKOJBKHUX
POJICTBEHHBIX MOHATUN. B OTCHIIOUHBIX KapToukax rpadsl "pyopuka" u
"monpyOpuka" 3amoHsA0TCS B 0OBIYHOM TMOPAIIKE, a B rpade "conepkanue"
yKa3bIBaeTcs: ""CM. Takxke ...", 1al0TCsl MHJIEKChl Ha3BaHUN COOTBETCTBYIOLINX
MO/IPa3/IeJIOB KaTajuora Ui APYTUX apXUBHBIX CIIPABOYHUKOB, K KOTOPHIM JA€TCs
OTCBLIKA.

7.4.3.10. Benenue xaTanora - KOMIIJIEKC paboT, 00ECTIEUNBAOIINX €TI0
(GYHKIIMOHUPOBAHKE, B KOTOPBI BXOAAT: HAYYHO-METOINYECKOe o0ecrieueHne
paboThI; HHICKCUPOBAHNE KAPTOUEK; CUCTEMATU3AIINS UX TI0 MHJIEKCaM B pyOpuKam;
COCTaBJICHHE OTCHUIOYHOTO almapara K KaTajory; yCOBEPIIEHCTBOBAHUE KATAJIOTa;
BEJICHUE YUETHBIX (DOpM paboT Mo KaTajaoru3aluy U UCIOJIb30BAaHUIO KaTaJlOTOB.

Hayuyno-meTonnueckoe o0ecrieueHrne BKIt0YaeT pa3paboTKy METOIUYECKUX TOCOOM
M0 KaTaJOTU3aluH OTACIbHBIX (POHIOB (MM UX TPYIIIHI), pabouux cXxem
KJIaCCU(PHUKAIIMK KaTaJlorOB, KOTOPbIE MEPUOANUECKH YTOUHSIOTCS U JOMOJIHSAIOTCA.

WNunexcupoBaHue - BBIOOP MM COCTABIEHUE TOTO UM MHOTO MHJIEKca (MHIEKCOB) TIO
cxeMe Ki1accuuKaIi 1 OTHECEHUE €0 K COOTBETCTBYIOINICH MH(OpMALIUK



KaTaJl0>)KHOM KapTouku. B mpeameTHoM KaTanore KapTOYKU HE UHACKCUPYIOTCS, a
pacrosiaratorcs 1o ajndaBury.

VY coBeplIeHCTBOBaHKE KaTalora BKIIOYAET B Ce0sl yCOBEPIIEHCTBOBAHUE CXEMBI
KJIacCU(PHUKAIIK; IPOBEPKY CoJiep>KaHusi M 0(OPMIICHHS KaTajaora; MpoBepKy
onucaHui (peaakTUpoBaHue, 00bEAMHEHNE ONMCAHUI ¢ OTHOPOAHON MH(pOpMAIeit
1o OJHOMY (DOHIY WJIHM ONKCH, YTOUYHEHHE UX CUCTEMATU3ALINHN).

7.4.4. YkazaTelnb - apXUBHbIN CIPABOYHUK, MIPEACTABIIAIONINI cOO0 anpaBUTHBIH,
CUCTEMAaTUYECKHUI UM COCTABJICHHBIH 110 KAKOMYJIHOO0 IPYroMy MpU3HAKY NepeyeHb
Ha3BaHUI (HAUMEHOBAHMI) IPEAMETOB, YIIOMUHAEMBIX B QpXUBHBIX TJOKyMEHTAX, C
YKa3aHHEM UX IMOUCKOBBIX JaHHBIX. OCHOBHBIMU BHJIAMH YKA3aTEJIEH SIBISIOTCS:
MPEIMETHBIN (€T0 Pa3HOBUIHOCTH - TEMAaTUYECKHUA, UMEHHOH, reorpaduuecKuii),
XpoHonorunyeckuil. [1o rpynnupoBke NOHATUN BHYTPU YKa3aTells pa3jindaroTCs
andaBUTHBIC, CHCTEMATUYECKUE U XPOHOJIOTUYECKHUE YKA3aTEIH.

VYkazarenu MOTYT ObITh MEKapXUBHBIMU, MEK(GOHAOBBIMU, BHYTPU(DOHTOBBIMH, TIO
dbopme - ANEKTPOHHBIMH, TUCTOBBIMU U KAPTOUYHBIMH, 110 CTPYKTYpE PyOpHK -
TIIyXUMH (TIPEAMETHBIE TOHATHUS U UX TOMCKOBBIE IaHHBIE) U aHHOTUPOBAHHBIMU
(mpeIMeTHBIC TOHSATHUS COMPOBOXKIAIOTCS MOSICHEHUSIMHM ), TT0 TPYIIUPOBKE MOHSATHI
BHYTpPH yKa3aTeseH - anaBUTHBIMHU, CHCTEMATUYECKIUMH, XPOHOJIOTHYECKUMHU.

VYkazatenu MOTyT COCTaBIISITHCS K 3ar0JIOBKaM €IMHHUII XpaHeHUs (0€3 X MPOCMOTpa)
WU K JOKYMEHTaM (C MPOCMOTPOM €IMHUI] XPAHEHUS ).

7.4.4.1. Ykazatenu K eJUHHUIIAM XPaHEHUs OJJHOTO (DOH/Ia WIIM HECKOJIBKUX OMMHCEn
0JIHOTO (POHJA COCTABIIAIOTCS B TOM Cliyyae, ey (POHI UMEET CIIOKHYIO CTPYKTYPY,
00JIbI1I0€ KOJTMYECTBO OMHUCEH U 4acTO MCIIOJIb3YETCS.

VYkazarenu K eIMHAIIAM XpaHEHHUS! HECKOJIBKUX (POHJIOB MIJIH OMUCEH HECKOIBKUX
(hOHIOB OJTHOTO apXUBa COCTABJISIIOT B TOM CITydae, €Clid 3T0 (POHIBI OTHOPOIHBIX IO
CBOMM (PYHKIIMSIM U TTOCIIEIOBATENILHO CMEHSBIINX APYT APYra OpraHu3alln,
OpraHu3alyi OJJHOU OTPACIIH.

Takue e ykazaTeau MOTYT ObITh MEKapXUBHBIMH.

7.4.4.2. Yka3arenu K JOKYMEHTaM MOTYT COCTABJIATHCS HA TOKYMEHTBI OJHOW OIHUCH,
HECKOJIbKUX onucen ponzaa, nenoro GoHaa, HECKOIbKUX (POHAO0B OJHOTO apXHUBa WK
HECKOJIBKMX apXHBOB.

7.4.4.3. OnucarenpHas CTaThs JOOOT0 BUAA YKA3aTENsl COCTOUT U3 MPEMETHOTO
noHATUsA (pyOpUKHM) U MOMCKOBBIX JaHHBIX. B 3aBUCMMOCTH OT Ha3HAUYEHUS yKa3aTes
pyOpuKa MOXXET OBITh: MPOCTOM (HE UMEET MOAPYOPHK); CI0KHOU (MMEET OJIHY
noApyOpuKy WM ONpeieJICHUE TIOHATHS).

[TorckoBbIE TaHHBIE yKA3aTEINsl K €AMHULIAM XPAHEHUS OJTHOM OMMUCH BKIIIOYAIOT:
MOPSAIKOBBIE HOMEPA €IMHULL XPAHECHUS, YKA3aTeNs K €AMHULIAM XPAHEHUS



HECKOJIbKUX (DOHJIOB OJTHOTO apXWBa 3TU JJAHHBIE JOTIOJHAIOTCS HOMEPAMH OIHUCEH,
dbonmoB. [lonckoBbie JaHHbBIE yKa3aTes K €IMHAIIAM XpaHEHUS (DOHIOB HECKOJIBKUX
apXUBOB JIOMOJIHSIOTCS HA3BAHUSAMU apXUBOB.

ITouckoBrie JAaHHBIC YKa3aTCJIsd K JOKYMCHTaM OJHOI'O (1)0H,Z[a BKJIFOYAIOT HOMEpa
OHHCCﬁ, CAWMHUI XPaHCHU:A, JIMCTOB CAMHUI XPAHCHU,

yKa3aTtejid K JOKYMCHTaM HCCKOJIbKUX (I)OHI[OB AOIOJHAIOTCSA HOMEPpaMU (bOHI[OB;
YKa3aTeJid K JOKYMCHTAM HCCKOJIBKHUX apXHUBOB - U HA3BAHUAMU apXHBOB.

7.4.4.4. Tematudeckuil yka3atenab BKIIOYAET NOHITUS, KOTOPbIE PEICTABIAIOT COO0M
ucrtopuueckue (Haxtel u siBneHus. HaumeHnoBanus pyOpuk u noapyOpuk B HEM
IPUBOJATCS B UMEHUTEIBHOM MaJIexke.

7.4.4.5. IlpenmeTHBIN yKa3aTellb BKIOYAET MOHATHUS, PACIOIOKEHHbIE B all(paBUTHOM
HOPSJIKE.

OOmuit peAMETHBIN yKa3aTeslb BKIIOYACT Pa3HOPOIHBIE TIOHATHUS U 110 CTPYKTYpE
PYOpPHK MOKET OBITh TOJIBKO TITyXHM.

CrenmanbHBIN TIPEIMETHBIN YKa3aTellb BKIFOYAET OJHOPOIHBIC TTOHATHS (BHIBI
TOKYMEHTOB, (paMUJIMU aBTOPOB, HA3BAHUS YUPEIKICHUN U/WITH UX CTPYKTYPHBIX
yacTei, Ha3BaHUS OTPacieHl U T.M.) U MOXKET OBbITh TITyXUM WM aHHOTUPOBAHHBIM.

HimenHoOM yka3aTenb BKIIIOYaeT (paMHUIINU, UMEHA, OTYeCTBA (Pa3HOUYTECHHUS,
TICEBJIOHUMBI, TIPO3BUIIA, KIIMUKH), OHOTpapUIeCcKre CIIPABKH.

JIBoitHbIC (pamMmIINK BHOCSATCSA B UMEHHOM yKa3aTelb MO MEepBOMY CIIOBY (0e3
uHBepcun). HOCTpaHHbIe (DaMHIINN TIEPEIAOTCS B PYCCKOW TPAHCKPHIILIUH, a
qacTuip! (OH, Ba, JIe, 1€ U JAp. IPUBOAITCS IMOCe (aMUINN U HHUAIIAAJIOB.

HimeHHOM yKa3aTenb CTpOUTCs 1o andaButy hpaMummii.

['eorpadudeckuii ykazareiab BKIOUACT HANMEHOBAHUS TOCYAapCTB,
aJMUHUCTPATUBHO-TEPPUTOPHAIBHBIX €IUHULI, MOPEH, PEK U Jp. reorpapuueckux
MOHATHUMH.

CoBpeMeHHbIe Ha3BaHMs reorpauuecKrx MOHATHH yKa3bIBalOTCs CHavasia, a B
CKOOKax JaroTCsl UX CTapble HA3BaHUsS, KPOME TOr0, CTapble Ha3BaHUs BHOCSITCS B
as(paBUTHOM TOPSIZIKE CO CCBUIKOW Ha HOBOE Ha3BaHMe. I'eorpaduyeckue Ha3BaHus,
IpeJICTaBIISIONINE COOOM CIOMXKHBIE IOHATHUS, 1al0TCs O€3 UHBEPCHUH, 110 TIEPBOMY
CJIOBY.

Oo6o0m1atonye NOHATUS WU aIMUHUCTPATUBHO-TEPPUTOPUATIbHBIE HAUMEHOBAHMUSI
BHOCSITCSL B yKa3aTellb 0€3 MOsICHEHUSI.



7.4.4.6. XpOHOJOTUYECKUN yKa3aTellb COCTOUT U3 PyOPHUK, BKITIOYAIOIINX JaThl
UCTOPUYECKUX COOBITHUM, SIBIICHUN U (PaKTOB, UJIU 1AThl TOKYMEHTOB,
PacMoI0KEHHBIX B XPOHOJIOTHUECKOM TOPSIIKE.

7.4.4.7. B yka3zarene npuMensercs cucrema oomux ("cMm.") n gactHbeIX ("'cM. Takke")
OTCBIJIOK, C MIOMOIIbIO KOTOPBIX YCTAHABIUBACTCS CBS3b MEKIY TOXKICCTBCHHBIMU
MOHSATHSIMHU.

7.4.4.8. Ykazarenu K apXUBHBIM CIIPAaBOUHHUKAM MOTYT OBITh TE€X K€ BUJIOB U UMETh
Ty K€ CTPYKTYPY, HO B TOMCKOBBIX JTaHHBIX CCHUIKH JAIOTCS Ha CTPAHULIBI WU
paszensl (1711 KaTajloroB) CIpaBOYHUKA.

7.4.5. O630p - apXHUBHBIN CIIPABOYHHUK, BKIFOYAIOIINI CHCTEMATH3NPOBAHHBIC
CBEJICHHSI O COCTABE U COJICPHKAHNUU OTAEIbHBIX KOMIUIEKCOB JOKYMEHTOB,
JIOTIOJITHEHHBIE UX UCTOYHUKOBEIUYECKUM aHATU30M.

Bumgamu 0630pa sBiastorcst 0030p HoHIA ¥ TEMAaTHIECKUANA 0030D.
TemaTudeckuit 0030p MOKET OBITH APXUBHBIM (BHYTPUAPXUBHBIM) U MEKAPXUBHBIM.

OO6bexTOM onucanus g 0030pa PpoHa sABAsIETCS JOKYMEHT (Tpymna JT0KyMEHTOB,
4acTh JJOKYMEHTA), €IMHUIA XPAaHeHHsI, eAMHULIA yueTa ogHoro ¢orna. O0beKTOM
OTHMCaHMS JJIs TEMATUYECKOTO 0030pa Mo JOKyMEHTaM apXuBa (apXHUBOB) SIBIISETCA
JOKYMEHT (TpyIina JOKYMEHTOB, YacTh JIOKYMEHTA), €AMHUIIA XPAHEHNUS, SAUHHUIIA
ydera ogHoro (onaa (dactu ¢onaa, rpynmsl (GOHIOB) apxuBa (aApXUBOB) 110
OIIPEZICTICHHON TEME.

7.4.5.1. O630p dhoHIa BKIFOYACT CHCTEMATH3WPOBAHHBIC CBEJICHUS O COCTABE U
CoJIep>KaHUH IOKYMEHTOB OJTHOTO (OH/A.

7.4.5.2. Tematuueckuii 0030p BKIIOYAET CUCTEMATU3UPOBAHHBIE CBEJCHHUS O COCTABE
U COJIEp>KaHUM YaCTH JOKYMEHTOB OJIHOTO WJIM TPYIIIbI (POH/IOB OJTHOTO WM
HECKOJIBKMX apXHUBOB IO OINPEIEIEHHON TEME.

7.4.5.3. Ilpu cocraBneHnu 0630poB npuMeHsiercs udhepeHIrpOBaHHbIN MOAXO/,
3aKJTFOYAIONIHNICS B BEIOOpE POH/IAa U/WITH TEMBbI, IPUHIIAIIA TPYIITUPOBKU
uHbOpMaIUU B OCHOBHOHM YacTu 0030pa, MPUMEHEHUH Pa3IMYHON METOIUKH
IpeacTaBlieHUs HH(pOpMALUU O TOKyMeHTaX (MHAMBUIYAJIbHbIE WX TPYIIOBBIC
aHHOTAIIUN ), PA3IMYHON METOUKH OMTUCAHUS OT/ICJIHHBIX BUJOB JIOKYMEHTOB,
BBISIBJICHUU 11€JIECO00PA3HOI0 COCTaBa M CTETIEHU MOJHOTHI CIIPABOYHOTO anmapara K
0030py.

7.4.5.4. O030p COCTOUT U3 COBOKYIHOCTH aHHOTALIUNA OTAEIbHBIX FPYII €ANHHUII
XPaHEeHHUsI, SIUHUI] yueTa, JOKYMEHTOB U CIIPaBOYHOTO ammapara.

B AHHOTAalU HU3JIaracTcsa COACPIKAHUC I'PYIIILI CAMHULL XPaHCHUA, CAUHUALL YUCTa,
AOKYMCHTOB C HICTOUYHHKOBCIAYCCKUM aHAJIM30M JOKYMCHTOB, YKA3bIBAIOTCA
OCHOBHBIC Pa3HOBUIHOCTH JOKYMCHTOB, UX aBTOPLBI, XPOHOJOTHYCCKUC PAMKU,



MIOJUTHHHOCTb, ITOMCKOBBIE TaHHBIC. B 0030pe (poHIa MOMCKOBBIE JaHHBIE COCTOSIT U3
HOMEPOB OINUCEH, SAMHUIl XPAHEHUS, STUHUI] YI€Ta, JINCTOB CIUHUIIB XPAHCHHSI; B
MEKapXUBHOM M MEXK(POHIOBOM TEMATUIECKUX 0030pax MOUCKOBHIC JAHHBIC
JIOTIOJTHSIFOTCS COKpAIICHHBIMU Ha3BaHUSIMU apXUBOB, HOMepamu (GoHI0B. B
CIPaBOYHBIH ammapaT 0030pa BXOAST TUTYIBHBIN JIUCT, COJEpKaHUE (OTIaBJICHUE),
NpeIMCIOBHE, CITUCOK COKpalIeHnH, yka3zaTenu. K temarndeckomy 0030py TOIHKHBI
OBITh COCTaBJICHBI CIUCOK (DOHIOB, MH(POPMAITHS O KOTOPBIX COACPIKUTCS B 0030pe, U
oubnanorpadus mo Teme.

B npenucnoBun k 0630py M3nararoTcs CBEJIEHUS MO0 UCTOPUH (POHI000pa3oBaTENs
(pormooOpazoBareneii) u uctopuu houaa (GoHIOB), CTPYKTYpe 0030pa, COCTaBe
CIPABOYHOIO ammapaTta; MpeAncIoBUe K TeMaTHUECKOMY 0030py M0 JOKYMEHTaM
OJIHOTO apXUBa MOXET OBbITh JOMOJIHEHO CBEACHUSIMU O HATUYUH IOKYMEHTOB 110
JAHHOW TeME B JIPYTUX apXHUBaxX.

7.4.5.5. B ocHOBY moCTpoeHHsI 0030pa MOTYT OBITh MOJIOKEHBI CTPYKTYPHBIH,
oTpacneBoil (PyHKIIMOHATIBHBIN), TPEAMETHOTEMATUYECKUI, TeorpapruuecKuil,
XPOHOJIOTHUECKHUH U IPYyTUe NPU3HAKH.

CrpykTypHas cxema npuMeHsieTcsi B 0030pe GoH1a opraHu3aluy ¢ OTYETIUBO
BBIPAKEHHOM, YCTOMYMBOU CTPYKTYPOM, KOTJa CTPYKTYPHBIE YaCTH OTPAKAIOT
byukmu GongoodpazoBartens, a coaepKaHue JOKYMEHTOB HE TyOIupyeTcs B
HECKOJIBKUX CTPYKTYPHBIX ITOApa3aesieHusAX. HazBanue CTpyKTypHBIX 4acTen Ipu
TaKOM cXeMe BBICTYNAIOT B KaUueCTBE pa3zieoB 0030pa.

OtpacneBas (pyHKIMOHATBHAS) cXeMa B 0030pe (hoHAa MPUMEHSETCs, KOT/1a
dboH1000pazoBaTeb HE UMEET YETKO BBIPAKEHHON (DYHKIIMOHATIBHON CTPYKTYPBI WIH
KOT'JIa €r0 CTPYKTYpa 4YacTO MEHsIIACH.

B temaTtnueckom 0630pe orpaciieBas (HyHKIIHOHATbHAS) CXeMa MPUMEHSIETCS ISt
TEM, OTPAXKAIOIIUX KOHKPETHYIO JIEATETLHOCTD OMPEACIEHHON CHCTEMBI
OpraHu3alliii, HAIPABJICHUSI PA3BUTHUS TEX WM UHBIX CTOPOH rOCYJapCTBEHHOTO
YIOPAaBJIECHUS], SKOHOMUKH, HAYKHU, KyJIbTYPHI U T.JI.

[Toctpoenune 0030pa Mo MpeaMeTHO-TEMaTHUECKON cXxeMe MpeaycMaTpruBaeT
PaCIIONIOKEHHUE CBEIEHUI O JOKYMEHTAaX MO TEMAaTUYECKUM IpyTaMm.

XpOHOJ'IOI‘I/I‘-IeCKaSI CXEMa MPUMCHACTCA B ClIydasdx, Koraa HGO6XOJII/IMO
OXapaKTCPpU30BaATb OTACIBHBIC IICPHUOABLI B ACATCIbHOCTHU OpFaHHSaHHﬁ, HIIKX OTPA3UTh
MMOCJICAOBATCIIbHOCTDb ITPOUCXOANBIONNX UCTOPUICCKUX COOBITHH.

ITpu nocTpoeHnN MEXapXUBHOIO TEMATUYECKOTO 0030pa MHPOPMALHS B OTAEIbHBIX
Clydasix MOXET ObITh CUCTEMATU3UpPOBaHA 110 MECTaM XpaHEHHsI IOKyMEHTOB, T.€. 110
andaBUTy apXHBOB.

Jli1s 0630pa GoHAa TMYHOTO MPOUCXOKICHHSI UCIIOJIb3YETCs CXeMa CUCTeMaTU3aluu
JIOKyMEHTOB (POH/1a.



7.5. ABTOMaTU3UPOBAHHBIN HAYYHO-COPABOYHBIN arapar

7.5.1. ABromatusupoBanubii HCA (AHCA) apxuBa npeactaBiseT co0oit
COBOKYMHOCTb OMTMCaHUI IOKYMEHTOB, IOMEIIEHHBIX B 0a3bl TaHHBIX,
aBTOMATU3WPOBAHHBIX CPEJICTB MOMCKA HHGOPMAIMH U MPEACTABICHHSI PE3yIbTAaTOB
noucka. ABromatuzupoBanubiii HCA peanusyeTcsi B paMKax HHTETPUPOBAHHOM
UH(OPMAIIMOHHON CUCTEMBI apXHBa W/WIH B BUJIE aBTOHOMHBIX 0a3 JaHHbBIX.
Nudopmarmonnoe Hanonnenne AHCA cocTaBistoT onucaHus JOKyMEHTOB Ha
ypoBHE (poH/a, €MMHUIIBI XPAaHEHUS, CIMHUIIBI yUeTa, JOKYMEHTa, CoJIep Kaliuecs B
MH()OPMAIIMOHHON CHCTEME, a TaK)Ke (Paiiyibl KIIFOYEBBIX CIIOB, PyOpPHUKATOPHI.
PaznoBunnocteio AHCA siBisitoTest monHoTekcToBbie B/, conepikalire TeKCThl
JIOKyMEHTOB, UX ITU(PPOBHIC KOMHH.

AHCA peanusyet Bce GyHKIIMH TPAJAUIIMOHHON CUCTEMBbI HAyIHOCIIPABOYHOTO
amnmapara apXMBa M IpeJ0CTaBIIsIeT 10 CpaBHEHHMIO ¢ TpaauimoHHeiM HCA Goinee
IIMPOKHE BO3MOKHOCTH OIEPATUBHOTO M MHOT'OACTICKTHOT'O TIOMCKA apXUBHBIX
JIOKYMEHTOB, MPEACTABJICHUS €T0 PE3yIbTaTOB (B TOM YHCIIC B PSKUME YAAICHHOTO
JOCTyTIA).

7.5.2. UadopmarmonHoit ocHoBoM miist coznannst AHCA sSBIISIFOTCS T€ K€ 3JIEMEHTHI
OTIMCAHUS PA3IMYHBIX YPOBHEH, uTo U A TpaguiinonHoil CHCA. O6s3aTensHpIMA
pexBu3uTamu 6a3 naHHbpIx HCA Ha ypoBHE (hoHIA SIBISIIOTCS DJIEMEHTHI OTIMCAHMSI,
MpUBEJEHHbIC B 1. 7.2.1, /U1l ypOBHS €IMHULIBI XpaHEHHU S, €IUHULIBI YUeTa - B II.
7.2.2, nist ypOBHA IOKYMEHTA - B 11. 7.2.3.

st 3anonaenus b/l HCA ucnonbs3yroTcest: mepBudHas TOKyMeHTHas HHGOpMaIs,
OCHOBHBIE U BCIIOMOTaTEeIbHBIE YUYETHBIE TOKYMEHTHI, UH()OpMAIIKsl, IMEIOIIAsCS B
apXMBHBIX CIIPABOYHUKAX PA3TUYHBIX THUIIOB U BUJIOB.

7.5.3. O0s3aTebHBIM DJIEMEHTOM OTHCAHUS AJIsl BCEX TPEX OCHOBHBIX YpoBHEH B B/]

AHCA sBISIOTCS KITIOYEBBIE CIIOBA - TEPMUHBI, XapaKTEPU3YIOIIHE B 0000IIEHHOM U

C)KaToOM BHJIE CoJlepikaHue 00bekTa onucanus ((HoHAa, eIUHUIBI XpaHEHUS, TUHHUIIBI
ydera, IOKyMEHTa).

KnroueBblie cioBa BBOJATCA B BII B IIpOTCCCC OMNCAHUA KOHKPECTHOI'O 00BEKTa HIIH
IMOCJIC €TI0 3aBCPIICHUS. KroueBoe C10BO MOJKET COCTOSITh U3 OJHOTO CJIOBA UJIH
KOPOTKOT'O CJIOBOCOYUCTAHUA U ITIOMCHIACTCA B CHCI_II/IaJIBHBII\/JI (baﬁn KIIFOYCBBIX CJIOB.

OO0s13aTeIbHBIMU BHUAaMH KIIFOUCBBIX CJIOB ABJIAIOTCA.

"TeMaTuka" - TepMUHBI, 0003HAYAIOIINE B KPaTKOil popMe (haKThl, COOBITHS, SIBICHHUS,
BU/JIbI IEATEIBLHOCTH U T.J., OTPAXKEHHBIE B IOKYMEHTaX 00bEKTa ONMHUCAHUS;

"mepcoHanuu" - TEPMUHBL, UACHTUPUIUPYIOIINE JHUIIA, C KOTOPHIMU CBS3aHBI
CIMHUIIBI OTIMCAHMSI TaHHOTO YPOBHA. TepMHUHAMHU MOTYT OBITh (aMIINK C UMEHEM U
0TYeCTBOM, (haMUJTUU C UMEHEM, paMIIK 0€3 UHUIIUAJIOB, C OJHUM WA JBYMS
WHULIMAJIaMH, TICEBJJOHUMBI, IPO3BHUIIA U T.]1.;
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"reorpagus" - TEpMUHBL, ABISAIOMIKUECS reorpaduIeCcKUMU U TOMTOHUMUYECKUMU
HAaWMEHOBAHUSAMHM (Ha3BaHUS CTpaH, peciyOuK, KpaeB, obacTei, ryoepHuid, ye3noB,
BOJIOCTEM, HACEJICHHBIX ITYHKTOB, MOPEH, PEK U T.[1.).

B cirydac HGO6XOI[I/IMOCTI/I MOT'YT CO34aBaTbCA APYIUC BUAbI KIIIOYCBBIX CJIOB.

7.5.4. BerxogueiMu popMamu aBToMaTu3upoBaHHoro HCA SBISIFOTCS TIEpeYHU
(GbOHII0B, €TUHUI] XPAHEHUS, €IUHUI] YUeTa, JOKYMEHTOB, OTBEYAIOIINE YCIOBUSIM
caenanHoro 3anpoca. Ha ocHoBe nadopmariu, conepxamieirics B AHCA apxuga,
MOTYyT (POPMHUPOBATHCS TEKCThI CIIPABOYHUKOB BMECTE C UX BHYTPEHHUM CIIPABOYHBIM
annapatoM (IyT€BOJIUTENN, KPaTKUE CIIPABOYHUKH, onucH). [1pu
aBTOMATU3MPOBAaHHOM (DOPMUPOBAHUM TEKCTA CIIPABOYHHKA (DANITBI KITFOUEBBIX CJIOB
UCIIOJIb3YIOTCS JJI1 aBTOMATU3UPOBAHHOTO COCTABIICHUS yKa3aTellel K CIIPaBOYHUKY .

7.5.5. dna kaxnoro yposus onucanuii B bJI AHCA co3natorcst pyOpukatopsl
(cucremaTnuecKkue, TEMaTUYECKHE) I MOMCKA JaHHBIX, aBTOMaTU3UPOBAHHOTO
dbopMHUpOBaHUS TEKCTOB CIIPABOYHHUKOB.

s ypoBHS dhoHAA pyOpPUKATOPOM, MPEIHA3HAYECHHBIM TSl (JOPMHUPOBAHUS TEKCTa
MyTEBOIUTENS 110 (hOHAAM apXHBa, ABJISICTCS CXeMa CUCTeMaTHh3auu (POHIOB B
My TEBOUTEIE.

JI71st KaXA0r0 ypOBHS ONIUCAHUSI BOZMOKHO HCIIOJIb30BAaHUE HECKOJIBKUX
pyOpHKaTOpPOB, YTO MO3BOJISIET BECTH OJJHOBPEMEHHYIO MOJATOTOBKY PAa3IMYHOTO BUA
CIIPaBOYHUKOB, POPMUPOBATH MEPEYHHU POHIOB (JOKYMEHTOB) IO Pa3TUIHON
TEMAaTHKEe, COXPAHATh PE3YJbTAaThl PyOPULIMPOBAHUSI.

7.5.6. lna kaxxoro ypoBHs onrcanus B 6a3ax naHHbix HCA apxuBa B 00s13aT€I1bHOM
HopsiIIKE TpelycMaTpuBaeTcss Habop MpoLeayp MHOTOACIIEKTHOTO MTOMCKa
uH(GOPMAIUH 10 KIIFOUEBBIM CJIOBaM; MO TEKCTaM aHHOTAIIUHU, HCTOPUIECKOM
CIIPaBKH; 110 TEKCTaM MOJIHBIX U COKPAIICHHBIX HA3BAHUW 0OBEKTA OMMCAHUS, TTOJIHBIX
U COKpAIICHHBIX NlepenMeHoBanmii GoHaa u/wmm GoHmooOpazoBaress; Mo
XPOHOJIOTHUECKON MPUHAIICKHOCTH 00bEKTa ONrcaHus (10 KpaHUM J1aTaM
JIOKYMEHTOB, BXOJISIINX B €MHUILY OMUCAHHUS); IO JIIOOOMY COYETaHHUIO
MIEPEYUCIIEHHBIX PEKBU3UTOB.

7.5.7. IlpeacraBneHue pe3yIbTaTOB MOUCKA JIOJDKHO MTPOU3BOTUTHCS B CIEAYIONINX
dbopmax:

- 0a3a TaHHBIX, PEAYIIUPOBAHHAS B COOTBETCTBUM C YCIOBUSMH 3aMpoCa;
- TeKCTOBBIN (haliy1 MM pacriedarka ONMCaHui, YIOBICTBOPSIONINX 3aMpocCy.

7.5.8. CnpaBouHbIi anmapat k 0a3aM JaHHBIX [0 TOKYMEHTaM apXHBa peanu3yercs B
BUJIe 06a3bl TaHHBIX (MeTaba3bl), coepKaIled OMMCaHUE UMEIONIUXCS B apXuBe 0a3
JIaHHBIX. B MeTabase comeprkarcs CBEACHUS M0 KaK10M aBTOHOMHOM 0a3e JIaHHbIX -
Ha3BaHue b/, mepeueHs ee peKBU3UTOB, YPOBEHb (YPOBHH) €AMHHULIBI



(enuHUIY) OMHMCaHUs, TEKYIIUM 00BEM B 3aIUCAX W/UIW B MerabaiTax, ykazaHue Ha
CYB /] nnu 536K MPOrpaMMHUPOBAHUS, UCTIOIB30BAHHBIX JIJISI CO3/1aHMsI 0a3bl TaHHBIX.

7.6. IloaroToOBKa apXUBHBIX CIIPABOYHUKOB K U3IAHUIO

7.6.1. O6s13aTeIbHBIM CIIPABOYHO-UH()OPMAIIMOHHBIM U3AaHUEM JJISI apXHUBA JIFOOOTO
YPOBHSI, TOCTOSTHHO XPaHAIIEro JOKyMeHThl ApxuBHoro (ponaa Poccuiickoit
denepaiuu, ABIASETCS CIIPABOYHUK THIIA ITyTEBOAUTEIIS, JAFOIIHMN 00IIIee
MPEICTaBIICHHUE O COCTaBE U COJIEPKaHUM €r0 TOKYMEHTOB Ha YPOBHE (POHJIOB.
Bormpoc 06 u3ganum Ipyrux TUIIOB apXUBHBIX CIPABOYHUKOB PEIIACTCS OTACIBHO B
KKJIOM KOHKPETHOM CJTydae.

7.6.2. TlonrotoBka MeXapXMBHBIX U3JIaHUKN KoopauHUpyeTcs DenepanbHoi
apXUBHOM cityx00i Poccuu, opranoM ynpaBlieHUs apXUBHBIM JIEJIOM CyObeKTa
Poccuiickon @enepannu uiv roJJOBHOM OPraHU3aluen COrJIacHO PEIICHUIO
3aMHTEPECOBAHHBIX APXMBHBIX OPTaHOB U HAYYHBIX OPTaHU3aLMM, IPUHUMAIOIINX
y4acTHE B MOATOTOBKE CIIPaBOYHUKA B 0OpMIISIeTCs] O(DUIIMATTEHBIM COTJIAIIEHUEM O
pacmnpeneneHuu 00s3aHHOCTEH CTOPOH.

I[J'ISI HNOATrOTOBKH KaXKA0I'0 KOHKPETHOI'O U3JaHNUA OMPCACIIACTCS KOJJICKTHUB
HCHOHHHTCHCﬁ, COCTaB PCAKOJUICTHUHN U Hay‘-IHBIﬁ PEAAKTODP.

JI71st mpaBHIILHOTO OMpeeNIeHHsI 00beMa padoT, KOHTPOJIS 32 CPOKOM HCIIOJTHEHUS Ha
KaXXI0€ TIOJIrOTaBIMBAEMOE M3aHUE COCTABIISACTCS IIAHTPaPUK, B KOTOPOM
MOCIICIOBATEIEHO (PUKCUPYIOTCS BCE ITAIBI paOOTHI: TIOJrOTOBKA TNIAHA-TIPOCTICKTA,
COCTaBJICHHE paboueii MHCTPYKIIMH, OTPAXKAIOIIEH METOIUYECKHUE BOITPOCHI
00001eHnst ”HPOPMAITUU O COCTaBE U COJICP)KAHUH TJOKYMEHTOB B JIAaHHOM U3JIaHUH,
MOJITOTOBKA, OTOOP M CUCTEMATHU3AIHS CBEJICHUH, BKIIFOUAEMBIX B OCHOBHYIO 4acCTh,
COCTABJICHHE CIIPABOYHOTIO aIllapaTa, peJakTHPOBaHUE PYKOITUCH, OOCYKICHHE
PYKOTIHCH | TIOpabOTKa €€ 0 3aMEUYaHUSIM PEIIEH3EHTOB, TTOJATOTOBKA PYKOITUCH K
cJade B M3/1aTEIbCTBO; a TAKXKE UCTIOJHUTEIIH OTACIIbHBIX 3TAIlOB U CPOKH
BBITIOJTHEHUSI.

7.6.3.B IIAHC-TIPOCIICKTC OTPAKACTCA HNCIICBOC HA3HAYCHUC U3AaHUs, CTO HA3BAHUC,
06’beM, CTPYKTYpa, pa3aciibl OCHOBHOM YacCTHU, COCTAaB CIIPABOYHOI'O allllapara.

B paboueit ”HCTpyKIMK U3J1araeTcsi METOIMKa 0TOOpa, aHau3a U 0000IeHUS
uH(GOpMAIUH TPU TTOATOTOBKE ONMMCATENBHBIX CTATEH, X CUCTEMATU3AIINH,
MOJATOTOBKE TEKCTa CIPABOYHHUKA, CIIPABOYHOTIO arapara.

7.6.4. IloaroroBka TeKCTa CIpaBOYHUKA K U3/ITaHUIO MOXKET OCYILECTBIIATHCS KakK
TPaJIULIUOHHBIMH CIIOCOOaMM, TaK U C UCIIOJIb30BAHUEM MH(POPMAIIMOHHBIX
TexHonorui. B nmocneanem ciyyae B pyOpukaTop 0a3bl JaHHBIX BBOJIUTCS CXeMa
cucTeMaTtu3aluu GOHI0B OCHOBHOM YaCTH CIIPaBOYHUKA, IPOU3BOAUTCS pyOpUKaLns
€IMHUL ONTUCaHUs. 3aTeEM aBTOMATHYECKH (POPMHUPYIOTCS TEKCT OCHOBHOW 4acTu
CIpaBOYHHUKA, IPEIMETHBIN, IMEHHOH U reorpaduyeckuil yka3aTeiau B BUJIE
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TEKCTOBBbIX (ailioB. JlanpHelimas paboTa BEAETCS C UCIOIb30BAHUEM TEKCTOBOTO
penakTopa.

7.6.5. IIpu mOoAroTOBKE TEKCTA CIIPABOYHHUKA MPOBOJAUTCS OOCYKIEHUE OTIEIbHBIX
METOJIUYECKHUX BOMPOCOB U TOTOBBIX Pa3/esiOB HAYYHO-COBEUIATEIbHBIMUA OpraHaMU
apxuBa. [loAroroBneHHas u OTpeAaKTUPOBAHHAS PYKOIUCH IPOXOAUT BHYTPEHHEE U
BHEIIIHEE PELICH3UPOBaHKUE U 00CYKIAETCsl HAyYHO-COBEIIATEIbHBIM OPIaHOM,
o0JaaoluM NpaBoOM PEKOMEHI0BATh €€ K U3/IaHuIO.

PYKOHI/ICB CUUTaCTCA 3aBepmeHH0171, €CJIK B COOTBCTCTBHHU C YCTAHOBJICHHBIMHU
ITOJIOKECHUAMU zlopa60TaHa I10 3aMCYaHUAM PCLUCH3CHTOB U UTOIraM O6CY)K,Z[€HI/I§I u

yTBEpIKJICHA B Ile4aTh. PaboTa ¢ M31aTeIbCTBOM OCYIIECTBIISETCS B COOTBETCTBHH C
m. 3.7.

Pasznen 8. UCITOJIB3OBAHUE JOKYMEHTOB APXMNBA
8.1. IloHgTHE ¥ IPABOBBIE OCHOBLI UCHOJIb30BAHUS TOKYMEHTOB

Hcnonb3oBaHue JOKYMEHTOB - IPUMEHEHHUE TOJIb30BATEISIMU U ApXUBOM ApXUBHBIX
JIOKyMEHTOB W/WJIM HH(OPMAIH, B HUX COJAEPIKAIICHUCS, B LIETAX YIOBICTBOPEHUS
nH(OPMAIIMOHHBIX MOTPEOHOCTEN rpaxaaH, o0IIeCTBa, TOCYAapCTBA.

[TopsimoK MCIIONB30BaHUS APXUBHBIX JIOKYMEHTOB yCTaHaBIMBaeTCs PeaepabHOM
apXUBHOM ciry»k00i1 Poccuu B cootBercTBUM ¢ KoHcTutynueit Poccuiickoit
®denepanuu, OcHoBamu 3akoHoAaTenbcTBa Poccuiickoit @eaepannu 06 ApXuBHOM
dbonne Poccuiickoii eaepanuu u apxuBax, ApyruMu penepaibHbIMU 3aKOHAMU U
HOpPMAaTUBHBIMM ITpaBOBbIMU akTaMH [Ipesuaenta Poccuiickoin denepanuu u
[IpaButennscTBa Poccuiickoit deneparinu, OTHOCSIITUMUCS K HHDOPMAITIH,
UH(OPMAITMOHHOMY O00ECTICYCHHIO M OOMEHY MH(POPMAIIUEH.

OCHOBHBIMH MPUHIIATIAMHU WCTIOJIH30BAHUS JOKYMEHTOB APXHUBHOTO (pOH/IA
Poccuiickoit @enepariu SBISIOTCS 00IIEAOCTYITHOCTb U OTKPBITOCTh TOKYMEHTHOM
nHpOpMaIH, 3aKOHHOCTh €€ IMOUCKA, TTOJIYICHHSI i HCIIOTh30BaHUS.

Hcnonb3oBaHue JOKYMEHTOB paOOTHUKAMH apXUBOB B JINYHBIX (HECITYKEOHbIX )
HEJSIX MPOU3BOAUTCS HA OOIIMX OCHOBAHUSIX BO BHECTYKEOHOE BpeMH.

8.2. ®opMbI UCIOJIL30BAHUS JIOKYMEHTOB

OcHOBHBIMH (pOpMaMU UCIIOJIb30BAHUS JOKYMEHTOB B apXUBE SIBIISIFOTCSI:

- nHpopMaIIMOHHOE 0OecTIeueHre TI0JIb30BaTeNel (OpraHOB rOCYIapCTBEHHOM
BJIACTH, MECTHOTO CaMOYTIPaBIICHHUsI, TOCYIaPCTBEHHBIX, HETOCYIAPCTBEHHBIX U
0OIIIECTBEHHBIX OpraHu3aluii, 00beIMHEHNI U TpaXKJaH) B COOTBETCTBUU C UX
3aMpocaMu, a TAK)Ke B MHUIIMATUBHOM TOPSIJIKE;

- IPpCACTABJICHUC NOKYMCHTOB I1OJIB30BATCIAM JIA HCCJICIOBAHUI B UMTAJIbHOM 3aJIc,

- OKCIIOHUPOBAHNUEC JOKYMCHTOB HAa BBICTABKAX,
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- UCTIOJIb30BaHKE JOKYMEHTOB B CPEJCTBAX MacCOBOM MH(pOpMaIINH;

- IpoBeJieHNe HH()OPMALIMOHHBIX MEPOIIPHUATHIA (BCTPEY C 00IECTBEHHOCTHIO,
DKCKYpPCHUI B apXMBBI, IPE3ECHTALNM, " AHEN OTKPBITHIX ABEpEN", TEKIUH, JOKIAI0B,
YCTHBIX YPHAJIOB, YNTATEILCKUX KOH(EPEHIIHA, yPOKOB JJIs1 CTYAEHTOB U
HIKOJIBHUKOB U JIp.) C UCIIOJIb30BAaHUEM JOKYMEHTOB;

- BblJJa4ya JIOKYMEHTOB BO BPEMEHHOE TI0JIb30BAHMUE;

- My OJIUKaIus JOKyMEHTOB B Pa3IMYHbIX (opmax.

8.3. Buasl 3anpocoB u I/IHd)ODMaHI/IOHHI)IX JOKYMCHTOB

8.3.1. 3ampochl, MOCTYNAIOLIKUE B APXUBbI, TOAPA3IACISAIOTCS HA TEMATUYECKUE,
TeHEAJOTUYECKHE U 3alIPOChl COLUAILHO-TIPABOBOTO XapaKTepa.

TemaTudeckuit 3ampoc - 3ampoc 0 MPeA0CTaBICHHH MHPOPMALIUU IO ONPEACIICHHOMN
npobieMe, TeMe, COOBITHIO WU (haKTYy.

Pa3HOBUIAHOCTBIO TEMATUYECKOTO 3ampoca sBiisieTcs: Onorpaduieckuii 3anpoc, mno
KOTOPOMY YCTaHaBIIMBAIOTCS CBEACHUSI, HEOOXOAUMBIE JIsl U3yUYEHUS KU3HU
KOHKPETHOTO JINIIA, yTOUHSI0TCS (PaKThl ero Ouorpaduu.

['eHeanornyeckuit 3ampoc - 3ampoc, BRIPAKAOIINI TOTPEOHOCTh B TOKYMEHTHOM
nH(pOopManu, yCTaHABIMBAOIICH POJICTBO, POJICTBEHHBIC CBS3H ABYX HIIH OOJICE JIHII,
UCTOPHIO CEMbH, POJA.

3anpoc CONUAIBHO-IIPABOBOTI'O XapaKTEpa - 3alIpOC KOHKPCTHOI'O JIMIa HIIN
OpraHu3anuu, CBSI3aHHEIN ¢ 00ecIIeueHneM IIpaB 1 3aKOHHBIX MHTCPCCOB I'paXaaH.

8.3.2. UndopmanioHHbIE TOKYMEHTHI apXHBa:

ApxuBHas cripaBKa - OPHUIIMATBHBIN JOKYMEHT apXHUBa, UMCIOIINI IOPUINIECKYIO
CHIIY U COZIEpKAIUI TOKYMEHTHYI0 HHPOPMAIIHMIO O IPEIMETE 3arpoca ¢ yKazaHHUEM
MOMCKOBBIX JaHHBIX JOKYMEHTOB, HA OCHOBAaHUHU KOTOPBIX OHAa COCTaBjeHa ApXUBHAs
KOMUS - OUIMATBHBINA JOKYMEHT apXHBa, JOCIOBHO BOCTIPOU3BOISIIIHIA
MaITUHOMUCHBIM, (POTOTPAPUIECKUM, IIEKTPOTpadUIECKUM UM UHBIM CIIOCOO0OM, B
TOM UYHCIIE TIEPEIaHHbIN MO APYruM UHPOPMALIMOHHBIM KaHalaM, TEKCT JOKYMEHTa, C
yKa3aHUEM €0 OMCKOBBIX JAHHBIX.

ApXxuBHasi BBITUCKA - OPUIIMAIBHBINA JOKYMEHT apXHBa, IOCJIOBHO BOCIPOU3BO AN
4acTh TEKCTa JOKYMEHTa, OTHOCAIIUINCS K OnpeieIeHHOMY (DaKTy, COOBITHIO, JIUITY, C
YKa3aHUEM MOUCKOBBIX JIaHHBIX JOKYMEHTA.

NudopmanmoHHoe NucbMO - MUCbMO, COCTABIIEHHOE apXMUBOM IO CBOEH MHUIIMATUBE
WIH 110 3aIpoCy NOJIb30BaTENs, COAEpIKallee HHPOopMALUIO 00 UMEIOIINXCS B ApXHBE
JOKYMEHTax I0 ONpeesIeHHO polieMe, TeMe.
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Temarnueckuii nepeyeHb JOKYMEHTOB - CHCTEMAaTU3UPOBAHHBIN KPATKUI WIIHA
AHHOTUPOBAHHBIN NIEPEUYECHB 3ar0JI0BKOB JTOKYMEHTOB, €IMHHI] XPAHECHHUS], € TMHUL]
y4deTa 0 ONPEAEIICHHON TeME (BOIIPOCY) C YKa3aHUEM UX J1aT U IOMCKOBBIX JaHHbIX,
COCTAaBJICHHBIN 110 MHULIMATUBE apXH1Ba WIH I10 3alIPOCy MOJIb30BaTEIIs.

Temarnueckas moI00pKa KOMHA JOKYMEHTOB - CUCTEMAaTU3HPOBAHHBIN KOMILJICKT
KOIMI TOKYMEHTOB WJIHM MX YacTel ((hparMeHTOB) O OMpeIeICHHON TeMe (BOIpOCY),

HO,Z[FOTOBHGHHI)Iﬁ APXHUBOM II0 3aIIpOCy IIOJb30BATCIIA UJIM B MHUIIUATUBHOM IIOPAIKE.

Temaruueckas Hozx60p1<a JOJIDKHA UMCTb THTYHBHBIﬁ JIUCT, IICPCUYCHb JOKYMCHTOB U
pu HGO6XOI[I/IMOCTI/I HCTOPHUYCCKYIO CIIPABKY I10 TEMC 3aIIpoca.

Temaruueckuit 0030p TOKYMEHTOB - cM. 1. 7.4.5.2.

8.4. UadopmaimmonHoe o0eciieueHre moab30BaTENIEN B COOTBETCTBUH C UX 3aIIPOCAMU

8.4.1. O0mme moJI0KeHus

HNudopmarnimonnoe obecrieyeHne mnoyib30Baresei mpeaycMaTpuBaeT BbIsSBICHUE
apXMBOM 3aMpaniuiBaeMoil UMU HHPOPMAIIUU M0 TOKYMEHTaM, OJITOTOBKY U
MPEIOCTaBICHUE MOIB30BATEISIM COOTBETCTBYIOIIMX HH(OPMAIIMOHHBIX TOKYMEHTOB;
OHO MPOBOJUTCS B INIAHOBOM WJIA OIIEPATUBHOM IIOPSKE HA OCHOBE 3aIIPOCOB
OpPraHoB rOCyIapCTBEHHOM BIACTH, MECTHOT'O CAMOYIIPABIICHHUSI, TOCYJAPCTBEHHBIX U
HErOCyJapCTBEHHBIX OpPTaHU3aIii, OOIIECTBEHHBIX OOBEAMHEHHM, IPAXK/IaH, a TAKXKe
10 JOTOBOPaM C IOPUAUYECKUMU U (PU3NUECKUMHU JIUIIAMHU.

ApXUB OpraHU3yeT MPUEM U PACCMOTPEHHUE 3aMIPOCOB I'PakKJaH B YCTAHOBJICHHOM
3aKOHOJIaTeNIbCTBOM MOpsiike. VcrnoiHeHue 3anpocoB B apX1UBe OPraHU3yeTcs Npu
HAJIMYWU B 3aMpOCce Ha3BaHMsI OPTaHU3AIUH (IS TpaXkaaH - GaMUIuu, IMEHH U
0TUYECTBA), IOYTOBOTO a/Ipeca, TEMbI (BOIPOCa), XPOHOJIOTMUECKUX PAMOK
3arpanmBaeMoi nHpopMaIuu.

ApXUB OCYIIECTBJISET IIPUEM I'PAKIAH B IPUEMHBIX U CTOJAX CIPABOK. YYeT
TpaXKJaH, JIMYHO OOPATUBIIIKUXCS B APXUB, BEJIETCA B CIICLIUATILHOM JKypHAaJIe
(npunoxenue N 49). IIpuem npoBOIUTCS B yCTAHOBIJICHHBIE THU U YacChl.
PykoBOZICTBO apxuBa HECET JINUHYIO OTBETCTBEHHOCTD 3a OpraHU3alUIo IpueMa u
PacCMOTPEHUS 3alPOCOB IPaXK/IaH.

3anpochl OpraHu3aluil ¥ rpakad paccCMaTpUBAIOTCSl pyKOBOJICTBOM apXUBa,
HaMpaBJISAIOTCS HA UCIIOJIHEHUE B COOTBETCTBYIOLIEE MTOAPA3AEIICHUE WU
HETNOCPEICTBEHHO UCIIOJHUTEIIO, U TOJIKHBI UCTIOTHATHCS 110 BCEM, XPAHALIUMCS B
apxuBe IOKyMEHTaM U MeYaTHBIM U3JaHUsIM, OTHOCSIIMMCSA K IIPEeIMETY 3ampoca.

[Tpu moctyrieHnn HempopUIBHOTO 3aIpoca apXHUB HAIIPABIISET €0 MO MECTY
XpaHEHUs 3aMpalIiBaeMbIX JOKYMEHTOB WIH Jae€T OpraHu3alsIM U rpaxaaHaM
COOTBETCTBYIOIIUE PEKOMEHIALINN.
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8.4.2. IlopsiIoK 1 CPOKHU MCIIOJTHEHUS TEMAaTHYECKHUX 3alIPOCOB 3aIpOChl OPTaHOB
roCyJJapCTBEHHOW BJIACTH, MECTHOT'O CAMOYTPABIICHUS, aIMUHUCTPATUBHBIX OPraHOB,
CBSI3aHHBIE C UCTIOJTHEHUEM UMU CBOUX (DYHKIIMIA, apXUB pacCMaTPUBAET B
NIEPBOOYEPETHOM MOPSAJKE B YCTAHOBJIEHHbBIE 3aKOHOAATEILCTBOM CPOKH WIIN
0003HaueHHbIE B 3arpoce. McroiHenne Takux 3anpocoB OCYIIECTBIIACTCS, KaK
npaBuiio, Ha 6€3B03Me3IHOM OCHOBE (CM. 1. 3.4.2). ApXHB MPOBOAMT PadbOTy 1O
WCIIOJIHEHUIO TEMATHYECKUX 3alPOCOB MOJIb30BaTENEH B OPSAAKE OKa3aHMs IUIaTHBIX
yCayrT (B TOM YHCII€ Ha OCHOBE JIOTOBOpa) Witk 6€3B03Me31H0. CpOKH 1 CTOMMOCTD
paboT MO MCIOIHEHUIO 3alPOCOB MOJIb30BaTENEH COrNIACOBBIBAIOTCS C HUMH.

[Tpu HeoOX0UMOCTH MPOBEACHUS MTOUCKA 110 3HAUUTEIHLHOMY KOMILJIEKCY
JOKYMEHTOB U OpraHU3alH UX KOMMPOBAHUS apXUB MUCBMEHHO COOOIIAeT
II0JIb30BATEIIO O MPOMEKYTOUHBIX Pe3yJibTaTax padoThI

B pesynbTaTte nmpoBeeHHBIX pabOT apXUB HAIPABIISIET MOIH30BATENSIM:
uH(OPMAIIMOHHBIEC TUChMA, TEMATHUYECKUE TIEPEYHU U TOJOOPKH KOTIMA TOKYMEHTOB,
apXMBHBIE CIPABKU U BBIMUCKU. K TeMaTHYECKUM MEPEUHSIM U MOAO0OPKaM KoMK
JOKYMEHTOB MPUJIArat0TCsl COMPOBOAUTEIBHBIE MTUCHhMA, MOJIMCAHHBIE PYKOBOJACTBOM
apxuBa. Bun nnhopMaImoHHOro JOKyMeHTa, MOATOTOBISIEMOT0 apXHUBOM 10 3aIIPOCy
MOJIb30BATEIS, COTJIACOBBIBACTCS C HUM, €CJIM 00 3TOM HE YKa3aHOo B 3arpoce.

8.4.3. HOpSII[OK N CPOKHU HUCITOJIHCHUA 3aIlIPpOCOB COLUAIILHO-IIPABOBOT'O XapaKTEpa

K 3anpocam conuaibHO-IIPaBOBOTO XapakTepa OTHOCSTCS 3alIPOChI O MOATBEPKACHUU
TPYJAOBOTO CTa)ka M pa3Mepa 3apa00THOM TUTATHI, CITY>KObI B BOMHCKUX YaCTIX H
(bOpMHUPOBAHUSAX, O COCTOSIHUU 3/I0POBbsI, HATPAXKICHUH, TPUCBOCHUN 3BAaHUH,
NOJTy4YeHUH 00pa30BaHusl, MPUMEHEHUH PENPECCHi, 00 aKTax TPaskJaHCKOTO
COCTOSIHUA U T.II. (cM. 1. 3.4.2).

8.4.3.1. B apxuBHY1O CIIpaBKy O MOJATBEPKACHUN TPYOBOTO CTaKa BKIIFOYAKOTCS
JTAHHBIE TOJIBKO 32 TO BPEMs, 32 KOTOPOE UMEIOTCSI CBEICHUS B JOKYMEHTAX apXHBa.
[Ipu 5TOM NPUBOUTCS TOUHOE HA3BAHUE JOJKHOCTH, KOTOPYIO 3aHUMAJ TPAXKIAHUH,
U TIepUoJ €ro paboThI B ATOM TOTKHOCTH.

Hmeronyecst B IMYHBIX AeNiaX JUCTKH M0 YUYeTy KaJpoB, aHKEThI, aBToOHOTpaduu,
COOCTBEHHOPYYHO COCTaBIICHHBIC TPAKIAHUHOM, HA KOTOPBIX OTCYTCTBYIOT OTMETKH
0 MPOBEPKE UMEIOIINXCS B HUX CBEJICHUI HA OCHOBAHUU IIPEACTABIECHHBIX
MOJIMHHBIX JJOKYMEHTOB WJIU CIIPABOK, HE MOTYT CIIy’KUTh OCHOBAaHHUEM JIJISl BbIJIaYU
apXUBHBIX CIPABOK O TPyA0BOM cTaxe. [Ipn HeoOX0AMMOCTH coiep Kalrecst B HUX
CBEJICHUS MUCHMEHHO COOOIIAIOTCs TpakIaHuHy. B kKauecTBe TOKyMEHTOB,
MOATBEPKAAIOLINX TPYAOBOM CTaX, JIs1 COCTABIICHUSI CIIPABKU IPU OTCYTCTBUHU
MIPUKA30B MO KaIpOBBIM BOMIPOcaM (TI0 TUYHOMY COCTaBY) UCTIOJB3YIOTCS MPUKA3bI 110
OCHOBHOM JICSITEIHHOCTH, JINIIEBBIC CUETA, PACUCTHBIC KHIDKKH, YICHCKUE OMIICTHI
npodcoro30B, yueTHble U oTueTHbIe KapTouku WwieHoB KIICC u BJIKCM (mipu
HAJIMYUUA OTMETOK O BBHITUIATE YWICHCKUX B3HOCOB C 3apaO0THOM TIIaThl WIIH
CTUIICH/IUHN).



8.4.3.2. B cnpaBky i1 HA3HAYEHUS WIHM MIEPECUETA IEHCUU BKIIFOYAIOTCS CBEJICHUS B
MOPSAJIKE, ONPEIETIEMOM OPraHOM, OCYIIECTBIISIFOIIUM IEHCUOHHOE 00ecrieueHne
rpaKJaaH.

Pa3Mep Bapa6OTHOﬁ IJ1aThI YKA3bIBACTCA B CIIPABKE B COOTBETCTBHU C Maciiradamu
ICH, HeﬁCTBOBaBIHPIX B TOT I€pUOI, 3a KOTOpLIﬁ 3alIpalIruBarOTCA CBCACHUS.

Caenenust o 3apaboTKe BKIIOYAIOTCS B CIIPaBKY TaK, KAK OHU U3JI0KEHBI B
JOKyMEHTax apxuBa. JlaHHbIe MPUBOIATCS pa3AesibHO 3a KaXK/IbIi roa, 6e3
CYMMHPOBaHUs B Ipezeiax roga. Pacuer cpeiHeMecsSYHOTO U CPETHErOJOBOrO
3apaboTKa apXUBOM HE IPOU3BOIUTCA.

HpI/I OTCYTCTBHU NOKYMCHTOB O 3apa60THoﬁ IJ1aTe I[OH)KHOCTHOﬁ OKJIaJd MOXET OBITh
YCTAHOBJICH Ha OCHOBAHHMH IITATHOI'O PACIIMCAHHA OpraHu3aln 3a
COOTBCTCTBYIOH_II/Iﬁ nepuona, Apyruc BBIIJIATEI - HA OCHOBAHHWH IIPHUKA30B I10
KaJApOBbIM BOIIPpOCaM HJIH I10 OCHOBHOM JACATCIIBHOCTH.

8.4.3.3. B cipaBke 06 006pazoBaHUM IIPU OTCYTCTBUU B IOKYMEHTaX CBEACHUN 00
OKOHYAHHUH TPAKJTAHUHOM YUeOHOT0 3aBEJICHHS YKa3bIBACTCs, HA KAKOM KypCe WU B
KaKOM KJIacce OH YUHJICS.

8.4.3.4. B cripaBKy 0 HarpaxJiecHuu, OJIy4€HHOM B COOTBETCTBUU C PEIICHUSIMU
MECTHBIX OPTraHOB HCIIOJIHUTEILHON BJIACTH, BKIIOYAIOTCS CBEJICHUS, COJIEpKAIIUECS
B CITMCKAaX HarpakJICHHBIX, TTOAMUCAHHBIX PYKOBOICTBOM OPTaHU3AINH H
0(UIHATBHO YTBEPKIACHHBIX MECTHBIM OPTaHOM HCITOJTHUTEILHOM BIACTH, a TAKKE
CBEJICHMS O COOTBETCTBYIOIIEM MPUKA3€ BBIIIECTOSIIEH OpraHU3aIlvu.

8.4.3.5. B cripaBKy 0 NOATBEPkKACHUH (PAKTOB MOJTYyUYECHUS TPABMbI, HECUACTHOM
Cily4ae Ha IPOU3BOJCTBE, HAX0XKACHUU Ha U3JICUEHUN BKIIFOYArOTCS CBEIACHNUS,
COZEPIKAILNECS B AKTAX O HECUACTHBIX CIIy4asiX, KHUIaX y4eTa U PErUCTPaALun
aBapuii, KaTacTpod, Jieyax 1Mo pacciaeI0BaHUIO MPUYHH aBapuil U KatacTpod, a TakKe
B JJOKyMEHTax 00KOMOB, TOPKOMOB MPO(PCcOI030B U MPOCOIO3HBIX OpraHu3alui
COOTBETCTBYIOLIMX OPTraHU3AIUH.

8.4.3.6. IIpu ucnoTHEHNHM TTOBTOPHBIX 3aIPOCOB MJIM COCTABICHUH IO TIPOCHOE
rpakJIaHlHa CIIPaBKH, AHAJIOTUYHOUN paHee BhIIAHHOM, apXUB MPOBEPSIET
COOTBETCTBHE CBEJICHUMN, BKIIFOUEHHBIX B ATY CIPABKY, TEM, KOTOPbIC UMEIOTCS B
JIOKyMEHTAaX, U B Ciiydae OOHapyKEHUs JOMOJHUTEIBHBIX CBEJICHNH, BKIIIOUAET UX B
MMOBTOPHO BBIIABAEMYIO apXUBHYIO CIIPABKY.

8.4.3.7. Cpok HCHOJHEHHUS 3aIIPOCOB COLMAIBHO-IIPABOBOTO XapaKTepa Mo
JIOKyYMEHTaM apXuBa He JI0JbKEeH npeBbimaTth 30 JHEl ¢ MOMEHTA pEerucTpauun
3amnpoca. C pa3pelieHns pyKoBOJICTBAa apXHUBa 3TOT CPOK MOXKET OBITh MPHU
HE0OXOIMMOCTH TIPOJICH, HO HE OoJiee yeM Ha 30 aHel ¢ 00s3aTeIbHBIM
yBeoMiIeHHEM 00 3ToM 3asiBUTeNsl. CpOK UCIOIHEHNUS 3alIPOCOB 0 HAYYHO-
CIpPaBOYHOMY amnmnapary apxuBa (kKaTajoram, 6a3am JTaHHBIX U 1Ip.) - He Oonee 15
JTHEW C MOMEHTa PErMCTPALAN 3a1poca.



[Tepecbuika HeMPOGUIBLHBIX 3aIPOCOB IO MPUHAIICKHOCTH B JIPYTUE apXUBBI WU
OpraHM3alli, a Takke HHHOPMUPOBAHUE 00 3TOM 3aBUTEISI JIOTKHBI ObITh
OCYIIECTBJICHBI B 5-THEBHBINM CPOK C MOMEHTA MOCTYIIJICHUS 3alpoca B apXUB.

8.4.4. Ilopsi 10K MCIIOJIHEHUS 3aPOCOB COLIUAJILHO-IIPABOBOI'0 XapaKTepa, OTBETHI Ha
KOTOpBIE MOJIJIeKAT HAMPaBJICHUIO 3a pyOex

ApPXMBBI UCTIOJHSIOT 3alIPOChI COLIMAILHO-TIPABOBOI0 XapaKTEPA, KACAIOIINECS
obecrieueHus MpaB POCCUNUCKUX U MHOCTPAHHBIX TPaXKIaH, a Takxke JuIl 0e3
rpa)kIaHCTBA, MPOKUBAIOIIUX 32 PyOeKOM, B MOpsiiKe, onpeaeneHHoM DenepalibHOi
apxuBHOH ciryx00 Poccun u MU Poccun Koopaunaruio paboTsl Mo opraHu3anuu
VCIIOJTHEHUS JAaHHOW KaTErOpyH 3apOCOB B apXMBax OCyliecTBIsseT PenepanbHas
apxuBHas ciy6a Poccun.

8.4.5. Ilopsi 10K UCTIOJHEHUS T€HEATOTMYECKUX 3alPOCOB

ApXI/IBBI HUCIIOJHATIOT ICHCAIOTUYCCKHC 3aIIPOChI, IIOCTYMNMAIOMINE OT I'PaAXKAAaH,
I'CHCAJIOTHYCCKHX O6H.[€CTB U Ipyrux OpTaHI/ISaI_[I/Iﬁ B IMOPAAKE BBIITOJIHCHUA INIATHBIX
YCIYT UK B COOTBCTCTBHUM C JOTOBOpAaMH, 3aKIIIOYCHHBIMHA C HUMMU. I'eneanoruueckue
3alpOChl MOT'YT UCIIOJIHATHCA KaK B OTHOIICHHUN SaﬂBHTeHeﬁ, TaK U TPCTbUX JIUI B
YCTAHOBJICHHOM ITOPSAKE.

Hudopmarus 3asBUTENIO MPEACTABISETCS B OPME POIOCIOBHOTO JPEBa,
TE€HEAIOTMYE€CKOM POCTIMCH, TeHEATIOTMUECKOM TaOIHIIbl WIIM apXUBHBIX CIIPABOK,
BBIITMCOK WJIM KONUH JOKYMEHTOB, YCTAHABIIMBAIOIIUX POJICTBEHHBIE CBS3H.

8.4.6. OdopmiieHre apXUBHBIX CIPABOK, APXUBHBIX BBIMTUCOK M apXUBHBIX KOMUN

8.4.6.1. ApxuBHbIe cripaBkH (mpuioxeHue N 50), apXUBHBIC BHIITUCKH U
MalIMHOMHMCHBIE KOMTMU COCTaBIIAIOTCS Ha OJaHKE apXuUBa ¢ 0003HAU€HUEM Ha3BaHUs
nokymeHTa "ApxuBHas cipaska", "ApxuBHas Beinucka" U "ApXuBHas Konus'.

N3noeHne TeKCTa B CIIPAaBKE JAETCA B XPOHOJIOTMYECKOM MTOCIIEI0BATEIIbHOCTH
COOBITHI C yKa3aHHUEM BUOB IOKYMEHTOB U UX JaT. B cipaBke gomyckaercs
HUTUPOBaHKUE TOKyMeHTOB. HanMeHoBaHMe opranu3aiuu, rae padoTan ik yauics
I'PaKJIaHNH, B TEKCTE CIIPABKHU IPU [IEPBOM YIIOMUHAHUH MPUBOJUTCS MOJHOCTHIO,
MIPY TIOBTOPHBIX YIIOMUHAHUSAX JIOMYCKACTCS TPUMEHEHUE O(PHUIIHATbHBIX
COKpaICHUU.

HecoBnazeHnune oTAeNbHBIX TaHHBIX TOKYMEHTOB apX1Ba CO CBEICHUAMH,
U3JI0)KEHHBIMU B 3aMpOCE, HE ABJISETCS MPEMATCTBUEM JUJISl BKIIFOUEHUS UX B CIIPABKY
MIPH YCJIOBHH, €CITM COBIMA/ICHUE BCEX OCTALHBIX CBEJICHNUI HE BHI3HIBAET COMHEHHI B
TOXXJIECTBEHHOCTH JIMIIA WU (PAKTOB, O KOTOPBIX TOBOPUTCS B TIOKyMeHTax. B
CIPABKE T JIaHHbIE BOCIPOU3BOJIATCS TaK, KAK OHHM U3JI0KEHBI B TJOKyMEHTaX
apXxuBa, a PaCXOXK/ICHUs, HECOBMAJACHHUSI M HETOYHBIC Ha3BaHUs, OTCYTCTBUE UMEHH,
0TYECTBA, MHUIIMAJIOB, NI HAIMYUE OJTHOTO U3 HUX OTOBAPHUBAIOTCS B TEKCTE
cnpaBku B ckoOkax ("Tak B nokymente", "Tak B TekcTe opuruHana").



Ceenenus o padoTte, yueOe B HECKOJIbKUX OpraHU3alusaX, y4eOHbIX 3aBEICHUAX
BKJIIOUYAIOTCS B OJTHY CIIPaBKY. B ciydasix, eciiu CBeIeHUsI HE YMEIIAIOTCsI Ha OJTHOM
JIMCTE, BKITIOYAsi €r0 00OPOTHYIO CTOPOHY, CIIPaBKa MPOI0KASTCS HAa BTOPOM U
TIOCJIEeTYFOIIUX JINCTAX.

B nmpumMeuaHusx 1o TeKCTy apXUBHOM CIPABKH, BBIMUCKU WU MAIIMHOMKUCHOMN KOTHU
JIOKyMEHTa OrOBapUBaIOTCsl HEPA30OPUUBO HAINKMCAHHBIE, UCTIPABIICHHBIE aBTOPOM, HE
NOJIAI0IINECs TPOUYTEHUIO BCIIEACTBUE OBPEXKICHUS JOKYMEHTAa MECTa TEKCTa
opuruHana ("Tak B Tekcte opurnHana", "B Tekcre Hepazbopumnso").

B tekcte apXHBHOﬁ CIIpaBKH HE JOITYCKAIOTCA KOMMCHTAPHH, COOCTBEHHBIE BBIBO/bI
HUCIIOJIHUTCIIA 110 COACPKAHNIO JOKYMCHTOB, HA OCHOBAHHWH KOTOPBIX COCTABJICHA
CIIpaBKa.

8.4.6.2. B KoHIIE ClTpaBKU NPUBOAATCS MOMCKOBBIE TAHHBIE IOKYMEHTOB,
MOCITY>KUBIINX OCHOBAaHUEM [Tl € cocTaBlieHHsl (HoMepa (GOHIOB, OIHUCEH, AeT U
JIMCTOB JIOKYMEHTOB), BHJI HAY4YHO-CIIPABOYHOTO amnmnapara. Bo3sMoXHO BKITIOUEHHE
MOMCKOBBIX JaHHBIX JOKYMEHTA B TEKCT CIIPABKH MOCJIE U3JI0KEHUS KAKI0TO akTa
WINA COOBITHS.

B CIIpaBKC, Hpe,[[Ha?)Ha‘ICHHOﬁ JJI1 HAIIPpaBJICHUA 3a py6e>i<, ITONMCKOBBIC JJAHHBIC
JOKYMCHTOB HC YKa3bIBarOTC. B ciaydac HGO6XOI[I/IMOCTI/I JOINOJTHUTCIIbHBIC CBCACHUA
MNPUBOJATCA B COIIPOBOAUTCILHOM IIMCHbME apXHBa.

Bce nucthl CIIpaBKH JOJI>KHBI OBITH CKPCILICHBI U HAa MCCTC CKPCIUICHUA 3aBCPCHBI
MICYaTbIO apXuBa.

8.4.6.3. ApxuBHas cnpaBKa, IpeJIHa3HauY€HHas JUIsl UCTIOJIb30BaHUS HAa TEPPUTOPUU
Poccuiickoit @enepaiinu, NOAMUCHIBAETCS PYKOBOJICTBOM apXUBa, UCTIOJHUTENIEM U
3aBepsIeTCs MeYaThio apXuBa. ApXUBHas CIIpaBKa, MpeAHa3HAYCHHAs s
HaIpaBJICHUS 32 PyOexX, MOANKUCHIBAETCS PYKOBOJICTBOM apXHUBa U 3aBEPSIETCS
nevaThbio ¢ u300pakeHneM rocynapctseHnoro repba Poccuiickoit denepanuu.

K apxuBHOI cipaBK€ MOTYT PUJIAraTbCsi KOMUU JOKYMEHTOB WJIN BBIITUCKYU U3 HUX,
MOJITBEPIKIAIOIINE CBEJICHUS, U3JIOKEHHBIE B ADXUBHOM CITPABKE.

ApXUVBHBIE CIIPABKHU, HANIPABIIIEMbIE B TOCYAapCTBa, Noanucasire ['aarckyro
KOHBEHIIMIO 1961 T., B COOTBETCTBUU C KOTOPOU HE TpeOyeTCsl KOHCYJIbCKast
Jeranu3anus oQUIMATBHBIX JOKYMEHTOB, 3aBEPSIIOTCS MTPOCTABICHUEM CIIELUATBHOTO
mramna - "anoctuns” (mpuwioxenue N 51). Ha cripaBkax, cOCTaBIIEHHBIX apXHBOM,
anoOCTWJIb IPOCTABIISIETCS. PYKOBOACTBOM BBILIECTOSLIETO OPTaHa YIPaBICHHS
aApPXHUBHBIM JICJIOM.

8.4.6.4. Ilpu oTCyTCTBUU B apXUBE IOKYMEHTOB, HEOOXOANUMBIX JJIs1 UCIIOJIHEHUS
3ampoca, Ha OJaHKe apXHUBa COCTABIISIETCS OTBET C M3JIOKEHUEM MPUYUH OTCYTCTBUS
JIOKyMEHTOB, COJACPIKAIINX 3aMpalinBaeMble CBEACHHUS, U JAIOTC HEOOXOANMbIC
PEKOMEHIaIuu.



B ciyudae yTpaTsl JOKyMEHTOB, COAEPKAIIMX 3aNPALIUBAEMbIE CBEACHNUS, APXUB
BBIJIAET CIIPABKY O MPUYMHAX UX YTPAThI, IPU HEOOXOTUMOCTH 3aBEPEHHYIO €UATHIO
apXxuBa.

8.4.6.5. B apxuBHOM BBINMKMCKE Ha3BaHWE JOKYMEHTA, €r0 HOMEp M JlaTa
BOCIIPOM3BOJIATCS MOJHOCTHIO. MI3BIICUCHUSIMH U3 TEKCTA JIOKYMEHTOB JIOJKHBI OBITH
WCYEPITaHbl BCE UMEIOIINECS JaHHBIC 10 3aIIPOCy, IPUYEM CBSI3HOCTh COACPIKAHUS U
TOYHBIA CMBICIT KaX/I0T0 U3BJICUCHHUS HE IOJKHBI HapyIaThes. Havano u koHel
Ka)KJ0T0 U3BJICYCHHUS, a TAK)KE IIPOIYCKH B TEKCTE JIOKYMEHTA OT/ICIbHBIX CJIOB
0003HAYaITCSI MHOTOTOYHEM.

B npumeyaHusx K TEKCTYy apXUBHOM BBIIUMCKH JIEJIAKOTCS COOTBETCTBYIOIINE
OTOBOPKH O YAaCTSAX TEKCTa OPUTHHAJIA JOKYMEHTa, HEPa300pUMBO HANMCAHHBIX,
UCIIPABJICHHBIX aBTOPOM, HE MOJAIOIIMNXCS IPOYTEHUIO BCIEACTBUE ITOBPEKIACHUS
JOKyMEHTa U T.J. OTAeNbHBIE CJIOBA M BBIPAXKEHUSI OPUTUHAJA, BBI3BIBAIOIIUE
COMHEHHSI B UX TOYHOCTH, MOTYT OTOBapHBaThCs cJIOBaMH "Tak B TEKCTE opurmHaia',
"Tak B nokymenTe". [Ipu HEOOXOIMMOCTH YKa3bIBaIOTCS BHEIIHUE OCOOEHHOCTH
OpUrMHaNa: MUCYni MaTepual, popMar Oymaru, HAIMYUE MUHUATIOP,

reyareu, BOASHBIX 3HAKOB U Ap. [locne TekcTa apXrBHOM BBIMUCKU YKa3bIBAKOTCS
ITIOMCKOBBIE JTAHHBIE.

I/IIICHTI/I‘IHOCTB BBIJAHHBIX I10 3aIlIPpOCaM apXHBHBIX BBIITMCOK U MAITMHOIIMCHBIX
KOITUI JOKYMCHTOB YAOCTOBCPACTCA ITOAINMUCHIO UCITOJIHUTCIIA U IICYAaThIO apXKUBa.

[Tpu u3roroBiaeHNH KCEPO- U (POTOKOIMUI apXUBHBIX JOKYMEHTOB OJIaHK apXuBa HE
UCIIOJIb3YETCH.

Ha o6opoTe ka)kaoro 1ucTa KOMUU JOKYMEHTOB IIPOCTABIISIOTCS IIOMCKOBBIC JaHHBIC
JTOKyMeHTa. Bce MMCThI KOMUU JOKYMEHTA JOJDKHBI ObITh CKPEIJICHBI M HA MECTE
CKPEIUJICHHS 3aBEPEHBI MI€YATHI0 apXHUBaA U MOJNKUCHIO ucnogHuTens. Konuun
JIOKyMEHTOB, MIpeAHA3HAYCHHBIC IS HAMIPaBIEHUS 32 pyOeK, 3aBEpPSIOTCS MEeUaThIO
¢ u3o0pakeHueM rocyiapcTBeHHoro repoa Poccuiickoit deaepaiiuu u NoAMUCHIO
PYKOBOJCTBA apXHBa.

8.4.7. Beitaua apXUBHBIX CIPABOK, APXUBHBIX BBIMMCOK U aPXUBHBIX KOMHUI

8.4.7.1. ApxuB BbIJA€T apXUBHBIE CIIPABKH, APXUBHBIE BBIMMCKU U APXUBHBIE KOITUU
IIOJ] PACIMUCKY IIPU IPEABIBICHUM NTACIIOPTA UM UHOTO yAO0CTOBEPSIOLIETO
JOKYMEHTA, TOBEPEHHBIM JIMLIAM - IIPU IPEIbSIBICHUU T0BEPEHHOCTH, O(POPMIIEHHOM
B YCTaHOBJICHHOM IIOPSIIKE.

[Tomyyarens apXMBHOM CIIPaBKU PACIIMCHIBACTCS HA KONIUU CIIPABKH, apXUBHOMN
BBITTUCKU WUJTM HA 000POTE COMMPOBOIUTENHHOTO MUChMAa K KOTIMH JIOKYMEHTA,
yKa3bIBasl 1aTy UX MOJyYEHUSI.



3aBepeHHas allOCTUIIEM apXHUBHAs CIIPAaBKa, apXWBHAs BBIIUCKA WX apXHUBHAs KOIMS,
npeaHa3HaueHHAs 17151 HalpaBJICHUs 3a pyOeK, BBIAACTCS MPU MPEIbIBICHUN
KBUTAHIMK 00 YILJIATE TOCYAaPCTBEHHOMN MOLUINHBI.

8.4.7.2. ApxuBHbBIE CIIPABKH, apXUBHBIE BBIITMCKH, ADXUBHBIE KOIIUU U OTBETHI HA
3alpOoChl BHICBUIAIOTCS MO MOYTE POCTHIMU TUCbMaMU.

ApXUBHBIE CIIPABKU, APXUBHBIE BBIITUCKU U apXUBHBIE KONTUU, TPEAHA3HAUYCHHBIC IS
HaIpaBlIeHHs B TocyaapcTsa, Bxoasamniue B CHI', a Taxke OTBEThI 00 OTCYTCTBUHU
3ampaniMBaeMbIX CBEJICHUN, BHICHUIAIOTCS] HEMOCPEACTBEHHO B aJpec 3asaBUTENt0. B
cilydae, €Ciu 3anpoc JaHHOW KaTeropuu NocTynui u3 JlenaprameHnTa KOHCYIbCKOM
ciyx65b1 (IKC) MU]] Poccun, apxuB HampaBiisieT €My OTBET C YKa3aHUEM HOMEpa U
natel ucxonsmero u3z JIKC MUJI Poccuun 3ampoca.

ApXUBHBIE CTIPABKH, ApPXUBHBIC BHITUCKU U APXMBHBIE KOMHWH, TPEHAZHAYCHHBIC JJIS
HaIpaBJieHUs 3a pyOex (KpoMe yKa3aHHBIX BBIIIIE), BKIIOUYAsl OTBETHI 00 OTCYTCTBUH
3ampanmBaeMbIX CBEJICHUI, BMECTE C 3arpocaMu (aHKETaMU, TUIHBIMH 3asBICHUSIMHA
1 T.I1.) HanpaBistoTcs B DeaepanbHy0 apXuBHYIO CTy>k0y Poccnn 115 mepechutkn
zasButento uepe3 JIKC MU Poccuu.

8.4.8. Briiaua noyIMHHBIX JTUYHBIX JOKYMEHTOB

[TopnuHHBIE JIMYHBIE JOKYMEHTHI MOTYT U3bIMATHCS U3 JIE€J U BbIAABATHCS UX
BJIaJICJIbIIaM, POACTBEHHUKAM WM JJOBEPEHHBIM JIMIAM I10 UX MMCbMEHHBIM
3asBJICHUSIM C Pa3pELICHUS PYKOBOJICTBA apXMBa.

Briada noayIMHHBIX TOKYMEHTOB 00 aKTaX rPaskJIaHCKOTO COCTOSHUS (POKICHUS,
CMEPTH, pEerucTpaIiy Opaka v Jp.) MPOBOIUTCS IO COTJIACOBAHMIO C OpraHaMM
3AICa.

PeaOunutrpoBaHHbIe U1A, TPOXOIUBIINE B KAU€CTBE OOBUHAEMBIX (MTOJICYIUMBIX,
OCYXKIICHHBIX ) WJIM UX POJCTBEHHHUKH, a TAKXKE JIUIIA, B OTHOIIEHUU KOTOPBIX
OCYIIECTBISUTHCH (PUITBTPALIMOHHO-TIPOBEPOYHBIE MEPOTIPUS TS, UITH UX
POIACTBEHHUKH UMEIOT IIPAaBO HA MOJIyYECHUE NOJJIMHHUKOB COXPAHUBIIUXCA B J€ax
JIOKyMEHTOB TBOPYECKOTO XapakTepa, B TOM YHCIIe pyKonucen, pororpaduii, mucem u
JIPYTUX JIMYHBIX JOKYMEHTOB.

C m3pIMaeMbIX JOKYMCHTOB, ACJI, KaK ITPaBUJIO0, ACIAI0TCA KOIIMU U HpI/IO6Il[aIOTC$I K
JcJ1aM, (I)OHI[EIM. N3narue MMOJJIMHHBIX JIMYHBIX JOKYMCHTOB, a4 TAK)KC X 3aMCHA Ha
KOIIMH OTPAXKACTCA B JIMCTAX - 3aBECPUTCIIAX ACII, B OIIUCAX.

Brimaya moyiMHHBIX THYHBIX JOKYMEHTOB O(OPMIISIETCSI PACTICKOM 3asBUTETI,
aKTOM 00 U3BATUU U3 JIE] MOUIMHHBIX TOKyMEHTOB (mpuioxkenue N 44), koTopsie
BMECTE C JJOKYMEHTaMH, HA OCHOBAHUH KOTOPBIX MPOU3BEICHBI U3bATHS,
BKJIFOYAIOTCS B Aesi0 GOHA.



N3menenus oobema (OHJIOB MPH BbIIaue MO UTMHHBIX JIe]T 0€3 3aMEHBI UX KOITHSIMHU
YYUTBHIBAIOTCS B YCTAHOBJICHHOM TOpsiAKe (cM. 1. 5.5.2).

He noanexar U3bsATHIO U3 apXUBHBIX €] HAXOSAIIUECS B HUX MaCIIOPTa, BOCHHBIE
OUeThl, Cy>KeOHbIE YIOCTOBEPEHUSI.

HOI[J'II/IHHI)IG JIMYHBIC JOKYMCHTBI MOI'YT OBITH BBICJIAHBI rpaxxaaHaM ICHHBIMHA
IIMCbMaMMU.

8.4.9. UnuumaTuBHOE MHPOPMUpPOBAHUE MOIb30BaTeneil IHuinaTuBHOE
nH(OPMHUPOBAHNE OPTAHOB T'OCYIAPCTBEHHOM BIACTH, MECTHOTO CaMOYIIpaBJICHUS,
rOCyIapCTBEHHBIX, HETOCYJapCTBEHHBIX M OOLIECTBEHHBIX OpraHu3alui,
00BbeIMHEHUH OCYILIECTBISIETCS ITyTEM HaIlPaBJICHUSI UM HH()OPMAIIMOHHBIX MTHCEM
WIH IPYTUX UHPOPMALIMOHHBIX JOKYMEHTOB. DOPMBI 1 TEMATHKA MHUIIMATUBHBIX
UH(OPMAIIMOHHBIX IOKYMEHTOB apXUBa JOJHKHBI ObITh OPUEHTUPOBAHBI HA
o0ecrieueHre NPUOPUTETHBIX HAIIPABJICHUH TOCYJAPCTBEHHOTO YIIPABICHUS U
MECTHOTO CaMOYITPaBJICHUSI, SKOHOMUYECKOM U COLMAIbHO-KYJIbTYpHOU cdep,
COOTBETCTBOBATh MPOQPUITIO ACSITEILHOCTH MOTEHIIUATHLHOTO TOJIB30BATENS
(3aKazumka) JOKyMEHTHON HH(OpMAIIHH.

[TnanupoBanue pabOTHI MO UHUIIMATUBHOMY WH(GOPMHUPOBAHUIO OCYILIECTBIICTCS HA
OCHOBE M3y4Y€HHS MEPCIEKTUBHBIX MPOTPAMM Pa3BUTHSI, INIAHOB PaOOTHI
MOTEHIMAJIbHBIX MOJIb30BaTEeNeH, HH(POpMAIUK, MOTYyUYEHHOH B IpecC-Cyk0ax Hin
JPYTUX COOTBETCTBYIOIIMX CTPYKTYpax 3TUX OPTaHOB U OpraHU3alui, KaJeHaapen
3HAMEHATENIbHBIX U MaMATHBIX JIaT.

8.5. PaboTa ynTaapHOrO 3ajia apXuBa

Ji1s nHGOPMAIIMOHHOTO OOCITY)KHBAHUS M0JIb30BaTENICH B apXUBE JCHCTBYET
YUTAIBHBIN 3aJ1, IPOCMOTPOBBIH 3aJ1, KOMHATA MPOCTyIIUBaHUS (POHOJOKYMEHTOB,
UMEIOIINE TEXHHYECKOe 000pyI0BaHNEe, HEOOXOAUMOE ISl pa0OT C MUKPOKOTIHSIMH
JIOKYMEHTOB, ayJAHMOBU3yaJIbHBIMU U MAIIMHOYUTAEMbIMH (3JIEKTPOHHBIMHU )
JIOKYMEHTAMMU.

[Topsimok paboTHI MOJIB30BATENEN C TOKYMEHTaMU B YUTAJILHOM 3ajie apXHBa, UX
npaBa 1 00g3aHHOCTH onpenessitores [IpaBunamu paboThl osib30BaTesei B
YUTAJIBHBIX 3aJ1aX rOCY1apCTBEHHBIX apXxuBOB Poccuiickon Penepannn. Apxus
00s13aH 03HAaKOMUTH T0JIb30BaTeNel ¢ aTumu [IpaBuiamu wim npaBuIamu,
pa3pabOTaHHBIMHU APXUBOM Ha MX OCHOBE.

ApXUB, HCXO/S U3 KOHKPETHBIX BO3MOKHOCTEN 00CITY>KMBaHUS ONPEEICHHOTO
KOJIMYECTBA MOJIb30BATENEH, MOKET YCTaHABIMBATh OYEPEIHOCTD U BPEMS
MOCELICHUS UMY YUTAIIBHOTO 3aJa.

B ClIy4dasaX MOBPCKACHHUA IMMOJIb30BATCIIMH aPXHUBHBIX JOKYMCHTOB, TCXHUYCCKOTI'O

000pyI0BaHUS U UMYIIIECTBA apXUB JICUCTBYET B YCTAHOBICHHOM MOPSIKE (CM. .
4.7.2).
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8.6. ObecrieyeHue JTOCTYIA MOJIL30BaATEECH K ADXHUBHBIM JIOKYMEHTAM

8.6.1. ApXuB MpeoCTaBIsET 1711 MOIb30BAHUS BCEM IOPUAMYECKUM U (PU3UUECKIM
JUIIAM OTKPBIThIE TOKyMEHThI ApxuBHOro Gonja Poccuiickoit @enepanuu u
CIIPAaBOYHHUKH K HUM.

ApXHB HE BIPAaBE OrPAHUYMBATH UJIU ONPEIEIISATH 0JIb30BATEISAM YCIOBUS
UCTIOJIb30BaHUs TOKYMEHTHON HH(pOpMAaLMY, TIOTYUYEHHOW UMH B pe3yJibTaTe
CaMOCTOATENFHOTO TIOUCKA WK MIPEJAOCTABICHHON eMy B MOPSIKE OKa3aHUs TIaTHBIX
yCIIyT, KpOME CIIy4aeB, IPeyCMOTPEHHBIX 3aKOHOAATEIbCTBOM Poccuiickoi
denepanuy wiIM OrOBOPEHHBIX B IOTOBOPaX M0 HH(YOPMALIMOHHOMY 0OCITY>KUBaHUIO.

8.6.2. ApxuB 00ecrieurBaeT B YCTAHOBICHHOM IOPSIIKE TOCTYII IMOJIh30BATENICH K
CEKPETHBIM, YACTUYHO CEKPETHBIM M KOHPHUJACHIIMATBHBIM JOKYMEHTaM, 0a3zaM 1
O0aHKaM JaHHBIX C YYETOM OTPAHUYCHHH, YCTAHOBJICHHBIX 3aKOHOIATEIbHBIMU U
HOPMaTUBHBIMH IPAaBOBBIMU akTamMu Pocculickoit denepanyu. ApXuB 1aet
MOJIb30BATEIIF0 COOTBETCTBYIOIINE PA3bSICHEHUS UM BBIAET KOIMH YaCTH JIENa,
JIOKYMEHTa, HE COJIepKalllie YKa3aHHBIX CBEICHUI, a TAKKE MPEAYIPEKIaeT
M10JIB30BATEJISL O €r0 OTBETCTBEHHOCTHU 34 COXPAaHEHUE rOCYJapCTBEHHOW TaliHBlI,
KOH(HICHIIMATIBHBIX CBEJICHUH, COJEPIKAIINXCS B JOKYMEHTAX, B COOTBETCTBUU C
3akoHOarenbCTBOM Poccuniickon denepanum.

O3HaKOMJIEHHE C CEKPETHBIMH JTJOKYMEHTAMHU B YCTAHOBIICHHOM ITOPSIIKE
OCYILIECTBIISIETCS B CMICIIMATIbHOM YUTAIBLHOM 3aJI€ WM CIEIUAIBLHO BbIACICHHOM
MOMEIICHUH O] KOHTPOJIEM pabOTHHKA apXHBa, TOMYIIEHHOTO K paboTe ¢
CEKpPETHBIMH IOKYMEHTaMHU.

YacTtuuno PaCCCKPCUCHHLIC ACJIa BBIAAIOTCA IOJIb30BATCIIAM B MOPAIKE,
YCTAHOBJICHHOM IJIs1 CCKPCTHBIX ICII.

8.6.3. locTyn nonb3oBaTeneil K JOKyMeHTaM ¢ moMeTkamu "J{7s ciyxeOHoro
nosib3oBanus" (JCII), "KonpuaenunanbHo" u T.I. OCYIIECTBISETCS B MOPSIKE,
YCTaHOBJIEHHOM /17151 IOKYMEHTOB OTPAaHUYEHHOT0 JOCTYTIa, €CJIM NIPU NIepeiade el B
apxuB (pOHI000pa30BaTENb WIH JTUKBUIAIIMOHHAS KOMHICCHS HE OTOBOPHIIU 0COObIE
TpeOOBAaHMSI 110 AOCTYIY K JAHHOM KaTEropuu JOKYMEHTOB.

8.6.4. ApxuB OrpaHA4YMBAaET JOCTYII MOJb30BATENIEN K TJOKYMEHTAM, COJIEpKAIIUM
uHpopMaIHio 0 GakTax, COOBITUAX U OOCTOSITEILCTBAX YACTHON KU3HU KOHKPETHOTO
JIMIIA, €CJIM HE UCTEK CPOK B 75 JIET C MOMEHTA CO3/IaHUsI TAKUX JOKYMEHTOB. K Takum
JIOKYMEHTaM | JieJlaM OTHOCATCS: JIMUYHbIC, IEPCOHAIBHBIC, CIIC/ICTBEHHBIC, CYJCOHBIC
Jiena, TOKyMEHTBI KaJIpOBBIX CITykO0, TepCOHU(DHUIIMPOBAHHBIE MaTePUAITbI IEPETUCEH,
COIIMOJIOTUYECKUX M UHBIX 00CIIeIOBAaHUHN, MEIUIIMHCKAs JOKYMEHTAIIUSA, TUYHAS
nepenucka.

OrpaHuyeHus Ha AOCTYM K JOKYMEHTaM, COJIep KallluM UH(POPMALIMIO O YACTHOU
YKU3HU TPAXKJIaH, YCTaHABIIMBAIOTCS MPU HAOOpe MEPCOHATBHBIX JaHHBIX, B
COBOKYITHOCTH TIO3BOJISIFOIINX UAECHTU(DHUIIPOBATH JINYHOCTD.
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OrpaHudeHust Ha JOCTYI K CBEJICHHUSIM O YaCTHOMW KU3HU paHee 75-IeTHEro cpoka
CHUMAIOTCS B CIIy4asix:

- HUTMYXS MTUICbMEHHOTO HOTAPUAJILHO 3aBEPEHHOTO PACIOPsDKEHUS CyOhEeKTa
MEePCOHAIBHBIX JJAHHBIX WM €T0 HACIEAHUKA TPEThEMY JIMILY HAa O3HAKOMJICHHE C
HHUMU;

- 00e3IMYMBaHUS MNEPCOHAJIBHBIX JAaHHBIX ITYTEM HU3BATHUA IIPU KOIIUPOBAHUUN TON MX
4acCTH, KOTOPas MO3BOJIICT OTOXKACCTBUTL UX C KOHKPCTHBIM YCJIIOBCKOM.

CyObeKT nepcoHaNbHBIX JAHHBIX JUJISl CBEACHHUI O €ro YaCTHOM KU3HU MOXKET
YCTaHOBUTH PEXUM 00IEA0CTYNMHOM HHpOpMau, TPOUHPOPMUPOBAB 00 ITOM
PYKOBOJICTBO apXHUBa.

8.6.5. JlIokyMeHTbI, cofiep KaIiye nepcoHalbHble JaHHbIe (PpaMuIus, UMsi, OTYECTBO,
TOJl U MECTO POXKJIEHUS (CMEPTH), aJJpec MeCTa )KUTEIbCTBA, CIY>KEOHBIE TOIKHOCTH,
CBEJICHUS O MPO(PECCUUN U UHBIE CBEJICHUS, TIPEICTABIICHHBIC TUIIOM B YCTAHOBICHHOM
NOPAJIKE) apXUB MOKET BbIIaBaTh M10JIb30BATEIAM JJIs IPOBEACHUS CTATUCTUYECKHUX,
COILIMOJIOTUYECKHUX, IeMOTpahUIeCKuX, U IPYTUX HAYYHBIX U MIPAKTUIECKUX
WCCJIeI0BAaHUMN, COCTABJICHUS OMOOUOIOTrpaduIecKuX CIIPaBOYHUKOB, Ornorpaduii,
myOIMKaIMK JOKYMEHTAIbHBIX U3JIaHUH MPU YCIOBUH COOIIOCHUS MOJIb30BaTEIeM
MpaB JIMYHOCTH HA HETIPUKOCHOBEHHOCTh YaCTHOM ku3HU. Pa3penraercs mno 3amnpocam
OpraHu3alliii BhIJAaBaTh CIIPABKH, COAEpKAIIMe HH(DOpMAIUIO O CITy)KEOHOU U
0OIIECTBEHHOM I€ATEIBHOCTH IPAXKAaH, AJIsl UCTIOJIb30BAHMS UX B BBILICYKa3aHHBIX
LEJISX.

ApXWUB 10 3asiBKaM IOJIb30BATENIE HA KOMUPOBAHUE JOKYMEHTOB OCYIIECTBIISET
TUTATHYIO YCIIYTY 1O 00€3IMYMBAHUIO IEPCOHABHBIX TAHHBIX, TIPUIaBasi UM MPH
KOITUPOBaHUM (POPMY aHOHUMHBIX CBEICHUH.

8.6.6. 3anpeniaercs 0e3 coryiacus yChIHOBUTENEH, a B CITy4ae UX CMEPTH, O€3
corjacHsi OpraHoB OINEKU U MONEUYUTENbCTBA BbIJAaBaTh IpayKJaHaM TI0KYMEHTHI,
coJieprKallue CBeIeHUs 00 YCHIHOBIICHUH; apXUB TAK)K€ UMEET MPaBO 0TKa3aTh J0
UCTEUYEHUSI 75-JIETHEr0 CPOKA C MOMEHTA CO3/IaHUsl JOKYMEHTOB B BbIJJaU€ BBIITUCOK
U3 KHUT PETUCTPAllMU aKTOB I'PaXXJaHCKOTO COCTOSIHUS, PEIICHUI Cy/10B, OPTraHOB
WCITOJTHUTEILHOM BJIACTH U 00pa30BaHUs, W3 KOTOPHIX OBLIO OBl BUJIHO, YTO
YCBIHOBUTEIH HE SIBJISIOTCS KPOBHBIMU POAUTENSIMHU YCHIHOBIIEHHOTO. B
UCKJIIOUUTEIBHBIX CIIydasX apXUB 3HAKOMUT 3aMHTEPECOBAHHBIX JIUI] C 3aITUCAMU
aKTOBBIX KHHT C Pa3peIIeHUs] PYKOBOIUTENS OpraHa 3aliCcH aKTOB TPaKIaHCKOTO
COCTOSIHMSI MJTM OpraHa MCIIOJIHUTENbHOM BiacTu cyobekTa Poccuiickoit denepanum.
ApXHB BBICBUIAET 110 3alIpOCaM OPTaHOB 3alMCH AKTOB I'PaXkAAHCKOTO COCTOSTHUS,
OTICKH, TIOTICUYNTEIHCTBA, PABOOXPAHUTEIHHBIX OPTaHOB, HOTApUATA, a TAKKE CYJI0B
Y OPTaHOB FOCTHUITMH KOTIMH 3aMMCel aKTOB IPayKJaHCKOTO COCTOSHUS.

8.6.7. Ilo 3anpocaM nMpaBOOXpaHUTEIbHBIX, AHTUMOHOIIOJIBHBIX OPTaHOB, OPraHOB
apOuTpaxa, Cy/10B, IPOKYpaTyphl, HAJIOTOBBIX CIIY>KO MO Jej1aM, HaXOIAIUMCS B UX
MIPOU3BOJICTBE, APXUB MPETOCTABIISCT JIs MOJIB30BAHUS IOKYMEHTBI, COICPKAIIIHE



KOMMEPUYECKYI0 TaliHy, XpaHsiuecs B poHIax opranusaliii, He3aBUCUMO OT

UX OpPraHU3aIMOHHO-TIPaBOBOM (popMbL. JIOKYMEHTHI, COJIepKalllie KOMMEPUYECKYIO
TaliHy, MOTYT OBITh BBIJIaHbI TAKXKE UHBIM MOJIH30BATESIM HA OCHOBAHUU
NUCHMEHHOTO pa3penienus GpoHaoo0Opa3zoBatess Win ero NpaBonpeeMHUKA.

8.6.8. locTyn u ucnosiab30BaHUE JOKYMEHTOB, Ha KOTOPBIE PACIIPOCTPAHAETCS 3aKOH
Poccuiickoit @eneparuu "OO aBTOPCKOM MpaBe U CMEKHBIX MpaBax" (MpOU3BEACHUS
JUTEpaTyphl, ICKYCCTBA, MY3bIKaJIbHbIE TPOU3BEICHUS U T.J1.) U CPOK JICHCTBUS
aBTOPCKOTO M CMEXHBIX IIPaB Ha KOTOPBIE HE UCTEK, OCYLIECTBIISIETCS C pa3pelieHus
aBTOpa WJIM €r0 HACJIETHUKOB (IIPaBOMPEEMHHUKOB). DTO TpeOOBaHUE HE
pacmnpocTpaHseTcs Ha ay JUOBH3YyaJbHbIE IPOU3BEICHHS, CO3JaHHbIE 10 BBEACHUS B
nerictBue 3akoHa Poccuiickoit denepanun "OO aBTOPCKOM MpaBe M CMEKHBIX
npaBax" rocyapCTBEHHBIMU OpraHU3alUAMHU, PACTIONI0KEHHBIMU HA TEPPUTOPUHU
Poccuiickon @enepannm.

JlocTyll K Hay9IHO-TIOMYJISIPHBIM, JOKYMEHTAJIbHBIM (DHIBMaM U IPYTUM
KHHOJIOKYMEHTaM OCYIIECTBIISIETCS 110 COTJIACOBAHUIO C TIPABOOOJIAATEIISIMU U C
COOJIIOJICHUEM aBTOPCKUX M CMEXKHBIX IIPaB, B TOM YHCJIC HA OCHOBAHHH JIOTOBOPOB
(cornammenuit).

Brinaua nosib3oBaTensiM NpOU3BEACHUM, MEPEIIEANINX 110 UCTEUCHUN YCTAaHOBJIEHHBIX
3aKOHOJaTeNbcTBOM Poccuiickoii deepanyu CpoKoB B OOIIIECTBEHHOE TOCTOSTHUE HE
OTpaHUYMBACTCA.

8.6.9. ObecneueHre 0CTyMNa TpaxaaH K HHPOPMaIUUd O HUX

[To TpeboBaHMIO TpaXKAAHIUHA MY MTPEAOCTABISIOTCS ISl O3HAKOMIICHUS BCE
JIOKYMEHTBI, KaCaroIIHUecs €ro, a TAkyKe MOTYT ObITh U3TOTOBJICHBI MX KOIMWU Ha
OecrpuOBLTEHON OcHOBe. OTpaHUUYEHHs Ha JOCTYN TpakJIaHWHA K HHPOpPMAIIUU O HEM
BO3MOYKHBI JIMIIb B CIy4YasiX, IPeAyCMOTPEHHBIX 3aKOHOATEIbCTBOM Poccuiickon
denepannu.

Pea6I/IJ'II/ITI/IpOBaHHBIM JIMIaM UJik B ClIy4ac ux CMCpPTHU - pOJACTBCHHHUKAM 1
HaCJICAHHUKAaM B YCTAHOBJICHHOM ITOPSAIKC oOecreynBaeTcs IIpaBO Ha O3HAKOMIJICHUC B
IIOJITHOM 00BEME C MaTcpHrajlaMiu MPCKPAMCHHBIX

YT'OJIOBHBIX, (1)I/IJ'IBTpaLII/IOHHOHpOBepO‘IHLIX N aAMUHUCTPATUBHLIX ACJI, 4 TAKKC
IMOJIYYCHUC KOITMI JOKYMCHTOB, 3a UCKJIFOYCHUCM CBCI[GHI/Iﬁ O TPCTBhUX JIMIIAX 0e3 ux
corjacusi.

He nomyckaercsi BHECEHHE N3MEHEHUI B UMEIOIIUECS HA XPAHEHUH B aPXUBE
JIOKYMEHTBI B CITy4ae BBISIBJICHUS JIMIIOM HEIOCTOBEPHBIX CBEJACHUIN 0 HEM. B Takux
CiIy4asx K JIOKYMEHTaM 10 MHUIIMATUBE JIUIIA WIIH MPABOOXPAHUTEIbHBIX OPTaHOB
MOTYT OBbITh TPUOOIIIEHBI CITPaBKH, YTOUHSIOIINE CBECHUS O JIHUIIE, CIPaBKU

0 peabWINTalUU U APYTHE TOKYMEHTHI, YTO 0OPMIIIETCS aKTOM O pa3/ieJICHUH,
00BbeTMHEHUY JIeTl, BKIIFOUCHUH B JIEJIO HOBBIX JOKYMEHTOB (mipuiioskeHue N 45) u
OTpaKaeTcs B JIUCTE-3aBEPUTEIIEC JieJia U COOTBETCTBYIOINICH rpade onucu.



8.7. OTBETCTBEHHOCTH PAOOTHUKOB apXHUBA IIPU PAOOTE C JIOKYMEHTAMHU
OIrPAHUYEHHOT'O JIOCTYIA

CeeneHus, copepKalye rocyJapcTBEHHYIO TaliHy, a TAKXKE CBEICHMUS
KOH(UACHIIUATBHOTO XapaKTepa, CTaBIINE U3BECTHBIMU PAOOTHHUKY apXHBa B CHILY
€ro JIOJDKHOCTHBIX 00S13aHHOCTEH, HE MOAJIEKAT Orjacke MO0 HE3aKOHHOMY
UCIOJIb30BaHUI0. PykoBoauTE M, a TaKKe paOOTHUKHU apXHBa, OCYIIECTBISIOLINE
KOMILJIEKTOBAHUE, XPAHEHUE U UCIOJIb30BaHUE JOKYMEHTOB, COAECPKALIUX CBEICHUS
OTPaHUYEHHOT0 JOCTYIA, 00s3aHbI 00ECIIEYUTh UCIIOJIHEHUE 3aKOHOJAaTENbCTBA
Poccurickon ®@enepanuu 1o BOPOCaM 3aIIUThI TOCYAAPCTBEHHOU TaHbI U
KOH(UACHIINATHHONU HHPOPMALNH, a TAKXKE PEKUM JOCTYIa K JOKYMEHTaM,
YCTaHOBJICHHBIN (POHA000pa3zoBaTeNIeM WK €ro MPaBOIPEEMHUKOM.

He pa3pemaercs ucnosib30BaTh B BBICTYIUICHUSIX B CPEICTBAX MACCOBOM
uH(pOopMaIH, JTEKIHIX, a TAKKE HAYYHOUH U MPENo1aBaTeIbCKOU JeTENbHOCTH
uH(GOPMAIUIO OTPAHUYEHHOTO JIOCTYIIA, CTABIIYIO M3BECTHON paOOTHHUKY apXHBa B
CBS3U C BBIIIOJHEHUEM UM CIIyKEOHBIX 00513aHHOCTEH, a TaKKe MPSMO WM KOCBEHHO
VICII0JIB30BaTh WJIY MEPENABATH €€ TPETHUM JIMIAM.

8.8. Opranmzaims pabOThHI apXKBa 110 MOJIOTOBKE BHICTABOK JTOKYMEHTOB

BricTaBKa TOKYMEHTOB - 3TO XyA0XKECTBEHHO OPOpMIIEHHAs! TOJ00PKA TOKYMEHTOB
W/WJIM UX KOMIMU Ha OMPEEIICHHYIO TeMY, MpeHa3HauYeHHAas ISl Iy OJIMYHON
JEMOHCTpalnu (3KCIIOHUPOBAHHUSA).

BricTaBka JAOKYMCHTOB OPTaHU3YCTCA apXUBOM CAMOCTOATCIBHO UJIIN COBMCCTHO C
APYIrUMHU apXvBaMHU U OpraHU3aAlUAMU. ApXI/IB MOKCT B YCTAHOBJICHHOM TIOPAOKC
MMPUHUMATh y4aCTHUC B IMIOATOTOBKE U MPOBCACHUN MCIKAYHAPOAHBIX, BCepOCCHﬁCKHX,
PCTUOHAJIIBHBIX, MCKAPXUBHBIX H MCKOTPACIICBBIX BHICTABOK.

BricTaBka JOKYMCHTOB MOKCT OBITh CTaHI/IOHapHOﬁ )41 HepeI[BH)I(HOﬁ,
9KCIIOHHUPOBATHCA B IOMCHICHUAX apXHBa, B IPYTUX CIICIIUAJIBHO O60py,Z[OBaHHI)IX
Ui HpI/ICHOCO6J'IeHHBIX IMOMCIICHUAX.

[To BpemMeHH PYHKIIMOHUPOBAHUS BHICTABKA IOKYMEHTOB ObIBA€T MOCTOSIHHO
JIEHCTBYIOIIEN W BPEMEHHOM.

Ha 6a3e BbICTaBKM MOT'YT IPOBOJUTHLCS SKCKYPCUH, HAYYHO-TIPAKTUYECKUE,
METOJANYECKHE U NH(DOPMAITMOHHBIE MEPOTIPUATHUS (KOH(DEPEHIINHN, CEMUHAPHI,
"KpyrJble cTonbl" U Ap.).

8.8.1. Ilpu opranuzanuu BbICTaBKH JOKYMEHTOB pa3padaThIBAIOTCS €€ TeMaTHUECKUIA
IU1aH (KOHLIETIIINS ), TEMAaTUKO-IKCIIO3UIIMOHHBIN I1JIaH, COCTABIISIETCSA CMETa
pacxoqoB. B TemaTnueckom miane (KOHIENIMHN) ONpEeAeIaeTcs CTPYKTypa U
COZEpKaHUE Pa3ENIOB BEICTaBKU. Ha 0CHOBE TeEMaTHYECKOro I1aHa

IIPOBOJIUTCS BBISIBICHHE U OTOOP TIOKYMEHTOB, MJUTFOCTPATUBHOTO U IPYTOro
BCIIOMOTI'aTEJILHOI0 MaTepuaia.
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TemaTuyeckuil I1aH Npu HEOOXOIMMOCTH COTJIACOBBIBAETCS C OpraHU3aLUSIMHU-
COMCTIOJTHUTENISIMHU, PACCMATPUBAETCS IKCIIEPTHOMETOANYECKOM KOMUCCUEN U
YTBEPKIa€TCsl PYKOBOJCTBOM apXHUBA.

B TeMaTHKO-3KCMO3UIMOHHBIN MJ1aH BKIKOYACTCS TAKXKe aHHOTHpOBaHHLIﬁ IEPCUCHDb
OTO6paHHI>IX AJI SKCIIOHUPOBAHUA JOKYMCHTOB C YKA3aHUCM HX PA3MCPOB U ITOpAAKA
PasMCIICHUA Ha CTCHAAX WJIKM B BUTPHUHAX, HIVIIOCTPATUBHBIX X BCIIOMOI'aTCIIbHbLIX
MaTepraioB, CHCTCMATU3UPOBAHHBIX B COOTBCTCTBHHU C pa3aciaMi BbICTABKH.

[Tpu MOArOTOBKE BHICTABKH, KaK MPaBUJIO, pa3padaThIBAIOTCS AU3AHHEPCKUC U
ACKHU3HBIC MPOEKTHI. JIu3aiiHepCKuii MPOEKT mpeIcTaBisieT co0oil miaH (rpadguyeckoe
n300paXeHre) HKCTIO3UITMHY, Pa3MEIICHHUS CTEHI0B, BUTPHH, YKCTIOHATOB B HUX. B
ACKU3HOM MPOCKTE ONPECIIAIOTCS KOHKPETHBIE (POPMBI XYI0KECTBEHHOTO

0 OopMIICHUS BBICTABKH.

Kpome 10KkyMeHTOB Ha BBICTABKE MOTYT ObITh IIPE/ICTABIICHBI IEYATHBIE U3AAHMUS,
XyJI0)KECTBEHHBIE ITPOU3BEICHUS U My3€eiHbIC ITpeAMETh. Bee oToOpanHbIe 1is
SKCHOHUPOBAHUS JOKYMEHTHI U MAaT€PUATIBIAHHOTHPYIOTCS. K MHOSA3BIYHBIM
MaTtepualiaM Ipu HEOOXOJUMOCTH JAETCsl IEPEBOJI MM pa3BEPHYTask aHHOTALIMS
COZACPIKaHMUS.

8.8.2. IToaroroBka JOKYMEHTOB U APYTUX MATEPUATIOB K SKCIIOHUPOBAHUIO BKIIFOYAET:
pecTaBpanuio MOTMHABIX JOKYMEHTOB U MaTepHUAJIOB; M3TOTOBIICHHE KON (oH/1a
MOJIb30BAaHUS U MYJISKEH, @ TAKKE CTPAXOBBIX KOIHIA.

ObecnieueHne COXPaHHOCTH JJOKYMEHTOB IPH TPAHCTIOPTUPOBKE OCYIIECTBIISICTCS B
YCTaHOBJICHHOM TIOpsake (cM. 1. 4.6.7).

Oobecrieuenue COXPAaHHOCTHU JOKYMCHTOB IIPU OKCIIOHUPOBAHHUH PCTIIAMCHTHUPYCTCA
OTPaCJICBBIMU HOPMATUBHO-MCTOJNYCCKUMU JJOKYMCHTAMMU.

OTBETCTBEHHOCTH 32 COXPAHHOCTb JOKYMCHTOB HECYT OPraHuU3allu - YCTPOUTCIIN
BBICTAaBKH. ApXI/IB, HpeI[CTaBI/IBHII/Iﬁ JAOKYMCHTBI AJIs1 BBICTABKH, oOecneunBaeT
KOHTpPOJIb 3a CO6J'IIOI[GHI/IGM TpC6OBaHI/Iﬁ oOecreueHus COXPAaHHOCTU NOKYMCHTOB IIpU
OKCIIOHHUPOBAHHH.

CrtpaxoBaHue TOKyMEHTOB 1 0()OpPMIICHHE UX BPEMEHHOTO BBIBO3a 3a MPEIEIb
Poccuiickoit @enepaniny NpoBOJSATCS B yCTAHOBICHHOM Hopsiake (cM. 1. 4.8).

8.8.3. BricTaBKa MOXKET CONMPOBOKAATHCS PEKIIAMON € LEIBIO IPUBICYECHUS
nocetutenei. i pekiiamMbl BBICTABKH apXWB MCIOJIB3YET CPEICTBA MACCOBOM
uHpOpMaIUK, paCpOCTPaHIET pEeKIaMHO-U3aTeNbCKYI0 TPOAyKIUt0. J1is
MPE3EHTAIMU BBICTABKU TOTOBSITCS MPECC-PENU3BI; KENaTeIbHO U3JaHuE KaTaiora
BBICTaBKH.

8.9. Ucroap30BaHnEe TOKYMEHTOB apXyWBa B CPEACTBAX MACCOBOU MHMOOpMAITUKA
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Hcnonbp3oBaHue TOKYMEHTOB apXHBa B CPEACTBAX MacCOBOM HH(pOpMaLuu
MpeCTaBIsAeT COOOM MOArOTOBKY MH(POPMAITMOHHBIX MATEPUATIOB JIJIst
NEPUOANYECKO MeyaTh, pauo U TeIEBUSHOHHBIX Mepeaay, KHHO(PUIbMOB.

s nepuoaAnuecKkoil meyaTy apXuB FOTOBUT CTATbU O COCTABE U COACPKAHUU
JIOKyMEHTOB, apXMBHBIX HAXOJKaX M T.II., CTAThbH U MOAOOPKH JOKYMEHTOB I10
OIPEICIICHHON TEMATHUKE.

Hcnonb3oBanue JOKYMEHTHON MHPOPMAIIUU B PAAHO U TEJenepeaadax mpoBOIUTCS B
dbopme Oecen, XpOHUK, MH(POPMALIMIA, THTEPBBIO, PETIOPTAXKEH, pEKIaMbl U JIp.

OOBeMbI, CPOKH TIOJTOTOBKH, TEMaTHKA WH(POPMAIIMOHHBIX MaTEPHAJIOB ISl CPEJICTB
MacCOBOI HH(POPMAIIUH COTIACOBBIBAIOTCS C PEIAKITUSIMHE ra3eT, )KypHAJIOB, PAIuo U
TEJICTIPOTPAMM.

JIoKyMEeHTBI MOTYT OBITh IPEIOCTABICHBI APXUBOM KHHO-, T€Jle-, BUACOCTYAMSIM,
WH(OPMAIIMOHHBIM U PEKJIAMHBIM areHTCTBaM, PEJaKIUAM IMeYaTHBIX U3/IaHUH,
M37aTeIbCTBAM U T.I1. I OATOTOBKU CLEHAPHBIX IIJIAHOB, CO3JaHUs
XYJI0)KECTBEHHBIX, IOKYMEHTAJIbHBIX, XYA0KECTBEHHO-TY OJUITUCTHUYECKUX, HAYIHO-
MOMYJISIPHBIX M YYEOHBIX MporpaMM U GUIBMOB, U3JaHUS TIEYATHON MTPOTYKIUH.

8.10. Opraauszanys v npoBecHre HHGHOPMAITMOHHBIX MEPOIIPUATUHA C
KWCIOJIL30BAHUEM JTOKYMEHTOB

HudopMaiimoHHbie MEPOTIPUSITHSI C UCIIOJIB30BAHUEM JIOKYMEHTOB, IIPEACTABIISIONINX
0OII1eCTBEHHBIN HHTEPEC, MPOBOSATCS aApXHUBOM HAa OCHOBAHUHU TMPEABAPUTEIHLHOMN
JIOTOBOPEHHOCTH C 3aMHTEPECOBAHHBIMU OPTaHU3aLMAMH B PA3IMYHBIX (hOpMax.
[IpoBeneHne UX CONMPOBOKIAETCS BBICTYIIEHUSIMU U COOOIICHUSIMU paOOTHUKOB
apXxuBa, B TOM YHCJIE B peKHUME "BOMPOC - OTBET", MOKA30M TEMATUYECKHUX MOI00POK
JIOKyMEHTOB, KHHOPMIEMOB, BUICOUIBMOB, ClaiA-(pUIHLMOB, KHHOTIPOTPAMM,
npoCITyIIBaHeM (POHOJOKYMEHTOB, SKCKYPCHSIMH 110 apXHBY, BEICTABKAMHU
JIOKYMEHTOB U JIp.

8.10.1. BcTpeuu ¢ 001IeCTBEHHOCTBIO - MOTYT OBITh TEMAaTUYECKHE, ITPEANOIarame
BBICTYIUICHHUSI pAOOTHUKOB apXHBa M IPYTUX YIYACTHUKOB Ha OMPEACIICHHYIO TEMY C
XapaKTepUCTUKONU JOKYMEHTOB, U MH(OPMAIIMOHHBIE, HA KOTOPBIX YYaCTHUKU
UHGOPMUPYIOTCS O COCTaBE JOKYMEHTOB OJHOTO WJIM HECKOJIbKHX apXUBOB, (hoHIa
WM TPYMIBI (POHIOB, O HOBBIX IMOCTYTUICHUSAX B aPXUBBI, PACCEKPEUCHHBIX
JToKyMeHTax. JlJig opraHu3aiuy BCTPEYU COCTaBISAETCA IporpaMmma, B KOTOPOt
ompeJeNsieTcsl TeMaTHKa BBICTYIIJIEHUH, COCTAaB JOKYMEHTOB, NIPEAHA3HAYCHHBIX /151
JEMOHCTPAIIHU, TIPOJOIKUTEIIBHOCTh BCTPEUH.

8.10.2. DKCKypCcHU B apXUB - MOTYT OBITh 0030pHBIMH (O COCTaBE U COACPKAHUU
JIOKyMEHTOB, OCHOBHBIX HAIIPABJICHUSIX JACATEIHHOCTH apXHBa) U TEMATHIECKUMHU (C
JNEMOHCTpalreld KOMILJIEKCa JOKYMEHTOB apXHBa MO ONPEICICHHON TEMATHKE).
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8.10.3. IIpe3zenranuu, "JIHH OTKPBITBIX ABEPEUN" - MPOBOAATCS ISl HOMYJIIpU3ALUU
paboThI apxuBa, COCTaBa U cojiepkanus ero pouaoB. B mporpamMmmy Meponpusitus
BKJIFOYAIOTCSl 0030pHBIE SKCKYPCHH, METOJIMYECKHE KOHCYJIBTAIIMH [0 aKTyaJIbHbIM
BOMNpocaM paboThl apXuBa.

8.10.4. JIexuuu, TOKJIAbI - TOTOBATCS MO ONMPEACICHHON TEMAaTUKE HAa OCHOBE
nH(popMamu, comepKaIieincs B JTOKyMEHTaxX.

8.10.5. YcrHble )KypHabl - Kak MPaBUjIo, UMEIOT ONPEIeICHHOE Ha3BaHUE U
MOCTOSTHHBIE TeMAaTUYeCKue pyOpHKHU; IpoBOAATCS peryiisipHo. [Ipu ux nposeaeHun
ayIUTOPUH COOOIIAIOTCS CBEJCHHSI O TIOKYMEHTaX, apXUBHBIX MMOMCKAX U HAXOJKAaX.

8.10.6. Unrarenbckue KOHPEPEHIIMH - OPTaHU3YIOTCS IS TIOJIb30BaTeNeH,
paboTaIKX WIK HAMEPEBAIOIIMUXCS pabOTaTh B YMUTAJILHOM 3aJI€ apXUBa, B LEIIX
uH(pOpMAIH O COCTaBE U cofepkannu apxuBHbIX GoHI0B 1 HCA K HUM, O HOBBIX
MOCTYTUICHUSX, PACCEKPEUCHHBIX JOKYMEHTaX, 00 HHPOPMAIIMOHHOM JesITeNbHOCTU
apXxuBa, a TAKXKE B LEJSIX YJIYyUIICHUS KaueCcTBa 0OCIYyKUBAHUS B YUTAIBHOM 3aiie. Bo
BpEMs YUTATEIbCKUX KOH(PEPEHIIUN N3y4yatoTCs MOTPEOHOCTH MOJIb30BaTENEH, NX
OILIEHKH pabOThl apXuBa M0 HHGOPMAITMOHHOMY 00CITYKUBAHUIO.

8.10.7. YPOKI/I AJ1 CTYACHTOB U IIKOJIBHUKOB - OPIaHU3YIOTCSI Ha OCHOBC IOTOBOPOB
apXHBa C BBICHIMMHA U CPCIAHUMHU yLI€6HLIMI/I 3aBCACHUAMU B COOTBCTCTBUHU C
CcorjilaCOBaHHbIMHU C HUMMU IIJIaHAMU.

Ypoku HOCAT TEMaTUYECKUN XapaKTep, MPOBOIATCSA B (popMe JIEKIHi, CEMUHAPOB,
MPAaKTHUECKUX U (PaKyIbTATUBHBIX 3aHITHH.

8.11. Brimaya TOKYMEHTOB BO BDEMEHHOE MOJIL30BAHUE

Bb11aua TOKyMEHTOB BO BpEMEHHOE TIOJTb30BAaHUE OCYIIECTBIIICTCS B YCTAHOBICHHOM
nopsiake (cM. 1. 4.6).

8.12. Yuer ucnoib30BaHUS TOKYMEHTOB apXuBa

VY4er ucnosap30BaHus JOKYMEHTOB apXHBa OCYILECTBIISIETCS B LEJAX IUNIAHUPOBAHUS U
COBEPIIECHCTBOBAHUS pabOThI 110 OPTaHU3aLIMHU HCTIOIb30BaHHSI JOKYMEHTOB U
pa3Butus cucteMbl HCA, usydyenus 3 (peKTUBHOCTH UCTIOJIb30BAaHUS OTIEIIbHBIX
KaTeropuil ¥ rpyni JOKYMEHTOB, TPOBEIEHHUSI MAPKETUHTOBBIX UCCIIEOBAHNI PbIHKA
uHpOpMaIH.

ApXMB BEJET yUYET NOCTYNAKOIINX U UCIIOJIHEHHBIX TEMAaTUYECKUX U COLUAIbHO-
MPaBOBBIX 3aMpocoB (mpuiioxkeHue N 52), nonb3oBaTenei U X JUYHBIX A€l
(npunoxxenue N 53), nonap3oBarenell 1 TEMATUKU UCCIIEIOBAHUN B YUTAIBLHOM 3aJie
(mpunoxenue N 54), napyrux Gpopm UCIOJIb30BaHUS JOKYMEHTOB.

VY4er noAroTOBIEHHBIX apXUBOM HH(OPMALMOHHBIX JOKYMEHTOB, APYTUX (popm
UCTIOJIb30BaHUS IOKYMEHTOB IPOBOIUTCS B TPAIUIIMOHHON (hopMe (Ha KapTOUKax),
WIM B AaBTOMATU3UPOBAHHOM PEXKHMME, B )KypHajaX C yKa3aHUEM I10JIb30BaTEII,
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TEMAaTHKH, TIOMCKOBBIX JJAHHBIX UCIOJIb30BAaHHBIX JOKYMEHTOB, XapaKTepa
UCIO0JIb30BaHUs (7151 UHPOPMAIIMOHHBIX IOKYMEHTOB), YCTPOUTENEH U MapTHEPOB
(U151 BBICTABOK), HA3BaHUA CTaTel, paguoTenenepeaayd, BpeMEeH! UX BbIXoja B aGup,
Ha3BaHUs KUHO(QUIBMOB, TIEUYaTHBIX U3IaHUH.

VYuer u perucTpanus 3anpocoB COUUAIbLHO-IIPABOBOIO XapaKTepa, MOCTYHAOIINUX OT
POCCHICKUX M HHOCTPAHHBIX IOPUANYECKUX U (PU3UUECKUX JTUI] BEACTCS pa3aeibHO.

8.13. KonupoBaHue TOKYMEHTOB ¥ 0hOPMIIEHUE KOIWI, W3TOTOBJIEHHBIX MO 3aKa3aM
HOJb30BaTEJIEN

8.13.1. KonunpoBaHue 10KyMEHTOB

8.13.1.1. Tlo 3aka3aM Mosb30BaTENCi U3rOTABIMBAIOTCS KCEPOKOMMH, MUKPOKOIIHH,
dboTooTneyaTku, MO3UTUBBI KHHO(POTOJOKYMEHTOB, a TAK)XKe KOITMU HA AJIEKTPOHHBIX
HOCHUTEIISX B 3aBUCUMOCTU OT TEXHUYECKHUX BO3MOXKHOCTEH apXuBa.

O6’B€M, CPOKH U BUAbLI U3TOTABJIIMBACMbIX KOITHM YCTaHaBJIMBAIOTCA apXHUBOM C
YUYE€TOM €TI0 TCXHUYCCKHX BO3MO>KHOCTEH.

KonmpoBanue JOKyMEHTOB JjIsl OpPraHOB FOCYAapCTBEHHOM BJIACTH U MECTHOTO
CaMOYIIPaBJIEHUS, TOCYJAPCTBEHHBIX, HETOCYAAPCTBEHHBIX OpraHU3alui,
00IIIeCTBEHHBIX 00BETUMHEHUN MMPOU3BOAUTCS HA OCHOBAHWU TapaHTUHHOTO MHChMa
OPraHU3aAIMHA-3aKA3YNKA.

ApPXUB POU3BOJIUT KOMTUPOBAHKUE TOKYMEHTOB JIJISl TIOJIb30BaTEINEH, 3aHUMAIOIIIUXCS
B UMTAJIBHBIX 3aJ1aX, a TAKXKe 0OpAIIAIOIIUXCS B apXHUB C MTUCHMEHHBIM 3aIIPOCOM
(3aka3om). 3aKa3 Ha KOMMPOBaHUE TOKYMEHTOB (mpusioxkenue N 55) ms
MOJIb30BATEIICH, 3aHUMAIOIINXCS B YUTATBHOM 3aJI€ apXHUBA, BBITIOJIHIETCS B
YCTaHOBJICHHOM mopsinke (cM. pazfen 5 "[IpaBun paboThl mosabp3oBaTeneii B
YUTAJIbHBIX 3aJ1aX TOCYAapCTBEHHBIX apxuBoB Poccuiickoit denepanuu").

KOHHpOBaHI/Ie JOKYMCHTOB JJIAA JIMYHBIX I/ICCJ'IeIIOBaHI/Iﬁ pa6OTHHKOB apxXHBa
IMPOU3BOJUTCA HA O6H_[I/IX OCHOBAaHUAX.

8.13.1.2. OdopmiieHre 3aKa30B HA KOMTUPOBAHKE, TOCTYMUBIINX OT OPTaHOB
roCyJapCTBEHHOMN BJIACTH, MECTHOT'O CaMOYIIPaBJIEHUs, OpraHU3aluil U rpaxkaaH,
noa00p ¥ MOATOTOBKY JOKYMEHTOB ISl KOMUPOBAHMSI POU3BOAT paOOTHUKHU
apxuBa.

BrinonHenue 3aka3a Ha KOMMPOBAHNE TPOU3BOIUTCS B MOPSAKE, YCTAHOBICHHOM
pykoBojacTBOM apxuBa. [Iopsaok pacueToB 3a KOMUPOBAHUE TOKYMEHTOB, CTOUMOCTD
W3TOTOBJICHUS KOMIUI apXMB COTJIACOBBIBAET C 3aKa3UMKaMU 3apaHee.

VY4er 3aka30B Ha KONUPOBAHUE BEIETCS B TPAAULIMOHHOM MIJIM aBTOMAaTU3UPOBAHHOM
pexxume (npuioxenue N 56).
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8.13.1.3. He npou3BoAUTCSA KOMMPOBAHUE JOKYMEHTOB, HAXOASIIUXCS B TIIOXOM
(bU3UYIECKOM COCTOSIHUH, a TAK)KE B CITyUasx, KOrjaa MpH KOMUPOBAHUU MOXKET OBITh
HaHEeceH ymepo ux Gu3nIecKor COXpaHHOCTH.

Bormpoc 0 konupoBaHWy yHUKaJIbHBIX JOKYMEHTOB, a TAKKE JOKYMEHTOB U JIEl,
TpeOyIOIIMX PACIIMBKU WM peCTaBpallly, PEIIacTCsl PyKOBOJICTBOM apXHBa B
KaXJIOM KOHKPETHOM CJTy4ae.

8.13.1.4. KonupoBaHre JOKYMEHTOB OrPaHUYEHHOTO JOCTYIIA POU3BOJAUTCS B
HopsiAKe, MPEAYCMOTPEHHOM COOTBETCTBYIOIIUMH 3aKOHOJATEIbHBIMU aKTaMU U
HOPMATUBHBIMU JOKYMEHTaMH.

8.13.1.5. Tlpu konupoBaHUU JOKYMEHTOB HETOCYAapCTBEHHON YacTH APXUBHOIO
dbonna Poccuiickoii @enepannu, a TakKe JOKYMEHTOB JTUUYHBIX (POHIOB YUUTHIBAIOTCS
OTpaHUYCHHUS, YCTAaHOBJICHHBIE (DOHA000PA30BATENIMH WU UX MIPABONPEEMHUKAMU
(HacleqHUKaMM) [IPU Mepegade JOKYMEHTOB B ApXUB Ha IIOCTOSIHHOE WK
JeN03UTapHOE XpaHEHHE.

KomnupoBanue 10KyMEHTOB, COCTABISIOMIUX OOBEKTHI aBTOPCKOTO MPaBa,
OCYIIECTBIISETCS ¢ y9eToM HOpM 3akoHa Poccmiickoit @eneparuu "OO6 aBTOPCKOM
IpaBe U CMEXHbIX MpaBax'.

8.13.1.6. OO6beMbl KONTMPOBaHUS JOKYMEHTOB, HEOITYOJIMKOBAHHBIX OIMCEMH,
KaTaJoroB, APYTUX apXUBHBIX CIIPABOYHUKOB, a TaKke 0a3 1 0AHKOB JAHHBIX 10
3aKa3aM IOJIb30BaTEIeH YCTaHABIUBAIOTCS PYKOBOJACTBOM apXHBA B KaXKIOM
KOHKPETHOM CIIy4ae.

8.13.2. OpopmieHue 1 BbiJjaua KOMUM, U3TOTOBJICHHBIX IO 3aKa3aM MOJb30BaTesei

Ha KOIIWAX, N3TOTOBJICHHBIX I10 3aKa3aM HOHBSOB&TGHCﬁ, APXHUBOM YKA3bIBAIOTCA
IMONCKOBBIC NAHHBIC JOKYMCHTOB.

Komnuu JAOKYMCHTOB BBIJIAIOTCA 3aKa3UMKaM HUJIN UX JOBCPCHHBIM JIMIIAM, U MOTYT
OBITH BBHICJIAHBI 11O YKa3aHHBIM aapccaM.

BpIBO3 KON TOKYMEHTOB Ha Pa3JIMYHbIX HOCUTENAX 3a peaensl Poccuiickon
deneparuu OCyLIECTBISIETCS B TOPSAIAKE, YCTAHOBIEHHOM MHUHHCTEPCTBOM KYJIbTYPbI
Poccuniickon @eneparnmun

8.14. Opraumszanus paboThl 110 PACCEKPECUNBAHUIO TOKYMEHTOB

PaccekpeunBanue cBeIeHU U UX HOCUTEIIEH - CHITUE PAHEE BBEJICHHBIX
OTPaHMYCHHI Ha pacOpOCTPaHEHUE CBEACHUMN, COCTABISIOIINX FOCYIapPCTBEHHYIO
TailHy, U Ha JOCTYI K UX HOCUTEIISIM.

8.14.1. lupexTop apxuBa obecreyuBaeT NpoBeieHue padoThl [0 KOHTPOJIIO 32
CPOKaMH CEKPETHOCTH JIOKYMEHTOB, UIMEIOLIUX TPU(BI CEKPETHOCTH, U HUHPOPMHUPYET
PYKOBOJUTENICH OPTaHOB rOCyIapCTBEHHON BIACTH, KOTOPBIE HA/ICTICHBI
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MTOJITHOMOYHSIMHU IO OTHECEHUIO CBEJICHUM K FOCYIAPCTBEHHOM TallHE, a TaKkKe
OpraHM3alrid 0 HAJIUYUHU B apXUBax JOKYMEHTOB CO CPOKaMU CEKPETHOCTH CBbIIIe 30
JIeT, UX COCTaBe U 00OBbEME.

8.14.2. B ciyyae nojiy4eHusi pyKOBOJUTEIEM apXHBa B YCTAHOBIEHHOM MOPSIAKE
MOJTHOMOYHIA [0 PACCEKPEUMBAHUIO CBEICHUHN, COCTABIISIIOIINX TOCYAapCTBEHHYIO
TallHy, OH OpraHU3yeT MPOBEJCHUE padOT MO UX pacCEeKpeUUBaHUIO. B 3TUX 1emnsax B
apXM1BE CO3/IAETCS] KOMUCCHUS IO PACCEKPEUMBAHUIO ApXUBHBIX IOKYMEHTOB.

Komuccus OCYHCCTBILICT pa60Ty B IINTAHOBOM IIOPAJKE, a4 TAKKEC I10 3aIllpoCaM
MOJIL30BaTEJICH U B CBSI3U C OCYHICCTBJICHUEM apXHUBOM HY6HI/IKaHI/IOHHI:-IX u
HCCIICOAOBATCIIbCKUX IIPOCKTOB.

B rogoBoii mian paboThl KOMUCCHH BKJIIOUAETCS PACCMOTPEHHUE BOIPOCOB O
PACCEKPECUYNBAHUU JJOKYMEHTOB apXMBa B CBSI3U C UCTEYCHUEM YCTAHOBJICHHOTO
3aKOHOJIaTEJIbCTBOM CPOKa CEKPETHOCTH CBEJICHHUM, COCTABIISIFOIINX
rOCyJapCTBEHHYIO TalHy, a TAKXKE 110 3alpOocaM OPTraHOB I'OCYJAPCTBEHHOM BJIACTH,
HAayYHBIX U OOIIECTBEHHBIX OpraHU3aIui U TPaK/IaH.

Nudopmarus o pacceKpeyeHHBIX JOKYMEHTaX BBICIIUX OPTaHOB IOCYAapCTBEHHON
BJIACTHU, XPAHIIIUXCS B PelepalibHbIX TOCYJAPCTBEHHBIX apXUBaX, OMyOJIUKOBAaHHAS B
bronnerensix, nzgaBaembix degepanbHbIM apXUBHOM ciryk00# Poccun, ciykut
OCHOBAaHUWEM JUISl CHATHS PEKMMA CEKPETHOCTU C KONIMK aHAJIOTUYHBIX

JIOKYMEHTOB, XpaHsIIUXCS B apxuBax cyobekToB Poccuiickoii @enepauuu.

8.14.3. Pe3ynbTarhl NpOBEAECHHONW PaOOTHI 0 PACCEKPEUUBAHUIO JOKYMEHTOB
PYKOBOJUTENL apXHUBa JOBOJUT IO CBEJICHUS PYKOBOJUTENSI OpraHa
rOCyJapCTBEHHOW BIJIACTH, IEJIETMPOBABILIEIO €My IOJHOMOYUS IO PACCEKPEUNBAHUIO
JIOKYMEHTOB.

8.14.4. ApxuB npeIOCTaBISIET s U3YUEHHS YJIEHAM IKCIIEPTHBIX KOMUCCHUH,
CO3JIaHHBIX B OPraHU3aLMUAX, PYKOBOJAUTEIN KOTOPBIX HA/IEJIEHBI TIOJITHOMOYHUSMHU 110
PaCCEKPEUNBAHNIO CBEJEHNN, OTHECEHHBIX K TOCYIAPCTBEHHOM TalHE, a TAKKE
YJIeHaM KOMHCCHUH, CO3JaHHbIX HA MPaBaxX CTPYKTYPHBIX MMOAPa3AEIECHUN
MexBenomcrBeHHoM komuccun (MBK) o 3amure rocy1apcTBEeHHOM TailHbI JU1s
OpraHHu3ally PACCEKPEUNBAHUS OTIAEIbHBIX KaTErOpUd TOKYMEHTOB, U
MPUBJICUEHHBIM K paboTe 3KCIepTaM NOIMHHUKY JOKYMEHTOB UM KOTIUH, UX
3aMEHSIIOLIUE, a TAKXKE HE0OX0AUMYI0 HHPOpMaLKIO (TIEPEUYHH e U JOKYMEHTOB,
0030pHI, CIIPaBKH | T.1.).

8.14.5. PaccekpeunBaHue TOKYMEHTOB, CO3/IAHHBIX B JIEATEIIbBHOCTH
JUKBUIUPOBAHHBIX OpraHU3AINN, HE UMEIOIIUX MPABOMPEEMHUKOB, OCYIIIECTBIISAETCS
B nopsiake, onpeaensiemom MBK 1o 3amure rocy 1apcTBEHHOM TailHBI.

8.14.6. 3anpockl rpaxkaH, OpraHoOB rOCyIapCTBEHHOM BIACTH M OpraHU3alui O
pacceKpeunBaHUU JOKYMEHTOB pacCMaTPUBAIOTCS apXHUBOM B TEUEHUE TPEX MECSILIEB.
Ecnu apXuB HE OJITHOMOYEH PACCEKPEUMBATH 3aMpPallIMBAEMbI€ CBEJEHHUS, OH B



MECSIYHBIA CPOK C MOMEHTA MOCTYIIEHUS 3aIIpOCca HANPABJISIET €r0 B OpraH
roCyJJapCTBEHHOW BJIACTH, MOJTHOMOYHBIN paccMaTpUBaTh BOIPOC 00 UX
paccexkpeunBanuu, i B MBK 1o 3ammre rocy 1apcTBEHHOM TaliHbL, O YEM
YBEAOMJISIET IOPUAMYECKOE WU (PU3NUECKOE JIUIIO, HAlIPaBUBIIIEE 3aMPOC B APXUB.

8.14.7. OdopmieHne pe3yabTaTOB paCCeKPEUNBAHUS APXUBHBIX JOKYMEHTOB
MIPOBOJUTCS] B YCTAHOBIICHHOM MOPSIIKE.

8.14.8. ApxuB nnpopmMupyeT 001IeCTBEHHOCTh O PACCEKPEUCHHBIX TOKYMEHTAX,
MIPEICTABIIAIONIMX OOIIECTBEHHO 3HAYMMBIM HHTEPEC, a TAKIKE 3aTPAaruBaIOIINX paBa
Y 3aKOHHBIE MHTEPECHI TPak/IaH.

8.15. I1yonukamoHHas IeITeIbHOCTh apXUBa

[TyOnukanuoHHas AeITeIbHOCTh apXUBa - COBOKYITHOCTh PaboT MO MOATOTOBKE
JOKYMEHTAJIBHBIX IMyOJIMKAIMH, BKIIOUYAIOIas ONpeieJIeHNe TUIa, BU1a U (OPMbI
nyOIuKaIMK, OPTaHU3aIMIO0 TIOTOTOBKH ITyOJIUKAIINH, BBISIBICHUE U OTOOD
JOKYMEHTOB, BEIOOD U Iiepeauy TeKCTa, apxeorpaduueckoe ohopMieHHe
JIOKyMEHTOB M COCTaBJICHHE K HUM HayYHO-CIIPABOYHOTO armapara, pOpMHUPOBAHUE
MakeTa JJOKyMEHTaIbHON MyOnuKkauu, paboTy ¢ u3aarenscTBoM. [lpu myOnukamum
JIOKYMEHTOB CJIEIyET PYKOBOJICTBOBATHCS IEUCTBYIOIIMMH IPABUIIAMU U3IAHUS
HUCTOPUYECKHUX JOKYMEHTOB.

®denepanbpHas apxuBHas ciyk0a Poccumn koopauHUpyeT paboTy apXHUBOB IO
MOJITOTOBKE MEXKAPXMUBHBIX M3JaHUM, B TOM YHCJIE CEPUNHBIX, a TAKXKE W3JaHUH,
OCYILECTBIISIEMBIX B COOTBETCTBUH € pacriopsukeHussMu [Ipesnnenrta Poceniickoin
Oenepanuu, [IpaBurenscrBa Poccuiickon Penepannu, Mex1yHaApOIHBIMA
cornamenussmu Poccurickon denepanuuy v 1ByCTOPOHHUMH COTJIAICHUSIMH C
apXUBHBIMU CITy0aMH 3apyOekKHBIX CTPaH.

8.15.1. Tumsbl, BuIbI U (HOPMBI MyOIUKALIUN JOKYMEHTOB

8.15.1.1. Tunsl JOKYMEHTAJIBHBIX MyOJIUKAIMNA OTIPECIISIOTCS UX 1IEJIeBBIM
Ha3HaueHueM. Pa3nnuarorcsa Hay4YHbIl, HAyYHO-TIOMYJISIPHBINA U Y4EOHBIN THIIbI
U31aHuil. Bce OHM OCHOBBIBAIOTCSI HA HAYYHBIX MPUHLIUIAX TOATOTOBKHU, HO
OTIUYAIOTCA CIIEU(PUKON 0TOOPA NCTOYHUKOB, PUEMOB TMepeiadn TeKCTa
JIOKYMEHTOB M COCTaBOM HAay4YHO-CIIPABOYHOTO aIllapara.

8.15.1.2. Buapl u3ganuii TOKyMEHTOB OINPEACIISAIOTCS COCTaBOM ITyOJIMKYEMBbIX
HCTOYHUKOB U B COOTBETCTBUU C 3TUM H3JAaHUS MOTYT OBITH MO(OHIOBBIMH,
TEMaTUYECKUMHU WU BKJIIOYATh JOKYMEHTHI OJIHOM pasHOBUAHOCTHU. [lopoH10BbIE
nyOJIUKALIMKA COCTOSIT U3 TIOKYMEHTOB OJTHOTO (hoH/AA (KOJUIEKIMH) UITU €T
CTPYKTYPHOU YacCTH, HO MOTYT UMETh B CBOEM COCTaBE JJOKYMEHTHI
dbonmo00pazoBarens u3 Apyrux (GOHIOB ¥ apXUBOB B CIIydae MIOXOH COXPAaHHOCTH
WM pa3pO3HEHHOT0 XpaHeHus pouaa. Temarnueckue myOIUKauu COCTOST U3
pa3HOOOpa3HBIX HCTOPUUECKUX UCTOUYHUKOB 10 OTPEIEIICHHON TeME, HE3aBUCUMO OT
uX (OHIOBOM MpUHAIC)KHOCTH. [IyOnuKauyu JOKYMEHTOB OJTHOTO BHJIa BKIIIOUAIOT
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JIOKYMEHTBI OJIHOTO BU/JIA (Pa3HOBUAHOCTH), HE3aBUCHUMO OT UX (POHIOBOM
MPUHAITICKHOCTH.

8.15.1.3. ®opmbl myOIUKAIIK JOKYMEHTOB:

- IeYaTHas: KOpIyc, cepusi, COOpHUK, albOOM, OYKJIET, TUTaKaT, ITyOJIuKaIis B
NEPUOTUICCKUX M MPOIOJDKAIOIINXCS U3IaHUSX;

- MyOIUKanus Ha MICHOYHBIX HOCUTENSX: MUKPO(DUIbM, MUKPO(HILIA;

- JIIEKTPOHHASL: TUCKEThI, MylbTUMenua, CD-aucku, 6a3a JaHHBIX, B
uHhopMaIMoHHOU ceTu MHTepHeT 1 Ap.

8.15.2. Opranu3zanus MoAroTOBKY JOKYMEHTAIBHBIX ITyOJIUKAIIHMI

8.15.2.1. ApxuB OCyIIECTBISIET MEPOTIPUATHS, HEOOXOIUMBIE I 0OecrieUeHUs
HAy4YHO-UCCIIEIOBATENbCKUX U TEXHUYECKUX MPOIECCOB MOATOTOBKU
JOKyMEHTAJIBHBIX IMyOIuKauii: GopMHUpPOBaHUE PEIAKIIMOHHON KOJUICTHH,
KOJUIEKTUBA COCTABUTEJIEH, COCTABIIEHUE OPTraHU3ALIMOHHO-METOIUYECKUX
JIOKyMEHTOB, 3aKJIIOYEHHE I0TOBOPa C IPYTUMHU 3aUHTEPECOBAHHBIMHU
OpraHU3alUSIMH U U31aT€ITHLCTBOM U T.II.

8.15.2.2. Ilpu HaIMYMK HECKOJIBKUX OPraHU3alUi-yYaCTHUKOB ONPEIEIAETCS
rOJIOBHAs OpraHMU3allysl, KOTOpasi KOOPAUHUPYET U OpraHusyer paboTy, obecreuynBaeT
CBOEBPEMEHHOCTb I'OCYIaPCTBEHHOI perucrpauuu paboThl, COCTaBICHUS TIaHa-
MPOCTIEKTa U3JAaHMs, MHCTPYKIIMH (apxeorpadudeckoit mamsaTku), rpaduka paboThl,
OCYLIECTBJISIET KOHTPOJIb 32 €r0 BHIMIOJHEHUEM, YTBEPKAAECT KOJUIEKTUB PEAAKTOPOB U
cocTaBUTeNel MyOIMKaIK, OpraHU3yeT padoTy peaKOJIIIETUH, COBMECTHO C
PEAKOIITIETHEN OKa3bIBACT METOJMYECKYIO M MPAKTHUECKYIO TTOMOIIIb
COMCIIOJIHUTEISIM, OPTaHU3YET PelieH3UPOBaHUE M 00CYkICHNE TIOrOTOBIEHHON
PYKOIIHMCH, BEIET IEPETOBOPHI U 3aKIIOYAET JOTOBOP € U3ATEIHCTBOM.

Pacnpenenenue o0s3aHHOCTEN MEXKTy YHaCTHUKaMU paboThI ohopmIisieTcst
COTTIAIICHHEM B (PUKCHUPYETCS B HEM WU B pabodeM IJIaHe, KOTOPBIM yTBEpKIaeTCs
PYKOBOJICTBOM I'OJIOBHOM OPTaHU3ALMH IO COIIACOBAHUIO C PYKOBOJIUTEISIMHU
OpraHu3alnli-y4aCTHUKOB.

8.15.2.3. Jlsi1 Hay4YHOrO PyKOBOJCTBA U OpraHU3aluu pabOThI [0 MOJATOTOBKE
nyonukammu popmMupyercs peaakImoHHas KOJIJIETHs WM Ha3HayaeTcs penakTop. B
COCTaB PEAKOJUIETHUH BXOJAT MPEICTABUTENH BCEX OpraHU3alUi - YYaCTHUKOB
MOJATOTOBKY U3JaHusl. B ee cocTaBe MOXKET ObITh BbIIECIICH OTBETCTBEHHBIM
(rmaBHBIN) pegakTop. [Ipu moAroToBKE MHOTOTOMHOTO M3AaHHS HAa KaXKIbIH TOM
BBIJICNIACTCSA CBOU peaakTop. Peakosmerns (OTBETCTBEHHBIN PeaKTOP, PEAAKTOP)
onpeenseT TiI U GopMy IMyOJIUKALMK, YTBEPKIAET IUIAH-TIPOCIEKT, POPMUPYET
KOJUIEKTUB COCTaBUTEINEH, TOPyYaeT y9aCTHUKAM TOJTOTOBKY HEOOXO0IUMBIX
OPTraHU3alMOHHO-METOANYECKUX JOKYMEHTOB, ONPEACISAET CPOKH UX NPEACTABICHUS
U rpaduk paboThl, pacCMaTPUBAET BMECTE C COCTABUTENIIMU COCTaB U COJIEP KAHKE



JIOKyMEHTOB, OTOOpaHHBIX K MyOJUKAIMU, IPUHIUIIBI UX 0TOOpA, CUCTEMATU3AIINH, &
TaK)K€ Hay4HOCIIPABOUHBIN amnmnapar myOoJuKalu, pEKOMEHYET PYKOIHUCh K TIEYATH.

Penkomniervs KOHTPOJIUPYET BHITIOJHEHUE IPUHSITHIX PELICHUN U paboTy KOJIEKTHBA
COCTaBUTEJIEH, 3aCIIyLIMBAET OTYETHI OTBETCTBEHHBIX COCTABUTEIIEN, PEAAKTOPOB
TOMOB O IPOJIEIaHHOM paboTe.

8.15.2.4. KonieKkTuB COCTaBUTENEH ONPEAENSIET UCTOYHUKH BbISIBJICHUS TOKYMEHTOB,
MPOBOJIUT MEPBUUHBIN OTOOP JOKYMEHTOB, HEMTOCPEICTBEHHYIO apXeorpadpuueckyro
paboTy ¢ HUMH (IIepeada TeKCTa, apxeorpadpuieckoe opopmiieHIe, COCTaBICHUE
IPUMEYAHUN 110 TEKCTY U COAECPIKAHUIO), IOJATOTOBKY APYTHX YacTei
HAyYHOCIIPABOYHOTO anmnapara u npuioxenuil. K o0s3aHHOCTAM cocTaBuTENEH
OTHOCHUTCS TAK)K€ CBEpKA KOMHM TOKYMEHTOB, B TOM YHUCJI€ TEKCTOB, BBE/ICHHBIX B
KOMIIBIOTEP, C OPUTMHAIAMHU, U OPUTMHAI-MAKeTa U3JaHusl B AJIEKTPOHHOHU dopme.

HpI/I HaJIMYMH HECKOJIbKUX COCTaBUTEIICH BBIIACIIACTCA OTBETCTBCHHBIN COCTaBUTCIIb,
KOTOpBII71 BXOOHWT B COCTaB PCAKOJIIICTHUH.

OH pyKOBOAMT KOJIJIEKTUBOM COCTaBUTEIICH, OPTaHU3YET €ro padoTy, OKa3bIBAET
OCTaJIbHBIM COCTABUTENSIM METOJUYECKYIO U MPAKTUYECKYIO ITOMOIb, KOHTPOJIUPYET
BBITIOJIHEHHE PaOOThI COCTAaBUTEISIMH, MIPOBOJIUT YHU(DHUKAIMIO BCEX YacTen
TOKYMEHTAJIbHOU ITyOJIMKAIINH, ITIOTOTABINBACT apXxeorpaduiecKoe MpeaucIOBHE K
HEH.

8.15.3. ®opmupoBaHue miaHa-nmpocnexTa uganus [aH-npocnekT J10KyMeHTalIbHOM
MyOJUKAIIMKA COCTABJISETCS CIISIUAMCTAMH 10 JaHHOU Mpobieme (Teme),
BXOJSIIIUMHU B COCTaB PEIKOJIJICTHH, FUTH OTBETCTBEHHBIM COCTABUTEIIEM C
MOCJICTYIOIINM PELIEH3UPOBAHUEM CIICIIUATTUCTOM, PACCMATPUBACTCS M YTBEPIKIACTCS
penkouierueii. B miane-mpocmekTe paercs 000CHOBaHUE 1E1eCO00pa3HOCTH
MOJITOTOBKY JTAHHOM MyOJIMKaINK, €€ HaydYHON M MHOW aKTyaJbHOCTH, HOBU3HBI U
OPUTHHAIIBHOCTH, U3JIATaf0TCS 1IN 1 3a1aun u3AaHus. [1maH-TpociekT coaepKuT
OTIpeJICIICHUE XPOHOJIOTHIECKUX B reorpaduuecKux paMoK, 00beMa ImyOJIKaIiy,
obocHOBaHUE BbIOOpA THIIA, BUA U (OPMBI ITyOIMKAIIUN, €T0 TPUMEPHON CTPYKTYPBI
Y TIPUHIIMIIOB CUCTEMAaTHU3aIMH TOKYMEHTOB, COCTaBa HAYYHO-CIIPABOYHOTO
anmapara. K mmany-npocnekrty npuiaraercs oudanorpadus 1mo JaHHON mpodieme,
nepeyeHb apXUBOB, JPYTUX XPAHUIIUIL U YACTHBIX COOpaHUl C yKa3aHUEM Ha3BaHUI
¥ HOMEPOB apXUBHBIX (POHJIOB, B KOTOPBIX CIEAYyET MPOBOIUTH BHISIBICHHE
JTIOKYMEHTOB. B mpoiiecce BbISBIICHUS TOKYMEHTOB TUIaH-TIPOCTIEKT MOXKET OBIThH
YTOYHEH.

8.15.4. BrisiBienue u 0TOOp TIOKYMEHTOB, BBIOOp U Mepeiaya TeKCTa JOKYMEHTOB

8.15.4.1. PaboTe 1o BBISIBJICHHIO JOKYMEHTOB MIPEAILIECTBYET COCTABICHUE BO3ZMOMXKHO
MOJIHOTO OMOIHMOTPadUIECKOTO CIUCKA TUTEPATYPHI C IIEIHI0 OPUEHTAIIUU
apxeorpada B BOIpocax OCyIlIeCTBIIEMOTON3IaHus, HICTOPUOTpapUH TEMBI, €€
MCTOYHUKOBOM 0a3bl. Kpyr HICTOUHUKOB BBISIBIICHUS JOKYMEHTOB OIPEAEIseTCs
TEMOU, TUIIOM W BUJOM M3AaHus. /{715 ycTaHOBIEHUS Kpyra HCTOYHUKOB HEOOXOIMMO



3HaHUE JIUTEPATYPhI, CETH APXHUBOB, CHCTEMbI HAYYHOCIIPABOYHOTO aIrlrapara,
ucropuu GoHI000pa30BaTENICH, UCTOPUU KOMIUIEKTOBaHUS ()OHIOB, X COXPAHHOCTH,
CTEINEHU UCTIOIB30BaHUs IOKYMEHTOB B nieyaTH. Ha KaXk/1b1il BBISIBICHHBIA TOKYMEHT
COCTaBJISIETCS KAPTOUKA; KAPTOTEKA BBISIBIICHHBIX JIOKYMEHTOB MOKET BECTUCH U B
aBTOMAaTH3UPOBAHHOM PEKHUME.

8.15.4.2. OT60p BBHISBICHHBIX JOKYMEHTOB JIsl BCEX TUIIOB M3AaHUHN ITPOBOJIMUTCS Ha
OCHOBE MPHUHITUIIOB UCTOPU3MA, HAYYHOU OOBEKTHBHOCTH, METO/I0B
MCTOYHUKOBEAUYECKOTO aHAJIN3a JOKYMEHTOB U B COOTBETCTBUU C TEMHU KPUTEPUSIMHU
0TOOpa, KOTOPBIC OBUTH OIPECIICHBI MPU PEIIICHUN BOIIPOCA O MEJIIX U 3aJ1a9ax
U3IaHus.

[TpuHIMD UCTOpPU3MA MTPEANOIAraeT KaK/Iblii TOKYMEHT pacCMAaTPUBATh KaK MIPOIYKT
KOHKPETHOM UCTOPUYECKOM 3MOXH C yUETOM IPUYKH €0 BO3HUKHOBEHUS U
BBITIONIHAEMON UM (yHKUIUU. [IpuHIIMT 00BEKTUBHOCTH TIPEANoIaraet
BCECTOPOHHOCTh U3YUYEHHUS HCTOPUUYECKHUX SIBJIEHUN BO BCEU MX CI0KHOCTH,
MHOTOI'PaHHOCTH U MPOTUBOPEUUBOCTH U PEATU3YETCS IIyTEM O0TOOpa UCTOYHUKOB
Pa3TUYHBIX BUIOB, OTPAXKAIOIINX PA3HOOOpa3HbIE CTOPOHBI IEUCTBUTEILHOCTH U UX
OLIEHKY aBTOpPaMH JIOKYMEHTOB.

[Ipu oTGope OCyIIECTBISIETCS] HCTOYHUKOBEUECKUI aHAIN3 TOKYMEHTOB:
YCTaHaBJIMBAETCS UX MOUIMHHOCTD, BPEMSI, MECTO, YCJIOBUS CO3JaHUS U BHEIITHUE
0COOEHHOCTH JOKYMEHTA, aBTOPCTBO, ONPEENSIEeTCs JOCTOBEPHOCTb, NOJUTHYECKAS
HAIPaBJICHHOCTD, MIOJIHOTA, MPEACTABUTEIBHOCTh, HAyYHasl 3HAUUMOCTh, HOBU3HA
coJeprKalieiics B JOKyMeHTe HH(OPMAIIUHU, CTeTIEHb COXPAHHOCTHU U CIIOCO0
BOCIIPOU3BEACHUS TEKCTa JOKyMeHTa. Ha OCHOBE MpOBEAEHHOIO aHaIN3a
OTIPEICISIETCS] COOTBETCTBUE JOKYMEHTA KpUTEPHUSIM 0TOOpPA, BEIPAOOTaHHBIM

B 3aBUCUMOCTH OT TEMBI U 33]1a4 U3JaHUsl, U pEUIaeTCsl BONPOC 00 UCIIOIb30BaHUU
KQXXJIOTO IOKYMEHTa B U3JIaHuU (MyOIMKalus MOJIHOCThIO, WM B U3BJICUEHUSX,
HCIOJIb30BAaHUE B HAYYHO-CIPABOYHOM arfapaTe, MPUI0KEHUAX, HILTIOCTPAIUIX U
T.4.) OTOOp AOKYMEHTOB CJeAyeT NPOBOAUTH MO3TAITHO - CHAaYyaJla B MPOIlecce
BBISIBJICHUSI U OKOHYATEIBHO - TIOCJIE BBISIBJIEHUS! BCETO KOMILIEKCA U YTOYHEHUS
CTPYKTYpPBI U3/IaHUA.

8.15.4.3. Jlna noKyMeHTaIbHOM MyOIMKalud OTOMPAETCs OCHOBHOM TEKCT
JIOKYMEHTA, OIIPEIEIsIEMbIl HA OCHOBE TEKCTOJIOIMUECKOTO aHAIM3a BCEX
BBISIBJIEHHBIX U UMEIOLIUX CAMOCTOSITEIbHOE 3HAUEHUE TEKCTOB JAHHOTO JIOKYMEHTA,
HE3aBUCUMO OT CII0Cc00a MX BOCIIPOU3BEACHHS, KAK COXPAHUBIIUXCS B apXUBaX, TaK U
omyOIMKOBaHHBIX. BO Bcex THMax u BUaX JOKYMEHTAIBHBIX IMyOIMKAIIUN TEKCT
JIOKYMEHTOB JIOJKEH NIEPeIaBaThCsl C TOYHBIM COXPAHEHUEM CTUIIMCTUYECKUX U
S3BIKOBBIX OCOOCHHOCTEH.

8.15.5. CtpykTypa myOJIUKaIlMi ¥ CUCTeMAaTH3aIus JOKYMEHTOB

JlokymMeHTalIbHasI My OJIMKAIUSI COCTOUT U3 MPEAUCIOBUS, BKIIFOYAIOIIETO
HUCTOPUYECKYIO U apXeorpaduyecKyro 4aCcTH, TEKCTOB IMyOJIMKYEMbIX IOKYMEHTOB,
IIPUMEUYAHUI 110 TEKCTY U COAEPKAHUIO, yKa3aTeIeH, NEPEYHEN, CITMCKA COKPAIECHUH,



cozepxkaHus (OIJIaBJIEHUs) C IEPEUHEM OMYOIMKOBAaHHBIX JOKYMEHTOB. [1o
YCMOTPEHHUIO COCTAaBUTENEH B TIOKYMEHTAJIbHYIO MyOIMKALIMIO MOTYT OBITh BKIIOUYEHBI
TaK)Ke: XpPOHUKA cOObITHIA, Oubnrorpadus no TeMe myOIUKyeMbIX JOKYMEHTOB,
Jpyrye NPUI0KEHUS U WTIOCTPALUH.

CucreMatuzaiys JOKYMEHTOB 3aBUCUT OT TEMBI ITyOJIMKAIIMHN B XapaKkTepa
0TOOpaHHBIX TOKYMEHTOB. MOTYT IPUMEHSATHCS CICAYIOIINE TPU3HAKN
CUCTeMaTHU3allUU; XPOHOJIOTHYECKUI, TEeMaTUUECKHM, TeorpadnIecKuii, aBTOPCKH,
HOMUHAJIbHBIN (ITO BUJAM JOKYMEHTOB) WJIU UX coueTanus. CucremMaTu3aius
JTIOKYMEHTOB 3aKPEIUIIETCS UX O0IIeH MOPsSIAKOBOM HyMepaIieH.

8.15.6. Apxeorpaduueckoe opopMiieHHE TOKYMEHTOB M MIOJATOTOBKA HAYYHO-
CIPAaBOYHOIO arrapaTa u3JIaHus

8.15.6.1. TekcT KaXKa0r0 TOKyMEHTa B JOKYMEHTAJIBHOM My OIHMKaIuN
COIPOBOK/IAETCS PEJAKIIMOHHBIM 3ar0JIOBKOM M apxeorpaduueckoit ierenaoi. B
3aroJIOBKE YKa3bIBAOTCS MOPSIKOBBIM HOMEP JOKYMEHTA B JAHHOU Iy OJIMKAIINH,
HaMMEHOBaHWE (Pa3HOBUIHOCTH) TOKYMEHTA, aBTOP, aJipecar, KpaTKoe COJIepIKaHue,
JaTa, MECTO CO3/IaHus, IeJIONPOU3BOICTBEHHBIH HOMED, IPUdbI (CPOUYHOCTH,
CEeKPETHOCTH | T.1.). B apxeorpaduueckoii jereHae 0003Ha9ar0TCs
KOHTPOJILHOCTIPABOYHBIC CBEJICHUS O JOKYMEHTE: TIOMCKOBBIC JAHHBIC (apXUBHBIHI
mudp), MOATUHHOCTD, YKa3aHHE s3bIKA (IJ1s1 MHOS3BIYHBIX TEKCTOB), CIIOCOO
BOCTIPOM3BE/ICHHSI, CBEJICHHS O BHEIITHUX OCOOCHHOCTSIX M MEPBOU W/WIM Haubosee
TIOJTHOM ITyOJTMKAIIUHN TOKYMEHTA.

8.15.6.2. CocTaB Hay4HO-CIPABOYHOTO anmapaTa JOKyMEHTaIbHON MyOJIMKaluu
OTIpeNIeNIIeTCs €€ THUIOM, BUAOM U (hopMOii. B Hero BXoasaT: mpumedaHus 1o
COJICpKAHMUIO, YKA3aTeN1, XpPOHUKA, CIMCOK COKpAIIEHUH, TepPMUHOIOT MIECKHUIA
CJI0Bapb, Oubanorpadust, nepeyeHb MyOJIMKyeMbIX U HEyOJIMKYyEeMbIX JOKYMEHTOB
0 TeMe, Cofiep>KaHue (OTrJIaBJIeHNE), BOZMOXKHBI M IPYTHe TPUIIOKEHUS,
WITIOCTpaluu, Tabnuisl. HayuHno-crpaBouHblil anmapar K myOJIMKalul JOKYMEHTOB
B TICPUOMUECKUX U TMIPOODKAIOIINXCS U3TAaHUSAX COCTOUT U3 BCTYMTUTENFHON CTaThU
U IpUMeyaHuid. B u3nanmsx, copeprkamx JOKyMEHTbI Ha Pa3HBIX SI3bIKaX, HAYYHO-
CIPAaBOYHBIN anmapar Wik ero OTJAebHbIE YaCTH MOTYT ObITh COCTaBJIEHBI HA OJHOM
WIIN HECKOJIBKHX SI3BIKAX.

8.15.7. Opranuzanus pereH3upoBaHNS OATOTOBIECHHOMN JOKYMEHTAIbHOMN
MyOJIMKAIUKA U YTBEPKICHUE €€ K MeYaTH

OnobpeHHas peaKoyierueil pyKonuch JOKYMEHTAIbHOM MyOIuKaluy 10JKHA UMETh
OJIHy-ZIB€ pelieH3HHu. JlopaboTaHHas O 3aMEYaHUSIM PELEH3EHTOB PYKOIINCh BMECTE
CO CIPaBKOM 0 TOpabOTKE BEIHOCUTCS Ha 00CY>K/IEHUE HAYYHOT'O COBETA apX1Ba
(peaaKIMOHHO-U3/1aTEIbCKOI0 COBETa HAyYHO-UCCIIEI0BATENIbCKOTO YUPEKIACHNS),
KOTOPBIN PEKOMEHIYET PyKOIIUCH K U3IaHHUIO.

Pykonucu MexxapXuBHBIX U3IaHUN NIPEACTABIIIOTCS HA pACCMOTPEHUE U
YTBEPKIAEHUE K U3JAaHUIO TOJIOBHOM OpraHU3alUeH.



Pabota ¢ u3aarensCcTBOM IpH MOATOTOBKE JOKYMEHTAIBHBIX ITyOIUKALIHIA
OCYILECTBIISIETCS B COOTBETCTBUMU C 1I. 3.7.

[TpunoxxeHus
Ilpunoowcenue N 1
kn.n 3.2.6,654.1.1, 5593
I[TACITIOPT APXMBA
Dopmam A4 (210 x 297)
(HaMMEHOBaHUE U aAPEC MOTydaTEIs )
Kem mpencrasmisiercs
(HauMeHOBaHUE
U aJIpEC OTYUTHIBAIOIICICS] OpraHU3aIiN )
[TacriopT
apxuBa Ha | sHBaps I.
(Ha3BaHUE apXUBa)
1. CoctaB 1 00beM apXUBHBIX JOKYMEHTOB
Tlokazarenu Koxn KommuecTtBo KonuuectBo en. xp. KonnuectBo
CTpoKH | (OHIOB  |gcerq B TOM YHCJIE: ¢A. Xp.,
MPUHSTHIX
BHECEHHBIX CEKPETHBIX [ YUTEHHBIX
* Ha
B OIUCH <*> 0c0060
BPEMEHHOE
[EHHBIX
XpaHeHUe
A b 1 2 3 4 5 6
JlokymeHnTsl Ha Oym. 101
OCHOBE.
Bcero:
B TOM YHUCJIC:
YrpaBneHueckas 102
JTIOKYMEHTAIus
JIOKyMEHTBI 103 4
JTUIHOTO
MIPOUCXOXKICHUS
HT/I 104
JIOKYMEHTBI 110 105 4

JMYHOMY COCTaBy

KuHOTOKYMEHTHI 106
DOTOIOKYMEHTHI 107
DOHOOKYMEHTHI 108
Buneodonorpammer | 109
MY/] 110
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Mukpodopmbl Ha 111 |
paBax
MOJUTHHHUKOB

Wroro: 112

<*¥> CBGI[GHI/I}I Ip. 4 MNpEeaACTABIAIOTCA OTACIBHO B YCTAHOBJICHHOM ITOPSAIKE.

[Ipumeyanust.
Ilokazarenu Kon KonnuectBo en. yuera
CTPOKH  'gcero| B TOM YHCJIC BHECCHHBIX B
OTIHCH
A b 2 3
KuHO1OKyMEHTHI 106
@DOHOIOKYMEHTHI 108
Buneoponorpammel 109
MY/l 110
MukpodopMbI Ha MpaBax MOTMHHUKOB 111
(xampoB)
JIOKYMEHTHI J1/T1, He BHECEHHBIE B OMHICH 103
(10KyMEHTOB)
2. CoctaB 1 06beM CTPaxoBOTo (OHA KOMHI apXUBHBIX JOKYMEHTOB
[Toka3zarenu Kon Konunyectso ex. xp. O06mwem cTpaxoBoro GoHaa
CTPOKHM | cKkOonMPOBAaHHBIX | MMEIOIIUX | KOJIMYECTBO | KOIMYECTBO
JUTSL CTPAXOBOTO doug KaJpoB el Xp.
¢donna NOJIb30BaHUSl = HEraTHBa CTPaxoBOI0
donma
A b 1 2 3 4
JIoKyMeHTBI Ha OyM. 201
OCHOBE.
Bcero:
B TOM YHCIIE:
YrpaBneHueckas 202
JTOKYMEHTAIUs
JlokymeHTsl tuyHoro | 203
TIPOUCXOXKACHUS
HT/] 204
JIOKyMEHTHI 110 JI/C 205 4 | 4
KunonokymMeHTsI 206 |
DOTOTOKYMEHTHI 207 4
DOHOTOKYMEHTBI 208 |
Buneoponorpammel 209 |
MY/l 210 4



Mukpodopmbl Ha
IpaBax MOJJIMHHHUKOB

roro:

3. CocraB 1 00b€M HAy4HO - CIIPABOYHOTO alapaTa K apXUBHBIM JOKYMEHTaM

211

212

3.1. Onucu, katajgoru, 0a3sl JaHHBIX

Ilokazarenu Koxn | KomnuectBoO 3akaTaJOru3upoBaHO Co3zxano 0a3
CTPOK | OIHCEH (KHHUT | koiiyectT | KOJMYECT | KOJMMYECTBO AaHHBIX O
H ydeTa u BO BO COCTaBJICHHBIX COCTaBe U
OIHCAHHS) dboHIOB | en. Xp. KapTOYEeK concpxanun
BCer | U3 HUX B MNOKYMCHTOB
*
0 | HOJIHOM <™  |pcer| M3 HMX KomMuecT HH(Op
KOMIUICK Ca. y4. 0 |BKIIOYeHH | BO B/ M.
Te BIX B 00BeEM
KaTaJIOTH (B
MbBaiit
A b 1 2 3 4 5 6 7 8
Jokymentsl Ha | 301
OyM. OCHOBE.
Bcero:

B TOM 4HUCJIC:

VYnupasnendyecka = 302
s JOKYMEHTAIUS
JIOKyMEHTBI 303
JIMYHOTO
TIPOUCXOXKACHUS

HT]I 304
Jokymentsi o | 305

JTUIHOMY
COCTaBY

Kunonoxyment | 306
bI

®oronokyment | 307
bl

®onomoxkyment | 308
bl

Buneoponorpam | 309
MBI

MY/l 310
Muxkpodopmsr | 311
Ha IpaBax
MTOJUTHHHUKOB

Wroro: 312



<*> ToJbKO JUIsl KHHOJIOKYMEHTOB, (POHOJJOKYMEHTOB, BuaeohoHorpamm, MY/I.
3.2. CipaBo4HO - HH(OPMAITMOHHBIC U3IAHUS

3.2. CripaBo4HO - nH(M)OPMAITMOHHBIC U3AaHUSA | |S. YCIOBUS XpaHEHHS JIOKYMEHTOB

ITokazarenu Koxn |KomnuectBo ITokazarenu Kon |KomnuectBo
CTPOKHU CTPOKH
A b 1 A b 1
W3 manHele 314 31anuil (MoMeIeHus ) 501
CIPaBOYHHKH. apxuBa.
Bcero: Bcero:
B TOM YHUCJIE: B TOM YHCIIE:
[TyreBonurenu, kpatkue | 315 CrenratbHbIe 502
CIPAaBOYHHKH 1O (HOHAAM
Jlpyrux TUmos 316 MIPUCIIOCOOJICHHBIC 503
[To aAMUHUCTPATHBHO - 317 [IpoTsHKEHHOCTH 504
TEPPUTOPUATTHHOMY CTEJIIAKHBIX MOJIOK (B
JIEJICHUTO IOT. M).
Bcero:
[To ucropun yupexnenuii | 318 B TOM YHUCJIE 505
METAITNYECKUX
JIEPEBSHHBIX 506
4. CoctaB ¥ 00bEM Hay4HO - CIIPABOYHOU CMEIIIaHHBIX 507
OnbIMoTeKH
[Tokazarenu Kon Komudgectso (Crenens 3arpyxkenHoctu | 508
CTPOKH (B %)
A b 1 OcHaIIEHHOCTD 3JaHUH 509
curHanm3anuen (B %):
OXpaHHasI
KHuru u 6poutopsl 401 o’KapHast 510
["azeTs! 402 3akapTOHUpPOBaHO el. xp. 511
Kyphuamnst 403
Jp. BUIBI I€YaTHOM 404
TIPOTYKITHH
Hanmenosanne [Toanucek PacimmmgpoBka noanucu
TOJDKHOCTH
PYKOBOIHUTEIS
JlaTa

(pamunus u TeneoH UCIIOTHUTES)

Ilpunosxcenue N 2
Kn.n 3.2.6,624.2

CBEJAEHUA O COCTOAHWN XPAHEHUA JOKYMEHTOB B
OPT'TAHMBAIINAX - UCTOYHUKAX KOMIUVIEKTOBAHUA APXMBA
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Komy
MpeACTaBISETCS
(HaMMEHOBaHUE U
azpec
MOJTy4aTeis)
Kem
MPEICTABIISIETCA

(HauMEeHOBaHUE U
azpec

OTYUTHIBAIOILIEHCS OPraHU3AIIIH )

Dopmam A3 (420 x 297)

CBEJIEHUS
0 COCTOSIHUM XPaHeHHsI IOKYMEHTOB B
OPraHU3aUMsX - MCTOYHUKAX
KOMILIEKTOBAaHHUSI apXUBa
Ha 1 nexadps 20 roga

1. CBenenust 00 opraHu3anusX, IEPEIAIONIUX B TOCYIAPCTBEHHBIE, pAHOHHBIE,
TOpPOJICKME apXUBBI YIIPABICHUECKYIO TOKYMEHTALUIO

IToka3arenu Kona Bceer

W3 Hux nmerot

CTPOK| O corJlacOBaHHBIE C MIOMEIICH | IITAaTHBIX | IIOJIHOCTD
u ApPXUBHBIMH YUPEXKICHUAMU | WS AN | pabOTHHUK 1%0]

HOMEHKJIATY MHCTPYKIHMHU 1o |XPaHCHHA OB IIOArOTOBH

pBI 1en

A b 1 2
Oo01ee 101

KOJIMYECTBO
OpraHu3aluin

B 1.4. kommuectBo | 102
HEroCyJIapCTBCHH
bIX OpTaHHU3aAIUI

KomnuectBo 103
OpraHu3anui

npodus
KOMILIEKTOBAHHUSA
TOCapXUBOB

(Bcero)

B 1.4. kommuectBo | 104
HETroCyJIapCTBCHH

nenonpounspojc AOKYMEHT U

TBY OB JIOKYMEHT
Bl K
nepenaye
Ha
MIOCTOSIHHO
€ XpaHEHHE
(yrBepaun
U OIIMCHU Ha
SIIK
apXUBHOTO
YUpEXJIEH
ust)

3 4 5 6



BIX
opraHu3anuinpod
WISt
KOMILJICKTOBAHUS
rOCapXHUBOB

Konunuectso
OpraHu3aui
npoduIst
KOMIUJICKTOBAHHS
palilOHHBIX,
TOPOJICKUX
apXHUBOB (BCETO)

B T.4. konmmyecTBO
HEroCyJapCTBEHH
bIX OpraHu3aIui
npoduis
KOMILIEKTOBAHHSA
paliOHHBIX,
TOPOJCKUX
apXHUBOB

KommuectBo
00BbEIMHEHHBIX
BEIOMCTBEHHBIX
apXUBOB

KommuectBo
apXUBOB T10
JTUYHOMY COCTaBY
pu
aJIMUHHCTpAITUIX

105

106

107

108

[Tpumeuanus. 1. Cenenus ctpok 107, 207 He BkIto4yaroTcs B cBeaenus ctpok 101 - 106, 201 -

206.

2. B cBenenus ctpok 108, 208 He BKiIIOUAIOTCS CBECHUS 00 apXHBax JTOKyMEHTOB
10 IMYHOMY COCTaBY IIPHU aIMUHUCTPALIUAX, BOLIEAIINX B cuctemy denepanbHoil
apXUBHOH CITyXOBI.

3. B cBenenus crpok 207 - 208 BKiIrOYaroTCs JaHHBIE O JOKYMEHTaX TOJIBKO
OpraHM3alMii - CHUCKOB HCTOYHUKOB KOMITJIEKTOBAaHUS TOCYJapCTBEHHBIX,
pPallOHHBIX U TOPOACKUX apXUBOB.

2. Cenenust 00 ympaBleHYECKON JOKYMEHTAIUN

Tlokazarenu Konxg

CTp
OKH

JIOKYMEHTBI IOCTOSTHHOTO XPaHEHUS HoxymenTst o | O06pa3zy

JTUIHOMY eTCS B

COCTaBy roJ1 el
BCEr0| KpallHWEe | W3 HUX | KpailHWe |XpaHWTCS Bcero W3 Hux |ITOCTOA
eIVH aThl BHECEHEI IATBI CBEpX el. |BHeceHsl | HHOTO

XpaHCH

ust
XPaH | yyag ypas YTBEPKI | ppas | uypag CSHHOTO |€HHS (COTIAacoB
eHMUSI CHHBIE CpoKa aHHbIE

OIIK OIIK

apx.



yap.

A

10

Bo Bcex
OpraHu3aIus
X

201

B T.4. B
HErocyJIapcTB
€HHBIX
OopraHu3alus
X

202

B
OpraHu3aIys
X TIpoduIIs
KOMIUICKTOBA
HUS
rocapxuBa
(Bcero)

203

BTu. B
HETOCY/IapCTB
CHHbIX
OpTaHu3aIus
X Mpo¢uiis
KOMILIEKTOBA
HUS
rocapxuBa

204

B
OpraHu3aIus
X TIPOGUIIS
KOMILIEKTOBA
HUS
paillOHHBIX,
TOPOJICKUX
apXH1BOB
(Bcero)

205

B T1.u.B
HErocyJ1apcTB
€HHBIX
OpraHu3alus
X TIPOGUIIS
KOMILIEKTOBA
HUS
paliOHHBIX,
TOPOJICKUX
apXUBOB

206

B
00bEIMHEHH
BIX
BEJOMCTBEHH
bIX apXUBaX

207

B apxuBax

208




JTIOKYMEHTOB
0 TUIHOMY
COCTaBy IpU
aJMUHUCTpAI]
UsAX

3. CBeaenust 00 opraHu3alusax - HCTOYHUKAX KOMIUIEKTOBaHUS TOCYNapCTBEHHBIX,
pallOHHBIX, TOPOJACKUX APXUBOB HAYYHO - TEXHUUECKOW JOKYMEHTALMEH

IToxazarenu Kog Komunuectso KonngecTBo equnuIl XxpaHeHus (TOMOB, MAIoK) <*>
CTpO OpraHu3anui
KH |gce mmerom] MMEIOII Bce | KpalHue U3 HUX KpaliHue | XpaHUTCS
ro | wux ux | ro JIaThl BHECEHO JIaThl CBEPX
IOMell | IITaTH Hauan Kkomeu B OMUCH, |yayan komey YCTAHOBIE
eHUS BIX bHas | masg | YTBEPXKAC| pyag | pag |~ HHOTO
uis | paboTH HHbIE Cpoka
XpaHEH | UKOB OIIK apx.
us | apxuBa yup.
JOKyMe
HTOB
A 1 2 3 4 5 6 7 8 9 10

Opranmsanu 301

u

B toMm yucne | 302

HETOCyAapcCT
BCHHBIC
OopraHu3anuun

<*> O0BeM JIMCTOB YEPTEKEH, HE TIOMEIIEHHBIX B MAIKH, JAETCS B YCIOBHBIX Markax
u3 pacueta: 50 nmuctoB popmara A4 paBHsietcs | mamnke.

4. Cenenust 0 KHHO(DOTOPOHOTOKYMEHTAX

Bunaer
Opra"u3anun

Kon KomngectBo KonnyecTBo ennHMLl XpaHEHUS
CTpo OpraHu3anui,
KM | COCTOAIIUX Ha yyeTe
B apXUBHBIX
YUPEKIECHUSIX

BCE | U3 HUX UMEIOT |BCE KpalHMe JaThl M3 HUX BHECEHO B | XPAaHUTCS

ro ro OIINCH, CBEPX
YTBEP)KIACHHBIE | YCTaHOBJIE
OIIK apxuBHOrO HHOT'O

YUpEXKICHUS CpoKa
MTOMEIIIE [IIITATHBI Hayvasb KOHEY BCE KpaiHHE JaThl

HUSA A X Hasgt | Had | IO ‘gayanp KOHEY

XpaHeH | paboTH Hasg | Has

nus HKOB
JOKyMe



HTOB
A b |1 2 3 4 5 6 7 8 9 10

Opranmszanuu, 401
XpaHsIIe
KHHOJIOKYMEHT

bI (BCETO)

B T.4. 402
HEroCyJ1IapCTBEeH

HBIE

OpraHH3alI|H,X]P
AHSIINE
KHHOJIOKYMEHT

bl

Opranuzanuu, | 403
XpaHsIIme
(bOTOTOKYMEHT

bI (BCETO)

B 1.u. 404
HEroCy1apCTBEH

HBIC

OpraHM3aIiH,
XpaHALIre
($OTOTOKyMEHT

Bl

Opranmszanuu, 405
XpaHsIIIe
(OHOTOKYMEHT

bl (BCEro)

B T.4. 406
HEToCyJapCTBEH

HBIC

OpraHM3aIH,
XpaHsIIHe
(OHOTOKYMEHT

Bl

Opranuzanuu, | 407
XpaHsIIme
BH/ICO3ATTUCH

(Bcero)

B T.4. 408
HEroCyJIapCTBEeH

HBIE

OpraHH3aIlVH,
XpaHsIIe
BUIE03AIINCH

5. CBenenus 00 opraHu3alusax, XpaHAuMX JOKYMEHThI OTpaciieBbIX (POHA0B *

Kon KonnyectBo TTokazarenu |Kon KonuuecTBo enunuil xpaHeHus
CTpO OpraHu3aun CTpO



ku Bce| U3 HUX uMeroT ku |Bce Kpaiinune natei| U3 | KpaitHue natel

IO | TTomewr ITaTHBIX IO 'Hauans |Koneu | HAX |Hayans Koneu
eHUs |pabOTHUK Has Hass | BHECC | pag Hast
TUTS OB HO B
XpaHEHU OIHUCH
q ’
JOKyMe KHUTH
HTOB ydaecra
u
ommca
HUS
A1 2 3 A b 1 2 3 4 5 6
501 Hayuno- 502
TEXHUUYECKAsI
JOKYMCHTAIUS

Kunogokymen | 503
20 I. TBI

doronoxkymen | 504
TBI

PykxoBonu \@onomokymen | 505
TENb | |[THI

Buneozamucu | 506

Qamunus u TeneoH JlokymenTsl Ha | 507
UCTIOJTHUTEIIS MAaIIMHHBIXHOC
UTEISX

* 3anosiHsieTcst TOJIbKO PocapxuBom.

Ipunoocenue N 3
Kkn.n. 4323, 4.6.1.3

KAPTA - SAMECTHUTEJIb

Dopmam A4 (210 x 297)

KAPTA -3AMECTUTEJIb

BBIZTAHO
Howmep Howmep Homep en. Komy [Hara [Toanuce Hara [Tognuce
donma OIHCH Xp. BBIIAYU BO3BpaTa

Ilpunoowcernue N 4
Kn.4.3.5.2

KAPTOYKA ITOPOHAOBOI'O TOIIOT'PA®HUYECKOI'O YKA3SATEJIA
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(Ha3BaHUE roCyapCTBEHHOIO apXHBa)

KAPTOYKA ITO®OH/JOBOI'O
TOITOTPADHNYECKOI'O YKA3ATEJLA
HazBanue dhonna

Onuce En. xp. Cremnax
N cN_ N
noN
1 2 3
1 2 3

Dopmam A5 (148 x 210)
unu A6 (148 x 105)

ﬂuueeaﬂ CmMOpoHa

doun N
Kopmyc
Ortax (sapyc)
ApXUBOXpAHUIL.
KomHuara
[xad [Tonka [Ipumevanus
N__ N__
4 5 6
Obopomuas cmopora
4 5 6
Ipunoocenue N 5
Kn.4.3.5.2

KAPTOYKA ITOCTEJUIAXKHOT'O TOIIOT'PAOUYECKOT'O YKA3ATEJIA

(Ha3BaHME TOCYIaPCTBEHHOT'O apXUBa)

Dopmam A5 (148 x 210)
unu A6 (148 x 105)

ﬂuueea}z CmoOpoHa

KAPTOUYKA IMTOCTEJUJIAXKHOI'O Kopnyc
TOINIOI'PA®UYECKOI'O YKA3ATEJIA Otax (apyc)
ApXHUBOXpaHUII.

CTEJUIAXK N Komuara

Ixad ITonka donp Onuch En. xp. [Ipumeuanus

N__ N_ N__ N__ cN

moN_
1 2 3 5 6
Obopomuas cmopora
1 2 3 4 5 6
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Ilpunoowcenue N 6

kn.n 4.4.14,443.1, 4.6.1.2,
46.3.2,54.1.1,55111,
55112,74.1,84.8

JINCT - BABEPUTEJIb AEJIA JUIA YUETA KOJIMYECTBA JIMCTOB B JIEJIE

Dopmam A4 (210 x 297)

JIMCT - 3ABEPUTEJIb JEJIA

B nene moammTo U NpoHyMEpOBaHO JTUCTOB
(mudpaMu 1 TPOTHCHIO)
B TOM YHCIIE:
JTUTEPHBIC HOMEPA JINCTOB
MIPOITYIIEHHBIC HOMEPA JINCTOB

-+ JIMCTOB BHYTpeHHCﬁ OIMINCH

OcobenHocTr (PU3HYECKOTO COCTOSIHHS B (DOPMHUPOBAHMS J1eTa Howmepa nucron
1 2
HanmenoBanue Iloanuck Pacmudposka moanucu
JOJKHOCTH
PYKOBOTUTEIIS

JlaTa

Ipunoowcenue N 6a
Kn.n.4.4.14,443.1,4.6.1.2,
46.3.2,54.1.1,55111,
55112,74.1,84.8

JIUCT - SABEPWUTEJIb JIEJIA ITP HAJIMYNN B COCTABE JIEJI BJIOXKEHWH,
JAPYTUX OCOBEHHOCTEU ®OPMHUPOBAHWA

Dopmam A4 (210 x 297)

JIMCT - 3BABEPUTEJIb JIEJIA
dong N Ommcs N Jemo N
B nene noamumTo U npoHyMepOBaHO JIMCTOB
(mdpamMu ¥ IPOTHCHIO)

B TOM YHCJIE:
JTUTEpPHBIC HOMEpPA JINCTOB
MPOMYIIEHHBIE HOMEPA JINCTOB
+ TMCTOB BHYTPEHHEH Onucu

YureHo AOKYMCHTOB B BUC BIOKEHUH U HpHHO)KeHHﬁ, HEC MOJICKAINX HyMEpallun

(paSHOBI/I,Z[HOCTI/I JAOKYMCHTOB U UX KOJ'II/I‘-ICCTBO)


http://www.zakonprost.ru/content/base/part/323893
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Ocobennoctu popmupoBanusi, opopMiaeHus, (PU3NIECKOTO COCTOSHHUSI, Howmepa
HyMEpalLWH U y4yeTa JOKYMEHTOB Jej1a JINCTOB

1 2
. bpoutopsl, Ap. neyaTHble U3IAHUSA
. JInucroBku
. BeIpesku u3 raser
. OTKpBITKH
. KoHnBepThl, B T.4. C BIOKEHUAMU
. Cexpetku
. Mapku 1o4roBslie
. Mapxku repOoBbie

O 0 9| N N KW N —

. [llTemneny o4TOBBIE U APYTHE

. CHCLII/Ia.HBHI)IG IIOYTOBBIC OTMECTKHU

— | —
—_| O

. CypryuyHnsie, MaCTUYHBIE TIEYATH

[—
N

. OrTHrcku nieuareit

[u—
(98]

. DOTOTOKYMEHTBI

[—
AN

. Kaprsl, mutansl, yeprexu u np. HT /I

[u—
(%

. Pucynku, rpaBropsl 1 akBapenu

[—
N

. ABTOTpad bl BUAHBIX AesATeNeH

[—
J

. CKJIeeHHBIE JINCTHI

[—
o0

. YTpara yactu Jimcra
19. Yucreie JUCTHI ...

HanmenoBanue [Moanuce Pacmm¢poBka nognucu
JOJKHOCTH

PYKOBOAUTEIS
Jara

Ilpunooscenusa N 7
Kkn.n. 44.1.5, 44.3.1,
6.1.7.5

JINCT IMPOBEPKH HAJIMYNA 11 COCTOAHWA JOKYMEHTOB

Dopmam A3 (297 x 420)

(Ha3BaHWE TOCYIapCTBEHHOTO apXHBa)
JIMCT ITPOBEPKH N <*>
Hanmaust 1 coCcTOSTHUS TOKYMEHTOB (OHIa
N
(Ha3BaHUE)
[IpoBepky npoBOAMIN

(aTel MPOBEPKU, HAUMEHOBAHUS JOJIKHOCTEN,
(haMuIMK, HHUIUAIIBI)
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<*> [Ipu npoBepKe HATMYHS U COCTOSTHUS ayAMOBU3YaIbHBIX U MAIIMHOYUTAEMBIX
(2NIEKTPOHHBIX) IOKYMEHTOB BHOCSITCSI COOTBETCTBYIOIIUE YTOUHEHHUS.

Hanuuue nokymeHTOB
Hom Kommu  Homepa | Jlutepusie | IIponymennsie [Hudpsr Homep Komnu Bpemenn

epa | eCTBO HEOOHapy | HoOMepa, He HOMEpa, HE | €l.Xp., | aeld. | eCTBO pIC
ONM | €. | JKEHHBIX | OTPaKEHHBIC & OTPaKEHHBbIE B | HEMpaB | Xp., |€d.Xp.,| WHUPBI
ceil | Xp., | €d.Xp. | B HUTOTOBOM UTOTOBOM WIBHO | BbIJIaH  OKa3aB HeoO0pabo
YHCIS 3anucu 3anucu MOJIIOXK |HBIX BO | IIMXCS | TaHHBIX
X CS He HE He |He mepeu CHHBIX BPEMCH B el Xp.
110 yuTe IEpeuu | yuTe | UCIIEHBI, B HOC |HAIIM9H
HO YUTCHDI B ¢onn | Banue  (omuca
YYTEHBI o0beme HHBIX)
B
o0Beme
1 2 3 4 5 6 7 8 9 10 11 11
23
CocTosiHHE JTOKYMEHTOB
Howmepa en. xp., Tpedyronmx Howmepa en. [Tpumeuan
ne3uH(eKI] | Je3UHCEKI] | pecTaBpall [eperieT BOCCTAHOBJICH Xp., He
378 378 1578 a uiu ust HEUCTIPaBUMO
MOJIIIMBK | 3aTyXaromux | TOBPCIKICHH
" TEKCTOB bIX
14 15 16 17 18 19 2 2 22
01
Uroro: el Xp.
(mudpamMu ¥ TIPOIUCHIO)
HanmenoBanue Iloamuce PacimmdpoBka nmoanucu
JOJKHOCTHU
PYKOBOJIUTEIIS
Jara
Ipunoocenue N 8

kn.n.44.1.5 44.3.1
AKT ITPOBEPKU HAJIMYNA U COCTOAHUSA JTOKYMEHTOB

dopmaT A4 (210 X 297)

(Ha3BaHMEe TOCYIAapPCTBEHHOTO apxuBa)

AKT YTBEPXIAIO
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(nara)

IIPOBEPKNM HAJIMYUA U

COCTOAHMA IOOKYMEHTOB

IvpexkTop

(Ha3BaHUE

TOCYOAPCTBEHHOTO apxXuBa)

[omnmce Pacumbpporxa
IOONUCHU

ITaTa
dounm N

HaseaHue odoHIa

[IpoBepKa OpoBOOMJIACE C 1o

[I[pOBEPKOM YyCTaHOBJIEHO:

1. UmcamTcsa IO ONMCAM en. xXp.
(koJIMuUecTRBO)

2. He oxazsajioch B HaJU4UU en. xp.
(xkoIMuUecTRBO)

3. ViMeoT JMTEpPHEE HOMEPA:

a) He Y4YTEHHEIE B MTOTOBOM 3alucu

0) He NepeuMrcJIeHHHEe, HO YUYTEeHHHEe

B MTOTOBOM 3alMCu

4. TlponyueHO HOMEPOB:

a) He YUYTEHHEIX B VTOTOBOM 3alucCu

0) He NepeuMrCJIeHHHX, HO YUTEeHHBIX

en. xp.
(koJIMuecTBO)
en. xp.
(koJIMUecTRBO)
en. xp.
(xkoJIMuecTBO)



B MTOTOBOM 3alyucCu en. xp.
(koJIMUecTBO)
5. HenpaBWJIBLHO IMOIJIOXEHHEIX €I. XP.,
OTHOCSAWMXCS K IOPyIuM GoHIaMm en. xp.
(koJIMuecTBO)
6. VimMmeeTcsa B HaJMUUM IO JaHHOMY GOHIY
(BKJIIOUEHHKEIX B OIIMCH) en. xXp.
(koIMuUecTBO)
M3 HUX:
a) TpebyouMrx Oe3MHPEeKUUM M IOe3MHCEKLUU en. xp.
(koJIMuecTBO)
0) TpebOynuMx pecTaBpalun en. xp.
(koJIMUuecTBO)
B) TpebOyouMx epenjeTa MM NONUMBKML en. xp.
(koJIMuecTBO)
') TpebyolMX BOCCTAHOBJIEHUS
3aTyxallMx TEeKCTOB en. xp.
(koJIMuecTBO)
) [NOBPEeXIEeHHBIX en. xp.
(koJIMuecTBO)
e)
X)
3)
u)
K)
7. VIMeeTCs He BKJIOUEHHHX B OIUCHU en. xp.
(xkoJIMuecTBO)

8. MToro 1mo maHHOMY GOHIY

(BKJIIOUEHHEIX n HEBKJIIIOUEHHBIX B OHMCM)



VIMEKIIMXCA B HAJMU4YUN en. Xp.

(koJIMUecTBO)

9. XapakTepuUCTMUKa YCJIOBUM UX XPaHEHUS.

OTpMuaTeanme ABJIEHVA B COCTOAHUM UM YCJIOBUMAX XPAaHEHUA.

[IpOBEPKY MIPOMUBBOONIIN :

(HaMMeHOBaHMH IOJDKHOCTEN pa@OTHMKOB,

IIOANMCHK, pacuMdOpOBKM IOANMUCEN)

COTJIACOBAHO
BaBenymoummu OTIOeJIOM

(2apXMBOXPAHUIINILEM ) [loonmce PacumppoBKka NOONMUCHU

ITaTa

Ipunooscenue N 9
Kkn.n44.1.5 55.3

AKT O TEXHUYECKHNX OIHIMBEKAX B YYETHBIX TOKYMEHTAX

dopmaT A4 (210 X 297)

(HasBaHMe T'OCYHAapCTBEHHOT'O apxuBa)
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AKT YTBEPXIAIO

N IvpexkTop

(mara) (HaBsBaHUE

O TeXHMUECKMX ommbKax B

YUETHEIX IOOKYMEHTAaXx TOCYHOAapCTBEHHOTO apxmuBa)
Nopnmuce Pacumpporka
IOONMCHU
IDaTa
donnm N

HazBaHue ¢oHIa

B xome BEHIIIOJIHEHUSA o6Hapy>KeH51 TeXHN4YeCKue

ommMOKM B BalMCHAX:

HasBaHMe moxyMeHTa| CymecTByplasd 3alMcChb CnenyeT 3amnmcaThb
1 2 3
B pesysbTaTe KOJMYECTBO €. XP. YBEJIMUMJIOCH (YyMEHBUMJIOCH) Ha
en. xp.

(undpaMm M OPONMCHIO)

[lprMeyaHusA :

HammeHOBaHUE
IOJIKHOCTU

paboTHuKa llomnuce PacumdppoBKa IOONUCK



VIzMeHeHra B yUeTHHE IOKYMEHTH BHECEHEH

HamMeHOBaHMUE
OOJIKHOCTHU

paboTHUKA [omnmce Pacumbpporka nomnmucu

ITaTa

Ilpunoowcenue N 10
Kn.n 44.1.5 553

AKT Ob OGHAPYXEHNHN JOKYMEHTOB, HE OTHOCAIINXCAH K
JAHHOMY ®OHAY, APXNBY, HEYUYTEHHBIX U T /1.

dopmaT A4 (210 X 297)

(HaSBaHMe I'oCyInapCTBEHHOI'O apXMBa)

AKT YTBEPXIAI

N InpexkTop

(mara) (HaB3BaHUE

06 OOHapyXeHUM IOOKYMEHTOB,

He OTHOCAWMXCS K IOaHHOMYy OGoHIY, TOCYOAPCTBEHHOTO apxXuBa)

ApPpXMBY, HEYUTEHHBIX M T.I.

INonnmce PacumppoBra

Inongrimcum

ITaTa


http://www.zakonprost.ru/content/base/part/323921
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B xogme OBLIIO
(Bun paboTel)
ODHapPyXeHO
(B doHme, xpaHUIMIE,
paboueM IIOMEUEeHUN)
N 3aronorok llmpp KpamnHme KommuecTro K xaxoMy [IpMeuyaHnda
n/nen. xp. (ecnu |maTe JICTOB dbonmy
ecTb) (Bpemsa OTHOCKTCHA
3By4YaHMua, |(HOBBM WKMOP)
MeTpax)
1 2 3 4 5 6 7
JToro OOHapyXeHO en. xp.

(undpaMm M OPONUCHIO)

HamMeHOBaHMUE

JOJIXHOCTU

paboTHuKa llomnuce

PacumdppoBKa NOONUCK

VI3MeHeHMrd B YUYeTHEIEe IOTOKYMEHTEI BHECEHEL

HammeHoOBaHUE
IOJIXHOCTU
I[Tognmuce

paboTHUKA

ITaTa

PacumppoBKa MNOONMUCHU



Ilpunoowcenue N 11
kn.n44.1.5 444.1,55.2

AKT O HEMCITPABUMBIX IMTOBPEXJAEHUAX JOKYMEHTOB

dopmaT A4 (210 X 297)

(Ha3BaHMeE TOCYyIapCTBEHHOTO apxupBa)

AKT YTBEPXIAI

N InpexrTop

(mara) (HazBAaHUE

O HEMCIIPAaBMMEIX I[MOBPEXIOEHMAX

IOOKYMEHTOB TOCYHOAapCTBEHHOTO apxmuBa)
Mopnuce Pacumpporra
IO ONMCYU
HaTa
donnm N

Hazsranue doHOa

B dbonme obOHapyXeHO en. XpaHeHMs, [IPM3HAHHBIX

HEeNCIIpaBMMO IIOBPEXIEeHHBIMM

Howmep Howmep 3aroJyioBOK KparHue [KonmmuecTBO CymHOCTE U
ONUCU |ed. XP.|[[IOBPeXIEeHHOM OaTH JIMCTOB IPUYNMHEL
en. xp. (Bpemsa [IOBPEeXIeHMs
3BYy4YaHUHd,

MeTpax)
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JITOoTO OOHapyXeHO NOBPEXIEHHHBIX en. xp.
(undppaMm M MOPONMCHIO)
BaBenymomuil OTIEJIOM
(momnmuce, pacumdpoBka MIOIINNUCH)
XpaHurenb GOHIOOB
(momnmuce, pacumdporBka MIOIINUCH)

[lepeuncCiieHHEE IOOKYMEHTHl IMNOOJIeXAT CIMCAHMIO BBULY
OKCIIEPTH :

(HaMMeHOBaHME IOOJIKHOCTEM BSKCIepTOB, IOIANUCH,

pacumbpoBKa MIOANMUCEN)
VI3MeHeHMs B y4YeTHEE IOKYMEHTBH BHECEHH
HammMveHOBaHMe
IOOJIXHOCTHU
paboTHUKA [loonmce PacumppoBKa MNOONMUCHU
ITaTa
Ilpunoowcenue N 12

kn. 4.4.1.6



KAPTOYKA YUETA HEOBHAPY XEHHBIX TOKYMEHTOB
Doun N

Ha3BaHue apxuBoXpaHuiImILa
Hazpanne honma

Howmep Homep en. | 3aronoBok en. | Kpaiinne |KonmuecTBo 1UCTOB (BpeMsi 3By4aHMs,
OIMCHU Xp. Xp. JIaThI METPax)

Obopomnas cmopona

OtMmeTKa 0 X0/1e pO3bICKa Pe3ysnbraT po3bicka

Ilpunoowcenue N 13
kn.n 44.1.9 552

AKT O HEOBHAPYXEHHN JOKYMEHTOB, I[TYTHU PO3BICKA KOTOPBIX
NCYEPITAHBI

dopmaT A4 (210 X 297)

(HaSBaHVIe I'oCyImapCTBEHHOI'O apXI/IBa)

AKT YTBEPXIAI

N InpexkTop

(marTa) (HazBaHUE

O HeOOHApPyXeHMUM IOOKYMEHTOB,

IyTM POS3EICKa KOTOPHX TOCYyHOapCTBEHHOTO apxuBa)
VCUEepIIaHb
I[onnmce Pacumpposxa
NOONMCU
IDaTa
®ono N
B pesyneTare YCTaHOBJIEHO OTCYTCTBME B

boHIe NepeuMCIIEHHBIX HMXE IOKYMEHTOB. I[IpenIpPMHATEE apxMBOM MEPEHL 10
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POS3EICKY IIOJIOXMTEJIBHEIX PEeE3YJIBTATOB He IIajl, B CBA3M C UeM CcumnTaem

BO3MOXHEIM CHATB C ydeTa:

Howmep Howmep 3arosioBok KparHue KonnuecTro [IpennojyiaraeMele

onmMcu|en. xp.len. xp. 0aTel JIMCTOB TIPUYMHEL
(BpeMsa OTCYTCTBUSA
3BYyYaHMA,
MEeTpax)
1 2 3 4 5 6
MToro en. Xp.
(umdpaMm M OPONMCHIO)
ComepxaHue yTpadeHHEIX MaTeprasioB MOXeT OBITb YaCTUUYHO

BOCIIOJIHEHO CJleyruyMM IeJlaMMN:

BaBenymnoumi OTIOeJIOM [lopnuce
BaBpenyoumi xXpaHUJIMIEM [loonuceb
T'JIaBHEIM XpPaHUTEJb I[Tognmuce

VI3MeHeHMrd B YUYeTHEIe ITOKYMEHTEI BHECEHEL

HammeHOBaHUE

OOJIXHOCTU

paboTHUKA [lonnuchb

PacumdppoBKa NOONUCK

PacumppoBKa MNOONMUCHU

PacumppoBKa MNOONMUCHU

PacumppoBKa MNOONMUCHU



ITaTa

Ilpunoowcenue N 14
kn. 4.43.1

KAPTOYKA YYUETA JOKYMEHTOB C ITOBPEXJAEHUAMU HOCUTEJIA

Dopmam A4 (210 x 297 mm)
unu A5 (148 x 210 mm)

(Ha3BaHUE rOCYAAPCTBEHHOIO apXHBa)
KAPTOYKA YUETA JOKYMEHTOB C IOBPEXXIAEHUSIMU HOCUTEJIA

®onn N Heno N (c OTMETKOM 0 €ro NpUHAJIEKHOCTH K YHUKaIbHBIM
WU 0CO00 IIEHHBIM)

Omuce N O0BeM, KpaitHue AaThl
JTOKYMEHTOB
HNupexe rpynmnsl IIpu3naku Homepa Obmee [Ipumeuanus
(moarpymrbn) MTOBPEKICHUS MOBPEKICHHBIX KOJINYECTBO
nedexToB HOCHTEIIS JIUCTOB JIeJia JIMCTOB
1 2 3 4 5
Hanmenosanue Tloamuce Pacmmudposka moanucu
JOJKHOCTH
paboTHUKA
Jara

Ilpunoowcenue N 14a
kn. 4.43.1

KAPTOYKA YYETA JOKYMEHTOB C ITOBPEXKJIEHWAMU TEKCTA

Dopmam A4 (210 x 297 mm)
unu A5 (148 x 210 mm)

(Ha3BaHUE roCyAapCTBEHHOTO
apxuBa)

KAPTOYKA YYETA JOKYMEHTOB C HOBPEXJIEHUSAMMU TEKCTA

®oun N [leno N (c OTMETKOM 0 €ro NPUHAJIEKHOCTH K YHUKAJIbHBIM WIIH
0Cc000 LIEHHBIM)

Onuce | OOBeM, KpaiiHHUEe AaThl
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N TTOKYMEHTOB

WNHupekc rpynmnst IIpusnaku Homepa Oomree [Ipumeuanus
(moarpymniel) MIOBPEXICHUS HOBPEXICHHBIX KOJINYECTBO
nedexron TEKCTa JHCTOB JieNa JHMCTOB
1 2 3 4 5
Haumenosanue [Tognuce PacimmmdpoBka noanucu
JOJKHOCTU
paboTHHKA
JHara
Ipunoowcenue N 15
Kkn. 4.4.3.2

KAPTOYKA YYETA TEXHUYECKOI'O COCTOAHNA KNHOJAOKYMEHTA

Dopmam A4 (210 x 297)

(Ha3BaHME TOCYIAPCTBEHHOI'O apXHBA)

KAPTOYKA YYETA <*>

TEXHUYECKOI'O
COCTOsAHUA

KHHOJOKYMEHTA

(HOMEp €UHUIIBI
XPaHCHUS)

<*> J|OTMOJTHUTENBHO K KAPTOUKE yUeTa COCTaBIsAeTCs AeeKTHASI BEAOMOCTh C
yKa3aHHEM HOMEpaA IJIaHa U XapakTepa 1e(eKToB.

[Ipon3BOACTBEHHBIN HOMED
HasBanue
Yacte N , METpax

(HeraTI/IB, KOHTpAaTHull, HpOMe)KYTOLIHLII\/’I IMO3UTHUB C YKAa3aHHUEM

LIBETHOM MJIM YEpHO - Oebli, 3BYKOBOW MJIM HEMOK)

BUJI OCHOBBI

(HMTpO- WM TpHAalleTaTHAas)
THUTI TUICHKH

(c yKka3aHMeM OTeuecTBEHHAas WK UMIIOPTHAs)
OTIIeYaTaH ¢
(meraTuBa, KOHTpATHIIA U Jp., KOTAA)

MIpOBEpPEH

(HammeHoBaHUe BH1a paboT)

Pe3ynbpTaThl IPOBEPKU CIIETYIOIIHE:


http://www.zakonprost.ru/content/base/part/323947

Tabnuya 1

Hara I[Tnan [ar nepdopauuu [Iponent ycanku  ara Ilnan [ar nepdopanuu [IpoueHt ycaaku

1 2 3 4 5 6 7 8
Tabnuya 2
IJIOTHOCTU
Jlara Howmep kagpa wim [InmotHOCTH | [laTa Howmep kaapa wimn [ImoTHOCTH
KOOPJAUHATBI IPOMEPIEMOTO | K |1 ' T KOOPAMHATBI IPOMEPSIEMOTO (YK TT1 | T
y4dacTka ydacTka
1 2 3 4|5 6 7 8 19 10
Hanmenoanue [Monnuce PacimmdpoBka noanucu
JOJKHOCTH
paboTtHUKa
[ara
Ipunoocenue N 16
Kn.4.4.3.2

KAPTOYKA YVYETA TEXHUYECKOI'O COCTOAHUA POTOAOKYMEHTA

Dopmam A4 (210 x 297)

ﬂuueea}z CmoOpoHa

(Ha3BaHUeE TOCY/IapCTBEHHOT'O apXUBa)

KAPTOYKA YYETA TEXHUYECKOI'O COCTOSHUA

POTOAOKYMEH
TA

(HOMEp eTUHUIIBI XpaHEHUS)

Bun ¢poronokymenra
(HeraTus, nyOJb - HETaTUB, MO3UTUB, CJIAN]] (IUATIO3UTHUB), YEPHO - OEIIBIH,
LBETHOI)
[Tpon3BOACTBEHHBIN
HOMED
Jlata cheMku

doTtorpadpuueckoe
Ka4eCcTBO

Texunueckoe
COCTOSIHUE
[MOBEPXHOCTH

3aKir04eHre 0 He0OX0IMMOCTH PECTaBPAIL[MOHHO - MPO(PHUIAKTUYECKOM
00paboTku
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NOJDKHOCTHU TToamuce Pacmmdposka moanucu
paboTHUKA

ara
Obopomuas cmopona
Bun pecraBpalinoHHO - poduiakTHdeckoir 00padboTku
Hanmenosanue [Moamnuck PacmmudpoBka nmoamnucu
JOJKHOCTHU
paboTHHKA
JHara

Pe3ynbTathl pecTaBpallMoOHHO - TpoduIaKTHIeCKo 00paboTKu

Haumenosanue [Moamnuce PacmmdpoBka noamnucu
JOJDKHOCTH

paboTHHKA
JlaTa

IIpunoowcenue N 17
Kn. 4432

KAPTOYKF YYETA TEXHUYECKOI'O COCTOAHNWA POHOAOKYMEHTA

Dopmam A4 (210 x 297)

ﬂuueeaﬂ CMOpoOHa

(Ha3BaHME TOCYIaPCTBEHHOT'O apXUBa)

KAPTOYKA YYETA TEXHUYECKOI'O COCTOAHUA

O®OHOAOKYMEH
TA

(HOMEp eMHUIIBI XPAaHEHHS)

Bun pononokymenra

(rpamMmMo(OHHBIN OpHUTHHAN, TPAMIUIACTUHKA, 3aIIMCh HA MArHUTHOW
JIeHTE U Jp.)

[Tpon3BOICTBEHHBIH
HOMEp

DJIEMEHT KOMILIEKTa
(opuruHa, KOTHS)
[ara 3anvcu
JlaTa nepeszanucu
HasBanne oprannsanuu, B KOTOpOH IPOU3BEAEHA 3aIINCh

Hocurenp 3anucu

Hocurens 3anucu
Bpewms 3Byuanus
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[TacmopT TEXHUYECKOTO COCTOSIHUS TPaMMO(OHHOTO OpUTHHAIa

HaumenoBanue [Moanuce Pacmm¢poBka nognucu
JOJDKHOCTH

paboTHHKA
[ara

Obopomuas cmopona

Hara |XapaktepucTuka XapakTepUCTHKa  3aKJIIOYEHHUE O Bun [Tonnuch
[IPOBEPKU KauecTBa dusuKo - HEOOXOMMOCTH | pPeCTaBpaIOHHO -
3BYYaHHUS MEXaHUYECKOTO | PECTaBPallMOHHO - MPO(QUIAKTHYECKOM
COCTOSTHUSL  TPOPUIAKTHICCKON 00paboTku
HOCHUTEJIS 00paboTku
3anucu
1 2 3 4 ) 6

Ilpunoowcenue N 17a
Kn. 4432

KAPTOYKA YYETA TEXHUYECKOI'O COCTOAHNA BUAEOAOKYMEHTA

Dopmam A4 (210 x 297)

ﬂuueeaﬂ CMOpOHAa

(Ha3BaHUE rOCYAApCTBEHHOTO aApXHBa)

KAPTOYKA YUYETA
TEeXHUYECKOr0 COCTOSTHUS BUACOOKYMEHTA
(HOMEp eTUHUIIBI XpaHEHUS)

3aroyioBOK BUAECOJOKYMEHTA

[ara 3anvcu dopmar 3anucu
[lata nepeszanucu Bapuant
Haszeanue opranuzanuu, B KOTOpOi [Ipon3BOACTBEHHBIN HOMED
[IPOU3BEICHA 3aIIUCh ABTOp
Pexuccep
Bcero pynonos L{BeTHOCTD
Pynon N OO0t XxpoHOMETpaXK
Tun nenTsl XPpOHOMETpaX pPyJIOHA

Obopomuas cmopona

OBIIAA XAPAKTEPUCTUKA TEXHMUYECKOI'O COCTOAHUA
BUAEOAOKYMEHTA


http://www.zakonprost.ru/content/base/part/323960

Pe3ynbTaThl mpoBEpOK

1. CocTostHHE MarHUTHOT'O HOCHTEIIS

2. YpoBeHb BUACOCUTHAIA

3. YpoBeHb 3BYyKOBOI'O CUTHaja

4. Hanuyue BbINIAJICHUS] CTPOK

5. CocTossHHE MEXaHU3Ma BHIEOKACCETHI

6. O01Iasg OlleHKa TEXHUYECKOT O
COCTOSIHMSI BUICOJIOKYMEHTA

Haumenosanwue | [Toanucs | PacmmudpoBka
JOJIKHOCTH MTOATNCH
paboTHUKA

Jlata npoBepku

Ilpunooscenue N 18
Kn. 4.6.3.2
JIMCT UCIIOJIb3OBAHMA NIOKYMEHTOB
Dopmam A4 (210 x 297)
(Ha3BaHME TOCY/IAPCTBEHHOTO apXUBA)
JIMCT UCITOJIB30BAHUS TOKYMEHTOB
dong N Ommcs N Jleno N
3aroyjoBoOK Jela
Hara Komy BeIanO Xapakrep Howmepa [Tognuce nuna,
UCTIOJIb30BaHUS bamunus, UCIOJb30BAHUS | UCHOJb30BAHHBIX | HCIOJIb30BABIIETO
WHUIAAIIBI (xommpoBaHme, JHUCTOB JeT10
(pa300puuBO) | BBIMMCKH, IPOCMOTP
u Jp.)
1 2 3 4 5
IIpunoowcenue N 19

kn n 4.64.1, 4.6.5

KHUTA BBIJAYN JIOKYMEHTOB, KOITNI ®OHJIA ITOJIL30OBAHU A 13
XPAHWJINIIA

Hauama
OxkoHueHa

TUTYBHBIN JIUCT KHUTH BBIAAYM TOKYMEHTOB,
Konui (hoHAa MOIB30BAHUS U3 XPAHWINIIA

N | Jlata @onx Onuce = En. Komy Pacnucka B Pacnucka B [Tpumevanus
/11 Bergaun |N N Xp. BBIJAHO | TIOJYYEHHMHM | BO3BpAILEHUH, JaTa
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1 2 3 4 5 6 7 8 9
Ipunoowcenue N 20
Kkn. n 4.6.4.2 4.6.4.3,
46.5,4.6.6

3AKA3 (TPEBOBAHUE) HA BbIJAYY JJOKYMEHTOB, KON ®OHJIA
[HOJIbB3OBAHU A, OIIMCEU

Dopmam A5 (148 x 210)

ﬂuue@aﬂ CmoOpoHa

(Ha3BaHUE roCcyJapCTBEHHOTO apXHBa)
PA3PEIIIAIO Bbljauy 10KyMEHTOB

3AKA3 (TPEBOBAHMUE)

HA BbIIAYY JOKYMEHTOB, HaumenoBanue

KOIINI ®OHJIA TTIOJIb30BAHMSI, AOTDKHOCTH

OIIUCEN [Tognuce PacumdpoBka noanucu

Jlata

(bamMumusi, *HULIMATIBI, HOMED JIMYHOTO JIeJIa TTOJIH30BATE)
(pamunus, nHUIMATE paOOTHUKA apXUBa, HA3BAHUE
CTPYKTYpPHOTO MOAPa3/ICICHHUS)

(TeMa HCCiIcaoBaHus, ICIIb BBI,[[a‘lI/I)

@®onp Omucs | Ex. | 3aronoBok KomnuecTBo 1MCTOB Pacnicka Pacncka
N N Xp. en. xXp. (BpeMms 3ByuyaHus, II0JIB30BaTENS, paboTHUKA
N METPax) paOOTHHKA apXMBa | YUTAJIBHOIO 3aia
1 2 3 4 ) 6 7

Obopomnas cmopona

1 2 3 4 5 6 7

(HOI(HI/ICL IIOJIB30BATCIIA, pa60THI/IKa apXI/IBa)

Jlata

Ipunoowcenue N 21
Kn. 4.6.4.4

3AKA3 HA BBITIOJIHEHUE PABOT 110 YJIVUHINEHNUIO ®UUYECKOI'O
COCTOAHMA AEJT



http://www.zakonprost.ru/content/base/part/323972
http://www.zakonprost.ru/content/base/part/323972
http://www.zakonprost.ru/content/base/part/323976
http://www.zakonprost.ru/content/base/part/323976

dopmaT A4 (210 X 297)

(Ha3BaHMe TOCYIapCTBEHHOTO apxupBa)

(ampec, TenedoH)

3AKA3 N or 00.00.00

Ha BHIIOJIHEHME PaboT MO YIYUYNeHUMID OU3UUECKOTO COCTOSHUA el

1. IlepedeHp paboT, OOAJIEXAWMX BEIIOJIHEHUIO
1.1. PecraBpauus: IPOM3BECTU yIoaJjieHue TIBLTIV, rnJjieceHu,
nesmuHbexUMO, YKpeIJleHMe OCHOBE M TeKCTa, HapalMBaHMe dacTen

JIMCTOB, KOpe€lKa, PacCKPETHE CLHEMEHTUPOBAHHEIX JIMCTOB,

(HyXHOE MONUEepPKHYThL, HeIoCTawlee BIXMCATH)

CorylacHO nepeuHi <*> Ha en. Xp. Ha JLII.

(undpaMm M HOPONUCHIO) (undpamm)

1.2. IlepemnjyeT n OPOWIOPOBKA :

CorylacHO nepeuHi <*> Ha en. Xp. Ha JLII.

(undpaMm M HOPONUCHIO) (undpamm)

<*> K 3aKasy npu HEeOOXOIOMMOCTHM NpuUlaraeTcs I[IepedeHb C
yKaszaHMeM apxXMBHEIX LMOPOB M JMCTaxa IeJ.

2. CocTogHVE OOKYMEHTOB. YKAa3BBAKTCSH:

2.1. Bunm OCHOBBE (mepramMeHT, OyMara IOpeBeCHas WM TPANMYHASL,
Wiy Ip.)
2.2. OcobeHHOCTHU nepemnjerTa, bopMmmpoBaHUS neJj (mepengeT

(kOXaHBIM M IOpP.), KapTOHHasa OOJIOXKa, KHMUITA, ajlbboM U Ip.)




2.3. Cnocob HaHeCeHud TeKCcTa " ero LBEeTHOCTb (neuaTsb
Tunorpadckas, MAWMHONMCHL, PYKONMUCH (UepHWUJa, KapaHIam ¥ Op.) U
op.)

2.4. XapakTep MNOBPexXIeHUS
OCHOBEI
TexcTa
repemnyeTa

3. Ocobule TpebGOBaHMA aApPXUBa:

HoxyMeHTE B JiabopaTopuio Iepenal
HauMeHOBaHME IOJIKHOCTU
paboTHVKA Nonnmcob PacumdpoBKa MOOIUCU

JOKYMEHTEl B JIabopaTopmUyM IPUHAJTL
HamMeHOBaHME IOOJIXHOCTU

paboTHHUKA [lonnmce PacumppoBKka NOONMUCHU
HaTa

4. OrMeTKM JlabopaTopUM O COCTOSHMM IHOKYMEHTOBR, IPMHSATHEIX OJId
BHIIIOJIHEHMA paboT [0 YyJYyUNIeHUI QU3NYECKOI'O COCTOSAHMA, KaTeropusa

CJIOXHOCTHM pecTaBpaumnum

5. BHemHMe M3MEeHEHMS IOKYMEeHTOB, I[poMucClleluMe B pPes’yJbTaTe
BHIIIOJIHEHHEIX paboT

HamMeHOBaHMEe IOOJDKHOCTU
paboTHMKa JabopaTopumn [loponuce PacumppoBkra NOONMUCHU

IDaTa

6. OLueHKa NPOM3BEIEHHHX pabor

HamMeHOBaHMEe IOOJDKHOCTU
paboTHMKA apxuBa (xpaHunuma) lononuchb PacumppoBKa MNOONMUCHU

HaTa

IJOKYMEHTH B apxmMB (XpaHUIMIIE) Nepenajl

HammeHOBaHMeE

IOOJIKHOCTM

paboTHMKA [omnuce Pacumdpporka nommnmcu
JOKYMEHTH B apxMB (XpaHUIIMIE) NIPUHAJI

HammeHnoBaHMe

IOOJIKHOCTM

paboTHUKA [loonmce PacumppoBKa MNOONMUCHU

ITaTa



Ilpunoowcenue N 22
kn.n 4.64.5 8.11

AKT O BEITAYE JOKYMEHTOB BO BPEMEHHOE [TOJIbB3OBAHUE

dopmaT A4 (210 X 297)

(Ha3BaHME TOCYIAPCTBEHHOTO apxmpBa)

(moYTOBHEIM MHIOEKC, anpec)

AKT

(naTa)

O BBHIIaYE IOOKYMEHTOB BO BPEMEHHOE

IIOJIb30BaHMe

(HaMMeHOBaHME OpTaHMU3alMM)

(mouTOBHIM MHIOEKC, anpec)

OcHOBaHMe

g KaKOM LeJiM BHOAITCS JOKYMEHTEL

BrimawoTca croenyoumme en. Xp. M3 bonma

(Ha3BaHME, HOMED)
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Onmce [En. xp. |3aromnoBok KosjmuecTBO [[puMeuaHne

N N en. xp. JIVICTOB
(BpemMsa 3ByuYaHUd,
METPAaxX)
1 2 3 4 5
Bcero BHimaeTcsa ( , , ) en. xXp. (obmym

KOJIMYeCTBOM JIMCTOB, BPEMEHEM 3BYUYaHNUHA, MeTpa)KOM) Ha CpPOK

JOKYMEHTEl BBIOAHBEI B YIOPAOOYUEHHOM COCTOAHUM.

[MonmyuyaTesnbs oBA3yeTcsa He npengocTaBJIATh OOKYMEHTEHI, IIOJIYYEHHBIE BO

BPEMEHHOE IIO0JIbE30BaHMeE, OJ1d npocMoTpPa, IpoCiyulMBaHMA 2078

VICIIOJIB3OBaAHMA IOPYI'VMM OpIaHM3aluuMAaM UM IIOCTOPOHHMM JIMIlaM, HE BbBEIOaBATb

10 HUM KOHI/HZ, BEI[IMCOK M CIIpaBOK, HE€ IIPOM3BOIOUTE MI3BATUA Kakmux—nambo

yacTer ¥3 BHIOAHHEIX JOKYMEHTOB, He nyOJaMKOBaTh IOKYMEeHTH 06es3

paspemenns TOCapXUBa .

[onyuarTenb npenyrpexneH 00 OTBETCTBEHHOCTM IO 3aKOHY B CJlydae

YTpaTe MM INOBPEXIEeHMA BBIOAHHBIX OOKYMEHTOB.

JIJOKYyMEHTEl Chajl

HammeHoOBaHUE

OOJIXHOCTU

paboTHUKA [loonmce PacumppoBKa MNOONMUCHU

ITaTa

PyxkoromouTesb

T'oOCyIoapCTBEHHOTO

apxXxmBa [Monnuce PacumcprBKa InmonOrnmcm

[leuaTs TOCyIoapCTBEHHOTO



apxmBa

DaTa

JOKYMEHTE NPUHAI

PyxkopomuTesns opraHm3aLum -—

roJjiyyaress [Noonmce PacumppoBka NOONMUCHK

[leuaTe oOpraHM3aLUN

DaTa

IJOKYMEHTEl ChaJjl

PyxkoromuTesns OopraHM3aumum -

roJjiyyaress IToomnmce PacumdppoBKa NOONMUCHK

IDaTa

JOKYyMEeHTEL IIPUMHATL

HamMeHOBaHMUE

OOJDKHOCTM pPaboTHUKA

I'oCyImIapCTBEHHOI'O

apxmBa [Topgnuce PacumppoBKa MNOONMUCHU

ITaTa



Ilpunoowcenue N 23
kn. 4812

AKT CTPAXOBOU OIIEHKU JOKYMEHTOB

dopmaT A4 (210 X 297)

AKT

(nara)

CTanOBOﬁ OLEeHKM IOOKYMEHTOB

KoMmmnccus (mpoTokos N or 00.00.00)

(Ha3BaHUE)

nIpoBeJila CTPpaxXOBYK OLEHKY JOKYMEHTOB ’

(koJIMUuecTBO) (Ha3BaHME apxuBa)

npenocTaBJiIdeMBIX Ha BBICTABKY

(HazBaHMe M MEeCTO NpOBeIeHUS BHCTaBKM)

B COOTBETCTBUM C

(Ha3BaHME OOTOBOPAa MJM COTJIAlIEHN)

CTanOBaH OLl€eHKa NINpoBOIOMJIACH Ha OCHOBAHNMNM

KoMuccus ycTaHOBMUIA CcJIe YOIy 10 CTPaxoBYIO CTOMMOCTH

InpenCTraBJIEeHHBIX IJOKYMEHTOB:

N OnmucaHue |[[lomckoBree KaTeropus|CrpaxoBasa CoOCTOAHUE
/1| 0OKYMEHTA |[IaHHEE LLeHHOCTM |[OLeHKa COXPaHHOCTHU

1 2 3 4 5 6

[lpencenmaTesib KOMMCCUMA [Topgnuce PacumppoBKa MNOONMUCHU
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CexpeTapb KOMUCCUU [loonmce Pacumbporka nomgnmucu

Ilpunoscenue N 24
kn.n 491, 54.1.1, 554.1

JINCT YYETA 1 OIMCAHUA YHUKAJIBHOI'O JTOKYMEHTA

dopmaT A4 (210 X 297)

JMCT YUETA U OIVCAHUA

YHUKAJIBHOT'O JOKYMEHTA

1. Y4yeTHHE U ONMCAaTEJIbHEE XapaKTEePMCTUKU

PerMcTpaluMOHHEM HOMED

IaTa BKJIIOUEHMS IOOKYMEHTa B POCY,HapCTBeHHbHZ peecTp

HaspaHMe (3aroJjioBOK) IOKYyMEHTa

CaMOHas3sBaHMe IOOKyMEeHTa

Bung moxkymMeHTa

ABTOpP IOOKYMEHTa

OaTa (BpeMs CcOo3IaHUL) IOKYyMEHTa

Bek

OpMeHTMpPOBOUHAA HaTa
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A3BIK OOKYyMEHTAa

AHHOTALUMUA

VlcTopnueckasa chnpaBka

Hannuume OPaT'OLl€HHBEIX MEeTaJlJIOB " KaMHeM’

[lasteorpadmuueckrue OCOOEHHOCTU

[leuaTn

XynoxXecTBeHHbBle OCODeHHOCTM OQOPMJIEHMS IOOKYyMEeHTa

OnyOIMKOBAHHOCTE IOOKYMEHTa

OKCIOHMPOBAaHUE




CoBCTBEHHOCTb

Brapesieyy moxkyMeHTa

2. MecTo XpaHeHUsS OOKYyMEeHTa

MeCcTO XpaHeHMAa OOKYMEHTAa

Anpec MecTa XpPaHeHMAa OOKyMeHTa

ApxuBHBM mmbp: doHm N , om. N , en. xp. N , JII.

3. duBMUecKMe XapaKTEPUCTUKM IOKYyMeHTa

MaTepMraJibHEN HOCUTEeJIb MHOOpMaL UM

(kK.)

PasMepel DOKyMeHTa

ObBeM HOOKYMEHTa

dnsmMueckKkoe COCTOSAHME IOOKYMEHTAa

[loTpeBHOCTL B pecTaBpaluM

PeCTaBpaLU/IF[ JOKYMEeHTa: I'on opraHmz3aumsda

®./.0. (mOJIHOCTBIO) pecTaBpaTopa

4. CrpaxoBas OlleHKa IOKyMeHTa

l-as maTa OLEeHKM: T'Ox MecAn YnmCJio

Ha3BaHMe CTPaxOBOM KOMIIAHUMN :




cymma (B py6.):

2-asg pmaTa OLEeHKM: TOoI MeCcAdl UMCJIIo

HaspaHMe CTpaxoOBOM KOMIIAHUMN:

cymma (B py6.):

5. CnyxebHasa mHbopMauMsa

KeMm mpencTaBiieH OOKYMEHT:

[IpoTrokost JIK oT roma N

[IporokoJsi I3IIK PocapxmBa OT roma N

6. "lzmeHeHmsa"

Ipunooscenue N 25
kn. 4.10.5

AKT ITPUEMA - ITEPEJTAYM CTPAXOBBIX KON HA CIIEITMAJILHOE
XPAHEHUE

Cnatunk

[Tpuemmuk
OcHoBaHne

Homepa |KommuectBo | KommuectBo KonmuectBo KomnuectBo KommuectBo IIpumedanus

OmHCcel |IK3EMIUISPOB TEpeaBaEMbIX | KapoB, omucei aKTOB
CTPaxOBOI'O|  OIUCEH | €IUHUI[ y4eTa | METPOB, 0c000  TEXHHYECKOIO
donma (emuHMIY BpPEMEHH LIEHHBIX COCTOSIHUS
XpaHEeHus) 3BYYaHUSA |JOKYMEHTOB

CTPaxoBOTO
donma <*>

1 2 3 4 5 6 7
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<*> ConepkuMoe TOHITHI €IMHUIIA ydeTa U eANHHIA XPaHESHUS UIACHTUYHO JIJIs
KOITMI CTPaxoBOro (POHJIa HA PYJIOHHOM TIJICHKE.

Jiis komuit cTpaxoBOro GoHIa Ha MUKPO(HINIAX YKA3BIBAIOTCS U KOJUYECTBO €IUHUIL
ydera (COOTBETCTBYIOIIECE KOTMUECTBY OTCHSATHIX J€JT), U KOJMYECTBO €]1. XP.
(Mukpodwurr).

Bcero: (unpamu ¥ IPOTHUCHIO)
(emuHMI yyeTa (€IUHHI] XpaHEHHUS) CTPaxoBOTo (oHIA)
(dpaMu 1 TPOTIHCHIO)
(kazpoB, METPOB, BpPEMEHH 3BYJYaHU)
(g paMu ¥ TPOTIHCHIO)
(omuceit 0c000 IIEHHBIX JOKYMEHTOB)
(mdpaMu 1 TPOTHCHIO)
(aKTOB TEXHUYECKOTO COCTOSHUS )
Cpau:

HanmenoBanue [Moanuce Pacmm¢poBka nognucu
JOJKHOCTH

paboTtHUKa
Jara
ITpuns:

HanmenoBanue [Moanuce PacimmdpoBka noanucu
JOJKHOCTH

paboTHUKA
Jara

IIpunoowcenue N 26
kn.n 54.1.1 551,
55.1.1,559.1

KHUT'A YUYETA MTOCTYIUIEHUN JIOKYMEHTOB

N| Jlata HaumenoB Haummeno Haspa | Tonmet |Kommuec | Kparkas | Homep |Ilpumeu

I/ | IOCTYII | aHHe aHue, HUE | JIOKyMe @ TBO €. |Xapakrtepu | (oHna, aHus
I | eHUs |opraHuzan| HoMep M |(OHIA| HTOB | Xp. WIH CTMKa  IPHCBOEH
un naTa HEONMCAH COCTOSIHUSA = HBIN
(pamumnusg, noxymeHTa HBIX MOCTYIHUB
WHUIUAJIBI , TIO JOKYMEH IUM
auna), oT | KOTopoMy TOB JOKYMEHT
KOTOPOW | HPHUHSATHI (JtucToB) aM 1o
MOCTYIWJI | JOKYMEHT CIIUCKY
u Bl doH10B

JOKYMEHT
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Bl
1 2 3 4 5 6 7 8 9 10

Wroro nmoctynuio 3a roj1 el1. Xp. (IOKyMEHTOB, JINCTOB)
(mdpamMu ¥ IPOIUCHIO)
B TOM YHCIIe <*>:

HaumenoBanue [Moamuce Pacmm¢poBka noanucu
JOJDKHOCTH

paboTHHKA
[ara

<*> B o0mux apxuBax JOIMYCKAaeTCs BeICHUE €AMHON KHUTH y4eTa MOCTYIUICHUN Ha
JIOKYMEHTBI BCEX BUJIOB C YKa3aHUEM UX 00BEMOB B UTOIOBOM 3AIHCH.

Ipunoowcenue N 26a
kn.n 54.1.1 551,
55.1.1,5591

KHUT'A YYETA ITIOCTYIUIEHUN AY IMOBU3Y AJIBHBIX JOKYMEHTORB

<*>B CIICHUAIIN3UPOBAHHBIX apXWBAX KHUIT'U YUCTa HOCTYHJICHI/Iﬁ BCAYTCA Pa3aCJIbHO
o BUJaM ayJHuOBHU3YaJIbHbIX JOKYMCHTOB.

N| Jlara |Haumeno Hammeno I'omgsr Bun KomnuectB| CocraB  Howmepa: [Ipumeu
/| TOCTYIl | BaHHUE BAaHUE, |JIOKYME ayauOBU3Y o TEKCTOBOM | ONIMCH, | aHUS
Il | JICHUS OpraHu3a HOMEP U | HTOB albHBIX | enp | equu COMPOBOAMT | €. Y4.,
A maTa JOKYMCHTO | gyry | I €IBbHOM | €1. Xp.,
(pamunu HOKyMEHT B yuer xpaxe AOKYMEHTa MPHCBOE
o, a, 1o a | Hus T HHBIE B
VHUIMAT KOTOPOMY apXuBe

bl JIUIIA), | IPUHATHI
OT  JOKYMEHT

KOTOpOH Bl
MOCTYIIH
M
JOKYMEH
THI
1 2 3 4 5 6 7 8 9 10 11
Hroro noctynuio roj en. ea.
3a Xp. yu.
(undpamu u (undpamu u
MIPOIHCHIO) MIPONUCHIO)
Haunmenosanne [Tognuce PacimmdpoBka noanucu
JOJIKHOCTH
paboTHHKa

JlaTa
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B cnenmanu3upoBaHHBIX apXUBaxX KHUIH y4Y€Ta IMOCTYIUIEHUN BEAYTCS Pa3AEIbHO 110

BHUIaM ayJIHNOBU3YyaJIbHBIX JOKYMCHTOB.

CIIMCOK ®OHJIOB

Ilpunoowcenue N 27
kn.n 54.1.1, 54.2.3,
5.5.1,5.5.1.2,55.2.1,

5.5.9.1,55.10.2

Howmep donna |lara nepsoro nocryruienus HasBanue ponga Otmerka o BeiObITHH [IprMedanwist

1 2 3 4 )
Urtoro na 01.01. 1. dboHI0B
(mdpamMu ¥ TIPOTHCHIO)
B T.4. IOCTyNHJI0 32 T. don0B
(dpamMu ¥ TPOITHCHIO)
BBHIOBIO 32 T. dboHa0B
(mdpamMu ¥ TPOIHCHIO)
Hanmenosanue Tloamuce Pactmdposka moamnucu
JIOJKHOCTH
paboTHHKA
JlaTa
Ipunoorcenue N 28
kn.n 54.1.1, 5424,
5.5.1,55.1.3,55.21
JINCT ®OHJIA
Kpaiinue nater kaxgoro | HA3BAHUE ®dopma cOOCTBEHHOCTH
Ha3BaHUs QoHAA OOHIA Cpok xpaHeHuUsI
(TONBKO ISl HErOCYIapCTBEHHON YacTh APXUBHOTO
donna Poccuiickoii @eneparivin)
1 2 3
Jara nepBoro  |Jlara noceuiku kaptouku ponna| MECTOHAXOXIEHUE | N ¢onaa
MOCTYIUIEHUS BBILIECTOALLEMY apPXUBHOMY OOHJIA [Ipexnuit N
dhonma oprany (Ha3BaHME apXUBa) dbonma
1 2 3 4

YYET HEOIIMCAHHBIX TIOKYMEHTOB

[ara [HOCTVYIUIEHUE BBIGBITHUE Hannuue (octatok)
3aACH | akT | KONMYECTBO €. OCHOBaHHE KOJIMYECTBO €. en. xp. (men,
N nara Xp. (men, naspanue N | mara xp. (men, AOKYMEHTOB,
NOKYMCHTOB, JTOKYMEHTa JIOKYMEHTOB, JIACTOB)
JIICTOB) JIUCTOB)
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5 6 7 8 9
YYET OIIMCAHHBIX TOKYMEHTOB

JlaTa ITOCTVYIIJIEHUE BBIBGBITUE Hamnune
3allMCu | N roj HA3BaHUE OIUCHU | €. OCHOBaHUE konuuecto | (OCTATOK) el.

OIHMCHU WM aHHOTALWMS | XP. | N | paspamme N|mata €4 Xp- Xp. (zem)

(kpaTkast (nem) | ormen JOKYMEHTA (nem) o o
XapaKTepUCTHKA anHO# |doHy

JIOKYMEHTORB) omic | B
1[EJIOM

1 2 3 4 5 6 7 8/ 9 10 11 12

IIpunoowcenue N 29
kn.n54.1.1 5425,
55.1,55.14,5521

JIMCT YYETA KNHOPOTOBUAEOJOKYMEHTOB

Dopmam A4 (297 x 210)
JIMCT YUETA
(HanMeHOBaHUE BUAA KUHO()OTOBHIEOJ0KYMEHTOB)
Har [Toctynnenue BriOwiTHE Hanuuue (ocraTox)
4 'HOM [HAaMMEHOB KOJIMYECTBO HOM HAaMMEHOB| KOJHYECTBO KOJIUYECTBO
3all | ep | aHwe,

enuH equau| P aHue,

CIMHUI] |€JIMHHU | TI0 JaHHOW IO BHIY B IEJIOM
UCH fonm | HOMED, | iy ;f |ONM | HOMEp,

yueTa I OTHCH
cn Aata yger xpane ©H Aata XPaHC ey |eIMHY | O |€OUH [€JUHU
TOKYMEHT | 3 | mus JOKYMEHT HUS | 0 |ced | mn | u
a a yUeT XpaHe yUeT |XpaHe
a | Hud a | Hus
1 2 3 4 5 6 7 8 9 10 11 12 13 14
Ipunoowcenue N 29a

kn.n 54.1.1 5425,
5.5.1,55.14,55.21
JINCT YYETA ®OHOJAOKYMEHTOB

Dopmam A4 (297 x 210)
JIUCT YUETA

(HanmeHoBaHue BUAA (POHOTOKYMEHTOB)
BriObITHE
Ta |go HaWMeEH | KOJHUYECTBO |HO HAWMEH | KOJHUYECTBO

Ha [Tocrynnenune Hanuuue (octaTox)
KOJIMYECTBO

3aIl <
ME€ |OBaHUC, |enyy | enquuury (M |OBAHUE, |eny | e quHMIL 10 JaHHOU

110 BUJY B LIETIOM
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WCH| P | HOMEp, HUIl XPaHCHHUS | P | HOMEp, HUI[ XpaHCHUs OITNCH
om  nara \y9€ opprum ko OH | AaTa Y4€ opyru ko €Iy | CIAWHHUIL OIH €M | CAMHHII
UC | IOKYME | Ta 'yagnop mu (M€ AOKYME | Ta 'HanoB mu HUIl| XPAHCHUS CEH HUIl| XpaHCHUS

U | Hra s W | HTa =
1 U y9€ opuru | Ko Y9€ lopuru | ko

Ta |ganoB |mu Ta 'ganos mu

" u

1 2 3 4 5 67 8 9 10 |11 12 13 14 /15 16 17 18

Ipunoowcenue N 30
kn.n 5411 5426, 55.2.1,
5.5.5.2,55.111,74.1

OITMCh JAEJ ITOCTOSIHHOI'O XPAHEHN I, COCTABJIEHHOM B APXMBE

OOPMA
OIINCU <*> IEJT ITIOCTOSHHOI'O XPAHEHIA,
COCTABJIEHHOU B APXVBE

<*> K omucu cocrasisercs THTYHBHBIﬁ JIMCT B YCTAHOBJICHHOM ITOPAJIKC (CM. II.
7.4.1.2).

Dopmam A4 (210 x 297)

YTBEPXIAIO

IIpoTokon
OIIK

(HaMMEHOBaHUE apXUBHOTO
OpraHa, apxuBa)

oT N

N | Jlenmompou3BoacTBeHHbIE HHIEKCHl | 3arosioBok | Kpaitnue | KonuuectBo [lpumeuanus

n/n WJIM HOMEpA IO CTapoy ONUCU nena JaThl JIUCTOB
1 2 3 4 5 6
B onnce BHECEHO
Jen
(urdpamMu ¥ NPONKCHIO)
cN o N
CocraBurens:
HanmMenoBaHue 10KHOCTH [Tognuce PacimmmdpoBka noanucu
COCTAaBUTEIS
JlaTa

Xpanutensb (HOHIOB IToanuce Pacmm¢poBka noanucu


http://www.zakonprost.ru/content/base/part/324038

Hara

3aBeyOLINi OTAEIOM [Toanuce PacimmmdpoBka noanucu
(apXMBOXPAHUIIUILIEM)
[ara

Ilpunoowcenue N 30a

kn.n 54.1.1, 54.2.6,
55.21,555.2,55.11.1,
6.24.1,74.1

I'OJIOBOM Pa3nen OITUCU JIEJI IOCTOSIHHOI'O XPAHEHU A
OPT'AHU3AIINN

Dopmam A4 (210 x 297)

(HaMMEeHOBaHWE OpTraHU3AIIH )

YTBEPXIAIO

HaunmenoBanue 10IKHOCTH
®oug N PYKOBOJMTEIISL OpraHu3aluu
OIIUCH N
J1eJ1 IOCTOSTHHOTO XPaHEeHUs [loanuce Pacmudposka moanucu
3a TOJ JlaTa

Hazpanue pazzgena (CTpyKTYpPHOTO MOIpa3/iesieHUs] OpraHU3aI[IH )

N n/n | Uunekc nena | 3aronoBok aena | Kpaitawe natel | KommdectBo nmucto | [Ipumedanus
1 2 3 4 5 6

B nanuHbIi pa3aen onucu BHECEHO Jien
(undpamu 1 MPONUCHIO)
el. Xp.
(unpamu 1 MPONUCHIO)
cN mo N , B TOM YHCIJIE:
JINTEPHBIE HOMEpA:
MIPONYILIEHHBIE HOMEPA:!

HanmenoBanue JomKHOCTH IToanuce Pacmm¢poBka noanucu
COCTAaBUTEIIS OIUCH

JlaTa

3aBeayoNIuii apXUBOM [Tognuce PacimmmdpoBka noanucu
OpraHu3aIu

Jara
YTBEPXJIEHO COT''TACOBAHO

[IpoTokoun ITporoxon LIDK
DIIK (OK)
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(HaMMEHOBaHWE APXUBHOTO (HauMeHOBaHUE

opraHa, apxuBa) OpraHu3alMH )
OT N OT N
Ipunooicenue N 306
kn.n 54.1.1,54.2.6,5.5.2.1,
55.11.1,6.24.1,7.4.1
OIIMCb KUHOJIOKYMEHTOB
Dopmam A3 (420 x 297)
OIIMCBh N YTBEPXIAIO

(Ha3BaHME OIKCH)
r0]1(BI)

Ho | Ho HWunexc, [3aro | A
Mep Mep TIPOU3BO JIOBO | BT
€1y (eI |ICTBEHH | K Op
HUII HUL[| BIU JIOK
bl | Bl | HOMEp KyMme
yude | xpa |(Y4eTHbI | HTa
Ta 'HEH il Homep
ust B
OpraHus
arumn)

1 2 3 4 5

HaumeHoBaHue qOKHOCTH
PYKOBOUTCIIA OPpraHUu3aluu IToanuce Pacmn(prBKa oI CHU

[lara

Hara Bap KomuuectBo enunui xpanenus / merpax  Cocras | [Ipu
U |MaH ger | ny |ponHo oHor mpome mo3 ycran TEKCTOB MEda

MECTO| T ary G |rpaM  pamM KyTod HT oBoum| OH HUA
cheM |(HEe | p - | Ma a HbIH | WB bl |COIPOBO
Kd, MOH Her |(Hera MarHu HO3UTH ponuk AUTCIbH
u3ror| aTH | THB) | THas B 1787 ou
OBJICH | 3BY B (ocHO 1BeTo | AOKyMe
s | KOB BHa, pple | HTAIlUH

o, COBME Macro

4/0, [EHH pra

1B., as1)

hop

Mar,

SI3BI

K)

6 789 10 11 12 |13 14 15 16

B nmanuHbIi pa3nen onucu BHECEHO ell. y4.

(mudpamMu 1 TPOTUCHIO)
el. Xp.

(mudpamMu ¥ IPOIHCHIO)

cN
JUTEPHBIC HOMEpa:
[IPOITYILIIEHHBIE HOMEpa:

mo N , B TOM YHCJIE:

1 TCKCTOBasdg COMMPOBOAUTCIIbHAA JOKYMEHTAIA K HUM.

HanmMmenoBanue JOKHOCTH

COCTaBUTEJS ONUCHU
JlaTa
3aBeAyIOMIHi apXuBOM

[Tognuce PacimmmdpoBka noanucu

IToamnuce Pacmm¢poBka noanucu


http://www.zakonprost.ru/content/base/part/324045

OpraHu3aluu

Hara
YTBEPXIEHO COTI'JIACOBAHO
[IpoTokoun [IpoTokon
OK DK
(HamMeHOBaHKME apXUBHOTO (HauMeHOBaHUE
opraHa, apxuBa) OpraHu3aIim)
OT N oT N
Ilpunoowcenue N 308
kn.n 5411 5426, 55.2.1,
55.11.1,6.2.4.1, 7.4.1
OIMNCH ®POTOAOKYMEHTOB
Dopmam A3 (420 x 297)
OIIMCH N YTBEPXIAIO
(Ha3BaHUE OIKUCH) HaumeHnoBanue 1OMKHOCTH
roJi(bl) pykoBoauTens opranuzanuu  [loanuce PacmmdpoBka nmoamnucu
Jara
Ho IIpowusBox 3arom Ast [lat Me  KonmuecTBo enuHUIl XpaHEHHS / Cocra Ilpume
Me | CTBEHHBIA | OBOK | Op | a |CTO KaJIpOB MMaHOPAMHOM ChEMKHU TEKCTOBOM | YaHUs
ca. aust) MKH MKH MKH a1y | p - | UTH | [EYaTOK (mmaro |wmpm | UTCIBHOU
yd. AOKYyM B HEr B 3UTHB) AOKYMCHT
<* €HTa aTH anuu
> (Ha3Ba B
en. HUe
Xp. nuapu
n/m JIbMa)
1 2 3 4 '5 /6 7 8 9 10 11 12 13 14
B nanuHbIi pa3aen onucu BHECEHO el. y4.

(unpamu U POIUCHIO)
el. Xp.
(mrdpamMu ¥ IPOIUCHIO)

<*> B uTOroBoii 3anyucu onucH JUapuIbMOB YKa3bIBA€TCS COOTBETCTBEHHO
KOJIMYECTBO €I. Xp. U €11. y4.

cN mo N , B TOM
quce:

JIUTEpPHBIE HOMEpA:
MIPONMYIIEHHbIE HOMEpaA:

1 TCKCTOBasdg COMPOBOAUTCIIbHAA JOKYMEHTAIA K HUM.
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COCTABUTEJISI OITUCH [Toanuce
Hara

3aBeyIOIIMI apXHUBOM
OpraHu3aIu

TToamuce

[ara
YTBEPXIEHO
[IpoTokon

oK

(HauMeHOBaHKE apXUBHOTO
opraHa, apxuBa)
oT N

OIMNCh POTOAJIBBOMOB

OIIMCH N YTBEPXIAIO

(Ha3BaHUE OIKCH)

roJi(bl)
JlaTa

Howm |3aronos | Asro | Kpaiitnne |Mecrt | KonnuectBo
ep OK p JIaThl 0 |potooTneyar
en. | (Has3BaH | cheM ((poToOTHEUAT | ChEM KOB

Xp. ue) K1 KOB K1

anpOoMa
1 2 3 4 5 6

B nanuHbIi pa3gen onucu BHECEHO

Pacmmmdposka noanucu

PacmmmdpoBka noanucu

COI'JTACOBAHO
[IpoTokon
OK
(HaumMeHOBaHUE
OpraHU3aIIH)
oT N
Ipunooiwcenue N 302

kn.n 54.1.1 54.2.6,552.1,
55.11.1,6.241,74.1

Dopmam A4 (297 x 210)

HaunmenoBaHue 10KHOCTH
pykoBoauTens opraam3anuu  [lognucek Pacmmdposka moamucu

Cocras Buemnue | [Ipumeua
TEKCTOBOM | 0COOEHHO HUS
COIIPOBOJUTEND CTH
HOM
JIOKyMEHTaluu
7 8 9

el. yd.

(undpamu U IPOIMUCHIO)

enl. Xp.
(unpamMu U IPOIHUCHIO)
cN o N
JUTEPHBIE HOMEpa:
MPOMYIIEHHBIE HOMEpA:

1 TCKCTOBasdg COMPOBOAUTCIIbHAA JOKYMEHTAIA K HUM.

(mrdpamMu ¥ TIPOTHCHIO)

HanmMmenoBanune 101KHOCTH
COCTaBHUTEJS OITUCH

Ilonnuce

, B TOM YHCIIC:

(hOTOOTIEUaTKOB.

Pacmm¢poBka noanucu
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Hara

3aBeayroIui apXUBOM Iloanuce Pacmmmdposka noanucu
OpTraHu3aIuu
[ara
YTBEPXIEHO COTI'JTACOBAHO
[IpoTokon [IpoTokon
OK DK
(HauMeHOBaHKE apXUBHOTO (HaumMeHOBaHUE
opraHa, apxuBa) OpraHU3aIIH)
oT N oT N
IIpunoowcenue N 300

kn.n 54.1.1 54.2.6,552.1,
55.11.1,6.241,74.1

OIMMCh POHOJOKYMEHTOB 'PAMMO®OHHON 3AIINCHU
(T'PAMIUIACTHUHOK)

Dopmam A3 (420 x 297)

OIIMCBh N YTBEPXIAIO
(Ha3BaHME OIMCH) HanmeHoBaHME TODKHOCTH
r0]1(BI) pykoBoauTens opranuzanuu  [lognucek PacmmdpoBka nmoamnucu
Jlara

Ho Howm Wnnekce, 3aro| A |HUcno A | dara Mect Ilopsn Bpe KomumuectBo | Cocras [lpum

Mep| ep |[MPOW3BO JIOBO BT JIHUTE 3 H3TOT| O | KOBBIM | Ms €IVHHI]  TEKCTOB | €4YaH
€I [CTOp JICTBEHH | K |Op| Jb | BI OBJICH H3TOT HOMEp, 3BY | XpaHCHHS oif ust
HUI[|OHBI Bl  IOKy — |POM3 K | Ms |OBNCH JMAME YaH rpano rpamm COTPOBO
Bl |(equ| HOMEp |MEH BeJICH us TP, | MS |pyrpn mactu AUTEIBH
y4e |HHUI Ta us Marep \Mar | gy HKa oif
Ta | Bl uan | epu TOKyMe
n/m | xpa rpamMo | an HTAIUU
HEH pUTHH
ust) ana
<>

12 3 4 5/ 6 |7 8 9 10 |11 | 12 13 14 15

<*> Howmep en. xp. poHOJOKyMEHTa rpaMMO(POHHOMN 3anuCcH (TPaMILJIACTUHKH)
COCTOWT W3 HOMEPOB KaXKJIOM U3 €€ CTOPOH W BKITIOYACT JBE IUQPHI, Harpumep, 1 - 1,
1 - 2. Jlng oAHOCTOPOHHUX TPaMIUIACTUHOK 3Ta Tpada He 3aroIHsIeTCs.

B nmanuHbIi pa3znen onucyu BHECEHO ell. y4.
(urdpaMu U NPONKCHIO)
ell. Xp.
(urdpaMu U TPONKUCHIO)
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c N o N
JUTEpHBIC HOMEpa:

MPOIYILIEHHbIE HOMEepa:

, B TOM YHCIIEC:

1 TEKCTOBas COIMMPOBOAUTCIIbHAA NOKYMEHTALMA K HUM.

HanmenoBanune JOJDKHOCTH
COCTaBHUTCIIA OIIMCHU

TToamuce

ara

3aBenyoLIMi apXUBOM
OpraHHU3aLuH

Iloamuce

JHara
YTBEPXIEHO
[IpoTokou

OK

(HanMeHOBaHUE apXUBHOTO
Oprasa, apxuBa)

oT

PacmmmdpoBka noanucu

PacimidpoBka noamnucu

COI'JTACOBAHO
[IpoTokou
DK
(HamMeHOBaHUE
OpraHM3aliN)
OT N
Ilpunoswcenue N 30e

kn.n 54.1.1 54.2.6,552.1,
55.11.1,6.24.1,7.4.1

OIMMCh POHOJOKYMEHTOB MATHUTHOM 3AIMNCHU

Dopmam A3 (420 x 297)

OIINMCH N YTBEPXIAIO

(Ha3BaHME OIHCH) HaunMmeHoBaHMEe DOKHOCTH

r0J1(BI) pykoBoauTens opranuzanuu  [loanucek PacmmdpoBka moamnvcu
Jlata

Ho Hom Wnnekc, 3aro As Wcnon 3| [lata Mect | Cko Bpe  Tun Komnue | Cocras [Ipum
Mep  €p |MpOM3BO JIOBO TO HHTEN bl 3alld| O |POCT| M | M CTBO |TEKCTOBO €UaHH
€I |eau ACTBEHH | K | P b K| cu, 3anmud | b |3BY | (op enuHuIl " P’
HUII | HUI] BIN JIOKY pou3 nepe3| CH, [3By4Y YaH MaT | XpaHEH  COIPOBO

Bl | Bl | HOMEp |MEHT BEJIIEH amuyc Tepe3| aHu | U MarH |, us/ | JIUTEIbH

yude | xpa a Hs U |amuc | S JIEH WUTHO METpax on

Ta |HEH M JIeHT Thl | # | opy ko AOKYMCH

n/m | us Bl JEHT | ryy u| TaluuH

1 2 3 4 |5 6 7| 8 9 10 |11 | 12 | 13 14 15 16
B nanHbIi pa3nen onucu BHECEHO el. y4.

(undpamu 1 MPONUCHIO)

ell. Xp.


http://www.zakonprost.ru/content/base/part/324060

(mudpamMu ¥ IPOTHCHIO)
cN
JUTEpHbIE HOMepa:

o N

MPOIYILIEHHbIE HOMEpa:

1 TCKCTOBas COIMMPOBOAUTCIbHAA NOKYMEHTAMA K HUM.

HanmenoBanune JOJDKHOCTH
COCTaBHUTCIIA OIIMCHU

TToamuce

[ara

3aBenyroLHi apXUBOM
OpraHHU3aLuH

Iloamuce

JlaTa
YTBEPXIEHO
[IpoTokou

OK

(HanMeHOBaHUE apXUBHOTO
Oprasa, apxuBa)

oT N

OIMCb BUAEOAOKYMEHTOB

, B TOM YHCIIC:

PacmmmdpoBka noanucu

PacimidpoBka noamucu

COI'JTACOBAHO
[IpoTokou
DK
(HauMeHOBaHUE
OpraHM3aIiH)
OT N

Ilpunoswcenue N 3001
kn.n 54.1.1 5426,55.2.1,
55111,6.24.1,74.1

Dopmam A3 (420 x 297)

OIINCBH N YTBEPXIAIO
(Ha3BaHUE OIKUCH) HanmeHnoBaHue 10KHOCTH
ro/1(bl) pykoBoauTens opranuzanuu [loanucek PacmmdpoBka moamnucu
Jlata
Hom Hom | Unneke, 3aron AB Mcnonu f3| Jlara | Xpono Tun Kommuec | CocraB Ilpume

ep €p |MIPOU3BOJAC| OBOK TOpP| HUTCJIb bIK 3allUC METpAXK K U TBO

€/IVH eIMH  TBEHHBIN | JIOKY MIPOU3B u, |BUaeo3 Qop | erxuHUI

ULl | UIBl =~ HOMEp |MEHT e/leHUs nepe3 | almucH |MaT | XpaHeHU
y4eT XpaH a anucu 3arm s

a 1/ eHust UCH  opur | KO

WHaJ |1

s

1 2 3 4 |5 6 7 8 9 10 | 11 12

B naHHBIN pa3gen onucu BHECEHO
(urdpaMu U NPONKCHIO)
en. Xp.

TEKCTOBOM | YaHUS
COIIPOBOJ
UTEILHOMN
JIOKYMEHT

alun

13 14

el. yd.
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(mudpamMu ¥ IPOTHCHIO)
cN o N
JUTEpHbIE HOMepa:
MPOIYILIEHHbIE HOMEpa:

1 TCKCTOBas COIMMPOBOAUTCIbHAA NOKYMEHTAMA K HUM.

HanmenoBaHue JODKHOCTH IMoamuck
COCTaBHUTECIIS OIMCHU

[ara

3aBeAyIONIHil apXUBOM Iloamnuce
OpraHHu3aIuu

JlaTa
YTBEPXIEHO
[IpoTokou

OK

(HanMeHOBaHUE apXUBHOTO
Oprasa, apxuBa)

oT N

PEECTP OIIMCEA

N Homep |Howmep u HazBanue KosmuectBo en.
n/m | QoHaa OIUCH Xp.

BCETO | B T.4. 110
J.C.

1 2 3 4 5

WNrorona 01.01. .

, B TOM YHCIIC:

PacmmmdpoBka noanucu

PacimidpoBka noamucu

COI'JTACOBAHO
[IpoTokou
DK
(HauMeHOBaHUE
OpraHM3aIiH)
OT N
Ipunoocenue N 31
kn.n 54.1.1, 54.2.7,

5.5.1,5521

Kpaitnue | Komumuectso [Ipumeuanus
JaThl IK3.

6 7 8

onucen

(undpamMu U IPOIHUCHIO)

B T.4. IOCTYNIUJIOB _ T. ornucei

(undpamMu U IPOIHUCHIO)
BBIOBNIOB T onucen

(unpamMu U IPOIHUCHIO)
HaunmenoBanne IToanuce Pacmm¢poBka noanucu
JOJKHOCTH
paboTHHKA
Jara

Ilpunoowcenue N 32

kn.n 54.1.1, 5583
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MHBEHTAPHASA KHUT'A YYETA JAEJI, UMEIONIMX B OPOPMJIEHWN NJIN
B IMTPUJIOKEHNHW K HUM JPAT'OLIEHHBIE METAJUIBI U KAMHA

N | lara @®on Omnuc | [en 3aronos Onucanue Marepu Pazme @usnueck [loanu IIpumeuan

n/ 3amuc,| 1 b 0 Ok Jena odopmieH — ai p ast Ch usi
n u N_N__N__ us Jena, (Bec) [coxpaHHOC

npeaMera Th
1 2 3 4 5 6 7 8 9 10 11 12
Uroro Jienn

(unpamu 1 MPoONKUCHIO)

HaumenoBanue [Moanuce Pacmm¢poBka nognucu
JOJDKHOCTH

paboTHHKA

Ilpunooscenue N 33
kn.n 54.1.1 5542

CIIMCOK ®OHJIOB, COAEPXANIMX OCOBO HHEHHBIE JOKYMEHTDI

N Howmep Hazpanue | Homepa onuceil, B KOTOpbIX coaepxkarcs ocodbo [lpumeuanus
/a dhonma dbonga LEHHbIE JOKYMEHTBI

1 2 3 4 5

Wtorona 01.01. _ r. ¢doHI0B
(g paMu ¥ IPOTIHCHIO)
Haunmenosanue Ilonnuce Pacmudposka moanucu
JOJIKHOCTH
paboTHUKA
Hara
IIpunoowcenue N 34

kn.n 5411,554.2

OIMNCbh OCOBO HEHHBIX JIEJI

OOPMA
OIINCH <*> OCOBO HEHHBIX JIEJI

<*> K onucu cocTaBiseTCsl TUTYJbHBIN JUCT B YCTAHOBICHHOM IMOPSIIKE (CM. II.

7.4.1.2).
Dopmam A4 (210 x 297)

YTBEPXAIO

Jupekrop
(Ha3BaHME TOCYaPCTBEHHOT'O apXUBA)
[Toanucs | PacmmdpoBka moanucu
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Jlata

N Homep Homep 3aronoBok Kpaiinnenarsl| KomudectBo | Homep en. yu. <*> [Ipumeuanus

I1/T1| OTIUICH | JIeTia nena JIUCTOB (en. Xp.) CTpaxoBOTO
dbonga
1 2 3 4 5 6 7 8

<*> Homep enuHUIIBI y4eTa CTPaxoBOro PoHa yKa3bIBAETCS TOJIBKO JUISI MUKPOHILL.

Hroro o onvcu Jel
(unpamu ¥ IPOTUCHIO)
U3 HUX CKOITUPOBAHO

HanmenoBanue [Moanuce Pacmm¢poBka noanucu
JOJPKHOCTH
COCTaBUTEJS OITUCU
[ara

COI'TTACOBAHO

[Iporokon DMK

(OIIK)

(Ha3BaHUE rocyaapCTBEHHOTO
apxuBa)
oT N
Ipunoowcenue N 34a

kn.n 54.1.1 554.2

[NEPEYEHb HOMEPOB OCOBO IHEHHBIX JIEJI (HOMEPHUK)
N n/n Homep onucu Homepa nen Homepa en. yu. <*> (ex. xp.) ctpaxoBoro ¢onja [Ipumeuanus
1 2 3 4 5

<*> HomMep eIuHUIIBI yueTa cTpaxoBoro (poHaa yKa3bIBaeTCs TOJIBKO JJI1 MUKPO]HILI.

HToro no nepedHio (HOMEpHUKY) 1ed,
(undpamu 1 MPONKUCHIO)

13 HUX CKONHMPOBAHO
(unpamu 1 MPONUCHIO)

Haumenosanne [Tognuce PacimmdpoBka noanucu
JOJDKHOCTH

COCTaBUTEJS ONUCHU
JlaTa
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COI'-TACOBAHO

[Iporokon OMK
(DI1K)
(Ha3BaHHE TOCYIAPCTBEHHOTO
apxuBa)
oT N
IIpunoowcenue N 35

kn.n 54.1.1 554.2

PEECTP OITMCEN OCOBO ITEHHLIX JIEJI (HOMEPHUKOB)

N | Homep | Homep onricu | KonuuectBo KonuuectBo nuctoB| KonudectBo [Ipumeuanus

n/m | ¢doHmaa = (HOMEpPHHUKA) nen B OIUCH AK3EMILISIPOB
(HOMepHHUKE)
1 2 3 4 5 6 7
WUrorona 01.01. 1. onucel (HOMEPHUKOB)

(urdpamMu U IPONKUCHIO)

B T.4. IOCTYNIUWJIO B T. onuceil (HOMEPHUKOB)
(urdpaMu U IPONKUCHIO)

BRIOBUIO B T. onuceil (HOMEPHUKOB)
(urdpamMu 1 IPONKUCHIO)

HanmenoBanue [Toanuce Pacmm¢poBka noanucu
JOJKHOCTH
paboTHHKA

JlaTa

IIpunoowcenue N 36
kn.n 54.1.1, 56.1.2 5.6.2.1

KHUT'A YUYETA ITOCTVYIIJIEHUN CTPAXOBOT'O ®OHIA U POHIA
[TIOJIb3OBAHNA JOKYMEHTOB HA bBYMAXKHOU OCHOBE,
M3TOTOBJIEHHOT'O HA PYJIOHHOU ITJIEHKE

Homep Hara Haumeno Jlata Hom Hom Kommue Ctpaxo, @Ponpg nons3zoBanus |I[Ipume

aen. |IIOCTYN | BaHHWE, |KOIHPO |€pa |epa | CTBO BOU KOJIMYIECTRO YaHU
Xp. | J€HHUA | HOME BaHUA | (POH | OIH el OH
f P, b N Aen, | honn PYJIOH | pYJIOH | DK3EMII
<F> Jgara IIOB | CEU |BKIIFOYE (KOJ‘II/I‘I
OB OB | JIIpOB
CTpaxo OKYMEH HHBIX B | €CTBO
P JIOKYM MK} | MK
BOT'O Ta, 1o en. Xp. JIOHO
’ A Xp- Py 3-ro | 2-ro
donna KOTOpOM CTpaxoB| B)
ITOKOJI |ITOKOJI
y oro
€HUs | €HUs
TIPUHSTHI donna
KOITUHU
1 2 3 4 5 | 6 7 8 9 10 11 12

<*> CojepkaHue MOHATUHN €IMHUIIA YUeTa U SUHUIA XPAHEHUS UIACHTHYHO.
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Bcero nmoctymnmio 3a ro ell. Xp. cTpaxoBoro (onHma
(dpamMu ¥ IPOTHCHIO)
Ha Jelt
(mdpamMu ¥ TIPOITHCHIO)

Haumenosanue [Moamnuce PacmmdpoBka noamnucu
JOJDKHOCTH
paboTHHKA
JHara
Ilpunoswcenue N 36a

kn.n 54.1.1 56.1.2 56.3.1

KHUT'A YUYETA ITOCTVYIIJIEHUM CTPAXOBOI'O OOHJIA 1 POHIA
[TIOJIb3OBAHMA JOKYMEHTOB HA bYMAXKHOUW OCHOBE,
N3TOTOBJIEHHOT'O HA MUKPOOUIITAX

Homep | Jlata HaummenoB| Jlata |Hom Howm Konuue Konnue ®oHn [Tpumeu
MOCTYIUT TIOCTYIUT | aHWe, |KOIHMPOB €pa | epa | CTBO | CTBO €. IIOJB30BAaHUS | aHUsA
eHUs eHusT | HoMep, aHusi | QoH omuc| Jedn, Xp. |kommue |xommue
nara J0B | eil | BKIOYe (MHKPO | cro | CTBO
JOKYMEHT HHBIX B | OUIN) | osyTi | nuazok
a, 1o 3aKa3 |CTPaxoB| pgop | omuii
KOTOpOMY oro
MIPUHSATHI ¢donma
KOIUU
1 2 3 4 5 6 7 8 9 10 11
Bcero nocrynuno 3a | rog en. y4. (OTCHSATBIX Jien) <*>

(undpamMu U IPOIHUCHIO)
ell. Xp. (MUKpodHI) cTpaxoBoro GpoHaa
ppaMu U IPONHUCHIO
(mdp p )

<*> KOJIM4EeCTBO €IUHMUII ydeTa CTpaxoBOro (1)0H)1a, HU3TOTOBJICHHOI'O HA
MI/IKpO(bI/ImaX, COOTBCTCTBYECT KOJMYCCTBY OTCHSATBIX ACIH.

HanmenoBanue [Moanuce PacimmdpoBka noanucu
JOJKHOCTH

paboTHUKA
Jara

IIpunoorcenue N 37
kn.n 54.1.1, 56.1.2, 56.2.2

OIUCH CTPAXOBOI'O POHIA JOKYMEHTOB HA BYMAJYHOW OCHOBE,
N3TrOTOBJIEHHOT'O HA PYJIOHHOMW ITJIEHKE

Howmepa Hara KomnuectB | Konnyects | CBenenus o nenax, Bxogsaumx B [Ipumeuanu
€. Xp. |KOIHUPOBAHU O KaJpoOBB| O Je, e/1. Xp. cTpaxoBoro ¢oHaa '

*
<> A CI. Xp. | BKINOYCHHBI | gomep 'HOMEp HOMEpP KOJUYECTB


http://www.zakonprost.ru/content/base/part/324105
http://www.zakonprost.ru/content/base/part/324105
http://www.zakonprost.ru/content/base/part/324105
http://www.zakonprost.ru/content/base/part/324111
http://www.zakonprost.ru/content/base/part/324111

CTpaxoBOT CTPaxoBOT | X B €/I. XP. a a | alen | oKagpoB

o honma o ponma |crpaxoBoro |GoHJIO omuce (o
dhonma B " KOKJIOMY
ey
OTJICIILHO)
1 2 3 4 5 6 7 8 9

<*> CopeprkaHue TOHATUHN €AUHUIIA YIeTa U CAMHUIIA XPAHCHUS UIESHTUYHO.

Hroro no onucu el. Xp.
(uudpaMu U NPONKCHIO)

cTpaxoBoro (oHaa Ha e
(tudpaMu ¥ TPOITHUCHIO)

HanmenoBanue [Tognuce Pacmm¢poska noanucu

JOJKHOCTH

paboTHHKA

JlaTa

Ilpunoowcenue N 37a

kn.n 5411 56.1.2 56.3.2

OITMCh CTPAXOBOI'O ®OHJIA JOKYMEHTOB HA BYMAYHOM OCHOBE,
N3I'OTOBJIEHHOI'O HA MUKPO®UIITAX

N Howmep Howmep | KonnuecTso en. KomnuectBo Hara [Ipumevanus
I/I| TOCTYIUIEHMS B | Jena | Xp. (MUKpO(UII) KagpoB B €1. y4. | KOMUPOBAHUS
KHHTE ydeTa CTPaxoBOTO CTPaxoBOTO
MIOCTYIUIEHUH ¢donga ¢doHna
1 2 3 4 5 6 7
HToro no onucu e/l. y4. (OTCHSTBIX AeN),

(undpamu 1 MPoONUCHIO)
enl. Xp. (MUKpodHI)
(undpamu 1 MPoONUCHIO)

HanmMeHnoBanue [Moanuce Pacmm¢poBka noanucu

JOJIKHOCTH

paboTHHKa

JlaTa
Ipunoowcenue N 38
kn.n 54.1.1 55.1

KAPTOYKA ®OHIA

Hara nepBoro Jlata monydenust |ApxuBHbli MECTO N donga

MOCTYIUIGHUsI ~ KapTO4kH (poHsa B (opraH XPAHEHUA


http://www.zakonprost.ru/content/base/part/324118
http://www.zakonprost.ru/content/base/part/324118
http://www.zakonprost.ru/content/base/part/324122

dbonma (GhOHIOBBIN KaTaJIOT OOHJIA
dbopMa cOOCTBEHHOCTH

CPOK XpaHEHUs (TOJBKO IS
HETrOCYIapCTBEHHOW YaCTH
ApxuBHOTO (hOHIA
Poccutickoii @enepatiim)

Kpaitnue natsl kaxaoro HazBanuss HA3BAHUE ®OHIIA
donma

o0beM poHa  TOIBI
Ha | sHBaps

KOJIMYECTBO €]1. XP.
/ TOKYMEHTOB

B T.4.
HEOIIMCAHHBIX €]1.
Xp. / JOKYMEHTOB /

JINCTOB

HMEIOIINX

CTPaxOBbI€ KOIHU

el. Xp.

Obopomuas cmopora
Haspanue onucu, annorauus | Hau. Kon. |Ha3Banwme ommcwH, annoranus | Hau. Kom.
JIOKYMEHTOB roapl | TOMIBI JIOKYMEHTOB roapl | TOOBI
1 2 3 4 5 6

[Ipexxuuii Homep dpoHa
[Ipumeuanue:
HanmenoBanue Iloamuce PacimmdpoBka nmoanucu
JOJDKHOCTH
paboTHUKA
Jara

Ipunoowcenue N 39
kn.n 54.1.1 551

CBEAEHUA Ob USMEHEHUAX B COCTABE U OFbEME ®OHJIOB

N Home HasBan | Iloctymuio Br16b110 Obuee konuyectBo HWmeronm | [Ipumeuan
o/ p ue en. Xp. B poHJIE Ha X ne <*>
n (¢oun | honga 01.01. CTpaxoB
a Ha3BaHHE |T'OJ | Ha3BaHWE |rOJl |  BHECEHH HE bIC
OIMCH, | Bl | OIHKCH, | Bl BIX B |omucaHHpl  KONHMH
AHHOTAIA AHHOTAIN ormucH ef. X em. Xp./ | €A XPp.

o o Xp. | JOKYMEHT
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JOKYMCHT JOKYMCHT OB
OB OB

1 2 3 4 5 6 7 8 9 10 11

<*> B npumMeuanuu ykasbiBaercs opma COOCTBEHHOCTH, CPOK XpaHEHUS
JOKYMEHTOB (TOJIBKO JIJIs1 HerocyAapcTBEeHHOU yacTu ApxuBHoro gouaa Poccuiickoit
®enepannn), a TakKe KOJIUYECTBO MOCTYMUBIIUX HUIH/H BHIOBIBIIUX J€JT IO KAXKIOMY
(GoHIly U aKT, HA OCHOBAaHUHU KOTOPOIO IIPOU30IIJIO U3MEHEHUE B 00beMe (hoHA.

Hroro: 3a MTOCTYITHIIO ¢dboH0B, ed. Xp. / TOKyMEHTOB /
JIMCTOB
BEIOBLITO boHIOB, el. Xp. / JIOKYMEHTOB /
JTUCTOB
CO3/IaHbI CTPAXOBbIE KOMUU Ha el. Xp.
Ha 01.01. T. B apXHBE 10 CIUCKY (OHIOB YHCIATCS ¢ | 110 N
N
HOMEpPOB (OHJIOB, B TOM YHUCJIE:
HOMEPOB, YUCIISIIUXCS B HATUYUH dbonmoB el. Xp. / JIOKyMEHTOB /
JTUCTOB;

HOMCPOB q)OH[[OB, MNEpCAaHHbIX U O6”I)GI[I/IHGHHBIX (I[OKYMGHTI)I KOTOPLIX UCITIOJB30BAJIMCh U
HOMCp 3aHUMATb HCJ'IBSFI)

yTpaueHHBIX ¢oH10B

CBOOOJHBIX HOMEPOB

Jupekrop IToanuce Pacmm¢poBka noanucu
JlaTa

Lpunoorcenue N 40

kn.n 351 552 5521,
55.6.1,559.1,6.1.7.1,
6.1.7.3,6.1.7.4,6.1.7.5,
6.1.7.9

AKT ITPUEMA - ITEPEJAYN JOKYMEHTOB HA XPAHEHUE

Dopmam A4 (210 x 297)

YTBEPXIAIO YTBEPXIAIO
(HaMMeHOBaHUE JTOJKHOCTHU (HaMMEHOBaHUE JTOJKHOCTU
PYKOBOAMTEIIS OPraHU3aLUU - PYKOBOAMTEIIS OPTaHU3ALUH -
CAAaTYUKa) MIPUEMILIUKA)
[Monnmucs  PacmmgpoBka noanucu [Tonnucy  PacmmdpoBka noanucu
Jara [Teuats Jara [Teuatp
AKT


http://www.zakonprost.ru/content/base/part/324134

(mara)
npuemMa - nepeaavyn J0KyMeHTOB
HA XpaHeHHne

(ocHOBaHME MEepeadm)

(Ha3BaHMeE TIepeaBaeMoro (poH/Ia)

caai,
(Ha3BaHUE OpPraHU3alMU - CIATYMKA)
a MIPUHSIT
(Ha3BaHUE OpPraHU3alMU - IPUEMIIIHUKA)
JOKYMEHTBI Ha3BaHHOTO (DOH/Aa U HAYYHO - CIIPABOYHBIN anmapaT K HUM:
N Hassanue, Homep KonnuecTBo 3K3eMILIIpOB KomnuectBo en. IIpumeuanus
/i OMHUCH OMHUCH Xp.

1 2 3 4 5)
Wroro npunsaro el. Xp.
@oHy IPUCBOEH HOMEP
Ilepenauy npoussenu: [Ipuem npowussenu:

[Moanucs Paciuudposka ospkHOCT [loanuce Pacimmmgposka
HoskHocTs : HOIIHI/I((}I)/Ip : : HOIIHI/I((:II)/IP
[ara
N3meHeHus B y4eTHbIC JOKYMEHThI BHECEHBI
TlOMKHOCTS [Tonnuce Pacmmgposka
MOAUCH
JlaTa
Ipunoocenue N 41

kn.n 551, 5561, 6.1.7.6

AKT ITPUEMA HA XPAHEHUE JOKYMEHTOB JIMYHOI'O
[NPOUCXOXJIEHUA

Dopmam A4 (210 x 297)

(HasBaHMe T'OCYHAapCTBEHHOT'O apxuBa)

AKT YTBEPXIAIO

(mara) IupexrTOop

IIprueMa Ha XpaHeHMe IOOKYMEHTOB (HaBBaHMe
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JIMUHOT'O IIPOUCXOXIOEHUA

TOCYHOAPCTBEHHOTO apxXuBa)

[opnuce Pacumbpporka nomnmucu

IDaTa

Mel, HMXenonnmcasumecsd,

(HamMmeHOBaHMe pnoJspkHocTey, @.M.0. pabOTHUKOB)

COCTaBMJIM HACTOSAWMUMA axkT B TOM, UTO Ha XPaHeHMre B I'OCYIHapCTBEHHYIO

CODCTBEHHOCTL, Ha BPEMEHHOE, B TOM UMCJIE IOEIIO3UTapHOE XPaHEHUEe

(HyXHOEe TOIYEPKHYTH)

IIPMHATE OOKYMEHTEI

(obmasa xapaKTEepMUCTUKa HOOKYMEHTOB)

B KOJIMUECTBE en. xp. , IOOKYMEHTOB (JIMCTOB) .

OcHOBaHUE :

HamMeHOBaHME

JOJIXHOCTU

paboTHuKa lNomnuce PacumdppoBKa IOONUCK

HamMeHOBaHMUE

IJOJIXHOCTU

paboTHuKa llomnuce PacumdppoBKa NOONUCK



ITaTa

VIzMeHeHra B yUeTHHE IOKYMEHTH BHECEHE

HamMeHOBaHUE
OOJIKHOCTHU

paboTHUKA [lomnmce Pacumbpporka nomgnmucu

ITaTa

Ipunooicenue N 42
Kn.n 552 6157

AKT O BbIZIEJIEHWN K YHUYTOXEHUIO JTOKYMEHTOB, HE
HOJUIEXXAITINX XPAHEHUIO

Dopmam A4 (210 x 297)

(Ha3BaHME TOCYIaPCTBEHHOT'O apXUBa)

AKT YTBEPXIAIO
N Jupektop
(mata) (Ha3BaHME TOCYIaPCTBEHHOTO
apxuBa)
0 BBIICJICHUH K IToanuce PacimmgpoBka noanucu
YHUYTOKEHHIO
AOKYMEHTOB, He MOAIe:KAUX Jara

XPaHeHHI0

K yHHUYTOXEHHIO0 OTOOpaHbI: TOKYMEHTHI poHma N
(na3Banue GoH/A)

Ha OCHOBaHUU:
(CCI)IJ'IKI/I Ha HOPMATHUBHO - METOANYCCKUC
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JOKYMCHTBIL

JUIsl IPOBENIEHUS DKCIIEPTU3BI)

N | HasBanus rpynn | Kpaitnue | Homepa |Howmepa en. xp. | KommuectBo [Ilpumeuanus

n/n JIOKYMEHTOB JaThl OIUCeH 0 OTIHCSM ell. Xp.
1 2 3 4 5 6 7
YToro :ﬁl. Xp. r0J1(bI)
(mudpamu u
IIPOIUCHIO)

KonunuecTBo en. Xp., KpailHUE 1aThl U KpaTKas XapaKTepUCTHKa TOKYMEHTOB,
OCTAIOIIMXCS HA XPAHEHUU

3aBe1yIOUINi OTAEIOM [Tonnuce Pacmmgposka
(apXMBOXPAHUITUIIIEM) MOJMTUCHU
JIOKYMEHTBI CITaHbI

(Ha3BaHUE OpraHU3alnN)

Ha nepepaboTKy 110 IPUEMO - N
CHATOYHOU HaKJIagHOH

(mara)
(moamuck xpanuTens GOHIOB)
W3MeHeHus B yueTHbIE JOKYMEHTbI BHECEHbI

Haumenosanue [Tonnuce Pacmmgposka
pabOTHHKA
YTBEPXJIEHO COI''TACOBAHO
IIporoxon SIIK ITporoxosn SMK

(HanMeHOBaHUE (Ha3BaHUE apXMUBa)

ApXUBHOTO OpraHa, apX1Ba)
oT N oT N
Ipunooicenue N 43

Kn.n 5352 5562 6.1.7.6

AKT BO3BPATA JOKYMEHTOB CObCTBEHHUKY

dopmaT A4 (210 X 297)

(Ha3BaHMEe TOCYIAapPCTBEHHOTO apxuBa)

AKT YTBEPXIAIO
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(mara) IvpexTop

BO3BpaTa OOKYMEHTOB COOCTBEHHUKY (HazBaHuUe

TOCYHOAPCTBEHHOTO apxXuBa)

[Mopnuce Pacumbpporka nomnmucu

OaTa

Mel, HMXeNoOnmcaBlMeCcHd,

(HamMeHOBaHMEe noJokHocTey, O©.M.0. pabOoOTHUKOB)

COCTaBMUJIM HACTOSWMM akKT B TOM, YTO IIPM OIMCaHUMN q_)OH,Ha N

(HazBaHMe ¢QoHIa)

OBLJIM BBEIOEJIEHEl OJIS BO3BpaTa COOCTBEHHUKY

crlenymire KaTer'OpuM IOKYMEeHTOB:

(T/ISJ’IaI‘aeTCH KpaTkKad XapaKTepUuCTruKa IOTOKYMEeHTOB U IIPUUVMH MX BO3BpaTa

CO6CTB€HHVIKY: I[y@J'IeTHbIe OK3EeMIJIAPE, IOOKYMEHTEl, He M MeK e

KYJIbTYPHOM M UCTOPUUECKOM LEHHOCTM U IOp.)

Bcero: en. xXp. IOKYMEHTOB (JIMCTOBR)

HamMeHOBaHUE

IJOJIXHOCTU

paboTHuKa llomnuce PacumdppoBKa IOONUCK



HamMeHOBaHME

OOJIXHOCTU

paboTHUKA [lomnmce

JOKYMEHTH I[1OJIyYeHE

[loanuck CcoOCTBEHHUKA

OaTa

VI3sMeHeHUs B YUYeTHEIe IOTOKYMEHTEl BHECEHEL

HamMeHOBaHMUE

OOJIXHOCTU

paboTHMKA [loonuce

IDaTa

Pacumbpporka nomnmucu

PacumdpoBka MNOANUCU

PacumppoBka NOONMUCHU

Ipunoowcernue N 44
kn.n 552 848

AKT Ob U3BATUN NOJJIMHHBIX EAVUHUIL XPAHEHUA, JOKYMEHTOB

Dopmam A4 (210 x 297)

(Ha3BaHME TOCYaPCTBEHHOT'O apXUBA)

AKT YTBEPX/IAIO
N Jupektop
(mata) (Ha3BaHHE TOCYIaPCTBEHHOTO
apxuBa)
00 M3BATHH MOIIHHHBIX [Tomamnuce PacmmpoBka moanvcu
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CAUHUI

XpaHeHMsl, JOKYMEHTOB [ara
B pesynbrare
Ha OCHOBaHUU
u3bATO U3 poHga N
(na3Banue GoHaa)
Homep Homep en. | 3aronoBok en. | Homepa u3bATbix HaszBanue uspsaToro
OMKCH Xp. Xp. 1. JIOKyMEHTA

1 2 3 4 5
Wroro en. xp., JIUCTaX
U3bATO JJOKYMEHTOB Ha

(uuppamu n (uudpamu u
MIPOTTUCHIO) MIPOITHCHIO)
B3aMeH U3bATBHIX €AMHUL XpPAHEHUS, JOKYMEHTOB B BKJIFOUEHBI (Hyx)HOE
¢doHnp, nemno IOTYEPKHYTH )
(HE BKJIFOUEHBI)
WX KOITUU JUL.
Ha
(1mudpaMu ¥ IPOITHCHIO)
3aBeAyIOIIMi OTAEI0OM [Toanuce PacimmdpoBka noanucu
JlaTa
3aBeAyIOMIMI XpaHUIUIIEM [Toanuce PacimmdpoBka noanucu
JlaTa
I'maBHbII XpaHUTENh POHIOB IToamuce Pacmm¢poBka nognucu
JlaTa
M3MeHeHus B yUeTHbIE JOKYMEHThI BHECEHBI
Haumenosanue IToanuck PacimdpoBka nmoanucu
JOJKHOCTH
paboTHUKa
Hara
Ipunooscenue N 45

kn.n 553 852 869

AKT O PASJAEJTEHUN, OB BEJAUHEHNN JEJI, BKIIIOYEHWUU B JIEJIO

HOBbLIX TOKYMEHTOB

AKT

(mara)

Dopmam A4 (210 x 297)

(Ha3BaHME TOCYaPCTBEHHOT'O apXUBA)

YTBEPX/IAIO
N Jupektop
(Ha3BaHME TOCYAAPCTBEHHOTO
apxuBa)
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0 pas3aesieHnH, 00beIUHEHUM e, [Toanuce Pacmmmdposka moanucu

BKJJIKYC¢HHUH B 1€/10 HOBBIX I[aTa
AOKYMCHTOB

(Hy»HO€ IOJTYEPKHYTh)
@®oux N
HazBanue dhonna
B xone
(ykaszatb BUJ pabOTHI)

MIPOM3BENICHO pa3jeiiecHne, 00beTUHEHUE T ,
BKJIFOUCHUE B JICJIa HOBBIX IOKYMEHTOB

N | Homep onucu, | 3aronmoBok | KommdectBo Hossie HoBoe [Ipumevanus
I/ | HOMeEp Jena nena JHUCTOB g pol KOJIMYECTBO
JUCTOB
1 2 3 4 5 6 7

B pPe3yiabTaTe KOJIUYCCTBO ACII (I)OHI[a YBCJINYHIIOCH (YMGHBIJ_II/IJ'IOCB) Ha

(mudpamMu 1 IPOIUCHIO)

HanmenoBanue [Moanuce Pacmm¢poska noanucu
JOJKHOCTH
paboTtHUKa

[ara
N3menenus B YUCTHBIC TOKYMCHTBI BHCCCHBI

HanmenoBanue [Moanuce Pacmm¢poska noanucu
JOJKHOCTH
paboTHUKA

Jara

IIpunoowcenue N 46
kn.n 5513 553, 55.6.2

AKT OIIMCAHU A JOKYMEHTOB, TIEPEPABOTKH OITMCEN

dopmaT A4 (210 X 297)

(HasBaHMe T'OCYHAapCTBEHHOT'O apxuBa)

AKT YTBEPXIAIO

(mara) IvpexrTOop

OnmMCaHmUs IOOKYMEHTOB, (HazBAHUE
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nepepaboTKM ONMUcCeM

(HYyXHOE IOOUEPKHYTH)

Iloomnmce

HaTa

®doHno N

TOCYOAPCTBEHHOTO apxXuBa)

PacumdpoBka MNOONUCU

(HazBaHMe ¢QoHIa)

[Io coCcTOSgHMIO Ha

(maTa Hadaja paboTH)

B QpoHme N

10 Yy4YEeTHEIM

IOaHHEIM UYMCJIMIJIOCH onmcen, en. xp.,

IOOKYMEHTOB, JIMCTOB POCCHINIM 3a TOXHL.
Iia paboTel [NOJIydeHO: O omnmcm N en. xXp.
HEOINMCAaHHEIX en. xXp., IOOKYMEHTOB, JICTOB.

B pesyinbTare TP OM3OIIN

(HamMeHOBaHMEe PabOTH)

— BBIOEJIEHO He IojieXallX XPaHEeHUIO

crylenymumme M3MEeHEHUAd:

— BO3BpalleHO CO6CTB€HHMKY

- IepelaHO B HAYYHO — CIPaBOUHYK OUOIMOTEKY

— IlepenaHo B OpyIlTue @OHHH apxXmBa

- IepelaHo B IpyIMe apxXMBH

- 0OBenoMHEHO C IpyIrrMm exn.

- chopMMPOBAHO M3 POCCHIIN

— HOCTYyNWUJIO M3 IOPpYyI'Mx QOHIOB

en. xp.
en. xp.
en. xp.
en. xp.
en. xp.
Xp. en. xp.
en. xp.
en. xp.

— BKJIOUEHa IepecOoCTaBJIEHHAaAd OIMCHb

BHOBBE cocTaBJjieHB onmcu N Ha

neJ1




[Io COCTOSAHMI Ha B QpoHme N

(naTa 3aBepmeHusa pPabOTH)
UM CIIUTCSA onmuceu, en. xp. 3a TOIH.

[lpoBeneHH cJenywuye BUOL padoT:

(mepeumcyngTCa NpoleJlaHHBEe BUIE padoT)

CocTaBJIEHO IJiId MMEHHOTO KaTajiora KapTodekKk

oJId CHUCTeMaTUM4YeCKOI'O KaTaJjior'a KapTouek

K ommcsam gmen doHIA COCTABJIEH CJENyNMI CIPAaBOYHBI annapart:

(IepeuncanTb, KakKoM MMEHHO)

PaboTy BHIIOJIHAJINM

(HaMMeHOBaHMe OOJIXHOCTU pa@OTHMKa, nonrnmcsob, pacmw@pOBKa HOHHMCM)

PaBboTy NPMHAJ 3aBeOylmuy OTIEJIOM

(momnuce, pacumdppoBKa IOIANUCHK)

IDaTa

KapTOQKM IJid KaTajJior'a IIPMHAJ

3aBenyoumii OTIEeJIOM




(momnmmchk, pacumdpoBKa IMIOIMINNCH)

DaTa

IJOKYMEHTEL @OH,Ha M HAY4YHO -— CHpaBO‘:IHbHZ arrapaT INIPpVMHAJI

XpaHuTesib QOHIOB

(momnmmuchk, pacumdpoBKa MIOIMNNCH)

OaTa

VI3sMeHeHUs B YUYeTHEIe IOTOKYMEHTEl BHECEHEL

HamMeHOBaHMUE

JOJIXHOCTU

paboTHUKA [lonnmce PacumppoBka NOONMUCHU

HaTa

COT'JIACOBAHO

[IpoToxkos 3IIK

(HaMMeHOBaHUE

APXMBHOT'O OpTaHa, apxuea)

oT N




Ilpunoowcenue N 47

Kn. 5552
AKT O PACCEKPEUYMBAHUWN JOKYMEHTOB
Dopmam A4 (210 x 297)
(Ha3BaHME TOCYaPCTBEHHOT'O apXUBA)
AKT YTBEPXIAIO
N Jupekrop
(mara) (Ha3BaHME rOCyIapCTBEHHOIO
apXHBa)
0 pacceKpeurBaHUH [Tonnuce PacimdpoBka noanucu
AOKYMEHTOB
¢onga N [ara
Komuccus
(Ha3BaHUE KOMHCCHUH)
poTokos N ot 00.00.00 paccexpermia 1okyMeHTHI (hoHmIa N
(na3Banue GoHa)
N 'Homep Komunuectso Howmepa en. xp., Howmepa en. xp., [Ipumeuanus
II/T1 | OIMCH | PACCEKPEUCHHBIX €. | PACCEKPEUCHHBIX pacceKpeyeHHBIX
Xp. MIOJIHOCTBIO <*> | YaCTUYHO, C YKa3aHUEM
IIOJIHOCTBIO |YaCTUYHO HOMEPOB
HEPACCEKPEYCHHBIX
JIMCTOB
1 2 3 4 5 6 7
<*> He nomyckaercs mepeyrcieHne HOMEPOB €1I. Xp. Yepe3 TUpeE.
Hroro paccexkpeueHo ell. Xp. (OJTHOCTHIO)

(undpamMu U IPOIHUCHIO)

3a
(XpOHOJIOTMYECKHE PAMKH TOKYMEHTOB)
e/l. Xp. (4acTH4HO) 3a
(XpOHOJIOTMYECKHE PAMKH JOKYMEHTOB)
Haunmenosanne [Tognuce PacimmdpoBka noanucu
JOJIKHOCTH
paboTHHKA
[IpuHATO HA OTKPHITOE XpaHEHHE en. Xp.
(unpamMu U IPOIHUCHIO)
B
(XpaHumnuie)
HaumenoBanue [Monnuce Pacmm¢poBka nognucu

JOJIXKHOCTH
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paboTHHKA
Hara
H3MeHeHus B yueTHbIE JOKYMEHThI BHECEHBI

Haumenosanue [Tognuce PacimmmdpoBka noanucu
JOJKHOCTU

paboTHHKA
JHara

IIpunoowcenue N 48
Kn. 6.1.3.3

CHUCOK OPTAHMU3AIIMIA - UCTOYHUKOB KOMIJIEKTOBAHW I
TOCYJAPCTBEHHOT'O APXUBA

N Nunekc | HammeHnoBaHue ®dopma ®opma npuema | [Ipuem | I[lpumeuvanus
I1/T1 OPTaHU3AIMK | OPTraHU3allid | COOCTBEHHOCTH | JIOKYMCHTOB: HTU, <FES
<*> (rocynapcrs., nonmHas - 1, | KODJ[| (u3meHeHus
HErocyJapcTB.) | BBIOOpOYHAsS pemenuit D11IK,
noBupoBas - 2.1, HOMED U JlaTa
rpymmosas - 2.2) MPOTOKOJIA)
1 2 3 4 5 6 7

<*> CoCTOUT U3 OPSIKOBOIO HOMEpa pasjiena (YKpymHeHHas OTpaciib) U (depes
nedrc) mMopsIKOBOrO HOMEPA OpraHU3aIMH BHYTPH pa3zcia.

<**> Jlns HErocy1apCTBEHHBIX OpraHU3alMi yKa3bIBACTCs HaJMUUE WM OTCYTCTBHE
3aKJIF0YEHHOTO C HEW COTJIALICHMUS.

Wrtoro o cocrostamto Ha 01.01.2000:

Bcero opranuzanmii B . B 1.4. o Bunam rocynapcts. | . B 1.4. no popmam 1
CIIHCKe COOCTBEHHOCTH: npuema:
HErocyapc 2.
TB. 1
2.
2
Haumenosanue [Tonnuck PacimmmgpoBka noanucu
TOJKHOCTH
paboTHHKA
COI'JTACOBAHO
[Iporokon DIIK
(HauMeHOBaHHE apXUBHOI'O OpPraHa)
oT N
Ipunoowcenue N 49
Kkn. 8.4.1

KYPHAJI PETUCTPAITMN OBPAIIIEHWM TPAXJIAH
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TUTYIBHBIN JINCT )KypHAJIA pETUCTPALIUN
oOpalreHuit rpaxaaH

N  Hara @.1.0O. Conmepxanue Pesynbrar oOpamenus | Peructpamuonnsiii [Ipumedanus
/Tl IpreMa oOpameHust | (JaHa KOHCYJIbTAIHS, HOMED 3ampoca B <*F>
MPUHSTO IS KaHLEJISIpUU apXuBa
WCTIOTHEHUS 110
JIOKyMEHTaM apXuBa
IIMCBMEHHOE 3asIBJICHUE,
BbI/IaHa apXUBHAas
CIIpaBKa M MpoY.)

1 2 3 4 5 6 7

<*> B cnmydae nmosy4eHus 3asBUTEIEM apXUBHOW CIIPaBKH UM KOMUU JTOKYMEHTa Ha
PYKH B CTOJIE CIIPABOK B ATOM rpade OH PaCIUCHIBACTCS B UX MOJyUYCHUH.

Ilpunoscenue N 50
Kn. 8.4.6

APXNUBHASA CITPABKA

dopmaT A4 (210 X 297)

(Ha3BaHMEe TOCYINAapPCTBEHHOTO apxuBa)

Anpecart

(IOUTOBHIM MHIEKC, aIpec,

TenedpoH, dbakc apxuBa)

APXVBHAA CIIPABKA

N

(nara)

Ha N oT
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Pyxkoromuresnrs apxmpBa

[onnmce

[leuaTshb

LIITAMII "ATTOCTUJIB"

APOSTILLE <*> AIIOCTWUIIb
(CONVENTION DE LA HAYEDU 5 OKTOBRE 1961
TAATCKAA KOHBEHINA OT 5 OKTABPA 1961 T'.)

Poccuinickasa demepaumnsa
HacToAmMY OOULIMAJIbHENM OOKYMEHT
IllopnmcaxH

Pacumbpporka nomnmucu

Ilpunoowcenue N 51
Kkn. 84.6.3

(bammnms)
BricTynamomyM B KadecTBe

(DOJIXKHOCTE )

CerHﬂeH I1e4aThbIo / mTaMIIoOM

(obmruMarbHOE Ha3BaHME yUPEeXIeHUHd)

YIOOCTOBEPEHO
B rTopone 6.

(maTa umndpamm)

(baMunuss, OOJIKHOCTH JIMIla)

(HazBaHMe yYooCcTOoBepAKeIro opraHa)

8. 3a N
9. MecTO mneuvaTu 10.

IToonmce

IIpunoowcenue N 52
kn. 8.12

KAPTOYKA PETUCTPAIIMN 1 YUYETA UCITOJIHEHW A 3AITIPOCA

Jlata u nuaAEKC

3ampoca (Hucx.) MIPU TIOCTYIUJICHUHU

ABTOp 3ampoca
Conepxanue 3amnpoca

Llenp 3ampoca
Llens ncnons30BaHUS

I[aTa U UHACKC TOKYyMCTa I[aTa 1 MHACKC

Bug nmoaroroBieHHOro

OTBETA nH(}OPM. TOKYMEHTa

(TODUT., HAPOAHOXO3., COII. -
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KYJbT.)
(HY’>XKHOE TIOTYEPKHYTH)
Kyna nanpasieH HenpoHIbHBIN

3arpoc
HanmeHoBaHME TOJDKHOCTH paOOTHHKA Xapakrep oTBeTa  |(IIOJIOKUT., OTPHIL. )
[Tognucey  PacmmdpoBka moanucu (HY>XKHOE TIOJTYEPKHYTh )
Jata
Obopomuas cmopona
Howmepa ncnonp30BaHHBIX (DOHIOB U 1T
®oug N Ommcs N Hemo N 1. N
OTtBeT moamut (HOMep Jiena)
HanmenoBanue [Tognuce Pacmm¢poska noanucu
JOJKHOCTH
paboTHHKA
JlaTa
IIpunoowcenue N 53
kn. 8.12
JKYPHAJI PETMCTPALIMU ITOJb30OBATEJIEN U X JIMYHBIX AEJ
Hauar
OxoHYeH
TUTYIBHBIN JIUCT KypHaJa pETUCTPallN
MOJIb30BATENICH U UX JIMYHBIX JIE]
N damunus, ums, Howmepa nuuHbIX gen Howmepa nuunbIx nen
n/n OTYECTBO IOJI30BaTEIICH, MOJIb30BaTENEH, OOPATUBIINXCS
MOJIb30BaTeNs 3aperuCTUPOBAHHBIX BIIEPBBIC MTOBTOPHO
1 2 3 4
Ipunoowcenue N 54
kn. 8.12

KAPTOYKA VUETA TTIOJIb30BATEJIEW U TEMATHUKU UCCJIEJOBAHUN

Dopmam A5 (148 x 210)

ﬂuueeaﬂ CmopoHa
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(Ha3BaHME rOCYIaPCTBEHHOTO apXHUBA)
KAPTOUYKA YUETA HHOJIB3OBATEJIEH U TEMATUKH UCCJIEJJOBAHUM
Tema uccnenoBanus (Ha3BaHHE, XPOHOJIOTHUECKUE PAMKH )

Howmep smmunorO

damMunus, 1.0. KCCIEI0BATEIA
Jena

Z[OJ'DKHOCTB, yuc€Has CTCIICHb, 3BAHUEC

Kem koMaHaupoBaH Bpewmst paboTbl

Llens 3anaTus

Obopomuas cmopona

HOMCpa HCIIOJIb30BaHHBIX (bOHI[OB n aci1

Do N Omuce N Jeno N
Hanmenoanue [Monnuce PacimdpoBka noanucu
JOJKHOCTH
paboTtHUKa
[ara
Lpunoowcenue N 55
kn. 8.13.1.1

3AKA3 HA KOITMPOBAHUWE JOKYMEHTOB

<*> Jlnst TOKyMEHTOB Ha OyMa)XHOW OCHOBE.

CTpyKTypHOE Moipa3iciicHIe
damunus 3aka3unka
Anpec, TenedoH

OcHoBaHue
(3anpoc N u nara, 3asBlieHUE TIOJIb30BATENS,
COTPY/AHHUKA apXuBa, J0TOBOP, CIyxkeOHOe 3a7aHune)
Tema
KonnuecTBo kagpoB, TUCTOB dopmar Tupax

B COOTBCTCTBHU C IICPECUHEM:

N |Homep | Homep I'om Homep ' Homepa | KonnuectBo Kpatkoe [Ipumeuanue
n/n | GoHa | ONMUCH Jena | JIMCTOB C JIMCTOB coJlepKaHUe WIN
obopoTom YKa3aHHE COCTaBa
JIOKYMEHTOB

Oco0bIe OTMETKH

JIOKyMEHTBI HE CO/IepKAT CBEEHUN OTPaHUYEHHOTO JOCTyNa
3aKa3umK Jlata
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(monmucek) (pacmudpoBka moamucy)

PykoBoauTens CTpyKTYypHOTO

[IOAPA3ACIICHUS Hara
(moamnuce) (pacmudpoBKa MOAMHCH)
3aka3 nIpuHsII Hara
(moamnuce) (pacmudpoBKa MOAMHCH)
3aka3 moJyqu Jara
(moamnuce) (pacmudpoBKa MOAMHCH)
IIpunoorcernue N 56
kn. 8.13.1.2
KYPHAJT YUETA 3AKA30B HA KOIIMPOBAHUE JOKYMEHTOB
N 3akazuuk  CTpykTypHOE KomnyectBo | IlouckoBeie | KommuecTtBo Hara
n/n 10JIpa3ieieHue JIUCTOB, JTaHHbIE 9K3EMIUISIPOB | IOCTYIUICHUS
apxuBa, KagpoB M/p | TOKYMECHTOB 3aKasa

HallpaBHUBLIICC 3aKa3

Ilpasas cmopona pazeopoma

JlaTa ucnonHeHus 3aka34uKy nepeaaHo OtmeTKa 0 MOTyYCHUH [Tpumeuanue
3aKasa JHUCTOB| KaJpOB Ipyroe (mozmuck, nata)
M/

CIHMCOK UICTOYHUKOB 1 HOPMATHUBHO - METOJMYECKOU
JINTEPATYPBI
1. 3aKOHOIATEABHBIEC AKTHI, IOCTAHOBJIECHUS IPABUTENLCTBA

1. Koncturymms Poccutickoit @eaepanuu. M., 1993.

2. I'paxxnanckuii kogekce Poccuiickoit @enepanuu. M., 1996.
3. YronoBHsIil konekc Poccutickoit @enepanuu. M., 1996.

4. OcHoBHI 3ak0HOIaTeIbCTBa Poccuiickoit denepanum "OO0 ApxuBHOM (oHJIE
Poccuiickont @enepanuu u apxuBax" N 5341-1 ot 07.07.93.

5. 3akoH PCOCP "O peabuiuranuuu *epTB NOTUTHUECKUX perpeccuil” oT 18 okTs0ps
1991 r. // Benomoctu Cohezna Hapoansix nemyratoB PCOCP u BepxoBhoro Cosera
PC®OCP. 1991. N 44 (31 oxr.). Ct. 1428.

6. 3akoH Poccuiickoit denepannu "O rocynapcrsennoit taiine" N 5351-1 ot
09.07.93 (pen. ot 15.07.95).

7. 3axoH Poccuiickoit @enepanyu "O BBO3€ U BBIBO3€ KYJIbTYpPHBIX LIeHHOCTEN" N
4804-1 ot 15.04.93.
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8. ®enepanbHblii 3aK0H "OO0 uHbopManu, UHPOPMATU3ALNH U 3ALIUTE
uHopmamuu" N 24-3 ot 20.02.95.

3axon npocm: B ceazu c ympamoit cunvt @eodepanvrozo 3axona om 20.02.95 N 24-

D3, cnedyem pykosoocmeosamuca npunamoim é3amen DeoepaivHovim
3axkonom om 27.07.2006 N 149-D3

9. ®enepanbHbIi 3ak0H "OO0 y4acTuu B MEKIYHAPOIHOM HH(DOPMAITMOHHOM
oOmene" N 85-d3 ot 04.07.96.

10. ®enepanbhblii 3ak0H "OO0 00s3aTebHOM dK3eMIUIsIpe JoKyMeHTOB" N 77-D3 ot
29.12.94.

11. 3akon Poccuiickoit @enepanuu "OO6 aBTOPCKOM TpaBe U CMEXKHBIX MpaBax'" N
5351-1 ot 09.07.93 (pen. ot 19.07.95).

12. ®enepanbublii 3aK0H "O HayKe U TOCYIAPCTBEHHON HAYYHO - TEXHUYECKOU
nonutuke" N 127-®3 ot 23.08.96 (pex. ot 03.01.2000).

13. ®enepanphbiii 3akoH "O Ooubamoreunom aene” N 78-D3 ot 29.12.94.

14. ®enepanbublii 3ak0H "O My3eitHoM (onae Poccuiickoii deaepannu u My3esix B
Poccuiickoit @enepanmn" N 54-D3 ot 26.05.96.

15. ®enepanpubiil 3akoH "O0 akTax rpaxkaanckoro coctossaus" N 143-D3 ot
15.11.97.

16. Yka3 Ilpesnnnyma BepxosHoro Cosera CCCP "O nopsiake paccMOTpeHus
MPEUIOKESHAM, 3asSBIICHUN | kajto0 rpaxkaan” ot 12.04.68 ¢ n3aMeHESHUSIMU 1
nonosiHeHussMA oT 04.03.80 u ot 02.02.88.

17. Va3 IIpesunenta Poccuiickoit @eneparuu "O06 yrBepxkaenuu [lonoxenus o0
ApxuBHoM ¢onae Poccuiickoit @eneparuu u [lonoxenus o ['ocynapcTBeHHoM
apxuBHOH ciyx0e Poccun" N 552 ot 17.03.94.

18. Yka3 Ilpe3unenra Poccuiickoit @enepannu "Bonpockl MexBe10MCTBEHHON
KOMHCCHH 10 3alIUTe rocyaapcTBeHHou TaHbl" N 627 ot 02.06.2001.

19. Pacnopstxenue IIpaButensctBa Poccuiickoit @enepanuu "OO0 ynydiieHnu
OpraHu3alliy XpaHEeHUsI TOKyMEHTOB 1o JuaHoMy coctaBy” N 358-p ot 21.03.94.

20. [Tocranosnenne Coera Munuctpos - [IpaButensctBa Poccuiickoit @enepanun
"O nopsiike BEAOMCTBEHHOT'O XPAaHEHHSI JOKYMEHTOB U OpPraHU3aluy UX B
nenonpousBoAcTBe N 191 ot 03.03.93.

21. TIlocranosnenue [IpaButensctBa Poccuiickoit @enepaunu "OO ycTaHOBIEHUN
HOPSJKA PAaCCEKPEUYNBAHUS U MPOIJIEHHS CPOKOB 3aCEKPEUMBAHUS ApXUBHBIX
nokyMeHToB [IpaBurensctea PO" N 170 ot 20.02.95.



http://www.zakonprost.ru/zakony/24-fz-ot-1995-02-20-ob-informacii/
http://www.zakonprost.ru/zakony/24-fz-ot-1995-02-20-ob-informacii/#c1d12
http://www.zakonprost.ru/zakony/24-fz-ot-1995-02-20-ob-informacii/#c1d12
http://www.zakonprost.ru/zakony/149-fz-ot-2006-07-27-ob-informacii/#c1d12
http://www.zakonprost.ru/zakony/85-fz-ot-1996-07-04-ob-uchastii-v/
http://www.zakonprost.ru/zakony/77-fz-ot-1994-12-29-ob-objazatelnom/
http://www.zakonprost.ru/zakony/77-fz-ot-1994-12-29-ob-objazatelnom/
http://www.zakonprost.ru/zakony/5351-1-ot-1995-07-19-ob-avtorskom-prave/
http://www.zakonprost.ru/zakony/5351-1-ot-1995-07-19-ob-avtorskom-prave/
http://www.zakonprost.ru/zakony/127-fz-ot-2000-01-03-o-nauke-i/
http://www.zakonprost.ru/zakony/78-fz-ot-1994-12-29-o-bibliotechnom-dele/
http://www.zakonprost.ru/zakony/54-fz-ot-1996-05-26-o-muzejnom-fonde/
http://www.zakonprost.ru/zakony/143-fz-ot-2001-10-25-ob-aktah/
http://www.zakonprost.ru/zakony/143-fz-ot-2001-10-25-ob-aktah/
http://www.zakonprost.ru/content/base/17
http://www.zakonprost.ru/content/base/30678
http://www.zakonprost.ru/content/base/43825
http://www.zakonprost.ru/content/base/3086
http://www.zakonprost.ru/content/base/25978
http://www.zakonprost.ru/content/base/6060

22. llepeyeHb CBeJICHNI, OTHECEHHBIX K TOCYIapCTBEHHOM TaiHe. Y TBEpXKICH
VYkazom Ilpesunnenta Poccuniickoit @eaeparuu N 1203 ot 30.11.95.

23. [lepeueHs cBeaeHUN KOHPUACHIIMATLHOTO XapakTepa. Y TBEpKIEH Y KazoM
[Ipesunenta Poccuiickoit denepannu N 188 ot 06.03.97.

24. Ilocranosnenue [IpaButenbctBa Poccuiickoit denepammu "OO6 yTBEpKACHUH
[TooxeHust 0 rocyJapCTBEHHOM CHCTEME HAy4HO - TexHu4Yeckoi nadopmanuu" // C3
P®. 1997. N 31. Cr. 3696.

25. Ilocranosnenue [IpaButennctBa Poccuiickoit enepammu "OO6 yTBepKACHUH
[TonosxeHust 0 MPOBEACHUH HKCIIEPTU3BI U KOHTPOJIS 32 BEIBO3OM KYJIBTYPHBIX
neHHocre" N 322 or 27.04.2001.

II. 'ocynapcTBEHHBIE U OTPACIEBBIE CTAHIAPTHI, IIPABUJIA

1. TOCT P 51141-98. Jlenonpou3BOJICTBO U apXUBHOE J€JI0. TepMHUHBI U
ONpEelEICHUS.

2.T'OCT 6.10.4-84. YCU. Ilpugaaune :opuaudecKOl CHIbI JOKYMEHTaM Ha
MaITMHHOM HOCHUTEJIC H MaIllMHOTpaMMe, CO3aBacMOM CpeJICTBAMHU BBIYHCIUTEIBHOM
TeXHUKUA. OCHOBHBIC ITOJIOKEHUS.

3.TOCT 7.69-95. CUBUN/I. AynnoBusyanbHble JOKyMEHTbl. OCHOBHBIE TEPMUHBI U
ornpeaeIeHUs.

4.TOCT 7.65-92. CUBU . KunogokyMeHTbI, POTOTOKYMEHTHI U JJOKYMEHTHI Ha
Mukpodopmax. O6mue TpeOOBaHUS K ApXUBHOMY XPaHEHHIO.

5.TOCT 7.68-95. CUBU /1. ®oHo- u BuaeoaokyMeHTbl. OO1I1e TEXHUYECKHE
TpeOOBaHMS K apXUBHOMY XPAaHEHUIO.

6. TOCT. 7.1-84. CUBU /1. bubnuorpaduueckoe onucanue nokymenra. Oouue
TpeOOBAaHMSI U MTPABUJIA COCTABIICHUS.

7. U3amenenue N 1. TOCT. 7.1-84. CUBU /1. bubnunorpaduueckoe onucanue
nokymeHTa. OOmue TpeboBaHus U npaBmiia coctaBieHus. [IpuHsaTo
MesxrocyaapcTBeHHBIM COBETOM IO CTaHAAPTHU3AINH, METPOJIOTHU U CEPTUDUKALINN

(mpotokoi N 15 ot 28.05.99). 3apeructpupoBaHo TexHUUECKUM CEKpETapHaTOM
MI'C N 3286.

8. 'OCT 7.4-95. CUBM]I. U3nanus. BeIxoaHbIe CBEACHUS.

9.TOCT 7.9-95. CUBU /. (MCO 214-76) Pedepat u annoTarus. O6mue TpeOoOBaHUS.

10. TOCT 7.5-98. CUBM /L. XKypnainsl, cOOpHUKH, HH(HOPMALIMOHHBIE U3AAHHUS.
N3narensckoe opopmiieHHe myOIMKyeMbIX MaTepUasoB.
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11.TOCT 12.0.004-90. CCBT. Opranuzanust o0ydeHus 6e3onacHoctr Tpyaa. Oomme
MIOJIOKCHHUS.

12. TOCT 12.1.004-91. CCBT. Iloxxapnas 6e3omacHocTb. O011e TpeOoBaHUS.

13.TOCT 12.2.006 CCBT. Anmapartypa paauodiaeKTpoHHas ObiToBas. TpeboBaHUS
0€30MacHOCTH U METO/IbI HCTIHITAHUH.

14. TOCT 1908-82. bymara konaeHncatopHas. O0IIre TeXHUIECKUE YCIOBUSI.

15. TOCT 4097-78. KopoOku /11 KHHOTUIEHOK, MAarHUTHBIX JICHT ¥ (PUIIBMOBBIX
MaTepuanoB. TeXHUYEeCKHe yCIOBUSI.

16. TOCT 7933-75. Kapton kopoOouHbIii. TeXHUYECKHUE yCIOBHUS.
17. TOCT 9421-80. KapToH TapHbIi IJIOCKUI CKI€EHHBIA. TEXHUUECKHE YCIOBHSL.
18. TTOCT 10354-82. [Inenka nonuatuiaeHoBas. TeXHUYECKUE YCIOBUSI.

19. TOCT 20283-74. CepaeyHUKH Ui HAMOTKM MAarHUTHOM JIEHTHI IUUpUHOU 6,30
MM. TeXHUYECKHE yCITOBHUSI.

20. I'OCT 7.48-90. Konceppanus 10KyMeHTOB. OCHOBHBIE TEPMHUHBI U ONIPEACIICHUS.

21.TOCT 13.1.002-80. TpeboBanus K JOKyMEHTaM, MOJICHKAIIIM
MUKPO(DUIBMUPOBAHHUIO.

22.TOCT 13.1.101-93. MukpoduibM T0KyMeHTa Ha MpaBax noaauHHuKa. [Topsmnok
U3TOTOBJIEHUS, YUETA, XPAHCHHS U IPUMEHEHUS.

23. T'OCT 24863-87. Maruutodons! 6piToBbIe. OOIIHE TEXHUUECKUE YCIOBHSL.

24. JlokyMeHTbI Ha OyMaXHBIX HOCUTeNsIX. [IpaBuiia rocy1apcTBEHHOTO XpaHEeHUSI.
Texunueckue TpedoBanus. OCT 55.6-85.

25. JIokyMeHTBI Ha IJICHOYHBIX HOcUTENsX. [IpaBuia rocyapCTBEHHOTO XpaHEHUS
OPUTHHAJIOB U CTPaXOBBIX KOMUN KMHOJIOKYMEHTOB M MUKPO(HIEMOB CTPaxoBOTO

donna. Texunueckue tpedoBanus. OCT 55.1-84. (mpukaz ['maBapxua CCCP ot
13.07.84 N 214).

26. ®otonokymeHThl. [IpaBriia rocy1apCTBEHHOTO XpAHEHUSI OPUTUHAIIOB U
cTpaxoBbIX konuil. Texunyeckue TpedoBanus. OCT 55.2-84. (npuka3 ['naBapxuBa
CCCP N 214 ot 13.07.84).

27. ®oHonokymeHTHI. [IpaBuia rocy1apCTBEHHOTO XpaHEHUSI OPUTHHAIIOB U
cTpaxoBbIX Konuid. Texunueckue TpedoBanus. OCT 55.3-84. (npuka3 ['naBapxuBa
CCCP N 214 ot 13.07.84).
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28. OcHoOBHBIE MpaBUiIa pabOThl TOCYAAPCTBEHHBIX apXUBOB
¢ kuHooTodoHot0KyMeHTamMu. M., 1980.

29. OcHoBHBIE MpaBuia paboThl ¢ KUHOGYOTOPOHOAOKYMEHTAMHU U
BUJIc0O(OHOTPaMMaMH B BEIOMCTBEHHBIX apxuBax. M., 1989.

30. IIpaBuia paboThl NOJIB30BATENEH B UNTAIBHBIX 3aj1aX TOCYIaPCTBEHHBIX apXUBOB
Poccuiickoit @enepanuu. M., 1998 (IIpuka3 Pocapxusa N 51 ot 06.07.98).

31. [IpaBuia uzganust ucropudeckux 1okymeHtoB B CCCP. 2-e uzn.,
nepepaboTaHHoOe U AonoiHeHHoe. M., 1990.

32. IlpaBuiia paboOThl My3€€B MO Y4€Ty U OpTaHU3AIUU XPAHEHUSI TUCbMEHHBIX
nokymeHToB ['ocynapctBerHoro apxusHoro ¢orma CCCP. M., 1990.

33. [IpaBuna yuera nokymeHToB '’A® CCCP, nocTossHHO XpaHsmuxcs B (GoHaax
oubmuotex cucreMbl Munuctepcersa Kynbtypsl CCCP. M., 1991.

34. IIpaBuia sKCIUTyaTallMi TEXHHYECKUX CPEACTB MUKpOopmiibMupoBanus. M., 1986.

35. IIpaBuna noxkapHo# 6e3omnacHocTy st rocynapcerBennbix apxuBos CCCP. ITI1b-
0145-1986. M., 1987.

III. HopMmaTnBHO-METOAMYECKAS JIUTEPATYDA

K pazneny 3 "Opranuzanus paboTsl apxuBa'

1. CucreMa mI1aHOBO-OTYETHOM TOKYMEHTAMU YUpekIeHu ['oCy 1apcTBeHHOMN
apxuBHO# city)0b1 PCOCP (mpuka3 Pockomapxusa N 146 ot 21.11.91).

2. O0 yToUHEeHHUH MoKa3aTenei popM IIaHOBO-OTUYETHBIX JOKYMEHTAUU (TTPUKa3
Pockomapxusa N 181 ot 07.09.91; npuxa3 Pocapxusa N 58 ot 03.09.98).

3. [IpumepHOE TOJIOKEHHE O AUPEKITUH TOCYIaPCTBEHHOTO apXWBa, IICHTPA XPAHCHHUSI
JIOKyMEHTAITUH PECITyOJIMKH, Kpasi, 00J1acTH, Topojia ¢heaepalbHOTO 3HAUCHUS,
aBTOHOMHOM 00J1aCTH, aBTOHOMHOTO Okpyra (mpuka3 Pocapxusa N 32 ot 10.05.95).

4. ITpumepHOE MOJI0KEHUE 00 IKCIIEPTHO-METOTMUCCKON KOMUCCHH
rOCyapCTBEHHOTO apXUBa, IICHTPA XpaHEHUs JOKYMEHTAIIUU PECITyOIUKHU, Kpas,
obnacTu, ropoja geaepaabHOrO 3HaYEHHs, aBTOHOMHOM 00J1acTH, aBBTOHOMHOTO
okpyra (mpuka3 Pocapxusa N 32 or 10.05.95).

5. IIlpuMepHOE MOJIOKEHHE O TOCYAAPCTBEHHOM APXUBE, ICHTPE XPAHECHUS
JIOKYMEHTAIMH PeCITyOIMKH, Kpast, 00J1acTH, ropoja ¢peaepanbHOTO 3HaYeHus,
aBTOHOMHOM 00J1aCTH, aBTOHOMHOTO OKpyra (rpuka3 Pocapxusa N 56 ot 11.07.94).

6. [IpumepHble 0JI0KEHHSI 00 OTJIeNaX rocyAapCTBEHHOTO apXHBa, LIEHTPA XPaHEHUS
nokyMmenTauu (nmpuka3 Pocapxusa N 57 ot 11.07.94).
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7. IlpuMepHbIe TOJOKEHHSI O CTPYKTYPHBIX MOAPA3IEICHUAX (eIepaIbHbIX apXUBOB
(npuka3 Pocapxua N 34 ot 07.05.98).

8. IlpumepHoe nosoxeHne 00 apXMBOXpaHWIHUILE FOCYAAPCTBEHHOI'O apXuBa (IpUKa3
Pocapxusa N 12 ot 13.02.2001).

9. TapudHo-kBanudpuUKaIMOHHbBIE XapaKTEPUCTUKH IO TOJKHOCTSAM PaOOTHUKOB
OIOKETHBIX YUPEXKICHUN U opraHu3aiuii cucteMsl ['ocy1apcTBEHHON apXUBHOM
cayx0b1 PO (mpuka3 PockomapxuBa N 228 ot 09.12.92).

10. KpanndukanmoHHbIN CIPABOYHUK JOHKHOCTEN PYKOBOJIUTENEH, CICIIUATNCTOB U
npyrux ciayxanmx. U3manune opunuansaoe. M., 1998,

11. IIpumepHbIe TOMKHOCTHBIE HHCTPYKIIUH ITTABHOT'O XpaHUTeNs (OHIOB U
3aBEAYIOLLEr0 apXUBOXPAHWINIIEM TOCYAAPCTBEHHOI0 apxuBa (rnpuka3 Pocapxusa N
12 o1 13.02.2001).

12. Meroaudeckne peKOMEHIAIIMN 110 aTTECTAllMA PaOOTHUKOB apXHWBHBIX OPTaHOB H
yupexaenuii. M., 2000.

13. IlpumepHoe nonoxenue o Hayunom coBere rocy1apCTBEHHOTO apXUBa, LIEHTpa
XpaHeHus JokymeHTanuu (npukas Pocapxusa N 19 ot 21.02.94).

14. Pernament hopMUpOBaHUs TOAOBOTO OTPACIEBOTO IJIaHA HAYYHO-
HCCIIEIOBATEILCKOM pabOThI YUPEIKIACHHUIN M OpraHu3aiuii cucteMbl OenepanpbHoi
apXUBHOM CITy»)0bl PocCum, KOHTPOJIS €T0 BBIIOTHEHHS U IPUEMa Pe3yJIbTaTOB
Hay4HbIX uccaenaoBanuii (mpuka3 Pocapxusa N 96 ot 06.12.2001).

15. TTonoxxerue o 30HATLHOM HAYYHO-METOAMYECKOM COBETE apXUBHBIX YUPEIKICHUN
Poccuniickoit deaeparuu (3HMC) (mpuka3 Pocapxusa N 31 ot 04.06.95).

16. OcHOBBI HayYHOW OpTraHU3ALMU TPY/Ia B TOCYAAPCTBEHHBIX apXUBaX.
Meroauueckue pekomenaanuu. M., 1986.

17. TunioBbIe HOPMBI BPEMECHH 1 BBHIPAOOTKH HA OCHOBHBIC BUIBI padoT,
BBITIOJTHSIEMbIE B TOCYJJAPCTBEHHBIX apXUBaX, XPaHAIIUX (OHOJTOKYMEHTHI (TIPUKa3
I'AY npu CM CCCP N 244 ot 09.09.83).

18. TunoBbie HOPMBI BPEMEHU U BBIPAOOTKH Ha OCHOBHBIE BUBI palOT,
BBITIOJTHAEMBIE B TOCYIAPCTBEHHBIX apXUBaX, XPAHIIINX KUHO(OTOIOKYMEHTHI
(mpuka3z ['AY npu CM CCCP N 211 ot 13.07.84).

19. TunoBsie HOPMBI BPEMEHU U BBIPAOOTKH Ha OCHOBHBIE BUBI palOT,
BBIIIOJTHSIEMBIE B TOCYIAPCTBEHHBIX apXUBaX, XPAHSIINX HAYYHO-TEXHUUECKYIO
nokymenTanuio (mpukas 'AY npu CM CCCP N 258 ot 31.07.84).
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20. TunoBbie HOPMBbI BPEMEHU U BBIPAOOTKU Ha OCHOBHBIE BUBI PalOT,

BBITIOJIHAEMbIE B TOCyAapcTBeHHbIX apxuBax (mpuka3 I'AY mpu CM CCCP N 7 ot
01.03.88).

21. KommiekcHbIe HOPMBI Ha Pa0OTHI 10 MOATOTOBKE IMyOIUKALUK TOKYMEHTOB
crpaBo4HUKOB 110 okymMeHTaM ['’A® CCCP, BbINoNIHsAEMBIE B TOCYAaPCTBEHHBIX
apXuBax, XpaHSIIINX yIPABICHYECKYIO JOKYMEHTAIUIO U TOKYMEHThI INYHOTO
npoucxoxaenus (npukas ['maBapxusa CCCP N 15 ot 29.09.90).

22. KoMIuiekCHbIE HOPMBI BpeMEHHU Ha pabOoThI MO MOArOTOBKE MyOInKalui
JIOKYMEHTOB U cipaBOYHHUKOB 110 JokymeHTaMm ['”A® CCCP, BbInogHsIEMbIE B
rOCYIapCTBEHHBIX apXUBAX, XPAHAIINX YIPABICHYECKYIO JOKYMEHTALHUIO,
JOKYMEHTBI JIMYHOTO MPOUCXOKACHUS, HOHOIOKYMEHTHI (2 4acTh) (MpUKa3
I'maBapxuBa N 34 ot 15.07.91).

23. KoMIUIEKCHBIE HOPMBI BpEMEHH Ha PabOThI 110 MOJATOTOBKE MyOIMKAUi
JIOKyMEHTOB U CIIPAaBOYHHMKOB TI0 JOKyMEHTaM apXuBHBIX (poH0B Poccuiickoit
denepannu, BBIIOJIHAEMBIE B TOCYJAPCTBEHHBIX apXHUBAX, XPAHALINX
YIPABJIEHYECKYIO TOKYMEHTAIUIO, JOKYMEHTHI JINYHOTO NPOUCXOKIAEHUS (3 4acTb)
(mpuka3 Pockomapxupa N 200 ot 22.11.92).

24. HomeHknaTypa miaTHbIX paboT U YCIYT, BBIMOTHAEMbIX apXUBHBIMU
YUPEKACHUSIMHU U OPTaHU3AIUSIMU CUCTEMBI [ 0Cy1apCTBEHHOM apXUBHOM CITY>KOBI
Poccuu (npuka3z Pocapxusa N 10 ot 08.02.93).

25. Mapxketunr uadopmanuu ApxusHoro gonaa Poccuiickoit denepanuu.
CrnpaBo4HO-MeToAMYECKOe Tocodue. M., 1995.

26. JlenmoHMpoBaHUE HAYYHBIX pabOT MO JTOKYMEHTOBAHUIO U ApXUBHOMY JIENY.
Metomanueckue nonoxenus. M., 1985.

27. llpukas ['ocynapcTBeHHON apXxuBHOU ci1y>k0b1 Poccuu "OO6 yTBepk1eHnn
[Topsinka KOMIUIEKTOBAHUS CIIPABOYHO - HHGOpMAIMOHHOTO GoHaa OTpaciieBoro
uentpa HTU no nokymenroBenenuto u apxupHomy aeny" N 38 ot 22.05.95.

28. PyOpukatop HayuHO-TEXHHUECKOH MH(pOpMAIMK 1O TOKYMEHTOBEICHUIO U
apXUBHOMY JI€JTy. 3-5 pell., pacllupeHHas U yrTouHeHHas. M., 1996.

29. TlonoxeHnne 06 OTpaciIeBOM LEHTPE HAYYHO-TEXHUUECKOW HH(POPMAIIUH 110
JOKYMEHTOBEICHUIO U apXUBHOMY zeiy. M., 1997.

30. [Ipuka3 ®enepanbHON apxuBHOM ciry)0b1 Poccun "O coBepilieHCTBOBaHUHT

MH(OPMAIIMOHHOTO 00ecTIeueHus AeSTENbHOCTH apXUBHBIX yupexxaeHuil" N 28 ot
13.04.98.

31. Konuenuus uadopmaruzanmu apxuBHoro nena Poccun. M., 1995.



32. MexayHapOIHbIM 3TUYECKUI KOJEKC apXUBUCTOB. [IpuHAT Ha 3aceaHnn
['enepanbHoit accamOien MexryHapogHoro coBeta apxuBoB B [lexune. CeHTA0pD
1996 r. // BectHuk apxusucta. 1996. N 5 (35).

K pazneny 4 "OGecneueHrne COXpaHHOCTH TOKYMEHTOB apxuBa"

1. MuaCTpyKIUs MO IpUEeMy Ha rOCyAapCTBEHHOE XpaHEeHHEe U paboTe C
BUJIc0OHOTPAMMaMH B TOCYIapCTBEHHBIX apxuBax. M., 1988.

2. YcioBus XpaHeHHsI KOMITAKT-TUCKOB (00ecneueHrne GU3NKO-XUMHYECKOM
COXPaHHOCTH (DOHOJIOKYMEHTOB Ha ONTHYCCKUX KOMIIAKT-IUCKAX ): AHATHTHYCCKHH
0030p. (Iemonuporan B OLTHTU BHUM AL N 134-95).

3. Bo10op TexHMUECKUX CPEACTB M OcHaIeHus apxuBoB. [Tocobue. M., 1982.

4. TlepBuuHbIE CpECTBA XPaHEHUS apXUBHBIX JOKYMEHTOB Ha OYMa)KHOW OCHOBE.
Konctpykiuu, yHUGUIIUPOBAHHBIE Pa3MEPbI, MaTEPUAIIbI U TEXHOJIOTUSI
n3roroBiaeHus. Pexkomengamun. M., 1985.

5. OcHareHre XpaHWIHIL APXUBOB YHUBEPCAIBHBIMU CTEIIAXKAMHU, METOJIbI PACUETOB
U CIIOCOOBI PACCTAaHOBKU cTeiUiaxei. Metoanueckue pekomenaanuu. M., 1987.

6. YHU(PHUIMPOBAHHBIC CXEMbI PACCTAHOBKH TEXHOJIOTHYECKOT0 000PYI0BAHMUS
MOMEIICHUH OCHOBHOI'O Ha3HAYCHHUS TOCYIaPCTBEHHBIX apXUBOB. PeKOMeHIaluH.
(denmonuposansl B8 OLTHTU BHUMU A N 103-92).

7. OcBoeHrE TOMEIICHUN, BBIACIAEMBIX O] BEOMCTBEHHBIC UJIH TOCY1apCTBEHHBIC
XpaHWIUIIA ¥ UHbIE (YHKIIMOHATBHBIC apXUBHBIE CITYKObI. PekoMeHmarum.
(denonuposanst B OLIHTU BHUWU A N 174-97).

8. HGpG‘ICHB TCXHUYCCKUX CPCACTB U O60py,[[0BaHI/IH, PCKOMCHIAYCMBIX IJIA

OCHAIIEHHSI TOCYAapCTBEHHBIX apXuBoB (mrcbMo PocapxuBa N 5/9-Tp ot
06.01.2000).

9. [IpumepHas HHCTPYKIIKA 00 OXpaHHOM PEKHUME TOCYJapCTBEHHOTO apXHBa, IIEHTPa
XpaHeHus JokymeHTauu (npuka3 Pocapxusa N 37 ot 26.04.94).

10. MHCTpYKIIMS MO OpraHU3alMKi OXPaHbl OObEKTOB, XPAHSIIINX KyJIbTYpPHBIE
LIEHHOCTH, [TOAPAa3IeICHUSIMA BHEBEIOMCTBEHHON OXPaHbl IIPU OPraHaxX BHYTPEHHUX
nen Pocceniickoit @enepannu (coBmecTHbIN npukaz MB/] Poccun, MUHKYJIBTYpbI
Poccuu u Pocapxusa N 315/255/38 ot 25.05.99).

11. MukpokiaumaT apXUBOXPAHUIHILL U COXPAHHOCTh JOKYMEHTOB Ha OyMaKHBIX
HocHTesAX. Bonpock! apxuBHOM kinnMartoiaoruu. Meroauueckoe nocodue. M., 1986.

12. IIpakTuyeckoe nocodue 1no apxuBHOM kaumaTosoruu. (Jenonuposano 8 OLHHTU
BHUNJIA N 123-94).



13. BoisiBlieHHE JOKYMEHTOB C IOBPEKICHUSIMUA HOCUTEIIS U TEKCTA B
rocyJIapCTBEHHBIX apxuBax. Meroauueckoe nocodue. M., 1989.

14. Ouenka Gpu3nuecKkoro coCTosIHUS JOKyMeHTOB. Crioco0 Masioi BEIOOPKH.
[TpakTrueckoe nocobue. (Aenonuposano B OLITHTU BHUN AL N 170-96).

15. MHcTpyKuus o NpUMEHEHUIO HEPA3PYLIAOLIEr0 METO/1a KOHTPOJIS
CTaOMJIBHOCTH HUTPOOCHOBHI KHHO(OTOPOHO10KYyMEHTOB. M., 1987.

16. MacTpykums 1o Ae3nH(EKINN apXUBHBIX TOKYMEHTOB Ha OYMaKHBIX HOCUTEIISX
METOIOM MOJIMCTHOM 00padoTku (npukas ['maBapxusa CCCP N 243 ot 30.07.85).

17. 3amura apXUBHBIX JOKYMEHTOB OT OMonoBpexaeHuii. M., 1988.

18. 3amura JOKYMEHTOB OT OMOTIOBPEXKICHUN C MPUMEHEHHEM ra30BOT0 METO/1a
ne3uHpeKny U 1e3nHceknu. Metoauueckue pekomenaanmu. M., 1988.

19. PecraBpaiusi JOKyMEHTOB Ha OyMa)KHBIX HOCUTENSIX. MeTonnyeckoe mocooue.
M., 1989.

20. buonoBpex1eHNs apXUBHBIX JTJOKYMEHTOB, XPaHSIIUXCS B YCIOBUSIX
HEperyJInpyeMoro kimMara. Metoandeckue pekomeHaanud. ([lenoHupoBaHsl B
OLIHTU BHUMJJAI N 88-91).

21. BuonoBpeKacHMS apXUBHBIX JOKYMEHTOB Ha OYMaKHBIX HOCHUTEIISAX U
PEKOMEHIAIMH 110 00CCIICUYSHUIO MX COXPAHHOCTH. METOMUeCKHEe PEeKOMEHIAIIHH.
(demonmposansl B8 OLTHTU BHUM A N 181-97).

22. OcHOBHBIE METOBI yCHIIeHUS (POTOTpaduIecKOro N300pakeHus

CTaOOKOHTPACTHBIX aPXHUBHBIX IOKYMEHTOB. MeToIn4YeCKe peKoMeHaaIuu. M.,
1990.

23. ®oTopecTaBpalys MOBPEKICHHBIX OTHEM OyMa)KHbBIX JIOKYMEHTOB.
Metoanueckoe mocooue. M., 1993.

24. Crabunmu3zanusi BOJIOpacTBOPUMBIX TeKCTOB. [Tocobue. M., 1995.

25. [Ipo6yiemMbl COXpaHEHUSI TEKCTOB JIOKYMEHTOB, CO3JJaHHBIX C IIOMOIIHIO
NeYaTaolMX KOMIBIOTEPHBIX YCTPOUCTB. AHaIUTHYECKH 00630p. M., 1996.

26. HCTpyKIMs 110 00eCTIeUeHUI0 COXPaHHOCTH KUHOGOTO(HOHOAOKYMEHTOB Ha
HUTPOOCHOBE B rocyaapcTBeHHbIX apxuBax CCCP. M., 1983.

27. UHCTpYKIIMS IO aHTUCENTHYECKON 00padoTKe KUHO(YOTOPOHOJOKYMEHTOB U
MUKPO(QHIBEMOB CTpaxoBoro (poHa, UMEIOIINX TUIeCHEBOE mopaxeHue. M., 1987.

28. buonoBpexeHus1 JOKYMEHTOB Ha MJIEHOYHBIX HOCUTEIISIX U METO/IbI OOPHOBI C
HuMu. M., 1999.



29. TexHonoru4eckui periameHT 00padoTKu HOryuuIoM KHHOPOTOAOKYMEHTOB U
mukpodopm. M., 1995.

30. TexHoNOrMUECKUI perIaMeHT Je3UHPEKINUN JOKYMEHTOB Ha MJICHOYHBIX
HOCHUTENSAX Ha yckoputele "Dnekrtponuka'. M., 1998.

31. ®u3uKO-XUMHUYECKUE OCOOEHHOCTH XPAaHEHHS LIBETHBIX KHHOJIOKYMEHTOB B
roCyJapCTBEHHBIX apxuBax. Meroauueckoe mocodue. M., 1986.

32. TeXHONIOTMUECKUI perIaMeHT TepeBoia (POTOJOKYMEHTOB C HUTPOOCHOBHBI Ha
Oe3omacHyo MIeHKy. M., 1986.

33. MuacTpykmms o oT6opy ocobo 1ieHHbIX ¢poTomokymeHToB '”AD CCCP na
pecTaBpalio ¢ IPUMEHEHHEM aBTOMATU3UPOBAHHON CUCTEMBI 00paOOTKH
n3o0paxenuit. M., 1987.

34. Pa3paboTka 1 mpUMEHEHUE aBTOMATU3UPOBAHHON CUCTEMBI 00pabOTKH
M300pakeHus Il pectaBpanuu (oToI0KyMeHTOB. MeTtoandeckoe nocodue. M.,
1987.

35. Ycunenue ororpaduyeckux m3odpaxennii. Pekomenmanum. M., 1994,

36. ABTOMaTHU3UPOBAHHBIN KOMILIEKC JIJIsl IIU(PPOBON peCTaBpaLH
dboTon300pakeHH apXUBHBIX JOKYMEHTOB Ha 0a3e [[9BM. Onucanue u
sKCIUTyTannoHHas fokymeHnTanus. ([demoruporana 8 OLIHTU BHUMUJIAJI N 150-
96).

37. MackupoBanue (poTon300pakeHUN JOKYMEHTOB. MeToinuecKre peKoOMEeHIaIiu.
(Jdenonuposansl B OLTHTU BHUM AL N 161-96).

38. MeTobl yecTpaHeHHs 1e(heKTOB OPUTHHAIIOB (POTOIOKYMEHTOB. MeToanuecKkoe
noco6wue. (Jlenonuposano 8 OLIHTU BHUMA N 162-96).

39. OGecneuenne GU3NKO-XUMUYECKOM COXPAHHOCTH (POHOIOKYMEHTOB.
Metoaunueckoe mocooue. M., 1995.

40. MccnenoBaHnue COXpaHAEMOCTH MEAHBIX U MEIHO-HUKEIEBBIX TPAMOPUTHHAIIOB,
MOJIBEPTHYTHIX Pa3IMYHBIM METOAaM 00paOOTKH, B IPOLIECCE XPAHEHUS.
(demonmposana 8 OITHTU BHUUIA/] N 137-95).

41. TexHONOrHYECKUH PETIAMEHT OYMCTKH U aHTUKOPPO3UOHHOM 3aIlUThI
donomokymenToB rpam3anucu. (lemonuposan B OLITHTY BHUUJIA N 140-96).

42. Obecrnieyenne HU3NKO-XUMHUYECKON COXPAHHOCTH BUIE00KYMEHTOB.
Metoanueckoe mocooue. M., 1989.

43. NHcTpyKIus O BBIBICHUH, yU€Te, ONIMCAHUM U XPAHEHUH 0CO00 LIEHHBIX
ToKymMeHTOB. M., 1980.



44. MeTonnueckue peKOMEHIAluU 1Mo paboTe ¢ 0c000 IIEHHBIMH JIOKYMEHTaMU B
rOCyIapCTBEHHBIX apxuBax. M., 1983.

45. Meronuueckre peKOMEHIAINH 10 BBISIBICHUIO, YUETY, XPaHEHUIO 0CO00 IIEHHBIX
KUHO(POTOHOHOAOKYMEHTOB I'OCYIaPCTBEHHBIX aPXUBOB M CO3JJaHHUIO HA HUX
cTpaxoBoro ¢onma. M., 1986.

46. PexoMeHIallMy 1O OTHECEHHUIO TOKyMEHTOB ApxuBHOTO (hoHaa Poccuiickoii
®denepanuu K cOCTaBy YHUKaNIbHBIX (mucbMo PocapxuBa N 5/575-Tp ot 29.05.2000 -
qutst peruoHoB U N 5/573-Tp ot 29.05.2000 - ayis penepanbHBIX apXUBOB).

47. Metoanueckre peKOMEHIAUU M0 CO3JJaHUI0 U OpraHu3auu GpoHaa
MCIIOJIb30BaHUs KOMUM IOKYMEHTOB TOCYJapCTBEHHBIX apXUBOB. M., 1984.

48. I1omoxenue o CO3IaHNH U OpraHru3al CTPaxoBOI0 (1)0H,Ha KON 0C000 OCHHBIX

JIOKyMEHTOB rocyapcTBeHHBIX apxuBOB (Tipuka3 ['nmaBapxusa CCCP N 54 ot
24.03.80).

49. TunoBO¥ TEXHOJIOTUYECKUIA PETTIAMEHT U3TOTOBIICHUS MUKPO(UII CTPAXOBOTO
donna u Gonga nmonp3oBanus (npukas Pocapxusa N 18 ot 09.03.95).

50. TunoBoO¥M TEXHOJIOTUYECKUI periiaMeHT U3rOTOBICHHSI MUKPO(DUIbMOB
cTpaxoBoro ¢oHaa U HoHA MOTH30BAHUS HA TAIOTC€HCEPEOPSIHOM PYJTIOHHOMN TIIICHKE
(mmst peruoHaNbHBIX apXuBOB). M., 1996.

51. V3Bemienre 06 U3MEHEHUH THUIIOBOT'O TEXHOJIOTUYECKOTO PErfiaMeHTa
U3TOTOBJICHUS CTPAXOBBIX KOMUHM (POHOJOKYMEHTOB Ha MAarHUTHBIX JIeHTaXx. M., 1996.

52. TUnoBOW TEXHOJOTUYECKUIN PETIAMEHT U3TOTOBJICHUSI CTPAXOBBIX KOMUHI
¢doronokymeHToB. M., 1997.

53. TunoBo¥M TEXHOJOTUYECKUIN PETIAMEHT U3TOTOBJICHUSI CTPAXOBBIX KOMUHI
KUHOJOKYMEHTOB Ha yepHO-0enoif mienke. M., 1998.

54. PexoMeHaIMu M0 OpraHu3aIliy mepeaqn CTpaxoBoro (GoHaa TOKyMEHTOB Ha
OymaxkHol ocHoBe ApxuBHoro ¢onna Poccuiickoit denepanuu B LieHTp
xpanenus crpaxoBoro pouaa (LIXC®) (mucemo Pocapxusa N 4/1180-A ot 03.10.94).

55. UncTpykuus no 00ecreyeHuIo COXPaHHOCTH TJOKYMEHTOB MPU OpTraHU3aIMi UX
skcrionupoBanus (mpuka3 Pocapxusa N 95 ot 11.11.93).

56. [IpuHIMIIBI IeHEKHON OLIEHKH JOKYMEHTOB ApxuBHOro (oHna Poccuiickoi
®denepanuu u UX cTpaxoBanue. Meronnueckue pekomeHaauy. (JlenoHnpoBaHsl B
OHTU BHUMAAA N 111-93).

57. Ilopsaok mpuemMa 1 rocyJapCTBEHHOTO XpPaHEHUS apXUBHBIX TOKYMEHTOB,
3apaXKeHHBIX PaJUOAKTUBHBIMU BellecTBamu. Pekomenganuu. M., 1986.



58. IlpumepHas UHCTPYKIUS O MOPSIAKE pabOThl TOCYAAPCTBEHHBIX apXUBOB
pH Yype3BbIYaiiHbIX oOcTosiTenbeTBax (mpukas Pocapxusa N 24 ot 28.03.2001).

59. ObecneueHre COXpaHHOCTH JOKYMEHTOB Ha OyMa)kKHBIX HOCUTESIX B
AKCTpEMaJIbHBIX CUTyalusax. Mertoauyeckue pekomenaanuu. (JlenonupoBansl B
OLHTU BHUMJAJ N 122-94).

60. TunoBsie TpeOOBAHUS M0 UHKEHEPHO-TEXHUUECKON YKPEIUIEHHOCTU U
000pYyI0OBAaHUIO TEXHUUECKUMU CPEJICTBAMH OXPAHbI YUPEKICHUN KYJIbTYPHI,
PACIIOJIOKEHHBIX B 3IaHUSX - MAMSITHUKAX UCTOpUU U KyJbTypsl. TT-2000. M., 2000.

K pazgeny 5 "Yuer 1okyMeHTOB B apxuBe"

1. PernmameHT rocyAapcTBEHHOIO yueTa J0KyMeHTOB ApxuBHOro (pouaa Poccuiickoit
®enepanuu (npuka3 Pocapxusa N 11 ot 11.03.97).

2. NHcTpykuus o nopsaKe 3anojaHeHus nacnopra apxusa (npukas Pocapxusa N 61 ot
17.11.97).

3. MHCcTpyKIus 10 3aMOJTHEHUIO MAacopTa roOCyJapCTBEHHOTO My3esi, OMOIMOoTeKH (B
4acTH JOKyMeHTOB ApxuBHoro ¢houaa Poccutickoit denepanmm) (mpukas
Munkynetypsl Poccun u Pocapxusa N 167/3 ot 14.03.2000).

4. BpeMeHHbII MOPSAI0K aBTOMATU3UPOBAHHOT'O TOCYIAPCTBEHHOTO yUeTa
nokyMeHTOB ApxuBHoro ¢ouaa Poccuiickoit denepanmm, XpaHAIUXCs B
rOCyJapCTBEHHBIX U MyHULIMIIAJIBHBIX apxuBax: [Ipunoxenne k npukasy Pocapxusa
N 64 ot 23.10. 2000.

5. PekoMeH1aliuy 1o MHTETpaIMK yyeTa JOKYMEHTOB ObIBILIMX MAPTUHHBIX apXHUBOB B
CUCTEMY TroCcyJapcTBEHHOTO yueTa ApxuBHoro ¢onaa Poccuiickoit eaepannu. M.,
1995.

6. BpeMeHHast HHCTPYKIUS TI0 YUETY U OPOPMIICHUIO PACCEKPEUCHHBIX NI U
JIOKYMEHTOB B IOCYJIJapCTBEHHBIX apXMBaX, IIEHTPaX XpaHEHUs JOKYMEHTALIUH
(npuka3 PocapxuBa N 79 ot 07.12.95).

7. NHCTpYKIUA 110 Y4ETy U XPAHEHUIO My3E€UHBIX LICHHOCTEH, HAXOASIIMUXCS B
roCyAapCTBEHHBIX My3esiX / MUHUCTEPCTBO KyIbTypsl PO. M., 1985.

8. nctpykius 06 yuere 6ubnuoTeunbix GoH10B / MuHUCTEPCTBO KYIbTYphl PO. M.,
1998.

K pazgeny 6 "KommuiekroBanue apxuBa M 3KCIEPTH3a HEHHOCTU JOKYMEHTOB"

1. Meroanueckre peKOMEHJalluu TI0 OpraHu3aii padoThl pallOHHBIX (TOPOJICKUX )
apXHBOB JOKYMEHTOB I10 JITYHOMY cocTaBy. M., 1995.



2. MeTonuueckue peKOMEH IAINK 0 OPTaHU3aIMK PaOOThI IO BBISBICHUIO U
BO3BpaleHuto 3apyoexHou apxuBHoi Poccuku. M., 1993.

3. Ot6op Ha TOCyAapCTBEHHOE XPAHCHUE YIPABICHYCCKUX JOKYMEHTOB,
00pa3yromuxcs B ACSITEILHOCTH HETOCYIaPCTBEHHBIX OpraHu3auii (HOBBIX

HSKOHOMHUYECKUX XO3MUCTBEHHBIX CTPYKTYp). MeTtoauueckue pekomeHaauuu. M.,
1993.

4. OTHECEeHHE OpraHU3alMil U NPEeANPUITHI HOBOTO TUIIA K YHCITY HCTOYHUKOB
KOMIUIEKTOBAaHHUsI TOCYIAPCTBEHHBIX ApXUBOB. MeTtoauyeckue pekomenganuu. M.,
1993.

5. IlepedeHb TUMIOBBIX JOKYMEHTOB, 00pa3yIOIIUXCS B JEATENBHOCTH TOCKOMHUTETOB,
MHMHUCTEPCTB, BEIOMCTB U JIPYTIUX YUPEKICHUN, OpraHUu3alui, IPEANPUITUHN, C
YKa3aHHEM CPOKOB XpaHeHus. M., 1989.

6. [lepedenp TUMOBBIX YIIPABICHUECKUX JOKYMEHTOB, 00pa3yIOIIUXCS B
JEeSATENbHOCTH OpTraHU3alii, ¢ YKa3aHUEeM CpOKOB XpaHeHus. M., 2000.

7. PexoMeH1aliiy 0 OpTaHU3alliK U BEACHUIO CIIMCKOB YUPEXKICHUH, OpraHu3alum,
MPEANPUATHN - HCTOYHIUKOB KOMIUJICKTOBAHHS TOCYJAPCTBEHHBIX M MyHHUITATIAIEHBIX
apxuBoB. Pemenne [[II1K Pocapxusa ot 04.06.99.

8. MeTonnyeckue peKOMEHAAIHNH 110 PabOTe C TOKyMEHTaMH JIMYHOTO
IPOUCXOXKJEHUs (JIuTepaTypa U UCKyccTBO). M., 1990.

K pazgeny 7 "Onucanue apXuBHBIX JTOKYMEHTOB U HAy4YHO-CIIPABOYHBIHN armapar
K JIOKyMEHTaM apxuBa'

1. AuddepeHmpoBaHHbIN MOAXO0 K OMMCAHUIO TOKYMEHTAIBHBIX MaTepHaJIOB:
Meroauueckue pekomenaanuu. Beim. 1. M., 1969.

2. MuddepentmpoBaHHBIN MOAXO0/ K ONMKUCAHUIO TOKYMEHTAIBHBIX MaTepUAJIOB:
Meroaunueckue pekomenaanuu. Beim. 2. M., 1972.

3. AuddepenpoBaHHbIi OIXO01 K ONMCAHUIO JJOKYMEHTOB: MeToiuuecKue
pexoMenaanuu. Beim. 3. OcHoBBI qudepeHInpoBaHHOrO NOAX0/a MPH MOATOTOBKE
CIpaBOYHUKA O poHJaX apxuBa (apxuBoB). M., 1974.

4. Metoandeckue peKOMEHIAIUU TT0 HAYYHO-TEXHUYECKOM 00paboTKe
JIOKyMEHTAJIbHBIX MaTepuajIoB (POHIOB JIUUYHOTO MpoucxoxaeHus. M., 1971.

5. CxeMa equHOM Kinaccuukanuy JOKYMEHTHOM MH(OPMAIIMU B CUCTEMaTHUYECKUX
katayorax rocyaapcrBeHHbIXx apxuBoB CCCP. CoBerckuii nepuo. 2-€ u3., J01. U
nopab. M., 1978.

6. OCHOBHBIE MOJIOKEHUS PA3BUTHUSI CUCTEMbI HAYYHO-CIIPABOYHOTO armapaTa K
JNOKyMeHTaM rocynapctseHHbix apxusos CCCP. M., 1981.



7. IloaroToBKa CpaBOYHO-UH(POPMALIMOHHBIX U3/ITAHUN O COCTaBE U COJEPKAHUU
nokymeHnToB 'A® CCCP: Meronndeckue pekomennanuu. M., 1982,

8. Cxema eauHOMN Ki1accu(UKAUU JOKYMEHTHON MH(POPMAILIMKA B CHCTEMAaTUYECKHUX
karajorax rocynapctBeHHbIX apxuBoB CCCP. XVIII - nau. XX BB. M., 1983.

9. Metonp! onMcanus TOKyMeHTHOM nHpopmaiuu: Metonuueckue peKoMeHIaIH.
M., 1986.

10. Co3nanue u BeJIeHHE CUCTEMBI KaTajloroB rocyaapctBeHHbIx apxuBoB CCCP:
Meroauueckue pekomenaanuu. M., 1989.

11. [ToaroroBka MeKapXuBHBIX CIPABOYHUKOB: MeTtoauueckue pekomenganuu. M.,
1991.

12. TToarotoBka cripaBoYyHO-UH(OPMALIMOHHBIX U3/IaHUHN O
kuHoporoponogokymentax 'A® CCCP: Meroauueckue pekomenaanuu. M., 1991.

13. CoBepiiieHCTBOBaHKNE HAYYHO-CIIPABOYHOIO arapaTa K JOKyMEeHTaM OBbIBIIMX
MapTUHHBIX apXKUBOB: MeToanueckre pekoMeHaanuu. M., 1994.

14. TlonroTroBKa COBPEMEHHBIX apXUBHBIX CIIPABOYHUKOB Ha OCHOBE
muddepenurpoBanHoro noaxoaa. Meroaudeckoe nocodue. M., 2002.

K pazgeny 8 "Mcnonb30BaHne JOKYMEHTOB apxuBa"

1. HayuHo-cipaBOYHBIN annapar JOKYMEHTaIbHBIX U3AaHUN: MeToaguyeckue
pexomenaanuu. M., 1983.

2. OT60p UCTOPUIECKUX UCTOYHHUKOB TSI IyOMUKAIIMU B PA3IMYHBIX TUIAX U BUIAX
W3IaHUI JOKYMEHTOB: Metoanyeckue pekomenaanuu. M., 1986.

3. [loaroToBKa HAYYHO-TIOMYJISIPHBIX TOKYMEHTAIBHBIX U3JaHUH 110 UCTOPUU Kpas:
Meroauueckue pekomenganuu. M., 1991.

4. Metoamaeckoe ocodue mo apxeorpaduun. Yactu [ u 1. M., 1991.

5. PermameHT moctyna K MatepuaiaM MpeKpaIieHHbIX YTOJOBHBIX U (QUIBTPAIMOHHO-
MIPOBEPOYHBIX JICT B TOCYIAPCTBEHHBIX U BEJOMCTBEHHBIX apXxuBax P® (yTBepxkacH
pemenuemM kosuteruu Pocapxusa 25.08.93).

6. [Topsimok paccekpeunBanus JokyMeHTOB KIICC opranamu rocy1apcTBEHHOM
BIACTH CyOBhekTOB PD (yTBepxkacH pernieHrneM MekBeT0OMCTBEHHON KOMUCCHH TIO
3aluTe TocyAapcTBeHHOM TaiiHbl N 27 ot 27.02.98).

7. U3nanue cyneOHO-CIIEICTBEHHBIX JOKYMEHTOB COBETCKOIO MEPUO/Ia.
Metoauueckoe nocodue. ([enonuposano B OLTHTU BHUNUJAJ] N 198-98).



8. IIncemo PocapxuBa "O koHTpOJIE 32 BBIBO30M U3 PP KONMii JOKYMEHTOB
ApxusHoro ¢onna Poccuiickoit @enepanun" N 5/706-T ot 11.08.99.

9. CBenenus 0 MecTax XpaHEHUS! JOKYMEHTOB, HEOOXOIUMBIX JJIsl UCTIOJTHEHUS
3aMpocoB COLUAIBHO-TIPABOBOT0, F€HEAIOTHYECKOT0, UMYIIIECTBEHHOTO,
ounorpaduaeckoro u UHOTroO Xapakrepa. CnpaBounuk. M., 1999.

10. ITepeuenp nHGPOPMAITMOHHBIX YCIYT, MPEAOCTABISIEMbIX FOCYAaPCTBEHHBIMU
apxuBamu P® nonb30oBaTeNsIM U3 TOCYAAPCTBEHHBIX HH(POPMAIIMOHHBIX PECYPCOB
OecIUIaTHO WM 3a IUIaTy, HEe BO3MEIIAIOIIYIO B IIOJIHOM pa3Mepe pacxoja Ha yCIyTu
(npuxa3 Pocapxupa N 33 ot 28.04.2001).

11. Ilonoxkenue o NOpsiKe pacceKkpeurBaHus 10KyMeHTOB, co3ganHbix KITCC
(YTBepxACHO pelieHrneM MexXBeJOMCTBEHHOM KOMUCCHH T10 3alUTe
rocynapctBeHHoi TaiiHel N 75 ot 14.07.2001).

B tekcre [IpaBun TepMuHbI 'TOCY1apCTBEHHBIN apXxuB', "apxuB", Kak mpaBuio,
yHOTPeOISIOTCS Kak 00beIUHSIONIEe TIOHATUE 110 OTHOIICHUIO K (heaepanbHbIM
apXvMBaM U rOCyJapCTBEHHBIM apXHUBaM M IIEHTPaM JOKYMEHTAIIUH CYyObEKTOB
Poccuiickon @enepannm.

Jlanee B TEKCTE B OCHOBHOM YTOTpeOsieTcs: "' MTOKyMEHTHI".

Jlanee B TEKCTE BMECTO CJIOB "TOCYJAapCTBEHHBIN apXUB" ynoTpebisercs, Kak
npaBuio "apxuB".

[Tpu Hanmuuu B cyobekte Poccuiickoii @enepanmu AByxX U 0oJiee TOCYJapCTBEHHBIX
apX1BOB BO3MOXHO cO3/1aHue 00beinHeHHOro HayuHoro coBeTa.

[Ipu HEOOXOIUMOCTH BO3MOKHO CYIIIECTBOBAHUE OT/ICIBHBIX AKCIIEPTHOU U
METOANYECKON KOMUCCUM. B apxuBe, NMEIOIIEM COOTBETCTBYIOIINUE TTOJTHOMOYUS,
co3gaetcst DKkcnepTHO-poBepoyHas komuccus (I11K).

3a UCKITFOYCHHUEM CITy9acB BO3MOYKHOCTH B3MMAaHHUS TUIATHI 32 CPOYHOE UCTIOTHCHHE
3armpocoB (B TeueHue 1-5 mHel ¢ MOMEHTa 0OpallleHusT) TI0 MPOChOE U C COTIacus
3assBUTEJIS; BBIIAUY AyOJMKaTa WK TIepeoOPMIICHHE apXUBHOM CITPaBKU B3aMCH
yTpauyeHHOU WJIM UCTIOPYEHHOW 110 BUHE 3asiBUTEINS (KpOME HECYACTHBIX CITyYacB,
3apErUCTPUPOBAHHBIX JJOKYMEHTAJILHO); H3TOTOBJICHHE HECKOJBKHIX AK3EMILISIPOB
aApPXUBHOW CIIPABKH TI0 TIPOCHOE 3asIBUTEIIS; UCTIOJTHEHHE 3aIIPOCOB O TPYAOBOM CTaXKE
1 3apaboTHOM TUIaTe 3a Tepro/ cBhIIie 5 et (60 Mec. moApsia); 3aPOCcoOB 00
UMYIIECTBCHHBIX TIPaBaXx.

[anee B Tekcte - "xpaHunmi'.

B cenpmom u BocekMoM paznenax [IpaBuii, B OCHOBHOM, yOTPEOIsIETCS TEPMUH
"IIOUCKOBBIE JaHHBIE".



3aka3bl Ha U3rOTOBJIEHUE KOMUI cTpaxoBoro GoHa u GoH/Ia MOIb30BAHUS
0(pOPMIISIIOTCSI B COOTBETCTBUU C OTPACIEBBIMU HOPMATUBHBIMU IOKYMEHTaAMHU.

Onucu 0co00 LIEHHBIX ayAMOBU3YalIbHBIX IOKYMEHTOB COCTABIISIOTCS 10 (hopMam,
YCTAHOBJICHHBIM B OTPACJIEBbIX METOJIUYECKUX JTOKYMEHTAX.

KHuru nocTyruieHui, ornmucu cTpaxoBoro poHaa ayAMOBU3yalbHBIX JOKYMEHTOB
COCTaBJISIOTCS 1O (hopMaM, YCTAaHOBJICHHBIM B OTPACIIEBbIX METOIMUECKHUX
JIOKYMEHTAX.



