[Mpuka3 MuHucTepcTBa KyrbTypbl 1 MaccoBbix KOMMYyHUKauun P® ot 18 ansaps 2007 r.
N 19
"O6 yTBEpXaeHun NMpaBun opraHn3aumm XpaHeHns, KOMNeKTOBaHUs, y4eTa U
MCNosib30BaHUs AOKYMeHToB ApxmBHoro poHaa Poccuiickon ®egepauunm n gpyrmx
apXMBHbIX AOKYMEHTOB B rOCYy4apCTBEHHbIX N MyHMUMMNANbHbIX apXMBax, My3esix 1
6ubnuoTtekax, opraHnsaumsix Poccuinckon akagemmm Hayk"

C u3aMeHeHUsIMU 1 JONOJSTHEHUAMM OT:

16 dpeBpana 2009 r.

B cootBeTcTBUM C nyHKTOM 2 Yactu 1 ctateun 4, yactn 5 ctaten 14 denepanbHOro
3akoHa ot 22 okts6psa 2004 r. N 125-d3 "O6 apxusHom gene B Poccuinckon ®egepauymmn”
(CobpaHue 3akoHopaTtenbctBa Poccunckon depepaumn, 2004, N 43, cT1.4169; 2006,
N 50, cT. 5280) npukasbiBato:

1. YTBepauTb npunaraemble [1paBuna opraHusaumm XpaHeHusi, KOMNIeKkToBaHus,
yyeTa U MCNonb3oBaHUA [OKYyMeHToB ApxmBHoro ¢oHaa Poccunckon depepaumn wm
APYrMX apXuBHbIX JOKYMEHTOB B rOCyJapCTBEHHbIX U MyHUUMNASbHbBIX apxXuBax, My3esx
n GubnmnoTtekax, opraHnsaumnax Poccrinckon akagemmm Hayk.

2. KoHTponb 3a UCNOMHEHWEM HACTOSALWEro Npuvkasa BO3MNOXWUTb Ha 3aMecTUTens
MwuHunctpa .M. AmyHua.

MuHuCTp A.C. Cokosnos

3apeructpupoBaHo B MuHtocte P® 6 mapTta 2007 r.
PeructpauumoHHbii N 9059

MpunoxeHune

MNpaBuna
opraHusauum XxpaHeHus, KOMMNJIEKTOBaHUA, y4yeTa U UCMOJSIb30BaHUA AOKYMEHTOB
ApxuBHoro choHaa Poccumckon ®egepaumm u opyrux apxmBHbIX JOKYMEHTOB B
rocyaapcTBeHHbIX U MyHULUNANbHbIX apXuBax, My3esx U bubnumortekax,
opraHusaumax Poccumnckon akagemMmm Hayk
(yTB. nprkazom MuHUcTepcTBa KynbTypbl U MAacCOBbIX KOMMYHUKauun P® ot 18
aHBapa 2007 r. N 19)

C U3MEeHeHNAMU 1 JOMNOJSIHEHUSAMMU OT:

16 dbeBpana 2009 r.
FAPAHT:
Cwm. [MpaBuna opraHmsauum XpaHEHWUs, KOMMSIEKTOBaHUA, yvyeTa U WUCMONb30BaHUA
AOKyMeHTOB ApxuBHoro doHga Poccuiickon ®egepaumm M Opyrmx apxXmBHbIX
AOKYMEHTOB B OpraHax rocyaapcTBeHHOW BnacTu, opraHax MecTHOro camoyrnpasneHus
N opraHmnsaunsax, yTeepxaeHHole npukasom MuHkynetypbel Poccum ot 31 mapta 2015 .
N 526

|. O6wme nonoxeHus
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1.1. Hactodawue eauHble [MpaBuna opraHu3aumm XpaHeHus, KOMMIIEKTOBaHUA,
yyeta M MCNosib30BaHUSA OOKyMeHToB ApxmBHOro ¢oHga Poccunckon depepaumm um
OPYrMX apXuBHbIX JOKYMEHTOB B rOCyJapCTBEHHbIX N MyHUUMNANbHbBIX apXuBax, My3esx
n ounbnuotekax, opraHusaumax Poccuinckon akagemun Hayk (ganee - [Mpasuna)
paspaboTaHbl B cooTBeTCTBMM C DegeparnbHbiM 3akoHoM oT 22.10.2004 N 125-93 "O6
apxmBHoM ferne B Poccunckon ®egepauyun” (CobpaHmne 3akoHogatenbctBa Poccumnckon
depnepaumn, 2004, N 43, cT.4169) M pacnpoCTpaHATCA Ha rocygapCTBEHHbIE WU
MYyHULMNanNbHbIE apXxmBbl, My3en N OGubNMoTekn, opraHmsauum Poccurckon akagemum
Hayk (apxuB PAH, HayyHble apxuBbl perMoHarnbHblX OTAENEHUA W Hay4HbIX LIEHTPOB
PAH, Hay4HO-OTpacnesble M MemopuanbHble apxuebl PAH, ocywectensawowme
NOCTOSIHHOE XpaHeHne OoKyMeHTOB ApxuBHoro doHga Poccurickon ®epepaumn) (oanee
- apxuBbl), KOTOpble B COOTBETCTBUM C 3akoHogatenbcTtBoMm Poccuickon depepauunm
OCYLLECTBMIAKT MOCTOSIHHOE XpaHeHwe [OOKYMeHTOB ApxmBHOro doHga Poccuinckon
denepaunn, a Takke BpEMEHHOE XpaHeHe ApYrux apXmMBHbIX JOKYMEHTOB, MPUHATbIX OT
NNKBNOMPOBAHHbBIX OPraHOB rocyJapCTBEHHOM BNacTW, UHbIX rOCYy4apCTBEHHbBIX OPraHoB

(panee - rocydapcCTBEHHble OpraHbl), OPraHOB MECTHOro CaMoynpaBfeHuss W
opraHusaumn.
1.2. [okymeHTbl ApxuBHOoro ¢oHga Poccunckon ®epepauum - apxuBHble

AOKYMEHTbI, npowealine 3KCNepTudy LEHHOCTU [JOKYMEHTOB, MOCTaBfieHHble Ha
rocyfapCTBEHHbIN y4eT U noanexatine NoCTOAHHOMY XpaHEHMUI0.

1.3. [JOKyMeHTbl MO fMYHOMY COCTaBy, a TakKkKe apXuBHble OOKYMEHTbI, CPOKW
BPEMEHHOIO XpPaHEHUs1 KOTOPbIX HEe WCTEKNW, OTHOCATCA K OPYrUM apXMBHbIM
AOKYMEHTaM.

1.4. TocygapCTBEHHbIE U MyHULUMUNAMbHbIE My3en U BUBNUOTEKN, MyHULMNANbHbIE
apxuBbl PYKOBOACTBYKOTCA HactodAwwmmn [lpaBunamm C y4yeTOM CBOEro npaBOBOro
cTtatyca n ocobeHHoCTen AeAaTenbHOCTH.

1.5. OpraHumsauus XpaHeHusi, KOMMMEKTOBaHMUS, Yy4vyeTa W  UCMONb30BaHUSA
OOKyMeHToB ApxmBHoro oHga Poccunckon ®depepauum n - Opyrux  apXmMBHbIX
OOKYMEHTOB B defepanbHblX OpraHax WCMOMHUTENbHOM BracTM U opraHuMsauusx,
OCYLLEeCTBNAKLLNX Aeno3uTapHOe XpaHeHue JOKyMeHTOB ApxmMBHOro poHaa Poccuinckom
depnepaunn, perynupyeTtca opyrumm HOpMaTUBHbLIMU MPABOBLIMU aKTaMu.

1.6. OPMbl YYETHbIX U UHbIX JOKYMEHTOB apXuBOB, YNOMWUHAEMblEe B HACTOSALLNX
[MpaBunax n OTCYTCTBYHOLUME B MPUMOXEHUAX K HUM, YCTaHaBNUBAKTCSA cheunanbHO
YNONTHOMOYEHHbIM  (befepanbHbiM — OpraHOM  UCMOSHUTENBbHOW BflacTU B cdpepe
apxXuBHOro gena.

Il. OpraHusauua xpaHeHUss LOKyMeHTOB ApxuBHoro cooHaa Poccuimnckon
Penepaummn n Apyrux apxmBHbIX AOKYMEHTOB B apXxuBe

2.1. B apxuBe OoKyMeHTbl ApxmBHoro doHga Poccurickon depepaumm n gpyrmue
apXuBHbIE [OOKYMEHTbI OPraHM3yrTCA MO MCTOPUYECKN W/MAN JIOTMYECKU CBSI3aHHbIM
COBOKYMHOCTSIM - apXuBHbIM poHAaM. 10 OTHOLIEHMI0 K HEKOTOPbLIM BMOAM apXUBHbIX
AOKYMEHTOB ZlonyckaeTcst ux HedooHaoBas opraHmsaums (cm. n. 2.10).

2.1.1. PasHOBMOHOCTSAMM apXMBHOIo poHAa SBNAKOTCSA:


http://ivo.garant.ru/document?id=12037300&sub=0

apXMBHbIA (POHL rOCyAapCTBEHHOro opraHa, opraHa MeCTHOro camoynpaBfieHus,
opraHmsauum, cocTtoswmin u3 obpasoBaBLUMXCA B Mpouecce UX AesaTenbHOCTU
AokymeHTOB ApxuBHoro doHaa Poccuinnckon degepaummn wn - Opyrux  apxXMBHbIX
AOKYMEHTOB;

obbeanHEHHbIN apxXMBHbIN GOOHA, COCTOAWMN M3 0DOpas3oBaBLUMXCA B npouecce
AeaTenbHOCTU ABYX Unn 6onee opraHn3aunmin, a Takke rpaxgaH 4OKYMEHTOB APXMBHOIO
doHaa Poccunckon depepaummn M OPYrux apxXuBHbIX LOKYMEHTOB, UMEKLWMX Mexay
cobon UCTOPUYECKN U/UNN NOrMYECKN 0BYCNOBIEHHbIE CBA3Y;

apXMBHbIN  POHA JIMYHOTO MPOUCXOXOEHUS (CeMbM, poda), COCTOAWMN U3
oOpa3oBaBLLUNXCA B NPOLLECCE XMU3HU N OEATENbHOCTU OTAENbHOIO rpaxgaHuHa, CEMbM,
poda apXvMBHbIX OOKYMEHTOB, BKITHOYEHHbLIX B cocTaB ApxuBHOro dgoHga Poccunckon
denepauumn.

K apxuBHOMY oHAY MpupaBHUBAETCA COBOKYMNHOCTb OTAESNbHbIX AOKYMEHTOB
ApxuBHoro doHga Poccunckon degepauum M OPYrux  apxXvMBHbIX  OOKYMEHTOB,
obpasoBaBINXCA B AOEATENbHOCTM pPasHbiX WMCTOYHMKOB KOMMMEKTOBAHMS apxuBa
(dboHpoobpasoBaTenen), OObEAUHEHHbIX MO OOHOMY WIINM  HECKOSIbKMM MNpu3Hakam
(TemaTnyeckomMy, HOMMUHaNbHOMY, OOBLEKTHOMY, aBTOPCKOMY, XPOHOMOrMYEeCKoMy W
apyrmm) (ganee - apxmBHasa KONekuns).

2.2. o cTeneHn LeHHOCTM JOKYMeHTblI ApxmBHoro poHaa Poccumnckon denepaumm
AensiTCsa Ha LieHHble, 0cOB0 LIEHHbIE N YHUKASbHbIE.

2.2.1. Bce oTHeceHHble k cocTaBy ApxuBHoro ¢oHga Poccunckon dPepepaunn
AOKYMEHTbl BHE 3aBMCUMOCTM OT WX MPOUCXOXAEHMUS, BuOa HOCUTENS, CTEMNEHU
CEKPETHOCTU, MecTa XpaHeHnsa n opMbl COBCTBEHHOCTU ABMSAOTCA LEHHBbIMN.

2.2.2. B coctaBe ApxmBHoro cdoHaga Poccunckon ®epepaunmn BblaenaTca ocobo
LEHHble AOKYMEHTbI, MMEKLWME HENPexoasLyto KynbTYPHO-UCTOPUYECKYD U Hay4HYH
LEeHHOCTb, 0COBYyl0 BaXXHOCTb Ans obliecTBa M rocygapctBa U B OTHOLLUEHUW KOTOPbIX
yCTaHaBnmnBaeTcs 0COObIN pexnm yvyeTa, XpaHEHUS U UCNOSTb30BaHUS.

2.2.3. B coctaBe 0c060 LUEHHbIX [OOKYMEHTOB BbIAENAKTCA YHUKaNbHbIE
AOKYMEHTbI, He umetowme cebe nNogobHbIX NO coaepXallencs B HUX MHopMaunm m
(MnNKn) UX BHELWHMM nNpuU3HaKam, HEBOCMNOSIHAMbIE MPU yTpaTe C TOYKN 3PEeHUst UX
3HayeHus n (nnun) astorpadmyHocTu (cMm. . 3.7.4).

2.2.4. ApxuBHble [OOKYMEHTbI BPEMEHHOro XpaHeHWs, UMeKLMecd B CcOCTaBe
apXuBHbIX POHAOB, B TOM YMCIE OT NIMKBMANPOBAHHbLIX OpraHn3aunn, unm nocTynmeLine
B apXuBbl BCNeACTBME 4Ype3Bbl4alHbIX ODCTOATENbCTB, BbIAENATCA K YHUYTOXEHUIO B
yCTaHOBNeHHOM nopsake (cMm. n. 5.3.2#).

2.3. Tlo kaTeropuaM [ocTyna apxmBHble [OOKYMEHTbl OENATCA Ha OTKpbITble,
OrpaHN4YeHHOro 4OCTYyMNa U Ha XpaHsLWMeCcs Ha 0COBbLIX YCOBUSX AOCTYNa K HAM.

2.3.1. OTKpbITbIMM SABNAIOTCA BCE apXMBHblE AOKYMEHTbI, AOCTYMN K KOTOPbIM He
OrpaHuyeH B COOTBETCTBUM C MeXAyHapoaHbIMK goroBopamu Poccunckon denepaumn,
3akoHogatenoctBoMm Poccunckon ®depepauun, a Takke B COOTBETCTBUM C
pacrnopsKeHMeM CoOCTBEHHMKA UIn Briageribla apXnBHbIX JOKYMEHTOB, HAXO4SLWMXCH B
YacTHOW COBCTBEHHOCTMW.

2.3.2. K apX1BHbIM JOKYMeEHTaM OrpaHNU4YeHHOro OCTyna OTHOCATCA:

apXmMBHble OOKYMEHTbI, cogepallne cBefeHNs, COCTaBnNsaLWmne rocyaapCTBEHHY0
TarHy UK UHblE OXpaHsieMble 3aKoHoaaTenbCcTBOM Poccumnckon ®egepaumm TanHbl,

apxuBHble OOKYMEHTbl, coAepXawue cBeaeHUa O JIMYHOM U CeMeWHOW TaunHe
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rpaxkgaHmHa, ero 4acTtHOM XW3HWM, a TakKkKe CBedeHus, co3jaroline Yyrposy ero
BGe3onacHocTy;

apXMBHblE OOKYMEHTbI, COOCTBEHHUKN UNW BnagenbLbl KOTOPbIX, NepeaaBsasl ux B
apxuB, yCTaHOBWUIIM B JOrOBOpE YCIIOBUA OOCTYNa K HUM N UX UCNOSb30BaHUA.

[ocTyn K ykasaHHbIM apXWBHbIM AOKYMEHTaM [0 yTpaTbl UMW CEKPETHOCTU unn
KOHOMOEHUNANbHOCTK, a TakkKe UX UCMONb30BaHME OCYLLECTBSAOTCS B YCTAHOBIIEHHOM
nopsigke.

2.3.3. OrpaHnymBaeTcs [OCTYyN K NOASIMHHMKaM 0cob60 UEeHHbIX, B TOM 4uUcre
YHUKamNbHbIX JOKYMEHTOB, U K AOKYMeHTaM ApxmBHoro ¢poHaa Poccuimnckon degepaumn,
NPU3HaHHbIM B Mopsake, ycrtaHoBreHHom . 2.11.7.1  Hactoawwux [lpasun,
Haxo4sLWNMNCA B HEYL0BNETBOPUTENBHOM (PN3NYECKOM COCTOAHUMN.

doHam poBaHUe apXUBHbIX OOKYMEHTOB

24. Pabota no oHaMpoBaHWO (ONpeaeneHnto, YTOYHEHUIO OHOO0BOW
NPUHAANEXHOCTU apXMBHbIX JOKYMEHTOB N XPOHOSTOrMYECKNX rPaHnL, apXUBHbIX (POHOO0B)
OCYLLECTBIISIETCA B MCTOYHUKAX KOMMSIEKTOBAHUS apxuBoB (oHaoobpasoBaTensax) B
npouecce (bOpMUPOBAHNA AeN HA OCHOBE HOMEHKNaTyp Aen u otbopa JOKYMEHTOB ANs
nepejayM Ha XpaHeHMe B apxvB, a TaKke B apxvmBax - MPW OMNUCAHUU MPUHATLIX
HeyrnopsAOYEeHHbIMU  apXUBHbLIX [JOKYMEHTOB, nepepaboTke HeyaoBNeTBOPUTESNbHO
COCTaBJIEHHbIX ONUCEN, NpU co3gaHun OBbeMHEHHbIX apXUBHbLIX POHOOB N apXMBHbIX
KONMeKUnin, ncnpasneHnmn owmnbok doHaNPOBaHMS.

2.4.1. OnpepgeneHne ¢(oHOOBOM NPUHAANEXHOCTU apPXMBHbIX OOKYMEHTOB
3aKn4aeTcs B OTHECEHMM WX K  apxXMBHOMY  (POHAY  COOTBETCTBYIOLLErO
doHaoobpasoBaTens.

ApX1BHbIe JOKYMEHTbI, ABMAKOLWMECH BXOAALLNMU, OTHOCATCA K apXMBHOMY POHAY
Toro poHgoobpasoBartens, KOTOpbIA UX NONYyYun.

ApXMBHble [OOKYMEHTbI, SBMSLWMNECH UCXOOQAWMMU  KONUAMKU  (OTnycKamu),
OTHOCATCH K apxvmBHOMY doHOy Toro doHaoobOpasoBaTens, KOTOPbIA SABMSETCA WX
aBTOPOM.

ApXuBHble OOKYMEHTbl BHYTPEHHEro obpalieHns OTHOCATCSA K apXUBHOMY OOHAY
Toro gooHgoobpasoBarTens, B KOTOPOM OHWU CO34aHbl.

2.4.2. B cnyyae peopraHmsaumm unn NIMKBMOAUUM OpraHusaumm ¢ nepegadven ee
YHKUMM BHOBb CO34aHHOM OpraHu3auuMmM 3aKOHYEeHHble NPOU3BOACTBOM Aernia
BKIMIOYAKOTCA B apXUBHbIN (POHA, peopraHn3yeMomn Univ NUKBUANPOBAHHOW OpraHu3auuu,
a He3aKOHYeHHble  Jerna, nepefdaHHble  Ansg  OKOHYaHus  Mpov3BOACTBOM
opraHmsaumm-npaBonpeeMHUKY, BKITHOYAKOTCA B apXUBHbIN OOHA NocnegHen.

N3 apxuBHOro (poHOa JIMYHOrO MNPOMCXOXOEHUA  apXUBHbIE  JOKYMEHTbI
opraHusauum BbIOENAITCA U NPUCOEANHAIOTCHA K COOTBETCTBYHOLLEMY apXMBHOMY dOHAY
Nnpwv yCrioBUW, €CnNu 3TOT apXMBHbIM (POHA, HAXOAUTCH Ha XPaHEHUU B JAHHOM apXvBe U
apXuBHble [OOKYMEHTbl OpraHuM3auunm He CBsi3aHbl C OesTeNbHOCTbI rpaKaaHWHa,
obpasoBaBLLErO apXMBHbIA (POHA SIMYHOIrO NMPOUCXOXAEHUS. He nognexart BblAeneHuto
M3 apxuMBHOro doHAa TrpaXxaaHwHa - pPyKOBOOUTENS W 4rieHa COOTBETCTBYHOLLMX
00LLEeCTBEHHbIX OpraHM3auni apxXmBHbIE AOKYMEHTbI 3TUX OBLLECTBEHHbBIX OpraHn3aumi.

2.4.3. EOvHbIN apxuBHbIN (POHL C apXMBHbIMW [OOKYMEHTaMW oOpraHusaumm



COCTaBNAT:

apXMBHble JOKYMEHTbI MpeacTaBUTeNbCTB N (hunmanos;

apXMBHble JOKYMEHTbI CoBellaTesbHbIX OPraHoB, CO34aHHbIX MPW opraHM3auuu;

apXMBHble AOKYMEHTbl BPEMEHHbIX aAMUHUCTPALNA OpraHM3aumm, HaxoasLwencs B
ctagun DaHKPOTCTBA;

apXMBHble OOKYMEHTbl CO3[aHHbIX NPU OpraHM3aumMm NepBUYHbIX OBLLECTBEHHbIX
opraHmsauum (3a ucknioyeHmem opranmusaumn KrNCC mn BJIKCM), cyuwectBoBaBwnx g0
NPUHATUA  3aKkoHOoOdATesbCTBA Poccunckon depepauymn 06  oOLecTBEeHHbIX
ob6begnHeHnsX;

apXMBHble JOKYMEHTbI NIMKBUOALNOHHOM KOMUCCUN OpraHM3aunu.

ApXMBHble [OOKYMEHTbl 0OLleCcTBEHHOW opraHusaumm (nNpodcoto3Hon u  ap.),
CYLLECTBYHOLEN NPU OpraHusaumMm C MOMEHTa perncrtpauum 3TorM O06LEeCTBEHHON
opraHusauuMm B COOTBETCTBUM C 3akoHogatenbcTtBoM Poccunckon depepaunm 06
obLLecTBEHHbIX 06begMHEHNAX, NPU UX MOCTYMNNEHUMN HA XPaHEHNE B apXuB COCTaBNAOT
CaMOCTOATENbHbIN  apXMUBHbIN  QOHO, WU MNPUCOEAUHSATCA K apxXmBHOMY doHAy
COOTBETCTBYIOLLEN opraHnsaumm, obpasys o0 beaNHEHHbIN apXUBHbIA (POHA,.

2.5. O6beanHEeHHbIN apXMBHbIA (POHA POPMUPYETCH N3 apPXUBHbBIX JOKYMEHTOB:

OopraHusauui, OAHOPOAHbIX MO  UeneBOoMy HasHavyeHnto U (PYHKUUAM,
OENCTBYIOLWMX Ha onpeaeneHHon Tepputopuu;

PYKOBOASALLEro opraHa W MNOOYMHEHHBIX €My opraHusauui, OeUCTBYKLMX Ha
onpeaenieHHon TepputTopuu;

opraHusauuin, 06 beaAnHEHHbIX OOBHEKTOM AeATENbHOCTY;

nocriegoBaTenibHO  CMEHSABLUMX OpYyr Jpyra opraHusauun, ecnv  yHKUMK
npegweCcTBEHHUKOB MOSIHOCTBIO WM YaCTUYHO MepefaBanncb W nepefarTcs  UX
npeemMHuKam;

OBYX unu 6onee apxmBHbIX POHOOB JIMYHOIO MPOUCXOXOEHUS, ecrnn rpaxgaHe
cBsA3aHbl Mexay cobon 6NM3KMMKU pOACTBEHHLIMU, NPOGECCUOHANTbHBIMU, TBOPYECKUMU,
AenoBbIMU OTHOLLEHUAMM.

2.6. ApxuBHasa Konmnekuus noctynaet B apxvB unu OpMUPYETCA B apxvBe U3
OTAESbHbIX Pa3pPO3HEHHbIX apPXMBHbIX [OOKYMEHTOB, WMEKLNX MPU3HAKN OBLLHOCTW.
McTopryeckn Criokusllaacs apxuBHas KOMnekumns, nocTynuseLlaa n3 gpyroro apxmsea, ot
opraHusauuv unu rpaxkgaHmHa, nepedoHANPOBaHMIO HE NOASIEXMNT.

2.7. ApXuBHblE OOKYMEHTbI, COOPMUPOBAHHbBIE B apXUBHbIN GOOHA, 06 beaNHEHHbIN
apXuBHbIN POHA WNN  apPXMBHYK KOMSEKUMo, nepedoHaMpOBaHMIO He noanexar.
[MepedoHanpoBaHne apxmMBHbIX JOKYMEHTOB LOMYCKAETCS B UCKMIOYUTENbHbLIX CryYasix,
npy  obHapyxeHun oOwWwnbOoK OHAMPOBAHMUS, 3aTPYAHSAOWMX MNOUCK  apPXMBHbIX
AOKYMEHTOB.

2.8. B 3aBUCMMOCTN OT BpPeMEHU 0Opas3oBaHUS U NPaBOBOro craTyca MUCTOYHMUKA
komnnekToBaHus (doHgoobpasoBaTens) ero apxuBHble OOKYMEHTbl MPUHMMAOTCS B
apxuB UM Kak NpoLOSMKalLlWasncs 4acTb yXXe UMeKLerocs apxmBHoro ooHaa, Unn Kak
HOBbIV apPXMBHbIN OOHA.

2.8.1. B cBs3u ¢ npuHatnem KoHctutyumnm Poccumnckon ®eaepaumm B 1993 roay:

2.8.1.1. HOBble apxuBHble POHAbI COCTaBMIAT apXMBHbIE JOKYMEHTbI:

opraHoB 3aKkoHogaTtenbHon Bractu Poccunckon Pepepaumm M CybbHLEKTOB
Poccuinckon degepaunu;

OpraHoB wucnonHutTenoHon Bnactu Poccunckon Pegepaumm u pecnybnvk B
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coctaBe Poccuinckon denepaunm;

rmas (ryGepHaTopoB) KpaeB, obnacTel, aBTOHOMHbIX OKpYyroB Poccuinckon
depepaumn n X agMUHUCTPaALUI;

oTpacneBbiX OpPraHoOB WCMNOMHUTENbHOW BRacTu KpaeB, obnacten, MockBbl W
CaHkT-lNeTepbypra, aBTOHOMHbIX OKpyroB Poccunckon degepaummn, ecnu mx 3agadm u
PYHKLUUN U3MEHUUCH;

opraHoB cyaebHown Bnactn Poccuinckon ®epepauuu;

OopraHoB MECTHOro caMoynpaBrieHns;

"eHepanbHOM npokypaTtypbl Poccuinckon degepaunu;

CueTHOM nanatbl Poccuinckon ®enepauyunm;

LleHTpanbHoro 6aHka Poccunckon ®epepaumm (banka Poccun);

LleHTpanbHon n3dnpartenbHomn KoMuccum Poccuinckon denepauyun,
n3bumpaTtenbHbIX KOMUCCUIA OpraHoB rocygapCTBEHHOM Bnactu cybbektoB Poccuimckon
depepauymn.

HonyckaeTca dopMupoBaHMe 0O0bEAUHEHHBIX apXMBHbIX (POHAOB M3 aPXMBHbLIX
AOKYMEHTOB  m3buparteflbHbIX  KOMUCCMA  No  BblbopamMm  OpraHoB  MECTHOrO
camoynpasfieHus;

2.8.1.2. egnHble apxmBHble POHObI COCTaBNAT apXMBHbIE JOKYMEHTbI:

oTpacreBbiX ynpasrieHUNn N OTAENIOB UCMOSIKOMOB COBETOB HapOAHbIX OenyTaTos
KpaeB, obnacten, r. Mocksbl n r. CaHkT-lNeTepOypra, aBTOHOMHbIX okpyroB PCOCP un
COOTBETCTBYIOLINX OTpacreBblX OpraHOB WUCMONHUTENbHOW BriacTu Kpaes, obnacrten, r.
Mockebl n CaHkT-lNeTepbypra, aBTOHOMHbIX OKpyroB Poccuiickon ®eaepaumm, ecnm mx
3aga4vm n pyHKUMK ocTanucb 6e3 nsmeHeHus;

opraHoB cygebHon BnacTu n npokypaTtyp pecnybnuk, kpaes, obnacren, rr. MockBbl
n CaHkT-[leTepbypra, aBTOHOMHbIX OKpyros, ropogos u panoHoB PCOCP wu
COOTBETCTBYIOLLUNX OpraHoB cyaebHOoM Bnactu U npokypatyp B pecnybnukax, Kpasx,
obnactax, r.Mockse wu r.CaHkT-lNeTepbypre, aBTOHOMHbIX OKpyrax Poccunckon
denepaumn, MyHMUMNASbHBLIX PanoHax U rOPOACKUX OKpyrax;

npencraBUTENbHOIO n NCMONHUTENBHO-PACNOPAANTENBHOIO opraHoB
MYHULMMNANbHOIO NOCENEHMS.

28.2. B cBa3n c npeobpasoBaHMeM MyHuMUUNanbHbIX obpasoBaHun (KX
obbeavHeHeM, pasfeneHveM, a Takke U3MEeHeHWeM cTaTyca rOpOACKOro nocerieHus)
HOBble apxuBHble OHAbI COCTaBNAIT apXMBHble [OOKYMEHTbl CO3[aHHbIX OpraHoB
MECTHOro caMoynpasfeHus.

M3meHeHne rpaHuy, MyHMUMnanbHbIX 06pa3oBaHui He SBRSIeTCS OCHOBaHWEM ASs
CO3aH1s HOBbIX apXUBHbLIX (POHOOB W3 aAPXUBHLIX [AOKYMEHTOB COOTBETCTBYHOLLMX
OpraHoB MECTHOro caMoynpaBieHus.

2.8.3. lpwn peopraHusaumm opraHusaunm HoBble apxuBHble POHAObLI CO3Oal0TCA B
cnyyasx:

M3MEHEHNS LIeNEeBOro HasHayeHus, npopunsa [edaTenbHOCTU U PYHKUUK
opraHusauuu;

npeobpasoBaHns opraHusaumm ¢ nsmeHeHnem popmMbl CO6CTBEHHOCTU NMYLLIECTBA
opraHunsauuu (npMBaTmMsaums, akUMOHMPOBaHWE, HaLMoOHanM3auusa u T..).

N3 apXMBHbIX OOKYMEHTOB rOCyJapCTBEHHOM UNU MyHUUMNANbHOW OpraHuM3auuu,
nogseprwenca npeobpasoBaHo C M3MeHeHMeM (opMbl COBCTBEHHOCTM UMYLLECTBA
opraHunsaumu, n apPXUBHbIX JOKYMEHTOB BHOBb BO3HUKLLIEN



opraHunsauuu(i)-npasonpeemMHuka(oB) gonyckaetca dopMupoBaHme 06bLEANHEHHOrO
apXuBHOro doHaa B cnyyae nepenayu apPXMBHbIX AOKYMEHTOB
opraHusauuu(n)-npaBonpeemMHuka(oB) B roCyfapCTBEHHYIO UMW MYHUUMUNANbHYHO
COBCTBEHHOCTb.

2.8.4. He aBnseTcsa ocHoBaHMeEM A1 co34aHns HOBOro apXmBHOro gooHaa:

pacLUMpPeEHNe Unn CyXXeHne TeppuTopuarnbHbIX rpaHuL eaTenbHOCTU Un OYHKLMIA
opraHunsauuu;

BblAeNeHne u3 opraHusauum OLHOW WM HECKOSIbKMX HOBbIX OpraHusauum c
nepegayen M otaenbHbIX PYHKUUN NEPBOM OpraHn3aunm;

N3MEHeHne NOOYMHEHHOCTM OpraHuMsauuun, ee CTPYKTYpbl, NepeuMeHoBaHue wunu
BHECEHMEe U3MEHeHWA B  HasBaHMe, He  COMpoBOXOAKLWMECH  U3MEHEeHUeM
nepBoHa4vasrbHbIX OYHKLUNN;

CMeHa ydypeauTend(en) opraHusauum 6e3 n3MeHeHuss popMbl COBCTBEHHOCTU
MMyLLLIeCTBa 3TOM OpraHM3aunu.

2.8.5. ApxvBHble OOKYMEHTbl OpraHusauum, npekpaTuBLllen CBOK AeATeNIbHOCTb
BCreAcTBME NMKBMAAUWMK, B TOM YUChe MO NPUYMHE YpesBblHanHbIX 0O6CTOATENLCTB Un
CTUXUMHBIX 6eCTBUN, a 3aTeEM BOCCTAHOBSIEHHOM C TEMU Xe PYHKUNAMMU, COCTaBNAT
€AWHbIN apXUBHbIN (POHA.

2.8.6. XpOHONOrn4yeckMmm rpaHmLamMmm apxmBHoro ooHaa sABnsaoTCA:

apXmBHOro (poHga rocyaapCTBEHHOrO opraHa, opraHa MeCTHOro camoyrnpasfeHus,
opraHmsauumu - yctaHaBfiMBaeMble Ha OCHOBE HOPMAaTUBHbLIX aKTOB OdhuumanbHble AaThl
nx obpasoBaHuna (pernctpaumm) n nukeungaumn. Npu HaNMYUM HECKONBKUX HOPMATUBHBLIX
aKkToB 3a pgaTy obpasoBaHMs rOCyOJapCTBEHHOrO oOpraHa, opraHa MeCTHOro
camoynpaBsfieHNd, opraHM3aunmn NpMHUMaeTcsa JaTta Hanbonee paHHEero U3 HuX;

obbeanHEHHOro apxmMBHOro doHaa - gatbl obpasoBaHus (pernctpaunn) Hanbonee
paHHEN M NUKBMOAUUM Hambonee nNo3gHEn No BPEMEHWU OEATENbHOCTM OpraHu3auumn,
AOKYMEHTbI KOTOPbIX BOLSM B cOCTaB 06begMHEHHOIro apXnUBHOro ooHAa;

apXMBHOro (poHOa §MYHOIO TMPOUCXOXAEHUA - AaTbl POXAEHUA WU CMEPTU
rpaxgaHuHa, 4neHoB cembu Unu poga (Mo aHanorum ¢ O6beAMHEHHBbIM apXWBHbLIM
oHAOoM);

apXMBHOW KOMMNeKuMn - AaTbl CAMOro paHHero 1 caMmoro no3gHero JOKyMeHTa.

XPOHOSMOrnM4yeckne rpaHunLbl apxmBHOro (poHga MoryT He coBnafjaTb C KpanHUMM
AaTamMu COCTaBIISAOLMX €r0 apXUBHbIX JOKYMEHTOB:

B oHOe rocydapCTBEHHOrO opraHa, opraHa MeCTHOro camoynpasfieHus,
opraHmsauum - B CBSA3M C BO3MOXHbIM OTCYTCTBMEM apXMBHbIX JOKYMEHTOB HavasibHOro
n/vunn 3aBepliaroLlero 3TanoB OeATeNIbHOCTU roCydapCTBEHHOrO0 oOpraHa, opraHa
MECTHOro camoynpasfieHNd, opraHn3aummn, BKoYeHnemMm B coctaB (poHaa bonee paHHUX
apXMBHbIX [OOKYMEHTOB, MNepefaHHblX Afs  3aBeplieHna Mnpou3BOACTBOM  Aena
npegLlwecTBEHHUKOM TOCyJapCTBEHHOINO OpraHa, opraHa MEeCTHOro camoynpaslieHus,
opraHunsauuu;

B pOHAE NIMYHOIrO NPOMUCXOXOEHNS - 3a CHET AOKYMEHTOB, CBSI3AHHbIX C OTKIMKaMM
Ha cMepTb rpaxgaHuHa, nposeeHNneM NaMATHO-OOUENHBIX MEPONPUATUA 1 Ap.

Opral-msau,vm dPXUBHbIX OOKYMEHTOB B npegesriax apxmBHOro (*)OHp,a



2.9. B npegenax apxvuBHOro (poHAa apxvBHble OOKYMEHTbl OpPraHu3yrTcs Mo
eANHULAM XpaHEeHMUS.

EOMHMUBI  XpaHeHust CUCTEMAaTU3UPYIOTCS COrMflacHO CXeme cuctemaTtmsaymm
apPXMBHbIX AOKYMEHTOB B apXMBHOM (POHAE.

2.9.1. Cxema cuctemaTMsauum apxuBHbIX [OOKYMEHTOB B apXMBHOM doHAe
ABMSETCA OCHOBaHWEM [ANS BHYTPEHHEW opraHvsauun euHUL, XpaHeHUs apXUBHOro
dooHOa 1 3aKpensiseTcs onucbio (ONUCsAMN) aerl, JOKYMEHTOB.

Cuctematmsauus eanHUL, XxpaHeHnsa B npegenax apxmBHOro poHga no pasgenam
(nogpasgenam) cxemMbl cucTemMaTmsauum NPoOBOAUTCA C y4ETOM OLHOMO UIM HECKOSbKUX
cnefyroLwmx NpU3HaKos:

CTPYKTYPHOrO (B COOTBETCTBMM C MNPUHAASNIEXHOCTBIO €4MHUL, XPaHEeHUs K
CTPYKTYPHbIM NnoapasaeneHusim);

XpOHOMornyeckoro (Mo nepwogam wnuM gatam, K KOTOPbIM OTHOCATCA eOuHULbI
XpaHeHus);

dYHKUMOHANBbHOro, OTpacreBoro, TemMaTU4eckoro, npeamMeTHO-BOMPOCHOro (C
y4yeToM (PyHKUMA opraHusauuum, TeM WM BOMPOCOB, KOTOPbIX KacaeTca coaepxaHue
eANHUL, XpaHeHUS);

HOMMHarnbHOro (No Aenonpou3BOACTBEHHOM (hopMe - BUAAM M Pa3HOBUAHOCTSM
AOKYMEHTOB);

KOppecnoHOeHTCKOro (No opraHu3aumam v nuuam, B pesynbraTe Mnepennucku c
KOTOpbIMM 0B6pa3oBanncb eaAnHULIbI XpaHEHNS);

reorpagmyeckoro (B COOTBETCTBUM C  OMNPEAESiEHHbIMU  TEPPUTOPUSAMM,
HaceneHHbIMWN MyHKTaMun U ApYyrmmu reorpadouyecknmm obbekTaMm, ¢ KOTOPbIMU CBA3AHO
coaepxaHue JOKYMEHTOB, X aBTOPbI, KOPPECNOHOEHTHI);

aBTOPCKOro (No HasBaHWAM opraHmMsauni unm daMmmnnmsam nuy, KoTopble ABNAKTCA
aBTOpaMu AOKYMEHTOB).

Mpn cuctemaTMsauun eguHuL, XpaHeHuss ayauoBu3yaribHOM W 3NEeKTPOHHOM
AOKYMEHTaunn SONOSTHUTENBHO UCNONb3YTCSA OOBbEKTHBIN U (POPMATHLIN NPU3HAKN.

EomHMUbl XpaHeHus rpynnupyoTca nocrnegoBaTenbHO No Npu3Hakam, NpUMEHeEHne
KOTOpbIX 4ABnsieTca Haubonee uenecoobpasHbiM N8 BCEX WNU OTAENbHbIX Tpynn
apXMBHbIX AOKYMEHTOB apXnBHOro ooHaa.

[OKyMEHTbI MO JIMYHOMY COCTaBy, a TakkKe Hay4YHO-TEXHUYECKME AOKYMEHTbl B
apXMBHbIX  OHAAX  Hay4yHO-UccreaoBaTENbCKMX  OpraHusauui,  pykonucm B
nsgatenbcreax, uctopmm 6onesHen B MeUUMHCKUX OpraHuM3aumsix, akTbl NPOBEpPOK B
doHAaxX KOHTPOSIbHbLIX OpraHoB BbIAENAKTCA B 0cobble rpynnbl U CUCTEMATUINPYIOTCA
060co65eHHO.

ApXuMBHble [OOKYMEHTbl apXMBHOrO (poHOAA CeMbu, poda CUCTEMATUIUPYHOTCSA
BHa4yane no otaernbHbIM rpaxgaHam, AOKYMEHTbl KaXOoro rpaxgaaHuHa - no pasgenam
cxemMmbl cuctematmsaumn. B apxmBHOM poHOe ceMbM Ha MNepBOEe MECTO BbIHOCATCH

adpXmBHble OOKYMEHTbI Hanbonee Wn3BECTHOIO rpaxgaHmHa, 3ateM - apXuBHbIE
OOKYMEHTbl 4Jf1eHOB CeMbWU B TMOpAdKe CcTeneHum poacTBa. B aApXnBHOM ¢)0H,Ele poaa
adpXnBHbIE OOKYMEHTbI pacnonaratroTcd B nopagke reHeanornd4eckomn

nocneaoBaTefibHOCTU, MPUYEM apXMBHblE [OOKYMEHTbl, OTHOCALLMECS KO BCEMY poAay
(reHeanornyeckne Tabnuubl, UMyLLECTBEHHO-XO3ANCTBEHHbIE AOKYMEHTbI), NOMeLLaloTCs
B Havane.

EovHnubl  XpaHeHns, BKMAOYEHHble B OObEAWHEHHbIA  apXMBHbLIN  (POHA,



pacnosnaraloTcsa no 3Ha4nuMocTn ooHgoobpasoBaTenen, No XPOHOIOrMM UX co3fgaHus, no
andasuTy HasBaHuN. [Na apxmMBHbIX OOHOOB OOHOTUMHBIX OpraHn3aunin UCNornb3yeTcs
obLasa cxeMma cuctemaTusauun.

B npegoenax apxvBHOMW KOMMEKUMW apxvBHble [OOKYMEHTbl OOHOro BuAa
(pasHOBMAHOCTN) TPYNNUPYIOTCA MO aBTOPCKOMY MPU3HaKy C pacronioXeHuem rpynmn
eONHUL, XpaHeHus B andaBuTHOM nNopsake HasBaHUW opraHu3auun wunu damunum
rpaxgaH. B npegenax apxmBHOW KOMMEKUUU, CO34aHHOW MO TEMATUYECKOMY MPU3HAKY,
rpynnupoBKa apxXuBHbIX [OOKYMEHTOB MpoBOAMTCA MO TemMam WnM  Borpocam,
pacrofioXXeHHbIM B NOPSAKE MX 3HAYMMOCTU UM XPOHOSIOTUMW.

B cooTBeTCTBUM CO CXeMOW cucteMaTnsaumm eanHULbl XpaHeHUs rpynnupyroTcs B
cnegyowiem nopsigke:

edVHNUbl  XpaHeHWA OTHOCATCA K TOMY Trody, B KOTOPOM OHW Ha4arbl
NPOU3BOLACTBOM WM B KOTOPOM MOCTYNMUNM B [OaHHYH opraHmsauuio (CTPYKTYpHOe
nogpasgeneHve) w3 [pyroM opraHusaumm (CTPYKTYPHOro noapasgeneHvs) ans
NpOLOIMKEHNA NPON3BOACTBA;

edVHNUbl XpaHeHus, codepkalwme nnaHbl, OT4eTbl, CMETHI U MaTepuarnbl K HAM,
OTHOCATCS K TOMY rogy, Ha KOTOPbIN UMK 3a KOTOPbIA OHM COCTaBfEHbl, HE3aBUCUMO OT
AaTbl MX COCTaBfeHUs; AO0JSITOCPOYHbIE [MaHbl OTHOCATCA K HavaribHOMY rogy WX
OEUCTBUA, a OTYETbI 3a 3TU roAbl - K NocrnegHemMy rogy oT4eTHOro nepuoaa;

edVHNUbl XpaHEeHWs, HadaTble MNpPOoM3BOACTBOM B OAHOM noapasfeneHun wu
nepefaHHble ONA MPOAOIDKEHUS B Opyroe nogpasgeneHue, OTHOCATCS K TOMy
noapasgeneHunto, B KOTOPOM OHM BbIfIM 3aKOHYEHbI;

B npedenax roga WM XPOHOMOMMYEeCKoro nepuoda eauHuUbl XpaHeHus
pacrnonaratoTcs Nno 3Ha4YMMOCTU PYHKUUIW opraHmsauuu (unv B nopsiake 3Ha4YMMmocTu n
NOrn4yecKom B3aMMOCBA3N BUOOB N pa3HOBUOHOCTEN AOKYMEHTOB);

eVHULbl XpaHeHus1, npeacTaBngaowmne cobon nuyHble gena, cucTtemMaTU3npytoTcs
no rogam yBOJSIbHEHUA U andasnTy pamunun.

pynnbl eguHUL, XpaHeHna B npegeniax nocrnegHux (3asepluarolimnx) CTyneHen
cycTemaTusaunmn pacnpenensTcd no X 3Ha4YMMOCTU UMM XPOHOSTOMNN.

HE(*)OHAOBaﬂ opraHusauunAa apxXmBHbIX AOKYMEHTOB

2.10. HedgoHgoBaa opraHuMsaumsa apxmMBHbIX [OOKYMEHTOB - OpraHu3auus
CO3JaHHbIX B AEeATEeNbHOCTU pasnmnyHbIX NCTOYHMKOB KOMMNI1EKTOBaHUA
ayamoBuM3yarnbHbIX JOKYMEHTOB (KMHO-, POTO-, POHO- N BUOEOA0KYMEHTOB) MO UX BUAAM,
OAHOMY WM HECKOSIbKMM BHELLUHUM rMpu3Hakam (UBETHOCTU, MaTepuany HocuTens
MHdopMaLmun, ero popmaTy, CMCTEME 3annUcu 3ByKOBOW MHopmMauum u ap.).

KWHOOOKYMEHTbI M BUOEOOOKYMEHTbI CUCTEMATU3UPYIOTCA NO BuaaM - (pusbmbl,
CneuBbINYCKN, KNHOXYpPHAarbl, OTAENbHbIE KMHO- U TenecloXeTbl pasfiMdyHON LIBETHOCTN.
Ha KMHOOOKYMEHTbI U BUOAEOAOKYMEHTbI OnpeenieHHOro Bnga cocTaBfisieTcsl oTAenbHas
OMNUChb.

POTOOOKYMEHTLI CUCTEMATU3UPYIOTCS MO BUOAM - HEraTuBbl Pa3fiMyHOM LIBETHOCTH
N pasmepa; cnavgbl (AMano3nTuBbl) PasfMYHOW LIBETHOCTU; NO3UTUBLI, (POTOOTNEYATKY;
doToanbbombl; aAnadunbmbl. Ha oTO4OKYMEHTHI onpeAeneHHoro Buga coctaBnaeTcs
oTaenbHas onuck.


http://ivo.garant.ru/document?id=12056418&sub=37000

POHOOOKYMEHTbI CUCTEMATU3UPYOTCH MO BUAAM 3anucu 3ByKOBOW MHopMaumn -
doHorpacuyeckasa, rpamMmMooHHasa, LWOPUHOMOHHAA, OnTU4eckasl, MarHuTHas,
nasepHasi. Ha ¢ooHOOOKYMEHTbI onpeaeneHHoro Buaa 3anncu coctaBnseTca otaenbHas
OMNUCb.

ONEKTPOHHbIE  OOKYMEHTbl  CUCTEMATU3UPYIOTCA N0 BuMAAM  HOCUTENEen
WHopMaLMn (MarHUTHbIE TNEeHTbl, fas3epHble W >XeCTKMe AUCKK, KOMNaKT-L4UCKM,
AWCKeTbl); BHYTPU BUAOB - MO (popmaTtam npencrasneHus MHdopmauum n ganee - no
Xxapaktepy 3adoMKcMpoBaHHOW MHpopMaLnu.

O6GecneyeHue COXPaHHOCTU apXUBHbLIX AOKYMEeHTOB

2.11. Komnnekc meponpusaTnini No co3gaHnio HOPMaTUBHbLIX YCIOBUA, COBMOAEHNIO
HOPMaTUBHbIX PEXMMOB N Hagnexallen opraHn3aumm XxpaHeHUs apXmBHbIX JOKYMEHTOB,
MUCKMOYaoWKUX MX xuuweHne u ytpaTy u obecnedmBarowmMx noagepxaHme ux B
HOpManbHOM  (PM3MYECKOM COCTOSIHMM, obecneymBaeT COXPaHHOCTb  apXWMBHbIX
AOKYMEHTOB B apxuBe.

O6ecnevyeHne HOPMaTUBHbLIX YCITOBUW XPaHEeHUS apXUBHbIX AOKYMEHTOB

2.11.1. HopmaTtuBHbIe ycnosus XpaHeHus apPXUBHbIX AOKYMEHTOB
obecneumBaloTCS:

CTPOUTENBCTBOM, PEKOHCTPYKLMEN N PEMOHTOM 34aHUN apXMBOB;

co3gaHMeM onTuMmarnbHblX (HOPMaTMBHbBIX) MPOTUBOMNOXAPHOrO, OXPaHHOro,
TemnepaTypHO-BIaXXHOCTHOrO, CBETOBOrO M CaHUTAPHO-TMIMEHMYECKOTO pPEXMMOB B
3[aHU1 1 MOMELLEHNAX apXnBa;

NPUMEHEeHMEM chneumanbHbiX CPeacTB XpaHEeHUss U MepeMelLeHns apXMBHbIX
AOKYMEHTOB (CcTennaxwu, wkadbl, cendbl, KOPpoOKK, Nankm n ap.).

TpeboBaHuA K 34aHUAM U NOMeLLEeHUsAM apXuBa

2.11.1.1. ApxuB pasmewaetca B crneumanbHO MNOCTPOEHHOM(bIX) WK
npucnocobneHHoMm(bIX) ONA  XPaHEeHUsI apXMBHbIX OOKYMEHTOB 34aHUU(AX) unn
OTAENbHbIX MOMELLEHNAX 30aHUS, yaaneHHOM(bIX) OT ONaCHbIX B MOXApPHOM OTHOLUEHUN
obbekToB (HedpTexpaHunuuwia, OEH30KOSIOHKKM, aBTOCTOSIHKM, rapaxu W T.0.) U
NPOMBILLMIEHHbIX OOBEKTOB, 3arpA3HALWMX BO3AyX (arpeccuBHble rasbl, LEeMeHTHas
Mbifib U T.n.). [pUrogHOCTb MECTOPACMONOXEHUA apxmBa onpenensieTca ¢ y4yeTom
3aKMOYEHUN  cnyxObl  MOXapPHOM  OXpaHbl W CaHINMOEMCTaHUMM O  CTEMNeHu
3arpsi3HEHHOCTM BO3ayXa.

CTponTenbCTBO U PEKOHCTPYKLUNSA 30aHMSA apxmBa NPOU3BOASATCH B COOTBETCTBUMN C
HOPMaTMBHbIMM MPaBOBbLIMW  akTamu, cogepXawmmm TpeboBaHna K obbekTam
TEXHUYECKOrOo pPEerynmpoBaHusi, W MNPOEKTHOW [OOKyMEHTauuen, corfacoBaHHOM C
COOTBETCTBYIOLLUMM YMOMHOMOYEHHBIM OpraHoM WCMOMHUTENbLHON Bnactu B cdepe
apXxMBHOro gena.

3paHne apxmBa npenctaBnseT coboM KOMMIIEKC OCHOBHbIX M BCMOMOraTesbHbIX
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NOMELLEeHUN, npegHasHadYeHHbIX A9 BbIMNOMHEHUA 3a4ay  apxvBa MO XpPaHEHMI,
obpaboTke, NCMNOSIb30BaHMIO apPXMBHbIX AOKYMEHTOB n 3agav
aAMWHUCTPATMBHO-XO3ANCTBEHHOIO, TEXHMYECKOro, BbITOBOro xapakrepa, OTBeYatoLmx
TpeboBaHUAM paLnoHanbHON NIAHUPOBKN NOMELLEHN.

CoctaB, pacnonoxeHue, obopydoBaHuWe MOMELLEHUA OCHOBHOMO Ha3Ha4YeHus
AOSMKHbI 06ecnevnBaTb COXPAHHOCTb apXMBHbIX JOKYMEHTOB Ha BCEX yyYacTkax paboTbl C
HUMK, cobntogeHne TpeboBaHMKM TexHonormm paboT, oOxpaHbl Tpyda, TEXHUKK
GesonacHOCTM M MPOM3BOACTBEHHOW  CcaHUTapun, a Takke pauuoHarnbHoe
B3aumogencTeme nogpasgenieHnn apxuea. K nomMeleHMaM OCHOBHOMO HasHadeHusi
OTHOCATCS:

apXvMBOXpaHUNULLA;

paboune nomelleHnsa paboTHMKOB apXmnBa;

noMeLLeHns Ans npuema M BPEMEHHOrO XpaHEeHUs, akKknumMaTtu3aumm apXumBHbIX
AOKYMEHTOB;

noMeLleHns aAnsa n3onsaunn, gesvHmekUMn n Ae3nHCEKUUN MOPaXKEHHbIX apXUBHbIX
AOKYMEHTOB;

nomewleHns gna obecnbinMBaHus, NepenfneTa W pecTaBpauun  apXMBHbIX
OOKYMEHTOB;

NOMeLLeHns Ans KOMMpPOBaHUS U pecTaBpauun apXMBHbIX LOKYMEHTOB (MUKPO-,
KCepo-, (hoToKoNMpoBaHuA, ooTopecTaBpaunmn 1 T.n.), 06paboTkn NNeHKn n NposeaeHns
TEXHNYECKOro KOHTPOMS ayamoBu3yarbHbiX JOKYMEHTOB;

NoOMeLLeHNs Anst XpaHEeHNS y4eTHbIX JOKYMEHTOB;

KOMMMEeKC YnTanbHoro 3ana (C yyactkamu Bblgadum gen M CnpaBOYHO-MOUCKOBbLIX
CPEACTB, BPEMEHHbIM XPaHUULLEM);

Hay4HO-cnpaBo4vHasa 6ubnunoTeka;

MEeTOANYECKUIN KabUHeT;

BbICTABOYHbIN 3ar.

Pa3smelleHne apxuBa B NPUCNOCOBEHHbIX 30aHMAX U MOMELLEHUSIX NPON3BOANTCS
B YCTaHOBMEHHOM nMopsgke Mocne npoBedeHUst WX  3KCNepTuabl. JKcnepTusa
yCTaHaBNMBaeT CTeneHb OrHeCTOMKOCTM 34aHud, [OOSITOBEYHOCTb €ro OCHOBHbIX
KOHCTPYKLUMIA W MPOYHOCTb MEXITAXKHbLIX MNEPEKpbITUA C Y4ETOM MOTEeHUMamNbHbIX
Harpy3ok, COCTOSIHME MOMeLLeHNA 30aHus (MO3TaXHbIX, MOABasbHbIX, YepOaudHblX),
Hanuune W COCTOSIHWE OTOMUTENbHbLIX W BEHTUMSAUMOHHBLIX CUCTEM. JKCnepTusa
NPOBOANTCA MNpPeacTaBUTENSIMM  apXMBa, MOXAPHbIX, OXPaHHbIX, CTPOMUTENbHbIX,
CaHMUTapHO-3aNMAEMMONIOINMYECKNX U APYIrMX crneumanbHbix criyx6. Mo ntoram akcnepTuabl
COCTaBMSAEeTCS aKT.

He ponyckaeTcss pasmelleHMe apxuBa B BETXMX CTPOEHUSX, AepeBsIHHbIX
NOCTpPOMKaxX, 30aHMAX C  CbIpbIMM  OCHOBHbIMKW, MOABaNbHbIMK,  YepaayvyHbIMU
NOMeLLEeHUAMM, NEYHbIM OTOMNSIEHNEM.

MpeaHasHayeHHble AONs  XpaHEeHUs apXMBHbIX [OOKYMEHTOB MNOMELleHUs B
NPUCNOCOONEHHbIX 34aHUSAX AOMMKHblI OblTb W30MMPOBAHbI OT OCTallbHbIX MOMELLEHUI
3gaHus. He gonyckaeTtcs pasmMelleHne apXMBHbIX OJOKYMEHTOB B MOMELLEHUAX 30aHus,
3aHATOro cny>k6amm obLeCTBEHHOro NUTaHWUA, NULEBBLIMU CKNagamMu, opraHusaumnsamu,
XPaHALWMMIN  NOXapoonacHble W arpeccuMBHble BewecTBa WK  NPUMEHSIOLWLMMMU
noXkapoonacHble U XMUYECKNEe TEXHOSOTUN.



Tpe6GoBaHuUA K apXxuBOXpaHUNULLy

2.11.1.2. ApxmBoxpaHunuuie AOSMKHO OblTb  MakcMmanbHO  yaaneHo oT
nabopaTopHbIX, NPOM3BOACTBEHHbIX, ObITOBbIX MOMELLEHNN apXxmMBa U HE UMETb 0OLWMX C
HUMWU BEHTUNSLMOHHBLIX KaHanoB. ApPXMBOXpaHUNULLE OTAenseTcss OT COoCeaHuX
NOMELEHNN apxXuBa HecropaemMbiMM CTEHaMM U MNEepPeKkpbITUSMKM C npeaenamu
OrHECTOMKOCTU HEe MEHee ABYX YacoB. B apxmBoxpaHunuiie He aonyckaeTca npoknagka
Tpyb BOoAOCHabGXeHNA N KaHanmM3auum, TeXHoNorndeckme nnu obiToBblie BbIBOALI BOAbI.

Mpn NPOEKTUPOBaHUM pa3MELLEHMUS apXMBOXpaHMNULia B cneunanbHOM WUnu
NpPUCNOCOBNEeHHOM 34aHuUM npegnoyTeHne (Npu paBHbIX TEMMOBLIX XapaKTepPUCTUKAX)
OTAaeTCs NMOMELLEHMSAM C CEBEPHOW OpUEHTaLMEN OKOH.

MaTepunanbl MOKPbITUS CTEH, MOSIOB, TMOTOSIKOB, BHYTPEHHEW apmaTypbl
apxXuBOXpaHunuia, npUMEHsieMble NpU  K3roToBreHMn obopyaoBaHMs W CPeacTs
XpaHEHMs1 apXMBHbIX AOKYMEHTOB, HE A0STKHbI cOBUpaThb MNbifb, ObITb €€ UCTOYHUKOM UIn
BblAENATb arpecCcuBHblE XMNYECKME BELLECTBA.

ApXMBOXpaHUNUWE AOOMMKHO WUMETb  E€CTECTBEHHYH  WANW  UCKYCCTBEHHYIO
BEHTUNAUMIO. CUCTEMbI KOHOMUMOHMPOBAHUA [OOMMKHbI obecnevmBaTb PeLMpPKYISALNIO
BO3gQyXa C KpaTHOCTbO oObmeHa 2-3, cTabunbHOCTb TemnepaTypHO-BAAXXHOCTHOIO
pexuma, OYMCTKY BO3[yxa OT MbifiM U arpeccuMBHbIX MPUMECEN, a Takke oOTBevaTb
COBpPEMEHHBIM TPeBOBAHNAM KOMMNAKTHOCTU U 9KOHOMUYHOCTM.

BbicoTa apxuBoxpaHunuia 3aBUCUT OT TEexXHOonornyeckoro obopyaoBaHus,
NPUHATOrO AN XpPaHEHUS apXMBHbIX [OOKYMEHTOB, HO He MeHee 2,25 M [0 Hu3a
BbICTYNAOLNX KOHCTPYKLUUI U, KaK NpaBuso, He Bbilwe 4 M.

ApXMBOXpaHMNULE OOMMKHO MMETb YAOOHbLIE BbIXoAbl K NUdTaMm U NECTHUYHbLIM
KneTkam.

He ponyckaetcs XxpaHeHue (QOHO-, BUAEO- M ONEKTPOHHbIX [AOKYMEHTOB Ha
HOCUTENAX C MarHUTHbIM paboymMm CnoeMm B apXMBOXPaHUNUWE C MNapasuTHbIMK
NOCTOSIHHBbIMM UIN NEPEMEHHBbIMU MarHUTHbIMU MONAMM HanpshkeHHocTblo 6onee 400
a/m.

ApPXMBOXPaHUNULLE apXMBHbIX AOKYMEHTOB Ha HUTPOOCHOBE (OMACHOW, roproyen)
TeppUTOpManbHO OTAENSETCA M U30ONUPYETCA OT APYrMX apxXuBoxpaHwunuuw. B HuxHen
30HE apXMBOXpaHMNULia apXMBHbIX OOKYMEHTOB Ha HUTPOOCHOBE npeadycMaTpuBaeTCs
AONOMHUTESbHAs BbITSXKKa BO3yXxa.

HopmaTuBHbIe peXXxnMbl XpaHEHUs1 apXUBHbIX AOKYMEHTOB

MpoTBONOXapHbLIN PeXum

2.11.2.1. TpoTnBONOXapHbIN PeXnum B 3g4aHUK(AX), roe pasMellaeTcs apxus, U B
apxmMBOXpaHuUnuLiax pernameHTupyeTcs COOTBETCTBYHOLLNMU HOPMaTUBHbLIMU
npaBoBbIMK akTamu Poccunckon degepauum B o6ractn noxxapHom 6e30nacHoCTU.

OXpaHHbIN pexum


http://ivo.garant.ru/document?id=70070244&sub=1000

2.11.2.2. OxpaHHbIN pexum apxmpa obecneymBaeTcd KOMMIEKCOM Mep Mo
00ecneyeHnto  UHXEHEePHO-TEXHMYECKON  YKpenrmeHHOCTH, o6opyaoBaHMIO  34aHus
(nomeLLeHns1) apxuBa cpeacTsaMy OXPaHHOW CuUrHanusauuu, opraHumsauum nocta(os)
OXpaHbl, ornevyaTbiBaHWIO NOMeELLEeHUn, cobNoaeHN0 BHYTPUOOBBHEKTOBOIO 1 NPOMYCKHOMO
PEXMMOB, XPAHEHUIO KINOYEN OT CIy>KEOHbIX NOMELLEHUIA.

TpeboBaHNA K apXxvMBOXpaHUNuamMm n SpyruM MOMELLEHUSAM apXuBa, B KOTOPbIX
XPaHATCA CEKpeTHble apXMBHble [LOOKYMEHTbl M npoBoadtrca paboTbl C  HUMM,
YyCTaHOBMEHbl HOPMAaTUBHbLIMW MPaBOBbLIMA [AOKYMEHTaMW MO obecneyvyeHuo pexnma
cekpeTHocTu B Poccunckon denepaumn.

OpraHn3aums oxpaHbl apxuBa OCYLLECTBNSETCS B COOTBETCTBUM C TpeboBaHNAMM
3aKoHo4aTemNbHbIX N MHBLIX HOPMAaTUBHbLIX NpaBoBbIX akToB Poccuinckon denepauun, a
Takke WHCTpyKUMM O nopsake OCYLLEeCTBIEHUS OXpaHbl apxvBa, COrfacoBaHHOW B
YCTAHOBSIEHHOM MOpSAKe C OCYLECTBASAKLWMM OXpaHy apxuBa nogpasgesieHnemM U
COOTBETCTBYIOLIUM OpraHoM BHYTPeHHUX aen Poccuickon depepaunn.

OxpaHa apxmBa OCyLLEeCTBNSETCS Ha OCHOBaHUM O0roBopa Mexgy apxXvBOoM W
COOTBETCTBYIOLWINM nogpasferieHneM OxpaHbl, B KOTOPOM MpegycMmaTpuBaloTCs
obsasaTtenbcTBa CTOPOH MO OXpaHe apxuBa, COONIAEHUK BHYTPUOOBLEKTOBOrO U
MPOMYCKHOIO PEeXMMoB, NpeaycMaTpuBarowLmnx B TOM YMcne 4OCMOTPOBbIE MEPONPUATUS.
[MepeyeHb nomelleHnn apxuBa, obopyayeMbiX CPeACTBaMU OXPaHHOW CuUrHanusaumm,
NPUMEHAEMbIE UHXEHEPHO-TEXHUYECKUE CPeacTBa, BUA, YCIOBUS OXpaHbl U OUCIIOKaLns
NOCTOB ONPEeAesniaTCa YCNOBUSAMW [0roBopa, MCXods W3 NPUHLMMNOB HaAEXHOCTU U
9KOHOMMYECKON OBOCHOBAHHOCTM TapudoB, a TakKKe C Y4ETOM MOSTIOKEHUN
MEXBEJOMCTBEHHOIO akta obcnegoBaHus apxuBa W TpeboBaHUM HOPMATUMBHBIX
npasoBbIxX aktoB MB[1l Poccun.

Ob6s3aTenbHOMY  OCHALLEHUIO  CpeacTBaMM  OXPaHHOW  curHanmsauum  u
oneyvaTtbiBaHUIO nognexaT apXuBOXpaHuUnuLLa U NOMELLEHUS, B KOTOPbIX NMOCTOSHHO UK
BPEMEHHO XPaHATCA apXuBHble [OOKYMEHTbl, a Takke MaTtepuarnbHble LEeHHOCTH,
aBapuiHble U 3anacHble BbIXOo4bl U3 30aHUA apxuBa, OCHOBHOMW BXO4 MPW OTCYTCTBUU
KPYrfIOCyTOYHOro NoCTa OXpaHbl.

OnevatbiBaHMIO noaniexaTr MeTannmyeckne wkadbl U cendbl, rge BPEMEHHO
XPaHATCA BblAaHHbIE N3 apXMBOXPAHWUITULL apXMBHbIE JOKYMEHTbI, yY4EeTHblE JOKYMEHTbI U
Hay4YHO-CNpPaBOYHbIN annapar, eCriv OHU HAXO4ATCH B HeonevaTbiBaeMbIX NOMELLEHUSX.

ApxuBoxpaHunuiia v gpyrme mnomelleHus, rae MOCTOSHHO WU BPEMEHHO
XPaHATCA apXMBHble OOKYMEHTbl, 0bopyaytoTcsa ABEPSMU C MOBbLILLEHHON TEXHUYECKOM
YKPEMNNEHHOCTLIO NMPOTMB BO3MOXHOIO B3f10Ma, OCHAWEHHbIMU 3aMKamMu MOBbILLEHHOM
CEKPEeTHOCTMW.

Bce aksemnnapbl KntoYen (3a MCKIYEHMEM OTHOCSALUMXCHA K MOMELLEHUSM, Ha
KOTOpble pacnpoCTPaHATCA chneuuanbHble TpeboBaHWA peXxuma CEeKpPeTHOCTW)
YUMTBIBAKOTCS B XYpHare pernctpauum Krovenm K 3amkam rnomeLleHuin apxmea, BejeHne
KOTOPOro npukasoM pykoBOOMTENS apxvBa BO3faraeTcd Ha  OTBETCTBEHHOE
AOIMKHOCTHOE Nnuo. B ykaszaHHOM XXypHane oTMmedaeTcs, Y Koro n3 paboTHUKOB apxusa
MMEIKOTCH KMHYM OT KaXKAoro M3 MNOMELLEHUW, C pacnuckon paboTHMKa B MOSyYeHUU
aK3emnngapa Kroya.

Ko BceM nomeleHMsiM apxmBa, OCHaWEHHbIM 3aMKaMW, AOSHKHO OblTb HE MeHee
ABYX KOMMIEKTOB KMOYEN, OOMH U3 KOTOPbIX MOCTOSIHHO HaxoguTcs B criyxbe oxpaHbl
apxusa.



[Mopsaaok xpaHeHnsa Knoven B paboyee n Hepaboyee BpeMsi, NONyYEHUS KIOYEN B
cnyxbe oxpaHbl, cAadYn KAYENn M MNOMELLEHUM NoO OXpaHy YyCTaHaBMMBaETCs
NHCTPYKLUMEN 06 OXpaHHOM peXxnmMe apxmea, yTBEPXXOEHHOW B yCTAHOBNEHHOM MOpPSIAKE.

ApxmBoxpaHunuuwie B paboyee Bpems, €crim B HEM He paboTalT COTPYOHMKM,
AOMMKHO ObITb 3aKpbITO Ha KN4y, Knoum oT apxuBoxpaHunvwia B pabodee Bpems
HaxXo4ATCS Yy 3aBeaylLLEro apxXMBOXpaHUnLWEM Unu nuua, ero saameLlatoLlero.

B apxuBoxpaHunuiie MMerT npaBo AOCTyna 3aBedylowmin u paboTHUKM OaHHOro
apxXuBOXpaHUIMLLA, a TaKKe PYyKOBOAUTESb apxumBa W €ro 3amMecTUTenn, rnaBHbIn
XpaHutenb doHgoB. CnMcoK vy, UMeLWMX npaBoO AO0CTyrNa B apXUBOXPaHUMVLLE,
obHOBNSIEMbIN NO Mepe HeobXoOMMOCTW, AOSKEH HaxoAMUTbCA Ha MOCTYy OxXxpaHbl. Bce
apyrne paboTHUKM apxmBa AOMYCKAOTCS B apXUBOXPAHUITULLIE TONbKO B CONPOBOXAEHUN
3aBedyloLLlero apxuBoxXpaHunuwem wnm nuua, ero 3amewarowero. MHble nuuya
AONYCKalTCA B  apXMBOXPaHWIIMLLE B  UCKMIOYUTENbHbIX CRyyvasix TOMbKO MO
NMMCbMEHHOMY paspeLLUEeHUI0 PyKOBOACTBA apxmBa U B COMPOBOXAEHUM 3aBeayHoLLero
apXMBOXPAHUITMLLIEM UMK NNLA, €ro 3amMeLLatoLLEero.

BbIHOC M3 apxuBa apXuBHbIX OOKYMEHTOB, MaTtepuarbHblX LEHHOCTEN W KHUT
Hay4YHO-CcNpaBoO4YHON BUBNNOTEKN, a TaKKe Hay4YHO-CNPaBOYHOro annapara paspeLlaeTcs
TONbKO MO crneunanbHbIM Nponyckam, BbldaBaeMbiM B YCTAHOBIEHHOM NOpSAAKE.

TemMnepaTypHO-BTaXXHOCTHbIN PEXUM

2.11.2.3. B apxmBoXpaHUnNuuie apxmMBHbIX OOKYMEHTOB Ha OymaxXHOW OCHOBE,
obopynoBaHHOM  cuCTeMamMuM  KOHOMUMOHWPOBAHMS  BO3dyxa, NoadepXmBaeTcs
HOPMAaTMBHLIN  TeMnepaTypHO-BNaXXHOCTHbIN pexum:  Temnepatypa 17-19°C,
OTHOCUTeNbHas BNaXXHOCTb Bo3ayxa 50-55%.

TemnepaTypHO-Bf@XHOCTHble MapamMeTpbl Bo3gyxa Ans  AONrOBPEMEHHOro
XpaHeHUs1 ayauoBu3yanbHbIX W 3NEKTPOHHbIX LOKYMEHTOB AOSHKHbl COOTBETCTBOBATb
HOopMaM, NpuBeAeHHbIM B Tabnuue:

Buno OoKyMeHTa Temnepatrypa, °C OTHOCUTEJIbHAS BJIAXHOCTD
BOBIOYXa, %

yepHO-—0eJse LIBE THEIE yepHO-06eJre LIBE THEIE

JOKYyMEHTH Ha

KMHOIIJIEHKE :

HUTPOOCHOBA He Breme +10 He BrBmIE -5 40-50 40-50

fesornacHas He Bbmie +15 He Bbmue -5 40-50 40-50

OCHOBaA

GOTOOOKYMEHTEH &

CTEeKJIO He Bbmie +15 He Bbmue -5 40-50 40-50

JIeHKa He Beme +15 He BoIue -5 40-50 40-50




boTobymara He Brmue +15 He BmmIe -5 40-50 40-50

IOOKYMEHTH Ha +8 - +18 45-65
MAaTHUTHOM
JIeHTe u
OMCKOBBIX
HOCUTEJISX

B apxvBoxpaHunuwie C HeperynupyembiM KrMmMaToM [AOJSTKHbI OCYLLEeCTBNATHCA
MeponpuATUA N0 ONTUMU3ALUN TeMnepaTypHO-BIAXXHOCTHOIO pexmnma ¢ npuMeHeHnem
ONTUMAanbHOrO OTOMMEHNA W MNPOBETPMBAHUS MNOMELLEHUA, a Takke MeXaHU4eCKnx
CPEACTB YBMaXHEHUs unuM ocyweHuss Bo3ayxa. Peskue konebaHusi (CE30HHbIE U B
TeyeHne OAHUX CyToK) Temnepatypbl (+-5°C) M OTHOCUTENBLHOM BRAXHOCTM BO3dyxa
(+-10%) He ponyckatoTcs.

[Mpn ANUTENBHOM HapyLlEHUN TeMNepaTypPHO-BNAXXHOCTHOrO pexuma (oT 3 CYyTOK U
Gonee), conpoBOXOalOLEMCS MNOBbILLEHUEM OTHOCUTENbHOW BRAXHOCTM BO3gyxa Ao
70-90%, NpuHUMalOTCA Mepbl MO ero Hopmanusaumm (MHTEHCMBHOE MpOBeTpuBaHue,
OCYLUEHNe apXMBOXPaHUNULLIA).

B nepuwon TexHonornmyeckon obpaboTkM apXMBHbIX AOKYMEHTOB AOMyCKaeTCa WX
BpPEMEHHOe XpaHeHue (OO 2 MecdueB) B MNOMELWEHUAX C  HeperynmpyembiM
TeMnepaTypHO-BMAXXHOCTHbIM peXxnmMom npu Temnepatype 20+-5°C u oTHOCUTENBbHOWN
BNaxxHocTu Bo3ayxa 50+-20%.

TemnepaTypHO-BMAXHOCTHbIN ~ PEXUM  KOHTPONMPYeTCsa NyTeEM  PErynsipHoro
N3MepeHns TemnepaTtypbl U OTHOCUTESNBHOMW BMAAXHOCTM KOMHATHOIO W HapYXHOro
BO3Jyxa B OHO U TO e BPeMS: B KOHANLMOHUPYEMbIX MOMELLEHNSAX - HE pexe 1 pasa B
Hedeno; B apXnMBOXpaHUMMLLAX C HeperynupyemMbliM KIMMaToM - 2 pa3a B Hedesno; npu
HapyLleHnaX pexnma - 1 pas B CyTKU.

[MokasaHUsa KOHTPOMbHO-U3MepPUTENbHBIX NPMOOPOB PUKCUPYIOTCSA B CrieumanbHbIX
PErMCTPaLMOHHBIX XypHanax, B KOTOPbIX TakKe OTpaXKarTCHa MpOBepKa MpaBUITIbHOCTU
NMOKasaHum npunbopos n Mepbl, NPUHATBIE no HopManuaauum
TemnepaTypHO-BNaXXHOCTHOIO peXxmnma B cryyasx ero HapyLueHus.

HomeHknaTypa npuUMeEHSEeMbIX KOHTPOJIbHO-U3MepUTENbHbIX NPUBOpPOB, a Takke
NOPSiAOK M3MEPEeHUs M perucTpauum napameTpoB KOMHATHOIO U HapyXHOro Bo3adyxa
onpenenanTca 4eNCTBYIOWNMU HOPMATUBHBIMU U METOANYECKUMUN LOKYMEHTaMMW.

KOHTpONbHO-3MeputenbHble  Npubopbl  MOHTUMPYIOT Ha  OOHOM  LUUTKeE,
pasMeLLeHHOM B T[NTaBHOM [MPOXOAEe apxXMBOXpaHuMnuuia Ha CcTennaxe, Bsganu oT
OTOMUTESNbHBLIX U BEHTUMNSILMOHHBLIX CUCTEM (KOHTPONbHAA To4ka), MO HOpmaM: npwu
KOMHATHOW CMUCTEME - OfHa KOHTPOSibHas TOYKa Ha KOMHAaTy, NPy MHOrOSIPYCHOW - 0gHa
Ha qapyc.

CBeTOBOM peXUM

2.11.2.4. XpaHeHne apxXuBHbIX [OKYMEHTOB OCYLLUECTBMAAETCS B TEMHOTE. JTO
obecneymBaeTca XpaHEHNEM apXUBHbIX AOKYMEHTOB B nepensietax, nankax, kopobkax,
WKadgax, Ha CTennaxax 3akpbiToro Tuna, a Takke CcobngeHMEeM YCTaHOBMEHHOro
CBETOBOIO pexunma.



OcBelleHne B  apxXMBOXpaHMNuULIEe MOXeT OblTb  eCTEeCTBEHHbIM  WUNn
NCKYCCTBEHHbIM; apXuBHble€ OOKYMEHTbl MOryT pasMellaTbCs B MOMELLEHUSX C OKHaAMMU
unm 6e3 okoH. Pa3melleHne apxmBoxpaHunuuia B noMeLleHnsix 6e3 okoH gonyckaeTtcs
NPy HanMuMm B HEM WCKYCCTBEHHOMW WNW €CTECTBEHHOW BEHTUNSAUMM BO3gyxa C
YCTaHOBJIEHHOM KPaTHOCTLIO BO34yX000MeHa.

EcTecTBEHHOE OCBeLUEHME B apXMBOXPaHUNULLE [OOMyCKaeTCca pacCesiHHbIM
CBETOM MpWU YCMOBUM MNPUMEHEHUS HA OKHax CBeTopaccemBaTenen, aBToMaTUYeCKuX
perynaTopoB CBETOBOrO NOTOKa (CneuunanbHbIX CTEKON), 3alUTHbLIX (PUbTPOB, Xarnsu,
LUTOP, HAHECEHHbIX Ha CTEKNO MNOKPbITUIA U T.1.

[nsi UCKYCCTBEHHOINO OCBELLEHMSA B apXUBOXPaHWUMULLE MPUMEHSIOTCS naMnbl
HakanmeaHWA B 3aKpbITbIX NnadgoHax C rnagkon Hapy>KHOW NOBEepPXHOCTbLIO. [lonyckaeTcsa
NPUMEHEHNE JIIOMUHECLIEHTHbLIX NaMn C ype3aHHbIM YNbTPaduoNeToBbIM Yy4aCTKOM
cnektpa tuna J1b, JIXB, JITE. YpoBeHb OCBELWEHHOCTU B AMana3oHe BUOAMMOrO cnekrpa
He AOO0SKEH MNpeBbiaTh: HA BEPTUKaNbHOW MOBEPXHOCTU CTensnaxa Ha BbicoTe 1 M oT
nona - 20-50 nk, Ha paboyunx ctonax - 100 fk.

3almTa apxXmBHbIX OOKYMEHTOB OT paspyllarouero AerCTBUA eCTeCTBEHHOro U
MCKYCCTBEHHOIO CBeTa OCYLLECTBMISIETCA BO BCEX MMOMELLEHUsIX apxuBa npu nodbix
BMaax paboTbl C apXUBHbIMU JOKYMEHTaMM.

CaHUTapHO-TMTMEHNYECKUN PEeXNM

2.11.2.5. ApxmBoxpaHunuwia n apyrme noMeLleHna apxmea CoaepXXaTcs B YNCTOTe
N nopsiake, UCKMYaLWweM BO3MOXHOCTb NOABNEHUS HACEKOMBbIX, PbI3yHOB, MIECeHN U
nbIinu.

B apxvBoxpaHunuuie NpoBOASATCA cUCTeMaTuyeckas BrnaxHas ybopka, He pexe
Of4HOro pasa B rof obecnbinnMBaHWe nbllecocamy cTennaxen, LwkKados, CpeacTs
XpaHeHus (Kopobok, Namnok, ynakoBoOK). [Mpn 3TOM LOKOSMbHbIE YacTU CTennaxemn, nosel,
NAVHTYCbI, MOAOKOHHUKM NMPOTUPAKOT BOAHBIMU PAaCcTBOPaMU aHTUCENTUKOB.

B apxuBoxpanunuiie 3anpewaetcs npebbiBaHME B BEPXHEN OAeXOe, MOKPOWN U
rpssHon o0yBW, XpaHeHue fbbiX NOCTOPOHHUX NPEeAMETOB, UCMNOSb30BaHME MULLEBBLIX
NPOAYKTOB, a TaKKe KypeHue.

B apxuBoxpaHunuie obecneymBaeTcss CBOOOAHAA LUMPKyNnAuus BO34yXa,
ncknovawwaa obpasoBaHne HenpoBeTpMBaAEMbIX 30H YCTOMYMBOrO MMKpOKMmaTa. He
AonyckaeTca pasMmelleHne apxXMBHbIX [AOKYMEHTOB Ha nony, MOL4OKOHHUKax, B
Hepa3obpaHHbIX Kunax.

OkHa B nMomelleHNAX apxuBa, OTKpbiBalOWMeCs B Tenfoe BpeMms roaa,
3awmaoTcs ceTkamm ¢ guameTpom sideek He Gonee 0,5 mm. 3awMTHbIMM ceTKamu
obopyayloTca  TakkKe BEHTUNAUMOHHbIE OTBEPCTUS B CTEHax, MnoTofkax, nonax
apXnBOXpPaHUIIMLLIA, HApPYXHble OTBEPCTUS BEHTUNALNOHHBLIX CUCTEM.

C uenbto obHapyXeHNa HaceKoOMbIX U MNIIECHEBbLIX rPMBOB apXmMBHbIE LOKYMEHTbI
(BEIDOPOYHO) N NOMELLLEHNSA apXUBOXPAHUINLL ABa pa3a B rof (B Ha4yane u no OKOH4YaHuu
OTOMUTENbLHOrO Ce3oHa) noaBeprarTcsa 00sa3aTeslbHOMYy  3HTOMOJSIOTMYECKOMY U
MuKosriormdyeckoMy — ocmoTtpy. [lpu  oBHapyxeHun  Buonormyeckux  BpeguTenemn
NPUHUMAKOTCA HeMeffeHHble Mepbl No 06paboTke apXMBHbLIX AOKYMEHTOB, CPencTB
XpaHEeHUs, apXMBOXPaHUNNLL,.



[ns npoBegeHust caHUTapHO-TUIMEHNYECKUX pPabOoT NMaHMPYKTCA CaHUTapHble
OHW.

O6opyaoBaHMe apxMBOXpaHUMLLA cpeacTBaMU XpPaHeHUsA

2.11.3. ApxmBoxpaHunuuie obopyayetcs CTauuMoHapHbIMU WAN NepeaBVIKHBIMU
MeTannmyeckumn  ctennaxamu.  [lonyckaeTca  9KcnsiyaTauuMss  CyLeCTBYHOLLMX
CTaunoHapHbIX AepeBsHHbIX cTennaxewu, HaxogALWmMxcs B HOpManbLHOM
CaHUTapHO-BMONOrNMYECKOM COCTOSIHUM U 0BpaboTaHHbIX OrHe3alMTHbIMKN cocTaBamn. B
apXuBOXPaHWUIIMLLE C  HOPMATMBHbLIM  TeMnepaTypHO-BNaXHOCTHbIM  PEXUMOM
JonyckaeTca MpuMeHeHne nepenBuXHbIX MeTannuyeckux crennaxen. B kayectse
BCMOMOraTenbHOro  uMnM  cneuuanbHoro  obopygoBaHMS  MOrFyT  UCMOMb30BaTbCS
MeTannmyeckne wkadbl, Cenbl, WKapbl-CTeNNaxXn, a Takke CTauMoHapHble
OTCEKN-B0KChbI C MeTanIM4yeckumMm neperopogkamMmm n nosikamu.

KWHOOOKYMEHTLI, PYMOHHbIE MUKPOMUNbMbI  XPAHATCA B TFOPWU3OHTaNbHOM
NOSTIOXXEHUN B MeTanIM4ecknx 1M niacTMKoBbIX KOpobkax Ha cTennaxax Tuna "enoyka”
nnmbo Ha cTauuoHapHbIX cTennaxax. KMHOOOKYMEHTbl Ha Heroproden TpuaueTaTHOM
OCHOBE XPaHATCHA B HEMMOTHO 3aKPbIBAKLNXCA MeTasfM4YecKux UM nriacTUKoBbIX C
OTBEPCTMSAMU KOpOOKax ANna npefoTBpalleHusl CKanimBaHUs BHYTPU KOPOBKM napoB
YKCYCHOM KUCIOTbl, BblAENSEMbIX OCHOBOW KMHOMSEHKM.

BuoeogokymeHTbl XpaHATCA B BEPTUKASTbHOM MOJSTIOXKEHUM B 3aBOACKOM YNaKoBKe.

He ponyckaetcsa xpaHeHWe apXMBHbIX OOKYMEHTOB Ha HOCUTENSAX C MarHUTHbIM
paboymm crioemMm Ha PeppOMarHUTHbIX MeTaNMYECKUX CTennaxax; ctanbHble CTenaxm
MOryT OblTb WCMNOMb30BaHbl B WUCKMIOYUTENBHbLIX CryyasaX, TOMbKO Npu  YCrnoBum
pasmMarHM4YnMBaHMA M 3aMblkaHUS KOHTYPOB CcTenna)a (coeguHeHue MeTaniiMyeckmx
yacTen cTennaxa anekTponpoBoAOM N NX 3EEKTUBHOE 3a3EeMIEHME).

B apxuBoxpaHunuuie C ecTeCTBEHHbIM OCBeLeHNneM cTennaxm u Lwkadgobl
OTKPbLITOrO TUNa ycTaHaBNMBAKTCA NepneHaMKynsapHO CTeHaM C OKOHHbIMUK NpoeMamu. B
apxmBoxpaHunuue 6e3 OKOH CTennaxm u wWwkadbl YCTaHABNMBAKOTCA C  Yy4EeTOM
0CcoBeHHOCTEN NOMELLEHUS, KOHCTPYKLUMN 060pyaoBaHUs U HOPM ero pasmelieHnd. He
AonyckaeTca pasMelLleHne ctennaxen, wkadgos n gpyroro obopygoBaHus anst XpaHeHns
apXUBHbIX AOKYMEHTOB BINSIOTHYIO K HAPYXHbIM CTEHaM 30aHUS N K ICTOYHMKaM Tenna.

CtauunoHapHble cTennaxu un Wwkadbl YCTaHABNMBAKOTCSA B apXUBOXpaHUMuLLax C
cobnogeHnem cnegyrowmx HoOpMm:

paccTosiHMe Mexay pagammn ctennaxen (rnaeHbii npoxoa) - 120 cwm;

paccTosiHMe (Npoxon) Mexay cTennaxamu - 75 cwm;

paccTosiHMe MeXAy HapYXHOW CTEeHOM 3h4aHuda M cTennaxamu, napannefnbHbIMU
CTeHe, - 75 cMm;

pacCcTosiHME MeXQy CTEHOM 1 TOPLIOM cTennaxa unu wkada (obxon) - 45 cwm;

pacCcTosiHMe MeXay MOSIOM U HWXKHEW MoJSikon ctennaxa (wkadga) - He meHee 15
CM, B LIOKOMNbHbIX 3Ta)kax - He meHee 30 cMm.

PacctosHusa (npoxogbl) pAna obopygoBaHWa C  BbIABMXKHBbIMU - SILLMKAMMU
paccyMTbIBalOTCSA NO crneumanbHbiM HOpMaMm C y4eToM Tunopasmepa o6opyaoBaHUs.

ApXuBHble [OOKYMEHTbl Ha OyMaXXHOM OCHOBE pasMeLlalnTCsl Ha cTennaxax, B
MeTanIM4yecknx LwkKadgax ropusoHTanbHO WM BepPTUKANbHO B KOpoOKax wunu apyrux



NepPBUYHbIX CPEACTBaX XpaHeHus (nankax, pyTnsapax v T.m.).

Kaxgas eavMHuua xpaHeHust ayavoBU3yanbHOrO UMM 3NEKTPOHHOIO AOKyMeHTa
yKnagblBaeTcs B HErepMeTUYHYH MHOVBUAYarbHYH yrnakoBky. [pyn 3TOM A0OMXKHO ObiTb
MCKMOYeHO cBOBOAHOE NepeMeLLEHNE aPXUBHOMO AOKYMEHTA BHYTPU YNaKOBKMU.

OpraHusauMﬂ XpaHeHnA apXUBHbIX AOKYMEHTOB B apXnBoOXpaHUIriniie

2.11.4. OpraHu3aumsa XpaHeHuUs1 apXMBHbIX OOKYMEHTOB B apXMBOXpaHWUnuLie -
cucteMa  MeponpuATUK, BKKOYalwowWwas paunoHanbHoe pasMelleHne  apXMBHbIX
OOKYMEHTOB, KOHTPONb 3a WX ABMXEHWEM U (PU3NYECKMM COCTOSIHUEM, KONUpPOBaHME
apXMBHbIX LOKYMEHTOB C LIEfbl0 CO34aHuUsA CTpaxoBoro oHaa v poHAa nonb3oBaHUS,
BOCCTAHOBIIEHMNE (pecTaBpauuio) nepBOHaYanbHbIX UM BNU3KMX K nepBOHaYanbHbIM
CBOMCTB M BHELUHUX MPU3HAKOB apXMBHbIX OOKYMEHTOB, MOABEPrLUNXCA MOBPEXOAEHUIO
nnbo paspyLleHmIo.

O6Lwue TpeboBaHMA K pa3MeLLUeHUI0 apXUBHbIX JOKYMEHTOB

2.11.4.1. ApxmBHble OOKYMEHTbI B apXMBOXpPaHUNULE pacnonaratoTcs B Nnopsiake,
obecneymBaroLLeM NX KOMMITEKCHbIE YYET N XpaHeHue, a TakkKe onepaTUBHbLIA MOUCK.

[MopsgoK pacnonoXeHns apxvmBHbIX (POHOOB B apxvBe ornpenenaercs niaHom
(cxemon) mnx pasMelleHus, yTBepXgaemblM pykoBoauTenem apxmsa. [lnaH (cxema)
npegycmaTpuBaeT pacrnpefenieHne apxmBHbiX (POHOOB MO  apXMBOXPaHWUMULLY C
yKaszaHueM npu HeobxoAMMOCTUN MX HOMEPOB MO KaXXAoMy CTessiaxy apxXmMBoxXpaHunuLia.
MnaH (cxema) HaxoguTca B noapasfeneHuu, OCYLLECTBSAWEM YydeT [LOKYMEHTOB
apxvBa, unu y paboTHuKa, OTBETCTBEHHOIO 3a y4eT, a COOTBETCTBYHOLME ero pa3gensl -
B apXUBOXpaHUnuLLe.

PasmewieHune AdPXUBHbIX OOKYMEHTOB 060cobneHHoro XpaHeHus

2.11.4.1.1. OBoCcobGNeHHOMY XpaHeHWo noasnexaTr cnegylwme apxuBHble
OOKYMEHTbI: CEKPETHbIE; YHUKarnbHbIe; UMetoLne B OPOPMNEHUN NN NPUITOXKEHUN K HUM
AparoueHHble MeTansfbl M KaMHW;, Ha HUTPOOCHOBE; MOpPaXKeHHble Gronornvyecknmm
BpeauTenamMu; nepefaHHble No AOroBOPY Ha XpaHeHWe B apXvMB M HE OTHECEHHble K
cocTtaBy ApxmBHoro gooHaa Poccuinckon ®egepauuu.

MecTo pacnonoxeHuss U nnowiagb, BblagendemMas AnNs pasMelleHus apXuBHbIX
AOKyMeHTOB 060COBMEHHOr0 XpaHeH s, ONpeaensanTcs apXMBOM, UCXOAA U3 peanbHbIX
BO3MOXXHOCTEN N NEPCNEKTUBHBIX 06 bEMOB KOMMNSIEKTOBAHMUS apXMBa.

Pa3amelleHne cekpeTHbIX apXMBHbBIX JOKYMEHTOB OCYLLECTBAAETCS B COOTBETCTBUM
C TpeboBaHMAMN HOPMATUBHbLIX LOKYMEHTOB MO OBecnevYeHunto pexmma CeKpeTHOCTU B
Poccunckon denepaunn.

BpeMeHHOEe COBMECTHOE XpaHEHMEe CeKpeTHbIX W pacCeKpeYveHHbIX aen B
apXMBOXPAHUITULLIE CEKPETHBIX apXMBHbIX LJOKYMEHTOB [OMYCKAETCSA B UCKITHOYUTENbHbIX
crnydaax npu OTCyTCTBUM CBOOOAHLIX Mnowiagen Ans pasmelleHusi paccekpedeHHbIX
aen.



YHuKarnbHble JOKYMEHTbI N apXUBHblE JOKYMEHTbI, MeloLwme B 0hOpMIAEHNN U
NPUITOXKEHUN K HUM AparoLeHHble MeTansibl U KaMHU, U3bIMalTCA N3 cocTaBa apXMBHbIX
dooHA0B M noasniexaT cenpoBoMy XpaHeHUo. Ha MecTo N3bATOro apxmMBHOro JOKYMeHTa
BKMablBaeTCAa KapTa-3aMecTuTesib U Npu HeoBXO0AUMOCTU KOMUSE apXMBHOMO JOKYMEHTA.

AyauoBusyarnbHble W 3MIEKTPOHHbIE [AOKYMEHTbl XpaHATCcA B 060CO6MEeHHbIX
NnoMeLLeHNAX B 3aBUCUMOCTU OT HOPMATUBHbLIX PEXUMOB XPaHEHUSA ONA UX HOCUTENen.

B ogHOM apxuBoxpaHunuviie MOryT pasMeLlaTbCs apXUBHbIE OOKYMEHTbl Pa3HOro
BMAa, HO Tpelbylolwune OOUHAKOBbIX PEXUMOB XpaHeHus (Hanpumep, apXuBHble
AOKYMEHTbl Ha MarHWTHbIX feHTax M OUCKOBbIX HOCUTENHAX C MarHUTHbIM CrloeMm;
apXuBHble LOKYMEHTbI Ha KMHOMNJEHKe, MUKpOohopMbl 1 ap.).

Pa3smeweHune hoHaa nonb3oBaHUs

2.11.4.1.2. doHO nonbL3oBaHUS pasMeLllaeTca B 3aBUCMMOCTWU OT BMAA HOCUTenNs
Konumn.

Konun poHga nonb3oBaHus Ha BymMaxHOW OCHOBe (B TOM 4ucne poTokonuum), Kak
NpaBusio, XpPaHATCA BMeECTe C MNOASIMHHBbIMU apXUBHbIMU OOKYMEeHTamMu Ha BGymaxkHowm
OCHOBE Ha OTAEfbHbIX CTEennaxax unn B wWkKadax B MNOpPsSAKE HOMEPOB apXUBHbIX
doHOO0B M gen.

Konmn doHaa nonb3oBaHMA Ha MNAEHOYHOWM OCHOBE pasMellarTcss B
apXMBOXpPaHUNULLAX C HOPMATMBHBIMW N1 HAX PEXMMAaMUN XPaHEHUSI.

B kaxabln 61OKC BKNagblBaeTCA OTPE30OK MMEHKN, HA KOTOPOM OTCHATO OAHO AESNOo
Unn ero 4YacTb. B nopsagke ucknoveHus npu Hebonswom obbeme gena B O4AHOM OTpeske
MOXET HaxoauTbCsl He Bonee Tpex CKONMMPOBAaHHbIX Aen.

Pa3smelleHMe yYeTHbIX AOKYMEHTOB

2.11.4.1.3. OcHoBHble (0bsi3aTenbHbIE) U BCNOMOraTernbHble YY4eTHble JOKYMEHTbI
apxuBa (cMm. n.3.4) pasmewarTcs B W30ONNPOBAHHOM MOMELLEHUN unn paboyem
nomeLleHnn paboTHMKa(0B), OTBETCTBEHHOMO(bIX) 3a y4eT JOKYMEHTOB apXvBa.

OcHoBHble W BCnoMoraTeribHble Yy4YeTHble [OOKYMEHTbl apXvMBOXpaHunuuia
pasMeLLalnTcs B apxuBoxpaHunuwe unM B paboyem nomMeweHun paboTHUKOB
apxvmBoxpaHunuLia.

OTBETCTBEHHLIMM 3a COXPaHHOCTb W WCNOJSIb30BaHWE Y4YeTHbIX [JOKYMEHTOB
ABNAIOTCA pabOTHUKN, OCYLLLECTBAIOWME NX BeAeHNe B COOTBETCTBYIOLLEM CTPYKTYPHOM
nogpasgeneHnun n no apxmey B LIENOM.

[MepBble ak3eMnNApbl onucen aen, AOKYMEHTOB pa3MeLLalTcs B U30SIMPOBAaHHOM
nomelwieHnn mnn paboyem nomelleHun paboTHMKa(OB), OTBETCTBEHHOro(bIX) 3a yder
OOKYMEHTOB apxuBa, C obgasaTernbHbIM  COBNIOOEHNMEM  PEXUMOB  XpaHeHus,
YCTaHOBIIEHHbIX A58 NOANIMHHbBIX apXUBHbLIX AOKYMEHTOB Ha 6yMaxHOM OCHOBe.

BTopble ak3emnnsapbl onucen aen, AOKYMEHTOB pas3MellaloTcsl B M30NMPOBaHHOM
30HE apXMBOXpaHWUNMLLA Ha CTensaxe Unun B Wkagy.

TpeTbu aK3emMnapbl onNn1cen Aen, JOKYMEHTOB pa3MeLlaloTcs B YnTanbHOM 3are.
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NMopsaok HymMepauum noMeLLeHUn apxmBea, CTensnaxeu, wWkadgos, NONOK

BepneHue Tonorpacdunyeckmx ykasareneun

2.11.4.2. Bce nomelleHns apxuBa (30aHud, 3Taxu, APYCbl, apXuBOXpaHWUIMLLA,
KOMHaTbl), @ TakKe CTennaxu, cendsbl, wKadbl U MOSKN HYMEPYIOTCS.

B kaxgoMm OTAENbHOM MOMELeHUW cTennaxu U Wwkadbl HyMepyrTcs
CaMOCTOATENIbHO cneBa HanpaBo OT Bxoda. [lonkum Ha cTennaxax M B LwkKadgax
HYMepylTCsl CBEpPXY BHU3 CrneBa Hanpaso.

B uenax 3akpenneHuss MecTta XpaHeHWs M Mnoucka apXmMBHbIX OOKYMEHTOB B
apX1BOXPaHUIIMLLIE COCTaBMATCA NOOHAOBbIE W MNOCTENNaXHble Tonorpadpuyeckue
ykasatenu. Tonorpaguyeckme ykasaTenim COCTaBMSAKOTCA B KapTOYHOW WUIN JIMCTOBOM
dopmMe B HEOOXOOMMOM KOSIMYECTBE IK3EMMIAPOB.

KapTtoyka nodoHOOBOro Tornorpadouyeckoro ykasaTensa cOCTaBnseTcs OTAeNbHO
Ha KaXObl apXuBHbIN OOHA;, 3TWU KapPTOYKM pacnonaralTca B MNOPsSAKe HOMepPOoB
apxumBHblX  oHooB. Kaptouka nocTennaxHoro Tonorpaduyeckoro  ykasaTtens
COCTaBNAETCSA Ha KaXabl CTennax; 3T KapTOYKM pacnonaratTcs no Nopsaky HOMepos
cTennaxen B npegenax otaenbHoro nomelleHuns. OguH ak3emnnap Tonorpadunyeckmx
ykasatenenm xpaHutca y paboTHuka(oB), OTBETCTBEHHOro(biX) 3a Yy4yeT [AOKYMEHTOB
apxvBa, BTOPOM - B apXMBOXPaHUMULLE.

BeneHvne tonorpadumyecknx ykasatenenm MOXET OCYLLECTBRATbCA Ha GymakHOM
HOCUTENe N B aBTOMATU3MPOBAHHOM peEXMME B COOTBETCTBMM C YCTAHOBMEHHbLIMU
PEKBU3UTAMWN.

N3meHeHnsa B pasmeLleHnn apXmBHbIX JOKYMEHTOB CBOEBPEMEHHO OTpaXKakoTCsA BO
BCEX O3K3eMmnnspax Tonorpaduyecknux ykasaTtenen, a Takke B nnaHe (cxeme)
pasMeLLEeHNS apXUBHbIX (OOHO0B.

OdopmneHue APNbIKOB Ha NEPBUYHbLIX CPeACTBaX XPaHEHUSI apXUBHbIX
AOKYMEHTOB

2.11.4.3. Kaxpoe nepBUYHOE CPeOCTBO XpaHEHUA apXMBHbIX [OOKYMEHTOB
(kopobka, nanka n T.4.) cCHabXaeTca ApJSIbIKOM, HA KOTOPOM YKa3sblBalOTCS Ha3BaHWE U
HOMep apxMBHOro boHaa, a TakKkKe HOMep Oonucu aern, AOKYMEHTOB, HOMepa eguHuL
XpaHeHns, Haxo4sLmMXcs B KOpobke.

Hagnmcu Ha gqpnblkax MCNOMHAKTCA TUMNorpadpckMMm Cnocobom, Tywbk Wn
crneumnanbHbIMWU  YepHbIMXU BOAOCTOMKMMM YepHunamu. [onyckaeTcsi WUCnonb30BaHWE
LUTaMMOB M APYrMX aHanorMyHbIX CpeacTs.

I'IpOBepKa HaJIM4ins N COCTOAHUA apPXUBHbIX AOKYMEHTOB U OpraHn3auuns po3biCKa
HeO6Hapy)KeHHbIX AOKYMEHTOB

2.11.5. lpoBepka HanMuMsa N COCTOAHUSA aPXMBHbLIX OOKYMEHTOB MPOBOAUTCS B
LUensx YCTaHOBMNEHUs (PaKTUYECKOro Hanumyumsi HaxOoAsLMXCS Ha XPaHEeHUU apXMBHbIX
AOKYMEHTOB U1 BbISIBIIEHUSA OTCYTCTBYIOLLMX apXMBHbIX JOKYMEHTOB A5 OpraHn3aumm nx
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PO3bICKa; BbISBNEHUST U YCTPaAHEHMUS] HEOOCTATKOB B Yy4eTe apXMBHbIX AOKYMEHTOB;
BbIABMIEHMS W y4YeTa apxXuBHbIX [AOKYMEHTOB, Tpebywwux pecTaBpalOHHON,
KOHCEpPBaLNOHHO-NPOMNaAKTUYECKON N TEXHNYECKON 0O6paboTKw.

[MpoBEPKN HANMMUMs U COCTOSTHUA apXMBHbIX JOKYMEHTOB NMPOBOAATCS B NSIaHOBOM
nopsigke, a Takke eAMHOBPEMEHHO (BHeoYepeaHble).

B rocynapctBeHHOM apxuBe, My3ee, 6ubnuoTteke, apxnee Poccuinckon akagemmm
HayK nnaHoBas LUMKNNYHAA NpoBEpKa HanmMyns n COCTOSAHNSA NPOBOANTCS:

YHUKASbHbIX JOKYMEHTOB - €XXErogHo;

0cob60 ULEHHbIX OOKYMEHTOB Ha GymaxHonm ocHoBe - oauH pa3 B 10 net (B
rocyaapcTBeHHoN 6MbnunoTeke - 0anH pas B 5 ner);

ayanoBu3yaribHbIX N 9NEKTPOHHbIX JOKYMEHTOB - OAWH pa3 B 5 ner;

KMHOOQOKYMEHTOB Ha HUTPOOCHOBE - OAMH pa3 B 2 roaa.

LINKMMYHOCT  NMPOBEpPKM  HamnmuMuus  OCTarbHbIX  apXUBHbIX  [JOKYMEHTOB
onpefensaeTcss Ha OCHOBaHUM pELUEHUs1 SKCMEPTHO-METoAMYECKON Komuccum (Mnu
ApYyroro coBewaTenbHOro opraHa) apxuBa B 3aBMCUMOCTM OT WHTEHCUBHOCTU
MCNOSIb30BAHNA U COCTOSIHUS ydeTa apXMBHbIX AOKYMEHTOB, HO HE MEHee OAHOro pasa B
25 net (B rocygapctseHHon bubnuoTeke - oauH pas B 15 ner).

[MpoBepka HanMMuMs N  COCTOSIHUA  CEKPETHbIX  apXMBHbIX  OOKYMEHTOB
OCYLLECTBNAETCA B NOpsiaKe, yCTAHOBNEHHOM AN CEKPETHBIX apXUBHbIX JOKYMEHTOB.

B mMyHuumnanbHom apxuBe, My3ee, 6MONMoTEKe nnaHoBasi UMKAMYHas NpoBepka
HaNU4na apxuBHbIX JOKYMEHTOB npoBoantcsa 1 pas B 10 ner.

B cnyyae ctuxuiHbix 6€4CTBMIA, MacCOBbIX MNEPEMELEHUA W OpYyrnx
obCcTOATENBLCTB, B pe3ynbraTte KOTOpbIX MOryT ObiTb YyTpayeHbl WM MNOBPEXOEHbI
apXxMBHble [OOKYMEHTbl, a Takke Mpu CMeHe 3aBedyloLmnX apxXuBOXpaHUnMLLaMM
NpoBOAMTCA BHeEoYepeaHasi equHOBPEMEHHAs MpOBeEpKa Hanuuns M COCTOSIHUS BCEX
AOKYMEHTOB apxuBa Unn ux oTaenbHbIX Yacten (rpynn).

B Hauyane npoBepKM HanMuus M COCTOSAHUS apXMBHbIX LOKYMEHTOB NPOBOAMTCSH
BbiBEPKA YYE€THbIX AOKYMEHTOB, KOTOpasi BKMOYAET: YCTAHOBMNEHWE MNOMHOTbI YYETHbIX
AOKYMEHTOB Ha MpOBEpSEMble apXMBHble POHAbI U ApPXMBHbIE LOKYMEHTbI, CBEPKY MX
COMOCTaBMMbIX MOKasaTenen, yTouYHEeHMe nopsigka HyMepauun eauHuL, XpaHeHus no
onucu aen, AOKYMEHTOB (KHMre ydeta W ONMCaHus) U NPOBEPKY NPaBUIIbHOCTU
COCTaBIEHNA UX UTOrOBbIX 3anucen. BbiBepka y4eTHOM OOKYMEHTauuu U NpoBepKa ee
HanMuyns MOXeT NPOBOAUTLCA N KaK CaMOCTOATESNbHbIN BUA paboThl.

MpoBepKy HanMUuMa W COCTOSHMS apXUBHbIX AOKYMEHTOB B OCYAapCTBEHHOM
apxmBe NpOBOAAT, Kak NpaBuio, ABa paboTHUKA.

Mpn npoBepke HanMUuMa eAuHUL XPaHEHUsl, apXUBHbIE OOKYMEHTbl KOTOPbIX
YYTEHbl MO BHYTPEHHUM OMNUCHAM, NPOBOANTCSA CBEpKa HanMuns apXmMBHbIX LJOKYMEHTOB C
BHYTPEHHEN ONUCbIO, a TakKkKe CBepKa HanuMuus JNMCTOB B eAuHMUaxX XpaHEeHWs,
nognexawmx XpaHeHuio B HecbpowtpoBaHHOM (6e3 noawwmsBkn) Buae. EgmHmubl
XpaHEHNS C YHUKanNbHbIMU AOKYMEHTaMmn obs3aTesnibHO NPOBEPSAOTCS NOSIUCTHO.

ApXUBHbIE OOKYMEHTbI, BblAaHHble B YMTanbHbIN 3an KU paboyne nomeLleHus
apxvmBa, NPOBEPAOTCA Ha OOLWMX OCHOBaHUAX, WX LWWUgPbLI YyCTaHaBNMBaOTCA MO
KapTamM-3aMecTUTENsIM U KHUraMm Bblgadn apXMBHbIX LOKYMEHTOB U3 apXMBOXPaHWNULL,.
ApXUBHbIE [OOKYMEHTbI, Bbl4aHHble BO BPEMEHHOE MOSfib30BaHMEe, MPOBEPSOTCS Mo
KHUram 1 aktam BblAaun U CYUTaAOTCS MMEKLLMMUCS B HANUYUN.

[Mpn NpoBepKe HaNMYUA N COCTOSHUS apXUBHbBIX OKYMEHTOB HEOHX0ANMO:
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COXPaHATb MOPSAOK PaCMONOXEHUs apXUBHbIX LOKYMEHTOB Ha CTenfnaxax u B
NEePBUYHbIX CPEACTBAX XPaHEHUS;

noaknagbiBaTb Ha CBOM MecTa obHapyXeHHble BO BpeMsi NMPOBEPKN HEMNpaBUibHO
NOASIOXEHHbIE eANHULbI XPaHEeHUS aHHOro apxXnBHOro hoHAa;

n3biMaTb U3 NPOBEPAEMOro apxXmBHOro poHaa (Komnsiekca apxXmBHbIX JOKYMEHTOB)
N nepefasaTb XPaHUTENO HEMPaBUIIbHO MNOAMOXEHHbIE €AUHULbI XPaHEHUs APYrnx
apXUBHbIX (POHOOB;

n3biMaTb  €OUHULbI  XPaHEHUs, 3apaXXeHHble MNeceHbid unu  apyrumu
Buonornyeckummn BpeauTensamMm, 4nsa HeMeasieHHOM NX U30NALUK;

n3biMaTb €4uHULbl XpPaHEHUsl, HE BHECEHHble€ B ONUCb Aefl, JOKYMEHTOB (KHUrY
yyeTa M onucaHusl), U nomewlaTb UX B KOHeL, apXUBHOro ooHAa (KoOMMfeKkca apXuBHbIX
AOKYMEHTOB) AnsA nocrneayowen obpaboTkm M onucaHust B CPOKK, YCTaAHOBIIEHHbIE
pyKOBOACTBOM apXxuBa.

B xo4e npoBepKkn HanmMuus n COCTOAHNA apXUBHbBIX JOKYMEHTOB HE JOMNYyCKaeTCs:

BHOCUTb B OMNWUCb [Aefl, OOKYMEHTOB (KHWUIy yyeTa W OMUCaHWA) HeyYTeHHble
€4VHVLbI XpaHEeHUs;

aenaTb Kakme-nmbo nomeTbl, UCNpaBfeHns UM 3anncu B oNUCSxX Aen, 4OKyMEHTOB
N OPYrMX yY4eTHbIX JOKYMEHTaX.

PesynbTaTbl NPOBEPKM HanMuMss W COCTOSHUA apXMBHbIX [LOKYMEHTOB U
obOHapyXeHHble B ee Xo4e HeaoCTaTKM (PUKCUPYKOTCA B JIMCTE MPOBEPKM Hannums U
COCTOSHUSI apXMBHbIX AOKYMEHTOB M B akTe MPOBEPKM HanM4umsi U COCTOSIHUSI apXUBHbIX
OOKYMEHTOB.

JInCT nNpoBepKM HanMMuUA M COCTOSIHUSI apXUBHbIX OOKYMEHTOB COCTaBnsieTcs
HenocpenCTBEHHO B XO4€E MPOBEPKM, KaK NPaBuUIio, Ha Kaxkayk OnNucb Aen, JOKYMEHTOB
otgenbHo. [Npu npoBepke Hebonbwmnx Mo obbemy apxmBHbIX (POHOOB [onyckaeTcs
COCTaBfieHNne OOHOro nucTa MpPOBEpKM Ha Bce onucu fen, OOKyMeHToB. B cnydvae
obHapyXeHusi B Xo4e MNPOBEPKN HaNMUuMsa U  COCTOSHUS apXMBHbIX [OOKYMEHTOB
HeJoCTaTKoB, HE NPeyCMOTPEHHbIX rpadammn nNnMcTa NPOBEPKMK, a TakKe Npu NOSIMCTHOM
npoBepke Oen B NUCT BBOASATCA YTOYHEHUSI U OOMNOMHUTENbHblE PEKBU3UTLI. JIUCTbI
NPOBEPKM HYMEPYHOTCS B BariOBOM MNopsiike B npegenax apxXuBHOro ooHAa no Kaxaow
NpoBepKe M NOAMUCLIBAOTCA UCMONTHUTENAMMN.

Ha ocHoBaHun nucta (NMCTOB) MPOBEPKM COCTaBMSETCS akT MPOBEPKN HanmMuunsa u
COCTOSHUS apXMBHbIX AOKyMeHTOB. OAOHOBPEMEHHO C aKTOM MPOBEPKM HanuMuus wu
COCTOSIHUS  apXMBHbIX OOKYMEHTOB NpU HeobXOAMMOCTM COCTaBMSAKTCA akT o
TEXHNYECKNX oOWnbKax B YYETHbIX AOKYMEHTax; akT 06 OBHapyXeHUn apXMBHbIX
AOKYMEHTOB; aKT O HeuCnpaBMMbIX MNOBPEXOAEHUSX OOKYMEHTOB (ripunoxkeHue N 1) n
apyrve akTbl.

MO OKOHYaHWWM NPOBEPKM HaNMM4YMsE U COCTOSIHUS apPXMBHbIX AOKYMEHTOB B KOHLE
onucu gern, JOKYMEHTOB (KHUIMM yyeTa M OnucaHus) npocTaBrsgeTcs wramn "nposBepeHo”,
AaTta, JOMMKHOCTb M NoAMNUCH Nvua, MPON3BOAMBLLEIO NPOBEPKY.

B cnyyae oGHapyXeHus B UTOrOBOW 3anvMcu OnNucu Aern, LOKYMEHTOB (KHUMM yyeTa
N OMUCAHUSA) HEYUYTEHHbIX JIMTEPHbIX U NPOMYLLEHHbIX NOPAAKOBLIX HOMEPOB, BblObIBLLMX
B COOTBETCTBUM C YCTAHOBMEHHbIM MNOPSAKOM €AWHWUL, XpaHEeHWs, UToroBas 3anucb
nepecocTaBnseTcs.

Ha Bce oOTCyTCTByKOLME B XO4E€ MPOBEPKNM HaNM4uMsi U COCTOSHUS apXMBHbIX
AOKYMEHTOB €AMHULbI XPaHEHWA COCTaBMATCA KapTOYky ydyeTa HeOobHapy>KeHHbIX
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apXxMBHbIX OOKYMEHTOB. BeaeHne kapToTekm HeoBHapyXeHHbIX apXUBHbIX AOKYMEHTOB
ocyLLecTBrsieTcs LeHTpanun3oBaHHO Ha BymakHOM HocuTene nnu B
aBTOMaTU3MPOBAHHOM peXuMe B COOTBETCTBUW C PeKBU3UTaMU KapTOYKM y4yeTa
HeoBbHapyXeHHbIX apXMBHbIX JOKYMEHTOB.

PesynbTaTbl NpoBEpKM PU3NYECKOrO COCTOAHNA apXMBHbBIX JOKYMEHTOB 3aHOCATCSH
B KapToTeky (KHWUry) y4yeta puanyeckoro (TEXHUYECKOro) COCTOSIHUA apXWMBHbIX
AOKYMEHTOB.

[MpoBepka HanNMuMa U COCTOAHUSA apXUBHbLIX AOKYMEHTOB CYMTAETCA 3aBEPLUEHHOM
nocre BHeCEHNA N3MEHEHU BO BCE YYETHblIEe JOKYMEHTbI.

[Mocne npoBEpKM HaNMUUMA M COCTOSHUA apXMBHbIX [AOKYMEHTOB KOpPOOKM C
apX1BHbLIMU JOKYMEHTaMu oneYyaTtbiBaloTCS.

Po3bICK apXMBHbIX JOKYMEHTOB, He OBHapyXeHHbIX B XOA4e MPOBEpKN Hanuyns u
COCTOSIHUSI, OpraHM3yeTca C MOMEHTa BbISBIIEHUA MX OTCYTCTBMS W MPOBOAUTCHA B
TeyeHne OOHOro roga Kak HernocpeAcTBEHHO B apxmBe, Tak U B OPYrMX OpraHu3aumsax.
PykoBoacTBo apxuBa BripaBe MNpoOANUTb CPOK pOo3biCKa Ha OCHOBaHWW [OOKNagHOW
3arnucKn pykoBOAUTENHA COOTBETCTBYHOLLErO CTPYKTYPHOro noAapasneneHns apxuea.

ApXxuBHble OKYMEHTbI, OBHapYyXeHHble B X04e po3biCKa, NepeaarnTCa XpaHUTento,
KOTOpbIN NoAknagbiBaeT MX Ha mecTto. B nucte nposepkn B rpade "lMpumedaHne” B
KapToTeke HeOobHapyXXeHHbIX apxXMBHbIX [OOKYMEHTOB pJenaeTtca oTmeTka 06
oOHapyXeHUn apxmMBHbIX OOKYMEHTOB, KOTOpas 3aBepsieTcs MNOAMUCHI0 3aBeyollero
apxuBoxpaHunmiemM (MyHMUMNabHLIM apXMBOM).

ApxuBHble  OOKYMEHTbl, MPUYUHbI  OTCYTCTBUS  KOTOPbIX  MOATBEPXAEHbI
AOKYMEHTarnbHO, CHAMAKTCS C y4eTa B YCTAHOBNEHHOM NOPSAKE.

Ha apxuBHble JOKYMEHTbI, He OBHapyXXeHHble B XO4e PO3biCKa, COCTaBNAETCS aKT
0 HeoBHapy>XeHUM JOKYMEHTOB, NYTW pOo3biCKa KOTOPbIX ncyepnaHbl (npunoxexve N 2), u
nogpobHas cnpaBka O NPOBEAEHUM pPO3bICKa, KOTOpble BMECTE C aKTOM MpPOBEpPKU
HanmMuMst M COCTOSIHUSI apXWMBHbLIX [AOKYMEHTOB NPeAcTaBnaAlTCs B BbILLECTOALLNN
YNOSTHOMOYEHHbIN OpraH WCMNOSIHUTENBHOW Bractu B cdepe apxuBHOro aena pnng
NPUHATUS OKOHYATENbHOrO pPeLleHUss O CHATUM C y4eTa TakKnMxX apXMUBHbIX JOKYMEHTOB.

PeweHne O CHATMM apXxmMBHbIX LOOKYMEHTOB C ydeTa OGOpPMAAETCS MpUKasoMm
PYKOBOAUTENS apxmBa Ha OCHOBAHMU MUCbMEHHOINO paspeLleHns COOTBETCTBYHOLLENO
YNONTHOMOYEHHOro OpraHa UCMNoJSIHUTENbHOW BriacTu B cpepe apXMBHOro aena.

CHatne c yyeTa JokymeHTOB ApxuBHOro ¢oHga Poccunckon ®epepaunn,
OAHOBpEMEHHO Bxoadawmx B coctaB MysenHoro doHga Poccuickon depepauun,
OCYLLEeCTBSIETCA B COOTBETCTBMM C HacTtoAwumun [paBunamm ©n  NOPSAKOM,
YCTaHOBIEHHbIM crneunanbHO YNOSTHOMOYEHHbIM deneparnbHbIM opraHom
ncnonHuTenbHom Bnactn gna MysenHoro ¢ooHga Poccuinckon ®epepaumm.

CHatne c yyeTa pokymeHtoB ApxuBHOro doHaa Poccurickon ®epepauum,
OLHOBPEMEHHO BXOOAWMX B COCTaB OMONMoOTeYHbIX (POHOOB, OCyLlecTBNsSeTcsa B
COOTBETCTBMM C HacToswmmu [Npasunamm M nopsgkomM, YCTaHOBMEHHbIM crneumnaribHO
YNOSTHOMOYEHHbIM (hefepanbHbIM OpraHOM UCMONHUTENBHON BracTu Ans GubnmnoTeyHbIx
doHaoB Poccuinckon depepaunu.

B kapTtoTeke HeOOHapy)XeHHbIX apXMBHbIX OOKYMEHTOB AeflaeTcss OTMeTKa o
CHSATUN apXMBHbIX JOKYMEHTOB C yyeTa.

B cpokn, ycTaHOBMEHHblE PYKOBOACTBOM apxuBa, CUCTEMATMYECKN MPOBOASATCS
MOMHbIE MU BbIBOPOYHbIE MPOBEPKU HanMuMsi U COCTOSIHUS apXMBHbIX [OKYMEHTOB,
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BbldaBaBLUNXCA U3 apXMBOXPaHUIULL B Te4eHue roga. Pe3ynbTaTbl yKazaHHOW NPOBEPKU
odopMIIsTCS:

npu noaTBEPXOEHUN Hanuuus Oen - B BUAE AOKMagHOW 3anuckm paboTHMKa,
OTBETCTBEHHOrO 3a OpraHn3aLnio NPOBEPKM HANUYUS;

npu OTCYTCTBUWM Kakux-nnbo pen 6e3 OOKYMEHTUPOBAHHOrO OOOCHOBAHUSA - B
YCTaHOBIIEHHOM MNOPSIAKE.

Mpn BbISBNEHUMM HEOOOCHOBAHHONO  OTCYTCTBUS  ApPXUBHbIX  AOKYMEHTOB
OCYLLECTBISAIETCA WX OnepaTuMBHLIA pPo3bick. B cnyyae 6e3pes3ynbTaTHOCTU po3bicka
OTCYTCTBYHOLUME aPXMBHbIE AOKYMEHTbl BKMNIOYAKTCA B KapTOTEKY HEOOHapyXEHHbIX
AOKYMEHTOB AN AanbHenLWwero nx posbicka.

MpoBepka TexHU4YECKOro n PU3NKO-XMMUUYECKOro COCTOAHUSA apXUBHbIX
AOKYMEHTOB

BbisBneHue APXMUBHbLIX AOKYMEHTOB C noBpexaAeHUnAMN MmatepuarsibHbIX HocuTenewu
n TeKCTtoB

2.11.6.1. lNpuem 1 pasmelieHne B apxXMBOXPaHUMULLAX apPXUBHbIX LOKYMEHTOB,
NOCTYNMBLLUNX B apxmB 6e3 npeaBapuUTENbHON NPOBEPKN UX (PU3NYECKOTO COCTOSIHUA, HE
ponyckatoTtcda. [llocTynueBluiMe B apxvB apXxvMBHble [JOKYMEHTbl [[O nepefjays B
apxvMBOXpaHunuuwie pasmewarT B MNOMELLEHUM MNpUEMA N BPEMEHHOIO XpPaHEHUSs,
ocBobOXOalT OT TPaAHCMNOPTHOW Tapbl, packnagbiBalOT Ha cTennaxax u cronax. He
AonyckaeTca cknaguMpoBaHue MNOCTYNUBLUMX apXMBHbBIX OOKYMEHTOB B Hepa3obpaHHOM
BUae.

OueHka U3NYECKOTO M TEXHMYECKOrO COCTOSIHUS MOCTYMUBLUMX apPXUBHbIX
OOKYMEHTOB, a Takke WX CTPaxOBblX KOMUW MNPOBOAUTCA He no3gHee 3 MecsUeB C
MOMEHTa npmuemMa apxXmBHbIX JOKYMEHTOB B apXuB.

B pesynbrate OUEHKM UBNYECKOTO COCTOSHUS apXMBHbLIX [JOKYMEHTOB Ha
GymMaXkHON OCHOBE BbISBNSAKTCA apXMBHbIE OOKYMEHTbI: MOpaXeHHble 6UonornYeckumm
BpeauTensMn; C MNOBbLILEHHOW BMAXHOCTbI; C MoBpexaeHnamu OGymarn u TekcTa;
3anbineHHble. [py 3TOM yaaneHuio nognexaT Bce NOCTOPOHHME, Haxoasawmecs B aenax,
nankax, Kopobkax npeamMeTbl: MeTannnyeckue, KapTOHHble, OymaxHble W apyrue
3aKnagku, Npoknagku, CKPenkn n T.n.

Mpn oueHke TEeXHUYEeCKOro COCTOAHUS ayauoBM3yaribHbIX W 3NIEKTPOHHbIX
AOKYMEHTOB, a TakKe UX CTPaxoBbIX KOMUI, yCTaHaBMBAETCS BO3MOXHOCTb CHYUTbIBAHUSA
MHdOpMaLMM ¢ MaTepunarnbHOro HOCUTENSA, COOTBETCTBME TEXHUYECKUX XapaKTEePUCTUK
9TUX OOKYMEHTOB CBELEHUNAM, coAepXalluMcs B CONPOBOXOAOLNX akTaX TEXHUYECKOro
cocTosiHMsA. OQHOBPEMEHHO BbISIBMSETCA BUL OCHOBbI KMHOOTOAOKYMEHTA. ApXUBHbIE
AOKYMEHTbI Ha HATPOOCHOBE NoAnexaTt HeMeaIeEHHON NPOBEpPKE Ha CTabUNbHOCTb.

Mpn ob6HapyxeHn aOedeKkTOB COCTaBMSETCA akT MNpPou3BOSIbHOM OPMBbI,
oTpaxawLmn xapaktep OedeKkToB U Mepbl N0 UX YCTPaHEHUO. YCTpaHeHne aedekToB
NPOBOAUTCS 3a CYET UCTOYHMKA KOMMIEKTOBAHUA.

MocTynuBLune apxuBHble AOKYMEHTHI, nopaxeHHble Bronormyecknmm
BpeanTenamMmm (Hacekomble, aKTMBHas NnfeceHb), HanpaensTCA Ha
CaHUTapHO-rMrMeHn4eckyto obpaboTky (ae3nHdeKkums, Ae3nHCEKUUS).



Mpn oO6HapyXeHun yBMaXHEHHbIX apXMBHbIX [OOKYMEHTOB MpOBOAMTCA WX
obs3aTenbHasn akknMmaTusaums 4o NOSHOMO BbICYLUMBAHUA. AKKNMMaTM3aLmlo NpoBOaAT
B NMOMELLEHUN NMpMemMa U BPEMEHHOIO XpaHeHus B TevyeHne 7-14 cyTok (B 3aBUCUMOCTU
OT CTEneHn YBMaXHEHUA) NPU WHTEHCMBHOW BEHTUNAUUM BO3dyxa W pasMelleHuu
eVHUL XpaHeHns B pa3BepHYTOM BUAE Ha CToNax, cTennaxax.

KauyectBOo Gymarnm n TekcTa MOCTYNUBLUMX apXMBHbIX OOKYMEHTOB MpoOBepsieTcs
BbIOOPOYHO ANns 00LEen OLEHKMN NX COCTOAHUS.

Ob6ecnbinuBaHne NOCTYNMBLUUX apXUBHbIX AOKYMEHTOB NPOBOAAT B creuuanbHOM
MOMELLEHUN C NPUMEHEHMEM BbITSXKHbIX LWKAOB N COGMOAeHMEM Mep CcaHuTapum u
rmrnenbl. ObasaTtenbHOMY oOecnbIIMBaHWIO noanexaTr Kopobku, nanku, OB6MOXKNM,
KOpeLUKkun gen.

[MocTynusLLMe ayamMoBU3yanbHble U NEKTPOHHbIE JOKYMEHTbI Noanexar:

OYUCTKE OT MNbISIU N NEPEMOTKE - apXMBHbIE JOKYMEHTbl Ha MarHUTHOW JIEHTE;

OYUCTKE OT 3arps3HEHUN - apXMBHble OOKYMEHTbl Ha AUCKOBbLIX HOCUTENSX W
apxvBHble POTOOOKYMEHTHI;

akknumaTusaumm B 3aflaHHbIX TeMNepaTypHO-BIAaXXHOCTHbLIX YCIOBUSX;

YyNaKOBbIBaHMIO.

AKKIMMaTU3auusa ayamoBu3syarnbHbIX Y 3NEKTPOHHbBIX JOKYMEHTOB Ha MIIEHOYHOM U
ONCKOBOW OCHOBax nepea pasMelleHMeM WX B apXUBOXpaHunulie npoBOOMTCH B
OTKpbITOM ynakoBke npu Temnepatype 20+-3°C 1M OTHOCUTENBHOW BIIAXXHOCTWU BO34yXa
35+-15%; Ans UBETHbIX KMHO- U (POTOLOKYMEHTOB - MPU OTHOCUTESIbHOW BRAXHOCTU
35+-15%. [MpoOormKNTENBbHOCTb  akKNMMaTU3aumMmM KMHOOOKYMEHTOB W PYMOHHbIX
MUKPOMOUNLMOB He f[ofmkHa OblTb MeHblwe 10 CyTOK, apXuBHbIX [OOKYMEHTOB Ha
MarHUTHON NeHTe U OUCKOBbIX HOCUTENSX - He MeHee 3 CyToK, (POTOOOKYMEHTOB W
MUKPOOMLL - HE MeHee 24 Yacos.

2.11.6.2. lpoBepka PU3NKO-XMMNYECKOTO N TEXHUYECKOrO COCTOSAHUS apXUBHbIX
AOKYMEHTOB B Mpouecce XpaHeHUs MpoBOAUTCA C LeSbio BbISBNEHUS NOBPEXOEHHbIX
apPXUBHbIX JOKYMEHTOB N apXUBHbIX JOKYMEHTOB C NMOTEHLMaNbHO OnacHbIM hU3NYECKNM
nnn OMoNorM4YeckMM COCTOSSHUEM W OCYLLECTBMSETCA: UeneBbiM MOPSAKOM; B Xoae
NPOBEPKN HaANMUUUA N COCTOSIHUA apXMBHbIX OOKYMEHTOB; MNPV MNOArOTOBKE apXMBHbIX
AOKYMEHTOB K BblJaye M3 apXvBOXpaHunuuia, a Takke npu Bcex apyrmx paboTax,
CBSI3@HHbIX C MOEANHUYHBIM (MOSIUCTHBIM) MPOCMOTPOM apXMBHbIX AOKYMEHTOB.

LleneBas npoBepka hM3nM4eCcKoro COCTOSHUSA apXMBHbIX JOKYMEHTOB MPOBOAUTCS B
nopsigke o4epenHOCTU C yY4ETOM LIEHHOCTU apXUBHbIX JOKYMEHTOB. LleneBon npoBepke
PM3MYECKOr0 COCTOSIHUS noasiexaT BCe apXvMBHble [AOKYMEHTbl, MnocTpajaslive B
9KCTpemarbHbiX ycnoBuax. [lo pesynbTataMm KOHTPONSA [Jeriaetcs 3akfloyeHne o
HeobXo4MMOCTU NpoBEAEHNA pecTaBpauun U KOHcepBauuM M B 3aBUCUMOCTU OT
COCTOSIHUSI apXMBHbIX OOKYMEHTOB YCTaHaBNMBAKOTCA CPOKM MPOBEOEHUSA Ccriedytolen
KOHTPOJIbHOM NPOBEPKM.

MpoBepka PU3N4ECKOrOo COCTOSHUS apXUBHbBIX JOKYMEHTOB Ha OYMaXXHOW OCHOBE B
npouecce XpaHeHust NPOBOAUTCSA C LENbl BbISIBEHUS BMaXHbIX; MNOPaXXeHHbIX
Buonornyecknmmn BpeagutTensamMm (nNneceHb, HacekomMble); ¢ gedektamm bymarm n TekcTa
apXUBHbIX JOKYMEHTOB.

YBnaXHeHHble  apxXuMBHble AOKYMEHTbl (gena, rpynnbl gen) noanexart
HemMeaJSIeHHOMY BblOeneHuto, BHeovepeaHon obpaboTke (cyllka, akknumaTtmsauus). Mpu
MacCOBOM YBIT@XXHEHUN apXUBHbIX [OOKYMEHTOB MPUHUMAKTCA Mepbl MO OCYLUEHUIO



apxuBoxpaHunvLia, HopManusaummn pexmnmMa xpaHeHus.

ApXUBHbIE [OKYMEHTbI, MOpPaXXeHHble Buonornyeckummn BpeguTensmmn (nnecetHb,
HacekoMble), nognexar HemeaSIEHHON U30oNALUnun.

Hannuve pedpektoB Oymarm M TekcTa ycTaHaBnvMBaeTCs BU3yanbHO Mpu
nofiMCTHOM npocmoTpe pgen. [HedekTol KnaccuuumpyrtoTcs Ha OCHOBE eLUHOW
BGYKBEHHO-LIMPPOBOMN MHAEKCALMM MO TUMOBbLIM Npu3Hakam aedekto bymarn (bykBeHHas
nHOekcaumsl) u TekcTta (uudpoBas MHOEeKcauusi) B COOTBETCTBUM C METOANYECKUMMU
paspaboTkamu.

[MpoBepka TEXHMYECKOrO COCTOSIHUS  ayauoBM3yasibHbIX U 3NEKTPOHHbIX
AOKYMEHTOB B NpoLiecce XpaHEeHUs OCYLLECTBIISIETCS C Lerblo onpeneneHuns:

COCTOSIHUSA UX YNAKOBKMU;

Hanuyusg cTaH4apTHbLIX pakopaoB;

TEXHNYECKOro COCTOAHUSA UX MOBEPXHOCTU N NepdOpPaLMOHHBIX JOPOXKEK N CKIEeK;

HanM4uns 3arpAa3HeHnn 1 MeEXaHNYECKUX NOBPEXOEHWI;

CTabnnbHOCTU HUTPOOCHOBHI;

Wwara nepdopaunmn KUHOMMEHOK U MarHUTHbIX NIEHT WMpUHON 35 n 16 Mm;

PU3MKO-MEXaHNYECKNX XapakTepucTuK (kopobrneHue, oTcnavBaHue
9MYJIbCMOHHOIO UMK ocbinaHne pabo4vero cnos u ap.);

Hannuna gedekToB XMMMUYECKOro U BMOMNOrMYEeCcKoro NPOMUCXOXOeHNs (nopaxeHue
MUKPOOpraHM3Mamu, HacekOMbIMA W TpbidyHaMu, credbl Kpuctannmsauum conen wu
pasnoXeHns OCTaTOYHbIX MPOAYKTOB XMMUKO-(poTorpadmyeckon obpaboTkn);

3N1EKTPOAKYCTUYECKNX XapaKTEPUCTUK POHO- N BUOEOA0KYMEHTOB;

napamMeTpoB BUOEOJOKYMEHTOB B BUAEOKaHane;

KayecTBa n30bpaxxeHnsa KNHO-, poTo-, BUOEOAOKYMEHTOB;

YPOBHSI NapaMeTpOB, XapaKTEPU3YIOLINX 3NEKTPOHHble AOKYMEHTbl (Hanpumep,
4yncno cboes NpU cYUTbIBAHUN MHPOPMaLMK B eANHNLY BPEMEHN);

Hann4na "BUPYCOB" B 3NIEKTPOHHbLIX AOKYMEHTaXx;

HanMums pasMarHUYEHHbIX YY4aCcTKOB U MEeXaHWYEeCKMUX MNOBPEeXOeHUA OTAESNbHbIX
y4acTKOB MaLLUMHHOIO HOCUTENS;

HanM4ynsi KOPPO3NKN Ha NOBEPXHOCTU MEeTasIMYECKUX rPaMOpPUrMHanos;

HanM4yumsi yKCyCHOro cMHapoma TpuaueTaTHOMW MIEeHKH.

[MpoBepka TEXHUYECKOro COCTOSAHUS apXMBHbIX LJOKYMEHTOB OCYLLECTBIISETCA Npu
BHELLHEM OCMOTpe B OTPaXXeHHOM CBeTe.

[MpoBEpPKY 9NEKTPOaKYCTUYECKNX XapaKTepUCTUK (POHOLOKYMEHTOB (YaCTOTHbIE
NUCKaXXEHUS, YPOBEHb KONUpaddekTa, ypoBeHb (POHaA M LWIYMOB, Hanunuve Tpecka W
LLLEeNYKOB, WYM Nay3bl) NPOBOASAT C UCMNOSIb30BaHNEM cheunanbHOro obopyaoBaHusS.

[MpoBEPKY TEXHUYECKMX MapamMeTpoB BUAEOLOKYMEHTOB MPOBOAAT C MOMOLLbLHO
KOMMeKca KOHTPOSbHO-N3MePUTESIbHOM annapaTypbl.

[MpoBEpPKY TEXHUYECKMX MnapamMeTpPoB 3JIEKTPOHHbIX [OOKYMEHTOB MNPOBOAAT C
MCnonb3oBaHMeM  crheumanbHOW  annapatypbl W NporpaMMHoOro  obecneyeHus,
npegHasHa4yeHHbIX 458 paboTbl C COOTBETCTBYHOLLENO BUAa apXMBHLIMWU JOKYMEHTaMM.

BbisaBneHune aokymeHtoB ApxuBHoro cpoHaa Poccumnckon depepaumm,
HaxoAsALWMXCs B HeYyAOBNEeTBOPUTENTbHOM (pU3NYECKOM COCTOSIHUM, U
HencnpaBuMO NOBPEXAEHHbIX aPXUBHbIX AOKYMEHTOB



CHsATHe C yyeTa HeuncnpaBMmMo noBpexXaAeHHbIX apXUBHbIX AOKYMEeHTOB

2.11.7.1. Haxogawmmuics B HeyaoBrneTBOPUTENBbHOM (OU3NYECKOM COCTOSHUM
npu3HalTCcAa [LOKyMeHTbl ApxmBHoro ¢onHga Poccunckon ®egepaumm € BbICOKOW
CTEMEHbID paspyleHnsa MaTepuanbHbiX HOCUTENeW, Yyrpoxarwwen dqusandeckomn
LEeNOCTHOCTU AOKYMEHTOB.

PeweHne o npusHaHum fokymeHTa ApxuBHoro ¢oHga Poccunrckon depepaunu
HaxoOsLWNMCS B HEYOBMNETBOPUTENBHOM (PU3MYECKOM COCTOSHUM N €ro NOCTaHOBKE Ha
crneumanbHbI y4eT Ana opraHMsaumm B CPOYHOM MOpsiake creumanbHon o6paboTkum (CMm.
n. 2.11.9.1) npuHMMaeT pyKoBOAMTENb apxmBa Ha OCHOBAHWW IKCMEPTHOrO 3aKMtOYEeHUs
pecTaBpaTtopa W pykoBoguTenda noapasfeneHnd, OTBETCTBEHHOrO 3a XpaHeHue
apXUBHbIX JOKYMEHTOB.

2.11.7.2. HencnpaBMmo noBpexaeHHbIMU apXMBHbIMU LOKYMEHTaMU MpU3HaKTCH
apxvMBHble [OOKYMEHTbl, (OU3NYECKOEe COCTOSHWE KOTOPbIX MWCKIHYaeT BO3MOXHOCTb
BOCCTaHOBJIEHUNSI UX MaTepUanbHbIX HOCUTENEN N NCNOSb30BaHUS CoAepKaLLencs B HUX
AOKYMEHTHOM MHpopMauun.

PelweHne o npuaHaHuUM apXMBHOIO OOKYMEHTA HEeUCrnpaBUMO MNOBPEXOAEHHbLIM W
CHATUM ero C y4yeta npUHMMAET COOTBETCTBYIOLWMA YNOFIHOMOYEHHbIN OpraH
NMCNOSTHNTENBHOW BMacTu B cepe apxXMBHOro Aena Ha OCHOBaHWW npencTraBngeMblX
PYKOBOACTBOM apxmBa 3KCMEPTHOro 3aKkr4vYeHWs pectaBpaTopa UM pPyKoOBOOMTESS
noapasgesieHnsi, OTBETCTBEHHOrO 3a XpaHeHMEe apXMBHbIX [OOKYMEHTOB, M akrta o
HencnpaBnMbIX NOBPEXOEHUAX JOKYMEHTOB (ripunoxerHune N 1).

Ha ocHOBaHWN NUCbMEHHOrO peLleHUst BblEeCTOAWEro ynosIHOMOYEHHOro opraHa
MCNOSTHNTENBHOW BNacTu B cdepe apxXMBHOro Aefla usgaetcs npukas pykoBOOMUTESNS
apxvBa O CHATUM HEMCNPABMMO NOBPEXOEHHbLIX apXUBHbIX JOKYMEHTOB C yyeTa.

CHATME C y4vyeTa M YHUYTOXEHWE HEUCNPaBMMO MOBPEXAEHHbIX YHUKAIbHbIX
AOKYMEHTOB He J0MnyCKalTCA.

Yyer (bI/I3VI‘-IeCKOFO N TeEXHNYEeCKOro COCTtosAHUA apXUBHbIX JOKYMEHTOB

2.11.8. YyeT (pun3nyeckoro n TeXHNYECKOro COCTOSAHUA apXMBHbIX JOKYMEHTOB Ha
BGymMakHON OCHOBE OCYLLECTBISAETCS B:

nucte-3aseputene (npunoxexHne N 3);

NNCTE U akTe NPOBEPKU HANMMYMUA N COCTOAHUSA apXUBHbBIX JOKYMEHTOB;

KapTo4ke yyYeTa apXMBHbIX JOKYMEHTOB C MOBPEXAEHNAMN HOCUTENS,

KapTo4ke yyeTa apXMBHbIX JOKYMEHTOB C NOBPEXOEHNAMU TEKCTA,

KapToTeke (KHure) yyeta omsan4eckoro COCTOSAHNSA apXMBHbIX JOKYMEHTOB.

YyeT (punamyeckoro m TEXHUYECKOrO COCTOSAHUS ayamoBu3yaribHbIX OOKYMEHTOB
OCYLLEeCTBNAETCA B:

KapTo4ke yyeTa TeXHUYECKOro COCTOAHUA KNHOOOKYMEHTA,

KapToyke yyeTa TEXHUYECKOro COCTOSAHNA POTOOOKYMEHTA;

KapTo4ke yyeTa TEXHUYECKOro COCTOSHNA (POHO4OKYMEHTA;

KapTo4ke yyeTa TEXHUYECKOro COCTOSHUA BUOEOAOKYMEHTA.

[nsa ydyeta gokymeHToB ApxuBHoro ooHaa Poccuinckon ®epepanmm, Haxoasawmnxcs
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B HeyOOBrneTBOPUTENbHOM (OU3NYECKOM COCTOSIHAM, BedeTcs creuunanbHas KHura.
CooTBeTCTBYIOLIME OTMETKM MNPOCTABMSAOTCA Takke B APYrMX [OKYMEHTax ydeTta
hU3MYECKOrO N TEXHUYECKOTO COCTOSIHUS apXMBHbIX JOKYMEHTOB.

YyeT (pM3n4eckoro M TEXHUYECKOTO COCTOSHUSI apXMBHbIX [OKYMEHTOB MOXET
OCYLLECTBNATLCA Ha OymMaHOM HoOcWUTene WnM B aBTOMAaTM3UPOBAHHOM peEXMME B
COOTBETCTBMM C YCTAHOBMNEHHBLIMU PEKBMU3UTAMU KOHTPOSTbHO-YYETHbIX JOKYMEHTOB.

®U3UKO-XMMMYECKasA U TeXHNYeCKas 06paboTka apXUBHbIX AOKYMEHTOB

2.11.9.1. dunsmnko-xMmmndeckass n TexHndeckas obpaboTka apXMBHbIX OOKYMEHTOB
NPOBOOMTCSA C LeSbIO:

YCTPaHEHUA TMPUYNUH  YCKOPEHHOro CTapeHUs W paspylleHus  apXMBHbIX
AOKYMEHTOB;

BOCCTAHOBJIEHNA NX CBONCTB, TEXHUYECKNX XapaKTEPUCTUK, 4OSITOBEYHOCTH;

BOCNpPOM3BEAEHNS AOKYMEHTHOM MHpopMauum Ha 6onee yCTonYnBbIX HOCUTENSX.

OCHOBHbIMM BuaamMun 3TON 06PabOTKM apXMBHLIX OOKYMEHTOB Ha OymaxkHoum
OCHOBE SABNAKTCA:

Ae3nHdeKUnd, Ae3nHCceKuus, gepaTu3aumsa apxXvMBOXpaHUNULL, Kak COBOKYMHOCTb
Mep OuonpodunakTuky, OMo3almTbl U YHUYTOXEHUS Bunonorndecknx BpeauTenen B
apX1BOXPaHUIMLLIAX U HA apXMBHbIX JOKYMEHTAaX;

pectaBpauus (pectaBpauMOHHO-KOHCEPBaLUMOHHAA obpaboTka) Kak KOMMSeKe
paboT N TEXHOMorMyeckux onepauui No BOCCTAHOBIIEHUIO CBOWCTB WU AONITOBEYHOCTMU
OpPUIMHAaNoOB apXUBHbIX JOKYMEHTOB;

BOCMpoOM3BeAeHNE apXMBHbIX JOKYMEHTOB C LIESIbl0 CO3[4aHus CTpaxoBoro oHaa
KOMWUIA YHUKanbHbIX AOKYMEHTOB U OCODO LIEeHHbIX AOKYMEHTOB U (hOHOA MOSb30BaHUS;
doTopecTaBpaumsi apXmMBHbIX LOKYMEHTOB C yracluMM W CriaboKOHTPaCTHbIM TEKCTOM;
3aMeHa OpuUrMHanoB C HeOMTOBEYHbIMU UK pa3pyLIEeHHbIMW HOCUTENAMMU KONUAMW ANS
COXpaHeHNa JOKYMEHTHOW MHdopMaumn n ap.;

nepensieT apxXmBHbIX JOKYMEHTOB;

obecnbinMBaHne apxXmBHbLIX JOKYMEHTOB;

0bpaboTka apXMBHbLIX JOKYMEHTOB B peXumMe aBapUWHO-cnacaTenbHbiX paboT, B
TOM 4ucne ¢ NpUMeHeHneMm cpeacTs U CnocoboB CyLIKW, Ae3NHpEKUMN, Ae3NHCEKLUMN,
3aMopaxnBaHus, pecTaBpaunn, BOCNPOU3BEOAEHUS, Ae3akTuBauum u Jpyrux BUOOB
ueneson obpaboTku.

AyanoBusyasnbHble U 9NEKTPOHHbIE AOKYMEHTbl B 3aBUCUMMOCTU OT (OM3NYECKON
npupoabl HOCUTENS nogBeprarTcs cnegyroLwmm pecTaBpaunoOHHbIM n
KOHCepBaLUNOHHO-NpodunakTuieckum padotam:

apXMBHble JOKYMEHTbI HA MarHUTHOW NEHTe:

OYUCTKE MOBEPXHOCTU OT MbISIM N YaCTUL, rPA3M Ha creumnasibHOM OYUCTUTESTbHOM
obopynoBaHuu;

3aMeHe NepecoXxLnx U NOKOPOBIIEHHbIX CKNeek;

0POPMSIEHNIO PYNIOHOB MarHUTHOMW JIeHTbl 3alUUTHON MArHUTHOM JIEHTOM C OBYX
CTOPOH Mo 2-2,5 m;

nepemMoTKe C Lenblo CHATUS BHYTPEHHUX HANPSXKEHUI B PYNIOHAX MarHUTHbIX NEHT,
BO3HUKLLUMX WM3-3a nNepenagoB TemnepaTtypbl W BAAQXHOCTU MPU  XPaHEHUU W



TPaHCMNOPTUPOBAHUN aPXUBHbBIX AOKYMEHTOB;
apXMBHble JOKYMEHTbI Ha OUCKOBbIX HOCUTESSIX:

obecnbinMBaHUIO;

NPOTUPKE aHTUCTATUKOM;

KMHOPOTOLOKYMEHTbI, MUKPOGOPMbI 1 POHOrPamMMBbl K KUHOUbMaMm:

obecnbinMBaHUIO;

yAaneHuo BOCKOBbIX, XXUPOBbIX U UHbIX 3arpsi3HeHni;

YKPEMNNEHMIO CKIEEK N NPOCEYEK,;

PEeMOHTY nepdopaumu;

nepegernke rpybbix, KOPOBMEHHbIX 3annaT n CKNeex;

PEMOHTY MOBpPEXAEHHbIX NONEN KagpoB.

"pamopurnHansl POHOLOKYMEHTOB NOABEPratoTCs AM1EKTPOXUMNYECKON OYNCTKE.

2.11.9.2. PaboTbl N0 (PU3NKO-XUMUYECKON U TeXHUYeckon obpaboTke apXMBHbIX
AOKYMEHTOB NnoapasfensatTca Ha niaHoBble N BHEMNSTaHOBbLIE.

MnaHoBass o6paboTka apXMBHbLIX [OOKYMEHTOB MNPOBOAUTCA MO pesynbraTam
NPOBEPKN MX COCTOSHWUA B MOpsiaKe ovyepenHOCTU, YCTAaHOBMEHHOM B apXvMBe C y4eTOM
NPUHAANEXHOCTU UX K PasfUYHbIM LLEHHOCTHbIM rpyrnnam, ocobeHHOCTENn (Pu3nyeckoro
COCTOSIHUS apXMBHbIX [OOKYMEHTOB pasfunyHbiX BUOOB W BO3MOXHOCTEN apxuBa.
[MpropuTeT oTAaeTCA YHUKaNbHbIM AOKYMEHTaM U 0CO60 LIEHHBbIM AOKYMEHTaM.

K BHennaHoBbIM OTHOCATCA paboThbl, BbINOMHAEMbIE B aBapuUMHO-CnacaTesibHbIX
CUTyaumax, CBSI3@aHHbIX C JIOKaflbHbIM WM MacCOBbIM MOpPaXXeHWEM apXMBHbIX
AOKYMEHTOB OFHEM, BOLAOW, XMMUYECKUMN UNN PagnMoaKTUBHbIMKU BellecTBaMn. CpoYHble
Mepbl NO BbIAENEHMUIO, U30NSALMU, CaHUTapHOM 0BpaboTKe apXMBHbIX JOKYMEHTOB U MeCT
MX XPaHEeHUs MpPegnpuHUMAaloTCa Takke Mpu  MNOpPaXeHUM apXmMBHbLIX [OOKYMEHTOB
BGuonormyeckMmmn BpeanTensmu.

HomeHknaTtypa, nopsiaokK nposeneHnNs n TEXHOMorns paboT no
PU3NKO-XMMUYECKON N TeXHUYecKon obpaboTke apXMBHbIX OOKYMEHTOB OnpenensatTcs
oTpacreBbiMWU HOPMATUBHLIMU U METOAUYECKMMU JOKYMEHTAMM.

O6wwume Tp96OBaHI/I$| K Bblga4de apXnBHbIX OOKYMEHTOB U3 apXUBoXpaHuiuniia

2.11.10. ApxuvBHble OOKYMEHTbl, wuMewwme GoHL  NOMb30oBaHMA, U3
apxXMBOXpaHUNuLA, Kak NpaBuno, He Bbl4aloTCs.

ApXMBHble [OOKYMEHTbl, He npolwealne Hay4yHOro OnucaHus U TEXHUYECKOro
obopMneHnst, 3 apxmBoxpaHunuiia He BblgalTCcAa AN UCNOMb30BaHMUS U NPOBEAEHUS
paboT No co3gaHuio CTpaxoBoro doHAaa U oHAa NoSib30BaHMUA.

Bblgaya 13 apxuBoxpaHunuiia nogrimnHHUKOB 0cO060 LEHHbIX OJOKYMEHTOB, B TOM
yucre yHuKarnbHbIX OOKYMEHTOB, a Takke A0KYMeHToB ApxmBHoro dpoHaa Poccuinckomn
depepaumn, HaxogdaWMXC B HEYOOBETBOPUTENbLHOM  (PM3NYECKOM  COCTOSAHUM,
OCYLLECTBNAETCA B  WUCKMIOYUTESNbHbLIX Crydasix C  MUCbMEHHOro  paspeLueHus
PYKOBOAUTENS apXuMBa.

ApXvMBHble [OOKYMEHTbl BblOAKTCA W3 apXMBOXPaHWUMLLA TOCYyAAapPCTBEHHOMO
apxuBa, myses, 6ubnuoTtekn, opraHmsayum Poccuinckon akageMmm Hayk ¢ NMMCbMEHHOro
paspeLUeHuns:

3aBeyloLlero apxmpoxpaHunuuem (otgenom obecnevyeHns COXpaHHOCTK) -



nonb3oBaTensM B YuTarbHbIN (MPOCMOTPOBLIN) 3arn apxuBa U paboTHUKaM apxusa And
CnyXebHbIX uenen B paboyme NnomMeLLeHuns;

pyKOBOOUTENS apXMBa UK ero 3aamecTutens - oHgoobpasosatensm, cygebHbim,
NPaBOOXPaHUTESIbHBIM N MHBIM YNOSTHOMOYEHHbLIM OpraHamM BO BpeMeHHOe NosSib3oBaHune
NPY HaNUYUU rapaHTUUHOIO NMUCbMa OT HUX; OpraHu3auuaM - Anst AKCNOHUPOBAHUA NpU
HanMyMM [OoroBopa O [MPOBEAEHUM BbICTaBKM UM COOTBETCTBYHOLLEro rnpukasa
pykoBoauTensi apxuea; paboTHukam nabopaTopum apxuea, cneumanmanpoBaHHbIM
opraHusauusm - Ons nposefeHus paboT no co3fgaHuo CTpaxoBoro oHaa u goHaa
NONb30BaHMS W cheumanbHOn 00paboTKM apXMBHbLIX [OKYMEHTOB MNpU  Hanuium
COOTBETCTBYIOLLEro 0roBopa co creunanm3npoBaHHOM opraHn3aunen.

Bblaava apXuBHbIX JOKYMEHTOB BblLLEYNOMAHYTLIM KaTeropusam norib3osatenemn m3
apXMBOXpaHUNMLLA MyHULMNANbHOro apxusa, Mysed, 6Gubnuoteku ocywecTBnseTca C
NMMCbMEHHOIO  paspelleHnss  3aBeaylLllero  MyHuuunanbHbIM — apXMBOM,  My3eeM,
bubnuoTtekon.

Bblaavy apxvBHbIX JOKYMEHTOB 13 apXMBOXpaHUnuvLa 1 npuem nx obpatHo, B TOM
yucne MnOSINCTHYID NPOBEPKY HanuMyusi U COCTOAHUSA apXMBHbIX [AOKYMEHTOB nepen
BblJa4en uX W3 apxmBoxpaHunuwia wun npu BO3BpaTe, Npou3BOAUT pPaboTHUK
apxmBoxpanunuua. NMonncTHy NPoBEPKY HANUYNSA N COCTOAHNA apXMBHbIX AOKYMEHTOB,
BO3BpallaeMblX MoNb3oBaTendMu B YuUTanNbHOM 3ane, ocywecTBngeT paboTHMK
YnTanbHOro 3ana.

Ob6ga3aTenbHOM MONMUCTHOW NPOBEpKe Hanu4na WM COCTOAHUSA nepen Bblaadven
apXMBHbIX JOKYMEHTOB M3 apXMBOXPaHUMLLA U Npu UX BO3BpaTe noanexar:

YHUKaNbHble JOKYMEHTbI 1 0COBO0 LieHHbIE JOKYMEHTHI;

apXmMBHble [OOKYMEHTbI, UMelwmne B OQOPMNEHUN WU MNPUITOKEHUU K HUM
AparoueHHble KaMHU U MeTansbl;

HecOpOLUIOPOBaHHbIE apXMBHbIE JOKYMEHTI;

aena, paHee He BblgaBaBLUMECS W3 apXMBOXPaHUUWEA W He uMmelowme
NNCTOB-3aBeEpPUTENEN;

aena, cogepxawume astorpadbl, rpadudeckne AOKyMeHTbl, NoYTOBblE U repboBble
3Haku, neyaTtn, OTKPbITKN, KOHBEPTbI C agpecamn, Mapkamu, W Opyrne apxXuBHble
AOKYMEHTbI, NOTEHUNaneHO NpeacTaBnaoLwme nHTepec Ansa KonekLunoHepos.

CoctaB gpyrmx Agen, noanexawux MofMCTHOM MpPOBEPKe, onpeaenserca
PYKOBOACTBOM apXuBa Ha OCHOBE peLleHUs1 IKCNepPTHO-MeTOANYECKON KOMUCCUMN.

OTmeTka O nNpoBeAEHHOM MNOSIMCTHOM NpOBEpKe CTaBUTCA B JfIUCTe-3aBepuTene
(npunoxexune N 3).

Ha mecTo BbljaBaeMbiX U3 apxXMBOXpaHWIMLLA eOUHUL, XpaHEeHUs 1 onucen aen,
AOKYMEHTOB MOAKNaAblBaeTCcs kapTa-3amecTuTerb.

ApXuBHble [OOKYMEHTbl, BblJaBaeMble W3 apXMBOXPaHUNULIA, OOSMKHbI WUMETb
apXuBHbLIN LWINMP, MPOHYMEpPOBaHHbIE JIUCTLI, NUCT-3aBeputens (npuroxeHve N 3) un
NNCT NCNONb30BaHNA LOKYMEHTOB (ripunoxeHue N 4).

[MoaroToBKa apXUBHLIX AOKYMEHTOB K Bbl4aye U3 apXMBOXPaHUNULLA BKITIOYAET:

BblEMKY apXMBHbIX JOKYMEHTOB;

CBEPKY apXVBHOrO Wndpa 1 3aronoBKOB (aHHOTaLMN) C ONUCBIO (KHUTOW ydeTa u
onucaHus) gen, JOKYMEHTOB;

MOJSIUCTHYIO NPOBEPKY apXMBHbIX €N - B YCTAHOBIIEHHbIX Cly4asix.

CBepka apxuBHOro Lwwmnpa apxXuBHbIX OOKYMEHTOB C OMUCLIO (KHUIMOM yyeTa W
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onucaHus) gen u AOKYMEHTOB npegnonaraeT NpoOBEPKY MNpaBUITbHOCTU OopMNneHus
o0NoXkMn M TUTYNbHOMO  NWUCTa  gena, MNepBUYHOr0  CpeacTBa  XpaHEHUs
ayamoBu3yarnbHOro, 9fIEKTPOHHOIO AOKYMEHTa, NPaBuUiibHOCTU COCTaBNEHNA 3arofioBka n
wndpa eavHuubl XpaHeHuda. [lpu Hannuunm OGonbliMX MCNpaBneHnn obnoxka u
TUTYIbHbINA NICT 3aMEHSOTCS C COXPaHEHNEM MPU HEOBXOAMMOCTU CTapon OBNOXKMW.

Mpn noaroToBke K Bblgavye W3  apxXMBOXpaHUNULia OTAENbHbIX apPXMBHbIX
AOKYMEHTOB, M3bATbIX M3 Oen, Ha OOOPOTHOM CTOPOHE KaXOoro NvcTa BHE TekcTa
apXMBHOIO AOKYMEHTa NPOCTaBMISETCA WTaMM C apXMBHbIM LLMEPOM.

CpOKI/I Bblaa4n apXmBHbIX AOKYMEHTOB

2.11.10.1. ApxmBHble OOKYMEHTbI Bbl4AlOTCA U3 apXMBOXpaHUNMLLA Ha CPOK:

00 OOHOro Mecsila - norib3oBaTensM B YuTasibHbIM 3an 1M paboTHMKaM apxusa
(kpome 0CcobO0 LIeHHbIX JOKYMEHTOB, BbldaBaeMblX Ha CPOK He Donee ABYX Hedernb);

[0 Tpex mecsiues - hoHaoobpasoBaTensam;

[0 WecTn MecsaueB - cyaebHbIM, NpaBoOOXpPaHUTESNbHBIM U MHBIM YNOHOMOYEHHbIM
opraHam.

Bblgaya apxvBHbIX [OOKYMEHTOB W3 apXvMBOXpaHWnuwia Ans 3KCNOHUPOBaHUS
OCYLLIECTBIISIETCH Ha CPOK, onpeaesieHHbIN JOroBOPOM O NPOBEAEHNN BbICTaBKMU.

CpokK Bblgayn apxXuBHbIX AOKYMEHTOB AN CO34aHus CTpaxoBoro dpoHaa, dpoHaa
Nnosfib3oBaHUs N ONa cneyunansHon obpaboTkm onpefenseTca nnaHamu paboTbl apxmea n
A0roBopamun Ha nposefeHne COOTBETCTBYHOLNX paboT CO CTOPOHHUMUN OpraHu3aLmsiMun.

[MpoaneHne cCpoKoB BblAadn apXMBHbIX OAOKYMEHTOB [OMYCKaeTCs C paspeLlleHus
PYKOBOACTBa apxuBa.

OdopmrneHue Bblaaum apxmBHbIX AOKYMEHTOB

2.11.10.2. Bolga4a apXxmBHbIX JOKYMEHTOB U3 apXMBOXpaHUNuLLa pernctTpmpyeTcs
B KHMrax Bbldayu apXuBHbIX LOKYMEHTOB, KOMuUi poHAa Nofb30BaHUA U3 XpaHunuLia,
KOTOpble Be4yTCSA pa3fernbHO Mo KaKAOMY apXUMBOXPaHUINLLY U BUOY Bblgayu.

Bblgaya apxvBHbIX [OOKYMEHTOB B uMTamnbHbI 3an odopMIsdeTcs 3akasom
(TpeboBaHMeM) Ha Bblgavy apXMBHbIX AOKYMEHTOB, Konui ooHOa Nonb30BaHUS, ONUCEN
Aen, OOKYMEHTOB M PerucTpupyetca B KHUre BbldayuM apXUBHbIX LOKYMEHTOB, KOMWi
oHOa NOMb30BaHUA M3 XpaHWNUWA B uYnUTanbHbIA 3an, B KOTOPOW pacnucbiBaeTcs
paboTHMK 4uTanbHOro 3ana. WcnosHeHHbln 3aka3 (TpeboBaHue) nonb3oBaTens
HanpaBngeTCa B YuTanbHbIA 3an BMECTe C BblAAaHHbIMU apXMBHbIMW AOKYMEHTaMun U
XpaHUTCA B NMNYHOM [erne nonb3oBaTtens.

Bbolgaya apxvBHbIX [OOKYMEHTOB pabOTHMKY apxuBa ANS MCNONb30BaHWUS B
cnyxebHbIXx uensax odopmnseTca 3akasom (TpeboBaHue) Ha Bblgavyy apXMBHbIX
OOKYMEHTOB, KOonunM dooHOa Mnonb30BaHUs, oOnucen pAerl, OOKYMEHTOB, KOTOPbIN
BU3NPYETCA pyKoBOAUTENEM COOTBETCTBYHOLLEro noapasaeneHnd. 3akas (TpedoBaHnem)
PErMCTPUPYETCA B KHUME Bbl4auyn apXMBHbIX JOKYMEHTOB, KONuin ooHAA MOsfb30BaHUs U3
XpaHunuwa B paboyme MOMeLLEeHNs, B KOTOPOW pabOTHUK, MOSMYYMBLUNA apXMBHbIE
AOKYMEHTbI, pacnuCbiBaeTCA 3a KaXayl eauvHuuy XpaHeHusi. 3akas (TpeboBaHue)
HaXoAMTCA B apXMBOXPaHMUMNLLE A0 UCTEYEHUS CPOKa ero XpaHeHus.
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Bblgava apxuBHbIX OOKYMEHTOB B nabopaTopuio apxmBa 0dOpMNsieTCsl 3aKka3om
Ha NpoBedeHne COOTBETCTBYIOLMX PabOoOT N permcTpupyeTcst B KHUre Bblaadn apXmBHbIX
AOKYMEHTOB, Konum doHAa NoNnb3oBaHUS U3 XpaHunuwa B nabopaTtopuio, B KOTOPOW
pacnucbiBaeTca paboTHMK nabopatopun. 3akas yduTbiBaeTcs B nabopatopum u B
COOTBETCTBYIOLLEM MOApPA3OENIEHNM apXmMBa W CNYXUT KOHTPOSNbHbIM [OOKYMEHTOM 3a
X04OM NPOBeAEeHUs BCeX 3TanoB padoTbl C apXUBHbIMU OOKYMEHTaMM.

Bblgaya apxmBHbIX JOKYMEHTOB BO BPEMEHHOE NONb30BaHne 0QOpMNIAETCs akToM
O Bblgaye apxXMBHbIX OOKYMEHTOB BO BPEMEHHOE MOSfib30BaHME M PerncTtpupyetcs B
KHUre BbldayyM apXMBHbIX OOKYMEHTOB, KONMUM (poHOa NONb30BaHMA M3 XpaHunuuia BO
BPEMEHHOE NoSib30BaHue.

Bbigava choHaa nonb3oBaHUA

2.11.10.3. Bblgaya konunh apxuBHbIX [OOKYMEHTOB W3 (poHOa nonb3oBaHUA
odopmnsieTcsa 3akaszom (TpeboBaHnem) Ha Bblgayvy apXMBHbIX AOKYMEHTOB, KONuin poHaa
NoSfib30BaHWs, onucen Aen, OOKYMEHTOB W perncTpupyetcs B KHure (KHWrax) sblgauu
doHAa nonb30BaHWUS, BeAYLIMXCH UEHTPanuM3oBaHHO WM pasfenbHO Mo Kaxgomy
apXUBOXPAHUITMLLY.

Bbigaya onucen gen, 4OKYMEHTOB

2.11.10.4. Onucu gen, AOKYMEHTOB BblAAlOTCA HA CPOK, HE MPEBbILANLWNA NATH
AHen. Bblgaya onucen gen, AOKYMEHTOB, MMEKOLWWMXCA B OAHOM 3K3eMmnsipe U
XPaHAWMXCS  LEHTpanu3oBaHHO, [OOMyckaeTcs B  UCKMAOYMTENbHbLIX  Criyvasx cC
paspelleHns PyKOBOAUTENS apxuBa WM ero 3amMecTUTens Ha CPOK, Kak MpaBuso, He
NpeBbIlAWNN 0aMH OeHb, U OPOPMNSETCA NO aHanorMm c BblAaden MNOANMHHBIX
ApPXMBHbIX AOKYMEHTOB.

Bblgaya onucen gen, OOKYMEHTOB odpopMnseTca 3akas3om (TpeboBaHuem) Ha
Bbl4ady apXMBHbIX AOKYMEHTOB, KON ooHAA NONb30BaHUS, ONNUCEN AEN, AOKYMEHTOB U
PErMCTPUPYETCA B KHUME Bbl4ayn apXMBHbIX JOKYMEHTOB, KONnin ooHAA NOsfib30BaHUs U3
XpaHunuwia, B KOTOPOW pacnucbiBaeTcs MNOMyYMBLUMIA ONUCb PaboTHUMK apxuBa Wnu
nonib3oBaTesb.

KOHTpO.ﬂb 3a COXPaHHOCTbHO BblAAaHHbIX apXUBHbIX OOKYMEHTOB. BO3BpaI.IJ,9HVIe
dPXUBHbIX AOKYMEHTOB B apXuBoxpaHunuiie

2.11.10.5. BbiBepka KHUI Bblgayu apXMBHbIX OOKYMEHTOB MPOBOOMUTCH HE pexe
OAHOro pasa B KBapTan wunu B nonyroave. Ecnn B pesynbTaTe BbIBEPKU KHUT BblOayn
yCTaHOBMEeH (akT HapylweHUd CpPOKOB BO3BpaLlEHUS apXMBHbIX [OOKYMEHTOB,
BbIACHAIOTCA €ro MpuYnHbl U NPUHMMAKOTCA Mepbl K BO3BpaATy apXMBHbIX OOKYMEHTOB.
Ecnu HeBo3BpalleHWe apXMBHbLIX OOKYMEHTOB B CPOK B apXuBOXpaHWIWLWE Bbl3BaHO
HeobXO4MMOCTbI0 MX AanbHENLWero MUCnosib3oBaHus, Bblgadva nepeodopmnseTtcs. MMpu
3afepkke BO3BpaLLEHUsT apXMBHbIX [OOKYMEHTOB ©6e3 yBaXWUTenbHbIX MPUYMH
NPUHMMAKTCA Mepbl 4S9 X HeMeLNeHHOro Bo3BpaTa B apXMBOXpaHuUnuLe.
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B uenax KOHTponA 3a COXPaHHOCTLIO apXUBHbIX OOKYMEHTOB MnoApasgeneHuve,
OTBETCTBEHHOE 3a XpPaHEHME apXMBHbIX JOKYMEHTOB, NPOBOAMUT NPOBEPKN COXPAHHOCTU
BblJAHHbIX M3 apXMBOXPaHUNULLA apXMBHbIX AOKYMEHTOB. [lpoBepkum npoBoasTcA B
NNaHOBOM MOpPsiAKE UM No Mepe HeobBXo4MMOCTU MO COrfacoBaHUIO C PYKOBOACTBOM
apxuBa.

[Mpwn BO3BpaALWEHNN aPXMBHbBIX JOKYMEHTOB B apXMBOXPaHUIULLE OCYLLECTBNSAETCS
NOSIMCTHaA npoBepka WX (PU3NYECKOro COCTOSIHUA B YCTAHOBSIEHHOM nopsigke (cMm.
n. 2.11.10). B kHure Bblaayn apXxmBHbIX OOKYMEHTOB AenaeTcsa OTMETKa O BO3BpaLLEHUN
apXUBHbIX [OOKYMEHTOB B MPUCYTCTBMM BO3BPaTMBLUMX WX PabOTHUKOB apxuBa WNu
doHaoobpa3oBatensa. Ecnn BbiIBNEHbl MNOBPEXAEHUsI BO3BpallaeMbiX apXMBHbIX
OOKYMEHTOB, COCTaBNSAETCA aKkT B MNPOU3BOSIbHOW (OpMe, KOTOpbIA MOANUCLIBAETCS
pabOTHUKOM apXMBOXpaHUULWIA M NIMLOM, BO3BpallalOWMM apXMBHblE OOKYMEHTbI, W
npeacTaBisieTCa Ha pacCMOTPEHNE PYKOBOACTBA apXxmBa.

ApxuB 0653aH yBeAOMUTb NOSib30BaTesNs O TOM, YTO OH OTBEYaeT 3a COXPaHHOCTb
MOSTYYEHHbIX apXMBHbIX OOKYMEHTOB M cobniogeHne npasun paboTbl C HUMU B
COOTBETCTBUM C 3aKoHoAaTenbcTBOM Poccuinckon degepaumn.

B cny4aax xuweHna unu NOBpPEeXAEHUS apXMBHbIX AOKYMEHTOB, B TOM 4ucrie
BHECEHNSA B WX TEKCT WM3MEHEHUN (ecnm 3TO MOXET ObiTb KBanNnMUUMPOBAHO Kak
NOBPEXAEHNE apXMBHOIMO [OOKYMEHTa), apxuB obpawaetcs C COOTBETCTBYHOLLMM
3asiBrieHMeM B OpraH BHYTPEHHUX e N0 MeCTy pacrofioXXeHNa apxusa, B TpPeXOHEBHbIN
CPOK  MH(bopMupyeT  crneuuanbHO  YNOAHOMOYEHHbIN  befepanbHblin  OpraH
NUCNOSTHNTENBHOW  BNAacTW,  YMOSIHOMOYEHHble OpraHbl  UCMOSIHUTENBbHOW  BNacTu
cybbekToB Poccunckon degepaumn, OCYLLECTBASAIOLWME KOHTPOSb 3a cobnogeHuem
3akoHofaTenbcTBa 06 apxuBHOM fene B Poccuinckon depepauuu, npuHUMaeT gpyrue
Mepbl K BO3MeLLeHuo yuwepba B COOTBETCTBUM C 3aKoHOAATENbCTBOM Poccuickom
depepauymn.

TpaHCI'IOpTVIpOBKa n nepemMmelieHne apxmBHbIX AOKYMEHTOB

2.11.11. Tpn TpaHCNOPTUPOBKE apPXUBHbLIX OOKYMEHTOB Ha nobble paccToAHUSA
cobnogatoTca Mepbl NO OXpaHe M 3awuTe MX OT BO3AEUCTBUA BpedHbIX (hakTopoB
oKpyXawwien cpefbl NyTeMm  NPUMEHEHUs  cneumarnbHbIX  BUOOB  YMAKOBOK,
obecneymBalOLMX 3alUNTY apXMBHbIX OOKYMEHTOB OT OCafKoB, CBeTa, MeXaHWYeCKuX
NoBPEXOEHUN.

TpaHCcnopTUPOBKA apXUBHbIX JOKYMEHTOB MPON3BOAMTCS NPU UX MAOTHOW yKnaake,
MCKIoYaoLWwen BO3MOXHOCTb NepeMelleHNss apXMBHbIX OOKYMEHTOB BHYTPWU YNakoBKW,
yaapoB M PasfiMyHbIX COTPSICEHUI, NMpU 3TOM POTOGOHOOOKYMEHTLI YNakoBbIBAOTCH B
BEPTUKASNIbHOM TMOSIOXEHUN B KOPOOKM KECTKOM KOHCTPYKUUM COOTBETCTBYHOLLENO
pasmepa, obepHyTble BO BRaroHenpoHuuaemyk TkaHb. [pyrve ayauoBusyanbHble W
9NIEKTPOHHbIE [OOKYMEHTbl, rpaduyeckme u KpynHoopmaTHble Aena v OOKYMEHTb
nepemMeLLarnTCca TOSMbKO B YMaKOBKE, B KOTOPOWM OHU XPaHATCHA, WM B chneuuanbHo
npegHasHa4YeHHbIX 4NS UX NepeMeLLeHns cpencTBax.

Ana nepemMelleHnss apxXmMBHbIX [JOKYMEHTOB BHYTPU apxvmBa WUCMONb3YHOTCH
nepenBuXHbIE TENEXKN U ApYyrMe cpeactBa TPaHCMOPTUPOBKN.

BHyTpuropoackme nepeBO3KM apXUBHbIX LOKYMEHTOB MPOU3BOAATCS B 3aKpbITbIX
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aBTOMalLLMHaxX Npu 06s3aTenbHOM CONPOBOXAEHUN paboTHMKA apXuBa.
TpaHCcnopTMPOBKa apXUBHbIX AOKYMEHTOB Ha AanbHUEe PacCTOSIHUS NPOU3BOAUTCS

B yNakoBaHHOM BUWAE B KPbITOM TPAHCMNOPTHOM CPeacTBe B COOTBETCTBUWM C npasBunammu

NepeBO3KM LIEHHbIX rPYy30B, YCTAHOBMEHHbIMM AN COOTBETCTBYHOLLErO BMAa TpaHcnopTa.

BbisBneHue YHUKaJIbHbIX OOKYMEHTOB U 0C000 LEeHHbIX AOKYMEHTOB

2.11.12. BbisiBNeHne YyHUKamnbHbIX AOKYMEHTOB W 0COB60 LEHHbIX AOKYMEHTOB
NPOBOANTCA B NIaHOBOM nopsigke Hambonee KBanuuuMpoBaHHbIMK cneumanmcTaMmm Ha
OCHOBaHMM OTpacneBblX Hay4YHO-METOAMYECKMX pa3paboTok M MeTogMyeckmx nocobun,
NOArOTOBMEHHbIX B apXuMBe.

Onpepenexune B coctaBe ApxmnBHoro poHaa Poccuinckon degepaumm yHUKanbHbIX
AOKYMEHTOB OCYLLEeCTBNsSeTca B COOTBETCTBUM C PernameHtom [OcygapCTBEHHOro
peecTtpa YHUKamnbHbIX OOKYMeHTOB ApxmBHOro doHaa Poccuinckon Pepepaumm wm
BKIoYaeT B cebs:

3arnofiHeHMe Ha KaXabl BbIABMEHHbIM MOTEHUMAanbHO YHUKaNbHbIA LOKYMEHT
nucTa yyeTa U ONUCaHNA YHUKaNbHOMO JOKYMEHTA;

paccMoTpeHue 3KCNepTHO-MEeTOANYECKOM KoMUuccuen (nnu Apyrmm
coBellaTeribHbIM OpraHoM) apxmBa NpeAcTaBieHHbIX MaTepuaros;

npegcraBrieHne nNPeanoXeHWW O BKAOYEHUM BbISIBIIEHHbIX MOTEHUWanbHO
YHUKaNbHbIX [OOKYMEHTOB B [0OCydapCTBEHHbIN peecTp YHUKaNbHbIX [LOKYMEHTOB
ApxmBHoro ¢onHga Poccunckon depepaumm B COOTBETCTBYHOLIMMA  YNOSTHOMOYEHHbLIN
opraH UCMONHUTENBbHOM BNacTn B chepe apxXMBHOro gena.

OnpepeneHne B coctaBe ApxmBHoro coHaa Poccunckon depepaumm ocobo
LEHHbIX [OOKYMEHTOB OCYLLECTBISETCA 3KCNEPTHO-NPOBEPOYHOM Komuccuen (IT1K)
degepanbHOro  rocygapctBeHHoro  apxuea, OJllK  ynomnHOMOYEHHOro  opraHa
MCnonHUTENbHOM Bractn cybbekrta Poccuinckon ®epepaumm B chpepe apxuBHOro gena,
aKcnepTHOM POHOOBO-3aKYNOYHOM KOMUCCUEN FOCYAapPCTBEHHOIO UMM MyHULMMNANTbHOIO
My3esl, 9KCNepTHOW KOMMUCCUEW rOCyAapCTBEHHOW WMAW MyHUUMNANbHOM OGubnmnoTeku,
AlNK ApxuBa Poccuickorn akageMmm Hayk n 3akpennseTcs ydYeTHbIMU [OKyMeHTamu
apxvBa B yCTaHOBNEHHOM nopsake (cMm. n. 3.7.5).

OlNK ynonHOMOYEHHOro opraHa WCMNONHUTENbHOW Bnactu cybbekta Poccuinckon
depgepaumn B cpepe apxuBHOro pJena BhApaBe AenerMposatb MOMHOMOYUA MO
onpegeneHnio B coctaBe ApxmBHoro ¢oHga Poccurickon Pepepaunm ocobo LEHHbIX
AOKYMEHTOB 9KCNepTHO-MeToANYECKON (MEeTOANYECKOM) KOMWUCCUM rocygapCTBEHHOIO
apxuBa cybbekta Poccunckon degepaumn.

Co3paHue cTpaxoBoro choHaa

2.11.13. COBOKYMNHOCTb CTPaxOBblX KOMUM YHUKaNbHbIX W 0COB0 LEHHbIX
AokymeHToB ApxmBHOro doHga Poccuinckon Pepepaumm (ganee - ctpaxoBon (PoHA)
co3JaeTca B Uensx COXpaHeHWs OOKYMEHTHOW WHJOopMauMM Ha cnyyvan ytpaTbl Unu
NOBPEXOEHNS  OpuUrMHanoB 3TUX  AokymeHToB. CTpaxoBonm (poHO  aBnseTcs
HEMNPUKOCHOBEHHBbIM W  XPaHUTCS TeppuTopmnaribHO 0BOCODONEHHO OT OpuUrMHanos
YHUKANbHbIX ~ JOKYMEHTOB UM  0COO0 LUEHHbIX [JOKYMEHTOB B  CneuuanbHbIX
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apxuBoxpaHunuiwax (cm. n. 2.11.13.3).

OuepeOHOCTb CTPaxoBOro KOMMPOBAHUA ornpefendeTrcs ¢ y4eToM (puanyeckoro
COCTOSAHUS YHWUKanbHbIX OOKYMEHTOB M 0OCO60 LIEHHbIX OOKYMEHTOB M MHTEHCUBHOCTU
obpaweHns K HuM. [NepBooyepesHOMY KONUPOBAHWUIO Cpean HUX noanexart Havbonee
MHTEHCMBHO MCMOfMb3yeMble, C MNOBPEXAEHUSMU MaTepuanbHOro Hocutena wu
AOKYMEHTHOM MHpopMauun.

MoaroToBka yHUKaNbHbIX JOKYMEHTOB M 0COB0 LIEHHbBIX JOKYMEHTOB K CTPaxoBOMY
KOMMPOBAHUIO OCYLLECTBNSAETCS B COOTBETCTBMM C MNOPSOAKOM BblAauyn apXMBHbIX
AOKYMEHTOB M3 apxmBoxpaHunuuy, (cm. n. 2.11.10).

CTpaxoBoe konMpoBaHMe NpoBOAUTCS C cobniogeHnem cuctemaTtm3aumm eanHul
XpaHeHnsa B onucu gen, JOKYMEHTOB, KOTopasa KonvpyeTcs nepeq eanHuuamMmu XpaHeHus.
CTpaxoBoMy KOMMPOBaHUIO Moafiexart BCce BXoAsdlue B eOVHULY XPaHEHUA apXUBHble
OOKYMEHTHI.

[Mpn cTpaxoBOM KONUPOBaHWW [Aeria, Kak npaBwurio, pacliuBke He noanexar.
PacwmBka gen npousBoauUTCS B MUCKMIOYUTENbHbBIX Criydasix Mo COrfacoBaHMo C
PYKOBOZACTBOM apxuBa Mnpu nosIHOM HEBO3MOXHOCTM KOMMpOBaTb NepenseTeHHoe Aerno.
Mo okoH4YyaHun paboTbl Aenio nepennetaeTcsa nabopatopuen UM opraHusauuen -
N3roToBUTENEM CTPAX0OBbIX KON 3aHOBO.

CtpaxoBoe konupoBaHWe YHUKarnbHbIX JOKYMEHTOB U 0COBO LIeHHbIX JOKYMEHTOB
OCYLLECTBMISIETCA B COOTBETCTBMM C TEXHONOMMYECKMMU pernameHTamm u Apyrumu
AEeNCTBYHOLLMMU HOPMATUBHO-TEXHUYECKUMU JOKYMEHTAMM.

CTpaxoBon KOMMenW apxMBHOrO [AOKYMEeHTa Ha OymaxHOW OCHOBE ABNsieTcH
HeraTuBHasi MuKpodpopma (MUKpOUNbM UM MUKpodpmwa) 1-ro  nokoneHus,
N3roToBNeHHas Ha dooTorpadgunyeckomn ranoreHmgocepebpsiHon nreHke
COOTBETCTBYIOLLLErO TUMa METOAO0M ONTUYECKOro (poTorpacdompoBaHns LOKYMEHTOB.

CtpaxoBon Konuem KUHOOOKYMEHTa SABNAETCA nepBasd COBMELLEHHasi Konus
opurnHana, U3roToBfieHHas Ha MNfeHKe COOTBETCTBYHOLLErO TUMa METOOOM KOHTaKTHOM
neyartu.

CtpaxoBon konuven (poTOOOKYMEHTa SBMSETCA nepBas Konus opurMHana,
N3roToBrEeHHaa Ha (POTONIEHKE COOTBETCTBYIOLWEro Tuna MeToaoM penpoayumpoBaHus
WIIN KOHTAKTHOW nevaTu.

CtpaxoBon konven HOHOAOKYMEHTa SBNSETCS nepBas KonNusa opurnHana,
N3roToBSfIEHHAs COBPEMEHHOW CUCTEMOM 3anunucu.

CTtpaxoBon konuven BUOEOOOKYMEHTA $SBMSETCA MepBas Konus opurMHana,
N3roToBrneHHaa B dopmaTte opurMHana cnocobom BMOEO3BYKO3anMCWM Ha MarHUTHOW
neHTe.

Co3aaHue, KOMMNIEKT U cocTaB (poHAa NONb30BaHUA

2.11.13.1. COBOKYNHOCTb KOMWA apXMBHbIX [OOKYMEHTOB, BbINOSIHEHHbIX Ha
pasnnyHbIX MaTepuasribHbIX HOCUTENAX W npefHasHaYeHHbIX A8 MCNOoMb30BaHUA C
uenbto obecrneyeHnss COXPaHHOCTU OPUIrMHANoOB apXMBHbIX OOKYMEHTOB (Oanee - (oHg
NMonb30BaHWsA) CO34aeTcs, Kak npaBuno, OAHOBPEMEHHO C CO3[aHMEM CTPaxoBOro
doHAa, a Takke ueneBbiM MOPSAKOM Ha Haubornee wucCnonb3yemble apXMBHbIE
AOKYMEHThLI, B npouecce apyrux paboT (paccekpeumBaHME apXMBHbIX [OOKYMEHTOB,



opraHu3aLmsi X UCNosib3oBaHNS).

®doHO nONb30BaHWUS, W3rOTOBIIEHHLIM OAHOBPEMEHHO CO CTpPaxoBblM (OOHOOM,
co3gaeTtcs B 06a3aTeNbHOM KOMMMEKTE, BKIHOYaOLLEM:

ONS apXMBHbIX OOKYMEHTOB Ha OyMaXHOW OCHOBE - OOHY MWKPOOopMy 2-ro
MOKOMEHMs Ha ranoreHngocepebpsiHonm nneHke (HeraTMBHasi wWAM  MNO3UTUBHAs),
N3roTOBIIEHHYO C HEraTUBHOW MUKPOMOPMbI 1-ro NOKONEeHUs, N ogHy MUKpodopmy 3-ro
NMOKONEHUS, N3FOTOBIIEHHYO C MUKPOOPMbI 2-r0 NMOKOSEHUS;

ANns poTOOO0KYMEHTOB - OAMH MO3UTUBHBLIN (POTOOTNEYATOK U OANH Oybnb-HeraTums,;

AN KUHOAOKYMEHTOB - OAHY TMO3UTUBHYK) COBMELLEHHYIO KOMWIO, OAWH
MPOMEXYTOYHbIN MO3UTMB N306paKeHNst N OAMH KOHTpaTUN oOHOrpaMmbl (45151 3BYKOBbIX
KMHOOOKYMeHTOB). [1o3nTMBHass KONUS U NPOMEXYTOYHbIA MO3UTUB  U306paKeHus
OOJDKHbI BXOAUTb B KOMMAEKT KUHOAOKYMEHTa, MPUHMMAaeMOro Ha NOCTOSAHHOE XpaHeHue.
[onyckaeTca OonNoOMHUTENbHOE MU3roToBieHWe (PoHOa MONb30BaHUA KMHOLOKYMEHTOB B
BMae smgeodoHorpamm B popmatax Betacam n VHS;

Ans pOHOOOKYMEHTOB - OA4HY KOMUIO HA MarHUTHOW NEeHTE;

A5 BUAEOOOKYMEHTOB - OAHY Konuto B popmaTte VHS.

BkntoyeHne B (poHO NONb30BAHUSA KOMUA apXMBHbBIX JOKYMEHTOB, B TOM YUCIe Ha
9NEKTPOHHbIX HOCUTENSsIX, CO34aHHbIX B npouecce Apyrux paboT, ocyuecTBndercs
apXMBOM CaMOCTOSATESbHO.

B doHA nonb3oBaHMs BKOYAKOTCA KOMUW MOSHOCTLHD CKOMUPOBAHHbLIX eauHUL,
XpaHeHunsa. Konnn oTAenbHbIX apXMBHbIX AOKYMEHTOB MOryT ObiTb BKIOYEHbl B OOHL,
NONb30BaHWs B COCTaBe TeMaTUYEeCKNX NOABOPOK apXUBHbLIX JOKYMEHTOB.

NMpoBepka HaNM4UA U COCTOAHUSA, TEXHUYECKNN KOHTPOSIb cTpaxoBoro ooHaa u
¢oHaa nonb3oBaHUA

2.11.13.2. Bce cTpaxoBble KOMUW OOSMKHbI COOTBETCTBOBATb OPUrMHany Kak no
coepXXaHuto, Tak 1 N0 pagy BHELUHUX MPU3HAKOB.

N3rotoBuTENb CTPaAxXoBbIX KOMUI obecneymBaeT COOTBETCTBUE BCEX BblMyCKaeMblX
konun  TpeboBaHUAM  OEUCTBYHOLMX  HOPMATMBHO-TEXHUYECKUX  OOKYMEHTOB MO
CTPaxoBOMY KOMUPOBAHWIO.

Bce cTpaxoBble KOnMMW MpOXoasaT TEXHUYECKUA KOHTpOnb B nabopaTtopun unu
opraHusauuu-usrotosutene, ceBegeHna o6 wnx kKadectBe (PUKCUPYIOTCA B akTax
TEXHUYECKOro COCTOSIHUA Konun cTpaxosBoro doHaa (no ¢opmam B COOTBETCTBUM C
oTpacreBbiMWU HOPMATUBHbLIMWU LOKYMEHTaMM).

[Mpn npueme cTpaxoBbiX KOMUW MPOBEpPSAETCH MONHOTa BbIMOSIHEHUS 3akasa Ha
KONMMpoBaHWE, KONMMYECTBO KOMWW, KOMMJIEKTHOCTb, MPaBUMbHOCTL W MNOSHOTA
3anosiHEHUSI aKTOB TEXHNUYECKOrO COCTOSIHUS, BU3YyaribHO-TEXHNYECKOE COCTOSIHUE KOMUMNA.

B npouecce xpaHeHUs cTpaxoBble KONy nogrexar:

NpoBepKe HanMyns U COCTOSHUS B LIESIIX YCTaHOBIIEHUSA (DaKTUYECKOro Hanmyus
CTPaxOoBbIX KOMUA, UX COOTBETCTBUS AAHHbIM YYETHBIX JOKYMEHTOB;

TEXHUYECKOMY  KOHTPOM  COCTOSHMSI W CBOEBPEMEHHOMY  MPOBEOEHMUIO
HeOBXOANMbIX KOHCEPBALMOHHO-MPOGUMAKTUYECKUX MEPONPUATUN.

TexHUYeCKNUN KOHTPOSb CTPaxoBoro oHaa OCcyLeCcTBNAeTCA OAUH pas B Tpu roga,
Npwv 9TOM KOHTPOSO noanexuT 20% cTpaxoBbixX KONUK NPOM3BOACTBA KaXKAoro roga.



Pe3ynbTaTbl TEXHUYECKOIO KOHTPOMSA OUKCUPYIOTCS B AOKYMEHTAX O TEXHUYECKOM
COCTOSIHMM CTPaxOBbIX KOMWW, rAe AarTCHA 3aKM4YeHUs O HeobBXOoOMMOCTU M CpoKax
npoBeaeHnsa NponnakTUYeCcKnx N pecTtaBpaUMOHHbIX paboT, 1 YyCTaHaBNMMBAOTCA CPOKM
crnenylouero TeEXHNYEeCKOro KOHTPOns.

[MpoBepka HanMuusa U COCTOSHMA POHAA MONb30BaHUSA OCYLLECTBMSIETCA C LEenbto
KOHTPOMNS 3a COXPaHHOCTbK KOMUM W opraHuM3auum paboTbl MO CBOEBPEMEHHOMY
BOCCTaHOBSIEHWNIO (pOoHAA NONb30BaHUA.

Ob6bem M NepmoaMyHOCTb pPaboTbl MO MNPOBEPKE HaNMuus M cocToaHus doHaa
NonNb30BaHWs onpegenseTcs ¢ ydeTtom ero obuwiero obbema, coctaBa, MHTEHCUBHOCTU
Bbl4aun KOMUN 1 YaCcTOTbl X BOCMPOM3BEOEHMS, a TaKKe YCNOBUN XPaHEHUS.

Mepenaya ctpaxoBoro ooHAa Ha cneunanbHoe XpaHeHue
(n. 2.11.13.3 He pacnpocTpaHsieTCA Ha rocyaapCTBeHHbIe U MyHULUNanbHbIe My3eun
M 6ubnumoTtekun, opraHnsaunm Poccumckom akageMmm Hayk)

2.11.13.3. LUeHTpanusoBaHHOe XpaHeHMe CcTpaxoBoro doHaa ocyllecTBnsaeT
doeeparnbHbIi rOCygapCTBEHHbIN apxuB - LleHTp xpaHeHna ctpaxosBoro ¢oHaa (LUXCO).

XpaHeHue cTpaxoBoro doHga rocygapCTBEHHOro apxmBa cybbekta Poccuimckon
degepaumm M1 MyHMUMNANBHONO  apxmBa MOXET OCYLWEeCTBMATb  cneuuanbHoe
apXnBOXpPaHUIIMLLIE, pacnoONOXeHHoe Ha TeppuTopumn cybbekTa Poccuinckon degepaumu.

PaspelweHne Ha nepepady cTtpaxoBoro doHga B LXCO paer cneumanbHo
YNOSTHOMOYEHHbIN doefeparibHbli OpraH UCMOSTHUTENBbHOW BNacTu B cpepe apXuBHOIO
Jgena no pesynbtataMm  pacCMOTPeHuMs  OOKMagHoM  3anuckn  dpegeparibHoro
rocygapCTBEHHOrO apxuBa WAM YNOMTHOMOYEHHOrO OpraHa WCMNOSIHUTENbLHOW BMacTU
cybbekta Poccurickon degepaunmn B chepe apxXmMBHOroO Aeria 0 roTOBHOCTM K OTNpaBke
CTpaxoBbIX KOMUMN.

PaspelueHne Ha nepegadvy CTpaxoBoro poHaa B crieumnaribHoe apxmBoxpaHunuile,
pacrnonoXxeHHoe Ha Tepputopumn cybbekta Poccuickon degepaunmn, rocyaapcTtBEHHOMY
apxuBy cybbekta Poccuickon depepaumm M MyHUUMNANbHOMY apxuBy AOaeT
YNOSTHOMOYEHHbIN OpraH UCMNOMHUTENbHOM BracTn cybbekta Poccunckon denepaunmn B
chepe apxXMBHOro Aernia Ha OCHOBaHUM [OOKMagHOM 3arnuckM apxvBa O FOTOBHOCTU K
OTrnpaBKe CTPaxoBbIX KOMUMN.

[Mpnem-nepegada crTpaxoBOro ooHAaA OCYLLECTBMSETCA Ha OCHOBaHUM MNpukasa
COOTBETCTBYIOLLEro YMNOSIHOMOYEHHOIO oOpraHa WCMNoSHUTENbHOMW Briactu B cdoepe
apXMBHOrO Aiefla akTOM YCTaHOBMEHHOW (POPMbI, K KOTOPOMY NpuriaratoTcs:

onucy 0cobo LEeHHbIX Aen, AOKYMEHTOB WM KOMUW onucen aen, OOKYMEHTOB, C
KOTOPbIX M3rOTOBMEH CTpPaxoBOW (POHA, WK rnepeyvyeHb HOMEpPOB 0OCOBO LEHHbIX Aen,
AOKYMEHTOB (HOMEPHMUK);

onucKu nepegasaemMoro CTpaxoBoro ooHaa;

aKTbl TEXHNYECKOro COCTOSAHUA KOMUN CTPaxoBOro poHaa;

CONpoBOAMTENbHbIE JOKYMEHTBI HA TPAHCMNOPTHYIO Tapy.

CTpaxoBble KOMMM B MNOPSIAKE PacCMnosiOKeHUst UX B ONUCKU CTpaxoBoro doHaa
nomMeLLarTCs B COOTBETCTBYIOLLYIO Tapy Afs TPaHCMOPTUPOBKN, NMMEIOLLYIO MOPAOKOBYHO
HymMepauuo B Npegenax oTnpaBnseMon napTuu, U HanpaBnaTCA B ONIOMOUPOBaHHbIX
KOHTEeNHepax. B conpoBogMTENLHOM LOKYMEHTE Ha TPAHCMNOPTHYIO Tapy yKasbiBaeTcs ee
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KONIMYECTBO M YUCNO CTPaxOBbIX KOMUA B HEW, CTaBATCHA MOAMUCU OOSMKHOCTHLIX L,
OTBETCTBEHHbLIX 3a rnepeaadvy.

AKTbl Nnpuema-nepegadn ¢ npUIOKEHNAMN NOMeELAaTCA B OTAENbHYIO YNaKOBKY C
nomeTkon "ConpoBoguTenbHblE JOKYMEHTHI".

Onnarta pacxogoB No oTnpaBke CTPaxoBOro poHAa Npon3BoAUTCS OTNpaBUTENEM.

CrtpaxoBaHue gokymeHToB ApxuBHoro choHaa Poccunckon ®epepauum

2.11.14. CtpaxoBaHne gokymeHTOB ApxuBHoro dgoHaa Poccuiickon depepaumm
HanpaBfeHo Ha obecnevyeHne UX COXPaHHOCTK, Bo3MeLLeHMe yuiepba B criyvyae Kpaxw,
yTpaTbl, NOBPEXAEHUA N NHOTO BO3MOXHOIO yuiepba.

CtpaxoBaHuio noanexar:

OOKyMeHTbl ApxmBHoro doHga Poccuiickon ®depepaumn, a Takke noanexaiime
BO3BpALLEHNIO MX KOMUW, BbIBO3MMbIE 3a pybex ANl 9KCMOHMPOBaAHUSA Ha BbiCTaBKaXx,
pectaBpauuu Unu ¢ gpyrumu Lensamu,

YHUKasbHblE OOKYMEHTbI, NpeaocTaBnsemMble ANns 3KCMNOHUPOBaHUS Ha BbiCTaBKax
BHYTPU CTpaHbI.

B uckniountenbHblix criydasx nog obs3aTenbCTBO B JOrOBOPE O BO3MELLEHUM
opraHusaTopaMmu BbICTaBku yuwepba B crydae yTpaTbl WX MNOPYUN  YHUKaNbHbIE
AOKYMEHTbl MOryT 9KCMOHUpOBaTbCHA 6e3 CTpaxoBaHUA Ha opraHuM3yemMblx B Poccumnckom
denepaummn BolCTaBKax.

CtpaxoBas oueHka AOokymeHToB ApxmBHoro coHga Poccuiickon ®epepaumm
NpoOBOAMTCS B apXnBe KOMUCCUOHHO.

KaTeropmsa ueHHoCTU gokymeHToB ApxuBHoro ¢oHga Poccuinckon depepauum um
pasMep UMX CTpPaxoBOW OLEHKM YCTaHaBNUBAKTCA Ha OCHOBE cheuunanbHbIX
MeToanYecknx paspaboTok.

Pesynbtatbl cTpaxoBoW OUEHKM O0KyMeHTOoB ApxuBHOro doHaa Poccunckon
degepaumn 0PopMNAKTCA akTOM CTPaAxXxOBOW OLEHKUM apXUBHbIX AOKYMEHTOB, KOTOPbIN
npencTaBnseTcs B COOTBETCTBYIOLLNN YNONTHOMOYEHHbLIA OpraH UCMNOSTHUTENbHOW BNacTu
B cdhepe apxMBHOro gena.

OdopmneHue BpeMeHHOro BbiBO3a AO0KyMeHTOB ApxuBHoro hoHaa Poccumckon
depepaumnm 3a pydoex

2.11.15. [Ona paccMoTpeHuss Bonpoca O BO3MOXHOCTU BpPEMEHHOro BbIBO3a
AokymeHTOoB ApxmBHOoro doHga Poccunckon dPepepaummn apxuB npencraBnser B
crneunanbHO YyNonHOMOYEHHbIN (hefeparibHbI OpraH UCNONHUTENBHON BriacTu B cdepe
apxuBHoOro gena:

KOMMI0 AOroBopa O NpOBEAEHNN BbICTaBKW, peCcTaBpauUMOHHbIX Unn apyrux pabor;

nepevyeHo  OJOKYMEHTOB  ApXmBHOro  ¢poHaa Poccunckon  depepaunu
yCTaHOBEHHOW (OOpMbl, NpeaHa3HavYeHHbIX K BPEMEHHOMY BbIBO3Y;

KON CTPaxoBOro rnonuca, rapaHTum npMHUMatoLwen CTOpOoHbl U roCyAapCTBEHHbIX
OpraHoB CTpaHbl Ha3HayeHUss B OTHOLUEHMM COXPaHHOCTM U BO3BpaTa BpPEMEHHO
BbIBO3UMbIX KYIbTYPHbIX LLEHHOCTEN;

NMMCbMEHHOE NOATBEPXKAEHNE YAOBMETBOPUTESNTBHOIO (OU3NYECKOTO COCTOSIHUSA
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AokymeHToB  ApxmBHoro ¢oHaa Poccunckon depepaunmn, nosBoSisOWEro  ux
TpaHCNoOpPTUPOBaTb N JEMOHCTPUPOBATL, @ TAKXKe HaNM4nUs NX CTPaxoBbIX KOMUWK;

paspelleHne YMNoTHOMOYEHHOrO oOpraHa MWCMOMHUTENbHON BRacTn cybbekTa
Poccunickon depepaummn B cdepe apxmBHOro gena (TOMNbKO ANs rocygapCTBEHHbIX
apxuBoB cybbekToB Poccuinckon ®egepaumm);

paspelleHMe opraHa MeCTHOro camoynpasfeHus (TONbKO AN MyHMUMnanbHOro
apxvsa);

apyrue HeobxoauMble AOKYMEHTbl B COOTBETCTBUM C YCTAHOBEHHbBIM NOPSAKOM.

B cooTBeTCTBMM C YyCTAHOBMEHHbLIM MOPSAKOM rOCyJapCTBEHHOW 3KCMepTusbl U
KOHTPOSIS 3a BbIBO3OM M BBO3OM KYJIbTYPHbIX LLEHHOCTEN AN NONy4YeHUsa ceuaeTenbCcTBa
Ha nNpaBO BbIBO3a KYyJIbTYPHbIX LUEHHOCTen C Tepputopum Poccunckon Depepaunu
yKasaHHble [JOKYMEHTbl BMeCTe C 3akniodeHneM chneumanbHO  YNoSIHOMOYEHHOIo
doegepanbHOro opraHa UCMNONHUTENBHOW BNacTn B cdepe apxXMBHOro Aefia U Apyrumu
HeoOXoOMMbIMW  OOKYMEHTaMW nNpeacTaBndaAlTCcsd B crneunanbHO  YNOSIHOMOYEHHbIN
deneparnbHbI OpraH UCNOSTHUTENBHOM BacTn B cpepe rocygapCTBEHHOrO KOHTPOnA 3a
BbIBO3OM Wu3 Poccunckon degepauum m BBO3OM Ha ee TEPPUTOPUID  KYNbTYPHbIX
LEeHHOCTEWN.

Ona npoaneHns B 0COBbLIX Crydasx Cpoka BPEMEHHOro BbiBO3a [AOKYMEHTOB
ApxmBHoro doHaga Poccunckon ®Pepepauum apxue npeactaBnseT B cneumnanbHO
YNOSIHOMOYEHHbLIN  doeflepanbHblA  OpraH  WUCMOMHUTENbHOW  BnactTmu B cdepe
rocygapCTBEHHOro KOHTPONS 3a BbiBO30OM M3 Poccuiickon depepaumm n BBO3OM Ha ee
TEPPUTOPUIO KYNbTYPHbIX LLEHHOCTEN:

KOMMio A0oroBopa O MPOAJSIEHUN CpOKa BbICTaBKW, pecTaBpauMOHHbIX UNU OpYyrux
paborT;

KOMWM CTPaxoBOro nonuca, rapaHTumn NpUHMMaoLLLen CTOPOHbI U FOCYAapCTBEHHbIX
OpraHoB CTpaHbl Ha3Ha4YeHUs B OTHOLUEHWM COXPaHHOCTM W BO3BpaTa BPEMEHHO
BbIBO3UMbIX KYIbTYPHbIX LLEHHOCTEN;

3aKkrno4veHune cneynaneHO YNOSTHOMOYEHHOIO denepanbHOro opraHa
NCNOSTHNTENBHOW BNacTn B cpepe apxXnBHOro Aena;

apyrme Heobxognmble AOKYMEHTbI B COOTBETCTBUM C YCTAHOBIEHHbLIM MOPAOKOM.

O6ecnevyeHne COXPaAHHOCTU apPXMBHbIX JOKYMEHTOB NpU Ype3BbiYalHbIX
cUTyauusx

2.11.16. K 4pesBbl4aHbIM CUTyaUNAM OTHOCATCH OBCTOATENbCTBA, NPU KOTOPbIX
HEBO3MOXHO BbINOSIHEHWE apXMBOM B MOMHOM OBbeMe BO3MNOXEHHbIX Ha Hero 3ajadv B
COOTBETCTBMM C TpeboBaHuAMM HacTosAwmx NpaBun 1 Opyrux HOpMaTMBHbBIX NPaBOBbIX
aKTOB, CO3[aeTcsa yrposa >XWU3HW W 300pOBbLI0  JIOOEN, COXPaAHHOCTU  apPXUBHbIX
AOKYMEHTOB apxuBa.

K 4pesBbl4anHbIM CUTYaUUAM OTHOCATCS:

obbsiBNeHne cteneHen roTOBHOCTU rpaXKaaHcKkon 060pOoHbI;

BBEJEHME B AENCTBME NNAHOB rpaXKgaHckon 060pPOHbI;

obbsiBNeHMe B rocygapcTtBe (pernoHe, ropoae) pexumma 4pesBblYarHOro
NOSIOXKEeHUS;

noxap, TEXHOreHHble KaTacTpodbl M CTUXUHHble ©eacTBMA, NOBMMSBLUME HA



XU3HeOeATeNnbHOCTb apXmBa;

MCYE3HOBEHWE WKW ropyYa apXMBHbIX [OOKYMEHTOB, XULEHWe Wunu rnopya
MMyLlecTBa B pesyribTaTe MPOHUKHOBEHWA B apXuB MOCTOPOHHUX foAen Unu Opyrux
NPOTUBOMNPaBHbIX 4ENCTBUMN;

aBapum CUCTEM XusHeobecnevyeHnss apxuea, a Takke 3gaHus apxvBa,;

CHATWE OXpaHbl apXmBa;

apyrue obCcToaTenbCTBa, BblHYXAaloLWmne pyKOBOACTBO apxmBa MPUHATb peLleHune
00 M3MeHeHUn pexxmuma paboTbl apxuBa UM NPUOCTAHOBMEHUN ero OeATeNbHOCTMU.

C yyeTOM BO3MOXHbIX Ype3BblHalrHbIX CUTyauun apxvmeB paspabaTbiBaeT U npwu
Heob6X0ANMMOCTN MepuoanYecKn nepecMmaTpmBaeT MnaHbl KOHKPETHbIX MEPONPUATAN W
Apyrve HopMaTuBHbIE JOKYMEHTbI O paboTe B Ype3BblHaNHbIX CUTyaLUSX.

[MnaHbl 1 gpyrme LOKYMEHTbl Mo MOOGWUIIM3auUMOHHOM MOArOTOBKE, rpaXK4aHCKOW
obopoHe apxuBa paspabaTbiBalOTCA B YCTAHOBIIEHHOM NOpsAKe.

[MnaHbl  MeponpuAaTMA apxmMBa Ha Criydan 4pesBbl4avHbIX CUTyauun, He
OTHOCALWMECA K MOOBUNM3aUMOHHOW MOArOTOBKE WM rpaXxdaHCKon oBopoHe, AOSMKHbI
cornacoBbIiBaTbCA C OpraHM3auMoHHbIMU N pacnopsaanTeSibHbIMU AOKYMEHTaMN apxusa,
pa3paboTaHHbIMK MO SIMHUN MOBUTM3ALNMOHHOM NOATOTOBKM U FpaXKaaHCKoM 0H60pPOHbI.

C cogepxaHuMeM nraHOB MepPONpUATUA U OPYrMX HOPMATUBHbBIX OOKYMEHTOB,
onpegenawwmnx paboty apxmBa nNpu 4YpesBblHaWHbIX CUTyauusax, AOSMKHblI OblTb
O3HaKoOMJIeHbl pabOTHWKM apxuBa B 4acTu, WX Kacawuwencs, ¢ obsasaTenbHbIM
BbIMOfIHEHMEM TpeboBaHU, YCTAHOBSIEHHbIX B OTHOLIEHUW [OCTyna K CBeAEeHUAM,
COCTaBIAOLWNM rocyJapCTBEHHYIO TalHy.

BoinoniHeHne B apxvBe  MeponpuATUA,  NPedyCMOTPEHHbIX  NnaHamu
MOBUIM3aLMOHHOM MNOLFOTOBKM U rpakgaHckon OBOpOHbI, OCYLIEeCTBAAETCS COrfnacHo
9TUM NflaHaM B YCTAHOBIIEHHOM Mopske.

lll. OpraHusauusn yyeta nokymeHtoB ApxuBHoro cpoHaa Poccumnckon degepaumm n
APYrux apXxmBHbIX JOKYMEHTOB B apXxuBe

3.1. OnpepgeneHve konuyecTBa W cocTaBa [JOKYMEHTOB ApPXMBHOrMo oHaa
Poccunckon depepaumm n apyrmx apxXuBHbIX AOKYMEHTOB B apXvBe B YCTaHOBIEHHbIX
eanHMLax ydyeta U OTPaXKeHWe 3TOro KommyectBa M cocTaBa B YYETHbIX OOKYMEHTax
obecneynBaeT OpraHM3aUMOHHY0 YNOPSAOYEHHOCTL MU BO3MOXHOCTb aApeCcHOro noucka
apPXUBHbIX AOKYMEHTOB, KOHTPOSS 3a UX HANMYMEM U COCTOSAHUEM.

ApXMB OCYLLECTBNAET rocyaapCTBEHHbIA YY4eT apXMBHbIX LOKyMeHToB. CocTaB U
NnopsiAoK BeAeHUS JOKYMEHTOB roCcyJapCTBEHHOIO yyeTa apXUBHbIX JOKYMEHTOB, B TOM
yucne opmbl nacnopta apxueBa M nacnopta UCTOYHUKA KOMIMIEKTOBaHWUS apxuBa, U
nopsiaoK UX NpeacTaBrieHns ycTaHaBnMBalTCs PernameHToM rocyaapCTBEHHOro yyeta
DOoKyMeHTOoB ApxmBHoro poHaa Poccuinckon enepaumn.

YyeTy nognexar:

XpaHsilMeca B apxmBe apXMBHble OOKYMEHTbl, B TOM 4MCIie HEOMNMUCaHHbIE U
HenpogubHbIE ONS AAaHHOro apxXmBa, a TakkKe CTPaxoBble KOMUN apXMBHbIX AOKYMEHTOB
n Konum poHaa NoSib30BaHUS, ONUCK eN N JOKYMEHTOB;

AOKyMeHTbl ApxuBHoro dpoHaga Poccuiickon denepaumn, a TaKke AOKYMEHTbI MO
NMYHOMY COCTaBY, XpPaHSLLUMECS B UICTOYHMKAX KOMIMIEKTOBAHNSA apXmnBa.
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YyeT npousBoaUTCA MNyTEM MNPUCBOEHUS apXMBHbIM LOKYMEHTaM (eavHuuam
XpaHeHus/eguHMuaM y4veta) Y4YeTHbIX HOMEPOB, SBMISIOWNXCA COCTAaBHOW YacTblo
apXMBHbIX LN POB.

ApxmBHbIA WP (0603HAYEHME, HAHOCUMOE Ha KaXKayr eOuHULY XPaHeHus C
uenbto obecnevyeHus ee yyeta N naeHTUduUKaLmm) COCTOUT U3 Creayowmnx dNeMeEHTOB:
COKpaLLlEeHHOro HasBaHus apxuBa (ero odwuumanbHon abbpeBnaTypbl) U HOMEPOB:
apxuBHoOro ooHga, onucu gen, JOKYMEHTOB, e4NHULBbI XpaHEHNS, eANHULbI YYeTa.

B coctaB apxuBHOro wndgpa egMHuubl XpaHeHns aygmoBuayaribHbIX LOKYMEHTOB
BKMOYalOTCA Takke o0003HayeHusi (bykBeHHble U LMEPOBLIE) dfieMEHTa KOMMIEKTa,
pasMepa HeratmBa, BMOa HOCUTENS 3BYKOBOW MWHOPMaUUKW;, eOuHULbl XpaHeHUs
9JIEKTPOHHbIX JOKYMEHTOB - doopmMarta 3anmcu n Buaa HoCUTeNs NHopMaLunu.

3.1.1. JokymeHTbl ApxuBHoro doHaa Poccumrckon depepaumn, ogHOBPEMEHHO
Bxoadawme B coctaB MysenHoro doHga Poccuiickon degepaumn, yyuTbiBalOTCA B
COOTBETCTBMM C MOPSAKOM, YCTAHOBMEHHbIM HacTtoswmmu [lpaBunamm n nNopsiaKomMm,
YCTAHOBJIIEHHbIM cneuymarnbHO YNOSIHOMOYEHHbIM denepanbHbIM opraHom
ncnonHuTenosHom Bnactn gna MysenHoro ooHga Poccuinckon ®epepaumm.

HdokymeHTbl  ApxuBHOro doHga Poccuinckon ®depepaumn, OQHOBPEMEHHO
BXoAdawmne B cocTaB OuBAMOTEYHbIX (POHOOB, Y4YUTbIBAOTCA B COOTBETCTBUM C
HacToawmMMmM Npasunamm n NoOpagKkoM, yCTaHOBMEHHBIM CrieunanbHO YNOSTHOMOYEHHbLIM
denepanbHbiM  OpraHoM  MCMOMHUTENbHOW Bnactu Ans  6ubnmoTedHbix (oHOoB
Poccuinckon degepaunn.

3.2. Y4yeT apXuBHbIX JOKYMEHTOB B rocyJapCTBEHHOM apxuBe, rocygapCTBEHHOM U
MyHUUMNanNsHOM My3ee, 6ubnuoteke, opraHuM3auun Poccunckon akagemMmmm Hayk
OCYyLLEeCTBMSETCA creunanbHbiM nogpasgeneHneM Mnu BoafaraeTcd Ha cneumasibHO
BblAeNEeHHOro paboTHUKa.

B apxuBoxpaHunuuie rocygapCTBEHHOro apxuBa, opraHusauum Poccunckon
akageMuMn HayKk HasHayaeTcsa pabOTHUK, OTBETCTBEHHbIN 3a Y4EeT apXMBHbIX AOKYMEHTOB
apxuBoXpaHunumLa.

YyeT apXuBHbIX AOKYMEHTOB, XPaHALLMXCA B UICTOYHMKAX KOMMNEKTOBAHUS apXmnBa,
OCYyLLEeCTBSETCA crneumnanbHbiM nofpasfeneHneM apxmpa WM BO3naraetcs  Ha
cneunanbHO  BblgenieHHOro  paboTHMKA,  OTBETCTBEHHONO 3@  OpraHuM3auuio
KOMMNEKTOBAHUS apXmBa apXMBHbIMU JOKYMEHTaMM.

YyeT apXMBHbIX JOKYMEHTOB B MYHULMNANBHOM apXmBe U apXMBHbIX JOKYMEHTOB,
XPaHAWMXCA B €ro MCTOMHMKAX KOMMMEKTOBaHUS, OCYLWEeCTBAAKT 3aBefyroLlummn
MYHULMMNANbHBIM apXUBOM U/Unn crneumnanbHO BblAeNeHHbI paboTHUK.

3anncu B y4eTHble OOKYMEHTbl BHOCATCS TONbKO paboTHMKaMW, OTBETCTBEHHbLIMU
3a yJer.

3.2.1. B apxuBe paspabaTbiBalOTCA MNOPSLOK M CXEMa YyyeTa apXUBHbIX
AOKYMEHTOB.

[Mopsgok yyeTta apXmMBHbIX LJOKYMEHTOB onpeaenseT CoCTaB yYeTHbIX JOKYMEHTOB
N y4yeTHbIX 6a3 AaHHbIX, BEAYLLNXCA LEeHTPann3oBaHHO N B KaXXOOM apXUBOXPaHUIULLE;
3akpenngeT nocneaoBaTesibHOCTb BbIMOMHEHUS paboT no yyeTy. Cxema ydeTa apXuBHbIX
OOKYMEHTOB B rpacomnyeckon dpopme oMkcupyeTt nopsaaok yvera.

Mopsgok M cxema ydveTa apxmMBHbIX [AOKYMEHTOB B apxuBe YTBEPXKOalTCs
npuKasoM pykoBoamuTens (3aBegytowero) apxmasa(om).

3.2.2. Y4yeTHble JOKYMEHTbI, KpOME Oonucen aen, AOKYMEHTOB, NpeaHa3HayeHbl ong



cny>xebHOro nonb3oBaHUA M MOMb30BaTeNsM He BblgalTcd. B oTaenbHbIX crnydasax no
peLLeHnto pyKOBOACTBa apxmBa MOXET ObITb BblAaHO Aeno oHAaa.

3.2.3. XpaHeHue y4yeTHbIX [JOKYMEHTOB OCYLIEeCTBNSAETCA B YCTaHOBJIEHHOM
nopsigke (cm. n. 2.11.4.1.3.).

EavHuybl yyeTa apXUBHbIX AOKYMEeHTOB

3.3. OCHOBHbIMM euHMLaMKN y4eTa apXMBHbIX JOKYMEHTOB HEe3aBMCMMO OT BuAa
HocuTens, cnocoba n TEXHUKU 3akpenneHnsa nHopmMmaumm SBNSIOTCS apXMBHbLIN POHA, U
eanHULa XpaHeHn4.

AyanoBuayarnbHble U 3NIEKTPOHHbIE AOKYMEHTHI YYUTLIBAOTCA TaKkKe Mo eguHuuam
ydyeta.

ApXMBHblE OOKYMEHTbI NIMYHOIO NPOUCXOXAEHUA, NpoLleLllme TOSTbKO NePBUYHYIO
006paboTKy, yunTbIBaAKOTCA NO JOKYMEHTaM Uin fnctam.

HeynopsgoveHHble apxmBHble AOKYMEHTbl (POCChbINb) YYMTbIBAKOTCHA M3 pacyeTta
150 nucToB B OQHOM YCTOBHOM €OVHULE XPaHEHUS.

3.3.1. B uenax HacToawwmx MNpaBun ncnonb3yrTca cregyowme NOHATUA:

eguHMua XpaHeHusi - usndeckn 060COOMNEHHbIE apXUBHBLIM OOKYMEHT WK
apXuBHbIE OOKYMEHTHI;

edVHNUa XpaHeHUA apXMBHbIX AOKYMEHTOB Ha OymaxHOW ocHoBe - f[eno -
oTaenbHbIN(e) apxmBHbIN(e) OOKYMEHT(bl), 3aknoveHHbI(e) B 060CODNeHHY0 0BroXKy,
nanky;

eavHNua XpaHeHUA KUMHOLOKYMEHTOB - m3nyecknm oO0COONEeHHbIM pPyroH
KWHOMSIEHKM WAW MarHUTHOM NEeHTbl C 3anncbio U300pasuTenbHOW W/unn 3BYKOBOW
nHdopMaLmu;

eanHnLa XpaHeHus poToaoKyMEHTOB - hmnanveckn o60cobneHHbIN kKagp (HeraTme,
Aybnb-HeraTue, NO3nTKB, cnang (AMano3nTuB), HECKOSBKO KaapoB NaHOPaMHOW CHEMKN,
doTOOTNEYaATOK, PYNoH Anadunbma, poToansoom;

eguHMua XpaHeHust (POHOOOKYMEHTOB - usnyeckn o060COBNEeHHble PYOH
KMHOMSIEHKWU, MarHUTHOM wunuM ByMaxHOW feHTbl, KacceTa, BOCKOBOW BamnuK, OUCK C
3anncblo 3BYKOBOW MHpopmMaLuuu;

eJuHMLa XpaHeHWs BUAOEOOOKYMEHTOB - usndeckn 060cobneHHble pPYroH
MarHUTHOM INeHTbl, KacceTa, AUCK C 3anncbid K300pasuTenibHOW U 3BYKOBOW
MHdopMaLmu;

eoVHNLA XPaHEHUA ONEeKTPOHHbIX [OOKYMEHTOB - uandeckn 060C0o6neHHbIN
HOCUTENb C 3anuCbid YaCTU 3JMEKTPOHHOro [JOKYMEeHTa, OAHOro WM HECKOSbKUX
9NEKTPOHHbIX JOKYMEHTOB;

eanHNLa y4eTa KWNHOAOKYMEHTOB - YacTb €ANHULbI XPaHEHWS, O4Ha WU HECKOSTbKO
eNHUL, XpaHEHNA C 3anucbio onpeaeneHHoro ounbMa, XXypHarna, creusblnycka, cloxeTa
nT.n;

eavHnua yyeta (POTOLOKYMEHTOB - OAHA WM HECKOSMbKO €AUHWUL, XpaHeHUsa C
3anucblo onpeaeneHHoro gaunnbma;

eavHUua yyeta (POHOLOKYMEHTOB - YacTb eOuVHWUUblI XpaHeHWUs, odHa Wunn
HECKOSMbKO efVHUL, XpaHeHWsa C 3anucbio 3BYKOBOW MHopMauun o6 onpeneneHHom
cobbITK, npomsBeaeHn nuTepaTypbl U UCKycCTBa (HECKONMbKUX MNpoun3sBeneHnin



nuTepaTypbl U UCKycCcTBa, O6beAMHEHHbIX N0 aBTOPCKOMY, TeMaTU4YeCKOMY Unu Apyrum
npusHakam) u 1.n.;

ejuHMUa Yy4vyeTa BWOEOAOKYMEHTOB - 4acTb eOuHUUbl XpaHeHwus, OfdHa Wunu
HECKOMbKO eOWHUL, XPaHeHUs C 3anucbio OnpefeneHHoro croxeTa, MNpou3BedeHns
nuTepaTypbl U UCKYCCTBa (HECKONbKMX MpPOU3BEOEHUA nuTepaTtypbl W WCKYCCTBa,
06beANHEHHBIX MO aBTOPCKOMY, TEMATUYECKOMY UNKW APYrMM Mpu3Hakam) 1 T.n.;

eJuHMLa ydeTa 3rEeKTPOHHbIX JOKYMEHTOB - YaCTb €AUHULbI XpPaHeHUs, o4Ha Unu
HECKOMbKO €AMHUL, XPaHEeHUSA C 3anncbio YacTn ANEKTPOHHOro AOKYMEeHTa, OL4HOro Wnu
HECKOJTbKUX SMNEKTPOHHbIX JOKYMEHTOB.

Cucrema Y4eTHbIX AOKYMEHTOB apxXxuBa

3.4. B apxuBe BeayTCsa OCHOBHble (0bsi3aTenbHble) U BCOMOratesnbHble yYeTHble
AOKYyMeHTbl. CocTaB M (pOpMbl OCHOBHbIX YYeTHbIX [AOKYMEHTOB (Kpome nacrnopTta
apxuBoxpaHunuiia) onpegeneHol Hactoswumu [Mpasunamu. CoctaB ©n  opmbl
BCNoOMoOraTesibHbIX YY4E€THbIX JOKYMEHTOB OnpenensatnTca apXmMBOM CaMOCTOATENBHO.

3.4.1. B coctaB OCHOBHbIX (0BA3aTesIbHbIX) YY4ETHBIX JOKYMEHTOB apXuBa BXOAAT:

KHUra yveta MOCTYNfeHun OOKYMEHTOB (npunoxenue N 5) - ons yyeTta Kaxgoro
NOCTYNSIEHNS apXMBHbIX JOKYMEHTOB B apXuB, a TaKKe KONM4yecTBa M COCTaBa apXMBHbIX
AOKYMEHTOB, MOCTYMMBLUMX Ha XpaHeHue 3a onpedesieHHblId XPOHOMOrM4Yeckun nepuos
BPEMEHMU; COCTOSIHUS X ONUCaHUS;

cnmcok ¢oHaoB (npunoxeHve N 6) - ona pernctpauumn NPUHATLIX Ha XpaHeHue
apXuBHbIX POHAOB, MPUCBOEHUST UM HOMEPOB, y4YeTa Konm4yecTBa apXvMBHbIX (POHOOB,
HaxoOsLWNXCS Ha XpaHEHNN U BblObIBLUKX;

nuct doHaa - Anga ydeTa B pamMKax apxmBHOro doHga KonmyecrtBa M cocTaBa
onucen pgen, OOKYMEHTOB M WX HyMepauuu, KOMMYecTBa W COCTaBa apXWMBHbIX
AOKYMEHTOB, COCTOSIHUS UX OMUCAHWUSA, OMHAMUKU WU3MEHEHU MO KaxJow onucu gen,
AOKYMEHTOB M apxuMBHOMY oOHOY B UernoMm, duKcauum W3MEHEHWW B Ha3BaHUU
apxmBHOro ooHaa;

NUCT  y4yeTa ayauoBu3yanbHbIX OOKYMEHTOB - [And  ydvyeTa Konu4yecTBa
ayamoBuM3yarnbHbIX JOKYMEHTOB onpefeneHHoro smaa npy nx HepoHgoBOM opraHmM3auuu;
yyeTa n Hymepauumn onmcen ayamoBmayarnbHbIX JOKYMEHTOB, AMHAMUKN UX UBMEHEHWUI;

onucb aen, OOKYMEHTOB (npunoxenns N 7-8) - ons noeguHUYHOro U CyMMapHOro
yyeTa apXxvMBHbIX [OOKYMEHTOB, 3akpensieHns nopsgka ux cuctemaTusaumm, yyeta
N3MEHEHUIN B cOCTaBe N 06beMe apXMBHbIX JOKYMEHTOB, BKMHOYEHHbIX B JAHHYIO OMUCb;

peecTp onucen aen, OOKYMEHTOB - AN perncrpaumm onucen aesi, JOKYMEHTOB,
yyeTa Ux Konu4ecTea U COCTaBa;

WHBEHTapHas kHUra yyeTa gen, MMewwmx B 0PopMIeHUN NN B NPUMOXKEHUN K
HUM AparoueHHble MeTansbl U KaMHU - NS NOeANHUYHOIoO U CyMMapHOro ydeTa coctaBa
N COCTOSIHUA Takux Aert;

nacrnopt apxmpoxpaHunuuia (nNpomsBofibHOM (POpMbl) - ANS CyMMapHOro y4yeta
apXUBHbIX (POHO0B M apXMBHbIX JOKYMEHTOB AAHHOIO apXMBOXPaHUNULLA;

JINCT y4yeTa 1 ONUCaHUS YHMUKAIbHOIo JOKYMEHTA;

crnMcok oHAOB, coaepXaLunx 0CobO LieHHbIE AOKYMEHTHI;

onuck 0cob0 LEHHbIX Aerl, JOKYMEHTOB UM nepeyeHb HOMEPOB OCOBO0 LEHHbIX


http://ivo.garant.ru/document?id=12056418&sub=28000
http://ivo.garant.ru/document?id=12056418&sub=29000
http://ivo.garant.ru/document?id=12056418&sub=44000
http://ivo.garant.ru/document?id=12056418&sub=13000
http://ivo.garant.ru/document?id=12056418&sub=31000
http://ivo.garant.ru/document?id=12056418&sub=46000
http://ivo.garant.ru/document?id=12056418&sub=39000
http://ivo.garant.ru/document?id=12056418&sub=43000

aen (HOMepHUK);

peecTp onucen ocobo LiEeHHbIX Aen, AOKYMEHTOB;

KHUra ydeTta NocTynmeHun cTtpaxoBoro poHaa n ooHga nofb30BaHUS;

OMNnCb CTPaxoBOro poHaa;

aeno oHaa - KOMMMEeKC OOKYMEHTOB MO MCTOPUM WMCTOYHWMKA KOMMSEKTOBaHMS
(dboHpoobpasoBaTens) U apxmBHoro oHaa, BeAYLMNCA Ha KaXabl apXuBHbIAN (boHA,
00beaVHEHHbIN  apxXmBHbii  (POHA W  aApPXMBHYK  KOMMNEKUUo; npu  HedOoHLOBOM
opraHusauuM ayamoBu3yasibHbIX U SMNEKTPOHHbIX AOKYMEHTOB - Oeri0 opraHusauum -
cAaTymnKa JOKYMEHTOB;

nucT-3aBepuTeNb Aena - Anga ydeTa KonvyecTBa JIMCTOB B Aene (npuiioxeHue
N 3);

BHYTPEHHASA ONUCb OOKYMEHTOB Aenia - Ans Aen, B COCTaB KOTOPbIX BXOAAT
YHUKaNbHbIE JOKYMEHTHI.

3.4.2. B cocTtaB BcrniomoratesbHbIX Y4eTHbIX OKYMEHTOB apXmBa BXOAAT:

KapTO4YKM M KHUTU OBWXKeHUs POHAOB, onvcen Aen, AOKYMEHTOB, KHUIMM y4veTa
AOKYMEHTOB, MepefaHHbiX B ApYyrne apxvBbl, KHUMM y4yeTa (POHAOB W [OKYMEHTOB,
BblAENEHHbIX K YHUYTOXEHMUIO, KHUMM NOBUAOBOIO y4yeTa JOKYMEHTOB 1 Ap.

ApxuB BrpaBe BeCTU Opyrne BCNoOMoraTesibHble yYeTHble AOKYMEHTbI, KOTOpble
BKIMOYAKOTCHA B CXEMY y4yeTa LJOKYMEHTOB.

BcrnomoratenbHble yyYeTHble OOKYMEHTbl MOryT BEeCTUCb Ha OymaxHoM u/mnu
9NIEKTPOHHOM HOCUTEne.

O6wue TPGGOBaHMﬂ K Y4eTHbIM JOKYMEeHTaM apXuBa

3.5. YyeT apxuBHbIX OJOKYMeHTOB nepuoga o 1917 roga senetcsa pasgesibHO OT
yyeTa apxuBHbIX [OOKYMEHTOB nepuoga nocrne 1917 roga C CaMOCTOATESbLHOWM
nopsakoBonM Hymepaumen OHOOB. VcknodeHue COoCTaBnaAlT cheumanm3npoBaHHbIe
apXxuBbl, XpaHsALME apXnBHble JOKYMEHTbI FIMYHOIO NPOUCXOXOEHNA U ayANOBU3YarbHYIO
OOKYMEHTaLMIO.

Homepa apxuBHbIx hoHaoB nepuoga nocrne 1917 roga B apxuBe OOMKHblI UMETb
nHgekc "P", oToensembin OT uuppoBoro obo3HayYeHMs HomMepa apxmBHoro doHaa
yepton (P-1, P-2nT.4.).

Homepa apxmBHbIX (OOHO0B NMKBUONPOBAHHOIO NapTUMHOIO apxmBa, BKINHOYEHHbIX
B COCTaB apxuBHbIX (OHAOB [rOCydapCTBEHHOro apxmpa cybbekta Poccumnckon
depepaumn, OOMKHbI MMeTb MHAekc "T", oTaensembln OT UMPPOBOro 0OO3HaAYEHUN
HoMepa apxuBHoro gooHaa vepton (M-1, M-2mn 1.4.).

[MepeHyMmepaunsa apxmBHbIX POHAOB NPOU3BOLAUTCHA B UCKNKOYUTESBHBIX CyYasax U
TONIbKO C pas3pelleHnss COOTBETCTBYHOLLEro YNOfIHOMOYEHHOIrO opraHa MCMOMHUTESTbHON
BnacTu B cdpepe apxXMBHOro gena.

3.5.1. N3meHeHMss B yyeTHble [OOKYMEHTbl BHOCATCHA TONIbKO Ha OCHOBaHUU
COOTBETCTBYIOLNX akToB (CM. n.n. 3.7.1, 3.7.2, 3.7.3), yTBEPXOEHHbIX B YCTAHOBMEHHOM
nopsgke.

[Mocne BHeCEHUSI UBMEHEHUN B YYE€THble AOKYMEHTbl akTbl MOMELLATCS B Oeno
doHaa, npu HedpOHOOBOW OpraHn3aunn apXmMBHLIX JOKYMEHTOB - B JeN0 opraHusaumu -
cOaTyMKa JOKYMEHTOB.


http://ivo.garant.ru/document?id=12056418&sub=45000
http://ivo.garant.ru/document?id=12056418&sub=11000

AKTbl HymepylTCa B fene (oHaa no Buaam akToB B BasiloBOM nopsigke; npu
Hed)OHAOBOW OpraHu3aumMm apxMBHbIX AOKYMEHTOB - B [efie opraHmsauuu - cpatyvka
AOKYMEHTOB.

3.52. B kKHUry y4yeTa nMOCTYMNNEeHUH OOKyMeHToB (npurioxkeHne N 5)
nocrnegoBaTenibHO BHOCATCA BCE MNEepBUYHbIE U MOBTOPHbLIE MOCTYMNNEHUS apXUBHbIX
AOKyMeHTOB. Kaxxgoe nocTynneHue B rnpegenax OT4ETHOro roga nosiydaeT nopsiakoBbIv
HOMep B BanoBOM NocreoBaTenbHOCTMU.

ExerogHo Ha 1 daHBapss NogBOAUTCHA WTOr KONMMYecTBa MNOCTYMMBLUMX 3a oA
ApPXMBHbIX AOKYMEHTOB.

3.5.3. B cnucok ¢oHgoB (npunoxeHne N 6) apxuBHbIM (POHLO 3anucbiBaeTCsA
TONbKO OAWH pa3 rnpu NepBOM MNOCTYNfNeHUun B apxuB. He ponyckaeTcss BHeCeHue
apxmBHOro oHAa B CNUCOK (POHOOB paHee MOCTYNSIEHUS ero apXUBHbIX JOKYMEHTOB Ha
XpaHeHue.

Homep, NpPUCBOEHHLIN apXMBHOMY (QOHOY MO CAUCKY (OOHAOOB, SBMAAETCS €ero
YyYE€THbIM HOMEPOM, COXPaHSAETCs 3a HAM BO BCEX YYETHbIX JOKYMEHTAX.

B cneunanusnpoBaHHOM apxvBe [OOKYMEHTOB MO JIMYHOMY COCTaBy K HOMepy
apxuBHOro oHaa, NPUCBOEHHOMY KOMMIIEKCY [OOKYMEHTOB MO JIMYHOMY COCTaBy
doHaoobpa3oBaTens, Yepes Apobb gobaBnseTcs HOMep apXmMBHOro oHaa, 3a KOTOPbIM
yyTeHa JOKYMeHTaLMsi N0 OCHOBHOMW AeATeNnbHOCTN hoHao0OpasoBaTens.

Ana yyeta apxuBHbIX OHAOB  WUCMOMNbL3YKTCA HOMepa B  BanoBOW
nocnegoBaTefibHOCTM, a Takke "cBoboaHble HoMepa" - HOMepa apxXMBHbIX (OOHOOB,
apxvBHble [OOKYMEHTbl KOTOpbIX paHee O6binn  BblgeneHbl K  YHUYTOXEHUO B
YCTaHOBJIEHHOM MOpSAAKe UMW BKIOYEHbl B COCTaB 06beANHEHHbIX apXUBHbIX (ODOHO0B U
KOTOpble paHee He UCMNOSb30Banuch.

Homepa yTpadeHHbIX, nepefaHHbIX B ApyrMe apxvmBbl apXMBHbIX (POHOO0B, a Takxke
HOMepa apXuBHbIX (POHOOB, BOLEAWNX B COCTaB 0ObEOUHEHHOro apxXuBHOroO oHAaA,
apXuBHblE OOKYMEHTbl KOTOPbIX paHee MCMnosib30BasinCb, He MOryT ObiTb MPUCBOEHDI
BHOBb MOCTYMMBLUUM apXmBHbIM hoHaaM.

O6beanHeHHble apxuBHble (OOHAbl W apXMBHbIE KOMMEKUUN YYUTbIBAKOTCS Ha
obwmnx ocHoBaHuaX. O6bLegNMHEHHOMY apXMBHOMY (POHAOY, 06pa3oBaHHOMY M3 apXUBHbIX
¢OHA0B, paHee y4TEeHHbIX CAMOCTOATESNbHO, NpMCBanBaeTCa HOMEP OL4HOMO U3 apXUBHbIX
OHO0B, BKMIOYEHHbIX B €0 COCTaB.

HasBaHve apxuBHOro oHAa BHOCUTCA B COUCOK (POHOOB HA OCHOBaHWUU
NCTOPUYECKOWN CNPaBKM UNN TUTYNBHOMO NINCTa ONUCKU Aes1, AOKYMEHTOB.

HassaHue apxmBHOro poHga cOCTOUT U3 MoOSsIHOro U (B ckobkax) oduumansbHo
MPUHATOrO  COKpaLLeHHOro HasBaHusa poHaoobpasoBaTenss C  yKasaHMEM  ero
NOOYMHEHHOCTU, MECTOHAXOXOEHUs, KparvHUX [aT cyuwecTBoBaHus. Ecnu HasBaHue
doHaoobpa3oBaTenis MEHANOCb, TO B CNMCKe (POHOOB YKasblBaeTCs €ro nocriegHee
Ha3BaHWe B pamkax nepuona, 3a KOTOpbIW MPUHATbI apXMUBHbIE JOKYMEHTbI.

Ha3BaHne o6begMHEHHOro apxmBHOro ooHaa COCTOMT M3 0606LLEHHOrO Ha3BaHMUS
BKIMIOYEHHbLIX B HEro apxuBHbIX (POHOOB, M3 Ha3BaHWUS PYKOBOASALLEW opraHusauum wu
00606LWEeHHOro HasBaHUS MOAYMHEHHbLIX €W opraHusauuin, Wu3 nepeyvyHss HasBaHUN
CMEeHABWNX Apyr apyra opraHudaumin. KoHkpeTHble Has3BaHWA BCeX OpraHusauun,
apXMBHble OOKYMEHTbI KOTOPbIX BOLINM B OObEAMHEHHbIN apXUBHbIA POHA, a TaKkKe WX
nepeMMeHoBaHUs yKasblBaloTCs B nUcTe poHaa.

HasBaHne apxvBHOro poHga JINYHOrO MPOUCXOXKAEHUA COCTOUT U3 hamMunum u



MHUUKWanoB nNuua, ero nceBgoHMMa, TUTyna, paHra, 3BaHus; HasBaHue apxmMBHOro ooHaa
cemMbn unu poga - U3 amMunnun U UHULMANOB rfNaBHbIX YIIEHOB CEMbW UNU poda N UX
TUTYNOB, paHros, 3BaHWn. damunuu, MMeHa, OT4YecTBa, TUTYNbl, pPaHrK, 3BaHUS,
POOCTBEHHbIE OTHOLLEHNS BCEX YNIEHOB CEMbM UMW poa YKa3blBalOTCS B NIUCTe (poHAa.

B HasBaHMM apxXMBHOW KOMMEKUMM yKasbliBaeTCA MNpu3HaKk (Npu3Hakun) ee
opMMpoBaHMs, a MNpu HeobxoaMMOCTM - U ee cocTaBuTenb (NpexHun Bragenew,
cobupaTenb Konnekumn).

ExerogHo Ha 1 aHBaps K cnucky OOHOOB COCTaBMdeTCA MTOroBas 3arnucb O
KONMM4eCcTBE apXMBHbIX (POHOO0B, MOCTYNUBLLMX M BbIObIBLUMX B TeYeHMe roda, n obem
KOonuyecTBe apXmBHbIX POHAOB, HAXOASALWMXCS HA XPaHEHUN B apXMBe.

Cnncok oHOOB 3akn4vaeTca B TBepayw OOMOXKY, NUCTbl HyMepylTcs,
COCTaBnNsAeTCs NIMCT-3aBepuTerb.

[MepenevaTtka cnucka OHOOB OCYLLECTBMSETCA TOMbKO C  paspelleHus
COOTBETCTBYIOLLEro YMNOSIHOMOYEHHOIrO OpraHa WCMNOSIHUTENBLHOW BnactTm B cdepe
apxvmBHOro gena. B atom cnydae B cnucok ¢ooHOOB 00si3aTenbHO BHOCATCS HOMepa,
Ha3BaHUS N OCHOBaHMUS BblObITUS BCEX apXUBHbIX POHAOB, HOMEpPa KOTOPbIX 3aHMMaTb
3anpeLyaeTcs.

3.5.4. Jluct doHOoa cocTaBnseTcs Ha Kaxabll apxuBHbin doHg. B Hem
YUMTbIBAOTCA BCE apXMBHble OOKYMEHTbl apXMBHOMO poHAa, BKMOYAsh HEONMUCaHHbIE U
CEeKpeTHbIe.

Jlnct ooHaa moxeT BbITb NepecocTaBrieH TOSbKO B CrlyYae, eCri OH HEUCNPaBUMO
NoBpeXAeH WM nepectaeT oTpaxaTb (aKTU4eCKoe COCTOAHWE U OB6beM apXMBHOIO
doHaa, nocne nepepaboTkn apxmBHoro doHga wnu co3gaHust obbeaUHEHHOro
apxuBHoro  doHAaa, YTOYHeHus  uctopum  doHgoobpasoBaTens. B cnyvae
nepecocTaBfieHnss nucta oHha paHee OeWCTBOBaBLUMW NUCT (poHA4a nomellaeTcd B
aeno cdoHpa. B BepxHem npaBoM yriy obomx nNuctoB ooHAa genarTtca oTMeTku: "Jlnct
nepecocTtaBneH" C ykasaHneM AaTbl NepecoCTaBfeHus, OOMKHOCTU U nognucu nuua,
OTBETCTBEHHOrO 3a y4erT.

JInctel ooHOOB XpaHATCA B nopsigke HOMepOB apxuBHbIX (oHZoB B nanke. K
KaXXQOW narke COCTaBnsieTCa JnUCT-3aBepuTenb, rAe YKasblBalTCs HadalibHble W
KOHEeYHble HOMepa apXMBHbIX POHAOB M 0bLlee KONMMYEeCTBO apXUBHbIX POHAOB, NUCTLI
KOTOPbIX HAXOAATCA B narke.

K nuctam c¢oHOOB BeadyTcs ykasaTenu Ans onepaTUBHOIO MOUCKA B apxuBe
apXUBHbIX AOKYMEHTOB TOM UMW MHOW OpraHM3auuu.

3.5.5. Jluctel ydeta ayguoBu3yaribHbiX [JOKYMEHTOB COCTaBMSKOTCA MNpwu
HedOHZOBOW oOpraHmM3auumM apxvMBHbIX [OOKYMEHTOB pasfeflbHO Ha pasfuyHble Buabl
KMHOPOTOGOHO- U BUAEOAOKYMEHTOB. [lopsiaok Hymepaumm n XpaHeHusa fIMCTOB ydeTa
ayauoBu3yarnbHbIX OOKYMEHTOB aHanormdeH nopsagky Hymepauum U XpaHeHust NIUCTOB
¢oHOB.

3.5.6. B onucu aen, A OKYMEHTOB (npunoxeHust N 7-8) eanHULbI
XpaHeHus/eanHULUbl y4yeTa Y4uTbiBalOTCS B COOTBETCTBMM C UX cCUCTeMaTmusaumen 3a
nopsaKOBLIMU YY4ETHBIMU HOMEPaMN.

Homepa gen C  TEKCTOBOM  COMPOBOAMTENbHOW  OOKYMeHTaumenm K
ayguoBu3yanbHbIM  JOKYMEHTaM  [OSMDKHbl  COOTBETCTBOBAaTb Y4YETHbIM  HOMEpam
ayamoBuM3yanbHbIX JOKYMEHTOB.

Onucam gen, JOKYMEHTOB NPUCBanBalOTCA yY4eTHble HoOMepa no nNucty goHaa; npu
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HeddOHOO0BOW OpraHM3aumnm apXmMBHbLIX JOKYMEHTOB - MO JIUCTY y4yeTa ayanoBu3yasbHbIX
AOKYMEHTOB ornpeeneHHoro smaa.

He ponyckaeTcss npucBOEHWE OnNucaM fen, OOKYMEHTOB OOMHAKOBbIX YYEeTHbIX
HOMEepOB, 3a UCKINKYEHMEM crydaeB, NpeayCMOTPEHHbIX . 3.7.7.

B KoHue onucu gen, OOKYMEHTOB BO BCeX ee 3K3eMnnspax nenaeTca utorosas
3an1Mcb, B KOTOPOW YKasblBAeTCA KONMYECTBO HaXOOAWMXCH Ha XpaHeHUn enuHuy,
XpaHeHusi/eauHuL yyeTa, nepBbii 1 NocnegHUn HoMepa eanHUL, XpaHeHus/eauHuL, yyeTa
no onucu, OroBapuBalTCA MWMeEIOLMecs MponyckM HOMEpPOB, IUTEPHble HOoMepa,
BblObIBLUME €OUHULbI U1 OCHOBaHME UX BblObITUS.

B uToroBom 3anucu K onucu gen apxuBHOro doHAa JIMYHOIO MPOUCXOXKOEHUS,
BKMOYaOLWen eguHuubl  XpaHeHus/eguMHuubl  yd4eTa Ha  pasfiMyHbIX  HOCUTENSX,
OOMNONHUTESbHO YKa3blBaeTCs KONMMYECTBO TakNX e ANHUL, XpaHeHus/eAnHnL, yyeTa.

[Mocne kaxgoro NOCTynfieHna nu BblbbITUS apXMBHbBIX JOKYMEHTOB COCTaBnAeTCS
HOBas MTOroBad 3anuCb K OMUCWU Aerl, OOKYMEHTOB, KOoTopasi nognucbiBaeTcs ee
coCTaBuUTENeM C ykazaHneM JOIMKHOCTU U AaTbl COCTaBIIEHUA.

Ecnun onuce gen, OKYMEHTOB COCTOUT N3 HECKOSbKMUX FOAOBbIX pasfenos, TOMOB,
MTOroBasi 3anucCb COCTaBNAETCH K KaXaomMy rogoBOMYy pasfeny, TOMy; KpoMe TOoro, K
Kaxgomy nocregywoowemMmy rogosoMy pasgerny, TOMy B HapacTawwem nopsagke
COCTaBrisieTCa CBOAHAas UTOroeas 3anuch.

Kaxxgas onucb gen, OOKYMEHTOB, TOM ONUCWU Aer, AOKYMEHTOB [OOSMKHbl UMETb
nucT-3aseputens (nNpuroxenne N 3).

3aKkoHYeHHasa onucb Aen, AOKYMEHTOB [OSKHa BKIYaTb, Kak npasuno, He Bonee
9999 eanHUL XpaHeEHUN, eaNHUL, y4eTa.

ApxvMB [LO/MKEH MMeTb 3 aK3eMnnspa onucen pgen, OOKYMEHTOB, MNepBblid M3
KOTOPbIX IBMAETCH CTPaxXOBbIM.

Ecnn onuce pen, OOKYMEHTOB MepecocTaBrieHa, TO OOWH 3K3eMmnnap paHee
AencTBoBaBLUEN ONUCK Oen, JOKYMEHTOB BKMOYaeTCsl BO BHOBb COCTaBSfIEHHYIO OMUCH
Aen, [OOKYMEHTOB 3a MOoCrneHMM Y4YeTHbIM HOMEPOM, OcCTallbHble 3K3eMnnsapbl
BbIAENATCA K YHUYTOXEHUIO B YCTAHOBITIEHHOM MOpPSAKe.

3.5.7. o peecTpy onucen BegeTcs NOEAUHUYHBLIM U CYMMapHbIA y4eT onucen aen,
AOKYMEHTOB apxuBa. B 3aBucuMMOCTM OT opraHusauum paboTbl NO y4eTy B apxuse
peecTpbl onvcen BeAyTCs B paMKax apXMBOXPaHUIULL rOCy4apCTBEHHbIX apX1BOB W/unu
apxvBa B LENOM, YTO OTpaXkaeTcs B CXeMe y4yeTa OOKYMeHTOB. Kaxaonm HOBOM onmucu
Aen, JOKYMEHTOB npucBamBaeTCca o4epeHOn NopsiakoBbI HOMEpP MO peecTpy, KOTOpPbIn
npocTaBnsaeTcs Ha 0BnoXxKe onucu aesn, AOKYMEHTOB B BEPXHEM FIEBOM YrIy.

ExxerogHo Ha 1 gHBaps B peecTpe Oonucen COCTaBrisieTcsa MUTOroBasd 3anucb O
KonuyecTtBe onucen gen, OJOKYMEHTOB, MOCTYMMBLUMX M BblObIBLUMX B TeYeHue roga B
apxuB., N Ux obLiem KonnyecTse.

3.5.8. T[lacnopt apxuBOoxXpaHunuLia COCTaBMIIETCA  €XerogHo  KaxgblM
ApPXMBOXPaHUMLLEM U OTpaxaeT 06beM pasMeLLEHHbIX B HEM apXMBHbIX (POHAOB, Aen U
apPXUBHbIX JOKYMEHTOB.

[MokasaTenu nacropTa apxXuBoxpaHunmLa onpeagensitoTcs apxuBom
CaMOCTOATENIbHO C Y4YeTOM COCTaBa WM COCTOSHUS XPaHAWMXCA B KOHKPETHOM
apXMBOXPaHUITULLE apXMBHbIX JOKYMEHTOB.

3.5.9. [leny dpoHOa npucsamBaeTcsd HOMEpP apxXMBHOro poHAa, Ha KOTOPbIA OHO
3aBeeHo. B pgeno oHpa BKNOYAKTCA: UCTOpUYEcKkas CcrpaBka MO UCTOPUM
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doHaoobpasoBaTenss 1 UCTOPUN apXMBHOIO (poHAa; aKTbl, PUKCUPYIOLLNE U3MEHEHMUS B
coctaBe M obbemMe apxmBHOro oOHOa, B TOM YMCNE akTbl O pacCekpeynmBaHuu
AOKYMEHTOB; KOMUA  XapakKTepUCTUKN  apxXMBHOro doHAa, COoCTaBfeHHOM  [Ongd
nytesoagnTens (CnpaBOYHMKA); WHCTPYKUMM MO paboTe C apXUBHbIMU OOKYMEHTaMu
apxuBHOro ooHAaa, B TOM 4YMcrie no yCOBEPLUEHCTBOBAHMIO U nepepaboTke onucen aen,
AOKYMEHTOB, CXEMbl CUCTEMATU3ALNN apPXMBHbBIX AOKYMEHTOB apXMBHOIo ooHaa.

Ecnun apxuBHble JOKYMEHTbI, Nognexalime BKIIoYeHo B aeno oHaa, HaxoaaTcs
B COCTaBe eauHUL, XpaHeHUs1, TO B Aeno (hoHaa BKNKYaeTcsa cnpaBka C nepeyncneHmem
9TUX €ANHUL, XPaHEHNS U NX apPXMBHBbIX LLNGPOB.

Hena doHooB opraHoB KIMCC, BJIKCM, B KOTOpble BKMAKOYEHbI apXUBHbIE
AOKYMEHTbI M0 NCTOPUN POHAOB NEPBUYHBIX MAPTUNHBLIX U KOMCOMOJSTbCKMX OpraHn3aummn,
pacdopMupoBaHUiO He nognexartr. B pgena @oHOOB NEPBUYHBLIX NAPTUMHBLIX U
KOMCOMOJSbCKMX OpraHusauuMi MnomeLwlaroTCa CnpaBkM CO CBEAEHUSMW O HaXOXOeHWUu
apXMBHbIX AOKYMEHTOB MO UCTOPUM AaHHOro poHaa B Aerne apyroro poHaa.

[dena d¢oHOoB, BoOwWeOWwnXx B COCTaB OObeAWMHEHHOro apxueBHOro ¢oHAa,
BKNtoYarTca B ero geno doHga.

[okyMeHTbl gena oHaa [OMmkHbl OblTb MPOHYMEpPOBaHbl C COCTaBEHUMEM
nucTa-3aBepuTens, NoAWNTbI (MPOLLUHYPOBaHbI), 3akntoYeHbl B TBepayto 06noxky. K geny
doHOa cocTaBnNseTcs BHYTPEeHHAs onuck. [ena oHOO0B XpaHATCA B NOpsiAKe HOMEPOB
doHA0B.

CocTtaB JOKYMEHTOB Aeria opraHM3aummn - UICTOYHMKA KOMMIEKTOBAHUSA 4OKYMEHTOB
npn HedOHAOBOW OpraHn3aLmm apxXmBHbIX AOKYMEHTOB aHanorM4eH coctaBy 4OKYMEHTOB
aena goHaa.

O6Lwue TpeboBaHMA K YY4eTHbIM 6a3amM AaHHbIX

3.6. YueTHble Ga3bl gaHHbix (B]) B apxuBe obecrneuynBaroT: MH(POPMAaLMOHHYIO
NogAepPXKY yyeTa; BeAeHne LeHTpann3oBaHHOro rocy4apCTBEHHOIo y4eTta JOKYMEHTOB B
aBTOMaTU3MPOBAHHOM peXxume; ornepaTuBHOE MNpencTaBlfieHNe CBEeAEeHUW O Hanuyuu B
apxvBe OOKYMEHTOB TOro unv nHoro ooHgoobpasosaTens.

[MepeyeHb pekBUM3NTOB y4yeTHbIX B dopmupyeTrca B COOTBETCTBUM C
nokasaTensiMuM  OCHOBHbIX  (00si3aTenbHbIX) YYEeTHbIX [OOKYMEHTOB apxvmBa W
onpepaenseTcs cneunanbHO YNOSTHOMOYEHHbIM deneparnbHbIM opraHom
NCMONHUTENBbHOM BNacTn B cpepe apxXnBHOro gena.

YyeTHble B[l apxuBa [OmkHbl OblTb  COBMECTUMbl C  y4yeTHbiMu B[
COOTBETCTBYIOLLIErO YMOMHOMOYEHHOIO OpraHa WCMONMHUTENbHOM Bractm B cdepe
apxuBHOro gena.

Yyert NOoCTymnJieHnA n BbIObITUS APXMNBHbLIX OOKYMEHTOB

3.7.1. Y4yeT NOCTynfeHnss apXmMBHbIX LOKYMEHTOB B apXWB OCYLLECTBNSETCA Ha
OCHOBaHUMU:

aKkTa npvema-nepenavm JOKYMEHTOB Ha xpaHeHue (npunoxeHve N 9);

akTa npuemMa Ha  XpaHeHuMe  OOKYMEHTOB  JIMYHOrO  MPOUCXOXOEHUSN
(npunoxexune N 10).
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ApxuBHble [OKYMEHTbl CTaBATCA Ha Y4eT Takke Mo pesynbrataMm nNpoBedeHUus
OTAENbHbIX BUAOB apXuBHbIX paboT (cMm. n. 3.7.3).

Bce npuHATbIE B apxvMB apxuBHble [LOOKYMEHTbl BHOCATCA B KHUTY Yy4yeTa
NOCTYyNneHnn OOKyMeHTOB. Kaxabi BnepBble NOCTYNMBLUMM B apXMB apXuBHbIN POHA,
obbeanHEeHHbIN apXMBHbIN (OOHA, apXMBHas KONNeKUMs 3anmcbiBaeTcsl B CNUCOK (OOHO0B
(npynoxerHune N 6), Ha Hero 3anofHATCA NUCT POHAA, KapTOYKM yKasaTens K fucTy
doHaa, 3aBoguTcsa geno oHaa. Ha ayanosusyanbHble AOKYMEHTbI MPU UX HEGPOHO0BOW
opraHusauumu 3anonHATCA NUCTBI yyeTta KMHO(POTOPOHOJOKYMEHTOB n
BUOEOOOKYMeHTOB. Kaxpgass BnepBble MNOCTYyNMBLUAA OMUCb  Aerl, [OOKYMEHTOB
YyYMUTbIBAETCS B peecTpe Onucemn.

CooTBeTCTBYHOLME YYETHblEe CBEAEHWA B YCTAHOBIIEHHOM MOpsiAKe BHOCATCA
Takke B yyeTHble B/.

3.7.2. Y4yeT BbIObITUA apXMBHbLIX OOKYMEHTOB M3 apxvBa OCYLLUECTBMAETCS Ha
OCHOBaHWMU:

aKktTa O BblOeNeHUUM K YHUYTOXEHUIO [OKYMEHTOB, He MoANexallnx XpaHeHuIo
(npunoxenune N 11);

aKkTa 0 HemcnpaBMMbIX MOBPEXOEHNAX JOKYMEHTOB;

aKkTa npyema-nepenadvn JOKYMEHTOB Ha xpaHeHue (npunoxeHue N 9);

akta O HeoOHapyXeHUM [OOKYMEHTOB, MyTM poO3biCKa KOTOPbIX MCYepnaHbl
(npunoxeHwne N 2);

akTa Bo3BpaTa AOKYMEHTOB COOCTBEHHUKY;

akta 06 U3bATUMN NOASIMHHBLIX €ANHUL, XPaHEHWS, JOKYMEHTOB.

ApXxuBHble OOKYMEHTblI CHMMAKTCA C ydeTa Takke B pesynbTaTe NpoBedeHUs
OTAEenNbHbIX BUAOB apXuBHbIX paboT (cMm. n. 3.7.3).

Heobxogumble  N3MEHEHUSI BHOCATCS B  OCHOBHble (0b6si3aTenbHble) U
BCNoMoraTernbHble y4eTHble JOKYMeHTbl apxmBa. [1pn aToMm B criyvae:

BbIObITUA BCEX apXMBHbIX JOKYMEHTOB ONUCK Aerl, LOKYMEHTOB HOMEP 3TOM OnucK
ApYyrMM onucsam aesn, JOKYMEHTOB He npucBanBaeTcsa U octaeTca cBO6OHbIM; B peecTpe
onucen genaeTtcs COOTBETCTBYOLWAA OTMETKA;

BbIObITUA apxmBHOro doHAaa B cnucke doHaoB (npunoxeHve N 6) B rpade
"OTmMmeTKa 0 BblbbITUN" yKa3biBaeTCs, Kyada BblObIT apXMBHbBIN OOHA, U akT, Ha OCHOBaHUN
KOTOPOro OH BbiObin.

[Mpn nepepave apxvBHOro poHAa M3 OAHOrO apxuBa B Apyron nepegatotca 3
aK3emnngpa onucu gen, AOKYMeHToB M geno ¢oHga. Konvs onucn gen, OOKYMEHTOB
OCTaeTCcs B apxuBe-cAaTyiMke W B Ka4dyeCTBe MNPUIOXEHUA K akTy npuema-nepenayv
OOKYMEHTOB Ha XpaHeHue (npurnoxeHve N 9) BKYaeTcad B apxXuMBHbIM - POHA
apxuBa-cgaTyuka.

[Mpy BbIAENEHUM K YHUUMTOXEHUIO BCEX apXMBHbIX AOKYMEHTOB apXMBHOro doHaa
OAWH 3K3EeMNMisap ero onvcen nen, OJOKYMEHTOB M NUCT poHOa nomewaroTcs B Aero
doHaa. [leno ooHAa BKIKOYaETCs B apXMBHbIN POHL apXumBa.

3.7.3. KonnyecTBo apXnBHbIX AOKYMEHTOB apxuBa U3MeHSIeTCH B pe3yrnbTaTe:

BbIBEPKM YYETHbIX [OOKYMEHTOB, MO MWTOraMm KOTOPOW BbIABMEHblI OLUMOKN,
AONYyLLEHHbIE NPV NoAcYeTe KONMMYECTBa XPaHALMXCH apXUBHbIX JOKYMEHTOB;

NPOBEPKN HaNMUYna U COCTOSIHUS apXMBHbIX [OOKYMEHTOB, B XOo4e KOTOpou
oBHapyXeHbl HeyYTEeHHble, 3a NUTEPHLIMU UKW MNPOMNYLEHHbIMWU HOMEpamMu enuHULbI
XpaHeHusi/eauHuLbl yyeTa;
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pecTaBpauum apxmBHbIX OOKYMEHTOB, MOCMe KOTOPOW OOHO Aeno pasfeneHo Ha
HEeCKOSbKO Aern;

ONUCaHNsl apXMBHbIX OOKYMEHTOB, nepepaboTku onucen pfern, OOKYMEHTOB, B
npoLecce KOTOpPbIX BO3MOXHO pasferieHne nnn odobeanHeHne eguHuL, XxpaHeHus/egmHuL
yyeTa.

OcHoBaHMeM Ons BHECEHUA U3MEHEHUN B yYeTHble JOKYMEHTbl U yd4eTHble B/l no
pe3ynbTaTaM yKasaHHbIX paboT aBnsatTCS:

aKT O TEXHUYECKUX OLLIMBKaX B YH4ETHbIX AOKYMEHTaX;

akT 06 OoBHapyXeHUn OOKYMEHTOB, HE OTHOCSILLMXCHA K OAHHOMY apxuBy, OOHAY,
HEeYYTEeHHbIX U T.A4.;

akT o pasgerneHuu, obbeanHeHUn gen, BKIYEeHUM B 4en0 HOBbIX JOKYMEHTOB;

akT onncaHus OKYMeHTOoB, nepepaboTkn onncen.

Yyet YHUKAJNIbHbIX OOKYMEHTOB U 0Cc0060 LEeHHbIX AOKYMEeHTOB

3.7.4. YHuKanbHble AOOKYMEHTbl noasiexaTr cneumasibHOMy rocygapCTBEHHOMY
yyeTy B [OCydapCTBEHHOM peecTpe YHUKalnbHbIX [OOKYMEHTOB ApXMBHOro ¢oHaa
Poccuinckon depepaunmn, nopsnok BedeHUS KOTOPOro onpegendeTrca cneuyuarnbHO
YNOSTHOMOYEHHbIM  befeparnbHbiM  OpraHoM  UCMNOSIHUTENbLHOMW BrlactTM B cdoepe
apXuBHOro gena, M rocygapcCTBEHHbIX peecTpax YHUKanbHbIX OOKYMEHTOB apXWMBHbIX
doHaoB cybbekToB Poccuinckon degepaumm.

FTAPAHT:

CM. AOMVHUCTPATUBHBIA pernameHT no ucnonHeHuwo dPegepanbHbiM  apXMBHbBIM
areHTCTBOM rocydapCTBEHHOW (YyHKUMM No BefeHwuto [ocyaapCTBEHHOro peecTpa
YHUKanNbHbIX OOKYMEHTOB ApxuBHOro ¢QoHaa PP, yTBepXOEHHbIM MpruKasom
MuHuCcTEepcTBa KynbTypbl M MacCoBbiX KOMMyHuKauum P® ot 23 okTsabps
2007 r. N 1296

Ha yHuKanbHble JOKYMEHTbI COCTaBNAKTCA NUCTbI y4eTa N ONUCaHUS YHUKAIbHbIX
AOKYMEHTOB.

3.7.5. YyeT 0cob0 LeHHbIX JOKYMEHTOB BeAeTCs Mo:

cnvcky ooHOoB, coaepXawmx 0cobo LEHHbIE JOKYMEHTDI;

onucam ocobo UeHHbIX Aen, AOKYMEHTOB UMK rnepeyvyHssM HOMEPOB 0COD0 LEHHbIX
aen (HomepHukam).

B onucax ocobo LEeHHbIX Aen, AOKYMEHTOB 3a HMMW COXPaHATCHA UX NpexHue
y4YeTHblIE HOMepa.

Onncb 0cob0 LUEHHbIX Aen, OOKYMEHTOB COCTaBnsieTcss Ha 0cob0 LEHHble
AOKYMEHTbl OAHOW WM HECKOSIbKMX onmucen aen, OOKYMEHTOB apXMBHOro poHaa B
3aBMCUMOCTM OT KonuyectBa 0cob0 LEHHbIX eANHUL, XpaHeHUs/eauHnL, yYeTa B AaHHOM
onucKu B HEOBXOANMMOM ANS apxuBa KONIMYECTBE SK3EMIMMAPOB.

Ecnn 60nblLIMHCTBO apXMBHbBIX JOKYMEHTOB MO ONUCKU Aen, JOKYMEHTOB SBMSIOTCS
0C060 LIeHHbIMW, OTAESNbHAsA ONMCcbL 0COBO LEeHHbIX Aen, AOKYMEHTOB He COCTaBnsieTcs, a
KOnupyeTcsa MMetoLLasica onmcb. B Takom cny4vae K Hen cocTaBnsieTCcsd HOMEPHMUK.

CBeneHna o KonmpoBaHUM 0COBO LEHHbLIX Aen, OOKYMEHTOB B LENsX cOo3aaHus
CTpaxoBOro (poHO4a BHOCATCA B COOTBETCTBYKOLUME ONMUCU 0OCODO UEHHbIX Aen,
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AOKYMEHTOB MM HOMEPHUKM MO Mepe NPOBELEHNSA NX CTPAXOBOro KONUPOBaHMS.

B wutoroBon 3anucm ykasbiBaeTcA obuee Konmy4ectBO 0COB60 LEHHbIX eaunHuL,
XpaHeHusi/eguHny, ydeTa, BKMKOYEHHbIX B OMUCb WM HOMepHuK. [lo 3aBepuieHun
KOMMPOBaHUS BCEX €AUHUL XpaHeHusi/eauHuLy ydeTta no JaHHOW ONUCK UM HOMEPHUKY
yKkasblBaeTcs: "Bce eanHULbI XpaHeHns/egmMHuLbl y4eTa CKONUMPOBaHbl, AaTa, A0SIKHOCTb,
nognuce".

Onucu o0cobo UEHHbIX Aen, OOKYMEHTOB U HOMEPHMKM YYUTLIBAKOTCA B peecTpe
onucen ocobo LIEHHbIX Aen, JOKYMEHTOB.

[Mpn OTHECEHUN apXMBHLIX AOKYMEHTOB K 0CO00 UEHHbIM B Onucsx B rpade
"MNpumeyaHna” HanpoTUB 3arofIOBKOB COOTBETCTBYHOLIMX €OUHUL XpaHeHus/eanHUL
yyeTa npocrtaBnsatoTca otmeTkm "OLL".

B opyrux yyeTHbIX JokymeHTax oTmeTka "OL" npocTtaBnseTcsa K HOMepy apXMBHOIo
doHAa, HOMepy onucu gen, JOKYMEHTOB; AaHHasi OTMeTKa ABNSeTca crnyXebHon n He
BXOAUT B apXMBHbIN LWWNMP eOnHUL, XpaHeHUs/eauHuL, yyeTa.

YyeT ceKpeTHbIX U pacceKpeveHHbIX apXUBHbIX OKyMeHToB. OdhopmMneHue
pacceKkpeyYeHHbIX gen

3.7.6. Y4eT CeKpeTHbIX apXMBHbLIX [OKYMEHTOB BeOeTCs B COOTBETCTBUM C
HOPMaTMBHbIMM NMPABOBLIMU LOKYMEHTaMU. B y4eTHbIX JOKYMEHTaX N apXMBHbIX LWMdpax
eANHUL, XpaHeHnsa/eguHWL, yYeTa CekpeTHble apXmBHble (PoHAbI, ONUCK Aen, JOKYMEHTOB,
eONHULblI XpaHeHus/eanHuubl ydyeta o0603HavalT uHAEeKcoM "c" (cekpeTHo), "cc"
(coBepLUEHHO cekpeTHO), "oB" (0cobon BaXXHOCTK).

3.7.7. lameHeHns B y4eTHble OOKYMEHTbl MO pe3ynbTaTaM paccekpevmBaHud
apXMBHbIX JOKYMEHTOB BHOCATCSA Ha OCHOBaHWM akTa O paccekpeyYnmBaHUn OOKYMEHTOB
(npunoxeHwne N 12).

ApxuBHble (POHAbI, ONUCK Aerl, AOKYMEHTOB U e4MHULbI XpaHeHUs/eAnHULbI yYeTa,
BKMtoYawLme, Hapagy C CeKpeTHbIMU HeCeKpeTHble (pacCeKkpedeHHble) OOKYMEHThI, B
YYETHbIX [OKYMEHTaX W apXvMBHbIX LWWMpax eguHuL XpaHeHus/eauHuy, y4yeTa
obo3HayvalTCs MHAEKCOM "cy" (CeKpPETHO YaCTUYHO).

[Mpn paccekpeymBaHUn BCEX eONHUL, XpaHeHNs/eauHWL, y4eTa No CEKPETHON onmcu
Aen, OOKYMEHTOB [JaHHas ONUCb TakKKe pacCcekpeymBaeTcs, nepedaeTcs Ha OTKpbIToe
XpaHeHMe U yuynTbiBaeTcs B NUCTe oHAa 3a TEM Xe HOMepoMm, HO 6e3 mHaekca "c',
KOTOPbIN 3a4epKMBaeTcs Ha 0BMoXKe U Ha TUTYNbHOM NUCTe JaHHOW onucu. B npasom
BEPXHEM Yrry OBGSIOXKKM U TUTYNBHOIO Nucta onucu gen, AOKYMEHTOB MPOCTaBrisieTcs
wtamn "PaccekpeyeHo".

[Mpn paccekpeumBaHUM YacTu OefT U apXMBHbIX AOKYMEHTOB MO CEKPETHOW OMmUCU
Aen, OOKYMEHTOB Ha pacCeKpeyeHHble [ena M apXuMBHble [OOKYMEHTbl COCTaBnseTcs
OTAesbHas onucCb Aen, AOKYMEHTOB, HOMepa euHUL, XpaHeHUsi/eaUHUL, y4eTa B KOTOPOU
ocTalTcda npexHumu. [nsg BanoBon Hymepauum Takux eOuHUL, XpaHeHus/eauHuL yyeTa
ncnosnbayeTtcd rpada 2 onucu gen, JOKyMeHToB. HoBasa onuck Aer, JOKYMEHTOB BMeCTe
C pacCeKkpeyYeHHbIMN fenaMn U apXUBHLIMW [OKYMEHTaMu NepefaeTcsl Ha OTKpbIToe
XpaHeHue, y4ynTbiBaeTCcs B NUCTe (PpOHOO0B 3a TEM XXe HOMEPOM, YTO U CekpeTHasi, Ho 6e3
nHaekca "c".

Mpn paccekpeumBaHun 6Gornblwen Yactu Oen M apXMBHbIX [OKYMEHTOB MO
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CEeKpeTHoOM onucu pJen, [OOKYMEHTOB C [JaHHOW OfMuWCU CHUMaeTCa Konud, npwu
KOMMpOBaHUM 3arosiOBKU eMHUL, XpaHeHUsi/eQuHUL, yYeTa, OCTaBfEeHHbIX Ha CEeKPEeTHOM
XpaHeHun, 3akpbiBatoTca. Konusi onucu Ha paccekpeyveHHble aeria U apXvBHble
OOKYMEHTbI NepefaeTcsa Ha OTKpbITOe XpaHeHue. B ak3emnnspe onvcu gen, JOKYMEHTOB,
OCTaBLUENCH Ha CEKPeTHOM XpaHeHWU, coxpaHdaeTca UxX Hymepauus. B nucte doHaa
Takasi ONUCb Y4YUTbIBaEeTCA ABaXAbl: 3K3EMMNAP OMuWCKU, OCTaBLUMWUCA Ha CEKPeTHOM
XPaHEHMM - C COOTBETCTBYKOLWEN WHOEKCAUMEN CEKPETHOCTU, CKOMMPOBAHHbLIN
aK3eMnnsp, NnepeaaHHbIN Ha OTKPbLITOE XpaHeHue, - 6e3 nHaekca "c".

[Mpn paccekpeymBaHn OTAENbHBIX €OMHUL, XpaHeHUsI/eANHUL, yYeTa No CEKPETHON
onucu paern, OOKYMEHTOB OHM BKNHOYAKTCA B OMUCb Aen, LOOKYMEHTOB OTKPbITOro
XpaHeHNa COOTBETCTBYIOLLEro apxXuBHOro doHaa 3a NUTEepPHbIMM HOMEepamMn Wnn B
BanioBOW NocreaoBaTenbHOCTH.

B onucax gen, OOKYMEHTOB, OCTalLWMXCA Ha CEKPEeTHOM XpaHeHuu, B rpade
"MpumeyvaHna" NpoTMB 3arofIOBKOB pacCeKpPeYeHHbIX eAnHUL XpaHeHus/eguHWUy, yyeTa
npoctaendeTca wramn "PaccekpeyeHo". B crnyyae, korga paccekpeyvyeHHble eauHULbI
XpaHeHusi/eanHWLbI y4eTa BKIOYEHbI B ONUCb Aen, JOKYMEHTOB OTKPbITOro XpaHeHus (3a
NUTEPHLIMXW HOMEpaMn WK B BarioBOoW NocnefoBaTesibHOCTU), B CEKPETHOM OMUCKU B
rpadoe "lNpumeyaHna" ykasbiBaeTcsl UX HOBbI HOMED.

[Mocne paccekpeumMBaHUs K ONMCAM [en, OOKYMEHTOB OTKPbITOrO M CEKPEeTHOro
XpaHEeHMs1 COCTaBMATCH HOBblE UTOrOBble 3anncK 06 obbemax hakTUYeCcKn YYTEHHbIX B
HUX eOVHUL XpaHeHus/eguHuL, yveTa.

Mpu paccekpevmBaHMM OQHOMO UMM HECKONBbKUX apXMBHbIX LJOKYMEHTOB B COCTaBe
CEKPeTHOro Jerla OHO OCTaeTCs Ha CeKpeTHOM XxpaHeHun. K apxuBHOMY wWndpy Ha
obnoxke gena k uHagekcy "c" pobaesnsietca 6ykea "4". Homepa nucToB pacceKkpeveHHbIX
apxXMBHbIX OOKYMEHTOB nepeyncnawTca B rpade "lNpumeyaHna” HanpoTuB 3arosioBka
4YaCTMYHO pacceKkpevyeHHOro aerna, a Takke BO BHYTPeHHeW onucu gena. Npu oTcyTcTBum
B [efle BHYTPEHHEW OnuUcU CBeLEHUA O pacCeKpeYyYeHHbIX apXMBHbIX [OOKYMeHTax
OoTpaxarTcsa B NIUCTe-3aBepuTene ¢ ykasaHMemM HOMepOB COOTBETCTBYIOLLMX JIUCTOB.

B npaBom BepxHeM yriy obrOXKM pacCekpeyeHHOoro geria NnpocTaBnseTca wramn
"PaccekpeyeHo". MHgekc "c", "cc" unun "oB" B HOMepe gena 3avyepkmBaeTcs.

Yyet dPXUBHbIX OKYMEHTOB JINYHOIo NPoOnCXoXxaeHus

3.7.8. YdeT nMOCTYNNEeHUn apxmMBHbIX [OOKYMEHTOB JIMYHOMO MNPOUCXOXOEHWS,
nepenaBaeMbliXx COOCTBEHHUMKOM B defeparibHyt0 COOCTBEHHOCTb, B COBGCTBEHHOCTb
cybbekta Poccuinckon depepaunmn unm mMyHuuunanbHyt0 cOBCTBEHHOCTb, BEOETCS Ha
OCHOBaHUM akTa npueMa Ha XpaHeHWe [OOKYMEHTOB JIMYHOIO MPOUCXOXOEHMS
(npunoxenne N 10). K akTy npunaratoTca cgatoyHasi OfvMCb apXUBHbIX LOKYMEHTOB W
pelleHne 3IKCnepTHO-MPOBEPOYHON KOMUCCUM apxmBa WIIN  SKCMEPTHO-MPOBEPOYHOMN
KOMMUCCUM YMNONTHOMOYEHHOrO OpraHa WCMONHUTENbHOW BRactu cybbekTa Poccuickon
depnepaumn B cdepe apxmBHoro gena (ganee - AlK) o npueme 3TUX OOKYMEHTOB B
apxuB.

YyeT apXuBHbIX JOKYMEHTOB JIMYHOTO MPOUCXOXKAEHUS, HAXOOALWMNXCSA B YAaCTHONH

YyeT apXuBHbIX AOKYMEHTOB JSIMYHOIO MPOUCXOXAEHUS, HAXOOAWMXCHA B YACTHON
cObCTBEHHOCTU, NepedaHHbIX MO LOroBOPY Ha XpaHeHMe B apxuB, OCYLLECTBISIETCA B
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yCTaHOBEHHOM nopsgke (cm. n. 3.7.11).

N3meHeHns  konudecTBa UM COCTaBa  apXMBHbIX  [JOKYMEHTOB  JIMYHOIO
NPOUCXOXAEeHNUA B pe3ynbTaTte WX OnucaHua [OOKYMEHTUPYKTCA aKkToM onucaHusa
AOKYMEHTOB, Ha OCHOBaHMUW KOTOPOro BHOCATCA U3MEHEHUSA B yYeTHble AOKYMeHThl. Ha
OOKYMEHTbl, He noAnexawue XpaHeHUo B apxuBe, COCTaBNdeTca akT Bo3BpaTa
OOKYMEHTOB COOCTBEHHWKY B [ABYX 9K3emnnspax, OAWH W3 KOTOPbIX BMeCTe C
AOKyMeHTaMun nepenaeTtcs COGCTBEHHUKY.

He ponyckaeTcs xpaHeHue B apxXuBe Hey4YTEHHbIX apXUBHbBIX JOKYMEHTOB JIMYHOIO
NPOUCXoXAeHNs.

Y4yeT 4OKYMEHTOB MO IMYHOMY COCTaBY

3.7.9. YyeT OOKYMEHTOB MO JIMYHOMY COCTaBy, 3@ WCKIOYEHWEM MPUHATBLIX MO
AOroBOpPY Ha XpaHeHue B apxXuB [JOKYMEHTOB MO NIMYHOMY cocTtasy (cm. n. 3.7.11),
OCyLLeCTBSieTCS Ha OBLLMX OCHOBAHUSX.

YyeT KonuyecTBa XpaHALWMXCH B apxvBe [OOKYMEHTOB MO JIMYHOMY COCTaBy
NpoOBOAMTCA Ha OCHOBE WMX nogcyeTa No nuctam (PoHZOB M onucaM gen no fIMYHOMY
CcOCTaBy C (hukcaumen pesynbTaToB No Kaxgomy OOHLY U CyMMapHO MO apXuBY B KHUre
yyeTa LOKYMEHTOB MO JIMYHOMY cOCTaBy (MPOM3BOSIbHON hOPMbI).

Mo pesynbTaTam nNpoBeAEHUsI IKCMEepPTU3bl LIEHHOCTU LOKYMEHTOB MO JIMYHOMY
COCTaBYy MO UCTEYEHUN 75-NETHEro CpoKa UX XpaHEHUS B yYETHblE JOKYMEHTbl BHOCATCS
COOTBETCTBYIOLLUNE U3MEHEHUA.

FAPAHT:
Cm. Metoguyeckne pekomeHgauum "Okcneptmsa LEHHOCTM U OTOOp B COCTaB
ApxmBHoro poHaa Poccuinckon enepaumm JOKYMEHTOB MO NIMYHOMY cocTaBy"

YyeT pen, nmerowmx B ochopmneHun aparoueHHble MeTansbl U KAMHU
(n. 3.7.10 He pacnpocTpaHAeTCs Ha rocyAapCTBEeHHbIe U MYHULUNANbHbIE My3eUu U
6ubnunoTteku)

3.7.10. ApxuB, XpaHAaWmMn gena, umerowne B opopMreHUn Unn B NpUOXKeHNnN K
HUM [paroueHHble MeTanibl WM KaMHW, B COOTBETCTBMW C 3aKoHOAATeNbLCTBOM
Poccunckon degepaumm permcTtpupyeTcs B COOTBETCTBYIOLIEN MHCNEKUMM NpobupHoro
Haa3opa MuHuctepcTBa dmHaHcoB Poccurckon ®eaepaunu.

YyeT ykasaHHbIX [Oen OCyLeCTBAAeT MaTepuarnbHO OTBETCTBEHHOE nuUo, C
KOTOPbIM PYKOBOAMUTENb apxXuBa 3akrovaeT A0oroBop 0O MatepuaribHOM OTBETCTBEHHOCTH
32 COXPaHHOCTb M YyyeT fen, MMewwwmx B OOPMIIEHUN WUNU B NPUMIOXKEHUN K HUM
AparoueHHble MeTansbl U KaMHW.

YKasaHHble gena nepenarTcs MmaTepuanbHO OTBETCTBEHHOMY NULY HA cendoBoe
XpaHeHue, 0 YeM [enaeTca CoOoTBeTCTBYOWaa oTmeTka ("cendoBoe xpaHeHne") B onnucu
Aen, OOKYMEHTOB, W BKMKOYAKTCA B CheuuarnbHY0 WHBEHTAPHYK KHUTY yyeTa fen,
MMELNX B OPOPMNEHUMN AN B NPUNOXKEHUN K HUM [paroueHHble MeTasnsbl U KaMHW.
[aHHas uvHBeHTapHasa KHUra cocTaBndeTcsd U Begetca B 3-X ak3emnnspax. [lepsbin
9K3eMnndap XpaHUTCA B noapasfeneHun, OCYLEeCTBNAILWEM UeHTpanu3oBaHHbIN (B
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pamMKax apxuBa) y4yeT OOKYMEHTOB, BTOPOW - Yy MaTepuanbHO OTBETCTBEHHOrO nuua,
Tpetun - B Byxrantepumn apxuea.

[lena BHOCATCA B UHBEHTAPHYIO KHUTY MO MOPSAKy HOMEPOB apXMBHbIX (POHAOB U
onucen Aern, OOKYMEHTOB, a BHYTPU Kaxdow OnmMcu Oen, OOKYMEHTOB - MO MOPsSiaKy
HoMepoB Aen. Ha Oupke, npukpennsemonm K O6GNoXke kaxgoro gena (npegmeta),
yKasblBaeTcsd HOMep, 3a KOTOPbIM OHO YYTEHO B WHBEHTapHOM KHure. Howmep
npocTaBnsieTcs Yepes Apodbb ¢ apxuBHbIM WMdpoM (Hanpumep, nHe. N 1/TAP®, ¢. 572,
on.1,a.17).

K MHBEHTaApHOW KHUre COCTaBfSIETCS UTOroBasd 3anucb, B KOTOPOW uudpamn u
NPOMNUCbID yKa3blBaeTCA KONMYeCcTBO Aen (NpegMeToB), BHECEHHbIX B KHUTY, AaTa
COCTaBIIEHNSA UTOTOBOW 3anucu, AOSMKHOCTb U hammnusa matepuanbHO OTBETCTBEHHOIO
niua.

JINCTbl MHBEHTAPHOM KHUMM OO Hadvana ee 3anoSfiHeHUA NPOHYMEpPOBbLIBAKTCS,
NPOLUHYPOBbLIBAKOTCA N CKPENMSATCA nevatblo apxuea. Ha obopoTte nocnegHero nucrta
KHUIMM genaeTcsl 3anMcb O KONMMYECTBE NIMCTOB B KHUrE, KOTOpasa 3aBepsAeTcsl NoAnnCcsaIMm
PYKOBOAUTENS apXMBa, rMaBHOIo XpaHUTensa hoHO40B N CKpennaeTcs nevyaTbio apxumBa.

ExxerogHo cneuManbHOW KOMUCCUEW, CO34aBaeMOW MPUKasoM PyKOBOOUTENS
apxuBa, nNPOBOAUTCS WHBEHTapu3auus Aen, uMmewwmx B 0GOpPMMAEHUM unn B
NPUIOXKEHUN K HUM AparoueHHble MeTannbl U KamHWU. MIHBeHTapusauusi NpoBogMTCS
Takke B Criydae CMeHbl MaTepuanbHO OTBETCTBEHHOMO JfiMua, PYKOBOAUTENS apxuBa,
rmaBHOro xpaHutensa ¢oHaoB. PesynbTaTbl WMHBEHTapusauum OOPMAATCS aKToM,
COCTaBnsiEMbIM B Tpex 9K3emnndapax, OAWH W3 KOTOPbIX HanpasBnseTca B
COOTBETCTBYIOLINMA  YMNOSIHOMOYEHHbLIN OpraH WCMNONHUTENbLHOW BnNactm B cdepe
apxXuBHOro gena.

Yyer APXUBHbIX OOKYMEHTOB, Haxo4sALWnxcs B YyacTHOM CO6CTBeHHOCTVI, NMPUHATbLIX
no AoroBopy Ha XxpaHeHWe B apxXuB

3.7.11. YyeT pokymeHTOB ApxuBHoro doHga Poccunckon denepauum, NpUHATBIX
No LOroBOpPY Ha XpaHeHue B apXMB Ha OCHOBaHUM akTa npuema-rnepenayn AOKYMEeHTOB
Ha xpaHeHue (rpunoxeHne N 9), OCyLLeCTBSETCA B OCHOBHbIX YYE€THbIX OOKYMEHTax
apxuBa c cobniogeHneM crnegyrwmx ocobeHHoCTeNn:

B KHUre y4yeTa MOCTYNfieHMN [OOKyMeHTOB (ripuroxeHne N 5) ykasbiBaloTCA
cobCTBEHHUK uNW  Bnageney, [LOOKyMeHToB (rpacha 3), HoOmMep M pata akrta
npuemMa-nepegayu (rpada 4), gata nognucaHust JOrosopa o nepegade n Cpok AenUCTBus
AoroBsopa;

Npwu BKIOYEHMN apXMBHOTO doHA4a B CnMCoK dooHAaoB (npurnoxeHue N 6) K ero
HoMepy pobasnsaetcs mHaekc "O" ("AoroBop"), KOTOPLIM COXPAHSETCA 3a HUM BO BCEX
yYeTHbIX JOKYMEHTaxX U apXMBHbIX WnNdpax eanHUL, XxpaHeHusa, eanHul, yyeTa; B rpade
"MpumedaHnsa" cnmcka (POHOOB Takke YKasblBalOTCA COOCTBEHHUK WNU Bnagenew
apXMBHbIX AOKYMEHTOB, AaTa NoAnMcaHus N CPOK AeNCTBUA Jorosopa.

KonnyectBo apxuBHbIX POHAOB, MPUHATBLIX MO AOMOBOPY Ha XpaHEHWE B apxuB,
yKasblBaeTCs OTAEeNbHON CTPOKOW B UTOrOBbIX 3anucaX B CrMCKe (POHOO0B, KHUre yyeTa
NOCTYNSIEHUA JOKYMEHTOB.

OK3eMnnap [[OoroBopa, 3akfoYeHHbI C  COBCTBEHHMKOM Wnv  Bragenbuem



apXUBHbIX AOKYMEHTOB, BKIOHaeTcs B Aeno oHaa.

[Mpy BbIOBLITUN APXMBHBIX AOKYMEHTOB apXMBHOrO dpoHA4A B CBSA3U C UCTEYEHUEM
CpOKa ero XxpaHeHusi B COOTBETCTBMM C AOFOBOPOM €ro HOMEepP He MOXeT ObITb NPUCBOEH
ApYyromy apxmBHoMy dooHAY.

[MpuHATBIE MO [OrOBOPY Ha XpaHeHue B apXvB LOOKYMeHTbl ApXMBHOro doHga
Poccurickon ®depepauumn, HaxoguBLUMECA B 4aCTHOW COOCTBEHHOCTM M Ha 3aKOHHOM
OCHOBaHUM nepewenwme B deaepanbHytd COGCTBEHHOCTb, COOBCTBEHHOCTbL CyObekTa
Poccunickon degepaumm  unm  MyHMUMNanbHY COBCTBEHHOCTb, Y4YUTbIBAlOTCA B
OCHOBHbIX YYE€THbIX AOKYMEHTax HapaBHe C OcCTalfbHbIMW OOKYMEHTamMu apxusa. B
yYeTHbIX JOKYMEHTaX U apXMBHbIX WNdpax eanHUL, XpaHeHns, eanHuy, ydeta nagekc 0"
3ayepkmaeTcs, B rpady "lNMpumedanus” cnucka OOHOOB BHOCATCS COOTBETCTBYHOLLME
cBeaeHus.

ApXMBHble OOKYMEHTbI, He BKMIOYEHHble B YCTAHOBSIEHHOM MOpsiAke B COCTaB
ApxusHoro oHga Poccunckon depepaumm, B TOM 4Yucne AOKYMEHTbl MO JIMYHOMY
COCTaBy, MPUHATbIE MO LOrOBOPY Ha XpPaHEHWE B apXvB, YYUTbIBAKOTCA OTAENbHO OT
AoKymeHTOoB ApxmBHOro ¢oHga Poccuinckon depepaumn. Ons ux ydeta BegyTcd
OTAEeSbHbIE CMUCOK (POHAOB, KHWra yyeTta MOCTYMSIeHUA OOKYMEHTOB, a TaKKe JUCTbI
dOHA0B N ApYyrMe y4eTHble JOKYMEHTHI.

YyeT Konuun APXUBHbLIX AOKYMEHTOB Ha npaBax noaoliIMHHUKOB

3.7.12. KonusiMm apXmBHbIX [OOKYMEHTOB Ha npaBax MOASMHHUKOB HABMSOTCSH
BKIMIOYEHHbIE B YCTaHOBMIEHHOM rnopsiake B cocTaB ApxuBHOro doHga Poccumnckomn
depepauymn:

MUKPOOUNbMbl  apPXMBHbIX [OKYMEHTOB, W3rOTOBMEHHbIE W  O(OPMIIEHHbIE
doHaoobpa3oBaTeniemMm B COOTBETCTBMM C CYLLECTBYHOLLMMM HOPMaTMBaMU;

KOMUN apXMBHbIX AOKYMEHTOB, MOOSMHHUKN KOTOPbIX YyTpayeHbl Un HaxoaaTcs B
COBCTBEHHOCTU IOPUANYECKMX UNN PUSNYECKUX JTULL, B CUIY YEero He MOryT MOCTYNUTb Ha
NOCTOSAHHOE XpaHEeHWe B apXuB;

KON apxXmBHbIX AOKyMeHToB, nepemeweHHblx B CCCP B pesynbTaTte BTOopowu
MUPOBOM BOWHbI U HaxoaswWwmxcsa Ha Tepputopun Poccuickon denepaumm, nogsIMHHUKA
KOTOpPbIX BO3BpALLEHbI B CTPaHbl NX MPOUCXOXAEHUS.

Konnn apxmBHbIX OOKYMEHTOB Ha MpaBax MOASIMHHUKOB, NepefaHHble B apXuB
doHaoobpasoBaTenieM, y4nTbiBalOTCA B cOCcTaBe ero poHAa no oTAeribHOM onucu gen,
AokymeHToB. [lpn atom B rpadgpe gaHHom onucu "KomnmyectBo nuctos" yepes apobb
yKa3blBaeTCs TakKe KONMMYEeCTBO KagpoB, OTCHATLIX C O4HOMo gena.

Konun apxuBHbIX AOKYMEHTOB Ha npaBax MOASIMHHWKOB, OTCHSATbIE C MOASMHHbBIX
AOKYMEHTOB, KOTOpble yTpayeHbl UM HaxogsaTca B COOCTBEHHOCTM HOPUANYECKUX UMK
PM3NYECKNX UL, a TakkKe KOMMU NepemMeLLleHHbIX OOKYMEHTOB, MOASIMHHUKUA KOTOPbIX
BO3BpaLLEHbl B CTpaHbl MX MPOUCXOXAOEHUs!, (DOPMUPYIOTCA B apPXUBHbIE KOMSIEKLUW.
ApXMBHble KOMMeKuMuM yumTbiBawoTCad B cnucke d¢oHaoB (npurioxkeHve N 6) B
YyCTaHOBIEHHOM MNOPSIAKE.

Konun apxuBHbIX [OOKYMEHTOB Ha npaBax MOASMHHUKOB, W3rOTOBIIEHHbIE
MaLUMHOMUCHBLIM WK  anekTporpamnyecknm cnocobomM C apXuBHbLIX LOOKYMEHTOB Ha
OymMaHOMW OCHOBE, a Takke KOMUW ayamoBusyarnbHbIX [OOKYMEHTOB (DOPMUPYIOTCA B



eOVHULbI XpaHeHMs/eOuHULbI y4eTa, KOTOpble YYMUTbLIBAOTCS B ONUCSX Aen, AOKYMEHTOB
MO aHanorMm C MNOANIMHHBIMA apXMBHbIMKM [OOKYMEHTAMM Ha COOTBETCTBYIOLLMX
HOCUTENSIX.

3a eguHULY XpaHEHUs KOMWUIA apXMBHbIX AOKYMEHTOB Ha npaBax MOASIMHHUKOB,
N3rOTOBMEHHbIX B BUOE MWUKPOKOMWIA, NpuUHMMaeTcsi omamdeckn oBOCOONEHHbIN PYroH
MUKpOdMIbMa UMM KOMMNNEKC MUKPOULL BHE 3aBUCUMOCTW OT KONMYECTBA OTCHATBIX Ha
HEM Oen U apXxMBHbIX AOKYMeHTOB. Kaxaas eouHuua XpaHeHUs! yYUTbIBAETCH B OMUCU
Aen, OOKYMEHTOB Moj CaMOCTOsiITeNbHbIM HOMepoM. B uToroBow 3anucu Kk onucu gen,
AOKYMEHTOB Hapsily C KONMYECTBOM €OUHUL, XPaHEeHUS] MUKPOKOMUIA YKa3blBaeTCs
CYMMapHO€e KONMMYECTBO COCTaBMSALLMX UX KaapoB.

Y4yeT nucToB B gene, hotooTnevyaTtkoB B (hoToanbbome, eAnUHML XpaHEeHUA B
cocTaBe eAUHULUbI Yy4eTa ayanoBU3yaribHbIX JOKYMEHTOB

3.7.13. KonnyectBO NUCTOB B Aene U eONHUL XpaHEHNA B COCTaBe eaMHULbl yYeTa
ayamoBuM3yarnbHbIX JOKYMEHTOB yYMTbIBAETCHA HA OCHOBE MX HyMepauuu N (pukcmpyeTca:

NUCTOB B Aene - B nucte-3aBeputene (npunoxedne N 3) 1 B COOTBETCTBYIOLLEN
rpadpe onucu gen, AoOKyMeHToB (npurnoxenus N 7-8);

doTooTneyaTtkoB B poToanbbome - BO BHYTPEHHEN onucn ooTtoanbboma, a Takke
B COOTBETCTBYHLLEN rpade onnucu potoanbb0moB;

eOVHNLbl XpaHeHUs1 ApYrux ayauoBu3ayasribHblIX JOKYMEHTOB - B COOTBETCTBYHOLLMX
rpadgpax onnucen aTUxX 4OKYMEHTOB.

Mpn y4vyeTe eOuHUL XpaHeHUs B COCTaBe eOuHMUbI yveTa ayamoBusyarnbHbIX
AOKYMEHTOB:

eaVHNLbI XpaHeHUs anadunbMOoB pacnofiaratoTcs nNo NopsaKy HOMEPOB PYOHOB;

eOVHNLbl XPaHEHNA KMHOAOKYMEHTOB pacnonaratoTcs no afieMeHTaMm KOMMIEKTa,
BHYTPM KOTOPOro HyMepyrTCA No NopsiAKYy HOMEPOB YacTen;

eanHNLbI XpaHeHus POHOAOKYMEHTOB pacnonararTcs B nopsgke
NPON3BOLACTBEHHbLIX HOMEPOB.

YyeT ctpaxoBoro cooHaa n hoHaa nonbL3oBaHUA

3.7.14. O6bem cTpaxoBoro oHAa W oHOa MONb30BaHMA U3MepseTcs B
eavHMLax XpaHeHns/eagnHuuax ydeTta, a Takke B:

Kagpax - [AOns KOMUWWA apXMBHbIX [OOKYMEHTOB Ha OymMaxHoW oOcHOBEe W
¢OTO4OKYMEHTOB;

MeTpax - ANs KOMMi KUHOAOKYMEHTOB;

BPEMEHU 3BYyYaHUSA - AN Konum poOHOA0KYMEHTOB;

B MerabamnTax - Ansa KON aneKkTPOHHbIX AOKYMEHTOB.

[Mpn 9TOM OTAENBHO YYUTLIBAIOTCA CTPAXOBble KOMUU YHUKANbHbIX AOKYMEHTOB U
0C000 LEHHbIX [OKYMEHTOB W KOMMM (poHOa MOMb30BaHUS, OTCHATbIE C apXMBHbIX
AOKYMEHTOB Ha GyMa)KHON OCHOBe (pa3fdefnibHO Ha PYIOHHOM MNMeHKe N MUKpoduLiax);
KMHOOOKYMEHTOB; (0OTOAOKYMEHTOB; (POHOLOKYMEHTOB; BUAEOOHOrPaMM; 3NEKTPOHHbIX
AOKYMEHTOB.

YyeT BedeTca MO KHUram yyeTa NOCTYNneHuh cTpaxoBoro doHga v doHaa



NOSIb30BaHMsI U OMUCAM CTPaxoBOro dooHAa. Y4YeT NocTynreHnsa u BblbbITUA CTPaxoBbIX
KOMUM OCYLLECTBNSAETCA Ha OCHOBaHWW 3aKa3oB Ha M3roTOBMEHWE CTPaxoBbIX KOMUA U
Konnun oHOa MNoSfib30BaHWs, akToB MNpuemMa-rnepefayn CrpaxoBbiX KOMUW  Ha
cneuuanbHOe XpaHeHue U Opyrmx aktoB. K KHuMram ydveTta MNOCTYMfeHUn exerogHo
COCTaBnseTCH NToroeas 3anuchb.

Onucn cTtpaxoBoro ooHaa cocTaBnsTcda B 3 ak3emnnisgpax. [NepsBble aKk3eMnnspbl
nepenarTcsl BMECTE CO CTPaAXOBbIMU KOMUSAMU YHUKAIbHbLIX JOKYMEHTOB 1 0CO60 LIEHHbIX
OOKYMEHTOB B CneunarnbHbIN apXmB, BTOPbIE N TPETbU OCTaKOTCH B apXmBe.

Mo mepe konNMpoBaHUSA U Nepedadn CTPaxoBbiX KOMUA YHUKAIbHbIX AOKYMEHTOB U
0CO00 LUEHHbIX OOKYMEHTOB B CreumanbHbli apxXuB K OMUCAM CTpaxoBoro ¢oHaa
COCTaBIATCS HOBbIE UTOrOBbIE 3anNnUCK B YCTAHOBIEHHOM nopsake (cMm. . 3.5.6).

B onucax pen, pokymeHtoB B rpadpe "lpumevaHna” HanpoTMB 3aronoska
CKOMMPOBAHHOW eMHULbI XpaHeHUs/eanHULbl ydyeta npoctasndetcs wrtamn "CoO". Ecnu
CKOMMpOBaHbl BCe Aena, AOKYMEHTbI, BKITlOYEHHbIE B onuch, wtamn "CO" npocTtasnseTcs
TONbKO Ha TUTYNIbHOM NUCTE K 0BNOXKE oNncK Aen, 4OKYMEHTOB.

3.7.14.1. 3a egvHWUy XpaHeHusi/eAnHWULY y4deTa CTpaxoBOro ooHAa YHWKarnbHbIX
AOKYMEHTOB N 0COB0 LEHHbIX AOKYMEHTOB Ha OyMa)HOM OCHOBE Ha PYFIOHHOMW MNIIeHKe
npuHUMaeTcs punsndeckm 060cobneHHbIN PYNOH MUKpodUunbma.

B kHury ydyeta noctynneHun ctpaxoBoro oHga M goHaa nonb3oBaHUA Ha
PYNIOHHOM nNIfieHKe B BanoBOM nopsake (BHe 3aBUCMMOCTM  OT  (POHAOBOW
NPUHAANEXHOCTU [OKYMEHTOB) Ha OCHOBaHMM 3aka3a Ha W3roToBfiEHWE CTPaxoBbIX
KOMUM 3aHOCUTCA Kaxdas eauHuua XpaHeHust cTpaxoBoro ¢oHaa. 1o kHure ydyeta
noctynneHnn (rpadpa 1) eguHMuam XpaHeHus CTpaxoBoro doHaa npucBanBaroTCA
y4yeTHble HOMepa, KOTopble SBSTCS COCTaBHOW YaCTbio X apXMBHbIX UM POB.

Ha Bce cTpaxoBble KOMUU YHUKaNbHbIX AOKYMEHTOB U 0COB0 LIEHHbIX AOKYMEHTOB
BHE 3aBMCUMMOCTU OT MX (POHAOBOM MPUHAASIEXHOCTU COCTaBMAETCA OMUCb CTPaxoBOro
doHAa, HymMepauus eduHUL, XpaHeHUs CTpaxoBoro gooHAa B KOTOPOM COOTBETCTBYET
y4yeTHbIM HOMepaMm, NPUCBOEHHBLIM UM MO KHUIe y4eTa MoCTYNeHUHN.

ApPXMBHBLIM LLMPPOM eauHNLbI XpaHEHNSA CTPaxoBOro ooHaa sBNSeTCs Ha3BaHue
apxusa, HOMep ONUCKU CTPaxoBoro poHaa, HOMep ydeTa eaUHULbI XpaHEeHUsT CTPaxoBOro
doHaa ¢ gpobasneHnem nHagekca "Co".

3.7.14.2. 3a eguHuuy yyeTa CcTpaxoBoro ooHAa JOKYMEHTOB Ha ByMa)KHOM OCHOBE
Ha MUKpodMLLIaxX NPUHUMAETCA OofHa WM HECKONbKO MUKPOMMULL, OTCHATbIX C OAHOro
Aena v NoOMeLLEHHbIX B OAWH KOHBEPT, 3a eQMHULY XpaHeHNd - MUKpodumLua.

Mo KHure yyerta NOCTYyNneHUM cTpaxoBoro ¢oHaa U poHOa nonb30BaHUA Ha
MUKpOOMLLIAX  KaXOoMy  MOCTYMNEHUIO  NpucBauBaeTCsl  MNOPSAKOBbLIM — HOMeEP.
KonnyecTBeHHble MoOKasaTenu BHOCATCA C  ydeToM (POHOOBOM  NMPUHAANEXHOCTU
OTCHATbIX KOMUI MO KaXX4OMY apXMBHOMY POHAY U ONUCKU AeN, AOKYMEHTOB OTAESNbHO.

Onucn cTtpaxoBoro oHaa Ha MuKpodumax COCTaBfATCA pas3fdefsibHO Ha
CTpaxoBble KOMUKN KaXgoro apxmeHOro ooHga, oOf4Hy NI HECKOSTbKO €ro ornmcen.

YYeTHbIM HOMEPOM efuHULbI ydeTa CcTpaxoBoro dpoHAa v dooHAa NONb3oBaHUS
AOKYMEHTOB Ha OyMaXHOW OCHOBE, MW3rOTOBMEHHOIO0 Ha MUKpoduwax, daBnseTca
YYETHbIM HOMEP OTCHATOro Aena, apxvBHbiM WWUEAPOM - COOTBETCTBEHHO aPXMBHbIN
LWNdop OTCHATOro Aena ¢ godaeneHnem mHaekca "CoO" - ana crtpaxosoro ¢doHaga un "M"
("Mosutne"), "O" (Anasokonus) - onga poHaa NONbL30BaHUS.

3.7.14.3. EouvHuubl XpaHeHus/eguHUUbl y4eTa CcTpaxoBoro doHaa u doHaa
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NONb30BaHus ayanoBusyarbHbIX AOKYMEHTOB NOEHTUYHDI eavHuLam
XpaHeHus/eguHMLam ydeTa ayamoBu3yarnbHbIX JOKYMEHTOB.

CTpaxoBble KOMUU KUHO- U (POTOLOKYMEHTOB YYMUTbIBAOTCHA HE3aBMCUMO OT Buaa
KMHO- U (POTOAOKYMEHTOB B KHUrax ydeTa MOCTYMSIEHUA M OMUCAX CTPaxoBoro dpoHaa u
doHaa nosib30BaHUS.

CtpaxoBble konun (OOTOAOKYMEHTOB Ha MarHWTHOM JeHTe M rpamMOopUrnMHanoB
n3-3a X 060CO6NEHHOro XpaHEHNS YYUTBIBAKOTCS B Pa3HbIX KHUrax ydeta NoCTynneHnn n
OMNUCSIX.

B nTOrosbix 3anucax KHUI ydyeTa MOCTYMfEHUM M OnuMcen cTpaxoBoro ooHaa u
doHAa NoNb30BaHUA KUHOMPOTOAOKYMEHTOB U (POTOAOKYMEHTOB Ha MeTansimyeckmx
Anckax  OOMOMHUTENbHO  MOXET  yKasblBaTbCH  KOMMYECTBO  €OUHUL,  XpPaHEHUs
COOTBETCTBEHHO MPOMEXYTOYHbIX MO3UTMBOB W KOHTPATUMNOB; MNO3UTUBOB M Oyb6nb 6
-HeraTtuBoB; HeveTHbIX (1) u YeTHbIx (II) rpamopurnHanos.

B wuTOroBbix 3anucax K OMUCAM CTPaxoBbiX KOMUA KUHOPOTOGOHOOOKYMEHTOB
yKa3sblBaeTCs Takke ux o6bem B MeTpax, Kagpax, Yacax 3By4aHus.

Homep eguHuubl ydeta cTpaxoBoro oHga  KMHOOTOGOHOOOKYMEHTOB
NepeHOCUTCS B OMUCb U3 KHUIMM ydeTa NOCTYNNeHnn. ApXMBHbIM LWNAPOM eanHNLbI ydeTa
cTpaxoBoro oHaa KMHOMOTOOHOLOKYMEHTA S$BMAETCA HasBaHMe apxuBa, HOMep
eanHULbl yd4eTa cTpaxoBoro ooHaa ¢ gobasneHmem nHaekca "Co".

3.7.14.4. YdyeT KONUM apXMBHbIX [OOKYMEHTOB, CO3[daHHbIX B Mpouecce Wux
MCMNONb30BaHUSA M BKITOYEHHBIX B (POHA NOSIb30BaHUSA, BEOETCS B apxXmBe B OTAESIbHOW
KHUre yyeTta Konum 3TMX JOKYMEHTOB.

Y4yeT My3eMHbIX NpeagMeToB U 6MGnMoTeYHbIX hoHAOB

3.7.15. YyeT My3enHbIX NpeaMeToB, SBMAAIOLLMUXCA BIIOXKEHNEM B eSO, BedeTcH B
ycTaHOBNeHHOM nopsake (cm. n. 3.7.13).

My3selHble npeaMeTbl, He SABMAWMECA BrOXEHUAMU B Oeno, MNPUHATbIE Ha
XpaHeHWe B COCTaBe apXMBHOro oHAa, YYUTbIBAKOTCA B cOCTaBe 3Toro oHAa Kak
eaNHULbl XpaHeHuda. Npu 3HaYMTEeNbHOM KOMMYECTBE TaKMX €OUHUL XPaHEHUS Ha HUX
cocTaBndeTcs oTgernbHas onucb Aen, JOKYMEHTOB.

BkrntoyeHue B coctaB MysenHoro ooHga Poccunckon defepaumm n ydeT AaHHbIX
My3€elHbIX NpeaMeTOB OCYLLEeCTBASTCA B COOTBETCTBUM C MOPSIAKOM, YCTaHOBIIEHHbLIM
crneunanbHO YNONHOMOYEHHbIM heaepanbHbIM OpraHoOM MCMNOSTHATESNbHOWM BRactn ans
MyseinHoro gooHaa Poccuinckon ®epepaumm.

YyeT My3enHbIX NpeamMeToB, coAepXXalmx [paroueHHble MeTansibl U KaMHW,
BeAeTCsA B yCTAHOBMNEHHOM nopsgke (cm. n. 3.7.10).

3.7.16. Y4yer 6GuOBNMOTEYHOro (CnNpaBOYHO-MHGOPMALUMOHHOIO) (poHOa apxusa
BeJeTCA B COOTBETCTBMM C MOPSAKOM, YCTAHOBMEHHbLIM CrneuuanbHO YNOSTHOMOYEHHbIM
defepanbHbIM OpraHOM UCMONHUTENBHOW BNacTu ans 6ubnnoteyvHbix ooOHOOB.

IV. OpraHusauma KoMmnneKkToBaHUA apxmBa JOKYMEeHTaMu apxmuBHoro choHaa
Poccuinnckon ®egepaumum v ApyruMmm apxXmMBHbIMU JOKYMEHTaMMU
(B paspgene Ha rocyfapCTBeHHbIe U MyHUUMNANbHbIE My3en U GUGNnoTekun
pacnpocTtpaHsatTea nn. 4.3, 4.3.1,4.3.2,4.4.2,4.4.3, 4.4.4, 4.7)



4.1. CuctemaTtmyeckoe rMOMOSIHEHNE apxuBa AOKYMeHTaMu ApXMBHOro ¢oHaa
Poccunckon degepaumm (KOMNIIEKTOBaHNE apXmnBa) BKOYAET:

onpegeneHne NCTOYHUKOB KOMIMIEKTOBAHUSA apXmnBa;

onpegeneHne coctaBa apXMBHbIX JOKYMEHTOB, Nognexawmx npuemy B apxus,

npuem-nepenavy apxmBHbIX JOKYMEHTOB B apXuB.

MCTOYHNKM KOMNNEeKToOBaHUS apxuBa

4.2. [ocygapcTBeHHble opraHbl U opraHbl MECTHOIO camoyrnpasSieHUS BKINKOYaKTCA
B CMUCKM MCTOYHUKOB KOMMMEKTOBAHUSA roCyJapCTBEHHbIX N MyHULMNASbHBIX apXMBOB B
obs3aTenbHOM Nopsiake.

NCTOYHMKaMM KOMMSIEKTOBAHUA apxuBa BbICTYNAlOT TakkKe opraHmsauum U
rpaxkgaHe, B npouecce OeATENbHOCTU KOTOpbIX 06pasyrTca OOKYMEHTbl APXMBHOMO
doHpa Poccumnckon depepaunu.

HerocygapCTBeHHble oOpraHusauum, a Takke rpaxgaHe BKIHYakTCAa B CIUCKU
NCTOYHUKOB KOMMMEKTOBAHNSA apxmMBa Ha OCHOBaHUM 4OroBopa.

HerocyaapcTBeHHble opraHusauum, BPEMEHHO XpaHswme OO0KYMeHTbl APXMBHOIO
doHaa Poccuinckon ®depepauuun, oTHoOcAWwMecs K degepanbHOM COBCTBEHHOCTH,
cobCTBEHHOCTU cyObeKToB Poccunckon depepaumn nnn MYyHULMNanNbLHOM
COBCTBEHHOCTN, BKMKOYAKTCA B CMUCKA UCTOYHWKOB KOMMSIEKTOBAHUS TEX apXuBOB,
MCTOYMHUKAMM  KOMMMEKTOBAHUS  KOTOPbIX  ABNSAAUCH  UX  MPefLeCTBEHHUKN -
rocygapCTBEHHbIE U MyHUUMNAarnbHble OpraHmM3aunu.

4.21. OTHECEHME K WCTOYHMKAM KOMMIMEKTOBaHUA apxuBa MNPOM3BOAUTCS Ha
OCHOBaHWWN KPUTEPUEB:

ANs1 opraHmnsaumin:

PYHKLNOHANBbHO-LENEBOro Ha3Ha4YeHNs opraHuMsauumn (4na rpynnbl opraHnsauumm,
BbIMOSHAKOLWMX aHaNornyHble yHKUUKU, MCNosib3yeTcs doopma BbIDOPOYHOro npuema);

NOSTHOTbLI OTPaXXeHUa MHMOpPMaUUM O AeATENIbHOCTM OopraHu3auum B apXMBHbIX
dooHOax apyrnx opraHusaumm,

AnNs rpaxnaH:

BKNag TrpaxgaHuHa B pasBUTME Hayku, KynbTypbl W gpyrux obnacrten
[EeATEeNbHOCTY;

ero ponb B KayecTBe Yy4vacTHMKA, Oo4veBMaLa BblOalOLWMXCHA COObITUA B >KU3HWU
obLecTBa;

POLCTBEHHbIE, OPYXECKME, TBOPYECKME CBA3N T[pakaaHuHa, MecTo paboThl,
3aHMMaemMasi AOMKHOCTb;

TUMWYHOCTb €ro apXMBHbLIX [AOKYMEHTOB Ans 3noxu (AOKYyMeHTbl "psagoBbix”
rpaxgaH);

COCTaB 1 cofepXaHne cobpaHHbIX rpaKgaHMHOM apXMBHbIX JOKYMEHTOB.

CnNnNcKn NCTOYHUKOB KOMMJIEKTOBAHUA apxuBa

4.2.2. CnuCcKM WNCTOYHUKOB KOMMMEKTOBAHUS COCTaBNSKTCS apXuMBOM Ha
OCHOBaHWK 3akoHogaTtenbcTBa 06 apxmBHOM gene B Poccuinickon depepaunmmn, HoOpm
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nn. 4.2 wn 4.2.1 Hactodawmux [lpaBun, a Takke pekomMeHgauun crneymanbHO
YNOSTHOMOYEHHOIro peiepanbHOro opraHa UCMONMHUTESNBHOW BlacTu B chepe apXmBHOro
Aena, noaroToBfEeHHbIX CaMOCTOATENBbHO WM COBMECTHO C ApyruMu hefepanbHbiMU
opraHamy MWCMNOSIHUTENbHOW BNactu, B TOM YWUCre OCYLLEeCTBASLWMMN Oeno3nTapHoe
XpaHeHue gokymeHToB ApxmBHoro poHaa Poccuinckon denepaumn.

ApxvB BedeT CNUCOK OpraHu3aumm - WUCTOYHMKOB KOMMMEKTOBAHUS MO
yCTaHOBIEHHOW hopMe.

Cnucok rpaxgaH (COBCTBEHHWKOB WNWM BriageribLEeB apXMBHbIX OOKYMEHTOB) -
MCTOYHMKOB KOMMSIEKTOBaHMS Be4ETCHA MO NPUHATON B apxmBe opMe ¢ obsisaTernbHbIM
ykaszaHnem damunnn, UMeH, OTYeCTB, aJpecoB MecTa XUTemnbCTBa, HPUANYECKOro
0060CHOBaHMS BO3MOXHOCTM Nnepeaaym Ux apxXmBHbIX JOKYMEHTOB B apXUB.

B apxuBe, npMHMMaloWeM Ha XpaHeHue pasnuyHble BUObl apXMBHbIX JOKYMEHTOB,
COCTaBMATCA W BeOyTCA CaMOCTOATESIbHbIE CMUCKU OpraHus3aumMm - WUCTOYHWUKOB
KOMMMAEKTOBAHNA  HayYHO-TEXHUYECKOW [OOKyMEHTauuMeWn, CrUCKM OopraHu3auum -
MCTOYHNKOB KOMMSIEKTOBAHUS ayAnoBmU3yarbHbIMU AOKYMEHTaMWN.

4.2.2.1. TlpoeKkTbl CMUCKOB WCTOYMHMKOB KOMMJIEKTOBAHUA  doefepanbHbIX
rocyJapCTBEHHbIX apxXMBOB MOCMe pPacCMOTPEHUS UX Ha IKCNEepPTHO-MNPOBEPOYHON
kommccun  (OIMK) apxuBa npeactaBndaAlTCs Ha  cornacoBaHue  LleHTpanbHom
9KCNEepTHO-NPOBEPOYHOW KomMumccum (LU3MK)  cneunanbHO  YNONHOMOYEHHOrO
doegepanbHOro opraHa WUCMOMHUTENbHOM BractTM B cdepe apxXuBHOro Aena;
rocygapCTBEHHbIX apxmBoB cybbekTa Poccunckon degepaumm u MyHUUMNANbHbBIX
apxuBoB - Ha cornacosaHne OlNK ynonHOMOYEHHOro opraHa WUCMONHUTENBbHOW BRacTU
cybbekTa Poccuinckon degepaunmn B cpepe apxmBHOro gena; opraHmsauumn Poccuimnckon
akagemMumn Hayk - Ha cornacoBaHue 3K Apxmnsa Poccuinckon akagemMmn Hayk.

PeweHnne LO3IMNK cneymanbHO ynonHOMOYEHHOro deaepanbHOro  opraHa
NCMNONHUTENBHOW Bractu B cdepe apxuBHoro gena, OlK ynonHoOMO4YeHHOro opraHa
MCNoNHUTENBbHON BriacTn cybbekta Poccuinckon Pepepaumm B chepe apxmBHOro gena,
OlNK ApxuBa Poccuickon akagemMum Hayk O COrflacoBaHUM Crvcka WCTOYHMKOB
KOMMNNEKTOBaHNS apxuBa ABMNAETCA OCHOBaHWEM AJS1 ero YTBEPXAEHUS pyKoBOACTBOM
COOTBETCTBYIOLLEro apxuBa WM  OpraHoOM MECTHOro camoynpasneHus (ons
MYHULMMNANbHbIX apX1BOB), Npe3nanymomMm Poccuinckon akagemmm Hayk.

ApxuB BrpaBe BECTU CMNCOK BO3MOXHbIX MCTOYHUKOB KOMMIEKTOBAHMS.

CnpaBkKu, 3KCNepTHble 3akMYEeHUs O BKIIKYEHUU OpraHuM3aumin u rpaxgaH B
CMUCKM WCTOYHMKOB KOMIMSEKTOBAHUA apxvBa WM UCKIIOYEHUN WX U3 yKa3aHHbIX
CMMCKOB, a Takke O opMe npuema apxuBHbIX [JOKYMEHTOB Ha XpaHeHue W
npencTaBnsOTCS:

denepanbHbIMW  TOCYyAapCTBEHHBIMM  apxuBaMu - Ha paccmoTpeHue LISMK
crneunanbHO YMNOSIHOMOYEHHOro efepanibHOro opraHa WCMNOSIHUTENbLHOW BRactn B
cchepe apxmBHOro gena (pelleHne ob UCKMYEHUN opraHmM3auum U3 Crnnmcka MCTOYHMKOB
KOMMMEeKToBaHUA doeaeparnbHOro rocy4apCTBEeHHOro apxuBa B Cryyae ee nukesugaumm
npuHumaeTcsa IMMK denepanbHOro rocyaapcTtBEHHOro apxuea);

rocygapCTBeHHbIMW  apxmBamu  cybbektoB  Poccunckon  depepauum v
MYHUUMMNANbHbIMKM  apxuBaMmn - Ha paccmoTpeHne JIlK ynosiHOMOYeHHOro opraHa
MCNONHUTENBbHOM BNacTn cybbekta Poccunckon ®epgepaumm B chepe apxmBHOro aena;

opraHmsaumsimm Poccuinckon akageMmm Hayk - Ha paccmoTpenue JIINK Apxusa
Poccunckon akagemum Hayk.



YTOYHEHNE U nepeyTBepPXOeHNE CMUCKOB UCTOYHWKOB KOMIMIEKTOBAHUS apXMBOB
npoBoaAaTca no mepe Heobxogumoctn. OcHOBaHMEM AN 3TOro ABNAKTCA: cO3gaHue,
peopraHuMsauusi, nuKBMOAUMA  rOCyOapCTBEHHOrO0  opraHa, opraHa  MeCTHOro
camoynpaBfieHns, OpraHM3aunn; 0Tkas HErocygapCTBEHHbIX OpraHM3aunin U rpaxagaH oT
COTPYAHWYECTBA C apXxMBOM (pacTopeHue pgorosopa); peweHue LIIMK cneunansHo
YNOSTHOMOYEHHOIrO (heepanbHOro opraHa UCMOMHUTENBHOW BlacTu B cdhepe apXUBHOIO
aena, OlK ynonHOMOYEHHOro opraHa MCNOMHUTENbHOW Bnactu cybbekta Poccumnckon
depnepaunn B cdepe apxmBHoro gena n IMNK ApxuBa Poccumnckon akagemumm Hayk o
nepegaye opraHu3auumM B CNUCOK MCTOYHWKOB KOMIMMEKTOBAHWSA [APYroro apxuvBa.
OpraHusaumsa MoxeT OblTb UCKMIOYEHA M3 CMNCKA MCTOYHMKOB KOMMMEKTOBAHUS apXuBa,
€Cnun B npouecce OesTenbHOCTU opraHM3auumn nepectann obpasoBbiBaTbCS AOKYMEHTbI
ApxusHoro ¢poHga Poccumnckon denepauun.

4.2.3. ApxuB BefeT HabnogaTenbHOe Oeno Ha KaXabli rocyfapCTBEHHbIM OpraH,
opraH MecTHOro camoynpasSieHUA N OpraHM3auUnio - UCTOYHUK KOMMIIEKTOBAHNA apXumBa,
B KOTOPOE BKMOYAOTCA [AOKYMEHTbl, XapakTepusyllmMe ero npaBoOBOM cCTaTtyc W
AeAaTenbHOCTb, a Takke paboTy apxvBa UM opraHusauuio  [OOKYMEHTOB B
aenonpounssoacTtee. HabniogatensHoe geno MoXeT ObiTb 3aBeAEHO U Ha rpaXgaHuHa -
MCTOYHMK KOMMMEKTOBAHUSA apxmBa, B KOTOPOE BKMHOYAKTCA CBEAEHUSA O COCTaBe W
coaepXXaHnn ero apxmBHbIX JOKYMEHTOB.

B uensax yyeta paboTbl C ICTOMHMKAMKN KOMMSIEKTOBAHUS apXmB BrnpaBe co3faBaTtb
YyYEeTHO-CNpaBOYHble KapToTekn 1 6asbl JaHHbIX.

I'Iopnp,ox dKCnepTnu3bl ULEHHOCTU AOKYMEHTOB

4.3. ApxvBHble JOKYMEHTbI BKIOYaTCH B cocTaB ApxmBHOro poHga Poccurickon
degepaumm  Ha OCHOBaHMM 3IKCNEPTU3bl LEHHOCTU [OOKYMEHTOB (T.e. U3yYeHus
AOKYMEHTOB Ha OCHOBE KpUTEpMEB WX LEHHOCTM B UenaxX onpeaerieHns CpoKoB
XpaHeHUs1 JOKYMEHTOB M UX OTOOpa Ha NOCTOSIHHOE XpaHeEHMe).

BkrtodeHne [OoOKymeHTOB B cocTaB ApxuBHOro ¢oHga Poccuinckon depepaunu
OCYLLECTBIIIETCA Ha OCHOBE KOMMMEKCHOrO MPUMEHEHNA KPUTEPUEB MNPOUCXOXKOEHUS
AOKYMEHTOB (PYHKLMOHANbHO-LENeBoe HasHa4YeHNne MWCTOYHMKA KOMMSEKTOBAHUS C
y4yeToM ero ocobor ponu unm TMNOBOro Xxapakrepa, BpeMsi U MecTO CO34aHUsA LOKYMeHTa
M T.N.), COAEPXaHUS [OOKYMEHTOB (3HA4YMMOCTb WH(opmauuuM, B TOM u4ucne ee
YHUKANbHOCTb, TUMUYHOCTb WM MOBTOPSIEMOCTb, BWUA, AOKYMEHTa, ero noaSfIMHHOCTD),
BHELLHNX OCOBEHHOCTEN AOKYMEHTOB (hopMa (pUKCMpoBaHUA U nepeaaydn CoAep>KaHug,
yOOCTOBEPEHUS U OPOPMIIEHUS JOKYMEHTA).

[Mpn BKNHOYEHMM OOKYMEHTOB B cocTaB ApxuBHoro oHga Poccuiickon denepauunm
ncnonb3yeTca Takke dopMa MNOBMAOBOIO WM rPynnoBOro BbIBOPOYHOroO npuema
AOKYMEHTOB.

4.3.1. PeweHne Hay4yHO-METOOMYECKMX BOMPOCOB, CBSA3AHHbLIX C 3KCMEPTU30W
LEHHOCTU [OOKYMEHTOB W BKMNKOYeHMeM ux B coctaB ApxmBHoro ¢oHga Poccunckon
depnepaumn, a Takke ¢ onpegeneHnem B ero coctaBe ocobo LIeHHbIX JOKYMEHTOB, B TOM
yucne YHUKaNbHbIX AOKYMEHTOB, ocyLecTBngeTcs L3lK cneumarnbsHoO
YNOSTHOMOYEHHOro doeaeparnbHOro opraHa UCNONMHUTENBHON BNacTn B chepe apXuBHOIo
aena.



JKcnepTnsa LEHHOCTU LOKYMEHTOB OCYLLEeCTBNAETCA YNOSIHOMOYEHHbIM OpraHoMm
NCNonHUTENbHOM BrnacTu cybvekrta Poccuinckon ®egepaunn B chepe apxmBHOro gena,
apXMBOM COBMECTHO C COOCTBEHHMKOM WM BnagenbLeM apXMBHbIX LOKYMEHTOB B
COOTBETCTBUM C KPUTEPUSMU, YCTAHOBMNEHHbIMU B . 4.3 HacToswwmx NMpasun.

Mpn npoBedeHUM IKCNepTU3bl LEHHOCTU OOKYMEHTOB W OMpefenieHun CpPOoKOB
XpaHeHUs1 [OOKYMEHTOB apXMB pPYKOBOACTBYETCA MNEePeyYHAMU TUMOBbLIX apXUBHbIX
AOKYMEHTOB C yKa3aHMEM CPOKOB XpPaHEHMsI; NepedHaMn OKYMEHTOB, 06pasyroLmxcs B
npouecce pfeaTenbHOCTM dredeparnbHbiX OpPraHoB rOCYyAapCTBEHHOW BNAcTW, WHbIX
rocygapcTBeHHbIX opraHoB Poccuinckon ®egepaunu, a Takke B npoLecce AeaTeNlbHOCTH
NnogBeAOMCTBEHHbLIX MM OpraHusauui, C yKasaHMEM CPOKOB XpaHeHuda (oTpacrneBble
nepeyHun); a Takke CpoKaMu XpaHeHUs OTAEeNbHbIX BUOOB apXMBHbIX JOKYMEHTOB, B TOM
yucrie  He  BoweAWMX B YKasaHHble MepeyHu, KOTopble  yCTaHaBnMBaKTCH
3akoHogaTenbcTBoM Poccuinckon denepaumn.

PeweHunsa o Bknwo4veHUn B coctaB ApxuBHoOro ¢oHga Poccunckon depepauuu
KOHKPETHbIX JOKYMeHTOB npuHumMmatotca MK deaepanbHbixX rocygapCTBEHHbIX apXUBOB,
AlK ynornHOMoO4YeHHbIX OpraHoB WCNOJSTHUTENbHOM Bractu cybbekToB Poccuinckon
depepaumm B cdepe apxvMBHOrO fdenia, 9KCNepTHbIMU  (POHOOBO-3aKYNOYHbLIMU
KOMUCCUAMM rOCY4apCTBEHHbBIX U MyHUUMNAIbHbIX My3eeB, 3KCNEepPTHbIMW KOMUCCUSMU
rocygapCTBEHHbIX U MyHUUMNanbHbiX omnbnuotek, MK ApxuBa Poccuiickon Akagemmn
HayK Mnpu yTBepXgeHuu onucemn gen, OKYMEHTOB NOCTOSHHOIO CPpOKa XpaHeHUs.

[MonHOMOYMA K1 nOpsSAoK AedTeNbHOCTU  ykasaHHbix 3K  onpegenstoTtcs
MOMNOXEHUAMU O HUX, pa3pabaTbiBaeMbiMW Ha OCHOBE COOTBETCTBYHOLLUMX MPUMEPHbIX
NOSNOXEHUN, yTBepXAaeMblX cheunanbHO YMNOSHOMOYEHHbIM doefeparibHbiM OpraHoMm
NCMNONHUTENBHOM BNacTn B chepe apxXmBHOro gena.

ApxuB paccmaTpuBaeT 1 rotoBuT K yTeepxaeHunto IAMNMK ynonHomMo4YeHHOro opraHa
MCNONHUTENBHOM BRacTu cybbekta Poccuinckon depepaunn B cepe apxmBHOro gena
onucu aern, OOKYMEHTOB (MU MUX rogoBble pasfgenbl) MOCTOSIHHOrO CpoKa XpaHeHus,
obpasoBaBLINXCA B OEATENbHOCTM €ro UCTOYHUKOB KOMMSieKToBaHudA. PepeparbHble
rocygapcTBeHHble apxuBbl, Apxns Poccunckon Akagemumn Hayk yTBEpXOaloT yKas3aHHble
OMUCKU CaMOCTOATESBHO.

ApxuB rotoBuT K cornacoaHuo MK ynonHOMOYEHHOro opraHa UCMOSTHUTENBHOWN
Bnactm cybvekta Poccuiickon ®depepaunmmn B cdepe apxuBHOro gena unm
cornacoBblBaeT B COOTBETCTBMM C NPeAoCTaBfEHHbIMU €My MOSTHOMOYUSMU OnuUCKU Aen
no NMYHOMY COCTaBy (UnM UX rogoBble pasaernbl), akTbl O HEUCMPABUMbIX NOBPEXOEHUSX
AokymeHToB (npunoxeHve N 1). depgepanbHble rocygapCTBEHHble apxmBbl, ApXuB
Poccunckon Akagemum Hayk MpoOBOAAT COrfacoBaHWE MepeyvnCrieHHbIX [LOKYMEHTOB
CaMOCTOSATESbHO.

BknioyeHne [OOKYMEHTOB, HaxoAsLWMXCA B 4YaCTHOM COBCTBEHHOCTW, B COCTaB
ApxusHoro dpoHaa Poccuinckon ®epepaumm ocyLecTBNAeTCA Ha OCHOBaHUN SKCMepTu3bl
LEeHHOCTM [OKYMEHTOB W 0dopMNsieTcs [OroBopoM MexXay COOCTBEHHUMKOM WU
BNagenbuemM apxuBHbIX AOKYMEHTOB W apxuBoM. B gaHHOM [0roBope YykasbiBalOTCS
0653aHHOCTM COBCTBEHHMKA UK BragenbLa apXuUBHbIX JOKYMEHTOB MO XPaHEHUIO, y4eTy
N ncnonb3oBaHUo JoKyMeHTOB ApxmBHoro dpoHaa Poccuickon degepauuu.

4.3.2. dKcnepTmsa LeHHOCTU AOKYMEHTOB B apXmBe NPOBOAUTCS:

MO UCTEYEHUN CPOKOB BPEMEHHOIO XPaHEHNSA apXUBHbIX JOKYMEHTOB, B TOM 4ucCrie
AOKYMEHTOB MO JIMYHOMY COCTaBy, MOCTYMUBLUMX B apXvB OT JIMKBUAUPOBAHHbIX



rocyAapCTBEHHbIX OpraHoB, OpraHOB MECTHOrO caMOyrnpaBfeHnsa 1 opraHnsauun,

npu NOCTYNSEHUN B apxXuUB B UCKNIOYUTENbBbHBIX CnyyYasix [LOKYMEHTOB B
Heyrnops404YeHHOM COCTOSIHUW;

B criydyae 6e3B03BpaTHOIO BbIBO3a apXMBHbIX JOKYMEHTOB 3a pybex.

Mo pesynbTaTaM 9KCMEPTU3bl LIEHHOCTU [OOKYMEHTOB, CPOKW BPEMEHHOro
XpaHEeHUs KOTOPbIX WUCTEKSU, B TOM YuCIle AOKYMEHTOB MO fIMYHOMY COCTaBy, apXxvB
COCTaBseT aKT O BblAENIEHUN K YHUYTOXEHUIO JOKYMEHTOB, HE nognexawmx XpaHeHno
(npunoxenne N 11), n B yCTaHOBMEHHOM MOPSAKE BHOCUT WM3MEHEHUS B YYeTHble
OOKYMEHTbl apxuBa.

B pesynbTate aKcneptMsbl LEHHOCTU [OOKYMEHTOB, MOCTYNUBLUMX B apxvB B
HeynopsigoYeHHOM COCTOSAHUWN, apXUB COCTaBMIsieT onucu gen, AOKYMEHTOB MOCTOAHHOMO
XpaHeHunda, onucn gen BpemeHHoro (ceBbiwe 10 neT) cpoka XpaHeHus, onucu gen no
NMMYHOMY COCTaBYy M akT O BblAENIEHUN K YHUYTOXEHWIO OOKYMEHTOB, He Noanexaiumx
XpaHeHuto (npunoxenune N 11).

Moanexawme yHUYTOXEHNIO apXMBHblE AOKYMEHTbI nepefarTcs Ha nepepaboTky
(yTunmsaumi) 1M CHMMaKTCA C ydeTa B YCTaHoBreHHoOM nopsgke. Cpava pgen
odopmMmnseTca NnpuemMo-ca4aTtoyHoOn HaknagHon, B KOTOPOW yKasblBalOTCA gaTa rnepegaydu,
KONM4eCcTBO caaBaeMblx Aen 1 Bec BymMakHON MakynaTypbl.

I'Iopn,qox npunemMma apXxmBHbLIX OKYMEHTOB

4.4. OT WUCTOYHMKOB KOMMMEKTOBAHMUS apxuBa [OOKYMEHTbl ApXMBHOro doHaa
Poccurckon degepaumm NpUHMMAaKOTCA rocygapCTBEHHLIM U MYyHULMMNANbHBIM apXUBOM,
opraHusaumen POCCUMCKON akageMum HayK MO MUCTEeYEeHUM CPOKOB WX BPEMEHHOro
XpaHeHUs1, yCTaHOBNEHHbIX 3aKOHo4aTeNnbCTBOM Poccumnckon denepaunu.

B nckniounTenbHbIX CryyYyasx CPOKM BPEMEHHOIO XpaHeHUs JOKYMEHTOB APXMBHOIO
doHaa Poccurckon Pepepaumm Moryt ObiTb MNpoAgfeHbl MO npocbbe WUCTOYHMKOB
KOMMAEKTOBAHUA apxmBa Npu HeOBXOAMMOCTU NPaAKTUYECKOro UCMNOSIb30BaHUS apXUBHbIX
OOKYMEHTOB WM OTCYTCTBUSA Yy apxuBa BO3MOXHOCTM [ANA nNpuema yKa3aHHbIX
AOKYMEHTOB B CpPOKW, YyCTaHOBMEHHble 3akoHoaaTenbCTBOM Poccuiickon depepaumn.
[MpoaneHne ykasaHHbIX CPOKOB OCYLLECTBNSETCA: ANS MCTOYHMKOB KOMMJSIEKTOBAHUA
deaepanbHbiXx apxuBoB - peweHnem IlK denepanbHbiX apxvMBOB; ANA WUCTOYHWUKOB
KOMMNNEKTOBaHUSA ApyrMx apxuBoB - peweHnem 3lK ynonHOMOYEHHbIX OpraHoB
MCMNONHUTENBbHOM BnacTu cybbekTtoB Poccuiickon ®eaepaumm B chepe apxmBHOro aena;
AJ151 ICTOYHMKOB KOMMSiekToBaHMs ApxmnBa Poccminckon akagemum Hayk - pewieHnem AlNK
9TOro apxmsa.

Cpokn BpeMeHHOro XxpaHeHuss [OOoKymMeHToB ApxuBHOro ¢oHga Poccunckon
denepaumn B HerocygapCTBEHHbIX OpraHusauusix onpegenstoTcs B LOroBope MeXay
apXMBOM N COBCTBEHHUKOM UMK BriagenbLeM yKkasaHHbIX JOKYMEHTOB.

4.4.1. Tlpuem pokymeHTOB ApxuBHoro doHaa Poccuickon ®Pepepauum ot
MCTOYHMKOB KOMMMEKTOBAHUSA OCYLLECTBISIETCA rOCYAapCTBEHHbIM U MyHMLUMNANbHbLIM
apxuBoMm, opraHmsaumen Poccuickon  akagemMum  Hayk B COOTBETCTBUMM  C
nnaHoMm-rpaduKkoM, KOTOpPbIA YTBEPXKOAeTCA PyKOBOLACTBOM apxuBa MO COrnacoBaHuUio C
MCTOYHMKAMKN KOMMMEKToBaHUSA. BHennaHoBbIA MpuemM AOKYMEHTOB ApXMBHOro doHaa
Poccunckon ®egepaumm, a Takke apXmBHbIX JOKYMEHTOB, CPOKM BPEMEHHOIO XpaHeHUs



KOTOpPbIX HEe WCTeKNW, OCYLEeCTBNAEeTCA B Cryyae nuKBMA4aUMWM  UCTOYHMKA
KOMMMNEKTOBAHUS UMK B Crlydae yrpo3bl COXPaHHOCTU apXUBHbIX AOKYMEHTOB.

Mo npocbbe MCTOYHMKOB KOMMIIEKTOBAHUA U MPX HanmMymMmM cBOOOAHbLIX Nnowagen
rocyfapCTBEHHbIN U MyHUUMNASbHbLIA apxuB, opraHndaunsa Poccnnckon akagemumn Hayk
MOXET OCYLLUECTBNATbL OOCPOYHbLIA NMpueM OOKyMeHTOB ApxmBHoro doHga Poccumrckon
depepaumn, a Takke BpEMEHHOE XpaHEHNE apXMBHbIX JOKYMEHTOB Ha OCHOBE 4OroBopa.
Mpuem apxuBHbIX OOKYMEHTOB Ha BPEMEHHOE XpaHeHue OodopMMAETCA TaKKe akToM
npuemMa-nepegayn AOKYMEHTOB Ha XpaHeHue (ripunoxeHve N 9) M npousBoguTcs Mo
cOaToO4YHOW Onucw.

ApPXMBHbIE AOOKYMEHTblI MPUMHUMAKOTCS B OCYQAPCTBEHHbLIA M MYHULMUNANbHbLIN
apxuB, opraHusaumio Poccunckon akagemMum Hayk B YNOpALOYEHHOM COCTOAHUM C
COOTBETCTBYIOLUNUM Hay4YHO-CMpPaBOYHbIM annapaTtoM M CTPaxoBbiIMU KOMMAMM Ha 0COB0
LUEeHHble OOKYMEHTbl WU YyHUKarnbHble OOKYMeHTbl. Bce paboTbl, cBs3aHHble ¢ O0TOOpOM,
NnoaroToBKOM WM nepedaden apXuBHbIX OOKYMEHTOB Ha MOCTOSAHHOE XpaHeHue, B TOM
yucrne C MUX ynopsagoyvyeHWem U TPaHCNOPTUPOBKOM, BbLINOMHAKTCA 3a CYeT CpeacTs
MCTOYHMKOB KOMMJIEKTOBAHUA, NepefaroLlmnx yKasaHHble JOKYMEHTbI.

[Mpn npuveme apxmBHbIX OOKYMEHTOB MNPOBOLATCA MpoBepka UX pusanyeckoro,
CaHUTAPHO-TUIMEHNYECKOro, TEXHMYECKOrO0 COCTOSIHUA, a TakkKe MNpoBepKa CTpaxoBblX
KomMn Ha o0cobo UeHHble [OKYMEHTbl W YHUKanbHble [OOKYMEHTbl W MpoOBeEpKa
KOMMMAEKTHOCTU YYETHbIX JOKYMEHTOB.

HokymeHTbl ApxmBHOro ¢oHga Poccunckon dPegepauum nNpUHMMaKOTCA B
rocygapCTBeHHbIN U MyHULMNANbHbIN apXuB, opraHnsaunio PoccMnckon akageMmm Hayk
no yreepxaeHHbiM JIK onucam gen, AOKYMEHTOB; AOKYMEHTbI MO JINYHOMY COCTaBy - Mo
cornacoBaHHbiM JMK onucsam gen, AOKYMEHTOB; apXuBHblE OJOKYMEHTbI C HEUCTEKLINUMM
CpoKaMyn BPEMEHHOIO XpaHeHUs - N0 cOaTOYHbIM OMUCAM.

Mpnem gen npou3BoAUTCS NOEOMHUYHO; 0COD0 LIEHHbIE Aena NPUHUMAKTCA C UX
NofIMCTHOW npoBepkon. Ha Bcex ak3emnngapax onucu fgen, OOKYMEHTOB [enaroTcs
OTMETKN O NpuemMe apXmMBHbIX JOKYMEHTOB B apxuB. [pn OTCYTCTBUN eOuHUL, XPaHEHUS,
yKasaHHbIX B ONUCK Aefl, LOKYMEHTOB, B HeW AenaeTcs HoBasi uToroeas 3anucb. Homepa
OTCYTCTBYKOLUMX €OUVHUL, XPaHEHUs W MPUYMHBbI OTCYTCTBUS OroBapuBalOTCA B akTe
npuemMa-nepegayn [OKYMEHTOB Ha XpaHeHwe W B MnpunaraemMon K akTy chpaske.
NCTOYHMK KOMNIEKTOBAHNA NMPUHUMAET Mepbl NO PO3bICKY HE MOCTYNUBLUMX Ha XpaHeHue
apXMUBHbIX OOKYMEHTOB. YTpayeHHble MNOANUHHbLIE aPXMBHbIE AOKYMEHTblI MOryT ObITb
3aMeHEHbI UX KOMUSMMW.

[MpyemMm apxmBHbIX OOKYMEHTOB OQOPMIISIETCA  aKTOM  npuema-nepegayu
OOKYMEHTOB Ha XpaHeHue (rpunoxeHune N 9), cocTaBnsieMbiM B [OBYX 3K3emMnnspax.
OanH aKk3eMnnap octaeTcs B apxmBe, OPYron - B UCTOYHUKE KOMMNeKToBaHus. BmecTe ¢
apXuBHbIMM OOKYMEHTaMW B apxvB nepegarTca Tpu 3K3emnndpa onucu gen,
OOKYMEHTOB.

Mpn nepBoM npueme apxuBHbIX OOKYMEHTOB OT WCTOYHMUKA KOMMSIEKTOBAHMUSA
NnpUHMMaeTCa Takke WUCTopuyeckasi cnpaBka O HeM M ero doHge, kKoTtopasi 3aTem
AononHaeTcs ceegeHnamMn 06 N3MEHEHUSIX B Ha3BaHUU, (PYHKLMSX, CTPYKTYpE UCTOYHMKA
komnnekToBaHus (poHgoobpasoBaTtens).

MpnemMm apxmBHbIX LOKYMEHTOB Ha BPEMEHHOE XpaHeHue OOopMMSEeTCs akToM
npuemMa-nepegaym LOKYMEHTOB Ha XpaHeHue (npunoxeHve N 9) u npousBoauTca Mo
cOaToO4YHOW onucw.



4.4.2. [IokyMeHTbl OT rpaxgaH MOCTynalT B apxuB M BKIIHOYAKOTCA B COCTaB
ApxusHoro gooHaa Poccurckon defepaumm no JOroBopy JapeHud, rno 3aBelaHuto, rno
AO0roBopy Kynnn-npogaxm, no peLeHunto cyaa.

[Mpnem ykasaHHbIX JOKYMEHTOB B apXMB OCYLLECTBIISETCA Ha OCHOBaHUM peLleHuns
AlNK denepanbHoro rocygapctBeHHoro apxuBa; O3lK ynonHOMOYEHHOro opraHa
NCnonHUTEenNbHOM BrnacTu cybvekrta Poccunckon degepaunmn B chepe apxvMBHOro gena;
9KCNepTHOM (POHOOBO-3aKYMOYHON KOMMUCCUWN FOCYOapPCTBEHHONO WKW MyHUUMNANIbHOIo
My3esl; 3KCNePTHOM KOMUCCUM rocy4apCTBEHHOW UNU MyHUUMnanbHon 6nbnmnotekn; MK
ApxuBa Poccunckon akagemmm Hayk no pesynbtaTtaM pacCMOTPEHUS COATOYHOM Unn
OLIEHOYHOW OMMCK N 3aKNioYeHus akcnepTa n oPopMIISeTCs akToM npuemMa Ha XpaHeHue
AOKYMEHTOB NIMYHOro npoucxoxaeHusa (npunoxenne N 10).

[Mpn oTpuuaTenbHOM peLlleHun Bonpoca O npueme unum npuobpeTeHnn apxmBom
YKa3aHHbIX apXMBHbIX LOKYMEHTOB, a Takke BO3BpaTe MO pesyfbTataM 3KCNepTu3bl
LEeHHOCTU MX YacTW M3 Yuchna HaxOOMBLUMXCS B apxuBe, COCTaBMHAETCS akT BO3BpaTa
AOKYMEHTOB B [BYyX ak3emnnsapax. OguH 3K3eMnnsp akta ocTaeTcd B apxuBe, APYron
BMECTe C JOKYMEeHTaMM (MX YaCTbio) BO3BpaLLlaeTCcs COOCTBEHHMKY UK BnagensLy.

4.4.3. AyanoBusyarsibHble OOKYMEHTbl MPUHUMAKOTCS Ha XpaHeHue B crnefyrowem
KOMMNeKTe: KNHOOOKYMEHTbI (ounbMbl, CNEeLUBbINYCKN) - Heratne n3obpaxkeHus, Heratus
dooHOrpamMmsbl, MarHUTHbIA OpuUrMHanm QOHorpaMmbl, MO3UTMBHASA KOMWSA, MarHUTHad
dooHOrpamMma LWyMOB U MY3blKK, NPOMEXYTOYHbBIN NO3UTUB N300paXXeHUs!, YCTaHOBOYHbIE
POSIMKA W nacnopTta Ans UBETHbIX KMHOLOKYMEHTOB (B WCKMIOYUTEMBHbLIX ClyYasix
NPUHUMAETCS HEMOSHbIN  KOMMMEKT); (POTOAOKYMEHTbl - HeraTuB, KOHTPOJSIbHbIN
doTooTnevaToK; (POHOLOKYMEHTbl W  BUOEOAOKYMEHTbl - OpuUrMHam U KOMUS.
OOHOBPEMEHHO MPUHUMAETCS TEKCTOBasi COMNpOBOAMTENbHAs [OOKYMeHTauus: Ans
KWHOOOKYMEHTOB - MOHTa)XHbl€ NIUCTbl, aHHOTaUUK, paspelunTeribHble YOOCTOBEPEHUS K
3aKOHYEHHbIM MNPOU3BEAEHUAM, aKTbl TEXHUYECKOro COCTOSIHWUA, 3anucu LBETOBbIX U
CBETOBbIX MNacnopToB; ANA (POTOAOKYMEHTOB - aHHOoTauus; Anst (POHOO4OKYMEHTOB -
conpoBoguTenbHaa [[OKYMeHTauus; ANs BUAEOLOKYMEHTOB - akTbl TEeXHWYEeCKOro
COCTOSIHUS.

ONEKTPOHHbIE OOKYMEHTbl MPUHUMAKOTCA Ha XpaHeHWe B COMPOBOXAEHUU
NPOrpaMMHbIX CpPeacTB, MNO3BOMSAWMX WX BOCMNPOMU3BECTM, W C HeobXoANMbIM
KOMIMMEKTOM CONPOBOANTESTbHOM AOKYMEHTaLNN.

444, [lOKyMeHTbl, CO3[daHHble apxMBOM B pea3yfibTate WHULNATUBHOIO
AOKYMEHTMPOBAHNA COObITUA COBPEMEHHOCTU WU NPOLWSIOro (aHKkeTbl, poTorpadum,
3anucu BoCNoOMUHaHWKW, Becen, WHTEPBbID WU T.4.), BKAKYAOTCA B cocTaB APXMBHOIO
doHpoa Poccunckon depepaumm M BHOCATCA B OMUCb e, OOKYMEHTOB, KoTopas
ytBepxxagaetcs AlK denepanbHOro rocygapcteseHHoro apxusa, 3K ynonHoOMo4YeHHOro
opraHa ucnosiHMTenbHon BnacTn cybbekta Poccuinckon denepaunmm B chepe apXmMBHOIo
aena, aKkcnepTtHoM  OOHOOBO-3aKyNMOYHOW  KOMUCCMEW  FOCYOapCTBEHHOrO UK
MYHULMMNANbLHOIO My3es; 3KCNepTHON KOMUCCUEN rocyaapCTBEHHOW UM MyHULUUNANbHON
6ubnunotekn, MK Apxma Poccunckon akagemumn Hayk. [1puem ykasaHHbIX JOKYMEHTOB
odopmMnsieTcs akToM npuema-nepenavm JOKYMEHTOB Ha MOCTOSIHHOE XpaHEHMe.

4.4.5. Tlpyem CeKpeTHbIX [JOKYMEHTOB OT WCTOYHWKOB KOMIIEKTOBAHUSA
rocygapCTBEHHOrO M MyHMUMMNANbLHOMO apxuBa, opraHudaumm Poccuinckon akagemmu
HayK OCYLLECTBMNAETCS B COOTBETCTBUM C 3akoHogaTenscTBom Poccunckon degepaumm o
rocygapCTBEeHHOM TalHe No akTy W OTAENbHbIM ONUCAM Aer, JOKYMEHTOB.
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anIeM APXUBHbLIX AOKYMEHTOB OT JINMKBUANPOBAHHbIX opral-msauuﬁ

4.5. lNpnem pokymeHtoB ApxmBHOro ¢oHga Poccuinckon depepaumm u opyrux
apXMBHbIX [OOKYMEHTOB, CPOKM BPEMEHHOIO XPaHEHUA KOTOPbIX HEe WCTEeKNu, OT
NUKBUANPOBAHHbLIX FOCY4apCTBEHHbLIX OpraHoOB, OpPraHOB MECTHOro camMoyrnpaBfieHUs,
rocy4apCTBEHHbIX MU MyHMLUUNANbHbLIX OPraHn3aunin OCYLLECTBMAETCSA B COOTBETCTBUN C
AENCTBYIOLMM 3aKoHOA4ATENbCTBOM UM B NOPSiAKE, YCTAHOBEHHOM HACTOALWMMU
MpaBunamu (cm. n. 4.4.1).

[Mpy nuKBMAaUMmM HErocyaapCTBEHHbIX OpraHM3aunin obpasoBaBLUMECH B NpoLecce
NX OEeATeNIbHOCTU OOKYMeHTbl ApxmBHOro dpoHaa Poccuinckon denepauumn, LOKYMEHTDI
No NMYHOMY COCTaBY, a TaKKe apXMBHblE AOKYMEHTbl, CPOKM BPEMEHHOINO XpaHEHUs
KOTOPbIX HE WCTEKNM, MOCTynakwT B apxuB B COOTBETCTBMM C 3aKOHOLATENLCTBOM
Poccunckon degepauum n Ha 0OCHOBaHUM JOroBopa Mexay NMKBMOauMOHHOW KOMUCCUEN
(nukBnpgatopom) n apxusom. [lpM STOM NMKBMAAUMOHHASA KomMuccusa (NMKBMAaaTop)
opraHumsyeT nx ynopagoyeHue B yCTaHOBIEHHOM NOpPSIAKe.

ApXUBHbIE JOKYMEHTbI C HEUCTEKLLUMMM CPOKaMN BPEMEHHOIO XPaHEHUS, MPUHATbIE
apxXuBoM OT JMKBMOWPOBAHHOW OpraHu3auumm, BbIAENAKTCA K YHUYTOXEHMUIO MO
NCTEYEHNN YCTAHOBIIEHHbIX CPOKOB XpaHEHUsl. ApPXMBHbIE OOKYMEHTbI, UMEKLMNE B
COOTBETCTBMM C TUMOBLIMW WUIN OTPACNEBbLIMU MNEPEYHAMM CPOK XPaHEHUSI C NMOMETKON
"OlNK", BblOENATCA K YHUYTOXEHUIO TOSMbKO MOCre MpoBeAeHUA 3KCrnepTusbl WX
LEeHHOCTN 1 0TBopa Ha NOCTOSIHHOE XPaHEHME.

I'Iepe.qatla APXUBHbIX OOKYMEHTOB U3 apXuBa B apXuB

4.6. [lepepada apxmBHbIX [OOKYMEHTOB, Haxogswuxcs B denepanbHOn
cobcTBEHHOCTU, cOBCTBEHHOCTU cybbekTa Poccuickon degepauyum nnm MyHuUMnansHoOn
COBCTBEHHOCTU, M3 OOHOrO apxvMBa B [APYroh OCYLLUECTBNAETCS B COOTBETCTBUMM C
3akoHogaTenbctBOM  Poccuiickon  depepauuun,  3akoHOAATeNbCTBOM  CybbekTa
Poccunckon ®egepaumn, MyHuUMNanbHbLIMW MNpaBoBbiMM  akTamu. [lpn nepepade
COCTaBnseTCA aKkT npuemMa-nepenaym OOKYMEHTOB Ha XxpaHeHue (npuroxeHue N 9) B
ABYX 9K3emnndpax, OOHOBPEMEHHO MepedarTca TpU IK3emnnapa onucen gen,
OOKYMEHTOB, Aeno ooHaa n nuct poHaa.

KomMmnnekroBaHue ApPXUBHbIMU AOKYMEHTaMUu U3-3a py6e>Ka

4.7. ApxvB MOXET KOMMNMEKTOBATbCA apXMBHbIMM [OKYMEHTaMW POCCUIACKOrO
NPOUCXOXAEHUS, HaXoAALWMMUCS MO pasfMYHbIM NpUYMHaM 3a npegenamu Poccuiickoi
degepaummn, wWunNnu  apxXMBHbIMW  OOKYMEHTaMM  3apybexxHOro  npOMCXOXOEHMS,
nMmerowmnmMmn 3HadeHme gns Poccun.

Mpuem nonyyYeHHbIX U3-3a pybexa apxvMBHbIX [OOKYMEHTOB B  apxuB
OCYLLECTBMSETCA B COOTBETCTBUMN C OrOBOPOM MeXAy COOCTBEHHUKOM MK BnagenbLem
yKa3aHHbIX JOKYMEHTOB M apXvBOM O Mpojaxe, AapeHWW MOANMHHbIX LOKYMEHTOB MK
X KOMWUA, OOMeHe KOMMSMWU AOKYMEHTOB. 3akrioyeHne [oroBopa OCYLUECTBISIETCS C
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y4eToM 3aKkoHoJaTenbCTBa COOTBETCTBYHOLWENW CTpaHbl. B pgoroBope  moryT
oroBapuBatbCAd 0cobble  YyCrnOBMS  WUCMNOMb30OBaHWA  NepedaBaeMblX  apXMBHbIX
AOKyMeHTOB. [1pnem oopmnaeTcs akToMm npuemMa-nepenaym JOKYMEHTOB Ha XpaHeHue
(npunoxexne N 9).

ApXuBHble OOKYMEHTbl, MOCTynuBLUME K3-3a pybexa B BuAe NOASIMHHUKOB WU
KOMMA Ha npaBax MOASNIMHHMKOB, MPUHATbIE HA [MOCTOSHHOE XpaHeHWe B apXxus,
He3aBUCUMO OT WX MPOUCXOXOEHUS BKOYaTCA B coctaB ApxuBHOro doHaa
Poccuinckon ®epepaumn v nognexart rocyaapCTBEHHOMY y4YeTy.

B3anmopgencreue apxXxuBa C ICTOYHUKaMUMN KOMMNJIeKTOBaHUA

4.8. ApxuB COBMECTHO C MCTOYHUKaAMKN KOMMSIEKTOBAHUS apxMBa paccMaTpuBaeT n
roTOBUT K  COrfacoBaHMKO  COOTBETCTBYHOLWMM  YMNOSIHOMOYEHHbIM  OpraHom
MCMNONHUTENBHOW BracTu B cpepe apXmMBHOIo ena unm cornacoBbiBaeT B COOTBETCTBUN
C npefoCTaBlfiEHHbIMM €My TMOSIHOMOYMSAMU  UHCTPYKUMM NO  [OeSionpoun3BOACTBY,
npUMeEpHble W UWHAMBMAOYASbHbIE HOMEHKNATypbl Aefl, MnonoxeHna o6 apxuBax W
9KCNEePTHbIX KOMUCCUAX UCTOYHUKOB KOMIMIEKTOBAHNSA apXmBa.

ApxuB yvacteyeT B paboTte LIOK (OK) nctouyHmkoB koMnnekToBaHUs apxmBa.

ApxuB nNpvHMMaeT yyacTve B MNpoBepkax cobntogeHus npaswusl opraHu3auumm
XpaHEeHUsl, KOMIMIEKTOBAHUSA, y4yeTa U WCMOMNb30BaHUA apXUBHbIX [JOKYMEHTOB B
MCTOYHMKAX KOMIMIEKTOBAHUSA apxuBa, OpraHuM3yemMblX crneuuanbHO YNOAHOMOYEHHbIM
deneparnbHbiM OpraHoOM UCMNOSTHATENBHOW BNacTn B chepe apXMBHOroO Aena, opraHamm
rocygapctBeHHon Briactu cybbektoB Poccunckon depepaummn, B TOM  4Uche
YNOSIHOMOYEHHbIMW  OpraHamu  UCMOMHUTENbHOM Bnactu cybbektoB Poccuimnckon
depepaumn B cpepe apxmBHOro gena.

4.9. ApxuB B npegenax npenocTaBfneHHbIX €My [MOfIHOMOYMA B Lenax
dopMmupoBaHna U1 obBecnevYeHns COXPaHHOCTU OOKYMEHTOB ApXMBHOro oHaa
Poccunckon Pepepaumn, HaxoOsWMXCS Ha BPEMEHHOM XpaHEeHuW, ocyllecTBrnsieT
B3aMMOENCTBME C OeronpoM3BOLCTBEHHBIMWU, apXMBHLIMU U 3KCNEPTHbIMU Cry>kK6amu
MCTOYHMKOB €ro KOMIMMEKTOBAHUS.

B 9Tux uenax apxvB oOKasblBaeT YyKasaHHbIM CIyX0amM MeTOAUYECKYD U
NpakTUYECKy NOMOLLb, B TOM YMCNe Ha JOroBOPHOM OCHOBE:

B OpraHu3auunn JOKYMEHTOB B 4ernonpon3soacTse U oopMmMpoBaHun gen,

no otbopy OOKyMeHTOB B cocTaB ApxumBHoro dpoHga Poccuinckon depepaumm u
noaroToBKe UX K Nepeaade Ha NOCTOAHHOE XpaHEHWE;

No yrnopsaoyYeHU0 JOKYMEHTOB Mo FIMYHOMY COCTaBy;

Nno BeAdEeHU yyeTa [LOOKYMeHTOB ApxuBHOro doHga Poccurickon depepauum,
HaxXo4sLWMNXCA HA BPEMEHHOM XPaHEHWUMU;

MO MOArOTOBKE HOPMATMBHbLIX W METOANYECKUX [OOKYMEHTOB (mocobui) no
BOMpoOcam OenonpovMs3BoacTBa M apXMBHOTO Aena;

MO COBEpPLUEHCTBOBaHMIO paboTbl  OenonpoOU3BOLCTBEHHbIX, aAPXMBHbIX U
9KCNEePTHbIX CYX6 NCTOYHNKOB KOMMIIEKTOBAHUS;

B MOBbILLEHNN NpodbeccMoHanbHoM kBanmdukaumm paboTHUKOB YKa3aHHbIX CIyx6.

V. OpraHusaumsa ucnonb3oBaHus AOKYMeHTOB ApxuBHoro cphoHaa Poccuitckomn



dJep,epauMM n Apyrux apxXxmBHbIX AOKYMEHTOB B apxXxuBe
FAPAHT:

Cwm. T[lopsgok  MCNosnb30oBaHWA apXMBHbIX  OOKYMEHTOB B rOCYOAPCTBEHHbIX W
MyHUUMNanbHblX apxuBax PO, ytBepxaeHHbIn npukazom MuHKynbTypbl Poccun ot 3
noHa 2013 r. N 635

AocTyn nonb3oBaTenen K apXMBHbIM AOKYMEHTaM

5.1. ApxuB npefocTtaBfnsgeT nonb30BaTeNio OTKPbITble OOKYMEHTbl APXMBHOIO
doHoa Poccuickon depepaumm U Apyrme  apxmBHble  [OKYMEHThI, a Takke
CNpaBOYHO-MONCKOBbIE cpeacTtea K HUM n n3gaHus 6mnbnuoTteyHoro
(cnpaBoOYHO-NUHOPMALMOHHOIO) hoHAa.

ApxmB obecneunmBaeT AOCTyn Mofb3oBaTeNd K CEKPeTHbIM Aenam, aenaw,
cogepxalnm  KoHduaeHuuanbHyt0  MHdopmauuio, ©6aszam gaHHbIX C  Y4EeTOM
orpaHn4yeHnn, yCTaHOBIEHHbIX 3aKOHO4aTeNnbCTBOM Poccuiickon denepaunn, n ycnosun,
KOTOpble YCTaHOBWUNU COOCTBEHHMKM WNW BRagenblbl apXUBHbIX OOKYMEHTOB MpU KX
nepenave B apxus.

[ocTtyn nonb3oBaTens K NoASIMHHUKaAM 0CO60 LIEHHbIX LJOKYMEHTOB, B TOM YuUche
YHUKaNbHbIX LOKYMEHTOB, K OOKYyMeHTam ApxuBHoOro ¢goHga Poccuinckon depepauun,
Haxo4sAWMUMCS B HEYyOOBNETBOPUTENBHOM (PU3MYECKOM COCTOSIHUW, OCYLLECTBIISIETCA B
NUCKMIOYNTESNBbHBLIX Ccrydasax (B TOM u4ucne Ans npoBedeHust paboT no u3yvyeHuto
naneorpaguyecknx OCOBEHHOCTEN TEKCTOB apXMBHbIX LOKYMEHTOB) C MUCbMEHHOIO
paspelweHnss pykoBoautens apxvmBa. [lonb3oBaTentd NpegoCcTaBnsOTCA  KOMUK
YKa3aHHbIX AO0KYMEeHTOB (POHA MOMb30BaHUS) WU OOKYMEHTanbHble nybnukauyuu,
cogepxalune gaHHble JOKYMEHTHI.

ApxvB He BMpaBe OrpaHMyMBaTb WAW ONpedensaTb MNofb30BaTeNio YCnoBuUs
MCNonb3oBaHNsA MHpopMauum, NONy4YEHHON UM B pe3yribTaTe CaMOCTOATENbHOrO noucka
WNM nNpeaocTaBfieHHOM eMy B MNOPSAKE OKa3aHWd apxuBOM MfaTHbIX YCnyr, 3a
UCKMIOYEHNEM  criydaeB,  MNPefyCMOTPEHHbIX  3akoHogaTenbCTBoM  Poccuickon
degepaumm  MNM  OrOBOPEHHbLIX B  [OrOBOPE apxuBa C Nofb3oBaTeneMm o
MHOPMaLMOHHOMY OBCIY>KMBAHMIO.

OpraHusauMﬂ paGOTbI no pacceKkpedinBaHUIO apXUBHbIX JOKYMEHTOB

5.2. PykoBoguTenb apxuBa oOpraHudyeT npoBegeHue paboTbl MO KOHTPOM 3a
CPOKaMM CEKpPEeTHOCTU apXMBHbIX [OOKYMEHTOB, UMeEKLWMUX Trpudbl CEKPETHOCTU, W
MHGOPMUPYET PYKOBOAUTENEN rOCYyAapCTBEHHbBIX OPraHoB, HaAenNeHHbIX NOSTHOMOYUSMU
Nno OTHECEHMIO CBeAEeHMN K TroCygapCTBEHHOM TanHe, a Takke pyKkoBoauTeneu
opraHmsauui O HanuynMm B apxuBe CEKPETHbIX apXMBHbIX OOKYMEHTOB CO CpOKamu
CEKPETHOCTM coaepKalmxca B HUX ceegeHun cebiwe 30 neT, ux coctase U obbemax.

PykoBogutenb apxuBa OpraHu3yeT pacCeKkpeumBaHMe apXMBHbIX OOKYMEHTOB B
cnyyae oduumanbHOro AenermpoBaHusi MOMHOMOYMMA Ha NpoBeAeHME 3Ton paboThbl
PYKOBOAUTENEM COOTBETCTBYIOLLErNO rOCyJapCTBEHHOINO OpraHa unmn opraHmMsauuu.

B apxvBe co3gaeTcsi KOMUCCUSA MO pacCekpeymBaHUI0 apXMBHbIX OOKYMEHTOB.
[MonoxeHne O KOMMUCCUW N MNEepCOHalnbHbLIN COCTaB YTBepXAawTca: B denepanbHOM
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rocygapCTBEHHOM apxuBe - pykoBoauTeNneMm; B apxmBe cybbekta Poccuinckon
degepaumn - pykoBoaUTENEM YMNOMIHOMOYEHHOrO OpraHa MWCMNOSIHATENBLHOW BIlacTu
cybbekTa Poccuinckon ®egepaumm B cpepe apxuBHoro gena. Komucensa ocywiectesnsaeT
paboTy B NSIaHOBOM MOpPsiAKe, a TakKe B CBA3U C 0bpalleHnaMn nonb3oBaTenen.

PeweHne kommccum BCTynaeT B CUIly NOCHe YTBEPXAEHUS PYKOBOAUTENEM
apxuBa. Ha ocHOBaHWM pelleHUst KOMUCCUU OPOPMIISETCA akT O pacceKkpednBaHuu
apXMBHbIX OOKYMEHTOB (CM. . 3.7.7), KOTOpPbIA COrnacoBbiBaeTCA C rocygapCTBEHHbIM
OpraHoM WUnun opraHnsaumen, HagenuBLNUM apXmMB COOTBETCTBYHOLLUMMM NOSTHOMOYNAMM.

3anpocbl  nonb3oBaTesien O  pacCekpeyMBaHUW  apXMBHbIX  OOKYMEHTOB
paccMaTpuBalTCA apXMBOM B YCTAHOBIEHHbIM 3aKOHOOATENbCTBOM CPOK. Ecnn apxus
He MOSIHOMOYEH paccekpeynBaTb 3arnpaluMBaemMble CBEAEHUS, OH B MECSYHbIN CPOK C
MOMEHTa NOCTYNSIEHNA 3anpoca HanpasfsieT ero B COOTBETCTBYHOLLNA rOCYAapCTBEHHbIN
opraH, TMOSIHOMOYHbLIN paccMmaTpuBaTb BOMPOC 00 WX paccekpeumBaHuu, wUnNu B
MexsegomMmcTBeHHY0 komuccutio (MBK) no sawmte rocygapCTBEHHOM TaWHbl UM B
MEXBEOOMCTBEHHYIO 3KCMNEPTHYID KOMWUCCUIO, OEWNCTBYIOLWY B cybbekTe Poccuickon
denepaumn, o 4eM yBeLOMMLAET NOSb30BaTENA, HanpaBMBLLEro 3anpoc.

ApxuB npegoctaBnseT ONS U3y4eHUa M opraHmsauum paccekpevmBaHus YneHam
9KCNEePTHbIX KOMUCCUI, CO34aHHbIX B OpraHmn3aumsix, pykoBogMUTENM KOTOPbIX HadeneHbl
NOSTHOMOYMAMW NO OTHECEHUK CBeAEeHUMW K T[OCyLapCTBEHHOW TauHe, 4fieHam
9KCnepTHbIX rpynn, cdopmupoBaHHbix MBK no 3awmte rocygapCTBEHHOW TaWHbl, a
TakkKe 4fieHaM MHbIX KOMWUCCUMK, TMOSIHOMOYHbIX paccekpeunBaTb  LOKYMEHTbI
NUKBNOMPOBAHHbBIX  OpraHu3aumin, He UMewLWmMx NpaBOMNPEEMHUKOB, apXUBHbIE
AOKYMEHTbI U1 apXmMBHbIE KOMUK, a Takke Heobxoanmyto MHopMaLmio.

CnpaBOYHO-NOUCKOBLIE cpeacTBa (Hay4YHO-CNpaBOYHbINA annapar) K apXMBHbIM
DOKYMeHTaMm

5.3. [Ina obecneyeHnss JoCTyna K apXvMBHbIM OJOKYMEHTaM apxvB npegoctasndaeT
Nnonb3oBaTeENo CNpaBOYHO-NMOUCKOBbIE CpeacTBa K HUM  (COBOKYMHOCTb  OMMCaHWi
apXMBHbIX JOKYMEHTOB, NpeAcTaBNeHHbIX B apXMBHbIX CNpaBOYHUKAX, NpegHasHa4YeHHbIX
A5151 TOUCKa apXUBHbIX AOKYMEHTOB U COoAepKaLEencs B HUX JOKYMEHTHON MHGbOpMaLmn).

5.3.1. Komnnekc B3aMMOCBSI3aHHbIX M B3aMMOOMOJSIHSAEMbIX, CO3[daBaeMbIX Ha
€OVHOM Hay4YHO-MeTOOMYEeCKOM OCHOBE apXMBHbIX CMpPaBOYHMKOB O COCTaBe MU
coAepXaHun apxMBHbIX OOKYMEHTOB (CMCTeMa HaydHo-crnpasBoyHoro annapata (HCA)
apxuBa) BKNtoYaeT obsasaTenbHble AN BeOEHUST B apXMBE apXWMBHbIE CMPaBOYHUKU
(onnckb gen, JOKYMEHTOB; NyTeBOAUTENb; CUCTEMATUYECKUI KaTasnor) U AONOSIHUTESNbHbIE
apXuBHble CNpaBOYHUKM (yKasaTenb; 0630p).

B apxuBe BegeTcs aHanms3 u ydeT coctosHna cuctembl HCA apxmBa Ha 6ymakHOM
HocuTene (kKypHan no y4yety coctosHua HCA, kapToTeka) n/vnn B aBToMaTtuanpoBaHHOM
pexumve.

O6wume TpebGoBaHMA K ONNCAHUIO aPXMBHbIX JOKYMEHTOB

5.4. OnucaHne apxuBHbIX OOKYMEHTOB (co3daHve WHdopMauun Ans apXUBHbIX
CNPaBOYHUKOB) MPOBOAUTCA Ha TPexX YPOBHSX: apXuMBHbIM  ¢oHA, eauHuua



XpaHeHusi/egnHmua yyeTta, apxXmBHbI OKYMEHT. Mpn Heob6xoauMoCTM onncaHne MoxeTt
NPOBOAUTLCA MO rpynnam apxmBHbIX POHAOB, rpynnam eauHUL XpaHeHnsa/eanHuL, yyeTa,
KOMMneKkTam, rpynnamMm apxmBHbIX JOKYMEHTOB, YacTU apXMBHOIMO JOKyMeHTa.

OnucaHne apxmBHbIX [OOKYMEHTOB MNPOBOAUTCA Ha rOCyAapCTBEHHOM A3blKe
Poccurickon ®epepaumm n MOXeET AOMNOMHUTENBbHO NPOBOANTLCSA Ha sA3blkax CyObeKkToB
Poccuinckon degepaumm n s3blkax MEHbLUMHCTB.

OcHOBOWM apXMBHOrO CrpaBOYHMKA SIBAISETCA onucaTefibHas ctaTbs, cocToswasa s
cnegyowmx obssaTenbHbIX 31EMEHTOB: CBEAEHUN, naeHTUMUnpyowmx nHpopmauunio
(HasBaHMe W crpaBOYHble [daHHble apXMBHOrO (PoHAA, eOuHULbl XpaHeHus/eguHULbI
yyeTa, apXuBHOro [OKYMEHTa); CBeAEeHUM O CcocTaBe U coaepxaHum uHpopmauuu;
cBegeHun 06 ycrnoBumsix 4OCTYNa U YCrOBUSAX UCMNOSb30BaHWS MHpopMaLmn; CBEAEHUIA No
NCTOPUKN apxXmBHOro dooHaa (4N ypoBHS apXMBHOro ooHaa).

[Mpn HeobOxooMMOCTM B oOnucaTernbHYH CTaTbi BKIIOYAKTCA AOMNONHUTESbHbIE
CBEAEHUS O MECTOHAXOXOEHUN OpPUIMHAaNoOB; O HaNM4MM apXMBHbIX [JOKYMEHTOB
doHaoobpa3oBaTenss B cocTaBe APYrnX apxXxvmBHbiX (POHAOB U MECTaxX WX XpaHEeHus,
bubnuorpadusa n gp.

5.4.1. OnucatenbHas cTaTbs apXMBHOIO CMpaBOYHMKA Ha YPOBHE apXMBHOIO
doHAa BKMAOYAET: Ha3BaHWe apxmBHOro coHga (cm. n. 3.5.3), cnpaBOYHbIE AaHHbIE O
HEeM, NCTOPUYECKYIO CrpaBKy K (poHOy, aHHOTAUUKO O COCTaBe M COAEP)KAHMMN apXMBHbIX
AOKYMEHTOB, MHhopmMauuio 06 ycrnosusix 4OCTyna 1 Ucnonb3oBaHus, bnbnuorpaduto.

5.4.1.1. CnpaBo4yHble AaHHble 00 apxXxMBHOM (POHOE COCTOAT W3 3feMeHTa
apxuBHoro wudpa (Homepa goHaa); obbema apxmBHOro ooHAa B eAnHuUax XpaHeHus
n/vunn eguHMLax yyeta no Bugam SOKYMEHTauuu; KpanHUX 4aT apXMBHbIX JOKYMEHTOB MO
Kaxgomy — BuOy — OOKYMeHTauuu, nepeyHs nmeroLerocs BHYTPUPOHOBOrO
Hay4HO-CMPaBOYHOro annapara.

5.4.1.2. Victopuyeckas crnpaBka K oOHOY COCTOUT M3 MH(poOpMaunm no nctopum
doHaoobpasoBaTens U ICTOPUM apXMBHOIoO poHAa.

CBepneHust no uctopun poHaoobpasoBaTensa BKAOYaAOT: AaTbl ero obpasoBaHus,
nepeMMeHoBaHus, peopraHnsauum, nUKBMOaUUM, BEAOMCTBEHHYIO MNPUHAASIEXHOCTD,
CTPYKTYPY M OYHKUUKW, HA3BaHWUS OpraHusauuMmn-npegecTBeHHUKa U npaBonpeemMHuka.
CBegeHuss o oHaoobpasoBaTene apxmBHoro doHaa JIMYHOIMO MNPOUCXOXOEHUS
BKMIOYAOT ero KpaTkne 6uorpadumyeckne paHHble (hamunus, uMa, OTYECTBO,
NceBOOHUM, AEBUYbID (hamMunuio, Aatbl XU3HU, Npodeccuto, AaHHbIe O Cry>XebHon n
obuiecTBeHHON pAeATenibHoCTH). ONna apxvMBHOro doHAa CeMbW, pofa aHasnornyHble
CBeOeHUNs AaloTCs O KaXXaoM U3 poacTBEHHUKOB. [1na o6beaAnHEHHOro apxmuBHoro ooHaa
cocTaBnsieTcsa obuiasa nctopnyeckas cnpaska.

CBegeHna No UCTOpUM apxXMBHOrO (poHAa BKOYAKT AaTy ero NocTynneHus B
apxuB, obbeM M KpaWHMe [aTbl apXMBHbIX [LOKYMEHTOB, CTEMNEHb WX COXPaHHOCTW;
0COBGEHHOCTM (POPMUPOBAHUS, OMNUCAHUA W cuctematmsauuu; uHdopmaunio o6
N3MEHEHUAX B COCTaBe M 0ObeEME apxXMBHOro oHA4A M UX MNPUYMHAX, O Hann4un
apXMBHbIX [OOKYMEHTOB ApPYrnx opraHusaumn unm nvy (poHOOBbIE BKOYEHUS); O
COCTaBe Hay4YHO-CMpPaBOYHOro annaparta K apxvBHoMy dooHAy. [na apXuBHOW KONEKLNn
yKa3blBalOTCS CBELEHUS O BPEMEHW, YCMOBUSAX, MPUYMHAX €e COo34aHust; MnpuHUMnax
OpMUPOBaHNSA; MECTOHAXOXAEHUN KONNEKLMN OO NOCTYNSNEHUSI B apXuB; COCTaBuTenNe.

NcTopuyeckaa cnpaBka K dOHAOY KOPPEKTUPYeTCs npu MU3MEHeHUn obbema
apxmBHOro ooHaa, a Takke B Cryyae peopraHusaumm, U3MEHEHUS CTPYKTYpPbl, QOYHKLNN



doHgoobpasoBaTens u T.n.

5.4.1.3. AHHOTaUus O coCcTaBe U COLEPXXaHUU AaPXMUBHbIX OOKYMEHTOB apXUBHOIO
oHAa BKNOYAET KpaTKyto 0606LLEHHYO XapaKTEPUCTUKY 3TUX LOKYMEHTOB MO BUMAAM U
MX  codepXaHuss No  TemMaMm, OTpaxawwWum  HanpasreHuss  OesiTenlbHOCTU
oHooobpasoBatensd, C  yKkas3aHMEM XpoHorormm TemM U oBO3HayYeHueMm  Ux
reorpagouyecknx (aAMMHUCTPaATUBHO-TEPPUTOPUANbHBIX) rPaHuLL.

5.4.1.4. YcnoBua p[ocTtyna K apxXvBHbIM [OOKYMEHTaM apXMBHOIO (poHOa M uX
MCNOJSIb30BaHNA BKINIOYAKOT CBEAEHUS O HannymMmM apXMBHbIX OOKYMEHTOB, OOCTYyN K
KOTOPbIM N NOPSLOK UX MCMNOSIb30BaHUS OrpaHUYeHbl 3akoHoAaTernbCTBOM Poccuimnckon
depepaumn mnn doHgoobpasoBatenem, a Takke CBeAEHMS O HanMyuMu MNOASIMHHMKOB
0CO60 LEHHbIX OOKYMEHTOB, B TOM YMCIl€ YHMKalbHbIX OOKYMEHTOB, U [OOKYMEHTOB
ApxmnBHoro ¢oHga Poccuinckon depepaummn, HaxoOAWMXCH B HeyOOBNEeTBOPUTENIbHOM
PM3MY4ECKOM COCTOAHUN; O HaNU4Yum ooHaa Nonb30BaHUA.

5.4.1.5. bubnuorpadua Kk apxvMBHOMY (pOHAOY BKMOYaAET CrMCOK ONyOnMKOBaHHbIX
CMPaBOYHMKOB MO [aHHOMY OHAY W NOMOHAO0BLIX OOKYMEHTasbHbIX NyoGnukauum,
BbIMOSIHEHHbIX HA €ro OCHOBeE.

5.4.2. OnucartenbHas cTaTbsi apXMBHOIO CrpaBOYHMKA Ha YPOBHE enuHULbI
XpaHeHnsa/eauHULbI y4eTa BKIYaeT: NopsaKoBblA HOMEP euHULbl XpaHeHus/eguHULbI
yyeTa; CTapblil UHBEHTAPHbIA HOMEpP; 3arofloBOK €AWHWLbI XpaHeHus/eguHULbl YyyeTa;
crnpaBOYHble JaHHble O HEW; YKa3aHue Ha NOASIMHHOCTL/KONMUAHOCTbL, BN HOCUTENS (UNn
cnoco® BocnpousBedeHns), £3blK, BHELWHWe 0ocobeHHOCTH, YCrnoBuUA [ocTyna W
MCNOJSIb30BaHNA apXUBHbIX OOKYMeHToB. OnucaTtenbHas ctatbs npu HeobxoammocTu
AOMNOMHAETCH Ha3BaHMEM apXMBHOIMO (PoHA4A M ero CTPYKTYpHOM 4Yactu (onucu pen,
AOKYMEHTOB), aHHOTauuen oTAenbHbIX apXMBHbIX OOKYMEHTOB UMW WX rpynn OaHHOWM
eVHVLbl XpaHeHus/eguHULbl yyeTa.

5.4.2.1. 3aronoBOK eQMHULbI XpaHEeHUS yNpaBreHYeCckon JOKYMEHTaUNn, eauHuLbl
XpaHEeHUs1 apXMBHbIX OOKYMEHTOB JIMYHOIO MPOUCXOXOEHUSI BKMNOYaeT: HauMeHoBaHue
BMOa apXMBHbIX OJOKYMEHTOB; aBTOopa(0B) apXMBHbIX AOKYyMeHTa(oB); agpecata(oB) munm
KoppecnoHaeHTa(oB), KOTOPbIM HanpasfeHbl UKW OT KOTOPbIX MOMyYeHbl OOKYMEHTHI;
BOMPOC unn nNpegMeT, HasBaHusa cobblTna, dakta, MeCTHOCTU, daMunnMn N NHULMaNos
nmua, K KOTOpbIM OTHOCUTCS coAepXaHue yKasaHHbIX OOKYMEHTOB; AaTbl CoObiTMA. B
criydae OTCYTCTBUS HeOoBXoOMMbIX CBEOEHUW B 3arofloBOK BKMOYAETCH MOSACHAOLAs
nHdopMaums: "aBTop He yCTaHOBMEH".

3arofioBOK eAnHULbI ydeTa KMHOBUAEO4OKYMEHTA BKNOYaeT aBTOPCKOe Ha3BaHue
dounbma, crneusblinycka, KMHOXYpHana unm HasBaHue cobbiTUS, OTPaXXeHHOro B KWUHO-
Unu TenecroxeTe, gaTy NpouM3BoACTBa W/MNKW AaTy CbeMku, hamnunum u MHULManNos
pexuccepa u/unmn onepartopa CbeMKM.

3arofioBoK eAuHUUbl  ydeTa OHOAOKYMEHTa BKMOYAET Ha3BaHME W XaHp
POHOLOKYMEHTA, HasBaHuWe, MeCTO W AaTy OTpPaXeHHoro cobbiTns. lNMpu OTCyTCTBUM
Ha3BaHUS (POHOLOKYMEHTa YyKasblBaeTCd OCHOBHOE CoAep)XaHue Tene- UNu
paguonepenayv, BbICTynneHus, 6Gecegbl M Ap. 3arofioBOK  eAWHUUbl  y4veTa
POHOAOKYMEHTa, COAepXallero 3anucb MNpou3BedeHUst nuTepaTypbl W UCKYCCTBa,
BKINOYaeT Ha3BaHME NPOM3BEAEHUS U ero XaHp, NepByl CTPOKY TeKcTa, KoTopas
3aKkn4vaeTcs B KaBblYkM, ecnn (POHOLOKYMEHTOM SABMSIETCA HE UMEloLee aBTOPCKOro
Ha3BaHUSA U He onybriMkoBaHHOE paHee NpoudBeaeHne; paMmuum n nHLuansl asBTopoB
/N UCNoNHUTENEN Kak camoro npousBedeHuns, Tak n ero obpaboTok, nepernoxeHun,



nepeBooB; A3blK POHOOOKYMEHTA.

3aronoBOK  eAuHMUbl  XpaHeHWs1  POTOOOKYMEHTa  BKMOYaEeT  OnucaHue
n3obpaxeHus nnu HasBaHne dotoanbboma, cnanga, HeratMea, hamMUnuIO 1 NHULMANLI
aBTopa, MeCcTo U JaTy CbEMKW.

5.4.2.2. CnpaBo4Hble JaHHblE O eauHULE XpaHeHusi/eguHnLe yd4eTa COCTOAT U3:

35IEMEHTOB apXmBHOro wundpa (Homepa oHaa; Homepa onucK aesl, JOKYMEHTOB;
HOMepa eaVHULbI XpaHeHus/eanHULbI ydeTa);

obbema eaovHUUbl XpaHeHus/eOuHUUbl yyeTa: ONA apXMBHbIX AOKYMEHTOB Ha
OymMaxxHOM OCHOBE - KONMYECTBO JIUCTOB; [ANs  KMHOBMAEOMOHOOOKYMEHTOB (B
3aBMCUMOCTM OT BMAa) - KONIMYECTBO €OVHUL, XpPaHEeHUS B efuHuLe ydYeTa unv eanHuL
yyeTa B €OMHULE XPaHEHUS, METpaXK, XPOHOMETpaX, BpPeMS 3By4YaHusi (B MUHyTax W
cekyHaax); ona ¢OTOAOKYMEHTOB - KONIMYECTBO HEraTtMBOB, COCTaBMSKOWUX €OuMHULY
XpaHeHust; anga potoanbb0MOB - KONIMYECTBO (POTOOTNEYATKOB;

KpanHUX gaT apXMBHbIX AOKYMEHTOB; AN ayauoBU3yaribHbIX AOKYMEHTOB - AaTbl
3anmcm unn nepesarnmcu.

5.4.2.3. B KayecTBe BMOOB MaTepuanbHoro HocuTens eanHuLUbl
XpaHeHusi/eauHuLbl y4eTa npy onnucaHnn ykasblBatoTCS:

ANs ynpaBneH4YeckonM AOOKYMeHTauMm W apXuBHbIX [OOKYMEHTOB  JIMYHOIO
npoucxoxaeHust - bymara, Kkanbka, neprameH n 1.4.;

A5 POHOAO0KYMEHTOB rpamMMOMOHHOM 3anncuy - maTepuan HoCUTens;

AN POHOAOKYMEHTOB MarHUTHOM 3anucu - TUNn MarHUTHOW NEHTHI;

Ans BUOeo4OKYMEHTOB - hopMaT 3anucu;

ANs OTO- U KUHOOOKYMEHTOB - oOpMaT M OCHOBA MIIEeHKK, LBeTonepenaya;

OS5 3NEKTPOHHbIX [OKYMEHTOB - KOMMAKT-AUCK W/MNu OpYyron COBPEMEHHbIN
HOCUTErb.

54.2.4. YcnoBua p[ocTyna K eguvHMUaM XpaHeHusi/egnHuuam ydyeta Uu  ux
MCMONb30BaHNSA BKMOYAOT CBELAEHUA O HanMuuMmM apXuMBHbLIX OOKYMEHTOB, LOCTYM K
KOTOPbIM M MOPSIAOK MX MCMONb30BaHUA OrpaHuYeHbl 3aKkoHOO4aTeNbCTBOM Poccumnckon
depepaumn nnu oHgoobpasoBaTtenemM, a Takke CBEAEHUS O HanMyuM NOLANMHHMKOB
0COB0 LEHHbIX OOKYMEHTOB, B TOM YMUCMEe YHUKasnbHbIX LOKYMEHTOB, WU [LOKYMEHTOB
ApxusHoro ¢oHaa Poccurickon depepauumm, HaxogswWwmMxcs B HeyAOBNETBOPUTENbHOM
PM3NYECKOM COCTOSIHUU; CBEAEHMS O Hanmumm ooHaa Nosib30BaHUS; O A3blke U BHELLHNX
0COBEHHOCTAX apXMBHbIX AOKYMeHTOB; 0 Hanuunmn HCA K eguHuue XpaHeHusi/eguHuue
yJyeTa.

5.4.3. OnucatenbHas cTaTbs apXMBHOIO CMpaBOYHMKA Ha YPOBHE apXMBHOIO
OOKYMEHTa BKMNIKOYaET: 3arofioBOK; CnpaBOYHble [daHHble O HeM; YyKasaHue Ha
NOAMNHHOCTBL/KOMUAHOCTL; BUA, HOCUTENs (Mnn cnocob BOCNPOM3BEAEHUS); YCNnoBUS
A0CTyna u NCNofb30BaHUA.

5.4.3.1. 3arofioBOK apxuBHOrO [OOKYMEHTa BKIOYaeT: HauMMeHOBaHMe Buaa
apxXMBHOrO OOKYMeEHTa; aBTopa; agpecaTta UnuM KOppecnoHAeHTa, KOTOPpOMY HarnpasfieH
MM OT KOTOPOro nosiydeH AOKYMEHT; BOMPOC unun npeameT, cobbiTue, gakT, nuuo,
Ha3BaHME MECTHOCTU, K KOTOPbIM OTHOCUTCS coAepXXaHue yka3aHHOro JOKYMeHTa; gaTty
cobbiTna. B cnydae OTCyTCTBUA HEOOXOAMMbLIX CBEAEHWM B 3arofloBOK BKIHOYaETCs
nosicHsoLWasa nHpopmauus: "aBTop He yctaHosneH", "6e3 gatbl". Npn HeobxogMmocTm
3arofioBOK [OOMOSIHAETCS aHHOTauuen, packpbiBalolen He OTpaKeHHOe B 3arorioBke
cofepxaHne 4aHHOro JOKyMeHTa.



5.4.3.2. CnpaBoyYHble faHHble 06 apXMBHOM OOKYMEHTE COCTOST U3 3fIEMEHTOB
apxuBHOro wngpa (Homepa goHaa; Homepa onucu Aen, JOKYMEHTOB; HOMepa eaNHULbI
XpaHeHnsa/eanHULbl y4eTa; HOMEpPOB NUCTOB); obbemMa (Konmn4ecTBa SIMCTOB) apXMBHOIO
OOKyMeHTa; AaTbl ero co3gaHus.

5.4.3.3. YcnoBua goctyna K apxXuBHOMY OOKYMEHTY M MCMNOSIb30BAHUS BKITHOYAKOT
CBEOEHUS O HanMuMm OrpaHUYeHur Ha AOCTYn W OrpaHMYeHu MO MCMNOSIb30BaHUIo,
YCTaHOBJIEHHbIX 3aKoHOdaTeNnbCTBOM Poccunckon depepaumn unm
doHaoobpasoBaTenem, a Takke 06 OTHECEHUM ero K Yncry 0cobo LEeHHbIX AOKYMEHTOB,
B TOM 4YUCre YHUKamNbHbIX JOKYMEHTOB, U1 JOKYMEHTOB ApxuBHOro dooHga Poccuickon
degepaumn, HaxoOsaWMXCA B HeyOoOBNeTBOPUTENBHOM  (PU3NYECKOM  COCTOAHUW;
cBefeHuUss O Hanuuum oHAa MOMb30BaHUSA; O $A3blKe M BHELIHUX OCOBEHHOCTSX
apXUBHOrO AOKYMEHTA; O BKIOYEHNN MHGopMaunm o Hem B cuctemy HCA.

5.5. lMNpu cospgaHun HCA apxumB yuuTbiBaeT He TOMbKO obuwimne TpeboBaHuA K
COCTaBIIEHNIO oOnucaTeribHbIX CTaTel apXMBHbIX CMPaBOYHUKOB, HO U OCOBEHHOCTU
NOAroTOBKM MUX KaXgoro Tuna v snaa.

Onucb gen, LOKYMEHTOB

5.5.1. Onucb gen, OOKYMEHTOB (apXMBHbIA CAPaBOYHUK, NpPeAHa3HaYeHHbIN Angd
pacKpbITUA COCTaBa U COAEpXaHUA efuHUL XpaHeHus/eQuHUL yveTa, 3aKkpenrieHus ux
BHYTPU(OHOOBOW cucTtematmsaumm U y4yeTa; npunoxeHua N 7-8) coctoutT  u3
onucaTenbHbIX CTaTen eauHUL, XpaHeHus/egMHuy, ydeTa (cMm. . 6.4.2.), NTOroBon 3anucu
(cm. n. 3.5.6), nucta-3aseputens (npunoxexHvie N 3) n crpaBoYHOro annapara K ornvcu.

FAPAHT:

MNo-snanmomy, B TekcTte npedblaywiero absaua gonylieHa onevartka. meetca B Buay
"n. 5.4.2."

B cnpaBoyHbli annapaT onucu fern, AOKYMEHTOB BXOAAT: TUTYSIbHbIA JIUCT;
cogepxxaHue (ornasrieHue), NpeancrioBne; CNMcoK CoKpalleHun; nepeBodHble Tabnmubl
apXMBHbIX LLMGPOB (B criyvyae nepepaboTky onucun); ykasaTtenu.

Ha TuTynbHOM nucte onucu gen, OKYMEHTOB NOMELLalTCA: NoSsiHoe HasBaHue
apxvmBa, Ha3BaHWe U HoMep apxMBHOro ooHAa, HOMEpP N Ha3BaHWe ONUCK, KpanHWe 4aThbl
BHECEHHbIX B ONNCb apXMBHbIX AOKYMEHTOB.

Mpegucnosue coctaBndeTcss nMBO K Kaxaow onucu aern, LOKYMEHTOB, nnbo
obLlee KO BCEM ONMUCAM apxXmBHOro poHaa. B npeancnoBmm KpaTko nsnararoTcst UCTopus
oHooobpasoBatensa W apxMBHOrO (poHAa; aHHOTauMs cocTaBa W COAepKaHus
apXMBHbIX OOKYMEHTOB (C BblgeneHnem Haumbonee TUNUYHBIX Tpynn  eanHuL
XpaHeHunsa/eauHUY, yyeta no Mx BuAamM M PasHOBUOHOCTSM, MO COAEPXKaHUK); COCTaB
cnpaBoOYHOro annapata K onucu. Npu cocTaBneHun OTAENMbHbIX NPEANCIIOBUM K KaXXgom
onucu apxuBHOro doHga Bce obuwine aaHHble No uctopumn doHaoobpasoBaTens U
NCTOPUA apXMBHOroO doHAA MNOMELWATCAa B MPeaucrnoBMM K NepBOW onucu gen,
OOKYMEHTOB.

Mpn HeobGXxoAUMOCTM K oONUCKM [Oen, AOKYMEHTOB COoCTaBnsTca obwme U
crneumanbHble ykasaTenu.



5.5.1.1. ApxuB B HeobOXoOMMbIX Cry4yasix OpraHuM3yeT YCOBEpPLUEHCTBOBAHME U
nepepaboTKy onucen gen, LOKYMEHTOB.

YcoBeplwieHCTBOBaHWe OMUCU Aerl, AOKYMEHTOB - Komnnekc pabot no
MOBbLILIEHNIO  MH(OPMATUBHOCTM  OMUCHK: YTOYHEHMIO  3arofioBKOB  eAunHuL
XpaHeHusi/eguHuy  ydyeta (63 M3MEHEHUs KX cucTemaTtumsauuun), COCTaBMNEHUHD
Heob6Xx0AMMOro CNpaBOYHOro anmnapara K Onmcu.

lNepepaboTka onucu Aern, AOKYMEHTOB - COCTaBfiEHME HOBOW OMUCKU B3aMeH
CTapon, He oTBevawlwen TpeboBaHNAM MNoUcka W yyeTa apXMBHbIX [LJOKYMEHTOB.
MepepaboTka onMCKM BKMAKOYAET: WU3yYeHWe eaviHWL,  XpaHeHusi/eanHuy, ydveta C
npoBeAeHNEM 3KCMEPTU3bl UX LLEHHOCTU, YTOYHEHNEM KX (POHAOBOW MPUHAANEXHOCTY;
YTOYHEHME UMW  COCTaBfEeHWe 3arofloBKOB  €AWHWUL, — XpaHeHUsi/eAuHWY, — yyeTa;
onpefeneHne wWnNu YTOYHEHWE WX KpalHWX [fJaT, nepecucTemaTusaumio  eanHuy
XpaHeHnsa/eauHuy, Yy4yeta nNoO HOBOW CXeMe cucTematu3aumm U COCTaBlieHue
Heob6xoaAMMoro cnpaBoYHOro annapaTta kK onucu. Npu nepepaboTke onmncu coctaBngeTcs
nepeBogHasa Tabnuua cTapbiX U HOBbIX apXUBHbIX LUMGPOB €OUHUL, XpaHeHus/egnHuL
yyeTa. YHMYTOXEHME CTapblX onucen Aen, AOKYMEHTOB Mocne ux nepepaboTku
3anpewaetca. Ctapble ONUCU YYUTLIBAKOTCS NO HOBbLIM OMUCAM Ha MpaBax OTAENbHbIX
eVHUL XpaHEeHNa U NOMELLaTCA B KOHLIe HOBOW OMMCKU 3a NocrnegHUM HOMepoMm nof
CBOMM 3arofioBKOM 1 ¢ otmeTkor "Onuce nepecoctasneHa. Cm. on. N...".

MyTteBoauTenu

5.5.2. TlyteBoguTenb (apxXuBHbLIN CrpPaBOYHMK, cogepxawun cBegeHuss o6
apxuBHbIX ¢oHAax apxvBa (apxuBOoB) B CUCTEMATU3NUPOBAHHOM  Buae U
npeAHasHa4YeHHbIM M5 03HAKOMIIEHUsT NONb30BaTensa C UX COCTaBOM W CoOepXaHueM)
COCTOMT M3 oOnucaTenbHbIX CTaTen Ha YpoBHE apxuBHoro coHaga (cm. n.5.4.1) un
CcnpaBOYHOro annapara.

Bugamu nyteBogutensa sBNATCA nyteBoauTenb No dpoHAam apxuea (apXmBOB);
KpaTKMM CnpaBOYHMK MO (poHOaM apxuBa (apxmMBOB); TeMaTU4YeCKU nyTeBoguTenb Mo
doHaam apxuBa (apxuBoB). [lyTeBoauTenun nogpasfendaAlTcss Takke Ha apXvBHble
(BHYTpPUapXUBHbIE) N MEXAPXUBHBbIE.

Bug nyteBogutens ©n cxema [MOCTPOEHUSA OMpefensTcs  ero  LuenesbiM
Ha3HayeHuewMm.

5.5.2.1. OcHoBHas 4acTb nyTeBogMTens nNo ooHAam apxmea (apxXxMBOB) COCTOUT U3
onucaTenbHbIX CTaTel apxvMBHbIX (POHOOB WM rPynn  apxuBHbIX ¢oHaoB. B
nytesoauTernb No (oHOaM apxuBa (apXvMBOB) AOJTKHbI BKIHOYATLCA CBEOEHUS O BCEX
OTKPbITbIX apXMBHbIX hoHOax. HekoTopble apxuBHble OOHAbLI MOrYT ObITb NpeAcTaBeHbI
B BMe Cnmncka HeaHHOTUPYEMbIX apXMBHbIX (OOHO0B.

5.5.2.2. OcHOBHas 4acTb KpaTKOro crnpaBoYHMKa MO poHAaM apxuBa (apXvBOB)
COCTOMT W3 CUCTEMATU3MPOBAHHOIO MEepeyvYHsa onucaTesibHbIX CTaTel Ha apXvBHble
dooHAbI UK TPYNMblI apXUBHBIX OOHO0B.

KpaTkue CNpaBOYHUKM nogpasgensoTcs Ha aHHOTUPOBAHHbLIE n
HeaHHOTMpPOBaHHble. OnucatenbHas ctaTtbd B aHHOTMPOBAHHOM KPaTKOM CrpaBOYHUKE
COCTOMT U3 Has3BaHUs apxmBHOro ¢oHoa CcO BCEMUM  NEepenMeHOBaHUAMMU
doHaoobpasoBaTesnisi, CNPaBoOYHbIX AAaHHbIX 06 apXMBHOM POHAE M KpaTKOW aHHOTauuu



Ha apxvBHble OOKyMeHTbl aToro doHaa. OnucatenbHasa ctaTtbs B HEaHHOTMPOBAHHOM
KpaTKOM CrpaBOYHMKE COCTOUT U3 Ha3BaHUS apXMBHOMO (ooHAa M CNPaBOYHbIX JaHHbBIX O
HeM.

5.5.2.3. OcHoBHasi 4acTb TemaTuyeckoro nyrteBoauTenss no ¢oHgam apxmea
(apxmBOB) COCTOUT M3 CUCTEMATU3NPOBAHHOIO MEepeyvHs onucaTenbHbIX cTaTten Mo
onpeaerieHHON TeMe Ha apXuBHbIE POHAbI UITN NX YaCTW.

5.5.2.4. B cnpaBoYHbIN annapaT nyteBoauTens Nboro Buga BXOAAT TUTYMbHbIN
NUCT, copepxaHue (ornasneHue), NpegucnoBue, CMNUCOK COKpPaLLEeHWUN, MPUNOXEHUS,
ykasatenu. K nyteBogutento coctaBnsieTca obwasa bubnmorpacdus.

B MHOroTOMHbIX M3gaHUAX NyTeBoAMTENEn COCTaBMSAEeTCS CrpaBOYHbIM annapar
KaK 4nsa BCero u3gaHus B Lenom, Tak n Ans oTaeNbHbIX TOMOB.

KaTtanoru

5.5.3. Katanorn (MexxdpoHOoBblE apXMBHbIE CMPABOYHUKN, B KOTOPbIX CBEAEHUS O
COAEPXXaHUN  apXMBHbIX OHAOB, €OWHUL, XpaHeHus/eguHUL yyeTa, apXMBHbIX
OOKYMEHTOB (MM MX YacTen) apxmBa CrpynnupoBaHbl Mo npegmMetam (Temam,
oTpacnsim), pacrnofioXXeHHbIM B COOTBETCTBUM C ONpPeaENeHHON CXEMOM Knaccudukaumm
AOKYMEHTHOM MHopmMauum) obpasyloT cuctemy katanoroB apxvmBa. COCTaB CUCTEMbI
KaTtanoroB apxuBa orpegensercs COCTaBOM W coAepXXaHMEM apXMBHbIX OOKYMEHTOB;
MHTEHCUBHOCTBIO MX WUCMOSNb30BaHUA; CTEMNEHbI0 pa3paboTaHHOCTU apXMBHbIX POHAOB;
Hanu4ynemM 1 Ka4yecTBOM APYrMx TUNOB apXUBHbIX CNPaBOYHMKOB. OCHOBHbLIMU B CUCTEME
KaTasioroB apxmBa sIBASOTCSA CUCTEMATUYECKUMIN U UMEHHOW KaTasoru.

KaTtanorm nogpasgensiotcss Ha cucTeMaTudeckue, TemaTuyeckme wn - ux
pPa3HOBMOHOCTM (kaTanoru no NncTopumn yupexaeHun,
aAMUHUCTPATMBHO-TEPPUTOPUANbHOMO  AerneHMss wu - ap.), npegMeTHble UM UX
pa3HOBUAHOCTU (MMEHHOW, reorpadouyecknin, OO bEKTHbIN).

OnucaTtenbHasa cTaTbs KaTanora BKMAOYaeT: Ha3BaHMe apxuBa; MHAOEKC; pybpuKy n
noapybpuky; gaty cobblTnsa; MecTo cobbITUS; CBedeHUst U3 apXMBHOMO [OOKYMEHTA,
eANHULbI XpaHeHusi/eauHULbl y4eTa, apxXMBHOro ooHaa (coaepaHue); apxXmBHbIA WNAP;
A3bIK OOKYMeHTa M cnocob ero BocnpousBedeHus; hamunuio coctaBuTensa u party
COCTaBMNeHnsa onnucaTenbHON CTaTbMu.

[na yctaHOBRNEHWs CBA3WM MexXAy pasfeniaMmu katanora unm pasgenoB katanora ¢
APYrMMN apXMBHbIMU CPaBOYHUKAMM MPUMEHSIETCA CMCTEMA OTChISOK.

Ykasatenu u o630pbl

55.4. VYkasatenu (apxmBHble CMpaBOYHMKK, NpeacTtaBnswwme  codon
andaBnTHbIE, CUCTEMATMYECKNE UNN COCTABIEHHbIE NO KaKOMy-NMOGO MHOMY MPU3HaKY
nepeyHn HasBaHun (HaMMeHoBaHuUW) NpegMeToB, YNOMWHAEMbIX B apXMBHbIX
AOKYMEHTax, C YyKasaHMeM UX apXvMBHbIX LWK(MPOB) noapasgensarTca  Ha
BHYTPU(OHOOBbLIE, MEX(OHAOBbIE, MEXapXMBHble, a TaKkKe Ha TemaTuyeckue,
npegmeTHble  (obwmne w©  cheuuwanbHble), XpoHonornyeckne. PasHOBUAOHOCTSAMMU
npegMeTHOro ykasaTtens ABnsTCca UMEHHOW U reorpadnyeckmin ykasaTenu.

Ykasatenu Moryt ObiTb CaMOCTOATESIbHbIMU apPXMBHBIMU CMPaBOYHUKAMU B



cucteme HCA apxuBa nnu BXoamMTb B COCTaB BCMOMOraTesnibHOro CrnpaBovHOro annapaTta
K APYrMM TMNamMm apXuBHbIX CIPaBOYHMKOB.

OnucaTtenbHasga ctaTbs ykasatend noboro Buga cCoctomT U3 NpeamMeTHOro NoHATUS
(pyOpuriKn) 1 apXmMBHOIO WKpa.

B ykasaTene npumeHsieTca cuctemMa OTCbIIOK AN YCTaHOBMEHUS CBA3EN Mexay
TOXOECTBEHHbLIMU NMPeaMETHBLIMU NOHATUAMMN.

5.5.5. O630pbl (apxMBHblE CNPaBOYHMKMK, BKIHOYAKOLWME CUCTEMATU3MPOBAHHbIE
CBeJEeHNA O cOoCTaBe U CoAep)XaHUM OTAENbHbIX KOMIMIEKCOB apXWMBHbIX OOKYMEHTOB,
OOMONHEHHbIE WX WCTOYHUKOBEAYECKMM aHanmM3oM) noapasfensiTcs Ha o0630pbl
oHOO0B M TeMaTnyeckme 063opbi.

O630p doHOa BKAOYAET CUCTEMATU3MPOBAHHbIE CBEAEHWA O COCTaBe W
cofep>kaHnn apXmMBHbIX JOKYMEHTOB OHOro apxnuBHOro poHaa.

Tematndeckmnn ob30p BKMOYAET CMCTEMATU3UPOBaHHbIE CBEOEHUSI O COCTaBe U
coepXXaHun apXmMBHbIX JOKYMEHTOB OAHOIO WS rpynnbl apXMBHbIX (OOHAOB O4HOMO UK
HECKOJSTbKMX apXMBOB MO ornpeaeneHHon Teme.

B cnpaBoyHbIM annapat ob63opa BXOAAT TUTYMbHbIA JIACT, coaepXaHue
(ornasneHue), npeancrnoBne, CNNCOK CoKpalleHnin, ykasaTtenu. K Tematndeckomy o63opy
AOMKHbI ObITb COCTaBMEHbl CNUCOK (POHOO0B, MHOPMAaLMUA O KOTOPbLIX COAEPXKUTCSA B
0630pe, n Bubnmnorpadgus no teme ob63opa.

ABTOMaTusnpoBaHHbin HCA

5.6. ApxuBHblE CMPaBOYHUKA MOryT BECTUCb B apxmBe B aBTOMaTM3MPOBAHHOM
pexnme, obecnednsaroLLeM BO3MOXHOCTU ONepaTUBHONO U MHOrOAcrnekTHOro rnoucka u
npeacTaBreHns OOKYMEHTHOM WHdopMaumm (B TOM 4YUCre B pexume yaaneHHoro
aocrtyna).

MHpopmaunoHHoe  HanonHeHne asTtomatmsampoBaHHoro HCA  coctasnser
cogepxaHue onucaTenbHbIX CTaTbe apXMBHbIX CMPaBOYHMKOB Ha YPOBHE apXUBHOrO
doHaa (cMm. n.5.4.1), eanHUUbl XpaHeHus/eguHuubl yyeTta (cMm. . 5.4.2), apXvBHOro
AoKyMeHTa (cMm. 1. 5.4.3), a Takke KntoYeBble crioBa U pybpukaTopbl.

Ob6gasaTenbHbIMM  BMAAMU  KITHOYEBLIX CIOB (TEPMUHOB, XapaKTepu3ylownx B
0000LeHHOM K cXaToM BMOe coAepxaHue onucaTesnbHbIX CTaTben apXMBHbIX
CMpaBOYHMKOB) nNpu BefeHun asToMatmsanposaHHoro HCA gensoTca: "Tematuka",
"nepcoHanun”, "reorpacgus”. B cnyyae HeobxogMMoCTn MOryT co3aBaTbCs Apyrve Buabl
KNYeBbIX CI10B.

PyGpukaTopbl - cuctemMaTnieckne n temaTudeckne cxembl MOHATUIA C MHOEKCaMu
ANs CTPYKTYPMPOBAHUA M MOUCKA OOKYMEHTHOW MHbopMauunm B aBTOMAaTU3NPOBAHHOM
HCA.

®opMbl UICNONb30BaHUA aPXUBHbIX JOKYMEHTOB

5.7. OcHoBHble dOPMbI NCMNOSb30BAHNSA apXUBHbBIX OKYMEHTOB (NpefoCTaBneHus
apxvBoM 6e3BO3ME34HO WU BO3ME34HO MOMb30BaTeNto MH(OPMAUMOHHBLIX YCAyr W
MH(POPMALMOHHBIX  MPOAYKTOB  ONA  YAOBMETBOPEHUST €ro  MH(OPMAaLMOHHbIX
noTpebHocTEN):



nHdopMaumMoHHOe obecnevyeHne nonb3oBaTenen B COOTBETCTBUM C X 3anpocamum,
a Takke B MHMLWATUBHOM Nopsiake;

FTAPAHT:

CM. AOMUHUCTpPATUBHLIA pernaMmeHT no npegoctaBneHnto depepanbHbIM apXUBHbLIM
areHTCTBOM rocygapcTtBeHHon ycnyrmn "OpraHmsaumsa nHopMaumoHHOro obecneveHus
rpaxgaH, opraHoB rocygapCTBEHHOW BNacTu, MECTHOrO CaMoyrnpaBfeHusi, OpraHn3aunm
N OBWECTBEHHbIX O06beaMHEHN Ha OCHOBE [OOKYMEHTOB ApXMBHOro poHaa
Poccuinckon ®epepaunm n gpyrnx apxuBHbIX AOKYMEHTOB, YTBEPXKAEHHbIA MPUKa30oM
MuHkynbTypbl Poccunn ot 22 nekabps 2011 r. N 1216

npefoCTaBliEHNE apPXUBHbLIX [OOKYMEHTOB MOfib30BaTENAM B 4uTanbHOM 3arne
apxuBa;

9KCMOHUPOBAHNE apXMBHbIX JOKYMEHTOB Ha BbICTaBKaXx;

NCMNONb30BaHNEe apXUBHbIX JOKYMEHTOB B CpefCTBaxX MacCcoBOM MH(popMauuu;

nposegeHne WHPOPMALMOHHBLIX MeponpuaTUn (BCTpeY C OBLECTBEHHOCTLIO,
9KCKYpPCUM B apXuBbl, Npe3eHTaumn, AHeNn OTKPbITbIX ABepen, NeKkunn, 4oKNagoB, YCTHbIX
XypHanoB, KOHepeHUUn, YpOKOB [AnA CTYOQeHTOB M LUKOMBbHUKOB WM Op.) C
NCNONb30BaHNEM apPXUBHbIX JOKYMEHTOB;

nyonukaums apxmBHbIX JOKYMEHTOB.

5.7.1. 3anpocsl, nocTynarLwme B apxmebl, N0gpasaensoTcs Ha:

3anpocbl O npegoctaBneHnn nMHdopmMauMm No onpedersieHHon npobneme, Teme,
cobbiTnio, hakty (TemaTudeckme 3anpocbl). PasHOBUOHOCTbLIO TEMATMYECKUX 3anpoCcoB
ABNATCA Ouorpaduyeckme 3anpocbl, MO KOTOPbIM YCTaHaBMBAKTCA CBeOEHUS,
HeobOXxouMble ANA U3YHEHUS XKU3HN N eATENbHOCTN KOHKPETHbIX NNL;

3anpocbl O NpeaocTaBneHunM WHdopmaumn, HeobxoaumMon AOnst YCTaHOBMEHUS
po4CTBa, POACTBEHHLIX CBA3EW [OBYX wunu ©Gonee nvd, WUCTOpUM CEMbM, poda
(reHeanorunyeckune 3anpocsl);

3anpockl, CBA3aHHbIE C COLManbHOW 3alMTON rpaxnaH, npegycmaTpuBatolimne mx
NEeHCMOHHOEe obecneyveHne, a Takke NonyvYeHne nNbroT U KOMNeHcauum B COOTBETCTBUN C
3akoHogaTenbcTBOM Poccuiickon ®defepauum n MexgyHapoaHbIMM obsasaTenibcTBamu
Poccunckon degepaumm (3anpockbl coLmanbHO-NPaBoBOro Xxapakrepa).

5.7.2. B yenax HacTtoawmx [NpaBusi NCnonb3yoTcsa cneayowme noHATUA:

apxuBHasi cnpaBKa - [OOKYMEHT apxuBa, COCTaBfieHHbI Ha 6naHke apxuBa,
UMEIOLLNIN IOPUONYECKYIO CUIY N COAEepXaLLnin JOKYMEHTHYO MHpopMauuio o npegmeTte
3anpoca C ykasaHueM apXuBHbIX LWIMEPOB M HOMEPOB JINCTOB €OVHUL, XPaHEHUs TexX
apXUBHbIX AOKYMEHTOB, HQ OCHOBaHMM KOTOPbIX OHA COCTaBIIEHa;

apxmBHasi KOMUA - [OCMOBHO BOCMPOM3BOASALLAA TEKCT apXMBHOIO LOKyMeHTa
KOnMns, C YyKasaHnem apxMBHOro wudpa U HOMEPOB SNUCTOB €AWHULbI XpaHEHUS,
3aBepeHHasa B YCTAHOBIIEHHOM MOpAOKe;

apxuMBHasi BbINMUCKa - OOKYMEHT apxmBa, COCTaBfieHHbIW Ha 6GnaHke apxuBa,
AOCNOBHO BOCMPOM3BOASALWMKA YacTb TEKCTa apXMBHOIO AOKYMEHTa, OTHOCALMWCA K
onpeaeneHHoMy dakTy, cobbITUIO, NnLy, C yKas3aHMEM apXMBHOrO Wudpa n HOMEpPOB
NINCTOB €ANHULbI XPaHEHUS;

MH(OPMALMOHHOE NUCbMO - MUCbMO, COCTaBNEHHOE Ha 6GnaHke apxmBa Mo
3anpocy nonb3oBaTens WNuM nNo MHUMUMATMBE apxuBa, cogepxaillee uHopMauuio o
XPaHSLWMXCS B apXMBE apXUBHbIX AOKYMEHTax No onpeaeneHHon npobneme, Teme;

TeMaTUYEeCKUN MepeyYeHb apXUMBHbIX [OOKYMEHTOB - CUCTEMaTU3NPOBAHHbLIN
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KpaTKUA UNU aHHOTMPOBAHHLIN MEpPeYeHb 3aroyIOBKOB apXMBHbLIX OOKYMEHTOB, e4uHuL
XpaHeHusi/eguH1L y4yeTa No onpedeneHHoM Teme, C yKa3aHMEeM MX OaT U apXUBHbIX
LLNPpOB, COCTABMEHHBIN NO 3anpocy NoNb3oBaTens UNu No MHNLMaTMBE apX1Ba;

TemaTu4yeckas nog6opka KONuwn ApPXMBHbIX DOKYMEHTOB -
CUCTEMATM3MPOBAHHbIN KOMMMEKT KOMUMA apXUBHbIX OOKYMEHTOB MMM WUX 4acTenl no
onpedeneHHon Teme, NOArOoTOBMEHHbLIA apXMBOM MO 3anpocy nonb3oBaTens unm no
MHMUMATMBE apxmBa. TemaTudeckass noaobopka BKMNHOYAET TUTYNbHLIA  JICT,
TEMaTUYECKNA NepeyYeHb apXUBHbIX JOKYMEHTOB M NpU HEOBXOAMMOCTU UCTOPUYECKYHD
crpaBKy Mo TeMe;

TeMaTU4eCcKumn o630p apXuBHbIX OKYMEHTOB - CM. M. 5.5.5.

Mopsnok ncnonHeHUst 3aNpPoCcoB Nosfib3oBaTernemn

5.8. 3anpoc nonb3oBaTens paccMaTpuBaeTCA M UCMONHSAETCH apXuBOM MNpwu
HanMyMM B 3anpoce HaMMEHOBaHUA lpPUANYECKOro nuua (ans rpaxgaH - damunum,
MMEHN N OTYeCTBa), NOYTOBOrO W/MNKN 3NEKTPOHHOro agpeca nosib3oBaTens, yKasaHus
TeMbl (BOMpOCa), XpPOHOMOMMKN 3anpalumsaemMomn nHpopmauuu.

3anpoc nomnb3oBaTens  paccMaTpuMBaEeTCA  PYKOBOACTBOM  apxvMBa U
YNONTHOMOYEHHbIM OOSMKHOCTHLIM JIMUOM (Nuuamu), HanpaBnsieTCA Ha WCNOSHEHWE B
COOTBETCTBYIOLLME noapasaeneHnst N HenocpeacTBEHHO NUCMOMHUTENO U UCMNOSTHAETCSA
N0 apXMBHbIM OOKYMEHTaM W/Wnun neyaTHbIM W34aHUAM, OTHOCALWMMCS K npegMmeTy
3anpoca.

3anpoc, He OTHOCALWMNCA K COCTaBy XPaHSAWMXCA B apxXvMBe apXMBHbIX
AOKYMEHTOB, B TedeHue 5 gHen C MOMEeHTa ero permcrtpauum HanpasnsieTca B ApYyrom
apxuB WM OpraHu3aumio, rae XpaHaTcs HeobxoauMble apXMBHbIE OOKYMEHTbI, C
yBegomMmneHmem o6 3ToM nonb3oBaTens, UM nonb3oBaTento AaeTCcs COOTBETCTBYHOLLAA
pekoMeHgaums.

Mpn noctynneHnn B apxmB WHTepHeT-obpalleHus (3anpoca) nosib3oBaTtensa c
yKaszaHMeM agpeca 3feKTPOHHOW MOYTbl W/MAM NOYTOBOrO agpeca emy HanpasnsaeTcs
yBegomMneHne o npueme obpatlieHna (3anpoca) K pacCMOTPEHUIO UM MOTUBUPOBAHHbIN
OTKkad B paccmoTpeHun. [lpuHATOE K paccMoTpeHuo  obpalleHue  (3anpoc)
pacrneyaTtbiBaeTCsa U B AanbHenwem paboTta ¢ HAM Be4ETCS B YCTAHOBIIEHHOM NOPsiAKe.

OTBeT Ha 3anpoc nofib3oBaTeNsa AaeTCa Ha rocyaapcTBEHHOM s3blke Poccuinckom
depepauymn.

ApXMB OCYLLECTBNAET NpMeM rpaxgaH B NPUEMHON UK CTONe CNpaBoK U BedeT X
y4yeT no ycTaHoBneHHou hopme. PyKOBOLACTBO apxmBa HECET JINYHYIO OTBETCTBEHHOCTb
3a opraHusaumio npuema u paccMoTPEHNSA 3anpOoCOB rpaXkaaH.

5.8.1. Tematndyecknn 3anpoc rocyagapCTBEHHOrNo opraHa WnM opraHa MeCTHOro
camoyrnpaBfieHUsd, CBf3aHHbIA C  WUCMOSIHEHMEM UMM  CBOMX  (OYHKUUKW, apXuB
paccMaTtpuBaeT B NepBOOYEpPEeHOM MOopsiKke B YCTaAHOBIIEHHble 3aKOHOOAaTeNbCTBOM
nnbo B cornacoBaHHblE C HUMU CPOKK. VICNoNHEeHWe Takoro 3anpoca OCyLeCcTBsSeTCs Ha
6e3B03Me3aHON OCHOBE.

WcnonHeHne  TemaTtuyeckoro  3anpoca  oOpraHusauuu  unuv  rpaxgaHuHa
opraHmsyeTcsa B Nopsake OkasaHuda nraTHbIX ycnyr (B TOM 4MCrie Ha OCHOBE J0rosopa)
nnun 6e3so3mesgHo. CpokM U CTOMMOCTb paboT NO UCMOSHEHUIO YKa3aHHOro 3anpoca B



npeaBapuUTENbHOM NOPSAKE COrfacoBbIBAKOTCA C NOMb30BaTENEM.

Mpn HeobxoanmocTn npoBefeHns o6bemHon paboTbl NO MOMCKY U KOMMPOBAHMUIO
apXMBHbIX AOKYMEHTOB apXMB NMUCbMEHHO M3BeLLaeT MoNnb3oBaTensd O NPOMEXYTOYHbIX
pesynbtatax pabotbl. Bua uWHGPOPMaUMOHHOroO AOKyMeHTa, noAroTaBiMBaEeMoro
apxXuBOM MO 3anpocy Nosfb3oBaTensl, COrnacoBbIBAETCA C HUM, ecnn 06 3TOM He yKa3aHo
B 3anpoce.

5.8.2. NeHeanornyecknn 3anpoc Monb3oBaTeNii apXvMB WCMOMHSAET B Mopsigke
OoKasaHua NnaTHbIX yCnyr (B TOM YMCre Ha OCHOBE 4OroBopa). YKasaHHbIN 3anpoc MOXeT
MCNOSTHATLCA Kak B OTHOLIEHWW 3asiBUTENS, Tak WU B YCTAHOBMIEHHOM MOpsdKe B
OTHOLLEHUN OPYrnX Nnu.

MHdopmauns nonb3oBaTento npeacrasndeTcss B oopMe poaoCrioBHOMO ApeBa,
reHeanorm4eckom poCMUCK, TFeHeanorm4yeckon Tabnuubl WM  apXUBHbLIX CNPaBOK,
ApPXMBHbIX BbIMMUCOK, KOMWA apXMBHbIX LOKYMEHTOB, YCTaHaBMMBAKOLWMX POLCTBEHHbIE
cBsA3n. lMpyn OTCYTCTBMM BO3MOXHOCTEM MO WMCMNOSTHEHMIO TreHeariorm4yecknx 3anpocoB
apxuB  peKoMeHAyeT  Monb30oBaTeNitld  MNPOBOAUTb  CAMOCTOSTENbHbLIA  MOWUCK
MHTEPECYIOLLEN €ero MHGOPMaLUN reHeanornyeckoro xapaktepa B 4YuTanbHOM 3arne
apxuBa.

5.8.3. 3anpoc coumanbHO-NPaBOBOrO XapakTepa WCMNOMHAETCS  apXMBOM
©e3Bo3me3aHo.

CpoKk uMCMonHeHus 3anpoca couuMarnibHO-NPaBOBOrO XapakTepa B apXxvuBe He
pomkeH npesblwate 30 AgHenm ¢ MomeHTa perucTpauum 3anpoca. C  paspelueHus
PYKOBOACTBA apxmBa 3TOT CPOK MOXeT ObiTb npu HeobxoaumMocTM npoasieH C
o6s3aTenbHbIM yBegOMMNEeHMeEM 06 3ToM nonb3oBatens. Cpok MCNONHEeHUs 3anpoca no
HCA apxuBa - He 6onee 15 aHen C MOMeHTa ero permcrpawuu.

Mpn uncnonHeHUM NOBTOPHOrO 3anpoca CcounanbHO-MPaBOBOrO XxapakTepa Wnu
COCTaBneHUn no npocbbe nonb3oBaTensi apXMBHOW CMApPaBKW, aHanorMyHouW paHee
BblAaHHOW, apXMB NpoBepsieT COOTBETCTBME CBEAEHUM, BKITHOYEHHbIX B 3Ty CNpaBKy, TEM,
KOTOpbIE MMEITCH B apXMBHbIX AOKYMEHTaXx, U B criydae obHapyXeHUsa 4ONONHUTENbHbIX

CBEAEHUN, BKIIOYAET NX B NOBTOPHO BblAaBaeMyt0 apXMBHYHO CNpaBKy.
FAPAHT:

CMm. MeToguyeckne pekomeHgauuu no UCMOSHEHUIO 3arnpocoB COoLManbHO-NPaBOBOro
xapakTtepa ot 20 mapTta 2012 r. N 250

O(*)OpMﬂEHVIe APXUBHbLIX CNpaBOK, apXUBHbLIX BbIMNCOK U apXUBHbIX Konumn

WHdopmaLums 06 naMeHeHusx:

lNpukaszom MuHkynemypsl Poccuu om 16 ¢pesgpans 2009 e. N 68 e nyHkm 5.9
Hacmosuw,e20 fpusioXXeHusi BHeCEeHb! U3MEHEeHUSs

CM. mekcm rniyHKkma 8 rpedbidywel pedakuuu

5.9. ApxuBHaga cnpaBka U apxmBHas BbINUCKA COCTaBMATCA C 0603Ha4YeHueMm
Ha3BaHUSA MHPOPMAaLMOHHOIO AOKyMeHTa "ApxmBHas cnpaska”, "ApxuBHas Bbinucka".

WHdopmaLums 06 naMeHeHusx:
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lNpukaszom MuHkynbmypsl Poccuu om 16 ¢bespansa 2009 e. N 68 e nyHkm 5.9.1
Hacmosiwe20 rnpusioXeHusi BHeCeHbl U3MEHEHUS

CmM. mekcm rniyHKkma 8 rpedbidywel pedakuyuu

5.9.1. TekcT B apxuBHou cnpaske (rnpunoxernne N 13) gaetcs B XpOHOOrM4eCcKomn
nocrneaoBaTenbHOCTN COBbITUIA C YKa3aHMEM BWOOB apXMBHbIX AOKYMEHTOB M ux gat. B
apXMBHOM crnpaBKe AoMycKaeTcs UMTUPOBaHUE apXUBHbBIX JOKYMEHTOB.

HecoBnageHne oTaenbHbIX OaHHbIX apXMBHbIX [OOKYMEHTOB CO CBeAEeHUsIMU,
N3IOXEHHbIMWN B 3arpoce, He ABMSeTCA NpensaTCTBUEM ANS BKIIOYEHUS UX B apXUBHYIO
crnpaBKy MNpu YCroBMM, €Crln COBMafeHWe BCeX OCTallbHbIX CBeAEHWWA He Bbl3blBaeT
COMHEHUN B TOXOECTBEHHOCTM nuua nnu ¢akTtoB, O KOTOPbIX FTOBOPUTCA B apXMBHbIX
AOKyMeHTax. B apxuBHOM cnpaBke 9TWM [JaHHble BOCNPOM3BOAATCA TaK, KakK OHU
N3NOXEHbl B apXMBHbIX [OOKYMEHTax, a pacxoXAeHusi, HecoBnageHus U HeTOYHble
Ha3BaHWs, OTCYTCTBME WMEHW, OTYECTBa, WHMLUMANOB WM HanuumMe OAHOr0 U3 HUX
oroBapmBaloTCsl B TeKCTe cnpaBkun B ckobkax ("Tak B gokymeHTe", "Tak B TekcTe
opurmHana").

CeepneHna o pabote, yyebe B HECKOSbKMX OpraHm3auusix, y4ebHbiX 3aBeaeHusix
BKIMOYAOTCA B OAHY apXMBHYIO CMpaBKy.

B npumedaHnax no TEKCTYy apxXMBHOW CnpaBKW OroBapuBaloTcs HepasbopymBo
HanucaHHble, WCNpaBrfieHHble aBTOPOM, He nogAalrmecs MNPOYTEHUIO BCreacTBue
noBpexaeHns Tekcta opurnHana wmecta ("Tak B Tekcte opurmHana", "B Tekcte
Hepa3bopumso").

B Tekcte apxuBHOW cCnpaBKM HEe [JOMycKalTCA W3MEHEHUs, WcrpaBneHus,
KOMMEHTapuu, CoBCTBEHHbIE BbIBOAbI WCMOMHUTENS MO COAEPXKAHUID  apXMBHbIX
AOKYMEHTOB, Ha OCHOBaHUM KOTOPbIX COCTaBfeHa apxXuBHasa cnpaska.

B KOHUE apxuBHOM CnpaBKu MNPUBOLSATCA apXWMBHblE LWNMPPLI U HOMEpa NNCTOB
eANHUL, XpaHEHNS apXMBHbIX JOKYMEHTOB, NevaTHble U3gaHus, ucnonb3oBasBlunecs Ans
COCTaBNEHNS apXMBHOMW cCnpaBkin. B TekcTe apxmBHOM CnpaBkM AOOMycKaeTcsa
NpoCTaBfneHne apxmBHbLIX WNAPPOB U HOMEPOB JINCTOB €AWHUL, XPaHEHUS apXMBHbIX
AOKYMEHTOB cpasy Mocre U3noXeHus Kaxgoro gakra unm codbiTus.

B apxuBHOWM cnpaBke, 0O6beM KOTOPOW MpPEBbIWAET OAWH JIUCT, JINCTbl LOSMKHbI
ObITb NPOLLNTLI, NPOHYMEPOBAHbI U CKPeNseHbl nevyaTbio apxmea (4Ng MyHULMNANbLHOMO
apxuBa, He SABMSKOLWErocs pUANYECKUM IUUOM, - Me4yaTbld opraHa MeCTHOro
camoynpasneHus).

ApxuBHasa cnpaska, npeAHasHavyeHHasi ANS WUCMOMb30BaHUA Ha TeppuTopun
Poccunckon degepauunn, nognucbiBaeTcs pyKoBOLCTBOM apXmBa U 3aBepAeTCsl nevaTtbto
apxuBa (ONs MyHUUMNANbHOIO apxuBa, He SBAAIOLWEroca PUANYECKUM JIMLOM, -
nevyaTtbl0 OpraHa MeCTHOro camoynpasrieHus). ApxuBHas crnpaBka, npefHasHavyeHHas
Ans HanpaeneHua 3a pybex, noanucbiBaeTCs PYKOBOACTBOM apxuBa U 3aBepsieTcs
repboBor nevatblo (4S5 MYHUUMNANbHOrO apxuBa, He SIBASAIOLWEroca HpUaANYECKUM
nMUOoM, - NeYaTblo opraHa MecTHOro camoynpaBrieHns).

Mpn HeobBXoOUMOCTU K apXMBHOMW CrpaBke MpunaratTCs KOMUU  apXMBHbIX
AOKYMEHTOB WM BbINUCKU W3 HUX, NOATBEPXAAlLWMe CBEeAEHUs, W3NOXEHHble B
apXMBHOWN CrnpaBskKe.

ApxuMBHble  CMpaBkW, Hanpasnsemble B  rocygapcrea,  nognucasluue
[Faarckyto KoHBeHUMo 1961 ., B COOTBETCTBMM C KOTOPOW He TpebyeTcs KOHCynbckas
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neranusauyusa ouvunanbHbiX JOKYMEHTOB, 3aBEPAOTCHA NMPOCTaBNeHneM 1 3anosiHeHnem
creumnanbHOro wrTamna - anoctungd. Ha apxmBHbIX chnpaBkax nNPOCTaBsSeTcsa WU
3anonHseTcs  Hagnexawum obpa3oM anoCTurnb  PYKOBOACTBOM  BbILLECTOSILLErO
YNOSTHOMOYEHHOIro opraHa UCMoNHUTESTbHOW BlacTu B cpepe apxmBHOro gena. AnocTtunb
He MNpOCTaBNAETCA Ha apXuBHbIX CnpaBkax, NpedHas3HayYeHHbIX AN HanpasfeHus B
rocygapcrtsa, ¢ kotopbiMu Poccurckaa depnepaumsa 3aknioyuna gorosopbl O NpaBoOBOM
NOMOLLM N NPaBOBbIX OTHOLLUEHUAX NO rPaxgaHCKMM, CEMENHBLIM U YrofioBHbIM enam, a
Takke B rocygapcrtea - ydyactHukn CHI, nognucaswwme CornailleHve O NpuHUMnax u
dopmax B3aMMOOenCTBMS B 00nacTu MCMonb30BaHUA apXUBHOW MHOpmaumu, unm c
KOTOPbIMU NUMEKTCSH ABYCTOPOHHME COrfalleHns 0 COTPYAHUYECTBE.

[Mpn OTCYTCTBMM B apXmMBE apXUBHbIX JOKYMEHTOB, HEOOXOAMMbIX ANA UCMONHEHNS
3anpoca, Ha OnaHke apxuBa COCTaBMSeTCA OTBET, NOATBEPXAAKLNA HEMOMNHOTY
COCTaBa apXUBHbIX OOKYMEHTOB MO TeMe 3anpoca. [lpn HeobxoaumMocTu OTBET MOXeT
ObITb 3aBepeH repboBoK NevaTbHo.

B cnyyae [OokymMeHTanbHO TMOATBEPXAEHHbIX (aKTOB yTpaTbl apXUBHbIX
AOKYMEHTOB, cofepXalunx 3anpaliMBaemble CBeAeHUsl, apXuB BblgaeT crpasKy Mo
AaHHOMY BOMpPOCY, Npu HEOBXOANMOCTU 3aBEPEHHYIO NevaTbio apxmea.

5.9.2. B apxuBHOM BbINUCKE Ha3BaHWE apXMBHOIO OOKYMEHTa, ero HoMep un aata
BOCMPOM3BOAATCA MNOJSIHOCTLIO. /3BneYeHnsasMn u3 TEKCTOB apXMBHbIX [OOKYMEHTOB
AOIMKHbI BbITb MCYepnaHbl BCce MMeLWMecs AaHHble No 3anpocy. Havano u koHew
KaXXOoro M3BfevYeHus, a Takke MNPOMNyCKM B TEKCTE apXMBHOIMO LOKYMEHTa OTAefNbHbIX
cnoB 0603Ha4YalTCA MHOrOTOUNEM.

B npumevaHnax K TEKCTy apXMBHOW BbIMUCKWU [enarTcs COOTBETCTBYHOLLMNE
OrOBOPKM O YacTax TeKCTa OpuriMHana, HepasbopymBO HaMMCaHHbLIX, MCNPaBIIEHHbIX
aBTOpPOM, He nNOoAJalLMXCA NPOYTEHUIO BCNEACTBUE MOBPEXOEHUs Tekcta U T.4.
OTaenbHble CnoBa M BblpaXeHUs opurnHana, Bbl3blBaloLMe COMHEHUSI B UX TOYHOCTW,
oroBapusarTcda cnosamu "Tak B TekcTe opurnHana”, "Tak B gokymeHTe". [locne TekcTta
apXMBHOW BbIMUCKN YKa3blBAlOTCH apXMBHbIA LWNAP W HOMepa JIUCTOB eOuHULbI
XpaHeHUs1 apXMBHOIO JOKYMEHTA.

AYTEHTUYHOCTb BbI4AHHbLIX MO 3anpocaM apXWBHbLIX BbIMUCOK YO4OCTOBEPSIETCSA
noanuCb0 PyKOBOAUTENSA apXmBa UIv YNONHOMOYEHHOIO JOSMKHOCTHOIO Nnua 1 nevaTbio
apxvBa (ONsS MyHMUMNANbHOrO apxuBa, He ABMASIOLErocs puauyeckum nuuoMm, -
neyaTbio opraHa MECTHOro caMoynpaBneHus).

5.9.3. Ha obopoTe Kaxgoro fiMcra apxmBHOW KOMUW MNPOCTaBNAKTCA apXMBHbIE
Wngpbl M HOMEpa JIMCTOB €AMHUL, XPaHEHUs apXUBHOro AoKymeHTa. Bce nucThbl
apXMBHOW KOMUU CKPENSIAOTCA U Ha MeCTe CKperrieHns 3aBepsoTcsa neyaTtblo apxvea U
noanucblo ero pykoBoauTeENd UMM YNOSTHOMOYEHHOro AOSHKHOCTHOrO nuua. ApxuBHas
Konua, npeaHasHadYeHHas ans HanpaeneHus 3a pybex, 3aBepsieTcs repboBor nevaTbto n
noanuCbi0 PYKOBOAUTENS apXuMBa.

5.10. ApxmBHag cripaBka (rnpunoxeHve N 13), apxuBHas BbINUCKa, apXMBHaA KONus
M OTBETbI Ha 3aMpPOChl BbICbIATCA MO NOYTE NPOCTHIMU MUCbMaMW.

ApxuBHas cnpaska, apxX1MBHasi BbIMMCKa U apXMBHasi KOMus, NnpegHasHavYeHHble ans
HanpaBneHna B rocydapctBa - ydacTHukum CHI, Bknoyas oTBeTbl 06 OTCyTCTBUM
3anpawvBaemMbiX CBeAEHWW, BbICLIIATCA apXMBOM HENOCPEeACTBEHHO B agpeca
3aaBuTeneun.

ApxuBHas cnpaska, apxXvuBHasi BbIMMCKa U apXMBHas KOMUs, npegHasHavYeHHble ans
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HanpaBfieHNa B rocyaapcTBa, He sisndawowmneca ydyactHukamm CHIT, Bknovas oTBeTbl 06
OTCYTCTBMM 3anpaliMBaemMblX CBedeHun, OoopMIsalTCS U BMecTe C  3anpocamu
(aHKeTamMu, JIMYHBIMW 3asIBIEHUAMU U T.M.) HANPaBATCS apXMBOM B COOTBETCTBYHOLLNN
deneparbHbI OpraH UCNOSTHUTENBHOW BNacTu B YCTAHOBIIEHHOM MOPSAKE.

ApxuMBHas cripaBka, apxvMBHas BbINMUCKA WU apxMBHasi KOMWA B Criydae JIMYHOro
obpalleHus rpaxgaHMHa WnNu ero OOBEPEHHOroO fvua B apxuB BblgaKTCA eMy nofg
pacnucky npuv npeabsaBfeHnn nacnopta WM WHOMO YOOCTOBEPSOWEro OOKYMEHTa;
AOBEpPEHHOMY nuuy - Npu  NpeabsBneHMn  OOBEPEHHOCTW, OopMieHHON B
yCTaHOBMEHHOM nopsigke. [lonyyaTtens apxMBHOW CNpaBKM W apXMBHOW  BbIMUCKK
pacnucbiBaeTCA Ha MX KONUAX UM Ha obopoTe CONPOBOAUTENLHOrO MMCbMa K HUM,
yKasblBasi AaTy nX nonyyeHus.

3aBepeHHasi anocTUneM apxuBHas cnpaska, apXmBHas BbINMCKa M apXMBHasA KONUA
B Cnyyae InuMyHOro obpalleHus rpaxkgaHuHa WM ero [OBEePEHHOro nuua B apxuB
BblJaeTCa eMy Ha pyku Npu npegbsBrieHnun KeBuTaHuum o6 ynnaTte rocyaapCTBEHHOW
MOLUNMHbI 3@ NPOCTaBMEHNE anoCTUNS.

Bo3Bpau.|eHV|e NOANMNHHUKOB apXUBHbIX AOKYMEHTOB

5.11. Tlo NUCbMeHHbIM 3asiBfIeHUsIM C paspelleHns pyKoBOOUTENSA apxmsa
peabunnUTMpoBaHHbIE NULA U NX HAacNeOHUKN UMEKOT NPaBo Ha NoslydeHne NOASIMHHUKOB
COXPaHMBLUMXCS B MNpeKpaweHHbIX YroNoBHbIX W aAMUHUCTPATUBHBIX, a Takke
PUNbTPALMOHHO-NPOBEPOYHBIX Aeflax apXMBHbIX JOKYMEHTOB TBOPYECKOro XapakTepa -
pykonucen, doTorpacpun, nucem wn ApYrnx JNUYHbIX OOKYMEHTOB (3@ WCKNOYEHMEM
nacrnopToB, BOEHHbIX OWUMNeToB, CHYXeEOHbIX YOOCTOBEPEHUA W APYrUX apXMBHbIX
AOKYMEHTOB 0bmLManbHOro NPOUCXOXOEHNS).

MO MUCbMEHHbIM 3asiBfIEHUSM C paspeLUeHust PyKoOBOOUTENS apxuBa rpaxgaHe
MMEKT MpaBO Ha MNOfyyYeHMEe COXPaHUBLLUMXCHA B apxvBe MNOASNIMHHMKOB COOCTBEHHbIX
TPYLOBbIX KHUXEK.

C n3bIMaeMbIX apXMBHbIX JOKYMEHTOB AENAlTCA KOMUKU, KOTOopble NpnobLyatoTcs K
aenam. Mabatne apxmBHbIX JOKYMEHTOB, a TakKe MX 3aMeHa Ha KOMuuM OTpaXalTcs B
nucTax-3aBepuTtenax ges, B onucsax Aer, JOKYMEHTOB.

BoaBpawieHne apxmBHbIX OOKYMEHTOB odopMnsieTca aktom 06 mM3bsaTuM u3 gen
YyKa3aHHbIX JOKYMEHTOB. AKT 1 ApYyrne AOKYMEHTbI, HA OCHOBaHUN KOTOPbIX NPOM3BEAEHO
BO3BpalLEHMEe apXMBHbIX OOKYMEHTOB, W pacnucka nuua, MofyymBLUEro UX Ha PYyKW,
BKMNtOYalTCA B Aeno doHaa.

O6cnyxuBaHue nonb3oBaTtesien B YNTaNbHOM 3are

5.12. na obcnyxmMBaHMs norib3oBaTenen B apxvBax OEWCTBYIOT YnTanbHbIA 3an,
NPOCMOTPOBLIM 3asl, KOMHaTa MpoCcnywmBaHUSa (POHOLOKYMEHTOB CO cChneuuasnbHbIM
obopymoBaHnem  ana  paboT €  MUKPOKOMUAMWU  apXMBHBIX  JOKYMEHTOB,
ayaomoBu3yanbHbIMWU U ONEKTPOHHLIMW OOKyMeHTamMu. [lpu OTCyTCTBUM cneumanbHO
BblAENEHHOro MoMeLLeHNsa obcnyxmnBaHne nosib3oBaTtenen npoumssoauTca B paboyen
KOMHaTe apxvMBa Nog KOHTPONeM COTpyaHMKa apXmBa.

Mopsgok paboTbl NoNb3oBaTeNen ¢ apXMBHbLIMU JOKYMEHTAMU B YMTarbHOM 3ane
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apxuBa, ux npaesa n obs1I3aHHOCTM onpeaensTcs npasunamm paboTbl Nonb3oBaTenen B
ynmTanbHbIX 3anax apxuesoB Poccuinckon depepaunun, yTBepxagaemMbiMu cneumanbHO
YNONMHOMOYEHHbIM  (pefeparnbHbiM  OpraHOM  UCMONHUTENbHOW Briactu B cdepe
apxuBHoro pgena. ApxuB 00s5i3aH O3HAKOMWUTb MOJSib30OBaTENEN C 3TUMM MNpaBUIAMM.
Mcxoaa m3 KOHKPETHbIX BO3MOXHOCTEW OBCNYyXMBaHUS MNOSb30BaTENen, apxmB MOXET
yCTaHaBnuBaTb O4epPeHOCTb U BPEMS MOCELLEHNS UMW YUTalbHOrO 3ana.

B cnyyaax xuweHust nnm noBpexneHus nonb3oBaTenieM apXMBHbIX AOKYMEHTOB,
TeXHMYeckoro obopyaoBaHMa M UMywecTBa apxmB obpaulaeTcs C COOTBETCTBYHOLLUM
3asBrieHMeM B OpraH BHYTPEHHUX Oen No MEeCTYy pacnorfioXeHuUst apxuBa, npuHuMmaeT
apyrme mepbl K BO3MeLeHuio yuiepba B COOTBETCTBUM C  3aKOHOOATENbCTBOM
Poccuinckon degepaumn.

5.13. o 3aka3am nonb3oBaTenen ¢ y4eTOM TEXHUYECKNX BO3MOXHOCTEN apXuBa,
M3roTaBfMBalOTCA  KOMUM  apXMBHbIX  OOKYMEHTOB:  KCEPOKOMWUW,  MUKPOKOMUW,
dpoToOTNEYATKN, KMHOKOMUKU, BUAEOKOMNUU, KOMUU (POHOLOKYMEHTOB, a TakkKe KOnuwu Ha
9S1IEKTPOHHbBIX HOCUTENSX.

He npousBoantcs KonuvpoBaHue [OOKyMeHToB ApxuBHOro doHga Poccuinckon
degepaumn, HaxogAaLWMXCH B HEYLOBNETBOPUTENBHOM (PU3NYECKOM COCTOSHUMN.

KonupoBaHne apxuBHbIX [LOKYMEHTOB OrFpaHW4YeHHOro AocTyna (CEeKPEeTHbIX W
cogepxalinx KoHMAeHUManbHyto uHGpOpMaunio) Npon3BoauTCA B YCTAHOBIEHHOM
nopsigke.

[MopsaoK BbIMOMHEHUST 3aka3oB Ha KonMMpoBaHMEe, B TOM 4ucre obbembl
KOMMPOBaHUS apXMBHbIX LOKYMEHTOB, HEONybnMKOBaHHbIX OMNWCEN Aerl, OAOKYMEHTOB,
APYrNX apXuBHbIX CNPaBOYHO-MOUCKOBBIX CcpeacTB M 6a3  [daHHbIX, CTOMMOCTb
N3roTOBMEHNA KOMUA U MOPSAOK pacyeToB 3a WX W3rOoTOBfIEHME OnNpeaenstoTcs
PYKOBOCTBOM apxuBa.

Ha konuu apxmMBHOro JOKYMeEHTa, N3roTOBNEHHOW NO 3aka3y nosfib3oBaTens, apxus
yKasblBaeT apxvMBHbiA WKUEHP M HOMEepa JUCTOB eAWHULbI XPaHEeHUsI apXUBHOIO
AokymeHTa. [lMpn oMopmMneHMm Konuum pacCceKkpeyYeHHOro apxMBHOro AOKyMeHTa Ha
NULEBON CTOPOHE B MpaBOM BEPXHEM Yrny nNepBOro W nocrnegHero nucra Konuu
npoctaBnseTcsa wrtamn "PaccekpeveHo". [Mpn HeobxoAUMOCTM AaHHbIM  WTamn
NpoCTaBnseTCs Ha NUUEBON CTOPOHE BCEX JIMCTOB KOMUU PacCeKpeyYeHHOro apXuBHOIo
OOKYMEHTA.

Konun apxmBHbIX JOKYMEHTOB BblalOTCH NOMb3oBaTeNsM, UX AOBEPEHHbIM fnLam
WM MOryT BbITb BbICNaHbl MO YKa3aHHbIM agpecam.

YyeT 3aka3oB Ha KonuvpoBaHwe BefeTca Ha OymMaxHOM HocuTene wunuv B
aBTOMaTU3MPOBaHHOW hopMme.

MHuumnaTtuBHoe MHopMUpoBaHUe nonb3oBaTtenen. MoaroTtoBka BbICTaBOK U
nyGnukauum apxXmBHbIX JOKYMEHTOB

5.14. WHunynatnBHoe WMHGPOPMUPOBaAHME T[OCYOaPCTBEHHbLIX OpPraHoB, OpraHoB
MECTHOro CcamoynpaBfneHud, opraHmsaumm W rpaxgaH oOcCyLecTBNseTca nyTem
HanpasieHNa UM MHAPOPMALMOHHBIX NUCEM UNU APYrMX MHPOPMALNOHHBLIX JOKYMEHTOB.

5.15. ApxuB opraHu3yeT nNOAroTOBKY W npoBeAeHWe BbICTaBOK apXMUBHbIX
OOKYMEHTOB CaMOCTOATESNbHO UMM COBMECTHO C APYrMMN apXuBamu N opraHn3aumnsamu.



Ana  nogroToBkM  BbICTAaBKWM  apXMBHbIX  JOKYMEHTOB  paspabartbiBatoTca
TemaTndecknn nraH (KoHUenuusa) u TemaTUKO-3KCMNo3uUMOHHBIA nnaH. Ha ocHose
TeMaTu4yecKoro nnaHa npoBOAUTCA BbISIBiEHWE U OTOOP apXMBHbLIX [AOKYMEHTOB,
WNITIOCTPATUBHBIX N MHBIX MaTepuanoB. B TeMaTuUKo-3KCNO3MUMOHHBIM NiiaH BKNoYaeTcs
aHHOTUPOBAHHbLIN NepedYeHb 0TOBPaHHbLIX A5l 3KCMOHMPOBAHUSA apXUBHbLIX AOKYMEHTOB,
WNITIOCTPATUBHBIX M WHBIX MartepuarnoB, CUCTEMAaTU3MPOBAHHbLIX B COOTBETCTBUM C
pasgerniamMmmn BbICTaBKW, C YKa3aHMEM MX pa3MepoB U nopsgka pasMeLleHns Ha cTeHgax
nUnu B BUTpUHax. Bce oTtobpaHHbIe 4N 3KCMOHMPOBAHUS apXUBHbIE JOKYMEHTbI U Apyrue
mMaTepuanbl aHHOTUPYHTCA. K MHOA3BIYHBIM MaTepuanam npu HeobxoauMOCTU AaeTcd
nepeBo NNV pa3BepHyTas aHHOTaLMsA CoAepXKaHuUs.

OTBETCTBEHHLIMM 3@  COXPAHHOCTb  ApPXMBHbIX  [OOKYMEHTOB  SABMSAKTCA
OpraHn3aTopbl BbiCTaBku. ApXMB, NpeAcTaBUBLLNA apXUBHbIE AOKYMEHTbI OS5 BbICTaBKMU,
obecneuymBaeT KOHTpoOmnb 3a cobniogeHnem TtpeboBaHU obecneyvyeHuss COXPaHHOCTU
AOKYMEHTOB NpW 3KCMOHNPOBaHUMW.

CTpaxoBaHue apxXuBHbIX JOKYMEHTOB U ObopmMIieHMe UX BPEMEHHOro BbiBO3a 3a
npegensl Poccunckon denepaumm Ans 9KCNOHUPOBaHUSA NPOBOASATCA B YCTAaHOBIIEHHOM
nopsgke (cm. n.n. 2.11.14, 2.11.15).

5.16. Tlpu nogrotoBke  nybnuvkaumin  apxvMBHbIX  AOKYMEHTOB  apXxuB
PYKOBOACTBYETCSA HAay4YHbIMU NpaBuiiaMmn n3gaHus ICTOPUYECKUX JOKYMEHTOB.

Tunbl  (HayyYHbIW, Hay4YHO-MOMYNAPHbIA U y4ebHbIM) u  Buabl (NodoHOoBas,
TemaTtndeckas unu ap.) nyénmkaumin apxmBHbIX JOKYMEHTOB ONpeaernsoTCa UxX uernesbim
HasHavyeHueM, cneundukon oTbopa UCTOYHMKOB, NMPUEMOB Nepefayn TekcTa apXMBHbIX
AOKyMeHTOB 1 coctaBoM HCA K HUM.

®opmbl NybnvkaumMm apxXmBHbIX JOKYMEHTOB:

nevatHas: cepusi, cbopHuK, anbbom, BykneT, nnakaT, NydnukaumMst B cpeacTBax
MaccoBOM MHGOpMaLmK;

nybrnvkaums Ha nneHoYHbIX HOCUTENAX: MUKPOUIbM, MUKPOPULLE;

SNEeKTPOHHasA: rMnepTeKkcT, MynbTuMeama, 6asa gaHHbIX.

ApxuB ocyLLecTBNSET MeponpuUsaTUs No obecnevyeHnto Hay4HO-UccnegoBaTebCKuX
N TEXHUYECKUX MPOLLECCOB MOArOTOBKU AOKYMEHTarbHbIX nybnukauun: dopmmpoBaHue
peaakunoHHON konneruu, KonnekTuea cocTaBuTenenu, cocTaBneHue
OpraHn3aLMOHHO-MEeTOANYECKNX OOKYMEHTOB, 3aKkroyeHne Aorosopa c
3anMHTepecoBaHHbIMW OpraHn3aunamMmn 1 n3gatenbcTeamm 1 T.0.

[MogroToBneHHas w oOTpefakTUpOBaHHAA PYKONMUCbL MNPOXOAUT BHYTPEHHee U
BHELLHee peLeH3MpoBaHMe 1 0bcyxaaeTcs Hay4HO-coBellaTeribHbIM OpraHoM apxuBa,
obragaowmmM npaBoM pekoOMeHA0BaTb ee K U3gaHuto.

Pykonucb cumMtaeTca nogroToBfiEHHOW, €Crv B COOTBETCTBUM C YCTAHOBIIEHHbIMU
TpeboBaHMaMN gopaboTaHa MO 3aMeYaHUsM PeueH3EeHTOB U uToraMm OBCYXAEHUA U
yTBEpPXAEHa B nevatb. PyKonncu MexapxmBHbIX U3AaHUN NpencTaBnsAnTCa peakonnerum
Ha pacCMOTpPEHNE U YTBEPXKAEHME K U3AaHMIO TOFIOBHOM OpraHusaumnen.

C n3paTtenbCTBOM 3aknioyaeTcs AOroBop, B KOTOPOM NpeaycMaTpuBaloTCcsa npasa
n 0683aHHOCTM U3gaTenbCTBa 1 3akasymka (apxusa).

5.17. ApxvB OCYyLECTBMNSAET y4eT WCMNOSIb30BaAHUA apXUBHbIX [OOKYMEHTOB Ha
ByMaXkHOM HOCUTENE UMK B SNEKTPOHHOMN hopMe.

MpunoxeHus



(o6pa3ubl hopm)

NHdbopmaLums 06 naMeHeHunsIx:
[Mpukaszom MuHkynbmypbl Poccuu om 16 ¢pespansa 2009 e.
MPUIOXKeHUE U3IIOXEHO 8 HO8OU pedakuuu

Cm. mekem ripurnoxeHusi 8 rpedbidywed pedakuyuu
FTAPAHT:

CM. gaHHyo dopmy B pegaktope MS-Word

N 68 Hacmoswee

MpunoxeHne N 1
Knn 2.11.5,2.11.7.2,3.7.2,4.3.1.
(c usmeHeHusimun ot 16 cheBpansa 2009 r.)

(Ha3BaHME apxXMuBRa)

AKT YTBEPXIAK
N IrpexrTop
(mara) (Ha3BaHVEe apxuBa)
O HENCHIPABMMEIX IIOBPeXIOeHMUSsIX [loonmcsob PacumppoBka
ApXUBHHX OOKYMEHTOR MOININCH
ITaTa
®ong N
HasBanue OGoHIOa
B doHaoe ob6HapyXeHbl eauvHUUbl XpaHEeHUs, MNpPU3HaHHble HeUcnpaBUMO
nospexageHHbIMn
N | Home | Homep 3aronoBok KpaiH Konnyectso CyLHOCTb 1
n/n p ed. Xp. | NoBpexaeHHOU ne nncToB (Bpems NPUYNHBI
onmcun en. Xp. OaTbl 3ByYaHuA, nospexageHuns
MEeTpax)
1 2 3 4 S 6 I
VIToro ODOHapyXeHO HEMUCIPABMMO NOBPEXIESHHBIX en. xp.

(umbpaMy M MOPONMCHIO)

BaBenyoummy OTIEeJIOM

(momnmuck, pacumdpoBKa MNOONMUCH)

3aBenynumny apXMBOXPAHMIIMIIEM

(momnmucek, pacumdpoBKa NOANUCH)


http://ivo.garant.ru/document?id=95539&sub=2
http://ivo.garant.ru/document?id=5332324&sub=10000

HepeqmcneHHble aAPXMBHBIE IOOKYMEHTHl IIOILJieXaT CIIMCAaHMIO BBUIOY

OKCIIEPTH :
(HaMMeHOBaHME IOOJDKHOCTEM BKCIEepPTOB, IOIANNMCH, pacuMdpoBKa MIOIANNUCEMN,
naTa)

(N m maTa npukaszsa PYKOBOIMTEJIS apxXMBa O CHATUM HEUCIPABMMO I[IOBPEXIEeHHEX
APXMBHEIX ITOKYMEHTOB C yuerTa)

VIBMeHeHMd B yUeTHHE IOOKYMEHTE BHECEHEL

HamMeHOBaHME
IOOJIDKHOCTHU
paboTHHUKA [loonmce Pacumbpporka nomgnmcu
TaTa
@opMa aKTa @] HEeNCIIPaBUMMBIX IIOBPEXOEHMAX APXMBHBEIX IJOKYMEHTOB

dopmaT A4 (210x297)

WHdopmaumns 06 naMeHeHusx:

lpukasom MuHkynbmypel Poccuu om 16 ¢bespana 2009 e. N 68 Hacmoswee
MpUIoXeHUe U3I0XeHO 8 Ho8oU pedakyuu
CM. mekcm ripunoxeHus 8 npedbidywelt pedakyuu
FAPAHT:
Cwm. aaHHyto dopmy B pegaktope MS-Word
MpunoxeHue N 2
Knn.2.11.5, 3.7.2.
(c nameHeHusimu ot 16 cheBpans 2009 r.)

(Ha3BaHMEe apxMuBRa)

AKT YTBEPXIAK
N IMpexrTop

(mara) (HasBaHMEe apxuBa)
O HeoBHapyXeHUMN [Nognmuce PacumppoBra
APXMBHEIX HOOKYMEHTOB IoOnmMcum
OyTH POBEICKA KOTOPEHIX HaTa
ncuepIriaHsl

®ong N

B pesymneTare YCTAHOBJIEHO OTCYTCTBME B (QOHIE NEepPEeUYMCIIEHHBIX
HUIXE APXUBHEIX IOOKYMEHTOB. [lpennpmHATEE AapXMBOM MeEPHl II0 POBEICKY

[IOJIOXUTEJIbHEIX Pes3yJibTaTOB He IajiM, B CBS3UM C UeM CUMTaeM BO3MOXHEIM CHATH
Cc yueTa:

N | Homep | Homep | 3aronosok | KpanH | Konuyectso nuctos | Npeanonaraem
nn | onucum | en. xp. ed. Xp. ne (Bpems 3ByvaHus, ble NPUYNHbI
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Aatbl MeTpax) OTCYTCTBMS

1 2 3 4 5 6 7
NToro en. xXp.
(umbpaMm ¥ HOPONMUCHIO)
ConepxaHme YTpaquHbIX apXMBHbIX IJOKYMEHTOB MOXeT 6E>ITI:> YJaCTMUMUHO

BOCIIOJIHEHO cCJienymnyMM e€I. XpP.:

dopMa akTa O HeOOHAPYyXEHUM APXMBHBIX HOOKYMEHTOB,
IIyTM PO3ECKAa KOTOPBIX MCUEPIIaHH

dopmaT A4 (210 x 297)

BaBenynoimmi OTIEJIOM [Toonuce Pacumbporka nomnmcu
BaBenynimi apxXmUBOXpPaHUIIMIEM [Toonuce Pacumbpporka nomnmcu
T'JTaBHEIM XpPaHUTEIb [Toonmuce Pacumpporka nomnmucu

(N v maTa npukaszsa PYKOBOIUTEJIS

apxuBa o CHATUU c yueTa
HeOOHapPyXeHHBIX APXUBHEIX
IOOKYMEHTORB, oyTHu PO3EICKA

KOTOPBIX MqupHaHbI>
VI3MeHeHVd B yUYeTHEE IOOKYMEHTE BHECEHEL

HammMmeHOBaHME
OOJIKHOCTU
paboTHMKA [Tlognmce Pacumpporka nomnmcu

TaTa

dopMa akTa O HeOOHapPyXeHMM apXMBHEX IOKYMEHTOB,
IIyTM PO3BICKa KOTOPBIX MCUEpIaHH (MPOIOJIKeHME)
dopmaT A4 (210 x 297)

FAPAHT

CMm. gaHnyto oopmy B pegaktope MS-Word

MpunoxeHune N 3
knn.2.11.8,2.11.10, 3.4.1, 3.5.6, 3.7.13,5.5.1

JIncT-3aBepuTens meina

B mejile nmomommTo U IPOHYMEPOBAaHO JIMCTOB
(umbdpaMy M MOPONMCHIO)

c N no N




B TOM U4MCIIEe:
JIMTEPHBEIE HOMEPpa JIMCTOB
IIpOoIlylleHHBIE HOMEpa JIMCTOB

+ JIMCTOB BHYTPEHHEN OIMUCHU

OcobeHHOCTHU (QMBUUECKOTO COCTOAHMA Homepa mnmcTOB
1 QopMMPOBaHMA »esa

1 2
HammMmeHnoBaHME
IOOJIKHOCTM
paboTHHUKA [Toonuce Pacumbdporka nNOOOMUCHU
TaTa

dopma nucrta-zaBepuTtena gena

®opmat A4 (210 x 297)

WHdopmaLums 06 naMmeHeHusx:

lMpuka3om MuHkynbmypel Poccuu om 16 ¢bespana 2009 e. N 68 Hacmoswee
MpUIOXXeHUe U3I0XeHO 8 HO8oU pedakyuu
Cm. mekem ripurnoxeHusi 8 rpedbidywed pedakyuu
FTAPAHT
CwM. aaHHyo dopmy B pegaktope MS-Word
MpunoxeHune N 4
Kn. 2.11.10.
(c nuameHeHusimu ot 16 cheBpans 2009 r.)

(Ha3BaHMe apxuBa)

JIUCT MHMCIIOJIL3OBAHUA
APXVMBHBEX JOKYMEHTOB

®oHm N Onmce N IHejio N
3aroJIOBOK IeJjia

HaTa Komy BblgaHo Xapakrtep Homepa Mognuck
ncnorsb damunus, NCMoSib30BaHNUSA MCnosib3oBaH nvua,
30BaHU MHULUMan.I (konMpoBaHue, HbIX JINICTOB | MCNOSMb30BaB
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S (pasbopumneo) BbIMUCKN, NPOCMOTP U Luero geno
Ap.)

1 2 3 4 S

dopmMa JMCTa MCIOJb30BAHUSA APXUBHHX OOKYMEHTOB
dopmaT A4 (210 x 297)

MHdopmaLms 06 naMeHeHusIx:

[Mpukazom MuHkynemypbl Poccuu om 16 ¢bespana 2009 e. N 68 Hacmosiwee
MPUIIOXKEHUE U3/10)KEHO 8 HOBOU pedakyuu

Cm. mekem ripurnoxeHusi 8 npedbidywed pedakyuu
FTAPAHT:
Cwm. aaHHyo dopmy B pegaktope MS-Word
MpunoxeHne N 5
knn. 3.4.1, 3.5.2, 3.7.11.
(c uasmeHeHusimun ot 16 cheBpansa 2009 r.)

KHura yyeta noctynneHmn 4OKyMEHTOB
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Nn/n | data HanmeHoBaHue | HammeHoBaHue | HasBaHu loabl Kon-Bo ea. xp. | Kpatkaa | Homep doHaa, | MNpume
noctyn opraHmsauuu, , Homep n gata | e poHaa | JOKYMEHT nnm XapakTe | NPUCBOEHHbIN | YaHUS
neHuns (bamunus, AOKYMeHTa, Mo OB HEOMNUCaHHbIX | PUCTUKA | MOCTYMUBLUUM

NHULManbI KOTopoMmy apx. COCTOSIH | OOKYMEeHTaMm
nuuya), ot NPUHATDI AOKYMEHTOB ns Nno Crmcky
KOTOpOW AOKYMEHTHI (nncToB) doHO0B
NOCTYNUn
AOKYMEHTbI
1 2 3 4 5 6 7 8 9 10
VToro IIOCTYIIMIIO 3a Ion en. Xp. (,JIOKyMeH'I‘OB, J'H/[C'I‘OB)

B TOM UMCJIe™*:

HammMmenoBaHMEe
IOOJIKHOCTU
paboTHMKA

DaTa

(umbpaMm M HOPONUCHIO)

[Toonmuce

Pacumbpporka nomnmcu




* [lonyckaeTcs BegeHWe efuHOM KHWUMM ydeTa NOCTYMNMEeHUM Ha AOKYMEHTbl BCeX
BMOOB C yKasaHWeM NxX 00 bEMOB B UTOrOBOW 3amMuCH.



dopMa KHUIM ydeTa INOCTYIJIEHUN IOKYMEHTOB
dopmaT A3 (420 x 297)



FAPAHT:

CMm. gaHHyo dopmy B pegaktope MS-Word

MpunoxeHne N 6
knn.3.4.1,3.5.3,3.7.1,3.7.11, 3.7.12

Comcok GoHIOB

Howmep IlaTa [nepeoro HasepaHre odoHna OTmMeTKa © IpuMeyaHMA
bonma IIOCTYIIJIEHUHA BHIOBITUU
1 2 3 4 5

UTtoro Ha 01.01............ T. boHIOB
(undpaMm M OPONUCHI)

B T.Y. HOCTYIMIIO 3@.eeo.... T. boumos
(undpaMm M OPONMUCHI)

BBIOBIIIO B3« v e v oo oo v v nonnnenns . boHmoB

(umdpaMM M HOPONMCHIO)

HamMmeHoBaHME
OOJDKHOCTU
paboTHMKA [Tognmce Pacumpporka nomnmcu
Hara
Popma cnucka poHOOB
dopmart A4 (210 x 297)
FAPAHT:

CMm. gaHnyto goopmy B pegaktope MS-Word

WHdopmaumst 06 nameHeHusIx:

lMpukazom MuHKynemypbl Poccuu om 16 ¢peepana 2009 e. N 68 Hacmosiwee
MPUsIoXXeHUEe U3II0XEeHO 8 Ho8oU pedakyuuu

Cm. mekem ripurnoxeHusi 8 rpedbidywed pedakyuu

MpunoxeHne N 7
knn. 3.4.1, 3.5.6, 3.7.13, 5.5.1.
(c usmeHeHusimun ot 16 cheBpansa 2009 r.)

YTBEepPXIeHO
[IpoTokosa 3IIK
(HaMMeHOBaHMe YIIOJIHOMOYEHHOI'O OopTraHa
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MCIIOJIHUTEJILHOM BJIACTU cyObekTa Poccumckon
denmepauum B 0OOJIACTM aApPXMBHOITO Heja, OGenmepalilbHOI'O
TOCYHOApPCTBEHHOTO apxXMBa) OT N

N [lenonpon3BoaCcTBEHHbIE

3aronoBok | KpanHune | Konuyects | NpumeyvanHu

n/n | WHAEKCbl U HOMepa no aena aaTtbl O NNCTOB S
cTapoun onucu
1 2 3 4 5 6

B onmce BHECEHO

(umdpaMmt M OPONMUCHD)

et
c N no N
HamMmeHnoBaHUe
IOOJIXKHOCTU
COCTaBUTEJIA OINUCHU lloonmcsob PacumppoBka NOONMUCHU
Bapenyoummy OTIEeJIOM
(apxXMBOXPaHUIIMIIEM ) [Togonuce Pacumpporka HnoOOnOmUcCu

DaTa

* K onucu coctaBnsieTcs TUTYIbHbIN NNCT

CDopMa ONMCUM* HOeJl MOCTOSHHOTO XpaHeHuA, COCTaBJIEHHOM B apxumBe

dopmaT A4 (210 x 297)

FAPAHT

Cwm. aaHHyto dopmy B pegaktope MS-Word

WHdopmaumsi 06 naMeHeHusIx:

[lpukazom MuHkynemypbl Poccuu om 16 ¢peepana 2009 e. N 68 Hacmosiwee
MpuUIoXXeHUe U3oXeHo 8 HogouU pedakyuu

Cm. mekem ripurnoxeHusi 8 rpedbidywed pedakyuu

(HaMMeHOBaHME OpI'aHM3alLUM)

®oHnm N

Onomuce N
OeJl [OCTOSIHHOT'O XpaHeHMUSs
Ba roxn

MpunoxeHune N 8
knn. 3.4.1, 3.5.6, 3.7.13, 5.5.1.
(c usmeHeHusimu ot 16 cheBpansa 2009 r.)

YTBepxIao

HammeHnoraHue IOOJIXKHOCTHU

PYKOBOIOMTEJIA OpITaHM3alun

[Tononmucoe PacumppoBka
MNOONMUCHU

ITaTa
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N Muoekc pena | 3aronosok gena | KpanHune | KonnyectBo MpumevaHus
n/n naThbl nNCTOB
1 2 3 4 5 6
B IaHHBIM pa3mejl OINMCKM BHECEHO nej

(uMbpaMy M MOPONMCHIO)

c N rno N , B TOM UMCJIE:
JIMTEPHEIE HOMEpPAa:
NPONyIIeHHBEEe HOMepa:

HammeHOBaHME IOOJDKHOCTU
COCTaBUTEIA OInMCHU lloonmcsob PacumppoBka NOONMCU

BaBenyoumy apxXmMBOM

opraHmM3aumm lloonmcsob PacumppoBka NOONMUCHU
TaTa
CorjylacoBaHO YTBEPXIOEHO
[IpoToxkos 3K (3K) [IpoTroxkos 3IIK
(HaMMeHOBaHME (HaMMeHOBaHMe YIIOJIHOMOYWEHHOI'O OopTraHa
opraHm3auunm) VCIIOJIHUTEJIbHOM BJIACTU cyOBeKTa

Poccurickom demepalummM B OOJIACTU apXMBHOTO

nesa, benmepasibHOT'O TOCYyIOapCTBEHHOTO
apxmuBa)
oT N oT N

dopMa TOZOBOTO pasl3mejia ONMCHU OeJl NOCTOSHHOTO XPaHEeHUS
opTraHu3alumum dopmaT A4 (210 x 297)

WHdopmaLums 06 naMeHeHusx:
[lpukazom MuHkynemypbl Poccuu om 16 ¢pespana 2009 2. N 68 Hacmosuwee
MpusioXXeHue U3rioXXeHO 8 Hoeou pedakyuu

Cm. mekem ripurnoxeHusi 8 rpedbidywed pedakyuu
FAPAHT:

CwMm. aaHHyo dopmy B pegaktope MS-Word

MpunoxeHune N 9
knn. 3.7.1,3.7.2,3.7.11,4.4.1,4.6, 4.7.
(c usmeHeHusmu ot 16 cheBpansa 2009 r.)

YTBepXoamo YTBEepXIamn

(HaMMeHOBaHMUE JOJIXHOCTIM (HamMeHOBaHUE JOJIXHOCTIM
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pykroBOOMUTEIIA oprangaumm—cnaTqua) pPyKOBOOMUTEIIA oprangaumm—npmeMMMKa)

[Toonuce PacumppoBka HNOONMUCHK I[Toonmuce PacumppoBka HNOONMUCHU
TaTa I[leuaThb HaTa I[leuaTnb
AKT
N
(nara)

npueMa-nepenadM apXMBHBIX
OOKYMEHTOB Ha XpaHeHue

(ocHORaHME IMepenaun)

(HasBaHMe nepenaraeMoro GoHza)

crnaj,
(HasBaHMe OopraHM3alUMM-COATUUKE)
IPUHATL
(HasBaHMe OpraHM3alUMM-IIPYEeMINKa)
IOOKYMEHTE Has3BAaHHOTO QOHIOA M HAyYHO-CHNPAaBOUHEI annapaT K HUM:
N | HasBaHue, Homep KonunyectBo KonunyecTBo ea. MpumeyvaHusa
n/n ornucu IK3EeMIMTIAPOB Xp.
onmncu
1 2 3 4 5
VTOTO MHNPUMHATO en. xXp.
llepenauy MNpomM3BEJINM: [lpyeM OpPOU3BEJIN:
IJOJIXKHOCTB [Toonmce Pacumpporka JOJIXHOCTB [lognuce Pacumpposka
IOLONNUCH IIOIINCH
HaTa IaTa
douny npmceoeH N
/3sMeHeHMA B y4deTHHE NOKYMEHTEl BHECEHH
HOJIXKHOCTB lloonmco PacumppoBka NOONMUCHU

TaTa
®opMa akKTa IHnpmeMa-Iepenadm aApXVMBHEIX IOJOKYMEHTOB Ha XpPaHEHNEe

dopmaT A4 (210 x 297)

WHdbopmaLmsi 06 n3MeHeHusIX:

[Mpukazom MuHKynemypbl Poccuu om 16 ¢peepana 2009 2. N 68 Hacmosiwee
MPUIIOXKEHUE U3/10)KEHO 8 HOBOU pedakyuu
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CM. mekcm ripunoxeHus 8 npedbidywelt pedakyuu
FAPAHT:

CMm. gaHHyo dopmy B pegaktope MS-Word

MpunoxexHne N 10
knn. 3.7.1,3.7.8, 4.4.2.
(c usmeHeHusimun ot 16 cheBpansa 2009 r.)

AKT YTBEPXIAI
N IrpexTop
(marTa) (Ha3BaHMEe apxuBa)
npuemMa Ha XpPaHeHMe apXMBHEIX [Mopnmce Pacumdpporka MNOONUCU
OOKYMEHTOB JIMYHOI'O IIPOMCXOXIOEHUST
Iara I[leuaTs
Ha ocHoBaHmm pemeHwma 3IIK
(mpoTokoOJ OT N )
¥ OoTroBOpa OT
cman
(®..0. coBcrTBeHHMKA/BJIAOEsbAa)
OPMHSATE OOKYMEHTEL
(obmas xapaKTepucTUKa IJOKYMEHTORB)
B KOJMUECTBE en.xp. (yCJIOBHHX) IOKYMEHTOB (JIMCTOB)
10 apXMBHOM (CHAaTOYHOM) OIMUCHU
dounny npmceoeH N
CobcTBEeHHMK/ Banesell [Mopnmce PacumppoBka NOONMUCHU
(HyXHOE MNOOUYEPKHYTH)
HarvMeHOBaHME HOOJIXHOCTU
paboTHMKA [Tlognmce Pacumpporka nomnmcu
DaTa
/I3MeHeHMS B y4YeTHBle HOOKYMEHTH IO pPe3yJibTaTaM OIMCaHMSA BHECEHH
HarvMeHOBaHME OOJIXHOCTU
paboTHMKA [lognmce Pacumbpporka nomgnmcu
TaTa
dopMa akTa NpueMa Ha XpaHeHMe IOOKYMEHTOB
JIMYHOTO MNPOMCXOXIOEHMUSA dopmaT A4 (210 x 297)

WHdopmaumst 06 nameHeHusIx:

[Npukazom MuHkynsmypbl Poccuu om 16 ¢peepana 2009 e. N 68 Hacmosiwee

MpUsIoXXeHuUe U3rioXXeHO 8 Hosou pedakyuu

Cm. mekem ripurnoxeHusi 8 rnpedbidywed pedakyuu
FTAPAHT:

CwM. gaHHyo dopmy B pegaktope MS-Word

MpunoxeHne N 11
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Knn. 3.7.2,4.3.2.
(c usmeHeHusimun ot 16 cheBpansa 2009 r.)

(Ha3BaHME apxMuBa)

AKT YTBEPXIIAI
N IpexTop
(mara) (Ha3BaHMe apxuBa)
(e} BHOEJIeHUN K YHUYTOXEHUIO [Toonmuce PacumppoBka NOAONMUCHU
apPXMBHBIX OOKYMEHTOB, He
nomgJiexaumx XpaHeHMIo ITaTa

K yHMUTOXeHMIO OTOOPAHE: HOOKYMeHTH QoHnma N

(HazBaHMe ¢oHza)

Ha OCHOBaHUMNM:

(ccrikM Ha HOPMaATMBHO-METOOIMYECKNME ITOKYMEHTEL

IJI4 TIIpOoBEeIOEeHUMA BKCHepTMSBI)

N HassaHua rpynn | KpanHue | Homepa | Homepa eq. | Konmyects | Nprmey
n/n AOKYMEHTOB AaTtbl onucewn Xp. No 0 efa. xp. aHus
onucam
1 2 3 4 5 6 7
NToro en. xp. 3a To1 (BI)

(undpaMmt M HOPONUCH)

KommuecTtBO en. XpP., Kpaﬁﬂme OaTel U KpaTkad XapaKTeprMCcTMKa JOKYMEHTOB,
OCTamMXCAd Ha XPaHeHUN

BaBenyoummy OTIEeJIOM

(apXMBOXPAHUIIMIIEM ) [Toonuce Pacumbpporka nomgnmcu
HammeHnoBaHUe

IOJIXHOCTU

paboTHMKA [Tognmce Pacumbpporka nomnmcu
TaTa

dopMa akTa O BHIOEJIEHUM K YHUUTOXEHMIO aPXUBHEIX IOKYMEHTOR,
He NoJjiexXallMX XPaHEeHMD dopmaT A4 (210 x 297)

JOKYMEHTHE CIOaHB

(HaB3BaHMe opTraHM3aluM)

Ha IepepaboTKy 10 IPMEMO-CIaTOUYHOM HakKJIaIHOWM N
(mara)

HammMmeHoBaHUME
IOOJIXKHOCTU



pPaboTHMUKA [Mopnmce Pacumdpporka NOONONCU
VI3aMeHeHUusa B YUYeTHbBIe IOKYMEHTBI BHECEHEI

HamMmeHOBaHME

IOOJIKHOCTU

paboTHHUKA [lomnmce Pacumbporka HOOOOMUCHU

TaTa

YTBEepPXIOEHO
[TpoTokom 3JIIK

(HaMMeHOBaHMUe YIIOJIHOMOYEHHOT'O OopTr'aHa

VCIIOJIHUTEJIBHOY BJIACTU CcyOwekTa Poccurickom denepalum

B objacTu APXUBHOT'O nena, benepaliIbHOT'O
TOCYyHOAapCTBEHHOTO apxXMBa)
oT N

@opMa akKTa O BBIOCJIEHUM K YHUMUTOXEHMIO APXVMBHBEIX IOOKYMEHTOB,
He [nojiexallMX XPaHeHMI (IpoIoJiKeHHue)
dopmaT A4 (210 x 297)

WHdopmaLmsi 06 naMeHeHusIX:

lMpukasom MuHkynbmypel Poccuu om 16 c¢pespansa 2009 e. N 68 Hacmosiwee
MPUIOXKEeHUE U3/10XKeHO 8 Ho8OoU pedaKkyuu

Cm. mekem ripurnoxeHusi 8 rpedbidywed pedakyuu

MpunoxeHne N 12
Kn. 3.7.7.
(c usmeHeHusimu ot 16 cheBpansa 2009 r.)

Ha3BaHME apxmuBa)

AKT YTBEPXIAI
N InpeKrTop
(mara) (Ha3BaHVE apxuBa)
O pacCekpeuMBaHNM APXMBHEIX [loonmce PacumppoBka NOONMCHU
noxyMeHTOB domma N
ITaTa
KomMmmccusa
(Ha3BaHMEe KOMMCCUN)

npoTokoy N or 00.00.00 paccekxkpeTusia OOKyMeHTH QoHZa N

(HasBaHMe QoHIa)

INn/n|Home | KonnyectBo | Homepaea. | Homepaen. xp., | lMpume |
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P pacceKkpe4veHHbIX Xp., pacceKkpe4eHHbIX YaHuA
onuc en. Xp. paccekpe4veHH | YaCTU4HO, C yKa3aHnem
n MOJNMHOCT | YaCTU4H bIX HOMepPOB JINCTOB
blO (o] NOJSTHOCTbLHO* HepacceKpe4eHHbIX
JOKYMEHTOB
1 2 3 4 S 6 I
VTOTO paccekpeuyeHOo en. xXp. (IOJHOCTBIO)

(uMbpaMy M MOPOINMCHIO)
3a

(XpOHOJ’IOI‘quCKVIe PaMKM IOOKYMEHTOB )

en. xp. (uacTtmuHOo) 3a
(XPOHOJIOTHMUECKME PaMKM IJOKYMEHTOB)
HammMeHOBRaHME IOJDKHOCTM paboTHuka [loanmchb Pacumbporka nomnmcu
[IpMHATO Ha OTKPBITOE XPaHeHUe en. xp.

(umdpaMm M HPONMUCEHI)

(xpaHmIMIE)

HammeHOBaHME »DOJDXKHOCTHM paboTHuMka Ilomnmchb Pacumpporka nomnomcu
TaTa

VI3aMeHeHMA B ydYeTHhEe IJOKYMEHTEl BHECEHEH
HammeHOBaHME »DOJDXKHOCTHM paboTHuMka Ilomnmchb Pacumpporka nomnmcu
DaTa

* He ponyckaeTcs nepeyncrieHe HoOMepoB efl. Xp. Yepes Tupe.
dopMa akTa O pacCCeKpeuMBaHUM aPXUBHEIX IOKYMEHTOB

dopmaT A4 (210 x 297)

WHdbopmaLmsi 06 n3MeHeHusIX:

[lpukazom MuHkynemypbl Poccuu om 16 ¢pespana 2009 2. N 68 Hacmosuwee
MpusioXXeHue U3rioXXeHO 8 Ho8ou pedakyuu
Cm. mekem ripurnoxeHusi 8 rpedbidywed pedakyuu
FTAPAHT
CM. gaHHyo dopmy B pegaktope MS-Word
MpunoxeHue N 13
Kn 59.1.
(c usmeHeHusimun ot 16 cheBpansa 2009 r.)
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(Ha3BaHMe apxuBa)

(mouToBEIM MHIOEKC; ampec, Anpecart

TeyedoH, Odakc)

ApxXMBHAasl CIpaBKa

N
(mara)
Ha N oT
OCcHOBaHUE :
PykoBomomuTesib OpraHM3alun [Toonuce Pacumpporka nomnmcu
[TleuaTsb
VicniosIHUTE b
TesedoH

dopMa apxXMBHOM CHpaBKMU dopmaT A4 (210 x 297)



