I''TABHOE APXUBHOE YIIPABJIEHUE ITPU COBETE MUHHUCTPOB CCCP
OCHOBHBIE ITPABHJIA PABOTBI BEAOMCTBEHHBIX APXUBOB

OnoOpeHsl KoJIeruei
I'maBapxusa CCCP 28.08.85,
[Tpuka3s I'naBapxusa CCCP
o1 05.09.85 N 263

BBEJEHUE

MuHHCTEpCTBA, BEIOMCTBA, YUYPEXKACHUS, OpraHu3aluu, Opeanpuarus <*> B
cootBercTBuu c Ilonmoxxennem o I'ocymapctBennom apxuBHoMm (oume CCCP (AP CCCP),
yrBepxkaeHHbIM [loctanoBinennem CoBera MunuctpoB CCCP ot 4 anpens 1980 r. N 274 <**>,
ABIISIOTCS UCTOYHUKAMU TIOTOJIHEHUSI HOBBIMHU JIOKYMEHTAMHU 3TOTO HAIIMOHAIBHOTO JIOCTOSHUS
COBETCKOT'0 HapoJa.

<*> B nanpHE#IIIeM BMECTO CIIOB "MHHHCTEPCTBO, BEJOMCTBO, YUPESIKICHUE, OpraHU3aIINs,
npennpusaTie” ynorpeodnsercs, Kak paBuiio, clioBo "opranuzanus’.
<*#*> CII CCCP, 1980, N 10, ct. 71.

OO6pa3yromiasicss B paboTe OpraHu3anuil JOKyMEHTAIUsl OTPaXKaeT pPa3jIMYHbIE CTOPOHBI
NESTENIbHOCTH TPyAAluxcs B cdepe MaTepuaabHOrO TMPOM3BOACTBA, HAYKH, KYIbTYpBHI,
OOIICCTBCHHON JKM3HHM, a Takke (YHKIMOHUPOBAHUS OPraHOB TOCYIApPCTBCHHOTO H
XO03SUCTBEHHOTO YIIPABJICHHUS.

Nudopmanus, coxepkamiasici B JaHHBIX MaTepUaliaX, BBICTYIIAET B Ka4eCTBE
JOKYMEHTAIbHON MaMATH O CBEPILICHUSIX HAPOJla HA COBPEMEHHOM 3Tare KOMMYHUCTHYECKOTO
CTPOUTENLCTBA M TPEICTABISAET COOOW HMCTOPUYECKYIO IEHHOCTh; JOKYMEHTBHI OpTaHH3allni,
MOCJIE COOTBETCTBYIOIIEH SKCIEPTHU3bI, BKIIOYAIOTCA B COCTaB ['0CyAapCTBEHHOIO apXMBHOIO
donga CCCP u B nanpHeHIIEM MOCTYNAIOT HA TOCYAApPCTBEHHOE XpaHEHHE.

CoctaB opraHu3zanuii U KaTeropud HUX JOKYMEHTOB, MOJJEXKAlIMX BKIOYeHHIO B ['AD
CCCP, ompenensitorcss ['maBHbiM apxuBHbIM ynpasieHuem npu Cosere Munuctpos CCCP
COBMECTHO C COOTBETCTBYIOIIMMH MHUHHCTepcTBamMH 1 BegomctBamu CCCP.

B macrosimee BpemMs B crpaHe HacuuThiBaeTcs Oosee 200 ThICSY OpraHu3anuvii -
ncTOYHUKOB KoMiuiekToBanus 'A® CCCP.

Ha  munHCcTepcTBa,  BEAOMCTBa,  YUYPEXKICHUs,  OpPraHH3alldd,  MPEATPUITHSI
[TpaButensctBoM CCCP BO3MOKEHBI BaKHBIE TOCYIApCTBEHHBIE OO0S3aHHOCTH B 00JacTu
OpraHu3aIliy apXUBHOTO Jieja U JIeJOMPOU3BOJICTBA, & UMEHHO:

- BEJICHHE JIeJIONPOU3BOJICTBA B COOTBETCTBUH C TpeOoBaHUsIMH ENWMHOM rocynapcTBEHHOM
CHUCTEMBI JIeTIOTIPOU3BO/ICTBA;

- OCYIIECTBJICHHE yueTa 00pa3yIIUXCs B HX ASSITENTFHOCTH JJOKYMEHTOB M ()OPMUPOBAHNE
WX B JIeJIa TI0 COTJIAaCOBAHHBIM C apXHBHBIMH YUPEKICHUSIMH HOMEHKIIATypaM;

- obecnieyeHne COXpaHHOCTH HAXOSIINXCS B JICTIOTPOU3BOJICTBE IOKYMEHTOB;

- MPOBEACHUE HAa OCHOBE MeTtoauveckux pekomennauuii ['maBapxua CCCP skcnepTussl
IIEHHOCTH JIOKYMEHTOB C 1esbio oToopa ux B coctaB 'A® CCCP. Bxmrouennsie B [AD CCCP
JIOKYMEHTHI SIBIISIIOTCS COOCTBEHHOCTBIO TOCYIApCTBa M HAXOSATCS B BeACHUU | aBapxuBa
CCCP;

- CcOo3/laHuWe W OpraHm3aius padoThl BEJOMCTBEHHBIX apXWBOB (WJIM BO3IIOKEHHUE HX
GYHKIMA HA IPYTHE CTPYKTYPHBIE MOAPA3ACICHHS U COOTBETCTBYIOIIHE JIUIA) JJIsI BDEMEHHOTO
xpanenus: qokyMeHTOB ['A® CCCP, Haxomsmmxcs B OpraHM3allu, 10 TepefJadyd UX Ha



roCyJapCTBEHHOE XPaHEHHE B COOTBETCTBUM ¢ ycTaHoBIeHHbIMU [lonoxxennem o 'AD CCCP
CPOKaMHU BEJOMCTBEHHOI'O XpaHEHHUS;

- IOArOTOBKA M Ilepejadya B rocyaapcTBeHHble apxuBbl JokyMeHTOB ['AD CCCP, cpoku
BEJJOMCTBEHHOTO XPaHEHMsI KOTOPBIX UCTEKIH. DTU JOKYMEHTHI EPEJAlOTCs B YCTAHOBJICHHOM
KOMIUIEKTE, B YIOPSAOYEHHOM COCTOSSHUHM, C COOTBETCTBYIOIIMM HAy4yHO - CIPaBOYHBIM
anmapaToM M CTPaxOBBIMH KOMUSMH Ha 0CO0O IIEHHBIE JOKYMEHTHL. Bce paboThl, cBsI3aHHBIE C
MOArOTOBKOM M MEpeAadyel JTOKYMEHTOB, B TOM YHCJIE HW3TOTOBJIICHUE CTPAXOBBIX KOIIWM,
TPAHCIIOPTUPOBKA JOKYMEHTOB, IPOU3BOJISATCS CHJIAMU U 32 CUET CPEACTB OpraHu3alui.

OTBETCTBEHHOCTh 32 COCTOSIHME M  COBEPILICHCTBOBAHME AapPXMBHOTO Jela W
JEJIONPOU3BO/ICTBA B OPraHU3ALUAX HECYT UX PYKOBOJUTEIH.

BenoMcrBeHHble apXMBBI WM JIMIA, OTBETCTBEHHBIE 3a ApXUBBI, KOTOPHIM MOPYyYaAETCS
BEJICHHE AapXHBHOIO JieJa B OPTraHU3alMsIX, BBIMOJIHSIIOT Ba)KHbIe OOILIECTBEHHO IOJIE3HbIE
byHKINN.

B cBoeii mnpakThueckoil JeSATENbHOCTH BEAOMCTBEHHBIE AapXUBBI PYKOBOJICTBYIOTCS
3akoHonaTenbcTBOM CCCP M COrO3HBIX pecnyOJIMK, MpHUKa3aMH M YKa3aHUSIMH MHHHCTEPCTB
(BemOMCTB) U ApPYrux BelIecTOAMX opraHuzanuii, ['nmaBapxusa CCCP, npyrux yupexaceHuii
rocynapcTBeHHOUW apxuBHOU Ciryk0Ob1 CCCP, mHactosmumu IlpaBuiamu, MOJOXKEHUSMH 00
OpraHM3alsaX M CTPYKTYPHBIX TMOAPA3/IEICHHUSIX, B COCTAB KOTOPHIX BXOJSAT BEIOMCTBEHHBIE
APXMBBI, MTOJIOKEHUSIMH O BEJOMCTBEHHBIX apXUBax.

B nensax myumedr u 3pQexTuBHON OpraHuzalMM apXUBHOTO Jela, a TaKkKe CTPOroro
COOJIIO/ICHUST COOTBETCTBYIOIIMX HOPMATHUBHO - METOJUYECKHX JOKYMEHTOB B 00JacTH
apxuBHoro crtpoutensctBa ['nmaBapxuBom CCCP pazpabortansl "OcCHOBHBIE MpaBuia pabOTHI
BEJIOMCTBEHHBIX apXWBOB". OHU SBIISIIOTCA 00S3aTEIbHBIMU IS BCEX MUHUCTEPCTB, BEIOMCTB,
YUpEXKJIEHUHN, OpraHu3aliil W MPEANPUSATHI CTpaHbl, BKIIOYEHHBIX B COCTaB OpraHU3allui,
00pa3yromascsi JOKyMEHTalus KOTOPBIX MOCIIe COOTBETCTBYIoIIEro oTrdopa moctymnaer B AD
CCCP u noanexuT rocy1apCTBEHHOMY XPaHEHUIO.

[IpaBmia pabOTBl BEAOMCTBEHHBIX apXUBOB Oa3MPYIOTCS HA JICHUHCKUX IPHHIIAITAX
ApXUMBHOTO CTPOUTENBCTBA W pa3paboTaHbl C ydyeToM TpeOOBaHUI, MNPEABABIAEMBIX K
BenoMcTBeHHBIM apxuBaM [lonoxkenusimu o ['AD® CCCP u I'maBapxuBe CCCP, a Takxke
3akoHoM CCCP "OO6 oxpaHe M HCHOJb30BAaHWU MAMATHUKOB MCTOPUU M KYJIbTYpbl' <*> Ha
OCHOBE JIOCTI)KEHHMM COBETCKOTO apXWBOBEJICHUS, U3YUYCHHS U 000OIIEHUS TIEPEIOBOTO OIbITa
paboThl BEIOMCTBEHHBIX AapXMBOB U  OTPaXalOT TMPEEMCTBEHHYIO CBs3b B pabote
TOCYJapCTBEHHBIX W BEJOMCTBEHHBIX apXWBOB. B HHMX yuTeHB W3MEHEHHUS B pabdore
BEJIOMCTBEHHBIX apXMBOB, KOTOpbIE MPOM30NUIM TMocie wu3gaHus "OCHOBHBIX IpaBUI
MOCTAaHOBKM JOKYMEHTAJIbHOW YacTH JEJOMPOU3BOJICTBA U PaOOTHl apXUBOB YUPEKICHUH,
opranu3zaiuii u npeanpustuit CCCP" (M., 1963).

<*> Benomoctu BepxoBHoro Cosera CCCP, 1976, N 44, ct. 628.

Hacroamue IlpaBuna cocroaTr u3 14 pasnenoB, B KOTOPBIX PacKpbITBl CYIIHOCTb U
OCHOBHBI€ HallpaBJIeHHs pabOThl BEJOMCTBEHHBIX apXHUBOB.

B 1-m pasgene ompenenstorcs 3aadyd U (YHKUMU BEJIOMCTBEHHBIX apXHBOB 110
00€eCrevyeHNI0 BEIOMCTBEHHOTO XpaHEHHUS JIOKYMEHTOB; XapaKTEpPH3YIOTCS CYIIECTBYIOIIHE
BU/Ibl BEJOMCTBEHHBIX apXHBOB.

Bomnpocsl oprannzanuy JOKYMEHTOB U JEJIONPOU3BO/ICTBA B MTOJTHOM 00BbEME M3IIOKEHBI B
Enunoit rocynapcrsennoit cucteme aenonpousBoiacta (EI'CJ); uensiit psa TpeboBaHUN K
paboTe C TOKYMEHTaMHu perjiamMeHTupoBaH coorBeTcTBytomuMu ['OCTamu. Bwmecte ¢ tem
YUUTBIBasi, YTO OOJIbIIIOE 3HAYEHHE B pabOTE BEIOMCTBEHHBIX apXUBOB HUMEET BHIIIOJHEHUE UMU
(GYHKIMH METOAMYECKOTO PYKOBOJCTBA OpraHM3alMeil JTOKYMEHTOB B JI€JONPOU3BOCTBE,
OCHOBY KOTOpOI COCTaBJIIIOT MOATOTOBKA HOMEHKJIATyp Jieid U (OpMUPOBAHUE M€, BO 2-M
pasznene [IpaBun paccMaTpUBaKOTCS B COOTBETCTBUU C COBPEMEHHBIMU TPEOOBAHHUSIMU BOTIPOCHI
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pa3paboTKH, MOpsAKA COTJIACOBAaHMS M YTBEPXKICHHUS HOMEHKIIATYP J€Jd, a TaKXKe MHOpsI0K
dbopMHUpOBaHHS JIEII.

[IpaBoBoii cTaryc, 3agaun U QYHKIIUU SKCTIEPTHBIX KOMHUCCHI OpraHU3aIuii, BOMPOCH UX
paboTbl M OCHOBHBIE TpPeOOBaHUS K MPOBEJCHUIO IPAKTHUECKOW 3KCIEPTU3bl IEHHOCTU
JIOKYMEHTOB B JIEJIONIPOU3BOJICTBE U B BEIOMCTBEHHOM apXUBE M3JI0KEHBI B pazene 3 Ilpasui.

Bonpocam HenocpeAaCTBEHHON INOATOTOBKM U IE€pefadye JOKYMEHTOB B BEIOMCTBEHHBIN
apxuB nocesimeH 4 pasgen IlpaBun. B pasgene ocoboe BHMMaHUE YAENEHO COBPEMEHHBIM
TpeOOBaHUAM K ONMCAHMIO JOKYMEHTOB, BOIIPOCAM COCTaBJIE€HUS U O()OpMIICHHUs ONHCced Aer B
JIEJI0NIPOU3BOJICTBE OpPraHU3aIuil.

B pasnene 5 IlpaBui u3znoxeHsl oOuiye TpeOOBaHUS K CO3JaHUIO ONTUMANIBHBIX YCIOBUI
XpaHEHUs JOKYMEHTOB, UX pa3MELIEHUI0 B ApXMBOXPAHWJIMILE, BbAAYE JOKYMEHTOB U3
apXMBOXPAaHWIMINA, K paboTe IO MPOBEPKE HAJIMYUS M COCTOSIHUA JA€d MU JOKYMEHTOB;
paccMaTpUBaIOTC BOIPOCHI 0OECIIEUEHUS] COXPAHHOCTH OCO0O LIEHHBIX JOKYMEHTOB, B TOM
YcJIe BOIPOCHI CO3JJaHUs CTPaXxoBOro (hoH1a KONuii 0co00 LEHHBIX JOKYMEHTOB.

Bonpocsl knaccuukanuu JTOKyMEHTOB, HAaXOASIIUXCS HAa BEJAOMCTBEHHOM XpaHEHUH,
UCXOJS U3 UX 3HAYEHUS IS MPAKTUYECKOM JEATEIbHOCTH BEJOMCTBEHHBIX apXUBOB HU3JI0KECHbI
B camocrtosTeinbHoM paszaeine (Pazgen 6). B Hem paccmarpuBaroTcs JiBa OCHOBHBIX BOIpOCA
KJaccu(uKaluu: OTHECEHHE JIOKYMEHTOB K (hoHIy ((poHAMpoBaHHE) M cucTeMaTH3alus /el B
npezenax apxuBHOTO (oHA.

OpHON M3 OCHOBHBIX 3a/a4 BEJOMCTBEHHBIX ApPXMBOB SBIISIETCA MOATOTOBKA I'OJOBBIX
pa3zenoB CBOAHBIX oOmucedl jaen opraHu3anuil. TpeOoBaHUS K COCTABJIICHHIO M IOPSIOK
oopMiIeHHs TOJOBBIX pa3/eioB CBOAHBIX OMMCEH A€ OpraHu3aluii, a Takke 3aKOHYEHHBIX
OTHCEH JIeNl yCTaHABIMBAIOTCs /-M pazaernom [IpaBuit.

B pasgenax 8 m 9 paccMaTpuBaroTCs BONPOCHI ydeTa JOKYMEHTOB BEIOMCTBEHHBIX
apXUBOB M CO3JaHMsI HAyYHO - CIIPABOYHOTrO arapara, pa3padOTaHHbIE HA OCHOBE IPHUHIIMIIA
IPEEMCTBEHHOCTH 3THX BHJOB pabOT B TOCYJapCTBEHHBIX M BEIOMCTBEHHBIX apXHUBax U
yau(ukanuu ydetHslx (opM. Hapsimy ¢ ucrmonb3yeMbpIMH B HACTOSIIEE BpeMsS YYETHBIMHU
dopmamu IIpaBunamu BBOASTCS HOBbIE yueTHbIE (OPMBI, 00ECIIEUHBAIOLINE [OCY1apPCTBEHHBIN
yuet gokymeHToB [A® CCCP, Haxomsmmxcsi Ha BEIOMCTBEHHOM XPAaHEHHH, B TOM YHCJIE y4EeT
0c000 LEHHBIX JOKYMEHTOB U cTpaxoBoro (onma ux komui. B IlpaBunax wusnararorcs
COBpEMEHHbIE TpeOOBaHUs K HAy4YHO - CIIPAaBOYHOMY almnapary JOKYMEHTOB BEIOMCTBEHHBIX
apXMBOB KaK KOMIUIEKCY B3aUMOCBSI3aHHBIX apXUBHBIX CIIPABOYHUKOB, BKJIIOYAIOIINX YUYETHBIE U
CIIPABOYHbBIE TOKYMEHTHI.

B paspmene 10 wu3nokeHBl BONPOCH OPraHM3allUd  HUCIOJIB30BAaHUS JTOKYMEHTOB
BEJIOMCTBEHHOT'0 apXH1Ba, OIPEIEICHbI MOPSI0K, 3a]1a4i U (POPMBI UCIIOJIb30BAHUSI TOKYMEHTOB.

Brepsoie B [IpaBunmax pabGoThl BEAOMCTBEHHBIX apXHMBOB PACCMATPHBAIOTCA BOIPOCHI
KJIacCU(UKallMM JOKYMEHTOB B Ipelenax apxuBHoro ¢onna (pasgen 6), XpaHeHUs U
MOATOTOBKH JOKYMEHTOB JIMYHOTO IIPOUCXOKICHMS K IIepelade Ha rOCyAapCTBEHHOE XPaHEHUE
(pazmen 11) U BOMPOCHI METOJUYECKOTO OOECTEUEHHMs, TUIAHHUPOBAHUS padOTHI, PabOTHI C
KaJ[paMH, yuyeTa U OpraHu3aly Tpya pabOTHUKOB BEJJOMCTBEHHBIX apXUBOB (pazjein 12).

VYuureiBas, yto B [lpaBmiax wu3maraloTcsi TOJNBKO OCHOBHBIE TpeOOBaHMS K paboTe B
BEJIOMCTBEHHBIX apXHBax C JJOKyMEHTaMU JIMYHOTO MTPOUCXOXKICHHUS, a TAK)KE C 0CO00 IEHHBIMU
JOKyMEHTaMHU U CTPaxoBbIM (DOHIAOM KOIMUN 0COOO LIEHHBIX TOKYMEHTOB, B paboTe C 3TUMHU
KAaTErOpusIMM  JIOKYMEHTOB  BEJAOMCTBEHHBIE  apXUBbl  JOJDKHBI  PYKOBOJCTBOBAaTBCS
TpeOOBaHUSAMU, YCTAaHOBJIEHHBIMH "OCHOBHBIMU MPaBUJIaMU pabOThI TOCYAapPCTBEHHBIX apXHUBOB
CCCP" (M., 1984), ykazanusamu ['maBapxua CCCP u apyrux ydpexJeHuid rocyaapcTBEHHON
apxuBHoi1 ciyx661 CCCP.

B 13-m u 14-m paznenax [IpaBui u3/10XeH MOPSIOK Mepeaadyn BeIOMCTBEHHBIM apXHBOM
nokymeHToB '’A® CCCP Ha rocynapCTBEHHOE XpaHEHHWE M TMOpSAJOK NpHeMa - Iepeaadu
JIOKYMEHTOB IIpU CMEHE PYKOBOJCTBAa OpraHM3alMH, 3aBEAYIOLIET0 BEIOMCTBEHHBIM apXHBOM
(J1ua, OTBETCTBEHHOTO 33 apXMB) U MPU peOpraHU3aluy (JUKBUIALUN) OpraHU3aliu.
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K IlpaBunam mnpunaraiorcs 44 (opMbl JTOKYMEHTOB, COCTaBJICHHBIX C YYETOM
rOCy/IapCTBEHHBIX CTaHIAPTOB M TpeboBaHUM yHU(UKaIUU JOKYMEHTOB. [lopsiok 3amonHeHus
dopm nosicusercs B Texkcre [Ipasui.

OtpacneBble  rocyaapcTBEHHbIe  (QOHOBI U JIpyrHe  BEJAOMCTBEHHBIE  apXUBBHI,
OCYILIECTBIISIIOIINE TOCTOSIHHOE TrocyaapcTBeHHOe xpaHeHue naokymeHtoB ['AD CCCP,
OpPraHU3yIOT M BEAYyT CBOIO paboTy B cooTBeTcTBUU C "OCHOBHBIMHM MpaBWiaMd pPabOTHI
rocynapctBeHHbIX apxuBoB CCCP" (M., 1984).

[IpaBuna HEe OTMEHSAIOT M3JAHHBIX B MOCIEIHUE TOAbl YUYPEKACHUSAMU I'OCYAapCTBEHHOU
apxuBHOM ciyx0b61 CCCP uHCTpyKIMI W yKa3aHUH 1O OTACNbHBIM HAaIpaBlICHHUSM pabOThI
BEJIOMCTBEHHBIX apXUBOB (CM. CIIUCOK JUTEPATyphl HA CTp. 172), KOTOpBIE ClaeayeT MPUMEHSTh C
y4eToM TpeOOBaHMIA, N3T0)KEHHBIX B HacTosAmuMX [IpaBuax.

B  IlpaBunax  mpuMeHse€TCs  COBPEMEHHAas  TEPMMHOJIOTHS,  YCTaHOBJICHHAs
COOTBETCTBYIOILIMMU  TOCYJAapCTBEHHBIMM  CTaHIapTaMd Ha  JOKYMEHTBI, a  TaKxke
npeaycMoTpenHas "CiaoBapeM COBPEMEHHOW apXMBHOM TEPMHHOJIOTMH COLMAIMCTUYECKUX
crpan" (Boim. 1.M., 1982).

BenomcTBenHble apXuBbI, XpaHsiyue KUHOPOTOHOHOAOKYMEHThI, HAYYHO - TEXHHUYECKYIO,
KapTorpauueckyro, TEJIEMETPUUECKYI0, MAUIMHOYUTAEMYI0 U JPYI'yI0  CHELHUAIbHYIO
JOKYMEHTAIMI0, PYKOBOJCTBYIOTCS HacTosmiuMH [IpaBuiiamu B Bompocax OpraHu3aluu
IUTAHUPOBAHMSI, OTYETHOCTH U METOJIUYECKOH pabOThI ¢ STUMH BUAAMHU JIOKYMEHTOB, a TaK)Xe B
BONpPOCax paboTbl C OTHOCSIIEHCS K OTUM KaTeropusM JOKYMEHTOB YIpaBICHUECKOMN
JoKyMeHTanueil. Bo Bcex ocTanbHbIX BOIIpocax padoTa ¢ yKa3aHHBIMU BUAAMM JTOKYMEHTALUU
periiaMeHTupyercs crnenuanbHbiMu npasuiamu ['nmaBapxusa CCCP.

Hacrosiue IpaBuna paspadoransl nox pykoojactsom [maBapxuBa CCCP paboTHukamu
BHUNAAA, HULTA CCCP, uentpanbhbix rocynapcrBeHHbix apxuBoB CCCP, riaBapxuBoB
COIO3HBIX PECIyOJIUK, Psiia MUHUCTEPCTB U BEIOMCTB.

Paznen 1. 3AJAYN 1 ®YHKLNWU BEJJOMCTBEHHbLIX APXNBOB

B coorBerctBun ¢ Ilonoxenuem o ['A® CCCP nokymeHThl, 0Opa3oBaBIIMECS U
oOpazyromuecs B JAEATEIbHOCTH TOCYNAapCTBEHHBIX, OOIIECTBEHHBIX, KOOMEPATUBHBIX
OpraHu3aIil ¥ UMEIOIINE MOJUTHYECKOE, HAPOJHO - XO3SHUCTBEHHOE, HAyYHOE, COIHAIBHO -
KyJIbTYpHOE WJIM UCTOpHUYecKoe 3HaueHue, BXoasaT B coctaB [[AD CCCP u He3aBUCUMO OT
BEJIOMCTBEHHOW MPUHAJICKHOCTH, BPEMEHHU TMPOUCXOXKJICHHUS, MECTa XPAHCHHS, TEXHUKH U
croco6a 3aKkperieHus: HHPOpMAaINH MOAJIeKAT Mepeiade Ha TOCYyIapCTBEHHOE XpaHEHHE.

K noxymentam ['A® CCCP oTHOCSATCS aKThl 3aKOHOJIaTEILCTBA, YIIPaBICHYECKasl, HAYYHO
- TeXHWYecKas, Kaprorpaduueckas, TeleMeTpUUYecKas, MalIMHOYUTaeMas JOKYMEHTAIIHS;
KUHOPWIbMBI, (POTOCHUMKH, 3BYKO- ¥  BHJCO3AIUCH; HAay4dHbIE, XYIO)KECTBEHHBIE,
JTUTEpaTypHbIE, My3bIKAJIbHBIE U APYTHE PYKONUCH, PUCYHKH, THEBHUKH, MEMYapbl, IEPENUCKA U
WHBIE KaTerOpyu JOKYMEHTOB.

B cocraB 'A® CCCP BXxoauT Takke CO3[aBaeMblii OpraHU3allUsMU CTPaxoBod (OHJ
Koruii 0co60 1eHHbIX qokymeHToB 'A® CCCP.

Jns xpanenust gokymeHToB 'AD® CCCP u JOKYMEHTOB MJIMTENBHOTIO MPAKTHUYECKOTO
3Ha4YCHUsI (B TOM YUCJIE TOKYMEHTOB 10 JUYHOMY COCTaBY), UX y4eTa, UCIIOIb30BaHUsI, 0TOOpa 1
noarotoBku J0kyMeHTOB ['AD CCCP k nepenave Ha rocy/1apCTBEHHOE XpaHEHUE OpraHu3aluu
00pa3yloT BEIOMCTBEHHBIC apXWBBI WJIM BO3JIaraloT MX (QYHKIUH HAa APYTHE CTPYKTYpPHBIE
Mo/Apa3iesiCHuUs.

[IpaBoBOi1 OCHOBOHM JUIsi CO3/IaHHMSI BEIOMCTBEHHBIX apXWBOB siBisieTcsl l[locTtaHoBieHHE
Cosera MunuctpoB CCCP ot 4 anpens 1980 r. N 274.

Ecnu B mrarHoe pacnucaHue OpraHu3allid HE BBEAEHA JIOJDKHOCTH 3aBEAYIOLIErO
apXMBOM, TO TPUKA30M PYKOBOAMTENS OpPraHM3AMHM W3 YUCIa ee PAOOTHHKOB Ha3HAYAETCS
JIMII0, OTBETCTBEHHOE 3a apXHB.
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[Ipenenbubie cpoku xpanenus A0KyMeHTOB 'A® CCCP B BeIOMCTBEHHBIX apXHBax 10
nepeaaur uX Ha TOCyIapCTBeHHOE XpaHeHue ycranosiieHbl [lonoxxennem o TA® CCCP (cwm. 1.
13.1).

1.1. Buzbl BEIOMCTBEHHBIX apXUBOB

B 3aBuCHMMOCTM OT cocTaBa JOKYMEHTOB, KOTOPBIMHU KOMIUIEKTYETCSI BEIOMCTBEHHBIN
apxuB, U FOCYapCTBEHHBIX O0S3aHHOCTEW OpraHM3aluil O OCYIIECTBICHUIO BEJOMCTBEHHOI'O
xpaHeHus: 1okymMmeHToB ['’A® CCCP moryr co3naBarbCsi BEAOMCTBEHHBIE apXUBBI CIIEAYIOLIMX
BUJIOB!

apXuB OpraHu3alyy, XpaHsIIMA JOKYMEHTBl TOJIBKO JAaHHOW opraHusauuv. B
OpraHu3alusax, B IPOLECcCe AEATEIBHOCTH KOTOPBIX CO3Jar0Tcsd KHHO(OTO(HOHOAOKYMEHTHI,
HAy4yHO - TEXHUYECKAas M MAlIMHOYUTAeMasl JTOKyMEHTALMsI, MOTYT CO3JaBaThCsl, KpOME apXuBa
yIpaBJIEHYECKON JTOKYMEHTAIMH, CHEIHaIbHbIC apXMUBbI AJIS1 XPAaHEHUS HAY4YHO - TEXHUYECKOU
JOKYMEHTauu (OTHenbl, OIpo, CIyXObl), Ig XpaHeHHs KUHO(POTOPOHOIOKYMEHTOB
(punbmoTekn, (oTOoTeKH, (OHOTEKHM) W aApPXHMBBI I XPAaHCHHS  MAaIIMHOYHUTAEMOM
JIOKYMEHTAIU (apXHUBbI BEIUUCIUTEIbHBIX LIECHTPOB);

LEHTPAJIbHBIA apXUB MHUHUCTEPCTBA, BEAOMCTBA, LEHTPAJBLHOIO OpraHa OOILECTBEHHOM
OpraHM3aliy, XpaHSAUIMH JOKYMEHThl LEHTPaJIbHOIO ammnapaTa MHUHUCTEPCTBA, BEIOMCTBA,
LIEHTPAJIbHOTO OpraHa OOLIECTBEHHOW OpraHu3allM, a TakXke JOKYMEHTbl OpraHu3auui
HENOCPEJCTBEHHOTO IOJYMHEHUs, U, TIpU HEOOXOOUMOCTH, JAPYrUX OpraHu3zauuid B
COOTBETCTBUM CO CIHMCKOM OpraHu3alMid - HCTOYHHUKOB KOMIUIEKTOBaHMS apXHBa,
YTBEPKACHHBIM  PYKOBOAMTEIEM  MHUHUCTEPCTBA, BEJAOMCTBA, LEHTPAJIBHOIO  OpraHa
00I11eCTBEHHOH OpraHu3aluy;

LEHTPAJIbHBIA OTpacieBOil apXWB MUHHUCTEPCTBA, BEJOMCTBA, IIEHTPAJIbHOIO OpraHa
OOIIeCTBEHHON opraHu3aluu (Ipd MHHUCTEPCTBE, BEAOMCTBE, LEHTPAJIbHOM OpraHe
OOLIECTBEHHON OpraHM3alllM), XpaHAIMA JOKYMEHThl OpraHu3aluil oTpaciu (CHUCTEMBbI) BCEX
YPOBHEH IOAYMHEHHOCTH (HE3aBUCHMMO OT MX TEPPUTOPUAIBHOM pacHojOkKEHHOCTH) B
COOTBETCTBUM CO CIHCKOM OpraHu3alliii - HCTOYHHMKOB KOMIUIEKTOBAHMS — apXHUBa,
YTBEPKACHHBIM  PYKOBOAMTEIEM  MHUHHUCTEPCTBA, BEAOMCTBA, LEHTPAJIBHOIO  OpraHa
0OLIECTBEHHON OpraHHU3allNH;

00bETMHEHHBIH BEIOMCTBEHHBIN apXUB, XPaHAIIMN JOKYMEHThl HECKOJIBKUX OpraHu3alui
MUHUCTEPCTBA (BEIOMCTBA), CBS3aHHBIX OIPEJIEICHHON CUCTEMON COMOJYMHEHHOCTH WIIU
OJTHOTUIHBIX MO MPOPUITIO AEATENbHOCTH;

OOBEIMHEHHBIN MEXIyBEJOMCTBEHHbIN apXuB, XpaHSIMIMUNA JOKYMEHThl OpraHu3aluil
HECKOJIbKUX OTpacieil (CUCTeM).

1.2. I'maBHEIC 3ala4uv BEAOMCTBCHHOI'O apXHBa

I'maBHBIMU 3a/1a4aMU BE€IOMCTBEHHOTO apXHBa SBISIOTCS:

- KOMIUIEKTOBaHHE apXHBa JOKYMEHTAaMH, COCTaB KOTOPBIX MPETYCMOTPEH MOJIOKEHUEM 00
apxuBe;

- obecriedyeHHe COXPAHHOCTH, ydera, KadyecTBa oOpaOOTKH, OTOOpa M HCIOIb30BaHUS
JIOKYMEHTOB, XPaHSIIMXCS B apXUBe, a TAK)KE MOJroToBKa U nepenaya nokymeHToB 'AD CCCP
Ha TOCyaAapCTBCHHOC XpaHCHHUEC, B COOTBCTCTBHUU C Tpe6OBaHI/I$IMI/I, YCTAaHOBJICHHBIMHA
I'maBapxusom CCCP, apyrumu yupex1eHUsIMHI rOCyJapCTBEHHON apXUBHOM CITY»KOBI;

- OCYIIECTBICHHE METOAMYECKOTO PYKOBOJCTBA M TPOBEPOK COCTOSHHS OpraHM3aINH
JIOKYMEHTOB B JIEJIOTIPOM3BOJICTBE OpPraHM3ALMHU, a TAaKXKE apXMBHOIO Jeja M OpraHu3aluu
JOKYMCEHTOB B JCJIONPOU3BOACTBE B IIOJABCIOMCTBCHHBIX OpraHu3anusiax.

1.3. OcHOBHBIE (PYHKITUN BETOMCTBEHHOTO apXHUBa
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1.3.1. BenoMcTBeHHBII apXHB B LEJISIX BBIIOJHEHUSI CBOUX TJIABHBIX 337]a4 OCYILECTBIISIET
CIIeyIOIlNe OCHOBHbIE (DYHKLIMU: MPUHMMAET HA XpaHEHHE B COOTBETCTBUHU C MOPIIKOM,
ycraHoBneHHbIM mm. 4.3.1 - 4.3.6 mnHacrosmux IlpaBui, TOKYMEHTBI CTPYKTYPHBIX
MoJpa3JielieHuii OpraHu3alMi, a TaKXe APYTUX OpraHu3alUid, SBIAIOMIUXCS HCTOYHHUKAMU
KOMIUIEKTOBaHMsI  apxuBa. Ilo coryacoBaHui0 C  COOTBETCTBYIOIUM  YYPEXKJIECHUEM
rOCy/IapCTBEHHOW apXHUBHOM CIIy’)KObl MOXET NpPUHUMATh M XpaHUTh JO Iepedaud Ha
roCy/1apCTBEHHOE XPaHEHUE IOKYMEHTHI JINYHOTO ITPOUCXOKACHHUSL.

B mensix oOecnedeHus mopsiika KOMIUIEKTOBAHUS M ydeTa JOKYMEHTOB IIEHTPaIbHbIN
(eHTpaJIbHBIN OTpacieBoll) U OOBEAMHEHHBIM BEJOMCTBEHHBIM WM MEXKIYBEIOMCTBEHHBIM
apXUBbI COCTABJIAIOT U BEAYT CHHCKU OpPraHu3aluil - UCTOYHMKOB KOMIUIEKTOBaHMs. CIHCOK,
onobpennsiii [[9K (OK) opranuzanuu u cornacoBanublii ¢ 11K cOOTBETCTBYIONIETO apXHUBHOTO
YUPEXKJIEHUS, YTBEPKIACTCS PyKOBOIUTEIEM OpraHU3aIiH.

1.3.2. YuureiBaeT 1 00€CIeUnBACT COXPAHHOCTh MPUHSATHIX B apXUB JIeNl K JOKYMEHTOB.

1.3.3. OcymecTBiseT GOHAMPOBAHKUE MPUHATHIX B ApXUB JIENT U IOKYMEHTOB.

1.3.4. CocraBisieT Hay4HO - CIIPaBOYHBIN anmapaT K XpaHsIUMCS B apXUBE JOKYMEHTaM C
Y4ETOM €ro MPeeMCTBEHHOCTH C HAYYHO - CIIPABOYHBIM aIlllapaToM K JTIOKyMEHTaM, epeJaHHbIM
B FOCYJapCTBEHHBIN apXUB.

1.3.5. IIpoBOAUT 3KCIEPTU3Y LIEHHOCTH JOKYMEHTOB, XPAHSIIUXCS B apXUBE, €KEroJIHO
npexacrasisier Ha paccMoTpenue L[OK (OK) opranuzammu romoBeie pasaenbl CBOJAHBIX OMUCEH
JeNl, TMOJIeKAIIMX XPAaHEHUIO, W aKThl Ha JIeNa, BbIACNECHHBIE K YHHUYTOXXEHHUIO B CBS3H C
HCTCUYCHUEM CPOKOB WX XpaHeHus; ydactByer B padore L[OK (OK) opranmsammm; okaspiBaeT
METOJUYECKYI0 IOMOIIb B TPOBEACHUH B JEJIONPOU3BOJCTBE OPraHU3alUd IKCHEPTU3BI
LIEHHOCTHU JOKYMEHTOB.

1.3.6. [loaroraBnuBaer u B yCTaHOBJICHHOM HacTosmumu [IpaBuiaMu nopsiake (CM. pasg.
13) nepemaet Ha rocyaapctBeHHoe xpanenue 1okyMmeHTsl [TA® CCCP u crpaxoBoii ¢poH KOui
0c000 1eHHbIX 10KyMeHTOB ['TAD CCCP. B stux nensx:

1.3.6.1. OcymecTBisieT WIM OPTraHU3yeT €XKEroJHOE COCTaBJICHUE U IIPEICTABIICHHE
TOJIOBBIX Pa3/ieJIOB CBOAHBIX OMHUCEH e MOCTOSHHOrO xpaHeHus Ha paccmorpenue [[OK (3K)
opraauzauu 1 DIIK coOTBETCTBYIOLIET0 apXUBHOTO YUPEKICHHUS;

1.3.6.2. OcyuiecTBiasieT MO COMVIACOBAHMIO C COOTBETCTBYIOIIUM TOCYAapCTBEHHBIM
apXMBOM BBISIBJIEHHE U y4€T 0CO00 LIEHHBIX JOKYMEHTOB, OPraHU3YeT CO3/IaHuE U XpaHEHHE
CTpaxoBoro (hoHJ1a KOMUIl 3TUX JOKYMEHTOB, BEIET yUeT JaHHbIX KOMUA;

1.3.6.3. Oka3pIBaeT METOJUYECKYIO U MPAKTUYECKYIO TIOMOIIH CIIYKO€ IeI0MpOU3BOJICTBA
opraHu3aiuy (KaHLEIspus, CeKpeTapuaT) B PpO3bICKE JEeJ, 3aBEJCHHBIX B COOTBETCTBHM C
HOMEHKJIATypOM J1eJ1, HO CBOEBPEMEHHO HE MOCTYNUBIINX B BEIOMCTBEHHBIN apXUB.

1.3.7. TIlpencraBnser exerogHo mo yreepxkaeHHeiM LCY CCCP  ¢opmam B
COOTBETCTBYIOIIMH TOCYJAapCTBEHHBINI apXMB CBEIEHUS O cocTaBe M o0beMe (OHJIOB,
XPaHAILIUXCS B apXHUBE.

1.3.8. OcyuiecTBisieT UCIOJIB30BaHUE TOKYMEHTOB, XPaHSAIINXCS B apXUBE:

1.3.8.1. MudopmMupyet pykoBOACTBO M paOOTHUKOB OPraHU3aIlMH O COCTABE U CO/IEPKaHUU
JIOKYMEHTOB apXHBa, MO IMOPYYEHHIO PYKOBOJCTBA OPraHU3allUU OCYIIECTBIISIET BBISABICHUE
JIOKYMEHTOB;

1.3.8.2. BplgaeT B YCTAaHOBIIEHHOM IIOpPSIKE JOKYMEHTBl WJIM KONHMH JIOKYMEHTOB
3aMHTEPECOBAHHBIM OpraHU3allMsIM BO BPEMEHHOE IOJb30BaHME, a TakkKe I PabOThI
HCCJIEIOBATENSIM B UUTAJIBLHOM 3aJle;

1.3.8.3. Mcnonuser 3ampockl opranusanuil u 3assineHus rpaxiaad CCCP nmo Bompocam
COLIMAJILHO - TIPABOBOT'0 XapaKTepa, B YCTAHOBJIEHHOM MOPSJIKE BbIJAET KOMUHM JOKYMEHTOB U
apXMBHBI€ CHPABKH, KOHCYJIbTHUPYET OpraHUM3allMd W OTACNbHBIX JHI[ 1O BOOpoOcaM
MECTOHAXO0XIECHHSI TOKYMEHTOB, HEOOXOAUMBIX JUIsl HABEJICHUS apXUBHBIX CIIPABOK;

1.3.8.4. Bener y4er Ucosib30BaHUsI JOKYMEHTOB, XPAHSIIUXCS B apXUBE.

1.3.9. OcymecTBisieT MPOBEPKY COXPAHHOCTH, TMPABUIBHOCTH (DOPMUPOBAHUS U
opopmieHus Jgea B JIEJONPOU3BOJACTBE OpraHM3aluu  (UEHTpPaJbHBIA  (LEHTpaJIbHBINA
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oTpacieBoi), OOBEJUHEHHBIM  BEIOMCTBEHHBIH WM  MEXIYBEIOMCTBEHHBIH  apXHBBI
OCYIIECTBIISIIOT TaKKe IPOBEPKH B OpraHU3alUsAX - MCTOYHHMKAX KOMIUIEKTOBAaHUS H B
COOTBETCTBYIOIUX MOJBEAOMCTBEHHBIX OPIaHU3ALMSIX ).

1.3.10. YuacTByeT B pa3pabOTKe HOPMATUBHO - METOJIMYECKUX JOKYMEHTOB (MHCTPYKIIHH,
pEKOMEHalui, MOJIO)KEHUH W T.I.) MO ApXMBHOMY J€Iy M OpraHu3alli JOKYMEHTOB B
JIEJIONPOU3BO/ICTBE.

1.3.11. VYyactByer B MpOBEJCHUM MEPOIPHUIATUN IO TMOBBIIICHUIO KBAIU(UKALUH
pabOTHUKOB apXuBa U CIY>KObI AETONPON3BOACTBA OpraHU3aluu (LIEHTPATbHBIN (EHTpaIbHBIN
oTpacieBoii), 0ObeINHEHHBIN BEIOMCTBEHHBIH HIIM MEXIYBEJIOMCTBEHHBIH apXUBBI MPOBOJSAT
AQHAJIOTMYHBIE MEPONPUITHS ISl paOOTHUKOB OpPraHM3aluil - UCTOYHMKOB KOMIUIEKTOBAHUS U
COOTBETCTBYIOILUX IOJBEAOMCTBEHHBIX OpraHU3aLHil).

1.3.12. LleHnTpanbHblid (IIEHTPAIBHBIA OTpPACIEBOH) apXWB YYacTBYEeT B OpPraHU3allUd U
OCYILIECTBJIEHUU BEIOMCTBEHHOI'O KOHTPOJISI 32 pabOTON apXMBOB U OpraHMU3alMed JOKYMEHTOB
B JEJIONPOM3BOACTBE OpraHU3aluii OTpaciu (CUCTEMbl); BHOCHUT MPEIJIOKEHUS PYKOBOJCTBY
MUHUCTEPCTBA (BEIOMCTBA) O COBEPILIEHCTBOBAHMHM ApXMBHOI'O J€JIa W JIEJOIPOU3BOJICTBA B
oTpaciu (CHUCTEME).

1.3.13. BenmomMcTBeHHOMY apXwWBy JUIS BBIIOJHEHHWS e€ro 3amad ©  (QYHKIUH
MIPEIOCTABIISACTCS IPABO:

1.3.13.1. /laBaTh B YCTaHOBJIEHHOM HOpSJKE YKa3aHUS CTPYKTYPHBIM MOJpPa3AeICHUIM
OpraHM3ali ¥ apXWBaM COOTBETCTBYIOIIMX IOJBEIOMCTBEHHBIX OpPraHU3alldid MO BOIPOCaM,
BXOJILIMUM B KOMIIETEHIIUIO apXUBa;

1.3.13.2. 3anpammuBarh OT CTPYKTYPHBIX NOAPA3JEICHUN OpraHU3aldd U OT APXUBOB
COOTBETCTBYIOILIMX I[O/IBEIOMCTBEHHbIX OpraHM3allMil CBEACHMs, HEOOXOAMMBbIE Uil PadOThI
apxuBa.

Pasznen 2. TPEBOBAHNMA K COCTABJIEHNIO HOMEHKIJIATYP
JAEJI 1 ®OPMUPOBAHUIO JIEJI

BenoMcTBeHHBIN apXWB B IENAX Ka4Ye€CTBEHHOT'O KOMIUIEKTOBaHUS TOKymMeHTamu ['AD
CCCP kOHTpOnHMpYyeT M OKa3bIBa€T HEOOXOIMMYH) METOJUYECKYI0 M MPAKTUYECKYIO MOMOIIb
CITy»0€e IeTONPOr3BOICTRA.

Opranuzaiiisg JOKYMEHTOB B JIETONPOM3BOJACTBE MPEACTABISIET COOOM COBOKYIHOCTH
BUJIOB paboT, o0O0ECleYnBAOIINX COXPAaHHOCTh, y4eT, OdopMIIeHHEe, KiIacCHU(PUKAIUIO
JIOKYMEHTOB, (QopmMupoBaHue u odopmieHue aed B JAEJIONPOM3BOJACTBE M UX IMepenady B
BEJIOMCTBEHHBIN apXHB B COOTBETCTBUU C TPEOOBAHUSIMHU, YCTAHOBJICHHBIMU TOCY/IaPCTBEHHBIMU
CTaHJapTaMM Ha JOKYMEHTbl, EJAMHOM rocynapCcTBEHHOM CHCTEMOHM JeJIONpPOU3BOICTBA,
HOpPMaTUBHO - MeroauuyeckuMu jaokymeHTamu ['nmaBapxuBa CCCP, npyrux yupexjaeHui
TOCYIapCTBEHHOW AapXMBHOM CIYyXObl, a TakkKe COOTBETCTBYIOIIMMHU BEIOMCTBEHHBIMU
HOPMATHBHO - METOJAMYECKUMHU JOKYMEHTaAMH TI0 apXUBHOMY 1€y U JIEJIOTPOU3BOJICTBY.

OcHOBHBIMU BUAaMH paboT, 0OeCTeYNBAIONIMME MPABUIBHYIO OpTraHU3aIUI0 JOKYMEHTOB
B JICJIONIPOM3BOJICTBE, SIBJIIOTCS COCTABJIICHHE HOMEHKIIATYD J1e7 U (OpMHUPOBAHUE JE.

2.1. OcHoBHBIE TPeOOBAaHUS K COCTABJIICHUIO HOMEHKJIATYP el

2.1.1. HowmenknaTypa naen TMpeACTaBiIseT COO0W CHCTEeMaTH3UPOBAHHBIM TEpPEUCHb
3aroJIOBKOB JI€JI, 3aBOJIMMBIX B JIEJONPOM3BOJICTBE OpraHu3alMu, C YKAa3aHUEM CPOKOB HX
XpaHeHus, 0POPMIICHHBIN B YCTAHOBJICHHOM IOPSIIKE.

Homenknarypa men coctaBisieTcs Ajsi oOecreueHus mopsiaka GopMUpPOBAHUS U y4eTa el
B JIEJIONPOU3BOICTBE opranuzanuu. OHa HaMe4aeT TPYNIUPOBKY MCIOJHEHHBIX JOKYMEHTOB B
Jiena, CUCTEMATU3alMIO JIe], MHIEKCALMI0 M CPOKH XPAHEHHsS [€J, SIBISETCS OCHOBOM ISt
COCTaBJIEHUS OMHUCEN Jesl MOCTOSSHHOTO U BpeMeHHOro (cBbimie 10 j1eT) XpaHeHHs] 1 OCHOBHBIM



YYCTHBIM OOKYMCHTOM B ACJIOMPOU3BOACTBC, a B BCAOMCTBCHHOM apXWBC HUCIOJB3YCTCA JIA
yuera JieJ1 BpeMeHHOTO (210 10 JeT BKIIOYUTENhHO) XpaHEHUS.

3aKp€HH€HHaSI B HOMCHKJIATYpEC CXEMa CHUCTCMAaTU3alluU ACJI MOXKCET OBITH MCHOJIL30BaHa
npu pa3zpaboTKe CXeMbl KAPTOTEKU Ha UCIIOJHEHHBIE JOKYMEHTHI.

2.1.2. OTBeTCTBEHHOCTh 3a COCTABIICHME HOMCHKJIATYp JIeJ BO3JaraeTcs Ha CIyxOy
JIEJIONPOU3BO/ICTBA OPraHU3alIUH.

Bubl HOMEHKIIATYp Jen

2.1.3. CocTaBistoTcsi HOMEHKJIATYPbI €N CIEIYIOUMX BHUIOB: KOHKPETHbIC, TUIIOBBIC U
MIpUMEpPHBIE.

2.1.4. KoHKpeTHas HOMEHKJaTypa el - O3TO CHUCTEMATHU3UPOBAHHBIA MEPEUYCHBb
KOHKPETHBIX 3aroJOBKOB JI€J, HAaMEUEHHBIX K 3aBEICHUI0 B JIEJIONPOU3BOJACTBE OJHOMN
OpraHu3any (Ui ee CTPYKTYPHOTO MoJpa3fefieHusl) B ONpEAeICHHOM KalleHJapHOM ToAy B
COOTBETCTBUH C 3a/ladyaMH, BBIIIOJHAEMBbIMHA OpraHU3alueil B JaHHOM TOJly.

2.1.5. TumoBas u mpuMepHas HOMEHKJIATYpPHI el SBJISIOTCS CHCTEMaTH3MPOBAHHBIMU
CIIMCKaMU YHU(DHUITUPOBAHHBIX (TUIOBBIX WM TPUMEPHBIX) 3aroJIOBKOB JIeJ, 3aBOJUMBIX B
JIEJIONPOU3BOJCTBE  OIpPEIEJICHHOW KAaTeropud OpraHu3alMii ¢ OJAHOTHUIHBIM COCTaBOM
00pa3yromuxcs B IPOLECCE UX EATEIbHOCTH JOKYMEHTOB.

2.1.5.1. TunoBas HOMEHKJIATypa JeJl yCTaHABJIMBAeT THUIOBOW COCTaB JEJ, 3aBOJAUMBIX B
JIEJIONPOU3BOJICTBE ONPEACIEHHON KAaTEropuu OpraHu3alui, eJUHYI0 HHJEKCALUI0 TUX /e B
oTpaciu (cucTeMe) U sIBISIeTCS HOPMAaTUBHBIM JOKYMEHTOM.

2.1.5.2. IlpumepHas HOMEHKJaTypa JieJ YCTaHaBJIMBAE€T NPUMEPHBIH COCTaB Jell,
3aBOJUMBIX B JICJIONPOU3BOJICTBE OpraHM3alMii, HAa KOTOPbIE OHA pPACHPOCTPAHAETCS, C
YKa3aHUEM UX MHJEKCOB U HOCUT PEKOMEHAATEIbHBIN XapaKTep.

2.1.53. TumoBas u mnpuMepHas HOMEHKIATypbl el pa3padaTbiBalOTCA CIy:K0aMu
JIEJIONPOU3BOJCTBA  OpPraHM3alui, MMEIIIMX IOJBEJOMCTBEHHYI0 CETb  OJHOPOJHBIX
opranmuzanuii. PazpaboTka 5TUX BHUIOB HOMEHKIJIATYp €1 MOXET OCYHIECTBIATHCS TaKXkKe
VUpEXKIACHUSIMA TocyaapcTBeHHOM apxuBHOM cinyxk0b1 CCCP, rnaBHBIM oO0Opa3oM HX
MO/Apa3IeICHUsIMH, IEUCTBYIOIIMMH Ha JOTOBOPHBIX HAdajlaX 3a CUET CIELCPEACTB, B MOPSAKE
OKa3aHHUs METOINYECKON MOMOIIN OpPraHU3aLUsIM.

TunoBble u npumepHble HOMEHKIATypsl Aen, omoOpennnle [[OK (OK) opranuzamnum,
COTJIACOBBIBAIOTCS C COOTBETCTBYIOIIMM AapXWBHBIM OpraHoM <*> U  yTBepk AaroTCs
PYKOBOIMTEIEM OPTaHU3ALHNH.

<*> Jlo corjacoBaHMs 3TH HOMEHKJIATyphl e, KaKk mpaBuio, paccmaTpusarotTcs [[IIIK
(BIIK) coOoTBETCTBYIOMIETO apXHUBHOTO OpraHa.

2.1.6. TunoBble U MPUMEPHbIE HOMEHKJIATYPHI A€ SIBJISIOTCS METOJAUYECKUMHU ITOCOOUSIMU
Y UCIIOJIB3YIOTCS IIPU COCTABIICHUM KOHKPETHBIX HOMEHKJIATYp ACIL.

B HOMeHKknaTypy Aen OpraHM3alvy W3 TUIIOBOM WIM NPUMEPHONM HOMEHKIIATYpHI el
MIEPEHOCATCS MPEIyCMOTPEHHbIE MMH 3arojOBKM [€J, KOTOPBIE IIPEAIOJAaraercsi 3aBeCTH B
JEJIONPOU3BOJACTBE OPraHM3alUM. 3arojOBOK KAXKIOrO Jeja W3 TUIIOBOM HOMEHKIATYPHI AEI
MEPEHOCUTCSI TOJIHOCTHIO M MOMKET TOJBKO KOHKPETU3UPOBATHCA C YYETOM CIEeUU(PUKU
dopmupoBaHus A€l B JAaHHOW opraHuzauuu. Crneunpukoil NpUMepHOH HOMEHKIATYphl Ael
ABIIIETCS TO, YTO IO OJHOMY 3arojIOBKY Jejla NPUMEpPHOH HOMEHKJIATYpbl MOXET ObITh
IIPEAYCMOTPEHO HECKOJIBKO 3arojOBKOB JI€J, a 3arojlOBKM JeJI C OJAMHAKOBBIMU CpPOKaMHU
XpaHEHUs1, BKIIIOUEHHBIE B IPUMEPHYI0 HOMEHKIIATypy, MOT'YT ObITh OOBEAMHEHBI 1 BKIIOYEHBI B
HOMEHKJIATypy A€JI OpraHU3alUu KaK OJUH 3aroJI0BOK.

Cpokn XpaHEHHs €N, IMpeayCMaTpuBaeMble THIIOBOM WM NPUMEPHONM HOMEHKIJIATYPOU
JIel1, IEPEHOCSTCS B KOHKPETHYI0 HOMEHKIIATypy e 0e3 N3MEHEHHH.



OcHoBHBIE TPeOOBaHUSI K COCTaBICHUIO
HOMEHKJIATyp J1€JI OpraHu3anuu

2.1.7. Kaxnas opraHuzanusi, HE3aBUCMMO OT HAJW4YWsS THUIIOBOM WM MPUMEPHOI
HOMEHKJIATYpPHI J1e]1, JOJDKHA UMETh KOHKPETHYI0 HOMEHKIJIATYPY JIE.

2.1.8. HomeHnkuatypa aen opranusaiuu odpopmisieTcst Ha o0iiem OJaHKe OpraHu3alyH.

2.1.9. Homenknarypa Jaeil OpraHU3allMM COCTaBIISI€TCS Ha OCHOBE HM3YYECHHS COCTaBa,
COJlep’)KaHUsT U KOJUYECTBA JIOKYMEHTOB, OOpa3ylolIMXcsi B MpoIlecce JeATeIbHOCTH
OpraHH3aIiy.

2.1.10. Ilpu cocTaBiieHMM HOMEHKJIATYp €]l OpraHu3allih CJIEAYEeT PYKOBOICTBOBATHCS
ocHOoBHbIMU ntonoxeHusiMu EI'CJI, yctaBoM Win NOJI0KEHHUEM 00 OpraHu3alvi, MOJ0KEHUSIMU
0 €€ CTPYKTYpPHBIX MOJpa3ieNeHUsIX, IITATHbIM pacHUCaHHEM, IUIaHAMU U OT4YeTaMu O padboTe
OpraHu3aliy, TUIIOBBIMU U IPUMEPHBIMH HOMEHKJIATypaMu JI€J1, BEIOMCTBEHHBIMU U TUIIOBBIMU
MEepeYHAMHU JOKYMEHTOB C yKa3aHUEM CpPOKOB ux XpaHeHus, pemenusimu L[DIIK ['maBapxusa
CCCP 006 u3MeHEeHHH CPOKOB XPaHEHHsI OT/AEIbHBIX KaTerOpUil TOKYMEHTOB, HOMEHKIIATYPaMu
JIeJl OpTaHHM3alliy 3a MPOLUIbIE TOJAbI, OMUCSAMHU JieJ MOCTOSHHOTO M BPEMEHHOTO XpaHEHUs
(cBbimie 10 neT), cipaBOYHBIMU KapTOTEKAMHU.

3aroj0BKU M UX COCTABJICHHC B HOMCHKIJIATypEC A€

2.1.11. B HOMEHKIaType HOJKHBI ObITh IPETYCMOTPEHBI 3ar0JIOBKU JIEN JIJIsl TPYNIUPOBKU
JIOKYMEHTOB, OTPa)KaOLINX BCE JOKYMEHTHPYEMblE€ Y4acTKU pabOThl U BOIPOCH! AEATEIbHOCTU
OpraHM3aly, B TOM YMCJIE 3aroJIOBKM e Ui TPYNIHUPOBKU JOKYMEHTOB, OOpa3yOIIUXCS B
NEeSITEIbHOCTH  OOIIECTBEHHBIX  OpraHu3auuii  (Ipo¢)Ccor03HOM, HAPOJHOTO  KOHTPOJI,
JTOOPOBOJIBHBIX OOIIECTB U T.JI.) U OPraHOB M MOAPA3ACICHHA, JEUCTBYIONINX HA OOIIECTBEHHBIX
Hayanax (OOLIECTBEHHBIX OTJENIOB, KOMUTETOB, KOMHUCCHUIl, COBETOB, TOBAPHILECKUX CYIOB U
T.L) <*>,

<*> B nanpHeWIeM g KpaTKOCTH BMECTO CJIOB "0OIECTBEHHbIE OPraHU3allMi U OpraHbl
U TOApa3fiefieHus, JAEHCTBYIOLIME Ha OOLIECTBEHHBIX Hayajax" yIoOTpeOJsIoTCsS CJoBa
"001IeCTBEHHBIE OpraHu3aIuu'.

2.1.12. B HOMEHKJIaTypy /el BKJIFOYAIOTCS 3ar0JIOBKHU NI JIJIsi TPYIITUPOBKU JOKYMEHTOB
¢ rpudom "Ilnsa ciayxebnoro nons3oBanusa" ([CII) u cipaBouHble KapTOTEKH, KypHaJbl yueTa
JIOKYMEHTOB U u3anuii ¢ rpugom "JICIIT".

2.1.13. B HOMEHKJIATypy €Nl BKJIIOYAKOTCS Jelia BPEMEHHO JACHCTBYIOUIMX OpraHoB,
JIOKYMEHTBI KOTOPBIX CIIy>)KaT TPABOBBIM OCHOBAHHEM JUIsI TOATBEPXKIEHUS TMOJTHOMOUYUN
OpraHM3alliyl WM TpeKpalleHuss ee AesITeNbHOCTH (Hampumep, JAela JUKBUAALUOHHON
KOMHCCHH OPTaHHU3AIIMU BKIIFOYAIOTCSI B HOMEHKIIATYPY A€ TUKBUANPYEMOI OpraHu3aIlun).

2.1.14. 3aronoBKH A€l O BONPOCaM, HE pa3pelIEeHHbIM B TEYEHUE OJHOIO roja, sIBISIOTCS
"mepexoaAuMMU’ U BHOCATCS B HOMEHKJIATYPY JIeJI OpraHU3aIfK CJIEIYIOIEro roja ¢ TEM XKe
WUHJIEKCOM.

2.1.15. B HOMeHKnaTypy [nejl OpraHu3alyH BKJIKOYAIOTCS 3aroJIOBKM HE 3aBEPIIEHHBIX
JIETIOTIPOM3BOJICTBOM  JIel  JIMKBHIAUPOBAHHBIX OPTaHM3aIlMi, MPABONPEEMHUKOM KOTOPBIX
SBJISIETCS] OpraHU3aLIMsL.

2.1.16. He Bkiro4aroTcs B HOMEHKJIATYPY J€1 3ar0JIOBKY IEYAaTHBIX U3AaHUI.

2.1.17. 3aronoBok fena OOJMKEH YeTKO M B O00OOIIEHHOW (opMe OTpakaTb OCHOBHOE
coJiep’KaHue U COCTaB JIOKYMEHTOB JIela.

He pomyckaercst ymorpeOlieHHe B 3arojioBKe Jella HEKOHKPETHBIX (POPMYITHPOBOK
("pasznple matepuanbl”, "oOmas mepenucka' W T.A.), a TAK)KE€ BBOJHBIX CIIOB M CIIOXHBIX
CUHTAKCHYECKIX 000POTOB.

3aroyIoBKU JIeJI MOTYT YTOUHSTHCS B Iporiecce GopMupoBaHUs U 0OPMIICHHS JIE.



2.1.18. 3arojoBok Jeia COCTOMT W3 DJJIEMEHTOB, paclojaraéMblx B CIEAYIOIIEH
H0CJIEI0BATEIBHOCTH:

- Ha3BaHWE BHUJAA jAena (NEepenucka, XypHaal W T.J.) WIX Pa3HOBHIHOCTH JIOKyMEHTOB
(IPOTOKOJIBI, IPUKA3HI U T.1I.);

- Ha3BaHUE OPraHMU3alMU WM CTPYKTYPHOTO HOpa3aesieH s (aBTOP JOKYMEHTA);

- Ha3BaHUE OpraHu3alMy, KOTOPOH OyAyT aapecoBaHbl MJIM OT KOTOPOHU OyAyT MOJIy4eHbI
JIOKYMEHTHI (aipecaT WM KOPPECIIOHEHT TOKYMEHTA);

- KpaTKo€ COoJiepKaHue JOKyMEHTOB JIeIa;

- Ha3BaHUE MECTHOCTHU (TEPPUTOPHH ), C KOTOPOH CBSI3aHO COAEpPkKAHUE JOKYMEHTOB JIETIa;

- aThl (IepuoJ1), K KOTOPBIM OTHOCSTCS JJOKYMEHTHI JIeJ1a;

- yKa3aHHe Ha KOMMMHHOCTH TOKYMEHTOB JIea.

CocTaB 371eMEHTOB 3aroJIOBKa JIe/1a ONpeIeNsIeTCsl XapaKTepoM JTIOKYMEHTOB Jlefa.

2.1.19. B 3aronoBkax cyaeOHBIX, CIIEACTBEHHBIX, JIMYHBIX (IEPCOHAIBHBIX), apOUTPaKHBIX
U JPYTUX JIeNl, COEPKAIIUX JOKYMEHTBI, CBA3aHHBIE I10CIIEA0BATEIbHOCTHIO JEIONPOU3BOCTBA
110 OJTHOMY KOHKPETHOMY BOIIPOCY, B KQUeCTBE BH/JIA JieNa yroTpeOsieTcss TepMuH "nemno".

2.1.20. B 3arosoBkax Jei, coAepXkaluX JOKYMEHThl IO OJHOMY BOINpOCY, HO He
CBSI3aHHBIX IIOCJIEAOBATEILHOCTBIO JICTIONPOU3BOJCTBA, B KadeCTBE BUAA Jeia YHOTpeOsercs
TEepPMUH "OKYMEHTHI", a B KOHIIE 3arojIOBKa B CKOOKaX YKa3bIBalOTCSI OCHOBHbIE Pa3HOBUHOCTH
JIOKYMEHTOB, KOTOPBIE TOJKHBI OBITH CTPYIITUPOBAHEI B JETIE.

ITpumep. "JIOKyMEHTBI O NPOBEIEHUH MEXKOTPACIEBbIX M OTPACIEBBIX TEMaTHYECKUX
BBICTABOK (TIJIaHBI, CITUCKH, JIOKJIAJIbI, XapaKTEPUCTUKU SKCIIOHATOB)".

TepmuH "HOKYMEHTHI" IPUMEHSIETCS] TAK)KE B 3ar0JIOBKaX J1€J, COAECPKAIINX JOKYMEHTHI -
MPUIIOKEHUS K KAKOMY-JIHOO TOKYMEHTY.
[Ipumep. "JokyMeHTHI K TPOTOKOIAM 3aceaHusl KOJUIETUH MUHHUCTEpPCTBA' .

2.1.21. B 3aronoBkax jen, NpeAHa3HAYEHHBIX JUIsI TPYNIHUPOBKU JOKYMEHTOB OIHOM
Pa3HOBUIHOCTH, YKa3bIBACTCS ATA PA3HOBUIHOCTh JOKYMEHTOB BO MHOXXECTBEHHOM YHCIIC.

Ha3Banme opraHm3anmuyi B KadyecTBE aBTOpAa JOKYMEHTOB YKAa3bIBA€TCS KpATKO WIIH
HPUBOAUTCS €ro o0I1ee BUI0BOE Ha3BaHHE.

[Ipumep. "[IpoTokosibl 3aceiaHns yU€HOT0 COBETa MHCTUTYTA'" .

2.1.22. B 3arosoBkax Jef, COJEpKallluX IMEPEernucKy, YKa3bIBaeTCs, C KEM M MO KaKOMY
BOIpocy(aM) OHa BeJeTcs.

B 3aronoBkax gen, coiepXamux TMEpPenucKy ¢ OJAHOPOJHBIMU KOPPECIOHIEHTAMH,
NOCJIeTHUE He TIEPEUnCIIIoTCs, a yKa3blBaeTCs X 00l1ee BUJJOBOE HAa3BaHUE.

[Tpumep. "Ilepenncka ¢ TpecTaMu 0 MEXaHU3ALUU CTPOUTEIBHBIX paboT".

B 3aronoBkax nen, coAepXkKalMX MEpenucKy C Ppa3HOPOIHBIMU KOPPECIOHIECHTaMH,
MIOCJIEIHNE HE YKa3bIBaKOTCS.

[Ipumep. "llepennicka 00 opraHu3aly CEMHUHApOB, COBEIAHWN MO BOIpPOCAM HAy4YHO -
TEXHUYECKOH Mpomnarasabl 1 0OMeHa OMbITOM paboThI".

B 3aronoBke nena ykasplBaeTcs KOHKPETHBIM KOPPECHOHJEHT, €CIM INEPENNCKa BEIETCS
TOJIBKO C HUM.
ITpumep. "[lepenucka c MocaHepro o cHaOKEHUHU dIEKTPOIHEpruei”.

2.1.23. Ilpu 0o06O3HAa4YeHHWH B 3arojioBKax Jed aJAMUHUCTPATHBHO - TEPPUTOPUAIBHBIX
€IMHMUII YUUTHIBAeTCA CIeIyIOIIee:

- €ClIH COAepKaHHWE Jeja KacaeTCsi HECKOJIbKUX OJHOPOJHBIX AaJIMUHUCTPATUBHO -
TEPPUTOPUANIBHBIX €IMHUL], B 3aroJIOBKE JIeJla HE YKa3bIBAIOTCA WX KOHKPETHbIE HA3BaHHUS, a
yKa3bIBa€TCs UX 00Ilee BUJOBOE Ha3BaHUE.



[Tpumep. "llepenncka ¢ UCTIOTHUTEIBHBIME KOMUTETaMU 001acTHBIX COBETOB HApOIHBIX
neryratoB PCOCP o xo/1e cTpoUTENbCcTBa IETCKUX OOBHUIT";

- €CIIU CoJIepKaHue Jiefia KacaeTcsl OJJHOM aIMUHUCTPATUBHO - TEPPUTOPUATHLHON €MHUIIBI
(HaceJIeHHOT O MyHKTA), €e (ero) Ha3BaHUE YKA3bIBACTCS B 3ar0JIOBKE Jiea.

[Ipumep. "llepenucka ¢ ¢rmmanom wuHcTuTyTra (r. Tyna) 0 KOOpAMHAIIMM HAyYHO -
MCCJICIOBATEIILCKUX padoT".

Ha3Banusi HaceneHHBIX MYHKTOB HPUBOJAATCS B CIEAYIOIIEM IMOPSIKE: CeNo (IepeBHs),
ropoj, paiioH, 001acTh, Kpaii, COr03HasI peciyOnKa.

2.1.24. B 3arojoBkax i, COJAEpXkallMX IUIAHOBYIO WJIM OTUYETHYIO JOKYMEHTAlIHIO,
yYKa3bIBaeTCs NEPHO/T (MECSIl, KBapTaj, rof), Ha (3a) KOTOPBIN COCTABJICHBI TJIaHbI (OTYETHI).

IIpumep. "KBapranbHble 0TUETHI TpecTa O paboTe aBTOTpaHcnopTa'.

2.1.25. Ecnu geno OyneT COCTOSATh M3 HECKOJIBKUX TOMOB HJIM YaCTEH, TO COCTABISETCS
oO1IMi1 3aroJIOBOK Jieja, a 3aTeM MPH HeOOXOJAUMOCTH COCTaBISIOTCS 3arOJIOBKU Ka)I0T0 TOMa
(4yacTH), yTOUHSIIOIIME COJIEP>)KaHNE 3ar0JI0BKa JIea.

[Topsaok cocTaBiIeHUs U YTBEPKICHUS
HOMEHKJIATypBbI J€JI OpraHu3alun

2.1.26. HomeHnkiatypa [en oOpraHu3allud Ha MPEACTOSIIMA  KaJeHAApHbIA Troj
COCTaBJISIETCS B MOCJIETHEM KBapTaje MPeALIECTBYIOIIEro Trofa Ciiy 00 1e10ponu3BOICTBa 10
ycraHoBiieHHOH (opme (IIpmnokenue 1) Ha OCHOBaHMM HOMEHKJIATYP JENl CTPYKTYPHBIX
MOJpa3/IeIecHuii M OOINECTBEHHBIX OpraHU3aIlMi, pa3padOTaHHBIX IO AaHAJIOTMYHOW (opme
(ITpunoxenue 2), cOriiacoBaHHBIX HMH C BEJIOMCTBEHHBIM apXHWBOM, 0A00peHHBIX OJK
CTPYKTYpPHBIX MOJpa3JeleHuid (IpU KX HAJIWYMM) WU MOANUCAHHBIX PYKOBOJAUTEISIMH 3THUX
noJipa3ieNieHui, OpraHu3aluii 1 OpraHos.

2.1.27. Ha3BaHusiMH pa3/ie]lOB HOMEHKJIATYpPbl €] OpraHW3alluu SBISIFOTCS Ha3BaHUS
CTPYKTYPHBIX TOAPA3JEICHUM, pACIOJOKEHHbIE B HOMEHKJIATYpe B COOTBETCTBUU C
YTBEPKJICHHOW CTPYKTypoH. IlepBwlii pa3zen HOMEHKIATypbl BKIIIOYAET 3aroJIOBKU €I,
CoJlepKallie OPraHMU3alMOHHO - PACHOPAIUTENBbHYI0 NOKyMEHTaluioo opranuszanuu. [locie
CTPYKTYpPHBIX MOJpa3JielIeHuii B MOPAAKE 3HAYMMOCTU JOJDKHBI PpacrojiararbCs Ha3BaHUS
0O0I1eCTBEHHBIX OpraHU3aIHiA.

Ecnu opranuzanus He MMeeT CTPYKTYpPHOTO JEJIE€HHs, HOMEHKJIaTypa el CTPOUTCS IO
IPOM3BOJICTBEHHO - OTpaciieBOM WM (YHKIMOHAIbHOM cXeMmMaM; Ha3BaHUS €€ pa3JesioB
ONpEACNAIOTCA COACPXKAHUEM YINpaBICHUECKUX (YHKUMNH U HalpaBlICHUH JeATeIbHOCTH
OpraHH3aIHy.

2.1.28. Homenknatypa 1en oOpraHu3alli BHU3HPYETCS 3aBEIYIOIIMM BEIOMCTBEHHbBIM
apXUBOM, TOJMUCHIBAETCS PYKOBOAUTENIEM CIIYKOBI JETIONPOM3BOACTBA M IOCIE OJOOpEeHUs
2K (OK) opranuzanuu HampasisieTcst Ha coriacoBanue ¢ DI1K cooTBETCTBYIOIEr0 apXUBHOTO
YUPEXKIEHUS, MI0CIIE YETO YTBEPHKIAETCS PYKOBOIUTENEM OpraHU3aluy.

2.1.29. HomeHnkiatypa naen oOpraHu3alMM I1€4aTaeTcs, a 3aTeM THPAXKUPYETCSd B
HE0O0XO0/IMMOM KOJMYECTBE HK3EMIUIIPOB. IIpu 3TOM ee mepBhlii SK3eMIUIAp XpaHUTCS B CIIyXO0e
JIEJIONPOU3BOJICTBA, BTOPON - HCIONB3YETCsl CIIYKOOH AeTONpOn3BOACTBAa B KauecTBE paboyero
IK3EMILISApA, TPETUM - HAXOAUTCSA B KaueCTBE YUYETHOIO JOKYMEHTA B BEJJOMCTBEHHOM apXUBE,
YETBEPThIM - B TOCYIapCTBEHHOM apXHBE, UCTOUYHUKOM KOMILJIEKTOBAHMSI KOTOPOIO SIBJISETCS
JaHHAasi OpraHu3aLusl.

2.1.30. CornacoBaHHasi ¢ apXMBHBIM YUYPEXKICHUEM HOMEHKJIATypa JIeJl B KOHIE KaXJA0ro
roJla yTOUHSETCsl, IEPENeUaThIBACTCS, YTBEPIKIAETCS PYKOBOJUTEIIEM OpraHU3allMi U BBOAUTCS
B JICUICTBUE C | SHBaps CIEAYIOLIEro KaJeHIapHOIO roja.
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Homenkiatypa nen nepecoriacoBbIBA€TCSl C ApXUBHBIM YUPEKJICHUEM HE PEKe YeM pa3 B
5 ner. B ciiydae KOpEeHHOTro M3MEHEHHS (PYHKIMHA U CTPYKTYphbl OPraHU3aIMM OHA TMOIJICHKHUT
[IEPECOCTABIIEHNIO, COTIACOBAHUIO U YTBEPIKIECHUIO HE3aBUCUMO OT CPOKA €€ COIVIaCOBaHUS.

YTBEepXKACHHBIM SK3EMIUISIP HOMEHKJIATypbl JI€J1 SBJISETCA JOKYMEHTOM IIOCTOSSHHOTO
XpaHEHHS U BKJIIOUACTCS B Pa3/ie]l HOMEHKIIATYPbI CIYyKOBI JIeTONPOU3BOICTBA.

2.1.31. Ilocme yTBepKIE€HUSI HOMEHKJIATYpPhl JE€J OpraHu3alld  CTPYKTYpHBIE
MOJpa3/eIeHUus] U OOIECTBEHHBIE OPraHU3allMM MOJIYYalOT BBIMUCKM COOTBETCTBYIOIIUX €€
pa3ziesioB AJisl UCIIOJIb30BaHUs B paboTe.

2.1.32. HowmeHnknaTypa Jel OpraHuM3allMyd, HE Iepefarolled JOKYMEHThl Ha
rocy1apcTBEHHOE XpaHeHue, onobpeHHas DK opraHumszanuu, eXerojaHo yTBEpXkKAaeTcs
pyKoBOJUTENIEM oOpraHu3anuu. I[lepBblil SK3eMIUISIP HOMEHKJIATYpbl JEJI Ha KaXIbld TIox
XpaHutcs He meHee 10 serT.

TpeGoBanus k 3an0JHEHUIO (OPMbI HOMEHKJIIATYPBI AeI

2.1.33. Hunpexcanus nen. B rpade 1 HOMEHKIATypbl 1€l MPOCTABIAIOTCS WHAEKCHI
KQKIO0ro Jiejla, BKJIIOYEHHOIO B HOMEHKIATypy. MHIEKC COCTOUT U3 YCTaHOBJIEHHOIO B
opraHu3an  HUQPPOBOro 00O3HAUYEHHUS CTPYKTYpPHOTO ToJpa3zelieHus (HampaBlIeHUS
JESTEIbHOCTH), OOILIECTBEHHOW OpraHu3allid W IOPSAJKOBOIO HOMEpa 3arojloBKa Jena I0
HOMEHKJIaType B IMpejaeNiaX CTPYKTYPHOTO mofpasjaeieHus (0OIIeCTBEHHON OpraHu3allviy) WId
OpraHM3alMy B LEJIOM. OTOT MOPSNOK HHIACKCUPOBAHUS 3aKpEIUIeTCS B MHCTPYKLUUU I10
BEJICHUIO JIeJonpou3BoacTBa. MHIekchl nen obo3Hauyarorcs apadckumu mudpamu. Hanpumep:
12-05, rue 12 - o6o3HaYeHHE CTPYKTYpHOTO NojpasaeneHusi, 05 - mopsaKoBbIid HOMEp Jera 1o
HOMEHKJIaType.

['pynms! udp MHAEKCA OTACTSIOTCS O/IHA OT APYTOM ¢ MOMOIIBIO THPE.

[Ipyn Hanmuuuu B opraHu3aluu Kiaccu(HUKaTopa BOMPOCOB ACSITEILHOCTH HHICKC JAelna
COCTOUT W3 IU(PPOBOro 00O03HAYECHHUS CTPYKTYPHOTO MOAPA3JENICHHs, YCIOBHOTO IH(pPOBOro
0003Ha4YeHHsI BOMpOoca Mo Ki1accu(GuKaTopy U MOPSAKOBOTO HOMEpa 3arojoBKa Jiejia B mpeenax
CTPYKTYpHOTO ToJpa3zesneHuss (0OLUIECTBEHHON OpraHu3alii) WM OpraHU3alud B LEJOM.
Hanpumep: 12-25-05, rae 12 - oGo3HaueHHe CTPYKTYpHOIO MOApa3AeieHus, 25 - yCIOBHOE
o0o3HavYeHHE Bompoca 1o kinaccudukaropy, 05 - mopsakoBsIii HOMEp Jieina Mo HOMEHKIIAType.

B HOMEHKIIaType en peKOMEHAYETCSI COXPaHATh OAVMHAKOBBIE MHIEKCHI ISl OAHOPOIHBIX
JIeJ1 B IIpesieax pa3HbIX CTPYKTYPHBIX MOpa3/ieIeHUi (HanpaBIeHul 1eATeIbHOCTH).

2.1.34. Cucremarun3anus 3arojoBKOB JieJl B HOMEHKIAType ed. B rpady 2 HoMeHKIaTypbl
JieJ BKITFOUAKOTCS 3ar0JIOBKH /1€ (TOMOB, 4acTei).

ITopsAoK pacnosioKeHHs 3aroJIOBKOB JIEJI BHYTPHU Pa3AeiioB U MOAPA3/1€I10B HOMEHKIATYPbI
OTIpEEIIAETCS CTETIEHbIO BAXKHOCTH JOKYMEHTOB, COCTABIISIFOIINX /€14, U UX B3aUMOCBS3bIO.

B Hauvane pacnomaraloTcsi  3aroJIOBKM  JI€], COJEpPJKalllMX  OPraHu3allMOHHO -
pacnopsAUTENbHYI0 JOKyMeHTauo. [Ipu 3ToM 3arojoBKu i€, coaep Kaliux MOCTaHOBIEHUS U
IIPUKa3bl BBIMIECTOSIINX OPraHU3allUN, pacloJIaratoTCs Mepes 3arojJOBKaMH JI€] C IpHUKa3aMu
pyKoBoauTeNs opraHu3anuu. /lanee pacnonaratoTcsi 3arojioBKU JeJl, COAEpKAIIUX IUIaHOBBIE U
OTUYETHBIE JOKYMEHTBHI.

3aroyioBKU JIeJ1, 3aBEJIEHHBIX 0 reorpaduyeckomMy U Mo KOPPECHOHIEHTCKOMY IIpU3HAKaM,
BHOCATCS] B HOMEHKJIATYpY JIe] 10 al(aBUTy KOPPECTIOHACHTOB UM reorpapuuecKux Ha3BaHUi.

2.1.35. I'pacha 3 HOMEHKJIIATYPHI JeTT 3aTOTHSIETCS TI0 OKOHYaHUH KaJICHIapHOTO To/1a.

2.1.36. B rpade 4 yka3piBaloTCS CPOK XpaHEHHUs Jella, HOMepa CTaTe CO CCHUIKOW Ha
nepeyeHb (TUMOBOM, BEJOMCTBEHHBIH), a MPH €ro OTCYTCTBHH - Ha TUIOBYIO WJIM MPUMEPHYIO
HOMEHKJIATYpy JI€J1 UJIU IPYyroe€ OCHOBAHUE AJIs YCTAHOBJIEHUsI CPOKa XpaHEHHUs JEa.

[Ipu BKJIIOYEHHH B HOMEHKJIATYpY 3arojIOBKOB, COAEPIKAIUX JTOKYMEHTHI, CPOK XpaHEHUs
KOTOpBIX HE NMPEAYCMOTPEH TUIIOBBIM WJIM BEIOMCTBEHHBIM MEPEUYHSIMH JOKYMEHTOB, CPOK HMX
xpaHeHusi ycraHaBiauBaeTcss OIIK  cooTBeTcTByrOIIEro apXMBHOIO  YUPEXKIEHHUS IO
npeacTaBieHuto BenomctBeHHoro apxusa u LI1OK (OK) opranuzarmm.
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2.1.37. B rpade 5 "llpumeuanue" B TEUCHHE BCETO CpOKa ICHCTBHUS HOMEHKIATYPHI
ciyk00i1 Jemonpon3BOACTBA YKA3bIBAIOTCS Ha3BaHUS IepeuHed JOKYMEHTOB C YyKa3aHUEM
CPOKOB HMX XpPaHEHHs, HCIIOIb30BAHHBIX IIPU OIPEACICHUH CPOKOB XpaHEHUs e Mpu
COCTaBJICHUM HOMEHKJIATYphI JA€JI, IPOCTABISIOTCS OTMETKU O 3aBEICHHUHM JI€Jl, O MEPEXOISIINX
JIeNIax, O BBIICTICHUH IS K YHUYTOXKCHHIO, O JINIIaX, OTBETCTBECHHBIX 3a (JOPMUPOBAHUE JIECI, O
nepeaaye Jenl B Ipyryro OpraHu3aiuio s IPOJOJDKEHUS U Ap.

B aroit ke rpade npu nepenoce HHGOPMAIUHU C TPAAUIIMOHHOTO HOCUTESI HA MAITMHHBIN
JienaeTcsl MOMeTKa € yKa3aHWeM HMHJEKCa MallMHOYMTAaeMOro JoKyMeHTa. lIpu monb3oBanuun
opraHu3aiueil BbIYUCIUTENbHBIM HeHTpoM (BLl) KomIeKTHBHOro MOJMB30BaHUS WU JIPYTrUM
ctopoHHUM BI[ momerka 1OMOJIHSETCS CBEACHUSMHM O MECTOHAXO0XJIEHUH MAIIMHOYUTAEMOTO
JIOKYMEHTA.

2.1.38. 1o okOHYaHWU KaJEHIAAPHOIO T0Jla CIIYKOOW JEIONPOM3BOJICTBA OPraHU3AIMH B
KOHIIE HOMEHKJIATyphl 1€ COCTaBJISIETCS HMTOroBas 3alKCh O KOJMYECTBE 3aBEIACHHBIX JIei
(TOMOB, yacTeil), OTAETbLHO MOCTOSIHHOTO U BpeMEHHOro XpaHeHus. CBeeH s, CoJepKaliuecs B
WUTOTOBOW 3allMCH HOMEHKJIATYpPHI I OpTaHHW3alliH, B 005A3aTEeIHLHOM TOPSAKE COOOIIAr0TCS
BEJIOMCTBEHHOMY apXHBY, O YEM B HOMEHKJAType JEIAeTCs] OTMETKA C YKa3aHUEM JIOJKHOCTHU
JU1A, CACJIABIIET0 OTMETKY, €ro MOAMUCH U paciu(pPOBKH ITOITUCH.

2.2. OcHOBHEBIEC TpeOOBaHUs K (HDOPMHUPOBAHHIO JICTT
B JICTIONIPOU3BOJICTBE OpPraHU3aIuu

2.2.1. ®opmMupoBaHUEM J1e]1 HA3bIBAETCS IPYIIMPOBKA UCIIOJHEHHBIX JJOKYMEHTOB B JieJia B
COOTBETCTBUM C HOMEHKJIATYypOU €.

B neno nomemaroTcs JOKYMEHTBI, KOTOpPbIE 110 CBOEMY COAEP)KAHUIO COOTBETCTBYIOT
3arojOBKy Jeja, NpH 3TOM 3alpellaeTcs IpyNIUpoBaTh B J€jda YEPHOBBIE M JyOJeTHBIE
9K3EMIUIIPBI JOKYMEHTOB <*>, a TaKkkKe JJOKYMEHTbI, 0JJIeKalllie BO3BpaTy.

<*> B 1emo MOryT BKJIOYaThCS YEPHOBBIE U JyOJIETHBIE SK3EMIUISIPhl 0CO0O0 ILIEHHBIX
JIOKYMEHTOB.

2.2.2. [ena QopMuUpyIOTCSI B OpraHu3alUsX TMpUd IEHTPAIU30BAHHOM  BEJACHHUH
JIEIIONPOU3BOJICTBA - CIYKOOW JENONMPOU3BOJCTBA OPraHU3AIMK; MPHU ACIEHTPATU30BAHHOM -
KaK CTPYKTYPHBIMH TOJIpa3/ielIeHUsIMU (JIMIIaMH1, OTBETCTBEHHBIMH 32 JISJIOMPOU3BOJICTBO), TaK U
CIty00i1 1e710MPOU3BOJICTBA OPTAHU3AIIHH.

@®opMupoBaHUE 1€ OCYIIECTBISACTCS TIOJ  HEMOCPEACTBEHHBIM  METOIUYECKUM
PYKOBOJCTBOM BEJAOMCTBEHHOTO apXuWBa, a IMpPH HEOOXOJUMOCTH K COOTBETCTBYIOIIETO
TOCYJapCTBEHHOTO apXUBa.

2.2.3. Ilpu dQopmupoBaHuu Jgen HEOOXOAMMO COONIOAATh CIEAYIOUINE OCHOBHBIC
TpeOOBaHUS:

- JOKYMEHTHI TIOCTOSHHOTO W BpPEMEHHOTO XpaHEHHUs HEOOXOAMMO TpYNIUPOBaTh B
OTJeNbHBIC JIeNa;

- BKJIFOYATH B JIENIO 110 OJTHOMY IK3EMILISIPY KaXJI0ro JOKYMEHTa <*>;

<*> B 1emo MOTyT BKJIOYAThCSl YEPHOBbIE U JyOJIETHBIE SK3EMIUIIPHl 0CO00 LEHHBIX
JIOKYMEHTOB.

- KaXJIpli TOKyMEHT, TIOMEILEHHBIN B JIeJ10, JOJDKEH OBITh O(POPMIIEH B COOTBETCTBUU C
TpeOOBaHUSIMU TOCYAAPCTBEHHBIX, PECHyOIMKAHCKUX, OTPACIEBBIX CTaHAAPTOB U JIPYIHX
HOPMATHUBHBIX aKTOB;

- TpyHnImupoBaTh B JEJIO JOKYMEHTbl OJHOIO KAJEHJAPHOIO TOJa; WCKIIOUYEHUs
COCTaBJIAIOT: TEpeXoslIne Jena; cyleOHble Jiena; JIMYHbIe JAea, KOTopble (OopMHUPYIOTCS B
TE€YEeHHE BCEro Neproa paboThl JAHHOTO JIMIa B OpraHu3aluy; Jo0KyMeHThl COBETOB HAPOIHBIX
JIETIYTaTOB M JPYTUX BBHIOOPHBIX OPTaHOB M MX MOCTOSHHBIX KOMHCCHH, AEMyTaTCKUX TPYIIIL,
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KOTOpPbIC TPYNIUPYIOTCS 3a MEPHOJA HX CO3bIBA; JOKYMEHTBHI yYeOHBIX 3aBEICHHUM, KOTOpbIE
dopmupyroTCs 32 y4EOHBI TOX; TOKYMEHTBI TEaTpoB, XapaKTEPH3YIOIIUE CIICHUYECKYIO
NCSTEeIbHOCTh, - B TpeAeiax TeaTpaJbHOro Ce30Ha; jaeia (PUIbMOB, PYKOIHUCEH, HCTOPHU
OoJie3Hel u 1p.;

- JIeJIO IOJDKHO cofiepkaTh He Oomnee 250 nucToB, mpu ToIMIIMHE He Oosee 4 cM.

2.2.4. BHyTpH nena TOKyMEHTBI IOJKHBI OBITh PACIIONIOKEHBI TaK, YTOOBI OHU 110 CBOEMY
COJICPKAHUIO TIOCIIEI0BATEILHO OCBEIIAIN OIpPEIeICHHbIC BOMPOCHL. [Ipy 3TOM JTOKYMEHTHI
pacroyiaratoTcsi B XpOHOJIOTHYECKOM TOPSIKE (BXOSIINE - TIO JaTaM MOCTYIIIICHHS, UCXOISIIHIE
- 110 J]aTaM OTHPABJICHHUS) WJIH 110 ajihaBUTy aBTOPOB MU KOPPECIOHICHTOB.

[TpunoxeHus K JOKYMEHTaM, HE3aBUCUMO OT JaThl UX YTBEP)KIACHUS WM COCTABIICHUS,
NPUCOCTUHSIOTCS K JOKyMEHTaM, K KOTOPbIM OHHM OTHOCATCS. [IpuiioskeHuss 00beMOM CBBIIIIE
250 TMCTOB COCTABIISIFOT OTIEIBHBIN TOM, O Ye€M B JIOKyMEHTE JCTIAeTCs OTMETKA.

['pynnupoBka oTeNbHBIX KaTErOpUil JOKYMEHTOB

2.2.5. PacniopsauTenbHble JOKYMEHTBI IPYIIUPYIOTCSA B Jiea 110 BUJAM U XPOHOJIOTHH C
OTHOCSILIUMUCS K HUM MTPHIIOKEHUSIMH.

2.2.6. VYcraBpl, TIOJOXKEHUS, WHCTPYKLMHU, YTBEPXKACHHBIE PACIOPSIAUTEIBHBIMU
JOKYMEHTaMHU, SIBJISIOTCS MPWIOKEHUSIMH K HUM M TPYNIHUPYIOTCS BMECTE C YyKa3aHHBIMU
JOKyMeHTaMu. Eciu e OHM YTBEp)KIEHBI B Ka4eCTBE CAMOCTOATEIBHOIO IOKYMEHTa, TO MX
IrPYIIHUPYIOT B CAMOCTOSITENIbHBIE JIEIIa.

2.2.7. Ilpuka3bl 10 OCHOBHOW IEATEIBHOCTH TPYIIIUPYIOTCA OTAEIBHO OT IPUKA30B IO
JMYHOMY COCTaBY.

2.2.8. llpukaspl 1O JHMYHOMY COCTaBy TIpPYIIUPYIOTCS B J€lla B COOTBETCTBHM C
YCTaHOBJIEHHBIMU CPOKaMU UX XPaHEHUS.

Ienecoobpa3zHo mpu OonbmIMX 00BEMax JOKYMEHTOB IpPHKa3bl 0 JIMYHOMY COCTaBy,
Kacaroluecs pa3jIMuHbIX CTOPOH AESITEIbHOCTH OpraHu3aluu (IpueM Ha paboTy, yBOJIbHEHUE U
nepeMeleHre, KOMaHIUPOBKH, IPEMUPOBAHUE U T.JI.), TPYIIHPOBATH B CAMOCTOSITENIbHBIE JIEa.

2.2.9. TlopyueHus BBIIIECTOSIIUX OpraHU3alMil M JOKYMEHTHI IO WX HCIHOJIHEHHIO
TPYIIHUPYIOTCS B JI€Ja [10 HAIPaBIEHUAM J€ATEIbHOCTU OpraHU3alH.

2.2.10. YTBepX/AEHHbIE IUIAHbl, OTYEThl, CMEThI, JTUMHTBI, TUTYJIbHbIE CIUCKU U JIpyrue
JOKYMEHTBI IPYNIIUPYIOTCS OTIAENBHO OT UX IPOEKTOB.

2.2.11. JIokyMeHTHI B JIMUHBIX JEJIaX PacCIoJIaraloTcsi B XPOHOJOTUYECKOM TOPSIKE O
MEpE UX MOCTYIICHHUS.

2.2.12. JluueBble cyeTra paboyux M CIyXalluX MO 3apabOTHOM MjaTe TIPyNIUpYyTCS B
CaMOCTOSTEINIbHBIE JIeIa U PACHOJIAraloTcs B HUX B OpsAKe andaBuTa Mo GaMUIHIM.

2.2.13. [IpennoxxeHus, 3asBIE€HUS U KaJI0ObI IpakaaH Mo BompocaMm padOThl OpraHu3anui
U BCE JOKYMEHTHl 10 MX PACCMOTPEHHIO M HCIOJHEHUIO TPYNIUPYIOTCA pPasfeilbHO OT
3asIBJICHUN Tpa)</1aH MO JMYHBIM BOIIPOCAM.

2.2.14. Ilepenucka rpynmupyercs, Kak IpaBUiIO, 3a IEPUOJ KAJICHJApPHOIO Troja M
CUCTEMATHU3UPYETCS B XPOHOJOTUYECKON MOCIEA0BATEIBHOCTH; JOKYMEHT - OTBET IOMEIIAETCs
3a TOKyMEHTOM - 3alPOCOM.

[Ipy BO30OHOBIEHUM TMEPENUCKH IO ONpEeAEeIEHHOMY BOIIPOCY, HadyaBIIeWcs B
IPEIbIAYIIEM IOy, JOKYMEHTBI BKIIOYAOTCS B A€JI0 TEKYLIETO I0/1a ¢ YKa3aHUEM HMHJEKca Jea
MPEIbIIYILEro roja.

B 3aBucumocTM OT cCHEHU(PHUKH JEATETbHOCTH OpPraHU3alUU  IEpPernucKka MOXKET
rPYNIUPOBATHCS TaKXkKe B Mpejeaax yueOHoro roja, Cpoka co3bia u T.1.

2.2.15. MamuHouuTaeMble JOKYMEHTBI, IPHUCIAHHBIE W3 BBIYMCIUTEIBHOTO ILIEHTpa B
CTPYKTYpHBI€ [TOIpa3IeIeHUs, TPYNIUPYIOTCS B JIea B COOTBETCTBUU C HOMEHKJIATYpOH Jell.

Paznen 3. OKCIIEPTU3A HIEHHOCTU JOKYMEHTOB B OPT AHU3ALIM



3KCHepTI/I30ﬁ OCHHOCTH IOOKYMCHTOB HA3bIBACTCA HN3YUCHUC ITOKYMCHTOB Ha OCHOBC
IPUHIUIIOB ¥ KPUTEPHUEB UX LIEHHOCTH B LEJSX ONpPECICHHS CPOKOB XPaHECHUs JOKYMEHTOB U
oT0opa ux Ui XpaHEeHUsI.

3.1. [IpuHIMIBI ¥ KPUTEPUH LIEHHOCTH JOKYMEHTOB

3.1.1. Dxcnepru3a IEHHOCTM JOKYMEHTOB IIPOBOJUTCSI HA OCHOBE IIPUHLIHUIIOB
NapTUWHOCTH, HCTOPU3MA, KOMIUIEKCHOCTH M BCECTOPOHHOCTH OIEHKHM JOKYMEHTOB U B
COOTBETCTBUM C KOMILJIEKCHO NIPHUMEHSEMBIMH KPUTEPUSMU IMPOUCXOXKICHUS, COJAEpKaHUS,
BHEIIHUX OCOOCHHOCTEH IOKYMEHTOB.

3.1.1.1. K kpurepusiMm MpoUCXOKACHUS OTHOCATCS:

- poJIb U MECTO OpraHM3aluu (JUla) B CHCTEME TIOCYAapCTBEHHOTO YIPAaBJICHUS MU
KOHKPETHOW OTPACiH, 3HAYNMOCTh BBIITOJTHAEMBIX €10 (QYHKIINH;

- BpeMsi U MeCTO 00pa30BaHUsl JOKYMEHTOB.

3.1.1.2. K kpurepusiM cofiep>KaHust OTHOCSITCSI:

- 3HQUUMOCTb COOBITHS (SIBJIICHUS, IPEAMETA), OTPAKEHHOTO B TOKYMEHTAX;

- 3HAYEHHUE CoOJepXKallleics B JOKyMEHTEe HH(OpMalUM, €€ IOBTOPEHHUE B JPYIUX
TOKYMEHTaX, LIeJIeBOe Ha3HAYeHHE, BUJ U PA3HOBUIHOCTh TIOKYMEHTA.

3.1.1.3. K kputepusiMm BHEIIHUX OCOOEHHOCTEH TOKYMEHTa OTHOCSTCS:

- JOpUaUYecKas TOCTOBEPHOCTh JOKYMEHTa (HalIuuue MOoANuceil, 1aT, nevyarei);

- HAJIMYUE PE30ITIOLMHI, TOMET;

- 0COOEHHOCTH Mepelaun TeKCTa;

- 0COOCHHOCTH MaTepHUaIbHON OCHOBBI JOKYMEHTA;

- 0CO0EHHOCTHU (PU3HUECKOTO COCTOSIHUS IOKYMEHTA.

HOpMaTI/IBHO - MCTOANYCCKAsA OCHOBA IIPOBCIACHHA
OKCICPTHU3bI HCHHOCTHU JOKYMCHTOB

3.1.2. DkcnepTy3a LEHHOCTH JOKYMEHTOB IPOBOJUTCS B COOTBETCTBUU C HOPMATUBHO -
METOJAMYECKUMHU  JOKYMEHTaMH, yTBepxkaeHHbIMU ['naBapxuBom CCCP u  gpyrumu
YUPEXKJIEHUSIMU TOCy1apcTBeHHOM apxuBHOU ciyx0b1 CCCP.

3.1.3. CocraB nokymeHTOB, BKItouaeMbiX B coctaB 'A® CCCP u nomiexanmux nepegaue
Ha TOCYAapCTBEHHOE XpaHEHWE, a TakXKe CPOKHM XPaHEHHS JOKYMEHTOB OIPEACISIOTCS
MEpPEYHsIMU JOKYMEHTOB, MOUICKALUX Mepe/lade Ha rOCyIapCTBEHHOE XPaHEHHE, ¢ YKA3aHUEM
CPOKOB MX XpaHCHHS.

B 3Tux 1eisx coCcTaBnsAOTCSA TUTIOBBIE U BEIOMCTBEHHBIE (OTpacieBbIe) IEPEUHHU.

TunoBsle mepeyHn JOKYMEHTOB, TMOJIJISKAIINX Mepeade Ha roCyIapCTBEHHOE XpaHEeHHE, U
TUIIOBBIE MEPEYHU IOKYMEHTOB C YKa3aHUEM CPOKOB XPaHEHHMsS COCTABIISIOTCS U YTBEPKAAKOTCS
I'maBapxuBom CCCP. Ha ocHoBe 3TuX mepeuHel COI3HBIE, COIO3HO - PECnyOJUKAHCKUE U
pecryOnvMKaHckue (MPU OTCYTCTBUU COIO3HBIX) MHHHCTEPCTBA M BEAOMCTBA pa3padaThiBaioT
BEJIOMCTBEHHBIE TIEPEUHH JIOKYMEHTOB C YyKa3aHHEM CpPOKOB XpaHEHUs W YTBEPXKIAIOT HX
coBmecTHO ¢ ['maBapxuBom CCCP unu ['maBapXmuBOM COOTBETCTBYIOIIEH COIO3HOM pecyOInKy.

3.2. OpI‘aHI/IBaHI/I}I OKCIICPTU3BI HEHHOCTH JOKYMCHTOB

3.2.1. DkcnepTu3a IEHHOCTU JOKYMEHTOB B OPraHU3alluy MPOBOIUTCS:

- B JICJIONIPOM3BOJICTBE: TPU COCTABJICHHH HOMEHKIIATYp JeI; pu (GOPMUPOBAHUU JIeT U
MpOBEpPKE TMPaBUIHBHOCTH OTHECEHUs [OKYMEHTOB K JelaM; IMpH TOJArOTOBKE el K
MOCIIEAYIONMIEMY XPaHEHUIO,

- B BEJJOMCTBEHHOM apXuBe: B MPOIIECCEe OATOTOBKHU JIEN K Mepenade Ha TOCYJapCTBEHHOE
XpaHeHUE.



3.2.2. Jna opraHM3alyy ¥ MPOBEIEHHs 3KCIEPTU3bI IIEGHHOCTU JOKYMEHTOB M 0TOOpa MX
JUId Tepelaud Ha TOCYAApCTBEHHOE XpaHEHUE, a Takke Ui KOHTPOJIi M  OKa3aHMsA
METOJMYECKOW TOMOIIM B INPOBEIECHUU 3KCIEPTU3bI LIEHHOCTH JOKYMEHTOB B OpIaHM3alMsIX
oTpaciau (CUCTEMbI) B MMHUCTEPCTBAX M BEJAOMCTBAX CO3JAIOTCS IOCTOSHHO JeicTBYyroIne
LeHTpaJbHble IKcnepTHBIE KoMuccuu (LIDK).

3.2.3. DkcnepTu3a LEHHOCTH JOKYMEHTOB, OTOOp MX Ul XpaHEHMs OCYIIECTBISIETCS B
OCTaJIbHBIX OpPraHU3allUsAX, & TAK)KE B CTPYKTYPHBIX MOAPA3JEIECHUIX MUHUCTEPCTB U BEIOMCTB
HOCTOSIHHO JEHCTBYIOIIMMHU 3KCIIEPTHBIMU KoMUccusMH (DK) <*>.

<*> [lo corimacoBaHHIO C COOTBETCTBYIOIIUM YUYPEKJICHUEM TOCYIAPCTBCHHON apXHBHOM
cryx0b61 CCCP IIDK Moxer OBITh cO3/laHa B OpraHU3alMsAX KpaeBOro M 0O0JACTHOTO
MO TYMHCHHUSI.

32.4. IIDK (OK) opranm3anuu SBISETCS COBEIIATEIBHBIM OpPraHoM, pa0oTaeT B
noctostHHOM KoHTakTe ¢ DK cooTBeTcTBYyIOIIETr0 apXUBHOTO yupexkaeHus u noiaydaet ot JIIK
HEOOXO0UMbIE OPTaHU3AIIOHHO - METOJUYECKHIE YKAa3aHHUS.

3.2.5. O®yakmu u npasa [[OK (9K), a takxke opranuzamusi ee pabOThl ONPENesIIOTCs
MOJIO)KEHHEM 00 JTOW KOMHCCHUHU, pa3pabaTbiBaeMbIM HAa OCHOBAaHUU COOTBETCTBYIOIIETO
TUIIOBOTO TMOJOXeHus, yTBepkaeHHoro InaBapxuBom CCCP. Ilonoxenune o L[OK (OK)
OpraHM3alliyl  YTBEPXKIACTCSl  PYKOBOJUTENIEM  OpraHW3aldud 1O  COIVIACOBAaHUIO  C
COOTBETCTBYIOIIUM YUPEIKICHUEM rOCyAapCTBEHHOM apxuBHOU ciryk061 CCCP.

Ocnosuble pynkimu LIOK (3K) opranuzanuu

3.2.6. OcuoBubiMu Qyukmusamu [[OK (OK) opranmusarmv sBISIFOTCS:

- OpraHu3alus eXeroHoro 0Toopa JTOKyMEHTOB AJI XpaHEHUSs;

- paccMOTpEHHE TOJIOBBIX DPA3/EJIOB OINUCEH Jed MOCTOSIHHOI'O XpaHEHHUs, Omuceill aen
BpEMEHHOT0 XpaHeHus (cBbime 10 jer), B TOM uuCie U MO JUYHOMY COCTaBy, aKTOB O
BbIJIEJICHUH K YHUUTOXEHHIO JIOKYMEHTOB U JI€JI, HE MOAJIEXKAIUX JalbHEUIIEMY XpaHEHHIO;

- PAacCMOTpPEHHE AaKTOB O HEHUCIIPAaBUMOM IOBPEKICHUM JOKYMEHTOB IIOCTOSIHHOTO
XpaHEHUsT U aKTOB O HEOOHApy)KEHHUHU JieJd, MOJUIekKAIIUX Iepelade Ha ToCylapCTBEHHOE
XpaHEHHUE;

- paccMOTpEHHE BOINPOCOB O MpHUEME Ha BEJOMCTBEHHOE XpPaHEHHE JOKYMEHTOB JIMYHOTO
IIPOUCXOXKICHHUS;

- IOJAroTOBKa M BHeceHHe Ha paccMmoTpeHue OIIK cooTBEeTCTBYIOIIETro yupekIeHHUS
rocynapcTBeHHON apxuBHOM ciyx061 CCCP mpemioxeHuil 006 ycTaHOBIEHMHM M W3MEHEHHU
CPOKOB XpaHEHUSs IOKYMEHTOB;

- ydacTue B IOATOTOBKE U PAaCCMOTPEHUH IPOEKTOB HOPMATHUBHBIX JIOKYMEHTOB M
METOJMYECKMX MOCOOMII MO BoONpocaM OpraHu3alMd JOKYMEHTOB B JIEJONPOU3BOJCTBE,
HKCHEPTH3€ LIEHHOCTH JOKYMEHTOB M OTOOpY MX Ha TOCYAApCTBEHHOE XpaHeHue (mepedHeit
JOKYMEHTOB C YKa3aHHEM CpPOKOB UX XpaHEHHUs, HOMEHKJIATyp /e, HHCTPYKUHUH 10
JIETONPOU3BOJICTBY U T.I1.);

- paccMOTpeHHe MepeuHeit 0co00 IIEHHBIX /1€ OMUCeH 0c000 LIEHHBIX AeIT;

- METOAMYECKOE PYKOBOJACTBO M KOHTPOJIb 3a JEATENbHOCTBIO OK CTpPYKTYpHBIX
noapasnenenuit u DK moBeOMCTBEHHBIX OpraHu3auii <*>;

<*> Oynkuus DK (3K) opranuzanmu, MEIOIei moaBe10MCTBEHHYIO CETh.

- OpraHu3anmusi U TPOBEJCHHE COBMECTHO CO CIyxO00il JernonpomsBoAcTBa U
BEJJOMCTBEHHbIM apXUBOM MEpPONPUATUN IO TOBBIIIEHHIO KBanupukauuu wieHoB DK
CTPYKTYPHBIX nofpazaeneHuii u DK moaBe1oMCTBEHHBIX OpraHu3anui <*>.

<*> Oynkuus DK (OK) opranuzarnuu, nuMeromieil moBe0MCTBEHHYIO CETb.



3.2.7. B cBoeii pabore IIDK (OK) oprammsanum pykoBoactByercs I[lomoxeHueM o
[l'ocynapctBennom apxuBHoM ¢ouae CCCP, tpeboBanusmu EI'CJI, nmpuka3zamMu U yka3zaHUSMU
I'maBapxuBa CCCP, HOpMAaTMBHO - METOJWYECKMMH JOKYMEHTAMH JAPYIHX YUYPEKICHHUI
rOCY/IapCTBEHHOW apXUBHOM CITy>KOBI, TUTIOBBIMU M BEIOMCTBCHHBIMHU TIEPEUHSIMU JIOKYMEHTOB C
yKa3aHUEM CPOKOB MX XpaHeHus, mojioxkeHussmu o [[OK (OK).

[Ipy BO3HMKHOBEHUM KaKHUX-THOO 3aTPyJHEHUUA B OIKCIEPTU3E IEHHOCTH OTACIIbHBIX
KaTeropuii  JOKYMEHTOB  MPHUBJIEKAIOTCS B KAyecTBE  KOHCYJIbTAHTOB  paOOTHUKHU
COOTBETCTBYIOIIMX YUPEKIEHUN rocynapcTBeHHol apxuBHOW cinyx0si CCCP, a Takke
CHEIHMAIIMCTHI U3 IPYTUX OPraHU3aIHi.

Opranusanus padotsl [[OK (OK)

3.2.8. DOkcnepTHas KOMHCCHSL CO3JaeTcs IPUKA30M PYKOBOAWUTENS OpraHu3aluu
(CTpYKTYpHOTO TOJpa3feiieHus1) W3 4Yuclia HauOoliee KBATH(PHUIMPOBAHHBIX PAOOTHUKOB B
KOJINYECTBE HE MEHee TpeX 4eJoBeK. B cocTaB sSKcIepTHOW KOMHCCHMM OpraHu3alud B
00s3aTEIbHOM ~ TOPSIZIKE  BKIIIOYACTCS  3aBEAYIONIMI BEAOMCTBEHHBIM apXuUBOM  (JIMIIO,
OTBETCTBEHHOE 3a apXxuB), a B cocTaB LIOK - mpencraBuTenb cOOTBETCTBYIOIIETO YUPEKIACHUS
rocynapcTBeHHOH apxuBHOH ciry:k061 CCCP. B cocraB DK opranuzaimum, 1o corjiacOBaHUIO €
COOTBETCTBYIOLMM I'OCY1apCTBEHHBIM apXUBOM, MOKET BKJIIOUAThCA €T0 MPEICTaBUTEb.

[Ipencenarenem LIOK (OK) oprannzauun Ha3HayaeTcs OAMH U3 PYKOBOASILUX paOOTHUKOB
OpraHu3aluy.

3.29. IBK (BK) mpoBomur 3acemaHusi B COOTBETCTBHM C IUIaHAMU PabOTHI,
YTBEP)KJaeMbIMH PYKOBOJIUTENIEM OpPraHU3alMH, IO Mepe HE0OX0AUMOCTH, HO HE peke JABYX pa3
B roja. Pemenus LIOK (OK) nmpuHumaroTcsi G0JBIIMHCTBOM TOJOCOB. 3acelaHMsl KCHEPTHOU
KOMHMCCUU HIPOTOKOJIUpPYIOTCA. I[IpoTOKONBI MOAMMCHIBAIOTCA IpejcenaTesieM U CeKpeTapem
KOMFCCUU M YTBEPIKIAIOTCS PYKOBOIUTEIIEM OpraHU3alllH.

3.2.10. Iporokounsl LIDK (3K), conepkariue pemieHus:

- 00 0100peHny onucel Ha Jiena MOCTOSHHOTO XPaHEHUsI U IO IMYHOMY COCTaBY;

- 00 0/10OpEeHNH MPOEKTOB TUIIOBBIX U MPUMEPHBIX HOMEHKJIATYpP AeI;

- 00 W3MEHEHHH CPOKOB XpaHEHUs JOKYMEHTOB, YCTAHOBIIEHHBIX THIOBBIMH U
BEJIOMCTBEHHBIMU MEPEYHSIMH JIOKYMEHTOB C yKa3aHHEM CPOKOB UX XPaHEHUS, TUIIOBBIMH U
PUMEPHBIMA HOMEHKJIATypaMH JIelT;

- 00 YCTaHOBJIEHMH CPOKOB XpaHEHUs JJOKYMEHTOB, HE IPEIYCMOTPEHHBIX JIEHCTBYIOLIMMHU
TUTIOBBIMH M BEIOMCTBEHHBIMHU TIEPEYHSMHU JOKYMEHTOB C yKa3aHHEM CPOKOB UX XPaHEHWUs, a
TaKXKe THUIOBBIMU M TNPUMEPHBIMH HOMEHKJIATypaMH e, YTBEP)KIAITCS pPYKOBOAMUTEIEM
OpraHu3alil TOJBKO TIOCie WX paccMoTpeHust u yrBepkaerus OIIK cooTBeTcTByromero
YUpEXKAEeHUs rocyaapcTBeHHOM apxuBHO# ciyx0b1 CCCP.

HNoxymentupoBanue aestenbHoctd [[OK (OK) opranmsamuum u dopmupoBanue e,
OTJIOXKHBILUXCS B Pe3yJIbTaTe €€ JIeATeIbHOCTH, BO3JIaraeTcsi Ha CeKpeTapsi KOMUCCHH.

3.3. Ilops 1ok MpOBEAEHUS IKCIIEPTU3BI IEHHOCTH
JOKYMCHTOB B OpraHu3aliuu

HpOBC}IGHI/Ie SKCHICPTU3BI HEHHOCTHU JOKYMCHTOB
B JCJIOIIPOU3BOJACTBC OpTraHU3allnn

3.3.1. DOkcneptusza LEHHOCTH JOKYMEHTOB TIOCTOSIHHOTO M BPEMEHHOIO XpaHEHUs
OCYIIECTBIISIETCS B JIEJIOTNIPOM3BOJICTBE OPraHM3AlMM €XEroAHO PaOOTHHKAMHU  CITY>KOBbI
nenornpousBozicTBa coBMecTHO ¢ LIDK (OK) opranuzamuu u K cTpyKTypHBIX moapa3aeaeHui
10J1 HENIOCPEICTBEHHBIM METOAMUECKUM PYKOBOACTBOM BEJOMCTBEHHOT'O apXHBa.



3.3.2. Ilpm nmpoBeNEeHUU OBKCHEPTU3bl LEHHOCTH JIOKYMEHTOB B CTPYKTYPHBIX
HOJpa3ACICHUSIX OCYIIECTBISACTCS OTOOP JTOKYMEHTOB MOCTOSHHOTO M BpeMeHHOro (cBblime 10
JeT) XpaHeHHs Ul Tepeliayd B BEAOMCTBEHHBIM apXuB, OTOOp MOKYMEHTOB C BPEMEHHBIMU
CpPOKaMHU XpaHEHUsI, MMOJUIeKAIINX JAIbHEHIIEMy XpaHEHHIO B CTPYKTYPHBIX TOAPAa3/ICIeHHSIX,
BBIJICJIEHUE K YHUUYTOXKCHUIO JEJ 3a MPEIbIIyLINe TOJbl, CPOKH XPAHEHUS KOTOPBIX HCTEKIIH.
[Ipu 3TOM OZHOBPEMEHHO MPOBEPSIETCS KAYECTBO U MOJIHOTA JICHCTBYIOIEH HOMEHKIATYPHI eI
OpraHu3aliy, IPAaBUILHOCTH ONPEACICHUS CPOKOB XPAHEHUS JIell, 3aBEICHHBIX B COOTBETCTBUU
C HOMEHKJIATYpOH /N, COOJNIOICHHE YCTAHOBJIEHHOTO IMOpsaka O(OopMIICHHS JOKYMEHTOB H
(dbopMuUpOBaHUS JEII.

3.3.3. Ot0op [OOKYMEHTOB NOCTOSHHOTO XpaHEHHs IPOBOJUTCS Ha OCHOBAaHHHU
BEJIOMCTBEHHOTO (& TIPU €r0 OTCYTCTBUU - THIIOBOIO) TIEPEUHs JOKYMEHTOB C YKa3aHHEM CPOKOB
UX XpaHEHWs M HOMEHKJIATYphl 1]l OpPTraHW3allud ITyTeM IIOJIMCTHOTO MpocMoTpa naen. He
JIOITYCKAeTCsl OTOOp TOKYMEHTOB Il XPAaHEHHS W BBIIEICHUS K YHUUYTOXXKEHHUIO TOJBKO Ha
OCHOBaHHH 3aroJIoBKOB el [Ipu monmcTHOM mpocMoTpe e MOCTOSHHOTO XPAaHeHHUs TTOJIeKaT
U3BATHIO JYOJETHBIE SK3EMIUIIPbI JOKYMEHTOB, YEPHOBHKH <*>, HEO(POPMIICHHBIC KOIHH
JOKYMEHTOB H JOKYMEHTHI C BPEMEHHBIMH CPOKaMU XPaHEHHS.

<*> CM. npumeyanue k 1. 2.2.1.

Hena ¢ ormerkoi "DIIK" <*> moaBepraroTcss Takke MOJUCTHOMY MPOCMOTPY C LEIbIO
OTpEJIeTICHUS U BBIICIICHUS U3 UX COCTaBa JIOKYMEHTOB, MOJICKAIIUX TOCTOSHHOMY XPaHEHHUIO.
Hena c ormerkon "JIIK", coxepxamiume TOKYMEHTbI NOCTOSHHOTO XPAHEHHUs, IOJJIeKAT
nepedopMUpOBaHUIO. BpIfieieHHBIE M3 HX COCTaBa JOKYMEHTBHI TOCTOSIHHOTO XpaHEHUs
MPUCOCIUHSIIOTCA K OJHOPOJHBIM JiejlaM UM O(QOpMIISIOTCS B caMOCTOsITeNbHBIC jAena. Cpoku
XpaHEeHUs Je1, COAEPKaIUX OCTABIINECS JOKYMEHTBI BDEMEHHOI'O XPaHEHUSs, OMPEIEISIOTCS 110
BEJJOMCTBEHHOMY (IIPU €r0 OTCYTCTBHU - IO THIIOBOMY) IMEPEUHIO OKYMEHTOB C yKa3aHHUEM
CPOKOB HMX XpaHCHHS WIM [0 HOMEHKJIaType Jel opraHusanuu. [loammBka BHOBB
c(hOpMHUPOBAHHBIX JIeJ MPOU3BOJUTCS TOJBKO IIOCJIEC 3aBEPIICHUS] DKCIEPTU3BI IIEHHOCTH
JIOKYMEHTOB.

<*> Ormerka "DIIK" (3KkcmepTHO - MpOBEpOYHas KOMHCCHUS) B OTAEIBHBIX CTaThIX
nepeyHeil JOKYMEHTOB CO CPOKaMU XPAaHEHHs O3HAYAeT, YTO CPEIU TAKUX JTOKYMEHTOB MOTYT
OBITh JOKYMEHTBI, UIMEIOIUE MOJTUTHYECKOE, HAPOAHO - XO35HUCTBEHHOE, HAyYHOE, COLIMAIBHO -
KYJIbTYPHOE WJIM UCTOPUUECKOE 3HAUCHHUE.

3.3.4. OgHOBpeMEeHHO ¢ OTOOPOM TOKYMEHTOB TOCTOSIHHOTO W BpeMmeHHoro (cBwime 10
JeT) XpaHEHHUs sl Mepeauyd B BEJOMCTBEHHBIH apXWB B CTPYKTYPHBIX MOJpa3eIeHUsIX
IPOBOAMUTCA OTOOp Jied U JOKYMEHTOB BpeMeHHoro (a0 10 ner) XpaHeHHsI C HCTEKIIUMU
CpOKaMHU XpaHeHus. [Ipu 3TOM yuuTBIBAIOTCS TAKME OTMETKH B HOMEHKJIATYPE J1€1 OpraHUu3alnu,
Kak "10 MUHOBaHUS HaloOHOCTU", "IPH YCIIOBUU ITPOBEICHUS (3aBEPIICHHS ) pEBU3UN" U T.II.

HpOBC}IeHI/Ie SKCHICPTU3BI HEHHOCTHU JOKYMCHTOB
B BCAOMCTBCHHOM apXHUBC

3.3.5. BenoMcTBeHHBIN apXUB MPOBOJUT IKCIEPTHU3Y LIEHHOCTH JOKYMEHTOB MpH O0TOOpE
WX Ha TOCYIapCTBEHHOE XPAaHEHHE II0J] HETOCPEJCTBEHHBIM METOJMYECKHUM PYKOBOJCTBOM
COOTBETCTBYIOIIETO TOCYAAPCTBEHHOTO apXMUBa.

3.3.6. Ilpu mpoBeaeHUN HKCHEPTU3bI LHEHHOCTH JTOKYMEHTOB B BEIOMCTBEHHOM apXUBE
WCIIOJIB3YIOTCS THUIOBBIE M BEIOMCTBEHHBIE MEPEYHU JIOKYMEHTOB C YKa3aHHUEM CPOKOB HX
XpaHEHHs, TUIIOBbIE TIEPEUYHM JIOKYMEHTOB, IMOJUICKANIMX TIepeadye Ha TOCYIapCTBEHHOE
XpaHEHHe, TMepeyeHb JOKYMEHTOB OpraHu3aluM, MOJIeKAIUX I[PUEMY B KOHKPETHBIN
TOCYJapPCTBEHHBIN apXWB, HOMEHKJIATypa JeJl OpraHu3alli, YTBEPKJAEHHAs B YCTAaHOBJICHHOM
nopsinke. s yCTaHOBJIEGHHSI TPUEMOB M METOAOB pabOThl IO OMPENeICHHIO IIEHHOCTH
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JIOKYMEHTOB HCIIOJIb3YIOTCS HOPMATUBHO - METOAMYECKUE JOKYMEHTHI MO JAaHHOMY BOIPOCY,
paspabotanHble ®  yrBepkaeHHble [nmaBapxuBom CCCP, apyrumu  yupexaeHUSIMU
rocynapcTBeHHOU apxuBHOU cimyx0bp1 CCCP, a Takke MHHHCTEPCTBaMH (BEJJOMCTBAMHU), CAMOM
OpraHu3aIuen.

3.3.7. IlpoBepenue SKcrepTU3bl LIEHHOCTH B BEJOMCTBEHHOM apXuMBe Oa3upyercsi Ha
aHaJIM3€ COCTaBa JOKYMEHTAIlUM OpraHu3aliy, B IEPBYIO0 OUEpEab HAa AHAJIN3E OPTraHU3allMOHHO
- pacmopsAUTENbHOM JOKYMEHTAlMH (IIOCTAHOBJICHUM, MPUKA30B, YKa3aHUM, peEIICHUH,
IIPOTOKOJIOB OCHOBHBIX COBEILATENbHBIX OPraHOB W T.I.), @ TaK)Ke IUIAHOBOM W OTYETHOMN
nokymeHTanuu. [Ipu sTom yrounsiercs, rie (B KaKMX CTPYKTYPHBIX MOJIpa3/IeICHUAX) JTOKHbI
OBITh OCTaBJIEHBl Ha XpaHEHHWE OCHOBHbBIE OJK3EMIUISIPbl ATHUX JOKYMEHTOB. JlyOneTHbie
OK3EMIUISAPBI, KaK TMPaBWIO, BBIACIAIOTCS K YHUYTOXKEHHIO <*>  (CocTraB myOJETHBIX
JOKYMEHTOB, OCTaBJISIEMbIX Ha XpaHEHHWE, JOJKEH COIJIACOBBIBATBCA C COOTBETCTBYHOLIUM
rOCYJapCTBEHHBIM apXUBOM.

<*> Cwm. npumedanue K 1. 2.2.1.

3.3.8. Ilpu mpoBeneHUU SKCMEPTU3bl IIEHHOCTU JOKYMEHTOB B BEIOMCTBEHHOM apXHBE
YTOYHSETCS TaKXe XapaKTep IMOBTOPEHHUs cojepalieics B HUX HHOpPMALUU B JPYTHX
JOKyMEHTaX; BUJ, (hopMa M MOJTHOTA TIOBTOPCHHUS. BEIIETICHIE TOKYMEHTOB C IMIOBTOPSIOIICHCS
uH(popMalliell K YHUYTOXKCHHIO MPOBOJIUTCS TOJBKO IIOCIE€ CBEPKHM HX C JOKYMEHTaMH,
OCTaBIIIEMBIMH Ha TOCYIapCTBCHHOE XpaHEHHWE, I0J METOJAMYECKUM PYKOBOJCTBOM
COOTBETCTBYIOILIETO TOCYIaPCTBEHHOI'O apXHUBa.

3.3.9. B cnyuae oOHapykeHHs B TMpOIECCE TMPOBEACHUS OKCIEPTU3BI IIEHHOCTH
JOKYMEHTOB B BEJOMCTBEHHOM apXHBE HEJOCTa4d JOKYMEHTOB IIOCTOSIHHOTO XpPaHEHUs
COOTBETCTBYIOIIUMHU CTPYKTYPHBIMH TIOJIPA3ACICHUSIMH OPTaHU3AIMH JODKHBI OBITh MPHHSITHI
MEpBI M0 PO3BICKY 3TUX TOKYMEHTOB.

Pemenus LIDK (3K) u TpeboBanust BeAOMCTBEHHOTO apXMBa U CIY>KOBI 1€TONPOU3BOICTBA
OpraHu3aly 0 HEoOXOaUMOCTH mepedOpMUPOBAHUS e, PO3BICKE HENOCTAIOMIMX el U
JIOKYMEHTOB JIOBOJSATCS JIO CBEICHHUS PYKOBOJWUTENCH CTPYKTYPHBIX MOJpa3JelieHuH, Kak
MpaBuIIo, B (popMe MpuKasa WK yKa3aHus PyKOBOIUTENST OpraHU3aIliH.

3.4. OdopmiteHne pe3yabTaToOB SKCIIEPTU3HI
LIEHHOCTH JOKYMEHTOB

3.4.1. Tlo pe3ynbTataM 3KCHEPTU3bI [IEHHOCTH JOKYMEHTOB B OpraHU3allii COCTaBIISIFOTCS
OIUCH JIe] TOCTOSHHOTO, BpeMEeHHOro (cBbimie 10 5eT) XpaHeHHs W 1O JIMYHOMY COCTaBy, a
TaK)K€ aKThl O BBIJIEJICHUHU JIe] K YHUUTOXeHHI0. OQopMiIeHHEe U ONMCaHUe /e TPOU3BOIUTCS B
COOTBETCTBUM € TPeOOBaHUAMM pa3zienoB 4 u 7 Hactosmux [Ipasuit.

3.4.2. OT60p TOKYMEHTOB 32 COOTBETCTBYIOIIUN MEPUOJ K YHUUYTOKEHHUIO U COCTABIICHUE
aKkTa O BBIJEJIEHUM MX K yHHuToxeHuto (IIpmnoxenue 3) mpou3BOIUTCSA MOCIE COCTABICHUS
TOJIOBBIX PAa3/IE€JIOB CBOJHBIX OMNMCEW [eJ TOCTOSHHOTO XPAHEHUS 3a JTOT XKe IEpUON.
VYkazaHHble ONUCH W aKThl paccMarpuBatorcss Ha 3acenanun L[OK (OK) opranuzanuun
omroBpeMeHHo. Onoopennsie [[OK (OK) opranmzammm akThl yTBEPKIAIOTCS PYKOBOJUTEIEM
OpraHu3aluu TOJBKO 1mocine  yrBepxkaeHnsa OIIK  COOTBETCTBYIOIIETO  y4peKIAeHUs
rOCyJapCTBEHHON apXUBHOW CIyXObl, OMUCEH el IOCTOSHHOTO XpaHEHUs; IOCie 3TOro
OpraHu3aIys UMeeT IPaBO YHUUYTOXKATh JieJia, BKIIOUEHHBIE B TaHHBIE aKThI.

3.4.3. Jlena BKIIOYAIOTCS B aKT O BBIAEIEHUH UX K YHUUTOKEHUIO, ECIIN MTPEyCMOTPEHHBIN
JUISL HUX CPOK XpaHEHMs UCTeK K | sHBaps rojaa, B KOTOPOM cocTaBjeH akT. Hampumep, nena c
TPEXJIETHUM CPOKOM XpaHEHUs, 3aKOHYEHHBIE eNONpOU3BOACTBOM B 1976 r., MOryt OBITh
BKJIIOUEHBI B aKT, KOTOpBIA Oyner cocraBieH He paHee | suBaps 1980 roma, ¢ mATHIETHUM
CPOKOM XpaHeHHUs - He paHee | ssHBaps 1982 roxa.
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3.4.4. AKT 0 BBLACIEHUU K YHUYTOXEHHUIO JOKYMEHTOB COCTABJIAETCS, KaK MPABUIIO, HA
Jiena Bceil opranusanuy. Eciy B akTe yka3aHbl J1e/1a HECKOJIBKUX CTPYKTYPHBIX MOApa3IeIeHUH,
TO Ha3BaHUE KAXXJOTO CTPYKTYPHOTO IMOJAPa3AEICHHUs YKa3bIBACTCS Iepe IPYMIOil 3aroJIOBKOB
JIell 3TOr0 MOJpa3/ieleHus. 3arojJOoBKH OJHOPOJHBIX [eJl, OTOOpaHHBIX JI YHHUYTOXKECHMS,
BHOCATCSI B aKT IOJI OOIIMM 3aroJIOBKOM C yKa3aHHEM KOJUYECTBa JIeJI, OTHECEHHBIX K JTAHHOMN
rpymnre.

3.4.5. Vwupexaenus rocynapctBeHHOW apxuBHOM cimyxO0s1 CCCP  mpoBepsioT
IPaBUIBHOCTh OTOOpa JOKYMEHTOB Ha TOCYAApCTBEHHOE XpaHEHHUE M IpU HEO0O0XOAUMOCTH
UMEIOT MPAaBO MOTPEOOBATh BKIIOYUTH B OMHKCH /I MMOCTOSIHHOTO XPaHEHHs Jella, OTOOpaHHbIE
Ha BPEMEHHOE XpaHEHHE WIN K YHUYTOKEHUIO.

3.4.6. Opranuszanus, B IMpOILECCE ACITEIBHOCTH KOTOPOHM HE CO3JAIOTCS JTOKYMEHTHI,
HoJyIeXale Iepefade Ha IOCYIJApCTBEHHOE XpaHEHHE, COCTAaBJIAET aKThl O BBIACICHUM K
YHUYTOKCHUIO JOKYMEHTOB, HE TIOJUICKAIIMX XPAHEHUIO, M YHHUYTOXAET JOKYMEHTHI,
BKJIIOYECHHBIE B JIaHHBIE aKThl, IO UCTEYEHUU CPOKOB MX XPAHEHUs, TOJIBKO MOCJIE COCTaBJICHUS
TOJIOBBIX Pa3/IeNIOB CBOJHBIX OMMCEH eI MO JTMYHOMY COCTaBYy 332 COOTBETCTBYIOUIMHA NEPUOJ U
UX YTBEP)KICHUS PYKOBOJUTEIEM OPIaHU3aLUH.

Oprann3anust 00si3aHa CUCTEMAaTHYECKH OMHUCHIBATH JOKYMEHTHI 10 JIMYHOMY COCTaBY M
JIOKYMEHTbI BpeMeHHOro xpaHeHus (cBbime 10 jer), obecrieunBaTh UX COXPAHHOCTb U YYe€T B
COOTBETCTBUH C TPeOOBaHUSAMH HAcTOS KX [IpaBwuit.

3.4.7. [ena, mnpenHa3Hau€HHbIC JUIsI YHUUYTOXKCHMs, IIOCIE YTBEPXKICHHS aKTOB O
BBIJICJICHUN WX K YHHUYTOXCHHIO, XPAHATCS B CIEHUAIBLHO OTBEACHHOM ISl HUX MECTe M
Cal0TCsl pabOTHUKAMM CIIY>KOBI JIeONPOU3BOJCTBAa WM BEJAOMCTBEHHOIO apXUBa B KOHTOPBI
I'maBroro ympasnenus: "CorosrinaBroppecypebl’ I'occnada CCCP. Tlepen cmaueit JOKYMEHTBI
JOJDKHBI  ObITh  ynmakoBaHbl. Craya JOKYMEHTOB OQOpPMIISeTCS NpPUEMO - CIATOYHBIMU
HaKJIaJHBIMH, B KOTOPBIX YKa3bIBAETCS BEC MPUHATON OyMa)KHOU MaKyJaTyphbl.

Jlata caud JOKYMEHTOB, X BEC M HOMEp HAKJIQJAHOM YKa3bIBalOTCA Ha aKTe, KOTOPBI
MOJIIIMBACTCS B COOTBETCTBYIOIIEE JIEJIO IOCJIE BHECEHUS M3MEHEHUIH B YUETHBIC JOKYMEHTHI
BEJIOMCTBEHHOT'0 apXUBa UJIU CIYKOBbI J€I0NPON3BOICTBA.

[lopsiok yHMUTOXXEHHUS Jel C MCTeKIIMMHU CcpokamMu XpaHeHuss ¢ rpudom "JICII"
OTIpeieNsIeTcs CleUalIbHBIMU HHCTPYKIIUSMH.

Paszien 4. TIOJATOTOBKA W IIEPEJAYA JIEJT
B BEJIOMCTBEHHbII APXUB

3aKOHYEHHBIE JIEJIOMPOU3BOJICTBOM JIejIa TMOCTOSHHOTO U BpeMeHHOTo (cBhimie 10 jer)
XpaHeHMs TOCJIe OKOHYaHMs KaJeHIapHOro rojila, B KOTOPOM OHHU OBUIM 3aBEAEHBI, IS
MOJArOTOBKM MX K Iepefaye B BEIOMCTBEHHBIH apXWB MOJIekKaT O(QOPMIIEHUIO, OMHCAHUIO B
COOTBETCTBUM ¢ TpeOoBaHUAMHU EnnHol rocynapcTBeHHON cuctemsl AenornpousBoactsa (EI'CJI)
n Hactosmux [IpaBui.

4.1. Odbopmienue nen

4.1.1. OdopmneHnue nen MPOBOAUTCS PaOOTHUKAMU CIIYXKOBI JEJIOMPOU3BOJICTBA
OpTaHMW3aIi U CTPYKTYPHBIX MOAPA3/IECICHUI, B BEIEHUU KOTOPHIX HAXOJWIHUCH 3aBEACHHUE U
q)OpMI/IpOBaHI/Ie ACII, IIpH MeTO)II/I‘IeCKOﬁ IMOMOIIHN 1 ITOJ KOHTPOJIEM BECAOMCTBCHHOI'O apXHBa.

[TonHoe unu yacTuuHOE OhopmIIeHUE J1eT

41.2. B 3aBHCHMOCTH OT CpPOKOB XpaHEHHUS MPOBOJIUTCS TIOJHOE WM YacCTUYHOE
odopmIIeHHE AT

4.1.3. TlonHoMy oopmIIeHHIO TOJIeKAT Jiejia OCTOSHHOT O, BpeMeHHOoro (cBbiie 10 ser)
XpaHEeHUs U 110 JIMYHOMY cocTaBy. [losiHoe oopmiieHne aena rnpexrycMaTpruBaeT:



- IIOAIINBKY WJIM IICPEILICT Aecna <*>;

<*>3a HCKITI0YEeHNEM cyJaeB, yka3aHHbIX B mil. 4.1.5 u 4.1.6.

- HyMEpALHUIO JIUCTOB B JIEJIE;

- cocTaBlIeHue 3aBepuTenbHoN Haanucu aena (IIpunoxenue 4);

- COCTaBJICHUE, B HEOOXOMUMBIX citydasx (cMm. 1. 4.1.21), BHyTpeHHEH ONMUCH JOKYMEHTOB
nena (IIpunoxxenue 5);

- BHECCHHME HEOOXOIUMBIX YTOUHEHHUH B PEKBU3UTHI OOJIOKKHU Jena (YTOYHEHHE Ha3BaHUS
OpraHu3alyy, JeJ0NPOU3BOICTBEHHOIO MHJIEKCa U 3arojI0BKa Jefia, JaThl Jeja U Jp.).

Hena BpemeHHoro (a0 10 €T BKIIOYUTENBHO) XPAaHEHUS MOAJIEXKAT YaCTUYHOMY
oopmieHHIO:  Jlena  JIONYyCKAaeTCs XpaHUTh B  CKOPOCHIMBATENAX, HE IPOBOAUTH
[epeCUCTEMATU3AUI0 JOKYMEHTOB B J€Jie, JUCTBl J€jJa HE HYMEpoBaTb, 3aBEPUTEIIbHBIC
Ha/I[IUCH HE COCTABIIATh.

[TogmmBka (nepermier) aena

4.1.4. JIoKyMEHTBI, COCTaBJISIOIINE Je]I0, MOAIIMBAIOTCS Ha YEThIpe MPOKOja B TBEPIYIO
00JI0’KKY M3 KapTOHA WM IMEPEIIETAIOTC C YYETOM BO3MOKHOCTH CBOOOJIHOTO YTEHHUSI TEKCTa
BCEX JIOKYMEHTOB, JaT, BM3 W pe3omonuil Ha HuX. [Ipu moaroroBke aen K HOJIIMBKE
(meperuieTy) MeTaIIMYECKUE CKpeIyieHus (OyIaBKU, CKPENKU) U3 IOKYMEHTOB yIaJISIFOTCS.

4.1.5. Jlena TOCTOSHHOIO XpaHEHUs, COCTOSALIME M3 JOKYMEHTOB OCO00H HaydHO -
UCTOPUYECKOH, XyJJOKECTBEHHOW U MHOM IEHHOCTH WJIM HEOPMATHBIX JOKYMEHTOB, XPAHSTCS B
3aKpBITBIX TBEPJBIX MalKax ¢ TpeMs KJalaHaMH U C 3aBA3KaMM WM B KapTOHHBIX (yTispax
(kopobOKax).

4.1.6. llpm Hamuuuu B Jele OTAEIbHBIX 0CO00 LIEHHBIX JOKYMEHTOB, a TaKXe
HEBOCTPEOOBAaHHBIX JIMYHBIX JTOKYMEHTOB (TPYIOBBIX KHUKEK, TACTIOPTOB U JIP.) 3TH JOKYMEHTBI
BKJIQ/IBIBAIOTCSA B KOHBEPT, KOTOPBIH 3aTeM moAammBaercs B 3To Aeno. Ilpu Hamuuuum Oonbnioro
KOJIMYECTBA TAKUX JOKYMEHTOB OHM MOTYT W3bIMAThCS U3 J€]l U Ha HUX COCTaBIISIETCS OT/AEIbHAs
OIKCb.

4.1.7. B KOHIIe KaX/I0TO Jiela MOJUIMBAIOTCS YUCThIe OJaHKKU (opM JUIsl 3aBEPUTEIbHOM
HAAMKCHU, a B Hayaiue jena, B HEOOXOoAMMBbIX ciydasx (cm. m. 4.1.21) - Omanku dopMm Ans
BHYTPEHHEH OIKMCH TOKYMEHTOB J€JIa.

Hywmepanus nucros nena

4.1.8. B nmensx obecrnieueHusi COXPAHHOCTH M 3aKpEIUICHUS TMOpSAKA PaclOiOXKEHHS
JIOKYMEHTOB, BKJIFOUEHHBIX B [IEJIO, BCE JIUCTBHI €r0, KPOME JINCTOB 3aBEPUTEIBHON HAJIIUCU U
BHYTpEHHEl ONHCH, HYMEpYIOTCd B pa3BEepHYTOM BHJE apaOCKuMu LudpamMu BajioBOi
HyMepalueil B IpaBOM BEpXHEM YTy, He 3ajieBasi TeKCTa JOKYMEHTOB, YEPHBIM I'papHuecKumM
KapaHJalloM WM HyMEpaTopoM. YTOTpeOJieHne 4YepHWI | I[BETHBIX KapaHaameun s
HyMepaluu JINCTOB 3anpeniaercsa. JIMCTbl BHYTPEHHEN ONMUCH JTOKYMEHTOB J€lla HyMEpYIOTCS
OTJEIBHO.

4.1.9. Jluctel gen, COCTOSIIMX K3 HECKOJIBKHX TOMOB WM YacTed, HYMEPYIOTCS IO
KaKJOMY TOMY WJIM YaCTH OTIEJIBHO.

4.1.10. ®otorpaduu, yepTexu, TMarpaMMBbl U IpyrHe WUTFOCTPATUBHBIE U clielu(ruyecKue
JIOKYMEHTBI, TPEACTaBISIONINE CaMOCTOATENbHBIN JHUCT B Jelie, HyMEpPYIOTCsS Ha 00OpPOTHOU
CTOpPOHE B JIEBOM BEPXHEM YTIIy.

4.1.11. CnoxeHHBbIN JTUCT pa3BOPAYUBAETCS U HyMEPYETCsl B IIPaBOM BepxHeM yray. [Ipu
3TOM JIUCT J0060ro (opmara, MOAIIMTHIA 3a OJAWH Kpai, HyMepyeTcs KaK OJUH JIUCT; JIUCT,
CJIOKEHHBIN M MOAIINTBINA 32 CEPEINHY, OAJEKUT MEPEIIMBKE U HyMEpPYETCs KaK OJMH JIUCT.
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4.1.12. Jlucr ¢ HamIyXO HAaKJIEEHHBIMM JOKYMEHTaMM (BBIPDE3KAMM, BBIIUCKAMH,
dororpadusMu U T.M.) HyMepyeTcsl Kak oAuH JucT. Eciu K AOKyMEHTY MOAKJIECHBI OJAHHUM
KpaeM JIpyrue JOKYMEHTHI (BbIPE3KH, BCTAaBKM TEKCTa, IEPEBOJIBI U T.I1.), TO KaKIbI JOKYMEHT
HyMEpYeTcs OTIIEIbHO.

4.1.13. TloamuTeie B /€0 KOHBEPTHI C BIOKECHHUSIMU HYMEPYIOTCS; MPU 3TOM BHayaie
HyMepyeTcs KOHBEPT, a 3aTeM OYEPETHBIM HOMEPOM KaKJ10€ BIIO)KEHHE B KOHBEPTE.

4.1.14. TlogmmTeie B 1110 JOKYMEHTHI ¢ COOCTBEHHOW HyMmepaluen JUCTOB (BKIOYAs
NeYaTHbIe M3/aHUSA) MOTYT HYMEpPOBaThCS B OOIIEM MOPSAKE WU COXPaHATH COOCTBEHHYIO
HyMEpAaIUIO, €CJIM OHAa COOTBETCTBYET HOPSAAKOBOMY PACIIOJIOKEHUIO JIUCTOB B JIEIIE.

4.1.15. B cayuasx oOHapyXKeHHsI OOJIBIIIOTO YKCia OMMUOOK B HyMEpAIlMH JINCTOB Jiejia B
JIEJIONPOU3BOJCTBE MPOBOJAUTCS MX MNepeHyMmepauus. IIpu nepeHymepanuu JIMCTOB CTapble
HOMEpa 3aUepPKUBAIOTCSA OJHOW HAKIOHHOW 4epTOW U PAIOM CTaBUTCS HOBBIA HOMED JIUCTA; B
KOHIIE JIela COCTAaBJISIETCS HOBas 3aBEpUTENIbHAs HAANNCH, IPU 3TOM CTapas 3aBEepUTEIbHAs
HAJMKUCh 3aUE€PKUBACTCS, HO COXPAHSAETCS B €.

[Ipy HanMuuM OTAENBHBIX OMMOOK B HyMEpalMH JIMCTOB B JieJIaX MPH MOJITOTOBKE HX
BEJJOMCTBEHHBIM apXMBOM K Iiepellade Ha TOCYAapCTBEHHOE XpaHEHHE MJOIMYyCKaeTcs IO
COIIACOBAHUIO C TOCYJJaPCTBEHHBIM apXUBOM YIOTPEOIEHUE JTUTEPHBIX HOMEPOB JIUCTOB.

CocraBiieHne 3aBepUTENbHOM HaJIUCH JIena

4.1.16. JInst y4era KOJIMYECTBA JINCTOB B Jiejie U (pUKcAIK 0COOCHHOCTEH MX HyMepaluu
COCTaBJIICTCS 3aBepUTENIbHAS HAIHCh Jea.

4.1.17. 3aBepuTenbHas HAJIUCh COCTABISAETCS B JIeJI€ HA OTAEIBHOM JIUCTE - 3aBEpUTEIIE
Jiena, B KHUrax - Ha OOOpOTHOI CTOpOHE MOCJIEIHEro YUCTOIrO JIUCTa, B KApTOTEKax - Ha
OTJENIFHOM YHCTOM JMCcTe (hopMaTa KapTOUKW. 3aBEepHUTENbHAs HAANUCH COCTABIISCTCS TI0
ycraHoBiieHHOH Gopme (IIpminoskenue 4). 3anpemniaercss BBIHOCUTh 3aBEPUTENIbHYIO HAAMUCh HA
00JIOKKY Jiela WIM YUCThIM 000pOT JHMCTa MOCIEAHEro AoKyMeHTa. Eciu neino moamuro uiau
neperuieTeHo 0e3 OjaHKa JIMCTa - 3aBEpPUTENs, OH HAKJIEHMBAeTCAd 3a BEPXHIOK YacTh Ha
BHYTpPEHHEHN CTOpOHE O0JIOXKKH JIeTa.

4.1.18. B 3aBepuTeNbHON HAAMUCH JeNla YKa3bIBaeTCs LU(PpaMU U IPOMHUCHIO KOJINYECTBO
MIPOHYMEPOBAHHBIX JIUCTOB Jeia M OTIEIbHO, uepe3 3Hak "+" (TUIroc), KOJIMYEeCTBO JIMCTOB
BHYTpEHHEH onucH (Ipyu ee HaJTM4um).

4.1.19. B 3aBepuTenbHON HAANKUCH OrOBAPUBAIOTCA CIEAYIOIINE OCOOCHHOCTH HyMepaluu
JIOKYMEHTOB Jiefa:

- HaJIM4Ke JIUTEPHBIX HOMEPOB JIMCTOB U MPOMYIIEHHBIX HOMEPOB;

- HOMepa JIMCTOB C HaKJI€eHHbIMU (oTorpadusMu, TOKYMEHTaMH, BEIPE3KaMU U3 T'a3€T;

- HoMepa KpyNnHO(OPMaTHBIX JIUCTOB;

- HOMEpPa KOHBEPTOB C BIOXEHUSAMH U KOJIMYECTBO BJIO)KEHHBIX B HUX JINCTOB.

4.1.20. 3aBepuTenbHas HAJANUCh MOJANUCHIBAETCS €€ COCTAaBUTEIEM C YyKa3aHUEM
pacuppoBKY MOANUCH, JOHDKHOCTU M JaThl COCTABIICHHUS.

Bce mocnenyromyie M3MEHEHUSI B COCTaBE M COCTOSHUM Jiesia (IIOBPEKICHMS, 3aMeHa
HOJ/UIMHHBIX JTOKYMEHTOB KOMMSIMHU, PUCOEAUHEHHE HOBBIX JTOKYMEHTOB U T.JI.) OTMEYAIOTCS B
3aBEPUTEIBHON HAMUCH CO CCHUIKOM HAa COOTBETCTBYIOIINM AKT.

CocraBreHrue BHYTPEHHEH OMKCH IOKYMEHTOB Jelia

4.1.21. lns ydera TOKyMEHTOB ONPEAECIEHHBIX KATETOPUH €1 MOCTOSIHHOTO U BPEMEHHOTO
(cBpitie 10 7eT) XpaHEHUs, YU4eT KOTOPBIX BBI3BIBACTCS CHEIU(PUKON JAaHHOW JOKYMEHTAIuU
(ocob0 1eHHBIC, TUYHBIC, CyACOHBIE W CIEJACTBEHHBIE Jeia, Niejla O MPHUCYXICHUU YUCHBIX
CTeNneHel W NPHUCBOCHUM YYEHBIX 3BaHUM, Jiefla Ha aBTOPCKHUE CBUAETENICTBA M IATEHTHbIE
M300pETeHMS H T.]I.), COCTABIISICTCS BHYTPEHHSS OMUCh JOKYMEHTOB JIela.
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BHyTpeHHIOI0 OIUCh HEOOXOIMMO TAKKE COCTABIATH B JIeNIaX MOCTOSHHOTO U BPEMEHHOTO
(cBpime 10 ser) xpaHeHMs, COPMHUPOBAHHBIX MO PA3HOBUAHOCTAM JIOKYMEHTOB, 3aroJIOBKU
KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COJIEP/KaHUE JOKYMEHTOB.

Heo6xoauMocTh cocTaBieHHMs BHYTPEHHEH ONUCH JOKYMEHTOB [eJla OIpelelseTcs
MHCTPYKLMEH [0 BEIACHUIO JEJIONPOM3BOACTBA B YUPEXKJIEHUHU, a TaKXKe CHELUAIbHBIMU
MHCTPYKLUSMU U TIOJIOKEHUSAMMU.

4.1.22. BHYTpeHHSIsI OUCHh COCTABIIICTCS HA OTAEIHHOM JIMCTE MO YCTaHOBJICHHOW (opme
(ITpunokenue 5), KOTOpas COAEPAKUT CBEACHUS O MOPAAKOBBIX HOMEpAX JOKYMEHTOB Jella, UX
MHJIEKCAX, JaTaxX, 3arojlOBKaX M HOMEpax JMCTOB JeJla, Ha KOTOPBIX PACIIOJIOKEH KaXKIbld
JOKYMEHT.

K BHyTpeHHel ommcu Jena COCTaBJISETCS MTOrOBas 3allMCh, B KOTOPOM YKa3bIBAaeTCs
nuppaMu U MPOINUCHI0 KOJIMYECTBO BKJIIOUCHHBIX B HEE JOKYMEHTOB U KOJMYECTBO JIUCTOB
BHYTPEHHEH OIMCH.

BHyTpeHHSIE ONUCh MONNUCHIBAETCA €€ COCTaBUTEIEM C YyKa3aHHUEM paclIu(pOBKH
HOJIHUCH, TOJPKHOCTHU U J1aThl COCTABJICHUS OIMCH.

Ecnu neno neperuiereHO WM moqmuTo Oe3 OjJaHKa BHYTPEHHEH ONMCH JOKYMEHTOB, TO
COCTaBJICHHAsl IO YCTAHOBJICHHOW (OpME ONKCHh MOJKICHBACTCS K BHYTPEHHEH CTOpOHE
JMLIEBOI 00JI0KKH Jiena.

4.1.23. Ilpu u3MeHEHUU cOoCTaBa JOKYMEHTOB Je€ja (U3bSITUU, BKIIOUEHUH JTOKYMEHTOB,
3aMeHbl UX KOMMSMHU M T.J.) 3TH U3MEHEHUs oTpaxaroTcs B rpade "I[Ipumeuanue” co ccbuikaMu
Ha COOTBETCTBYIOLME AKThl BHYTPEHHEW ONUCH M NPU HEOOXOAMMOCTH COCTAaBJISIOTCS HOBast
UTOrOBasl 3aIIMCh K BHYTPEHHEN OIIMCH U 3aBEPUTENbHAS HAIIUCH Aea.

Odopmrenne 06JI0KKH JIea MOCTOSHHOTO,
BpeMeHHOro (cBbiie 10 yer) XxpaHneHus

4.1.24. ObGnoxka jaena IMOCTOSHHOTO, BpeMeHHOro (cBbimie 10 jeT) XpaHEeHUS H IO
JUYHOMY COCTaBy odopmisieTcs cienyromum oopazom. Ha 0010xke 1ena yka3bplBatoTCs:

- HAaMMEHOBaHHUE OpPraHu3allii U €€ HEMOCPEACTBEHHAsI TIOAYNHEHHOCTB;

- HAMMEHOBAHUE CTPYKTYPHOIO MTOIPA3AEIICHUS;

- UHJIEKC JIeNia;

- HOMep Jiesia (ToMa, 4acTH) Mo FOJI0BOMY pas/ielly CBOIHOM OmMKcH /e,

- 3ar0JIOBOK JI€J1a;

- aHHOTAlLlUs K JIOKyMEHTaM Jena (Ui JieJl MOCTOSHHOTO XPaHeHMs, COJepKaliux 0cobo
LIEHHbIE JOKYMEHTHI);

- IaTa niena (ToMa, 4acTu);

- KOJIMYECTBO JIUCTOB B JIEJIE;

- CPOK XpaHEHMsI JIeNa;

- apXMBHBIN MU}p Aena.

4.1.25. Ha o0noxke Jen IOCTOSHHOIO XpaHEHUs IMpelycMaTpuBacTCs MECTO JUId
HAaUMEHOBAHUS TOCYAapCTBEHHOTO apxuBa, B KOTOpPbIM OHU OyAyT mepedaHbl, KOJOB
rOCyJapCTBEHHOTO apXUBa M OpraHu3allMi. ApXUBHBIA MHU(PpP HAa 00JO0XKKaX /€] MOCTOSHHOTO
XpaHEHUs MMPOCTABIISETCS] B BEJOMCTBEHHOM apXMBE YEPHUIIAMH TOJIBKO MOCIE BKIIOUEHUS ITHX
JIel B TOJOBBIE pa3/enbl CBOAHBIX omucei nen, yrBepxkaeHHbIX OIIK cooTBercTBYyrOLIErO
ApPXMBHOTO YUpexkJAeHUS (IO ATOr0 OH MPOCTABISAETCS KapaHIAIIoM).

ApxuBHbIe MU(PHI Ha 00JI0KKAX JeJ1 BpeMeHHOro (cBbiiie 10 jeT) cpoka XpaHeHHs U 10
JUYHOMY COCTaBYy MPOCTABIAIOTCS YEPHWIAMHU II0CJIE BKJIIOYEHMS el B TOJIOBBIE pa3Jieibl
cBomHbIX omuced naen, omobpenHsix I[[OK (OK) opranumzanuu, cormacoBanHeix ¢ DJIIK
COOTBETCTBYIOIIETO APXHWBHOIO YUPEXKICHHUS (UIs1 OMUcedl el MO JMYHOMY COCTaBy) H
YTBEPKACHHBIX PYKOBOIUTEIEM OPraHU3aLNH.

4.1.26. Tlpu odopmieHuu OOJIOKKHA J€7T HAWUMEHOBAHHWE OpraHU3alMHd YKa3bIBACTCS
MOJTHOCTBIO, B UIMEHUTENFHOM MaJieXe, C yKa3aHHEeM IIOJIHOTO HAaMMEHOBAHMS OpraHU3alliH,
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KOTOpPOM OHa HENOCPEJICTBEHHO TMOAYMHEHAa (TakK€ B MMEHHUTENbHOM majexe). Ecmnu
OpraHM3aIsl WIM BBIIIECTOSIAs OpraHU3alUs UMEIOT O(UIMAIbHO MPHUHSTHIE COKpAICHHbIE
HaMMEHOBAHMUS, TO OHU YKa3bIBAIOTCA B CKOOKAaX IOCIIE IMOJIHOTO HAWMEHOBAHMUSL.

[Ipumep. I'maBHoe apxuBHOe ympaBienue npu Cosere MunuctpoB CCCP (I'maBapxuB
CCCP)

Bcecoro3nblii HAay4yHO - MCCIENOBATENbCKUM MHCTUTYT JOKYMEHTOBEIEHHUS U apXHUBHOTO
nena (BHUMIAA) I'naBapxusa CCCP.

[Ipu u3MeHeHUN HAaUMEHOBAHUS OpraHu3aluu (CTPYKTYPHOrO MOJIpa3J/IeJICHUsI) B TECUCHUE
nepuoja, OXBaTbIBAEMOT0 JOKYMEHTaMU JeJla, WU MIPU Tepeaye Jena B JpYTrylo OpraHu3aluio
(cTpykTypHOE TOApa3JeNeHne), Ha OOJIOKKE JOMUCHIBACTCS HOBOE HAaWMEHOBAaHHE JTOMH
OpraHM3alyl WM OpraHu3allid - MpPEeeMHHUKa (CTPYKTYpHOTO IMOApA3JCICHUs), a IpeKHee
3aKJII0YaeTCsl B CKOOKH.

4.1.27. 3aronoBok Jeia Ha 00JIOKKE MEPEHOCHUTCS W3 HOMEHKIJIATYPhl JCJ OpraHu3allu,
cornacoBanHoi ¢ DIIK coOTBETCTBYIOIIEro apXUBHOTO yupexaeHus. B HeoOX0IUMBIX ciydasx
B 3ar0JIOBOK JI€JIa BHOCSITCS JTOTIOJHUTEIbHbIC CBEACHUS U YTOUHEHUS (MPOCTABIAIOTCS HOMEpA
IIPUKA30B, IPOTOKOJIOB U T.IL.).

B tex ciydasx, Korja Aeno COCTOUT U3 HECKOJIBKUX TOMOB (YacTeil), Ha 00J0KKY KaxkI0T0
TOMa (Y4acTu) BEIHOCUTCS OOIIUH 3ar0JIOBOK Jieja U 3ar0JI0OBOK KaXKI0TO TOMa (4acTH).

[Tpumep. IlepcrieKTUBHBIN MJIaH COLMAIBHO - DKOHOMHYECKOTO pa3BUTUS MOCKOBCKOU
obnactu 10 1990 rona.

Towm. 1. IIpOMBILITIEHHOCTD.

[lepcnieKTUBHBIN TUIAH COIMATBHO - YIKOHOMHYECKOTO pa3BUTHUsI MOCKOBCKOM 00J1acTH 10
1990 rona.

Towm 2. Cenbckoe X035HCTBO.

4.1.28. B 3aronoBkax Jiei, cCoaepKaux KON TI0OKYMEHTOB, YKa3bIBa€TCs UX KOMUHHOCTD.
[Ipumep. IIpuxazsl ¢ N 1 no N 125 MHcTUTYyTa 110 OCHOBHOM AesiTenbHOCTH 3a 1985 rox.
Komnuw.

[TommMHHOCTD TOKYMEHTOB JieJia B 3ar0JIOBKE HE OTOBAPUBACTCHI.
Hara nena

4.1.29. Ha obnoxke paena o0si3aTeNbHO yKa3blBaeTCs JaTa jenia - rof(bl) 3aBelleHUs U
OKOHYAaHUs Jiefia B JeJONPOU3BO/ICTRE.

Ecnu B geno BKIIOYEHBI TOKYMEHTHI (HampuMmep, NpUIOKEHUS U T.I.), JaTa KOTOPBIX HE
COBIAJAET C JaToi jaena, TO MO JaTOW ¢ HOBOM CTPOUKHM Jenaercs o0 3ToM 3amuch: "B nene
UMEIOTCS IOKYMEHTHI 32 ... To/1(b1)".

Jlata fena MOXXET He YKa3bIBaTbCs TOJBKO Ha OOJOXKKaX Jel, COAEpKaIlUX TOJIOBbIE
IUTaHBI U OTYETHI, T.K. UX JAaThl OTPa)Kal0TCS B 3aroJIOBKAx JIedl.

4.1.30. Jlatoil nen, coaepKalMX PpacHOpPSAOUTENbHYIO, TBOPYECKYIO U  HHYIO
JOKYMEHTAIMI0 (AOKJIabl, MUChMa, CTEHOTpaMMbl M T.J.), s KOTOPOW TOYHAas IaTHpPOBKA
UMeeT Ba)KHOE 3HAUEHHWe, a TaKkKe JJs JeNl, COCTOSIUX M3 HECKOJbKUX TOMOB (dacTeif),
ABIIAIOTCS KpalHUE JaThl JOKYMEHTOB Jena, T.e. JaThl (YMCi0, MECSl, TOJ[) PEerucTpaluu
(cocTaBieHHs1) CaMOT0 PAaHHET0 M CaMOr0 MO3/IHETr0 JOKYMEHTOB, BKIIOUEHHBIX B JEJIO.

4.1.31. Ecnu genom sBIMETCS KypHAJ MPUKA30B, PAaCHOPSLKEHUWA M T.NM., TO JATOW Aena
OyAyT TOUHBIE KaJeHAapHbIE 1aThl IEPBOM U MOCIEAHEN 3aIUCH B XKypHAJIE.

4.1.32. laToit nena, COAEPIKAIIETO MPOTOKOJbI 3aCEIaHUM, ABISIOTCS JaThl YTBEPKICHUS
(ecn OHM YTBEPI)KJAIOTCS) WIIM COCTABJICHUS IIEPBOTO U TOCIETHETO MTPOTOKOIIA, COCTABIISIOLINX
JeII0.



4.1.33. [laToii nM4yHOrO Jena SBISAIOTCA JAaThl IOANMCAHMUS IPUKAa30B O IPUEME U
YBOJIbHEHUU JIUIIA, HA KOTOPOE OHO 3aBEJCHO.

4.1.34. Tlpu o603HaYCHUH JaThl TOKYMEHTA CHAYalla yKa3bIBaeTCS YMCIIO, 3aT€M MECSI] U
rof. Yucno u rog 0603HavaroTcs apaObCKUMu LU ppamMu, Ha3BaHUE MECSILIa MUILETCsI CJI0BAaMH.

[Tpumep. 9 mas 1945 rona.

[Tpu o0o3HaueHNM AATHI JOKYMEHTA JIOIYCKAeTCsS €€ COKPALIeHHOE U(PPOBOE HAMKUCAHHUE
B TOM CITy4ae, €CIIM 3TO He IPUBOJIUT K HEOTHO3HAYHOCTH TOJIKOBAHHS JaThI.
[Tpumep. 09.05.45.

Ecnu nata moxymeHTa WM OTACIBHBIC €€ DJIEMEHTHI OMPEIeISIOTCS MPUOIU3UTENHLHO, Ha
OCHOBaHUU aHajM3a COAEpKaHMs JOKYMEHTa, TO Mpeielibl KoieOaHusi OroBapuBaloOTCs, a JiaTa
WM OTJICJIBHBIE €€ SJIEMEHTHI 3aKII0YAI0TCS B KBaJpaTHbie CKOOKH. [To/IHbIC WM OTIENBHEIE e
3JIEMEHTBI, He a0COIOTHO JOCTOBEPHBIE, COMPOBOKIAIOTCS BOIPOCUTEIHHBIM 3HAKOM.

[Ipumep. [He panee 1961 r.]; [He panee anpens - He no3aHee Mast 1940 r.]; [He panee 25]
utoHsa 1958 r.; 15 [suBaps] 1964 r.; 16 aBrycra [1980 r.]; [22 cenTsi0psa 1952 r.7].

4.1.35. OOs3aTeNnbHBIMU PEKBU3UTAMH OOJIOXKKHU JIea SBJSETCS yKa3aHUE KOJHYecTBa
JIMCTOB B JIeJie, KOTOPOE IPOCTABIISIETCS HA OCHOBAaHUU 3aBEPUTEIBLHON HAAMMCH J€Nla, U CpoKa
XpaHeHus Jena (Ha Jenax MOCTOSHHOTO XpaHeHus muiercs: "XpaHUTh MOCTOSIHHO"), KOTOPBIN
NIEPEHOCUTCSI Ha O0JIOKKY JeJla U3 COOTBETCTBYIOILEH HOMEHKJIATYpHI JI€] OpraHu3aluy Mocie
CBEPKH €ro 1o BEOMCTBEHHOMY MEPEYHIO JOKYMEHTOB C YKa3aHHUEM CPOKOB UX XPaHEHHUSI.

4.2. CocraBnenue v 0oopMJICHHE ONTUCEH Je
B JICJIONPOU3BO/ICTBE OpPraHU3alun

4.2.1. Ha Bce 3aBepllieHHbIE B JICJIONPOU3BOJACTBE OpraHU3AIMU Jejia MOCTOSIHHOTO M
BpeMeHHOTro (cBbiie 10 JieT) XpaHeHUs U JeNia M0 JTUYHOMY COCTaBY, MPOIIEAIINE IKCIEPTUY
IIEHHOCTH, CcPopMHUpOBaHHbIE U OGOpMIICHHBIE B CcOOTBeTcTBHHM ¢ TpeboBanmsimu EI'CJl u
nonpaszaenoB 2.2 u 4.1 nactrosmmx [IpaBui, cOCTaBISIOTCS OMUCH eIl

4.22. Onuce Jen - 3TO AapXMBHBIA  CIPABOYHHUK, MPEJICTaBISIOMMK  coOoi
CHUCTEMAaTU3UPOBAHHBIN NEPEUEHB 3ar0JI0BKOB /1€ U MPEJHA3HAUECHHBIN JUIsl PACKPBITHS COCTaBa
U COJAEp)KaHMS JeJl, 3aKpeIUIeHHs] UX CHCTeMaTu3allud BHYTpH (GOHJa M ydera Jedl.
OIHOBPEMEHHO OIHCH €N SIBJISAETCS YYETHBIM JOKYMEHTOM U OCHOBHBIM BHJIOM HAay4HO -
CIIPaBOYHOIO amnmnapara K JOKyMeHTaM, 00eCIeunBaloIUM OllepaTUBHBIN TTOUCK JIE.

4.2.3. OnucH coCTaBIAIOTCS OTAEIBHO Ha!

- JieJ1a MOCTOSIHHOTO XPaHEeHMUS,

- nena BpeMeHHoro (cBeiiie 10 51eT) XpaHeHus;

- JIeNa 1o IMYHOMY COCTaBy U MHBIE OJIHOTHUIIHBIE JIEN1a;

- Ha Jlena, COCTOSANIMEe W3 CHEIU(PUYECKHX, XapaKTepPHBIX TOJBKO JJs JaHHOMN
OpraHu3alyy, AOKYMEHTOB (pallMOHAIU3AaTOPCKUE NPEUIOKEHUS], CyJeOHbIE U CIIE€ACTBEHHbIE
Jiena, HAy4Hble OTYETHI IO TeMaM U T.I1.);

- CITy>)keOHBIE BETOMCTBEHHBIC U3/IaHUS.

OtnenpHasi OMHMCH TPEACTABIAECT COOOW MepedeHb el C CaMOCTOSITENbHON BaloBOM
(MopsiIKOBOM) 3aKOHUYEHHOM HyMepaluen.

CocraBiieHHE ONIMCH JEII CTPYKTYPHOTO NOAPA3IEICHU
4.2.4. B nenonpous3BOACTBE ONMCH YKA3aHHBIX KaTErOpUM JeNl COCTABJISAIOTCS Ha Jiena

Ka)KIOT0 CTPYKTYPHOTO TIOJIpa3fielieHusl OpraHu3aiiy (B 0eCCTpYKTYpPHON OpraHHu3alliy - Ha BCe
nena, o0pa3oBaBIIMECS B IMPOIECCE €€ JIEATETbHOCTH) U KXo OOIIECTBEHHON OpTraHH3aIlid
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<*> 3aBefieHHbIE B KaXJOM KaJECHIApPHOM TOAY WJIM 3a BBIOOpHBIH CpoK (Ha [ena
00IIeCTBEHHBIX OPTaHU3AIMA U BHIOOPHBIX OPTaHOB).

<*> B panpHeWIIeM BMECTO CJIOB "ONMUCHU JIeJ CTPYKTYPHBIX TOJApA3CICHUN H
OOIIECTBEHHBIX OpraHu3anuil" OyayT ynoTpeOnaTbesi A KpPaTKOCTH CJIOBa "OMHCH JAeT
CTPYKTYPHBIX MOJIpa3aciecHui" .

[Ipumeuanue. Ilpy HanMuuMu B CTPYKTYPHBIX MOJpPAa3/AeiICHUSIX HEOMHCAHHBIX e 3a
HECKOJIBKO JIET MO COIJIaCOBAHUIO C BEJOMCTBEHHBIM ApPXMBOM Ha HUX MOXET COCTABJISITHCS
OJIHa OMHCH (BHYTPH K€ JieJia pacIoyiaraloTcs Mo rofaM UX 3aBeJCHUS).

4.2.5. Onucu pAen CTPYKTYPHBIX MOAPA3JACICHUNA COCTABISAIOTCA B 3aBUCUMOCTH OT
HOps/IKa, YCTAaHABIMBAEMOI'0 MHCTPYKIMEH O AETIONPOU3BOICTBY OpraHU3alnu, pabOTHUKAMU
CIIy’)kObl JIENOTMPOU3BOACTBA OpraHU3allMd WM JIMLIAMH, OTBETCTBEHHBIMH 3a BEJICHHUE
JICTIOTIPOU3BOJICTBA B CTPYKTYPHBIX MOJPA3JEIEHUSX IMOJI METOAMYECKHM PYKOBOJCTBOM
BEJIOMCTBEHHOT'O apXHBa.

4.2.6. Onmcu 1e71 CTPYKTYPHBIX TOAPa3ACeIICHUN COCTABIISIOTCS 10 YCTAaHOBICHHOUW (hopMme
(ITpunoxenue 6) v MPeACTABIAIOTCA B BEIOMCTBEHHBIN apXUB Yepe3 roJl MOCIIe 3aBEPIICHUS e
B JICTIONIPOM3BO/ICTBE, 32 UCKIIFOUYCHHEM OIHCEH JIeNI CTPYKTYPHBIX MOJIPa3/IeIeHuii MUHUCTEPCTB
u BegoMcTB CCCP, koTOpBIEC IPEICTABISIIOT B BEIOMCTBEHHBIN apXUB OMKCH JeJT Yepes 2 roja.

OTBETCTBEHHOCTh 32 CBOEBPEMEHHOE U KadeCTBEHHOE COCTABJIICHUE OIUCEeH Jel
CTPYKTYPHBIX MOJIpa3/ieIeHui HECYT PYKOBOJIUTEIH STUX MOAPA3ICICHUN.

4.2.7. Ilepen BHECEHUEM 3ar0JIOBKOB e B ONUCH MPOBEPSIOTCS Ka4eCTBO (DOPMUPOBAHHS
u odopmiieHus JAeN, COOTBETCTBHE KOJMYECTBa JeJl, BHOCUMBIX B OINHUCh, KOJUYECTBY
3aBEJICHHBIX JEJI 10 HOMEHKIIATYpe JAeJ OpraHu3aIHH.

[Ipu mnpocmoTpe [en MPOBEPSIOTCS: COOTBETCTBHE 3arojioBKa Jiela COACPKAHHIO
JOKYMEHTOB B JIeJie; TIPAaBUWIBHOCTh O(POPMIICHHS U TPYIIIUPOBKH JTOKYMEHTOB, BKIIOUCHHBIX B
JIeJI0; KauecTBO MOJIIMBKYA HIIM TEperuieTa Jena; MPaBUIbHOCTh HyMEpalud JUCTOB Jena;
HaJIMYMe B Jelie, B HEOOXOMUMBIX CITydasX, BHYTPEHHEH OIMCH JielNa W €€ TNPaBWIBHOCTS;
HPaBUIBHOCTh O(OPMIIEHHUS OOJIOKKH JeNla; HAINYME W MPAaBUIbHOCTD 3aBEPUTEIbHON HAAMNUCH
nena. B ciydyae oOHapyXeHHs HapylIEHUs YCTAaHOBJEHHBIX MpaBW (POPMHUPOBAHUS U
o(opMIIeHHs JIeTT OHU JTOJIKHBI OBITh YCTPaHEHBI.

B cnygae oOHapyXeHHs OTCYTCTBUSI JIeJl, YHCISAIIUXCS TI0 HOMEHKIAType el
OpraHu3aly, CTPYKTYPHBIM MOJpPAa3/eNeHUEM NPUHUMAIOTCA MEpbl MO HX PO3BICKY <*>.
OOHapy)XKeHHBIE JIeNla BKIIOYAIOTCS B OMUCH. ECiM MpUHATHIE MEpHI HE AajH pe3yabTaToB, TO HA
HEOOHAapYyXXEHHbIE Jlella COCTaBJsIeTCs CIpaBKa O TMPUYMHAX OTCYTCTBUS Jel, KOoTopas
MIOJIIIMCHIBACTCSl PYKOBOJIUTENIEM CTPYKTYPHOTO TTOAPA3CICHHsI U TIEPEIaeTCs BMECTE C OMUCHIO
JIe]l CTPYKTYPHOTO MOJIpa3/ieIeHus! B BeIOMCTBEHHBIN apXUB.

<*> Tlpn Hammuuu OK CTPYKTYpHOrO MOApa3JelieHHusl MOUCK HEOOHAPYXEHHBIX el
opra"usyercsi coBMecTHO ¢ OK.

4.2.8. OnucatenpHasi CTaThsl OMMUCHU JIeNl CTPYKTYPHOTO MOApa3/eNieHHs] BKIIOYaeT B cels
CJIETYIOIINE AJIEMEHTHI:

- IOPAZKOBBII HOMEp Jiena (ToMa, 4acTH) MO OIHCH;

- MHJIEKC Jieria (ToMa, 9acTH);

- 3aroJIOBOK Jiena (TOMa, 4YacTH), MOJHOCTHIO COOTBETCTBYIOLIUI €ro 3arojioBKy Ha
00JIOXKKE J1ena;

- IaTa nena (ToMa, 4acTu);

- KOJIMYECTBO JINCTOB B Jieje (TOME, YacTH);

- CPOK XpaHeHHUs Jena.

4.29. Ilpu cocTaBleHHH ONHUCHU JeNl CTPYKTYpHOTO MOJpa3ieieHus HE0OX0AUMO
coOur0o1aTh Cieayrole TpeOOBaHuU:
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- KaX/10€ JIeI0 BHOCUTCSI B OIHUCH IO/ CAMOCTOSITENIbHBIM MOPSIKOBBIM HOMepoM. Eciu
JIEJI0 COCTOMT M3 HECKOJBKHX TOMOB (YacTeid), TO KaXAbli TOM (4acTh) BHOCHTCS B OIMHKCH MO
CaMOCTOSITEIIbHBIM HOMEPOM;

- cucTeMaru3auusi Jell B OINHCH M TPUCBOCHHE HOMEpa OMNHCH CTPYKTYPHOTO
MOJpa3/IeIeHUs] YCTAaHABIMBACTCS BEIOMCTBEHHBIM apXHBOM.

Kak npaBuio, cucremaTu3anus Jejl B OMUCH CTPYKTYPHOTO MOAPA3/ICICHUS COOTBETCTBYET
UX CHCTEMaTH3allud B HOMEHKJIAType JeJ OpraHu3alud, a HOMEp OIUCH CTPYKTYPHOTO
MOJpa3elieHusi COCTOMT M3 IU(PPOBOrO OOO03HAUEHUS CTPYKTYPHOIO MOJApa3esieHus IO0
IITATHOMY paclUCaHUIO C J00aBICHHWEM TNPONMHUCHOW HavyadbHOH OYKBbI HaWMEHOBAaHUS
KaTeropuu JTOKYMEHTOB, COCTABJIAIOIIMX OMUCh, U MOCIEAHUX NBYX LU(pP roxa, B KOTOPOM
3aBEJICHBI JIe]1a, BKIIIOUEHHBIE B OIIUCh.

Tak, omucu nea TMOCTOSHHOTO, BPEMEHHOTO XpaHeHHs W 10 JHMYHOMY COCTaBy
CTPYKTypHOTro mnoapasaenenus N 5, yuciasnmxcs 10 HOMEHKJIAaType U 3aBeleHHbIX B 1981 r.,
OynyT umeTh HoMmepa: Su-81, 5B-81 u 5 1/c-81,

- Tpadbl ONMUCH 3AMONHAIOTCS B TOYHOM COOTBETCTBHHM C TEMH CBEICHHSIMH, KOTOPHIC
BBIHECEHBI Ha 00JIOKKY JIeTa;

- TIpU BHECEHUU B OIHCH MOAPSA 1Nl C OJUHAKOBBIMU 3ar0JIOBKAMH IMUIIETCS TTOJHOCTHIO
3aroJIOBOK IMEPBOTO Jieia, a BCE OCTalIbHBIE OJHOPOHBIC Jieja 0003HAYAIOTCs ClIoBaMu "To xke'",
IIPY 3TOM JPYyTHE CBEIEHHS O JieJlaX BHOCSTCS B ONKCH IMOJHOCTHIO (Ha Ka)KJOM HOBOM JIHCTE
OTIHMCH 3ar0JIOBOK BOCIIPOU3BOJIUTCS TIOJTHOCTHIO);

- rpaca ornmcn "llpumeyanue" UCTONB3yeTCs UIE OTMETOK 00 0COOEHHOCTSIX (PU3HUECKOTO
COCTOSTHUSL JieJ, O Tepeaaye Jei OPYTMM CTPYKTYPHBIM MOApa3/IeeHHsIM OpraHu3alluu, O
HAJIMYMH KONUU U T.II.

OdopmiieHre onucy e CTPYKTYPHOTO TOAPa3AeTICHHS

4.2.10. B koHue omnucu Bciesd 3a MOCIEAHEW ONMcaTelbHOW CTaTbel AEIAeTCsl UTOroBast
3aluch, B KOTOPOW YKa3piBaeTcs (UudpaMu U MPOMHUCHIO) KOJIUYECTBO JIEJ, YUCISAIMIUXCS IO
OIIHCH, TIEPBBIA ¥ TOCIEIHUN HOMEpa JeJ 10 OIMUCH, a TaKKe OTOBAPHBAIOTCS OCOOCHHOCTH
HYMEpAaLUH J1e]1 B ONUCH (JTUTEpPHBIE HOMEpa JeJ1 U MPOIYILIEHHbIE HOMEPA).

4.2.11. Onuce nen CTPYKTYpHOTO TMOJpa3JeieHUs] IOJIMUCHIBAETCS COCTABUTEIEM C
yKa3aHHEM €ro JOJDKHOCTH, COIJIACOBBIBAETCS C PYKOBOJIUTENEM CIIYKOBI JEONPOU3BOJICTBA
OpraHu3alliy U YTBEPKAAETCS PYKOBOAUTEIIEM CTPYKTYpHOTO moapasneneHus. [Ipu Hanmmunm B
CTPYKTYPHOM TMOJIpa3/ieJIeHUH OpraHu3aluu sKkcnepTHod komuccun (OK) omuce 10 ee
YTBEPXKACHUS JOJDKHA ObITh paccMoTpeHa u onobpena OK. Ilo TpeGoBaHMIO BEJOMCTBEHHOTO
apxyBa K OIMCH MOTYT COCTaBJATbCA OTAEIbHBbIE BHJIBI HAYYHO - CIPABOYHOIO armrmapara
(orymaBiieHHe, CIIMUCOK COKPAIIEHUH, yKa3aTeln).

4.2.12. Onuce Aen CTPyKTYpHOTO IOAPA3JEJICHHUs OPraHU3alliM COCTABIIAETCA B JIBYX
DK3EMIUIApaxX, OJWH M3 KOTOPHIX TEpelacTcs BMECTE C JejaMH B BEJOMCTBEHHBIH apXuB, a
BTOPOH OCTaeTcs B KaueCTBE KOHTPOJIBHOTO 3K3EMIUIsIpa B CTPYKTYpHOM MojapaszaenaeHuu. [lpu
HAJIMYUU B CTPYKTYPHOM ToapaseneHun DK omucek cocTaBiseTcsl B TpeX dK3EMIUIIPax, Tak KaKk
OJIUH SK3EMILJISIP ONUCH JTOJDKEH OBbITh MPUIIOKEH B KAUeCTBE OCHOBAHUS K MPOTOKOIY 3aCe/IaHus
DK, Ha KOTOpOM OHa ObLTa pacCCMOTPEHA U 0100peHa.

4.2.13. Ha o06no)kax Jen, BHECEHHBIX B OIHUCh CTPYKTYPHOTO MOJpAa3/EiCHUs, IO
COTJIACOBAHWIO C BEJIOMCTBEHHBIM apXHBOM, MSTKHM YEepHBIM TpadUTHBIM KapaHIalioMm
IIPOM3BOJIUTCS BpEMEHHAas MU(pPOBKa AeIl.

4.2.14. Onucu CTPYKTYpPHBIX MOJIPA3ACICHUN CIIyKaT OCHOBOM JIJIsi COCTABJIEHHUS TOJI0BOTO
pasjena CBOAHOM OMUCH Jiell OpraHM3alUd, TIOATOTOBKAa KOTOPOTO BO3JlaraeTcs Ha
BEJIOMCTBEHHBIN apXHB (JIMII0, OTBETCTBEHHOE 32 apPXUB).

4.3. Ilepenayva nen B BEAOMCTBEHHBIN apXUB



4.3.1. B Be1OMCTBEHHBIN apXUB NEPENAIOTCS JAeJIa IOCTOSSHHOTO, BpeMeHHOro (cBbiie 10
JIET) XpaHeHus U 10 JINYHOMY cocTaBy. X nepenaya npou3BOAUTCS TOJIBKO IO OIHCSIM.

4.3.2. [Jlena BpemeHHoro (mo 10 uer BKJIIOYMTENBHO) XpaHEHUs Iiepenadye B
BEJIOMCTBEHHBIN apXuB, KaKk MPABHUIIO, HE MOAJIEKAT, OHU XPAHATCS LEHTPaIU30BaHHO CIIY:KO0ii
JIEJIONPOU3BOJCTBA WIW B CTPYKTYPHBIX MOJPA3AEICHUSIX U 10 UCTEUEHUU CPOKOB XPaHEHUS
MOJJIe)KAaT YHUYTOXKEHUIO B YCTAaHOBICHHOM Imopsiake (cM. moxapasnen 3.3). OHu MOryT
IIEpPEeJaBaTbCsl B apXUB TOJIBKO B HCKIIIOUUTENIBHBIX CIy4asX [0 PELIEHUI0 PYKOBOIUTENS
opranuzanuu. [lepenaya uxX MOXKET OCYIIECTBISATHCSA MO YCMOTPEHHIO BEAOMCTBEHHOTO apXHBa
WJIM 110 OIIMCSM WJIM [I0 HOMEHKJIATypaMm Jell.

4.3.3. Tlepemaua 1en1 B BEAOMCTBEHHBIM apXWB OCYIIECTBISETCS IO Tpaduky,
COCTaBJIEHHOMY apXHBOM, COIJIACOBAHHOMY C PYKOBOJUTENISIMU CTPYKTYPHBIX IOJpa3AciieHUui
(OOILIeCTBEHHBIX OpraHu3aluil) W OpraHu3alyii, NepefaroluX JOKYMEHThl B apXuB, H
YTBEPKACHHOMY PYKOBOJUTENIEM OpraHu3anuu (cM. 1. 12.3.1).

4.3.4. B mepuon TOATOTOBKH JI€NT CTPYKTYPHBIM MOJpa3aeieHueM (0OIIeCTBEHHOM
OpraHM3aiueil) K nepegadye B BEJAOMCTBEHHBIM apXUB COTPYJHHUKOM apXuBa MPEIBApPUTEIBHO
MPOBEPSIETCS MPABUIBHOCTh X (POPMUPOBaHUSA, OGOPMIICHUS U COOTBETCTBUE KOJIUYECTBA JIET,
BKJIIOUEHHBIX B OIHCh, KOJIUYECTBY J€J, 3aBEJICHHBIX B COOTBETCTBMM C HOMEHKJIATYypOul nien
opranu3zainuy. Bce BbISBICHHBIE NP MPOBEPKE HENOCTATKH B (HOpMHUpOBaHMHM U O(DOPMIICHUU
Jnen  paOOTHUKH CTPYKTYPHOTO mojpasfenceHuss (OOIIECTBEHHON OpraHu3aiu) oO0s3aHbI
yctpaHuTh. [Ipu oOHapyXKeHUN OTCYTCTBHSI JIe] COCTABIIAETCS cIpaBka (cM. 1. 4.2.7).

4.3.5. IlpueM kaxpaoro jena MPOU3BOAUTCS 3aBEAYIOIIMM (CHEIUAIbHBIM COTPYAHUKOM)
BEJJOMCTBEHHOTO apXxuBa (JIUIOM, OTBETCTBEHHBIM 32 apXUB) B MPUCYTCTBUU pPaOOTHHKA
CTPYKTypHOTro nojpaszenenus. [Ipu 3ToM Ha 000uX 3K3eMIUISIpax OMUCH NMPOTUB KAXKIOTO Jiena,
BKJIIOUEHHOTO B HEe, JeNaeTcsl OTMETKA O HAM4MHU Jena. B KOHIle KaXI0T0o SK3eMIUIspa OMUCH
yKa3bpIBaeTcs mu(pamMu U IPOMHCHI0 KOIWYECTBO (PAKTHUYECKH NMPHUHATHIX B apXHB 1], HOMEpa
OTCYTCTBYIOIIMX JE€J, Jara MpuemMa - MepeJadyd e, a Takke MOJIUCH COTPYIHHKA
BEJIOMCTBEHHOT'O apX1Ba U JIMLA, IEPEIABIIETO Aea.

[Tpu npueme 0co00 LEHHBIX [N MPOBEPSETCS KOIUYECTBO JIUCTOB B JIeax.

4.3.6. Jlena B BEJOMCTBEHHBI AapXWB [JOCTaBISIOTCA COTPYJHUKAMU CTPYKTYPHBIX
NOJIpa3icIICHNH YBSA3aHHBIMU B CBS3KHU.

Bwmecte ¢ nemamu B BEIOMCTBEHHBIM apXHWB KaHIIENSApUEH (CEKpeTapuaToM) MepenaroTcs
PETUCTPALIMOHHO - KOHTPOJIBHBIE KapTOTEKHW Ha JOKYMEHTBI. 3arojOBOK KaXIOH KapTOTEKU
BKJIFOYAETCSI B OIUCH.

Paznen 5. OBECIIEHEHUE COXPAHHOCTU JOKYMEHTOB
BEJOMCTBEHHOI'O APXMBA

Jnsa oOecriedeHus] COXPaHHOCTH JOKYMEHTOB B BEAOMCTBEHHOM apXuBe JOJKEH
MIPOBOMTHCS CICIYIOIIMI KOMITIEKC PadOT, BKITFOYAIOIITHI:

- CO3/ITaHNE ONTUMAIIbHBIX YCIIOBUI XpaHEHHsI TOKYMEHTOB;

- pa3MelieHre JOKyMEHTOB B XpaHWINIIAX U UX TOoNorpadupoBaHUE;

- cOOMI0IeHNE TTOPSIIKA BBIAUH JeI U3 apXUBa;

- y4eT JOKYMEHTOB (CM. pa3Jl. 8), MpoBepKa UX HAIMYHUS ¥ COCTOSHUS,

- OIpelesieHHe CcOCTaBa 0CO0O IIEHHBIX JIOKYMEHTOB U CO3JaHHE Ha HHUX CTPaxOBOTO
donma;

- obecrieueHne PU3UKO - XUMHUUECKON COXPAHHOCTH JOKYMEHTOB.

5.1. Co3iaHue oNTUMAaNbHBIX YCIOBUI
XpaHEHHS JJOKYMEHTOB

5.1.1. OnTumanbeHble yCIOBUS XpaHEHUS TOKYMEHTOB 00eCeunBaroTCs:
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- MPEJOCTABICHUEM /JIsi BEIOMCTBEHHOI'O apXMBa MOMEIICHUS U MPOBEICHUEM ILJIAHOBO -
MpeIyNpeAUTENbHOTO PEMOHTA TOMEIIEHUH;

- 000pyIOBaHHMEM IIOMCIICHUSI apXWUBa CPEJCTBAMH IMOKAPOTYIICHHUS, OXPAaHHOH U
MIPOTUBOIIOXKAPHON CUTHATIU3AIUEH;

- NMPUMEHEHHUEM CHEIHUAIBLHOTO OO0OpYAOBAHMS ISl XpaHEHUs JTOKYMEHTOB (CTEJUIaKew,
cerioB, KOpoOOK U T.11.);

- CO3/IaHHEM ONTHUMAJIBHOTO TEMIIEPaTypHO - BIAKHOCTHOIO M CBETOBOTO pPEXKHUMA B
MOMEILEHUH apXHBa, IPOBEICHUEM CAHUTAPHO - THTHEHUYECKUX MEPOTIPUSTHH.

TpeGoBaHus K TOMEUICHUIO apX1Ba

5.1.2. B cooTBeTCTBUM C 0OBEMOM M COCTABOM XPAHSIINUXCS /1€ BEIOMCTBEHHOMY apXHBY
IPEJOCTABIIACTCS OTHAECJIBHOE 3JaHMe (MIM 4YacTh 3/4aHUs), CIELHUAIBHO IOCTPOCHHOE U
000pyJOBaHHOE WJIM IPUCIIOCOOIEHHOE JJ1s1 XPaHEHUS IOKYMEHTOB.

5.1.3.  CrpoutenbCTBO  CHELUAIBHOIO 3[aHUSI BEJAOMCTBEHHOIO apXHMBa MOXET
IPOBOJIUTHCA Kak IO TUIOBBIM IPOEKTaM 3JaHUM TOCyJapCTBEHHBIX apXHWBOB, TaK M IO
MHAUBUAYaJIbHBIM IIPOEKTaM, COTJIACOBAHHBIM C 3aMHTEPECOBAHHBIMHU OPraHU3ALUSIMU.

5.1.4. CroeuuanpHble  NOMEIIEHUS Ul BEJOMCTBEHHOIO  apXHMBa  JOJDKHBI
IpelyCMaTpUBaTbCS NPU CTPOMUTEILCTBE AJAMMHHMCTPATHBHBIX 3JaHUM JJI OpraHus3anuii, B
CTPYKTYpE KOTOpBIX JAEHCTBYET BEJAOMCTBEHHBIH apxuB. I[IpM OTCYTCTBMM CIEUAIBLHOIO
MOMEILEHUsT JUIsl BEJOMCTBEHHOI'O apXHMBa BbIIEISAETCS MPHUCIOCOOJIEHHOE IOMEIICHUE B
a/IMUHUCTPATUBHBIX 3[JaHUAX OpraHU3alui.

5.1.5. OnTuManbpHbIE YCIOBHS XpaHEHHs TOKYMEHTOB M pabOThl C HUMH TIPEyCMaTPUBAIOT
IPEOCTaBIICHUE CIIEIYIOIUX NOMEIIEHUH /ISl BEJOMCTBEHHOT'O apXUBa:

- XpaHWJIUILE U1 XPaHEHUS JOKYMEHTOB <*>;

<*> (Oco00 TeHHBIC JTOKYMEHTHI XPAaHAT B CICIUAIBHBIX IMOMEIICHUSX C YCHJICHHOMN
OXPaHOH U MPOTUBONOKAPHBIM PEKUMOM.

- IOMEILEHNUS Ul IPUEMA, BpEMEHHOIO XpPaHEHUs, AKKJIMMAaTH3al[u1 JOKYMEHTOB;

- IOMeIIeHus U1 paboThl UcciieoBaresneil (YUMTaabHbIHN 3ai);

- pabouuX KOMHAT JJIsl COTPYIHUKOB apXUBa.

PabGoune KOMHaThl AJi1 COTPYAHMKOB WU TIOMEIIEHHsS M paboThl HccienoBareneit
(uMTaTBHBIN 3aJ1) TOJDKHBI OBITh M30JMPOBAHBI OT MOMEIIEHUH XPAHMUINILL.

[TomemnieHuss XpaHWINIL, HE UMEIOLIUE MEPErOpoAOK OT pabOYuX KOMHAT, U30JUPYIOTCS
CIEIMAJIBHO YCTAaHOBJIEHHBIMHU Ileperopoakamu. [locTopoHHue nna A0MycKaroTCsl B XpaHWINILA
TOJIBKO C pa3pelleHUs 3aBeAYIOLEro BEJOMCTBEHHBIM apXHWBOM U B MPUCYTCTBUU COTPYAHMKA
apXuBa.

5.1.6. XpaHunuina BeOMCTBEHHOTO apXHBa JIOJKHBI OBITh yJAJE€HbI OT J1a0OpaTOPHBIX,
IPOM3BOJICTBEHHBIX, CKJIAJCKUX W OBITOBBIX IOMEIIEHUH, CBS3aHHBIX C XpaHEHUEM WU
NPUMEHEHUEM MUIIEBBIX MPOAYKTOB WJIM XMMHYECKHMX BEUIECTB, U HE UMETh OOUIMX C HUMH
BEHTUJISILIMOHHBIX KaHAJIOB.

5.1.7. Xpanunuia BEIOMCTBEHHOTO apXWBa JIOJDKHBI OBITh O€30MaCHBIMH B IOXAPHOM
OTHOIIEHHUHU, TAPAaHTUPOBAHBI OT 3aTOIUICHUS U UMETh 3allaCHbIN BBIXO/I.

B nomemieHusx ~ XpaHWIMII HE JIOJDKHO  OBITh  Ta30BbIX, BOJOIPOBOJHBIX,
KaHAJM3allMOHHBIX U JOPYI'MX  MarucTpajlbHbIX  TpyOompoBojoB. IIpoBoaka  TpyO
HEMarucTpaJbHOTO XapakTepa JOINYCKAaeTCsl NPHU YCIOBUM HMX H30JSAIUM B CIELHMAIbHBIX
3aLIUTHBIX MPUCTIOCOOIEHUIX, UCKITIOYAIOIINX TPOHUKHOBEHHE BHIOPOCOB U3 HUX B XPaHUIIUIIIE.

5.1.8. HapyxHble 1BepH NOMEIIEHUS BEIOMCTBEHHOTO apXHMBa JOJKHBI OBITH OOUTHI
METaJIJTMYECKUM JINCTOM M UMETh MPOYHbIE 3aCOBBL. B HepaOouee BpeMs OHU OINEYATHIBAIOTCS
wid miaoMOupyrorces. Iledats wiam mioMOup XpaHAT BMECTe C KIIOYaMU Y JEKYpHOTO IO
OpraHMU3aIy UM B YCTAHOBJIEHHOM NPaBUJIAMU BHYTPEHHET O paclopsIka MecTe.



[TomernieHust BEIOMCTBEHHOT'O apXxuBa 000pYIyIOTCS OXpaHHOW cUrHanu3anued. Ha okHa,
pacmojaoKeHUe KOTOPBIX  IO3BOJIAET  JOCTYNl  HW3BHE, YCTAHABIMBAIOTCA  PACIalIHbIC
METaJUINYECKUE PEIIETKH C 3aMKaMH, OTIe4aTaHHBIMH IIJIOMOHPOM.

5.1.9. llomenicHue BEIOMCTBEHHOI'O apXHMBa IO pa3MEIIEHUS B HEM JOKYMEHTOB
IIPUHUMAETC KOMHUCCUEH, KOTOpas Ha3HA4aeTCsd PYKOBOIUTENIEM OpraHu3anuu. B komuccuio
JOJDKHBI BXOJUTH IIPEICTAaBUTENIN CTPYKTYPHOTO IOIPA3[elICHUs, B COCTaB KOTOPOrO BXOIUT
BEJIOMCTBEHHBI apXuB, NPOQPCOIO3HONH OpraHU3alllH, COOTBETCTBYIOILEIO YUYPEKIACHUS
roCyJapCTBEHHON apXUBHOW CITy»Obl, OXKApHOW OXpaHbl M CAHUTAPHO - MUIEMHUOJIOTHYECKOM
CTaHIUU.

KomMmuccus nposepsieT HCIIPaBHOCTb TEXHUYECKOIO OCHAILCHUS MOMEUICHUM U COCTOSHUE
TEMIIEpaTypHO - BIAQXKHOCTHOI'O PEKMMA B XPAaHWIUIIAX, HA OCHOBAHUH YEr0 COCTAaBISAETCS aKT.
AKT yTBEp)KIACTCsl PYKOBOAWTENEM oOpraHum3anud. OCMOTp  COCTOSHUS — IIOMEIICHHUS
BEJIOMCTBEHHOT'O apXHBa MPOBOJIUTCS B JAJIbHEUIIEM IO TPEOOBAHHIO 3aBEAYIOIIETO apXUBOM,
HO HE PE’Ke OJHOTO pa3a B 5 JET.

DNEeKTpO- U MPOTUBOMOKAPHOE 000PYyI0BAaHUE

5.1.10. B nmomemeHusAx XpaHWJIUIL BEJOMCTBEHHOI'O apxuBa IPOKJIAAbIBACTCS CKPBITAs
AIIEKTPONPOBOJIKA; TOMYCKAETCs JIEKTPOIPOBOJIKA B ra3oBbIX TpyOax. OcBeTuTeabHas apMaTypa
IpUMEHsETCA TnoiayrepMerndeckass. CBETUIBHUKH, DJJIEKTPOIIMTBI W paclpeieiIUTENbHbIE
yCTpOMCTBa  JOJKHBI ~ OBITH  3aKpBITOTO  WCIIOJIHEHUS.  XpaHWiIuiia  oOopyayroTcs
OTKJIIOYAIOIMMHU  pYOUIIbHUKAMU. PacrpenenuTenbHble 3JIEKTPOIUUTHI, IMPEIOXPAHUTENN U
PYOMIIBHUKY YCTaHABIMBAIOTCS TOJIBKO BHE XPAHWIIHILL.

B umensx mnpoTHBOMOXKApPHOM 3aIlIUTBl BCE 3JIEKTPOOOOPYAOBaHHE 0OeCHeunBaeTCs
3a3€MJICHUEM.

5.1.11. Ilo mokapHOW OMAaCHOCTH IMOMEIICHUs apXMBOB OTHOCSATCS K Kkareropuu "B".
XpaHuniia J0JKHbI pa3MeIIaThCs B 3[aHUSAX HE HUKE BTOPOU CTEIEHU OTHECTOMKOCTH.

5.1.12. OCHOBHBIM  TNPOTUBONOXKAPHBIM  OOOpPYJOBAHUEM  APXUBOB  SBJISIOTCA
YIJIEKUCIOTHBIE OTHETYIIUTENN HOBEHIINX KOHCTPYKLMH, KOTOpBIE YCTAaHABIMBAIOTCS U3
pacueTa HE MEHEE OJHOrOo Ha Kaxzable 50 KB. METPOB ILJIOLIAAHN, HO HE MEHEE JIBYX Ha KaXKI0€
OTJIeIbHOE TIOMELIEHHE.

ITomemienne apxuBa 0OOpYyIyeTCsl NMPOTUBOMOXKAPHBIM BoAocHaOxeHueM. [loxkapHble
KpaHbl YCTAHABIMBAIOTCA HA JIECCTHUYHBIX IUIomakax. Kaxapli mokapHbIi KpaH J0JKEH UMETh
IIPOPE3NHEHHBIN PYKaB MIPOTSKEHHOCTHIO 1O KpalHEN TOUKM XpaHWINIIA.

5.1.13. Xpanunuima u TOMEHIeHHus A paboThl C JOKYMEHTaMHM JIOJDKHBI OBbITh
000pyI0BaHBI MOKAPHOM CUTHANIM3ALKEH.

5.1.14. B apxuBe Ha BUJHOM MECTE€ BBIBEUIMBAIOTCSA: MHCTPYKIMH O Mepax MOXKapHOM
0€30I1aCHOCTH, CIHUCOK MOXKapHOT0 pacyera W IUIaH HBaKyallUd JOKYMEHTOB M MMYIIECTBa Ha
ciay4yad mnoxapa. B mokapHBI pacdeT BKIIIOYAKOTCS BCE COTPYIHHUKH apXHMBa, C KOTOPBIMHU
NEPUOANYECKH, HO HE PEKE OJHOTO pa3a B KBapTajl MPOBOIATCS 3aHATUSA IO MepaM IOXKapHON
0€30MacHOCTH U MPaKTUUECKUM JEHCTBUSAM BO BpeMs IoXKapa.

IIpy BO3HMKHOBEHHHU MOXkapa BCE COTPYAHMKH NPUHUMAIOT y4acTUE B €ro JIMKBUAALINU,
BBITOJIHSS paHee pacipeieleHHbIe 00S3aHHOCTH.

B xpaHunumax 3anpeniaercs:

- KypeHHe;

- IPUMEHEHHE HIIEKTPOHArPEBATENbHBIX TPUOOPOB;

- XpaHEHUe MPOIYKTOB MUTAHUS, JETKOBOCIUIAMEHSIOIINUXCS BEIIECTB U B3PbIBOOMACHBIX
IIPEIMETOB.

TeMIeparypHO - BJaXXHOCTHBIA U CBETOBOM PEXKUMBI



5.1.15. TemneparypHO - BIXHOCTHBIM pPEKUM XPAaHEHUS JOKYMEHTOB JIOJDKEH
COOTBETCTBOBATH CJICAYIOLUIUM TaHHBIM:

Buoel DOKYMEeHTOB [lomMewmeHMsa C perynam- [lomMelmeHMsa C Heperyamu-—
PYEMBIM KJIMMAaTOM PYEMBIM KJIMMaTOM
TeMInepaTry- BJIAX— TeMepa- BJIAX—

Q

pa, rpamn. C |HoCcTh, %|(Typa, rpan. C|HOCTL, %

IJOKyMEHTH Ha 0y-— +17 - +19 50 - 55 +14 - +20 45 - 60
MaXHOM OCHOBE

KMHOODOKYMEHTEHL +12 50 +/- 5 He BhHIIEe 40 - 55

(u/0), cTpaxoBHe +15

KOTIUM

®OTOOOKYMEHTH +15 - +20 40 - 50 +15 - 425 30 - 60

OOHOOOKYMEHTEI +18 +/- 2 60 +/- 5 He BhHIIe 40 - 70
+20

5.1.16. B umensx yayuylleHHs peXuUMa XpaHEHUS B IOMELIEHUSAX XpaHWIUL] C
HEperyJupyeMbIM KIMMAaTOM DPEKOMEHIYIOTCS MPOBETPUBAHMS, YCTAHOBKA JONOJHHUTEIbHBIX
VCTOYHUKOB YBJIQKHEHUS BO3[yXa WIH JONOJIHUTEIbHBIX HPUOOPOB Ul MPOCYIIMBAHUS
IOMEIIECHUN U T.II.

5.1.17. TemnepaTypHO - BJIQXXHOCTHBIM pPEXHM XpPAaHEHHUS JOKYMEHTOB KOHTPOJIMPYETCS
IyTEeM HM3MEpEHUsl KIMMaTHYECKUX IapaMeTpoB BO3/lyXa HE pexke ABYX pa3 B HEJEN0 B OAHO U
TO K€ BpPEMSI.

[loka3aHust KOHTPOJBHBIX HM3MEPUTENBHBIX HPUOOPOB  (TEPMOMETp, T'MIPOMETP,
MICUXPOMETP) (PUKCUPYIOTCS B CHELMAIBHBIX PErHCcTpalMoHHbIX KypHanax (IIpunoxenue 7). B
pPEeTUCTpallMOHHBIX JKypHamax B rpade "lIpumeuanme" oTpaxaroTcs TaKXkKe IpOBEpKa
IPAaBWJIBHOCTH TIOKa3aHUsl MPUOOPOB M Mepbl, NPUHATHIE MO HOPMAJIU3aLMU peXHMa B
XPAaHMJIMILAX B CIIy4ae €ro OTKJIOHEHUS OT YCTaHOBJIEHHBIX HOPM.

5.1.18. YcTraHOBKa KOHTPOJIbHBIX W3MEPHUTENIBHBIX MPUOOPOB MPOU3BOJUTCS B TIABHBIX
IpoXojax Ha CTejulaXkaX, BJAJIW OT OTONMTEIbHBIX M BEHTWJISALMOHHBIX cucTeM. IIpubops! Ha
paccrosinuu 1,4 +/- 0,1 MeTpa OT 1osia MOHTHPYIOTCSI Ha OTHOM KOHTPOJILHOM IITUTKE.

KoHTponbHO - M3MepuTenpHble NPUOOPHl YCTAaHABIMBAIOTCS B KaXJIOM XPaHWJIMILE: MPH
KOMHATHOW CHUCTEME - OJIMH IIUTOK Ha KOMHATY; IPU MHOTOSIPYCHOM - OZIMH Ha SpYC.

ITpoBepky u3MepUTENbHBIX MPUOOPOB MPOBOAAT MO ACIHUPALMOHHOMY IMCHUXPOMETPY HE
pee 0IHOTO pasa B 3 Mecsia ¢ 00s13aTeNIbHON PEeryIMpOBKON U 3aMEHON HEUCTPABHBIX.

5.1.19. TemnepaTypy 1 BIQKHOCTb BO3/yXa B 3aKPHITHIX LIKadax U ceiax KOHTPOIUPYIOT
CaMOTUIIYIITUMU prbopamu.

3akpeiThie mKapbl U celdbl 115 XpaHEHUs! JOKYMEHTOB IPOBETPUBAIOT HE PEKE OJIHOTO
pasa B HEZIEIHO.

5.1.20. OcBenieHne B XpaHUIHMIAX MOYKET OBITh €CTECTBEHHBIM U MCKYCCTBEHHBIM.

He nonyckaercs ocBerieHne JOKYMEHTOB MPSMBIM COJIHEYHBIM CBETOM.

C nenpro 3amUTBl IOKYMEHTOB OT pa3pylIAIOLIEro JEHCTBUS COJIHEYHBIX JIy4dei
XpaHWJIMNILA CIETYET pacroiaraTh B 3JJaHHH C OKHAMH Ha CEBEPHYIO CTOPOHY.

3ammra JOKYMEHTOB OT J€HCTBUS CBETa 00ECTIEYUBACTCS:

- XpaHEHHEM JIOKYMEHTOB B KOpoOKax, Mamkax U Meperuvierax, a Takke B Ikadax U Ha
CTeJlIa)kax 3aKphITOrO THUIA,

- IPUMEHEHHEM Ha OKHAX CBETOpaccerBaTeliei, 3alUTHBIX (PUIBTPOB U T.I1.

5.1.21. B kauecTB€ HCTOYHMKOB MCKYCCTBEHHOI'O OCBELIEHUS NPUMEHSIOTCA JaMIIbl
HaKaJMBaHUS B 3aKpBITHIX IUTapOHAX C TIAAKOM HapyKHOM IMOBEPXHOCTHIO, JOIMYCKAETCS
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HCIIOJIb30BAHUC W JIOMHUHCCHCHTHBIX JiaMIl, C YPC3aHHBIM yJ'Ipra(I)I/IOHCTOBBIM Y4aCTKOM
CIIEKTpa.

5.1.22. 3ammMra JOKYMEHTOB OT pa3pyLIAONIEro JIEWCTBUS  €CTECTBEHHOIO U
UCKYCCTBEHHOTO CBETa JOJDKHA MPEIyCMATPUBATHCS HE TOJBKO B XPaHWIIUIIAX, HO M BO BCEX
MOMEIICHUSX MPH JTIOOBIX BUAaX padoT.

CaHuTapHO - THTHEHNYECKUI PEXUM

5.1.23. Tlomemienusi apxuBa JOJDKHBI COAEPIKATHCS B 0Opa3lOBOM MOPSAKE M YHCTOTE,
UCKJTIOYAIOIINX BO3MOXHOCTD MOSIBJICHUS IJIECEHH, HACEKOMBIX, TPHI3YHOB U HAKOILJICHUS MbUIN
(ue 6omee 0,15 mr/m3).

5.1.24. JIns 3amuThl JOKYMEHTOB OT MBLJIH HEOOXOIUMO:

- o0ecneunTh MaKCHUMAJbHO BO3MOXKHYIO TE€PMETHYHOCTh TOMEIIEHUS XPaHWINL] U
000py/0BaTh UX YCTAaHOBKAMH, OUYMIIAIOIIMMU BO3AYyX OT NIBbUIM U BPEAHBIX Ta3000pa3zHbIX
IpuMecen;

- HEe peXe OJHOTO pa3a B TOJ MPOBOJIUTH OOECHBLIMBAHUE KOPOOOK C JOKYMEHTaMH,
CTeJUIaXXe ¥ TIOMEIICHWH XPaHWIUII C TOMOIIBIO AJIEKTPOINBLIECOCa WM BaTHBIMHU
(MapyeBbIMHU) TaMIIOHAMH, YBJIKHEHHBIMH PacTBOpPOM (hopmanuHa;

- TMPOBOJUTH CHCTEMATUYECKYIO BJIOKHYIO YOOPKY IOMEIIEHUI XPaHWIWI: HE pEexe
OJIHOTO pa3a B MecCsI] MPOTHPATh TMOJbl, IUIMHTYCHI, MOJOKOHHMKH BOJIHBIMH pacTBOpaAMU
COOTBETCTBYIOINX XUMUYECKUX CPEJICTB;

- CIEAWTHb 3a COCTOSHMEM JOLIATBhIX TOJIOB, YTOOBl OHM HE HMMENH Ieied U ObLIu
OKpallIeHbl MAaCISHON KPaCKOM;

- MEepPUOJMYECKH IMPOBETPUBATh MOMEIICHUs XpaHWIMIa. Bompoc o menecoobpasHocTH
NPOBETPUBAHMS PEIIACTCS C y4eTOM aOCOJIOTHOM BIQXHOCTH HApY)KHOTO M BHYTPEHHETO
BO3/IyXa.

5.1.25. Ilpu oOHapyX eHHH B XPAHWIMIIAX HACEKOMBIX WJIM TPHI3YHOB HEMEJICHHO
OPUHUMAIOTCS MEPbl K HUX YHUUYTOXKEHHUIO. JIOKyMEHTBI, NOpa)XKEHHbIE HACEKOMBIMU,
U30JIUPYIOTCS U TIOABEPTAIOTCS JIC3HHCEKITUH.

[Ipu mopakeHUH 3HAYUTEIHHOTO KOJIWYECTBA JTOKYMEHTOB HACEKOMBIMH M OOHApYKEHUU
UX B PA3IMYHBIX MECTAaX XPAaHWIHINA: HA CTEJUIaXax, B IIENAX I10Ja, O] INIMHTYCAMU U T.J. -
Heo0X0/1uMa JIE3UHCEKIHS BCEro XpaHMWIMIIA.

5.1.26. Tlpu oOHapyXeHUHM B XpaHWIUIIAX JOKYMEHTOB M KOPOOOK, MOpPaKEHHBIX
IUIECEHbIO, JIOJDKHBI HEMEUIEHHO IMPHHUMAThCS MEpbl MO 00paboTKe JOKYMEHTOB, CPENICTB
XpaHeHus, nmomenieHnid. [lopakeHHbIe TIECEHBI0 JOKYMEHTHI H30JUPYIOTCS W TIepeIaloTcsl Ha
nesuHpexnuio. Cremnaxu, mkadppl, KOPOOKH, B KOTOPBIX XPAHWIUCH MOPAKEHHBIE IMIIECCEHBIO
JIOKYMEHTBI, TIPOTUPAIOTCS BOJIHBIM pacTBOpoM ¢opmanuHa (3 - 5%) u mpocymuBaroTces; Ipu
IUIECHEBEHUU CTEH, I0JIOB, TIOTOJIKOB MPOU3BOAUTCS MOBEPXHOCTHAsE 00paboTKa MOpPaKEHHBIX
MecT pactBopoM popmanuna (3 - 5%).

5.1.27. Jlns npoBedeHHS CAHUTAPHO - TUTHEHUYECKUX pPadOT B  XPaHWIHIIE
(oOecnpuiBaHME, TEpEeMENIeHUEe Jed W T.I.) B IUIaHe padoThl BEJIOMCTBEHHOTO apXHBa
peaycMaTpUBaIOTCS CAHUTAPHBIE THU (HE PEKe OJTHOTO pas3a B Mecsll).

O6opynoBaHue apxuBa

5.1.28. Xpanwuiia IOKHBI OBITH OOOPYIOBAaHBI CTAIMOHAPHBIMHU CTEJUIAXKaAMHU C
COOJTIOICHHEM YCTAaHOBJICHHOTO /IS apXHBa MOPSIKA UX PAa3MEIIECHUS:

- IIMPHHA IIABHBIX IPOXOJ0B (MEXYy psaamu cremuiaxei) - 120 cMm;

- IIUpPUHA TPOXOJI0B MEKY CTEUIaXKaMu - 75 cMm;

- paccTosiHuE MEXAY CTEHOM U CTEJIaXKOM, MapauleNIbHbIM CTEHE, - 75 cM;

- pacCTOsIHUE MEXKTY MOJIKaMu 10 BbIcOTE - 40 cMm;

- paccTosiHuE MEXAYy CTEHOM U TOPLIOM CTesiaxa - 45 cum;



- paccTosiHUE OT MoJia IO HIDKHEH MOJKM cTeljiaka - He MeHee 15 cM, a B IIOKOJIBHBIX
aTaxax - He MeHee 30 cM.

JlonmyckaeTcst 000Opy/lOBaHHE XpaHWIWILA JEPEBIHHBIMUA CTEJUIAXKAMU TIPU  YCIOBHH
00pabOTKH UX OTHE3AIIUTHBIMUA COCTaBAMHU.

KoHcTpykiuus 1 pazMepsl cTeiiaxkei, a Takke mkagpoB Ui JOKYMEHTOB ocoboro popmata
(razeTsl, KapThl, IJIaHbI, KOPOOKH ¢ MUKpO(UILMAMHU U T.II.) ONPENEISIOTCS pa3MepamH 3THX
JIOKYMEHTOB.

5.1.29. Crennaxu ycTaHaBIMBAIOT NEPHEHIUKYJISIPHO K CTEHAM, HMMEIOIIMM OKOHHbIC
IPOEMBI M 3JIEMEHTHI OTONHUTEIBHON CHCTEMBI TaK, YTOOBI PAacCTOSIHUE 70 OKOH M MCTOYHUKOB
Tema obu10 He MeHee 0,6 M.

Ecnu momemnienne XpaHWIMIa UMEET BBICOTY Oosnee 4 M, TO B LEISIX PALMOHAIBHOTO
WCIIOJIb30BaHUsl TUIOIIAAN CTEJUIaXKH YCTaHaBIMBalOTCA B JBa sipyca. llpu sTom nemnarorcs
IPOYHBIE MEXbAPYCHBIE TIEPEKPHITHS U YIOOHBIE JIECTHUIIBI, KOTOPHIE OTOPAXHUBAIOTCS JIETKUMHU
METAJIMYECKUMH MepHiaMu JJisi o0ecrieueHus 6e30nacHoi padoThI.

5.1.30. Yeprerku M KalbKW MOTYT XPaHUTBHCS B IIKa(ax C BBIIBWKHBIMH SALIMKAMH B
pa3BepHYTOM BHJIE WJIM B Mankax. MUKpO(GUIbMBI U KHHOJOKYMEHTHI - Ha cremnaxax JKD.
4.393.001 (mns xpaHeHHs QUIBMOBBIX KOpOOOK). JlJis KapT pEeKOMEHIYeTCs IOABECHOE
XpaHEHHE Ha BBIBUKHBIX IITAHTaX.

Jlnist XpaHeHUs1 CEKPETHBIX, 0CO00 LEHHBIX JIeJ U YYETHBIX JOKYMEHTOB BEJIOMCTBEHHOTO
apXuBa UCIOJIB3YIOTCS CEH(BI MM METaNINYeCKue mKapl <>

<*> [Ipu GonpmioM o0BeME 3TUX BUAOB JOKYMEHTOB ISl HUX BBIAEISIOTCS OTICJIbHBIE
XPaHWINILA WK OTJEIbHAS N30IMPOBAHHAS YaCTh XPaHINIIA.

JUig pa3MmelleHusi CIpPaBOYHBIX KapTOTEK K JOKYMEHTaM B XpaHWJIUIIE WIK paboueit
KOMHATE YCTaHABJIMBAIOTCSA KapTOTEUHbIE MIKA(bI.

5.1.31. na mnepeMeuieHUs JOKYMEHTOB B XpaHWIUIIE U paboThl Yy cTemiaxei
UCMOJB3YIOTCs Onbanoreunble Tenexku (Th-1), nerkue ycToiunBbie CTPEMSHKH.

5.1.32. Tlomemenus apxuBa OOOPYIYIOTCS Tak, 4YTOOBI OOECHEUYUTHh PAIMOHAIBHYIO
OpraHu3aIuio paboYux MECT COTPYIHUKOB apXHUBa U CO3JaTh BCE HEOOXOIUMBIE YCIOBUS JUIS UX
IIPOU3BOJUTENILHOTO TpyAa. Paboune KoOMHaThl 000pyAyrOTcs TenedoHOM, KaHUEISIPCKON
MeOeblo, MUIIYIEeH MalIMHKON, TPYTUMH CPeJICTBAMH OPITeXHUKH, pekoMeHtyeMbiMu ET'C/I.

[Ipy Hamuuuu B BEJAOMCTBEHHOM apXuBe (OHJa MOJIb30BAaHUS, B YHUTAIbHOM 3ajie
yCTaHaBJIMBAETCs anmnapaT JUIsl YTeHUsI MUKPO(QHIbMOB.

Jlna obecnbuiMBaHUs KOpPOOOK M TAaloK C JOKYMEHTaMM, CTeUIaXell W IMOMEIIeHUs
BEJIOMCTBEHHOTI'0 apXMBa MOXKET MCII0JIb30BaThCs OBITOBOM 3JIEKTPONBLIECOC.

5.1.33. Ilpu BO3HMKHOBEHHMH YpE€3BBIYAMHBIX MPOUCIIECTBUN (TI0’Kapa, HABOJHEHUS, MPHU
OOHapy>K€HUM 3JOYMBIIIJIEHHOTO MPOHUKHOBEHUS B AapXWB IOCTOPOHHUX JIUI[ W T.1.)
NPUHUMAIOTCS. MEPBI IO CITACEHUIO U OXPaHE JOKYMEHTOB.

O mpoucCIIECTBUM COCTABISETCS aKT IPU YYACTHHM COOTBETCTBYIOIIMX OPraHOB (IOXapHOU
OXpaHbl, MUJIMIIUHU, TEXHUYECKOT0 Ha/130pa U T.1.).

5.1.34. JIns BBIACHEHMs NMPUYUH MPOUCHIECTBUS, ONpPEICNCHHUS (PU3MUECKOTO COCTOSHUSA
JOKYMEHTOB U TMPOBEPKU HUX HAIMYUS PYKOBOJUTENIEM OpraHU3allMd Ha3HA4YaeTCs KOMHUCCHS.
Pe3ynbrarsl paboThl KOMUCCUU O(OPMIISIOTCS aKTOM.

5.1.35. BetoMCTBEHHBIM apXUBOM pa3padaThIBAETCs IJIAH MEPOIPUATUH 10 3BaKyallu U
VKPBITUIO JOKYMEHTOB IIPH 4YpEe3BbIYANHBIX IPOUCIIECTBUSAX, B KOTOPOM JIOJDKHO OBITH
IIPEyCMOTPEHO:

- IOPSIIOK ¥ MECTO 3BAKyallUH U YKPBITHUS TOKYMEHTOB;

- TIEPEYHU U KOJMYECTBO JIOKYMEHTOB, MOAJIEKAIIMX 3BaKyallUd U YKPBITHIO B 1, 2, 3-10
ouepenu;

- CIUCKHU paOOTHHUKOB, OTBETCTBEHHBIX 3a 9BAKYallUIO U YKPBITHE;

- MEpBI [0 0XpaHe TOKYMEHTOB B MECTaX BaKyallud U YKPBITHUS.



IInan sBakyauuu M YKpBITHA JOKYMEHTOB Ha Cllydall BO3HUKHOBEHHUS YpPE3BBIYANHOIO
MPOUCHIECTBUS JOJIKEH OBITh COTJIACOBaH C COOTBETCTBYIOIIMMH CIIy’)kKO0aMuU U YTBEp)KIEH
PYKOBOJMTENEM OpPTaHU3aLUH.

C mmaHoM »5BaKyallud M YKPBITHS JOKYMEHTOB JOJDKHBI OBITh O3HAKOMIJICHBI BCE
COTPYJIHUKHU apXUBa.

5.1.36. Cnyuau yTpathl, MOPYH, THOCIH TOKYMEHTOB, a TAK)KE BO3HUKHOBCHHE CHUTYaIlUH,
KOTOpBIE MOTYT K HUM IIPUBECTH, paCCMaTPUBAIOTCS KaK Ype3BblUaiiHbIe IPOUCHIECTBUS U O HUX
HEME/JIEHHO CTaBUTCS B U3BECTHOCTh PYKOBOJAMTEINIb OPraHU3aLUH.

5.2. Pa3MeliieHre JOKYMEHTOB B XpaHWIHIIIE.
TonorpadpupoBanue

Pa3M€H_IeHI/Ie JAOKYMCHTOB B XpaHUJIUIIC

5.2.1. Pa3MemeHue B XpaHWIMIIAX JeJ BEJOMCTBEHHOIO apXuBa JIOJDKHO OBITh
paLMOHAIIBHBIM U IPOBOUTHCS C YUETOM:

- CO3J]aHMsl ONITUMANIbHBIX YCIOBUM XpaHeHus i1 JokymeHToB 'A® CCCP;

- ©KEroJJHOTo JABMKEHMs el (IpHeM U repenaya aen);

- OIIEPAaTUBHOTI'O UCIOIb30BAHUS JOKYMEHTOB.

B HeoO0xoauMBbIX cilyyasiX BEJOMCTBEHHBIH apXUB COCTABJIAET IUIAH (CXEMY) pa3MeLeHUs
JIOKYMEHTOB B XpaHWINLIAX.

5.2.2. Bce mnocrynaronye B BEJOMCTBEHHBI apXHMB JOKYMEHTHI pa3MeEIlaloTcs B
XpaHWIMIIAX Ha CTelaXaxX WIM MKapaxX TakK, 4TOObl JIOKYMEHTHl Ka)KIOW OpraHu3aluu
(CTPYKTYpPHOIO IOJpa3/eieHus1) XPaHUIUCh B OJJHOM MeCT€ M OBbUIM PACHOJIOKEHBI B MOPSAIKE
€XKETO/IHbIX MTOCTYIUICHUH.

5.2.3. JIoKyMeHTbI IOCTOSIHHOI'O XpaHEHHs pa3MEINalOTCs OTIENbHO OT JIOKyMEHTOB
BpeMeHHOr o (cBbilIe 10 j1eT) XpaHeHHs U 10 JMYHOMY COCTaBY.

5.2.4. JloKyMEHTbI JIMKBUIMPOBAHHBIX OPraHU3aLUI XPaHATCS OTIEIBHO.

5.2.5. JIoKyMEeHTbI IOCTOSTHHOTO XPaHEHUs XPaHATCS B KAPTOHHBIX KOpOOKax, Markax Ui
JPYTUX KOHTEHHEepax, U3rOTOBJIEHHBIX M3 O€3BpEeIHBIX AJS JOKYMEHTOB MaTepHasoB; Jeia C
JIOKyMEHTaMU BpeMeHHOT O (cBbliie 10 jeT) XxpaHeHus - B CBSI3Kax <*>.

<*> Jlena BpeMeHHOTo (10 10 JeT BKIIOYMUTENbHO) XpPaHEHMs pa3pelaeTcsi XpaHUTh Ha
MOJIKaX, OCTaBJIEHHBIMU BEPTHKAIIbHO, O€3 CBA30K.

3a30p Mexay TOJKOW cTellaka M BepXHEH KpBIIIKOW  KOpOOKHM  (CBSI3KH),
oOecreunBarOIINN HUPKYJISALUIO BO3yXa, TOJIKEH ObITh HE MEHEe 5 CM.

K xopoOkam NpUKIEHBAIOTCS APJIBIKH, a K CBSI3KaM MPUKPEIUIAIOTCS SPIBIKH, B KOTOPBIX
YKa3bIBAIOTCS: Ha3BAaHUE OPraHM3alMK U CTPYKTYpPHOTO Mojpa3fesieHusi, Homep (GoHaa U onucH,
roj (rofsl) ¥ KpailHME HOMepa Jel, BKIIOYEHHBIX B JaHHYIO KOpoOKy (cBs3Ky). KopoOku
(CBSI3KM) HyMEPYIOTCSI MOPSIIKOBBIMU HOMEPAMH B Ipeiesax Kakaoro GpoHaa Uil ONUCH.

CBs3ku popMUPYIOTCS TONIIMHON He 6osee 20 cM.

5.2.6. 3axmrodeHHbIE B KOpPOOKHM (CBSI3KH) Jiela MOTYT pa3MemaThbCs Ha CTelia)ax
TOPU30HTAJIHO WM BepTUKANbHO. [Topsaok pa3MenieHus Aes yCTaHaBIUBAETCS B 3aBUCUMOCTHU
OT yCJIOBUH XpaHEHHUS.

l"azeTsl u Ipyrue NTOKYMEHTHI HECTaHAAPTHBIX pa3MepoB, Npesbimaromue no seicore 0,41
M, XpaHAT B TOPU30HTAIILHOM MOJIOKEHHH.

Kopo6ku u cBS3KHM HE JOIHKHBI BBICTYNATh 3a MPEAEIbI MOJIOK CTeNIaKeH.

He nomyckaercss XpaHuTh JOKYMEHTHI B TPAHCIIOPTHOM Tape, B IITA0ENIX, CKIaAbIBaTh Ha
M0JTy, TOJIOKOHHUKAX, JECTHUYHBIX IJIOIIAKaX U JPYTUX, HE IPeIHa3HAUYEHHBIX JIJIS OTUX LieNei
MecCTax.



TonorpagupoBanue

5.2.7. Bce mnomemieHusi apxwBa, a TaKXKe CTEUIAXH, IIKa(bl, MOJKA HYMEPYIOTCH.
[TomemeHust pekoMEHAyeTCsl HyMepoBaTh OYKBEHHBIMM UHAEKCaMH (XpaHwidme A), a
CTeJulaxu, InKadbl, TONKKM - apabckumu wnudpamu. Cremnaxu U IKaQbel HYMEpYIOTCS
CaMOCTOSITENIbHO CJIeBa HANpaBO OT BXOJa, a MOJKHU Ha CTeUIaXkaxX - MO IIKadaMm CBepXy BHU3
cJieBa Harpaso.

Homepa nomkHBI ObITh HPOCTABJICHBI YETKUMHM, BBIACISIOIIMMUCS Ha (OHE OKpacKu
cTelaxa udpamu.

5.2.8. B mensx 3akperuieHHs MecTa XpaHeHHS M HaubOosiee OBICTPOro HaxOXKICHUS
JOKYMEHTOB B apXHBE COCTABIIIOTCS TOMOrpadUyecKue yKa3zaTelld: IOCTEJUIAXKHbIE
(ITpunoxxenue &), a mpu 6osbIOM KonudecTBe GoH10B - modonHaoBbIe ([Ipunoxenue 9).

KapTouku mocremia)kHOoro TOMOrpauyeckoro ykaszaress COCTaBJIAIOTCS Ha KaxJIbli
CTEJJIaXK M PAcIoNaraloTcsl MO MOPSIKY HOMEPOB CTeIaxel B mpezenax KakJI0ro OTAeIbHOI0o
nomernienus. Kaprouku nohoHI0BOrO TOMOrpaguuecKoro yKa3areis COCTaBIISIOTCS Ha KaKIbIH
doHI U pacronaratoTcss B mopsiake HomepoB (GoHI0B. [Ipu HEOOXOAMMOCTH BEAOMCTBEHHBIM
ApPXMBOM MOJKET MPOBOAUTHCS TONOrpadUpOBaAHHUE XPAHSIIINXCSA B ApPXUBE IOKYyMEHTOB C y4ETOM
CTPYKTYPHBIX MOJIpa3ieIieHuii OpraHu3aIyii.

5.2.9. V3MeHeHHs, TPOUCXOSIINE B Pa3MEIICHHN JOKYMEHTOB, JIOJDKHBI CBOEBPEMEHHO
OTpaXkaTbcs B TOMOTpaUUECKUX yKa3aTemsiX.

5.3. Ilopsimok BbIAQYM JI€T U3 XPAHUJIHUIII,
TPAaHCMIOPTUPOBAHUE U YITAKOBKA JIEJ

5.3.1. [lena BoIOAIOTCS U3 XPAHUITUIIL;

- JUId UCHOJb30BaHUS (pabOTHHKAM CTPYKTYPHBIX MOJpa3felieHui; HCCIeI0BaTeNsIM;
OpraHHU3alHsM BO BPEMEHHOE I10JIb30BAHUE);

- JUTs IPOBE/ICHUS APXUBHBIX PabOT ¢ JOKYMEHTaMH;

- U1 TIpoBeAeHHs pabOT MO CO3/AaHUIO CTPAXxOBOIr0 ()OHJIA, KOIMMPOBAHUIO U CIIELUAIBHON
00paboTKe JTOKYMEHTOB C LIEJIbI0 00ECIeUYeHUsI UX COXPAHHOCTH (B Ja0OpaTOPUM apXHUBHBIX U
JIPYTUX YUPEKICHUM).

5.3.2. Ucxoas u3 ueneit paboThl ¢ JOKYMEHTaMH Jieja BBIAAIOTCS U3 XPAHMIIUIL:

- JU1st paboThI B pabouell KOMHATe (YUTAIbHOM 3aJI€) apXHBa;

- BO BpEMEHHOE TMOJb30BAaHHE BHE apXHBa: CTPYKTYPHBIM MOAPA3JEICHUSIM ITaHHON
OpraHM3aly, OpraHMU3alUsIM JaHHOTO BEJOMCTBA WJIM OpraHU3alUsM JPYroro BEJIOMCTBA, a
Tak)Ke CyJeOHBIM U CIIEJICTBEHHBIM OpTaHaM.

5.3.3. Beimaua gen juisi paboThl ¢ TOKYMEHTaMU B paboueld KOMHATe (YUTAIHHOM 3aJie)
apxXvMBa MPOU3BOAUTCS [UIsi PAOOTHUKOB JpPYrod OpraHu3alMk WM HCCIeloBaTeNeld Ha
OCHOBaHUU NHCbMa COOTBETCTBYIOIIEH OpraHu3aluu.

5.3.4. Jlena BblAAIOTCA BO BPEMEHHOE IMOJb30BaHME U3 XPaHWJIMIL Ha CpPOK, HE
IIPEBBIIIAFOIINI:

10 gueilt - 1 paOOTHUKOB CTPYKTYPHBIX MOAPA3CICHUI OpraHu3allii, B COCTaB KOTOPOi
BXOJIUT apXWB,;

3 Mecsa - st pabOTHUKOB APYTUX OpTaHU3AINN.

[lo wucredyeHMM  yCTAaHOBJIEHHOIO CpOKa MpPU  HEOOXOJMMOCTH  IPOU3BOJUTCS
nepeodopmMiieHre JOKYMEHTOB Ha BBIJJAHHBIE JeJIa ITOCIe 03HAKOMIICHHS ¢ UX COXPAaHHOCTBIO.

5.3.5. Tlepemaua nen s TpoBEACHUS pabOT MO CO3JaHUIO CcTpaxoBoro ¢oH7a,
KOIMMPOBAHUIO M CIELUAIBHOM 00pabOTKE TOKYMEHTOB C IIEJbI0 00eCredeHUs] COXPaHHOCTH
MIPOU3BOIUTCS BEIOMCTBEHHBIM apXMBOM Ha OCHOBAHUU 3aKa30B HA MPOBEJECHUE 3TUX PadOT.

5.3.6. Beinaua fen u3 XpaHwinia opopmIIseTcs CIeIyIOUMMH JOKYMEHTaMU:

- 3akazamu (TpeOOBaHWSAMH) Ha BbIAYy JeJ B YUTAIBHBIA 3aJ1 W BO BPEMEHHOE
MOJIb30BAHUE B CTPYKTYpHBIE mojpa3encHus opranusanuu ([Ipunoxenue 10);
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- aKTaMH O BbIJaue el BO BpeMEHHOE MoJib30BaHue ApyruM opranuzanusm (Ilpunoxenue
11);

- 3aKa3aMH Ha MPOBEJCHHUE PadOT 10 MUKPOPHIEMUPOBAHHIO, PECTABPALIUU JOKYMEHTOB H
T.II.

Bbigaua gen U3 XpaHWINIIA PErUCTPUPYETCS B KHUTAX:

- BbIJAUU JIe7l B paboune NOMELIECHUS OpraHu3alllu;

- BBIJIa4H1 JIe7l B YNTAIBHBIN 3aJ1;

- BBIJIAUU JIeJl BO BpPEMEHHOE 0JIb30BAaHUE JPYTUM OpraHU3aLUsIM.

5.3.7. WcnonHennsle 3aka3bl (TpeOOBaHUs) HCCIEAOBATENICH XPAHATCS B JIMYHBIX JieJax
ucclenoBaresneii, Bce Npoune - B CHEIHAbHO YCTAHOBJICHHOM MECTE B BEJIOMCTBEHHOM apXHBE
JI0 UCTEUYEHMsS] CPOKOB MX XpaHEHHs. 3aka3bl (TpeOOBaHHWsA) Ha BbIJAYY JEJI IMOCTOSHHOTO
XpaHEHUs 1eeco00pPa3HO XPaHUTh /10 MPOBEACHUS MPOBEPKU HAJTHYUUS U COCTOSIHUS JIEI.

5.3.8. Bpimaua gen BO BpeMEHHOE MOJBb30BAHWE B JIPYrHe OpraHU3aIUH OPOPMIISETCS
aktoM (IIpunokenme 11), KOTOpbIH cocTaBiseTcss B 2-X JK3eMIUIIpax (Ha oOmeM OyiaHke
OpraHM3al1M): OAUH OCTAETCS B apXUBE, IPYroN - BBIJIAETCS MOIYyYaTellto.

AKT TOJIMCBIBAETCS PYKOBOJUTENEM OpraHU3alluy, Nepeaaroiei aena, 1 pyKoBOAUTEIEM
OpraHu3aINH - TIOTYJaTells; HOAIMICH CKPEIUISIFOTCS TepOOBBIMU TIEUATSIMHA OPTaHU3AIUI.

[Tocne Bo3BpareHust Aen B 2-X 9K3EMIUIpax akTa JAENacTcsl COOTBETCTBYIONIAS OTMETKA!
OJIMH PK3EMIUIAP OCTACTCS B OpPTaHU3AIMH - TOJydaTese, APYroi - XpaHuTcs B aene (GoHma B
BEJIOMCTBEHHOM apXHBE, BbIABABIIEM JIela.

5.3.9. HampaBnieHnue 7en Ha pecTaBpaluio, B MEPEIUIET, Ui KOMUPOBAHUS OPOPMIISETCS
3aKa30M.

3aka3 opopmisieTcsi B BEIOMCTBEHHOM apXWBe B 2-X JK3eMIULIpax mo Qopme akra o
BbIJIaye Jiel BO BpEMEHHOe ToJib30BaHue apyroi opranmzaiuu (I[Ipunoxenune 11) u
MOJIMUCHIBAETCA PYKOBOAMTENEM OpraHU3allUd WIM CTPYKTYPHOTO MOJpPAa3/EiCHHs, B COCTaB
KOTOPOTO BXOJUT apXuB, U OyxrantepoM. OIUH SK3eMILUISp aKTa OCTaeTcs B apXuBe, IPYrou - B
OpraHM3aluy, Kyja Iepeansl Jieja Ha pecTaBpaluio, IepeIvieT, KONUPOBaHUeE.

5.3.10. [dena BbLAAIOTCS W3 XpaHWIMINA AN UCIOJIL30BaHUS W TPOBEACHHS padoOT IO
pecTaBpaluu, IepervieTy U CTpaxoBOMY KOITMPOBAHUIO TOJIBKO B 00pabOTaHHOM BUJIE.

[lepen BbIaueit ey U3 XpaHWIKIIA POBEPSETCS COOTBETCTBHE IMK(pa U 3arojoBKa jaeia
Ha 00yiokKe mupy M 3aroJioBKy Jieja B OMMCH; Nepes Bbliayeil U mpu BO3BpAlllEHUU JAeN B
XpaHWIUIIE TPOBEPSIOTCA TaKXKE HyMepalus JUCTOB U COCTOSHHE JIOKYMEHTOB KaKIOro
BBIJIaHHOTO JIefIa.

Kaxnoe BblaaBaeMoe M3 XpaHWJIMINA JJIsl MCIOJIB30BAHUS JEJO MOCTOSHHOTO XPaHEHUs
JIOJIKHO UMETh JIMCT ucnonb3oBanus nena (I[lpunoxenue 12).

5.3.11. Ilpu BblIade Jen BO BPEMEHHOE IOJb30BAHWE HAa MECTO BbIaBaEMOro Jeja
MOJIKJIAJIbIBAETCS OTJHENbHAsl JUIS KaXaoro jaena kapra - 3amecturens (IIpunoxenue 13), B
KOTOPOH YKa3bIBAIOTCS: HOMEP U 3aroJIOBOK Jiejla, HOMEp U Ha3BaHME OMMCH, HOMEP M Ha3BaHME
¢doHza, KOorja U KOMY BBIJIaHO JI€J0, JlaTa €ro BO3Bpara M IMOANUCH COTPYIHHUKA, BBIJABIIETO
JIeNI0 ¢ yKa3zaHHeM JOJDKHOCTU. IIpu Bo3BpallleHuH jeia B XpaHWIHIIE KapTa - 3aMeCTHTENb
u3biMaetcs. KapTsbl - 3aMecTuTeNn Ha BO3BpALEHHBIE JIe]a XPaHATCS B BEJIOMCTBEHHOM apXHBE
710 MUHOBaHUSI HaJIOOHOCTH.

5.3.12. CocrosiHue 1€, BO3BpAlla€MbIX B BEIOMCTBEHHBIM apXHB IMOCIE MCIOJIb30BAHUS,
JIOJDKHO OBITh HPOBEPEHO B MPHCYTCTBUHU JIMIIA, BO3BPAILAIONIET0 3TH JOKYMeHTHI. Ilpu
OoOHapyXeHUH HeIOCTauu el WU OTIENbHBIX JINCTOB B HUX, a TAaKKe MOBPEXKICHUH Aen u
JIOKYMEHTOB COTPYJHHKaMH BEJIOMCTBEHHOT'O apXHBa COCTABJIIETCS aKT B JBYX JK3EMIUIIpax,
OJIMH U3 KOTOPBIX MPEIbABISETCS PYKOBOJIUTENIO OPTaHU3allM1, UCIIOIb30BaBUICH TOKYMEHTHI,
JUIs TIpUBJICYEHHS BHHOBHBIX K OTBETCTBEHHOCTM WJIM B COOTBETCTBYIOIIME OpTraHbl JUis
MIPUBJICYEHHS] OPTaHU3aLMN K OTBETCTBEHHOCTH, IPYTOM - OCTaeTcs B apXUBeE.

TpancnopTupoBaHue U yakoBKa Jei


consultantplus://offline/ref=35F921CA19426764A22CA405B3ECBB4077C893677999956BFAF595717C6528CDF4D9063192C9A9I449I
consultantplus://offline/ref=35F921CA19426764A22CA405B3ECBB4077C893677999956BFAF595717C6528CDF4D9063192C9A9I449I
consultantplus://offline/ref=35F921CA19426764A22CA405B3ECBB4077C893677999956BFAF595717C6528CDF4D9063192C9A9I449I
consultantplus://offline/ref=35F921CA19426764A22CA405B3ECBB4077C893677999956BFAF595717C6528CDF4D9063192C9A9I449I
consultantplus://offline/ref=35F921CA19426764A22CA405B3ECBB4077C893677999956BFAF595717C6528CDF4D9063192C8ACI44AI
consultantplus://offline/ref=35F921CA19426764A22CA405B3ECBB4077C893677999956BFAF595717C6528CDF4D9063192C8AAI448I

5.3.13. Ilpu mo0OoM mepeMeIieHud JTOKYMEHTOB COOIIO/IAal0T MEphl MPeI0CTOPOKHOCTH,
HAJeKHO OOECIEeYMBAIOIINE HMX COXPAaHHOCTh. B COOTBETCTBHMHM C JTUM MOJOMPAOT U
AKCIUTYaTUPYIOT TPAHCIIOPTHBIE CPEJICTBA BHYTPH 3/1aHMUSL.

5.3.14. 3a npepgensl 34aHUS JTOKYMEHTBHI BBIBO3SIT TOJIBKO B YyMaKOBAaHHOM BHJE W B
3aKpPBITOM TPaHCIIOPTE.

[Ipu TpaHCTIOPTUPOBKE TOKYMEHTHI IIOMEIIAIOT B CYMKH, YeMOJIaHbI WJIM YITaKOBBIBAIOT B
navyku. [Ipy 3TOM HCMONB3YIOT IJIOTHYIO OyMary W IImarat, MOJ{ KOTOPBIA IOAKIAIbIBAIOT
MOJIOCKH KapTOHA.

[Ipy MHOTOJHEBHBIX MEPEBO3KaxX Ha OOJBIINE PACCTOSHUS JOKYMEHTHI YIIaKOBBIBAIOT B
BOJIO3AIIUTHBIA MaTeprajl U MOMEIIAIOT B SIIHKH.

5.4. Ob6ecnieuenne PU3NUKO - XUMUICCKOM
COXPAHHOCTH IOKyMEHTOB

5.4.1. BplsgBieHHBIE JOKYMEHTBHI TOCTOSHHOTO XpaHEHUs C (PU3HMUECKUMH JeeKTaMu
OCHOBHI (yTpaTa yacTeil JOKYMEHTa, pa3pbiBbl M JIp.) WM TEKCTa PETUCTPUPYIOTCS B JKypHaie
WIA B KapTOTeKe ydeTa (U3NYECKOTO COCTOSHHS JOKYMEHTOB, TJe (UKCHUPYIOTCS BHUIBI
CreNUalbHOM 00pabOTKM, KOTOPOW BIIOCIEACTBUU JIOJDKEH OBITh MOABEPTHYT JOKYMEHT
(pectraBpanus, ne3uHGEKUsA, MHUKpOGMWIEMUpOBaHHE, (oTopecTaBpalus, KONHPOBAHHUE) U
HaMeYaloTCs KOHKPETHBIE MEPHI 110 OpraHU3alny 3TOH 00pabOTKH TOKYMEHTOB.

5.4.2. He3aBHCHMO OT LIEHHOCTH JOKYMEHTOB HEMEUICHHOW Iepenaye Ha 0O0paboTKy
(nesmH(peKIMs, AE3MHCEKNHMs) IOUIeKAT Jesla M JOKYMEHTHI, MOPaXCHHBIC IUICCEHBIO H
HaceKOMbIMU. OYepeHOCTh YCTPAHEHUSI OCTAJIBHBIX Je()EKTOB ONPENeNIeTCs] 3HAYMMOCTBIO U
MHTEHCUBHOCTBIO UCIIOJIb30BAHMUS IOKYMEHTOB.

5.5. IlpoBepka HAIMYMUSA U COCTOSIHUSA JIEIT

5.5.1. OcHOBHBIMHM 3a/1la4aM¥ NIPOBEPKH HAJMYHS U COCTOSIHUS J1€]1 SIBJISFOTCSL:

- YCTaHOBJIEHHE (PAKTUUECKOTO HAIUYUS A€, YUCISIILIUXCS 110 OMUCSAM;

- BBISIBJIIEHHE [IeJI, TPEOYIOIIUX KOHCEpPBAIMOHHO - MpoduiakTUYeckol oO0paboTKU U
pecTaBpanuy.

5.5.2. TlpoBepka HaaMuUUs U COCTOSHUS JeN SIBJISETCS MOCTOSHHOM IUIAaHOBOM paboToii
BEJIOMCTBEHHOT'O apXHBa.

IIpoBepka HamM4Msl U COCTOSHUS A€ IMOCTOSHHOTO XPAHEHUs MPOBOJUTCS HE PEXKE YEM
OIMH pa3 B 5 JeT U B 00sA3aTeNbHOM MOpAJKE Iepel NepeAadeil MX Ha rocyJapCTBEHHOE
XpaHEHHUE.

[IpoBepka Hanmuuusi U COCTOSIHMSI NI O JINYHOMY COCTaBy U JOKYMEHTOB BPEMEHHOI'O
(cBbime 10 net) XxpaHeHus! MPOBOAUTCS HE peXke yeM o/uH pa3 B 10 net.

B BEIOMCTBEHHBIX apXMBax C MHTEHCUBHBIM HCIOIb30BAaHUEM JI€] €KETOIHO MPOBOJSATCS
IIPOBEPKU HAJIMYMSI U COCTOSIHUS BBIJAHHBIX JUISI HCIIOJIB30BAHUS B TEUEHHUE MIPEIIIECTBYIOLIETO
roja aei.

EnnHOBpeMEHHBIE MTPOBEPKU HAJIMYUSA U COCTOSIHUS €] IPOBOASTCS B BEJOMCTBEHHOM
apxuBe:

- IIOCJIE€ NIEPEMEIICHUS 1€ B JPYyroe NOMEUICHNUE;

- MIOCJIe Ype3BbIYAMHBIX MMPOUCHIECTBHM, BI3BABIIUX MEpPEMEIEHUE (IBAKyalHIO) J1e] WU
JIOCTYI B XpaHWJIUIIA TIOCTOPOHHUX JIULL;

- IPY CMEHE 3aBE1YIOIIETr0 apXHUBOM WJIM JIUIA, OTBETCTBEHHOI'O 33 apXUB;

- IpY peOpraHu3aly U JUKBUJALIMN OPraHU3aliu.

[IpoBepka HaMU4MsI U COCTOSHUS I MPOBOJUTCS IUTATHHIMU PaOOTHUKAMH apXuBa WIIU
KOMUCCHEH, ClIeUalbHO HA3HAYEHHOM MPUKAa30M PYKOBOAMTENS OPTaHU3alUH.

Utorn kaxnoii nposepku odopmisitorcs aktoM ([Ipunoxenue 14) mo xaxaomy Gonmy
ornenbHO. [locne yTBepKIAeHMsI akTa PYKOBOAMTEIEM OpPraHMU3AlMM IO BCEM €ro IyHKTaM B
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yYETHbIE JOKYMEHTHI BHOCSTCS HEOOXOAMMBbIE HW3MEHEHHs, 3a HCKIIOUYEHHUEM H3MEHEHHH,
3apuKCUpOBaHHBIX B NIN. 2 U 8.6, KOTOpble BHOCSATCS B YYETHbIE JOKYMEHTHI TOJBKO MOCIE
COIJIACOBAHUS C COOTBETCTBYIOLIUM apXUBHBIM YUPEKICHUEM.

Ilopsinok npoBeneHus NPOBEPKU HATTUYMS
U COCTOSIHUSA €T

5.5.3. Jlo Hauana paboTHI 110 IPOBEPKE HAJIMYUSA U COCTOSHUS J€]1 U3Y4atoTCs TOKYMEHTbI
IPEIbIAYIINX TPOBEPOK, IPOBEPSETCS NPABUIBLHOCTh HyMEpaluil el B KaXIOM T0J0BOM
paszesne CBOJHOM OMNMCHU Jell, COOTBETCTBUE HyMEpalMU JIeJl U TOTOBBIM 3allMCAM B OIUCIX U
CBEICHHSIM B JTUCTaX (HDOHJIOB.

5.5.4. TlpoBepka Halu4us U COCTOSIHMSI /1€ NPOBOAMUTCS IyTE€M CBEPKH OINHUCATENbHBIX
CTaTeil OMWCH C OMUCAaHWEM JeN Ha oOnoxkax (mmdpa, HazBaHUS POHIO000pA30BATENSI U €O
CTPYKTYpPHBIX MOApa3AeIeHUM, IeI0NpOU3BOJICTBEHHBIX HMHIEKCOB JI€J, 3aroJIOBKOB e, Jat
JIeJ1, KOJIMYECTBA JINCTOB).

@dusnueckoe COCTOSIHME JAE] OIpeleNseTcss MyTeM HX BH3YyalbHOTo mpocMoTpa. Bce
oOHapyXEeHHbIE HEIOCTaTKU (UKcUpyroTcs B nucte nposepku (IIpunoxenue 15), 3atrem B akte
HPOBEPKH.

JlenaTp Kakue-muOO MOMETHI WJIM 3allCH B XOJA€ IMPOBEPKH B ONHUCAX AENT U APYTUX
YUYETHBIX JOKYMEHTaX KaTeropu4yecKH 3arperaercs.

5.5.5. Jlena, BbIJaHHBIE B YUTAJIbHBIM 3]l U CTPYKTYPHBIE IIOAPA3JEICHUs OpraHU3AlNH,
pabouue MoMeIeHs] apXuBa, IPOBEPAIOTCA HA OOIIMX OCHOBAaHUSX, IO KHHUIEC BbIJAuu JA€] U3
xpanmwniia (ITpunoxenue 35).

Jlena, BblIaHHBIE BO BPEMEHHOE IOJb30BAHUE JPYTMM OpIaHU3alUsAM, MPOBEPSIOTCS IO
KHHUTaM UM aKTaM BbLAAUM A€ U CYUTAIOTCS UMEIOIIUMHUCS B HAJTUUHUU.

5.5.6. JIuct npoBepKU HAIUYMS U COCTOSIHUS JIe1 B (DOHIE COCTaBIIAETCS HETIOCPEACTBEHHO
B XOJIe TIPOBEPKHU Ha JOKYMEHTHI Bcero ¢oHma. Jlomyckaercsi cocTaBlieHHE OTAETbHBIX JHCTOB
Ha KaXIYyI0 ONUCh Mpu OosbnioM obObeme (GoHAa U OOJBLIOM KoaudecTBe omuceld. JIucTol
IIPOBEPKH HYMEPYIOTCA MO MOPSAKY HOMEpPOB B Mpefesiax NPOBEPKU Kaxaoro Qonaa u
MOJNUCHIBAIOTCS UCTIOHUTEISIMHU.

B cnyuae oOHapyxeHMs] B XOJ€ NMPOBEPKH HAJIUYUS U COCTOSHHUSA 1€l HEJOCTAaTKOB, HE
IPeIyCMOTPEHHBIX TpadaMu JIMCTa MPOBEPKH, B JTMCT BBOJSATCS ONONHUTENbHBIE Tpadsl. [Tocne
OKOHYaHUS MPOBEPKHU (oHJa JIUCT(bI) MPOBEPKH BKIIOYAETCS B J€JI0 JTaHHOTO (OH[A.

Ecnu B pe3ynbraTe NpoBepKH HEAOCTATKOB HE OOHAPYKEHO, JINCT MPOBEPKHU B JIE)I0 OoHIA
HE BKJIIOYAeTCs.

5.5.7. Ilpu mpoBepKe HAJIUYHS U COCTOSHUS Je]l HEOOXOUMO:

- COXpaHSATh MOPSA0K PACIIONIOKEHHS /1€ Ha CTeJIaXKax, B KOpoOKax, nankax;

- MOJKJA/AbIBaTh HAa COOTBETCTBYIOIIME MecTa OOHapy)KEHHbIE BO BpeMs MPOBEPKH
HENPaBUJIBLHO MOJIOKEHHBIE JIeJIa POBepsieMoro GpoH/a;

- U3BIMaTh U W30JIUPOBaTh M3 IMpOBepseMoro (oHIa HENPaBUIBHO IOJJIOXKEHHBIEC JeNa
Ipyrux (oH/I0B;

- U3bIMaTh HE BHECEHHBIE B ONUCH Jiena (oHa. BHeceHHne B ouch HEYUYTEHHBIX e B X0/1€
IpOBepKU 3ampeniaerca. HeyuTeHHble Jena MOCTOSHHOTO XpaHEHUs MOMEIIAIOTCS Beiea 3a
YUTEHHBIMH JI€JIaMH IOCTOSSHHOTO XPAHEHHs, aHAJOTMYHO MOMEIIAIOTCS HEYUYTEHHBIE Jeia
BpeMeHHOro (cBbitie 10 1eT) XpaHeHus U 10 JUYHOMY COCTaBY;

- COCTaBIISITh Ha KaXkaoe HeoOHapykeHHoe eno kKapTtouky (IIpumoxenue 16); kapTouku
yueTa HeoOHapyKEHHBIX JIeJl BKIIIOYAIOTCSl B KapTOTEKY HEOOHAPYKEHHBIX JelT;

- M3bIMaTh U M30JUPOBATh MOBPEXKJEHHBIC OWOJOTMYECKUMHU BPEIUTEISIMU Jefla |
HEMEIJIEHHO JOKJaIbIBaTh OO0 3TOM 3aBEAYIOLIEMY apXHMBOM, KOTOpPBHIM B CBOIO OdYepeldb
UHPOPMHUPYET U PYKOBOJUTENS OpraHU3alllu.

5.5.8. IIpu npoBepKe HAIMYMS U COCTOSIHUSA J1€J1, TOKYMEHTBI KOTOPBIX HE MOAIINTHI BBUILY
UX XYyJ0KECTBEHHOH IIEHHOCTH WJIHM 110 MHBIM IPUYMHAM M YYUTBIBAIOTCS 10 BHYTPEHHUM
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OMUCSM, TPOBOJUTCS CBEPKA HAIMYUS JOKYMEHTOB UM JIUCTOB JI€NIa CO CBEJICHUSMHU BHYTPEHHEH
onucu. Wtorm mpoBepku (UKCUPYIOTCS B JMCTe NpoBepkH, rae B rpade "Tlpumeuanue"
YKa3bIBalOTCS HOMEpA OMUCEH U JIe], B KOTOPBIX OTCYTCTBYIOT JIUCThI, © HOMEpa 3TUX JIUCTOB.

5.5.9. Ilo OKOHYaHMM NPOBEPKU HAJIUYMUSA U COCTOSHHUS JI€J MO KaKIOW OMUCH B KOHLE
OMNUCHU TIOCIIC 3aBEPUTENIbHOW HaJmucu Jenaercs 3anuch "llpoBepeno", mpocraBisieTcs nata
MIPOBEPKU; 3alKCh MOAMHUCHIBACTCS MPOBOJMBIIMMHU MPOBEPKY paOOTHHKAMH C YKa3aHHEM HX
JIOJKHOCTEH.

5.5.10. B cny4yae oOHapy>KeHUsI B OMUCH HE OTMEUYCHHBIX B UTOTOBOM 3alMCH JINTCPHBIX,
CBOOOIHBIX, MMOBTOPHBIX W IMPOIYIIEHHBIX HOMEPOB WTOTOBAs 3alUCh MEPECOCTABISICTCS, a B
JUCTE MPOBEPKU JAENAIOTCS OTMETKH, KOTOpbIe 3aTeM (UKCUPYIOTCS OOOOIIEHHO B aKTe
MIPOBEPKU HAIMYUS ¥ COCTOSIHUSA JelT (HOoH/Ia.

5.5.11. Ha ocHOBaHUHM UTOTOBBIX 3alIMCEH B JIUCTaX MPOBEPKH COCTABIIACTCS aKT MPOBEPKHU
HAIMYUS W COCTOsHUSA Jen B ¢oHme. Kaknplii akT mNOANUCHIBacTCS pabOTHUKAMHU,
MIPOBOAMBIIUMHU MPOBEPKY, U YTBEPKAAETCS PYKOBOAUTEIEM OpraHu3aluud. AKTbl HyMEpYIOTCS
0 TOPSJIKY HOMEPOB TpoBepok B mpenenax ¢onaa ([Ipumep: Axt N 1 nposepku dpouma N 10;
Akt N 1 nposepku ¢onna N 12) u BKIIOUalOTCA B JETI0 COOTBETCTBYIOLIErO (DOHAA MOCIE HX
yTBEpKJI€HHs. B COOTBETCTBUU C aKTamH MPOBOIUTCA pabOTa MO YCTPAHEHUIO BBISIBICHHBIX
HEJOCTaTKOB.

OpraHI/I3aHI/I$I PO3LICKA ACJI

5.5.12. Ecnu npoBepkoii oOHapyxeHa HejocTayda J1ej1, TO OPraHu3yeTCsl X PO3BICK.

B a1Hx nensx pekoMeHayercs:

- U3y4YUTh BCE YUETHBIE JOKYMEHTHI 110 BbIJAYE JEJ U3 XPAHUIIUILA;

- OpraHu30BaTh PO3BICK HEOOHAPYKEHHBIX JelN B CTPYKTYPHBIX NOJpA3JeNICHUSIX, B
JeSTEIbHOCTH KOTOPBIX 00pa30BajIMCh HEOOHApPYXKEHHbIE Jes1a, MPEABAPUTEIBHO H3YyYUB HX
OIIMCH, ITIO KOTOPBIM J€Jia IEPCaaBajinuChb B BGI[OMCTBGHHI:Iﬁ ApXUB,;

- IIPOBEPUTH JIeNIa HAXOJAIUXCs PsiioM (OHIOB, T.K. HEOOHAPY)KEHHBIE J1€7a MOT'YT OBITh
HCIIPABUJIbHO MMOJAJIOKCHBI,

- U3y4dTh A€o (oHAa, B MEPBYIO OuYepe]b WMEIOIIMECS aKThl O BBIJCNEHUM JAeT K
YHUYTOXKEHUIO, aKThl BBbIAYM €1 BO BPEMEHHOE II0JIb30BAHUE, PAHEE COCTABIICHHBIC AKThI
NPOBEPKU HAINYMS U COCTOSTHUS JIe)l poBepsieMoro (oHfa.

Po3spick PEKOMEHAYECTCA MMPOBOAUTE B TCUHCHUC I'OJZIa ITOCJIC 3aBCPIICHUA ITPOBCPKU HATTUIHA
Jell.

Odopmitenne pe3yabTaToB po3bICKa J1eT

5.5.13. Haiinennsle B WTOre po3bICKA Jella NOJAKJIAJbIBAIOTCS HAa MecTa, a B
COOTBETCTBYIOIICH KapTOyke ydeTra HEOoOHapyKeHHBIX JeN jaenaercs 3amuch "Haljgeno u
noayoxkeHo B QoHA". 3amuch MOAMHMCHIBACTCS CIENaBIIUM €€ pPa0OTHUKOM C yKa3aHUEM
JIOJDKHOCTH M 1aThI 3aITHUCH.

Jlena, mpuurMHa OTCYTCTBUS KOTOPBIX MOATBEPKIEHA COOTBETCTBYIOLIMMHU JOKYMEHTAMH,
WCKJTFOYAIOTCS U3 OMUCEH U IPYTUX YUETHBIX JIOKYMEHTOB B YCTAaHOBJIICHHOM TOPSIIKE.

B cooTBeTcTByIONIMX KapTOYKaX KapTOTEKH yueTa HEOOHAPYKEHHBIX JIeJ YKa3bIBAIOTCS
JIaThl 1 HOMEpa JIOKYMEHTOB, B KOTOPBIX TTOJATBEPKIAACTCS OTCYTCTBUE JIEIT.

5.5.14. JlokymMeHTaMH, MOATBEPKAAIOIIMMHI OTCYTCTBUE JEJ, SABIISIFOTCS:

- aKTHI O BBIJICJICHUH JOKYMEHTOB | JIeTT K YHUUYTOXEHUIO;

- aKTBl 0 HEeOOHAPYKEHUH JIeN, TyTU PO3bICKa KOTophix ucuepnansl (IIpunoxenue 17);

- aKThI O HEUCIPaBUMBIX moBpexaAcHUAX nen ([Ipunoxenue 18);

- aKTHI NIepeauu JIe] B APyrrue BEAOMCTBEHHbIE apXUBbI U OpraHU3al1u.

5.5.15. Ha pena, myTu po3bICKa KOTOPBIX HCUEpIIAHBl, a TAKXKE HA HEUCIPABUMO
MOBPEXICHHbBIE JI€a, 3aBEAYIOIIMM BEJOMCTBEHHBIM apXHUBOM WIIM JIUIIOM, OTBETCTBEHHBIM 3a
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apXuB, COCTaBISIOTCA COOTBETCTBYIOIME aKThl, KOTopble paccMarpuBatrorcs [IOK (OK)
OpraHU3alu U YTBEPKAAKOTCS PYKOBOIUTEIEM OpTraHU3al|H.

K akTy 0 HeoOHapy>KEHUH Je]1 COCTABIISCTCS CIIPaBKa O MPOBEJCHUU PO3BICKA.

[Ipu HepmocTaue W HEUCNIPABUMOM IOBPEXKACHUM JEN, MOMJIeKAUMX IepeJadye Ha
roCy/1apCTBEHHOE XPaHEHUE, aKThl YTBEPKAAIOTCS PYKOBOAUTEIEM OpPraHU3AIMK TOJIBKO I10CIIE
MX COIVIACOBAHMS C COOTBETCTBYIOIIMM APXUBHBIM YUPEXKICHUEM.

[locne yTBep)KIeHHS aKTOB O HENOCTAade WJIM O HEHCIIPAaBUMO IOBPEXKACHHBIX Jeax
W3MEHEHUS BHOCATCSA BO BCE YUETHBIE JJOKYMEHTHI.

5.5.16. Tlo pe3ynabpTaTaM MPOBEPKH HATUYHS M COCTOSIHUS JIeJI HEOOXOIMMO TPUHSATH MEPHI,
oOecrnieunBaromye (GU3NUECKOE U CAHUTAPHO - TUTUEHUYECKOE COCTOSHHUE JOKYMEHTOB (CM. IIII.
54.1u54.2).

5.5.17. IlpoBepka HaIUYUS U COCTOSHUS JI€] CUMTACTCS 3aBEPIICHHON ITOCJIE BHECEHUS
U3MEHEHHUH, BBISBICHHBIX IIPOBEPKOW, B YYeTHBIE JOKYMEHTHI TpoBepsieMoro QoHaa u
MPEACTABICHUS] COOTBETCTBYIOLMX CBEACHUHM O Jenax IOCTOSHHOTO XpaHEHus B
TrOCYJApCTBEHHBIM apXWB Il BHECCHUS W3MEHEHUN B KOHTPOJBHBIM 3K3EMIUIAP OIUCEH e,
yrBepxkaeHHbIX DIIK apxuBHOrO yupexaeHusl.

5.6. Omnpenenenue cocTaBa, yueT U XpaHeHHe 0C000
neHHbIX 10kyMmeHToB [AD CCCP

BrraBnenune ocobo OCHHBIX JCJI

5.6.1. BegoMCTBEHHBIN apXHB [0 COTIACOBAHUIO U M0J1 HENOCPEACTBEHHBIM PYKOBOICTBOM
rOCyJapCTBEHHOI'O apXuBa, UCTOUHUKOM KOMIIJIEKTOBAHUS KOTOPOIO OH SIBJISETCS, MPOBOIUT
BbIsIBIIEHHE 0c000 1eHHBIX J0KyMeHTOoB ['A® CCCP. BeisiBieHne OCyImIECTBIsSETCS B
CJIeAYIOIIEeH OCIe10BATENbHOCTH:

- BbIsIBIIeHUE (POH/IOB, yacTel (OHIOB;

- BBISIBJIGHUE [I€JI IO OTIUCSM,

- HETIOCPEICTBEHHBIN IPOCMOTP OTOOPAHHBIX JIE.

IlepeueHb 0TOOPaHHBIX K IPOCMOTPY (OHIOB B 00s3aTEILHOM MOPSAIKE COTIACOBBIBACTCS
C TOCYJIapCTBEHHBIM apXuBoM. [lepBoouepeHOMy TPOCMOTPY B Ipesieiax HaMEeUeHHbIX (OHIOB
noJuiexar ONHCU TeX CTPYKTYpHBIX dYacTed (POHIOB, KOTOpblE OTPaKalOT OCHOBHYIO
JeSITeNbHOCTh (oHHo0Opa3oBarend. [lo omnumcsaM HameuaroTcsl Jena, NPEANONIOKUTENBHO
coJepxalie ocob00 IEHHbIE JIOKYMEHTHI, 3aTéM BCE BBIBICHHbIE I10 ONHMCSIM Jelna
MOJIBEPIalOTCsSl HEMOCPEACTBEHHOMY M3YUYEHHIO JUIsl OKOHYATENBbHOIO pEIIeHHs BOMpoca 00 HX
0c000 IIEHHOCTH.

[Tocne yrBepkaeHUs MepeyHs B IPAaBOM BEPXHEM YIUIy OOJIOKEK JEll, COJepKaIuX 0co00
LIEHHBIE JJOKYMEHTBI, IpocTaBisieTcsa naaekc "OLl".

5.6.2. Ha BbIsSIBIEHHBbIE J€ja, cOAepiKallie O0CO0O0 IIEHHbIE JTOKYMEHTBI, COCTaBIISIFOTCS
aHHOTHpPOBAaHHbIE Mepe4yHH, KoTopele paccmarpuBatoTca LOK (OK) opranuzanum,
cornacoBbiBatoTcsi ¢ OIIK cooTBeTCTBYIOLIEr0 apXMBHOTO YUPEXKACHUS U YTBEPHKAAIOTCS
PYKOBOJUTENEM OpraHU3alliH, B COCTaBE KOTOPOH (DYHKIIMOHUPYET BEIOMCTBEHHBIN apXHB.

ITocne yrBepkaeHMsI IepeyHel Bce 0c000 LIEHHBIE Jel1a MOAIEKAT YUEeTy.

VYder 0c000 IEHHBIX JIET

5.6.3. Yyer 0co00 IEHHBIX eI B BEJOMCTBEHHOM apXWBE BEAETCS MO BCEM OCHOBHBIM
VUETHBIM JIOKYMEHTaM apXuBa, 3a HCKIIOUYEHUEM KHUTH y4yeTa TOCTYIUICHUS U BBIOBITUS
JIOKYMEHTOB | JIeJl B BEIOMCTBEHHBIN apXuB (CM. 1. 8.2.2).

5.6.4. ['maBHBIM YYETHBIM JOKYMEHTOM 0CO00 IIEHHBIX eI SBISETCS OMUCHh 0CO00 IIEHHBIX
Jien, KoTopasi cocTaBisieTcs o ycranoBieHHou popme (ITpmnoxenue 19).
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5.6.5. Onuce 0c000 IIEHHBIX JIeNl COCTABIAETCS Ha KaXIbId (GOHI B 4-X IK3EMIUIIpax Io
Mepe BBISBIEHUS TakuX Jien. OHa MOXET COCTaBISATHCS Ha JieNia OJHOW MM HECKOJIbKUX OMHCen
¢doHIa B 3aBUCUMOCTH OT KOJIMYecTBa 0co00 IEHHBIX jaen. Hymepamwsi jem B ONMHCH MOXKET
MPOJOHKATHCS /10 JF0OOr0 YETHIPEX3HAYHOTO YKCIa MO JIOTOBOPEHHOCTH C COOTBETCTBYIOLIMM
rOCYJapCTBEHHBIM apXHMBOM, IOCJIE YEro ONKHCh CYUTACTCS 3aKOHYCHHOW M 3aBOJUTCS HOBAas
onuch. Jlena BHOcATCA B ONMUCh B MOpsiAKe HOMepoB omuced u naen. K ommcu cocraBisercs
tuTyapHpl  Juct (IIpunoxenue 19). Ilpu mnepenaue gokymentroB I['A® CCCP nHa
rOCyIapCTBEHHOE XpaHEHHE TpPU OK3EMIUISIpa OIKCH MEepeAalnTcsi B COOTBETCTBYIOLIUMN
rOCyJapCTBEHHBIN ApXUB.

5.6.6. Yder ommceil 0cob0 IEHHBIX JeN BEACTCS B JIMCTAX COOTBETCTBYIOIMIUX (POHJIOB
(ITpunoxxenne 29). K Homepam omuceil aein, coaepikammx oco0o IEHHbIE Jena, J00aBiseTcs
uaaekc "OL".

5.6.7. B rogoBoMm pazzaene cBomHoit omucu jaen (IIpunoxenue 26), comepxkaiieMm ocobo
IIEHHbIE JIeJa, HANpOTHB 3arojoBKa Kaxzaoro Takoro pema B rpade "[Ipumeuanue"
npocrasisiercss orMmerka "OIl". KommuecTBOo 0co00 IEHHBIX el OrOBapUBACTCS B KOHIIE
UTOTOBOM 3alucH K pazzieny mno cienyromieir popme: "B tom uncne OLJ] (oco6o 1ieHHBbIE Aemna)
N 7, 11, 15, 25. Bcero 4 (uetbipe) nena". AHamoruyHas 3aluch JCJIaeTCd U B KOHIIE UTOTOBOM
3aMucy 3aKOHYEHHOMN OTHCH.

5.6.8. B crnucke ¢donmoB (Ilpunoxenue 28) k HOMepaMm (OHIOB, CoAepKaMUX 0C000
LIeHHbIC J1ela, qodasisercs uaacke "OLl".

5.6.9. Yuer ocob6o nennsix aen B mucre (onnma (IIpumoxenue 29) ocymecTBisieTcs o
omucsIM, coiepxaimumM Takue aena. g storo B rpadax 5, 6, 8, 11, 15 ykaseiBaetcs (mpu
HAJIMYMM TaKUX JIeNd) depe3 ApoOb (3HAMEHATelleM) MX KOJMYECTBO C J100aBICHHWEM HHJIEKCa
"OIl", koTopo€ OTpa’K€HO U B WTOroBOM 3amucu K omucu. [lojcuer konvyecTBa 3TUX €l
BeZleTcsl 000COOJICHHO M Ha OOIMMK O00BEM IO JaHHOW ONUCH, YKA3aHHBIM YUCIIHTENIECM, HE
BJIUSIET, T.K. 3TH JIeJIa )K€ YYTEHBI B 001IeM 0ObeMe Jedl.

5.6.10. Ocobo meHHBIE jaena XpaHATCS OOOCOOJICHHO OT OCTaIbHBIX JIeT B apXHBE,
pa3MeniaroTcs BOJIM3U BBIXOJIOB M3 XPAHUJIUII U B MEPBYIO OUepeab MOAIeKar 3Bakyauuu. s
HUX JIOJKHBI OBITH CO3/IaHBI HA0OJIee ONTUMAJTBHBIE YCIIOBHSI XPAHCHUS U CTPOTHIA OXpaHHBINA U
MIPOTUBOMOXKAPHBIN PEXKHM.

5.7. Co3nanue cTpaxoBoro GoHza, ero yueT U XxpaHeHue
Co3pnanue cTpaxoBoro GpoHaa U GoHAa NOIB30BAHUS

5.7.1. Ha oco6o uennsle nokymeHtsl 'A® CCCP opranuzanuu co3aaroT CTPaxoBble
konuu. [loAroTOBKY JIOKYMEHTOB JJIi KX CTPAaXOBOI'O KONUPOBAaHUS OCYIIECTBISET
BEJIOMCTBEHHBIN apXHUB.

5.7.2. CoOBOKYIIHOCTb CTPaxXxOBBIX KOMHUH 0COOO IEHHBIX JOKYMEHTOB, XpaHSIIHUXCS B
BEJIOMCTBEHHOM apXUBE, MIPEJCTABIAET cO00M CTpaxoBoil (hOHT 0cO00 LIEHHBIX JOKYMEHTOB.

CrpaxoBasi KOIusi JOKyMEHTa Ha OyMa)XHOW OCHOBE - 3TO HETraTUBHBI MHUKPO(PUIBEM
NEPBOTO MOKOJICHUS], U3TOTOBJICHHBIN HENOCPeACTBEHHBIM (oTorpadupoBaHueM TOKYMEHTa Ha
COOTBETCTBYIOILIETO THIA 4YepHO - Oenoil Qororpapuueckoil IUIEHKE W B JajbHEiIIeM
UMEHYeMbIH "MUKpOUIBM CTpaxoBoro ¢onaa".

5.7.3. CtpaxoBoii ¢GoHA co3mgaeTcss B IENAX COXPAHEHHUS IIEHHOW JTOKYMEHTHOM
uHpOpMALlMM HA CiIydall yTpaTbl WJIH TOBPEXJIEHHS OpPUTMHAIOB JOKYMEHTOB, OH
HENPUKOCHOBEHEH W JIOJDKEH XPAHUThCS TEPPUTOPHAILHO OO0OCOOJIEHHO OT OpUTHHAJIOB
JIOKYMEHTOB, C KOTOPBIX M3TOTOBJIEHBI CTPAXOBBIE KOMHH, B CIELMAIBLHO OTBEIEHHOM JUIsl HETO
MecTe.

5.7.4. OTHOBPEMEHHO C CO3JJaHMEM CTPaxoBOro (pOHAA PEKOMEHAYETCS M3TOTaBIUBATh U
nepesaBaTh BMECTE CO CTPAaxOBBIM (POHJIOM B TOCYJAPCTBEHHBIN apXUB KOMIUIEKT KOIMUN 0c000
LIEHHBIX JIOKYMEHTOB JUIsl BKJIIOUEHHS UX B (OHA 1oyib30BaHMs. POHJ MOJIb30BaHUS CO3aeTCs
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JUIsi 00eCTeUeHUsT COXPAaHHOCTH OPHUTHMHATIOB 0CO00 IEHHBIX JOKYMEHTOB M OpTaHU3alHd
paboThI MO UX UCMOJIb30BAHHUIO B BEJOMCTBEHHOM, a 3aTEM B TOCYJapCTBEHHOM apXHBeE.

@DOoHJ MONB30BAHMSI COCTOUT U3 2-X TMO3UTUBHBIX MHKPO(UIBMOB BTOPOTO IMOKOJICHUS,
M3TOTOBJICHHBIX C HETaTUBHBIX MHUKPOMUIHLMOB MEPBOTO MOKOJICHUS M IMpeIHAa3HAUYEHHBIX IS
UCIIOJIb30BaHUs.

5.7.5. O4epenHOCTh CTPAaXxOBOrO KONHMPOBAHUS JOKYMEHTOB OIPEACIAETCS CpPOKaMu
nepeaun JOKYMEHTOB Ha TOCXpaHEeHHE, a TaKKe HHPOPMAITMOHHON 3HAYMMOCTHIO, PU3UUECKUM
COCTOSTHUEM M MHTEHCHUBHOCTBIO UCIIOJIB30BaHUs JOKYMEHTOB. 13 GOHI0B (Z1€11), OIHOBPEMEHHO
NOJUIeKAIIUX IIepefjaye Ha TOCYJAapCTBEHHOE XpaHEHUE, IEPBOOYEPEIHOMY KOIMPOBAHUIO
nojsexar QoHIbl (Jena), JOKYMEHThl KOTOPBIX HAaXOJSATCS B IUIOXOM (PU3UYECKOM COCTOSIHUU
WJIM UHTEHCUBHO HCIOJIb3YIOTCS.

VYuer crpaxoBoro ¢poHa

5.7.6. 3a enuHUIly ydeTa CTPaXxoBOTO (OHIA KOMHUK 0CcO00 ICHHBIX el MPUHUMAETCS
¢u3nueckn 000COOIEHHBIH PYJIOH MHUKpO(QHIbMa CTPaxoBOro (oHJa BHE 3aBUCHUMOCTU OT
KOJIMYECTBA 3aCHATHIX HAa HEM (DOHMOB, A€, JOKYMEHTOB.

5.7.7. Ydert crpaxoBoro ¢poHaa BEACTCS I10:

- KHHAT€ y4YeTa TOCTYIUJICHHS M BBIOBITHA CTpaxoBoro ¢GoHma W (OHAA MOJIB30BAHUS
(ITpunoxxenwue 20);

- onrcsiM ctpaxoBoro ¢ouna ([Ipunoxenne 21).

5.7.8. 3amucu B KHUIe ydeTa MOCTYIUICHHsI U BBIOBITUS CTPaxoBOro (hoHJa MPOU3BOIATCA
0 Mepe TNOCTYIUIGHHUS MHKPO(QHIBMOB BHE 3aBUCHUMOCTH OT (DOHIOBOW NPHUHAMICKHOCTH
JIOKYMEHTOB, 00beMa BKIIIOUEHHBIX B CTPAaXOBYIO KOMMIO A€ WJIH JIOKYMEHTOB, KOJIMYECTBa
CTpaxoBbIX Komui. [lo KHUTE MOCTYIUIEHUS M BBIOBITHS €IUHHIIAM yd4eTa CTpaxoBoro (onma
IIPUCBAMBAIOTCS MOPSAKOBBIE HOMEPA.

5.7.9. Onucek crpaxoBoro (oHaa cocTaBisieTcss B 4-X 3K3eMIUIsipax. Tpu sk3eMIuisipa
IIEPEJAIOTC CO CTPAXOBBIMH KONMSMM B TOCYJAPCTBEHHBIM apXWB, OJIWUH OCTAacTcsi B
BEJJOMCTBEHHOM apXHBE.

I'padgpl omMcu 3amoNHSAIOTCS HA OCHOBAaHMM KHHUTM y4yeTa IOCTYIUIEHHUS U BBIOBITHS
cTpaxoBoro (oHaa 1 (HoH/Ia OJIB30BaHUS U 3aKa3a Ha U3TOTOBJIEHHUE KOIUH.

B 3aBUCHMOCTH OT KOHKPETHBIX YCJIOBHUN OMHCH MOTYT COCTABJISATHCS HA MUKPO(DUIbMBI
CTpaxoBoro (oHAa 0OHOT0 WK HECKOJIBKUX (OHI0B. ONMCH HYMEpPYIOTCS B BaJIOBOM MOPSIIKE.

B onuce crpaxoBas KOIHWs 3allMCBIBA€TCS TOJNBKO OAWH pa3. IlopsakoBelii Homep,
IIPUCBOEHHBIM CTPaxoOBOW KOIMHU IO OMNMCH, SIBISETCS €€ MOCTOSHHbIM HoMepoM. Hymeparus
CTPaxoOBbIX KON B €IMHOM OMMCH CTPAXOBBIX KOIHH IO BCEMY apXHMBY MOXKET MPOJOJIKATHCS
0 JI000ro  YeThIPpeX3HayHOro HOMepa, IO  COTJaCOBAHMIO C  COOTBETCTBYIOILUM
rOCY/IapCTBEHHBIM apXMBOM, IIOCJIE YETO OMMCh CUUTAETCS 3aKOHUEHHOW M 3aBOJUTCS HOBas
OTKCb.

Ilepenymepanust cTpaxoBBIX KOIMH 3ampeniacTcs.

Onuce cTpaxoBoro GoHaa M0JKHA WMETh TOAOBBIE pa3/elibl, K KOTOPbIM COCTABIISIFOTCS
UTOTOBBIE 3alMCH O KOJMYECTBE BKIIOUEHHBIX B pa3jied €IUHMII yyeTa CTpaxoBoro (Gouaa u
KOJIMYECTBO CKOMHPOBAaHHBIX JeN 3a ToA. B WTOroBoil 3amucu Takxke YyKa3bplBaeTcs (MpU
U3MEHEHUH O0BEMOB) HapacTaloUIMi HMTOr - oOllee KOJIMYECTBO H3TOTOBJIEHHBIX KaJpoOB MU
CKOITMPOBAHHBIX /1€ BEJIOMCTBEHHOT'O apXHBa.

5.7.10. Onucu crpaxoBbix konuid paccmarpusatores LIOK (9K) opranusanuu u mocie ux
onoOpeHust HampapisioTcs B 4-x sk3eMiuisipax Ha yrepxaeHue OIIK coorBercTByromiero
apXuBHOTO yupexaeHus. llocne ux yTBep)KIeHHS TpH 3K3EMIUIIpa ONMCEN BO3BpallaloTCsi B
BEJIOMCTBEHHBIN apXMB, a MEPBBIA SK3EMILISAP OMMUCEN B Ka4eCTBE KOHTPOJIBHOTO NEPENAETCS B
COOTBETCTBYIOINI IOCY/IapCTBEHHBIN apXUB.

IToaroroBka gemn K nepeaadc
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Ha CTpaxoBOC KOIMUPOBAHUC

5.7.11. IloaroroBka Jien K rnepeaaye Ha CTpaxoBO€ KOIMPOBAHNE BKIIIOYAET:

- BBIEMKY JIETT;

- CBEPKY UCKOBBIX JAaHHBIX M 3ar0JIOBKOB JEJI C OIUCHIO;

- IPOBEPKY MPABUIBHOCTH NOAOOpa U HyMepally JUCTOB Je] U COOTBETCTBUS HyMepaluu
3aBEPHUTEIHHOMN HAJMKCH B JIeNax;

- oopmIIeHHE TIepeaayn JIel.

5.7.12. IIpu mOATOTOBKE /1€ HAa CTPaxOBOE KOMMPOBAHUE MTPOBEPAETCS TaKkKe (PU3NIECKOE
COCTOSIHUE JIOKYMEHTOB, BBIABISIFOTCA JOKYMEHTbl C MAaJOKOHTPAaCTHBIMH M YracarolluMHu
TEKCTaMH, TpeOyromumMu (U3UKO - XHUMHYECKOH pecTaBpallud W KOHCEPBAaIMOHHO -
poQHITAKTHIECKON 00pabOTKH.

5.7.13. Cpepka NOHUCKOBBIX [J@HHBIX J€Jla C OIKUCHIO MPEANoaraeT IPOBEPKY
paBUIBHOCTH opopmiieHUsT 00nokkH. [Ipy Hamuuuum OONBIIMX HCHpaBieHUN OOJIOKKa Jena
JOJKHA OBITH TIepeodopmMIIeHa.

5.7.14. Ilpu mpoBepke MpaBHJIBHOCTH MOAOOpPa M HyMEpaluu JHMCTOB el oOpalaercs
BHUMAaHHE Ha YETKOCTh IPOCTABICHUS HOMEPOB M 3a4EPKUBAHMS HETPABHIBHBIX (CTAPBIX)
HOMEPOB.

5.7.15. Tlpu wmMukpopUILMUPOBAHWH, KaK IMPABWIO, Jejia pACHIMBKE HE IIOJJICKAT.
PacmuBka aen npou3BoAUTCS B UCKIIFOUMTEIBHBIX CIIy4YasiX MO COIVIACOBAHUIO C BEJOMCTBEHHBIM
apXMBOM IIpU IIOJHOM HEBO3MOXHOCTM MHUKpPO(PUIBMUPOBATH mepemieTeHHoe aeno. [lo
OKOHYaHUU pabOTHI 1€J10 MeperieTaeTcs 3aHOBO.

5.7.16. Ilepenaua aenn Ha CTpaxOBOE KOMUPOBAHUE O(POPMIISETCS CIIEIUATIBHBIM 3aKa30M.

5.7.17. 3aka3, odopmisieMbli Ha KaXIyl MapTUI0 JOKYMEHTOB, IepelaBaeMbIX Ha
CTPaxoBO€ KOIMPOBaHHWE, JOJHKEH COJIEp)KaTh CBEACHUS O HOMEpax W Ha3BaHUAX (OHIOB,
HOMEpax ONHUCEH U JIeJl, KOJMYECTBE JIUCTOB U CTPAHUL] B KXKIOM JIelIe.

MuxpopmIbMUpOBaHHE JOKYMEHTOB JOJDKHO MPOBOIUTHCS MO (OHIAM C COOJIOACHUEM
II0CJIEI0BATEIbHOCTH PACHOIOKEHU Je] B (OH/AE MO MOPSAKY ONUCe U HOMEpOB jeid (ONUCh
KOTIMPYETCsI HEMOCPEICTBEHHO Iepe i KOTMMPOBAHUEM JIENT, BKITFOUEHHBIX B JAHHYIO OTIHCH).

5.7.18. Ilpu npueme Aea U U3TOTOBJIEHHBIX KOMHIA BEIOMCTBEHHBIM apXHBOM IPOBEPSAETCS:

- HACHTUYHOCTD KOJIMYECTBA M COCTaBa BO3BPAIIAEMBIX JIEIT;

- HAJIMYKME aKTa TEXHUYECKOTO COCTOSHUS CTPAXOBBIX KOMMIA;

- TOJTHOTA MCTIOJTHEHMSI 3aKa3a U Ka4eCTBO YUTAEMOCTH TEKCTa (IT0 MO3UTHUBAM).

O/NHOBpPEMEHHO B 3aBEPUTENIbHOM HAAMUCH KaXIOro Jeia Jenaercs OTMETKa o
MUKpPO(QHIbMUPOBAHUH J€Na.

Paznen 6. KTACCU®UKAILINA JOKYMEHTOB
BEJOMCTBEHHOI'O APXMBA

6.1. Knaccugukamus 10KyMEHTOB B Ipe/ieax apXruBa

6.1.1. Tlog kmnaccudpukanueld MOKYMEHTOB B TMpeAeliax BEJOMCTBEHHOTO apXHBa
MOHUMAETCS WX TPYMIUPOBKA 10 (POHIaM U KOJUICKITHSIM.

[IpakTH4eckoe OCyIIeCTBICHHE KIaCCH(PUKAIMU JOKYMEHTOB MO (POHIAM U KOJUICKIUSM
HasbiBaeTcs hoHAMpoBaHreM. DOHIMPOBAHNE COCTOUT U3 onpeneieHus (YyTouHeHus1) (OHI0BOM
NPUHAJICKHOCTH  JOKYMEHTOB M XPOHOJIOTMYECKUX  TpaHMIl JOKYMEHTOB  (OHJIOB,
dbopmupoBanusi (HoHIO0B. BeOMCTBEHHBIN apXWB MPOBOIUT (POHIMPOBAHWE TOKYMEHTOB IO
COTJIACOBAHUIO M TIOJI HEMOCPEACTBEHHBIM METOJMYECKHM PYKOBOJCTBOM TOCYAapCTBEHHOTO
apXHBa, B KOTOPBIN MEPEIAt0TCS XPAHSAIIUECS B HEM JOKYMEHTBI <*>,



<*> Bomnpocbl opraHuzauuu padOThl C JOKYMEHTaMH JIMYHOTO MPOUCXOXKICHUS B
BEJIOMCTBEHHOM apXxHBE, B TOM YHCJIE UX KJIacCU(PUKaLUA, OTpaxeHbl B pazjene 11 HacTrosmux
IIpaBui.

6.1.2. Kommiekc 10KyMEHTOB, 00pa3yIOIIUNCS B IEATEILHOCTH YUPESKICHUS, OPTaHU3AIMN
WIN TPEANpUATHS <*>, He3aBHCHUMO OT TOTO, SIBJISIOTCS JIM OHHM IOPUANYECKUMHU JIMIAMH I
HET, COCTABJISICT UX JIOKyMEHTAIbHBIN (DOH]I.

<*> B nanpHei1eM ajsi KpaTKOCTH TOBOPHUTCS TOIBKO 00 OpraHU3aIHH.

Yacte  JOKYMEHTaJIbHOTO  (OHAAa  OpraHu3alyy,  HMEIoLas  MOJUTHYECKOE,
HApOJHOXO3SIICTBEHHOE, HAay4yHOE, COIMAIbHO - KYJIbTYpPHOE WM HCTOPUYECKOE 3HAuYEHUE,
COCTABJISICT APXUBHBIN (HOH]T ¥ MTOVIEIKUT FOCYJAPCTBEHHOMY XPaHEHHUIO.

Opranuzanus, oOpasyiomias B Ipolecce CBOEH JIeATENbHOCTH JOKYMEHTAJIbHBIN
(apxuBHBIIA) (oHA, Ha3bIBaeTCA (HOHI000pA30BATEICM.

6.1.3. Bugamu apXuBHOTO (JIOKyMEHTaJIbHOTO) GoHMIa ABIAIOTCS: (OHI OpraHU3alUU U
KOJUIEKIIMSL.

ApPXUBHBIM (JOKYMEHTAJIbHBIM) (DOHIOM OpraHU3aluu Ha3bIBaeTCs (POHI, COCTOSIIUNA W3
JOKYMCHTOB, o6pa3013aBumxcs[ B ACATCIBHOCTHU OZIHOI?I opraHu3anuvu.

Komnnekuueld  Ha3bIBaeTCs  COBOKYMHOCTh  OTHENIBHBIX  JOKYMEHTOB  pa3IUYHOTO
IMPOUCXOKACHUA, 06’I)CIII/IH€HHI)IX o OAHOMY HJIM HCCKOJIbKMM IpPU3HAKaAM (TCMaTI/I‘-IeCKOMy,
HOMHHAIILHOMY, 00bEKTHOMY, aBTOPCKOMY, XPOHOJIOTUYECKOMY H JIp.).

B BEIOMCTBCHHOM APXUBC MOT'YT co3gaBaTbCsa 06T)CIII/IHGHHI)IC APXUBHBIC
(ToxymeHTabHbIe) POHIBI <*>, coCTOAILIUE U3 TOKYMEHTOB, 0OPAa30BABIIMXCS B JEATEIHLHOCTH
IByX wiu Ooinee (oHmooOpazoBaTeiel, MMEIOIUX MEXIy co00il ucTopudeckue W (WIIH)
JIOTUYECKH 00YCIIOBICHHBIE CBS3H.

<*> Jlamee B TekcTe ymorpebnsercs tepmuH "doHna" 0e3 moapazneicHHs Ha
JIOKYMEHTAJIbHBIM WIIA apXUBHBIMN.

6.1.4. PaGota no (poHIUPOBAHUIO JTOKYMEHTOB B BEZIOMCTBEHHOM apXHMBE OCYLIECTBISAETCS
npu 0TOOpe JOKYMEHTOB JUIs IIepe/ladl Ha TOCyJapCTBEHHOE XpaHEeHHE.

[Ipumeuanue. Pabota 1o (OHIMPOBAHHIO JOKYMEHTOB OCYLIECTBISETCS U B
JIeTIONPOMU3BOCTBE OPraHM3allMK B mpouecce (GOPMHUPOBAaHMSA M OTOOpa JeN A Tepenadd B
BEJOMCTBEHHBI apXuB, M B TOCYAapCTBEHHOM apXHWBE€ MpPHU HUCHPABICHUU OLIMOOK
doHIMpOBaHNS B BEJOMCTBEHHOM apxXHBE, a TakXKe NpH HEOOXOTUMOCTH CO3JIaHUS
00BbeTMHEHHBIX (OHIOB (KOJUIEKLUI) 1 MpH nepepaboTke Omucei.

Omnpenenenue GoHAOBOM MPUHAIICKHOCTH TOKYMEHTOB,
oOpazoBanue GpoHIa

6.1.5. Onpenenenrie PoHIOBON MPHUHAIEKHOCTH JOKYMEHTOB 3aKJIFOYAE€TCSI B OTHECEHUH
uX K (DOHIY COOTBETCTBYIOIIEH OpraHU3aIlK U MPOBOJUTCS HAa OCHOBE M3yYEHUS JOKYMEHTOB
OpraHW3all W ONpEACNICHUs] WX TMPUHAUISKHOCTH K COCTAaBY JOKYMEHTAIlMW JTaHHOW
opranu3anu - (oHmI000pa3oBares.

6.1.6. Ilpu omnpenenenuu GOHAOBOW MPHUHAIICKHOCTH JIOKYMEHTOB HEOOXOIUMO
YUHUTHIBATH CIEAYIONICE:

- BXOJIAIINE JOKYMEHTBI OTHOCSTCS K (JOHIY TOM OpTraHHM3allid, KOTOPOH OHH TIOJYYCHBHI;
uX (OHIOBas NPUHAJICKHOCTh OMpEIeNseTcs IO aJpecary, OTTUCKY PEerucTpaliOHHOTO
mTamma, COJEPXKaHUI0 JOKYMEHTOB, OTpaxkaromeMy (YHKIMH W BOMPOCHI JESITEIbHOCTH
OpraHu3aIiy, 0 PE30JIOLUAM U TIOMETaM O HAMPABIEHUH JOKYMEHTOB Ha UCIIOJIHEHHUE;
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- KonuH (OTHYCKM) HCXOASAIIMX JOKYMEHTOB OTHOCATCA K (OHAY TOH OpraHu3alui,
KOTOpasi SBISIETCS aBTOPOM JOKYMEHTOB; (POHAOBAas MPUHAAIEKHOCTh MX OIpPENENAeTCs 110
MOJIHUCSAM, JI€JIONPOU3BOICTBEHHBIM IIOMETAM U 10 COAEPIKAHUIO IOKYMEHTOB;

- JOKYMEHTBbl BHYTPEHHEIro oOpallleHus] OTHOCATCA K (pOHAY TOW OpraHuzanuu, KOTOPOH
OHU COCTaBIICHBI; (POHJOBAsI MPUHAIICKHOCTh MX, KaK MPABHUJIO, OMpPEIeNseTcs M0 Ha3BaHUIO
OpraHu3aly, KOTOPOE YKa3aHO B JJOKYMEHTE, 110 ITOANUCH aBTOpa.

6.1.7. JIOKyMEHTBl OpraHuM3allud M €€ NEPBUYHBIX OOIIECTBEHHBIX OpraHU3aLuil
(mpodcoroznoit, JJTOCAAD, ObmectBa Kpacnoro Kpecra m Kpacnoro Ilomymecsiia u ap.)
COCTaBIISIIOT OJIUH (DOHI.

6.1.8. Jlema, mpoOW3BOJACTBO KOTOPHIX BEJIOCHh IIOCJIENOBATEILHO B JBYX U Ooiee
OpraHu3alysax, BKJIIOYAIOTCS B cocTaB (oOHAAa TOW OpraHu3aly, B KOTOPOW OHU ObUH
3aKOHYEHB! JAEJIONPOU3BOACTBOM. [Ipu NMKBHMIALMU OpraHu3aluu C nepenaded ee (QyHKUMH
JPYroii OpraHU3alMy 3aKOHYEHHBIE JEJIONPOU3BOJCTBOM Jeja BKJIIOYAIOTCS B cOCTaB (poHmaa
JUKBUAMPOBAHHON OpraHU3allM, a HE3aKOHYEHHBIE AEJIONpPOU3BOACTBOM - B COCTaB (oHIA
OpraHM3alMy - IPEEMHHUKA,

- JIMYHBIE JleNla, €CIM OHM IepeJaBajluCh M3 OJHOM OpraHu3aluu B JIPYTyi0 B CBS3H C
NEPEeBOJIOM COTPYIHHUKOB, BKIIOYAIOTCS B (POH/I MOTYYHBIIEH MX OpraHU3aIHH.

6.1.9. B ciiyuae oOHapy>keHUs! OLIMOOYHO BKJIFOUEHHBIX B (DOH]I JOKYMEHTOB OHU JJOJDKHBI
OBITH BBIZICTICHB U TPUCOCIMHEHBI K TOMY (oHay (TeM ¢oHIaMm), K KOTOPOMY (KOTOPBIM) OHHU
OTHOCSTCS.

6.1.10. OquH u TOT ke (OH]T OPraHU3AINH COCTABIISIOT JOKYMEHTBI:

- 710 U IOClie ee peopraHuzaluu (Ipeodpa3oBaHusi), €CIU OHA HE IOBJEKJIA 3a coOOMH
KOPEHHOI'O U3MEHEHUS €€ JAESITEIbHOCTH, a BBIPA3UIIach B PACIIUPEHUN WM CYKEHHUHU €€ 3a/1ad U
KOMIIETEHIINH;

- 10 U 1ocjie U3MEHEHHs] TEPPUTOPUATIbHBIX TPAHUILL €€ JIEATENbHOCTH, MOAUYNHEHHOCTH,
CTPYKTYpBbI, LITaTOB, IEYaTH U T.I1.;

- 10 U IOCJI€ TOJHOTO WM YaCTUYHOIO M3MEHEHMs B pe3yJbTaTe peopraHu3aluy,
IPUCBOCHUS € MOYETHOrO0 MMEHHU, HarpakJIeHHUs OpJIEHOM, M3MEHEHUs aJMHUHUCTPATUBHO -
TEPPUTOPUATBHOIO JEJIEHUs, IEpEMEIIECHUS U3 OJHOI0 paiioHa B IpYrol U T.1I.;

- BPEMEHHO NIPEKPATHUBILEN CBOKO IEATEIbHOCT OpraHU3aliy, a 3aT€M BOCCTAHOBIEHHOM C
TEeMU k€ QYHKLIUIMU.

6.1.11. Pa3Hble pOHABI COCTABIAIOT MaTEPUAIIbI:

- COIO3HOT'O MMHMCTEPCTBA (KOMUTETA, IJIABHOTO YIPABJIEHMsI) U CO3JaHHOrO Ha ero 0ase B
pe3ysbTare peopraHu3aniu (mpeoOpa3oBaHus) pecnyOIMKaHCKOTO MUHUCTEPCTBA;

- pecryOJIMKaHCKOTO MHHHUCTEPCTBA (KOMHUTETa) M CO3/IaHHOTO Ha ero 0a3e COK3HOTO
MHUHHCTEPCTBA;

- LEHTPaJbHOTO OpraHa TOCYJapCTBEHHON BIACTH W TOCYIapCTBEHHOTO YIPaBICHUS
aBTOHOMHOM pecnyOJIMKH M COIO3HOW pecryONMKH, eclid MOCHeIHSs COo3[JaHa B pe3yjbTare
npeoOpa3oBaHMsl aBTOHOMHOW PECTyOIMKH B COIO3HYIO;

- LEHTPaJbHOIO OpraHa TOCYJapCTBEHHOM BJIACTM W TOCYAAPCTBEHHOIO YIPABICHUS
COIO3HOI U aBTOHOMHOM pecnyOJIMKH, €ClU MOCIeIHssd Co37aHa B pe3ysibTaTe npeoOpa3oBaHUs
COIO3HOM pecryOJUKU B aBTOHOMHYIO.

6.1.12. ®onp sBIsIeTCS OCHOBHON KiIacCU()UKAIIMOHHONW U YYE€THOM eIMHULIEH JOKYMEHTOB
BEJIOMCTBEHHOT'0 apXUBa U JPOOJIECHUIO HE MOJICHKUT.

6.1.13. Kaxnomy QoHay (KOJUIEKIMH), TOCTYNUBIIEMY B BEJOMCTBEHHBIH apXuB,
IIPUCBaNBacTCs Ha3BaHUE U HOMEP.

Hazpanue ponaa cooTBeTCcTBYET OQUIIMAIBEHOMY HAa3BaHUIO (POHI000pa30BaTENS.

Onpenenenre XpOHOJOTHUYECKUX TpaHUI] poHa
U KpallHUX JaT JOKYMEHTOB (poH/Ia

6.1.14. XpoHOIOTHYECKUMH I'PaHULIAMH (DOHJIA SBIISAIOTCS:



- (onga opranuzanuu - opUIMATBHBIE 1aThl 00pa30BaHUs U IMKBUAALUN OPTaHU3AIINH;

- obbemuHeHHOTO (GoHAA - HaThl 00pa3OBaHMS W JIMKBUIAIMA HauOoJee paHHEH W
HanOoJiee MO3/JHEH MO BPEMEHHU JEATEIBLHOCTH OpraHU3alMi, JTOKYMEHTHI KOTOPBIX BOIUIA B
coctaB GoH/a;

- KOJUJIGKIIMH - JaThl CAMOT'0 PAHHETO U MO3/THET0 JOKYMEHTa B COCTaBE KOJUICKIUH.

6.1.15. KpaitHumu naramMu AOKYMEHTOB (DOHJA SIBJISIFOTCSA JaThl HauOoJiee PaHHETO H
HanboJiee TMO3/JHETr0 JOKYMEHTOB, BXOJAIIMX B ero cocraB. OHM MOryT HE COBHAAaTh C
KpalHUMH JlaTaMu JesATeNnbHOCTH (POoHIo0OpazoBarens, €CiM 10 KaKUM-JTHO0 NpHYMHAM
OTCYTCTBYIOT JOKYMEHTHI HAUaJbHOT'O M 3aBEPILIAIOIIETO ATANOB JEATEIbHOCTH OPraHHU3alUuu
M ecnm B (GOHA OpraHu3allid ObUIM B CBOE€ BpeMs IIEpPelIaHbl HE 3aBEPIICHHBIC
JIETIONPOU3BOJICTBOM JI€JIa OPTaHU3aIMU - IPEIIIECTBEHHUKA U T.I.

Omnpenenenne XpOHOJIOTHIECKUX IPpaHuI] (poHma
OpraHM3aLUH B CBSI3M C BBEJICHUEM WIH U3MECHEHHEM
aJIMUHUCTPATHBHO - TEPPUTOPUAIIEHOTO JACTICHUS

6.1.16. Ilpu BBeneHMHM HOBOIO aJMHUHUCTPATUBHO - TEPPUTOPUAIBHOIO JEJICHUS
JIOKYMEHTbI BHOBb 00OPa30BaHHBIX MECTHBIX COBETCKMX OPraHOB BJIACTH U OPraHOB YIPABICHMS
COCTABJISIIOT HOBBIE (DOH/IBI.

6.1.17. Ecnm npu U3MEHEHMM TpaHUL] pecHyOJMK MM aJMUHUCTPATUBHO -
TEPPUTOPUANIBHBIX E€AMHHULl (KpaeB, 00JlacTel W T.N.) COXPAHSIOTCS BXOJIUBIIUE B MX COCTaB
Oonee Menkue eqUHMLBI (OKpyra, paiOHbI, ailMaku, TEPPUTOPUHU CEJIBCOBETOB U T.I.), TO
JOKYMEHTbl MX OpIraHOB BJAacTU U OpPraHOB YIPaBIEHUS A0 M I0OCIE€ W3MEHEHUs TPaHUIl
pecityOIMK U aIMUHUCTPATUBHO - TEPPUTOPUAIIBHBIX €JMHULL COCTABIISAIOT €IMHbIEC (POHIBI.

6.1.18. JloKyMeHThl OpraHoOB TOCYIAapCTBEHHOW BJIACTU M OPraHOB TI'OCYAAPCTBEHHOTO
yIpaBIEHUS TOpOAA, IOCENKa, Cella W APYTUX HACEICHHBIX IIYHKTOB 3a BCE BpeMs HX
CYILIECTBOBaHMSI HE3aBUCUMO OT M3MEHEHHM aJIMUHUCTPATUBHO - TEPPUTOPUAIBHOIO JECJICHUS
COCTaBJISAIOT €/IMHbIE (DOHIBI.

6.1.19. JloKkyMeHTHl TEPPUTOPHAIBHBIX OOBEIUHEHUM, OOIIECTBEHHBIX OpraHU3AIMMA
(mpoheccOHaNIBHBIX, HAYYHBIX, KYJbTYPHO - IPOCBETUTEIbHBIX, CIOPTUBHBIX U JIp.) U OPraHOB
UX YOpPaBJIEHUS J0 U MOCJEe BBEICHUS WJIM W3MEHEHUS aJMUHUCTPATUBHO - TEPPUTOPUATBHOIO
neneHust (QOHIUPYIOTCS TaK Ke, KaK JOKYMEHTbl OpPIraHOB TOCYJapCTBEHHOH BlacTu u
roCy/1apCTBEHHOTO YIPaBIEHUSI.

6.1.20. JIoKyMeHTBI TpPOMBILIUICHHBIX, OAHKOBCKUX, XO3AHCTBEHHBIX, KYJIbTYpHBIX,
MEAMIMHCKUX YUYPEXKACHUM, Y4eOHBbIX 3aBEICHMH, KOJIXO030B, COBXO30B M T.I. JI0O M TIOCIE
U3MEHEHUS aJIMUHUCTPATUBHO - TEPPUTOPHATIBHOTO JEJICHUS COCTABIISAIOT €ANHBIE (DOHIBI.

6.1.21. JIoKyMEHThl OpraHOB aJMHHHMCTPAaTUBHO - XO3AWCTBEHHOTO YIpPaBJIECHUS
CHeLHaNTbHbIX BEJIOMCTBEHHBIX OKPYTOB, OTJEJIEHUH, PailOHOB, Y4aCTKOB (BOCHHBIX, IMyTei
COOO0IIeHNs1, TOYTOBBIX, YIEOHBIX U JIp.), 00pa30BaHUE U JIUKBUJAIMS KOTOPBIX HE 3aBHUCSAT OT
U3MEHEHUS aJIMUHUCTPATUBHO - TEPPUTOPHAIIBHOTO JAEJICHUS, COCTABISAIOT €IMHbIE (POHIBI.

Omnpenenenre XpOHOJIOTHYECKUX TpaHUI] OH/A B CBSI3U
C peopranm3aien opranusamuu - GoHmooOpazoBaTess

6.1.22. JlokyMeHTbl OpraHuW3alUy, BpPEMEHHO IPEKPATHBIIEH CBOK JESATEIBHOCTb
BCJIEJICTBHE JIMKBUJAIMK, OOBEAMHEHUS, Pa3/IeleHUuss WM B pe3ysibTaTe BOWH M CTUXHUIHBIX
Oe/CTBUH, a 3aT€M BOCCTAHOBJICHHOM C TeMH K€ (YHKIHMSIMU, SBISIOTCS €IUHBIM (DOHIOM.

6.1.23. JIokyMeHTbl OpraHu3anuu, oOpa30BaHHON C TeM K€ Ha3BaHHEM, 0]l KOTOPHIM
CyIIECTBOBAJIa JIMKBUAMPOBAHHAS paHEE OpraHu3alMs, WIM C HECKOJIbKO HW3MEHEHHBIM
Ha3BaHUEM, COCTABIIIOT HOBBIM (DOHI, ecnu opraHu3auus Noiayduia (QyHKIMH, OTIMYHBIE OT
(GyHKIMI TUKBUIMPOBAHHON OpPraHU3alllu.



IIpumep. [Jloxkymentsl MunucTepcTBa paauoTexHuueckoil mnpomsinuieHHoctn CCCP,
cymiectBoBaBiero 10 1957 r., u nokymentsl MunucrepcrBa paguonpomsinieHHocTH CCCP,
co3iaHHorO B 1965 T., COCTaBIAIOT pa3HbIe (YOHIIBI.

6.1.24. Ilpu nuKBHIAIMKA OPTaHU3ALMK C MEepeJadeii BcexX WM 4acTH ee (QYyHKIHUNA OIHOU
WIM HECKOJbKUM BHOBb CO3JaHHBIM OpTraHU3alMsIM JOKYMEHTHl KaKIOM OpraHu3aluu
COCTABJISAIIOT OTACIbHBIC (POHIBI.

[Ipumep. B cBsa3u ¢ pazpenenuem B 1946 r. Hapomnoro Komuccapuara HedTsHOM
npombinuienHocty CCCP na Hapkomar He(TSHONH NPOMBIIUIEHHOCTH BOCTOYHBIX DPailOHOB
CCCP u Hapkomar He(dTSHOW MNPOMBINIJICHHOCTH FOXHBIX W 3amaaHbix paiioHoB CCCP
JOKYMEHTBI IBYX CO3JJaHHBIX HAPKOMATOB COCTABIISIOT HOBBIC (DOH/IBI.

6.1.25. [lepenMeHoBaHNE OpraHU3alUK WIIK YaCTUYHOE U3MEHEHHE €€ Ha3BaHUs, Mepeaaya
€e W3 OJHOTO BEIOMCTBa B JpYyroe, M3MEHEHHE IOAYMHEHHOCTH OpraHu3alud BHYTPH
BEJOMCTBA, €€ MECTOHAXOXJACHUS, CTPYKTYpbl, HE CONPOBOXKIABIIMECS H3MEHEHUSIMU
NepBOHAYANBHBIX (DYHKIUN, HE SIBISIOTCS OCHOBaHHEM JUIsl pa3lielieHHsl €€ JOKYMEHTOB Ha
pa3Hble (OHIBI.

6.1.26. Pacmmpenue M CyXKeHHE Kpyra BeleHHUs, 00beMa MpaB WIA TEPPUTOPUATLHBIX
TpaHUI] JCSATEIbHOCTH OpraHu3aluu 0e3 H3MEHEHHS €€ NEePBOHAYAIILHOTO Ha3HAYEHUS U
MOJIOKEHUS B JAHHOW BEJIOMCTBEHHOW WJIM aJIMUHUCTPATUBHO - TEPPUTOPUAIBHON cHCTEMe
(ueHTpanpHOE, KpaeBoe, O0JacCTHOE U T.I.) HE SIBJISICTCS OCHOBAHHMEM IS pa3lieliCHUs ee
JIOKYMEHTOB Ha pa3Hble (POHIBI.

[Mpumep. Enuseiii  ¢GOHA COCTaBIAIOT JOKYMEHTHI JIGHHMHTpajcKoro oO0JacTHOTO
MCIIOJTHUTENILHOTO KOMUTETA JI0 U IOCJIe BBIACIEHUS U3 TeppUTopuu JIeHuHTrpaackoil obnactu
HOBBIX oOisactert (HoBropoackoit u IIckoBckoit).

6.1.27. BoblaeneHue M3 OpraHu3allid OJHOM WM HECKOJIBKMX HOBBIX OpraHu3aluil C
nepeaayeil UM psiia GyHKIMN NepBOM HE ABISETCS OCHOBAHUEM JJIS Pa3J/IeNIEHUs €€ TOKyMEHTOB
Ha JBa (MJIM HECKOJIbKO) (hOoH/Ia.

ITpumep. JoxymenTsl Munucrepctsa nerkoi npomsinuieHHocTH CCCP mnocne BbineneHus
u3 Hero MunucrepctBa TeKcTHibHON npombinuieHHOCTH CCCP (¢ 1946 1. mo 1948 1. m ¢ 1955 1.
no 1956 r.) coctaBnsitoT ouH (HOHI.

Oo6pazoBanue 00beTMHEHHBIX (OHIOB

6.1.28. O0benuHeHHbIE (POH]IBI MOTYT OBITH C(OPMHUPOBAHBI U3 TOKYMEHTOB:

- OIHOPOJTHBIX T10 [IEJIEBOMY Ha3HAUCHHIO W (DYHKIIMSIM OJTHOMMEHHBIX OpTaHU3aIlHii;

[Tpumep. Bcecoro3Hble CTPOMTENBHO - MOHTAXKHbIE TPECTbl, MAIIMHHO - TPaKTOPHbBIE
CTaHIINU.

- PYKOBOJSIIIETO OpraHa M MOJYMHEHHBIX EMY OpraHU3aIni;

[Tpumep. MUHUCTEPCTBO U €ro BCECOIO3HBIE MPOMBINUICHHBIE OOBEAMHEHUS (TJIaBHBIE
yOpaBieHuUs) WM YrpaBieHue crpouTenbctBa Hypekckoir ['9C u moAYMHEHHBIE €My
OpraHu3aluu.

- OpraHu3allnii, CBI3aHHBIX MEXy CO00H 0OBEKTOM NEATENLHOCTH;
[Tpumep. MockoBckas kemne3Hast nopora (yrnpaBieHue, TUCTAaHINH | JIp. OPTaHU3aINN ).

- OpraHoOB TOCYJIapCTBEHHOH BJIACTH W TOCYJAPCTBEHHOTO YIPABICHHUS W COCTOSIINX MPH
HUX OpraHu3aIuii;
[Tpumep. OOIUCTIOTKOM U €T0 OTAEBI.



- [OCTEeNOBATEIbHO CMEHSBIIMX JpYr Jpyra OpraHu3aluii, eciau  (QyHKIUH
IIPEIIIECTBEHHUKOB ITOJIHOCTBIO WIIM YACTUYHO MEPENAaBaINCh UX IIPEEMHUKAM;
[Ipumep. MuHHCTEPCTBA U KOMUTETHI 110 3arOTOBKAM CEIBCKOXO035MCTBEHHBIX IIPOLYKTOB.

6.1.29. OOpa3zoBanne OOBEAMHEHHBIX (POHIOB BKIOYAET B cebOsi mepemmdpoBKy e
(u3MeHEeHHe HOMEPOB (DOHJIOB, OMHKCEH), MEPECOCTABICHHE YUYCTHBIX JOKYMEHTOB, pa3MeEIICHHE
JIOKyMEHTOB O0BEeIMHEHHOr0 (JOHIAa B OAHOM MECTE€ XPaHWUJIHINA, a MPH HEOOXOAUMOCTH U
MePEeCUCTEMATH3AIUIO JIC)T U TICPEeCOCTaBIICHUE OITUCEH.

6.1.30. HazBanue o0bequHEHHOTO (DOHAA MOKET COCTOSITh H3:

- 000011eHHOTO HAa3BaHHUs BKIIFOYCHHBIX B HETO (POHIIOB;

[Tpumep. Hay4Ho - HccnenoBaTebcKue YIpeKICHUS BETEPHHAPHOU CAHUTAPHUH.

- Ha3BaHMs PYKOBOSIMICH OpraHu3alnuy U OOOOLICHHOTO Ha3BaHHS NOJYMHEHHBIX €U
OpraHu3aIui;

IIpumep. MunucrtepctBo MeauuuHckoil mnpomsbinuieHHocth CCCP u ero riaBHbIE
yIpaBJICHUSL.

KoHnkpeTHble Ha3BaHUs BCEX OpraHU3alMid, JOKYMEHTbI KOTOPBIX BOIILIM B 00BbEIMHEHHBIH
(GoHJI, IPUBOAATCS B YUETHBIX JOKYMEHTAaX.

O6pazoBanre KOJUICKIIUN

6.1.31. Komnexkusi MOKET MOCTYIUTh B BEJOMCTBEHHbIN apXUB B BUJE YXKE CII0KUBILNXCS
KOMIUIEKCOB JOKYMEHTOB WM OOpa3OBBIBATHCSI B apXWMBE U3 OTACNBHBIX, Pa3pO3HEHHBIX
JOKYMEHTOB WJIM CJOXHBIIUXCS TPYII JOKYMEHTOB C IIENIBIO CO3JaHHS OJarompHUsSTHBIX
YCJIOBHI ISl ©X BCECTOPOHHETO UCIIOJIb30BAHUSL.

6.1.32. Ecnmu OOKyMEHTBHI KOT/Ia-TO TOCTYNHBINEH WM 00pa3oBaHHOW KOJUIEKIMH 0e3
ymiepOa Ui HCIOJIB30BAHUS MOXHO pAacIpelesiuTh 0 COOTBETCTBYIOIIMM (OHIAM, TO
KOJIJICKIIHSI MOKET OBITh pac(OpMHpOBAHA.

6.1.33. B Ha3BaHUM KOJUIEKIIMM OTpakaeTcsl NpU3HAK (IPU3HAKKU) OObEIUHEHHUS
JOKYMEHTOB, a B ClIydae HEOOXOIMMOCTH - €€ COCTaBHTENb (OpraHu3alnys, B TOM YHUCIE -
BEJIOMCTBEHHBIN apXUB).

6.1.34. Co3naHue KOJUIEKUIMH, a Takke MX pachopMHpoBaHHE IPOBOIUTCS
BEZIOMCTBEHHBIM apXHUBOM TOJIBKO IO COTJIACOBAHUIO C TOCYIaPCTBEHHBIM apXHBOM.

6.2. Knaccugukaius 10KyMeHTOB B npejenax GpoHaa
(cuctemaru3zanus nen GoHAQ)

6.2.1. Ilon xnaccudukanueil JOKyMEHTOB B Ipesenax (poHaa MOHUMAeTCs UX TPYIIHUPOBKa
U pacrosioxeHue B (poHe.

3a enuHMIY KJIACCH(PHKAIMKA W YYETHYIO €IWHUIYy YIPaBIECHYECKOH ITOKyMEHTAIUU B
npeznenax GpoHaa NPUHUMAETCS eIMHUIA XpaHEeHUs (J1e710), MpeacTaBifomas cooon Gpusnuecku
000COOJICHHBI OTAETBHBI JOKYMEHT WJIH COBOKYIMHOCTh JOKYMEHTOB, 3aKJIIOUYEHHBIX B
OTJENBbHYIO 00J0XKKY.

6.2.2. IlpakTuyeckoe OCyIIECTBICHHE KiIacCUPHUKAUU TOKYMEHTOB (JeN) B Mpesenax
(oHa Ha3bIBaeTCS UX CUCTEMaTHU3alueH.

6.2.3. CucremaTtuzanus jaen GoHa MPOBOAUTCS B BEIOMCTBEHHOM apXHBE MIPH MOTOTOBKE
JIelT K Tiepeiade Ha rocy/1apcTBEHHOE XpaHEeHHUE.

[Mpumeuanne. Cucrematuzanust aend  (OHOA TPOBOAUTCS W B JICIONPON3BOJICTBE
OpraHu3alliy IPH COCTABJIEHUH HOMEHKJIATYpPhbI JieJl, ¥ MpH MOJIrOTOBKE AEN K Ieperade B
BEJIOMCTBEHHBIN apXUB.



6.2.4. Cucremaru3anus Aen B Mpeaesax apXUBHOTO (OHIAa OCYIIECTBISIETCS Ha OCHOBE
pa3paboTaHHON M COIJIACOBAaHHOM C COOTBETCTBYIOIIUM TOCYAAPCTBEHHBIM ApXHWBOM CXEMBbI
cucremaruzanuu qen Goumga < >,

<*> B panpHeiiimemM ynoTpednseTcs NMPUHATHIA B apXMBHON mpakTtuke TepmuH "Cxema
cucreMaruzamuu Gponaa".

Cxema CUCTCMAaTU3allUU apXUBHOTO (bOHHa

6.2.5. Cxema cuCTeMaTU3aIMK apXUBHOTO (OHJIA SBISICTCS OCHOBAHUEM JJISI BHYTPEHHEH
OpraHu3aly apXUBHOTO (POHJIA U 3aKPEIUIAETCS OMUCHIO Je (POoHAA.

B 3aBucuMocTH OT NpU3HaKa rpyniupoBKHU JeJ CXeMa CUCTeMaTH3alui apXUBHOTo (oHaa
MOKET OTpaXkaTb CTPYKTYpy GoHmooOpa3oBarens, (YHKIUH €ro JIeATeIbHOCTH, BUABI U
Pa3HOBUAHOCTH JOKYMEHTOB WJIM Ba)KHEWIIHE TeMbl (BOIPOCHI), OCBELIaeMble B JOKYMEHTaX
donna.

IIpu3Haky rpynnupoBKHU Ael

6.2.6. PactipeneneHue nen BHYTpU (OHIA 1O BCEM JCIICHUSM CXEMbI CHCTEMaTH3aI[uU
MPOBOAUTCS C YYETOM CIIEIYIOIINX KIaCCU(PUKAIMOHHBIX TPU3HAKOB:

- CTPYKTYPHOTO (B COOTBETCTBUH CO CTPYKTYPHBIMU TTOAPA3/ICTICHISIMH);

- XpPOHOJIOTUYECKOTO (IO MEePHOoaM UK AaTaM, K KOTOPBIM OTHOCSTCS IOKYMEHTHI);

- (DyHKIIMOHAJIEHOTO, OTPACIEBOT0, TEMATHYECKOT0, IIPEMETHO - BOIIPOCHOTO;

- HOMUHAQJIBHOTO (110 pojiaM Jiell, BUAAM U Pa3HOBUIHOCTSIM JIOKYMEHTOB);

- KOPPECHOHACHTCKOTO (IT0 OpPTraHU3alysIM U JIUIAM, B pe3yJIbTaTe MEPENUCKU C KOTOPBIMU
00pa3oBaIUCh JOKYMEHTHI);

- reorpaguuecKoro;

- aBTOpPCKOro (M0 Ha3BaHHUSAM OpraHu3anuil Wi (QaMUIUSAM JUI, KOTOpBIE SIBISIFOTCS
aBTOpaMU JIOKYMEHTOB).

Jlena TpynmupyroTcs, Kak NpaBWiIO, HE IO OJHOMY, a IIOCIEA0BaTEeIbHO M0 TEM
IpHU3HAKaM, IPUMEHEHUE KOTOPBIX OKaXeTCsl HanboJiee 11e71eco00pa3HbIM.

6.2.7. CoueraHue CTPYKTYpHOIO M XPOHOJIOTMYECKOTO MPU3HAKOB JAeT CIIEAYIOIINe
BapHUaHTBHl CXEMBl CHCTEMATH3allMi apXUBHOTO (OHIA: XPOHOJOTUYECKH - CTPYKTYPHBIH WU
CTPYKTYPHO - XpPOHOJIOTUYECKUH.

6.2.7.1. XpOHONOTHYECKH - CTPYKTYpHasi CXemMa CHCTEMaTH3allMH TPUMEHSIETCS MJis
cucTeMaTH3aluu Ael B GoHe JeicTBYOMEeH OpraHi3aly ¢ y4eTOM JaJlbHEeHIero NonoJHeHus
JOKYMEHTOB 3TOT0 (DOH/Ia ¥ JTMKBUANPOBAHHBIX OPTaHU3ALMHI C YaCTO MEHSIBIICHCS CTPYKTYPOH.

ITpu cucremaru3anuu J1eJ1 MO XPOHOJOTHYECKH - CTPYKTYPHOM CXeMe OHH I'PYIIUPYIOTCS
B (OoHE TIPEXKJIEe BCETO MO BPEMEHH MX CO3/1aHus (TI0 ToJaM, Mepruoaam), a B Ipeaesiax Kaxaon
XPOHOJIOTUYECKOH TPYMIIBI - O CTPYKTYPHBIM MOJPA3/IeIEeHUsAM OpraHU3altH.

6.2.7.2. CTpyKTypHO - XpOHOJIOTHYECKAass CXeMa CHCTeMaTH3alluh apXuBHOTO (oHIA
OpUMeHsieTcs JUIsl cUcTeMaTH3aluu Jiel B (OHIE OpraHM3allid, HMEBIIeH CTaOUIIbHYIO
cTpykTypy. llpm cucremMaTw3amymu el IO CTPYKTYPHO - XPOHOJIOTHYECKOH CXeMe OHHU
TPYNIIAPYIOTCST TPEXKIE BCETO IO CTPYKTYPHBIM MOJpa3jeieHusM (oHIo00pa3oBarens, a B
npezenax Kaxa0i CTpyKTYpHOH TPYIIIbI - IO BpEMEHHU UX CO3JaHMUS.

6.2.8. Ilpu cucrematuzauuu nena (GoHAa opraHU3aIMKM C YAaCTO MEHSBLICHCS CTPYKTYpoil
IPUMEHSIOTCSI XPOHOJIOTUYECKH - (PYHKUIMOHANbHAs WM (YHKIMOHAIBHO - XPOHOJOTHYECKAs
CXEMBI CUCTEMAaTH3aIluN apXHUBHOTO (POH/IA.

[Ipu cucremarusanuu Jiesl MO XPOHOJOTHUYECKH - (PYHKIMOHAIBHOM CXeMe IpyNImHpOBKa
NPOMCXOTUT BHAYaje IO XPOHOJOTMYECKOMY NpH3HaKy, a 3areM Mo (QYHKOUAM (BHIAM,
HaIpaBJICHUsM) JeATeNIbHOCTH (poHmooOpazoBarens. [lpu aToM moArpynmsl Aea pacrnoiararTcs



C Y4eTOM 3HAaYUMOCTH (YHKIMN OpraHu3anuu (pyKOBOJCTBO, INIAHUPOBaHKUE, (PMHAHCUPOBAHHE,
y4eT U OTYETHOCTh, CHA0KEHHUE M COBIT, Kaaphl U T.JI.) WIH IO KJIacCU(PUKATOPY OpraHU3AIIHH.

[Ipu cucremaruzanuu Aen 1o (YHKIMOHAIBHO - XPOHOJOTHYECKOW cXxeme jena
TPYNOUPYIOTCS BHavale Mo (QYHKIUSAM JAesITeNbHOCTH (POHI000pazoBaTens, a 3areM - IO
XPOHOJIOTUYECKOMY IPU3HAKY.

6.2.9. XpoHOJOTHYECKH - TeMaTHyecKas WIM TEMaTHYeCKHU - XPOHOJIOTMYECKAash CXEMBbI
apXUBHOTO (POHJA MPUMEHSIOTCS MPU CUCTEMAaTH3AIMK Je)l HeOonbmHX 1o 00beMy (OHIOB, a
TaK)Ke OTIENbHBIX KOJUIeKIMi. TemMaTuueckue Trpymmbl 1€l pacrojiaraloTcsl Mo 3HAYUMOCTHU
HaMEYEHHBIX TEM.

6.2.10. XpoHOJIOrMYECKH - HOMHUHAJIbHA] M HOMHMHAJIBHO - XPOHOJIOTMYECKAs CXEMBI
CHUCTEMaTH3allud apXUBHOrO (OoHAAa MPHUMEHSIOTCS I CcUcTeMaTh3almuu Jen  (GoHmoB
0OecCTPYKTYPHBIX OpraHu3alui.

6.2.11. IIpu BeIOOpE KJIaCCH(PHUKAIMOHHBIX MPU3HAKOB JISl IPOBEACHUS TPYIITUPOBKH €I
B IpejeNiaX MOATrPYII YYUTHIBAETCS 3HAUEHHWE TOTO WJIM MHOTO MpPU3HAKa Al OTPaKEHHS
JIeNTOTIPOU3BOJICTBEHHON U CMBICIIOBOM CBSI3M MEXAY JellaMH KOHKPETHOT'O apXMBHOTO (OHIA, a
TakkKe JUIsl co3AaHus Haubosiee yAOOHOW B LEISX HCIOIb30BAHUS JOKYMEHTOB CHUCTEMBI HX
OpraHu3alIiy.

6.2.12. JIoKyMEHTHI IO JTUYHOMY COCTaBy, KaK MPaBUJIO, BBIIEISIIOTCS B 0COOYIO TPYIIILY,
CUCTEMATU3UPYIOTCSI 000COOJIEHHO U BKIIIOUAIOTCS B OTJIEIBHYIO OMKCh.

6.2.13. ApxuBHble (POHJIBI, BOIICAIINE B 00ObEIMHCHHBI apXUBHBIN (DOHII, B €ro mpeenax
pacronaralorcsi 1Mo 3HA4YMMOCTH (OHI000pa3oBaTeneil, MO XPOHOJOTHH HX CO3JaHUsA, IO
andaBUTy Ha3BaHUU U T.1.

B mpenenax kaxxaoro apxmBHOTO (pOH/AA, BOLIEAIIETO B 00BETUHEHHBIH apXUBHBINA (OH],
MOTYT MPHUMEHSTHCS Pa3Hble CXEMbl CHCTEMAaTH3allid, UX BBIOOpP OIpenessieTcsl XapaKTepom
JESITEIbHOCTH KOHKPETHOW OpraHu3alii, COCTABOM U 00bEMOM €€ JIOKYMEHTOB, IIPU 3TOM JIs
(G OHI0B OJTHOPOIHBIX OPraHU3AIMHA UCIIONIB3YIOTCS OJIMHAKOBHIE CXEMbI CUCTEMATHU3AIIHH.

Jlena xaxmaoro QoHIa, BOMIEAIIErO0 B OObEAMHEHHBIH apXUBHBIA (DOHI, BKIIOYAIOTCS B
OTJICIbHYIO OINKCHh WJIM COCTaBJISIOT CAMOCTOSTENBHBIM pa3fen OMUCH Jen OOBbEAMHEHHOTO
apXUBHOTO (QOHJA.

6.2.14. Cucremarnsanmsi JOKyMEHTOB KOJJIEKLIUN ONIPEAEIIAETCS €€ TEMAaTUKON U COCTaBOM
JOKYMEHTOB. B mpenenax KOJJIEKIHMH JIOKYMEHTOB OJHOTO BHJA (WM Pa3HOBUIHOCTH)
BO3MO>KHA TPYNIUPOBKA 110 aBTOPCKOMY NPU3HAKY € MOCIEAYIOINUM PaCIOI0KEHUEM TPYII B
an@aBUTHOM NOPSAJKE HA3BaHUN opraHu3anuii (pamunnii aBTopoB).

B npenenax KoOJUIEKIIMM JTOKYMEHTOB, CO3/IaHHOM IO TEMATUYECKOMY IPU3HAKY, MOTYT
ObITH 0Opa3oBaHbl TPYIIIBI 10 O0JIee Y3KUM TeMaM WM BONpPOCaM, PAcIONOKEHHbIE B MOPSAKE
X 3HAYMMOCTH WJIM XPOHOJIOTMHM. BHYTpM TeMaTHMUECKMX MOATPYNN JOKYMEHTBl MOTYT
00BEAMHATHCS 110 Pa3HBIM MPU3HAKAM, UCXO/S U3 00bEMa U COCTaBa JOKYMEHTOB.

6.2.15. Tlpu pacripenesnieHuu el 0 cXeMaM CHCcTeMaTH3alud HEOOXOJUMO UMETh B BUIY
clenyrolee:

- Jlefa OTHOCATCA K TOMY TOAY, B KOTOPOM OHM HayaThl AEJIONPOM3BOJACTBOM WU B
KOTOPOM IOCTYIUJIN B JAHHYIO OpraHU3aluIo (CTPYKTYpHOE MOAPA3IEICHHE) I POIOJIKEHUS
JIEJI0NIPOU3BOJCTBOM;

- TJIaHbl, OTYETHI, CMETHI ¥ JOKYMEHTBI K HUM OTHOCSITCSI K TOMY TOJly, Ha KOTOPBIH WK 3a
KOTOpBIM OHU COCTaBJIEHBI, HE3aBUCUMO OT BPEMEHHU MX COCTABIJICHHS; NEPCIEKTUBHbIE IIJIaHbI
OTHOCSITCSI K HayaJlbHOMY TOAY MX JEHCTBUS, @ OTUETHI 3a ATH TOABl - K IMOCIEIHEMY TOAY
OTUYETHOTO MEPUOJa;

- Jena, HayaThle JEJOMPOU3BOJICTBOM B OJHOM MOJPA3JelIeHUH U TMepellaHHbIe IS
IPOJOJDKEHHS B JPYroe MOApa3/eleHue, OTHOCITCS K TOMY MOJPa3AeiIEHUI0, B KOTOPOM OHHU
OBLIIN 3aKOHYEHBI JIETIOMPOU3BOICTBOM;

- B MpeJeNax roja Wil XpOHOJOTMYECKOro NEPUOAA JAeia CTPYKTYPHBIX HOJpa3felieHUui
pacroararTcs o 3HaUMMOCTH 3TUX MOpa3IeIeHUH.



[TpuHANIEKHOCTH JIeJa K KaKOMY-TTHOO0 CTPYKTYPHOMY TMOJIPa3JIeNICHHUI0 YCTaHABINBACTCS
M0 Ha3BaHHUIO CTPYKTYPHOIO TMOJpa3JesieHus, HHAEKCaM, IPUCBOEHHBIM CTPYKTYPHBIM
NOJIPa3CIICHUsIM, PE30JIIOLMAM, MOINUCAM JIOJDKHOCTHBIX JIML, PETUCTPALMOHHOMY LITAMILY,
COJIEP’KaHUIO TOKYMEHTOB.

[Ipu pacnonokeHMH JAEN IO XPOHOJOTHH HEOO0XOAMMO IOMEeNaTh BHAdaue Jena,
JaTUPOBAHHBIC YHCIIOM, MECSLIEM M TOJIOM, 3aTe€M - Jieia, TaTUPOBAaHHBIE MECSALEM U TOJIOM, U,
HAKOHeEIl, /1eJ1a, JATHPOBAHHBIE TOJIBKO F'OJIOM.

Ecnu okaxkeTcss HECKONBKO e, UMEIOIUX OJHY M Ty K€ HayalbHYIO JaTy, MEepBbIMHU
CJIeZyeT MOMEIIaTh Te JIeNia, KOTOPhIe UMEIOT 00Jiee paHHUE KOHEUHBIE JAaThl JOKYMEHTOB.

6.2.16. IIpuHIUIIBI TPYNIIUPOBKKM M PACMHOJOKEHUS TOKYMEHTOB B JI€JI€ H3JIOKECHBI B
nozpaszeine 2.2 Hacrosmux ITpasui.

Paznen 7. COCTABJIEHUE 1 O@OPMJIEHME I'OJOBbIX
PA3JIEJIOB CBO/JIHBIX OIIMCEM JIEJT OPI'AHM3ALIMHN
N 3AKOHYEHHbBIX OIIMCEU JIEJI ®OHIA

B BeIOMCTBEHHOM apxuBe Ha OCHOBE ONMUCEH J€J CTPYKTYpPHBIX NOAPA3JEICHUN H
0O0I1eCTBEHHBIX OpraHu3anuii (cM. mozpasaen 4.2) coCTaBISIOTCS I'OJOBbIE Pa3/ieibl CBOAHBIX
OTHCEH JIeNT BCeW Opranuzaum <*>,

<*> B nanpHeiIeM sl KpaTKOCTH TOBOPHUTCS: "TOJJOBOI pa3ies CBOAHOM onucH aemn'.

B memsax oOecmeyeHHss COXpPaHHOCTH, CBOEBPEMEHHOrO0 OTOOpa M TOYHOTO ydera Jed,
NoJJIeKalIMX Tepefaue Ha TOCYJapCTBEHHOE XpaHEHUE, MEepBOOYEPENHON  3ajayeit
BEJIOMCTBEHHOTO apXWBa SIBJISIETCSI COCTABJICHHE TOJOBBIX pA3/eNIOB CBOJHBIX OIMCEH Jel
MOCTOSSHHOTO ~ XPaHEHUS  MOJl  HEMOCPEICTBEHHBIM  METOJWYECKUM  PYKOBOJCTBOM
COOTBETCTBYIOIIETO TOCYIaPCTBEHHOTO apXHBa.

7.1. CoctaBnenue u opopMIIEHUE TOJOBOTO pa3jiesia CBOIHOM
OTIHICH JIEJ TIOCTOSIHHOTO XPAaHEHUs

CocraBneHue ToA0BOIO pa3aciia CBOJHOM OIIMCH ACT
IMOCTOSAHHOI'O XPpaHCHUS

7.1.1. B romoBoW pa3fen CBOOHOM OIMUCH AENI MOCTOSIHHOIO XPaHEHHUS BKIFOYAKOTCS
3arOJIOBKM JIeJ TOCTOSIHHOTO XPAaHEHMs, OTJOKUBIIMXCA B TEUYEHHE To/a B JESITEIbHOCTU
CTPYKTYPHBIX TOJpa3JeieHUil W OOIIECTBEHHBIX OpraHu3alluii, a TakKe 3arojOBKHU JIed,
c(OpPMHUPOBAHHBIX M3 JOKYMEHTOB, BBIJCNIEHHBIX W3 JIe C BPEMEHHBIMU CPOKAMU XPAHEHUS,
umeBIMX oTMeTky "OIIK".

7.1.2. B TOn0BOI pa3aen CBOJHOM OMHUCH i€ MOCTOSHHOIO XPaHEHUs BKIKOYAIOTCA
3ar0JIOBKH JI€JT TOJIBKO MOCJIE CBEPKH MX CO CBOJHON HOMEHKJIATYpOH 3a TOT e TOJ U MPOBEPKHU
MpaBUILHOCTH (hopMHpoBaHUS U OPopMIICHHS Jell. B HEOOXOAMMBIX CIydasX 3arojIOBKU el
YTOUHSIOTCS, Jieja TOABEPraloTCs pacIiiuBKe W mepeopMUpOBaHUIO TIPH OOHAPYKEHHUH, YTO
neno chopMUpoBaHO HETIPABUIIBHO.

7.1.3. Ilpu oOHapy>KEHUU YTPATHI e B ACTONPOU3BOACTBE, HE BKIFOUECHHBIX B CIIPABKH 00
yTparte JIe7 CTPYKTYPHBIX MOIPa3IeICHHI, OOIIECTBEHHBIX OpPTaHU3alluid, WU TIPH OTCYTCTBUHU
yKa3aHHBIX CHpaBok (cM. mi. 4.2.7, 4.3.4) BeTOMCTBEHHBIM apXHBOM COBMECTHO CO CIIYXOOii
JIETIOTIPOU3BOJICTBA U MOAPA3ACICHHEM, K KOTOPOMY ATH JIeJia OTHOCSITCSI, OpPTaHU3YETCS PO3BICK.
Ecnu po3bick He AacT pe3ynbTaToB, JIMIA, BUHOBHBIE B YTpaTe€ JOKYMEHTOB, IMPUBJIEKAIOTCS K
OTBETCTBEHHOCTH B YCTaHOBJIEHHOM mopsake. OO0 yTpare TOKYMEHTOB BEIOMCTBEHHBIM
apXMBOM COCTaBJISIETCS aKT HENOCTaud J€d, KOTOPBIM YTBEPKIAETCAd PYKOBOJAUTEIEM
OpraHu3aIiy.
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AKT COCTaBJISIETCS] B YETHIPEX IK3EMIUISIPAX, U3 KOTOPBIX MO OJJHOMY SK3EMILISIPY XPaHUTCS
B CIIy»0€ JIeJI0NpPOr3BOJICTBA U BEOMCTBEHHOM apXUBE U M0 OAHOMY dK3eMIUIIpY Mepeaaercs B
2K (OK) oprammzamum u OIIK COOTBETCTBYIOIIET0 APXUBHOTO YUPEKACHUS BMECTE C
9K3EMIUIIpaMHU TOJIOBOTO pa3jiesia CBOAHOW OIMCH JIed, Al PAacCCMOTPEHHsS] aKTa B KauecTBe
ocHoBaHwus k nporokoiiam [[IK (3K) u IIIK.

7.1.4. Tlopsinok BHECEHHUs 3arojOBKOB JieJ1 B TOJIOBOM pa3ziesl CBOJHOW OINUCH el
MOCTOSTHHOTO XPaHEHHsI aHAJIOTWYEH MOPAAKY, U3JI0XKeHHOMY B mm. 4.2.7 - 4.2.9 nacrosmux
[TpaBui1. 3arooBKU Jell, COAEpKAIIMX JOKYMEHTHI 32 HECKOJIBKO JIET, BKIIOYAIOTCS B TOJ0BOI
paszies CBOJAHOW OMHUCH e MO JaTe 3aBeeHHs jeia. B KOHIEe TOJI0OBBIX pa3/iesioB CBOIHBIX
omucel JIen 3a MOCIeAYIOIUe To bl JenaeTcs ccblika: "JIOKyMeHTHI 3a JaHHBIN T'OJ CM. TaKXe B
paszerne omucu 3a _ roi, Aena N ", KOoTopas IoMeIaercs Mociie MHTEepBaja 3a MOocieqHen
OMKCATEIbHON CTaThEH KaKIOro MOCIEAYIOUIEro rojaa. JTa OCOOEHHOCTh OTOBapUBAETCS B
MPEAUCIIOBUU K JAaHHOMY rofioBoMy pazzaeny (cm. 1. 7.1.10).

7.1.5. 3aronoBKu Jena BKJIIOYAIOT B TOJOBOM pa3ziesl CBOJHOM OMMCH JEd MOCTOSHHOIO
XPaHEHUsI B COOTBETCTBUU CO CXeMOU cucteMaTtusanuu ¢onaa (cM. mojapasen 6.2).

7.1.6. T'omoBoil pasnen CBOJHOW OMHUCH Jied MOCTOSHHOTO XPaHEHHUS COCTaBISIETCS M0
yctaHoBieHHo ¢opme (IIpunoxxkenue 22). D1eMEHTHI ONMUCATETBHON CTaThU CBOJHOW ONMHUCH
JeJl TIOCTOSIHHOTO XpaHEeHWsI aHAJIOTMYHBI DJIEMEHTaM OIUCATeNbHONW CTAaThU OMUCH el
MIOCTOSIHHOT'O XPAaHEHUs CTPYKTYpHOro nojpasaeneHus (1. 4.2.8).

I'padbl onvcu 3anmonHAIOTCA B TOUHOM COOTBETCTBUHU CO CBEICHHUSIMH, BHIHECEHHBIMH Ha
00JIOKKY J1eTa.

[Ipy BHeceHMM B ONMUCH MOJPSI 3aroJIOBKOB OJHOPOIHBIX /i€ MEpBbIi 3arojoBOK Jena
MUIIETCS TOJMHOCTBIO, a BCE OCTalbHBIE OO0O3HayaroTcs cioBamu "To xe"; mpu HAIUYUU
CBEICHH, YTOUHSIOIIUX COAEpKAHHE IMEPBOrO 3arojioBKa, 3TU CBEACHHUS BHOCSTCS B OIUCH
MOJIHOCTHI0. Ha Ka)10M HOBOM JIMCTE OMUCH 3ar0JIOBOK BOCIIPOU3BOIUTCS MOJTHOCTBIO.

I'pacda ommcu "llpumeuanue" ucmonb3yeTcs AJiE OTMETOK O BHIOBITHH M mepenaue Aed,
HATMYUU MUKPO(POTOKOTHIA JTOKYMEHTOB JIeJIa, OCOOCHHOCTSX (DU3MYECKOTO COCTOSHUS Jejia U
T.II.

[TepBomMy rogoBOMy paszeiy CBOJAHOW OMHUCH Jen (OHIa MPUCBAUBACTCS HOMEP MO JIUCTY
doHa, Bce MOCIEYIONIME TOAOBBIE Pa3[eNbl YUCIATCS 32 3TUM HOMEPOM J0 O00pa30BaHUS
3aKOHYEHHOM OMUCH.

7.1.7. 3aronoBKH Jei, BKIIOYEHHbIE B TOJOBOM pa3jiesl CBOJHOM OMMCH JIeJ MOCTOSHHOTO
XpaHeHUs, HyMEPYIOTCS B BAJIOBOM IMOPSAKE 0 TE€X MOP, MOKA UX YHCIIO HE JIOCTUTHET JIFOOOU
yetbIpex3HayHor 1udpst (1000, 3000, 9999) unu no mepemayu AOKYMEHTOB, BKIIFOUEHHBIX B
OMHUCh, B TOCYJApPCTBEHHBIH apXWB, MOCIE YEro TrOJOBOM pas/ieNl CUYUTACTCS 3aKOHYCHHOU
onuchio aAen ¢poHaa (cM. moapasaen 7.2), mpu 3TOM KOJIUYECTBO 3ar0JIOBKOB A€, BKIFOYAEMbIX B
3aKOHYEHHYIO OIKCh, COTJIACOBBIBAETCS C COOTBETCTBYIOIIUM TOCYAapCTBEHHBIM apXHUBOM.

Odopmiierne rogoBoro pasjeiia CBOAHOM OMUCH eI
MMOCTOSIHHOTO XPaHEeHHUS

7.1.8. B KOHIIe Ka)kJI0r0 TOAOBOT0O pa3zeiia CBOAHON OMMCH JI€] IOCTOSTHHOTO XpaHEHHUs 3a
MoCNeAHeW OMucaTeNbHOM CTaThell COCTaBISE€TCS WTOrOBas 3aluCh, B KOTOPOH IMdppamMu u
IPOMKCHIO (B KPYIJIBIX CKOOKax) yka3bIBaeTcsl (pakTHYecKoe KOJIMYECTBO JeJl, BKIIOYEHHBIX B
pasnen, MEepBBIA U TOCISAHUN HOMEpa JeJ, OTPaKaroTCs OCOOCHHOCTH HyMepamuu (HaJiudue
IPOMYIIEHHBIX U JTUTEPHBIX HOMEPOB U T.I1.), HATUYKE 0COO0 LIEHHBIX JIeJl B ONUCH (X HOMEpPA).
HToroBas 3amuch MOJIMUCHIBAETCS COCTAaBUTENIEM pa3jienia, C YKa3aHUEM €ro JOJKHOCTU U JaThbl
COCTaBJIGHUS OMNKCH, M 3aBEAYIOIIMM BEJIOMCTBEHHBIM apXMBOM (JIMIIOM, OTBETCTBEHHBIM 32
apxuB).

3aroJ0BKH JOMOJHUTEIBHO OOHAPYKEHHBIX /1€ B 3aBUCUMOCTH OT UX KOJIMYECTBA MOTYT
OBITh BHECEHbI B T'OJIOBOM pa3jei MOJ JUTEPHbIMU HOMEpPaMH B COOTBETCTBUHU C IPHUHSITON
CUCTEMATH3alMEeN UM B KOHEL TOJJOBOTO pa3zena.
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[Tocne BHECeHUS B OMKCH 3aMMCEN O MOCTYIUIEHUH MJIM BBIOBITUH J€T COCTABIISAETCS HOBas
UTOTOBAsl 3aIMCh, B KOTOPOIl YKa3bIBAIOTCS TaK)KE€ OCHOBAHUSI BHECEHHBIX U3MEHEHHIA.

BHecenue B rooBoil paszien CBOJHOM ONUCH JEJ1 U3MEHEHMH I10CJIE YTBEP)KICHHUS €ro
OIIK apxuBHoro yupexzaeHus (cm. m. 7.1.17) momyckaercs Tosbko mocie mpuHsatus OIIK,
YTBEpAUBLIEH 3TOT pa3fiell, COOTBETCTBYIOLErO PELLICHUS.

7.1.9. K nepBomy roaoBOMy pa3ieiy CBOJHOM ONHCH A€ TMOCTOSHHOTO XpaHEHUS
COCTaBIIICTCSl TPEAMCIOBHE W TpU HEOOXOAMMOCTH - YKa3aTelH, OrJaBlieHHE, CIHCOK
COKpAIIEHHBIX CJIOB, KOTOPHIE COCTABIISIFOT CIIPABOYHBII arnmapar roJloBOro pas/ena OmKCH.

7.1.10. B mpeancioBue BKIIOYAIOTCS CBEJCHNUS 00 OCHOBHBIX HANPAaBJICHUSAX ACATEIbHOCTH
U CTPYKTypEe OpraHM3allluM 3a IEepHOJ,, KOTOPHI OXBaTBHIBAIOT JeJia OIMMCH; JAeTcsl KpaTkas
XapaKTEpUCTHKA COJCPX AaHUA M TOJHOTHI JOKYMEHTOB (DOHJA, BKIIOYEHHBIX B Da3Jel;
YKa3bIBAETCSl HaJM4YMe JIeJ, BBIXOASIIUX 32 XPOHOJOTMYECKHE TpaHHIbl (POoHIa, OTMEYAIOTCS
HanOoJiee TUITUYHbIE TPYIIIBI AT KaK [0 pa3HOBUIHOCTSAM JOKYMEHTOB, TaK U IO COAEPIKaHUIO,
JaeTcsl KpaTKasi XapaKTepUCTUKa cojepiKalleicss B onucu UHPOPMAIMKU O MOJBEIOMCTBEHHBIX
WINA BBIIIECTOSIINX OPraHMU3ALMUAX; OCBEIIAIOTCS OCOOCHHOCTH (POPMHUPOBAHUS, OIMUCAHUSA U
CUCTeMAaTH3allMK 3aroJIOBKOB JIeJ, HajJW4uhe CIPABOYHOrO ammapara K pas3jieny, OCHOBHBIE
NPUHIUITBL €TO0 COCTABJICHUS M MOPSIOK MOJIB30BAHUS UM.

[IpenuciaoBue MOANMUCHIBACTCS COCTaBUTENEM C yKa3aHUEM JIOJDKHOCTH U JaThl
COCTaBJICHUS MPEIUCIIOBHS U 3aBEAYIOIINM BEIOMCTBEHHBIM apXHWBOM (JIUIIOM, OTBETCTBEHHBIM
3a apXuB).

7.1.11. Ecnu rogoBoi pas3zien CBOJHOM OMMCH JIeNl SIBJISIETCS CJIOKHBIM 10 CTPYKTYpE U
COJIEp’KaHUI0, TO K HEMY COCTaBISIIOTCS yKaszartenu. llenecooOpa3HOCTh COCTaBIEHUS
yKazaressi(Jiel) Kk paszeny W BuUA(bI) yKaszarens(Jiel) OmpeAenstoTcs IO COINIaCOBaHMIO C
COOTBETCTBYIOIIUM T'OCYAapCTBEHHBIM apXHUBOM.

Vkazarenn ~ MOryT  OBITh ~ TEMaTHYECKUMH,  HMEHHBIMH,  Treorpad)uyecKiMH,
xpoHonorndeckuMu ©u  ap. CoOCTaBISIOTCS yKa3aTelnu, Kak MPaBHIIO, [0 CBEICHUSM,
COJIepKallMCsl B ONMCATEIbHBIX CTaThsIX pa3jena, 6e3 nmpocMoTpa jiei. Toapko B TeX ciiydasx,
KOrja B pasfeNn BKIIOUEHBI 3arojiOBKU Jel, CHOPMHUPOBAHHBIX [0 HOMHHAIBHOMY U
XPOHOJIOTUYECKOMY IIpU3HAKaM, yKas3aTelld COCTaBIAOTCA € MpocMoTpoMm aen. llonsarus,
BKJIIOUEHHBIE B YKa3aTeNH, JOJDKHBI IMETh CCBUIKM Ha COOTBETCTBYIOIIKE HOMEpA JIe.

7.1.12. OrnaBieHue COCTABISETCS, €CIIU B TOJJOBOM pa3fieiie CBOAHOM OMHCH JeJI UMEIOTCS
HOJpa3JieNbl, BBIACTECHbI Ipyrue, 6osee MeJKHe IPYMIbl e, UMeeTcs CIIPaBOYHBIM anmapar K
paszeny. B oriaBneHun mnepeducisioTCs: MPEIUCIIOBUE, CIMCOK COKpAllleHUH, Ha3BaHUS BCEX
NoJpa3ziesioB U 0oJjiee MEJIKUX IPYII JIel, BKIIOUEHHBIX B pa3jien, ykazarenu. [IpoTuB kaxxaoro
Ha3BaHMs YKa3bIBAlOTCS HOMEpa COOTBETCTBYIOIIMX JIMCTOB OMUCHU (B Cilydae HEOOXOAMMOCTH
MOTYT IPUBOJIUTHCS K HOMEpA JIe).

7.1.13. CIuCcOK COKpAIEHHBIX CJIOB COCTAaBIISIETCA B T€X CIIydasiX, €CJIM B TOJI0BOM pa3jieie
YIOTPEOIAIOTCS COKpAIlleHUs, XapaKTEepHbIe JUIsl JEATeNbHOCTH JAHHOW OpraHu3allid WIN
BEJJOMCTBEHHOI cHCTeMBbl, K KOTOpoi OoHa oTHOcUTCs. COKpalleHHs B CHUCKE MOMELIAITCs
clleBa, 3aTeM uepe3 TUpE CleAyeT IOJHOe HaNMCaHUEe COKpalleHHbIX cioB. CokpalieHus
pacrojararoTcs B CIIUCKE B al(paBUTHOM MOPSIKE.

7.1.14. JIucTel TOOBOTO paszjiesia CBOJHOW OMHUCH JeJ U CIPAaBOYHOrO amrmapara K HeMy
HYMEpYIOTCSI B BaJIOBOM IOPSIIKE U K pa3ielly COCTAaBJISAETCA Ha OT/IEIbHOM JIUCTE - 3aBEpUTEIIE
orucu nen ([Ipunoxenue 23) 3aBepuTebHAs HAANKCH K TOJJOBOMY pa3/iely, B HEl yKa3bIBaeTCsI
oOmiee KOJMYECTBO JIMCTOB pasjiela M CIPaBOYHOIO ammapara U OcoOEHHOCTH (OIIHMOKH)
HyMepaluu. 3aBepuTenbHast HAAMKUCh COCTABIISAETCS U MOMHUCHIBAETCS COCTABUTENIEM pazJielia.

7.1.15. TomoBoW pa3ngen CBOJHOW ONHUCH JIeNT COCTaBIsieTCsl B 4-X 3K3EMIUIsApax.
Odopmiienne omucu A0KHO cooTBercTBoBaTh TpeboBanusM ['OCToB mo odopmienuto
JOKYMEHTOB C TTOCTOSTHHBIM CPOKOM XPaHEHHSI.

I'omoBeIe pazaenbl, €CM OHU HE SIBJISIOTCS 3aKOHYEHHOH OMMChIO, HE MOJIINBAIOTCS U HE
NEPEIUICTAIOTCS; OHH JIOJDKHBI XPAaHUTHCS B TAINKAX C KJIATTAHAMU H 3aBSI3KaMH.
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7.1.16. T'omoBoil pa3men CBOJHOM ONMCH €1 IIOCTOSIHHOIO XpaHEHHs IOJUIEKUT
paccmotpennto 1[OK (OK) opranumzamum. Ilocme paccmorpenus u omobpenust 1IOK (OK)
OpraHM3aIy TOJOBOTO pa3jelia B KOHIE pazjaena ctaButcs rpud "OmoOpeHo" ¢ ykazaHUEM
Homepa mnporokona I[OK (OK) m nmarel 3acemanusi, Ha KOTOPOM OH OBLI PacCMOTpPEH.
Ono6pennsie [[OK (OK) opranuzanuu rogoBeie pa3ieisbl HAIPaBIsIOTCs Ha paccMoTpenue DITK
COOTBETCTBYIOILIETO ApPXUBHOTO YUPEXKIEHHUS B COOTBETCTBUU CO CPOKaMH, YCTaHOBJICHHBIMU
rpaduKOM MpeICTaBIeHHs onHcel 1en Ha paccMoTpenue DIIK apXxuBHOTO yupexeHus.

7.1.17. Ha paccmorpenue OIIK apXWBHOTO y4YpeKIE€HHS BEIOMCTBEHHBIM apXHBOM
NPECTaBIAIOTCS 4 SK3eMILIsIpa rOJJOBOTO Pa3Jielia CBOAHOM OMUCH JeJ He TO03/IHEee YeM yepes 2
roja (a HMeHTpaJbHBIM apXWBOM MUHHUCTepcTBa, BeqomcTBa CCCP (LleHTpanbHBIM OTPACIIEBBIM
apxuBoMm 1pu MuHucrepctBe (BemomctBe) CCCP) - uepe3 4 roma) mociie 3aBeplieHUs
JIEJIONPOU3BOJICTBOM JI€JI, BKIIFOUCHHBIX B pa3Jie.

Ilocne yrtBepxkneHuss rojgosoro paszaena OIIK  apxuBHOro yupexaeHus paszaein
YTBEpKAAeTCA PYKOBOAMTENEM OpraHu3allid, 3aTeM IMEpBBbIA HK3EMIUIIpP TOJI0BOrO pasjelia
CBOJTHOW ONHCH B Ka4eCTBE KOHTPOJBHOTO IEpelaeTcsi B TOCYAapCTBEHHBIA apXUB, OCTAJbHBIE
OCTal0TCs B OpraHU3aIuu.

7.1.18. Jlena, BHECEHHBIC B TOJIOBBIC pa3Jeibl CBOJIHBIX ONUCEH, MUPPYIOTCS TOCITE
YTBEpXKACHHUSI TOJOBOro paszaena cBogHod omucu OIIK  apxuBHOro yupexiaeHus u
PYKOBOJIMTENIEM OpraHM3allMd W XPAaHATCS B BEJAOMCTBEHHOM apXHWBE J0 IepeJadyd Ha
roCy/IapCTBEHHOE XPAHEHHE B COOTBETCTBUU C MPOCTaBICHHBIM MIHUGPOM (110 HOMepaM (HOHIOB,
OIIHCeH JIe).

7.2. CocraBienue U opopmIIeHHE 3aKOHYCHHON OIUCH
JIeJT TIOCTOSIHHOTO XPaHCHUS

7.2.1. HeckoabKO TOJIOBBIX pa3/IeliOB CBOJHBIX OMUCEH 1€l MOCTOSHHOTO XPaHEHUs WU
OJIMH TOJIOBOM pa3iell, YUCIIO 3aroJOBKOB €Nl B KOTOPBIX JOCTHUIJIO YETHIPEX3HAYHOU LUQPHI
(cm. 1. 7.1.7), cunTaroTcs 3aKOHYEHHOM OIHUCHIO.

KonuyecTBO 3arojioBKOB /€Nl B 3aKOHYEHHOM OIKUCH MOXET OBITh HECKOJBKO MEHBIIE
TBICSYM, TaK KaK KaXJbl TOJOBOM pa3desl CBOJHOM ONHCH [ HUMEET CaMOCTOSITEIbHOE
opopmaenne (cMm. mi. 7.1.8 - 7.1.17) u Bce 3aroIOBKH J€J, COCTABJISIONINE pa3jiei, IODKHBI
OBITH BKIIFOUEHBI TOJBKO B OJJHY 3aKOHUEHHYIO OMHUCH.

B cnydae meoOxoammocTH mepedadd e Ha TOCYAapCTBEHHOE XPAHEHHE IO TOIOBBIM
paszienaM CBOJHBIX OINMCEN el MOCTOSHHOIO XPaHEHHWs, BajoBasi HyMepalus KOTOPBIX HeE
JIOCTUTAET THICSYH, O COTJIACOBAHUIO C COOTBETCTBYIOIIMM TOCYJaPCTBEHHBIM apXHUBOM OIHUCH
TaK)K€ MOYKET CUMTATHCS 3aKOHUEHHOM.

B opranmzanusax ¢ HEOONBIIMM OOBEMOM €KETOJHO OOpa3yIOUIUXCS JeNT MOCTOSHHOTO
xpaneHus (mo 200 nem) ONMUCh CUUTAeTCs 3aKOHYEHHOW, €CIM B HEE BKIIIOYEHBI T'OJIOBBIC
pa3zenbl CBOIHBIX OMUCEN JIeN MOCTOSTHHOTO XpaHeHUsI 3a S5 JieT.

B BBIOOpHBIX OpraHu3anusx, padoTaIOUMX MO CO3bIBAM M UMEIOIINX HEeOONbIIo 00BheM
nen (mo 200), exxerogHo 00pa3yrOIMIMXCs, OMUCH JeNl MOCTOSSHHOTO XpaHEHUs, 3aBEJICHHBIX 3a
CO3BIB, SIBJISIETCS 3aKOHYEHHOM.

7.2.2. CuctemaTuzanus 3arojlOBKOB JIeJ B 3aKOHUECHHOW OIMHCH TMPU HEOOXOAMMOCTH
MOXET yTOYHATbCS. Kak mpaBuiio, oHa OCYILIECTBIAETCS B COOTBETCTBHM C XPOHOJOTUYECKH -
CTPYKTYPHOM CXeMO# mocTpoeHus (PoHa, MpU KOTOPOH pa3zaesiaMyu OMHCH SBJSIOTCS TONBI, a
noJipa3jieliaMu - Ha3BaHUs CTPYKTYPHBIX MOpa3IeIeHU U 0OIIECTBEHHBIX OpraHU3aIluii.

7.2.3. Kaxkoit 3aKOHUCHHOM OIUCH TIpHCcBanBaeTcst HoMep (cM. 1. 8.2.6.2).

7.2.4. 3aKkOHUEHHAs OMKHCh UMEET CAMOCTOSITEIbHYIO HYMEpAIMIO 3aroJIOBKOB JIeJ; K HEl
COCTABJISIIOTCS UTOTOBAsI 3alMCh W 3aBepUTENbHAs HAAMUCh. VITOroBas 3amich M 3aBepUTEIbHAS
Hagnuch (IIpunoxenue 23) K 3aKOHYEHHOH OIMUCH COCTABIISIIOTCSA TaK €, KaK K T0J0BOMY
pasjeiny CBoAHOM omucH aen (cM. mir. 7.1.8 u 7.1.14).
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[Ipu 3TOM 3aBepHUTENBHBIC HAIIUCH, COCTABIICEHHBIE K TOJOBBIM pa3ielaM CBOIHBIX OMHCEH
JIeJ1, U3BIMAIOTCSI.

7.2.5. O6s3aTenbHBIM 3JIEMEHTOM O(POPMIICHHUS 3aKOHUCHHON OMHCHU SIBIISICTCS THUTYJIBHBINA
muct (ITpunoxenue 24).

Ha TuTynpHOM JHCTe 3aKOHYCHHOW OMUCH eI TOCTOSIHHOTO XPaHEHUs YKa3bIBAIOTCS:

- Ha3BaHHE POH]IA;

- Homep (oHAa;

- HOMEp OIIHCH;

- Ha3BaHWE OMHCH, KOTOPOE BKIIOUYACT YKa3aHHE KAaTErOPUH JTOKYMEHTOB (IIOCTOSIHHOTO,
BPEMEHHOI'O XpaHEeHMs, 10 JUYHOMY COCTaBy U T.JA.), COJEp KAIUXCS B JIelax, 3arojIOBKU
KOTOPBIX BKITFOYCHBI B OIHCH;

- KpallHUe JaThl J1e]1, BKIIFOUEHHBIX B OIHUCH.

[lepen HasBanwem (QoOHIA HA THUTYIHHOM JIUCTE€ OCTABISICTCS MECTO JUJIsS HAMUCaHUS
MOJIHOTO Ha3BaHUS TOCYIapCTBEHHOTO apXHBa, B KOTOPOM OyIyT MOCTOSHHO XPAaHUTHCA JAela
JTAaHHOW OpraHu3aluu.

7.2.6. Ilpu coctaBneHUN TUTYIBHOTO JIUCTA 3aKOHUYEHHOM OMMCH HEOOXOIMMO YUUTHIBATh
clenytolee:

- Ha3BaHue (poHIa OpraHU3alMK MHILIETCS B BUAE O(QUIIMATBHOTO Ha3BAaHUS OPTaHU3AIUH -
donmo00pa3oBaTenss CO BCEMH €ro IMEePCHMMCHOBAHUSMH, HM3MCHCHHSMH TOJYMHCHHOCTH U
COKpAIIEHHBIMU Ha3BaHUSMH (B KPYIJIBIX CKOOKax), OTHOCSIIMMHUCA K MEPUOAY, 32 KOTOPBII
JIOKYMEHTBI BKJTFOUCHBI B OITUCh B XPOHOJIOTHYECKON TIOCTIEI0BATEIIBHOCTH;

- €CIIM B OIKCh BHECEHBI JIeNIa 32 HECKOJBKO JIET C MepepbiBaMH, TO Ha TUTYJIBHOM JIUCTE
MIPOCTABJISIFOTCS TOJIBKO TE€ TOBI, 32 KOTOPHIC B OMKCH BKIIFOUCHBI JIEIA.

7.2.7. K 3akoHYeHHOUN OMHCH 0053aTeIbHO COCTABJIAIOTCS OIJIABIIEHUE U MPEAUCIOBHE, a
TaK)Ke yKa3aTelld U CIICOK COKPAIIEHHBIX CJIOB, IPU HAIMYUH IMOCICTHUX B TOJIOBBIX pa3jieiax.

7.2.8. B ornaBineHuu K 3aKOHYEHHON OMUCH NEPEUUCIISIOTCS .

- npeaucioBue (o0IIee) W JOMOJHEHUE K TPEIUCIOBUIO K KKIOMY TOJIOBOMY pa3aeny
OTIHCH;

- Ha3BaHUS pA3JCIOB M IMOAPA3JICIIOB ONKCH, a TaKXke O0oJiee MENKUX TPYIH el
(BBISBIISIFOTCS HA OCHOBE OTJIABIIEHUH K TOJOBBIM pa3/iesiaM OIMHUCH);

- Ha3BaHUs yKa3aTeJiel U CITUCOK COKPANICHHBIX CIIOB (TIPY WX HAJMYHMH) U TIPOCTABIISIFOTCS
HOMeEpa JINCTOB, Ha KOTOPBIX OHU PACIIOJIOKEHBI.

OrnaBieHHe MOMEIASTCS B Hadajle 3aKOHYCHHOM OIUCH, ITPH 3TOM OTJIABJICHHS K TOJ0BBIM
paszieniaM OMKCH U3 Hee U3bIMAIOTCS.

7.2.9. Tlpu cocraBieHUH TPEAUCIOBUS K 3aKOHYECHHOM OMUCH CBOJSATCS B EIMHBIN
JIOKYMEHT CBEJICHHSI, CO/Iep KAIecs] B IPEIMCIOBUSIX, COCTABJICHHBIX K TOJOBBIM pasjienam (CM.
m. 7.1.10).

Jl5is cocTaBieHHs] IPEIUCIOBUS K 3aKOHUYEHHOM OIMKCH MCIONB3YIOTCS 3aKOHOIATENbHbBIE
UCTOYHUKH, OQUIMAIBGHBIC W3JaHHUS OPTaHW3AINH, BEIOMCTBCHHBIC TMEPEYHH JOKYMEHTOB C
YKa3aHHEeM CpPOKOB HX XPaHEHHUs, TOKYMEHTHl (OHAA, YYETHbIE TOKYMEHTHI W HAay4HO -
CIIPaBOYHBIN aIlliapaT apXuBa.

[IpenucioBue K 3aKOHUYEHHOW OMHUCH, KaK W TPEIUCIOBHE K TOJOBOMY pasieny,
MOJIITMCHIBACTCS COCTABHTEJIEM, C YKa3aHUEM JIOJDKHOCTH W JIAThI COCTABIICHUS, M 3aBEIYIOIIHM
BEJIOMCTBEHHBIM apXHBOM (JIUIIOM, OTBETCTBEHHBIM 32 apXUB).

[IpenucioBre k 3aKOHYCHHOHN OIMMCH TIOMEMIACTCS MOCIIe OTJIABJICHUS K OIHCH, TIPH dTOM
MPEIMCIOBUS K KaXKIOMY TOJ0BOMY pa3zielly He N3bIMAIOTCSI.

7.2.10. Ecnu k roA0BBIM pasjenaM CBOIHBIX OIMUCEH N1, COCTaBISIONIMX 3aKOHYEHHYIO
OTHCh, UIMEIOTCSI yKa3aTeld, TO UX IeIeco00pa3sHo 00beUHATH (110 BUIaM) B OJMH yKa3aTelb U
MOMEIIATh €ro B KOHIIE 3aKOHYCHHOW OIMUCH, TPH 3TOM YKa3aTelld K TOJIOBBIM pasjeiam
M3BIMAIOTCS.

7.2.11. CHnHuCOK COKpalI€HHBIX CJIIOB K 3aKOHYEHHOW ONHUCH COCTAaBIISIETCS HAa OCHOBE
CIIUCKOB COKPAIICHHBIX CIIOB K TOJOBBIM pa3/ieJiaM CBOJHBIX OMUCEH A€, COCTABIISIFOIINM OMUCH


consultantplus://offline/ref=35F921CA19426764A22CA405B3ECBB4077C893677999956BFAF595717C6528CDF4D9063191C5ACI448I
consultantplus://offline/ref=35F921CA19426764A22CA405B3ECBB4077C893677999956BFAF595717C6528CDF4D9063193C8ACI44EI

(em. m. 7.1.13). Ilpu 5TOM CIHCKM COKpAIllEHHBIX CJIOB K TOJOBBIM pa3fellaM U3 OIUCH
U3bIMAIOTCS.

7.2.12. 3akoHU€EHHAas ONKMCh BMECTE C TUTYJIbHBIM JINCTOM U CIIPABOYHBIM aIllIapaToM K Hel
3aKJII0YAETCs B TBEPAYIO 00JIOKKY U IeperuieTaeTcsl.

7.3. CocraBienue u opopMiIeHHE TOJOBOTO pa3jieiia
CBOJIHOM OMuUCH Jes BpeMeHHOro (cBblte 10 jieT) XxpaHeHus

7.3.1. B rogoBoii paszen CBOAHOHM omucH aen BpemMeHHoro (cBbiiie 10 yeT) XxpaHeHUs
BKJIIOUYAIOTCS 3arOJIOBKH J1€J, OTJIOXKHUBIIMXCS B TEUEHHE rojla B JIEATEIbHOCTU CTPYKTYPHBIX
NOJpa3/IeIeHUI U OOIIECTBEHHBIX OPTaHU3AIIHIA.

7.3.2. Tlopsamoxk BHECEHHWs 3arojIOBKOB jesl BpeMeHHOro (cBbime 10 yer) xpaHeHHs B
rOJI0OBOM pazJieN CBOJHOM OINUCH €Nl aHAJOTM4YEH IOpPSAKY, ykazaHHomy B mm. 7.1.2 - 7.1.4
paszzena.

7.3.3. T'onoBoli pa3znen CBOAHOM ONUCH 1€l BpeMEHHOro (cbime 10 7eT) XpaHeHHs
cocrapisieTcs o ycraHoBineHHoOU ¢opme (IIpunoxenue 25). Iopsaok 3anonuenus rpad Gopmsl
OIKCH, HyMEpAIlUX 3aroJOBKOB JIeJ pa3zelia, COCTABICHUS UTOTOBOM 3alliCH M 3aBEPUTEIHHON
HAJMKCH K pa3Jielly aHaJIOTHYEH MOPSJIKY, YKazaHHoMy B mm. 7.1.6, 7.1.8 u 7.1.14 paznena.

7.3.4. Cucremaruszanus 3arojiOBKOB J€JI B TOJOBOM pa3felie CBOJHOW OIMCH el
BpeMeHHOro (cBbimie 10 7eT) XpaHeHUs COOTBETCTBYET CHUCTEMAaTHU3allMH 3arojOBKOB Jied B
CBOJTHOW HOMEHKJIAType JIEJT 3a 3TOT XKe IO/,

7.3.5. Ilpu HEOOXOAUMOCTH K TOJJOBOMY pa3jiely CBOAHON OMKCH JIe] BPEMEHHOTO (CBBIIIIE
10 ser) XpaHEHMsI COCTaBIJIIOTCS OIJIABJIEHHE, CIUCOK COKpAIIEHHBIX CJIOB, IOPAIOK
COCTaBJICHUS KOTOPBIX aHAJOTHUYEH MOPSAIKY, YKa3aHHOMY B mit. 7.1.12 u 7.1.13 pa3nena.

7.3.6. T'omoBoii pa3znen CBOAHOM ONUCH el BpeMEHHOro (cbime 10 jeT) XpaHeHHs
nevaraeTcss B JIBYX JK3eMIusipax u oaooOpsercs BHauaie L[OK (OK) opranuzanuu, a 3atem
yTBepxaaercs ee pykopoaurenem ([Ipunoxenne 25).

7.4. CoctaBnenue u opopMIIEHUE TOJOBOTO pa3jiesia CBOIHOM
OTIHCH JIeNT U 3aKOHYEHHOM OTMUCH JIeJI 110 JIMYHOMY COCTaBy

7.4.1. B romoBoil pasnen CBOJAHOM ONUCH J€l IO JUYHOMY COCTaBy BKJIIOYAKOTCS
3aroJIOBKM JIeJ1 BPEMEHHOTO XpaHEHHs, OTJOKMBILIMECS B TEUEHHE Toja B JIE€ATEIbHOCTU
CTPYKTYPHBIX TOJIpa3ieieHui 1 O0OIIeCTBEHHBIX OPTaHU3AIIHA.

JIOKyMEHTBl 1[I0 JIMYHOMY COCTaBy IIOCTOSSHHOTO XpaHEHHs BKJIIOYAlOTCS B
COOTBETCTBYIOIINN TOOBOM pa3/ies CBOJHOM OMKCH JIEN TOCTOSHHOTO XpaHeHus (cm. m. 7.1.1).

7.4.2. Tlopsigok BHECEHHMs 3arojlOBKOB JieJT 1O JIMYHOMY COCTaBy B TOJIOBOM pa3jen
CBOJIHOH OMHCH JIeT 1O JINYHOMY COCTaBY aHAJOTHYEH MOPSAKY, YKa3aHHOMY B mm. 7.1.2 - 7.1.4
pazaena.

7.4.3. T'omoBoil paszen CBOAHOM ONHUCH A€ IO JUYHOMY COCTaBy COCTaBJISIETCS IO
yctaHoBieHHoi ¢opme ([Ipunoxenue 26). Ilopsgok 3amomuenuss rtpad, Gopmbl ONMHCH,
HyMEpaluH 3aroj0OBKOB /€] pa3/ieia, COCTaBICHUE UTOTOBOM 3alIUCH M 3aBEPUTEIBLHON HAIITUCU
K pa3fielly aHaJOTM4eH NMOPSAIKY, yKa3aHHoMYy B . 7.1.6 - 7.1.8 u 7.1.14 pa3nena.

7.4.4. 3aronoBKU 1€l B TOJOBOM pa3liele€ CBOJHOM ONUCH A€ IO JUYHOMY COCTaBy
CUCTEMATHU3UPYIOTCS 10 HOMMUHAJILHOMY MPU3HAKY C YYETOM CIIEIYIOIIEeH MOCIe0BaTEeIbHOCTH:

- IPUKa3bl (PACOPSHKEHHUS) 110 TIMNYHOMY COCTaBY;

- CIIUCKH JIMYHOT'O COCTaBa;

- KQPTOUKH T10 Y4eTy JINYHOTO cOCTaBa (IIPH OTCYTCTBUU OTJECIBbHOMN OMUCH INYHBIX JIEN);

- TUYHBIE J1ea (IPU OTCYTCTBUU OTIEJIbHOMN ONMUCH JIMYHBIX JI€);

- TUIIEBBIC cUeTa padouuX U CIYXKAIUX IO 3apadOoTHOH miaTe (pacueTHbIe BEJOMOCTH IO
3apruiaTe);

- HEBOCTpeOOBaHHbIE TPYAOBbIE KHIKKH (IIPH OTCYTCTBUU OTACIBLHOM OMUCH);
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- aKThI O HECUYACTHBIX CITydasX.

VYka3zaHHbIe BHJBI JIOKYMEHTOB, OOpa3yloIIHecs B OpraHU3alud B OOJBIINX 00OBEMax,
MOTYT BBIACTSATHCS B CAMOCTOSITENIbHBIC TOJIOBBIE pa3ieiibl OMUCH (JIMYHBIC Jefla, TPYAOBBIC
KHIKKH U T.11.). JInuHbIe Aena (JIMuHble KapTOYKH) BHOCSTCS B CBOJHBIN I'OJ0BOM pa3ziesn Onucu
[0 IOy YBOJBHEHHS JIMIA, Ha KOTOPOE 3aBEJEHO JIMYHOE JEJI0, U CUCTEMATU3UPYIOTCS IO
andaBury.

7.4.5. Ilpu HEOOXOAMMOCTH K TOJOBOMY pa3/iely CBOJIHOW OMHCH AeN W K 3aKOHYCHHOM
OIKCH JIeJ] 110 IMYHOMY COCTaBY COCTABJIIOTCS OIJIABJICHHUS, YKA3aTEIHU U CIIMCKH COKPALIEHHBIX
CJIOB, MOPSZIOK COCTAaBJICHHUS! KOTOPBIX aHAJOTHYEH MOPAAKY, YKazanHomy B mm. 7.1.11 - 7.1.13,
7.2.8,7.210un 7.2.11.

7.4.6. TomoBoil pa3nen CBOJHOM oONMCH 1€l IO JMYHOMY COCTaBy OpraHU3alu,
nepeAarlel JOKYMEHTbl Ha roCyJapCTBEHHOE XpaHEHHE, IeyYaTaeTcss B TPeX SK3eMIUIIpax,
MOJIUCHIBAETCA COCTaBUTENIEM, 3aBEPSAETCS HAYAJBHUKOM OTHe]a KaApoB (MHCIEKTOPOM II0
kagpaMm) u mnpencrasisiercs Ha paccmorpenue [IDK (OK) opranumzammm. Ilocnme omoOpenus
pazgena [OK (OK) on momiexut cornacoBanuto ¢ OIIK cooTBeTcTByMOLIEro apXUBHOTO
YUPEKACHUS U YTBEP)KJICHUIO PYKOBOJUTENIEM OpraHU3alyH.

7.4.7. Tlopsinok cocrtaBicHus W OGOPMIICHUS 3aKOHYCHHOW OIMHMCH JeNI 10 JINYHOMY
COCTaBY aHAJOTHUYEH MOPSAAKY, ykazaHHoMY B mm. 7.2.1 - 7.2.6, 7.2.11 - 7.2.12 pa3nena. ®opma
TUTYJIBHOTO JINCTAa K 3aKOHYCHHOH ONWCH JeNl M0 JMYHOMY COCTaBy HJIEHTHYHA Qdopme
TUTYJIBHOTO JIMCTA K 3aKOHUEHHOM OIUCH Jiell TocTossHHOro Xpanenus (IIpunoxxenue 24).

7.4.8. I'onoBble pa3zienbl CBOAHBIX ONMUCEH aen BpeMeHHOro (cBeiie 10 jer) XxpaHeHus U
[0 JIMYHOMY COCTaBy OpraHM3alui, He NepefaroluX JIOKYMEHTbl Ha TOCyJapCTBEHHOE
XpaHEHHUE, MeYaTalTcs B JBYX dK3EMIULIpax, Ipy 3TOM T'OJ0BbIE pa3felibl CBOJHBIX ONUCEH Jel
[0 JMYHOMY COCTaBY BU3UPYIOTCS HAa4aJbHUKOM OTJeNIa KaJpOB (MHCIEKTOPOM IO Kajpam), U
nojuiexar paccmorpenuto DK opranumzamun. [locine omoOpenust mx DK oHM yTBepKIaroTCs
PYKOBOJUTEISIMHU OpraHU3aLui.

7.4.9. Tlopsanok cocraBieHuss W O(GOPMIICHUS OIMUCH Ha KaXKIYI0 Pa3sHOBUIAHOCTD
cneunduyeckux i JaHHOM OpraHu3alMy JOKYMEHTOB (palMOHAIN3aTOPCKUE Jejia, HayyHble
OTYEeThl, TEKCThl MpOrpaMM paaMo- M Tejenepenad M T.I.), a TakkKe Ha CIyKeOHble
BEJIOMCTBEHHBIE M3/1aHUS OTIPENIeNIeTCsl B 3aBUCUMOCTH OT CPOKOB MX XPaHEHMs IO aHAJIOTUH C
MOPSAJIKOM COCTaBJIEHUS U O(OPMIIEHUS ONMUCEH JeN MOCTOSIHHOIO M BPEMEHHOI'O XPaHEHWS,
yKa3aHHBIM B mozpazfenax 7.1 u 7.2 paznena. [lena cucTeMaTHU3UPYIOTCS B JaHHBIX T'OJIOBBIX
pazzenax CBOJHBIX OMUCEH C yYETOM CIeUU(PUKU TOKYMEHTOB.

Onucanue CiIy)XeOHBIX BEIOMCTBEHHBIX M3JaHUN TPOBOAMUTCS B COOTBETCTBUU C
N CTBYIOIMMHU TPaBHJIAMH ONMCAHUS TICYATHBIX U3IaHUH.

Paznen 8. VUET JOKYMEHTOB B BEJIOMCTBEHHOM APXNBE
8.1. O6mue TpedoBaHUs

8.1.1. VYyer nOKyMEHTOB B BEJIOMCTBEHHOM apXuBE SBISIETCA OJHUM M3 CPEJCTB
o0ecreyeHns X COXPaHHOCTH U KOHTPOJIS 32 UX HATUYHEM.

VY4yery moasiexar Bce XpaHsSLIMECs B apXHBE JOKYMEHTHI, B TOM 4YHCII€ HEONHMCAaHHBIE U
Henpo(uiIbHBIE Ul JIaHHOTO apXWBa, CTPAaXOBble KOMHUU OCOOO LIEHHBIX JOKYMEHTOB, (hOH[
M0JIb30BaHNUS (TIPY HATMYHMH), @ TAK)KE OIUCH JIE.

8.1.2. Yyer NOKyMEHTOB B BEJIOMCTBEHHOM AapXHBE OCHOBBIBACTCS Ha COOJIIOJCHUU
MPUHIIUIIOB LIEHTPAINU3AIMH U MPEEMCTBEHHOCTH C YYETOM JOKYMEHTOB B JIEJIONPOU3BOJICTBE U
B TOCYJapCTBEHHOM apxHBe. OJTO BBIpaXKaeTcs B IMPUMEHEHHM E€JUHBIX E€IMHHUI[ y4eTa, B
MIPEEMCTBEHHOCTH (POPM yueTa U OCHOBHBIX CBEIEHUN O COCTAaBE U COJIEPIKaHUU JOKYMEHTOB.

8.1.3. B BeJOMCTBEHHOM apXHBE€ y4eT JOKYMEHTOB BeeTcs mo (oHaaM (0O0beAMHEHHBIM
dboH1aM), KOJUIEKIUSAM, eMHUIIAM XpaHEeHus (e1am).
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8.14. B BeZOMCTBEHHOM apxuBe B 00s3aTEIbHOM TMOPSJAKE OCYLIECTBISAETCS
LEHTPAJIN30BaHHBIA y4eT JOKYMEHTOB, a MpPH HAJUYUU HECKOJbKUX XPAHWIUIL - U Y4YeT
JOKYMEHTOB T10 KQKJIOMY XPaHWINILY.

8.1.5. Yuer 0co60 1EeHHBIX AeN U CTPaxoBOro (poHAA OCYLIECTBISETCS B BEIOMCTBEHHOM
apXWBE B COOTBETCTBUH C TPEOOBAHHSIMH, M3JIOKEHHBIMU B 1. 5.6.3 - 5.6.10 u 5.7.6 - 5.7.10
Hactosamux [IpaBu.

8.1.6. Bce yueTHble MOKYMEHTBHI IIEHTPAJIM30BAaHHOTO y4yeTa B BEIOMCTBEHHOM apXHBE
JOJIKHBI OBITH COCPEIOTOYEHBbI Yy JIMIIA, OTBETCTBEHHOTO 32 BEACHHME ITOrO y4yeTa, a y4deTHbIe
JOKYMEHTBl XPaHWIHL] - COOTBETCTBEHHO Y JIMI, HECYHUIMX OTBETCTBEHHOCTh 3a y4YeT
JOKYMEHTOB B XPaHUJIMILIAX. YUETHbIE JOKYMEHTHI XPaHATCS B XPaHWUJIHILE (MU CIIeHUaIbHO
BBIJICJIEGHHOM TIOMEIIEHUH ) B ceii(pax MM METALTHYECKUX MIKadax.

8.2. YueTHble TOKYMEHTHI BEIOMCTBEHHOI'O apXHUBa

8.2.1. Vdyer 10OKyMEHTOB B BEJOMCTBEHHOM apXHMBE BEIETCSA II0 OCHOBHBIM U
BCIIOMOTaTeNbHbIM ~YYETHBIM JOKYMEHTaM. BeleHue OCHOBHBIX YYETHBIX JTOKYMEHTOB
00s3aTeIbHO  JIIS1  KaXKJIOTO BEIOMCTBEHHOTO apxuBa. HeoOXOoIMMOCTh BEACHUS W BHIBI
BCIIOMOTaTEIbHBIX YUETHBIX JOKYMEHTOB OIPEACIAIOTCS BEJOMCTBEHHBIM apXUBOM.

8.2.2. OCHOBHBIMM YYETHBIMH JOKYMEHTaMU B BEJOMCTBEHHOM apXUBE SIBJISIFOTCSL:

- KHUTa y4eTa NOCTYIUIEHUs M BbIObITHS JokyMeHTOB (IIpwioskenme 27) s ydera B
apXuB€ KaXKJ0r0 MOCTYIUIEHUS U BbIOBITHS IOKYMEHTOB;

- KHHUra ydyeTa HOCTYIJIEHHS U BBIOBITHS CTpaxoBoro (oHna U (oHJa IOJIb30BAHUS
(ITpunosxenue 20) - 17 ydera B apXuBe Ka)I0TO MOCTYIJICHUS U BBIOBITHS CTPaxoBOTO (POHAA U
dboHIa MOIB30BaHUA <*>;

<*> Begercs B T€X apXuBax, e CO3AAI0TCsA CTpaxoBor (GOoH ¥ GOHT ITOTH30BAHUS.

- criucok ouno (I[Ipunoxenue 28) - A7 CyMMapHOTO M HHIMBHIYaIbHOTO ydeTa ()OHIOB
nu KOJ'IJ'ICKHI/II\/JI nu HpI/ICBOCHI/ISI UM HOMCpOB;

- muct donna (IIpunoxenne 29) - nns Gukcanuy M3MEHEHUH B Ha3BaHUM (OHMA, yUeTa U
HyMepaluu omnuceil nen (oHma, ydera JOKYMEHTOB, OTPAKAIONIMX W3MEHEHHUS B COCTaBe U
o0wveme QoHna;

- ontricu aen (I[punoxenus 6, 22, 25, 26) - 11 NOSAMHUYIHOTO ¥ CYMMAapHOTO y4eTa JIelT;

[Ipumeuanue. Y4yeT TOKyMEHTOB CO cpokamH XpaHeHus 10 10 JeT BKIIOYUTENEHO MOXKET
OCYIIECTBIISATHCS B apXUBE 110 HOMEHKJIATYPaM JelT.

- onuch 0co00 neHHbIX aea ([Ipunoxenue 19) - 118 NOEIUHUYHOTO U CyMMapHOTO y4eTa
0Cc000 IIEHHBIX AeT <*>;

- onmcH crpaxoBoro (onaa nokymeHntoB (IIpunoxenue 21) - s MoeIMHUYHOTO ydyeTa
€/IMHUL] XPaHEHHs CTPAXOBBIX KOMUHA 0CO00 LIEHHBIX JOKYMEHTOB <*>;

<*> (CocraBnsercs B TeX apxuBaX, rjae (IO COIJIacOBAaHUIO C COOTBETCTBYIOLIUM
rOCy/IapCTBEHHBIM apXHUBOM) MIPOBOUTCS BBISBIEHHE 0CO00 IIEHHBIX TOKYMEHTOB.

- yrBepxaeHnsle LICY CCCP ¢opmsl oTyeta o coctaBe U 00bemMe (POHIO0B, XpaHSIIIUXCS B
apXmuBe.

Kpome Toro, s ydera KOJIMYECTBA JUCTOB B KAXKIOM JEJI€ IMOCTOSIHHOIO, BPEMEHHOTO
(cBbime 10 ;eT) XpaHeHHs U IO JIMYHOMY COCTaBY COCTaBIISIETCS JIUCT - 3aBEpUTENb Jela
(ITpunoxenue 4), a s yuyera JOKYMEHTOB B OIPEAEICHHBIX KATErOPHUSIX J€] MOCTOSHHOTO
xpaHeHus (cMm. nm. 4.1.21) u B Jenax mo JIMYHOMY COCTaBY COCTAaBIISIIOTCS BHYTPEHHHE OINKCHU
nokymeHToB (IIpunoxenwne 5). Ha kaxapiit ponn Beaercs neno GoHaa.
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8.2.3. [Hokymentsl ['ocynmapcrtBenHoro apxuBHoro ¢onna CCCP, xpansammecs B
BE/IOMCTBEHHBIX apXMBaX, IOAJIEkKAT TOCYJaPCTBEHHOMY LEHTPAJIM30BAHHOMY Yy4eTy, (popMoi
KOTOPOTO sIBJIsIETCS KapTouka apxuBHoro ¢onna (IIpunoxenne 30).

Kaura y4€Ta NOCTYIJICHUA U BBIOBITHS AOKYMCHTOB

8.2.4. Kuura ydera mnocTtymieHuss U BbIOBITHS JokyMmMeHTOB (IIpunoxenune 27)
IpeJHa3HaueHa Ui ydeTa BCeX TEKYLIMX U UTOTOBbIX (Ha 1 sHBaps Kak[0ro roia) M3MEHEHUH B
coctae u oObeme (OHIOB M el B BEIOMCTBEHHOM apXHBE, CBSI3aHHBIX C IPHEMOM,
BBIICJICHUEM  JI€JI, HE MOMJIeXAllUX JaJlbHEWIIEMYy XpaHEHUIO, IepeAaded Jenl B
rOCYJapCTBEHHBIN WM Apyroi apxuB. KHura yuyera mocTymjaeHHS U BBIOBITHS JOKYMEHTOB
CJIy’)KUT OCHOBOM JUIsl COCTaBJIECHUS JIUCTOB (DOHNIOB, NACIOPTA apXHMBa U €XKErOAHbIX CBEACHUMN
00 M3MEHEHHSX B cocTaBe U 00beMe (POHIOB B BEJOMCTBEHHOM apXHBE, XpaHsIIEM JBa 1 Ooiee
¢donna. Kaxnoe nocrymnieHue wind BbIObITHE MOJIYYaeT CaMOCTOSATENbHBIN MOPAIKOBBII HOMED.
Ecnu moctymnnenue COCTOMT M3 JAOKYMEHTOB HECKOJBKMX (DOHIOB, TO JAHHBIE MO KaXIOMY
¢onny (HazBanue (GoHIA, €ro HOMEp M T.JI.) 3AMUCHIBAIOTCS C HOBOM CTPOKH 332 TEM JKe
MOPSAKOBBIM HOMEPOM. YUET MOCTYIJICHUS U BHIOBITUSL JOKYMEHTOB B apXUBE, XPAHSAIIEM OJUH
donn, Beaercs mo nuUcTy GhoHaa.

[Ipumeuanue. ApXuUB OpraHu3alMy CO CII0)KHOM CTPYKTYpOl MOXKET YUMTHIBaTh B KHHUIE
ydeTa IMOCTYIUIEHUS U BBIOBITUS JOKYMEHTOB CAMOCTOSITEIBHO IMOCTYIUICHHE WM BBIOBITHE
JIOKYMEHTOB KaXJI0I0 CTPYKTYPHOTO [1OAPA3/ICICHHUS.

Ecimu moxymeHTsl poHa OCTYIMAOT B apXHB BIIEPBBIC, TO HOMEP (POHIA IPOCTABIISIETCS B
KHHUTE y4eTa MOCTYIJICHUS U BBIOBITHS TOKYMEHTOB IOCJIE€ IPUCBOCHUSI €My HOMEpa IO CIUCKY
donoB. Ecm mocTynuBIIe JOKYMEHTHI SBJISIOTCS 9acThi0 (POHIA, YK€ UMEIOIIETOCS B apXUBE,
TO B COOTBETCTBYIOLICH rpade KHUTH YKa3bIBA€TCS HOMEp, MPUCBOCHHBIN 3TOMY (HOHAY paHee.
Ecin moctynunu wiw BHIOBUIM HEONMUCAHHBIC TOKYMEHTHI, TO B rpade 6 KHHTH Jenaercs
OTMETKa: "He onucaHbl", a cBeieHus 00 oobeMe narores B 13 u 14 rpadax kHUTH.

Exeromqno B KHUTE ydeTa TOCTYIUICHUS U BBIOBITHS JIOKYMEHTOB TIIOJIBOJUTCS UTOT
KOJIMYECTBA MOCTYMUBIINX U BHIOBIBIINX 32 T'OJ] IOKYMEHTOB (J1e7).

Crincok GoHm0B

8.2.5. Cnucok douaos ([Ipunoxenue 28) BeaeTcs B BEJOMCTBEHHOM apXHBE, XPaHAIIEM
JIOKYMEHTHI IByX U 60jee (poHI0B.

@®oHx (0ObeaMHEHHBIH (OH[), KOJJIEKIMsS BHOCATCA B CIHUCOK (POHJIOB IpPH IEPBOM
NOCTYIUIEHUU HUX JOKYMEHTOB B BEJIOMCTBEHHBIH apxuB. KaxaoMy BHOBb IMOCTYHAlOIIEMY B
apxuB (OHAY TNPHUCBAUBAETCS OYEPEIHOW HOMEp IO CHUCKY ()OHIOB B XPOHOJIOTMYECKOH
nocneaoBarenbHocTH ero noctymieHus. K Homepy ¢donma, momnexamiero mnepenade Ha
rOCyJapCTBEHHOE  XpaHeHue, JoOaBisercs  (depe3  apoOb)  HOMEp, IPHUCBOCHHBIN
COOTBETCTBYIOILIMM T'OCY/IapCTBEHHBIM apXUBOM I10CIIE NIEPBOU Mepelauu eMy YacTH (OoHJIa.

Ecnu Gona conepkuT 0cob0 IEHHBIE JOKYMEHTHI, TO K €r0 HOMEpY /J00aBiseTcs UHIEKC
"OL1".

B cnyudae nepenaun ¢onzma B Apyroil apxuB, BKIIOYEHHS €r0 B COCTaB OOBEIUHEHHOTO
dboHAa WM BHIOBITHS BCEX MOKYMEHTOB (hOHIa OCBOOOAMBIIHUICS HOMEp ApyroMy (oHIY He
npucBauBaercs, B rpadax 4 - 5 cnucka (onaa ("orMeTka 0 BHIOBITHH'") yKa3bIBA€TCsl Ha3BaHUE
apXuBa, B KOTOPBII BBIOBLT (OHJ, a TaKkKe Ha3BaHHE, HOMEp U JaTa JOKYMEHTa, Ha OCHOBAaHUU
KOTOPOTo (pOH BHIOBLI.

Hazpanue ponaa BHOCUTCS B CIUCOK C TUTYJIBHOT'O JINCTA OMHCH.

Ecnu na3Banue (oHI000pa3oBarens MEHSUIOCh, TO B CHHMCKE (DOHJIOB YKa3bIBaeTCs: IS
JEHCTBYIOIMX OpraHU3allfil - Ha3BaHUE, CYIIECTBYIOIIEE B MOMEHT MOCTYyIJIeHus: (poHaa, A
JMKBUJMPOBAHHOM OpraHM3aliy - IMOCcJIeAHee Ha3BaHue. Bce mpenplayliue M Mocienyromue
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Ha3BaHUs MPUBOAATCA B JucTe GoHIa U KapTouke ponna. OObeqMHEHHBIH (OH BHOCUTCS MOJ
00001ICHHBIM Ha3BaHUEM O00bETMHEHHOTO (POHIA.

[Tpumep. "BHemKONbHBIE YYPEXKACHUS... OTAENAa HApOAHOTrO oOpasoBanus'. Ha3Banus
OpraHM3aluii, KOTOpBIE BOIUIA B JaHHBIA OOBEAWHEHHBIH (QOHJ, MPUBOAATCA B JUcTe GoHIA U
KapTouke (oHa.

Mexny HasBanmsiMu (OHAA oOcTaBisieTcs cBoOogHas crpoka. K cmmcky ¢oHIOB
COCTaBJSICTCSI MTOrOBas 3amMch Ha | sHBapsS KaxIOro rojaa, B KOTOPOH YKa3bIBAIOTCS
KOJIMYECTBO XpaHAIMXCst (HOHIOB, KOIMYECTBO (OHIOB, COJAEPXKALIMX OCO00 IICHHBIC
JIOKYMEHTBI, U CBOOOTHBIC HOMEPA B CITUCKE (DOHIIOB, €CITH TAKUE UMEHOTCS.

OnucHu nen

8.2.6. Omucu fen, BBIOJNHSIS OJHOBPEMEHHO PN (YHKIUN, SBISIOTCS TMEPBUYHBIM
YYETHBIM JIOKYMEHTOM JJISl IOSAMHUYHOTO U CYMMAapHOTO y4yeTa JieJ MOCTOSIHHOTO, BPEMEHHOTO
(cBbime 10 jeT) XpaHeHUs U O JTUYHOMY cOCTaBy. [loeIMHUYHBIN yUeT OCYIIECTBIISCTCS MyTeEM
3aKpeIUICHUS 32 KaXIbIM JIEJIOM (€AMHUIIEH XpaHEHHs) CAMOCTOSATEILHOTO HOMepa. CyMMapHbBIT
yUeT JIeJ1 JOCTHTAeTCsl COCTABIICHUEM UTOTOBO# 3amucy K onmucsm (cm. mim. 4.2.10 u 7.1.8).

Kaxxnoe wm3meHeHne oObemMa Jiell B OIHMCH, CBS3aHHOE C BBIOBITHEM, IOCTYIUICHHEM,
o0beAMHEHHEeM WM pacHOpMUPOBAHHEM JIEJI, HA OCHOBAHWU COOTBETCTBYIOIIUX JIOKYMEHTOB
OTPa)KaeTCsl B UTOIOBOM 3aIMCH K OTHCH.

[Tpumep. "[ena ¢ N 5 mo N 10 Beiobun mo akty mepemauu oT 05.07.81 N 7". 3atem
COCTaBIISISTCS HOBAash WTOrOBas 3amuch K OmuCH. [Ipu BBIOBITUH 1en W3 omwch B Tpade
"IIpumeuanue" Ha yPOBHE CTPOKH KaXKJIOTO BHIOBIBILIETO JIeTia JIeJaeTcs OTMETKa "BBIObLIO" .

3aKOHYEHHasl OMNMCh JEeJ, COCTOsAIIas W3 TOJOBBIX Ppa3JelioB, JOKHA HMMETh OOLIYIO
WUTOTOBYIO 3aIKCh MO BceM paznenam (cM. 1. 7.2.4 nactosimux [Ipasui). [To Mmepe nepenaun aen
Ha rOCYJapCTBEHHOE XPaHEHHE WJIM TONOJHEHHS ONUCH HOBBIM T'OJIOBBIM pa3/eioM o0mas
UTOrOBasl 3alHUCh nepecocraBisercs. B Hell ykaswiBaercs: "B omumcer N 2 3a 1980 - 1985 rr.
BHeceHo 20 (aBaauarte) nen ¢ N 250 mo N 269. Jlutepusie Homepa 251-a, 256-a, mponyiieHHbIe
HOoMepa 258, 261".

Ecnu onuch cOcTOMT M3 HECKOJIBKUX TOMOB (4acTeif), UTOroBas 3alMCh COCTABISETCA K
KaKJIOMY TOMY (4acTH), a K OCIeAHEMY TOMY (4acTH) COCTaBIseTCs 00Iasi UTOTOBasl 3aMUCh KO
Bcel onucu (KO BceM ToMaM (4acTsMm)).

8.2.6.1. Omnucu aen CTPyKTYpHBIX MOAPA3NEICHUN CIyXaT yYETHbIMH JOKYMEHTaMH 10
COCTaBJIEHUS! COOTBETCTBYIOLIETO I'OJOBOrO pa3jieiia CBOAHOW OIMCHU I OpraHM3aluH, I0CJIe
Yero MoJyiekaT XpaHeHuto B jene (¢GoHAa A0 Meperadd JIOKYMEHTOB 3a O3TH TOAbl Ha
rOCy/IapCTBEHHOE XPaHEHHUE.

Onucu nen  CTPYKTYpPHBIX TMOJPA3AEICHUM 10 JIMYHOMY COCTaBy XpaHSTCS 10
COIIACOBaHUs FOJJOBOTO pa3/iesia CBOAHOM OMMCH JE€JI OpraHu3aluu 1o Ju4HoMy cocTaBy ¢ JIIK
ApPXUBHOTO YUPEKICHHUS.

B nepepaGoTaHHBIX OMMCAX CTPYKTYPHBIX IOJPA3/EICHUN IOCIE€ HUTOTOBOW 3alUCH
ykazpiBaeTcs: "Omuck mepepaboTaHa, cM. roJ0BOW pasaen cBomHou ommcu N 3 3a 1979 r.".
3anuch MOJNKUCHIBACTCS JIUIIOM, C/IETABIIUM OTMETKY, C YKa3aHUEM JIOJDKHOCTH U JaThl 3alUCH.
Ecnu npu nepepaboTke onucu jaena o0beAUHSIUCH, TO B rpade "[Ipumedanue" mpoTUB TaKUX
nen ykasbiBaetcs: "O0benuneno ¢ N 16 on. 3 3a 1979 ron".

[lepepaboTaHHbIe ONMKMCHU CHUMAIOTCS C YU€Ta B CBS3U C BHIOBITUEM U3 HUX JEII.

8.2.6.2. Kaxxnoit 3akoHUE€HHOH OIMHUCH 110 JIUCTY (hOHIa MpHUCBaUBaAETCA B BaJIOBOM MOPSIJIKE
HOMEp OIHCH.

3aKOHYEHHBIE OMHMCU JIeNl TOCTOSHHOTO XpaHEHHs HMMEIOT OOBIYHYIO TOPSIKOBYIO
Hymepanuio (cMm. 1. 7.2.3). Ecim pokymeHTsl (GoOHAA YK€ TOCTYMadd Ha XpaHCHHE B
roCyJapCTBEHHBII apXuB, TO HOMEP 3aKOHUEHHOH OIMCH COTJIACOBBIBACTCS C 3TUM aPXHUBOM.
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K HOMepam 3akOHUEHHBIX OIUCEH JIeI 10 JIMYHOMY COCTaBy MpubOaBisieTcs HHAEKC "nc", K
HOMEpPaM 3aKOHUYEHHBIX onucel BpeMeHHoro (cBoimie 10 et) xpaneHus - nHaeKC "B".

IlopsaaKkoBbII HOMEpP ONUCH CTPYKTYPHOIO IOAPA3JEIEHHUS COCTOMT U3 HOMepa
CTPYKTYPHOTO Nojpa3zzefeHus ¢ 1o0aBieHueM HHjekca "cin" (CTpyKTypHOE MoApasfesieHue) u
yKazaHueM d4epe3 Aeduc AByX MOCIeAHMX HHU(p KaleHAapHOTO ToAa, B TEYEHHUE KOTOPOTO
00pa30BaIKCh J€ja, BKIIOYECHHBIE B OIUCH.

[Tpumep. lcn-81; 3cn-83.

[Tpu BBIOBITHH BCEX JIEJ MO KaKOW-TH00 3aKOHYEHHOM OMHCH €€ HOMEp JPYTUM OIUCSIM He
IIPUCBANBACTCA.

8.2.6.3. Y4eTHbIM JOKYMEHTOM JUIsl NOEIMHUYHOIO ydera Jesl BpeMeHHoro (1o 10 ser
BKJIIOUMTENBHO) XPAHEHUsI, KaK [IPABUJIIO, ABJSETCS 3aMEHSIONIAs ONUCh CBOJHAsI HOMEHKIATypa
JIeJ1 OpraHu3aluy, B KOTOPOIl /1e1aeTcs NTOroBasi 3aluch.

Homenkitatype npucBanBaercst Homep, cocrosmuii u3 uaaekca "Hp" ¢ mobasnennem uepes
neduc AByX mociueaHux uudp KaJeHIapHOro roja, Ha KOTOPBIA COCTaBlIeHa HOMEHKIIATypa Aedl.

[Tpumep. He-81; HB-83.

8.2.6.4. Onucu U 3aMEHSIOIINE UX HOMEHKIIATYPhI J€1 XPAHITCS OTAENIBHO MO KaXIOMY
donmy, B mpenenax (oOHIA OMHMCH PACIONATAIOTCS OTACIBHO Ha JOKYMEHTBI ITOCTOSIHHOTO,
BPEMEHHOT'0 XpaHEHUs U 0 JINYHOMY COCTaBy, a 3aTe€M 10 HOMepaM OIHUCEH.

Jluct dhonna

8.2.7. Jluct pouna (IIpunoxenue 29) 3aBoauTCS MpH MEPBOM MOCTYIUIEHUH (HOHAA.

JIuct poHa 3amomHsAETCs ¢ COOTIOACHNEM CIeIYIOINX OCHOBHBIX TPEOOBaHUI:

- ecnd OH[ COAEPIKUT 0CO0O0 LIEHHBIE JOKYMEHTBI, TO K €r0 HOMEpY J00aBIsSETCs] HHACKC
nouu;

- B rpade "Mectonaxoxaenue Qonaa" ykasblBaeTCs Ha3BaHHME OPraHU3allUd, B apXHBE
KOTOPOM OH XPaHUTCS;

- B rpade "Jlata mepBoro noctyruieHus: GpoHaa" ykasbIBaeTcs jJaTa IepBOro MOCTYIUICHUS
nen ¢GoHIAa B JAHHBIA apXWB; JUII OOBEIWHEHHOTO apXWBHOTO ()OHIA W KOJUICKIMH - JaTa
NEPBOTO MOCTYIJICHUsI WM J]aTa ero (ee) Co3/1aHus B apXUBE;

- B rpade "KpaiiHue natel Kaxkaoro HasBaHMs (OHAA" yKa3bIBAalOTCA HayalbHas |
KOHeYHast J1aThl (PYHKIIMOHUPOBAHUS OPTraHU3aIMM ITOJ KaXKIbIM HA3BaHUEM, HE3aBHCHMO OT
HaM4us B QOHJIE TOKYMEHTOB 32 3TOT MEPUO/I.

Ota rpada 3anoaHsIeTCs CleAYIOINUM 00pa3oM:

- U1 00BEAMHEHHOTO apXUBHOTO (OH/IA, 0OPa30BAHHOTO MO OOBEKTY JEATEILHOCTH WIIH
NOJYMHEHHOCTH OpraHU3allMM, YKa3bIBalOTCS KpalHHE JaThl HAaUMEHOBaHMS OOBEKTa WU
PYKOBOJSIIETO OpraHa, Ha 0a3e KOToporo co3aaH GoH;

- 11 OOBbEJUHEHHOTO0 apXUBHOTO (poHMIA, 0OPa30BAaHHOIO U3 JOKYMEHTOB OJIHOPOJHBIX
OpraHu3alliii WM OpTaHM3alWi, IOCIEIOBATEIbHO CMEHSIBIIUX JIpPYr APYyra, YKa3bIBalOTCS
camas paHHsS JaTa OoOpa3oBaHMs OAHOM M3 HUX W Jara JHUKBUAAUUM mocineaHei. Ecmu
OpraHu3aIys MpoJoKaeT (PyHKIIMOHUPOBATh, KOHEYHAS JaTa HE MPOCTABIISETCS.

B rpade "Ha3panue ¢onHma" B XpOHONIOrMYECKOH MOCIEIOBATENBHOCTH MEPEUUCISIOTCS
BCE Ha3BaHWS M IOJBEJOMCTBEHHOCTHb OpraHW3aluu - (GoHZ000pa3oBaTeNss C MOMEHTa ee
BO3HMKHOBEHUS!, BHE 3aBUCMOCTH OT HAIMYMS JOKYMEHTOB 3a 3TOT MEPHO/.

s oObenuHEHHBIX apXUBHBIX (OHIOB B rpade ykasbiBaeTcs 0000IIEHHOE Ha3BaHUE
doHIa, a 3areM INepeurciIsIIoTCs Ha3BaHUS BceX opraHuzauuii - (oHxooOpazoBaresei,
JOKYMEHTBI KOTOPBIX BOIIUTM B COCTaB OOBEAMHEHHOTO (OHIA 3a BECh MEPHUOA MX
CYIIECTBOBAHMUS.
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Bce mnocnenyrommue M3MEHEHMS B HAa3BaHUU U IOABEIOMCTBEHHOCTHM OpraHu3alluy -
dbong000pa3oBaTeNsi BHOCATCA B JHUCT (OHIA MO MEpe MOCTYIUICHHUS B apXUB JTOKYMEHTOB
donna.

8.2.7.1. B mucre ¢onma GUKCUPYIOTCS BCE TOCTYIUICHHS W BBIOBITHS ONMHCAHHBIX W
HEOIMCAHHBIX JOKYMEHTOB (oHJa. VI3MeHeHus: B ydeTHbIE JaHHBIC JHcTa (OHIA BHOCATCS HA
OCHOBaHUHU:

- ONHUCHU CTPYKTYPHOI'O MOJPA3AEICHUS W TOJOBOrO pasjiena CBOAHOW ONUCH Jel
OpraHu3aIuy;

- HOMEHKJIATyphl €1 OPraHU3ally, 3aMEHSIOIEN TOJ0BOM pa3/iell CBOAHOM OIUCH e,

- aKTa Ipuema - epeauu Jejl B rocy1apCTBEHHBINA WM JPYToil BEIOMCTBEHHBIHM apXuB;

- aKTa O BBIJCJIEHUU K YHUUTOKEHUIO JIEIT;

- aKTa 0 HEOOHAPYKEHUU JIeTI, IIYTH PO3bICKa KOTOPHIX HCUYEPIIaHbI,

- aKTa 0 HEUCIIPAaBUMOM ITOBPEKICHUU €,

- aKTa MPOBEPKU HAJIUYHUS U COCTOSIHUS JIe.

Ecnn nena mocTossHHOTO XpaHEHUs, BpeMEHHOro xpaHeHus (cBoimie 10 Jiet) wid 1o
JUYHOMY COCTaBy, BKJIIOYCHHbBIEC B OMUCHU CTPYKTYPHBIX MOJpa3/eieHH, BOLIUIA B COCTaB el
COOTBETCTBYIOILIETO I'0JI0BOT0 pa3jieiia CBOJAHOM OMMCH 1€, TO OCHOBAHUEM JUIsl CHATHS C yyeTa
9THX JIeJT ABJISIETCSI TaHHBINA TOJ0BOM pa3/ien CBOAHOM omucH e, B Takom ciydae B rpade 2 (2.
VY4er onucaHHBIX JOKYMEHTOB) JUCTa (POHJIA YKA3bIBAETCsI HOMEp NepepadOTaHHOW OIUCH, IO
KOTOPOM TOKYMEHTHI ObLIIM YYTEHBI TP MOCTyIUIeHuu (mpumep: "4cn-79"), a B rpade 7 - HOMEp
ONMCH, B KOTOPYIO BKIIKOYEH TOJOBOM pa3/ell CBOAHOM ONUCH JEJ, B KOTOPBIA BKIIFOUECHBI
JIOKYMEHTHI [10ocIie IepepaboTKu.

[Ipumep. 'onosoii paznen ceoanoi onucu N 3 3a 1979 r.

8.2.7.2. VI3MeHeHUs, CBSI3aHHBIC ¢ TEXHUICCKUMU OIIMOKAMH, BHOCATCS B TOJIOBOM pa3ies
CBOJIHOH OMKCH JIeN WM B 3aKOHUYEHHYIO OIHCH, a 3aT€M B JIUCT (DOHAA B COOTBETCTBUH C aKTOM
NPOBEPKH HAJMYMUS U COCTOSIHHA J1eN (pOHIA TOJNBKO IMOCIE YTBEPXKACHUS €r0 PYKOBOIUTEIIEM
OpraHu3alyii, a U3MEHEHHUsI, CBSI3aHHBIE C HEOOHAPYKEHHBIMU U HEUCTIPABUMO MOBPEXKACHHBIMU
JIeJIaMU TIOCTOSTHHOTO XpaHeHus (cM. mil. 2 u 8.6 akTa), BHOCATCS TOJIKO ITOCIIE COTJIACOBAHUS
aKTa C COOTBETCTBYIOIIMM apXHBHBIM yupekaeHueMm (cM. . 5.5.15).

8.2.7.3. Jluct hona mepecocTaBisieTCss B UCKITIOYUTENBHBIX CITyJasix:

- €CJIM OH HEHCIIPaBUMO MOBPEXKJIEH;

- ecnu OOBEAVMHEHHOMY apXUBHOMY (DOHAY MPHUCBOEH HOMEpP OAHOro H3 (HOHJIOB,
BOILIE/IIINX B €r0 COCTaB.

B cnyuyae mepecocraBnenus nucta (GoHaa cTapblii JHUCT momMemiaercs B Aeno (onma. B
BEPXHEM INPaBOM YIJIy CTaporo M HOBOIO JIUCTOB (oHAa jaenaercs oTrMerka "Jluct
MePECOCTaBIICH" M yKa3bIBAaETCA JlaTa IEPECOCTABIICHUSI JIUCTA.

Ecnu Ha nucte QoHma He ocraercs MecTa JJIsl OYEpEAHBIX 3alucei, 3aBOAMTCS JIUCT -
IPOJOKEHHE, B IPAaBOM BEPXHEM YTy KOTOPOIO yKa3bIBaeTcs: "mpojaoinkenue, . N mucr 2"
Ha mepBom mmcre nenaercs ccwhiika '"cM. mpomomkenue d. 2 (3, 4 u T1.40.)". Jlucter -
MIPOJIOJDKEHHS TIOIKIIA IBIBAIOTCS 32 OCHOBHBIM JIHCTOM.

8.2.7.4. Jluctbl (OHIOB XpaHATCS B HEMOALIMTOM BHJIE B IHOpPsJAKE HOMEpPOB (OHAOB B
nanke ¢ KianaHam. Ecim JHCTBI XpaHATCS B HECKOJBKUX TalKax, TO OHW HYMEpYyHTCs B
BAJIOBOM Topsiike. B Kak0i manke Ha OTAETHOM JINCTE COCTABISAETCS 3aBEPUTEIbHAS HAAINUChH
o ¢opme: "B manke (N ) xpansarcst muctel 26 doumoB ¢ N 20 mo N 45. Jlucter pormoB N
UMEIOT MPOAOJKeHUs". 3aBepuTeNibHas HAIIUCh MOJMUCHIBACTCS JIMIIOM, €€ COCTaBUBIIUM, C
yKa3aHHEM JIOJDKHOCTH U IaThl. [Ipy M3MEHEHUH cOCTaBa JIMCTOB (POHIOB, XPAHSIIMXCS B TAIKe,
COCTaBJIIETCSI HOBas 3aBEpPUTENIbHAS HAJIKCh, MPH ITOM Ipeblaylias TOJIbKO 3a4epKUBACTCA,
HO U3 TIAITKH HE U3BIMAETCH.

Kaprouka apxuBHoro ¢onna
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8.2.8. Kaprouka apxusHoro ¢ouma (I[Ipmioxenne 30) cocTaBisieTcst B IBYX K3eMIULSIpax
MOCJIe 3amoJIHeHHs cnucka (GoHIoB W jucta (OHAA NPH TEPBOM IMOCTYIUICHHH ael (oHaa
IOCTOSIHHOTO XPaHEHUS B BEIOMCTBEHHBIH apxuB. OIUH DK3EMIUIAP MPEICTaBISETCS B
COOTBETCTBYIOIIEE YUPESIKICHHE TOCYIAPCTBCHHOW apXWBHOW CIIY)KOBI, BTOPOH - OCTaeTcs B
OpraHu3aIlfy I KOHTPOJISL.

JlumeBasi CTOpOHa KapTOYKH 3amlOJHSETCS B BEJAOMCTBEHHOM apxuBe. JlaHHbBIE IS
3aroyiHeHus KapTouku Gouma Oepyres u3 mucra ponma. ['pada "Mecto xpanenus ¢ponga" He
3amoJHsAeT s, ecii (POH/I XpaHWTCS B apXWBE OpraHu3anuu - (GoHmooOpasosarens. B rpadax
"Kpaitnue natel kaxknporo Ha3Banus Qonma" u "Haspanume ¢Qonma" ykaspBaroTcs Bce
NIEPEUMCHOBAHMSI 1 U3MEHECHUS B TIOJJUMHECHHOCTH OPTaHU3AIHH.

Ha o6opoTHoIi cTropoHe B TiepBoii Tpade Ha | ssHBapst KaXKI0TO TOAa MPUBOASTCS TaHHBIC O
coctaBe U 00beMe TOKyMeHTOB ()oHJa Ha | sSHBaps roja, CICIYIOMIETO 3a TOAOM IMOCTYIUICHUS
¢doHa B apxuB.

Jlata oTnpaBieHUs KapTOYKH (DOHIA B apXMBHOE YUPEKICHUE 3aIMCHIBACTCS B JIUCTE
donna.

Jeno ¢ponma

8.2.9. Ha xaxnprit ¢ponn Benercs neno ¢oHga. B geno GoHma BKIFOYAIOTCS JOKYMEHTHI,
OTpa)karoIlie HCTOPUIO OpraHU3aIK U ee (POHIa: nCToprudecKas cripaBka (cM. mi. 9.5.1 - 9.5.5),
cxema cucremarmzanuu (oHma (cM. mompaszaen 6.2), MeToAMYECKHe Tocobust mo oOpadboTke
doHIa, crapeie JUCTHI (QOHAA IMOCIE MX MEPECOCTABJIICHUsS, aKThl mepemadyn nen (GoHma Ha
rOCyJapCTBEHHOE XpaHEHHE, O BBIACICHHHM K YHUYTOXKEHUIO IOKYMEHTOB W Aen (oHIa, O
HEHCIIPABUMBIX TOBPESKACHUAX JOKYMEHTOB U Jie)l (OH/A, O IPOBEACHUH MTPOBEPOK HAJIMUUS U
COCTOSIHUS 1€ U T.JI.

AKTBI W JIpyrue JOKYMEHTBI, (PMKCHUPYIOIIUE M3MEHEHHUS B cocTaBe M oObeme (oHMa,
BKITIOYAIOTCSA B €70 (DOHIA TOINBKO C OTMETKOW O BHECEHHMHM W3MEHEHHH BO BCE YUYETHBIE
JIOKYMEHTBI BEJIOMCTBEHHOT'O apXHBa.

Bce moxymeHTHI B fienie oHIa pacoiaraloTcsi B XpOHOJIOTUYECKOH MTOCIIEI0BATEILHOCTH
uX cocraBieHus. Ha mokyMmMeHTHI nena (hOHIIa COCTABIISCTCS BHYTPEHHSS OIHUCH, JIUCTHI Jiena
HYMEpYIOTCSI, K Jey (OHIa COCTaBISIETCS 3aBEepHUTENbHAs HaAmuch. [0 Mepe MOmoIHEeHUs
(doHIa 3aBepUTEIbHAS HAAMUCH U BHYTPSHHSISI OTHCH JIOTIOTHSFOTCS.

Kaxnomy nemy ¢onma mpucBamBaercss HOMep cooTBeTCTByloniero ¢onna. Jlena ¢hoHmoB
XpaHATCS B OPSAKE HOMEPOB (DOHJIOB.

Pazzen 9. HAYYHO - CITPABOYHBIN ATIITAPAT
K JOKYMEHTAM BEJIOMCTBEHHOI'O APXNBA

B nmemsix oOecnedeHus COXpaHHOCTH M ONEPATUBHOTO IOMCKAa JOKYMEHTOB, a TakKke
HauOoJiee TMOJHOIO HCHOJb30BAHUS coJiepKalleiicss B HUX HMH(OpPMaluM B BEJOMCTBEHHOM
apXMBE€ CO3/Ia€TCS HAY4YHO - CHpPaBOYHBIM ammapaT K JokymeHTam apxuBa (HCA), xotopslit
BKJIIOYaeT B ce0s CHOPAaBOYHUKM 10 Y4YeTy U COJAEpKaHHIO (DOHJIOB, CO37aBaeMble B
JIeNIONPON3BOACTBE M apxuBe opraHuzanuu. CocTraB HayyHO - CIPaBOYHOIO ammapara
BEJIOMCTBEHHOI'0 apXHBa OIPEAECIIAECTCS BUIOM apXUBa, COCTABOM U COACPKAHUEM XPAHSIIUXCS
B HEM JOKYMEHTOB, XAapaKTepOM M 3aJlayaMd IIOMCKAa W WHTEHCHUBHOCTBIO MCIOJIb30BaHUS
JIOKYMEHTOB.

B cocraB HCA BenoMCTBEHHOTO apXuBa BXOJISAT apXUBHBIE CIPABOYHUKU MO O0BEMY,
COCTaBY U COACPIKAHUIO JOKYMEHTOB.

OcHoBHOM yacThio HCA sBISIOTCS apXMBHBIE CIIPABOYHUKH IO COCTaBY M COJIEPHKAHUIO
JOKYMEHTOB: OIIMCU J€JI MU 3aMEHSIOIIHME HMX HOMEHKIATyphl J€J, KaTallord, KapTOTEKH,
yKazareiau, UICTOPUYECKHUE CIPaBKH, TeMaThuueckrue U (oHI0BbIe 0030pbl. [lomoNHEeHneM K 3TUM
apXUBHBIM CIIPABOYHMKAM MOTYT CIYKUTh HH(OPMAIMOHHBIE JIOKYMEHTBI: TEeMaTHYeCKue
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NEepeYHr JOKYMEHTOB, HMH(OpMAIMOHHBIE THCbMa, CIPAaBKM O COCTaBE M COJICPKAHUU
JIOKYMEHTOB, a TAKXKE BEJOMCTBEHHBIC [I€YaTHBIE U31aHHUS.

B MHOTOOHIOBBIX BEJOMCTBEHHBIX apxuBax B wenax opranuzamuun HCA Moxer
pa3pabaTbiBaTbCcsi  €ro  CXema, KOTOpas  COIVIACOBBIBAETCA C  COOTBETCTBYIOIIMM
rOCyJapCTBEHHBIM APXUBOM.

9.1. Onucu nen

Onmchp fen  sBISETCS OTIPAaBHBIM JOKYMEHTOM Ui pa3padOTKU JPYTruX BHJIOB
CIPAaBOYHUKOB, TaK KaK HX CO3/aHUe (KpOME YYETHO - PEruCTPalMOHHBIX CIIPaBOYHBIX
KapTOTEK, COCTaBJISIEMbIX B JIEJIONPOU3BOJICTBE) HAUUHAETCS ¢ U3yUEHUs omnucel aen. Bee Buibl
HCA cBs3anbl Mexay coOOi MOMCKOBBIMU JAHHBIMU JOKYMEHTOB, 3aKpEIVIEHHBIMH OIHCHIO
nen. B coctaB MOMCKOBBIX JaHHBIX BXOAAT HOMepa: (OHMAA, OIMCH, Jela, a TaKKe JIUCTOB JIeT,
I7ie 3T0 He0OXOAUMO.

[Tpu cozganum stHXx BuAoB HCA menecooOpa3HO MOJIB30BaThCA OMUCSIMHU, KOTOPBIE HE
OyayT nepepalaTbIBaThCsl: 3aKOHUYEHHBIE OIHUCH JEJ WM I'OJOBbIE Pa3/enbl Jesl MOCTOSHHOTO
XpaHEeHus1, BpeMeHHOT 0 (cBblie 10 j1eT) XxpaHeHus U 110 JINYHOMY COCTaBYy.

B cinyyae HEOOXOIMMOCTH CO3/1aHMs CIPAaBOYHHMKOB K JeinaM BpeMmeHHoro (o 10 iert)
XPaHEHUs CIIEYET UCMOIb30BaTh JI€JIO0NPOU3BOICTBEHHbBIE KAPTOTEKH, CBSI3aHHbIE MOMCKOBBIMU
JAHHBIMH C HOMEHKJIATypaMH JieJl, 3aMEHSIOLIMMHU OIHCH.

9.2. Kaproreku. Katanoru

9.2.1. Kaproreka (kartanor) siBIsieTCS apXHUBHBIM CIIPAaBOYHMKOM, B KOTOPOM CBEJCHMS O
COJIEp’)KaHUU JIOKYMEHTOB apXHBa OTPaXKEHbl HA KapTOUYKAX, PACIIOIOKEHHBIX B COOTBETCTBUH C
HOMEHKJIATypOo# Jiell WIM CHEelHaJbHO pa3padOTaHHOW CXeMOHl NOCTPOeHHs KapTOTEKU
(xaTasora).

9.2.2. HeoOXoauMOCTh CO3JaHHMsI KapTOTEK M BBIOOp HUX BHJIOB OIPENENIAIOTCA
NOTPEOHOCTSMU OPraHM3alMU B HH(OPMALIUU O COCTABE U COJIEP’KaHNUU JOKYMEHTOB apXHBa.

KaproTeku co3naroTcs Ha JOKYMEHThI HanOoJjiee YacTO HCMOJIb3yeMbIX (DOHJOB MM HX
yacTell (OpraHU3allMOHHO - paclopsAMTENbHAsT JOKYMEHTAlMs, JOKYMEHTBl M0 JHYHOMY
COCTaBYy, HAY4HO - TEXHUUYECKasl JOKYMEHTAus U T.1.).

9.2.3. KaproTekn MOTYT MOJHOCTBIO CO3/1aBaThCsi B BEIOMCTBEHHOM AapXHWBE WM HX
OCHOBOH MOTYT CIyKUTb YYETHO - PETUCTPALIMOHHBIE U CIIPAaBOYHBIE KAPTOTEKH, CO3/1aBAEMBIE B
JIEJIONPOU3BOJCTBE OpraHU3allMd U TOCTYNMBIIME B BEJOMCTBEHHBII apXuWB BMECTE C
JIOKyMEHTaMH.

B nocnennem ciiydae B BEIOMCTBEHHOM apXMBE MTPOU3BOJIUTCS 00pabOTKa MOCTYNUBIINX B
apxuB KapToTek <*>. OHa BKJIIOYaeT: 0TOOp KapTOUYEK U3 KapTOTEK Ha JIOKYMEHTHI, BOIIE/IINE B
JieJla TIOCTOSIHHOTO, BpeMeHHoro (cBeimie 10 jieT) XpaHeHus, a Takke Ha Jena M0 JINYHOMY
COCTaBy; IIPOCTABJIEHHE HAa KAPTOUKaX apXUBHBIX HIM(POB (BbIHECEHHE HAa KAPTOUKY MOUCKOBBIX
JAHHBIX O JIeJIe WM JIOKyMEHTEe, Ha KOTOpbIe COCTaBJIEHA JaHHasl KapToyKa); CUCTEMaTH3aIUI0
0TOOpaHHBIX KapTOUEK B COOTBETCTBHUHU C MPUHSATON CXeMOIl cucTeMaTH3aIiH.

<*> [lepenaBaeMble B BEJOMCTBEHHBI apxuB TEPPOKAPTOTEKH U JPyrue BUIBI
MaIIMHOYMTAEMBIX CIPAaBOYHUKOB 00paboTke He mojiexkaT. OHM TepefaroTcs B apXUB CO
cxemoil mepdoparuu, mMakerom mep@oxkapT, WHPOPMAIMOHHO - IMOWMCKOBBIM TE3aypycoM U
JIECKPUIITOPHBIM CIIOBAPEM.

9.2.4. B 3aBuUCHMOCTH OT 3ala4 10 HUCIIOJIB30BAHUIKO HOOKYMCHTOB H COICPKAHUA
JOKYMCHTOB BCAOMCTBCHHOI'0O apxmBa MOI'yT CO3AaBaTbCiad MNPEAMETHBIC, MNPEIMETHO -
TEMATUYCCKUC U NPYTUC KAPTOTCKU.



B nmpenMeTHOl KapTOTeKe KapTOYKU IPYNIUPYIOTCS MO al(aBUTy MPEAMETHBIX MOHATHMA
(dakToB, cOOBITHII, TeorpaUUecKUX HAWMMEHOBaHMK) W juIl. JlaJbHEWIas CUCTeMaTH3aIMs
OCYILIECTBJISIETCS B JIOTUYECKOM MIIM XPOHOJIOTMUYECKOH MOCIE10BATEIILHOCTH.

PazHOBUIHOCTAMU TNpeIMETHOM KapTOTEKU SBJSIIOTCA HUMEHHas, reorpaduyeckas
KapTOTEKH, KapTOTEKa 10 UCTOPUU OpraHU3alMH U T.1I.

KaproTeka 1no wucTopuM opraHu3aluid co3Aaercs, Kak IpaBWIO, B LEHTPAJIbHOM,
LEHTPAJILHOM OTPAcieBOM, OObEAMHEHHOM BEIOMCTBEHHOM apXHBE, HMEIOLIEM OOJBIIYIO CETh
UCTOYHUKOB KOMILJIEKTOBaHUs. OHa COAEpKUT MH(OPMALUIO O CO3JaHMM, MpPeoOpa3oBaHUM,
JMKBUJIALIUU OpPTaHU3alUN OTPaciy (CUCTEMBI), IEPENAIOIIMX TOKYMEHTHI B IaHHBII apXuB, CO
CCbUIKAMH Ha COOTBETCTBYIOLIUE PACIOPAAUTEIbHbIE JOKYMEHTBI, SIBJISIOIIMECS OCHOBAaHHEM
JUIS UX CO3JIaHus, MpeoOpa3oBaHusl, TUKBUIALINN.

B mpeamerHo - TeMaTW4yecKol KapTOTEKe KapTOUKM TPYNIUPYIOTCS BHYTPU TEM IO
IPEIMETHOMY IPU3HAKY.

B kaproTeke KapTOUKM paclojiaraloTcsi B COOTBETCTBUM C IPHUHATOW CXEMOM
cucremaruzauuu. Pasgensl, moapasiensl CXeMbl OTACHAIOTCA JIpYr OT Jpyra KapTOYKaMu -
paspenurensiMu. Ha smukax, KOpoOkKax ¢ KapTOTEKOW YKa3bIBalOTCA Ha3BaHUS pa3felios,
[OJIpa3/iesioB KapTOTEKHU, COAEPKAIINUXCS B JaHHON KOpOOKe (SLIUKE).

9.2.5. KaproTeka 1o JMYHOMY COCTaBy CO3JAeTCsl Ul IIOMCKA CBEIEHUH O TPYAOBOM
CTa)ke, 3apIuiaTe M JPYrMX JaHHBIX COLMAJIbHO - MPABOBOro Xapakrepa. KapTouku TOJIKHBI
coJepXkaTh CIENyIIyl0 HHpOpMauuio: (paMumwinusg, HUMs, OTYECTBO pPAaOOTHHUKA, CChUIKA Ha
HoMmepa (OHJAA, OMMCEH, NIl U JINCTOB, B KOTOPBIX HMMEIOTCA CBeAeHUs o0 HeM. Kaprouku
CHUCTEMaTH3UPYIOTCs 1O (aMIIUAM B MOpsAKe andaBuTa, B Mpeaenaax OJUHAKOBBIX (aMHUIUil -
1o anaBUTy UMEH U OTYECTB.

9.2.6. B apxuBax, XpaHAIIUX 3HAYUTEIBHOE KOJUYECTBO (POHAOB, /Ui OBICTPOTrO MOUCKA
uH(pOpMallUl  COCTaBJsIeTCs  KapToTeka Ha3BaHuid ¢oHnoB. Ha kaxnoe Ha3BaHue
(neperMeHoBaHuE) (POHJIA COCTABISETCA KapTOUKa C YKa3aHUEM €ro HoMepa U KpalHuXx Jat aedl.

Kaprouku B kapToTeke pacnonararorcs B an(aBUTHOM NOPSAIKE BUJOB OpraHU3aluil.

ITpumep. ba3zbl, 3aBo/bI, KOHTOPHI U T.JI.

9.2.7. HpI/I HaJIMYUKU B BCIAOMCTBCHHOM apXHWBE HCCKOJIBKUX KAPTOTEK OHU MOI'yT
06’BGHI/IH$ITBC$I B KaTaJIOru (HpeI[MeTHO - TEMaTU4YCCKUEC, CUCTEMATHYCCKHUEC U )Ip)

9.3. Ykaszarenu

VYka3zarenau B BEJOMCTBEHHOM apXWBE COCTABIIAIOTCS, KaK MPABUIIO, K OMUCSAM (OHIOB IS
oOneryeHus: moucka WHGOPMAIMU O JOKYMEHTaxX, coaepkammuxcs B HUX (cM. mm. 7.1.11 u
7.2.10).

9.4. OG30pbI JOKYMEHTOB

9.4.1. O030p NOKyMEHTOB - apXWBHBIH CIPAaBOYHHUK HH(OPMALIMOHHOTO Xapakrepa o
COCTaBe M COJIEPKAaHMM JOKYMEHTOB OJHOIO MIM HECKOJbKuX (oHI0B. Bumamu o0030pa
ABIISAIOTCA 0030p OHIa M TEMAaTUYECKHIT 0030p.

O0630p (oHIa BKIIOYACT CUCTEMATH3UPOBAHHbBIE CBEACHUS O COCTaBE M COJAEP)KaHUH
JIOKYMEHTOB OJTHOTO (hoHIa.

TemaTnueckuii 0030p BKIIOYAET CHCTEMATU3MPOBAHHBIE CBEACHHMS O COCTaBe U
COJIepKaHNH JIOKYMEHTOB OJTHOTO WJIM HECKOJBKUX (DOHJIOB IO OTPEICICHHON TEME.

9.4.2. OO630p cOCTOMT M3 XapaKTEPUCTHKH oOpraHuzauuii - ¢ongooOpa3oBaTenei,
XapaKTEPUCTHKH TOKYMEHTOB M CITIPABOYHOTO aIllapara.

Cxema mocTpoeHHs 0030pa MOXeET ObITh: CTPYKTypHas, oTpacieBas ((pyHKIHOHaIbHas),
TEMaTU9IeCKast, XPOHOJIOTHIECKAs 1 JIp.
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9.4.3. Wudopmauus o JOKyMEeHTaXx B o0030pe JdaeTcss B BHJAEC TIPYMIOBBIX MU
WHAUBUAYaJIbHBIX aHHOTALUH.

B rpynmoBeIx aHHOTanmsx HH(pOpManuUs mpeacTaBiseTcs B 0000meHHOl (opme ¢
yYKa3aHWEM pa3HOBUIHOCTU JIOKYMEHTOB, WX aBTOPOB, KPATKOTO OIHUCAHHS COJIEp’KaHUs,
XPOHOJIOTUYECKUX PaMOK, IOJJIMHHOCTU U 00beMa JOKYMEHTOB.

['pymnmnoBble aHHOTALIMKM MOTYT JOMOJHATHCS HHIWBUIYaJbHBIMU, B KOTOPBIX IOJHEE U
JI€TaJIbHEE PACKPBIBAETCS COIEpKaHNE HanboJIee BaXKHbIX U 3HAYUTEIbHBIX T0KYMEHTOB.

AHHOTAIUU COMPOBOXKAAIOTCS TOUCKOBBIMU JTAHHBIMHU, COCTOSLIMMH U3 HOMEPOB (HOHIOB,
OITHCEH, Il U JIUCTOB.

9.4.4. B cocTaB crpaBOYHOTO armapara 0030pa BXOJIAT: THUTYJIbHBIN JIKCT, OTJIABJICHHE,
CIHMCOK COKPAICHUH, YKa3aTelld U JJIsl TEMaTUYECKHX 0030pOB - CIHCOK (OHAOB, HH(OPMAIHS
0 KOTOPBIX BKJIFOUEHA B 0030D.

9.5. Uctopuueckas cripaBka

9.5.1. Ilpu mepBOM MOCTYIJIEHUHM JOKYMEHTOB (OHJa B BEIOMCTBEHHBIH apXuUB UM
COCTaBIISICTCS] HICTOpHYECKas CIipaBKa o (hoHmo00pa3oBaTese u QPoH/IE.

Hcropuueckast crnpaBka COCTOMT M3 TpeX pasJesioB: UCTOpuH (oHmooOpazoBaters,
ucropur GoHJa, XapaKTEPUCTUKH JOKYMEHTOB (hoHa.

B nepBoM pasznene cHpaBKHM OTpakalOTCd B XPOHOJIOTMUECKOH IOCIIENOBATEIBHOCTH
CJIEYIOINE CBEICHHUS:

- pacropsAUTEIbHbIE aKThl O CO3aHUH, IPEOOPA30BAHNUN U JIMKBUAALUU OpraHU3allu;

- KpaliHue JaThl 1eATeIbHOCTH OpraHu3aliu;

- 3a]1a4d ¥ QYHKIMHM OPraHU3alUU U UX U3MEHEHNUS;

- Macmtad JAESITENbHOCTH  OpraHU3allMd, COCTaB CHUCTEMBl  IO/IBEIOMCTBEHHBIX
OpraHu3aIui;

- MECTO OpraHM3allMM B CHUCTEME I'OCYJapCTBEHHOI'O ammnapara, HapoJHOM XO3sIHCTBE WU
0O0IIECTBEHHO - KYJIbTYPHOMU KU3HU;

- U3MEHEHHMSI B Ha3BaHUU U TOTYMHEHHOCTH OpPraHu3allnu;

- CTPYKTYpa OpraHu3aluy U €€ U3MEHEHNS.

Bo BTOpoMm paznene:

- KOJIMYECTBO JieN B (JOHJIE U KpaifHue faThl Aen GpoHaa;

- BpeMs IocTyIieHus (POH/1a B BEJOMCTBEHHBIN apXUB;

- UI3MEHEHMs B cocTaBe U o0beMe (OHa U UX MPUUMHBI,

- YKa3aHue JaThl IepBOH Mepeaaun JOKYMEHTOB Ha TOCY/IapCTBEHHOE XpaHEHHUE;

- MECTO IepelayH;

- CTENEeHb COXPAHHOCTH JJOKYMEHTOB.

B tperseM paznene:

- 00001IeHHas XapaKTepUCTHKa (PoHIa KaK MO0 Pa3HOBUIHOCTSAM JOKYMEHTOB, TaK U MO UX
COJIepKAaHUIO, HAJTMYKE IOKYMEHTOB, BBIXOSIINX 32 XPOHOJIOTHYECKHE TpaHULbl (HOH/a;

- Hay4HO - CIIPaBOYHBIN anmnapar K GoHay;

- HCTIOJIb30BAHUE IOKYMEHTOB (POH/IA (B KAKHX LIETIAX).

HcTtopuueckas cripaBka JOMONHSETCS MPH JalbHEWIIEM IMOMOJHEHUH (OHJA, a TaKkkKe B
cllyyae peopraHu3alMy, U3MEHEHUs! CTPYKTYpbI, (GYHKIMHA opraHuzanuu u T.1. Mcropuueckas
cripaBKa (4acTh €€) MPEeCTaBIsAETCsS B TOCYIAPCTBEHHBIA apXHUB BMECTE C KaXJIOW 3aKOHUCHHOU
OIKCHIO.

9.5.2. B nmepBoM paszesie UCTOPUYECKON CHPAaBKH K APXMBHOM KOJUIEKIIMM YKa3bIBAKOTCS
CBEJICHMSI 110 UCTOPUH €€ CO3JaHMsl, O COCTABUTEIE, & TAKKE O MECTOHAXOKIECHUM KOJUIEKIUH J10
MOCTYIJIEHUS B apXUB (€c/ii OHA He ObUIa CO3/7aHa B apXUBeE).

Bropoii u Tpetuil pasnensl UCTOPUYECKON CIPAaBKU apXMBHOM KOJUIEKIIMU CTPOSATCS IO
AQHAJIOTMM C COOTBETCTBYIOIIMMHU pa3fellaMd HCTOPUYECKONW CHpPaBKUM apXUBHOrO (QoHaa
OpraHH3aIiHy.



9.5.3. CnpaBku NOANUCHIBAIOTCS MCIOJIHUTEIEM U 3aBEAYIOLUIMM apXHWBOM (JIMLIOM,
OTBETCTBEHHBIM 32 apXUB).

9.5.4. Ucropuyeckas clipaBka redyaTaercs B 4-X 3K3eMIUIIpax: TPU BMECTE C OMHUCIMHU
IepefaTcss B TIOCYJapCTBEHHbIN apXuB IpH IEpBOM Iepenade AOKYMEHTOB (hOHIA, OJIUH
XpaHUTCA B Jiesie poHAa B BEJOMCTBEHHOM apxuBe. B manmpHeiimemM JONOTHEHUS (GUKCHPYIOTCS
BO BCEX IK3EMILISIPAxX CIPABKH.

9.5.5. HUcropuueckass cmpaBka K HEOOJIbIIMM 1O 00beMy (oHmaM, HMMEIOUIM
XPOHOJIOTUYECKH - CTPYKTYPHYIO CUCTEMaTH3allMIO JIeJl B OIIMCH, MOKET 3aMEHATh [IPEIUCIOBHE
K IIEpBOMY T'0JIOBOMY pa3ziely CBOJAHON OMHUCH /€.

Paznen 10. UCIIOJIbB3OBAHUE JOKYMEHTOB
BEJOMCTBEHHOI'O APXHMBA

10.1. OO01mue monoKeHus

10.1.1. ToxymMeHTBhl BEJOMCTBEHHOI'O apXHBa HUCIIOJIb3YIOTCS OpraHU3alleil, B CTPYKType
KOTOPOH (YHKIIMOHUPYET apXuB, 3aMHTEPECOBAHHBIMH T'OCYJAPCTBEHHBIMH M OOIIECTBEHHBIMHU
OpraHu3alUsIMM IpU pPa3pabOTKe IJIAHOB SKOHOMUYECKOTO M COLMAIBHOIO Pa3BUTHSA, NpPHU
pelIeHUH HApOJIHOXO3WCTBEHHBIX 3a/lay, BOIIPOCOB PA3BUTHUSI HAYKU U KYJIbTYpbI, B UJCHHO -
BOCIIUTATEIbHOM M arUTAlMOHHO - IPOTIAraHMCTCKOM padoTe, a Takxke [uid o0ecreueHus Ipas u
3aKOHHBIX HHTEPECOB I'PaXK/1aH.

10.1.2. Ilopsinox MCHONBb30BaHUS JOKYMEHTOB BEIOMCTBEHHOI'O apXMBa yCTAHABJIMBACTCS
OpraHM3alieil B COOTBETCTBUM C HacrosiuMu IlpaBuinamMu M ApYrMMH HOPMATHBHBIMU
nokymenTtamu ['nmaBapxusa CCCP.

10.1.3. OcHOBHbIMH (OpPMaMU HCIOIB30BAHUS JOKYMEHTOB BEIOMCTBEHHOTO apXHBa
SBJISIIOTCS: MH(OPMHUPOBAHUE PYKOBOJACTBA M CTPYKTYPHBIX HOJpa3[eIeHUH OpraHu3alu, B
CTPYKTyp€ KOTOPOH (PYHKIIMOHUPYET apXHB, IPYIMX OpPraHM3alMi U MCIIOJIHEHNE UX 3allpOCOB;
KyJbTYpHO - IIPOCBETHTENbHAas M AaruTallMOHHO - IPOMNAaraHJucTCcKas paloTa apxuBa,
UCIIOJIHEHUE 3alIPOCOB COLMAIBHO - IPAaBOBOTO XapakTepa; MPEeAOCTABICHHE AOKYMEHTOB JUIs
W3YYEHHUS B YUTAJILHOM 3aJI€ apXUBA.

10.1.4. lng uCHONb30BaHMS MPENOCTABISAIOTCS JOKYMEHTBHI BEIOMCTBEHHOTO apXuBa,
KpOMe TeX, KOTOpbIE MOT'YT HaHECTH ylIepd HHTepecaM rocy1apCTBa UM IpaX/iaH.

10.1.5. HUcnonp3oBaHue JOKYMEHTOB NMPOBOJUTCS TOJBKO C PAa3peUICHUs] PYKOBOIUTENS
OpraHH3alHy.

10.1.6. Opranuzauuu M TpaxkJaHe INPU HCIOJIB30BAHUU JOKYMEHTOB BEIOMCTBEHHOTO
apxuBa 00s3aHbl JIeJIaTh CChIJIKM HA MECTO XPAHEHUs! TOKYMEHTOB.

10.1.7. Opranu3zanuy, a Takxke rpaxaane, ucnoibsyromme 1okyMeHTel 'A® CCCP, Hecyt
OTBETCTBEHHOCTb 3a IPABUJIBHOCTH MCIIONB30BaHMUS JOKYMEHTOB M COJEpJKallelcs B HUX
uH(pOpMaLIUH.

10.1.8. KomnmpoBaHue AOKYMEHTOB II0 3ampocaM OpraHu3aldid IPOU3BOIUTCS, Kak
IIPaBUIIO, 3a UX CUET.

10.1.9. Pa3pemnienue Ha Moib30BaHHE JOKYMEHTaMHU BEIOMCTBEHHOI'O apXWBa, apXUBHbBIE
CIPAaBKH, KOTUU U BBIMMCKUA OPraHM3AIMsAM U TpakJlaHaM HHOCTPAHHBIX TOCYJIapCTB BBIAAIOTCS
B YCTaHOBJICHHOM IOPSJKE.

10.2. MudopmupoBaHre opraHu3aIiii, UCIIOJHEHUE
3aIpOCOB OpraHU3ali U TpaXxkaaH

10.2.1. udpopmupoBaHue pyKOBOJACTBA M CTPYKTYPHBIX MOJpa3AeieHU OpraHu3aluu,
OpraHu3alyil cBoei OTpaciu U JPYruX 3aMHTEPECOBAHHBIX FOCYJAPCTBEHHBIX M OOIIECTBEHHBIX
OpraHu3aIui OCYHIECTBISAETCS BEAOMCTBEHHBIM apXUBOM I10 33/IaHUI0 PYKOBOJICTBA U 3apocaM
OpraHu3alil MyTeM COCTaBJIEHUS HH(POPMALMOHHBIX JOKYMEHTOB: HH(OPMAIIMOHHOTO MTUChMA,



TEMAaTUYECKOT0 MEepPevHs JOKYMEHTOB, TEMaTHYECKOro 0030pa, apXWBHOM CIIPaBKH, ITyTeM
BbIJJaYM APXMBHBIX KONHUIl M apXUBHBIX BBINHCOK, a TaKXKe BBIJAYM [ BO BpPEMEHHOE
N0JIb30BAHNUE.

CocraBnenue u opopmiieHHE
UH(OPMAIIOHHBIX JTOKYMEHTOB

10.2.2. NUudpopmManmoHHOe TUCHMO (CIpaBKa O COCTaBE M COJICP)KAHUHU JIOKYMEHTOB)
COJICPXKHUT CBEJACHHA 00 HMMEIOIIUXCS apXUBHBIX JOKYMEHTaX II0 OIpPEAeIEHHOMY BOIPOCY.
CopepxaHuie u3naraeTcsl B BUJE KpaTKUX aHHOTAIMI Ha TPYIIbI TOKYMEHTOB MU OTIEJIbHbBIE
JOKYMEHThl. B mucpMe MoOryr ObITh J1aHBl PEKOMEHJALMU 10 HMCIOJIb30BAaHUIO JIOKYMEHTOB.
WudopmalinoHHOE MUCHMO KaK BHYTPEHHHMM JIOKYMEHT OpraHU3allid IOANUCHIBACTCS
3aBEAYIOLIMM AapXMBOM, a HamlpaBiIsieMOe€ B JpYrMe OpraHu3alud - PyKOBOJIUTEJIEM
OpraHH3aIiH.

10.2.3. TemaTuueckuil repeyeHb JAOKYMEHTOB COJAEPKUT IIEpPEUEHb 3arojOBKOB JIEN WIIU
JOKYMEHTOB 110 OIpPEJIEJICHHOW TeMe C yKa3aHWeM HMX JaT M TOHCKOBBIX JaHHbIX. B
HEOOXOUMBIX CIIydasiX Jal0Tcs aHHOTALIMU.

3aro0BKY JTOKYMEHTOB HJIM JI€J PACIIONaraloTcsl B epeyHe He3aBUCUMO OT UX (POHIOBOM
IPUHAJJIEKHOCTU: 110 XPOHOJIOTUH, BOIIPOCHO - NIPEIMETHOMY UM HOMUHAJIBHOMY IPU3HAKAM,
M0 3HAYUMOCTH JIOKYMEHTOB U T.J. [lepeuens moanuceiBaeTcs 3aBeAyIOLUIMM apXuBoM. B npyrue
OpraHM3alyi OH HAMPaBJISETCs C MUCbMOM 3a MOANKNCHI0 PYKOBOIUTEIS OpraHU3aluy.

[Topsiok BeIIa4M, COCTaBIICHUE M 0(hOpMIICHUE
ApPXUBHBIX CIPABOK

10.2.4. ApxuBHas crpaBka (IIpunokenne 31) - odumumanbHO 3aBepeHHas CIIpaBKa,
UMeIoLIas IOPUINUECKYIO0 CHIIy U cojepallias cooOlieHue (MoATBEpKIeHNE) 00 UMEIOIIUXCS B
JIOKYMEHTaX apXuBa CBEJCHUSIX, OTHOCAIIUXCS K MPEAMETY 3ampoca, ¢ YKa3aHHEeM MOUCKOBBIX
JAHHBIX JIOKYMEHTOB.

10.2.5. ApxuBHBIE CHpPaBKM BBIJAIOTCA HAa OCHOBAaHWU 3alpOCOB OpraHU3alMil 1Mo
BOIIPOCAaM, COOTBETCTBYIONIUM Tipodrito ux aestenbHocTH; rpakaanam CCCP - Ha ocHOBaHUH
UX 3asBJICHUH IO BONIPOCAM, CBA3aHHBIM C 00€CIIEYeHUEM UX MPaB U 3aKOHHBIX HHTEPECOB.

10.2.6. ApxuBHBIE CIIPAaBKH COCTaBJISIOTCS HA OCHOBAaHUM JTOKYMEHTOB (MOJIMHHUKOB U
3aBEPEHHBIX KOMUM), XPaHSIIUXCS B BEJOMCTBEHHOM AapXHWBE€ W OTHOCSIIMXCA K BOIMPOCY
3asBiieHUd. lcronb3oBaHHE HE3aBEPEHHBIX KOMHMIl JOKYMEHTOB OrOBapUBaeTCs B TEKCTE
crnpaBku ("He3aBepeHHast Konus'").

[Ipn oTCyTCTBUM B apxuBe JOKYMEHTOB, COJEpPKalMX CBEICHHS IO 3alpalluBAEMOMY
BONPOCY, apXWBHas CIIpaBKa MOXKET OBITh BbIJaHA HAa OCHOBAHUM HMEIOIIUXCS B apXUBE
ME€YaTHBIX MaTEPUAJIOB, €CJIM B HUX COZIEPKATCS HEOOXOIUMBbIE CBEJICHUSI.

10.2.7. ApxuBHBIE CIPaBKHA COCTaBISAIOTCS IO YCTaHOBJIEHHOW (opMe Ha OiiaHke s
NMChMa OpraHU3allii, B COCTaB KOTOPOM BXOJIUT apXHB ¢ 0003HAUEHHEM Ha3BaHUs JOKYMEHTA:
"ApxuBHas cupaska" (IIpunoxenue 31).

B cmpaBke npuBOASTCS Ha3BaHUS JOKYMEHTOB, UX JaThl M M3JIaralOTCsl CBEACHUS,
UMEIOUIMECST B ITHX JOKyMeHTax. llpm 3ToM wu310%keHHE [daeTrcsi B XPOHOJIOTMYECKOMN
MOCIIE0BATEIBHOCTH COOBITHH, a HE IOKYMEHTOB, B KOTOPbIX OHHU ocBematTcs. Jlomyckaercs
MPUBOJUTH B CIIPaBKE BBIIEPKKH W3 JOKYMEHTOB, 3aKIO4as WX B KaBblUKU. Ha3BaHus
OpraHM3alyili B TEKCTe CIPaBKU MPHU MEPBOM YIOMHHAHUU JIOJKHBI MPUBOJIUTHCS MOTHOCTBIO,
IpU TOBTOPHBIX VIIOMHUHAHUSX JIOMYCKAaeTCS TMpPUMEHEHHE UX OQUIMAIBHO TPUHATHIX
COKpAILICHHBIX Ha3BaHUU.

[Tocme TekcTa CHpaBKU MOMEMIAIOTCS apXWUBHBIE MIUGPHI JTOKYMEHTOB, MOCTYKHBIINX
OCHOBAHHUEM JJISI COCTABJICHUS apXUBHOM CripaBKu (HOMepa (DOHIOB, OMHMCEH /1 U JINCTOB JIEN).
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10.2.8. ApxuBHasg cHopaBKa IOJNUCBHIBAETCS PYKOBOJAUTEIEM OpraHMU3alMM WIN
CTPYKTYPHOTO TOJpAa3JelieHus, B COCTaB KOTOPOI'O BXOJIUT BEIOMCTBEHHBIH apXuB, U
3aBenyromM apxuBoM. CropaBka 3aBepsercst TepOoBoi medarpio opranum3zanuu. Komws
apXUBHOM CIIpaBKHU 0€3 IeyaTH, 3aBepEeHHasi COCTABUTENIEM, OCTAETCS B JIEIIE.

10.2.9. K apxuBHO#i cripaBKe MOT'YT NPHJIAraThCsl KOMUU TOKYMEHTOB M BBIIUCKH U3 HUX,
HOJTBEPXKIAIOIINE CBEICHUS, IPUBEICHHbBIC B aDXUBHOM CIIpaBKe.

10.2.10. Ilpu oTCyTCTBUHM B BEJOMCTBEHHOM apXUBE JOKYMEHTOB, a TaKe IE€YaTHBIX
MaTepHaIoB, HEOOXOJUMBIX JUIsI HMOATBEPXKIEHHS 3allpalllMBaeMbIX CBEICHHMH, COCTaBISAETCA
NUCHbMO Ha OJIaHKE OpraHM3aluu JUId MHceM. B oTBeTe yKa3bIBaIOTCS NMPUYHHBI OTCYTCTBHS
JIOKYMEHTOB, JalOTCi pEKOMEHJAllMM, Kyjaa cleayer oOpaTutbes 3a copaBkoid. Ilpu
HEOOXOJMMOCTH THCHMO, COJEpKallee CBEeIEHUS 00 OTCYTCTBHM B apXHWBE JOKYMEHTOB
BCJIEJICTBHE UX T'MOENIN WU YTPaThl, MOXKET ObITh 3aBEPEHO repOOBOIl 1€YaThi0 OpraHU3alUH.

[Topsanox BeIauu U 0OPMIIEHHE APXUBHBIX KOMUI
Y BBITIUCOK U3 JIOKYMEHTOB

10.2.11. BenoMcTBEHHBI apXMB Ha OCHOBAaHMM XPAHALIUXCS JOKYMEHTOB BBIJAET
OpraHu3alUsIM apXUBHBIE KOMUHU M BBIMMCKU U3 JIOKYMEHTOB; I'pak[JaHaM BbIJIAIOTCSI apXUBHBIE
KOIIMU U BBIMKMCKHU U3 JTOKYMEHTOB, COJIEPKALUX CBEJAEHUS COL[MAILHO - IIPABOBOIO XapaKTepa,
HEo0X0AuMBbIe /17151 00eclIeYeHuUs UX MPaB M 3aKOHHBIX HHTEPECOB.

ApxuBHast KONHS - JJOCTIOBHOE BOCHPOHM3BEACHNE MAIIMHONMCHBIM, AJIEKTPOrpaduIecKuM,
¢doTo- M IpyruM crnocoOOM BCEro TEKCTa JOKYMEHTa, OTHOCAIIEr0Cs K OIpeIeIEeHHOMY BOIPOCY,
dbaxTy wim iy, oQUIHATEHO 3aBEPEHHOE aPXUBOM.

[Topsimok BbIIaYM apXMBHBIX KOMMHA M apXUBHBIX BBIIMCOK aHAJIOTMYEH MOPSAAKY BblIA4YM
ApXUBHBIX CIIPABOK.

10.2.12. MammMHONKUCHBIE apXUBHBIC KOMUU (BBIITUCKH) COCTABJISAIOTCS Ha OJIAHKE MHChMa
OopraHu3ainuu ¢ 0003HaueHHeM Ha3BaHU: "ApxuBHas konus'", "ApxuBHas BbIIKUCKA".

Ha3Banue nokyMeHTa, €ro HOMEp M JaTa BOCHPOU3BOAATCS MONHOCTHIO. CopepikaHue
aApXMBHOI KOMUHU JOKYMEHTA JI0JKHO OTBEYATh BOIIPOCY 3asiBICHHUS.

B apxuBHOI BBIIMCKE CBA3HOCTH COJAEP/KAHUSA M TOYHBIA CMBICI KaXXAO0I'0 U3BJIICUCHUS U3
TEeKCTa JOKYMEHTOB HE JIOJDKHBI Hapyliarbcs. B Hauane W B KOHLE KaXKIAOrO W3BJICUCHUS M3
JIOKYMEHTA, a TAK)K€ B MECTAaX IPOITyCKa OTAEIBHBIX CIIOB CTABUTCSI MHOIOTOUHE.

OTtnenpHBIE CI0Ba M BBIPAXKEHMS TOJUIMHHOTO JJOKYMEHTA, BBI3BIBAIOIINE COMHEHUS B UX
JIOCTOBEPHOCTH, JOJKHBI OTOBApUBATHCS CIOBaMHU: ""TaK B IOKyMEHTe".

[Tocne TexcTa apXMBHOW KONUU (BBIMUCKN) YKa3bIBAETCS apXUBHBIHN MIU(pP TOKYMEHTA.

10.2.13. ApxuBHbIe KOMUU (BBITUCKU) 3aBEPSIFOTCS MOAMKUCHIO 3aBEAYIONIEr0 apXUBOM U
repOOBOM NEYaThI0 OPraHU3aLUH.

Ha apxuBHBIX KONMSX, H3TOTOBIEHHBIX ()OTO- MM BIIEKTPOrpapuuecKuM CIocoOoM,
MOMCKOBBIE JTAaHHBIE MPOCTABISAIOTCA HA O00OpPOTE Ka)JO0ro JIMCTa, 3aBEpPUTENbHAs HAJIIUCh U
neyaTh - Ha 000poTe NOCIETHET0 JUCTA JOKYMEHTA.

10.2.14. TloaroroBieHHbIE apXUBOM HH(POPMAIMOHHBIE TOKYMEHTbI, apXUBHbBIE KONHUU U
BBIIIMCKM HANpaBIAOTCA C MHUCbMOM, IOANUCAaHHBIM PYKOBOAMTEIEM OpraHU3alMM WU
CTPYKTYpHOTO TIOJpa3/eNeHusi, B COCTaB KOTOPOTO BXOAUT apXWB, 3aHMHTEPECOBAHHOM
OpraHu3aly WIK JHIY C YKa3aHUEM, YTO OHM HE MOT'YT OBITh Pa3MHOXKEHBI (ITOJIHOCTHIO MJIH B
U3BJIEYEHMSIX ) O€3 pa3pellieHus OpraHu3aliy, BbAABIIEH 3TH JOKYMEHTHI.

Bblaua TOKyMEHTOB BO BPEMEHHOE I0JIb30BAaHUE
10.2.15. JlokymMeHTBI BEJOMCTBEHHOTO apXHMBa BBIJAIOTCSA BO BPEMEHHOE I0JIb30BAHHE

CTPYKTYPHBIM TIOJIpA3/IENICHUsM OpraHu3alliyd, OpraHu3alUsiM CBOEW OTpaciid M JPYrux
oTpaciei.



[Topsimok BBIZAUM JTOKYMEHTOB BO BPEMEHHOE IOJIb30BaHME M3J0XKeH B mil. 5.3.3 - 5.3.8
Hactoamux [IpaBu.

10.3. KynbTypHO - IpOCBETUTENbHAS
Y arUTaIlMOHHO - MIPOTAraHInCTCKas paboTa apxuBa

10.3.1. ®opmamMu KyJIbTYpPHO - MPOCBETUTEIBHOM W aruTallMOHHO - MPONAraHAHCTCKOMN
paboThl BEIOMCTBEHHOT'O apXUBa SABIISIOTCSA: OPraHU3allis BBICTABOK JIOKYMEHTOB U MOJTrOTOBKA
TEMaTUYECKUX NOJ0OPOK M JOKYMEHTAIbHbIX IyOJMKalWi, MOJArOTOBKAa MAaTE€pUaJIOB s
UCIIONIb30BAaHUSl  CPEJICTBaMU  MaccoBoM  uHGpOpMaluu,  OpraHu3alnus  BCTped ¢
0OLIECTBEHHOCTBIO, IKCKYPCUH, JIEKLIUH.

Ota paboTa, KaK MPaBHIIO, OCYLIECTBIISETCS B CBSI3U CO 3HAMEHATENbHBIMU COOBITUSMU U
I00MJICHHBIME 1aTaMH B KU3HU CTpPaHbI, OTJCIBHOTO PErHOHA, BUIHBIX T'OCYJapPCTBEHHBIX U
OOLIECTBEHHBIX JIEATENEH, AesiTeNIell HapOAHOIO X035IMCTBa, HAYKH U KYJIbTYpPBIL, a TAKXKE B IIEIIAX
uHpOpPMALIUU O JOKYMEHTaX apXHBa.

OpFaHI/I?,aIII/ISI BBICTAaBOK JJOKYMCHTOB

10.3.2. BpicTaBKu JOKYMEHTOB MOT'YT OPIaHHU30BBIBATHCS apXMBOM KaK CaMOCTOSITENBHO,
TaK U COBMECTHO C JPYTMMHU OpraHMU3aLUsAMHU. APXUB MOXKET TaKXKe IMPEAOCTaBIATh JOKYMEHTBI
Ha BBICTABKH, [TOITOTABJIMBAaEMbIE JPYTMMH OpraHU3alUsIMU.

10.3.3. JIokyMeHTBl Ha BBICTaBKax, KaK IpPaBWIO, SKCIIOHUPYIOTCS B Buae Konui. Ha
CTallMOHAPHOM BBICTaBKE, IPEIHA3HAUEHHOM /IJIs1 SKCIIOHUPOBAHUS B OJJHOM ITOMEIIEHUH, MOTYT
KPaTKOBPEMEHHO HKCIOHUPOBATbCA B MOPAJKE MCKIIOYEHHUS M MOUIMHHUKU OTJEJIbHBIX
JIOKYMEHTOB, 32 COXPAHHOCTb KOTOPBIX HECET OTBETCTBEHHOCTh OpraHM3alMsl - YCTPOUTEINb
BBICTaBKU.

10.3.4. B apxuBax MOTyT MOATrOTaBIUBATbCS TEMATUUYECKUE MTOAOOPKH KONUI JOKYMEHTOB
(KOMIUIEKTBI, albOOMBI, IUIAKAThI, AUArPaMMBbl, TUATIO3UTUBBI), KOTOPbIE MPEAHA3HAYAIOTCS IS
0 OpMIIEHHS CTEH/I0B, BBICTABOK U JJIs1 UCIIOJIB30BAaHUS B KAUECTBE HAIJIAIHBIX TOCOOUIA.

[ToaroroBka JOKYMEHTOB JJIs1 UCTIOIb30BaHUS
CpeACTBaMU MacCcOBOW MHPOpPMALIUU

10.3.5. Hcnonmp3oBaHuWe  JOKYMEHTOB  CpEeICTBaMH  MaccoBOoil  uHpopmanuu
OCYHICCTBIACTCA MYTEM IMOATOTOBKH crate M APyrux MarCpuajoB A I€4aTu, paauo U
TEJIEBU3MOHHBIX Ilepeiay.

10.3.6. BenomMcTBeHHBIN apXUB FOTOBUT CTAaThU U JAPYTrU€ MaTepHalIbl Ul Me4aTH, paguo-
U TeJemepenad CaMOCTOSTETbHO WJIM COBMECTHO C OpraHaMd MacCcOoBOM WH(poOpManuu, ¢
KOTOPBIMHU TPEBAPUTEIHHO COTJIACOBBIBACTCS TEMaTUKa cTaTeil (mepenay), uX o0bEM U CPOKHU
ITOArOTOBKH.

TemMarnka W TEKCThl CTAaTell M JPYrUX MaTepuajoB, paavo- H TeJenepenay,
MOATrOTOBJIEHHBIX IO JOKYMEHTaM apXxuBa, YTBEPKIAKOTCS PYKOBOJCTBOM OpraHU3aLUU WU
CTPYKTYPHOTO MOJpa3IeJICHHs], B COCTaB KOTOPOTO BXOJUT apXHUB.

10.3.7. B sk3emIuisipax TEKCTOB CTaT€d M JIPYrUX MaTepHalOB, paauo- W TeJenepenad,
OCTArOMUXCsA B BCIOMCTBCHHOM AapXWUBEC, YKa3bIBAIOTCSA IOMWCKOBBIC JAHHBIC HCIIOJIB30BAHHBIX
JIOKYMEHTOB; IaTa U MECTO MyOIHKaIu (eperadn).

Opranuzanus BCTped ¢ 00IECTBEHHOCTHIO,
9KCKYPCHM, JeKIUH, TOKIaI0B
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10.3.8. Bcerpeun, HKCKypCUH, JIEKIUMHU, JOKJIAAbl MPOBOJAATCS HAa  OCHOBAHHUH
NpeBApUTEIILHOW  JIOTOBOPEHHOCTH  BEJOMCTBEHHOTO  apXMBa  CO  CTPYKTYpHBIMHU
MOJIpa3/IelICHUsIMU OPTaHU3AINH, IPYTUMU 3aMHTEPECOBAHHBIMH OpTaHU3AIUSIMHU.

PaboTta mo ux MOJArOTOBKE BKIJIFOYAECT B ceOsl: ONMpEIesieHHEe TEMBbI, COCTaBa ayJAUTOPHH,
BPEMCHH M MECTa IPOBEICHUS MEPONPHUSITHS, COCTaBa JOKYMEHTOB, MpPEIHA3HAYCHHBIX IS
OKCIIOHUPOBAHUS M TPOCIYIIUBAHUS, IPOJODKUTEIILHOCTH MEPONPHUATHS W TOPSAKA €ro
MIPOBEICHUSI.

[TonroroBka JOKYMEHTAIBHBIX MyOJIMKALIUI

10.3.9. BenoMCTBEHHBI apXMB CaMOCTOSATENBHO MJIM COBMECTHO C  JIPYTUMH
OpraHU3aIMsIMHU ITPOBOJIUT PabOTY MO MOATOTOBKE JOKYMEHTAIBHBIX MyOIUKAITHIA.

Haubonee pacnpoctpaneHHO! (HopMOil 3TO pabOTHl B BEIOMCTBEHHOM apXHBE SIBISICTCS
MOATOTOBKA >KYPHAJIBHBIX M Ta3€THBIX JTOKYMEHTAJIBHBIX IyOJMKAIMK; B OTIACIBHBIX CIydasx
JIOKYMEHTBI MOT'YT M31aBaThCs B BUJIE COOPHUKOB JIOKYMEHTOB.

10.3.10. IloaroroBka MOKYMEHTAIbHBIX MYOJMKAIMI MpeIycMaTpUBACT: BBIOOP TEMBI,
onpezaeneHue (HoOpMbl MyOIMKAIUHU, BBISIBJICHHE W OTOOP JOKYMEHTOB, WX apxeorpaduueckoe
opopmIIeHHE, COCTaBICHHE TMpPU HEOOXOJUMOCTH HAYyYHO - CIPABOYHOrO ammapara K
nyONMKaIUy, a Takke pabdoTy C pelakmHuel ra3eThbl, JKypHaja WIH C HU3JaTelbCTBOM (IIpU
MOJTOTOBKE COOPHHUKA TOKYMEHTOB) <*>,

<*> [lpu NOATrOTOBKE JOKYMEHTAJIbHBIX IYOJHKAIUN CIeIyeT PpPYKOBOJCTBOBATHCS
"ITpaBmiiamMu uzanus ucropuueckux gokymeHtos B CCCP". M., 1969.

10.3.11. KynpTypHO - NpOCBETHUTENbHAsT W aruTallMOHHO - IpoIaraHAuCTCKas paborta
BEJIOMCTBEHHOI'0 apXHBa JOJKHA MPOBOJUTHCS B TECHOM KOHTAKTE U IOJ HENOCPEACTBEHHBIM
METOJMYECKUM PYKOBOJCTBOM COOTBETCTBYIOIIEIO TI'OCYJAapPCTBEHHOIO apXxuBa, C KOTOPBIM
PEKOMEH/1yeTCsl COIIaCOBBIBAThH IJIAHBI 3TOW PAOOTHI.

10.4. icnonHeHue 3anpocoB
COLIMAJILHO - MPABOBOI'0 XapakTepa

10.4.1. BegoOMCTBEHHBII apXUB UCIIOJIHAET 3alpOChl OpraHU3aUil U 3asBJICHUS TPAKIAH U
BBIJJa€T UM apXUBHbIE CIPABKU (apXMBHbIC KOIWHU, APXMBHBIE BBIMMCKH) <*> COIMAIBHO -
IIPAaBOBOTO XapakTepa, HEOOXOIUMBbIE MJsi YAOBJIETBOPEHHUS IpaB U 3aKOHHBIX HHTEPECOB
TPaKJIaH.

<*> B panpHeilIeM BMECTO CJIOB "apXMBHbIE CIPaBKU (apXUBHbIE KOMHH, ApXUBHBIC
BBINMUCKN)" yIOTPeOISIOTCS C10Ba "apXUBHBIE CIIPaBKH .

ITopsAok MCHOMHEHMS 3alIPOCOB M BBIJAYM ApXMBHBIX CIPaBOK ompeneneH B nm. 10.2.5 -
10.2.9.

10.4.2. I'paxnanam CCCP no ux 3asBICHUAM BBIAAIOTCS apXUBHBIE CIIPABKU: O TPYALOBOM
cTake M 3apaboTHoil miare, o ciuyxbe B Boopyxennbix Cunmax CCCP, o6 ydactum B
NapTU3aHCKOM JIBU)KEHUH, M30paHUN Ha BBIOOpHBIE JOJDKHOCTH, O WIEHCTBE B OOIIECTBEHHBIX
OpraHM3alysaX, O PEBOJIOLMOHHON, TOCYJapCTBEHHOM U OOIIECTBEHHON JAesITeThbHOCTH;
Harpajax, HaXOXJIeHUH Ha U3JIeueHHH, 00 00pa30BaHUU, O TPAXKIAHCKOM COCTOSTHUM, TPYAOBBIX
MMYILIECTBEHHBIX MpaBax M IO JAPYrUM BOIPOCaM, CBSI3aHHBIM € OOECleYeHHEeM HUX IpaB U
3aKOHHBIX HHTEPECOB.

10.4.3. I'paxnanam CCCP 1o ux 3asBJIEHUSIM BBIJAIOTCS apXUBHBIE CIIPABKU COIMANIBHO -
IIPABOBOI'0 XapaKTepa KaK B OTHOLIEHUM UX CAMHUX, TaK U B OTHOILEHUU JIUL, HAXOIALIMXCA Ha
UX WKIUBEHUH WU 0] UX OTEKOM, a TaKkKe 00 yMeplIeM Cynpyre Uiu OJU3KOM POJICTBEHHUKE.
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B 3asiBieHun MOKHO OBITH TOYHO yKa3aHO, JJIsi KAKOW LENW U JUIsl MPEJCTABICHUS B KaKYIO
OpraHu3aIIo TPeOyeTCsl apXUBHAs CITpaBKa.

Ecnu 3ampoc wim 3asBJICHHE COACPKHUT HE BCE JIAHHBIC, HEOOXOJMMEBIC /I HAaBEICHUS
CIIpaBKH, B QJIpeC 3asBUTEJS HAIMPaBJISAETCS MUCHMO C MPOCHOOH COOOIIUTH JOMOJTHUTEIBHBIC
CBEJICHHSI. 3ampOChl, HE OTBEYaroNue MPOMUITIO0 apXrBa, HANIPABISIOTCS B JPYTUE apXUBBI WU
OpraHU3aIMH 10 MPUHAJICKHOCTH C OJJHOBPEMEHHBIM YBEIOMJICHUEM 00 3TOM 3asiBUTEIIS.

ApXUBHbBIE CHOpPAaBKA O B3BICKAHUSX, MPUBJICYCHUH K YrOJOBHOM OTBETCTBEHHOCTH,
CyIMMOCTH, JIMIICHHWH TpaB TpakJIaHCTBA H BOCCTAHOBICHWHM B HHUX, HETPYJIOBBIX
MMYIIECTBEHHBIX MpaBaX M HETPYAOBOW JIEATEIbHOCTH Ha PYKU TpakJaHaM HE BBIIAIOTCS, a
BBICBIJIAIOTCS TIPU HEOOXOIMMOCTH 3aUHTEPECOBAHHBIM OpraHU3AIIHSIM.

Ecnan npu maBeneHuu cnpaBOK OOHApyKaTcs ApYrue CBEACHUS, M3-3a KOTOPBIX CIPaBKY
HEJb3sl BBIIATh HAa PYKH 3asBHUTEII0, TO OHA TAKXE BBICHUIACTCA B aJpeC 3aMHTEPECOBAHHOMU
OpTraHMU3aINH, O YeM COOOIIACTCS 3aIBUTEIIO.

10.4.4. JlomyckaeTcss W3bSITHE W3 JEJ U BblJaua BIaAC/ibllaM [0 HUX MHUCbMEHHBIM
3asBJICHUSAM C pa3peUICHUs PYKOBOIUTENSI OpPraHU3alliy IMOJJIMHHBIX JIMYHBIX JIOKYMEHTOB O
IPaXXTaHCKOM COCTOSIHUH, 00 00pa30BaHUU, TPYAOBBIX KHIKEK U JAPYTUX JTUYHBIX JOKYMEHTOB
(xpome yka3aHHBIX B 1. 10.4.5), HEe OJIYyYEHHBIX B CBOE BPEMS BIIaJI€NIbIIAMU.

Ha wMecto wu3bATOr0O JMYHOTO JOKYMEHTAa BKIAJbIBACTCA CIpaBKa WIH JeNaeTcs
COOTBETCTBYIOIAsE OTMETKA, & TPH HEOOXOIMMOCTH - CHATAS C U3BATOTO JJOKYMEHTA KOIIHSI.

10.4.5. 3ampemaercss BblAaBaThb M3 BEIOMCTBEHHOIO apXWBa HaxOJSIIUECS Cpeau
JIOKYMEHTOB TacropTa, napTuitHeie OmieTsl U kKanauaaTckue kaprtouku KIICC, komcoMonbeckue
Omnetsl, Mpo(dCOrO3HbIE OWJIEThI, BOWHCKHE OWJIETHI, IMAPTU3AHCKUE KHIDKKH, OPJCHCKHE
KHIDKKH, @ TaKXe€ CHHUMATh C 3TUX JOKYMEHTOB Komuu. CBEIEHHMs O HaJIMYMH Ha3BaHHBIX
JOKYMEHTOB M HX COJEp>KaHUU COOOILIAIOTCA TOJNBKO IO 3alpocaM 3auHTEePECOBAHHBIX
OpraHu3aIuu.

10.4.6. OCHOBHBIMM JJOKyMEHTaMU JJI1 HABEJICHUs apXHMBHBIX CIPABOK O TPYJOBOM CTaxe
SIBIISTFOTCS: TIOCTAHOBJICHHMSI, TPUKA3bI, PACIIOPSHKEHUS TI0 JIMYHOMY COCTaBY, MPOTOKOJIBI OOIIHX
coOpanuii, 3aceqanuii, KOHGEPEHUUH, TUIEBbIE CYETa U BEIOMOCTU Ha IMOJyYE€HHE 3apILIAThI.
Jns HaBeeHHUS apXMBHBIX CIPABOK TAaKK€ MOTYT OBITh HCIIOJIB30BAaHBI PETHCTPALIUOHHBIE U
andaBUTHBIE KAPTOTEKH MO YYETy KaJpoB, an(aBUTHbIC, UMEHHBIC, MOCIY>KHbIE U TPYAOBBIC
CIIUCKH, O(DOPMIICHHBIC 1 3aBEPEHHBIC TAOCIH U T.]I.

[Ipu 3TOM HUCHONB3YIOTCA U JTOKYMEHThl OpraHU3allMM, MOJIUCAHHBIE 3asIBUTENIEM, C
yKa3aHWEM 3aHUMaeMOW UM JIOJDKHOCTH, a TakKe JOKYMEHTHl JPYruX OpraHu3alui,
aJIpECOBAHHBIEC EMY KaK JIOJDKHOCTHOMY JIUILY.

Nwmeromuecss B MUYHBIX Jie7laX JIUCTKU MO YY€TYy KaJpoB, aHKETHI, aBToOMOTrpadum He
MOTYT CIY>KUTh OCHOBaHHWEM JMJis BbIAYM apXUBHBIX chpaBok. [Ipm HeoOXoaumocTu
AMEIOIUECS B HUX CBEACHMS MIUCHMEHHO COOOIIAOTCS 3asBUTEIIIO.

B cnipaBke 0 moaTBEp:KIEHUH TPYAOBOIO CTa)Xa YKa3bIBAIOTCS JaHHBIE TOJIBKO 33 TO BpEMH,
3a KOTOpOE HMMEIOTCS CBEACHHS B JOKyMeHTaX. [Ipm »TOM TpHUBOAMTCS TOYHOE HA3BaHUE
JOJIKHOCTH, B KOTOPOH paboTa 3asBUTENb, U B TEUEHUE KAaKOTO BPEMEHHU OH paboTall.

Ha3Banue qoMKHOCTH B TEKCTE CIPABKU MPH MEPBOM YIIOMUHAHHUH JIOJDKHO MPUBOIUTHCS
MOJIHOCTBIO, TpPU TOBTOPHBIX YINOMUHAHMUSIX JIOMYCKAETCS MPUMEHEHHE COKpAIIECHUH.
JlomyckaeTcsi IpUBOJANTH B CIIPABKE BBIJCPKKHU U3 JOKYMEHTOB, 3aKJII0Yast UX B KABBIUKH.

buorpaduyeckue maHHbIE BKIIOYAIOTCS B apXHUBHYIO CIPaBKY TaK, KaKk OHU 3HA4YaTCs B
JIOKYMEHTaX BEJIOMCTBEHHOTO apXHBa, a PACXOXKICHUS, HECOBMAJCHUS W HETOYHBIC HA3BaHUS
OTOBApUBAIOTCS B TEKCTE CHpPAaBKU cjloBamMH "Tak B JokymeHTe". OroBapuBarOTCs TakKke
OTCYTCTBHE€ HMMEHH M OTYECTBAa, HEBO3MOXHOCTh PACHIM(PPOBKH WHHUIMAJIOB WA HAIUYWE
OJIHOT'O U3 HHUX.

10.4.7. Jlnsa HaBeneHHs CIPaBOK O pa3Mepe 3apabOTHOM TUIATHl MCIOJB3YIOTCS JIUIICBBIC
cyera pabouuxX M CIYXKalluX, a NpU UX OTCYTCTBHHM - BEIOMOCTH Ha BBIJady 3apIuiaThl,
MaITMHOTPaMMBI Ha BBIJIaYy 3apIUIAThl, PACUETHBIC KHUKKH.
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B cmpaBky o cymme 3apaboOTHOI MIaThl HE AOKHBI BKIFOYATHhCS JIAaHHBIE O BBHITLIATaX 3a
CBEPXYpOUHYIO paboTy, 3a pabOThI IO COBMECTUTEIBCTBY, BBIIJIATAX €IWHOBPEMEHHOTO
XapakTepa, He OTHOCSIINXCS K 3apabOoTHOM T1are.

[Ipu cocraBiieHMH CIpaBKU O 3apa0OTHOW IIaTe MPU HAJUYMH MECSIEB, B TCUCHHE
KOTOPBIX pabOTHUK (paKTHUYECKH He paboTai min paboTa HeIoIHOEe KOJUYECTBO pabounx aHei
(He3aBHCHMO OT TPUYHMHBI: OOJIE3HM, OTITYCKA, YBOJBHEHHSI W T.M.), B CIPaBKy BKIIFOYAFOTCS
JIAHHBIE 32 APYTHe HEMOCPEACTBEHHO MPEIIIESCTBYIOIINE MECAIIBI.

B cnpaBke o 3apaboTke uieHa KOIXx03a MPUBOIATCS CBEACHUS O JICHS)KHOW M HATYPaIbHOU
OIUIaTe TPy/a KOJIXO3HUKA. J[aHHBIE MPUBOATCS Pa3IeibHO 3a KA/l To/, 6€3 CyMMUPOBaHUS
B IIpeieliax roja.

Pa3mep 3apaboTHON TUIaThI YKa3bIBACTCSA B CIPAaBKE B COOTBETCTBUHU C MaciiTabaMu IIEH,
JIEHCTBOBABIIIMX B TOT MIEPHUO/I, 32 KOTOPHIH HABOAWTCS CIIPABKA.

ApxuBHBIE CHIpaBKH O 3apabOTHOW IuTaTe pabouuMX W CIyXKallUX M 3apadOTKE YICHOB
KOJIXO30B Il Ha3HAYEHHUs TOCYAapCTBEHHOW IIEHCHHM COCTAaBJISIOTCS IO YCTaHOBJICHHOMN
OpraHaMH COIMAIILHOTO oOecreueHus popme.

10.4.8. OCHOBHBIMU JOKYMEHTaMH JJisi HABEACHMsI apXHUBHBIX CIIPABOK 00 0Opa3oBaHHUU
CITy>aT MPOTOKOJIBI 3aCeaHUM MEeIarornueCKuX COBETOB, TOCYAAPCTBEHHBIX IK3aMEHAIIMOHHBIX
KOMUCCHI WJIM BBIITUCKU U3 HUX, HAXOJSAIINECS B IMYHBIX JIeJaX YYalluXcs, KHUTH PETUCTPalluu
BBIIAHHBIX aTTECTATOB, JUIIOMOB, SK3aMCHAI[MOHHBIC JIUCTEI.

[Ipu oTCyTCTBUU B JOKYMEHTaX CBeIeHUH 00 OKOHUAHUU 3asBUTEIEM Y4eOHOTO 3aBEICHUS
YKa3bIBa€TCsl, B KAKOM KJIaCCE MJIM Ha KAaKOM KypCe OH YUMJICS.

10.4.9. OCHOBHBIMH JOKYMEHTaMH [IJIsl HaBEJEHUS CIIPaBOK 00 MMYIIECTBEHHBIX MpaBax
SBJISIIOTCS HOTapHaJbHBIE PEECTpPHI, Jejia O BbIJA4Y€ CBUICTEIHCTB HA MPaBO HACJIEIOBaHUS,
nepBble (OCHOBHBIE) JIK3EMILISIPhl HOTapHUaIbHO YJOCTOBEPEHHBIX JOTOBOPOB, TOTOBOPHI Ha
MpaBO 3aCTPOMKH TPU HHAUBUIYATBHOM CTPOUTENIBCTBE, PEIICHUS] HAPOJIHBIX CYIOB IO
UMYIIECTBEHHBIM MTPETEH3USAM H T.I1.

10.4.10. B cnyuasix, Korja CBeCHUs, BKIIOYAEMbIE B ApXUBHYIO CIIPABKY, HE YMEIIAIOTCS
Ha OJHOM JIUCTE CHpPaBKH, BKIIOYas €ro OOOpPOTHYIO CTOpPOHY, CIpaBKa MPOJOJDKACTCS Ha
BTOPOM M ToOcieAyroummx juctax. [Ipy 3TOM Kaablii JUCT CIpaBKU 3aBepsieTcs repOoBOii
MeYaThi0 OPraHU3alUu.

10.4.11. ApxuBHBIC CIpPaBKU U TO/JIMHHBIE JIMUYHBIE JOKYMEHTHI BBIJAIOTCS 3asSBUTEIISM
WJIM MX TOBEPEHHBIM JIMLIaM Ha PYKH IO MPEIbSABICHUHN MTACIOPTa UK YAOCTOBEPEHUS JTUYHOCTU
MO/ paciUCKy (Ha KOTTMU apXUBHOM cripaBkH). JlOBepeHHBIE JTUIa, KpOME TOTO, TIPH MOJTYYCHUH
MMHU TOJJIMHHOTO JIOKYMEHTa MPEIbSBIAIOT B apXHUB JIOBEPEHHOCTb, 3ABEPEHHYI0 HOTaApHYCOM
WJIM OpraHU3alHAeH.

Ecnu 3asBUTENb WM €r0 JOBEPEHHOE JIMIIO HE MOXKET SBUTHCS JJIS MOTYYEHUs apXUBHOU
CIIpaBKH WJIM TOJJIMHHOTO JIMYHOTO JTOKYMEHTA, TO CIIpaBKa WJIM JOKYMEHT HaIlpaBJsieTCs B
aZpec 3asBUTENSI MO TO4YTe. APXUBHBIE CIPABKU IOCBUIAIOTCS 3asBUTEISAM 3aKa3HbIMH, a
MO/JIMHHBIE JIMYHBIE JOKYMEHTHI - [ICHHBIMH MMHUChMaMHU.

10.5. PaGora unrtaipHOro 3ajia

10.5.1. B memsix co3maHus ycloBUW s pabOThl McciaenoBareleld ¢ JIOKYMEHTaMH B
BEJIOMCTBEHHBIX apXHWBax ICHCTBYIOT YHTalIbHBIC 3alibl. BbIgaBaTh AOKYMEHTBI Ui PaOOTHI
MCCJIEIOBATENSIM BHE TIOMEIIIEHUS apXUBa 3amperiacTcs.

Kaxxnplii BeIOMCTBEHHBIH apXWB pa3pabaThiBaeT, B COOTBETCTBHH C HACTOSIIUMU
[IpaBunamu, mpaBwia pabOTHl YWUTATBLHOTO 3aJla, KOTOPBIE YTBEPKIAIOTCS PYKOBOJIUTETIEM
OpraHu3aluu (CTPYKTYPHOTO MOAPA3AEICHUS ), B COCTaB KOTOPOT'O BXOJIUT apXUB.

10.5.2. B mensx oka3aHus TOMOIIM B T0A00Ope JAOKYMEHTOB W B paboTe HaJg HUMH
MCCJIEI0BATENSAM IIPEIOCTABISAETCA HAYYHO - CIPABOYHBIN ammapaT BEJIOMCTBEHHOTO apXHBa U
OpPTaHU3YIOTCS KOHCYJIbTauu. s paboThl ¢ MUKPOKOMHUSMU U JOKYMEHTaMH, TEKCT KOTOPBIX



BOCIIPOU3BOJUTCA IIPU MMOMOIIIKU TCXHUYCCKUX CPCIACTB, BCIIOMCTBGHHBII‘& ApXUB OpCAOCTABIIACT
HCCIIEIOBATEII0 COOTBETCTBYIONIYIO allliapaTrypy.

Odopmnenue uccienoBaTene 1 padboTs
C JIOKyMEHTaMH1

10.5.3. Jlomyck wmccienoBareneld M3 APYrHX OpraHu3alMidi K pabdoTe ¢ JOKyMEHTaMH
BEJJOMCTBEHHOTO apXMBa OCYIIECTBIISIETCS HA OCHOBAHUU MHCEM 3TUX OpraHu3aluii, B KOTOPBIX
JIOJDKHBI OBITH yKa3aHbl (paMuivs, UMS U OTUECTBO MCCIIENIOBATENs, €ro JOJDKHOCTh M 3BaHHE,
TeMa, XPOHOJIOTMYECKUE TPAHUIIBI U 1esU uccienoBanus. [lncbma qomKHbBI ObITH OhOpMIIEHBI Ha
OJlaHKe M MOJMCAHBI PYKOBOIUTEIEM OpraHU3aliH.

CryneHTsl BhICHIMX Y4eOHBIX 3aBEACHMI JIOMYCKAIOTCS K paboTe HaJ JAOKYMEHTaMH Ha
OCHOBAaHMM MHCbMA By3a 3a MOJNHUCHIO PEKTOpa WJIM MPOpPEeKTopa C O0O0OCHOBAHUEM
HEO00XOUMOCTH PabOTHI C TOKYMEHTaMHU apXHUBa.

B mopsake HCKIIOYEHUs OTHENbHBIE TpaKAaHE MOTYT JOIMYCKaThCsl K paboTe Haj
JOKYMEHTaMHU TI0 JIUYHBIM 3asBJICHUSIM.

HccnenoBaTenu - rpaxkaane 3apyOeKHBIX CTPaH JIOIYCKAIOTCS K paboTe Hall JOKYMEHTaMHU
BEJIOMCTBEHHBIX aPXHUBOB B YCTAHOBJIEHHOM IOPSIJIKE.

10.5.4. B untanbpHbIi 3ai1 Jea BbIIAIOTCS TOJIBKO MPU HAJIMYMH PE30JIIOLUH O pa3pelieHun
paboThl ¢ JAOKYMEHTaMH PYKOBOJIWTENSI OPraHU3allUd WM CTPYKTYPHOTO MOJAPa3JeiICHUs, B
COCTaB KOTOPOTO BXOOUT apxuB. Pa3pemenue Ha mpaBo paboTBl HcciegoBareneld B
BEJJOMCTBEHHOM apXHBE JaeTcsi pPYKOBOAMTEIEM OpraHu3allid Ha CpPOK, OMpeeseMblil
00BeMOM paboTHI 10 TEME HCCIIEI0BAHNUS, HO HE MPEBBIMIAIOIINN OJJHOTO TO/1a.

[Ipu mpojyieHHH CpOKa HUCCIIEOBAHMS, U3MEHEHUU €r0 XPOHOJIOTMYECKUX TPaHHUIl WU
nepeMeHe TeMbl paboThI UCCIIEeI0BATENb MTPEACTABISET HOBOE MIHUCHMO.

10.5.5. HccnenoBatenb, MOMYIICHHBIH K paboTe HajA JIOKYMEHTaMU apXHBa, OJKEH
3aI0JIHUTh aHKETy ycTaHoBiIeHHOro obpasua (IIpunokenne 32) U 03HAKOMHUTHLCS C MPABHJIAMH
paboThl uccienoBareneil B UNTAIBLHOM 3aJie apXHBa, MPEIbIBUTH NACIOPT.

10.5.6. Ha xkaxgoro wuccienoBareis B YHUTAJILHOM 3ajle 3aBOAUTCSA JIMYHOE JEJIO,
BKJIIOYAIOIIEE CIIETYIONIUE TOKYMEHTBHI:

- TUChMO OpraHW3allfM, HANpaBHUBIIEH WCCIENOBaTeNsl B apXWB, C PE3OJIOIHEH
PYKOBOJUTENS OpraHU3alMK O pa3pelieHnd paboThl B YUTATILHOM 3aJI€;

- aHKETY UCCIIeIOBaTEII;

- 3aKa3bl (TpeboBanus) Ha Beaauy nen (I[Ipunoxenne 10);

- 3aKa3bl Ha KOMTUPOBAHHE JTOKYMEHTOB.

JInuHble Nena XpaHATCS B YMTAIBHOM 3ajieé W CIyCTA TOJ IOCJe 3aBepLICHHs] paboThI
UCCIIEIOBATEIIS IEPEIAIOTCS B ApXUB apXUBA.

Brigaua e uccienoBarenaM

10.5.7. B unTanbHbIA 3aJ1 UCCIEIOBATENSIM BBIIAIOTCS JI€jia, OTHOCSIIMECS TOILKO K TEME
MCCIIEI0BAHMUS.

JI1st mosrydeHust TOKYMEHTOB 1 HAyYHO - CIIPABOYHBIX MMOCOOHH MCCIIEIOBATENH 3AMIOJTHSIOT
3aka3bl (TpeboBanmsi) (IIpunoxenwe 10). JIOKyMEHTBI W HAy4yHO - CIpPaBOYHBIE MOCOOUs
BBIIAIOTCS MCCIIEAOBATENsIM MOJ pachucky. MccrnemoBaTenu OTBEYAaOT 33 MX COXPAHHOCTb.
Kareropudecku 3ampeniaercss CHUIMaTh KOIUU C YEPTeXKeH U PUCYHKOB 0€3 COOTBETCTBYIOIIETO
pa3pelieHusl.

OAHOBpPEMEHHO 3a UCCIIEI0BATENIEM MOXKET YUCIUThC He Oomee 20 mer.

10.5.8. ExxennHeBHO 10 OKOHYAaHUU pabOTHI UCCIEIOBATENN CIAIOT JOKYMEHTBI M Hay4HO -
CIIPaBOYHBIE TOCOOUS 3aBeAyIOIEMY (COTPYIHUKY) YUTAILHOTO 3aa.

[Ipn momydeHWMU OT HCCIENOBATENsl HWCIOIB30BAHHBIX JEN 3aBEAYIOIIHN (COTPYIHUK)
YUTAJIBHOTO 3aJ1a PACIIUCHIBAETCS B 3aKa3€ Ha BbIIAvy JIE.
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Ecnu B BO3BpalIeHHBIX JOKYMEHTax OyleT oOHapyXeHa HeIocTadya WM MOBPEXICHUE
JIOKYMEHTOB, 00 3TOM COCTaBIISICTCA aKT.

Ecnu nospexieHre NMpou301uI0 110 BUHE MCCIEN0BATEINs], OH JIMIIACTCS IIpaBa 3aHATUN B
YUTAJIBHOM 3all¢ BEJOMCTBEHHOIO apXMBa Ha CpPOK, OIpPENEIsIeMbli pPyKOBOIUTEIEM
OpraHu3aluu.

B ciydae XWILEHHSA WM yMBIIUIEHHOTO IOBPEXIEHUS JOKYMEHTOB, a TaKXKE BHECCHMS
U3MEHEHUN B HMX TEKCT BUHOBHBIC IIPUBIIEKAIOTCS K OTBETCTBEHHOCTHM B YCTAHOBJICHHOM
3aKOHOM IIOPSAIKE.

Bbmaqa BBIIIMNCOK U3 JOKYMCHTOB U KOITMH
AOKYMCHTOB HUCCJICAOBATCIIAM

10.5.9. UccnenoBatenu, paboTaromue B YUTAJIHHOM 3aj€, MOTYT JEJIaTh BBIMHUCKUA W3
JIOKYMEHTOB M O(OPMJIIATh 3aKa3bl HA KOIMPOBAHUE JOKYMEHTOB TOJIBKO IO TEME UCCIIEOBAHMSL.
[Tpu HEOOXOIMMOCTH CIeNIaHHBIE BHITUCKH MOTYT OBITh IIPOCMOTPEHBI 3aBEIYIOIIUM YUTATEHBIM
3aJI0M.

KonmpoBanne MOKyMEHTOB BEIOMCTBEHHOTO apXuWBa II0 3aKa3aM HcCclenoBaresiei
IOPOM3BOMUTCS 10 pa3pellieHUI0 PYKOBOAWUTENS OpraHM3allid Ha OCHOBAHHWU IHCbMa
3aMHTEPECOBAHHOW OpraHU3aliy (TIPY HAJMYUHU B HEM MPOCHOBI) UITH CIEIHAIHLHOTO 3aIpoca.

KonupoBaHue 10KyMEHTOB OCYILECTBIISIETCS [1OCIIE OILUIAThl CUETa 3a U3TOTOBJIEHUE KOIUI.

10.5.10. Ilpu OTCYTCTBMM B BEIOMCTBEHHOM apXHBE HEOOXOJMMOW KOMHUPOBAIBHOM
TEXHUKA KOINHUPOBAaHHE JOKYMEHTOB MOXET NPOBOJUTHCA CHUJIAMU 3aMHTEPECOBAHHOU
OpraHM3aly B IOMEIICHUH BEJOMCTBEHHOI'O apxuBa, B oroarense win (oToraadoparopusax
JPYTUX OpraHu3aluil B IPUCYTCTBUU COTPYTHHKA BEJOMCTBEHHOI'O apXMBa.

HeratuBsl ¢oToKONMNI 1 MUKPO(QHIEMOB OPTaHU3ALMUSAM U MCCICIOBATEISIM HE BBIIAIOTCS
U 0€3BO3ME3/IHO IOCTYNAIOT B PacloOpsHKEHHE BEJOMCTBEHHOTO apXHBa. B HCKIIOUMTENBHBIX
cllydasix TIO THChbMY 3aMHTEPECOBAHHBIX OpPraHM3alUN U Pa3pelICHUI0 PYKOBOIUTEIS
OpraHu3aliy, B COCTaB KOTOPOH BXOAMUT apXMB, HETaTHBBI MOT'YT OBITh BbIJIaHBI BO BPEMEHHOE
MIOJIb30BAHNE OPTaHU3ALUSAM, 3aHUMAIOIIMMCS PECTaBpAIlMOHHBIMU paboTaMu U o(opMIIeHHEM
MY3EHUHBIX DKCIIO3ULIUN.

10.5.11. Konuu MOKYMEHTOB TMEPECHUIAIOTCS B aJpec TOW OpraHu3alliu, Mo 3ampocy
KOTOPOH OHM H3TOTOBJIEHBI, WM BBLAAIOTCA HCCIEIOBATENIO IO/ PACHUCKy B 3aKa3e Ha
KOTIMPOBAHUE.

HccnenoBaTenyu v opraHu3alii COOTBETCTBYIOIIMM TUCHbMOM CTaBATCS B U3BECTHOCTD, UTO
KOTMH JOKYMEHTOB MOTYT OBITh HCIIOJIb30BaHBI TOJBKO TIO TeME W IS ILeJel, YKa3aHHBIX B
3arpoce, U He MoJyIekar nepejaye IpyruM JIMLaM U OpraHu3alusim.

10.6. Yuet ucnonp30BaHUs TOKYMEHTOB

10.6.1. Bce ¢opmbl Hcnonb30BaHHUA JOKYMEHTOB BEJOMCTBEHHOIO apXHBa MOJyIEXkatr
yUery.

10.6.2. Yder noAroToBIeHHBIX HH(POPMAITMOHHBIX JOKYMEHTOB U MIPOBEACHUS Pa3IMYHbBIX
KYJBTYPHO - TIPOCBETHUTENBHBIX W arMTAIl[HOHHO - MPOMAaraHJANCTCKUX MEPONpPHUATHI BEIETCS B
XKypHaJe, I7ie yKa3blBaeTCsl X TeMAaTUKa U JaTa MpOBeIeHHUs] MEPOIIPUATHUS WK ONyOJIMKOBAHUS
JOKYMEHTA.

VYder BBIAAHHBIX APXMBHBIX CIPABOK, KOMHUHA M BBIMHCOK M3 JOKYMEHTOB BEIETCS B
CHEeHATBHOM JKypHAJIe PETUCTPAIIH aPXUBHBIX CIIPABOK, KOITUH U BHIIMHACOK U3 JIOKYMEHTOB.

10.6.3. VYd4er wucnosHeHus COLMAIBHO - IIPaBOBBIX 3alpOCOB OCYLIECTBIAETCA B
YCTaHOBIICHHOM ITOPSITKE.

10.6.4. Yyer xonmuuecTBa HCClelOBaTeNIeH M yKciIa MOCEHIEHUH HWMHU YHUTAJIbHOTO 3aja
apxuBa BEIETCS B KypHaJax PETHCTPAIMU HCCIEAOBATENCH M TOCEIIEHUH HCCIIe0BaTeIIsIMH
yutanbHOro 3ana ([Ipunoxenus 33, 34).
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10.6.5. Yder xonnyecTBa UCIOIB30BAHHBIX (POHIOB W BBIJAHHBIX ISl HCIIOJIB30BAHUS JIET
BEJIETCS 110 KHUTE BbIaun fen u3 Xxpanunuma (IIpunoxenue 35).

Paznen 11. PABOTA BEJJOMCTBEHHOI'O APXNBA
C JOKYMEHTAMMU JIMYHOI'O [NTPOUCXOXAEHUA

BenoMcTBeHHBIN apXWB B IENSX BBIIBICHHS, OTOOpa W MEpeladyd Ha TOCyIapCTBEHHOE
XpaHeHue JIOKYMEHTOB JIUYHOTO IIPOUCXOXKICHHUS, MMEIOIINX MOJINTUYECKOE,
HapOJHOXO35IICTBEHHOE, HAay4yHOE, COLMAJIBHO - KYJbTYPHOE WM HCTOPUYECKOE 3HAUEHUE,
OKa3bIBA€T COJACHCTBUE TOCYAAPCTBEHHOMY AapXWBy B €ro KOMIUIEKTOBAHUM TAKUMU
JOKYMEHTaMH; IO COIJIACOBAHUIO C TOCYAApCTBEHHBIM apXMBOM MOXET MPUHUMATh WX Ha
BPEMEHHOE XPaHEHHE C MOCIENYIOLEH ITepeadeii Ha rocyJapCTBEHHOE XPaHEHHE.

Ota pabora MOPOBOAUTCS BEIOMCTBEHHBIM AapXMBOM II0J]  HEMOCPEICTBEHHBIM
OpPraHU3alMOHHO - METOJINYECKUM PYKOBOJCTBOM I'OCYIaPCTBEHHOI'O ApXMUBA.

11.1. ITopsaok nepenayu B BEAOMCTBEHHBIN apXUB
JIOKYMEHTOB JIMYHOTO TTPOUCXOKACHHS

BenoMmcTBeHHBIN apXUB B COOTBETCTBUU C COCTABJIEHHBIM CIHCKOM JIMI, YbHU apPXUBbI
nesecoo0pa3Ho NMPUHUMATh Ha rocynapctBeHHoe xpaHeHue (IIpunoxenue 36), npuHUMaeT Ha
BPEMEHHOE XpaHEHHE JOKYMEHThl JINYHOTO IPOUCXOXACHUS IO 3asBJICHUIO UX BIaJeIblLa
(ITpunoxxenue 37) u opopmisier mpUeM akTOM MpHUeMa - Mepeslaud JOKYMEHTOB Ha BpeMEHHOe
xpanenue (IIpunoxenue 38). K akrty mpunaraercs caaTodyHas ONUCH JOKYMEHTOB JIMYHOIO
npoucxoxaeaus (IIpunoxenne 39).

AKT ¥ onuch COCTaBISIIOTCS B 3 sKk3eMIuisipax. OJuH SK3EMILUIAP aKTa U OIUCH MepelaeTcst
BJAJENIbLly JIOKYMEHTOB, OJIMH OJK3EMIUIAP OCTaeTcsi B BEJIOMCTBEHHOM apXuBe U OJUH
AK3EMILISP OIMCH U aKTa MEPEaeTCsl B COOTBETCTBYIOLIUM TOCYJapCTBEHHBII apXUB.

11.2. CucremaTu3zanus u ONMcaHue JT0KyMEHTOB
JIMYHOTO TIPOMCXO0XKIEHUS

11.2.1. ITocTynaromue 1o cOrinacoBaHUIO C TOCYJaPCTBEHHBIM apXHUBOM B BEIOMCTBEHHBIN
apXUB JIOKYMEHTHl JIMYHOTO TPOMCXOXKJIEHHUS CUCTEMAaTH3UPYIOTCS 10 apXMBHBIM (OHIaM
JUYHOTO TPOUCXO0KICHUS.

ApXUBHBIM (DOHJOM JIMYHOTO MPOUCXOXKACHUS HA3bIBAECTCS apXMBHBIA (POHA, cOCTOAIIUI
U3 JIOKYMEHTOB, 00pa3oBaBIIUXCA B IPOLECCE MXU3HU M JEATEIBHOCTH OTIENIBHOrO JHIA
(cembn). Jluio, B A€ATENBHOCTH KOTOPOrOo 00pa3oBalMCh JTOKYMEHTHI (OHJA, Ha3bIBaeTcs
donnoobOpazoBareneM. Ha3Banue ¢oHOa JITUYHOTO MPOUCXOXKICHHUS COCTOUT U3 (paMuiuy,
MMEHH, OTUECTBA JIMIA, YKa3aHUS pojia JeATeNbHOCTH (Ipodeccuu), ciy>KeOHOTO IMOIOKEHMUS,
YYEHBIX 3BAHUM.

B Be1oMCTBEHHOM apXuBE€ MOTYT CO37aBaThCsl ApXUBHBIE KOJJIEKLIUN JOKYMEHTOB JIMYHOTO
npoucxoxaenus ("BocrnomMuHanus ydacTHHKOB Benukoil OKTAOpBCKONW COIMATUCTUYECKON
pesomtonun”, "Ilucema ¢ ppontoB Bennkoit OteyecTBeHHOM BOMHBI" U T.11.).

11.2.2. XpoHOJIOTMYECKMMHU TpaHUIIAMU APXUBHOTO (HOHJIA JIMYHOTO MPOUCXOXKACHUS
ABIIIOTCS JIaThl POKIEHUS U cMepTu (poH000pa3zoBaTesis. XPOHOJIOTMUECKUMU TpaHULAMU
JIOKYMEHTOB apXUBHOM KOJUIEKIIMHU SIBIISIOTCA JaThl CAMOI'O PAHHETO U MO3/IHETO JOKYMEHTOB.

Kpaitnue natel nokyMeHTOB ()OHAA JIMYHOTO IMPOMCXOXKICHHS MOTYT HE COBNAJaTh C
XPOHOJIOTUYECKMMHU TpaHuIlaMu (OHAA H3-32 OTCYTCTBHS JOKYMEHTOB O HA4yaJbHOM WJIH
3aBepIIAIOIIEM JTale XKU3HU (POHM000pa3oBaTenss WIM 3a CYET JOKYMEHTOB, CBS3aHHBIX C
OTKJIMKaMH Ha cMepTh (poHm000pazoBaTensi, C MOCMEPTHBIM H3JaHUEM €ro MpOHM3BEAEHUll,
IIPOBEJICHUEM FOOUIIEITHBIX MEPOTIPUATUH U T.1.
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11.2.3. B cnyyae HEoOXOIMMOCTH BEIOMCTBEHHBIM apXWB 3alpallinBacT y BIaJeiblia
JTIOKYMEHTOB Ounorpaduyeckue cBegeHus o GponmoodpazoBaresne, a Takke 00 uctopuu GoHma u
COCTaBJIICT KPATKYIO HCTOPUUECKYIO CIIPaBKy 0 (poHmoo0pa3oBaTesne, KOTopas COIEPKHT:

- OCHOBHBIC Oumorpaduueckue cBeneHus o ¢oHmooOpazoBarene (IaTbl €ro >KU3HH,
CBEJICHUS O BPEMEHH U MeCTax ero paboThl, €ro NeUaTHBIX TPYIaX, H300peTeHUsIX U JIp.);

- cBeneHuss o0 wucropuu (QoHaa (MOJHOTA NEpeJaHHBIX B BEIOMCTBEHHBIH apXHB
JIOKyMEHTOB, MECTOHAX0KJIEHUE HE ITOCTYIUBLINX HA XpPaHEHUE JJOKYMEHTOB U JIp.).

11.2.4. TlepenaBaembie B BEJOMCTBEHHBIN apXWB JOKYMEHTHI Kakaoro ¢GoHaa JTUYHOTO
IIPOUCXOXKACHNUA MOMJIEKAT IMEPBUYHOM CUCTEMATHU3allMM B COOTBETCTBUM CO CXEMOM
CUCTEMAaTU3alllH, COTJIACOBAHHOM C rOCY1apCTBEHHBIM apXHUBOM.

OCHOBHBIMH ~ pa3JielaMHd  CXEMbl CHCTEMAaTH3allMM JIOKyMEHTOB (oHAa JHYHOTO
MIPOUCXOXKIACHUS SABIISIOTCS:

- JIOKyMEHTBl TBOPYECKOH JAeATeNnbHOCTH (HOHI000pa3zoBarest (PYKONMUCH, PHCYHKH,
YEPTEKHU U JIP.);

- TOKYMEHTBI CITYKeOHOW U 0OIIECTBEHHOU NesTebHOCTH (DOHI000pa30BaTes;

- TUYHAA nepenucka GoHa000pazoBaTens;

- JIOKyMeHTBl K Owmorpadum QonmooOpazoBarenss (JUYHBIE IOKYMEHTHI, IOKYMEHTBI
ro0usIeeB u ap.);

- TOKyMEHTHI 0 poH1000pa3oBarese (CTaTbi, BOCIIOMUHAHUS, OT3BIBBI U JIP.);

- n300pasuTenbHble JOKyMeHTHI (hoTorpaduu pongoodbpaszoBaTens u ap.);

- JTOKYMEHTBI, OTJIOKUBIINECS B (poHIE M coOpaHHble (oHI000pa3oBareneM (PyKOnucu
Y PUCYHKH JAPYTUX JIUI], TEMAaTHYECKHE MOJA00PKH BBIITUCOK, BHIPE30K M3 Ta3€T U T.IL.).

BHyTpH 3THX pa3/ienoB JOKYMEHTHI TPYIITUPYIOTCS BO BPEMEHHO C(OPMHUPOBAHHBIE el
(eIMHUIBI XPaHEHUs) B COOTBETCTBUU C TEMATHMYECKUM, XPOHOJOTHYECKHM, HOMHUHAIIBHBIM,
KOPPECHOHIEHTCKUM WJIA UHBIM IIPU3HAKOM.

11.2.5. Bpemenno chopMupoBaHHbIe Jieia (€AMHULIBI XPAHEHUS) 3aKII0YAIOTCS B TAMKHU C
kinanaHamu. Ha o0siokke eAMHMIBI XpaHEHMs] KapaHJIalmoM 00O03HauyaeTcs: HauMEHOBAaHUE
dboHIa JTUYHOTO MPOMCXOXKIEHUS, €ro HOMEp MO CHUCKY (OH/IOB BEJOMCTBEHHOTO apXuBa,
MOPSIIKOBBI  HOMEp €IMHUIBI XpAaHEHHWsS IO OIKCH, KpaTKoe HAWMEHOBAaHWE TPYIIIIBI
JIOKYMEHTOB M UX KOJINYECTBO.

BpemenHo chopMUpOBaHHbBIE €IUHUIIBI XPaHEHUs HE IMOIIMBAIOTCS, HyMepalus JUCTOB
HE TPOU3BOAMUTCS, KpallHHE JaTbl JOKYMEHTOB HE BBIABIIAIOTCS, 3arOJIOBKU COCTABIISIOTCS
KpaTkue, o0oOuieHHble: "/lokymeHThl Kk Ouorpadun", "JlokyMeHThl 0 paboTe B M3AATEIbCTBE
"XynoxxecTBeHHas auTepaTypa” u T.JI.

11.2.6. Cucrematuzanusi JOKYMEHTOB (oHAa 3akperussiercs IyTeM COCTaBJICHUS
CIAATOYHOM OIHCH.

OnucarenpHasi cTaThsl ONUCH COCTOUT M3 IOPSIKOBOIO HOMEpAa BPEMEHHOM €IMHMIIBI
XpaHEHMs, KpaTKOro ee 3arojioBka M OOO3HAYeHMs KOJIMYECTBA JIOKYMEHTOB B EIUHMIIE
XpaHEHUS.

B utoroBoii 3anucu K OMMCcH yKa3bIBaeTCsl 00Iee KOIMYECTBO JJOKYMEHTOB, YUTEHHBIX 110
9TOW  OMHMCH, KOJMYECTBO BPEMEHHO C(HOPMHUPOBAHHBIX E€IUHHI] XPaHEHUs, ONHCH
MOJIMMCBHIBACTCS COCTaBUTENEM 1 3aBepsercs npenaceaarenem LIOK (3K) opranuszarmm.

11.2.7. Tlocne odopmiieHHs TpueMa JOKYMEHTOB JJUYHOTO MTPOMCXOKICHHSI Ha BPEMEHHOE
XpaHEHHE BEJIOMCTBEHHBI apXUB BHOCHUT HEOOXOJWMBbIE U3MEHEHUS U JIOTIOJHEHUS B yUETHbIE
JIOKYMEHTBI apXUBa: CIUCOK (POHJOB, KHUTY ydeTa MOCTYIUIEHUH JOKYMEHTOB, COCTAaBIISIET JIUCT
donna.

[Ipu 3ToM B sucte GhoHIAa JOKYMEHThI, BHECEHHBIE B OMKCh, YUUTHIBAIOTCS KaK OMUCAHHBIE,
MIOCKOJIBKY OITUCH SIBJISIETCS] YYETHBIM IOKYMEHTOM.

11.2.8. BenoMCTBEHHBIN ApXUB XPaHUT JOKYMEHTBI JUYHOTO IPOUCXOKJCHUS, YUITCHHBIC
[0 CAATOYHOM OIMCH, U B COOTBETCTBUM C HEW NEPENAcT JOKYMEHTHl Ha TOCYJapCTBEHHOE
XpaHEHHe.



11.2.9. Ilo cornmacoBaHMIO C TOCYyIapCTBEHHBIM apXMBOM M IIOJl €r0 HENOCPEIACTBEHHBIM
PYKOBOJICTBOM BEIOMCTBEHHBII apXUB MOXET IMPOBOJUTH MOJATOTOBKY JOKYMEHTOB K Iepejayue
Ha rOCYJJapCTBEHHOE XpaHEHUE, KOTOpasi BKIIOYAET:

- OKCHEPTU3Y LEHHOCTH JOKYMEHTOB;

- yrouHeHue (HOHI0BON MPUHAAICKHOCTH TOKYMEHTOB;

- YTOYHEHME CHUCTEMaTHU3alUU JOKYMEHTOB B Inpeaenax (GoHAa, KIacCHU(PUKAIMOHHBIX
rpynn U e (€AUHULL XpaHEHUS);

- OIlpe/ieIeHue aBTOPCTBA U BPEMEHH CO3/aHUs TOKYMEHTOB IPU OTCYTCTBMM B HHMX 3THX
JAHHBIX;

- ¢popMupoBanue aen (€AUHUIL XPAaHCHHUS ),

- mosiHOE oopmiIeHne e (eIUHUL] XpaHeHHs ) (KpOMe MOJIIINBKH);

- COCTaBJIeHHE ONUCH (POHJA JIMYHOI'O IPOUCXOXKICHUS C HEOOXOIUMBIM HAy4yHO -
CIPaBOYHBIM alapaToM K HeH (IIpeuCIIOBUE, OIVIABICHUE, YKA3aTENIH).

Onucu cocraBisAloTcs MO (oOpME ONKMCH Jel IOCTOSHHOIO XpaHEHUs OpraHu3alui
(ITpunoxenwue 22), ucknrouas rpady 2 "Uunekc nema".

11.3. Tlepenaya TOKYMEHTOB JIMYHOTO TIPOUCXOKICHUS
Ha roCyJIapCTBEHHOE XPaHECHUE

11.3.1. Onuce ¢oHma nUYHOTO NpoucxoxkneHuss paccmatpuBaerca L[[OK (OK)
OpraHM3aliy U 1ocie ee ojo0peHus Hampasisgercss Ha paccmorpenue DIIK coorBercTByroIIEr0
ApPXUBHOT'O YUPEKICHHUS.

[locne yrBepxaenus onucu OIIK  cooTBETCTBYIOLIErO0 apXHMBHOTO  YUPEKICHUS
cocTaBisieTcs akT onucanus JokymeHToB ([Tpunoxenue 40).

B cooTBeTcTBHM C aKTOM BHOCSATCS H3MEHEHUS B JIUCT (QOHIA: TOKYMEHTHI M BPEMECHHBIC
€IMHUIBl XPAaHEHUs YYUTHIBAIOTCS Kak BbIOBIBIIME, a Kak IOCTynuBIIMEe B rpade "Yuer
ONMCAHHBIX JOKYMEHTOB" YKa3bIBaIOTCS €IMHUIBI XPAHEHUSA, BHOBb C(OPMUPOBAHHBIE U
BHECEHHBIE B OIHCH.

11.3.2. Tlepenaua TOKyMEHTOB JIMYHOI'O MPOMCXOXKJIEHHUS HA FOCYAapCTBEHHOE XpaHEHHE
IPOM3BOJIUTCS B CPOKHU, COTJIACOBAHHBIE C TOCYAAPCTBEHHBIM apXMBOM U O(QOPMIISETCS aKTOM
npueMa - Iepelayd JIOKyMEHTOB Ha rocynapctBeHHoe xpaHeHue (IIpunoxxenue 41) B
YCTaHOBJIEHHOM IOPSJKE.

IIpu sTomM BMecTe ¢ JOKyMEHTaMu (OHJA JIMYHOIO HPOUCXOXKACHUS NepefaeTcs Ieso
¢doHIa, BKIIOYAOIIEEe IMEPENuCKy C BIaJeNblieM, €ro 3asBJICHHE O IMpHEeMe JOKYMEHTOB Ha
XpaHEHUE, OMUCH, aKT ONMUCAHUS JOKYMEHTOB, a TAK)K€ TPH 3K3eMIUIsIpa onucH (oH/Ia, EClId OHA
COCTaBJIANACh.

11.3.3. JIOKyMEHTBI JIMYHOT'O MPOMCXOXKJIECHUS, XpaHAILIUECs B BEIOMCTBEHHOM apXUBE,
UCTIOJIB3YIOTCS C COOJIIOZICHMEM HOPM aBTOPCKOI'O MpaBa M yCIOBUM, HA KOTOPBIX OHU HepeIaHbl
Braaenbuamu. MccinegoBarensiM JOKYMEHTHI JIMYHOTO MPOMCXOXKJIEHHUS BbIIAIOTCS TOJIBKO C
paspeleHus JIMLa, NIEPEJaBIIero UX B BETOMCTBEHHBIN apXUB.

Paznen 12. OPTAHU3ALIUA PABOTHI BEJJOMCTBEHHOI'O APXMBA
12.1. O0wmue moiaoXeHus

12.1.1. OpraHu3anusiMd B 3aBHCHUMOCTH OT OOBeMa JOKYMEHTOB, HAXOIAIIMXCA Ha
BEJIOMCTBEHHOM XPaHEHHUH, U 3314 110 00ECTICUCHHUIO UX COXPAHHOCTH M MCTIOJIB30BAHUIO MOTYT
CO3/1aBaThCsl BEJOMCTBEHHBIE apXUBbI, KaK CTPYKTYPHBIC MOAPA3ACIICHUS WIM KAaK COCTABHbIC
YaCTH CTPYKTYPHBIX TOJIpa3ziefieHuid. Be1oMCTBeHHbIE apXUBBI, SABISIOMNUECS YIPEKICHUSIMH C
paBaMH IOPUAMYECKOTO JIUIA, MOTYT (YHKIIMOHUPOBATH 32 CYET OFO/KETHBIX ACCUTHOBAaHUH, a
TaKKe 3a CUET CIEeUATIbHBIX BHEOIOHKETHBIX CPEJICTB.
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12.1.2. PaGoTa BeTOMCTBEHHOTI'O apXHBa OPraHU3YEeTCS B COOTBETCTBHHU C MOJIOKEHHEM 00
apxuBe, B KOTOPOM (UKCHUPYIOTCA: NMPABOBOM CTAaTyC BEJIOMCTBEHHOTO apXHBa; UCTOYHHUKHU €TI0
KOMILJIEKTOBAHUS; COCTaB JOKYMEHTOB, IIOCTYMAIOIINX HA XpaHEHHE; 3a/1a4i U (DYHKIIMH apXuBa
U €ro mnpaBa, HEOOXOAUMBIE JIJISl X OCYIIECTBICHUSI.

[lonoxxeHne O BEIOMCTBEHHOM apXHBE, SIBISIOLIEMCS YUPEXKIECHUEM, COTJIACOBBIBAETCS C
COOTBETCTBYIOIINM YYPEKIECHHUEM TocynapcTBeHHOU apxuBHOU ciryx0b61 CCCP, yTBepkaaeTcs
PYKOBOAMTENEM OPTaHU3alM1, B HEIOCPEACTBEHHOM ITOJYUHEHUU KOTOPOH OH HAaXOJUTCS.

12.1.3. IlonoxkeHue O BEIOMCTBEHHOM apXHBe, SBISIOMIEMCA  CTPYKTYPHBIM
NOJpa3JeICHUEM WJIM 4YacTbl0 CTPYKTYPHOTO IIOAPA3JEIECHUs OpraHU3alMH, YTBEPKIACTCS
PYKOBOAMTENEM OpPTaHU3alllU, B COCTaBEe KOTOPOl OH (PYHKIIMOHUPYET.

12.1.4. TlonoxeHne O UEHTPAIbHOM OTPACIE€BOM apXHUBE, LEHTPaJIbHOM apXuBE
munuctepctBa  (BemomctBa) CCCP, coros3HOH, aBTOHOMHOH  pecnmyONMKHA — JIOJDKHO
coryiacoBbIBaThes cooTBeTCTBeHHO ¢ ['maBapxuBoM CCCP, rimaBapXuBoM COIO3HOH pecryOsInKH,
ApXUBHBIM YIIPaBJIEHUEM aBTOHOMHOW PECITYOIUKH.

[Tonoxernne 00 OOBEIMHEHHOM BEAOMCTBEHHOM U MEXIYBEJIOMCTBEHHOM apXUBE
COTJIACOBBIBAETCSI C COOTBETCTBYIOIIMM YUYPEKIECHHUEM TOCYIapCTBEHHONW apXHUBHOW CIYXKObI
CCCP.

12.1.5. Ha wumeromuecs B BEJOMCTBEHHOM apXHBE JOJDKHOCTU COTJIACHO IITAaTHOMY
pacnucaHMio (3a HMCKIIOYEHMEM 3aBEIYIOIIEr0 apXWBOM) COCTABIISIOTCS JOJKHOCTHBIE
MHCTPYKIMHU, B KOTOPBIX YKa3bIBalOTCS BUJBI padOT, BO3jIaracMble Ha paOOTHUKA apXHBa, €ro
o0si3aHHOCTH ¥ mpaBa. JIOJDKHOCTHAsT HMHCTPYKIHS pa3palaThiBaeTcs TakxkKe Ui JIUIA,
OTBETCTBEHHOTO 32 apXUB.

JIOOKHOCTHBIE MHCTPYKLIMK COTJIACOBBIBAIOTCS C FOPUIUYECKON CIyXKOOH opraHu3aluu U
YTBEPKAAIOTCSI COOTBETCTBEHHO PYKOBOJAUTEIEM OpraHU3alluu, PYKOBOJIUTENIEM CTPYKTYPHOTO
NOJpa3/ieNIeHUsl, YacTbl0 KOTOPOIO SBJISETCS apXuB, 3aBEIYIOLIUM apXUBOM (€ciiu apXuB
ABIIIETCS CTPYKTYPHBIM MOJpa3ieiCeHHEeM) HIM €ro JAUPEKTOpoM (€clid apXuB SBIAETCS
YUPEXKJIEHUEM).

12.1.6. Jlumo, Ha3HAUY€HHOE OTBETCTBEHHBIM 3a BEIOMCTBEHHBIM apXWB, IMPOXOIUT
MHCTPYKTaX, a B HEOOXOAUMBIX CIIydasix U CTAXKUPOBKY B TOCYJIapCTBEHHOM apXHBE, B KOTOPBII
NEepeJatoTCs JOKYMEHTBI OpraHU3alMi Ha TOCY1apCTBEHHOE XPAaHEHHE.

12.2. Metoanueckoe o0ecrieueHrne paboThl
BCOAOMCTBCHHOT'O apXI/IBa

12.2.1. llenTpasbHbIi OTpacaeBON apXuB, LIEHTPAJIbHBIM apXUB MUHUCTEPCTBA (BEOMCTBA)
CCCP, coro3HOH MM aBTOHOMHOH pecryOlMKH OpraHu3yeT M NPUHUMAeT HENoCpeICTBEHHOE
ydacTue B pa3pabOTKe HOPMAaTUBHO - METOJMYECKHX JOKYMEHTOB OTpPACIEBOrO0 Ha3HAu€HUs
(pa3nUuHBIX TEpeyHel KaTeropuii JOKYMEHTOB €O CpOKaMHM MX XpaHEHMs, THUIOBBIX
(mpuMepHBIX) MHCTPYKIUH IO JAEJIONPOU3BOJACTBY M HOMEHKIATyp A€l M T.JA.) Kak Jid
BHYTPEHHET'0 M0JIb30BaHMsI B apXMBe, TaK M JJI UX UCHOJIb30BaHUSA B paboTe ¢ JOKyMEHTaMU B
CTPYKTYPHBIX NOJIpa3eNIEHUsX U MO/IBEIOMCTBEHHBIX OpPraHU3aLUsX.

HopmaTtuBHO - MeTOaMYecKHME JOKYMEHTBI COKO3HOIO  OTpPAacieBOro  XapakTepa
YTBEPKAAIOTCSI MUHUCTEPCTBOM (BeoMcTBOM) coBMecTHO ¢ I'maBapxuBom CCCP unm TOJbKO
MHUHHCTEPCTBOM (BEIOMCTBOM), HO 1O coriacoBanuto ¢ ['maBapxusom CCCP.

12.2.2. Ha ocHOBE OTpacieBbIX HOPMAaTUBHO - METOJUYECKUX JOKYMEHTOB BEJJOMCTBEHHBIE
apXUBBl OpraHU3aIMil OTpaciy pa3padaThIBAlOT KOHKPETHbIE HOPMATHBHO - METOAMYECKHE
JIOKYMEHTHI 110 POBEACHUIO JIETIOMPOU3BOJICTBEHHBIX U apXUBHBIX PaboT.

IloaroroBieHHbIE BEAOMCTBEHHBIMHY apXUBaMH HOPMAaTHBHO - METOJINYECKUE JOKYMEHTBI
0 WX YTBEPXKACHUS WIM TMOJMUCAHUS PYKOBOJCTBOM OpraHM3alMM WM CTPYKTYPHOTO
NOJpa3JIeIeHusi, B COCTaBe KOTOpPOro (YyHKIMOHUPYET apXuB, MPEACTABIAIOTCA Ha
pPElEH3UPOBAaHWE U COIJIACOBAHME B COOTBETCTBYIOIIME YUPEKACHHS TOCYIapCTBEHHOMN
apxuBHo# ciyx0b1 CCCP.



12.3. TlnanupoBanue pabOTHI BEJOMCTBEHHOTO apXHUBa

12.3.1. B BeTOMCTBEHHOM apXWBE COCTABJISIOTCS: T'OJIOBBIE IIJIaHBI paOOThI M TOJOBBIC (C
MOKBAPTAILHOW pPa30MBKOM) IUIAHBI - TpadUKH MpUEMa JIed OT UCTOYHHKOB KOMILICKTOBAHUS
apxXMBa, INepefadd e Ha TOCYJapCTBEHHOE XpaHEHHWE, MPEJCTaBICHUS TOIOBBIX Pa3JeiioB
CBOJIHBIX ommceil e Ha paccmotpenue DI1K cooTBETCTBYIOIIET0 apXUBHOTO YUPESIKICHUS <*>,

<*> Jlo cOrmacoBaHMIO C COOTBETCTBYIOIIMMH YUPEKACHUSMH TOCYAapCTBEHHOM
apxuBHOil ciy0b1 CCCP opranuzanusmMu MOTYT COCTABJIATHCSA MEPCHEKTHUBHBIC, B TOM YHCIIE
IATWIETHUE, IUIAHBl NIepejaud JOKYMEHTOB Ha IOCYAApCTBEHHOE XPaHEHUE W IPEACTaBICHUS
rOJ0OBBIX Pa3/esioB CBOAHBIX ONHUCeH Aen Ha paccmoTperue DK apXUBHBIX yUpekIeHUH.

[Inanel - rpagukyu nmpuema aen OT UCTOYHUKOB KOMIUIEKTOBaHMSI apXHUBa /10 YTBEPXKICHUS
UX PYKOBOAMTEIEM OPraHU3allUK COIVIACOBBIBAIOTCS C HMMH, @ TAaK)KE C COOTBETCTBYIOLIUM
roCyJIapCTBEHHBIM apxXuBoM (cMm. 1. 4.3.3).

[Inansl - rpaduku mnepepaud Jell Ha TIOCYAApCTBEHHOE XpaHEHHE U IPEACTaBICHUS
TOJIOBBIX pa3/elioB CBOAHBIX omuced nen Ha paccMorpeHue OIIK apXuBHOro yupexaeHus
YTBEPKAAIOTCSI COBMECTHO PYKOBOJUTEIEM OpPraHU3allid U COOTBETCTBYIOILEIO apXHMBHOIO
YUPEKACHUS.

B nanax HeoO0XoAMMO MpeaycMaTpUBaTh CAaHUTAPHbBIE THU JJIsl TIPOBEACHMSI CAHUTAPHO -
TUTHEHUYECKUX padoT (cM. 1. 5.1.27).

I'ogoBble maHbl pabOThl ApXMBOB IPEICTABIISIOTCS HA COIJIACOBAHME B TIOCAPXUB IO
B3aMMHOMN JOrOBOPEHHOCTH IOCapXHBa U OpraHU3alHH.

12.3.2. B uensx BBINOJHEHUS IOCTAHOBJIEHUH U PACIIOPSKEHUN TUPEKTUBHBIX OPraHOB 110
BOIPOCAM apXUBHOIO JieJla, MPUKA30B M YKa3aHUU BBIIECTOSAIIMX OpraHu3aluil, ykazaHui
yUpEeXKACHUH rocynapcTBeHHOW apxuBHOH ciyxObpi CCCP  BEJOMCTBEHHBIM apXHBOM
pa3pabaThIBalOTCS IUIAHBI MEPONIPUATHH.

12.3.3. T'onoBoe miaHupoBaHue pabOThl BEJOMCTBEHHOI'O apXHUBa MPOBOJMUTCS HAa OCHOBE
OlpesieNieHus] TJIaBHBIX 3ajjady paboThl apxuBa Ha IUIAHUPYEMBIM TOJ, BBITEKAIOIUX U3
TpeOOBaHUI  IOCTAHOBJIEHUW JUPEKTHUBHBIX OpPraHOB, pEIIEHUH MECTHBIX OpraHOB
rOCy/IapCTBEHHOW BJIACTH, NPUKA30B U yKa3aHUM BEIOMCTBA 10 BOIPOCAM apXMBHOTO J€ja U
JIEJIONPOU3BOJICTBA, YKA3aHUM YUPEKIEHUI rocyJapCTBEHHON apXWBHOW CIYKOBl U C y4ETOM
OrojKeTa paboyero BpeMEHHU B INIAHUPYEMOM TOTY.

12.3.4. TonoBoli T1uIaH COCTaBISETCS C yKa3aHMEM KOHKPETHBIX BHIOB paboT 1o
npunaraemoit popme (IIpunoxenue 42).

[To xaxaoMy BuIy paboOThI oNpeAensercss ero 00beM; OTIENbHbIE BUIbl pabOT MOTYT HE
UMeTh OOBEMHBIX IOKa3zaTesned (Hampumep, KOHTPOJIb 3a PabOTOW COTPYIHHKOB), B TaKOM
CIIy4ae UX TPYJOEMKOCTb BBIPAXKAETCsl TOJIBKO 3aTPaTON BPEMEHH.

KoncynsrantlIntoc: mpumevanue.

ITocranoBnennem Muntpyna P® ot 18.12.1992 N 57 yrBepkaeHsl YKpYIHEHHbBIE HOPMBI
BPEMEHHM Ha pabOThl, BHINOJHSAEMbIE B OOBEAMHEHHBIX apXMBaX, XPaHIIMIHUX JOKYMEHTHI IO
JUYHOMY COCTaBY YUPEKJAEHHUI, OpraHu3alui, NpeAnpusTHil.

Jlna onpenenenust O0ro1keTa BPEMEHH, KOTOPbIH HE0OXOMMO 3aTPAaTUTh Ha BBIMOJHEHUE
BUJIOB pa0OT B MPEAYCMOTPEHHOM IUIaHOM 00BbEMe, ClIeAYeT UCIOb30BaTh ""THIIOBbIE HOPMBI Ha
OCHOBHbIE BUJIbI palboT, mpoBoaAuMbIX B rocapxuse” (M.: I'maBapxus CCCP, 1977) u "Tunossie
HOpPMBI BPEMEHHM Ha pabOTHI MO JENIONPOU3BOJCTBEHHOMY obciyxuBanuo" (M.: HUUTpyna,
1976).

[Tnanbl MOAMMCHIBAIOTCS 3aBEAYIOIUM BEIOMCTBEHHBIM apXUBOM (JIMLIOM, OTBETCTBEHHBIM
3a apXMB) M YTBEP)KIAIOTCS PYKOBOJAUTEIEM OpraHU3alld, KOTOPOH OH HENOCPEICTBEHHO
NOJYHMHEH, WIH CTPYKTYPHOTO MOJIpa3/IeieHus], B COCTaBe KOTOPOro (PyHKIIMOHUPYET apXHB.
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B Hayane mutaHa yka3bpIBaeTCsl KOJMYECTBO PAOOTHUKOB B apxXMBE M OOIMIMN OIOIKET
pabouero BpeMEHH C YYETOM HETPOM3BOJUTEIBHBIX 3aTpaT BpeMeHHU (Ha ydyeOHBbIE OTITyCKa, Ha
BPEMECHHYIO HETPYAOCIOCOOHOCTD U T.11.).

12.3.5. B BeIOMCTBEHHOM apXHWBE CHCTEMAaTHYECKH JIOJDKHA IPOBOJUTHCS paboTa IO
YIIYYIICHUIO OpTraHU3alluy U YCIOBHH Tpy/a.

12.3.6. B mensx pa3BUTUSA TPYAOBOH, OOIIECTBEHHO - IOJUTHYCCKON aKTUBHOCTH,
MOBBIIICHUS] TPYJOBOM U MPOU3BOJCTBEHHOW MCUMIUIMHBI, OTBETCTBEHHOCTH 3a MOPYYEHHOE
JIe7I0 paOOTHUKK BEIOMCTBEHHOTO apXHBa YYacCTBYIOT B COIMAIIMCTHYECKOM COPEBHOBAHUH,
MPOBOJMIMOM B OpTaHU3aIMH, B CTPYKTYpE KOTOPOU (DYHKIIMOHUPYET apXUB, I OPTaHU3YEMOM
YUPEKIACHUSIMHU ToCyaapcTBEHHOM apxuBHOU ci1yk0b1 CCCP.

12.4. Be1oOMCTBEHHBII KOHTPOJIb 32 COCTOSTHUEM apXHUBOB
Y OpraHu3alyeil JTOKYMEHTOB B JICJIONPOU3BOICTBE

12.4.1. BentoMCTBEHHBIN KOHTPOJIb 32 COCTOSIHUEM APXMBOB U OpraHMU3aledl JOKYMEHTOB
B JICJIONIPOU3BO/ICTBE OCYILECTBIISICTCSI B COOTBETCTBUM CO CTPYKTYpPOH OTPACiIM U 3BEHHOCTBIO
YIOPABJICHUS: LEHTPAJIBHBIA  OTPAaciIeBOM, ILEHTPAJBHBIA  ApXUB, AapXUB  COKIO3HO -
peciyOIMKaHCKOI0 MHUHHMCTEPCTBA COBMECTHO CO CIIY>KOOH J1e/IONpOn3BOACTBA KOHTPOJIUPYET
COCTOSSHUE apXHWBOB M OpraHM3alUIl0 JIOKYMEHTOB B JICJIONPOM3BOJICTBE OpraHU3aluil
HEMOCPEACTBEHHOIO IMOAYMHEHUS M PECIyOJUKAHCKUX MMHUCTEPCTB; IEHTPaJIbHBIA apXuB
pecIyOIMKaHCKOTO MHHHUCTEPCTBA COBMECTHO CO CITY)KOOH JIEIOMPOU3BOJICTBA COOTBETCTBEHHO
OCYILLECTBJIIET KOHTPOJb 3a COCTOSHHEM apxXMBOB M OpraHu3aluedl JOKYMEHTOB B
JIEJIOTIPOU3BOJICTBE  OPTraHM3alMi  HENOCPEACTBEHHOTO MOMYMHEHHS M PECHyOIMKaHCKUX
(ACCP), kpaeBbIX, 00JaCTHBIX OpraHu3aluii; apxusbl pecnyonukanckux (ACCP) MuHHCTEPCTB,
KpaeBbIX, 00JIACTHBIX OPTraHU3aNUi OCYIIECTBISIOT COBMECTHO CO CITY)KOaMH JAETIOMPOU3BOICTBA
KOHTPOJIb 3a COCTOSHHEM apXWBOB U OpraHu3alueldl JOKyMEHTOB B JE€JIONPOU3BOJICTBE
OpraHM3alil HEOCPEICTBEHHOIO TOTYMHEHMS], @ TAKXKE FOPOJICKOI0 U pallOHHOT'O 3BEHBEB.

IleHnTpaynbHblii  OTpacieBOW apXuB, LEHTPAJbHBIH apXUB COIO3HOTO MMHHUCTEPCTBA
COBMECTHO CO CIYXOOH JIeJ0MPON3BOJICTBA OCYLIECTBIISIET KOHTPOJIb 32 COCTOSIHUEM apXHUBOB U
OpraHu3aiuei JOKyMEeHTOB B JI€JIONPOU3BOJCTBE OPraHU3aLUil COO3HOTO MO TYMHEHHUSL.

12.4.2. C nenpio BBIOJHEHUS 3aJady, yKa3aHHbIX B 1. 12.4.1, Be1OMCTBEHHBIH apXuB
COBMECTHO €O CITy00i1 1e70nMpOoU3BOJICTBA MPOBOAUT IIAHOBBIE IPOBEPKU COCTOSIHUS aPXUBOB,
OpraHM3aly TOKYMEHTOB B JI€JIONPOU3BOJICTBE HE pexe | pa3za B MATh JIET B OpraHU3aLUAX
HEMOCPEACTBEHHOTO MOAYMHEHHUS, a COCTOSTHUE OpraHu3aliy JOKYMEHTOB B JIEJIONPOU3BO/ICTBE
CTPYKTYPHBIX MOJpa3/IeieHUI caMOil OpraHu3alMy - He peXe OJIHOTO pa3a B roJl, Kak MpaBuio,
nepes nepenaueil 1eyn B BEAOMCTBEHHBIH apXUB.

[Tp1 HEOOXOIUMOCTH MOTYT OCYIIECTBIIATHCS i BHEIUTAHOBBIE IPOBEPKH.

12.4.3. TlIpoBepku mNpoOBOAATCS KOMIUIEKCHBIE M TeMaTHueckue. B mNOAroToBKy K
IIpOBEpPKaM JOJDKHO BXOJUTH COCTaBJIEHUE IUIaHA W3YYEHHUs IMPOBEpPSEMbIX BOIpocoB. Eciu
IPOBEpPKa MPOBOAUTCS HECKOJIBKUMM COTPYJHHKAMM, TO B TUIAHE YKa3bIBaeTCs paclipeliesieHue
00s13aHHOCTEN MEXy HUMHU.

12.4.4. Tlo uToram Ka)KAoi MPOBEPKU COCTABJISETCS CHpaBKa WM JOKJIAJHAs 3allMCKa Ha
UMSI PYKOBOJUTENI OpraHMU3allHi, B KOTOPBIX OTPa)KaeTCs CYIIECTBYIOLIEE IOJIOKEHUE U
HaMEYyaroTcs MEpbI 110 JTUKBUIALNN HEJOCTATKOB U IabHEHIIEMY YIYUYIIEHUIO PaOOTHI.

C BBIBOAaMHU TIPOBEPKH JOJDKHBI OBITH O3HAKOMIICHBI HETIOCPEACTBEHHBIC MCIIOTHUTENIN U
PYKOBOJUTENH COOTBETCTBYIOILIETO CTPYKTYPHOTO Mo/ipa3/ieiieHns. B HeoOX0AUMBIX cilydasx 1Mo
UTOTaM TPOBEPOK PYKOBOAUTEIEM OpraHU3alud WM PYKOBOJUTENIEM  BBILIECTOSALIEH
OpraHu3ali MOTYT U3aBaThCs MPUKA3bI.

12.4.5. Onnoit u3 ¢hopM BETOMCTBEHHOT'O KOHTPOJIS SIBJIIETCS MPOBEACHHUE 00IIECTBEHHBIX
CMOTPOB COCTOSIHMSL apXMBOB M JIEJONPOM3BOJCTBA OpraHU3alUil oTpaciau (TPyMIbI
OpraHM3alii oTpaciu Ha OJHOM WM HECKOJbKUX YpoBHsX). [lopsimok opraHuzanuu u
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MPOBEJCHUS CMOTPA OMPEIENIeTCs MHUHUCTEPCTBOM (BEIOMCTBOM) M T.J. COBMECTHO C
COOTBETCTBYIOIIMMH YUPEKICHUIMHU TOCYAIapCTBEHHOM apXxuBHO# ciry>x061 CCCP.

12.4.6. B nensx ocyniecTBICHUSI CUCTEMAaTUYECKOTO U KaY€CTBEHHOI'O aHAIN3a COCTOSHUS
BEJIOMCTBCHHOTO KOHTPOJII apXWBOM BEIyTCS KApPTOYKH Yydera pabdOThl C OpraHH3alusIMu
(ITpunoxxenue 43).

12.5. Pabora ¢ kagpamu

12.5.1. Tlogbop KaapoB, pacCTaHOBKAa W HCIOJIb30BaHHE PAOOTHUKOB BEJOMCTBEHHOTO
apXuBa OCYIIECTBIISIIOTCS B COOTBETCTBUU C 3aJadyaMU apXuBa, TUIOBOM HOMEHKJIATYpOM
MITaTHON YMCIIEHHOCTH, KBATHU(PUKAIIMOHHBIMH XapaKTePUCTUKAMU JOJDKHOCTEH B OTPACIH.

12.5.2. TloBeimenue kBamudukanuu paObOTHUKOB apXWBa W CIYKOBI JIEJIOMPOU3BOJICTBA
OpraHU3aL1K IPOBOJUTCS 110 COIVIACOBAHUIO C €€ aJMUHUCTpALUEil.

[loarotoBka M mMpoBeleHUE 3aHSATUN IO TOBBIIICHUIO KBaTU(PHUKALUU OCYIIECTBISETCS
apXMBOM COBMECTHO CO CITY»O0i1 1eIONpOU3BOCTBA U OTACIOM KaJpOB.

12.5.3. OcHoBHbIMH  (opmMamMu  oOydeHuss pabOOTHUKOB apXMBOB U  CIYXO
JIETIOTIPOU3BOJICTBA SIBJISIIOTCS: MHCTUTYTHI TOBBIIICHUS KBaTU(DUKAIMU, KYpPChI, COBEILAHMUSI,
CEMUHAapHI.

12.5.4. [lna npuHATBIX B apXuB pPaOOTHUKOB 0O0sA3aTeNeH MHCTPYKTAX MO IOXKapHOH
0€30MacHOCTH U TEXHUKE 0€30IacHOCTH.

12.6. Yuer Tpyna, OTYETHOCTh, KOHTPOIb 32 pabOTOM

12.6.1. Yuer Tpyaa B BEJOMCTBEHHOM apXuBe BeeTcs B TaOene ydyera pabodyero BpeMeHH
U B IHEBHHMKAX y4yeTa Tpy/a.

12.6.2. B 1HeBHMKe KaxJoro paOOTHHMKAa BEJIOMCTBEHHOIO apXHMBa €XEIHEBHO
YUNTBHIBAE€TCS IJIaHOBasi (B COOTBETCTBUM C HWHAMBUAYAJbHBIMHM IUIAHAMHU) M BHEIUIAHOBAs
pabota. B 1HeBHUKE 3aNMCBIBAIOTCS: JaThl, BUABI U 00bEM PadOT, 3aTpayeHHOE Ha KaXKAblil BUA
paboTel Bpemsl B yacax. B KoHIle Kaxa0ro mecsiia, KBapTana, roja noJBOAUTCS UTOT 1O BUAAM
paboThI U 3aTPaYeHHOMY BPEMEHM B PA0OUMX JHSX.

12.6.3. C 11en1p10 BBIIIOJIHEHUS 3allJIaHUPOBAHHBIX MEPONIPUATUIN U MPEUI0KEHUN TPOBEPOK
BEJIOMCTBEHHBII apXHUB OCYLIECTBIIIET CUCTEMATUUECKUNA KOHTPOJIb 3@ XOIOM UX UCIIOJTHEHMS.

12.6.4. Ilo nutoram paboThl BEJOMCTBEHHBIM apXMBOM COCTAaBJISIETCSI OTUET O BBINOJIHEHUU
rOJIOBOTO IJIaHA. B ro0Boi OTUeT BKIIIOYAIOTCS CBEJCHHS O BBIIOJIHEHUH IUIAHOB - IpaUKOB
(em. m. 12.3.1), a Takke CBEAECHMSI O BBIIOJHEHUM MEPONPUSTUN, HE BKIIOYEHHBIX B I'OI0BOI
IUIaH, MOCJEeIHUE OTPAKAIOTCS B KOHIE OTYeTa, NpU HEOOXOIMMOCTH CAMOCTOSTEIbHBIM
pa3aenoM.

OpuH 53K3eMIUIp OTYETa MO B3aWMHOM JIOTOBOPEHHOCTH TOCYAAPCTBEHHOIO apxuBa M
OpraHM3aIi MOXKET HaIlPaBJIAThCA B COOTBETCTBYIOIIMM rOCY1apCTBEHHBIN apXUB.

Paznen 13. IOPAOK IIEPEJJAYU BEAOMCTBEHHBIM APXIIBOM
JOKYMEHTOB I'A® CCCP HA T'OCYJJAPCTBEHHOE XPAHEHUNE

13.1. IIpenenbHblE CPOKU XPAHEHUS TOKYMEHTOB
B BEJJOMCTBEHHOM apXuBe

13.1.1. doxymentel 'A® CCCP, BpeMeHHO HaxoAsUIMecs Ha BEJOMCTBEHHOM XPaHEHUH,
NIEPEJAI0TCS Ha MIOCTOSHHOE TOCYIapCTBEHHOE XPaHEHUE 110 UCTEUEHUH IIPEJIEIbHBIX CPOKOB UX
XpaHEHHUs B BEJJOMCTBEHHBIX apXnBax, ycTaHOBIeHHBIX [lonoxxenuem o 'A® CCCP:

- s JAOKYMEHTOB BBICHIMX OpPraHOB rocyaapcTBeHHOil Binactu u ymnpasieHus CCCP,
COIO3HBIX M aBTOHOMHBIX pecnyOJiK, MeCTHbIX COBETOB HapOIHBIX JEMYyTaTOB, MUHHCTEPCTB,
BEJIOMCTB M JPYI'MX OpraHoB IoCyAapcTBEHHOro ympasieHus, BepxosHoro Cyma CCCP un
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BEPXOBHBIX CYJIOB COIO3HBIX M aBTOHOMHBIX peciyOnuk, ['ocynapcTBeHHOro apOuTpaxa mnpu
Cosere MunuctpoB CCCP, rocymapcTBeHHBIX apOUTpa)kei MpH COBETaX MHUHHCTPOB COIO3HBIX
U aBTOHOMHBIX peciyOnuk, opranoB IIpokyparyper CCCP, oTpaciieBbIX akaJIeMHid, COIO3HBIX U
pecryOJIMKaHCKUX OPTaHOB OOIIECTBEHHBIX OpraHU3alUil, APYTUX YUPEKACHHUM, OpraHu3aluui u
NPEINPUATHIA COIO3HOTO M PECITyOIMKAaHCKOTO IOAYUHEHHUS - 15 Jer;

- JUId JOKYMEHTOB YUYpEXKIEHHUH, OpraHu3aluil U OpeanpusThii KpaeBoro, o0JacTHOTO,
OKpYXHOI0 nofgunHenus - 10 jier, palloHHOT'O U TOPOACKOr0 MOAYUHEHUS U KOJIX030B - 5 JIET;

- Ui 3amuced aKTOB TIPakJIaHCKOIO COCTOSIHUS, JIOKYMEHTOB I10 JIMYHOMY COCTaBYy,
3anucel HOTApUAIBHBIX JCUCTBHIA U CyJeOHBIX JIeN - 75 JeT;

- U HAYYHO - TEXHUYECKON TOKYMEHTAIlMH - 10 MUHOBAaHUM MPAKTHYECKONH HaTOOHOCTH,
HO HE CBBIIIE 25 JeT;

- U1 KHUHO(PHUIIBMOB, KHHOXKYPHAJIOB U CIO)KETOB KMHOJIETOIMCH, a TAaK)Ke 3BYKO3alMUCcen U
BUJICO3AMMCEN - 10 OKOHYAaHUH KOIIUPOBAHMSI, HO HE CBBILLIE 3 JIET;

- U1s1 POTOCHUMKOB - 3 TOJ1a;

- JUIi MarHUTHBIX JICHT U JTUCKOB, Nep(pokapT, nep(osieHT U APYrux MalIMHOYHUTaeMbIX
JIOKYMEHTOB - 5 JIeT.

@DOTOCHUMKM M 3BYKO3aIIMCH, BXOJAILIME B COCTaB YIPaBICHYECKON JOKYMEHTaluH,
XpaHATCA B TEYEHUE CPOKOB, MPEAYCMOTPEHHBIX I XpPAaHEHUs HTOM JIOKYMEHTallUH B
COOTBETCTBYIOIMX TOCYJAPCTBEHHBIX U OOIIECTBEHHBIX OPraHU3AIIHsIX.

KunogokymenTsl, (OTOAOKYMEHTBI, 3BYKO- U  BHJCO3AMHCH, MAIIUHOYUTAEMbIC
JIOKYMEHTBI, BXOJSIIME B COCTaB HAyYHO - TEXHUUYECKON NOKYMEHTAI[MH, XPaHATCS B TEUECHUE
CPOKOB, IPEYCMOTPEHHBIX JIJIs1 XPAaHEHUsI HAYYHO - TEXHUYECKON JOKYMEHTALINH.

[Ipumeuanue. Cpok XpaHEHUs YIPABJIEHUYECKOW JOKYMEHTAlMMU HcuuciseTrcs ¢ 1 sHBaps
rojia, CJIeAyIIIEro 3a roJJOM OKOHYaHUs JOKYMEHTOB JEJIONPOU3BOACTBOM.

13.1.2. B HeoOXOAMMBIX CIyyasX CpPOKH XpaHEHHs JOKYMEHTOB B BEJOMCTBEHHBIX
apxuBax MoryT ObITh npoaseHsl I maBapxusom CCCP.

13.1.3. B cnydae OTCyTCTBUSI HEOOXOIMMBIX YCIOBHUN [Isi OOECHeueHUs COXPaHHOCTU
nokyMmeHTbl [TA® CCCP MoryT ObITh HepefaHbl Ha TOCYapCTBEHHOE XpaHEHHUE /10 UCTEUEHUs
IpEIENbHBIX CPOKOB HX BEJOMCTBEHHOTO XPaHEHHUS TOJBKO 110 COIJIACOBAHUIO C
COOTBETCTBYIOIIMM I'OCYAapCTBEHHBIM apXHUBOM.

Hocpounas nepenaya JgokyMeHTOB ['A® CCCP B rocynapCTBEHHbIE AapXHMBBI OT
JUKBUJIMPOBAHHBIX OpraHU3alMil MNPOU3BOAMTCA TOJBKO B TOM Cllyyae, €CIIMd BEJOMCTBO
JMKBUJIMPOBAHO IOJHOCTBIO M MMEETCS MPABUTEIBCTBEHHBIM aKT O Iepefade JTOKYMEHTOB Ha
MOCTOSIHHOE IOCYJapCTBEHHOE XPaHEHHE.

13.2. Ilopsinok nepeaayu JOKYMEHTOB Ha TOCXpaHEHUE

13.2.1. T'ocynapcTBeHHBI apXWB, B KOTOPBIH MOJJIEKAT Tepeaadye U3 BEIOMCTBEHHOTO
apxuBa 1okymMeHTsl 'AD CCCP, onpeznensercss COOTBETCTBYIOIUM apXUBHBIM OPTaHOM.

13.2.2. Opranuszanuu, B JeSTEIBHOCTH KOTOPBIX He co3aarorcs nokymeHTsl [AD CCCP,
XPaHAT CBOU JIOKYMEHTHI B COOTBETCTBHH CO CPOKaMH XPaHEHUs, ONPEEIIIEMbIMU TUIIOBBIMU U
BEJJOMCTBEHHBIMH MEPEUHSMU JOKYMEHTOB C YKa3aHHEM CpPOKOB XpaHEHUs JOKYMEHTOB, a
TaK)K€ HOMEHKJIaTypaMu JIedl.

13.2.3. Ilepenaua nokymeHtoB ['A® CCCP ot opranusanuii B rocyJapCTBEHHbIE apXUBHI,
KaK TMpaBUJIO, MPOBOJIUTCS €XKETOJHO B COOTBETCTBUM C TpaduKaMu, YTBEpKACHHBIMU
PYKOBOIUTENSIMU OPraHU3AIMI U COOTBETCTBYIOIIUX apXUBHBIX YUPEKICHUM.

B oprammzanusax ¢ HeOOJIbIIMM O0BEMOM €XKEroAHO OOpa3yIOIIMXCS JOKYMEHTOB
nocTosiHHOTO XpaHeHus (10 200 aen) U opraHu3anysax, OCYIIECTBISIONUX CBOIO I€ATEIbHOCTh B
IIpeJieax yCTaHOBIEHHBIX CPOKOB CO3bIBA, JOMYCKAETCs Mepeaayda JOKYMEHTOB OJUH pa3 B TPH -
ST JIET.



Oco00 1ieHHBIC MOKYMEHTHI IMEPENal0TCs B TOCYAAPCTBEHHBIC ApXUBHI IO OTICIBHBIM
ormucsim ([Ipunoxkenune 19) BMecTe ¢ HEOOXOIMMBIM HAy4YHO - CIIPABOYHBIM ammapaToM, CO
CTPaxOBBIMU KOIIUSAMH M aKTaMH 00 WX TEXHHYECKOM COCTOSIHHH.

13.2.4. JIoOKyMEHTBl OpraHu3alui MepesarTcs B TOCYJapCTBEHHBIE apXHUBbI M0 OIMHUCSM,
YTBEP>KJICHHBIM B YCTaHOBJIEHHOM Topsjike. [IpreM T0KyMEHTOB Ha rocyJapCTBEHHOE XpaHEHUE
opopmisiercs aktom rmnpuema - nepeaaun (IIpunoxenuwe 41), cocTtaBiseMbIM B IBYX
AK3EMILISIpax.

13.2.5. Ilepen nepenaueit nokymeHToB ['A® CCCP 0T opranuzanuii Ha rocy1apCTBEHHOE
XpaHEHUE TMpeJCTaBUTEIb TOCYJapCTBEHHOI'O apXuBa IPOBOJUT B OPraHU3alUd MPOBEPKY
(GU3NYECKOT0 M CaHUTAPHO - TUTHEHMYECKOTO COCTOSHUS JTOKyMeHTOB. [Ipu oOHapyxeHuu
neeKTOB TOCYAApCTBEHHBIM apXWBOM COCTABIISICTCS aKT; YCTpaHEHHWE OOHAPYKEHHBIX
nedeKTOB IPOBOAUTCS CUIIAMU OpraHU3aIUH.

13.2.6. Ilpu nepenaye JOKyMEHTOB OpraHu3alMeld B TOCYJapCTBEHHBIN apXUB MEpelacTCs
JIBa  DK3EMIUISIpa  ONKMCH, IIOMHUMO KOHTPOJBHOI'O  3K3EMIUIIpa, IEepeJaBaeMoro B
TOCYIApCTBEHHBIA apXHB IOCIE YTBEP/KICHUS OINKMCH SKCIEPTHO - MPOBEPOUYHONM KOMHCCHUEM.
[lepenaya gen MmpOBOOUTCS MOEAMHUYHO IO OIHKCAM, O0COOO IIEHHBIE JeNia MepefaroTcs C
MPOBEPKOM KOJIMYECTBAa JTUCTOB B HUX. Ha Bcex 3K3eMIUIsipax OMHCH JENAl0TCS OTMETKH O
npueMe JOKYMEHTOB B TOCYJApCTBEHHBIA apXuB. UETBEpPTHIM 3K3EMIUIAP OMUCU BMECTE C
HK3EMIUISIPOM aKTa OCTAETCS B OPraHU3aIUH.

Ecnu npu nepemaye oOHapyX eHO pacXOXkJACHHUE MEXKIY MTOTOBOM 3alHChi0O B OMUCH U
(aKTHYeCKUM HAJIMYMEM IepeaBaeMbIX JieJl, B OINKCH JIEJAeTCs HOBAasi UTOTOBas 3alucCh, B
KOTOpOM yKa3bIBaeTcsl (pakTHUeCcKoe Halu4yhe W HOoMepa OTCYTCTByroImux neid. Homepa
OTCYTCTBYIOIIUX JIeJI OrOBapMBAIOTCSI B aKTe IMpUemMa - T[epeAadyd JOKYMEHTOB Ha
rOCYJapCTBEHHOE XpPAaHEHUE, MPUUYMHBI UX OTCYTCTBHMS - B MpUJIAraéMod K akTy CIpaBKe
OpraHu3aIiu.

Opranuzanus, nepenaromas AokymeHTsl ['A® CCCP Ha rocyaapcTBEHHOE XpaHEHHE,
00s13aHa MIPUHATH MEPHI K PO3BICKY OTCYTCTBYIOIIUX JIEII.

13.2.7. Ilpu nepBoil mepenaye AOKYMEHTOB OpraHU3allMe B TOCYAAPCTBEHHBIM apXuB
MPEACTABISIETCS MCTOPUYECKas cCrpaBka 00 opranuzanuu. llpu mocnenyronmx mnepeaadax
JIOKYMEHTOB 3TOW OpraHu3alyy B TOCYAapCTBEHHBIN apXUB JA€TCs JIOMOJIHEHHE K UCTOPUUECKON
CIIpaBKE O MPOUCHICANINX H3MEHEHHSIX B Ha3BaHUHU, (YHKIUAX, CTPYKTYpe, MOJIYNHEHHOCTH
OpraHu3ali U COCTaBE MepeJaHHbIX Ha TOCXPAaHEHUE JOKYMEHTOB.

Paszen 14. TIOPSIJIOK ITPUEMA - TIEPEJIAUU JJIOKYMEHTOB
[IPU CMEHE PYKOBOJIUTEJISI OPT AHU3ALIMM, 3ABEJIYIOIIETO
BEJIOMCTBEHHBIM APXVBOM (JIMLIA, OTBETCTBEHHOI'O
3A APXUB), A TAKXE ITPY PEOPT AHM3ALINN
WJIN JIMKBUJIALIMA OPT AHU3ALIMU

IIpu cMeHe pyKOBOAMTENS OPTaHU3ALMH HAJTMYUE U COCTOSHUE JOKYMEHTOB, HaXOJAIINXCS
B JICJIONPOU3BOJICTBE U B BEJOMCTBEHHOM apXMBE, a TAaK)K€ YUYETHO - CIIPAaBOYHOIO amrmapaTa K
HUM OTpa)kaeTcs B aKTe MpUeMa - Iepeladyl OpraHu3alnu.

B cooTBeTcTBHMU C YYETHBIMHU JaHHBIMH CITY>KOBI JE€TONPON3BOACTBA U BEJOMCTBEHHOIO
apxuBa B AaKT€ YKa3bIBA€TCS pAa3feIbHO KOJMYECTBO JIOKYMEHTOB, HaxoIALIUXCAd B
JIEJIONPOU3BOJICTBE, U KOJIMYECTBO JIEJ, XPAHSIIIUXCS B BEOMCTBEHHOM apXHBE, C BBIJICIECHUEM
cBelleHUIl o koiuuecTBe fen, oTHocsmuxcs K coctaBy [TA® CCCP, ocobo IeHHBIX el U
CTPaxOBBIX KOMHI 0CO00 IEHHBIX TOKYMEHTOB.

14.1. TIpuem - nepenaya JOKyMEHTOB IIPA CMEHE
3aBEAYIOLLEr0 BEAOMCTBEHHBIM ApXUBOM
(J1ua, OTBETCTBEHHOTO 33 apXHUB)
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14.1.1. Ilpu cMeHe 3aBEAyIOLIETO BEJIOMCTBEHHBIM apXMBOM (JIMIIA, OTBETCTBEHHOI'O 3a
apXxuB) MpHEM - Tepefada JOKYMEHTOB M YYETHO - CIPaBOYHOIrO ammapara K HUM, a TaKxke
NIOMEIICHUH apXrBa, MHBEHTapsl M 000pynoBaHus mpou3Boautcs 1o akry (IIpunoxenue 44).

Jis mnpuema - mepenayd JAeNl  3aBEAYIOUIMM apXMBOM MPHUKA30M PYKOBOAUTENS
OpraHM3alMy Ha3HA4yaeTcs KOMHUCCHS B COCTaBe HE MeHee 3-X 4eloBeK. B cocraB xommuccuu
BKJIIOUAETCS MPEACTaBUTENb CIIY>KOBI JEIONPOU3BOICTBA.

IIpuem - nepenava faen JULOM, OTBETCTBEHHBIM 3a apXWB, BHOBb HA3HAYAEMOMY JIMILY
MIPOU3BOJIUTCS B MPUCYTCTBUM TPETHETO JIOJKHOCTHOTO JIMIIA, HA3HAYaeMOI'o PYKOBOAMTEIEM
OpraHH3aIiy.

14.1.2. IIpu npueme - iepeaade aei1 HeoOX0IMMO TPOBEPUTH HAJTUYHE M COCTOSTHUE:

- TOKYMEHTOB apXHBa, B TOM YHCJI€ 0CO00 IEHHBIX JIeT U CTPAXOBBIX KOMUH 0CO00 IEHHBIX
JIOKYMEHTOB;

- YUYETHBIX JIOKYMEHTOB M HAay4dHO - CIIPaBOYHOIO ammapara K JOKyMEHTaM (Iacrnopra
apxuBa, OMHMCEH el W 3aMEHSIONIMX WX HOMEHKIATyp e, JTUCTOB (OHIOB, Ael (POHIOB U
KapToueK (HhOH/IO0B, KHUT MMOCTYIUICHUN U BBIOBITHS JOKYMEHTOB, CIIPABOYHBIX KAPTOTEK);

- IeyaTeil U MITaMIIOB apXUBa;

- IPOTHUBOIIOKaPHOI0 U OXPAHHOTO 00OPYI0BaHMS;

HE00XO0IMMO MPOBEPUTH TAKKE:

- YCIIOBUSI XpaHEHUS JOKYMEHTOB.

14.1.3. Akt npuema - mepeqadd JOKYMEHTOB MPHU CMEHE 3aBEAYIOLIEr0 apXWBOM (JIUIIA,
OTBETCTBEHHOT'O 3a apXWB) MOAMHUCHIBACTCS CHAIONIUM W MPUHUMAIOIIUM JIOKYMEHTHI apXuBa,
YJIeHAMU KOMHUCCHHU (TPEThUM JIMIIOM) U YTBEPKAAETCSA PYKOBOAUTETIEM OpPTraHU3alIUH.

14.1.4. B cnydae oOHapyXeHUsI TIpU TpUEMEe - Tiepenaye JTOKYMEHTOB HMX HEIOCTadl
HE00X0aUMO 00 3TOM HEMEJIEHHO HH()OPMHPOBATH PYKOBOAMUTENS OpPraHU3alMU U TPUHATH
MEpBI K UX PO3BICKY.

14.2. Tlepenaya TOKYMEHTOB IPU PEOPraHU3ALNH
WM JIMKBUIAIUH OPTaHU3alluu

14.2.1. Tlopsinok nepenadyu U JaJIbHEUIIETO MCIIONb30BaHMs JOKYMEHTOB OpraHU3aluy IIpU
peopraHu3anuy Wik JUKBUJIALNN MOCIEAHEN IPENyCMaTpPUBAETCs NPUKA30M O PEOPTraHM3aluu
WJIM JINKBUJALIMU OPTaHU3ALINH.

[lepenaya 1OKyMEHTOB JIMKBUAMPYEMON OpraHU3allMd BXOJIUT B O0S3aHHOCTh KOMMCCHH,
00pa30BaHHOM /AJIs TIepeiauu e U UMYIIEeCTBa.

[Ipu peopranmszanu opraHu3aluu C Mepefgadyel ee (QyHKIUN Apyrod opraHU3aAUU
MOCJICIHAS. NIPUHUMAET 110 aKTy HE3aBEpPILUCHHbIE NEIONPOU3BOICTBOM J€jla PEOPraHu3yeMOou
OpraHU3allu U €€ apXUB.

142.2. Ecau ¢QyHKOMM peoOpraHU3yeMOM OpraHu3alMd MepefaroTcss HECKOIbKHM
OpraHu3aiusM, TO €€ JTOKyMeHThI, oTHocsmmecs Kk coctaBy ['AD CCCP, nomxHbI OBITH
nepeJaHbl B COOTBETCTBYIOIIMM TOCYJAapCTBEHHBIM apXWB, a JOKYMEHTBI C HEMCTEKIINMU
BPEMEHHBIMH CPOKAMM XPAaHEHMS M 10 JMYHOMY COCTaBy - B AapXUB BBIIIECTOALIEH
OpraHu3aluu.

HesaBepuiennsle nena, a Takke JUYHBIE J1€]1a COTPYIHUKOB MTEPEAAIOTCS B OPTaHU3ALUIO -
IPaBONPEEMHHUK, KOTOPOH nepenanbl GyHKIUU peOpraHu30BaHHOIN OpraHu3aluy.

[Ipn peopranuzanuyu OpraHu3anuy, KOTZa W3 €€ COCTaBa BBIJEISETCS CTPYKTYPHOE
MOApA3CIIEHUEe CO CTaTyCOM OpraHu3allM, IIOCJIEIHEH IepefaroTCs He3aBEpIUCHHbIE
JIEJIONPOU3BOJCTBOM Jieja, OTHOCAIIUECS K MPOPHIIIO €€ IeATeIbHOCTH, a TaKXKe JINYHbIE JieNla U
JIMIIEBbIE CYETa COTPYIHUKOB, MIEPELISIINX Ha pabOTy B 3Ty OpraHU3aLIHUIO.

14.2.3. I1pu nuKBUAIMKM OpraHU3alMK Oe3 rmepeaayu ee GyHKIUU JPYTUM OpraHU3aIusaM
JOKYMEHThI, oTHocsmuecss kK cocraBy ['A® CCCP, mnepenatorcsi B COOTBETCTBYIOIIUMN
TrOCYJapCTBEHHBIN apXuB, a JOKYMEHTBI C HEHUCTEKIIUMH CPOKaMU BPEMEHHOI'O XPaHEHUS U IO
JIMYHOMY COCTaBY - B apXUB BBILIECTOALIEH OpraHU3aly.
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14.2.4. TIlepen mnepenauell JOKYMEHTOB JIMKBUAMPYEMOM WJIM pPEOPraHU30BAHHOMN
OpraHu3aly MPOBOAMUTCS MPOBEPKA HAIMYMUS M COCTOSHUS /€], a TaKkKe KauyecTBa 00paboTKu

JIOKYMEHTOB,

XpaHdgmuxcss B ACJIONPOU3BOACTBE W BCAOMCTBCHHOM apXHUBE. IIepeaaqa

JOKYMEHTOB B TOCYJApCTBEHHBIM apXUB OCYIIECTBIAETCS MO OMHUCIM M O(QOPMIIIETCS aKTOM
(ITpunoxenue 41).

14.2.5. Eciu cocTossHME W KadecTBO OOpaOOTKHM JOKYMEHTOB JIMKBUIAMPOBAHHOW WIIH
pEOpPraHM30BaHHON OpraHU3allMM HE COOTBETCTBYIOT TpeOoBaHusAM Hactosuux [IpaBui, TO
JMKBUJIALIMOHHAS KOMUCCHUS 00s13aHa OPraHU30BaTh yIOpsI0YeHHE JOKYMEHTOB B COOTBETCTBUU
¢ TpeOOBaHUSAMH HACTOSIIUX [IpaBuiI U MOCIe 3TOTO NepeaaTh JOKYMEHTHI 110 IPUHAICKHOCTH.

I[TPUJIOXXEHUM S
(dbopmsr)
[Tpunoxenue 1
k1. 2.1.26
HamMmeHoOBaHUE OpraHM3alnn
HOMEHKJIATYPA [EJ YTBEPXIAL
N HamMeHOBaHME IOOJDKHOCTU
pyroBOOUTEJIA OpI'aHM3alNM
[Nomnucse Pacumpporka
(MecTO CoOCTaBJIEHUS) IIOIONNCH
Ha ron IDaTa
HazepaHue pazmesia
WNunekc nena | 3arosioBok aena Kon-Bo | Cpoxk xpaHeHus aena [Tpumeuanue
(Toma, 4yacTH) Jen (Toma, yacti) u N
(ToMOB, |cTaTei Mo NMepeyHIo
qacTei)
1 2 3 4 5
HamMeHOBaHME IOOJIXKHOCTHU pyroBOIOUTEIIA
CHIy OBl IEeJIONPOM3BOACTBA OPIaHM3aLUMU [Topgnuce PacumppoBra
MIOOIMCU

ITaTa

Buza 3aB. BEeIOMCTBEHHEM APXMBOM

(Muua, OTBETCTBEHHOTO 3a aApXWUB)
OIOBPEHO <*>

[IpoToxkoan [32K

oT

(3K)

COTJIACOBAHO <*>

[IpoToxkoa 3K
APXMBHOT'O YyUpPEeXIESHUA

oT N

dopmaT A4 (210 x 297 mmMm)

dopMa HOMEHKJIATYPH IOeJl OpTraHM3alumu
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<*> 3nech u nanee ccbuiKy Ha mpoTtokon LK (OK) opranmszamum wim DIIK apxuBHOTO
YUpEKICHUS PEKOMEHIYETCS 3aBepsATh MOANKMCHI0 cooTBeTcTBeHHO mpencenatens [[OK (OK)

nu DI1K.

Htoropas 3amuce o KaTCropugax U KOJIN4YCCTBE LI,
3aBCICHHBIX B

roay B opraHmnsaluu

ITo cpokam xpaHeHus

Bcero

B ToMm uyucie:

MEePEXOAIUX ¢ orMmeTkoii "OIIK"

1

3 4

IIOCTOAHHOI'O

BpeMeHHoro (cBbiie 10 ser)

BpeMeHHoro (70 10 met
BKJIFOYUTEIIHHO)

HUroro:

HamMeHOBaHME OOJDKHOCTU pyroBOIOUTEIIA
cnyx@m JeJIOIIPOM3BOOCTBAa OpT'aHM3aluM

IDaTa

[oonucse Pacumpposkra
IOIONNCHU

VToTOBEE CBeIeHUSA IIepenaHel B BEeIOMCTBEHHHMN APXUB

HamMeHOBaHME IOOJIXHOCTU
epenaBller0 CBeIeHUs

ITaTa

dopMa MTOTOBOM B3amnMCM K HOMEHKJIATYpe NeJl OpTraHu3alumu

[lonnmce PacumppoBra
nf{ePrfnizlel’s

[Tpunoxenue 2
k1. 2.1.26

HamMeHOBaHMEe CTPYKTYPHOI'O
nompasneseHusa (oOmeCcTBEeHHOM
opraHMuzauuM)
HOMEHKJIATYPA [OEJI
N
(MecTO cocTaBJIeHUS)
Ha ronm <*>
HaspaHMre pasnerna
I/IH,Z[CI(C aciia 3aroiaoBok acia Koin-Bo CpOK XpaHCHUA nciia HpI/IMe‘-IaHI/Ie
(ToMa, 9acTm) Jen (Toma, yact) u N
(ToMOB, | cTaTel Mo MepevHIo
yacTei)
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HauMeHOBaHME IOJIKHOCTY PYKOBOOUTEJIS
CTPYKTYPHOTO NOHOpPas3OeJIeHUS

(oBuleCcTBEHHOM OpPITaHM3aLUM) [logmnmchb PacumppoBra
MIOONNCU

IDaTa

OIOBPEHO <**> COT'JIACOBAHO

[IpoTokoyl 3K CTPYKTYPHOT'O INOoIpaslesieHUs BaBenymnoumi apxXmUBOM

(Mo, OTBETCTBEHHOEe
3a apxXuB)

oT N [omnmce Pacumbpporkxa
IIOONUCHK

IDaTa

<*> K BbIIUCKE M3 HOMEHKIATyphl el OpraHu3aliy [isi JTAaHHOTO CTPYKTYPHOTO
noapasneneHusi  (OOIIECTBEHHOW  OpraHW3alMy) 10 OKOHYaHWM  KaJeHIApHOTO  Toja
COCTaBIISIETCSl UTOTOBAs 3aMuch MO (opMe, YKa3aHHOW B MPUIIOKEHUU 1, U JieaeTcsi OTMETKa O
nepejaue HTOrOBBIX CBEACHUN B CIIYkKOY J1€JI0NPOU3BOICTBA OpraHU3aiy.

<**> TIpu Hanuuuu DK CTPpyKTypHOTO MoApa3ieacHusl.

®dopmar A4 (210 x 297 mm)

dopma HOMEHKIIATYPbI JIell CTPYKTYPHOTO TTOApa3/IeIeHHs
(oO1IecTBEHHOM OpraHu3alii) OpraHu3alun

[Tpunoxxenue 3
K. 3.4.2

HamMeHOBaHMe oOpraHmM3alumn YTBEPXIAK

AKT HamMeHOBaHME IOOJIKHOCTMU
PYKOBOIMUTEJA OpPTaHM3alun

N [lomnmce PacumppoBra
IOIONNCHU

(MecTO cCcocCTaBJIEHUS)
O BHIOEJIEHUM K YHUUTOXEHMIO IOKYMEHTOB, IaTa
He IoIjiexallx XpaHeHUO

Ha ocHoBaHUM

(HaBBaHMe U BEIXONHBIE IaHHEE IIepedHd OOKYMEHTOB

C yKasaHVEeM CPOKOB MX XpaHeHUs)

OTO@paHbI K YHUYTOXEHUIO KakK He mMermue HAY4YHO - MCTOqueCKOﬁ
IIEHHOCTHM M yTpaTuBlMe IIPaKTMUEeCKOe 3HadeHMVe IOOKYMEHTEI @OH,I[a N
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(HazBaHme ¢oHIa)

N [3aromoBok |Jlara |Homepa |Hunekc nena |Kom-Bo |Cpoku xpa- [Ipu-
/T | Jena uin Jnena |omuced | (Toma, yac- nen HEHHUs Jiena Me-
TPYIIIIOBON | MK (HOMEH- |TH) MO HO- (TomoB, | (TOMa, Hac- Ya-
3aroJIOBOK  |Kpai- |KJIaTtyp) |MEHKJIaType yacTeil) |TH) M HOMe- HHE
nen HHUE 3a nid N nena pa crareit
JnaTel | roA(bl) 10 OIUCH 10 MIEPEYHIO
Jen
1 2 3 4 S) 6 7 8
Toro meJy 3a T'OOH
(undppaMm ¥ MOPONMCHIO)
Onucu mena IIOCTOAHHOTO XpaHeHud 3a I'OOBl YTBEPXIOEHEI, a IIo

JIMYHOMY COCTaBy COTJlacoBaHH C OJIIK

(HaMMeHOBaHME apPXMBHOTO
ydpexneHms)
(mpoToKOJ OT N )

HammMeHOBaHME IOOJDKHOCTM JIMLA,

IPOBOIMBIIETO B3KCIEPTU3Y

LLEHHOCTM IOKYMEHTOB [Tomnuce PacumppoBra
NOONMCHU

ITaTa

OIOOBPEHO

[IpoToxkos L3K (39K)
oT N

IOKYMEHTE B KOJIMUECTBE mejyi, BecoM
(umdpaMm M NOPONMUCHIO)
KI' CHOAHBEl B

(HaMMeHOBaHME OPTaHM3aLUN)
Ha nepepaboTKy IO INPMEMO - CHATOYHOM HaKJIaOHOM OT
N

HamMeHOBaHME OOJDKHOCTU pa@OTHVIKa
opraHM3anuy, CcrmaBlero IOOKYMEHTEHL [lopnuce PaCLUVI(i)pOBKa
Inongrimcum

VI3MeHeHMuda B YUYeTHEIEe IJOKYMEHTEI BHECEHEI.

HamMeHOBaHME OOJDKHOCTU pa@OTHVIKa
BEIOMCTBEHHOI'O apXMbBa (CJ'Iy)K@I::I

OeJIONPOU3BONCTEA) , BHECHEIO M3MEHEHUS

B YUE€THEE IOOKYMEHTH [Topgnuce PacumppoBra
NOIONMUCH

HaTa

dopmaT A4 (210 x 297 mmMm)

CDopMa AdKTa O BBIOCJIEHUM K YHUMUTOXEHMIO IOOKYMEHTOB,
He rnoajiexallX XpPpaHEeHMIO




[Tpunoxenue 4
kmm. 4.1.3,4.1.17,8.2.2

JUCT - 3ABEPUTEJIL JEJIA N

B mesyie mommmTO (BJIOXEHO) M IIPOHYMEPOBAHO

(umbpaMy M MNPONMUCHIO)
aucTa (0B)
B TOM UMCJI€: JIMTEPHBE JIMCTH ,
IIPONYyIEHHEIE HOMEpa + JIMCTOB
BHYTPEHHEN OINuUCHU

OcobOeHHOCTH (PU3UYECKOTO COCTOSHHS Howmepa nuctoB
1 GOpPMHUPOBAHUS AeTa
1 2

HavMeHOBaHME IOJIKHOCTM JIMlla,

COCTaBMBUIETO 3aBEPUTEJILHYI HaIlIMCh [loanuceb PacumppoBra
MIOONNUCU

IDaTa

dopmaT A4 (210 x 297 mm)

(DOpMa JIVICTa — 3aBeputresida Imejla
[Ipunoxenne 5

k. 4.1.3,4.1.22,8.2.2

BHYTPEHHAA OITMCH

JIOKYMEHTOB fena N

N [Hunekc nokymenta | /[lara 3aronoBok | Homepa mucroB | IIpumeua-

n/n JIOKYMEHTa |JOKyMEHTa |Jeia HUE

1 2 3 4 o) 6

NToro IOKYMEHTOB

(undpaMm ¥ HOPONUCHIO)

KonmnuecTBO JIMCTOB BHYTPEHHEM ONMCU

(umdpaMm M OPONMCHIO)

HamMeHOBaHMe HOOJIXKHOCTM JIMLA,

COCTaBMUBIIETI'O BHYTPEHHIOD OIMCH

IOOKYMEHTOBR neJia [loonmucso PacumppoBra
[IOONNCH

HaTa

dopmaT A4 (210 x 297 mm)
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dopMa BHYTPEHHEN ONMCKM IOKYMEHTOB IeJja

[Tpunoxxenue 6
K 1. 4.2.6, 8.2.2

(HaMMeHOBaHME OpPIaHM3alUM)

(HaMMeHOBaHME CTPYKTYPHOTO MNOIpasIesieHMd WM OOIEeCTBEHHOMU

opraHM3aLumn)
YTBEPXIAI
HamMeHOBaHME IOJIKHOCTH
PYKOBOOUTEJSA CTPYKTYPHOTO
rnonpasnejieHus
(oBuweCcTBEHHOM OpI'aHM3alUM)
[Nomnucse Pacumpporka
IOONIMCHU
IDaTa
OIlICh N
HaspaHme pasnera
N |Hunekc |3aronoBok Hata Kon-Bo nucroB Cpok xpanenust | [Ipume-
n/n |aena nena (To- Jena B Jiene (Tome, nena (Toma, YaHHue
(Toma, |ma, yactu) (Toma, |uacTH) 4acTH)
4acTH) JacTH)
1 2 3 4 5 6 <*> 7
B maHHYK OnNMCB BHECEHO neyg ¢ N
(undpaMm M HOPONUCHIO)
no N , B TOM UMCJIIE:
JIUTEPHEIE HOMEPA :
NPONyIlleHHEIE HOMepa:
HauMeHOBaHME IOJIKHOCTU
COCTaBUTEJIA ONUCHU [Nopgnmuce Pacumpposka
IIOOIINCH

ITaTa

COTJIACOBAHO

HamMeHOBaHME IOOJIXKHOCTU PYKOBOIONUTEIIA
cnyx@m OeJIONNPOM3BOOCTBa OpTaHM3aluum

[Nomnmce

ITaTa

OHOOBPEHO <**>

[IpoTokost 3K
CTPYKTYPHOTO

InogpasneJsieHnd

PacumdppoBKa IOONUCK or

N
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<*>['pada 6 omyckaeTcsi B OMUCAX ACIJI TOCTOSTHHOTO XPaHEHUSI.
<*#*> [Ipu Hanmuuuu DK CTPyKTYpHOTO MoApa3aeaeHuUs.

[lepenan ne
(umbpaMy M NPONMUCHIO)
n PETUCTPALMOHHO — KOHTPOJIBHEIX KAPTOTEK K
(undpaMm ¥ MOPONMCHI)
IOoKyMeHTaM <*>

HammMeHOBaHME IOOJIXKHOCTM COTPYILHMKA
CTPYKTYPHOIT'O IIoIOpa3neJieHMA

(oBuweCcTBEHHOM OpIraHM3alUM) [loonuce PacumppoBra
infedrfnizie)Zi
ITaTa
[Ipuuan nejl u
(umdpaMm M OPONMUCHI) (umdpaMm M OPONMUCHI)
PETUCTPALMOHHO — KOHTPOJIBHBEIX KapTOTEK K INOKYyMeHTaM

HamMeHOBaHME IOOJDKHOCTU paboTHMKA

BEIOOMCTBEHHOI'O apxmBa [Mopnuce Pacumpposka
IOIONNCHU

ITaTa

<*> [lepenatoTcsi BMECTE C JeTIaMH KaHLEISAPHH.
®opmar A4 (210 x 297 mm)
dopMa onucu A€l MOCTOSTHHOTO, BpeMeHHOTo (cBbite 10 ser)

XPpaHEeHHUs U 110 JUYHOMY COCTaBY CTPYKTYPHOI'O TOJpa3IeIeHUs
(oO1IecTBEHHOM OpraHu3alin) OpraHu3alun

[Tpunoxenue 7

k. 5.1.17
Hara KimMaTtndeckue napameTpsl BO31yxa IToanuce IIpumeyanue
3amucu | Hapyxssiil Bo3gyx | Boznyx B xpanunnme COTpY/IHMKA,
TeMIIC- OTHOCH- | TEMIIC- OTHOCH- CACIaBLICTO
parypa, |TelpHasd |parypa, TeIbHAas 3a1HCh
rpag. C | Biax- rpan. C BJIaXK-
HOCTb, HOCTB, %
%
1 2 3 4 5 6 7
®opmar A4 (210 x 297 mm)

<DopMa KypHaJia perucTpaimuun MMoKa3aHuH KOHTPOJIBHO -
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M3MEPUTENBbHBIX TPUOOPOB ISt U3MEPEHUS TEMITEPaTyPhl

" BJIAXKHOCTH BO3yXa

[Tpunoxenue 8

K. 5.2.8
HammMeHOBaHMe oOpTraHM3aLun
HamMeHOBaHMUE apxXmBa
KAPTOUKA I[IOCTEJUIAXHOT'O
TOIOT'PAGVYECKOT'O YKABATEJISA
Cresutax N XpaHunuie N
[lka |Ilonka |@on |[Onuck N | lenac N [Ipumeuanue
¢ N b (1/11) mo N
N N
1 2 3 4 5 6
®dopmar A6 (148 x 105 mm)
dopma KapTOUKH MOCTEIIAKHOTO TOMOrpaduIecKoro
yKazaTes (JuieBasi CTOpOHa)
1 2 3 4 5 6

dopma KapTOUKH MOCTEITAKHOTO TOMOTpahudeckoro
yka3zaTens (000poTHasi CTOpOHa)

ITpunoxxenue 9
K. 5.2.8

HammveHOBaHME OopraHM3alumn

HamMeHOBaHME apxmba

KAPTOUKA IIOPOHIOBOI'O
TOIIOTPAGUMUECKOI'O YKABATEJIA

®ono N

XpaHunume N

HazBaHue QoHIa
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Omnuce N |lenac N Cren- |llka |Ilonka |IIpumedanue
(1/m) mo N nax N

~ze

1 2 3

®dopmar A6 (148 x 105 mm)

dopma KapTOUKH MO(OHTOBOTO TONOrPaPUIECKOro yKa3aTels
(y1M1IeBasi CTOpOHA)

1 2 3 4 S 6

dopma kapTouku Mo(GOHIOBOr0 TOMOrPahUIECKOro yKa3ares
(oGopoTHast cTopoHa)

[Tpunoxxenue 10
k1. 5.3.6, 10.5.6, 10.5.7

HamMeHOBaHMe OpTraHM3aLuUn
HaspaHMe BEIOOMCTBEHHOTO apxmuBa
3AKAS PABPEIIAD BEImAUy IOeJl

N BaBedyouMil apXMUBOM
(UuMTaJIbHEIM 3aJI0oM)

(MecTO cocCTaBJIEHUA)
Nonnuce Pacumpporra
NOONMUCHU
HaTa
Ha BHIA4Yy el

(bamMmivs M MHMUMAJE MCCJIegoBaTeJIs)

(TeMa mccaemoBaHMUSA)

@®oH |Omnucs | eno |3aronoBok | Pacnucka nccneno- Pacnircka corpynHuka
hi§ N N nena BaTes B MOJIYyYEHUH YUTAIBHOTO 3aj1a B

N Jena IpueMe Jeia

1 2 3 4 5 6

®opmart A5 (148 x 210 mm)

qbopMa 3dKa3a Ha BbIJavdy ACJI
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(M1IeBasi CTOpOHA)

[Moamucek ucciegoBaTeist

dopma 3aka3za Ha BeIAAYY JIEI
(oOGopoTHast CTOpOHA)

[Tpunoxenue 11
K 1. 5.3.6, 5.3.8, 5.3.9

HamMeHOBaHMe OpTraHM3aLuUn
AKT

N

(MecTO CcoOCTaBJIEHUS)
O BHIAUe IeJl BO BPEMEHHOEe II0JIb30BaHue

(HaMMeHOBaHMe OpI‘aHI/IBaLU/H/I,
ee IOUTOBEIM MHIEKC U anpec)

OcHOBaHue

I KakoM LeJsM BHIOAITCS Ieja
BrimawoTcsa crhaenywoume nejsia u3 ¢ooHma N

(HazBaHme ¢GoHIa)

N | Onucs | [lemo | 3aromoBok gena Jara gena | Kom-Bo nmucToB [Ipumeuyanue
/o |N N B JicJIe

1 2 3 4 5 6 7
Bcero BrlmaeTcsda Ioejl, CPOK BO3BpAalleHUSI

(undpaMm M HOPONUCHIO)

Iesyla BHIDAHHEL B YHOPSAOOYEHHOM COCTOSHMM, [ONOWMTHE, B OOJIOXKax, C
IPOHYMEPOBAHHEIMM JIMCTAMM M BaABEPUTEJILHEIMU HAIMNIMUCSIMA .

[lonyuaTenb 00SA3yeTCs HEe NPEelOoCTAaBJIATH IeJI, [OJYUYEHHEBIX BO BPEMEHHOe
IOJIb30BaHMeE, IJiA SBaHATWM [OCTOPOHHMM JiMilaM, He BEIABATL IO HUM
KONMM, BHIOMCOK M CIPAaBOK, He OyOJIMKOBATh INOKYMEHTOB 0e3 paspeleHus
opraHMszaluM, BHIABLEY Ieja.

[lonyuaTens obsa3yeTcs BEPHYTH nesna B BEIOMCTBEHHLIMA apxuB
opraHM3auuM B YKABAHHHM B aKTe CPOK.

[lonydaTenb NpenynpexieH o0 OTBEeTCTBEHHOCTM I[IO 3akoHY B CcJyudae
YTpaTH MM [IOBPEXIEHMUs MOJIYUEeHHHX BO BPEMEHHOE I[I0JIb30BaHue Iejl.

HamMmeHOBaHME IOOJIXKHOCTU HamMmeHOBaHME IOOJIXKHOCTU
PYKOBOIOMTEJIA OpTaHM3aluu, PYKOBOIOMUTEJIA OpraHmM3alum -—
BHIOANWETO »Oeja rnojiydaressa
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[Ioonmce PacumppoBkra NOONMUCHU [Ioonmce PacumppoBra
IO OMNMCH
Hara HOaTa

Pep@OBaH I1e4aThb OpIraHM3alunumn Pep@OBaH IiedyaTb OpraHM3alunum

Beimasli mesia no NOPYYEHMI PYKOBOLCTBA

(HaMMeHOBaHME OpPITaHM3alLUM)
3aBenynMi BEIOMCTBEHHEIM apPXMBOM (JIMLO, OTBETCTBEHHOE 3a apxXus)

[Mopnmucse Pacumdpporka nommnmcu
HaTa

HpMHHH nejia IO IIOPYUEHMI0 PYKOBOIOCTBA

(HaMMeHOBaHME OpIraHM3alUM)
3aBenynuMi BEIOOMCTBEHHEIM apXMBOM (JIMLO, OTBETCTBEHHOE 3a apxus)

[oonucse PacumppoBra NOONMUCHU
IDaTa
Iesla BO3BpAalleHEl B IIOJIHOM OOBeMe U COXPaHHOCTU:

Cmajyl 1o IMOpYyYeHMI PYKOBOIACTBA OpTaHM3alUMM — M[OoJiydaTeJis 3aBelyllmi
BEIOMCTBEHHEM ApPXUBOM.

[oonucse PacumppoBra NOONMUCHU
IDaTa
[IpMHAJ IO TI[NOPYYEHUI PYyKOBOICTBA opraHms3aumuu, BEIOABIIEN HeJia,

3aBedyplM) BEIOMCTBEHHBIM apXMBOM.
[loonucso Pacumdpporka NOONMUCH
HaTa
dopmaT A4 (210 x 297 mmMm)

dopmMa akTa O BHIOAUYE »OeJl BO BPEMEHHOEe II0JIb30BaHue

[Tpunoxxenune 12

HammMeHOBaHMe opraHM3alumn

HaszBaHMe BeIOMCTBEHHOIO apxXmBa

JIMCT MNCIIOJIB30OBAHMA IEJIA

doHnm N Onmce N Ieso N

3aroJIOBOK ImeJia

k1. 5.3.10
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Jlata ncnoJib- Komy BrImaHO: Xapakrep Howmepa [Toanuce nwia,
30BaHUs damMuus, UHU- | UCTIOJIB30BAHUS | UCTIOJB30- | UCIIOJIB30BAB-
[[UaJIbl, HAUMe- (xomupoBaHue, BaHHBIX IETO JIeJI0
HOBaHUE Opra- BBITIMCKH, JIUCTOB
HU3ALUU U IPOCMOTP
T.JI. u ap.)
1 2 3 4 5
®dopmar A4 (210 x 297 mm)

CDopMa JIMCTa MCIIOJIb30BaHUsA AC1a

HammMveHOBaHMeE OpraHM3alnn

HasepaHue apxusa

KAPTA - 3BAMECTUTEJIL IOEJIA

[Tpunoxenue 13
k. 5.3.11

Iesno

(N 1 3aroJioBOK)
Onmucob

(N m HazBaHUe)
®oHI

(N 1 HazBaHUe)
BeimaHO

(maTa BbBIDAYM)

BO BpeMeHHOe IIOJIb3O0OBaHNME

(KkOMy BEIIAHO)

(UMTaNbHEIM 3aJ) OO

(maTa BO3BpPaTa)

HamMeHOBaHME OOJIKHOCTM COTPYIOHMKAE,

BeEIIaBUIEI'O IOeJIO

HNopnmuco PacumppoBka
IO ONMCHU
dopmaT A4 (210 x 297 mmMm)

@opMa KapTel — 3aMeCTUTeJId nejla
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HamMveHnoBaHMe opraHM3alun
HazpaHMe BeIOMCTBEHHOI'O apxuba

AKT YTBEPXIIA
N BHeCcTM MBMEHEeHMd B YyUETHHE
OOKYMEHTHE apxuBa B
(MecTO CcoCTaBJIEHUS) COOTBETCTBUM C AKTOM, 3a

MCKJIOUEeHMEeM M. 2 u 8.6
IPOBEPKU HaNIUUUS U
COCTOSHUS OeJj HavMeHOBaHME IOOJIKHOCTU
PYKOBOOUTEJIA OPIaHM3aLUn

[ononuce Pacumpporka
(IOCTOAHHOT'O, BPEMEHHOT'O NOONUCU
XpaHeHMs, I[I0 JIMYHOMY COCTaBYy)

ODaTa
®oHpma N

(HazBaHue QoHma)

OcHOBaHME MPOBEPKU

(mnaHoBas, IlepeMelleHVe IOKYMEeHTOB,
CTUXUMHOEe OencTBUEe M T.I.)

CocTaBJIeH KOMMUCCUEN:
[lpencenmaTesyib KOMMCCUM

(HaMMeHOBaHME OOJIKHOCTM, GaMuUIMsg, WHULMAJIE)

UJjieHBE KOMMUCCUMN :

(HaMMeHOBaHME OOJIXKHOCTEM, OQaMuiImy, WMHUMLMAJIH)

[lpoBepka HNPOBOAMIIACEH C 1o

[IpOBEPKOM YCTaHOBJIEHO:

1. Bcero umMcCamMTCS 10 ONMUCSAM nemn,
(umppamM ¥ MNPONMUCEHI0)

[Tpunoxenue 14
K1 5.5.2
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B TOM YMCJIE€ MO ONMCAM, YTBEPXIOEHHBIM (COIJIaCOBaHHEIM)
OIlIK apxXMBHOI'O yUpeXIOeHUA
neJt

(umdpaMyt M HOPONUCHI)
Bcero He okaszajioCk B HaJIUUMU
neJst,

(umdpaMmyt M MOPONUCHEI)
B TOM YMCJIe IO ONMCHAM, YTBEPXIOEHHEIM (COIJIaCOBAHHEIM)
OIlIK apxXMBHOI'O yUpeXIeHUA

oen
(umbpaMy M MNPONMCHIO)
VMenT JMTEepHEIE HOMEpa:
3.1. He yUTEeHHBIE B MTOTOBEIX BalMCAX ONUCEN
nen
(urdpaMrt ¥ OPONUCHI)
3.2. He [EePEeuMCJIEHHBIX, HO YUTEHHBX B MUTOI'OBEX
3anmncsax onmcem
nen
(urdpaMy M NPONMCHIO)
[lponymeHO HOMEPOB:
4.1. He YUYTEHHBEX B MUTOTOBHIX 3alMCHIX ONUCEN
nen
(umbdpaMy M MNPONMCHIO)
4.2. He I[EPEUMCJIEHHBEIX, HO YUTEHHEX B MUTOIT'OBEIX
3ANMUCAX OINUCEeMr
oen

(umbpaMy M MNPONMCHIO)

HeraBMJ'H:HO IIOJIOXKEHHBIX OeJI, OTHOCAIMXCA K JZ[pyI‘MM
boHOmam
neJ

(umdpaMm M HOPONMCEI)
OxaszajioCch B HaJMUMM [0 OAaHHOMY OGOHIY (BKJIIOUEHHEIX B
OmnucH)
et

(umppaMmy M MOPONMUCEHIO)
ViMeeTCsa He BKJIOYEHHEIX B OINMUCHU
neJ

(umbpaMy M MNPONMUCHIO)
Bcero no maHHOMY QOHOY (BKJIOUEHHBIX M He BKJIIOUEHHEBIX
B OIMCU) MMEeeTCsS B HaJluduu



neJl

(umdpaMmt M HPONKMCEI)

3 Hux: 8.1. Tpebynoumx Ie3nHOeKUIUU

neJ
(umbpaMy M MNPONMCHIO)
8.2. TpebyoUMX IE&3MHCEKLUN nes
(umdpaMmyt M HOPONUCHEI)
8.3. Tpebynuux pecTaBpalUn neJ
(urdpaMy M HOPONMCHIO)
8.4. TpebOynumMx IepenjieTa MUY NOONMBKU
nes
(umdpaMrt M HOPONUCHEI)
8.5. TpebywoumMx BOCCTAHOBJIEHMS 3aTyXalIUX TEeKCTOB
e
(urdpaMrt ¥ OPONUCHI)
8.6. HeMCIpaBMMO [NOBPEeXIEeHHBIX
e
(umdpaMmt M HOPONMCHEI)
8.7. Tpebywnmmux 00padboTKM
neJ
(urdpaMrt ¥ HOPONUCHI)
8.8. BHIDAHO BO BPEMEHHOE II0JIb30BaHUE
e

(umdpaMy M MOPONMUCHIO)

9. Obmas xapaKTepUCTMKa COCTOSHMSA M YCJOBMM XPaHEHMUS
DOKYyMeHTOB. OCHOBHEE OTPMUATEJIbHEIE SBJIEHMS B
COCTOSHMM U YCJIOBUSX UX XPaHEHUS.

[IpuiioxeHMe : JMUCT (BI) MNPOBEPKM HAJMUMS M COCTOSHUSA HIell
[IpOBEPKY MNPOBOIMIIM:

HamMeHOBaHME OOJIKHOCTEN [Toonucum

JaTa

COTJIACOBAHO
[IpoTroxos L3K (9K) opraHmuszaumum

oT

N

(N

o)

Pacumpporka
Ionnucemn

dopmaT A4 (210 x 297 MmMm)



©opma akKTa IIPOBEPKM HaJIMUMA VM COCTOAHUMA IeJl @OHHa

HaumeHoBaHUME OopraHMn3almn

HaszBaHMe BeIOMCTBEHHOTO apxmba

Hanuuwme nen

JMCT IMPOBEPKU N

HaJIMuMsa ¥ COCTOSHMS nen douma N

N Kon-Bo gemn, N HeobOna- |JIutepnslii N gena, [Tponymennsiit N N nena, BbI-
ONU- |YUCIALIMXCSA |PYKEHHBIX |HE OTPaKEHHBIN B Jienia, He oTpa- JIaHHOT'O BO
cu 10 OITMCU Jel HTOTOBOH 3aIncu JKCHHBIH B UTO- BpEMEHHOE
TOBOM 3aIliCH MOJIb30BaHUE
HE y4- |He mepe- HE y4- | HE mepe-
TEHHBINA | YMCJICHHBIN, |TEHHBIN |YHMCIICHHBIH,
HO y4YTeH- HO YYTEH-
HBIN B HBIHA B
o0beme o0beMe
1 2 3 4 5 6 7 8
NToro: ne
(umdpaMm M HOPONMCEI)
[I[pOBEepPKY MNPOM3BEJIN:
HammeHOBaHME HOHXHOCTeﬁ pa@OTHMKOB,
[NPOM3BOOUBIMX [IPOBEPKY Noponucu
IlaTa
dopMa JMCTa MNPOBEPKM HaJIUUMA




(Ha3BaHue OH/IA UITU €TO YACTH )

CocrosHue neia

Kou-Bo Bpemen- | lludp nena, |N gena, Tpedyromiero: N nena, |IIpu-
nell, HBIH MUQp | HENPAaBUIBHO | ne3MH- |me3uH- |pec- |mepe- |Boccra- HEeuc- Me-
OKa3aB- HeoOpa- MOJJIOKEHHO- | (DeKIMM | CeKLMU |TaB-  |IUIETa |HOBJEHHUS |IPAaBHUMO |4a-
mMXcsa B | OOTaHHO- |T0 B TAaHHBIH panuy | wim 3aTyxal- |I[OBPEK- |HHUE
HaJu4uu | ro Jena bonn MoJ- | IIuX JIEHHOTO
(onucan- IIUBK | TEKCTOB

HBIX) u

9 10 11 12 13 14 15 16 17 18

ITpunoxxenue 15
km. 554
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Pacmmdposka moanuceit

Y COCTOSIHHSA e (hoHIa

HammMeHOBaHMe oOpTraHM3aLun

HasBaHMe BeIOMCTBEHHOTO apxXmBa

KAPTOUKA YUETA
HEOEBHAPYXEHHHX JEJI

dopmar A3 (297 x 420 mm)

[Tpunoxenue 16
k1. 5.5.7

®doHno N

(HazBaHMe ¢QoHIa)

Onmce N ,

(Ha3BaHMe OIIMCH)

N nena |3arosioBok jaena OTMeTKH 0 X0/1e Hara 3anucu | HaumeHnoBanue
U pe3yabTarax JIOJDKHOCTH |
PO3BICKA IIOAIIMUCH JIMIa,
BHECIIIETO 3aIHCh
1 2 3 4 5

®opmar AS (148 x 210 mm)

dopma KapTOUKU HEOOHAPYKEHHBIX /e

HammMveHOBaHMeE OpraHM3alnn
HasBaHMe BeIOMCTBEHHOTO apxXmBa

AKT

N

(MecTO CcocCTaBJIEHUS)
O HeOOHapyXeHMUM »eji, NyTU PO3EICKAa
KOTOPEIX MCUepIlaHb

[Ipunoxenne 17
k1. 5.5.14

YTBEPXIAIO

HamMeHOBaHME OOJDKHOCTU
PYKOBOOMTEIJIA OpITaHM3aluum

[oonmce Pacumpposkra
MNOONMCHU

IDaTa

®ono N

(HaBsBaHMe O¢QoHIa)
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B pesynbrare

YCTaHOBJIEHO OTCYTCTBHE B

¢doHIe nepeyrcIeHHbIX HIDKe nell. [IpennpuHsaTeie apXuBOM BCEBO3MOKHBIE MEPHI IO PO3BICKY
JIeJ1 TIOJIOKUTEIIBHBIX PE3yJIbTATOB HE ajlH, B CBA3HU C YEM CYUTAEM BO3MOXKHBIM CHATH C y4eTa

Onucs | Jleno | 3arooBok aena Hara nena | KonuuectBo |IlIpeamnonaraemsie
N N JIUCTOB B MPUYHHBI OTCYTCT-
Jienie BUA Jiesa
1 2 3 4 5 6
JTtoro nel
(umbpaMy M NOPONUCHIO)
ConepmaHme YTPadeHHEBIX MaTepmrnasioB MOXeT OBITH YACTUUHO BOCIIOJIHEHO
CJleIyrumurMM IOeJilaMU :
(HOMepa »eJsi M MX TPYINIOBEE 3aT'OJIOBKM)
BaBenyouml apxXUBOM JInuHasa nomnmchb PacumppoBka NOONMUCHU
HaTa

COIJIACOBAHO <*>
[IpoTokog JIK apxXMBHOT'O yUYpeXIeHUd

oT N

VI3MeHeHMrd B YUEeTHBEE ITOKYMEHTELI apXMbBa
BHEeCEHEI

3aBenyouMii apxXMBOM (JIMLIO, OTBETCTBEHHOE
3a yuer)
IDaTa [Tognmuce

<*> B cnyuae, eciu He 0OHapy’KeHbI Jiefa 1o

OIOBPEHO

[IpoTokoJst [3K
OpTraHM3aluUn
oT

(3K)

N

PacumppoBKa MNOONMUCHU

CTOAHHOI'O XpaHCHUA.

®opmar A4 (210 x 297 mm)

dopma akTa 0 HeOOHAPYKEHUH eI,
IyTH PO3bICKAa KOTOPBIX UCUEPITAHbI

HammMeHOBaHMe opraHmM3alumn

HasBaHmMe BeIOMCTBEHHOTO apxXmBa

AKT Yy

[Ipunoxenune 18
k1. 5.5.14

TBEPXIAIO
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HauMvMeHOBaHME OOJDKHOCTU

N PYKOBOOUTEJSA OpraHM3aluumn
(MecTO COCTaBJIEHUS) [lognmchb PacumppoBra
nonnmucu
doun N
O HEMCIPAaBMMEIX [IOBPEXIOEHMAX »OeJl (HazBaHMe ¢QoHIa)

B doume oOHapPyXeHH IeJjla, NPM3HAHHHE HEMCIPAaBMMO [IOBPEXIEHHEIMU :

N | Onucs |deno | Koanuecr- |3aronoBok |J/lara nena | CylHOCTb U IPUUMHBI
/o |N N BO JINCTOB | ZIena MTOBPEKICHHS
zena
1 2 3 4 5 6 7
JITOro OOHapyXeHO HEMCIPaBMMO [NOBPEeXIEHHBIX nei.
(undpamm

M NOPOIMCHI)
[lepeuncIIeHHEE »eJjla NOoIJIeXaT CIMCAHUI BBUIY :

3aBenynouMil apxXUBOM [loanucob PacumdpoBKa NOIONMUCU
(Mo, OTBETCTBEHHOEe
3a aApPXUB)

IDaTa

COTJIACOBAHO OIOBPEHO

[lpoTokos JIIK apxXMBHOTO y4YpeXIeHUS [IpoToxkos ISK (3K)
opTraHM3alumn

oT N oT N

JI3MeHeHVsa B ydYeTHbBEe IJOKYMEHTEl apxXyVbBa BHECEHHl.

HamMeHOBaHME HOOJDKHOCTHU pab®oTHMKA,

BHECLWEI'O M3MEHEHMA B ydUeTHHEe

IOKYMEHTEL I[Tognmuce PacumppoBKa MNOONMUCHU

IDaTa
dopmaT A4 (210 x 297 mm)

@opMa aKTa O HEUCIIPabBMMEIX TIOBPEXIEHMAX IOEJI

[Ipunoxenne 19
k. 5.6.4,5.6.5, 8.2.2,13.2.3

(Ha3BaHMe TOCYyIapCTBEHHOTO apxmpa) <*>
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(HazBaHue ¢oHma)
dounm N

OINMCBh OCOBO LEHHHX JIEJI

(kpaviHMe »naTel OeJji)

<*> 3anonHsercsa rocy1apCTBEHHbIM apXHUBOM.

dopmaT A4 (210 x 297 mmMm)

dopMa TUTYJILHOTO JIMCTa OIUCHK O0CcOoDO LEeHHBIX OeJl

YTBEPXIAO

HamMeHOBaHME OOJDXKHOCTU
pyroBOOUTEJIA OpI'aHM3alNM

Mopnuce Pacumpporka
Inonornmcum

N N N 3aronoBok | /lata nena |Kon-Bo [N en. xp. [Tpumeyanue
II/II |OIHCH |Iena |mena JUCTOB | CTPaxoBO-

B fiene | ro ¢oHaa
1 2 3 4 5 6 7 8
B DmaHHYK0 ONMCBH BHECEHO 0coB0 LIeHHHX ne,

(umdpaMm ¥ NOPONMUCHIO)

c N no N , B TOM UMCJIIE:
JIMTEPHBEIE HOMEpPaA:
IPOIylleHHEIE HOMEpPaA :
VI3 HUX UMenT CTpaXOBbIE KOIUM neJl.

(undpaMm M OPONMCHIO)

HamMmeHOBaHME IOOJIXKHOCTU
COCTaBUTEJIA OIIUCU [Nomnmce PacumppoBkra NOONMUCHU

BaBenyouyyi BEeOIOMCTBEHHBIM apXMBOM

(MMUO, OTBETCTBEHHOE 3a apPXUB) Nomnmce PacumppoBKa MNOONMUCHU
HaTa

OIOBPEHO YTBEPXIEHO

[IpoToxkosi IISK (5K) opraHmzaumum [IpoToxos 3IIK

APXMBHOT'O YUpPEeXIeHUA
oT N oT N




dopmaT A4 (210 x 297 MmMm)

dopma onmcu O0CODO LIeHHBIX IeJl

[Tpunoxenue 20

K 1. 5.5.7, 8.2.2
HaunmenoBanue opranusanuu
Ha3Banue Be1TOMCTBEHHOI'O apX1Ba
KHUT A
YYETA IIOCTVYIUIEHWA N BBIGBITHU A
CTPAXOBOI'O ®OHIA N ®OHJA [10JIb3OBAHUA
TomN
Hawar
OkoHYeH
dopmar A4 (210 x 297 mm)

@dopma TUTYJILHOTO JIMCTa KHUTY y4eTa MOCTYIUICHUS
1 BBIOBITHS cTpaxoBoro GoHaa 1 (hoHAa MOJIb30BAHUS

[Tponomxenue npuioxenus 20
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N |aramoc- |HasBanme |Jlara |Homepa |Homepa | Kon-Bo CaeneHus o Caenenus o [Ipu-
n/n |tymneHuss (U N, ga- | konu- |(OHIOB |omuceil |xmedn, CTPaxoBOM ¢donme monp- | Me-
WM BBIOBI- | Ta IOKYy-  |poBa- BKJIIOYEH- | oHae (KO- 30BaHUA ya-
TUA €. MEHTAa, HUA HBIX B BO €1. XP.) (kon-BO €. HUE
Xp. o KOTO- CJIUHUITY Xp.)
pomMy XpaHCHHUA | IMOCTY- |BBI- IOCTYy- | BbI-
MOCTYTH- CTpaxo- IO OBLIO | ITHJIO OBLTO
JIN U1 BOTO
BBIOBLIH dbonma
el Xp.
1 2 3 4 5 6 7 8 9 10 11 12
ViToro mocTynmuio B Ton en. xp.
(umdpaMrt ¥ HOPONUCHI)
cTpaxororo QoHHIa, en. xp. QoHHOa NOJIB30OBAHUA;
(umdpaMy M MOPONMUCHIO)
BBIOELIIO en. Xp. CTpaxoBoro GoHIa
(umdpaMrt ¥ HOPONUCHI)

n ern.
(umbpaMy M MNPONMUCHIO)

Xp. @OHHa IIOJIb3OBAaHUA.

HauMveHOBaHMe OOJIXHOCTM JIMLE,
coCTaBMBIIET'O I'OOOBYIO

UTOTOBYI0 3alMCh lonnuchb PacumppoBKa IOINUCU
BaBenyromyl BeIOMCTBEHHBM

APXUBOM lonnuchb PacumppoBKa IOINUCU
JaTa

dopmaT A4 (210 x 297 MmMm)

dopMa KHUIM ydeTa [NOCTYIJIeHMS U BEOBTUS CTPaxoBOI'O
doHma M GOHIa IIOJIL30BAHUS




[Ipunoxenue 21
K 1. 5.7.7, 8.2.2

T'pud orpaHMUEeHMS IONyCKa

HayMeHOBaHME TOCYIapCTBEHHOTO apxmuBa <*>

OInnchb N
CTPAXOBOT'O ®OHIA

<*> 3anonHsercs B rOCy/1apCTBEHHOM apXHUBe.
dopmar A4
dopMa TUTYJIBHOI'O JIMCTa ONMCU CTPaxoBoTro QoHIa
YTBEPXIAI

HamMeHOBaHME IOOJIXKHOCTU

(210 x 297 mMmMm)

[Noonuce PacumppoBKa

PYKOBOOUTEIJIA OpIT'aHM3aluM IIoOrnnmcum
HJaTa
N n/n Hara xo- Kon-Bo |Komn-Bo CseneHus o fenax, [Ipumeua-
en. Xp. NUPOBAaHUA |KaapoB | Jzedn, BXOJAILIUX B EIUHUILY HUe
CTpaxo- |JOKyMEeH- |B el. BKJIIOUEH- | XpaHEHUs CTPaXOBOTO
BOT'O TOB Xp. HBIX B donga
¢donma CTpaxo- |ex. Xp. HOMEpa |HoMepa |HoMepa
BOTO dboHOB |omuceit | aen
dbonna
1 2 3 4 5 6 Il 8

Bcero uHa 01.01. Toma B OIMCH BKJIIOUEHO

(undpaMm ¥ HOPONUCHI)

en. xp., ¢ N no N , B TOM UMCJIE:

JIMTEPHEIE HOMEpPa:
NPONIyLeHHBIE HOMEePaA :

KampoB M/d cTpaxoBoTo GoHIa

(umdpamMm M OPONMCHIO)

CKOIIMMPOBAHO nesl

(undpaMm M HOPONIUCHIO)

HamMeHOBaHME HOOJDKHOCTHU paboTHMKA
BEIOMCTBEHHOT'O apxuBa, COCTaBMBIIETO
UTOTOBYIO 3allCh [lognuchb Pacumpposra

BaBenyolmni BeOOMCTBEHHBM

ImoOrnmcm
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aApPXMBOM [Tognuce Pacumbpporka nomnmucu

IDaTa
OIOBPEHO YTBEPXIEHO
[Iporokosi IUSK (9K) opraHmzaumum [IpoTokos 3IIK
APXUBHOTO YyUPEXIEHUSI
oT N oT N
dopmaT A4 (210 x 297 mmMm)
dopma onmcm cTpaxoBoro QoHOa
[Tpunoxenue 22
k. 7.1.6,8.2.2,11.2.9
YTBEPXIIA
HamMeHOBaHME IOOJIKHOCTU [lognuce PacumppoBra
PYKOBOOMTEJIA OpPITaHM3aLUMU IOONUCHU
ITaTa
®oHno N
OIlCb N
nejl NMOCTOSAHHOTO XpPaHeHMA
3a infedit

HasBaHMe paszesia (CTPYKTYPHOTO [IOOpas3nejieHMs OpITaHM3aluu)

N [Huzpekc gena | 3arosnoBok Jiena Hara nena | Koxa-Bo nucroB | [Ipumeua-
n/m (TOMa, yacTH) (ToMa, B 1eiie (ToMe, HHE
4acTH) 4acTH)
1 |2 3 4 S) 6
B DaHHBIM pa3mesyl ONMCUM BHECEHO nen,

(umdpaMm ¥ NOPONMUCHIO)

c N no N , B TOM UMCJIE:

JIMTEPHBEIE HOMEPaA:
IPOIyMEeHHEE HOMepa:

HamMeHOBaHME OOJDKHOCTU
COCTaBUTEJId ONUCHU [loonmucso Pacumdpporka NOONMUCU

3aBenyommii BEIOMCTBEHHEM aApXUBOM
(MO, OTBETCTBEHHOE 3a apxus) Ilonnmuchb PacumdpoBka NOOIUCU

ITaTa
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YTBEPXIOEHO OIOEPEHO

[IpoTokoJs 3IIK [IpoToxkos IBOK (3K)
APXMBHOTO yUpexXIeHUS HamMeHOBaHMEe OpTaHM3aLUM
oT N oT N

dopmaT A4 (210 x 297 mMm)

@opMa I'oOOgoOBOI'O pazngersla CBOIOHOM OIMUCHU IeJI NIOCTOSHHOI'O XpaHeHud

[Ipunoxenne 23
k. 7.1.14,7.2.4

JMCT - 3ABEPUTEJIb OIIMCHU N (. N )

Bcero B HaACTOAWEN ONMUCU MNPOHYMEPOBAHO JIMCTOB,
(undpaMm M HOPONUCHIO)

B TOM 4YMCJIe:

JINTEPHEIE HOMEpPa:

IIPOIIYIIEHHEIE HOMeEpa:

HamvMeHOBaHME IOOJIXHOCTU

paboTHMKa BEeIOOMCTBEHHOTO apxmba,

OTBETCTBEHHOT'O 3a yuerT [Nomonmce PacumppoBra NOONMUCHU
ITaTa

dopmaT A4 (210 x 297 mm)

CDopMa JIVicCTa — 3abeputTesid OIMCHU LOeJl

[Ipunoxenne 24
knm. 7.2.5,7.4.7

(HasBaHMe TOCYHAapCTBEHHOTO apxmuBa <*>),

(HazBaHme ¢oHIa)
®ono N

OmCb N

(HazBaHME ONNUCH)
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KparHme naTe medj

<*> 3anoiHsercs B rocy1apcTBEHHOM apXHBe.

dopmaT A4 (210 x 297 mmMm)

@opMa TUTYJIBHOTO JIMCTAa B3aKOHUEHHOWM ONUCU IeJl
IIOCTOAHHOTI'O XpPaHeHMA

[Tpunoxenue 25
k mm. 7.3.3, 7.3.6, 8.2.2

YTBEPXIIA
HamMeHOBaHME IOOJDKHOCTU [Noonuce PacumppoBKa
PYKOBOIMTEJIA OpPTaHMU3aLun IOONMCHU
IaTa

doHnm N

OIlCb N

OeJl BpeMeHHOTO (cBrme 10 jeT)

XpaHeHuAa

3a infepit

HasBaHmMe pasz3zesia (CTPYKTYPHOT'O IOOpas3neJieHMs OpTaHM3alumu)

N |Hunekc nena |3aronoBok |[lara nena |Cpok xpa- |Kon-Bo nucroB [Ipu-

/i nena (ToMma, HEHUs Jie- | B Aene (Tome, Me-
(ToMma, 4acTu) na (Toma, 4acTH) ya-
4acTH) YacTH) HHE

1 |2 3 4 5 6 7

B nmaHHBM pasmesi OIIMCM BHECEHO

ned,

c N no N

(umdpaMm ¥ NOPONMUCHIO)

, B TOM UMCJIe:

JIMTEPHBEIE HOMEpa:
[IPOIylleHHEIE HOMEpa :

HauMeHOBaHME OOJIDKHOCTU
cocTaBuUTEIIA

ITaTa

3aBenyomul apxMBOM
(MO, OTBETCTBEHHOE 3a apxXuB)

[Nopgnmco Pacumpporka nonmnmcu

[opgnmce Pacumdpporka nonmnmcu
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ITaTa
OIOBPEHO
[IpoTokosi IIBK (5K) opraHm3auum

oT N

dopmaT A4 (210 x 297 mmMm)

dopMa TrOOOBOTO paslejla CBOOHOM ONMUCHK HeJI BPEMEHHOTIO
(cermie 10 jeT) XpaHeHUS

[Ipunoxenue 26
K 1. 5.6.7, 7.4.3, 8.2.2

YTBEPXIAI
HamMeHOBaHME IOOJIKHOCTU [lognuce PacumppoBra
PYKOBOOMTEJISA OPIraHM3aLuMu MNOONMCHU
IDaTa

®oHno N

OIMCh N

neJl o JIMYHOMY COCTaBy

3a infedit

HasBaHmMe pasznera

N [Hunexc nena |3aromoBok |[Jlata nema | Cpok xpa- | Kon-Bo nuctoB [Tpu-

n/m nena (TOoMma, HEHHus Jie- | B aene (Tome, Me-
(ToMa, 4acTu) na (Toma, 4acTH) qa-
4acTH) 4acTH) HUE

1 |2 3 4 5 6 7

B maHHBEI pasnell ONMCY BHECEHO ne,

(undpaMm M HOPONUCHIO)

c N no N , B TOM UMCJIE:

JIMTEPHBIE HOMEepa:

NPOMNyIlIeHHEIE HOMEepa :

HammMeHOBaHME IOOJIKHOCTU

CoCTaBUTeEJIA Nopnmuco Pacumdpporka nommnmcu
DaTa

HauasibHMK oOTHesia KagpoB
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(MHCIIEKTOP IO Kampam) [lonnucob PacumppoBKa MNOONMUCHU

HaTa

OIOEPEHO COIJIACOBAHO

[Iporokos LJOK (3K) opraHmsauum [Iporokosn JIK apXMBHOTO
yupexneHus

oT N oT N

dopmaT A4 (210 x 297 mm)

dopMa TOHOBOTO pas3lejyia CBONHOM ONUCKU »OeJ
IO JIMYHOMY COCTaBy

[Tpunoxenue 27
k. 8.2.2,8.2.4

(HaMMEeHOBaHWE OpraHU3aI1H )

(Ha3BaHME BEJOMCTBEHHOTO apXHBa)

KHUT'A
YYETA ITIOCTVYIUIEHWA 1 BBIBLITHUA JOKYMEHTOB

Tom N
Hauar
OxoHueH
®opmar A3 (297 x 420 mm)

cDOpMEl TUTYJIBHOI'O JINCTA K KHUI'C YUCTa IMOCTYIJIICHUA
1 BBIOBITUS JOKYMCHTOB
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N | Hara HaunmenoBanue Haszpanue, |HaszBanue |Kpaiinue [Toctynnenne onucaHHbIX BrIObITHE OTTHCaHHBIX Heonucanubix
/Tl |TIOCTYN- | OpraHu3anuu HOMEpP U A HOMED JAaTkl I10C- JOKYMEHTOB JOKYMEHTOB Jel, TOKyMEH-
JICHHA (CTPyKTypHOTroO Aara no- donna, TYIHBIINX KOJIMYECTBO A€ KOJIMYECTBO A€ TOB JINCTOB
ninA noaApasAciiCHuA, KyMCHTAa, OucCHu 1 WK BBIOBIB- | m10CTO- BpEMEH- |10 JIMY- |IIOCTO- |BpPEMEH- |[II0 JIMY- |IOCTYy- |BBIOBI-
BBIOBITHS |JIMLIA, apXI/IBa), IoATBEP- IocTy- X A0Ky- SHHOI'O | HOro HOMY SHHOI'O | HOIo HOMY IIHUJI0 J10
OT KOTOPOX KAAOMECTo | IMBIINX MCHTOB, XpaHe- |XpaHe- COCTaBy |XpaHe- [XpaHe- COCTaBYy
MMOCTYIIHIIN (I/IJ'II/I IIOCTYII- 1501050 BKJIOUYCHHBIX | HUA HUSA HUSA HUSA
BBIOBLIIN) JIOKY- JIEHHE WX | BBIOBLIBIIK |B OIHUCH
MEHTBI BEIOBITHE X
JIOKyMEH- JOKYMEH-
TOB TOB
1 2 3 4 5 6 7 8 9 10 11 12 13 14
VToro B rony MIOCTYIIMIIO neya (+
(umbdpaMm M HNPONMCHIO)
JOKYMEHTOB, HMCTOB), B TOM UymMcClJie:
IIOKA3EBATCA pPas3IdelilbHO MTOT'OBLE IaHHBE rpabam 7, 8, 9, 13
KHUI'U;
BEIOBIJIO ey (+ ODOKYMEHTORB, JIMUCTOB) , B TOM
(umbpaMy M NPONMCHIO)
umcriie:
[IOKA3EBATCA pas3melJilbHO MTOT'OBHE IaHHBEe no rpadam 10, 11, 12, 14.

HammMeHOBaHMe OOJIXKHOCTM JIMLa,

COCTaBUMBIIET'O MTOI'OBYIO
I'OOOBYI 3allMChb

BaBenyromyl BeIOMCTBEHHBM
apPXUBOM

JaTa

IlNonnmce

I[Toonuce

PacumbppoBka HOOIUCU

Pacumpporka nomnmcu

dopmaT A3

(297 x 420 mm)
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dopMa KHUTM ydeTa I[NOCTYIJIEHUA U BEIOBITMSA HOOKYMEHTOB



[Tpunoxenue 28
k . 5.6.8, 8.2.2,8.2.5

HaunmenoBanue opranuzanuu
HasBaHue BeIOMCTBEHHOI0 apXuBa
CIIMCOK ®OH/IOB
Tom N
Hauar
OxoHueH
®opmar A4 (210 x 297 mm)

dopma TUTYIHFHOTO JIMCTA CITUCKA (OHIOB

N ¢onna |HasBanme |/lata mepBoro |OtmeTka o BBIOBITHH (poHIA [Tpumeuanue
donma MOCTYIUJIEHUS Kyna |/Jatrau N
JOKYMEHTOB BBIOBI | TOKYMEHTA,
(1)OHI[OB JI Ha OCHOBAaHHU
KOTOPOT'O BBIOBLI
1 2 3 4 5 6
Ha 01.01.  roma B CHMCOK BKJIOYEHH GOHOE C N 1o
N
Bcero xpaHuTCca B apxmee boHIOB, M3 HUX:

(umdpaMm ¥ NOPONMUCHI)
comepxaT ocoO0O LieHHBEe Ieja.

(undpaMm M HOPONUCHIO)
Homepa cBoOOnHEIE:
HavMeHOBaHME IOOJDKHOCTM paboTHMKA
BEIOOMCTBEHHOT'O apxuBa, COCTaBUBIIEIO

I'OOOBYK MTOI'OBYK 3alllMChb [lopnuce PaCLUM(i)pOBKa ImoOrnmcm

BaBenyouyuyi BEOOMCTBEHHBIM apxXMBOM
(MO, OTBETCTBEHHOE 3a apxXuB) [loonucob PacumdpoBKa NOIOIMUCU

IDaTa
dopmaT A4 (210 x 297 mmMm)

dopma cnmcka QOHOOB

[Ipunoxenne 29
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JMCT SOHIA N

(MecTOHaAXOXIeHMe

boHma

OpTaHMB3aLnN,

(HaMMeHOBaHUE
roe

xpaHurcsa GoHIn) )

k . 5.6.6, 5.6.9, 8.2.2, 8.2.7

(maTa nepeBoTO
[IOCTYIIJIEHUS

IOKYMEHTOB GoHzma)

(maTa MOCHJIKMU
kapTouky GoHIa B
apxXmMBHOE
ydpexneHue)

Kpaitnue natsl kaxxaoro
Ha3BaHus QoHIA

Ha3Banue donna

1 2
1. VYET HEOIIMCAHHbBIX JOKYMEHTOB
Jara Haspanue, N [Toctynnenue Bri6biTHE Hamnune
3aMuCcu | ¥ Jata JoKy- (ocTarTox)
MEHTA, I10 Komn-Bo gemn, Kpaitnue |Kon-Bo gen, Kpaitnue |Bcero gen,
KOTOPOMY JIOKYMEHTOB, | JaThl €Nl |JOKYMEHTOB, |JaThl 1€ | IOKYMEHTOB,
MOCTYIIWIIN JIUCTOB U JI0Ky- JUCTOB U 10Ky~ JIUCTOB
WM BBIOBLIU MEHTOB MEHTOB
JIOKYMEHTBI
1 2 3 4 5 6 7
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2. VYET OIIMCAHHBIX JOKYMEHTOB

Hata |Home |Kpaitane |Ha3Banue IToc- | BeiObL1O Hanuuue (octaTox) 3
3a- |p JIaThl G | OMMCH UJIU Tynu- | Jlen |OcHoBanue |B ToM umcne Bcero |B towm uncine I
MACH | OTIUCH | OTTUCH aHHOTaUu  |JIO BBIOBITHS 10 OITHCSIM, JEI B | MOCTOSTHHOTO XPaHCHHUS 1o J1/C I
pI(Sh) AOKYMCEHTOB | IC]I (na3Bauue, YTBEPKAEHHBIM | QOHIE | nen |kpaiiHUMe | W3 HUX 110 OIHUCAM, nen |Kpaitnue | X
nara, N OIIK natel gea | yrBepkaeHHabsM DITK JAThI 171
IOKYMEHTa) | el | KpaiiHue
JaThl Jael Jen | KpaiiHue JaThbl
pi(h|
1 2 3 4 5 6 7 8 9 10 11 (12 13 |14 15 (16 1
®dopmar A4 (210 x 297 mm)
dopma nucta QoA
[Ipunoxenue 30
K 1. 8.2.3, 8.2.8
KAPTOYKA ®OHJIA N

(MecTo XpaHeHus HoH/a - HAUMEHOBAaHUE OpraHU3allly,
B apXMB€ KOTOPOU XpaHuTcs GoH)
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(TaTa mepBOTO MOCTYIICHHUS TOKYMEHTOB ()OH/A B ApXHB)

Kpaiiaue natel kaxxaoro

Ha3BaHUA (poHIa

HasBanwue ponma

dopma KapTOYKH apXuBHOTO (poHIA
(yTMIIeBast CTOpOHA)

Y4eT u3MeHeHHui B cocTaBe u o0beMe poHa

Ha

Ha Ha Ha

01.01. I. 01.01. r. 01.01. r. 01.01.

Bcero nen B ponne

IlocTosH-
HOTO
XpaHEeHUs

Bcero nen

Kpaiinne
JaThl €]

Bueceno B
OTIUCH,
YTBEPKICHHBIC
OIIK, B ToM
gucie O]
(3HaMeHa-
TEJb)

Kpaitnue
JIaThl €7

Bcero nen

Kpaitnue
JIaThl €7

®opmar A5 (148 x 210 mm)



w

JINYHOMY

H
H|Ilo
X| cocraBy

Bneceno B
OIKCH, COTJIa-
COBaHHBIE C
OIIK (kpaiinue
JIaThI JCI)

Hannuwne
HEOMUCAHHBIX
JIOKyMEHTOB
(memn, moky-
MEHTOB, JIHC-
TOB)

3aMHKPODUITEMUPOBAHO JIET

BaBenyoummy BEIOMCTBEHHEM apPXWUBOM
(MO, OTBETCTBEHHOE 3a apPXUB)

IaTa

Ilonnmce

PacumdpoBKa IOONUCU




dopma KapTOUKH apxXUBHOTO (hoHIA
(obopoTHast cTopoHa)

[Ipunoxenne 31
ko 10.2.4, 10.2.7

HavMeHOBaHME OpIraHM3alUNU 630082, HomBocubupcCk,
yJa. XykKoBCKOTO,
105/2, xB. 5
T. [lerpoBy B.U.

APXVBHAS CIIPABKA
31.06.83 N 04-5/173
MockeBa

Ha N 310 ot 25.06.83

B noxymenrax apxuBHOro ¢onga Bcepoccuiickoro o0benuHeHHUs Xj1e00NpOaAYKTOB
"PocxnebonpoaykT", B BEIOMOCTSX Ha BbIJA4y 3apaOOTHON MIIaThl pabOYMM U CIYKalIUM 3a
ampens - 1ekadbpp 1962 r., 3nauntcs [lerpoB bopuc MBaHOBHY B TOMKHOCTH HHKEHEPA.

OcnoBanue: ¢. 50, om. 2, a. 3, 1. 105 - 106.

CnpaBKa BblJJaHa JJI1 MTPEAOCTABJICHUS 110 MECTY pa6OTBI.

HauMeHOBaHME IOOJDKHOCTU

pykoBOoOuTessa (CTPYKTYPHOI'O

nompasnesieHus, B COCTasb

KOTOPOT'O BXOIUT apxXMUB) OpTaHM3alLUMU [lognuce PacumdppoBKa NOONUCK
BaBenyoumuil apxXMBOM (MO,

OTBETCTBEHHOE 3a apxXuB

opraHuzaluun) [logmnmchb PacumppoBkra NOONMUCHU

T'epboBasg nedaTb OpPTAaHMU3ALUU

®opmar A4 (210 x 297 mm)
nmu AS (148 x 210 mm)

OO0pa3er apXUBHOM CIPaBKH

[Ipunoxenune 32
k. 10.5.5

HammveHOBaHME OopraHM3alnmn
HaszsBaHMe BeIOMCTBEHHOTO apxXxmBa

AHKETA JVICCJIEOOBATEJIA


consultantplus://offline/ref=35F921CA19426764A22CA405B3ECBB4077C893677999956BFAF595717C6528CDF4D9063192C3A7I44FI

dammiimda

NMmsa OTuecTBO

T'on poxneHMsA HaumoHaJlbHOCTDb
[IapTUMHOCTDb

MecTo pPab®OTH M OOJDKHOCTDH

OBbpazoBaHMe, yueHas CTeleHb, 3BaHUe
TeMa, XPOHOJIOTMUECKME TI'PAHULE MCCIEIOBAHUS

Anpec, TesnedoH CIIYyXeOHHM
Anpec, TejedOH IOMAUHUMN

Cepus u N nmacnopTa, KoT'Ia, KeM BHIOAH
C npaBuiamMm pa®oTEl B UMTAJIbHOM 3ajle apxuBa O3HAKOMJIEH, »awn
006sa3aTesIbCTBO MX BBIIOJHATH

(mommmchk MCCIeIoBaTeJISd)
IDaTa
dopmaT A4 (210 x 297 mm)

@opMa AHKEeTEl MCcJiegopaTejid

[punoxenne 33

k. 10.6.4
HaumeHnoBanue opranuzanuu
Ha3BaHue BeZJOMCTBEHHOTO apXHBa
KYPHAJI PETUCTPALIMU NCCJIEJOBATEJIEHN
N X JIMYHBIX JIEJI
Hauar
OxoHueH
®opmar A4 (210 x 297 mm)

@dopMa TUTYJIBHOTO JINCTA XKypHaia pErucTpauu
HCCIIEA0BATENIEH U UX JIMYHBIX €1

ITponomxenue npuioxeHus 33

N | ®amunus, ©Ms, OTYECTBO N au4HOro aeia N mauuHOro aeiaa uccie-
/I | UcciieqoBaTes HCCIIENOBATEIS JoBaTeIs, paHee pabdo-
TaBIIETO B YNTAILHOM
3aJie apXuBa

1 2 3 4
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Wroro s TOny B UMTAJIBHOM 3ajie apxmea padoTalo
ucciienoBaTese.

(umdpaMm ¥ MNPONMCHI)
HammMeHOBaHME IOOJDKHOCTM COTPYOHMKA

BEIJOMCTBEHHOI'O apXuea,
COoCTaBMBIIEI'O 3allMChb [omnuce PaCMM@pOBKa ImoOrnmcum

TaTa

dopmar A4 (210 x 297 mm)

dopma KypHaia perucTpaiuu uccieaoBaTenei
Y UX JTMYHBIX JeI

[Ipunoxenune 34

k. 10.6.4
HaumeHnoBanue opranuzanuu
HazBaHue BeJTOMCTBEHHOTO apX1Ba
YKYPHAJI PETUCTPALIMU ITOCEIEHWI UCCJIEJJOBATEJISIMU
UUTAJIBHOI'O 3AJIA
Hauar
OxkoHYeH
®opmar A4 (210 x 297 mm)

dopma TUTYIBHOTO JIUCTA )KypPHAIa PETUCTPAIIMU TOCEIEHHI
HCCIIEIOBATEIISIMU YUTAJIBHOIO 3aj1a

ITponomxenue npuiioxenus 34

N | aTa nocemenus damunus, THAIUABI UCCIeaoBaTens <*>
/11 (pa36opunBo)

1 |2 3
NToro B rony KOJIMYeCTBO IoceumeHn YMTaJIbHOI'O 3ajJia

rcciiegoBpaTesiaMy cCocTaBMIIO

(umdpaMm M OPONMCHIO)

HamMeHOBaHMeE HOOJDKHOCTM COTPYIHMKA
BEIOMCTBEHHOI'O apxmusa [loonuchb PacumppoBkra NOONMUCHU

ITaTa
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<*>T'paca 3anoaHsIeTCs NCCIeI0BATEIEM.
®opmar A4 (210 x 297 mm)

®dopma xKypHalla perucTpalyy MOCEIICHUI UCClIeI0OBATEIsIMU
YUTAJIBLHOTO 3aJ1a

[Tpunoxenue 35
k . 5.5.5, 10.6.5

HanmenoBanue opranusanuu
Ha3BaHue BeTOMCTBEHHOI0 apXxuBa
KHUI'A BBITAYU JEJI U3 XPAHUJIUILIA

Hauara

OxkoHueHa
®opmar A4 (210 x 297 mm)
dopma TUTYIBHOTO JMCTa KHUTH BBIAAYH JIEJ U3 XPaHUJIHILA

[Iponomxenue npuiioxeHus 35

N |HaraBeimaun | ®on |Omwmcs | [eno |Komy |Pacnucka |/[lata Pacnucka
n/u | men I N N BBIJJAHO | B MOJTY- BO3Bpa- |B BO3-
N YEHUU Ta Ie7la | BpAILICHUU
Iea Iea
1 2 3 4 5 6 7 8 9
WToro B TOAY BBOAHO U3 XpaHusuma N nej

(undpaMm M HOPONUCHIO)

HavMeHOBaHME IOJIXKHOCTM paboTHMKAE,
COCTaBUBIIETO MTOTOBYK 3alMCh Ilomnmch PacumppoBKa MNOONMUCHU

IDaTa

®opmar A4 (210 x 297 mm)

qbopMa KHUTH BblAa4U ACJT U3 XpaHWUJIHIIA
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[Ipunoxenne 36
ki 11.1

COTJIACOBAHO YTBEPXIAIO
IVMpeKTOp TOCYHAapCTBEHHOTO apxuBa HavMeHOBaHME OOJIKHOCTU

PYKOBOOMTEJA OPTraHM3alnm
[Mopnmuce Pacumdpporka nommnmcu

Homnuce PacumdpoBKa MOAONNCU
HaTa

HJaTa

CITMCOK JIAL],

APXUBbI KOTOPBIX ITIOAJIEXAT YUETY B BEAJOMCTBEHHOM APXNBE


consultantplus://offline/ref=35F921CA19426764A22CA405B3ECBB4077C893677999956BFAF595717C6528CDF4D9063192C2AEI44BI

N | damunus, ums, OcHOBHBIE MecTa | YueHas CTEIICHb, Hanuuue noky- Anpec mecTa [Ipu-
/Tl | OTYECTBO, TOJIBI paboThI U 3aHU- ydeHoe (rmouer- MEHTOB U CBE- XpaHeHus ap- Me-
KU3HU MaeMble JOJIK- HO€) 3BaHHUe, JeHH 00 ux XUBa; CBEJlE- ya-
HOCTH MPABUTEIBCT- nepeaayde Ha HUS O BJIa- HUE
BEHHbBIE HArpaJibl rocyJapcTBeH- JieNbLE apXu-
HOE (BEIOMCT- Ba (aapec,
BEHHOE) XpaHe- TenedoH 1
HHE T.J.)
1 2 3 4 5) 6 7
VITOTO B CIMCOK BKJIIOUEHO JIVLL — BJIaeJIblieB apXNVBOB.
3aBenyoumn OIOBPEHO
BEIOOMCTBEHHEM apxuBoM llognmuchk PacumdpobBka [IpoTokos L3SK (3K)
MOONNCH oT N

HaTa
dopmaT A4 (210 x 297 MmMm)

@opma CIlMICKa Jiul, apXMBBI KOTOPEBIX IIOoOJIeXaT YydeTy
B BEIOMCTBEHHOM apXxXuBe




[Ipunoxenune 37

k. 11.1
B
(HaMMeHOBaHUE OpITaHM3alLUU
¥ BEIOMCTBEHHOTO apxupBa)
oT
(bamMmmnvs, wmMsa, OTUECTBO)
en
IIPOXMBAL———
ero (moMamHMM anpec)
TenedoH
[IacCrIopT cepumn N
BBEIOAH "__"
(umciio) (mecs1) (rom)

oTnHn. MMIIVMUIUN

3AABJIEHNE

Hpomy IIPMHATE Ha BPEMEHHOE XPaHeHMEe IOOKYMEHTEHL
COTJIaCHO CoaToOUYHOM

(bamMmnmsa, mMMsg, OTUECTBO BJamesybla OOKYMEHTOB)
ONMCM C [OCJenyollel nepemadyell MX Ha [NOCTOSHHOE TOCyOapCTBEHHOEe
XpaHeHue B

(HaMMeHOBaHME TOCapxXMuBa)

INoonuce (pasbopumBO)

ITaTa
dopmaT A4 (210 x 297 mm)

dopMa 3agBJIEHMS BJlaZesiblla HOKYMEHTOB JIMUHOT'O NPOMCXOXIEHMS
O mepenauve UX Ha XPaHeHMEe B BEIOMCTBEHHEHI apxuB

[Ipunoxenne 38
k. 11.1

HammMeHOBaHMe opraHM3alumn

HaszBaHMe BeIOMCTBEHHOIO apxXxmBa

AKT
N
(MecTO COCTaBJIEHUS)
npmueMa — Irnepengaum OOKYMEHTOB

JIMTUHOT'O IIPOUMCXOXIOEHMA

YTBEPXIAI

HauMeHOBaHME OOJLDKHOCTU
pykKOBOOUTEJIA OpI'aHM3alUM

[Nopnuce Pacumpporra
IIOONNCHU

DaTa

I'epboBasg mnedarTshb
opraHus3auuu
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Ha BPEMEeHHOEe XpaHeHMe
B BEIOMCTBEHHHI apxuB

OcHOBaHMe: 3adABJIEHME BJlaAeJblla NOKYMEHTOB JIMUHOTO MNPOMCXOXIOEHMS
or " " T'. O npueme

(®.MM.0. Bajesibla IOKYMEHTOR)
IOOKYMEHTOB Ha BPEeMEHHOe XpaHeHUe B

(HaMMeHOBaHME OpTaHU3ALUUN U
C T1nocJyemnymoumen Irnepenadey umx Ha

Ha3BaHME BeIOMCTBEHHOIO apXMBa)
IIOCTOAHHOE TOCYyHapCTBEHHOE XpPaHeHUMEe B

(HazBaHMe IOoCapxmuBa)
B cooTBeTCTBUM C 3asBJIEHUEM

(¢.M.0. BJamesblla OOKYMEHTOB)
nepemaeT JIMUHO eMy (eM) NpuHamjexauyre NOKYMEHTH, a

(HamMMeHOBaHUE opraHmMzalmMmM ¥ Ha3BaHME BEIJOMCTBEHHOI'O apXMBa)
IIPMHVIMaeT Ha BPEeMEeHHOE XPaHeHMe Ha CpPpOK IJOKYMEHTEI
COTJIaCHO CoaTOUYHOM OnIncCu

(®.M.0. BJamesblla OOKYMEHTOB)
N B KOJIMUECTBE IOKYMEHTOR.
[Io MCcTeUyeHUM YKa3aHHOT'O CPOKa XpPaHEeHUd

(HamMMeHOBaHMUE OpraHMn3alumnmn
O6HSY€TCH nepenaTbh IOOKYMEHTEL

I Ha3BaHME BeIOMCTBEHHOI'O apxmaa)
B IIOJIHOM COCTapBe Ha IrocyImapCTBEHHOE

(®.1.0. doHmoobBpaszoBaTesid)
XPpaHeHre B

(HazBaHMe TocapxuBa)

C MOMeHTa IIoOInMcCaHmsa HacToAwero akKTa IJOKYMEHTEI ABJIAIOTCHA
TOCYyIapCTBEHHOM COOCTBEHHOCTBIO M BXOIAT B COCTaB ['OCyHapCTBEHHOI'O
apxuBHOTO ¢QoHma CCCP.

[Nopgnmuce Pacumpporka Ilomnmucs Pacumpposka
BJlamesiblia OOKYMEHTOB IOONNCHU 3aBenyrnumero IOONNCHU
BeIOMCTBEHHEM
APXUBOM

[onnmce Pacumpposxa
npencenarTens jnfePatnizielss
13K (3K)

opraHm3aluumn

JaTa

B KHMIe yueTa NOCTYIJIEHMS M BHOHTMSA HOOKYMEHTOB IpOM3BeIeHa 3alMCh
N , IOOKYMEHTHE OTHeceHH K ¢oHmy N

HaumMeHOBaHME IOJIKHOCTU

paboTHMKA apxuBa, CIeJlaBULeIlo

3an0Mch B KHUTE ydeTa

IIOCTYIJIEHMS U BBEIOBITUSL [lopgnuce PacumppoBra
IIOONNCHU

HaTa

dopmaT A4 (210 x 297 mmMm)

@opMa aKTa IIpueMa -— Ilepermadr IOOKYMEHTOB JIMYHOI'O
IIPOMCXOXIOEHVA Ha BPEMEHHOEe XpPaHeHUe B BeIOMCTBEHHEIN APXUB



[Ipunoxenne 39
k. 11.1

CIATOYHAS OIT1Ch
JIOKYMEHTOB
(®.1.0. Bnagenbiia JOKYMEHTOB)

Do N
N | 3aronoBku BpeMEHHBIX A€l KonnyecTBO 10KyMEHTOB [Ipumeyanue
/1 B Jlelie
1 2 3 4
UTOT'O B CHATOUYHOM OINUCHU YUTEHO IOKYMEHTOB,
(umdpaMm M OPONMUCHI)
COCTaBJIIALILMX BPEMEHHEIX IeJl.

(undpaMm M OPONUCHIO)
Onuce COCTaBUI:
HamMeHOBaHME IOOJIXHOCTU
paboTHMKA apxXuBa,
COCTaBUBIIETO OINMCH [loanucob PacumdpoBKa NOIONMUCU

IDaTa

lIpencenmaTens LUSK (9K) opraHM3auum
[Nopgnmuce PacumppoBka OOIONUCHU

ITaTa
dopmaT A4 (210 x 297 mm)

@opMa COATOYHOWM OIMUCU JOKYMEHTORB JIMYHOTI'O IIPOMCXOXIOEHMA

[punoxenne 40
k. 11.3.1

AKT YTBEPXIAIO

N HamMmeHOBaHME IOOJIXKHOCTU
PYKOBOIMTEJIA OpIaHM3alun

(MecTO COCTaBJIEHUS)
[Mopnuce PacumppoBra
OCIIMCaHMA OJOKYMEHTOB IIoorncum
JINUHOT'O IIPOUCXOXIEHUSI
HaTa

®ono N

(HazBaHme ¢oHIa)
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IO COCTOSAHMI Ha B QpoHme N o
(maTa Hadajsa paboTH)

YUETHBIM IOAaHHBIM UYMCJIMIIOCH onmceu,
BPEMEHHHIX OeJl (eOuHML XpaHeHud), IOKYMEHTOB.
B mnpouecce onucaHusa cOOpMMPOBAHO nes (eOuHMl XpaHeHud),
BBHIIEJIEHO He IMOoIJjieXallMX XPaHEeHMIO IOOKYMEHTOB (JIMCTOB),

neJji; BO3BpPAlleHO BJIAeJbly IOKYMEHTOB
(nmucToB) , neJs (eOMHML XPaHeHUd) .
BHoBE cocTamiyieHa onmuch N Ha neJl.
[Io COCTOSAHMIO Ha B QpoHme N

(naTa 3aBepmeHusa paborT)

UYUCJIUTCHA onmucen, neJsl (eOMHMI XPaHeHU)
3a TOIHI.

[I[poBeneHH cJenyomye BUIH padoT

(nepeqmcn,qIOTc,q BUIOBLI TNTPOBEIOEHHEIX

paboT, KpOMe ONUCAHUS IOKYMEHTOB)
B oObeMax:

(kaTasormsauus; BHABJIEHME HeJl, Tpedyouyux pecTaBpalumn)

K omnmcu cocTabJieH CJeny MM HaydHO — CIPAaBOYHBIM annaparT

(mpenucnoBuMe, OTJIaBJIeHME, yKaszaTelu)
PaboTy BHIIOJIHUIN [Moonmcu Pacumpposkra
(HaMMeHOBAaHMUS IOJIXKHOCTEI) nognmcem

PaboTy HOpMHAT
3aBenyIY BEOOMCTBEHHEM apXMBOM Ilonnucob PacumdpoBka
IOONIMCHU

OaTa

Onmuce omobpeHa LU3K (39K) opraHmM3alumn
nporokoJyi N oT

Onmce yrTBepxneHa OlK apxXMBHOTO yUpPeXISHMUA
npoTokoJsr N oT

VIBMEHEHMA B YyUETHBEE IOKYMEHTEl BHECEHEL

BaBenymoimuni BeIOMCTBEHHBM APXMBOM I[Togonuce Pacmm@pOBKa
jnfepisnizle)Zs

IDaTa

He noznjexamye XpaHeHMUIO OOKYMEHTH BJlaIeJsiblly BOB3BpPAalleHH B KOJIMUECTBE
nen (ODOKYMEeHTOB) Ha JI.

[loonmch BJanesiblla apxmuBa PacumppoBKa MNOONMUCHU
IDaTa

[Ilpencenarens LUOK (3K) opraHm3aumum
[loonmucso Pacumdpporka NOONMUCH

IDaTa
dopmaT A4 (210 x 297 mmMm)

CDopMa aKTa OIIMCaHMA HOOKYMEHTOB JIMYUHOI'O IIPOMCXOXIEHWMA



YTBEPXIAI

HauMeHOBaHME IOOJDKHOCTU
PYKOBOOMUTEJIA OPIaHM3alUN

[Tpunoxenue 41
k. 11.3.2,13.2.4,14.2.4

YTBEPXIAI

InpexrTop
TOCYHOapCTBEHHOTO apxmuBa

[omnmce Pacumpporkxa [omnmce Pacumbpporxa
IOIONINCHU IOIOINCHU

IaTa T'epboBas neuaTshb IaTa T'epboBas neuaTshb
opraHM3aumumn TOCYOApPCTBEHHOTO

apxmea

AKT

N
(MecTO CcoOCTaBJIEHUS)

npmueMa - Iepenady IJOKYMEHTOB

Ha TI'OCYyHapCTBEHHOE XpaHeHUue

OcHoBaHMe: IlojloxeHue O IJ'OoCyHmapCTBEHHOM AapPXMBHOM boHme cccp,

yTBepxneHHoe IlocTaHoeJsieHneM CoBeTa MumHmcrpor CCCP ot

4 anpena 1980 r.

B cBasu cC

N 274.

(MCTequMeM CPOKa XpPpaHeHMA IOOKYMEeHTOB

(HazBaHmMe ¢oHIa)

B OpraHmM3aluuy,

IMKBUIOALMEY OpTraHmM3auuMy M T.H.)

(HaMMeHOBaHME OPTaHM3aLUN)

nepenaeT, a

(HaMMeHOBaHME TOCYINApPCTBEHHOT'O apxmBa)

IIPMHVMaeT Ha IT'OCyIHapCTBEHHOE XPpaHeHMe IOKYMEHTEI M CTPpaxXOBEIE KOIIMM
3a 12 cnpaBqumﬁ arnriapaT K HMM:
(Tomer)
N |HasBanue, |Kon-Bo sx3emi- Kon-Bo nen | Kon-Bo [Tpumeuanue
n/n | N omucu JSIPOB OIUCH (em. xp.) CTPaxoBbIX
---------- KOIIHH
Kon-Bo OL/]
1 2 3 4 S) 6
VITOTO NPMHATO en. xp. (B TOM umcie

(umbpaMm M NOPONMUCHIO)
CTPaxOBEX KOIUM)

B rocymapcTBeHHOM apxupe ¢oHnm N

[lepenauy nNpom3BEJIM: [lpyeM npoms3Besin:

HamMeHOBaHMSA OOJDKHOCTEMN JiL,,
IIPOM3BOOMBIINMX Ilepernady

HamMeHOBaHMS OOJDKHOCTEMN JiL,,
IIPOM3BOOMBIINX IIPVEM

[loonmce PacumppoBra [loonmce PacumppoBra
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IOINVCHU IOINVCHU
Hara Iara
dopmaT A4 (210 x 297 mmMm)

@opMa akKTa IIpueMa -— IllepernadnmM IOOKYMEHTOB
Ha ToCyImapCTBEHHOE XPaHEeHUe

[Tpunoxenue 42

km 12.3.4
HammMeHOBaHME OpTraHM3aLUM, YTBEPXIAI
B COCTaBe MM NIPU KOTOPOM
OYHKUMOHMPYET BEeIOMCTBEHHBIN HammMeHOBaHME IOJIKHOCTU
apxuB PYKOBOOMTEJIA OpPTaHU3aLUMU
[Noonucse Pacumpposka
NOONMUCHU
IaTa
IIJIAH
pPaboTH Ha ron
(Ha3BaHMe BEIOOMCTBEHHOTO apxmuba)

N |HasBanue |Enununa O6bvem |bromxer |Cpok HUcnonnu- |IIpu-
n/m pasaciia HU3MCPCHUA pa6OTBI pa6oqer0 HUCIIOJIHCHUA | TCIIb Mc4ya-

U HauMme- | paboThl BpEMEHU HHE

HOBAaHUC

BHJA pa-

0OTHI
1 2 3 4 3) 6 7 8
3aBenyommuly BeIOMCTBEHHHM apXMBOM
(MO, OTBETCTBEHHOE 3a aApPXUB) Nomnmce PacumppoBra

NOONUCHU

ITaTa

<*> Wnu AUPCKTOpa BCOAOMCTBCHHOI'O apxXuBa, €ClIn MOCISIHUM SABIIACTCA
CaMOCTOATCIIbHBIM YUPCIKICHHUEM.

®opmar A4 (210 x 297 mm)

®dopma ro10BOro miaHa padoThl BEIOMCTBEHHOTO apXHUBa

[Ipunoxenune 43
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KAPTOUKA YUETA PABOTHI C OPTAHU3ALIMEN

1. Obume cBemeHusa 0O opTraHM3ALUN

HaumMveHOBaHME opraHmMzaumum mn
€ee HeIlocCcpelCTBEeHHad INOOUMHEHHOCTbDb

Anpec opraHM3alum

HasepaHue apxusa

Anpec apxuea

HaspaHnue, maTta N OOKyMeHTa

06 oOpa30oBaHUM OpPTaHU3ALUN

O peopraHmszauuM OPTaHMU3aALUN

O nmuxBMIALUU OopTraHM3aluunum

damMunmsa, wuMsa, OTUecTBO, N TejnedpoHa

PyxkoBoIuTeJsid OpI'aHM3aLUU

HauasnbHMKA yNpaBJIEHUS OejlaMu
(Yopaengomero nejamu,
HauvaJIbHMKA o0bmero miam 1-To oTmea)

HauasnbHUKA KaHIIeJIApUn

lIpencenatrena U2K (39K)

BaBenymnllero apxXxmMBOM WMJIM Jula,
OTBETCTBEHHOIT'O 3a apXI/IB

IDaTa m N IIprMKasa O Ha3HadveHMM Jiulia,
OTBETCTBEHHOI'O 3a apXus

2. HOaTa CoOIJlaCOBaHMS WJIM YTBEPXIOEHMS HOPMATUBHO — METOIUYECKUX
Y TIJIAHOBHIX IOKYMEHTOB

[lonoxeHMsa 00 apxuse

VHCTPYKLUMM 10 BEOEHUID INEeJIONPOM3BOICTBA

HOMeHKﬂaTypH OeJl OpraHmM3alumnm

[InaHa - rpadmwka nepenmaum nej B
BEIOMCTBEHHE apxXmuB

[Iojoxenusa o U3K (9K) opraHmzaumum

[InaHa - Trpadmuka PaACCMOTPEHMS ONMUCEMN
OIIK apXMBHOTO yUYpeXIeHUA
[InmaHa - rpad¢ukKa nepegaum nejl B IOCaAPXUB

km 12.4.6

®opmar A4 (210 x 297 mm)

dopma KapTOUKH ydeTa paboThl C OpraHU3aIHeH
(yTMIIeBast CTOpOHA)

IIponomxenne npunoxenus 43

3. Ceaenus 0 mpoBepKax paboOThl BEAOMCTBEHHOTO apXHUBa
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Hara Opranuzanus, OcHoBHBIE nipeioxkeHus: | Pe3ynbTaTel [Tpumeua-

IIPOBEPKHU | OCYLIECTBUBINIASA | IO UTOraM IIPOBEPKU peanu3anuu HHE
IIPOBEPKY peII0KEHU N

1 2 3 4 S)

4. CeeHus 00 yIopsiIOYCHUH U TIEpeaade el

B roCcapxuB




Hatau N Kon-Bo |Kpaiinue | YTBepxkaeHue Ono6penue onmceit 11K CornacoBanue

IIPOTOKOJIA | Ael JIaThI onuceit IIIK ¢ OIIK onwuceit

OIK umu | (en. nel Jielia ocTo- 0c000 TIEHHBIX KOMUI CTPaXxoBOTO Ha Jieja 1mo

aKTa o Xp.), STHHOT'O Xpa- nen donma JUYHOMY COC-

npueme - nepe- HEHUS TaBy

repenaqe JaHHBIX KOJI-BO |KpalHHE |KOJ-BO |KpaillHUE |KOJ-BO |KOJI-BO |KpaillHHME |KOJ-BO |KpailHue

Aci B roc- Jel JaThl Jen JaThl en. en. JaThl el JaThl
apxuB nen Ien ydera Xp. Ien Ien

1 2 3 4 5) 6 7 8 9 10 11 12




dopma KapTOYKH ydeTa paboThI C OpraHU3alueH
(obopoTHast cTopoHa)

[Ipunoxenue 44

k. 14.1.1
HamumMeHOBaHME OpTaHM3aALUM
AKT YTBEPXIAI
N HamMeHOBaHME IOOJDKHOCTU
PYKOBOOMTEJSA OpIraHM3aluumn
(MecTO CcoOCTaBJIEHUS)

[Noonucse Pacumpposra
npueMa - Iepelady IIpU CMeHe onnmucu
3aBenyKlero apxXMUBOM
(Mmua, OTBETCTBEHHOTO 3a apxuBs) ITaTa
ITaTa
B coorBeTCcTBMM C NPMKas30OM OT N

epenal, a

(®.11.0. mepenamumero) (®.71.0. npuHMMAaLIETO)
IPMHAJ B NPUCYTCTBUM KOMMCCUM (TpeTbero Jmua), oOpa30BaHHOM Ha
OCHOBaHMM IAaHHOTO Ipukasa, B COCTapBe IpelncenaTeis
(®.71.0.)
M UYJIEHOB OOKYMEHTHE apxuBa, CTPaxoBHE KONUM
(®.71.0.)
OOKYMEHTOB 3a TOIH ¥ YYEeTHO — CIPaBOYHEI annapar
K HUM:
N |Ha3Banue u Komunuectso KonnyecTBO NpUHATHIX KomnuectBo |IIpu-
n/m HOMCp OIMuCHU IK3CEMINIISIPOB A€ - YUCINUTCIIb, €. Xp. ME-
OIIMCHU 3HaME€HAaTCJb - CTPaxoBOTO qa-

kosuectBo OL/] dhonma HUE
1 2 3 4 5 6
MTOT'O npmuHATO nes,

(umbpaMm M NOPONMUCHIO)

B TOM 4YMCIJIE

ocoB0 LeHHBEIX IeJ;

(undpaMm ¥ HOPONUCHIO)

en. xXp. CTpaxoBOTO GoHIa u

(umbdpaMm M NOPONUCHIO)

ONMCEM B

(uMdpamMmu M MNPOMNMUCHIO)
DK3EeMIIJIgpax.
CocTrosgHME OOKYMEHTOB,

(umdppaMm ¥ NOPONMUCHI)

cTpaxoBOoro QoHIa M OmNMCeN:

(obmasa xapaKTepUCTUKA COCTOSHUSA)

OODHOBPEMEHHO IMEepenanTcd

(Bumer HCA u ux oOOBEMH,

CocTosgHMEe [OMEUEHMS apxXmuBa:

cocTosHUue)
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(obwasa xapakKTepUCTUKa COCTOSHMA)
Hannume M COCTOSHME ODOPYyIOBaHMS UM MHBEHTApPS:

(oBumas xapaKTepucCTUKa COCTOSHUSA)
[lepenasn: [onnmce PacumppoBka NOONMUCHU
Mpuuan: [lopnuce Pacumbpporka nomgnmucu

[lpencenaTesyib KOMUCCUMU
(TpeTbe JMLO) [Noonmce PacumppoBka NOONUCHK

UJjieHB KOMMUCCUMN : [Mopnucm PacumppoBKa MNOONMCeN
dopmaT A4 (210 x 297 mmMm)

dopMa akTa IpueMa - Ilepelaulu IPY CMEeHe 3aBenynlel'o apXMUBOM
(Mnua, OTBETCTBEHHOI'O 3a apXMB)

CIINCOK
HOPMATHBHO - METOJIMYECKOU JIMTEPATYPbBI <*>

<*> B chomcok BKJIIOUYEHA OCHOBHAs JIEHCTBYIOIIAass HOPMATHBHO - METOIMYECKast
JUTEpaTypa, KOTOpas MOKET OBbITh MCIIOJIb30BaHa B pabOTEe BEJOMCTBEHHBIX apXHBOB C YyUYE€TOM
TpeOoBaHUl, U3JI0)KEHHBIX B HacTosAux [IpaBunax.

1. 3akon CCCP "OO oxpaHe M HCHOJB30BAaHUU IMAMATHHUKOB HCTOPUU U KYJIBTYpHI'. -
Benomoctu Bepxosaoro Cosera CCCP, 1976, N 44, ct. 628.

2. IlocranoBnenue BepxosHoro Cosera CCCP "O mnopsinke BBeAeHUS B JICUCTBUE 3aKOHA
CCCP "OO06 oxpaHe M HCHOJB30BAHUU MAMATHUKOB HCTOPHUM U KyJbTypbl'. - Bemomoctu
Bepxosuoro Cosera CCCP, 1976, N 44, ct. 629.

3. Vka3 Ilpesunuyma BepxoBuoro Cosera "O0 aAMMHHCTPAaTUBHONW OTBETCTBEHHOCTH 3a
HapyIlIeHWEe IPABHII OXPaHbl U HCIOIb30BaHUS MAMIATHUKOB UCTOPUU U KyJIbTYphl". - Benomoctu
Bepxosnoro Cosera CCCP, 1977, N 8§, ct. 141.

4. TlocranoBnenue Cosera MunuctpoB CCCP or 4 ampens 1980 r. N 274 "O6
yrBepxkaennn "llonoxenuss o I'ocymapcrBennom apxuBHoM (onae CCCP u Ilonoxenus o
I'maBHOM apxuBHOM ympasinenuu npu Cosere Munuctpos CCCP". - CII CCCP, 1980, N 10, cr.
71.

5. VYHuduuupoBaHHble cHCTeMbl JoKyMeHTauuu. CucremMa OpraHM3alMOHHO -
pacropsauTenbHON TokyMeHTauuu. TpeGoBaHus K OGOPMIICHHIO JOKYMEHTOB U (hopMymsip -
obpazen. 'OCT 6.38-72 u 'OCT 6.39-72.

6. OGJIOXKH /1€ AJTUTEIbHBIX CPOKOB XpaHeHUs. THIIbI, pa3HOBUIHOCTH U TEXHUYECKHE
tpedoBanus. [OCT 17914-72.

7. denonpoun3BoacTBO U apxuBHoe aeno. Tepmunsl u onpenenenus. [OCT 16487-83.

8. Xpanenue IOKyMEHTOB B (oHIaX OWOIMOTEK M OpPraHOB HAYYHO - TEXHHYECKOU
uHpopmanuu. O6mue TpedoBanus. 'OCT 7.50-84.

9. JokyMeHThl Ha OyMaxHbIX HOcUTeNsX. I[lpaBuina rocyJapcTBEHHOTO XpaHEHHS.
Texuuueckue TpedoBanus. OCT 55.6-85.

10. Enunas rocymapcTBeHHas cMcTeMa Jenomnpon3BojacTBa: OCHOBHBIE TMOJOXKEHUs. M.,
1974,
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11. OcHoBHbIe paBuia paboTel rocynapctBeHHbIx apxuBos CCCP. M., 1984.

12. OCHOBHBIE MpaBuiIa paboThl rOCyJ1apCTBEHHBIX apXMBOB c
kuHodoTodonogokymentamu. M., 1980.

13. IlpaBuna paboOThl C HAYYHO - TEXHUYECKON JOKYMEHTaluell B OpraHu3alusIxXx U Ha
npennpustusx CCCP. M., 1984.

14. IlpaBuna uznanusa ucropuueckux gokymento B CCCP. M., 1969.

15. YHudunupoBanHas cucreMa OpraHH3allMOHHO - PAaCHOPSAUTENFHONW JOKYMEHTAIHH:
YuaubunupoBanusie GOopMbl, HHCTPYKTUBHbBIE U METOJIMYECKUE MaTepUabl 110 UX MPUMEHEHHUIO.
M., 1981.

16. IlepedyeHb [OKYMEHTAJbHBIX MAaTE€pUAJIOB CO CPOKaMU XpaHEHus 10 S5 Jer,
MOJUIeKAIUX YHHYTOKECHUIO 0€3 YTBEP)KICHHMS apXHWBHBIMU OpraHaMu (y4pexaeHusMu). M.,
1961.

17. IlepeueHb AOKYMEHTAJIBbHBIX MAaTEPUAIOB IO JUYHOMY COCTaBy TIOCYAApCTBEHHBIX,
OOIIIECTBEHHBIX W KOOIEPATHUBHBIX YUpekaeHui, opranmzanuii u npeanpustuii CCCP ¢
YKa3aHHEM CPOKOB XpaHeHus MaTepuanos. M., 1963.

18. IlepedyeHb TUMOBBIX NOKYMEHTAJIbHBIX MATEPHAIIOB, OOPa3yIOLINXCS B JEATEIbHOCTH
MUHUCTEPCTB, BEJOMCTB M JPYTUX YUPEXKACHUN, OpraHu3aluil U MPEeaNpHUsITHH C yKa3aHHEM
CPOKOB XpaHeHHs1 MaTepuasioB. M., 1967.

19. IlepeueHp HayyHO - TEXHHMYECKOM JOKyMEHTAllMM, MOJJIeXkKalleld IpUEMY B
rocynapcrBeHHblie apxuBbl CCCP. M., 1969.

20. Ilepeuenp JOKYMEHTOB, MOUIEKAIIMX [IpUEMY B rocyaapcrsenHble apxuBbl CCCP. M.,
1973.

21. IlepeueHb TOKYMEHTOB, 00pa3yIOMMUXCA B AEATEILHOCTH HAYYHO - UCCIEAOBATEIIbCKUX
Y MPOEKTHBIX opranuzamuii. M., 1978.

22. TunoBoe noJiokeHue 00 apxuBe yupexaeHus. M., 1965.

23. TunoBoe noyiokeHue 00 00bETUHEHHOM BEJOMCTBEHHOM apxuBe. M., 1969.

24. TumoBble HOPMBI BPEMEHH Ha Pa0OTHI MO JENONPOU3BOACTBEHHOMY OOCITYKUBAHHIO.
M.: HUUTpyna, 1972.

25. IlpumepHoe TmoJIO)KEeHHE 00  OOBEIUHEHHOM  apXWMBE€  IPOMBIIIJIEHHOIO,
IPOM3BOJICTBEHHOTO ¥ HAYYHO - IPOM3BOJICTBEHHOr0 00beAnHeHus. M., 1977.

KoncynsrantlIntoc: mpumedanue.

ITocranoBnennem Muntpyna P® or 18.12.1992 N 57 yrBepkacHsl YKpYIHEHHBIE HOPMBI
BPEMEHM Ha pabOThl, BBINOJHSAEMblE B OOBEAMHEHHBIX apXHWBaX, XPAHSAMIMX JOKYMEHTHI IO
JUYHOMY COCTaBY YUPEKIEHHUI, OpraHu3aluil, IpeAnpusTHiL.

26. TunoBble HOPMBI BpPEMEHM Ha OCHOBHBIE BHJAbI pPadOT, BBINOJIHAEMbIE B
roCcyapCTBEHHBIX apxuBax. M., 1977.

27. TumnoBble TOJOXKEHUS O TOCTOSHHO JEHCTBYIOMEH IIEHTPAJIbHOW HKCIIEPTHOM
komuccun (L[9K) munucrepctBa (BemomctBa) CCCP 1 coro3HOM pecrmyOIuKd U O MOCTOSIHHO
neiictByromel sxkcneptHoil komuccuu (OK) yupexnenus. M., 1977.

28. Tunosoe momnoxkeHue 00 3kcmepTHO - nposepouHoil komuccuu (DIIK) apxuBHOrO
yIIpaBJIeHUS - OTJieNla aBTOHOMHOMW pecnyOsInku, Kpas, oosnactu. M., 1978.

29. Tunosoe nosioxkeHue o LlenTpanbHOI 3KcnepTHO - npoBepouHoit komuccuu (LIDI1K)
IJIABHOTO apXUBHOT'O - apXUBHOT'O YIIPABICHUS COI03HON pecyonuku. M., 1979.

30. ITonmoxkeHne O CO3AAHMM M OPTraHU3ALMU CTPaXoBOro (oHAAa KOMUid 0co00 ILEHHBIX
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