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3apeructpupoaHo B MuHtocte P® 6 mapta 2007 r. N 9059

MUHUCTEPCTBO KYJIbTYPbl N MACCOBbIX KOMMYHUKALIUA
POCCHUNCKOWU ®EAEPALIUA

NMPUKA3
ot 18 auBapsa 2007 r. N 19

OB YTBEPXXOEHWUU NMPABUN
OPrAHU3ALIUN XPAHEHUA, KOMITJIEKTOBAHUA, YYETA
W UCNOJNIb30OBAHUA OOKYMEHTOB APXUBHOIO ®OHAA POCCUUCKOW
SEOEPALIUMN N OPYTUX APXUBHbBIX AOKYMEHTOB B FrOCYOAPCTBEHHbIX
N MYHULUUNATNBbHbLIX APXUBAX, MY3EAX U BUBITUOTEKAX,
OPIAHU3ALIUAX POCCUACKOWN AKAOEMUU HAYK

Cn1CoK N3MEHSIIOLLNX JOKYMEHTOB
(8 pea. MNpukasa MuHkynbTypbl P® ot 16.02.2009 N 68)

B cooTBeTCcTBMU € DyHKTOM 2 Yactu 1 craTtbu 4, yactu 5 ctatbu 14 PenepanbHOro 3akoHa ot 22 okTsiopsa 2004 .
N 125-®3 "O6 apxuHom gene B Poccuiickon ®egepaumn” (CobpaHne 3akoHogaTensctBa Poccunckon ®egepauum,
2004, N 43, cT. 4169; 2006, N 50, cT. 5280) npukasbiBato:

1. YTBepauTb npunaraemble [lpaBuna opraHusaumyn XpaHeHWsi, KOMMIEKTOBaHUA, ydeTa U UCMNOfb30BaHUS
JokymeHTOoB ApxuBHOro ¢oHga Poccuiickon defepaumm n Apyrnx apxXmMBHbIX OOKYMEHTOB B rOCYAapCTBEHHbIX U
MyHULMMNANbHbIX apxXmBax, My3esax n bubnuoTtekax, opraHmsaunsix Poccuiickon akagemmm Hayk.

2. KoHTponb 3a ncnonHeHneM HacTosLero NMpukasa Bo3noxutb Ha 3amectutens Munuctpa .M. AmyHua.

MuHucTp
A.C.COKOJIOB

MpunoxeHne

NMPABUNA
OPrAHU3ALMN XPAHEHUA, KOMIMIIEKTOBAHUA, YHETA
W UCNOJIb30BAHUSA OKYMEHTOB APXUBHOIO ®OHAOA POCCUUCKOW
SOEOEPALUN N OPYTUX APXUBHbBIX AOKYMEHTOB B FrOCYOAPCTBEHHbIX
U MYHULIUNATIbHbBIX APXUBAX, MY3EAX N BUBJTMOTEKAX,
OPIrAHU3ALIMAX POCCUNCKOUN AKAOEMUU HAYK

Cn1coK N3MeHsLWNX JOKYMEHTOB
(B pea. Opukasza MunkynbTypbl P® ot 16.02.2009 N 68)

|. O6bwme nonoxeHns

1.1. Hacrosiwume epguHble [lpaBuna opraHu3auun XpaHeHWsl, KOMMMEKTOBAHWSA, Yy4yeTa W UCMNOSfb30BaHMUS
AokymeHToB ApxuBHoro coHga Poccuiickon Pegepauum u ApYrux apxuBHbIX AOKYMEHTOB B rOCyOApPCTBEHHbLIX M
MyHUUMMNAnNbHbLIX apxumBax, My3esx u 6ubnuortekax, opraHusaumsx Poccuickon akagemun Hayk (ganee - lNMpasuna)
pa3paboTaHbl B cooTBeTCTBMM ¢ PeaepanbHbiM 3akoHoM oT 22.10.2004 N 125-903 "O6 apxuBHoM agene B Poccuiickon
depepaumn” (CobpaHue 3akoHogaTenbcTBa Poccunckon ®epepaunn, 2004, N 43, cT. 4169) 1 pacnpocTpaHsaTCca Ha
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rocygapCTBEHHbIE U MyHULMNANbHbIE apXMBbl, My3en U BUBNMOTEKN, opraHnsaummn Poccuinckon akagemMun Hayk (apxms
PAH, Hay4Hble apxmBbl perMoHanbHbIX OTAENEeHUA U HayyHbIX LeHTpoB PAH, HayyHO-OTpacneBsble U MemMopuanbHble
apxmBbl PAH, ocyuwecTtBnsiolimMe MOCTOSHHOE XpaHeHWe OOKYMEHTOB ApxmBHoOro doHga Poccuiickon depepaumn)
(nanee - apxuBbl), KOTOpble B COOTBETCTBUM C 3akoHodatenbcTBoM Poccuiickon ®Pepepauum OCyLWECTBASAOT
NOCTOSIHHOE XpaHeHne JoKymeHToB ApxuBHoro cdoHaa Poccuiickon ®egepaumm, a Takke BpeMeHHOe XpaHeHne Apyrnx
apXMBHbIX OOKYMEHTOB, MPUHATBIX OT NMKBUAMPOBAHHLIX OPraHOB rocyapCTBEHHOW BMACTU, MHbIX FOCY4apCTBEHHbIX
OpraHoB (ganee - rocy4apCTBEHHbIE OPraHbl), OPraHOB MECTHOrO CamMoyrnpaBiieHNs N OpraHM3auni.

1.2. JokymeHTbl ApxmBHoro ¢oHaa Poccuickon ®egepauumn - apxmBHble AOKYMEHTbI, Npolledllne 3KCcnepTuay
LEHHOCTU JOKYMEHTOB, NOCTaBMNEHHbIE Ha FOCYAapPCTBEHHbIV YYeT U noanexatine NoCTOSHHOMY XPaHEHWI.

1.3. ,D,OKyMeHTbI no JIN4YHOMY COCTaBy, a TaKXe apXmBHbl€ JOKYMEHTbl, COOKM BPEMEHHOIo XpaHeHUA KOTOPbIX He
NCTEKIMN, OTHOCATCA K APYIrMM apXmBHbIM JOKYMEHTaM.

1.4. rocyﬂapCTBeHHble n MyHuuunarnbHble MYy3en u oMbnmoTekn, MyHUUMNarnbHble apXmBbl PYKOBOACTBYHOTCA
HacToAlWnmMn I'IpanmaMM C y4eTOM CBOEro npaBsoBOro crartyca un 0cobeHHOCTEN AeATENBHOCTU.

1.5. OpraHusdaums XpaHeHus, KOMMMEKTOBaHWs, y4yeTa M MCNONb30BaHWSA LOKYMEHTOB ApxMBHOro doHga
Poccuiickon ®epepaumm n Opyrux apxmBHbIX AOKYMEHTOB B dyefeparibHblX OpraHax MCNOMHUTENbHOW Briactn U
opraHu3aumsax, OCyLLecTBNSIOWMX Oeno3nTapHoe XpaHeHne OokymeHToB ApxmBHoro doHga Poccuiickon ®egepaumu,
perynupyeTcs ApyrmMy1 HOpMaTUBHBIMW NPaBOBbLIMY aKTaMu.

1.6. q)OQMbI YYETHbIX N UHbIX OOKYMEHTOB apxXmBOB, YNOMWHaeMble B HAaCTOALLUX I'Ipanmax N OTCyTCTBYKOLIMNE B
NPUNOXeHnAX K HuUM, yCTaHaBMBaKOTCA cneuunanibHO YMNOJTHOMOYEHHbIM (bep,epaanblM opraHomMm NCMNONHUTENBHOWN
Bnactun B ccbepe apxXuBHOIro aena.

II. OpraHnsauusi xpaHeHMs OKYMeHTOB ApXMBHOro choHAa
Poccuiickon degepaumm n gpyrmx apxmBHbIX JOKYMEHTOB B apXmBe

21. B apxvBe pokyMeHTbl ApxmBHOro d¢oHga Poccuiickon Pepepaumm v Apyrme apxumBHble [OOKYMEHTbI
OpraHmM3ylTCs NO UCTOPUYECKM WU/UMK NOMNYECKN CBA3AHHLIM COBOKYMHOCTAM - apXMBHbIM ¢poHaam. Mo OoTHOLWEHMIo K
HEKOTOPbIM BUAAM apXUBHbIX JOKYMEHTOB JonyckaeTcs ux HepoHaosas opraHmsauus (cm. n. 2.10).

2.1.1. Pa3HOBUOHOCTAMUN apXMBHOro hoHAa ABMSAIOTCS:

apXVBHbIN (POHA roCcydapCTBEHHOrO opraHa, opraHa MeCTHOro camoyrpaBlieHUsi, opraHu3auumn, COCTOSLMIA 13
obpasoBaBLUMXCS B NpolLiecce WX AeSTenbHOCTU OOKyMeHToB ApxuBHoro doHza Poccuiickon depepaunn v opyrux
apXMBHBIX JOKYMEHTOB;

06beAMHEHHbIN apXMBHbIA (DOHA, COCTOSILLUMIA N3 0Opa3oBaBLUMXCA B MpoLecce OeATenbHOCTU ABYX unu 6onee
opraHusauui, a Takke rpaxaaH [AOKyMeHToB ApxuBHoro doHaa Poccunckon depepaumm u Opyrux apxuBHbIX
OOKYMEHTOB, UMEILLUX MEXOY COOOM MCTOPUYECKN U/UNN NOrMdeckn obyCroBneHHbIE CBA3Y;

apXMBHbIA OOHA JIMHYHOTO NPOUCXOXAEHUS (CEMbU, poda), COCTOALWMA M3 0BPa30BaBLUNXCHA B NPOLLECCE XU3HU U
OEeATeNbHOCTN OTAENbHOro rpaxaaHuHa, Cembu, poda apXUBHbIX OOKYMEHTOB, BKIMIOYEHHbLIX B COCTaB ApPXMBHOMO
doHaa Poccuinckon denepaumu.

K apxuBHOMY bOHAY MpMpaBHMBAETCH COBOKYMHOCTb OTAESbHbLIX OOKYMEHTOB ApXMBHOro ¢oHga Poccumnckon
depepaumm n opyrnx apxmeHbIX JOKYMEHTOB, 06pa30oBaBLUMXCS B AeATENbHOCTM pasHbiX UCTOYHMKOB KOMMEKTOBAHUSA
apxuBa (cpoHgoobpasoBaTeneit), 0ObeOUHEHHbIX MO OAHOMY WM  HECKONbKMM Mpu3Hakam (TeMaTudeckomy,
HOMWHAINbHOMY, OOBEKTHOMY, aBTOPCKOMY, XPOHOJIOTMYECKOMY M ApYrM) (Qanee - apxmMBHas KONnekums).

2.2. Mo cTeneHn LUeHHOCTM AOKYMeHTbI ApxmBHoOro cdoHaa Poccuickon degepaumm oenarcsa Ha LeHHble, 0cobo
LEHHbIE 1 YHUKAlNbHbIE.

2.2.1. Bce oTHeceHHble k cocTtaBy ApxusHoro doHaa Poccuiickon defepauumn JOKYMEHTbLI BHE 3aBUCUMOCTU OT
UX MPOUCXOXAEHWUS, BUOA HOCUTENS, CTEMEHW CEKPETHOCTU, MecTa XpaHeHusi U hopMbl COOCTBEHHOCTM SABMSIOTCS
LIEHHbIMW.

2.2.2. B coctaBe ApxusHoro coHaa Poccuiickon ®enepauum BoigenaoTcs ocobo LeHHble AOKYMEHThI, UMetoLLme

KoHcynbTanTlNKoC

www.consultant.ru CrtpaHuua 2 n3 91
HaeXHas npaBoBas noaaepXxkKa



consultantplus://offline/ref=961617445FA63C512D524E6F93777FF82F01B48795DE152A71DE3D35FAA0CDA574799CD3AA895FnCDCL
consultantplus://offline/ref=961617445FA63C512D524E6F93777FF82F01B48795DE152A71DE3D35FAA0CDA574799CD3AA895FnCDCL
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru

Mpuka3 MuHkynbTYpbl PO oT 18.01.2007 N 19
(pea. ot 16.02.2009)

"06 yTBepxaeHuu MpaBun opraHn3aumMmn XpaHeHus,
KOMMMEKTOBAHM...

[JokymeHT npegoctasneH KoHcynbTaHTINOC
[ata coxpaHeHus: 06.08.2018

HenpexoasLyo KynbTYPHO-MCTOPUYECKYIO U HAYYHYIO LLEHHOCTb, OCOOYI0 BaXKHOCTb AN obLiecTBa M rocyaapctea U B
OTHOLLEHWWN KOTOPbIX YCTaHaBMMBAETCS OCOBbLIN PEXUM yUeTa, XpaHeHNUs 1 UCMOMb30BaHUS.

2.2.3. B cocrtaBe 0c060 LEHHbIX [OKYMEHTOB BbIOENSIOTCS YHUKANbHbIE [OOKYMEHTbI, HE uMelowue cebe
noaobHbIX NO cogepXallencss B HUX UHGOPMaULMK U (MNKU) UX BHELUHUM MpU3HaKaMm, HEBOCMOMHUMbIE NpuW yTpaTe C
TOYUKM 3pEHUS NX 3HaYeHnsa un (unun) aestorpadmyHocTn (cm. n. 3.7.4).

KoHcynbTaHTlIN0C: npumMmeYaHme.
B odmumanbHOM TekcTe JOKyMeHTa, BUOMMO, OONylleHa onevaTtka: NyHKT 5.3.2 B JOKyMEHTe OTCyTCTBYeT, MO
BOMPOCY, KacarLeMyCsl YHUUTOXEHUS apXUBHbIX JOKYMEHTOB, CM. NYHKT 4.3.2.

2.2.4. ApxviBHble OKYMEHTbl BDEMEHHOIO XpaHeHWs!, UMEIOLLIMECH B COCTaBe apXMBHbIX (OOHAOB, B TOM Yucne oT
NVUKBUOMPOBAHHbIX OpraHMsauui, wnuM nNoCTYNMBLLUME B apxvBbl BCMEACTBME Upe3BblYaviHbIX OBCTOATENbCTB,
BbIOENSATCA K YHUUTOXEHWIO B YCTAHOBINEHHOM nopsgke (cm. n. 5.3.2).

2.3. lo KaTteropyuam AOCTyna apXmBHble OOKYMEHTbl OeNnATCA Ha OTKPbITble, OrpaHM4YeHHOro AocCTyna WU Ha
XpaHsAaLwmnecd Ha 0COobbIX yCnoBuax octyna K HAM.

2.3.1. OTKpbITbIMK SBMSAOTCSA BCE apXMBHblE€ AOKYMEHTbI, JOCTYN K KOTOPbIM HE OrpaHMyeH B COOTBETCTBUMU C
MexayHapoaHeiMu goroBopamun Poccuiickonn ®epepauun, 3akoHoaatensctBoM Poccuiickon defepauum, a takke B
COOTBETCTBMM C pacnopsbkeHMeM cOOCTBEHHUKa WNW Bnagenbla apXMBHbIX OOKYMEHTOB, HaxOOSLIMXCH B YaCTHOM
CcOBCTBEHHOCTMW.

2.3.2. K apxuBHbIM JOKYMEHTaM OrpaHMYeHHOro 40CTyrna OTHOCATCS:

apXMBHbIE JOKYMEHTbI, COAepXallMe CBEAEHUS, COCTaBMNSALNE rOCy4apCTBEHHYO TalHy U NHbIE OXpaHseMble
3akoHogartenbcTBoM Poccuiickon degepaumm TanHbl;

adpXunBHbIEe OOKYMEHTbI, coaepXalne ceeaeHua o JNINYHOWN N CEMENHOWN TalHe rpaxgaHumHa, ero YaCTHOM XM3HU, a
TakKXKe cBeieHndA, co3garLlne yrposy ero ©e3onacHocTy;

apXmnBHble OOKYMEHTHI, COBCTBEHHMKMN UNK Bnagenblbl KOTOPbLIX, NepegaBad UX B apxmsB, yCTaHOBUIN B JOroBope
ycnoesua ooctyna K HUM 1 nx NCnosib3oBaHuA.

|D,OCTyI'I K YKa3aHHbIM apXMBHbIM OOKYMEHTaM OO0 yTpaTbl MMU CEKPEeTHOCTU Unn KOH(bVIﬂ,EHLI,I/IaJ'IbHOCTVI, a Takxe
MX UCnoJib3oBaHMe OCYLLEeCTBIIAKOTCA B YCTAHOBJIEHHOM MopAaKe.

2.3.3. OrpaHu4dmBaeTcsi JOCTYN K MOOJSIMHHMKAM OCOBO0 LIEHHbIX, B TOM YMCME YHUKamNbHbIX, JOKYMEHTOB U K
JokymeHTam ApxuBHoro doHaa Poccunckon ®epepauuun, npusHaHHbIM B nopsake, ycTaHoBreHHom n. 2.11.7.1
HacTosAwmx MNpaBun, Haxo4AWMMUCS B HEYAOBNETBOPUTENBHOM (PU3NHECKOM COCTOSTHUN.

®oHOMpoBaHUE apXMBHbIX AOKYMEHTOB

2.4. PaboTta no ooHAMPOBaHUO (ONpeaeneHnto, yTOYHEHMIO (DOHAOBOW NPUHAONEXHOCTU apXUBHbIX LOKYMEHTOB
N  XPOHOIOTMYECKUX TpPaHWL apXMBHbIX (POHOOB) OCYLLECTBMNSETCA B MWCTOYHMKAX KOMMIIEKTOBAHWS apXUBOB
(dboHpoobpasoBaTensax) B npouecce GOPMUPOBAHMSA L€l Ha OCHOBE HOMEHKNaTyp gen u otbopa LOKYMEHTOB AONSA
nepefaym Ha XpaHeHWe B apxvB, a Takke B apxuBax - MpPU OMMCAHUWN MPUHSTBIX HEYNOPSOOYEHHBbIMU apPXMBHbIX
OOKyMeHTOB, nepepaboTke HeyaOBNEeTBOPUTENbHO COCTaBMEHHbIX ONUCEW, MPU co3gaHMn O0O6beOUHEHHbIX apXMBHbIX
HOHAOB M apXUBHbIX KOMMEKUWIA, UCNpaBneHmnm owmnbok hoHAMPOBaHMS.

2.4.1. OnpegeneHne OHAOBOW MNPUHAOJIEXHOCTM apXMBHBIX LOKYMEHTOB 3aKMo4yaeTcsi B OTHECEHUM MX K
apxvMBHOMY OOHOY COOTBETCTBYHOLLEro hoHao00bpa3oBaTens.

ApXVBHbIE [OKYMEHTbI, ABMSOWMECA BXOAALWMMU, OTHOCATCA K apXvMBHOMY dhoHOy Toro dhoHAoobpasoBaTtens,
KOTOPbIA UX NOMyYmn.

ApXI/IBHbIe OOKYMEHTbI, daBndarwinecda ncxogawmnmm Kkonnamm (OTI'IyCKaMI/I), OTHOCATCA K apXMBHOMY CbOH.lJ.y TOro
hoHaoobpasoBaTens, KOTOPbIA ABNSETCA NX aBTOPOM.
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ApXVBHble LOKYMEHTblI BHYTPEHHEro obpalleHnst OTHOCATCA K apxXMBHOMY (hoHAy Toro cpoHgooGpasoBaTerns, B
KOTOPOM OHU CO3AaHbl.

2.4.2. B cnyyae peopraHusauuuM Unn nNUKBMAaALMM OpraHu3auun ¢ nepefadenn ee OYHKUMA BHOBb CO3[0aHHOW
opraHmsaumMyM 3aKoOHYeHHble MNPOU3BOACTBOM [Jena BKMAYalTCA B apXvBHbIA  (POHO peopraHusyemMon unu
NUKBMOMPOBAHHOW OpraHmMsauuu, a He3aKOHYEeHHble fderna, nepefaHHble [Af8  OKOHYaHWA  NPOM3BOLACTBOM
opraHnsaunm-npaBonNpPeEeMHUKY, BKIIOYAKOTCHA B apXUBHbIA (hOHA, nocnegHen.

M3 apxuBHoro oHaa InUYHOro MPOUCXOXKOEHUA apXMBHblE [JOKYMEHTbl OpraHusauuuM BblOensTcsa U
NPUCOEOUHAIOTCHA K COOTBETCTBYIOLLEMY apXUMBHOMY (POHAY MpU YCMNOBUU, €CNU 3TOT apXMBHbIN (DOHO HaxoauTcsa Ha
XpaHeHuM B OaHHOM apXxvMBe W apxXMBHble OOKYMEHTbl OpraHmsauuMmM He CBfA3aHbl C OeATENbHOCTbIO rpaxkaaHuHa,
obpasoBaBLIEro apxXMBHbLIN (OHAO JMYHOTO MNPOUCXOXAEHUS. He nognexar BblAENEeHW0 U3 apxXMBHOrO doHaa
rpaxxgaHuHa - pyKoBOAMTENS U YfieHa COOTBETCTBYHOLLMX OOLLECTBEHHBIX OpraHU3aumii apXmBHbIE AOKYMEHTbI 3TUX
06LLLECTBEHHbIX OpraHn3auuii.

2.4.3. EQnHbIN apxmBHbIA OOHA C apXMBHBIMW JOKYMEHTaMu OpraHn3auumn coCTaBnsoT:

apXxvBHble AOKYMEHTbI NPeACTaBUTENbCTB U (hunnanos;

apXMBHblE AOKYMEHTbI COBELLATENbHbIX OPraHOB, CO34aHHbIX MPU OpraHn3auuu;

apXMBHble AOKYMEHThbI BpEMEHHbIX aAMUHUCTPaLUi opraHM3aunm, Haxoaswencs B ctaamm 6aHKpoTCTBa;

apXMBHblE JOKYMEHTbI CO3[aHHbIX MPX OpraHn3auun NepBUYHbIX OOLLECTBEHHbIX OpraHM3aunii (3a UCKITYEHNEM
opranmsaumi KNCC u BJIKCM), cyuwlectBoBaBLIMX A0 MPUHATUS 3akoHopaTtenbcTBa Poccunckon depepauum o6
0o6LecTBEHHbIX 00 bEeAUHEHUSIX;

apXMBHbIE AOKYMEHTbI JIMKBUOALMOHHOW KOMUCCUW OpraHvM3aunm.

ApXVBHble OOKYMEHTbI OBLLEeCTBEHHON opraHusaummn (NPoCcoo3HOM 1 Ap.), CYLEeCTBYOLWEN Npu opraHnsaumm c
MOMEHTa perucTpauuyM 3ToW OOLLEeCTBEHHOW OpraHuW3auMum B COOTBETCTBUM C 3aKOHOAATenbCTBOM Poccuiickon
dPepepaumm 00 0OLLECTBEHHbIX OObEAMHEHMAX, MPU WX MNOCTYMSIEHMM HA XPaHEHWE B apXUB COCTaBMSAHT
CaMOCTOATENbHbIN apXUBHbIA (POHO MMM MPUCOEOMHAIOTCA K apXMBHOMY (QOHAY COOTBETCTBYIOLLEW OpraHusauuu,
00pasys 06beaNHEHHbIN apXUBHBIN POHA.

2.5. O6beguHeHHbI apXUBHbIA hOHL POPMUPYETCS N3 aPXUBHBIX LOKYMEHTOB!

opraHmMsauuin, OAHOPOAHbLIX MO LENeBOMY Ha3HaYeHU W  QYHKUMSM, AENCTBYIOLWMX Ha onpeneneHHom
Tepputopuu;

PYKOBOASILLEro OpraHa v NogYMHEHHbIX eMYy OpraHu3aunii, OEUCTBYIOLLMX Ha onpeaerneHHON TeppuTopum;
opraHmsaunii, 06begMHEHHbIX 0O HEKTOM AEATENbHOCTY;

nocnegoBaTtesibHO CMEeHABLUMX Opyr Apyra opranaau,w?l, ecnm d’)yHKLI,I/IVI npeguwecTtBeHHMKOB MOJIHOCTbIO U
YaCTUYHO nepegaBarinucb 1 nepegaroTcd X npeeMHUKam;

OBYX nnun 6onee apxmBHbIX POHAO0B JIMYHOrO MPOUCXOXKAEHUSA, €CMNN rpaXaaHe CBs3aHbl Mexay cobon Brmskumm
pOACTBEHHbBIMU, NPOdECCMOHANbHBIMU, TBOPYECKUMM, AEMNOBLIMU OTHOLLEHNSMN.

2.6. ApxuBHaga Komnnekumsa noctynaeT B apxvB UM pOpMUpPYeTCs B apxmBe M3 OTAEfMbHbIX Pa3pO3HEHHbIX
APXUBHbIX OOKYMEHTOB, WMeEKLWnNX npu3Hakn O6LLLHOCTI/I. |/|CTOpVIHeCKI/I CNOXMBLLUAACA apXuBHaaA Konnekuyud,
NoCTynuMBLLAs M3 ApYyroro apxmea, OT OpraHnsaumun unm rpaxgaHuHa, nepedoHANPOBaHUIO HE NOAMNEXMT.

2.7. ApxuBHble [OOKYMEHTbl, COPMMPOBAHHbIE B aAPXUBHbIA (POHAO, OOBEAMHEHHLIV apXMBHbIA OHA WK
apXUBHYIO KONnekuuio, nepecdoHanpoBaHuio He nognexaT. MNepedoHanpoBaHme apxXmBHbIX JOKYMEHTOB AOMYCKaeTCs B
UCKITHOYNTENBHbIX Criyvasx npu obHapy>XeHnn omnbok hoHAMPOBaHWS, 3aTPYOHSAIOLLMX MOUCK apXMBHbBIX JOKYMEHTOB.

2.8. B 3aBucumoctn ot BpeMeHn 06pa3OBaHI/|F| M npaBoBOro crtartyca WCTOYHUKA KOMMJIEKTOBaHUA
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(dboHpoobpasoBaTens) ero apxmBHble AOKYMEHTbl MPUHMMAIOTCA B apxXvMB WM Kak MNPOAOIKaMLWAACs 4acTb yxe
NUMeIoLLEerocs apxXmBHOro ooHaa, Unu Kak HOBbIN apXMBHbLIN POHA.

2.8.1. B cBa3u ¢ npuHaTnem KoHctutyumm Poccuinckon deaepaumm B 1993 roay:

2.8.1.1. HOBble apxuBHble (POHAbLI COCTABMAIOT apXUBHbIE AOKYMEHThI:

opraHoB 3akoHogaTtenbHou Bnactu Poccuickon ®Pepepaumm n cyobektoB Poccuiickon ®eaepaunu;

OopraHoB UcnonHuTensHomn snactn Poccuickon ®egepauun n pecnybnuk B coctase Poccuiickon degepaunu;
rnaB (rybepHaTopoB) kpaeB, obnacten, aBTOHOMHbIX OKpyroB Poccurckon ®efepauum n Mx agMUHUCTPaLUi;

OTpacneBbIX OPraHoB MCMOMHUTENBHOW BNacTu kpaes, obnacten, Mockebl 1 CaHkT-lleTepbypra, aBTOHOMHbIX
okpyros Poccuiickon ®eaepauun, ecrnv ux 3agadm n yHKLMN U3MEHUINCS;

opraHoB cygebHon Bnactu Poccunckon ®enepaumu;

OpraHoB MECTHOro camoynpaBneHus;

"eHepanbHOW NpokypaTypbl Poccuiickon ®epepauuu;

CueTHon nanatel Poccuiickon ®epepamu;

LlenTpansHoro 6aHka Poccuiickon ®eagepaunn (baHka Poccun);

LlenTpanbHoW u3bupatensHon komuccun Poccuiickon ®egepauun, wnsbupatenbHblX KOMUCCUM  OpraHoB
rocygapcTBeHHOM BnacTu cybbektoB Poccuiickon Pepepaumm.

[onyckaetca copmupoBaHne o6beanHEHHbIX apXMBHbIX (POHAOB U3 APXMBHBLIX AOKYMEHTOB M3BMpaTerbHbIX
KOMMCCUI Mo BbIGOpPam OpraHoB MECTHOrO CaMoyNpaBeHns:;

2.8.1.2. eauHble apxmBHble POHObLI COCTABNAT apXUBHbIE JOKYMEHTHI:

oTpacneBbIX YNpaBneHui 1 OTAEMNO0B UCMONTKOMOB COBETOB HApOAHbIX AenyTaToB Kpaes, obnacTten, r. r. Mockebl
CaHkT-lMeTepbypra, aBTOHOMHbIX okpyroB PCO®CP 1 coOTBETCTBYIOLLMX OTPacneBbliX OpraHoB UCMONTHUTENBLHOM BriacTu
KpaeB, obnacten, r. r. Mockebl u CaHkT-lNeTepbypra, aBTOHOMHbIX OKpyroB Poccuiickon ®epepaumm, ecnv ux 3agaydv u
dYHKLMKN ocTanucb 6e3 n3MeHeHUs;

opraHoB cygebHom Bnactu u npokypaTtyp pecnybnuk, kpaes, obnactew, r. r. Mocksbl u CaHkT-leTepbypra,
aBTOHOMHbIX OKpyros, ropogoB u panoHoB PCO®CP n cooTBETCTBYIOLMX OpraHoB cygebHon BnacTu 1 npokypatyp B
pecnybnukax, kpasx, obnactsax, r. r. Mockse u CaHkT-lNeTepbypre, aBTOHOMHbIX Okpyrax Poccuiickon ®egepauum,
MYHULMMNAnNbHBLIX pakioHax N ropoacKUX OKpyrax;

NpeAcTaBUTENBHOMO U UCMONMHUTENbHO-PaAcnopAaNTENbHONO OPraHoOB MyHULMNANbHOIO NOCENeHus.

2.8.2. B cBs3n ¢ npeobpasoBaHNeM MyHULMNAnNbHbIX 0Opa3oBaHuii (X 0O6beaUHEHUEM, pa3feneHneM, a TaKkke
M3MEHEHNEM cTaTyca ropoAcKOro NoceneHnsl) HoBble apXmMBHble OOHAbI COCTABMAKT apPXMBHbIE JOKYMEHTbI CO34aHHbIX
OpraHoB MECTHOIro camoyrnpaBrieHus.

N3meHeHne rpaHuny MyHuumnanbHbIX O6p83086HI/IIZ He ABNndAeTCcdA OCHOBaHMEM AndA CO34aHUA HOBbIX apXUBHbIX
(*)OH,D,OB M3 apXmMBHbIX JOKYMEHTOB COOTBETCTBYHOLLNX OpraHOB MECTHOIo camMmoynpaBlieHUA.

2.8.3. lNpwn peopraHnsaumm opraHnsaumm HoBble apxmBHble POHAbI CO30A0TCA B CRyyasx:
N3MEHEHWs LEeNEBOro Ha3HayYeHus, Npounsa AesTeNbHOCTU U OYHKLUIA OpraHM3aunu;

npeobpasoBaHNsa opraHM3aLUmMmn ¢ U3MEHeHeM opMbl COGCTBEHHOCTU UMYLLECTBA OpraHu3auum (Nnpusatmusaums,
aKUMOHMPOBaHMe, HauMoHanu3aums 1 T.m.).
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M3  apxvmBHbIX OOKYMEHTOB rOCYQapCTBEHHOM WM MYHMUMMNANbHOW  opraHuM3aumm, nogBepriiencs
npeobpasoBaHMi0 C U3MeHeHneM (popMbl COBCTBEHHOCTU MMYLLECTBA OpraHu3aumun, U apXuBHbIX AOKYMEHTOB BHOBb
BO3HMKLUEN OpraHusauun(in)-npasonpeemMHuka(oB) gonyckaetcs opmupoBaHue obbeanHEHHOro apxmeHoro oHaa B
crnyvyae nepejadm  apxuBHbIX  JOKYMEHTOB  OpraHusauun(i)-npaBonpeemMHuka(oB) B rOCyOapCTBEHHYD  UNu
MyHULUMNanbHy0 COOCTBEHHOCTb.

2.8.4. He siBnsieTcA OCHOBaHWEM Afsi CO34aHMs HOBOrO apXMBHOro ooHAa:
pacliMpeHne Unu cyXXeHne TepputopuanbHbIX rpaHuL AeaTenbHOCTU NN (PYHKLMIA OpraHn3aumu;

BblAesfieHMe U3 opraHMsaumm OOHOW UMM HECKOMNbKUX HOBbLIX OpraHu3auui ¢ nepegaden UM oTAenbHbIX PyHKUUIA
nepBoKn opraHmn3aLumu;

MU3MEHEHME MOAYMHEHHOCTM OpraHv3auuv, ee CTPYKTYypbl, MepeuMeHOBaHWe WM BHECEeHUE W3MEHEHUA B
Ha3BaHWe, He COMPOBOXAALLMECH N3MEHEHEM NEPBOHaYAsIbHbIX (OYHKLWIA;

cMeHa yupeauTens(eit) opraHmsauumn 6e3 naMeHeHnss opMbl COBCTBEHHOCTM MMYLLIECTBA TON OpraHM3aLum.

2.8.5. ApxuBHble OOKYMEHTbI OpraHmMsaunmn, npekpaTMBLLEN CBOK OEeATENbHOCTb BCneacTBMe NMKBMAALNKN, B TOM
4yucre No MpPUYUHE YpEe3BbIYANMHbIX OOCTOATENLCTB UM CTUXMIHBLIX OeACTBMIA, a 3aTEM BOCCTAHOBIIEHHOW C TEMU Xe
DYHKLUMAMK, COCTaBNAT €ONHbIN apXMBHBIN (POHA,.

2.8.6. XpOHOMOrM4eCcKMMm rpaHnL,aMmn apxmBHoOro ooHaa siBASOTCA:

apxXvMBHOrO (YOHAA rOCYQApPCTBEHHOrO oOpraHa, opraHa MeCTHOro CaMOynpaBneHusl, opraHusaumm -
ycTaHaBN/Baemble Ha OCHOBE HOPMAaTWMBHBLIX aKTOB odmuuanbHble OaTtbl UX obpasoBaHus (permctpauum) u
nukeMaauun. Npu HanNMYnMM HeCKONbKMX HOPMATUBHBLIX aKTOB 3a AaTy 06pa3oBaHWsl rocyaapCTBEHHOIO OpraHa, opraHa
MECTHOrO camoyrpaBJieHNsl, OpraH13aLmmn NpMHUMaeTcs Aata Hambornee paHHEro U3 HUX;

00beaMHEHHOro apxmBHoro ¢oHga - gatbl obpasoBaHusa (permctpaumu) Hawbonee paHHen W nUKBMAALUK
Hambonee No3gHeN NO BPEMEHW OEATENbHOCTU OpraHu3auui, AOKYMEHTbl KOTOPbIX BOLUMAM B COCTaB 06beanHEHHOro
apXMBHOro hoHAa;

apxMBHOro oHAa MUYHOIro MPOUCXOXKOEHUS - AaTbl POXKOEHUS U CMEPTU rpaxkaaHuHa, YneHoB ceMbU Mnn poga
(no aHanornn ¢ 06bEeANHEHHbIM apXMBHBIM (POHAOM);

apXMBHOVI Konnekuumm - oatbl CaMmoro paHHero n camMmoro no3gHero OoKyMeHTa.

XpoHonoruyeckme rpaHulbl apxMBHOro doHAa MOryT He coBrnagaTtb C KpalHUMMW JaTamy COCTaBRsOLWMUX €ro
APXMBHBIX [JOKYMEHTOB:

B (poHAe rocyapCTBEHHOrO OpraHa, opraHa MECTHOroO CamOYMNpaBIieHUsi, OpraHM3auun - B CBSI3U C BO3MOXHbIM
OTCYTCTBMEM apXUBHbLIX OOKYMEHTOB HayanbHOro W/MNu 3aBeplualollero aTanoB OeATeNbHOCTM rocyAapCTBEHHOro
opraHa, opraHa MeCTHOro CamoynpaBfeHusl, opraHu3aLun, BKMYeHMeM B cocTaB doHaa Gonee paHHMX apXUBHbIX
[OKYMEHTOB, NepefaHHbiX AN 3aBeplUeHUss MPOW3BOACTBOM Aerna npedlecTBeHHUKOM rocydapCTBEHHOro oprawa,
opraHa MecTHOro camoynpaBsrieHUsi, opraHM3aLum;

B (pOHAE NNYHOrO MPOUCXOXKAEHMS - 33 CYET OOKYMEHTOB, CBA3aHHbIX C OTKIMKAMW Ha CMepTb rpaXxaaHuHa,
npoBegeHnemM naMaTHO-t0BUNENHbIX MEPONPUATUIA U Op.

OpraHu3aumnsi apXmBHbIX JOKYMEHTOB B NpeAenax apxuBHoro doHaa
2.9. B npegenax apxmBHoro ¢ooHaa apxXmBHble JOKYMEHTbI OPraHU3yoTCs No egnHMLUam XpaHeHus.

EQnHUUBI XpaHeHUst CUCTEMATU3MPYIOTCA COrMacHO CXeMe cucteMaTu3auum apXuBHbIX AOKYMEHTOB B apXMBHOM
doHae.

2.9.1. Cxema cuctemaTusauMnm apxXMBHbIX [OOKYMEHTOB B apxvmBHOM (OHAE SBMNSETCS OCHOBaHMEM [Anis
BHYTPEHHEN opraHn3auumn eamHuL, XpaHeHNst apXmMBHOro HOHAA U 3aKpennsaeTcs onucbio (ONUCsiMK) aen, 4OKYMEHTOB.
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Cuctematusaums eOviHULL XpaHeHUs B npedenax apxuBHoro doHaa no pasgenam (nogpasgenam) CXembl
cucTematusaLmm NPoOBOANTCS C YHETOM OOHOMO UMM HECKOMBKUX CREAYOLWLNX NPU3HAKOB:

CTPYKTYPHOIo (B COOTBETCTBMU C NPpUHAANEXHOCTbO e AUHUL, XpaHEeHUA K CTPYKTYPHbIM FIOD,pa3,D,eﬂeHVIﬂM);
XpoHosnorn4yeckoro (I'IO nepuoaam Unm gatam, K KOToOpbiIM OTHOCATCA eaANHULbI XpaHeHI/IFl);

d)yHKLI,I/IOHaJ'IbHOFO, oTpacneBsoro, rTeMmatn4eckoro, npeamMmeTHO-BONMpPOCHOro (C y4yeToM CbYHKLI,VIﬂ opraHunsauuun, Tem
NN BOMPOCOB, KOTOPbIX KaCaeTCA coaepxXaHne eqnHuL XpaHeHI/IH);

HOMWHaNbLHOro (MO 4EeNOoNPOU3BOACTBEHHON hopMe - BUAaM U pa3HOBUOHOCTAM LOKYMEHTOB);

KOPPECNoHAEHTCKOro (Mo opraHM3aumsiM 1 nuuam, B pedynbTate Nepenuncki ¢ KoTopbiMyv o6pasoBanicb e4uHULbI
XpaHeHus);

reorpadguyeckoro (B COOTBETCTBMU C OMpPeAeneHHbIMU TeppUTOPUSIMU, HaceneHHbIMU MYHKTaMu 1 Opyrumu
reorpagouyeckmmmn o6 beKTamMmn, C KOTOPbIMU CBSA3AHO cofepXKaHne OKYMEHTOB, UX aBTOPbl, KOPPECNOHOEHTbI);

aBTOPCKOro (MO Ha3BaHUSIM OpraHM3aumnin Unu damunmsamM nuy, KoTopble SBAAIOTCS aBTOPaMy JOKYMEHTOB).

Mpn cuctematusaumm egvHUL, XpaHEeHWs ayguoBU3yanbHOW M 3NEKTPOHHOW OOKYMEHTauMM OOMOSNTHUTENbHO
NCMNOMb3YTCH OOBEKTHBIN 1 (POPMATHbINA NPU3HAKK.

EanHnupl XpaHeHUA rpynnmpyroTca nocnenoBatesibHO No Npu3Hakam, NpuMeHeHne KOTOopPbIX ABIAETCA Hanbonee
uenecooGpasHuM ana Bcex Unn otaesbHbIX rpynn apxXmBHbIX JOKYMEHTOB apXUBHOIO q)OHJJ,a.

[oKymMeHTbl MO JMYHOMY COCTaBy, a TaKkKe Hay4yHO-TeXHWYECKMe [JOKYMEHTbl B apXuBHbIX oHOax
Hay4YHO-MCCreaoBaTenbCKUX OpraHu3auuii, pyKonucu B U3gaTenbCcTBax, MCTopun 6GomnesHeid B MeOULIMHCKUX
OpFaHI/I3aLI,I/IF|X, aKTbl nposepox B (*)OHD,aX KOHTpOJ'IbeIX OpFaHOB BblOENATCA B OCOGbIe prl'll'lbl n CI/ICTeMaTI/I3VIpyIOTCF|
060co0bneHHo.

ApXVBHbIE JOKYMEHTbI apXMBHOMo hoHAa CemMbM, poda CUCTEMAaTU3UPYIOTCS BHaYare rno oTAesNbHbIM rpaxaaHam,
JOKYMEHTbI Ka)XOoro rpaxgaHuHa - no pasgenam Cxembl cuctemaTtusauuu. B apxuBHOM (hoHOe cembW Ha mepBoe
MECTO BbIHOCATCA apXMBHble JOKYMEHTbI Haubonee W3BECTHOro rpaxaaHuHa, 3aTeM - apXUBHble JO0KYMEHTbl UYNeHOB
cemMbi B Mopsiike cTeneHn poacTea. B apxueBHoM dhoHOe poga apxuBHble OOKYMEHTHbI pacronaralTcs B Mnopsake
reHearnornyeckoi nocrnegoBaTenbHOCT, MPUYEM  apXMBHble [JOKYMEHTbl, OTHOCSALIMECA KO BCemy poay
(reHeanormyeckune Tabnmupl, UMYyLLECTBEHHO-XO3AWCTBEHHbIE OKYMEHTHI), MOMELLaoTCs B HaYane.

EovHUUBl XpaHeHWsi, BKMOYEHHble B OObEeAWHEHHbIN apXuBHbLIN OHA, pacnonaralTcs MO  3HAYMMOCTU
doHgoobpasoBaTenen, N0 XpPOHOMOMMM UX CO3A4aHus, No andaeBuTy Ha3BaHUR. [nsi apXMBHbIX (POHAOB OAHOTUMHbIX
opraHusaumi ucnomnb3dyeTtcs obLias cxema cuctemaTmaaumm.

B npegenax apxvBHOW KOMMEKUMW apXMBHbIE OOKYMEHTbI OAHOrO BuAa (PasHOBWAHOCTM) FPYNNMPYHOTCS MO
aBTOPCKOMY MPU3HaKY C pacrosioXXeHnem rpynn eAuHUL, XpaHeH s B andaBMTHOM NOPSIAKE HA3BaHUA OpraHnsauui unm
damunuii rpaxgaH. B npepenax apxvBHOWM KOMMEKUMW, CO34AHHOM MO TemaTU4ecKoMy Mpu3Haky, rpynnupoBka
ApPXMBHbIX [OKYMEHTOB MNPOBOAWUTCS MO TEMaM UMM BOMPOCaM, PACMOMOXEHHbIM B MOpsSiAKe WX 3HAYUMOCTU MNn
XPOHOMOTUU.

B cooTBeTCTBUM CO CXeMOM cucTemMaTU3auum eAMHULbI XpaHeHUs rpynnupyoTcsa B Cneayowem nopsake:

€OUHNLbBI XpaHEHNS1 OTHOCATCS K TOMY rogy, B KOTOPOM OHM HayaTbl NMPOU3BOACTBOM MIN B KOTOPOM NOCTYNUIN B
[OaHHYI0 opraHusaumto (CTPYKTypHOe nogpasgenieHne) us Apyron opraHvM3aumm (CTPYKTYPHOro noapasperneHust) ans
npoaoSKeHna Npon3BoACTBa,

eOUHMUBI XpaHeHWs, codepXkalime nraHbl, OT4eTbl, CMeTbl U MaTepuanbl K HUM, OTHOCSITCS K TOMY rogy, Ha
KOTOpPbI/A UMK 3a KOTOPbIA OHW COCTaBfEHbI, HE3aBUCMMO OT AaTbl UX COCTaBIIEHUSI; 4ONTOCPOYHbIE MaHbl OTHOCATCS K
HayanbHOMY roay Ux AeNCTBUS, a OTYEThI 32 3TW rodbl - K NOCnegHeEMy roy OTYETHOMO Nepuoaa;

€edUNHNLblI XpaHeHud, Ha4vaTtble NMpon3BOoACTBOM B OAHOM nopgpasgeneHnn n nepegaHHble And npoaosnkeHunA B
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Apyroe noapasgeneHue, OTHOCATCS K TOMY NOApPasAenieHunto, B KOTOPOM OHU ObIn 3aKOHYEHbI;

B npegenax roga Uin XpoHororn4eckoro nepmnoga eamHuubl XpaHeHna pacnonaratoTcda no 3Ha4MMoCTu d)yHKLI,I/IIZ
opraHmnsauunmn (VIJ'IM B nopAagke 3Ha4nmocTtun n Nnorn4yeckon B3anMoCcBs3n BUAOB U p83HOBI/Iﬂ,HOCTeIZ ,EI,OKyMeHTOB);

eQMHNUBl XpaHeHusl, npeacTaBnsiowme cobon NUuHble Adena, CUCTeMaTU3MPYHTCA MO rogam YBOSbHEHMS U
andasuty bamunuin.

prnnbl eOunHnU XpaHeHua B npeperiax nocnegHmnx (3aBepLua}ou.w|x) CTyHeHeVI cucremMatmnsaunm pacnpenendatoTca
Nno Ux 3HaA4YNMOCTUN U XPOHOJIOTUN.

HedoHaoBas opraHu3aums apxmBHbIX JOKYMEHTOB

2.10. HedboHOoBas opraHnsaums apxmBHbIX JOKYMEHTOB - OpraHn3aLumnsa co3faHHbIX B OeATENbHOCTU PasnnYHbIX
NCTOYHUKOB KOMMSEKTOBaHMSA ayanOBM3yanbHbIX JOKYMEHTOB (KMHO-, poTO-, (hOHO- 1 BMOEOAOKYMEHTOB) MO MX BUAAM,
OOHOMY WNWN HECKOMNbKMM BHELHWM npu3HakaMm (LUBETHOCTW, martepuany HocuTens wHdgopmauuun, ero dopmary,
cMcTeMe 3anucu 3ByKoBOW MHAOpMaLmMun 1 ap.).

KMHO,D,OKyMeHTbI n BNOEOOAOKYMEHTblI CUCTEMAaTU3INPYKOTCA NoO BMAaM - (bI/IJ'IbeI, cneuBblnyCKU, KUHOXYpPHarnbl,
oTAeNIbHbl€ KUHO- N TEJTECHOXKEThI pasnquoﬂ LuBeTHocTn. Ha KMHOOOKYMEHTbl 1 BUOEOAOKYMEHTbI onpenenieHHOoro snaa
COCTaBJIideTca otaesnibHad onuchb.

DOTOAOKYMEHTbI CUCTEMATU3UPYIOTCS MO BMAAM - HeraTtvBbl pasfnMyYHOM LBETHOCTM W pasmepa; crnangbl
(AMano3nTuBbI) pa3nNMYHOM LIBETHOCTU; NO3UTKBLI, oTOOTNeYaTku; potoansbombl; aadunbmbl. Ha oTooOKYMEHTBI
onpegeneHHoro Buaa cCocTaBnsieTcsl oTAenbHas onuch.

DOHOAOKYMEHTbI  CMCTEMATU3UPYIOTCA MO  BuAam 3anucu  3BYKOBOW MHGopMauun - oHorpadmyeckas,
rpaMmModoHHas!, LOPMHOMOHHAs, onTuyeckasi, MarHuTHas, nasepHas. Ha ¢oHogokyMeHTbl onpegeneHHoro Buaa
3anMcu cocTaBrsieTcs oTAenbHas onumchb.

OnNeKTPOHHbIE [OKYMEHTbl CUCTEMaTU3MPYKOTCA MO BuMAaM HocuTenem wHdopMauun (MarHWTHbIE IeHThbI,
nasepHble 1 XeCcTKne OUCKU, KOMNAaKT-AUCKU, AUCKETbI); BHYTPWU BUAOB - NO hopMaTtam npeacrasneHns nHopmaummn um
Janee - no xapakrepy 3aukcupoBaHHON UHpopmaLmn.

Ob6ecneyveHre COXpaHHOCTW apXMBHbIX AOKYMEHTOB

2.11. Komnnekc MeponpusaTMn NO CO34aHMI0 HOPMAaTUBHLIX YCMOBWUW, COBMIOAEHUI0O HOPMaTUBHBIX PEXMMOB U
Hagnexalley opraHmsauum XpaHeHUs apXuBHbIX [OOKYMEHTOB, WCKMYalWuxX WX XulleHwe W yTpaty u
obecneuunBaoLmx noaaepxaHne nx B HopmManbHOM (M3NYECKOM COCTOSIHWMM, 0BecnevnmBaeT COXPaHHOCTb apXUBHbIX
AOKYMEHTOB B apxuBe.

Ob6ecneyeHne HOPMaTUBHBIX YCIIOBUI XpPaHEHUS
APXUBHbIX JOKYMEHTOB

2.11.1. HopMaTUBHbIE YCINOBUS XpaHEHMWS1 apXMBHbIX LOKYMEHTOB 0becneunBatoTcs:
CTPOUTENLCTBOM, PEKOHCTPYKLMEN U PEMOHTOM 30aHUN apXUBOB;

co3gaHmemM onTuMarnbHbIX (HOpMaTMBHbIX) NPOTMBONOXAPHOro, OXpaHHOro, TemMnepaTypHO-BIIa>XHOCTHOIO,
CBETOBOIro n CaHUTApPHO-r’MrMeHN4eCcKoro pe>xMmMoB B 34aHNN U NMOMELLEHNAX apXnBa,

NMPUMEHEHMEM CheumarnbHbIX CPeACTB XpPaHEHUS U NepeEMELLEHUST apXMUBHbIX AOKYMEHTOB (CTennaxu, wkadbl,
cendbl, KOPobkM, Nanku n ap.).

TpeboBaHUs K 34aHMSIM U NMOMELLIEHNAIM apXuBa
2.11.1.1. ApxvB pasmellaeTcsi B creyuanbHO MOCTPOEHHOM(bIX) MM MNPUCNOCOBNeHHOM(bIX) ONS XpaHeHus

apPXUBHbIX OOKYMEHTOB 34aHMU(AX) UM OTAErMbHbIX NOMELLEHUsX 30aHus, yaaneHHoM(biX) OT OMacHbIX B MOXapHOM
OTHOLWIEHMN 0O6beKTOB (HedTexpaHunuiia, 6€H30KONOHKN, aBTOCTOSHKW, rapaxun U T.M.) U NPOMbILINEHHbLIX OOBLEKTOB,

KoHcynbTanTlNKoC

www.consultant.ru CrtpaHmua 8 n3 91
HaeXHas npaBoBas noaaepXxkKa



http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru

Mpuka3 MuHkynbTYpbl PO oT 18.01.2007 N 19
(pea. ot 16.02.2009)

"06 yTBepxaeHuu MpaBun opraHn3aumMmn XpaHeHus,
KOMMMEKTOBAHM...

[JokymeHT npegoctasneH KoHcynbTaHTINOC
[ata coxpaHeHus: 06.08.2018

3arpsAsHALLUMX BO3AyX (arpeccuBHble rasbl, LEMeHTHas Nbib U T.M.). MpUrooHoCTb MecTOpacrionoXeHUs apxvBa
onpeaensieTcs ¢ y4eToM 3aKouYeHUid cnyxGbl MoXKapHOW OXpaHbl M CaH3NMOEMCTaHLMM O CTENEHU 3arpsi3HEHHOCTU
BO3ayxa.

CTpOMTeJ'IbCTBO N PEKOHCTPYKUUA 30aHUA apXmBa Npon3BoAATCA B COOTBETCTBMU C HOPMATUBHbIMU NMpaBOBbIMU
aKkTamu, cogepxxammm Tpe6OBaHI/IF| K OObekTaM TEXHUYECKOro perynmpoBaHna " ﬂpoeKTHOl‘/‘I ,E],OKyMeHTaLLMGVI,
COrnacoBaHHOM C COOTBETCTBYHOLNM YNOJIHOMOYEHHbBIM OPraHOM MCMNOMNHUTENBbHON BNacTu B ccbepe apXuBHOro gena.

3paHue apxmea npencrasnaeTt coboi KOMMNIEKC OCHOBHbIX U BCMOMOraTesnbHbIX NOMELLEHWHN, npegHasHa4eHHbIX
anda BbINOJIHEHNA 3aaad apxmBa MO  XpaHeHuto, o6pa60T|<e, MCNOJNb30BaHNIKO apXMBHbIX OOKYMEHTOB W 3adad
a,D,Ml/IHI/ICTpaTVIBHO-X03FII7ICTBeHHOFO, TexHu4yeckoro, ObITOBOro Xapakrtepa, oTBe4aTb Tpe6OBaHVI$-|M paLI,VIOHaﬂbHOI7I
NaHNpPOBKN NOMELLEHWIA.

Cocta, pacnonoxeHue, 06Opy#oBaHWEe MOMELLEHUA OCHOBHOTMO HasHauyeHus [JoShkHbl obecneyvBaTtb
COXPaHHOCTb apXMBHbIX JOKYMEHTOB Ha BCEX yyacTkax paboTbl ¢ HUMU, cobnioaeHre TpeGoBaHWn TexHonorMn pabor,
oXpaHbl Tpyda, TeXHWKM GesonacHOCTM U NMPOU3BOACTBEHHOW CaHWTapuW, a TakkKe pauuoHanbHoe B3auMoaencTeue
nogpasaeneHnii apxuea. K noMeLeHsiM OCHOBHOMO Ha3Ha4YeHNst OTHOCHTCS:

apXMBOXPaHUNULLA;

pabouyre noMeLleHnsi paboTHUKOB apXuBa;

nomelLeHns ANs npuemMa 1 BPEMEHHOIo XpaHeHUs, akkNMMaT3aUun apXmuBHbIX OKYMEHTOB;

nomeLLeHVs1 AN U30NSAUNY, Ae3UHMEKLMN U AE3NHCEKLMN NOPaKeHHbIX apXUBHBIX JOKYMEHTOB;

nomelleHnst ans obecnbinnBaHus, nepenneTta n pecrtaBpaulnn apxXmBHbIX JOKYMEHTOB;

MOMELLeHNs1 ONs KOMUMPOBaHMS M pecTaBpauLuu apXUBHbIX [OKYMEHTOB (MMKpO-, Kcepo-, (hOTOKOMMPOBaHMS,
doTopecTaBpaumm 1 T.M.), 06paboTKN NIEHKN U NPOBEAEHUS] TEXHUYECKOrO KOHTPOSIS ayAMOBU3YarbHbIX JOKYMEHTOB;

noMeLwleHna ana XxpaHeHna y4eTHbIX JOKYMEHTOB;

KOMMMEKC YuTanbHOro 3ana (C yyacTkaMu Bblgaun den W CNpaBOYHO-MOWMCKOBbIX CPEACTB, BPEMEHHbIM
XpaHunuiiem);

Hay4YHo-cnpaBoYHas bmMbnuoTeka;
MEeTOAMNYECKUI KabUHeT;
BbICTaBOYHbIN 3an.

Pa3melueHune apxumea B I'IpI/ICI'IOCO6J'IeHHbIX 34aHnAax 1 nomMeweHunax npoms3sognuTcAa B yCTaHOBJIIEHHOM nopsaake
nocne npoeeaeHna nx aKCnepTu3bl. SKcnemesa yCTaHaBnMBaeT CTeneHb OrHECTOMKOCTM 34aHus1, AONTOBEYHOCTb ero
OCHOBHBbIX KOHCprKLI,MIZ N NPOYHOCTb MEXITAXHbIX I'IeperbITI/II7I C y4deToM noTeHuuarbHbIX Harpy3oK, COCTOAHWUE
NoMeLLEeHNI 30aHuns (FIOSTa)KHbIX, noaBalibHbIX, qep,u,aqulx), Halm4ne n CoCTtoAaHnE OTOoNMUTEINbHbLIX N BEHTUIMALMOHHBLIX
CUCTEM. SKcnepTwaa npoBoAnNTCA npencraBuTeENnAMnN apxuea, NoXapHbIX, OXpPaHHbIX, CTPOUTETIbHBbIX,
CaHUTapPHO-3aNMAEeMHNOSIOrM4eCcKknX N gpyrmx cneunarnbHbIX cny>|<6. Mo ntoram OKCNepTun3bl COCTaBAETCA aKT.

He OONnyCckaeTCcd pas3MelleHne apxmBa B BETXUX CTPOEHUAX, OepeBAHHbIX I'IOCTpOIZKaX, 30aHNAX C CblpbiIMU
OCHOBHbIMW, nNogBaribHbIMK, YepaavyHbiMK NOMELEeHNAMNU, NeYHbIM OTOMJ1IEHNEM.

ﬂpe,qHaaHaquHble Ona XpaHeHna apXmBHbIX OOKYMEHTOB MomMelleHnA B I'IpVICI'IOCO6J'IeHHbIX 30aHUAX OOJTKHbI
ObITb M3onnmpoBaHbl OT OCTallbHbIX nomewleHmn 3gaHus. He [onyckaeTca pasmelleHne apxXmBHbIX OOKYMEHTOB B
nomMeLweHnAax 3aaHund, 3aHATOro CJ'Iy)KﬁaMM 0OOLEeCTBEHHOrO NUTaHWUS, MULEBLIMKA CKNagamu, opraHunsaunamum,
XpaHAWMMK noXapoonacHble U arpeccuMBHble BellectBa WM NPUMEHAKRLWMMMN NoXapoonacHble U XUMU4eckne
TEXHONOornn.

TpeboBaHMs K apXMBOXPaHUAMULLY
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2.11.1.2. ApXvBOXpaHUIULLE [OIMKHO ObITb MakCMMarbHO yAaneHo OT nabopaTopHbIX, NMPOW3BOACTBEHHbIX,
ObITOBbLIX MOMELLEHUA apXmnBa U HE MMETb OOLUX C HAMU BEHTUNSILMOHHLIX KaHamnoB. ApXMBOXpaHUIMLLE OTAeENsAeTcs
OT COCeOHUX MOMELLEHUN apXmMBa HECrOpaeMbiMM CTEHAMU M MEPEKPbITUSMU C NpegeriaMmm OrHECTOMKOCTU HE MeHee
OBYX YacoB. B apxnBoxpaHunuiie He JonycKkaeTcsi npoknagka Tpyb BoOOCHAGXEHMSA U kaHanu3aumm, TEXHONOrnm4yeckue
1N ObITOBbIE BbIBOAbLI BOAbI.

MpV NpPOEKTUPOBAHWM pasMELLEHUS apXMBOXPaHWNUWEA B CreuuanbHOM WM NPUCNOCOBNEHHOM  34aHuK
npeanoyTeHne (Npy paBHbIX TEMOBLIX XapakTepuUCcTKax) OTAAETCS NMOMELLEHNAM C CEBEPHON OpUeHTaLMEN OKOH.

MaTepmanbl NOKPbITUA CTEH, NOoJ10B, NOTOJIKOB, BHyTpeHHeIZ apmMaTypbl apxmBoxXpaHunuiuia, npuMmeHdaemble npu
N3roToBJ1IEHNN 060pyﬂ,OBaHVIF| n CcpencTtB XpaHeHUsa apXuBHbIX OOKYMEHTOB, HE OOJDKHbI CO6VIpaTb Nbifb, ObITb ee
NCTOYHUKOM UIN BbIAENATb arpeCcCBHble XMMNYECKMNE BELLLECTBA.

ApxmsoxpaHmnmu.l,e OOJIKXHO NMMETb €CTEeCTBEHHYI0 mnnn NCKYCCTBEHHYIO BEHTUNALUIO. Cuctemsl
KOHAOMLIMOHNPOBaAHNA [OO0JTXHbl obecneynBaTb peunpkynaunto Bosayxa C KpaTHOCTbIO obmeHa 2 - 3, cTabunbHOCTb
TeMnepaTtypHO-B1a>XHOCTHOIO peXxXuma, OYUCTKY BO3AyXa OT NblIn U arpeCCUBHbLIX npwmeceﬁ, a TaKkKe oTBe4aTb
COBpPEMEHHbIM TpeGOBaHMﬂM KOMMNaKTHOCTUN N SKOHOMUYHOCTHU.

BbicoTa apxmBoxpaHunuila 3aBUCUT OT TeXHOJTOrm4eckoro O60pyﬂOBaHI/IF|, NPUHATOrO AnA XpaHeHUa apXmMBHbIX
OOKYMEHTOB, HO HEe MeHee 2,25 M 0o HM3a BbICTyNakoLWnX KOHCprKLI,I/IVI 1, Kak npaBuno, He Bbllle 4 m.

ApXMBOXpaHVIJ'IVILLI,e OOJDKHO UMEeTb y}J,O6HbIe BbIXOAbl K J'IVICbTaM N NeCTHUYHbIM KneTKaMm.

He ponyckaeTcs xpaHeHue (OOHO-, BUOEO- N SMEKTPOHHbIX LOKYMEHTOB Ha HOCUTENSAX C MarHUTHbIM paboynm
CrNoeM B apXMBOXpPaHUNuLLE C NapasuTHbIMU NOCTOSHHBIMU UM NEpPeMEHHbIMU MarHUTHBIMU MONAMU HANPSXKEHHOCTbLHO
6onee 400 a/m.

ApXrBOXpaHUIULLLE apXMBHbIX AOKYMEHTOB Ha HUTPOOCHOBE (OMacHOW, roprodent) TeppuTopranbHO OTAeNAeTcs 1
n3onupyeTcs oT APYrnxX apXMBOXpPaHUmuLL. B HWXKHEN 30He apXMBOXpaHUNULLE apXUBHbLIX JOKYMEHTOB Ha HUTPOOCHOBE
npegycmaTpuBaeTcs AONOMHUTENbHAs BbITSXKKa BO34yXa.

HopmaTuBHbIE PEXMNMbI XPAHEHUSA apXUBHbIX JOKYMEHTOB.
[MpoTuBOMNOXapHbLIN PEXUM

2.11.2.1. TlpOTUBONOXapHbLIA pPEXMM B 30aHUU(SX), rOe pasMmellaeTcss apxvB, M B apXvMBOXpaHUnuLiax
pernaMeHTUPYeTCs COOTBETCTBYHOLLMMY HOPMaTMBHLIMU MpaBoOBbIMM aktamu Poccuiickon ®Pepepauum B obnactu
noxapHou 6e3onacHocCTy.

OXxpaHHbIN pexmm

2.11.2.2. OxpaHHbli  pexum  apxvmBa  obecneyMBaeTCcsi  KOMMJIEKCOM  Mep No  obecneyeHuo
WH)XEHEPHO-TEXHUYECKOW YKPEMNNEHHOCTN, 00OpydoBaHWO 34aHUs (MOMELLEHWsI) apxuMBa CpPeacTBaMy OXpPaHHOW
CuUrHanmMsauum, opraHusauum nocTa(oB) OXpaHbl, OMeYaTbiBAHUIO MOMELLEHUN, COBMNOAEHUI0 BHYTPUOOBHLEKTOBOIO U
MPONYCKHOIO PEXMMOB, XPaHEHMIO KIMOYEN OT CITY>XEOHbIX NOMELLEHNI.

TpeboBaHUs K apXMBOXPaHUIULLAM W OPYTMM MOMELLEHUSIM apXuBa, B KOTOPbIX XPaHSATCSl CEKPETHbIE apXMBHbIE
OOKYMEHTBI U MPOBOAATCSA paboThl C HAMMU, YCTAHOBIEHbI HOPMaTUBHBLIMW NPAaBOBLIMU AOKYMEHTaMu No obecnevyeHuto
pexuma cekpeTHocTu B Poccuinckon degepaumm.

OpraHusaunsa oxpaHbl apxvBa OCYLLECTBMSETCS B COOTBETCTBMM C TpeDOBaHWSAMWU 3aKOHOAATEMbHbIX M UHbIX
HOpMaTUBHbLIX MPaBoBbIX akToB Poccuiickon depepaumun, a Takke WVHCTPYyKUUM O Nopsake OCYLLEeCTBNEHUS OXpaHbl
apxuBa, COrNacoBaHHOMW B YCTAaHOBMEHHOM MOPSAKE C OCYLIECTBMSALWMUM OXpaHy apxuBa noAapasgeneHvemMm wu
COOTBETCTBYIOLLMM OpraHoOM BHYTpeHHUX aen Poccuinckon degepaumu.

OxpaHa apxuMBa OCYLIECTBNSAETCA Ha OCHOBaHUM [OroBOpa MeXay apxXvMBOM U COOTBETCTBYHOLLUM
noapasfenieHnemM oxpaHbl, B KOTOPOM NpedycMmaTpuBaloTcs 0b6a3aTenbCTBa CTOPOH MO OXpaHe apxvBa, COGMAEHUIO
BHYTPUOGHLEKTOBOIO M MPOMYCKHOTO PEXMMOB, NpedycMaTpuBalolMX B TOM YWCHE [OOCMOTPOBLIE MEPONpPUATUS.
MepeyeHb MoOMeLleHW apxuea, OOOpyAyemblX CpedcTBaMM  OXPaHHOW  CUrHanMsauuu, npuMeHsieMble
NH)XEeHePHO-TEXHNYECKNe cpeacTea, Bua, YCNOBMS OXpaHbl U AUCIOKALMSA NOCTOB onpeaensioTcs YCroBuaAMI JoroBopa
ncxoas M3 MPUHLUMNOB HAAEXHOCTU U SKOHOMUYECKON OBOCHOBAHHOCTM TapudpoB, a Takke C YYeTOM MOMOXEHW
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MEXBeJOMCTBEHHOro akTa obcrnenoBaHnsa apxmea u TpeboBaHUn HOpMaTUBHbBIX NpaBoBbix aktoB MB[L Poccum.

O6s3aTenbHOMY  OCHALLEHMIO  CPedCTBaMM  OXPaHHOW  CUrHanu3aumMuM UM ornevyaTbiBaHuio  noanexar
apXMBOXpaHUNLLA U MOMELLEHMUs, B KOTOPbIX MOCTOSIHHO WM BPEMEHHO XPaHSATCS apXMBHbIE OOKYMEHTbI, a Takke
mMaTtepuarnbHble LEHHOCTW, aBapuiiHble W 3anacHble BbIXoAbl M3 34aHUsi apXuBa, OCHOBHOW BXO4 MpU OTCYTCTBUM
KPYTrIIOCYTOYHOIO NMocTa OXpaHbl.

OneyvaTbiBaHUIO noanexaTr MeTannu4eckue LLIKaCbe n Ceﬁ(bbl, rge BpPEeMEHHO XpaHATCA BblaHHblE U3
APXUBOXPaAHUITULL, apXUBHbIE€ OOKYMEHTbI, y4eTHble JOKYMEHTbI U Hay‘-IHO-CI'IpaBO‘-IHbIﬁ annapart, eClih OHN HaxogATCcd B
Heone4vyaTtbiBaeMbiX NMNOMELLEHUAX.

ApxuBoxpaHunviia M Apyrue noMelLeHns, rae MOCTOSHHO WM BPEMEHHO XPaHSITCA apXWMBHble [OKYMEHTHI,
obopyayloTcss ABEPSAMU C NOBbILLIEHHON TEXHUYECKOW YKPEMNEHHOCTbI MPOTUB BO3MOXHOIO B311OMa, OCHAaLLEHHbIMU
3aMKaMM MOBbILLIEHHON CEKPETHOCTH.

Bce ask3eMnnsipbl KroYen (3a MCKIMOYEHMEM OTHOCSILLMXCSt K MOMELLEHWSIM, Ha KOTOpble PacnpoCTPaHsATCS
cneuvanbHble TpeboBaHWSA pexuma CEeKPeTHOCTU) YYWUTBLIBAKTCA B >KypHane perucrpaumm Kryen K 3amkam
noMeLLeHWn apxuBa, BedeHME KOTOPOro MpuKa3oM PyKOBOOUTENS apxuBa BO3naraeTcd Ha OTBETCTBEHHOE
[OIMKHOCTHOE NuLo. B ykaszaHHOM >xypHane oTMevaeTcs, ¥ KOro M3 paboTHUKOB apxvBa MMEKTCS KIoYM OT Kaxaoro 13
NOMeLLeHNI, C pacnuckon paboTHUKa B NOMYyYEeHUWN 3K3eMMisipa Kroya.

Ko BcemM nomeLeHmsm apxmea, OCHalleHHbIM 3aMKaMun, OOJTKHO ObITb HE MeHee OBYX KOMMNJ1EKTOB Knoyen, ogunH
N3 KOTOPbIX MOCTOAHHO HAxXoAUTCA B cny>|<6e OXpaHbl apxuBa.

Mopspok xpaHeHus knoven B paboyvee u Hepaboyee Bpems, NOMyyYeHUs Khvenm B cryxbe oxpaHbl, caayu
KrnoYen 1 NoMeLLEeHUn nofd OXpaHy ycTaHaBNMBaETCs MHCTPyKuuen o6 OXpaHHOM pexunme apxvsa, YTBEpXXAEHHOW B
yCTaHOBMEHHOM NopsKe.

ApxvBOXpaHunuiLe B paboyee Bpemsi, eCliv B HEM He paboTaloT COTPYAHWKW, OOMMKHO OblTb 3aKPbITO Ha Koy,
Kntoun oT apxvBoxpaHunuwia B paboyee BpeMsi HAXOAATCS Yy 3aBEAYHOLLEro apxXvMBOXPaHWNULIEM WM Nnuua, ero
3amellaroLLero.

B apxuBoxpaHunuiie MMeOT NpaBo OOCTyna 3aBedylolwmii 1 paboTHUKM JaHHOTO apXMBOXpaHUNMLLE, a Takke
PYKOBOAUTENb apxuMBa W €ro 3amecTUTENW, IMaBHbIM XpaHuTenb oHA40B. CnMCoK NuL, MMELWUX NpaBo AocTyna B
apXMBOXpaHunyiLle, OGHOBISIEMbI MO Mepe HeoGXOoAMMOCTW, OOMPKEH HAaXOOQUTbCS Ha MOCTy oxpaHbl. Bce apyrve
paboTHMKM apxvBa OOMYCKaOTCH B apXMBOXPaHWUMULLE TOMbKO B COMPOBOXAEHUW 3aBEAYIOLLEro apXMBOXPaHUNULLEM
Unu nuua, ero 3ameluaowlero. MHble nuua OonyckalTcsa B apXMBOXPaHWUMULLE B UCKIOYMTENbHBLIX Cryvasx TOMbKO Mo
NMCbMEHHOMY paspeLLeHN0 PYKOBOACTBA apXuBa M B COMPOBOXAEHUM 3aBeAyHLLEro apxXnuBoXpaHUIMLLEM UK nuua,
€ro 3ameLLatoLLEero.

BbIHOC 13 apxuBa apXMBHbIX AOKYMEHTOB, MaTepuarbHbIX LEHHOCTEN U KHUI HAay4YHO-CpaBoOYHON GubnunoTeku, a
TakKe Hay4yHO-CMpaBOYHOro annapaTa paspellaeTcsl TOMbKO MO  CrneuuanbHbIM - Mponyckam, BblaBaeMbiM B
YCTaHOBINIEHHOM MOPSAKE.

TemnepaTypHO-BNaXXHOCTHbIN PEXNM
2.11.2.3. B apxvBoxpaHunuiie apxvBHbIX AOKYMEHTOB Ha OyMaxHOW ocHoBe, 06OpyaoOBaHHOM cCuCTEMaMU
KOHOMUMOHMPOBaHWNS BO34yXxa, MOAAEPKNBAETCH HOPMaTUBHbLIV TEMMNEPaTypPHO-BIaXKHOCTHLIV pexum: Temnepatypa 17

- 19 °C, oTHoCcuTEenbHas BnaxHocTb Bo3ayxa 50 - 55%.

TemnepaTypHO-BNaXHOCTHbIE MapamMeTpbl BO3dyxa Ans OOSITOBPEMEHHOrO XpaHEHUs ayAuMoBU3yarbHbIX W
3MEKTPOHHbIX JOKYMEHTOB [OMKHbLI COOTBETCTBOBaTbL HOpMaM, NpuBeAeHHbIM B Tabnuue:
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Bua ookymeHTta

Temnepatypa, rpag. C

OTHOCHTENbHas BNaXXHOCTb
BO3ayxa, %

YyepHo-6enble LBETHbIE yepHo-b6enble LBETHblE
[OKyMEHTbI Ha KMHOMMEHKE:
HUTPOOCHOBA He Bblwe +10 He Bbllwe -5 40 - 50 40 - 50
6esonacHas He Bblle +15 He BblLLe -5 40 - 50 40 - 50
ocHoBa
hOTOAOKYMEHThI:
CTekno He Bbllle +15 He BblLLe -5 40 - 50 40 - 50
nneHka He Bbiwe +15 He BblWwe -5 40 - 50 40 - 50
¢oTobymara He Bbiwe +15 He BbiLe -5 40-50 40-50
OOKYMEHTbI Ha MarHUTHOMN +8 - +18 45 - 65

NNeHTe N OUCKOBbIX HOCUTeNAX
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KOMMJIEKTOBAHMU...

B apxuBoxpaHunviie € HeperynupyembiM KIUMAaToM [AOMKHbl OCYLLEeCTBAATbCA Meponpuatis Mo
oNnTUMM3aLMM  TeMMNepaTypHO-BNaXHOCTHOTO  peXxuma C  NPYMEHEHMEM ONTMMarbHOro  OTOMMEeHMs U
NpOBETPUBaAHUSA MOMELLEHUN, a TakKe MexaHWYeCKUX CPeACTB YBMaXHEHUs unu ocylleHus Bo3gyxa. Peskve
konebaHus (Ce30HHbIE U B TeYeHNe 0gHUX CyToK) Temnepatypsbl (+/- 5 °C) n OTHOCMTENBHOW BNaXXHOCTWN BO3ayXxa
(+/- 10%) He ponyckatoTcs.

Mpy [nMTEnNbHOM  HapyweHWn TemnepaTypHO-BNaXKHOCTHOrO pexuma (oT 3 cyTtok u  Oonee),
conpoBoXaroLwemcs NoBbILLEHMEM OTHOCUTENBHOW BnakHocTu Bo3gyxa Ao 70 - 90%, npuHMMaroTCa Mepbl No
ero Hopmanusauum (MHTEHCMBHOE NPOBETPUBAHNE, OCYLLEHNE apXMBOXPAHUIULLA).

B nepuop TexHonornyeckon obpaboTku apXMBHbIX JOKYMEHTOB AOMYCKAeTCs UX BPEMEHHOE XpaHeHue (8o
2 mMecsUeB) B MOMELLEHUSAX C HEPEryNUpPYeMbIM TeMMepaTypHO-BNaXHOCTHBIM pexuMoM npu TemnepaTtype 20 +/-
5 °C n oTHOCKTENbHON BriaxkHocTh Bo3ayxa 50 +/- 20%.

TemnepaTypHO-BNaXXHOCTHLIN PEXUM KOHTPONUPYETCA MyTEM PeryrnsipHoro M3MepeHust TemnepaTypbl U
OTHOCUTENbHON BMa)XHOCTU KOMHAaTHOMO M HapY)KHOrO BO34yXa B OOHO M TO K€ BPeMsi: B KOHAWULMOHUPYEMbIX
NMOMELLEHUSIX - HEe pexe 1 pasa B Hedenio; B apXMBOXPaHUIMLLAX C HEeperynmpyembiM KnuMaTtom - 2 pasa B
HeZeso; NPU HapyLIeHUsIX pexumMa - 1 pas B CyTKM.

MokasaHusi KOHTPOSbHO-U3MEPUTENbHBLIX MPUGOPOB UKCUPYIOTCA B creumarnbHbIX PerucTpauyMoHHbIX
)KypHanax, B KOTOpbIX TakKe OTpa)karTcs NpoBepka NpaBUIIbHOCTM MoKasaHuii NPUGOPOB U Mepbl, MPUHATLIE MO
HOpManusauumn TeMrnepaTypHO-BIaXHOCTHOTO pPeXKnMa B Criydasix ero HapyLleHusl.

HomeHKnaTypa NnpUMEHAEMbIX KOHTPOJIbHO-U3MEPUTETTbHbIX I'IpI/I60pOB, a TakXke nopAaAgoK UsmMmepeHua u
perncTtpaumm napameTpoB KOMHaTHOIO M HapyXHOro Bo3gyxa onpenendrTca ,D,eVICTByIOMMMM HOPpMaTUBHbLIMU U
MeToan4eCKMMn OKyMEeHTaMN.

KoHTponbHo-u3mepuTteneHble Nprubopbl MOHTUPYHOT Ha OOHOM LLMTKE, Pa3MELLEHHOM B FMaBHOM MPOXOAe
apXMBOXpPaHWIULLA Ha CTennaxe, Baany OT OTONUTENbHbIX U BEHTUMALMOHHBLIX CUCTEM (KOHTPOINbHAs TOYKa), No
HOpMaMm: NpW KOMHATHOW CUCTEME - OfjHa KOHTPOIIbHAs TOYKa Ha KOMHaTY, NMPU MHOTOSIPYCHOW - 0fiHa Ha sipyc.

CBEeTOBOW pexum

2.11.2.4. XpaHeHne apx1BHbIX AOKYMEHTOB OCYLLECTBISETCS B TEMHOTE. OTO 0ob6ecneynBaeTcs XxpaHeHnem
apxMBHbIX OOKYMEHTOB B MepenneTtax, nankax, kopobkax, wkadgax, Ha crennaxax 3akpbiTOro Tuna, a Takke
cobnoaeHremM yCTaHOBIIEHHOrO CBETOBOIO PEXUMa.

OcselleHne B apxmBoxpaHunuiie Moxet ObITb €CTECTBEHHbLIM UK NCKYCCTBEHHbIM; apXUBHbl€ JOKYMEHTbI
MOryT pasmeuwatbCA B noMeweHnax ¢ okHaMmu unum ©6e3 okoH. Pa3melleHune apxXmBoxpaHunuula B nNomMeLlleHnaAx
0e3 OKOH OonyckaeTca npu Hanndnnm B HeM MCKyCCTBeHHOIZ WM eCTECTBEHHON BEHTUNALUK BO3gyXa C
yCTaHOBJ'IeHHOIZ KPaTHOCTbIO Bos,qyx006meHa.

EcTecTBeHHOE OCBeLLEHNE B apxmBoxpaHunuile agonyckaetcda pacCedHHbIM CBETOM Mpu  ycnoBuu
NnpuMeHeHna Ha OKHaX CBeTOpaCCGVIBaTeJ'IeIZ, aBTOMATUYECKNX perynatopoB CBETOBOINo NOTOKa (CI'IeLI,I/IaJ'IbeIX
CTeKOJ'l), 3aLUNTHbIX d)MJ'IprOB, XXanw3u, LWTop, HaHECEeHHbIX Ha CTEKIT0 I'IOKprTI/IIZ nT.n

[na ncKkycCTBEHHOrO OCBELLEHUSA B apXMBOXpaHUNULLE MPUMEHSIOTCS NaMmnbl HakanmBaHUA B 3aKPbITbIX
nnagoHax C rNagkorM HapyXHOW MOBEPXHOCTbIO. [lonyckaeTcs MpUMEHEHWe FIOMUHECUEHTHBIX namn C
ypesaHHbIM ynbTpaduroneToBbiM yyacTkom cnektpa tuna J1b, JIXB, JITB. YposeHb ocBelleHHOCTH B AnanasoHe
BMAMMOrO CreKTpa He JOSKEH NnpeBbIwaTh: Ha BepTUKarnbHOW NOBEPXHOCTM CTennaxa Ha Bbicote 1 M OT nona -
20 - 50 nk, Ha pabo4mnx ctonax - 100 nk.

3awuta apxmBHbIX LOKYMEHTOB OT paspylualrollero AEeWCTBUS eCTECTBEHHOTO W WUCKYCCTBEHHOro cBeTa
OCYLLECTBAETCS BO BCEX NMOMELLEHMAX apxmnBa npu nobbix Buagax paboTbl C apXUBHLIMU JOKYMEHTaMMU.

CaHuTapHO-TMrIMEeHNYECKNIN PEXNM

2.11.2.5. ApxvBoxpaHunuia W Apyrve MNOMELLEeHUs apxuBa coaepxatcd B 4YUCTOTE W nopsigke,
MCKn4arLwem BO3IMOXXHOCTb NoABNEHNA HAaCEKOMbIX, IPbI3yHOB, NeCeHn 1 Nbifn.
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KOMMJIEKTOBAHMU...

B apxvBoxpaHunuiie nNpoOBOAATCA CUCTEMAaTU4ecKkas BraxHas ybopka, He pexe OAHOro pasa B rog
obecnbinMBaHue nNbiniecocammn ctennaxen, wkadgos, cpeacTB XpaHeHMs (KOpoOOK, namnok, ynakoBok). [Npu atom
LIOKOJbHbIE YaCTW CTenmnaxewn, Nonbl, NANHTYCbl, NMOAOKOHHUKM NPOTUPAIOT BOAHBLIMW pacTBOPaMu aHTUCENTUKOB.

B apxuBoxpaHunviLe 3anpelyaeTcs npebbiBaHWe B BEpXHeN ofexae, MOKPOM U rpsisHoi o6yBU, XpaHeHue
MoBbIX MOCTOPOHHUX NPEAMETOB, NCMNOMb30BaHNe MULLEBLIX MPOAYKTOB, a TakKe KypeHue.

B apxuBoxpaHunuiie obecneumBaeTcs cBobodHas LMPKYNAUMS BO3dyxa, MCKMovalollas obpasoBaHue
HenpoBEeTPMBaAEMbIX 30H YCTOMYMBOrO MUKpOKNMMaTa. He gonyckaeTca pasmMelleHne apXMBHbIX AOKYMEHTOB Ha
nosny, NOAOKOHHMKaX, B Hepa300paHHbIX KuMax.

OkHa B NOMeLLeHUSIX apXxMBa, OTKpPbIBalOLLMECS B TEMNSIOE BPEMS roAa, 3alyMLLIalTcs ceTkaMu ¢ guameTpom
sAdyeek He Gonee 0,5 MMm. 3aWUTHLIMU ceTKaMyu OBOPYAYIOTCA TakkKe BEHTUNSILMOHHbIE OTBEPCTUS B CTEHaXx,
noTorsikax, nofax apxXMBOXpaHWUnULLa, HapyXXHble OTBEPCTUS BEHTUNSALMOHHbLIX CUCTEM.

C uenblo oBHapyXeHUS HACEKOMbIX W MNIecHeBbIX rPUOOB apxXuBHble [OOKYMEHTbl (BbIOOPOYHO) K
NoMeLLEeHNs apXMBOXPaHUIULL ABa pa3a B rog (B Hayane v no OKOHYaHWM OTONUTENbHOro Ce30Ha) NogBeprarTCs
ob6s13aTenbHOMY 9HTOMOJSIOTMYECKOMY W MUKONOrM4yeckoMy ocmoTpy. [lpu oBHapyxeHun OBuonornyeckmnx
BpeauTenen NpuUHMMalOTCA HemearneHHble Mepbl Mo obpaboTKe apxMBHbIX AOKYMEHTOB, CpeACTB XpaHeHus,
apXMBOXpPaHWUNULL,

[ns npoBefeHWs CaHUTapHO-TUMIMEHUYECKMX paboT NNaHNPYOTCH CaHUTapPHbIE AHW.
O6opynoBaHVe apXMBOXpaHUNULLAa cpeacTBaMm XpaHeH st

2.11.3. ApxuBoxpaHunuiie obopyayeTcs CTauuoHapHbIMKM UMM NEepeaBKHbIMA - MeTann4yecKumMm
crennaxamu. [lonyckaetcs  aKcnnyaTtauusi  CyLECTBYHOLUMX  CTAUMOHAPHBLIX  OEPEBSHHbIX  CTEnnaxen,
HaxogAawunxca B HOpMasibHOM CaHI/ITapHO—6I/IOJ'IOFI/I‘-IeCKOM COCTOAHUN U 06p360TaHHbIX OrHe3almnTHbIMU
coctaBamu. B apxumBoxpaHunuiie ¢ HOPMaTMBHbIM TeMMNepaTypHO-BNAXHOCTHBIM PEXMMOM [OoMnycKaeTcs
NpYMEHeHWe nepenBWXKHbIX MeTannnyeckux crennaxen. B kadecTBe BcrnomoratenbHOro Wiy crneunansHoro
obopyaoBaHNst MOryT WCMOMb30BaTbCA MeTannuMyeckMe Lwkadbl, cendbl, LWKadbl-CTENNAXW, a TaKke
CTauMoHapHbIe OTCEKN-OOKChbI C METaNIMYECKMMN NEPEropoaKamMmn 1 MOJIKaMu.

K1HOOOKYMEHTLI, PYMNOHHbIE MUKPOMUIbMbI XPaAHATCA B FOPU3OHTANbHOM MOMOXEHUN B MeTansnyeckmx
WK NNacTUKOBLIX KOpoBKax Ha cTennaxax Tuna "enodka" nubo Ha cTauMoHapHbIX cTennaxax. KMHOOOKYMeHTbI
Ha Heroptoyer TpraueTaTHOW OCHOBE XPaHSATCA B HEMOTHO 3aKPbIBAOLMXCSA METanMYeckux U NiacTMKOBbIX
C OTBEpPCTUSMM KopoOKax Ans npedoTBpalleHusl CKannMBaHUS BHYTPU KOPOOKM MapoB YKCYCHOW KUCHOThI,
BblAENAEMbIX OCHOBOW KUHOMMEHKMU.

BMﬂ,eO,EI,OKyMeHTbI XpaHATCA B BEpTUKANIbHOM MNOJ10XKEHNN B 3aBOACKOM ynakoBke.

He OonyckaeTca XpaHeHne apXMBHbIX OOKYMEHTOB Ha HOCUTENAX C MarHUTHbIM pa60qv||v| crnoeM Ha
q.)eppOMaFHI/ITHbIX MeTannnyeckmx crennaxax; cTalbHble CcTennaxm MoryTt OblTb MCMONb30BaHbl B
MCKIMKYNTENBHbLIX Crny4daax, TOJIbKO MNpu YyCnoBun pasmMarHmvmBaHmA W 3aMblKaHMA KOHTYPOB CTesnaxa
(COSD,VIHeHI/Ie MeTarnnMyeckmx YacTten ctennaxa ANEeKTponpoBOoAOM U X Sd)(*)eKTMBHOG 3a3eMJ'|eH|/|e).

B apxuBoxpaHunuile C €CTEeCTBEHHbIM OCBELLUEeHMEM CTemnnaxu W LWKadbl OTKPLITOrO Tuna
yCcTaHaBNMBaTCA NeprneHaNKynNsapHO CTeHaM C OKOHHbIMM NpoeMamu. B apxvmBoxpaHunuile 6e3 OKoH cTennaxu
N wkadbl YCTAHABNMBAOTCA C Y4€TOM OCOGEHHOCTEN MOMELLEeHUs!, KOHCTPYKLUMU 0BGOopydoBaHUs U HOPM ero
pa3smMellleHnss. He ponyckaeTcs pasmellleHve cTennaxeid, WkadoB M Apyroro obopydoBaHUs ONA XpaHeHUs
APXMBHbIX JOKYMEHTOB BMIOTHYIO K HAPYXXHbIM CTeHaM 34aHusl U K UCTOYHUKaM Tenna.

CTaLLI/IOHaprIe cTernnaxm w LIJKaq.)bI yCTaHaBMBaKOTCA B apxmBoxpaHunuax cC cobntogeHnem
cneayrwwmMx HOpM:

paccTosiHue Mexay psiaamm ctennaxen (rnaeHbii npoxoa) - 120 cwm;

paccTosiHue (NPoXoa) Mexay cTennaxamu - 75 cm;
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pPacCTosiHME MexXAay Hapy>XHOW CTEHOW 3[aHus U cTennaxamu, napansenbHbiMu CTEHe, - 75 CM;
paccTosiHue Mexay CTEHOM 1 TOPLIOM cTennaxa unm wkada (obxon) - 45 cwm;

pacCcTosiHME MeXxay NoJIOM M HWDKHEN MOSIKOW cTennaxa (wkada) - He MeHee 15 cM, B LOKOJbHbIX 3TaXax -
He meHee 30 cm.

PaccTosiHus (l'lpOXO,D,bI) ana 060pyﬂ,OBaHMﬂ C BblABMXXHbIMU ALLMKAMU pacCHUTbIBAKOTCA NO cneuunanbHbIM
HOpMaM C y4eTOM Tunopasmepa O6OPYD,OBaHI/IF|.

ApXUBHbIE OOKYMEHTbI Ha OyMa)XHOM OCHOBE pa3MeLLalnTCs Ha cTennaxax, B MeTannuMyeckmx Likadgax
rOPM30OHTAanNbHO UK BEPTUKANBHO B KOPOOKaX NN ApYrnx NEPBUYHBLIX CPeacTBax XpaHeHus (nankax, yTnapax um
T.N.).

Kaxgass egvHMua XpaHeHust ayguoBu3yanbHOrO WM 3NEKTPOHHOTO [OKYMEHTa yKrnaablBaeTcs B
HerepMeTUYHy0 UHAMBUAYanNbHYK ynakoBKy. [py 3TOM [OSMKHO ObiTb UCKMOHMEHO CBOGOAHOE nepemMeLlleHue
APXUBHOTO AOKYMEHTa BHYTPU YNaKOBKMU.

Opransau,Mﬂ XPaHEeHUA apXUBHbIX JOKYMEHTOB B apXMBOXpaHuUIniie

2.11.4. OpraHmnsaumnsa XpaHeHUs apXMBHbIX OOKYMEHTOB B apXMBOXPaHUIULLE - CUCTEMa MepPONpUSTUN,
BKIIHOYaOLLAsa pauMoHanbHOe pasmeLLeHne apXmMBHbIX JOKYMEHTOB, KOHTPOSb 3a UX OBWKEHNEM U (DU3NYECKUM
COCTOSIHMEM, KOMWPOBaHWE apXMBHbIX [OKYMEHTOB C LUEnbi Co3faHus cTpaxoBoro ¢oHga u  doHaa
Nonb30BaHWs, BOCCTAHOBMEHMe (pecTaBpaumio) nepBoHavanbHbIX UM BrM3kux K nepBoHayanbHbIM CBOWCTB U
BHELLUHMX NPU3HAKOB apXMBHbIX JOKYMEHTOB, MOABEPrLUMXCA MOBPEXAEHN0 N0 pa3pyLUeHuto.

O6wwe TpeboBaHMA K pasMeLLeHNI0 apXUBHBIX JOKYMEHTOB

2.11.4.1. ApxvBHble OOKYMEHTbI B apXWMBOXPaHWNWLLE pacnonaralTcs B nopsigke, obecnevmBalolem mx
KOMMIIEKCHbIE YYET N XpaHeHne, a Takke OnepaTUBHbIA NOUCK.

lMopsaok pacnonoxeHns apxuBHbIX (POHOOB B apxvBe onpegensdercs nnaHoM (CXemMon) ux pasmeLLeHus,
yTBEpXaaeMbiM pykoBogutenem apxusa. [naH (cxema) npegycmatpmBaeT pacnpegeneHve apxuBHbIX OOHAOB
MO apXMBOXPaHWIULLLY C yKazaHnem npu HeobXoaAMMOCTM MX HOMEPOB MO KaXAOMY CTeNnnaxy apxvMBoxpaHunuia.
lMnaH (cxema) HaxoauTcs B nMogpasgeneHun, ocylecTBNALWeM yvyeT AOKYMEHTOB apxvBa, Wnu y paboTHuka,
OTBETCTBEHHOrO 3a y4eT, a COOTBETCTBYIOLLUME €ro pa3fienbl - B apXMBOXPaHUIULLE.

PasmelleHne apXmBHbIX 4OKYMEHTOB 060C06NeHHOro XxpaHeHns

2.11.4.1.1. OGocobneHHOMY XpaHeHWo noanexaTr crnefywlue apxvMBHble [OKYMEHTbI: CEKPETHbIE;
YHUKanbHble; uMelowne B OMOPMIIEHUN UNW MPUINOXKEHUM K HUM JparoueHHble MeTanfbl M KamHW; Ha
HUTPOOCHOBE; MOpPaXeHHble B1oNorMyeckMn BpeauTensamu; nepedaHHble No 4OrOBOPY Ha XpaHeHue B apXuB v
He OTHecCeHHble K cocTaBy ApxusHoro doHaa Poccuiickon ®epepauun.

Mecto pacnonoxeHuna n nnowaaib, BblaendaemMmasa anda pasMeLlleHna apXmBHbIX JOKYMEHTOB 06ocobneHHoro
XpaHeHuna, onpenendarTcAa apxXmBOM UCXOOA W3  pealibHbIX BO3MOXHOCTEN W NepCneKkTnBHbIX obbemoB
KOMMJ1EKTOBAHUA apXmnBea.

PasmelueHne CEKPETHbIX apXMBHbIX OOKYMEHTOB OCYyWeCTBAeTCA B COOTBETCTBUU C Tpe6OBaHI/IF|MI/I
HOPMAaTUBHbLIX JOKYMEHTOB MNO obecneyeHunto pexnma cCeKpeTHOCTU B Poccuiickon CDeﬂ,epaLl,l/ll/l.

BpemeHHOEe COBMECTHOE XpaHEHME CEKPETHLIX M PacCEeKPeYEHHbIX OEN B apXMBOXPaHWIULLE CEKPETHbIX
APXMBHbIX JOKYMEHTOB [OMYCKAETCA B MCKMIOUUTEMbHLIX CMy4yasx npu OTCYTCTBUM CBOGOAHbLIX Nnoliagen Ans
pa3MeLlLleH1s1 pacceKkpedeHHbIX aen.

YHUVKanbHble JOKYMEHTbl M apXMBHble OOKYMEHTbI, MMEloLWMe B OPOPMIIEHUN WUMU MPUMOKEHUN K HUM
AparoueHHble MeTaryibl U KaMHM, M3bIMaloTCs M3 COCTaBa apxXMBHbIX (DOHAOB U noafexart cendoBomy
XpaHeHuo. Ha MecTo M3bATOro apXMBHOrO AOKYMEHTa BKNnaablBaeTcs KapTa-3aMecTuternb U Npu Heo6xoamMMocTu
KOMUS apXMBHOTO JOKYMEHTa.
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KOMMJIEKTOBAHMU...

Ayp,moamayaanble N 3NEeKTPOHHble OOKYMEHTbl XpaHATCA B 0060CO0NEHHBLIX MOMELLEHMAX B 3aBMCMMOCTHU
OT HOPMATUBHbIX PEXMMOB XpaHeHUA Ana ux HOCUTENEMN.

B ooHOM apxuBoxpaHunylie MoryT pasmellaTbCsl apXMBHble OOKYMEHTbl pa3Horo Buaa, Ho Tpebytouive
OOVHaKOBbIX PEXVMOB XpaHeHUs (HanpumMep, apXMBHble OOKYMEHTbl Ha MAarHUTHbIX JeHTax W [AMCKOBbIX
HOCUTENSIX C MarHUTHBIM CIIOEM; apXUBHbIE JOKYMEHTbI Ha KMHOTSEHKe, MUKPOopMbl U Ap. ).

Pa3meLlleHne doHaa nonb3oBaHus
2.11.4.1.2. ®oHp nonb30oBaHUSA pa3MeLLaeTcs B 3aBUCUMOCTU OT BUAA HOCUTENS KOMUNA.

Konun coHga nonb3oBaHusa Ha BymaxHon ocHoBe (B TOM 4mcrie POTOKOMMU), KaK MpaBumio, XpaHATCS
BMeCTE€ C MOASIMHHBIMU apXWMBHbBIMU OOKYMEHTaMu Ha OyMakHOW OCHOBE Ha OTAENbHbIX CTennakax wunu B
WKadax B Nopsiake HOMEPOB apXUBHbLIX (POHAOB U Aen.

Konuu choHaa nonb3oBaHUsi Ha NIIeHOYHOM OCHOBE Pa3MELLAlTCsl B apXMBOXPaHUNULLAX C HOPMATUBHBIMM
ANA HUX PEXUMAMUN XpaHEHUS.

B kaxgblh Olokc BknagblBaeTcs OTpe30K MIIEHKN, Ha KOTOPOM OTCHATO OAHO Aerio uinn ero 4acTtb. B
nopAagke WUCKI4YeHud npu HebonblwoM obbeme agena B OAHOM OTpe3ke MOXET HaxoAUTbCA He bonee Tpex
CKOMMpoBaHHbIX aern.

Pa3smeLleHne y4eTHbIX JOKYMEHTOB

2.11.4.1.3. OcHoBHble (00s3aTenbHbIE) M BCMOMOraTemnbHble yYeTHble OOKYMEHTbl apxuBa (cMm. n. 3.4)
pa3smeLLalTca B M30fIMPOBAaHHOM NOMeELLeHUn unu paboyem nomeLleHmn paboTHUKa(oB), OTBETCTBEHHOrO(bIX) 3a
yyeT JOKYMEHTOB apxvBa.

OcHOBHble n BCnomoraTteribHble  y4eTHble  OOKYMEHTbI apxXnBoxpaHunuLia pa3meLllarTcAa B
apxXmnBoxpaHunuiie nnm B pa6oqu nomMeLwleHnmn paGOTHMKOB apxXnBoxXpaHunuLia.

OTBETCTBEHHBIMW 33 COXPAHHOCTb M WCMOMb30BaHWE YYETHbIX [JOKYMEHTOB SIBMAOTCA pPabOTHMKY,
OCYLLIECTBMSAOLME UX BEAEHNE B COOTBETCTBYIOLLEM CTPYKTYPHOM NoApasaeneHnm 1 no apxmey B LIENOM.

MepBble 3k3eMNnsipbl ONMcel Aen, OOKYMEHTOB pasMelialoTcsl B WU30NMPOBAHHOM MOMELLUEHUM WK
paboyeM nomeweHnn paboTHMKa(oOB), OTBETCTBEHHOro(biXx) 3a y4yeT AOKYMEHTOB apxuBa, C 00si3aTeNnbHbIM
CO6J'IIO,D,€HI/I6M PeXnMoB XpaHeHUA, YCTaHOBJIEHHbIX ANnA NOAJNIMHHBLIX apXWMBHbIX OOKYMEHTOB Ha 6yma>|<H0|7|
OCHOBE.

BTopble ak3emnnapbl onucen aen, JOKYMEHTOB pasMeLLaloTCs B M30NIMPOBAHHON 30HE apXMBOXPaHUNMLLA
Ha cTennaxe unu B Wkagy.

TpeTbM 9K3eMnndapbl onucewn gen, OOKYMEHTOB pa3MeLllaloTCd B YNTAlNbHOM 3arne.

Mopagok Hymepauumn NnoMmeLLLeHnIn apxmBa, cTennaxen, wkados,
nonok. BegeHwe Tonorpagpuyecknx ykasarenen

211.4.2. Bce nomeweHus apxuBa (34aHUS, 3TaXu, SPYCbl, apXMBOXpaHUNWLWA, KOMHaTbl), a Takke
cTennaxm, cendbl, LWKadbl U MNONKN HYMEPYHOTCS.

B kaxgom oTAenbHOM MOMELLEHMWN CTENSAXU U LWKadbl HYMEPYIOTCA CaMOCTOATENbHO CreBa HamnpaBo OT
Bxoaa. Monku Ha cTennaxax v B Wwkadax HyMepylTCs CBEPXY BHU3 CrieBa Hanpaso.

B uensax 3akpenneHuss MecTa XpaHeHWUsl U TMOUCKA apXMBHbIX [OKYMEHTOB B apXMBOXpaHUNULLE
COCTaBnsAOTCA NOGOHAOBbLIE M MOCTENsaXHble Tornorpaduyeckme ykasaTenu. Tornorpaduyeckue ykasaTenu
COCTaBIISIOTCA B KAPTOYHOW UK NIUCTOBOMN (hopMe B HEOOXOAUMOM KOJIMYECTBE IK3EMIIISIPOB.

KapTouka nodgoHO0BOro Tonorpagouyeckoro ykasartens COCTaBMseTCH OTAENbHO Ha KaxOblii apXUBHbIN
doHO; 3TU KApPTOYKM pacronaralTca B MOpsAKe HOMEpPOB apxXMBHbIX (PoHOOB. KapToyka nocTennaxHoro
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"06 yTBepxaeHuu MpaBun opraHn3aumMmn XpaHeHus,
KOMMMEKTOBAHM...

[JokymeHT npegoctasneH KoHcynbTaHTINOC
[ata coxpaHeHus: 06.08.2018

Tonorpar4ecKoro ykasaTens COCTaBMSAETCA Ha KaXAbl CTEeNnax; 3TW KapTO4KM pacnonaralTcs no nopsgaky
HOMEepOoB CcTennaxew B npedenax OTAenbHOro nomeleHns. OAvH 3K3eMnnap Tonorpadmyecknx ykasatenew
XpaHutcs y paboTHuka(oB), OTBETCTBEHHOroO(bIX) 3a y4eT AOKYMEHTOB apxvBa, BTOPOW - B apXMBOXPaHUNULLE.

BeneHwne Tonorpacbwqecmx yKasaTeneVl MOXeT OCyLWeCTBNATbCA Ha 6yMa)KHOM HocuTene wnn B
aBTOMaTU3NPOBAHHOM peXnme B COOTBETCTBUU C YCTAHOBJIEHHbIMU PEKBU3UTAMMU.

M3ameHeHus B pasmelleHnn apxmBHbIX OOKYMEHTOB CBOEBPEMEHHO OTpaXakoTCA BO BCEeX 3K3emniapax
Tonorpacbmqecmx yKasaTeneVl, a TakKxe B nraHe (cxeme) pa3MeLlleHna apXmBHbIX (bOH,CI,OB.

OdbopMrieHne SpnbIKOB Ha NEPBUYHBIX CPeACTBaX XpaHEHUs
aPXMBHbIX JOKYMEHTOB

2.11.4.3. Kaxgoe nepBMYHOE CPeACTBO XPaHEHWUS apXMBHbIX AOKYMEHTOB (Kopobka, nanka u T.4.)
cHabXaeTcs AprbIKOM, HA KOTOPOM YKa3blBalOTCA Ha3BaHME M HOMEP apxMBHOIo hoHAa, a Takke HOMep onucu
4en, JOKyMEHTOB, HOMepa eAMHUL, XPaHEHUS], HAXOASALWMNXCSA B KOPOOKe.

Hagnucn Ha Apnblkax WUCMNONHAKTCA TVII'IOFpaCbCKI/IM cnocobowm, Tywbio nnn cneunanbHbIMU YEepPHbIMU
BOOOCTOMKMMMU YepHunamn. ,D,onyCKaeTc;| Mcnonb3oBaHMe WTamMnoB 1 Opyrnx aHanorndHblx cpencTs.

MpoBepka HanUuns 1 COCTOSIHWUS apXMBHbIX JOKYMEHTOB
1 opraHu3aumsi po3bicka HeoBHapPYKEHHbIX JOKYMEHTOB

2.11.5. TpoBepka HanMVyuns U COCTOSIHUS apPXUBHbIX OOKYMEHTOB MPOBOAMTCA B LENSX YCTaHOBMEHUS
HaKTUYECKOro Hamnuuns HaxOOSLWUXCA Ha XPaHEeHWUM apXMBHbIX AOKYMEHTOB W BbISIBMIEHWS OTCYTCTBYHOLLMX
apXMBHbIX AOKYMEHTOB AN OpraHn3aummn Ux po3biCKa; BbISBNEHUS U YyCTPaHEeHNs HeJOCTaTKOB B yyeTe apXMBHbIX
OOKYMEHTOB;  BbISIBIIEHMSs M yyeTa  apXMBHbIX  OOKYMEHTOB,  Tpebylowmux  pecTaBpaLMOHHOW,
KOHCEpPBALMOHHO-NPOMUNAKTUYECKOM N TEXHUYECKO 00paboTKu.

npOBepKI/I Hannmyna n COCTOAHUA apXMBHbIX OOKYMEHTOB MNpPOBOOAATCA B MIIAHOBOM MOpPAOKE, a TakKxke
€JNHOBpPEMEHHO (BHeoqepe,qule).

B rocypnapctBeHHOM apxuBe, My3ee, 6ubnuoteke, apxvmBe Poccumckon akagemum Hayk nnaHoBas
LUWKINMNYHaa npoBepka Hannyma n CoOCToAaHNA NpoBOAUTCA:

YHUKalbHbIX JOKYMEHTOB - €XXerogHo;

0C000 LIeHHbIX JOKYMEHTOB Ha ByMaxkHOW ocHoBe - oauH pa3 B 10 neT (B rocygapcTtBeHHON bubnuoTteke -
O4uH pa3s B 5 ner);

ayanoBU3yasibHbIX U 3NIEKTPOHHBIX JOKYMEHTOB - OAWH pas3 B 5 neT;
KMHOOOKYMEHTOB Ha HUTPOOCHOBE - OAIMH pa3 B 2 roga.

LIMKNMYHOCTL NpPOBEPKM HanuWuMsl OoCTallbHbIX apXMBHbIX [JOKYMEHTOB OMpeAensieTc Ha OCHOBaHWUM
pELLEHNs SKCMEPTHO-METOANYECKON KOMUCCUM (MW OPYroro CoBeLLaTernbHOro opraHa) apxvmea B 3aBUCMMOCTU OT
WHTEHCMBHOCTM UCMOSb30BaHUSI U COCTOSIHUS y4eTa apXUBHbIX JOKYMEHTOB, HO HE MeHee OfHOro pasa B 25 net
(B rocynapctBeHHomn 6ubnuoteke - oguH pas B 15 ner).

MpoBepka HanmMuMsi U COCTOSIHUSI CEKPETHbIX apXMBHBLIX [OOKYMEHTOB OCYLUECTBMSIETCA B MOPSiAKe,
YCTaAHOBMNEHHOM [/ CEKPETHbIX apXMUBHbBIX JOKYMEHTOB.

B MyHuMuMnanbHOM apxuBe, My3ee, OGMONMOTEKe NMaHOBas UUKMMYHAs NPOBEpKa Hanuuus apXMBHbIX
JokymeHTOB nposoauTtca 1 pas B 10 ner.

B cnyyae CTuxuinHbIXx 6€4CTBUA, MacCOBbIX MNepeMeLlleHnn U Apyrux OBCTOoATenbLCTB, B pesynbrare
KOTOpbIX MOTYT ObITb yTpayeHbl WM NOBPEXAEHbl apXMBHble OOKYMEHTbI, @ Takke Npu CMeHe 3aBeaytLunx
apXMBOXpaHWNULLAMN NPOBOAUTCS BHeouepefHasi eAMHOBpPeMeHHasi MpoBepKka HanuuuMsa U COCTOSIHWUSA BCeX
OOKYMEHTOB apxmBa Uinu ux oTaernbHbIX YacTten (rpynn).
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KOMMJIEKTOBAHMU...

B Havane NPOBEPKMN HaANMM4na N COCTOAHUA apXMBHbIX OOKYMEHTOB MNPOBOAUTCA BbIBEPKA YYeTHbIX
OOKYMEHTOB, KOTOpad BKIOYaeT:. yCTaHOBJIeHME MNOJIHOThbl Y4YEeTHbIX AOKYMEHTOB Ha npoBepAeMble apXuBHble
q.)OH,D,bI N apxXumBHble OOKYMEHTbl, CBEpPKYy WX CONnoCTaBUMbIX nokasartenen, YTO4YHEHME nopdaaKa Hymepauunuun
eaunHNL XpaHeHunAa no onucun pen, AOOKYMEHTOB (KHI/IFe ydyeTta U OI'II/IcaHI/Iﬂ) M npoBepkKy npaBUIibHOCTU
COCTaBIIEHMS UX WTOrOBbIX 3anucemn. BbIBepKa yquH0|7| OOKYyMeHTauum U1 npoBepka ee Hann4yna MOXeT
npoBOANTLCA N KaK CaMOCTOATENbHbIV BUA pa6OTbI.

I'IpoaepKy Hanm4ma n COCTOAHUA apPXUBHbIX OOKYMEHTOB B roCygapCTBEHHOM apxmBe MNpPOBOOAT, Kak
npasuno, aAsa pa60TH|/||<a.

Mpun npoBepke HanWMuMsa eauvHUL, XpaHeHWsl, apXMBHblE AOKYMEHTbl KOTOPbIX YYTEHbl MO BHYTPEHHUM
OnncsiM, NPOBOAUTCH CBEpKa Hanuyunst apXuBHbIX JOKYMEHTOB C BHYTPEHHEN OMUCHIO, a Takke CBepKa Hanmying
NUCTOB B eAMHULAaX XpaHeHus, nognexawux XxpaHeHuto B HecopolutoposaHHOM (6e3 noawwmeku) suge. EguHmubl
XpaHEHNs C YHMKamNbHbIMW OKYMEHTamMn 06a3aTenbHO NPOBEPSIOTCSA NONUCTHO.

ApXVBHble OOKYMEHTbl, BblAaHHbIE B YMTanbHbIA 3an 1 paboyne MOMeLLeHUs apxuBa, NMpPoBepsiloTCs Ha
0bLIMX OCHOBaHMSAX, UX LWNGPbLI YCTAHABNMBAKOTCA MO KapTaM-3aMecTUTENAM UM KHUram BblAayn apXuBHbIX
JOKYMEHTOB W13 apXMBOXPaHWUNULL. ApXMBHble [OOKYMEHTbl, BbidaHHble BO BpeMeHHOe MoMb3oBaHue,
NPOBEPSIOTCA MO KHUraM U akTam Bblaadun U CYATAIOTCA UMEIOLLIMMUCS B HamNUYMM.

Mpv NpoBepke HanM4nsi U COCTOSIHUSI apXUBHBIX AOKYMEHTOB HEOOXOAUMO:

COXPaHATb NOPAOOK PacrnoJiIoXKeHUA apXMBHbIX OOKYMEHTOB Ha CTenlaXax M B NepBUYHbIX CcpencrtBax
XpaHeHus;

noAknagbiBaTb Ha CBOM MecTa 0GHapY)XeHHbIe BO BPEMSsI MPOBEPKM HENPABUIBHO NOANOXKEHHbIE eAMHULIbI
XpaHeHus1 JaHHOro apXxmMBHOro ooHAa;

M3biMaTb M3 TMPOBEPSIEMOr0 apXMBHOrO (YoHAa (KOMMMEeKca apXMBHbIX [OOKYMEHTOB) WU nepegaBaTb
XpaHUTENO HeMpaBWUTbHO NMOATIOXKEHHbIE eAVHNLbI XPaHEHWS APYTX apXUBHBLIX (DOHAOB;

M3biMaTb eOVHULIbI XpaHEeHUs!, 3apaXKeHHble MNeceHbio U ApyruMu BMONorMYeckuMI BpeamTensMu, Ans
HeMeaneHHoM UX U3oNALUMK;

n3biMaTb €AMHULBI XPaHEHWsl, He BHECEHHble B ONUCb Aer, OOKYMEHTOB (KHWry ydyeTa u onucaHus), u
noMeLlatb MX B KOHEL, apXMBHOro hoHAaa (KOMMNeKca apXuBHbIX JOKYMEHTOB) ANd nocriegytowen obpaboTkm u
OnMcaHus B CPOKM, YCTAHOBMNEHHbIE PYKOBOACTBOM apXmBa.

B xoge NPOBEPKN HannM4ymna N COCToAHNA apXUBHbIX JOKYMEHTOB HE OoMNYyCKaeTCA:
BHOCUTb B ONUCb e, JOKYMEHTOB (KHMFy ydyeTta un OI'II/IC&HMH) Hey4YTeHHble eAdNHULIbl XPaHEeHNA;

Aenartb Kakve-nubo nomeTbl, UCTMpaBMEHUS WU 3anucyu B ONWUCAX Aen, AOKYMEHTOB U APYruX Y4eTHbIX
OOKYMEHTaX.

Pe3yanaTb| NPOBEPKMN Halnmnyna " COCTOAHUA apXMBHbIX OOKYMEHTOB U 06Hapy>|<eHHb|e B ee Xoae
HeOoCTaTKn (*)VIKCI/IPYIOTCH B JINCTE MNMPOBEPKU HalnMumnma n COCTOAHUA apXUBHbLIX OOKYMEHTOB U B aKTe NpoOBEpPKU
Hann4na n COCToAHUA apXmMBHbIX JOKYMEHTOB.

JIucT npoBepKkM HanmUuMa U COCTOSIHUSI apXUBHBLIX JOKYMEHTOB COCTaBMSIETCS HEMOCPEACTBEHHO B XO4e
NpPOBEpPKM, KaK NPaBuIo, Ha KaXayr ONuChb Aer, AOKYMEHTOB oTaenbHo. lNpu npoBepke Hebonblunx no obbemy
apxMBHbIX (DOHAOB [OMYCKAeTCs COCTaBIiEHME OAHOro NUcTa MNPOBEPKM Ha Bce Onucu Aen, OOKyMeHToB. B
criydae oOHapyXeHust B XOo4e NPOBEpPKM HanuuMsi U COCTOSIHUSI apXMBHbBIX OOKYMEHTOB HEAOCTaTKOB, He
NpeayCMOTPEHHbIX rpadamy nucta MPOBEPKM, a Takke Mpu MOMUCTHOM MpOBepke Aen B JUCT BBOASTCS
YTOYHEHUS] U [OOMONHUTENbHbIE PEeKBU3UTLI. JINCTHI MPOBEPKU HYMEepylTCsi B BanoBOM MOpsiAke B npefenax
apXMBHOro hoHAa MO Kaxaow NPOBepPKe M NOANUCHIBATCS UCMOMHUTENSIMU.

Ha ocHoBaHuM nvcTa (NIMCTOB) NMPOBEPKU COCTaBIISIETCS aKT MPOBEPKU HanMyMs U COCTOSIHUS apXMBHbIX
AokyMeHToB. OOHOBPEMEHHO C aKkTOM TMPOBEPKM HamnuMuuMs U COCTOSIHUS apXMBHbIX [OOKYMEHTOB Mpu
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KOMMJIEKTOBAHMU...

HeobXoOMMOCTN COCTaBMSATCH aKT O TEXHMYECKMX OLMOKax B YYeTHbIX OOKyMeHTax; akT 06 obHapyxeHuu
APXMBHbIX JOKYMEHTOB; akT O HEUCNPaBUMbIX NOBPEXAEHUSX LOKYMeHTOB (Mpunoxexve N 1) n apyrue akTbl.

Mo OKOHYaHWM MPOBEPKM HaNUYUSA U COCTOSIHUA apXMBHbIX JOKYMEHTOB B KOHLE OMWUCK AEer, JOKYMEHTOB
(kHUrM y4eTa W onucaHusl) NPOCTaBMsAOTCA LWTaMn "MpoBepeHo", AaTta, [OOMKHOCTb W MoAnvch nvua,
MPOV3BOAMBLLETO MPOBEPKY.

B cny4yae 06Hapy>|<eH|/|;| B WTOroBOW 3anucu onucu Aaen, LOOKYMEHTOB (KHMFI/I ydyeta u”n onmcava)
HEYYTEHHbIX JINTEPHbIX U NMPOoNyLEeHHbIX NOPAAKOBbIX HOMEPOB, BblObIBLLUMX B COOTBETCTBUMU C YCTAHOBJ1EHHbIM
nopAaKoM eanHuL XpaHeHnA, NToroesas 3arnmcb NnepecocTaBIIAETCA.

Ha Bce OTCyTCTBYKOWME B XOOe MNpPOBEPKM Hannydma n COCTOAHUA apPXMBHbIX OOKYMEHTOB e€OMHULDbI
XPaHEeHUA COCTaBNAKTCA KapTO4kM Yy4yeTa HeO6Hapy)KeHHbIX AdPXUBHbIX [OOKYMEHTOB. BeneHwne KapTOTEKU
H606Hapy)KeHHbIX APXUBHbIX OOKYMEHTOB OCYLUECTBIIAETCA UEeHTpaliM3oBaHHO Ha 6yMa)KHOM HocuTene nnn B
aBTOMaTU3NPOBAHHOM peXunumMe B COOTBETCTBUU C PEKBUIUTAMU KapTOYKM y4eTa HeOGHapy)KeHHbIX APXUBHbIX
OOKYMEHTOB.

Pe3yJ'IbTaTbI NPOBEPKN (bI/ISW-IeCKOFO COCTOAHUA apXUBHbIX OOKYMEHTOB 3aHOCATCA B KapTOTEKY (KHI/Iry)
yyeTa (bI/I3VI‘-IeCKOFO (TeXHVI‘-IeCKOFO) COCTOAHNA apXUBHbIX OOKYMEHTOB.

I'IpOBepKa Hann4na n COCTOAHUA apXUBHbIX OOKYMEHTOB CYUTaeTCA 3aBepmeHH017| nocne BHeCeHud
N3MeHEeHN BO BCe Y4eTHble JOKYMEHTbI.

Mocne NPOBEPKN Haln4una U COCTOAHUA aPXUBHbIX OOKYMEHTOB KOpO6KVI C apXuBHbIMMU OOKYyMEHTaMu
one4vyaTtbliBalOTCA.

Po3bICK apXMBHbIX OKYMEHTOB, HE OGHapPYXEeHHbIX B XO[e NPOBEPKM HANMUUYNA U COCTOSIHUSA, OpraHM3yeTcs
C MOMEHTa BbISIBNIEHNS UX OTCYTCTBUSA U MPOBOAMTCA B TeYeHVe OOHOro rofga Kak HemocpedCTBEHHO B apxuBse,
Tak U B ApYrux opraHusaumsx. PykoBoAcTBO apxvBa BrpaBe NpoaSiuTb CPOK PO3biCKa Ha OCHOBaHWMM OOKMagHOM
3annckn PyKoBOAMTENSA COOTBETCTBYHIOLENO CTPYKTYPHOIO NnoapasaeneHnst apxuea.

ApXMBHblE JOKYMEHTbI, 0OOHapYXEHHbIE B XOA4€E po3bicka, NepeaalTcs XpaHMTENo, KOTOPbIA NoAKnaabiBaeT
nx Ha mecTo. B nucte npoeepku B rpade "TlpyumeyaHme” B KapToTEKE HEOOHAPYXXEHHbIX apXMBHbLIX JOKYMEHTOB
Jenaetca oTMeTka 006 oBHapyXeHuyM apXuBHbIX OOKYMEHTOB, KOTOpasi 3aBepsieTcs MOANUCBIO 3aBedylollero
apXuBOXpaHUNMLWeM (MyHULMNAanbHbIM apXUBOM).

ApXI/IBHbIe OOKYMEHTbI, NPpUYUHbI OTCYTCTBUA KOTOPbLIX NoATBepXXOeHbl OOKYyMeHTarlbHO, CHMMaloTCA C
y4yeTa B YCTaHOBJIEHHOM NOpPALKeE.

Ha apxvBHble OOKyMeHTbl, He OBHapyXeHHble B XOA4e PO3biCKa, COCTaBMSIOTCH akT O HeobHapy>KeHuu
OOKYMEHTOB, MyTWM po3biCKa KOTOPbIX ucyepnaHbl (npunoxexnne N 2), n nogpobHas cnpaBka O NpoBefeHuM
po3biCKa, KOTOPble BMECTE C aKTOM MPOBEPKM HaNU4YMsA U COCTOSHUS apXMBHBLIX OOKYMEHTOB NPeAcTaBnsAlnTCcs B
BbILLECTOSALMIA YNOMHOMOYEHHBIN OpraH WCMONHWUTENbHOW BnactM B cdepe apxXMBHOrO Aena Ans NpUHATUSA
OKOHYaTENbHOro PeLUeHNs O CHATUM C yYeTa TaKnX apXMBHbIX JOKYMEHTOB.

PelleHne O CHATUM apXMBHbIX OOKYMEHTOB C ydYeTa oopMIsieTcs MpuUKasoM PYKOBOAUTENsS apxXxuea Ha
OCHOBaHUW NMCbMEHHOIo pa3peLleHnsl COOTBETCTBYIOLLEro YNOMHOMOYEHHOro opraHa UCNOMHUTENBHON BMacTh B
cthepe apxuBHoro gena.

CHatve ¢ yyeta gokymeHToB ApxuBHoro ¢oHga Poccunckon depepaummn, OQHOBPEMEHHO BXOASALLMX B
coctaB MysenHoro ¢oHaa Poccunckon degepauun, OCyLLEeCTBRSEeTCA B COOTBETCTBUM C  HACTOSALLMMMU
MpaBunammn ©n NOPAOKOM, YCTAHOBMEHHbIM CneuuanbHO  YNONHOMOYEHHbIM  dhedepanbHbIM - OpraHoM
ucnonHuTensHon Bnactu ans MysenHoro ¢oHaa Poccuiickon degepaumu.

CHatve ¢ yyeta gokymeHToB ApxuBHoro ¢doHga Poccunckon depepauummn, OQHOBPEMEHHO BXOASALLMX B
cocTtaB GUGNIMOTEYHbIX hOHAOB, OCYLLECTBMSETCA B COOTBETCTBMM C HacTosAwumu [paBunamu v nopaakom,
YCTaAHOBMEHHbIM CneunansHO  YNOSTHOMOYEHHbIM  dhedepanbHbiM - OpraHOM  UCMOMHUTENbHOW Bnactu Ans
6mbnmnoTeyHbix doHaoB Poccuiickon ®egepauunn.
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KOMMJIEKTOBAHMU...

B kapToTeke HeoBHapyKEHHbIX apXMBHbIX JOKYMEHTOB [eMaeTcs OTMETKa O CHATUM apXMBHbIX JOKYMEHTOB
C yyeTa.

B cpokun, ycTaHOBINEHHbIE PYKOBOACTBOM apXuBa, CUCTEMATUYECKN NPOBOAATCS MOSTHbIE UMW BbIGOPOYHbIE
MPOBEPKN HaNM4Msa U COCTOSHUSI apXUBHbIX JOKYMEHTOB, BblOABaBLUMXCA U3 apXMBOXPaHUNULL, B TeYeHMe roaa.
PesynbTaTthl ykazaHHOW NPOBEPKM OCPOPMIIAIOTCA:

npun noaTBepXAeHun Hann4dna pgen - B BuUae OOKMagHOM  3anmncku paGOTHMKa, OTBETCTBEHHOINo 3a
opraHm3auuto NpoOBEPKUN HaNMN4und;

npu OTCYTCTBUN KaKnx-nnmbo aen oes OOKYMEHTUpPOBaHHOIo obocHoBaHuS - B YCTAHOBJ1IEHHOM MopAOKe.

Mpw BbISABNEHNM HEOGOCHOBAHHOIO OTCYTCTBUS apXUBHBLIX JOKYMEHTOB OCYLLECTBIISAETCS UX OnepaTUBHbIN
po3bick. B crnyyae 6e3pe3ynbTaTHOCTM po3biCka OTCYTCTBYHOLLME apXMBHbIE JOKYMEHTbI BKITHOYAOTCA B KApTOTEKY
HeoBHapyXeHHbIX JOKYMEHTOB AN AafbHENLLEro UX po3bicKa.

lMpoBepka TEXHUYECKOrO U PUINKO-XMMUYECKOTO COCTOAHMS
apXMBHbIX JOKYMEHTOB. BbisiBNeHne apXmMBHbIX JOKYMEHTOB
C NOBpPEXOEHNAMU MaTepuarnbHbIX HOCUTENEW U TEKCTOB

2.11.6.1. Tlpuem 1 pasmelleHne B apXMBOXPaHUNLLIAX apXMBHbIX JOKYMEHTOB, MOCTYNMBLUMX B apxuB 6e3
npeaBapuTenbHOM NPOBEPKN UX (PU3MYECKOrO COCTOSIHUA, He AonyckatoTcs. lMocTynmBluMe B apXuB apXxvBHble
OOKYMEeHTbl 00 nepenayvdn B apXmBOoXpaHunuuie pasmMellaroT B NnomMeweHnn npuema m BpeMeHHOro XpaHeHud,
0CcBOOOXOAlOT OT TPAHCMOPTHOW Tapbl, packnaibliBaloT Ha cTennaxax u ctonax. He gonyckaetcs cknagMpoBaHue
MOCTYMMUBLUNX apXMBHbIX LOKYMEHTOB B Hepa3obpaHHOM Buae.

OLLeHKa q)VI3I/IquKOFO N TEeXHUYECKOro COCTOAHUA NOCTYNMUBLLUUX apPXUBHbIX OOKYMEHTOB, a TakKXe Wux
CTpaxoBbIX Konumn npoeogunuTCcA He no3gHee 3 MecsiLeB C MOMEHTa npnemMa apxmBHbIX JOKYMEHTOB B apXuB.

B pesynbTate oueHKM hU3NYECKOro COCTOAHMS apXMBHbIX JOKYMEHTOB Ha GYMa)KHON OCHOBE BbISIBMAOTCS
apXMBHbIE [OKYMEHTbl: MOpa)KeHHble OUOoNorMYeckUMn BpeauTENsIMU, C MNOBLILEHHON BMAXHOCTbIO; C
noepexaeHusiMn Gymarn M TekcTa; 3anbifieHHble. [pu STOM ydaneHuo nopnexar BCe NOCTOPOHHME,
Haxodsimecss B fgenax, narnkax, kopobkax npeameTbl: MeTanfuMyeckue, KapToHHble, OymaxkHble u apyrue
3aknagku, NpoKaaKku, CKPenku u T.n.

I'Ile OLEeHKe TexXHUYeCKOro CoCToAHUA ayamnmoBusyalribHbIX WU IJIEKTPOHHbLIX [OJOKYMEHTOB, a TaKke WuXx
CTpaxoBbIX Konum yCTaHaBnmMBaeTCA BO3MOXHOCTb CHUTbIBAHUA I/IHCbOpM&LI.I/II/I C MaTtepuanbHoro Hocutens,
COOTBETCTBUNE TEXHUYECKUX XaPaKTEePUCTUK ITUX OOKYMEHTOB CBedeHUAM, cogepxallnmMmca B COnpoBOXAakoLnx
akTax TeXHUYEeCKOro COCTOAHUA. O,EI,HOBpeMeHHO BblABNAETCA BWUO OCHOBbLI KI/IHO(*)OTOAOKyMeHTa. ApXI/IBHbIe
OOKYMEHTbl Ha HUTPOOCHOBE noarnexar HemMeaneHHon NnpoBEpPKe Ha CTabunbHOCTb.

Mpu obHapy>xeHnM gedeKkToB COCTaBNAETCS akT NPOM3BOSbHOM (HOPMbI, OTpakaloLWunin xapaktep AedekToB
N Mepbl N0 UX YCTPaHEHUt0. YCcTpaHeHne AedeKToB NPOBOANTCS 3a CHET UCTOYHMKA KOMMNIEKTOBaHUS.

MocTynuBLUME apXMBHbIE JOKYMEHTbI, MOpaXeHHbIE BMONOrMYeCKMMUN BpeaMTeENsaMU (HaCeKOMble, akTUBHas
NeceHb), HAaNPaBMAKTCA HA CAHUTAPHO-TUTIMEHNYECKY0 00paboTKy (oe3nHdeKuns, AEe3NHCEKLMS).

I'Ipvl O6Hapy)KeHMM YBNa)XHEHHbIX apXMUBHbIX OOKYMEHTOB NpOBOAUTCA UX obsi3aTenbHas akknMMaTtmsauus
00 NOJIHOro BbICyLUMBaAHUA. AkknumaTtmsaunio npoBOoAAT B MNMOMeELWeHnn npmnema m BpPEMEHHOINo XpaHeHua B
TeyeHne 7 - 14 CYTOK (B 3aBUCMMOCTU OT CTeneHn yBJ'Ia)KHeHVIFl) npu WHTEHCUBHOW BEHTUNAUMN BO34yxa u”
pasmelleHnn eguHUL XpaHeHUa B pa3BepHYTOM BUAE Ha CToNax, cTernaxax.

KauecTtBo 6ymarm M TeKCTa NOCTYNUBLUUX apXMBHbIX OOKYMEHTOB NpoBepAeTCcA Bbl60p0‘-IHO ans obuwen
OLUEHKN X COCTOAHUA.

OGecnbinMBaHMe MNOCTYNUBLUMX aPXMBHbIX [LOKYMEHTOB MPOBOAAT B CreuuanbHOM MOMELEeHUn ¢
NPUMEHEHMEM BbITSXHbIX WKadoB U cobniogeHnem Mep caHuTapum U rurmeHbl.  O6gasatenbHomy
obecnbINMBaHMIO Noanexat Kopobku, nanku, 0BNOXKN, KOPELLKX AOer.
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"06 n [JokymeHT npegoctasneH KoHcynbTaHTINOC
yTBEPXAEHUU [1paBui opraHm3auumn XpaHeHus, [laTa coxpaHenns: 06.08.2018

KOMMJIEKTOBAHMU...

rlOCTyI'IVIBLLIVIe ayanoBusyarbHble N 3N1IEKTPOHHbIE OOKYMEHTbI noanexar:

OYNUCTKE OT MblJIN U NepeMOTKe - apXUBHbl€ JOKYMEHTbI Ha MarHUTHOW NeHTe;

O4YUCTKe OT 38I'pFI3H6HVIVI - apXUBHble JOKYMEHTbl Ha OUCKOBbIX HOCUTENAX U apXUBHblIe CpOTO,CI,OKyMeHTbI;
aKKnnuMmaTtTunsaunm B 3ajaHHbIX TeMNepaTypHO-BNAXXHOCTHbIX YCIIOBUAX;

YynaKoBbIBAHUIO.

AKKnMMaTum3auusa ayamoBmsyarnbHbIX U 3NEKTPOHHbLIX OOKYMEHTOB Ha MMEHOYHOW M OUCKOBOWM OCHOBaX
nepea pasmeLlleHMeM UX B apXMBOXpaHUmuLLE NPOBOANTCH B OTKPLITOM ynakoBke npu Temnepatype 20 +/- 3 °C n
OTHOCUTENBHON BraXXHOCTU Bo3gyxa 35 +/- 15%; Ans LBETHbIX KUHO- N (POTOLOKYMEHTOB - MPU OTHOCUTENBHOW
BnaxHocTn 35 +/- 15%. MpooomKNTENbHOCTL akKNMMaTU3aunM KWNHOAOKYMEHTOB U PYJTOHHbLIX MUKPOOUITbMOB HE
JomkHa ObiTb MeHble 10 CyTOK, apXMBHbIX OOKYMEHTOB Ha MarHUTHOW NEHTE U AUCKOBbIX HOCUTENSX - He
MeHee 3 CyTOK, (POTOLOKYMEHTOB N MUKPOULL - HE MEHee 24 YacoB.

2.11.6.2. lNMpoBepka (PU3NKO-XMMNYECKOTO U TEXHUYECKOro COCTOAHUS apXMBHbIX JOKYMEHTOB B mpoLlecce
XpaHeHnsi NPOBOANTCS C LIENb0 BbISIBNIEHWS MOBPEXAEHHbBIX apXMBHbIX JOKYMEHTOB U apXMBHbIX JOKYMEHTOB C
noTeHUManbHO OnacHbIM (PU3MYECKMM WM BUONOTMYECKMM COCTOSIHUEM W OCYLLECTBMSIETCS: LENeBbIM
NOpsioKOM; B XOA4Ee TMPOBEPKM HaNMMumMsi U COCTOSIHUSI apXMBHbIX [OKYMEHTOB; MPW MOLrOTOBKE apXWUBHbIX
JOKYMEHTOB K Bblade M3 apxvMBOXpaHUNULLA, a Takke Mpu Bcex Apyrux paboTtax, CBA3aHHbIX C NOEAUHWUYHBLIM
(MONUCTHBIM) MPOCMOTPOM apXUBHbIX JOKYMEHTOB.

Ll,eneBaﬂ nposepka Q)I/ISI/I\-IGCKOFO COCTOAHNA apXUBHbIX OOKYMEHTOB NpPOBOAUTCA B nopsaake ov4epegHOCTU
C y4yeTOM UEeHHOCTU apXMBHbIX OOKYMEHTOB. LleJ'IeBOVI npoeepke (*)I/I3VILIeCK0FO COCTOAHMA noagnexat Bce
apXuBHble OOKYMEHTbl, NOCTpadaBLUMe B 3KCTpeMallbHbIX YCrnoBUAX. Mo pe3ynbTataM KOHTPONA AenaeTcAa
3aknoyeHMe 0 HeobXoaMMoCTH npoeeaeHnAa pecrtaspaunnm M KoHcepBauunm n B 3aBUCUMMOCTU OT COCTOAHUA
APXUBHbIX JOKYMEHTOB YyCTaHaBITMBAKTCA CPOKU NpoBeeHUA cnep,yrou.l,eﬁ KOHTpOJ'IbHOVI NPOBEPKN.

lMpoBepka HU3NYECKOTO COCTOSIHUS apXMBHbLIX OOKYMEHTOB Ha OyMaXKHOW OCHOBE B Npouecce XpaHeHwus
NPOBOOAMUTCA C LENbl BbISABMEHUSA BIaXHbIX; MOPaXeHHbIX Ouonormyeckumun BpeautensMmu (MmreceHb,
Hacekomble); ¢ AedekTamu bymarn 1 TEKCTa apXMBHbLIX LOKYMEHTOB.

YBRaxHEHHble apXuBHble [OOKYMEHTbl (4ena, rpynnbl Aen) noanexaT HeMeaNleHHOMY BblAENeHMIo,
BHeouyepegHon obpaboTke (cywka, akknumatusaumsi). Mpu MaccoBOM YBM@XHEHWM apXUBHbIX OOKYMEHTOB
NMPUHMMAIOTCS Mepbl MO OCYLLEHWIO apXMBOXPaHUNMLLA, HOpManusawuum pexmuma XpaHeHus:.

ApXUBHbIE OOKYMEHTbI, NMOPaXXeHHbIe OMONorM4eckuMmn BpeanTensMn (MneceHb, Hacekomble), noanexar
HeMeaneHHoOn N3onsLun.

Hanuune pedektoB OymarM M TekcTa ycTaHaBNMBaeTCsi BU3yanbHO MpU MOSIMCTHOM MNPOCMOTPE Aern.
HedekTbl knaccuumumpyoTcs Ha OCHOBE eAMHON OyKBEHHO-LM(POBOM MHAEKCALMM MO TUMOBLIM MpPU3HAKaM
nedektoB Oymarm (OykBeHHast wuHOekcauuss) u  Tekcta (umcpoBas uMHOeKcauusl) B COOTBETCTBUM C
MeToaMYECKMMU paspaboTkamu.

HDOBepKa TEXHNYECKOIo COCTOAHUA ayamnoBuayaribHblX U ANIEKTPOHHbLIX JOKYMEHTOB B NnpoLuecce XpaHeHUA
OCyLLECTBIIAETCA C Lel1bio onpeaerieHnA:

COCTOSIHUS UX YNAKOBKW;

Hanuunsa cTaHaapTHbIX PAaKoPAOB;

TEXHUYECKOro COCTOSIHUS UX MOBEPXHOCTU U NepopaLMOHHbBIX JOPOXKEK U CKIEEK;
Hanuuns 3arps3HeHUn U MeXaHUYECKUX NOBPEXAEHWIA;

cTabunbHOCTH HUTPOOCHOBDI;
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wara nepgopaumm KUHOMNMEHOK U MarHUTHbIX NIEHT WnpuHOM 35 n 16 Mm;

bM3NKO-MEXaHNYECKNX XapaKTEPUCTMK (kopobrneHue, oTcrnamBaHWe 9SMYMNbCUOHHOTO WMM  OCbiNaHue
paboyero crnos v ap.);

HanNMunsa OedekToB XMMUYECKOro M BMOoNornMyeckoro nNponcxoxgeHus (nopakeHue MUKPOOpraHm3Mamu,
HaCcekoMbiMM W TpPbI3yHaMuy, cnedbl Kpuctannusadumu conen u pas3noXeHna OCTaTOYHbIX NPOAYKTOB
XUMUKO-GpoTorpacmyeckon oo6paboTku);

3MEKTPOaKyCTUYECKUX XapaKTEPUCTUK POHO- U BUAEOOOKYMEHTOB;
napameTpOB BUAEOAOKYMEHTOB B BUAEOKaHarne;
KayecTBa U3o0bpaxeHusi KMHO-, POTO-, BUOAEOOOKYMEHTOB;

YPOBHA MNapaMeTpoB, XapaKTepUsyLUMX SMNEKTPOHHbIE [OOKYMEHTbl (Hanpumep, 4ucro c6oesB npu
CYMTbIBAHUN MHOPMAaLIMN B eAUHULLY BPEMEHW);

Hanu4yns "BNPYCcoB" B 9NEKTPOHHBLIX JOKYMEHTaX;

Hanm4na pasmarHM4eHHbIX y4aCTKOB U MeXaHU4eCKUX nospe>|<,u,eH|/|l7| OTAeNIbHbIX Yy4YaCTKOB MAaLUUHHOIo
HOCUTEIA,;

Hann4na Koppos3nnm Ha NOBEPXHOCTU MeTarmiM4eCKnx roaMopurmHanos;
Harnn4yna ykCyCHoOro cMHgpoma praueTaTHon MNIEHKN.

I'IpoaepKa TEXHNYECKOro COCTOAHUA apXUBHbIX OOKYMEHTOB OCYyLUeCTBNnAeTCcA npu BHEWHEM OCMOTpe B
OTpa>XeHHOM CBeTe.

MpoBepKy 3MEeKTPOaKyCTUYECKUX XapaKTEPUCTVMK (POHOLOKYMEHTOB (4acTOTHblE WCKaXKEHWS, YPOBEHb
konupadhekTa, ypoBeHb POHA U LLIYMOB, HarnM4Me Tpecka 1 LLEeNYKoB, WyM naysbl) NpoBOAAT C UCMONb30BaHNEM
cneumansHoro obopyaoBaHus.

MpoBepky TeXHWYECKUX MapamMeTpoB  BUOEOOOKYMEHTOB MPOBOAST C  MOMOLLbIO  KOMMSieKca
KOHTPOIbHO-M3MepUTENbHON annapaTtypbl.

I'IpOBepKy TEXHUYECKNX NapaMeTpoOB J3JIEKTPOHHbIX OOKYMEHTOB npoBOAAT C  MUCNOJSIb3OBaAHMEM
cneunanbHon annapartypbl 1 NporpaMmmMmHoOro obecneveHus, npegHa3Ha4yeHHbIX Oand pa6OTbI C COOTBETCTBYHOLLEro
Bnaa apxXmBHbIMN OOKYMEHTaMMW.

BbisiBneHne gokymeHToB ApXmBHOro coHaa
Poccuiickon ®egepaumnm, HaxogaWmMXca B HEYA0BNETBOPUTENBHOM
HU3N4ECKOM COCTOAHUMU, U HEUCNPABMMO MOBPEXAEHHbBIX apXUBHbIX

OOKyMeHTOB. CHATME € y4eTa HencnpaBmMMO NOBPEXAEHHbIX
apXMBHbIX JOKYMEHTOB

2.11.7.1. HaxogawmMmncs B HeyOoBReTBOPUTENbHOM (PU3NYECKOM COCTOSIHUM MPU3HAKTCA OOKYMEHTbI
ApxvBHoro doHga Poccuiickon ®egepauum C BbICOKOW CTEMEHbIO paspylleHWs MaTepuarnbHbIX HOCUTEnew,
yrpoxatoren hnsnyeckon LenoCcTHOCTU JOKYMEHTOB.

PeweHne o npusHaHum pJokymeHTa ApxuBHoro doHga Poccuiickon Pepepauumn HaxogawMmcs B
HeydoBneTBOPUTENBHOM (PU3NYECKOM COCTOSIHMM U €ro NOCTaHOBKE Ha creumanbHbli ydeT Ans opraHusauuun B
CPOYHOM nopsiake crneumansHon obpabotku (cMm. n. 2.11.9.1) npuHMMaeT pykoBoauTernb apXxuBa Ha OCHOBaHWUU
3KCMEePTHOro 3aKMyeHns pecTaBpaTopa M PyKOBOAUTENS noapasferieHnsi, OTBETCTBEHHOrO 3a XpaHeHue
apXMBHbIX JOKYMEHTOB.

2.11.7.2. HencnpaByMO NOBPEXAEHHBIMU apXMBHbIMW OOKYMEHTaMU MPU3HaKTCA apXUBHbIE OOKYMEHTbI,
hu3myeckoe COCTOSIHUE KOTOPbIX MCKIIOYaeT BO3MOXHOCTb BOCCT@HOBIEHWUS UX MaTepuarnbHbIX HOcUTenewn u

KoHcynbTanTlNKoC

www.consultant.ru CrpaHunua 22 u3 91
HaeXHas npaBoBas noaaepXxkKa



http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru

Mpuka3 MuHkynbTYpbl PO oT 18.01.2007 N 19
(pea. ot 16.02.2009)

"06 yTBepxaeHuu MpaBun opraHn3aumMmn XpaHeHus,
KOMMMEKTOBAHM...

[JokymeHT npegoctasneH KoHcynbTaHTINOC
[ata coxpaHeHus: 06.08.2018

NCMNONb30BaHMs cogepallencsa B HUX JOKYMEHTHOW MHdopMauuu.

PelweHne o npusHaHMM apXMBHOMO AOKYMEHTa HeucnpaBMMO MNOBPEXAEHHbIM W CHATMM €ro ¢ ydyeta
NPVHUMaET COOTBETCTBYIOLLMIA YNONMHOMOYEHHbIA OpraH UCMOSIHUTENBHOW BNacTu B c)epe apXMBHOMO Aena Ha
OCHOBaHWM NpeacTaBnsieMbIX PYKOBOACTBOM apxvMBa JKCMEPTHOrO 3akfioYeHWst pectaBpaTopa M pyKOBOAMTENS
nogpasaeneHnsi, OTBETCTBEHHOIO 3a XpaHeHWEe apXMBHbIX AOKYMEHTOB, M akTa O HEUCMNPABUMbIX NMOBPEXAEHMAX
AokymeHToB (npunoxexue N 1).

Ha ocHOBaHWM NUCbMEHHOIO pPeLLEHNsT BbILLECTOSILLENO YNOTHOMOYEHHOIO OpraHa UCMOTHUTENbHON BNAacTy
B cdepe apxMBHOTO Aernia M3gaetcd Npukas pPyKoBOOUTEMNS apXmBa O CHATUM HEVCMPaBMMO MOBPEXOEHHbIX
apXMBHbIX JOKYMEHTOB C y4yeTa.

CHsATME C yyeTa 1 YHUUTOXEHNE HENCTNIPABMMO NOBPEXAEHHbIX YHUKAINbHbBIX JOKYMEHTOB HE JOMNYCKaoTCS.

Yyert d)VISVI‘-IeCKOFO N TEXHNYECKOIo COCTOAHUA
apPXMBHbLIX OJOKYMEHTOB

2.11.8. Y4yeT hU3NYECKOTO M TEXHUYECKOTO COCTOSHUS apXMBHbIX OOKYMEHTOB Ha Oyma)KHOW OCHOBE
OCYLLEeCTBMSETCS B:

nuncte-3aBeputene (npunoxexne N 3);

NNCTE N aKTe NPOBEPKN HaNMunsa N COCTOAHUS apXMBHbIX JOKYMEHTOB;

KapTOYKe yvyeTa apXUBHbIX JOKYMEHTOB C NOBPEXOEHNSIMU HOCUTENS;

KapTOYKe yyeTa apXUBHbIX JOKYMEHTOB C NOBPEXAEHUSIMU TEKCTA;

KapToTeke (KHuUre) yyeta oM3nM4eckoro COCTOSIHUS apXMBHbIX LOKYMEHTOB.

YyeT (pm3nmyecKoro n TEXHUYECKOro COCTOSIHUSA ayanoBu3yanbHbIX JOKYMEHTOB OCYLLECTBNAETCS B:

KapTOYKe yvyeTa TEXHUYECKOro COCTOSIHUS KUHOOOKYMEHTA;

KapTOyKe yyeTa TEXHUYECKOro COCTOSAHUSA (POTOOOKYMEHTA;

KapTOYKe yvyeTa TEXHUYECKOro COCTOSAHNA (OOHOOOKYMEHTA;

KapTOYKe yyeTa TEXHUYECKOro COCTOSIHNSA BUAEOAOKYMEHTA.

Ona yyeta  pgokymeHTOoB  ApxuBHoro coHga  Poccunckon  depepaumun, Haxogswuxcs B
HeyaOoBeTBOPUTENTBHOM ('*)I/I3I/I‘-IeCKOM COCTOAHUN, BegeTcd chneuunanbHad KHUra. COOTBeTCTByIOLIJ,I/Ie OTMETKHU
NPOCTaBMAITCA Takke B ApPYrMX OOKYMeHTax ydeTa U3MYECKOr0 U TEeXHUYECKOro COCTOSHWUS apXMBHbIX
OOKYMEHTOB.

YyeT M3MYECKOrO0 U TEXHUYECKOTO COCTOSIHUSI apXMBHBIX [OOKYMEHTOB MOXET OCYLLECTBMATbLCA Ha
6yMa>KHOM HocuTene unn B aBTOMatu3nMpoBaHHOM peXunme B COOTBETCTBUM C YyCTaHOBJIEHHbIMU PEKBU3NTAMU

KOHTPOJIbHO-YYETHbIX OOKYMEHTOB.

DUBNKO-XMMYECKAA U TEXHUYECKas o6pa60TKa
APXUBHbIX OOKYMEHTOB

2.11.9.1. ®dusmko-xumm4yeckasi n TexHudeckas obpaboTka apXmMBHbIX JOKYMEHTOB NPOBOANTCSH C LiENblO:
YCTPaHEHMWS MPUYMH YCKOPEHHOTO CTAPEHUS U paspyLUEHMS apXMBHBLIX JOKYMEHTOB;
BOCCTAHOBIEHWSI X CBOMCTB, TEXHUYECKMUX XapaKTEPUCTUK, AONTOBEYHOCTY;

BocCnpoun3seneHunsa ﬂ,OKyMeHTHOIZ VIH(bOpMaLI,I/IVI Ha bonee yCTOIZLII/IBbIX HOCUTENAX.
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"06 yTBepxaeHuu MpaBun opraHn3aumMmn XpaHeHus,
KOMMMEKTOBAHM...

[JokymeHT npegoctasneH KoHcynbTaHTINOC
[ata coxpaHeHus: 06.08.2018

OCHOBHbIMU BraamMm 3Tol 06paboTkM apXMBHBIX JOKYMEHTOB Ha ByMaXkHO OCHOBE SABMSIOTCS:

,D,GSMH(beKLI,I/Iﬂ, Oe3nHCeKUua, aepatms3auna apXmBOXpaHUITULL KakK COBOKYMNMHOCTb Mep 6[40I'Ip0(b|/IJ'IaKTI/IKM,
Oro3almnTbl 1 YHUUTOXEHUA BGronorn4yeckmx Bpeﬂ,VITeﬂeVl B apXnBOXpaHUIMax n Ha apXmBHbIX OOKYMEHTaX;

pecTtaBpauusi (pectaBpaLUMOHHO-KOHCEpBaALMOHHas ob6paboTka) Kak KOMMIeKec paboT U TEXHONOrMYEeCKMX
onepau,mﬁ No BOCCTaAHOBIIEHUIO CBOWCTB U 0ONroBe4YHOCTUN OpUrnHarnoB apXUBHbIX OOKYMEHTOB;

BOCMPOV3BEAEHNE apXMBHbIX AOKYMEHTOB C LIeNbl0 CO3[4aHWs CTPaxoBOro (hoHAa KOMUIA YHUKambHbIX
AOKYMEHTOB 1 0C000 LiEHHBbIX JOKYMEHTOB M hoHAa NOMb30BaHus; (hOTOpecTaBpaums apXMBHbIX JOKYMEHTOB C
yraclumm U crnaboKOHTPACTHbIM TEKCTOM; 3aMeHa OpWIMHaMNoOB C HEdONMOBEYHbIMU UMW pas3pyLUeHHbIMU
HOCUTENSIMU KOMUSIMU 1151 COXPaHEHWUs1 LOKYMEHTHOM MHGopMaLuum u ap.;

nepensneT apXMBHbIX JOKYMEHTOB;

obecnbinMBaHWe apXMBHbIX JOKYMEHTOB;

obpaboTka apxMBHbIX [AOKYMEHTOB B pexuMe aBapuiiHO-crnacaTenbHblX paGoT, B TOM 4uChe C
NMpUMEHeHNeM CpeacTB U CMOCOGOB CyLUKW, AE3VMHMEKUMW, AEe3VMHCEKUUW, 3aMOpakvBaHWs, pecTaBpaLuuy,
BOCMPOU3BEAEHUS, Ae3aKTMBaUMKN U ApYriX BUOOB LiernieBoi ob6paboTku.

Ayp,moswsyaanble N 3NEeKTPOHHble OOKYMEHTbl B 3aBUCMMOCTU OT (*)M3W~IeCKOl7I npupoabl Hocutenda
noaBeprarTcd cnegyrwmm pectaBpalOHHbIM U KOHCepBaLI,VIOHHO-FIpOd)VIJ'IaKTVI‘-IeCKI/IM pa60TaM:

apXvBHble AOKYMEHTbl HA MarHUTHOW NeHTe:

O4YMCTKE MOBEPXHOCTM OT MbININ M YaCTULL, IPSA3M Ha cneuuanbHOM OYUCTUTENBHOM 060pyAOBaHNM;
3aMeHe NepecoxLUnX U NMOKOPOBNEHHbIX CKMNEEK,;

OPOPMIIEHUIO PYFIOHOB MarHUTHOMW NEHTbLI 3aLMTHON MarHUTHOM NIEHTON C ABYX CTOPOH No 2 - 2,5 m;

nepemMoTke C Uesibl0 CHATUA BHYTPEHHUX HanmeeHvuZ B PyJNIOHax MarHUTHbIX NEeHT, BO3HUKLUMX WN3-3a
nepenagos TeMmnepaTtypbl U BITAXXHOCTU NMPU XpaHEHUN N TPAHCNOPTUPOBaHUN apXNUBHbIX OOKYMEHTOB;

apXUBHbIE AOKYMEHTbl Ha AWCKOBbLIX HOCUTENSAX:

obecnbINMBaHuIo;

NPOTUPKE aHTUCTaTUKOM;

KMHOPOTOOOKYMEHTbI, MMKPOGOPMbI 1 (POHOrpamMMbl K KUHODUNbMaM:
06ecnbINMBaHuIo;

yAaneHuo BOCKOBbIX, XMPOBbIX U NHbIX 3arpsi3HEHNI;

YKpPENeHWIo CKINeeK N Npoceyex;

peMoHTY nepdopaumu;

nepegenke rpybbix, KOPOOMEHHbIX 3anmnaT U CKIeek;

PEMOHTY NOBPEXAEHHbIX NONEN KagpoB.

"pamopurnHansl POoTOOOKYMEHTOB NOABEPratoTCA NEKTPOXMMUYECKON OUYNCTKE.

2.11.9.2. PaboTbl N0 (U3MKO-XUMUYECKOA W TEeXHUYeckoh oOpaboTke apXMBHbIX [LOKYMEHTOB
noapasgensoTcsa Ha NaHOBbIE Y BHEMAHOBbLIE.
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KOMMJIEKTOBAHMU...

MnaHoBas obpaboTka apXxMBHbIX AOKYMEHTOB MPOBOAMTCHA MO pes3yrbTaTaMm MPOBEPKU MX COCTOSHUS B
nopsigke o4YepegHoOCTW, YCTAHOBIEHHOW B apxvBe C y4eTOM MPUHAANEXHOCTU MX K PasfNyHbIM LEHHOCTHbLIM
rpynnam, ocobeHHocTern (HPU3NYECKOrO0 COCTOSHWUS apXUBHbIX OOKYMEHTOB pasfuyHbiX BUOOB U BO3MOXHOCTEN
apxuBa. [puoputeT oTAaeTCA YHUKanNbHbIM JOKYMEHTaMm 1 0co60 LieHHbIM JOKYMEHTaMm.

K BHennaHoBbIM OTHOCATCS paboThl, BbINOMHAEMbIE B aBapUAHO-CNacaTenbHbIX CUTYaUMsX, CBA3aHHbIX C
NoKanbHbIM UMM MacCoBbIM MOPAXXEHMWEM apXMBHbIX [JOKYMEHTOB OFHEM, BOAOW, XUMWYECKUMWU WK
pafMoaKkTMBHbIMK BellecTBaMmu. CpoyHble Mepbl MO BbIAENEHWIO, N30NSALUN, CaHUTApHOW 06paboTke apXMBHbIX
OOKYMEHTOB W MECT MX XpaHeHWs npeanpuHMMaloTcs Takke Mpu MNopaXeHWM apXMBHbIX [OKYMEHTOB
6ronornyecknMmn BpeauTensiMu.

HomeHknaTypa, nopsagok nNpoBeAeHMst M TexHonorns paboTr no U3NKO-XUMUYECKOW N TEXHUYECKOM
06paboTke apxMBHbIX [OOKYMEHTOB OMpPedensitoTcss OTpacneBbiMUM  HOPMATUBHbIMM U METOLMYECKAMMU
OOKYyMeHTaMu.

O6Lwme TpeboBaHMSA K Bblgave apXMBHbIX
JOKYMEHTOB U3 apXMBOXpaHUnuLa

2.11.10. Apx1BHble OOKYMEHTbI, MMetlolwme POoHA NOMNb30BaHWUS, N3 apXMBOXPaHUIULLA, Kak NpaBuno, He
BblOalOTCS.

ApXUBHble [OOKYMEHTbl, He Mpoleawne Hay4dHoOro OnucaHus U TEXHUYECKOro OgOPMIIEHMUs, U3
apXuBOXpaHunMLa He BbiOAKTCA ANS UCMOMb30BaHWUsA U NpoBedeHus paboT no co3gaHuio CTPaxoBoro doHaa u
¢oHAa NOMNb30BaHKS.

Bblgadya v3 apxvBoxpaHunuuia MNOAMMHHUKOB OCOBO LEHHbIX LOKYMEHTOB, B TOM 4MCME YHUKAIbHbIX
OOKYMEHTOB, a Takke [OOKymeHToB ApxuBHoro ¢oHaa Poccunckon depepauum, HaxoAsUxcss B
HeyaOoBeTBOPUTENTBHOM ('*)I/ISI/IL-IeCKOM COCTOAHNN, OCYLLECTBIIAETCA B UCKIMIOYUTENBbHbIX Cllyqadax C MMCbMEHHOIro
paspeLleHnda pykoBoauTend apxmsea.

ApXVBHbIE JOKYMEHTbI BblOAIOTCA M3 apXMBOXpaHUULLA rocyaapCTBEHHOIO apxvBa, my3es, 6ubnmoTeku,
opraHusaumm Poccunckon akagemmm Hayk ¢ MMCbMEHHOIO paspeLLeHus:

3aBe/yloLLEero apxmBoxpaHunuilem (oTaenomM obecneyeHns CoOXpaHHOCTK) - NONb30BaTeNsM B YMTarnbHbIi
(NpocMOTPOBbLIN) 3an apxuea 1 paboTHMKaM apxuBa Ans CryXe6HbIX Lenei B paboyme NoMeLleHns:;

PYKOBOAMTENS apXxusa UMy ero samecTuTens - goHaoobpasosatenam, cyaebHbiM, NpaBooOXpaHUTENbHbLIM
N WHBIM YNOMHOMOYEHHBLIM OpraHam BO BPEMEHHOE MOorb30BaHWe MPY HanM4uMu rapaHTUHOrO MUCbMa OT HUX;
opraHusauvsiM - Ans 9KCNOHUPOBAHUA NPV HanMuuM O0roBopa O MPOBEeAEHUM BbICTaBKM U COOTBETCTBYIOLLEro
npukasa pykoBoauTens apxuea; paboTHMKam naGopaTtopumn apxuea, cneunannsMpoBaHHbIM opraHusaumsm - ans
npoBedeHuss paboT Mo co3gaHuilo cTpaxoBoro doHaa U oHAa MONb30BaHUS M creumarnbHoi 06paboTku
APXMBHBIX JOKYMEHTOB MPW HanMyMn COOTBETCTBYHOLLErO AOroBOpPa CO CNeLuann3mpoBaHHO opraHu3aumnen.

Bbligava APXMUBHbIX OOKYMEHTOB BbILLEYNOMAHYTbIM KaTeropmnam nonb3oBartenen 13 apxXmnBoxpaHunuiia
MyHUUMNarbHOro apxuBa, My3esd, onbnmoTekn ocyullecTBndeTcAa C NMACbMEHHOro paspelleHuna 3asenyroulero
MyHUUunaribHbiIM apxmnBoM, My3eeMm, B6mbnnoTekon.

Bblgayy apxvBHbIX OOKYMEHTOB M3 apXMBOXPaHWNULLA U MpUEM WX obpaTHO, B TOM YMCIEe MOSIUCTHYHO
NMPOBEPKY HanMyns U COCTOSIHWS apXMBHbIX OOKYMEHTOB Mepen Bblgaver MX W3 apXuBOXpaHwWnuia v npwu
BO3BpaTe, NPOM3BOAUT PabOTHUK apxvMBoXpaHunuwia. MonucTHY MPOBEPKY HanMMyus U COCTOSIHUS apXMBHbIX
[OKYMEHTOB, BO3BPAaLLAEMbIX NOMb30BATENAMMU B YNTAIIBHOM 3are, OCYLLEeCTBNSeT paboTHMK YMTanbHOro 3ana.

O6sA3aTensHON MOMMCTHOW MPOBEPKE HanMU4uMs U COCTOSHWUS Neped Bbldayen apXMBHbIX AOKYMEHTOB W3
apxuBOXpaHunuLa n Npu Ux Bo3sparte noanexar:

YHUKalnbHble JOKYMEHTbI U 0C000 LiEHHbIE OOKYMEHTbI;

adpXmBHble OOKYMEHTbl, uUMewLline B Od)OpMJ'IeHI/II/I nnm npunoxeHnnm K HUM AparoueHHble KaMHU w”
MeTannbl;
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HecOpPOLLIOPOBAHHbIE APXUBHbLIE JOKYMEHTbI;

[ena, paHee He BblOaBaBLUMECS U3 apXMBOXPAHUMULLA U HE MEIOLLIME NIUCTOB-3aBepUTeneil;

Jena, copepxalve asTorpadbl, rpaduyeckme [OOKYMEHTbl, MOYTOBble M repboBble 3HaKM, nedyaTty,
OTKPbITKM, KOHBEPTLI C agpecaMu, MapkaMmu, U ApyrMe apxXvMBHble JOKYMEHTbI, NOTEHUManbLHO NpeacTasnsaoLLme
NHTEepec AN KOMNMNeKLMOHEepOoB..

CocraB apyrux gen, nognexawmx NOSINCTHOWN npoBepkKe, onpegendeTtcd pykoBogCTBOM apxmBa Ha OCHOBE
pelwleHunsA 3KCI'IepTHO-MeT0JJ,VI‘-IeCKOl7I KOMUCCUN.

OTmeTKka 0 NpoBeaeHHOW MONMMUCTHOM NPOBEPKE CTAaBUTCS B NucTe-3aseputene (npunoxenune N 3).

Ha MecTo BbldaBaembiXx W3 apXMBOXPaHWNMWLLA eOVHWL, XpaHeHWss W onuceil nen, [OOKYMEHTOB
nodknaabiBaeTcs KapTa-3amMecTUTenb.

ApXUBHble [OKYMEHTbI, BblJABaeMble W3 apPXMBOXPaHUNULLA, [OOMKHbI WMETb apXMBHbLIA  WNdP,
NPOHYMEpPOBaHHbIE NUCTbI, NUCT-3aBepuTenb (npunoxeHne N 3) M NUCT UCMONb30BaHUS [OKYMEHTOB (
npunoxexue N 4).

MoproToBKa apXMBHbLIX AOKYMEHTOB K BblAade M3 apXMBOXPaHUIULLA BKIOYaET:

BbleMKY apXUBHbIX OJOKYMEHTOB;

CBEpPKY apXvMBHOMO LWMU@pa W 3arofioBKOB (aHHOTAUMMA) C OMUCLIO (KHUMOW y4eTa W onucaHus) gden,
OOKYMEHTOB;

NOJSIMCTHYHO NPOBEPKY apXMBHbIX €S - B YCTAHOBIIEHHbIX Cy4YasX.

Ceepka apxuBHOro wndgpa apxuBHbIX [JOKYMEHTOB C OMNUCLIO (KHUIOW y4yeTa W onucaHus) Aen wu
OOKYMEHTOB npeanoriaraeT MNpOBEPKY MPaBUITbHOCTU OMOpMIIEHNsT OBMOXKM M TUTYNBHOIO nucTa Aena,
NepBMYHOrO CpPeACcTBa XpaHEHUs ayauoBU3yanbHOro, SMEKTPOHHOro AOKYMEHTa, NpaBUIibHOCTU COCTaBNEeHUs
3aronoBka u wudpa eanHnubl XpaHeHus. MNpyn Hanuuum BGonblMX UCNPaBEeHUI OBMOXKA M TUTYMbHbIA JINCT
3aMEHSATCA C COXpaHEHMEM NpU HEOHXOOUMOCTU CTapon OBMOXKM.

Mpy NnoaroToBke K BbiAavye U3 apxXMBOXpaHUnuLLA OTAENbHbIX apXUBHbIX JOKYMEHTOB, U3bATLIX U3 Aerl, Ha
0BOpOTHOW CTOPOHE KaxKOOro NiMCTa BHE TEKCTa apXMBHOrO AOKYMEHTa MNPOCTaBMSAETCA LTamn C apXWMBHbIM
LWwrdopom.

Cpoku Bblaaum apXmMBHbIX JOKYMEHTOB
2.11.10.1. ApxuBHble JOKYMEHTbI BbiJAOTCA N3 apXMBOXPaHUIMLLA Ha CPOK:

0O OOHOro Mecsua - Momnb3oBaTensM B YWTanbHbI 3an u paboTHUKaM apxvBa (kpome 0cob0 LiEeHHbIX
[OKYMEHTOB, BblaBaeMbIX Ha CPOK He 6onee AByX Heaenb);

[10 Tpex MecsaLeB - PoHa006pa3oBaTensm;
[10 LIECTN MECALIEB - CyAeBHbIM, MPaBOOXPaAHUTENbHBIM M UHBIM YNIOMHOMOYEHHbLIM OpraHam.

Bbloaya apxvBHbIX JOKYMEHTOB M3 apXVMBOXPaHWNULLA AN SKCMOHMPOBAHUSI OCYLLECTBIISIETCS Ha CPOK,
onpeaeneHHbIn J0roBOPOM O NMPOBEAEHNN BbICTABKU.

Cpok Bblaauv apxXMBHbIX OOKYMEHTOB OIS CO34aHWs CTPaxoBoro ooHAa, ooHAa MoNb3oBaHWsA U Ans
cneumancHon o6paboTkn onpegensieTcs nnaHamy paboTbl apxMBa W [OroBOpaMuM Ha MpoBedeHve
COOTBETCTBYHOLUX PaboT CO CTOPOHHUMU OpraHM3aLUsiMu.

I'Ipop,neHme CPOKOB BblAa4n apXuUBHbIX OKYMEHTOB OMNYyCKaeTCAd C pa3pelleHnsa pykoBoacTtea apxmea.
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KOMMJIEKTOBAHMU...

O(*)OpMJ'IeHI/Ie BblAa4yn apxXmBHbIX OKYMEHTOB

2.11.10.2. Bblgaya apxuBHbIX OOKYMEHTOB M3 apXMBOXpPaHWUNULIA PErMcCTpupyeTca B KHUrax Bblgayu
apXuMBHbIX AOKYMEHTOB, KOMUM (poHOa MONb30BaHMS U3 XpaHUNUuia, KOTopble BeAyTCs pasfenbHO MO KaXoomy
apxXMBOXpaHUNULLY U BUAOY BblOauyun.

Bblgaya apxvBHbIX OOKYMEHTOB B uuTanbHbI 3an odopMmriseTcd 3aka3om (TpeboBaHueMm) Ha Bbigady
apXMBHbIX OOKYMEHTOB, KOMWA poHAa Nofb30BaHWUs, ONWUCeN fen, AOKYMEHTOB W PerucTpupyetcs B KHure
BblJa4M apXUBHbIX OOKYMEHTOB, KOMWM (POHAA MONb30BaHUSA W3 XpaHUNWWA B YMTanbHbIA 3an, B KOTOPOM
pacnucbiBaeTca paboTHUK YnTanbHOro 3ana. VicnonHeHHbIn 3aka3 (TpeboBaHue) nonb3oBaTensd HanpasnseTcs B
YuTanbHbIA 3an BMECTE C BblAaHHbIMU apXMBHBIMU JOKYMEHTaMU 1 XPaHUTCH B NIMYHOM Aene nonb3oBaTens.

Bblgada apxvBHbIX [OOKYMEHTOB paboTHMKY apxuBa A9 WCMNONb30BaHWUS B CMAYXeOHbIX Lensax
odhopmrisieTcs 3aka3om (TpeboBaHMeM) Ha Bblgady apXMBHbIX LOKYMEHTOB, KONui ooHA4A NONb30BaHUs, onncen
Oen, [OKYMEHTOB, KOTOpbIN BU3MPYETCS PYKOBOAUTENEM COOTBETCTBYHOLLEro nogpasgeneHus. 3akas
(TpeboBaHME) perucTpypyeTcs B KHWUre Bblga4M apXUBHbIX [OOKYMEHTOB, KOMui cpoHAa Monb3oBaHMs U3
XpaHunuiia B paboyne nomeLleHusi, B KOTOPON paboTHMK, MOMYYMBLUMIA apXMBHbIE JOKYMEHTbI, pacnucbiBaeTcs
3a Kaxayl eavHuuy xpaHeHus. 3akas (TpeboBaHve) HaxO4MTCA B apXMBOXPaHUNMLLE OO UCTEYEHMS CpOKa ero
XpaHeHus.

Bbioaua apxuBHbIX [OOKYMEHTOB B naGopaTopuio apxuBa odopMIisieTcs 3akasoM Ha npoBedeHue
COOTBETCTBYHOLLNX paboT U PErMCTPUPYETCH B KHUTE Bblaun apXMBHBLIX JOKYMEHTOB, KON dhoHAa Nosib30BaHus
U3 XpaHunuila B nabopaTopuio, B KOTOpOW pacnucbiBaeTcs paboTHMK naGopaTopun. 3akas yyuTbiBaeTcsl B
nabopaTopuv 1 B COOTBETCTBYHOLLEM MOAPA3AENIEHNN apXMBa U CIYXXWUT KOHTPOSbHbIM AOKYMEHTOM 3a XOZAOM
npoBeaeHUsl BCeX 3TanoB paboThl C apXUBHBLIMU AOKYMEHTaMMU.

Bblgava APXUBHbIX OOKYMEHTOB BO BpeMeHHOEe MNoJib3oBaHUE O(*)OpMJ'I‘ileTCﬂ aKTOM O Bblaa4vye apXMBHbIX
OOKYMEHTOB BO BpPEeMEHHOe€ MOoJib30BaHne U pPerncTtpupyeTtca B KHUre Bblayn apXMBHbIX OOKYMEHTOB, Konui
CbOHD,a Nnonb30BaHNA U3 XpaHuUnuila BoO BpeMeHHOe noJib3oBaHMe.

Bblgava choHaa nonb3oBaHus

2.11.10.3. Bbligaya konuin apxuBHbIX OOKYMEHTOB M3 oHOa MNOoNb30BaHUA odopMnaeTca 3aka3om
(TpeboBaHMeM) Ha Bblgavy apXMBHbIX OOKYMEHTOB, KOMWMMA (POHAA MOMb30BaHWS, ONWUCEN AEer, OOKYMEHTOB U
perucTpupyeTcst B KHure (KHurax) Bblgadv ooHAa nonb30BaHUS, BEOYLUMXCH LEHTPanvM30BaHHO MW pasgeribHO
MO KaXXAOMY apXMBOXPaHWUIULLY.

Bblgaya onuncen gen, OKYMEHTOB

2.11.10.4. Onucu gen, OOKYMEHTOB BbIAKTCA Ha CPOK, HE MpeBblIAWNA NaTM gHen. Boigava onucen
Oen, OOKYMEHTOB, MMEKLWMXCA B OOHOM SK3EeMMIISiPe W XPaHSLWUXCS LEeHTpanu3oBaHHO, OOMyckaeTcs B
UCKIIOYNTENBHbBIX Cry4vasX C paspeLleHnss pyKoBOOUTENS apXuBa Uin ero 3aMecTUTenst Ha CpoK, Kak NpaBumo, He
NpeBbILLAKLWUA OOUH AeHb, 1 OPOPMIIAETCH MO aHaNornun ¢ Bolgayen NOANUHHbBIX apXUBHbIX JOKYMEHTOB.

Bbigaua onucen pgen, AOKYMEHTOB OQOPMISETCA 3aka3oMm (TpeGoBaHWeM) Ha Bblgayy apXMBHbIX
JOKYMEHTOB, KOMWiA (boHAa NOJSIb30BaHWS, OMUCEN [her, OOKYMEHTOB W PEeructpupyeTcsi B KHUIe Bbldauu
APXMBHbIX [OKYMEHTOB, KOMWUiA hoHAA MOMb30BaHWS M3 XpaHUMuWLLE, B KOTOPOMW pacnucbiBaeTCs MNOMyYMBLLNIA
onucb paboTHUK apxuBa UNu Nnonb3oBaTerb.

KOHTpOJ'Ib 3a COXPaHHOCTbK BblAAaHHbLIX apPXUBHbIX JOKYMEHTOB.
Bosspau.l,eHme dPXUBHbIX JOKYMEHTOB B apXnBoxpaHunuiie

2.11.10.5. BbiBepka KHUT Bbl4ayn apXmMBHbIX JOKYMEHTOB NPOBOAUTCS HE pexe OA4HOro pasa B KBapTan unu
B nonyroave. Ecnn B pesynbTaTte BbIBEPKM KHUI Bblayn YCTaHOBMEH (DaKT HapyLleHUs CPOKOB BO3BpaLLEHUs
apPXUBHbIX AOKYMEHTOB, BbISICHAIOTCS €ro MpUYMHbl U NPUHUMAIOTCS Mepbl K BO3BpaTy apXMBHbLIX JOKYMEHTOB.
Ecnn HeBo3BpalleHVMe apXvBHbIX AOKYMEHTOB B CPOK B apXMBOXpPaHWmULLE Bbi3BaHO HEOOXOAMMOCTbIO WX
AanbHewnLero ncnosnb3oBaHus, Bbidaya nepeodopmnseTca. [Npu 3agepxke BO3BpaLLEeHWNS apXUBHbBIX JOKYMEHTOB
6e3 yBaXXnTenbHbIX NPUYMH MPUHUMAIOTCA Mepbl AN UX HeMeASIeHHOro Bo3BpaTa B apXMBOXpaHWmLLE.
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KOMMJIEKTOBAHMU...

B uensix KOHTPOns 3a COXPaHHOCTLIO apXMBHbBIX JOKYMEHTOB NOApPa3fAeneHne, OTBETCTBEHHOE 33 XpaHEHNE
ApPXMBHLIX [OOKYMEHTOB, MPOBOAWT MPOBEPKA COXPaHHOCTM BblAa@HHbIX M3 apXMBOXPaHUNULLA apXMBHbIX
[OKYMeHTOB. lMpoBepKM NpPoBOASTCA B MNAaHOBOM MOPSAKE MMM MO Mepe HeoBGXOAMMOCTM MO COrfacoBaHuo C
PYKOBOZACTBOM apxuBa.

Mpun BO3BpaALLEHUM apXMBHbIX JOKYMEHTOB B apXMBOXPaHMUITULLIE OCYLLIECTBIISAETCA NOMUCTHAsA NpoBepKa nx
hU13MYECKOro COCTOSHUSA B YCTaHOBMEHHOM nopsgke (cm. n. 2.11.10). B kHure Bblgaum apXmBHbIX LOKYMEHTOB
AenaeTcsa oTMeTKa O BO3BpaLLEHUN apXMBHbIX AJOKYMEHTOB B NPUCYTCTBMU BO3BPaTUBLLUMX UX pabOTHMKOB apxmBea
unn doHgoobpasoBaTens. Ecnu  BbisiBNeHbl NOBpeXOeHUs  BO3BpALLaeMblX apXMBHbIX  [JOKYMEHTOB,
COCTaBNSETCH aKT B MPOM3BONIbHOM DOpMeE, KOTOPbIN NOAMNMUCLIBAETCA PabOTHMKOM apXUMBOXPaHUMNMLLA U NULOM,
BO3BpaLlaloLWnM apXxvBHble JOKYMEHTbI, U NPeACcTaBnseTcs Ha pacCMOTPEHUE PYKOBOACTBA apXmBa.

ApxuB 065a3aH yBeJOMUTb NONb30BaTENSA O TOM, YTO OH OTBEYAET 3@ COXPAHHOCTb MOMYyYEHHbIX apXUBHbIX
OOKYMEHTOB U cobntogeHne npasBun paboTbl C HMMM B COOTBETCTBMM C 3aKOHOAATENbLCTBOM Poccuinckon
degepauum.

B cnyyasx XulleHus vnv MOBPEXAEHWUS apXMBHbIX AOKYMEHTOB, B TOM YUCIE€ BHECEHUS B WX TEKCT
M3MEHEeHU (ecrnm 3TO MOXeT ObiTb KBanudUUMPOBaHO Kak MOBPEeXAEeHWEe apXMBHOrO [AOKYMEHTa), apxuB
obpallaeTcsi ¢ COOTBETCTBYIOLLMM 3asIBIIEHMEM B OpraH BHYTPEHHWX AeNn Mo MeCTy pacrofioXeHWs apxuBa, B
TPEXAHEBHbIN CPOK WHMOPMUPYET CreunanbHO YNOMHOMOYEHHbIN deaepanbHblil OpraH MUCMOSHUTENbHON
BMacT, YMNONHOMOYEHHble OpraHbl  MUCMOMHWTENbHOW Bnactu cybbektoB Poccunckon  ®epepauun,
OCYLLECTBMSIOLINE KOHTPONb 3a cobniogeHnemM 3akoHogaTenbcTBa 006 apxuBHOM gdene B Poccunckon
degepaumun, npuvHUMaeT Apyrme Mepbl K BO3MeELLeHuo yulepba B COOTBETCTBMM C 3aKoHOOATENbCTBOM
Poccuickon ®egepauun.

TpaHCFIOpTI/IpOBKa n nepemMelleHmne apxnBHbIX JOKYMEHTOB

2.11.11. lNMpn TpaHCMNOPTUPOBKE apPXUBHbLIX OOKYMEHTOB Ha NoOble paccTosiHUSA cobrogatTcs Mepbl Mo
oxpaHe U1 3awmTe WX OT BO3AENCTBUA BpedHbIX (aKTOpPOB OKpyxawlwen cpedbl NyTeM MPUMEHEHUA
cneunanbHbIX BWMOOB YMNAKOBOK, o6ecneq|/|Barou.|,v|x 3alnTy apxmBHbIX [OOKYMEHTOB OT OCaaKkoB, CBeTa,
MeXaHWNYEeCKNX NOBPEXAEHUN.

TpaHcnopTUMpoBKa apXMBHBIX [JOKYMEHTOB MPOM3BOAWTCS MPU WX NIOTHOM YKNaAKe, WCKIoYatoLLen
BO3MOXHOCTb MepeMeLLeHNs] apXUBHbIX JOKYMEHTOB BHYTPU YMaKOBKM, yOAPOB U pasfMyYHbIX COTPSICEHWI, Npu
3TOM (hOTOHOHOAOKYMEHTbI YNAKOBLIBAOTCS B BEPTUKANbHOM TMOMOXEHUN B KOPOOKM KECTKOW KOHCTPYKLMM
COOTBETCTBYIOLLErO pasMepa, OOepHyTbie BO BraroOHeNpoHULAeMyl TkaHb. [pyrne ayavoBusyanbHble W
SMEKTPOHHbIE [OKYMEHTbI, rpacdmyeckue U KpynHodopmaTHble Aena U AOKYMEHTbl NMepeMeLLaloTcs TOMNbKO B
ynakoBKe, B KOTOPOW OHU XPaHSATCS, UMW B CELManbHO NpefHasHayYeHHbIX AN UX NepeMeLLeHNs CPeaCcTBaXx.

[ns nepemelleHns apxvBHbIX JOKYMEHTOB BHYTPU apxuBa WUCMONb3YIOTCA NEPEenBUKHbIE TENeXKU U
Apyrue cpefctsa TpaHCNoPTUPOBKK.

BHyTpuropoackme nepeBO3KM apXMBHbLIX [OKYMEHTOB MPOU3BOASATCS B 3aKpbiTbiX aBTOMalUMHAaxX Mpw
06s3aTenbLHOM COMPOBOXAEHNM PaGoTHUKA apXuBa.

TpaHCcnopTMpPOBKa apXMBHbIX JOKYMEHTOB Ha AanbHME PacCTOsIHWA NPOM3BOAMTCS B yNakoBaHHOM Buae B
KPbITOM TPaHCMOPTHOM CPEeACTBE B COOTBETCTBUM C MpaBuUiiamy NEepeBO3KM LeHHbIX Fpy30B, YCTAHOBIEHHbLIMM
Onsi COOTBETCTBYHOLLEro BMaa TpaHcnopTa.

BuisiBneHue YHUKalbHbIX OOKYMEHTOB
n ocobo LEeHHbIX JOKYMEHTOB

2.11.12. BbiSBNeHVEe YyHMKamNbHbIX OOKYMEHTOB U OCOBO LEHHbIX OOKYMEHTOB MPOBOAUTCHA B Mf1aHOBOM
nopsiake Hambornee KBanUMUUMPOBAHHBLIMW CreuuanucTaMmm Ha OCHOBaHMM OTPAcCrEBbIX Hay4YHO-METOANYECKUX
pa3paboToKk U MeToaUYECKMX NOCObUIA, MOArOTOBMEHHLIX B apXUBE.

OnpepeneHne B coctaBe ApxuBHoro d¢oHaa Poccuinickon ®deaepaunn  yHUKanbHbIX [LOKYMEHTOB
OCyLLEeCTBMAETCA B COOTBETCTBMM C PernameHtom [0OCygapCTBEHHOro peectpa YHUKamnbHbIX [LOKYMEHTOB
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KOMMJIEKTOBAHMU...

ApxueHoro gpoHaa Poccuiickon ®Pegepauum n BktoyaeT B cebsi:

3anosfiHeHNe Ha KaKabl BbISIBMIEHHbLIA NOTEHUManbHO yHMKaJ'IbeII7I OOKYMEHT JiCTa y4yeTa U onmcaHusA
YHUKalIbHOro JOKYMEHTAa;

pacCMOTPEHNE 3KCMEPTHO-METOANYECKOA KOMWUCCMEN (MNU OpyrMM COBeLlaTeslbHblM OpraHoM) apxvBa
npeacTaBrneHHbIX MaTepuarnos;

npeacraBneHne npeanoXeHWin o BKMHOYEHUU BbISBMEHHbIX MOTEHLUMAaNbHO YHUKANbHbIX OOKYMEHTOB B
[ocymapCTBEHHbIA peecTp YHMKanbHbIX OOKYyMeHTOB ApxuBHoro doHaa Poccuiickon ®epepaunmn B
COOTBETCTBYIOLLNIA YNONMHOMOYEHHbIW OpraH UCNONMHUTENBHOW BNacTn B cpepe apxXMBHOro aena.

Onpepenenne B coctaBe ApxuBHoro doHaa Poccuiickon ®depepaumym 0c0060 UEHHbIX [OKYMEHTOB
OCyLLEeCTBRSeTCS 3KcnepTHo-NpoBepoyvHon komuccmen (AMK) denepanbHoro rocygapcreseHHoro apxusa, OlK
YMNOSIHOMOYEHHOTO OpraHa WUCMoNHUTENbHOM Brnactu cybbekta Poccuiickonn depepaumm B cdepe apXMBHOIO
Jena, 9KcrnepTHOW (POHAOBO-3aKyNOYHOM KOMUCCWMEW [OCYQapCTBEHHOrO MWMAM  MyHUUMNAnNbHOro Myses,
3KCMEPTHON KOMUCCUEN TFOCYOAapPCTBEHHOW WM  MyHuuunaneHon ©6ubnuotekn, MK ApxuBa Poccunckon
akagemMuun Hayk 1 3aKkpennaeTcs y4eTHbIMW JOKYMEeHTaMn apxuBa B YCTaHOBIIEHHOM nopsiake (cM. n. 3.7.5).

OlK ynonHomMo4eHHOro opraHa MCMONMHUTENbHOW Briactu cybbekta Poccuiickon depepaumm B cdepe
apXvBHOro gerna Bnpase genernposaTtb NOSIHOMOYUSA NO onpefeneHnto B coctase ApxmBHoOro gooHaa Poccumnckon
®epepaumn  0cob0  UEHHbIX  OOKYMEHTOB  9KCMepTHO-MeToamyeckom  (MEeTOAM4eckon)  KoMUccum
rocyapCTBeHHOro apxmea cybobekta Poccuiickon ®Pegepaumm.

CosafaHue cTpaxoBoro gooHaa

KoHcynbTaHTlInt0C: npumeyvaHme.
B odumumanbHOM TekcTe AOKYMEHTa, BUAMMO, onylleHa oneyaTtka: nyHKT 4.13.3 B JOKYMEHTE OTCYTCTBYET,
Nno BOMPOCY, KacalLeMyCsi XpaHeHNsa CTpaxoBoro oHaa, cMm. nyHKT 2.11.13.3.

2.11.13. CoBOKYMNHOCTb CTPaxoOBbIX KOMWA YHUKambHbIX U OCOBO LEHHbIX AOKYMEHTOB ApXMBHOro coHaa
Poccuiickon denepaumm (ganee - ctpaxoBon (poHA) co3faeTcs B Lensx CoOXpaHeHus JOKYMEHTHON uHgopmaumm
Ha crnyyah yTpaTbl WU MNOBPEXOEHUS OpWUrMHamnoB 3TWX [OKymeHToB. CTpaxoBon doHO ABnsieTcs
HEMPUKOCHOBEHHBIM U XPaHWUTCA TeppuTopuanbHO OBOCOBNEHHO OT OPUrMHANOB YHUKamNbHbBIX OOKYMEHTOB U
0C000 LIEHHbIX JOKYMEHTOB B CrieLmarbHbIX apxmBoxpaHunuuwax (cm. n. 4.13.3).

OuepeaHOCTb CTPAxoBOro KOMUPOBaHUSA onpeaensdeTcd C y4eToM (PU3MYECKOro COCTOSAHUS YHUKambHbIX
OOKYMEHTOB M 0CODOO LEHHbIX [JOKYMEHTOB W WHTEHCUMBHOCTM obpaleHus K Hum. [lepBoodepegHomy
KOMUPOBaHUWIO cpean HUX nognexart Hanbornee UHTEHCUMBHO UCMOMb3yeMble, C MOBPEXAEHUSMU MaTepuanbHoOro
HoCcUTENA N JOKYMEHTHON MHGopMaLnu.

nO,D,FOTOBKa YHUKalnbHbIX OOKYMEHTOB MU ocobo LUEeHHbIX [OOKYMEHTOB K CTpaxOBOMY KONMpoBaHWUKO
OCyLleCTBIIAEeTCA B COOTBETCTBMU C NOPAAKOM BblAa4n apXMBHbIX OOKYMEHTOB U3 apXUBOXPaHUIIALL (CM. n.
2.11.10).

CTanOBoe KonmpoBsaHue npoBoanTCcAa C cobnogeHnem cuctemaTmsaumm eguHuL XpaHeHnda B onucu gen,
OOKYMEHTOB, KOTOpad KOonupyetTcda nepen eanmHnuamun XpaHeHud. CTanOBOMy KOMMpoBaHUIO Mnoanexat BcCe
BXoadwmne B eanHnUy XpaHeHnAa apxXmBHble JOKYMEHThI.

Mpu cTpaxoBOM KONUPOBaHWM Aerna, Kak npaBuIio, pacluMBke He noanexart. Paclumeka aen npovssoauTcs
B WCKMIOYUTENbHBIX Clyvyasx MO COrfacoBaHUO C PYKOBOACTBOM apxuBa nNpu MOSIHOM HEBO3MOXHOCTYU
KonupoBaTb nepenneTteHHoe pfeno. [lo okoH4YaHun paboTbl Aeno nepennetaetca nabopatopven wunu
opraHusaumen - U3roToBUTENEM CTPAXOBbIX KOMWI 3aHOBO.

CTanOBoe KonunpoBaHne YHUKalbHbIX OOKYMEHTOB WU 0Cco00 LEHHbIX OOKYMEHTOB OCyUleCTBAeTCA B
COOTBETCTBUMN C TEXHONMOIrM4eCKMMn pernamMmeHtTamm m gpyrumm ﬂelzCTBleLLI,MMM HOPMAaTUBHO-TEXHNYECKNMU
LOOKYMEeHTaMu.
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"06 yTBepxaeHuu MpaBun opraHn3aumMmn XpaHeHus,
KOMMMEKTOBAHM...

[JokymeHT npegoctasneH KoHcynbTaHTINOC
[ata coxpaHeHus: 06.08.2018

CTpaxoBoi KOMMEN apXMBHOIO OOKyMeHTa Ha OyMaKHOW OCHOBe SBMSIETCS HeraTuBHas Mukpodhopma
(MMKpOOUIIBbM MM MUKpodULa) 1-ro MOKONEHUS, U3roTOBIMEHHAsA Ha dhoTorpadmyeckon ranoreHngocepebpsHom
NneHKe COOTBETCTBYIOLLIErO TUNa MeToA0M ONTUYeckoro hotorpacmpoBaHnst JOKYMEHTOB.

CTanOBOVI Konuemn KMHOLOKYMEHTa ABJAETCA nepBad COBMeELUEeHHad KOnma opurnHana, n3rotoBrieHHaa Ha
nrieHke cooTBeTCTBYyOLEero Tuna MmeTtogom KOHTaKTHOM neyaTu.

CTanOBOI7I Konmemn CbOTO,EI,OKyMeHTa ABNAETCA nepBad Konna opurnHana, n3rotoBrieHHaa Ha CbOTOI'IJ'IeHKe
COOTBETCTBYHOLLEro Tina MeToaom penpogyumpoBaHna nnm KOHTaKTHOM neyaTu.

CrtpaxoBon konuer (HOHOAOKYMEHTa SBMSETCH nepBas KOMWsS OpuriMHana, U3roToBreHHasi COBPEMEHHOM
CMCTEMOW 3anucum.

CTanOBOVI Konuemn BMOeoOKyMeHTa ABIIAETCA nepBad KOMUA oOpurnHasna, U3rotosfieHHadA B q)opmaTe
opurnHana crnocobom BMOeOo3BYyKO3arnncun Ha MarHuTHOW NeHTe.

Co3spgaHune, KOMMNNEKT N cocTaB (*)OH,D,a NnoJib30BaHUA

2.11.13.1. COBOKYMNHOCTb KOMWA apXUBHbIX OOKYMEHTOB, BbIMNOMHEHHbLIX HA Pas3nNU4YHbIX MaTepuanbHbIX
HOCUTENSAX W npedHa3HauYeHHbIX ONsi UCMONb30BaHWS C Uenbko obecnevyeHnst COXPaHHOCTU OpPUrMHanoB
apXMBHbIX OOKYMEHTOB (ganee - oHA Monb30BaHMs), CO34AETCs, Kak NpaBuio, OOQHOBPEMEHHO C CO3daHWEM
CTpaxoBoro ¢oHaa, a TakkKe LeneBbiM MOpPSOKOM Ha Hambornee MCMNOMb3yeMble apXMBHbIE AOKYMEHTHI, B
npotecce apyrux paboT (paccekpeumBaHne apxmBHbIX JOKYMEHTOB, OpraHn3aumst MX UCNoMb30BaHWs).

DoHA NONb30BaHNSA, N3rOTOBSIEHHbLIN OQHOBPEMEHHO CO CTpaxoBbiM CbOH,CI,OM, co3pgaeTtca B 06s3aTeNbHOM
KOMMIeKTe, BKno4varLwem:

ONnA  apXuBHbIX OOKYMEHTOB Ha 6yma>|<H0|7| OCHOBe - OOHY MI/IKpO(bOpMy 2-ro MNOKOMNeHns Ha
ranoreHM,qocepe6p$|H0|?1 nneHke (HeFaTI/IBHaﬂ nnn FI03I/ITVIBHa$'-|), M3roToBJ1IEHHYIO C HeraTMBHOWN MMKpO(bOprI 1-ro
NOKONEeHuA, n ogHy MI/IKpO(bOpMy 3-ro NnokoneHus, M3roToOBJIEHHYIO C MVIKpO(*)OprI 2-r0 NOKOJSIEHMS;

ansa poTOAOKYMEHTOB - OA4MH NO3UTUBHBIA POTOOTNEYATOK U OAUH AyOnb-HeraTus;

AN KMHOOOKYMEHTOB - OAHY MO3WTUBHYK COBMELLEHHYIO KOMWKO, OAMH MPOMEXYTOYHbBIA MO3UTMB
n3obpaxeHuss MU OOMH KOHTpaTUn (OHOrpamMmbl (ON9 3BYKOBbIX KMHOAOKYMEHTOB). [1o3uTMBHas konus u
NPOMEXYTOUHBLIN MO3UTMB WN300paKeHUs [OIDKHbI BXOAUTb B KOMMIEKT KMHOAOKYMEHTA, NPUHMMAaEeMOoro Ha
NnocToAHHOE XpaHeHue. [lonyckaeTca OONOMHUTENBHOE M3roToBNEHWe dhoHAa NOSb30BaHUA KMHOOOKYMEHTOB B
Buae BuaeodoHorpamm B oopmatax Betacam n VHS;

Ans (POHOAOKYMEHTOB - OAHY KOMMWIO HA MarHUTHON NeHTe;
ANs BUOEO4OKYMEHTOB - ogHy konuto B hopmate VHS.

BkrtoyeHve B hoHA NOSb30BaHMS KON apXUBHBIX LOKYMEHTOB, B TOM YMCHE Ha 3MIEKTPOHHbIX HOCUTENSIX,
COo3aHHbIX B NpoLecce Apyrux paGoT, OCYLLECTBNAETCS apXMBOM CAMOCTOSATENBHO.

B doHO nonb3oBaHMs BKMOYAKOTCA KOMUM MOMHOCTBIO CKOMUPOBAHHBLIX €AUHUL XpaHeHus. Konuu
OTAENbHbIX apXMBHbLIX [OKYMEHTOB MOTyT ObiTb BKMHOYEHbI B (POHA MONb30BaHWMSl B COCTaBe TemMaTUYeCKMX
noa60opoK apXMBHbIX [JOKYMEHTOB.

MpoBepka HanMuna 1 COCTOAHNSA, TEXHUYECKUIA KOHTPOTb
CTpaxoBoro hoHaa 1 poHaa Nonb3oBaHuA

2.11.13.2. Bce cTpaxoBble KONUKU JOMKHLI COOTBETCTBOBATL OPUrMHANY Kak Mo cogepXaHuio, Tak u no psay
BHELUHNX NPU3HAKOB.

UM3rotoBuTtenb CTpaxoBbIX Konuin obecrne4ynmBaeT COOTBETCTBUE BCEX BblMyCKaeMbIX KOMnuin Tpe6OBaHM$|M
ﬂ,eIZCTByI'OIJJ,VIX HOPMAaTUBHO-TEXHNYECKMX JOKYMEHTOB NO CTPaxoBOMY KOMNMMPOBaAHUIO.
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KOMMJIEKTOBAHMU...

Bce cTpaxoBble KONMM NPOXOAAT TEXHUYECKUIA KOHTPOIb B NabopaTopmun Unv opraHvM3auum-m3rotoBuTene,
cBeaeHus o6 Mx KavecTBe (PUKCUMPYIOTCS B aKTax TEXHUYECKOro COCTOSIHMSI KOMWIA CTpaxoBoro ¢oHda (no
dopmam B COOTBETCTBUM C OTPACIIEBLIMWU HOPMATUBHbLIMU JOKYMEHTaMM).

I'IpV| npmneme CtpaxoBbiX Konui NnpoBeEPAETCA MNOJIHOTA BbINOJIHEHNA 3aKa3a Ha KonmpoBaHue, Korin4ecTtBo
Konun, KOMMMEKTHOCTb, MNpPaBUIIbHOCTb W  TMOJIHOTA  3aAlNOJfIHEHMA  aKTOB  TEeXHU4YEeCKOro COCTOAHUA,
BM3yaribHO-TEXHUYEeCKOe COCTOoAHNE KOMWM.

B npouecce XxpaHeHuna CTpaxoBble KoMK noarnexar:

npoBepKe Halnmyma U COCTOAHUA B LeNnAxX yCTaHOBIEeHUA CpaKTI/I‘-IeCKOFO Hann4na cCTpaxoBbiX KOMUN, KX
COOTBETCTBUA AAHHBIM YYETHbIX JOKYMEHTOB;

TEXHUYECKOMY KOHTPOI0 COCTOSIHMSA " CBOEBPEMEHHOMY NPOBEAEHUNIO HeoOXoaMMbIX
KOHCEPBALMOHHO-NPOMUNIAKTUYECKUX MEPONPUATUIN.

TexHU4eCKMN KOHTPONb CTPaxoBOro ooHAa OCYLIECTBMASAETCS OOWH pa3 B Tpy rofa, npu 3TOM KOHTPOIO
noanexut 20% cTpaxoBbIX KOMWIA NPOU3BOACTBA KaXK4oro roga.

Pe3ynbTaTbl TEXHUYECKOTO KOHTPOMS (OUKCUPYHOTCA B AOKYMEHTAx O TEXHWYECKOM COCTOSIHUM CTPaxoBbIX
KONwun, rae [JalwTcs  3akndeHus O HeobGXOQMMOCTM UM CpoKax MpoBefeHUs MpodunakTUYECKUX U
pecTaBpauUMOoHHbIX paboT, U yCTaHaBNMBAOTCSA CPOKU CreayoLero TEXHNYECKOro KOHTpOons.

MpoBepka HamMuMs M COCTOSIHMSL (QOHOA MOSMb30BaHUSI OCYLLECTBISIETCA C LEeNbl KOHTPOms 3a
COXPaHHOCTbIO KOMUIA 1 opraHn3aumm paboTbl N0 CBOEBPEMEHHOMY BOCCTAaHOBIEHMIO (DOHAA MOSb30BaHUS.

O6beM 1 nepMogMYHOCTb paboThbl MO NPOBEPKE HaNMYMs U COCTOSIHUS POHAA NONb30BaHNS ONPeaEnsTCs
C y4yeTom ero obuiero obbema, coctaBa, UHTEHCUBHOCTU Bblgayu KOMUIM U 4acTOTbl MX BOCMPOWM3BEAEHUS, a
TakKe yCrnoBuUin XpaHeHus.

Mepepaya cTpaxoBoro ooHAa Ha crneumanbHoe XpaHeHne

(n. 2.11.13.3 He pacnpocTpaHAeTCA Ha rocygapCTBEHHbIE M MyHMLMNanbHble My3en K Oubnmoteku,
opraHusaumm Poccuinckorn akageMmm Hayk)

211.13.3. LUeHTpanu3oBaHHOe XpaHeHMe CTpaxoBoro doHga ocywecTBnsdetr  deaepanbHbIv
rocyaapCTBEHHbIV apxuB - LleHTp xpaHeHunsa ctpaxosoro doHaa (LUXCO).

XpaHeHue CcTpaxoBoro poHAa TrocyaapCTBEHHOrO apxvmBa cybbekta Poccuiickon ®egepaunm u
MYHULMMNANbLHOMO apxvMBa MOXET OCyLeCTBAATb CchneumanbHOe apXuBOXpaHWnve, pacrnosioXeHHoe Ha
TeppuTopun cybrekta Poccuickon ®egepauun.

Paspewenne Ha nepegadvy cTpaxoBoro d¢oHaa B UXCO paer cneumanbHO  yNOSIHOMOYEHHBIN
degepanbHbli OpraH MCMNONHUTENbHOM BflacTM B cdepe apxXMBHOrO Aeria no pesynbTaTtaM pacCMOTPEHUS
AoKnagHow 3anuckn degepanbHOro rocyaapCTBEHHOIO apxXuBa Ui YNnonHOMOYEHHOMO OpraHa UCMONTHUTENbHON
BnacTtu cybwekta Poccunckon ®enepauum B ccoepe apxXmMBHOro Aena 0 roTOBHOCTY K OTMpaBKe CTPaxoBbIX KOMUNA.

Paspelwenne Ha nepegadvy ctpaxoBoro hoHAa B creuvanbHOe apXMBOXPaHWIULLE, PACMOSIOKEHHOE Ha
TeppuTtopun cybbekta Poccuiickon deaepaumm, rocyqgapcTBeHHOMY apxuBy cybbekTa Poccuickon ®egepaunm mn
MYHULMMNANbLHOMY apxXuBy [AaeT YNOfHOMOYEHHbIM OpraH WCnonHuTenbHOW Bnactn cybvekta Poccumnckon
degepaummn B cepe apxMBHOro dena Ha OCHOBaHWM AOKNaAHOM 3anMCKU apxmBa O FOTOBHOCTM K OTMpaBKe
CTpaxoBbIX KOMUNA.

Mpuem-nepenaya cTpaxoBoro OHAA OCYLLIECTBMNSAETCH Ha OCHOBaHMM Mpukasa COOTBETCTBYIOLLENO
YNONMHOMOYEHHOrO OpraHa MUCMoNHUTENbLHOW BNacTu B chepe apXMBHOTO Aefla akTOM YCTaHOBMEHHOW opMbl, K
KOTOPOMY MpunaratTcs:

onvcK ocobo LEeHHbIX Aen, OOKYMEHTOB WM KOMWMU ONUCen Aen, AOKYMEHTOB, C KOTOPbIX WM3rOTOBIEH
CTpaxoBoW poHA, NN nepedeHb HOMepPOB 0COO0 LIEHHbIX Aer, AOKYMEHTOB (HOMEPHMUK);
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"06 yTBepxaeHuu MpaBun opraHn3aumMmn XpaHeHus,
KOMMMEKTOBAHM...

[JokymeHT npegoctasneH KoHcynbTaHTINOC
[ata coxpaHeHus: 06.08.2018

onuncu NepeaaBaeMoro CTPaxoBoro oHAa;
aKTbl TEXHWYECKOrO COCTOSIHMS KOMMWIA CTPaxoBoro ooHAa;
COMPOBOAMUTENbHbIE JOKYMEHTbI Ha TPAHCMNOPTHYIO Tapy.

CTpaxoBble KONUM B TOPsOKe pPacrofioXeHNss WX B OMNWCUM CTpaxoBoro doHaa noMellalTcs B
COOTBETCTBYHOLLYIO Tapy AN TPAHCMOPTUPOBKM, UMEIOLLYIO NMOPSAKOBYH HyMepaLuio B Npeaenax oTnpaBnsemMoit
napTuM, W HanpaensloTCA B  OMIOMOUPOBaHHbLIX KOHTeMHepax. B conpoBoouTenbHOM [OKYMEHTe Ha
TPaHCMOPTHYIO Tapy YKasblBalOTCS €€ KONMYECTBO M YWUCIO CTPAaxOBbIX KOMWI B HEW, CTaBATCA MOAMNUCK
JOMKHOCTHBIX MWL, OTBETCTBEHHLIX 3a Nepegady.

AKTbl npuvemMa-rnepefadm C MNPUIOXEHUsIMA MOMELLAOTCs B OTAENbHYH YMNakoBKy C  MOMETKON
"ConpoBoauTerbHble AOKYMEHTHI".

OnnaTa pacxodoB No OTNpaeke CTPaxoBoro hoHaa NPOM3BOAUTCA OTNPaBUTENEM.

CTtpaxoBaHue fokyMeHTOB ApXuBHOro choHaa
Poccuiickon denepaunmn

2.11.14. CtpaxoBaHvue pJokyMeHTOB ApxuBHOro doHga Poccuiickon ®Pegepaumm HanpasrieHO Ha
obecneyeHne KX COXpPaHHOCTM, BO3MelleHWe yulepba B criyyae Kpaxu, yTpaTbl, MOBPEXAEHUA W WHOMO
BO3MOXHOrO yLlepba.

CTtpaxoBaHuto nognexar:

OOoKyMeHTbl ApxuBHoro ¢doHaa Poccunckon depepaumm, a Takke noanexaiive BO3BPALLEHUIO UX KOMUM,
BbIBO3UMbIE 3a pybex Ans SKCMOHMPOBAHWS Ha BbICTaBKaX, PecTaBpaumm Unm ¢ apyruMu Lensmu;

YHUKanbHble JOKYMEHTbI, NpegocTtaBlideMble 414 SKCNOHNPOBaHUA Ha BbiCTaBKax BHYTPU CTPaHbI.

B ucknountenbHbIX crny4vasx nog ob6a3aTenbCTBO B AOrOBOPE O BO3MELLEHUU OpraHn3aTopaMu BbICTaBKM
yuiepba B crnyyae yTpaTbl UMM MOPYU YHUKANbHbIE AOKYMEHTbI MOMYT 3KCMOHMpoBaTbCcA 6e3 cTpaxoBaHWsl Ha
opraHmnsyembix B Poccunckon ®egepaunm BoiICTaBKax.

CtpaxoBas oueHka AOKYMeHTOB ApxmBHOro ¢oHaa Poccuickon Pepepauumn npoBoauTCA B apxuBe
KOMWUCCUOHHO.

Kateropus LeHHOCTM JOKymeHTOB ApxmBHOro doHga Poccunckon degepaumm n pasmep Mx CTPaxoBOK
OLEHKWN yCTaHaBNMBaKOTCHA Ha OCHOBE CreuunanbHbIX MeToau4ecknx paspaboTok.

PesynbTatbl CTpaxoBoW OUeHKN OoKymMeHToB ApxuBHoro ¢oHga Poccuiickon depepauumn oopmnaoTcs
aKTOM CTPaxOBOM OLEHKNM apXMBHbIX [OOKYMEHTOB, KOTOpbIA MpeAcTaBnsieTcss B COOTBETCTBYHOLUMIA
YMNOSTHOMOYEHHBIV OpraH UCMOSTHUTENBHON BNacTu B cchepe apxmMBHOro gena.

OdbopmMneHre BpeMEHHOro BbiIBO3a JOKYMEHTOB ApXMBHOro poHaa
Poccuiickon ®enepauun 3a pydex

2.11.15. Ina paccMOTpeHnst BOnpoca O BO3MOXHOCTN BPEMEHHOIO BbIBO3a JOKYMEHTOB APXMBHOIO hoHaa
Poccuickon ®epepaunn apxuB npeactaBnseT B CheuuanbHO  YMONHOMOYEHHbI  dedeparnbHbIii - opraH
NCNONHUTENBLHOW BNacTu B cchepe apxmMBHOro aena:

KOMuio JOroBopa o NpoBeAEHNM BbICTABKU, peCTaBpaLMOHHbIX NN Apyrux pabor;

nepedeHb OOKyMeHTOB ApxuBHoOro doHga Poccuickon ®egepauum ycTaHOBNEHHOW  OOPMb,
npefHasHavYeHHbIX K BpeMEHHOMY BbIBO3Y;

KOMMU CTPaxoBOro TMonnca, rapaHTuM MPUYHYMAIOLLEN CTOPOHbl U TOCYAApPCTBEHHbIX OpraHoB CTpaHbl
Ha3Ha4YeHNs B OTHOLLEHUM COXPaAHHOCTU M BO3BpaTa BPEMEHHO BbIBO3MMbIX KYMbTYPHbIX LIEHHOCTE;
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NMCbMEHHOe NoATBepXKAeHUe yOOBNEeTBOPUTENBHOrO (OU3NYECKOrO0 COCTOSHMSA OOKYMEHTOB ApPXMBHOMO
cdoHga Poccunckon degepaumm, NO3BOMASIOLEro UX TPAHCNOPTMPOBaTb U AEMOHCTPUPOBATb, @ Takke Hannung
NX CTPaxoBbIX KOMWM;

paspeLleHne YrnorHOMOYEHHOIO opraHa WCMOSHUTENbHOW Brnacth cybbekta Poccuiickon depepaummn B
cdhepe apxmBHOro gena (ToNbKo ANsi rocyaapCTBEHHbIX apXMBOB cybbekToB Poccuiickon ®egepauunn);

paspelieHne opraHa MeCTHOro camoynpasiieHus (TOJ'leO ana MyHmumnanbHOro apXI/IBa);
apyrue HeobxoauMble OOKYMEHTbl B COOTBETCTBUN C YCTAHOBJ1IEHHLIM MOPAAKOM.

B cooTBeTCTBUM C yCTAHOBMEHHbLIM MOPSAKOM rocyapCTBEHHOW 3KCNEepTU3bl M KOHTPONSA 3a BbIBO3OM U
BBO30OM KYIbTYPHbIX LIEHHOCTEN OIS MOMyYeHWs CBUOETENbCTBA Ha MpPaBO BbIBO3a KYNbTYPHBLIX LIEHHOCTEN C
Tepputopun  Poccuickon ®degepaumy  ykasaHHble  AOKYMEHTbl BMECTe C  3aKf4YeHueM  creuunanbHO
YMOSTHOMOYEHHOro defepanbHOro opraHa MCMOMHWUTENBHOW BriacTu B cdepe apxXMBHOrO gena v Apyrumu
HeobXxooMMbIMM  JOKYMEHTaMXU MNPEACTaBMAsOTCA B ChneuuanbHO  YNONTHOMOYEHHBIN  dbedepanbHbii  opraH
NCNOSNHUTENBHOM BnactTu B cdepe rocygapCTBEHHOrO KOHTPONSA 3a BbiIBO30M M3 Poccuiickon depepaumn un
BBO30OM Ha ee TEPPUTOPUIO KYNbTYPHbIX LIEHHOCTEMN.

Ons npoaneHus B 0COObIX Criyyasix CpoKa BPEMEHHOro BbIBO3a [AOKYMEHTOB ApXMBHOro doHaa
Poccuickon ®epepaunn apxmB npeactaBnseT B CheuuanbHO  YMONHOMOYEHHbI  dedeparnbHbIii - OpraH
NCNOSNTHUTENBHOM BnactTu B cdepe rocygapCTBEHHOrO KOHTPONSA 3a BbiBO30M M3 Poccuickon depepaumn un
BBO30OM Ha ee TeppuUTOPUIO KyIbTYPHbIX LLIEHHOCTEMN:

KOMuio JOroBopa O NPOAJSIEHMM CPOKa BbICTAaBKM, peCTaBpaLMOHHbIX UK ApYrux pabor;

KOMnn CTpaxoBOro nosmnuca, rapaHtum anHmmaroLu,eﬁ CTOPOHbI M ToCyaapCTBEHHbIX OpraHOB CTpaHbI
Ha3Ha4YeHnA B OTHOLLUEHNN COXPaHHOCTU N BO3BpaTa BPEMEHHO BbIBO3UMbIX KyIbTYPHbIX LEeHHOCTEN;

3aKnoYeHre cneupanbHo YNOMHOMOYEHHOTO hefepanbHOro opraHa MCMOoMHUTENbHOW Bractu B cdepe
apX1BHOTO Aena;

apyrune HeobxoauMble OOKYMEHTbl B COOTBETCTBUN C YCTAHOBJIEHHBLIM MOPALKOM.

ObecneyeHne CoOXpaHHOCTN apXMBHbIX AOKYMEHTOB
Npuv Ype3Bbl4anHbIX CUTYaLUsaX

2.11.16. K ypesBblHaliHbIM CUTyauussM OTHOCSTCA OOCTOSATENbLCTBA, MPU  KOTOPbIX HEBO3MOXHO
BbINOSTHEHNE apXMBOM B MOSIHOM OObEeME BO3MOXEHHbIX HAa HEro 3agay B COOTBETCTBMM C TpeboBaHWSIMM
HacTosAwmx MNpaBun u OpyrMx HOpMaTUMBHBIX MPAaBOBbLIX aKTOB, CO34aeTCs yrpo3a XW3HU U 340POBbI0 NOJEMN,
COXPaHHOCTM apXMBHbIX AOKYMEHTOB apxvBa.

K ypesBblyaiHbIM CUTyaLUsiM OTHOCATCS:

06bsIBNEHNE CTeNeHer roTOBHOCTU rpaaaHCKon 0BOPOHbI;

BBEJEHVE B AENCTBME NIAHOB rpaXKgaHCKON 060pOHBI;

06bsBNeHVe B rocygapcTse (pernoHe, ropoge) pexnma YpesBblHaiHOro NONOXEHUS;

noxap, TeXHOreHHble KaTaCTpOCbe N CTUXUIAHbIE 6eACTBNS, NOBNUSBLUNE HA XMU3HEeOeATENbHOCTb apxuBa,

WCYE3HOBEHME UMW MopYa apXMBHbIX [OOKYMEHTOB, XMLUEHME WMM MopYa MMYLLEeCcTBa B pesyrnbTaTe
NPOHMKHOBEHWS B @apXMB NMOCTOPOHHMX NI0AEN UK OPYrMX NPOTUBONPaBHbLIX AENCTBUIA;

aBapun cuctem XnsHeobecneyeHust apxuBa, a TakxXe 30aHuda apxmea,

CHAATME OXpaHbl apXMBa;
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Apyrve o6CTosATENbCTBA, BbiHYKAAKOLME PYKOBOACTBO apXuBa NMPUHATb pelleHne 06 M3MEHEHUN pexnMa
paboThl apxusa U NPUOCTaHOBMNEHWUMN €ro OeATEeNbHOCTY.

C y4yeTOM BO3MOXHbIX Ype3BblYaiHbIX CUTyaUMd apxuB paspabaTtbiBaeT W MNpu  HEOGXOAMMOCTU
nepvoanyeckn nepecmaTpmBaeT nilaHbl KOHKPETHLIX MEPONPUSTUAI U Apyrie HOpMaTVBHbIE AOKYMEHTbI 0 paboTe
B Ype3BblYalHbIX CUTYaLsX.

MnaHbl ¥ Opyrve [OOKYMEHTbl MO MOBWMM3aLMOHHOW MOAroToBKe, rpaaaHckol o6opoHe apxuBa
pa3pabaTbiBaloTCs B YyCTaHOBNEHHOM Mopsiake.

MnaHbl MeponpUATUN apxmMBa Ha Crydan Ype3Bbl4alHbIX CUTYaLMA, HE OTHOCSLLMECS K MOBUIM3aLNOHHOM
NnoAroToBKE U rpaxaaHCKoW 0B0pPOHe, AOSMKHbI COrNacoBbIBaTbCA C OpraHM3auVoHHBIMU 1 pacnopaauTeNbHbIMU
JOKYMeHTaMu apxmea, pa3paboTaHHbIMK NO NIMHUN MOBUNM3ALNOHHON MNOATOTOBKM U FpaXgaHCKON 0B6OPOHbI.

C cogepaHveMm NiaHOB MeponpusaTM M OPYrMx HOPMAaTMBHBLIX OOKYMEHTOB, onpedensiowux paboty
apxuBa Mpu YpesBblYaiHbIX CUTyauUUsiX, OOSPKHbI OblTb O3HAaKOMIEHbl PabGOTHUKM apxMBa B 4acTu, WX
kacawollerncsi, ¢ obszaTenbHbIM  BbINOMHEHWEM TpeboBaHWN, YCTAHOBMEHHbIX B OTHOLEHWM [ocTyna K
CBeJEHUsIM, COCTaBMSIOLLMM FOCYJapCTBEHHYHO TaliHy.

BbinornHeHne B apxuBe MeEpPONPUSTUIA, NPeayCMOTPEHHbIX MiiaHaMu MOBUM3ALMOHHON MOAFOTOBKUA U
rpaxpaaHckoi 060pOHbI, OCYLLECTBIISIETCS COrMacHO 3TUM MnaHam B YCTaHOBMEHHOM MopsiaKe.

Ill. OpraHusaums yyeta JOKYMEHTOB apXuBHOro doHaa
Poccuiickon deaepaLimm n opyrux apxmBHbIX JOKYMEHTOB B apXuBe

3.1. OnpegenexHne konuMyecTBa M cocTaBa AOKyMeHTOB ApxuBHoro doHga Poccuiickon depepauumn m
OPYrux apXmBHbIX OOKYMEHTOB B apxXmBe B YCTAHOBJIEHHbIX eVHULUAX y4eTa U OTpaXXeHune 3Toro Konn4yectea U
COCTaBa B YYETHbIX AOKYMEHTax obecnevmBaeT OpraHn3auMoOHHY YyNopsa04eHHOCTb M BO3MOXHOCTb apecHOro
noncka apxmBHbIX JOKYMEHTOB, KOHTPOMS 3a UX HanMynem u COCTOSIHUEM.

ApXUB OCYLLECTBMSIET rOCY4apPCTBEHHbIA Yy4eT apXMBHbIX AOKYMeHTOB. CoOCTaB M MNOpPSiAOK BeAEHUS
OOKYMEHTOB TOCYy[LapCTBEHHOIO y4eTa apxMBHbIX AOKYMEHTOB, B TOM u4ucrne ¢opmbl nmacrnopta apxvea U
nacnopTta UCTOYHUKA KOMMIEKTOBaHUS apxuBa, M NOPALAOK UX NpeacTaBneHnsa ycTaHaBnmBaloTcs PernameHToM
rocyaapCTBEHHOro yyeTta fokyMeHToB ApxusHoro dpoHaa Poccunckon ®epepauun.

YyeTy nognexar:

XpaHdwmneca B apxmee apXmBHble OOKYMEHTbI, B TOM YUCIie HeonncaHHble U HeI'IpOd)MJ'IbeIe ana gaHHoro
apxuBa, a TaKkKe CTpaxOBble KOMUN apXMBHbIX OOKYMEHTOB W KOMUu (bOHD,a nonb3oBaHuA, onucu pgen u
LOOKYMEHTOB;

AokyMeHTbl ApxuBHoro coHga Poccunckon Pegepauun, a Takke OOKYMEHTbl MO NMYHOMY COCTaBy,
XpaHsLwmecs B UCTOYHMKaX KOMMNIEKTOBaHUSA apXuBa.

YuyeT npousBoauTC NMyTEM MPUCBOEHUS apXVMBHbIM JOKYMEHTaM (€AVMHMUAM XpaHeHusi/edMHuuaM y4yeta)
YYETHbIX HOMEPOB, ABMAIOLLMXCSH COCTABHOMN YaCTbi0 apXMBHbIX LLUNGPOB.

ApxvBHbIN WKdp (0603HaYEHNE, HAHOCMMOE Ha Kaxaylo edvHULY XpaHeHUs C Lenblo obecrnevyeHuss ee
yyeTa U uAeHTUdMKaUMM) COCTOMT U3 Credylolnx 3SMeMEeHTOB: COKpalleHHOro HasBaHusi apxuBa (ero
oduLmanbHol abbpeBmaTypbl) U HOMEPOB: apXMBHOTO (POHAA, OMWCU Aerl, AOKYMEHTOB, edVHULbI XpaHeHWus,
eaVHULBI yyeTa.

B cocTaB apxuBHOro wWNdpa eauHULbl XpaHeHWUs ayauoBM3yarbHbIX OOKYMEHTOB BKIOYAIOTCA TakkKe
o0603Ha4yeHuss (OykBeHHble M LUMPOBLIE) 3rieMeHTa KOMMIEKTa, pa3Mepa HeraTvMeBa, BUaa HOCUTENS 3BYKOBOWA
UHpOPMaLIMK; eOUNHWLbI XPaHEHWST 3MEKTPOHHbIX JOKYMEHTOB - hopMaTa 3anucy 1 Buga HocUTens MHGopMaLuun.

3.1.1. OokymeHTbl ApxuBHoro ¢oHga Poccuinckon depepaumn, OOHOBPEMEHHO BXOAsSLIME B COCTaB
MysenHoro ¢oHga Poccunckon depfepauun, ydnTbiBalOTCA B COOTBETCTBUM C MNOPSAKOM, YCTaHOBMNEHHbLIM
HacTosAwmMMM [NpaBunamm n NOpsAaKOM, YCTAHOBIIEHHBIM CNELManbHO YNOTHOMOYEHHbIM doedeparibHbIM OpraHoM
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ncnonHuTensHom Bnactu ans MysenHoro doHga Poccuiickon degepaumm.
HOokymeHTol ApxusHoro c¢oHaa Poccuiickon depepaumn, OOHOBPEMEHHO BXOAsLWMe B COCTaB
OMbnuoTedHbIX (POHAOB, Y4YMTBIBAOTCA B COOTBETCTBUM C Hactoswmmu [MpaBunamum wM 0OpsaKoM,

YCTaHOBJIEHHbIM  CMeuManbHO  YNONIHOMOYEHHbIM  dbeeparnibHbiM  OpraHOM  WUCMOSIHUTENbHOW BRacTu  Ans
ombnmnoTeyHbix doHaoB Poccuiickon ®epepauun.

3.2. Yyet APXMBHbIX OOKYMEHTOB B rocyaapCTBeHHOM apxuBe, rocyaapCTtBeHHOM 1N MyHUUMNAarbHOM My3ee,
ombnunorteke, opraHmnsauunmn Poccuickon akagemumn HayK OCyLleCTBNAEeTCA cneuuanbHbiM nogpasgeneHnemMm unm
BO3araeTcd Ha cneuunarnbHO BblOEJTIEHHOIO paGOTHVIKa.

B apxvBoxpaHunuiie rocyaapcTBEHHOrO apxuea, opraHu3daumm Poccunckon akageMmm Hayk HasHavaeTcs
paboTHUK, OTBETCTBEHHbIN 3@ YYET apXMBHbIX JOKYMEHTOB apX1BOXPaHWUMLLA.

Yyert ApPXMUBHbIX OOKYMEHTOB, XpaHAWWMXCA B WCTOYHUKAX KOMMIIEKTOBAHUA apxuBa, OCYLUECTBIAeTCA
cneunanbHbiIM nogpasgeneHnemMm apxmBa WM BO3naraeTca Ha chneunanbHO BblaefleHHOro pa60Tan<a,
OTBETCTBEHHOIo 3a opraHun3aumio KOMMNIeKToBaHnAa apxmea apXmMBHbIMU OOKYMEHTAMMW.

YyeT apxvBHbIX [OKYMEHTOB B MyHWLMMNANbHOM apXvBE W apXMBHbIX LOKYMEHTOB, XPaHSLUXCS B €ro
WCTOYHMKaX KOMMMEKTOBAaHWS, OCYLUECTBNSAIT 3aBeAylLMiA MyHUUMNanbHbIM apXuBOM W/WnM  cneuuansHo
BblAENEHHbIA PabOTHUK.

3anucu B y4eTHble JOKYMEHTbl BHOCATCS TOMbKO paboTHMKaMu, OTBETCTBEHHbLIMY 33 YYeT.
3.2.1. B apxuBe pa3spabaTbiBaloTCs NOPSAOK U CXEMa yyYeTa apXMBHbIX JOKYMEHTOB.

Mopsaok yyeTa apXmMBHbBIX JOKYMEHTOB onpedenisieT cocTaB YYETHbIX JOKYMEHTOB U YYEeTHbIX 6a3 AaHHbIX,
BEOYLUMXCA LEHTPaNM30BaHHO U B KAXKOOM apXMBOXPaHWUIMLLE; 3aKpennaeT nocnenoBaTenbHOCTb BbIMOMHEHNS
paboT no y4yeTy. Cxema y4yeTa apXmBHbIX JOKYMEHTOB B rpacdmnyeckon popme hrKCMpyeT NopsaokK yyeTa.

Mopsgok M cxema ydveTa apxvBHbIX OOKYMEHTOB B apxvBe YTBEPXOAlTCs MNPUKa3oM pykoBoauTens
(3aBepytoLlero) apxusa(om).

3.2.2. YyeTHble [JOKYMEHTbl, KpOMe Onucen pfen, AOKYMEHTOB, npedHasHaveHbl Ans cryxebHoro
Nnonb30BaHWs 1 NONb30BaTENAM He BblAaloTcHa. B oTaenbHbIX Criydasx no peLueHuto pykoBoACTBa apxmBa MOXeT
ObITb BblAaHo Aeno doHaa.

3.2.3. XpaHeHue y4YeTHbIX AOKYMEHTOB OCYLLECTBIISAETCA B yCTaHOBEHHOM nopsake (cMm. n. 2.11.4.1.3).

EanHnupl y4yeTa apXmBHbIX JOKYMEHTOB

3.3. OCHOBHbLIMW eguHMLaMu y4qyeTa apXMBHbIX OOKYMEHTOB He3aBMCMMO OT BMAA HOCUTENA, cnocoba un
TEXHUKN 3aKpenJyieHnsa VIHCbOpMaLI,VIVI ABIAKOTCA apXVIBHbIVI (bOHD, n eanHunua XpaHeHus.

Ay,qmosmyaanble N SNEKTPOHHbIE OOKYMEHTbI Y4UTbIBAKOTCA TaKXXe No eaAunHunLuam y4deTa.

ApXVIBHbIe OOKYMEHTbl JIMYHOITO  NpPOUCXOXAEHUA, npoweaune TOJNIbKO NepBUYHYHo o6pa60TKy,
Y4UTbIBAKOTCA NO AOKYMEeHTaM Uinn nnctam.

HeynopsooyeHHble apxvBHble OOKYMEHTbl (pOCChbinb) yuuTbiBaloTCa M3 pacveta 150 nmuctoB B oaHOM
YCIOBHOW €AMHULIE XpPaHEHWS.

3.3.1. B uensax HacTosAwmx NpaBnn ncnonb3yoTca crneayowme noHATIS:
e[MHMLA XpaHeHUs - pr3n4eckn 000COBNEHHbIE apXMBHBIN JOKYMEHT UMW apXUBHbIE AOKYMEHTHI;

€[AMHMLA XpaHEHMS1 apXMBHbIX OOKYMEHTOB Ha OyMaXkHOW OCHOBE - [eno - OTAEerNbHbI(e) apXuBHLIN(E)
OOKYMEHT(bI), 3aKrntoveHHbIn(e) B 060cobrneHHyto obrnoxky, nanky;
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Mpuka3 MuHkynbTYpbl PO oT 18.01.2007 N 19

(pea. ot 16.02.2009)
"06 n [JokymeHT npegoctasneH KoHcynbTaHTINOC
yTBEPXAEHUU [1paBui opraHm3auumn XpaHeHus, [laTa coxpaHenns: 06.08.2018

KOMMJIEKTOBAHMU...

eonHMua XpaHeHWst KUHOOOKYMEHTOB - PM3NYeCKn OBOCOOMEHHbIV PYNOH KWHOMMEHKA UMW MarHUTHOW
NEHTbI C 3annCbio N306pasnMTeNLHON U/MNKU 3BYKOBOW MHADOPMaLIMu;

eouHuua XpaHeHns OOTOAOKYMEHTOB - (OM3Mveckn o60COOGNEHHbIN kadp (HeraTue, Ay6rb-HeraTuB,
no3unTuB, criang (Ouano3nTuB), HECKONbKO KaapoB MaHOpPaMHOM CbeMku, poTooThnevaTok, pyroH guadunbma,
doToanbboom;

eavHMLa XpaHeHUs POHOOOKYMEHTOB - oM3n4eckn oBGoCOoBMEeHHbIe PYNOH KUHOMMEHKU, MarHUTHOM Wnn
GymaXkHOW NeHTbI, KacceTa, BOCKOBOW Banuk, OUCK C 3anunCbio 3BYKOBOW MHGOpMaLnK;

€aVHMLa XpaHeHUs1 BUOEOOOKYMEHTOB - om3nyeckm 000COBGNEHHbIE PYNOH MarHUTHOW FNEHThbI, KacceTa,
ANCK C 3anncCbio N306pasnTensHON 1 3BYKOBOW MHpopmaumu;

eanHnua XpaHeHUA 3NEKTPOHHbIX OOKYMEHTOB - CbVISVI‘-IeCKVI 000COBNEHHBbIN HOCUTEND C 3aMUCbi0 YacTu
OJIEKTPOHHOIo AOKYMeHTa, O4HOIro Ui HeCKOJ1bKNUX 3NTEKTPOHHbIX JOKYMEHTOB;

eanHnua yvyeta KMHOOOKYMEHTOB - 4aCTb €AMHUUblI XpaHeHUA, oaHa Ui HEeCKONbKO eAMHUL XpaHeHUda C
3anncbio onpeaneneHHoro (bI/IJ'IbMa, XypHana, cneuBblnyCka, CloXXeTa U T.N.;

eavHuua yyeta (OTOLOKYMEHTOB - Of4HA UM HECKONbKO €OUHWUL, XPaHEHUs1 C 3anucbio onpeaenieHHoro
anadunema;

eavHuLa yyeta (POHOAOKYMEHTOB - YacTb €AMHMLbI XpaHeHWsl, o4Ha WU HECKONbKO eOMHUL, XPaHEHUs C
3anuncbio  3BYKOBOW WHGOpMauum o6 onpedeneHHoM cobbiTM, MpOu3BeAeHUM nuTepaTypbl M UCKycCTBa
(HecKomnbKMX NPOWU3BEAEHUI NUTepaTypbl U UCKYCCTBA, OObEAUHEHHbLIX MO aBTOPCKOMY, TEMATUYECKOMY WIu
APYrM NpusHakam) u T.n.;

eavHMLa yyeTa BUOEOA0KYMEHTOB - YacTb €AUHULbI XpaHEHUS], OOHA WUIMU HECKOMNbKO €NHUL, XpaHEHUs C
3anncbio  OMpPeAEerieHHOro CloXeTa, NPOU3BEeAEHUs NUTepaTypbl M UCKYCCTBA (HECKONbKWAX MNPOU3BEAEHWN
nuTepaTypbl U UCKYCCTBA, 0O bEANHEHHbIX M0 aBTOPCKOMY, TEMATUYECKOMY UMK APYTMM NpU3Hakam) U T.n.;

eQnHnua y4deTta 3NEeKTPOHHbIX OOKYMEHTOB - 4aCTb €OMHUUbl XpaHeHUdA, ogHa WM HECKOJTbKO eOuHUL
XpPaHeHUA C 3anncCbio 4aCTu 3NEeKTPOHHOIo AOKyMeHTa, O4HOIo Ui HECKOJIbKUX 3JTEKTPOHHbLIX JOKYMEHTOB.

Cucrema YYETHbIX JOKYMEHTOB apXxuBa

3.4. B apxuBe BegyTCcs OCHOBHble (06si3aTeNbHbIE) M BCNOMOraTesibHble yYeTHble AOKyMeHThl. CocTaB U
hOPMbl OCHOBHbIX YYETHBIX [JOKYMEHTOB (KpOMe nacrnopTa apxXvMBOXpaHumnuuia) onpefesieHbl HacTOosLWUMU
Mpaunamu. CoctaB M OpPMbl  BCMOMOraTefibHbIX  YYETHbIX [JOKYMEHTOB OMpedensitoTcs  apXmBOM
CaMOCTOSATESbHO.

3.4.1. B cocTaB OCHOBHbIX (06513aTenbHbIX) yY4ETHBIX JOKYMEHTOB apXuBa BXOAAT:

KHUra yyeTta MOCTYNSIeHNn OOKYMeHTOB (npunoxeHne N 5) - ons yyeTa Kakgoro MOCTYMNeHWsT apXMBHbIX
JIOKYMEHTOB B apxvB, a TaKxe KONMMYyecTBa M COCTaBa apXWBHbIX OOKYMEHTOB, MOCTYMMBLUMX Ha XpaHeHue 3a
onpeaeneHHbI XPOHONOrMYECKUin Nepuoa BPEMEHM; COCTOSIHUS X OMUCaHUS;

cnucok coHaoB (nmpunoxeHne N 6) - OnNa peructpaumMn MPUHSATBHIX Ha XpaHeHWe apXuBHbIX (OOHOOB,
MPUCBOEHMS UM HOMEPOB, yYeTa KONMYeCcTBa apXMBHbIX (POHAOB, HAXOASALMXCA HA XPaHEHUN U BblObIBLUMX;

NCT (bOHD,a - And ydeTa B paMKax apxXmuBHOro q)OHD,a KONnmyecTBa 1 cocTaBa onucen gen, OOKYMEHTOB U UX
HymMepauunu, Konm4decTtesa MU CoOCTaBa apXUBHbIX OOKYMEHTOB, COCTOAHUA MUX ONUCaHUA, ANHAMUKU M3MEHEHNN No
Kaxkgow onucu gen, OOKYMEHTOB U apXnBHOMY d)OHD,y B LeJioM, (bI/IKcaLI,VIVI N3MEHEHNN B Ha3BaHUu apPXMUBHOIo

oHaa;

NUCT ydeTa ayanmoBudyalibHbIX OOKYMEHTOB - AONA y4YeTa KonuyectBa ayaumoBu3yalribHbIX OOKYMEHTOB
onpeaeneHHoro suvaa npu ux He(*)OHﬂ,OBOVI opraHun3auumn; y4yeta n Hymepauum onucen ayaonoBusyaribHbIX
OOKYMEHTOB, AMHAMUKN UX N3MEHEHNIA;
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Mpuka3 MuHkynbTYpbl PO oT 18.01.2007 N 19
(pea. ot 16.02.2009)

"06 yTBepxaeHuu MpaBun opraHn3aumMmn XpaHeHus,
KOMMMEKTOBAHM...

[JokymeHT npegoctasneH KoHcynbTaHTINOC
[ata coxpaHeHus: 06.08.2018

onucb Aen, AOKyMeHToB (npunoxeHus N 7 - 8) - Ans NOeguHUYHOIO M CYMMAapHOro y4yeTa apXUBHbIX
[IOKYMEHTOB, 3aKpenneHua nopagka uX cucTeMaTmsauuu, yvyeta USMEHEHWid B cocTaBe U 0Gbeme apXMBHbIX
[IOKYMEHTOB, BKIMIOYEHHbIX B JAaHHYO OMUChb;

pEECTP onucen gen, OOKYMEHTOB - OAnd perncrpauum onucen gen, OOKYMEHTOB, y4YeTa UX KoJln4ecTtBa U
COCTaBa,

MHBEHTApHaA KHWra ydeTta pAen, MMewwnx B OCbOpMJ'IeHI/IM nnmn B MNpuUnoXeHunm K HUM [JparoueHHble
MeTansnbl U KaMHW, - ANnAa NnoeanHNYHOro U CyMmMapHOro y4yeta coctaBa U COCTOAHUA TaKuUX Oernl;

nacnopT apxvMBOXpaHWnuLia (NPOW3BOSIbHOM (QOPMbI) - Afst CYMMapHOro yyeTa apXuBHbIX (POHOOB U
APXMBHbIX JOKYMEHTOB JaHHOr0 apXUBOXPaHUNULLA;

OUCT y4YeTa 1 ONMUCaHUS YHUKaNbHOIo JOKYMEHTa;

cnucok hoHA0B, codepxallumnx ocobo LeHHble AOKYMEHThI;

onuck 0cobo LIEHHBIX Aer, JOKYMEHTOB UM IepeYeHb HOMEPOB 0COB0 LEHHBIX AeN (HOMEPHMK);

peecTtp onucen 0cobo LieHHbIX Aerl, JOKYMEHTOB;

KHWra ydyeTa NocTynfeHnin cTpaxoBoro oHaa u poHaa nonb30BaHus;

ONUCb CTPaxoBoro oHAa;

aeno ¢oHaa - KOMMNMekc JOKYMEHTOB MO MCTOPUM MCTOYHUKA KOMMIeKkToBaHusa (doHpoobpasoBaTtens) u
apxvMBHOro oHOa, BEAYLUMACS Ha KaKObl apXMBHbIN (pOHA, OObEeOVHEHHbI apXMBHbIA (QOHO W APXUBHYHO
Konnekuuto; npu HerOH,EI,OBOVI opraHuzaunm ayamoBudyaribHblX U SNTEKTPOHHbIX JOKYMEHTOB - efio opraHmnsaunm
- cAaTyMKa JOKYMEHTOB;

NINCT-3aBepuTernb ena - and yderta Konn4yecrtsa JIMCTOB B Aene (I'IpVIJ'IO)KeHI/Ie N 3);

BHYTPEHHAA ONuUCh AOKYMEHTOB Aena - And gen, B COCTaB KOTOPbIX BXOAAT YHUKAlbHbIE JOKYMEHTbI.

3.4.2. B coctaB BcnomoraTesibHbIX YYETHbIX JOKYMEHTOB apxXnBa BXOOAT:

KapTOYKM MU KHUTWM OBUXKEHUS POHAO0B, ONUCEN Aen, LOKYMEHTOB, KHUMM yyeTa LOKYMEHTOB, NepefaHHbIX B
Opyrne apxvBbl, KHUMM y4yeTa (QOHLOB M OOKYMEHTOB, BblOENEHHbIX K YHUYTOXEHWUIO, KHUMM MOBMAOBOMO y4eTa
OOKYMEHTOB U Ap.

ApXuB BrpaBe BECTU ApYyrue BCroMoraTerbHble YY4eTHblE JOKYMEHTbI, KOTOPbIE BKIOYAOTCSl B CXEMY ydeTa
OOKYMEHTOB.

BcnomoraTenbHble yYeTHbIe JOKYMEHTBI MOTYT BECTUCH Ha BYMaXKHOM W/UMK 3N1EKTPOHHOM HOCUTENSIX.
O6wwe TpeboBaHMA K y4eTHLIM JOKYMEHTaM apxvBa

3.5. YueT apxumBHbIX JOKyMeHTOB nepuoga Ao 1917 r. Begetcsa pasgenbHo OT yyeTa apXMBHbIX JOKYMEHTOB
nepvoga nocrie 1917 r. ¢ caMocToATENbLHOW MNOPSAKOBOW Hymepauuen ¢oHOoB. VcknioveHne cocTaBnsaoT
crneumnanvanpoBaHHbIE apXMBbI, XPaHSLLME apXMBHbIE AOKYMEHTbI FIMYHOTO MPOUCXOXOEHMS U ayANOBU3YyarbHY0
OOKYMEeHTauuto.

Homepa apxuBHbix hoHA0B nepuoga nocne 1917 r. B apxuBe OOMKHbI UMeTb uHaekc "P", otaensembii ot
uncpoBoro 0603Ha4veHs HoMepa apxmBHoro oHaa vepton (P-1, P-2 n 1.4.).

Homepa apxmBHbIX (POHOOB NMKBUOAMPOBAHHOIO MApPTUMHOINO apxXuBa, BKIOYEHHbIX B COCTaB apXMBHbIX
(POHO0B rocyfapCTBEHHOrO apxmBa cybbekTa Poccunckon ®enepauun, OmKHbI MeTb nHaekc "M", otgensemsiin
OT undpoBoro 0603Ha4YeHMs Homepa apxmBHoro oHaa vepton (M-1, M-2 n 1.4.).
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Mpuka3 MuHkynbTYpbl PO oT 18.01.2007 N 19

(pea. ot 16.02.2009)
"06 n [JokymeHT npegoctasneH KoHcynbTaHTINOC
yTBEPXAEHUU [1paBui opraHm3auumn XpaHeHus, [laTa coxpaHenns: 06.08.2018

KOMMJIEKTOBAHMU...

MepeHyMepaums apxmMBHbIX DOHOOB MPOU3BOAUTCS B MUCKIIOUUTENBbHBIX CIyYasix U TOMbKO C paspeLLeHus
COOTBETCTBYIOLLEro YNONHOMOYEHHOrO OpraHa UCMOMHUTENBLHON BNacTh B cdepe apXMBHOTMO Aena.

3.5.1. VIamMeHeHns B y4eTHble JOKYMEHTbl BHOCATCS TOMIbKO HA OCHOBaHWW COOTBETCTBYIOLUMX aKTOB (CM.
nn. 3.7.1, 3.7.2, 3.7.3), yTBEpPXXAEHHbIX B YCTAHOBIIEHHOM MOpPSAKeE.

[Mocne BHeCeHWs NI3MEHEHUI B yYETHbIE AOKYMEHTbI akTbl MOMeLlaTes B Aeno doHaa, npu HedoHA0BOM
opraHu3aumm apxXmBHbIX AOKYMEHTOB - B Aef0 opraHu3aumm - caatymka JOKYMEHTOB.

AKTbl HyMepyloTCca B gene dpoHga no BMAaM akTOB B BaslOBOM nopsigke; Npy HEeGOHAOBOW OpraHusaumm
APXUBHbIX JOKYMEHTOB - B Aiefie opraHn3aunm - cgatyimka JOKYMEHTOB.

3.5.2. B kHury y4eTa MOCTynneHun OOKymMeHTOB (npunoxeHwe N 5) nocnefoBaTenbHO BHOCATCHA BCe
MepBUYHbIE W MOBTOPHbIE MOCTYMNIIEHUS apXMBHbIX AOKYMEHTOB. Kaxgoe mocTynneHve B npedenax OTYETHOro
roga nony4aet NopsAKOBbI HOMEP B BafOBOW NOCNe0BaTENbHOCTY.

ExxerogHo Ha 1 AHBaApA NoABOAUTCA UTOI KOnn4yecTBa NOCTYNMUBLLNX 3a rog apXmUBHbIX OOKYMEHTOB.

3.5.3. B cnucok gorgoB (npunoxeHne N 6) apxuBHbIN OOHA 3anncbiBaeTCA TONbKO OAMH pa3 Npu NepeoMm
nocTynneHun B apxme. He gonyckaeTca BHeceHue apxmBHoro ooHaa B CNUCOK OOHOO0B paHee NocTynneHus ero
apXUBHbIX JOKYMEHTOB Ha XpaHeHue.

Homep, ﬂpVICBOGHHbIVI adpXnBHOMY (bOHD,y no CNUCKy d)OH/J,OB, ABNAEeTCA ero y4YeTHbiIM HOMepoMm,
COoXpaHdeTCcA 3a HUM BO BCeX YY4EeTHbIX JOKYMEHTaxX.

B cneunanm3mpoBaHHOM apxmBe [OOKYMEHTOB MO JIMYHOMY COCTaBy K HOMeEpy apXuBHOIo d)OHﬂ,a,
NPUCBOEHHOMY KOMMIIEKCY OOKYMEHTOB MO JINYHOMY COCTaBYy (bOHﬂ,OO6pa3OBaTeJ'IF|, yepes ,El,p06b pobaenseTcs
HOMEP apXmMBHOIro (*)OHD,a, 3a KOTOPbIM y4YTeHa AOKyMeHTauund no OCHOBHOW OeATeNbHOCTU (bOHﬂ,OOGpaSOBaTeJ'IFI.

Ons yyeta apxuBHbIX (POHOOB MCNOMNL3YHOTCA HOMEpa B BanoBOM MNocrnegoBaTenbHOCTU, a Takke
"cBo6OAHbIE HOMepa" - HOMepa apXMBHbIX POHAOB, apXMBHbIE AOKYMEHTbl KOTOPbIX paHee Obinu BblaeneHbl K
YHUUTOXEHWIO B YCTAHOBMEHHOM MOPSiAKE UMW BKIOYEHbI B COCTaB 06 beANHEHHbIX apXMBHbIX (OHAOB N KOTOPbIE
paHee He UCMOoNb30BaNnChb.

Homepa yTpayeHHbIX, NepefaHHbIX B OPYrMe apxXuBbl apxMBHbIX (POHOOB, a Takke HOMepa apXMBHbIX
doHOoB, Boweawnx B COCTaB OObEAUMHEHHOrO apxMBHOrO hoHAA, apXMBHblE OOKYMEHTbl KOTOPbIX paHee
MCnonb30Banuck, He MOryT ObITb NPUCBOEHBI BHOBL NOCTYMNMBLUMM apXUBHbIM hoHaaM.

OObeauHeHHble apxvBHble (POHAbI M apXMBHbIE KOMMEKUMM YYMTBIBAOTCS Ha OOLWMX OCHOBAHUSAX.
O6beamHeHHOMY apxuBHOMY POHAY, 06pa3oBaHHOMY N3 apXUBHbIX POHAOB, paHee YYTEHHbIX CaMOCTOATENBHO,
npuceavBaeTcs HOMep OAHOro U3 apXMBHbIX (POHAOB, BKITHOYEHHLIX B €r0 COCTaB.

HasBaHne apxuBHOro ¢oHga BHOCUTCS B CMMCOK POHAOB Ha OCHOBAHUW MCTOPUYECKOW CrpaBKu WUIv
TUTYINBHOIO JTINCTa onucu aen, JOKyMeHTOB.

HasBaHve apxuBHOro ¢ooHAa COCTOMUT M3 MOMHOro U (B ckobkax) oduumanbHO NPUHATOIO COKpalleHHOro
Ha3BaHUs (oHZooOpasoBaTenss C yKkasaHWEM €ero MoAYMHEHHOCTW, MEeCTOHaxoXOdeHusl, KpalHux gat
cyllecTBoBaHusA. Ecnv HasBaHve ¢oHOooGpasoBaTensi MEHSNocb, TO B Cnucke (QOHOOB YKasblBaeTCcsl ero
nocrnegHee Ha3BaHVe B paMKkax nepunoaa, 3a KOTOpbI NMPUHSATHI apXUBHBLIE JOKYMEHTDI.

HasBaHne ob6beguHeHHOro apxvBHOro oHAa COCTOUT M3 OBOOLLEHHOr0 Ha3BaHWS BKIOYEHHbIX B HEro
apxvBHbIX (POHOOB, U3 Ha3BaHWA PYKOBOASLLEW opraHusauum n oBOOLLEeHHOro Ha3BaHMSA MOAYMHEHHbIX en
opraHuMsaumin, N3 MepeyHs Has3BaHWN CMEHABLUMX Apyr gpyra opraHusauun. KOHKpeTHble Ha3BaHWsA BCeX
opraHu3auuin, apxuBHble [OOKYMEHTbl KOTOPbIX BOWM B OObeOUHEHHbIM apxMBHbIM OHA, a Takke uX
nepenmMeHoBaHuWs yKa3sbiBaloTCs B nucte dhoHaa.

HasBaHue apxmBHOro oHAa NUYHOrO MPOUCXOXKOEHUSI COCTOMT M3 haMuUNUU U MHULUMANOB fuua, ero
rnceBooHUMA, TUTYNa, paHra, 3BaHusl; Ha3BaHWe apXMBHOro YOHAA CEMbM UMK poAa - U3 PaMUNNA U UHULMANoB
rMaBHbIX YNEHOB CEMbM UMW poda U UX TUTYIOB, PaHroB, 3BaHwii. PamMunumn, UMeHa, oTYecTBa, TUTYMbI, PaHru,
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3BaHuWs, POACTBEHHbIE OTHOLLUEHNSA BCEX YITIEHOB CEMbW UIKM POAa YKasbiBalOTCA B SIUCTE (hoHAa.

B HasBaHMM apxuMBHOW KOMMEKUUM YyKasbiBaeTca MpusHak (npuaHaku) ee poOpMUMpoOBaHUs, a npu
HeobXoaMMOCTM - 1 ee cocTaBuTerb (MPEeXHUI BNaaenew, cobmpaTenb KONnekumn).

ExerogHo Ha 1 AHBApPA K CMNUCKY CbOH.lJ.OB COCTaBlideTcAaA uUtoroBad 3annCb O KOJNMMYECTBE apXMBHbIX
q.)OH,D,OB, nocTynmeLLUNX N BbIObIBLLMX B TeYEHME roaa, n obLem KonnyecTtee APXUBHbIX CbOHﬂOB, HaxogAawmxca Ha
XpaHeHnn B apxuBe.

Cncok hoHO0B 3aKnoyaeTcs B TBEpAYo 0BOXKY, TMCTbl HYMEpYOTCs, COCTaBNAETCs IUCT-3aBepUTESb.

I'IepeneanKa crnmncka (bOHﬂ,OB ocyLlecTBndeTCcA TONbKO C  pa3peleHnda  COoOTBeTCTBYyHLlero
YNOJIHOMOYEHHOro opraHa NCMNONHUTENbHON BNacTu B ccbepe apxXnBHOro gena. B atom Cny4ae B CnNCOK (bOH,D,OB
06s3aTenbHO BHOCATCS HOMepa, Ha3BaHMA U OCHOBaHUA BbIObITUS BCEX APXUBHbIX (bOHD,OB, HOMeEpa KOTOPbIX
3aHMMaThb 3anpellaeTca.

3.5.4. Jluct cdoHOa cocTaBnsieTcs Ha Kaxabli apxXuBHbIN PoHA. B HEM yuuTbiBalOTCS BCE apXMBHbIE
OOKYMEHTbI apXUBHOTO POHAA, BKITHOYas HEOMMCAHHbIE U CEKPETHbIE.

JInct coHga moxeT ObiTb MepecocTaBneH TOMbKO B Cryvae, €crniv OH HEeUCNpPaBMMO MOBPEXOAEH WUIK
nepecrtaet oTpaxaTb (haKTMYECKOe COCTOosHME U 0O6beM apxmBHOro ¢hoHaa, nocne nepepaboTkM apXMBHOrO
doHAa unu cosgaHus 0obeaNHEHHOTo apxMBHOrO hoHAA, YTOYHEHMS uctopumn coHgoobpasoBaTens. B cnyyae
nepecocTaBneHus nucta oHaa paHee OeNCTBOBaBLUMA NUCT doHAa nomewaeTcsa B Aeno doHaa. B BepxHem
npaBoMm yrny oboux nuctoB doHaa AenarTcd oTtmeTku: "JIMcT nepecoctaBneH" ¢ ykasaHuem [fathbl
nepecocTaBreHnsi, JOIMKHOCTM M NOAMUCU NLA, OTBETCTBEHHOIO 3a YYerT.

JInctol d)OHD,OB XpaHATCA B NopAgke HOMEepPOB apXUBHbIX CbOH/J,OB B nanke. K kaxxgown nanke coctaBnsieTcs
JINCT-3aBepuUTEIb, rae ykasblBalOTCA Ha4dallbHble N KOHEeYHble HOMEepa apXUBHbIX CbOH,EI,OB N obLlee KONM4ecTBo
adPXUBHbIX d)OH,CI,OB, JINCTbI KOTOPbIX HAXO0OATCA B narke.

K nuctam doHooB BeyTCs ykazaTenu Ans onepaTtuBHOIO MOMCKA B apXMBE apXMBHbIX JOKYMEHTOB TOWM Unu
WHOW opraHunsauum.

3.5.5. Jluctel ydeta ayauoBuayanbHbliX [LOKYMEHTOB COCTaBMSOTCA nNpu HedoHOoBOW oOpraHMsaumm
apXMBHbIX [JOKYMEHTOB pasferibHO Ha pasnuuHble Buabl KMHOMOTOMOHO- W BUAEOAOKYMeHTOB. [lopsagok
HyMepaumm n XpaHeHnda J1nnUCTOB Yy4deTa ayamoBusyalibHblX AOOKYMEHTOB aHanorndeH nopAanky Hymepauum u
XpaHeHus nuMcTos (poHAOoB.

3.5.6. B onncu gen, nokymeHToB (MpunoxeHus N 7 - 8) eauMHULbl XpaHeHus/eOuHNLBI y4eTa yYnTbiBaloTCS
B COOTBETCTBUM C UX CUCTEMATU3ALMEN 3a NOPSAKOBBIMU YYETHBIMU HOMEPaMMU.

Homepa Jen c TEKCToBOM COﬂpOBOﬂ,I/ITeJ'IbHOIZ ,D,OKYMeHTaLI,VIeIZ K aygnoBusyaribHbIM OOKYMEHTaM OOJDKHbI
COOTBETCTBOBATb Yy4€THbIM HOMEpPaM ayanoBuU3yasibHbIX JOKYMEHTOB.

Onucam pgen, OOKYMEHTOB MpUCBavMBalOTCA Y4eTHble Homepa no nucty doHda; npy HedOoHOOBOM
opraHu3aumm apxXmBHbIX AOKYMEHTOB - MO NUCTY yYeTa ayamMoBu3yarbHbIX JOKYMEHTOB ONpeaeneHHoro smaa.

He pgonyckaeTcs npucBOeHWe onucam aen, AOKYMEHTOB OAMHaKOBbIX YY4eTHbIX HOMEPOB, 38 UCKNIOYEHEM
cnyyaes, NpegyCMOTPeHHbIX n. 3.7.7.

B koHUe onucu Oen, OOKYMEHTOB BO BCEX €e 9K3eMMNspax AenaeTcs WUTorosasl 3anucb, B KOTOPOW
yKa3blBaeTCs KONIMYECTBO HaXOASALIMXCA Ha XpaHEeHUW eQuHUL XpaHeHusi/eduHWUL, yyeTa, NepBblil U NocnegHui
HOMepa eAuHUL, XpaHeHusi/eQuHNL, y4eTa Mo OMnMncKu, OroBapuBaOTCSl MMEHOLLUECS MPONYCKU HOMEPOB, NIUTEPHbIE
HOMepa, BbIGbIBLUNE eAUHULILI U OCHOBaHWE KX BbIOLITUS.

B uToroeoli 3anucu K onucu Aen apxMBHOrO (OHAa NUYHOrO MPOUCXOXAEHUS, BKMoYalollen eauHULbI
XpaHeHUs/eAMHMLbI yYeTa Ha PasfMYHbIX HOCUTENsX, AOMONHUTENBHO YKa3blBaeTCs KONMMYECTBO TaKUX e4WHML
XpaHeHus/eauHuL yyeTta.
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Mocne kaxgoro nocTynneHna nnm BbIObITUSA aApPXMBHbIX OOKYMEHTOB COCTaBliIdeTCA HOBaAA UToroeas 3arimcb
K onucu pgen, AOOKYMEHTOB, KOTOopad noanucbiBaeTCA ee CcocTaBuTenemMm C YyKasaHMemMm [OOJDKHOCTU U OaThbl
COCTaBleHNnA.

Ecnu onucb gen, OOKYMEHTOB COCTOWUT M3 HECKONbKMX TOAOBLIX pasfderioB, TOMOB, MTOrOBasi 3anucb
COCTaBIsieTCs K KakgoMy rofJloBOMY pasferly, TOMY; KpoMe TOro, K KaXkKaoMy rmocrieaylowemMy roqoBomy pasgeny,
TOMY B HapacTaloLLieM Nopsiike COCTaBMNAETCA CBOAHAA UTOroBas 3anuchb.

Kaxpas onuck gen, OOKYMEHTOB, TOM OMUCK [en, AOKYMEHTOB [OIKHbl MUMEeTb NUCT-3aBepuTenb (
npunoxexve N 3).

3akoH4YeHHas onucb Aen, JOKYMEHTOB AOKHa BKIOYaTh, Kak npaBumo, He 6onee 9999 eamHuy xpaHeHus,
eQuHuL yyeTa.

ApxuB OOMmKeH MMeTb 3 aK3emMnnsapa onucen gen, OKYMEHTOB, NEPBbI U3 KOTOPbIX SIBASETCA CTPaxoBbIM.

Ecnu onuch pen, OOKYMEHTOB MnepecocTaBlieHa, TO OAMH 3K3eMNnnap paHee AencTBOBaBLUEN onucu gen,
OOKYMEHTOB BKITHO4aeTCA BO BHOBb COCTaBJIEHHYIO ONUCb A€, AOKYMEHTOB 3a nocreaHUM y4YeTHbIM HOMEpPOM,
OocCTallbHble 3K3eMMIApPbl BbIAENAKTCA K YHUUTOXEHUIO B YCTAaHOBJIEHHOM MNMOpPAOKe.

3.5.7. Mo peecTpy onucen BeaeTcs NOEAMHUYHBIA 1 CYMMapHbIN y4eT onucen gen, AOKyMEeHTOB apxusa. B
3aBMCUMOCTU OT OpraHusauum paboTbl MO y4eTy B apxmBe peecTpbl Onvcei BeyTCs B paMKax apXMBOXpaHUNLL,
rocyapCTBEHHbIX apX1MBOB W/UNN apxmBa B LEMNOM, YTO OTpaXkaeTcd B CXeMe yyeTa JOKYMEeHTOB. Kaxaoln HoBoW
onucu gen, AOKYMEHTOB MpucBamBaeTCs oyepedHON MOPSAKOBbIN HOMEP MO peecTpy, KOTOPbIA MpOoCTaBnseTcs
Ha obrnoxke onucu aern, AOKYMEHTOB B BEPXHEM NEBOM Yriy.

ExxerogHo Ha 1 AHBaApPA B peecTtpe onucen COCTaBnsSIeTCsl UTOroBasi 3anucb O KONMMYecTBe onucen gen,
OOKYMEHTOB, NOCTYyNMBLLNX U BbIObIBLLMX B TeYEHWe roda B apxus, N nX o0LLEeM KonmyecTBe.

3.5.8. MacnopT apxvMBOXpaHWNULLA COCTaBMSIETCH E€XErofHO KaXAbIM apXMBOXPAHUIULLEM W OTpakaeT
06beM pa3MeLLEeHHbIX B HEM apXMBHbIX (DOHAOB, A€M U apPXMBHbIX JOKYMEHTOB.

Mokasartenu nacnopTa apxmBoxXpaHuiuia onpenendarnTca apXmBoM CaMOCTOATESIbHO C y4EeTOM COCTaBa u
COCTOAHNA XPaHALMXCA B KOHKPETHOM apXnBOXpaHUInLLE apXnBHbIX JOKYMEHTOB.

3.5.9. leny choHaa npucsamBaeTcs HOMeEP apxMBHOro (boHAa, Ha KOTOPbIA OHO 3aBefeHo. B geno goHaa
BKJIOMAOTCH: MCTOpMYecKas cnpaBka Mo MUCTopuu ¢hoHAo0GpasoBaTens U UCTOpPUM apXMBHOIO (poHAA; aKThbl,
duKeupylomMe N3MEHEHUst B coCTaBe M oObeme apXMBHOro oHAa, B TOM YWUCIIE aKkTbl O pacceKkpeymBaHuu
OOKYMEHTOB; KOMUSI XapaKTepPWUCTUKM apXMBHOrO (pOHAA, COCTaBMEHHOW Ans nyTeBoAMTens (CnpaBOYHUKA);
MHCTPYKUMN NO pa60Te C apXBHbIMU OOKYMEHTaMN apXnBHOIo CbOH.lJ.a, B TOM 4uUcre no ycoBepLleHCTBOBaHUIO U
nepepaboTke onucen aen, AOKYMEHTOB, CXEMbl CUCTEMATU3ALNN apXMBHBIX OKYMEHTOB apXMBHOIo hoHaa.

Ecnu apxuBHble OOKYMEHTbI, MOAMExaluMe BKMYeHUIo B Aeno oHAa, HaxodsaTcs B COCTaBe eduHuUL,
XpaHeHusa, To B Aerno oHAa BKITOYaeTCA CnpasKa C MepeynucrieHneM aTUX eAVMHUL, XpaHEHUSA U UX apXMBHbIX
LWndpos.

Oena coHaos opraHos KIMNCC, BJIIKCM, B KoTOpble BKMHOYEHblI apXUBHbIE JOKYMEHTbI N0 UCTOpUU POHOOB
NepBUYHbBIX MapTUMHBLIX MU KOMCOMOJSIbCKMX OpraHusauun, pacopMuMpoBaHWi0 He noanexaT. B gena ¢oHpos
NepBUYHbBIX MapTUMHBIX U KOMCOMOJTbCKMX OpPraHm3auuin NoMeLLaloTCsl CNpaBKkM CO CBEAEHUSMW O HaXOXOEHWM
apPXMBHbIX JOKYMEHTOB MO UCTOpUM AaHHOro hoHda B Aene apyroro oHaa.

Oena cdoHOoB, BOWeAWNX B COCTaB 00beaNHEHHOrO apXMBHOMO )oHAa, BKINOYAKOTCA B €ro Aeno ooHAaa.

HdokyMeHTbl gena coHaa AOMmMKHbI BbiTb NMPOHYMEPOBaHbl C COCTaBNEHMEM NUCTa-3aBepuTens, NOAWNTI
(NpoLwHypoBaHbl), 3akmnoveHbl B TBepaylo obnoxky. K geny cdoHaa coctaBnseTca BHYTpPeHHAs onuck. [dena
hOHOOB XpaHATCH B nopsiake HoMepoB POHAOB.

CocTaB [OOKYMEHTOB AeNna OpraHusauuv - UCTOYHMKA KOMMIEKTOBAHMSA [OOKYMEHTOB Mpu HedOoHO0BOM
opraHusaLmmn apXmMBHbIX JOKYMEHTOB aHanorM4yeH cocTaBy JOKYMEHTOB Aena hoHaa.
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O6wwe TpeboBaHMA K y4eTHbIM 6aszam JaHHbIX

3.6. YyeTHble 6a3bl AaHHbIX (B) B apxvBe obecneynBatoT: MHPOPMaLMOHHYO NOOEPXKKY yyeTa; BegeHve
LEeHTpann3oBaHHOIO rOCYyAapCTBEHHOrO yyeTa AOKYMEHTOB B aBTOMaTU3MPOBaHHOM peXuMe; onepaTuBHOE
npeacTaBrneHne CBeAeHWIN O HanMuMmn B apxmee JOKYMEHTOB TOro UM nHoro hoHaoo6pasoBartens.

lMepeyeHb pekBM3NTOB Yy4deTHbIX B dopmupyetca B COOTBETCTBUM C MOKa3aTensgMu OCHOBHbIX
(obs3aTenbHbIX) yY4eTHbIX AOKYMEHTOB apxmBa W onpefenseTtcs crneunanbHO YNomHOMOYEHHbIM dheaeparnbHbIM
OpraHoMm UCMOMHUTENBHOW BNacTu B chepe apxmMBHOro gena.

Y4yeTHble B[] apxvBa OOSKHbI ObiTb COBMECTUMBI C y4eTHbIMM B[l cooTBETCTBYHOLLEro YNOSTHOMOYEHHOMO
opraHa UCNoJSTHUTENBHOM BRacTu B chepe apxXnBHOro aena.

Y4yeT nocTynneHus n BblObITUA apXMBHbIX JOKYMEHTOB
3.7.1. Y4yeT nocTynneHns apxmBHbIX AOKYMEHTOB B apXUB OCYLLECTBIAETCHA Ha OCHOBAHWU:
aKTa npMemMa-nepegayn JOKyMEHTOB Ha XpaHeHue (npunoxeHue N 9);
aKTa npMemMa Ha XpaHeHue JOKYMEHTOB NMYHOro npoucxoxaeHus (npunoxexHve N 10).

ApXI/IBHbIe OOKYMEHTbI CTaBATCA Ha y4eT TakKe Mo pe3ynbTaTaM nposefeHna otaesnbHbIX BUOOB apXUBHbIX
pabot (cm. n. 3.7.3).

Bce npuHATbIE B apXMB apXMBHbIE AOKYMEHTbI BHOCATCS B KHUTY ydeTa NOCTynneHni JoKyMeHToB. Kaxabin
BrepBble MOCTYNUBLLUMIA B apXMB apXxMBHbI (POHAO, OObEeOMHEHHbI apXMBHbLIA (POHA, apXMBHASA KONIEKUUS
3anucbiBaeTcsl B CNUCOK ooHA0B (NpunoxeHne N 6), Ha Hero 3anonHATCa NUCT poHAAa, KapTOYKM ykasaTens K
nucty doHaa, 3asoantcs geno doHaa. Ha ayavoBusyanbHble AOKYMEHTbl MpU MX HEdOHAOBOW OpraHusauuu
3anonHATCA NUCTbl y4eTa KMHOMOTOPOHOOAOKYMEHTOB U BUAEOOOKYMEHTOB. Kaxaas Bnepsble NocTynuBLUas
onucb Aen, JOKYMEHTOB YYMTLIBAETCS B peecTpe Onucen.

COOTBeTCTByIOLLLI/Ie y4yeTHble cBeeHNA B YCTAHOBJIEHHOM NMopAaKe BHOCATCA TakKKe B y4YEeTHblIe 5,[1.
3.7.2. Y4eT BbIObITUS apXUBHbIX JOKYMEHTOB U3 apxvBa OCYLLECTBSIETCA HAa OCHOBAHWM:

akTa o BblAENeHUN K YHUYTOXEHUIO JOKYMEHTOB, He noanexalumx XxpaHeHuto (npunoxeHune N 11);
aKkTa 0 HencnpaBUMbIX MOBPEXAEHNUSIX LOKYMEHTOB;

aKTa npMemMa-nepegayun JOKyMEHTOB Ha XpaHeHue (npunoxeHue N 9);

aKkTa 0 HeoBGHapy)XeHUN JOKYMEHTOB, MyTW PO3biCKa KOTOPbIX ncyepnaHbl (npunoxexue N 2);

aKTa BO3BpaTa AOKYMEHTOB COOCTBEHHUKY;

akTa 06 N3bATUU NOAMMHHBIX €OUHULL XPaHEHWS, JOKYMEHTOB.

ApXI/IBHbIe OOKYMEHTbl CHUMAKTCA C y4eTa TakKXKe B pesynbTtate npoBeneHnsa otaenbHbIX BUAOB apXUBHbIX
pabot (cm. n. 3.7.3).

HeoGxoaumble W3MEHEHUsI BHOCATCA B OCHOBHble (0Dsi3aTenbHble) M BCMomoraTtesibHble Y4YeTHble
AOKyMeHTbl apxuea. Mpu aToM B cnyyae:

BbIObITUS BCEX APXMBHbIX OOKYMEHTOB Onucu aer, AJOKYMEHTOB HOMep 3TON onucun apyrum onmcam gen,
OOKYMEHTOB He npucBamBaeTCA U OCTaeTCA CcBOOOAHLIM; B peecTpe onucen penaetcs COOTBETCTBYHOLLAA
OTMETKaA,

BblObITMA apxuBHOro doHga B cnucke ¢oHaos (npunoxeHne N 6) B rpade "OTmeTka O BbIObITUN"
yKa3blBaeTCs, Kyaa BblObin apXMBHbIA )OHA, MU aKT, HA OCHOBAHUWN KOTOPOTO OH BbIObI.
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Mpn nepefaye apxMBHOro (poHOa M3 OOHOrO apxmBa B OPYrov nepegarnTca 3 aK3emnnsapa onucu gen,
OOKymeHToB M geno doHga. Konma onuvcn gen, OOKYMEHTOB OCTaeTCd B apxuBe-caatyMke M B KayecTse
MPUMOXEHUA K akTy npuvema-nepegadn OOKYMEHTOB Ha xpaHeHue (npunoxeHve N 9) BKMYaeTcs B apXMBHbIN
doHA apxuBa-caaTymka.

Mpn BbIAENEHUN K YHUYTOXEHUIO BCEX apXMBHbIX OOKYMEHTOB apXMBHOro ¢ooHA4a OAWMH 3K3eMnnsp ero
onucen gen, AOKYMEHTOB U nNUCT dpoHAa nomewlatotca B geno doHga. Jeno doHaa BKNOYaeTcs B apXMBHbIN
doHa apxuea.

3.7.3. KonnyecTBO apXmBHbIX JOKYMEHTOB apXxvBa U3MEHAEeTCH B pesynbTarTe:

BbIBEPKN YYETHbIX OOKYMEHTOB, MO WUTOram KOTOpOVI BbIsIBMEHbl OLLUNGKN, gonyuleHHble npun noac4yete
Konn4yecTBa XpaHALWNXCA apXUBHbIX OOKYMEHTOB;

NMPOBEPKM HANM4YUSi U COCTOSIHWSI apXMBHBIX JOKYMEHTOB, B XOOE€ KOTOPON OBHAapyKeHbl HEeYyYTeHHble, 3a
MIMTEPHBLIMU UMW NMPOMYLLIEHHBIMU HOMEPaMW eAVHULI XpaHeHUsA/eauHULLI yYeTa;

pecTtaBpaun apXmBHbIX JOKYMEHTOB, NMocre KOTOpOVI OOHO Aeno pa3gerieHo Ha HECKOJ1bKO Oernt;

OMNMCaHNSA apXMBHbIX AOKYMEHTOB, nepepaboTkn onucewn Aer, JOKYMEHTOB, B MPOLIECCE KOTOPbIX BO3MOXHO
pasgeneHune unvu obbeanHeHne eauHUL, XpaHeHus/eguHuy, yyeTa.

OcHoBaHWEM Afsi BHECEHMS UBMEHEHWI B YYETHbIE [OKYMEHThI U yueTHble B[] no pesynbTatam ykasaHHbIX
paboT aBnatoTCS:

]

KT O TEXHUYECKNX OLLIMOKaX B YYETHbIX OOKYMEeHTaX;

)

KT 06 0GHapyXeHUN JOKYMEHTOB, HE OTHOCSLLMXCS K AaHHOMY apXxuBy, OOHAY, HEYYTEHHbIX U T.4.;

]

KT O pasgeneHun, 00beauHeHUN aen, BKITYEHUN B AeN0 HOBbIX OOKYMEHTOB;

aKT onncaHusi AOKYMEHTOB, nepepaboTku onncen.
Y4eT yHUKarnbHbIX JOKYMEHTOB M 0CODO0 LIEHHbIX AOKYMEHTOB

3.7.4. YHuKanbHble OOKYMeHTbl noanexart crneuuanbHOMY rocygapCTBeHHOMY y4yeTy B [ocynapCTBEHHOM
peecTpe YHWKamnbHbIX AOKyMeHTOB ApxmBHOro doHaa Poccuiickor ®Pegepaummn, nopsgok BeOeHMS KOTOPOro
onpefensieTcs crneumanbHO YMNONMHOMOYEHHbIM deAeparnbHbiM OPraHOM WCMOMHWUTENBbHOM Briactu B cdepe
apXuBHOTO fena, M rocyAapCTBEHHbIX peecTpax YHUKanbHbIX OOKYMEHTOB apXuBHbIX (QOHOOB Cy6bekToB
Poccuickon ®egepauun.

Ha yHuKanbHble JOKYMEHTbI COCTaBNATCA NIUCTbI y4eTa U ONUCaHNS YHUKaNbHbIX AOKYMEHTOB.

3.7.5. YueT 0c0ob0 LeHHbIX JOKYMEHTOB BeAeTcs no:

cnuncky doHAoB, cofepalumx ocobo LeHHble AOKYMEHTbI;

onncsaM 0coB0 LEeHHbIX Aen, AOKYMEHTOB UM NepeyYHsiM HOMEPOB 0COB0 LieHHbIX Aen (HOMepHMKaMm).

B onncax ocobo LeHHbIX gern, JOKYMEHTOB 3@ HUMU COXPaHAITCA UX MpeXHUe yYeTHble Homepa.

Onunce 0cobo UeHHbIX Aern, AOKYMEHTOB COCTaBnsAeTcs Ha 0COBO0 UEHHble OOKYMEHTbl OAHOW UMK
HEeCKOMbKMX Onucen Aen, JOKYMEHTOB apXMBHOrO poHAa B 3aBUCMMOCTM OT KONM4YecTBa 0CO00 LiEHHbIX eanHUL

XpaHeHMﬂ/eﬂMHI/ILI, y4yeTa B [aHHoW onucuK B HeobxoaumMom ans apxuBa KOoJin4ecCcTBE 3K3eMIMJ1ApOoB.

Ecnn 6onblUMHCTBO APXMBHbIX OOKYMEHTOB MO Oonucu pfern, OOKYMEHTOB ABMAKTCA ocobo LUEeHHbIMW,
oTAenbHasa onucb 0cobo LIeHHbIX aen, OOKYMEHTOB He COCTaBlAeTCd, a Konnpyetca nMmeruwadaca onmnchb. B Takom
cny4yae K Hewn cocTaBnseTcs HOMEPHUK.
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KOMMJIEKTOBAHMU...

CBefieHNss O KOMUpOBaHMM 0OCODO LIEHHBbIX [en, OOKYMEHTOB B LIensX COo3[aHus CTpaxoBoro ¢oHaa
BHOCATCA B COOTBETCTBYIOLLIME ONUCK 0COGO LIEHHbIX Aen, OOKYMEHTOB MM HOMEPHMUKU Mo Mepe NpoBeaeHUs 1X
CTPaxoBOro KonMpoBaHus.

B utoroBor 3anucu ykasbiBaeTcsl oOLiee KOnM4ecTBO 0CODOO LIEHHBIX €AWMHUL, XpaHeHus/eaunHuy, yyeTa,
BKITHOYEHHBIX B OMUCb UM HOMEPHUK. M0 3aBepLUeHMM KOMMPOBaHUS BCEX €OWMHUL, XpaHeHus/eanHuL ydeTta no
OaHHOM Oonncu UM HOMEPHUKY YKasbiBaeTcs: "Bce eamHuubl XpaHeHus/eOuHUUbl yYeTa CKOMUPOBaHbI, Aata,
JOMKHOCTb, NoANuck".

Onucun ocobo ueHHbIX aen, OOKYMEHTOB U HOMEPHUKN Y4YUTbIBAKOTCA B peecTpe onucer ocobo LEeHHbIX aen,
OOKYMEHTOB.

Mpn OTHECEHMU apXMBHbIX AOKYMEHTOB K 0CO00 LieHHbIM B onucsax B rpadpe "lpumedanma” HanpoTue
3arorioBKOB COOTBETCTBYIOLLMX €ANHWLL XpaHeHUs/eauHUL, ydeTa npocTaBnaTca otMeTku "OLL".

B opyrux yyetHbIx gokymeHTax otmeTka "OL" npocTtaBnseTcs kK Homepy apxuBHOro poHaa, HomMepy onmcK
aen, [AOKYMEHTOB; [aHHas OTMeTKa 4BMnseTcs ChyXebHoW U He BXOAMT B apxXuBHbIi WP eanHuy
XpaHeHus/eanHuy yyeTa.

YYeT CeKpeTHbIX 1 PaCcCeKPEeUEHHbIX apXMBHbIX [OKYMEHTOB.
OdpopMrieHne paccekpeyeHHbIX Aer

3.7.6. Y4eT CeKpeTHbIX apXMBHbIX LOKYMEHTOB BeAETCS B COOTBETCTBMM C HOPMAaTWBHbLIMW MPaBOBbIMM
OOKyMeHTaMW. B y4yeTHbIX JOKYMEHTax M apXMBHbIX LWKdpax eauvHUL, XpaHeHusi/eQuHUL, yyYeTa CeKpeTHble
apxuBHble OHAbI, ONUCK Aen, AOKYMEHTOB, €AMHWUblI XpaHeHus/eauHuubl ydeTa obo3HavarT uHaekcom "c”
(cekpeTHO), "cc" (coBepLUEHHO CEKpPeTHO), "oB" (0COBON BaXKHOCTH).

3.7.7. N3ameHeHua B y4yeTHble OOKYMEHTbl MO pes3ynbTaTaM pacCekpeumBaHWs apXMBHbIX OOKYMEHTOB
BHOCATCH HA OCHOBAHWM akTa O paccekpeynBaHum OoKyMeHToB (npurnoxerve N 12).

ApxvBHbIe POHAbI, ONUCK Oen, JOKYMEHTOB M eQUHWLbI XPaHEHUS/eOMHNLBI yYeTa, BKITHoYaloLme Hapsay ¢
CEKPETHbIMUN HECEKPETHbIE (pacCeKpeYeHHbIE) JOKYMEHTbI, B YY4ETHbBIX JOKYMEHTaX U apXMBHbIX Wndpax eanHuL
XpaHeHusa/eguHuy, ydeta 0603HavaTCs MHOEKCOM "cy" (CEKPEeTHO YacTUYHO).

lMpu paccekpeumBaHUM BCEX €OMHWL, XpaHeHus/eaMHWL, ydeTa Mo CEKPEeTHOW onucu Aen, AOKYMEHTOB
JaHHasA OnMuCb TakkKe paccekpevmBaeTcs, NepeaeTcs Ha OTKPbITOE XpaHEeHUe 1 ydYnTbiBaeTcs B nucte hoHaa 3a
TEM XXe HOMepoM, HO 6e3 mHaekca "c", KOTOpbIN 3a4epkMBaeTCs Ha OOMOXKe U Ha TUTYNbHOM JIMCTE LaHHOW
onucu. B npaBoM BEpPXHEM yrny OBNOXKN U TUTYNBHOIO NMUCTa onucu gen, JOKYMEeHTOB MPOCTaBNAeTCA WTamn
"PaccekpeyeHo".

Mpu paccekpeunBaHMM YacTu AeN W apXuBHbIX AOKYMEHTOB MO CEKPEeTHOM onucu Aen, AOKYMEHTOB Ha
paccekpeyeHHble Aderna M apxvBHble OOKYMEHTbl COCTaBNsaeTCs OTAenbHas Onucb Aer, AOKYMEHTOB, Homepa
eOUHVL XpaHeHus/ednHUL, yd4eTa B KOTOPOW OCTaloTCs npexHumu. [ns BanoBow Hymepauun Takux eauHuL
XpaHeHus/egnHuL, ydeTa ncnonbayeTtcs rpada 2 onucu gen, AoKyMeHToB. HoBas onuck gen, AOKYMEHTOB BMecTe
C paccekpeveHHbIMW AenaMy U apXUBHbIMU AOKyMEHTaMu NepeaaeTcsl Ha OTKPbITOe XpaHeHue, yYuTbiBaeTCcH B
nncte poHAOB 3a TEM e HOMEPOM, YTO U ceKpeTHast, Ho 6e3 nHaekca "c".

Mpu paccekpeumBaHum OGonbluen YacT Aen M apXMBHbIX AOKYMEHTOB MO CEeKpeTHOW onucu Aen,
OOKYMEHTOB C JAaHHOW OMUCKM CHUMAETCS KOMNWs, Npy KONUPOBaHWM 3arosfioBKU eAVHUL, XpaHeHus/eguHnL yyeTa,
OCTaBfIEHHbIX Ha CEKPETHOM XpaHeHuW, 3akpbiBalTcA. Konms onmcu Ha pacceKkpeyeHHble ena v apxuBHble
OOKYMEHTbl nepefaeTcd Ha OTKpblIToe XpaHeHue. B aksemnnape onvcu gen, AOKYMEHTOB, OCTaBLUEWCS Ha
CEeKPETHOM XpaHEeHWW, COXpaHseTcsa WX Hymepauus. B nucte doHaa Takad oOnucCb yyuTbiBaeTCS ABaxabl:
9K3EeMNNsSp OnucK, OCTaBLUMWACH Ha CEKPETHOM XpaHeHWu, - C COOTBETCTBYIOLLEW WHAEKCauMenh CEeKpeTHOCTH,
CKOMMPOBAaHHbIN 9K3eMNnsp, NepefaHHbIN Ha OTKPbLITOe XpaHeHue, - 6e3 uHgekca "c".

Mpun paccekpeumBaHMM OTAENMbHbIX EAVMHWUL, XPaHEeHWUs/edMHUL y4veTa Mo CEeKpPeTHOW onucu gen,
OOKYMEHTOB OHW BKIHOYAOTCA B ONWUCb AEr, AOKYMEHTOB OTKPbITOrO XPaHEHUsI COOTBETCTBYHOLLEIO apXMBHOMO
doHAa 3a NMUTepHLIMU HOMEpamMu U B BaroBOW NOCNeaoBaTEeNbHOCTY.
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KOMMJIEKTOBAHMU...

B onucax gen, OOKYMEHTOB, OCTalOLWMXCA Ha CEKPEeTHOM XpaHeHuu, B rpade "lpumedvaHns" npoTtums
3arofioBKOB pPacCEKpPeYEeHHbIX e€AWHUL XpaHeHus/eanHuLy ydeTa npocTtaBnsetca wrtamn "PaccekpeyeHo". B
cnydvae, KOrga pacceKkpeyeHHble eauHWLbl XpaHeHus/eOUHUUbl ydYeTa BKIYEHbl B OMUChb Aen, LOKYMEHTOB
OTKPbITOrO XpaHeHus (3a NUTEepPHbIMW HOMEpaMu UNU B BanoOBOW NocrneaoBaTeNbHOCTU), B CEKPETHON Onuch B
rpade "MpnmeyvaHus" ykasbiBaeTcsl X HOBbI HOMED.

Mocne paccekpe4dnBaHua K onucam aern, JOKYMEHTOB OTKPbITONO U CEKPETHOro XpaHeHUa COCTaBIAKTCA
HOBblE UTOroBbIe 3anmMcun 06 obbemax GbaKTI/I‘-IeCKVI YYTEHHbIX B HUX eanHNL XpaHeHI/Iﬂ/e,EI,I/IHI/ILI| ydeTa.

Mpu paccekpeyrBaHUM OLHOTO UMW HECKONBbKUX apXUBHbIX JOKYMEHTOB B COCTaBe CEKPETHOro Jerna OHO
OCTaeTCs Ha CeKpeTHOM xpaHeHun. K apxmBHOMy LiMdpy Ha 0OnoXke Aena K nHaekcy "c" gobaensietca Gykea
"4y". Homepa nNncToB pacceKkpeyveHHbIX apXMBHbLIX JOKYMEHTOB nepeyncnstoTcs B rpade "lMpumedvaHusa” HanpoTtus
3arofioBka YacTMYHO pacCekpeyeHHOro Aena, a Takke BO BHyTpeHHen onucu gena. [Npu oTcyTcTBUM B Aene
BHYTPEHHEN OMUCU CBEOEHUS O PacCEeKPEYeHHbIX apXUBHbIX OOKYMEHTax OTpaXalTCs B NucTe-3aBeputerne ¢
yKkasaHnem HOMepOoB COOTBETCTBYHOLLMX JIUCTOB.

B npaBom BepxHeM yriy o6noxkmn paccekpeyeHHoro aena npocraensercs wramn "PaccekpeyveHo”. MHaekc
cc" unu "oB" B HOMepe Aena 3avepknBaeTcs.

"C ,
Yyet APXUBHbIX OOKYMEHTOB JINYHOIO NPOUCXOXKAEHUA

3.7.8. YyeT nNOCTYNNEHUA apXMBHbIX [OOKYMEHTOB JIMYHOMO MPOMUCXOXAEHUs, nepefaBaeMblX
cobCTBEHHUKOM B dheepanbHyto COOGCTBEHHOCTb, B COBCTBEHHOCTb cybbekTa Poccuiickon degepaunm mnm
MyHMUMMANbHYIO COBCTBEHHOCTb, BEAETCA Ha OCHOBaHWW akTa MpuMeMa Ha XpaHeHWe [OKYMEHTOB JIMYHOro
npovcxoxaeHus (npunoxeHne N 10). K akTy npunaratioTca coaTovyHast OnuMcb apXmMBHbIX JOKYMEHTOB U peLleHne
3KCMEPTHO-MPOBEPOYHOM KOMUCCUN apxmMBa WS 3KCMEPTHO-NPOBEPOYHON KOMMUCCMM YNMONTHOMOYEHHOrO OpraHa
ncnonHuTeneHoW Bnactu cybbekta Poccuiickon ®epepaummn B cepe apxmeHoro gena (ganee - 3lMK) o npneme
3TVX AOKYMEHTOB B apXuB.

Yyer APXMBHbIX OOKYMEHTOB JIMYHOIO MNPOUCXOXOAEHUA, HaxXogdalMxca B YacTHOM COOCTBEHHOCTU,
nepenaHHbIX No 40roBopy Ha XpaHeHne B apxXuB, OCYLLECTBIIAETCA B YCTaHOBJIEHHOM NopAaKe (CM. n. 3.7.11).

N3meHeHMs KonmmuecTBa M COCTaBa apXMBHbLIX AOKYMEHTOB FIMYHOrO NPOMUCXOXAEHUSI B pe3ynbTate ux
ONMUCaHNSA OOKYMEHTUPYIOTCA akTOM OMUCaHUs JOKYMEHTOB, Ha OCHOBAHMU KOTOPOrO BHOCATCH WU3MEHEHWS B
y4YeTHble OOKYMeHTbl. Ha [OOKyMeHTbl, He noAnexalive XpaHeHuio B apxvBe, COCTaBMsAETCA akT BO3Bpara
[OKYMEHTOB COOCTBEHHUKY B [OBYX 9K3EMMNNsipax, OAUH W3 KOTOPbIX BMeCTe C [OKYMEHTaMu nepefaertcs
COBCTBEHHUKY.

He [onyckaeTcd XpaHeHne B apxmBe HEeY4YTEeHHbIX apXUBHbIX JOKYMEHTOB JTMYHOIo NPONUCXOXOEHNA.
Yyer OOKYMEHTOB Mo JIN4YHOMY COCTaBy

3.7.9. Y4yeT OOKYMEHTOB MO fIM4YHOMY COCTaBy, 3a WCKITIOYEHMEM MPUHATBLIX MO JOrOBOPY Ha XpaHeHue B
apXxvMB JOKYMEHTOB MO NIMYHOMY cocTaBy (cM. . 3.7.11), ocyliecTBnseTcs Ha ObLLMX OCHOBaHUSAX.

YueT KonuyecTBa XpaHSLWMUXCA B apxvMBe AOKYMEHTOB MO NMYHOMY COCTaBy MPOBOAMTCS Ha OCHOBE WX
nofcyeTa no fiMctam POHAOB M ONUCAM Aesl Mo IMYHOMY COCTaBy ¢ dMKcaumen pesynbTaToB Mo KaxaoMy doHay
M CYMMapHO MO apXuBY B KHWIe yyeTa JOKYMEHTOB MO JIMYHOMY COCTaBy (MPOM3BOSbHON hOpMbl).

Mo pe3ynbTataM npoBeaeHua 3KCnepTtusbl LEeHHOCTU OOKYMEeHTOB Nno JIMYHOMY COCTaBy MO UCTeYeHUU
75-neTHero CpOKa nX XpaHeHUA B y4eTHble JOKYMEHTbl BHOCATCA COOTBETCTBYHOLLINE USMEHEHUA.

Y4eT gen, nmerLwmx B opopMIeHnn AparoueHHble MeTansbl U KaMHU
(n. 3.7.10 He pacnpocTpaHsieTca Ha rocygapCTBeHHbIE U MyHMLUUNanbHble My3en 1 BubnunoTtekm)
3.7.10. ApxmB, XpaHaWMA Jena, uMerwme B OOPMIEHUM WU B MPUMIOKEHMM K HUM OparoLeHHble

MeTanfbl M KamMHW, B COOTBETCTBUM C 3akoHodaTenbcTBoM Poccunckon Pepepaumm perncrpupyercs B
COOTBETCTBYIOLLIEN MHCMEKUMN NpobupHOro Haasopa MuHuctepcTea ¢mHaHcoB Poccuiickon depepaumun.
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KOMMJIEKTOBAHMU...

Yyert YKa3aHHbIX Oesl OoCyLlecTBNAeT MaTepuaribHO-OTBETCTBEHHOE JIMLO, C KOTOpPbIM pyKoBOAUTElb
apxuea 3aknk4yaeTt Oorosop o MaTepmaanoﬁ OTBETCTBEHHOCTU 3a COXPaHHOCTb W y4veT Aen, nMmerwuwmnx B
o¢)op|v|neva| nnn B NpuUnoXxeHnn K HUM gparoueHHble MeTansibl U KaMHWU.

YKasaHHble Jena nepefarTcd MaTepuarnbHO-OTBETCTBEHHOMY fMLY Ha CeWdOBOE XpaHEHWE, O YeM
JenaeTca COOTBeTCTByHLWasa oTMeTka ("ceridoBoe XpaHeHue") B Onucu ger, JOKYMEHTOB, M BKOYaKTCA B
cneunanbHYyO MHBEHTAPHYO KHUTY y4YeTa aen, UMerLnx B OCbOpMJ‘IeHI/II/I nnn B NpUNOXeHun K HUM gparoueHHble
mMeTannbl U KaMHW. ﬂaHHaﬂ MHBEHTapHasaA KHUra coctaBnAaAeTCcda U BeeTCA B 3 aK3emMnnapax. I‘IepBbu7| aKseMnnap
XpaHUTCS B noAapasgerneHvuu, OCYLLeCTBNALEM LEeHTpann3oBaHHbIM (B pamMkax apxuBa) yyeT OOKYMEHTOB,
BTOPOW - y MatepuanbHO OTBETCTBEHHOTO N1LA, TPETUI - B Byxrantepum apxuea.

[ena BHOCATCA B UHBEHTaPHYI KHUTY MO NOpPsSAKy HOMEPOB apXUBHbIX (POHAO0B U onucen Aen, AOKYMEHTOB,
a BHYTpM Kaxdow onucu gern, AOKYMEHTOB - MO NOpsSAKy HOMepoB Aen. Ha 6upke, npukpennsemon Kk obnoxke
Kaxgoro gena (npegmeta), ykasblBaeTcs HOMEp, 3a KOTOPbIM OHO YYTEHO B WHBEHTapHoOW kHure. Homep
npocTaensieTcs Yepe3 gpobb ¢ apxmBHbIM WNdpom (Hanpumep, uHB. N 1/FTAP®, ¢. 572, on. 1, g. 17).

K MHBEHTapHOM KHUre COCTaBfseTCA UTOroBas 3anncb, B KOTOPOW uudpaMy M NPONUCLI0 YKasblBakTCH
KOnun4yecTBo fen (NpegMeToB), BHECEHHbIX B KHUTY, AaTa COCTaBMEHUS UTOFOBOM 3anuncu, AOMKHOCTb 1 hamnnung
MartepuansHO OTBETCTBEHHOrO nmua.

JIMCTbl MHBEHTApHOW KHWMM OO Hayana ee 3anofiHeHWsI MPOHYMEepPOBbLIBAKOTCS, MPOLUHYPOBLIBATCS U
CKpennsTca neyaTbio apxuea. Ha o6opoTe nocnedHero nucta KHAMM genaeTcs 3anvchb O KOMYecTBe JIUCTOB B
KHWUre, KoTopasa 3aBepsieTcss NoAMUCAMU PYKOBOOMTENS apxvBa, MMaBHOMO XpaHuTens oOHOOB W CKpennseTcs
nevyaTtblo apxuea.

ExxerogHo cneumanbHONW KOMWUCCMEW, CO30aBaeMOWM NpuKa3oM PYyKOBOAMTENA apxmBa, MNpPOBOAUTCS
MHBEHTapu3auna gen, nMmerwwmnx B Od)OpMJ'IeHI/II/I nnn B NpuUNoXeHun K HUM gparoueHHble MeTanibl U KaMHWU.
|/|HBeHTapI/I3aLI,VIF| npoBOAUNTCA TaKXe B Cliydae CMeHbl MaTepuarnbHO OTBETCTBEHHOro nuua, pykoBoaAUTENA
apxuBa, rmaBHOro xpaHutenst oHaoB. PesdynbTaTel MHBEHTapU3aLUn O0OPMISIOTCA akTOM, COCTaBsieMbliM B
Tpex 3K3emnnspax, OAWH W3 KOTOPbIX HanpaBnseTcd B COOTBETCTBYHOLIMUA YMONIHOMOYEHHbIA OpraH
NCNONHUTENBLHOW BNacTu B cpepe apxMBHOro aena.

Y4eT apXuBHbIX AOKYMEHTOB, HaXOASLLMXCS B YACTHOM
COBCTBEHHOCTU, NPUHATLIX NO JOrOBOPY Ha XpaHEHWNE B apXxvB

3.7.11. YyeT pokymeHTOB ApxuBHOro coHaa Poccunckon degepaumn, NPUHATBIX MO JOroOBOPY Ha
XpaHeHVe B apxvMB Ha OCHOBaHWM akTa npuema-nepefayn OOKYMEHTOB Ha xpaHeHue (mpunoxexHve N 9),
OCYLLIECTBMSIETCA B OCHOBHbIX YYETHbIX AOKYMEHTaxX apXxuBa ¢ CobrnogeHneM creayroLmnx oCo0eHHOCTEN:

B KHUre y4yeta NoOCTynfeHun OokymeHToB (npunoxeHve N 5) ykasbiBaeTcss COOCTBEHHUK MnM Bnagenew,
OOKyMeHTOB (rpacdha 3), HoMep ¥ faTa akTa npuema-nepefadnm (rpada 4), gata noanucaHus goroesopa O
nepegave u Cpok OENCTBUSA AOroBopa;

npy BKIIOYEHUN apxmBHOro doHga B cnucok doHaos (npunoxeHve N 6) kK ero Homepy pobasnsetcs
nngekc "0" ("goroBop"), KOTOPLIN COXPaHAETCS 3a HUM BO BCEX YYETHbIX AOKYMEHTax M apXuBHbIX LWudpax
eOVHWL, XpaHeHusl, eguHnL yyeTa; B rpade "TpumedaHms” cnucka OHAOB TAKXKE yKasblBaOTCA COOCTBEHHUK
unu Briagenel apxmBHbIX JOKYMEHTOB, AaTa NognMcaHus U Cpok AeNCTBMSA JOroBopa.

KonnuyecTBO apxmBHbIX (DOHAOB, NPUHATBLIX MO OOrOBOPY Ha XpaHeHWe B apxuB, yKa3blBaeTCH OTAENbHON
CTPOKOW B MTOTOBbIX 3aM1CsAX B CNMCKe POHAOB, KHUre yyeTa NocTynneHnin JOKYMEHTOB.

OK3eMnnsap [oroBopa, 3ak/OYEHHbI C COOGCTBEHHWKOM WM BriafenbLeM apXMBHbIX OOKYMEHTOB,
BKNtoYaeTcsa B Aeno ¢oHaa.

an BbIObLITUN APXUBHbIX OOKYMEHTOB apXMBHOIo d)OHﬂ,a B CBA3MN C UCTEYEHUEM CpOKa ero XxpaHeHua B
COOTBETCTBMM C AOrOBOPOM €ro HOMEp HE MOXeT ObITb NPUCBOEH OPYroMy apxXmBHOMY q)OHD,y.

lMpuHATLIE NO AOroBOPY Ha XpaHeHue B apxuB AOKyMeHTbl ApxuBHoro ¢poHga Poccuiickon depepaumu,
HaxoOuBLUMECS B YacTHOW COOCTBEHHOCTM M Ha 3aKOHHOM OCHOBaHuMM nepelwefwne B denepanbHyto
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KOMMJIEKTOBAHMU...

COOCTBEHHOCTb, COBCTBEHHOCTb cybObekta Poccunckon Pegepauum unu MyHUUMNANbHYD COBGCTBEHHOCTb,
YUMTBIBAKOTCS B OCHOBHbIX YYETHbIX OOKYMEHTax HapaBHE C OCTallbHbIMW OOKYMEHTaMu apxvmBa. B y4yeTHbIX
OOKYMEHTax W apxXuBHbIX LWMdpax eauvHUL, XpaHeHus, eauHuy yyeta uHgekc "[1" 3advepkuBaetcs, B rpady
"MprmeyaHusa" cnmcka oHO0B BHOCATCA COOTBETCTBYIOLLME CBEOEHUS.

ApXUBHbIE [OOKYMEHTbI, He BKIOYEHHble B YCTaHOBMEHHOM nopsgke B cocTaB ApxMBHOTO doHAa
Poccuickon ®egepaumun, B TOM YMcne AOKYMEHTbI MO NIMYHOMY COCTaBy, NPUHATbIE NO AOrOBOPY Ha XpaHeHue B
apxuB, YYWUTbIBAlOTCA OTAENbHO OT AOKymeHTOoB ApxuBHOro ¢oHga Poccuiickon ®epepaumn. Ona mnx ydeta
BeAyTCH OTAernbHble CnMCOK DOHAOB, KHUra ydeTa MOCTYNNeHUn JOKYMEHTOB, a Takke NUCTbl POHA0B 1 Apyrue
y4YeTHble JOKYMEHTbI.

YyeTt konun aApXMBHbLIX AOKYMEHTOB Ha npaBax NoaJIMHHUKOB

3.7.12. KonuamMu apxvBHbIX [OOKYMEHTOB Ha MpaBax MOASIMHHUKOB SBMASIOTCA BKMIOYEHHbIE B
yCTaHOBMNEHHOM nopsiake B coctaB ApxmBHoro ooHaa Poccuiickon degepaumm:

MUKPOMPUIIbMBI  aPXMBHBIX [OOKYMEHTOB, W3rOTOBMEHHbIE M odopMIieHHble (hoHAoobGpasoBaTenem B
COOTBETCTBUU C CYLLECTBYIOLLIMMU HOPpMaTUBaMU;

KON apXmBHbIX OOKYMEHTOB, MOAJIMHHUKMN KOTOPbIX YTpadeHbl WK HaxXogATCA B cobCTBEHHOCTU
ropnan4ecKmnx ninm (bVI3VI'~IeCKI/IX My, B CUIy 4ero He MoryT nocCTynnTb Ha NOCTOAHHOE XpaHEeHUE B apXnB;

KOMUW apxmMBHbIX OOKYMeHTOB, nepemelleHHblx B CCCP B pesynbTate BToponi MMpOBOM BOWHBLI U
Haxogswmxca Ha TeppuTopum Poccunckon ®egepaumun, NOAMMHHWKU KOTOPbIX BO3BpaLeHbl B CTpaHbl WX
NPONCXOXAEHWS.

Konnn apxvBHbIX OOKYMEHTOB Ha NpaBax MOAMWHHMKOB, nepedaHHble B apxuB ¢hoHOooobpasoBaTenem,
YUMTbIBAKOTCS B cOCTaBe ero ooHaa no OTAenbHOM onucu aen, ookymeHToB. [pu aTom B rpacde gaHHoOM onucu
"KonunuyecTtBo nucToB" Yepes 4pobb ykasbiBaeTCsA Takke KONMMYECTBO KafgpoB, OTCHATLIX C O4HOro Aena.

Konmu apxmBHbIX AOKYMEHTOB Ha npaBax NOASIMHHUKOB, OTCHATbIE C MOAMMHHBIX OOKYMEHTOB, KOTOpbIE
yTpayeHbl NN HaXOASTCs B COOCTBEHHOCTM IOPUONYECKMX NN PUINYECKUX UL, @ TaKKe KOMUU NepemMeLLEeHHbIX
OOKYMEHTOB, MOASIMHHUKM KOTOPbIX BO3BpaLLEHbl B CTPaHbl UX MPOUCXOXOEHUSA, (DOPMUPYIOTCA B apXMBHbIE
Konnekumn. ApXMBHbIE KOMMEKUMU Y4YUTbiBalOTCA B crnvcke doHaoB (npunoxeHve N 6) B ycTaHOBMEHHOM
nopsiake.

Konnn apxmBHbIX [OOKYMEHTOB Ha npaBax MOAMMHHMKOB, W3roTOBMEHHbIE MALUMHOMMUCHLIM UMK
anekTtporpadhnyeckum CrnocobomM C apxXuBHbIX [JOKYMEHTOB Ha OyMaxXHOMW OCHOBE, a Takke Konuu
ayanoBu3yarnbHbIX JOKYMEHTOB (POPMUPYIOTCA B €AUNHULBI XpaHeHUs/eanHNLbI y4eTa, KOTOpble YYMTbIBalOTCS B
onucsiXx Aen, AOKYMEHTOB MO aHanorMmM C MOAJSIMHHBIMU apXMBHLIMU [OOKYMEHTaMW Ha COOTBETCTBYHOLLMX
HOCUTENAX.

3a eguHULY XpaHEHUs! KOMWIA apXMBHbIX OOKYMEHTOB Ha npaBax MOANMHHMKOB, W3rOTOBMEHHbLIX B BUAE
MUKPOKOMUiA, NpUHUMAaeTCa (U3NYECKM OBOCOBMNEHHbIA PYNOH MUKpPOdUINbMa UMM KOMMNEKC MUKPOMULL BHE
3aBUCMMOCTU OT KONWYEecTBa OTCHATBIX HA HEM [eNn U apXMBHbIX OOKyMeHTOB. Kaxpaas edvHuMua XpaHeHus
yYnTbIBAETCH B ONWUCK [Oef, AOKYMEHTOB MOA camMocTosiTeNlbHbIM HOMepoM. B mToroeoi sanucu k onucu gen,
JOKYMEHTOB Hapsily C KONMYECTBOM EAWHUL, XpaHEeHWsi MUKPOKOMWI YyKasblBaeTCsi CYMMapHOe KONMYecTBO
COCTaBSAOLLMX UX KaOpOB.

YyeT nnucToB B Aene, CbOTOOTI'Ie‘-IaTKOB
B (*)OToaJ'Ib6OMe, €ONHNL XpaHeHNd B COCTaBe eQMHULbI y4eTa
ayanoBusyalsibHbIX JOKYMEHTOB

3.7.13. KonnyectBo NUCTOB B Aene U €4UHWL, XpPaHEHUs1 B COCTaBe eAMHULbI yyeTa ayanoBu3yarbHbIX
OOKYMEHTOB Y4MTbIBAETCS Ha OCHOBE UX HyMepaLuun u pmkcmupyeTcs:

NMCTOB B [fene - B nucte-zaBeputene (npunoxenHne N 3) u B cooTBeTcTBytoLWleln rpace onucu pgen,
OOKyMeHTOB (npunoxerusi N 7 - 8);
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[JokymeHT npegoctasneH KoHcynbTaHTINOC
[ata coxpaHeHus: 06.08.2018

doTooTneyaTkoB B ¢poToanbbomMe - BO BHYTPEHHeN onucu ¢potoanbboma, a Takke B COOTBETCTBYHOLLEN
rpace onucu oToans6oMoB;

€ONHNUDbI XpaHeHUAa Opyrux aygnoBu3yalibHbIX OOKYMEHTOB - B COOTBETCTBYHOLLNX rpacbax onucen aTux
OOKYMEHTOB.

Mpu yyeTe eanHWL, XpaHEHMS B COCTaBe eAMHNLbI y4eTa ayAMOBU3yarbHbIX JOKYMEHTOB:
eaVHWLbI XpaHeHs AMadunbMOB pacnonaratTcsi Mo NopsAKy HOMEPOB PYIIOHOB;

eONHNUDblI XpaHeHUA KMHOOOKYMEHTOB pacnonaratotcAa Mno 3fieMeHTaM KoMnJiekrta, BHYTPU KOTOpPOro
HYMepYyroTCA No NnopAaaKy HoMepoB yacTewn;

eanHUUbI XpaHeHus1 (HOHOAOKYMEHTOB pacnonaralTcs B nopsake Npou3BoaCTBEHHbIX HOMEPOB.
YyeT cTpaxoBoro dhoHaa 1 boHAa NoNb30BaHUA

3.7.14. Obbem cTpaxoBoro oHaa n doHOa NONb3OBaHUSA U3MEPSETCHS B eAuHMLAX XpaHeHus/eanHuLax
yyeTa, a Takke B:

Kagpax - Ans KoM apxmMBHbIX AOKYMEHTOB Ha ByMakHOM OCHOBE U (POTOAOKYMEHTOB;
MeTpax - 4N KONui KNHOAOKYMEHTOB;

BPEMEHU 3By4YaHUs - AN Konmm POHOOOKYMEHTOB;

B MerabanTax - Ans Konui 3neKTPOHHbIX JOKYMEHTOB.

Mpy STOM OTAENbHO YYUTHLIBAIOTCA CTPaXOBble KOMUM YHMKaNbHbLIX [OOKYMEHTOB U 0COGO LIEHHbIX
JIOKYMEHTOB 1 KoMK (DOHAa NONb30BaHMSA, OTCHATLIE C apXMBHbIX JOKYMEHTOB Ha ByMakHoW ocHOBe (pa3aenibHO
Ha  PYMOHHOM TMNNEeHke U  MUKpoduwax); KMHOOOKYMEHTOB;,  (DOTOOOKYMEHTOB;  (POHOAOKYMEHTOB;
BMOE0MOHOrpaMM; 3NEKTPOHHbIX JOKYMEHTOB.

Y4yeT Begetcs MO KHWram ydyeTa MOCTYNneHwWnh crtpaxoBoro doHaa M poHOa nonb3oBaHWs UM ONUCAM
CTpaxoBoro ooHAa. YueT NocTynneHns 1 BbiObITUSA CTPaxoBblX KOMWIA OCYLLECTBNSAETCA Ha OCHOBaHMK 3aKa30B Ha
N3roToBMeHne CTPaxoBblX KOMUA M KOMWUI oHAAa MONb30BaHUSA, akTOB MpuemMa-nepenaym CTpaxoBbiX KOMWA Ha
crneumanbHOe XpaHeHue W Apyrux aktoB. K kHWram ydyeTa MOCTYNNEHUN €XErofHO COCTaBnseTcs UTorosas
3anuce.

Onucu CTpaxoBoro d)OHD,a cocTaenstTea B 3 aK3eMnnapax. I'IepBble 9K3eMnnapbl nepenarnTcAa BMecTte Cco
CTpaxoBblMU KOMUAMU YHUKAIbHbIX OOKYMEHTOB U 0c000 LEeHHbIX OOKYMEHTOB B cneuunanbHbIn apxuB, BTOpble U
TPpeTbn OCTaKTCA B apxmBe.

Mo mepe konMpoBaHUA W nepedady CTPaxoBbIX KOMUM YHUKaNbHbBIX OOKYMEHTOB U 0COB0 LEHHbIX
OOKYMEHTOB B crneumarnbHblil apXuB K ONUCAM CTPaxoBoro oHAa COCTaBMSOTCSH HOBble WUTOroBble 3anucu B
ycTaHOBMNEeHHOM nopsake (cMm. n. 3.5.6).

B onucsax pen, gokymeHTtoB B rpade "lpumMeyaHus" HanpoTUB 3arofioBKa CKOMUPOBAHHOW efuHULbI
XpaHeHusa/eguHuupbl ydeTta npoctasnsetca wramn "CO". Ecnm ckonmpoBaHbl Bce Aena, JOKYMEHTbI, BKITHOYEHHbIE
B Onucb, Wwrtamn "CP" npocTtaBnseTcs TONbKO HA TUTYNIbHOM NIMCTE N 0BNOXKE onucK Aer, JOKYMEHTOB.

3.7.14.1. 3a eguHunUy XpaHeHus/eguHULY ydeTa CTpPaxoBOro poHAa YHMKanbHbIX OOKYMEHTOB U 0Cco60
LEHHbIX JOKYMEHTOB Ha BymaXKHON OCHOBE Ha PYNOHHOM NMeHke NpUHMMaeTcs manyeckn 060CcobNeHHbIN pyroH
MUKpodmnbma.

B kHWry yyeta noctynneHun ctpaxoBoro poHaa v oHaa nonb3oBaHWsA Ha PYSIOHHOW MiieHKe B BariOBOM
nopsake (BHe 3aBUMCUMOCTM OT (POHAOBOM MPWHAAMEXHOCTM [AOKYMEHTOB) Ha OCHOBaHUM 3akasa Ha
N3roTOBMEHNE CTPaxoBblX KOMWIN 3aHOCUTCS Kaxpas eduMHuua XpaHeHus crtpaxoBoro doHpa. Mo kHure yyeta
noctynneHun (rpada 1) eguHyUaM XpaHeHus CTpaxoBOro poHAa NpUCBaMBalOTCA yYyeTHble HOMepa, KOTopble
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KOMMJIEKTOBAHMU...

SABMASOTCA COCTABHOM YacCTbO NX apXMBHbIX LLIMKPOB.

Ha Bce cTpaxoBble KONUW YHUKamNbHBLIX JOKYMEHTOB M 0CODO0 LiEHHbLIX JOKYMEHTOB BHE 3aBUCUMOCTM OT UX
hOHOOBOW MNPUHAOMEXHOCTM COCTaBMSIETCA ONWCb CTPaxoBOro oHAa, HyMepauus eauHUL, XpaHeHUs
CcTpaxoBoro oOHAa B KOTOPOW COOTBETCTBYET Y4YETHbIM HOMEpPaM, MPUCBOEHHbIM MM MO KHUre y4eTa
NOCTYMNNEHUN.

ApPXMBHbLIM LUMAPOM €ANHULbI XpaHEHUS CTPaxoBOro doHOa SBMSETCA Has3BaHME apxmBa, HOMEpP ONucu
cTpaxoBoro ooHAa, HOMep yyeTa eguHULbI XpPaHEHUS CTpaxoBoro hoHaa ¢ AobasneHvem nHgekca "Co".

3.7.14.2. 3a egvHuuy yyeTta cTpaxoBoro oHAa AOKYMEHTOB Ha OymaXHOW OCHOBE Ha MukpodwuLiax
NPVHUMAETCS OfHA UIN HECKOMbKO MUKPOMULL, OTCHATLIX C OOQHOro Aeria U NOMELLEHHbIX B OAWMH KOHBEpPT, 3a
eQUHMLY XpaHeHus - MukpoduLua.

Mo KHWre y4veta MNOCTYMNNEHUN CTpaxoBOro poHaa M oHOa MNONb30BAHUSA Ha MUKPOMULLIAX KaKaoMy
NOCTYMNNEHUIO NpUcBanBaeTcs NOPSAKOBLIM HOMep. KonmyecTBeHHbIe NOKa3aTenn BHOCATCA C y4eToM hOHO0BON
NPUHAANEXHOCTN OTCHATBIX KOMWIA NO KaXgoMy apXMBHOMY QOHAOY M ONUCK Aer, AOKYMEHTOB OTAENBHO.

Onucn ctpaxoBoro oHAa Ha MUKpodpMLIax COCTaBNATCA pa3feflbHO Ha CTpaxoBble KOMUKU KaXaoro
apxuBHOro oHaa, ogHy UM HECKONBbKO ero onucen.

YYeTHbIM HOMEPOM eAMHMULbI y4eTa cTpaxoBoro hoHAa U ooHAa NOMb30BaHUSA AOKYMEHTOB Ha OymMakHoN
OCHOBE, M3roTOBIIEHHONO Ha MUKpodULLax, SIBNAETCA YYETHbIN HOMEpP OTCHATOrO Aena, apXvMBHbIM LUMGPOM -
COOTBETCTBEHHO, apXMBHbIV LLIMGP OTCHATOro aena ¢ aobaeneHnemM mHaekca "CP" - ona ctpaxoBoro doHaa u
"M" ("Mosutne"), "O" ("Ownasokonua") - ana oHaa NoNb30BaHNUS.

3.7.14.3. EavHuubl  XpaHeHus/eavHULbl y4eTa CcTpaxoBoro ¢oHada u  doHAa Monb3oBaHUA
ayouoBM3yanbHbIX  [OOKYMEHTOB MAOEHTUYHbI  eOuHMLaM  XpaHeHus/egvHuuam  ydeTa  ayauoBu3yarbHbIX
JOKYMEHTOB.

CTanOBbIe KON KNHO- U (*)OTO,EI,OKyMeHTOB y4UTbIBalOTCA HE3ABUCMMO OT BMAa KNHO- U d.)OTO,EI,OKyMeHTOB
B KHUIrax y4deTta I'IOCTyI'IJ'IeHI/Iﬁ N ONncAax CTpaxoBoro d)OH,EI,a n CbOH,EI,a NnoJ1ib30BaHUA.

CTpaxoBble KONMMM (POHOLOKYMEHTOB Ha MarHWTHOWM FiEeHTE U rpaMOpUrMHanoB M3-3a UX 060CcOGneHHOro
XpaHEHUs1 yYUTBIBAIOTCA B PasHbIX KHUrax yyeTa nocTynneHuin 1 onucsax.

B wnTOroBbIX 3anucsix KHUr yyeta MOCTYNSIeHUA M onucer cTpaxoBoro ¢oHaa v oHaa Mnornb3oBaHuA
KMHOHOTOAOKYMEHTOB M (POHOAOKYMEHTOB Ha MeETamnnuyeckmx AMCKax AOMOSHUTENbHO MOXET YKasblBaTbCH
KONMYeCTBO eOMHUL, XpaHEeHUs COOTBETCTBEHHO MNPOMEXYTOYHbIX MO3WTUBOB W KOHTPaTWMMNOB; MO3WTUBOB W
Aybnb-HeraTneoB; HeveTHbIX (1) n yeTHbIX (Il) rpamopurmHanos.

B uTOroBLIX 3anmncax K onucsm CTpaxoBbIX Konumn KI/IHO(*)OTOCbOHO,D,OKyMeHTOB YKa3bIBae€TCA TaKXKe WUX
o6bem B MeTpax, Kagpax, 4acax 3By4aHus.

Homep eauHuubl yyeTa cTpaxoBoro oHaa KMHOPOTO(OHOAOKYMEHTOB MEPEHOCUTCS B OMUCb U3 KHUMA
yyeTa noCTynneHun. ApPXMBHbIM LUIMPOM eauHULBl y4eTa CTpaxoBoro doHAa KMHOPOTOOHOOOKYMEHTa
SABNSIETCA Ha3BaHUe apxmBa, HOMep e4MHULBI ydeTa cTpaxoBoro ooHaa ¢ fobaBneHnem nHgekca "Co".

3.7.14.4. YyeT KON apXMBHbIX AOKYMEHTOB, CO3[aHHbIX B MPOLECCe UX UCMOMb30BaHNSA U BKIKOYEHHbIX B
hOHA NONb30BaHWs, BEAETCSA B apXuBe B OTAENbHOW KHUMEe yYeTa KONMun 3TUX JOKYMEHTOB.

Y4yeT My3eiHbIX NPeAMETOB U BUBNMoTeYHbIX (POHA0B

3.7.15. YyeT My3elnHbIX NpeaMeToB, SABMSIOLWMXCS BOXKEHNEM B AeNo, BeAeTCs B YCTaHOBIEHHOM nopsaake
(cm. n. 3.7.13).

My3el7IHbIe npeamMeTbl, He ABNALWMECA BIIOXEHUAMW B O€510, NPUHATbIE Ha XpaHeHWe B COCTaBe
adpPXMUBHOIo (bOHD,a, y4nTbiBalOTCA B COCTaBe 3TOro (*)OHD,a KaK eduHulbl XpaHeHUA. rlpl/l 3HAa4YNTEJSIbHOM
Konn4yecTBe Taknx eguHUL XpaHeHUA Ha HUX CoCTaBndaeTCd oTaesibHaaA onnucb aer, AOKYMEHTOB.
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KOMMJIEKTOBAHMU...

BkntoueHune B coctaB MysenHoro cdoHaa Poccuiickon ®egepaumm n yyeT AaHHbIX My3elHbIX NpegMeToB
OCYLLIECTBMSIOTCS B COOTBETCTBUMN C NMOPSIAKOM, YCTAHOBIEHHbIM CneuuanbHO YNONMHOMOYEHHbIM dheaepanbHbIM
opraHom ucnonHuTensHow Bnactu ans MysernHoro oHaa Poccuinckon egepaumm.

YyeT My3eliHblX NpeaMeToB, COAepXallMX AparoueHHble MeTannbl U KaMHW, BeAeTCsl B YCTaHOBEHHOM
nopsigke (cm. n. 3.7.10).

3.7.16. YueT 6ubnuotevHoro (cnpaBoYHO-MHAOPMALMOHHOIO) doHAa apxmuBa BeAETCA B COOTBETCTBUU C
NnopsiaKOM, YCT@HOBIEHHBIM CreumnarnbHO YNONTHOMOYEHHbIM dhefepanibHbiM OpraHOM MCMOSNTHUTENBbHON BMNAaCTy
Ans GubnmoTeyvHbIX OHO0B.

IV. OpraHusauusi KOMNEKTOBAHUS apXMBa JOKYMeHTaMu

apxusHoro coHga Poccuickon Pegepaumm n gpyrumm
apXUBHbLIMWN JOKYMEHTaMu

(B pasgene Ha rocygapcTBeHHble U MyHWUMMAnbHble My3en n 6ubnuoTekn pacnpocTpaHsioTesa nn. 4.3,
431,432,44.2,443,44.4,47)

4.1. CnctemaTudeckoe MNOMONHEHWE apxmBa [oKymeHTamu ApxuBHoro dgoHaa Poccuinckon depepaumm
(komMnNNekToBaHWE apxuBa) BKIOYaET:

onpeaeneHne UCTOYHUKOB KOMMIIEKTOBAHUSI apX1Ba;
onpeferneHne cocTaBa apxXuBHbIX JOKYMEHTOB, NoANexXallux NpuemMy B apxms;
npuem-nepenady apxmBHbIX JOKYMEHTOB B apXMB.

MCTOYHMKM KOMNNEKTOBAHUS apxmBa

4.2. I'ocyp,apCTBeHHble OopraHbl 1 OopraHbl MECTHOIo CamoynpaBJi€eHUA BKIHOYakOTCA B CMUCKNA NCTOYHUKOB
KOMMNEKTOBaHNA rocygapCTBeHHbIX U MyHUUMNANbHbIX apXUBOB B obsi3aTenbHOM nopsaake.

McTouHMKamMn KOMMNNEKTOBaHWSA apxuBa BbICTYNAKT Takke oOpraHusaumm u rpaxpaHe, B npouecce
OesTeNbHOCTU KOTOPbIX 0OpasytoTca AoKyMeHThl ApxmBHoro cooHaa Poccuickon ®enepauun.

Herocy/J,apCTBeHHble opraHusaumu, a Takxe rpaxXgaHe BKNO4arTCA B CMUCKMN UCTOYHUKOB KOMMIIEKTOBaHUA
apxXxuea Ha OCHOBaHMK gorosopa.

HerocygoapcTBeHHble opraHusaluu, BpeMeHHO XpaHsuime [OoKyMeHTbl ApxuBHoro doHga Poccuinckon
depepaumm, oTHocAWmMECS K pedepanbHon cobCcTBEHHOCTU, COBCTBEHHOCTM CcyObeKkToB Poccuinckon ®enepauun
UM  MyHMUMNAnbHOW COOCTBEHHOCTM, BKIMYAOTCA B CMUCKUM WMCTOYHMKOB KOMMSIEKTOBAHUA TEX apXMBOB,
NCTOYHMKAMM KOMMIEKTOBAHMS KOTOPbIX ABNANUCH UX NPEeALLIECTBEHHUNKM - TOCYAapCTBEHHbIE U MyHULMNAmMbHbIE
opraHusaumn.

4.2.1. OTHeceHue K UICTOYHMKaM KOMIMIIEKTOBAHUS apXu1Ba Npou3BOAMTCS Ha OCHOBAaHWMW KpUTEPUEB:
ANs opraH13aLui:

(bYHKUMOHANbHO-LIENEBOr0  HasHaYeHUs opraHusauun (Ons  rpynnbl  OpraHU3auWi, BbIMOSTHSAOLWMX
aHanornyHble yHKUMK, Ucnorb3yeTcs hopmMa BbIGOPOYHOro npuema);

MOMHOTBHI  OTPaXeHust MHOopPMaLMn O [OesTEeNbHOCTU OpraHu3aumMum B apxvBHbIX oHOax Apyrux
opraHusaumim;

ANS rpaxkaaH:
BKNa rpaxgaHuHa B pa3BUTHE Hayku, KynbTypbl U Apyrux obnacTein oesTenbHOCTY;

€ro porib B Ka4eCTBe y4acTHMKa, O4eEBMALA BblAAOLWMXCA COOLITUIA B XKN3HM 0bOLLECTBa;
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(pea. ot 16.02.2009)

"06 yTBepxaeHuu MpaBun opraHn3aumMmn XpaHeHus,
KOMMMEKTOBAHM...

[JokymeHT npegoctasneH KoHcynbTaHTINOC
[ata coxpaHeHus: 06.08.2018

POLOCTBEHHbIE, APYXXECKMNE, TBOPYECKME CBA3M IpaXKaaHMHa, MecTo paboTbl, 3aHMMaeMasi OMKHOCTb;
TUMUYHOCTb €ro apXUBHbIX AOKYMEHTOB 4115 9anoXu (OOKYMEHTbI "pagoBbix” rpaxkaaH);
COCTaB 1 coaepaHne coOpaHHbIX rpaXgaHNHOM apXUBHBLIX AOKYMEHTOB.

CnncKn NCTOYHUKOB KOMMIEKTOBAHNS apXxmBa

4.2.2. CrMCKM NCTOYHMKOB KOMMIIEKTOBAHMSI COCTaBNSAOTCA apXMBOM Ha OCHOBaHWM 3akoHOoAaTenbcTBa 00
apxuBHoMm gene B Poccuiickon degepauuun, Hopm nn. 4.2 n 4.2.1 HacTtoawmx lNpasun, a Takke pekoMeHaauun
creumanbHO YNoSIHOMOYEHHOrOo dedepanbHOro opraHa MCMNOMHUTENbHOW BRacTun B cdepe apxvMBHOro aena,
NOArOTOBIIEHHbIX CAMOCTOATENBHO WM COBMECTHO C ApyrMMn doefeparnbHbiMM OpraHaMm MCMOMHUTENbHOM
BMacTu, B TOM YMCIE OCYLLECTBNALWNMN Aeno3uTapHoe XpaHeHue AokyMeHToB ApxmBHoro doHaa Poccumnckon
depepauuu.

ApxuB BefeT CNNCOK OpraHn3aLmm - UICTOYHMKOB KOMMJIEKTOBAHUS NO YCTAHOBNEHHOW dhopMe.

Cnucok rpaxaaH (CO6CTBeHHMKOB nnn BnagenbueB apXmBHbIX D,OKyMeHTOB) - NICTOYHMKOB KOMIMJITEKTOBAHUA
BeaeTcAd no ﬂpVIHFITOVI B apxuBe cbopme C o6si3aTenbHbIM YKa3aHunem (bamvmmﬁ, MMEH, OTYECTB, agpecoB MecCTa
XutenbCcTtBa, opnan4eckoro 000CHOBaHNSA BO3MOXXHOCTU nepenayn nx apxXmBHbIX JOKYMEHTOB B apXuB.

B apxuee, npuMHMMawuwem Ha XpaHeHue pasfinydHblie BUObl apXMBHbIX OOKYMEHTOB, COCTaBIIAIOTCA U
BeyTCA CaMOCTOATENIbHble CMNUCKU opransau,MPl - WCTOYHUKOB KOMMIIEKTOBAHUA Hay‘-IHO-TeXHI/I‘-IeCKOIZ
ﬂ,OKyMeHTaLI,I/IeIZ, CIMNNCKKN 0p|'aHVI3aLI,I/|IZ - ICTOYHUKOB KOMMJIEKTOBAHUA ayanoBuayaribHbIMU OOKYMEHTaMU.

4.2.2.1. MNMpoeKTbl CMUCKOB MCTOYHUKOB KOMMMEKTOBAHNS doefeparbHblX rocy4apCTBEHHbIX apXMBOB Nocre
paccMOTpeHMsT MX Ha 3KcnepTHo-npoBepoydHon komuccumn (IMK) apxmBa npeacTtaBnAeTCs Ha corfacoBaHue
LleHTpanbHOW 3kcnepTHO-NpoBepoyHon komuccum (LIAMK) cneumaneHO ynonHOMOYeHHOro denepanbHOro
opraHa MCNonHWUTENBHON BNacTu B cchepe apxXMBHOTO Aena; rocy4apCTBEHHbIX apXUBOB cybbekta Poccuickom
dPepepaumm N MyHMUMNANbHBIX apxXMBOB - Ha cornacoBaHve MK ynormHOMOYEHHOro opraHa WCMOMHUTENBbHOW
BnacTtu cybwekta Poccunckon ®egepauunm B chepe apxvMBHOro gena; opraHmsauun Poccuiickon akagemum Hayk -
Ha cornacoBaHue 3K ApxmBa Poccuiickon akagemmm Hayk.

PeweHnune LMK cneunansHO yNoNHOMOYEHHOro heiepanbHOro opraHa UCMOMHUTENbHOW BNacTn B cdepe
apxuBHoro gena, 3K ynonHOMOYeHHOro opraHa UCMoNHUTENbHON BriacTu cybbekTta Poccuickon degepaunn B
cchepe apxmBHoro pgena, OlK ApxumBa Poccuicko akageMumym HayK O COrflacOBaHWWM CMUCKa WCTOYHMKOB
KOMMMEKTOBAHNSI apxvBa SBMSETCS OCHOBAHWEM [Nsi €ro YTBEPXOEHUS PYKOBOACTBOM COOTBETCTBYIOLLErO
apxuBa WnNM OpraHoM MeCTHOro camoynpasneHus (4Ns MyHUUMNanbHbIX apXuBOB), Npe3namymom Poccuinckom
akagemuu Hayk.

ApXVIB BnpaBe BEeCTN CMNCOK BO3MOXXHbIX NCTOYHUKOB KOMMJTIEKTOBAHUA.

CI'IpaBKI/I, OKCMepTHble 3aKn4yeHnAa O BKIHYEeHUn opraHmaau,Mﬁ n rpaxgaH B CIMUCKM WUCTOYHUKOB
KOMMIEKTOBaHNA apxuBa WM UCKIMKOYEHUN UX U3 YKa3aHHbIX CMNUCKOB, a TakKkKe O cbopme npnemMma apxXmBHbIX
OOKYMEHTOB Ha XpaHeHue 1 npeactaBlidTCA:

denepanbHbIMU roCyAapCTBEHHBIMM apxmuBamu - Ha paccMoTpeHune LISIMK cneumansHO yNONHOMOYEHHOMO
denepanbHOro opraHa MWCMNOMHUTENbHOW BRactu B cdepe apxvMBHOTO fena (peweHne 06 WCKIHYeHUu
opraHvM3auMn M3 Cnucka MCTOYHMKOB KOMMIEKTOBaHMA dhefepanbHOro rocyfapCTBEHHOrO apxvBa B Criyyae ee
nuksugauun npuHnmaetcs MK deaepanbHOro rocyaapCTBEHHOrO apxmBa);

rocygapcTBeHHbIMU apxmBamu cybbektoB Poccuiickon depepaumv M MyHULMNANbHbIMKM apxXxuBammn - Ha
paccmoTpeHue MK ynonHOMOYEHHOro opraHa WCMOMHUTENbHOW BnacTu cybbekta Poccunckon Pepepaumun B
cdepe apx1MBHOro aena;

opraHm3aumamm Poccuiickon akagemum Hayk - Ha paccmoTtpeHne MK ApxuBa Poccuinckon akagemunmu
Hayk.

YTOYHEHME 1N nepeyrteepxgeHme CrnmckoB UCTOYHUKOB KOMIMIIEKTOBaAHUA apxXuBOB MpOBOAUTCA NO Mepe
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KOMMJIEKTOBAHMU...

HeobxogmmocTu. OCHOBaHWEM ANs 3TOro ABMSANTCA: CO34aHue, peopraHnsaumns, TMKBugaums rocyaapcTBEHHOrO
opraHa, opraHa MecTHOro camMoyrnpaBfeHnsl, OpraHn3auun; oTkas HerocyaapCTBEHHbIX OpraHu3aumm u rpaxagaH
OT COTpygHMYeCcTBa C apxuBOM (pacTopkeHwe porosopa); pewweHue LSIMK cneumanbHO yNONHOMOYEHHOrO
denepanbHOro opraHa MCMonHUTENbHOW Bnactu B cdepe apxusHoro Aena, AMK ynonHOMOYEHHOro opraHa
ucnonHuTeneHo Bnactn cybwekta Poccuiickon ®depepaumm B cdepe apxuBHoro gerna wm OlK Apxusa
Poccuiickor akageMum Hayk o nepefaye opraHusaLmu B CMUCOK UCTOYHMKOB KOMMIIEKTOBaHUA OPYroro apxuea.
OpraHusaumsi MOXeT ObITb WUCKMOYEHa M3 ChMcKa WMCTOYHMKOB KOMMIIEKTOBaHWS apxuBa, €Ccnv B npouecce
OesaTenbHOCTM OpraHu3aumM nepectanu obpasoBbiBaTbCA  AOKYMeHTbl  ApxuBHoro doHga Poccunckon
denepaumn.

4.2.3. ApxuB BepgeT HabnwogaTenbHOe [[eNno Ha KaXObli roCygapCTBEHHBbIN OpraH, opraH MeCTHOro
caMoynpaBfeHMsl N OpraHM3aLuio - UCTOYHMK KOMIIEKTOBAHMUS apxuMBa, B KOTOPOE BKITHOYAKOTCHA LOKYMEHTbI,
XapakTepusyLLme ero NpaBoBON CTATyC N AEATENbHOCTb, a Takke paboTy apxuea 1 OpraHn3aumio JOKYMEHTOB B

genonpon3BoacTtBee. HabniopgatensHoe pgeno MoxeT ObiTb 3aBedeHO U Ha rpaxgaHnHa - WUCTOYHUK
KOMMNMEKTOBAHNA apxXxuBa, B KOTOpOE€ BKIO4YakTCA CBedeHUA O COoCTaBe W coaepXaHun ero apxmBHbIX
LOOKYMEHTOB.

B uensax yyeTa pa6OTbI C UCTOYHMKaMWN KOMMIIEKTOBAHUA apXuB BMnpaBe Cco3adaBaTb YyYETHO-CNpaBO4HblIE
KapTOTEeKn n ©a3bl AaHHbIX.

nOpF-Iﬂ,OK 9KCNepTn3bl LEHHOCTN OOKYMEHTOB

4.3. ApxvBHble OOKYMEHTbI BKIOYalTca B cocTtaB ApxuBHoro doHaa Poccunckon degepaumm Ha
OCHOBaHMK 3KCcnepTmn3bl LEHHOCTU OOKYMEHTOB (T.e. n3yvyeHna OJOKyMeHTOB Ha OCHOBeE Kputepues X LEeHHOCTU B
uenax onpegeneHna CpokoB XpaHeHUA JOKYMEHTOB N UX 0T6opa Ha NOCTOAHHOE xpaHeHme).

BkntoyeHue nokyMeHTOB B cocTaB ApxuBHoro doHaa Poccuiickon ®efepalmm ocyLecTBrAseTcs Ha OCHOBe
KOMMJIEKCHOrO MPUMEHEHUSI KPUTEPUEB MPOUCXOXOEHUS OOKYMEHTOB ((PYHKUMOHANbHO-LENEeBOE Ha3Ha4YeHune
NCTOYHMKA KOMMJIEKTOBAHUS C Y4eTOM ero ocobow ponm unm TUMNOBOrO XapakTtepa, BPeEMS M MECTO CO34aHus
OOKyMeHTa M T.n.), cogepXaHusi OOKYMEHTOB (3HAYMMOCTb WH(popMaumm, B TOM YUCNE €€ YHUKAIbHOCTb,
TUNNYHOCTb UM MOBTOPSIEMOCTb, BWA, AOKYMEHTa, €ro MOAMMHHOCTL), BHELUHWX OCOOEHHOCTEN LOKYMEHTOB
(dbopma bukcMpoBaHUs U Nepegayvm cogepkaHusl, yaoCToBePEHNs: U 0POPMITEHNSI JOKYMEHTA).

Mpu BKMOYEHMN OOKYMEHTOB B cocTaB ApxmBHoro ¢goHga Poccuiickon degepaummn mcnonb3yeTcs Takke
dhopma NoBMOOBOrO UMK rPYNMNOBOro BbIBOPOYHOro Npuema AOKYMEHTOB.

4.3.1. PelleHne Hay4yHO-METOOMYECKNX BOMPOCOB, CBSA3AHHbLIX C 3KCMEPTU30N LIEHHOCTM OOKYMEHTOB U
BKITIOYEHNEM UX B cocTaB ApxuBHoro poHaa Poccuiickon depepaumm, a Takke ¢ onpenerieHnemM B ero coctaBe
0C0O00 LEHHbIX OOKYMEHTOB, B TOM YMCNE YHUKamnbHbIX OOKYMEHTOB, ocyulectBnsietca LISMK cneumanbHO
YMOSTHOMOYEHHOrO hefeparnbHOro opraHa UCMONHUTENBLHOM BNAacTu B cdpepe apxmMBHOro Agena.

OKcnepTr3a LeHHOCTM AOKYMEHTOB OCYLLECTBIISETCS YNOTHOMOYEHHBIM OPraHOM MUCMOSTHUTENBHON BNacTu
cybbekta Poccunckon Pepepaumm B cepe apXMBHOMO Aena, apXvMBOM COBMECTHO C COOCTBEHHMKOM WK
BnagenbuemM apxXmBHbIX OOKYMEHTOB B COOTBETCTBUU C KpUTepuAamUn, YCTaHOBJIEHHbIMU B 1. 4.3 HacCToALMNX
Mpasun.

KoHcynbTaHTlIntoc: npumedaHume.
[Mpukazom MuHkynbTypbl P® yTBepxaeH [lepeyeHb TUMOBLIX apXMBHbIX AOKYMEHTOB, OBpasyloLimxcs B
Hay4YHO-TEXHNYECKOM N MPOU3BOACTBEHHOM AEATENBHOCTM OPraHn3aLmin, C yKasaHNEM CPOKOB XpPaHEHUS.

Mpu npoBeAeHNn 3KCNEPTU3bl LEHHOCTN JOKYMEHTOB U OnpeferieHun CPOKOB XpaHeHUs [OKYMEHTOB apXuB
pyKOBOACTBYETCA MNEpPeYHAMU TUMOBbIX apXMBHbIX AOKYMEHTOB C YyKasaHMeM CPOKOB XpaHEeHUs; nepedyHaAMu
OOKYMEHTOB, 0b6pasytoLmxcsl B npoLecce AeaTenbHOCTU dheaeparnbHbiX OPraHoOB roCyAapCTBEHHOW BACTU, NHbIX
rocyaapcTBeHHbIX opraHoB Poccuiickonn defepaumu, a Takke B npouecce AeATenbHOCTU NOABEAOMCTBEHHbIX
UM OpraHmMsauum, C yKa3aHMeM CPOKOB XpaHeHus (OTpacrneBble MNepedvHM); a Takke CpPpoKaMn XpaHeHWus
OTAENbHbIX BWOOB apXUBHbIX AOKYMEHTOB, B TOM 4UCMe HE BOLWEAWMX B YKasaHHble MepeyHu, KOoTopble
yCTaHaBNMBalTCA 3akoHogaTenbcTBoMm Poccuiickon ®epepaumu.
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KOMMJIEKTOBAHMU...

PelweHus o BkmnoveHun B coctaB ApxmBHOro ¢oHga Poccunckon Pepepaunm KOHKPETHBIX OOKYMEHTOB
npuHumatotces OlNK deaepanbHbIX rocyaapcTBeHHbIX apxmBoB, OMNK ynonHOMOYEHHbIX OpraHoB NCMONTHUTENbHOM
Bnactn cybbektoB Poccuiickon depepaumm B cdepe apxMBHOro gerna, 9KcnepTHbIMU POHA0BO-3aKyNOYHbIMM
KOMUCCUSIMM FOCYAAPCTBEHHbIX WM MYHMUMNANbHbLIX MYy3€eB, 9KCNEPTHbIMU KOMUCCUSIMU FOCYAapCTBEHHbIX M
MyHuumMnanbHbix 6mnbnuotek, JMNK ApxvmBa Poccuiickori AkageMunm Hayk Mpu yTBEpXOEeHUMU onucen gen,
JOKYMEHTOB NOCTOSIHHOIO CpoKa XpaHeHWs.

MonHoMoOuMa W nopsaoK AedATenbHOCTU  YykadaHHbix JMK  onpegensioTcs NOMOXEHUAMU O  HUX,
pa3pabaTbiBaeMbIM/U Ha OCHOBE COOTBETCTBYIOLLMX MPUMEPHbLIX MONOXEHUA, YTBEPXKAAeMbIX CchneumnanbHO
YMOSTHOMOYEHHbIM (hefiepanbHbIM OpraHoM UCMONHUTENBHOWM BracTu B chepe apXUBHOTO Aerna.

ApXxuB paccMaTpuBaeT 1 rotoBuT K yTBepxaeHuto AMNK ynonHOMOYEHHOro opraHa UCNOSTHUTENBHOM BNacTu
cybbekta Poccuiickon ®epepaumm B cdepe apxMBHOMO Aena onucu gern, OOKYMEHTOB (MnM MX rOA4OBble
pasgernbl) NOCTOSIHHOIO Cpoka XpaHeHusl, 06pa3oBaBLUNXCA B OEATENbHOCTU €0 UCTOYHMKOB KOMMIIEKTOBAHWSI.
depnepanbHble rocyaapCcTBeHHbIE apxmBbl, ApxuB Poccuinckon AkageMuu Hayk yTBEpXAalT YKa3aHHble onmucu
CaMOCTOATENbHO.

ApxuB rotoBuT Kk cornacoBaHuio MK ynomHOMOYEHHOro opraHa MWCMONMHUTENbHOM BRacTu cybbekTa
Poccuickon ®egepauumn B cdhepe apxXMBHOrO Aena Urmn cornacoBbiBaeT B COOTBETCTBUU C NPeAoCTaBAEHHbIMM
eMy MOSIHOMOYUSIMA ONUCKU Aen Mo JIMYHOMY COCTaBy (UNUM WUX TOAOBbIE pasfenbl), akTbl O HEUCNPaBUMBbIX
noBpexaeHusax gokymeHtoB (mpunoxeHne N 1). ®degepanbHble rocygapcTBEHHbIE apxuBbl, ApxuB Poccuinckon
Akagemum HayK MpOBOAAT COrfacoBaHMe NepeYvnCrieHHbIX JOKYMEHTOB CaMOCTOATENbHO.

BkntoyeHMe [OOKYMEHTOB, HaxOOsWMXCA B YacTHOW COOCTBEHHOCTW, B COCTaB ApXMBHOro doHaa
Poccuiickonn defepalmm ocyLLecTBRSeTCs Ha OCHOBaHUM 3KCNEpPTU3bl LEHHOCTU AOKYMEHTOB U odopmnaeTcs
JOroBOpOM Mexay COOCTBEHHMKOM MIM BriagesibLeM apXMBHbIX OJOKYMEHTOB U apxvmBoM. B gaHHom goroBope
yKasblBalOTCs 0083aHHOCTM COOCTBEHHMKA WNW Bragesbla apXMBHbLIX AOKYMEHTOB MO XPaHEHMWHO, YYeTy W
NCNonb30BaHU0 JOKYMEHTOB ApxmBHOro cpoHaga Poccuinckon depepaumm.

4.3.2. OKkcnepTur3a LeHHOCTN JOKYMEHTOB B apXuBe NpoBOAUTCS:

no UCTEYEeHUN CPOKOB BPEMEHHOIo XpaHeHUA apxXMBHbIX OOKYMEHTOB, B TOM 4uUClie [OOKYMEHTOB Mo
JINHHOMY COCTaBy, NMOCTYNMUBLLNX B apXuB OT JIMKBMOANPOBAHHbLIX roCyAapCTBEHHbIX OpraHoB, OpraHoB MeCTHOro
camoynpaBiieHunAa n opransau,MVl;

Npu NOCTYNNEeHNN B apXmnB B UCKIMOYNUTENbHbLIX CIly4adaX AOKYMEHTOB B HEYNOopAA4O4YEHHOM COCTOAHUN,
B Clnyyae 6e3BOSBpaTHOFO BbIBO3a apXMBHbIX JOKYMEHTOB 3a py6e>|<.

Mo pesynbTatam 3KCNepTW3bl LLEHHOCTU AOKYMEHTOB, CPOKM BPEMEHHOrO XpaHEHWs KOTOPbIX WCTEKNU, B
TOM YnMcne JOKYMEHTOB MO MMYHOMY COCTaBY, apXMB COCTaBMSET akT O BblAENEHUN K YHUYTOXEHUIO AOKYMEHTOB,
He noanexawmx xpaHeHuto (npunoxenve N 11), 1 B yCTaHOBNEHHOM MOPSAKE BHOCUT U3MEHEHUS B YYeTHble
OOKYMEHTbI apXuBa.

B pesynbTate akcnepTu3sbl LLEHHOCTM AOKYMEHTOB, MOCTYNMBLUMX B apXMB B HEYMOPAAOYEHHOM COCTOSIHUM,
apXxvMB COCTaBMsSeT ONUCK Aen, AOKYMEHTOB MOCTOSIHHOIO XpaHeHWsi, onucu gen BpemeHHoro (cabiwe 10 neT)
CpoKa XpaHeHus, onuMcu den no JNIMYHOMY COCTaBy WM aKT O BblAENEHUM K YHUYTOXEHUIO AOKYMEHTOB, He
noanexawumx xpaHenuio (npunoxexve N 11).

Moanexalime YHUYTOXEHVIO apXMBHble [AOKYMEHTbl MepeaalTcss Ha nepepaboTky (yTunmsauuio) u
CHMMalOTCS C ydeTa B yCTaHOBNEHHOM nopsigke. Caada gen odopMrisieTcsl NpMeMOo-CAATOMHON HaknagHon, B
KOTOpPOW yKa3blBalOTCA AaTta nepefayn, KONMYecTBO caaBaeMblX Ae U Bec ByMaxxHO MakynaTypbl.

Mopsigok Npyema apXMBHBIX LOKYMEHTOB
4.4. OT NCTOYHUKOB KOMMJIEKTOBAHUS apxmBa LOKyMeHTbl ApxuBHoro gonHga Poccuiickon depepaumm

NPUHUMAIOTCA FOCYAapPCTBEHHBIM U MyHMUMMANbHBIM apXuBamu, opraHusaumen Poccuinckon akageMmmm Hayk no
NCTEYEHMM CPOKOB MX BPEMEHHOMO XpaHEHWs1, YCTAHOBIEHHbIX 3akoHoA4aTeNnb,CTBOM Poccuiickon ®epepauun.
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KOMMJIEKTOBAHMU...

B uMCKNoYNTENBHBIX CRyYasX CPOKM BPEMEHHOro XpaHeHust AOKyMeHTOB ApxuBHoro doHga Poccumnckon
depepaumm Moryt 6bITb NpoasieHbl MO MPOCbOe MCTOYHWKOB KOMMMEKTOBAHWUS apxmBa Mpu HeobGXOAMMOCTH
NPaKTUYECKOro MCMOSMb30BaHUS apXMBHbIX OOKYMEHTOB WM OTCYTCTBMS Y apXvMBa BO3MOXHOCTU ANs npuema
yKa3aHHbIX JOKYMEHTOB B CPOKW, YCTaHOBMEHHble 3akoHoaatenbcTBoM Poccuiickon ®epepauun. NpoaneHue
yKa3aHHbIX CPOKOB OCYLLECTBRsSeTCca: AN MCTOYHMKOB KOMMMEKTOBaHMSA defeparnbHbiX apXUBOB - peLleHneMm
OlNK denepanbHbiXx apxuBOB; AN WMCTOYHMKOB KOMMIIEKTOBAHWS [OPYrMX apxuBoB - pelleHnem OlK
YMNOSTHOMOYEHHbBIX OPraHOB WCMOITHUTENbHOM Briactu cybbekTtoB Poccuiickon Pepepauumn B cdepe apXmBHOTO
Aena; Ans UCTOMHMKOB KOMMMeKToBaHMsa Apxmnsa Poccuickon akagemun Hayk - peweHnem OMK atoro apxumea.

Cpokn  BpeMeHHOro XxpaHeHus OokymeHToB ApxuBHoro ¢oHga Poccuiickon ®epepauum B
HErocyapCTBEHHbIX OpraHu3auusx OMNpedensaTcs B [OOroBope MexXay apxvMBOM W COOGCTBEHHWKOM WM
BNagernbLeM yKasaHHbIX JOKYMEHTOB.

4.4.1. MNpuem gokymeHToB ApxuBHoro doHaa Poccuiickon depepaumm OT MCTOYHUKOB KOMMIEKTOBAHMS
OCYLLECTBMAETCHA roCyAapCTBEHHBIM U MyHULMNANbHLIM apXuBaMu, opraHu3aumen PoccMinckoni akagemMmm Hayk B
COOTBETCTBMM C MNMaHOM-Tpadkom, KOTOPLIA YTBEpPXKOAeTCs PYKOBOACTBOM apxvBa MO COMAacoBaHUIO C
NCTOYHMKaAMM KOMMNIIEKTOBaHNA. BHennaHoBbIM Nnpuem oKyMeHToB ApxnBHOro gpoHaa Poccunckon ®epepauun, a
TakKe apXMBHbIX OOKYMEHTOB, CPOKUM BPEMEHHOIO XPaHEHUSsI KOTOPbIX HE MCTEKNU, OCYLLECTBNSETCA B Criyyae
NMKBUOALUUN UCTOYHMKA KOMMIEKTOBAHWSA UMK B CriyYae yrpo3bl COXPAHHOCTU apXMBHbIX JOKYMEHTOB.

Mo npocbbe WMCTOYHMKOB KOMMIEKTOBAHUS M MPU HanuMumyM CBOOOAHBIX MioLWafen rocygapCTBEHHBIN U
MYHUUMNANbHbLIN apXMBbl, opraHn3aums POCCMICKON akageMun HayK MOXeT OCYLLEeCTBNATb AOCPOYHbLIA MpUeEM
AokymeHToB ApxmBHoro coHga Poccuiickon ®efepaumm, a Takke BpEMEHHOE XpaHeHUe apXUBHbIX JOKYMEHTOB
Ha ocHoBe fgorosopa. [lpMem apxvBHbIX OOKYMEHTOB Ha BpPEMEHHOEe XpaHeHue OOpPMMSETCH TakkKe aKToM
npvema-nepeaayv AOKyMeHTOB Ha XpaHeHue (npunoxeHne N 9) n nponssoamnTcs No c4aTo4HON onucu.

ApXVBHbIe OOKYMEHTbl MPWHUMAIOTCA B TOCYAAPCTBEHHbIN M MyHUUMMANbHbLIA apXuBbl, OpraHuM3aumto
Poccuiickoit akagemmm Hayk B yropsigo4eHHOM COCTOSIHUM C COOTBETCTBYHOLLUM Hay4YHO-CMpaBOYHbLIM annapaTom
N CTPaxoBbIMM KOMUAMM Ha 0COBO LieHHble OOKYMEHTbI M YHUKamnbHble OOKYMeHThl. Bce paboThbl, CBA3aHHbIE C
0oTGOPOM, MOArOTOBKOM M Mepedadeit apxMBHbIX JOKYMEHTOB Ha MOCTOSIHHOE XpaHeHue, B TOM 4Jucre C KX
yNnopsiA4oYeHNEM U  TPAHCTOPTUMPOBKOMW, BLIMOSHSATCA 3a CYeT CPEeACTB WUCTOYMHMKOB KOMIMIEKTOBaHUS,
nepenaroLLmnxX ykasaHHbIe JOKYMEHTbI.

Mpy npreme apxmBHbIX JOKYMEHTOB MPOBOAATCHA NPOBepKa UX (pM3nyeckoro, caHUTapHO-rMrMeHNYEeCcKoro,
TEXHMYECKOrO COCTOSHUS, @ TakkKe NpoBepKa CTPaxoBbIX KOMUA Ha 0COBO LEeHHble AOKYMEHTbl U YHUKanbHbIE
[OKYMEHTbI 1 NPOBEPKa KOMMMEKTHOCTU YYETHBLIX JOKYMEHTOB.

HokymeHTbl ApxuBHoro oHaa Poccuiickon ®egepaumm npuvHUMAaOTCS B FOCY4APCTBEHHbIN U
MyHUUMNAnbHbLIA apxue, opraHusdaumio Poccuiickon akagemum Hayk no yrteepxaeHHbim JlK onucam gen,
OOKYMEHTOB; JOKYMEHTbI MO JIMYHOMY COCTaBy - Mo cornacoaHHbiM JMNK onvcsam gen, AOKYMEHTOB; apXUBHbIE
OOKYMEHTbI C HEUCTEKLLIMMMW CPOKaMN BPEMEHHOIO XPaHeHUst - No cOaTOYHbIM OMUCSIM.

Mprem gen npousBoAUTCS NOeAMHUYHO; 0COB0 LieHHbIe Aena NMPUHMMAOTCSt C UX NMOMUCTHOW MPOBEPKOWA.
Ha Bcex ak3emnnspax onucu gen, AOKYMEHTOB AeNnarTcsl OTMETKM O NpUeEMe apXUBHbIX JOKYMEHTOB B apXuB.
Mpy OTCYTCTBUM eQuHULL XPaHEHUs!, yKa3aHHbIX B OMNWCU Aen, LOKYMEHTOB, B Hel AenaeTcsi HOBasi UTOroBas
3annuce. Homepa oOTCyTCTBYWOLIMX €OWHWUL XpaHEeHUS W MNPUYMHBLI  OTCYTCTBMSI OrOBapuBalOTCA B  aKTe
npuema-nepenadn LOKYMEHTOB Ha XpaHeHMe W B MpunaraeMoit K akTy crpaBKke. VICTOYHMK KOMMIEeKTOBaHUS
NMPUHUMAaET Mepbl MO PO3bICKY HE MOCTYMUBLLMX HA XpaHEHUE apXMBHbIX JOKYMEHTOB. YTpayeHHble NMOASIMHHbIE
APXMBHbIE JOKYMEHTbI MOTYT ObITb 3aMeHEeHbI MX KOMUSIMU.

Mprem apxMBHbIX OOKYMEHTOB OQOPMIISIETCA aKTOM MNpueMa-repeaayys OOKYMEHTOB Ha XpaHeHue (
npunoxeHne N 9), cocTaBnsiemMbiM B AByX 3k3emnnspax. OQuH 3K3eMnnsp ocTaeTcs B apxuBe, APYron - B
WCTOYHMKE KOMMIIEKTOBaHUS. BMecTe ¢ apXMBHbIMM JOKYMEHTaMM B apXvB MNepeaaloTcs TpU 3K3eMnnsipa onuncu
Aen, JOKYMEHTOB.

Mpv nepBoM MpuemMe apxXMBHbIX [OOKYMEHTOB OT WCTOYHMKA KOMIMIEKTOBAHUS MPUHMMAaETCA Takke
ncTopuyeckasl crnpaBka O HEM W ero (poHOe, KoTopasi 3aTeM [OMOJSIHAETCS CBedeHUAMU 00 U3MEHEHUsIX B
Ha3BaHuK, PYHKUMSIX, CTPYKTYPE UCTOYHMKA KOMMIIEeKToBaHus (hoHaoobpasoeatens).
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"06 yTBepxaeHuu MpaBun opraHn3aumMmn XpaHeHus,
KOMMMEKTOBAHM...

[JokymeHT npegoctasneH KoHcynbTaHTINOC
[ata coxpaHeHus: 06.08.2018

MpyeM apxmMBHbLIX [OOKYMEHTOB Ha BpPEMEHHOe XpaHeHwe OoMOopMNAeTcs akTom npuema-nepenadu
OOKYMEHTOB Ha xpaHeHue (npunoxenune N 9) n npon3BoanTCA MO CAATOYHOM OMUCH.

4.4.2. [lokyMeHTbI OT rpaxkjaH NocTynatT B apXMB U BKMOYaOTCA B cocTaB ApxXMBHOro goHaa Poccuiickon
depepaummn No 4OroBopy AApPEHUs, NO 3aBeLLaHuIo, MO 4OroBOPY Kynnv-Npogaxwu, No peLleHunio cyaa.

[Mpuem ykasaHHbIX JOKYMEHTOB B apXuB OCYLLECTBNSETCS Ha ocHoBaHwuu pelleHus JMK degepanbHoro
rocygapcrteeHHoro apxmea; QMK ynonHOMOYEHHOro opraHa WCMONHUTENbHOW BriacTh cybbekta Poccuinckon
depepaummn B cdepe apxXMBHOrO Aerna; 3KCMepTHOM (pOHOO0BO-3aKyMOYHOM KOMUCCUM TFOCYLAPCTBEHHOrO Wnu
MYHULMMNANBHOTO My3€ed; 3KCMEPTHOW KOMWCCUWM TFOCYyAapCTBEHHOM WNM MyHuumnanbHon Oubnuotekn; OMK
ApxmBa Poccuinckon akagemMum Hayk no pesynbTaTtaMm pPacCMOTPEHUst CAATOYHOM WM OLEHOYHOW onmcu W
3aKkMoYeHns aKkcnepta M opopMnsaeTcsl akToM MpuMeMa Ha XpaHeHWe OOKYMEHTOB JIMYHOro npoucxoxaeHus (
npunoxeHune N 10).

[Mpu oTpyUaTeNbHOM peLlleHnn BOMpoca O MpuMemMe UM NpuodpeTeHMn apXuMBOM YKa3aHHbIX apXMBHbIX
OOKYMEHTOB, a TakKe BO3BpaTe MO pes3ynbTaram 3KCMepTu3bl LEHHOCTM MX YacTu U3 yncna HaxoOUBLUMXCS B
apxvMBe COCTaBISIeTCA aKT BO3BpaTa AOKYMEHTOB B ABYX ak3emnnspax. OavH 3K3eMnnap akta ocTaeTcs B
apxvBe, Opyron BMecTe C JOKyMeHTamMu (MX 4acCTbio) BO3BpaLLaeTcs COOCTBEHHUKY N BnagenbLyy.

4.4.3. AyguvoBuayanbHble [OOKYMEHTbl MPUHUMAIOTCA Ha XpaHeHWe B criedylolleM  KOMMMeKTe:
KMHOOOKYMEHTbI (pUrnbMbl, CNEUBbINYCKW) - HEraTUB M300paXeHusl, HeraTMe (POHOrPaMMbl, MarHUTHbIA OPUTMHA
hoHOrpamMmbl, MO3WTUBHAS KOMWS, MarHWTHas OHorpaMma LYMOB M My3blKM, MPOMEXYTOYHbIA MO3UTUB
n306paxeHunsi, yCTaHOBOYHbIE POMUKM M nacrnopTa Ans LBETHbIX KMHOOOKYMEHTOB (B MCKMIOUUTESBbHBIX Cryvasix
NPUHUMAETCS HEMOMHLIN KOMMIEKT); POTOAOKYMEHTbI - HEraTuB, KOHTPOIbHbIA (POTOOTNEYATOK; (POHOAOKYMEHTHI
U BWOEOOOKYMEHTbl - OpurMHan u konus. OOQHOBpPEMEeHHO MpUHMMAaETCA TeKCToBas ConpoBoAUTENbHAS
AOKYMEHTaUMs:: AN KMHOOOKYMEHTOB - MOHTAaXHble NUCTbl, aHHOTaUMK, paspelunTerbHble YOOCTOBEPEHUs K
3aKOHYEHHbIM MPOM3BEAEHMSIM, aKTbl TEXHUYECKOTO COCTOSIHWS, 3anuch LIBETOBbIX M CBETOBbLIX MacMnoOpTOB; ANs
OTOOOKYMEHTOB - aHHOTauusi; Ans  (OOHOAOKYMEHTOB - COMPOBOAMTENbHasi — AOKyMeHTauus; Ans
BMOEOO0KYMEHTOB - aKTbl TEXHUYECKOrO COCTOSIHUS.

SJ'IeKTpOHHbIe OOKYMEHTbl MNPUHUMAaKTCA Ha XpaHeHWe B CONpoBOXAEHUM nNporpaMMHbiX CpencTts,
Nno3BoNALWKMX UX BOCNpoOn3BeCTn, 1 c HeobXoOUMbIM KOMMIIEKTOM COI'IpOBOﬂ,VITGJ'IbHOVI OOKyMeHTauunn.

4.4.4, [JokyMeHTbl, CO3OaHHble apxXvMBOM B pe3ynbTaTe WHUUMATMBHOIMO [OKYMEHTUPOBAHUSA COOLITUN
COBPEMEHHOCTM MINMU MpOLWNOro (aHkeTbl, doTorpadun, 3anvcuM BOCMOMUHaHWMN, Geced, WHTEpPBbIO U T.4.),
BKMovatoTca B coctaB ApxuBHoro ¢oHga Poccuinckon degepaumm M BHOCATCA B ONWUCb Aen, OOKYMEHTOB,
koTtopasi ytBepxpaetca OJlK denepanbHoro rocygapcTtBeHHoro apxua, JIMK ynonHOMOYeHHOro opraHa
ucnonHuTenbHOW Brnactn cybbekta Poccuiickon ®depepaumm B cdepe apxvMBHOrO pfena, 9KCNepTHOM
hOHAOBO-3aKyNOYHON KOMMWUCCUEN TOCYAapCTBEHHOrO WMAM MYHUUMNANbHOIO My3esi; 3KCMEePTHOW KoMmccuewn
rocygapCTBEHHOM MNM  MyHuumnanbHon ©Oubnuotekn, JMK ApxuBa Poccuiicko akagemun Hayk. [Mpuem
yKa3aHHbIX JOKYMEHTOB 0(POPMIIAETCS aKTOM NpuemMa-nepeaaym A0KyMEHTOB Ha NMOCTOSIHHOE XpaHEHUE.

4.45. Tlpuem CeKpeTHbIX [OKYMEHTOB OT WCTOYHUMKOB KOMMMEKTOBAHUA roCyapCTBEHHOMO U
MYHULMMNAnNLHOrO apxvMBOB, OpraHmsaumn Poccuickon akagemum Hayk OCYLeCTBNSAeTCS B COOTBETCTBUMM C
3akoHogaTenbcTBOM Poccuickon defepaumm o rocygapCTBEHHON TavHe Mo akTy U OTAEeNbHbIM onucam gen,
OOKYMEHTOB.

MprieM apXMBHbIX JOKYMEHTOB OT JIMKBUAVPOBAHHBLIX OpraHM3aLuii

4.5. MNprvem pokymeHToB ApxuBHOro coHga Poccuiickon ®efepaunmn n Opyrux apxmBHbIX AOKYMEHTOB,
CPOK/M BPEMEHHOIO XPaHEHUS KOTOPbIX HE UCTEKNU, OT NUKBUAMPOBAHHBLIX rOCYAapCTBEHHbIX OpraHoB, OpPraHoB
MECTHOrO CamOyrnpaBfieHusl, rOCYAapCTBEHHbIX W  MyHWUMNAnbHbIX OpraHuW3auMin OCyLlecTBnseTca B
COOTBETCTBMU C AENCTBYIOLLMM 3aKOHOAATENBLCTBOM U B MOpsSAKe, yCTaHOBNEHHOM HacTosAwmmun [MNpasunamum (cm.
n. 4.4.1).

Mpy NWKBMOAUMM HEerocydapCTBEHHbIX OpraHu3auuii obpasoBaBLUMECA B MpoLecce WX OeATeNlbHOCTM
[OKyMeHTbl ApxuBHoro doHga Poccuiickolt degepaunm, OOKYMEHTHI MO NIMYHOMY COCTaBy, a TakkKe apXMBHbIe
JOKYMEHTbI, CPOKM BPEMEHHOr0 XpaHeHWsI KOTOpbIX HEe WCTEKNM, MOCTyrnalT B apXMB B COOTBETCTBUM C
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KOMMJIEKTOBAHMU...

3akoHodaTenbcTBoM Poccuiickon degepaumm M Ha OCHOBaHUM OOroBopa MeXxay JNMKBUMOALMOHHOW KOMUCCUEN
(nvkBMaaTOpOM) M apxmBoMm. [py 3TOM NMKBMAALMOHHAA KOMUCCUS (MMKBMAATOP) OpraHM3yeT ux ynopsigoyeHve
B YCTaQHOBJTIEHHOM MNMOpAOKe.

ApXUBHble [OOKYMEHTbl C HEUCTEKWMUMW CpOKaMu BPEMEHHOrO XpaHeHWs, MPWHATbIe apxMBOM OT
NMKBUOVMPOBAHHOW OpraHn3aunm, Bbl4ensoTCA K YHUYTOXEHNIO NO UCTEYEHMN YCTAHOBIIEHHBIX CPOKOB XpaHeHUs.
ApXVBHbIE JOKYMEHTbI, UMEILLNE B COOTBETCTBUN C TUMOBLIMU UMM OTPACEBbIMU MEPEYHAMU CPOK XPaHEHUS C
nometkon "OMNK", BbIAENSAOTCA K YHUYTOXEHUIO TONBKO MOCMe NpoBeAeHNs SKCNepTu3bl UX LIEHHOCTU U oTbopa
Ha NOCTOSIHHOE XpaHeHue.

I'Iepep,aqa APXUBHbIX OKYMEHTOB 13 apXnBa B apXuB

4.6. lMNMepepaya apxMBHbIX OOKYMEHTOB, Haxogawmxcs B dhegepanbHOM COOCTBEHHOCTU, COBCTBEHHOCTM
cybbekta Poccuiickon ®Pepepaumm wvnv MyHUUMNanbHOMW COBCTBEHHOCTW, M3 OAHOIMO apxuBa B OpPYrow
OCYLLEeCTBMSIETCA B COOTBETCTBMM C 3akoHogaTenbcTBOM Poccunckon depepaumu, 3akoHO4ATENbCTBOM
cybwekta Poccuinckon ®epepaummn, MyHUUMNANbHLIMU NpaBoBbIMM akTamu. [Mpu nepegave cocTaBnsieTca akT
npvema-nepegayn [OOKYMEHTOB Ha XxpaHeHue (mpunoxenve N 9) B AByx 3K3emnnsdpax, OAHOBPEMEHHO
nepefaroTca TpU IK3eMnnsapa onnucen aesn, 4OKYMEHTOB, Aeno hoHaa v nNUCT hoHaa.

KomnnekToBaHue apxXMBHbIMW OKYMEHTaMMN n3-3a pybexa

4.7. ApXvB MOXET KOMMMEKTOBaTbCA apXMBHbIMU [OOKYMEHTAMW POCCUICKOrO  MPOMCXOXOEHUS,
HaxoOAWMMUCA MO pasnuMuHbIM MNpuuMHaMm 3a npepenamu  Poccuiickont denepauuu, WUNU  apXUBHLIMA
JOKyMeHTaMu 3apyGeXXHOro NPOUCXOXAEeHUS, UMeLMK 3HaveHrne ans Poccun.

MprvemM nomny4yeHHbIX n3-3a pybexa apxXuMBHbIX JOKYMEHTOB B apXMB OCYLLECTBMSETCS B COOTBETCTBMU C
[OroBopoM Mexgy COOCTBEHHWKOM WM BnagesnbLeM yKkaszaHHbIX JOKYMEHTOB M apXvMBOM O Npojaxe, AapeHuu
MOASIMHHBIX JOKYMEHTOB MMM UX KONWA, 0BMeHe KOMMAMM AOKYyMEHTOB. 3akrioyeHne JoroBopa OCyLecTBnAeTCs
C y4YeTOM 3aKOHOAaTenbCTBa COOTBETCTBYIOLIEN CTpaHbl. B gorosBope MoryT oroBapuatbCs ocobble yCrnoBus
MCMoMb30BaHWA MepefaBaeMblX apXMBHbIX OOKYMeHTOB. [lpuem odopmndeTca akTtom npuema-nepegaym
OOKYMEHTOB Ha xpaHeHue (npunoxexue N 9).

ApXVBHbIE [OOKYMEHTbI, MOCTYNMBLUME WK3-3a pybexa B BMAE MNOAMMHHWKOB WM KOMUA Ha npaBax
NOAMNVHHWUKOB, NMPUHATbIE HA MOCTOSHHOE XPaHEHME B apXMB, HE3AaBUCUMMO OT UX MPOUCXOXAEHMWS BKIOYaKTCS B
coctaB ApxmBHoro coHga Poccuickon degepaumm 1 nognexar rocyaapCTBEHHOMY Y4ETY.

Bsaumopeinicteue apxumBa C NCTOYHUKaMMN KOMMNJ1EKTOBaHUA

4.8. ApXxMB COBMECTHO C MCTOYHMKAMW KOMMIEKTOBaHWA apxuBa paccMaTpuBaeT W TFOTOBUT K
COrMTacoBaHNI0O COOTBETCTBYHOLUM YMONTHOMOYEHHBIM OPraHOM WCMOSHUTENbBHOW Bnactu B cdepe apXMBHOTO
Jena WNu CcornacoBbiBaeT B COOTBETCTBUM C MNPEOOCTaBMEHHLIMU €My MOMHOMOUYUAMU MHCTPYKLUM MO
[enonponsBoacTBy, NPUMEpPHbIE U MHAMBUAYaNbHbIE HOMEHKNATYPbI Aen, NOMNoXeHUs 06 apxmBax 1 3KCNepPTHbIX
KOMUCCUSIX UICTOYHMKOB KOMMIEKTOBaHMSA apXvBa.

ApxuB yyacTtByeT B pabote LIOK (3K) nCTOYHMKOB KOMMNIEKTOBAHUA apXmBa.

ApXuB NpUHMMaET yyYacTue B MpoBepKax COONoAeHNst NpaBui OpraHu3aLun XpaHeHusl, KOMMIEeKTOBaHuWS,
yyeTa M MCNONb30BaHUSI aPXUBHbIX [OOKYMEHTOB B WCTOYHMKAX KOMIMIIEKTOBAHUSA apxuBa, OpraHuM3yemblx
crneumanbHO YMNOMHOMOYEHHbIM (hefeparnbHbiM OpraHoM WCMONHUTENbHOW BriacTy B cdepe apxXuBHOMO Aena,
opraHamu rocygapcTBeHHOW BnacTu cybbektoB Poccunckon degepaumm, B TOM 4uciie YNOSIHOMOYEHHBIMU
opraHamu ncnonHuTenbHon BnacTu cybbektoB Poccuiickon deaepaumm B chepe apxmBHOro gena.

4.9. ApxvB B npegenax npenocTaBrieHHbIX emy MOSIHOMOYMIA B Lensx hopMUpoBaHUs U oGecnedyeHus
COXPaHHOCTU OOKYMeHTOB ApxmBHOro choHaa Poccuiickoii Penepaunm, HaxoOswWmMXcs Ha BpEMEHHOM XpaHeHuu,
OCYLLECTBNSAET B3aMMOAEWNCTBME C [ENONPOU3BOACTBEHHBIMW, APXMBHBIMW W 3KCMEPTHbIMK  Criy>kbamu
NCTOYHMKOB €ro KOMMMeKToBaHus.

B aTtux uensax dpXMB OKa3blBaeT YyKa3aHHbIM Cﬂy)KGBM MeTOANYECKY0 U NPaKTU4eCKyo NOMOLLb, B TOM
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"06 yTBepxaeHuu MpaBun opraHn3aumMmn XpaHeHus,
KOMMMEKTOBAHM...

[JokymeHT npegoctasneH KoHcynbTaHTINOC
[ata coxpaHeHus: 06.08.2018

yucre Ha JOroBOPHOM OCHOBE:
B OpraHm3auun JOKYMEHTOB B AeNONpoOn3BOACTBE U (hOpMUPOBaHUN aen;

no oTbopy AOKYMEHTOB B cocTaB ApxMBHOro poHaa Poccuiickon degepaumm n nogrotoBke X K nepegade
Ha MOCTOSIHHOE XPaHEHWUE;

no ynopAaao4eHuto JOKYMEHTOB Mo JINYHOMY COCTaBy;

no BeAeHWIo ydeTa AOKYMEHTOB ApxmnBHoro dooHaa Poccuiickon ®enepaumm, Haxogawmxcs Ha BpEMEHHOM
XpaHeHuu;

no noaroTtoBke HOPMaTUBHbLIX U METOONYECKMX OOKYMEHTOB (I'IOCO6VII7I) Nno BoOMpocam genonpon3soactsea u
apXnBHOIo aena,

no coBepLUeHCTBOBAHUIO pa6OTbI Oenonpon3BoaCTBEHHbLIX, apXUBHbLIX U 3KCNEePTHbIX CJ'Iy)K6 NCTOYHUKOB
KOMMNJ1IEKTOBAHUA;

B NOBbILLEHNM NpoheccuoHanbHOM KBanmgmkauum paboTHUKOB yka3aHHbIX CIyxO.

V. OpraHusaLms ucnonb30BaHNSA JOKYMEHTOB apXMBHOro ooHaa
Poccuiickon deaepaLimm n opyrux apxmBHbIX JOKYMEHTOB B apXuBe

[ocTtyn nonb3oBaTtenen K apxmBHbIM AOKYMEHTaM

5.1. ApxuB npegoctaBnseT MOMb30BaTEN0 OTKPbITble AOKYMeHTbl ApxuBHOro doHga Poccunckon
degepaumn 1M apyrme apxuBHble OOKYMEHTbl, @ TakkKe CnpaBOYHO-NMOUCKOBbIE CpeacTBa K HUM U U3daHus
6ubnuoTevHoro (cnpaBovYHO-MHpOPMaLMOHHOIO) boHAa.

ApxvB obecrneumBaeT [OCTyn ronb3oBaTensl K CEKpeTHbIM  Jdenam, fJenam, codepxXallium
KOH(MAEHUManNbHY MHopMaumio, 6asaM AaHHbIX C Y4ETOM OrpaHUYeHW, YCTaHOBIEHHbIX 3aKOHOA4ATENIbCTBOM
Poccuiickon defiepauum, U yCroBWWA, KOTOpbIE YCTAHOBUNM COBCTBEHHWKM WM  BRagernblbl apXMBHbIX
[LOKYMEHTOB NpUY UX Nepefave B apxus.

HocTtyn nonb3oBaTtens K NogfIMHHMKaM 0cob0 LIEHHbIX AOKYMEHTOB, B TOM YMCIE YHUKaNbHbIX AOKYMEHTOB,
K gokymeHTam ApxuBHoro doHaa Poccuickon ®Pegepaumn, HaxoaswyMMcs B HEYAOBNETBOPUTENBHOM
hb13NYECKOM COCTOSIHMK, OCYLLECTBNSETCH B UCKITHOUUTENBHBIX Cryyasix (B TOM Yucne Ansi nposeaeHus pabot no
n3yy4eHuo naneorpadumyecknx OCOBEHHOCTEN TEKCTOB apXMBHbIX AOKYMEHTOB) C MUCbMEHHOrO paspelleHuns
pykoBogutensa apxusa. Monb3oBaTento NpeaoCcTaBnsloTCA KOMWM YKasaHHbIX AOKYyMEHTOB (POHA Norb30BaHUS)
nnu OKyMeHTanbHble nybnukaumm, cogepxalime aHHble JOKYMEHTHI.

ApXVB He BnpaBe OrpaHWM4YMBaTh UMM onpeaensTb Nonb30BaTenio YCNoBUA UCMOMNb30BaHUA MHAOPMaLnK,
MoNy4YeHHON UM B pesynbTaTe CaMOCTOSTENbHOro Moucka Wnv npeaocTaBfiEHHON eMy B MopsidKe OKasaHus
apXMBOM MNaTHbIX YCIyr, 3a WCKIOYeHWeM Crly4aeB, MpPedyCMOTPEHHbIX 3akoHodaTenbCTBOM Poccuiickoit
degepaumm NN OroBOPEHHbIX B JOrOBOPE apxvBa C Mosib3oBaTterieM no MHOPMaLMOHHOMY 0GCIyKMBaHMIO.

OpraHusauns paboTbl MO pacceKkpevmBaHNIO apXMBHbBIX JOKYMEHTOB

5.2. PykoBoguTenb apxvBa OpraHu3dyeT NpoBefdeHWe paboTbl MO KOHTPOSIO 3a CPOKAMU CEKPETHOCTU
APXUBHbIX [OKYMEHTOB, MMEKOLWUX PUDbI CEKPETHOCTU, U MHAOPMUPYET PYKOBOOUTENEN TOCYAapCTBEHHbIX
OpPraHoB, HaOEeNeHHbIX MOMHOMOYMAMU MO OTHECEHVMIO CBEAEHUMW K TOCydapCTBEHHOW TanHe, a TaKke
pyKOBOAMTENEN OpraHn3aumii 0 Hann4MmM B apxmBe CEKPETHbIX apXMBHbIX JOKYMEHTOB CO CPOKaMu CEKPETHOCTU
coaepxalymxca B HUX ceefeHun cabiwe 30 net, nx coctase n obbemax.

PykoBoauTenb apxvmBa OpraHu3yeT paccekpeumBaHue apXMBHbIX OOKYMEHTOB B Cryyae oduumanbHOro
AenerupoBaHusl  MOSMIHOMOYMI Ha  npoBefdeHne 3Tol  paboTbl  pPyKOBOAWUTENEM  COOTBETCTBYIOLLETO
rocy4apCTBEHHOrO opraHa U opraHnsaLmu.

B apxumee co3gaeTcd KOMUCCUA NO pacCekpeydnBaHNUO apXUBHbIX OOKYMEHTOB. lMonoxeHne o0 KoMUCCUM n
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nepcoHarnbHbIA COCTaB yTBEPXAATCA: B begepanbHOM rocy4apCTBEHHOM apxvBe - PyKOBOAUTENEM; B apXUBE
cybbvekta Poccuiickon Pepepauumn - pykoBoAUTENEM YMNONMHOMOYEHHOINO OpraHa WCNOSIHUTENBHOW BMacTu
cybbekta Poccuiickon denepaunmm B cepe apxmHoro gena. Komucema ocyulectBnsieT paboTy B NraHOBOM
nopsiake, a Takke B CBS3U C obpalleHMsMM Nonb3oBaTenen.

PelueHve komuccuu BCTynaeT B CUMY Mocre YTBEpXOeHWs pykosBoauTerem apxvsa. Ha ocHosaHuu
peLleHns KoMMccuM opopMISeTCs akT O pacCeKkpevMBaHMU apXMBHbIX AOKYMEHTOB (CM. n. 3.7.7), KOTOPbIN
COrnacoBbIBaeTCA C rocyJapCTBEHHbIM OpPraHOM WX OpraHu3auven, HagernuBLUMM apXyMB COOTBETCTBYHOLLMMU
NMONTHOMOYUAMM.

3anpocbl nonb3oBaTenen O pacCekpeyMBaHUVM apxvMBHbIX AOKYMEHTOB pacCcMaTpuBalOTCs apxvMBoM B
YCTaHOBMEHHbIA 3aKkoHOA4ATeNbCTBOM CPOK. Ecnn apxuB He MOMHOMOYEH paccekpedvBaTtb 3anpaluvMBaeMble
CcBeeHus,, OH B MECSYHbIi CPOK C MOMEHTa MOCTYMMEHUs 3anpoca HanpasnseT ero B COOTBETCTBYOLUMA
rocylapCTBEHHbI OpraH, MOMHOMOYHbIA paccMaTpuBaTb Bonpoc 06 WX paccekpeuvMBaHuv, unu B
MexBenomcTBeHHy0 komuccuio (MBK) no 3awmte rocygapCTBEHHOW TavHbl UMM B MEXBEOOMCTBEHHYIO
3KCNepTHYI KOMUCCUIO, AeNCTBYoLWY B cyobekTe Poccunckon ®egepauun, o 4em yBeaoMIsieT nonb3oBartens,
HanpasuBLUEro 3anpoc.

ApxuB npefocTaBnsaeT AN U3YYEeHUs U OpraHM3auumn paccekpeymBaHusi YrieHam 3KCMepTHbIX KOMWUCCUMN,
CO30aHHbLIX B OpraHu3auusix, PyKOBOAMTENWN KOTOPbIX HaAeneHbl MOSIHOMOYUSIMUA MO OTHECEHUIO CBEOEHWN K
rocyapCTBEHHOW TaiHe, YrneHaMm 3KCnepTHbIX rpynn, cgopmmpoBaHHbix MBK no sawwmte rocygapctBeHHOM
TalHbl, @ TaKKe 4rNeHaM WHbIX KOMWUCCUW, MOMIHOMOYHBLIX pacCekpeynBaTb [OOKYMEHTbl JIMKBUOAWPOBAHHbIX
opraHuMsauuii, He WMELMX NPaBOMPEEMHUKOB, apXUBHbIE [OOKYMEHTbl WM apXUBHbIE KOMUKW, a Takke
HeobxoanMMyo MHopMaLUuio.

CnpaBoYHO-NOUCKOBbLIE CPEACTBA
(Hay4HO-CNpaBOYHbIV annapaT) K apXMBHbIM JOKYMEHTaMm

5.3. [Ona obecneyeHnsa p[ocTyna K apxXuMBHbIM [AOKYMEHTaM apxvB npegocTaBnsaeT Mnofib3oBaTento
CMpPaBOYHO-MOMCKOBbLIE CPeACTBa K HUM (COBOKYMHOCTb OMUCaHUN apXMBHbIX OOKYMEHTOB, MPEeACTaBEHHbIX B
apXMBHbIX CMNpPaBOYHMKAX, NpefHas3Ha4YeHHbIX AONS MOMCKa apXMBHbIX OOKYMEHTOB W COAepXallencs B HUX
OOKYMEeHTHOW nHdopmaLmm).

5.3.1. Komnnekc  B3aMMOCBSA3aHHbIX W B3aMMOAOMNOSTHAEMbIX,  CO34aBaeMblX Ha  eOuHOm
Hay4YHO-METOANYECKON OCHOBE apXMBHbLIX CMPaBOYHWKOB O COCTaBe M COAEpPXaHUU apXMBHbIX OOKYMEHTOB
(cuctema HayyHo-cripaBoyHoro annapata (HCA) apxuBa) BknioyaeT obsizaTenbHble ANS BEAEHUst B apxuBe
apXuBHblE  CMpPaBOYHWMKM  (ONUCb  den, [OOKYMEHTOB; NyTeBOAUTEmNb; CUCTEeMaTU4YecKUn Kartamor) W
AONOMHUTENbHbIE apXMBHbIE CNPaBOYHMKK (yKa3aTenb; 0630p).

B apxuBe Begetca aHanu3 u ydeT coctosiHusa cuctembl HCA apxuBa Ha GymaxkHOM HocuTene (KypHan no
yuety coctoaHua HCA, kapToTeka) n/vnv B aBTOMaTU3MPOBAHHOM PEXUME.

Obuwume TpeﬁoBaHl/lﬂ K ONMMCaHNI0 apXmBHbIX JOKYMEHTOB

5.4. OnucaHne apxuBHbIX JOKYMEHTOB (co3aaHue nHdopMaLummn Ans apxXmBHbIX CNPaBOYHUKOB) NPOBOANTCS
Ha Tpex YPOBHAX: apxmBHblii OHA, €AuHWUA XpaHeHus/eauMHuua YyyeTa, apXuBHbIA AOKYMeHT. [lpu
HeobXoAMMOCTM OMMCaHWe MOXEeT MPOBOAMTBCA MO rpynnamMm apxvBHbIX (OHAOB, rpynnaMm eauHuL
XpaHeHus/eanHNL yyYeTa, KOMNeKTaMm, rpynnamM apxXvMBHbIX AOKYMEHTOB, YaCTW apXMBHOMO JOKYMEHTA.

OnucaHne apxmMBHbIX OOKYMEHTOB MPOBOAMTCS Ha rocyaapcTBeHHOM s3bike Poccunckon degepaumm m
MOXET LONOSTHUTENBHO NPOBOANTLCS Ha s3blkax cyObekToB Poccuickon deaepaumm n a3blkaX MEHbLLMHCTB.

OCHOBOM apXMBHOrO CNpaBOYHUKA SBMSETCSA OnucaTenbHas CTaTbs, COCTOsSLWAs W3  CNeayloLmx
obsA3aTenbHbIX 3NIEMEHTOB: CBEAEeHWUW, MASHTUOUUMPYIOWNX MHopMaumio (HasBaHue M CNpaBOYHbIE OAHHbIE
apxuBHOro oHAa, eauHWUbl XpaHeHus/edvHUUbl ydeTa, apXUBHOTO [OOKYMeEHTa); CBedeHwW O cocTaBe W
cogepxaHunm uHdopmaumm; ceBedeHun o6 ycnoBusAX [OCTyna M YCMOBWUSIX WCMONb30OBaHUSA MHgopmMauuu;
CBEeLEeHUN MO NCTOPUM apXMBHOTro boHAa (ONA YPOBHS apXMBHOro ooHaa).
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KOMMMEKTOBAHM...

[JokymeHT npegoctasneH KoHcynbTaHTINOC
[ata coxpaHeHus: 06.08.2018

Mpn HeobxogMMOCTM B OnNMCaTeNlbHYD CTaTbl0  BKKOYAOTCA  OOMOMHWUTENbHbIE CBEAeHWs O
MECTOHaxXOXAEHUM OPUTMHANOB; O HanMyYnM apxMBHbIX OOKYMEHTOB (hoHAoOOpasoBaTens B cocTaBe ApYrux
apXuBHbIX (POHO0B U MeCTax UX XxpaHeHus, bubnuorpadus n ap.

5.4.1. OnucartenbHasa cTaTbsd apXUBHOTO CMPAaBOYHMKA HA YPOBHE apXMBHOIO (POHAA BKIHOYaET: Ha3BaHue
apxmBHoro cdoHga (cm. n. 3.5.3), cnpaBo4YHblE AaHHbIE O HEM, MCTOPUYECKYIO CrpaBKy K dOHAOY, aHHOTaLMIO O
COCTaBe W coaepXaHun apXmBHbIX OOKYMEHTOB, I/IHCbOpMaLLI/IIO o6 ycnoeuax [octyna M UCNonb3oBaHUA,
Bubnuorpadumto.

5.4.1.1. CnpaBo4yHble faHHble 00 apxvMBHOM (DOHAE COCTOAT M3 3NEeMEHTa apxXuBHOrO Wwudpa (Homepa
doHOa); o6bema apxuBHOTO QOHAA B €AMHULAX XPaHeHUs W/Wnu egvHuuax ydeta no BMAaM LOKYMEHTauuu;
KpaHMX gaT apXMBHbIX JOKYMEHTOB MO KaXXAOMY BUAY OOKYMEHTALMN; NEPEYHSA NMEKOLLEroCcsa BHYTPMAOHO0BOIO
Hay4HO-CNpaBOYHOro annapara.

5.4.1.2. Uctopuyeckasi cnpaeka k ¢poHOy cOoCcTouT M3 MHdopmaumm no mctopum oHgoobpasoBatens u
NCTOPUN apXMBHOIo ooHAaA.

CBepeHns no uvctopum poHpoobpasoBaTens BKMHOYaOT: Aatbl ero obpas3oBaHusi, NeperMeHOBaHus,
peopraHusaumn, nUKBMAAUWMM, BEOOMCTBEHHYIO MNPUHAANEXHOCTb, CTPYKTYpY W YHKUUW, Ha3BaHUA
opraHu3aumun-npeglecTBeHHUKa 1 npasonpeemHuka. CBedeHuss o oHgoobpasoBaTene apxvBHoro doHaa
MIMYHOrO MPOUCXOXAEHMA BKIOYaOT ero kpaTtkve Ouorpaduyeckve paHHble (dpamunuio, UMs, OTYeCTBO,
NnceBooOHUM, [AeBUYb0 amunuioo, AaTtbl XKW3HKW, MNpodeccuo, AaHHble O cnyxebHonm n obwecTBEHHON
gestenoHoctn). [Ona apxuBHOro oHoa cembu, poda aHanorvyHble CBeAeHWs [aloTCd O KaxaoM U3
pOACTBEHHMKOB. [N 06beauHeHHOro apxmBHoOro choHaa coctaBnsaeTcs obLas nctopuyeckas cnpaska.

CBefeHns No ncTopum apxmBHOro poHAa BKMOYAKT AaTy ero noCTynfeHns B apxvB, 00beM W KpanHue
OaTbl apXMBHbIX [OOKYMEHTOB, CTEeNeHb WX COXPaHHOCTW; OCOBEHHOCTM (OPMMPOBAHULA, OMUCAHUS U
cuctemaTmnsauun; uHdopmaumio o6 M3MeHeHusiXx B coctaBe M obbeme apxuBHOro oHAa M UX NPUYUHAEX, O
HanmMuuM apxvmBHbIX [JOKYMEHTOB [JpYrMx opraHusaumMn unu nuu  (PoHOOoBbIE BKIIOYEHMs); O cocTase
Hay4YHO-CNPaBOYHOrO annaparta K apxvBHOMY coHay. [Ona apXuBHOW KOMMEeKUMU yKa3blBalOTCS CBeAeHUst O
BPEMEHU, YCMOBMUAX, MPUYMHAX ee COo3[aHus; NpuHUMNax (opMMpoBaHUS; MECTOHAXOXOEHUWN KOMneKkuun Oo
MOCTYNIMEHNA B apx1B; COCTaBuUTene.

WNcTopnyeckas cnpaska K ooHOY KOpPeKTUpyeTcsa npu u3MeHeHun obbeMa apxXuBHoro oHga, a Takke B
cryyae peopraHusaumu, M3MeHeHusl CTPYKTYpbl, (YHKUMI dpoHaoobpasoBatens v T.M.

5.4.1.3. AHHOTaLMSA O COCTaBE N COOEPXKAHUN apXUBHBLIX JOKYMEHTOB apXUBHOIro hoHAA BKITOYAET KPaTKYHo
O00OOLLEHHYIO XapaKTEPUCTMKY 9TUX [OKYMEHTOB MO BMAAM U KX COAEpXaHus MO TemaMm, OTpakatoLimm
HanpaBneHuss gesitenbHocTn doHgoobpasoBaTensl, C ykasaHMEeM XPOHONoOrMM TeM U 0003Ha4YeHMEM KX
reorpaduyeckmx (a4MNUHUCTPATUBHO-TEPPUTOPUANbHBIX) rpaHuL.

5.4.1.4. YcnoBus gocTyna K apxvMBHbIM JOKYMEHTaMm apXxvMBHOro hoHAa M UX MCMNONb30BaHMS BKMOYaloT
CBELEHUSA O HanMuMn apXuBHbIX OOKYMEHTOB, AOCTYN K KOTOPbIM M MOPSOOK UX UCMOMb30BaHUS OrpaHUYeHbI
3akoHodatenbcTBoM Poccuiickorn ®epepaumm unu doHaoobpasoBaTenieM, a Takke CBeOeHUs O Hanuyum
NOAMNMHHUKOB OCOBO LIEHHBIX OJOKYMEHTOB, B TOM YMCME YHMKalbHbIX JOKYMEHTOB, U LOKYMEHTOB APXMBHOMO
doHaa Poccuiickon denepaumu, HaxXoasaWUXCS B HEYAOBNETBOPUTENBHOM (PU3NYECKOM COCTOSHUU; O Hanuyuum
doHAa NONb30BaHKUA.

5.4.1.5. bubnuorpacuss K apxvBHOMY (OOHAY BKMHOYAET CMUCOK OMyGINUKOBAHHBLIX CMNPaBOYHMKOB MO
AaHHOMY POHIY M MNOGOHAOBLIX AOKYMEHTambHbIX NMyGnuKauuii, BbINOMHEHHbIX HA ero OCHOBe.

5.4.2. OnvcaTenbHasa CTaTbs apXVMBHOMO CrpaBOYHMKA Ha YPOBHE eOuHMUUbI XpaHeHus/eouHUUbl ydeTa
BKIIOMAET: NOpPSAKOBbIA HOMEpP eauHULbl XpaHeHus/eguHuUbl yyeTa; cTapblii UHBEHTapHbIA HOMEP; 3arofoBOK
eaVHULbl XpaHeHUs/eanHNLbl y4eTa; cnpaBoYHble AaHHble O HeW; yka3aHWe Ha NOANMHHOCTL/KOMUIAHOCTL, BUA
HocuTensa (Mnu cnocoG BocnpousBeaeHust), SI3blk, BHELLUHNE OCOBEHHOCTU, YCMOBUS AOCTYNna U UCMONb30BaHUS
apXMBHbIX JOKYMeHTOB. OnucaternbHas cTatbs Npu HEOGXOAMMOCTU AONOSHAETCS Ha3BaHWEM apXMBHOMO oHaa
N ero CTPyKTYpHOM 4YacTu (onucu Aen, OOKYMEHTOB), aHHOTauuelh OTAEmNbHbIX apXUBHbIX AOKYMEHTOB MU WX
rpynn AaHHOW eguHULBI XpaHeHus/eguH1Lbl yyeTa.
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5.4.2.1. 3aronoBok eAuHULbl XpaHEHUs YMNpPaBriEHYECKON AOKYMEHTaLUMW, €OMHULblI XPaHEHUS] apXMBHbIX
OOKYMEHTOB JIMYHOTO MPOUCXOXOEHUS] BKMOYAET: HaMMEHOBaHWE BMAA apxXMBHbIX [OKYMEHTOB; aBTopa(oB)
apXuBHbIX AOKyMeHTa(oB); agpecaTa(oB) wunu KoppecrnoHAaeHTa(oB), KOTOPbIM HamnpasneHbl MM OT KOTOPbIX
nosny4YeHbl JOKYMEHTbI; BOMPOC UM NPeAMET, HasBaHus cobblTusi, dakTa, MECTHOCTU, haMuiMM U MHUUMansbl
vy, K KOTOPbIM OTHOCUTCH COAEpXXaHWe yKasaHHbIX OOKYMEHTOB; AaTbl coObITMA. B cnydae oTtcyTcTBuMSA
HeOoOXOAMMbIX CBEAEHUI B 3aroyIoBOK BKIHOYAETCS NOSICHAOLLAA MHopMaLus "aBTop He YCTaHOBIEH".

3aronoBoK eguHuLbI ydyeTa KMHOBMAEeOOOKYMEeHTa BKIllo4aeT aBTOPCKOe Ha3BaHue (*)I/IJ'IbMa, cneuBblinycka,
KMHOXYpHana unn HasBaHue cobbiTus, OTpaXeHHOro B KMHO- UK TenecroXxeTe, aaty npon3soacTea n/vnn nary
CbEMKMU, (*)aMVIﬂI/IVI N MHUUKManbl pexuncecepa n/vnn onepartopa CbEeMKW.

3aronoBok eauHUUbl yd4eTa (POHOLOKYMEHTa BKIMOYaeT HasBaHMe W xaHp (pOHOAOKYMEeHTa, HassaHue,
MECTO M [aTy OTPaXeHHOro cobblTus. pu OTCYTCTBMM HasBaHWS (POHOAOKYMEHTa YKa3blBAETCA OCHOBHOE
coaepxaHve Terne- unu paguoniepedadu, BbICTynneHusi, Geceabl W Ap. 3arofioBok eAuHULbI  yyeTa
dhoHOOOKYMEHTa, coaepXKallero 3anucb Npou3BedeHUss nuUTepaTypbl W WUCKYCCTBa, BKIOYAeT HasBaHue
NpoV3BEAEHMS] U €ro XaHp, NepBY CTPOKY TEKCTa, KoTopas 3akiyaeTcsi B KaBblyKi, €Cnii (DOHOLOKYMEHTOM
ABMSIETCA HE MMEloLlee aBTOPCKOrO HasBaHUS U He OnybrMKoBaHHOe paHee npowusBefdeHue; hamunmm u
MHMUManbl aBTOPOB W/WMWM UCMONHUTENEN Kak camoro npousBedeHusl, Tak U ero obpaboTok, NepenoxeHumn,
nepeBoaoB; A3blk POHOAOKYMEHTA.

3aronoBoK eauHUUbl XpaHeHWst (POTOLOKYMEHTa BKIYAET ONMcaHue w3o0paXeHus wnu Has3BaHue
doToanbboma, cnanga, HeratMea, hamMmnuio N HULManNbI aBTopa, MecTo U AaTy CbEMKMU.

5.4.2.2. CnpaBoYyHble JaHHble O eAVHULE XpaHeHUs/eanHuLLEe y4eTa COCTOAT U3:

3NEMEHTOB apxvMBHOro wWwudpa (Homepa ¢oHAa; HOMepa Oonucw Aen, OOKYMEHTOB; HOMepa eauHMUbI
XpaHeHusa/eguHULBI yveTa);

obbema eauHUUbl XpaHeHUs/eOMHUUbl yyeTa: ANS apXMBHbIX [AOKYMEHTOB Ha OyMaKHOW OCHOBeE -
KONMYECTBO NUCTOB; AN KWHOBMAEOMOHOAOKYMEHTOB (B 3aBMCUMOCTM OT BUAA) - KOSIMYECTBO €ANHUL, XPaHEHUS
B €4MHMLE ydeTa UMK eQuHUL yYeTa B €AMHULE XPaHEHWS!, METPaX, XPOHOMETPaX, BPEMS 3BYyYaHUS (B MUHyTax
N cekyHaax); Ans OTOOOKYMEHTOB - KOMMYECTBO HEraTUBOB, COCTABMSOWMUX eOuHULY XpaHeHwus; Ans
¢oTO0anLO0MOB - KONMYECTBO (POTOOTNEYATKOB;

KpaVIHMX 0aT apXMBHbIX OOKYMEHTOB; A51d ayaAnoBu3yalibHbIX JOKYMEHTOB - aTbl 3arnncu nnu nepesanncu.

5.4.2.3. B kayecTBe BMAOB MaTepuanbHOro HocuTens eguHuLbl XpaHeHus/eaMHULbl y4eTa npy onucaHum
yKasblBalTCS:

ANs ynpaBlieHYeCcKon OKYMEHTaUMM N apXUBHBIX JOKYMEHTOB JIMYHOTO MPOUCXOXOEHUS - Bymara, Kanbka,
neprameH v T.4.;

Ans poHOAOKYMEHTOB rpaMMOOHHOM 3anncu - Mmatepuarn HocuTens;

Ans OHOAOKYMEHTOB MarHUTHOW 3anncu - TUN MarHUTHOW NEHTHI;

AN BUOEOAOKYMEHTOB - hopMaT 3anucy;

ans oTo- N KNHOOOKYMEHTOB - (OpMaT M OCHOBA NIIEHKK, LiBETOoNepeaaya;

ONS 3NEeKTPOHHbIX OKYMEHTOB - KOMNAaKT-AUCK UW/UNW APYron COBPEMEHHbIA HOCUTESb.

5.4.2.4. YcnoBua poctyna K eguHuUam XpaHeHus/eamHuuam yveta M UX MCMOMb30BaHMS BKIIYaoT
CBELEHUSA O HanMunn apXuBHbIX OOKYMEHTOB, AOCTYN K KOTOPbIM M MOPSOOK UX UCMOMb30BaHUS OrpaHUYeHbI
3akoHodatenbcTBoM Poccuiickorn ®epepaumm unu doHaoobpasoBaTeneM, a Takke CBeOeHUs O Hanuyum
NOAMNMHHUKOB OCODOO LIEHHBIX JOKYMEHTOB, B TOM YMCME YHMKarbHbIX JOKYMEHTOB, U LOKYMEHTOB APXMBHOMO
doHaa Poccunckon defepaLmm, Haxoasawmxca B HeyAOBNEeTBOPUTENBHOM (PU3NYECKOM COCTOSIHUM; CBEAEHUS O

HanuuMn oHAa NOMNb30BaHKSA; O A3blKE U BHELHUX OCOBEHHOCTSIX apXMBHbIX AOKYMEHTOB; 0 Hanuniunm HCA k
eavHuLEe XpaHeHus/eguHuLe yyeTa.
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5.4.3. OnucaternbHasi cTaTbsl apXMBHOTO CMpaBOYHMKA Ha YPOBHE apXMBHOTO [OKYMEHTa BKIOYaEeT:
3arofioBOK; CMpaBoOYHble [aHHble O HEM; yKasaHue Ha MOAMMHHOCTL/KOMUIUHOCTL; BUA HocuTens (Mnu cnocob
BOCMNPOU3BEAEHNS); YCIOBUS AOCTYNA U UCTONb30BaHMS.

5.4.3.1. 3aronoBOK apxXMBHOTO JOKYMEHTa BKITHOYaET: HAMMEHOBaHWE BMAA apXMBHOIO JOKYMEHTA; aBTopa;
agpecarta WM KOpPpPeCcnoHAEHTa, KOTOPOMY HampaeneH WM OT KOTOPOro MnoJflydeH AOKYMEHT; BOMPOC WK
npegmeT, cobbiTve, akT, NUUO, Ha3BaHME MECTHOCTM, K KOTOPbIM OTHOCUTCS COAEpXaHuWe YKa3aHHOro
OOKyMeHTa; paTty cobbitnsa. B cnyyae oOTCyTCTBMS HeOOXOAMMbIX CBEOEHVWN B 3arofloBOK BKIOYaeTCs
nosicHsitoLwas MHpopmauumsi: "aBTop He yctaHoBneH", "6e3 gatbl”. Mpu HeOBXOQUMOCTM 3arofloBOK SOMOMHAETCS
aHHOTaUMeNn, pacKkpbIBalOLLEN HE OTPAXXEHHOE B 3arofiloBKe COAEpKaHWe JAaHHOMO AOKYMEHTA.

5.4.3.2. CnpaBoYyHble AaHHble 06 apXMBHOM JOKYMEHTE COCTOAT M3 SIEMEHTOB apXMBHOIO LWndpa (Homepa
doHOa; HOMepa onucu Aen, OOKYMEHTOB; HOMepa eAuHWLUblI XpaHeHusi/eguHUUbl y4yeTa; HOMEpPOB fUCTOB);
obbemMa (konuyecTBa NIMCTOB) apPXMBHOIO JOKYMEHTA; AaTbl €r0 CO34aHus.

5.4.3.3. YcnoBms goctyna K apXvMBHOMY AOKYMEHTY M MCMOSIb30BaHUSA BKIHOYAKOT CBEOEHUS O Hanmyuu
OorpaHuMyeHun Ha JOCTYn M OrpaHNYeHUin No UCMONb30BaHMUID, YCTAHOBMEHHbIX 3aKoHOA4AaTeNLCTBOM Poccumnckon
depepaumm unu poHaoobpasosarenem, a Takke 06 OTHECEHUN €ro K Yncny ocobo LIeHHbIX JOKYMEHTOB, B TOM
yncrne yHuKanbHbIX AOKYMEHTOB, unu gokymeHToB ApxusHoro doHaa Poccuiickon depepauum, Haxogsawmxes B
HeyJoBMEeTBOPUTENBHOM (PU3NYECKOM COCTOSIHMM, CBEAEHUS O Hannyum ¢oHAA MONb30BaHUA; O NA3bIKE U
BHELLIHUX 0CODEHHOCTAX apXMBHOIO JOKYMEHTA; O BKITHOYEHUN MHpOpMaLun o Hem B cuctemy HCA.

5.5. lMpu cosgaHun HCA apxuB yumTbiBaeT He TONbKO 0OLmne TpeboBaHNA K COCTaBNEHMIO onucaTerbHbIX
cTaTel apXUBHbIX CNPaBOYHMKOB, HO M OCOBEHHOCTIN MOATOTOBKM UX KaXK4Ooro Tvna v Buga.

Onuck Oen, A0KYMEHTOB

KoHcynbTaHTlInt0C: npumeyvaHme.
B odumumanbHOM TeKCTe OKYMeEHTa, BUANUMO, AONYLLEHa onevaTka: NyHKT 6.4.2 B JOKYMEHTe OTCYTCTBYET, MO
BOMPOCY, KacawLeMycs onMcaTesbHbIX CTaTen eanHNL, XpaHeH s/eQuHNL, y4eTa, CM. NMyHKT 5.4.2.

5.5.1. Onucbk aen, AOKYMEHTOB (apXMBHbIA CNpaBOYHUK, MpedHasHaYeHHbIn AN packpbiTUS cocTaBa U
cofepXaHus eaunHUL XpaHeHusa/eanHWL yyeTa, 3akpenrneHus ux BHYTpUEOHOOBOW cCUCTeMaTU3aumMm U yyeTa;
npunoxexns N 7 - 8) coCToNT M3 onmcaTenbHbIX CTaTen eaAvHUL, XpaHeHus/eguHnL, yyeta (cMm. n. 6.4.2), uToroom
3anucu (cMm. n. 3.5.6), nucta-3aBeputens (npunoxenne N 3) n cnpaBovHOro annapaTa K OnMucHu.

B cnpaBou4HbIii annapaT onucu Aen, OOKYMEHTOB BXOAAT: TUTYMbHbIA NUCT, cogepaHue (ormasneHue),
npeamncrioBme; CrIMCOK COKpaLLEHWUIA; NepeBoiHble TabnuLbl apXUBHBIX LWMMGPOB (B crydae nepepaboTku onucu);
ykasaTtenu.

Ha TUTYNbHOM JNTUCTE ONUCK e, AOKYMEHTOB NoMeLlarTca: NofIHoe Ha3BaHne apxmBa, Ha3eaHne n Homep
apXUBHOro q)OHﬂa, HOMep 1 Ha3BaHMe onucu, KpaﬁHme 0aTbl BHECEHHbIX B ONMUCb apXMBHbIX JOKYMEHTOB.

lMpegucnoBue cocTaBnsieTcss NMUBO K KaxkOoW onucu den, OOKYMEHTOB, NMOO obuiee KO BCEM OMMUCAM
apxvMBHOro oHaa. B npegucnoBum kpaTko manaratotca mctopus doHgoobpasoBaTens M apxXvMBHOIO OOHAA;
aHHOTaUuMA CcoCTaBa U coaepXXaHna apXuUBHbIX JOKYMEHTOB (C BblaeneHnem Hanbonee TUMNYHBIX rpynn eanHuy,
XpaHeHusa/eauHUY, yyeTa no Mx Buaam U pasHOBUOHOCTSAM, MO COOEP)KaHWK0); COCTaB CNpPaBOYHOro annapata K
onucw. MNpn cocTaBneHMn OTAENbHbLIX NPEANCIIOBUIA K KaXXKOOW OMMCKM apXMBHOTO (ooHAa Bce obLiue AaHHble MNo
nctopumn oHgoobpasoBaTens u UCTOPUSt apXMBHOIo oOHAa MOMELLATCA B NPEAMCIIOBUN K MEPBOM Onucu gern,
OOKYMEHTOB.

I'Ip|/| HeobXxoaMMOCTK K onucu gen, OOKYMEHTOB COCTaBATCA obLwme n cneumanbHbie yKa3aTenu.

5.5.1.1. ApxnB B HEOBXOOUMbLIX CIy4yasix OpraHM3yeT YCOBEPLLUEHCTBOBaHME U nepepaboTKy onucen gen,
OOKYMEHTOB.

yCOBepLLIeHCTBOBaHI/Ie onnucun gen, OOKYMEHTOB - KOMIMJIEKC pa60T no noBblLLEeHUo MHd)OpMaTVIBHOCTI/I
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OMUCK: YTOYHEHUIO 3arofioBKOB €OUHUL, XpaHeHus/eanHuy ydeta (6e3 M3MEeHeHust MX cucTemaTmsaumm),
COCTaBeHUI0 HeobXo0AMMOro CNPaBOYHOrO anmnapaTa K onucHu.

MepepaboTka onucu Oen, OOKYMEHTOB - COCTaBfieHME HOBOW OMUCKM B3aMEH CTapoW, He OTBEeYaloLlen
TpeboBaHMAM Moucka M y4vyeTa apxuBHbIX OOKYMEHTOB. [lepepaboTka onucu BKMOYAET: U3yYEeHUE eLuHUL
XpaHeHus/eguHny, y4eta C MNpOBEAEHMEM  SKCMepTusbl WX LEHHOCTW, YTOYHeHnem wux ¢oHOoBoOn
NPMHaANexXHoCTn; yTo4HeHne Unm coctaBlieHne 3arofioBkoB egnHUL XpaHeHVIﬂ/ep,I/IHI/ILI, ydyeTa, onpeaerneHne nnum
YTOYUHEHNE WX KpamHWX pfaT, nepecucTemMaTmsauvio efuHUL, XpaHeHus/eauvHuL ydyeTa MO HOBOWM CXeme
cuctemaTmMsaumMm U CocTaBleHne HeobXoAMMOro crnpaBOYHOro annapata k onucu. [Npu nepepaboTke onucu
COoCTaBnsieTcs nepeBogHas Tabnuua cTapbiX U HOBbLIX apPXMBHbLIX LWMMPOB €AMHUL, XpaHeHus/egnHuy, ydeTa.
YHUUYTOXEHME CTapblX ONWcen Jen, AOKYMEHTOB mfocne wx nepepaboTku 3anpewaetcsa. Crtapble onucu
YYNTBIBAKOTCA NO HOBbLIM OMUCSM Ha NpaBax OTAENbHbIX €ANHUL, XPaHEeHUSA U MOMELLAITCA B KOHLE HOBOW ONUCK
3a nocrnegHMM HOMEPOM MOA CBOMM 3arofioBKOM U ¢ otmeTkomn "Onucb nepecocrasneHa. Cm. on. N ...".

MyTeBoguTenu

5.5.2. TyTteBoguTenb (apXMBHbIA CMPABOYHUK, COAEPXaluiA cBefeHnst 06 apxuBHbIX (hOHOAX apxvBa
(apx1BOB) B CUCTEMATM3NPOBAHHOM BMAE M NPEeAHAa3HaYeHHbIV ANS 03HAaKOMIIEeHUS MONb30BaTENs C UX COCTABOM
N copepxaHMem) COCTOUT U3 OnNucaTerbHbIX CTaTen Ha ypoBHE apxmBHoro ¢doHga (cMm. n. 5.4.1) n cnpaBoYHOro
annapara.

Bugamu nyteBoanTens sIBRSOTCA NyTeBoAUTENb MO hoHAAM apXxuBa (apXMBOB); KpaTKUA CMpPaBOYHMK MO
doHOaM apxuBa (apxvMBOB); TemMaTUYeckuin nyteBoauTenb no doHaam apxvmeBa (apxuBoB). [lyTeBogutenu
noapasgensTcs Takke Ha apXyBHbIE (BHYTPUAPXUBHbLIE) N MEXapXUBHbIE.

Bua nyTeBoauUTeNd U cxema NnoCTpoeHua onpenendaroTca ero uenesbiM Ha3Ha4YeHUeM.

5.5.2.1. OcHoBHas yacTb nyTeBoanTens no oHgam apxmsa (apxvMBOB) COCTOUT M3 onucaTenbHbIX cTaTen
apxXuBHbIX (POHAOB MMM rpynn apxuBHbIX oHAoB. B nyteBogutens no cdoHgam apxvsa (apxvBOB) AOIMKHbI
BKIOYATbCS CBEAEHMS O BCEX OTKPbITbIX apxuBHbIX (poHAax. HekoTopble apxuBHble (OHAbI MOryT ObITb
npeacTaBrneHbl B BUAE CNMCKa HEaHHOTUPYEMbIX apXMBHbIX (OHAOB.

5.5.2.2. OcHOBHas u4acTb KpaTKOro CrpaBOYHMKa NO oHAaM apxuBa (apXuBOB) COCTOMT W©3
CMCTEMaTU3MPOBAHHOIO NepPeYHs onucaTenbHbIX CTaTen Ha apxvBHble (POHAbI MW FPYMNbl apXUBHLIX (POHO0B.

KpaTkne cnpaBoYHMKM NOApasfensitoTcs Ha aHHOTUPOBAHHbIE M HeaHHOTUpOBaHHble. OnucaTtenbHas
CcTaTbsl B aHHOTMPOBAHHOM KPAaTKOM CMPaBOYHWMKE COCTOMT W3 Ha3BaHWUS apxvMBHOro oHaa Cco BCemwu
nepeMMeHoBaHUsiMU ooHA000Opa3oBaTens, CNPaBOYHbIX AaHHbIX 06 apXMBHOM (POHAE U KPaTKOW aHHOTaLUWU Ha
apxvBHble [OOKyMeHTbl 3Toro doHaa. OnucartenbHas cTaTbsl B HEAHHOTUPOBAHHOM KpPaTKOM CrNpaBOYHUKE
COCTOMT M3 Ha3BaHWs apxXMBHOTro OOHAA M CNPaBOYHbIX AAHHBIX O HEM.

5.5.2.3. OcHoBHass 4acTb TemMaTudecKkoro mnyrteBoguTens no doHaam apxvea (apXmBOB) COCTOUT U3
cnctemMatTmnsnpoBaHHOIoO nepedyHa onuncaTeribHbIX cTarten no onpep,eneHHoﬁ TeMe Ha apXuBHble C*)OHLI,I:I nnn mnx
yacTu.

5.5.2.4. B cnpaBo4HbI annapaT nyTeBoauTEns Mboro BMAa BXOOAT TUTYMbHBIA MNCT, COAEpXaHue
(ormaBneHue), npeamucrioBne, CNMCOK COKpPaLLEHUN, MpUIOXeHus, ykasaTenu. K nyteBoguTento cocTaBnseTcs
obwas 6ubnunorpadus.

B MHOrOTOMHbIX U3gaHUsX ﬂyTeBOLI,I/ITeJ'IeIZ cocTaBnsdaeTcA CﬂpaBO‘-IHbIVI annapart Kak anda BCcero n3gaHmnAa B
Lueriom, Tak u anda otaesibHbIX TOMOB.

KaTtanoru

5.5.3. KaTtanoru (MexdoHOoBble apXVBHbIE CMPaBOYHUKWA, B KOTOPbLIX CBEAEHMS O COAEpXKaHUN apXMUBHbIX
boHAOB, eAMHUL, XpaHeHUS/eAMHUL, yYeTa, apXMBHbIX JOKYMEHTOB (MNN MX YacTeil) apxuBa CrpynnupoBaHbl No
npeaMeTam (Temam, OoTpacrnsiM), PacrosioKeHHbIM B COOTBETCTBUMM C OMNpeferieHHON CXeMoW Krnaccudukauum
OOKYMEHTHON MWHdopMauun) obpasyoT cucTemy kartanoroB apxusa. CocTaB CUCTEMbl KaTaroroB apxvsa
onpeaenseTcss COCTaBOM W COAEpPXaHMeM apXMBHbLIX [OKYMEHTOB, WHTEHCUBHOCTbIO WX WCMOMNb30BaHUS;
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CTeneHbio pa3pa6OTaHHOCTM APXUBHbIX (bOH,D,OB; Hann4ynem n Ka4eCTtBoOM APYIrnxX TUNOB apXMUBHbIX CMpaBOYHUKOB.
OCHOBHbIMUM B CUCTEME KaTaroros apxuBa ABJIAKOTCA cUcTeMaTU4EeCKNin 1 UMEHHOW KaTasnoru.

KaTanorm nogpasgensitoTcss Ha cuctemMaTtudeckne, TeMaTudeckMe M UX pasHOBMAHOCTM (Katamoru no
UCTOPUN yUYpeXaeHUn, agMUHUCTPaTUBHO-TEPPUTOPUATTBHONO AeNeHnsa 1 Ap.), npeamMeTHbIe U NX pasHOBUAHOCTY
(MMeHHOM, reorpacmyeckunin, OO bLEKTHBIN).

OnucatenbHas cTaTtbs Katasiora BKIHOYAET: Ha3BaHWe apxuBa; MHAEKC; pyopuKy u nogpyOpuky; garty
COoObITUSA; MECTO CObObITUSA; CBEAEHUSI U3 apXMBHOMO AOKYMEHTA, €4MHULbI XpaHEHU/eQUHNLBI yYeTa, apXMBHOTO
doHOa (cogepkaHue); apxuBHbIA LWKGP; A3bIK OOKYMEHTA W cnocob ero BOCNPOM3BeAeHUs; damunuto
COCTaBUTENS U AaTy COCTaBIEHNSI ONMCATENbHON CTaTbMy.

Ona YCTaHOBIIEHNA CBA3W MeXAYy pasaeriamMu Kartanora unm pasgenoB Katanora ¢ gpyrumun apxXmBHbIMU
cnpaBOYHUKaMN NpuMeHAeTCAa CucTtemMa OTCbIJTOK.

Ykazatenu u 063opbl

5.5.4. Ykasatenu (apxvBHble CNPaBOYHMKN, NpeacTaBnstowme cobon andgaBuTHbIe, CUCTEMATUYECKNE UMK
COCTaBMEHHbIE MO KaKOMy-NMBO MHOMY NPU3HaKYy NepeyHy Ha3BaHW (HaMMeHoBaHWI) NpegMeToB, YNOMUHAEMbIX
B ApXWBHbIX AOKYMEHTax, C YyKasaHuWeMm WX apxXuBHbIX LWWKUGPOB) nNoapasgenstoTcd Ha BHYTPUEOHOOBLIE,
MeX(OoHOO0BbLIE, MeXapxMBHble, a Takke Ha TemaTudeckne, npegmeTHble (0OWMe w cneumanbHble),
XpoHosnornyeckme. PasHOBMOHOCTAMM NPEeOMETHOrO yKas3aTens SBMSOTCAS MMEHHOM U reorpadmyeckun
ykasarenm.

YKkasatenn MoryT ObiTb CaMOCTOATENbHbIMU apXMBHbIMU cripaBodHMkamu B cucteme HCA apxuBa unu
BXOAWTb B COCTaB BCMOMOraTenbHOro CrpaBoYHOro annapara K ApyruMm Tunam apXuBHbIX CNPaBOYHUKOB.

OnucatenbHas cTaTbs ykasatens noboro Buga COCTOUT U3 NPEeaMETHOrO NMOHATUSA (PYOPUKKN) N apXMBHOTO
wudpa.

B yKasaTtene TMnpuMeHAeTCcA CuctemMa OTCbIIOK AOnA YyCTaHOBJIeHUA cBs3en Mexay TOXOEeCTBEHHbIMU
npeamMeTHbIMU MNOHATUAMMN.

5.5.5. O630pbl (apxMBHbLIE CMPaABOYHMKW, BKIHOYAMOLWME CUCTEMATM3NPOBAHHbIE CBEAEHUS O COCTaBe U
copepKaHuM oTAemNbHbIX KOMMIIEKCOB apXMBHbIX JOKYMEHTOB, AOMOSIHEHHbLIE UX UCTOYHUKOBELYECKMM aHarnn3om)
noapasnenstoTcs Ha 0630pbl POHAOB M TEMaTUYECKUE 0630pbI.

O6G3op (oHOa BKMHOYAET CUCTEMATM3NPOBAHHbIE CBEAEHUS O COCTaBe W COOEPXaHUU apXUBHbIX
OOKYMEHTOB OZIHOTO apXMBHOMO doHAa.

TemaTtuyecknit 0630p BKIOYAET CUCTEMATU3UPOBAHHLIE CBEOEHUSI O COCTABE M COAEPKaHUM apXUBHbIX
AOKYMEHTOB OZJHOTO U5 Fpynnbl apXUBHbIX (POHAOB OAHOIO MIN HECKOSbKMX apXUBOB MO ONpeaesieHHOoR TeMe.

B cnpaBouHbli annapaTt o63opa BXOAAT TUTYNbHBLIA NUCT, codepxaHue (ornasrieHue), npeaucrnosue,
CMUCOK COKpalleHui, ykasatenu. K TemaTuyeckomy 06G30py [OOMKHbl ObiTb COCTaBMeHbl CMMCOK OOHOOB,
MHpopMaLMsl O KOTOPbIX codepXkuTcs B 063ope, n Gubnuorpadus no Teme ob3opa.

AsTOMaTM3npoBaHHbI HCA

5.6. ApXI/IBHbIe CnpaBO4YHUKKN MOTYT BECTUCb B apXnBe B aBTOMaTU3NpOBaHHOM peXume, obecneuynBatoLLEM
BO3MOXHOCTU onepaTtnuBHOIoO U MHOroacnekTtHoro nomcka un npeacrtaBiieHnda ,D,OKyMeHTHOIZ I/IH(bOpMaLI,VII/I (B TOM
4Yucne B pexume yganeHHoro ﬂ,OCTyrIa).

MHudopmaumoHHoe HanonHeHue asToMatuampoBaHHoro HCA cocTaBnsieT cogepxaHuwe onucaTteribHbIX
CTaTbel apXuBHbIX CMPaBOYHUKOB Ha ypoBHe apxuBHoro doHaa (cM. n. 5.4.1), eouHUUbl XpaHeHUsi/eauHULbI
yuyeTta (cM. n. 5.4.2), apxMBHOro fokymeHTa (cMm. n. 5.4.3), a Takke kno4veBble criosa u pybpukatopsl.

O6sA3aTenbHLIMW BUAAMW KITHOYEBbIX CMOB (TEPMMHOB, XapakTepusywmx B 0606LWEeHHOM 1 CkaToM BUAE
cofepXXaHue onucaTenbHbIX CTaTbel apXxvMBHbLIX CMPaBOYHMKOB) MpW BeAeHwn asToMatuanpoBaHHoro HCA
ABnalTcA: "TemaTtuka”, "nepcoHanun”, "reorpacus”. B cnydyae Heob6xoamMMocTy MOryT co3gaBaTbCs Apyrue Buapl
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KIto4eBbIX CIOB.

PybpukaTopbl - cucTeEMaTU4eckne n TeMaTu4eckne cxembl NOHATUI C MHAEKCAMW AN CTPYKTYPUPOBAHUS U
nomncka AOKYMEHTHOM MHdopmMauumn B aBTomaTusnposaHHom HCA.

dopMbl NCNONb30BaHNSA apPXMBHbIX JOKYMEHTOB

5.7. OcHoBHble hOPMbI UCMONb30BAHUSA apXMBHbBIX JOKYMEHTOB (NpeaocTaBrneHns apxmsom 6e3so3mesgHo
U1 BO3ME3AHO MOMb30BaTENO UH(OPMALMOHHBLIX YCNYr N MHAPOPMAaLMOHHBLIX NPOAYKTOB ANS YOOBNETBOPEHUS
€ro MHopMaLMoHHbIX NoTpebHOCTEN):

WHdopmaLmoHHoe obecnedyeHne nosb3oBaTenell B COOTBETCTBUM C WX 3anpocamu, a Takke B
WMHULMaATUBHOM MOPSIAKE;

npenoctaBlieHne apXnBHbIX OKYMEHTOB MOJ1b30BaTENAM B YATANIbHOM 3alie apXmnBa;
QKCNOHMPOBaHUE apXmMBHbIX AOKYMEHTOB Ha BbiCTaBKaX;
NCnoJib3oBaHMe apxXnBHbIX OKYMEHTOB B CpeCcTBax MaccoBOK VIH(bOpMaU,I/IVI;

nposegeHne WHHOOPMALMOHHBIX MeponpuaTui (BCTped C OBLECTBEHHOCTLIO, 3KCKYPCUMN B  apXuBbl,
npeseHTauun, AHen OTKPbITbIX ABepewr, NeKUWn, OOKMa[oB, YCTHbIX XXYpHanoB, KOHQEpeHUWn, YpOKoB Ang
CTYAEHTOB U LUKOMBbHWUKOB M AP.) C UCNOMNb30BaHNEM apXMBHbIX JOKYMEHTOB;

nyGnmkauusa apxXmBHbIX JOKYMEHTOB.
5.7.1. 3anpochl, NoCTynarLLme B apxXuBbl, NogpasaensaoTcs Ha:

3anpockl O MpefocTaBrneHUM WHdopMauumM no onpeaeneHHon npobneme, Teme, cobblTuiO, akTy
(TemaTnyeckme 3anpockl). PasHOBMOHOCTBIO TEeMATMYECKMX 3anpocoB ABMASOTCA Buorpaduyeckme sanpocsl, no
KOTOpbIM YCTaHaBMNMBAOTCH CBEAEHMS, HEOOX0AUMbIE ANS U3YUYEHUS XKU3HWN N AeATENbHOCTU KOHKPETHbIX NNL;

3anpocbl 0 MpeAoCTaBneHnn WHGOpMauUuMM, HeobOXoOMMOW ANsi YCTAHOBMEHWUS POACTBA, POACTBEHHbIX
cBs3en AByX unm Gonee nuu, MCTOPUK CEMbU, poaa (reHeanornvyeckme 3anpochl);

3anpocbl, CBSI3aHHble C CouuWanbHOW 3aluToW TpaxpaH, npegycmaTpuBaloline UxX MEeHCUOHHOEe
obecneyeHre, a Takke MOMyyYeHue NbroT U KOMMeHcaumi B COOTBETCTBMM C 3aKOHOA4ATENbCTBOM Poccuickom
depepaumm n mexgyHapoaHeiMu obsizatenscTBamu Poccuiickon depepaumm (3anpockl coumarnbHO-NPaBOBOro
Xapakrepa).

5.7.2. B uensax HacToswmx NMpaBun ncnonb3yoTca crneayoLlime noHATUS:

apXuBHas crpaBska - JOKYMEHT apXxuBa, COCTaBIEHHbI Ha BrnaHke apxuea, UMELUI IPUONYECKYIO CUMY U
cofepalinii JOKYMEHTHYIO MHGOpMaUUio O NpeaMeTe 3anpoca C ykasaHWeM apXMBHbIX LIMKOPOB M HOMEPOB
NUCTOB eMHUL, XPaHEHUs TeX apXUBHbIX JOKYMEHTOB, Ha OCHOBaHUM KOTOPbLIX OHa COCTaBIEH];

apxmBHaa Konua - [AOCIIOBHO BoOcChpou3BogdAllad TEeKCT apXMBHOMO [OOKYMeHTa Konma C yKa3aHuem
apXUBHOro LIJVIC*)pa 1N HOMEePOB JTINCTOB eAUHULbI XpaHeHusa, 3aBepeHHaa B YCTAaHOBJIEHHOM MOpAOKe,

apxvBHasa BbINWCKa - JOKYMEHT apxvBa, COCTaBMeHHbIM Ha GraHke apxuBa, AOCINOBHO BOCMPOWU3BOASLLMIA
YyacTb TeKCTa apXMBHOIO AOKYMEHTa, OTHOCSALMIACA K onpederieHHoMy akTy, coObITWio, NuLy, C yKazaHWeM
APXMBHOTO LWIMPa U HOMEPOB NNCTOB €ANHULIbI XPaHEHUS;

MHOPMaLMOHHOE NMUCbMO - MMCbMO, COCTaBrNeHHoe Ha GaHke apxuBa No 3anpocy nonb3oBaTens unu no
MHMUMATMBE apxuea, cogepkallee WH(POPMaLMI0 O XPaHSALWMXCS B apxvMBe apXMBHbIX [OOKYMEHTax Mo
onpeaeneHHol npobreme, Teme;

TemMaTU4YecKmin nepeyvyeHb apxXmBHbIX OJOKYMEHTOB - CI/ICTeMaTI/I3VIpOBaHHbIl7I KpaTKI/II7I nnn aHHOTVIpOBaHHbIVI
nepeyeHb 3arosioBKOB apXMBHbIX OOKYMEHTOB, e€OUHULL XpaHeHI/Ifl/eﬁl,l/‘IHI/lLll yyeTa no onpe/J,eneHHoﬁ TEME C
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yKasaHueM VX OaT U apXMBHbIX WNGPOB, COCTaBMEHHbIN MO 3anpocy Nosib3oBaTtesist Ui Mo MHMLMAaTMBE apXuBa;

TemaTundeckass noabopka KOMUA apXMBHbIX [OOKYMEHTOB - CUCTEMAaTM3WPOBAHHbIA KOMMIEKT KoMnuii
AapPXMBHbIX [OOKYMEHTOB MWIIM WX 4acTeill Mo onpedereHHon Teme, MNOATOTOBMIEHHbLI apXMBOM MO 3anpocy
nonb3oBaTens UNn Mo MHULUMATBE apxvBa. TeMaTnyeckasi nogGopka BKIOYAET TUTYIbHbINA NIUCT, TEMaTUYECKUIA
nepeyYeHb apXMBHbIX JOKYMEHTOB U NMpu HEOOXOAMMOCTY UCTOPUYECKYHO CMPaBKy Mo TEME;

TemaTn4eckmin 0630p apxmMBHbIX JOKYMEHTOB - CM. M. 5.5.5.
MopsAOoK UCMOMHEeHNs 3anpocoB noss3oBaTenem

5.8. Banpoc nonb3oBaTensa paccMmaTpyMBaeTCs M UCMOMHAETCS apXUMBOM MNPU HanmMuum B 3anpoce
HaMMEHOBaHMS OpPUAMYECKOro nuua (ana rpaxgaH - damMunmuM, MMEHM W OT4ecCTBa), MOYTOBOro W/vMnu
3NEKTPOHHOro agpeca nonsb3oBartens, ykasaHusa TeMbl (BONpoca), XPOHOMorny 3anpatlmsaemMmon nHopmMmaumm.

3anpoc nonb3oBaTens paccMaTpyBaEeTCsl PYKOBOACTBOM apxvBa WM YMNOSIHOMOYEHHbLIM [AOIHKHOCTHbLIM
nuuom (nNMuamMu), HanpasBnAeTcs Ha UCMOMNHEeHWe B COOTBETCTBYIOLLIME MoApasfeneHns UnM HenocpeacTBEeHHO
UCMOMHUTENIO U UCTIONHAETCS NO apXMBHBIM OOKYMEHTaM W/Unu nevyaTHbIM U30AHUAM, OTHOCSALLMMCS K NpeamMeTy
3anpoca.

3anpoc, He OTHOCALLMIACA K COCTaBY XPaHSILLMXCHA B apXMBE apXMBHbIX JOKYMEHTOB, B TedeHue 5 oHen ¢
MOMEHTa €ero perucTpauuv HampaenseTcs B APYrol apxvMB WM OpraHu3auuto, rae XpaHaTcs Heobxoaumble
ApPXMBHbIE JOKYMEHTbI, C YBEAOMMEHMEM 06 STOM NOnb3oBaTeENs, UMW NOSb30BaTEN0 AaeTCs COOTBETCTBYOLLAs
pekomeHaauus.

Mpn noctynneHnn B apxmeB WHTepHeT-obpalleHus (3anpoca) nonb3oBaTens C YKa3aHWeM agpeca
3MNEKTPOHHOW NOYThI U/UNM NOYTOBOrO agpeca emy HanpasnsieTcs yBeoMIeHne o npueme obpalleHus (3anpoca)
K pacCMOTPEHMIO UMM MOTMBUPOBAHHbLIA OTKa3 B paccMOTpeHun. [puHATOE K paccMoTpeHuto obpalleHue
(3anpoc) pacne4vaTbiBaeTCs, U B fanbHenwem paboTta ¢ HUM Be4eTCs B yCTaHOBIIEHHOM MOPSiAKeE.

OTBeT Ha 3anpoc Nonb3oBaTensa AaeTcsa Ha rocyaapCcTBeHHOM s3blke Poccuiickon degepaumm.

ApXI/IB OCyLUEeCTBNAET npuem rpaxnaH B I'IpI/IeMHOI7I nnm cTtone cnpaBoOK U BeAeT Ux y4eT no yCTaHOBJ'IeHHOIZ
cbopme. PyKOBO,EI,CTBO apxmBa HecCeT JIMYHYK OTBETCTBEHHOCTb 3a OpraHusauumio npmema M pacCMOTPEeHUA
3anpocoB rpaxaaH.

5.8.1. TemaTtumyeckuin 3anpoc roOCyJapCTBEHHOrO oOpraHa WnM oOpraHa MECTHOro camMoyrnpaBneHus,
CBSI3a@HHbIN C WUCMNOMHEHMEM UMM CBOUX (YHKLUWUA, apxXuB paccMaTtpuBaeT B NepBoOYEpeSHOM Mopsiake B
YCTaHOBIEHHbIE 3aKOHOOATENbCTBOM NGO B COrnacoBaHHble C HUMU CpPOKW. KMcnonHeHue Takoro 3amnpoca
ocyuiecTBnsieTca Ha 6e3B03Me34HOM OCHOBE.

WcnonHeHve TemMaTu4eckoro 3anpoca opraHu3auuMu Uiu rpaxaaHuHa opraHusyeTcst B Nopsiake OkasaHus
nnatHbIX ycnyr (B TOM 4ucrie Ha ocHoBe foroeopa) wunu 6e3so3mesgHo. Cpoku M cToUMMOCTb paGoT no
MCMONHEHUIO YKa3aHHOTo 3anpoca B NpefBapuTENIbHOM MOPSIAKE COrMacoBbIBAOTCS C NOMb30BATENEM.

Mpn HeobxoAMMOCTM NpoBeAeHNs 06beMHON paboTbl NO MOUCKY M KOMMPOBAHUIO apXMBHbIX AOKYMEHTOB
apxvB NMCbMEHHO W3BELLAET Norb30BaTensi O NMPOMEXYTOUHbIX pe3ynbTatax paboTel. Bug nHdopmaunoHHoro
OOKyMeHTa, NOAroTaBMBaeMoro apxveoM Mo 3anpocy nonb3oBaTens, CornacoBbIBaeTCA C HUM, ecnv 06 3TOM He
yKasaHo B 3arnpoce.

5.8.2. 'eHeanormyecknin 3anpoc nonb30BaTENS apXUB UCMONHAET B NOpsAKe OKa3aHWs MNaTHbIX ycnyr (B
TOM 4YKCrie Ha OCHOBE LOroBopa). YKasaHHbIN 3anpoc MOXeT UCMOMHATLCA Kak B OTHOLLEHUWN 3asBUTENS, TaK U B
YCTaHOBMEHHOM NMopsaKe B OTHOLLEHUWN APYTX MNLL.

MHdopmaums nonb3oBatento npegcrasnsetcs B gopme po4oCriOBHOMO ApeBa, reHeanormyeckon pocrnuncu,
reHeanorn4eckomn Ta6J'II/ILLbI nnn apxmBHbIX CMpaBoOK, apXMBHbIX BbIMUCOK, Konumn APXUBHbIX [OOKYMEHTOB,
yCTaHaBmBaoWnMX poACTBEHHbIE CBA3WN. |-|pl/l OTCYTCTBUU BO3MOXHOCTEN MO WCMOMHEHUIO TeHeanorn4eckmx
3anpocoB apxmB peKoOMeHAyeT MOonb30BaTento MNpPOBOAUTbL CaMOCTOATENbHbLIA MOUCK WHTEpPEeCyLlen ero
MHdOpMaLIMM reHeanorn4eckoro xapakrepa B YATanbLHOM 3arne apxuBa.
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5.8.3. 3anpoc coumanbHO-NPaBOBOro XxapakTepa UCMOSTHAETCSH apXnBoM 6e3Bo3me3gHo.

Cpok 1UcnonHeHus 3anpoca couunarnbHO-NpaBoBOro XxapakTepa B apxmBe He AosmkeH npeBbiwate 30 gHen ¢
MOMeHTa peructpaumm 3anpoca. C paspelleHuss pyKoBOACTBA apxvMBa I3TOT CPOK MOXeT OblTb npwu
HeobXoaAMMOCTM NpoAsieH ¢ obs3aTenbHbIM yBeaoMIeHNneM 06 3ToM nonb3oBaTens. Cpok UCMONHEHNs 3anpoca
no HCA apxuBa - He 6onee 15 gHel ¢ MOMEHTa ero permctpauum.

I'Ipvl MCMNOoJIHEHNN MOBTOPHOro 3anpoca couuanbHO-NMPaBOBOro xXapakrtepa Wuin CcocTaBfieHUun Mo np00b6e
nonb3oBaTend apXMBHOIZ cnpaBku, aHanorn4Hom paHee BblJaHHON, apxmB NpoBepAeT COOTBETCTBUE cBegeHun,
BKITHOYMEHHbIX B 3Ty ChMpaBKy, TeéM, KOTOpbleé MMEKTCA B apXMBHbIX OOKYMEHTaX, U B Clly4yae O6H6py>KeHVIFI
OONOSTHUTENbHbIX CBE4EHWI BKITOYAET MX B NMOBTOPHO BbliaBaeMYyr apXMUBHYIO CrpaBKy.

OdopmMmneHne apxmBHbIX CNPaBOK,
AaPXMBHbIX BbIMUCOK 1 apXMBHbIX KOMUN

5.9. ApxvMBHas cnpaBka W apxvMBHas BbINWCKA COCTaBMsAOTCA C 0DO3HA4YeHMEM Ha3BaHUSA
MHOPMaLIMOHHOMO AOKYMeHTa "ApxmnBHas cnpaska”, "ApxuBHas Bbinucka".
(8 pea. Opukasza MuHkynbTypbl PO ot 16.02.2009 N 68)

5.9.1. Tekct B apxuHou cnpaske (npunoxeHve N 13) gaeTcs B XpOHOMOrMYeckom nocrnenoBaTenibHOCTU
COObITWI C yKa3aHMeM BUOOB apXMBHbIX JOKYMEHTOB U UX AaT. B apxvBHOWM cnpaBke OOMyCcKaeTcs UUTMpoBaHue
ApPXUBHbIX JOKYMEHTOB.

HecoBnaaeHne oTaenbHbIX AaHHbLIX apXMBHBLIX JOKYMEHTOB CO CBEAEHUSIMU, U3NOXEHHBIMY B 3anpoce, He
ABMNAETCA NPEensaTCTBUMEM [ONSA BKIIOYEHUS UX B apXMBHYHO CMPaBKy MpW YCMOBMM, €CNN COBNageHue BCex
OCTarnbHbIX CBEOEHUA HE Bbi3blBAET COMHEHWUIA B TOXOECTBEHHOCTU Nuua unm ¢akToB, O KOTOPbIX FOBOPUTCS B
apxvBHbIX JOKyMeHTax. B apxmBHoW cnpaBke 3T1 AaHHble BOCNIPON3BOAATCS TaK, Kak OHU U3MOXEHbl B apXMBHbIX
OOKYMEHTax, a pacxOXaeHusi, HecoBnageHMs N HETOYHble Ha3BaHWs, OTCYTCTBME MMEHU, OTYECTBa, MHMLMAMNoB
NN HanNuyne OOHOro U3 HUX OrOBapMBAIOTCA B TEKCTe crnpaBku B ckobkax ("Tak B gokymeHTe", "Tak B TekcTe
opurnHana").

CeegeHua o paboTte, ydyebe B HECKONbKMX OpraHusaumsix, ydeOHbIX 3aBeOeHUsIX BKIIYaloTCA B OAHY
apXuWBHYIO CrpaBKy.

B npvmMeyvaHnax no TEKCTY apXUBHOW CNpaBKu OroBapuBaroTCcst Hepa3bopUMBO HanMcaHHbIE, UCMPaBEHHbIE
aBTOpPOM, He noaJaroliMecss NPOYTEHUIO BCIEACTBME MOBPEXOEHUS TekcTa opurMHana Mecta ("Tak B TekcTe
opurnHana", "B TekcTe Hepa3bopumeo").

B Tekcte apXI/IBHOﬁ cnpaBkn He O0nyCcKakwTCA U3MEHEeHUA, UcnpaBlieHUA, KOMMEHTapuu, COOCTBEHHbIE
BbIBOAbl UCMOJTHUTENA NO COAEepPXXaHUK apXMUBHbIX OOKYMEHTOB, Ha OCHOBAaHUW KOTOPbIX COCTaBlieHa apXMBHadA
crnpaBka.

B koHLe apXxMBHOW CnpaBKku NPUBOASATCA apXUBHbIE LWNEPLI U HOMEPA NINCTOB eAUHUL, XPaHEHUS apXUBHbIX
OOKYMEHTOB, NevyaTHble U3aHns, UCMONb30BaBLUMECH Afsi COCTaBIEHWS apXMBHOW crnipaBku. B TekcTe apxuBHOM
CMpaBKM [OMycKaeTCs MPOCTaBMNEHWE apXMBHbIX LUMGPOB U HOMEPOB NUCTOB €AUHUL, XPaHEHUsI apXMBHbIX
[OKYMEHTOB cpa3y Mocre U3noXeHust Kaxaoro gakta unu cobbitus.

B apxuBHOW cnpaBke, obbem KOTOPOW MpeBblaeT OAWH JIUCT, FNUCTbl OOSMKHbl OblTb MPOLLUTHI,
NPOHYMEepOBaHbl 1 CKPeNnneHbl NevaTblo apxmea (4ns MyHUUMNANsHOro apxmea, He ABMSIOWErocs opuanyYeckum
MUOM, - NeyaTbio opraHa MECTHOrO CamOyrnpaBfeHus).

ApxvBHas cnpaBka, npegHasHadeHHas AONd UCnonb3oBaHuMa Ha TeppuTtopun Poccuiickon ®egepaumu,
noanucbIBaeTCs PYKOBOACTBOM apxvBa, W 3aBepseTcsd nevaTtbio apxuBa (4N8 MyHUUMNANbHOIO apxvBa, He
ABNSAOLLErocs pUANYECKMM NUMLOM, - MeYyaTbio OpraHa MeCTHOro camoynpasneHus). ApxuBHas crnpaska,
npegHasHaveHHasa Ans HanpasneHus 3a pybex, NoanucbiBaeTcs pyKOBOACTBOM apxuBa U 3aBepsieTcs repboBoi
neyaTblo (AN MyHUUMNANbHOIO apxmBa, He ABNSAIOLIErocs HPUAMYECKM NWLOM, - NevaTbio opraHa MeCTHOro
camoynpaBfieHuns).

(8 pea. Opukasza MuHkynbTypbl PO ot 16.02.2009 N 68)
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Mpy HeoGXOoAMMOCTU K apXMBHOW CrpaBKe MpuiaraloTCs KOMWU apXMBHBIX AOKYMEHTOB WIW BbINUCKUA U3
HUX, NOATBEpPXXAaloLNe CBEAEHNS, U3TOXKEHHbIE B apXUBHOM CrpaBKe.

ApxuBHble CnpaBku, Harnpasnsemble B rocygapctsa, noanucaslumne [aarckyto kouseHumto 1961 r., B
COOTBETCTBMM C KOTOPOW He TpebyeTcs KOHCynbCkas neranusauns oduumanbHbIX JOKYMEHTOB, 3aBEPSAHOTCH
NpoCTaBfEHMEM U 3aMOSIHEHNEM CneuunanbHOro wramna - anocTuns. Ha apxmBHbIX cnpaBkax NpoOCTaBnseTcsa U
3anonHsaeTcd Hagnexawmm obpa3om anocTuriib PYKOBOACTBOM BbILLECTOALLErO YMOSTHOMOYEHHOro OpraHa
WCNOSNHUTENBHOM BriacTM B cdepe apxuBHOro Aena. AnOCTUMb He NPOCTaBNAETCHA Ha apXMBHbIX CrpaBKax,
npegHasHayeHHbIX AOns HanpasfeHust B rocygapctBa, € KoTtopbiMu Poccunckaa ®epepaums 3akniouuna
JOroBOpbl O MPABOBOM MOMOLLUU 1 MPABOBbLIX OTHOLUEHMSX MO rpaX4aHCKUM, CEMENHBLIM U YrofoBHbIM AernaMm, a
Takke B rocygapcTtsa - ydactHukm CHIT, nognucaswme CornaweHve o npuHumnax n goopmax B3aMMogencTBms B
obnactn MCcrnonb30oBaHMS apXUBHOW MHAOPMaUUK, UMK C KOTOPbIMU UMEHTCA OBYCTOPOHHWE COrnalleHusi o
COoTpyaHun4yecTBe.

Mpu OTCYTCTBMM B apXMBE apXMBHbIX AOKYMEHTOB, HEOOXOAMMbIX AN UCMONHEHWUs 3anpoca, Ha GrnaHke
apxvBa COCTaBMsIETCA OTBET, NOATBEPXKAAKLLMIA HEMNOMHOTY COCTaBa apXMBHbIX AOKYMEHTOB MO TEMe 3anpoca.
Mpn HeOBXOANMMOCTN OTBET MOXET ObITh 3aBepeH repboBoK NevaTbHo.

B cny4yae OOKyMeHTalrlbHO noATBepXAEHHbIX CbaKTOB yTpaTbl apxXuBHbIX OOKYMEHTOB, coAepXallnx
3anpalimBaemMble CBeeHUA, apXMB BblAaeT CMNpaBKy Mo JaHHOMY BOMpPOCY, npu HeobxoQMMocCTn 3aBEepPEeHHYH
nevyaTtblo apxmBea.

5.9.2. B apxuBHOWM BbINUCKE Ha3BaHWE apXMBHOMO AOKYMEHTa, ero HoMep W gaTa BOCMpPOU3BOAATCS
MONHOCTbI0. /3BneYeHnsMn 13 TEKCTOB apXMBHbIX AOKYMEHTOB AOIMKHbI OblTb MCYepnaHbl BCE UMeELLMECH
AaHHble No 3anpocy. Hayano n KoHeL Kaxxgoro U3BneyveHusl, a Takke Nponyckn B TEKCTE apXMBHOIO AOKYMeHTa
OTAEerbHbIX COB 0603HAYaTCA MHOrOTOUMEM.

B npumevaHusix K TEKCTYy apXUBHOW BbINMUCKU AEenatoTCA COOTBETCTBYIOLLUME OrOBOPKM O 4YaCTAX TekcTa
opurMHana, HepasbopuMBO HanUcaHHbIX, UCMPaBMEHHbIX aBTOPOM, HE NOAAAlLUXCA MPOYTEHUIO BCIEACTBUE
noepexaeHus Tekcta u T.4. OTOenbHble CroBa W BbIPAXEHWs OpUIrMHana, Bbi3blBAlOLME COMHEHWUSI B WX
TOYHOCTW, oroBapuBaroTcs cnosamm "Tak B TekcTe opurnmHana", "Tak B gokymeHTe". [locne TekcTta apxvBHOW
BbIMMCKN YKa3bIBAKOTCH apXUBHbIA LWUINGP 1 HOMEPA NMCTOB €AMHULIbI XpaHEHUS apXMBHOMO AOKYMEHTA.

AyTeHTI/I‘-IHOCTb BblaHHbIX MO 3anpocCaM apxXMBHbIX BbIMACOK yOOCTOBEpPAETCA NnoAnnCbio pyKoBOOUTENA
apxmea UM yNnoNmMHOMOYEHHOro AOJIKHOCTHOINoO nuvua M nevyaTtbo apxuea (D,J'IFI MyHUUMNANbHONoO apxmBa, He
ABndolerocd ropnan4eckmm nmuom, - nevyaTtbio opraHa MecTtHOro camoynpaBneHMﬂ).

5.9.3. Ha obopoTe kaxgoro nimcta apxvMBHOM KONUWM NPOCTaBNATCA apXMBHbIE LWNMPLI 1 HOMEpa fIMCTOB
eaVHUL, XpaHeHNs1 apXMBHOIO AOKYMeHTa. Bce nucTbl apxMBHOW KOMWM CKPEMMSATCA U Ha MeCcTe CKpenneHus
3aBepsIOTCA MevyaTbld apxvMBa W MOAMUCLID €ro PYKOBOAMTENS UMM YNONHOMOYEHHOrO AOIMKHOCTHOrO nuua.
ApxvBHas Konusl, NpegHa3HauYeHHasi ANnsi HanpasneHns 3a pybex, 3aBepsieTcs repboBoOM NevaTbio Y NOAMNUCHIO
PYKOBOAUTENSI apXuBa.

5.10. ApxmBHas cnpaska (npunoxeHve N 13), apxuBHas BbINUCKa, apXMBHas KOMUSA M OTBETbI HA 3anpochl
BbICbINAKTCA MO NOYTE NPOCTBIMU NMMCbMaMMU.

ApxuBHas cnpaBka, apxXuBHasli BbIMMCKA W apxuBHasi KOMWs, MpedHasHayYeHHble A5 HanpaBreHusi B
rocygapcrtBa - ydactHukm CHI, Bkniovas oTBeTbl 06 OTCYTCTBUM 3anpallMBaeMblX CBEOEHWUN, BbICbINaTCA
apXxvMBOM HernocpeacTBEHHO B agpeca 3asdBuTenen.

ApxuBHasi crnpaBka, apxuBHasi BbIMUCKA W apxXvMBHas KOMWS, NpPefHasHa4YeHHble ANs HanpaBneHus B
rocygapctea, He sensitowmecs yqactHmkamm CHI, Bkntoyasi otBeTbl 06 OTCYTCTBMM 3anpallnmBaemMblX CBeOeHUN,
0hOpMNATCA M BMECTE C 3anpocamMu (aHKeTamu, fUYHbIMK 3asiBNEHMSIMU U T.M.) HanpaBnsitoTCsl apXUBOM B
COOTBETCTBYOLWNIA heaepanbHbI OpraH UCMONTHUTENbHOW BNAcTh B YCTAHOBIIEHHOM MOPSiAKe.

ApxvBHasi cripaBka, apXvMBHasi BbINCKa 1 apXMBHas KONWUS B Crlyvae NIMYHOro obpalleHns rpaxaaHuHa unm
€ro [JOBEPEHHOro nvua B apxvMB BblOAOTCA €My MNoA pacnucky Mpu npeobsBreHMM nacrnopta WM MHOro
yOOCTOBEPSAIOWEro OOKYMEHTA; [OBEPEHHOMY 5vuy - MpU MNpeabsBreHUUM O0BEPEHHOCTU, OOPMIIEHHON B
ycTaHOBINEeHHOM nopsigke. Monyyatenb apxXmBHOWM CNpaBKU U apXUBHOW BbIMWUCKM pacrnvCcbiBAeTCs Ha UX KOMUAX
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KOMMJIEKTOBAHMU...

nnn Ha 060p0Te conpoBoaguTesibHOro nN1McbmMa K HAM, yKasblBad gaty Ux rnojiy4yeHu4.

3aBepeHHa;| anocTunemM apxmBHaa CrnpaBka, apXmBHaaA BbIMUCKa U apXuBHaA KOMMa B Cllydae JMMYHOro
o6pau.|,eH|/|9| rpaxgaHnHa mnm ero OBepeHHOro nuua B apXmB BblAAOTCA €My Ha PykKu npu npeabABleHUU
KBUTaAHUUKN 06 ynnarte FocyﬂapCTBeHHOVI NOLWITNHBbI 3a NpocTaBJieHNEe anoCTUnA.

Bo3Bpau.|,eHv|e NOANMMHHUKOB apXUBHbIX OOKYMEHTOB

5.11. Mo NCbMEHHLIM 3asIBIIEHNSIM C pa3peLLeHnsl PyKOBOAMTENS apxvMBa peabunutnpoBaHHble nuua n nx
HacnegHVKM WMEKT MpaBO Ha MNOJIyYEHUE MOANMHHUKOB COXPAHMBLUMXCA B MNPEKPALLEHHbLIX YrONOBHbLIX M
aOMUHUCTPATUBHBIX, a Takke (UNbTPALUMOHHO-NMPOBEPOYHbIX Aenax apXMBHbIX [OOKYMEHTOB TBOPYECKOro
Xapaktepa - pykonucen, dotorpadui, nucem M ApYrmx JMYHbIX OOKYMEHTOB (3@ MCKMHOYEHWEM MNacrnopToB,
BOEHHbIX OuneToB, CcnyxebHblX YOOCTOBEPEHWA W  ApYrMX apXuBHbIX OOKYMEHTOB  odhmumnansHoro
NPOUCXOXAEHUS).

M0 NUCbMEHHBIM 3asiBfIEHUSIM C pas3pelweHna pykoBoOAUTENA apxuBa rpaxgaHe WMMerT MnpaBoO Ha
nony4eHme coxpaHmBLLUNXCA B apXxuBe NoarIMHHUKOB COBCTBEHHbIX TPYAOBbIX KHUXEK.

C wusbimaeMbix APXMBHbIX OOKYMEHTOB AenakTCAd KOnuu, KOTopble np|/|o6u.|,a+0Tc;| K genam. Usbatue
APXUBHbIX OOKYMEHTOB, a TaKke MX 3aMeHa Ha KOMUM OTpaXakTCd B JINCTaX-3aBepuUTendx gen, B onucax nen,
OOKYMEHTOB.

Bosspau.l,eHme APXMUBHbIX OOKYMEHTOB o¢)op|v|n;|eTc;| aKkToM 00 usbATUN K3 gen YKa3aHHbIX JOKYMEHTOB.
AKT n apyrme OOKYMEHTbl, Ha OCHOBaHUM KOTOPbIX MNpou3BeneHO BO3BpalleHUEe apXuBHbIX OOKYMEHTOB, U
pacnucka nuua, nonyvymellero nx Ha pyku, BKIO4YarTCA B AEN10 CbOHD,a.

O6cnyxvBaHne Nonb3oBaTenen B Y4ATanbHOM 3arne

5.12. Ina obcnyxuBaHns Nonb3oBaTernen B apxmBax AEWCTBYIOT YMTanbHbIA 3arn, NPOCMOTPOBLIM 3arl,
KOMHaTa npocnywmBaHusi pOHOLOKYMEHTOB CO crieumarnbHbiM obopyaoBaHMeMm Ans paboT ¢ MMKPOKONUAMM
apXMBHbIX OOKYMEHTOB, ayauMOBM3yanbHbIMW W 3MEKTPOHHbIMU AOKyMeHTamu. [lpu OTCyTCTBMM chieumanbHo
BblJEMEeHHOro MomelleHns obcnyxumBaHWe nofb3oBaTtenien Npou3BoauTcA B paboyeri KOMHaTe apxuBa nof
KOHTpONeM COTpYAHUKA apxuBa.

Mopsigok paboTbl Nonb3oBaTenen ¢ apXUBHLIMU OOKYMEHTaMW B YMTaNbHOM 3are apxvBa, UX MpasBa M
00513aHHOCTM omnpefensaTca npaBunamMmu paboTbl MOMb3oBaTenen B 4YMTanbHbIX 3anax apxuBoB Poccuickom
depepaumu, yTBEpKAAEMbIMU CMELMANIBHO YNOSTHOMOYEHHbIM dhedeparibHbIM OPraHoOM UCMOSTHUTENBHOW BNacTu
B cdepe apxuBHOro pgena. ApxmB 00si3aH O3HAKOMWUTb MOfb3oBaTesfie ¢ 3TMMKM NpaBunamu. Mcxoas us
KOHKPETHbIX BO3MO>XHOCTEN O6CJ‘Iy>KI/IBaHVIF| nonb3oBaTenen apXmB MOXeT yCTaHaB1MBaTb O4epeHOCTb U BpeEMA
noceweHna nMn YntTanbHOro 3ana.

B cnyyadx XxuWeHus unu NOBPEXAEHWS Monb3oBaTerieM apXMBHbIX [AOKYMEHTOB, TEeXHWYECKOro
obopyaoBaHMsa 1 nMyLLecTBa apxme obpallaeTcs ¢ COOTBETCTBYIOLUMM 3as8BlIEHWEM B OpraH BHYTPEHHMX Aern no
MECTY pacronoXeHWs apxuBa, NpUHUMaeT Apyrme Mepbl K BO3MeLleHuio yulepba B COOTBETCTBUMM C
3akoHogaTenbcTBOM Poccuinckon egepaumn.

5.13. lNo 3aka3am nonb3oBaTenen ¢ y4eToM TEXHUYECKUX BO3MOXHOCTEN apXmMBa U3roTaBnNmBalTCS KOMuu
apXMBHbIX [OOKYMEHTOB: KCEPOKOMWM, MUKpOKONuW, OTOOTNEYaTkn, KUHOKOMUKM, BUOEOKOMWM, KOMUK
(POHOOOKYMEHTOB, @ TakKe KOMUWN Ha SNEKTPOHHbIX HOCUTENSX.

He npownssoguTca konupoBaHue AOKyMeHTOB ApxuBHoro poHaa Poccuiickon ®efepauun, Haxoasawmxcs B
HeyOoBMEeTBOPUTENBHOM (PU3NYECKOM COCTOAHMM.

KonupoBaHne apxvMBHbIX [OOKYMEHTOB  OrpaHW4EeHHOrOo AOCTyna (CEeKpeTHbIX U coaepXallmx
KOHbuAeHUManbHyo NHopMaLmio) NPON3BOANTCS B YCTAHOBINIEHHOM MOPSAKE.

nOpH,Cl,OK BbIMNOJ/IHEHNA 3aKa3oB Ha KonupoBaHue, B TOM 4uUcCne ob0bembl KOnnpoBaHUa apXmBHbIX
OOKYMEHTOB, HGOI'Iy6J'II/IKOBaHHbIX onucen gen, OOKYMEHTOB, APpYIrnX apXmBHbIX CMpaBOYHO-NMONCKOBbLIX CpeacTB U
0a3 [aHHbIX, CTOMMOCTb W3roTOBMNEHUSI KOMUA WU nopAaAoK pacyeToB 3a WX U3roToBlIeHWE onpenendarTcAa
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PYKOBOACTBOM apxumBa.

Ha konuu apxvBHOro OOKYMeEHTa, M3rOTOBNEHHOM MO 3aka3y nonb30oBaTensd, apXuB yKasbiBaeT apXVBHbIV
Wwndp 1 HoMepa NICTOB €AMHULbI XPAaHEHWUS] apXMBHOTO AOKyMeHTa. Mpu odhopMAeHUn KOnMn paccekpedeHHoro
ApPXUBHOTO JOKYMEHTa Ha JMLEBOW CTOPOHE B NMPaBOM BEPXHEM Yrily MEpBOro U NOCNEAHEro NMCTOB KOMuUn
npoctaensieTcs wTamn "PaccekpedeHo". [Mpu HeoBGXO0AMMOCTU AaHHbIM LWTaMn MNPOCTaBsETCS Ha NUUEBOW
CTOpPOHE BCEX JTIMCTOB KOMWUU pacCEeKpPevYEeHHOro apXmMBHOIO JOKYMEHTa.

Konuwu APXUBHbIX OOKYMEHTOB BbIOAKTCA MOJSib3oOBaTendaM, UX OOBEepPEeHHbIM InnuamMm unm MoryTt ObITb
BbICJ1aHbl MO YKa3aHHbIM afpecam.

Y4yeT 3aka3oB Ha KonvpoBaHne BedeTcs Ha ByMaHOM HOCUTENEe UnNn B aBTOMaTU3MpoOBaHHON hopme.

MHnumnaTtnBHOE MHPOPMMpPOBaHME NOMb30BaTENEN.
MoproToBKa BbICTABOK M MNyGnMKaLMIN apXMBHbBIX JOKYMEHTOB

5.14. VlHmumatmBHOE MH(OPMUPOBAHME rOCY4APCTBEHHBIX OPraHoB, OPraHOB MECTHOrO CaMoynpaBrieHus,
opraHusauMm n rpaxgaH OCyLLeCTBMASeTca NyTeMm HanpasneHus UM MHAPOPMALMOHHBLIX MUCEM WU OPYrnX
NHOPMALMOHHBIX JOKYMEHTOB.

5.15. Apx1B opraHu3yeT NoAroToBKYy U NPoOBeAeHNe BbICTABOK apXMBHbIX JOKYMEHTOB CAMOCTOSITENbHO M
COBMECTHO C APYrIMUW apXUBammn 1 OpraHmU3aLmnsamu.

[1ns noaroToBKM BbICTaBKK APXUBHbIX OOKYMEHTOB paapa6aTb|Bal0Tc;| TemMaTU4eckuin nnaH (KOHLl,eFILI,VIS'-I) n
TEMaTUKO-3KCNO3NLMOHHBIM NfiaH. Ha ocHoBe TeMaTu4eckoro nnaHa NPOBOAATCA BbldABIIEHNE U 0T60p APXUBHbIX
OOKYMEHTOB, WIJIOCTPATUBHBIX U WHbIX MaTepuanos. B TemMaTuKO-3KCNO3ULMOHHBLIA MfaH BKAYaeTcs
aHHOTI/IpOBaHHbII7I nepeyeHb OT06paHHbIX Aana 3KCNOHMPOBaHUA apXMBHbIX OOKYMEHTOB, WIKOCTPATUBHBLIX U
MHbIX MaTepuanoB, CUCTEeMaTU3NPOBaAHHbIX B COOTBETCTBUN C pa3feiaMun BbiICTaBKU, C yKadaHUEM NUX pa3MepoB U
nopAagka pasMelleHna Ha CcTteHgax WM B BUTPUHAX. Bce 0TO6paHHbIe ana 3KCNoHUMpoBaHUA apXUBHbIE
OOKYMEeHTbl U Apyrme martepuanbl aHHOTUPYKOTCA. K MHOA3bIYHLIM mMmatepuanam npu HeobxoQMMOCTW OaeTcs
nepesoa Unu pasBepHyTad aHHOTaUuuA coaepXKaHus.

OTBETCTBEHHLIMK 3a COXPaHHOCTb apXMBHbIX OOKYMEHTOB ABMAKTCA OpPraHuU3aToOpbl BbICTaBKWU. ApXVIB,
I'IpeD,CTaBI/IBLIJMVI adpXmnBHble OOKYMEHTbI OA5A BbICTaBKU, obecneunBaeT KOHTPOIb 3a cobntogeHnem Tpe6OBaHI/IIZ
obecneyeHust COXPaHHOCTUN OOKYMEHTOB Mpn 3KCNOHNPOBaHUN.

CTtpaxoBaHue apxuBHbIX OOKYMEHTOB M OGOpMIIEHME UX BPEMEHHOrO BbiBO3a 3a npegensl Poccunckomn
degepaumun onsa 3KCNOHNPOBAHUSA NPOBOAATCH B yCTAHOBNEHHOM nopsgke (cm. nn. 2.11.14, 2.11.15).

5.16. I'IpM noaroToBke r|y6m4|<au,l/||7| AdPXUBHbIX OOKYMEHTOB apXMB PYKOBOACTBYETCA Hay4YHbIMU NpaBuiiamMu
n3gaHna NCTOPUYECKNX JOKYMEHTOB.

Tunbl (HayYHbIA, Hay4YHO-MONYNSAPHbIN M y4ebHbIA) U BuAbl (NodoHOoBas, TemMaTudeckas Wnu Aap.)
nybnukauui apxvMBHbIX [JOKYMEHTOB OMpPeaenslTca WX UeneBblM Ha3HadeHueMm, cneundukon otbopa
NCTOYHUKOB, MPUEMOB Nepeaayn TeKCTa apXmBHbIX JOKYMEHTOB 1 coctaBomM HCA K HUM.

dopmbl NyGrMKaLumMm apxXmBHbIX JOKYMEHTOB:

neyaTtHas: cepus, cbopHuK, anbbom, BykneT, nnakaT, nyGnukaumsa B CpeAcTBax MaccoBow MHGopMaLmy;

nybnukauusa Ha NANeHOYHbIX HOCUTENSAX: MUKPOMUIIbM, MUKPOULLIA;

3MeKTPOHHas: rmnepTekcT, MynbTumeana, 6asa 4aHHbIX.

ApxvB OCyLLeCTBNAET Meponpuatua no obecnevyeHnto HayyHo-uccneaoBaTenbCkuX U TEXHUYECKUX
MpoLLecCcoB MOArOTOBKM AOKYMEHTanbHbIX nyGnukauuin: dopmypoBaHmMe pefakLMOoHHOW KOMmneruu, KomnnekTnea

COCTaBUTENEN, COCTaBleHne OpraHn3aunoHHO-MeTOoONYEeCKNX  OOKYMEHTOB, 3aknk4deHne goroeopa C
3anHTepecoBaHHbIMM OpraHn3aumnamMm n n3gatenbCcrBamm n T.1.
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[JokymeHT npegoctasneH KoHcynbTaHTINOC

"06 yTBepxaeHuu MpaBun opraHn3aumMmn XpaHeHus,

KOMMJIEKTOBAHMU...

[ata coxpaHeHus: 06.08.2018

MoaroToBrneHHas U OTPeAaKTMPOBaHHAsi PYKOMUCh MPOXOAUT BHYTPEHHEE W BHELLUHEE peLeH3MpoBaHue U
obcyxgaeTcs Hay4YHo-coBeLlaTenbHbLIM OpraHoM apxuea, obnagaloLwmmM NpaBoM PeKOMEH0BaTL ee K M3AaHuHo.

PYKOH UCb cuUYNTaeTCs MOAroTOBNEHHON,

ecnn B COOTBETCTBMM C YCTaAHOBJI€HHbLIMU Tpe6OBaHMﬂMI/I

JopaboTaHa NO 3aMeyaHusAM peLeH3eHTOB W uToraM oOCyXOeHWss W yTBepkaeHa B neyaTtb. Pykonucu
MEXaPXMBHbIX U34aHWI NPeaCTaBNSIOTCA PEAKONIIErv Ha PacCMOTPEHNE U YTBEPXKAEHME K U30aHUI0 FOJIOBHOM

opraHusaumen.

C wnspaTenbCTBOM 3akno4aeTcs 0orosop, B KOTOpOM npeanycMaTtpuBakTCA MpaBa U 06s13aHHOCTH

n3aartesnibCTea U 3aKa34dnka (apXVIBa).

5.17. ApxvB OCyLLEeCTBMSET y4eT MCNOMb30BaHNA apXMBHbIX LOKYMEHTOB Ha OyMaxXHOM HocuTene wunu B

3NEKTPOHHON hopme.

CnnCcoK M3MEHSIIOLLINX JOKYMEHTOB

(B peq. MNpukaza MuHkyneTypbl P® ot 16.02.2009 N 68)

(Haz3BaHMe apxusa)

Mpunoxexue N 1
knn. 2.11.5,2.11.7.2,
3.7.2,4.31

AKT YTBEPXIAI
N IupexTOop
(maTa) (HaBsBaHMEe apxuBa)

O HEMCIPAaBUMBIX [NOBPEXIOEeHUAX [Mopnuce PacumppoBra

APXMUBHBIX IOKYMEHTOB IOANMUCK
HaTa
QoHnm N

HasBaHue odoHma

B boHme oOOHapPyXeHB eIOMHMUBE XPaHEeHMS, I[IPM3HAHHBEE HEUCIPaBMMO

[IOBPEXIEHHEMU
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(pea. ot 16.02.2009) JokyMeHT npepoctasrneH KoHcynbTaHTlnroc
"O6 yTBepXaeHUM MpaBui opraHM3aLmnmn XpaHeHUs!, KOMMIEKTOBAHMU. .. HAata coxpanenns: 06.08.2018
Nn/n| Homep Homep 3aronoBok KpanHne Konu4yectBo nmcToB (Bpems CyLwHoCTb 1
onucu en. xp. | noBpexgeHHoWm ef. aarbl 3ByYaHusi, METPaX) NPUYMHBI
Xp. noBpexaeHns
1 2 3 4 5 6 7
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(pea. ot 16.02.2009)

"06 yTBepxaeHuu MpaBun opraHn3aumMmn XpaHeHus,
KOMMMEKTOBAHM...

[JokymeHT npegoctasneH KoHcynbTaHTINOC

[ata coxpaHeHus: 06.08.2018

Toro OOHAPYXEHO HEMCIPaBMMO I[IOBPEXIEHHEIX en. xp.
(umbpamm
¥ NPONMCH)

B3aBenynoumy OTIOeJIOM

(momnuce, pacumdporka NOIANUCHK)

3apelyolMy apXMBOXPAaHUIINIIEM

(momnmuce, pacumdpoBka NOLOMNMUCH)

HepeqmcneHHHe APXMBHBIE OOKYMEHTEHEI IIOoIJieXaT CIIMCaHMIO BBUIOY

OKCIEePTH :
(HaMMeHOBaHME IOOJIKHOCTEM 3KCIEePTOB, IOIANMUCH,
pacumrppoBKa HOANMCEM, IaTa)
(N m mara npukasa PYKOBOOMTEJIA apxuBa O CHATUM HEUCIPaBUMO

IOBPEXIEHHBIX APXMBHEIX IOKYMEHTOB C yueTa)
VI3aMeHeHVsa B YyUYeTHble IOKYMEHTE BHECEHE
HammveHOBaHME

OOJDKHOCTU

paboTHMKA [Nopnuce PacumppoBKa MIOONUCHU

IlaTa

<Dopma aKTa O HeucnpaBMMbIX NOBPEXAEHUAX apXUBHbIX JOKYMEHTOB

CnmncokK N3MEeHSLLNX JOKYMEHTOB
(B peq. MNpukaza MuHkynbeTypbl P® ot 16.02.2009 N 68)

(Ha3BaHMe apxusa)

AKT YTBEPXIA
N IupexTop

(maTa) (HaBsBaHMEe apxuBa)
O HeOOHapyXEeHMM apXUBHBIX [Nomnuce PacumppoBra
IOOKYMEHTOB, IIyTU PO3HCKa IOONUCHK
KOTOPEIX MCUEepPIlaHE HaTa

®oHm N

B pesynbTare YCTaHOBJIEHO OTCYTCTBUE B QOoHOE
[IePEeUMCIIEHHBIX HIDKE aPXMBHBIX OOKYMEHTOB. I[IpeINpUHATEE apxXMUBOM

MEPEL I10 POSBEICKY IIOJIOXMTEJIbHEIX pe3ynpTaTOR HEe OajiiM, B CBA3UM C 4UeM
cymMTaeM BO3MOXHEIM CHATbB C ydeTa:

dopmart A4 (210 x 297)

Mpunoxexne N 2
knn. 2.11.5,3.7.2

KoHcynbTaHTINOC
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(pea. ot 16.02.2009)
. [JokymeHT npegoctasneH KoHcynbTaHTINOC
06 yTBepxaeHuu MpaBun opraHn3aLnn XpaHeHus, [laTa CoxpaHenus: 06.08.2018
KOMIMJIEKTOBAHM...
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Mpukas MuHkyneTypbl PO o1 18.01.2007 N 19
(pea. ot 16.02.2009)
"06 yTBepxxaeHun MNpaBui opraHn3aumm XpaHeHusl, KOMMIEKTOBaHM. ..

[okymeHT npepnoctasneH KoncynbTaHTtAOC
[aTta coxpaHeHusi: 06.08.2018

N n/n Homep Homep 3aronoBok eq. | KpaiHue pgatol KonnyectBo nuctos MNpegnonaraemole
onucu eq. xp. Xp. (Bpems 3By4vaHwus, NPUYUHBI OTCYTCTBUA
MeTpax)
1 2 3 4 5 6 7
Toro en. xp.

ConepmaHme YTPadYEeHHEX AapXMBHEIX IOKYMEHTOB MOXET
BOCIIOJIHEHO CcClienymoumyMm e1.

(UMbpamMy ¥ TPONMUCHIO)

Xp.:

OBITH YaCTUUYHO

dopma akTa 0 HeoBHapPYXEHUN apXUBHbLIX AOKYMEHTOB,

KoHcynbTaHTINOC

Hape)XHas npaBoBas noaaepXKa
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Mpuka3 MuHkynbTYpbl PO oT 18.01.2007 N 19

(pea. ot 16.02.2009)
"06 n [JokymeHT npegoctasneH KoHcynbTaHTINOC
yTBEPXAEHUU [1paBui opraHm3auumn XpaHeHus, [lata coxpaHenus: 06.08.2018

KOMMJIEKTOBAHMU...

NyTN PO3bICKa KOTOPbIX NCHepMnaHbl

dopmat Ad (210 x 297)

BaBenyomull OTIeJIOM [Noonmuce PacumppoBka HOONMCHK
BaBenyouMM apxmMBOxXpaHuUIMmeMm Illognmce Pacumrpporka NOINMCH
T'slaBHEIM XpaHUTEJb [Noonmuce Pacumpporka NOIONMCH

(N 1 pmaTa npukasza PyKOBOOMTENSd apxuBa O CHATUM C

ydyeTa HeOOHapPyXEeHHEIX apXMBHBIX IOOKYMEHTOB, IIyTHU
PO3EICKa KOTOPEIX MCUEepPIlaHH)

VIsMeHeHVSa B ydeTHBEe NOOKYMEHTE BHECEHEL

HammeHOBaHUE

IOOJIKHOCTM

paboTHMKA Nognuce PacumppoBka HOONMCK

IlaTa

CDopma akTta o Heo6Hapy>|<eH|/|v| APXUBHbIX JOKYMEHTOB,
ﬂyTMpO3HCKaKOTOpHXMCHepﬂaHH(ﬂpOﬂOﬂerMe)

dopmat A4 (210 x 297)

Mpunoxexne N 3
knn. 2.11.8, 2.11.10, 3.4.1,
3.5.6,3.7.13,5.51

JMCT-3ABEPUTEJIL OEJIA

B meyie mommmMTO M NPOHYMEPOBAaHO JIMCTOB
(uMdpamMy U IPOMMCHI)

c N no N

B TOM UMCIIE:
JIITEPHEIE HOMEpa JIMCTOB
IIPONIYyUWEHHBIE HOMEpa JIMCTOB

+ JIMCTOB BHyTpeHHeﬁ onncu

KoHcynbTaHTINOC
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Mpukas MuHkyneTypbl PO o1 18.01.2007 N 19
(pea. ot 16.02.2009)
"06 yTBepxxaeHun MNpaBui opraHn3aumm XpaHeHusl, KOMMIEKTOBaHM. ..

[okymeHT npepnoctasneH KoncynbTaHTtAOC
[aTta coxpaHeHusi: 06.08.2018

OcobeHHOCTM hU3N4ECKOro COCTOSAHUSA 1 hopMUpPOBaHUS Aena Homepa nnctos
1 2
HamMeHOBaHMe
IOOJIKHOCTM
paboTHMKA IlNoonuce PacumppoBka nomnmcu
IaTa

dopma nucta-3aBepuTens gena

Cnuncok n3MeHsIILWUX AOKYMEHTOB
(B peq. MNpukaza MuHkynbTypbl P® o1 16.02.2009 N 68)

(HazBaHMe apxuBa)

JIMCT MCIIOJIb3OBAHNA
APXVBHHX IOKYMEHTOB

donng N Onmce N Oesio N

3aroJIoBOK neja

dopmat Ad (210 x 297)

Mpunoxexue N 4
knn.2.11.10

KoHcynbTaHTINOC

Hape)XHas npaBoBas noaaepXKa
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Mpukas MuHkyneTypbl PO o1 18.01.2007 N 19
(pea. ot 16.02.2009)
"06 yTBepxxaeHun MNpaBui opraHn3aumm XpaHeHusl, KOMMIEKTOBaHM. ..

[okymeHT npepnoctasneH KoncynbTaHTtAOC

[aTta coxpaHeHusi: 06.08.2018

HaTta Komy BblgaHo Xapaktep 1cnonb3oBaHUs Homepa Mognuck nuua,
MCMONb30BaHN |  amMunus, nHMUMan.bl (konupoBaHwue, BbIMUCKM, MCMNOMb30BaHHbLIX | WCNOMb30BaBLUEro 4eno
A (pa3bopunBo) npoCMOTp 1 ap.) nucToB
1 2 3 4 5
dopma nncra ncrnonb3oBaHNSA apXMBHbIX JOKYMEHTOB
dopmat A4 (210 x 297)
Mpunoxexne N 5
knn. 3.4.1, 3.5.2, 3.7.11
Cnuncok N3MeHSIIOLLNX AOKYMEHTOB
(B pea. Opukasza MuHkynbTypbl PO ot 16.02.2009 N 68)
KHUTA YUETA MOCTYIJIEHMIA IOKYMEHTOB
N n/n Hata HanmeHoBaHue HanmeHoBaHue, | HasaHue logbl Kon-Bo en. KpaTtkas Homep coHaa, MNpumeyaH
NOCTYNMEeHN opraHusaumm HoMep 1 faTa doHaa | AOKYMEHT Xp. Unu XapakTepucTu NMPUCBOEHHbIN nsi
5 (dpamunus, [OKyMeHTa, no oB HEOMNMCaHHbIX | Ka COCTOSIHMSA NOCTYNMBLUMM
WHMLManbl 1ua), oT | KOTOpOMY NPUHATHI OOKYMEHTOB OOKYMeHTaMm Mo
KOTOPOW NOCTYNUIM OOKYMEHTHI (nmcToB) cnucky ¢poHaoB
OOKYMEHTHI
1 2 3 4 5 6 8 9 10
KoHcynbTaHTINOC

Hape)XHas npaBoBas noaaepXKa
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Mpuka3 MuHkynbTYpbl PO oT 18.01.2007 N 19

(pea. ot 16.02.2009) [JokymeHT npepoctasneH KoHcynbtauTII0C

"06 yTBepxaeHuu MpaBun opraHn3aumMmn XpaHeHus, [laTa coxparenyts: 06.08.2018
KOMMMEKTOBAHM...
VTOTO MNOCTYNWJIO 3a Ton en. xp.

(undpamMm M IIPONUCHIO)
(IOKYMEeHTOB, JIMCTORB)

B TOM umcje <*>:

HammMeHOBaHMe
IOOJDKHOCTU
paboTHMKA oponuce PacumppoBka MNOONUCK

IlaTa

<*> [lonyckaeTcs BedeHUe eanHOM KHUMM yyeTa NOCTYNNEeHW Ha AOKYMEHTbI BCEX BUAOB C yKasaHUMEM UX
06BHEMOB B UTOrOBOW 3arnmncu.

dopma KHUMM yyeTa NOCTYNNEHNN AOKYMEHTOB

dopmart A3 (420 x 297)

Mpunoxexne N 6
knn.3.4.1,3.5.3,
3.7.1,3.7.11,3.7.12

CIIMCOK ©OHIOB

KoHcynbTaHTINOC
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Mpukas MuHkyneTypbl PO o1 18.01.2007 N 19
(pea. ot 16.02.2009)
"06 yTBepxxaeHun MNpaBui opraHn3aumm XpaHeHusl, KOMMIEKTOBaHM. ..

[okymeHT npepnoctasneH KoncynbTaHTtAOC

[aTta coxpaHeHusi: 06.08.2018

Homep doHaa [ata nepsoro HassaHwne poHaa OTtmeTKa 0 BbIObLITUN MpumeyaHus
NnoCcTynneHna
1 2 3 4 5

Wroro Ha 01.01.... 1. boHIOB
(umdpamMm ¥ OPONMUCHIO)

B T.4. NOCTYyOMJIO 3a .. T. boHIOB
(umdpamMm M IPONUCHI)

BBEIOBIJIO B3 v e v e v v .. . boHIOB

(umdpamMm M IPONUCHIO)

HammeHOBaHUE
JOJIXXHOCTMU
paboTHMKA Iognmuce PacumppoBka NOONUCHK
IlaTa
dopma cnmcka poHaoB
dopmat A4 (210 x 297)
Mpunoxexne N 7
knn. 3.4.1, 3.5.6,
3.7.13,5.5.1
Cnncok N3MEHSIOLLNX AOKYMEHTOB
(B pea. MNpukasza MuHkynbTypbl PO ot 16.02.2009 N 68)
YTBEPXIEHO
IlpoTokon 3IIK
(HaMMeHOBaHME YIIOJIHOMOYEHHOT'O oOpTraHa
KoucyanaHTnmoc www.consultant.ru CrpaHuua 78 n3 91
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Mpukas MuHkyneTypbl PO o1 18.01.2007 N 19

(pen. ot 16.02.2009)

"06 yTBepxxaeHun MNpaBui opraHn3aumm XpaHeHusl, KOMMIEKTOBaHM. ..

[okymeHT npepnoctasneH KoncynbTaHTtAOC
[aTta coxpaHeHusi: 06.08.2018

UCIIOJIHUTEJILHOM BJIaCTU CyObekTa PocCCcumckom

denmepauum B obnacTu APXMBHOT'O IerJia,

bemepalJIbHOT'O T'OCYIapPCTBEHHOT'O apxuBa)

oT N
N n/n | [JenonponsBofCTBEHHbIE 3aronoBok gena KpanHne KonuyectBo MpumeyaHus
WMHOEKCbI U1 HoMepa Mo nathl nucToB
cTapon onucu
1 2 3 4 5 6

B omnmce BHeceHO

(umdpamMm M OPONUCHIO)

e

c N no N

HamMeHOBaHMe

IOOJIKHOCTM

COCTaBmUTEJIaA OIINCU Ilognuce PaCLLII/IQ)pOBKa nmognmcum

BaBenynimmi OTIOEJIOM

(apXMBOXPAHUIIMIIEM ) Ilognuce PacumppoBKa MNOOIUCK

HaTa

dopma onucu <*> gen NOCTOAHHOIro XpaHeHUs, COCTaBEHHON
B apxuBe
®dopmart A4 (210 x 297)
KoHcynbTaHTINOC
www.consultant.ru
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Mpuka3 MuHkynbTYpbl PO oT 18.01.2007 N 19
(pea. ot 16.02.2009)

"06 yTBepxaeHuu MpaBun opraHn3aumMmn XpaHeHus,
KOMMMEKTOBAHM...

[JokymeHT npegoctasneH KoHcynbTaHTINOC
[ata coxpaHeHus: 06.08.2018

<*> K onucuy coctaBnsieTcs TUTYIbHbIA MXCT.

Mpunoxexune N 8
knn. 3.4.1, 3.5.6,
3.7.13,5.51
Cnu1CcoK U3MEHSIIOLLIMX JOKYMEHTOB
(B pea. MNpukaza MuHkynbeTypbl P® ot 16.02.2009 N 68)
(HaMMeHOBaHMe OopTaHM3alLuM)
YTBEPXIAI
HammMmeHoOBaHMEe IOJIDKHOCTU
‘DOH,IL N PYKOBOIUTEJIA OpPIaHM3alUM
OIICH N [ognuce PacumppoBra
rnonorncum
OeJl IIOCTOAHHOT'O XPaHEeHMA
IaTa
3a ron:
KOHCYH bTaHTInroC www.consultant.ru CrtpaHmua 80 m3 91
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Mpukas MuHkyneTypbl PO o1 18.01.2007 N 19
(pea. ot 16.02.2009)
"06 yTBepxxaeHun MNpaBui opraHn3aumm XpaHeHusl, KOMMIEKTOBaHM. ..

[okymeHT npepnoctasneH KoncynbTaHTtAOC
[aTta coxpaHeHusi: 06.08.2018

N n/n NHpekec 3aronoBok gena KpaiHue patbl KonnyectBo nucrtos MNpumeyaHus
aena
1 2 3 4 5 6
KoHcynbTaHTINOC

Hape)XHas npaBoBas noaaepXKa
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Mpuka3 MuHkynbTYpbl PO oT 18.01.2007 N 19
(pea. ot 16.02.2009)

OKyMeHT npepnoctasneH KoHcynbtautlnoc
"06 yTBepxaeHuu MpaBun opraHn3aumMmn XpaHeHus, Aoky peR Y.

KOMMJIEKTOBAHMU...

[ata coxpaHeHus: 06.08.2018

B IaHHHEM pasnesl ONMCU BHECEHO nen
(umdpamMy ¥ NPONUCHI)
c N no N , B TOM 4YMCJIIe:
JIMTEPHEIE HOMepa:
NPOINyHNeHHEEe HOMEepPa:
HamMeHOBaHME IOJDKHOCTU
COCTaBUTEJIA ONNUCHU omnmce Pacumdpporka MNOONMUCK
3aBenyommii apxXUBOM
OopraHM3almnmn [Mopnuce PacumppoBKra MIOONUCHU
IlaTa
COTJIACOBAHO YTBEPXIEHO
[Iporoxosn L3K (3K) [IpoTokosn 3K
(HaMMeHOBaHUe (HamMMeHOBaHMue
OpraHM3aLMn) YIOJIHOMOYEHHOTO OpraHa
VCIIOJIHUTEJIbHOM BJIACTU CyOBeKTa
Poccurickon Odemepauum B o0OJACTHU
apxXMBHOT'O neJja, denepalsibHOTO
TOCYIapCTBEHHOTO apxmBa)
oT N oT N
dopma rogoBoro pasgena onucu gen NoCToAHHOro
XpaHeHusa opraHmnsauunm
Cnu1cok 3MEHSIOLLIMX JOKYMEHTOB
(B pea. MNpukaza MuHkyneTypbl P® ot 16.02.2009 N 68)
YTBEPXIAN YTBEPXIAN

(HaMMeHOBaHME IOJDXKHOCTU
PYKOBOIOIMUTEIIA

opraHM3aUUN-—COATUMKA)

lNoonmce PacumppoBka nomnmcu
IaTa I[leuaTnb
AKT
N
(naTa)

npmueMa-rnepenaum apxmUBHBIX
IOOKYMEHTOB Ha XpaHeHUe

(HaMMeHOBaHME IOJDXKHOCTU
PYKOBOIOIMUTEIIA

OpraHM3aUUN-TIPVEMIMKA )
HNoonmce PacumppoBka nomnmcu

IaTa I[leuaThb

dopmat A4 (210 x 297)

Mpunoxexne N 9
knn.3.7.1,3.7.2, 3.7.11,
44.1,46,4.7

KoHcynbTaHTINOC

HaeXHas npaBoBas noaaepXxkKa
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Mpuka3 MuHkynbTYpbl PO oT 18.01.2007 N 19

(pea. ot 16.02.2009) [JokymeHT npepoctasneH KoHcynbtauTII0C

"06 yTBepxaeHuu MpaBun opraHn3aumMmn XpaHeHus,
KOMMMEKTOBAHM...

[ata coxpaHeHus: 06.08.2018

(ocHOBaHME Nepenaun)

(HazBaHMe NepenasaeMoro QoHnma)

cmai,

(HasBaHMe opTraHMB3aUUM-CIATUMKA)
IPWHSAJI

(HaBBaHMe OpI‘aHMsaLU/IM—HpMeMLLU/IKa)
JOKYMEHTEI Ha3BaHHOI'O (DOH,JIa u Hay‘{HO-CHpaBO‘{HBIﬁ arriapaT K HMM:

KOHCYH bTa HTIIN roC www.consultant.ru
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Mpukas MuHkyneTypbl PO o1 18.01.2007 N 19
(pea. ot 16.02.2009) JokyMeHT npepoctasrneH KoHcynbTaHTlnroc

"O6 yTBepxaeHun MpaBun opraHv3aUmMn XpaHEHUs!, KOMIMJIEKTOBAHM. .. Hata coxparenns: 06.08.2018

N n/n HassaHune, Homep onucu KonnyectBo ak3emMnnsipoB KonnyectBo ef. xp. MNpumeyaHus
onucun

1 2 3 4 5
MTOTO NPUHATO en. xXp.

[lepenauy NPOM3BEJINM: I[lpuem npomseBesn:

IospxkHOCTh Ilognmuch Pacumdpposka HOospxkHOCTE Ilomnmmce PacumdpoBKa

MOINUCU MOINUCU
Hara IaTa

donny npmceoeH N

VI3aMeHeHUsa B YyUYeTHbEe JOKYMEHTHE BHECEHH
JOJKHOCTB I[Toonucob PacumppoBka HOONNCK
JaTa

CDopma akTa npunema-nepenayvn apxXmBHbIX JOKYMEHTOB Ha XpaHeHune

KoHcynbTaHTINOC

Hape)XHas npaBoBas noaaepXKa
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Mpuka3 MuHkynbTYpbl PO oT 18.01.2007 N 19

(pea. ot 16.02.2009)
"06 n [JokymeHT npegoctasneH KoHcynbTaHTINOC
yTBEPXAEHUU [1paBui opraHm3auumn XpaHeHus, [lata coxpaHenus: 06.08.2018

KOMMJIEKTOBAHMU...

dopmart A4 (210 x 297)

Mpunoxexne N 10
knn. 3.7.1,3.7.8,4.4.2

CnncoK N3MEHSLLMX JOKYMEHTOB
(B peq. MNpukaza MuHkyneTypbl P® ot 16.02.2009 N 68)

AKT YTBEPXIAI
N IupexkTOop
(maTa) (HaBsBaHMEe apxuBa)
npmueMa Ha XPaHeHMEe apXMUBHEX [Mopnuce PacumppoBra
OOKYMEHTOB JIMUHOT'O MNIPOMCXOXIEHMA jafePisniziezs
HaTa [leuaTsb

Ha ocuHomaHmm pemeHuda OIIIK
(mpOoTOKOJI OT N )
M OOTOoBOpa OT

crain
(¢.1.0. coBcTBeHHMKA/BJangesabLa)
MNPMHSATE OOKYMEHTE
(obmas xapakKTepMUCTUKa IOKYMEHTOB)
B KOJIMUECTBEe en. xp. (yCJIOBHHIX) IOKYMEHTOB (JIMCTOB)
10 apxXMBHOM (CIAaTOYHOM) ONUCHU
donny npumuceoeH N
CobBcTBeHHMK/ BIlanenel] Homnmuce Pacmmpporka HNOAMMCU
(HyXHOE INOOUEPKHYTH)
HamMeHOBaHMe IOJDKHOCTM Homnmce Pacumpporka NOAMMCU
paboTHMKA
/I3MeHeHMs B ydYeTHBE OOKYMEHTHl IO Pe3yJbTaTaM ONMCAaHMS BHECEHEH
HamMeHOBaHME IOJDKHOCTU opnuce Pacmmpporka HNOIANMUCU
paboTHMKA
JaTa
dopma akTa npuema Ha XpaHeHne JOKYMEHTOB
JINYHOIO NpouncxoxaeHus
dopmat A4 (210 x 297)
Mpunoxexne N 11
knn.3.7.2,4.3.2
KoHcynbTaHTINOC
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Mpuka3 MuHkynbTYpbl PO oT 18.01.2007 N 19

(pea. ot 16.02.2009)

"06 n [JokymeHT npegoctasneH KoHcynbTaHTINOC
yTBEPXAEHUU [1paBui opraHm3auumn XpaHeHus, [lata coxpaHenus: 06.08.2018

KOMM/IEKTOBAHMU...

Cnncok n3mMeHsIIoLWNX JOKYMEHTOB
(B pea. MNpukaza MuHkyneTypbl P® ot 16.02.2009 N 68)

(Ha3BaHMe apxuea)

AKT YTBEPXIAI
N IVpexTop
(maTa) (HasBaHMEe apxuBa)
O BHIOEJIEHMM K YHUUTOXEHMIO [Mopnuce PacumppoBra
APXMBHBIX INOKYMEHTOB, He jafePisnizielzs
nonyiexammx xXpaHeHMO IaTa

K yHMUYTOXeHMIO OTOOpaHbBl: IOKYMeHTH QoHma N

(HazBaHue o¢oHma)

Ha OCHOBaHUM:

(CCMHKM Ha HOPMATMBHO-METOIMUECKME IOJOKYMEHTEL

IJis1 NPOBEIEeHUs BKCIEePTM3H)

KoHcynbTaHTINOC

HaeXHas npaBoBas noaaepXxkKa
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Mpukas MuHkyneTypbl PO o1 18.01.2007 N 19
(pea. ot 16.02.2009)
"06 yTBepxxaeHun MNpaBui opraHn3aumm XpaHeHusl, KOMMIEKTOBaHM. ..

[okymeHT npepnoctasneH KoncynbTaHTtAOC
[aTta coxpaHeHusi: 06.08.2018

N n/n HassaHusa rpynn KpaiiHue Homepa Homepa eq. xp. no | KonudecTso ef. MpnmeyaHua
OOKYMEHTOB natbl onucen onmcam Xp.
1 2 3 4 5 6 7
NToro en. xp. 3a roxn (bI)
(umdpamMy ¥ IPONMCHIO)
KosnmuecTBO en. Xp., KparHMe naTel M KpaTkas xXapakKTepucTuKa

JOKYMEHTOB, OCTamRIMXCH

BaBenyromuil OTIeJIOM

Ha XpaHeHUN

(apXMBOXpaHMHMmeM) ITognuce PacumppoBka MNOOINCHK
HammenoBaHUe
IOOJIXHOCTM
paboTHMKA I[Toonuce PacumppoBKka MNOOIUCK
HaTa
<Dopma aKTa O BbloeneHunn K yHI/IHTO)KeHVIIO apXI/IBHbIX Il:I.OKyMeHTOB,
KoHcynbTaHTINOC

Hape)XHas npaBoBas noaaepXKa

www.consultant.ru
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Mpuka3 MuHkynbTYpbl PO oT 18.01.2007 N 19
(pea. ot 16.02.2009)

"06 yTBepxaeHuu MpaBun opraHn3aumMmn XpaHeHus,
KOMMMEKTOBAHM...

[JokymeHT npegoctasneH KoHcynbTaHTINOC
[ata coxpaHeHus: 06.08.2018

HEe nognexawmnx xpaHeHuto

dopmat Ad (210 x 297)

JOKYMEHTEl CIAaHEL

(Ha3BaHMe opTraHM3aLUM)

Ha nepepaboTKy 10 IPMEeMO-CHAaTOUHOM HaKJIaIHOMU N
(mara)
HammveHnorpaHmne
IOOJDKHOCTHU
paboTHUKA [Homnmce Pacmmpporka HNOIANMCU

VI3MeHeHVsa B ydYeTHbBlEe IOKYMEHTEl BHECEHEL

HamvmveHOBaHUE

OOJDKHOCTU

paboTHMKA ITonnuce PacumppoBka HOONNCHK
IaTa

YTBEPXIEHO

IIpoTokos 3IIK

(HaMMeHOBaHVIe YIIOJIHOMOYEHHOTI'O

opraHa MCIOJHUTEJILHOM BJIACTU CyOBEKTA

Poccuiickoy denmepaumm B OOJIaCTM apXMBHOTO I»eja,

bemepalslbHOTO T'OCYIAaPCTBEHHOT'O apxmuBa)
oT N

dopMa akTa 0 BblAENEHUN K YHUUTOXEHUIO apXUBHBIX JOKYMEHTOB,
He noanexalumx XxpaHeHuto (MPoAoIKeHNe)

dopmat A4 (210 x 297)

Mpunoxexne N 12

knn. 3.7.7
Cnncok 3MEHSIIOLLIMX AOKYMEHTOB
(B pea. MNpukaza MuHkyneTypbl P® ot 16.02.2009 N 68)
(Ha3BaHMe apxuea)
AKT YTBEPXIAK
N InpexkTOop
(maTa) (HasBaHMEe apxuBa)
O PacCCeKpeuMBaHUM apXMBHBIX [Mopnuce PacumppoBra
IOOKYMEHTOB GoHzma N NOoOnMcCu
IaTa
Kommccua
KoHcynbTaHTIN
OHCy, a roC www.consultant.ru CrtpaHmua 88 13 91
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Mpuka3 MuHkynbTYpbl PO oT 18.01.2007 N 19

(pea. ot 16.02.2009)

"06 n [JokymeHT npegoctasneH KoHcynbTaHTINOC
yTBEPXAEHUU [1paBui opraHm3auumn XpaHeHus, [lata coxpaHenus: 06.08.2018

KOMM/IEKTOBAHMU...

(Ha3BaHMEe KOMMCCUM)
npoToxkoJy N or 00.00.00 paccexpermiia IOKyMeHTH doHma N

(HazBaume ¢oHma)
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Mpukas MuHkyneTypbl PO o1 18.01.2007 N 19
(pea. ot 16.02.2009)
"06 yTBepxxaeHun MNpaBui opraHn3aumm XpaHeHusl, KOMMIEKTOBaHM. ..

[okymeHT npepnoctasneH KoncynbTaHTtAOC
[aTta coxpaHeHusi: 06.08.2018

N n/n Homep KonnyecTtBo paccekpeyeHHbIX Homepa ea. xp., Homepa ea. xp., MNpumeyaH
onncun en. xp. paccekpeveHHbIX paccekpevYeHHbIX 4aCTU4HO, nA
NMONHOCTbIO <*> C yKaszaHuem HoOMepoB
NOMHOCTbIO YacTU4HO NNCTOB HepacCeKpeyeHHbIX
OOKYMEHTOB
1 2 3 4 5 6 7
MTOTO pacceKpeueHo en. xp. (IIOJHOCTHIO)
(umdpamMm M OPONUCHIO)
3a

(XPOHOJIOTMUYECKME PaMKM HOKYMEHTOB)
en. xp. (4YacTmMd4YHO) 3a

(XpPOHOJIOTMUECKHME PaMKMU

IOOKYMEHTOB)
HammMeHOBaHMe IOJIKHOCTM pabOoTHMKA HMonnuce

[IpMHATO Ha OTKPHTOE XpaHeHue

(umdpamMm M OPONUCHIO)
B

en.

PacumppoBka HNOOONCK

(xpanmIMIEe)
HamMeHOBaHMEe IOJIKHOCTU paGOTHMKa Nonnuce PaCMM@pOBKa nmognmcum
IaTa
KoHcynbTaHTINOC

www.consultant.ru
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Mpuka3 MuHkynbTYpbl PO oT 18.01.2007 N 19

(pea. ot 16.02.2009)
"06 n [JokymeHT npegoctasneH KoHcynbTaHTINOC
yTBEPXAEHUU [1paBui opraHm3auumn XpaHeHus, [lata coxpaHenus: 06.08.2018

KOMMJIEKTOBAHMU...

VIsMeHeHVSa B ydYeTHBEe NOOKYMEHTEl BHECEHEL
HamMeHOBaHME IOJDKHOCTU paGOTHMKa ITonnuce PaCMM@pOBKa IIOOININCHU

IaTa

<*> He gonyckaeTcs nepevymcrneHne HoOMepoB ef. Xp. Yepes Tupe.
dopma akTa 0 paccekpeUnBaHnM apxXmBHbIX JOKYMEHTOB

dopmat Ad (210 x 297)

Mpunoxexnne N 13
kK nn. 5.9.1

Cnncok N3MeHsIIOLLNX AOKYMEHTOB
(B pea. Opukaza MuHkynbTypbl P® o1 16.02.2009 N 68)

(HasBaHME apxuBa)

Anpecar
(MOYTOBEIM MHIEKC, ampec,
TesleboH, daxc)
ApxMBHasA CclIpaBKa
N
(mara)
Ha N oT
OcHOBaHMe :
PyKOBOﬂMTeJ‘[b OpraHM3alumm HO,I[HMCI: PaCU_[M(i)pOBKa IIOOIMCHU1
[leuaTs
JIcmoOJIHUTENb
TejyiedoH
dopma apXMBHON CnpaBKu
dopmat A4 (210 x 297)
KoHcynbTaHTIINIOC
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HaeXHas npaBoBas noaaepXxkKa


consultantplus://offline/ref=510C7244D840A20B1A5025B6B81D15C237B91DC7AFF2DBE92D01E1B397271FE0E4858742C4F332o9D5L
consultantplus://offline/ref=510C7244D840A20B1A5025B6B81D15C237B91DC7AFF2DBE92D01E1B397271FE0E4858742C4F332o9D5L
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru

	Приказ
	Приложение. Правила организации хранения, комплектования, учета и использования документов Архивного фонда Российской Федерации и других архивных документов в государственных и муниципальных архивах, музеях и библиотеках, организациях Российской академии наук
	I. Общие положения
	II. Организация хранения документов Архивного фонда Российской Федерации и других архивных документов в архиве
	Фондирование архивных документов
	Организация архивных документов в пределах архивного фонда
	Нефондовая организация архивных документов
	Обеспечение сохранности архивных документов
	Обеспечение нормативных условий хранения архивных документов
	Требования к зданиям и помещениям архива
	Требования к архивохранилищу

	Нормативные режимы хранения архивных документов. Противопожарный режим
	Охранный режим
	Температурно-влажностный режим
	Световой режим
	Санитарно-гигиенический режим

	Оборудование архивохранилища средствами хранения
	Организация хранения архивных документов в архивохранилище
	Общие требования к размещению архивных документов
	Размещение архивных документов обособленного хранения
	Размещение фонда пользования
	Размещение учетных документов

	Порядок нумерации помещений архива, стеллажей, шкафов, полок. Ведение топографических указателей
	Оформление ярлыков на первичных средствах хранения архивных документов

	Проверка наличия и состояния архивных документов и организация розыска необнаруженных документов
	Проверка технического и физико-химического состояния архивных документов. Выявление архивных документов с повреждениями материальных носителей и текстов
	Выявление документов Архивного фонда Российской Федерации, находящихся в неудовлетворительном физическом состоянии, и неисправимо поврежденных архивных документов. Снятие с учета неисправимо поврежденных архивных документов
	Учет физического и технического состояния архивных документов
	Физико-химическая и техническая обработка архивных документов
	Общие требования к выдаче архивных документов из архивохранилища
	Сроки выдачи архивных документов
	Оформление выдачи архивных документов
	Выдача фонда пользования
	Выдача описей дел, документов
	Контроль за сохранностью выданных архивных документов. Возвращение архивных документов в архивохранилище

	Транспортировка и перемещение архивных документов
	Выявление уникальных документов и особо ценных документов
	Создание страхового фонда
	Создание, комплект и состав фонда пользования
	Проверка наличия и состояния, технический контроль страхового фонда и фонда пользования
	Передача страхового фонда на специальное хранение

	Страхование документов Архивного фонда Российской Федерации
	Оформление временного вывоза документов Архивного фонда Российской Федерации за рубеж
	Обеспечение сохранности архивных документов при чрезвычайных ситуациях


	III. Организация учета документов архивного фонда Российской Федерации и других архивных документов в архиве
	Единицы учета архивных документов
	Система учетных документов архива
	Общие требования к учетным документам архива
	Общие требования к учетным базам данных
	Учет поступления и выбытия архивных документов
	Учет уникальных документов и особо ценных документов
	Учет секретных и рассекреченных архивных документов. Оформление рассекреченных дел
	Учет архивных документов личного происхождения
	Учет документов по личному составу
	Учет дел, имеющих в оформлении драгоценные металлы и камни
	Учет архивных документов, находящихся в частной собственности, принятых по договору на хранение в архив
	Учет копий архивных документов на правах подлинников
	Учет листов в деле, фотоотпечатков в фотоальбоме, единиц хранения в составе единицы учета аудиовизуальных документов
	Учет страхового фонда и фонда пользования
	Учет музейных предметов и библиотечных фондов


	IV. Организация комплектования архива документами архивного фонда Российской Федерации и другими архивными документами
	Источники комплектования архива
	Списки источников комплектования архива

	Порядок экспертизы ценности документов
	Порядок приема архивных документов
	Прием архивных документов от ликвидированных организаций
	Передача архивных документов из архива в архив
	Комплектование архивными документами из-за рубежа
	Взаимодействие архива с источниками комплектования

	V. Организация использования документов архивного фонда Российской Федерации и других архивных документов в архиве
	Доступ пользователей к архивным документам
	Организация работы по рассекречиванию архивных документов
	Справочно-поисковые средства (научно-справочный аппарат) к архивным документам
	Общие требования к описанию архивных документов
	Опись дел, документов
	Путеводители
	Каталоги
	Указатели и обзоры
	Автоматизированный НСА
	Формы использования архивных документов
	Порядок исполнения запросов пользователей
	Оформление архивных справок, архивных выписок и архивных копий
	Возвращение подлинников архивных документов
	Обслуживание пользователей в читальном зале
	Инициативное информирование пользователей. Подготовка выставок и публикаций архивных документов

	Приложение N 1. Форма акта о неисправимых повреждениях архивных документов
	Приложение N 2. Форма акта о необнаружении архивных документов, пути розыска которых исчерпаны
	Форма акта о необнаружении архивных документов, пути розыска которых исчерпаны (продолжение)

	Приложение N 3. Форма листа-заверителя дела
	Приложение N 4. Форма листа использования архивных документов
	Приложение N 5. Форма книги учета поступлений документов
	Приложение N 6. Форма списка фондов
	Приложение N 7. Форма описи дел постоянного хранения, составленной в архиве
	Приложение N 8. Форма годового раздела описи дел постоянного хранения организации
	Приложение N 9. Форма акта приема-передачи архивных документов на хранение
	Приложение N 10. Форма акта приема на хранение документов личного происхождения
	Приложение N 11. Форма акта о выделении к уничтожению архивных документов, не подлежащих хранению
	Форма акта о выделении к уничтожению архивных документов, не подлежащих хранению (продолжение)

	Приложение N 12. Форма акта о рассекречивании архивных документов
	Приложение N 13. Форма архивной справки




