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3apeructpmposaHo B MuHtocte P® 6 mapTa 2007 r. N 9059

MWHUCTEPCTBO KYJIbTYPbl U MACCOBbIX KOMMYHUKALUIA
POCCUUCKOUN ®EOEPALIUA

NMPUKA3
ot 18 anBaps 2007 r. N 19

OB YTBEPXXOEHWUWU NPABUN
OPIrAHU3ALUUN XPAHEHUA, KOMMNNEKTOBAHUA, YYETA
¥ NCNONb30BAHUSA AOKYMEHTOB APXMBHOIO ®OHOA POCCUACKON
SEOEPALUU N OPYTUX APXUBHBIX JOKYMEHTOB B rOCYOAPCTBEHHbIX
N MYHULUNANBbHBLIX APXUBAX, MY3EAX U BUBJTMOTEKAX,
OPIAHU3ALIMAX POCCUNCKOWN AKALEMUN HAYK

Cn1CoK N3MEHSAIOLWNX AOKYMEHTOB
(B pea. MNpukaza MuHkynbTypbl PO o1 16.02.2009 N 68)

B cootBeTcTBUM C nyHKTOM 2 Yactu 1 ctatbu 4, yactn 5 ctatbm 14 degepansHOro 3akoHa OT 22 okTA6pSA
2004 r. N 125-93 "O6 apxuBHoM gene B Poccumckon degepauun” (CobpaHue sakoHogatenscTBa Poccuiickon
depepaumu, 2004, N 43, cT. 4169; 2006, N 50, cT. 5280) npukasbiBato:

1. YTBepauTb npunaraemble [paBuna opraHvMsaumm xpaHeHusi, KOMMMEKTOBaHMs, y4eTa U UCNOSb30BaHUA
OokyMeHToB ApxmBHoro ¢poHaa Poccunckonn Pefgepaumm M Apyrux apxvMBHbIX JOKYMEHTOB B FOCYAApPCTBEHHbIX U
MYHULMNAnNbHbIX apxmMBax, My3esax 1 bubnuortekax, opraHmsaumsix Poccuiickon akagemmm Hayk.

2. KoHTponb 3a ucnonHeHuem HacTosLero Npukasa Bo3noxntb Ha 3amectutensd Munuctpa .M. AMyHua.

MwuHucTp
A.C.COKOJI0OB

MpunoxeHue

NPABUINA
OPTrAHU3ALNU XPAHEHUA, KOMMNNEKTOBAHUA, YYETA
U UCNONb30BAHUSA AOKYMEHTOB APXMBHOIO ®OHAA POCCUNCKOW
SEOQEPALUU N OPYTUX APXUBHbBIX JOKYMEHTOB B TrOCYOAPCTBEHHbIX
N MYHULUNAIBbHbIX APXUBAX, MY3EAX U BUBJTMOTEKAX,
OPrAHU3ALIMAX POCCUACKOWN AKALEMUN HAYK

CnMcoK N3MeHSsILWNX JOKYMEHTOB
(B pea. MNMpukasa MnHkynbTypbl PO o1 16.02.2009 N 68)

|. O6bwue nonoxeHus

1.1. Hactoswme eguHbie [MpaBuna opraHu3aumuM XpaHEHUs, KOMMMEKTOBaHWS, y4yeTa M UCMNOSfb30BaHUS
AokyMeHToB ApxmBHOro coHga Poccunckon ®egepaumm M Opyrux apxvMBHbIX AOKYMEHTOB B FOCYAapCTBEHHbIX U
MyHULMNanbHbIX apxuBax, My3esx 1 bubnmoTekax, opraHu3aumsax Poccuiickon akagemun Hayk (ganee - lNpasuna)
pa3paboTaHbl B cooTBeTcTBUM C PepepanbHbiM 3akoHOM oOT 22.10.2004 N 125-®3 "O6 apxuBHOM fene B
Poccuiickon ®epepaumn” (CobpaHune 3akoHopatenbcTBa Poccuinckon Pepepaumm, 2004, N 43, ct. 4169) un
pacrnpoCcTpaHsAlTCA Ha rocyfapCTBEHHbIE WM MYyHUUMMAmNbHbIE apXuBbl, My3en U OMONMOTEKW, opraHu3aumm
Poccuiickon akagemun Hayk (apxus PAH, Hay4Hble apxuBbl perMoHanbHbIX OTAENEeHUA U Hay4HbIX ueHTpoB PAH,
Hay4yHO-OoTpacneeBble M MemopuanbHble apxuBbl PAH, ocyllecTBnsiowme MOCTOSHHOE XpaHeHue [OKYMEHTOB
ApxusHoro doHaa Poccuickon denepauun) (nanee - apxmsbl), KOTOPblE B COOTBETCTBUM C 3aKOHOAATENbCTBOM
Poccuiickon ®enepauumn ocyLecTBNAOT MOCTOSIHHOE XpaHeHue [OKyMeHTOoB ApxuBHOro ¢oHga Poccunckon
denepaumnun, a Takke BpPEMEHHOE XpaHeHWe OPYrux apxMBHbIX OOKYMEHTOB, MPUHATBIX OT NUKBUAMPOBAHHBIX
OpraHoB roCyapCTBEHHOM BIIACTU, MHbIX TOCYAAPCTBEHHbIX OPraHOB (Janee - rocy4apCTBEHHbIE OpraHbl), OpraHoB
MECTHOIo CaMOYrnpaBfieHNs U OpraHn3auni.
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1.2. OokymeHTbl ApxuBHOro ¢oHga Poccunckon degepaumm - apxXvMBHble [OKYMEHTbI, npolleline
3KCMEepTM3Y LEHHOCTU AOKYMEHTOB, MOCTaBMNEHHbIE HA rOCYAAPCTBEHHbIA Yy4YeT M noAanexaiime noCTOSAHHOMY
XpaHEHUIO.

1.3. [OKyMeHTbl MO NMYHOMY COCTaBy, a TaKKe apXMBHbIE€ LOKYMEHTbI, CPOKM BPEMEHHOr0 XpaHeHus
KOTOPbIX HE UCTEKNN, OTHOCATCS K APYIMM apXMBHbIM JAOKYMEHTaM.

1.4. l'ocygapcTBEHHbIE M MyHMUUNAMNbHBIE MYy3en U BUBNNMOTEKN, MyHULMNArbHbIE apXuBbl PYKOBOACTBYIOTCH
HacToswmMm MpaBnnamm ¢ y4eTOM CBOENO NPaBOBOro ctatyca U ocobeHHOCTeN AeATENbHOCTY.

1.5. OpraHusaumsi XpaHeHusi, KOMMNIIEKTOBaHWS, y4yeTa M UCNOMb30BaHWUs OOKYMEHTOB ApxuBHOro coHaa
Poccuickon depepaumm v opyrmx apxmBHbIX JOKYMEHTOB B befeparnbHblX OpraHax MCMNOMHUTENbHOW BnacTv u
opraHm3aumsx, OCYLLECTBASIOWMX Aerno3uTapHoe XpaHeHue [OOKYMeHTOB ApxuBHoro doHga Poccuickon
depepauymu, perynupyeTcs ApyruMmn HOpMaTUBHBIMW NPaBOBbIMU aKkTamu.

1.6. ®opmbl Y4YETHBIX W MWHbIX [JOKYMEHTOB apXxvMBOB, YNOMMHaemble B HacTodwmx [lpaBunax u
OTCYTCTBYIOLLUME B MPUIMOXEHMAX K HUM, YCTAHaABNMBAKTCA CheuuanbHO YMNOMHOMOYEHHbIM deaepanbHbiM
OpraHoM UCNONHUTENBHOM BNacTu B chepe apxmMBHOro aena.

[I. OpraHu3aums xpaHeHns JOKyMeHTOB ApxmnBHOro oHaa
Poccunckon ®egepaumm n gpyrmx apxmBHbIX JOKYMEHTOB B apxuBe

2.1. B apxuBe gokymeHTbl ApxmBHoro c¢oHga Poccuinickon depepaumnm n gpyrne apxmBHble OOKYMEHTbI
OpPraHM3ylTCs MO MCTOPUYECKN W/MMAWM NOTMYECKM CBS3aHHbIM COBOKYMHOCTAM - apxuBHbiM doHaam. [lo
OTHOLLIEHMIO K HEKOTOPbLIM BUAaM apXMBHbIX OKYMEHTOB AonyckaeTcs ux HedpoHaoBas opraHusauus (cm. n. 2.10).

2.1.1. PasHOBMOHOCTAMM apXMBHOro ooHOa ABMSIOTCS:

apXuBHbIV OOHA rOCYAapCTBEHHOrO opraHa, opraHa MeCTHOro CaMOynpaBrieHnsi, opraHn3aLmmn, CoCToALNN
13 obpasoBaBLUMXCHA B npouecce MX AesTenbHOCTM AOKYMEeHTOB ApxmBHoOro coHga Poccuickon depepaumm u
OPYrMX apX1MBHbIX JOKYMEHTOB;

006beAVHEHHbIN apXMBHbIN (POHA, COCTOALMKA M3 O0Bpa3oBaBLUMXCA B Mpouecce AeATenbHOCTM ABYX UNnu
bonee opraHu3aumi, a Tawkke rpaxgaH OokymeHToB ApxuBHoro ¢oHga Poccuiickon depepauun n gpyrux
apXMBHbIX JOKYMEHTOB, MMeLNX Mexay cobon NcTopuyeckun n/mnm normdeckm obycnoBneHHble CBA3N;

apXMBHbIA (POHA NUYHOrO MPOUCXOXAEHWs (CeMbW, poaa), COCToAWMN M3 0Opas3oBaBLUMXCA B MpoLecce
XMU3HN N OeATEeNbHOCTU OTAENBHOMO rpaxgaHvHa, cembu, poda apXvMBHbLIX AOKYMEHTOB, BKMIOYEHHbIX B COCTaB
ApxuBHoro ooHaa Poccuinckon degepaumm.

K apxvBHOMy oHOY MpUpaBHMBAETCA COBOKYMHOCTb OTAErbHbIX [OOKYMEHTOB ApXMBHOro doHAa
Poccuickon ®egepaummn n gpyrmx apxuBHbIX AOKYMEHTOB, 06pa30BaBLUNXCH B AeATENbHOCTN pasHbIX UCTOYHWUKOB
KoMmnnekToBaHusi apxuBa (¢poHgoobpasoBatenelt), 00beOUHEHHBIX MO OAHOMY WM HECKOSIbKUM MpuU3HaKam
(TemaTnyeckomy, HOMUHaNbHOMY, OOBbEKTHOMY, aBTOPCKOMY, XPOHONOMMYECKOMY W ApYrMM) (danee - apxvBHas
Konnekums).

2.2. Mo cTteneHn UeHHOCTM AOKyMeHTbl ApxuBHoro ¢oHga Poccunckon Pegepauumn gensTcs Ha LeEHHble,
0CO00 LiEHHbIE N YHUKATbHbIE.

2.2.1. Bce oTHeceHHble k cocTaBy ApxusHoro coHaa Poccuiickon ®egepaumm 4OKYMEHTbl BHE 3aBUCMMOCTM
OT WX MPOMUCXOXAEHWUsl, BUAA HOCUTENs, CTEMeHW CEeKPEeTHOCTW, MecTa XpaHeHus U opMbl COOCTBEHHOCTU
ABNSAOTCA LLEHHBIMU.

2.2.2. B coctaBe ApxmBHoro ¢oHga Poccuiickon ®eaepauun BblgensoTcss 0co00 LIEHHbIE OOKYMEHTHI,
MMeloLLMEe HEeNpPexoasLylo KynbTYPHO-UCTOPUYECKYIO U HayyHYO LIeHHOCTb, 0CODYyl0 BaXKHOCTb ANns obuiectsa v
rocygapcrsa M B OTHOLLEHMU KOTOPbIX YCTaHaBMMBAETCS OCOObIN PEXUM yyeTa, XpaHeHUS U UCMOSIb30BaHUSI.

2.2.3. B coctaBe 0co60 LEHHbIX JOKYMEHTOB BblOENsStOTCS yHMKarnbHble OOKYMEHTbI, He unmetowme cebe
Nogo6GHbIX MO coaepXalencs B HUX MHpopmauum 1 (MnNn) X BHELLHMM MpU3Hakam, HEBOCMONHUMbIE NpW yTpaTe C
TOYKW 3pEHUst UX 3HadeHus n (unu) asTorpadmyHocTy (cm. n. 3.7.4).

KoHcynbTaHTlnt0C: npumeyaHue.
B oduumansHOM TekcTe OOKYMEHTa, BUAMMO, AONYyLleHa onedartka: NyHKT 5.3.2 B JOKYMEHTE OTCYTCTBYET,
Mo BOMPOCY, KacalLeMycsl YHUMTOXEHUS] aPXUBHbBIX JOKYMEHTOB, CM. NMYHKT 4.3.2.

2.2.4. ApxvBHblE [OKYMEHTbl BPEMEHHOrO XpaHeHus, UMelLMecs B COCTaBe apXMBHbIX (POHAOB, B TOM
yucrie OoT  NUKBUOAMPOBAHHLIX OpraHusauui, WM MOCTYyNMBLUME B apxvBbl BCMEeACTBME Ype3BblyanHbIX
06CTOATENBLCTB, BhIAENATCS K YHUUTOXEHMWIO B YCTaHOBNEHHOM nopsigke (cMm. n. 5.3.2).

2.3. Mo kaTeropusiMm JocTyna apxvBHble AOKYMEHTbl AeNATCA Ha OTKPbITble, OrpaHUYEeHHOro AocTyna U Ha
XpaHsiLmecs Ha 0cobbIX YCNOBUSIX 4OCTYNa K HUAM.
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2.3.1. OTKpbITbIMM ABNAOTCHA BCE apXUBHbIE AOKYMEHTbI, JOCTYM K KOTOPbIM HE OrpaHUYeH B COOTBETCTBUM C
MexayHapoaHbiMu goroBopamu Poccuiickon ®epepaumu, 3akoHogaTensctBoMm Poccuiickon ®epepauuu, a takke
B COOTBETCTBUM C pacrnopsbkeHnem coBCTBEHHMKA unu Bragenbla apXvMBHbIX OOKYMEHTOB, HaxoAsLWMXCS B
YacTHOW COBCTBEHHOCTW.

2.3.2. K apxvMBHbIM JOKYMEHTaM OrpaHMYeHHOro 4OCTYna OTHOCATCS:

apXuBHble [OOKYMEHTbl, COAepXaliMe CBEeAEHUs, COCTaBMslLME TFOCyAapPCTBEHHYID TaWHy WNW WHblE
OXpaHsieMble 3akoHofaTenbcTBOM Poccuiickon ®epgepaunm TanHbl;

apXuBHblEe OOKYMEHTbl, COAepXaliMe CBedeHWs O NIMYHOM M CEMENHOW TalHe rpakdaHWuHa, ero 4acTHOW
XM3HW, a TaKKe CBeAEeHUs, co3fatoLume yrpody ero 6esonacHocTy;

apXuBHblE OOKYMEHTbl, COBCTBEHHMKM WU Bnagenblbl KOTOPbIX, NepedaBas UX B apxuB, yCTaHOBWIW B
J0roBope ycrnoBus 4OCTYNa K HUM 1 NX UCNONb30BaHNS.

JocTyn K yka3aHHbIM apXvMBHbIM OOKYMEHTaM [0 yTpaTbl UMW CEKPETHOCTUM UnM KOHUAEHUMansHOCTH, a
TaKke UX UCNONb30BaHNE OCYLLECTBNAOTCHA B YCTAHOBMEHHOM NOPSAKE.

2.3.3. OrpaHnumBaeTca AOCTYyN K NOAMMHHMKAM OCOBO0 LIEHHbIX, B TOM YMCME YHWUKamNbHbIX, JOKYMEHTOB U K
AokymeHTam ApxuBHoro ¢goHga Poccuickon ®egepauun, npusHaHHbIM B NOpsiAke, ycTaHOBAEHHOM n. 2.11.7.1
HacToAwmx [NpaBun, HaxoaAWMMNCA B HEYAOBNETBOPUTENBHOM (h3NYECKOM COCTOSTHUM.

CDOHD,MPOBaH ne apxXmBHbIX JOKYMEHTOB

2.4, Pabota no doHampoBaHuio (onpedeneHunto, YTOYHEHUI0 (POHOOBOM MNPUMHAOMEXHOCTU apPXMBHbIX
AOKYMEHTOB M XPOHOMNOMMYECKUX FpaHuL, apXvBHbIX (DOHOOB) OCYLLECTBNSAETCA B MCTOYHMKAX KOMMMEKTOBaHWSA
apxuBoB (cpoHgoobpasoBaTensix) B npouecce (HOpMUPOBaHMA Aen Ha OCHOBE HOMeHknatyp gen u otbopa
OOKYMEHTOB Ans nepefadnm Ha XpaHeHWe B apxuB, a Tawkke B apxvBax - MPU OMUCaHUWN NPUHATHIX
HeynopsAOYEHHbIMU apXMBHbIX AOKYMEHTOB, nepepaboTke HeyqoBNeTBOPMTENbHO COCTaBfIEHHbIX OMNWCEn, Mpu
co3gaHun 06 beANHEHHbIX apXMBHbLIX POHAOB U apPXMBHbBIX KONMEKLUMI, ncnpasneHun owmnbok poHanpoBaHus.

2.4.1. Onpegenexve (OHOOBON NPUHAAMEXHOCTU apXMBHbIX JOKYMEHTOB 3aKMoYaeTCsl B OTHECEHUM UX K
apxmBHOMY hOHAY COOTBETCTBYOLLEro hoHaoobpasoBaTens.

ApXvBHble  [OKYMEHTbI, SBMSOWMECA  BXOAALMMW,  OTHOCATCA K  apxXvMBHOMY  poHOy  TOro
doHgoobpasoBaTens, KOTOPbIA MX MONY4MI.

ApXvBHblE [OKYMEHTbI, ABMAIOLLMECA UCXOAALMMU KONUSAMU (OTMYCKaMmM), OTHOCATCH K apXMBHOMY QOHAY
Toro poHaoobpa3oBaTens, KOTOPbI ABNAETCA X aBTOPOM.

ApXUBHblE JOKYMEHTbI BHYTPEHHEro obpalleHns OTHOCHATCH K apxvMBHOMY doHAy Toro hoHaoobpasoBaTtens,
B KOTOPOM OHM CO3[aHbl.

2.4.2. B cnyyae peopraHusaumm unm nukemgaunm opraHnsauum ¢ nepegaden ee yHKUMIN BHOBb CO34aHHOMN
opraHm3aumm 3akoHYEeHHble MPOU3BOACTBOM [eNna BKYalTCA B apxXuBHbIi (poHO peopraHusyemon wnu
NVKBUAMPOBAHHOW OpraHv3aumyM, a He3akOHYeHHble pfena, nepedaHHble AN OKOHYaHus MNPOVM3BOACTBOM
opraHusaunmn-npaBonNpPeeMHUKY, BKITIOHATCHA B apXUBHbIA OOHA nocrefHen.

N3 apxvBHOro poHOa MWMYHOrO MPOUCXOXKOEHUS apXMBHble [OOKYMEHTbl OpraHu3auuu BblAEnsTCH U
NMPUCOEOUHSIOTCA K COOTBETCTBYIOLLEMY apXMBHOMY (pOHOY MpY YCNOBUK, €Cn 3TOT apXMBHbIA POHA HAXoAWUTCS
Ha XpaHeHWW B JaHHOM apXvBe U apXMBHbIE JOKYMEHTbI OpraHM3aunm He CBs3aHbl C AEATENbHOCTBIO rpaXaaHuHa,
00pa3oBaBLLErO apXMBHbIA (POHA MMYHOrO MPOUCXOXAEHUA. He nmoanexaT BblAeNEeHU0 M3 apxXMBHOrO oHaa
rpaxgaHunHa - pyKoBOAMTENS U YrleHa COOTBETCTBYIOLLUMX OOLLIECTBEHHbIX OpraHn3aLunii apXnBHble JOKYMEHTbl 3TUX
06LLEeCTBEHHbIX OpraHM3aLumin.

2.4.3. EQuHbIN apXmBHbIA (POHA C apXMBHBLIMU JOKYMEHTaMuM opraHu3aLmm CoCTaBnsioT:

apXuBHble JOKYMEHTbI MpeacTaBMTeNbCTB U UNNanos;

apXuBHbIE JOKYMEHTbI COBELLAaTeNbHbIX OPraHoB, CO3AaHHbIX NPW OpraHM3auny;

apXuBHbIE JOKYMEHTbl BpEMEHHbIX adMUHUCTpaLnUi OpraHM3aunm, Haxoaswencs B ctagmm 6aHKpoTCTBa;

apXuBHble [OOKYMEHTbl CO3[AaHHbIX MpU OpraHM3aumvM MepBuYHbIX OOLLECTBEHHbIX OpraHusdauun (3a
ncknroveHmem opranusauun KrCC u BJIKCM), cywecTBoBaBlWINX OO NPUHATUS 3akoHodaTenbcTBa Poccunckon
depepaymm 06 06LLECTBEHHBIX OOBbEANHEHMSX;

apXuBHble [OKYMEHTbI NIMKBUOALMOHHOW KOMUCCUW OpraHm3aunu.

ApXMBHblE [OOKYMEHTbl OOLLECTBEHHOW oOpraHusaumMm (Npod)CO3HOM W Ap.), CYLIEeCTBYHOLWENR npu
opraHuM3aumMm ¢ MOMeHTa permcrpaumm 3Ton obLweCcTBEHHON OpraHM3auumn B COOTBETCTBMMN C 3aKOHOAATENbCTBOM
Poccuiickon ®epepaumm 06 0OLWECTBEHHbIX OOBbEAMHEHWAX, NPU WX MOCTYMNSIEHWM Ha XpaHeHWe B apxvB
COCTaBMAOT CaMOCTOATENbHBIN apXMBHbLIN POHA UMW MPUCOEONHSAIOTCS K apXUBHOMY (POHAY COOTBETCTBYHOLLEN
opraHusaummn, obpasys 06beaNHEHHbIV apXUBHbIA OOHA.

2.5. O6beanHeHHbIN apxXmMBHbIA PoHA hOPMUPYETCH N3 apXUBHBIX JOKYMEHTOB:
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opraHusauui, OogHOPOAHbLIX MO LENeBOMYy HasHavyeHuto U YHKUUAM, OEWCTBYIOLIMX Ha OnpeaeneHHOM
Tepputopuu;

PYKOBOASILLEro opraHa u nog4YMHEeHHbIX eMy opraHnsauni, AeUCTBYIOLMX Ha onpeaeneHHon TeppuTopuu;

opraHunsauni, 06beauHeHHbIX 06 bEKTOM AeATENBHOCTMY;

nocnegoBaTenbHO CMEHSIBLUMX APYr Apyra OpraHusauun, ecrnm OyHKUMM NpeaecTBEHHWKOB MOMTHOCTbIO
UNn YacTUYHO NepedaBanncb U NepesarTcst UX NPeeMHUKaM;

AByX unu 6onee apxuBHbIX (POHAOB JIMYHOIO MPOWCXOXAEHUS, €CnU rpaxaaHe CBs3aHbl mexgy cobow
GrM3KMMM POACTBEHHbLIMU, NMPOodeccnoHanbHbIMWU, TBOPYECKUMU, AEMOBBIMUA OTHOLLEHNSIMMA.

2.6. ApxuBHas KOMmneKkunst MOCTynaeT B apxmB unm opMMpyeTCca B apxuBe M3 OTAENbHbIX Pa3pO3HEHHbIX
APXMBHBIX [OKYMEHTOB, WMMEKLMX MNPU3HAKN OOLUHOCTM. VICTOPMYECKU CMOXMBLUASICS apXxvMBHas KOSeKuus,
nocTynuBLLasa U3 APYroro apxmea, OT OpraHu3auum Unu rpaxgaHuHa, nepedoHaMpoBaHNIO HE NOATEXNT.

2.7. ApxvBHble OOKYMEHTbI, COOPMUPOBAHHBIE B apXMBHbIN POHA, OOBbEANHEHHbIN apXUBHbLIN POHA UK
apXvMBHYIKO KOMMekuuio, nepedoHamMpoBaHnio He noanexat. [lepedoHaupoBaHMe apxvBHbIX [OOKYMEHTOB
JOonycKkaeTCa B WCKMIOYMTENbHbBIX Criydyasx npu obHapyxeHum owmnbok poHAMpOBaHWS, 3aTPYAHSHOLMX MOUCK
apXMBHbIX JOKYMEHTOB.

2.8. B 3aBucumoctu OT BpemMeHuM o6pasoBaHWs U NPaBOBOrO0 CTaTyca MCTOYHMKA KOMMMEKTOBaHMS
(dboHOoobpa3oBaTens) ero apxmBHble JOKYMEHTBI MPUHMMAKOTCA B apXMB MMM Kak NPOAOSHKalLasca YacTb yxe
NUMEIOLLLErOCsa apXmMBHOro ooHaa, N Kak HOBbI apXUBHbIN POHA,.

2.8.1. B cBa3u ¢ npuHaTuem KoHctutyumm Poccuinckon ®eaepaunn B 1993 roay:

2.8.1.1. HOBble apxmBHble (OOHAbI COCTABMSAT apXMBHbIE JOKYMEHTHI:

opraHoB 3akoHogaTtenbHon Bnactn Poccuiickon ®egepaunn n cydbektoB Poccuiickonn Pegepaumuy;

OpraHoB wucnonHuTenoHow Bnactu Poccuinckon Pepepaumm wn pecnybnuk B coctaBe Poccuiickon
depepauymuy;

rnaB (rybepHaTopoB) kpaeBs, obnacten, aBTOHOMHbIX OKpyroB Poccunckon ®egepaumm n ux agMMHUCTpaLmi;

OTpacneBblX OpPraHoB MWCMOMHUTENbLHON Bnactu Kpaes, o6nacten, Mockebel u CaHkT-lNeTepbypra,
aBTOHOMHbIX OKpyros Poccuiickon ®egepaunm, ecnv ux 3agayum n yHKLMN NSMEHUIUCS;

opraHoB cygnebHon Bnactn Poccuiickon ®epepauuu;

OpraHoB MECTHOIO CaMoyrnpaBfeHuss;

"eHepanbHON NpokypaTypbl Poccuinckon denepauunu;

CueTHon nanaTtbl Poccunckon degepaumm;

LleHTpanbHoro 6aHka Poccuiickon ®egepaunn (baHka Poccum);

LleHTpanbHoM wn3bupatenbHo komuccum Poccuiickorn Pepepauuun, nsbupartenbHbIX KOMUCCUIA OpraHoB
rocygapCcTBeHHON BrnacTu cyobekToB Poccunckon ®enepauun.

HonyckaeTtcsa bopMmpoBaHne 06 beanHEHHbBIX apXMBHbBIX (DOHAOB U3 apXMBHbIX AOKYMEHTOB M3bupaTenbHbIX
KOMWCCUI NO BbIGOpamM OpraHoB MECTHOro CaMoyrnpaBeHus;

2.8.1.2. eanHble apxmBHble (POHABI COCTaBMSAIOT apXMBHbIE JOKYMEHTbI:

OoTpacneBbIX YMpaBfieHUA M OTAENOB WCMOMIKOMOB COBETOB HApOAHbIX AenyTaToB Kpaes, obnactewm, r. T.
Mockebl un CaHkTt-lNeTepbypra, aBTOHOMHbIX oOkpyroB PC®CP un coOTBETCTBYIOLMX OTpacneBbiX OpraHoB
NCMNonMHUTENbHOW BNacTu kpaes, obnacten, r. r. Mocksbl n CaHkT-lNeTepbypra, aBTOHOMHbIX OKpyroB Poccuiickomn
depnepaumu, ecnu nx 3agadm n QyHKUMM ocTannck 6e3 N3MeHeHs;

opraHoB cyaebHon BNacTu u NpokypaTtyp pecnybnuk, kpaes, obnactew, r. r. Mockebl 1 CaHkT-lNeTepOypra,
aBTOHOMHbBIX OKpPYroB, ropogoB 1 panoHoB PCOCP 1 cooTBETCTBYHOLLMX OpPraHoB cyaebHOW BNacTu u NpokypaTtyp
B pecnybnukax, Kkpasx, obnactsx, r. r. Mockse u CaHkT-lNeTepbypre, aBTOHOMHbLIX OKpyrax Poccuickom
denepaumun, MyHULMNANBHBLIX PpakioHax 1 ropoACKUX OKpyrax;

npeacTaBUTENBHOTO N UCMOMHUTENBHO-PACcNoPSAANTENTBHOrO OPraHoB MyHULIMNANBHOMO NOCENEHNS.

2.8.2. B cBs3n c npeobpasoBaHMEM MyHWUUMNAnNbHbIX 0Opa3oBaHui (MX 00beAVHEHWeM, pasgeneHueMm, a
TaKke M3MEHEHWEM CTaTyca ropoAcKoro nocesieHnst) HoBble apxmBHble YOHObI COCTABMNAOT apXUBHbIE AOKYMEHTHI
CO34aHHbIX OpPraHoB MECTHOro CaMoyrnpaBneHust.

M3meHeHne rpaHul MyHUUMNanbHbIX OOpa3oBaHUN He SIBMSiIeTCS OCHOBaHMEM Ansl CO34aHus HOBbIX
apXMBHbIX (POHAOB 13 apXUBHBLIX AOKYMEHTOB COOTBETCTBYHOLLMX OPraHOB MECTHOIO CaMoyrnpaBreHus.

2.8.3. MNpw peopraHnsauumn opraHM3aunm HoBble apxmBHble (POHABI CO30Al0TCS B Cyvasnx:

N3MEHEHWSI LIeNeBoro HasHa4veHu s, Npounsa OeaTenbHOCTU U PYHKLMIA OpraHn3aLmuy;

npeobpasoBaHus opraHuM3auum C W3MeHeHWeM OpPMbl COOCTBEHHOCTM MMYLLECTBA OpraHu3aumm
(NpuBaTU3aLMs, aKLMOHMPOBAHNE, HALMOHANN3aUus 1 T.0.).

N3 apxuBHbIX [OKYMEHTOB rOCY4apCTBEHHOW WU MyHMUMNANbHOW  OpraHuMsauun, MOoABeprLleics
npeobpa3oBaHuio ¢ M3MeHeHMeM (opMbl COOCTBEHHOCTU MMYLLECTBA OpraHu3auuu, M apXuBHbIX JOKYMEHTOB
BHOBb BO3HWKLLEW OpraHu3aumm(i)-npaBonpeeMHuka(oB) gonyckaetcss (oopMmpoBaHue o6 beqnHEHHOr0 apXUBHOTO
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doHAa B cryyae nepefayn apxXmBHbIX JOKYMEHTOB OpraHm3aunm(in)-npasonpeeMHuka(oB) B roCyAapCTBEHHYIO I
MYHULMNAaNbHY COBCTBEHHOCTb.

2.8.4. He siBnsieTCA OCHOBaHMEM AS1S1 CO34aHNsA HOBOro apXMBHOro ooHaa:

pacLuMpeHne Unu CyxxeHme TepputTopuanbHbIX rpaHnL AeATenbHOCTUM Unn (PyHKUMIA opraHn3aumm;

BblJeNleHNe U3 OpraHu3aummM OOHOM WM HECKOSMbKMX HOBbLIX OpraHu3auun C nepejadyerdt UM OTAENbHbIX
(OYHKLNIN NepBON OpraHn3aumu;

U3MEHEHNe MOAYMHEHHOCTM OpraHM3auuu, ee CTPYKTYpbl, NepeUMEHOBaHNEe WM BHECEHWE WU3MEHEHUN B
Ha3BaHuWe, He CONPOBOXAALMNECS U3MEHEHNEM MEPBOHAYanbHbIX QYHKUNI;

cMeHa ydpegutensi(er) opraHu3auum ©0e3 u3MeHeHWss opMbl  COBCTBEHHOCTM UMYLLECTBa 3TOMU
opraHu3auun.

2.8.5. ApxvBHble JOKYMEHTbl OpraHuM3auny, npekpaTuBLLEN CBOK AeATENbHOCTbL BCNeACTBNE NUKBMAALMK, B
TOM 4ucne no npuyMHe 4YpesBblyanHbiX 0OCTOATENBLCTB UMM CTUXUHBLIX 6eacTBUA, a 3aTeM BOCCTAHOBMEHHON C
TeMu xe PYHKUUAMUN, COCTaBNAT eAnHbINA apXMBHbIA OOHS,.

2.8.6. XpoHOnornyeckumm rpaHiLLamMmm apxmeHoro hoHaa SBnstoTcs:

apXuBHOTO OHAA rOCYAapCTBEHHOrO oOpraHa, oOpraHa MEeCTHOro CaMOynpaBreHusi, opraHuvsaumm -
yCTaHaBMnvMBaeMble Ha OCHOBE HOPMAaTMBHbIX akToB odwmumanbHble AaTbl MX obpasoBaHusa (peructpauun) u
nvkeugaumn. MNMpu HanMuMM HECKONMbKMX HOPMAaTMBHBLIX aKTOB 3a gaTy obpa3oBaHusi rocyLapCTBEHHOrO OpraHa,
opraHa MecTHOro camoyrpaBJieHusl, OpraHn3auum NpuHMMaeTcs Aata Hambonee paHHEro u3 HuXx;

00beAMHEHHOIO apxuBHOro doHAa - AaTbl 0Opa3oBaHusa (perMctpaumv) Hanbonee paHHeW U NUKBMAALUN
Hambonee no3gHek NO BpPEMEHW [OeATENbHOCTM OpraHu3auui, [OOKYMEHTbl KOTOPbIX BOLWNM B COCTaB
06BbeAVHEHHOTO apxmMBHOro hoHAa;

apXuBHOro (poHAA NUYHOTO MPOUCXOXKOEHUS - AaTbl POXAEHUS U CMEPTU rpaxgaHuHa, YreHOB CEMbU UNu
poaa (no aHanorum ¢ 06 beANHEHHbIM apXUBHBIM (DOHAOM);

apXUBHOW KOMNMNEeKUMMN - AaTbl CAMOro PaHHEro U camoro No3gHero AoOKyMeHTa.

XpoHoMorm4yeckue rpaHuLbl apxmBHOro poHga MoryT He coBnagaTtbh C KpaHUMKU JaTaMy COCTaBMSALWUX ero
apXMBHbIX JOKYMEHTOB:

B poHOoe rocygapCTBEHHOro opraHa, opraHa MEeCTHOrO CaMOYMnpaBsfieHWs, OpraHu3aumMm - B CBS3N C
BO3MOXHbIM OTCYTCTBMEM apXMBHbIX [OKYMEHTOB HauyaribHOro W/unu 3aBeplualollero 3TanoB AeATenbHOCTU
rocy4apCTBEHHOIO OpraHa, opraHa MeCTHOro CamoyrnpaBfieHusl, OpraHm3auun, BKIKOYEHWEM B cocTaB (oHAaa
Gonee paHHMX apXMBHbIX JOKYMEHTOB, NepefaHHbIX AN 3aBepLleHns NPon3BoACTBOM Aena npeiwecTBEHHUKOM
rocyapCTBEHHOro OopraHa, opraHa MecTHOro camoynpaBreHusl, OpraHM3aunu;

B pOHAE NMUYHOIO NPOUCXOXAEHUS - 3a CYET JOKYMEHTOB, CBA3aHHbLIX C OTKIIMKAMMN HA CMEPTb rpaXxaaHuHa,
NpoBeAEeHNEM NaMATHO-OOUMENHBIX MEPONPUATUI U Op.

OpraHusaumsa apxuBHbIX JOKYMEHTOB B Npefenax apxuBHoro goHaa

2.9. B npepgenax apxuBHoro oHaa apxmBHble JOKYMEHTbI OPraHU3yroTCs No eAnHULaM XpaHeHus.

EOvHWUBI XpaHeHWss CUCTeMaTM3MpYOTCH COrfacHO CXeMe CUCTEMaTu3auum apXMBHbIX [OKYMEHTOB B
apxuBHoMm doHAae.

2.9.1. Cxema cuctematTMsaumm apxvBHbIX OOKYMEHTOB B apXvMBHOM (QOHAEe SABMSeTCA OCHOBaHueM Ans
BHYTPEHHEN opraHu3auun eauHuL, XpaHeHus apxuBHOro doHda W 3akpennsgeTcs onucbko (onucsamn) gen,
OOKYMEHTOB.

CuctemaTnsaums eguHUL, XpaHeHWsa B npedenax apxusHoro doHaa no pasgenam (nogpasgenam) cxembl
cucTemaTmsaLlmm NPoBOANUTCH C YHETOM OAHOTO UMM HECKOSbKMX CrieAyoLLMX MPU3HAKOB:

CTPYKTYPHOrO (B COOTBETCTBMM C NPUHAANEXHOCTLIO €AMHULL XPaHEHWS K CTPYKTYPHbIM NoapasgeneHnsam);

XpOHoMorm4yeckoro (Mo nepyvogam unu gatam, K KOTOpbIM OTHOCSITCS €AVHULbI XPaHEHWs);

(PYHKLMOHAMNbHOro, OTpacrneBoro, TeMaTU4ecKoro, MpeAMETHO-BOMPOCHOro (C  y4eToM  OYyHKLMI
opraHmsaumum, TeM UM BOMPOCOB, KOTOPbIX KacaeTcs cogepXaHue eavHUL, XpaHeHust);

HOMWHaILHOrO (MO AenonpoM3BOACTBEHHON hOPME - BUAAM U Pa3HOBUAOHOCTAM OOKYMEHTOB);

KOpPPECMOHAEHTCKOro (Mo opraHusauusm 1 nvuam, B pesynbTaTe nepennucku ¢ KoTopbiMu 0bpasoBanucb
eVHULbl XpaHeHus);

reorpadgudeckoro (B COOTBETCTBUWN C onpeaeneHHbIMU TEPPUTOPUAMU, HACENEHHBIMU MYHKTaMU 1 OPYrMMu
reorpacou4eckummn obbEKTaMK, C KOTOPLIMI CBA3AHO coaepXaHue JOKYMEHTOB, UX aBTOPbI, KOPPECMOHOEHTbI);

aBTopcKoro (Mo Ha3BaHMAM OpraHusaunin unn aMmmunnsam nNuu, KOTopble SIBRSIOTCA aBTopamMu JOKYMEHTOB).

Mpu cuctemaTmnsaLmm eguHUL, XpaHeHUsT ayanoBU3yarnbHOW U SNEKTPOHHOW AOKYMEHTaUMWU AOMNONHUTENBHO
NCMNOMNb3yTCSt OOBEKTHBIN U (POPMATHbINA NPU3HAKK.

EOovHuubl XpaHeHus rpynnupyloTcs MNOCNefoBaTeNnbHO MO Mpu3Hakam, MPUMEHEHME KOTOpPbIX SIBNSeTCS
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Hanbonee uenecoobpasHbiM AN BCEX UMW OTAEMbHbIX FPYMN apXMBHbIX JOKYMEHTOB apXMBHOro hoHAaa.

[JOKyMeHTbl MO NIMYHOMY COCTaBy, a TakKe Hay4YHO-TEXHMYECKME [OKYMEHTbl B apXuBHbIX poHaax
Hay4HO-UCCneaoBaTeNnbCKNUX OpraHu3auuin, pykonucu B wusgatenbcTBax, UCTopun OonesHen B MeOULMHCKUX
opraHusaumsix, akTbl NpPoBepoK B (OHOAX KOHTPOMbHbLIX OPraHoOB BbIAEMSAKTCA B 0OCOOble rpynnbl U
cucTemMaTnampyroTcs 060cobeHHo.

ApXMBHble [OOKYMEHTbl apXMBHOIo (OHAA CeMbW, poda CUCTEMATU3UPYIOTCA BHayane no OTAEeNbHbIM
rpakgaHam, JOKYMEHTbI KaXJoro rpaxkaaHuHa - no pasgenam cxembl cuctemaTtusaumn. B apxveBHom coHae cembu
Ha MepBOe MECTO BbLIHOCSITCS apXMBHble OOKYMEHTbl Havbornee WM3BECTHOrO rpaKgaHWHa, 3aTeM - apXvBHblE
OOKYMEHTbl YfEeHOB CeMbW B MOpsike CTeneHu poacTBa. B apxvmBHOM doHAe poda apXuBHble OOKYMEHThI
pacnonararTcs B NopsgKe reHearnorm4eckon nocrneaoBaTenbHOCTU, NMPUYEM apXUBHbIE AOKYMEHThI, OTHOCSLLMECS
KO BceMy pofy (reHeanormyeckme Tabnuubl, UMYLLLECTBEHHO-X035IMCTBEHHbIE AOKYMEHThI), MOMELLATCA B Havane.

EovHuubl XpaHeHus, BKIOYEHHble B OObeAVHEHHbIM apXMBHbIM (QOHA, pacronaralTcs No 3HAYMMOCTU
¢doHgoobpasoBaTenen, MO XPOHOMOrMM UX C€O3daHus, no andasuTy HasBaHun. [Ona apxuBHbIX (OOHOOB
OAHOTUMHBIX OpraHM3auun ncnonb3yetca obLas cxema cuctemartmsauuu.

B npegenax apxvBHOWM KOMMEKUMM apXMBHblE OOKYMEHTbl OOHOro BuAa (PasHOBMAHOCTM) rpynnmpyoTca no
aBTOPCKOMY TMpPM3HAKy C pacnofioKeHMeM rpynn eavHUL, XpaHeHuss B and)aBMTHOM MOpsSigKe Ha3BaHUN
opraHmsaumn unu damunmin rpaxgaH. B npegenax apxMBHOW KOMNMEKUMW, CO34aHHOW MO TemaTuyYeckoMy
NPW3HaKy, rpynnmMpoBKa apXMBHbIX JOKYMEHTOB MPOBOAMTCA MO TEMaM UM BONPOCaM, PacronoXeHHbIM B MOpsigke
NX 3HAYMMOCTM UITN XPOHOJIOTUMN.

B cooTBeTCTBUM CO CXEMOW cucTeMaTU3aUUN €4MHULLbI XPaHEHUSA TPYNNMPYIOTCSA B CneayoLeM NopsaaKe:

€0VHNLblI XPaHEHMSI OTHOCATCA K TOMY rogy, B KOTOPOM OHW HayaTbl NMPOWM3BOACTBOM WM B KOTOPOM
NOCTYNUNN B [JOaHHY OpraHunsaumio (CTPYKTypHOE noApasgeneHve) vM3 Jpyron opraHusaumm (CTPYKTYpHOro
nogpasgaeneHunst) 4ns NnpoaormKeHnss NPOn3BOACTBA;

€[VHULbI XpaHeHWs, coaepXaluue nnaHbl, OT4eTbl, CMeTbl U MaTepuarnbl K HAM, OTHOCATCA K TOMY rogy, Ha
KOTOPbIA MMM 3a KOTOPbIA OHW COCTaBMEHbl, HE3AaBUCUMO OT AaTbl WX COCTABMNEHWS; OONTOCPOYHbIE MfaHbI
OTHOCATCS K Ha4YanbHOMY rogy Ux AeUCTBMUS, a OTYEThI 3@ 3TW roAbl - K NOCNeAHEMY rogy OTYETHOro Nepnoaa;

€[VHULbl XpPaHEeHWs1, Ha4YaTble NPON3BOACTBOM B OOHOM NogpasgernieHun n nepegaHHble Ans NpoaoimKeHns B
Apyroe nogpasgeneHune, OTHOCATCS K TOMy NoApasfenieHnto, B KOTOPOM OHY ObIn 3aKOHYEHB;

B Mnpedernax roga Win XpOHOMOrM4YecKkoro nepvoga €AVHULBI XpaHEeHUs pacrnonaralTcd Mo 3HAYMMOCTU
byHKUMIA opraHm3aumm (Unu B MOpsiAKe 3HAYUMOCTU U NOrMYECKOW B3aUMOCBSI3W BWOOB M Pa3HOBMOHOCTEN
OOKYMEHTOB);

e[VHMLbI XpaHeHus1, NpeAcTaBnsaLmMe cobon NuyHble Aena, cMcTeMaTuanpyloTca No rogam yBOSbHEHMS U
andasunty hammnui.

Mpynnbl  eguHWL,  XpaHeHWss B npedenax nocnegHux (3aeepluarowmx) CTyneHew cuctemaTtusauum
pacnpenensaTca o UX 3HAYMMOCTUN NN XPOHOMNOTUN.

HedoHaoBasi opraHnsaumst apxXvBHbIX JOKYMEHTOB

2.10. HedoHpooBas opraHuM3auMs apXuBHbIX AOKYMEHTOB - OpraHusauus co3daHHbIX B OeATerbHOCTU
PasfnYHbIX UCTOYHUKOB  KOMMNIIEKTOBAHUSA  ayauoBM3yarbHbIX  OJOKYMEHTOB  (KMHO-, OTO-, OHO- ¥
BWAEOOOKYMEHTOB) MO WX BMAAM, OOHOMY WIIM HECKONbKMM BHELHUM npu3HakaMm (LBETHOCTW, maTtepuany
HocuTensa nHdopmavmu, ero popmarty, cucTemMe 3anncu 3BykoBown nHdopmaLmm u ap.).

KMHOOOKYMEHTbI U BUOEOAOKYMEHTbI CUCTEMaTU3MPYIOTCA MO  BuaaM -  (unbMbl,  CreuBbINyCKw,
KUHOXYPHarbl, OTAESbHbIE KUHO- U TENECIOXETbl PasnNNYHON LUBETHOCTU. Ha KMHOAOKYMEHTLI 1 BUOEOOOKYMEHTHI
onpeferieHHoro Buaa coctasnaeTcs oTAenbHas onnck.

POTOAOKYMEHTbI CUCTEMAaTU3NPYIOTCA MO BuAaM - HeraTuBbl Pa3NMYHOW LBETHOCTM WM pasmMepa; crnangbl
(Onano3nTuBbl) pas3nUMYHOM  LBETHOCTW; MO3uTMBLI, oTooTnevyaTky; doToansbombl; avadwunbmbl. Ha
hOTOOOKYMEHTHI ONpeferieHHOro Buaa COCTaBnsaeTcs oTaerNbHas Onuch.

POHOOOKYMEHTbI CMCTEMATU3UPYIOTCA MO BMAaM 3anucu 3BYKOBOW MHopmauunm - doHorpaduyeckas,
rpaMmModhoHHas, LOPUHOMOHHAs, onTuYeckas, MarHuTHas, nasepHas. Ha oHO4OKYMEHThI onpeaeneHHoro Buaa
3anvcu cocTaBnsieTcs oTAenNbHas Onuck.

ONEKTPOHHbIE AOKYMEHTbI CUCTEMaTU3UPYIOTCA MO BWAAM HOcuTenen WHdopmauuu (MarHUTHbIE FEHTHI,
nasepHble W >XeCTKMe [UCKW, KOMMaKT-AWUCKW, OUCKETbI); BHYTPUM BWMAOB - no dopmartaMm npeacrasneHns
WHopMaunm 1 aanee - No xapakrepy 3aduKCMpoBaHHON NHGOpMaLmK.

Ob6ecneyeHne COXPaHHOCTU apXUBHbIX OOKYMEHTOB
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2.11. Komnnekc MeponpusaTvi No Co3gaHMi0 HOPMAaTUBHbLIX YCMNOBMIN, COBMIOAEHNI0 HOPMATUBHBIX PEXMMOB
W Hagnexailew opraHusauum XpaHeHUs apXMBHbIX AOKYMEHTOB, WCKIHOYAOLWMX WX XULWEeHWe W yTpaTty u
obecneunBarolnux noggepxkaHne WX B HOpManbHOM (U3UYECKOM COCTOSIHUKM, obecnevMBaeT COXPaHHOCTb
apXMBHbIX JOKYMEHTOB B apXuBe.

Ob6ecneyeHne HOpMATUBHBIX YCIOBUIA XpaHeHWs!
APXMBHBIX JOKYMEHTOB

2.11.1. HopmaTu1BHbIe YCIOBUSI XPaHEHUS apXUBHbIX OKYMEHTOB 0becneymBatoTcs:

CTPOUTENBCTBOM, PEKOHCTPYKLNENA U PEMOHTOM 3aHWI apXVBOB;

co3faHveM onTumarsnbHbIX (HOPMAaTMBHbLIX) NPOTMBOMOXAPHOro, OXPaHHOro, TemnepaTypHO-BNaXXHOCTHOTO,
CBETOBOI0O U CaHUTAPHO-MMIMMEHNYECKOrO PEXMMOB B 34aHNM 1 NOMELLEHUSIX apXUBa;

nPUMEHEHNEM creumanbHbIX CPeACTB XPaHEHUS UM MNepeMeLLeHMsT apXMBHbIX [OOKYMEHTOB (CTennaxw,
Wwkadbl, cerdbl, KOPOOKK, Nanku n ap.).

TpeboBaHuA K 30aHMAM 1M NOMELLLEHUSM apXxmBa

2.11.1.1. ApxvB pa3MellaeTcsa B crneumanbHO NOCTPOEHHOM(bIX) UK NPUCNOCOBNEHHOM(bIX) ANS XpaHEHUs
APXMBHBIX [JOKYMEHTOB 34aHMU(SX) WM OTAENbHbIX MOMELLEHUsX 34aHus, yganeHHoM(bix) OT OnacHbIX B
NMOXapHOM OTHOLWEHMN OObeKTOB (HedpTexpaHunuvila, OEH30KOMOHKM, aBTOCTOSIHKM, rapaxu W T.M.) U
NPOMBILLIIEHHLIX OOBEKTOB, 3arps3HSOLLNX BO3AYyX (arpeccuBHble rasbl, LLleMeHTHasi Mnbiib M T.0.). [purogHocTb
MeCcTopacrnofnoXeHus apxvBa oOnpegenseTcd C Yy4eTOM 3aKkMioYeHUn Cnyxbbl NOXapHOM OXpaHbl U
CaHanNMAeMCcTaHuumn o CTeneHn 3arpa3HeHHOCTM BO3AyXa.

CTponTenbCTBO W PEKOHCTPYKUUSA 34aHUS apxvBa MNPOU3BOOATCSA B COOTBETCTBMM C HOPMaTMBHbLIMMU
NnpaBoOBbIMW akTamMu, cofepxawimmm TpeboBaHUA K OObekTamMm TEeXHUYECKOro perynmpoBaHust U MPOEKTHOM
OOKYMEeHTaUmen, CornacoBaHHOM C COOTBETCTBYIOLUMM YMNOSIHOMOYEHHbBIM OPraHOM WCMOMHUTENBbHON BRacTn B
ccepe apxuBHOro gena.

3paHne apxvBa npepctaBnseT cobov  KOMMMEKC OCHOBHLIX W BCMOMOraTenbHbIX  MOMELLEHNN,
npegHasHa4YeHHbIX A8 BbIMNOMIHEHMS 3aJady apxuBa MO XpaHeHuto, obpaboTke, WMCMONb30BaHMIO apXUBHbIX
OOKYMEHTOB M 3aday agMUMHUCTPaTUBHO-XO3ANCTBEHHOIrO, TEXHUYECKoro, ObITOBOro XxapakTepa, OTBevaTb
TpeboBaHMAM paLnoHaNbHON MNNaHUPOBKM NOMELLEHUA.

CoctaB, pacnonoxeHue, obopygoBaHMe MOMELLEHUIA OCHOBHOTO Ha3HayeHus1 OOJKHbI obecneumBaTb
COXPaHHOCTb apXMBHbIX JOKYMEHTOB Ha BCeX ydacTkax paboTbl ¢ HUMK, cobnopeHne TpeboBaHWUI TEXHOMOrMK
paboT, OxpaHbl Tpyda, TEeXHUKM Bes3onacHOCTM K MPOU3BOACTBEHHOW CaHUTapuu, a Takke pauvoHanbHoe
B3aumoencTBune nogpasgerneHui apxusa. K nomeLleHmam OCHOBHOIro Ha3HauyeHUsi OTHOCATCS:

apXMBOXpPaHUNULLA;

pabouve nomelleHnss paboOTHUKOB apXxuBa;

nomeLLieHns Ansi NpuemMa u BPEMEHHOIO XpaHEeHUs1, akKnMmaTusaumm apxmBHbIX JOKYMEHTOB;

nomeLLeHns Ansi M3onauun, e3nHMEKLUUN 1 Ae3NHCEKLMM NOPaXKEHHbLIX apXUBHbBIX JOKYMEHTOB;

nomMeLleHusa onsa obecnbinvMBaHus, NepenneTa n pectaBpauun apxmBHbIX JOKYMEHTOB;

NnoMeLLeHnsa AN KOMMPOBaHUS U pecTaBpaLn apXMBHbIX JOKYMEHTOB (MUKPO-, KCepO-, hOTOKONMPOBaHMS,
doTopecTtaBpaumm 1 T.n.), 0OpabOTKM NMNEHKU W NPOBEAEHMS TEXHWYECKOrO KOHTPONsS ayamoBU3yarbHbIX
OOKYMEHTOB;

NMoMeLLEeHNSA ONA XpaHEHNS YYETHBIX JOKYMEHTOB;

KOMMMEKC YMTanbHOro 3ana (C ydacTkamy Bblgadnm Oen 1M CnpaBOYHO-MOUCKOBBLIX CPEeACTB, BPEMEHHbBIM
XpaHunuem);

Hay4HO-cnpaBoYHasa bnbnunoreka;

MeToANYeCKUin kKabuHeT;

BbICTaBOYHbIN 3an.

PasmelleHne apxvBa B NpUCNOCOBMEHHBLIX 34aHMAX U MOMELLUEHUAX MPOU3BOAUTCH B YCTAHOBIIEHHOM
nopsigke nocrne npoBeAEHUS WX 3KCMEepPTU3bl. JKCMepTusa ycTaHaBNMBAET CTEMEHb OrHECTOMKOCTU 3[aHus,
OONrOBEYHOCTb €r0 OCHOBHbIX KOHCTPYKLUMIA U MPOYHOCTb MEXKITAXKHbIX MEPEKPBLITUA C YYETOM MOTEHLMaNbHbIX
Harpy3ok, COCTOSIHME MOMELLEHMN 34aHus (NO3TaXHbIX, MOABAamNbHbIX, YepAadvHblX), HanMine u COCTosIHME
OTOMUTENBbHBIX WM BEHTUMSILMOHHBLIX CUCTEM. OKCMepTu3a MPOBOAMTCSA NPeACcTaBUTENSAMM apxvBa, MNOXapHbIX,
OXPaHHbIX, CTPOUTENbHbLIX, CAHWTAPHO-3NUAEMUONIOTMYECKNX W JApYrMX crneumanbHbix cnyx6. Mo wutoram
3KCNepTM3bl COCTaABNSAETCH akKT.

He ponyckaeTtcs pasmelleHne apxvMBa B BETXUX CTPOEHUNX, AEPEBSAHHbLIX MOCTPOMKaX, 34aHUSAX C ChipbIMU
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OCHOBHbIMW, nogBarbHbIMUK, YepaavyHbIMMU NOMeELEeHNAMN, NeYHbIM OTOMJIEHNEM.

I'Ipep,HasHaquHble aona XpaHeHna apxXmBHbIX OOKYMEHTOB MNOMELEeHUA B I'IpI/ICI'IOCO6J'IeHHbIX 30aHnNAX
OOIMXKHbl ObITb N30JTIMpoOBaHbl OT OCTallbHbIX nomMewleHmn 3gaHus. He [onyckaeTca pas3melleHne apxXmBHbIX
OOKYMEHTOB B MOMeLleHNAX 3OaHuA, 3aHATOro cny>|<6aM|/| OOLLECTBEHHOrO NUTaHUSA, MULLEBBLIMMA CKNagamu,
opraHnsaunamMmun, XpaHAWnMNU noxapoonacHble N arpecCcmBHbi€ BeleCcTBa Ui NnpuMmeHArnLWnMn noXxapoonacHbie 1
XUMUYECKNE TEXHOJTOTUN.

TpeboBaHusi K apXMBOXPaHUIULLY

2.11.1.2. ApXnBOXpaHuUmLLe OOIMKHO OblTb MakCMManbHO yaaneHo OT NlabopaTopHbIX, MPOU3BOACTBEHHDIX,
ObITOBbIX MOMELLEHUA apxvMBa WU He WUMeTb OOLMX C HUMU BEHTUMSAUMUOHHBLIX KaHanoB. ApXMBOXpaHunuiie
OTAensieTcsa OT COCEeAHMX MOMELUEHWA apxvMBa HeCropaemMbiMM CTEHaMU U MNEPEKPbITUSMU C npeaenamu
OrHEeCTOMKOCTN He MeHee OBYX 4acoB. B apxuBoxpaHunuviie He gonyckaeTcsl npoknagka Tpyd BogocHaGXeHus u
KaHanusawumm, TeXHONorn4eckme unm 6oIToBble BbIBOALI BOAbI.

Mpn npoekTMpoBaHWM pasMeLLeHUs apXUBOXpaHWMMLLA B CneunanbsHOM WNn NpucnocobneHHOM 34aHum
npeanoyTeHne (Npy paBHbIX TEMMOBbLIX XapakTepUCTMKaXx) OTAAETCA MOMELLEHUAM C CEBEPHOWN OpUEHTaLNEN OKOH.

MaTepuanbl NOKpbITUS CTEH, NMOSIOB, NOTOMKOB, BHYTPEHHEN apMaTypbl apXUBOXpaHWMLa, NpMMeEHseMble
npu M3rotToBneHmn obopyaoBaHnsa U cpeacTB XPaHEHUS] apXMBHbLIX JOKYMEHTOB, He AOMKHbI cobupaTh Mbifb, ObITh
€€ VCTOYHMKOM UMW BbIAENATb arpeCcCBHbIE XMMUYECKNE BELLECTBA.

ApXMBOXpaHUNULLe [AOMMKHO WMETb ECTECTBEHHYH WM UCKYCCTBEHHYI BeHTuUnauui. Cuctembl
KOHOWLMOHUPOBAHNA OOMKHbI 06ecneynBaTh peumpKynsaumMio Bo3ayxa C KpaTHOCTbl obmeHa 2 - 3, cTabunbHOCTb
TeMnepaTypHO-BMAXXHOCTHOIO pPeXxuMMa, OYMCTKY BO34yxa OT MbIfIM U arpeCcCMBHbBIX NPUMECEN, a Takke OTBeYaTb
COBpPEMEHHbBIM TPeOOBaAHNAM KOMMAKTHOCTN N 3KOHOMUYHOCTH.

BbicoTa apxvMBoXpaHunuuia 3aBUCUT OT TEXHOMOrMYecKoro OOOpYyAOBaHUSA, MPUHATOrO AMs XpaHeHus
apXMBHbIX JOKYMEHTOB, HO HE MeHee 2,25 M 0 HM3a BbICTYNatoLLMX KOHCTPYKLMI W, KaKk NpaBumo, He Bbille 4 M.

ApX1BOXpaHUnmLLe OOMKHO MMETb YO00HbIE BbIXOA4b! K NMMPTaM 1 NECTHUYHbBIM KIeTKaMm.

He ponyckaeTcsi xpaHeHue (OHO-, BMAEO- U SMEKTPOHHbIX AOKYMEHTOB Ha HOCUTENAX C MarHUMTHbIM
paboyvMm Cnoem B apXMBOXpaHWMMLLE C MapasvTHbIMW MOCTOSIHHBIMU UIN MEPEMEHHBIMA MarHUTHbBIMU MOMAMU
HanpskeHHOCTbo 6onee 400 a/m.

ApPXMBOXPaHUMNULLEE apXMBHbIX [OOKYMEHTOB Ha HWTPOOCHOBE (OMAcHOW, ropkyen) TepputopuansHo
oToensieTca M U30NMpyeTca OT OPYrux apxmBoxpaHunuu,. B HWXHeEW 30He apxvBoXpaHunuiia apxXuBHbIX
OOKYMEHTOB Ha HUTPOOCHOBE MpefycMaTpuMBaeTCcs AOMONHUTENbHAsA BbITSXKKA BO34yXa.

HopmaTtuBHbIe peXXMMbl XpaHEHNS apXUBHBIX [OKYMEHTOB.
[MpoTmBONOXapHLIN PeXnm

2.11.2.1. TlpoTUBONOXapHbIA pexuMm B 34aHUW(AX), FOe pasMellaeTcs apxuB, U B apXMBOXPaHUNULLEX
pernamMeHTMpyeTcs COOTBETCTBYIOLLMMM HOPMATMBHLIMU NpaBoBbIMK akTamu Poccuiickon depepaunm B obnactu
noxkapHou 6esonacHocTu.

OXpaHHbIN pexmum

2.11.2.2. OxpaHHbli pexum apxvmBa obecneyvMBaeTcsd KOMMMEKCOM Mep Mo  obecnevyeHuto
NHXXEHEPHO-TEXHUYECKOW YKPENMEHHOCTH, 060pyaoBaHMO 34aHnst (MOMeELLEHMS) apxXxuBa cpeacTBaMyM OXPaHHON
CUrHanu3sauum, opraHusaumy nocta(oB) OxpaHbl, OneyvaTbiBaHMIO NOMELLEHWA, COBMAEHNI0 BHYTPUOOBHLEKTOBOTO U
MPOMYCKHOIO PEXUMOB, XPAHEHUIO KITHOUEN OT CNY>KEOHbIX NOMELLEHWIA.

TpeboBaHUA K apXMBOXpaHWNMLLAM W OPYrUM MOMELLEHMSIM apXuBa, B KOTOPbIX XPAHATCS CEKPEeTHble
apXMBHbIE JOKYMEHTbI U NMPOBOAATCS paboTbl C HUMMW, YCTAHOBMEHbI HOPMATUBHBIMY MPABOBLIMU JOKYMEHTaMu No
obecneyeHno pexxnma cekpeTHocTu B Poccuickon ®epepauun.

OpraHunsaumsi oxpaHbl apxvmBa OCYLLECTBIIAETCA B COOTBETCTBUM C TPEOOBAHUAMU 3aKOHOL4ATENbHBIX U UHbIX
HOpMaTUBHbIX NMPaBOBbIX akToB Poccuickon ®enepaumu, a tTakke VHCTpyKUMM O NopsaKe OCYLLEeCTBNEHUS OXpaHbl
apxuBa, COrMacoBaHHOW B YCTaHOBMIEHHOM MOPSIAKE C OCYLLECTBIISIIOLUM OXpaHy apxvBa nogpasgeneHvem wu
COOTBETCTBYIOLLMM OpraHoM BHYTpeHHUX aen Poccuiickon depepaumm.

OxpaHa apxuBa OCYLLECTBMAETCA Ha OCHOBaHWM [OroBOpa MeXAdy apxvBOM U COOTBETCTBYHOLLUM
nogpasgeneHMemM oxpaHbl, B KOTOPOM MpedycMaTpuBaloTca o00s3aTenbCTBa CTOPOH MO OXpaHe apxuBa,
co6nMoaeHN0 BHYTPMOOBEKTOBOrO M MPOMYCKHOIO PEXMMOB, MpegycMaTpuBaltolWMX B TOM YuUCie [0OCMOTPOBbIE
MeponpusiTus. [lepevyeHb MNoOMeLWeHnn apxvmBa, obopyayeMblX CpPeACTBaMM  OXPaHHOW  CUrHanmsauumu,
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NPUMEHSEMbIE UHXEHEePHO-TEXHUYECKNE CpeacTBa, BuA, YCrNOBWUS OXpaHbl M QUCHOKaLmMsa NOCTOB OnpeaensoTes
yCNoBUAMM JOrOBOpa UCXOAs U3 NPUHLIMNOB HAAEXHOCTU Y 9KOHOMUYECKON 060CHOBAHHOCTU TapudOB, a Takke ¢
Y4ETOM MOMOXEHMN MEXBEAOMCTBEHHOro akta obcrnenoBaHusa apxusa U TpeboBaHWMI HOPMAaTMBHBLIX NPaBOBbIX
aktoB MB[1 Poccun.

Obs3aTenbHOMY OCHaLLEHWI0 CpeacTBaMy  OXPaHHOM  CUrHanu3aumMm 1 onevaTblBaHWO  noanexar
apXMBOXPaHMNULLA U MOMELLEHMS, B KOTOPbIX MOCTOSHHO UM BPEMEHHO XPaHATCA apXMBHbIE JOKYMEHTbI, a Takke
mMaTtepuvanbHble LeHHOCTU, aBapuiiHble 1 3anacHble BbiXOoAbl U3 34aHWUSA apxuBa, OCHOBHOW BXO4 MPW OTCYTCTBUM
KPYrioCyTOYHOro MOCTa OXPaHbl.

OneyaTbiBaHWMIO noanexar meTannuyeckue wkadbl U cendbl, r4e BPEMEHHO XPaHATCH BblAaHHble U3
apXMBOXPaHUIULL, apXuBHblE AOKYMEHTbI, Y4YeTHble AOKYMEHTbl W Hay4yHO-CMPaBOYHbLIA annapart, ecrnv OHU
HaxoaaTcs B HeonevaTbiBaeMblX NOMELLEHNSX.

ApxmBOXpaHunuia u gpyrue nomeLleHus, rae NOCTOSHHO UM BPEMEHHO XPaHATCS apXMBHbIE OOKYMEHTbI,
obopyayloTca  ABepsMU  C  MNOBLILWEHHON TEXHWYECKOM YKPEnfieHHOCTbIO MPOTMB  BO3MOXHOMO  B3IIOMa,
OCHAaLLEHHbIMW 3aMKaMu NOBbLILLEHHOW CEKPETHOCTH.

Bce ak3emnnspbl knioyen (3a UCKMIoYEHMEM OTHOCALLMXCS K MOMELLEHNAM, Ha KOTOpble pacnpoCTpaHATCs
cneumanbHble TpeboBaHMA pexunma CEeKPeTHOCTW) YYMTbIBAKTCA B >KypHane peructpaumm Krovenm K 3amkam
NMOMELLEHWUI apxvBa, BedeHMe KOTOPOro npuMKasoM pPYKOBOAUTENS apxvBa BO3naraeTcd Ha OTBETCTBEHHOe
OOIDKHOCTHOE nuuo. B ykasaHHOM >XypHane oTMevaeTcsi, y KOro M3 pabOTHMKOB apxumBa MMEIOTCA KIHuM OT
KaXKgoro 13 noMeLLeHuin, C pacnmckon paboTHUKA B NOMyYEeHNM IK3eMnispa Kroya.

Ko Bcem nomeLleHusiM apxmBa, OCHALLEHHbIM 3aMKaMK, AOIMKHO ObiTb HE MeHee OBYX KOMMIIEKTOB KMoven,
OOMH U3 KOTOPbIX MOCTOSIHHO HaxoAWTCs B cnyxbe oxpaHbl apxmea.

Mopsaok xpaHeHus knoyen B pabodee n Hepaboyvee Bpems, NONy4YeHUS Knoven B criyxbe oxpaHbl, coayn
KMoYen 1 NnoMeLLeHni nog OXpaHy ycTaHaBnMBaeTCs MHCTPYKUMEN 06 OXpaHHOM pexnme apxmea, YTBEPKAEHHON
B YCT@HOBMEHHOM MOopsakKe.

ApxmBoxpaHunuiie B paboyee Bpems, ecnn B HEM He paboTaloT COTPYAHUKM, OOIMKHO ObiTb 3aKPbITO Ha
krtod. Knioum oT apxmBoxpaHunuiia B paboyee BpeMs HaxodsTCsa Y 3aBeAyoLwwero apxXMBoXpaHuUnuLLeM nnm nuua,
€ro 3ameLlaroLero.

B apxvBoxpaHunuwie MmeloT nNpaBo OOCTyna 3aBedylolmi U paboTHUKM AAHHOTO apxMBoXpaHunuwa, a
TaKKe PYKOBOAUTENb apxvMBa W €ro 3amMecTuTenu, rmaBHbI XpaHuTens oHaoB. CNncok nuu, UMEILWKX npaBo
AOCTyNa B apxvMBOXpaHunuiie, o6HOBNSeMbIi N0 Mepe HeoOXOAMMOCTM, OOIHKEH HaxoOUTbCS Ha MOCTY OXpaHbl.
Bce agpyrme paboTHMKM apxuBa [OMYCKalTCA B apXMBOXpPaHUNULLE TOMbKO B COMPOBOXAEHUW 3aBedyroLlero
apxXvBOXpaHWnuLIeM wunu nuua, ero 3amewaiwuwero. WHble nvua [onyckawTcs B apXUBOXPaHwunuvile B
NCKIIOYUTENBHbBIX CMy4Yasx TOMbKO MO MUCbMEHHOMY pa3peLleHuio PyKOBOACTBA apxvmBa W B COMPOBOXAEHWUM
3aBefyloLlero apxmBoxXpaHunuLem nnm nuua, ero 3aMmeLaroLlero.

BblHOC 3 apxumBa apxuBHbIX [OOKYMEHTOB, MaTepuanbHbIX LEHHOCTEN W KHWUM Hay4yHO-CMpaBOYHOMN
GubnuoTekn, a TakKe Hay4yHO-CNPaBOYHOrO annaparta paspellaeTcsi TOMbKO MO cneumarnbHbIM  [POoMnycKaMm,
BblJaBaeMbIM B YCTAHOBIEHHOM Nopsgke.

TemnepaTypHO-BNAXXHOCTHLIN PEXUM

2.11.2.3. B apxuBoxpaHunuLle apxXuBHbIX JOKYMEHTOB Ha OymaxKHOM OCHOBe, 0O0OpygOBaHHOM cucTemMamu
KOHOWLMOHUPOBAHMA  BO34yxa, MOOOEPXKMBAETCS  HOPMATMBHBIN  TEMMEpPaTypHO-BMAXHOCTHLIN  PEXUM:
TemnepaTtypa 17 - 19 °C, oTHocuTenbHasa BnaxHocTb Bo3ayxa 50 - 55%.

TemnepaTypHO-BNaXXHOCTHbIE MapamMeTpbl BO3gyxa Af1 AONTOBPEMEHHOIO XpaHEHUS ayaMoBU3YaribHbIX U
3MNEKTPOHHbIX AOKYMEHTOB AOMMKHbI COOTBETCTBOBaTb HOPMaMm, NpueBegeHHbIM B Tabnuue:
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Bua pokymeHTa Temnepartypa, rpaa. C OTHOCUTENbHas BNaXHOCTb BO3A4yXa,
%
YyepHo-benble LBeTHble YepHo-Benble LBETHbIE
[OKyMeHTbl Ha KMHOMMEHKe:
HUTPOOCHOBa He Bbiwe +10 He Bblwwe -5 40 - 50 40 - 50
6e3onacHas He Bbiwe +15 He Bbiwe -5 40 - 50 40 - 50
OCHOBa
hOTOOOKYMEHTBI:
CTeKmno He Bbiwe +15 He Bbiwe -5 40 - 50 40 - 50
nneHka He Bbiwe +15 He BblLle -5 40 - 50 40 - 50
doTobymara He Bblwe +15 He Bbllwe -5 40 - 50 40 - 50
OOKYMEHTbl HA MarHUTHOM +8 - +18 45 - 65

NeHTe N ANCKOBbIX HOCUTENAX
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B apxvBoxpaHunuuie C HeperynumpyembiM KIUMaTOM [OOSHKHbl  OCYLLECTBMSATLCA MEpPOnpuUsTUS Mo
ONTMMM3aUUM  TemnepaTypHO-BMAXXHOCTHOrO  pexuMmMa C  MPUMEHEHMEM  ONTUMAnbHOIO  OTOMMEHUS U
NPOBETPUBAHUSI MOMELLEHUA, @ TaKKEe MEXaHUYEeCKUX CpeAcTB YBMaKHEHUS WiuM OcylleHust Bo3gyxa. Peskue
konebaHus (Ce30HHble N B TeYEeHUEe OOHUX CYTOK) TemnepaTtypbl (+/- 5 °C) n OTHOCUTENBHON BMNAXHOCTWN BO3gyXa
(+/- 10%) He ponyckatoTcs.

Mpu [nNUTENbHOM  HapyLeHuM TeMMepaTypHO-BMAXHOCTHOTO pexuma (0T 3 cyTok u  Gornee),
COMNpPOBOXAaLEeMCS NOBbILLIEHMEM OTHOCUTENBHON BNaxHoCcTh Bo3ayxa Ao 70 - 90%, npyHumatoTcst Mepbl Mo ero
HopManu3aumm (MHTEHCMBHOE NPOBETPMBAHME, OCYLLIEHNE apXUBOXPaHUNLLA).

B nepuog TexHonormyeckon ob6paboTkM apXUBHbIX AOKYMEHTOB OOMYCKaeTCa NX BPEMEHHOE XpaHeHue (o 2
MecsiLEeB) B MOMELLEHUAX C HeperynupyemMbiM TEMMNEpPaTypPHO-BAXXHOCTHBIM peXnMom npu Temnepartype 20 +/- 5
°C 1 OTHOCUTENBHON BriaXkHOCTK Bo3ayxa 50 +/- 20%.

TemnepaTypHO-BNaXXHOCTHbIA PEXUM KOHTPONMPYETCSt MYTEM PErYNSPHOrO U3MEPEHUs TemnepaTypbl Wt
OTHOCUTENbHOW BNAXHOCTU KOMHATHOTO W HapYXHOro BO34yXa B OOHO M TO X€ BPEMS: B KOHOAWLMOHUPYEMbIX
NMOMeLLEHMsIX - He pexe 1 pasa B Hedenio; B apXMBOXpaHWMMLLAX C HeperynupyembiM KnMmaTom - 2 pasa B
Heaento; Npy HapyLeHusaX pexnma - 1 pas B CyTKW.

lMoka3aHWs KOHTPOMbHO-U3MEPUTENbHBIX NPUOOPOB UKCUMPYIOTCA B CheuManbHbIX  PEerncTpaLmMoHHbIX
XypHarnax, B KOTOpPbIX TakKe OTpa)alTcs npoBepka MpaBUITbHOCTM NMOKa3aHM NpMbOpPOB M Mepbl, MPUHATBLIE NO
HopMarnu3aumm TemnepaTypHO-BIaXXHOCTHOIO pPEXMMa B Cry4Yasix ero HapyLueHus!.

HomeHknaTypa npvMeHSeMbIX KOHTPOSbHO-U3MepUTENbHbIX NPUOOPOB, a TakkKe MNOpsSAOK U3MEpPEHUs U
permcTpauMm napameTpoB KOMHaTHOrO M Hapy)XHOro BO3Jyxa ONpPedenstoTcs OEeNCTBYIOLMMY HOPMaTUBHBLIMA U
MEeTOANYECKMMMN JOKYMEHTaAMMN.

KoHTponbHo-M3mepuTenbHble NpUGopbl MOHTUPYIOT Ha OOQHOM LUMTKE, pasMelLleHHOM B rfaBHOM Mpoxone
apXMBOXpPaHWUNMLLA Ha cTennaxe, BAanu OT OTOMUTENbHbIX U BEHTUMSALUMOHHBIX CUCTEM (KOHTPOSbHas To4ka), no
HOpMaM: NPy KOMHaTHOW CUCTEME - OfjHA KOHTPOMbHAs TOYKa Ha KOMHATY, NPY MHOTOSIPYCHOM - OfHa Ha sipyc.

CBeTOBOW pexum

2.11.2.4. XpaHeHne apXMBHbIX OOKYMEHTOB OCYLLECTBMSETCS B TEMHOTEe. OTO obecnednBaeTcs XpaHeHNEM
apXMBHbIX JOKYMEHTOB B Mepennertax, nankax, kopobkax, wkadax, Ha cTennaxax 3akpbIToro Tuna, a Takke
cobntogeHneM yCTaHOBIIEHHOIO CBETOBOIO peXuMa.

OcBelLeHNe B apXMBOXPaHUIMLLE MOXET OblTb €CTECTBEHHBIM WM UCKYCCTBEHHBIM; apXMBHbIE OOKYMEHTHI
MOTyT pa3MeLLaTbCs B MOMELLEHUAX C OKHaMu Unu 6e3 okoH. PasmMelleHne apxnBoxpaHunuila B NoMeLLeHnsix 6e3
OKOH [OMNYCKaeTCs Mpu HanMyum B HEM UCKYCCTBEHHOW UIM €CTECTBEHHOWN BEHTUNALMM BO3AyXa C YCTAHOBIEHHOWN
KpaTHOCTbIO BO34yX0oobmeHa.

EctecTtBeHHOE oOCBelleHNE B apxXUBOXPaHWNWLLE [OOMYCKAaeTCs pacCesiHHbIM CBETOM Mpu  YCroBuUM
NPUMEHEHNS Ha OKHaxX CBeTopacceuBaTenen, aBTOMaTUYeCKUX PerynsaTopoB CBETOBOro MnoToka (crneumanbHbIX
CTEKON), 3aUTHBIX (PMNbLTPOB, XXamn3u, LUTOP, HAHECEHHbBIX HA CTEKMO NOKPLITUA U T.M.

[na MCKYCCTBEHHOr0 OCBELLEHMS B apXMBOXPaHUIULLE MPUMEHSAIOTCA Namnbl HakanuMBaHMS B 3aKpbITbIX
nnadgoHax c rnagKkov HapyXHoWm NoBEPXHOCTLI0. [JonyckaeTca NpMMeHEHME NMIOMUHECLEHTHBIX flaMn C ype3aHHbIM
ynbeTpacduoneToBbiM yyactkom cnektpa tuna J1b, JIXB, JITE. YpoBeHb OCBELIEHHOCTN B AnanasoHe BUOAUMOrO
CneKTpa He JOMKEH MpeBbIlaTh: Ha BEPTUKANBbHOW NOBEPXHOCTU cTennaxa Ha Bbicote 1 M oT nona - 20 - 50 nk,
Ha paboumnx ctonax - 100 nk.

3awuta apxvMBHbIX JOKYMEHTOB OT paspyLualoLliero AeNCTBUMS €CTECTBEHHONO M WUCKYCCTBEHHOro cBeTa
OCYLLIECTBSIETCS BO BCEX MOMELLEHMAX apXmBa Npu nobbix Buaax paboTbl C apXMBHBIMU OOKYMEHTaMM.

CaHNTapHO-TUIMEHNYECKNI PEXUM

211.2.5. ApxuBoxpaHunuia w [gpyrve rmnoMelleHuUs apxuBa cofepXatca B 4NCTOTe M nopsiake,
NCKNIoYaoLwemM BO3MOXHOCTb MOABNEHNST HACEKOMbIX, MPbI3YHOB, NNEeCEeHN U Mbifu.

B apxuBoxpaHunuviie npoBOAATCS cuUcTeMaTuyeckasi BraHas ybopka, He pexe OfHOro pasa B roa
obecnbinMBaHNe Mbinecocamn crennaxen, wkados, cpeacTB XpaHeHus (KkOpoboK, namok, ynakoBok). MNpu aTom
LIOKOSbHbIE YacTu cTennaxewn, Nonbl, NAVHTYCbI, MOAOKOHHUKM NPOTUPAOT BOAHLIMY pacTBOPaMmn aHTUCENTUKOB.

B apxuBoxpaHunuuie 3anpeliaeTtcs npebbiBaHWe B BepXHeN odexae, MOKPON WU rpA3Hon obyBu, XpaHeHue
NoBbIX NOCTOPOHHMX NPeaMEeTOB, UCMONb30BaHME MULLEBLIX NPOAYKTOB, a Takke KypeHue.

B apxuBoxpaHunuuie obecneunBaeTca cCBOOOOHAas UMPKYNAUMA BO3Adyxa, UCKMovalowasi obpas3oBaHue
HernpoBeTpMBaeMbIX 30H YCTOMYMBOrO MUKpoKNuMaTa. He gonyckaeTcs pasMelleHne apXuBHbIX AOKYMEHTOB Ha
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nony, NOAOKOHHMKAX, B Hepa3obpaHHbIX Kunax.

OkHa B NOMeLLeHnsAX apxmBa, OTKpbIBAKOLIMECS B TENNOE BPeEMS rofa, 3almLaoTcs ceTkamm ¢ QuaMmeTpom
A4yeek He Bonee 0,5 mMm. 3aWwmTHLIMM ceTkamm OBOPYAYIOTCA TakKe BEHTUMNSLMOHHbIE OTBEPCTUSA B CTEHax,
NOTONKax, Nonax apxXMBOXPaHUNULLA, HAPYXHble OTBEPCTUS BEHTUNALMOHHBIX CUCTEM.

C uenbto obHapyxeHNs HacekoMbIX 1 MIeCHeBbIX TPMOOB apXMBHbIE AOKYMEHTbI (BbIOOPOYHO) U MOMELLEeHMA
apxvMBOXpaHunuw, ABa pas3a B rog (B Hayarme M MO OKOHYaHWM OTONWTENbHOro Ce30Ha) noABepralTCcH
065A3aTenbHOMY SHTOMOMOTMYECKOMY W MUKOMorndeckoMmy ocmoTtpy. [lpu  obHapyxeHun ©Guonormyeckux
BpeauTenen npUHUMAlTCA HeMeaneHHble Mepbl Mo 06paboTke apXMBHbIX AOKYMEHTOB, CPeACTB XpaHeHus,
apXMBOXPaHMULL,

[na npoBegeHns caHMTapHO-TMIIMEeHNYecKknx paboT NNaHNPYTCA CaHUTapHbIe HW.

O6opynoBaHme apxmMBOXpaHUnuLLa cpeacTBaMm XpaHeHus

2.11.3. ApxuBoxpaHunuiie obopyayeTca CTaluMOHapHbIMW WNU  NEepeaBMXHbIMKM - MeTanfnyeckumm
ctennaxamu. [lonyckaeTcsa akcnnyaTaums CyLEeCTBYIOLMX CTaUNOHAPHBIX AEPEBSHHbBIX CTENNAXEN, HaXOASALWNXCS
B HOpPMarbHOM CaHWTapHO-6MonormyeckoMm CcocTtosHUM U o06paboTaHHbIX OrHe3awmuTHeiMKM cocTaBamu. B
apXvMBOXpaHWNULLE C HOPMAaTMBHbIM TEMMEPaTYPHO-BNaXHOCTHbIM  PEXMMOM  OOMNyckaeTcs MpUMEHEeHue
nepeaBmKHbIX MeTannmMyecknx crennaxen. B kauyecTBe BcnomoraTenbHOro Mnu cneumanbHoro obopyaoBaHus
MOryT WCMOSNb30BaTbCsl MeTannuyeckme wkadbl, cendbl, LWKadbI-CTENNAXKW, a Takke CTaunoHapHble
OTCEKUN-BOKChI C MeTaNNMMYeCcKMMM NeperopoakamMm 1 nonkamu.

KWHOOOKYMEHTbI, pyNOHHbIE MUKPOMUITbMbI XPaHATCS B TOPU3OHTANbHOM MOJIOXXEHUN B METANMNYECKUX NN
NNacTUKOBbLIX KOpOoOKax Ha cTennaxax tuna "enodka" nubo Ha cTauMoHapHbIX cTennaxax. KMHoooKyMeHTbl Ha
Heroptoyen TpuvaLeTaTHOW OCHOBE XPaHATCA B HEMSIOTHO 3aKPbIBAKOLWMXCA METaNMYecKnx Unm nnacTUKOBbIX C
OTBEPCTUSAMU KOpOOKax [ns npeaoTBpalleHunss CKannvMBaHWs BHYTPU KOPOOKM MNapoOB YKCYCHOW KUCHMOThI,
BblA€NAEMbIX OCHOBOW KMHOMMEHKMN.

BuoeonokyMeHTbl XpaHATCSl B BEPTUKANbHOM MOMIOXEHUN B 3aBOACKON YNaKOBKe.

He ponyckaetca XpaHeHWe apXMBHbIX AOKYMEHTOB Ha HOCUTENAX C MarHMTHbIM pabouMm crioem Ha
deppoMarHUTHbIX ~ MeTanfIMYeckux CTennaxax; CcTanbHble CTennaxu MoryT OblTb  MCMNOfb30BaHbl B
NCKINIOYNUTENbHBIX CIyyasix, TOMbKO MpW YCNOBUM pasMarHMYMBaHUS U 3aMblkaHUs KOHTYPOB CTennaxa
(coeovHeHre MeTanmnMYecKnx YacTemn cTennaxa anekTponpoBoaoM U NX 3pdEKTUBHOE 3a3eEMIIEHME).

B apxvBoxpaHunuiie ¢ eCTeCTBEHHbIM OCBELLEHNEM CTEMMAXM U LWKadbl OTKPLITOrO TUMa ycTaHaBNMBaOTCS
NepneHaVKyNsApHO CTeHaM C OKOHHbIMM npoemamu. B apxuBoxpaHunuviie ©e3 OKOH CTennaxu W Lkadgebl
yCTaHaBMNMBalOTCA C y4ETOM OCOOGEHHOCTEN MOMELLEHUs, KOHCTPYKUUM 0BOpyaOBaHMSA U HOPM €ro pasMeLleHus.
He ponyckaeTtca pasmelleHne cTennaxen, wkadgoB u gpyroro obopyaoBaHust ONS XpaHEHUS apXMBHbIX
OOKYMEHTOB BMIOTHYO K HAPYXXHbIM CTEHAM 3[4aHMS U K UICTOYHUKaM Tenna.

CTtaumoHapHble cTennaxu u wkadbl yCTaHAaBNMBAKTCS B apXMBOXPaHUNULLAX C COBNogEeHNEM CneayoLmx
HOpM:

paccTosiHue Mexay psgamu ctennaxen (rnasHei npoxogd) - 120 cm;

paccTosiHue (NPOXOA) Mexay cTennaxamm - 75 cm;

pacCcTOsIHUE MEXAY HapY>KHOW CTEHOW 30aHWNst U cTennaxamu, napanmnenbHbIMU CTeHE, - 75 cM;

paccTosiHUe Mexay CTEHOW 1 TOPLIOM cTennaxa nnu wkadga (odxoa) - 45 cwm;

paccTosiHMe Mexay nofioM U HUXKHEW Nonkon ctennaxa (wkada) - He MmeHee 15 cM, B LIOKOSbHbIX 3Taxax -
He meHee 30 cwm.

PaccTosHus (npoxogbl) Ans obopygoBaHUS C BbIABVMXHBIMW SLLMKAMWU PaCCYUTBLIBAOTCS MO CreuvarnbHbIM
HOpMam C y4eToM Turnopasmepa 06opyaoBaHUS.

ApXMBHblE OOKYMEHTbl Ha OyMaXHOW OCHOBE pa3MELLalTCs Ha CTennaxax, B MeTannMyeckux Lwkadgax
rOPU30OHTAaIbHO MM BEPTMKANbHO B KOPOBKax Ui Apyrnx NepBUYHbIX CpeacTBax XpaHeHus (mankax, dpyrnapax u
T.M.).

Kaxxgas eguHMua XpaHeHust ayguoBM3yanbHOrO WM 3MEKTPOHHOrO [OKYMEHTa  yknagplBaetcs B
HErepMeTUYHYIO MHAMBUOYArNbHYK YNakoBKy. Mpy 3TOM OOIMKHO ObITb WCKMOYEHO CBOOOAHOE nepemelleHne
apXMBHOMO AOKYMEHTa BHYTPMW YNaKOBKMU.

OpraHusaumsa XxpaHeHUs1 apXMBHbIX JOKYMEHTOB B apXMBOXPaHUNNLLE
2.11.4. OpraHusaums XpaHeHUsi apXMBHbIX OOKYMEHTOB B apXMBOXpPaHWUMULLE - cUCTeMa MepOnpuUATUN,

BKnw4awuwada paunoHanbHOe pasmMelleHne apXmMBHbIX OOKYMEHTOB, KOHTPOJIb 3a UX OABUXEHUEeM U (bl/l3|/l‘-|eCKl/IM
COCTOAHMEM, KOoNMnpoBaHMe apXmBHbIX OKYMEHTOB C Leflbio CO34aHuA CTpaxoBoro C*)OHLla n cb0H,qa noJsib3oBaHU4,
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BOCCTaHOBMEHME (pecTaBpauunio) nepBoHayvanbHbIX UMW GRM3KMX K NepBOHAyarnbHbIM CBOWCTB M BHELLHMUX
NPU3HaKoB apXMBHbIX JOKYMEHTOB, NOABEPILUMXCHA NOBPEXAEHN0 NnMbo paspyLUeHnto.

O6wwme TpeboBaHUA K pasMeLLeHN0 apXMBHbIX JOKYMEHTOB

2.11.4.1. ApxvBHble OOKYMEHTbl B apXWUBOXpaHWIMLLE pacrnonaralTcs B nopsigke, obecneuymBarowemM ux
KOMMNJIEKCHbIE YYET U XpaHeHWe, a Takke onepaTUBHbIN MOWUCK.

Mopsaok pacnonoXeHust apxmBHbIX (POHOOB B apxXuBE onpenensdeTcs MnnaHoMm (CXeMomn) MX pasMeLleHus,
yTBEpXAaeMbIM pykoBoautenem apxmsa. naH (cxema) npegycmaTtpuBaeT pacnpegeneHme apxmBHbix OHA0B MO
apXMBOXPaHUMMLLY C yKa3aHWeM Mpu HeoOXOAMMOCTM MX HOMEPOB MO KaXAOMY CTeNnnaxy apxmBoXpaHuiuvLia.
lMnaH (cxema) HaxoauTca B nogpasgeneHvuy, OCyecTBhSIWeM y4eT OOKYMEHTOB apxuBa, unu y paboTHuka,
OTBETCTBEHHOIO 3a y4eT, a COOTBETCTBYIOLUME €ro pasgenbl - B apXUBOXpaHunuLe.

Pa3meLlueHre apxmBHbIX JOKYMEHTOB 060COBNEHHOr0 XpaHeHus

211.4.1.1. OBOCOGNeHHOMY XpaHeHWI0 MoAnexar crnegylwmne apxuBHble [OOKYMEHTbI: CeKpeTHbIE;
YHUKanbHble; vMeowmne B OQOpMAEHNM Wnn MpUOXKEHWUM K HUM [paroueHHble MeTanfbl U KamHW; Ha
HWTPOOCHOBE; NOpaXeHHble BMonornyeckMmMun BpeaMTensamu; nepegaHHble No AOTOBOPY Ha XpaHeHWe B apXuB U He
OTHECeHHble K cocTaBy ApxmHoro coHaa Poccunckon denepaumm.

MecTo pacnonoxeHus 1 nnowagb, Bolgensemas ans pasmelleHns apxXyMBHbIX AOKYMEHTOB 060cobneHHoro
XpaHeHWs, OnpefensioTCa apxvMBOM WCXOAS W3 peanbHblX BO3MOXHOCTEN W MEPCneKTUBHbIX 0ObemoB
KOMMNIIEKTOBaHUSA apxmea.

PasmelleHne CeKpeTHbIX apXMBHbIX AOKYMEHTOB OCYLUECTBMSAETCA B COOTBETCTBUM C TpebosaHnsamM
HOpMaTMUBHbIX JOKYMEHTOB M0 obecneyeHmnto pexmma cekpeTHocTu B Poccuiickon ®egepaunn.

BpemeHHOe coBMEeCTHOe XpaHEeHWe CEKpPeTHbIX W pacCeKpPeYeHHbIX Aern B apXMBOXPaHUMULLE CEeKPEeTHbIX
apXMBHbIX OOKYMEHTOB [OMYCKAeTCH B WCKIOYUTENbHLIX CryyYasx npu OTCYTCTBMM CBOGOAHbIX Mrowagen ans
pasMeLLeHns paccekpeyeHHbIX gen.

YHVKanbHble OOKYMEHTbl U apXMBHble OOKYMEHTbl, MMerowme B OOPMAEHUA UNN MPUIIOKEHUN K HUM
AparoueHHble MeTanmbl U KaMHW, U3bIMalOTCA M3 COCTaBa apXuBHbIX (OOHAOB M Moanexat cendOBOMY XPaHEHMIO.
Ha mecTo u3BbATOro apxvMBHOrO AOKYMEHTa BKMNaAblBAeTCA KapTa-damecTuTenb W Npu HeobXoaMMOCTW Komus
apXVMBHOIO AOKYMEHTA.

AyaunoBusyarbHble U 3NEKTPOHHbIE JOKYMEHTbI XpPaHATCA B 060CO6NEHHbIX MOMELLEHMAX B 3aBUCUMOCTH OT
HOPMAaTUBHbIX PEXMMOB XPaHEHUS ANIA X HOCUTENEeN.

B ogHOM apxuBOxpaHunve MOryT pasmellaTbCs apxvBHble AOKYMEHTbl pa3Horo Buga, Ho Tpebyiwouiune
O[MHAKOBbIX PEXMMOB XpaHeHUs (Hanpumep, apXMBHbIE JOKYMEHTbI HA MarHUTHbIX JIEHTaX U QUCKOBbIX HOCUTENSAX
C MarHWTHbIM CIOEM; apXMBHblE AOKYMEHTbI Ha KMHOMMNEHKEe, MUKPOOpMbI 1 Ap.).

PasmelueHne poHaa nonb30BaHUA

2.11.4.1.2. ®oHp Nonb30BaHUA pasMeLLaeTcs B 3aBMCUMOCTU OT BUAA HOCUTENS KOMUIA.

Konuu coHaa nonb3oBaHus Ha GymakHOW OCHOBe (B TOM 4Yucne OOTOKOMMM), Kak MpaBWUio, XPaHSATCS
BMECTE C MOASIMHHBIMN apPXUBHBIMWU JOKYMEHTaMM Ha OyMaXKHOW OCHOBE Ha OTAESbHbIX CTENnaXax unu B wkadgax
B Nopsiike HOMEPOB apXMBHbIX (POHAOB U AEr.

Konuu cpoHaa nonb3oBaHUsA Ha NfIEHOYHOW OCHOBE Pa3MELLATCHA B apXMBOXPaHUIULLAX C HOPMATMBHbLIMM
ONS HAX pexnmamMmn XpaHeHus.

B kaxgpbIi GOKC BKNagbIBaeTCs OTPE30K MIIEHKM, HA KOTOPOM OTCHATO OA4HO AENO U ero Yactb. B nopsgke
WCKIIOYEHMS Npu HeBOomnbLIOM OObeMe Aena B OOHOM OTpPEe3Ke MOXET HaxoauTbCsl He Donee Tpex CKOMMPOBAHHbIX
aen.

Pa3melueHune YY4ETHbIX JOKYMEHTOB

2.11.4.1.3. OcHoBHble (06si3aTenbHbIE) M BCMOMOraTenbHble Y4YeTHblE OOKYMEHTbl apxumBa (cm. n. 3.4)
pa3meLlalTca B U30IMpPOBaHHOM MoMeLleHun unn paboyeM nomelleHnm paboTHUKa(oB), OTBETCTBEHHOrO(bIX) 3a
yyeT OOKYMEHTOB apxmBa.

OcHoBHble M BcroMoraTenbHble  y4eTHble  OOKYMEHTbl  apXuBOXpaHunuia pasMellarTcs B
apxvBOXpaHunuLLe nnu B paboyem nomeLLeHUn paboTHNKOB apXMBOXPaHUULLA.

OTBETCTBEHHBIMM 3@ COXPaHHOCTb W WCMOMb30BaHWE YYETHbIX [OOKYMEHTOB SBMSATCA paboTHUKM,
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OCYLLEeCTBASOLLNE UX BEAEHNE B COOTBETCTBYIOLLIEM CTPYKTYPHOM NOAPa3faeneHnm U no apxmBy B LIENOM.

[MepBble ak3eMnNApbl ONUcen aen, JOKYMEHTOB pas3MeLLalTcs B N30MIMPOBAHHOM NoMeLLeHUN unu padbodem
nomeLlleHmm paboTHMKa(oOB), OTBETCTBEHHOro(bIX) 3a y4eT AOKYMEHTOB apxmBa, ¢ obsa3atenbHbiM cobniogeHnem
PEXUMOB XPaHEHUS!, YCTAHOBMNEHHbIX AN NOANUHHBIX apXMBHbIX JOKYMEHTOB Ha BymMaXKHOW OCHOBE.

BTopble ak3eMnnsipbl onucew en, JOKYMEHTOB pas3MELLalTCs B M30SIMPOBAHHON 30HE apXMBOXpaHuUnuiia
Ha cTennaxe unu B WwWkagy.

TpeTbu ak3eMnnapbl oNucen Aer, JOKYMEHTOB pa3MeLLaloTCs B YuTanbHOM 3are.

Mopsaok HyMepauun NoOMeLLEHI apxmBa, CTensaxen, Wwkadgos,
nosok. BeaeHwne Tonorpaduyecknx ykasarenen

2.11.4.2. Bce nomelleHuss apxuBa (34aHusl, 9Taxu, SPYCbl, apXUBOXPaHWUMWLLE, KOMHaTbl), a Takke
cTennaxu, cendbl, Wwkadbl U NOSNKN HYMEPYHOTCS.

B kaxxgoM OTAenbHOM MOMELLEHUN CTennaxm u Wkadbl HYMepyrTCa CaMOCTOSATENBHO CreBa Hanpaso OT
Bxogda. [Monkun Ha cTennaxax v B wkadax HyMepylTCs CBEPXY BHM3 CrieBa Hanpaso.

B uenax 3akpenneHus MecTa XpaHEHUs W MOUCKA apXMBHbIX [OKYMEHTOB B apXuBOXpaHWnuLie
COCTaBnATCA NOOHAOBLIE M MOCTENMaXHble TonorpaduyeckMe ykasaTenu. Tonorpaduyeckve ykasaTenu
COCTaBMAKTCHA B KAPTOYHOW MIN NUCTOBOW hOpMeE B HEOOXOAMMOM KONMYECTBE IK3EMMISPOB.

KapToyka nodoHOoBOro TOMOrpadpuyeckoro ykasaTensi COCTaBNsAeTCs OTAENbHO Ha KaXAbli apXMBHBIN
doHA; 9TM KapTOukM pacnonaraloTcs B MNOpsAKE HOMEPOB apxMBHbIX (oHAOB. KapTouka nocTennaxHoro
Tonorpacunyeckoro ykasaTensi COCTaBMAETCA Ha KaXAbl CTENnax; 9TW KapTOYKM pacnonaralTcs No nopsigky
HOMEpPOB CTennaxen B npegenax OTAenbHoro nomeweHunss. OguH ak3emnnap Tonorpaduyeckmx ykasartenen
XpaHutcs y paboTHuka(oB), OTBETCTBEHHOrO(bIX) 3@ y4eT JOKYMEHTOB apXxmBa, BTOPOW - B apXMBOXPaHUIULLE.

BepgeHne Tomorpadmyecknx ykasatenem MOXeT OCYLWeCTBNATbCA Ha OymaxHOM Hocutene unuM B
aBTOMaTU3MPOBaHHOM PEXMME B COOTBETCTBMU C YCTAHOBMEHHBLIMWN PEKBU3NTaMMU.

N3meHeHns B pasMeLleHMM apXuBHbIX AOKYMEHTOB CBOEBPEMEHHO OTPaXKaloTCs BO BCEX 3K3emnnspax
Tonorpaduryeckux ykasaTeneu, a Takke B nnaHe (cxeme) pasMmeLleHns apxmBHbIX (POHAOB.

OdbopmneHne SpIbIKOB Ha NEPBUYHBIX CPEACTBaX XpaHeHWs!
APXMBHBIX OKYMEHTOB

2.11.4.3. Kaxpgoe nepBMYHOE CPEACTBO XpPaHEHUS1 apXuBHbIX OOKYMEHTOB (kopoOka, namka u T.4.)
cHabxaeTcsa APMbIKOM, HA KOTOPOM YKa3biBalOTCA Ha3BaHWE U HOMeEP apxXMBHOro oHAa, a Takke HOMep onucu
Oen, DOKYMEHTOB, HOMepa e4VHUL, XPaHEeHUS, Haxo4saLmMXcs B KOpobke.

Hagnucn Ha spnblkax MCMOMHAKTCA Tunorpadpckum cnocobom, Tywbk WUnmM cneyuanbHbiMUA - YepPHbIMU
BOAOCTOMKMMM YepHunamu. [lonyckaetcs NCnonb3oBaHMe LUTaMmnoB U APYrnX aHanornyHbix cpeacTs.

MpoBepka HanMuMsa 1 COCTOSIHWS apXMBHBIX JOKYMEHTOB
1 opraHusaums po3bicka HeOBHapYKEHHbIX JOKYMEHTOB

2.11.5. lpoBepKka HanMUuMs U COCTOSIHUS apPXMBHbLIX LOKYMEHTOB MNPOBOAUTCHA B LEMSX YCTaHOBMEHUS
hakTMYeCKOro HanuumMs HaxogAWMUXCS Ha XpaHEeHWUM apXMBHbIX [OOKYMEHTOB W BbISIBIIEHUS] OTCYTCTBYHLLMX
apXMBHbIX AOKYMEHTOB A5l OPraHn3auun nx po3biCKa; BbISIBIIEHUS U YCTPAHEHUSA HEAOCTATKOB B yYeTe apXMBHbIX
OOKYMEHTOB; BbISIBIIEHUS n yyeTa apXUBHbIX OOKYMEHTOB, TpebyoLwmnx pecTaBpaLVOHHOMN,
KOHCEpPBALMOHHO-NPOMUNAKTUYECKOM N TEXHUYECKO 00paboTKu.

[MpoBEPKM HANMUuUMs U COCTOSIHUST APXMBHBIX OOKYMEHTOB MPOBOAATCA B MIIAHOBOM MOpsAKe, a Takke
€[MHOBPEMEHHO (BHEOYepeaHble).

B rocynapcTBeHHOM apxuBe, My3ee, 6ubnmoTteke, apxuse PoccuMnckon akagemMmmmn Hayk niaHoBas LMKInYHas
NnpoBepKa HanMuns 1 COCTOSHMS NMPOBOAMNTCS:

YHUKaNbHbBIX JOKYMEHTOB - €XErogHo;

0Cc000 LiEHHbIX JOKYMEHTOB Ha BymaHol ocHoBe - oauH pa3 B 10 net (B rocyaapcTBeHHon 6ubnuoTeke -
OoavH pa3s B 5 ner);

ay[oMoBM3yarbHbIX U 3NEKTPOHHbIX JOKYMEHTOB - OAMH pa3 B 5 neT;

KMHOOOKYMEHTOB Ha HUTPOOCHOBE - OAWH pas3 B 2 roa.

LIMKNUYHOCTb NPOBEPKUN HanNMumnsi ocTanbHbIX apXMBHbBIX JOKYMEHTOB ONpeaenseTcsi Ha OCHOBaHWMMN peLLeHs
3KCMEePTHO-METOANYECKON KOMUCCUM (UNM  ApYroro CoBeLlaTeNnbHOro oOpraHa) apxvBa B 3aBUCUMOCTU  OT
WHTEHCMBHOCTM MCMOMb30BaHMS U COCTOSIHMS yYeTa apXUBHbIX JOKYMEHTOB, HO HE MeHee OAHOro pasa B 25 net (B
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rocygapctBeHHom 6ubnuoteke - oauH pas B 15 ner).

lMpoBepka HanNMuuA U COCTOSHUS CEeKPeTHbIX apXUBHbIX [OOKYMEHTOB OCYLLECTBMSETCS B nopsiake,
YCTaHOBMEHHOM ANt CEKPETHBIX apXMBHbIX JOKYMEHTOB.

B MyHuumnansHoMm apxuBe, My3ee, 6ubnvoTeke nnaHoBas UMKNWYHASA MPOBEPKA Hamnuyus apXuBHbIX
DoKyMeHTOB nposoantca 1 pas B 10 ner.

B cnyvae ctuxmiiHblix 6€4CTBMI, MacCOBbIX NepeMeLLeHNn U Apyrnx ob6CToATeNbCTB, B pe3ynbTaTe KOTOPbIX
MOryT OblTb YyTpayeHbl WNAW MOBPEXAEHbl apxvBHble [AOKYMEHTbl, a Takke Mpu CMeHe 3aBeayHLumX
apxuBoOXpaHunuLamMm npoBOAUTCH BHeouyepeaHas efMHOBPEeMEHHas MpoBepKa HanuunMs u COCTOAHWUS BCEX
AOKYMEHTOB apxmBa Unu ux otaernbHbIX YacTen (rpynn).

B Havyane npoBepkM HamMuMa W COCTOSIHUSA apXMBHbLIX [OKYMEHTOB MPOBOAMTCA BbIBEPKA Y4YETHbIX
OOKYMEHTOB, KOTOpasi BKMOYaeT: YCTaHOBMEHWE MOSHOTbl YYETHbIX OOKYMEHTOB Ha NpoOBepsieMble apXMBHblIE
OHAbI M apXUBHbIE JOKYMEHTbI, CBEPKY MX COMOCTaBUMbIX MoKasaTenemn, yToYHeHNe nopsgka Hymepaumm eanHnL,
XpaHeHus no onucu gern, AOKYMEHTOB (KHWre ydyeTa M OnucaHus) U NpOBEpKY NPaBUIIbHOCTU COCTaBMEHUS WX
NTOroBbIX 3anucen. BbiBepka ydyeTHOW AOKYMEHTauunm K NpoBepka ee Hanvyinsg MOXeT NpoBOAUTBCA U Kak
CaMOCTOSATENbHbIV BUA paboTbl.

[MpoBepKy HanMuMsi U COCTOSHUS apXMBHbIX AOKYMEHTOB B rOCy4apCTBEHHOM apxuBe MNpoBOAAT, Kak
npasuno, Asa paboTHuKa.

Mpu NpoBepke HaNMUNa eAnHULL XPaHEHWUs, apXUBHbIE JOKYMEHTbI KOTOPbIX YYTEHbI MO BHYTPEHHUM ONUCAM,
NPOBOAMUTCA CBEpKa Hanuyns apxXuBHbIX JOKYMEHTOB C BHYTPEHHEN OMUCHLIO, a Takke CBepka Hanu4yms NUCToB B
eQuHMLAax XpaHeHusi, Noanexalumx XpaHeHuto B HecOpolutopoBaHHOM (6e3 noalwmeku) Buae. EAnHMLBI XpaHeHns ¢
YHUKanNbHbIMU AOKYyMeHTaMu 06s3aTenbHO NPOBEPSATCA NOMMCTHO.

ApXxvBHble AOKYMEHTbI, BblAaHHble B 4YMTarnbHbIA 3an U paboune nNomelleHWs apxvBa, NPOBEPSIOTCA Ha
0OBLWMX OCHOBaHMAX, UX LWKPPblI YCTaHABMUBAKTCA MO KapTam-3aMecTUTensiM M KHUram BblAavuM apXUBHbIX
OOKYMEHTOB M3 apXMBOXPaHUNuLL. APXUBHbIE OOKYMEHTbI, BblAaHHbIE BO BPEMEHHOE MOMb30BaHWe, NPOBEPSITCA
MO KHUram 1 akTam Bbi4aun Y CYUTaOTCH UMEOLLMMUCS B Hanmymm.

Mpu npoBepke HaNN4YnsA U COCTOAHMS apXMBHbBIX AOKYMEHTOB He0b6Xxoaumo:

COXpPaHATb MOPSOOK PacMoNiOKEHUS apXMBHbIX AOKYMEHTOB Ha CTennaxax W B MNEepBUYHbIX CpeacTBax
XpaHeHus;

noaknagpiBaTb Ha CBOM MecTa obHapyXeHHble BO BPeMs MPOBEPKN HEMPaBUSIbHO NOAMNOXEHHbIE eAVNHULbI
XpaHeHus AaHHOro apxmBHoro oHaa;

usbiMaTb U3 NPOBEpPsieMOro apxumBHoro doHaa (KOMMMekca apxuBHLIX [OOKYMEHTOB) W nepefasaTtb
XPaHUTESIO HEMpPaBUITbHO NOANOXEHHbIE eAVHULBI XpaHEHUS APYrUX apXMBHbLIX POHOOB;

M3biMaTb €OVHULbI XPaHEeHWs, 3apaXKeHHble NeCeHbl UM ApYrummn Guonornyeckumy BpeauTensMu, Ans
HeMeaneHHOW MX M3onsaumu;

u3blMaTb €OUHWLbl XPaHEHWsl, He BHECEHHble B ONUCb Aer, AOKYMEHTOB (KHUry y4eTa M onucaHus), u
noMeLlatb MX B KOHeL, apXMBHOro hoHAa (KOMMrekca apxXuBHbIX AOKYMEHTOB) ONd nocnegywowen obpaboTtku u
OnMcaHus B CPOKMK, YCTAHOBIEHHbIE PYKOBOACTBOM apxmBa.

B xoge npoBepkn HanNMunst U COCTOSIHUSA apXMBHbIX JOKYMEHTOB He AOMyCKaeTCs:

BHOCMWTb B ONUCb Aer, AOKYMEHTOB (KHUTY y4eTa 1 ONnCaHns) HeyYTeHHble eANHNLbI XPaHEHUS;

jenatb Kakue-nnbo nomeTbl, MCMPaBNEHUS UMW 3annucyu B OMUCHAX AeN, AOKYMEHTOB W APYrnX YYeTHbIX
OOKYMEHTax.

PesynbTaTbl NpOBEPKM HaNMMuMs WM COCTOSHUS apXMBHbIX AOKYMEHTOB W OOHapyXeHHble B ee XxoAe
HefocTaTKM (PUKCUPYIOTCA B NUCTE MPOBEPKN HANMMUYMSA N COCTOSHUSA apXUBHLIX JOKYMEHTOB U B akTe NPOBEpPKU
Hanuunsi 1 COCTOSIHUS apXUBHbIX JOKYMEHTOB.

JInCT NpoBepkn HamuumMs U COCTOSIHUSI apXMBHbIX OOKYMEHTOB COCTaBnsSieTCH HemnocpeaCcTBEHHO B XoAe
NPOBEPKW, Kak NpaBuiio, Ha Kaxayl OnuUCb Aern, AOKYMEHTOB OTAenbHO. [pu npoBepke Hebomblwmx no obbemy
apXuBHbIX (HOHAOB AOMYCKAETCA COCTaBMEHMe OOHOro NMcTa NPOBEPKM Ha BCe Onucy gen, JOKyMeHToB. B cnydvae
obHapyXeHus B XO04e NPOBEPKN HaNMunsi U COCTOAHMSA apXMBHbIX JOKYMEHTOB HEAOCTaTKOB, HE NPedyCMOTPEHHbIX
rpad®amm nucta MpOBEpKW, a Tawkke nNpu MOMMCTHOW MpOBepKke pnAen B JIMCT BBOAATCA YTOYHEHMS MU
OOMONHUTENbHbIE PEKBM3NTLI. JINCTbI MPOBEPKM HYMEPYIOTCA B BarioBOM Nnopsgke B nNpegernax apxmBHoOro oHaa
Nno Kaxaown NpoBepke 1 NOANUCLIBAOTCA UCMONHUTENSAMMU.

Ha ocHoBaHuuM nucta (NMCTOB) NPOBEPKM COCTaBMSAETCA aKT MPOBEPKU Hanu4us U COCTOSHUS apXUBHbIX
AokyMeHToB. OJHOBPEMEHHO C aKkTOM TMpPOBEPKU HanMUuMs U  COCTOSHWUS apXMBHBLIX [OKYMEHTOB Npu
HeobX0AMMOCTM COCTaBMIAOTCA aKT O TEXHUYECKMX owwmbKax B Y4YeTHbIX [OKyMeHTax; akT o6 obHapyxeHun
apXUBHbIX JOKYMEHTOB; aKT O HEMCNPAaBUMbIX MOBPEXAEHUAX AOKYMEHTOB (npunoxeHne N 1) u gpyrue akTbl.

Mo OKOHYaHWM NPOBEPKN HanM4Ms U COCTOSIHUSA apXMBHbLIX JOKYMEHTOB B KOHLIE OMUCK Aefl, AOKYMEHTOB
(kMM yyeta M onucaHusl) NPOCTaBRAKTCHA LWTamn "MpoBepeHo”, AaTta, AOMKHOCTb M MOANWCH  Nnua,
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NPOU3BOAUBLLETO NPOBEPKY.

B cnyyae obHapyxxeHus B MTOFOBOW 3anucu onucy Aen, JOKYMEHTOB (KHUMM yYeTa U ONUCaHns) HeyYTeHHbIX
NUTEPHBLIX M MPONYLLEHHbIX MOPSIAKOBbIX HOMEPOB, BbIObIBLUMX B COOTBETCTBMU C YCTAHOBMEHHbLIM MOPSLAKOM
€[MHWL, XpaHeHus1, UTOroBas 3anuncb NepecocTaBnsaeTcs.

Ha Bce oTcyTcTBYylOWME B XOA€E MPOBEPKU HANMNUUA U COCTOSHUS apXMBHLIX AOKYMEHTOB €MHULblI XpaHEHUS
COCTaBMAKTCHA KapTOYKM yyeTa HeoBHapyKeHHbIX apXMBHbIX OOKYMEHTOB. BegeHue kapToTekn HeoBHapyXeHHbIX
APXMBHBIX JOKYMEHTOB OCYLLECTBIISETCS LLEeHTPanM3oBaHHO Ha ByMaXkHOM HOocuTene nnM B aBToMaTu3npoBaHHOM
pexvMe B COOTBETCTBUM C PEKBU3MTAMUN KAPTOYKM ydeTa HeOOHapyKEHHbIX apXMBHbIX OKYMEHTOB.

PesynbTaTbl NpoBepkn (PU3NYECKOTO COCTOSIHUSA apXMBHbIX OOKYMEHTOB 3aHOCHATCS B KapTOTEKY (KHUrY)
yyeTa un3nN4eCcKoro (TEXHUMYECKOrO) COCTOSIHUSA apXMBHbIX JOKYMEHTOB.

lMpoBepka HaNMWYUsA M COCTOSHUSA apXMBHbIX [OKYMEHTOB CUMTaeTCA 3aBepLUEeHHOW NOoCre BHEeCeHWs
N3MEHEHWI BO BCE Y4ETHbIE JOKYMEHTHI.

lMocne nNpoBepkM HanMUuMs M COCTOSHUSA apXMBHbIX OOKYMEHTOB KOPOOKM C apXMBHbIMU AOKYMEHTamu
onevaTtblBalTCS.

Po3bick apXxMBHbIX AOKYMEHTOB, HEe OOHapY>KEeHHbIX B X04€e NPOBEPKN HANN4YnsA U COCTOSIHUSA, OpraHn3yeTcs ¢
MOMEHTA BbISIBNIEHUSA X OTCYTCTBMSA U NPOBOAUNTCS B T€YEHME OAHOrO rofa Kak HenmocpeaCcTBEHHO B apxmBe, Tak U
B Apyrux opraHusaumsx. PykoBoacTBO apxmBa Bnpase npoanvTb CPOK PO3biCKa HA OCHOBAHUW AOKNaAHOW 3armcku
pyKOBOAMTENS COOTBETCTBYIOLLIErO CTPYKTYPHOro noapasaeneHust apxumea.

ApXMBHbIE JOKYMEHTbI, OOHapY>XeHHbIE B X04e po3biCka, NEPEefatTCA XPaHWUTENIO, KOTOPLIN NoaknaabiBaeT
nx Ha mecto. B nucte npoeepku B rpadgpe "lMpumevaHne" B KapToTeke HeOOHapPYKEHHbIX apXUBHbLIX JOKYMEHTOB
aenaeTtca oTMeTka o6 OOHapyXeHUM apXMBHbIX OOKYMEHTOB, KOTOpas 3aBepseTcsl MOAMUCHI0 3aBedylollero
apxmMBOXpaHUnumLiem (MyHULMNanbsHbIM apXmBoMm).

ApXMBHbIE OOKYMEHTbI, MPUYUHBI OTCYTCTBUSA KOTOPbIX NOATBEPXKAEHbBI JOKYMEHTaNbHO, CHUMAKTCSA C yveTa
B YCT@HOBMEHHOM MOopsakKe.

Ha apxuBHble OOKYMeHTbl, He OBHapyXeHHble B XOA4e pOo3biCka, COCTABMSIOTCA akT O HeobHapyXeHuu
OOKYMEHTOB, NyTU po3biCka KOTOpbIX ucuyepnadbl (npunoxeHne N 2), n nogpobHas crnpaBka O npoBefeHuM
po3biCKa, KOTOpble BMECTE C aKTOM MPOBEPKM Hanmuuns U COCTOSIHUSI apXMBHbIX JOKYMEHTOB NPeACcTaBnsioTCs B
BbILUECTOALLMN YNONTHOMOYEHHbIN OpraH WCMNOMHUTENBHOM BNacTu B cdepe apxMBHOro Aena AN MNPUHATUS
OKOHYaTEeNbHOro peLleHnst O CHATUN C ydeTa Takmx apXmMBHbIX JOKYMEHTOB.

PelieHne o0 CHATUM apxXMBHbIX OOKYMEHTOB C yyeTa OOpMIISieTCs MpuMKasoM pykoBoOUTENs apxmeBa Ha
OCHOBaHUWN NMUCbMEHHOIO paspeLleHns COOTBETCTBYIOLLEro YNOHOMOYEHHOro opraHa UCMNONHUTENbHON BNacTu B
cchepe apxuBHOro gena.

CHatve c ydyeTta gokymeHToB ApxuBHoro coHga Poccuiickon ®depepauumn, OOHOBPEMEHHO BXOAALWMX B
coctaB MyselHoro dpoHaa Poccuiickon deagepaLmm, OCyLECTBASETCS B COOTBETCTBUM C HacToswmmn Mpasunamm
N NOpsOKOM, YCTAHOBIIEHHbIM CreunanbHO YNONHOMOYEHHbIM dedeparnibHbIM OpraHOM WCMOMHUTENbHOW BRAacTu
ansa MysewnHoro cooHaa Poccuiickon ®epepayuu.

CHaTne c yyeTa gokymeHToB ApxumBHoro ¢oHga Poccuiickon ®epepauny, OOHOBPEMEHHO BXOAALUMX B
coctaB 6MbnMoTeyHbix (POHOOB, OCYLLECTBASETCA B COOTBETCTBUM C HacTodwumu [NpaBunamy n nopsgkom,
YCTaHOBMEHHbIM  CneuManbHO  YNOMHOMOYEHHbIM — (befepanbHbiM - OpraHoOM  MCMOMHUTENbHOW  BRactu  Ans
61bnmoTeuHbIx oHaoB Poccuiickon ®epepaunn.

B kapToTeke HeOOHapYXEHHbIX apXMBHbIX JOKYMEHTOB AeMnaeTcs OTMETKa O CHATMU apXMBHbIX JOKYMEHTOB C
yyeTa.

B cpoku, ycTaHOBMNEHHbIE PYKOBOACTBOM apxmBa, CUCTEMATUYECKM MPOBOAATCH MOMHblE UMK BbIOGOPOYHbIE
NPOBEPKN HanMMunsg U COCTOSIHUS apXMBHbIX AOKYMEHTOB, BblJaBaBLUMXCA M3 apXMBOXPaHUNULL B TeyeHue ropa.
PesynbTaTthbl ykazaHHOMW NPOBEPKN OPOPMNATCA:

npv MOATBEPXKOEHWM Hamnmuuua Oen - B Buae AOKNagHOW 3anucku paboTHuKa, OTBETCTBEHHOrO 3a
OopraHm3aumio NPOBEPKU HanMuns;

npu OTCYTCTBMM Kaknx-nmbo gen 6e3 4OKyMEHTMPOBaHHOIO 060CHOBaHUSA - B yCTAHOBIIEHHOM MOpPSiAKe.

Mpu BbISBNEHMN HEOBOCHOBAHHOTO OTCYTCTBMS apXUBHbIX AOKYMEHTOB OCYLLECTBASETCH MX OnepaTuBHbIN
posbick. B cnyyae 6e3pe3ynbTaTHOCTM po3biCKa OTCYTCTBYIOLLME apXMBHbIE JOKYMEHTbI BKIOYAKOTCS B KAPTOTEKY
HeoGHapyXeHHbIX JOKYMEHTOB 411 AarbHENLLEro Ux po3bicka.

I'IposepKa TEXHNYECKOro n (bI/ISVIKO-XMMW-IeCKOFO COCTOAHUA
AdPXUBHbIX JOKYMEHTOB. BoisiBneHue APXUBHbIX JOKYMEHTOB
C noBpexgeHnaMmm matepuarbHbIX HOCUTENEN U TEKCTOB

2.11.6.1. lNMpuem n pasmelleHe B apXMBOXPaHMIULLAX apXMBHbIX AOKYMEHTOB, MOCTYNUBLUMX B apxmB 6e3
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npeaBapuTenbHOW MPOBEPKN UX (PU3BUYECKOTO COCTOSHMSA, He JonyckatoTcd. lNMocTynmBlUME B apXuB apXMBHbIE
OOKYMEHTbl A0 nepefadv B apXMBOXpaHWnuvLLE pasmeLlaloT B NMOMELLEHWM npyvemMa U BPEMEHHOro XpaHeHus,
ocsBoboxaaloT OT TPaAHCMOPTHOW Tapbl, packnaablBaloT Ha cTennaxax u ctonax. He gonyckaeTtcs cknaguposaHue
NOCTYNUBLUNX apXMBHbIX AOKYMEHTOB B Hepa3obpaHHOM Buae.

OueHka U3NYECKOTO U TEXHWYECKOro COCTOSHMSA MOCTYMMBLUMX apXUBHbIX AOKYMEHTOB, a Takke WX
CTPaxoBbIX KOMWI NPOBOAMTCHA He No3gHee 3 MecsALEeB C MOMEHTa NpueMa apXmMBHbIX JOKYMEHTOB B apXuB.

B pesynbTarte oueHkn (PU3NYEeCcKoro COCTOAHNSA apXMBHbIX AOKYMEHTOB Ha BymaxKHOW OCHOBE BbISBMSAIOTCA
apxvBHble [OOKYMEHTbI: MNOpaXeHHble ©Ouonornyeckumn BpeauTensMu; C  MOBbILWEHHOW BRAXHOCTbIO; C
nospexaeHnamu 6ymaru n TekcTa; 3anbifieHHble. [1pn 3ToM yaaneHuio noanexart Bce MOCTOPOHHNE, HaxoasLmecs
B Aenax, nankax, kopobkax npeameTbl: MeTannnyeckme, KapToHHble, DyMakHble U Apyrve 3aknagku, NPOKNaaKw,
CKPEernku u T.n.

lMpn OUEeHKe TEeXHNYEeCKOro COCTOSIHUSA ayauvoBU3YyaribHbIX W 3NEKTPOHHbLIX OOKYMEHTOB, a Takke WX
CTPaxoBbIX KOMWM YCTaHaBNMBaeTCA BO3MOXHOCTb CUWUTbIBAHWS WHOPMaUMM C MaTepuanbHOro HocUTens,
COOTBETCTBME TEXHUYECKUX XapaKTEePUCTMK ITUX OOKYMEHTOB CBEAEHUSAM, COAEePXalLUMMCS B COMPOBOXAAMOLLMX
akTax TexHU4eckoro coctosiHus. OOQHOBPEMEHHO BbISBMSAETCA BUL OCHOBbl KMHOMOTOAOKYMEHTa. ApXMBHbIE
OOKYMEHTbl Ha HUTPOOCHOBE noAnexaTt HemMmearneHHOW NPoBepKe Ha CTabUNbHOCTb.

Mpn obHapyxeHUn aedekToB COCTaBNAETCA akT NPOU3BOSIbHOM DOPMbI, OTpaXKarLUA XxapakTep AedekToB
1 Mepbl MO UX YCTPaHEHWIo. YCTpaHeHne aedeKToB NPOBOAUTCS 3@ CHET UCTOYHMKA KOMMIEKTOBAHUS.

MocTynuBLUME apXMBHble OOKYMEHTbI, NOpaXeHHble BMonorMyeckumMmn BpeamTensammn (HacekoMble, akT1BHas
nneceHb), HaNPaBnAOTCA Ha CaAHUTapPHO-TMIIMEHNYeCcKyto 06paboTKy (Ae3nHdeKUms, Ae3NHCEKLUUS).

Mpy oB6HapyXeHUn yBNaXXHEHHbIX apXMBHbIX AOKYMEHTOB NMPOBOANTCS NX 00A3aTenbHas akknuMmaTusaums o
MOMHOrO BbICYLUMBaHWSA. AKKTMMaTU3aumio NPoBOAAT B MOMELLEHUN NpUeMa U BPEMEHHOIO XPaHEHUs B TedeHne 7
- 14 cyToK (B 3aBMCMMOCTM OT CTEMEHU YBNaXHEHUS) NPU MHTEHCVMBHOW BEHTUMALUWM BO34yXa M pasmeLLeHun
€0MHWL, XpaHeH s B pa3BepHYyTOM BUAe Ha CTonax, ctennaxax.

KauectBo BGymarn u TekcTa MOCTYNUBLUMX apXMBHbIX OOKYMEHTOB MpoBepsieTcs BblIBOpPOYHO Ans obuien
OLEHKN NX COCTOSHUS.

O6ecnbinMBaHne MNOCTYMMBLUMX aPXUBHbIX [OKYMEHTOB MPOBOAAT B CreuuanbHOM  MOMELLEeHUn C
NPUMEHEHMEM BbITSXKHBIX LIKAdhoB 1 cobnogeHnem mep caHuTapum n rurneHsl. ObasaTenbHOMY o0b6ecnbiNnBaHMIo
nognexat KopobKu, nanku, 06NOXKN, KOPELUKX Aer.

MocTynuBLuMe ayanoBuU3yarnbHble W NEKTPOHHbIE AOKYMEHTbLI NMOAMEeXar:

OYMCTKE OT MbIfIY U NEPEMOTKE - apXMBHbIe JOKYMEHTbI HA MarHUTHOW fEHTE;

OYMCTKE OT 3arpsi3HEHNI - apXMBHble LOKYMEHTbl Ha ANCKOBbIX HOCUTENSAX U apXMBHble (POTOAOKYMEHTbI;

aKkknMMaTusaumm B 3a4aHHbIX TeMnepaTypHO-BAaXXHOCTHbIX YCOBUSX;

yNnaKkoBbIBaHMIO.

AKKNMMaTn3aumsa ayguoBm3yarnbHbIX U 3NEKTPOHHbIX AOKYMEHTOB Ha MMEHOYHOW 1 ANCKOBOW OCHOBax nepes
pasMelLleHMemM UX B apXuBOXpaHWMuvLLEe MPOBOAUTCH B OTKPbLITOM ynakoBke npwu Temnepatype 20 +/- 3 °C n
OTHOCUTENBHON BNaXHOCTW Bo3ayxa 35 +/- 15%; Ana uBETHbIX KMHO- U (POTOAOKYMEHTOB - MPU OTHOCUTENBHON
BnaxHocTn 35 +/- 15%. MNpogomknTenbHOCTb akknMMaTn3auum KNHOAOKYMEHTOB Y PYMOHHbBIX MUKPOMUNBMOB HE
AOMmkHa 6bITb MeHbLe 10 CyTOK, apXMBHbIX JOKYMEHTOB HA MarHUTHOW NEHTE U AUCKOBbIX HOCUTENSAX - HE MeHee 3
CYTOK, (DOTOAOKYMEHTOB U MUKPOMULL - HE MeHee 24 4YacoB.

2.11.6.2. lpoBepka PUINKO-XUMUYECKOTO N TEXHUYECKOTO COCTOSIHUSI apXMBHbIX OOKYMEHTOB B npoLecce
XpaHeHVs1 NPOBOAMTCHA C LieMblo BbISBEHUS MOBPEXAEHHbIX apXMBHbIX AOKYMEHTOB M apXMBHbIX OOKYMEHTOB C
NOTEHUManbHO ONacHbIM OU3NYECKUM Uy BNONOrM4YecknM COCTOSHMEM U OCYLLECTBNAETCA: LieneBbiM NOPSAKOM;
B XOAle NMPOBEPKN HaNM4nsa 1 COCTOSHUS apXMBHbIX JOKYMEHTOB; NPW NOAroTOBKE apXMBHbIX AOKYMEHTOB K Bblaaye
N3 apxMBOXpaHUIULLA, a Takke Npu Bcex Apyrmx paboTax, CBA3aHHbIX C NOEAVHUYHBIM (MOSIMCTHBIM) NMPOCMOTPOM
apXMBHbIX JOKYMEHTOB.

LleneBas npoBepka hn3n4ecKoro COCTOSAHUS apXUBHbIX AOKYMEHTOB NPOBOAUTCS B MOPSAKE O4epeaHOCTU C
y4eTOM LIEHHOCTM apXMBHbIX AOKYMEHTOB. LleneBon npoBepke hun3nMyeckoro COCTOSHMSA MOANEXaT BCE apXMBHbIE
OOKYMEHTbI, NMOCTpafaBLUMe B IKCTpPeMarbHbIX ycroBusx. 10 pesdynbTaTam KOHTPOMNS genaeTcs 3akrdeHue o
HeobXx0AMMOCTU NPOBEAEHUS pecTaBpaLnn U KOHCEPBALIMU U B 3aBMCMMOCTUN OT COCTOSIHUS apXUBHbIX AOKYMEHTOB
yCTaHaBMNMBalOTCS CPOKN NPOBEAEHNS CneaytoLLein KOHTPOSIbHON MPOBEPKY.

MpoBepka hU3NHECKOTO COCTOSHUSI apXMBHbIX OOKYMEHTOB Ha OymMakHOW OCHOBE B MpoLecce XpaHeHus
NPOBOANTCS C LIeNblo BbISIBIIEHWS BMAXHbIX; NOpaXeHHbIX Gruonornyeckumu BpeauTensmm (nneceHb, HaceKkoMble);
¢ noedektamy Gymarv n TekcTa apXmBHbIX JOKYMEHTOB.

YBRaxHeHHble apxvBHble [AOKYMeHTbl (gdena, rpynnbl Aen) noanexaT HeMeaNeHHOMY BblAeneHuto,
BHeodepeaHon o6paboTke (cylka, akknumartm3auums). [pM MaccoBOM YBNaXHEHUM apXMBHbIX [OOKYMEHTOB
NMPVMHUMAIOTCS Mepbl MO OCYLLEHWNIO apXMBOXPaHWUMLLA, HOPManNu3auumn pexxmma XpaHeHusl.
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ApXuMBHblE [OOKYMEHTbI, NMopa)keHHble Ouonorndeckumn BpeamnTensiMm (nneceHb, HacekoMmble), nognexar
HeMeaneHHoW N3onsauun.

Hannuve pedektoB Gymarm M TekcTa ycTaHaBNUBAETCH BU3yanbHO MpWM MNOMMCTHOM MPOCMOTpe Aen.
HedekTbl kKNaccMpuUUpyroTCs Ha OCHOBE eauHON OyKBEeHHO-UMGPOBOW WMHAEKCAUUW MO TUMOBBLIM MNPU3HAKaM
aedektoB bymarn (OykBeHHasa nHaekcauusi) n Tekcta (umdpoBasi MHAeKcaums) B COOTBETCTBUN C METOANYECKUMMU
pa3paboTkamu.

lMpoBepKka TEXHNYECKOrO COCTOSHMS ayamnoBU3yaribHbIX Y 3NIEKTPOHHbIX JOKYMEHTOB B MPOLECCE XPaHEHMUs
OCYLLECTBMAETCH C LIeNblo ONpeaeneHust:

COCTOSIHMS NX YMaKOBKW;

HanMuusi CTaHO4apPTHBIX PaKopOoB;

TEXHUYECKOrO COCTOSAHUS UX MOBEPXHOCTU N NEPEOPaALIMOHHBIX AOPOXEK N CKMNEEK,;

HanUuns 3arpsa3HEHUN U MexaHU4YeCKUX NOBPEXOEHUN;

CTabnnbHOCTU HUTPOOCHOBHI;

wara nepdopauunmn KUHOMIIEHOK N MarHUTHbLIX NEHT WuprHon 35 n 16 mm;

PU3NKO-MEXAHMYECKNX XaPaKTEPUCTMK (KopobneHwe, oOTcnavBaHuWe 3MYNbCUOHHOMO WU OCbiNaHue
pabodero cros v ap.);

HanMunss 0edekToB XUMUYECKOrOo U OMONOrMYECcKOro MPOUCXOXAEHUS (MOpaKeHWe MUKPOOPraHu3mMamu,
HacekomMbiMM W  Tpbi3yHamMK, credbl  KpUCTannM3auuyM Ccorell M pasfioXeHUsl OCTaTOYHbIX MPOAYKTOB
XnMuko-cpoTorpadudeckon o6paboTku);

3MNeKTPOaKyCTUYECKNX XapaKTEPUCTUK POHO- 1 BUOEOLOKYMEHTOB;

napameTpoB BMAEOAOKYMEHTOB B BUAEOKaHare;

KayecTBa n3obpaxeHus KMHO-, hOTO-, BUAEOAOKYMEHTOB;

YPOBHSA NapaMeTpoB, XapaKTepu3YKLUX ISNEKTPOHHblE [OOKYMeHTbl (Hanpumep, u4ucno cboeB npwu
CUYUTBIBaHUN MHOPMAaLMK B €QUHULYY BPEMEHN);

Hannuuns "BMPYCOB" B NEKTPOHHbLIX JOKYMEHTaX;

HanNUuMsi pasmMarHNMYEHHbIX Y4aCTKOB WM MEXaHWYECKMX MOBPEXAEHWA OTAENbHbIX Y4aCTKOB MaLLMHHOMO
HocuTens;

HanM4nsi KOPpPO3nM Ha MOBEPXHOCTN METANIMYECKUX TPaMOPUrMHAIOB;

HanM4unst yKCyCHOro CMHApPOMa TpuaLeTaTHOW NITeHKN.

lMpoBepKka TEXHWYECKOrO COCTOSIHUS apXMBHbIX LOKYMEHTOB OCYLLECTBMSIETCA MPU BHELWHEM OCMOTPE B
OTPaXXeHHOM CBeTe.

lMpoBepKy SMNEeKTPOaKYCTUYECKMX XapaKTepUCTUK (POHOOOKYMEHTOB (4acCTOTHbIE WCKaXEHUsl, YPOBEHb
konupadpdekTa, ypoBEHb (hOHA M LLUYMOB, HanuMyne Tpecka 1 LEeN4YkoB, WyM nay3bl) MPOBOAAT C UCMOMb30BaHNEM
crneumanbHoro o6opyaoBaHus.

MpoBEpPKY  TEXHUMYECKMX NapaMeTpoB  BUOEOLOKYMEHTOB  MNPOBOASAT C  MOMOLLBK  KOMMSeEKca
KOHTPOJSIbHO-U3MEPUTENBHOM annapaTypbl.

[MpoBeEPKY TEXHMYECKNX NapamMeTPOB 3MEKTPOHHbBIX JOKYMEHTOB NPOBOAAT C UCMOMb30BAHNEM CMELManbHON
annapaTtypbl U nporpamMHOro obecneyeHus, npegHasHayeHHblX Ons paboTbl C COOTBETCTBYHLIEro BuAa
apXMBHBIMU JOKYMEHTaMM.

BbisiBneHne gokymeHToB ApXmBHOro poHaa
Poccuiickon ®epepaummn, HaxogaLwmnxes B HeyaoBNeTBOPUTENBHOM
PU3NYECKOM COCTOSIHUM, U HEUCTNPABMMO NMOBPEXAEHHbLIX apXUBHbIX

OOKyMeHTOB. CHATME C y4eTa HENCMpPaBMMO MOBPEXAEHHbIX
APXMBHbIX JOKYMEHTOB

211.7.1. Haxogawmmnca B HeyaooBneTBOPUTEINTbHOM (U3NYECKOM COCTOSHUWN MPU3HAKOTCA [AOKYMEHThI
ApxuBHoro d¢oHga Poccunckon Pegepaumm C BbICOKOW CTEMNEHbIO paspylleHWss MaTepuarnbHbIX HOCUTENen,
yrpoxatowien omsamyeckom LenNoCTHOCTU JOKYMEHTOB.

PeweHne o npusHaHuM pokymeHTa ApxuBHOro ¢oHaa Poccunckon ®degepaumm HaxXOAALWMUMCS B
HeyooBNEeTBOPUTENBHOM (PU3NYECKOM COCTOSIHAM U €ero MoCTaHOBKE Ha cneumanbHbI ydeT Ans opraHv3auuu B
CPOYHOM Mopsigke cneumanbHon obpaboTkm (cm. n. 2.11.9.1) npuHMMaeT pyKOBOAMTENb apXuBa Ha OCHOBaHUM
9KCMEPTHOro 3akMiYeHUs pecTaBpaTopa M PYKOBOAUTENS MoApasfeneHusi, OTBEeTCTBEHHOro 3a XpaHeHue
apXMBHbIX JOKYMEHTOB.

2.11.7.2. HeucnpaBumo noBpexAeHHbIMU apXMBHbIMU OOKYMEHTaMW MPU3HAOTCA apXMBHblE [AOKYMEHTHI,
u3nyeckoe COCTOSIHUE KOTOPbIX MCKMYaeT BO3MOXHOCTb BOCCTAHOBMEHUS MX MaTepuanbHbIX HocuTenem u
NCNoNb30BaHNA codepXallencsl B HUX JOKYMEHTHOW MHopMaLumu.
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PelieHne o npusHaHuM apxMBHOMO AOKYMEHTa HEWCNpPaBUMO MOBPEXAEHHbIM W CHATUW ero C y4yeTa
NpUHMMaeT COOTBETCTBYIOLMIA YNOMHOMOYEHHbIA OpraH UCMOMNHUTENBbHOW BNacTn B cepe apxXUBHOro Aena Ha
OCHOBaHUWM NpeacTaBNAeMbIX PYKOBOACTBOM apXxvBa 3KCMEPTHOrO 3akryeHus pecTaBpaTopa M pykoBoguTens
nogpasaeneHunsi, OTBETCTBEHHOIO 3@ XpaHEHMEe apXUBHbIX JOKYMEHTOB, U akTa O HEUCNpPaBUMbIX NOBPEXAEHUAX
OOKymeHTOB (npunoxexue N 1).

Ha ocHOBaHWM MMCbMEHHOMO PELLEHNs] BbILLECTOSILLErO YNOMHOMOYEHHOrO opraHa UCMNOSTHUTENbHOW BNacTu
B cdepe apxvMBHOroO Aena usgaetcss Npukas pyKoBOAWTENS apxXmBa O CHATUM HEUCNPaBMMO MNOBPEXOEHHbLIX
apXMBHbIX JOKYMEHTOB C y4yeTa.

CHsITME C yyeTa N YHUUTOXEHNE HENCMPABUMO NOBPEXOEHHbIX YHUKAINbHbLIX AOKYMEHTOB HE JOMYyCKatoTCS.

YyeT n3n4eckoro u TEXHUYECKOro COCTOAHNS
apXMBHbIX JOKYMEHTOB

2.11.8. YueT (bM3N4ECKOr0 U TEXHUYECKOrO COCTOSIHUSA apXUBHbIX OOKYMEHTOB Ha OGymMaxHOMW OCHOBe
OCYLLECTBMSIETCS B:

nucte-3aseputene (npunoxenune N 3);

NICTE N aKTe NPOBEPKM HANNUUS U COCTOSTHUSA apXMBHbIX JOKYMEHTOB;

KapTouKe y4yeTa apXuBHbIX JOKYMEHTOB C NOBPEXOEHUAMN HOCUTENS;

KapTouKe y4yeTa apXUBHbIX JOKYMEHTOB C NMOBPEXOEHUAMN TEKCTA;

KapToTeke (KHure) ydeta pman4eckoro COCTOSIHUS apXMBHbIX JOKYMEHTOB.

Y4eT hr3nN4eckoro 1 TEXHNYECKOrO COCTOSIHNS ayauoBM3yarbHbIX JOKYMEHTOB OCYLLIECTBISAETCSA B:

KapTOYKe yyeTa TEXHNUYECKOro COCTOSIHNSA KUHOOOKYMEHTA;

KapTOYKe yyeTa TEXHUYECKOro COCTOSHNS POTOOOKYMEHTA;

KapTOYKe yyeTa TEXHUYECKOro COCTOSAHUSE POHOOOKYMEHTA;

KapTOYKe yyeTa TEXHUYECKOro COCTOSAHUSA BUAEOOOKYMEHTA.

Ons yyeTa  OOKyMeHToB  ApxuBHOro  coHaa Poccuiickon  deaepaumm, HaxoasLWwmnxca B
HeyooBNETBOPUTENBHOM (PU3MYECKOM COCTOSIHUW, BedeTcs cneuumanbHasi kHura. COOTBETCTBYHOLIME OTMETKM
NPOCTaBMAKTCA Takke B [APYrMx [OOKYMeHTax ydeTa (U3MYECKOr0 W TEXHUYECKOro COCTOSIHUS apXMUBHbIX
OOKYMEHTOB.

YyeT U3NYECKOTO M TEXHUYECKOTO COCTOSIHUSA apXMUBHbIX [OKYMEHTOB MOXET OCYLIECTBMATLCA Ha
OyMaxXHOM HOCUTENe WM B aBTOMaTU3NPOBAHHOM pPEXWME B COOTBETCTBUM C YCTAHOBIMIEHHBIMU PEKBU3UTAMMU
KOHTPOSbHO-Y4YETHBIX AOKYMEHTOB.

du3unKo-xMMmmnyeckas n TexHnyeckaa obpabotka
APXUBHbIX OKYMEHTOB

2.11.9.1. ®usuko-xummnyeckas n TexHmdyeckas obpaboTtka apxmMBHbIX JOKYMEHTOB NPOBOAUTCS C LErbIO:

yCTPaHEeHMS MPUYMH YCKOPEHHOIO CTapeHnsi N paspyLleHUs apXMBHbIX JOKYMEHTOB;

BOCCT@HOBMEHUS UX CBOWCTB, TEXHUYECKNX XapaKTePUCTUK, AONTOBEYHOCTH;

BOCNpOU3BEAEeHNs JOKYMEHTHON nHdopmaummn Ha 6ornee yCTONYMBBIX HOCUTENSIX.

OcHOBHbIMY BrAamu 3Ton 06paboTku apXUBHbBIX JOKYMEHTOB Ha GyMaXKHOWM OCHOBE ABMSAKOTCA:

Ae3nHdeKums, Oe3nHceKuns, AepaTmsaums apXMBOXPaHWUIWLL, Kak COBOKYMHOCTb Mep Guonpodunaktuku,
OMo3aLWNTbI U YHUUTOXEHMS BMONOrMYeckux BpeamTenein B apxXMBoXpaHUnmax u Ha apxXMBHbIX AOKYMEHTax;

pecTaBpaums (pecTaBpaLMOHHO-KOHCEpBaLMOHHas obpaboTka) kak KoMMnfekc paboT M TeXHOMOormyeckux
onepawuin o BOCCTaHOBMEHUIO CBONCTB M JONTOBEYHOCTN OPUTMHANOB apXUBHbIX JOKYMEHTOB;

BOCMPOM3BEAEHNE apXMBHbIX OOKYMEHTOB C LEMbi0 CO34aHMs CTpaxoBoro oHAa KOMWM YHUKaNbHbIX
OOKYMEHTOB 1 0C060 LEeHHbIX JOKYMEHTOB M hoHAA MONb30BaHuA; hoTopecTaBpaumst apxXmMBHbIX OOKYMEHTOB C
yracwmMm U criaboKOHTPacTHbIM TEKCTOM; 3aMeHa OpWUIMHANoB C HeOONMOBEYHbIMUA UMM paspyLleHHbIMU
HOCUTENAMM KOMUAMU AN COXPaHEHUs JOKYMEHTHOW MHpopmauum 1 ap.;

nepenneTt apXuBHbIX JOKYMEHTOB;

obecnbinMBaHne apXxmMBHbIX JOKYMEHTOB;

06paboTka apXMBHbIX JOKYMEHTOB B peXvMMe aBapuMnHO-cnacaTenbHbix paboT, B TOM YMcre C NpUMEHeHeM
cpeactB M cnocoboB CyLIKM, Ae3VHeKUMn, Oe3VHCEKLUWM, 3aMOPaXMBaHWS, pecTaBpauuu, BOCMpOM3BeaeHMS,
Ae3aKTvBauun 1 gpyrux BUAOB Lieneson oopaboTku.

AyaunoBusyarnbHble W 3MEKTPOHHble [OOKYMEHTbl B 3aBMCUMOCTM OT pu3anyeckon npupodbl HOCUTEns
noaBeprarTcsi CriedyoLmnM pecTaBpauoHHbIM U KOHCEPBALMOHHO-NPpodunakTnieckum paboram:

apXUBHbIE JOKYMEHTbI Ha MarHUTHOW feHTe:
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OYUCTKE NOBEPXHOCTM OT MbINN U YACTUL, P3N Ha cneumanbHOM OYUCTUTENBHOM 0B0pYAOBaHUN;

3aMeHe NepecoxLUnX N NOKOPOBNEHHbIX CKMNEEK;

0POPMIIEHUIO PYFIOHOB MArHUTHOM NEHTbI 3aLLMTHON MarHUTHOW NIEHTON C ABYX CTOPOH No 2 - 2,5 M;

nepemMoTke C LeNnbl CHATUSA BHYTPEHHUX HaMpPsKEHWW B PYNOHAX MAarHUTHbIX NEHT, BO3HWUKLWINX W3-3a
nepenagoB TeMnepaTypbl U BNAXHOCTU MPU XPaHEHUN U TPAHCMOPTMPOBAHUN apXMBHBIX JOKYMEHTOB;

apXUBHbIE JOKYMEHTbI Ha AMUCKOBbIX HOCUTENSX:

o6ecnbIMBaHuIo;

NPOTUPKE aHTUCTaTUKOM;

KMHOOTOOOKYMEHTbI, MUKPOGOPMbI 1 (POHOrpamMmMbl K KWNHODUITbMaM:

o6ecnbIMBaHuIo;

yAaneHuno BOCKOBbIX, XUPOBbIX U NHbIX 3arpsa3HEHN;

YKPENEeHUo CKNEeEK 1 NPoCeYexk;

peMOHTY nepdpoparmu;

nepegenke rpyobix, KOPOBNEHHbIX 3annaT U CKIeek;

PEMOHTY NOBPEXAEHHbIX NONEN KagpOB.

"pamopurmHansl OTOAOKYMEHTOB NOABEPratoTCa ANEKTPOXMMUYECKON OUUCTKE.

2.11.9.2. Pabotbl N0 U3NKO-XMUMUYECKON W TEXHUYECKOM 0OpaboTKe apxMBHbIX [OOKYMEHTOB
noapasgensitoTcs Ha NNaHoBbIE N BHEMITAHOBLIE.

lMnaHoBas obpaboTka apXUBHbIX OOKYMEHTOB MPOBOAMTCA MO pe3ynbTaTam MNPOBEPKUM WX COCTOSHWSA B
nopsigke o4epedHOCTW, YCTAHOBIIEHHOW B apXuBe C y4e€TOM NPUHALANEXHOCTU MX K PasfMyHbIM LEHHOCTHbIM
rpynnam, ocobBeHHOCTEN (PM3NYECKOr0 COCTOSIHUS apXUBHbIX OOKYMEHTOB PasfuyHbIX BMOOB M BO3MOXHOCTEN
apxuBa. MpropuTeT oTAaeTCA yHUKaNbHBIM AOKYMEHTaM U 0C060 LEeHHbIM JOKYMEHTaM.

K BHEnnaHoBbIM OTHOCSTCS paboThbl, BbINOMHAEMbIE B aBapUAHO-CNacaTenbHbIX CUTYaUUsIX, CBSI3@HHbIX C
NOKanbHbIM WA MacCOBbIM MOPAXEHWEM APXMBHbIX [AOKYMEHTOB OrFHEM, BOAOW, XMMWYECKUMU UMK
pagnoakTmBHbiMK BellecTBamn. CpoOYHble Mepbl MO BblAEMNEHUIO, U30MALUKN, CaHUTapHOW 0OpaboTKe apXUBHbIX
OOKYMEHTOB M MECT MX XpaHEeHWUs MpeanpuUHMUMAalOTCs Takke Mpyu  MOPAXKEHUN apPXMBHBIX JOKYMEHTOB
BronornyeckMmn BpeguTensamu.

HomeHknaTypa, MoOpsgoK MNpOBEAEHUA U TexHonorus paboT no (U3NKO-XUMUYECKOW M TEXHUYECKON
06paboTke apXuBHbIX [JOKYMEHTOB OMpefensitoTca  OTpacfneBbIMA  HOPMATMBHBIMU W METOOUYECKUMMU
OOKYMEHTaMu.

O6Lume TpeboBaHUA K BblAadye apXUBHbIX
[OKYMEHTOB 13 apX1BOXpaHuima

2.11.10. ApxuBHble OOKYMEHTbl, MMelLwwme (POHA MONb30BaHMA, U3 apXMBOXpaHUNULLA, Kak NpaBuno, He
BblOaloTCS.

ApxvBHble [OOKYMEHTbl, He npolweawme HayvyHOro OnucaHus U TexXHWYeckoro odopMieHus, U3
apxXMBOXpaHWnvLa He BblgaloTCs AfMs UCMONb30BaHUA M NpoBedeHus paboT Mo Co34aHuio CTpaxoBoro oHda u
boHAa NoNb30BaHUS.

Bbigaya 13 apxmBoxpaHunva MOASIMHHMKOB OCOBO0 LEHHbIX OOKYMEHTOB, B TOM YMCIEe YHUKarbHbIX
OOKYMEHTOB, a Takke [JokymeHToB ApxuBHoro doHga Poccuiickorn ®depepaumn, Haxofswmxca B
Heya0BNeTBOPUTENbHOM (DU3NYECKOM COCTOSAHWUW, OCYLLIECTBNSETCA B UCKITOYUTENBHLIX CryYasx ¢ MUCbMEHHOro
paspeLleHnss PyKoBOAUTENSA apxuBa.

ApXuBHble OOKYMEHTbI BblOAOTCA U3 apXMBOXpaHWMMLia rocydapCTBEHHOro apxvea, My3es, GubnumoTteku,
opraHusaunn Poccunckon akageMmnn Hayk ¢ MMCbMEHHOMO paspeLleHuns:

3aBefyloLLero apxmBoxpaHunuiwiem (otgenom obecrneyeHus COXpaHHOCTU) - MOMb3oBaTeNsiM B YMTambHbIN
(MpocMOTpOBEIN) 3an apxuBa 1 paboTHMKaM apxvBa Anst CnyxebHbIx Luenen B paboyne nomelleHus;

pyKOBOOWUTENSA apxmBa Unm ero 3amectutens - poHgoobpasoBatensM, cygebHbIM, MPaBOOXPaAHUTENbHBLIM U
WHbIM YMOMIHOMOYEHHBIM OpraHam BO BPEMEHHOE MONb30BaHWe MpU HanMyuyM rapaHTUMHOINO MMUCbMa OT HUX;
opraHmsaumam - Ans 3KCMOHMPOBaHUS MpU HanMMyuM OOroBopa O NPOBEAEHVM BbICTaBKM M COOTBETCTBYHOLLErO
npukasa pykoBoauTens apxuea; paboTHukam nabopatopumn apxuea, crieumanM3anpoBaHHbIM OpraHusauusm - Ans
npoBeAeHust paboT Mo CO34aHMI0 CTpaxoBoro hoHAa M hoHAa NoNb30BaHWA U cneumanbHo 06paboTKn apXUBHBIX
OOKYMEHTOB MNPpY HanNu4ynm COOTBETCTBYIOLLErO AOroBopa Co crneLmann3npoBaHHOW opraHmu3aumen.

Bblgadya apxuBHbIX [OKYMEHTOB BbILLEYNOMSAHYTbIM KaTeropusm Morb3oBaTternen n3 apxuBoxpaHunuia
MyHULMMAnNbHOro apxmBa, Myses, OMONMOTEKM OCYLLECTBASETCS C MMCbMEHHOrO paspelleHus 3aBefyloLwero
MyHULMMNanNbHbIM apXMBOM, My3eeM, G1BrmMoTeKkon.

Bblgady apxvBHbIX JOKYMEHTOB M3 apXvBOXpaHunuvLia v npveM ux obpatHO, B TOM 4uCrie MOSNMCTHYIO
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NPOBEPKY HanMuns U COCTOSIHUS apXUBHbIX JOKYMEHTOB nepen Bblavyen ux n3 apxmBoxpaHunvia n npu Bo3epare,
npou3soauT paboTHUK apxmBoxpaHunuwia. MNonuCTHy0 NPOBEPKY HamuMyns U COCTOSIHUS apXMBHbLIX OOKYMEHTOB,
BO3BpaLLaeMbIX Nonb3oBaTeNsIMun B YNTaANbLHOM 3ane, ocylecTBnseT paboTHUK YnTanbHOro 3ana.

O6sa3aTenbHON NONMUCTHOM MPOBEPKE HaNUuMsA M COCTOSHUA neped Bblgaden apXMBHbIX LOKYMEHTOB M3
apxuBOXpaHunuMLLa 1 Npy UX Bo3BpaTte noanexar:

YHVIKanbHble JOKYMEHTbI U1 0COD0 LIEHHbIE JOKYMEHTHI;

apXUBHbIE OKYMEHTbI, MetoLmne B 0QOPMIIEHNM UMW MPUIOXKEHMUN K HUM OparoueHHbIE KaMHU U MeTannbl;

HecbpOoLUIOPOBaHHbIE apXUBHBIE JOKYMEHTbI;

Aena, paHee He Bbl4aBaBLUMECS U3 apXUBOXPaHWUMLIA U HE NMEeLOLLME NMCTOB-3aBepUTenen;

Aena, cogepxawue asTorpadbl, rpaduyeckne AoOKyMEHThI, MOYTOBbIE U repOoBble 3HAKKU, MeYaTn, OTKPLITKY,
KOHBEPTHLI C agpecaMu, Mapkamu, U apyrme apxXuBHble JOKYMEHTbl, NOTEHUUanbHO NpeacTaBnsiowme nHTepec Ans
KONMMeKuMoHepoB.

CoctaB gpyrvx gen, NOAnexalimx NosIMCTHOW NpoBepKe, ONpeaenseTcs pykoBOACTBOM apxvMBa Ha OCHOBE
peLleHns 3KCNepTHO-METOANYECKON KOMUCCUM.

OTmeTka 0 npoBeaeHHON NOMMCTHOW NPOBEPKe CTaBMTCA B nucTe-3aseputene (npunoxexue N 3).

Ha wmecTto BblgaBaeMblXx W3 apxXuBOXpaHWNMWA eavHUL, XpaHeHuss W onucerl Aen, [AOKYMEHTOB
nogknagbiBaeTcs KapTa-3amecTUTENb.

ApXMBHblEe [OKYMEHTbl, BblAaBaeMble W3 apXMBOXPaHUIULLA, [AOMMKHbI WMETb apXMBHbIA  LWKAP,
NPOHYMEPOBaHHbIE NNCTLI, NUCT-3aBepuTenb (NpunoxexHne N 3) n NUCT MCNONBb30BaHUS AOKYMEHTOB (MPUIoXeHne
N 4).

MoaroToBka apXmMBHbBIX AOKYMEHTOB K BblAa4e M3 apXMBOXPaHUULLA BKITIOYaET:

BblEMKY apXMBHbIX JOKYMEHTOB;

CBEpPKY apXuBHOro wudpa w 3arofioBKOB (@aHHOTAUUM) C ONUCLIO (KHWrOM ydeTa M onucaHud) pgen,
OOKYMEHTOB;

NOMUCTHYIO NMPOBEPKY apXMBHbIX AEN - B YCTAHOBIEHHbIX Cry4yasX.

CBepka apxMBHOTO LMdpa apXMBHbIX JOKYMEHTOB C OMUCHIO (KHUFOM y4eTa 1 onucaHus) Aen u JOKYMeHTOB
npegnonaraet NPOBEPKY NPaBUNbHOCTY OPOPMAEHUS 0BNOXKKN N TUTYNBHOMO NMCTa Aena, NepBNYHOro cpeacTaa
XpaHeHus1 ayoMOBM3yarnbHOMO, 3EKTPOHHOINO [OKYMEHTa, NpaBUIIbHOCTU COCTaBMEHUS 3arorfioBka W wndpa
eouHuUbl XpaHeHus. [Mpy HanmuuMm OOomnblUMX MCNpaBfeHui OOMnoXKka W TUTYNbHBLIM JIMCT 3aMEHSsIITCA C
COXpaHeHneM Npu HeOOXOAMMOCTU CTapon OBMOXKMN.

Mpu NoaroToBKe K Bblgade M3 apXUBOXpPaHWMMLLA OTAENbHbLIX aPXUBHbIX JOKYMEHTOB, U3bATbIX U3 Aer, Ha
0bOOpOTHOWM CTOPOHE KaXAOro fMcTa BHE TEeKCTa apXMBHOrO AOKYMEHTa MPOCTaBMSETCS LUTaMM C apXWUBHbBIM
wncppom.

CpOKVI BblAa4n apXUBHbIX JOKYMEHTOB

2.11.10.1. Apx1BHbl€ JOKYMEHTbI BblAAOTCHA U3 apXMBOXPAHMIULLA Ha CPOK:

A0 OOHOro Mecsua - nofb3oBaTensaM B 4YuTanbHbI 3an M paboTHWKam apxmBa (KpOMe 0COB0 LIEeHHbIX
OOKYMEHTOB, BblJaBaeMblX Ha CPoK He Bonee OByx Heaenb);

[0 Tpex mecsueB - hoHgoobpasoBaTensm;

[0 LeCcTn mecsaueB - cyaebHbIM, MpaBoOXpaHUTENbHbLIM U UHBIM YMTONTHOMOYEHHBIM OpraHaMm.

Bblgaya apxvBHbIX OOKYMEHTOB M3 apXUBOXPaHWMLLA ONS 9KCMOHWPOBAHMSA OCYLLECTBMAETCS Ha CpOK,
onpeeneHHbIi JOrOBOPOM O MPOBEAEHUN BbICTaBKM.

CpoKk Bblgayn apxvBHbIX OOKYMEHTOB ONS CO3[4aHuMs CTpaxoBoro doHaa, doHaa Monb3oBaHus U Ans
cneumanbHon o6paboTkM onpegensetca nnaHamu paboTbl apxvBa W OOroBOpaMm Ha MpoBedeHune
COOTBETCTBYOLMX paboT CO CTOPOHHMMMW OpraHn3aumsIMu.

lMpoaneHve CPOKOB BblAauYM apXMBHbIX JOKYMEHTOB AOMYyCKAeTCs C pa3pellueHnss pykoBogCcTBa apxuBa.

OdbopmneHue Bblgaun apxXmBHbIX JOKYMEHTOB

2.11.10.2. Bblgaya apxmBHbIX [OOKYMEHTOB W3 apXvMBOXpaHUNULLA pPerucTpupyeTcss B KHUrax Bblgauu
apXMBHbIX JOKYMEHTOB, KONUA hoHAa MOMb30BaHWUS U3 XpaHUNULLA, KOTopble BedyTcs pas3gernibHO Mo KaKaomy
apXMBOXPaAHUNNLLY 1 BUAY Bblgauw.

Bblgaya apxvBHbIX OOKYMEHTOB B 4MTanbHbli 3an odopmnisieTcsi 3aka3oM (TpeboBaHveM) Ha Bblgady
apXMBHbIX [OKYMEHTOB, KONU hoHAa NONb30BaHUSA, onucen Aern, AOKYMEHTOB U PETMCTPUPYETCS B KHUre Bblgayvu
apXMBHbIX JOKYMEHTOB, KONWA hoHOa NONb30BaHUSA U3 XpPaHUNMLLA B YMTarbHbIA 3ar, B KOTOPOW pacnucbiBaeTcs
paboTHMK YnTanbHOro 3ana. McnonHeHHbl 3aka3 (TpeboBaHue) nonb3oBaTensi HanpaBnseTCs B YMTanbHbIA 3an
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BMECTE C BblAAaHHLIMU apXMBHBIMWU OKYMEHTAMWN N XPaHUTCS B JINYHOM Jere nosb3oBaTernsi.

Bblgada apxvBHBIX JOKYMEHTOB paboTHMKY apXxmBa AN UCMONb30BaHMs B CyXeBHbIX Lensx ogopmMseTcs
3aka3om (TpeboBaHMeM) Ha Bblgavyy apXuBHbIX [OOKYMEHTOB, Konui (poHAa MNONb30BaHUA, onucen paen,
OOKYMEHTOB, KOTOPbIA BU3NPYETCHA PYKOBOAWUTENEM COOTBETCTBYHLEro noapasgeneHud. 3aka3 (TpeboBaHue)
perncTpmpyeTcs B KHUIe BblOayu apXMBHbIX JOKYMEHTOB, KOMMI hOHAA MOMNb30BaHWUsS M3 XpaHunvwa B pabouve
NMOMeLleHNsl, B KOTOPOW PabOTHWMK, MOMYYMBLUMA apXUBHbIE LOKYMEHTbI, PAcnUCbIBAETCS 3a KaXayl eauHuuy
XpaHeHus. 3aka3 (TpeboBaHMe) HaXOOUTCH B apXMBOXPaHMUITULLE 4O UCTEYEHNS CPOKA €ro XpaHeHMs.

Bbigaya apxvBHbIX [OOKYMEHTOB B nabopaTtopuio apxvBa OMOPMISETCA 3aka3oM Ha npoBedeHue
COOTBETCTBYHOLUMX PaboT U PErMCTPUPYETCS B KHUre Bbl4Aayu apXMBHbIX JOKYMEHTOB, KONui ooHAa Nosfib30BaHUSA
n3 xpaHunuwa B nabopaTopuio, B KOTOpPOW pacnucbiBaeTcs paboTHuk nabopatopuun. 3akas yyuTbiBaeTcs B
nabopatopum M B COOTBETCTBYHOLLEM MOAPA3AENEHUN apxvMBa U CNYXWUT KOHTPONbHbIM JOKYMEHTOM 3a XO4OM
NpoBeAeHUs BCex aTanoB paboTbl C apXUBHBLIMWU AOKYMEHTAMMU.

Bblgaya apxvBHbLIX JAOKYMEHTOB BO BpPEMEHHOE MOoNb3oBaHue OOopMIISIETCS akTOM O Bblgave apXMBHbIX
OOKYMEHTOB BO BPEMEHHOE MONb30BaHME W PErMCTPUPYETCS B KHWUME Bbl4aYM apXUBHbIX [OKYMEHTOB, KOMUNA
¢oHOa NoNb30BaHMS U3 XpaHunuLa BO BpEMEHHOE MOMb30BaHMeE.

Bbligaya poHaa nonb3oBaHUs

2.11.10.3. Bblgaya Konun apxmBHbIX OOKYMEHTOB M3 poHAA MNOSMb30BaHUA OGOPMAAETCS 3aka3oM
(TpeboBaHMeM) Ha Bbldadyy apxMBHbIX AOKYMEHTOB, KON ooHAa MNONb30BaHWs, ONWCEn AerNl, OJOKYMEHTOB U
perucTpmpyeTcs B KHUre (kHUrax) Bolgaqm ooHAaa nonb3oBaHUs, BeOYLUNXCS LEHTPann3oBaHHO U pasgerbHo Nno
KakOOMY apXMBOXPaHUIULLLY.

Bblgava onucen gen, JOKYMEHTOB

2.11.10.4. Onucm gen, OKYMEHTOB BblOAKOTCA HA CPOK, HE MpeBbIWatoWwmi AT gHen. Bolgava onvcen gen,
OOKYMEHTOB, VMEWLWNXCA B OQHOM 3K3eMMNApPEe W XPaHAWUXCA LEeHTpanv3oBaHHO, [JOonyckaeTcsa B
NCKIMIOUYUTENBHBIX CRyvasx C paspelleHns PyKOBOAUTENSA apxvMBa WK ero 3aMecTUTens Ha Cpok, Kak npaBuio, He
NpeBbILWALWMA OANH AeHb, 1 0POPMAAETCA MO aHaNoOrMn ¢ Bblgayen NOAMUHHBIX apXMBHBIX JOKYMEHTOB.

Bbigaua onucert gen, [OKYMEHTOB odopmnsieTcs 3aka3oMm (TpeboBaHMeM) Ha Bblgady apXMBHbIX
AOKYMEHTOB, Konui hoHAa Nonb30oBaHWs, onucen Aen, A0KYMEHTOB U PerMcTpupyeTcs B KHUre BblOavyn apXuBHbIX
AOKYMEHTOB, KOMui boHAa NONb30BaHMSA U3 XPaHUWLLA, B KOTOPOW pacnucbiBaeTcs NOyYMBLLMIA ONUCb PabOTHUK
apxvBa unu nonb3oBarerb.

KoHTponb 3a COXpaHHOCTbIO BblAAHHbBIX apXMBHbIX JOKYMEHTOB.
BosBpalLleHre apxuBHbIX JOKYMEHTOB B apXMBOXPaHWUIMLLE

2.11.10.5. BbiBepKa KHWr BblAaqy apXmMBHbIX JOKYMEHTOB NPOBOANTCH HE pexe OOHOro pasa B KBapTan unv B
nonyrogne. Ecnu B pesynbTate BbIBEPKM KHUM Bbi4ayu YCTaHOBIEH (pakT HapyleHus CpOKOB BO3BpaLLEHUS
apXUBHbIX JOKYMEHTOB, BbICHAOTCS €ro NpuYuHbl U NPUHUMAKOTCH MEPbI K BO3BPaTy apXMBHbLIX AOKYMeHTOB. Ecnn
HeBO3BpaLLeHMe apXMBHbIX JOKYMEHTOB B CPOK B apXMBOXPaHWIMLLE BbI3BaHO HEOOXOAUMOCTbIO MX AanbHeNLero
ncrnonb3oBaHus, Bbldada nepeodopmnsetcs. [lpyu 3agepxke BO3BPALLEHUS apXMBHbIX OOKyMeHToB 6e3
YBaXWUTESbHbLIX NPUYUH NPUHUMAIOTCH Mepbl ANS UX HEMEANEHHOro BO3BpaTa B apX1BOXpPaHUIULLE.

B Lenax KOHTPonsa 3a COXPaHHOCTLIO apXMBHLIX JOKYMEHTOB nojpasgeneHve, OTBETCTBEHHOE 3a XpaHeHue
apXMBHbIX [OKYMEHTOB, MNPOBOAWUT MNPOBEPKM COXPAHHOCTU BbIOAHHBLIX W3 apXMBOXPaHWNMLLA apXMBHbIX
OOKyMeHTOB. [MpoBepku NpoBOAATCA B MfI@aHOBOM MOPSAKE MIIM NO Mepe HeOoBXOAMMOCTU MO COrfiacoBaHuIo C
PYKOBOACTBOM apxvBa.

Mpu BO3BpaALLEHMN apXMBHbBIX JOKYMEHTOB B apXMBOXPaHUMULLE OCYLLECTBMSETCH MONUCTHAas npoBepka Ux
PU3NYECKOTO COCTOSIHUSI B YCTaHOBIEHHOM nopsake (cm. n. 2.11.10). B kHure Bblgaum apxvBHbIX OOKYMEHTOB
AenaeTcsa oTMeTKa O BO3BpAaLLEHMU apXMBHbIX AOKYMEHTOB B MPUCYTCTBUM BO3BPATUBLUMX MX PabOTHUKOB apxuBa
nnu cdoHgoobpasoBartens. Ecnu BbisiBMNeHbl NOBPeXAeHWS BO3BpaLLaeMblX apXUBHbIX JOKYMEHTOB, COCTaBnAeTCs
aKT B NPOM3BOIIbHOM hopMe, KOTOPbIV NOANUCHIBAETCS PAOOTHMKOM apXMBOXpaHMNuLLa 1 fIMLOM, BO3BpaLLaoLLnM
apXuBHbIE OKYMEHTBI, W NPeACcTaBsAeTCs Ha pacCMOTPEHUE PYKOBOACTBa apxuBea.

ApxuB 006513aH yBe4OMWUTbL MOMb30BaTENS O TOM, YTO OH OTBEYaEeT 3a COXPaAHHOCTb MOSTY4YEHHbIX apXMBHbIX
OOKYMEHTOB W cobniogeHne npaswun paboTbl C HUMKM B COOTBETCTBMM C 3akoHogaTenbCcTBOM Poccuickon
degepaumm.

B cnyyasx XxulieHus unu MOBPEXAEHWUS apXMBHbIX AOKYMEHTOB, B TOM 4YMCIle BHECEHUS B WX TEKCT
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U3MEHEHN (ecnn 3TO MOXET OblTb KBANUMUUMPOBAHO Kak MOBpEXAEeHUe apXMBHOIO [OOKYMEHTa), apXus
obpallaetca ¢ COOTBETCTBYIOLMM 3asiBIEHWEM B OpraH BHYTPEHHWUX Aen no MeCTy PacnosioXeHus apxusa, B
TPEeXAHEBHbIA CPOK MHOPMUPYET CneumnanbHO YNONHOMOYEHHbIN befeparnbHbli opraH UCNONMHUTENBHOW BNacTw,
YNONHOMOYEHHbIE OpraHbl WUCMOMHUTENbHOW Bnactu cybbektoB Poccuiickon Pegepauun, OCyLLECTBRSOWME
KOHTpOnb 3a cobnogeHnem 3akoHodaTenbcTBa 06 apxusHom gene B Poccurickon ®epepaumu, npuHnumaeT apyrme
Mepbl K BO3MeLLeHMI0 ylliepba B COOTBETCTBUM C 3akoHoAaTenLcTBoM Poccuickon ®egepauun.

TpaHCﬂOpTVIpOBKa n nepemMelleHmne apxmBHbIX JOKYMEHTOB

2.11.11. Tlpn TpaHCNOPTMPOBKE apPXMBHbLIX AOKYMEHTOB Ha mtobble paccTosiHMsA cobniogaroTcs Mepbl Mo
OXpaHe u 3almTe ux OT BO3AENCTBUS BpeaHbIX DaKTOPOB OKpYXKatloLen cpeabl NyTeM NPUMEHEHUS cneLmarnbHbIX
BMAOOB YMNaKOBOK, obecneymBalomnX 3allinUTy apxvMBHbIX [JOKYMEHTOB OT OCadKOB, CBETa, MeXaHU4eCKuX
NoBpeXaeHWNA.

TpaHcnopTMpoBKa apxMBHbIX AOKYMEHTOB MpPOM3BOAUTCA MNpW WX NMOTHOW YKnagke, WCKNoYaoLwen
BO3MOXHOCTb NEepeMeLLEHNsT apXMBHbIX OOKYMEHTOB BHYTPW YNAaKOBKW, YOAPOB U PA3fNUYHbLIX COTPSICEHWMA, MpU
3TOM (POTOOHOOOKYMEHTHI YNAKOBLIBAIOTCA B BEPTUKANIbHOM MOSIOXKEHUM B KOPOOKM >KECTKOW KOHCTPYKLUU
COOTBETCTBYHOLLErO pa3mepa, OOepHyTble BO BraroHENpoHMUAeMyl0 TKaHb. [pyrve ayguoBu3yalnbHble W
3MNEKTPOHHbIE AOKYMEHTbI, rpaduyeckne M KpynHodopMaTHble fena U OOKYMEHTbl MepemMeLlaloTcs TOMNbKo B
yNaKoBKe, B KOTOPOWM OHU XPaHATCH, UK B cneuunarnbHO NpeaHa3HayYeHHbIX AN X NepeMeLleHns cpeacTBax.

[nsi nepemeLLeHnst apxXMBHbIX JOKYMEHTOB BHYTPU apXuBa UCMOMb3YOTCA NEPEABWKHbBIE TENEXKM U Opyrue
cpencTBa TPaHCMOPTUPOBKM.

BHyTpuropoackne nepeBO3KM apXMBHbIX [AOKYMEHTOB MPOU3BOASATCS B 3aKpbiTbiIX aBTOMAalUMHaxX npwu
0bs13aTENBHOM CONPOBOXAEHUN paboTHMKA apxuBa.

TpaHCcnopTMpOBKa apXMBHbBIX OOKYMEHTOB Ha AanbHME pacCTOAHMS MPOM3BOAUTCS B yNakoBaHHOM BuAae B
KPbITOM TP@HCMOPTHOM CPEeACTBE B COOTBETCTBUM C MpaBuiiaMm NeEPeBO3KN LEHHbIX rPYy30B, YCTAHOBMEHHbIMU AN
COOTBETCTBYIOLLIErO B1aa TpaHcnopTa.

BbisiBneHue YHUKalbHbIX JOKYMEHTOB
N 0cob0 LEHHbIX OOKYMEHTOB

2.11.12. BbIsiBNeHUE YHUKaNbHbIX OOKYMEHTOB M 0OCOOO LEHHbIX OOKYMEHTOB MPOBOAMTCSA B MIIAHOBOM
nopsigke Haubonee kBanMUUMPOBaAHHBIMK CreuuanncTtaMm Ha OCHOBaHUWM OTPAcreBbIX HAaY4YHO-METOANYECKMX
pa3paboToK 1 METOANYECKNX MOCOOUI, NOATOTOBMNEHHbIX B apXuBe.

Onpepenenne B coctaBe ApxuBHoro ¢oHga Poccuiickon ®Pepepaumm  YHUKanNbHbIX  JOKYMEHTOB
OCYyLLECTBMSIETC B COOTBETCTBMM C PernameHToM [0OCyOQapCTBEHHOrO peecTpa YHUKanbHbIX [AOKYMEHTOB
ApxusHoro coHaa Poccuiickon ®enepauum n BkrroyaeT B cebs:

3aMoSfIHEHNE Ha KaXAbIN BbISIBMEHHbIA MOTEHLMWANbHO YHUKaNbHbIA OOKYMEHT NUCTa yyeTa U onucaHust
YHUKAIbHOrO AOKYMEHTA;

paccMOTpeHME 3KCMEPTHO-METOAMYECKOM KOMUCCMEN (MnM OpYyrMM COBeLLaTenbHbIM OpraHom) apxuBa
npeacTaBneHHbIX MaTepuanos;

npeacraBneHve nNpeanoXeHnin O BKIMIOYEHUU BbISBMEHHbIX MNOTEHUMANbHO YHWKaNbHbIX [AOKYMEHTOB B
[ocynapcTBeHHbIA peecTp YHUKanbHbIX  OOKymMeHToB ApxuBHoro ¢oHaa Poccwuiickon ®epepauumn B
COOTBETCTBYIOLLMIA YNOMHOMOYEHHbI OpraH UCNONHUTENbHOW BNAcTn B cdhepe apXmMBHOro aena.

Onpepenenne B coctaBe ApxuBHoro coHaa Poccuiickon Pepepaumm 0cob0 LEHHbIX [OKYMEHTOB
OCYLLIECTBMSIETCS 9KCNEepTHO-NpoBepoyvHon komuccuen (JMK) depepanbHoro rocygapcteeHHoro apxmea, IlK
YMOTHOMOYEHHOro opraHa UCMNONHUTENbHON BnacTu cybbekta Poccunckon depgepaumm B chepe apxXmBHOro aena,
aKcnepTHOM (OOHAOBO-3aKYNOYHOM KOMWCCUEN FOCYLapCTBEHHOIO MAWM MYHUUMNANbHOMO My3es, 3KCNepTHOM
KOMWCCMEN TOCYAApPCTBEHHOM unu MyHuumnanbHon 6Gubnuotekn, MK ApxuBa Poccunckon akagemmm Hayk um
3aKpennseTcst y4eTHbIMU JOKYMEHTAaMMN apXuBa B YCTaHOBINEHHOM nopsigke (cm. n. 3.7.5).

OlK ynonHOMO4YeHHOro opraHa WCNonHUTENbHOW BnacTn cybbekta Poccuiickon Pepepauumn B cdhepe
apXxMBHOroO Aena Brnpase AenernposaTb NONMHOMOYMSA MO onpeaeneHunio B coctaBe ApxmMBHoOro coHaa Poccunckon
denepaummn ocobo LEHHbIX LOKYMEHTOB 3KCMEPTHO-METOAMYECKON (METOAMYECKON) KOMUCCUN FOCYAapCTBEHHOMO
apxuBa cybbekta Poccuiickon ®eaepauumn.

CospgaHue ctpaxoBoro ooHaa
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KoHcynbTaHTlIntoc: npumevanune.
B oduumnanbHOM TekcTe AOKYMEHTa, BUAMMO, AonylieHa onedaTtka: nyHKT 4.13.3 B JOKyMeHTe OTCYTCTBYeT,
Mo BOMPOCY, KacalwLLeMYCsl XpaHEHUS CTpaxoBoro goHaa, cM. nyHkT 2.11.13.3.

2.11.13. COBOKYNHOCTb CTPaxOBbIX KOMWA YHMKaIbHbIX U 0COBO LEHHbIX AOKYMEHTOB ApxuBHOro doHaa
Poccuiickon ®epepaunn (qanee - cTpaxoBon poHA) co3naeTcs B LENSAX COXPaHEHUST AOKYMEHTHOW MHopMaumm
Ha cnyyanW yTpatbl WAW MOBPEXAEHUS OPUIrMHANOB 3TuUX AoKymeHToB. CTpaxoBon doHO SABNAeTcs
HENPUKOCHOBEHHBLIM U XpPaHUTCS TeppuTopranbHO 060COBNEHHO OT OPUIMHANOB YHUKanNbHbIX JOKYMEHTOB 1 0COB0
LeHHbIX JOKYMEHTOB B CneumnanbHbIX apxmBoxpaHunuwax (cm. n. 4.13.3).

O4yepenHOCTb CTPAaxoOBOrO KOMMPOBaHUSA ONpedenseTcd C Yy4eToM (PU3NYECKOTO COCTOSHUS YHUKarbHbIX
OOKYMEHTOB M 0COB0 LieHHbIX JOKYMEHTOB M MHTEHCMBHOCTM OBpaLleHns K HuUM. [lepBooyepeaHoMY KONMMPOBaHWUIO
cpeon Hux nopnexat Hambonee WMHTEHCMBHO UCMNOfb3yemble, C MOBPEXAEHUSMU MaTepuanbHOro HOCUTENS U
OOKYMEHTHOW MHdopMaLmu.

MogroToBka yHMKamnbHBIX [JOKYMEHTOB M 0CODO LEHHbIX [AOKYMEHTOB K CTPaxoBOMY KOMUPOBaHWIO
OCYLLECTBMNAETCA B COOTBETCTBUM C MOPSAOKOM BblAA4YM apPXUBHbIX OOKYMEHTOB W3 apXMBOXPaHMIULL (CM. .
2.11.10).

CTtpaxoBoe KonvpoBaHWEe MPOBOAUTCHA C COBMOAEeHMEM cucTemaTM3auun eguHuL XpaHeHus B Onucu gern,
OOKYMEHTOB, KOTOpasi KOMMpyeTca nepen eavHuuamu xpaHenusi. CTpaxoBOMY KOMMPOBaHWKO nognexart Bce
BXOASLLME B €QUHULYY XPaHEHUS apXUBHbIE JOKYMEHTHI.

Mpu cTpaxoBoM KONMMPOBaHUW Aena, Kak NpaBuio, paclumeke He nognexart. Pacwmska gen nponssoanTcs B
NCKMIOYUTENBHBIX Cy4Yasix No COrnacoBaHWIO C PYKOBOACTBOM apxvBa Mpv MOSTHOW HEBO3MOXHOCTWU KONUpoBaTb
nepenneteHHoe peno. [lo okoHyaHuu paboTbl Aeno nepenneTaetcs nabopaTopuen wnu opraHuvsauuen -
N3roToBUTENEM CTPaxXOBbIX KOMWUIA 3aHOBO.

CTtpaxoBoe KOMMpPOBaHWE YHUKambHbIX AOKYMEHTOB U 0COBO LIEHHbIX [JOKYMEHTOB OCYLLECTBMSETCS B
COOTBETCTBMU C TEXHOMOIMYECKUMM perfaMmeHTaMmm v ApyruMu OeNCTBYIOLUMU  HOPMAaTUBHO-TEXHUYECKUMU
OOKyMeHTamu.

CTpaxoBOM KOMUWeW apxXMBHOIO [OOKYMEHTa Ha OyMaHOW OCHOBE SBMSETCA HeratMBHas MUKpodopma
(MukpodbunbM nnn Mmnkpoduwa) 1-ro NOKONeHUs, N3roToBneHHas Ha dpoTorpaduyeckon ranoreHMgocepebpsiHom
nneHke COOTBETCTBYIOLLEro TUNa MeToAOM onTuyeckoro poTorpacmpoBaHs JOKYMEHTOB.

CTtpaxoBon Konuewn KUHOAOKYMEHTa SIBMSEeTCA nepBas COBMELLEHHas KoMnus opurMHana, M3rotoBrieHHas Ha
nreHke COOTBETCTBYIOLLEro TUna MeToA40M KOHTaKTHON neyatu.

CtpaxoBon konven (GOoTOAOKYMEHTa SABMSETCS nepBasi KONWs OpurMHana, U3rotoBreHHas Ha POTONMeHke
COOTBETCTBYIOLLEro TUNna MeToA0M PenpoayLUMpoOBaHUSA UM KOHTAKTHOM neyaTw.

CtpaxoBon konuen HOHOOOKYMeHTa SBNSETCA MnepBasi KoMuWs OpurMHana, U3roToBfeHHask COBPEMEHHOM
CUCTEMOW 3aruncu.

CtpaxoBon konuen BMOEOOOKYMEHTa SIBMSieTCA MepBasd KoMus opurMHana, U3rotoBneHHas B dopmaTte
opurMHana cnocobom BUAEO3BYKO3aNUCU Ha MarHUTHOW feHTe.

CospgaHue, KOMMNNEKT U cocTaB (bOHﬂ,a nonb3oBaHUA

2.11.13.1. COBOKYMHOCTb KOMWWA apXMBHbIX [OOKYMEHTOB, BbIMOMHEHHbLIX Ha pPasfuyHbIX MaTepuanbHbIX
HOCUTENAX N NpefHa3HaYeHHbIX AN UCNOMb30BaHUA C Lienbio obecneyeHns COXpaHHOCTM OPUTMHANOB apXUBHbIX
OOKYMEHTOB (Oanee - dhoHA MOMb30BaHMsA), CO34AETCs, Kak NpaBuio, OOHOBPEMEHHO C CO34aHMEM CTPaxoBOro
¢doHOa, a Takke LeneBbiM NMOPsiAKOM Ha Haubornee MCnorib3yeMble apXMBHbIE AOKYMEHTbI, B MpoLecce Apyrux
paboT (paccekpeumBaHUEe apXmMBHbIX JOKYMEHTOB, OpraHn3auns nx ncnonb3oBaHns).

doHA NoNb30BaHWS, N3rOTOBIEHHBIA OQHOBPEMEHHO CO CTpaxoBbiM (POHAOM, co3faeTcsi B 06s3aTenbHOM
KOMMNeKTe, BKoYaloLeMm:

ANsi  apXMBHbIX [OOKYMEHTOB Ha OyMaXHOW OCHOBE - OAHY MWKPOOpMYy 2-r0 MOKOMIEHMs Ha
ranoreHngocepebpsiHoN nneHke (HeraTUBHAsA WU MO3UTMBHAS), U3FOTOBMEHHYIO C HEFATMBHOW MUKpPOhopMbl 1-ro
MOKOMNEHMS, U 0OHY MUKPOOPMY 3-r0 NOKOSNEHNS, N3rOTOBIEHHYIO C MUKPOMOPMbI 2-T0 NMOKOSEHNS;

Anst POTOAOKYMEHTOB - OANH NO3UTUBHbLIM POTOOTNEYATOK M OOUH Ay6nb-HeraTus,;

ANst  KNHOZOKYMEHTOB - OfHY MO3UTUBHYK COBMELLEHHYH KOMWIO, OOWH MPOMEXYTOYHbIA MO3UTUB
n300paxkeHnss U OOWH KOHTpaATMn oHOrpamMmbl (ONA 3BYKOBbIX KMHOOOKYMEHTOB). [lo3nTMBHas konusa u
NMPOMEXYTOYHbIN MO3UTUB M300pPaKEeHUA AOSMKHbl BXOOUTb B KOMIMIIEKT KUHOOOKYMEHTa, MPUHUMMAeMOoro Ha
NMOCTOsIHHOE XpaHeHue. [lonyckaeTcs JOMNONHUTENbHOE M3roToBreHne (GoHA4a MONb30BaHMS KUHOOOKYMEHTOB B
BMae BuaeodoHorpamm B oopmatax Betacam n VHS;

ansa oHO4OKYMEHTOB - OLHY KOMUIO HAa MarHUTHOW JEHTE;
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ANsi BUAEOAO0KYMEHTOB - oAHy konuio B hopmate VHS.

BkntodeHne B hoHA NONb30BaHUS KOMUA apXUBHBIX AOKYMEHTOB, B TOM YMCME Ha 3MNEKTPOHHbIX HOCUTENSX,
CO34aHHbIX B npouecce Apyrux paboT, OCyLLEeCTBNAETCS apXMBOM CaMOCTOSITENBHO.

B coHA nonb3oBaHMSA BKITHOYAKOTCHA KOMUM MONTHOCTLIO CKONMUPOBAHHbLIX €ANHUL, XpaHeHus. Konun oTAenbHbIX
apXMBHbIX [OKYMEHTOB MOryT ObiTb BKMtOYEHbl B (DOHAO MOMb30BaHWA B COCTaBe TeMaTuyeckux mnoadopok
AapXMBHbIX JOKYMEHTOB.

MpoBepka HanMMuns 1 COCTOSIHWS, TEXHUYECKUI KOHTPOJTb
CTPaxoBoro ooHAa 1 oHAa NoJib30BaHMS

2.11.13.2. Bce cTpaxoBble KONUM OOMKHbI COOTBETCTBOBATbL OPUIMHAINy Kak no COAepXaHuio, Tak 1 no psgy
BHELLIHUX NMPU3HAKOB.

WNaroTtoBuTens CTpaxoBbiX KOMuK obecneynmBaeT COOTBETCTBME BCEX BblMyCKaeMblX KOnun TpeboBaHMAM
OENCTBYIOLLMX HOPMATUBHO-TEXHUYECKNX JOKYMEHTOB MO CTPAaXxOBOMY KOMUPOBAHMUIO.

Bce ctpaxoBble kOnNuu NPOXOAAT TEXHUYECKUIM KOHTPOINb B rnabopatopumn unu opraHu3aumm-usrotoBuTene,
cBefdeHuns 06 ux kayectse PUKCUMPYIOTCA B akTax TEXHNYECKOro COCTOSHMSA KONu cTpaxosoro doHaa (no popmam
B COOTBETCTBUW C OTpacneBbiMW HOPMATUBHbLIMU JOKYMEHTamu).

Mpu npueme cTpaxoBbIX KOMWUIA MPOBEPSAETCS MOSMHOTa BLINOMHEHUS 3aKkasa Ha KoMuMpoBaHWe, KONMYeCTBO
KOMWA,  KOMMMEKTHOCTb, NPaBUMIbHOCTL U MOSfIHOT@  3aMnofIHEHUS  aKTOB  TEXHUYECKOrOo  COCTOSHWS,
BM3YalbHO-TEXHNYECKOE COCTOSIHWUE KOMUWA.

B npouecce xpaHeHust cTpaxoBble KOMuUU Noanexar:

NpoBEpKe HanuunMs M COCTOSHUSA B LENAX YCTAHOBIEHWUS (PakTMYECKOro Hanuums CTPaxoBblX KOMWUWA, WX
COOTBETCTBMSA AaHHbIM YY4ETHbIX JOKYMEHTOB;

TEXHUYECKOMY KOHTpO-o COCTOSHMSA " CBOEBPEMEHHOMY NpoBEAEHMIO HeobxoanMbIX
KOHCEepBaLNOHHO-NPOMUIaKTUYECKUX MEPONPUATUN.

TexHNYeCcKUn KOHTPOMb CTPaxoBoro ooHAa OCyLLEeCTBMASETCA OAMH pa3 B TpW roga, npu 3TOM KOHTPOI0
noanexuT 20% CcTpaxoBbiX KONUI NPON3BOACTBA KaXKAoro roga.

PesynbTaTbl TEXHUYECKOTO KOHTPONSA (PUKCUPYIOTCA B AOKYMEHTax O TEXHWYECKOM COCTOSIHUM CTPaxoBblX
KOMWI, rae JalTCcs 3aKoYeHns 0 HeobXoANMMOCTU 1 CpoKax NpoBedeHUs NPOUIaKTUYECKUX N pecTaBpaLNOHHbIX
paboT, 1 ycTaHaBNMBAKOTCA CPOKMN CEAYHOLLEro TEXHUYECKOro KOHTPOSS.

lMpoBepka HanMMuMss M COCTOAHUA OHOA MNONb30BaHUS OCYLLECTBISAETCA C LEnblo KOHTponsa 3a
COXPaHHOCTbIO KOMWI 1 opraHn3aumm paboTbl N0 CBOEBPEMEHHOMY BOCCTAaHOBIEHMIO (DOHAA NOSb30BaHUS.

O6bem 1 nepMoaAnYHOCTb paboTbl MO MPOBEPKE HaNM4uus U COCTOSHMSA dOHAA NONb30BaHWSA onpeaensoTcs
C y4yeTom ero obuiero obbema, coctaBa, MHTEHCUBHOCTM Bbi4ayun KOMUIM 1N YaCTOThl X BOCNPOM3BEAEHUS, a Takke
YCIOBWUI XpaHEHWS.

lMepepada cTtpaxoBoro poHAa Ha crieumansHoe XxpaHeHue

(n. 2.11.13.3 He pacnpocTpaHAeTcs Ha rocyAapCTBEHHble W MyHMUMNanbHble My3en n Bubnunotekw,
opraHusauum Poccumnckon akageMmny Hayk)

211.13.3. LUeHTpanusoBaHHOe XpaHeHWe cTpaxoBoro doHaa  ocywecTtBnseT  deneparnbHbii
rocygapcTBeHHbI apxus - LieHTp xpaHeHusa ctpaxosoro doHaa (LUXCP).

XpaHeHne CTpaxoBOro «oHAa rocygapcTBeHHoro apxuBa cybbekta Poccuiickon ®egepauumn wm
MYHULMNANbLHOrO apxmBa MOXeT OCYLEeCTBMATb ChneumanbHoe apxvMBOXpaHUnuile, pacrnonoXeHHoe Ha
TeppuTtopum cybbekta Poccuickon ®eagepauun.

PaspelueHne Ha nepegavy ctpaxoBoro cpoHaa B LUXCP gaet cneumnanbHO yNonHOMOYEHHbIV dhedepanbHbIi
OopraH UCMonHMTENbHOW BNacTu B cdepe apXMBHOrO Aena no pesynbTataM pacCMOTPEHUS AOKNaAHOWM 3amnmcKu
denepanbHOro rocygapCTBEHHONO apxmBa UMW YNOMHOMOYEHHOrO OpraHa WMCMOMHMTENbHOW BriacTu cybbekTa
Poccuiickon ®epepauunm B chepe apxmMBHOrO gena 0 roTOBHOCTU K OTMNpaBKe CTPaxXoBbIX KOMUIA.

PaspelieHne Ha nepegady CTpaxoBoro hoHAa B creumanbHOe apXMBOXPaHUNuLLEe, pacrnosyioXeHHoe Ha
TeppuTopumn cybbekta Poccuickon ®efepauun, rocygapcTBeHHOMY apxuBy cybbekta Poccuiickon ®enepauum n
MYHULMNANbHOMY apxuBy [aeT YMNONHOMOYEHHbLIA OpraH WCMNofHMTENbHOW Bnactn cybwekta Poccuiickon
denepaumun B cepe apxMBHOrO [ena Ha OCHOBaHMM [OKNaOHOW 3anuUcKu apxuBa O FOTOBHOCTU K OTMNpaBke
CTPaxoBbIX KOMUMN.

lMpuem-nepepaya cTpaxoBoro poHAa OCYLLECTBASETCA Ha OCHOBaHWM Mpukasa COOTBETCTBYIOLLEro
YNOMHOMOYEHHOro opraHa UCMONHUTENBbHON BriacTu B cdepe apXMBHOrO ena akToM YCTaHOBMEHHOW hopMbl, K
KOTOPOMY MpunararoTcs:
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onucum 0cobo UEeHHbIX Aen, OOKYMEHTOB WMNU KOMUW OMUCEN Oer, OOKYMEHTOB, C KOTOpbIX W3rOTOBMEH
CTpaxoBon hoHA, nnn nepeveHb HOMepPOB 0COBO LIEHHbIX Aer, AOKYMEHTOB (HOMEPHUK);

onucuK nepegaBaeMoro cTpaxoBoro ooHAa;

aKTbl TEXHMYECKOrO COCTOSIHMS KOMUI CTPaxoBoro ooHAa;

COMpoBOANTENbHbIE AOKYMEHTLI HA TPAHCMOPTHYHO Tapy.

CTtpaxoBble KOMMM B MOPsiAKE PacnoioXeHUs UX B ONWCU CTpaxoBoro ¢oHaa nomewarTcs B
COOTBETCTBYIOLLYIO Tapy OS1S1 TPAHCMOPTUPOBKM, MMEIOLLYIO MOPSIAKOBYHO HYMepauuio B npegenax oTnpaBrisieMon
napTvu1, 1 HanpaensTCs B ONSTIOMOMPOBaHHbLIX KOHTENHepax. B conpoBoanTENbHOM JOKYMEHTE Ha TPAHCMOPTHYHO
Tapy YKasblBalOTCA €e KONMYECTBO M YNCIIO CTPaxOBbIX KOMWA B HEW, CTaBATCA MOAMWCU AOSMKHOCTHBLIX L,
OTBETCTBEHHbIX 3a Nepegauvy.

AKTbl npuema-nepefadn Cc MNpUrNoXeHUsIMM  MNOMELLATCA B OTAENbHYO YMaKkoBKY C  MNOMETKOW
"ConpoBoguTernbHble AOKYMEHTbI".

OnnaTa pacxofoB No oTnpaBke CTPaxoBoro hoHaa Npou3BOANTCS OTNPaBUTENEM.

CtpaxoBaHue AoKyMeHTOB ApxvBHOro choHaa
Poccuiickon ®egepauun

2.11.14. CTpaxoBaHue [JokymeHTOB ApxumBHOro ¢oHga Poccunckon &®egepaumm HanpaBreHoO Ha
obecneyeHne WX COXPaHHOCTW, BO3MeLLeHWe yulepba B crnydae Kpaxu, yTpaTbl, MOBPEXAEHWUA U WHOMO
BO3MOXHOrO yuiepba.

CTtpaxoBaHuto nogniexar:

OOKyMmeHTbl ApxmBHoro doHaa Poccunckon ®depepauumn, a Takke noanexaiime BO3BPALLEHMIO MX KOMUW,
BbIBO3MMbIE 3a pyDex Ans 3KCMOHMPOBaHWS Ha BbICTaBKax, pectaBpaLym Unv ¢ Apyrumu Lensamu;

YHUKarnbHbIE JOKYMEHTbI, NPeAoCTaBnseMble 5151 SKCNOHNMPOBAHUSA Ha BbICTaBKaX BHYTPU CTPaHbI.

B ucknioumTenbHbIX cnyyaax nog obsi3aTenbCTBO B JOTOBOpPE O BO3MELLEHMM OpraHm3aTtopamu BbICTaBKM
yuiepba B cnydae ytpaTtbl UM NOPYM YHUKASNbHbIE OOKYMEHTbI MOrYT 3KCMOHMPOBATbCA Oe3 cTpaxoBaHWsi Ha
opraHusyembix B Poccuiickon ®enepauum BoiCTaBKax.

CtpaxoBasi oueHKa [OoKymeHToB ApxuBHoro doHga Poccuiickon ®depepauum npoBOAMTCS B apxvBe
KOMWCCUOHHO.

Kateropusa ueHHocTn OokymeHToB ApxuBHOro coHga Poccuiickon depepaumm u pasmep UX CTpaxoBow
OLEHKMN YCTaHaBNMBAOTCHA HA OCHOBE CreLmanbHbIX METOAMYECKUX Pa3paboToK.

PesynbTatbl CTpaxoBOW OLEHKM AOKYMeHTOB ApxuBHoro dgoHgaa Poccuitckon depepauumm ogopmnanTca
aKTOM CTpPaxoBOW OLEHKM apXMBHbIX [OOKYMEHTOB, KOTOpbI nNpeacTaBnseTcd B COOTBETCTBYHOLLUN
YNONTHOMOYEHHbIN OpraH UCMNOMHUTENbHOW BrlacTn B cdhepe apXMBHOro Aena.

OdopMneHne BpeMEHHOO BbiBO3a AOKYMEHTOB ApXMBHOro goHAaa
Poccuickon ®egepauun 3a pybex

2.11.15. [Ina paccMmoTpeHns BONpoca O BO3MOXHOCTM BPEMEHHOIO BblBO3a OOKYMEHTOB ApPXMBHOrO hoHaa
Poccuiickon ®efepauun apxmB npeactaBngeT B - cneumanbHO  YNONHOMOYEHHbI  dpefeparnbHbld - opraH
WCNONHUTENBHOW BNAcTN B cpepe apXMBHOro aena:

KOMuto JoroBopa o NpPoBeAeHNM BbICTaBKWU, PpeCTaBpaLVOHHbIX v Apyrux pabor;

nepeyeHo [OoKymeHTOB ApxmBHoro coHaa Poccuiickon ®depgepaunyn  yCcTaHOBNEHHOW  hOpPMBbI,
npeaHasHayYeHHbIX K BDEMEHHOMY BbIBO3Y;

KOMWM CTPaxOBOro MOMuca, rapaHTum MPUHUMAKOLLEN CTOPOHbI U TFOCYOAPCTBEHHBIX OPraHoOB CTpaHbl
Ha3Ha4YeHus1 B OTHOLLEHUN COXPAHHOCTW 1 BO3BpaTa BPEMEHHO BbIBO3MMbIX KYNbTYPHbIX LEHHOCTEN;

NMACbMEHHOE MNOATBEPXKAEHNE YOOBMNETBOPUTENBHOIO (PU3MYECKOTO COCTOSIHUS [OOKYMEHTOB ApPXMBHOIO
doHaa Poccuiickon ®egepaumm, NO3BOMSIOWEro X TPAHCNOPTUPOBAaTbh U AEMOHCTPUPOBATL, a TakKe HanNMyns nx
CTpaxoBbIX KOMWNA;

paspeLleHne ynorIHOMOYEHHOrO OpraHa MCMOMHUTENbHOW Briactu cybwbekta Poccunckon depepaumm B
cdepe apxMBHOro ferna (ToNbKo Ansi rocy4apCTBEHHLIX apxuBoB cybbekToB Poccuickon ®enepavun);

paspeLleHne opraHa MeCTHOro caMmoyrnpaBreHns (TONbKO ANs MyHULMNanbHOro apxmea);

Apyrve HeobxooMmble JOKYMEHTLI B COOTBETCTBMM C YCTAHOBIIEHHbLIM MOPSOKOM.

B cooTBeTCcTBMM C YCTAHOBMEHHbLIM MOPSAKOM rOCY4apCTBEHHOMW 3KCMEepTU3bl U KOHTPONSA 3a BbIBO3OM U
BBO30OM KYyIbTYpPHbIX LIEHHOCTEW ANS NOryYyeHWs CBUAETENbCTBA Ha NPaBO BbIBO3a KyMNbTYPHbIX LIEHHOCTEMN C
Tepputopun  Poccuitickon  depepauum  ykaszaHHble  JOKYMEHTbl BMeCTe C  3aKMyeHneMm  crneumanbHo
YMOMHOMOYEHHOro deepanbHOro opraHa WCMOSMHUTENbHOW Briactu B cdepe apxMBHOIO gena u apyrumu
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HeobXxoOUMbIMM  JOKYMEHTaMu NPeACTaBnsiTCa B cneuuanbHO  YNONHOMOYEHHbIN  dbefeparnbHbldi - opraH
WCNONHUTENBHON BnacTu B cdepe rocyaapCTBEHHOrO KOHTPOIS 3a BbIBO30M M3 Poccuinckon ®enepaumm n BBO3OM
Ha ee TeppUTOPUIO KYNbTYPHbIX LLEHHOCTEN.

[na npoaneHusa B ocobbix cnydasix Cpoka BpEMEHHOro BbiBO3a AOKYMEHTOB ApxuBHoro ¢poHaa Poccuiickon
denepaumun apxve NpeacTaBnseT B CNeLmanbHO YNONHOMOYEHHBIN dhedepanbHbIi OpraH UCMOTHUTENBHON BNAacTy
B cchepe rocygapcTBEHHOro KOHTPONsl 3a BbIBO30OM U3 Poccuiickon Pepepaumm M BBO3OM Ha ee TEppUTOPUIO
KynbTYPHbIX LEHHOCTEN:

KOMuio JOroBopa O NPoASIEHMN CPOKa BbICTaBKW, peCTaBpaLMOHHbIX UK Opyrnx paboT;

KONuM CTpPaxoBOro Mofnca, rapaHTum MNpUHMMAlOLWEN CTOPOHbl U FOCYAapCTBEHHbIX OPraHoB CTpaHbl
HasHayeHNsi B OTHOLLEHMM COXPAHHOCTU 1 BO3BpaTa BPEMEHHO BbIBO3UMbIX KYJIbTYPHbIX LLIEHHOCTEN;

3aknioYeHne cneumanbHO YNOMHOMOYEHHOro dedepanbHOro OpraHa MCMoNHUMTENbHOW Bnactu B cdepe
apXxvBHOrO Aena;

apyrue Heobxoanmble AOKYMEHTbI B COOTBETCTBUU C YCTAHOBEHHBIM NMOPSIAKOM.

ObecneyeHne COXPaHHOCTU apXMBHBIX JOKYMEHTOB
Npuv Ype3BblHanHbIX CUTYaLUSaX

2.11.16. K ype3sBbl4alHbIM CUTYaLUsIM OTHOCATCSH OOCTOATENbCTBA, NPU KOTOPbIX HEBO3MOXHO BbINOMHEHUE
apXxvMBOM B MOSTHOM O6beMe BO3MOXEHHbIX Ha HEro 3agay B COOTBETCTBUM € TpeboBaHnAMKM HacToswmx Npasun n
OPYrMX HOPMAaTMBHBLIX NPaBOBbIX AKTOB, CO3[AETCH Yrpo3a XWU3HW U 300POBbLIO FIOAEN, COXPaHHOCTU apXMBHbIX
OOKYMEHTOB apxwmsa.

K upesBblyanHbIM CUTyaUUsiM OTHOCATCH:

06bsiBNeHne cTeneHer roTOBHOCTM rpaxaaHCcKo 060POHbI;

BBEJEHVE B AENCTBME NNAHOB rpaXKgaHCKON 060POHbI;

0bbsABMNeHME B rocygapcTee (perMoHe, ropoae) pexmnma YpesBbl4anHOro NonoXeHus;

noxap, TEXHOreHHbIe KaTacTpobl N CTUXMIHbIE BeACTBMSA, MOBNMABLUNE HA XN3HEOEATENbHOCTb apXmBa;

WCYE3HOBEHME WMM MNopYa apxMBHbIX [AOKYMEHTOB, XULIEHME Wnu nopya uMmylecTBa B pesynbTate
NPOHWKHOBEHWSI B apXMB MOCTOPOHHUX N0AEN U APYIUX NMPOTUBOMPAaBHbLIX AENCTBUN;

aBapvn cuUcTeM XnsHeobecneveHns apxuea, a TaKkke 34aHus apxvea;

CHATWE OXpaHbl apxuBa;

Apyrne obcToATENbCTBA, BbIHYXAAKWME PYKOBOACTBO apxvMBa MPUHATb pelleHve o6 M3MeHeHWu pexuma
paboTbl apxuBa UM NPUOCTAHOBMEHNM ero AeATeNbHOCTY.

C yyeTOM BO3MOXHbIX 4Ype3Bbl4alHbIX CUTyauui apxuB paspabaTbiBaeT ¥ nNpuv  HeobxooMMocTu
nepuoanyecky nepecmaTpuBaeT MraHbl KOHKPETHbIX MEPONPUATAN U ApYyrMe HOpMaTUBHbIE JOKYMEHTbI O paboTe B
Ype3BblYalrHbIX CUTYaLMAX.

MnaHbl 1 gpyre [OKYMEHTbl N0  MOOMMAM3auUMOHHOWM MOArOTOBKE, rpaxdaHCKkon obopoHe apxumBa
pa3pabaTbiBatOTCH B YyCTAHOBNEHHOM MOPSKeE.

lMnaHbl MeponpuaTUA apxmMBa Ha Crny4van Ype3Bbl4anHbIX CUTyauMh, HE OTHOCALLMECS K MOBUnNn3aLMoHHON
MOAroTOBKE W rpaXgaHCKon 0BOpoHe, OOMKHbI COrMacoBbIBATbCA C OpPraHU3auMOHHBIMKU U pacnopsigMTensHbIMU
AOKyMeHTaMu apxvBa, pa3paboTaHHbIMK MO FIMHAN MOBMNN3aLMOHHON NOATOTOBKM U FpaXaaHCKoN 060POHbI.

C cogepxaHvem nnaHoOB MeEPOMNPUATUMIA WU OpYruX HOPMaTUBHbIX AOKYMEHTOB, onpegenswowmx paboTy
apxvBa npw Ype3BblyariHbIX CUTyaUMAX, OOMMKHbI ObITb 03HaKOMMEHbl pabOTHUKM apxvBa B YacTW, UX KacatoLlemncs,
Cc obsa3aTenbHbIM BbINOMHEHMEM TpeboBaHWIN, YCTAHOBMEHHbIX B OTHOWEHWW [OoCTyna K CBeAeHusM,
COCTaBMAIOLLMM roCyAapCTBEHHYIO TanHy.

BbinonHeHne B apxvBe MeponpuaTUWA, MPeayCMOTPEHHbIX MnnaHaMyM MoOOMMM3auuoHHOW NOArOTOBKU U
rpakgaHcKon 060pOHbI, OCYLLECTBIIAETCS COrNacHo 3TMM NiiaHaM B YCTaHOBIEHHOM MOpsgKe.

[ll. OpraHn3aums y4eta JOKYMEHTOB apXMBHOro choHaa
Poccuickon ®egepauum n Apyrmx apxmeHbIX JOKYMEHTOB B apxuBe

3.1. OnpefneneHue konuyecTsa u coctaBa JOKyMeHTOB ApxumBHoro doHaa Poccuinckon denepaunm n apyrux
apXMBHbIX JOKYMEHTOB B apXUBE B YCTAHOBIEHHbIX eQUHMLAX y4eTa U OTpPaXeHUe 3TOro KonmMyecTBa U cocTaBa B
yYeTHbIX JOKyMeHTax obecnedvMBaeT OpraHU3auMOHHYK YNOpPSAO0YEHHOCTb M BO3MOXHOCTb afpecHOro noucka
apXMBHbIX JOKYMEHTOB, KOHTPOJS 3a UX HANMYMEM U COCTOSTHUEM.

ApXMB OCYLUECTBMSET TFOCYAApPCTBEHHbIA Y4eT apXuBHbIX OOKyMeHTOB. CocTaB M MOPSAOK BeAeHust
OOKYMEHTOB rOCy[apCTBEHHOIO y4yeTa apXUBHbIX LOKYMEHTOB, B TOM 4ucre hopMbl NacnopTa apxmea 1 nacnopra
WUCTOYHMKA KOMMJIEKTOBAHUS apxmMBa, W TMOPSOOK WX NpeacTaBfeHns  ycTaHaBnuBalTcs  PernameHToM
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rocyfapCTBEHHOro yyeTta gokymeHToB ApxusHoro dpoHaa Poccuiickon ®epepauun.

YyeTy nognexar:

XpaHsiLmecs B apxXvMBe apXMBHble AOKYMEHTbI, B TOM YMCMe HEeOonucaHHble U HeNpodUIbHbIE ANA OAHHOro
apxvBa, a Takke CTpaxOBble KOMWM apXUBHbIX [OOKYMEHTOB M Konuu poHAa MOMb30BaHWSA, OMUMCU Aen U
OOKYMEHTOB;

OOKyMeHTbl ApxuBHoro c¢oHaa Poccunckon depepaumn, a TakKke [OOKYMEHTbl MO JIMMHOMY COCTaBy,
XpaHsALWMecs B UICTOYHNKAX KOMMIEKTOBaHUSA apXuBa.

Y4yeT npounsBoanUTCS MyTEM MPUCBOEHUS apXMBHbIM OOKYMeHTam (edvHuuam xpaHeHus/egvHuuam yyeta)
YYETHbIX HOMEPOB, ABMNAIOLLMXCA COCTABHOM YaCTbl apXMBHbIX LLUMGPOB.

ApxuBHbIN WNdp (0O03HaAYEHNE, HAHOCUMOE Ha KaXayl eavHULy XpaHeHus ¢ uenbio obecnedeHus ee
yyeta U ugeHTudumkaumm) CcoCcTouT U3 Cnegyrwmux 3NeMeHTOB: COKpaLLleHHOro Has3BaHua apxuBa (ero
oduuymnansHo abbpesuatypbl) 1 HOMEPOB: apxuBHOro doHaa, onucu Aen, AOKYMEHTOB, €OUHULbI XpaHeHus,
eanHuLbI yyeTa.

B coctaB apxvBHOro Lwudpa eauHuubl XpaHeHus ayamoBM3yanbHbIX [LOKYMEHTOB BKIIHYAKOTCHA Takke
0b03HaveHus (OykBeHHble U UMPOBLIE) aNeMeHTa KOMMMEKTa, pasmepa HeraTuesa, Buaa HOCUTENs! 3BYKOBOM
WHbopMaLnK; eANHULbI XPaHEHNST ANEKTPOHHbIX JOKYMEHTOB - doopmaTa 3anvcu 1 Buga HocuTens nHpopmaumm.

3.1.1. [HokymeHTbl ApxmsHoro coHga Poccuickon Pepepaunmn, OLHOBPEMEHHO BXOAsSLLME B COCTaB
MyseiniHoro ¢oHaga Poccuiickon Pepepaumn, yy4uTbiBalOTCA B COOTBETCTBUM C MOPSAKOM, YCTaAHOBNEHHbIM
HacTodawmmMuy MNpaBunamu 1 NOpsaKOM, YCTaHOBMEHHbIM cneunansHO YNONMHOMOYEHHbIM defepanbHbiM OpraHom
ncnonHutenoHon Bnactu ana MysenHoro poHga Poccuiickon ®epepaunn.

HokymeHTbl ApxnBHoro poHaa Poccunckon ®egepaunm, 0oQHOBPEMEHHO BXOASLLME B COCTAB OUONMOTEYHbIX
¢OHOO0B, YYUMTBLIBAOTCS B COOTBETCTBUM C HAcToAwMMy [paBunamn n nopsigkoM, YCTAHOBMEHHBIM ChelmarnbHO
YNONTHOMOYEHHbIM PedeparnbHbiM OpraHoM WCMONHUTENbBHON BriacTn Ans 6mbnuoteuHbix doHgoB Poccuickon
depepauymm.

3.2. Y4eT apx1BHbIX JOKYMEHTOB B rocyAapCTBEHHOM apxuBe, rocygapCTBEHHOM M MyHMLMNANbHOM My3ee,
O6mbnmoTeke, opraHusaumn PoCCUMCKOM akageMum Hayk OCYLLEeCTBRsieTCA chneumanbHbIM nogpasgenieHnemM vnm
BO3MaraeTcs Ha cneumnansHO BblAeneHHOro paboTHMKa.

B apxuBoxpaHunuile rocyfapCTBEHHOro apxuea, opraHusaumm Poccuickon akagemMum Hayk HasHadaeTtcs
pabOTHWK, OTBETCTBEHHbIN 32 Y4ET apXUBHbIX JOKYMEHTOB apXMBOXPaHUIMLLA.

YyeT apxmBHbIX [OOKYMEHTOB, XPaHSALMXCSA B WMCTOYHUKAX KOMMMEKTOBaHWS apxuBa, OCYLlecTBNAeTcH
cneumanbHblM MoApas3gefieHMeM  apxvBa WM BO3Maraetcs Ha  crneuuanbHO  BblAeNeHHoro  paboTHUKa,
OTBETCTBEHHOMO 3a OpraHU3auunio KOMMIEKTOBaHUS apXmMBa apXmBHbIMU JOKYMEHTaMMU.

YyeT apxuBHbIX OOKYMEHTOB B MYHWULMMANbHOM apXMBE W apXMBHbIX AOKYMEHTOB, XPaHSALUXCH B €ro
WCTOYHMKAX KOMMMEKTOBAHUS, OCYLLECTBMAKT 3aBefyllnin MyHUMUMNANbHbIM - apXvMBOM W/unu cneyuanbHo
BblAENEHHbIN pabOTHUK.

3anvcn B y4eTHble JOKYMEHTbI BHOCSTCS TONTbKO pabOTHUKaMn, OTBETCTBEHHbIMU 3a Y4eT.

3.2.1. B apxuBe paspabaTtbiBaloTCA NOPSAOK 1 CXema yveTa apXmMBHbIX JOKYMEHTOB.

Mopagok yyeTa apXuBHbLIX JOKYMEHTOB OnpefenseT COCTaB YY4ETHbIX JOKYMEHTOB M yYeTHbIX 6a3 AgaHHbIX,
BEAYLUNXCA LEHTPanNM30BaHHO U B KaXKAOM apXMBOXPaHUMMLLE; 3aKpennsieT nocneoBaTenlbHOCTb BbINOMHEHMUS
paboT no y4eTy. Cxema yyeTa apxmBHbIX JOKYMEHTOB B rpadmyeckor popmMe prKcupyeT Nopsifok yyeTa.

Mopagok M cxema ydeTa apXxvMBHbIX [AOKYMEHTOB B apxvBe YTBEPXOAKTCA MPUKasoM pykoBoaAUTENS
(3aBenytoulero) apxmsa(om).

3.2.2. YyeTHble [OKYMEHTbI, KpPOMe OMuUCEN [en, LOOKYMEHTOB, NpeAHa3HayeHbl Anst cryxebHoro
Nnonb30BaHWs 1 Nonb3oBaTensM He BbldalTcda. B oTAenbHbIX cnyvasx Mo peleHuo pykoBOACTBA apxuBa MoOXeT
ObITb BblAAHO Aeno doHaa.

3.2.3. XpaHeHune yyeTHbIX JOKYMEHTOB OCYLLECTBNAETCH B yCTaHOBNEHHOM nopsagke (cm. n. 2.11.4.1.3).

EAVHMUBI yyeTa apXMBHbIX JOKYMEHTOB

3.3. OCHOBHbIMM efuHMLaMK y4eTa apXMBHbIX AOKYMEHTOB He3aBUCUMO OT Buga Hocutens, crnocoba u
TEXHWKMN 3aKpenneHns Hpopmauum SBNsOTCA apXmMBHbIN MOHA Y eANMHULEA XpPaHEHUS.

AyavoBusyanbHble 1 3NEKTPOHHbIE JOKYMEHTbI YYUTLIBAIOTCS TakkKe No eauHMLaM yyeTa.

ApXUBHblE JOKYMEHTbI IMYHOr0 NPOUCXOXAEHUS, NpoLLeaLne ToNbKo NepBUYHY0 06paboTKy, yunTbiBaloTCA
Nno AOKYMEeHTaM Unu nuctam.

HeynopsagoyeHHble apxuBHble [OOKYMEHTbl (pOCChIMb) yuuTbiBalOTCA M3 pacdeta 150 nucTtoB B OAHOWM
YCNOBHOW €AMHULIE XPaHEHWS.

3.3.1. B uenax HacToawwmx MNMpasun NCnonb3yTcsa cnegyowmne noHATUA:
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eMHMLa XpaHeHus - husndeckn 060cobneHHbIE apXUBHBIN JOKYMEHT UMW apXUBHbIE JOKYMEHTHI;

€MHMLA XPaHEeHUsA apXMBHbIX OOKYMEHTOB Ha OymaXXHOW OCHOBe - AeNno - OTAenbHbI(e) apXxvBHbI(e)
OOKYMEHT(bl), 3aKnto4eHHbIN(e) B 060COBNEeHHYI0 0BMNoXKY, nanky;

€MHMLA XpaHEeHUs KUHOLOKYMEHTOB - (om3nyeckm 060Co6NEHHbIN PYNOH KUHOMMEHKM UM MarHUTHOW NEHThI
C 3anuncbio N300pasnTenbHOM U/MNK 3BYKOBOW MHpOpMaLNK;

eavHMLa XpaHeHus OTOOOKYMEHTOB - pmn3nyeckn o60cobneHHbIn kagp (Heratue, Aybnb-HeraTtue, NO3UTUB,
cnang (AMano3nTmB), HECKOSBLKO KagpoB NaHOPaMHOM CbeMKK, hoTooTNeYvaTok, pynoH anadunema, goToansoom;

eavHMLa XpaHeHus (OHOLOKYMEHTOB - (hM3MYEeCKM 000COONEHHbIE PYNOH KUHOMMEHKW, MarHUTHOW Win
OyMakHOW NeHTLI, KacceTa, BOCKOBOW BasuvK, OUCK C 3annCbio 3BYKOBOW MHAOpMaLuu;

€[VHMLA XpaHeHUs1 BUOEOO0KYMEHTOB - oM3N4eckm 0060cobneHHbIe pyroH MarHUTHOWM NEHTbI, KacceTa, OUCK
C 3anucbio N3006pasnTenbHON U 3BYKOBOM MHpopMaLmu;

€[MHMLA XpaHEeHUs1 ANEKTPOHHbIX OOKYMEHTOB - u3nveckm ob60Cob6reHHbIi HOCUTENb C 3anucCblo 4acTu
3ANEKTPOHHOIO AOKYMEHTA, OOHOrO UMM HECKOMbKMX 3NEKTPOHHbIX AOKYMEHTOB;

€MHMLA yyYyeTa KMHOLOKYMEHTOB - YacTb €OWHWLIbI XPaHEHUS, OOHA UM HECKOMNbKO eOMHUL, XpaHeHusa C
3anucbio onpeaeneHHoro hunema, XXypHana, cnewBbinycka, clokeTa u T.n.;

eavHuua ydeta P)OTOAOKYMEHTOB - OOHA WM HECKONbKO €AWMHWL XPaHEHUs C 3anucbio onpeneneHHoro
anacunbma;

eavHuua ydeta QOHOOOKYMEHTOB - YacTb €AMHULbI XpPaHEHUs, 0dHA WM HECKONbKO eOWHWUL, XpaHeHus1 C
3anucbio  3BYKOBOW WMHGoOpMaumMmM 00 onpegeneHHoM coObiTUK, NpPOM3BEeOEeHUM nuTepaTypbl U UCKyCcCTBa
(HeckonbKknx nNpou3BeAEHUN nUTepaTypbl U WUCKYCCTBA, OObEAMHEHHBIX MO aBTOPCKOMY, TEMaTU4ecKoMy Wu
OPYrvM NpusHakam) v T.n.;

€OVHMLA yvyeTa BMAEOAOKYMEHTOB - YaCTb €4MHULbI XPaHEHUHA, OfHA WM HECKONbKO €AMHUL, XPaHEHUs C
3anucbio  OMNpedEeneHHoOro CrokeTa, NpPOU3BEOEHUsA nuTepaTypbl U UCKYCCTBA (HECKOIbKMX MpOu3BEeAEHUN
nuTepaTtypbl U UCKYCCTBA, 00 beAUHEHHBIX MO aBTOPCKOMY, TEMATUYECKOMY UMK APYrMM NpU3HaKkam) 1 T.n.;

€OVMHMLA y4eTa JMeKTPOHHbIX OOKYMEHTOB - 4acTb €OUHWLbI XPaHEHWsl, ogHa WM HECKONbKO €auHML
XpaHEHUS C 3annCbio YacTU AMNEKTPOHHOIO JOKYMEHTA, OOHOMO UM HECKOSBKUX 3NEKTPOHHBIX JOKYMEHTOB.

Cucrtema YYETHbLIX JOKYMEHTOB apXunBa

3.4. B apxuBe BepnyTCca OCHOBHble (0Os3aTenbHble) U BCMoOMoOraTernbHble ydeTHble A0KyMeHTbl. CocTaB u
hOpPMbl OCHOBHbIX Y4YeTHbIX [AOKYMEHTOB (KpOME nacrnopTa apxvBoOXpaHunuuia) orpegeneHbl HacToALMMU
MpaBunamn. CoctaB ©“  OpMblI  BCMOMOraTesibHbIX  YY4ETHbIX [OKYMEHTOB OnpefenstoTcs  apxXvmBoM
CaMOCTOSITEbHO.

3.4.1. B cocTaB OCHOBHbIX (0653aTernbHbIX) Y4eTHbIX 4OKYMEHTOB apXxmBa BXOOAT:

KHMra yyeTta nocTynrneHun AokymeHToB (mpunoxeHme N 5) - Ang yyeta Kaxgoro MOCTYNNEHWUS apXMBHbIX
OOKYMEHTOB B apxuB, a TakkKe KONMMYeCcTBa U COCTaBa apXMBHbIX AOKYMEHTOB, MOCTYMMBLUMX Ha XpaHeHue 3a
onpeaeneHHbIN XPOHONOMMYECKUIA Nepmog BpEMEHW; COCTOSHUS UX ONUCaHWS;

cnucok oHaoB (npunoxeHne N 6) - Ana permctpaumm MNPUHATBIX Ha XpaHeHue apxvBHbIX (OOHAOB,
NMPUCBOEHUSA UM HOMEPOB, y4eTa KONM4ecTBa apXuBHbIX (POHA0B, HAXOAALUMXCA HA XPaHEHUN U BblObIBLUKX;

nucT oHAa - ANd y4eTta B paMmkax apxvMBHOro hoHaa KonuyecTsa U coctasa onucen aen, JOKYMEHTOB U UX
Hymepauuu, Konnmyectsa M cocTaBa apXMBHbLIX JOKYMEHTOB, COCTOSHUSA MX OMUCaHUSA, OUHAMUKN U3MEHEHUIN MO
KaXkgom onucu Aen, AOKYMEHTOB U apXMBHOMY (poHOY B LErioM, ukcaumm M3MEHEHUn B Ha3BaHUM apXUBHOIO
oHAaa;

nUCT y4veTa ayamoBu3yanbHbIX [OKYMEHTOB - ANs y4veTa KonuyecTBa ayaumoBU3yalnbHbIX [OKYMEHTOB
onpegeneHHoro Buga npu ux HedOHAOBOW OpraHu3auuu; ydyeta M Hymepauum onucen ayguoBu3yasbHbIX
OOKYMEHTOB, ONHAMMWKN UX U3MEHEHUN;

onuceb gen, JokymeHToB (npunoxeHns N 7 - 8) - ond noeauHWYHOrO M CYMMapHOro ydeTa apXMBHbIX
OOKYMEHTOB, 3aKkpenneHus nopsigka Mx cuctematv3aumu, ydyeta M3MEHEHUN B cocTaBe M obbeme apXMBHbIX
OOKYMEHTOB, BKITHOYEHHbIX B AaHHYIO OMUCh;

peecTp onucen Aen, JOKYMEHTOB - AN perncrpauuu onucen Aen, AOKYMEHTOB, yveTa MX KONM4ecTBa U
COCTaBa;

WHBEHTapHas KHWra yyeta ferl, UMeroLwmx B 0opopMIeHNN Unu B NPUNOXEHUN K HUM AparoueHHble MeTan bl
N KaMHW, - AN NOeANHUYHOIO Y CYMMapHOro yyeTa cocTaBa U COCTOSHUSA Takux Aen;

nacrnopT apxvBoxXpaHunuiia (NpousBoNbHON (OPMbI) - AN CYMMapHOro ydyeta apxuBHbIX (OOHAOB W
apXUBHbIX JOKYMEHTOB AaHHOIro apXMBOXPaHUINLLA;

NUCT yyeTa U ONMUCaHUs YHUKarnbHOro JOKYMEHTa;

CnMcok hoHA0B, coaepXKaLLmx 0cob0 LieHHbIE JOKYMEHTHI;
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onucb 0cob0o LEHHbIX Aen, JOKYMEHTOB UMW NepevyeHb HOMepPOB 0COB0 LeHHbIX Aen (HOMEPHUK);

peecTp onucen 0cobo LieHHbIX Aen, AOKYMEHTOB;

KHUra yyeTa NOCTynneHun ctpaxosoro hoHaa 1 goHaa Nonb30BaHus;

OMnnCb CTPaxoBOro oHAa;

aeno doHaa - KOMMMEKC AOKYMEHTOB MO UCTOPMM MCTOYHUKa KOMMnekToBaHusi (poHgoobpasoBaTens) u
apXMBHOro poHAa, BeOyLMMCS Ha Kaxadbld apXuBHbIN (OOHA, OObEeAMHEHHbIV apXMBHbIA (POHA W APXUBHYIO
KONneKuumio; Npu HedOHAOBOW OpraHn3auumn ayanoBuayarnbHbIX U SNEKTPOHHbBIX JOKYMEHTOB - Aerio OpraHu3aumm -
cAaTyvKa AOKYMEHTOB;

nucT-3aBepuTenb Aena - Ans ydeta KonvdectBa nNuctos B gene (npunoxeHue N 3);

BHYTPEHHSASA ONUCb JOKYMEHTOB Aena - ANS Aer, B COCTaB KOTOPbIX BXOASAT YHUKamNbHbIE JOKYMEHTHI.

3.4.2. B cocTtaB BcnoMoraTerbHbIX YY4eTHbIX JOKYMEHTOB apXuBa BXOAAT:

KapTOYKM N KHUTWM OBWKEHMS (POHOO0B, ONMCEN Oerl, AOKYMEHTOB, KHUMM ydeTa JOKYMEHTOB, NepefaHHbIX B
apyrue apxuBbl, KHUrM ydyeTa (POHOOB WU AOKYMEHTOB, BbIAENEHHbIX K YHUYTOXEHWIO, KHUMM MOBMAOBOrO yyeTta
OOKYMEHTOB U1 Ap.

ApxuB BNpaBe BeCTM Apyrue BCMOMOraTesibHble y4eTHble AOKYMEHThI, KOTOPbIE BKMIOYAKOTCA B CXEMY y4eTa
OOKYMEHTOB.

BcnomoratenbHble y4eTHbIE JOKYMEHTbI MOTYT BECTUCH HA BYMaXKHOM U/ reKTPOHHOM HOCUTENSIX.

O6wme TpeboBaHUs K y4ETHbIM JOKYMEHTaM apXxmBa

3.5. Y4yeT apxuBHbIX JOKYMEHTOB nepuoa oo 1917 r. BeaeTcsa pasfernbHO OT y4eTa apXMBHbIX AOKYMEHTOB
nepuoga nocne 1917 r. ¢ CaMOCTOATENbHOW MOPSIAKOBOW Hymepauuen doHOoB. WckrnodeHne cocTaBnsitoT
cneumnanv3npoBaHHbIe apXxMBbl, XPaHSLLME apXMBHbIE OOKYMEHTbI NIMYHOIO MPOUCXOXAEHUS N ayaMOBU3YarbHYHO
AOKYMEeHTauuio.

Homepa apxumBHbIX poHaoB nepuoga nocne 1917 r. B apxuBe OOSKHbI uMeTb nHaekc "P", otaensembli oT
uncpoBoro 0603HayveHms Homepa apxmBHoro doHga veptonm (P-1, P-2 n 1.4.).

Homepa apxvBHbIX (POHOOB MNWKBMAMPOBAHHOIO MAPTUWHONO apxvBa, BKIMIOYEHHbIX B COCTaB apXMBHbIX
doHO0B rocygapcTBeHHOro apxuBa cyobekta Poccuiickon ®egepauumn, gomkHbl MmeTb uHaekc "M", otaensiembli
OT undcpoBoro o603HayYeHMs HoMepa apxmBHoro poHaa yepton (M-1, M-2 n t.4.).

lMepeHymepaums apxuBHbIX (OOHO0B NPOU3BOAUTCH B UCKMIOUUTEMbHBIX CRydYasx M TOMbKO C paspelueHus
COOTBETCTBYIOLLEro YNOITHOMOYEHHOr0 OpraHa UCNOMNHUTENbHOW BNacTu B cdepe apXuBHOro aena.

3.5.1. 'ameHeHns B y4eTHble JOKYMEHTbl BHOCATCH TOMNbKO Ha OCHOBaHUM COOTBETCTBYIOLLUMX aKTOB (CM. nn.
3.7.1, 3.7.2, 3.7.3), yTBEPXXAEHHbIX B YCTAHOBMNEHHOM MOpsiaKe.

[Mocne BHeceHWUs NSMEHEHUI B yYeTHble OOKYMEHTbl akTbl NMomeluarTcs B Aeno doHaa, npn HeoHA0BOW
opraHm3aumm apxXuBHbIX JOKYMEHTOB - B 4ef10 OpraHM3aumm - caatynka JOKYMEHTOB.

AKTbI HyMepyloTcs B fere ooHAa no BuMaaM akToB B BanoBOM Mopsake; npyv HedoHOOBOW opraHusaumu
apXMBHbIX JOKYMEHTOB - B AeNe opraHvM3aunm - cgatynka 4OKYMEHTOB.

3.5.2. B kHury ydeta nocTtynneHund [okymeHToB (npunoxeHve N 5) nocrnegoBaTenbHO BHOCHATCS BCe
nepBUYHbIE U MOBTOPHbLIE NOCTYMNMNEHNSA apXMBHbIX AOKYMEHTOB. Kaxgoe nocTynneHne B npegenax OTY4eTHOro roga
nony4aeT NOPSAKOBLIN HOMEpP B BanoBoOK nocrneaoBaTenbHOCTU.

ExxerogHo Ha 1 sHBaps NOABOAUTCHA UTOr KONUYECTBA NOCTYNUBLLUX 3a ro apXUBHbIX JOKYMEHTOB.

3.5.3. B cnucok doHpoB (npunoxerHve N 6) apxmBHbIN POHA 3anUcbiBaeTCs TOMbKO OAWH pa3 npu nepsoM
nocTynneHnn B apxme. He gonyckaeTcs BHeCeHWe apxXuBHOro oHAa B CNUCOK (hOHOO0B paHee NOCTYMMeHus ero
apXMBHbIX JOKYMEHTOB Ha XpaHeHue.

Homep, MpuCBOEHHbIM apxMBHOMY OHAY MO CNUCKY (OHOOB, $BMSETCA ero Yy4yeTHbIM HOMEpPOM,
COXpaHsIeTCH 3@ HUM BO BCEX YYETHbIX JOKYMEHTaXx.

B cneuwanusmpoBaHHOM apxuBe [OKYMEHTOB MO fMYHOMY COCTaBy K HOMeEpY apXuBHOro (OoHaa,
NMPUCBOEHHOMY KOMIIEKCY OOKYMEHTOB MO INMYHOMY cocTaBy hoHpoobpasoBaTens, vyepe3 gpobb nobasnsieTcs
HOMEep apXMBHOro hOHAA, 3a KOTOPbIM yYTEeHa AOKYMEHTaLUs No OCHOBHOM AeATenbHOCTU hoHgoobpa3oBaTens.

Ons ydyeTa apxvBHbIX (POHOOB WUCMOMB3YIOTCA HOMEpa B BanoBOW MOCNEAOBATENbHOCTM, a Takke
"cBOOOAHbIE HOMEpPA" - HOMepa apXxMBHbIX (DOHAOB, apXMBHbIE JOKYMEHTbI KOTOPbIX paHee Oblnu BblAENEHbI K
YHUYTOXEHWIO B YCTAHOBIIEHHOM MOPSAKE WUIM BKIOYEHbI B COCTaB 00beAMHEHHbIX apXMBHbIX (DOHOOB M KOTOpblEe
paHee He UCnorb30BaruCh.

Homepa yTpayeHHbIX, nepefaHHbIX B ApYrue apxvBbl apxMBHbIX (POHOOB, a Takke HOMepa apXMBHbIX
¢oHAOB, BoWeAWwMX B COCTaB OObLEOUHEHHOrO apxXMBHOro oHAA, ApPXWMBHbLIE [OOKYMEHTbI KOTOPLIX paHee
NCMNonb30Bannch, He MOryT ObITb MPUCBOEHLI BHOBb MOCTYMMBLUUM apXUBHbIM (hOHAAM.

O6beavHeHHble apxuBHble (OHAbI W apXUBHbIE KOMMEKUUW Y4YMTbIBAOTCA Ha OOLWMX OCHOBAaHWSIX.
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O6beamHeHHOMY apxmBHOMY (poHAYy, 0bpa3oBaHHOMY U3 apXMBHbIX POHOOB, paHee YYTEHHbIX CaMOCTOSTENbHO,
npuceavBaeTCcs HOMepP OAHOro U3 apXMBHbIX (POHAOB, BKITHOYEHHBIX B €ro COCTaB.

HasBaHne apxmBHOro ¢oHAa BHOCUTCA B CMAMCOK (POHAOB HA OCHOBAHWM MCTOPUYECKOW CNpaBKU WK
TWUTYMNBHOrO NCTa ONUCK AenN, JOKYMEHTOB.

HasBaHue apxvBHOro ¢oHga cocTouT M3 MonHoro M (B ckobkax) odumumanbHO MPUHATOrO COKPaLLEHHOro
HasBaHMsa ¢oHOoobOpa3oBaTenss C yka3aHMeM €ero MOAYMHEHHOCTW, MECTOHAaxXOXAOEHUs, KpanHux Jar
cywecTtBoBaHus. Ecnu HasBanme ¢oHOooOpa3oBaTenss MeHAnocb, TO B cnvucke (QOHOOB YKa3biBaeTcs ero
nocnegHee HasBaHWe B paMkax nepuoga, 3a KOTopbl NPUHATLI apXUBHbIE JOKYMEHTHI.

HasBaHne 0oO6beAMHEHHOIO apXuBHOIO (QOHAA COCTOUT U3 OBOOLLEHHOrO Ha3BaHUSA BKMOYEHHBIX B HEro
apxuBHbIX (pOHOOB, M3 HasBaHWA pyKoBOAAWEN opraHusaumnm u o6OoOLLEeHHOro HasBaHWUS MNOAYMHEHHBIX €W
opraHu3auuii, 13 nepeyHs HasBaHUN CMEHSIBLUMX [pyr Apyra opraHusauui. KoHKpeTHble HasBaHus BCex
OopraHusauni, apxmBHble [OOKYMEHTbl KOTOPbIX BOLM B OObEAWHEHHbIN apxXuBHbIN OHA, a Takke Uux
nepeMMeHOBaHNs yKa3bIBalOTCA B NUCTe hoHaa.

HasBaHne apxuBHOro oHAa MUYHOIO MNPOUCXOXKAEHMS COCTOUT M3 (hamMunuu 1 MHULMAaNOB nuua, ero
nceeAoHMMa, TUTYNa, paHra, 3BaHWs; Ha3BaHUe apxXMBHOro ooHAA ceMbUu UNu poga - n3 haMmunui N MHULMANoB
rMaBHbIX YIEHOB CEMbW UMM pPoAa U UX TUTYMOB, PaHroB, 3BaHUN. amMunun, UMeHa, OTYECTBa, TUTYMbl, PaHru,
3BaHWs, POACTBEHHbIE OTHOLLEHMS BCEX YNEHOB CEMbM UMK pofa yKasblBaloTCA B NUCTe oHaa.

B HasBaHWM apxvMBHOW KONMEKUMM YyKasbiBaeTcsl npusHak (npu3Haku) ee opmupoBaHus, a npu
HeobX04MMOCTU - U ee cocTaBUTENb (MPEXHWUIA BnageneL, cobuparernb Konnekumn).

ExxerogHo Ha 1 aHBaps K CNUCKY OOHO0B COCTaBNAETCA UTOroBas 3anncb O KONUYeCTBE apXUBHbIX (POHOOB,
NOCTYNUBLUMX U BbIOLIBLUUX B TEYEHUE roaa, U obLLeM KonmnyecTBe apxXmBHbIX (DOHO0B, HAXOASLMNXCA Ha XpPaHEHUM
B apxuBe.

Cnmncok hoHO0B 3aknovaeTcsa B TBEPAYI0 0BNOXKKY, TMCTbl HYMEPYIOTCS, COCTaBNAETCA NUCT-3aBEPUTENb.

lMepenevatka cnucka OHOOB  OCYLLECTBNSAETCA  TOMbKO C  paspelleHnss  COOTBETCTBYHOLLENO
YMOMHOMOYEHHOro opraHa UCMOMHUTENBHOW BNacTy B cdepe apxmBHoro aena. B aTom cnyvae B cnncok ¢ooHOoB
0bs13aTENBHO BHOCATCA HOMEpA, Ha3BaHUA U OCHOBaHUSA BbIObITUA BCEX apXUBHbIX (POHAOB, HOMEpa KOTOPbIX
3aHUMaTb 3anpeLlaeTcs.

3.5.4. Jlnct cdoHOoa coOCTaBnseTCa Ha KaxAbll apXMBHbIM (POHO. B HEM yuuTbiBalOTCA BCE apXMBHbIE
OOKYMEHTbl apXMBHOro ooHAa, BKMYasa HEONUCaHHbIE U CEKpeTHbIE.

Jinct coHaa mMoxeT ObITb NEepecocTaBreH TOMbKO B Cryvyae, €CnvM OH HEeUCNpaBUMO MOBPEXAEH WK
nepecTtaeT oTpaxaTb hakTUYECKOe COCTOAHME N 00beM apxmMBHOro oHAa, nocre nepepaboTkn apxMBHOro oHaa
unn co3gaHnst obbeUHEHHOro apxXMBHOrO (OOHAA, YTOYHEHUA ucTopum oHgoobpasoBaTena. B cnyvae
nepecoctaBneHus nucra oHga paHee OEWCTBOBaBLUMW NUCT poHOa nomelwiaetca B geno doHga. B BepxHem
npaBomMm yrny oboux nuctoB doHaa nJenawtca oTmeTkn: "JlIuct nepecoctaBneH" ¢ ykasaHveM Aathbl
nepecocTaBneHunsl, JOIMKHOCTM U NOAMNUCU NuLa, OTBETCTBEHHOIO 3a y4YeT.

JInctel oHOOB XpaHATCS B Nopsiake HOMEPOB apxXuBHbIX OHAO0B B nanke. K kaxaow nanke coctaBnseTcs
NNCT-3aBEPUTEND, FAEe YKa3blBAOTCS HavanbHble M KOHEYHbIE HOMEepa apXMBHbIX POHAOB U 0obLLiee KONM4ecTBO
apXMBHbIX POHAOB, NUCThI KOTOPbIX HAXOAATCS B Narke.

K nuctam coHOoB BeayTCcs ykasaTtenu Ans onepaTUBHOrO NOMCKa B apXUBE apXMBHbLIX JOKYMEHTOB TOW Unn
WHOW opraHusauum.

3.5.5. Jluctbl yyeTta ayguoBu3yamnbHbIX [OOKYMEHTOB COCTaBnstoTCA npu HedOoHO4OBOW oOpraHusauuu
apXvBHbIX [OOKYMEHTOB pasfenbHO Ha pasnuyHble BuAabl KMHOPOTOMOHO- U BUAEOOOKYMeHTOB. [lopsaok
HyMepauun 1 XpaHeHuUs NUCTOB Yy4yeTa ayamoBM3yarnbHbIX [AOKYMEHTOB aHanormyeH nopsaky Hymepauum u
XpaHeHus NuUcTos PoHOO0B.

3.5.6. B onucu gen, gokymeHToB (NpunoxeHus N 7 - 8) eanHuUUbl XpaHeHns/eguH1Lbl y4eTa y4nTbiBalTCs B
COOTBETCTBMM C UX CUCTEMATM3aUnen 3a NOPsSAKOBbIMU YY4ETHBIMU HOMEPaMW.

Homepa gen ¢ TEKCTOBOW COMPOBOAUTENBHOM OOKYMEHTauMen K aygmoBuayasnibHbIM JOKYMEHTaM LOIDKHbI
COOTBETCTBOBATb YY4E€THBIM HOMEPAM ayauoBU3yarbHbIX JOKYMEHTOB.

Onucam pgen, AOKYMEHTOB MPUCBaMBalOTCA Y4YeTHble HOMepa Mo nucTy ¢oHaa; npu  HedOoHOOBOW
OpraHusaunm apxmBHbIX JOKYMEHTOB - MO JICTY y4eTa ayaMoBU3yasibHbIX AOKYMEHTOB ONpeAesieHHOro Buaa.

He ponyckaetca npucBoeHue OnucsaM fer, JOKYMEHTOB OAMHAKOBbIX YYETHbIX HOMEPOB, 3a UCKIOYEHUEM
cny4vaes, NpeayCcMOTPeHHbIX n. 3.7.7.

B koHUe onucu gen, OOKYMEHTOB BO BCEX ee 3K3eMnndpax [enaeTtcss utorosasd 3anucb, B KOTOPOW
YKa3bIBaEeTCs KONMYECTBO HaxXOAALLMXCHA Ha XpaHEeHUW eauHWL, XpaHeHusi/eauHuL, yveTa, NepBbld U nocneaHun
HOMepa eauHUL, XpaHeHus/eanHUL, yd4eTa Nno onucu, oroBapyMBaloTCa UMeERLIMecs Nponyckn HOMEpPOB, NUTEPHbIE
HOMepa, BbIObIBLUME €4MHULbI U OCHOBAHME UX BbIObITUS.

B uToroBon 3anucu K onucu gen apxumBHOro ¢oHAa JSIMYHOIO MPOMUCXOXAEHWUSA, BKMOYalOWeNn eaunHULbI
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XpaHeHus/eauHULbI y4eTa Ha pasnuyHbiX HOCUTENSX, OOMOMHUTENBbHO YKa3biBAaeTCA KONMUYECTBO TaKuMX eguHuL,
XpaHeHus/eanHuL, yveTa.

lMocne kaxgoro NOCTyNNeHnsa nnmn BoldbITUA apXUBHBIX JOKYMEHTOB COCTaABNSAETCS HOBas UTOroBas 3annchb K
onucwu pen, AOKYMEHTOB, KOTopas MOANUCHLIBAETCS €€ COCTaBuTeneM C YyKasaHWeM [OSDKHOCTM W aaThl
COCTaBMEeHuUs.

Ecnu onucb gen, OOKYMEHTOB COCTOMT M3 HECKOMbKMX TOOOBbIX Ppas3ferioB, TOMOB, UTOroBas 3amnucb
COCTaBMAETCH K KaXgoMy roqoBOMY pasgeny, TOMy; KpOMe TOro, K KaXgomy nocrieaylowemy roqoBomy pasgeny,
TOMYy B HapacTalLeM Nopsiake COCTaBnseTCcs CBOAHAsi UTOroBas 3anuce.

Kaxpgas onucb pJen, OOKYMEHTOB, TOM OMUCK [Aen, AOKYMEHTOB [JOMKHbl MMETb JIMCT-3aBepuTerb
(npunoxeHue N 3).

3akoH4YeHHas onuck Aen, AOKYMEHTOB AOSKHA BKIHOYaTh, Kak npaesuno, He 6onee 9999 eauHuy, xpaHeHus,
eavHuL yyeTa.

ApxuB goMmKeH nmeTb 3 ak3emnnsipa onucen aen, JOKYMEHTOB, NEPBLIN U3 KOTOPbIX ABMASETCS CTPaXOBbIM.

Ecnun onucb gen, 4OKYMEHTOB nepecocTaBneHa, TO OAMH 3K3eMNNsAp paHee AeNcTBOBaBLUEW onucu gen,
OOKYMEHTOB BKIMIOYAETCA BO BHOBb COCTaBIIEHHYK OMUCb A€, JOKYMEHTOB 3a NOCMeAHMM YYEeTHbIM HOMEPOM,
ocCTarnbHble 3K3eMNASAPbl BbIAEMSOTCA K YHUYTOXEHUIO B YCTAHOBINEHHOM MOPSAKE.

3.5.7. lo peecTpy onucen BegeTcsa NOEANHUYHBIA U CYMMapHbIA y4eT onucen gen, JOKYMEeHToB apxuea. B
3aBMCMMOCTM OT OpraHm3aumm paboTbl Mo y4eTy B apXMBE PEECTPbl ONUCEN BeAyTCHA B paMKax apXvBOXPaHWIMLL
rocyapCTBEHHbIX apXMBOB W/UNN apxvBa B LIENIOM, YTO OTPaXaeTcHa B CXxemMe ydeTa JOKYMeHTOB. Kaxaow HOBOM
onucy gen, LOKYMEHTOB MpUCBanBaeTCsl 0OMepefHOWN NOopsAKOBbLIA HOMEP MO PeecTpy, KOTOPLIN NPOCTaBNAETCA Ha
06noXxKe onuck aern, OKYMEHTOB B BEPXHEM JIEBOM YIITy.

ExerogHo Ha 1 sHBapsi B peecTpe OMucen COCTaBMNSEeTCA UTOroBas 3anucb O KONMMYeCTBE onucen gen,
OOKYMEHTOB, NOCTYNUBLLMX U BbIObIBLLUMX B TEYEHME rofa B apxmB, U UX 0OLLEeM Konnu4ecTBe.

3.5.8. MacnopT apxvMBOXpaHUNWLLA COCTaBNAETCA €XErogHO KaKAbIM apXuBOXpPaHWMMLEM U oTpaxaeT
00bemM pasmMeLleHHbIX B HEM apXMBHbIX (POHAOB, OEN M apXMBHbIX JOKYMEHTOB.

MokasaTenu nacnopta apxMBOXpaHUIULLEA OMPeaensaTcsa apXMBOM CaMOCTOSATENbHO C y4eTOM cocTasa U
COCTOSIHUS XPAHALLMXCHA B KOHKPETHOM apXVUBOXPAHUIULLE apXUBHbIX JOKYMEHTOB.

3.5.9. [leny cdoHaa npucBamMBaeTCca HOMEP apXMBHOro poHAa, Ha KOTOPbIN OHO 3aBedeHo. B geno doHaa
BKIIIOYAKOTCH: MCTOPUYECKasi crpaBka Mo uMcTopuum ¢ooHZoobpasoBaTenss U UCTOpMM apxuBHOrO ¢OOHAA; akThl,
dvKcHpyloLLME U3MEHEHNs B cocTaBe M obbeme apxvBHOro ¢poHaa, B TOM 4YMUCNE aKkTbl O pPacCeKpeynmBaHuu
OOKYMEHTOB; KOMWSi XapaKTEepPUCTUKM apXMBHOro (OHAA, COCTaBIIEHHOW ANA nyTeBoauTensi (CnpaBO4YHMKA);
WHCTPYKUUN No paboTe C apXUBHbIMW AOKYMEHTaMu apXMBHOro hoHAA, B TOM YMCIe MO YyCOBEPLUEHCTBOBAHUIO U
nepepaboTKe onucen gern, JOKYMEHTOB, CXEMbl CUCTEMATM3ALNM aPXUBHBIX JOKYMEHTOB apXMBHOrO hoHAa.

Ecnn apxvBHble OOKyMEHTbI, MOANeXaliMe BKI4YEeHMIO B Aeno poHAa, HaxoAsiTcs B COCTaBe eauHuL
XpaHeHus, TO B Aeno oHaa BKIHOYAETCS CnpaBka C NEpeyvucrieHneM 3TUX eOMHUL XPaHEHUS U UX apXMBHbIX
LWndpoB.

Hena doHgos opraHoB KIMNCC, BIIKCM, B koTOpble BKMOYEHbI apXUBHbIE AOKYMEHTbI N0 UCTopuMn HOHAOOB
NepPBUYHBLIX MApPTUNHBLIX M KOMCOMOJSBCKMUX OpraHusauumn, pachopmMupoBaHuMio He nognexar. B pena doHaoB
NEPBUYHBLIX MAPTUNHBIX M KOMCOMOJSIbCKUX OpraHvM3aLMi NoMeLLalTCs CrpaBKM CO CBEOEHUSAMU O HaXOXOEHUMU
apXMBHbIX JOKYMEHTOB MO UCTOPWUM JaHHOro hoHaa B gene apyroro oHaa.

Hena doHaoB, Bowwewmnx B COCTaB 00beAUHEHHOrO apXMBHOrO hOHAA, BKITKOYAKTCA B €ro Aeno donaa.

HokyMeHTbl gena doHaa AOMKHblI ObiTb MPOHYMEPOBaHbl C COCTABMEHUEM FMCTa-3aBEPUTENS, NOALNUTHI
(MpolHypoBaHkl), 3aknioyeHbl B TBepayto obnoxky. K geny doHpoa coctaBnsieTcs BHYTPEHHSAS onuck. [ena
hOHOOB XpaHATCS B MOPsiAKE HOMEPOB POHAOB.

CocTaB [OOKYMEHTOB fena OpraHusaumm - WUCTOYHWKA KOMMIIEKTOBAHUSA [OOKYMEHTOB Mpu HedgOHAOBON
OopraHm3aumm apxXuBHbIX JOKYMEHTOB aHanormyeH coctaBy OKYMEHTOB gerna oHaa.

O6wme TpeboBaHMsA K y4eTHbIM 6a3am gaHHbIX

3.6. Y4yeTHble 6a3bl gaHHbIX (B[) B apxvnBe obecneyvmBaloT: MHPOPMALIMOHHYIO MOAAEPXKKY yyeTa; BedeHue
LeHTpann3oBaHHOIO roCcy4apCTBEHHOrO YydeTa [AOKYMEHTOB B aBTOMAaTM3MPOBaHHOM peXuMe; onepaTtuBHOe
npeacTaBrneHne CBeAeHWN O HanM4Mmn B apxmBe JOKYMEHTOB TOro Unn nHoro poHpoobpasoBartensi.

MepeveHb pekBM3NTOB YyyeTHbIX B[ dopmupyeTcs B COOTBETCTBMM C rMoKasaTensgMu OCHOBHbIX
(o6s13aTenbHbIX) Y4eTHbIX AOKYMEHTOB apxvBa W onpedensercsa cneuuanbHO YNOIHOMOYEHHbIM deaeparnbHbiM
OpraHoM UCMOSNHUTENbHON BMacTu B cdhepe apxXMBHOro Aena.

YueTHble B[l apxuBa OOMXHbl ObiTb COBMECTUMbI C y4yeTHbiMW B[l cooTBeTCTBylOLLEro YNOSTHOMOYEHHOrO
opraHa UCnonHUTENbLHOW BNacTn B cpepe apxmMBHOro gena.
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Yyet NoCTynneHuna n BbIObITUS APXUBHbIX OOKYMEHTOB

3.7.1. Y4yeT nocTynneHus apxmBHbIX AOKYMEHTOB B apXMB OCYLLECTBMASETCH HA OCHOBAHWK:

aKkTa npvema-nepegayn JOKYMeHTOB Ha xpaHeHue (npunoxexue N 9);

aKkTa npvemMa Ha XpaHeHue JOKYMEHTOB NMYHOro nponcxoxgerus (npunoxenue N 10).

ApXMBHbIE JOKYMEHTbI CTaBATCA Ha yyeT Takke Mo pesyrnbTatam NpoBefeHUs OTAerbHbIX BUOOB apXMBHbIX
pabot (cm. n. 3.7.3).

Bce npuHATbIE B apXuB apXmMBHbIE JOKYMEHTbI BHOCATCH B KHUTY ydyeTa NOCTYnneHnn AOKYMEHTOB. Kaxabin
BrEepBble MOCTYMMBLUMA B apXuB apxuBHbIA (OOHA, OObEeAMHEHHbI apXMBHLIM (OOHA, apXMBHAs KONMeKuusi
3anuceiBaeTcs B cnucok ¢poHaoB (npunoxeHne N 6), Ha Hero 3anonHSaTCA NUCT PoHAA, KapTOYKM yKasaTtens K
nucty ¢oHaa, 3aBoautes geno ¢oHpaa. Ha aygmoBusyanbHble AOKYMEHTbI MpUM MX HEOHOOBOW OpraHv3aLmu
3anonHATCA NUCTbI yyeTa KUHOMMOTOOHOAOKYMEHTOB WM BMOAEOAOKYMEHTOB. Kaxgas Bnepsblie MOCTynuBLUas
Oonuch Aen, JOKYMEHTOB YYUTbIBAETCH B peecTpe Onucen.

CooTBeTCTBYIOLMNE yYETHbIE CBEAEHNS B YCTAHOBINEHHOM NOPSAAKE BHOCATCH Takke B yyeTHble Bl.

3.7.2. YyeT BbIObITVA apXMBHbBIX AOKYMEHTOB 13 apX1MBa OCYLLECTBISETCH Ha OCHOBaHUU:

aKTa 0 BblAENEHMUN K YHUYTOXEHMIO JOKYMEHTOB, HE MoAnexallmx XxpaHeHuto (npunoxexve N 11);

aKTa 0 HeucnpasUMbIX NOBPEXAEHUAX JOKYMEHTOB;

aKkTa npvema-nepegadn JOKYMEHTOB Ha xpaHeHue (npunoxexue N 9);

aKkTa 0 HeoBHapYy)XeHUN OOKYMEHTOB, MyTW PO3biCKa KOTOPbIX ncyepnaHbl (Npunoxenne N 2);

aKkTa Bo3BpaTa JOKYMEHTOB COGCTBEHHNKY;

akTa 06 N3bLATUN NOAMMHHBIX €OUHUL XpPaHEeHWs, JOKYMEHTOB.

ApxvBHble JOKYMEHTbl CHUMaKTCH C y4eTa Takke B pesynbTaTte npoBedeHUst OTAENbHbIX BUAOB apXMBHbIX
pa6ort (cm. n. 3.7.3).

Heobxogumbie U3MeHeHUs1 BHOCATCS B OCHOBHbIE (0BA3aTenbHbIe) U BCnomMoraTernbHble y4eTHble AOKYMEHThI
apxuBa. lMpu aTom B cnyyae:

BblObITUA BCEX apXMBHbIX AOKYMEHTOB ONUCWU Aen, AOKYMEHTOB HOMEp 3TOM ONnucy ApYyruM OnucsMm aen,
OOKYMEHTOB He NpuvcBanBaeTCs 1 OCTaeTcsi CBOOOAHbIM; B peecTpe ONnucen AenaeTcs COOTBETCTBYHOLLAA OTMETKA;

BbIObITUS apxvMBHOro doHga B cnucke doHgoB (npunoxexHme N 6) B rpage "OTmeTka o BbIObITMK"
yKa3blBaeTCs, KyAa BblObIN apXMBHbIN (DOHA, U aKT, HA OCHOBAHMN KOTOPOTO OH BbIObIN.

Mpu nepepaye apxmBHOro ¢oHOa M3 OOHOrO apxveBa B OpYron nepeparoTcs 3 aK3emnnspa onvcu gen,
OOKYMEeHTOB 1 geno doHaa. Konua onuvcu gen, OOKYMEHTOB OCTaeTCd B apxuBe-cOaTynMke U B KayecTBe
NPUNOXeHUs K akTy npuvema-nepefadvM AOKYMEHTOB Ha XpaHeHue (npunoxeHue N 9) BkMoyaeTcs B apXWMBHbLIN
boHA apxumBa-caaTymka.

Mpu BbIAENEHUN K YHUYTOXEHWIO BCEX apXMBHbIX AOKYMEHTOB apXvMBHOro oHAa OAMH 9K3eMNnsp ero
onucen Aen, AOKYMEHTOB W NUCT doHAa nomewlaroTcs B geno goHga. [eno goHaa BKNIOYAETCHS B apXMBHbLIN
doHA apxumBa.

3.7.3. Konun4yecTtBo apXuBHbIX JOKYMEHTOB apxvnBa U3MEHSeTCs B pe3ynbraTe:

BblBEPKM YYETHbIX OOKYMEHTOB, MO MTOraM KOTOPOW BbIsiBNEHbl OWWOKM, OOMyLeHHble Npu nopcyeTe
KONMyecTBa XpPaHALLMXCA apXMBHbIX JOKYMEHTOB;

NPOBEPKN HanM4ynsi N COCTOSIHUSA apXMBHbIX OOKYMEHTOB, B XOA€E KOTOPOW OOHapyXeHbl HeydYTeHHble, 3a
NUTEPHBLIMMW UMK NPONYLLIEHHBIMU HOMEpaMU eQUHULLI XPaHEeHUs/eAUHULbI y4eTa;

pecTaBpaunu apXmMBHbIX JOKYMEHTOB, NOCMe KOTOPOW OAHO Aeno pa3feneHo Ha HECKOMNbKO Aert;

ONMcaHus apXxMBHbIX JOKYMEHTOB, NnepepaboTku onucen aern, JOKYMEHTOB, B MPOLECCE KOTOPbIX BO3MOXHO
pasgeneHve unu obbeguHeHne eanHUL, XpaHeHns/eguHmL yyeTa.

OcHoBaHueM Ansi BHECEHNS U3MEHEHUN B y4eTHble JOKYMEHTbl U yyeTHble B[l no pesynbTtatam ykasaHHbIX
paboT siBnsawTCA:

aKT O TEXHWYECKMX OLLUMBKax B Y4ETHbIX AOKYMEHTaX;

akT 06 obHapyxeHUN JOKYMEHTOB, HE OTHOCSLLMXCS K AaHHOMY apxuBy, OHAY, HEYYTEHHbIX U T.A4.;

aKT o0 pasgeneHnn, oobeaMHeHUM gen, BKIIOYEHUN B 4eN0 HOBbIX JOKYMEHTOB;

aKT onncaHus JOKYMEHTOB, NepepaboTku Onncen.

Yyer YHUKalbHbIX JOKYMEHTOB U 0c060 LIEHHbIX LOOKYMEHTOB
3.7.4. YHuKanbHble OOKYMEeHTbl noanexart cneuunanbHOMY rocyaapCtBeHHOMY y4eTy B rocyﬂ,apCTBeHHOM

peecTpe YyHUKanbHbIX OOKYyMeHTOB ApxmBHoro c¢oHaa Poccuitickon depepaumu, Nopsaok BeOeHUs KOTOporo
onpegensieTcs cneywanbHO YNOSIHOMOYEHHBLIM hefeparnbHbIM OpraHOM MUCMOSIHUTENbHOM BRactu B cdepe
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apxXuMBHOIO fena, W rocydapCTBEHHbIX peecTpax YHUKanbHbIX [OOKYMEHTOB apxvBHbIX (POHOOB CyOBLEKTOB
Poccuiickon ®epepauuu.

Ha yHukanbHble JOKYMEHTbl COCTaBMAOTCS FIMCThI y4eTa U ONUCaHUS YHUKaNbHbIX JOKYMEHTOB.

3.7.5. YueT 0co60 LeHHbIX JOKYMEHTOB BeeTCs Mno:

CnNuncky ooHAOB, CoAepXaLLmMxX 0COB0 LieHHble JOKYMEHThI;

onmcaM 0cob0 LieHHbIX Aen, AOKYMEHTOB Uiu NepeyHsamMm HoMepoB 0CcoB0 LieHHbIX Aen (HOMepHUKam).

B onncax ocobo LeHHbIX aern, JOKYMEHTOB 3@ HMU COXPaHSATCHA UX MPeXHUe yYeTHble Homepa.

Onunck 0cob0 LeHHbIX Aern, AOKYMEHTOB COCTaBMnsaeTcs Ha 0cob0 LeHHble AOKYMEHTbI OQHOWM UM HECKOMbKUX
onvucen pAen, [OKYMEHTOB apxvmBHoro doHAa B 3aBUMCMMOCTM OT KonuyecTBa 0CODO0 LEHHbIX eauHuu
XpaHeHvs/eanHnL y4eTa B AaHHOW ONncK B HEOOXOAMMOM AN apXuBa KONMYeCcTBe IK3eMMNNSpPOoB.

Ecnn 6onbUMHCTBO apXMBHbLIX OOKYMEHTOB MO ONWUCK Aen, AOKYMEHTOB SABMSIOTCA 0OCOBO0 LEeHHbIMM,
oTaenbHas onucb 0Cobo LEHHbIX Aer, JOKYMEHTOB He COCTaBMseTCs, a KonMpyeTcsa umerowascsa onnce. B Takom
cryyae K Hell COCTaBMnseTCH HOMEPHUK.

CsefeHus o KonupoBaHMM 0CcoB0 LieHHbIX e, JOKYMEHTOB B LeNsAX co3gaHus CTpaxoBoro hoHAa BHOCATCA
B COOTBETCTBYIOLLME ONUCU OCODO0 LIEHHbIX Aen, AOKYMEHTOB UM HOMEPHUKM MO Mepe NPOBEAEHUS UX CTPaxoBOro
KONMpOBaHMs.

B wToroson sanucu ykasbiBaeTcs obLiee KOnNMyecTBo 0COBO0 LEHHbIX eduHWUL, XpaHeHWs/eduHuL yyeTa,
BKIIOYEHHbIX B OMUCb UM HOMEpPHMK. 10 3aBepLUEeHMU KOMMPOBAHWUS BCEX €OMHUL, XpaHeHus/eanHu yyeTta o
AaHHOM OMUCKU WM HOMEPHUKY ykasbiBaeTcs: "Bce eauHuubl XpaHeHus/eQvHMUbl yd4eTa CKOMMPOBaHbl, Aara,
JOJDKHOCTb, noanuck".

Onuncmn 0cob0 LeHHbIX Aen, AOKYMEHTOB 1 HOMEPHUKM YUMTbIBAKOTCA B peecTpe onucen ocobo LieHHbIX Aen,
OOKYMEHTOB.

lMpn oTHECEHWM apXMBHbLIX AOKYMEHTOB K 0COBO LeHHbIM B onucsx B rpade "lMpumeyaHns” HanpoTus
3arofioBKOB COOTBETCTBYIOLLMX €AUHWLL XpaHeHus/eanHuy, y4eTta npocTtasnsioTcs otmetku "OL".

B Opyrux yyeTHbIXx gokymeHTax oTmeTka "OL" npocTaBnsieTcs K HOMepy apXuBHOro ooHAa, HOMepY OnucK
Aen, [OOKYMEHTOB; [aHHas oOTMeTka $BMSeTCd CryxebHOW W He BXOOUT B apxvBHbIM wudp eanHuy
XpaHeHus/egnHuy yyeTa.

YUeT CeKpeTHbIX U pacCceKpeyYeHHbIX apXMBHbIX JOKYMEHTOB.
OdbopmneHne paccekpeyeHHbIX Aer

3.7.6. YuyeT cekpeTHbIX apXWMBHbIX AOKYMEHTOB BeAEeTCA B COOTBETCTBUW C HOPMAaTMBHLIMW MPaBOBbIMU
OOKyMeHTaMu. B y4eTHbIX JOKyMeHTax W apxuBHbIX LWWUdpax eauHul XpaHeHus/eauHWL yyeTa CekpeTHble
apxuBHble poHAObI, ONUCK Aen, OOKYMEHTOB, €AVMHULbI XpaHeHus/egnHuubl yvyeTa obosHadvaroT mHaekcom "c”
(cekpeTHO), "cc" (CoBEpLUEHHO CEKPETHO), "OB" (0COBOW BaXXHOCTM).

3.7.7. NIameHeHnss B Yy4eTHble AOKYMEHTbI MO pe3yrbTaTaM pacCeKpeUYnMBaHUS apXMBHbIX OOKYMEHTOB
BHOCSITCS1 HA OCHOBaHMM aKTa O pacceKkpeunBaHMmn JOKyMeHToB (npunoxeHue N 12).

ApxuBHble (POHAbI, ONUCK Aen, AOKYMEHTOB N €AMHULbI XPaHEHUsI/eOMHULbI y4eTa, BKIYatoLwme Hapsay ¢
CEKPETHbIMU HECEKPETHbIE (PacCeKpeYeHHbIe) JOKYMEHTbI, B YYETHbIX AOKYMEHTaX U apXMBHbIX LIMpax eanHuL
XpaHeHus/eanHuy, yyeta ob6o3Ha4vaTCst MHOEKCOM "c4Y" (CEKPETHO YaCTUYHO).

[Mpu paccekpeuMBaHUN BCeX eAWMHUL, XpaHeHus/eauHWL ydyeTa MO CeKpeTHOW Onucu ger, OOKYMEHTOB
JaHHas onNncb Takke pacceKkpeunmBaeTcs, nepefaeTca Ha OTKPbITOE XpaHeHue U ydYUTbiBaeTcs B Nucte goHaa 3a
TEeM e HOMepoMm, Ho 6e3 nHaekca "c", KOTopbli 3a4epkuBaeTcs Ha 0BNOXKE M Ha TUTYNbHOM NMCTE OAHHOW OMUCHU.
B npaBom BepxHeM yrry OOMOXKM W TUTYNBHOrO NWCTa OMWUCKM Aen, LOKYMEHTOB MNpPOCTaBnsieTcA LTamn
"PaccekpedeHo".

Mpn paccekpevMBaHUM 4YacTuM OEeN U apXUBHbIX OOKYMEHTOB MO CEKPETHOW OMucu Aen, AOKYMEHTOB Ha
paccekpeyeHHble gerna M apxvMBHble OOKYMEHTbl COCTaBMSIeTCA OTAeribHasi Onucb Aen, OOKYMEHTOB, Homepa
€AVHUL, XpaHeHusi/eanHuL, ydeTa B KOTOPOW OCTalTCA NpexHuMu. [nsi BarnoBOW Hymepauun Takux eauHuL
XpaHeHus/eguHUL, ydeTa ncnonb3dyeTcs rpada 2 onucu aen, AoKyMeHToB. HoBas onunck fern, JOKYMEHTOB BMeECTe
C pacCeKpeyvYeHHbIMU AenamMu U apXMBHbIMU OOKYMEHTaMM nepenaeTcs Ha OTKPbITOE XPaHeHWe, y4YMTbiBaeTCs B
nuncTe poHAOB 3a TEM Xe HOMEPOM, YTO 1 CekpeTHasi, Ho 6e3 nHaekca "c".

Mpu paccekpeumBaHumn GonbLUEN YacTK OEN U aPXUBHbIX JOKYMEHTOB MO CEKPETHOM ONucK Aen, JOKYMEHTOB
C AaHHOW OMUCKU CHUMAaETCS KOnusl, Mpy KOMMPOBaHWW 3arofioBKM €AMHUL, XpaHeHus/eanHNL, y4eTa, oCTaBNeHHbIX
Ha CeKpeTHOM XpaHeHuM, 3akpbiBatoTcd. Konmsi onucu Ha paccekpedeHHble [erna M apXvMBHble [OOKYMEHThI
nepegaeTcs Ha OTKpbITOe XpaHeHue. B ak3emnnsape onucu fen, OOKYMEHTOB, OCTaBLUENCA Ha CEKPETHOM
XpaHeHUU, CoOXpaHsieTcs UX Hymepauus. B nucte doHaa Takas onucb y4nTbiBaeTCA ABaXAbl: 3K3eMMNNAp onmcu,
OCTaBLUMACHA Ha CEKPETHOM XpaHeHuW, - C COOTBETCTBYIOLLEW WHOEKcauuen CeKpeTHOCTW, CKOMUPOBAHHLIN
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3K3eMnnsp, nepedaHHbIN Ha OTKPbLITOE XpaHeHue, - 6e3 nHaekca "c".

Mpu paccekpeumBaHnn OTAENbHbBIX €AMHUL, XpPaHEHWUsI/€AMHUL, ydeTa No CEKPETHOW ONUCK Aer, JOKYMEHTOB
OHW BKIIOYAKOTCA B ONUCb Aern, OOKYMEHTOB OTKPbLITOrO XpaHeHMsi COOTBETCTBYIOLLEro apxuBHOro ¢oHga 3a
NUTEPHLIMW HOMEpPaMM1 UK B BarioBOKN NocrefoBaTensHOCTY.

B onucax gen, OOKYMEHTOB, OCTalOWMXCH Ha CEKpPeTHOM XpaHeHuu, B rpadpe "lMpumedanunsa” npotus
3arofioBKOB pacCeKpeYveHHbIX eQUHNLL XpaHeHns/eanHuL, ydeta npoctaBnseTcs wramn "PaccekpeyeHo". B criyyae,
Korga paccekpeyeHHble eOuHWLbl XpaHeHus/eOuHWLbl yyeTa BKIYEeHbl B ONUCb A, AOKYMEHTOB OTKPbITOro
XpaHeHus (3a NUTEPHbIMW HOMEpaMuM WM B BarloBOW MOCNeAoBaTenbHOCTM), B CEKPETHOW onucn B rpage
"TipumeyaHuna" ykasbiBaeTcsi MX HOBbI HOMEP.

lMocne paccekpedvBaHMsa K OMMCAM Aerl, JOKYMEHTOB OTKPbITOTO M CEKPETHOro XpaHEeHUs COCTaBIISOTCS
HOBblE UTOrOBble 3anucK 06 06bemMax haKTUYECKN YHUTEHHBIX B HAX €ANHWL XpaHeHUs/eguHuL, yyeTa.

lMpn paccekpeumBaHUM OOHOMO WNKU HECKOMbKUX apXMBHbIX OOKYMEHTOB B COCTaBe CEKPETHOro Jena OHO
OCTaeTCs Ha CekpeTHOM xpaHeHuun. K apxmBHoMy wngpy Ha obnoxke gena kK nHaekcy "¢ nobasnsetca byksa "4".
Homepa nuCTOB paccekpeyveHHbIX apXMBHbIX OOKYMEHTOB nepeducnstotcs B rpade "lMpumevaHuns" HanpoTtms
3arofioBka 4aCcTUYHO pacCekpeyeHHOro Aerna, a Tawkke BO BHYTPeHHew onucu gena. lNpu otcytctBum B Adene
BHYTPEHHEN OMUCU CBEAEHUSI O PACCEKPEYEHHbIX apXUBHbIX AOKYMEHTax OTpaXKarlTcs B NUCTe-3aBepuTene c
yKa3aHMemM HOMEPOB COOTBETCTBYIOLLMX JIUCTOB.

B npaBom BepxHeM yriy obnoXKN paccekpedeHHOro gena npocraenseTcsa wramn "PaccekpeyeHo”. NHaekc
"c", "cc" unu "oB" B HOMEpE aena 3ayepknBaeTcs.

Yyet APXMUBHbLIX OOKYMEHTOB JTMYHOIo NponcxoxaeHua

3.7.8. Y4eT nocTynneHn apxmBHbIX JOKYMEHTOB JIMHYHOTO NMPOUCXOXAEHNS, NepeaBaemMblX COOGCTBEHHNKOM
B (pemepanbHyl0 COBCTBEHHOCTb, B CODCTBEHHOCTb Ccybbekta Poccuinckon Pegepauum vnu MyHMUUNANLHYIO
COBCTBEHHOCTb, BEAETCA Ha OCHOBAHMM akTa MnpveMa Ha XpaHeHue [OKYMEHTOB FMYHOro MNPOUCXOXAEHUS
(npynoxeHne N 10). K akty npunaraioTcs cgatodHas OMNWCb apXMBHbIX OOKYMEHTOB W pelueHue
9KCNEepPTHO-NPOBEPOYHON KOMMUCCUN apxmBa MIN IKCMEPTHO-NPOBEPOYHON KOMMCCUMM YNONIHOMOYEHHOro opraHa
ncnonHuTensHon Bnactn cybvekra Poccunckon Penepaumm B chepe apxmsHoro gena (ganee - 3MK) o npueme
3TUX JOKYMEHTOB B apXuB.

YyeT apxvBHbIX [OKYMEHTOB JIMYHOrO MNPOUCXOXAOEHWUS,, HaxXOAALWMXCA B 4YacTHOW COOCTBEHHOCTW,
nepeAaHHbIX N0 AOrOBOPY Ha XpaHeHWe B apXmB, OCYLLECTBSETCS B YCTAHOBNEHHOM nopsake (cm. n. 3.7.11).

N3meHeHusa konuyecTBa M COCTaBa apXMBHbIX OOKYMEHTOB FfMYHOrO MNPOUCXOXAEHWS B pesynbTate ux
OMNMCaHNa OOKYMEHTUPYIOTCA akTOM OnMucaHusa OOKYMEHTOB, HA OCHOBaHWW KOTOPOrO BHOCHATCA W3MEHEeHUs B
yyeTHble [OOKYMeHTbl. Ha [OKymMeHTbl, He noanexaiine XpaHeHWlo B apxuBe, COCTaBMNSETCA akT BoO3BpaTa
OOKYMEHTOB COOCTBEHHMKY B [OBYX 3K3eMnnapax, OoAWH W3 KOTOPbIX BMecTe C AOKyMeHTaMu nepegaetcs
COBCTBEHHUKY.

He ponyckaeTcs xpaHeHve B apXmMBe HeyYTEHHbIX apXMBHbIX AOKYMEHTOB JINYHOIO NPOUCXOXAEHNS.

Yyet OOKYMEHTOB Mo JINYHOMY COCTaBy

3.7.9. Y4YeT JOKYMEHTOB MO NWUYHOMY COCTaBy, 3a WCKMHOYEHVMEM MPUHATBLIX MO [AOrOBOPY Ha XpaHeHWe B
apXuB [JOKYMEHTOB MO0 NIMYHOMY cocTaBy (cM. n. 3.7.11), ocylecTBnseTcs Ha 0BLLUMX OCHOBaHWSIX.

YueT KonuyecTBa XpaHSILLMXCH B apXMBE [AOKYMEHTOB MO IMYHOMY COCTaBy MpOBOAWTCS Ha OCHOBE WX
nofc4yeTa no nvictam oHZ0B M ONKUCSM Aen Mo MMYHOMY COCTaBy C chukcaLumeid pesynbTaToB Mo kaxaomy doHay
1 CYyMMapHO Mo apxmBy B KHUIe yyeTa JOKYMEHTOB MO FIMYHOMY COCTaBy (MPOU3BONbHON (DOPMbI).

Mo pesynbTatam NpoBeAEHWUsT IKCMEePTM3bl LIEHHOCTU [OKYMEHTOB MO JFIMYHOMY COCTaBy MO WCTEYEHWUM
75-NeTHEro cpoka X XpaHeHusi B y4eTHble JOKYMEHTbI BHOCATCS COOTBETCTBYHOLLME USMEHEHUSI.

YyeT gen, uMetoLmx B opopMneHnn gparoleHHble MeTansbl U KaMHU

(n. 3.7.10 He pacnpocTpaHsieTCcsa Ha rocyaapCTBEHHbIE Y MyHMUMNANbHBIE MYy3en 1 BUbnmnoTekn)

3.7.10. ApxuB, XpaHaWwuWiA gena, umetlowmne B oopMneHUn UnNu B MNPUINIOXKEHUN K HUM JparoLeHHble
MeTannbl U KaMHW, B COOTBETCTBUM C 3aKoHodaTenbCTBOM Poccunckon ®egepauum peructpupyeTtcs B
COOTBETCTBYHLLEN MHCNEKLMN NpobUpHOro Hag3opa MuHucTepcTBa mHaHcoB Poccuiickon ®egepauun.

Y4yeT yKka3aHHbIX e OCYLLECTBISET MaTepuanbHO-OTBETCTBEHHOE NULO, C KOTOPLIM PYKOBOAMTESNb apxmBa
3aKmYaeT 4OroBOp O MatepuarnbHOW OTBETCTBEHHOCTW 3a COXPAHHOCTb WM YYeT Aen, UMeKLWnX B 0hopMIeHUm
UK B MPUIOXEHUN K HAM AparoLeHHble MeTansbl U KaMHMU.
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YkasaHHble gena nepefalwTcs MaTepuanbHO-OTBETCTBEHHOMY InvuUy Ha cendoBOe XpaHeHne, O 4eMm
Jenaetca cOOTBETCTByoLlas oTMmeTka ("cendoBoe xpaHeHue") B onucu Aen, OOKYMEHTOB, M BKIMOYAKTCA B
crneumanbHyl0 MHBEHTAPHYIO KHUTY ydeTa Aerl, UMerLWnx B 0hOpMNEHNN U B NPUNOXKEHUM K HUM OparoueHHble
MeTannbl U KamHu. [laHHasi MHBEHTapHas KHWUra coctaBnsieTcs u Begetcsa B 3 ak3emnndapax. [NepBbii ak3emnnap
XpaHWUTCS B noapasaeneHnn, OCyLLECTBISAWEM LIEHTPaNM30BaHHbIN (B pamMKax apxvBa) y4eT JOKYMEHTOB, BTOPOW
- Yy MaTepuanbHO OTBETCTBEHHOIO fnnua, TPETUN - B Byxrantepum apxmea.

[lena BHOCATCS B MHBEHTAPHYO KHUTY MO NOPSiAKY HOMEPOB apXMBHbIX (DOHOOB M OMUCEN Oerl, AOKYMEHTOB,
a BHYTPM Kakgon onucu Aen, OOKYMEHTOB - Mo nopsaky HomepoB gen. Ha Gupke, npukpennsemon k obnoxke
Kaxgoro gena (npegmeTta), ykasbiBaeTCsl HOMeEpP, 3a KOTOPbIM OHO YYTEHO B MHBEHTApHOM KHure. Homep
npocraBnsieTcs Yepes Apodb ¢ apxmBHbLIM Wndpom (Hanpumep, nHe. N 1/TAP®, . 572, on. 1, a. 17).

K nHBEHTapHOW KHWUre COCTaBNsSETCA MTOroBas 3anucb, B KOTOPOM UudpamMu 1M NpOMUCbIO yKasbliBaOTCHA
KOnnyecTBo Aen (NpegMeToB), BHECEHHbIX B KHUTY, AaTa COCTaBMEHUA UTOrOBOW 3anmncu, JOMMKHOCTbL U hamMunums
MaTepuanbHO OTBETCTBEHHOIO nuua.

JINCTbl MHBEHTApPHOW KHUMM OO0 Hayana ee 3anofHeHUs NPOHYMEpPOBbLIBAIOTCS, MNPOLLUHYPOBLIBAKOTCA U
CKpennsawTca neyatblo apxmea. Ha obopoTe nocnegHero nucta KHUMM genaetcs 3anvMcb O KONMYECTBE NUCTOB B
KHUre, KOTOopas 3aBepsaeTca nognucamMu pPyKOBOAWUTENsS apxuBa, FMaBHOrO XpaHuTenst )OHAOB U CKPEMMsieTcs
nevyaTblo apxmBa.

ExxerogHo cneuuwanbHOW KOMWUCCUMEN, CO34aBaeMOM MpUKa3oM PYKOBOAWUTENsS apxuea, MpoBOANTCS
WHBEHTapu3aums gen, mMmerowmnx B 0QOpMIEHUN WU B NPUMOXKEHMM K HUM OparoueHHble MeTansbl U KaMHMW.
MHBeHTapm3auma NPOBOAUTCSA Takke B Cllydae CMeHbl MaTepuanbHO OTBETCTBEHHOro nuua, PyKoBOAUTENS
apxuBa, [MaBHOro XpaHuTens oHAoB. PesynbTaTbl MHBEHTapuM3auum OOPMISIIOTCA akTOM, COCTaBMSIEMbIM B
Tpex 9k3emnnspax, OAWH U3 KOTOPbIX HaMNpaBfsieTCs B COOTBETCTBYIOLIMA  YNONHOMOYEHHbLIN  OpraH
WCNONHUTENBHON BNAcTu B cchepe apxXMBHOro aena.

Y4eT apXuBHbIX AOKYMEHTOB, HaXOASALLMXCS B YACTHOM
COBCTBEHHOCTU, NPUHATLIX MO 4OrOBOPY Ha XpaHEeHWE B apXuB

3.7.11. YueT gokymeHToB ApxmHoro dhoHga Poccurickon egepauunm, NPUHATBIX NO OrOBOPY Ha XpaHeHue
B apXMB Ha OCHOBaHWM akTa Npuema-nepegadv JOKYMEHTOB Ha xpaHeHue (npunoxeHune N 9), ocywecTBnseTcs B
OCHOBHbIX Y4ETHbIX OKYMEHTax apxuBa c cobnogeHnemM cneaywmx ocobeHHoCTeN:

B KHWre y4yeTa MNOCTynneHun gokymeHToB (npunoxeHune N 5) ykasbiBaeTcs COOCTBEHHUK unu Bnagenew
OoKkymeHTOB (rpadha 3), Homep 1 gaTa akta npuema-nepegayu (rpadpa 4), gata nognucaHnsa Jorosopa o nepegade
N CPOK AeNCTBMSA OOroBopa;

npuv BKIMOYEHUM apXMBHOIO poHaa B cnncok oHaos (npunoxeHune N 6) k ero Homepy gobasnaeTca MHOEKC
"0" ("moroBop"), KOTOPbIN COXPaHAETCH 3a HUM BO BCEX YYETHbIX OOKYMEHTaxX W apXxuBHbIX LWundpax eguHu
XpaHeHusi, eauvHuy ydeTa; B rpade "lpumevaHns" cnucka ¢oOHOOB TakkKe ykasblBalOTCA COOCTBEHHWMK wunn
BMnagerney apxvBHbIX JOKYMEHTOB, AaTa NOANUCAaHMSA U CPOK AEWCTBUS 4OroBopa.

KonnyecTtBo apxvBHbIX (HOHAOB, NPUHATLIX NO AOrOBOPY Ha XpaHeHWe B apXxuB, ykasblBaeTCs OTAEbHON
CTPOKOW B UTOrOBbIX 3aMMCAX B CnMcke (POHO0B, KHUre ydyeTa NocTynneHMn JOKYMEHTOB.

OKk3emMnnsp [JOroBopa, 3akMiYeHHbI C COOCTBEHHWKOM UMM  BRagenibLeM apXWBHbIX [OOKYMEHTOB,
BKIoyaeTca B geno goHaa.

Mpu BbIOLITUM APXUBHBIX OOKYMEHTOB apXMBHOro (hOHAA B CBHA3M C UCTEYEHMEM CpOKa €ro XpaHeHus B
COOTBETCTBMU C JOFOBOPOM €0 HOMEP HE MOXET OblTb NPUCBOEH APYroMY apXMBHOMY POHAY.

MpuHATBIE NO OOroBOpY Ha XpaHeHue B apxuB AOKYMeHTbl ApxuBHoro doHaa Poccuitckon ®Pepepauumu,
HaxoauBLUMECA B YacTHOW COBCTBEHHOCTM W Ha 3akOHHOM OCHOBaHMM nepeweqwune B deaepanbHyo
coBCTBEHHOCTb, COBCTBEHHOCTb cybObekTa Poccuiickon ®degepaumy WM MyHUUMMANbHYO COOCTBEHHOCTb,
YYNTBIBAKOTCA B OCHOBHbIX YYETHbIX AOKYMEHTax HapaBHE C OCTamnbHbIMW OOKYMeHTamu apxumBa. B yyeTHbIx
OOKYMEHTax W apxXmBHbIX LWKUpax eavHUL, XpaHeHus, eauHuy ydveta uHaekc "[" 3avyepkvsaeTcs, B rpady
"MpumeyaHna” cnvcka hoHO0B BHOCATCA COOTBETCTBYIOLLNE CBEAEHNS.

ApXMBHbIE JOKYMEHTbI, HE BKIIOYEHHbIE B YCTAHOBIIEHHOM Nopsake B coctaB ApxmBHOro goHga Poccuinckon
denepaumun, B TOM 4uCre OOKYMEHTbl MO MMYHOMY COCTaBY, NPUHATbIE MO AOrOBOPY Ha XpaHeHWe B apxwuB,
YUUTBIBAKOTCA OTAENbHO OT AoKyMeHTOB ApxuBHoro c¢oHaa Poccuiickon ®epepaumun. Ons ux yyeta BeayTcs
OTAenbHble CNUCOK (POHAOB, KHWUra ydeTa NocTynneHun AOKYMEHTOB, a Takke NUCTbl POHAOB U Apyrue ydeTHble
OOKYMEHTbI.

YyeT konui AdPXMUBHbIX JOKYMEHTOB Ha npasax noasliMHHUKOB
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3.7.12. KonnsiMm apxmBHbIX AOKYMEHTOB Ha NpaBax NOAMMHHWKOB SBMNSAOTCA BKIHOYEHHbIE B YCTAaHOBIEHHOM
nopsiake B coctaB ApxuHoro poHaa Poccunckon ®enepaumn:

MUKPOUMbMbI  apPXUBHbIX [OOKYMEHTOB, W3rOTOBMEHHbIE U OopMmIieHHble doHaoobpasoBaTenem B
COOTBETCTBMU C CYLLECTBYHOLUMMY HOPMATUBAMU;

KOMUW apXMBHbIX [OOKYMEHTOB, MOAMMHHUKMA KOTOPbIX YTpayeHbl WU Haxodsitca B COBCTBEHHOCTM
IOPUANYECKUX NN PUINYECKMX NUL, B CUIY YETrO HE MOTYT NOCTYMNUTb Ha NMOCTOSHHOE XPaHEHWNE B apXuB;

KONMUWM apxvBHbIX OOKYMEHTOB, nepemelleHHbix B CCCP B pesynbtate BTopol MMPOBOW BOWHbI U
Haxogswmxca Ha Tepputopum Poccunckon ®degepauun, NOAMNVHHUKM KOTOPbIX BO3BpALLEHbl B CTPaHbl WX
NMPOUCXOXAEHWSI.

Konmn apxuBHbIX OOKYMEHTOB Ha MpaBax MOAMWHHUKOB, MepedaHHble B apxumB (oHAooOpasoBaTternem,
YYMTBIBAKOTCA B cOCTaBe ero doHaa no OTAenbHOW onucu aen, ookymeHToB. [1pu aTom B rpade gaHHoW onucu
"KonunyectBo nmuctoB" yepes Apobb ykasbiBaeTCH TakkKe KONMYeCTBO KafgpoB, OTCHATLIX C OAHOro Aena.

Konun apxmBHbIX OOKYMEHTOB Ha npaBax MOASIMHHWUKOB, OTCHATbIE C MOASIMHHBLIX OOKYMEHTOB, KOTOpblEe
yTpayeHbl UNU HaxoaaTCA B COBCTBEHHOCTU OPUOANYECKUX UMM PU3NHECKUX NULL, a TaKKe KONUU NepeMeLleHHbIX
OOKYMEHTOB, MOASIMHHMKM KOTOPbIX BO3BpalLEHbl B CTPaHbl MX MPOUCXOXAEHWS, (DOPMUPYIOTCS B apXMBHblE
Konnekumn. ApXuBHbIE KOMNMNEKLUUN yunTbiBaloTcsa B cnmcke ooHAoB (npunoxeHve N 6) B yCTaHOBNEHHOM nopsigke.

Konmn apxvBHbIX [OKYMEHTOB Ha npaBax MOAMWHHUKOB, W3rOTOBMIEHHBIE MALUWMHOMUCHBIM WK
anekTporpacuyeckum CnocoboM C  apxMBHbIX [OOKYMEHTOB Ha OymMaXHOW OCHOBe, a Takke Konuu
ayguoBuM3yasnbHbIX JOKYMEHTOB (POPMUPYIOTCA B €AMHULBI XpaHeHus/eanHuLbl y4eTa, KOTOpble YYUTbIBAKOTCA B
onucsax [gen, OOKYMEHTOB MO aHanorMm C MOAMMHHBIMU  apXUBHBIMW [OKYMEHTAMW Ha COOTBETCTBYHOLLMX
HocUTensX.

3a eguHVLy XpaHeHMs KOMWN apXMBHbIX OOKYMEHTOB Ha npaBax MOAMVMHHWKOB, W3rOTOBMEHHbIX B BuAe
MUKPOKONUWA, MpUHUMaeTcs (usanyeckn O0BOCOBMEHHbIN PYNoOH MUKPOUIbMa WM KOMMMEKC MWUKPOMUMLL BHe
3aBMCMMOCTM OT KONMWYEeCcTBa OTCHATbIX HA HEM Aen U apxXuBHbIX AOKyMeHTOB. Kaxgas eguHuua XxpaHeHus
yunTblBaE€TCA B ONWUCK Aen, AOKYMEHTOB MOA CaMOCTOSTENbHbIM HOMepoM. B utoroBom 3anucum k onvcu gen,
OOKYMEHTOB Hapsay C KOMMYECTBOM eOuHWL, XPaHEHWS MWKPOKOMWA YKa3blBaeTCHd CyMMapHoe KOnM4ecTBO
COCTaBMAIOLLMX UX KaOpOB.

YyeT nucToB B gene, (*)OTOOTI'Ie‘-IaTKOB
B (bOToaJ'Ib6OMe, eOnHNLU XpaHeHNd B COCTaBe eunHNLbI y4eTa
ayaomnoBunayarbHbIX JOKYMEHTOB

3.7.13. KonuyectBo NUCTOB B AeNne U efuHUL, XpaHeHWss B COCTaBe efuHUUbl yyeTa ayaumoBu3yarbHbIX
JOKYMEHTOB y4NTbIBAETCHA HA OCHOBE UX HyMepauun u oukcmpyeTtcs:

niucToB B gerne - B nucte-zaeBeputene (npunoxeHne N 3) u B cooTBeTCTBYyWOLWEN rpade onucu aen,
AokyMeHTOB (npunoxexusa N 7 - 8);

doTooTnevatkoB B dpotoanbbome - BO BHYTpeHHen onucu ¢oToanbboma, a Takke B COOTBETCTBYIOLLEN
rpace onncu poToan-bomMoB;

eANHNUBI XpaHeHUs OpYrux ayaumoBu3yanbHbIX OOKYMEHTOB - B COOTBETCTBYHOLUMX rpadpax onucenm 3Tux
OOKYMEHTOB.

Mpu yyeTe eanHNL, XpaHeHUs B COCTaBe eAnHULbI y4eTa ayauoBusyarnbHbIX JOKYMEHTOB:

eMHULbI XpaHeHs AadunbMoB pacrnonaratTcs no nopsaaky HOMepoB PYNOHOB;

€VHULbl XpaHEeHWs KUHOOOKYMEHTOB pacnofaralTcs Mo dfneMeHTaM KOMMMeKTa, BHYTPU KOTOpOro
HYMepYTCS No NOPSIAKY HOMEPOB YacTew;

eAnHNLbI XpaHeHnst (POHOAOKYMEHTOB pacnofnaratoTcs B Nopsake NpoM3BOACTBEHHbIX HOMEPOB.

Yyet cTtpaxoBoro choHAa v boHAa Nob30BaHNS

3.7.14. O6bem cTpaxoBoro oHaa M oHAa MOMb30BaHMSA U3MEPSETCA B €AMHMLAX XpaHeHus/eguHuuax
y4yeTa, a Takke B:

Kagpax - Ansi KOnun apxmMBHbIX OKYMEHTOB Ha GyMa)KHOWM OCHOBE U (POTOOOKYMEHTOB;

MeTpax - A5 KoM KNHOAOKYMEHTOB;

BpeMeHU 3ByYaHus - Ans Konum OHOOKYMEHTOB;

B Merabavitax - Anst KOMun 3neKTPOHHbIX JOKYMEHTOB.

Mpu 3TOM OTAENBHO YYUTLIBAKTCA CTPAXOBbIE KOMUWN YHUKANbHBIX OKYMEHTOB U 0COB0 LIEHHBIX 4OKYMEHTOB
1 konum cboHaa NONb30BaHUS, OTCHATBIE C aPXMBHBLIX AOKYMEHTOB Ha ByMaXKHO OCHOBE (pa3feribHO Ha pPYNOHHON
NAeHKe U MUKPOULLIAX); KWHOOOKYMEHTOB; (POTOL0KYMEHTOB; (DOHOAOKYMEHTOB; BUOEO(OHOrPaMM; SMEKTPOHHBIX
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OOKYMEHTOB.
YyeT BegeTcs No KHWram y4veta MNOCTYNNEeHUN cTpaxoBoro ¢oHaa v oHOa MNoNnb30BaHWS UM ONUCAM
CTPaxoBoro oHAa. YYeT NocTynneHus 1 BblbbITUS CTPaxoBbIX KOMUIA OCYLLECTBSAETCS Ha OCHOBaHMM 3aKa30B Ha
N3roTOBIIEHNE CTPaxOBbIX KOMUM M KOMui (POHAA NONb30BaHUSA, akTOB Mpuema-nepenadm CTpaxoBbiX KOMUN Ha
creumanbHoe XxpaHeHue 1 gpyrux aktoB. K KHUram yyeta nocTynneHumn exerogHo CoOCTaBnNAeTCa UTOroBasi 3anunch.

Onwucn cTpaxoBoro doHAa cocTaBnaTca B 3 akdemmnnisipax. [lepBble aKk3eMnnisipbl nepegarTcsl BMeECTe CO
CTPaxoBbIMWN KOMUSIMW YHMKalbHbBIX JOKYMEHTOB U 0COBO LiEHHbIX JOKYMEHTOB B creumarnbHbll apxXuB, BTOpbIE U
TpeTbM OCTaOTCH B apXuBe.

Mo Mepe kONMMpPOBaHMA W Mepedayn CTPaxoBbIX KOMWUWA YHUKANbHbIX OOKYMEHTOB M 0CODO LEHHbIX
OOKYMEHTOB B cneuuanbHbIl apXuB K OMUCAM CTPaxoBoro (poHaa COCTaBMSKTCHA HOBble WUTOrOBblE 3anucy B
yCTaHoBMeHHOM nopsake (cMm. n. 3.5.6).

B onucax pen, gokymeHToB B rpadgpe "lMprvmeyaHusa" HanpOTMB 3arorioBka CKOMMPOBAHHOW eauHULbI
XpaHeHus/eauHuLbl ydeTa npoctaensieTcs wramn "CP". Ecnu ckonupoBaHbl BCe Aena, 4OKYMEHTbI, BKITOYEHHbIE B
onuchb, wrtamn "CO" npocTtaBnAeTCHa TOMbKO HA TUTYNbHOM NMCTE M 06OXKEe ONucK Aen, JOKYMEHTOB.

3.7.14.1. 3a egvHuuy XxpaHeHus/eguHMLy ydyeTa CTPaxoBOro (PoHAA YHUKamnbHbIX AOKYMEHTOB M 0cobo
LEHHbIX AOKYMEHTOB Ha ByMaXKHOM OCHOBE Ha PYNOHHOWN MIeHKe NpuHMMaeTcs usanyeckm o60CcobneHHbIN pynoH
MUKpodunbMa.

B kHUry yyeta noctynneHuin ctpaxoBoro ¢oHaa u ¢oHAa Nonb30BaHWUS Ha PYNOHHOW MfeHKke B BarioBOM
nopsigke (BHe 3aBUCUMOCTM OT (POHAOBOWM NPUHAAEXHOCTN JOKYMEHTOB) HA OCHOBaHWUM 3aka3a Ha U3roToBrieHne
CTPaxoBbIX KOMWWA 3aHOCUTCH Kaxkaas eauHuua XpaHeHust cTtpaxoBoro doHpa. Mo kHure yyeTta nOCTynneHwun
(rpacha 1) emmHMUam xpaHeHus cTpaxoBoro ¢oHAa NPUCBaMBAlOTCA YYETHbIE HOMepa, KOTopble SABMSOTCS
COCTaBHOW YaCTb0 UX apXUBHbIX LWNPOB.

Ha Bce cTpaxoBble KOMUWU YHUKambHbIX AOKYMEHTOB U OCODO LIEHHbIX JOKYMEHTOB BHE 3aBMCUMOCTU OT UX
¢HOHOO0BOV NPUHAANEXHOCTU COCTABNSAETCS ONUCh CTPaxoBoro ooHAa, Hymepauus eavHUL, XpaHeHUs CTPaxoBOro
¢oHOa B KOTOPOW COOTBETCTBYET Y4ETHLIM HOMEPaM, MPUCBOEHHBIM MM MO KHUrE y4eTa NOCTYNMIEeHUN.

APXMBHBIM LLIMGPOM €AUHULbI XPaHEHUs CTpaxoBOro hoHpa SABMsieTCA Ha3BaHWE apxuBa, HOMEpP Onucu
CTpaxoBoro ¢hoHaa, HoOMep yyeTa eanHULBlI XpaHEeHUA CTpaxoBoro choHaa ¢ fobasneHnem nHaekca "Co".

3.7.14.2. 3a eanHuuy y4veTa CcTpaxoBoro ¢oHOa [OOKYMEHTOB Ha OyMaXHOW OCHOBE Ha MuKpodmax
NPUHUMAETCH OfHAa WUIM HECKONbKO MUKPOMMULL, OTCHATbIX C OAHOro Aena v NnoMeLlleHHbIX B OOWH KOHBepT, 3a
eIHULY XpaHeHus - MuKpoduLLa.

Mo kHWre yyeTa NOCTYNNEHWn cTpaxoBoro oHaa WM poHAa NONb3OBaHUA Ha MUKpPOULLIAX KaxaoMmy
NOCTYNNEHN0 NpucBamMBaeTca NopPSAAKOBbIN HOMep. KonmnyecTBeHHbIe nokasaTenu BHOCATCA C y4eToMm hOoHO0BOM
NPUHaANEXHOCTN OTCHATLIX KOMUI NO KaXXA0MY apXMBHOMY (OOHAY M onNucu Aer, AOKYMEHTOB OTAENbHO.

Onucu cTtpaxoBoro doHaa Ha MUKpodMmLIax COCTaBMNAKTCHA pas3fenbHO Ha CTPaxoBble KOMUU KaXaoro
apXUBHOro hoHaa, OAHY UMM HECKOSTbKO ero onncemn.

Y4eTHbIM HOMEPOM eamHULbl y4eTa cTpaxosoro oHAa v poHOa NOnb30BaHWUS OOKYMEHTOB Ha GymMaxHon
OCHOBE, M3roTOBMEHHOMO Ha MUKpodMLiax, SABMASETCS YYETHbI HOMEpP OTCHSATOro Aena, apXvMBHbIM LUMAPOM -
COOTBETCTBEHHO, apXMBHbIV LWIMEP OTCHATOro Aena ¢ gobasneHnem ungekca "Co" - ons crpaxosoro ¢oHga u "M"
("Moauntne"), "O" ("Onasokonus") - ansa GoHOa NONb30BaHWS.

3.7.14.3. EavHUubl XpaHeHus/eanHWLUbl y4eTa cTpaxoBoro goHaa U poHaa Nonb3oBaHus ayanoBu3yarnbHbIX
OOKYMEHTOB MAEHTUYHbI eJUHNLAM XpaHeHus/eanH1Lam yyeTta ayamoBusyarnbHblX JOKYMEHTOB.

CTpaxoBble KOMumn KUHO- 1 (hOTOOOKYMEHTOB YYUTHLIBAOTCHA HE3aBUCUMO OT BUAA KMHO- U POTOOOKYMEHTOB B
KHUrax yyeTa nocTynneHnn n onucsx ctpaxoBoro oHaa 1 ¢oHaa nonb30BaHuS.

CtpaxoBble KonMu (DOHOAOKYMEHTOB Ha MarHUTHOW NEHTE WM rPaMopuUrnHanoB u3-3a nx 060coBNeHHOro
XPaHEHUS YUYUTLIBAKOTCA B PA3HbIX KHUrax ydyeTta NoCTynneHni n Onucsx.

B wuTOroBbIx 3anucsax KHUr yveTa MOCTYNIEHUWM N Onucer CTpaxoBoro oHAa M doHAa norib3oBaHUA
KMHOPOTOOOKYMEHTOB M (POHOAOKYMEHTOB Ha METanfIM4yeckux AUcKax LOMOSIHUTENBHO MOXET YyKasblBaTbCs
KONMMYECTBO €AWMHWL, XPaHEHUS] COOTBETCTBEHHO MPOMEXYTOYHbIX MO3UTMBOB M KOHTPATUMOB; MO3UTUBOB U
Aybnb-HeratneoB; HeyeTHbIX (1) n yeTHbIX (Il) rpamopuruHanos.

B MTOroBbIX 3anmcsix K ONMCsSIM CTPaxoBbIX KOMUA KNHOGOTOOHOAOKYMEHTOB YKa3bIBAaETCsA Takke MX 06bem
B MeTpax, Kagpax, Yacax 3By4yaHus.

Homep eauHuubl yyeTa cTpaxoBoro oHAa KUHOM(OTOMOHOOOKYMEHTOB MEPEHOCUTCH B OMUCb W3 KHWUMN
yyeTa MOCTyNneHun. ApXMBHbIM LWNMOPOM €aOMHULBlI YydYeTa CTpaxoBoro ¢oHaa KMHOPOTO(OHOLOKYMEHTa
ABMNsieTCA Ha3BaHWe apxmMBa, HOMep eAMHULbI y4eTa cTpaxoBoro hoHaa ¢ fobaBneHnem nHgekca "Co".

3.7.14.4. YyeT KON apXMBHbIX AOKYMEHTOB, CO3[aHHbIX B NPOLIeCCe MX UCMONb30BaHUS N BKITHOYEHHbIX B
¢oHA NONb30BaHWs, BeeTCs B apxvBe B OTAENbHOM KHUre yyeTa KOMun aTUX AOKYMEHTOB.
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YyeT My3enHbIX NpeamMeToB U BUbMoTeYHbIX (HOHA0B

3.7.15. YyeT My3enHbIX NpeaMeToB, ABMSIOLLMXCA BMOXEHMEM B AeNo, BeAeTCA B YCTAHOBMEHHOM MOpsiAKe
(cm. n. 3.7.13).

My3elnHble NpeaMeThl, He SABMSALWMECH BOXEHNSIMU B AEN0, NPUHATbIE HA XpaHEHMEe B COCTaBe apXMBHOIO
doHaa, ydnTbIBAIOTCA B COCTaBe 3TOro hoHAa kak eguHuUbl XpaHeHus. Mpu 3HaunTenbHOM KOMMYecTBe TaKux
€[VHNL, XpaHEeHMs Ha HUX COCTaBMseTCHa OoTAeNbHasa ONUCh Aerl, JOKYMEHTOB.

BkntoyeHne B coctaB MyseinHoro ¢oHga Poccuiickon degepauum M ydeT OaHHbIX MY3eWHbIX NpegmeToB
OCYLLECTBMAKTCA B COOTBETCTBUM C MOPSOKOM, YCTAHOBMEHHbIM CneunanbHO YNONHOMOYEHHBIM doedeparibHbIM
opraHom ucnonHuTenbHon Bnactn ana MysenHoro ponga Poccuiickon ®egepaunn.

YyeT My3elrHbIX NpeaMeToB, coaepXKallMx AparoueHHble MeTannbl U KaMHW, BeAeTCd B YCTaHOBMEHHOM
nopsgke (cm. n. 3.7.10).

3.7.16. YueT 61MbnmoTeyHoro (cnpaBOYHO-MHAOPMALMOHHOIO) oHAA apxuBa BeAETCA B COOTBETCTBUM C
NOpPsIAKOM, YCTAHOBMEHHbIM crneunansHO YNONMHOMOYEHHbIM heaeparnbHbIM OpraHoOM UCMONMHUTENBHON BNacTu Ans
BubnnoTeYHbIX POHOOB.

IV. OpraHusaumsi KOMMAEKTOBaHNSA apxuBa JOKYMEHTaMu
apxuBHoro ¢gpoHga Poccuiickon ®egepaunmn n gpyrumm
APXUBHBIMW JOKYMEHTaMM

(B pasgene Ha rocygapCTBeHHbIE U MyHULMNanbHble My3en n 6ubnuoTtekn pacnpocTtpaHsatoTes nn. 4.3, 4.3.1,
43.2,44.2,443,44.4,47)

4.1. Cuctematuyeckoe MnornonHeHne apxuBa AokymeHTamu ApxusHoro ¢oHga Poccuiickon depgepauun
(komnnekToBaHWe apxmBa) BKIOYaET:

onpegeneHne NCTOYHUKOB KOMMINEKTOBaHWNS apXuBa;

onpegerneHne cocTaBa apXUBHbIX JOKYMEHTOB, NOAMNEXaLunx npuemy B apxus;

npvem-nepenavy apxmBHbIX JOKYMEHTOB B apXuB.

MICTOYHMKM KOMMNIIEKTOBAHUS apxmea

4.2. TocyaapCTBeHHbIE OpraHbl U opraHbl MECTHOro camoynpaBfeHUs1 BKMYaTCAa B CMUCKM UCTOYHUKOB
KOMMNIIEKTOBAHUA roCyAapCTBEHHbBIX U MyHMUUMNAnNbHBIX apXUBOB B 06513aTeNbHOM MOpsiaKe.

McTouHMKaMn KOMMMEKTOBAHUA apxvBa BbICTYNAKT Takke opraHusaummM W rpaxgaHe, B npouecce
OEeATenbHOCTU KOTOPbIX 06pasyroTcs JoKyMeHTbl ApxuBHoro dpoHaa Poccunckon ®epepauun.

HerocynapcTBeHHbIE OpraHM3auum, a Takke rpaxaaHe BKIYarTCs B CMMCKM UCTOYHMKOB KOMMITEKTOBAHUSA
apxuBa Ha OCHOBaHUM O0roBopa.

HerocynapcTBeHHble opraHusauuu, BpeMeHHO XpaHswme [OOKYMeHTbl ApxuBHOro ¢oHga Poccunckon
depepauymu, oTHocsAWMeECH K begepanbHON COBCTBEHHOCTN, COBCTBEHHOCTU CcyObekToB Poccunckon denepauinm
NN MYHUUUNANBHONW COBCTBEHHOCTW, BKIOYAKTCSA B CMUCKUM MCTOYHUKOB KOMMMEKTOBAHMS TEX apXMBOB,
NUCTOYHMKaAMUN KOMMIIEKTOBAHUSA KOTOPLIX SABASANUCL MX NPeALleCTBEHHUKU - rOCYAapCTBEHHbIE U MYyHULMNANbHbIE
opraHusauun.

4.2.1. OTHeceHue K UICTOYHUKaM KOMMMEKTOBaHMS apxmBa Npon3BOANTCA Ha OCHOBaHUN KPUTEPUEB:

ONga opraHu3auuin:

YHKUMOHANbHO-LENEBOro  HasHayeHWss opraHusauuu (4ns  rpynnbl  OpraHu3auui, BbIMOMHSOLWMUX
aHanornyHble yHKUMK, ncnonbdyeTtcs hopma BeIGOPOYHOro npuema);

NMONHOThLI OTPaXeHust MHOPMaLUKN O AEATENbHOCTU OpraHM3auun B apxXmBHbIX OHAAX OPYrMX OpraHn3auun;

ON§ rpaxaaH:

BKNaz rpaxaaHvHa B pasBuUTUE HayKK, KyNbTypbl U Apyrnx obnacten 0esaTensHOCTH;

€ro posib B Ka4ecTBe y4acTHMKa, OYeBuaLa Bblgaowmxcsa cobbiTi B XN3HM 00LLECTBa;

POOCTBEHHBIE, OPY)XECKME, TBOPYECKNE CBA3M rpaXaaHUHa, MecTo paboThl, 3aHMMaemast JOJPKHOCTh;

TUMUYHOCTb €ro apXMBHbIX AOKYMEHTOB A1 anoxu (OOKYMeHTbl "pagoBbix" rpaxkaaH);

COCTaB 1 cofepXaHne cobpaHHbIX rpaXXaaHMHOM apXMBHBLIX LOKYMEHTOB.

CnncKn MCTOYHMKOB KOMIMMEKTOBAHMS apxuea

4.2.2. CNUCKN UCTOYHUKOB KOMMIEKTOBAHUS COCTaBIIAIOTCA apXMBOM Ha OCHOBaHMM 3akoHodaTenbcTBa 00
apxmBHoM pgerne B Poccuiickon ®epepauun, Hopm nn. 4.2 n 4.2.1 HacTtosawmx [NpaBun, a Takke pekoMeHOauun
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crneumanbHO YNOMHOMOYEHHOro defepanbHOro opraHa MCMOMHUTENbHOW BracTM B cdepe apxvMBHOro Aena,
NOArOTOBIEHHbIX CAMOCTOSATENLHO MMM COBMECTHO C APYrUMu defeparnbHbiMA OpraHamu UCMOMHUTENbHOM
BNacTu, B TOM 4YuCne OCYLLEeCTBSAOLWMMN Oeno3nuTapHoe XpaHeHne AOKyMeHTOB ApxmBHoro ¢oHaa Poccuiickon
degepaummn.

ApxuB BegeT CNUCOK OpraHM3auni - ICTOYHUKOB KOMMIMEKTOBAHWS NO YCTaHOBNEHHOW dhopme.

Cnncok rpaxgaH (CobCTBEHHMKOB UK BriagenbLEB apXMBHbIX JOKYMEHTOB) - MCTOYHMKOB KOMMIIEKTOBAHUS
BefeTCs Mo NpUHATON B apxuBe opme ¢ 0ba3aTenbHbiM yKkazaHuem haMunuin, meH, oT4eCTB, aApecoB MecTa
XWUTENbCTBA, opuan4eckoro 060CHOBaHMsS BO3MOXHOCTM Nepeaydn Ux apxXmBHbIX JOKYMEHTOB B apXUB.

B apxuBe, npuHMMaroLeM Ha XpaHeHne pasnuyHble BUObl apXMBHbIX JOKYMEHTOB, COCTaBMATCA U BeoyTCA
CaMOCTOSITENMbHbIE CMUCKW OpraHu3aumii - UCTOYHWKOB KOMMMEKTOBAHUS HayYHO-TEXHUYECKOW AOKYMeHTauuewn,
CMMWCKN OpraHn3aLMi - ICTOYHUKOB KOMMIEKTOBAHUSA ayaANOBM3YyarnbHbIMU JOKYMEHTaMU.

4.2.2.1. TpoeKTbl CMUCKOB MCTOYHWKOB KOMMMEKTOBaHMA beaepanbHbIX rOCy0apCTBEHHbIX apXMBOB Nocrne
paccMOTpeHMs UX Ha 3KCnepTHOo-npoBepodHonm komuccumn (JMK) apxuBa npenctaBnsieTcd Ha cornacoBaHue
LleHTpanbHOW akcnepTHO-NpoBepoyHon komuccun (LUSIK) cneunansHO ynonHoMoYeHHOro defepanbHOro opraHa
WCNONHUTENBHON BRacTM B cdepe apxMBHOIO [ena; rocygapCTBEHHbIX apxuBoB cybbekta Poccunckon
depepaumn 1 MyHMUMNANbHBIX apxvMBOB - Ha cornacoBaHne JlK ynoriHOMOYEHHOro opraHa WCMNOMHUTENBbHOWN
BnacTu cybbekta Poccuickon degepaumm B cdhepe apxXmBHOro Aena; opraHusaumin Poccuiickoln akageMmm Hayk -
Ha cornacoaHue JIK ApxuBa Poccuinckon akageMmmm Hayk.

PeweHnune LMK cneumanbHO ynonHOMOYEHHOro dheaepanbHOro opraHa UCNONHUTENBHOW BnacTu B cdepe
apxmBHoro gena, AMK ynonHoOMo4YeHHOro opraHa UCNONHUTENBbHON BriacTu cybbekTta Poccuiickon ®egepaunn B
cchepe apxuBHoro pena, OlK ApxuBa Poccuiickon akagemMuMuM Hayk O COrflacoBaHMWM CrnnMcka MCTOYHUKOB
KOMMIMEKTOBAHWS apXxvBa SIBNAETCA OCHOBaHUEM ANS ero yTBepXXAEHUs1 PyKOBOACTBOM COOTBETCTBYIOLLIErO apxmBa
NN OpraHoM MeCTHOro camoyrnpasneHus (Ans MyHUUMnanbHbIX apxXuBOB), Npe3ngnymom Poccuinckon akagemum
HayK.

ApXxuB BnNpaBe BECTU CMNUCOK BO3MOXHbLIX MCTOYHNKOB KOMMIIEKTOBAHWS.

CnpaBkn, 3KCMEpTHble 3aKMYEeHUs O BKIHOYEHWMM OpraHusaumi U rpaxgaH B CMUMCKM  MCTOYHUKOB
KOMMMEKTOBAHUS apXvMBa WM UCKIMIOYEHUN UX U3 yKa3aHHbIX CMUCKOB, a Takke O opmMe npuema apXuBHbIX
OOKYMEHTOB Ha XpaHeHuWe 1 npeacTaBnaiTCs:

denepanbHbIMU rOCY4apCTBEHHBIMM apxmBaMu - Ha paccmoTtpenne LISIMK cneumansHO ynormHOMOYEHHOro
denepanbHOro opraHa WCMOMHMTENBHOW Brnactm B cdepe apxuBHOro gerna (peweHne 06 UCKIYEHUM
opraHusaumM u3 crnmvcka WCTOYHUKOB KOMMMEKTOBaHUS bedeparnbHOro rocyaapCTBEHHOrO apxmBa B Criyyae ee
nuksugaumun npuHumaetca 3K dpenepansHOro rocygapcTBeHHOro apxmsa);

rocygapcTBeHHbIMU apxvBamu cybobekToB Poccuiickon depepaumy U MyHUUMNANbHLIMU apXvBaMy - Ha
paccmoTtpeHue 3K ynonHOMOYEHHOro opraHa UCNOMHUTENbHOM BnacTn cybbekta Poccuiickon depepaumm B
chepe apxumBHoro gena;

opraHusaumammu Poccuickon akagemun Hayk - Ha paccmoTtpeHune SIMK Apxmea Poccuiickon akageMmmm Hayk.

YTO4YHEHME W NepeyTBEPXAEHME CMUCKOB WUCTOYHMKOB KOMMIIEKTOBAHWUS apXMBOB MPOBOAUTCA MO Mepe
HeobxogumocTn. OCHOBaHMEM [OMsi 3TOrO ABMSKOTCA: CO3[4aHue, peopraHnsaums, NMMKBUgauusa rocyaapCTBEHHOMO
opraHa, opraHa MECTHOro camoynpasfeHusl, OpraHu3auunn; oTkas HerocygapCTBEHHbIX OpraHM3auun 1 rpaxgaH ot
COTpydHMYecTBa C apxmBoM (pacTopxeHue porosopa); peweHne LIIMK cneunanbHO YNONHOMOYEHHOMO
henepanbHOro opraHa WCMNOMHUTENbHOW Bnactu B cdepe apxuBHoro fena, 3K ynonHoMo4eHHOro opraHa
ncnonHuTensHon BnacTn cybbekrta Poccuiickon Pepepaunm B chepe apxmsHoro gena u MK Apxusa Poccuickon
akagemuu Hayk O nepefaye opraHuM3auuu B CMMCOK MCTOYHUKOB KOMMIEKTOBaHUA Apyroro apxmsa. OpraHusaums
MOXeT OblTb WUCKMOYEHa M3 CNMCKA WMCTOYHMKOB KOMMIIEKTOBAHWSI apxvBa, €Cnu B npolecce OesATEeNbHOCTU
opraHm3aumm nepectanu obpasoBbiBaTbCA JOKYMeHTbl ApxmBHOro hoHaa Poccuiickon ®egepaunn.

4.2.3. ApxvB BefeT HabnwgatenbHOe [erno Ha KaxAbld roCyfapCTBEHHbLIM OpraH, opraH MEeCTHOro
CaMOyMnpaBIieHUS U OpPraHm3aumio - UCTOYHMK KOMMIIEKTOBAHWUS apxuBa, B KOTOPOE BKIOYAOTCA [OKYMEHTbI,
XapaKTepusyloLue ero npaBoBoOW CTaTyC U AeSATENbHOCTb, a Takke paboTy apxuBa M OpraHn3auuio JOKYMEHTOB B
genonpousBoactee. HabGniogatenbHoe f[eno MoxeT ObiTb 3aBedeHO W Ha rpaxgaHuHa -  MWCTOYHUK
KOMMJIEKTOBAHWSI apXMBa, B KOTOPOE BKIIHOYAKTCS CBEAEHUS O COCTaBE M COAEPKaHUM €ro apXUBHbIX AOKYMEHTOB.

B uensx yyeta paboTbl C UCTOYHMKAMWU KOMMMEKTOBAHMS apXuMB BrnpaBe co3faBaTb YY4ETHO-CNpPaBOYHble
KapToTekn 1 6a3bl JaHHbIX.

HODHAOK 3KCNepTn3bl LEHHOCTU JOKYMEHTOB

4.3. ApxvBHble JOKYMEHTbI BKNoYatoTcs B coctaB ApxuBHoro goHaa Poccuiickon deagepalimm Ha OCHOBaHUU
3KCMEepPTM3bl LIEHHOCTM LAOKYMEHTOB (T.€. U3y4YeHUs] OOKYMEHTOB Ha OCHOBE KPUTEPUEB MX LLEHHOCTU B LENsAX
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onpeaeneHnst CPoKOB XPaHEHUst AOKYMEHTOB U UX 0T6opa Ha NOCTOSIHHOE XpaHeHue).

BkntoueHne aokymeHTOB B cocTaB ApxmBHoro ¢oHaa Poccuiickon ®efepauun ocyLlecTBnNAeTCa Ha OCHOBE
KOMMIIEKCHOTO MPUMEHEHUSI KPUTEPUEB MPOUCXOXKOEHUS OOKYMEHTOB ((PyHKLUMOHAamNbHO-LENeBoe HasHayeHue
NCTOYHMKA KOMIMMEKTOBaHMSA C y4eTOM ero ocobor ponu unu TUMOBOrO XapakTepa, BpemMs U MecCTO CO3[aHus
OOKYMeHTa M T.M.), cogepXaHus [OOKYMEHTOB (3HAaYMMOCTb MWHQOpMauun, B TOM YMCME €€ YHMKaNbHOCTb,
TUMWYHOCTb WX MOBTOPSIEMOCTb, BWA [AOKYMEHTa, €ro MOANMHHOCTbL), BHELIHMX OCODEHHOCTEW [AOKYMEHTOB
(cdbopma ukcnpoBaHus U Nepefaydn CoAepKaHusl, yaoCTOBEPEHUS U 0hOpMITIEHNST JOKYMEHTA).

Mpn BKNOYEHUN OOKYMEHTOB B cocTaB ApxuBHoro ¢oHga Poccunckon Pepepaumm MCnonb3yeTcs Takke
dopma NoBMAOBOIO UMM rpynnoBoOro BbIDOPOYHOrO NpuemMa SOKYMEHTOB.

4.3.1. PelweHne Hay4HO-METOAMYECKMX BOMPOCOB, CBHA3AHHBLIX C 3KCMNEPTM3OW LEHHOCTU OOKYMEHTOB WU
BKIOYEHneM ux B coctaB ApxmHoro doHaa Poccuiickon depepaumn, a Takke ¢ onpeaeneHveMm B ero coctaBse
0COB0 LEHHbIX OOKYMEHTOB, B TOM YMCREe YHUKanbHbIX OOKYMEHTOB, ocywectenaetca LIMK cneuuwansHo
YNOMHOMOYEHHOro oefeparnsHOro opraHa UCNOMHUTENbHOW BNacTy B chepe apXnBHOro aena.

JkcnepTm3a LEeHHOCTU JOKYMEHTOB OCYLLECTBAETCS YNONHOMOYEHHbIM OPraHoOM MCMOMHUTENBHON BNacTu
cybvekta Poccuiickonn depepaumm B cdepe apxXuBHOMoO fena, apxvBOM COBMECTHO C COGCTBEHHWKOM Wmn
BNagenbLeM apxvMBHbIX AOKYMEHTOB B COOTBETCTBUM C KPUTEPUSMMU, YCTAHOBMEHHbIMM B M. 4.3 HACTOALLMX
Mpasun.

KoHcynbTaHTlIntoc: npumevanune.
Mpukasom MwuHkynbTypbl PO yTBepxgeH [lepedyeHb TMMNOBLIX apXMBHbIX AOKYMEHTOB, OOpasyrolmxcs B
Hay4HO-TEXHUYECKON N NPON3BOACTBEHHOMN AEATENLHOCTM OpraHn3auunn, ¢ ykasaHneM CPOKOB XPaHEHWs.

Mpu npoBeaeHMU aKkcnepTusbl LEHHOCTN AOKYMEHTOB U OnpefeneHnn CPOKOB XpaHeHUs OOKYMEHTOB apXvB
PYKOBOACTBYETCH MEPEYHSAMU TUMOBLIX apXMBHbIX [AOKYMEHTOB C YKa3aHWEM CpPOKOB XpaHeHus; nepevHs Mu
OOKYMEHTOB, 00pa3yloLLmMxcsl B npoLecce AeAaTenbHOCTU dedepanbHbIX OpraHoB rocy4apCTBEHHON BRACTU, MHbIX
rocygapcTBeHHbIX opraHoB Poccuiickon ®efepauun, a Takke B npolecce AeATeNbHOCTM NOABEAOMCTBEHHbIX UM
opraHm3auui, C ykasaHWeMm CPOKOB XpaHeHusi (OTpacreBble MepeyvHu); a Takke CPOKaMu XPaHeHWs OTAeNbHbIX
BMAOB apXMBHbIX OOKYMEHTOB, B TOM 4YWCfle He BOLEALNX B YKasdaHHble MepeyvHu, KOTopble yCTaHaBnMBaloTCS
3akoHogaTtenbcTBoM Poccunckon ®egepavmu.

PeweHuna o BkmodeHun B cocTaB ApxmBHoOro doHpga Poccuinickon degepaumy KOHKPETHbIX AOKYMEHTOB
npuHumatotea AMK degepanbHbix rocygapcTBeHHbIX apxmnsoB, OMNK ynonHOMOYEHHbIX OpraHOB UCMONTHUTENBHON
Bnactu cybbekToB Poccuickonn ®enepauum B ccepe apxMBHOro Aena, 3KCnepTHbIMU (DOHAOBO-3aKYMOYHbLIMU
KOMUCCUAMMU FOCYOApPCTBEHHbIX W MyHMLUMNAnNbHbIX My3eeB, 3KCNEepPTHbIMA KOMWUCCUSMU FOCYOapCTBEHHbIX U
MyHUUMnanbHbix 6ubnuotek, JMNK ApxmBa Poccunckorn AkagemMun Hayk Mpu  YTBEPXAEHUW OMucen Aen,
OOKYMEHTOB NOCTOSIHHOrO CpOKa XpaHEeHWUs.

MonHoOMoOuMA © NOpsSAoOK [OeATenbHOCTM YykasaHHbix JMK onpefensioTcs  MNOMNOXEHUSMU O HUX,
paspabaTbiBaeMbIMM Ha OCHOBE COOTBETCTBYIOLUMX MNPUMEPHbIX MOMOXEHWUA, YTBEPXOAEMbIX CrneumanbHO
YNONTHOMOYEHHbIM heaepanbHbIM OPraHoM UCTNOMNHUTENBHOW BRacTu B cdhepe apxXmBHOro gena.

ApxvB paccmaTtpuBaeT 1 rotoBuT K ytBepxaeHunto 3MNK ynonHOMOYEHHOro opraHa UCNOMHUTENBHOW BnacTu
cybbekTa Poccuickon ®epepauumn B cchepe apxmBHOro Aena onucu aen, OKYMEHTOB (MNn UX rogoBble pas3gensl)
MOCTOSIHHOIO CPOKa XpaHeHusi, 00pas3oBaBLIMXCSA B OEATENbHOCTU €ro  UCTOYHWKOB  KOMMIEKTOBaHUS.
depnepanbHble rocygapcTBeHHble apxuBbl, ApxuB Poccumnckon Akagemmn Hayk yTBepXOalT yKa3aHHble Onvcu
CaMOCTOSITENbHO.

ApxvB roToBUT Kk cornacoBaHutio MK ynonHOMOYEHHOro opraHa WCMNOMHUTENbHOW BRNacTu cybbekTa
Poccuiickon ®efepauun B chepe apxMBHOro Aena WUnuM cornacoBbiBaeT B COOTBETCTBUM C NpegocTaBneHHbIMU
€My MOMHOMOYUAMU OnMuCKU Aen Nno fMYHOMY COCTaBy (MNW WX rofoBble pasfenbl), akTbl O HeucnpasBUMbIX
noBpexaeHuax AokymeHToB (npunoxeHwe N 1). ®epepanbHble rocygapcTBeHHble apxuBbl, ApxuB Poccuickon
AkagemMunn Hayk NPOBOAST CornacoBaHue nepeyncrnieHHbIX JOKYMEHTOB CaMOCTOATENBHO.

BkntoyeHne [OKYMEHTOB, HaXOOALMXCSA B YAaCTHOM COOCTBEHHOCTU, B cocTaB ApxmBHOro goHga Poccuickon
denepaummn OCyLLECTBNAETCS Ha OCHOBAHWM 3JKCMEPTM3bl LIEHHOCTUM OOKYMEHTOB M OGOPMISIETCS LOrOBOPOM
mMexay CODCTBEHHUKOM WX BriagenbLeM apXMBHbIX OJOKYMEHTOB M apxvBoMm. B gaHHOM goroBope ykasbiBaloTCs
00s3aHHOCTN COOCTBEHHMKA MMM Brnagenbla apXMBHbIX OOKYMEHTOB MO XPaHEHW, y4eTy U MCMONb30BaHUI0
AokyMmeHToB ApxusHoro coHga Poccunckon ®egepaumn.

4.3.2. 3kcnepTn3a LeHHOCTU JOKYMEHTOB B apXmMBe NpOBOAUTCS:

Nno UCTEYEHUU CPOKOB BPEMEHHOIO XpaHEeHUS apXMBHbIX JOKYMEHTOB, B TOM YMCHe JOKYMEHTOB MO NIUYHOMY
CcoCTaBy, MOCTYMMBLUMX B apxvMB OT IMKBUANPOBAHHbLIX [OCYAAPCTBEHHbLIX OpPraHoB, OPraHoB MECTHOro
camoynpaBrieHUs 1 opraHu3auui;
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npw NOCTYNMEHNN B apXUB B UCKITHOYUTENBHbIX Cy4asX AOKYMEHTOB B HEYNOPAA04YEHHOM COCTOSIHMM;

B criyyae 6€3B03BpaTHOrO BbIBO3a apXMBHbIX JOKYMEHTOB 3a pybex.

Mo pesynbTaTtam aKCNeEpTU3bl LLEHHOCTU AOKYMEHTOB, CPOKN BPEMEHHOIO XpPaHEHUSA KOTOPbIX UCTEKMU, B TOM
yucre OOKYMEHTOB MO NMUYHOMY COCTaBy, apXMB COCTaBNSAET aKT O BblAEMNEHUM K YHUUTOXEHUIO JOKYMEHTOB, He
nognexawmx xpaHeHuto (npunoxenve N 11), u B ycTaHOBMNEHHOM MNOPsSiAKE BHOCUT WM3MEHEHMS B y4YeTHble
OOKYMEHTbI apxXuBa.

B pesynbrate akcnepTusbl LLEHHOCTM OOKYMEHTOB, MOCTYNMBLUMX B apXUB B HEYNOpSOO0YEHHOM COCTOSHMM,
apxuB COCTaBNAeT ONUCKU Aerl, AOKYMEHTOB MOCTOSIHHOrO XpaHeHus, onucu gen BpemMeHHoro (cebiwe 10 ner)
CpOKa XpaHeHusl, onucu gen no fMYHOMY COCTaBy U akT O BbIOENEHUMM K YHUUTOXKEHWUIO AOKYMEHTOB, He
noanexatumx xpaHeHuto (npunoxenne N 11).

Moanexalume YHUUTOXEHUI0 apXMBHble [OOKYMEHTbl nepedarwTcss Ha nepepaboTky (yTunusauuio
CHMMAIOTCH C yyeTa B ycTaHOBNeHHoMm nopsigke. Coava gen ocdopMnseTcss NpueMo-coaTovHOW HaknagHo
KOTOPOW yKa3sbiBalOTCA AaTa nepefadn, KonMyecTBo caaBaeMbix Aen U Bec GymaxkHOM MakynaTypbl.

) n
" B

Mopsnok Nnpuema apxmMBHbIX JOKYMEHTOB

4.4. OT UCTOYHMKOB KOMIMIIEKTOBAHUS apxmBa OOKyMeHTbl ApxuBHoro ¢oHaa Poccuinckon dPeaepaumm
NPUHUMAIOTCA roCyAapCTBEHHbIM M MyHULMNAnbHbIM apxXxuBamu, opraHusauuen Poccuiickon akagemum Hayk no
NCTEeYEHMM CPOKOB UX BPEMEHHOMO XpaHeHWsl, YCTaHOBIEHHbIX 3aKkoHo4aTenbCcTBOM Poccunckon denepauun.

B ucknoumMTenbHbIX Cryvasx CPOKM BPEMEHHOrO XpaHeHUs AOKYMEHTOB ApPXMBHOrO ¢oHga Poccuiickom
depepaummn Moryt ObiTb MpoafieHbl MO Npocbbe MCTOYHUKOB KOMMIIEKTOBAHWS apxvBa Mpu HeobXOAMMOCTM
MPaKkTUYECKOro MCMONb30BAHUSA apXMBHbIX AOKYMEHTOB WM OTCYTCTBMS Y apxuBa BO3MOXHOCTWM ANS npuema
yKa3aHHbIX AOKYMEHTOB B CPOKM, YCTaHOBMEHHble 3akoHogaTtenbcTBoM Poccuiickon ®epepaumun. NpoaneHue
yKa3aHHbIX CPOKOB OCYLLECTBIIAETCS: ANs UCTOYHMKOB KOMMIEKTOBaHUS heaepanbHbix apxmBoB - peleHnem IlMK
denepanbHbIX apxXuBOB; AN UCTOYHUKOB KOMMMEKTOBaHWUA ApYrux apxusBoB - pewerHvem OINMK ynonHOMOYEHHbIX
OpraHoB UCMOMHUTENbHOM BriacTn cydbekToB Poccuiickon ®egepaunn B chepe apxMBHOro aena; Ans UCTOYHUKOB
komnnekToBaHusa Apxmea Poccuiickon akagemum Hayk - peweHnem JMK aToro apxusa.

Cpokn  BpPEMEHHONO  XpaHeHuss OOoKymMeHToB ApxuBHoro doHaa Poccuiickon depgepaumm B
HEerocyapCTBEHHbIX OpraHuM3aumsix OnpedensiTcd B [AOrOBOpe Mexay apxXuMBOoM W COOCTBEHHUKOM  WIK
BnagenbLeM ykasaHHbIX JOKYMEHTOB.

4.4.1. lMpuem pokymeHToB ApxuBHoro c¢oHaa Poccuiickon ®epepaumm OT UCTOYHUKOB KOMMMNEKTOBAHUS
OCYLLLECTBMSAETCH rocyAapCTBEHHbIM U MyHULMNANbHbLIM apxXxuBamu, opraHusaumen Poccuiickon akagemMum Hayk B
COOTBETCTBMM C MNIaHOM-rpacpukoM, KOTOpPbLIN YTBEpXJaeTCqd pPYKOBOACTBOM apxuBa MO COrfacoBaHU C
NCTOYHMKaMM KOMMeKToBaHWs. BHennaHoBbIn npuem gokymeHToB ApxmBHoro cdoHaa Poccunckon ®egepauun, a
TakKe apXMBHbIX AOKYMEHTOB, CPOKM BPEMEHHOr0 XpaHEeHWsl KOTOPbIX He WCTEKNW, OCYLLEeCTBNAETCA B cryyae
NVKBMAALMN NCTOYHMKA KOMMNNEKTOBaHUS UIN B CyYae Yrpo3bl COXPaHHOCTM apXUBHbIX AOKYMEHTOB.

Mo npocbbe WCTOYHWKOB KOMMMEKTOBaHWSA U MPpU Hanuinuu cBOBOOHbLIX MOWaden rocygapCTBEHHbIN U
MyHULMNanbHbIA apxuBbl, opraHnsaums Poccuiickon akageMnn HayK MOXeT OCYLLeCTBNATb AOCPOYHbLIN rnpuem
AokymeHToB ApxmBHoro doHaa Poccuiickon ®egepauun, a Takke BPEMEHHOE XpaHeHWe apXMBHbIX AOKYMEHTOB
Ha ocHoBe pJorosopa. [lpuem apxmBHbIX OOKYMEHTOB Ha BpeMeHHOe XpaHeHue OdopMMseTcs TakkKe akToM
npuema-nepenayvv 4OKYMeHTOB Ha xpaHeHue (npunoxerHne N 9) n nponssoanTcs No CAaTOYHOM ONUCHK.

ApXuBHble [OKYMEHTbl MPUHUMAIOTCA B FOCYAApPCTBEHHbIA WM MYHUUUNANbHBLIA apXuBbl, OpraHW3auuto
Poccuiickon akagemMumn Hayk B ynopsao4eHHOM COCTOSIHUM C COOTBETCTBYIOLLMM Hay4HO-CNpPaBOYHbLIM annapaTom
N CTpaxoBbIMW KOMUAMWU Ha OCODO LiEHHbIE AOKYMEHTblI U YHUKanbHble AOKYMEHTbl. Bce paboTbl, cBA3aHHbIE C
0TOOpOM, MOArOTOBKOM M Mepedadvyen apXvMBHbIX OOKYMEHTOB Ha MOCTOAHHOE XpaHeHue, B TOM 4ucre C uX
yrnopsiAOHeHMeM W  TPaHCMOPTUPOBKOW, BbIMOMHAOTCA 3@ CYeT CPeAcTB WCTOYHMKOB  KOMMIIEKTOBAHWS,
nepegawLwmnx ykazaHHble JOKYMEHTHI.

Mpu Nprueme apxvMBHbIX OOKYMEHTOB MPOBOAATCHA NMPOBEpKa UX (PU3NYECKOro, CaHUTapHO-TMrIMEHNYECKOro,
TEXHNYECKOrO COCTOSIHWSA, @ TakkKe MpoBepka CTPaxoBblX KOMWMA Ha OCODO LEHHble AOKYMEHTbl U YHUKaIbHble
OOKYMEHTbI U MPOBEpPKa KOMMMEKTHOCTM YYETHbIX JOKYMEHTOB.

HokymeHTbl ApxuBHOro ¢oHaa Poccuiickon ®defepaunm NpUHMMAKOTCA B FOCYOapCTBEHHbIA U
MyHULMNanNbHbIA apxuB, opraHusauuio Poccuiickon akagemum Hayk no yTteBepxaeHHbiMm OlMK onucam pen,
OOKYMEHTOB; JOKYMEHTbl N0 NUYHOMY COCTaBy - Mo cornacoBaHHbIM JIK onucam gen, JOKYMEHTOB; apXMBHble
OOKYMEHTbI C HEUCTEKLLIMMW CPOKaMN BPEMEHHOMO XpaHeHUs! - MO CAATOYHbIM OMUCAM.

Mpuem gen Nnpov3BoOAMTCA NOEAMHUYHO; 0CODO LIEHHBbIE Aena NPMHUMAIOTCS C UX NOSIMCTHOM NpoBepKoi. Ha
BCEX 3K3eMnnsipax onucu fen, JOKYMEHTOB AenalTcs OTMETKM O MpuMeMe apXMBHbIX JOKYMEHTOB B apxuB. [lpu
OTCYTCTBUM €OMHUL, XPaHEHUS, yKa3aHHbIX B ONWUCK Ader, JOKYMEHTOB, B HEW AernaeTcs HOBas MTorosasi 3anwuchb.
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Homepa oTCyTCTBYIOWNX €AMHUL XPaHEHUS W MPUYMHBLI OTCYTCTBMS OrOBapMBAalOTCS B akTe npuema-nepenayu
OOKYMEHTOB Ha XpaHeHue W B npuraraemoun K akTy crnpaske. CTOYHMK KOMMNMEKTOBaHWA MpUHUMaeT Mepbl No
PO3bICKY HE MOCTYNMBLUMX Ha XPaHEHWE apXMBHbIX AOKYMEHTOB. YTpayeHHble NOAMWHHbIE apXUBHbIE OOKYMEHTHI
MOryT ObITb 3aMEeHEHbl UX KOMUSMMU.

MpyeMm apxuBHbIX [OOKYMEHTOB OCOPMIISETCA akToM MpueMa-nepefadym [JOKYMEHTOB Ha XpaHeHue
(npunoxeHne N 9), cocTaBnsiembiM B OBYX ak3emnnspax. OOuH 3K3eMnnsip OocTaeTcsl B apxvBe, APYron - B
NCTOYHMKE KOMMNIEKTOBaHUA. BMecTe ¢ apxXuBHbIMU JOKYMEHTaMU B apxuB nepeaarTcs TpW SK3emnnspa onucu
aen, 0OKYMEHTOB.

MpM nepBOoM npuvemMe apxXuBHbIX [AOKYMEHTOB OT WCTOMHMKA KOMMMEKTOBAHUS MPUHUMAaETCH Takke
ncTopuyeckass cnpaBka O Hem M ero ¢oHAe, KoTopasi 3aTem [JOMNOSHSETCA cBeAeHUsMU 00 WM3MEHEHUAX B
Ha3BaHMK, PYHKUNSX, CTPYKTYPE UCTOYHUKA KOMMNeKkToBaHus (poHaoobpasoBaTens).

Mpuem apxmBHbIX [OOKYMEHTOB Ha BpPEMEHHOEe XpaHeHue OdOPMNSETCa akToMm npuema-nepegadv
OOKYMEHTOB Ha xpaHeHwue (npunoxeHune N 9) n npom3BoanTcsa No cAaTOMHOWN OMUCH.

4.4.2. [lokyMmeHTbl OT rpaxkgaH nocTynakT B apxvB 1 BKNIOYAKOTCS B cocTaB ApxmBHoro doHaa Poccuiickon
degepaumn No 4OroBOpY AapeHuUs, No 3aBeLlaHuio, No A0roBOpPY Kynnv-npoaaxu, Mo peLleHuto cyaa.

Mpuem ykasaHHbIX OOKYMEHTOB B apxvMB OCYLLECTBMASETCA Ha ocHoBaHum pewenusa JMK degepansHoro
rocygapctBeHHoro apxuBa; JIK ynonHOMOYeHHOro opraHa WCNofHMTENbHOW BriacTu cybbekTa Poccuiickon
depepaummn B ccepe apxuBHOro Aena; 3aKCnepTHOW (OHAOBO-3aKYNMOYHOW KOMWUCCUM FOCYOapCTBEHHOrO UNu
MYHULMNANBHOIO My3esi; 3KCMEPTHON KOMUCCUW FOCyAapCTBEHHON Unmn myHuumnansHon oubnmnotekn; 3K Apxmea
Poccuiickon akagemMumn Hayk no pesynbTaTamM pPacCMOTPEHUS COAATOYHOW WM OLEHOYHOW OMUCKM U 3aKmioyveHus
akcnepTa n 0popMIISETCA akTOM NpMema Ha XpaHeHMe JOKYMEHTOB NIMYHOro npouncxoxaeHus (npunoxenue N 10).

lMpu oTpuuaTenbHOM pelleHMn BOMpoca O npueme WnuM NpuobpeTeHuuM apXuBOM YKa3aHHbIX apXMBHbIX
OOKYMEHTOB, a Takke BO3BpaTe Mo pesynbTaTaM 3KCNepTusbl LEHHOCTUM MX 4acTu M3 Yucrna HaxOAMBLUMXCS B
apxuBe COCTaBNSAETCS akT Bo3BpaTa AOKYMEHTOB B ABYX ak3emnnspax. OavH ak3emMnnsap akta octaeTcs B apxumBe,
ApYyron BMecTe C JOKyMEHTaMm (MX 4acTbio) BO3BpaLLaeTCsi COGCTBEHHWUKY MW BRagernbLy.

4.4.3. AyguoBusdyanobHble [OOKYMEHTbl MNPUHMMAIOTCA Ha XpaHeHne B  CrnegyloweM  KOMMMeKTe:
KMHOOOKYMEHTbI (pmnbMmbl, CREuBbINYCKM) - Heratne M3obpaxkeHus, HeraTmB (POHOrPaMMbl, MarHUTHLIV OpUrnHan
hOHOrpaMmbl, MNO3UTMBHAA KOMWS, MarHUTHas OHOrpaMma LYMOB W My3blKA, MNPOMEXYTOYHbLIN MO3UTUB
n306paxeHunsl, yCTaHOBOYHbIE POSIMKM WM nacnopTa ANs LBETHbIX KMHOOOKYMEHTOB (B MCKITHOYUTENBHBIX Cry4dasx
NPUHUMAETCH HEMNONHbIA KOMMNEKT); POTOAOKYMEHTbI - HEraTUB, KOHTPONbHLIN (POTOOTNEYaToK; (POHOLOKYMEHTbI
N BUOEOOOKYMEHTbI - opurMHan u konus. OOHOBPEMEHHO npUHUMAaeTCA TeKCcToBasi COoMnpoBOAUTENbHas
OOKYMeHTauus: Ons KAHOOOKYMEHTOB - MOHTaXHble NUCTbI, aHHOTauuW, paspelunTenbHble YOOCTOBEPEHUS K
3aKOHYEHHbIM MPOU3BEAEHUSIM, aKTbl TEXHWYECKOr0 COCTOSIHMSA, 3anvCW LIBETOBLIX M CBETOBbLIX MACMopTOB; ANS
OTOAOKYMEHTOB - aHHoTauus; Ansa  (POHOOOKYMEHTOB -  COMpOBOAWUTENbHas  AOKYyMeHTauus; Ans
BMAEOO0KYMEHTOB - aKTbl TEXHUYECKOrO COCTOSIHUS.

OnNEeKTPOHHbIE OOKYMEHTbl MPUHMMAIOTCA Ha XpaHeHue B COMNPOBOXAEHWM MPOrpaMMHbIX CPEeAcTs,
MO3BOMSAIOLLMX MX BOCMIPOU3BECTU, U C HEOBXOANMbBIM KOMMMEKTOM CONPOBOAUTENBHON AOKYMEHTaLUN.

4.4.4. [lokyMeHTbl, CO3daHHble apXuBOM B pe3ynbTaTe WHULUATMBHOIO OOKYMEHTUPOBaHMS CobbiTui
COBPEMEHHOCTM wnu npownoro (aHkeTbl, ¢oTorpadpumm, 3anucu BOCMOMUHAHWKA, 6eced, WHTEPBbLIO M T.4.),
BKITtoyatoTcs B coctaB ApxmBHoro ¢poHaa Poccuickon ®efepaunm n BHOCATCH B ONUCh Aen, JOKYMEHTOB, KoTopas
ytBepxaaetca IlK denepanbHoro rocygapctseHHoro apxmsa, MK ynonHOMOYEHHOro opraHa MCNonNHUTENbHON
Bnactu cybwvekta Poccuiickon ®epepaumm B cdepe apxvMBHOMO Aena, 3KCcnepTHon OHAOBO-3aKyMOYHON
KOMUCCUEN TOCYOapCTBEHHOrO WM MYHULMNANbHOrO My3esl; 3KCNEepTHOM KOMWCCUMEW roCcyoapCTBEHHOW Wnu
MyHuumnansHon 6ubnuotekn, 3MK ApxmBa Poccunckor akagemmm Hayk. [Mpuem ykasaHHbIX OOKYMEHTOB
odhopmMMsieTcd akToM npuema-nepegadm JOKyMEHTOB Ha MOCTOAHHOE XpaHeHue.

4.45. Tlpnem cekpeTHbIX [OOKYMEHTOB OT WCTOYHMKOB KOMMNIIEKTOBAHUSA rOCYAapCTBEHHOro U
MYHULMMNANbHOINO apxXuBOB, OpraHm3aumm Poccuickor akagemum Hayk OCyLecTBMAseTcd B COOTBETCTBUM C
3akoHogartenscTBoM Poccuiickonn Pepepauum 0 rocyaapCTBEHHOM TaWHE MO akTy U OTAErNbHbIM OMMCAM Aen,
OOKYMEHTOB.

an/IeM APXUBHbIX JOKYMEHTOB OT JINKBUONPOBAHHbIX opraHmsau,Mﬁ

4.5. Npuem gokymeHToB ApxmBHoro goHaa Poccuinckon ®enepaunm n apyrmx apxmBHbIX JOKYMEHTOB, CPOKM
BPEMEHHOI0 XpaHEeHMWs KOTOPbIX HE UCTEKNN, OT NMKBUAMPOBAHHBLIX FOCYAapCTBEHHbIX OPraHoOB, OpraHOB MECTHOIo
CaMOynpaBrieHnsi, rOCY4APCTBEHHbIX WM MYyHUUMNANbHbIX OPraHu3auui OCYLLECTBISETCS B COOTBETCTBMM C
OEeNCTBYIOLLMM 3aKOHOOATENBCTBOM U B NOPsiAKe, YCTaHOBNEHHOM HacTodwmmuy MNpasunamm (cMm. n. 4.4.1).

Mpn nuKBMAAUWMM HErocyaapCTBEHHbIX OpraHuM3auumn obpasoBaBLUMECS B NPoOLECcCe WX AeSTeNbHOCTU
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AokyMeHTbl ApxuBHoro ¢poHaa Poccuiickon ®epepauun, OKYMEHTbI NO NIMYHOMY COCTaBy, @ Takke apXvBHble
OOKYMEHTbI, CPOKM BPEMEHHOro XpaHEHUs KOTOPbIX HE WCTEKnu, MOCTynalT B apxvB B COOTBETCTBMM C
3akoHogartenbcTBoM Poccuiickon depepaumm M Ha OCHOBaHWM [OroBopa Mexay fWKBUAALMOHHOW KOMWUCCUEWN
(nukBugaTopom) u apxmeom. [Npu 3TOM NUKBUOALNOHHAs KOMUCCUS (NMUKBMAATOP) OpraHM3yeT nx ynopsgodyeHve B
YyCTaHOBMEHHOM MOPSAKE.

ApXMBHble [OOKYMEHTbl C HEWUCTEKWMMU CPOKaMU BPEMEHHOIO XpaHEHWs, MPUHSTbIE apXuBOM OT
NVKBMAMPOBAHHOW OpraHM3auum, BblOENATCA K YHUMTOXKEHNIO MO NCTEYEHMU YCTAHOBIIEHHBLIX CPOKOB XpaHEeHus.
ApPXVBHbIE OOKYMEHTbI, MMEIOLLNE B COOTBETCTBMU C TUMOBBLIMU UMW OTPACIEBLIMU NEPEYHAMU CPOK XPaHEHUs C
nometkor "OMK", BbIAENSOTCS K YHUUTOXEHMIO TOSbKO NOCHe NpOoBeaeHUs SKCNepTusbl X LLEHHOCTM 1 oTOopa Ha
NMOCTOSIHHOE XPaHEeHNe.

I'Iepep,aqa APXUBHbIX JOKYMEHTOB 13 apXunBa B apXuB

4.6. MNepepaya apxuBHbIX OOKYMEHTOB, Haxogswmxcsa B denepanbHo COBCTBEHHOCTU, COBCTBEHHOCTU
cybbekta Poccuinckon ®Pegepaumy wvnv  MyHUUMNANbHOM COBCTBEHHOCTW, W3 OOHOIO apxveBa B OPYrow
OCYLLLECTBMSIETCS B COOTBETCTBUM C 3akoHoAaTenbcTBoM Poccuiickon ®epepauum, 3akoHogaTeNsCTBOM cybbekTa
Poccuickon ®epgepaumn, MyHAUMNanNbHbIMW  MpaBoBbiMM  akTamu. [lpu nepepade cocTaBnseTcs  akT
npuema-nepedadn AOOKYMEHTOB Ha XxpaHeHue (mpunoxeHve N 9) B [OByX 9k3emnnspax, OAHOBPEMEHHO
nepegatTcst TpY aK3emnsisipa onucen aen, AOKYMEHTOB, Aeno doHaa v nucT doHaa.

KomnnekroBaHue APXUBHbIMW OOKYMEHTaMN n3-3a py6e>+<a

4.7. ApxvB MOXET KOMMMEKTOBaTbCA apXMBHbIMWM  OOKYMEHTaMW POCCUICKOrO  MPOUCXOXOEHMS,
HaxoasaWMMnUCs MO pasnuMyHbiM MpuYMHam 3a npegenamu Poccuickon ®egepaumun, W/unu  apxvBHbIMU
OOKYMEHTaMu 3apybexxHoro NpomncxoxXaeHus, MMeLwmnmmn 3Havenne ans Pocecun.

Mpuem nony4eHHbix u3-3a pybexa apxmMBHbIX AOKYMEHTOB B apxvMB OCYLLECTBMSETCA B COOTBETCTBMM C
AOroBOpPOM MeXay COBCTBEHHWKOM WNW BriagenbLeM YyKasaHHbIX AOKYMEHTOB M apxXMBOM O Mpogaxe, AapeHuu
NOASNMHHbBIX AOKYMEHTOB MMM MX KONui, obMeHe KOMMAMM AOKYMEHTOB. 3aKrioveHne 4oroBopa OCyLLeCTBseTcs C
y4yeTOM 3aKoHoAaTenbCTBa COOTBETCTBYWOLEW CTpaHbl. B goroBope MoryT oroBapuBaTbCsi OCOOble YCrOBUSA
MCMomnb30BaHUA MepefaBaeMblX apXuBHbIX [OOKYMeHTOB. [lpuem odopMmnsaeTca aktoM npuemMa-nepenayu
OOKYMEHTOB Ha XpaHeHue (npunoxeHune N 9).

ApXuBHble [OKYMEHTbl, MOCTynuBLIME u3-3a pybexa B BuAe MNOANMHHUKOB WM KONWWA Ha npasax
NOANMHHWUKOB, MPUHATBLIE HA NOCTOSHHOE XpaHeHWe B apXuB, HE3aBUCMMO OT MX MPOUCXOXOEHUSA BKIIOYAOTCA B
coctaB ApxumeHoro cdoHaa Poccuiickon Pegepaumm n nognexaTt rocyaapCTBEHHOMY yYeTy.

Baanmopgencreue apxumea C ICTOYHMKAMKMN KOMMNJIEKTOBaHUA

4.8. ApxmMB COBMECTHO C UCTOYHMKaMWN KOMMIEKTOBaHNS apXmMBa paccMaTpuBaeT U FOTOBMT K COrfacoBaHuio
COOTBETCTBYHOLUMM YMOFTHOMOYEHHbIM OpPraHOM MWCMOSMHUTENbHON BRactTu B cdepe apxXMBHOrO gena uvnm
COrnacoBbIBaeT B COOTBETCTBMU C MPeOCTaBfEHHbIMU €MY MOMTHOMOYUAMU UHCTPYKLUUM NO AEeNonpou3BOACTBY,
nNpMMepHble U WHAMBUAYaNbHblE HOMEHKNATypbl Aen, MosnoXeHuss o6 apxuMBax W 3KCMEPTHbIX KOMMUCCUAX
NUCTOYHMKOB KOMMIIEKTOBAHUSA apXuBa.

ApxuB yyacTtByeT B paboTe LJOK (3K) MCTOYHMKOB KOMMMEKTOBAHMSA apxmBa.

ApXvB MPUHMMaET y4yacTue B MpoBepKax COOMOAEeHUs NpaBun OpraHv3aunn XpaHeHusl, KOMMIEKTOBaHWS,
yyeTa U WCMOMb30BaHMSA apXMBHbIX [OOKYMEHTOB B MWCTOYHMKAxX KOMMMEKTOBAHWS apxvBa, OpraHuM3yemblx
crneumanbHO YMONTHOMOYEHHbIM defdepanbHbiM OpraHOM WCMONHUTENbBHOM BNacTn B cdepe apxXuBHOIO Aena,
opraHamu rocygapcTBeHHoOM Bnactu cybbektoB Poccuiickon ®depepaumm, B TOM 4MUCRE YNOSIHOMOYEHHbLIMU
opraHamu ucnonHuTenbHow BnacTn cybbektoB Poccuiickon Pefgepaumm B cchepe apxmBHOro gena.

4.9. ApxvB B npefenax npegoCTaBlieHHbIX €My MOMHOMOYMI B Lensax ¢opmMupoBaHus n obecrnedeHuns
COXpaHHOCTM OOKyMeHTOB ApxuBHoro ¢oHaa Poccunckon depepaumnmn, HaXOASAWUXCS Ha BPEMEHHOM XpPaHEeHUw,
OCYLLEeCTBMNAET B3aUMOLENCTBME C AEMNONPON3BOACTBEHHLIMU, aPXUBHBIMU U SKCNEPTHBIMU CIY>X0aMN MCTOYHUKOB
€ro KOMMNeKTOBaHMS.

B aTux uensix apxmeB okasblBaeT ykasaHHbIM Cryx0am MeToau4ecKyto U NpakTUYECKYO NOMOLLb, B TOM YuMcre
Ha JOroBOPHOW OCHOBE:

B OpraHu3auumn JOKYMEHTOB B 4enonponsBoACcTBe U (hopMmnpoBaHun aen;

no oTbopy AOKYMeHTOB B cocTaB ApxmBHoro cdoHaa Poccuiickon Pefepaumm u NoarotoBke Ux K nepepade
Ha NOCTOSIHHOE XpaHEHMe;
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no ynopsiA0YeHMI0 JOKYMEHTOB MO MMYHOMY COCTaBy;

no BeAEHMI0 yyeTa AOKyMeHTOB ApxmBHoro ¢oHaa Poccuinckon depepaumm, HaXOASAWUXCH HA BPEMEHHOM
XpaHeHuu;

Nno MOArOTOBKE HOPMATMBHBIX Y METOAMYECKUX AOKYMEHTOB (nocobui) no Bonpocam AenonponsBoacTsa M
apX1BHOTO Oena;

MO COBEPLUEHCTBOBaHMIO paboTbl Aenonpon3BOACTBEHHbLIX, apXMBHbBIX WM 3KCMEPTHbIX CAyX0 WCTOYHMKOB
KOMMNIIEKTOBaHUS;

B MOBbILLEHNM NPOdECCMOHarnbHOM KBanmgukaumm paboTHUKOB yKa3aHHbIX CIyxO.

V. OpraHusauusi ICNoNb30BaHUs JOKYMEHTOB apXMBHOro hoHaa
Poccuiickon depepaumm n opyrux apxmBHbIX JOKYMEHTOB B apxvBe

HocTtyn nonb3oBaTenemn K apxMBHbIM JOKYMEHTaM

5.1. ApxuB npegocTaBnsgeT MONb30OBaTEN0 OTKPbITble [AOKYMEHTbl ApxumBHOro ¢oHga Poccuiickon
degepaumn M gpyrve apxvBHble OOKYMEHTbl, a TakKe CnpaBOYHO-NMOUCKOBbIE CpeacTBa K HUMM M u3gaHus
6ubnunoTe4Horo (cnpaBovYHO-MHpOPMaLMOHHOrO) hoHAa.

ApxuB  obecneuvBaeT OOCTyn Monb3oBaTens K CeKpeTHbIM  AenamM, genam, coaepxaluym
KOHdUAeHUManbHy0 MHpopmauuio, 6azam AaHHbIX C Y4€TOM OrPaHUYEHUA, YCTaHOBMEHHbIX 3aKOHOA4ATENbCTBOM
Poccuickon ®egepauunn, 1 ycrnoBui, KOTOpble YCTaHOBUM COBCTBEHHMKM U BRagerbLbl apXMBHbIX JOKYMEHTOB
npu nx nepegaye B apxus.

JocTtyn nonb3oBaTens K NOANVHHUKAM O0COB0 LEHHbIX JOKYMEHTOB, B TOM YMCME YHMKAmbHbBIX AOKYMEHTOB, K
AokymeHTam ApxmBHoro dpoHga Poccuinckon ®egepauun, HaxogdawmMmMcs B HEYAO0BNETBOPUTENBHOM (DU3NYECKOM
COCTOSIHMK, OCYLLECTBNSAETCA B UCKMIOYUTENbHBLIX Criydasx (B TOM yucne ansg nposedeHust paboT no U3yyeHuto
naneorpaunyecknx 0COBEHHOCTEN TEKCTOB apXMBHbIX JOKYMEHTOB) C MUCbMEHHOro paspeLleHust pyKoBOAUTENs
apxuBa. [lonb3oBaTento nNpPegoCTaBNSAOTCA KOMUW  YKa3aHHbIX OOKYMEHTOB (PoHA Monb3oBaHUA)  wmu
AOKyMeHTanbHble nybnukauun, cogepxalime gaHHble AOKYMEHTbI.

ApxuB He BMpaBe OrpaHnyMBaTb UMW ONpeaensTb MOoMb30oBaTenNo YCNOBUS MCNOMb30BaHUA MHopmauuw,
MONy4eHHON WM B pesyrnbTaTe CaMOCTOSATENbHOro MoucKka WNW MNpeaoCcTaBfeHHOW eMy B MOPsAKe OKasaHus
apxvBOM MNnaTHbIX YCAyr, 3a WCKMOYEeHNeM cryyaeB, NPeAyCMOTPEHHbIX 3akoHodaTenbCcTBoM Poccuickon
deaepaumn Unm OroBOpeHHbIX B JOFOBOPE apxvBa C Nonb3oBaTenem no MHOpMaLMOHHOMY OBCMY>KMBaHMIO.

Opranaau,Mﬂ pa6OTbI Nno paccekpe4nBaHU apxXmBHbIX JOKYMEHTOB

5.2. PykoBoauTenb apxuBa opraHu3dyeT npoBefeHne paboTbl MO KOHTPOMKO 3a CpPOKaMu CEKPETHOCTU
apXUBHbIX [OKYMEHTOB, WMMeKLWMX rpudbl CEKPETHOCTU, U WHEPOPMUPYET pPyKoBOAUTENEN roCyAapCTBEHHbIX
OpraHoB, HadeneHHbIX MOMHOMOYUSIMA MO OTHECEHMI0 CBeAeHWW K TrOCydapCTBEHHOW TanHe, a Takke
pyKOBOAWTENEN OpraHu3auMn O Hanu4yMn B apXuBe CEKPETHbIX apXUBHbIX AOKYMEHTOB CO CPOKaMW CEKPETHOCTM
coaepxalmxca B HUX ceegeHun cebiwe 30 neT, Ux coctaBe 1 o6bemax.

PykoBoauTenb apxmBa opraHuM3yeT paccekpeyMBaHWe apXMBHbIX [AOKYMEHTOB B cry4dae oduumansHoro
OenerMpoBaHnst  MOJSIHOMOYMA  Ha  MpoBedeHMe  39Tol  paboTbl  pPyKOBOOAUTENEM  COOTBETCTBYHLLENO
rocyfapCTBEHHOro opraHa unu opraHusaumu.

B apxuBe co3gaeTcs KOMUCCUSA MO paccekpeumBaHUI0 apXMBHbIX OOKYMEHTOB. [lonoxeHue o koMuccun m
nepcoHarbHbIN COCTaB yTBepXAalTcsa: B edepanbHOM rocyaapCTBEHHOM apxXuBe - pykoBoAUTENEM; B apXxuBe
cybbvekta Poccunckon ®degepaumm - pyKOBOAMTENEM YMOMHOMOYEHHOrO oOpraHa WCMNOMHUTENbHOMW BRNacTu
cybbekta Poccuiickon ®epepauum B cdepe apxmBHoro gena. Komwuccms ocyuiectsnseT paboTy B MniaHOBOM
nopsiike, a TaKke B CBA3M C 0bpalleHnamMmn nonb3oBaTenen.

PelwleHve komuccum BCTynaeT B cuiy nocre yTBepXXAEeHUsA pykoBoauTenem apxmea. Ha ocHoBaHuu pelueHus
KOMUCCHM OhOpPMIISIETCS aKT O pacCeKpevmMBaHMN apXMBHbIX JOKYMEHTOB (CM. Nn. 3.7.7), KOTOPbINA COrNacoBbLIBAETCH
C rocygapCTBEHHbIM OPraHoOM UNu opraHusauuen, HagenueLLIMM apXuB COOTBETCTBYHOLUMW MOSTHOMOUYUSAMMU.

3anpocbkl nonb3oBaTenen O paccekpeumBaHWM apxMBHbIX [OOKYMEHTOB pacCcMaTpuBaltTCA apxvBOM B
YCTaHOBMEHHbIN 3aKOHOAATENbCTBOM CpPOK. EcnvM apxmB He MNOMHOMOYEH paccekpeumBaTb 3anpalluBaemble
CBedeHUs, OH B MECSYHbIN CPOK C MOMEHTa MOCTYNNeHnsa 3anpoca HanpaenseT ero B COOTBETCTBYIOLLUM
rocy4apCTBEHHbI  OpraH, MNOJSIHOMOYHLIM paccMaTpuBaTb BOMpoc 00 WX  paccekpedvMBaHuW, WM B
MexsegomcTBeHHy0 komuccuio (MBK) no 3awmte rocygapCTBEHHOW TaWHbl WAWM B MEXBEOOMCTBEHHYHO
3KCMEPTHYIO KOMMUCCUIO, OENCTBYIOLWYIO B cyobekTe Poccurickon ®enepauun, o 4em yBegoMIsieT nonb3oBaTens,
HanpaBMBLLErO 3anpoc.
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ApxuB npefocTaBnsieT ANS U3YYEHUA M OpraHM3auun pacCeKkpeumBaHus YneHam 3KCNepTHbIX KOMWUCCUM,
CO3[aHHbIX B OpraHuM3auusix, pyKoOBOAMTENM KOTOPbIX HagdeneHbl MOMHOMOYUAMU MO OTHECEHUIO CBEAEHUA K
rocyfapCTBEHHOW TarHe, YneHam aKcnepTHbIX rpynn, cdhopmmpoBaHHbiX MBK no 3alwmrte rocyaapCTBEHHON TawHbl,
a TakkKe YneHam MHbIX KOMUCCUA, MOMTHOMOYHBIX pacCcekpeunBaTb JOKYMEHTbI IMKBMAMPOBAHHbLIX OpraHu3auui, He
UMEILLNX NPaBONPEEMHMKOB, apXMBHbIE JOKYMEHTbI UM apXUBHbIE KOMUK, @ Takke HeobXoaMMyto MHpopmauumio.

CnpaBoYHO-MOUCKOBbLIE CpeacTBa
(Hay4YHO-CMpaBOYHbLIN annapar) K apXMBHbIM JOKYMEHTaM

5.3. [Ona obecneyeHus p[ocTyna K apxXMBHbIM [OKYMEHTaM apxvuB MpedoCTaBnsieT MOoNb30BaTeNto
CMPaBOYHO-MOMCKOBbIE CPEACTBA K HUM (COBOKYMHOCTb OMUCAHWA apXMBHbIX OOKYMEHTOB, MPEeACTaBfEHHbIX B
apXVBHbIX CMpaBoOYHMKAX, MNpeAHa3HaYeHHbIX AOMs MOMCKa apXMBHbIX [OKYMEHTOB M coAepallencs B HUxX
OOKYMEHTHOW nHdopmaLmn).

5.3.1. Komnnekc B3aMMOCBSA3aHHbIX 7] B3aMMOAOMNOMNHSAEMbIX, co3gaBaeMbIX Ha eanHon
Hay4YHO-METOONYECKOW OCHOBE apXMBHbIX CMPaBOYHMKOB O COCTABE M COAEPKAHUM aAPXMBHbIX [OKYMEHTOB
(cuctema HayuHo-cnpasoyvHoro annapata (HCA) apxuBa) BkntoyaeT obssaTenbHble ONS BedeHUs B apxvse
apXMBHbIE CNPaBOYHMKKN (ONUCL Aerl, AOKYMEHTOB; NyTEBOAUTENb; CUCTEMATUYECKUIA KaTaror) U AONOMNHUTENbHbIE
apXMBHbIE CNpaBOYHUKM (yKasaTenb; 0630p).

B apxvBe BegeTcsa aHanu3 n yyeT cocTtosHus cucteMbl HCA apxuBa Ha GyMakHOM HocuTerne (KypHan no
yyeTy coctosHns HCA, kapToTeka) n/vnm B aBTOMaTu3npoBaHHOM PEXMME.

Obwwe TpeboBaHMA K ONNCAHMIO apPXMBHbBIX AOKYMEHTOB

5.4. OnucaHve apxvBHbIX JOKYMEHTOB (co3daHme MHAopMaLn Anst apxXmBHbIX CPaBOYHMKOB) NPOBOANUTCS
Ha Tpex YPOBHAX: apxmBHbin OHA, edVHMLA XpaHeHus/egvHuua yyeta, apxvBHbI  OOKyMeHT. [lpu
HeobXO0AMMOCTU OMUCaHWe MOXeT MPOBOAMTBCA MO  rpynnaM apxuBHbIX (POHOOB, rpynnam  eauvHuL,
XpaHeHus/eanHuy y4eTa, KOMNnekTam, rpynnam apxvBHbIX AOKYMEHTOB, YaCTM apXUBHOMO AOKYMEHTA.

OnncaHne apxuBHbIX OOKYMEHTOB MPOBOAMTCHA Ha rocyaapcTBeHHOM A3bike Poccuiickon ®epepaummn u
MOXeT LOMNOMHUTENBHO NMPOBOAMTLCS Ha A3blkax cyobekToB Poccuinckon ®enepaumm n a3bikax MEHbLLMHCTB.

OcHOBOW apxXuBHOrO CMpaBOYHUKA SABNSAETCA oOnucaTenbHasd CTaTbs, COCTOsLAs U3  CcreayoLlmx
06sa3aTenbHbIX 3MEMEHTOB: CBEAEHWUN, UOEHTUMULMPYIOWMX MHOopMauuo (HasBaHWe U CMpaBOYHbIE AaHHble
apxvMBHOro oHAa, eauHUUbl XpaHeHWus/edWHULbl YyyeTa, apXMBHOrO [OKYMEeHTa); CBedeHUMW O cocTaBe W
cofepXaHun uHdopmaumm; ceegeHnii 06 ycnosmsix 4OCTyna U YCrnoBUsiX MCMOMb30BaHMsA HGOpMaLnW; cBeaeHNI
Mo MCTOpPUM apxmMBHOro choHAa (Anst YPOBHSA apXmMBHOro hoHAaa).

Mpn HeobxoAMMOCTM B  OMNWUCATENbHYKD CTaTbil0  BKMOYAKTCA  OOMOMHWUTENbHbIE CBEAEHUs O
MECTOHaXOXAEHUN OPUIMHArNoB; O HanNWYuM apxuBHbIX OOKYMeHTOB ¢oHaoobpasoBaTens B cocTaBe ApPYrnx
apxuBHbIX POHOO0B M MecTax Ux xpaHeHus, bubnuorpadusa n ap.

5.4.1. OnucaTtenbHasa cTaTbsl apXUBHOMO CNpPaBOYHUKA Ha YPOBHE apXMBHOrO (poHOa BKMYAET: Ha3BaHWe
apxmBHoro ¢oHga (cm. n. 3.5.3), cnpaBoYHble OaHHbIE O HEM, UCTOPUYECKYKD CMnpaBky K ¢poHAy, aHHOTauMIo O
COCTaBe MW COAEPXaHWM apXMBHbIX [OKYMEHTOB, WHdOpMauuio 00 YycrnoBusiX [OCTyna M UCMOMb30BaHWS,
6ubnunorpaduto.

5.4.1.1. CnpaBoyHble OaHHble 006 apxMBHOM (QOHAE COCTOAT M3 3NEeMEHTa apxXMBHOro Lwwudgpa (Homepa
doHaa); obbema apxuBHOro poHAa B eOuHMLAX XpaHeHWs WWMM eguHuLax ydeTa no BuAaM [OKYMeHTauuu;
KparHuUX AaT apXMBHbIX JOKYMEHTOB MO KaXaoMy BUAY OOKYMEHTauuW; nepeyHs UMeroLerocs BHyTpngoHa0BOoro
Hay4YHO-CNpaBOYHOro annapara.

5.4.1.2. WNctopuyeckasa cnpaBka K (POHAY COCTOUT u3 MHopmauuym no uctopumn ¢oHgoobpasoBaTtens u
NCTOPUN apXMBHOro hoHAaa.

CsegeHuss no wctopum poHgoobpasoBaTens BKMOYaOT: gaTel ero obpasoBaHus, MNepenMeHOBaHUs,
peopraHv3auumv, nNWKBMAAUMKW, BEOOMCTBEHHYIO MpPUHAONEXHOCTb, CTPYKTYPY W (OYHKUMM, Ha3BaHWS
OopraHusaumm-npegwecTBEHHNKa U npaBonpeeMHunka. CBegeHnst o oHaooOpasoBatene apxuBHoro doHaa
NINYHOTO TMPOUCXOXAEHWUSI BKIIOYAOT ero KpaTkve Owuorpadwmyeckne paHHble (amunuio, uMmsA, OTYECTBO,
NCeEBOOHVMM, LEBUYbID (haMunuio, OaTtbl XWM3HW, Npodeccuio, AaHHble O cnyxebHo u oOLecTBEHHON
aedarenbHocTn). [Ons apxvBHOro doHOa CeMbW, pofda aHanoruvHble CBeAeHWUs [alTCA O KaxaoM Ur3
POACTBEHHMKOB. [1ns 06beAMHEHHOIO apXMBHOIro hoHAA cocTaBnseTcst obLas ncTtopuyeckasi cnpaeka.

CBefieHMs1 MO MCTOPUM apXMBHOTO POHAA BKMOYAKT [aTy €ro nocTynieHuss B apxuB, obbem U KpanHue
0aTbl  apXMBHbIX [AOKYMEHTOB, CTEMeHb WX COXPAHHOCTW; OCOBEHHOCTN (OPMUPOBAHMS, OMUCAHUS U
cuctematmsauum; MHdopMaumio o6 M3MeHeHnsx B cocTaBe M obbeme apxvMBHOro oHAa U WX Mpu4YMHax, o
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HanNUuMM apxmMBHbIX [OOKYMEHTOB [pyrMx opraHuvsauun unn nuy  (PoHOOoBble BKIHOYEHMS); O COCTaBe
Hay4HO-CNpaBOYHOro annapata K apxvBHoMmy doHay. [Ana apxXuBHOW KOMMEKUUM YKasbiBalOTCA CBeOEHUs O
BPEMEHMW, YCMNOBMUAX, MPUYUHAX €€ COo3[aHud; npuHuMnax OopMUPOBaHUS; MECTOHAXOXOEHUN KONnekuun Ao
NOCTYNSIEHNs B apXuMB; COCTaBuUTene.

WNcTopuyeckaa cnpaBka K poHAY KOppeKTUpyeTcst nNpu uaMeHeHun obbema apxmBHOro coHga, a Takke B
crnyyae peopraHusaumun, UsMeHeHUs CTPYKTYpbl, PYHKUMI choHaoobpasoBaTend v T.M.

5.4.1.3. AHHOTaUMA O cocTaBe N CoaepXaHUN apXUBHbIX LJOKYMEHTOB apXMBHOMO (poHAa BKMAOYAET KpaTKyLo
00ODOLLEHHYI0O XapaKTEPUCTUKY 3TUX LOKYMEHTOB MO BuAaM W WX CcOAepXaHus Mo TeMam, OTpaxaloum
HanpaBneHnss aeatenbHocTM ¢oHAooOpa3oBaTens, C yKa3aHWeM XpPOHOMorMM TemM U 0DO3HayYeHneM KX
reorpacuyeckux (a4MUHUCTPaTUBHO-TEPPUTOPUATbHBIX) FPaHMLL.

5.4.1.4. YcnoBua OoCTyna K apxXvMBHbIM AOKYMEHTaM apXMBHOro poHAa U MX MCMONb30BaHUS BKMOYAOT
CBEOEHUSA O HanuMunn apxMBHbIX OOKYMEHTOB, AOCTYM K KOTOPbIM W MOPSOAOK MX UCMONb3OBaHWS OrpaHuyeHbl
3akoHogartenbctBoM Poccunckon depepaumm mnn doHpoobpasoBaTtenemM, a Takke CBeAEeHUst O Hanuumm
NOANIMHHNKOB 0COB0 LEHHbIX AOKYMEHTOB, B TOM YMCME YHWKanbHbIX OOKYMEHTOB, M LOKYMEHTOB APXMBHOrO
¢doHaa Poccuiickon depepaumnmn, HaxogsaWmMXCcs B HEYOOBMETBOPUTENBHOM (DU3NYECKOM COCTOSHUM; O Hanu4mm
¢oHOa NoNb30BaHKS.

5.4.1.5. bubnuorpadus Kk apxmBHoMy QOHOY BKIHOYAET CMMCOK ONYOGMKOBAHHBLIX CMPAaBOYHMKOB MO AAHHOMY
doHAY M NOHOHAOBLIX AOKYMEHTamNbHbIX NyONMKaLMNA, BbIMOSTIHEHHBIX HA €ro OCHOBE.

5.4.2. OnncatenbHas cTaTbsl apXMBHOIO CMpaBOYHMKA HA YPOBHE €AMHULBI XpaHeHus/eguHuubl y4veTa
BKIIOYAET: MOPSOKOBLIA HOMEpP eAWHMLbI XpaHeHWs/eAnHUUbl Y4eTa; CTapbli UHBEHTapHbI HOMEP; 3arofloBOK
€[VHNLbI XpaHeHWs/eaAMHULBlI yYyeTa; CMpaBOYHblE OaHHbIE O HEW; yKka3aHue Ha MOoASIMHHOCTL/KOMUAHOCTb, BUA
HocuTensa (Mnm cnocob BocnpomsBeneHUus), s3blK, BHELWHME OCOBEHHOCTU, YCNOBUSA OOCTyNa M UCMNONb30BaHUS
apxmBHbIX OKyMeHToB. OnncatensHas ctaTbsi NPy HEOH6XOAMMOCTU AOMNOMHAETCS Ha3BaHMEM apXMBHOIO dhoHaa m
€ro CTPYKTYPHOM YacTtu (onucu gen, AOKYMEHTOB), aHHOTaUUen OTAeNbHbIX apXUBHbLIX AOKYMEHTOB UMW UX Fpynn
OAHHOW eAMHULbI XpaHeHUsi/eguHULbI ydeTa.

5.4.2.1. 3aronoBoK eauMHWLbl XpaHeHWs YnpaBneHYecKon AOKYMEHTauuu, eOuHULbl XpaHeHUS apXMBHbIX
OOKYMEHTOB JIMYHOrO MNPOUCXOXAEHUS BKIOYAET: HaMMEHOBaHME BuOA apXUBHbIX [LOKYMEHTOB; aBTopa(oB)
apxXuMBHbIX OOKyMeHTa(oB); agpecaTta(oB) MnM KoppecrnoHAeHTa(oB), KOTOPbIM HamnpaBfeHbl WM OT KOTOPbIX
nonyyeHbl JOKYMEHTbI; BONPOC UMW NPeaMET, Ha3BaHus cobbITUA, dhakTa, MECTHOCTU, haMUiMM U MHULMAnMbI nu,
K KOTOPbIM OTHOCUTCS COEpPXaHWe yKkaszaHHbIX JOKYMEHTOB; AaTbl cobblITuiA. B criydyae oTcyTcTBMSA HEOOXOOUMBIX
CBeJEeHUI B 3arofioBOK BKMNoYaeTcs NosicHaoWwas nHgopmMarms "aBTop He ycTaHoBneH".

3aronoBoK eguHWLbl y4eTa KMHOBMOEOAOKYMEHTA BKIHOYaeT aBTOPCKOE Ha3BaHue dwurbma, CrneuBblinycka,
KMHOXYpHana unvM Ha3BaHue cobbITUS, OTPaXXEHHOro B KUHO- UMM TernecloxeTe, AaTy nNpoussBoacTsa u/vunuv aarty
CbeMKU, hammnum n nHMLmManel pexuccepa u/unu oneparopa CbeMKu.

3aronoBok eanHuLbI yyeTa (hOHOOOKYMEHTA BKIHOYAET Ha3BaHWE U XXaHp POHOOOKYMEHTa, Ha3BaHUe, Mecto
N gaTy oTpaeHHoro cobbitus. Mpy OoTCyTCTBUM Ha3BaHUA (POHOAOKYMEHTA YKa3blBA€TCS OCHOBHOE COOEpXKaHue
Tene- wunu paguonepedadn, BbICTynneHus, Gecegbl M Ap. 3aronoBOK efuHUUbl ydeTa (OHOOOKYMEHTA,
coAepXallero 3anMcb NPou3BeAeHUs nUTepaTypbl M UCKYCCTBA, BKMOYAET Ha3BaHWEe NpOou3BEOEeHUs U ero XaHp,
NnepByl0 CTPOKY TEKCTa, KOTopas 3ak/io4aeTcsl B KaBblykuM, ecnn (POHOLOKYMEHTOM SBMSAETCS HE umelollee
aBTOPCKOrO Ha3BaHUA U He OnybrvMKoBaHHOE paHee npou3BedeHue; haMunum 1 MHUUMansl aBTOPOB W/uUnn
UCMONMHUTENEN Kak CcamMoro npou3BEAEHUsl, Tak M ero ob0paboTok, NepenoXxeHwun, MNepeBOAOB; A3bIK
hOHOOOKYMEHTA.

3aronoBoK eauHUUbl XpaHeHusi (POTOAOKYMEHTa BKMOYAET OnucaHMe Wu300paxeHus wWnu HasBaHWue
doToansboma, cnanga, Heratuea, hamMuUMio U NHMLKManNel aBTopa, MECTO U ATy CbEMKM.

5.4.2.2. CnpaBo4Hble AaHHbIE O eAVHULLE XpaHeHns/eanH1Le y4eTa COCTOAT U3:

3MIEMEHTOB apxMBHOro wudgpa (Homepa ¢oHOA; HOMepa Onucu Aen, OOKYMEHTOB; HOMepa eAuHULbI
XpaHeHus/eguHULbl yyeTa);

obbema eauHWUbl XpaHeHWsi/eauMHWUbl y4veTa: AN apXMBHbIX [OOKYMEHTOB Ha OyMaXHOW OCHOBe -
KONMYEeCTBO JIMCTOB; AJ151 KNHOBMAEOMOHOAOKYMEHTOB (B 3aBMCMMOCTW OT BUAA) - KONMYECTBO €ANHML, XPaHEHWS B
eVH1LE yyYeTa UnNn eavHuL, y4yeTa B €AMHULE XPaHEHUS, METPaX, XPOHOMETPaX, BPEMS 3ByYaHusi (B MUHyTax u
cekyHaax); Ans (OTOOOKYMEHTOB - KOMMYECTBO HEraTUBOB, COCTaBMAKOWMX €OVHULY XpaHeHus; Aans
oToanbLOb0MOB - KONMYECTBO (POTOOTNEYATKOB;

KpanHWX OaT apXMBHbIX JOKYMEHTOB; AN ayAMOBU3YyarbHbIX JOKYMEHTOB - AaTbl 3anMcy Unn nepesanmncu.

5.4.2.3. B kayecTBe BMAOB MaTepuanibHOr0 HOCUTENS €AMHULbLI XpaHEHUS/eOMHULbBI yYeTa MpuU ONUcCaHUn
yKa3blBalTCA:

ANsi yNpaBrneH4Yeckon OOKYMEHTAUMM U apXUBHbIX LOKYMEHTOB JNIMYHOrO NMPOUCXOXAEHUS - Oymara, Karbka,
neprameH u T1.4.;
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Ansa (poHO4OKYMEHTOB rpaMMOOHHOM 3anncu - matepuan HOCUTEnNs;

ansa (ooHO4OKYMEHTOB MarHUTHOM 3anncy - TUN MarHUTHOW NEHTbI;

AN BUOEOAOKYMEHTOB - oopMaT 3anucy;

ansa poTo- N KUHOOOKYMEHTOB - hopmaT 1 OCHOBA MNIIEHKY, LiBeTonepeaaya;

ONS 3NEKTPOHHbIX JOKYMEHTOB - KOMNaKT-AMUCK W/UIN APYro COBPEMEHHbIA HOCUTENb.

5.4.2.4. YcnoBua [gocTyna K eguHULaM XpaHeHusi/eaMHuMuaMm ydeTa U MX UCMOSb30BaHUS BKIHOYAOT
CBEOEHUS O HanMunM apxMBHbIX OOKYMEHTOB, LOCTYMN K KOTOPbIM M MOPSIAOK MX MCMOSb30BaHUS OrpaHu4YeHbl
3akoHogartenscTBoM Poccunckon ®epepauumn unum cdoHgoobpasoBaTenieM, a Takke CBEAEHUS O Hanuyuu
NOAJIMHHNKOB 0CODO LIEHHbIX OOKYMEHTOB, B TOM YMCIlE€ YHUKamNbHbIX OOKYMEHTOB, M AOKYMEHTOB APXMBHOrO
doHaa Poccuinckon degepauunmn, HaXOAsWUXCS B HEYAOBNETBOPUTENBHOM (PM3MYECKOM COCTOSIHUK; CBEOEHUS O
HanuuMm oHAAa NONb30BaHUA; O A3blke U BHELIHUMX OCOBEHHOCTSIX apXUBHbIX OOKYMEHTOB; O Hanunium HCA K
eavH1LEe XpaHeHus/eanHuLe yveTa.

5.4.3. OnucaTenbHasi CTaTbd apXMBHOIO CMNPaBOYHWKA Ha YPOBHE aPXMBHOIO [AOKYMEHTa BKIHOYaEeT:
3arosfioBOK; CMpaBOYHble AaHHble O HEM; yKasaHue Ha MOAMNWHHOCTL/KOMUMHOCTL; BUA HOCUTEns (MnmM cnocob
BOCMPOM3BEAEHNST); YCINOBMS JOCTYNA U UCNONb30BaHUA.

5.4.3.1. 3aronoBoK apxXxmMBHOro JOKYMEHTA BKMOYAET: HAaUMEHOBaHME BUAA apXMBHOIO OOKYMEHTA; aBTopa;
agpecara WU KoppecrnoHaeHTa, KOTOPOMY HanpaBsrfeH UM OT KOTOPOro NoJlyYeH AOKYMEHT; BONPOC MUnv NpeaMer,
cobbiTne, chakT, NMUo, Ha3BaHMe MECTHOCTU, K KOTOPbIM OTHOCUTCSI COAEepXaHWe YKa3aHHOro AOKYMeHTa; AaTty
cobbiTusA. B cnydae oTcyTCTBMS HeOOXOOUMbIX CBEOEHWUA B 3arofloBOK BKIHOYAETCS MOsICHsSOWAs MHGopMauus:
"aBTOp He ycTaHoBreH", "6e3 aatbl”. [Npn HEO6XOOMMOCTM 3arofOBOK AOMONHAETCA aHHOTAUMEN, packpbliBatoLLEN
He OTpaXXeHHOoe B 3arosyioBKe CofepkaHne AaHHOro JOKYMeHTa.

5.4.3.2. CnpaBo4Hble AaHHble 06 apXMBHOM JOKYMEHTE COCTOAT U3 3NIEMEHTOB apXMBHOTO wndpa (Homepa
¢oHaa; HoMepa onuncu Aen, AOKYMEHTOB; HOMepa eAVHULbl XpaHeHsi/eAnH1Lbl y4eTa; HOMEpPOB NNCTOB); obbema
(konnyecTBa NNCTOB) AapXUBHOIO OKYMEHTA; AaTbl €ro co3gaHus.

5.4.3.3. Ycnosus goctyna K apxvBHOMY OOKYMEHTY W WCMONb30BaHUSA BKMOYAKT CBEAEHUS O Hanuyuuu
OrpaHUYEeHUN Ha OOCTYN U OrpaHMYeHUn MO MCMONb30BaHMIO, YCTAHOBIEHHbIX 3akoHoOaTenbCTBOM Poccuiickon
depepaumun mnu coHgoobpasoBatenem, a Takke 06 OTHECEHUM ero K umcny ocobo LEeHHbIX JOKYMEHTOB, B TOM
Yncre yHUKanbHbIX OOKYMEHTOB, UM OokyMeHToB ApxmBHoro doHaa Poccuiickorn ®egepauunn, Haxoasimxcs B
HeyOoBNETBOPUTENBbHOM (PU3NYECKOM COCTOSIHMM; CBEAEHMS O HanuMuMmM boHaa Nonb3oBaHUs; O A3blke U BHELLHUX
0COBEHHOCTAX apXMBHOIO JOKYMEHTA; O BKMOYeHUN nHdopmaumm o HeM B cuctemy HCA.

5.5. Mpu co3gaHnm HCA apxuB y4uTbiBaeT He TONbKO obuime TpeboBaHMSA K COCTABMEHUIO OnMMcaTeNbHbIX
cTaTell apXuBHbIX CNPaBOYHMKOB, HO U OCOBEHHOCTU NOArOTOBKN UX KaXKAoro Tuna v BMaa.

Onwuce gen, LOKYMEHTOB

KoHcynbTaHTlM0C: NpumMeyaHue.
B oduumanbHOM TekcTe OOKYMEHTa, BUAMMO, AONYyLleHa onevaTtka: NyHKT 6.4.2 B JOKYMEHTE OTCYTCTBYET,
Mo BOMpPOCY, KacaloLleMycs onucaTenbHbIX CTaTel eQuHNL, XpaHeHus/eAnHUL, y4eTa, CM. NyHKT 5.4.2.

5.5.1. Onucb gen, OOKYMEHTOB (@pXMBHbIN CNpPaBOYHWUK, NpedHasHa4YyeHHbI ONA packpbiTUA cocTasBa U
COAepXaHusa efuHUL, XpaHeHus/eouHWUL, yyeTa, 3akpenneHus ux BHYTPUGOHAOBOW cUCTEMATU3aUMU U YYeTa;
npunoxexust N 7 - 8) coCTOUT U3 onucaTernbHbIX cTaTel eanHUL, XpaHeHus/eamHuL, ydeTta (cM. n. 6.4.2), utorosomn
3anucu (cm. n. 3.5.6), nucta-3aBeputens (npunoxeHue N 3) n cnpaBoyHOro annapara K onucu.

B cnpaBo4yHbIn annapaT onvucu Aen, AOKYMEHTOB BXOAOAT: TUTYMbHbIA NUCT; codepXaHue (ornaeneHue),
npegucrioBre; CNMCOK COKpaLLeHWI; nepeBoaHble Tabnuubl apxvBHbIX WKgpoB (B cnyvae nepepaboTku onucwu);
yKkasaTenu.

Ha TutynbHOM nucTte onucu gern, JOKYMEHTOB NOMELLAloTCA: NofHoe Ha3BaHWe apxvBa, Ha3BaHue U HOMep
apXxMBHOro ooHZa, HOMEP U Ha3BaHWE OMUCU, KpaHWe AaTbl BHECEHHBIX B ONMUCb apXMBHbIX LOKYMEHTOB.

MpeancnoBue cocTtaBnseTca NMOO K KaXZow onucu aen, OOKYMEHTOB, NMbo obuiee KO BCEM OMucsm
apxmBHOro coHaa. B npepgucnoBumn kpaTko manaratoTcss uctopusi ooHgoobpasoBaTenss M apxuBHOro QOHAA;
aHHOTauMusa cocTaBa M coepXXaHusi apxXUBHbIX AOKYMEHTOB (C BblAENeHMEM Hamboree TUMWYHBIX TPynn eauHuL
XpaHeHus/eguHUL, y4eta no ux Bugam M pPasHOBMAHOCTSIM, MO COAEPXaHMI0); COCTaB CMPAaBOYHOrO annapaTa K
onucK. Mpu cocTaBneHnn oTAENbHbBIX NPEAUCITOBUN K KAXKAOW OMNUCU apXMBHOro dioHAa Bce oblume faHHble Mo
nctopumn cpoHaoobpasoBaTensi U UCTOPUS apxMBHOro cdoHaa nomellatroTcs B NpeaucrioBMn K NepBoil onucu aen,
JOKYMEHTOB.

Mpu HeOBXOAMMOCTU K ONUCK Aer, [OKYMEHTOB COCTaBMSATCA 00Lue 1 cneunanbHble ykasaTenu.
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5.5.1.1. ApxuB B HeoBXxoaMMbIX Cry4yasix OpraHW3yeT yCOBepLUEHCTBOBaHWE U nepepaboTky onucen aen,
OOKYMEHTOB.

YcoBepLleHCTBOBaHWE ONUCU Aen, OOKYMEHTOB - KOMMMEKC paboT No NOBLIWEHW WHEAOPMATUBHOCTU
ONUCK: YTOYHEHWIO 3arofloBKOB eAMHUL, XpaHeHus/eaMHuy, ydeTa (6e3 M3MeHeHus ux cuctemartusauum),
COCTaBMEeHNo HeobXxoAMMOro CNPaBOYHOro annapaTta K OnucHm.

MNMepepaboTka onucu den, AOKYMEHTOB - COCTaBfieHME HOBOW OMUCKW B3aMeH CTapoW, He OTBevaroLuen
TpeboBaHMAM noucka W yveTa apxvMBHbIX AOKYMeHTOB. [lepepaboTka OMMCKM BKMOYaET: W3YYeHWe eauHuL,
XpaHeHvs/eanHnL, yyeta ¢ NpoBeAeHNeM 3KCNepTu3bl NX LLIEHHOCTU, YTOYHEHWEeM X (POHAOBON NPUHAANEXHOCTY;
YTOYHEHWe WM COCTaBMeHWe 3arofioBKOB €AUHMWL, XpaHeHWs/eduHWL yveTa; onpefeneHne unum yTOYHeHue Mux
KpavHux AdaT, nepecucTtemMaTu3auuio eavHWL XpaHeHus/eAuHWL ydeTa No HOBOW CxeMe cucrtematmsaumn u
COCTaBfneHne HeobxoaMMoro cnpaBoYHOro annapata K onucu. [lpn nepepaboTke onucyu cocTaBnsieTcs
nepeBofgHas Tabnuua cTapbiX W HOBbIX apXMBHbIX LWWMPOB eanHUL, XpaHeHus/eanHuy ydyeTta. YHUYTOXeHue
cTapblx onucen gen, JOKYMEHTOB nocne mx nepepabotku 3anpewaetcs. CTapble OMUMCK YYUTLIBAIOTCS MO HOBbIM
ONUCSAM Ha npaBax OTAerbHbIX eQUHUL, XpaHEHUS U MOMELLATCA B KOHLE HOBOW OMUCK 3a NocnegHuM HOMepoM
no4 CBOWMM 3arofiloBKOM 1 ¢ oTmeTkon "Onuck nepecoctasneHa. Cm. on. N ...".

lNyTeBoguTenu

5.5.2. TlyTeBoguTenb (@pXMBHbIA CMPaABOYHMK, coAepxalui cBegeHuss o6 apxvBHbIX POHAAX apxvea
(apxvBOB) B CMCTEMATU3MPOBAHHOM BUAE U NPeAHa3Ha4YeHHbIN A1 03HAKOMITEHWSI MOMb30BaTENs C X COCTABOM
N cogepXXaHmem) COCTOUT M3 OnucaTenbHbIX CTaTel Ha ypoBHe apxmBHOro doHaa (cm. n. 5.4.1) n cnpaBo4HOro
annaparTa.

Bugamn nyteBogutensa aBnsAlTCA nyteBoguTenb No oHAaMm apxvBa (apXvBOB); KPATKUWA CNPaBOYHUK MO
doHaam apxvBa (apxmBOB); TemMaTM4eCckui nytesBoguTenb no doHgam apxuBa (apxvsoB). [lyTeBoauTenu
noApasaensoTcs Takke Ha apXyBHbIE (BHYTPUAPXMBHbBIE) N MEXaPXUBHbIE.

Bua nyteBoamTens n cxema nocTpoeHns onpeaensaoTcs ero ueneBbiM HasHauYeHneM.

5.5.2.1. OcHoBHas YacTb nyteBoguTens no ooHAaM apxvBa (apXMBOB) COCTOUT M3 OMNMUCaTENbHbIX CTaTew
apxuMBHbIX (pOHOOB WnM rpynn apxuBHbix ¢oHAoB. B nyteBoauTens no doHgam apxuBa (apxXMBOB) LOJIKHbI
BKIIOYATBCA CBEOEHUSI O BCEX OTKPbITbIX apXxMBHbIX (oHOax. HekoTopble apxvBHble ¢OHABI MOryT ObiTb
npeacTaBreHbl B BUAE CNCKA HEAHHOTUPYEMbIX apXMBHbBIX (DOHAOB.

5.5.2.2. OcHoBHasi 4acTb KpaTKOro crnpaBoYHMKa MO (oHAaMm apxmeBa (apxXvMBOB) COCTOUT U3
CMCTEMATU3MPOBAHHOIO MEPEYHS ONMcaTeNbHbIX CTaTel Ha apxmMBHble (DOHALI UNN FPYNMbl APXUBHBIX (POHAOB.

KpaTkne cnpaBOYHMKM NOApa3fensoTcs Ha aHHOTMPOBAHHbIE U HEAHHOTMPOBaHHble. OnucatenbHasa cTaTbs
B @HHOTMPOBaHHOM KpaTKOM CMpaBOYHMKE COCTOUT M3 Ha3BaHWS apXMBHOMO poHAAa CO BCEMU NepenMeHOBaHNAMM
doHaoobpazoBaTens, CnpaBoYHbIX AaHHbIX 06 apXMBHOM (POHAOE M KpaTKOW aHHOTaUMW Ha apXUBHbIE OOKYMEHTHI
atoro cpoHga. OnucaTenbHass cTaTbd B HEAHHOTMPOBAHHOM KPATKOM CMpPaBOYHWKE COCTOUT U3 Ha3BaHUA
apxmBHOro ooHAa M CNPaBOYHbIX AAHHbIX O HEM.

5.5.2.3. OcHoBHasi 4acTb TeMaTuMyecKoro nyteBoauTensd no oHgaM apxvmBa (apxvMBOB) COCTOUT M3
CMCTEMaTU3MPOBAHHOIO MepeYvHs onucaTernbHbIX CTaTen No onpederieHHOW Teme Ha apxuBHble POHAbI UNN KX
yacTw.

5.5.2.4. B cnpaBo4Hbli annapaT nyTteBoguTens noboro Buaa BXOOAT TUTYMbHBLIA JIUCT, COAEpPXaHWue
(ormaeneHue), npeamucnoBue, CMNUCOK COKPALLEHWN, NPUIOXeHus, ykasatenu. K nyTeBoguTento cocraBnsieTcs
obuwasn 6ubnuorpadwms.

B MHOrOTOMHbIX M3OaHUsIX NMyTEBOAUTENEN COCTABMAETCS CMPaBOYHbLIN annapaTt Kak ANnd BCEro u3gaHus B
Lenom, Tak 1 Anga OTAerNbHbIX TOMOB.

KaTtanoru

5.5.3. Katanorn (mMexdoHOoBble apXuBHbIE CNPAaBOYHUKW, B KOTOPbIX CBEAEHUA O COAEKaHWUA apXMBHbIX
POHAOB, €AVHUL, XpaHeHus/eanHWL, yd4eTa, apXMBHbIX OOKYMEHTOB (MNM UX YacTew) apxvBa CrpynnMpoBaHbl No
npegMeTam (Temam, OTpacrisiM), PacrnonioXXeHHbIM B COOTBETCTBUM C OMNPeAefIeHHOW CXeMoW Knaccudukauum
OOKYMEHTHOM wuHdopmaumm) obpasyioT cuctemy kartanoroB apxumea. CocTaB cuCTeMbl KaTanoroB apxusa
onpeaenseTcss COCTaBoOM N CoAepXXaHNeM apXMBHbLIX JOKYMEHTOB; MHTEHCUBHOCTBIO MX UCMOMNb30BaHUS; CTENEHbLIO
pa3paboTaHHOCTN apxMBHbIX (POHAOB; HaNMYMEM W Ka4yeCTBOM [pYrMx TWUMNOB apXMBHbIX CMNPaBOYHMKOB.
OCHOBHbLIMW B CMCTEME KaTaroroB apxmea siBNSOTCA CUCTEMAaTUYECKUA U UMEHHOWN KaTanoru.

Katanorn nogpasgenslTcs Ha cucTeMaTudeckme, TemMaTU4eckme U MX PasHOBMAHOCTWU (kaTanoru no
NCTOPUKN yYpexXaeHu, agMUHUCTPaTUBHO-TEPPUTOPMANBLHOIO AeNneHns 1 ap.), npegMeTHble N UX Pa3HOBUOHOCTU
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(vmeHHoW, reorpadmyecknin, 06 bEKTHbIN).

OnucatenbHasi cTaTbsl KaTanora BKIOYaeT: Ha3BaHWE apxuBa; WHAOEKC; pybpuky n noapybpuky; paty
CcOObITUA; MECTO CODbITUS; CBEAEHUSI N3 apPXUBHOrO AOKYMEHTa, eOUHULbl XpaHeHus/eauHNLbl y4eTa, apXuBHOIo
¢doHOa (cogepaHuwe); apxvBHbIA LWNAP; $3bIK OOKYMEHTa M cnocob ero BocnpoumsBeneHus; amunuio
COCTaBUTENS 1 AaTy COCTaBINEHUSA OnucaTenbHOW cTaTb.

[na ycTaHOBNEHUs CBA3W MeXAy pasgenaMy Katanora wunu pasgerioB katanora ¢ ApYruMu apXMBHBIMUA
CMpaBOYHUKAMU MPUMEHSETCS CUCTEMA OTChINOK.

Ykazatenu un 063opbl

5.5.4. Ykazatenu (apxvBHble CNpaBOYHWKMK, MpeacTaBnstomne cobon angasuTHble, cucTeMaTMyeckne nnu
COCTaBMEHHbIE MO KakoMy-nnbo MHOMY NPU3HaKy NepeyHn Has3BaHMM (HAaMMEHOBaHUW) NpegMeToB, YNOMUHAEMbIX
B apXMBHbIX [OOKYMEHTax, C YyKasaHMeM WX apxuBHbIX LINGPOB) nNoApasfensdTcs Ha BHYTPUAOHOOBbIE,
Mex(OoHOOBbIE, MeXapxuMBHble, a TaKKe Ha TemaTudeckue, npegmeTHble (obwme U cneumanbHble),
XpoHonoruyeckue. PasHOBMOHOCTSAMM NPeAMETHOrO ykasaTens ABMAsTCA MIMEHHOW Y reorpadyyeckiin ykasaTenw.

Ykasatenn Moryt OblTb CaMOCTOATENbHbIMM apXUBHbIMW crnpaBoyHWkamn B cucteme HCA apxvBa wunu
BXOAMTb B COCTaB BCMOMOraTebHOro CrpaBoYHOro annapara K Apyrum TUnam apXuBHbIX ClPaBOYHMKOB.

OnucatenbHasa ctatbs yka3atens noboro Buaa CoCToOUT M3 NPeaMETHOro NoHATUst (pybpukn) 1 apxXuBHOTO
wndpa.

B ykasaTene npumeHsieTCca cucTemMa OTChIIOK A9 YCTAHOBMEHMS CBSA3EN MeXOy TOXOECTBEHHbIMM
npegMeTHbIMU NOHATUSAMM.

5.5.5. O630pbl (apxmBHble CNPaBOYHUKM, BKMOYAKOLME CUCTEMATU3UPOBAHHbLIE CBEAEHUS O COCTaBe U
coAepXXaHMn OTAEeNbHbIX KOMMIEKCOB apXMBHbIX AOKYMEHTOB, AOMNOMHEHHbIE UX UCTOYHUKOBEOYECKUM aHarm3om)
nogpasgensatTcs Ha 063opbl POHO0B 1 TeMaTnyeckne o63ophbl.

O630p hoHAa BKYAET CUCTEMATU3NPOBAHHbIE CBEOEHWS O COCTaBe 1 COAePKaHUM apXUBHbBIX JOKYMEHTOB
OZIHOro apXMBHOro ooHAa.

TemaTtnuecknn 0630p BKIOYAET CUCTEMATU3NPOBAHHbIE CBEAEHUS O COCTaBe W COAEPXKaHWM apXMBHbIX
OOKYMEHTOB OHOI0 UM rpynmnbl apXMBHbLIX (POHAOB OOHOIO UM HECKOMbKMX apXMBOB MO ONpeaesieHHON TeMe.

B cnpaBouHbIi annapat o63o0pa BXOAAT TUTYNbHbIV NINCT, coepXaHue (ornaBrneHue), NnpeancrioBue, CNmncok
cokpalleHun, ykasatenu. K Tematuyeckomy o630py AOMKHbI ObiTb COCTaBMEHbl CNMCOK (hOHAOB, MHAOPMAaLMS O
KOTOpbIX coaepxuTcst B 063ope, 1 bubnmorpacdus no Teme ob3opa.

ABTOMaTM3MpOBaHHbIN HCA

5.6. ApxmBHbIE CIPaBOYHMKN MOFYT BECTUCb B apxmMBe B aBTOMaTU3MPOBaHHOM pexume, obecneynsaroLLeM
BO3MOXHOCTM OMNepaTMBHOIO M MHOrOACMEKTHOro Moucka W npeacTaBreHns AOKYMEHTHOW nHdopmaumm (B TOM
yncne B peXvMMe yaaneHHoro gocryna).

WudopmauuoHHoe HanonHeHue asTomaTtuaupoBaHHoro HCA cocTaBnsieT cogepaHue onucaTtenbHbIX
cTaTbel apXxMBHbIX CMPABOYHMKOB Ha YpPOBHE apXuBHOro hoHaa (cMm. n. 5.4.1), eauHWLbI XpaHeHns/eguHnLbl y4eTa
(cm. n. 5.4.2), apxmBHOro gokyMeHTa (cM. n. 5.4.3), a Takke KInoveBble CroBa u pybpukaTops.

Obsas3aTtenbHbIMM BUAaMU KIOYEBbIX CNOB (TEPMMHOB, XapakTepusylwmx B 0006LEHHOM 1 cXaToM BuAae
cofepXaHue onucaTernbHbIX CTaTben apxXMBHBLIX CMNPaBOYHWKOB) MNpu BedeHun asTomartuanmposaHHoro HCA
ABnsoTCA: "Temartuka”, "nepcoHanuun”, "reorpacdms”. B cnyyae Heobxo4MMOCTU MOryT co3gaBaTbCsl Apyrue Buapl
KIMOYEBbLIX CIOB.

PybpukaTopbl - cuctematmyeckue 1 TemaTuyeckme Cxembl MOHATUN C MHAEeKCaMW ANs CTPYKTYPMPOBaHUSA ©
noncka AOKYMEHTHON nHdopmaumm B aBTomatusnposaHHom HCA.

CDOprI MCNOoJ1Ib30BaHNA apXMBHbIX JOKYMEHTOB

5.7. OcHoBHble hOpMbl UCMOSNb30BaHUS apPXUBHbLIX OOKYMEHTOB (NpedocTaBrneHns apxmeoMm 6e3B803mMe3gHO
N1 BO3ME3OHO NOJNb30BaTEN0 MHAPOPMALMOHHBIX YCIYr Y MHCPOPMALUMOHHBIX NPOOYKTOB ANS YAOBETBOPEHUS
€ro NHopMaLMOHHbLIX NOTpebHOCTEN):

HdopMaLMOHHOe obecneyeHre Nonb3oBaTeNen B COOTBETCTBMM C UX 3anpocami, a Takke B MHULMATUBHOM
nopsiake;

NpefocTaBneHNe apXmMBHbIX JOKYMEHTOB MOMb30BATENSIM B YMTarlbHOM 3are apxuBa;

3KCMOHMPOBaHUE apXMBHbIX JOKYMEHTOB Ha BbICTaBKax;

NCNOoSIb30BaHNE apXUBHbIX AOKYMEHTOB B CPEACTBAX MAacCOBOW UHpOpMaLnK;
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npoesefeHne MWHGOPMALMNOHHBIX MeponpuaTUin (BCTped C OOLEeCTBEHHOCTbIO, 3KCKYPCUA B  apXuBbl,
npeseHTauun, OHEN OTKPbITbIX ABEepen, NeKuuh, OOKNaAoB, YCTHbIX >XYpPHAnoB, KOHMEPEHLWA, YPOKOB AN
CTYOEHTOB U LLKOSIbHUKOB U Ap.) C UCNOMb30BaHWEM apXUBHbIX JOKYMEHTOB;

nybnvkauunsa apxmBHbIX JOKYMEHTOB.

5.7.1. 3anpockl, nocTynawLme B apXuBbl, MOAPA3AENS0TCA Ha:

3anpocbl O MpefocTaBneHnM UWHgopMauum Mo OnpedeneHHon npobrneme, Teme, cobbITu, akTy
(TemaTnyeckne 3anpochkl). PasHOBUOHOCTbIO TEMATMYECKUX 3anpoCOB SIBNAKTCA Ouorpaduyeckne 3anpochkl, Mo
KOTOpPbIM YCTaHaBIMBAKTCA CBEAEHUSI, HEOOXOAMMbIE AN U3YYEHUSA XKNU3HWN U OEeATENbHOCTU KOHKPETHbIX NnL;

3anpocbl O MpefocTaBneHnyn uHdopMauun, HeobXoAMMOW Ans YCTaHOBIEHWs pOACTBa, POOCTBEHHbIX
cBdA3en AByx nnv 6onee nvu, MICTOpMM cembu, pofa (reHeanornyeckme 3anpochil);

3anpochbl, CBfI3aHHble C CoUManbHOM 3allMTOM rpaxaaH, npeaycMmatpuBalolime UuxX MNeHCUOHHOoe
obecneyeHne, a Takke NornyyeHwe NbroT U KOMMEHCauun B COOTBETCTBMM C 3akoHoaaTtenbCcTBoM Poccuiickon
depepaumun n mexgyHapoaHbiMu obsaszatensctBamu Poccuiickon Pepepaummn (3anpocsl couuanbHO-MPaBoOBOro
xapakTepa).

5.7.2. B uensax HacTosAwwmx MpaBun ncnonb3yoTcsa cnegyowme noHATUS:

apxvMBHag cripaBka - JOKYMEHT apXuBa, COCTaBIEHHbIN Ha GnaHke apxuBa, MMEKLWMN IOPUANYECKYO CUny 1
copepxalwmnn OOKYMEeHTHYI0 MHdopMauuio O npegMeTe 3anpoca C ykasaHUeM apXMBHbIX LUIMGPOB M HOMEPOB
NNCTOB €ANHUL, XPaHEHUS TEX apXUBHbIX JOKYMEHTOB, HA OCHOBaHUUN KOTOPbLIX OHa COCTaBMeHa;

apxvMBHasg Konus - JOCNOBHO BOCNPOU3BOASALLAA TEKCT apXUBHOIO AOKYMEHTa KOMus ¢ yKazaHUeM apXuUBHOro
Wwrdpa n HOMEPOB MUCTOB eUHULBI XPaHEHUS!, 3aBEPEHHas B YCTaHOBIIEHHOM NOPSAKeE;

apxuBHas BbiNUCKa - AOKYMEHT apxuBa, COCTaBIieHHbIN Ha GnaHke apxmBa, JOCMOBHO BOCMPOM3BOASALLNNA
YacTb TEKCTa apXMBHOIO [OKYMEHTA, OTHOCALUMACA K onpeferneHHomy cpakTy, coObiTuIO, nuLy, C YKasaHuem
apXMBHOTO LWndpa N HOMEPOB NIUCTOB €ANHULIbI XPaHEHUS;

WH(OPMAaLIMOHHOE NMUCBMO - NMUCbMO, COCTaBIIEHHOE Ha GnaHke apxmBa Mo 3anpocy Norb3oBaTens unu no
WHMLMATMBE apxmBa, codepxallee WHPOPMALMI0 O XPaHSALWMXCA B apxXuBe apXMBHbIX [OKYMEHTax Mo
onpenerneHHon npobneme, Teme;

TEMATUYECKNA NepedYeHb apXMBHbBIX JOKYMEHTOB - CMCTEMATU3MPOBAHHbLIA KPaATKUA UMM aHHOTUMPOBAHHbLIN
nepeyvyeHb 3arofioBKOB apXMBHbIX [AOKYMEHTOB, €OWHMWL, XpaHeHus/eduHUL yveTa Mo OnpederieHHoW Teme C
yKasaHueMm ux gat u apxXmBHbIX LUMAPOB, COCTABIEHHbIN MO 3anpocy Nonb3oBaTensa U no MHUUKaT1BE apxmea;

TemaTnyeckas nogbopka Konuin apxXmBHbIX JOKYMEHTOB - CUCTEMATU3NPOBAHHbBIA KOMMIEKT KOMWUIA apXUBHbIX
JOKYMEHTOB MMX UX YacTern no onpeaeneHHon TeMe, NoAroToBMNeHHbIM apXMBOM NO 3anpocy Nnonb3oBaTensd unm no
uMHMLMaTMBE apxmBa. Temartudyeckasi nogbopka BKMOYAET TUTYMbHBIA JIUCT, TEMAaTUYECKUA NEepPeYeHb apXMBHbIX
OOKYMEHTOB U MpU HEOBXOAUMOCTUN NCTOPUYECKYIO CMIPaBKY MO TEME;

TemaTnyecknii 0630p apxXmBHbIX AOKYMEHTOB - cM. M. 5.5.5.

MopsaoK MCMNOMHEeHWs 3aMpoCcoB MNonb3oBaTenel

5.8. 3amnpoc nomnb3oBaTtensa paccmaTpMBaeTCsa M UCMOMHAETCA apXvMBOM TMpU  HanuuMm B 3anpoce
HaMMEHOBaHUSA OPUOANYECKOrO Nuua (ana rpaxgadH - damMunMM, UMEHU U O0T4YecTBa), NO4YTOBOro w/vnm
3ANEeKTPOHHOro agpeca nonb3oBartens, ykasaHusa TeMbl (BONpoca), XPOHOMNorMy 3anpatlmBaemMon nHopmMaLmu.

3anpoc nonb3oBaTens paccMaTtpuBaeTCd PYKOBOACTBOM apxuBa WAW YNOMHOMOYEHHBbIM [OIMKHOCTHBLIM
nuuom (nuvuamu), HanpaBnaeTCs Ha MUCMOSIHEHWE B COOTBETCTBYHOLUME nogpasfeneHnus unm HenocpeacTBEHHO
WCNONHUTENO U UCMOMHAETCA NO apXMBHbIM JOKYMEHTaM W/MNnu neyaTHbIM U34aHMAM, OTHOCALLUMMCS K npeameTy
3anpoca.

3anpoc, He OTHOCSLLMINCS K COCTaBY XPaHSALUUXCS B apXvMBE apXUBHbIX LOKYMEHTOB, B TeYeHue 5 gHen c
MOMEHTa €ro perucrTpauuMyM HarnpapensieTcs B OPYrov apxXvMB WM OpraHusauuio, rge XpaHsitcss Heobxogumble
apXuBHble JOKYMEHTbI, C yBegoMIIeHMeM 06 9TOM Monb3oBaTens, Uu Nonb30BaTento 4aeTcd COOTBETCTBYOLWas
pekomMeHaauus.

Mpu noctynneHnn B apxuB WHTepHeT-obpalleHns (3ampoca) nonb3oBaTend C YykasaHWem ajgpeca
3MNEKTPOHHOW MOYThl N/UMKM NMOYTOBOrO agpeca eMy HanpaBnseTcs yBegoMIieHre O npyveme obpalleHus (3anpoca)
K pacCMOTPEHMIO UM MOTMBUPOBAHHLIA OTKa3 B paccMOTpeHun. MpuHSAToe K pacCcMOTpeHnto obpalleHune (3anpoc)
pacne4vaTbiBaeTcs, U B fanbHenwemM pabota ¢ HUM Be4eTCHA B YCTaHOBIIEHHOM MOpsaKe.

OTBeT Ha 3anpoc nonb3oBaTens AaeTcs Ha rocyaapCcTBEHHOM A3blke Poccuiickon deanepavmm.

ApXuB OCyLLEeCTBSET NPUeM rpaxaaH B NPUEMHOW Unu CTone CnpaBoK U BedeT UX yyeT Nno yCTaHOBMEHHOMN
¢dopme. PyKkoBOACTBO apxmBa HeCeT NUYHYID OTBETCTBEHHOCTb 3a OpraHuM3auuvio npuema u pacCMOTPeEHUs
3anpocoB rpaxaaH.

5.8.1. TemaTn4eckuin 3anpoc rocyaapCTBEHHOro opraHa Unu opraHa MecTHOro caMmoyrnpasfeHusl, CBA3aHHbIN
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C WUCMOMHEHWEM UMK CBOMX (PYHKUWUA, apxuB paccmaTpyMBaeT B MepBOOYepeHOM MNOpsiAike B YCTAaHOBMEHHbIE
3aKoHo4aTenbLCTBOM NMBO B COrnacoBaHHbIe C HUMWU CPOKU. McnonHeHue Takoro 3amnpoca OCYLIECTBSETCS Ha
6e3B03Me3HO OCHOBE.

VcnonHeHne TemaTuM4eckoro 3anpoca OpraHv3auuyM Unu rpaxgaHuHa opraHusyeTcs B Mopsigke oKasaHus
nnaTHbIX ycnyr (B TOM Yncne Ha ocHOBe Aorosopa) nnu 6e3so3mesgHo. CpokvM U CTOMMOCTb paboT MO UCMOSTHEHWUIO
yKasaHHOro 3anpoca B npeasapvTeibHOM Nopsiake COrnacoBbIBalOTCS C NOMb3oBaTENEM.

Mpn HeobxoaumocTn npoBedeHnss o6bemMHON paboTbl MO MOWCKY M KOMMPOBAHMIO apXUBHbLIX AOKYMEHTOB
apxvMB MUCbMEHHO M3BeLLaeT Mofb3oBaTens O NPOMEXYTOYHbIX pesdynbTaTtax paboTbl. Bug mHhopmMaunoHHOro
AOKyMeHTa, MogroTaBnnMBaeMoro apxmeBoM MO 3anpocy nonb3oBaTens, CornacoBbiBA€TCA C HUM, ecnn 06 3TOM He
yKasaHo B 3arnpoce.

5.8.2. eHeanornyecknin 3anpoc nonb3oBaTens apxmB UCMOMHAET B NOpPSAKe OKasaHWs nnaTHbIX ycnyr (B
TOM YMCMEe Ha OCHOBE JOrosopa). YKasaHHbIN 3anpoc MOXET UCMOMHATLCSA Kak B OTHOLUEHUWN 3asiBUTENs, Tak 1 B
YCTaHOBMEHHOM MOPSAKe B OTHOLIEHWUW OPYTnX nn.

WHdopmaumsa nonb3osartento npeacrasnseTcs B popme poaoCroBHOrO ApeBa, reHeanormyeckon pocnmcu,
reHeanornyeckon Ttabnuubl WAM apXMBHBIX CMPaBOK, apPXMBHbLIX BbIMWCOK, KOMWA apXMBHbIX [OOKYMEHTOB,
yCTaHaBMMBalOLWMNX POACTBEHHblE CBA3U. [1py OTCYTCTBMM BO3MOXHOCTEW MO WCMOMHEHWUIO FeHeanormyeckmnx
3arMpoCcoB apxvMB peKOMeHAyeT Monb3oBaTentd MNPOBOAUTb CaMOCTOATENbHbIA MOUCK WHTEpecylowen ero
NHdOpMaLIMKM reHeanorM4eckoro xapakrepa B YntanbHOM 3ane apxvBa.

5.8.3. 3anpoc counanbHO-NPaBOBOro xapakrepa UCNonHAeTcs apxuBom 6e3Bo3me3gHo.

Cpok ucnonHeHnss 3aanpoca couuanbHO-NpaBoOBOro Xapakrepa B apxvmBe He AofkeH npesbiwaTb 30 gHen ¢
MOMeHTa permctpauum 3anpoca. C paspelueHns pykoBoACTBa apxmBa 3TOT CPOK MOXET ObITb Mpy He0BX0AMMOCTH
npoaneH ¢ obasatensHbIM yBegomneHeM o6 aTtom nonb3osaTtens. Cpok ncnonHeHus sanpoca no HCA apxuea -
He Bonee 15 gHewn C MOMeHTa ero permcTpaumm.

lMpu mMcnonHeHUM NOBTOPHOrO 3anpoca CouManbHO-MPaBOBOrO xapakrepa WM CoCTaBneHum no npocobbe
Nnonb30BaTens apxvBHOW CNpaBky, aHanNorMYHoOM paHee BblAaHHOW, apXvB MPOBEPSET COOTBETCTBUME CBEAEHWN,
BKIIIOYEHHbIX B 3Ty CMpaBKy, T€M, KOTOpble MMEKTCA B apxXMBHbIX AOKYMEHTax, M B cny4ae obHapyxeHus
OOMONHUTENbHbLIX CBEAEHUI BKMNOYAET MX B MOBTOPHO BblAaBaEMYO apXUBHYHO CNPaBKy.

OdbopmIeHne apXmnBHbIX CNPaBOK,
aPXMBHBIX BbIMMCOK U apXMUBHbIX KOMWiA

5.9. ApxuBHas cnpaBka U apxMBHas BbINMUCKA COCTaBMAOTCS C 0603HAa4YEHNEM Ha3BaHWUS MHPOPMALUMOHHOIO
JokymeHTa "ApxmBHas cnpaska”, "ApxuBHas Bbinncka".

(8 pea. Npukaza MuHkynbTypbl P® o1 16.02.2009 N 68)

5.9.1. TekcT B apxuBHOW cnpaBke (npunoxeHne N 13) gaetcs B XpOHOMNOrMYecKon MocrnefoBaTenbHOCTU
COObITUI C yKaszaHMeM BMOOB apXMBHbIX JOKYMEHTOB U UX gaT. B apxuBHOWM crnpaBke OoMycKaeTca LUUTUPOBaHUE
apXMBHbIX JOKYMEHTOB.

HecoBnageHue oTaenbHbIX OAHHbIX apPXMBHbIX AOKYMEHTOB CO CBEAEHWUSIMU, U3NOXEHHBbIMU B 3anpoce, He
SABNSAETCA NPEnATCTBMEM ANS BKMAYEHUS UX B apXMBHYK CMNpaBKy MpWM YCMOBUKW, €CMNW COBMageHMe BCEX
OCTanbHbIX CBEAEHWA He BbI3blBAET COMHEHUI B TOXOECTBEHHOCTU Nuua uUnm ¢akToB, O KOTOPbIX FOBOPUTCHA B
apXMBHbIX AOKYMeHTax. B apxuBHoW crnpaBke 3TV JaHHbIE BOCMPOU3BOOATCH TaK, KAk OHU MU3MOXEHbI B apXUBHbIX
OOKYMEHTax, a pacXOXAEHUS, HECOBMNAAEHUSA U HETOYHblE HA3BaHWS, OTCYTCTBME UMEHMW, OTYECTBA, MHULMNAMOB
NN HanuuMe OJHOro M3 HUX OroBapuBalOTCA B TEKCTe cnpaBkum B ckobkax ("Tak B AokymeHTe", "Tak B TekcTe
opuruHana").

CeegeHus o pabote, yyebe B HECKONMbKUX OpraHu3auusix, yd4ebHbIX 3aBeAeHUSIX BKIOYAKTCA B OAHY
apXMBHYH CMpaBKy.

B npvmevaHusax no TEKCTY apXUBHOW CMpaBKM OroBapMBatoTCA HEPaA3bopUMBO HanMCaHHbIe, NCMPaBIIEHHbIE
aBTOPOM, He MoAdalLMecss NPOYTEHUIO BCIEACTBUE MOBPEXAEHUS TekcTa opurmHana mecta ("Tak B Tekcte
opuruHana", "B TekcTe Hepa3bopumnso").

B TekcTe apxvBHOWM CMpaBKM He [OMYCKAalTCS W3MEHEHMWs, UCMPaBIEHUS, KOMMEHTapuu, COOCTBEHHbIE
BbIBOAbl WCMOSTHUTENSA MO COAEPXKAHUIO apXUBHbIX OOKYMEHTOB, HA OCHOBaHMM KOTOPbLIX COCTaBlieHa apxuBHasi
cnpaeka.

B KOHLe apxMBHOW CnpaBKu MPUBOLATCHA apXMBHbIE LWMAPLI 1 HOMEpPA NUCTOB €4UHULL XPaHEHUS apXUBHbIX
OOKYMEHTOB, nevyaTHble U34aHus, UCMOoNb30BaBLUMECS AN COCTaBIEHUS apXUBHOW cnpaBku. B TekcTe apxvBHON
CnpaBky [OMYCKAeTCsl MPOCTaBIEHWE apPXUBHbIX LWWMPOB U HOMEPOB JUCTOB €OMHWL, XPaHEHUSs1 apXUBHbIX
OOKYMEHTOB Ccpasy Nocre U3NoXeHust Kaxxaoro akra unu cobbitus.

B apxuBHOM cnpaBke, OOBbEM KOTOPOM MpeBblaeT OAWH JIUCT, JNUCTbl AOSMKHbI ObITb  NPOLUTHI,
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NPOHYMEPOBaHbI U CKpenneHbl nevyaTblo apxmea (4N MyHULMNANbHOrO apxuBa, He ABMSHOLEroCcs pUaN4eCcKUM
NMLOM, - MeYaTbio opraHa MeCTHOro camoynpasneHus).

ApxuBHas cnpaBka, npegHasHadeHHas ANnsd MCnonb3oBaHuA Ha Tepputopum Poccuiickon denepauun,
NMOANUCLIBAETCS PYKOBOACTBOM apxumBa, W 3aBepseTcs neyatbio apxumBa (419 MyHUMLMNANbHOro apxvea, He
ABMSIOLWErocs pUAMYECKUM IULOM, - MeyaTbid opraHa MEeCTHOro CcaMoynpaBrieHus). ApxvMBHasi Crnpaska,
npegHasHavYeHHasi Ans HanpaeneHus 3a pybex, NoanvcbiBaeTCa PyKOBOACTBOM apxvBa u 3aBepsieTcs repboBoM
neyatblo (4N MYHULMMNANbBHOMO apxvBa, He SABMSIOLWErocs pUAMYECKUM NMLOM, - NeyaTbl opraHa MeCTHOro
caMoynpaBneHus).

(B pea. MNpukasa MuHkynbeTypbl P® ot 16.02.2009 N 68)

Mpn HEOOXOAMMOCTM K apXMBHOW CrpaBKe MpuaratTCst KOMMU apXUBHBIX JOKYMEHTOB UMW BbIMUCKN U3 HUX,
NOATBEPKAAIOLLME CBEAEHUS, U3NOXEHHbIE B apXMBHOMN CNpaBke.

ApxuBHble CMpaBKW, Hanpaensemble B rocygapctsa, nognucaslume [aarckyto koHBeHumto 1961 r., B
COOTBETCTBMU C KOTOPOW He TpebyeTcs KOHCynbCkas neranusauus oduuuanbHbiX AOKYMEHTOB, 3aBepstoTcs
NpOCTaBNeHNEM M 3anofiHEHUEM CreunanbHOro wramna - anoctuns. Ha apxmBHbIX cnpaBkax NpoCcTaBnseTcs U
3anonHaeTcs Hagnexawum obpasom anocTuib PYKOBOACTBOM  BbILLECTOALLErO  YMONTHOMOYEHHOro opraHa
NCMNOMHUTENbHOW BMAcTM B cdepe apxvMBHOro dena. AnOCTuUnb He MNPOCTaBNAETCA Ha apXMBHbIX CnpaBkax,
npeaHasHadYeHHbIX NS HanpasneHus B rocyaapcTBa, ¢ KoTopbiMu Poccuickas ®efepauymnsa 3akniodmna Jorosopsl
O MpaBoOBOM NOMOLUU U NPABOBbLIX OTHOLUEHUAX NO rpaX4aHCKUM, CEMEWHbIM W YronoBHbIM Aenam, a Takke B
rocygapctea - ydactHukm CHIT, nognucaBwue CornaiweHve o npyHumMnax u popMax B3aumogencTeust B obnactu
MCNONb30BaHNSA apxvBHOW WHdOPMaLMKM, WU C  KOTOPbIMM  UMEHTCA [OBYCTOPOHHWE CcOrfnalleHns o
COTpyAHUYecCTBeE.

MMpn oTcyTCTBUM B apxuBe apXUBHbIX OOKYMEHTOB, HEOOXOOMMBIX OSI1 MCMOMHEHUs 3anpoca, Ha GnaHke
apxmBa COCTaBnsieTcs OTBET, NOATBEPXKAAIOLWMIN HEMNOMHOTY COCTaBa apxMBHbIX AOKYMEHTOB Mo TeMe 3anpoca.
Mpn HeobGxoaMMOCTn OTBET MOXET ObITh 3aBepeH repboBor nevaTbIo.

B cnyyae p[okymeHTanbHO NOATBEPXAEHHbIX (AKTOB YyTpaTbl apXMBHbIX [OKYMEHTOB, cCoAepKallumx
3anpawvBaemMble CBEAEHWs, apxvB BblAAeT CrpaBKy NO AaHHOMY BOMPOCY, Npyv HEOBXOAMMOCTU 3aBEpPEHHYIO
neyaTbio apxmea.

5.9.2. B apxuBHOM BbINUCKE Ha3BaHWE apXMBHOrO [OKyMEHTa, ero HoMep W gaTa BOCNpPOWM3BOAATCA
NOMHOCTbIO. M3BNeYeHMsAMN M3 TEKCTOB apXMBHBIX OOKYMEHTOB [OJKHbI OblTb MCHEpnaHbl BCe MMEloLMecs
JaHHble no 3anpocy. Hayano v KoHew, KaX[goro M3BnevYeHusl, a Takke Nponycku B TEKCTe apXMBHOMO JOKYMEHTa
OTAenNbHbIX CNoB 0603HA4YaTCA MHOTOTOYNEM.

B npumevaHuax K TeKCTYy apXMBHOW BbIMWUCKU AenaltTCA COOTBETCTBYHOLUME OrOBOPKM O 4YacTaAX TekcTa
opurMHana, Hepas0opuMBO HamnMCaHHbIX, WCMPABMEHHbIX aBTOPOM, He MOAOAILMXCS MPOYTEHUIO BCMEACTBUE
noBpexaeHus Tekcta u 1.4. OTaenbHble CNOBa U BbipaXXeHUst OpuUrMHana, Bbi3blBaloLnMe COMHEHUS B UX TOYHOCTH,
orosapvsaloTca cnosamu "Tak B TekcTe opurnHana", "Tak B gokymeHTe". [locrne TekcTa apXvMBHOW BbINUCKA
YKa3bIBaKOTCS apXMBHbIV LUMGP 1 HOMEpa NIMCTOB eOUHULbI XPaHEHWSI apXMBHOIO AOKYMEHTA.

AYTEHTUYHOCTb BblAHHbIX MO 3anpocamM apxMBHbIX BbIMUCOK YAOCTOBEPSETCS MNOAMUCHID pPyKOBOAUTENS
apxvBa WNU YNONMHOMOYEHHOIO AOSMKHOCTHOrO nuua M nevaTblo apxvmea (4ANS MyHULMNANbHOIO apxmBa, He
ABMSIOLLLErocs opMANYECKUM NNLIOM, - MeYaTbio OpraHa MECTHOro camoyrnpaBneHus).

5.9.3. Ha obopoTe kaxgoro nucta apxvMBHOW KOMUM NPOCTaBMSATCSA apXUBHbIE LUIMAPLI U HOMepa NUCTOB
eVHUL, XpaHEeHUs1 apXMBHOrO AOKYMeHTa. Bce nuCTbl apXMBHOW KOMUU CKPEMMsTCA U Ha MecTe CKpenmneHus
3aBepSAOTCA NevaTbid apxmBa W MNOAMUCBID ero PyKoBOAUTENS UMM YNOSTHOMOYEHHOro [OMKHOCTHOro nuua.
ApxvBHas konusi, NpegHas3HavYeHHas Ons HanpasneHus 3a pybex, 3aBepsdeTca repboBON nMevaTbio U NoANUCHIo
pykoBoAMTENS apxuBa.

5.10. ApxuBHas cnpaska (npunoxeHne N 13), apxmBHas BbINWCKa, apXMBHas KOMWUS U OTBETbl Ha 3anpochl
BbICbINAKTCS MO NOYTE NPOCTBIMU MUCbMaMM.

ApXuBHasa cnpaeka, apxvMBHas BbIMMCKA W apXxMBHas KOMWsi, NMpedHasHadeHHble AN HanpaBfeHus B
rocygapctBa - yyactHukn CHI, Bkniouyas oTBeTbl 06 OTCYTCTBMM 3anpallnBaemblX CBEAEHWW, BbICbINATCS
apxX1MBOM HEMOCPEACTBEHHO B agpeca 3asABuTenen.

ApXuBHasa cnpaeka, apxvMBHasl BbIMMCKA W apxMBHas KOMWsl, MpedHasHadeHHble AN HanpasfeHus B
rocygapctea, He siBrisilowmecs ydactHukamyu CHIT, Bkntovas oTBeTbl 00 OTCYTCTBUM 3arnpallvMBaeMbiX CBEOEHWUN,
0PopMAAITCA U BMECTe C 3anpocaMu (aHkeTamu, fUYHbIMKU 3asBNEHUSMW U T.M.) HanpaBfsTCA apXvBOM B
COOTBETCTBYIOLLMI pefepanbHbIi opraH UCMOMHUTENbHOW BNacTu B YCTaHOBNEHHOM MOpsiaKe.

ApXxMBHas crnpaBka, apxvMBHas BbINUCKA M apXMBHasi KOMWsi B Criyqae NMYHOro o6palleHnst rpaxgaHuHa unm
ero [O0BEpeHHOro nuua B apxuB BblAAOTCA eMy MOA4 pacrnucKy npu npeabsiBieHMM nacnopta unv WMHOro
YOOCTOBEPSIOLLErO [AOKYMEHTa; [OBEPEHHOMY nuuy - MNpu NpeabsBrieHun O0BEepPEeHHOCTU, OOPMMEHHON B
yCTaHOBMNEHHOM nopsake. NonyyaTens apxXMBHOM CNpaBKX U apXUBHOW BbIMUCKM PACMMCbIBAETCA Ha MX KOMUAX UK
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Ha 060p0Te conpoBoAUTENIbHOIO NMCbMa K HAM, yKadblBaa OaTy UX NONyvYeHua.

3aBepeHHa;| anocTunemM apxmBHada cnpaBka, apxXuUBHaA BbIMUCKa U apxXMBHaAA KOonnA B Cllydae JM4YHOro
06pa|.|.|,eHV|;| roaxgaHmHa umnun ero OOoBepeHHOro nuua B apXuMB BbiOAKTCA €My Ha PykKM npu npeabAaBlieHUN
KBUTaHUMn 06 ynnarte FOCyﬂapCTBeHHOVI NOLIINHBbI 3a NpoCcTaBneHne anocTunga.

Bosspau.l,eHme NOAJIMHHUKOB apXBHbIX JOKYMEHTOB

5.11. Tlo NMUCbMEHHBIM 3asIBMIEHUSIM C pa3peLleHns PyKOBOAMTENS apxuBa peabunmTupoBaHHbIe vua n X
HacnegHWKM MMET NpaBO Ha MOfyyYeHWe MNOAJSIMHHUKOB COXPaHMBLUMXCA B MPEKPAaLLEHHbIX YrOMOBHbLIX U
agMUHUCTPATUBHBIX, a Takke QUINbTPALMOHHO-NMPOBEPOYHbIX [Jefax apXuBHbIX [OOKYMEHTOB TBOPYECKOro
Xapaktepa - pykonucen, dotorpadui, NMCeM W APYrux MUYHbIX OOKYMEHTOB (3a MCKMIOYEHWEM MacnopTtos,
BOEHHbIX BUNETOB, CNYXEeOHbIX YAOCTOBEPEHUIN N APYTUX apXMBHbBIX JOKYMEHTOB OOULManbHOIO MPOUCXOXOEHNS).

Mo NMMCbMEHHBIM 3asiBNIEHNSAM C paspeLleHns pyKoBOAUTENS apxmBa rpaxaaHe UMelT npaBo Ha nonydeHve
COXpaHMBLLMXCS B apxvBe NOASIMHHUKOB COBCTBEHHbIX TPYAOBbIX KHUXKEK.

C wu3bIMaembIX apxvMBHbIX [AOKYMEHTOB AenalwTCa KOnuu, KOoTopble npuobwaiTca k genam. Msbatme
apXMBHbIX JOKYMEHTOB, a TaKkKe UX 3aMeHa Ha KOMuu OTpaxalTCs B NIUCTax-3aBepuTensax gen, B onucax gen,
OOKYMEHTOB.

BosBpalleHre apxuBHbIX JOKYMEHTOB 0hOPMASIETCA akTOM 006 M3bATUN U3 Aen yKa3aHHbIX JOKYMEHTOB. AKT
W Apyrme OOKYMEHTbl, Ha OCHOBaHWWM KOTOPbIX NPOM3BEAEHO BO3BpaLLEHNE apXMBHbIX OOKYMEHTOB, W pacnucka
nvua, Nofy4YmBLLErO UX HA PYKW, BKNOYaoTCS B Aeno doHaa.

O6cnyxnBaHue Nonb3oBaTenen B YATanbHOM 3ane

5.12. [ns obcnyxvBaHua nofb3oBaTenen B apxvBax OEWCTBYIOT uuMTanbHbI 3an, NPOCMOTPOBbLIN 3an,
KOMHaTa npocnywmnBaHms (POHOLOKYMEHTOB CO chneuuanbHbiM obopyaoBaHumeM ansi paboT € MUKPOKOMMSIMU
apXMBHbIX [OOKYMEHTOB, ayguoBU3yanbHbIMUM W 3NEKTPOHHbIMU OOKymMeHTamu. [lpu oTcyTCcTBUM CcheumanbHO
BblAENEHHOIO0 nomelleHnss obcnyxnBaHue nonb3oBaTenen npou3BoaANTCA B paboyvert KOMHaTe apxvBa noAa
KOHTPONEM COTPYOHMKA apxuBa.

Mopsgok paboTbl Monb3oBaTenen C apXMBHbIMW AOKYMEHTaMM B 4MTanbHOM 3arne apxvBa, UxX npasBa U
06s3aHHOCTM onpefensTca npasunamm paboTbl Monb3oBaTeENEn B YMTamNbHbLIX 3anax apxuBoB Poccuickon
depnepaumu, yrBepxgaeMbiMu cneumanbHO YNOMHOMOYEHHBIM doedeparibHbIM OpraHoOM UCTOMNHUTENBHOW BracTu B
cdepe apxmBHoro gena. Apxme 06513aH 03HaKOMWUTb NOb30BaTeNen C 3TMMM NpaBuiamun. Micxogsa n3 KOHKPETHbIX
BO3MOXHOCTEN 0OCMyXMBaHMSA NOMb30BaTENEN apXuB MOXET yCTaHaBNMBaTb OYepedHOCTb U BPEMSI NOCELLEHUS
UMW YnTanbHOro 3ana.

B cnyyasx XxuWeHWs wnu NOBPEXAEHMS MNOMb30BaTeNieM apXUBHbIX [JOKYMEHTOB, TEXHUYECKOro
obopyaoBaHusa 1 nMyLLecTBa apxuB obpallaeTcs ¢ COOTBETCTBYIOLLMM 3asiBIIEHWEM B OpraH BHYTPEHHMX Aen Mo
MECTy pacrnofnoXeHus apxuBa, MpPUHUMAET Jdpyrne Mepbl K BO3MelleHuo yulepba B COOTBETCTBUM C
3akoHogaTtenbcTBoM Poccunckon ®egepauun.

5.13. Mo 3akaszam nonb3oBaTenen ¢ y4eTOM TEXHUYECKMX BO3MOXHOCTEN apxuBa M3roTaBMIMBAKOTCS KOMUU
apXMBHbIX [OOKYMEHTOB: KCEPOKOMWW, MWKPOKOMWM, POTOOTNEeYaTKn, KMHOKOMUW, BUOEOKOMWUM,  KOMWK
hOHOOOKYMEHTOB, a TaKKe KOMWUU Ha 3NEKTPOHHbIX HOCUTENSX.

He npoussoagutca konvpoBaHue OokymeHToB ApxuBHoro ¢oHaa Poccuiickon depepaumm, Haxoaswmxcs B
Heya0BNeTBOPUTENBHOM (hU3NHECKOM COCTOSTHUMN.

KonvmpoBaHne  apxvBHbIX [JOKYMEHTOB  OFpaHUW4EHHOro [ocTyna (CeKpeTHbIX W cogepXalmx
KOHUAEHUManbHy nHopMaLmMio) NpoM3BoOAUTCS B YCTAHOBIIEHHOM NMOPSAKE.

MopsagoK BbINOMHEHUS 3aKa30B Ha KOMUMPOBaHME, B TOM 4ucrie OObeMbl KOMUPOBAHUSA apXMBHbIX
OOKYMEHTOB, HEOMYOSMKOBAHHLIX OMUCEN Aerl, AOKYMEHTOB, APYIUX apXMBHbIX CMPABOYHO-MOMCKOBbLIX CPEACTB U
0a3 [aHHbIX, CTOMMOCTb W3rOTOBIIEHUS KOMWA WU MOPSAOK pacydeTOB 3a WX W3rOTOBIIEHME OMNpeaensTcs
PYKOBOACTBOM apxvBa.

Ha konun apxmBHOro AOKYMEHTa, M3rOTOBMIEHHOM MO 3aka3y MoNb30BaTensi, apXuB yKa3blBaeT apXMBHbIN
WKdp 1 HoMepa NUCTOB eAMHULbI XPaHEHUS] apXMBHOMO AOKyMeHTa. Mpu oopMneHnM KOnmMn paccekpeyeHHoro
apXMBHOIO [JOKYMEHTa Ha JIULEBOW CTOPOHE B MPaABOM BEPXHEM Yriy NepBOro M MocnegHero JIMCTOB KOMuu
npocraensieTcs wramn "PaccekpeyeHo". lMpu HeOOBXOAMMOCTM OaHHbIA LITaMM MNPOCTaBMSeTCs Ha NMUEBOWN
CTOPOHE BCEX FINCTOB KOMWUM PaCCEKPEYEHHOIO apXMBHOMO JOKYMEHTA.

Konmn apxuBHbIX [OOKYMEHTOB BblAalOTCA MoOfb3oBaTeNsiM, MX LAOBEPEHHbIM NuUaM Unm MoryT ObiTb
BbICIaHbl MO yKa3aHHbIM apecam.

Y4yeT 3aka3oB Ha KOMMpoBaHWe BefeTcs Ha GyMaXHOM HOcUTEre Unn B aBTOMaTU3NPOBaHHOM dhopMe.
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MHuumaTuBHOE MHOPMUPOBaHME Nonb3oBaTenen.
MoaroToBka BbICTABOK U NyGnvKaLMi apXmMBHbIX JOKYMEHTOB

5.14. VlHMumaTnBHOE MH(OPMMPOBAHNE FOCYAaPCTBEHHBIX OPraHoB, OPraHOB MECTHOIO CaMoyrpaBreHns,
opraHusaumMim W rpaxaaH OCyLecCTBMNsgeTCAa MNyTeM HarpasrneHns UM UMH(OPMAaLUOHHLIX NUCEM UMK OpYrux
NHAPOPMALIMOHHBIX JOKYMEHTOB.

5.15. ApxuB opraHusyeT NoAroToBKY U NPOBEAEHUE BbICTABOK apXMBHbLIX JOKYMEHTOB CaMOCTOSATENbHO UM
COBMECTHO C APYrMMK apXvuBamu U opraHnsaumsamu.

[na noAroToBKM BbICTABKM apXMBHbIX AOKYMEHTOB paspabaTbiBaloTCcs TeMaTudeckuid nnaH (koHuenumus) u
TeMaTMKO-3KCNO3ULMOHHBIN NnaH. Ha ocHOBe TeMaTnyecKkoro nnaHa nNpoBOASATCS BbisiBNeHWE U 0TOOp apXUBHbLIX
OOKYMEHTOB, WMAMCTPATUBHBIX W WHbIX MaTepuanoB. B TemMaTuko-3KCMO3MUMOHHBIN MnaH BKYaeTcs
@HHOTUPOBAaHHbLIN NepeyYeHb 0TOBPaHHbIX OIS 3KCMOHNPOBAHUSA apXUBHBIX AOKYMEHTOB, UMAMOCTPATUBHBIX U UHbIX
mMaTepuanoB, CUCTEMATU3MPOBAHHLIX B COOTBETCTBMU C pasgenaMu BbICTaBKM, C yKa3aHMEM WX pasMepoB W
nopsigka pasmeLleHns Ha cTeHgax unu B BUTpmMHax. Bce otobpaHHble AN 9KCMOHMPOBaHWS apXUBHbIE AOKYMEHTHI
n gpyrue marepmanbl aHHOTUPYTCA. K MHOS3bIYMHBIM MaTepuanam npu HeobxoAMMOCTM JaeTcsa nepeBoq Miu
pa3BepHyTas aHHOTauus CoaepXaHus.

OTBETCTBEHHLIMW 33 COXPAHHOCTb APXMBHbIX OOKYMEHTOB SBMSAITCA OpraHM3aTtopbl BblCTaBKW. ApXUB,
npeacTaBMBLUNA apXMBHble OOKYMEHTbI AN BbICTaBKu, obecneunmBaeT KOHTpONb 3a cobniopeHvem TpeboBaHui
obecneyeHns COXpaHHOCTN JOKYMEHTOB MPU 3KCMOHUPOBAHUN.

CTtpaxoBaHne apxMBHbIX AOKYMEHTOB M OdOpMIiEeHME MX BPEMEHHOro BbiBO3a 3a npeaensl Poccuickon
degepaumun Ang 3KCNOHNPOBAHUA NPOBOAATCH B yCTAHOBNEHHOM nopsgke (cm. nn. 2.11.14, 2.11.15).

5.16. MNpn noarotoBke NyGrmKauMn apxXmBHbIX JOKYMEHTOB apXuB PYKOBOACTBYETCH HayYHbIMWU npaBuiaMmu
N34aHUSA UCTOPUYECKNX JOKYMEHTOB.

Tunbl (HaydHbIW, Hay4yHO-NOMYNSAPHbIA M y4ebHbIN) M Buabl (MOPOHAOOBAs, TemaTuyeckas unu Aap.)
nybnukauni apxmBHbIX JOKYMEHTOB ONPeaensioTCa UX LeneBbiM Ha3HayeHmeMm, cneundmkon oTbopa NCTOYHNKOB,
npMemoB nepefadn TeKCTa apXmBHbIX JOKYMEHTOB 1 coctaBoMm HCA K HUM.

®PopMbl NyGNMKaLMm apxXmBHbIX AOKYMEHTOB:

neyaTHas: cepwus, cbopHuK, anbbom, OykneT, nnakaT, nybnukaumsa B CpeAcTBax MaccoBoOW MHGOpMaLnK;

nybnvkaumus Ha NAIEHOYHbIX HOCUTENAX: MUKPOUIbM, MUKpodULLa;

9MEeKTPOHHAs: rMnepTeKkcT, MynbTumeana, 6asa gaHHbIX.

ApxuB OCyllecTBNSeT MeponpuaTuss no obecrneyvyeHuto Hay4yHO-UCCneaoBaTeNbCKMX W TEXHUYECKUX
MPOLLECCOB MOArOTOBKM OOKYMEHTanbHblX nybnukauwn: dopMuMpoBaHue pedakuMOHHOW KOMneruun, Konmnektmea
cocTaBuTenew, COCTaBNeHWe  OpraHU3auMOHHO-METOAMYECKMX  OOKYMEHTOB, 3aKfideHue Jorosopa C
3anHTEepPeCcoBaHHbLIMU OpraHN3aunsaMy 1 nsgatenscTsamu u T.n.

MogroToBneHHasd M OTpeAakTUPOBaHHAs PYKOMUCb MPOXOAWUT BHYTPEHHEE U BHELLUHee peLeH3MpOoBaHWe U
obcyxaaeTcsa Hay4yHO-coBeLlaTenbHbIM OpraHoM apxvBa, 06ragatoLLmmM NpaBoM PeKOMEHAOBATb €€ K U3AaHMI0.

Pykonuce cumtaeTcsa NOArOTOBNEHHOW, eCnM B COOTBETCTBUM C YCTaAHOBMEHHbIMW TpeboBaHMAMM
gopaboTtaHa MO 3aMevyaHusM pPeLeH3eHTOB W uTtoram obCyKaeHWs W yTBepxaeHa B nedvatb. Pykonucu
MeXapXMBHbIX U3OaHUA NPeACTaBNSTCA peaKonnernm Ha pacCMOTpeHne N yTBEPXKAEHWE K U3JaHWIo rofOBHOW
opraHusaumen.

C wu3paTenbCTBOM 3akfyvaeTcss [OOroBop, B KOTOPOM npedycmaTpuBaloTcs npaBa M 0BsA3aHHOCTU
n3gaTenscTBa U 3akasvuvka (apxvsa).

5.17. ApxvB ocyLlecTBMseT y4eT UCMONb30BaHWUSA apXMBHbIX AOKYMEHTOB Ha OyMakHOM HocuTene unu B
3NEeKTPOHHOW dopme.

Mpunoxexne N 1
knn. 2.11.5, 2.11.7.2,

3.7.2,431
Cnuncok n3MeHsILWUX AOKYMEHTOB
(8 peq. MNMpukasa MuHkynbTypbl PO o1 16.02.2009 N 68)
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(HaB3BaHME apxuBa)

AKT YTBEPXIIA
N IvpexTop
(maTa) (HaB3BaHME apxuBa)
O HEMCIPAaBMMEIX [NOBPEXIEHUAX Noanuce Pacumpporka
apXMBHbIX IJOKYMEHTOB Imonornmcum
DaTa
®oHno N

HazBaHMre oGoHIa

B @OHJI@ O@Hapy)KeHbI S OVMHW/IIBL XpaHeHu4d, IIPVM3HAHHEIE HelcCIripaBMMO
IIOBPEXIOESHHBIMN
N n/n| Homep Homep 3aronoBok KpaiiHue KonuyecTtBo nucToB (Bpems CyLwHocTb 1
onucu ed. Xp. | noBpexaeHHou ea. aathbl 3BYy4aHus, MeTpax) NPUYUHBI
Xp. noBpexaeHus
1 2 3 4 5 6 7
JIToro OOHAPYXEHO HEMCIPABMMO [NOBPEXIEHHBIX en. Xp.
(umbpamm

¥ NPONMCHI)

BaBenyromulil OTIeJIOM

(nomnmuck, pacumdpoBka MIOIMIUCHK)

3aBenyolmil apXUBOXPaHUIIMIIEM

(nomnmucek, pacumdpoBka MIOIOMIUCHK)
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Hata coxpaHeHusi: 07.09.2016

[lepeuncyieHHBIE apPXMBHBIE IOOKYMEHTEl NOIJIeXAT CIMCAHMI BBUIOY

OKCIIEPTHL:
(HaMMeHOBaHMe IOJIKHOCTEM SKCIepTOB, IOAIMCH,
pacumbpoBka MONNMCEV, HaTa)
(N m pmara npukKasa PYKOBOOMUTENSA apxmuBa O CHATUM HEeMCIPaBMMO

IIOBPEXIOEHHBIX apPXMBHEIX ITOKYMEHTOB C yqua)
VI3MeHeHMSa B YyUeTHHE IOOKYMEHTHE BHECEHEH

HammMmeHOBaHMue
OOJDKHOCTU
paboTHMKAa lloanmchb Pacumpporka NOONUCHK

IaTa

CDoplvla aKTa O HeucnpaBmMbIX NOBPEXAEHUAX apXUBHbIX OOKYMEHTOB

Cnncok N3mMeHsIILWNX JOKYMEHTOB
(B pea. MNpukasza MuHkynbTypbl P® ot 16.02.2009 N 68)

(Ha3BaHME apxuBa)

®dopmart A4 (210 x 297)

Mpunoxenue N 2
knn. 2.11.5, 3.7.2

AKT YTBEPXIAI
N IVPEKTOP
(mara) (Ha3BaHUEe apxuBa)
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O HeODOHApPYyXEHUM apXMUBHBIX MHomnmuce Pacumbpporka
IOOKYMEHTOB, IyTU PO3BICKA NOIONNCH
KOTOPEIX MCUepIllaHbL HaTa

doHnm N

B pesynbTaTe YCTaHOBJIEHO OTCYTCTBME B boHmOe

IIepedrMCIIE HHBIX HUXe APXUMBHEIX JOKYMEHTOB.
MEPEI I10 PO3EICKY IIOJIOXMTEJIbHBIX pe3ysirTaTOR HE naiu,

CcCurMTaeM BO3MOXHEBIM CHATbB C ydeTa:

HpenanH,quIe APXMBOM

B CBA3M C 4YeM

N n/n Homep Homep 3aronoBok eq. | KpalHue patbl KonnyectBo nucrtos MNpegnonaraemole
onucu en. xp. Xp. (Bpemsi 3By4aHus, NPWUYMHBI OTCYTCTBUSA
MeTpax)
1 2 3 4 5 6 7
Toro en. xXp.

(umdpaMyt ¥ OPONUCHI)

Conepmaﬂme YTPAUYEHHBIX AaPXMBHEIX ITOKYMEHTOB MOXET

BOCIIOJIHEHO cJliegyrmyMm en. Xp.:

OBITE YAaCTUUHO

dopma akTa 0 HeoBHapPYXEHNMN apXMBHbIX JOKYMEHTOB,
NyTU po3bICKa KOTOPLIX MCHEPNaHsbl

dopmaTt A4 (210 x 297)

BaBenyromulil OTIeJIOM Momnucob

BaBenyommli apxUBOXpPaHUIMIEM [IOOOMCH

PacumppoBka NOONUCK

PacumppoBka HOOIUCU
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TJIaBHBM XPaHUTEJb

I[loonmce

Pacumbporka nomnmucu

(N u mara IIprKasz3a PpyKoOBOOUTEJIA apXyupa O CHATUNM C
ydyeTa HeO@HapyX@HHHX APXMBHEIX IOOKYMEHTOB, IIYyTU

POBBICKa KOTOPEIX MCUEPIIaHE)

VI3MeHeHUS B YyUeTHHE IOKYMEHTHE BHECEHEH

HaumeHoOBaHUE
OOJIXHOCTU
paboTHMKAa

IaTa

JIMCT-3ABEPUTEJIL IEJIA
B mejye noommMTO M IIPOHYMEPOBAHO

c N no N

Ilonnmce

PacumdpoBKa IOONUCU

dopma akTa 0 HeOOHapPYXEeHUN apXMBHbBIX JOKYMEHTOB,
NyTW po3biCka KOTOPbIX ncHepnaHbl (MPOAOIHKEHNE)

JIMCTOB

(umbpaMy ¥ OPONMUCHIO)

B TOM 4YMCJIEe:
JIMTEPHEIE HOMEepa JIMCTOB

IIPOIIylIeHHEIE HOMepa JIMCTOB

+ IMCTOB BHYTPEHHEN ONMUCHK

dopmat Ad (210 x 297)

Mpunoxexne N 3
knn. 2.11.8, 2.11.10, 3.4.1,
3.5.6,3.7.13,5.5.1
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OcobeHHOCTM PU3NYECKOTO COCTOSIHNA U (POPMMPOBaHUSA Aena Homepa nncTos
1 2
HammMmeHOBaHME
OOJDKHOCTU
paboTHMKA Iloomnmce PacumppoBka NOONUCHK
HaTa

<Dopma JINCTa-3aBeputend aena

®opmat A4 (210 x 297)

MpunoxeHue N 4

knn.2.11.10
CnmncoK 3MEHSIIOLLNX AOKYMEHTOB
(B pea. Mpukasa MuHkyneTypbl P® ot 16.02.2009 N 68)
(HaBzBaHME apxuBa)
JIMCT UCIOJIb30BAHNA
APXVBHHX JOKYMEHTOB
oo N Onuce N Iejsio N
3aroJIoBOK Heja
Hata Komy BbigaHo XapakTtep ncnonb3oBaHus Howmepa Moanuck nuua,
ncnonb3oBaHu | aMunus, Huumnansi (konmMpoBaHue, BbINUCKK, MCNOMb30BaHHbIX | UCNOMb3oBaBLUEro Aero
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Hata coxpaHeHusi: 07.09.2016

b2 (pa3bopunBo) npocMoTp u ap.) nmcToB
1 2 3 4 5
dopma nmncTa UCnosnb3o0BaHNS apXMBHbLIX AOKYMEHTOB
dopmart A4 (210 x 297)
Mpunoxexue N 5
knn. 3.4.1,3.5.2, 3.7.11
CnncoK M3MEHSIIOLLNX AOKYMEHTOB
(B pea. MNpwukasza MuHkynbTypbl P® ot 16.02.2009 N 68)
KHUTA YYETA NOCTYIJIEHUA JOKYMEHTOB
N n/n HaTta HanmeHoBaHue HanmeHoBaHue, HassaHune logwl Kon-Bo en. xp. KpaTkas Homep doHaa, MpymeyaH
noCcTynneHns opraHmsaumm HoMep u aata doHAa | DOKYMEHTO unu XapakTepuCTUK NMPUCBOEHHBIV us
(bamunus, nHuymransl OOKYMeHTa, no B HEONMCaHHbIX | a COCTOSHUS NOCTYNUBLUNM
nuua), oT KOTopon KOTOPOMY MPUHSATHI OOKYMEHTOB AOKYMEHTaMm no
nocTynunu OOKYMEHTbI (nucToB) cnucky oHOoB
OOKYMEHTb!
1 2 3 4 5 6 7 8 9 10
VTOorOo MHNOCTYNIMJIO 3a Ion en. Xp.
(umdpaMm ¥ HOPONMUCEI)
(DOKyMEeHTORB, JIMCTORB)
B TOM umucje <*>:
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HammMmeHOBaHME
OOJDKHOCTU
paboTHMKA Ilommnmce PacumppoBka NOONUCK

IlaTa

<> ,D,OI'IYCKaeTCFI BeJeHMe eaNHON KHUMM yyeTa FIOCTyI'IJ'IeHl/I17I Ha OOKYMEHTbI BCEX BUOOB C yKa3aHnem nx 00bEeMOB B UTOrOBOW 3aMuUCHu.

dopma KHUMM y4eTa NoCTyNneHUA JOKYMEHTOB

dopmat A3 (420 x 297)

Mpunoxexne N 6
knn. 3.4.1, 3.5.3,
3.7.1,3.7.11, 3.7.12

CINCOK ©OHIOB

Homep doHaa HaTa nepsoro HassaHune oHaa OTmeTKa 0 BbIObITUM MpumeyaHus
nocTynneHna
1 2 3 4 5
Wroro uHa 01.01.... 1. boHIOB
(umdpaMm ¥ HOPONMUCEI)
B T.4. MNOCTYyIMJIO 3a .. I'. boHzoOB
(umbpaMy ¥ MOPONUCHIO)
BBIOBIJIO B3 + v v v v .. T. doHImOB
(umdpaMmt ¥ HOPONMCHI)
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[okymeHT npepoctasneH KoHcynbTaHTlnoc
Hata coxpaHeHusi: 07.09.2016

HamveHnoBaHMe
IOOJIKHOCTU
paboTHMKA [Momnmce PacumppoBka NOONUCHK
ITaTa
dopma cnmcka hoHO0B
dopmart A4 (210 x 297)
Mpunoxexne N 7
knn. 3.4.1, 3.5.6,
3.7.13,55.1
CnncoK M3MEHSIIOLLNX JOKYMEHTOB
(B pea. MNpwukasza MunkynbTypbl P® ot 16.02.2009 N 68)
YTBEPXIEHO
[IpoToxkomn 3IIK
(HaMMeHOBaHMe YIIOJIHOMOUYEHHOT'O OpI'aHa
UCIIOJIHUTEJILHOM BJIACTU CyOBekTa Poccumckom
@enepaumm B obJjacTtu APXMBHOT'O IeJia,
bemepalbHOTO I'OCYIAapPCTBEHHOI'O apxusa)
oT N
N n/n | [JenonponsBoACTBEHHbIE 3aronoBok gena KpaiiHue KonnyectBo MNpumeyaHus
WHOEKCbl Unn HoMepa no natbl nncToB
cTapow onucu
1 2 3 4 5
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(pen. ot 16.02.2009) [okymeHT npepoctasneH KoHcynbTaHTlnoc
"O6 yTBepxxaeHum MNpaBun opraHM3aumm XpaHeHUs, KOMMNEKTOBaHM... Hata coxparerus: 07.09.2016

B omnmce BHECeHO

(umbpaMy M MNPONMCHIO)

ney
c N rno N
HammveHnoBaHMe
IOOJDKHOCTU
COCTaBUTENA ONUCKU [Mopnuce Pacumbporka nomnmucu
3aBenyoummM OTIOeJIOM
(apxXUBOXpPaHUIIMIIEM) [lononucse Pacumpporka noOONmUCHU

IIaTa

dopma onucu <*> gen NOCTOAHHOTO XpPaHEeHWs!, COCTaBIIEHHON
B apxvBe

®opmat A4 (210 x 297)

<*> K onucu coctaBnsieTcs TUTYNbHbIA NACT.

Mpunoxexue N 8

knn. 3.4.1, 3.5.6,
3.7.13,5.5.1
CnnCcoK M3MEHSAIOLLNX JOKYMEHTOB
(B pea. Mpukasa MuHkyneTypbl P® ot 16.02.2009 N 68)
(HaMMeHOBaHMEe oOpIraHM3alumn)
YTBEPXIA
HammMeHOBaHMe IOOJIXKHOCTU
@OHJI N pykrkoBOOUTEJIA OpIT'aHM3allM
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Mpuka3 MuHkynbTypbl P® ot 18.01.2007 N 19
(pea. ot 16.02.2009)
"O6 yTBepxxaeHum MNpaBun opraHM3aumm XpaHeHUs, KOMMNEKTOBaHM...

[okymeHT npepoctasneH KoHcynbTaHTlnoc
Hata coxpaHeHusi: 07.09.2016

OIlICb N Homnmce Pacumbpporka
DOONUCH
OeJl INOCTOSHHOTO XpaHeHMS
ODaTa
3a Ton
N n/n WHpeke 3aronoBok gena KpanHne pathbl KonuyecTtso nuctoB MpyumeyaHusa
aena
1 2 3 4 5 6
B nmaHHBIM pas3nejl ONMUCK BHECEHO neJj
(umbdpaMy M MNPONMCHIO)
c N no N , B TOM UMCJIEe:
JIMTEPHBIE HOMEepa:
[NPOIylleHHEIE HOMepa:
HamMveHOBaHMe OOJDKHOCTU
COCTaBUTEJII ONMUCU [loonmce Pacumpporka nomnmcu
BaBelyouMry apXUBOM
opraHmsaumum [Topgnuce PacumppoBka NOONUCK
IlaTa
COTJIACOBAHO YTBEPXIEHO
[IpoToxos IL3K (3K) [IpoToxos 3IIK
(HaMMeHOBAaHUE (HaMMeHOBAaHUE
opraHu3aLmumM) YIIOJIHOMOYEHHOT'O OopraHa
VCIIOJIHUTEJIbHOM BJIACTU CyOBEeKTa
Poccurickoy denmepaumm B 00OJIaCTU
apPxXMBHOTO neja, benmepallbHOTO
TOCYyHOapCTBEHHOT'O apxuBa)
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Mpuka3 MuHkynbTypbl P® ot 18.01.2007 N 19
(pea. ot 16.02.2009)

"O6 yTBepxxaeHum MNpaBun opraHM3aumm XpaHeHUs, KOMMNEKTOBaHM...

[okymeHT npepoctasneH KoHcynbTaHTlnoc
Hata coxpaHeHusi: 07.09.2016

oT N

YTBEPXIAO

oT N

(Dopma rogoBoro pasgera onmcu ger noCtoAaHHOro
XpaHeHunA opraHm3auumn

Cnncok N3MeHSIIOLLNX AOKYMEHTOB
(B pea. MNpukasza MunkynbTypbl P® ot 16.02.2009 N 68)

YTBEPXIAO

(HaMMeHOBaHMe JOJIXHOCTU
pyroOoBOOUTEIIA

(HaMMeHOBaHMe JOJIXHOCTU
pyroBOOUTEIIA

opraHM3aUuuM-CcoaTyYMKa)

Noonmce PacumppoBka nonnmucu
IaTa [leuaTs
AKT
N
(nara)

InprueMa-Iliepenady apXMBHBIX
OJOKYMEHTOR Ha XPaHeHNte

opTraHM3auUuM-IIPpUEeMIMKa )
Noonmce PacumppoBka nonnmucu

HDaTa I[leuaThb

(OCHOBaHME Iepenaun)

(HasBaHMe mepernaBaeMoro GoHIA)

dopmar Ad (210 x 297)

Mpunoxexne N 9
knn. 3.7.1, 3.7.2, 3.7.11,
44.1,4.6,4.7

KoHncynbTtaHTllntoc

HageXHasa npaBoBas noaaepXxka
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Mpuka3 MuHkynbTypbl P® ot 18.01.2007 N 19
(pea. ot 16.02.2009)
"O6 yTBepxxaeHum MNpaBun opraHM3aumm XpaHeHUs, KOMMNEKTOBaHM...

[okymeHT npepoctasneH KoHcynbTaHTlnoc
Hata coxpaHeHusi: 07.09.2016

cmarn,

(HasBaHME OpTraHMBalUM-CHATUMKA)
IPWHSJI

(HazBaHUE OpI‘aHMSaLU/IM—HpMeMLLU/IKa)
OOKYMEHTH Has3BaHHOTO GoHIa u HaquO—CHpaBOT—.THbHZ arriapaT K HMM:

N n/n HasBaHwne, Homep onucu KonuuyecTBo ak3emMnnsapos KonuuyecTtBo en. xp.

onucun

MpyumeyaHusa

1 2 3 4

ATOTO NPMHATO en. Xp.

[lepenmauy NPOUBBEJIN: [lpyeM OpomM3BEJINM:
JomxHocTe Iloonmce Pacumppobka JomxHOoCTh Iloanmuce Pacumdpporka
MOONMCHU MOONMCHU

HaTa Iara

donny npucsoeH N

VI3MeHeHMd B Yy4YeTHHE IJOKYMEHTE BHECEHEI
JOJIXHOCTB I[Toonuce PacumppoBka NOONUCK

IHaTa

<Dopma akKTa npuema-nepenadn apxXxmBHbIX JOKYMEHTOB Ha XpaHeHune

®dopmat A4 (210 x 297)

Mpunoxexne N 10

KoHcynbTaHnTlnioc www.consultant.ru
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Mpuka3 MuHkynbTypbl P® ot 18.01.2007 N 19
(pen. ot 16.02.2009) [okymeHT npepoctasneH KoHcynbTaHTlnoc

"O6 yTBepxxaeHum MNpaBun opraHM3aumm XpaHeHUs, KOMMNEKTOBaHM... Hata coxparerus: 07.09.2016

knn.3.7.1,3.7.8,4.4.2
Cnncok N3MeHSIIOLLNX AOKYMEHTOB
(B pea. Mpukasa MuHkyneTypbl P® ot 16.02.2009 N 68)
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Mpuka3 MuHkynbTypbl P® ot 18.01.2007 N 19
(pea. ot 16.02.2009)
"O6 yTBepxxaeHum MNpaBmn opraHM3aumm XpaHeH s, KOMMNEKTOBaHM. .

[okymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHusi: 07.09.2016

AKT YTBEPXIAI
N IvpexTop
(maTa) (HaB3BaHME apxXuBa)
IpreMa Ha XpPaHeHMVe apXUBHEX llononmuchb PacumppoBka
IOOKYMEHTOB JIMUHOT'O MNPOMUCXOXIEHUS IOONNCH
IDaTa IleuaThb

Ha ocHoBaHmm pemeHua IIIK
(IpoTOKOJI OT N )
1 OOTrOoBOpa OT

cmaj
(®.1.0. cobcrTBeHHMKA/BJamesblia)
IPUHATE OOKYMEHTEL
(obmas xapaKTepucTHUkKa OOKYMEHTOB)
B KOJIMUECTBE en. xp. (yCJOBHEIX) IOOKYMEHTOB (JIMCTOB)
IO apxXMBHOM (CHATOYHOM) ONUCHK
douny npmcBoeH N
CoBCcTBeHHMK/ Biamesiel] Ionnuchb PacumppoBKa IOIANUCK
(HyXHOEe TOIUYEepPKHYTH)
HauMeHOBaHMe HOOJIXKHOCTU Moonuce Pacumpporka nomnmcu
paboTHMKA
VIBMeHeHMsS B yUYeTHHE HOOKYMEHTH IO pesyJjibTaTaM OIIMCAaHMSa BHECEHH
HammveHoBaHMe IOOJDKHOCTU [loonmucsob Pacumpporka nomnmcu
paboTHMKA
HaTa
CDopma akKTa npnema Ha xpaHeHune OKYMEHTOB
JINYHOIO NPOUCXOXAOEHUA
®opmaTt A4 (210 x 297)
Mpunoxenne N 11
knn. 3.7.2,4.3.2
Cnncok N3MEHSILWNX JOKYMEHTOB
(8 peq. Mpukasa MuHkynbTypbl PO o1 16.02.2009 N 68)
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Mpuka3 MuHkynbTypbl P® ot 18.01.2007 N 19
(pea. ot 16.02.2009)
"O6 yTBepxxaeHum MNpaBun opraHM3auum XpaHeHWsl, KOMMIEKTOBAHMW. ..

[okymeHT npepoctasneH KoHcynbTaHTlnoc

Hata coxpaHeHusi: 07.09.2016

(HaB3BaHME apxuBa)

AKT YTBEPXIA
N IvpexTop
(maTa) (HaB3BaHME apxuBa)
O BBIOEJIEHUM K YHUUTOXEHUIO llonnmuchb PacumppoBrka
apXMBHbIX IJOKYMEHTOB, He rnonormncm
noaJyexammrx xXpaHeHUO IaTa

K yHUMUTOXEeHMIO OTOOpAaHB: HOKYMeHTH donma N

(HazBaHMe QOoHIA)

Ha OCHOBaAHMM:

(CC}':IJ'[KI/I Ha HOPMaTMBHO-MeTOIMYEeCKMe IJOKYMEHTEI

IOJi NPOBEeNeHMS B3KCIEPTU3H)

N n/n HassaHus rpynn KpaiiHue Homepa Homepa eq. xp. no| Konu4yecTtso ef. MNpumeyaHus
AOKYMEHTOB aatbl onvcen onncsim Xp.
1 2 3 4 5 6 7
VToro en. xXp. 3a Tom (BI)

(umdpaMyt ¥ HOPONUCHIO)

KommuecTBO en. xXp., KpaVHue HaTEl M KpaTkas XapaKTepUCTHKa
OOKYMEHTOB, OCTAKRIMXCHA Ha XPaHeHUU

3aBenyolmli OTIEJIOM

(2apXVBOXPAHUIIMIIEM ) [Homnmce PacumppoBka NOONUCK
HammveHOBaHME
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Mpuka3 MuHkynbTypbl P® ot 18.01.2007 N 19 [lokyMeHT npeaocTasneH KoHcynbTanTrinioc
Hata coxpaHeHusi: 07.09.2016

(pea. ot 16.02.2009)
"O6 yTBepxxaeHum MNpaBun opraHM3auum XpaHeHWsl, KOMMIEKTOBAHMW. ..

IOOJDXKHOCTM
paboTHUKA Momnmce Pacumbporka nomnomucu
IaTa
dopma akTa 0 BblAENEHUN K YHUUTOXEHUIO apXMBHbBIX JOKYMEHTOB,
He noanexawmx XpaHeHuto
dopmart A4 (210 x 297)
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Mpuka3 MuHkynbTypbl P® ot 18.01.2007 N 19
(pea. ot 16.02.2009)
"O6 yTBepxxaeHum MNpaBmn opraHM3aumm XpaHeH s, KOMMNEKTOBaHM. .

[okymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHusi: 07.09.2016

JIOKYMEHTEl CIaHE

(Ha3BaHMEe OpraHM3aLNUN)

Ha nepepaboTKy IO NPMEMO-CIOAaTOYHOM HAaKJIAIOHOM N
(mara)
HammveHOBaHME
OOJDKHOCTU
paboTHUKA [Homnmuce Pacumbporka nomnmucu

VIBMeEHEHMA B YyUETHBHE IJOKYMEHTE BHECEHEH

HammMmeHOBaHMe

OOJIXKHOCTU

paboTHMKA llognmchb PacumppoBka NOONMUCHK
IaTa

YTBEPXIOEHO

[IpoTokoia 3IIK

(HaMMeHOBaHME YIIOJIHOMOUEHHOT' O

OpTraHa VCIIOJIHUTEJIbHOM BJIACTHU Cy@’beKTa

Poccurickon demepaumm B 0OJIACTM apXMBHOI'O Ieja,

benepasIbHOTO T'OCYIapCTBEHHOT'O apxmuBa)
oT N

dopma akTa 0 BblAENEHUN K YHUUTOXEHUIO apXUBHBLIX JOKYMEHTOB,
He noasnexalumx XxpaHeHuto (MPOAOIHKEHME)

®opmaTt A4 (210 x 297)

Mpunoxexne N 12

knn. 3.7.7
Cnuncok N3MeHsILWUX AOKYMEHTOB
(B pea. Mpukasa MnHkynbTypbl PO o1 16.02.2009 N 68)
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Mpuka3 MuHkynbTypbl P® ot 18.01.2007 N 19
(pen. ot 16.02.2009) [okymeHT npepoctasneH KoHcynbTaHTlnoc

"O6 yTBepxxaeHum MNpaBun opraHM3aumm XpaHeHUs, KOMMNEKTOBaHM... Hata coxparerus: 07.09.2016

(HaB3BaHME apxuBa)
AKT YTBEPXIA

N IvpexTop
(mara) (Ha3BaHME apxuBa)

O paCCeKpeuMBaHUM apPXUBHBEIX Iloomnmce Pacumpporka
OOKYMEHTOB doHma N MIOONMCHU
DaTa

Kommccusa

(HazBaHME KOMMUCCUU)
npoTokos N or 00.00.00 paccekxpermyiia OTOKyMeHTH OGoHZma N

(HazBaHMe GQoHIa)

N n/n Homep | KonuuectBo paccekpeveHHbIx Howmepa ea. xp., Homepa ea. xp., MpymeyaH
onucum en. xp. pacCcekpeyveHHbIX paccekpeyveHHbIX YaCTUYHO, us
MOMHOCTbIO <*> C yKasaHneM HOMepoB
MOMHOCTBIO YacTUYHO NUCTOB HEpaCcCeKPEeYEHHbIX
OOKYMEHTOB

1 2 3 4 5 6 7

VITOTO pacCeKpedeHO en. xp. (IOJHOCTBHD)
(umdpaMm M HOPONMCEI)

3a

(XpPOHOJIOTMUECKME PaMKM IOKYMEHTOB)
en. xp. ("WacTmMduHO) 3a

(XpOHOJIOTHMUECKME PaMKU
IOOKYMEHTOB)

HammeHOBaHME OOJDKHOCTU pa@O‘I‘HI/.[Ka [opnuce PaCU.IM@pOBKa nogrmcum

KoHncynbTtaHTllntoc
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Mpuka3 MuHkynbTypbl P® ot 18.01.2007 N 19

(pea. ot 16.02.2009)
"O6 yTBepxxaeHum MNpaBun opraHM3aumm XpaHeHUs, KOMMNEKTOBaHM...

[okymeHT npepoctasneH KoHcynbTaHTlnoc
Hata coxpaHeHusi: 07.09.2016

[I[pMHATO Ha OTKPEITOE XpPaHeHMe en. xp.
(umbpaMy M NPONMUCHIO)
B
(xpaHuIMie)
HammMeHOBaHME IOOJDKHOCTM PabOoTHUMKA [Mopnuce Pacumbporka nomnomucu
IaTa

VI3MeHeHUS B YyUeTHHE IOKYMEHTHE BHECEHEH

HamMveHOBaHMEe OOJDKHOCTU pa@OTHMKa Mognuce PaCU.H/I@pOBKa rnogrmcum

IaTa

<*> He gonyckaeTcs nepevymcneHne HoMepoB ef. Xp. Yepes Tupe.

dopma akTa 0 pacceKkpeunBaHUN apXUBHbIX JOKYMEHTOB

Cnncok N3mMeHsIIoLWNX JOKYMEHTOB
(B pea. MNpukasza MuHkynbTypbl P® ot 16.02.2009 N 68)

(HaB3BaHME apxuBa)
Anpecart

(MOUTOBEIY MHIEKC, alpec,

TesnedoH, Gakc)

ApxXMBHasa clpaBKa
N

®opmat A4 (210 x 297)

Mpunoxexne N 13
knn. 5.9.1

KoHcynbTaHnTlnioc www.consultant.ru
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Mpuka3 MuHkynbTypbl P® ot 18.01.2007 N 19
(pea. ot 16.02.2009)

"O6 yTBepxxaeHum MNpaBun opraHM3aumm XpaHeHUs, KOMMNEKTOBaHM...

[okymeHT npepoctasneH KoHcynbTaHTlnoc
Hata coxpaHeHusi: 07.09.2016

(mara)
Ha N oT
OcHOBaHMe :
PykoBomuTesbs opraHmM3alLumu [Mopnuce Pacumbporka nomnmucu
[leuaTs

VcrnosHnuTe b

TenedoH

dopma apxXmBHOW CnpasBKu
®opmat A4 (210 x 297)
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