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3aperucTtpupoaHo B MuHiocte PO 6 mapta 2007 r. N 9059

MUHUCTEPCTBO KYJIbTYPbl U MACCOBbIX KOMMYHUKALIUIA
POCCUNCKOU PEOEPALINA

NMPUKA3
oT 18 anBapsa 2007 r. N 19

OB YTBEPXXOEHWUW NPABWUI
OPrAHU3ALMUN XPAHEHUA, KOMIMJIEKTOBAHUA, YHETA
W UCNOJNIb30OBAHUSA AOKYMEHTOB APXUBHOIO ®OHAOA POCCUUCKOWU
®EAEPALUU U OPYTUX APXUBHbIX JOKYMEHTOB B TOCYOAPCTBEHHbIX
N MYHULIUNATIbHbBIX APXUBAX, MY3EAX U BUBJTMOTEKAX,
OPrAHU3ALINAX POCCUNCKON AKAOEMUUN HAYK

Cnuncok n3aMeHsIILWmnX AOKyMEHTOB
(B pea. Opukaza MunkynbTypbl PO ot 16.02.2009 N 68)

B cooTtBeTcTBMM € nyHKTOM 2 Yactu 1 c1ateu 4, Yyactn 5 cratby 14 PeaepansbHOro 3akoHa oT 22 okTAbps
2004 r. N 125-93 "O6 apxmeHom gene B Poccuiickon ®epepaummn” (Cobpanne 3akoHogatenscTBa Poccuiickon
depnepaumm, 2004, N 43, cT. 4169; 2006, N 50, cT. 5280) nprkasbiBato:

1. YTBepauTb npunaraembie m opraHmsaunM XpaHeHusi, KOMMIEKTOBaHUSA, yyeta W
ncnonb3oBaHUA AOKYMeHTOB ApxmnBHOro poHaa Poccunckon ®epepauumn u Opyrux apXMBHbIX AOKYMEHTOB B
rocygapCTBEHHbIX U MyHULMMANbHbLIX apxXxuBax, My3esix n 6ubnmoTtekax, opraHusaumsx Poccunckon akagemuun

HayK.
2. KoHTponb 3a ucnonHeHnem Hactosiwero [Npukasa BO3NOXuTb Ha 3amectutens Munuctpa [O.M.
AmyHua.
MwuHucTp
A.C.COKOJIOB
MpunoxeHue

NMPABUNA
OPrAHU3ALUMU XPAHEHUA, KOMIMNINEKTOBAHUA, YHETA
W UCNOJNIb30OBAHUA AOKYMEHTOB APXUBHOIO ®OHAOA POCCUUCKOW
SOEAOEPALMN N OPYTUX APXUBHbBIX AOKYMEHTOB B FrOCYOAPCTBEHHbIX
U MYHULUNATIBbHbIX APXUBAX, MY3EAX U BUBJTMOTEKAX,
OPIrAHU3ALIMAX POCCUNCKON AKAOEMUU HAYK

Cnncok N3MeHsILWNX JOKYMEHTOB
(8 peq. Opukaza MuHkyneTypbl P® o1 16.02.2009 N 68)

|. Obwue nonoxeHus

1.1. Hactoswume eanHble MNpaBuna opraHMsaumy XpaHeHusl, KOMMMEKTOBaHWs, ydeTa M MCNoNb30BaHUS
AokyMmeHToB ApxuBHoro dooHaa Poccuinckon Pegepaumm n gpyrux apxXmBHbIX JOKYMEHTOB B roCy4apCTBEHHbIX U
MyHULMNAnbHbIX apxvmBax, My3esx u 6ubnuoTekax, opraHu3aumsx Poccuiicko akagemum Hayk (ganee -
MpaBuna) paspaboTtaHbl B cooTBeTCcTBUM ¢ PepepanbHbiM 3aKoHOM OT 22.10.2004 N 125-03 "O6 apxuBHOM
nene B Poccuiickon ®epepauun” (CobpaHne 3akoHogatenbcTtBa Poccuiickon depepaumm, 2004, N 43, crT.
4169) M pacnpoCTpaHAKTCA Ha rOCYAAPCTBEHHbIE W  MyHUUMNANbHbIE apxXuBbl, My3en Kn OUONMOTEKM,
opraHusaumm Poccunckon akagemumn Hayk (apxme PAH, Hay4Hble apXuBbl permoHarnbHbIX OTAENEHUN N HayYHbIX
ueHTpoB PAH, Hay4Ho-OoTpacneBble U MemMopuanbHble apxmebl PAH, ocyllecTBrstowme nocToAHHOE XpaHeHue
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JokymeHToB ApxmBHoro ¢poHaa Poccuitckon depepaumn) (Oanee - apxusbl), KOTOpble B COOTBETCTBUM C
3akoHogaTenbcTBOM Poccuickon Pefepaumm ocyLLECTBSAIOT NMOCTOSIHHOE XpaHeHMEe [OOKYMEHTOB APXUBHOMO
cdoHaa Poccunckon Pegepaumm, a Takke BpEMEHHOE XpaHEeHWEe APYrMX apXMBHbIX AOKYMEHTOB, MPUHSTBIX OT
NVKBMAOMPOBAHHBIX OPraHoOB TrOCYJapCTBEHHOW BMNacTW, WHbIX T[OCYAapCTBEHHbIX OpraHoB (ganee -
rocygapCTBeHHble OpraHbl), OPraHOB MECTHOIO CaMOynpaBreHNst U OpraHn3auuin.

1.2. OokymeHTbl ApxuBHoro doHga Poccunckon ®Pefepaummn - apxvBHble [OOKYMEHTbI, npollealne
3KCMepTU3Y LIeHHOCTM JOKYMEHTOB, NOCTaBMNEHHbIE Ha FOCYAApPCTBEHHLIA yYeT W noanexalime noCTOSAHHOMY
XpaHeHuto.

1.3. OKyMeHTbI MO NNYHOMY COCTaBy, a TakkKe apXvMBHblE OOKYMEHTbl, CPOKM BPEMEHHOIro XpaHeHus
KOTOPbIX HE NCTEKNN, OTHOCHATCA K APYTMM apXMBHBbIM AOKYMEHTaM.

1.4. TocymapCTBEHHble W MyHuuMnanbHble My3en U  6ubnmoTekn, MyHuUMNanbHble  apXxuBbl
pyKOBOACTBYIOTCA HacTosdwmmu [paBunamu C y4eTOM CBOEro npaBoOBOro cratyca W  0cobeHHocTen
OesATenbHOCTH.

1.5. OpraHu3aums xpaHeHusl, KOMMNEKTOBAHMS, y4eTa U UCNONb30BaHUS AOKYMEHTOB ApxuBHOro ¢oHaa
Poccuickon ®enepaumm n gpyrmx apxmBHbIX JOKYMEHTOB B hefeparnbHbIX OpraHax UCMOSTHUTENbHON BNacTu U
opraHuMsaumax, OCyLeCTBAALWNX Oeno3nTapHoe XpaHeHue [OKYMeHTOB ApxuBHOro doHga Poccuiickon
degepaumu, perynupyeTcsa ApyruMm HOPMaTUBHbLIMW NPABOBLIMN aKTaMM.

1.6. ®OpMbl Y4ETHBIX U WHbIX [OOKYMEHTOB apxvMBOB, YMNOMWHaemble B Hactoswwmx [lpasunax u
OTCYTCTBYIOLLME B MPUMOXEHNUAX K HUM, YCTaHaBMMBAKOTCA CrneuuanbHO YNOMHOMOYEHHbIM  dhedeparbHbIM
OpraHoM UCMOMHMTENBHOW BNacTu B cdhepe apxXMBHOro aena.

II. OpraHmsauus xpaHeHUs1 LOKYMeHTOB ApXMBHOro cooHAa
Poccuiickon ®egepauum 1 opyrmx apxmeHbIX AOKYMEHTOB B apxuBe

2.1. B apxuBe ookymeHTbl ApxuBHoro dpoHaa Poccuickon defepauum n gpyrme apxXuBHble OOKYMEHTbI
OPraHu3ylTCs MO MCTOPUYECKM W/MNN NOTMYECKN CBSA3aHHBIM COBOKYMHOCTAM - apxuBHbIM doHgam. [lo
ﬁ)mewﬂo K HEKOTOPbIM BMAaM apXMBHbIX OOKYMEHTOB AonyckaeTcs Ux HedoHOoBasi opraHusauusi (Cwm.

).
2.1.1. Pa3HOBMOHOCTAMU apXMBHOro poHaa SBnsATCS:
apxvBHbI  (POHAO rOCYAApPCTBEHHOIO OpraHa, opraHa MeCTHOro CaMOynpaBfieHus, opraHusaummn,
COCTOSILLMIA N3 0Opa3oBaBLUMXCS B NPOLIECCE WX OEATENbHOCTM OOKYMeHTOB ApxuBHOro doHga Poccuiickon
depepaumm n gpyrmx apxmBHbIX JOKYMEHTOB;

00beauHEHHbI apXMBHbIA DOHA, COCTOSLLMUN M3 06pa30BaBLLMXCA B NpoOLEcce AEATENbHOCTU OBYX WU
Oonee opraHmMsaumi, a Tawkke rpaxpaH gokymeHToB ApxuBHoro ¢oHga Poccuiickon degepaumm n opyrux
APXMBHbIX JOKYMEHTOB, MMEIOLLMX MeXay COO0M NCTOPMUYECKN U/MMK NOrMyeckn obyCcrnoBeHHbIE CBA3Y;

apXUBHbIA POHA NNYHOTO NPOUCXOXAEHUS (CEMbM, poaa), COCTOAWMIA U3 obpasoBaBLUMXCA B npouecce
XU3HU U AeATeNbHOCTU OTAENBHOIO rpaXaaHnHa, CeMbU, POAa apXmBHbIX JOKYMEHTOB, BKMIOYEHHbIX B COCTaB
ApxmeHoro cooHaa Poccunckon degepaumm.

K apxvmBHOMY (OOHOY nNpuUpaBHMBAETCH COBOKYMHOCTb OTAENbHbIX [AOKYMEHTOB ApXMBHOro doHaa
Poccwuiickon depgepaumm M Opyrnx apxuBHbIX [JOKYMEHTOB, OOpa3oBaBLUMXCA B [OEATENbHOCTM  PasHbIX
NCTOYHMKOB KOMMMEKTOBaHMA apxmBa (oHagoobpasoBaTenen), 06beaMHEHHbIX MO OOHOMY WU HECKOMbKAM
npusHakam (TemaTmyeckomMy, HOMUHANLHOMY, OO BEKTHOMY, aBTOPCKOMY, XPOHOMOrMYeckomy 1 apyrum) (ganee
- apxXuBHasi Konnekums).

2.2. Mo cTeneHu LeHHOCTM JOoKYyMeHTbl ApxuBHoro ¢oHaa Poccuiickon ®efepaumm AenaTca Ha LEHHble,
0C000 LIEHHbIE U YHUKATTbHbIE.

2.2.1. Bce oTHeceHHble Kk cocTaBy ApxumBHOro coHga Poccuickon degepaumm AOOKYMEHTbI BHE
3aBUCMMOCTM OT MX MPOUCXOXKOEHUSA, BMAA HOCUTENsl, CTEMEHU CEKPETHOCTWU, MecTa XpaHeHua n opmbl
COBCTBEHHOCTU ABNAOTCS LLEHHLIMW.

2.2.2. B coctaBe ApxuHoro cdoHaa Poccuiickon depepaumy BblAensoTcss 0cobo LiEHHbIE OOKYMEHTHI,
NMetoLLME HENPEXOASALLYIO KyNbTYPHO-UCTOPUYECKYIO N HAYYHYIO LIEHHOCTb, OCOOYH0 BaXXHOCTb Ansi obLuiectsa 1
rocyaapcrBa U B OTHOLUEHMM KOTOPbIX YCTaHaBNMBAETCS 0CODbIN PEXUM y4eTa, XpaHEHUS N UCMOSb30BaHMS.

2.2.3. B cocTtaBe 0c000 LieHHbIX AOKYMEHTOB BbIAENSATCS YHUKANbHbIE AOKYMEHThLI, HE uMelowme cebe
NoaoBHbIX MO codepxallencss B HUX MHAOpMaumMm u (UNn) X BHELHWM Mpu3Hakam, HEeBOCMOMHWMbIE MpU
yTpaTe C TOYKU 3PEHUS UX 3HAYEHMS 1 (UNKN) aBTOrpadPUYHOCTH (CM. ).

KoHcynbTaHTln0C: npumeyaHue.
B odwuumanbHOM TekcTe [AOKyMeHTa, BMAMMO, AonylleHa onedatka: MyHKT 5.3.2 B JOKYMEHTe
OTCYTCTBYET, MO BOMPOCY, KacakLeMyCsl YHUUTOXEHNS apXUBHbIX AOKYMEHTOB, CM. NMYHKT 4.3.2.
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2.2.4. ApX1BHble AOKYMEHTbI BDEMEHHOIO XpaHeHUs!, UMEIOLLMECS B COCTaBe apXMBHbIX (POHOOB, B TOM
yucne OT NUKBUAMPOBAHHBIX OpraHu3auui, WM MNoCTyNMBLUME B apXMBbl _BCNeACTBME 4Ype3BblYalHbIX
06CTOATENBLCTB, BLIAENSAOTCA K YHUUMTOXEHMIO B YCTAHOBIIEHHOM MOpsiAKe (CM. m).

2.3. Mo kaTeropmsim JOCTyna apXMBHbIE AOKYMEHTbI AENATCA HA OTKPbITbIE, OTPAHNYEHHOro 40CTyna u Ha
XpaHsiLwmnecs Ha 0cobbix yCnoBUAX JOCTYNA K HAM.

2.3.1. OTKpbITbIMU SBASKOTCA BCE apXuBHble [OOKYMEHTbl, AOCTYN K KOTOPbIM He OrpaHuyeH B
COOTBETCTBMM C MeXAyHapoaHbiMu goroBopamu Poccuiickon ®epnepauuun, 3akoHopaTenbcTBOM Poccuiickon
depepaumm, a Takke B COOTBETCTBMM C pacrnopsikeHMem CcoOCTBEHHMKA WNM Bnagenbla apXMBHbIX
OOKYMEHTOB, HaXOASLNXCS B YAaCTHOWM COOCTBEHHOCTH.

2.3.2. K apxvBHbIM JOKYMEHTaM OrpaHMYeHHOro 4OCTyna OTHOCATCS:

apXxvBHble OOKYMEHTbI, coAepXaliMe CBELEHMUs, COCTaBMSIOLWME FOCYQAPCTBEHHYIO TaWHy WNN  UHblEe
oXxpaHsieMble 3akoHoaaTenbCcTBOM Poccunckon ®enepaunm TamHbl;

apxvBHble AOKYMEHTbI, COAepXallme cBeJeHUs O NMIMYHON U CEMENHON TalHe rpaaaHuHa, ero 4YacTHOW
XWN3HK, a TaKKe CBeAeHus, co3gatoLume yrposy ero 6esonacHocTy;

apXMBHble OOKYMEHTbI, COOCTBEHHUKN N BNagenbLbl KOTOPbIX, NepefaBas UX B apXuB, YCTAaHOBWIN B
[0roBope yCrnoBusi OCTYNa K HUM U UX UCMOSTb30BaHUS.

JocTyn K yka3aHHbIM apXMBHbIM AOKYMEHTaM 40 yTpaTbl UMU CEKPETHOCTU NN KOHPUAEHUMANBHOCTH, a
TakkKe UX UCMorb30BaHUE OCYLLECTBSIOTCA B YCTAHOBMEHHOM NOPSAKeE.

2.3.3. OrpaHnumBaeTcst 4OCTYN K NOASIMHHMKAM 0CO00 LEHHbIX, B TOM YMCME YHUKAmNbHBLIX, JOKYMEHTOB U
K_AokymeHTam ApxuBHoro c¢oHaa Poccuiickon ®Pepepalmun, nNpusHaHHbIM B Mopsiake, YCTaHOBNEHHOM
ﬁﬁ HacToswmx NMpaBun, HaXOAALWMMUCS B HEYOOBETBOPUTENBHOM (PU3NYECKOM COCTOSIHUMN.

q)OH.ElMpOBaHVIe APXUBHbIX JOKYMEHTOB

2.4, PaboTta no ¢oHOANpPOBaHMIO (OMNpPederneHnto, YTOYHEHUO (POHOOBOM MPUHAANEXHOCTU apXMBHbIX
OOKYMEHTOB U XPOHOSOMMYECKNX FPaHnL, apXUBHbIX (POHO0B) OCYLLECTBNAETCA B WUCTOYHMKAX KOMIMIIEKTOBAHMS
apxuBoB (dhoHaoobpasoBaTensx) B npouecce GOpMMpOBaHMSA Oefl Ha OCHOBE HOMEHKnaTyp gen u oTtbopa
OOKYMEHTOB 11 Mepedayn Ha XpaHeHMe B apxvB, a Takke B apxvmBax - MpuM OMMCaHUN NPUHATHIX
HeynopsiA0YEHHbIMMN apXUBHBIX JOKYMEHTOB, NepepaboTke HEYAOBNETBOPUTENBHO COCTABMEHHbIX ONUCEN, MpU
co3aHnM 06 BbEANHEHHBLIX apXMBHbIX (POHAOB U apXUBHbIX KONMEKUUIA, UCNpaBneHumn olwmnbok hoHaNPOBaHUS.

2.4.1. OnpepgeneHue poHAOBON NPUHAANEXHOCTU apXUBHbBIX JOKYMEHTOB 3aKNO4aeTCsi B OTHECEHUN UX K
apxuBHomy hoHAY COOTBETCTBYOLLEro hoHaooOpa3oBaTens.

ApXVBHblE OOKYMEHTbl, SBMSAOWMNECS BXOAAWMMW, OTHOCATCA K  apXMBHOMY dpoHOQy  TOro
doHao0bpa3oBaTENs, KOTOPLIA UX NOMYYNsI.

ApXUBHbIE [OKYMEHTbI, ABMSIOLIMNECA UCXOAAWMMM KONMUAMKU (OTNyCKamMu), OTHOCATCA K apXMBHOMY
doHay Toro poHaoobpasoBaTensi, KOTOPbIN ABMASETCS UX aBTOPOM.

ApXVBHble  [OOKYMEHTbl  BHYTPEHHEro obpalleHus OTHOCATCA K  apXMBHOMY poHOy  TOro
doHgoobpasoBaTens, B KOTOPOM OHWU CO34aHbl.

2.4.2. B cnyyae peopraHusauMm Unu nUKBMAAUMW OpraHu3aumMm c nepepadvyen ee (OYHKUMA BHOBb
CO3JaHHOWN opraHM3aunn 3akoOHYEeHHbIE NPOM3BOLACTBOM Aefna BKYaTCA B apXMBHbIN OOHL peopraHnsyemMmom
U NMKBMANPOBAHHOW OpraHM3auun, a He3akoHYEHHbIE ena, nepedaHHble Ansi OKOHYaHUS MpPOM3BOLCTBOM
opraHnsauum-nNpaBonNpPeEMHUKY, BKIHOYAKOTCHA B apXUBHbIA hOHA, NocnegHen.

M3 apxmBHOro oHAa NMYHOrO NPOUCXOXAEHUS apXMBHblE OOKYMEHTbl OpraHvM3auuu BblAEMSTCS U
NPUCOEOUHSIIOTCA K COOTBETCTBYIOLLEMY apXvMBHOMY (OHAY MpU YCNOBMKW, €Cnn 3TOT apxvBHbIN (OOHA
HaxoOWTCA Ha XpaHEeHUM B [OaHHOM apxvMBe W apxvBHble [OOKYMEHTbl OpraHusauuMum He CBsi3aHbl C
OEeATEeNbHOCTbIO TpakaaHnHa, obpas3oBaBLUEro apxMBHbIA (POHO NWYHOrO npoucxoxaeHus. He nognexar
BblAEMNEHMIO U3 apXMBHOro ooHAa rpaxaaHnHa - PyKOBOAMTENS U 4YrieHa COOTBETCTBYHOLUMX OOLLECTBEHHbIX
opraHnsauui apxmBHble JOKYMEHTbI 3TUX OBLLIECTBEHHbIX OpraHM3auui.

2.4.3. EQUHBIA apXmBHbIA (POHA C apXMBHBLIMU JOKYMEHTaMU OpraHn3aLmmM COCTaBnsHoT:

apX1BHble AOKYMEHTbI NPeACcTaBUTENBCTB U UNnarnos;

apXuBHble AOKYMEHTbI COBELLaTENbHbIX OPraHOB, CO34aHHbIX MPU OpraHn3auum;

apXUBHble AOKYMEHTbl BpEMEHHbIX adMUHUCTPaLUA OpraHM3aunm, Haxoaswencs B ctagmm 6aHkpoTCTBa;

apXvBHble OOKYMEHTbI CO34aHHbIX MPU OpraHM3auMyM NepBUYHbIX OOLECTBEHHbIX OpraHu3auun (3a
ucknoverHvem opraHusaumm KrNCC u BJIKCM), cywecTBoBaBLUNX OO NPUHATUSA 3akoHodaTenscTBa Poccuinckon
depnepaumm 06 o6LECTBEHHBLIX 00 BEANHEHUSIX;

apXUBHble AOKYMEHTbI JIMKBUOALMOHHOW KOMUCCUWN OpraHm3auum.

ApXVBHblIE OOKYMEHTbl OOLEeCTBEHHON opraHmsauum (NpodCO3HOM W Ap.), CYLIECTBYIOLEN Mpu
opraHu3aumMm C MOMEHTa perucTpaumMm 3ToM  OOWECTBEHHOW  oOpraHu3auum B COOTBETCTBUM C
3akoHogatenscTBoM Poccunckon ®epepauumn 06 ob6LWECTBEHHbIX O00BEOUHEHUSIX, MPU UX MOCTYNNEHUN Ha
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XpaHeHue B apXmB COCTaBNAT CaMOCTOSATENbHbIA apXMBHbIA OOHA UMK NPUCOEAMHAIOTCA K apXUBHOMY OHAY
COOTBETCTBYIOLLEN OpraHm3aunm, 0bpasys o6beauUHEHHbIN apX1BHbIA OOHA.

2.5. O6beguHeHHbI apXMBHbIA OOHA, POPMUPYETCS N3 apXMBHBIX OKYMEHTOB:

opraHuMsaumin, ogHOPOAHbIX NO LEeneBOMY HasHayeHUo U (PyHKUMAM, OENCTBYIOWNX Ha onpegesneHHon
TeppuTopuu;

pyKoBOASLLEro opraHa 1 NogYMHEHHbIX eMy OpraHn3aLunin, AenCTBYIOWMX Ha onpeaeneHHon TeppuTopum;

opraHusaummn, o6beauHEeHHbIX OOBEKTOM AeATENbHOCTY;

nocnegoBaTenbHO CMEHSABLUMX APYr ApYyra opraHnsauuin, ecnv yHKUMM NpefLlecTBEHHUKOB MOJTHOCThLIO
U1 YacTUYHO NepeaaBannch U NepefarTcs UX NPeeMHUKaMm;

ABYX nnu 6onee apxmBHbIX (HOHAOB NMNYHOTO MPOUCXOXKAEHWS, €CNN TpaxaaHe CBA3aHbl Mexagy cobou
6rM3KMMM PoACTBEHHBIMU, MPOdPECCUOHANBHBIMWU, TBOPYECKUMU, AEMNOBLIMY OTHOLLEHWSIMMN.

2.6. ApxvBHas Konnekumsi NocTynaeT B apXuB Unm oopMupyeTcs B apxmBe U3 OTOENbHbIX Pa3pO3HEHHbIX
apXMBHbIX JOKYMEHTOB, MMEKLWUX MPU3HaKN OBLLHOCTU. VCTOpUYecKM CroXMBLUAsACA apXuMBHas KOMMeKuus,
NnocTynuBLLAs U3 APYroro apxmea, OT OpraHu3aLmmn unu rpaxgaHuHa, nepedoHANPOBaHUIO HE NOAMEXMT.

2.7. ApXrBHble OOKYMEHTbI, ChOPMNPOBaHHbIE B apXMBHbIA OOHA, 00 beAUHEHHBIN apXMBHbIA oHA WMnn
apXUBHYO Komnekuuo, nepedoHAMpoBaHM0 He nognexart. [lepedoHavMpoBaHMe apXuBHbIX [JOKYMEHTOB
OOMyCKaeTCs B UCKMOYUTENBHbIX Criydasx npy oBHapyXeHun owmnbok oHAMPOBaHMSA, 3aTPYOHSIIOWMX MOUCK
ApPXMBHbIX JOKYMEHTOB.

2.8. B 3aBMCMMOCTM OT BpemeHu obpas3oBaHWsi M NPaBOBOro craTyca MCTOYHMKA KOMMIEKTOBaHUS
(dboHpoobpa3oBaTerns) ero apxvMBHble JOKYMEHTbI MPUHMMAKOTCA B apXMB UIU Kak MPoOoJSKaloLWasacs YacTb yxe
MMeEIOLLLErOCsa apXmMBHOro hoHAa, UM Kak HOBbIN apXMBHbLIN OOHA,

2.8.1. B cBsa3u ¢ npuHaTnem KoHctutyiimm Poceniickon ®epepaumm B 1993 rogy:

2.8.1.1. HOBble apxuBHble (HOHAbLI COCTABIISAIOT apXUBHbIE AOKYMEHTbI:

opraHoB 3akoHogaTtenbHoun Bnactu Poccunckon ®egepaumnu n cybbektos Poccuiickon deagepaunu;

OpraHoB MCMonHUTenbHon Bnactu Poccunckon ®Pepepaumm mn pecnybnuk B cocTaBe Poccuiickon
degepauuu;

rmaB (rybepHaTopoB) KpaeB, obnacteli, aBTOHOMHbIX OKpyroB Poccuiickon depepaumm u - ux
aAMUHUCTpaUUR;

OTpacneBbIX OPraHoB WCMOMHUTENbHOW Bractu kpaes, obnacten, Mockebl n CaHkT-lleTepbypra,
aBTOHOMHbIX OKpyros Poccuiickon ®efepaumum, ecnuv nux sagadv n yHKLUN U3SMEHUNNCH;

opraHoB cynebHon Bnactu Poccuickon ®enepauuu;

OpraHoB MEeCTHOIO CaMoyrnpaBreHus;

"eHepanbHON NpokypaTypbl Poccuinckon epepauuu;

CuetHon nanatbl Poccuiickon ®epepaumu;

LlenTpanbHoro 6aHka Poccuiickon ®eagepaunn (baxka Poccum);

LleHTpanbHou n3bupatensHon kommccum Poccuinckon depepaumm, m3bupartenbHbIX KOMUCCUA OpraHoB
rocygapCTBeHHOM BnacTu cyobektoB Poccuiickon Pepepaumm.

Honyckaetcs dopMuMpoBaHMe OObEOMHEHHbLIX apXMBHbIX (OHOOB M3 apXMBHbIX  [JOKYMEHTOB
n3brpaTenbHbIX KOMUCCUI MO BbIBOpaM OpraHOB MECTHOIO CaMOyNpaBrieHUs;

2.8.1.2. eanHble apxMBHble QOHObI COCTABNSAOT apXUBHbIE OOKYMEHTHI:

OoTpacneBbIX ynpaBneHMn n OTAENOB MCMONKOMOB COBETOB HAPOAHbIX AenyTaToB Kpaes, obnactew, r. T.
Mockebl 1 CaHkT-lMNeTepbypra, aBTOHOMHbLIX okpyroB PC®CP 1 CcOOTBETCTBYIOWMX OTpacreBblX OpraHoB
WCMONHUTENBHON BnacTtu Kpaes, obnacten, r. r. MockBbl n CaHkT-IleTepbypra, aBTOHOMHbIX OKpPYroB
Poccuickon ®enepauun, ecnv nx 3agadm n QyHKUMKM ocTanmck 6e3 nameHeHus;

opraHoB cygebHom BMactM W npokypaTyp pecnybnuk, KpaeB, obnacten, r. r. MockBbl 1
CaHkT-lNeTepbypra, aBTOHOMHbIX OKPYroB, ropofoB 1 panioHoB PCOCP 1 cooTBETCTBYHOLLMX OpraHoB cynebHon
BNactTu m npokypaTyp B pecnybnukax, kpasx, obnactax, r. r. Mockee n CaHkt-lletepbypre, aBTOHOMHbIX
okpyrax Poccuinckon egepaumm, MyHULMNanbHbIX palioHax 1 ropoacKkmMxX oKpyrax;

NpeacTaBUTENbLHOMO Y UCNONMHUTENBHO-PAcNOPSANTENBHOrO OPraHoB MYHULIMNANbLHOTO NOCENEHNS.

2.8.2. B cBA3n ¢ NnpeobpasoBaHMeM MyHMLMNANbHbIX 00pa3oBaHun (Mx 00beanHeHNEM, pa3geneHem, a
Takke M3MEHEHMEM cTaTyca FOpPOACKOro MOCENeHNs1) HOBble apxmBHble (OOHAbI COCTABMSAIOT apXUBHbIE
OOKYMEHTbI CO34aHHbIX OPraHOB MECTHOrO CaMOyMnpaBrieHus.

M3meHeHne rpaHuy, MyHMUMNanbHbIX 0Bpas3oBaHWN He SBMASETCA OCHOBaHMEM Ans CO34aHus HOBbIX
apXUBHbIX (POHO0B U3 apXMBHbLIX JOKYMEHTOB COOTBETCTBYIOLLUX OPraHOB MECTHOrO cCaMOoynpaBrieHus.

2.8.3. MNpu peopraHnsauumn opraHMsaunn HoBble apXmBHble (POHALI CO30Al0TCH B CNy4vasx:

N3MEHEHUS LLIeNeBOro HasHa4yeHus, Npounsa OeaTenbHOCTU N PYHKLUMIA OpraHn3aumu;

npeobpasoBaHMs OpraHuM3auum C W3MeHeHneM OpMbl COBCTBEHHOCTM MMYyLLEeCTBa OpraHusaumu
(npuBaTM3auus, akLMOHUPOBAHWE, HAaLMOHaNM3aums u 1.0.).

N3 apxvBHbIX AOOKYMEHTOB [OCYAapCTBEHHOW WAM MyHMUUNANbHOM OpraHusauuu, nogsepriiencs
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npeobpa3oBaHnio C M3MeHEHNEM POPMbI COOCTBEHHOCTM MMYLLECTBA OpPraHM3auun, U apXMBHbIX AOKYMEHTOB
BHOBb BO3HWKLLIEN OpraHunsauun(in)-npaBonpeemHuka(oB) gomnyckaetcs OpMUMpoBaHNMe 0O6bEeAMHEHHOrO
apxuBHoro ¢oHZa B criyyae nepedayM apxvBHbIX [OKYMEHTOB oOpraHu3auuu(i)-npaBonpeemMHuka(oB) B
rocygapCTBEHHYIO UM MyHULMNAnbHY COBCTBEHHOCTD.

2.8.4. He siBnsieTca 0OCHOBaHWEM A5l CO34aHMsA HOBOro apXMBHOro ooHaa:

pacLuMpeHne Unu Cy>KeHne TeppuTopmanbHbIX rpaHnL, 4eATeNbHOCTU UNKU OyHKLUA OpraHu3aumm;

BblAeneHve U3 opraHnsaLmMm O4HON UMW HECKOMNbKUX HOBbIX OpraHusaunn ¢ nepefayen UM OTAENbHbIX
dYHKUNIA NepBO opraHm3sauuu;

N3MEHEHNe NOgYMHEHHOCTU OpraHn3auun, ee CTPYKTYpbl, NEpENMEHOBAHNE UM BHECEHWE W3MEHEHWUA B
Ha3BaHue, He CONPOBOXAALMNECH N3MEHEHNEM MEPBOHAYanbHbIX (PYHKUNN;

cMmeHa yuypeauTensi(en) opraHmsaumm 6e3 u3MeHeHust PopMbl COOBCTBEHHOCTM MMyLLECTBa 3TOM
opraHusaumn.

2.8.5. ApxuBHble [OOKYMEHTbl OpraHusauuu, rMpekpaTuBLUEN CBOKW [OeATeNbHOCTb BCreAcTBME
NVKBMAAUUN, B TOM YMCIE MO MPUYUHE 4Ype3BblHaNHbIX OOCTOATENBLCTB UMM CTUXWIAHBbIX OedcTBuUW, a 3aTeM
BOCCTAHOBMEHHON C TEMU e PYHKLNAMM, COCTaBMAIT €ANHBIN apXMBHbBIN OOHA,.

2.8.6. XpOHOMOrM4eCcKMMn rpaHnuLaMmm apxmeHoro dooHaa SBngaTCs:

apxmBHOro poHAa rocyaapCTBEHHOrO opraHa, opraHa MECTHOro CcamMoyrnpaBrfeHus, opraHu3auumn -
yCTaHaBMnMBaeMble Ha OCHOBE HOPMAaTMBHbIX aKTOB odmumanbHble Aatbl MX obpasoBaHusa (perucTpauun) u
nuksmMgauun. Npu HanMYMM HECKOIbKUX HOPMATUBHbIX aKTOB 3a AaTy 0Opa3oBaHMs rocy4apCTBEHHOIO OpraHa,
opraHa MecTHOro camoyrnpasneHusl, opraHM3auny NpuHMMaeTca gata Hambonee paHHEro N3 HUX;

006beaMHEHHOro apxmMBHOro dhoHaa - Aatbl 06pasoBaHus (perncrTpauyun) Hanbonee paHHeER 1 NMKBUZALMM
Hanbornee no3gHerW NO BpeMeHU [OEesTeNbHOCTU OpraHvu3auui, OOKYMEHTbl KOTOPbIX BOWMAM B COCTaB
06BbegUHEHHOr0 apXMBHOro oHAa;

apXxMBHOro poHAa NUYHOIO NPOUCXOXAEHUS - AATbl POXAEHUS U CMEPTU rpaxaaHnHa, YNeHOB CeEMbU NN
poaa (no aHanorum ¢ 06 beANHEHHBIM apXUBHBLIM (POHAOM);

apXVBHOW KOMNMEKUMM - AaTbl CAMOro PaHHEro U Camoro No3gHEero AoOKyMeHTa.

XpoHonormyeckue rpaHnLbl apxuBHoro ooHaa MOryT He coBnagaTth C KpanHUMKW AaTamMu COCTaBMSHOLLMX
€ro apxmBHbIX JOKYMEHTOB:

B (boHOe rocygapCTBEHHOro opraHa, opraHa MeCTHOro CamoynpaBrfieHusi, opraHmM3aumMmM - B CBA3U C
BO3MOXHbIM OTCYTCTBMEM aPXMBHbLIX OOKYMEHTOB HayanbHOro u/vnv 3aBepluarollero 3TanoB AedATenbHOCTU
rocyapCTBEHHOro opraHa, opraHa MeCcTHOro camoynpaBrfeHusi, opraHmsauuu, BKMNoYeHMeM B cocTaB doHAa
bonee paHHMX AapXMBHbIX [OOKYMEHTOB, MNepefaHHblX AN 3aBeplleHnss MNpou3BOACTBOM  Aerna
npeaLwecTBEHHMKOM roCyAapCTBEHHOIO OpraHa, opraHa MeCcTHOro CaMoynpaBIieHNsi, OpraHn3auuu;

B (POHOE NMYHOIO MPOUCXOXOEHUS - 3a CYeT OOKYMEHTOB, CBS3aHHbIX C OTKIMKaMy Ha CMepTb
rpaxgaHuHa, npoBegeHnemM NnaMaTHO-0BUNENHbIX MepoNpuUaTUA 1 ap.

OpFaHI/IIBaLI,I/IFl APXMBHbIX OKYMEHTOB B rnpenenax apxmeHoOro (bOHﬂ,a

2.9. B npegenax apxmBHoOro poHaa apxvBHble JOKYMEHTbI OPraHn3yoTCs Mo eAVHULAaM XpaHeHus.

EAVHMLBLI XpaHeHnss cucTeMaTusupyoTCa COrNacHo CXemMe cucTeMaTu3aumMm apXMBHbIX AOKYMEHTOB B
apxuBHOM hoHAe.

2.9.1. Cxema cuctematmsaumm apxuBHbIX JOKYMEHTOB B apXMBHOM (QOHAE SIBNSETCA OCHOBaHWEM Ans
BHYTPEHHEN opraHWsauun eauvHuL, XpaHeHus apxuBHoro doHda v 3akpennseTcs onucbio (onucamu) gen,
AOKYMEHTOB.

CuctemaTtunsauns eavHUL, XpaHeHust B npefenax apxusHoro poHaa no pasgenam (noapasgenam) cxewbl
cucTemMaTusaumm NpoBOANTCS C YH4ETOM OAHOIO UMM HECKOSbKMX CreayoLmx NPU3HaKoB:

CTPYKTYpPHOro (B COOTBETCTBMM C  MPUHAAMNEXHOCTbIO  €AWHWL,  XPaHEeHWs K  CTPYKTYPHbIM
nogpasaeneHunsm);

XPOHOMNOrNYeCKoro (No nepuogam uUnu gatam, K KOTopbiIM OTHOCATCS eOUHULIbI XPaHEHUS);

YHKUMOHANbLHOTO, OTpacfieBoro, TeMaTU4YecKoro, MPEeAMETHO-BOMPOCHOTO (C  y4eToM  dOyHKUMIA
opraHv3aumu, Tem UM BOMPOCOB, KOTOPbIX KacaeTcs coaepXaHne eanHUL, XpaHeHns);

HOMMWHanNbLHOro (Mo AenonpPon3BOACTBEHHON hopMe - BUAAM U PasHOBUAHOCTAM JOKYMEHTOB);

KOpPPECMNOHAEHTCKOro (Mo opraHW3aumnsm 1 nuuam, B pesynbtaTe Nepennckn ¢ KoTopbiMu 0BpasoBanvcb
eOUHWLbI XPaHeHNS);

reorpacuyeckoro (B COOTBETCTBMM C OMpedeneHHbIMU TeppUTOPUAMM, HAaCESNEeHHbIMU MyHKTaMu U
apyrumm  reorpacdmyeckumMyn  obbekTamu, C KOTOpPbIMW CBA3aHO CcoAepXaHue [AOKYMEHTOB, WX aBTopbl,
KOPPECNOHAEHTHI);

aBTOPCKOro (MO Has3BaHWAM oOpraHusaumm wunum damMunmaM  nul, KOoTopble  SBMASIOTCS  aBTOpamMu
OOKYMEHTOB).

KoHcynbTaHnTlntoc

HageXxHasa npaBoBas noagepxka

www.consultant.ru Ctpanuua 5 n3 66


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

Mpwnka3 MuHkynbTypbl P® ot 18.01.2007 N 19

(pea. ot 16.02.2009) [JokymeHT npegocTasneH
"O6 yTBepxaeHumn MNMpaBun opraHM3aumm XpaHeHus, Hata coxpaHehusi: 07.10.2014
KOMMIIEKTOBAHM...

Mpu cuctematmsaumm eOuHUL, XpaHeHUs ayauoBU3yanbHOW U 3MEKTPOHHOW  OOKYMeHTauuu
OOMOSTHUTENBHO UCNOMb3YHTCA OOBEKTHBIN 1 OPMATHbBIA NPU3HAKK.

EavHvLbl XxpaHeHust rpynnypyroTca NOCNefoBaTeNbHO MO Mpu3Hakam, MpUMEHeHUEe KOTOpbIX SBMseTCH
Hanbornee uenecoobpasHbIM AN BCEX UNWN OTAENbHbIX FPYNN apXMBHBIX JOKYMEHTOB apXMBHOMO OoHAA.

[OKyMEHTbI NO NIMYHOMY COCTaBy, @ TaKKE Hay4YHO-TEXHMYECKME [OOKYMEHTbl B apxMBHbIX poHAax
Hay4HO-UccneaoBaTenbCKNMX opraHn3aumi, pykonucu B usgaTenbcTBax, uctopun 6GonesHer B MeOMLIMHCKUX
opraHu3auusax, akTbl MNPOBEpOK B (pOHOAX KOHTPOMbHLIX OpPraHoB BhLIGENSATCA B 0cobble rpynnbl U
cucTemMaTnsmpyroTcst 060co6eHHO.

ApXVBHbIE JOKYMEHTBI apXUBHOTO (POHAA CEMbW, poda CUCTEMATU3NPYKOTCA BHadane no oTAernbHbIM
rpaxgaHam, JOKYMEHTbI KaXaoro rpakgaHnHa - no pasgenam cxembl cuctemaTtmsauun. B apxuBHom cboHae
CeMbM Ha MepBOE MECTO BbIHOCATCHA apXMBHble OOKYMEHTbl Hamboree M3BECTHOro rpaxkgaHuHa, 3aTteMm -
apXvMBHble AOKYMEHTbl UYNEHOB CEMbM B MNOpPSAAKE CTeneHu poactea. B apxuBHOM dhoHAe poaa apxuBHble
OOKYMEHTbI pacnonaratoTcs B nopsake reHeanormyeckom nocneaoBaTenibHOCTU, MPUYEM apXUBHbIE JOKYMEHTHI,
OTHOCSLUMECS KO BceMy pogy (reHeanormyeckue Tabnuubl, WMYLLECTBEHHO-XO3AWCTBEHHbLIE [OOKYMEHThI),
nomMeLlatTCs B Havarne.

EOovHUUBI XpaHeHWs1, BKIOYEHHbIE B OObeANHEHHBIN apXMBHbLIA (OOHA, pacnofiaratoTcs Mo 3HAYMMOCTU
coHOoobpasoBaTenen, N0 XPOHOMOMMM UX co3daHus, No andasBuTy HasBaHuMW. [ns apxumBHbIX (HOHAOB
OLHOTUMHBIX OpraHu3aunn ncnonb3yeTcs obLlasa cxema cuctemaTnsaumm.

B npepenax apxmMBHOW KOMNEKLUUN apXUBHbIE LOKYMEHTbl OAHOro Buaa (pasHOBWAHOCTW) rpynnupyroTcs
Mo aBTOPCKOMY MPU3HaKy C pacrnoflioXeHWeM Trpynn eAuHUL, XpaHeHust B andaBUTHOM MopsaKke HasBaHWN
opraHuMsaumn unu amunuin rpaxkgad. B npegenax apxvBHOW KOMMEKUMW, CO30aHHOM MO  TeMaTu4ecKomy
Mpu3HaKy, rpynnupoBKa apXMBHbIX AOKYMEHTOB MPOBOAMTCA MO TeMaMm WM BOMNPOCaM, PacrofioXeHHbIM B
NopsiAKE UX 3HAYMMOCTUN UNN XPOHOSOTUN.

B coOTBETCTBMM CO CXEMOWN CUCTEMATMU3ALMU eOUHULBI XPaAHEHUS TPYNNNPYIOTCA B CneayloLlem nopsake:

€VHULbl XpaHEeHNs OTHOCATCA K TOMY rofly, B KOTOPOM OHW HayaTbl NPOU3BOACTBOM WMN B KOTOPOM
MOCTYMUIN B AaHHYH OpraHusauuio (CTPYKTypHOe nogpasgeneHve) n3 Opyrol opraHmsauumn (CTPYKTYPHOrO
nogpasgeneHus) Ans NnpogosPKeHNs NPOU3BOACTBa;

€[MHMLbI XpaHeHUs, cogepallme nnaHbl, OT4eTbl, CMETbI U MaTepuarbl K HUM, OTHOCATCA K TOMYy roay,
Ha KOTOPbIA NN 3a KOTOPbIA OHU COCTaBIEHbI, HE3aBUCUMO OT [aTbl UX COCTaBMEHUHA; AONTOCPOYHbIE MiaHbl
OTHOCATCA K Ha4YanbHOMY roay ux 4erUCTBUS, a OTYeThl 3a 9TK rofbl - K NocnegHemMy rogy oT4eTHOro nepuoaa;

€OVHULbl XpaHeHWsd, HayaTble NPOU3BOACTBOM B OAHOM MoApa3feneHuuM U nepefaHHble  Ansg
NPOAOIKEHNSA B ApYyroe nofpasfaeneHne, OTHOCATCA K TOMY noapa3gerfieHunto, B KOTOPOM OHM Oblfv 3aKOHYEHBI;

B Mpegenax roga uim XpoHONOorM4yeckoro nepMoga eavHuLbl XpaHeHnst pacrnonaralTcss No 3Ha4YMMOCTy
dYHKUMIA opraHmsauumn (Mnn B Nopsigke 3HAYMMOCTM M JIOTMYECKON B3aMMOCBSI3M BUOOB M Pa3HOBUOHOCTEN
OOKYMEHTOB);

€VHU1Lbl XpaHeHus, npeacTaBnsaoLme cobon NuyUHble aena, CUCTEMaTU3NPYIOTCA NO rofaM YBOMNbHEHUSA
1 andasuTy damunun.

pynnbl eguHWL XpaHeHMs B npefenax nocnegHux (3aBeplialowmnx) CTyMeHenh cucTtemaTusauum
pacnpegensaTcs No UX 3HAYMMOCTM UITN XPOHOITOTUN.

HedoHooBas opraHnsaums apxmBHbIX JOKYMEHTOB

2.10. HedpoHooBas opraHusauus apxmBHbIX OOKYMEHTOB - OpraHmsauus CO3[aHHbIX B [eATerlbHOCTU
pasnuYHbIX WUCTOYHWKOB KOMIMMEKTOBAHMUSA  ayaMOBU3YyamnbHbIX [OOKYMEHTOB (KMHO-, (pOTO-, (OHO- MU
BMOEOOOKYMEHTOB) MO WX BuMAaM, OOHOMY WIIM HECKOSIbKMM BHELIHUM Mpu3Hakam (UBETHOCTWU, martepuany
HocuTensa nHdopmMaumm, ero opmarty, cuctTeMe 3anmcu 3ByKOBon nHdopmMaumm n gap.).

KWHOOOKYMEHTbI ¥ BWOEOOOKYMEHTbl CUCTEMATU3NPYIOTCA N0 BuaaM - UNbMbl,  CRELBbINYCKH,
KMHOXYPHanbl, OTAeNbHble KWHO- W TeneclokeTbl pPasnUYHoOW LBETHOCTW. Ha  KMHOOOKYMEHTbI U
BMAEOOOKYMEHTLI ONPeAeneHHOro Buaa coctaBnseTcsa oTaenbHas onunee.

POTOOOKYMEHTBI CUCTEMATU3MPYHOTCA MO BUAAM - HErAaTUBbLI PAa3fMYHON LBETHOCTU U pa3mMepa; cnangbl
(AManosnMTuBbLI) PasnMYHOM LBETHOCTM; M03uTMBbI, poTooTneyaTkn; doToanbbombl; Anadunbmbl. Ha
hOTOAOKYMEHTLI ONpedeneHHoro B1aa CocTaBnseTcd oTaeNnbHas Onuchb.

POHOAOKYMEHTbI CUCTEMATU3MPYIOTCA MO BMAAM 3anucu 3BYKOBOW MHGOpMauumn - coHorpaduydeckas,
rpaMModoHHas, LWOPUHOMOHHAS, OMNTUYeckas, MarHuTHas, nasepHas. Ha ¢oHOOOKYyMEeHTbl onpeaerieHHoro
BMAa 3arvcu cocTaBnseTcsa oTaenNbHas Onuch.

OnNeKTPOHHbIE AOKYMEHTLI CUCTEMATU3UPYIOTCS NO BUAAM HOCUTENEN WHGOPMaUMK (MarHUTHbIE FEHTHI,
nasepHble U XECTKMe OUCKW, KOMMAaKT-OWCKW, OUCKETbI); BHYTPWM BMOOB - MNo dopmatam npeacraBrneHus
MHdOpMaUMK 1 Janee - No xapakTepy 3adoMKCMpoBaHHOM MHpopMaLmu.
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ObGecneveHne COXPaHHOCTUN apXUBHbIX JOKYMEHTOB

2.11. KomMmnnekc MeponpuaTuii Mo CO34aHWI0 HOPMAaTUMBHBLIX YCIOBWUWA, COOIIIOAEHUIO HOPMAaTUBHbIX
PEXMMOB U Haanexallen opraHm3aunm XpaHeHUsh apXmBHbIX JOKYMEHTOB, UCKIIOYAOLWMX UX XULWEHWE 1 yTpaTy
n obecneyvmBalLLnX NogaepKaHne Nx B HOpMasnbHOM (U3MYECKOM COCTOsIHMKM, obecnevrmBaeT COXPaHHOCTb
apXMBHbIX JOKYMEHTOB B apXuBe.

ObecneveHne HOPMaTUBHbIX yCJ'IOBI/IVI XpaHeHuA
AdPXUBHbIX JOKYMEHTOB

2.11.1. HopMaTu1BHbIE YCMNOBUS XpaHEHMS apXMBHbIX JOKYMEHTOB obecneunBaroTcs:
CTPOUTENLCTBOM, PEKOHCTPYKLMEN U PEMOHTOM 34aHWUIN apXMBOB;

co3aaHnemM onTMalbHbIX (HOpMaTMBHbIX) NPOTUBOMNOXapHOoro, OXpaHHoro,
TeMnepaTtypHO-B1aXXHOCTHOIo, CBETOBOro U CaHUTapHO-TMTMEeHN4YeCKoro pexmmos B 34aHUN U NMOMELLEeHUAX
apxuBa;

NPUMEHEHVEeM crneumanbHbIX CPeACTB XPaHEeHUs U nepemelleHUs apXuMBHBIX OOKYMEHTOB (CTennax,
wkadbl, cendbl, KOPOOKK, Nankn n ap.).

Tpe6OBava K 3aHNAM U NoMeLleHNAM apxmnBa

2.11.1.1. ApxuB pasmellaeTcs B creuuanbHO MOCTPOEHHOM(bIX) WunK npucnocobrneHHoMm(bix) Ans
XpaHEeHVs1 apXMBHbIX AOKYMEHTOB 34aHUU(AX) WM OTAENbHbIX MOMELLUEHUSX 34aHus, yaaneHHOM(bIX) oT
OMacHbIX B NOXXApHOM OTHOLLEHUN OBBHEKTOB (HedTexpaHnnua, 6€H30KONMOHKM, aBTOCTOSIHKW, rapan U T.n.) 1
NPOMBILLIIEHHbIX OOBEKTOB, 3arpsA3HAOLLMX BO34YX (arpeccuBHbIe rasbl, LLeMeHTHas nbinb 1 T.0.). MpurogHocTb
MECTOPAacCMoSIOKEHMS apXxvMBa OMNPenenseTcs C Y4eTOM 3aKMiOYeHW CrykObl MOXApHOW OXpaHbl WU
caHanuaemcTaHLMKn O CTEMNEHMN 3arpsa3HEHHOCTM BO3ayXa.

CTpouTtenbCTBO U PEKOHCTPYKUMS 34aHUSA apxvmBa MPOU3BOASITCA B COOTBETCTBMM C HOPMAaTMBHbBIMM
NpaBoOBbIMW akTamu, cogepxalimMmum TpeboBaHus K OObEeKTam TEXHMYECKOro perynvMpoBaHUs M NPOEKTHON
OOKyMEeHTauMen, CornacoBaHHOM C COOTBETCTBYHOLLMM YNONTHOMOYEHHBIM OPraHOM WUCMOSTHUTENBHOW BnacTu B
cchepe apxmBHOro gena.

30aHue apxuBa npeacTaBnseT coboW KOMMMEKC OCHOBHBIX W BCMOMOraTesibHbIX  MOMELLEHWN,
npefHasHaYeHHbIX ANs BbINOJSIHEHMS 3afad apxvBa MO XpaHeHMIo, obpaboTke, UCMOMb30BaHUI APXUBHbIX
OOKYMEHTOB U 3afjay agMWMHUCTPaTUBHO-XO3SNCTBEHHOIO, TEXHUYECKoro, ObITOBOro xapakrtepa, OTBevaTb
TpeboBaHMsIM pauMOHanbHOW MaHUPOBKM NOMELLEHUN.

CocrtaB, pacnonoxeHue, obopygoBaHMe MOMELLEHUA OCHOBHOIMO Ha3HA4YeHUs OOIMKHbI obecneuvvBaTb
COXPaHHOCTb apXMBHbIX AOKYMEHTOB Ha BCEX yYacTkax paboTbl C HUMK, cobrntogeHne TpeboBaHMI TEeXHONoruu
paboT, OoxpaHbl Tpyda, TEXHUKM Ge3onacHOCTM U MPOU3BOACTBEHHOW CaHWTapuW, a TakkKe paumoHanbHoe
B3auUMOAEWNCTBUE nogpasgeneHni apxmea. K nomeLleHMsamM OCHOBHOIO Ha3Ha4YeHUs1 OTHOCATCS:

apXMBOXPaHUNULLA;

paboure nomelleHnss paboTHUKOB apXu1Ba;

nomeLLeHnst 4ns npuemMa u BPEMEHHOIO XpPaHEHUS, akKnnmaTu3aunm apxXmBHbIX JOKYMEHTOB;

nomeLLeHnst ANns U3onauuu, esnHMeKUn n Ae3NHCEKLUM NOPaKeHHbIX apXUBHbIX JOKYMEHTOB;

nomMeLleHns ons odecnbinMBaHus, NepenneTa n pectaBpauuyn apxXmBHbIX JOKYMEHTOB;

NnoMeLleHnss Ans KONMpPOBaHMA U pecTaBpauuM  apXMBHbIX  OOKYMEHTOB  (MUKpPO-,  KCepo-,
cdhoTokonupoBaHus, ¢oTopectaBpauMn n T.n.), 06paboOTKM NNEHKU N MPOBEAEHUS TEXHWYECKOrO KOHTPOMS
ayaMoBM3yaribHbIX JOKYMEHTOB;

NOMELLIEHNST ANS1 XPaHEHUS YYETHbIX JOKYMEHTOB;

KOMMEKC YMTanbHOro 3ana (C yyactkamm Bblgadnm Aen M CrnpaBOYHO-MOUCKOBLIX CPeaCTB, BPEMEHHbLIM
XpaHunuLem);

Hay4HoO-crnpaBoYHas OMbnmoTeka;

MEeTOANYECKNIN KabUHET;

BbICTaBOYHbIN 3an.

Pa3melleHne apxmBa B NpMCNOCOBNEHHbIX 34aHMSX U MOMELLEHUAX MPOU3BOAMTCS B YCTaHOBIIEHHOM
nopsifike nocrne npoBeAeHUss UX SKCNepTu3bl. OKCNepTu3a YyCTaHaBnMBaeT CTeneHb OMHEeCTOWMKOCTWM 3[4aHus,
[ONroBEYHOCTb €r0 OCHOBHbIX KOHCTPYKLMIA U MPOYHOCTb MEXITaXHbIX MEPeKpbITUMA C YH4ETOM MNOoTeHUMarbHbIX
Harpy3oKk, COCTOSIHME MOMELLEHUI 30aHusa (MOSTaXHbIX, MOABAsIbHbIX, YepAadHblX), HanmMyMe U COCTOsHUE
OTOMUTENBHBIX Y BEHTUISILMOHHBIX CUCTEM. JKCMepTn3a MNpoBOAWUTCS NPEACTaBUTENSAMU apxuBa, MOXapHbIX,
OXPaHHbIX, CTPOMTENbHbIX, CaHUTAPHO-AMUOEMUONIOrMYECKUX N APYrMx cneumanbHblX cryx6. Mo wutoram
3KCMNepTM3bl COCTABNAETCA akKT.
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He 0OMNnyCKaeTCd pa3MelleHne apxmBa B BETXUX CTPOEHUAX, AepeBAHHbIX ﬂOCTpOI7IKaX, 30aHnAX C
CblpblIM OCHOBHbIMU, NoABaribHbIMKW, 4Yepga4HbiIMU NMOMeELLEHUAMU, NEYHbIM OTOMJIEHNEM.

I'Ipe,u,HasHaquHble ana XpaHeHunAa apxXmBHbIX OOKYMEHTOB MNOMELLEHUA B I'IpI/ICFIOCO6J'IeHHbIX 30aHnAX
OOJIMKHbI BbITh M30/IMpoBaHbl OT OCTallbHbIX nomMeLleHnn sgaHusa. He [onyckaeTca pa3MelleHne apxXmBHbIX
OOKYMEHTOB B NMOMeLleHUAX 30aHuA, 3aHATOoro cny>|<6a|v||/| OOLLIECTBEHHOIO MUTAHUS, MULLEBLIMW CKNagamu,
opraHn3aumammn, XpaHAaAwmmMmn noXapoonacHble n arpecCcumBHbIe BellecTBa mnnn npnmMmeHawmmmmn
noXxxapoomnacHble N XMMNUYEeCKNe TEXHOITOInNn.

TpeboBaHusi K apXMBOXPaHMIULLY

211.1.2. ApxuBoxpaHunuwie [OMKHO OblTb MakcMManbHO  ydaneHo OT  nabopaTopHbIX,
NPON3BOACTBEHHbIX, ObITOBLIX MOMELLEHWUI apxMBa U He MMeTb OOLMX C HUMW BEHTUNSILUOHHBIX KaHamnoB.
Apx1BoxpaHunuLle oTaenseTcs oT coceHMX NoMeLLeHNIA apXxmMBa HeCrOpaeMbIMU CTEHAMW U NEPEKPLITUAMU C
npefenamMmu orHeCTOMKOCTU He MeHee [BYX 4acoB. B apxvBoxpaHunuiie He ponyckaeTcsi npoknagka Tpy6
BOJOCHabXeHNsA 1 KaHanu3auum, TEXHONOrMyeckne nnm ObIToBblE BbIBOALI BOAbI.

Mpy NpoeKkTUpoBaHUK pasMeLLEHNS apXMBOXPaHUNULLA B CNeLManbsHOM UM MpUCnocobieHHOM 30aHnm
npeanoyvteHne (Mpu paBHbIX TEMMOBbLIX XapaKTEPUCTUKAX) OTAAETCS MOMELLEHMSIM C CEBEPHON OpueHTauumen
OKOH.

MaTepuanbl NOKPbITUS CTEH, MONoB, MOTOMKOB, BHYTPEHHEN apmaTtypbl  apXxvMBOXpaHUNuLa,
NpUMeHsieMble MpY U3roTOBMNEHNM 060pYAOBaHUA U CPEACTB XPaHEHWSI apXUBHbIX AOKYMEHTOB, HE [OIKHbI
cobvpaTb Mbinb, ObITb €€ NCTOYHUKOM WKW BbIAENATb arpeCCUBHBIE XMMUYECKUE BELLECTBA.

ApPXVMBOXpPaHWMULLE [OMKHO WMETb €CTECTBEHHYH WINW  WUCKYCCTBEHHYIO BeHTUnsumio. Cuctemsl
KOHOVLUMOHMPOBAHUS OOSKHbI obecnedmBaTbh pPeLMPKYNnsauMio Bo3gyxa C KpaTHOCTbio obmeHa 2 - 3,
CTabMNbHOCTb TEeMMNepaTypHO-BMNaXXHOCTHOIO PeXMMa, OUYMCTKY BO3Zyxa OT Mblfiu U arpeccuBHbIX Mpumecen, a
Takke oTBe4aTb COBPEMEHHbIM TPEOOBaHNAM KOMMNAKTHOCTM 1 SKOHOMUYHOCTH.

BbicoTa apxuBoxpaHunuiia 3aBUCUT OT TEXHOMOrM4eckoro 06opyaoBaHWs, MPUHATOrO ANs XpaHeHUs
apPXMBHBIX JOKYMEHTOB, HO He MeHee 2,25 M 00 HM3a BbICTYNaLWMX KOHCTPYKLUUIA U, Kak MpaBuno, He Bbiwe 4
M.

ApX1BOXpaHUNKLLE AOMKHO UMETb YA0OHbIE BbIXOAbI K NMNATaM U NECTHUYHBIM KIETKaM.

He ponyckaetcsi xpaHeHue hOHO-, BUAEO- U 3MEKTPOHHbIX OOKYMEHTOB Ha HOCUTEMNSX C MarHUTHbIM
pabounm cnoem B apxXmBOXpaHWnmLLe C NapasmTHbIMU NOCTOSHHBIMU U NePEMEHHbIMA MarHUTHbIMW MOMAMU
HanpsbkeHHoCTbo 6onee 400 a/m.

ApPXVMBOXPaHWUMULLE apXMBHBIX [OKYMEHTOB Ha HUTPOOCHOBE (OMAacHOW, ropltoyel) TeppuTopuanbsHO
OTAENseTCA U M30NMpyeTcs OT APYrMX apXUBOXpaHunuLL. B HwkHen 30He apxvMBOXpaHWnUWAa apXUBHbIX
OOKYMEHTOB Ha HATPOOCHOBE NpeaycMaTpMBaeTCsl 4ONONHUTENbHAS BbITShKKa BO3Ayxa.

HopmaTtuBHbIe pexXMMbl XpaHEHUS apXUBHbIX JOKYMEHTOB.
MpoTnBONOXaPHbIN PEXMM

2.11.2.1. lpOTUBONOXaPHbIN PEXUM B 34aHMU(SX), TOe pasMellaeTca apxvB, U B apXUBOXPaHUIMLLAX
pernameHTMpyeTcs COOTBETCTBYHOLLMMM HOPMaTMBHbIMW MpaBoBbiMM akTtamu Poccunckon Pepepauymn B
obnactu noxapHown 6e30nacHOCTK.

OXpaHHbIN pexnm

2.11.2.2. OxpaHHbIA pexuMm apxmBa obecnevMBaeTcs KOMMJIEKCOM Mep No  obecnevyeHuto
WHXXEHEePHO-TEXHNYECKOW YKpenrneHHOCTN, 06opyaoBaHuMio 3gaHuns (MOMeLLEeHNs) apxuBa cpeacteaMmm OXpaHHOM
cuMrHanusaumu,  opraHu3auuMm  nocTta(oB)  OXpaHbl,  One4vaTblBaHWIO nomeLLeHunn, cobnoaeHno
BHYTPMOOBEKTOBOIO 1 NPOMNYCKHOrO PEXUMOB, XPaHEHWIO KMOYen OT CnyXeOHbIX NOMeLLeHNIA.

TpeboBaHUs K apxMBOXpPaHUNMLLAM U OPYrMM MOMELLEHUAM apxuBa, B KOTOPbIX XPaHATCA CeKpeTHble
apXUBHbIE AOKYMEHTbI U MPOBOAATCS paboTbl C HUMU, YCTAHOBIEHbI HOPMATUBHbLIMW MPABOBbIMM  JOKYMEHTaMMU
no obecneyeHnto pexnma cekpetHoctn B Poccuiickon ®epepauum.

OpraHusaumsa oxpaHbl apxuBa OCYyLLECTBNSAETCA B COOTBETCTBMM C TPeOOBaHWSAMU 3aKOHOAATENbHbIX M
MHbIX HOPMaTMBHbIX NpaBoBbix akToB Poccuiickon ®epepaumn, a Tawke WHCTpykummM o nopsake
OCYLLIECTBIEHNS OXpaHbl apxvBa, COrMacoBaHHOW B YCTAHOBMEHHOM MOPSiAKE C OCYLLECTBMSIIOLMM OXpaHy
apxuBa nogapasgefnieHMemM u COOTBETCTBYHOLLIMM OpraHOM BHYTpPeHHUX aen Poccuickon Pegepaumn.

OxpaHa apxvBa OCYLLECTBMSIETCA Ha OCHOBaHUW OOroBOpa MeXZy apXuBOM M COOTBETCTBYHOLLUM
nogpasgeneHvemM OxpaHbl, B KOTOPOM MpedycmaTpuBaloTcs o0bs3atenbCrBa CTOPOH MO OXpaHe apxuBea,
CcobONAEHNI0 BHYTPMOOBHEKTOBOIO 1 NPOMYCKHOMO PEXMMOB, NpeaycMaTpuBaroLmxX B TOM 4ucCrie OOCMOTPOBbIE
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mMeponpusatus. [epeveHb nNOMeLLeHUA apxvBa, 0OOpyaAyemMblXx CPeAcTBaMM OXPaHHOM  CUrHanmusauuw,
NPMMEHSIEMbIE  WHXEHEPHO-TEXHUYECKNE CpeacTBa, BWA, YCMNOBUS OXpaHbl W AWCMOKauuWsi MOCTOB
ONpeaensTCs YCNoBUAMM A0roBopa Ucxons U3 NpYHLMNOB HaAEXHOCTU N 3KOHOMWYECKOW OBOCHOBAHHOCTU
TapundoB, a Takke C y4eTOM MOJIOXKEHUN MEXBEOOMCTBEHHOTO akta obcrnegoBaHus apxvBa M TpeboBaHWi
HOpMaTuBHbIX NpaBoBbix aktoB MB[ Poccuu.

O6sa3aTenbHOMY  OCHALLEHUIO CPEACTBaMWM  OXPaHHOW CuUrHanmsauum W onedvaTbiBaHWIO noanexaT
apXuBOXpaHnMLa 1 NOMeLLLEHUS, B KOTOPbIX MOCTOSIHHO UMM BPEMEHHO XPaHATCH apXuBHble OOKYMEHTbl, a
Takke MaTepuarbHble LEHHOCTU, aBapyiHbIE U 3anacHble BbIXOA4bl M3 30aHWSI apXuBa, OCHOBHOW BXOn Npu
OTCYTCTBMM KPYrMOCYTOYHOIO MOCTa OXPaHbl.

OneyvaTtbiBaHUIO NOANEXaT MeTannmyeckue wkadbl M Cendbl, rae BPEMEHHO XPaHATCH BblAaHHbIE U3
apXUBOXPaHWMVL, apXMBHble OOKYMEHTbl, YYeTHble OOKYMEHTbl M Hay4yHO-CNpPaBOYHbIM annapart, €Criv OHU
HaxoasTcsa B HeoneYvaTbiBaeMblX NOMELLEHUSAX.

ApxvBoxpaHunuwia u gpyrme nomelleHus, rae MOCTOSHHO WM BPEMEHHO XPaHATCH apXuBHbIE
OOKYMeHTbI, 00opyayloTCA ABEPSIMUA C MOBLILWEHHONW TEXHUYECKOW YKPEMIEHHOCTbIO MPOTMB BO3MOXHOIO
B3110Ma, OCHALLEHHbIMW 3aMKaMW MOBbILLIEHHOW CEKPETHOCTMU.

Bce oak3emnnspbl Kknwo4Yew (32 WUCKIOYEHMEM OTHOCALUMXCA K MOMELLEHWsIM, Ha  KOTopble
pacnpoCTPaHATCH cneuunansHble TpeboBaHNa pexnma CEKPETHOCTU) YUUTBIBAIOTCA B JKypHane perucrpaumm
Krnoyer K 3aMKkam NnoMeLLeHuin apxmea, BeJeHe KOTOPOro npukasoM PyKOBOAWUTENS apxvBa BoO3naraetcs Ha
OTBETCTBEHHOE [OIDKHOCTHOE nuuo. B yka3aHHOM >XypHane oTmedaeTcsi, y koro M3 paboTHMKOB apxuBa
NMEIOTCS KIMOYM OT KaXKAoro 13 NoMeLLeHNiA, C pacnmnckon paboTHMKA B NOMyYEHUM SK3eMNMsipa Kro4a.

Ko BceM nomelleHvsaM apxvBa, OCHALLEHHbIM 3aMKaMW, OOIDKHO OblTb HE MeHee ABYX KOMIMIEKTOB
Kroyen, OOUH U3 KOTOPbIX MOCTOSIHHO HAaxoAMTCs B Cnyxbe oxpaHbl apxuBa.

Mopagok xpaHeHus knoden B pabovee n Hepabouyee Bpems, MOMyYEHUSA KMYen B cnyxbe oxpaHbl,
cAayn KnioYem M nomeLLeHW nof OXpaHy YCTaHaBnUBaEeTCH MHCTPYKUMen o6 OXpaHHOM pexume apxuea,
YTBEPXOEHHOW B yCTAHOBNEHHOM MOPSAKE.

ApxvBoxpaHunuile B paboyee BpeMsi, eCnm B HEM He paboTaloT COTPYAHUKM, OIDKHO ObiTb 3aKpbITO Ha
krtoy. Kntoum oT apxmBoxpaHunuwa B pabovyee Bpemsi HaxOOATCA Y 3aBeAyloLEero apxXvMBOXPaHUIULLEM WIU
nvua, ero 3aameLLapLLero.

B apxvBoxpaHunuiie nMeroT NpaBo A4OCTyna 3aBedylowmn u paboTHVKM OaHHOTO apxvMBOXpaHunuwia, a
Takke pykoBoauTernb apxmBa 1 ero 3amecTuTenu, rmaeHbIn XpaHuTens oHaoB. CNNCOK Nuy, UMeoLWUX npaso
[OCTyna B apXuBoOXpaHunmiie, obHOBSEMbIV N0 Mepe HeOBXOAUMOCTH, AOMKEH HAXOAUTLCS Ha NMOCTY OXPaHbl.
Bce gpyrve paboTHMKM apxmMBa AONYCKAOTCA B apXMBOXPaHUMULLE TONbKO B COMPOBOXAEHUU 3aBenylLLEro
apXUBOXpPaHWMMLLEM WNW fvua, ero 3amellatwowero. MHble nvua ponyckaloTcd B apXMBOXpaHWnuvle B
NCKMIOYUTENBHBIX CIyYasX TONIbKO MO MMCbMEHHOMY pas3peLleHuio PyKOBOACTBa apxvBa M B COMPOBOXAEHWM
3aBeayoLero apxXuBoOXpaHUnmLwem unm nuua, ero 3ameLLaoLLero.

BblHOC M3 apxuBa apxMBHbIX AOKYMEHTOB, MaTepuarnbHbIX LEHHOCTEW W KHWUM  Hay4yHO-CrpaBOYHOW
6ubnmoTekn, a TaKke Hay4HO-CMPABOYHOrO annapaTta paspellaeTcs TONbKO NO creuuanbHbiM Mponyckam,
BblJaBaeMbIM B YCTAHOBITEHHOM MOpPSIAKE.

TemMnepaTypHO-BNaXXHOCTHbIN PEXUM

211.2.3. B apxuBoxpaHunuiie apxvBHbIX OOKYMEHTOB Ha OyMaxHoW ocHoBe, 060pyaoBaHHOM
cucTeMamMu KOHAMUMOHMPOBaHWS BO3dyXa, MNOAAEPKUMBAETCA HOPMAaTUBHLIA TeMnepaTypHO-BNaXHOCTHbIN
pexum: TemnepaTypa 17 - 19 °C, oTHocuTenbHasa BnaxHocTb Bo3ayxa 50 - 55%.

TemnepaTypHO-BNaXXHOCTHbIE MapaMeTpbl BO34yXa 4SS JONTOBPEMEHHOIO XPaHEHWUs! ayAnoBU3YyarbHbIX
N 3NEKTPOHHbIX JOKYMEHTOB JOJKHbI COOTBETCTBOBATbL HOPMaMm, NpUBEAEHHbIM B Tabnuvue:
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Bun mokymeHTa TeMmneparypa, rpan. C OTHOCHUTEeJIbHAasA
BJI&XHOCTH BO3IOyxa, $
yepHO-0OeJike LI BE THEIE yepHO-0eJible | LIBE THHE
JOKYMEHTE Ha
KMHOIIJIEHKE :
HUTPOOCHOBA He Breme +10 He BhIE -5 40 - 50 40 - 50
OesonacHasa He Bhle +15 He BHle -5 40 - 50 40 - 50
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GOTONOKYMEHTH! :
CTEeKJIO He BBmIEe +15 He Bme -5 40 - 50 40 - 50
[IJIEHKA He Bbme +15 He BHIIEe -5 40 - 50 40 - 50
doTobymara He BrmIe +15 He BhHIIE -5 40 - 50 40 - 50
OOKYMEHTH Ha +8 - +18 45 - 65
MaTHUTHOM
JIeHTEe U
IOVICKOBEIX
HOCHUTEeJIaX

B apxvBOxpaHunuiwie c HeperynupyembiM KMMaToM [OSKHblI OCYLLECTBMASATLCA MEponpusatus no
onTMMM3auMM  TeMNepaTypHO-BIIAXKHOCTHOTO  pexmma C  MNPMMEHEHWEM OMNTMMAribHOrO OTOMMEHUS WU
NPOBETPUBAHUSA NOMELLEHWN, a TAKKE MEXAHNYECKUX CPeACTB YBNaXHEHUS WM OCylleHus Bo3gyxa. Peskue
konebaHnsi (Ce30HHble M B TeYeHue ogHuxX cyTok) Temnepatypbl (+/- 5 °C) u OTHOCUTENBHOM BIAXHOCTU
Bo3ayxa (+/- 10%) He gonyckatoTcs.

Mpy AnNuTenbHOM HapylleHWM TeMmnepaTypHO-BMaXHOCTHOro pexuma (o1 3 cytok u  6Gonee),
COMNpOBOXAatoLeMCs NOBbILLIEHNEM OTHOCUTENBHOW BniaxHocTh Bo3gyxa Ao 70 - 90%, npyHumaloTcss Mepbl Mo
€ro Hopmanusauumn (MHTEHCMBHOE NMPOBETPUBAHME, OCYLLEHMNE apXMBOXPAHUIULLIA).

B nepuog TexHonornyeckon o6paboTkn apxmMBHbIX AOKYMEHTOB [OOMYCKaeTCAd WX BPEMEHHOE XpaHeHue
(80 2 mecsiLeB) B MOMELLEHMAX C HEPErynmpyembiM TeMnepaTypHO-BNaXXHOCTHBIM PEXMMOM Npu TemnepaType
20 +/- 5 °C n oTHOCKTENbHOW BNaxHOCTH Bo3ayxa 50 +/- 20%.

TemnepaTypHO-BNaXXHOCTHbIA PEXUM KOHTPONMPYETCHA NyTEM PErYIsipHOrO U3MEPEHUs TemnepaTypbl U
OTHOCUTESNBHON BRIAXXHOCTW KOMHATHOMO U HAPY)KHOMO BO34yXa B OOHO U TO XXe BPEMsi: B KOHAMLMOHUPYEMbIX
NMOMeLLEHMAX - HE pexe 1 pasa B HeAer; B apXMBOXPaHUNULLAX C HeperynMpyeMbiM KnMMaTtom - 2 pasa B
HeZen; Npy HapyLeHnaX pexnma - 1 pa3 B CyTKu.

[MokasaHWsi KOHTPOMbHO-U3MepUTENbHBIX NPUBOPOB (UKCHMPYIOTCA B CneumanbHblX PerncTpaumoHHbIX
XypHarnax, B KOTOpbIX TaKkke OTpaXKaloTCs NpoBepka NpaBuibHOCTM NOKa3aHU NpMbopoB 1 Mepbl, MPUHSATLIE NO
HopMarnu3auum TemnepaTypHO-BIaXXHOCTHOMO PeXxuma B Cryyasix ero HapyLeHus.

HomeHknaTypa NnpMMeHSAEMbIX KOHTPOMNbHO-M3MEPUTESbHBIX NMPMOOPOB, @ Takke MNOPSLOK M3MEPEHMS U
pervctpaumm napaMmeTpoB KOMHATHOrO U HAPY)XHOMO BO3AyXa onpeaensnTcs 4eNCTBYOLWNMN HOPMaTUBHBIMU 1
MEeTOANYECKMMM JOKYMEHTaMM.

KoHTponbHo-n3mepuTenbHble NPUBOpbI MOHTUPYIOT HA OOAHOM LUMTKE, pa3MeLLEeHHOM B rMaBHOM Mpoxoae
apXuBOXpaHWMLa Ha cTennaxe, Boanu oT OTONUTENbHbIX U BEHTUNSILMOHHLIX CUCTEM (KOHTPONbHas TO4Ka),
Nno Hopmam: Npu KOMHaTHOM CUCTEME - OfiHA KOHTPOSIbHasa TOMKa Ha KOMHaTy, MpU MHOrosIpycHOW - ofHa Ha

apyc.
CBEeTOBOW peXxnm

2.11.2.4. XpaHeHvne apxmBHbIX [OOKYMEHTOB OCYyLIeCTBNAeTca B TemHoTe. JTo obecnevvBaeTcs
XpaHeHNeM apXMBHbIX JOKYMEHTOB B nepenseTax, nankax, kopobkax, wkadax, Ha cTennaxax 3akpblToro Tuna,
a Takke cobnogeHnem yCTaHOBIEHHOIO CBETOBOTO pexuma.

OcBelleHne B apxvMBOXpaHUIULLE MOXET OblTb €CTECTBEHHbIM WIN WCKYCCTBEHHbIM; apXMBHbIE
OOKYMEHTbI MOTyT pa3MeLlatbCs B MOMELLEHNSIX C OKHaMu unu 6e3 OkoH. Pa3smelleHne apxvMBoxpaHunuiia B
noMmeLyeHax 6e3 OKOH AOoMycKaeTcs MpU HanmMyuM B HEM WCKYCCTBEHHOW MMM €CTECTBEHHOM BEHTUNSALMU
BO3[yXa C YCTaHOBMEHHOMW KPaTHOCTbIO BO3yX00bMeHa.

EcTecTBeHHOE OCBelleHWe B apXMBOXPaHUIULLE [JOMyCKaeTCA paccesiHHbIM CBETOM MpWu  YCnoBun
NMPMMEHEHMS Ha OKHax CBeTopaccenBaTenemn, aBTOMaTUYECKUX PEryNATOPOB CBETOBOIO MOTOKa (crneumanbHbIX
CTeKon), 3aLlUTHbIX (PUIBLTPOB, XKanko3u, LUTOP, HAHECEHHbIX Ha CTEKINO MOKPbLITUA U T.1.

NS NCKYCCTBEHHOIO OCBELLEHUS B apXUBOXPaHUNMLLE NPUMEHSAIOTCS flaMnbl HaKanvMBaHUS B 3aKpbITbIX
nnacgpoHax C rnagkon HapyXHOW MNOBEPXHOCTbI. [onyckaeTcsa MNpUMEHEHWE FOMUHECLUEHTHbIX namn C
ypes3aHHbIM ynbTpadmnoneToBbiM yyacTkom crnektpa tuna J1b, JIXB, JITB. YpoBeHb OCBELLEHHOCTM B AMana3oHe
BMAMMOrO CMNeKTpa He JOSMKEH NpeBbIWaTh: Ha BEPTUKanbHOM NOBEPXHOCTU CTeNMNaxa Ha BbicoTe 1 M OT nona -
20 - 50 nk, Ha pabo4mnx ctonax - 100 nik.

3awuTa apxuBHbIX JOKYMEHTOB OT paspyLUaloLlLero AeNCTBUS €CTEeCTBEHHOIO M UCKYCCTBEHHOrO CBeTa
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OCYLLECTBIAETCHA BO BCEX NMOMELLEHUAX apXunBa npu nMobbIxX BUgax paboTbl C apXMBHLIMI JOKYMEHTaMW.
CaHUTapHO-TUMMEHNYECKUIA PEXUM

2.11.2.5. ApxvBoxpaHunuwia m gpyrme nOMELLEHNS apxuvBa CcodepxaTca B 4MCTOTe M Mnopsgke,
UCKMoYaLweM BO3MOXHOCTb MOSBMEHUS HACEKOMbIX, MPbI3YHOB, MAECEHU U NbIW.

B apxuBoxpaHunuile NpoBOOATCA cUCTeMaTuyeckasd BrnaxHas ybopka, He pexe OOHOro pasa B rog
obecnbinmBaHme nblnecocamu cTennaxen, WwWkados, cpeacTB XxpaHeHus (Kopobok, nanok, ynakoBok). [pu atom
LOKOfMbHbIE 4acTu CTennaxew, Monbl, MNAWHTYCbl, MOOOKOHHUKXW NPOTUPalOT BOAHLIMW  pacTBOpamu
aHTUCENTUKOB.

B apxuBoxpaHunuiie 3anpeliaeTtca npebbiBaHMe B BepxHEM OAexAe, MOKPOM u rpsasHon obysw,
XpaHeHue nobbix NOCTOPOHHNUX MPeaMeToB, NCMOMb30BaHMe NULLEBLIX MPOOYKTOB, @ TaKkKe KypeHue.

B apxuBoxpaHunuiie obecneunBaeTca cBobogHas LMPKYNAUMA BO34yxa, MCKNovawlas obpasoBaHue
HenpoBeTpMBaeMbIX 30H YCTOMYMBOrO MUKpOKMmara. He gonyckaeTcs pa3melleHne apXmMBHbIX JOKYMEHTOB Ha
nosny, NOAOKOHHUKAaX, B Hepa3obpaHHbIX kunax.

OkHa B MOMeLLeHUsX apxvBa, OTKpblBalOLMecs B Tenrnoe BpeMs rofa, 3aluwalTcs ceTkamu C
AnameTpom A4eek He 6onee 0,5 MM. 3alMTHBIMM ceTKaMu 06opyAyHTCA Takke BEHTUIALUMOHHbIE OTBEPCTUS B
CTeHax, NoTorkKax, nonax apxXuBoxXpaHUnuLLa, Hapy>xHole OTBEPCTUS BEHTUNSALMOHHBLIX CUCTEM.

C uenbio OGHapy>XeHUs HaceKOMbIX M MnecHeBbiX FPUMOOB apXxuBHble [AOKYMEHTbl (BbIGOPOYHO) K
NMOMELLEeHNS apXMBOXpaHWNMWLL, ABa pa3a B rog (B Hayane M MO OKOHYaHWM OTOMUTENBbHOro Ce30Ha)
noasepraloTcs 0ba3aTenbHOMY 9HTOMOMIOMMYECKOMY U MMKOMOrmyeckomy ocmoTpy. [lpu  obHapyxeHun
Buonornyecknx BpeauTenen MNPUHUMATCA HEeMeArieHHble Mepbl No o0bpaboTke apxMBHbLIX [AOKYMEHTOB,
CpeacTB XpaHeHWs!, apXMBOXPAHUIULL.

[ns npoBegeHWs cCaHUTapHO-TUIMEHNYEecKkMX paboT NNaHMPYOTCA CaHUTapHbIE AHW.

O6opynoBaHve apxvMBOXpaHUNuLLA cpeacTBaMm XpaHeHu st

2.11.3. ApxuBoxpaHunuuie obopyayeTcsi CTauMOHapHbIMU WM NEepenBwkHbIMA  MeTarnIM4eckumm
crennaxamu. [lonyckaetca 3KcnnyaTauus CyWEeCTBYIOLIMX CTaUMOHAPHbLIX [OEPEBSHHbIX  CTENNaxewn,
HaxoOsAWNXCA B HOPMAasibHOM CaHUTApPHO-BUMONOrMYECKOM COCTOSIHUM U 06paboTaHHbIX OrHe3alMTHbLIMU
coctaBamu. B apxmBoxpaHunuviie ¢ HOPMaTMBHbIM TeMnepaTypHO-BNaXHOCTHbIM PEXMMOM [OnyckaeTcs
NpUMeHeHne NepeaBMXHbIX MeTannnM4ecknx crennaxen. B kavectBe BcrnomoraTenibHOroO MM crneumanbHOro
obopyaoBaHUA MOryT WCMONb30BaTbCsl MeTannmMyeckue Lwkadbl, cendbl, WKadbl-CTENNAXN, a TakKke
CTaLMOHapHbIE OTCEKN-OOKChI C METANNMMYECKMMM NEPEropoaKaMm 1 Nosikamu.

KWHOOOKYMEHTbI, PYNTOHHbBIE MUKPOMUINBMbI XPaHATCA B FOPU3OHTANIbHOM MOMOXEHUM B METannyeckux
UNKn NNacTMKOBbLIX KOPOBKax Ha cTennaxax Tuna "eno4vka" nMbo Ha cTauMoHapHbIX cTennaxax. KNHOAOKYMEHThI
Ha Heropw4yen TpuaueTaTHOM OCHOBE XPAHATCA B HEMMOTHO 3aKkpbiBAKOLWMXCA METanIM4Yeckux wunum
NNacTMKOBbIX C OTBEPCTUSAMU KOpoOKax A5is NpefoTBpaLLEeHUs CKannnBaHns BHYTPU KOPOOKM MapoB YKCYCHOM
KMCNOTbI, BblAENSAEMbIX OCHOBOW KMHOMMEHKN.

BuoeonokyMeHTbl XpaHSTCsl B BEPTMKANIbHOM MOSIOXKEHUN B 3aBOACKON yNaKOBKe.

He ponyckaeTcsi XxpaHeHue apXuMBHbIX OOKYMEHTOB Ha HOCUTENSIX C MarHUTHbIM pabovMm croem Ha
beppoMarHUTHbIX MeTanfnMyeckux cTennaxax; cTanbHble CcTennaxm MoryT ObiTb  WUCNONb30OBaHbl B
UCKINIOYNUTENBHBIX CryyasiX, TONbKO MNpW YCMOBUM pasMarHMYMBaHUS WM 3aMblkaHUSA KOHTYPOB CTennaxa
(coegmHeHVe MeTannMYeckMx YacTen cTennaxa anekTponpoBoaoM U UX 3PEKTUBHOE 3a3EMIIEHME).

B apxuBoxpaHunuuie C €eCTEeCTBEHHbIM OCBELIEHWEM CTeNnnaxu W WwKadbl OTKPbLITOrO TuNa
yCTaHaBNMBAKOTCA NEPMNEHOMKYNSIPHO CTEHAM C OKOHHbIMM npoeMamun. B apxuBoxpaHunuuie 6e3 OKOH
cTennaxm v Wwkadgbl yCTaHaABNMBAKOTCA C YY4ETOM OCOGEHHOCTEN MOMELLEHUs, KOHCTPYKUMM 0bopyaoBaHus U
HOpM ero pasmelleHns. He gonyckaetca pasmelleHve cTennaxewn, wwkadgos u gpyroro obopyaoBaHusa Ans
XpaHeHUs1 apXUBHbIX JOKYMEHTOB BMMIOTHYIO K HAPYXXHbIM CTEHaM 3[aHUS 1 K UICTOYHWKaM Tenna.

CrauunoHapHble cTennaxv u wkadbl YCTaHaBMMBAKOTCA B apXMBOXpaHuWnuWax C CcobnogeHnem
cnegyroLwmnx HoOpM:

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

paccTosiHue (NPOXOoA) Mexay cTennaxamu - 75 cm;

paccTosiHUEe MeXxay HapyXXHOW CTEHOMW 30aHUsA 1 CTennaxamu, napannesnibHbiMu CTEHE, - 75 CM;

paccTosiHue Mexay CTEHOWM 1 TOPLIOM cTennaxa unm wkada (obxon) - 45 cwm;

paccTosiHUE MeXay MOJIOM U HDKHEW MONKoM cTennaxa (wkada) - He MeHee 15 cM, B LLOKOMbHBIX 3Ta)Kax
- He meHee 30 cm.

PaccTtosHua (npoxogbl) ans 06opyaoBaHus € BbIABVKHBIMU SILLMKAMKU PACCUUTBIBAOTCS MO CrieumnarnbHbIM
HOpMaM C y4eTOM Tunopasmepa obopyaoBaHus.
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ApXVBHbIE JOKYMEHTbI Ha ByMaXKHO OCHOBE pas3MeLLaloTCa Ha cTennaxax, B MeTanfiMyeckmx Lukadhax
FOPU30HTanNbHO MW BEPTUKANBHO B KOPOGKaXxX uUnu Apyrux NEpBUYHbLIX CpeacTBax xpaHeHus (nankax, dyTnspax
nT.nm).

Kaxpgas eguvHuua XpaHeHusi ayamoBM3yanibHOrO MIM  SMEKTPOHHOrO AOKYMEHTa YKNagblBaeTcs B
HerepMeTUYHy0 MHAMBUAYANbHYO ynakoBky. Mpn 3ToM OO0MKHO ObiTb MCKIHOYEHO CBOGOAHOE nepeMelleHune
APXUBHOTO AOKYMEHTa BHYTPU YNaKOBKMU.

OpraHmaame XPaHEeHNA apXUBHbIX JOKYMEHTOB B apXnBOXpaHunuwie

2.11.4. OpraHnsauusi XxpaHeHNs1 apXMBHbIX JOKYMEHTOB B apXMBOXPaHUIMLLE - CUCTEMA MepOorpUsiTUM,
BKIMOYaloLLas paumoHansHoe pa3MellieHne apXMBHbIX JOKYMEHTOB, KOHTPOMb 3a UX OBUXKEHMEM U (DU3UYECKUM
COCTOSIH/EM, KOMUPOBaHME apXMBHbLIX [OOKYMEHTOB C LEMbl CO3[4aHMs CcTpaxoBoro doHaa W goHaa
Nnonb30BaHWs, BOCCTaHOBNEHWe (pecTaBpaLmio) NepBoHaYarnbHbIX UK GrnsKMX K NnepBoHaYvarbHbIM CBOWCTB U
BHELLHUX NPU3HAKOB apXMBHbIX JOKYMEHTOB, MOABEPTLUMXCS NMOBPEXAEHUIO NGO paspyLUEHNIO.

O6wme TpeboBaHMSA K pasMeLLEHNIO apXUBHBIX AOKYMEHTOB

2.11.4.1. ApxvBHble OKYMEHTLI B apXMBOXpaHWUMLLE pacnonaralTca B nopsgke, obecneynsaowemMm mnx
KOMIMIIEKCHbIE YYET N XpaHeHue, a Takke onepaTuUBHbLIA NOUCK.

Mopsaok pacnonoxeHus apxuBHbIX hOHOO0B B apxvBe onpeaensercs nnaHoMm (CXemMomn) ux pasMeLleHus,
yTBEpPXAaeMbIM pykoBoamTenem apxvea. naH (cxema) npegycmaTtpusaeT pacnpegeneHme apxusHblX ¢oHO0B
MO apxXuMBOXPaHUMWLLY C YyKasaHMeM npu HeobXOAUMOCTM WX HOMEPOB MO  KaXAoMy CTennaxy
apxuBoxpanHunuuwa. lNnaH (cxema) HaxoaMTcsa B NogpasgeneHnm, OcyLLeCcTBAWEM yYeT JOKYMEHTOB apxmBa,
unny paboTHKKa, OTBETCTBEHHOIO 3a y4eT, a COOTBETCTBYIOLLME €0 pa3fensl - B apXnMBOXpaHUumLe.

PasmelueHne APXUBHbIX JOKYMEHTOB obocobneHHoro XpaHeHus

2.11.4.1.1. OBoOCOBONEHHOMY XpaHEHWUO MOANeXaT Crieayllme apxvMBHble [OOKYMEHTbl: CEKPETHbIE;
YHUKanbHbIE; MMeLWwme B OOPMIEHUM UMW MPUITOXKEHUN K HUM JparoueHHble MeTansbl U KaMHW; Ha
HUTPOOCHOBE; NopaxeHHble BMonorMyeckMmn BpeanTensiMn; NnepeaHHble No JOroBOpY Ha XpaHeHWe B apXmB U
He OTHecCeHHble Kk cocTaBy ApxusHoro coHaa Poccuiickon ®epepauuu.

MecTto pacnonoxeHuss u nnowagb, Bblgensemas Ona  pasMelleHWs apXMBHbIX  OOKYMEHTOB
060Cco06NEHHOMO XpaHeHWs, onpeaensauTcs apXMBOM UCX0OA W3 pearibHbIX BO3MOXHOCTEW M NEpPCMNeKTUBHbIX
06BbEMOB KOMMNNEKTOBaHUSA apXuBa.

Pa3melleHne CeKpeTHbIX apXMBHbIX LOKYMEHTOB OCYLLECTBISIETCA B COOTBETCTBMM C TpeboBaHusMU
HOpMaTUBHbIX OKYMEHTOB N0 0becneyeHnto pexmma cekpeTHocTu B Poccunckon ®egepaumn.

BpemeHHOe coBMEeCTHOE XpaHeHWe CEeKPEeTHbIX U pacCeKpeYeHHbIX AeN B apXMBOXPaHUNULLE CEKPEeTHbIX
APXUBHbIX JOKYMEHTOB [JOMYCKAETCA B MCKIIOYMTENBHBIX CRy4asx npy oTCyTCTBMM CBOOOAHbIX Mnowagen Ans
pasMeLlEeHNs pacCeKpeYeHHbIX gen.

YHUKanbHble JOKYMEHTbI U apXMBHbIE OKYMEHTbI, MMelolwmne B OQOPMIIEHUN UNN MPUIOKEHUN K HUM
JparoueHHble MeTanmnbl U KamMHW, M3bIMalTCs M3 COCTaBa apxvMBHbIX (OHAOB M nognexar cendoBomy
XpaHeHulo. Ha MecTo m3bATOro apxvMBHOIO [AOKYMEHTa BKMNadblBaeTCs KapTa-samectutenb W npu
HeOoOXOAMMOCTUN KOMWUST aPXUBHOTO AOKYMEHTA.

AyanoBusyarbHble U 3NEKTPOHHbIE AOKYMEHThI XPaHATCA B 060COOMNEHHbBIX MOMELLEHUSIX B 3aBUCUMOCTU
OT HOPMATMBHBIX PEXUMOB XpaHEHUS AN X HOCUTENEN.

B ogHOM apxuBOXpaHunuLe MoOryT pa3meLLaTbCs apXMBHbIE JOKYMEHTbI pa3HOro Buaa, HoO Tpebyiouime
OLMHAKOBbLIX PEXWUMOB XpaHEeHWs1 (Hanpumep, apXMBHbIE LOKYMEHTbl HAa MarHuUTHbIX JIeHTax W  OUCKOBbIX
HOCUTENAX C MarHUTHBIM CIOEM; apXMBHbIE AOKYMEHTbI HA KMHOMNSEHKE, MUKPOhopMbI U Ap.).

Pa3smeLlueHne dpoHaa nonb3oBaHUs

2.11.4.1.2. ®oHA Nonb30BaHUsA pasMeLLiaeTcsl B 3aBMCMMOCTI OT BUAA HOCUTENS KOMUA.

Konun cboHaa nonb3oBaHusa Ha OymaxkHOM ocHoBe (B TOM uucne poToKonMu), Kak npaBuno, XpaHAaTCS
BMECTE C NOASIMHHLIMA apXMBHLIMU [OKYMEHTaMn Ha OGyMaXkHOW OCHOBE Ha OTAENbHbLIX CTennaxax wunmM B
Wwkadax B NOpsiAke HOMEPOB apXUBHbIX (POHA0B U Aen.

Konmn coHOoa nonb3oBaHUA Ha MMEHOYHOM OCHOBE pasMeLlalTcs B apXMBOXpaHUIMLax C
HOPMaTUBHBIMW AMst HUX PEXMMaMUN XPaHEHUS.

B kaxxgbIvi OoKC BknagbiBaeTCsl OTPE30K MMEHKU, Ha KOTOPOM OTCHATO OAHO Aeno unu ero 4vactb. B
Nnopsiake UCKITKYEeHWst Npyu HeGonbLlom obbeme gena B OOHOM OTpE3Ke MOXEeT HaxoauTbCst He bGonee Tpex
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CKONMMpOBaHHbIX Aernl.
PasmelueHne YY€THbIX JOKYMEHTOB

2.11.4.1.3. OcHoBHble (0BA3aTenbHbIE) M BCMIOMOraTenbHble yYeTHble AOKYMEHTbl apxuBa (CM. M)
pasmMeLlalTcs B N30MIMPOBaHHOM MOMELLLEHUN nnn pabodemM nomelleHnn paboTHWMKa(oB), OTBETCTBEHHOrO(bIX)
3a yJeT JOKYMEHTOB apXxumBa.

OcHoBHble W BCMOMOraTesibHble Yy4YeTHble  [OOKYMEHTbl  apXMBOXpaHWnuLia pasMellarTcs B
apxvBOXpaHunuLLe nnu B pabovem nomeLLeHMn paboTHUKOB apXMBOXpaHMNMLLA.

OTBETCTBEHHbIMW 3a COXPAHHOCTb M WCMOMb30BaHNE Y4YeTHbIX [OKYMEHTOB SBNATCA PaboTHUKK,
OCYLLECTBMAIOLLME X BeAeHNE B COOTBETCTBYIOLLEM CTPYKTYPHOM NoapasgefnieHnn 1 no apxvey B LIENOM.

MMepBble ak3eMnNsApbl onucen Aen, AOKYMEHTOB pas3MeLlaloTcs B M3ONMPOBAHHOM MOMELLEHUM UNn
paboyem nomelieHun paboTHMKa(OB), OTBETCTBEHHOro(bIX) 3a y4YeT OOKYMEHTOB apxuBa, C 00sa3aTernbHbIM
cobnoaeHemM pexXMMoB XpaHeHUsl, YCTAHOBIIEHHbIX ANS MNOAMMHHBIX apXUBHbIX OOKYMEHTOB Ha GymaxHoWn
OCHOBe.

BTopble ak3emnnapbl  onucen  gen, OOKYMEHTOB  pasMeLlialTca B U30MMPOBaHHOM  30HE
apxXuBOXpaHWnuLa Ha cTennaxe unu B Wwkady.

TpeTbu ak3emMnnsapbl oNucen Aer, JOKYMEHTOB pa3MeLLaloTCs B YuTanbHOM 3arne.

Mopsagok HyMmepaumn NoMeLLLeHUIA apxmBa, CTennaxen, Lwkadgos,
nonok. BeaeHune Tonorpadmnyecknx ykasartenen

2.11.4.2. Bce nomelleHnss apxumBa (30aHWs, 9Taxu, SpyCbl, apXMBOXpaHWnMLLa, KOMHaTbl), a Takke
cTennaxw, cendbl, LWKadbl U MNOMKN HYMEPYHOTCS.

B kaxgom oTAenbHOM NoMeLLEHUM CTENNAaXU U LIKadbl HYMEPYOTCH CaMOCTOATENbLHO CneBa Hanpaso OT
Bxoda. [Nonku Ha cTtennaxax v B Wwkadax HyMepylTCs CBEPXY BHU3 CieBa Hanpaeo.

B uensx 3akpenneHus MecTa XpaHEeHWss U MOUCKa apXMBHbIX [AOKYMEHTOB B apXMBOXpaHWmuLLe
COCTaBnATCA NOPOHO0BLIE M MOCTeNnNaXHble Tonorpaduyeckme ykasaTtenu. Tonorpaduyeckme ykasatenm
COCTaBMSTCA B KAPTOYHOM UIN NIMCTOBON hopMe B HEOOXOAMMOM KONMYECTBE 3K3EMMAPOB.

KapToyka nochoHA0BOro Tonorpadonyeckoro ykasaTenss CoCTaBnseTcs OTAENbHO Ha Kaxabl apXMBHLIN
oHA; 9TM KapTOUKM pacrnonaralTcd B Mnopsake HOMepOB apXMBHbIX (poHAOB. KapTodka nocTennaxHoro
Tonorpacryeckoro ykasarterns COCTaBMAETCHA Ha KaXAbI CTENNaX; 9TU KapTO4YKM pacnonaratTca Mo nopsgky
HOMEpPOB CTeMnMaxen B npegenax oTAenbHOro nomeweHns. OguH ak3emnnisp Tonorpaduyeckux ykasatenen
XpaHuUTCs y paboTHMKa(0B), OTBETCTBEHHOrO(bIX) 3@ Y4ET JOKYMEHTOB apXmBa, BTOPOM - B apXMBOXPaHUIULLIE.

BepeHne Ttonorpadmyeckux ykasatenem MoOXeT OCYLIeCTBNATbCA Ha OyMaxHOM HocuTene unuv B
aBTOMaTU3MPOBAHHOM peXnMe B COOTBETCTBUN C YCTAHOBMNEHHBIMU PEKBU3UTAMM.

M3meHeHuns B pa3meLLeHn apXMBHbIX JOKYMEHTOB CBOEBPEMEHHO OTpaXaltTCA BO BCEX IK3eMnnsapax
Tonorpacmyeckmx ykazaTenem, a Takke B nnaHe (Cxeme) pasMmeLleHns apxXmMBHbIX hOHLOB.

OchopmneHne SpIbIKOB Ha NEPBUYHbLIX CPEeACTBaxX XpaHeHust
APXMBHbIX [OKYMEHTOB

2.11.4.3. Kaxgoe nepBMYHOE CpeacTBO XpPaHEHUS apXMBHbIX OOKYMEHTOB (kopoOka, namka W T.4.)
cHabxaeTcs AprbIKOM, HA KOTOPOM YKa3blBalOTCA Ha3BaHUE M HOMEpP apXMBHOMO ooHAA, a Takke HOMEpP OmnMucu
Oen, OKyMeHTOB, HOMepa eAMHUIL, XpaHEeHUS, HaxodsLWmMXcs B KOpobke.

Hagnven Ha apnblkax MCNOSMHSKTCSA TUNOrpadoCkUM CrnocoOoM, TYLbIO UKW CneumarnbHbIMU YEpPHbIMU
BOAOCTOMKMMU YepHunamu. [JonyckaeTcs UCNoNb30BaHWE LUTAMMNOB U APYTUX aHaNornyHbIX CpeacTs.

I'IpOBepKa Hann4yna n COCTOAHUA apXMBHbIX JOKYMEHTOB
N opraHn3aumnda po3biCKka HeO6Hapy)KeHHbIX OOKYMEeHTOB

2.11.5. NpoBepKa HanMuMs U COCTOSIHUSI apXMBHBIX OOKYMEHTOB MPOBOAUTCS B LENSIX YCTAHOBMEHUS
d)aKTVIHeCKOFO Hann4na HaxoaAwKnxca Ha XpaHeHUU apXmMBHbIX OOKYMEHTOB W BbIABIIEHUA OTCYTCTBYHOLLUX
ApPXUBHbIX OOKYMEHTOB AN OpraHM3aumMyM UX po3biCKa; BbISBNEHWS M YCTPaAHEHMSI HeOoCTaTKoB B yyeTe
APXUBHbIX [OOKYMEHTOB; BbISIBNIEHUS W Yy4yeTa apXWMBHbIX [OOKYMEHTOB, TpebywLlmMx pecTaBpaLOHHOMN,
KOHCEpPBaLMOHHO-NPOUNAKTUYECKON U TEXHUYECKO 0BpaboTKu.

MpoBepPKM HaMMYMA U COCTOSIHUS apXMBHbLIX [OKYMEHTOB MPOBOASATCS B MIAHOBOM MOPSAKe, a Takke
€[JMHOBPEMEHHO (BHEOYEepeHbIe).

B rocymapctBeHHOM apxuBe, My3ee, Gubnuoteke, apxmBe Poccumnckon akagemmym Hayk nnaHoBas
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LMKIMYHas NpoBepKa Hanmunsa u COCTOSAHMS NMPOBOAMUTCA:

YHUWKamnbHbIX OKYMEHTOB - €XEerogHo;

0Cc060 LiEHHbIX JOKYMEHTOB Ha ODymakHoW ocHOBe - oavH pa3 B 10 neT (B rocygapcTBeHHON bubnmoTeke -
OVH pa3 B 5 neT);

ayavoBu3yarbHbIX U ANEKTPOHHbIX JOKYMEHTOB - OAMH pa3 B 5 neT;

KMHOOOKYMEHTOB Ha HUTPOOCHOBE - OAMH pas B 2 roga.

LIMKNUYHOCTE NPOBEPKU Hamnuuus ocTarbHbIX apXUBHbLIX OOKYMEHTOB OMNpefenseTtcs Ha OCHOBaHUM
pELLEHNS IKCMIEPTHO-METOANYECKON KOMUCCUN (UMW OPYroro COBELLATENBbHOrO OpraHa) apxvMea B 3aBMCMMOCTM
OT MHTEHCUBHOCTU UCMOSIb30BaHUSA U COCTOSIHUS yYEeTa apXMBHbBIX AOKYMEHTOB, HO HE MEHee OHOro pasa B 25
nert (B rocygapcTBeHHoM bubnmnoTeke - oguH pa3s B 15 ner).

lMpoBepka HaNMMYnA N COCTOSIHUS CEKPETHbIX apXMBHbIX AOKYMEHTOB OCYLLEeCTBMASeTCA B MOpsake,
YCTaHOBMNEHHOM AN CEKPETHbIX apXMBHbIX JOKYMEHTOB.

B MyHuumnaneHoM apxvBe, My3ee, OMOMMOTEKe MNnaHoBas UMKIUMYHAA MpoBepKa Hanuyins apXuBHbIX
OokymeHTOB nposoauTtca 1 pas B 10 ner.

B cnyyae cTuxumHbix ©efcTBWMIA, MacCOBbIX MepeMeELLeHUA U OpYrux OOCTOSATENbCTB, B pesynbraTe
KOTOPbIX MOTyT ObITb yTpayeHbl UM NOBPEXAEHbl apXvMBHblE OOKYMEHTbl, @ Takke NpW CMEHE 3aBedyloLimx
apXuBOXpaHWnMWamMmn npoBoAUTCA BHeodepedHash eQuHOBPEMEHHAas MpoBepka HanuumMs U COCTOSAHMS BCeX
OOKYMEHTOB apxuBa Unu Ux oTAenNbHbIX YacTtewn (rpynn).

B Havane npoBepku HammuMs M COCTOSHUS apXMBHbIX AOKYMEHTOB MPOBOAMTCSA BbIBEPKA YYETHbIX
JOKYMEHTOB, KOTOpasi BKIHOYaET: yCTAHOBINEHME NOMHOTLI YYETHbIX OOKYMEHTOB Ha MPOBEPSEMbIE apXMBHbIE
hOHObI N apXMBHbIE OOKYMEHTbI, CBEPKY WX COMOCTaBMMbIX MOKa3aTernen, yToYHeHMe Mopsgka Hymepauuun
€OVHVL XpaHeHus1 MO OMUCK Aerl, JOKYMEHTOB (KHWre y4deta W OnucaHus) U MpOBEPKY MPaBUITbHOCTU
COCTaBMeHUs UX WTOrOBbIX 3anucein. BbiBepka ydeTHOW AOKYyMEHTauuMu M MpoBepKa ee Hanmuuus MoXeT
NPOBOAUTLCH M Kak CaMOCTOATENbHbIA BUA paboThbl.

lMpoBepKy HamMumMs N COCTOSIHUS ApXMBHbLIX AOKYMEHTOB B roCyJapCTBEHHOM apxvBe MpPOBOAAT, Kak
npaswuno, ABa paboTHMKa.

lMpu NpoBepke HanMUuMs €OVMHUL, XPaHEHWsi, apXMBHbIE OOKYMEHTbl KOTOPbIX YYTEHbl MO BHYTPEHHWUM
ONMCsIM, NPOBOANTCS CBEPKA Hann4yMs apXmBHbIX JOKYMEHTOB C BHYTPEHHEW ONUCHIO, a Takke CBepka Hanu4yus
NUCTOB B eAMHMLAaxX XpaHeHus, nognexawux XxpaHeHuto B HecbpollopoBaHHOM (6e3 noAwueku) Buae.
EOonHMUBI XpaHeHWst ¢ YHUKanbHbIMU JOKYMEeHTamMun 06s3aTernbHO NPpoBEPSOTCSA MNOMUCTHO.

ApXUBHbIE€ JOKYMEHTbI, BblAaHHbIE B YMTarbHbIMA 3an U paboyne nomelleHUs apxuBa, NPOBEPSAITCH Ha
OOLLMX OCHOBaHUSAX, MX WNEPbI YCTaHaABMMBAKOTCA MO KapTamM-3aMeCcTUTENsIM U KHUraMm Bblayun apXMBHbIX
OOKYMEHTOB U3 apXMBOXpaHWNWLW,. ApXMBHble [OOKYMEHTbl, BblAaHHbIE BO BpPEMEHHOE MOoNib30BaHue,
NPOBEPSIOTCH NO KHUraM M akTam Bbl4ayvn 1 CHMTAKOTCA UMEIOLUMUCS B HANMYnK.

Mpu NpoBepke HanNU4YMs N COCTOAHUS apXMBHbBIX JOKYMEHTOB HE0H6X0aNMO:

COXpPaHATb MOPSAAO0K PACMONOXEHNUS apXMBHBIX JOKYMEHTOB Ha CTennaxax W B MepBUYHLIX cpeacTBax
XpaHeHwus;

noAknagbiBaTe Ha CBOM MecTa OOHapyXXeHHble BO BPEMSI MPOBEPKA HEMPABWUITbHO MOAMOXEHHbIE
€OVHWLbl XpPaHEHUS! JaHHOTO apXMBHOro hoHAA;

u3biMaTb M3 MPOBEPSAEMOro apxvmBHOro ¢poHga (Kommnekca apxvBHbIX [OOKYMEHTOB) W nepefaBaTb
XPaHUTENo HeMpaBuITbHO NOAMNOXEHHbIE eANHULbI XPaHEeHNs OPYTnX apXMBHbIX (hOHAOB;

n3biMaTb €AMHULbI XpaHEHWS, 3apaKeHHbIe MECEHbI0 UK ApYrumMu Guonornyeckummn BpeguTensiMu, Ans
HeMeaneHHoW UX U3onsaumu,;

n3biMaTb €OUHNLIbI XPaHEHUS, HE BHECEHHbIE B ONWUCb e, AOKYMEHTOB (KHUIY y4eTa M onucaHus), u
nomMeLlaTb UX B KOHEL, apXMBHOro hoHaa (KoMnnekca apxuBHbIX JOKYMEHTOB) A58 nocrneayowen obpaboTkn 1
OMNMCaHns B CPOKM, YCTAHOBIEHHbIE PYKOBOACTBOM apXmBa.

B xode npoBepkM HaNM4yns 1 COCTOSHUSA apXMBHbLIX JOKYMEHTOB He AOMyCKaeTCs:

BHOCUTb B ONUCL Aer, AOKYMEHTOB (KHUMY y4eTa 1 ONUCaHUS) HeyYTEeHHblEe eAMHULbI XpaHEHUS;

Aenatb Kakme-nnbo nomMeTbl, UCNPaBNeHNs v 3annucu B OnUCAX Aen, LOKYMEHTOB W APYrnx YYeTHbIX
OOKyMeHTax.

PesynbTaTbl MPOBEPKM HanMU4uMs U COCTOSIHUS apXMBHbIX OOKYMEHTOB UM OOHapyXeHHble B €e XxoAe
HeJoCTaTKM (OUKCUMPYIOTCS B JIMCTE MPOBEPKN HANNYMS Y COCTOSIHUSE apXUBHbBIX JOKYMEHTOB U B aKTe MNPOBEPKM
HanMunst 1 COCTOSIHUSA apXMBHbIX JOKYMEHTOB.

JIMCT NnpoBepKkU HaNMMYMs U COCTOSTHUSA apXMBHBLIX OOKYMEHTOB COCTaBMNSETCA HENOCPEACTBEHHO B Xode
NPOBEPKU, Kak NPaBUIO, Ha KaXaylo onuck Aen, AOKYMeHTOB OTAenbHO. [Npy npoBepke HeGonblLnX Mo ob6bemy
apXUBHbIX (POHOO0B LOMNYCKAETCA COCTABMEHNE OLHOrO NMCTa MPOBEPKM Ha BCe OMUCU Aen, OOKYMeHToB. B
crnyyae oOHapyXeHusi B Xxo4e MPOBEPKM HaNMUuusA M COCTOSHMS apXMBHbIX [OOKYMEHTOB HeOOCTaTKOB, He
NpeoyCMOTPEHHbIX rpadpammn nucta NpOBEPKU, a Takke Mpu MOMMCTHOW NpoBepke Aen B JIUCT BBOASATCH
YTOYHEHUS U OOMNOMHUTENbHbIE PEKBU3UTLI. JIUCTLI MPOBEPKM HYMEpPYHTCA B BanoBOM MNopsake B npeaenax
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apxuBHOro choHaa No KaXkaom NpoBepKE M NOAMUCHLIBAOTCA UCMONHUTENAMU.

Ha ocHoBaHWM n1cTa (NMMCTOB) NPOBEPKM COCTABMNSAETCA aKT NMPOBEPKN HaNMM4YMs U COCTOSIHUS apXMBHbIX
OOKymMeHToB. OOHOBPEMEHHO C aKTOM MPOBEPKM HanMuMs M COCTOSIHMSI apXUBHbLIX [OOKYMEHTOB Mpu
HeobXo4MMOCTN COCTaBNAOTCA aKT O TEXHMYECKMX OLIMOKaxX B YYETHbIX OOKYMEHTax; akT 06 oGHapyxeHuu
APXMBHbIX JOKYMEHTOB; akT O HEMCMPaBUMbIX NOBPEXAEHMAX JOKYMEHTOB (| ) U Apyrue akTbl.

Mo OKOH4YaHMK NPOBEPKU HANUYUS U COCTOSIHUS apPXMBHbBIX JOKYMEHTOB B KOHLIE ONUCKU Aerl, AOKYMEHTOB
(kHUrM y4yeTa M onucaHWsl) NPOCTaBMAKTCA LWTaMn "NpoBepeHo", [aTa, OOMKHOCTbL WM nognucb nuua,
NPON3BOAMBLLENO NMPOBEPKY.

B cnyyae oGHapyxeHMsi B UTOrOBOW 3anvcu OMUCKM Aen, OOKYMEHTOB (KHWIM y4vyeTa W  OnucaHus)
HEYYTEHHbIX IMTEPHBIX N NPOMYLLEHHbIX NOPSAKOBbIX HOMEPOB, BbIObIBLUMX B COOTBETCTBUN C YCTAHOBIEHHbIM
NOpPsIAKOM €AMHUIL, XpaHEeHUs, UTOroBas 3anucb NepecocTaBnseTcs.

Ha Bce oTcyTcTBylOLIME B XO4€ NPOBEPKU HaNMMuMs U COCTOSIHUS apXMBHbIX [OKYMEHTOB eaAuHMLbI
XpaHEeHWs1 COCTaBMAOTCSA KapTOYKM yvyeTa HeoOHapyXeHHbIX apXUBHbIX [OOKYMeEHTOB. BegeHue kaptoTeku
HeoOHapy»XEHHbIX apXMBHbIX JOKYMEHTOB OCYLLECTBMNSETCA LIEHTPanM30BaHHO Ha OymaXHOM HocuTene wnu B
aBTOMaTU3NPOBAHHOM PEXUME B COOTBETCTBMM C PEKBUINTAMWN KAPTOYKM ydeTa HeOoOHapyXEeHHbIX apXMBHbIX
OOKYMEHTOB.

PesynbTatbl NpoBepkn (prM3n4eckoro COCTOAHMSA apXMBHbIX AOKYMEHTOB 3aHOCATCA B KapTOTEKYy (KHUWrY)
yyeTta hn3nyeckoro (TEXHUYECKOro) COCTOAHNST apXMBHbIX JOKYMEHTOB.

[MpoBepka HanmuMuUA N COCTOSIHUS apXMBHbIX JOKYMEHTOB CHMTaAETCs 3aBepLUeHHOW Mocrne BHeCeHus
N3MEHEHUI BO BCE YYETHbIE JOKYMEHTbI.

lMocne NpoBepkn HanMMUnsS U COCTOSIHUSI apXMBHbIX LOKYMEHTOB KOPOOKM C apXMBHbIMU OOKYMEHTamu
oneyaTbIiBalOTCS.

Po3bICk apXxMBHbIX [OOKYMEHTOB, HE OOHapY>XEHHbIX B XO4e MPOBEPKM HanMuMa U COCTOSIHMSA,
opraHm3yeTcss C MOMEHTa BbISIBNEHUS WX OTCYTCTBMS W MPOBOAMTCA B TevyeHMe OJHOro roga Kak
HenocpeacTBEHHO B apxuBe, Tak M B APYrnx opraHusauusax. PykoBoACTBO apxvBa BhnpaBe MNpOANUTb CPOK
po3biCKa Ha OCHOBaHWW JOKITAAHOM 3aMnnCKN pyKOBOAUTENS COOTBETCTBYIOLLENO CTPYKTYPHOro noapasgeneHus
apxuBa.

ApXuBHblIE [OKYMEHTbl, OOHapyXeHHble B X04e po3biCka, MNepefarnTcs XPaHUTEN, KOTOPbIN
nogknagpiBaetT mMx Ha mecTto. B nucte nposepku B rpacde "lMpumevaHne" B kapToTeke HeobHapy>KEeHHbIX
apXMBHbIX OOKYMEHTOB AenaeTcs oTMeTka 06 OBHapyXeHuM apXxvBHbIX OOKYMEHTOB, KOTOopasi 3aBepsieTcs
noAnncbio 3aBeyloLLero apxmBoxpaHmnuiemM (MyHUUmMnanbHbIM apXnuBoMm).

ApPXVBHbIE JOKYMEHTbI, MPWUYUHBI OTCYTCTBUS KOTOPbLIX MOATBEPXKAEHbI AOKYMEHTanbHO, CHUMATCS C
y4yeTa B YCTAHOBIIEHHOM MOpsiaKe.

Ha apxvBHble JOKYMEHTbI, HE OOHapyXeHHble B XO4€e POo3bicka, COCTaBNATCA akT O HeobHapyXeHuu
OOKYMEHTOB, MyTM po3biCKka KOTOPbIX McyepnaHbl (| ), n nogpobHaa cnpaBka O MNpoBeAEeHUU
pO3bICKa, KOTOPbIE BMECTE C aKTOM MPOBEPKN HamNmMuns 1 COCTOSIHNSA apXMBHbIX JOKYMEHTOB NPEeACTaBnsoTCa B
BbILLECTOALLMI YNONMHOMOYEHHbIA OpraH WCMONHUTENBHON BNacTu B cpepe apxMBHOMO Aena Ans NPUHATUA
OKOHYaTENIbHOTO PELLEHUSI O CHATUU C yYETA Taknx apXMBHbIX JOKYMEHTOB.

PelueHne o CHATUM apXMBHbIX JOKYMEHTOB C y4eTa OOpMIISIETCS NPUKa3oM PYKOBOOUTENS apxuBa Ha
OCHOBaHMM MMCbMEHHOMO pa3peLleHnsi COOTBETCTBYIOLLIErO YNOTHOMOYEHHOIO OpraHa UCNOSTHUTENBHOW BRnacTu
B cchepe apxmMBHOro gena.

CHsaTue ¢ yyeTa fgokymeHTOB ApxuBHoro ¢oHga Poccuiickon depepaumn, OAHOBPEMEHHO BXOOALMX B
coctaB MysenHoro c¢oHaa Poccuiickon depepaumun, OCyLLeCTBRsSieTCA B COOTBETCTBMM C  HaCTOALLMMMU
lMpaBunamMmmM n MOPSAKOM, YCTAHOBMEHHBIM CheuuanbHO  YMONIHOMOYEHHbIM  doefepanbHbiM — OpraHoMm
ncnonHuTenbHon Bnactn ans MyseinHoro gonga Poccuiickon ®epepaumn.

CHsaTue ¢ yyeTa gokymeHTOB ApxmBHOro ¢oHga Poccuiickon depepaumn, OQHOBPEMEHHO BXOASALLMX B
coctaB 6MbnNmMoTeYHbIX POHAOB, OCYLLIECTBMSETCA B COOTBETCTBMM C HacToswmmu [MpaBunamy v 0OPALKOM,
YCTaAHOBMEHHbLIM CreLuManbHO  YNONMHOMOYEHHbIM  dhefepanbHbiM - OpraHoOM  UCMOMHUTENBHOM BRactu Ans
6mbnmoTeyHbix doHaoB Poccuiickon ®enepauunn.

B kapTtoTeke HeOOHapyXEeHHbIX apXMBHbIX [OKYMEHTOB [eriaeTtcsl OTMEeTKa O CHATMM apXMBHBbIX
OOKYMEHTOB C y4eTa.

B cpoku, ycTaHOBNEHHble PYKOBOACTBOM apxuBa, CUCTEMATUYECKM TMNPOBOAATCS MOSHbIE UMK
BbIOOPOYHbIE NPOBEPKN HANMNYMSA U COCTOSIHUSA apXUBHbLIX AOKYMEHTOB, BblAaBaBLUUXCA U3 apXMBOXPaHUMUL, B
TeyeHue roga. PesynbTaThl ykazaHHOW NPOBEPKM OPOPMIISIOTCSA:

npuv MNOATBEPXOEHUN Hanuuus Oen - B BuAe [AOKNaaHOW 3annckym paboTHMKA, OTBETCTBEHHOrO 3a
OopraHn3aumio NPOBEPKN HaNUYKS;

npu OTCYTCTBUM Kaknx-nnbo gen 6e3 JOKyMeHTUPOBaHHOIO 0O0CHOBAHUS - B YCTAHOBIIEHHOM MOpPsiaKe.

Mpn BbIBNEHMM HEOOOCHOBAHHOTO OTCYTCTBMS aAPXMBHbIX [OOKYMEHTOB OCYLUECTBNSAETCA  UX
onepaTMBHbIN pPoO3bick. B cnyyae 6e3pe3ynbTaTHOCTM poO3biCKa OTCYTCTBYIOLLUME aPXMBHbIE [AOKYMEHThI
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BKITHOHAKTCA B KAPTOTEKY HGO6Hapy)KeHHbIX OOKYMEeHTOB O1A JanbHeunwero nx pOo3bICKa.

I'IpOBepKa TEXHUYECKOIro n (bVI3VIKO-XVIMVIH€CKOI'O COCTOAHUA
APXMUBHbIX JOKYMEHTOB. BbisiBnexuve aApPXUBHbLIX OOKYMEHTOB
C noBpexageHnamMmun matepuarbHbIX HOCUTENen N TeKCTOB

2.11.6.1. lNpuem 1 pasmMeLLeHne B apXmMBOXpaHUnumLLax apxvMBHbIX OOKYMEHTOB, MOCTYMNMBLUMX B apxXuB
6e3 npeaBapuTenbHONM MPOBEPKU MX (PUBNYECKOTO COCTOSHWUS, He ponyckawTcsa. [locTynvBwimMe B apxvB
apXuBHble AOKYMEHThI 0O Nepegayn B apXMBOXpaHUuLLE pa3MeLlaoT B MOMELLEHUM NpueMa M BPEMEHHOro
XpaHeHus, ocBOOOXaalT OT TPaHCNOPTHOW Tapbl, packnaabliBaloT Ha cTennaxax u cronax. He pgonyckaetcs
CKNaampoBaHMe MOCTYMMBLLMX apXUBHbIX AOKYMEHTOB B Hepa3obpaHHOM BuAE.

OueHka (PU3MYECKOrOo U TEXHUYECKOrO COCTOSAHMS MOCTYMUBLLMX apXMBHbIX OOKYMEHTOB, a Takke WX
CTpPaxoBbIX KOMUI NPOBOAUTCH He No3aHee 3 MecsLEB C MOMEHTa NpMeMa apXmMBHbIX JOKYMEHTOB B apXUB.

B pesynbrate OUEHKM (PU3NYECKOTO COCTOSIHUSI APXMBHbIX [OOKYMEHTOB Ha OymaxHoW OcHoBe
BbISIBMISIIOTC  @pXVBHbIE  [OKYMEHTbI: MOpPaXKeHHble OuonorMyeckumun BpeauTensmu; C  NOBbILLEHHON
BMaXXHOCTbIO; C MOBpeXAeHusMn Bymarm u TekcTa; 3anbineHHble. [lpu 3TOM yganeHuio nognexar Bce
NMOCTOPOHHME, HaxXo4sALMeCs B Aenax, nankax, Kopobkax npegMeThbl: MeTannmyeckmne, KapToHHble, ByMaXHbie U
Opyrue 3aknagku, NpoKnaaku, CKpenku u T.n.

Mpy oLeHKe TEeXHWYEeCKOro COCTOSIHUA ayauoBM3YyarbHbIX W 3MNEKTPOHHbLIX JOKYMEHTOB, a Takke WX
CTPaxoBbIX KOMWA YCTaHaBMNMBAETCS BO3MOXHOCTb CUMTbIBaHWS WHGOPMaUMM C MaTepuarnbHOro HOCUTENS,
COOTBETCTBME TEXHUYECKMX XapaKTEPUCTUK 3TUX AOKYMEHTOB CBEAEHMSAM, COAEPXKaLLMMCS B COMPOBOXOAIOLLNX
aKTax TexHnyeckoro coctosHms. OOQHOBPEMEHHO BbISBNSAETCA BWA OCHOBbl KMHOOTOOOKYMEHTA. ApPXMBHbIE
OOKYMEHTbI H2 HUTPOOCHOBE NoasiexaT HemeaneHHON NpoBepke Ha CTabubHOCTb.

Mpu obHapyxeHUn OedeKTOB COCTaBMSAETCA akT MPOU3BONbHON POPMbI, OTPaxarolWmi Xapakrep
OedektoB M Mepbl NO UX YCTpaHeHu. YcTpaHeHue [edeKTOB MNpPOBOAMTCSA 3a CYET WUCTOYHUKA
KOMMIEKTOBaHUS.

MocTynuBLUME apXuBHble [OOKYMEHTbl, MOPaXeHHble 6uonormvyeckumn BpeauTensamMu (HaceKkomble,
aKTMBHas NfIeCeHb), HAMPaBNATCA Ha CaHUTAPHO-TUTMEHNYECKYD 00paboTKy (ae3nHGEKUNs, Ae3MHCEKLUS).

Mpn oBHapyXeHUM yBNaXXHEHHbIX apXMBHbIX JOKYMEHTOB MPOBOAUTCSA UX 0bsi3aTenbHas akknMmaTmsaums
[0 MNOMHOro BbICYLUMBaHMSA. AKKNMMaTM3auMilo NPoOBOAAT B MOMELLEHUM MpUeMa U BPEMEHHOrO XpaHeHus B
TeyeHne 7 - 14 cyTok (B 3aBUCMMOCTU OT CTEMEHU YBNaXHEHWs!) MPpU MHTEHCUBHOW BEHTUNAUMM BO3ayxa U
pasMeLleHNN eaNHNL, XPaHEHUS B pa3BepPHYTOM BUAE Ha CTOMax, CTennaxax.

KauecTtBo Gymaru n Tekcta NocTynMBLLMX apXUBHBIX JOKYMEHTOB MpOBepSieTCs BbIOOPOYHO Ans obuien
OLEHKUN NX COCTOSTHUS.

OGecnbinMBaHne MOCTYMMBLUMX apPXUBHbIX [AOKYMEHTOB MPOBOAAT B CneuuanbHOM MOMELWEHUn ¢
NPUMEHEHNEM BbITSXKHbIX LWKacoB U cobnogeHnem Mep caHuTapum U rurveHsl.  ObGsasaTtensHomy
obecnbinMBaHuio nognexart KOpoOKK, Nanku, OBNOXKN, KOPELLKX Aen.

MocTynuBLuMe aygmoBuM3yarnbHbIe U 9NEKTPOHHbIE JOKYMEHTbI noanexar:

O4YMCTKE OT MbIfIN U NEPEMOTKE - apXMBHbIE JOKYMEHTbI HA MarHUTHOW JEHTE;

O4YNCTKE OT 3arpsA3HEHUN - apXMBHbIE JOKYMEHTbI HAa ANCKOBbLIX HOCUTENSAX U apXMBHble (POTOAOKYMEHTHI;

akknumaTusaumm B 3agaHHbIX TEMNEPaTyPHO-BNAXHOCTHBIX YCITOBUSIX;

YNaKoBbIBAHUIO.

AKKNMMaTum3auusa ayamoBmnsyanbHbIX U 3NEKTPOHHbIX AOKYMEHTOB Ha MMEHOYHON M AMCKOBOW OCHOBax
nepen pasMeLleHNeEM UX B apXMBOXPaHUIULLE NPOBOAUNTCS B OTKPbLITOM ynakoBke npu Temnepatype 20 +/- 3 °C
N OTHOCUTENbHOW BnaXHoCTUM Bo3gyxa 35 +/- 15%; Ons UBETHbIX KUMHO- M (DOTOOOKYMEHTOB - NpwU
OoTHOcUTENbHON BraxHocTh 35 +/- 15%. MNpoaomKMTENBHOCTDL aKKNMMMaTU3aUun KMHOOOKYMEHTOB U PYJTOHHbIX
MUKPOMIbMOB HE JOIMKHA BbiTb MeHbLie 10 CyTOK, apXMBHbIX AOKYMEHTOB HAa MarHUTHON NEeHTe WU OUCKOBbIX
HoCUTENAX - He MeHee 3 CYTOK, POTOAOKYMEHTOB U MUKPOMULL - HE MeHee 24 4acoB.

2.11.6.2. lNpoBepka PUNKO-XMMUYECKOTO N TEXHUYECKOTO COCTOSHUS apXMBHbIX JOKYMEHTOB B npouecce
XpaHeHWs NPOBOANTCS C LIENbI0 BbISBIIEHUS NMOBPEXOEHHBIX apPXMBHbBIX JOKYMEHTOB U apXMBHbIX JOKYMEHTOB C
NoTEeHUManbHO OMNacHbiM (PU3NYECKUM WAM  OUOMOrMYECKUM COCTOSIHUEM W OCYLLECTBMASETCHA: LEeNeBbiM
nopsiaKOM; B XOAE MPOBEPKU HamnuuyuMs M COCTOSIHWUS apXMBHbIX [OOKYMEHTOB; MNpPW MOArOTOBKE apPXUBHbIX
OOKYMEHTOB K Bbldaye U3 apXMBOXPaHWUNULLIA, a Takke Npu BCex Apyrux paboTax, CBA3aHHbIX C MOEAMHWUYHBIM
(MONUCTHLIM) MPOCMOTPOM apPXUBHbIX AOKYMEHTOB.

LleneBas npoBepka U3NYECKOr0 COCTOSIHUA apXMBHbIX [JOKYMEHTOB NPOBOAUTCA B Mopske
O4YepeaHOCTM C Yy4eTOM LEHHOCTU apXMBHbIX [OOKYMeHTOB. LleneBow npoBepke ¢U3NYECKOr0 COCTOSHUS
noanexaT BCe apXUBHbIE JOKYMEHTbI, MOCTPaAaBLUME B 3KCTpeMarnbHbIX ycnoBusx. 1o pesynbTatam KOHTpOns
JenaeTcs 3akniovyeHne 0 HeobXoAMMOCTM MPOBEAEHUs pecTaBpauum M KOHCepBauuum U B 3aBMCMMOCTU OT
COCTOSIHMS! apXUBHBIX AOKYMEHTOB YCTaHaBNNBAKOTCHA CPOKM NPOBEAEHMS CreayoLLE KOHTPOMNBHON NPOBEPKN.
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MpoBepka hr3n4ecKoro COCTOSAHNS apXMBHbIX OKYMEHTOB Ha OyMaXkHOM OCHOBE B MpoLEecce XpaHeHus
NMPOBOANTCA C LENbl BbIABMEHNUS BMaXHbIX; MOPAXEHHbIX OuonorMyeckumMn BpegutTensiMm  (nneceHsb,
Hacekomble); ¢ AedekTamu Bymarn 1 TEKCTa apXMBHbBIX JOKYMEHTOB.

YBnaXHeHHble apxvBHble OOKYMEHTbl (dena, rpynnbl Aen) nognexar HemeaneHHOMY BblAerneHuto,
BHeo4yepeaHon obpaboTke (Cywka, akknumatmusaums). [1py mMaccoBOM yBMAXHEHWUM apXMBHbIX [OOKYMEHTOB
NMPUHUMAIOTCS MePbl MO OCYLLEHUIO apXMBOXPaHWUMLLA, HOpManu3aunumn pexmma XpaHeHus.

ApXUBHbIE AOKYMEHTbI, MOPaXEHHbIe B1onorMyeckuMmm BpeguTensmMmn (nNneceHb, HacekoMble), noanexar
HeMeaneHHOW U30NALMK.

Hanuuve gedpektoB Bymarm n Tekcta ycTaHaBNMBAaEeTCs BU3yarbHO MPWU MOMMCTHOM MPOCMOTPE Aen.
[edekTbl kKnaccuunumMpyroTca Ha OCHOBE €AMHON BYKBEHHO-LMMPOBON MHAEKCAUUM MO TUMOBLIM MpU3HAKaMm
aedektoB Oymarn (OykBeHHas wHOekcaumsi) M TekcTa (umdpoBas MHOEKCauus) B COOTBETCTBUM C
MeToAMnYeCKMMM paspaboTkamu.

lMpoBepKka TEXHWYECKOro COCTOSIHUSA ayauMoBU3YaribHbIX W 3MEKTPOHHbLIX [OKYMEHTOB B rpouecce
XpaHeHWs OCYLLLECTBIISIETCS C LieNblo onpeaeneHuns:

COCTOSIHUS UX YNAKOBKW;

HanNM4yns CTaHgapTHbIX PakopaoB;

TEXHUYECKOrO COCTOAHMS X MOBEPXHOCTU 1 NepdOPaLIMOHHBIX JOPOXKEK N CKIEeK;

HanNMuns 3arpsasHEHUn 1 MeXaHNYeCKNX NOBPEXAEHNI;

cTaburbHOCTM HUTPOOCHOBHI;

wara nepdgopaumm KUHOMNIEHOK U MarHUTHbIX NIEHT WnpuHon 35 n 16 mm;

PU3MKO-MEXAHNYECKMX XapaKTEPUCTUK (KOpobreHne, oTcnavBaHue 3MYMbCUMOHHOIMO WM  OCbinaHue
paboyero crnosi u gp.);

HanNMunsa 4edEeKTOB XMMUYECKOro U BMONOrNMYEeCcKOro MPOUCXOXKOEHUS (MOpakeHne MWUKPOOopraHuaMamu,
HaCekoMbIMW U T[pbI3yHaMu, crnefbl KpucTannu3auuMm cofne U pasfoXeHUs OCTaTOYHbIX  MPOOYKTOB
XUMUKO-gpoTorpacryeckon oopaboTkn);

3NEKTPOaKyCTUYECKNX XapaKTEPUCTUK DOHO- N BUAEOLOKYMEHTOB;

napamMeTpoB BMAEOOOKYMEHTOB B BUOEOKaHarne;

KayecTBa n3obpaxeHus KMHo-, poTo-, BUAEOOOKYMEHTOB;

YPOBHS MapameTpoB, XapaKTepusylLlmnX SMeKTPOHHblIe [AOKYMEHTbl (Hanpumep, u4ucno cboes npu
CUUTBIBAHUN MHPOPMaLIMK B eOUHULY BPEMEHN);

Hanu4yns "BUpPYCcoB" B 9MNEKTPOHHbIX JOKYMEHTaX;

HanNM4ns pasmarHMYEeHHbIX YYacTKOB M MEeXaHWYEeCKUX MOBPEXAEHWN OTAErNbHbIX YYAaCTKOB MAaLLWMHHOIO
HocuTens;

HanNM4ynsa KOpPpPo3nM Ha NOBEPXHOCTU MEeTanM4YeCcKUX rpaMmopUrnHasnos;

HanNM4yns yKCyCHOro CMHApOMa TpuaLeTaTHOW MITeHKN.

lMpoBepKka TEXHNYECKOrO COCTOAHUS apXMBHbLIX AOKYMEHTOB OCYLLECTBISAETCS MNPU BHELIHEM OCMOTPE B
OTpaxXeHHOM CBeTe.

lMpoBepKy 3NEeKTPOAKyCTUYECKUX XapaKTeEPUCTUK (POHOOOKYMEHTOB (4ACTOTHbIE MWCKaXeHUsl, YPOBEHb
konupacpdekta, ypoBeHb (OHa UK LIYMOB, HanuuMe Tpecka MW LWEeNYykoB, LyM May3bl) MpPOBOAAT C
ncnonb3oBaHWeM creunanbHoro obopyaoBaHus.

lMpoBepKy TEXHUYECKNX MapamMeTpoB BUMAEOOOKYMEHTOB MPOBOASAT C  MOMOLLLIO  KOMMMeKca
KOHTPOIbHO-U3MepuTENbHOW annapaTtypbl.

lMpoBepKY TEXHUYECKMX MapameTpoB SMEKTPOHHbIX [AOKYMEHTOB MPOBOAAT C  MCNONb30BaHUEM
cneumanbHOW annapaTtypbl M MNporpaMmHoOro  obecrneveHusi, npefHasHaYeHHblx Ana  paboTel C
COOTBETCTBYIOLLENO B1AA apXUBHbLIMW JOKYMEHTAMMU.

BbisiBneHne gokymeHToB ApXmBHOro choHaa
Poccuiickon ®epepalmm, HaxogaWMXCA B HEYA0BNETBOPUTENBHOM
PU3NYECKOM COCTOSHUM, U HEUCTNPABMUMO NOBPEXAEHHbLIX apXMBHbIX

OOKyMeHTOB. CHATME C y4eTa HENCMPaBMMO MOBPEXAEHHbIX
APXUBHbIX JOKYMEHTOB

2.11.7.1. HaxogawmmMmca B HEY4OBNETBOPUTENBHOM (PMU3NYECKOM COCTOSIHUM MPU3HAKTCA AOKYMEHThI
ApxuBHoro coHaa Poccuinckon defepaumm € BbICOKOW CTEMEHbIO paspylleHusi MaTepuarnbHbIX HocUTenewn,
yrpoxatoLen hnsnyeckomn LenoCcTHOCTU JOKYMEHTOB.

PeweHne o npusHaHum gokymeHTa ApxmBHoro doHaa Poccuiickon ®epepalmm HaxoaswuUMcs B
Hey[oBNeTBOPUTENBbHOM (PU3NYECKOM COCTOSHUM U ero NOCTaHOBKE Ha CrieumanbHbIv yYeT AN opraHnsaumm B
CPOYHOM nopsiake crneumansHon obpaboTkn (cMm. m) NMPUHUMaET PyKOBOAUTENb apXmBa Ha OCHOBaHUK
9KCMEPTHOro 3akriyYeHnUs pecTtaBpaTopa M pyKoBOAUTENS noapasgeneHus, OTBETCTBEHHOrO 3a XpaHeHue
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apXMBHbIX JOKYMEHTOB.

2.11.7.2. HencnpasumMo noBpexaeHHbIMU apXUBHLIMU JOKYMEHTaMN NPU3HAOTCA apXmUBHbIE [OKYMEHTHI,
un3nyeckoe COCTOSTHME KOTOPbIX MCKITHOYAaeT BO3MOXHOCTb BOCCTAHOBIIEHMSI X MaTepuarbHbIX HOCUTENenm u
NCNONb30BaHMs cogepxallenca B HAX JOKYMEHTHOW MHdopMauuu.

PeweHne o npusHaHUM apXMBHOTO OOKYMEHTa HEWUCNpPaBMMO MOBPEXAEHHbIM M CHATUM €ro ¢ y4veta
NPUHUMAET COOTBETCTBYHOLLUNIA YNOSTHOMOYEHHbIN OpraH UCNONHUTENBHON BNacTu B chepe apXMBHOro Aena Ha
OCHOBaHWM NpeAcTaBnsieMblX PYKOBOACTBOM apXxvBa 3KCMEPTHOroO 3aKIyeHnst pectaBpaTtopa U pyKoBOAMTENS
nogpasgeneHus, OTBETCTBEHHOTO 3a XPaHEHNE apXUBHbIX JOKYMEHTOB, U akTa O HEUCMNPaBMMbIX NMOBPEXOEHMAX
pokymeHToB (npunoxenvie N 1).

Ha OCHOBaHUM MUCbMEHHOIO PELLUEHUS BbILECTOSLErO YMNOSIHOMOYEHHOTO OpraHa WCMOSTHUTENBHON
BNacTM B cdepe apxvMBHOIO fena wusgaetcsa npuka3 pPyKOBOAMTENS apxvmBa O CHATMM HEUCrpaBUMO
NOBPEXAEHHbIX aPXMBHbLIX AOKYMEHTOB C y4yeTa.

CHaTMe C ydeTa M YHUYTOXEHWE HeUCcrnpaBUMO MNOBPEXAEHHbLIX YHUKamNbHbIX [JOKYMEHTOB He
JOMyCKalTCs.

YyeT hn3n4eckoro u TeEXHNYECKOro COCTOAHNS
apXI/IBHbIX IEI.OKyMeHTOB

2.11.8. YueT (pM3N4eckoro u TEXHUYECKOTO COCTOSIHUSI apXMBHbIX JOKYMEHTOB Ha OymaHOW OCHOBe
OCyLLecTBMseTCH B:

nucTe-3aBepuTene (bpunoxerve N 3);

aucTe 1 akTe NPOBEPKN HanMyunsa N COCTOAHUS apXUBHbBIX JOKYMEHTOB;

KapToyKe y4YeTa apXMBHbIX JOKYMEHTOB C MOBPEXAEHNSIMUN HOCUTENS;

KapToyKe ydeTa apXMBHbIX JOKYMEHTOB C MOBPEXOEHUAMN TEKCTA,;

KapToTeke (KHuUre) yyeta oM3n4ecKkoro COCTOSHUSA apXMBHbIX JOKYMEHTOB.

Y4yeT hn3nM4eCcKoro 1 TEXHUYECKOrO COCTOSIHUSA ayauoBM3yarbHbIX JOKYMEHTOB OCYLLECTBSAETCS B:

KapToyKe ydeTa TEXHUYECKOro COCTOSAHUS KMHOOOKYMEHTA;

KapToyKe ydeTa TEXHUYECKOro COCTOSIHUS (POTOAOKYMEHTA;

KapToyKe y4YeTa TEXHMYECKOro COCTOSIHMS (POHOAOKYMEHTA;

KapToyKe ydeTa TEXHUYECKOro COCTOSIHUS BUAEOAOKYMEHTA.

Ona ydyeta pgokymeHTOB ApxuBHoro ¢oHaa Poccuiickon — depepauuu,  Haxogsawwmxcs B
HeyOoBMeTBOPUTENBHOM (DU3NYECKOM COCTOSIHUM, BEAETCA cneumanbHas kHura. CoOTBETCTBYHOLUME OTMETKM
NMPOCTaBMSAITCA Takke B APYrMX AOKYMEHTax y4yeTa (PU3MYECKOTO M TEXHUYECKOTO COCTOSIHUSI apPXUBHbIX
OOKYMEHTOB.

YyeT (pm3MYECKOro M TEXHMYECKOrO COCTOSIHUS apXMBHbIX OOKYMEHTOB MOXET OCYLIECTBMASATLCA Ha
OymMaKHOM HOCUTErNe UM B aBTOMaTU3MPOBAHHOM peXMME B COOTBETCTBUN C YCTAHOBMEHHBLIMU PEKBM3UTaAMU
KOHTPOIIbHO-YYETHbIX JOKYMEHTOB.

DU3NKO-XMMUYECKasn U TeXHUYecKast 06pa60TKa
APXUBHbIX JOKYMEHTOB

2.11.9.1. dusmko-xumm4yeckasi 1 TexHudeckas obpaboTka apxmMBHbIX JOKYMEHTOB NPOBOANTCH C LeNblo:

YCTPaHEHMWS MPUYMH YCKOPEHHOTO CTAPEHUS U paspyLUEHMS apXMBHBLIX JOKYMEHTOB;

BOCCTaHOBIEHUSI X CBOMCTB, TEXHUYECKMUX XapaKTEPUCTUK, AONTOBEYHOCTH;

BOCMNpPOU3BEAEHUS AOKYMEHTHOW MHOopMauumn Ha 6onee yCTONYMBBLIX HOCUTENSX.

OCHOBHbIMU BraamMu 3Ton 06paboTkM apXMBHBIX JOKYMEHTOB Ha ByMaXkHO OCHOBE SABMSIOTCS:

Ae3nHdekuns, oesnHcekuns, AepaTmsaunst apXMBOXPaHUIMLL, Kak COBOKYNHOCTb Mep G1onpodunnakTuku,
BM03aLNTEI U YHULTOXEHUST BUONOrMYECcKUX BpeguTenen B apXMBOXpaHUIULLAX U HA apXMBHbIX JOKYMEHTaX;

pecTaBpaums (pecTtaBpaLNOHHO-KOHCEPBaLMOHHas 06paboTka) Kak KOMNIekc paboT U TEXHOMNOrMYEeCKnx
onepauun No BOCCTAHOBIIEHWNIO CBOWCTB U JONTOBEYHOCTU OPUIMHANOB apXUBHbIX JOKYMEHTOB;

BOCMNpOM3BeeHNE apXUBHbLIX AOKYMEHTOB C LESbi0 CO30aHUS CTpaxoBOro ooHAa KOMUM YHUKaNbHbIX
OOKYMEHTOB 1 0CO60 LIEHHbLIX AOKYMEHTOB M dhoHAa NOSfb30BaHWs; hOTOpecTaBpaLmus apXuBHbLIX JOKYMEHTOB C
yracwmmMm m criaboKOHTPaCTHbIM TEKCTOM; 3aMeHa OpWUrMHanoB C HEAOMrOBEeYHbIMWM UMM paspyLUeHHbIMU
HOCUTENSIMU KOMUSIMUK 1151 COXPaHEHWUsT JOKYMEHTHOW MHApopMauun 1 ap.;

nepenneT apxXmMBHbIX JOKYMEHTOB;

obecnbinMBaHne apXmMBHbIX JOKYMEHTOB;

00paboTka apxMBHbIX [OOKYMEHTOB B peXumMe aBapuiHO-cnacaTenbHbiX paboT, B TOM 4ucre c
NPUMEHEHNEM CPEeaCTB U CMOCOOOB CYLUKWM, Ae3NHEKUUN, OEe3NHCEKUMM, 3aMOpaXMBaHWUSA, pecTaBpauuu,
BOCMpOM3BEOEHNS, Ae3aKTUBaLMM U OpYrMx BUAOB LieneBor 0opaboTku.
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AyavoBusyanbHble U 3MEKTPOHHblE OOKYMEHTbl B 3aBMCMMOCTM OT DU3MYECKON NpuUpoabl HOcuTens
noABeprarTcs criedyoLwmyM pecTaBpaUmoHHbIM U KOHCEPBALIMOHHO-NpodunakTnyecknm pabotam:

apXvBHble JOKYMEHTbl HA MarHUTHOWN NeHTe:

OYMCTKE MOBEPXHOCTW OT MbIMW N YaCTUL, FPA3N Ha CneunanbHOM OYUCTUTENBHOM 06opyaAOBaHNY;

3amMeHe NepecoxXLmnx 1 NOKOPoBNEHHbIX CKMNeek;

0hOPMIMEHUIO PYFNIOHOB MarHUTHOM NEHTbI 3aLLUMTHOW MarHUTHOWM NEHTON C ABYX CTOPOH Mo 2 - 2,5 M;

NnepemMoTKe C Lenblo CHATUS BHYTPEHHUX HanpsKeHWW B PYMNOHaX MarHWUTHbIX MEHT, BO3HUKLLIMX MK3-3a
nepenagoB TemnepaTtypbl U BNAXXHOCTW NPU XpaHEHUN N TPAHCMOPTUPOBAHUM apXMBHbIX AOKYMEHTOB;

apXvBHble JOKYMEHTbI Ha ANCKOBbIX HOCUTENSIX:

obecnbinMBaHuio;

NPOTUPKE aHTUCTaTUKOM;

KMHOPOTOOOKYMEHTbI, MUKPOOPMbI U (POHOrpaMMbl K KUHOUbMaM:

obecnbINMBaHuIo;

yAaneHuio BOCKOBbIX, XXUPOBbIX Y MHbIX 3arpsis3HeHni;

YKPEnMneHno CKNeek 1 Npoceyex;

PEMOHTY nepgopaumm;

nepegenke rpybbix, KOPOONEHHbIX 3annaT U CKIeex;

PEMOHTY NOBpPEXAEHHbLIX NONen Kaapos.

"pamopurnHansl hOTOAOKYMEHTOB NOABEPraloTCS 3MIEKTPOXMMUYECKON OUYNCTKE.

2.11.9.2. PaboTtbl No UINKO-XMMUYECKON W  TeXHUYeckon obpaboTke apXMBHbIX [OOKYMEHTOB
NOoApPasfenstTCs Ha NNaHoBbIE Y BHEMNMaHoBbIe.

MnaHoBas obpaboTka apXMBHLIX 4OKYMEHTOB MPOBOAMTCA NO pesynbTaTaMm NPOBEPKM WX COCTOSHUS B
nopsigke o4epeaHoOCTH, YCTaHOBIEHHOM B apXMBE C Y4ETOM MPUHAANEXHOCTU UX K PasfNYHbIM LIEHHOCTHbLIM
rpynnam, ocobeHHocTen hn3n4eckoro COCTOSHUS apXMBHbBIX AOKYMEHTOB pPasfuyHbIX BUOOB M BO3MOXHOCTEN
apxuBa. [puoputeT oTAaeTCsa yHMKanbHbIM JOKYMeHTam 1 0co60 LieHHbIM JOKYMEHTaMm.

K BHennaHoBbIM OTHOCATCS paboThl, BbINOMHAEMbIE B aBapUAHO-CNacaTerbHbIX CUTYaUUsX, CBA3aHHbIX C
NOKanbHbIM WM  MacCOBbIM MOPaXeHWeM apXuBHbIX [AOKYMEHTOB OrHeMm, BOAOW, XMMUYECKMMU  UNnn
pagnoakTuBHbIMUK BellecTBaMu. CpoyHble Mepbl MO BbIAEMNEHNIO, N30NALMN, CaHUTapHON 06paboTke apXuBHbIX
OOKYMEHTOB U MECT MX XpaHeHuUs NpearnpuvHUMaloTCs Takke Mpu MOPaKeHWM apXMBHbIX [OOKYMEHTOB
Buonornyeckumm BpeanTensiMu.

HomeHknaTtypa, nopsgok npoBedeHus M TexHomorns paboT no (PU3MKO-XMMUYECKOW W TEXHUYECKOWN
06paboTke apxMBHbIX [OOKYMEHTOB OMNpPedensdlTcd oTpacneBbiMM  HOPMATUBHBIMU UM METOAUYECKMMMU
AOKyMEHTaMU.

O6wme TpeboBaHUA K BblAavye apXMBHbIX
[OKYMEHTOB U3 apXMBOXpaHunuLLa

2.11.10. ApxuBHble OKYMEHTbI, UMetoLLmMe oH NONb30BaHWS, U3 apXMBOXPaHUNULLA, Kak npasBuno, He
BblOalOTCS.

ApXUBHbIE [OKYMEHTbI, HE TMpOLeAlne Hay4dHOro OMUCaAHUA W TEXHUYEcKoro odopMIeHus, U3
apXMBOXpaHUNULLIA He BbISAKTCA ANst UCMONb30BaHMA U NpoBefeHus paboT No co3gaHmnio CTpaxoBoro ooHaa u
doHAa NOMNb30BaHKS.

Bbigaya 13 apxvBoxpaHunumiia MnogSIMHHMKOB 0COD0 LIEHHBIX OOKYMEHTOB, B TOM 4MCe YHUKarbHbIX
OOKYMEHTOB, a Takke [okymeHToB ApxuBHOro ¢oHaa Poccuinckon depepaumu, HaxogawmMxcs B
HeyOoBNEeTBOPUTENTIbHOM  (PM3MYECKOM COCTOSIHUM, OCYLLUECTBASIETCS B  UCKMIOUYUTENbHLIX Crydasix C
NMMCbMEHHOIO pa3peLLeHns pyKoOBOOMTENS apXuBa.

ApXUBHbIE [OKYMEHTbI BbI4AKTCA M3 apXMBOXpPaHUNULLA FOCY4apCTBEHHOIO apxmea, Mysesi, bnbnmnorteku,
opraHunsauum Poccuinckom akageMmm Hayk ¢ MMCbMEHHOrO paspeLueHuns:

3aBedyloLLero apxuBoxpaHunuilem (oTaenoM obGecrneyeHnst COXpaHHOCTW) - Mofb3oBaTenam B
YymTanbHbI (MPOCMOTPOBLIN) 3an apxuBa W paboTHMKAM apxuBa ONns chnyxebHblx Ueneil B paboune
NOMELLEHNSI;

PYKOBOAMTENS apX1Ba UM ero 3amectutensi - poHgoobpasoBaTensm, cyaebHbIM, NpaBoOOXpaHUTENTbHbIM
1 MHBLIM YNOMHOMOYEHHbLIM OpraHam BO BPpEMEHHOe Mofb30BaHWe NMPU HanMyMm rapaHTUMHOMO MUCbMa OT HUX;
opraHusaumsM - Ans 9KCNOHNMPOBAHUS MPWU HANUYUM JOrOBOpa O NPOBEAEHWN BbICTaBKM UM COOTBETCTBYIOLLEro
npukasa pykoBoauTenNs apxvea; paboTHWKaM NnaGopaTopun apxuBa, creuuanuavpoBaHHbIM OpraHusauusM -
AN NpoBedeHNs paboT Mo co3aaHMIo CTPaxoBoro doHaa U ooHAa MoNb30BaHMSA U cneunanbHol o6paGoTku
APXMBHbIX JOKYMEHTOB MPW HanMyMn COOTBETCTBYHOLLENO AOrOBOpPa CO CNeLuanu3mpoBaHHO opraHu3aumnen.

Bblaaya apXuBHbIX JOKYMEHTOB BbILLEYNOMSIHYTHIM KaTeropusim nosib3oBatesien U3 apxXuBoxpaHuuiia
MYHMLMNANbHOro apxmea, Myses, GUBNMOTEKN OCYLLECTBNAETCH C MUCbMEHHOTO paspelleHns 3aBeayioLLero
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MYHULMMNANbHLIM apXMBOM, My3eeM, OMGNNOTEKOMN.

Bblgady apxvBHbIX JOKYMEHTOB M3 apXUBOXPaHUNMLLA U NMpuem mMx obpaTHO, B TOM 4YuUCNE MOSIUCTHYIO
NMPOBEPKY HanuMyMsi U COCTOSIHUSI apXMBHbIX OOKYMEHTOB Mepeq BblAayen MX M3 apXMBOXpaHMIULLA W Mpu
BO3BpaTe, Mpon3BoaAnT paboTHMK apxmBoxXpaHunuia. MNMonmMcTHy0 NPOBEPKY HanmMYMs U COCTOSIHUS apXUBHbIX
OOKYMEHTOB, BO3BpaLlaeMbIX Nonb3oBaTeNnsaMmn B YNTarlbHOM 3are, OCyLLecTBseT paboTHMK YMTanbHOro 3ana.

O6s3aTENBLHOM NONUCTHON NPOBEPKE HaNMyYus N COCTOSAHUS nepeq BblOayel apXMBHbIX OOKYMEHTOB U3
apxvMBOXpaHuUnuLla 1 npu ux Bo3spare noanexar:

YHUWKarnbHble JOKYMEHTbI M 0CO60 LiEHHbIE JOKYMEHTHI;

apXuBHble OOKYMEHTbI, MMeKLNe B OOPMIEHUN WU MPUNOXKEHUA K HUM [OparOueHHble KaMHU U
mMeTannbl;

HecOpOLLIOPOBAHHbBIE aPXMBHbIE AOKYMEHThI;

Aena, paHee He BblAaBaBLUMECS U3 apXUBOXPAHUINLLA U HE UMEIOLLINE NNCTOB-3aBepuTenen;

Jena, copepxaiwme aBTorpadbl, rpadpuyeckne LOKYMEHTbI, MOYTOBblE U repboBble 3HAKWM, NevaTtw,
OTKPbITKWN, KOHBEPTLI C agpecamMun, Mapkamu, U Opyrme apxmBHble JOKYMEHTbI, MOTEHUMANbHO NpeacTaBnstoLwme
WHTEpeC ANS KONNEKLMOHEPOB.

CoctaB apyrux gern, nognexalwivMx MONMCTHOW MpOBepKe, OMNpedenseTtcs PyKOBOACTBOM apxvmBa Ha
OCHOBE pELLEHUSA 3KCNEPTHO-METOONYECKON KOMUCCUN.

OTMeTKa 0 NpoBeAEeHHOI NONMCTHON NPoBepKe CTaBMTCA B NcTe-3aBepuTene (opunoxerve N J).

Ha MecTo BblgaBaeMmbIX W3 apXMBOXpaHUNULLA eOVHUL, XpaHeHWs W onucen pfen, [OOKYMEHTOB
noaknagbiBaeTcsi KapTa-3amecTUTENb.

ApXVBHblE [OOKYMEHTbl, BbldaBaeMble W3 _apXUBOXPaHWNWLIA, AOSMKHbI WMMETb apXMBHbIN  WKdp,
NPOHYMEPOBaHHbIE TUCTbI, JNCT-3aBepUTESb (m) N NUCT MCNONb30BaHUSA OOKYMEHTOB (

).

lMoaroToBka apXMBHbBIX JOKYMEHTOB K BblAaye 13 apXnMBOXpaHumuvLla BKOYaeT:

BbIEMKY apXMBHbIX JOKYMEHTOB;

CBEpPKYy apXMBHOMO Lincpa M 3aronoBKOB (@aHHOTaAUUIW) C ONWUCBIO (KHUMOW y4eTa M oOnucaHvsa) gen,
OOKYMEHTOB;

MOMMCTHYIO NPOBEPKY apXMBHbIX A€M - B YCTAHOBIIEHHbIX CryYasiX.

Ceepka apxuBHOro wmdpa apxvmBHbIX OOKYMEHTOB C OMUCBbID (KHUMOM YyyeTa W onucaHusl) gen u
JOKYMEHTOB npefnonaraet NPOBEpPKY MNpaBUNbHOCTU OopMneHnss 0BnoXkM U TUTYMNbHOrO nucta Aaena,
NepBUYHOro CpeacTBa XpaHeHUs ayaAnoBU3yarnbHOro, 3fEeKTPOHHOro [AOKYMEHTa, NpaBWUflbHOCTM COCTaBMeHMUs
3arofioBka v Wudpa eguHnLbl XpaHeHusa. MNpy Hanuuun 6onblWMX MUCNpaBneHnid OBMOoXKa U TUTYMbHBLIA NNCT
3aMEHSIOTCS C COXPaHEHNEM Npu HeobBXOOUMOCTN CTapon OBITOXKM.

Mpu NOAroToBKe K BbiAaye N3 apxXuBOXpaHUNMLLA OTAENbHbIX apXUBHbBIX AOKYMEHTOB, N3bATbLIX U3 Aer, Ha
0BOPOTHOW CTOPOHE KaXaoro IMCTa BHE TEKCTa apXMBHOIMO [OKYMEHTa MPOCTaBASETCA WTaMn C apXMBHbIM
LWNPOM.

CpOKVI Bbl4a4yn apXmUBHbIX OKYMEHTOB

2.11.10.1. ApXuBHbIE JOKYMEHTbI BblOAIOTCS N3 apXMBOXPaHUIMLLA Ha CPOK:

40 OfHOro MecsLla - NoNb3oBaTensaM B YMTanbHbIA 3an M paboTHuMkam apxmBa (Kpome 0cob0 LieHHbIX
OOKYMEHTOB, BblAaBaeMbIX Ha CPOK He Bornee ABYX Heaenb);

[0 Tpex mecsues - hoHaoobpasoBaTensm;

[0 LeCcT MecsaueB - cyaebHbIM, NPaBOOXPaHUTENbHLIM U MHBIM YNOMTHOMOYEHHBIM OpraHam.

Bblgada apxuBHbIX JOKYMEHTOB U3 apXMBOXPaHUIULLIA A4S SKCMOHUPOBAHMSA OCYLLECTBIISETCS Ha CpoK,
onpeaerneHHbINn oroBOPOM O NMPOBEAEHUN BbICTaBKM.

CpokK Bblaaum apxmBHbIX JOKYMEHTOB AOf11 CO3[4aHMs CTpaxoBoro ¢oHaa, oHga nonb3oBaHus U gns
crneumanbHon o6paboTkn onpepensdetca nnaHamy paboTbl apxuBa W OOroBopaMuM Ha npoBedeHue
COOTBETCTBYIOLNX paboT CO CTOPOHHUMYK OpraHM3aunusmMu.

lMpoaneHvne CpoKoB Bbi4a4yn apXMBHbIX JOKYMEHTOB AONYCKAETCs C pa3peLleHnss pykoBoACTBa apXuBa.

OdbopmrieHne Bblgaun apXvMBHbIX JOKYMEHTOB

2.11.10.2. Bblgaya apxvBHbIX AOKYMEHTOB M3 apXMBOXPaHUNULLE PErucTpupyetcss B KHWUrax Bblgayu
apXUBHbIX JOKYMEHTOB, KONuin boHAa Mosib30BaHMSA U3 XpaHUnuLa, KoTopble BeAQyTCs pasferibHO MO KaKgomy
apXMBOXPaHWIULLLY W BUAy Bblaauu.

Bblgaya apxmBHbIX JOKYMEHTOB B UiTanbHbI 3an odopmnsieTcs 3aka3om (TpeboBaHmeMm) Ha Bblgady
apXMBHbIX AOKYMEHTOB, KOMu (oHAa MONb3OBaHWSA, ONWUCEeN Aen, AOKYMEHTOB W PerucTpupyetcs B KHure
BblJayM apXvMBHbIX AOKYMEHTOB, KOMWM (poHOa MOMb30BaHMSA W3 XpaHunuvwia B 4YuTarnbHbIA 3an, B KOTOPOW
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pacnucbiBaeTcs paboTHMK YnTanbHOro 3ana. VicnonHeHHbIn 3aka3s (TpeboBaHne) nonb3oBaTens HanpaenseTcs
B YATarbHbIN 3251 BMECTE C BblgaHHbIMW apXMBHBIMY LOKYMEHTAMM U XPaHMTCS B JIMHHOM Aene nosnb3oBaTens.

Bbigaya apxuBHbIX [OOKYMEHTOB pabOTHUKY apxvmBa ANs WUCMOMNb30BaHWS B  CHAYXeOHbIX uUensx
ochopmrisieTcs 3aka3om (TpeboBaHMEM) Ha Bblgavy apXUBHbIX AOKYMEHTOB, KOMWIA OOHAA NONb30BaHUs, ONUCEN
Aen, OOKYMEHTOB, KOTOpbI BWU3MPYyeTCA pykoBOOUTENEM COOTBETCTBYIOLWEro noapasgenexHvs. 3akas
(TpeboBaHue) perncTpupyeTca B KHWUre BblgauyuM apXMBHbIX [JOKYMEHTOB, KON (oHAa MOMb30BaHUA U3
XpaHunuiia B paboudve NomeLLeHnsi, B KOTOPOM paboTHUK, NONYYMBLLNIA apXMBHbIE LOKYMEHTbI, pacnucbiBaeTcs
3a Kaxayo eguHuly xpaHeHus. 3akas (TpeboBaHue) HaXoOANTCS B apXMBOXPaHUIULLIE [0 UCTEYEHUS CPOKa €ro
XpaHeHus.

Bblgadya apxuBHbIX OOKYMEHTOB B nabopaTopuio apxmBa OGOpPMISIETCA 3aKa3oM Ha npoBedeHue
COOTBETCTBYIOWMNX paboT M perncTpypyeTca B KHUre Bbi4ayuM apxvMBHbIX [OKYMEHTOB, Konun dpoHaa
nonb30oBaHWs M3 XpaHunuuwia B nabopaTtoputo, B KOTOpPOW pacnucbiBaeTca paboTHUK nabopatopuu. 3akas
yuuTbiBaeTca B nabopatopum M B COOTBETCTBYHOLLEM MNOAPA3LENEHNM apXuBa W  CIYXUT KOHTPOISbHbLIM
JOKYMEHTOM 32 XO[0M MPOBEAEHUSA BCEX ATAMNOB paboThl C apXMBHBLIMWN JOKYMEHTAMMU.

Bblgada apxuBHbIX JOKYMEHTOB BO BPEMEHHOE MOMb30BaHMEe 0(POPMIIAETCS aKTOM O Bblgave apXuBHbIX
OOKYMEHTOB BO BPEMEHHOE MONb30BaHNE U PErMcTPUPYeTCs B KHUME BbiAA4YM apXMBHbIX OOKYMEHTOB, KOMWUW
(bOH,D,a Nnonb30BaHNA U3 XpaHunuula Bo BpeMeHHOe noJjib3oBaHue.

Bblgava doHaa nonb3oBaHUs

2.11.10.3. Bblgaya konuin apxmBHbIX OOKYMEHTOB M3 oHAA NONb30BaHMs OOopMIsSeTCca 3akasom
(TpeboBaHMeM) Ha Bblaayy apXMBHbIX JOKYMEHTOB, KONuin ¢poHAa MOfb30BaHMS, Onucen Aen, AOKYMEHTOB U
perncTpupyeTcs B KHUre (kHurax) Bbigaum ooHga nonb30BaHus, BEQYLLMXCA LLEHTPANM30BaHHO UM pa3fernbHo
MO KaXXAOMY apXMBOXPaHUNULLY.

Bbigava onucen gen, JOKYMEHTOB

2.11.10.4. Onncu gen, OKYMEHTOB BbI4AKTCS Ha CPOK, He MpeBbiwatolwmi natn gHen. Bolgaya onvcen
aen, OOKYMEeHTOB, MMeKLWnXcAa B OAHOM 3K3eMnnaApe U XpaHAWUXCA LUeHTpann3oBaHHO, [AOMyCKaeTCd B
NCKIMIOYUTENBHBIX CryYasx C pa3peLleHnst pyKOBOAMUTENS apXmMBa UK ero 3aMecTUTENs Ha CPOK, Kak MpaBuIio,
He NpeBbILLAoLWNA OAMH OeHb, 1 0POPMIISIETCSA MO aHaNorn ¢ Bblaayen NOAMHHBbIX apXMBHBLIX LOKYMEHTOB.

Bblgaya onuceit gen, OOKYMEHTOB odopMnsieTcss 3akas3om (TpeboBaHMeM) Ha Bblgady apXMBHbIX
JOKYMEHTOB, KONWUA boHAa MNONb30BaHWUsS, ONUCEN OeN, OOKYMEHTOB W pPerucTtpupyeTcsi B KHUre Bblaauu
apPXMUBHbIX JOKYMEHTOB, KOnNuin hoHAa NONb30BaHUSA U3 XpaHWUMuLLA, B KOTOPOW pachnvcbiBaeTcs MOMYyYUBLUMIA
onncb paﬁoTHI/IK apxmea uUnu nonb3oBaTerib.

KOHTpOJ'Ib 3a COXPaHHOCTbIO BblaHHbIX apXNUBHbIX OJOKYMEHTOB.
BO3Ban.I,eHVIe APXUBHbIX JOKYMEHTOB B apXMBOXpaHuUnuLie

2.11.10.5. BbiBepKa KHUT Bblgaun apXUBHbIX JOKYMEHTOB NPOBOAUTCS HE pEeXe OLHOro pasa B KBapTarl
unn B nonyrogve. Ecnu B pesynbTate BbiBEPKM KHWUM Bbldady YCTaHOBMEH pakT HapyleHWss CpOKOB
BO3BpaLLEHNS apXMBHbIX JOKYMEHTOB, BbIACHAIOTCS €ro NPUYMHbI U MPUHUMAIOTCS Mepbl K BO3BpaTy apXMBHbIX
OOKyMeHTOB. Ecnn HeBo3BpalleHWe apxMBHbIX [OKYMEHTOB B CPOK B apXuMBOXpaHWMuLLe BbI3BaHO
HeOoOXOAMMOCTbBIO MX AanbHEWLLErO UCMONb30BaHUS, Bbigada nepeodopmnsieTcs. [Npu 3agepxke Bo3BpaLLeHus
APXUBHbIX JOKYMEHTOB 0€3 yBaXXMTENbHbIX MPUYMH MPUHUMAIOTCS Mepbl Afs MX HemMeOsieHHOro Bo3BpaTa B
apXuBOXpaHunuLie.

B uenax KOHTpOMs 3a COXPaHHOCTbIO apXMBHbIX [AOKYMEHTOB noApasdenieHne, OTBETCTBEHHOE 3a
XpaHeHWe apXMBHbIX [AOKYMEHTOB, MPOBOAMT MPOBEPKN COXPAHHOCTU BbiAAHHbIX M3 apXMBOXpaHWNuLia
ApPXUBHbIX OOKYMeHTOB. [MpoBepkM NpoOBOAATCA B NMAHOBOM MOPSAKE WM MO Mepe HeobXxogumocTu Mo
COrNacoBaHUo0 C PYKOBOACTBOM apxuBa.

Mpu BO3BpALLEHMN apPXMBHBIX JOKYMEHTOB B apXMBOXPaHUIULLLE OCYLLECTBSETCA MOMIMCTHas npoBepka
X pM3nYecKoro COCTOSIHUA B YCTAHOBMEHHOM Mopsaake (CM. ). B KHure Bbligaun apxuBHbIX
OOKYMEHTOB [AeliaeTcA OTMeTKa O BO3BpalleHUN apXuBHbIX OOKYMEHTOB B MNPUCYTCTBUX BO3BPATUBLUUX KUX
paboTHVMKkOB apxuBa unu ¢oHaoobpasoBaTens. Ecnv BbisSBNeHbl NOBpeXOeHUs BO3BpaLLaeMblX apXMBHbIX
OOKYMEHTOB, COCTaBNsIeTCA akT B MPOU3BONIbHOW OpPMeE, KOTOpLIM  noanucbiBaeTcss  paboOTHUKOM
apXUBOXpaHWUMLa 1 NULIOM, BO3BPaLLAIOLLMM apXUBHble OOKYMEHTbl, U MPEACTaBMSETCA Ha pacCcMOTpeHue
pyKOBOACTBa apxvBa.

ApxvB 06s13aH yBeOOMUTb Mofb3oBaTenss O TOM, YTO OH OTBeYaeT 3a COXPaHHOCTb MOJyYEHHbIX
APXUBHbIX OOKYMEHTOB U CO6J'IIO,EI,eHI/Ie npasun pa6OTbI C HAMM B COOTBETCTBMMN C 3aKOHOOATeslbCTBOM
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Poccuiickon ®epepauuu.

B cnyyasx xuweHus nnyv NoBpeXOeHWUs apXMBHbIX AOKYMEHTOB, B TOM YUCIE€ BHECEHWUS B WX TEKCT
N3MEHEHN (ecnn 3TO MOXET ObiTb KBaNMMUUMPOBAHO KakK MOBPEXOAEHME apXMBHOIO [OOKYMEHTA), apXuB
obpallaeTcs ¢ COOTBETCTBYHOLMM 3asIB/IEHNEM B OpraH BHYTPEHHUX AeN MO MECTY pacnorfioKeHUsl apxuBa, B
TPEXAHEBHbIN CPOK MHAOPMUPYET CreLmanbHO YNOMHOMOYEHHbIN hedepanbHbli OpraH  UCMOSNTHUTENbHOMN
BNacTW, YMNONHOMOYEHHbIE OpraHbl WCMOMNHWUTENbHOW BRacTn cybbektoB  Poccuiickon  depepauuu,
OCYLLECTBMAIOLME KOHTPONb 3a CcoOnaeHneM 3akoHopaTenbcTBa 00 apxvBHOM pJene B Poccuiickon
depepaumun, NpuUHUMaeT OpyrMe Mepbl K BO3MeLleHuo yuiepba B COOTBETCTBUM C 3aKOHOOATENbCTBOM
Poccuiickon ®egepaumn.

TpchnomepOBKa n nepemMelleHne apxXmBHbiX JOKYMEHTOB

2.11.11. Mpun TpaHCNOPTUPOBKE apXMBHbLIX AOKYMEHTOB Ha NMoOble pacCcTosHWA cobrnogaloTcss Mepbl Mo
OXpaHe M 3awmuTe UX OT BO3AEWCTBUS BpeOHbIX (DAKTOPOB OKpYXKaloLWen cpedbl MNyTEM MNPUMEHEHUS
crneumanbHbiX BUOOB YMakoOBOK, OOecneyMBalolmMX 3almTy apXuMBHbIX [OKYMEHTOB OT OCafKoB, CBeTa,
MEeXaHNYEeCKMX MOBPEXOEHNN.

TpaHCNopTMpPOBKa apXMBHbIX AOKYMEHTOB MPOW3BOAMTCS MPU MX NMAOTHOM YKMNagke, WCKoYatoLen
BO3MOXHOCTb NepeMeLLeHNs apXmBHbIX AOKYMEHTOB BHYTPW YNaKOBKW, yOAPOB N Pa3NNYHbIX COTPSCEHMI, Mpu
3TOM (POTOPOHOLOKYMEHTLI YNAKOBLIBAKOTCA B BEPTMKANIbHOM MOSIOXEHUM B KOPOOKM KECTKOW KOHCTPYKLMU
COOTBETCTBYIOLLErO pasmepa, obepHyTble BO BraroHeNpoHUUaemyt TkaHb. [pyrve ayguoBu3yasnbHble U
3MNEKTPOHHbIE JOKYMEHTbI, rpadmnyeckme n KpynHodopmaTtHble Aeria M AOKYMEHTbl nepemMeLlarTcs TOMbKO B
yMakoBKe, B KOTOPOW OHM XPaHATCH, UMK B CleuuanbHO NpegHasHavyeHHbIX A11s X NepeMeLleHns cpeacTaeax.

[Ona nepemelLeHns apXuBHbIX AOKYMEHTOB BHYTPW apxXmBa MCMOMb3YKTCS NEpenBuikHble TENEXKN U
apyrue cpeactsa TPaHCNOPTUPOBKMY.

BHyTpuropoackne nepeBO3KU apXUBHbIX JOKYMEHTOB MPOU3BOAATCA B 3aKpbITbiX aBTOMalLMHaX npu
06s3aTeNbHOM CONPOBOXAEHUN PaboTHMKA apXxmBa.

TpaHcnopTMpoBKa apXMBHbIX JOKYMEHTOB Ha JaribHME PacCTOSIHUS NPOM3BOAMTCS B yNakoBaHHOM Buie B
KPbITOM TPaHCMOPTHOM CPEeACTBE B COOTBETCTBMM C NpaBuUiiaMmu NepeBO3KM LIEHHbIX PYy30B, YCTaHOBEHHbIMM
AN COOTBETCTBYIOLLEro Buaa TpaHcnopTa.

BuisiBneHue YHUKalbHbIX JOKYMEHTOB
N 0coB0 LEHHbIX OOKYMEHTOB

2.11.12. BbisiBneHne yHUKarnbHbIX JOKYMEHTOB U 0COB0 LEHHbIX OOKYMEHTOB MPOBOAUTCHA B MJSTAHOBOM
nopsigke Hambornee kBanMUUMPOBaHHbLIMK CnieuuanncTaMmm Ha OCHOBaHUKN OTPACIEBbIX HAYyYHO-METOAMNYECKNX
pa3paboTok u MeToau4ecKMx Nocobuii, NOAroTOBMNEHHbLIX B apXUBe.

OnpepeneHne B coctaBe ApxuBHoro doHga Poccuiickon ®Pepepaumv yHUKanbHbIX OOKYMEHTOB
OCYLLECTBMAETCA B COOTBETCTBMM C PernameHTOM [OCyaapCTBEHHOTO peecTpa YHWUKamNbHbIX [OOKYMEHTOB
ApxusHoro goHaa Poccuiickon ®Pegepauum n BKtoyaeT B ceodsi:

3anofHEeHNE Ha KaXXAbIW BbISIBNEHHbIV MOTEHLMANBHO YHUKANbHbLIM OOKYMEHT NUCTa yvyeTa M OnucaHus
YHUKANbHOrO AOKYMEHTA;

paccMOTpeHME IKCMEPTHO-METOANYECKON KOMUCCUMEN (MnW APYrMM COBeELLaTerNbHbIM OpraHoM) apxuBa
npeacTaBneHHbIX MaTepuarnos;

npeacTaBneHne NpeasioKeHNn O BKIMOYEHWUM BbISBIIEHHBLIX MOTEHLUMANbHO YHUKamnbHbLIX OOKYMEHTOB B
[locynapCTBEHHbI pPeEECTp YHUKanNbHbIX AOKYyMeHTOB ApxuBHoro d¢oHaa Poccuiickon ®epgepauum B
COOTBETCTBYHLLMI YNOSTHOMOYEHHbIN OpraH UCMNOSTHUTENBHOM BRacTu B chepe apxXnBHOro gena.

OnpepeneHne B coctaBe ApxuBHoro doHaa Poccuiickon Pepepauym 0cobO LEHHbIX JOKYMEHTOB
OCYLLIeCTBRSIETCA AKCNepTHO-NpoBepoyHon komuccuen (IMK) degepanbHoro rocygapctseHHoro apxuea, 3K
YMOSTHOMOYEHHOIO OpraHa UCMONHUTENbHOM BNacTu cybbekta Poccuiickon depepaumm B cdepe apXUBHOMO
Jena, SKcnepTHoOW (POHOOBO-3aKyMOYHON KOMMWUCCUEN [OCYOAPCTBEHHOIO WNW  MyHMUMNANbHOrO  Mys3esi,
3KCMEPTHOM KOMWUCCUEN TocydapCTBEHHOM wunu MyHuumnanbHon 6ubnunotekn, 3K Apxma _Poccuiickon
akageMumn HayK 1 3aKpennsieTcs y4eTHbIMU AOKYMEHTaMu apxXuBa B YCTaHOBMEHHOM MOPSAKe (CM. m).

OlMK ynonHoMo4eHHOro opraHa ncnonHutTeneHon Bnactun cybvekta Poccuinickon denepaunmm B cdepe
apxvMBHOro Aena BnpaBe [enerMposatb MOMHOMOYMS MO oOnNpefeneHnto B cocTtaBe ApPXMBHOro doHAa
Poccuickon ®enepaumm ocobo LEHHbIX OOKYMEHTOB 3KCMEPTHO-METOAMYECKON (METOANYECKOM) KOMMUCCUM
rocygapCTBeHHOro apxmea cybobekta Poccuickon Pegepaumm.

CosnaHune cTpaxoBoro goHaa
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KoHcynbTaHTln0C: npumeYaHue.
B odwmumanbHOM TekcTe [AOKyMeHTa, BMAMMO, AonyuwleHa onedatka: MyHKT 4.13.3 B [JOKyMeHTe
OTCYTCTBYET, MO BOMPOCY, KacalLeMycs XpaHEeHNs1 CTPaxoBoro oHaa, cm. nyHKT 2.11.13.3.

2.11.13. COBOKYNHOCTb CTPaxXOBbIX KOMUIA YHUKaNbHbIX 1 0COD0 LEHHbIX OOKYMEHTOB ApxvBHOro doHza
Poccuiickonn dPepepaumm (ganee - crpaxoBor OHAO) CO34aeTCcs B LENAX COXpaHEeHUst OOKYMEHTHOW
MHpopMaLMM Ha crny4dan yTpaTthbl UK NOBPEXAEHMS OPUTMHANOB 3TUX AOKYMEHTOB. CTpaxoBor hoH SABMsieTcs
HEMPUKOCHOBEHHBLIM U XpaHUTCS TeppUTopmnansHO 0B0COONEHHO OT OPUIMHAMNOB YHUKasbHbIX LOKYMEHTOB U
0Cc0060 LIEeHHbIX JOKYMEHTOB B crieluarbHbIX apXMBoxpaHunumLax (Cm. ).

OuepeaHOCTb CTPaxoBOro KONMPOBaHUA onpeaensieTcs ¢ y4eToOM (U3NYECKOro COCTOSIHUSA YHUKaNbHbIX
OOKYMEHTOB U 0CODOO LEHHbIX [OKYMEHTOB M WHTEHCMBHOCTM obpalleHuss Kk HuMm. [lepBoouyepegHomy
KOMMPOBaHMIO Cpeaun HUX NoAasexart Hanbdornee NMHTEHCMBHO UCMONb3yeMble, C MOBPEXOEHNSIMU MaTepuarbHoro
HoCUTENA N JOKYMEHTHON MHGopMaLnu.

lMoarotoBKa YHWMKamNbHBIX OOKYMEHTOB M 0COOO ULEHHbIX [OOKYMEHTOB K CTPaxOBOMY KOMUPOBaHWUKO
OCYLLIECTBMSIETCA B COOTBETCTBUM C NOPSAKOM BblOauuM apXMBHbIX OOKYMEHTOB U3 apXMBOXpaHUnuLy (Cm.

CTtpaxoBoe KonMpoBaHWe NpOBOANTCS C COOMNOAEHNEM CMCTEMATM3aLUN eOUHNL, XpaHEeHUs B onNucK  aern,
OOKYMEHTOB, KOTopasi KonupyeTcsl neped eavHuuammn xpaHeHusi. CTpaxoBOMY KOMMPOBaHWIO Moanexat Bce
BXOASLLME B €OUHULYY XPaHEHUS apXMBHbIE JOKYMEHTHI.

Mpn cTpaxoBOM KOMMPOBaHUM [fena, Kak MpaBuno, pacwmeBke He noanexar. Pacwwveka gen
Npon3BOOMTCA B MWCKMOYUTENbHbLIX Cry4asix MO COrfacoBaHWIO C PYKOBOACTBOM apxvuBa Mpu  MNOSHOW
HEBO3MOXHOCTM KonupoBaTb NepenneteHHoe pgAeno. [lo oOkoH4YaHuM paboTbl Oeno nepenneTaeTcs
nabopartopuen unu opraHmsaumen - U3roToOBUTENEM CTPAXOBbIX KOMUIA 3aHOBO.

CTpaxoBoe KOMMPOBaHWE YHUKamNbHbIX OOKYMEHTOB M 0CO0OO LIEHHbIX OOKYMEHTOB OCYLLECTBISIETCS B
COOTBETCTBMM C TEXHONOTMMYECKUMM pernaMmeHTaMmm 1 ApYrMMn OencTBYIOLMMU HOPMAaTUBHO-TEXHUYECKUMMU

OOKyMEeHTamu.

CTtpaxoBou konnen apxmMBHOro OOKyMeHTa Ha OymaKHOW OCHOBE $£BMSieTCA HeraTuBHas MuKpodopma
(Mukpodunbm  mnn - Mukpocouwa)  1-ro nokoneHwus, M3roToBrieHHast Ha doTorpadgumyeckomn
rarnoreHngocepebpsHON MIeHKe COOTBETCTBYIOLWLEro Tuna MEeToAOM  OonTudeckoro  doTorpadupoBaHums
[OOKYMEHTOB.

CTpaxoBoli KonMel KMHOOOKYMEHTa SIBMSIeTCS NnepBasi COBMELLLEHHAsi KOMUS OpUrMHana, W3roToBfieHHast
Ha MneHKe COOTBETCTBYIOLLEro TUMNa MeTOA0M KOHTaKTHOW nevaTu.

CTpaxoBoli konuer poToAoKyMeHTa ABMAeTCa nepsas Konus opurMHana, UsrotToerneHHas Ha poTonneHke
COOTBETCTBYHOLLENO TUMa METOAOM PernpoayLMpoBaH1s UMM KOHTAKTHOW neyaTu.

CTpaxoBoli konuel hoHOJOKYMEHTa ABNSETCA NepBas Konusl opurMHana, W3roToBrieHHasi COBPEMEHHOI
CUCTEeMOM 3anucu.

CTpaxoBol konuen BUOeOAOKYMEHTA SIBMISIETCA NepBasi KOMUsi opuriHarna, M3roToBrieHHasi B dopmaTte
opurMHana cnocobom BMOE03BYKO3anncy Ha MarHUTHOW NeHTe.

CosfaHue, KOMNNEKT N cocTaB poHAa NONb30BaHUSA

2.11.13.1. COBOKYMHOCTb KOMWUIA apXMBHbIX OOKYMEHTOB, BbIMNOSIHEHHbLIX HA Pa3NU4YHbIX MaTepuarnbHbIX
HOCUTENAX W MpefHasHaYyeHHbIX OMS WCMOMb30BaHMs C Lenblo obecnevyeHnss COXPaHHOCTUM OpUIMHaNoB
apXMBHbIX JOKYMEHTOB (fanee - poHA Nonb3oBaHus), CO34aeTCH, Kak MpaBuIio, OOHOBPEMEHHO C CO3OaHUEM
cTpaxoBoro ¢oHAa, a Tawkke LeneBbiM MOPSAKOM Ha Hambonee ucnonb3yemble apXMBHbIE AOKYMEHTbI, B
npouecce apyrmx paboT (paccekpeumBaHue apXmMBHbIX OKYMEHTOB, OpraHM3aums X UCNoNb30BaHus).

®PoHO MOMb30BaHUSA, MW3rOTOBMEHHbIA OOHOBPEMEHHO CO CTpaxoBblM (pOHOOM, co3daeTca B
06s3aTENBEHOM KOMMIIEKTE, BKIHOYAKOLLEM:

ONS  apXMBHbIX [AOKYMEHTOB Ha OyMakHOW OCHOBE - OfHYy MWKPOOPMY 2-T0 MOKOSIEHWs Ha
ranoreHngocepebpsaHoON NneHke (HeraTuBHas NN MO3UTMBHAS), WU3FOTOBMEHHYIO C HEraTMBHOW MUKPOOPMBI
1-ro nokoneHus, n ogHy MUKPOPOPMY 3-ro MOKONEHNS, U3FOTOBMEHHYIO C MUKPOM(OPMBI 2-r0 NOKOSEHWUS;

Anst POTOAOKYMEHTOB - OAMH NO3UTUBHbIM (hOTOOTNEYaTOK 1 OaNH AyOnb-HeraTus;

ONs KMHOOOKYMEHTOB - OAHY TMO3WTUBHYKD COBMELLEHHYK KOMWUIO, OOWH MPOMEXYTOYHbLIA MO3UTUB
n300paxeHuss U OAMH KOHTpaTtun oHOorpammbl (4ns 3BYKOBbIX KMHOOOKYMEHTOB). [lo3auTuBHas konus wu
NMPOMEXYTOYHbIA NO3UTUB M30OpaKeHUss OOIDKHbI BXOOAUTb B KOMMSEKT KMHOAOKYMEHTa, NPWHMMaemMoro Ha
NoCTOsIHHOE XpaHeHue. [lonyckaeTcs AONONHUTENBHOE N3roToBreHne oHaa NoNb30BaHUA KNHOOOKYMEHTOB B
BUAe BuaeodoHorpamm B popmaTax Betacam n VHS;

ANns OHOAOKYMEHTOB - OAHY KOMWUIO HA MarHUTHOW NeHTe;
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ANs BUOEO4OKYMEHTOB - ogHY konuio B hopmate VHS.

BknioueHne B OHA MOMb30BaHMSA KOMWA apXMBHbIX [AOKYMEHTOB, B TOM YMCME Ha 3MEeKTPOHHbIX
HOCMTensaX, Co3aaHHbIX B Npouecce Apyrmx paboT, OCcyLeCcTBNAETCA apXMBOM CaMOCTOATENbHO.

B doHA nonb3oBaHWsA BKAOYAIOTCA KOMMKU  MOSIHOCTBIO CKOMUPOBAHHBLIX €AMHWL, XpaHeHus. Konun
OTAENbHbIX apXMBHbIX JOKYMEHTOB MOryT ObiTb BKMOYEHbl B (DOHA MONb30BaHMA B COCTaBe TemaTuyeCcKux
noabopoK apXUBHLIX JOKYMEHTOB.

MpoBepka HaNMUUsi U COCTOSIHUSA, TEXHUYECKUI KOHTPOIb
CTpaxoBoro ooHAa 1 hoHAa Nosib30BaHUs

2.11.13.2. Bce cTpaxoBble KONMM A0MMKHbI COOTBETCTBOBATb OPUTMHANY Kak Nno COOEpXKaHWi, Tak U Mo
pPSAY BHELUHUX NMPU3HAKOB.

M3roTtoBuTenb CTpaxoBbix KONWA 06ecnevnBaeT COOTBETCTBUE BCEX BbIMyCKaeMbIX KOMUA TpeboBaHUSAM
OEVCTBYHOLLMX HOPMATUBHO-TEXHUYECKUX JOKYMEHTOB MO CTPaxOBOMY KOMUPOBAHMIO.

Bce cTtpaxoBble  konuu npoxogaT TEXHUYECKUIA KOHTPOIb B nabopaTopum unm
OpraHu3aumm-u3roToBuTene, ceegeHuns ob nx kadectTse PUKCUPYIOTCA B akTax TEXHUYECKOTO COCTOSIHUST KOMWN
cTpaxoBoro ¢oHaa (no oopmam B COOTBETCTBMM C OTPACNEBLIMM HOPMATUBHLIMU LOKYMEHTaMM).

Mpu NprMeme CTpaxoBbIX KOMWIA NPOBEPSIETCS MOSNIHOTA BhINOSIHEHWUS 3aKa3a Ha KOMMPOBaHWNE, KONMMYECTBO
KOMWA, KOMMMEKTHOCTb, MNPaBUIBHOCTb W MONHOTa 3aroSfIHEHWMSI aKTOB  TEXHWUYECKOTO  COCTOSHMS,
BM3yaribHO-TEXHUYECKOE COCTOSIHME KOMUNA.

B npouecce xpaHeHusi CTpaxoBble KOMWUM NOANexXarT:

NPOBEpPKE HanM4ns U COCTOSHUSA B LIENAX YCTAHOBINEHNS (haKTUYECKOro Hanvymsi CTPaxoBbIX KOMUM, WX
COOTBETCTBMS AaHHbIM Y4ETHbIX JOKYMEHTOB;

TEXHUYECKOMY  KOHTPOSIKO  COCTOSIHMST U CBOEBPEMEHHOMY NpOBEAEHUIO HeobX0oAMMbIX
KOHCEepBaLMOHHO-NPOMUIAKTUYECKUX MEPOMPUATUIA.

TexHUYEeCKMIN KOHTPOMb CTPaxoBoro ooHAa OCYLLECTBMSETCA OAMH pa3 B TPW roda, Npyv 3TOM KOHTPOI
noanexuT 20% cTpaxoBbiX KOMUI MPOU3BOACTBA KaXXAoro roaa.

Pes3ynbTaTbl TEXHUYECKOTO KOHTPOISA (PMKCUPYIOTCS B JOKYMEHTAX O TEXHUYECKOM COCTOSIHUN CTPaxoBbIX
KOnwuin, roe [AalTcs 3akfiovyeHWss O  HeobxodMMOCTM U cpokax nNpoBedeHust NpodunakTUyYecknx W
pecTaBpaLMOHHLIX paboT, U yCTaHaBNMBAOTCH CPOKU CreayoLero TEXHNYeCKOro KOHTPOons.

MpoBepka Hanuuusas M cocTosHMSA OHAA MNONb30BaHUS OCYLUECTBISIETCA C LENbl KOHTpoOns 3a
COXPaHHOCTbIO KOMWI 1 opraHM3aumm paboTbl N0 CBOEBPEMEHHOMY BOCCTaHOBMEHUIO DOHAA NOSb30BaHMS.

O6bemM ¥ nepvoguyHOCTb paboTbl MO MNPOBEPKE HanmMuMs U COCTOsHUS OHAA MOMb30BaHMWSA
onpegensawTcsa ¢ ydyeToM ero obuwiero obbema, COCTaBa, WHTEHCUMBHOCTU BblAayM KOMMW W 4acToOTbl WX
BOCMPOU3BELAEHMS, @ TaKKe YCNOBUA XpPaHEHMS.

Mepenaya cTpaxoBoro dhoHaa Ha creumanbHoe XpaHeHue

(m He pacnpocTpaHAeTCA Ha roCyAapCTBEHHbIE M MyHMUUNAnbHble My3en U OmbnmoTteku,
opraHunsaumm Poccuinckom akageMmm Hayk)

2.11.13.3. LleHTpanu3oBaHHOe XpaHeHMe cTpaxoBoro ¢oHOa ocylecTBnseT  deaepanbHbIn
rocygapCTBeHHbIN apxuB - LieHTp xpaHeHusi ctpaxosoro coHaa (LIXC®).

XpaHeHne CcTpaxoBoro poHOa rocydapCTBEHHOrO apxuBa cybbekTa Poccuiickon Pepepauumn  um
MYHULMMNANbHOMO apxvMBa MOXET OCYLUECTBMATL CheumanbHOe apXMBOXPaHWMMLLE, PacmnofioKEHHOe Ha
TeppuTtopun cybbekta Poccuickon degepaumm.

PaspelweHnne Ha nepepadvy cTpaxoBoro ¢oHga B LUXCP paer cneumanbHO  YNONTHOMOYEHHbLIN
denepanbHbil OpraH MCNOMHUTENBHOW BRacTM B cdepe apXMBHOrO geria no pesynbTaTtaM PacCMOTPEHMS
JoknagHow  3anuckn  begepanbHOrO  roCygapCTBEHHOrO  apxuBa  WAM  YNOMHOMOYEHHOro  opraHa
ncnonHuTenbHoW Bnactn cybwekta Poccunckon ®Penepaummn B cdepe apxXMBHOIO f[era O TOTOBHOCTU K
OTNpaBKe CTPaxOBbIX KOMUIA.

PaspelueHne Ha nepegadvy cTpaxoBoro poHaa B cneumnanbHOe apXuBOXpaHWMMLLE, PacrnofioKEHHOe Ha
TeppuTtopumn cydbekta Poccunckon ®epepaunm, rocygapcTBeHHOMY apxmBy cybbekTa Poccuiickon degepaumm
N MyHMUMMANbHOMY apxvMBy AaeT YMNOMHOMOYEHHbIA OpraH WMCMOMHUTENbHOW Bnactu cybwvekta Poccuiickon
depnepaumm B chepe apxXMBHOIo Aena Ha OCHOBaHWM OOKNaAHOM 3anucKyM apxuBa O FOTOBHOCTW K OTNpaBke
CTPaxoBbIX KOMUMN.

Mpuem-nepegada cTpaxoBOro OHAA OCYLUECTBMSAETCA HA OCHOBaHWM MNpuMKa3a COOTBETCTBYHLLETO
YMOJTHOMOYEHHOIO OpraHa UCMOSTHUTENBLHON BNAacTh B chepe apXMBHOIO Aeria akToM YCTaHOBIEHHON hOpMbl, K
KOTOPOMY mpunararTcs:

onucKy ocobo LiEHHbIX Aern, OOKYMEHTOB WKW KOMUU ONMCEN Aen, OOKYMEHTOB, C KOTOPbIX WU3roTOBMEH
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CcTpaxoBon hoHA, nnn nepeyeHb HOMEPOB 0CODO0 LIEHHBLIX AEr, JOKYMEHTOB (HOMEPHWUK);

onuncu nepeaaBaemMoro CTpaxoBoro oHAa;

aKTbl TEXHUYECKOrO COCTOSIHUS KONUIA CTpaxoBoro doHAaa;

conpoBoaUTENbHbIE JOKYMEHTbI HA TPAHCMOPTHYO Tapy.

CTtpaxoBble konvM B MOPSAKE pPacrofioXeHMs MX B OMMCM CTPaxoBOro (oHAa MNoMeLalTcs B
COOTBETCTBYIOLLYIO Tapy [Ans TPaHCMOPTUPOBKM, WMEIOLLYKD MOPSAKOBYHD HymMepauuto B npegenax
OTNpaBnsieMoi NapTun, U HaMpaBnsTCA B ONIOMOMPOBaHHbLIX KOHTENHEpax. B conpoBoanTensHOM LOKYMEHTE
Ha TPaHCMOPTHYIO Tapy yKa3blBalOTCS €€ KONIMYECTBO WM YUCIO CTPaxOBbIX KOMWI B HEW, CTaBAaTca MNognucu
OOIMKHOCTHbIX 1L, OTBETCTBEHHbIX 3a nepeaady.

AKTbl npvemMa-nepedayn c MPUIIOKEHUSIMWM MOMELLATC B OTAENbHYH YMakoBKy C  MOMETKOM
"ConpoBoguTenbHble JOKYMEHTbI".

Onnata pacxogoB No OTNpaBke CTPaxoBOro ooHAa NPOM3BOAUTCS OTNPaBUTENEM.

CTtpaxoBaHue OOKyMeHTOB ApXMBHOro choHaa
Poccunckon degepaumn

2.11.14. CrtpaxoBaHne pAOokymeHTOB ApxmBHOro doHaa Poccuickon ®Pegepauumn HanpasneHo Ha
obecrneveHrne MX COXpPaHHOCTW, BO3MelleHue yulepba B crnydae Kpaxu, yTpaTbl, MOBPEXAEHWA U WHOro
BO3MOXHOrO yLiepba.

CTtpaxoBaHuto nognexar:

OOKyMeHTbl ApxmBHoro ooHaa Poccunckon denepaumm, a Takke nognexaiine Bo3BpaLLeHno Ux Konuu,
BbIBO3UMbIE 3a pybex Ans 3KCMOHMPOBaHWS Ha BbICTaBKax, pectaBpaumm unm ¢ apyruMmu Lensamu;

YHUKanbHbIE JOKYMEHTbI, MPeAOoCTaBNsieMble A1151 SKCMOHMPOBAHMS Ha BbICTABKax BHYTPU CTPaHbI.

B uckntounteneHbIX cnyvasx nog o6s3aTensCcTBO B 0rOBOpe O BO3MELLEHUN OpraHu3aTopamMu BbICTaBKU
yuwiepba B criyqae ytpaTbl UK NOPYM YHUKamNbHbIE OOKYMEHTbI MOMyT 3KCMOHMpoBaTbCcA 0e3 CTpaxoBaHus Ha
opraHusyembix B Poccunckon ®efepaunm BoiCTaBKax.

CtpaxoBasi oueHka AOKyMeHTOB ApxuBHoro ¢oHga Poccuiickon depepaumm npoBOAMTCS B apxuBe
KOMMUCCUOHHO.

Kateropus ueHHocTn gokymeHToB ApxuBHoro dooHaa Poccunckon Pegepaumm n pasmep mMx CTPaxoBoWw
OLLEHKN YyCTaHaBMNMBAKTCA HA OCHOBE CreLmanbHbIX MeTOAUYECKMX pa3paboTok.

PesynbTaThl CTpaxoBoOWn OLeHKM AOKYMeHTOB ApxmnBHoro dpoHaa Poccuiickon ®depepaumm ogopmnstoTes
aKTOM CTPaxoBOW OLEHKN apXMBHbIX [JOKYMEHTOB, KOTOPbIA MNPEACTaBNAETCA B COOTBETCTBYHLLMMA
YMOSTHOMOYEHHbIN OpraH UCMOTHUTENBHON BNacTu B chepe apXMBHOMO Aena.

OdopmMneHne BpeMeHHOro BbiBO3a AOKYMEHTOB ApXMBHOro goHaa
Poccuinckon ®egepaunn 3a pybex

2.11.15. [Ina paccMmoTpeHus Bompoca O BO3MOXHOCTM BPEMEHHOro BbiBO3a [AOKYMEHTOB ApPXMBHOMO
doHaa Poccuinckon degepaumm apxus npeacraBngeT B cneynanbHO YNONMHOMOYEHHbLIN doefepanbHbli opraH
NCMNOMNHNTENBbHOW BNacTh B cpepe apxmMBHOro gena:

KOMuio Joroeopa o NpoBeAeHNM BbICTaBKW, peCTaBpaLOHHbIX Unn apyrux pabor;

nepedeHb OOKyMeHTOB ApxuBHoro ¢oHgoa Poccuiickon ®epepaumm YyCTaHOBMEHHOW  OpPMbI,
npeAHasHavYeHHbIX K BpeMEHHOMY BbIBO3Y;

KOMUU CTPaxoBOro MONMCa, FapaHTMM MPUHUMAIOLLEN CTOPOHbI W FOCYAapCTBEHHBIX OPraHoB CTpaHbl
Ha3Ha4yeHWsi B OTHOLLEHWNM COXPaHHOCTU 1 BO3BpaTa BPEMEHHO BbIBO3MMbIX KyJIbTYPHbIX LIEHHOCTEN;

NMCbMEHHOE NOATBEPXAEHNE YAOBMETBOPUTENBHOIO (OU3NYECKOTO COCTOSIHUS LOKYMEHTOB ApPXMBHOIO
coHaa Poccunckon Pegepaumm, NO3BOMASIOWEro UX TpaHCNOPTMPOBaTh U 4EMOHCTPMPOBAaTb, a TaKkkKe Hanmyus
UX CTPaxoBbIX KOMUM;

paspeLlueHne yNnornHOMOYEHHOro opraHa UCNonHUTeNbHoOW Bnactu cybbekta Poccuiickon ®epepauun B
cdepe apxuBHOro Aena (ToNbKo AN rocyAapCTBEHHbIX apXMBOB CcyObekToB Poccuickon ®enepaumn);

paspelleHne opraHa MECTHOrO CaMoynpaBfieHns (TONbKO ANA MyHULMNANbHOro apxvBea);

Apyrve HeobxoamMMble AOKYMEHTbl B COOTBETCTBMM C YCTAHOBIIEHHbBIM NMOPSOKOM.

B cooTBeTCTBUM C yCTAHOBMNEHHBbIM MOPSAKOM rOCy4apCTBEHHON 3KCMEPTU3bl U KOHTPONSA 3a BbIBO3OM WU
BBO30OM KyIbTYPHbIX LLlEHHOCTEW ANS NofyYeHns CBUAeTeNnbCTBa Ha MNpaBoO BblBO3a KYNbTYPHbIX LEHHOCTEN C
Tepputopun Poccuinckon Pegepaummn ykasaHHble [OOKYMEHTbl BMECTe C  3akfioYeHWeM  cneumanbHO
YMOSTHOMOYEHHOTO dhefeparnbHOro opraHa MCMOMHUTENBHOW BracTu B cdepe apxvMBHOIMoO Aena u  OpyruMu
HeOOXOAMMbIMU OOKYMEHTaMW NPEeACTaBsAlTCA B CheumanbHO YNOMHOMOYEHHbI dedepanbHbIi  OpraH
NCNOSTHUTENBHOM BNacTn B cpepe rocyaapCTBEHHOINO KOHTPONS 3a BbiBO30OM M3 Poccuiickon depepaumm u
BBO30OM Ha ee TeppUTOPWUIO KyIbTYPHbIX LLIEHHOCTEMN.
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Ons npoaneHus B ocobbix Crny4asix Cpoka BPEMEHHOro BbIBO3a [JOKYMEHTOB ApxuBHOro doHaa
Poccuiickonn ®epepaumm apxuB NpeacTaBnseT B crneumanbHO YNONHOMOYEHHbIN eaepanbHbIi - opraH
NCMNOMHMTENBHOW BNacTn B cpepe rocyaapCTBEHHOIO KOHTPONSA 3a BbIBO30OM M3 Poccuiickon depepauunn u
BBO30OM Ha ee TeppUTOPUIO KyIbTYPHbIX LLIEHHOCTEMN:

KOMMIO ZOroBopa O NPOASIEHMN CpOKa BbICTABKM, PECTAaBPaALMOHHBIX UK ApYrMX pabor;

KOMMM CTPaxoBOro nomnmca, rapaHTUM NpUHMMAalOLEn CTOPOHbI M rOCYAApPCTBEHHbIX OpraHoB CTpaHbl
Ha3Ha4YeHNs B OTHOLLEHUN COXPaHHOCTU 1 BO3BpaTa BPEMEHHO BbIBO3MMbIX KYNbTYPHbIX LEHHOCTEN;

3aKryeHne cneumanbHO YNoSIHOMOYEHHOTO doejeparbHOro opraHa WCMONTHUTENbHOW Bnactu B cdepe
apXUBHOTO Aena;

Apyrve HeobxoamMMble AOKYMEHTbl B COOTBETCTBMM C YCTAHOBIIEHHbLIM NMOPSOKOM.

Ob6ecneyeHne COXPaHHOCTUN apXUBHbIX OOKYMEHTOB
npu ‘-Ipe3BbI‘-Ial71HbIX CUTyaumnax

2.11.16. K u4pesBblMaiHbIM CUTYyaUUsiM OTHOCATCS OOCTOATENbCTBA, MNPUM  KOTOPbLIX  HEBO3MOXHO
BbIMOMHEHNE apXUBOM B MOJSIHOM OObeMe BO3MOXEHHbIX Ha Hero 3ajay B COOTBETCTBUM C TpeboBaHuaMU
HacTosAwmx Npasun n gpyrmx HOPMaTMBHbBIX NPABOBbLIX AKTOB, CO34AeTCs Yrpo3a >KU3HW U 340POBbLI0 MOAEeNn,
COXPaHHOCTM apXMBHbIX AOKYMEHTOB apxuBa.

K 4ypesBblyalHbIM CUTyaLUAM OTHOCATCA:

00ObsIBNEHME CTENEHEN TOTOBHOCTU rPaXkaaHCKom 06OPOHbI;

BBEJEHVE B AENCTBME NMAHOB rPaXKgaHCKON 06OPOHBI;

00bsABMNeHME B rocygapcTBe (perMoHe, ropoae) pexnma YpesBbl4anHOro NorioXeHUs;

noxap, TeXHOreHHbIe KaTacTpodbl N CTUXMIHbIE BeACTBUS, MOBNUSBLUME HA XU3HEOEATENbHOCTb apXmBa;

WUCYE3HOBEHME UNKU MopYa apXMBHbIX OOKYMEHTOB, XWLLEHWEe WNW nopya WMyLlecTBa B pesynbraTe
NPOHUKHOBEHUS B apXMB NOCTOPOHHUX NI0AEN Unu Apyrux NnpoTUBONpPaBHbIX AENCTBUMN;

aBapuKn CUCTEM XM3HeobecnevyeHnss apxuea, a TaKkke 30aHNsi apxXuBa;

CHATWE OXpaHbl apXuBa;

Apyrve ob6CcToaTenbCTBa, BblHYXXAaloLWwme pyKOBOACTBO apXnBa NPUHATE pelleHne 06 n3MeHeHUn pexnva
paboTbl apxmBa UM NPMOCTAHOBNEHWMN €r0 AeATENbHOCTH.

C y4yeTOM BO3MOXHbIX Ype3Bbl4alWHbIX CUTyauuin apxuB paspabaTbiBaeT W nNpy HeEOBXoAMMOCTM
nepvoamnyeckn nepecmaTpmBaeT nnaHbl KOHKPETHbIX MeponpuaTUn U Apyrne HOPMaTUBHbIE [OOKYMEHTbl O
paboTe B Ype3BblHaNHbIX CUTYaLUSX.

lMnaHbl M gpyrme OOKYMEHTbl MO MOOWNM3aLMOHHOW MOArOTOBKE, rpaxdaHcKoh obopoHe apxuvBa
paspabaTtbiBaloTCA B yCTAHOBIEHHOM MOpsKe.

[MnaHbl MeponmpuATM  apxmBa Ha CriyYyaW 4pesBbl4alHbIX — CUTyauun, He  OTHocdAwmecd K
MOBUNN3aLMOHHON NOArOTOBKE U rpaxaaHCckon 06opoHe, AOMKHbI COrnacoBbIBaTbCA C OPraHWM3auMOHHBbIMU 1
pacnopsaauTenbHbIMU JOKYMEHTaMn apxuBa, pas3paboTaHHbIMU MO MMHWM MOOMNU3aUMOHHOW NOArOTOBKM U
rpakgaHcKo 06OpPOHBI.

C cogepxaHneMm MraHoB MEpPONpUATUIA U OPYrMX HOPMAaTMBHBIX OOKYMEHTOB, Oonpeensiowmx paboTy
apxuBa npv 4Ype3BblYalHbIX CUTyauMsX, OOIMKHbl OblTb O3HaKOMIIEHbl PabOTHUKM apxmBa B 4YacTu, WX
Kacatowencs, ¢ obssatenbHblM BbINOMHEHNEM TpeboBaHMN, YCTAHOBMEHHbIX B OTHOLWEHWM JOocTyna K
CBeeHUsIM, COCTaBMSALWUM rocygapCTBEHHYIO TalHy.

BbinonHeHne B apxuBe MepONpUATUNA, NPELYCMOTPEHHBLIX NiaHaMyu MOOMNM3aUMOHHOW NOATOTOBKU U
rpakgaHcKo 060pOHbI, OCYLLECTBMASETCA COrMAacHO 3TUM MilaHam B YCTAHOBITEHHOM MOPSIAKE.

[ll. OpraHusauus y4eta JOKYMEHTOB apXMBHOIO hoHAa
Poccuiickon ®egepauun 1 opyrmx apxmeHbIX AOKYMEHTOB B apxuBe

3.1. OnpefeneHune konuyecTsa M coctaBa JokymeHToB ApxuBHoro coHaa Poccuiickon depepaumm um
OPYIX apXMBHbIX JOKYMEHTOB B apXUBE B YCTAHOBIIEHHbIX €AUHMLAX YYeTa U OTPaXXeHWe 3TOro KonvyecTea wu
COCTaBa B YYETHbIX [AOKyMeHTax obecrneuMBaeT OpPraHU3auMOHHYK YMNOPSAOYEHHOCTb U BO3MOXHOCTb
agpecHOro nomcka apxmBHbIX JOKYMEHTOB, KOHTPOMS 3a UX HanM4yMeM U COCTOSTHUEM.

ApXUB OCYyLLECTBNSAET rOCY4AaPCTBEHHbIN Y4YeT apXMBHbIX OOKyMeHToB. COCTaB M MNOpsSAOK BedeHus
OOKYMEHTOB rOCyJapCTBEHHOINO yyeTa apXuBHbIX AOKYMEHTOB, B TOM 4ucne ¢opmbl nacrnopta apxusa W
nacrnopTta UCTOYHMKa KOMMNNEKTOBaHNS apxmBa, U NOpsAoK UX NpeAcTaBneHns ycraHaenuBatoTca PernameHTom
rocyapCTBEHHOro y4yeTta fokyMeHToB ApxusHoro doHaa Poccunckon ®epepaumn.

Y4yeTy nognexar:

XpaHsSALWMeCH B apXvMBe apXyBHbI€ JOKYMEHTbI, B TOM YMCII€ HEOMNCAHHbIE U HEMPOMUIbHbIE AN AaHHOro
apxvBa, a TaKKe CTPaxOBble KOMUN apXUBHbIX AOKYMEHTOB W Konuu doHAa MNOMb30BaHMSA, ONMCU Jen U
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JOKYMEHTOB;

OOoKymeHTbl ApxmBHoro ¢oHga Poccuitickon depepaumu, a Takke AOKYMEHTbl MO NIMYHOMY COCTaBy,
XpaHsiLwmecs B UCTOYHMKaX KOMMITEKTOBaHUSA apX1Ba.

Y4eT npom3BoaMTCS NyTEM NPUCBOEHUS apXMBHBIM JOKyMEHTaM (eAvHuLam XpaHeHus/eguHiuam y4deta)
YYETHbIX HOMEPOB, ABMSAIOLLMXCA COCTABHOM YaCTbi apXMBHbIX LWMEPOB.

ApxuBHbIN Wndp (0603HaYEeHNE, HAHOCUMOE Ha KaXayo eAMHULY XpaHEeHUs C uenbio obecnedyeHus ee
yyeta U ugeHTudurkauum) coctout m3 crnefyolimx 3MeMEHTOB: COKpalleHHOro Ha3BaHusi apxuBa (ero
odhmumansHon abbpeBmaTypbl) U HOMEPOB: apXMBHOrO hOHAA, ONMUCU Aen, OOKYMEHTOB, €4MHULbI XpPaHEHUS,
eOVHNLbI yYeTa.

B coctaB apxvBHOro wwudgpa egvHuubl XpaHeHus ayavoBU3yarbHbIX AOKYMEHTOB BKIMOYAKOTCA TakkKe
0603HaveHus (OyKBeHHbIE U LMGPOBBIE) ANEMEHTa KOMMSEKTa, pasMepa HeraTmBa, BuUga HOCUTENS 3BYKOBOWN
WHpopMaLMK; edMHULBI XPaHEeHUA 3MEeKTPOHHbIX [OKYMEHTOB - dopmaTa 3anMcu KM Buga HocuTens
WHpopmaumn.

3.1.1. OokymeHTbl ApxusHoro coHaa Poccuiickon ®epepauumun, ogHOBPEMEHHO BXOAsLIME B COCTaB
MyseinHoro ¢oHga Poccuiickon dPepepaumn, y4uTbiBatOTCS B COOTBETCTBUWM C MOPSAKOM, YCTaAHOBMEHHbIM
HacToAwmMmu [MpaBunamym 1 NOPSOKOM, YCTAHOBIIEHHbIM CrneuMarnbHO  YNOMHOMOYEHHbIM  doedeparibHbIM
opraHom ucnonHutensHom Bnactu gns MysenHoro ¢oHaa Poccuiickon deaepaumm.

HokymeHTbl ApxuBHoro doHga Poccuitickon ®egepauun, OOHOBPEMEHHO BXOAsWME B COCTaB
OMbnuoTedHbIX (POHOOB, YYMUTLIBAKOTCA B COOTBETCTBMM C  Hactosiwmmu [MpaBunamum WM OOPALKOM,
YCTaHOBIEHHBIM CMeunanbHO  YMONTHOMOYEHHbIM (hbefepanbHbiM - OpraHoM  UCTOMHUTENBHOW Bnactv  Ansi
ombnmnoTeyHbix doHaoB Poccuiickon ®epepauun.

3.2. Y4yeT apxvBHbIX AOKYMEHTOB B rOCYdapCTBEHHOM apxvBe, roCyAapCTBEHHOM W MyHWUMNAnbHOM
My3ee, 0OuGnNMOTeKke, opraHusaumm PoOcCCUMCKOM  akageMuuM  HayK — OCYLLEeCTBNSAETCA  chneuvanbHbIM
nogpasaeneHnem nunu BosnaraeTcs Ha crnewlmnansHO BblaeneHHoro paboTHuka.

B apxmBoxpaHunuile rocygapCTBEHHOro apxmea, opraHusaumm Poccuinckon akagemMmm Hayk HasHavaeTcs
pabOTHMK, OTBETCTBEHHbIN 32 Y4ET apXUBHbIX JOKYMEHTOB apXMBOXPaHUIULLA.

Y4yeT apxXuMBHbIX OOKYMEHTOB, XPaHSLIMXCH B WMCTOYHMKAX KOMIMIIEKTOBaHUS apxuBa, OCYLLECTBSETCS
crneumanbHbiM MNoApas3geneHveM apxvsBa WM BO3MaraeTcs Ha cneumanbHO BblAENEeHHOro  paboTHMKa,
OTBETCTBEHHOIO 32 OpraHn3aLnio KOMMIEKTOBaHUS apXuBa apXMBHbIMU JOKYMEHTaMMU.

YyeT apXMBHbIX JOKYMEHTOB B MyHULUMUMNANbHOM apxvBe W apXMBHbIX LOKYMEHTOB, XPaHALLMXCHA B €ro
WCTOYHMKaX KOMMIEKTOBaAHUSA, OCYLLECTBMAIT 3aBeAyllWniA MyHUUMNanNbHbIM apXuBOM W/mnu chneumarnbHO
BblOENEHHbIV PabOTHUK.

3anucu B y4eTHble JOKYMEHTbl BHOCATCS TONBbKO paboTHMKaMu, OTBETCTBEHHbBIMM 3a y4eT.

3.2.1. B apxuBe paspabaTtbiBatoTCs NOPSAOOK M CXeMa y4yeTa apXUBHbIX 4OKYMEHTOB.

Mopsagok ydeTa apxMBHbIX OOKYMEHTOB OrnpefensieT COCTaB YYeTHbIX [AOKYMEHTOB W y4deTHbIX ©6a3
OaHHbIX, BeOYLLUMXCA LEHTPann3oBaHHO U B KaXJOM apxXvMBOXpaHUnuLLE; 3akpennsiet nocnenoBaTenibHOCTb
BbINOMHEHUs1 paboT no yyeTy. Cxema yyeta apXuBHbIX JOKYMEHTOB B rpadmyeckorn hopme mkcmpyeT Nopsaok
yyeTa.

MMopsgok m cxema ydeTa apxMBHbIX OOKYMEHTOB B apxvMBe YTBEPXAAKTCA MPUKa3oM pyKOBOAMTENS
(3aBepytowero) apxmea(om).

3.2.2. YyeTHble OOKYMEHTbI, KpOMe oOnucen pfen, AOKYMEHTOB, MpedHasHayvyeHbl Ansa cnyxebHoro
Nnonb30BaHWs M MNONb30OBaTENSAM He BbloaloTcs. B oTAenbHbIX crydasix Mo pelleHuo pPyKoBOACTBaA apxvBa
MOXeT ObITb BblAaHO Aeno oHaa.

3.2.3. XpaHeHue y4eTHbIX JOKYMEHTOB OCYLLECTBMASETCSA B YCTAHOBIIEHHOM Nopsigke (CM. M).

EOvHUUbI yyeTa apXUBHBIX JOKYMEHTOB

3.3. OCHOBHbIMW eanHULLAMN y4eTa apXMBHbIX JOKYMEHTOB HE3aBUCUMO OT BMAa HOcUTens, cnocoba u
TEXHUKN 3aKpenneHus nHopMaunmn SBnATCS apxXmBHbIA OOHA U eaMHMLA XPaHEHMS.

AyanoBusyarbHbI€ U 3NEKTPOHHbIE AOKYMEHThI YYUTLIBAIOTCA TaKKe Mo eAMHMLAaM yyeTa.

ApXUBHbIE [OKYMEHTbl JIMYHOTO MPOUCXOXOEHUS, Mpoledwme TONMbKO MNepBUYHY0 00paboTKy,
YUMTBIBAKOTCS MO JOKYMEHTaM UMK NICTaM.

HeynopsigodeHHble apXMBHbIE JOKYMEHTbI (POCChINb) yuuTbiBalOTCA M3 pacyeta 150 nuctoB B OfHOW
YCMNOBHOW eANHWLIE XpaHEHMSI.

3.3.1. B uenax HacToAwwmx NpaBunn ncnonb3yTcd crneayoLlime noHATUS:

e[MHMLa XpaHeHs - Pr3nN4eckn 000COBNEHHbIE apXMBHBIN JOKYMEHT UMK apXUBHbIE AOKYMEHTHI;

€AMHMLA XpaHEeHUs apXMBHbIX OKYMEHTOB Ha OyMa)XHOW OCHOBE - OeNno - oTAesbHbIA(e) apXMBHbI(e)
OOKYMEHT(bl), 3aKJTHO4YEHHbIN(€) B 060C00NeHHY0 00M0XKy, nanky;

€[MH1La XpaHEeHUS! KNHOAOKYMEHTOB - hmamyeckn 060COBMEHHbIV PYNIOH KUHOMMEHKU WU MarHUTHOW

KoHcynbTaHnTlntoc

HageXxHasa npaBoBas noagepxka

www.consultant.ru Crtpanuua 27 n3 66


consultantplus://offline/ref=C2333CF6DC2FC6155CAF4A7F33F5984FF333773E03180BF475E51581C8B0C31F9B7F8A9CE7801909P673D
http://www.consultant.ru
http://www.consultant.ru

Mpwnka3 MuHkynbTypbl P® ot 18.01.2007 N 19

(pea. ot 16.02.2009) [okymeHT npegocTtasneH KoHcynbraHTlnwoc
"O6 yTBepxaeHumn MNMpaBun opraHM3aumm XpaHeHus, Hata coxpaHehusi: 07.10.2014
KOMMIEKTOBAHMW. ..

NEHTHI C 3annChbio N306pasnTENBHON U/UNN 3BYKOBOWM MHAOPMaLMu;

efuHMLa XpaHeHusi (POTOAOKYMEHTOB - dmanyeckn obocobneHHbli kagp (HeraTwme, [yOnb-HeraTtus,
no3nTmB, criang (AMano3uTmB), HECKOMbKO KaApoB MAaHOPaMHON CbeMKW, hOTOOTMEYaToK, PYNoH Anadunbma,
doToanboom;

eavH1La XpaHeHus OHOAOKYMEHTOB - (oM3n4eckn 000COBNEHHbIE PYMOH KUHOMMEHKW, MarHUTHOW Wnn
Oyma’kHOW NeHThbl, KacceTa, BOCKOBOW BamnuK, AUCK C 3anNnCbio 3BYKOBOW MHGOpMaLLMK;

e[MHMLA XpaHEHW BUOEOOOKYMEHTOB - (bm3nyeckn 060cobneHHbIE PYNIOH MarHUTHOW FeHTbI, KacceTa,
OWCK C 3anncbio N306pa3nTenbHON 1 3BYKOBOW MHbopmaumu;

e[MHNLA XpaHEHWS 3NEeKTPOHHBIX JOKYMEHTOB - pn3nyeckm 060cobneHHbI HocuTeNb C 3anncbio 4acTu
3MNEKTPOHHOTO AOKYMEHTa, OQHOIO UMW HECKOSBbKUX 3NEKTPOHHbIX AOKYMEHTOB;

eavHMLa y4yeTa KMHOAOKYMEHTOB - YacTb €QUHULbI XPaHEHWS, O4HA UMM HECKOSbKO €AMHUL, XPaHEeHUs C
3anucbio onpeaeneHHoro unema, XXypHana, crneLBbinycka, croxeTa u T.M.;

eavHuLa yyeTa POTOAOKYMEHTOB - O4HA UMW HECKONBKO €AMHUL, XpaHEHUSI C 3anucbio onpeaeneHHoro
anagunbma;

egnHMUa yyeta (hOHOLOKYMEHTOB - YacTb €4MHULIbI XpaHEHUS, OHA UMW HECKOSBbKO €AMHUL, XpaHeHus C
3anncblo 3BYKOBOW MHGOpMauum o6 onpegeneHHom cobbiTun, Mpou3BedeHuM nuTepaTypbl M UCKyCCTBa
(HeckonbKNX NPoM3BEeaEeHUN NUTEpaTypbl U UCKYCCTBA, OOBbEAMHEHHBLIX MO ABTOPCKOMY, TEMATU4YECKOMY WIu
Opyrum npusHakam) u T.n.;

evH1La yYyeTa BUAEOAOKYMEHTOB - YacTb €ANHULIbI XpaHEHUS, OHA UM HECKOMBbKO eANHULL XpaHEHUs C
3anncblo OMpeaeneHHoro CloXxeTa, NPOM3BEAEHUS NUTepaTypbl U MCKycCTBa (HECKONbKUX MNpou3BeneHui
nuTepaTypbl N UCKYCCTBa, 00 BbeANHEHHbIX MO aBTOPCKOMY, TEMaTU4ECKOMY U APYrMM Npu3Hakam) u T.n.;

e[MHMLA yYeTa MNeKTPOHHbIX AOKYMEHTOB - 4acTb €AMHWLbI XPaHEHUs, OOHAa WM HECKONbKO eduHML,
XPaHEHMS C 3annCbio YacTU AMEKTPOHHOrO JOKYMEHTA, O4HOMO UM HECKOMBbKNX SMEKTPOHHbBIX AOKYMEHTOB.

Cuctema YYETHbIX JOKYMEHTOB apxmBa

3.4. B apxuBe BegyTCcHa OCHOBHble (06513aTenbHbIE) M BCMIOMOraTerbHble YYeTHble LOKYyMeHThl. CocTaB u
hOPMbl OCHOBHbIX YYEeTHbIX OOKYMEHTOB (KpOMe Macnopta apxvBOXpaHumnuiia) onpegenieHbl HacToAWMMU
MpaBunamn. CoctaB u opmbl  BCNOMOraTenbHbIX  YY4ETHbIX [JOKYMEHTOB OMpedensdlTcs  apXxvMBOM
CaMOCTOATENbHO.

3.4.1. B coctaB 0CHOBHbIX (06s13aTenbHbIX) YYETHBLIX JOKYMEHTOB apXmBa BXOOAT:

KHUra yyeTa NoCTynneHnn AokyMeHToB (mpuooxenve N 8) - 4ns yyeTa Kakaoro NOCTYNNEHNs apXUBHbIX
OOKYMEHTOB B apXmB, a TakkKe KONM4eCcTBa M COCTaBa apXMBHbIX AOKYMEHTOB, MOCTYNUBLUMX Ha XpaHEHWe 3a
onpeaerneHHbIN XPOHONMOIMYECKMI Nepuod BPpEMEHU; COCTOAHMS NX ONMUCAHNS;

cnucok oHaoB (| ) - ONA perncTpaumm MNpUHATBIX Ha XpaHeHWe apXuBHbIX (HOoHOOB,
NMPUCBOEHMS M HOMEPOB, y4eTa KONUM4ecTBa apXuBHbIX (POHO0B, HAXOAALWMXCA Ha XPaHEHUN U BbIObIBLUKX;

aucT dhoHaa - ANd yyeTa B paMKax apxXmBHOro hoHaa KonMyecTsa 1 coctaBa onucen gen, LOKYMEHTOB U
NX HyMepaumm, KOfM4ecTBa U COCTaBa apXUBHbIX JOKYMEHTOB, COCTOSIHUSA UX ONUCaHUSA, OUHAMUKA U3MEHEHWI
no KaXgow onucu Aen, OOKYMEHTOB WM apXMBHOMY (QOHAY B LENoM, hukcaumm W3MEHEHU B Ha3BaHWM
apxuBHOro poHaa;

OUCT yyeTa ayamoBu3yarnbHbIX OOKYMEHTOB - AMS ydeTa KOnM4ecTBa ayAvMoBU3yarbHbIX OOKYMEHTOB
onpeferneHHoro Bmaa npu ux HedOHAOBOW OpraHM3auuu; ydeta M Hymepauum onucen ayamoBU3yaribHbIX
OOKYMEHTOB, AUHAMUKN UX U3MEHEHUN;

onuck Aen, AoKyMeHToB (mpuooxenwa N 7 - E) - AN MOeAUHWYHOTO U CYMMapHOro yyeta apXUBHbIX
OOKYMEHTOB, 3aKpenmeHnst nopsaka nux cuctemaTmnsauumn, yyeta U3MEHEHUA B COCTaBe M OObEME apXMBHbIX
OOKYMEHTOB, BKITHOYEHHbIX B AaHHYHO OMUCh;

peecTp onucewn aen, 4OKYMEHTOB - NS permcTpaumm onmcen gen, AOKYMeEHTOB, y4eTa WX KOnuyectsa U
cocTaBa;

MHBEHTapHAd KHWra yydeTta gen, uMmelwmnx B OOPMIEHUN UNU B MNPUITOXKEHUM K HUM AparoueHHble
MeTansbl U KAMHW, - 4N NTOeANHUYHOIO Y CYMMAapPHOro y4eTa cocTaBa M COCTOSIHUSA Takux Aen;

nacnopT apxvMBoxpaHunuiia (MpousBoNnbHON OpMbI) - ANS CYMMapHOro yyeta apXuBHbIX (pOHOOB K
AaPXUBHbIX JOKYMEHTOB JAHHOIO apXMBOXPaHUIULLA;

OUCT y4yeTa 1 ONMCaHUS YHUKaNbHOro JOKYMEHTa;

COUCOK hOHA0B, coaepXaLlmx 0cobo LeHHbIe JOKYMEHTbI;

0M1CkL 0COB0 LieHHbIX AenN, AOKYMEHTOB Unn OepeyeHb HOMePOB 0COBO0 LieHHbIX Aen (HOMEPHMK);

peecTp onncer 0cobo LieHHbIX Aen, LOKYMEHTOB;

KHWra yvyeTa NocTyneHnin CTpaxoBoro ooHaa u poHaa nonb30BaHus;

OMunCb CTPaxoBoro oHAa;

Aeno oHaa - KOMNEKC JOKYMEHTOB MO UCTOPMM UCTOYHMKA KOMMNekToBaHusa (oHgoobpasosatens) v
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apxXuBHOro ooHAa, BEAYLLUMIACA HA KaXObld apXMBHbIA QOHA, OObeOMHEHHbI apXUBHbLIA (DOHA U APXUBHYHO
KONMnekumo; npuv HedOoHOOBOW OpraHuM3auun ayavoBu3yaribHbIX W 3NEKTPOHHbIX [OOKYMEHTOB - [O€no
opraHu3aumm - caatymka JOKYMEHTOB;

nnCT-3aBepuTenb Aena - Ana ydeTta KonuyecTsa nuctos B Aene (opunoxenne N 3);

BHYTPEHHAS ONUCL AOKYMEHTOB Aena - AN Aen, B COCTaB KOTOPbIX BXOAAT YHUKambHblE AOKYMEHTHI.

3.4.2. B coctaB BCcnoMoraterbHbIX Y4eTHbIX JOKYMEHTOB apXnBa BXOLAT:

KapTOYKM N KHUIN OBWXEeHUs OHO0B, onucen Aen, JOKYMEHTOB, KHUMM yYeTa JOKYMEHTOB, nepefaHHbIX B
OpYyrve apxuBbl, KHAMM y4eTa (pOHOO0B M JOKYMEHTOB, BbIAENEHHbIX K YHUYTOXEHWIO, KHUIM MOBMOOBOrO y4yeTa
OOKYMEHTOB U Ap.

ApxvB BrpaBe BeCTM Apyrme BCMOMOraTesibHble yYeTHble OOKYMEHTbI, KOTOpble BKIHOYAlOTCH B CXEMY
yyeTa JOKYMEHTOB.

BcnomoraTenbHble y4eTHble JOKYMEHTbI MOryT BECTUCh Ha BYMaXHOM U/Mnn 3NEeKTPOHHOM HOCUTENSAX.

Obwwme TpeboBaHMs K y4ETHBIM JOKYMEHTaM apxvBa

3.5. YueT apxuBHbIX OOKYMEHTOB nepuoga o 1917 r. Bemetca pasfenbHO OT yyeTa apXMBHbIX
OOKYMEHTOB nepuoga nocrie 1917 r. ¢ caMOCTOATENbHOW MOPSOKOBOM Hymepaumen ¢oHaoB. VcknioyeHune
COCTaBMSAT CcrneunannM3npoBaHHble apxMBbl, XpPaHSLLME apXMBHbIE€ AOKYMEHTbl FIMYHOrO MPOUCXOXAEHUS U
ayanoBu3yarbHY0 JOKYMEHTaUuIo.

Homepa apxuBHbIX ooHAOB nepuoda nocne 1917 r. B apxmBe AOSMKHbI MMeTb uHAekc "P", oToenaembin
OT undpoBoro 0603Ha4YeHnss Homepa apxmBHoro doHaa yYepton (P-1, P-2n t.4.).

Homepa apx1BHbIX (HOHAOB NMKBUAMPOBAHHOIO NAPTUNHOIO apxmBa, BKIIHOYEHHbIX B COCTaB apXMBHbIX
hOHOOB rocygapcTBeHHOro apxumsa cybbekta Poccunckon ®egepauun, AOOMKHbI umeTb wuHaekc "M,
oTAenseMbln OT unpoBoro 06o3HaYeHs Homepa apxmeHoro poHga vepton (-1, M-2 n 1.4.).

lMepeHymepauns apxvMBHbIX (POHAOB NPOU3BOAMUTCS B UCKINIOYUTENbHbBIX CIyYasiX U TONbKO C pa3peLueHus
COOTBETCTBYIOLLENO YNOSIHOMOYEHHOIO OpraHa UCMOMNHUTENBHOW BNacTu B cdhepe apxXMBHOIo gena.

3.5.1. VIaMeHeHuns B y4eTHblE JOKYMEHTbI BHOCATCH TOJIbKO Ha OCHOBaHUM COOTBETCTBYIOLLMX aKTOB (CM.

873 m), YTBEPXAEHHbIX B YCTAHOBMNEHHOM MopsigKe.

[Mocne BHECEHMS M3MEHEHWUI B YYETHbIE AOKYMEHTbI akThl MOMELLaTCsa B Aeno dpoHaa, npu HedhoHAOBON
opraHm3auny apxmBHbIX JOKYMEHTOB - B AEN0 opraHM3auuu - caatymka JOKYMEHTOB.

AKTbI HyMepyloTCs B Aerne doHaa No Buaam akToB B BarioBOM nopsake; npu HedoHOOBOW OpraHusauum
ApPXUBHbIX JOKYMEHTOB - B iefne opraH1M3aumm - caaTtinka JOKYMEHTOB.

3.5.2. B knury yderta mocTynneHwin OokymeHToB (mpunoxenve N H) nocnemoBaTenbHO BHOCSTCS BCe
nepBUYHbIE N MOBTOPHbIE NOCTYMNEHNS apXUBHbIX AOKYMEHTOB. Kaxgoe nocTtynneHue B npegernax OTYETHOro
roga nony4aeT NOPSAKOBbIN HOMEP B BarioBoW nocriegoBaTenbHOCTY.

E>xxerogHo Ha 1 aHBaps NQABOAUTCHA UTOr KONMYECTBa NOCTYNMUBLLUX 3@ rof apXUBHbIX AOKYMEHTOB.

3.5.3. B cnuncok ¢poHAoB ( ) apXMBHbIN (POHA, 3aNUCLIBAETCS TONLKO OAMH pa3 Npu NepBoM
nocTynneHun B apxme. He gonyckaeTca BHeCEHME apXMBHOrO hoHAa B CNMCOK hOHO0B paHee NOCTYMNMEHUS ero
APXUBHbIX JOKYMEHTOB Ha XpaHeHue.

Homep, NpUCBOEHHbIV apXMBHOMY )OHAY MO CNUCKY (POHOOB, SABNAETCA €ro y4eTHbIM HOMEpOM,
COXPaHSIETCS 3a HMUM BO BCEX YYETHbIX JOKYMEHTaX.

B cneunanuanpoBaHHOM apxvMBe OOKYMEHTOB MO JIMYHOMY COCTaBy K HOMepy apXuMBHOro ¢oHAa,
NMPUCBOEHHOMY KOMIMIEKCY AOKYMEHTOB MO JIMYHOMY cocTaBy ¢hoHaoobpasoBaTens, Yepes Apobb aobaensieTcs
HOMEp apxMBHOrO (poHAA, 3a KOTOPbIM  y4TeHa [OKYMEHTauuss MO  OCHOBHOW  [EeSATENbHOCTU
doHgoobpasoBaTens.

Ons yyeta apxuBHbIX (POHOOB MCMONb3YOTCA HOMEpa B BarioBOW MOCMEAOBATENbHOCTU, a Takke
"cBobOAHbIE HOMEPA" - HOMepa apXxMBHbIX (POHAOB, apXMBHbIE JOKYMEHTbI KOTOPbIX paHee Obinu BblAeneHbl K
YHUUYTOXEHUIO B YCTAHOBMEHHOM MNOPSAKE MMM BKMIOYEHbI B COCTaB OObeOMHEHHbIX apXMBHbIX (HOHOOB U
KOTOpble paHee He UCNOoNb30Baruch.

Homepa yTpayeHHbIx, nepefaHHbIX B Apyrne apxmBbl apXuBHbIX (POHOOB, a Takke HOMepa apXMBHbIX
hOHOOB, BOLledWMX B COCTaB OObEAMHEHHOrO apXMBHOrO (POHAA, apXMBHbIE OOKYMEHTbI KOTOPbIX paHee
NCMNonb30Banuncb, He MOryT ObITb MPUCBOEHBI BHOBb MOCTYMMBLUUM apXMBHBIM (DOHAAM.

OObeauHeHHble apxvMBHble QOHOblI U aPXMBHbIE KOMMEKUMM YUYMTBIBAKOTCA Ha OOLUMX OCHOBaHMSX.
ObbeauHeHHOMY apxvMBHOMY OHAOY, 0Opa3oBaHHOMY W3  apXuBHbIX  (POHOOB, paHee  YYTEHHbIX
CaMOCTOATENbHO, MPUCBaMBaeTCa HOMep OAHOro U3 apXUBHbIX OHA0B, BKNIOYEHHLIX B €r0 COCTaB.

HasBaHue apxuBHOro oHAaa BHOCUTCSH B LOMCOK (DOHAOH HA OCHOBAHWM WCTOPUYECKON CrpaBKu WK
TUTYNBHOMO NCTa ONUCK Aer1, [OKYMEHTOB.

HasBaHue apxmBHOro poHga COCTOMT U3 MOJSIHOrO U (B ckobkax) oduumanbHO MPUHATOIO COKpaLLEeHHOro
HasBaHus oHOooOpa3oBaTens C yKkasaHMeM €ero MOAYMHEHHOCTM, MECTOHaXOXOEHWs, KpawHux gaT
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cywectBoBaHus. Ecnn HasBaHue doHOoo6pasoBaTens MeHsinocb, TO B cnucke (OHAOB YKa3blBaeTCd €ro
nocrnegHee Ha3BaHve B paMKax Nepuoaa, 3a KOTOpbI NPUHATBI apXMBHbIE JOKYMEHTHI.

Ha3saHne 06beanHEHHOro apxnBHOro hoHaa CoCToMT 13 0600LLEHHOrO Ha3BaHMA BKIIHOYEHHbIX B HEro
apxvBHbIX (DOHAOB, M3 Ha3BaHWUSA PYKOBOAALLEN opraHusaumMnm M oBO6LLUEHHOrO Ha3BaHWA MOAYMHEHHbIX en
opraHu3auuin, u3 nepeyHs HasBaHWM CMEHSABLUMX ApYr Apyra opraHusauui. KOHKpeTHble Ha3BaHusA Bcex
opraHu3auumn, apxvBHble OOKYMEHTbl KOTOPbIX BOWM B OObLEAWHEHHbIN apxuBHbIM OHA, a Takke Wux
nepenmMeHoBaHus yKasbiBatoTCs B nucTe hoHaa.

HasBaHune apxuBHoOro poHaa NMMYHOIO MPOUCXOXKOEHUA COCTOMT M3 haMunuM U MHUUMANOB nuua, ero
nceBAOHUMa, TUTyNa, paHra, 3BaHWSA; Ha3BaHWe apxuBHoro doHAa ceMbu WM poga - w3 hamunun u
WMHMLMAnNoB rMaBHbIX YNIEHOB CEMbW UMW POAa W UX TUTYNOB, PaHros, 3BaHuW. damunun, MMeHa, OT4YecTBa,
TUTYIbI, PaHrK, 3BaHUS, POACTBEHHbIE OTHOLLEHWSI BCEX YITIEHOB CEMbM UMW poAa ykasblBaloTCcs B nUcTe hoHaa.

B HasBaHuUM apxvMBHOW KOMMEKUUW yKasblBaeTCs npusHak (MpusHaku) ee OpMUPOBaHUS, a npwu
HeobXoAMMOCTH - U ee COCTaBUTENb (NPEXHUI Briagenew, cobupaTenb Konnekumm).

ExerogHo Ha 1 AHBaps K cnvcky (OOHOOB COCTaBNSAETCH UTOroBas 3anncb O KOMMYeCTBE apXMBHbIX
doHO0B, MOCTYNMBLUMX M BbIOLIBLUMX B TEYEHME roAa, 1 obLem KonnyecTse apxXmMBHbIX (POHAOB, HaXOAALLMXCH

Ha XpaHeHWW B apxuBe.
3aKnoyaeTcs B TBEpAYI0 0BMOXKY, NMMCTLI HYMEpPYIOTCA, COCTaBNaeTCs ucT-3asepurent

Mepenevatka cnucka ¢OHOOB OCYLIECTBNAETCA TOMbKO C  paspelleHus  COOTBETCTBYHOLLEro
YMOSTHOMOYEHHOIO OpraHa WCMOfHMTENBHOW Bnactn B cdepe apxmBHOro gena. B atom cnyvae B cnmcok
PoHO0B 00s13aTENBHO BHOCATCSH HOMEpPA, Ha3BaHWUsSi U OCHOBaHUST BbIOLITUSA BCEX apXMBHbIX (POHAOB, HOMepa
KOTOpPbIX 3aHUMaTb 3anpeLLaeTcs.

3.5.4. lluct cboHaa cocrtaBnsAeTca Ha Kaxabli apxXmBHbIA POHA. B Hem yuuTbIBalOTCS BCE apXxvBHblE
OOKYMEHTbI apXMBHOro (poHAa, BKMOYas HEONMMUCaHHbIE N CEKPETHbIE.

Jluct dhoHpa MoxeT ObITb MEPeCcOCTaBMEH TOMbKO B CIlydae, €CNM OH HeUCnpaBUMMO MOBPEXAEH WU
nepecraeT oTpaxaTb pakTU4eckoe COCTOSIHNE U 0O6beM apxMBHOrO ¢oHAa, nocrie nepepaboTKM apXMBHOMO
doHaa unu cosgaHus 06beAMHEHHOTO apXMBHOTO PoHAA, YTOYHEHUS nCcTopun ooHagoobpasoBaTens. B cnyvae
nepecocTaBfneHns nucta poHaa paHee Oe/CTBOBaBLUMK NNCT ooHAa nomellaeTcs B aeno ooHaa. B BepxHem
npasoMm yrny oboux nuctoB doHda fenatlotca oTmeTkn: "JlMct nepecoctaeneH" ¢ yka3aHvem pAathbl
nepecocTaBneHunsi, JOMKHOCTM U NOANUCU NULLE, OTBETCTBEHHOIO 3a yyeT.

JIncTbl )OHOOB _XpaHATCSA B MNOPSAKE HOMEPOB apXxMBHbIX (oHOaoB B nanke. K kaxgown nanke
cocTaBnseTcs OucI-3apepuTent, FAe YKasbiBalOTCH HayamnbHble W KOHEeYHble HOMepa apxuBHbIX (HOHAOB K
obLee KoNMYecTBO apXmBHbLIX OHA0B, NMNCTbI KOTOPbLIX HAXOAATCS B Narke.

K nuctam choHOoOB BeayTcs ykasaTenu afisi onepaTtMBHOMO MOMCKA B apXMBE apXUBHbLIX OOKYMEHTOB TOW
W MHOW OpraHu3aunn.

3.5.5. Jluctbl ydyeta ayauoBu3yarnbHbIX LOKYMEHTOB COCTaBMsOTCA nNpu HedOHAOBOW opraHusauumm
apXMBHbIX OOKYMEHTOB pa3fefibHO Ha pasfnunyHble BuAbl KMHOMOTOMOHO- U BUAEOOOKYMEHTOB. [lopsaok
HymMepauum U XpaHeHUs NUCTOB y4yeTa ayaunoBM3yarnbHbIX AOKYMEHTOB aHarnornyeH nopsioky Hymepaumm u
XpaHeHus nucToB poHAOoB.

3.5.6. B onucu gen, nokymentos (mpunoxenuns N 7 - E) €0VHWLbI XpaHeHUsi/eOUHNLbI y4eTa y4MTbIBaloTCS
B COOTBETCTBUM C UX CUCTEMATMU3ALMEN 3a NOPSAKOBBIMU YHETHBIMU HOMEPAMMU.

Homepa gen ¢ TeKCTOBOM CONPOBOANTENBHON JOKYMEHTaUNen K ayanoBum3yanbHbIM JOKYMEHTaM OOMKHbI
COOTBETCTBOBATb YYETHbIM HOMEPAM ayaMoBU3yarnbHbIX AOKYMEHTOB.

Onucam gen, OOKYMEHTOB MPUCBaMBAOTCA y4YeTHble HOMepa Mo NnucTy oHaa; npu  HedoHOOBOM
OopraHn3aumm apxmMBHbIX JOKYMEHTOB - MO NIUCTY y4YeTa ayauoBm3yarnbHbIX JOKYMEHTOB ONpeaeneHHoro Bmaa.

He ponyckaeTcss npucBoeHWe onucaM _dern, [OOKYMEHTOB OLMHAKOBbIX YYeTHbIX HOMEpPOB, 3a
NCKITHOYEHMEM CIyYaeB, NpeayCMOTPEHHbIX ﬁ

B koHUe onucu gen, OOKYMEHTOB BO BCeX €e 3K3eMnnsapax Aenaetcsa UTorosas 3anucb, B KOTOPOW
yKa3blBaeTCs KONMYECTBO HaxXoAdaLLMXCA Ha XpaHEHUW eANHULL XpaHeHWs/eQMHUL, yyeTa, NepBblid U nocneaHuin
HOMepa eauHWL, XpaHeHus/eguHWUL, y4deTa Mo OnucKu, OroBapuBalTCA MMELMECS MPOMNYyCKM HOMEPOB,
nUTEepHbIE HOMEpPA, BbiObIBLUME €ANHULIbI U OCHOBAHWE MX BbIObITHS.

B nToroeon 3anucu K onucu gen apxuBHoro ¢oHAa JIMYHOrO MPOUCXOXOEHUS, BKIoYawwen eauHUub
XpaHeHua/eOUHULBI ydeTa Ha PasfnyHbIX HOCUTENSAX, OMNONTHUTENBHO YKa3biBAETCS KONMYECTBO TakUX €AUNHWLL
XpaHeHus/eauHuy ydeTa.

Mocne Kaxgoro MOCTYNSEHUS WK BbIOLITUS apXMBHBIX LOKYMEHTOB COCTaBMSIETCA HOBasi WTOroBast
3annck K onucu gen, JOKYMEHTOB, KOTopasi MOANUCHIBAETCS €e COCTaBUTENEM C yKa3aHWeM LOIMKHOCTU U AaThl
COCTaBeHUs.

Ecnv onuck pen, OOKYMEHTOB COCTOMT W3 HECKONbKMX roAOBbIX pasfgenoB, TOMOB, UTOroBas 3anvcb
COCTaBMSETCA K KaXgomy rofoBOMY pasgeny, TOMy; KpOMe TOro, K Kakaomy mnocnegylwemMy rogoBoMy
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pasgeny, ToMy B HapacTaloLLleM nopsiake COCTaBNAeTCA CBOAHAs MTOroBas 3anuchb.
Kaxgasi onvcb gen, OOKYMEHTOB, TOM OMUCK A€, AOKYMEHTOB OOJPKHbI UMETb nUCT-3aBeputenb (
).

3akoH4YeHHas onucb Aen, OOKYMEHTOB AOfKHa BKIOYaTb, Kak npaBurio, He 6onee 9999 eamHuy
XpaHEeHUs1, eaUHNL, yYeTa.

ApxuB pomkeH mmeTb 3 9k3emnnspa onucerh Aen, AOKYMEHTOB, MEPBbIM U3 KOTOPbIX sIBsieTcs
CTPaxoBbIM.

Ecnu onvcb gen, 4OKYMEHTOB NepecoCcTaBreHa, TO O4MH 3K3EMMNIIAP paHee AeACTBOBaBLUE ONUCKU Aen,
OOKYMEHTOB BKITHOYaeTCs BO BHOBb COCTABMEHHYIO OMUCH Aen, AOKYMEHTOB 3a MOCNEeAHUM YYETHBIM HOMEPOM,
OCTalbHbl€ 3K3EMMMAPbI BbIAENAIOTCH K YHUYTOXEHUIO B YCTAHOBIIEHHOM MoOpsiaKe.

3.5.7. Mo peecTpy onucen BegeTcs NOEANHUYHBIA U CYMMAapHbIA y4eT onucen gen, AOKYMEHTOB apxuBsa.
B 3aBucumocTuM OT opraHu3auum paboTbl NO ydeTy B apxvBe peecTpbl ONuUCer BedyTcss B pamkax
apXMBOXpPaHUNULL, rOCyNapCTBEHHbIX apxXvMBOB W/UMW apxvmBa B LIEMNOM, 4YTO OTpaxaeTcs B CxeMe yyeTa
OOKyMeHTOB. Kaxgow HOBOWM onucw Aen, OOKYMEHTOB MpUCBavMBaeTCs O4YepedHON MOopsaKoBbIA HOMeEP MO
peecTpy, KOTOpbI NpocTaBnsieTcs Ha 0bnoxke onucu gen, JOKYMEHTOB B BEPXHEM FTIEBOM YITy.

ExxerogHo Ha 1 siHBapsi B peecTpe Onucen COCTaBMsieTCs UTOroBasi 3anvMcb O KONMMYecTBe onucen aen,
OOKYMEHTOB, NOCTYMMBLLMX U BblObIBLUMX B TEYEHME rOfa B apXuUB, U UX OOLLEM KONMYECTBE.

3.5.8. NacnopT apxuBoxpaHunuLLa COCTaBMSIETCA €XEerogHO KaXAblM apXMBOXPaHUIULLEM W OTpaxaeT
00beM pas3MeLLEHHbIX B HEM apXUBHbIX (DOHAOB, AEN N apXMBHbLIX JOKYMEHTOB.

lMokasaTenu nacnopTa apXxMBOXpaHUNuLLa oNpeaensoTCs apXMBOM CaMOCTOSITENIBHO C Y4ETOM COCTaBa U
COCTOSIHMS XPAHSILLMXCS B KOHKPETHOM apXUBOXPaHWIMLLE apXMBHbIX JOKYMEHTOB.

3.5.9. eny doHaa npuceamBaeTca HOMep apXmMBHOro poHAa, Ha KOTOpbIM OHO 3aBefdeHo. B aeno doHaa
BKIMOYAKOTCA: UCTOpPUYECKasn cnpaska no nctopmm ¢oHgoobpasoBaTtens U UCTOPUM apxXUBHOrO OOHAA; aKThbl,
PUKCUpyoLLMe N3MEHEHUS B COCTaBe M 0ObemMe apxmMBHOro oHOa, B TOM 4uUCMe akTbl O pacCekpednmBaHuu
OOKYMEHTOB; KOMWS XapakKTePUCTUKN apXMBHOro doHAa, COCTaBNEHHOW AN nyTeBoauTens (CnpaBo4vHUKA);
WHCTPYKUUM Mo paboTe C apXMBHBbIMU LOKYMEHTaMM apXMBHOro hOHAA, B TOM YMCMEe MO YCOBEPLUEHCTBOBAHUIO
1 nepepaboTke onvcen gen, JOKYMEHTOB, CXEMbl CUCTEMAaTU3aLMM apXUBHbBIX AOKYMEHTOB apXMBHOIo hoHaa.

Ecnu apxvBHble OKYMeHTbI, Noanexalyne BKMYeHIo B Aeno ¢oHaa, HaxogdaTcs B COCTaBe eavHuL
XpaHeHus1, To B Aeno (hoHAa BKOYaAETCsa cnpaBka C NepeyvmcneHnemM 3TuxX €4uHUL, XPaHeHUs N UX apXUBHbIX
Wwndbpos.

Oena doHpos opraHoB KINCC, BJIKCM, B koTopble BKMOYEHbI apXUBHbIE JOKYMEHTbI N0 UCTopun ooHO0B
NepBUYHbBIX NAPTUIHBIX U KOMCOMOJSIBCKMX OpraHn3auun, pacopMMpoBaHuio He noanexart. B gena doHaos
NepBUYHbBIX MAPTUMAHBIX 1 KOMCOMOJTbCKMX OpraHM3aunii MOMELLIaTCs CrpaBKyM CO CBEOEHUSAMU O HaXOXOEHWM
apPXUBHbIX JOKYMEHTOB MO MCTOPWM JaHHOro hoHaa B gene gpyroro oHaa.

Hena cdoHaoB., Bowweawmnx B COCTaB 00beAMHEHHOrO apXxmMBHOro (ooHAa, BKIMOYAKTCA B €ro geno oHaa.

[okyMeHTbI Aena (oHaa AOMKHbI BbiTh MPOHYMepOoBaHbLI C COCTaBNeHWeM [ucTa-sapeputend, NOAWNTHI
(NpoLLHypoBaHbI), 3akrnoyeHbl B TBepAyo o6noxky. K geny donaa coctaBnsdeTca BHYTPeHHAA onuck. [ena
hOHOOB XpaHATCHA B NOpsiake HOMepoB POHAOB.

CocTtaB JOKYMEHTOB fefia OpraHu3auun - UCTOYHUKA KOMIMIEKTOBAHMS OOKYMEHTOB Mnpu HedOHOOBOM
OpraHu3aumm apxXmBHbIX AOKYMEHTOB aHarormyeH coctaBy AOKYMEHTOB Aena oHaa.

Obwwme TpeboBaHUs K y4eTHbIM 6azaM AaHHbIX

3.6. Y4yeTHble Ga3bl gaHHbix (B[1) B apxvBe obecneumBaloT: WMHEPOPMALIMOHHYIO MOOOEPXKKY YYeTa;
BeJeHMe LEeHTPannM30BaHHOIO roCyAapCTBEHHOTO y4yeTa [AOKYMEHTOB B aBTOMAaTU3MPOBAHHOM  PEXUME;
onepaTtuUBHOE MpPeACTaBfeHWe CBEeAEeHWW O HanuinuM B apxmBe  [[OKYMEHTOB TOrO  WMAWM  MHOTO
doHgoobpasoBaTens.

lMepeyeHb pekBUM3UTOB y4eTHbIX B[l copmupyetcs B COOTBETCTBMM C MoOKasaTeNsMM OCHOBHbIX
(ob6s13aTenbHbIX) yY4eTHbIX JOKYMEHTOB apxXuBa v onpeaensieTcs crneumanbHO YNOoNHOMOYEHHbIM deaeparnbHbIM
OpraHoM UCMONHUTENBbHON BRiacTy B cdhepe apxmMBHOro Aena.

YyeTHble B[] apxmBa JOMKHbI BbITb COBMECTUMBI C y4eTHbiMK B[] cOOTBETCTBYIOLLErO YNOTHOMOYEHHOMO
opraHa UCNosSIHUTENBHOM BRacTu B cdhepe apxXnBHOro aena.

Yuet nocTynneHna n BbIObITUS APXUBHbIX JOKYMEHTOB

3.7.1. YYeT NocTynneHnst apXmMBHbIX JOKYMEHTOB B apXuB OCYLIECTBIIAETCA Ha OCHOBAHMM:

aKTa npuema-nepegayv JOKYMEHTOB Ha XpaHeHue (

aKTa npuemMa Ha XpaHeHue JOKYMEHTOB JINYHOrO NPOUCXOXKAEHNS ( ).

ApPXVBHbIE [OKYMEHTbl CTaBATCA Ha y4yeT Takke Mo pesynbTaTaM MpoBedeHUs OTAeNbHbIX BWOOB
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apxvBHbIX paboT (CcMm. m).

Bce npuHsTble B apxuB apxvBHble OOKYMEHTbl BHOCHATCS B m yyeTa MOCTYNfeHnA [OOKYMEHTOB.
Kaxgbll BnepBble MOCTYMMBLLMIA B apXUB apXxMBHbIN _OOHA, OO6bEeAUHEHHBLIN apxXuBHbIA OHA, apXuBHas
KONneKumsi 3anncbliBaeTcsi B CNUCOK POHA0B (mkﬁ), Ha Hero 3anosHATCA NMNCT POHAA, KapTOYKM
ykasartens K nucty doHaa, 3asogutcd geno doHga. Ha ayguosusyanbHble QOKYMEHTbI Mpu Mx HedOHOOBOM
opraHu3aumm 3anosiHATCA NUCTbI yYeTa KNHOOTOPOHOOOKYMEHTOB M BUAEOOOKYMEHTOB. Kaxgas Bnepsble
nocTynueLLas onuck Aen, JOKYMEHTOB YUYUTLIBAETCH B peecTpe Onucen.

CooTBeTCTBYIOLME YHETHbIE CBEAEHMWS B YCTAHOBNEHHOM NOpsiAKe BHOCATCH Takke B yyeTHble BJ.

3.7.2. YyeT BbIObITUSI apXMBHbIX JOKYMEHTOB U3 apX1Ba OCYLLECTBNAETCA Ha OCHOBaHUMN:

aKTa O BblAENEHMM K YHUTOXEHNIO AOKYMEHTOB, He noanexalumx xpaHenmio (opunoxexve N 11));

O HencnpaBMMbIX NOBPEXAEHUAX AOKYMEHTOB;

akTa nprema-nepeaaqn OKyMeHToB Ha xpaHeHue (hpunoxenuve N 9);

aKkTa 0 HeoBHapYXeHUN AOKYMEHTOB, NyTU PO3biCKa KOTOPbIX McyepnaHsl (npunoxexve N 2);

aKTa Bo3BpaTa LOKYMEHTOB COGCTBEHHUKY;

aKkTa 06 3bLATUM NOANUHHBIX €OUHNL, XPaHEeHUs, JOKYMEHTOB.

ApXuBHblE OOKyMEHTbl CHMMAlOTCA C yyeTa Takke B pesynbraTe MnpoBeAeHWsA OTAENbHbIX BWAOB
apXuBHbIX paboT (CM. m).

Heobxooumble U3MEHEHUS BHOCATCA B OCHOBHble (obsA3aTenbHble) M BCMOMOraTeribHble Yy4yeTHble
OOKYMeHTbI apxuBa. [Mpu 3ToM B cryyae:

BbIObITS BCEX apXMBHbIX JOKYMEHTOB OMUCK Aerl, OKYMEHTOB HOMep 3TOW ONMCKM ApYrMM OnMucsAM Jen,
OOKYMEHTOB He npucBauBaeTcs M ocTaeTcd CcBOOOAHbIM; B peecTpe Onucen AernaeTcs COOTBETCTByLLas
OTMETKa;

BbIOLITUS apxuBHOrO doHAa B cricke doHaos (mpunoxenve N 6) B rpacde "OTmeTka O BbIGLITUM"
ykasblBaeTCs, Kyaa BblObin apXMBHBIN (POHA, Y aKkT, Ha OCHOBAHMU KOTOPOro OH BbIObIN.

Mpu nepenaye apxusBHOro oHaa U3 0QHOro apxuea B ApYron nepegarotca 3 ak3emnnspa onucu gen,
AoKymeHTOB 1 geno ¢oHga. Konus onucu gen, A4OKYMEHTOB OCTaeTcd B apxvBe-cAaTyMke M B KayecTse
NPUMOXeHMs K aKTy Npuema-nepeaaqn OKYMeHToB Ha xpaHeHue (mpunoxenve N d) BkniouaeTcs B apXMBHbIN
doHA apxuBa-coaTyuka.

Mpu BbIgENEHUMN K YHUUTOXEHNIO BCEX apPXUBHBIX OOKYMEHTOB apXMBHOTO (POHAA OOUH IK3EeMMNNsAp ero
onvcen gern, OKYMEHTOB M NMCT dhoHAa nomeLlarTes B Aeno oHaa. fleno doHaa BkNoYaeTcs B apXMBHBIN
doH apxuBa.

3.7.3. KonunyecTBo apXuBHbIX JOKYMEHTOB apxvMBa U3MeHSAeTCH B pesynbTraTe:

BbIBEPKWN YYETHbIX JOKYMEHTOB, MO WTOram KOTOPOW BbISIBIIEHbl OLUMOKW, OOMYyLUEHHble Npu noacyeTe
KONMYecTBa XPaHSLLMXCA apXUBHbIX AOKYMEHTOB;

NPOBEPKU HaNM4ns U COCTOSTHUSA apXMBHbIX JOKYMEHTOB, B XO4€e KOTOPOW OBGHapyXeHbl HeyvTeHHble, 3a
NUTEPHBIMU UK NPONYLLEHHLIMW HOMEPaMWN €AMHULbI XpaHEeHWs/eAMHULbI YYeTa;

pecTaBpaumm apxXmBHbIX JOKYMEHTOB, MOCHE KOTOPOW OAHO Aeno pasfaeneHo Ha HECKOMbKO Aen;

OMMCaHNA apXuBHbIX AOKYMEHTOB, nepepaboTku onucen gen, AOKYMEHTOB, B Mpouecce KOTOpbIX
BO3MOXHO pasfeneHne unu obbeanHeHne eamHnL XpaHeHus/egnHuL, yyeTa.

OcHoBaHMeM Ans BHECEHVS U3MEHEHW B y4YeTHble [OOKYyMeHTbl W y4yeTHble B[l no pesynbtatam
yKasaHHbIX paboT aBnsATCs:

aKT O TEXHUYECKMX OLLUMBKaxX B YYETHbIX JOKYMEHTaX;

aKT 06 obHapyXeHUn JOKYMEHTOB, He OTHOCSLLMXCH K AAHHOMY apxmBy, hOHAY, HEYYTEHHbIX U T.4.;

aKT o pasgerneHuun, o6beanHeHUN Aer, BKIIOYEHUN B Aer0 HOBbIX AOKYMEHTOB;

aKT onucaHus OKYMEHTOB, nepepaboTku onmce.

Yyer YHUKanbHbIX JOKYMEHTOB U ocobo LEeHHbIX JOKYMEHTOB

3.7.4. YHuKanbHble JOKYMEHTbI nognexar cneunanbHOMY rocyaapCTBeHHOMY yy4eTy B [ocyaapCTBEHHOM
peecTpe yHuKanbHbIX AOKyMeHTOB ApxmBHOro coHga Poccuiickon degepaunv, Nopsigok BeOeHMS KOTOPOro
onpefensieTca crneumanbHO YMONMHOMOYEHHbIM hefdepanbHbiM OpraHoM MWCMOMHUTENbHOW BRactn B cdepe
apXvMBHOIO Aena, W rocy4apCTBEHHbIX peecTpax YHUKanbHbIX OOKYMEHTOB apXxuBHbIX (POHOOB CyO6beKkToB
Poccuiickon degepauuum.

Ha yHukanbHble JOKYMEHTbl COCTaBMAITCH UCTLI y4eTa U ONUCaHUs YHUKanbHbIX AOKYMEHTOB.

3.7.5. YueT 0cob0 LieHHbIX JOKYMEHTOB BeAeTcs Mno:

cnuncky doHA0B, coepalumx 0cobo LeHHble AOKYMEHTbI;

OnMcAM 0C060 LieHHbIX Aern, AOKYMEHTOB UMW NepeyHsIM HOMepoB 0COB0 LieHHbIX AeN (HOMepHUKam).

B onncax ocobo LeHHbIX Aen, JOKYMEHTOB 3@ HUMU COXPaHSATCH UX MPEeXHUe yYeTHble Homepa.

Onnce 0cobo LeHHbIX Aern, AOKYMEHTOB COCTaBnseTcd Ha 0COBO0 LUeHHble OOKYMEHTbl OOHOW MWIu
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HeCKOMbKMX onucen aen, LOKYMEHTOB apX1BHOro ooHAa B 3aBUCMMOCTM OT KONMYECTBa 0CO00 LiEHHbIX eAWHWL
XpaHeHua/eanHWL, ydeTa B JaHHOW ONMcy B HEOOXOOUMOM 418 apXmBa KONMYECTBE 3K3EMMISAPOB.

Ecnu 60MbWMHCTBO apXMBHbIX OOKYMEHTOB MO ONWCWU Aer, OOKYMEHTOB SABMASKTCA 0COOO LEHHbIMMU,
oTAenbHas onncb 0cobo LIEHHbIX Aerl, JOKYMEHTOB He COCTaBMNAEeTCs, a KOonupyeTcs umelowiasica onucb. B
TakoM Crny4ae K Heill COCTaBnsAeTCcs HOMEPHUK.

CeefgeHvs 0 KonuMpoBaHWM OCOBO LEHHbIX Aer, JOKYMEHTOB B LensX co3faHusi CTpaxoBoro ¢oHaa
BHOCSITCS B COOTBETCTBYHOLLME ONUCK OCODO0 LEHHbIX Aen, AOKYMEHTOB UMM HOMEPHUKM MO Mepe npoBedeHUs
NX CTPaxoBOro KOMMPOBAHWSI.

B ntoroBon 3anucu ykasbiBaeTcs obLiee KonMyecTBO 0COD0 LEHHbIX €AVHUL, XpaHeHus/eguHul ydeTa,
BKITHOYEHHbIX B OMUCb UM HOMEPHUK. 10 3aBepLUEeHUN KONMPOBaHUSA BCEX €QNHUL, XpaHEeHUsA/eanHuL yyeTta no
OaHHOW Onucu nnn HOMEPHKKY ykasbiBaeTcd: "Bce eanHMubl XpaHeHus/eanHuubl yyeTa CKOMMpOoBaHbl, gaTta,
JOMKHOCTb, NoANUck".

Onucm 0cob0 LieHHbIX Aer, JOKYMEHTOB U HOMEPHMKN YYUTBLIBAOTCA B peecTpe onucert 0cobo LIeHHbIX
4en, AJOKyMEHTOB.

Mpn OTHECEHUN AaPXUBHBLIX AOKYMEHTOB K 0C000 LEHHbIM B onuncsax B rpadge "lMpumevanns” HanpoTue
3arofioBKOB COOTBETCTBYIOLLMX €ANHWL XpaHEHM/eOUHUL, ydeTa npocTaBnsaoTca otMeTku "OLL".

B gpyrnx yyeTHbIx gokymeHTax oTmeTka "OL" npoctaBnsieTcsa K HOMepy apxXuBHOro oHaa, Homepy
onvcy aen, OKYMEHTOB; AaHHasi OTMeTKa SBNAEeTCs CryxebGHOW M He BXOAMT B apXuBHbI WNdP eanHuL,
XpaHeHus/eauHuy, ydeTa.

YYeT CeKpeTHbIX U pacCeKpeUYeHHbIX apXMBHbBIX [OKYMEHTOB.
OdpopmrieHne paccekpeyeHHbIX Aen

3.7.6. YyeT ceKkpeTHbIX apXMBHbIX JOKYMEHTOB BeAETCA B COOTBETCTBUM C HOPMaTUBHbIMW MPaBOBbIMU
OOKyMeHTamMu. B yyeTHbIX OOKYMEHTax M apXuBHbIX LIMpax eanHWL, XpaHeHusi/eQuHUL, yyeTa CeKpeTHble
apXxuBHble POHAbI, ONMUCK AN, JOKYMEHTOB, €OUHWLbI XpaHeHusi/eguHMUbl ydeTa obo3HayaloT MHOeKkcom "c"
(cekpeTHO), "cc" (CoBepLUEHHO CEKpPEeTHO), "oB" (0CO0O0I BaXXHOCTH).

3.7.7. NaMeHeHNa B yYeTHble AOKYMEHTbl Mo pes3yrbTaTaM_pacCeKkpeymMBaHUS apXMBHbIX AOKYMEHTOB
BHOCATCH Ha OCHOBaHWM akTa O paccekpeynBaHnm JOKYMEHTOB ( ).

ApXxuBHbIE POHABI, ONUCU Aer, AOKYMEHTOB U €AMHULblI XpaHeHUs/eANHWLbI y4eTa, BKIoYalLme Hapsay
C CEKPETHbIMU HeCeKpeTHble (pacCekpedeHHble) AOKYMEHTbl, B YYETHbIX OOKYMEHTaX WM apXMBHbIX LUMdpax
€OVHWL, XpaHeHusa/eanHuy, y4eta o603Ha4valoTCst MHOAEKCOM "c4" (CEKPETHO YacTUYHO).

Mpu paccekpeumBaHumM BCeX eOUHWL XpaHeHus/eduHUL, ydyeTa Mo CEKPeTHOW onucu Aen, OOKYMEHTOB
AaHHasA ONUCb Takke pacceKkpednBaeTCs, NepefaeTcs Ha OTKPbITOE XpaHeHWe 1 yunTbliBaeTca B nucte ¢oHaa
3a TeM ke HOMepoM, HO 6e3 nHaekca "c", KOTopbIN 3a4epKknBaeTCs Ha OBNOXKE N HA TUTYNIBHOM NUCTE OaHHOW
onucu. B npaBom BepxHeM yrry 06Mnoxku 1 TUTYNbHOMO NIMCTa ONUCK Aen, AOKYMEHTOB NPOCTaBNAeTCH LUTamn
"PaccekpeyeHo".

Mpu paccekpeumBaHMM YacTu OeN U apXMBHBIX JOKYMEHTOB MO CEKPETHOW Onucu Aen, OOKYMEHTOB Ha
pacceKkpeyeHHble Aena U apXuBHbIe JOKYMEHTblI COCTaBMsSieTCsl OoTAernbHasi OnvMcb Aen, AOKYMEHTOB, HOMepa
eOVHVL XpaHeHus/egnHuL, y4eTa B KOTOPOW OCTaloTCA MNpexHumu. [nsg BanoBoW Hymepauuu Takux eguHuL,
XpaHeHus/egnHuy ydeTa mucnonb3dyetcs rpada 2 onucu gen, OOKyMeHToB. HoBas onucb gern, OOKYMEHTOB
BMECTE C pacCeKpeyeHHbIMW AenamMu U apXMBHbIMW OOKYMEHTaMW nepefaeTtcs Ha OTKPbITOE XpaHeHue,
yuuTbiBAETCA B NMCTE (POHO0B 3a TEM e HOMEPOM, YTO U CeKpeTHasi, Ho 6e3 nHagekca "c".

Mpu paccekpeumBaHum OonblUER YacTW AEN WU apXMBHbIX [LOKYMEHTOB MO CEKPETHOW onucu Jen,
OOKYMEHTOB C JAHHOW OMMCU CHUMAETCS KOMUs, NPpu KOMMPOBaHUM 3arofioBKM €OUHULL XpaHeHus/eanHuy, yveTa,
OCTaBIEHHbIX HA CEKPETHOM XpaHeHWM, 3aKkpbiBaloTcsa. Konnsi onncn Ha pacceKkpedeHHble ferna u apxvBHble
OOKYMEHTbI NepefaeTcs Ha OTKPbITOe XpaHeHue. B ak3emnnsipe onuvcu gern, JOKYMEHTOB, OCTaBLUENCS Ha
CEKpPETHOM XpaHeHWW, coxpaHaeTcs MX Hymepauuda. B nucte ¢poHoa Takag oOnucb yunTbiBaeTCA ABaxabl:
3K3eMMnsip ONUCK, OCTaBLLMINCS Ha CEKPETHOM XPaHEHUU, - C COOTBETCTBYIOLLEN MHOEKCauuen CeKpeTHOCTH,
CKOMUPOBAaHHbIV 3K3EMMISP, NepedaHHbI Ha OTKPbITOE XpaHeHue, - 6e3 nHaekca "c".

lMpu paccekpeunBaHnyM OTAENbHBIX €OUHWL XpaHEeHUs/eguHWL, yyeTa MO CEeKpeTHOW onucu Aen,
OOKYMEHTOB OHW BKITHOYAKOTCS B ONWUCh A€, AOKYMEHTOB OTKPbITOTO XpPaHEHMs COOTBETCTBYIOLLENO apXMBHOMO
doHAa 3a NUTEPHLIMM HOMEpPaMM UIM B BarnoOBOWN NocneoBaTeribHOCTHU.

B onucax pen, OOKYMEHTOB, OCTalOLLUMXCA Ha CEKPeTHOM XpaHeHuu, B rpade "lMpumevaHuns" npotus
3arofioBKOB pacCeKkpeyveHHbIX efuHUL, XpaHeHus/eaunHuL, ydyeTa npoctaBnsieTcs wramn "PaccekpeyeHo". B
cryyae, Korga pacceKpedeHHble eauHULbl XpaHeHUs/egnHUUbl y4YeTa BKITHOYEHbl B ONUCb Aerl, JOKYMEHTOB
OTKPbITOrO XpaHeHus (3a NMTEPHbIMU HOMEpPaMM UMK B BarioBOW NOCNEA0BATENBHOCTU), B CEKPETHOM ONncKU B
rpadpe "lMpumeyaHusa" ykasbiBaeTcs UX HOBbI HOMEP.

lMocne paccekpevmBaHna K ONUCAM Aen, LOKYMEHTOB OTKPLITOrO M CEKPETHONO XpPaHEHUSI COCTaBMAHOTCA
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HOBbIE MTOroBble 3anucu 06 06beMax PaKTUHECKN YHTEHHBIX B HUX eOVHWL, XpaHEHUSA/eAMHNL, yYeTa.

Mpu paccekpeumBaHMN OQHOTO UITN HECKOSTbKUX apXUBHbBIX JOKYMEHTOB B COCTAaBE CEKPETHOrO Aena OHO
OCTaeTCs Ha CeKPeTHOM xpaHeHun. K apxnBHomy LLndpy Ha obrnoxke gena kK nHaekcy "c" pobaensetcss Oykea
"Y". Homepa nnMCTOB paccekpeveHHbIX apXMBHbIX [OOKYMEHTOB nepedncnsitca B rpade "lMpumeyaHus”
HaNpPOTMB 3arofioBka YaCcTMYHO pacCeKpeyYeHHOro aena, a Takke BO BHYTPEHHeN onucy agena. Npu oTCcyTCTBMMU B
gene BHYTPEHHEW ONUCU CBEOEHUA O pacCeKpeYeHHbIX apxXMBHbIX [OKYMEHTax OTpaxalTcs B

- C yKazaHueM HOMepOB COOTBETCTBYHOLLUX TUCTOB.

B npaBom BepxHeM yrnmy OOMOXKW pacCeKpeyYeHHOro Aena npocTaBnsgeTca wTamn "PaccekpedeHo”.

Mupgekc "c", "cc" unn "oB" B HOMepe Aena 3ayepknBaeTcs.

Yyuer APXUBHbIX AOKYMEHTOB JIMYHOIO NPOUCXOXOEHUA

3.7.8. Y4yeT nNOCTYMnEHUA apXMBHbIX [OKYMEHTOB JIMYHOTO  MPOUCXOXAEHUS, nepefaBaemMblX
co6CTBEHHUKOM B dheiepanbHyt0 COGCTBEHHOCTb, B COBCTBEHHOCTb cybbekta Poccuiickont depepauun mnu
MYHULMNanbHY COBCTBEHHOCTb, BEAETCA Ha OCHOBAHUWM akTa NpuMema Ha XpaHeHWe [OOKYMEHTOB JIMYHOMO
NPOUNCXOXAEHUS (W)- K akTy npunaratoTcs coaTtovHas Onncb apXUBHBIX AOKYMEHTOB U peLleHne
9KCMEePTHO-MPOBEPOYHOM KOMUCCUN apXmBa UMK SKCNEPTHO-NPOBEPOYHON KOMUCCUN YMOSTHOMOYEHHOIO OpraHa
ucnonHutTensHon Bnactu cybwekta Poccuiickon depepauun B cepe apxmBHoro gena (ganee - 3AMK) o
npveme 3TUX JOKYMEHTOB B apXmB.

YyeT apXMBHbIX OOKYMEHTOB JIMYHOIO MPOUCXOXAEHUS, HaXOASLUMXCS B 4YacTHOW COBGCTBEHHOCTW,
nepeaaHHbIX Mo JOroBOpY Ha XpaHeHe B apXu1B, OCYLLECTBIISIETCS B yCTaHOBMEHHOM nopsiake (cM. b_3.7.11).

N3meHeHMs konnyecTBa U COCTaBa apXMBHbIX [OKYMEHTOB JIMYHOIO MPOMCXOXOEHUS B pe3ynbTate WX
onncaHmna OOKYMEHTUPYOTCA akTOM OnncaHnAa AOKYMEHTOB, Ha OCHOBaHMM KOTOPOro BHOCATCA WU3MEHEeHUA B
yyeTHble [JOKyMeHTbl. Ha OOKyMeHTbl, He noanexaiiue XpaHeHuio B apxuBe, COCTaBIISIETCA aKT BO3BpaTa
OOKYMEHTOB COOCTBEHHMKY B [BYX 9K3eMMnspax, OAMH M3 KOTOPbIX BMeCTe C [JOKyMeHTamu nepepaeTtcs
COOCTBEHHUKY.

He ponyckaeTcsi xpaHeHWe B apXMBE HEYUTEHHbIX apXUBHBLIX JOKYMEHTOB JINYHOIO NPOUCXOXOEHUSI.

Y4eT JOKYMEHTOB MO NIMYHOMY COCTaBY

3.7.9. YyeT OOKYMEHTOB MO NMIMYHOMY COCTaBy, 3a UCKITIOYEHUEM MPUHATLIX MO AOMOBOPY Ha XpaHeHue B
apxvB AOKYMEHTOB MO NINYHOMY COCTaBy (CM. ), OCYLLIeCTBISAETCS Ha OBLUMX OCHOBaHUSX.

YyeT konnyecTsa XpaHsALLMXCH B apXMBe AOKYMEHTOB N0 NIMYHOMY COCTaBy NPOBOAMTCH HA OCHOBE WX
noacyeTa no nuctam HOHAOB U ONUCAM Aen MO MMYHOMY COCTaBy C (uKcaumen pesynbTaToB MO KaXaomy
hoHAY M CYMMapHO MO apXuBY B KHUIe yyeTa AOKYMEHTOB MO JIMYHOMY COCTaBy (NPOU3BOSIbHON (hopMmbl).

Mo pesynbTaTam NpoBeaeHNs SKCNepTU3bl LEHHOCTU AOKYMEHTOB MO JSIMYHOMY COCTaBy MO UCTEYEHUU
75-neTHero cpoka Ux XpaHeHUs B y4eTHble JOKYMEHTbI BHOCSATCS COOTBETCTBYIOLLUME U3MEHEHNS.

YyeT gen, umeroLmx B Oq)OpMJ'IeHI/IVI AparoueHHble meTarnsbl U KaMHU

(m He pacnpoCTpaHAETCs Ha rocy4apCTBEHHbIE Y MyHUUMNanbHbIe My3en 1 BubnuoTtekn)

3.7.10. ApxuB, XpaHaWwmii gena, umetowme B OPOPMAEHUN UMM B MPUNOXKEHUU K HUM AparoueHHble
MeTannbl U KaMHW, B COOTBETCTBMM C 3akoHopaTenbCcTBOM Poccuiickon ®Pefepaumm peructpupyetcs B
COOTBETCTBYIOLLEN MHCNEKL MU NpobupHOro Hag3opa MuHuctepcTBa pmHaHcoB Poccuinckon ®enepaumn.

Y4eT ykasaHHbIX Oen OCYyLIeCTBNAEeT MaTepuaribHO-OTBETCTBEHHOE NWLO, C KOTOPbIM PYyKOBOAUTEIb
apxuBa 3akro4aeT OOroBop O MaTepuanbHOW OTBETCTBEHHOCTM 3@ COXPaHHOCTb M ydeT gen, MMEWWX B
O0hOPMITEHUN NN B MPUITOXKEHUUN K HAM AparoLeHHble MeTansbl U KaMHMU.

YKasaHHble gena nepegalwTcs mMaTepuanbHO-OTBETCTBEHHOMY NULY Ha CerldoBOe XpaHeHwe, O 4eM
JenaeTcsa cooTBeTCTBYOLaa oTMeTKa ("cendpoBoe xpaHeHue") B onucu Aern, OOKYMEHTOB, U BKMIOYAKTCH B
crneumanbHyl0 MHBEHTAPHYK KHUIY ydeTa [Jen, UMewwmx B OQOPMMAEHUM WM B MPUMOXEHUA K HUM
AparoueHHble MeTanbl U kKamHW. [JaHHas WHBEHTapHasi KHWra COCTaBrisieTCss U BedeTca B 3 3K3eMmnnsipax.
MepBbIn 3K3eMNNAp XpaHUTCS B NoApasaeneHun, OCyLLEeCTBASIOWEM LEeHTPanu3oBaHHbIN (B pamKax apxusa)
yyeT JOKYMEHTOB, BTOPOM - Y MatepmnanbHO OTBETCTBEHHOIO nnua, TpeTun - B bByxrantepumn apxvsa.

[ena BHOCATCS B WHBEHTApPHYIO KHUIY NO MOPSAKY HOMEPOB apxMBHbIX (POHAOB W onucen Aaen,
OOKYMEHTOB, @ BHYTPW KaXaon onucy aer, JOKYMEHTOB - Mo NOpsSAKy HoMepoB Aern. Ha Gupke, npykpennsemon
K 00noxke kaxgoro gena (npegmera), ykasbiBaeTcsi HOMEP, 3@ KOTOPbIM OHO YYTEHO B WHBEHTapHOW KHWre.
Howmep npocTtaensieTcs vyepes opobb ¢ apxmBHbIM Windgpom (Hanpumep, nHe. N 1/TAP®, ¢. 572, on. 1, g. 17).

K MHBEHTapHOM KHUre COCTaBMSETCHA UTOroBas 3anucb, B KOTOPOM UMdpamMm M NPOMUCBLI0 yKa3biBalOTCA
KonvyecTtBo den (MpegMeToB), BHECEHHbIX B KHUMY, AaTa COCTaBMEHWS WTOroBOM 3anucu, AOMKHOCTb U
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dhamunus matepuanbHO 0TBETCTBEHHOIO Nuua.

JINCTbI MHBEHTAPHOW KHWUMM OO0 Hayana ee 3arnofiHeHWs! NMPOHYMEepPOBbIBAOTCS, MPOLUHYPOBLIBAOTCA U
CKpEennsoTCA neyaTblo apxmea. Ha o6opoTe nocnegHero nucTa KHAMM genaeTcs 3anucb O KONMYecTBe NIMCTOB B
KHWre, KoTopasi 3aBepsieTcs NOANMCAMU PYKOBOAUTENS apXUBa, MMaBHOMO XpaHuTens (poHOOB U CKpennsieTcs
nevaTtblo apxuea.

ExerogHo cneumanbHOW KOMUCCUEW, co3gaBaemMoli MpMKasoM pPyKOBOOAWTENS apxvBa, MNPOBOAMTCA
WHBEHTapu3auus aes, MUMeLWnX B 0popMIeHN UMK B NMPUMNOXKEHUM K HUM [paroueHHble MeTansbl U KaMHW.
MHBEeHTapn3aLmMsi NPOBOAMTCA TakkKe B Cllydyae CMeHbl MaTepuanbHO OTBETCTBEHHOrO Nuua, PyKoBOAUTENS
apxuBa, rMaBHOrO XpaHuTens doHaoB. Pe3ynbTaThl MHBEHTapM3aUumM ohopMIISHOTCH akTOM, COCTaBfsieMbiM B
TPexX 9K3eMnisipax, OAMH W3 KOTOPbIX HampaBrsieTcd B  COOTBETCTBYIOLWMIA  YMOSIHOMOYEHHLIN  opraH
UCNOMNHUTENBHON BNacTu B cdyepe apxMBHOro gena.

Yyer dPXUBHbIX JOKYMEHTOB, HaxXo4AWNXCA B YacTHoM
cobCTBEHHOCTH, NPUHATBLIX NO 4OroBOPY Ha XpaHeHne B apxmB

3.7.11. YyeT pokymeHTOoB ApxuBHOoro ¢onHga Poccuiickon denepaumm, MPUHATBIX MO OOrOBO Ha
XpaHeHMe B apXMB Ha OCHOBaHUW akTa npuemMa-nepedayn OOKYMEHTOB Ha XpaHeHue ( ),
OCYLLIECTBMSIETCA B OCHOBHbIX YYETHbIX AOKYMEHTax apxuBa ¢ cobniogeHnem cnegyrolmnx ocobeHHocTen:

B KHUre yyeTa NOCTYNNeHnn OOKYMEHTOB (m) yKkasblBaeTcs COOCTBEHHUK MW Bnagenew,
OOKyMeHTOB (rpacha 3), Homep M gaTta akTa npuema-nepegayum (rpada 4), gata nognucaHus goroesopa o
nepegave u Cpok OENCTBUSA AOroBOpa;

NpW BKITIOYEHMM apXMBHOMO hoHaa B cnmcok ¢oHaos (mpunoxenve N @) k ero Homepy ao6asnsetcs
nHgekc "0" ("gorosop"), KOTOPbLIA COXPaHAETCA 3@ HUM BO BCEX YYEeTHbIX OOKYMEHTax W apxvBHbIX Limndpax
eVHUL, XpaHeHus, eanHnl ydeTa; B rpade "lMpumedanHma” cnucka ¢poHAOB Takke ykasblBalOTCA COOCTBEHHUK
Unu Bnagenew, apxmBHbIX JOKYMEHTOB, AaTa noAnncaHns U cpok 4encTBusa Aorosopa.

KonnyecTtBo apxumBHbIX (POHA0B, NMPUHATBLIX MO AOrOBOPY Ha XpPaHEHWE B apXmB, YyKa3blBaeTCA OTAENIbHON
CTPOKOWN B MTOrOBbIX 3aMNMCsX B cnucke hoHO0B, KHUre y4yeTa NoCTyneHnin JOKYMEHTOB.

Ok3emMnnap 4OroBopa, 3aKMYEeHHbI C CODCTBEHHUKOM WM BRagernbueM apXuMBHbIX [OOKYMEHTOB,
BKMOYaeTcsa B Aeno cdoHaa.

Mpu BbIGBITUM apXMBHbBIX JOKYMEHTOB apXMBHOIO hOHAA B CBA3U C UCTEYEHMEM CpOKa €ro XpaHeHus B
COOTBETCTBMM C JOTOBOPOM €0 HOMEP HE MOXET ObITb NPUCBOEH APYroMY apXUBHOMY hOHAY.

[MpuHATBLIE NO 4OrOBOPY Ha XpaHeHWe B apxmB AOKYMeHTbl ApxuBHoOro ¢oHaa Poccuinckon ®epepauuu,
HaxoauBLUMECS B YaCTHOW COOCTBEHHOCTM WM Ha 3aKOHHOM OCHOBaHWM nepewegwme B denepanbHyto
COOCTBEHHOCTb, COBCTBEHHOCTb CybbekTta Poccunckon depepauumn unm  MyHUUMNANbHYHO COGCTBEHHOCTb,
YUMTbIBAKOTCS B OCHOBHbIX YYE€THbIX JOKYMEHTAX HapaBHE C OCTamnbHbIMW JOKYyMEHTamu apxuBa. B yyeTHbIx
OOKYMEHTax U apXMBHbIX LIKpax eguHuL XpaHeHus, eduHuy ydeTa uHaekc "[" 3adepkusaetcs, B rpady
"MprmeyaHusa" cnncka oHO0B BHOCATCA COOTBETCTBYIOLLME CBEAEHUS.

ApXVBHbIE [OKYMEHTbI, HE BKIMIOYEHHbIE B YCTAHOBIIEHHOM nMopsigke B cocTaB ApxuMBHOro doHaa
Poccurckon ®enepaumm, B TOM YMcre JOKYMEHTbI MO JIMYHOMY COCTaBy, NPUHATLIE MO AOrOBOPY Ha XpaHEHWE B
apXxuvB, YYUTbIBAIOTCSA OTAENBHO OT OOKYMeHTOB ApxuBHOro cdoHpa Poccuickon depepaumn. Ona ux ydyeta
BeAyTCA OTAEeNbHbIE CNNCOK (POHAOB, m yyeTa NocTynneHnn JOKYMEHTOB, a Takke NUCTbl POHAOB 1 Apyrue
YyYETHble AOKYMEHThI.

YyeT konumn APXUBHbIX JOKYMEHTOB Ha npasax nogJIMHHNKOB

3.7.12. KonuamMM apxMBHbIX [OOKYMEHTOB Ha MpaBax MOAJIMHHUKOB SIBIISIOTCA  BKITHOYEHHbIE B
YyCTaHOBMNEHHOM nopsigke B coctaB ApxmBHoro oHaa Poccuiickon deagepaumm:

MUKPOUINbMbI apXMBHBLIX OOKYMEHTOB, W3rOTOBMEHHble U OdOopMreHHble ¢oHaoobpasoBaTeneMm B
COOTBETCTBMM C CYLLECTBYIOLMMN HOPMaTUBaMW;

KOMUN apXMBHbIX LOKYMEHTOB, MOAJIMHHMKM KOTOPbIX YTpayeHbl WM HaxogdATcss B COOCTBEHHOCTU
IOPUANYECKMX NN (PU3NYECKNX NNLL, B CUIY YEro HE MOTYT MOCTYNUTb Ha NOCTOSIHHOE XPaHEHUE B apXmB;

KOMMM apXMBHbIX OOKYMEHTOB, nepemelleHHbix B CCCP B pesynbrate BTopoi MUpOBOWM BOWHbI 1
Haxoaswmxca Ha TeppuTtopumn Poccuickon ®egepauun, NOOASMHHMKA KOTOPbIX BO3BpalLEeHbl B CTPaHbl WX
NPOUCXOXAEHNS.

Konun apxvBHbIX JOKYMEHTOB Ha NpaBax MOASIMHHWKOB, MepefaHHble B apxuB doHAoobpasoBaTtenem,
yuuTbIBaKOTCA B COCTaBe ero poHaa no oTAenbHOW onuck aen, AokyMeHToB. [pu aTom B rpache faHHOM onucu
"KonnuecTtBo nucTtoB" Yepes Apobb ykasblBaeTCsA Takke KONMYECTBO KagpoB, OTCHATBLIX C OOQHOro Aena.

Konnun apxvBHbIX OKYMEHTOB Ha MpaBax MNOAJIMHHMKOB, OTCHATbIE C MOASIMHHBIX AOKYMEHTOB, KOTOpble
yTpayeHbl WM HaxoAsTcs B COOCTBEHHOCTU OPUONYECKUX UMM (PU3MYECKMX Nul, a Takke Konuu
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nepemMeLleHHbIX JOKYMEHTOB, NOAJIMHHMKN KOTOPbIX BO3BPALUEHbI B CTPaHbl UX MPOUCXOXAOEeHNA OPMUPYIOTCA
B apXuBHbIE KOJJieKkunn. ApXVIBHbIe KOnnekunn y4dntbiBalOTCA B CHNUCKe CbOH,D,OB ( )B

YyCTaHOBMEHHOM MOpsiaKe.

Konmn apxvBHbIX OOKYMEHTOB Ha MpaBax MOOJSIMHHMKOB, W3rOTOBIIEHHbIE MALUMHOMWCHBIM UK
anekTtporpadnyeckum cnocobom C apxMBHbIX [OOKYMEHTOB Ha OymaXHOW OCHOBE, a Takke Komnuu
ayanoBu3yarnbHbIX JOKYMEHTOB (DOPMUPYIOTCS B €OUHULbI XPaHEHUS/eOUHULBI YYeTa, KOTOpble yYNThIBAOTCA B
onucax aen, OOKYMEHTOB MO aHanormm C NOASIMHHBIMW apXUBHbIMW [AOKYMEHTaMW Ha COOTBETCTBYHOLLUX
HOCUTENAX.

3a eguHULY XpaHEHUS KOMUI apXMBHbBIX JOKYMEHTOB Ha MpaBax MOOSIMHHMKOB, W3rOTOBMEHHBIX B BUAE
MUKPOKOMUIA, NMPUHMMAaEeTCst n3ndeckn 060CoBNEHHbIN PYNIOH MUKPOUITbMA UM KOMMSIEKC MWUKPOMULL BHE
3aBUCMMOCTM OT KONIMYECTBA OTCHATBLIX HAa HEM e M apxMBHbIX OOKyMeHToB. Kaxgas eguHuua XpaHeHusi
YUMTbIBAETCS B ONUCK Aen, LOKYMEHTOB NOA CaMOCTOATENbHLIM HOMEPOM. B uTOroBow 3anucu Kk onucu fen,
JOKYMEHTOB Hapsily C KOMMYECTBOM eOUHUL, XpaHEeHWst MUKPOKOMWUIM YKa3blBaeTCs CyMMapHOe KOMmMyecTBO
COCTaBMSOLWNX UX KAOPOB.

YyeT nncToB B Aene, boTooTneyaTkos
B boToanbbome, eanHNL, XpaHeHUS B COCTaBe e€AMHULbI yyeTa
ay[moBuM3yarnbHbIX JOKYMEHTOB

3.7.13. KonnyecTBO NUCTOB B Aefne 1 eguHuL XpaHeHnA B COCTaBe eauHuUbl y4deTa ayamoBuayalibHbIX

OOKYMEHTOB Y4Y/TLIBAETCH HA OCHOBE MX HyMepaumn 1 dUKCUPYETCS:
NUCTOB B lefie - B NWUCTe-3aBepuTene (WE) MU B COOTBETCTBylOLLEN rpade onucu aen,
Rokymeno (hpunosciu N 7 - B

doTooTneyaTkoB B oToansb0me - BO BHyTpeHHen onucn botoansboma, a Takke B COOTBETCTBYHLLEWN
rpade onucu poToan-6oMoB;

€[MHNLblI XpaHEHUS ApYrMX ayaMoBM3yarbHbIX JOKYMEHTOB - B COOTBETCTBYIOLLMX rpadax Onucen 3Tux
OOKYMEHTOB.

Mpu y4yeTe eanHUL XpaHeHUs: B COCTaBe eavHULbl yYeTa ayanoBm3yarnbHbIX JOKYMEHTOB:

e[MHULbI XpaHeHUs AMaduibMOB pacrionaratoTcsi No NopsiAKy HOMEPOB PYJIOHOB;

€[MHULblI XpPaHEHUS KMHOLOKYMEHTOB pacrnofiaraloTcs Mo 3feMeHTaM KOMMfekTa, BHYTPUM KOTOPOro
HyMepYTCs MO NOPSIAKY HOMEPOB YacTew;

€e[MHWLblI XpaHEHUSA (POHOLOKYMEHTOB pacnonaralTcs B NopsaKke NpovM3BOACTBEHHbLIX HOMEPOB.

’

YyeT cTpaxoBoro choHAa v boHaa Nosib3oBaHNA

3.7.14. O6bem cTpaxoBoro oHaa 1 hoHAa NOMNb30BaHUA U3MEPSETCA B eAMHULAaxX XpaHeHus/eauHuuax
y4yeTa, a Takke B:

Kagpax - Anst KOMuN apXxmMBHbIX OKYMEHTOB Ha ByMaXkHOM OCHOBE U (POTOAOKYMEHTOB;

MeTpax - 4N KONUiA KNHOOOKYMEHTOB;

BpeMeHM 3By4aHus - 4n4 Konui oOHOAO0KYMEHTOB;

B MerabanTax - 4nsi KON 3NeKTPOHHbIX JOKYMEHTOB.

Mpy 3TOM OTAENBHO YYUTLIBAKOTCA CTPAxXoBble KOMUM YHUKANbHbIX [OOKYMEHTOB U 0COBO0 LIEeHHbIX
OOKYMEHTOB U KOMUWM (POHAA MNOMb30BaHWSI, OTCHSATLIE C APXUBHbIX [OOKYMEHTOB Ha OyMaXkHOW OCHOBe
(pa3genbHO Ha PYMOHHOM MIIEHKE U MUKpoduLiax); KMHOLOKYMEHTOB; (DOTOAOKYMEHTOB; (POHOOOKYMEHTOB;
BMAEO(OHOIrPaMM; 3NEKTPOHHbIX JOKYMEHTOB.

YyeT BedeTcsa Mo KHMram yyeTa MNOCTYMNSIEHMMA CTpaxoBoro ¢oHaa W oHAa MNoNb3oBaHWSA U ONUCAM
CTpaxoBoro poHaa. YyeT NOCTYnneHns 1 BblObITUS CTPAXOBbIX KOMUI OCYLLIECTBSETCA HA OCHOBaHMM 3aKa3oB
Ha N3roToBNEHNE CTPaxXOBbIX KONWUA N KONUIA hoHAA NONb30BaHUSA, akTOB MpueMa-nepeaayn CTpaxoBbIX KOMUN
Ha cneuunanbHOe XpaHeHue u Apyrux aktos. K kHMram yyeta nocTynneHun eXerogHo COCTaBnsieTCs MToroBas
3anuce.

Onwucwm cTpaxoBoro poHaa cocTaensoTes B 3 ak3emnnsipax. [lepBble ak3emMnnspbl nepegarwTcs BMecCTe
CO CTPaxoBbIMW KOMWSIMM YHUKarbHbIX OOKYMEHTOB M OCOBO LEHHbIX AOKYMEHTOB B CheuuasnbHbli apXuB,
BTOpPbIE N TPETLU OCTAlOTCA B apXxmBe.

Mo mepe KonMMpoBaHWA U nepefayvn CTPaxOBbIX KOMWW YHUKAMNbHbIX [OOKYMEHTOB U 0COBO0 LIEeHHbIX
JOKYMEHTOB B cneuunarnbHbld apXmB K ONUCSM CTpaxoBoro coHAa COCTaBNSATCA HOBble UTOroBble 3anucu B
YyCTaHOBMEHHOM MOpsaKe (CM. ).

B onucax gen, gokymeHtoB B rpade "lMprmedaHnsa” HanpoTMB 3arofioBKa CKOMUMPOBAHHOW e€AUHULbI
XpaHeHus/eguHuupbl ydeTa npocrtaenseTca wrtamn "CO". Ecnm ckonvpoBaHbl BCe Aena, [OOKYMEHTHI,
BKIMIOYEHHbIE B onuch, wTtamn "CP" npocTtaBnsieTcsi TOMbKO Ha TUTYNbHOM NUCTE U OGnoxke onucu gen,
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JOKYMEHTOB.

3.7.14.1. 3a eanHuLy XpaHeHUs/eQMHULY y4eTa CTPaxoBOro (poHOa YHUKaNbHbIX OOKYMEHTOB M 0CO0O
LEHHbIX JOKYMEHTOB Ha OyMa)KHO OCHOBE Ha PYMOHHOW MIIeHKe MNpuUHUMaeTcs usnmyeckun o60COONEeHHbIN
pPYnoH Mukpoduibma.

B kHUry y4yeTta noctynneHui ctpaxoBoro poHaa n hoHAa Nonb30BaHUSA Ha PYNIOHHON MNileHKe B BanoBOM
nopsigke (BHe 3aBUCUMOCTM OT (OHOOBOM MPUHAONEXHOCTM [OOKYMEHTOB) Ha OCHOBaHWWM 3aka3a Ha
N3roTOBIIEHNE CTPaxXOBbIX KOMUIN 3aHOCUTCA Kaxaasa eanHuLa XpaHeHust ctpaxoBoro doHaa. Mo kHure yyeTa
noctynnenun (rpada 1) eaMHuLam XpaHeHnst CTpaxoBoro ooHAa MNpPUCBaMBAKOTCHA YYETHblE HOMEpPa, KOTopble
ABMNSATCA COCTABHOMW YacCTbio UX apXMBHbIX LLIMPOB.

Ha Bce cTpaxoBble KOMuM yHUKanbHbIX JOKYMEHTOB M 0CODO0 LIeHHbIX JOKYMEHTOB BHE 3aBMCMMOCTU OT MX
POHOOBOW MPUHALMIEXHOCTM COCTaBMSIETCA ONUCb CTpPaxoBoro oHAa, Hymepauusi eAuHUL, XpaHeHus
CTpaxoBoro hoHAa B KOTOPOM COOTBETCTBYET Y4YE€THbIM HOMEepam, MNPUCBOEHHbBIM MM MO KHWUre y4yeTa
NOCTYNIEHNN.

APXMBHBIM LUINGPOM eANHULBI XPaHEHWs1 CTPaxoBoro ooHAa sIBNSAETCA Ha3BaHMEe apxumBa, HOMEp Onucu
cTpaxoBoro poHaa, HoMep yyeTa eanHNLbI XpaHeEHUS CTpaxoBoro ooHaa ¢ gobaBneHnem nHgekca "Co",

3.7.14.2. 3a eguHnLy yyeTa CTpaxoBOro poHAa OOKYMEHTOB Ha OyMaXKHOW OCHOBE Ha MuMKpodumiax
NPUHUMAETCHA OAHA UM HECKONMBbKO MUKPOGULL, OTCHATBLIX C OAHOIO Aena U NOMELLEHHbIX B OAMH KOHBEPT, 3a
€MHULY XpaHeHUs - MUKpoduLLa.

Mo kHUre yyeta MNOCTynneHuUn cTpaxoBoro oHAa U oHAa MNOMNb30BaHWS Ha MUKPOULLEX Kaxaomy
MOCTYMMEHNIO NpUCBanBaeTCA MOPSAKOBbLIN HOoMep. KonmMyecTBeHHble MoKa3aTenu BHOCATCA C  y4eTOM
(hOHOOBOW MPUHAOSIEXHOCTM OTCHATBIX KOMWMI MO KaXXAOMY apXMBHOMY (QOHAOY M OMMUCK Aerl, OOKYMEHTOB
oTAEnNbHO.

Onucm ctpaxoBoro hoHAa Ha MUKPOULLIAX COCTaBMSATCA pasfenbHO Ha CTPaxOBble KOMUU Kaxdoro
apxmBHOro ooHAa, O4HY UM HECKOIbKO €ro onmncen.

Y4yeTHbIM HOMEpPOM eauHWLbl yyeTa cTpaxoBoro ¢oHaa W doHAa MoMnb30oBaHWUS [OOKYMEHTOB Ha
OyMaXkHOM OCHOBE, M3rOTOBINEHHOIO HA MUKpPOMMLLIAX, SIBNAETCA YYETHbIA HOMEP OTCHATOrO Aena, apXMBHbIM
WM pPOM - COOTBETCTBEHHO, apXUBHbLIN LUNGP OTCHATOro Aena ¢ gobdaeneHnem nHaekca "Co" - ons cTpaxoBoro
donga n "M" ("Mosntme"), "0" ("Onasokonma") - ons oHaa NonbL3oBaHKUS.

3.7.14.3. EpuHuMubl XpaHeHus/egMHWUbl yyeTa CcTpaxoBoro ¢oHga w  doHaa Nonb30BaHMs
ayanoBu3yanbHbIX [JOKYMEHTOB WAEHTUMYHbl efuMHULAaM  XpaHeHus/eguHuuam  yyeta  ayauoBU3yarnbHbIX
JOKYMEHTOB.

CTpaxoBble KOMWMA KMHO- M (POTOOOKYMEHTOB YYMTLIBAOTCA HE3aBUCUMO OT BMAA KMHO- MU
hOTOAOKYMEHTOB B KHUrax yvyeTa NoCTYNEHMIN 1 ONUCSAX CTPaxoBoro oHaa n ooHaa Nonb30BaHUS.

CrtpaxoBble konuv POHOLOKYMEHTOB Ha MarHUTHOW fieHTe N rpamMopUrMHanoB Kus3-3a Mx 0B0COGNEHHOro
XPaHEHMWS YYNTBIBAIOTCA B PA3HbIX KHUrax yyeTa nocTyrniaeHnn N onmcsx.

B uToroBbIx 3anncax KHWr yyeta MNOCTYMMEHMW M ONUCEN CTpaxoBoro oHaa M hpoHAa Monb3oBaHUSA
KMHOOTOOOKYMEHTOB 1 (POHOLOKYMEHTOB Ha MeTanmnuMyeckmx AMCKax OOMNOMHUTENbHO MOXET YyKa3blBaTbCs
KONMMYEeCTBO €OVHUL, XpaHEHWsi COOTBETCTBEHHO MPOMEXYTOYHbIX MO3UTMBOB WM KOHTPATWUMOB; MO3WTUBOB U
Ayonb-HeratuBoB; HeveTHbIX (I) n vyeTHbIX (II) rpamopurnHanos.

B MTOroBbIX 3anmMcax K ONMUCSM CTPaxoBbIX KOMWA KMHOOTO(OHOOOKYMEHTOB YKa3blBAeTCA TaKkKe WX
o6bem B MeTpax, Kagpax, Yacax 3ByYaHusl.

Homep eanHuubl yyeTa cTpaxoBoro ¢oHaa KMHOMMOTOOHOAOKYMEHTOB NEPEHOCUTCA B ONMUCb U3 KHUMU
yyeTa nocTynneHnn. ApXuBHbIM LUIMPPOM eauHuLbl ydyeTa cTpaxoBoro ¢oHAa KMHOGOTO(OHOAOKYMEHTa
ABNSETCA Ha3BaHUe apxmBa, HOMEp e4MHULBI ydeTa cTpaxoBoro ooHaa ¢ fobaBneHnem nHgekca "Co".

3.7.14.4. YyeT KOnNnin apxXmBHbIX JOKYMEHTOB, CO3[aHHbIX B NpoLecce UX UCMOMNb30BaHNS U BKIMIOYEHHbIX B
hoHA NONb30BaHNs, BEAETCSH B apXuBe B OTAENBHOW KHUME yyYeTa KOMun 3TUX JOKYMEHTOB.

YyeT My3enHbIX NpeamMeToB U 6MbnmMoTedHbIX POHO0B

3.7.15. YyeT My3elHbIX NpeaMeToB, SABMSIOLUUXCH BIIOXEHUWEeM B [erno, BeeTcs B YCTaHOBMNEHHOM
nopsiake (cm. ml)

My3senHble npegMeTbl, He SABMAOLIMECS BIOXEHUSIMA B AErO, MPUHATBIE HA XpaHEHMe B COCTaBe
apxvMBHOro poHAa, YYMTbIBAlOTCS B COCTaBe 3TOro poHAa Kak eAuHuMLUbl XpaHeHud. [lpu  3Ha4YMTENbHOM
KONmn4yecTBe TakUX eANHUL XpaHEHUS HA HUX COCTaBNAETCA OTAenbHasa onvch Aern, AOKYMEHTOB.

BkntoueHue B coctas MysenHoro doHaa Poccuiickon ®efepaumm n yyeT AaHHbIX My3erHbIX NpeaMeToB
OCYLLECTBAKTCHA B COOTBETCTBUM C MOPSAKOM, YCTAHOBIIEHHbLIM CMeLManbHO YNOSIHOMOYEHHBIM doeeparbHbIM
opraHom ucnonHutensHon Bnactu ana MyseiHoro poHga Poccuiickon ®egepaumn.

YyeT My3elHbIX NpeaMeToB, CogepKallmx paroueHHble MeTanmbl U KAMHW, BEOETCS B YCTAHOBIIEHHOM
nopsigke (cm. ).
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3.7.16. YueT 6ubnmnoTteyHoro (cnpaBoYHO-MHOPMaLMOHHOIO) hoHaa apxvBa BEAETCA B COOTBETCTBUN C
NnopsiaKOM, YCTaHOBMEHHBIM CreuuanbHO YNonHOMOYEHHBIM doeeparnbHbiM OPraHoOM MWCMOMNHUTENBHON BNAacTy
Ans GubnmoTeyvHbIX (OHO0B.

IV. OpraHusaumsi KOMMIEKTOBaHMSA apxmBa AOKyMEHTaMu
apxuBHoro goHaa Poccuinckon ®egepaumm n apyrumm
apXMBHbLIMW JOKYMEHTaMn

[B Easﬁene Ha rocyga CTﬁHHbIe M MyHULMNanbHbIE My3en U 6uBnuoTeku pacnpocTpaHsiorcs in. 4.3,
mv ’ ) mv ) )

4.1. CnctemaTnyeckoe nonoriHeHe apxuea gokymeHtamm ApxuBHoro doHga Poccuinckon depepauum
(komMnnekToBaHWE apxuBa) BKIOYaeT:

onpeaereHne NCTOYHUKOB KOMMNNEKTOBaHUSA apXuBa;

onpefeneHne cocTaBa apxMBHbIX JOKYMEHTOB, Noanexaliux npuemMy B apxms;

npuem-nepenady apxmBHbIX JOKYMEHTOB B apXMB.

MICTOYHUKIN KOMMNITEKTOBAHUS apxuea

4.2. l'ocyaapcTBEeHHbIE OpraHbl U OpraHbl MECTHOrO CaMOynpaBrieHUs BKITHOYAOTCA B CMIUCKU UCTOYHUKOB
KOMMIIEKTOBAHUS rOCYAapCTBEHHbIX U MyHMLMNANbHBIX apXMBOB B 06513aTeNbHOM MOpsiaKe.

McToYHMKaMn KOMMMEKTOBAHMSA apxuBa BbICTYNalT Takke opraHMsauMmM W rpaxgaHe, B npouecce
0eATeNnbHOCTU KOTOPbIX 06pasytoTcst 4OKYMeHTbl ApxuBHoro ooHaa Poccuiickon ®epepauun.

HerocygoapcTBeHHble opraHuMsauuMu, a Takke rpaxgaHe BKIHYaAlTCA B CMUCKM  MCTOYHWUKOB
KOMMMEKTOBAHMS apXmMBa Ha OCHOBaHUWM JOroBopa.

HerocynapcTBeHHble opraHuMsaLumu, BPeMEHHO XpaHslue OoKyMeHTbl ApxuBHoro doHaa Poccurckon
depepaummn, oTHocsAwmeca Kk denepanbHO COBCTBEHHOCTWM, CODOCTBEHHOCTM CyObekToB Poccuinckon
depepaumm unu MyHMUMNaNbHOM COOCTBEHHOCTM, BKIOYAKTCS B CMWCKA MCTOYHUKOB KOMMJIEKTOBAHUST Tex
apXMBOB, MCTOYHUKAMWM KOMIMNEKTOBAHMS KOTOPbIX SABNANNCH MX MNPEALECTBEHHVMKU - TOCYOAapPCTBEHHbLIE WU
MyHMLUMNAnNbHbIE OpraHn3aLmm.

4.2.1. OTHeceHne K UICTOYHUKaM KOMMMEKTOBaHMS apXuBa Npon3BOANTCHA Ha OCHOBAHUN KpUTEPUEB:

Ans opraHMsauni:

(PYHKLUMOHamNbHO-LENEBOr0 Ha3HayYeHust opraHusauum (Ons rpynnbl OpraHu3auui,  BbIMOMHSAOLWMX
aHanornyHble pyHKUMK, ncrnonb3yeTcs popma BbIBOPOYHOro Npuema);

NMOMIHOTbI OTPaXeHust MHoOpMauUM O OEeATENbHOCTU OpraHM3auunm B apxvBHbIX oHAax apyrux
opraHusauum;

ONsA rpaxaaH:

BKIag, rpaxgaHuHa B pa3BuUTUE HayKK, KynbTypbl U OpYrMx obracten oeaTensHOCTY;

€ro porib B Ka4eCcTBe y4acTHMKA, O4EBMALA BblAAOLWMNXCA COObITUIA B XN3HM 0OLLECTBA;

pPOLOCTBEHHbIE, APYXXECKMNE, TBOPYECKME CBA3M rpaXkaaHuMHa, MecTo paboTbl, 3aHMMaeMasi OHKHOCTb;

TUMUYHOCTb €ro apXUBHLIX AOKYMEHTOB 4151 9MOXM (OOKYMEHTbI "pagoBbix” rpaxkaaH);

COCTaB 1 coaepXaHne coOpaHHbIX rpaXgaHNHOM apXUBHbIX AOKYMEHTOB.

CnncKn NCTOYHMKOB KOMIMMEKTOBAHMS apxuBa

4.2.2. CnN1CKM NCTOYHUKOB KOMMIIEKTOBAHWNSI COCTABMSAICA apXvMBOM Ha OCHOBaHUWM 3aKkoHOOATenbCTBa
06 apxumBHom pene B Poccuiickon depepaumm, HOpPM E%Mm HacTosawmx [lpaBun, a Takke
pekoMeHZaumMn cneumnansHO YNOHOMOYEHHOro dheaepanbHOro opraHa MCNOMHUTENbHOW BNactn B cdepe
apXMBHOrO Aena, NoAroTOBMEHHbIX CaMOCTOATENIbHO MW COBMECTHO C ApYrMMu deaeparbHbIMM opraHamu
WCMONHUTENBHON BRacTu, B TOM YMCIe OCYLLECTBNSAIOWMMUN Aen03uTapHoe XpaHeHue OOKYMEHTOB ApXMBHOMO
doHaa Poccuinckon denepaumm.

ApXvB BeeT CMMCOK OpraHn3auuim - ICTOMHMKOB KOMMIEKTOBAHMWS MO YCTAaHOBIIEHHON hopMe.

Cnncok rpaxpgaH (COOCTBEHHMKOB WM BrafenbLEB apXMBHbIX [OOKYMEHTOB) -  WCTOYHMKOB
KOMMIEKTOBaHUSA BeOeTCcsa Mo MPUHATOM B apxmBe popMe C obssaTenbHbiM yKkaszaHuem amMunuin, KMeH,
OTYECTB, aApecoB MecCTa XWTeNbCTBa, PUAMYECKOro ODOCHOBAHWS BO3MOXHOCTM MNepefadn UX apXMBHbIX
OOKYMEHTOB B apXMB.

B apxvBe, MpuHMMalOLEM Ha XpaHEHME pasnu4yHble BUObl apXMBHbLIX OOKYMEHTOB, COCTaBNANTCA U
BEOYTCS CaMOCTOATENbHbIE CMMCKU OPraHm3auum - WUCTOYHWKOB KOMMSIEKTOBAHWUS  HAy4HO-TEXHUYECKOM
OOKyMeHTauMen, CNCKN OpraHn3aumnin - ICTOYHUKOB KOMMMEKTOBaHWUS ayanoBu3yanbHbIMU JOKYMEHTaMM.

4.2.2.1. TpoeKkTbl CNNCKOB WMCTOYHWUKOB KOMMMEKTOBAHWS edepanbHblX FOCyAapCTBEHHbIX apXuBOB
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rnocrie pacCcMOTpeHUst MX Ha 3JKCnepTHo-NpoBepoyHon komwmccum (JMK) apxuBa npeacrtaBnseTcsa  Ha
cornacoBaHue LleHTpanbHOM 3KcnepTHo-npoBepodHon komuccun (LOMMK) cneumanbHO  ynonHOMOYEHHOrO
degepanbHOro opraHa MCMOMHWUTENBHOW Bractu B cdepe apxvMBHOIO [Jena; rocydapCTBEHHbIX apXMBOB
cybbekTta Poccuiickonn Pegepaumm m MyHMUMNanbHbIX apxXMBOB - Ha cornacoBaHue JlK ynorHoOMOYeHHOro
opraHa ncnonHuTenbHon Bnactu cybwekta Poccuickon ®egepauumn B cdepe apxvMBHOro Aena; opraHusauumn
Poccuickon akagemun Hayk - Ha cornacosaHue 3K Apxvea Poccuiickon akagemmum Hayk.

PeweHune LUJ3MK cneumanbHO ynonHOMOYEHHOro defeparnbHOro opraHa WCMNOMHUTENbHOW BMRactn B
cepe apxuBHoro gena, JlMK ynonHOMOYEHHOro opraHa WcnofHuWTeNnbHoW Bnactn cybwvekta Poccuiickon
depepaumnm B chepe apxmHoro pgena, OIK ApxuBa Poccumckon akagemMmm Hayk O COrflacoBaHMM Crucka
WCTOYHWMKOB KOMIMIEKTOBAHMS apxmBa $SBMSETCH OCHOBaHWEM [ANA  €ero  YTBEePXAEHWs pPYKOBOACTBOM
COOTBETCTBYIOLLIErO apxvBa MMM OPraHoOM MECTHOrO camoynpaeneHus (4nsi MyHUUMNanbHbIX apXMBOB),
npesvanymom Poccumnckon akageMmmm Hayk.

ApxuB BnpaBe BECTU CMUCOK BO3MOXHbIX MCTOYHNKOB KOMMIEKTOBAHWSI.

CnipaBKkn, 3KCMEPTHbIE 3aKMOYEHMSI O BKIIOYEHWM OpraHu3auMi Uu rpaxgaH B CMNUCKA  MCTOYHUKOB
KOMMIIEKTOBAHUS apXmBa WUIn UCKIMIOYEHMN NX N3 YKa3aHHbIX CMUCKOB, a Takke O (hopMe npuema apXuBHbIX
OOKYMEHTOB Ha XpaHeHue 1 NpeacTaBnsioTCs:

denepanbHbiMM  TOCYJApPCTBEHHBIMM — apxvBamuM - Ha  paccmoTpenme  LIGMK  cneuyuwanbHo
YNOMHOMOYEHHOro befiepanbHOro opraHa UCMONHUTENBHOM BriacTu B cdepe apxuBHoro gena (pewleHve o6
WCKINOYEHUM OpraHn3aLmm U3 Cnmcka UCTOYHMKOB KOMMMEKTOBaHMSA dheepansHOro rocyaapCTBEHHOro apxmea B
cnyyae ee nukeugaumm npuHumaetcs ONK degepanbHOro rocygapcTBEHHOIO apxXmnBa);

rocygapcTBeHHbIMU apxmBamu cyobekToB Poccunckon Pegepaumm - MyHAUMNANbHbIMU apXuBaMu - Ha
paccmoTtpeHme IlNK ynonHOMOYEHHOro opraHa UCNOMHUTENbHOM BnacTn cyobekta Poccunckon depepauuymn B
ccepe apxmMBHOro gena;

opraHu3aumsamm Poccuinckon akageMmmn Hayk - Ha paccmoTpeHne OlNK Apxua Poccunckon akagemuu
HayK.

YTOYHEHME U NepeyTBEPKAEHNE CMMCKOB MCTOYHUKOB KOMIMIIEKTOBAHUS apXxvMBOB MPOBOAUTCS MO Mepe
HeobxogumocTn. OcHOBaHveM AN 3TOr0  SABMASAKTCA:  CO34aHWe, peopraHv3auusi,  NUKBMaauums
rocygapCTBEHHOro opraHa, opraHa MeCTHOro camoynpaBfieHus, OpraHuMsauun; OTKa3 HerocyaapCTBEHHbIX
opraHusauMm W rpaxgaH oOT COTpyAHMYecTBa C apxvMBOM (pacTopxeHwe porosopa); pewenue LMK
crneLumanbHO YNnonHOMOYEHHOro dhejepanbHOro opraHa WMCNONMHUTENBHOW BnacTu B cdepe apxMBHOro Aena,
OlNK ynonHOMOYEHHOrO opraHa WcnonHuTenbHoW Bnactn cybwekta Poccuiickon ®Pepepauum B cdepe
apxusHoro gena u 3K Apxmnea Poccuiickon akagemum Hayk 0 nepejade opraHv3aumyM B CMMCOK WCTOYHMKOB
KOMnnekToBaHus gpyroro apxuBa. OpraHusaumss MoOxeT ObiTb WCKMYeHa M3  ChiMcka MCTOYHUKOB
KOMMIIEKTOBAHUSA apxuBa, €Cnu B Mpouecce [AesTeNbHOCTU oOpraHv3aumM nepectanu obpasoBbiBaTbCA
AokymeHTbl ApxusHoro ooHaa Poccuiickon degepaumu.

4.2.3. ApxvB BefeT HabnwopgatenbHOe AEeNno Ha KaAbll roCyAapCTBEHHbIA OpraH, OpraH MeCTHOro
camoynpaBfeHns U OpraHuU3aLmio - ICTOYHUK KOMMMIEKTOBAHWUS apXxvMBa, B KOTOPOE BKIIHYAKTCH [OOKYMEHTHI,
XapaKkTepusytoLme ero NpaBoBON CTaTyC U AeATENbHOCTb, a Takke paboTy apxuBa U OpraHn3aLmio JOKYMEHTOB
B gernonpou3Boactse. HabnwpgatenbHoe f[eno MoOXeT ObiTb 3aBeOeHO M Ha rpaxgaHvHa - WCTOYHMK
KOMMIIEKTOBAHUSA apxmBa, B KOTOpPOE BKIIIOYAKOTCA CBEOEHMS O COCTaBe M COAEepXaHuu €ero apxXuBHbIX
OOKYMEHTOB.

B uenax yyeta paboTbl C ICTOYHMKAMUN KOMMNNEKTOBAHNSA apXmnB BrnpaBe COo34aBaTb YYEeTHO-CNpaBOYHbIE
KapToTekun 1 6a3bl JaHHbIX.

HODFIE,OK 9KCNepTn3bl UEHHOCTN OOKYMEHTOB

4.3. ApxvBHble OOKYMEHTbI BKMYalTCa B coctaB ApxmBHoro ¢oHaa Poccuiickon depepauumn Ha
OCHOBaHWN 3KCNEPTU3bl LEHHOCTU AOKYMEHTOB (T.€. U3yYEeHUs AOKYMEHTOB HA OCHOBE KPUTEPMEB UX LIEHHOCTU
B LleNsiX onpegenieHnst CPOKOB XpaHEHMS JOKYMEHTOB U X OTOOpa Ha NOCTOSAHHOE XPaHEHWUE).

BkntoueHne pokymeHTOoB B cocTaB ApxuBHoro coHaa Poccuiickon depepaumm OcCylwlecTBNSEeTCs Ha
OCHOBE KOMMJIEKCHOrO MNPUMEHEHNS] KPUTEPUEB MPOUCXOXKAEHMUS [LOKYMEHTOB (YHKLMOHAsbHO-LieNneBoe
Ha3Ha4YeHne NCTOYHMKA KOMMJIEKTOBAHWS C y4eTOM ero ocobow ponun unm TUNoBOro xapakrepa, BpemMs 1 MecTo
CO3[daHMA OOKyMEHTa M T.M.), COOEepXaHWs [AOKYMEHTOB (3HAYMMOCTb MHGOpMauuK, B TOM 4uUcne ee
YHUKaNbHOCTb, TUMUYHOCTb UMK NOBTOPSEMOCTb, BUA AOKYMEHTA, €ro NOAMMHHOCTb), BHELUHUX OCOBEeHHOCTENn
OOKyMeHTOB (hopma (bMKCMPOBaHUSA U Nepefayn CoaepXaHus, yaoCcToOBePEeHUst U OPOPMIEHNS JOKYMEHTA).

Mpu BKNIOYEHMM OOKYMEHTOB B cocTaB ApxuBHoro ¢oHaa Poccuiickon defepaumm MCnonb3yeTca Takke
doopma NoBMAOBOrO UMM rPYNMNOBOro BbIBOPOYHOro NpMeMa AOKYMEHTOB.

4.3.1. PewleHne Hay4YHO-METOAMYECKNX BOMPOCOB, CBA3a@HHbIX C 3KCMEPTU30M LIEHHOCTUM LOKYMEHTOB W
BKIMOYEHNEM UX B cocTaB ApxmBHoro dpoHaa Poccuiickon depepaumm, a Takke ¢ onpegeneHnem B ero coctaBe
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0c000 LEHHbIX JOKYMEHTOB, B TOM 4YWCME YHMKamnbHbIX OOKYMEHTOB, ocyulectensetcsa LIOMNK cneumansHo
YMOSTHOMOYEHHOTro beieparnbHOro opraHa UCMONTHUTENbLHOW BNacTh B cchepe apxmMBHOro Aena.

OkcnepTn3a UEHHOCTU OOKYMEHTOB OCYLLECTBMSETCA YMNOMHOMOYEHHBbIM OpraHoM  MCMOSTHUTENBbHON
BnacTtu cybwekra Poccunckon ®epepauum B ccoepe apxmMBHOro Aena, apxXxMBOoM COBMECTHO C_COBGCTBEHHMKOM
nnu BnagenbueM apXmBHbIX JOKYMEHTOB B COOTBETCTBUU C KpUTEPUAMU, YCTAHOBITIEHHBIMUN B m HaCcToALWMNX
Mpasun.

KoHcynbTaHTln0C: npumeyaHue.
Mpukasom MuHkynbTypbl PO yTBepxaeH [lepeyeHb TUNOBbIX apXMBHbBIX AOKYMEHTOB, 00pasylowuxcs B
Hay4YHO-TEXHNYECKON U NPOU3BOLCTBEHHOW AEATElNbHOCTU OpraHnu3auni, ¢ ykasaHueM CPOKOB XpaHEeHWs.

lMpu NpoBeAeHUN 3KCNEPTU3bl LEHHOCTU OOKYMEHTOB W OMpeneNieHMn CPOKOB XPaHEHUS OOKYMEHTOB
apXuB PYKOBOACTBYETCS MEPEYHAMU TUMOBbLIX APXMBHbIX [AOKYMEHTOB C YKa3aHWEM CpPOKOB XpaHEHUS;
nepeyvyHsMn JOKYMEHTOB, 06pasyoLmnxcs B npouecce AesTenbHOCTH hegeparnbHbiX OPraHoB rocygapCTBEHHON
BNacTu, WHbIX rOCyQapCTBEHHbIX opraHoB Poccunckon degepaumm, a Takke B Mpouecce AesiTenbHOCTU
NnoaBEeAOMCTBEHHbLIX MM OpraHu3auuin, C ykasaHMeM CPOKOB XpaHeHMs1 (OTpacrneBble MepeyHn); a Takke
CpoKaMu XpaHeHUs OTAENbHbIX BUOOB apXMBHbIX LOKYMEHTOB, B TOM 4UCMe He BOLIeALNX B YKasaHHble
nepeyvHu, KOTopble yCTaHaBNMBalOTCS 3akoHodaTenbCcTBoM Poccuickon ®egepauun.

PelueHuns o BkntoveHnn B coctaB ApxuBHOro dpoHga Poccuinckon dPepepauumn KOHKPETHbBIX [LOKYMEHTOB
npuHumatotca  OMNK  degepanbHbiX  rocygapcTBeHHbIX  apxvBoB, OlMK  yNONMHOMOYEHHbIX  OpraHoB
ncrnonHuTenbHoOW Bnactn cybbektoB Poccuiickon depepauum B cdepe apxMBHOrO fena, 3KCNepTHbIMU
(POHO0BO-3aKYMOYHBIMU KOMUCCUSIMU TOCYAAaPCTBEHHbIX U MyHULIMMNANbHbIX My3€€eB, SKCNEePTHBIMU KOMUCCUAMU
rocyapCTBEHHbIX U MyHUUMNanbHbix oubnunotek, OIMK Apxmea Poccuiickon AkagemMmnm Hayk npu yTBEPXKOEHUM
onucen gern, JOKYMEHTOB NMOCTOSIHHOIO CPOKa XpPaHEHWs.

lMornHOoMOuUMA M nopsgoK AeATenbHOCTUM YkasaHHbix OlMK onpegenstoTcss MOMOXEHUSMU O  HUX,
paspabaTbiBaeMbIM1 Ha OCHOBE COOTBETCTBYIOLLMX MPUMEPHbBIX MNOMOXEHUN, YTBEPXKOAEeMbIX CreunansHo
YMNOSTHOMOYEHHbIM heaeparnbHbIM OpraHOM UCMOMHUTENBHOW BNAacTu B chepe apXuBHOro gena.

ApxuB paccmaTpuBaeT M rotoBuT K ytBepxaeHuno IIK ynonHOMOYEHHOro opraHa WCNOMHUTENbHOW
Bnactu cybwekta Poccuiickon ®enepauum B cdhepe apxXuMBHOTO Aena onvucy Aer, LOKYMEHTOB (M X rofoBble
pasgernbl) NOCTOSIHHOrO CpoKa XpaHeHusi, 00pa3oBaBLUMXCS B EATENBHOCTU €70 UCTOYHMKOB KOMMIIEKTOBAHWS.
depepanbHble rocyaapCcTBeHHbIE apxuBbl, ApxmnB Poccuinckon AKageMumn Hayk yTBEPXKOalT YyKasdaHHbIE OMuCK
CaMOCTOSATENbHO.

ApxuB rotoBuT Kk cornacosaHuio OIK ynonHOMOYEHHOro opraHa MCMOSMHWUTENbHON Bractu cybbekTa
Poccuiickon depepaumm B cdhepe apXMBHOro Aena unu cornacoBbiBaeT B COOTBETCTBMM C NPeAoCTaBNEHHbIMU
€My MOMHOMOYMAMM ONUCU AeN NO_JIMYHOMY COCTaBy (UNU UX rofoBble pasfenbl), akTbl O HEUCnpaBUMbIX
nospexaeHunsx aokymeHTos (opunoxenne N 1). PegepansbHbie rocyaapcTBeHHbIE apxuBbl, Apxus Poccuiickoii
Akagemum Hayk MpOBOAAT COrnacoBaHMe NepeYvnCrieHHbIX JOKYMEHTOB CaMOCTOATENbHO.

BkntouyeHne [OKYMEHTOB, HaxOASLWUXCA B YaCTHOM COOCTBEHHOCTW, B cocTaB ApxuBHOro doHaa
Poccuickon ®egepaumm ocyecTBNAeTCS Ha OCHOBaHUM 9KCNEPTU3bl LEHHOCTN AOKYMEHTOB U odopmnsdeTcs
[0roBopoM Mexay COOCTBEHHUKOM MNK BnagenbLemM apXmBHbIX JOKYMEHTOB U apxuBoM. B aaHHOM porosope
ykasbiBaloTCcs 0053aHHOCTM COOCTBEHHWKA WNWU BriagenbLa apXMBHbIX JOKYMEHTOB MO XPaHEHWIo, YYeTy U
ncnonb3oBaHMo JOKYyMeHTOB ApxmnBHoro poHaa Poccuinckon depepaumu.

4.3.2. 3kcnepTn3a LeHHOCTU JOKYMEHTOB B apXvBe NPOBOOUTCH:

Mo MCTEYEHUN CPOKOB BPEMEHHOIO XPaHEHWS apXMBHbIX OOKYMEHTOB, B TOM 4YMCMe OOKYMEHTOB MO
NINYHOMY COCTaBY, MOCTYMMBLUNX B apXMUB OT NIMKBMANPOBAHHBIX FOCY4apCTBEHHbBIX OPraHoB, OPraHoOB MECTHOro
camoynpaBfeHns 1 opraHm3auun;

npw NOCTYNNEHUN B apXUB B UCKIMOUYUTENBHbIX Cy4asiX AOKYMEHTOB B HEYNOPAA0YEHHOM COCTOSAHWM;

B cny4ae 6e3B03BpaTHOrO BbIBO3a apXUBHbIX JOKYMEHTOB 3a pybex.

Mo pe3ynbTatam 3KCNEPTU3bl LEHHOCTU AOKYMEHTOB, CPOKM BPEMEHHOIO XpaHEHUS KOTOPbIX WCTEKNW, B
TOM 4MCre OOKYMEHTOB MO JIMYHOMY COCTaBy, apXwB COCTaBMseT akT O BblOENEHUM K YHUYTOXEHMUIO
OOKYMEHTOB, HE MOoANeXallmx XpaHeHuto ( ), U B YCTAHOBMNEHHOM MOPSiAKE BHOCUT U3MEHEHUS
B YYETHblE JOKYMEHTbI apXx1Ba.

B pesynbTtate 3KkCnepTU3bl LIEHHOCTM [OOKYMEHTOB, MOCTYNMBLUMX B apXmB B HeynopsgoYeHHOM
COCTOSIHMM, apXMB COCTaBISieT ONWCWU Aer, JOKYMEHTOB MOCTOSIHHOrO XpaHeHUs, OonNucu Oen BPEMEHHOro
(cBbiwwe 10 neT) cpoka XpaHeHus, onNMcY_Aen No JIMYHOMY COCTaBY M aKT O BbIAEMNEHUN K YHUYTOXEHUIO
[IOKYMEHTOB, He nognexalumx xpaHenuio (opunoxenve N 11)).

Moanexalume YHUYTOXEHUIO apXMBHblE OOKYMEHTbl MepefarTcs Ha nepepaboTky (yTunusaumio) u
CHMMaIOTCA C yyeTa B yCTaHOBMNEHHOM nopsake. Coaya gen ogopmnseTcs npuemMo-caatovHOW HaknagHow, B
KOTOPOW yKa3blBalOTCA AaTta nepegayn, KONMYecTBO caaBaeMbiX AeN U BeC ByMaXkHOW MakynaTypbl.
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I'IopﬂppK npnemMa apxmBHbIX JOKYMEHTOB

4.4. OT NCTOYHMKOB KOMIMIIEKTOBAHUSA apxuBa [OKyMeHTbl ApxuBHoro ¢oHga Poccuickon depepauum
NPUHMMAIOTCA rOCY4apCTBEHHBIM M MyHULMMNAMNbHLIM apXvMBamu, opraHmsanmen Poccunckorn akageMmmm Hayk no
NCTEYEHMM CPOKOB MX BPEMEHHOMO XpaHeHWs!, YCTAHOBIEHHbIX 3akoHoAaTenb,CcTBOM Poccuiickon ®epepauun.

B ucknioumMTenbHbIX Criydyasax CpokuM BPEMEHHOro XpaHeHnss AOKyMeHTOB ApxuBHoro cdoHaa Poccuiickon
depepaummn MoryT ObITb NPOANEHbI MO MpOocbOe MCTOYHUKOB KOMMIIEKTOBAHWS apxuBa MNpu HEOOXOAMMOCTM
NpPaKkTUYECKOro NCMONb30BaHWS apXMBHbBIX AOKYMEHTOB UMW OTCYTCTBUSI Y apxvMBa BO3MOXHOCTM AMiS npvema
YyKa3aHHbIX JJOKYMEHTOB B CPOKM, YCTAHOBIEHHbIE 3akoHopaTenbcTBoM Poccuickon ®epepauun. lNMpoaneHune
YyKa3aHHbIX CPOKOB OCYLLIECTBNAETCS: AN UCTOYHMKOB KOMMIEKTOBaHUSA deaepasnbHbiX apXMBOB - peLueHueM
OlNK deapepanbHbIX apxvBoOB; AN UCTOYHMKOB KOMMIEKTOBAHUA ApyrMx apxuBoB - pelleHvem JlK
YMOSTHOMOYEHHbLIX OPraHOB UCMONHUTENBHOM BNacTu cyobekToB Poccuiickon ®enepaummn B cdepe apXuBHOMO
Aena; ons UCTOYHMKOB KOMMMEKTOBaHMA Apxmnea Poccuiickon akagemum Hayk - peweHnem OMNK atoro apxumea.

CpokM BpPEMEHHOrO XpaHeHus [OOKYMeHTOB ApxuBHoro doHga Poccuiickon ®depepauym B
HEerocyapCTBEHHbIX OpraHvM3auusix OMNpedensioTca B AOroBoOpe Mexdy apxMBOM W COOCTBEHHUKOM MMM
BnagenbLem ykasaHHbIX JOKYMEHTOB.

4.4 1. Mpuem pokymeHToB ApxmBHoro dponga Poccuickon degepaumm OT UCTOYHWKOB KOMMNEKTOBaHWUS
OCYLLIeCTBASIETCA rocyAapCTBEHHbIM U MyHULMNAnNbHbIM apXmMBamu, opraHusaLmen Poccuinckon akagemmm Hayk
B COOTBETCTBMM C MNfIaHOM-TpachMkoM, KOTOPbIA YTBEPXKAAETCA PYKOBOLACTBOM apxvBa MO COrfacoBaHUIO C
NUCTOYHMKaMM KOMMNSIEKTOBaHUSA. BHennaHoBLINM nNpueM JOKYyMeHTOB ApxuBHOro dpoHga Poccuickon degepauuum,
a TaKkKe apXMBHbIX JOKYMEHTOB, CPOKM BPEMEHHOIO XpaHEHMS KOTOPbIX HE MCTEKMW, OCYLLECTBISETCH B Cnyvae
NVKBUOAUUN UCTOYHMKA KOMMIIEKTOBAHWS UMK B CIlyYae yrpo3bl COXPAHHOCTU apXMBHbIX JOKYMEHTOB.

Mo npocbbe NCTOYHMKOB KOMMMEKTOBAHUA U NPU Hanuyium cBoOOAHbIX MNnolwiagen rocygapCTBEHHbLIN U
MYHVLMNAanNbHbIA apXmBbl, OpraHM3aLms Poccuinckon akageMmm Hayk MoXeT OCYLLEeCTBNATb JOCPOYHbIN Npuem
OokymeHToB ApxuBHoro ooHaa Poccuickon Pegepaumm, a Takke BPEMEHHOE XPaHEHWE apXMUBHbIX JOKYMEHTOB
Ha ocHoBe goroBopa. [pnem apxvMBHbIX JOKYMEHTOB Ha BPEMEHHOE XpaHeHue OOPMIIAETCA TakkKe akToM
npvema-nepegayv AOKyMEHTOB Ha XpaHeHMe (| ) 1 NPOM3BOAMTCHA MO COATOYHOMW OMMUCH.

ApXUBHbIE OOKYMEHTbI MPUHMMAOTCA B FOCY4APCTBEHHbIA M MyHUUUNANbHbIA apXuBbl, OpraHU3auuto
Poccuiickorn akagemMun Hayk B ynopsaovYeHHOM COCTOSIHUM C  COOTBETCTBYHOLLMM  HAYYHO-CMPaBOYHbIM
annapaTtoM M CTPaxoBbIMWU KOMUAMU Ha 0COB0 LIEHHbIE [OOKYMEHTbI M YHUKamnbHble OOKYMeHTbl. Bce paboTsl,
CBsI3aHHble C 0TOOPOM, NOArOTOBKOW M Nepefavert apXmBHbIX OOKYMEHTOB Ha MOCTOSIHHOE XpaHeHue, B TOM
yscne € uxX  ynopsigodeHMeM W TPAHCMOPTMPOBKOW, BBIMOMHSIOTCA 3@ CYET CPeAcTB  MCTOYHMKOB
KOMMIIEKTOBaHUSA, NepeaatoLnx ykasaHHble JOKYMEHThI.

Mpu NpMeme apxmBHbIX AOKYMEHTOB NPOBOASTCS NMPOBEPKA MX (PM3MYECKOro, CaAHUTapPHO-TUTIMEHNYECKOTO,
TEXHUYECKOrO COCTOSIHUSA, @ Takke NpoBepKa CTPaxoBblX KONUA HA 0COBO0 LEeHHble AOKYMEHTbl U YHWUKanbHble
OOKYMEHTbI U NpoBepKa KOMMMEKTHOCTU YYETHbIX OKYMEHTOB.

[okymeHTbl ApxuBHoro oHaa Poccuitickon depepaumv NpPUHUMAOTCA B FOCYAapCTBEHHbIN Y
MYyHMUMMAnNbHbIA apxvMB, opraHu3auuio Poccuiickoli akagemum Hayk no yteBepxgeHHoiMm MK onmvcam  gen,
OOKYMEHTOB; JOKYMEHTbI MO JIMYHOMY COCTaBy - Mo cornacoBaHHbiM 3K onncam gen, OOKYMEHTOB; apXMBHblE
OOKYMEHTbI C HEUCTEKLUMMWN CPOKaMN BPEMEHHOIO XPaHEHWs! - MO CAATOYHbIM OMUCAM.

Mpuem gen nponsBoauTCs NOEAMHUYHO; 0COB0 LeHHble Aena NPMHUMAOTCS C UX MONIUCTHOM MPOBEPKOMN.
Ha Bcex sk3emnnsapax onucu aern, JOKYMEHTOB AenatnTcs OTMETKU O NpuemMe apXmMBHbIX JOKYMEHTOB B apXuB.
[Mpn OTCYTCTBUMU €AMHUL, XPaHEHUS, YKa3aHHbIX B ONUCK Aen, AOKYMEHTOB, B Hel [enaeTcsi HoBas MTOrosas
3annce. Homepa OTCYTCTBYHOLUMX €OMHWUL, XpaHeHWst U MpU4YMHBl OTCYTCTBMS OrOBapuBalOTCA B akTe
npvema-nepegaym JOKYMEHTOB Ha XpaHeHne n B npunaraemMon K akTy crnpaBke. CTOYHUK KOMMMEeKToBaHWs
NPUHMMAET Mepbl MO PO3bICKY HE MOCTYMUBLLMX HA XPaHEHWUE apXMBHbIX LOKYMEHTOB. YTpayeHHble MOAMMHHbIE
apXMBHbIE AOKYMEHTbI MOTYT OblTb 3aMEHEHbI NX KOMUAMMU.

[MpreM apxmBHbIX AOKYMEHTOB OOPMIISIETCA akTOM MpueMa-nepefayn LOKYMEHTOB Ha XpaHeHue (

), COCTaBNsieMbIM B ABYX 3k3emnnapax. OguMH aK3eMnnsp ocTaeTcs B apxXuBe, OPYron - B
WCTOYHMKE KOMMIEKTOBaHUSA. BmecTe ¢ apxXxvBHbIMM OKYMEHTaMM B apXvB NepeaarnTcsa TpU aKk3eMnnsipa onucu
aen, AOKyMEHTOB.

Mpn nepBom npveme apxXuBHbIX OOKYMEHTOB OT MWCTOYHMKA KOMMIIEKTOBAHUSA MPUMHMMAETCs Takke
nucTopuyeckas cnpaBka o0 Hem u ero poHae, KoTopasi 3aTeM [OMNONHAETCA cBeAeHUsMU 0D M3MEHEeHUsaX B
Ha3BaHuK, PYHKUUSIX, CTPYKTYPE UCTOYHUKA KOMMIeKToBaHus (poHaoobpasoBaTtens).

lMpuem apxvMBHbIX OOKYMEHTOB HA BPEMEHHOE XpaHeHue OdOopMIsSeTCA akToM npuemMa-nepegayu
AOKYMEHTOB Ha xpaHeHve (opunoxenve N 9) n nponssoanTcs no cAATOYHOM ONMCH.

4.4.2. [JokymMeHTbl OT rpaxgaH MOCTynakT B apxuB W BKOYaAlTCA B cocTaB ApxumBHOro ¢oHaa
Poccuiickon ®egepaumm no JOroBopy AapeHust, No 3aBeLlaHnto, No AOroBOpy Kymnnu-npogaxu, no peLUeHuto
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cypa.

Mpuem ykasaHHbIX JOKYMEHTOB B apXMB OCYLLECTBNAETCA Ha ocHoBaHuKU pelwerna JMNK denepanbHoro
rocygapcrBeHHoro apxmea; QMK ynonHOMOYEHHOrO opraHa WCMOfHUTENbHOW Briactu cybbekta Poccuiickon
depepaumm B chepe apxXMBHOIO Aena; 3KCNepTHOM (OhOHOOBO-3aKYMOYHOW KOMWUCCUMM TOCYAapCTBEHHOIO WUIK
MYHULMMNANbHOMO My3esi; 3KCMEepTHOW KOMWCCUWM FOCyAapCTBEHHOW WnM MyHuumnansHon 6mubnuotekn; 3M1K
Apxua Poccuinckon akagemum Hayk No pesyrnbTaTamM pPacCMOTPEHUSI CAATOMHOW WM OLEHOYHOW OnmMcu wu
3akMoYeHns aKcnepTa u opopMnaeTcsa akToM npuemMa Ha XpaHeHue OOKYMEHTOB INUYHOro MNpoUCXOoXaeHus (

Mpu oTpuuaTenbHOM peLleHnn Bonpoca O nNpueMe unu npuobpeTeHnn apxXMBOM YKa3aHHbIX apXMBHbIX
OOKYMEHTOB, a Takke Bo3BpaTe Mno pesynbTaTam 3KCNepTu3bl LEHHOCTU MX 4acTu M3 4Yuchna HaxoOWMBLUMXCHA B
apxvBe COCTaBMSETCA akT BO3BpaTa JOKYMEHTOB B OBYX 3k3emnnsipax. OguvH 3K3eMnnsip akta OocTaeTcs B
apxuBe, Opyron BMecTe C JOKyMeHTaMu (MX YacCTbio) BO3BpaLLaeTcsl COOCTBEHHUKY N BnagenbLyy.

4.4.3. AyanoBusyanbHble [OOKYMEHTbl MPUHMMAKOTCA Ha XpaHeHWe B CreayloleM  KOMMMekTe:
KMHOOOKYMEHTbI (purnbMmbl, CNEUBLINYCKM) - HeratMB U300paxeHus, HeratuB OHOrPaMmbl, MarHWUTHbIN
opurMHan ¢oHorpamMMbl, MO3UTMBHAsS KOMWUsi, MarHWTHasi OHOrpaMma LUYMOB M MY3bIKM, MPOMEXYTOYHbIN
No3nTNB U300pakeHns!, yCTAHOBOYHbIE PONMKU 1 MacnopTa AN UBETHbIX KWNHOAOKYMEHTOB (B UCKITHOYUTENBHbIX
crnyyasx MPUHMMAETCS HEMOMHbIN KOMMNMEKT); DOTOAOKYMEHTbl - HEeratuB, KOHTPOSbHbIM (POTOOTMNEYATOK;
(POHOOOKYMEHTBI U BUOEOOOKYMEHTbI - oOpurMHan u konus. OOHOBPEMEHHO MPUHUMAaETCs TeKCcToBas
conpoBoanTenbHasa JOKyMeHTauus: Ans KNHOAOKYMEHTOB - MOHTaXHbI€ MUCTbI, aHHOTauuK, paspeLumTeribHble
YOOCTOBEPEHUS K 3aKOHYEHHbIM MPOU3BEAEHMSAM, akTbl TEXHWYECKOTNO COCTOSIHWS, 3anucu LBETOBbIX U
CBETOBbIX MacnopToB; Ans (pOTOAOKYMEHTOB - aHHoTauud; Ans (OHOOOKYMEHTOB - COMpOBOAUTENbHAas
OOKyMeHTauums; AN BuaeoaoKyMEHTOB - aKTbl TEXHUYECKOrO COCTOSAHMS.

OneKTPOHHbIE OOKYMEHTbl MPUHUMAKOTCA Ha XpaHeHWe B COMPOBOXAEHUM MPOrpaMMHbIX CpeacTB,
NO3BOMAOLLNX UX BOCNPOU3BECTU, U C HEOOXOAMMBIM KOMMIEKTOM CONPOBOAUTENBHOW AOKYMEHTaLNN.

4.4.4, [JokyMeHTbl, CO3[aHHble apXVMBOM B pe3yrbTaTe WHULMATUBHOIO OOKYMEHTUPOBAHWS COOLITUIA
COBPEMEHHOCTM MIU MpOLLNoro (aHkeTbl, poTorpadun, 3anvcyM BOCMOMUHAHMN, Geced, WHTEPBBIO M T.4.),
BKIMOYaloTCa B coctaB ApxmBHoro ¢oHga Poccunckon defepauum M BHOCATCS B OMUCH Aen, AOKYMEHTOB,
koTtopas ytBepxaaetca K denepanbHOro rocyaapcrBeHHoro apxmea, OlMK  ynonHOMOYEHHOro opraHa
ucnonHuTeneHoW Bnactn cybvekta Poccunckon ®egepaummn B cdepe apxXMBHOrO fgena, 3KCMepTHON
(HPOHO0BO-3aKYMOYHON KOMUCCUEN FOCYAApCTBEHHOrO UMM MYHULMNANbHOrO My3esi; SKCMEpPTHOW KoMmccuen
rocygapCTBEHHOM UnNn MyHuumnansHon 6ubnuotekn, OMNK ApxuBa Poccuiickon akagemun Hayk. [Mpuem
yKa3aHHbIX JOKYMEHTOB 0(pOpPMIIAETCS aKTOM NprvemMa-nepeaaym AOKyMEHTOB Ha NMOCTOSIHHOE XpaHEHUE.

445, Tlpyuem CeKpeTHbIX [AOKYMEHTOB OT WCTOYHWKOB KOMMMEKTOBAHWUS FOCYAapCTBEHHOIO U
MYHULMMNANbLHOMO apXxvMBOB, OpraHu3auum PoccuMnCcKoW akageMuu HayK OCYLLeCTBSeTCSs B COOTBETCTBMM C
3akoHodaTenscTBoM Poccunckon ®egepaumm o rocyqapCTBEHHOM TalHe N0 akTy UM OTAEMbHbIM ONUCAM Len,
OOKYMEHTOB.

an/IeM APXUBHbIX JOKYMEHTOB OT JTIMKBUONPOBAHHbLIX OpFaHl/I3aLI,I/Il7I

4.5. Npuem gokymeHToB ApxuBHoro dpoHga Poccunckon depepauum n Opyrnx apxXmBHbIX AOKYMEHTOB,
CPOKN BPEMEHHOIO XpaHEeHUs! KOTOPbIX HE UCTEKMNN, OT NIMKBUOUPOBAHHbIX FOCYAAPCTBEHHbIX OpPraHoB, OpraHoB
MECTHOro CaMOyrnpaBfeHusl, roCyAapCTBEHHbIX W  MyHUUMMAmNbHbIX OpraHM3auumn OcCyLLIeCcTBRsieTcsa B
COOTBETCTBMM C AENCTBYIOLLMM 3aKOHOOATENLCTBOM U B NOPSAKE, YCTAHOBMEHHOM HacToswmmn [MpasBunamu
(cm. b4.4.1).

Mpn nukBMOaUUM HerocyoapCTBEHHLIX OpraHusauumi obpasoBaBLUMECS B MPoLECcCe MX OeATEeNbHOCTU
OOoKymeHTbl ApxuHoro choHaa Poccuiickon ®epepaumm, 4OKYMEHTbI MO FIMYHOMY COCTaBy, @ TakkKe apXMBHblE
OOKYMEHTbI, CPOKM BPEMEHHOIO XpaHEHMS1 KOTOPbIX HE WCTEKNW, MOCTynaiwT B apxvB B COOTBETCTBMM C
3akoHoaaTenscTBoM Poccunckon ®enepaumm n Ha OCHOBaHUM JOTOBOpa MexXay IUMKBUAALMOHHON KOMUCCUEN
(nukBupgaTopom) u apxuBoM. [lpy 3TOM nUKBMAALMOHHAs KOMWUCCUA  (NWKBUOATOP) OpraHmsyetr Ux
yrnopsiAoYeHMEe B YCTaHOBEHHOM MOPSIAKE.

ApXUBHbIE [OOKYMEHTbl C HEUCTEKLWMMM CpPOKaMuM BPEMEHHOrO XpaHEeHWs, MPUHSTbIE apXUBOM OT
NNKBUOVPOBAHHOW OpraHM3auuun, BbIAENSTCA K YHUYTOXEHUIO MO MCTEYEHUM YCTAHOBIIEHHbIX CPOKOB
XpaHeHus. ApXMBHbIE JOKYMEHTbI, MMEIOLLME B COOTBETCTBMM C TUMOBBLIMU UMW OTPaCMEBbIMU NEPEYHAMM CPOK
XxpaHeHus ¢ nomeTkon "OlK", BbIAENATCA K YHUUTOXEHMIO TOMbKO MOCre MNpPOBEeAEeHMSsT 3JKCNepTusbl UX
LLleHHOCTW 1 0TOOpa Ha NOCTOSIHHOE XpaHeHue.

I'Iepep,aqa APXMBHbIX JOKYMEHTOB U3 apXmnBa B apXunB

4.6. Nepenayva apxmBHbIX JOKYMEHTOB, HAaXOAsAWMUXcs B dedepanbHoOn COBCTBEHHOCTU, COBCTBEHHOCTU

KoHcynbTaHnTlntoc

HageXxHasa npaBoBas noagepxka

www.consultant.ru CtpaHuua 42 13 66


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

Mpwnka3 MuHkynbTypbl P® ot 18.01.2007 N 19

(pea. ot 16.02.2009) [okymeHT npegocTtasneH KoHcynbraHTlnwoc
"O6 yTBepxaeHumn MNMpaBun opraHM3aumm XpaHeHus, Hata coxpaHehusi: 07.10.2014
KOMMIEKTOBAHMW. ..

cybbekta Poccuinickon ®egepauum vnm  MyHUUMNanbHoM COOCTBEHHOCTW, M3 OOHOMO apxveBa B ApYron
OCYLLECTBMAETCA B COOTBETCTBUM C 3akoHodaTenbCcTBoM Poccuiickon ®epepauun, 3akoHOOATENbCTBOM
cybwekTa Poccuickon ®egepauumn, MyHUUMNaneHbIMYM NPaBoBbIMKU akTamu. py nepegave cocTaBrsieTcss akT
npvema-nepegayn OOKYMEHTOB Ha XpaHeHue ) B ABYX 9K3emnnsipax, OAHOBPEMEHHO
nepegatTcs TpW aK3emnnsapa onucen gen, AOKYMEHTOB, Aeno coHaa u nuct oHaa.

KomnnekTtoBaHue APXUBHbIMU OOKYMEeHTaMN n3-3a py6e>|<a

4.7. ApxvB MOXET KOMMIEKTOBATbCA apXMBHbIMA OOKYMEHTaMU POCCUIACKOTO  MPOUCXOXAEHUS,
HaxoOAWMMUCA MO PasnMYHbIM MpuuMHaMm 3a npegenamm  Poccunckon ®degepaumn, w/vunm  apXvMBHbIMA
OOKyMEHTamu 3apybexxHOro NponcxXoXxaeHns, MMetoLwmMm 3HadeHme gnst Poccun.

Mprem nony4veHHbIX u3-3a pybexa apxvBHbIX JOKYMEHTOB B apXMB OCYLLECTBMSETCA B COOTBETCTBUM C
JOroBOpOM Mexay COOCTBEHHMKOM WY BNnagernbLeM yKasaHHbIX JOKYMEHTOB M apXMBOM O MPOAaxe, OapeHun
MOAMNVHHBIX AOKYMEHTOB UMW UX KOMWI, OBMeHEe KONUAMK OKYMEHTOB. 3ako4YeHne AOroBopa OCyLLeCTBNsAeTCS
C y4eTOM 3aKoHOoAaTeNbCTBa COOTBETCTBYIOLLEN CTpaHbl. B goroBope Moryt oroBapuBaTbCsi 0COOble YCroBMS
NCNoNb30BaHUSA NepefaBaeMblX apXMBHbIX OOKyMeHTOB. [lpyem ocdopmnsaeTcs aktoMm npuemMa-nepegayu
OOKYMEHTOB Ha XpaHeHue ( ).

ApXuUBHblIE [OOKYMEHTbI, MOCTYyNMBLUME K3-3a pybexa B BMAE MNOAMMHHUKOB MMM KOMWA Ha npaBax
NOAMMHHNKOB, MPUHATLIE HA NOCTOSIHHOE XPaHEHNE B apXMB, HE3aBMCUMO OT UX MPOUCXOXKOEHWS BKIHOYAOTCA B
coctaB ApxmBHoro coHaa Poccuinckon defepaumm 1 nognexar rocyaapCTBEHHOMY Y4eETY.

Baaumogencteume apxusa ¢ UICTOYHMKAMMN KOMMNITEKTOBaHUS

4.8. ApxvB COBMECTHO C WCTOMHMKaAMM KOMMIIEKTOBAHUA apxmBa paccMaTpuBaeT U TOTOBUT K
COrnacoBaHuI0 COOTBETCTBYIOLLMM YNONHOMOYEHHbLIM OPraHOM UCMNOMHUTENbHOW BRacTn B cdepe apXUBHOro
Jena wnu cornacoBbiBaeT B COOTBETCTBUM C MpegoCTaBiEHHbIMU €My MOSTHOMOYMSIMW  MHCTPYKUMM MO
Oenonpon3BoACcTBY, MNPUMMEpPHbIE W WHAMBUAyaNbHbIE HOMEHKNATypbl AeNl, MNonoxeHuss ob apxvmBax w
9KCMEPTHbLIX KOMUCCUAX UCTOYHUKOB KOMMIIEKTOBaHNS apXuBa.

Apxus yyacTtsyeT B pabote LLOK (3K) MCTOUHMKOB KOMMMEKTOBaHWS apxuBa.

ApXuB NpMHMMAET y4yacTue B NpoBepkax cobnioaeHns npasun opraHu3aunm XpaHeHns, KOMMIeKkToBaHus,
yyeTa U UCNOMb30BaHUSA apXMBHbIX LOKYMEHTOB B WCTOYHMKAX KOMMMEKTOBaHUS apXuBa, OpraHu3yeMbix
cneumanbHO YNONTHOMOYEHHbIM beepanbHbIM OpraHoOM UCTMONHUTENBHON BnacT B cdepe apxvMBHOIo Aena,
opraHamu rocygapcTBeHHON Bnactu cybbektoB Poccuiickon depepaumu, B TOM YuUcre YNOMHOMOYEHHbBIMM
opraHamu UCMoNHUTENbHON BNacTn cyobekToB Poccuiickon Peaepaumm B chepe apxmBHOro gena.

4.9. ApxuB B Npegenax npegocTaBneHHbIX eMy MOMHOMOYMA B uensax opmupoBaHus u obecneveHns
COXPaHHOCTM OOKYMeHTOB ApxuBHOoro doHaa Poccuiickon ®epepauun, HaxodsdWMXCA Ha BpPeMEHHOM
XpaHeHuu, OcCyLLeCTBnseT B3auMOAEWCTBME C [OenOonNpPOou3BOACTBEHHBLIMU, apPXMBHLIMKU U 3KCNEPTHbIMU
cnyx6amy MCTOYHUKOB €ro KOMMJIEKTOBaHUS.

B aTux uensix apxmeB okasblBaeT yKa3aHHbIM CIy)k0aM MeTOAMYECKYD M MPaKTUYECKY MOMOLLb, B TOM
yucre Ha JOroBOPHOM OCHOBE:

B OpraHm3auumn JOKYMEHTOB B OENONPON3BOACTBE U (hOPMMPOBAHUN OeN;

no otbopy OOKyMeHTOB B cocTaB ApxuBHOro ¢onHaa Poccuiickon depepaumm u NoarotoBke WX K
nepegaye Ha NOCTOSIHHOE XpPaHeHWe;

no ynopsA0YeHMIO JOKYMEHTOB MO IMYHOMY COCTaBy;

no BedeHMI0 y4yeTa [OOKYMeHTOB ApxuBHOro doHaa Poccuiickon degepauuun, Haxogawmxcs Ha
BPEMEHHOM XpaHeHuu;

Nno NoAroToBKE HOPMATUBHbIX U METOAMYECKNX AOKYMEHTOB (MOCOOMiA) N0 Bompocam Lenonpous3BoAcTBa
W apXuBHOro Aena;

Mo COBEPLUEHCTBOBaHMNIO paboThl 4ENONPON3BOACTBEHHBLIX, aPXUBHbIX U 3KCMEPTHBLIX CRYXO0 WMCTOYHMKOB
KOMMIEKTOBaHUS;

B MOBbILLIEHUN NPOdeCcCMoHanbHOM KBanmgukaumm paboTHUKOB yKa3aHHbIX CITyxO.

V. OpraHusaumsi UICNornb30BaHNs JOKYMEHTOB apX1MBHOro hoHaa
Poccuitckon ®egepauun U Apyrmx apxmeHbIX AOKYMEHTOB B apxXuse

,D,OCTyﬂ nonb3oBaTenen K APXUBHbIM OOKYMEHTaM

5.1. ApxuMB nNpenocTaBnsieT NONb30BaTeNio OTKPbITble OOKYMeHTbl ApxmBHoro doHaa Poccuiickon
d>ep,epau,v||/| n apyrme apxumBHble OOKYMEHTbl, a TakKXe ChnpaBOYHO-MOUCKOBbIE cpeacTBa K HUM U MU3OdaHUA
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6ubnuoTeyHoro (cnpaBovHO-MHpOPMaLMOHHOIO) boHAa.

ApxvB obecneumBaeT [OCTYNn MOMb30BaTeENs K CEKpeTHbIM Jdenam, [JenaM, COAepXalium
KOHMAEHUManeHyt0  MHgopMauuo, Gasam JaHHbIX C  Y4EeTOM  OrpaHWYeHui,  YCTaHOBMEHHbIX
3akoHodaTenbcTBoM Poccunckon ®enepaumm, n yCroBUn, KOTOPblE YCTAaHOBUIM COBCTBEHHMKN N BNagenbLbl
ApPXMBHbIX JOKYMEHTOB NpU UX nepegave B apxmB.

JocTtyn nonb3oBatens K MNOANUHHMKAM OCOOO LEHHbIX [JOKYMEHTOB, B TOM 4MCME YHWUKaNbHbIX
OOKYMEHTOB, K JokymeHTam ApxuBHoro doHaa Poccuiickon — depepauuu, Haxogsawmnmes B
HeyOoBMeTBOPUTENBHOM (PU3NYECKOM COCTOSIHUM, OCYLLECTBMASIETCA B MCKIKOYMTENBHBIX Crydasx (B TOM 4ucne
ONnd npoBegeHns paboT No u3dyveHunto naneorpaduyeckux ocobeHHOCTENW TEKCTOB apXUBHbIX OOKYMEHTOB) C
NMMCbMEHHOIO paspelleHnss pykoBogutTens apxusa. [lonb3oBaTento nNpeaocTaBnSATCA KOMUU  yKa3aHHbIX
OOKYMEHTOB (pOHA NONb30BaHUA) UK AOKYMEHTanbHble Nybnukaumm, cogepxalwme aHHbIe AOKYMEHThI.

ApXuB He BNpaBe OrpaHu4MBaThb UMK OnNpeaensTb NOMNb30BaTEMNO YCNOBUSA UCNONb30BaHNS MHOpMaLm,
Nony4YeHHOM UM B pe3ynbTate CaMOCTOATENBLHOrO Moucka WNM NpefoCTaBfEHHOW eMy B MOpske oKasaHus
apXuBOM NNaTHbIX YCAYr, 3a WCKMOYEHMEM CriydaeB, MPeayCMOTPEeHHbIX 3akoHoAaTenbCcTBoMm Poccuiickon
depepaumun nnm oroBOPEHHLIX B JOrOBOPE apxmBa ¢ Nofb3oBaTenem no MHPOPMaLMOHHOMY OOCIYXNBAHWIO.

OpraHusaums paboTbl N0 pacCekpeunBaHUo apxXmBHbIX JOKYMEHTOB

5.2. PykoBoauTenb apxuBa OpraHusyeT npoBedeHue paboTbl MO KOHTPOSIO 3@ CPOKAMU CEKPETHOCTU
APXUBHbIX JOKYMEHTOB, MMELWNX rpudbl CEKPETHOCTU, U MH(OPMUPYET PYKOBOAMTENEN rOCy4apCTBEHHBIX
OpPraHoB, HafeneHHbIX MOMHOMOYMAMM MO OTHECEHWIO CBEAEHUN K FOCYyAapCTBEHHOW TaWHe, a Takke
pyKoBOAWTENEN OpraHn3auuin 0 HanmMyMm B apxXmBe CEKPETHbIX apXUBHbIX JOKYMEHTOB CO CPOKaMu CEKPETHOCTU
cogepxawmxca B HuXx ceegeHun cabiwe 30 net, nx coctaBe n obbemax.

PykoBoauTenb apxmBa opraHM3yeT pacCekpeunBaHne apXuBHbIX OOKYMEHTOB B cry4ae oduuManbHOro
OenerMpoBaHnsi MOMHOMOYMI Ha MpoOBeAeHWe 3TOM  paboTbl  PYKOBOAMTENEM  COOTBETCTBYIOLLETO
rocygapCTBEHHOIO opraHa unm opraHnsauum.

B apxvBe co3gaeTcs KOMUCCHS MO pacceKpeymBaHMIO apXMBHbBIX AOKYMEHTOB. MonoXeHne 0 KOMUCCUN U
nepcoHarnbHbIA COCTaB yTBepXKaalTCs: B hegepanbHOM rocygapCTBEHHOM apXMBe - PyKOBOAUTENEM; B apXvBe
cybbekta Poccuiickonn degepaumm - pykoBOAUTENEM YMONTHOMOYEHHOrO OpraHa WCMNOMHUTENBHON BRacTu
cybbekTa Poccuiickon depepaumm B cchepe apxmsHoro aena. Komuccnsa ocyuwectensget paboTy B MnaHOBOM
nopsiake, a Takke B CBSI3U C obpalleHMsaMI Nonb3oBaTenen.

PelleHne komuccum BCTynaeT B CUIy Nocrne yTBepXOeHUs pyKoBOAMTENeM apxvBa. Ha ocHoBaHum
peLleHus komuceun odopmnsieTcst bkl o paccekpeunsaHum apxuBHbIx gokymeHToB (cm. [_3.7.7), koTopbiit
COrnacoBbIBaeTCH C rocy4apCTBEHHbIM OPraHOM MUy opraHu3auven, HagenuBLIMM apxvMB COOTBETCTBYHOLLMMM
NMOSTHOMOYMSIMMN.

3anpocbl nonb3oBaTeNnel O pacceKkpedBaHWM apXUBHbIX [OKYMEHTOB paccMaTpuBaloTCs apXMBOM B
YCTaHOBIEHHbIN 3aKOHOAATENLCTBOM CPOK. ECnv apxmB He MONMHOMOYEH paccekpeuyvBaTh 3anpallvuBaemble
CBeEeHNsl, OH B MECSYHbI CPOK C MOMEHTA MOCTYMIEHWUsI 3anpoca HanpaensieT ero B COOTBETCTBYHOLUMM
rocy0apCTBEHHbIN OpraH, MNOMHOMOYHBLIA paccMmaTpuBaTb Bompoc 06 MX paccekpedvBaHuu, wnn B
MexBegomcTtBeHHyto komuccuio (MBK) no 3awmte rocygapCTBEHHOM TaWHbl UMM B MEXBEAOMCTBEHHYIO
3KCMEPTHYID KOMWCCUIO, AencTBylowyt B cybbekte Poccunckon ®Pegepaummn, o0 4Yem yBegomnset
nonb3oBaTensi, HanpaBWBLLENO 3anpoc.

ApX1B NpegocTaBnseT Ans U3yHYeHNst U OpraHn3auumn pacCekpeunBaHnsl YrieHam 3KCMEPTHBIX KOMUCCUN,
CO30aHHbIX B OpraHM3aumnsix, pPyKoBoOUTENM KOTOPbIX HageneHbl MOSTHOMOYMAMWU MO OTHECEHWIO CBEAEHUN K
rocygapCTBEHHOW TaHe, YneHaMm 3KChnepTHbIX rpynn, cgpopmupoBaHHbix MBK no sawmte rocygapctBeHHOM
TalHbl, @ TaKKe YreHam WHbIX KOMWCCWUW, MOMTHOMOYHBIX pacceKkpeumBaTb OOKYMEHTbl NMKBUAMPOBAHHbIX
opraHusauui, He MMEeNLMX MPaBONPEEMHUKOB, apXMBHbIE [OKYMEHTbl WM apXMBHbIE KOMUKW, a Takke
HeobxoaMMyto MHopMaLUio.

CnpaBoYHO-NOUCKOBbLIE CpeacTBa
(Hay4YHO-CMpaBOYHbIV annapaT) K apXMBHbIM JOKYMEHTaMm

5.3. [Ina obecneveHus goctyna K apXuBHbIM [AOKYMEHTaM apxvB NpegocTaBnseT MoSfb30BaTENo
CMpPaBOYHO-MOMCKOBbIE CPEACTBA K HUM (COBOKYMHOCTb OMMCaHUA apXMBHbIX OOKYMEHTOB, NpeacTaBNeHHbIX B
apXMBHbIX CNpaBOYHUKAX, MpeAHasHaJYeHHbIX ANA MOUCKa apXMBHbIX OOKYMEHTOB W coAepXallencs B HUX
OOKYMEHTHOM UHdopmaumm).

5.3.1. Komnnekc B3aMMOCBA3aHHbIX W  B3aWMOAOMNOSHSAEMbIX, CO3daBaeMbIX Ha eanHon
Hay4YHO-METOOMNYECKOA OCHOBE apXMBHbIX CMPaBOYHMKOB O COCTABE U COAEPXXaHUN apXMBHbIX LOKYMEHTOB
(cuctema Hay4dHo-cnpaBoyHoro annapata (HCA) apxusa) BkntovaeT obsAsaTenbHble AMs BeOEeHUA B apXxuBe
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apXMBHble CNPaBOYHUKM (ONWUCb Oen, [OKYMEHTOB; MNyTEBOAWUTENb; CUCTEMATUYECKUMA  KaTamor) MU
OONOMHUTENbHbIE apXMBHbIE CNIPABOYHUKK (yKasaTenb; 0630p).

B apxuBe BegeTcsa aHanma un yyeT cocTosiHus cuctembl HCA apxuBa Ha GymaxkHOM Hocutene (kypHan no
yueTy coctosaHua HCA, kapToTeka) n/vnm B aBTOMaTU3MPOBAHHOM PEXMME.

Obwwme TpeboBaHMsA K ONUCAHUIO apPXMBHbLIX AOKYMEHTOB

5.4. OnucaHne apxMBHbIX LOKYMEHTOB (CO3gaHMe MWHQOopMauun Ansi  apXMBHbIX  CMPaBOYHUKOB)
NPOBOANTCS Ha TPEX YPOBHSX: apXMBHbIN hoHA, eanHMLA XpaHeHUsi/eguHnLa yyYeTa, apXmBHbIA JOKYMEHT. [pu
HeoOXOAMMOCTU OnucaHve MOXeT MPOBOAWUTLCA MO  rpymnnamM  apxvBHbIX (pOHOOB, rpynnam  eauHuL
XpaHeHusa/eguHUL, ydeTa, KOMNIIeKTam, rpynnamMm apxXmBHbIX JOKYMEHTOB, YacTu apXMBHOIO AOKYMEHTA.

OnwuncaHne apxmBHbIX JOKYMEHTOB NPOBOAUTCS HA rOCyAapCTBEHHOM A3blke Poccuickon depepaumm u
MOXXeT AOMNOMHUTENbHO NPOBOAMTLCS Ha s3blkax CybbekToB Poccuiickon ®Pepepaumm n a3blkax MEHbLUMHCTB.

OCHOBOM apXMBHOrO CMpaBOYHUKA SBMASETCA OnucaTernbHas CcTaTbs, COCTOSWAs W3 Cregylowmx
06s3aTeNbHbIX 3NIEMEHTOB: CBEAEHUNA, MOSHTUMDULMPYOLLNX MHPOPMAaLMIO (Ha3BaHNe M CMpaBOYHblE AaHHbIE
apxuBHOrO POHAA, eauMHULbl XpaHeHus/eanHWLUbl y4YeTa, apXMBHOIO AOKYMEHTa); CBeAEHMN O COCTaBe MU
cogepXaHum uHdopmauun; ceegeHnin ob ycnosusix OOCTyna WM YyCrNOBUSIX WUCMNOMb30BaHUA MHGOPMaL MK,
CcBeeHMI N0 UCTOPUM apXMBHOro hoHAa (ANs YPOBHS apXMBHOro poHaa).

Mpn HeoOXOOAMMOCTM B OMUCATENbHYID CTaTbl  BKMOYAKOTCA  OOMOMHUTENbHbIE CBEeOEHUA O
MECTOHaxXOXAEHNN OPUTMHASIOB; O HanM4yMM apxXMBHbIX LOKYMEHTOB (hoHZoOOpa3oBaTens B COCTaBe OPYrnx
apxuBHbIX (POHOO0B U MecTax Ux xpaHeHus, bubnuorpadcdus n ap.

5.4.1. OnucartenbHag cTaTbs apXMBHOIO CNPaBOYHUKA Ha YPOBHE apxMBHOro hoHAA BKIHOYAET: Ha3BaHue
apxusHoro doHga (cm. M), CrnpaBOYHble AaHHbIE O HEM, MCTOPUYECKYIO CMIpaBKy K (DOHAY, aHHOTauuio O
COCTaBe W cogepXaHum apxvBHbIX OOKYMEHTOB, MH(opmaumio 06 ycrnoBmsiX AOcCTyna U MCNONb30BaHWs,
Gubnuorpadumto.

5.4.1.1. CnpaBo4Hble faHHble 06 apxMBHOM DOHAE COCTOST M3 3fieMeHTa apXxMBHOro wmdpa (Homepa
doHaa); obbema apxmBHOro hoHaa B eQuHMLAX XpaHeH s N/MnM eguHMuax yyeta no Bugam OOKYMeHTauuu;
KpamHWX OdaT apxvMBHbIX [JOKYMEHTOB MO KaXgoMy Buay AOKYMEHTauuu; MNepeyHs  MMeroLlerocs
BHYTPU(OHO0BOro Hay4HO-CNpaBoOYHOro annapara.

5.4.1.2. NcTtopuyeckas cnpaska K (ooHOY COCTOUT U3 MHdopMaumu no uctopumn doHgoobpasosaTens u
NCTOPUKN apXMBHOro poHAa.

CeepgeHna no uctopun doHaoobpasoBaTens BKHOYAKT: AaTbl ero obpa3oBaHus, NepeMMeHOBaHWus,
peopraHvM3auuny, nUKBMOAUUW, BEAOMCTBEHHYI MNPUHAOMEXHOCTb, CTPYKTYpPY W (YHKUMM, Has3BaHus
opraHusauum-npelwecTBeHHNKa n npaBonpeemHuka. CeegeHnss o coHgoobpasoBaTene apxvmBHoOro doHaa
NINYHOTO MPOMCXOXOEHUSA BKITHOYAKOT €ro kpaTtkMe Ouorpadmyeckue p[aHHble (dhamunuio, UMsi, OTYECTBO,
NceBAoOHUM, AeBUYbID amunuio, AaTbl XWM3HW, npodeccuio, AaHHble O CcryxebHon U obLeCcTBEHHON
AestenoHocTn). Ona apxmBHoro oHOa CeMbW, poda aHarnornyHole CBEAEHUs [aloTCAd O KaxaoM U3
pPOACTBEHHMKOB. [N 06beanHeHHOro apxmMBHOro poHaa cocTaenseTcst obLian ncropudeckasi cnpaeka.

CefeHuns no MCTopum apxXuBHOTO POHAA BKOYAIOT JATy €ro NocTynneHns B apxmB, OObEM W KpariHue
OaTbl apXvMBHbIX [OOKYMEHTOB, CTEMeHb WX COXPaHHOCTWU; OCOBGEHHOCTM (POPMUPOBAHMS, OMUCAHUA U
cucTemaTmnsaumm; nHdopmauunio 06 nsmMeHeHnsix B coctaBe n obbeme apxmBHOro oHga M ux nNpuyuMHax, o
HanVunMM apxXuBHbIX [OOKYMEHTOB [PYrnx opraHusauuin unm nuy (poHOOoBbIE BKIOYEHMS);, O cocTase
Hay4HO-CNPaBOYHOro annapata K apxupHoMy doHay. [ns apxvBHOW KOMMeKuMW yKasblBalOTCA CBeOeHUs O
BPEMEHW, YCINOBUSX, MPUYMHAX ee Co34aHus; MpuHUMNax (OpPMUPOBAHMWSA; MECTOHAXOXAEHWUN KOMMeKumMm Oo
MOCTYMIEHNSI B apX1B; COCTaBUTENE.

WNcTopuueckas cnpaska k poHAY KOpPEKTUpyeTCs Npu naMeHeHnn obbema apxmBHOro ooHaa, a Takke B
cry4yae peopraHusaummn, U3MeHeHns CTPYKTYpbl, PyHKUMI dpoHgoobpasoBaTens u T.0.

5.4.1.3. AHHOTauMa O COCTaBe U COAepXaHWW apXMBHLIX AOKYMEHTOB apxvMBHOro oHAa BKMYaeT
KpaTkyto 0006LLEHHYIO XapaKTePUCTUKY 3TUX JOKYMEHTOB MO BUAAM M UX COAEPXKaHUS No Temam, OTpaxKaroLmM
HanpaBneHuss geatenbHocTM hoHOooOpasoBaTens, C ykasaHWeM XpPOHOMorMnm TemM U 0003HayYeHueM ux
reorpacmyeckux (a4MMHUCTPATUBHO-TEPPUTOPUATIBbHBIX) FPaHMULL.

5.4.1.4. YcnoBust 4OCTYNa K apXMBHBbIM JOKYMEHTaM apXMBHOro ooHAa M MX WUCMONb30BaHUS BKIHOYAOT
CBELEHUSA O HANMNYMM apXMBHbIX JOKYMEHTOB, AOCTYMN K KOTOPbIM M MOPSA0K MX UCMNOSNb30BAHUSA OrpaHuYeHbl
3akoHoaatenscTBoM Poccuiickon ®depepaumm unm ¢oHgoobpasoBaTeneM, a Takke CBEAEHVUST O Hanuuuu
NOANMHHUKOB 0COB0 LEHHbIX JOKYMEHTOB, B TOM YMCIE YHMKanbHbIX LOKYMEHTOB, M OOKYMEHTOB ApPXMBHOMO
doHaa Poccuiickon ®egepaumn, HAXOOAWMXCS B HEYAOBNETBOPUTENBHOM (PM3NYECKOM COCTOSIHUW; O Hann4mm
dhoHAa Nonb30BaHWS.

5.4.1.5. bubnunorpadusa Kk apxvBHOMY QOHOY BKIOYAET CMUCOK OMyOIIMKOBaAHHBLIX CMNPaBOYHUKOB MO
AaHHoMmy hoHAy M NOPOHAOBLIX JOKYMEHTanNbHbIX NyOnukaumm, BeINOSTHEHHbBIX HA €ro OCHOBE.
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5.4.2. OnucaTtenbHasi cTaTbsl apPXMBHOIO CMNpPaBOYHUKA Ha YPOBHE €OMHULbI XpaHeHUs/equHULbl yyYeTa
BKITHOYAET: MOPSAAKOBLIN HOMEP eOUHULbI XPaHEHWUSI/eOUHNLbI YYeTa; CTapbll MHBEHTAPHLIN HOMEp; 3arofioBOK
€OVHWLbI XpaHeHUsi/eOUHNLbI y4eTa; CPaBOYHbIE AaHHbIE O HEW; YKa3aHue Ha MOASIMHHOCTL/KOMUAHOCTb, BUA
HocuTens (Mnm cnocob BocnponsBeneHus), A3blk, BHELIHME OCOOEHHOCTU, YCIOBUS AOCTyNa U MCNOMb30BaHMs
apXMBHbIX OOKYMeHToB. OnucaTtenbHas cTaTbs NpU HEOOBXOOUMOCTWU AOMNOMHSIeTCA Ha3BaHMEM apXMBHOIO
hoHAa 1 ero CTPYKTYpHOM YacTu (onnucu Aen, LOKYMEHTOB), aHHOTaUMEN OTAENbHbLIX APXUBHbIX OOKYMEHTOB
W UX TPYNN AaHHOW eOUHULbI XPaHEHUSI/eQUHNLbI yYeTa.

5.4.2.1. 3aronoBoK egMHNLIbI XPaHEHUS YPABNEHYECKOW AOKYMEHTALUMN, €AVHULBI XPaHEHUST apXMBHbIX
OOKYMEHTOB JIMYHOTO MPOUCXOXAEHUS BKIOYAEeT: HaMMEHOBaHWe BuAa apXMBHbIX OOKYMEHTOB; aBTOpa(oB)
apXMBHbIX JOKyMeHTa(oB); agpecarta(oB) unu KOppecrnoHAeHTa(oB), KOTOPbIM HarnpaeneHbl MM OT KOTOPbIX
nosy4YeHbl JOKYMEHTbI; BONPOC UMY NPeAMEeT, Ha3BaHusi cobbITUSs, hakTa, MecTHocTW, dhamMunun 1 MHULManbI
nny, K KOTOPbIM OTHOCWUTCSI copepkaHue ykasaHHbIX AOKYMEHTOB; daTtbl cobObiTmiA. B cnyvae otcytcTBUs
HeOoOXOAMMbIX CBEAEHUI B 3arofioBOK BKIHOHAETCS NOSICHAOLLAsA MHopMaLuus "aBTop He YCTaHOBIEH".

3aronoBoK efuHUUbl  ydeTa KMHOBMAEOOOKYMEHTa BKIOYAET aBTOPCKOE HasBaHue  dwuibma,
CreuBbINycKa, KMHOXypHana Wnin Ha3BaHue COObITWS, OTPaXKEHHOINO0 B KMHO- WKW Terneckoxete, naTy
Npon3BOACTBA W/uNn aaty CbeMky, haMmnnmm u nHMumuanbl pexnccepa u/mnm onepatopa CbeMKMU.

3aronoBok eAnHULbI y4eTa (DOHOAOKYMEHTa BKMOYaeT HasBaHMe W XaHp (pOHOOOKYMeHTa, HasBaHue,
MEeCTO U [aTy OTpaXeHHOro cobbiTusi. Mpu OTCYTCTBMM Ha3BaHUS (POHOLOKYMEHTA YyKasblBAaeTCH OCHOBHOE
copepXxaHve Tene- WNM paguvonepegadn, BbiCTynneHusi, Geceabl u ap. 3aronoBoK efuHWLBI  y4eTa
(hOHOOOKYMEHTA, COAEpXKaLLero 3anucb NPOU3BEAEHUS NMTepaTypbl WU WCKYCCTBA, BKIOYAET HasBaHue
Npon3BEAEeHNs N ero XaHp, MEPBYI0 CTPOKY TEKCTA, KOTOpas 3akmnio4yaeTcsa B KaBbl4kM, €Crn (POHOOOKYMEHTOM
ABMNSETCA HEe MMelllee aBTOPCKOro Ha3BaHuA M He onybrnvkoBaHHOe paHee npou3BedeHue; amunum u
WMHULUManbl aBTOPOB M/UMM UCMONHUTENEN Kak caMOoro npousBefeHus, Tak U ero obpaboTok, nepenoxeHun,
nepeBOAOB; sA3blk POHOAOKYMEHTA.

3aronoBoK eauHUUbBI XpaHeHus1 (POTOAOKYMEHTa BK/OYAET ONMcaHue Wu3o0pakeHus Wunn HasBaHue
doToanbboMa, crnanga, Heratmea, GamMUNMIO U NHULMAnNbLI aBTopa, MECTO U AaTy CbEMKMW.

5.4.2.2. CnpaBo4Hble AaHHbIE O €AVHULE XpaHeHus/eanH1LE y4eTa COCTOAT U3:

3MNeMeHTOB apxuBHOro wndpa (Homepa doHga; HoOMepa onucu den, OOKYMEHTOB; HOMepa eavHWUbI
XpaHeHusa/eguHULBI y4eTa);

obbemMa eguHWLbl XpaHeHusi/eouHWLbl yveTa: ONsi apXMBHbIX OOKYMEHTOB Ha OyMaHOW OCHoBe -
KONMMYeCTBO NUCTOB; ANs KMHOBUAEOMOHOOOKYMEHTOB (B 3aBMCMMOCTM OT BMAa) - KONMMYECTBO €4MHUL
XpaHeHus B eAMHULE yveTa Uinv eQUHUL, ydeTa B eQUHNLIE XPaHEHMWS!, METPaX, XPOHOMETPaX, BPEMSI 3BYy4aHUs
(B MUHYTax 1 cekyHAax); 4ns GOTOAOKYMEHTOB - KONMMYECTBO HEraTMBOB, COCTaBMSIOWMX €OUHULY XpaHeHus;
ans poTtoanb6oMOB - KONIMYECTBO POTOOTNEYATKOB;

KpalHUX [OaT apXuBHbIX [JOKYMEHTOB; [Af1 ayaMOBU3yarbHbIX AOKYMEHTOB - [fAaTbl 3anuMcu unu
nepesanucu.

5.4.2.3. B ka4ecTBe BMAOB MaTeEpPUAnbHOrO HOCUTENST eOUHNLIbI XPaHEHUSA/eQMHNLBI yYeTa Npy OnNmncaHum
yKa3bIBalOTCS:

ONS ynpaBreH4Yecko OOKYMEHTaLUUM M apXUBHbIX OOKYMEHTOB JIMYHOTO MNpOMCXoxaeHua - Oymara,
Kanbka, neprameH u T.4.;

ans pOHOLOKYMEHTOB rpaMMOMOHHOM 3anncu - MaTepuarn HoCUTens;

ANnst POHOLOKYMEHTOB MarHUTHOW 3anucu - TUM MarHUTHOM NEHTLI;

ONs BUOEOLOKYMEHTOB - hopMaT 3anucu;

Ans QoTo- N KNHOLOKYMEHTOB - (hopMaT 1 OCHOBa MNIEHKK, LIBETONEpeaaya;

AN 9NEeKTPOHHbIX AOKYMEHTOB - KOMMAKT-ANCK W/UNn Apyron COBPEMEHHBIN HOCUTEb.

5.4.2.4. YcnoBua pocTyna K eauHuWLaMm XpaHeHusi/eguMHuuaMm yvyeTa U MX UCMONb30BaHUSA  BKIOYaOT
CBeEHMS O HanM4mMM apXmBHbIX JOKYMEHTOB, AOCTYMN K KOTOPbIM WM MOPSAOK UX WUCMOMb30BaHUS OrpaHUYeHbl
3akoHoaatenscTBoM Poccuiickon ®depepaumm unm ¢oHgoobpasoBaTeneM, a Takke CBEAEHVUST O Hanuuuu
NOAMNMHHUKOB 0COB0 LEHHbIX JOKYMEHTOB, B TOM YMCIE YHMKamnbHbIX LOKYMEHTOB, M OOKYMEHTOB ApPXMBHOMO
doHaa Poccuinckon Penepaumm, HaXO4AWMXCSA B HEYAOBNETBOPUTENBHOM (ON3NYECKOM COCTOSIHUK; CBEOEHWUS
0 HanMuMy oHAAa NOSb30BaAHWS; O SA3bIKE Y BHELLUHNX OCODEHHOCTAX apXUBHbIX AOKYMEHTOB; 0 Hanuumm HCA «k
eJuHVLEe XpaHeHus/egmHuue yyeTa.

5.4.3. OnucaTtenbHas cTaTbs apXMBHOIO CMpPaBOYHMKA Ha YPOBHE apPXMBHOFO AOKYMEHTa BKIHYaeT:
3arofioBOK; CrpaBoYHble AaHHbIE O HEM; YKa3daHWe Ha MOASIMHHOCTL/KOMUAHOCTL; BUA HOCUTEnNs (Mnu crnocob
BOCMPOU3BEAEHMS); YCNOBUS [OCTYNa U UCNOJSb30BaHUS.

5.4.3.1. 3aronoBoK apxXWMBHOIO AOKYMEHTa BKMOYAET: HaMMEHOBaHWE BWAA apXMBHOTO [OOKYMEHTa;
aBToOpa; agpecaTa UM KoOppecnoHaeHTa, KOTOPOMY HamnpaBneH UM OT KOTOPOro MOSlydeH AOKYMEHT; BOMpOC
unu npegmeT, cobbiTne, akT, NMLO, Ha3BaHWE MECTHOCTW, K KOTOPbIM OTHOCWUTCS cOgepXaHue yKa3aHHOro
OOKyMeHTa; gaty cobbitua. B cnyyae oTcyTCTBMS HeOoOXOoouMMbIX CBEAEHMI B 3arofloBOK BKMHYaeTcs
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nosicHsioLwasa nHopMauus: "aBTop He yctaHoeneH", "6e3 gatbl". NMpu HEOOXOAMMOCTU 3arofioBOK JOMOSTHSAETCS
aHHOTaUMeNn, pacKkpbIBaOLLEN HE OTPAXXEHHOE B 3arofiloBKe COAEpKaHWe JAaHHOIO AOKYMEHTA.

5.4.3.2. CrnpaBoYHble AaHHble 006 apXMBHOM [OOKYMEHTE COCTOAT M3 SMIEMEHTOB apXMBHOMO LKndpa
(Homepa oHOa; HOMepa onucu ger, OOKYMEHTOB; HOMepa eOuHWUbI XpaHeHUs/eOUHWUUBI y4eTa; HOMEpPOB
nncToB); obbema (KonuyecTea JIMCTOB) apXMBHOMO AOKYMEHTA; AaThl €ro CO34aHUS.

5.4.3.3. YcnoBusa focTyna K apXMBHOMY JOKYMEHTY UM MUCMOMb30BaHMS BKMOYAlOT CBEAEHUS O Hanuyuu
OrpaHNYeHUn Ha JOCTYN U OrpaHNYeHnin MO UCMOMb30BaHMUIO, YCTAHOBIEHHbIX 3akoHoA4aTenbLCTBOM Poccuiickon
depepaummn nnmn doHgoobpasoBaTtenemM, a Takke 06 OTHECEHMUN €ro K YMCIy 0COBO0 LiEHHbIX JOKYMEHTOB, B TOM
yncrie yHUKanbHbIX JOKYMEHTOB, UK OOKYMEHTOB ApxmBHoro poHaa Poccunckon ®egepaumm, Haxoasawmxcsa B
HeyOBNEeTBOPUTEINTbHOM (DU3NYECKOM COCTOSIHMM; CBEOEHUS O Hanunuum doHda MNosfb30BaHWS; O A3blke U
BHELLHNX OCOBEHHOCTAX apXMBHOIO AOKYMEHTA; O BKIMOYEHUN nHopMaumm o Hem B cuctemy HCA.

5.5. Mpun cosgaHum HCA apxvB yunTbIBaeT He TONMbKO 0bLme TpeboBaHMsA K COCTaBMEHUIO onncaTenbHbIX
cTaTen apXMBHbIX CNPaBOYHMUKOB, HO M OCOBEHHOCTU NOArOTOBKN UX KaXXO0ro TMna v Buaa.

Onucb aen, AOKyMEHTOB

KoHcynbTaHTlIn0C: npuMmeyaHue.

B odwumanbHOM TekcTe [OOKyMeHTa, BMAMMO, [JOMylLleHa onedatka: MNyHKT 6.4.2 B OOKyMeHTe
OTCYTCTBYET, MO BOMPOCY, KacalLeMycsi onMcaTesbHbIX CTaTell eauHUL XpaHeHus/eQuHWUL, ydeTa, CM. MyHKT
5.4.2.

5.5.1. Onuck gen, LOKYMEHTOB (apXMBHbLIA CNPaBOYHUK, MPefHa3HaYeHHbIA ONs packpbiTUS cocTaBa U
cofepXaHusa eavHUL XpaHEHUS/eQUHNLL yYeTa, 3akpensieHns Ux BHYTPUAOHAOBOW cUCTEMATM3aLun U yYeTa;
LE) COCTOWUT M3 onucaTenbHbIX CTaTel eOuHWULL XpaHeHusi/eguHuy, ydeta (CM. ),

NTOroBON 3anucu (CMm. M), nucrta-3aBeputens ( ) 1 CNpaBOYHOrO annapaTa K OnucHm.

B cnpaBoyHbIn annapat onucy gen, AOKYMEHTOB BXOAAT: TUTYMbHbBIN NIUCT; codepxaHue (ornasreHue),
NpeaucrnoBme; CNUCOK COKPaLLEeHWIA; NepeBodHbIE TabnuLbl apxXMBHbLIX WNGPOB (B criyvyae nepepaboTku onucu);
ykasartenu.

Ha TutyneHom nucte onucu gen, OOKYMEHTOB MOMELLAKTCA: MOMIHOE Ha3BaHWE apxuBa, HasBaHue W
HOMEp apxuBHOro (OHOA, HOMEpP W Has3BaHWE OMnuUCKU, KpalHue [[aTbl BHECEHHbIX B OMUCb apXMBHbIX
OOKYMEHTOB.

Mpeancnosne coctaBnsieTcst MO0 K Kakgow onvcu aen, OOKyMeHToB, nmnbo obuiee KO BCEM OMUCAM
apxuBHoro doHga. B npeancnoBum kpaTtko manaratotcss uctopust poHgoobpasoBaTens M apxXMBHOMO (QOHAA;
aHHOTaUMsl COCTaBa M COAEPXKaHUSA apXMBHbIX JOKYMEHTOB (C BblAeNneHMeM Hanbdonee TUMUYHLIX TPYNn eanHunL,
XpaHeHua/eanHuL, ydeTa no Mx Bugam 1 pasHOBUOHOCTAM, MO COAEPXKaHMWI0); COCTaB CMpaBOYHOrO annapata K
onucu. MNMpn cocTaBneHnn OTAENbHbIX MPEANCIIOBUI K KaXKO0M ONMCK apXMBHOTO poHAaa Bce o0LMe OaHHble Mo
nctopumn poHaoobpasoBaTens N UCTOpUsSt apxXMBHOTO (poHAA MOMELLAKTCS B NPEaUCTOBUM K MEPBON OMUCU
aen, DOKYMEHTOB.

Mpn HEO6XOAMMOCTU K ONUCK AN, [OKYMEHTOB COCTaBMSATCA 00LWme 1 cneumanbHble ykasaTenw.

5.5.1.1. ApxuB B HEOOXOAMMbIX Cry4asix OpraHn3yeT YCOBEPLUEHCTBOBAHNE U NepepaboTky onucern Aen,
JOKYMEHTOB.

YcoBepLUeHCTBOBAHNE ONUCK Aen, AOKYMEHTOB - KOMMNEKC paboT Mo MOBbIWEHNO MHGOPMaTMBHOCTU
OMUCK: YTOYHEHMIO 3arofloBKOB €AMHWL XpaHeHus/eguHuy, ydeta (6e3 M3MeHeHuss ux cuctemaTtusauun),
COCTaBMEeHMI0 He06XO04MMOro CNPaBOYHOrO annapaTta K Onuncu.

MepepaboTka onucy aen, OKYMEHTOB - COCTaBfeHWe HOBOW OMUCWU B3aMeH CTapoW, He OTBevaloLlen
TpeboBaHMAM Moucka U yvyeTa apxXxMBHbIX OOKYMeHTOB. [lepepaboTka onucu BKMOYAET: U3yYeHWEe efuHWLL
XpaHeHus/egnHuy, y4veTa C NpOBEAEHVMEM 3KCMepTU3bl WX LIEHHOCTM, YTOYHEHMEM WX (OOHOOBOW
NPUHaANEXHOCTN; YTOYHEHNE NN COCTaBNIEHNE 3aroyioBKOB €AWHWUL, XpaHeHusi/eQuHUL, yyeTa; onpegerieHune
UKW YTOYHEHME WX KpamHWX OaT, NepecucremMaTmsaumio €OuHUL, XpaHeHus/eauHuL yveTa Mo HOBOW CXeme
cucTemMaTmMsaumm U cocTaBneHme HeobxooMMoro crnpaBo4yHOro annapata k onucu. lMpu nepepaboTke onucu
cocTaBnsieTcs nepeBofHasi Tabnuua ctapbiX U HOBbIX apXMBHbIX LIMGPOB €4MHUL, XpaHeHusi/eQuHuL yyeTa.
YHUYTOXEHUE CTapbiXx OMMCEN Oen, OOKYMEHTOB fnocrne ux nepepaboTku 3anpewaetcs. Crapble onucu
YUUTBIBAKOTCA MO HOBbIM OMUCAM Ha MNpaBax OTAENbHbIX €4VHUL, XPaHEHWsT U MOMELLAKTCA B KOHLUE HOBOW
onucu 3a nocnegHUM HOMepPOM Mo CBOUM 3arofloBKOM M ¢ oTMeTkon "Onunck nepecoctaeneHa. Cum. on. N ...".

MyTeBoanTenu

5.5.2. NyTeBoauTenb (apXMBHLIA CNPaBOYHMK, copepXalum cBefeHuss 06 apxuBHbIX (poHOaX apxusa
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(apx1MBOB) B CUCTEMAaTU3NPOBAHHOM BUAE W MpefHasHaYeHHbIN ONA  O3HAKOMIIEHWUS MOoMb3oBaTens C WX
COCTaBOM UM cofep>aHMeM) COCTOUT U3 onncaTerbHbIX CTaTel Ha YpOBHEe apxvMBHOro doHaa (cwm. m) "
CnpaBOYHOrO annapara.

Bvuoamu nytesoanTens sBnsOTCA NyTeBoaMTENb N0 POHAAM apxusa (apXvMBOB); KpaTKU CNPABOYHMK MO
doHOaM apxuBa (apxvBOB); TemaTudeckuin nytesBoauTens no doHgam apxuea (apxmsos). [lyTeBogutenu
noapasgensTcs Takke Ha apXyBHbIE (BHYTPUaPXUBHbLIE) N MEXapXUBHbIE.

Bug nyteBoamTeNs U cxeMa NocTpoeHUs onpenensaoTcs ero ueneBbiM HasHavYeHeM.

5.5.2.1. OcHoBHas YyacTb nyTeBoauTEnNsi No ooHAam apxvBa (apxXuUBOB) COCTOUT U3 OMNMUCATESNbHbIX CTaTEN
apxvBHbIX (DOHAOB MNW rPyMnn apxmMBHbIX oHAOB. B nyteBoguTens no doHgam apxuBa (apXvMBOB) AOMKHbI
BKMOYATbCA CBEOEHUSA O BCEX OTKPbITbIX apxuBHbIX (boHAax. HekoTopble apxuBHble (DOHALI MOryT ObITb
npeacTaeneHbl B BUAE CNUCKA HEAHHOTUPYEMbIX apXMBHbIX (DOHAOB.

5.5.2.2. OcHoBHas 4acTb KpaTKOro crnpaBoYyHMKa MO poHOamM apxmBa (apxvMBOB) COCTOUT U3
cMcTEMaTU3MPOBAHHOIO NEpPeYHs onucaTenbHbIX CTaTen Ha apXxvBHble POHALI MU TPYMNbl apXUBHLIX (POHOOB.

KpaTkne cnpaBoOYHMKM MOAPasfensoTCss Ha aHHOTMPOBAaHHblE M HeaHHOTMpoBaHHble. OnucaTtenbHas
cTaTbss B @aHHOTMPOBAHHOM KpPaTKOM CMPaBOYHMKE COCTOMT W3 Ha3BaHWA apxmBHOro ¢oHga Cco Bcemu
nepevMmeHoBaHnsaMu hoHaoobpasoBaTtens, CNpaBoOYHbIX AaHHbLIX 06 apxMBHOM (POHAE U KpaTKOM aHHOTaLMK Ha
apXuBHble OOKyMeHTbl 3aToro poHga. OnucaTenbHas cTtatbd B HEAHHOTUPOBAHHOM KpPaTKOM CNpaBOYHUKE
COCTOUT U3 Ha3BaHMS apXMBHOro hoHaa 1 CPaBOYHbLIX AHHBLIX O HEM.

5.5.2.3. OcHoBHas 4YacTb TemMaTudeckoro nyteBoautens no goHaam apxusa (apXuBOB) COCTOUT U3
CMCTEMaTU3NMPOBAHHOIO NepeYHs onucaTerbHbIX CTaTen No onpeaernieHHON TeMe Ha apxXvBHble (POHAbI UNN KX
YyacTu.

5.5.2.4. B cnpaBouyHbI annapart nyTeBoguTens Ioboro Buaa BXOOAT TUTYINbHBLIM JIMCT, codepXaHue
(ornmaeneHue), NnpegMcnoBme, CNMCOK COKPaLLEHWUA, MPUNOXeHMs, ykasatenu. K nyteBogutenio cocraensieTcs
obLwas bubnuorpadus.

B MHOroTOMHbIX M3gaHuAX NyTEBOAUTENEN COCTABAETCHA CNPaBOYHbIA annapaT Kak AN BCero U3faHus B
Lenom, Tak 1 AN oTAernbHbIX TOMOB.

KaTtanorn

5.5.3. Katanoru (MexdoHA0BbIE apXMBHbIE CNIPABOYHMNKM, B KOTOPbIX CBEAEHUS O COAEPXKaHUN apXUBHbIX
hOHAOB, €AMHUL, XpaHEeHNs/eQNHUL, yYeTa, apXMBHbLIX JOKYMEHTOB (UK UX YacTen) apxmsa CrpynnupoBaHbl Mo
npegmeTtam (TemMaM, OTpacfsiM), pacrnosioXXeHHbIM B COOTBETCTBUN C OnpederieHHONn cxemoun Knaccudmkauum
OOKYMEHTHOM WHpopmauun) obpasyloT cuctemy katanoroB apxvmea. CoctaB CcUCTeMbl KaTanoros apxusa
onpeensieTca COCTaBOM W COAEpXaHWeM apXMBHbIX [OKYMEHTOB; WHTEHCMBHOCTBIO WX MWCMOMb30BaHWS;
CTeneHblo pas3paboTaHHOCTU apXuBHbIX (POHAOB; HaMMYMEM W Ka4YeCTBOM APYrMX TWUMOB  apXUBHbIX
cnpaBo4HUKOB. OCHOBHbLIMM B CUCTEME KaTasnoroB apxvBa siBNATCA CUCTEMATUYECKUIA 1 UMEHHOW KaTanoru.

Katanorn noppasgensioTca Ha cucTtematuyeckue, TeMaTUYeckne M ux pasHOBMAHOCTWU (Katanoru no
NCTOPUM  YYPEXAEHWUN, aOMUHUCTPaATUBHO-TEPPUTOPUANBHOTO AeneHns W Ap.), npeaMeTHble U1 KX
pa3HOBUOHOCTM (MMEHHOW, reorpadmnyecknin, 06 beKTHbIN).

OnucaTenbHas cTaTbs Katanora BKMOYaeT: HasBaHWe apxvea; WHAEKC; pybpuky u noapybpuky; AaTy
COBbITUSA; MECTO COBLITUS; CBEAESHNS N3 apXMBHOIO JOKYMEHTA, €AMHULbI XpaHeHUs/eAMHULbI yYeTa, apXMBHOIO
doHOa (coaepxaHue); apxuBHbI WNGP; A3bIK AOKYMEHTa U Ccrnocob ero BOCnNpousBedeHus; damunuio
COCTaBUTENSA U AaTy COCTaBIEHNsI OnucaTenbHON CTaTby.

[nsa ycTaHOBEHMs CBA3M MEXAY pasfenaMu Kartanora unv pasgenos karanora ¢ ApYrMMy apXvBHbIMA
cnpaBOYHMKaMW MPUMEHAETCH CMCTEMa OTChISIOK.

Ykasatenu n 0630pbl

5.5.4. YkasaTtenu (apxvBHble CMpaBOYHMKKU, MpeacTaBnstowme cobor andgaBuTHble, cucTeMaTU4Yeckue
WM COCTaBfIEHHbIE MO KaKOMy-MOO WMHOMY TMPW3HaKy MEepeyYHn Has3BaHWi (HauMeHOBaHWIA) NpeaMeToB,
YyNOMWHAEMbIX B apXMBHbIX AOKYMEHTax, C YKasaHMeM WX apxXvBHbIX LWWEPOB) noapasgensoTcs Ha
BHYTpU(OHOO0BbIE, MEX(OHAOBBIE, MEXApPXMBHbIE, @ Takke Ha TemMaTuyeckne, npeaMeTHble (obwwne wu
crneumanbHble), XpoHonornyeckne. PasHOBMOHOCTAMM MNPEeAMETHOrO ykasaTensd sBnAOTCA  MMEHHOW WU
reorpaduyeckuii ykasaTtenu.

YkasaTenu mMoryT 6bITb CaMOCTOSITENbHBIMU apXMBHLIMKU crnpaBoYHMkamn B cucteme HCA apxvBa wnum
BXOAWTb B COCTaB BCMOMOraTenbHOro CpaBo4YHOro annapara K ApyruM TUnamM apXuBHbIX CMPaBOYHUKOB.

OnucartenbHasa cTaTbsl ykasaTens nwoboro Buga COCTOMT U3 NpeaMeTHoro noHsatusa (pybpukn) wu
apxvBHOro wudpa.

B ykasatene npuMmeHsieTCs CMCTEMa OTCbIFIOK AMs YCTAHOBMEHMS CBA3EW MeXOy TOXAECTBEHHbIMU
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NpeaMETHBLIMU NMOHATUSIMM.

5.5.5. O630phbl (apXMBHbLIE CMPABOYHMKN, BKIHOYAOLLME CUCTEMATU3UPOBAHHbLIE CBEAEHUSI O COCTaBe M
CoOEPXXaHUN OTAEMNbHbIX KOMMMEKCOB apXMBHbIX [JOKYMEHTOB, [AOMOSIHEHHbIE WX WCTOYHMKOBEAYECKUM
aHanuaom) noapasgensitoTcst Ha 063opbl POHA0B M TeMaTUdeckne 0630opbl.

O630p poHOa BKMYAET CUCTEMATM3UPOBAHHbIE CBEAEHWST O COCTaBE W COOEpPXXaHUW apXUBHbIX
OOKYMEHTOB OZIHOTO apXMBHOTO hoHAa.

TemaTnyecknii 0630p BKIOYAET CUCTEMATM3NPOBaHHbIE CBEAEHNS O COCTaBe U COAEPXKaHUW apXUBHbIX
OOKYMEHTOB OZHOMO Ui rpynrbl apXMBHbIX (DOHAO0B OAHOMO UM HECKOSBbKMX apXMBOB MO OMNpeaerieHHon Teme.

B cnpaBoyHbIi annapaT o63opa BXOAST TUTYMbHBIA NUCT, codep)aHue (ornaeneHue), npeavcrnosue,
CNMUCOK CoKpalleHui, ykasaTenu. K Tematuyeckomy o0630py OOMKHbI OblTb COCTaBMEHbI éEEé%E EEEEEE
NHdOopMaLMs 0 KOTOPbIX coaepXuTca B 063ope, n bubnuorpadus no teme ob3opa.

ABTOMaTunaupoBaHHbIn HCA

5.6. ApxvBHble CMpPaBOYHMKM MOrYyT BECTUCb B apxvBe B aBTOMATU3MPOBAHHOM  peXnMme,
obecneunBaioLLEeM BO3MOXHOCTY ONEPaTMBHOIO M MHOrOacrnekTHOro rnovcka u npeactaBneHus OOKYMEHTHOM
WMHopmaumm (B TOM YMCIE B peXMME yaaneHHoro 4octyna).

MudopMaLumoHHoe HanonHeHne asTomaTusnposaHHoro HCA cocTtaBngeT cogepXaHue onucaTernbHbIX
cTaTbel apXMBHbLIX CMPaABOYHUKOB Ha YPOBHE apxmMBHOro doHaa (CM. m), eQuHVUBI  XpaHeHWs/eAMHULbI
yyeTa (Cm. m), apPXUBHOTO AOKyMeHTa (CM. ), @ TaKkKe Kro4deBble CrioBa U pybpukaTopbl.

O6GsA3aTenbHbIMM BUOAMU KIOYEBBIX CMOB (TEPMUHOB, XapakTepuayrLmMxX B 0606LLEHHOM 1 CXaToOM Buae
cofepxaHve onucaTenbHbIX CTaTbel apXMBHbIX CMPaBOYHUKOB) NMpy BedeHun asBTomatmanpoBaHHoro HCA
aBnaTca: "Tematmka”, "nepcoHanuun”, "reorpacus”. B cnyvyae HeobGXoAMMOCTM MOryT co3gaBaTbCsl Apyrue
BMAbI KMOYEBbIX CIOB.

Py6pukaTopbl - cuctemaTmyeckne u tTeMaTmyeckne Cxembl NOHATUI C MHAEKCaMU ANst CTPYKTYpUpOBaHWS
N noucka AOKYMEHTHON nHdopmMaLlmmu B aBTomaTnampoBaHHom HCA.

dopMbl NCNOMb30BAHUS apXUBHBIX JOKYMEHTOB

5.7. OcHoBHble OpMbl MCMNOMBb30BaHUA aPXUBHbIX [AOKYMEHTOB  (NpegoCTaBfeHns  apXxvBOM
6e3B03Me34HO UK BO3ME3HO NOoJSb30BaTeN0 MHAOPMALMOHHBLIX YCYr U MHAOPMAaLMOHHBLIX MPOAYKTOB ANS
yOOBNETBOPEHMS €ro MHPOPMALIMOHHBIX NOTPEBHOCTEN):

WHopMaUnoHHoe obecrneyeHne Monb3oBaTenen B COOTBETCTBMM C UX 3anpocamy, a Takke B
WHULMATUBHOM MOPSAAKE;

npegocTaBneHne apxmBHbIX JOKYMEHTOB MOSb30BaTENSAM B YATANbHOM 3are apxuBa;

9KCMOHMPOBAHME apXMBHbIX JOKYMEHTOB Ha BbICTaBKax;

MCnorib3oBaHUe apXUBHbIX JOKYMEHTOB B CpeCcTBaxX MacCoBOM UHopMaLuu;

npoeegeHne UHPOOPMALMOHHBIX MeponpuAaTUiA (BCTpeY C OOLLECTBEHHOCTbIO, 3KCKYPCUA B apXuBhbl,
npeseHTauum, OHEN OTKPbITbIX OBEpen, NeKkuui, OOKNaLoB, YCTHbIX XypHarnoB, KOHdepeHLMA, YPOKOB AJis
CTYAEHTOB W LUKOMBbHWKOB M AP.) C UCNOMb30BaHNEM apXMBHbIX JOKYMEHTOB;

nyGnmkauusa apxXmBHbIX JOKYMEHTOB.

5.7.1. 3anpocsbl, noctynatoLue B apxmBbl, NOAPa3aensoTcs Ha:

3anpocbl 0 NpefocTaBeHMU MHGOPMaUMM MO  onpefeneHHon npobneme, Teme, coObITUIO, dakTy
(TemaTnyeckme 3anpocsl). Pa3HOBMAHOCTBIO TEMATUYECKMX 3aNpPOCOB SABNATCA Buorpadgumyeckme 3anpochl, no
KOTOPbIM YCTaHaBMMBAKOTCA CBEAEHUS, HEOOXOAMMbIE ANSA U3YYEHUS XKNU3HWN U OEeATENbHOCTU KOHKPETHbIX NnL;

3anpockl 0 NpegocTaBneHnn MHopMauun, HeobxoauMOW AN YCTAHOBNEHUS POACTBA, POACTBEHHbIX
cBsA3en AByX unm Gonee nuu, MCTOpUK CEMbU, poaa (reHeanornvyeckme 3anpochl);

3anpochbl, CBsI3aHHble C couuanbHOM 3aluTOW rpaxaaH, npegycMaTpuBarolime uX MNEeHCUOHHOe
obecneyeHune, a Takke NoslydeHne NbroT 1 KOMMEHCAUUA B COOTBETCTBMU C 3akoHoAaTenbCTBOM Poccuiickon
depepaummn n mexayHapogHeiMu obsasaTensctBamm Poccuickon Pegepaumm (3anpocbl coumarnbHO-MpaBoOBOro
Xapakrepa).

5.7.2. B uenax HacToAwmx NpaBun ncnonb3yTcda cregytowme noHATUS:

apxuBHas crnpaBka - JOKYMEHT apxvBa, COCTaBIEHHbIN Ha BnaHke apxvBa, UMEOLLNIA FOPUONYECKYIO CUny
W cogepalunin JOKYMEHTHYI0 MHpopMaLmio 0 npegMeTe 3anpoca C ykasaHUeM apXmBHbIX LWMEPOB YU HOMEPOB
NNCTOB €MHUL, XpaHEHUS TEX apXUBHbIX JOKYMEHTOB, HA OCHOBaHUWN KOTOPbLIX OHA COCTaBMNEHA;

apxuBHasi KOMus - LOCMOBHO BOCMPOM3BOAALLAA TEKCT apXMBHOMO [AOKYMEHTa KOMUsA C  YyKa3aHWeM
apXUBHOTO Wndpa 1 HOMEPOB NINCTOB eANHULbI XPaHEHWS!, 3aBEPEHHAst B YCTAHOBINEHHOM MOPSAKE;

apxXuBHas BbINMCKa - JOKYMEHT apXuBa, COCTaBMEHHbIN Ha BnaHke apxvBa, AOCMOBHO BOCMPOM3BOAALLMN
YacTb TEKCTa apXUBHOIO JOKYMEHTA, OTHOCALLMICS K onpedeneHHoMy hakTy, coObiTuio, nuuy, C yKasaHWEM
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apXUBHOTO Wndpa 1 HOMEPOB JINCTOB eANHULbI XPaHEHWS;

WH(OPMaLIMOHHOE NUCBMO - MUCbMO, COCTaBMNEHHOE Ha BnaHke apxuBa Mo 3anpocy Nonb3oBaTeNs UK Mo
MHMUMaTUBE apxuBa, cogepxallee MHPOPMauMo O XpaHSLWMXCS B apXMBE apXMBHbIX [AOKYMEHTax Mo
onpegeneHHon npobneme, TeME;

TemaTnyeckumn nepeyvyeHb apxXmBHbIX JOKYMEHTOB - CI/ICTeMaTI/I3I/IPOBaHHbIIZ KpaTKI/IVI nnn aHHOTI/IpOBaHHbIIZ
rnepeyveHb 3arofloBKOB apXMBHbLIX LOKYMEHTOB, €4MHUL, XpaHeHus/eQuHWL, ydeTa Mno OnNpederneHHoW Teme C
yKkasaHveM uX AT U apXMBHbIX LWIMAPOB, COCTABIIEHHLIN MO 3anpocy Nonb3oBaTens WM no MHUUMaTMBeE
apxuBa;

Tematuyeckass noabopka KOMWN apXUBHbIX [OKYMEHTOB - CUCTEMATU3UPOBAHHLIA KOMMMEKT KOMWiA
APXMBHbIX OOKYMEHTOB WMM WX YacTel No onpenenieHHON Teme, NOArOTOBMEHHBLIA apXMBOM MO  3anpocy
nonb3oBartenda WM no uWHUUumnaTmee apxuea. TemaTunyeckas no.u,60p|<a BKI1lOHaeT TVITyJ'IbeIl7I JNCT,
TeMaTU4YeCKnii NepedeHb apXUBHbIX JOKYMEHTOB U NMPU HEOOXOAMMOCTU UCTOPUYECKYHO CNPaBKy Mo TEME;

TeMaTU4ecKknii 0630p apXUBHbLIX JOKYMEHTOB - CM. m%

nOpﬂﬂOK NCNOoJIHEHUA 3arnpocoB nonb3oBaTenen

5.8. 3anpoc nonb3oBaTens paccMaTpMBAETCS W WCMONHAETCA apxXuMBOM NpWM Hanuuuu B 3anpoce
HaVMEHOBaHUS topuanyeckoro nuua (ansa rpaxgaH - damunum, MMEHW U OoT4YecTBa), MNOYTOBOrO W/unu
3MNeKTPOHHOro agpeca Nnonb3oBaTens, ykasaHus TeMbl (BONpoca), XPOHOMNOr1 3anpalumMBaemMon MHdopMaLmm.

3anpoc nonb3oBaTens paccMaTpuBaeTCs PYKOBOACTBOM apXmBa WM YMNONHOMOYEHHbLIM OOMKHOCTHBLIM
NMUOM (NUuamu), HanpaenseTCs Ha UCMOMNHEHWE B COOTBETCTBYIOLIME NOAPA3AENEHNS UMM HENOCPEeaCTBEHHO
WCMONHUTENO U UCTOMHSAETCA MO apXMBHbIM AOKYMEHTaM W/MNU neyaTHbIM W3[0aHMSAM, OTHOCALUMMCS K
npegmeTy 3anpoca.

3anpoc, He OTHOCSILLMIACS K COCTaBY XPaHSALLUXCSA B apXMBE apXUBHbIX JOKYMEHTOB, B TedeHMe 5 OHen ¢
MOMEHTa ero perucTpauny HanpaenseTcs B OPYroN apxuB WM OpraHvM3aumio, rge XpaHsaTcs Heobxoaumble
apxuMBHble [OOKYMEHTbl, C YyBedOMfeHnem 006 3TOM Monb3oBaTens, WM  Monb3oBaTento  AaeTcs
COOTBETCTBYHOLLAA pekoMeHgauums.

Mpn noctynneHun B apxmB WMHTepHeT-obpalleHus (3anpoca) mnonb3oBaTeNns C ykasaHMem agpeca
3MNEKTPOHHOW MOYTbI M/WUMNM MOYTOBOrO agpeca €My HanpaBnsieTcsi yBeOOMIeHWe O npueme obpalleHus
(3anpoca) k pacCMOTPEHWIO WM MOTMBMPOBAHHBLIN OTKa3 B pacCcMOTpPeHuu. [IpuMHSATOe K pacCcMOTPeHUto
obpalLleHue (3anpoc) pacneyaTtbiBaeTcd, U B AanbHenwem paboTta ¢ HUM BeAEeTCS B yCTaHOBEHHOM NopsiaKe.

OTBET Ha 3anpoc nonb3oBaTess aeTcs Ha rocyaapCTBEHHOM si3blke Poccuiickon denepaumm.

ApXUB OCYLLECTBNSIET NpUEeM rpaxaaH B TMPUEMHOM WNW CTONMe ChpaBoK M BedeT WX Yy4veT Mo
yCTaHOBIEHHON chopme. PyKOBOACTBO apxmBa HECET NMYHYH OTBETCTBEHHOCTb 3a OpraHusauuio npuema u
pPacCMOTPEHNS 3anpoCOoB rpaxaaH.

5.8.1. TemaTnyeckuii 3anpoc rocyapCTBEHHOrO OpraHa WNM oOpraHa MECTHOrO CaMOoynpaBreHus,
CBSI3@HHbIN C WUCMOMHEHNEM MMMK CBOMX (DYHKUMIA, apXvB paccMaTpvBaeT B MEepBOOYEPEOHOM MOpsake B
YCTaHOBJIEHHbIE 3aKOHO4ATENLCTBOM MO0 B COrnacoBaHHbIE C HUMK CPOKWU. VIcnonHeHWe Takoro 3anpoca
ocyLecTBnseTcs Ha 6e3B03Me3qHON OCHOBE.

McnonHeHne TemaTMyeckoro 3anpoca opraHM3aummn Unm rpaxaaHuHa opraHM3yeTcs B Nopsiake okasaHust
nnaTHbiX ycnyr (B TOM 4uMcne Ha OCHoBe foroeopa) unn 6e3Bo3me3gHo. Cpokum M CTOMMOCTb paboT no
WCMONHEHNIO YKa3aHHOro 3anpoca B npeaBapuTenbHOM NOPSIAKE COrMacoBbIBAOTCS C MOMb30BaTeNeM.

Mpu HeobxoAMMOCTU NPOBEAEHUS 0O BLEMHONM PaboThl MO MOUCKY Y KOMMPOBAHUIO apXMBHBLIX AOKYMEHTOB
apXvB MUCbMEHHO W3BELLAET MNOMb30BaTENS O NPOMEXYTOUHbIX pe3ynbTatax paboTbl. Bua MHMOpMaUMoHHOro
OOKyMeHTa, NoAroTaBMBaeMoro apxvMBoM Mo 3anpocy Mofb3oBaTers, COrnacoBbIBAeTCS C HUM, ecriin 06 3ToM
He ykasaHo B 3anpoce.

5.8.2. [eHeanornyeck1in 3anpoc nonb3oBaTens apxme NCMOSHAET B NOPSAKe OKasaHWs NnaTHbIX ycnyr (B
TOM UYMCIle Ha OCHOBE A0roBopa). Yka3aHHbIN 3anpoc MOXET UCNOMHATLCS Kak B OTHOLLEHUN 3asBUTENS, TaK U B
YCTaHOBMIEHHOM MOPSAAKE B OTHOLLEHWUN OPYTUX NnLL.

WHdbopmauus nonb3oBaTento npeactaBnsieTcas B oOpMe POAOCIOBHOMO ApeBa, reHeariormieckomn
pocnucy, reHeanorndeckon Tabnuubl WM apXUBHbLIX CMPaBOK, aPXMBHbIX BbLIMWCOK, KOMWA  apXUBHbIX
OOKYMEHTOB, yCTaHaBNMUBAKOLIMX POACTBEHHbIE CBA3W. [lpy OTCYTCTBUM BO3MOXHOCTENW MO WCMOSTHEHWIO
reHeanornyecknx 3arnpocoB apxuB pPeKOMEHAyeT MoNb30BaTenio MNPOBOAUTL CaMOCTOATENbHbIA  MOUCK
WHTEepecytoLLen ero MHoOpMaLmm reHeanorM4eckoro xapakrepa B YiTanbHOM 3ane apxusa.

5.8.3. 3anpoc counanbHO-NpaBOBOro XxapakTepa UCNOMHAETCA apXnBoM 6e3B03Me3Ho.

CpoK UCMONHEHUs 3anpoca coLmanbHO-NPaBoOBOro XxapakTepa B apxvMBe He JOSKEH npeBblwaTth 30 aHel
C MOMeHTa perucTpaumm 3anpoca. C paspelleHusi pyKOBOACTBA apxmBa STOT CPOK MOXEeT OblTb npu
Heo6xoaMMOCTK NpoaseH ¢ obsi3aTenbHbIM yBeAOMIeHNneM 06 aTomM nonb3oBaTens. Cpok NCNONHEHNs 3anpoca
no HCA apxwuBa - He 6onee 15 gHen ¢ MOMEHTa ero perncrTpauum.
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I'Ip|/| NCNOJTIHEHNN MOBTOPHOIO 3anpoca counaliibHO-NPaBoOBOro Xxapakrepa ninm coctaB/ieHnn no np00b6e
nonb3oBaTenA apXVIBHOIZ cnpaBku, aHanorn4Hom paHee BblOaHHON, apXnB NpoBepAET COOTBETCTBNE cBeaeHun,
BKITIOYEHHbIX B 3Ty CIpaBKy, TE€M, KOTOpbleé MMEKTCA B apXMBHbIX OOKYMEHTax, U B Clly4yae o6Hapy>|<eH|/|;|
OONOSTHUTENbHbBIX CBEAEHWI BKIOYAET UX B MOBTOPHO BblaBaeMyr apXMBHYIO CMpaBKy.

OdopmMneHne apxmBHbIX CNPaBOK,
apXMBHBIX BbIMUCOK N apXMBHbIX KOMWN

5.9. ApxuBHas crnpaBka W apxuBHad BbINMMUCKA COCTaBRAKTCA C 06OO3Ha4YeHMeM  HasBaHWSs
MHGOPMAaLMOHHOIO JOKYMeHTa "ApxmnBHas cnpaska”, "ApxuBHasa Bbinucka".

(B pea. Opukasa MuxkynbTypbl PO o1 16.02.2009 N 68)

5.9.1. TekcT B apxuBHoil cnpaske (opunoxerue N 13) naeTcs B XpOHONOMMYECKON NOCNEA0BATENBHOCTH
COObITUI C YyKa3aHMEM BUAOB apXMBHbIX LOKYMEHTOB U UX AaT. B apxuBHOW cnipaBke JOMYyCKaeTCcsa LMTUpOBaHMe
APXUBHbIX JOKYMEHTOB.

HecoBnageHne oTaenbHbIX aHHbIX apXMBHBIX JOKYMEHTOB CO CBEAEHVSIMU, WU3MOXEHHbIMM B 3anpoce,
He ABNseTCA NPensaTCTBMEM OIS BKIIOYEHNS UX B apXMBHYHO CMpaBKy MNpW YCNOBUW, €CMv COBMageHune BCex
OCTarbHbIX CBEAEHWUI HE BbI3blBAET COMHEHUI B TOXAECTBEHHOCTU N1ua U akToB, O KOTOPbIX FOBOPUTCH B
apXUBHbIX OOKYMeHTax. B apxuBHOW cnpaBKke 3TV [aHHble BOCMPOM3BOAATCH TaK, Kak OHW M3MOXEHbl B
APXUBHbIX JOKYMEHTAX, @ PACXOXAEHWUS!, HECOBMNAAEHUS N HETOYHbIE Ha3BaHUs, OTCYTCTBME MMEHW, OTYECTBA,
WHMLMANOB MIM Hann4yne O4HOro M3 HUX OrOBapMBAlOTCS B TEKCTE CMpaBku B ckobkax ("Tak B gokymeHTe", "Tak
B TEKCTe opurnHana").

CeepneHus o paboTte, yyebe B HECKONMbKMX OpraHm3auusix, ydebHbiX 3aBedeHUsIX BKITHOYAKTCHA B OOHY
apPXUBHYLO CNpaeky.

B npumeuaHusix N0 TEKCTYy apxXuBHOW CMpaBKM OroBapuBaloTCA Hepa3bopuMBO HanucaHHble,
ncrnpasneHHble aBTOPOM, He NoAAaloLLMecs NPoOYTEHUIO BCNEACTBME MNOBPEXAEHUA TeKCTa opurMHana mecta
("Tak B TekcTe opurmHana", "B Tekcte Hepa3bopunso").

B TekcTe apxvBHOW CMpaBKku HE [AOMYCKalOTCH M3MEHEHUS, WUCMPaBNEHUsA, KOMMEHTapun, cobCTBEHHbIE
BbIBOAbI MCMOMHUTENS MO COAEMKAaHNIO apXUBHBIX JOKYMEHTOB, HA OCHOBAHUWN KOTOPbIX COCTaBMEeHa apxvBHas
cnpaska.

B KkOHLle apXxMBHOWM CMpaBkU MPUBOLATCSH apXuBHble WKUEPbl U HOMepa fUCTOB €eOVHWL XpaHeHust
APXUBHbIX JOKYMEHTOB, MeyaTHble M3[aHWsi, UCMOSb30BaBLUMECS AN COCTaBMEHUS apXUBHOW crnpaBku. B
TEKCTe apXMBHOW CMpaBKW OOMYCKAETCs MPOCTaBfIEHME apXMBHbIX LWW(POB M HOMEPOB JIMCTOB €4UHNL,
XpaHeHWs1 apXMBHbIX AOKYMEHTOB Cpa3y Mocrie N3noXeHnst Kaxgoro hakra unm cobbitus.

B apxuBHOM cnpaBke, obbemM KOTOPOW MpeBblWAeT OAWH JIUCT, NWUCTbl AOMKHbI OblTb NPOLNTHI,
NMPOHYMepOBaHbl U CKPeNnfieHbl nevaTbid apxvBa (ONS  MyHUMLMMNANBHOrO apxvmBa, He SBMSOLLErocs
IOPMONYECKUM NULIOM, - MEYaTb0 OpraHa MecTHOro CamoynpaBneHns).

, IpeaHasHavyeHHas Ans MCnonb3oBaHus Ha TeppuTopun Poccuiickon dPenepauumm,
NMoOANUCHLIBAETCS PYKOBOACTBOM apxvBa, M 3aBepseTCA MevaTbio apxuBa (4N MyHMUMNANBLHOIO apxuBa, He
SBNSAIOLLErocH PUANYECKUM NULOM, - MeyaTblo OpraHa MeCTHOro camoynpaBnenus). PApxuBHAsS ChpaBkd,
npegHasHadeHHas Ons HanpasneHus 3a pybex, noanvcbiBaeTcd PYKOBOACTBOM apxvBa M 3aBepseTcs
repboBoK neyaTbio (AN MyHULMNANbLHOIO apxmBa, He SBMSIOLWErocs puandyecknm nmuoMm, - nevyaTtblo opraHa
MECTHOr0 camoyrnpaBfieHust).
(8 pea. Opukaza MuHkynbTypbl PO ot 16.02.2009 N 68)

Mpn HEOOXOAMMOCTU K apXMBHOW CNpaBKe NpuUararnTCca KONMM apXUBHbIX JOKYMEHTOB WIM BBIMUCKW U3
HWX, NogTBepXaalLwme CBeAeHNs], N3MNOXEHHbIE B apXUBHOW CnpaBke.

ApXuBHbIE CMnpaBKW, HanpaerisieMble B rocygapcrtea, nognucaBwme [aarckyio koHpeHumo 1961 r., B
COOTBETCTBMM C KOTOPOW He TpebyeTca KOHCynbCkas neranusaums ouumanbHbiX AOKYMEHTOB, 3aBepsAloTCS
NpoCTaBfieHNEM 1 3anofHEHMEM CMeumanbHOro Wwrammna - anocTuns. Ha apxXuBHbIX cnpaBkax NPOCTaBnseTcs u
3anonHseTcs Hagnexawmm obpas3om anocTuib PYKOBOACTBOM  BbILLECTOSLLErO YMNONIHOMOYEHHOro opraHa
NCMNOMHUTENBHOW BnacTn B cepe apxmMBHOro gena. AnocTuilb He MPOCTaBNAETCA Ha apXMBHbIX CrpaBKax,
npegHasHaJYeHHbIX ANs HanpaBfeHWs B rocygapctsa, C KoTopbiMu Poccuiickas ®depepaumsi 3aknoumna
A0roBOpbI O MPABOBOM NMOMOLLY 1 MPaABOBbIX OTHOLLEHMSAX MO rpaXgaHCKUM, CEMENHbIM U YrofNoBHbIM Adernam, a
Takke B rocygapcrtsa - yyacTHuku CHIT, nognucaswme CornalueHne o npyHuunax u gopmax B3anmodencTBust
B 06nacTn ncnonb3oBaHUs apxXMBHOM MHAOPMaLIMK, UMK C KOTOPbIMA UMEKTCH ABYCTOPOHHWE COrfallueHnst o
COTpyOHNYeECTBE.

Mpu OTCYTCTBUM B apXmBE apXMBHbIX JOKYMEHTOB, HEOOXOAUMBIX ANsl UCTOMHEHUs 3anpoca, Ha GnaHke
apxuBa COCTaBMsieTCA OTBET, NOATBEPXOAOLNA HEMOMHOTY COCTaBa apXMBHbIX JOKYMEHTOB MO TeMe 3anpoca.
Mpn HeOBXOANMMOCTN OTBET MOXET ObITh 3aBepeH repboBoK NevaTbo.

B cnyyae gokymMeHTanbHO MOATBEPXAEHHbIX (PAKTOB yTpaTbl apXMBHbIX [OOKYMEHTOB, COAepXallumx
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3anpaluvBaeMble CBEIEHNs, apX1B BblaaeT CnpaBKy Mo JaHHOMY BOMPOCY, MpU HEeOOXOAMMOCTM 3aBEpPEHHYH
neyartbio apxumea.

5.9.2. B apxuBHOW BbINMCKE Ha3BaHWE apXMBHOIO AOKYMEHTa, €ro HOMep W AaTta BOCMPOM3BOASTCA
MOMHOCTBIO. VI3BNeYeHnsMm n3 TEKCTOB apXMBHbIX OOKYMEHTOB AOIDKHbI ObITb MCYepnaHbl BCE MMeERLmMecs
AaHHble Nno 3anpocy. Hayano u KoHeL, KaXaoro U3BnevYeHns, a Takke Nponyckn B TEKCTE apXMBHOMO AOKYMeEHTa
oTAenNbHbIX CNoB 0603HaYalOTCH MHOTOTOYMEM.

B npvmeyaHusax K TEKCTY apXMBHOW BbINUCKU OerarTcs COOTBETCTBYIOLLME OroBOPKM O 4acTaX TeKcTa
opvrMHana, Hepasoop4MBO HanNMcaHHbIX, UCMPABIIEHHbIX aBTOPOM, HE MOAAAOLWMXCA MPOYTEHUIO BCreacTeue
nospexaeHusa Tekcta u T.4. OTAenbHble CNOBa WM BbIPAXEHWs OpWUrMHana, Bbi3biBalOLME COMHEHUSA B WX
TOYHOCTHU, OroBapmBaloTCsa cnosamu "Tak B TekcTe opurnHana”, "Tak B gokymeHTe". [locne TekcTta apXuBHOW
BbINMUCKWN yKa3blBaOTCA apXMBHbIN LLIMAP 1 HOMEPA NMNCTOB €4MHULbl XPaHEHNST apXMBHOMO AOKYMEHTA.

AYTEHTUYHOCTb BblJAHHbLIX MO 3anpocaM apXMBHbIX BbIMUCOK YAOCTOBEPSIETCA MOAMUCHID PYKOBOAUTENS
apxvBa UnNu ynosiHOMOYEHHOro AOMKHOCTHOrO nuua M nevatbio apxuBa (4ns MyHULMNAnNbHOrO apxmBa, He
ABNSOLLErocs IOpPUANYECKUM JIMLIOM, - MEYaATbI0 OpraHa MECTHOIO camoyrnpaBfieHuns).

5.9.3. Ha obopoTe kaxgoro nucta apxmBHOM KONMUM MPOCTaBMNAIOTCS apXUBHbIE WKMEPbLI 1 HOMepa NUCTOB
€0VHVL, XpaHeHWs apXMBHOrO 4OKyMeHTa. Bce nucTbl apXMBHOM KONUW CKPENMSITCA M Ha MecTe CKpenseHus
3aBepSATCSH NeyaTbio apxvMBa M NOAMUCLIO €ro PyKOBOAUTENSA MMM YNONHOMOYEHHOrO AOIMKHOCTHOro nuua.
ApxvBHas Konus, npegHasHa4YeHHasa ans HanpaeneHus 3a pybex, 3aBepsieTcs repboBov nevaTblo Y NOANUCHIO
pyKoBOAUTENS apXuBa.

5.10. ApxueHas cnpaska (opunoxenve N 13), apxvBHas BbINUCKa, apXMBHas KOMWUS U OTBEThI Ha 3anpochl
BbICBINAOTCA MO NOYTE NPOCTbIMW NMMCbMaMMU.

ApxvBHas crnpaBka, apxvBHasi BbIMWCKA W apXuBHasA KOMWS, NMpedHasHayeHHble ANs HanpaBreHus B
rocygapcrtea - yyacTHukn CHIT, Bknoyass oTBeTbl 06 OTCYTCTBMM 3anpaluvMBaeMblX CBEAEHWN, BbIChINAOTCA
apXuBOM HenocpeacTBEHHO B aApeca 3asBuTenen.

ApxuBHasa cnpaBka, apXuBHasi BbiMUCKA W apXMBHasi KOMusl, NpedHa3HadeHHble AN HanpasneHus B
rocygapcrBa, He saBnsiiowmecs ydactHukamm CHI, Bkntoyas oTBeThl 00 OTCYTCTBUM 3anpalumMBaeMbiX CBEAEHWN,
0hopMIIAITCHA U BMECTE C 3anpocamu (aHKeTaMu, NIMYHbIMU 3asBNEHUAMU U T.M.) HaNpaBfslTCd apXMBOM B
COOTBETCTBYHOLWMI (hefeparibHbI OpraH UCMOMHUTENBHOW BNacTy B YCTAaHOBIEHHOM NoOpsaKe.

ApxuBHas cripaBka, apxvMBHas BbINMCKa U apXMBHas KONUSA B Criyyae JNIMYHOro obpalleHust rpakgaHuHa
UNu ero JOBEPEHHOro NuUa B apxmB BblAAOTCA €My MO pacnuncky npyu npegbaBfeHuMU nacrnopta UMM MHOro
YOOCTOBEPSAIOLWEro AOKYMEHTA; AOBEPEHHOMY NUUy - NpU NPeabsBreHUN OOBEPEHHOCTU, O(OpMIIEHHON B
yCTaHOBMNeHHOM nopsigke. MNMonyyatenb apXMBHOWM CpaBKn M apXUBHOW BLIMMCKU PacnMCcbiBAaeTCA HA UX KOMUSIX
unmn Ha obopoTe CONPOBOAMTENBHOIO NMMCbMa K HUM, yKa3biBas AaTty MX NONy4YeHUs.

3aBepeHHasi anocTuneM apxuBHas CrpaBKka, apXvMBHas BbINMMCKA U apxXMBHas KOMUS B Cry4Yyae NMYHOro
obpalleHns rpaxaaHuHa unm ero AOBEPEHHOro nuua B apxXuB Bbl4alOTCA €My Ha Pyku Npu npegbsiBheHuun
KBUTaHUUKM 06 ynnaTe rocygapCTBEHHOM NMOLWMNMHBI 3@ NMPOCTaBneHne anocTuns.

Bosspau.l,eHme NOAJIMHHUKOB apPXMBHbIX JOKYMEHTOB

5.11. Ilo NMCbMEHHBIM 3asBMNEHUAM C paspeLLeHnss pyKoBOOUTENS apxuBa peabunMTupoBaHHbIe nvua u
MX HacneaHKn MMerT NpaBo Ha nony4vyeHne noANMMHHUKOB COXpPaHMBLUMXCA B MNpeKpawleHHbIX YronoBHbIX U
aAMWHUCTPATMBHbIX, a Takke (UNbTPaALMOHHO-NPOBEPOYHbLIX [eNnaxX apxXvMBHbIX [OKYMEHTOB TBOPYECKOro
XapakTtepa - pykonucen, doTtorpaduin, nucem U Apyrux fMYHbIX JOKYMEHTOB (3@ MCKIIOYEHWEM NacrnopTos,
BOEHHbIX OuneToB, CnyXebHbIX YOOCTOBEPEHUA W APYrMX apxXvMBHbIX [OKYMEHTOB  OduvLManbHOro
NPOUNCXOXAEHUS).

Mo NMCbMEHHbIM 3asiBNEHMAM C paspelleHUs PyKoBOOUTENs apxvBa rpaXxgaHe MMET MpaBo Ha
nony4yeHme coxpaHmBLLUNXCA B apXxuBe NoANTMHHUKOB COOCTBEHHbIX TPYAOBbIX KHUXEK.

C wn3biMaeMbIx apxmMBHbIX OOKYMEHTOB [AenalTcs KOMuKW, KOTopble npuobuialTca k genam. Msbatune
apXMBHbIX JOKYMEHTOB, a TakkKe UX 3aMeHa Ha Komnun OoTpaxarTcs B m@ aen, B onucax agen,
JOKYMEHTOB.

BosBpalleHre apxuBHbIX JOKYMEHTOB OPOPMIISAETCH akTOM 00 M3bATUM U3 OeN YKa3aHHbIX LOKYMEHTOB.
AKT 1 gpyrme OOKYMEHTbl, Ha8 OCHOBaHWM KOTOPbIX MPOM3BEAEHO BO3BpALLEHME apXMBHbIX OOKYMEHTOB, U
pacnucka nvua, Nofy4mBLUErO NX Ha PYKWU, BKNOYAKOTCH B Aerno oHaa.

O6cnyxnBaHKe nonb3oBaTenen B YNTanbLHOM 3ane
5.12. [lns o6cnyxuBaHWs NoNb30oBaTeENEN B apxmBax AEWCTBYIOT YMUTambHbIA 3as, MPOCMOTPOBbLIA 3arl,

KOMHaTa NpocnyLuMBaHust POHOAOKYMEHTOB CO crieuparnbHbiM obopyaoBaHveM ans paboT ¢ MUKPOKOMUSIMM
APXMBHbIX JOKYMEHTOB, ayauoBM3yarnbHbIMU WU 3MEKTPOHHLIMW AOKyMeHTamu. [pu OTCYTCTBMM CcheumnansHo
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BblOENIEHHOro NMOMeLLEHNs ODCMyXnBaHWe nosnb3oBaTenen NPov3BOAMTCA B paboyein koMHaTe apxuBa noj
KOHTPOMEM COTPYAHUKa apXuBa.

Mopsgok paboThl Nonb3oBaTeNen ¢ apXMBHbIMW JOKYMEHTaMU B YMTaNbHOM 3ane apxuBa, MX npaBa U
06s3aHHOCTM onpefensaTca NnpasunaMmm pabdoTbl Monb3oBaTener B 4YMTanbHbIX 3anax apxvmBoB Poccuickon
depepaummn, yTBEpXKOaeMbIMU CnieynanbHO  YMONTHOMOYEHHBIM  doeaepanbHbiM  OpPraHoM  UCMOMHUTENBHON
BnacTu B cdhepe apxuBHOro gena. Apxus 06513aH 03HAKOMUTL NONb30BaTeNen ¢ aTUMK nNpasunamu. Ncxoaa us
KOHKPETHBLIX BO3MOXHOCTEW OOCHyXMBaHMS MONb30BaTENEN apXMB MOXET yCTaHaBNMBaTb OYEPEAHOCTb U
BPEMS MOCELLEHNSA UMW YMTanbHOro 3ana.

B cnyyasx XulleHuMst unM MoBpeXOEeHWUs MoSib3oBaTeNieM apXMBHbIX [OOKYMEHTOB, TEXHUYECKOro
06opyaoBaHUSA N MMyLLECTBA apXmMB 0OpaLlaeTcs C COOTBETCTBYIOLLMM 3asBNIEHNEM B OpraH BHYTPEHHMX Oen
Mo MEeCTYy pacrornioXeHUs1 apxuBa, MPUHUMAET Opyrve Mepbl K BO3MELLEHWo yulepba B COOTBETCTBUMM C
3akoHogaTenbcTBOM Poccuinckon ®egepaumn.

5.13. Mo 3aka3am nonb3oBaTenem C y4eTOM TEXHUYECKMX BO3MOXHOCTEN apxvBa W3roTaBfMBaloTCA
KOMUM apXMBHbIX OOKYMEHTOB: KCEPOKOMWM, MUKPOKOMUW, POTOOTMNEYaTKU, KUHOKOMWM, BUAEOKOMUW, KOMUU
(POHOOOKYMEHTOB, a TakKe KON Ha SNEKTPOHHbIX HOCUTENSX.

He npousBoanTtca konnpoBaHue gokyMeHToB ApxuBHoro dooHaa Poccuiickon ®Pepepauum, Haxogsawmxcs
B HEYJOBMNETBOPUTENBHOM (PM3NYECKOM COCTOSHUMN.

KonnpoBaHue apxmBHbIX [OKYMEHTOB OFpaHUYEHHOro AocTyna  (CeKpeTHbIX U copepXaliux
KoHduAeHUManbLHy0 MHpopMaLmMio) NpoM3BoaUTCS B YCTAHOBNEHHOM NOpsKe.

MopsooKk BLINOMHEHWS] 3aKa30B Ha KOMMpoBaHME, B TOM 4ucne oOObeMbl KOMMPOBAHUSA apXMBHbIX
OOKYMEHTOB, HEONyBNMKOBaHHbLIX ONUCEN Aer, AOKYMEHTOB, OPYIMX apXMBHbIX CMPaBOYHO-MOUCKOBBLIX CPEeACTB
n 6a3 OaHHbIX, CTOMMOCTb M3rOTOBMEHMS KOMUM U MOPSAOK pacyeToB 3a MX M3rOTOBMIEHME OMNpenensiTcs
PYKOBOACTBOM apxuBa.

Ha konun apxuBHOro 4OKYMeHTa, M3roTOBMEHHON NO 3aka3y Nonb30BaTens, apXmMB yKasbiBaeT apXUBHbIN
wnudp U  HOMepa MUCTOB eAMHULbI XPaHeHUst apXuBHOro AokymeHTa. [lpy odopmneHun konuu
pacceKkpevyeHHOro apXMBHOrO JOKYMEHTA Ha NMLEBO CTOPOHE B MPABOM BEPXHEM YTy NEPBOrO M MOCIEQHETO
NNCTOB KoNun NpocTaensieTcs wramn "PaccekpeyveHo”. MNMpn He0BXOAMMOCTI AaHHbIN LUTaMM NPOCTaBNSETCS Ha
NNLIEBON CTOPOHE BCEX JIMCTOB KOMUU PACCEKPEYEHHOTO apXMBHOMO JOKYMEHTA.

Konnn apxuBHbIX OOKYMEHTOB BblAAlOTCA MOMb30BATENsIM, UX LOBEPEHHBIM NuLAM MMM MOryT ObITb
BbICNaHbl NO yKazaHHbIM agpecam.

Y4yeT 3aKka3oB Ha KOMMPOBaHWe BedeTCst HA OyMaXHOM HOCUTENE U B aBTOMaTU3MPOBAHHOM hopMe.

WHnunaTtuBHoe MHOpMMPOBaAHME NONb30BaTENEN.
MogroTtoBka BbICTABOK M NyGNMKaLMN apXUBHbIX JOKYMEHTOB

5.14. VlHMumaTMBHOE UHPOPMUPOBAHME rOCY4aPCTBEHHBLIX OPraHoB, OPraHOB MECTHOrO cCaMoynpaBrieHns,
opraHusauMn n rpaxgaH OCyLecTBRseTcs NyTeM HanpaBneHusk UM MH(OPMAaLMOHHLIX NUceM WNU  Apyrux
NHMOPMALMOHHbIX JOKYMEHTOB.

5.15. ApxvB opraHusyeT NOAroTOBKY W NPOBEAEHNE BbICTABOK apXMBHbIX AOKYMEHTOB CaMOCTOSTENbHO
NNy COBMECTHO C APYrMMU apXuBamu 1 opraHm3auusmMm.

[ns nogrotoBKM BbICTABKU apXMBHbIX JOKYMEHTOB pa3pabaTbiBaloTCs TeMaTUyYecKMin nnaH (KoHuenums) u
TEeMaTUKO-3KCMO3NLUMOHHBIN MnaH. Ha ocHoBe TemMaTuyeckoro nnaHa MpoOBOAATCHA BbiSBNeHWe U oTbop
apXUBHbIX [JOKYMEHTOB, WNMIOCTPATUBHLIX W WHbIX MaTepuanos. B  TeMaTWKO-3KCMO3WUMOHHBIN  MnaH
BK/OYAETCA aHHOTMPOBAHHbIN MNepeyvyeHb OTOOpaHHbIX AONA  3KCMOHMPOBAHMSA  apXMBHbIX  [JOKYMEHTOB,
WNCTPATUBHBIX U MHBbIX MaTepuanos, CUCTEMaTU3MPOBAHHbIX B COOTBETCTBMM C pasfdenamu BbICTaBKW, C
yKasaHvem WX pasMepoB W MOpsAKa pasMelleHus Ha cTeHdax unv B BUTpUMHax. Bce oToBpaHHble Ans
9KCMOHNPOBAHUSA apXMBHblEe OOKYMEHTbI M ApyrMe MaTepuaribl aHHOTUPYTCA. K MHOA3bIYHBIM MaTepuanam npu
HeobXx0AMMOCTU JaeTcs NepeBoA MW pasBepHyTas aHHOTauus CoaepKaHus.

OTBETCTBEHHBIMU 32 COXPAHHOCTb apXMBHbLIX AOKYMEHTOB SIBNSAOTCA OpraHn3aTopbl BbICTaBKU. ApXWMB,
npeacTaByBLUNIA apXMBHblE AOKYMEHTbI ANS BbICTaBKM, obecrneyrBaeT KOHTPOMb 3a cobnogeHvem TpeboBaHuii
obecneyeHns COXpaHHOCTN JOKYMEHTOB NMPU 3KCNOHMPOBAHUW.

CTtpaxoBaHue apx1MBHbIX JOKYMEHTOB 1 0OOPMIIEHME UX BPEMEHHOIO BbIBO3a 33 npegenbl Poccuiickon
degepaummn onsg 3KCNOHNPOBAHMSA MPOBOAATCHA B yCTAaHOBNEHHOM nopsigke (cwm. mp ).

5.16. lpu noaroToBke nNyGnuKauMn apxvMBHbIX [OOKYMEHTOB apXuB PYKOBOACTBYETCA Hay4YHbIMU
npasunaMy n3gaHus NCTOPUYECKUX JOKYMEHTOB.

Tunbl (Hay4HbIA, HAy4YHO-NOMYMSAPHBLIA U Y4eOHbIN) 1 BuAbl (NOodoHAOBasA, TemaTudeckas unu ap.)
nybnmkauuin apxvMBHbIX [OKYMEHTOB OMpedenstoTcsa WX LeneBbiM HasHadeHueMm, cneuudukon otbopa
NCTOYHUKOB, MPUEMOB Nepeaayn TekCcTa apXmBHbIX JOKYMEHTOB 1 coctaBoM HCA K HUM.

dopmbl NyGRMKaLmMm apxXmBHbIX JOKYMEHTOB:
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neyaTtHas: cepusi, cbopHuK, anbbom, ObykneT, nnakaT, nyGnukaumsa B CpeAcTBaxX MaccoBow MHdopMaLny;

nybnmkaumsa Ha NNEeHOYHbIX HOCUTENAX: MUKPOMUIBbM, MUKPObULLA;

SMEeKTPOHHas: rmnepTekcT, MynbTumeana, 6asa AaHHbIX.

ApxuB ocCyLLEeCTBNAET MeponpuaTus no obecneyeHnto Hay4YHO-UCCreAoBaTeNbCKUX W TEXHUYECKMX
HpOueCCOBHOANNDBKMAOKyMeHTaHbHHXHy6ﬂMKauMﬁﬂbOpMMpOBaHme peﬂaKuMOHHOﬁ Konnernn, Konnektmea
CoCTaBuTENen, COCTaBMeHne OpraHU3aumoOHHO-METOANYECKUX [AOKYMEHTOB, 3akfioyeHue Jorosopa C
3auHTEepecoBaHHbIMU OpraHn3aLnaMmn U n3gaTenbcTBamMu 1 T.1.

MoaroToBneHHas 1 0TpeAaKTUPOBaHHasA PYKONUCh NPOXOAUT BHYTPEHHEE U BHELLHee peLeH3upoBaHne u
obcyxxaaeTcs Hay4HO-coBeLlaTenbHbIM OpraHoM apxmea, obnagatoLmmM NpaBoM pekoMeHA0BaTh ee K U34aHuio.

Pykonucb cunTaeTcs NOAroTOBMIEHHOW, €CRM B COOTBETCTBMM C YCTaHOBMEHHbIMU TpeboBaHWAMM
AopaboTaHa MO 3aMevyaHusIM peLeH3eHTOB U uToram obcyxaeHus u yTBepxaeHa B neyatb. Pykonucu
MeXapXMBHbIX U3OaHWUIA NPEeACTaBNATCA PEeAKONNernM Ha pacCMOTPEHNE U YTBEPKAEHNE K N3AaHUI0 FONTOBHON
opraHusaumen.

C u3gaTenbCTBOM 3aknioyaeTcss AOroBOpP, B KOTOPOM MpedycMaTpuBaloTcs npaBa M 0653aHHOCTM
n3gaTenbCTBa M 3aka34vumka (apxvsa).

5.17. Apxu1B OCyLLEeCTBMSET Y4eT NCMONb30BaHNSA apXMBHBLIX JOKYMEHTOB Ha ByMaXXHOM HOcuTene unu B
ANEKTPOHHOW hopme.

Mpunoxexue N 1
knn. 2.11.5, 2.11.7.2,

3.7.2,4.3.1
CHMCOKM3MeHHKﬂuMXﬂOKyMeHTOB
(8 pea. Opukasza MunkynbTypbl PO ot 16.02.2009 N 68)
(HazBaHMe apxmupa)
AKT YTBEPXIAI
N IupexkTOop
(maTa) (HasBaHME apxmBa)
O HEMCIPaBUMBIX [IOBPEXIEHMAX Mononmuce Pacmmpporka
APXVBHBIX INOKYMEHTOB [IOIOMNVCU
HaTa
donm N
Hazpanme QoHIa
B boHme oOHapyXeHb eIMHMIE XPaHeHMsd, [PM3HAHHEIE HEMCIPpaBUMO
[IOBPEXIEeHHBMU
N |Homep |Howmep [3arojnoeok Kpan- [KommuecTBO nucToB| CymHOCTbH U
n/n|onucu| en. |[noBpexmeH- |Hue (Bpems 3ByuaHus, TPWYUVHEL
Xp. |HOM en. xp.|ZmaTel MeTpax) [IOBpPeXIeHNs
1 2 3 4 5 6 7
JIToro OOHApPyXeHO HEMCIPaBMMO [NOBPEXIEHHBIX en. xp.
(umdpamm
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¥ MNPONMUCHD)

3aBenyoilmii OTIeJIOM

(moonuce, pacumdpoBKa MNOANMUCH)

BaBenynlMii apXxUBOXPAHUIIUIEM

(momnuce, pacumdpoBKa IMNOANMUCH)

I[lepeunciieHHBIE APXMBHBE OOKYMEHTH [IOOJIeXaT CIMCAHMIO BBUIOY

OKCIIEPTH :
(HaMMeHOBaHMe IOJIKHOCTEM BSKCIIePTOB, IOINIUCHU,
pacumudpoBka INOINMUCEN, HaTa)
(N m mara nOpmukasa PYKOBOOMTEJIS apxXmMBa O CHATUM HEMUCIPaBMMO

IOBPEXIEHHEIX apXMBHHX IOKYMEHTOB C ydeTa)

VI3MeHeHVd B YyUYeTHBE INOKYMEHTH BHECEHEH

HammveHnoBaHMe

OOJDKHOCTU

paboTHUKA llomnuce PacumbpoBka NOONMUCHK
JaTa

(Dopma akKTa O HeuncnpaBMMbIX NMOBPEXOAEHUAX apXUBHbIX OOKYMEHTOB

®opmat A4 (210 x 297)

Mpunoxexne N 2
knn.2.11.5,3.7.2

Cnuncok N3MeHsIILWLUX JOKYMEHTOB
(8 pea. Opukasza MurkynbTypbl P® ot 16.02.2009 N 68)

(HazBaHME apxuBa)

AKT YTBEPXIAI
N HrpexkTop

(mara) (HazBaHMe apxupa)
O HEOOHAPYXEeHUM apXMUBHBIX oonuce Pacumbpporka
IOOKYMEHTOB, IIyTM PO3BICKAa NOINNCHU
KOTOPHIX MCUepIlaHbl OaTa

doHng N

B pesynbTare YCTAHOBJIEHO OTCYTCTBME B GOHIE
[IePeUYnCIIE HHBIX HIMXE aPXMBHBIX HOOKYMEHTOB. I[IpEeONpPMHSATEIE apxXUBOM

MEPEHL II10 PO3BICKY IIOJIOXMTEJIbHBIX Pre3sysbrTaTOB He nalyy, B CBA3M C 4UEM
cCuMTaeM BO3MOXHBIM CHATB C ydeTa:

N |Homep |Howmep |3arosorok |KpanHue KommmuecTBO [lpennojsiaraeMee
n/mn|onucu en. en. xp. IaTEL JIMCTOB (BpEMS [IPUYMHEL
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Xp. 3By4YaHUA, OTCYTCTBUA
MeTpax)
1 2 3 4 5 6 7
VToro en. Xp.

(UmdpamMr ¥ OPOMNUCHD)

ConepmaHme YTPAYEHHBIX APXMBHBEIX INOKYMEHTOB MOXET OBITE YaCTUYUYHO
BOCIIOJIHEHO CcCJlenoyromyMm en. Xp.:

CDopma akTta o H606Hapy)KeHI/IM APXUBHbIX OJOKYMEHTOB,
NyTN PO3biCKa KOTOPbIX nc4epnaHbl

dopmart A4 (210 x 297)

BaBenyoumil OTIEJIOM Homonmcek PacmmppoBKa NOOOUCHU
SaBenyouulM apxMBOXpaHmUIMmeM I[loAnuch PacummppoBka MNOANUCHU
T'JIlaBHBIT XPAHUTEJb IIopnuce PacumppoBka nomnmcu

(N m pmaTa npmukKasa PyKOBOIMTEJIS apxuBa O CHATUM C
ydeTa HeOOHapyXeHHBIX apXUBHHX HOOKYMEHTOB, IIYyTHU
POBEICKa KOTOPEIX MCUEpPIIaHH)

VI3aMeHeHUSsS B ydeTHHE IOKYMEHTH BHECEHEL

HamveHnoBaHMe

OOJIXHOCTHU

paboTHMKA Iloonuce PacumppoBka nomnmcu

HaTa

CDopma akTta o H606Hapy)KeHI/IM APXUBHbIX JOKYMEHTOB,
HYTMpO3HCKaKOT0pHXMCHepHaHH(HpOﬂOﬂXeHMe)

dopmart A4 (210 x 297)

Mp

NIOXeH

kb 2119

111

JMCT-3ABEPUTEJIE IEJIA

B neJjie nogumMTo ¥ INPOHYMEepPOBAaHO JIMICTOB
(umdpamM ¥ OPONMCHIO)
c N nmo N
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B TOM UYMCJIE:
JIMTEPHEE HOMEepa JIMCTOB
NPONyleHHEEe HOMepa JIMCTOB

+ JIMCTOB BHYTPEHHEM ONNMCHU

OcobeHHOCTU OUMBMUECKOTO COCTOSHUSA U Homepa JsmcTOB
bopMMpOBaHUS Ieja

1 2
HammvenosaHme
IOOJDKHOCTU
paboTHMKA IlTopnuce Pacumpporka nomnmcu
JaTa

dopma nucta-3aBepuTens gena

®opmat A4 (210 x 297)

Mpunoxexue N 4
knn.2.11.10

Cn1cok N3MeHsIIoLWUX JOKYMEHTOB
(8 pea. Opukasza MunkynbTypbl P® ot 16.02.2009 N 68)

(HazBaHMe apxupa)

JIMCT MCIIOJIB30OBAHUA
APXVIBHBIX JOKYMEHTOB

donng N Onmce N Heso N

3aroJIOBOK Ieja

JaTa KoMy BBIDaHO XapakTep Homepa Momnuce Jsuua,
MCIIOJIb — bamvmnmsa, VICIIOJIb 30BaHMUA MCIOJILE30—~ |MCIOJIL30BaB—
30BaHUA VIHML VA JIBL (konmupoBaHME, BAHHBIX mero neJjio
(pa3b0pumMBO) |BHMOMCKM, NPOCMOTP |JIUCTOB
n op.)
1 2 3 4 5

d>opma JINCTa UCNOJNb30BaHNA apXMBHbIX OOKYMEHTOB

dopmart A4 (210 x 297)

KoHcynbTaHuTlntoc

HageXxHasa npaBoBas noagepxka
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Mpwnka3 MuHkynbTypbl P® ot 18.01.2007 N 19

(pea. ot 16.02.2009) DokymeHT npepocTasneH Koncynerantllntoc
"O6 yTBepxaeHumn MNMpaBun opraHM3aumm XpaHeHus, Hata coxpaHehusi: 07.10.2014
KOMMIEKTOBAHMW. ..

Mpunoxexne N 5
knn.3.4.1,3.5.2,3.7.11

Cn1cok N3MeHsIIoLWNX JOKYMEHTOB
(8 pea. Opukaza MunkynbTypbl P® ot 16.02.2009 N 68)

KHUTA YUETA MOCTYIUIEHMA HOKYMEHTOB

N |Hara HamveHoBaHue | Hammenora- |Hasea- |[T'onw Kosn-BO KpaTtkasa |[Homep QorH- [IIpume-
n/mn|nocryn- |opraumMsaunmn |Hue, HOMep |Hue IOOKy— |en. Xp. |XapakTe-|Oa, NPUCBO- |4YaHUA
JIeHUA (bammnms, 1 maTa no- |doHZa |MEHTOB |MIM He— |pPUCTMKA |E€HHEM IIOC—
VHMLIMAJIBL KyMeHTa, [0 ONMCaH- |COCTOA- |TYNUBINVM
auua), oOT KOTOPOMY HBIX IO— |HMA OOKYyMeHTaM
KOTOPOM IPVHATE KYyMEHTOB 10 CIUCKY
NIOCTYNMIIN IOOKYMEHTEHI (nmucToB) dboHzoB
IOOKYMEHTEL
1 2 3 4 5 6 7 8 9 10
JIToro nmocTynmio 3a ron en. XxXp.

(uMdpamMy M MIPOMNMUCHIO)
(IOKYMEHTOB, JIMCTOB)

B TOM umcje <*>:

HammvenosaHme
IOOJDKHOCTU
paboTHMKA lNopnuce Pacumpporka nomnmcu

JaTa

<*> [lonyckaeTcsa BefeHne enHON KHUIM y4eTa NoCTyNNeHUn Ha JOKYMEHTbl BCEX BUAOB C YKasaHnem X
06bEMOB B UTOroBOW 3aMnmcu.

CDopma KHUIrn yyeTa I'IOCTyﬂJ'IeHl/Il7I OOKYMEHTOB

dopmart A3 (420 x 297)

MNpunoxexHne N 6

kpho, 3.4, 8.5
B.z.1,8.2.11,B.2.12
CIIICOK ®OHIOB
Homep IaTa nepsoro|Haszssaunme ¢onma| OrmeTka O [IprMeuaHMa
doHma IIOCTYIIJIEHUA BEIOBITUM
KoncynbTtaHTlintoc www.consultant.ru Ctpanuua 58 n3 66
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Mpwnka3 MuHkynbTypbl P® ot 18.01.2007 N 19

(pea. ot 16.02.2009)

"O06 yTBepxxaeHun MNMpaBun opraHmMsaLmm XpaHeHus,

[okymeHT npegocTtasneH

KoHcynkTanTtlinioc
[ata coxpaHenus: 07.10.2014

KOMMNIMEeKTOBAHM...
1 2 3 4 5
Mroro Ha 01.01.... . boHmoB
(umdpamMm M OPONMCHI)
B T.4. IOCTYNMJIO 3a T. boumos
(umdpamMm M HOPONMCHI)
BEIOBIJIO 3@ « e v v e o T. boHmos
(umdpamMm M HPONMUCHIO)
HammeHnoBaHUME
IOOJDXKHOCTHU
paboTHUKA Moonuchb PacumppoBKa MNOOIMUCU
HaTa

dopma cnmcka poHaoB

CHMCOKM3MeHHKﬁuMXﬂ0KyMeHTOB

(8 pea. Opukaza MunkynbTypbl P® ot 16.02.2009 N 68)

YTBEPXIEHO

[IpoTokost 3IIK

(HaMMeHOBaHME YIIOJIHOMOYEHHOT'O opraHa

VCIOJIHUTEJILHOM BJIACTU CcyObekTa POCCUMCKOM

@enepaumw B obJjlacTu APXMBHOIT'O IerJla,

@enepaanoro I'OCyInapCTBEHHOTO apXMBa)

oT N

dopmart A4 (210 x 297)

MpunoxexHne N 7
knn. 3.4.1, 3.5.6,
3.7.13,5.5.1

HageXxHasa npaBoBas noagepxka

N |HenonpomszBoncT- |3aronoeok zneja |Kparume | KonmuecTro |[IpuMedaHmus
/1| BeHHBEE MHIOEKCH IOaTEL JIMCTOB
MM HOMEepa IIo
CTapoy ONMCU
1 2 3 4 5 6
B omnmce BHeCeHO
(umbdpamMt M OPONMCHIO)
et
c N no N
HaumeHoOBaHME
KoHcynbTaHuTlntoc
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Mpwnka3 MuHkynbTypbl P® ot 18.01.2007 N 19
(pea. ot 16.02.2009)
"O06 yTBepxxaeHun MNMpaBun opraHmMsaLmm XpaHeHus,
KOMMIIEKTOBAHM...

[okymeHT npegocTtasneH

KoHcynkTanTtlinioc
[ata coxpaHenus: 07.10.2014

OOJIXHOCTU
cocTaBmuTeJid OIIMCHU

BaBenynimy OTIOeJIOM
(apxXMBOXpPaAHMIINIIEM)

JaTa

dopma onucum <*> gen NoCTOSTHHOIO XpPaHEHWsi, COCTaBIIEHHOWN

ITognuce

ITognuce

B apxuBe

<*> K onucu coctaBnseTcst TUTYNbHbIN NNCT.

(HaMMeHOBaHMe OpTaHM3alun)

PacumppoBka nommnmcu

PacumppoBka nommnmucu

Cn1coK N3MeHsIIOLWNX JOKYMEHTOB
(8 pea. Opukaza MunkynbTypbl P® ot 16.02.2009 N 68)

YTBEPXIA

HamMeHOBaHMe OOJIXKHOCTU

doum N PYKOBOIOMTEJIA OpTaHM3aluumn
OmmMchb N lNopnuce Pacumpporka
HNOONNCH
OeJl INOCTOSAHHOTO XPaHeHMS
IDaTa

3a ron

N VHpmexc |3arosoBok zneia |Kpaluue matTe |KonmuecTBOo |IlpuMeuaHusa
n/mo nena JINCTOB

1 2 3 4 5 6
B DmaHHEI pas3mej ONMCKM BHECEHO neJt

c N

JIMTEPHEE HOMepa:
IPONyIleHHBE HOMepa:

(uMdpamMy M MIPONMUCHIO)

no N

B TOM dYMCIIE:

HammeHOBaHME IOOJDKHOCTU
COCTaBUTEJIA OIUCHU

3aBenynumny apxXmUBOM
opraHms3aumm

ITognuce

ITognuce

Pacumdpporka NOIONUCU

Pacumdpporka MNOIONUCU

®opmat A4 (210 x 297)

MpunoxexHne N 8
knn. 3.4.1, 3.5.6,
3.7.13,5.5.1

KoHcynbTaHuTlntoc

HageXxHasa npaBoBas noagepxka
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Mpwnka3 MuHkynbTypbl P® ot 18.01.2007 N 19

(pea. ot 16.02.2009) DokymeHT npepocTasneH Koncynerantllntoc
"O6 yTBepxaeHumn MNMpaBun opraHM3aumm XpaHeHus, Hata coxpaHehusi: 07.10.2014
KOMMNIMEeKTOBAHM...
JaTa
COTJIACOBAHO YTBEPXIEHO
[IpoToxos L3K (3K) IIpoTokos JIIK
(HaMMeHOBaHMe (HaMMeHOBaHMe
opraHmMs3alunmn) YIIOJIHOMOYEHHOT'O OpTraHa
MUCIOJIHUTEJIBHOM BJIACTU CyOBekTa
Poccuiickom depmepaumm B OOJaCTU
apXMBHOTO Ieja, GbenepajibHOTO
TOCYDAapCTBEHHOTO apxXuBa)
oT N oT N
d>opma rogoBoro pasgena onucu aen noctositHHoOro
XpaHeHua opraHmn3auum
dopmart A4 (210 x 297)
Mpunoxexne N 9
knn.3.7.1,3.7.2, 3.7.11,
441,4.6,4.7
CHMCOKM3MeHHKnuMXﬂ0KyMeHTOB
(8 pea. Opukaza MunkynbTypbl P® ot 16.02.2009 N 68)
YTBEPXIA YTBEPXIA
(HaVIMeHOBaHVIe IOOJIXKHOCTU (HaVIMeHOBaHI/Ie JOJIXHOCTM
PYKOBOIUTEJS PYKOBOIUTEJIS
opraHMs3aluM—COaATUMKE ) opraHM3aluuK-IIPpUEeMIMKa )
lloonmce PacumppoBka nomnmcu Iloonmuce PacumppoBka nomnmcu
HaTa I[leuaTshb IDaTa I[leuaThb
AKT
N
(mara)

nprueMa-Iepenady apxXMBHEX
OOKYMEHTOB Ha XpaHeHUe

(oCcHOBaHME IHepenauu)

(HasBaHMe IHepemaBaeMoro QoHnma)

cna,
(HasBaHME OpraHM3aLuMM-COaT4MKa)
IPUHAJTL
(Ha3BaHMe opraHM3alUMK-IPUEMIMKA )
IOOKYMEHTE Ha3BaHHOTO (QOHIa M HAay4YHO-CHNPaBOYHBI allapaT K HUM:
| N | HazsBaHme, HOMED KommuecTrO KommmuecTBO [lprmMeuaHmMAa

KoHcynbTaHuTlntoc

HageXxHasa npaBoBas noagepxka
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Mpwnka3 MuHkynbTypbl P® ot 18.01.2007 N 19

(pea. ot 16.02.2009) DokymeHT npepocTasneH Koncynerantllntoc
"O6 yTBepxaeHumn MNMpaBun opraHM3aumm XpaHeHus, Hata coxpaHehusi: 07.10.2014
KOMMIEKTOBAHMU...
n/no omnmcu 3K3EMILISPOB en. xp.
OIINCHU
1 2 3 4 5
VTOTO NOPMHSTO en. xp.
Ilepenauy NpOU3BEJIM: I[lpreM NpoOM3BEJINM:
IoxHOCTE llommmcek PacumppoBka HosmxHOCTE [lopgnmch PacumdpoBKa
IIOOIIVCHU IIOOIIVICIU
HaTa IDaTa

doHny npmcBoeH N

VIsMeHeH I B YYeTHBIe IOJOKYMEHTEl BHEeCEHEI

®opwmat A4 (210 x 297)

MpunoxeHne N 10

knn.3.7.1,3.7.8,4.4.2

JOJIXHOCTB IToonuce Pacumpporka nomnmcu
JaTa
dopwma akTa npuema-nepegayn apxmBHbIX AOKYMEHTOB Ha XpaHeHune
Cnincok N3MEHALNX JOKYMEHTOB
(8 pea. Opukasza MurkynbTypbl P® ot 16.02.2009 N 68)
AKT YTBEPXIOAI
N IupexkTOop
(maTa) (HazBaHMe apxuBa)
npmueMa Ha XpaHeHMe apxXUBHEIX llomnuce PacumbpoBka
OOKYMEHTOB JIMUHOTO IIPOUCXOXIEHUS IOINUCHU
HaTra leuaTsb

Ha ocHopaHum pemeHusa IIIK

(IpoTOKOJI OT N )
¥ JoroBopa oOT
croaJn
(®.1.0. coBbcTBeHHMKA/BJanesblia)
OPUHSATH IOKYMEHTEL
(ofbmas xapaKTepMCTMKAa IOOKYMEHTOB)
B KOJIMUECTBE en. xp. (yCJOBHEIX) IOOKYMEHTOB (JIMCTOB)
IO apxXMBHOM (CHATOYHOM) ONUCK
doHmy npmuceoeH N
CobcTBEeHHUK/ Bllanesel] ITognuce Pacumpporka nomnmcu

(HyXHOE MNOOUEepPKHYThb)

KoHcynbTaHuTlntoc

HageXxHasa npaBoBas noagepxka
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Mpwnka3 MuHkynbTypbl P® ot 18.01.2007 N 19
(pea. ot 16.02.2009)

"O06 yTBepxxaeHun MNMpaBun opraHmMsaLmm XpaHeHus,
KOMMIIEKTOBAHM...

HokymeHT npepgoctasneH KoncynbranTllntoc
[ata coxpaHenus: 07.10.2014

HammeHOBaHME IOOJDKHOCTU
paboTHMKA

Ilognuce

Pacumbporka MNOIONUCHU

VIsMeHeHUd B YUYeTHBEIe OOKYMEHTEHI 1O pe3yJibTaTaM OIIMCaHMA BHECEHEL

HammMeHOBaHME IOJDKHOCTMU
paboTHUKA

HaTa

I[lognmce

PacumdpoBKa IOINNUCHU

<Dopma aKTa npuema Ha XxpaHeHne JOKYMEHTOB
JINYHOIo NponcxoxaeHuA

dopmat A4 (210 x 297)

Mpunoxexne N 11
knn. 3.7.2,4.3.2

Cn1coK N3MeHsIIOLWNX JOKYMEHTOB
(8 pea. Opukaza MunkynbTypbl P® ot 16.02.2009 N 68)

(HazBaHMe apxuBa)
AKT

N

(nara)
O BBIOCJIEHUMNM K YHUUYTOXEHUMIO
APXMBHBIX IOOKYMEHTOB, HEe

nmomjiexaummMx XpPaHEeHMIO

K yHMUTOXEeHUIO OTO@paHbIZ

YTBEPXIIAK
InpexTop
(HasBaHME apxuBa)
Ilognmce Pacumpporka
IOINMCHU
OaTa

OokyMeHTE donma N

(HazBaHue OGoHIa)

Ha OCHOBaHMUM:

(CCI:IJ'[KM Ha HOPMATMBHO-MeTOIMUECKMEe IOJOKYMEHTEL

OJid IIpoBeleHMA SKCHepTMBBI)

N HazBaHusa KpanHue |Homepa |Homepa en. |KommduecTro |[IlpmMeuaHnus

n/mn TPy OaTe onmucemn Xp. IO en. xp.
JOOKYMEHTOB OnMMUCAM

1 2 3 4 5 6 7

NToro en. xp. s3a 7O (BI)
(umdpamMm ¥ OPONMCHI)
KommuecTBO en. Xxp., KpaliHye gJaTel M KpaTkKad xXapaKTepucTuKa
OOKYMEHTOB, OCTalUMXCA Ha XPaHeHUU
BaBenywoumnli OTIOEJIOM
KoHcynbTaHuTlntoc
www.consultant.ru CrtpaHuua 63 n3 66
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Mpwnka3 MuHkynbTypbl P® ot 18.01.2007 N 19

(pea. ot 16.02.2009) [JokymeHT npegocTasneH

"O6 yTBepxaeHumn MNMpaBun opraHM3aumm XpaHeHus, Hata coxpaHehusi: 07.10.2014
KOMMIIEKTOBAHM...

(2apXMBOXPaHUIIMLIEM) ITognuce Pacumbporka MNOIONUCHU
HammvenosaHnme

IOOJDKHOCTU

paboTHMKA IlTopnuce Pacumpporka nomnmcu

JaTa

dopma akTa 0 BbIAENEHNUUN K YHUITOXEHUIO apXNBHBIX JOKYMEHTOB,
He noAnexalimx XpaHeHuto

®opmat A4 (210 x 297)

JOKYMEHTEl CIaHBL

(HasBaHME OpraHM3aLUM)

Ha nepepaboTkKy IO NPMEMO-CIHATOYHOM HAKJIAIHOWM N
(mara)
HammeHnoBaHmMe
IOOJIXHOCTHU
paboTHUKA Iopnuce PacumppoBka NOONMUCHK

VI3MeHeHVd B YyUYeTHBE INOKYMEHTH BHECEHEH

HammveHnoBaHMe

OOJDKHOCTU

paboTHUKA llomnuce PacumppoBka NOONMUCHK
JaTa

YTBEPXIOEHO

IIpoTokos JIIK

(HaMMeHOBaHMe YIIOJIHOMOYEHHOTO

opTraHa VCIIOJIHUTEJIbLHOM BJIACTU CyOBekTa

Poccurickoy demepauum B 0OJIACTM APXUBHOT'O Hesa,

benepasIbHOTO T'OCYIapCTBEHHOT'O apxuea)
oT N

<Dopma akKTa O BblAeNmIeHUN K YHUHTOXEHNIO apXUBHbIX JOKYMEHTOB,
He nognexawmx XxpaHeHuto (I'IpOﬂ,OJ'I)KeHVIe)

dopmart A4 (210 x 297)

MpunoxeHne N 12

knn. 3.7.7
Cnncok N3MeHsIoLWnX JOKYMEHTOB
(8 pea. Opukaza MuHkyneTypbl P® ot 16.02.2009 N 68)
(HazBaHME apxuBa)
AKT YTBEPXIAD
KoHcynbTaHuTlntoc | Crpanmua 64 ua 66
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Mpwnka3 MuHkynbTypbl P® ot 18.01.2007 N 19

(pea. ot 16.02.2009) DokymeHT npepocTasneH Koncynerantllntoc
"O6 yTBepxaeHumn MNMpaBun opraHM3aumm XpaHeHus, Hata coxpaHehusi: 07.10.2014
KOMMIEKTOBAHMU...
N INpeKrTop
(maTa) (HazBaHME apxuBa)
O pacCCeKpEeUMBaHUM apPXMBHEIX llomnuce Pacumpporka
OOKyMeHTOB QoHIa N IOOMNMCK
IaTa
KomMmmccusa
(Ha3BaHMEe KOMMCCUM)
npoToxkoJ N or 00.00.00 paccekxperuna noKyMeHTEl GoHma N
(HazBaHMe GoHIa)
N |Homep KommuecTrO Homepa egn. Homepa en. xp., |llpume-
n/mo|onucu PacCCeKpeUeHHEIX |XpP., pPaccek- |pacCeKpeueHHHX |JYaHus
en. xp. PEeUYeHHEIX II0JI- |4aCTMUYHO, C
HOCTBI <*> ykKas3aHMeM HOMe-—
IoJI— YaCTUUHO POB JIMCTOB He-
HOCTBIO PacCeKpeYeHHBIX
OOKYMEHTOB
1 2 3 4 5 6 7
JITOTO pacceKpedeHOo en. xp. (HOJHOCTBI)
(umdpamMy M OPONMUCHIO)
3a
(XpOHOJIOTMUYECKME PaMKM IOKYMEHTOB)
en. xp. (4acTMdHO) 3a
(XpOHOJIOTUUYECKME PAaMKU
IOOKYMEHTOB)
HamMeHOBaHME »OOJIKHOCTM PabOTHMKA Mopnuce PacumppoBka nomnmucu
[IpMHATO Ha OTKPHITOE XPaHeHMe en. xp.
(uMdpamMm M MIPONMUCHIO)
B
(xpaHuamue)
HammeHOBaHME IOJDKHOCTM paboTHUKA IMononmuce PacumppoBkra MNOANUCHU
JaTa

VI3aMeHeHusa B ydeTHBEe IOKYMEHTH BHECEHEL
HavmveHnoBaHMe IOOJIXHOCTU pa@OTHVIKa I[lognmce PaCU.IM@pOBKa Inoonmncm

JaTa

<*> He ponyckaeTcsl nepeyncrieHne HoMepoB efl. Xp. Yepes Tupe.
dopma akTa 0 paccekpeurBaHUM apXUBHbIX JOKYMEHTOB

dopmat A4 (210 x 297)
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Mpwnka3 MuHkynbTypbl P® ot 18.01.2007 N 19

(pea. ot 16.02.2009) [JokymeHT npegocTasneH
"O6 yTBepxaeHumn MNMpaBun opraHM3aumm XpaHeHus, Hata coxpaHehusi: 07.10.2014
KOMMIIEKTOBAHM...

MpunoxeHne N 13
knn. 5.9.1

Cnncok U3MeHSIIOLLMX JOKYMEHTOB
(8 pea. Opukasza MunkynbTypbl P® ot 16.02.2009 N 68)

(HazBaHMe apxupa)

Apnpecar
(mouToOBEIM MHIEKC, aznpec,
TesieboH, bakc)
ApxXvBHasa ClIpaBKa
N
(mara)
Ha N oT
OCHOBaHue:
PykOoBOIMUTENb OpTaHM3aluu Mononuce PacumppoBka NOONMUCHK
I[leuaTsb
VIcmoJIHMUTEe b
TesedoH
CDopma apXI/IBHOI71 crnpaBKu
®opmat A4 (210 x 297)
KoHcynbTaHTlntoc
y www.consultant.ru CTtpaHuua 66 13 66
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