006 yTBep>xaeHuu MpaBun opraHMsaumnum XpaHeHus,
KOMMNJIEKTOBAHMUSA, Y4eTa U UCNOJIb30BaHUA JOKYMEHTOB
ApxusHoro ¢ponpa Poccuinckon dPepgepauum m gpyrux apxmBHbIX
AOKYMEHTOB B roCyAapCTBEHHbIX U MYHULLUNAJbHbIX apXUBaXx,
My3esiX U bubnmorTekax, opraHusaumax POCCMUCKON akaaeMum
HaykK

Mpukas - Ne 19 - o1 18.01.2007 - MMHUCTEPCTBO KYAbTYpPbl U MacCOBbIX KOMMYHUKALWIA + YTpaTua cuny

MPUKA3

MuHUCTEpPCTBa KYAbTYPbl U MaCCOBbIX KOMMYHUKaLWUIA

Poccuiickon ®epepaimu

oT 18 aHBapsa 2007 r. N 19 06 yteepxaeHun MNpaBun opraHn3aLmnm XpaHeHNs, KOMMIEKTOBaHNS,

yyeTa 1 NCNoSb30BaHUS AOKYMEHTOB ApX1BHOro oHAaa

Poccuinckon ®egepaumm N 4pyrux apxmBHbIX JOKYMEHTOB B FOCYAAaPCTBEHHbIX Y MYHULMUMNAIbHLIX apXMBaX,
My3esix n bubnnoTekax,

opraHm3aunax Poccuinckon akageMumm Hayk

3aperucTpupoBaH MunHiocTom Poccum 6 mapta 2007 1.

PernctpauunoHHbii N 9059

B cOOTBETCTBUM C MYHKTOM 2 YacTu 1 cTaTbm 4, 4acTn 5 ctaTbm 14 GefepanbHOro 3akoHa 0T 22 okTabps
2004 r. N 125-®3 "0O6 apxmBHoM aene B Poccuinckon ®epepaummn” (CobpaHue 3akoHoAaTeNbCTBA
Poccunckon ®egepaumm, 2004, N 43, cT. 4169; 2006, N 50, cT. 5280) npmKasbiBato:

1. YTBepanTb NpunaraemMble MNpasuna opraHM3auum XpaHeHns, KOMNJEKTOBaHNS, y4eTa 1 UCMO/b30BaHNS
LOKYMeHTOB ApXxMBHOro hoHaa Poccuiickon ®depepaunn 1 Opyrux apxmBHbIX 4OKYMEHTOB B
roCyapCTBEHHbIX U MyHULIMMAMbHBIX apXxnBax, My3eax n bubanoTekax, opraHusaumsax Poccuinckon
aKagemMmun Hayk.

2. KOHTPOJIb 3a UCMONIHEHNEM HACTOSALLEro npuKkasa BO3JIOXXUTb Ha 3aMecTutensd MuHuctpa O.M.AMyHua.
MuHuncTtp A.C.Cokosios

MpunoxxeHune

MPABMWIJ A opraHm3aumm xpaHeHNs, KOMMNIEKTOBaHUA, y4eTa 1 MCNoJsib30BaHKA

LOKYMeHTOB ApXxMBHOro choHAa Poccuinckon depepaunm 1 Apyrux apxmBHbIX 4OKYMEHTOB B
roCyLapCTBEHHbIX U MyHULIMMANbHBLIX apXxnBax, My3esax n bubnnoTekax, opraHusaumax Poccunckon
akagemun Hayk

|. OBwne nonoxeHus

1.1. HacToswuwme eamHble MNpaBuna opraHM3aunm XpaHeHns, KOMMJIEKTOBaHNS, y4eTa U UCMoJb30BaHNS
JOKYMeHTOB ApxuBHOro oHaa Poccunckon ®egepaunm n Apyrux apxXmBHbIX JOKYMEHTOB B
roCyLapCTBEHHbIX U MyHULIMMANbHBLIX apXxmuBax, My3esax n bubnnoTekax, opraHusaumsax Poccnnckon
akagemun Hayk (fanee - Mpasuna) paspaboTaHbl B COOTBETCTBMU C DefepasibHbiM 3aKOHOM oT 22.10.2004
N 125-03 "0O6 apxuBHom aene B Poccuinckon ®epepaumnn” (CobpaHue 3akoHoaaTenbCTBa Poccuiickom
®epepaumm, 2004, N 43, cT. 4169) 1 pacnpoCTPaHAIOTCA Ha FOCYAAPCTBEHHbIE Y MYHULMNAJIbHbIE apXUBbI,
My3en n 6ubnnoTekn, opraHmsaumm Poccminckon akagemun Hayk (apxue PAH, Hay4Hble apXuBbl
pervnoHaJsibHbIX OTAEeNeHU K Hay4HbIX LeHTpoB PAH, Hay4YHO-OTpacneBble 1 MeMopuasbHble apxusbl PAH,
OCyLLeCcTBAAOLWME NOCTOAHHOE XpaHeHe OKYMeHTOB ApXMBHOro hoHaa Poccminckon ®epepaunmn) (oanee
- apXxuBbl), KOTOPbIe B COOTBETCTBMM C 3aKOHOAATeNIbCTBOM Poccminckon ®efepaum oCcyLecTBASOT
NOCTOSIHHOE XpaHeHne JOKYMeHTOB APXMBHOro oHAa Poccuinckon ®efepaLmm, a Takke BpeMeHHoe
XpaHeHne OpYrux apxXmBHbIX LOKYMEHTOB, MPUHATBLIX OT JIMKBUANPOBAHHbLIX OPraHoB rocyapCTBEHHON
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BJIACTM, UHbIX FOCYAApCTBEHHbLIX OPraHoOB (4anee - rocyfapCTBEHHbIE OpraHbl), OpraHoB MECTHOr0
CaMoynpaBJ/ieHNs K opraHu3auunin.

1.2. JlokymeHTbl ApxrnBHOro hoHaa Poccuinckon denepaumm - apxmBHble [OKYMEHTHI, MpollegLine
3KCNepTU3y LEeHHOCTU OOKYMEHTOB, MOCTaBJIEHHbIE Ha rOCYAapCTBEHHbIN YYET 1 Nognexalime
NMOCTOAHHOMY XPaHeHMUIO.

1.3. lOKyMeHTbI MO JINYHOMY COCTaBY, @ TaKXXe apXMBHble JOKYMEHTbI, CPOKM BPEMEHHOI0 XpPaHeHNA
KOTOPbIX HE UCTEKJIN, OTHOCATCH K APYrUM apXUBHbIM JOKYMEHTaM.

1.4. TocynapCTBEHHbIE Y MyHMLMNAJIbHbIE My3en U BMBINOTEKU, MyHMLIMMAbHbIE apPXUBBI
PYKOBOACTBYIOTCA HacTOSLWMMM paBmnaMm C y4eToM CBOEro NPaBoBOro CTaTyca u 0cobeHHoCTEN
LeATeNIbHOCTH.

1.5. OpraHusaums xpaHeHns, KOMMJEKTOBaHUSA, y4eTa U NCNOoJb30BaHNSA JOKYMEHTOB APXMBHOIro poHaa
Poccuiickon ®epepaLimm 1 Apyrux apxXmBHbIX LOKYMEHTOB B hefiepasibHbiX OpraHax UCMOHNTENbHON
BJIACTU 1 OpraHu3aLnsax, OCyLeCTBASAOWMX Aen0o3uTapHoe XpaHeHne LOKYMeHTOB ApXUBHOro poHaa
Poccunckon ®epepalimum, perynmpyeTcs ApyrumMmm HOpMaTUBHbLIMY MPaBOBbLIMY aKTaMMU.

1.6. ®OpPMbI YYETHBIX U UHBIX LOKYMEHTOB apXMBOB, YNOMUHAEMble B HACTOALWMX paBunax u
OTCYTCTBYIOLLME B MPUNOXKEHNUAX K HUM, YCTaHABANBAIOTCS CNeLnanbHO YNOJIHOMOYEHHbIM (hefepanbHbiM
OpraHoM UCMOJSIHUTENbHON BNACTN B Chepe apXUBHOro aena.

Il. OpraHmn3auns xpaHeHns OOKYMeHTOB ApXMBHOro hoHaa Poccminckon ®egepaumm n Opyrmx apxXmBHbIX
LLOKYMEHTOB B apxmBe

2.1. B apxmBe 0OKyMeHTbl ApXMBHOro hoHaa Poccuinckon ®egepauum n Apyrme apxmBHbIe JOKYMEHTSI
OPraHU3yloTCA N0 UCTOPUYECKN U/UIIA JIOTNYECKN CBSA3AHHBIM COBOKYMHOCTAM - apXUBHbLIM hoHAaM. Mo
OTHOLLEHWNIO K HEKOTOPbIM BMAAM apXUBHbIX LOKYMEHTOB AOMYCKAeTCa X HethoHL0Bas opraHm3aums (cm.
n. 2.10).

2.1.1. Pa3HOBUAHOCTSAMU apXmMBHOIro (hOHZA ABNSAOTCA:

APXUBHbIA POHA, rOCYAapCTBEHHOIO OpraHa, opraHa MecTHOr0 CamMoynpaBieHUs, OpraHm3auunmn, CoOCTOALLNIA
13 06pa30BaBLLMXCSA B MPOLECCE NX AEATENbHOCTM OKYMEHTOB ApXuUBHOro oHaa Poccuinckon ®enepaumm
N OPYrux apxXmBHbIX LOKYMEHTOB;

06BbeANHEHHbIN aPXMBHBIA POHL, COCTOALLMNA U3 06Pa30BaBLUMXCA B MPOLECCE AEATENbHOCTY ABYX UK
Bonee opraHu3aLmni, a TakXXe rpaxaaH LOKyMeHTOB ApXMBHOMO hoHAa Poccminckon depepauum n Apyrux
APXMBHBIX OKYMEHTOB, MMEILLNX MeXAy COBON NCTOPUYECKN U/MAKN NOTNYecKn 0ByCNoBAEHHbIE CBA3M;
APXMBHBIA POHA IMYHOIO NMPOUCXOXAEHNS (CEMbY, pofia), COCTOALLMN U3 06pa30BaBLUMXCA B NpoLecce
XKU3HW N LeAaTesIbHOCTM OTLEe/IbHOro rpa)kaaHnHa, CeMbU, poa apXmBHbIX LOKYMEHTOB, BKJIIOYEHHbIX B
cocTaB ApxuHoro oHga Poccuinckon degepaumm.

K apx1mBHOMY (pOHAY MPMPABHMBAETCA COBOKYMHOCTb OTAEJIbHbIX JOKYMEHTOB ApX1BHOr0O (poHAa
Poccuinckon ®epepaummn 1 Apyrnx apxMBHbIX LOKYMEHTOB, 06pa30BaBLUMXCS B AeSTEIbHOCTY Pa3HbIX
NCTOYHMKOB KOMMNNEKTOBaHMA apxusa (hoHpoobpasosaTenen), 06beAMHEHHbIX MO OAHOMY UM HECKOIbKUM
npr3HakaMm (TeMaTU4eCKOMY, HOMUHaNIbHOMY, 06bEKTHOMY, aBTOPCKOMY, XPOHOJIOrMYECKOMY U APYriM)
(Danee - apxvBHas KONNEKLMSA).

2.2. Mo cTeneHn LeHHOCTW OOKYMeHTbl ApXMBHOro hoHaa Poccuinckon ®epepaumm 4enaTcs Ha LEHHble,
0C060 LEHHbIE N YHUKANbHbIE.

2.2.1. Bce 0THeCeHHbIe K cocTaBy ApXxMBHOr0 hoHAa Poccminckon depepauum LOKYMEHTbI BHE 3aBUCMMOCTH
OT NX MPOUCXOXKAEHUS, BULAA HOCMTENSA, CTEMEHN CEKPETHOCTM, MeCTa XpaHeHNS 1 GopMbl COBCTBEHHOCTH
ABSIAIOTCA LLEHHBIMU,

2.2.2. B cocTaBe ApxuHoro oHga Poccninckon degepaummn BbIAENATCA 0C000 LiEHHbIE JOKYMEHTHI,
nMeloLe HeNPeXoasaLLY 0 KyAbTYPHO-NCTOPUYECKYIO N HAYYHYIO0 LLEHHOCTb, 0C0BY0 BaXKHOCTb ANs
obLecTBa 1 rocyapcTBa 1 B OTHOLLEHUUN KOTOPbIX YCTaHaBANBAETCA 0COOLIN PeXUM yyeTa, XpaHeHUs 1
NCNoNb30BaHNA.

2.2.3. B cocTaBe 0c060 LIeHHbIX OKYMEHTOB BblAENSA0TCSH YHMUKAbHbIE JOKYMEHTLI, HE nMetoLne cebe
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noLo6HbIX MO COLEPXKALLENCSA B HAX MH(OPMALIAM U (MAKN) UX BHELLUHUM MPU3HaKaM, HEBOCMOHUMbIE NPK
yTpaTe C TOYKWN 3PEHNS UX 3HAYEHUA U (MKn) aBTorpamn4HOCTK (CM. n. 3.7.4).

2.2.4. ApxuBHble [OKYMEHTblI BDEMEHHOI0 XPaHeHUs, UMetoLLMecs B COCTaBe apXMBHbIX (D)OHL0B, B TOM
4yncne oT INKBMANPOBAHHbLIX OPraHn3aLnii, WAn NOCTYNMBLUNE B apXMBbl BCIEACTBUE YPe3BblYalHbIX
06CTOATENLCTB, BbIAENATCA K YHUYTOXEHUIO B YCTAaHOBIEHHOM nopsagke (cm. n. 5.3.2).

2.3. Mo KaTeropmam gocTyna apXuBHble LOKYMEHTbI AeNATCA Ha OTKPbITble, OrPaHMYeHHOro AOCTyrna 1 Ha
XpaHsLLMecs Ha 0cobbix YCIOBUAX AOCTYMNA K HUM.

2.3.1. OTKpbITbIMU ABASIOTCA BCE apXMNBHbIE JOKYMEHTHI, 4OCTYMN K KOTOPbIM HE OrpaHnyeH B COOTBETCTBUN
C MeXAyHapoaHbiMK forosopamu Poccunckon ®enepalimm, 3aKoHodaTeibcTBOM Poccuinckon ®epepauumm, a
TakXXe B COOTBETCTBUM C pacrnopsiKeHnem cobCcTBeHHWKa Unn BRagenbla apXMBHbLIX LOKYMEHTOB,
HaxoAAWMXCA B YHaCTHON COBCTBEHHOCTMW.

2.3.2. K apxvBHbIM [LOKYMEHTaM OrpPaHWYeHHOro LOCTymna OTHOCATCA:

apXUBHbIE LOKYMEHTbI, COAEpXKaLlme CBeAeHNs, COCTaBAAOLWMNE FOCY AaPCTBEHHYIO TaHY UAN UHblE
oXpaHsieMble 3aKOHOAaTeIbCTBOM Poccuinckon depnepaumn TanlHbl;

apPXUBHbIE LOKYMEHTbI, COAEPKaLLMe CBEAEHNS O INYHOWN N CEMENHON TallHe rpaXK4aHWHa, ero YacTHoW
)KW3HU, @ TaKXKe CBeLeHUs, co3fatLne yrposy ero 6esonacHocTu;

APXMBHbIE LLOKYMEHTbI, COOCTBEHHWNKUN UK BNadenblibl KOTOPLIX, NepefaBas UX B apxus, yCTaHOBUAN B
L0roBOpe yCJI0BMA JOCTYNa K HAM U UX NCMO0/b30BaHUS.

JoCTyn K yKa3aHHbIM apXMBHbIM JOKYMEHTaM [10 YTPaTbl UMW CEKPETHOCTU UJIN KOH(PUAEHUNANbHOCTK, a
TaKXXe MX UCNoJIb30BaHME OCYLLECTBASATCS B YCTAaHOB/IEHHOM MOPSAKe.

2.3.3. OrpaHnymnBaeTCcsa AOCTYN K NOAJMHHUKAM 0C060 LEHHbIX, B TOM YMCE YHUKAJbHbIX, JOKYMEHTOB U K
LOKYMeHTaM ApxmBHOro hoHaa Poccminckon depepauun, NpusHaHHLIM B MOPSAKe, YCTaHOBIEHHOM .
2.11.7.1 HacTosawwmx MpaBwus, HaxXo4AWNMUCA B HEYL,0BAETBOPUTENIbBHOM (DU3MYECKOM COCTOSAHUMN.
®OoHAMpPOBaHME apXUBHbBIX LOKYMEHTOB

2.4, PaboTa no hoHAMpPOBaHMIO (onpeaeneHnto, yTOYHEHNIO (DOHO0BOW MPUHAANEXHOCTU apPXUBHbIX
LLOKYMEHTOB U XPOHOJIOMMYECKMX FPaHNL, apXMBHbIX (DOH0B) OCYLLECTBIAETCSA B UCTOYHUKAX
KOMMJIEKTOBaHUA apx1BOB (hoHaoo0bpa3oBaTensx) B npouecce opMnpoBaHMs Oes Ha OCHOBE
HOMEHKNaTyp Aen 1 0Tbopa ALOKYMEHTOB A5 Nepeaayn Ha XpaHeHNE B apXMB, @ TakXXe B apXmBax - Npu
ONMCaHUM NPUHATLIX HEYNOPALOYEHHbIMU apXUBHbIX LOKYMEHTOB, nepepaboTke HeyA0BNETBOPUTENLHO
COCTaBJIEHHbIX OMUCEN, NPY CO34aHNN 06beANHEHHbIX aPXUBHBIX (DOHAOB N apXMBHbIX KOJIEKLMNA,
ncnpasneHumn owmnboK hoHANPOBAHNS.

2.4.1. OnpeneneHne GoHA0BOV NPUHAONEXHOCTIN apPXUBHbBIX JOKYMEHTOB 3aKJ/THO4YAETCSH B OTHECEHUMN UX K
apXMBHOMY (DOHAY COOTBETCTBYIOLLEro oHaoobpa3oBaTens.

ApXVBHble JOKYMEHTbI, ABAAOLLMECH BXOAALLMMUK, OTHOCATCA K apXUBHOMY (DOHLY TOro
hoHp006pa3oBaTenst, KOTOPbIA UX MOJTYHUI.

ApXVBHbIE LLOKYMEHTbI, ABAAOLLMECH NCXOAALMMN KOMMUAMMK (OTMYCKaMKM), OTHOCATCS K apXUBHOMY (hOHAY
Toro poHpoobpa3oBaTenNs, KOTOPbIN ABASETCS UX aBTOPOM.

ApXVBHblE [LOKYMEHTbI BHYTPEHHEro obpalleHns OTHOCATCA K apXUBHOMY (DOHAY TOro
toHpoobpa3zoBaTeNs, B KOTOPOM OHM CO3AaHbI.

2.4.2. B cnyyae peopraHusaumm nam aIMKBMaauum opraHnsanmm ¢ nepefayen ee yHKLUNUA BHOBb
CO3[l@HHOMN OpraHM3aLnmn 3aKOHYEeHHble NPOM3BOACTBOM Aefla BKAOYATCA B apXMBHbIA (DOHA,
peopraHn3yemMon nan TMKBUAMPOBAHHON OpraHM3aunn, a He3akoH4YeHHble fena, nepefaHHble ans
OKOHYaHUS NPOM3BOACTBOM OpPraHU3aLMn-NnpaBonpPeeMHIUKY, BKIIOYAOTCA B apXMBHbIN (POHA NoCneHeN.
/13 apxnBHOro hoHAa MMYHOIO MPONCXOXKAEHNSA apXMBHbIE OKYMEHTbI OpraHM3aumnmn BbiAenaoTcsa u
NPUCOAMHAIOTCSA K COOTBETCTBYIOLLEMY apXMBHOMY (hOHAY NPW YCIOBUN, €CSIN 3TOT apXMUBHbIA (hOHL
Haxo4UTCA Ha XpaHeHUV B JaHHOM apXMBe N apXMBHbIe LOKYMEHTbl OpraHn3aLny He CBA3aHbl C
LEATENbHOCTbLIO FrpaXkAaHUHa, 06pa30BaBLUEro apXMBHbLIA OOHA JIMYHOrO MPONCXOXAEHNS. He nognexar
BbILE/IEHMNIO N3 apXMBHOI0 (POHAA FPaXAaHMHA - PYKOBOAUTENS W YSleHa COOTBETCTBYIOLLMX 06LLECTBEHHbIX
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OpraHuM3auni apxmBHble JOKYMEHTbI 3TUX 0BLLeCTBEHHbIX OpraHn3auni.

2.4.3. EAVHLIN apXMBHBIA POHA C aPXUBHBIMU LOKYMEHTaMW OpraHn3aumnm CoCTaBNSAIoT:

apPXVBHble LLOKYMEHTbl NPeACTaBUTENbCTB U (PUINAIOB;

aPXMBHbIE [OKYMEHTbI COBELLATENbHbIX OPraHOB, CO3AaHHbLIX NPY OpraHn3auuy;

aPXMBHbIE [LOKYMEHTbl BpEMEHHbIX aAMUHUCTPALIMA OpraHn3aLnm, Haxoaawencs B ctagum 6aHKpoTCTBa;
apXMBHble JOKYMEHTbI CO3A4aHHbIX MPW OpraHn3aLmm NepBnYHbIX 06LLEeCTBEHHbIX OpraHn3auni (3a
ncknYeHnem opranHusauuii KMCC u BJIKCM), cywecTBoBaBLUNX A0 MPUHATUSA 3aKOHO4ATeNbCTBA
Poccuinickon ®epepaummn 06 0bLLeCcTBEHHbIX 00 bEANHEHNSAX;

APXMBHbIE LOKYMEHTb! IMKBMAALNOHHOW KOMUCCUW OPraHn3aLunm.

ApXVBHble LOKYMEHTbI 06LLeCTBEHHOM opraHu3auny (NpogCoo3HOM 1 Ap.), CYLLEeCTBYIOLLER npu
opraHu3aunm ¢ MOMeHTa perncTpaumnmn 3Ton obLLecTBEHHON OpraHn3aLnm B COOTBETCTBUM C
3aKoHodaTenbCcTBOM Poccuinckon ®epepaumm 06 obuiecTeeHHbIX 06beANHEHNAX, NPU UX MOCTYMNEHNMN Ha
XpaHeHWe B apX1B COCTABJIAOT CaMOCTOATE/bHbLIN apXMUBHBIA (DOHA, MW MPUCOEANHSAIOTCA K aPXUBHOMY
(hOHLY COOTBETCTBYIOLLEN OpraHm3aLumm, obpasysa 06beaNnHEHHbIN apXUBHbLIN (OHA,.

2.5. O6beaNHEHHbIN apXUBHbIA HOHL HOPMUPYETCSA N3 apXMUBHbLIX LOKYMEHTOB:

opraHm3aunii, 0GHOPOAHbIX MO LEeNEBOMY Ha3Ha4YeHUI0 N DYHKLMAM, LENCTBYIOLNX Ha OnpeaesieHHON
TeppuTopuu;

PYKOBOZSILLEro opraHa 1 nog4YnHEeHHbIX eMy OpraHn3auunin, LeNCTBYOWNX Ha onpeaesieHHON TeppuTopuy;
opraHm3aunii, 06beanHeHHbIX 06bEKTOM LeATeNbHOCTHY;

nocnefoBaTesIbHO CMEHABLUUX APYr Apyra opraHu3auuni, ecav @yHKUUM NpeaecTBEHHUKOB NOJIHOCTbIO
NAM 4YaCTUYHO NepefaBanncb N NEPeaanTCsa X MPEEMHUKAM;

ABYX nnu 6onee apxmBHbIX (HOHAO0B JIMYHOIO NPOUCXOXAEHNSA, €CNN FpaXkaaHe CBA3aHbl Mexay coboi
6IM3KMMMN POACTBEHHBIMU, MPO(ECCMOHANbHBIMU, TBOPHECKUMW, 4,E/I0BIMW OTHOLLEHUAMMU.

2.6. Apx1MBHas KONEKLMA NOCTYNaeT B apXmB UM (hOPMUPYETCH B apXUBE U3 OTAESbHbIX Pa3PO3HEHHbIX
APXMBHbBIX OKYMEHTOB, UMEIOLLMNX MPU3HAKM 0BLLHOCTY. ICTOPMYECKIN CIOXKMBLIAACA apXMBHAA KOIEKLMS,
NOCTYNMBLUAA N3 APYroro apxmea, OT OpPraHn3aLny Wan rpakaaHuHa, nepeoHANPOBAHUIO HE MOANEXNT.
2.7. ApX1BHble LOKYMEHTbI, CPOPMUPOBAHHbIE B apXUBHbIA POHA, 06 beANHEHHbIV apXUBHbIN OHA Nan
APXMBHYIO KOJINEKLUMIO, NepethOHANPOBaHNIO He noaaexaT. MNepedoHaAnpoBaHNE apXMBHbIX JOKYMEHTOB
L0MYCKaeTCs B UCKNIOYUTENbHBIX Clydasax npu 0bHapyxeHun ownbok hOHAMPOBAHNS, 3aTPYLHAOLLNX
MONCK apXMBHbIX JOKYMEHTOB.

2.8. B 3aBMCMMOCTU OT BpeMeHn 06pa3oBaHNs U MPaBOBOro CTaTyca UCTOYHMKA KOMMNIEKTOBaHMUS
(boHpoobpa3oBaTeNiA) €ro apxmBHble JOKYMEHTbI MPUHUMAKOTCS B apXMB UM Kak MPoLo/Kalowasnca YyacTb
y>Ke UMEeLOLLErocs apXnBHoOro poHaa, Uan Kak HOBbIN apXUBHbIA (POHA.

2.8.1. B cBA3M € npuHATUEM KoHCTUTyuun Poccunckon ®epepaumm 8 1993 rogy:

2.8.1.1. HOBble apXMBHblEe (POHObI COCTABAIOT apXUBHbIE LOKYMEHTHI:

OpraHoB 3aKoHoAaTenbHoW BRacTu Poccuiickon ®epepaumm n cybbekTos Poccninckon depepauuu;
OpraHoB UCNOSIHUTESNIbHON BRacTu Poccuiickon denepauun n pecnybnuk B coctaBe Poccuinckonm
depepaumu;

rnas (rybepHaTopoB) kpaes, obnacTen, aBTOHOMHbIX OKpPYroB Poccuiickon degepaunm n nx
aAMUHUCTpaLniA;

OTpac/ieBbIX OPraHoB UCMOMHUTENLHOW BNAacTu Kpaes, obnacten, Mocksbl 1 CaHKT-MeTepbypra,
aBTOHOMHbIX OKPYroB Poccunckon ®egepaunu, eciv ux 3afadv n QyHKUMN U3MEHUINCD;

opraHoB cynebHown BnacTu Poccuinckon ®epepauuu;

OpraHoB MeCTHOr0 CaMoynpaBfieHns;

'eHepanbHOM NpoKypaTypbl Poccminckon ®epepaumnm;

CyeTHoOW nanaTbl Poccuinckon depepauun;

LleHTpanbHoro 6baHka Poccuinckonn ®epepaunn (baHka Poccun);

LleHTpanbHOM n3bupaTtensHon komuccum Poccuinckon ®egepaumm, n3bnpaTenbHbIX KOMUCCMIA OPraHoB
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rocyapCTBEHHON BnacTu cybbekToB Poccuiickon ®eaepaumn.

[lonyckaeTtcs opMmpoBaHne 06beaMHEHHbIX apXMBHBLIX (POHO0B U3 apXMBHbIX OOKYMEHTOB
n3brpaTenbHbIX KOMUCCUA MO BbIBOpaM OpraHoOB MECTHOIO CaMOynpaBieHuns;

2.8.1.2. eguHble apxmBHble HOHAbI COCTABAAT apXMUBHbIE LOKYMEHTbI:

0Tpac/eBbIX YNPaBJEHUNA 1 OTAEN0B NCMONKOMOB COBETOB HapOAHbIX AENYTaTOB Kpaes, obnacten, rr.
MockBbl 1 CaHKT-lMeTepbypra, aBTOHOMHbIX 0KpyroB PCOCP 1 cOOTBETCTBYIOLNX OTPAC/IEBLIX OPraHoOB
NCNOJIHNTENIbHON BNlacTu KpaeBs, obnacTten, rr. Mockebl U CaHKT-MNeTepbypra, aBTOHOMHbIX OKPYroB
Poccninckon ®degepaunmn, ecam nx 3agadm n QyHKUUN OCTannck 6€3 nameHeHus;

opraHoB cynebHon BnacTu 1 NpokypaTyp pecnybnuk, kpaes, obnacten, rr. Mockebl n CaHkT-lMeTepbypra,
aBTOHOMHbIX OKPYroB, ropofoB 1 panoHoB PCOCP n cooTBETCTBYIOLLMX OpraHoB cyaebHom BRacTu 1
npoKypaTyp B pecnybnukax, kpasx, obnactax, rr. Mockee n CaHkT-lMeTepbypre, aBTOHOMHbIX OKpyrax
Poccuinckon ®egepalmm, MyHULMAAAbHbIX PaioHax U rOPoOACKUX OKPYyrax;

NpeacTaBUTENbHOIO U MCMOAHUTENIbHO-PaCcnopAANTENIbHONO OPraHOB MyHULMMNAAbHOMO NOCENIEHUS.
2.8.2. B cBsA3M € npeobpa3oBaHMEM MyHULMUNANbHbLIX 06pa3oBaHnii (Mx 06begMHEHNEM, pa3esieHUeM, a
TaKXXe N3MeHeHneM CcTaTyca ropoACKOro NocesieHns) HoBble apXuBHbIe (POHAbI COCTABAT apXMBHbIE
JNOKYMEHTbI CO3[aHHbIX OPraHOB MECTHOIO CaMOYNpPaBJIEHUS.

i3mMeHeHMe rpaHnL, MyHULMNaabHbIX 06pa3oBaHU He ABASETCS OCHOBAHMEM A1 CO34aHMNS HOBbIX
APXUBHbIX (DOHAOB N3 aPXMBHbLIX LOKYMEHTOB COOTBETCTBYIOLLMX OPraHOB MECTHOIO CaMOyMNpaBJ/ieHUS.
2.8.3. Mpw peopraHm3auum opraHnsaLm HoBble apXUBHble (POHAbI CO3AA0TCS B C/IyYasX:

N3MEHEHUS LLeNIeBOr0 Ha3HavyeHns, Npodunsa 4eaTenbHOCTU U YHKLUA opraHn3aumm,;

npeobpa3oBaHMs OpraHn3aLun C M3MeHeHneM (hopMbl COBCTBEHHOCTY MMYLLECTBA OpraHn3aLum
(MpmBaTM3aLmMs, aKLMOHNPOBaHWE, HaLMOHaAM3aumsa n T. n.).

/13 apXMBHbIX LOKYMEHTOB roCy4apCTBEHHON WY MyHULMNANbHOW OpraHM3aumnmn, noaseprilencs
npeobpa3zoBaHnto C M3MeHeHMeM (opMbl COBCTBEHHOCTU UMYLLLECTBA OpraHmn3aLmm, N apXnBHbIX
JIOKYMEHTOB BHOBb BO3HUKLLEN OpraHn3auunn(in)-npaBonpeeMHnKa(oB) gonyckaeTcs opMmpoBaHme
06beANHEHHOIO apXMBHOIo (hOHAa B C/lyYae nepenayn apxmBHbIX LOKYMEHTOB OpraHuM3aunn(i)-
npaBornpeeMHnKa(oB) B roCyAapCTBEHHYIO MAN MyHMLMMANbHYO COBCTBEHHOCTD.

2.8.4. He sBnsieTCcsA 0CHOBaHWEM A5 CO34aHUSA HOBOIO apXMBHOIoO hoHAa:

paclnpeHmne Nan CyXXeHne TeppUToOpMasbHbIX rPaHnL OeATENbHOCTM NAK DYHKLUIA OpraHn3aumm;
BbleNIeHNe N3 OpraHM3auunmn O4HOM UK HECKOIbKMX HOBbIX OpraHu3aumin ¢ nepefadyen UM oTAe/bHbIX
(hyHKLMIA NepBON OpraHu3aLmuu;

N3MeHeHne NOAYNHEHHOCTY OpraHmM3aunn, ee CTPYKTYpbl, MeEpeEMMeHOBaHNE NN BHECEHNE N3MEHEHWI B
Ha3BaHWeE, He COMPOBOXAAOLWMECS N3MEHEHNEM NEPBOHAYaNbHbIX QYHKLNNA;

CMeHa yypeautens(en) opraHnsaunm 6e3 nsmeHeHns Gopmbl COBCTBEHHOCTM MMYLLECTBA 3TON
opraHusauuu.

2.8.5. ApXuBHble OKYMEHTbI OpraHn3aunm, NpekpaTMBLUEN CBOKO AeATENbHOCTb BCIeACTBME NNKBUOALNN,
B TOM YMCJIE MO NPUYMHE Ype3BblYalHbIX 06CTOATENLCTB UM CTUXMIAHBIX BELCTBUA, @ 3aTEM
BOCCTaHOBJIEHHOWN C TEMU XXe (YHKLNSMMN, COCTaBASAT €4NHbIA apXMUBHbIA DOHA.

2.8.6. XpOHONOrn4eCKUMN rpaHnL,amMm apxmBHoOro poHLa ABAAIOTCS:

APXMBHOro (oHAa roCcyJapCTBEHHOIr0 OpraHa, opraHa MeCcTHOro CaMoynpaB/ieHns, opraHu3aunm -
yCTaHaB/MBaeMble Ha OCHOBE HOPMATMBHLIX aKTOB OuLManbHble faThl NX 06pa3oBaHmMd (perncrTpaunm) u
JMKBMZaumm, NMpu HaANYMN HECKONBbKMX HOPMATMBHbIX aKTOB 3a AaTy 06pa30BaHNs roCy1apCTBEHHOI0
opraHa, opraHa MecTHOro CamoyrnpaB/ieHUs, OpraHM3aLnm NPUHUMAETCa AaTa Hambonee paHHero U3 Hux;
0bbeanHeHHOro apxmMBHOro hoHaa - AaThl 0bpa3oBaHmMa (permctpauumn) Hanbonee paHHen N TNKBUAALNN
Hanbosiee NO3aHEN N0 BPEMEHMN AEATENBHOCTU OpraHn3aUmni, 4OKYMEHTbI KOTOPbIX BOLN B COCTaB
06beMHEHHOr0 apXMBHOr0 MOHAA;

APXUBHOIO POHAA NINYHOIO NPOUCXOXKAEHNS - AaThl POXKAEHUA U CMEPTU FPaKAaHUHA, Y1eHOB CeMbMN UK
poZa (no aHanoruym c 06beaMHEHHbIM apXUBHbLIM POHAOM);
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APXUBHOWN KOMIEKLMM - AaTbl CAMOr0 PaHHEro 1 caMmoro no3gHero 40KyMeHTOB.

XPOHOJIOrNYECKME rPaHnLLbl apXnMBHOro OHAA MOrYT He COBNaAaTh C KPaMHUMKN faTaMu COCTaBASIOLWNX
€ro apXuBHbIX 4OKYMEHTOB:

B poHAe roCyaapCTBEHHOr0 OpraHa, opraHa MecTHOro CamMoynpaBJieHNS, OpraHM3aLnn - B CBA3N C
BO3MOXXHbIM OTCYTCTBMEM apXMBHbIX LOKYMEHTOB HayaJIbHOrO /M 3aBepLuatoLLero 3Tanos
AeATeNbHOCTU rOCyAapCTBEHHOMO OpraHa, opraHa MeCcTHOro caMmoyrnpas/eHns, OpraHn3aunmn, BKAYeHneM
B COoCTaB (hoHAa 60/see paHHMX apXMBHbIX OOKYMEHTOB, NepefaHHbIX A5 3aBEPLUEHUS MPON3BOLACTBOM
Aena npeaweCcTBEHHNKOM roCyAapCTBEHHOMO OpraHa, opraHa MeCcTHOro caMoynpaBieHns, opraHnsaunm;

B hOHAE INYHOIO NPOUCXOXKAEHNS - 3@ CHET AOKYMEHTOB, CBA3AHHbLIX C OTKIMKaMMN Ha CMEpPTb
rpakaaHvHa, NpoBefeHneM NaMATHO-IONNENHbIX MeponpuaTuin n ap. OpraHn3aumsa apxmBHbIX
LOKYMEHTOB B Nnpenesiax apxXvBHoro oHaa

2.9. B npefenax apxXuBHOro oHAa apXmuBHbIe LOKYMEHTbI OPraHU3yoTCa No eANHULLAM XpaHeHUs.
EOVHULbI XpaHEHUS CMCTEMATM3UPYIOTCA COrlacHO CXeMe cucTeMaTu3auny apxmBHbIX JOKYMEHTOB B
apXMBHOM hOHAE.

2.9.1. Cxema cucteMaTm3aLMmM apXUBHbBIX LOKYMEHTOB B apXUBHOM (DOHAE ABJIAETCA OCHOBaAHMEM 414
BHYTPEHHEN OpraHn3auum eguHNL, XpaHeHNs apXmMBHOIO hoHAa 1 3aKpenaseTcs onucbio (onucsmn) gen,
LLOKYMEHTOB.

CncTteMaTum3aumsa eAVHNL XpaHeHMA B Npefesiax apxXmMBHOro poHAa no pasgenam (nogpaspenam) cxemsl
cucTemMaTu3aumm NPoBOANTCS € Y4ETOM OLHOMO MM HECKOJIbKUX CeAyoLWmnX NpU3HaKoB:

CTPYKTYPHOIO (B COOTBETCTBUW C MPUHAAIEXHOCTbBIO €ANHUL, XPaHEHNS K CTPYKTYPHbIM NO4pPa3aeneHnsam);
XPOHOJIOrMYeCcKoro (Mo nepnoaam nUam gatam, K KOTOPbIM OTHOCATCSA €ANHULbI XPaHEHUS);
(PYHKLMOHaIbHOr0, 0TPac/eBoro, TeMaTUYeCKOro, NpeaMeTHO-BONPOCHOrO (C y4eToM (pyHKLMIA
opraHusauuu, TeM Uan BONPOCOB, KOTOPbIX KAacaeTCs COAEPXKaHNe efNHUL, XPaHEHNS);

HOMWHaNAbLHOrO (MO A4enonNpPoM3BOACTBEHHON hOPME - BUAAM N PAa3HOBUAHOCTAM OOKYMEHTOB);
KOPPECMOHAEHTCKOrOo (Mo OpraHn3aumnsaM 1 nuuam, B pesysbTaTe Nepenuckn ¢ KoTopbiMu 06pa3oBannch
eoVHULbI XpaHeHNS);

reorpacu4eckoro (B COOTBETCTBMM C ONpeLesIeHHbIMU TEPPUTOPUAMU, HACENEHHBIMU MYHKTaMN U Apyrumu
reorpauyeckumMn o6bekTaMm, C KOTOPbIMUK CBSA3aHO COAEP)KaHNE NOKYMEHTOB, X aBTOPbI,
KOPPECMOHAEHTbI);

aBTOPCKOro (Mo Ha3BaHMAM OpraHM3aunin uan Gamuanam nul, KOTopblie SBASIOTCA aBToOpaMmn LOKYMEHTOB).
Mpy cncTteMaTm3aumm eQUHUL, XPaHEHNS ayaNO0BM3YabHON N SNEKTPOHHON AOKYMEHTaLUN AOMNOJIHNTEbHO
NCNoNb3ytoTCs 06bEKTHLIN U DOPMATHbLIA MPU3HAKMN.

EQMHMLBI XpaHeHNS TpyNNUPYOTCSA NOCaef0BaTENbHO N0 NpMU3HaKaM, NMPUMEHEHNE KOTOPLIX ABASeTCS
Hanbonee uenecoobpasHbIM A5 BCEX AW OTAESbHbLIX FPYMM apXMBHbLIX 4OKYMEHTOB apX1BHOI0O hoHAa.
JOKYMEeHTbI N0 JINYHOMY COCTaBY, a TakXXe Hay4YHO-TEXHUYECKMNE LOKYMEHTbI B apXMBHbLIX (POHAAX HAY4HO-
nccnenoBaTeNIbCKMX OpraHn3aumin, pyKonucn B n3paTesbCTBax, NCTOpMM 60E3HN B MEAULMHCKNX
OpraHm3aunsax, akTbl MPOBEPOK B (hOHAAX KOHTPOJIbHbIX OPraHOB BbIAENATCA B 0COObIE FPyMMbl 1
cmcTemaTuupytoTcs obocobneHHo.

ApXMBHbIe LOKYMEHTbI apXMBHOIro (hOHAA CEMbU, POLA CUCTEMATU3NPYIOTCA BHaYa e No OTAEbHbIM
rpa)kgaHam, LOKYMEHTbl KaXX40ro rpagaHuHa - No pasfefiaM CXeMbl cuctemMaTusaumm. B apxusHoM
coHe CeMbM Ha NeEPBOE MECTO BbIHOCATCSH apXMBHble LOKYMeHTbl Hanbonee N3BECTHOrO rpaKgaHuHa,
3aTeM - apXMBHbl€ JOKYMEHThI Y/1€HOB CEMbW B NOPAAKe CTeNeHn poacTea. B apxmeHoOM hoHAe poaa
apXUBHble LOKYMEHTbI pacrnosiaraloTca B NOPSAKE FreHeaslorMyeckon nocnenoBaTebHOCTMW, NPUYEM
apPXUBHbIE LOKYMEHTbI, OTHOCALLMECS KO BCEMY poAy (reHeanormyeckune Tabanupbl, UMyLLECTBEHHO-
X035IMCTBEHHbIE JOKYMEHTLI), MOMELLaloTCA B Havase.

EOVHULbI XpaHEeHUS, BKIOYEHHbIE B 06 beANHEHHbIV apXMUBHbIN HOHA, pacnofsaratoTcsa no 3Ha4YNMoCTH
thoHOoobpa3oBaTeNen, N0 XPOHONOI MM UX CO3AaHUS, MO andaBMTy Ha3BaHWUI. [19 apXMBHbIX (hOHA0B
OOHOTUMHbLIX OpPraHM3aumnin ncnonb3yeTcs obllas cxema cMCTeMaTM3aLun.
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B npenenax apxvBHON KOEKLIMM apXUBHbIE JLOKYMEHTbI OAHOIr0 BUAa (pa3HOBMAHOCTH) rpynnupyoTcs no
aBTOPCKOMY MPU3HAKY C pacnosioXXeHneM rpynn eAnHUL, XpaHeH s B aipaBUTHOM NOpsaKe Ha3BaHUN
opraHusauni nam pamMmnani rpaxxgaH. B npegenax apxmBHoOM KoAAeKLMM, CO3AAHHON NO TEMaTUYECKOMY
Npu3HaKy, rpynnupoBKa apXmBHbIX JOKYMEHTOB MPOBOAMTCS NO TEMaM UM BONPOCaM, PacnosIOKEHHbIM B
nopsake nx 3Ha4YMMOoCTW UM XPOHOJIOTUN.

B COOTBETCTBMM CO CXEMOW CMCTEMATM3aUNUM eANHNLIBI XPaHEHWSA FPYNNUPYITCS B ClelyoweM nopsake:
eNHULbI XpaHEeHUs OTHOCATCS K TOMY rofly, B KOTOPOM OHW Ha4vaTbl MPOU3BOACTBOM WJIM B KOTOPOM
NOCTYNWAN B faHHYI0 OpraHn3aunto (CTPYKTypHOe nogpasfesieHne) n3 apyrov opraHusaunm
(CTPYKTYpHOro noapasfneneHuns) oas npoLo/KeHUs nNpon3BoaCcTBa;

eVNHULbI XpaHeHUs, CoOAepKaLLMe niaHbl, 0TYETbl, CMeTbl U MaTepuasbl K HAM, OTHOCATCS K TOMY rofly, Ha
KOTOPLIN WK 3@ KOTOPbIA OHN COCTaBNEHbI, HE3aBUCUMO OT AaTbl UX COCTaBIEHUS; [0JMOCPOYHbIE MJ1aHbI
OTHOCATCS K HaYa/IbHOMY rofy UX OENCTBUSA, @ OTHEThl 3@ 3TW rOAbl - K MOCNeAHEMY rofy OTYETHOr0
nepuoaa;

eNHULbI XpaHeHUs, HavyaTble NPOU3BOACTBOM B OHOM MNoJpa3feneHnn n nepefaHHble 4518 NpoLo/DKEHUS
B Apyroe nofpasfeneHne, 0THOCATCA K TOMY NOApPa3fesieHNo, B KOTOPOM OHM BblSiN 3aKOHYEHBI;

B Npegeniax roga uav XpoHoa0rM4eckoro nepuoaa eanHNLbl XpaHeHns pacnonaratoTca No 3Ha4MMoCTH
(OYHKLMI opraHm3aumm (Mam B nopsaake 3Ha4MMOCTU U JIOFMYECKOW B3aMMOCBA3M BULOB U Pa3HOBUAHOCTEN
JOKYMEHTOB);

eVHVLbI XpaHeHWs, NpeacTaBaaoLwme cobor nuyHble gena, CMCTEMaTM3UPYIOTCA N0 rofiaM yBOJIbHEHMNS 1
andaBuTy hamunann.

pynnbl eAUHUL, XpaHeHWA B Npegesiax nocnegHux (3aBepLiatolmx) cTyrneHen cncremMaTmusanmm
pacrnpenensoTcsa no ux 3Ha4YnMoCTH U XPOHOJIOTUN.

HetoHooBas opraHm3aumnsg apxXmBHbIX LOKYMEHTOB

2.10. HethoHoBas opraHmnsaLma apxXnBHbIX JOKYMEHTOB - OpraHn3aLmsa Co34aHHbIX B LeATe/IbHOCTU
Pa3NYHbIX UCTOYHWKOB KOMMNEKTOBaHWSA ayANO0BU3YalibHbIX JOKYMEHTOB (KMHO-, POTO-, POHO- U
BMLEOLOKYMEHTOB) Mo UX BUAAM, O4HOMY UM HECKOJIbKMM BHELUHUM MpU3HaKaM (LBeTHOCTU, MaTepuany
HoCUTenNa nHGopMaLun, ero hopmaTy, CUCTEME 3anncK 3BYKOBOWN MHGOpMaLUn 1 ap.).

KWHOOOKYMEHTbI U BUAEOAO0KYMEHThI CUCTEMATU3NPYIOTCS MO BUAAM - PUIbMbI, CAELBbINYCKY,
KWHOXXYPHasbl, OTAENbHbIE KUHO- U TeNeCoXKeTbl Pa3/IMYHON LIBETHOCTW. Ha KWHOAOKYMEHTbI 1
BMAEO0LOKYMEHTLI OrNpeefieHHOro Brua COCTaB/AETCA OTAENbHAsa ONUCh.

®OTOAOKYMEHTbI CUCTEMATU3NPYIOTCA MO BUAAM - HEFraTUBbI Pa3/IMYHOM LLBETHOCTU 1 pa3Mepa; Clangbl
(Onano3nTMBbI) Pa3INYHON LBETHOCTW; NO3UTMBLI, POTOOTNEYaTKN; OToaNbboMbI; Anadnabmel. Ha
(POTOLOKYMEHTbI OnpeaesieHHOro Ba CoCTaBAseTCs oTAesbHas Onuch.

®OTOLOKYMEHTbI CUCTEMATU3NPYIOTCA MO BUAAM 3aMnUCK 3BYKOBON UH(OPMaLun - (hoHorpaduyeckas,
rpaMmMooHHas, LWOPUHO(OHHAA, ONTUYECKAs, MarHMTHas, na3epHas. Ha poHOLOKYMEHTbI onpenesieHHOro
BM[a 3anncy COCTaB/sAeTCs OTAeSIbHas Onuch.

DNEeKTPOHHbIE JOKYMEHTbI CUCTEMATU3NPYIOTCS MO BUAAM HOCUTeNen MHoPMaL MM (MarHUTHbIE JIeHTHI,
Na3epHble N XXeCTKne ANCKK, KOMNAKT-AUCKW, OUCKETBI); BHYTPW BUAOB - N0 (hopMaTaM npencrassieHns
NHOpMaLUKM 1 ganee - No XxapakTepy 3auKCnpoBaHHON NHGOPMaLIUN.

ObecneyeHne COXPaHHOCTN apXMBHbIX OKYMEHTOB

2.11. Komnnekc MeponpusaTrii No CO3AaHNI0 HOPMaTUBHbIX YCI0BUIA, COBMIOAEHNIO HOPMATUBHBIX PEXUMOB
N Hagnexallen opraHn3aumm XpaHeHns apxXmBHbIX JOKYMEHTOB, UCK/OYAIOLWLMX UX XULEHWEe 1 yTpaTy n
obecneymBalownx NogaepXKaHne ux B HOPMasibHOM (PM3N4ECKOM COCTOAHMM, obecrnevymBaeT COXPaHHOCTb
apXVBHbIX OKYMEHTOB B apxuse. ObecneyeHne HOPMaTUBHBIX YCIOBUA XPAaHEHNS apXUBHbIX JOKYMEHTOB
2.11.1. HopmaTuBHbIE YCIOBMSA XPaHEHUS apXUBHBIX LOKYMEHTOB 0becneynBaoTcs:

CTPOUTENLCTBOM, PEKOHCTPYKLIMEN Y PEMOHTOM 34aHWUIN apXUBOB;

CO3[aH1eM onTUMasbHbIX (HOPMaTUBHbLIX) MPOTUBOMOXAaPHOI0, OXPAHHOI0, TEMMNEPATYPHO-BJIAXXHOCTHOIO,
CBETOBOI0 1 CAHUTaPHO-TUIMEHNYECKOr0 PEXMMOB B 34aHNMN U NOMELLEHNAX apX1Ba;
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NPUMEHEHNEM CMneLmnanbHbIX CPeACTB XPaHEHNS 1N MEPEMELLEHNS aPXMBHbBIX OKYMEHTOB (CTennaxmu,
LwKadbl, cendbl, KOpobku, Nnanku n ap.).

TpeboBaHMA K 34aHUAM 1N MOMELLEHNSAM apXuUBa

2.11.1.1. ApxnB pa3meLlaeTcs B CNeunasbHO NOCTPOEHHOM(bIX) UK npucnocobneHHoM(bIX) ANs XpaHeHUS
APXUBHbIX 4OKYMEHTOB 34aHUN(AX) NN OTAEbHbIX MOMELLEHNSAX 34aHnA, yaaneHHOM(bIX) OT OMacHbIX B
MO>XapHOM OTHOLLEHNN 00BEKTOB (HedTeXpaHWIMLLA, BEH30KOOHKIW, aBTOCTOSHKM, rapaXu u T. n.) u
NPOMbILLIEHHbIX 06 EKTOB, 3arPA3HAOLLNX BO3AYX (arpecCmBHbIE ra3bl, LEMEHTHAs Mblb U T. M.).
MpUrogHOCTb MECTOPACMONOXKEHNSA apXUBa ONPeAenseTcs C y4eTOM 3aKJIYEHNN Cny>XObl MOXKapHON
OXpaHbl 1 CaH3NUAEMCTAHLMW O CTEMNEHN 3arpA3HEHHOCTM BO3AyXa.

CTpouTenbCTBO Y PEKOHCTPYKLUSA 30aHUSA apXuBa NPoU3BOAATCA B COOTBETCTBMM C HOPMATUBHbLIMU
NMPaBOBLIMU aKTaMu, coepKalmmy TpeboBaHns K 06beKTaM TEXHUYECKOrO PErYNPOBaHMNS, 1 MPOEKTHON
LOKYMEHTaLMeln, CornacoBaHHOM C COOTBETCTBYOLWMM YMOJIHOMOYEHHbLIM OPraHOM UCMOAHUTENBHOWN
BJIaCTW B Chepe apxMBHOrro aena.

34aHne apxnBa NpeacTaBnaseT cobo KOMMIEKC OCHOBHbIX U BCMTOMOraTe/lbHbIX NMOMELLEHWNA,
npefHa3Ha4YeHHbIX 15 BbINOJHEHUS 3a4a4 apXuBa No XxpaHeHuo, 06paboTke, NCNOJSIb30BAHMIO aPXMNBHbIX
JOKYMEHTOB U 3aflay alMUHNCTPATNBHO-X035NCTBEHHOI0, TEXHMYECKOro, ObITOBOro XapakTepa,
oTBevaroLwwmx TpeboBaHNAM paLMoHa bHON NAAHUPOBKN MOMELLLEHNIA.

CocTaB, pacnosioxeHne, obopynoBaHNe NOMELLEHNI OCHOBHOIO Ha3Ha4YeHMs O0JKHbI obecneynBaTb
COXPaHHOCTb apXMUBHbIX JOKYMEHTOB Ha BCEX y4acCTKax paboTbl C HUMK, cobntogeHne TpeboBaHM
TexHonorny paboT, oxpaHbl Tpyda, TEXHUKN 6e30NacHOCTM 1 NPOM3BOACTBEHHON CaHMTApPUK, @ TakXe
paunoHasbHOEe B3aUMOAENCTBME NOApa3aesieHnin apxmBa. K noMeLwweHnamM 0CHOBHOIMO Ha3Ha4YeHns
OTHOCATCS:

apPXMBOXPaHUINLLA;

paboyne nomeleHns paboTHNKOB apxuBa;

NMOMELLEHNA ON1S MPUEMA U BPEMEHHOIO XPaHEHUS, aKKIMMaTU3aLUmMm apxXnBHbIX 1OKYMEHTOB;

NOMeLLEHNA 015 U30NALUKN, Oe3UHGEKLNN N OE3NHCEKLUN NMOPaXKEHHbIX apPXMBHbLIX LOKYMEHTOB;
nomMelleHnsa gns obecnbianBaHna, nepenieTa n pecTaBpaLnn apXnBHbIX LOKYMEHTOB;

NOMELLEHNA 415 KOMUPOBaHUSA U pecTaBpaLlm apXnBHbIX AOKYMEHTOB (MUKPO-, KCEPO-, POTOKOMUPOBAHUS,
coTopecTaBpaumm 1 T. n.), 06paboTKM NAEHKN N NPOBEAEHNS TEXHNYECKOr0 KOHTPOS ayANOBU3YaibHbIX
AOKYMEHTOB;

NOMeLLEHNSA 019 XPaHEHUS YHETHBIX JOKYMEHTOB;

KOMIMJIEKC YNTaNbHOro 3afa (C y4acTKaMu Bblgayn Aen U CpaBOYHO-NMOUCKOBLIX CPeACTB, BPEMEHHbIM
XpaHunnwem);

Hay4HO-CrpaBoYHas bubnmoTeka;

METOAMNYECKNIN KabMHET;

BbICTABOYHbIN 3a.

Pa3melleHne apxmBa B NpMCnocobneHHbIX 3[aHNAX U NOMELLLEHUAX NMPON3BOAUTCA B YCTAHOBJIEHHOM
nopsiike nocsae NpPoBeLeHNS UX SKCNEPTU3bl. IKCNepTU3a YyCTaHaBIMBAET CTENEHb OrHECTOMKOCTY 34aHUS,
LONrOBEYHOCTb €r0 OCHOBHbIX KOHCTPYKLMIA U MPOYHOCTb MEXITaXKHbIX NEPEKPLITUN C y4ETOM
NOTEHLMaJIbHbIX HAarpy30K, COCTOSHME MOMELLEHNI 34aHMA (MO3TaXKHbIX, MOABaNbHLIX, YepAaYHbIX),
HaM4me N COCTOSAHME OTOMUTESIbHbIX U BEHTUNALMNOHHBIX CUCTEM. DKCNEepTr3a NPoBOANTCA
npeacTaBUTENAMMN apXnBa, NOXXAPHbIX, OXPaHHbIX, CTPOUTESIbHbIX, CAHUTAPHO-3NNAEMMNONOINYECKNX U
APYrnx cneunanbHbix cny>x6. Mo ntToram aKCNepTW3bl COCTABNSAETCS aKT.

He ponyckaeTcs pa3MeLLeHNEe apXBa B BETXNX CTPOEHUAX, OEPEBAHHbBIX MOCTPONKAX, 34aHNAX C CbIpbIMU
OCHOBHbIMW, NOABaJbHbIMK, YePAAYHbIMU MOMELLEHUAMM, NEYHBIM OTOMJIEHNEM.

MpefHa3HaYeHHble O XPaHEHUS apXMBHbIX LOKYMEHTOB NMOMELLEHMS B NPUCNOCOBAEHHbIX 34aHNSAX
JO/MKHbI 6bITh N30JIMPOBaHbI OT OCTaJIbHbLIX MOMELLEHWUA 3aaHNs. He nonyckaeTcs pa3MeLleHne apXuBHbIX
AOKYMEHTOB B MOMELLEHNSX 34aHNA, 3aHATOro cny>kbamm o06LeCTBEHHOr0 NMMTaHNS, NULLLEBLIMW CKagaMu,
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OpraHu3aunsaMmn, XpaHALUMI NOXKapoonacHbIe 1 arpecCBHbIE BELLECTBa WK NMPUMEHSAIOLLMMM
Nno>xapoornacHble N XMMUYECKNe TEXHONOM NN,

TpeboBaHMA K apXUBOXPaHUANLLY

2.11.1.2. ApxmBoxpaHmanLLe AOKHO BbITb MaKCMManbHO yAaNeHo 0T N1abopaTopPHbIX, MPON3BOACTBEHHbIX,
ObITOBLIX MOMELLEHNI apXMBa U HE NMETb OBLLNX C HUMU BEHTUASLMOHHBLIX KaHal0B. ApXUBOXPaHUANLLE
OTAENAETCA OT COCeLHNX NMOMELLLEeHNIN apXMBa HECTOPaeMbIMM CTEHAMW 1 MEPEKPLITUSMU C Npeaesiamu
OFHEeCTOMNKOCTW He MeHee ABYX YacoB. B apxvMBOXpaHuAuLLE He fOMNYCKaloTCs Npokiagka Tpyb
BOAOCHabXXeHMA 1 KaHanm3aunm, TeXHonorn4yeckne nnm bbiTosblie BbIBOAbI BOAbI.

Mpy NPOEKTUPOBAHUN Pa3MELLEHNS apXMBOXPaHMANULLA B CNeLasbHOM UK NPMCnocobneHHOM 34aHum
npeanoyTeHne (Npu paBHbIX TEMIOBLIX XapaKTePUCTUKaX) OTAAETCSA MOMELLEHNSM C CEBEPHON
OPUEHTALMEN OKOH.

MaTepmanbl NOKPLITUA CTEH, MOJIOB, MOTOIKOB, BHYTPEHHEN apMaTypbl apX1BOXPaHUINLLA, MPUMEHSEMbIE
npw M3roToBaeHNN 060PYIOBAHNS U CPEACTB XPaHEHNS apXUBHbIX LOKYMEHTOB, HE A0JIKHbI COBMpaTh
MNblNb, ObITb €8 UCTOYHUKOM WJIN BbIAENATb arpeccuBHbIE XMMWYECKUE BELLECTBA.

ApPXMBOXPaHUANLLE AO/IKHO NMETb €CTECTBEHHYIO AN NCKYCCTBEHHYIO BEHTUAALMIO. CUCTEMbI
KOHAMLMOHMPOBaHNA AO/MKHbI 06ecneynBaTh PELMPKYIALMIO BO3AYXa C KPaTHOCTbIO 0bMeHa 2-3,
CTabunbHOCTb TeMMEpPaTypPHO-BAAXXHOCTHOIO PEXMNMa, O4MCTKY BO34yXa OT MblN U ar peCcCUBHbIX
npruMecen, a TakXXe 0TBeYaTb COBPEMEHHbLIM TPeBOBaAHNAM KOMMAKTHOCTUA Y SKOHOMUYHOCTM.

BbicOTa apxMBoXpaHuanLLLa 3aBUCAT OT TEXHOJI0rM4eckoro o6opyaoBaHNSA, NPUHATOr0 AN XpPaHEHUS
APXUBHbIX JOKYMEHTOB, HO HE MeHee 2,25 M 40 HM3a BbICTYMALWMX KOHCTPYKLMIA 1, KaK NpaBuio, He
Bbille 4 m.

ApPXMBOXPaHUANLLE LO/KHO NMETb YA0OHbIE BbIXOAb! K IMPTaM U NeCTHUYHBLIM KJeTKaM.

He ponyckaeTcs xpaHeHue (hOHO-, BULEO- N INIEKTPOHHbLIX LOKYMEHTOB Ha HOCUTENAX C MarHUTHbLIM
paboyum C/I0eM B apXUBOXPAHUANLLE C MAPA3UTHBLIMW MNOCTOSHHLIMU WM NEPEMEHHBLIMU MarHUTHbLIMU
NnoNAMN Hanps>keHHOCTbio 6onee 400 a/m.

ApPXMBOXPaHMWINLLE apXMBHbIX OKYMEHTOB Ha HUTPOOCHOBE (OMACHOW, roploYen) TepPUTOpranbHO
OTAENAETCA U N30JIMPYETCA OT APYrMX apXMBOXPaHUAULL. B H/XKHEN 30HE apXWBOXPaHMANULLA apXUBHbIX
[OKYMEHTOB Ha HUTPOOCHOBE NpefyCMaTpMBaAETCA AOMONHMTENbHASA BbITS)XXKa BO34yXa.

HopMaTuBHbIE peXUMbI XPaHEHNS apXUBHbIX LOKYMEHTOB.

MpPOTMBOMOXKAPHbBIN PEXUM

2.11.2.1. MpoTMBOMNOXXapPHbIN PEXUM B 3aaHNN(AX), FOe pa3MeLLaeTCs apXuB, N B apXMBOXPaHUANLLAX
pernamMeHTUpyeTCs COOTBETCTBYIOLWMUMIN HOPMATUBHLIMY MPaBOBbIMK akTaMu Poccniickon degepaunn B
obsiacTn noxxapHomn 6e3onacHoOCTN.

OXpaHHbIN peXxxum

2.11.2.2. OxpaHHbIN pexxum apxmea obecneynBaeTcs KOMMNIEKCOM Mep Mo 0becneyeHnto UHXEHEPHO-
TEXHNYECKOWN yKpeneHHOCT, 060pyLoBaHNIO 34aHMA (NOMeLLeHNs) apxmnBa CpeacTBaMU OXPaHHON
CUrHanM3aumm, opraHu3aumm nocta(oB) oxpaHbl, ONeYaTbiBaHNIO NOMELLeHUR, cobnogeHunto
BHYTPUOOBHEKTOBOrO M NMPOMYCKHOr0 PEXMMOB, XPaHEHUIO KJIOYEN OT CNY)KEOHbIX MOMELLEHWNNA.
TpeboBaHMA K apXUBOXPaHUAWLLAM 1 OPYTUM MOMELLEHMNAM apXMBa, B KOTOPbIX XPaHATCSA CEKPETHbIE
apPXUBHbIE JOKYMEHTbI U NPOBOASATCS PaboTbl C HAMM, YCTAHOBJIEHbI HOPMATWBHbLIMUW NPABOBLIMU
LOKYMeHTaMu no obecrnevyeHunto pexxrMma CekpeTHoCTH B Poccuinckon depepauuu.

OpraHusaums oxpaHbl apXunBa OCYLLECTBASETCA B COOTBETCTBUM C TpebOBaHMAMMN 3aKOHOAATENbHbIX U
WHbIX HOPMaTWBHbIX NMPaBOBbLIX aKTOB Poccuinckon ®epepaumnn, a Takxe VHCTpyKUumM o nopsiake
OCYLLLeCTBJIEHNS OXPaHbl apXxuBa, COrnacoBaHHOWN B YCTAHOBJIEHHOM MOPSAAKE C OCYLLECTBASAILNM OXpaHy
apxvBa nogpasgeneHneM n COOTBETCTBYIOLLUM OPraHOM BHYTPEHHUX fen Poccninckon ®epepaumn.
OxpaHa apxvBa OCYLLECTB/ISeTCA Ha OCHOBaHWM LOroBOpa MeXAy apXvMBOM MU COOTBETCTBYIOLLNM
nofpasfeneHnem oxpaHbl, B KOTOPOM NpeaycMaTpmBatoTca 0bsa3aTeNbCTBa CTOPOH MO OXPaHe apxumBa,
cobntofeHnio BHYTPMOOBLEKTOBOIO 1 MPOMYCKHOIO PEXXUMOB, NpefyCcMaTpMBatoOWMX B TOM Y1cie
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LOCMOTPOBLIE MeponpusATrs. [NepeyeHb NoMeLLeHnn apxmnea, 060pyayeMbix CPeACTBaMM OXPaHHOM
CUrHaNM3auun, NPUMEHSEMbIE MHXEHEPHO-TEXHNYECKME CPeACTBa, BUA, YCI0BUS OXPaHbl 1 ANCIOKaLNS
NOCTOB ONpeAenATCa YyCI0BUAMY LOrOBOPa UCXOASA U3 MPUHLMNOB HAAEXHOCTW U SKOHOMUYECKON
060CHOBaHHOCTY TapnoB, a TakxXe C y4eTOM MOJI0XKEHUA MeXBeJOMCTBEHHOrO akTa obcnefoBaHus
apxuBa 1 TpeboBaHUN HOPMAaTUBHbIX NPaBoOBbIX akToB MBI Poccuu.
Oba3aTeNlbHOMY OCHALLEHUIO CPeACTBAMMU OXPAaHHON CUMHANN3aL/nm 1 onevaTbiBaHUIO NognexxaT
APXMBOXPaHWUIMLLA U MOMELLEHMNS, B KOTOPLIX NOCTOSHHO UJIM BPEMEHHO XPaHATCS apXUBHbIE LOKYMEHTbI, @
Tak)Xe MaTepuanbHble LLeHHOCTW, aBapuiHble U 3anacHble BbIXOAbl U3 34aHWA apXuBa, OCHOBHOW BXO4 Npu
OTCYTCTBUM KPYrOCYTOYHOIO MOCTa OXPaHbl.
OnevaTbiBaHMIO NOANEXAT MeTaNnn4eckue LWKadbl U cendbl, FAe BPEMEHHO XPaHATCS BblAaHHbIE U3
APXMBOXPaHWUIINLLL apXUBHble LOKYMEHTHI, y4eTHble JOKYMEHTbI U HaYy4YHO-CMPaBOYHbIV annapaT, ecyivi OHY
Haxo4ATCs B HEOMeYaThiBAEMbIX MOMELLEHUSX.
ApXvBOXpaHWIMLLA 1 Apyrue noMeLleHns, rae noCToAHHO U BPEMEHHO XPaHATCSH apXBHbIE LOKYMEHTHI,
obopyayloTCa ABEPSMM C MOBbILUEHHOW TEXHNYECKOWN YKPEMIEHHOCTbIO MPOTMB BO3MOXHOMO B3/10Ma,
OCHALLEHHbIMY 3aMKaMU NOBbILLIEHHOW CEKPETHOCTMW.
Bce 3k3emMnaspbl Koyen (3a UCKI0YEHNEM OTHOCALLMXCA K MOMELLeHNsM, Ha KOTOpble pacnpoCTpaHATCS
cneunanbHble TpeboBaHNA pexuma CEKPETHOCTU) YYUTHIBAKOTCA B XKypHasie perncTpauum Kanden K
3aMKaM MNoMeLLeHWIn apxmBa, BeleHne KOTOPOro Npukasom pyKoBOAUTENSA apX1Ba BO3MaraeTcs Ha
OTBETCTBEHHOE JOJIKHOCTHOE IML0. B yKa3aHHOM XKypHane oTMeYaeTcs, y Koro u3 paboTHUKOB apxuBa
NMEeIOTCS KJII0YM OT KaXKA0ro 13 noMeLleHuin, C pacnuckon paboTHMKa B NOJTyHEHMM 3K3eMNAsApa Kio4a.
Ko BCeM nomeLLeHnaM apXmBa, OCHALLEHHbIM 3aMKaMW, LO/KHO BbiTb HE MEeHee ABYX KOMMIEKTOB KOYen,
OOWH W3 KOTOPbIX MOCTOSAHHO HaX0AUTCA B Cyxbe oxpaHbl apxuBa.
Mopapok xpaHeHus katoyen B paboyee n Hepaboyee BpeMs, NOAyYEHUS KIIOYEN B CNTy>k6e oxpaHbl, CAaqu
KJl0Yeln 1 NOMELLEHNI NOL OXpaHy YyCTaHaBANBAETCA UHCTPYKLUMe 06 0XpaHHOM peXxrume apxuBea,
YTBEPXXAEHHOW B YCTAHOB/IEHHOM NopsaaKe.
ApxuBoxpaHununiie B paboyee Bpems, ecnv B HeM He paboTaloT COTPYLAHUKN, [OKHO BbITh 3aKPbLITO Ha
KoY. Kntoyn oT apxmBoxpaHuauniLa B paboyee BpeMs HaxXo4ATCA Yy 3aBeAYIOLLEro apXUBOXPaHUINLLEM UK
JMua, ero 3ameLlatoLLero.
B apxmBOXpaHWAULLE MMEIOT NPaBo AOCTYNa 3aBeAyownini 1 paboTHMKM LaHHOr0 apX1BOXpaHUIMLLA, a
TakXXe pyKoBOAUTESIb apXMBa 1 ero 3aMeCTUTeNN, raBHbIN XpaHuTesb oHA0B. CNNCOK N, NMEeKLLnX
npaBo LOCTYyMNa B apXuBOXpaHuauLLe, obHoBASEMbIN NO Mepe HEOBXOAMMOCTH, AO/KEH HAXOAUTLCS Ha
MoCTy oxpaHbl. Bce apyrune paboTHMKM apxuBa LOMYCKAOTCA B @apXUBOXPaHUINLLE TOJIbKO B
COMPOBOXXAEHUN 3aBeAYIOLLEr0 apXMBOXPaHWIIMLLIEM UK N1LA, ero 3ameLlatolero. ViHele anua
LOMYCKAlTCA B apPXUBOXPAHWUIINLLE B UCKIIOYUTENBbHBIX C1y4asnX TOMbKO MO MUCbMEHHOMY pa3peLleHuto
PYKOBOACTBa apX1Ba ¥ B CONPOBOXAEHWM 3aBeflyOLero apXMBoxpaHuanweM niam uua, ero
3aMeLlatoLLero.
BbIHOC M3 apXxmBa apXMBHbIX OKYMEHTOB, MaTepuanbHbIX LLEHHOCTEN Y KHUM Hay4YHO-CNPaBOYHON
B6rnbamoTekm, a TakXKe Hay4HO-CNPaBOYHOro annapaTa pa3peLllaeTcs TOAbKO MO CreunanbHbIM NPonycKam,
BblJaBaeMbIM B YCTAaHOBJIEHHOM MOpPSLKeE.
TemMnepaTypHO-BIAXXHOCTHbIN PEXUM
2.11.2.3. B apxvBOXpaHWmLLE apXUBHbIX JOKYMEHTOB Ha ByMaxxHON ocHoBe, 060pyA0BaHHOM CMCTEMaMU
KOHOMLMOHNPOBaHNS BO34yXa, MOALEPXKMBAETCA HOPMATUBHLIN TEMMEPATYPHO-BAXXHOCTHLIN PEXUM:
Temnepatypa - 17-19°C, oTHOCUTEeIbHas BaXKHOCTb Bo3ayxa - 50-55%.
TemMnepaTypHO-BJIAXXHOCTHbIE NapaMeTpbl BO34yXa 419 AOJITOBPEMEHHOM0 XPaHeHWs ayanoBM3YasbHbIX U
3N1EeKTPOHHbIX LOKYMEHTOB A0JKHbI COOTBETCTBOBATb HOPMaM, MPUBEAEHHBLIM B Tabnue: +---------n-mmmmmmmme
+ | | TemnepaTypa, °C | OTHocuTenbHas | | Bua LokyMeHTa | | BNaXXHOCTb
Bo3ayxa, % | | + + | | |[4epHO-6enble|uBETHbIE |[HYepHO-benble| LBETHbIE | +------
+ + + + | |[DokymeHTbl Ha | | | | | |[kmHonneHke: | | | | | +-------------------
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+ + + + | | HUTpoocHoBa |He Bbiwe +10|He Boiwe -5| 40-50 | 40-50 | +--------------

----- + + + + | | 6e3onacHas |He Bbiwe +15|He Boiwe -5| 40-50 | 40-50 | | ocHoBa |
[1]]+ + + + + | | boTopokymeHTbI: || ||| + +
-+ + + | | cTekno |He Bbiwe +15|He Bbiwe -5| 40-50 | 40-50 | + +
+ + + | | nneHka |He Bbiwe +15|He Bbiwe -5| 40-50 | 40-50 | + + +-
+ + | | poTobymara |He Bbiwe +15|He Bbiwe -5| 40-50 | 40-50 | + +
+ | |BOKYMeHTbI Ha | +8 - +18 | 45-65 | [MarHuTHOW NeHTe u | | | |BUCKOBBIX
HocuTenax | | | + +

B apXxvnBOXpaHMINLLE C HEPErYIMPYEMBIM KJANMATOM AO0J/KHbI OCYLLECTBAATLCA MEpPOnpuAaTHS Mo
ONTUMU3ALIUN TEMMEPATYPHO-BIAXKHOCTHOIO PeXXnMa C NpUMeHeHneM onTUManbLHOro OTOMNAeHUs n
NpoBeTPMBaHNA NOMELLEHNI, @ TaK)Ke MEeXaHNYECKNX CPeACTB YBAAXXHEHNS UK OCYLLUEeHUS BO34yXa.
Pe3kne konebaHus (Ce30HHbIE U B TEYEHME OOHNX CYTOK) TeMnepaTypbl (+5°C) 1 0OTHOCUTEbHON
BJlaXKHOCTM Bo3ayxa (+10%) He gonyckatTcs.

Mpy BANTENBbHOM HapyLLeHUW TeMMNEePaTYPHO-BNaXXHOCTHOIO pexxnma (0T 3 cyTok 1 bonee),
COMPOBOXKAALLEMCA NOBbILLIEHNEM OTHOCMTEbHON BIaXKHOCTM Bo3ayxa Ao 70-90%, npnH1MaoTCa Mepbl
Nno ero Hopmanmsauumn (MHTEHCMBHOE NPOBETPMBaAHME, OCYLLIEHWNE apPXMBOXPAHUANLLA).

B nepuog TexHonornyeckomn obpaboTkm apxmBHbIX JOKYMEHTOB LOMYCKAETCSA X BPEMEHHOE XpaHeHue (4o
2 MeCALEB) B NOMELLEHNAX C HEPEryanpyeMbiM TeMNepaTypPHO-BIAXKHOCTHLIM PEXMMOM NpK TeMnepaType
204+5°C 1 oTHOCUTENBHOW BNaXHOCTK Bo3ayxa 50 +- 20%.

TeMmnepaTypHO-BNAXXHOCTHBIN PEXNM KOHTPOJIMPYETCS NyTEM PErynspHoOro n3MepeHunsa TemnepaTypbl 1
OTHOCUTENIbHON BIa>KHOCTWM KOMHATHOIO 1 Hapy>XHOro BO34yXa B O4HO U TO )Ke BPeMS: B
KOHOULMOHMPYEMBIX MOMELLEeHUAX - He pexxe 1 pa3a B Hellesio; B apXMBOXPAHUAULLAX C HEPEryJInpyeMbiM
KJIMMATOM - 2 pa3a B HeLesllo; NpU HapyLeHnsaxX pexmma - 1 pa3 B CyTKW.

MoKa3aHNs KOHTPOJIbHO-N3MEPUTENbHbIX NMPNBOPOB MKCUPYIOTCSA B CNeunanbHbIX PerncTpaLnoHHbIX
)KYPHanax, B KOTOPbIX TakXXe 0Tpa)kaloTcs NPOBepKa NPaBUbHOCTY NMOKa3aHui NpubopoB 1 Mepsl,
NPUHATbLIE MO HOPMaN3auumM TeMNepaTypPHO-BIAXXHOCTHOIO peXxuMma B C/ly4asax ero HapyLleHus.
HomeHknaTypa NpUMeHSeMbIX KOHTPOJIbHO-M3MepPUTENbHbBIX MPMOOPOB, a TakXXe NoOpPsSA0K N3MEPEHNA 1
perncTpaumm napaMeTpoB KOMHATHOIMO 1 Hapy>XHOr0 BO34yXa ONpeaenstoTCs AeNCTBYOWMMM
HOPMaTUBHbLIMK N METOANYECKUMMN LOKYMEHTAMMU.

KOHTPONBbHO-N3MepUTENbHbIE MPUBOPLI MOHTUPYIOT Ha OAHOM LMTKE, pa3MeLLEHHOM B I1aBHOM Mpoxoae
ApPXMBOXPAHUIMLLLA Ha CTeNnaxe, BAaam 0T OTOMUTESIbHBIX U BEHTUAALMOHHbBIX CUCTEM (KOHTpPOJIbHas
TOYKa), MO HOpMaM: NPy KOMHATHOW CUCTEME - OAHa KOHTPOJIbHasA TOYKa Ha KOMHaTY, NPy MHOTOSAPYCHOM -
04Ha Ha spyc.

CBeTOBOW pexum

2.11.2.4. XpaHeHne apXunBHbIX JOKYMEHTOB OCYLLECTBASETCSA B TEMHOTE. 9T0 06ecneynBaeTCs XpaHEHNEM
apXUBHbIX JOKYMEHTOB B NnepenneTax, nankax, kopobkax, Wwkadax, Ha CTeNaxax 3aKpbITOro Tuna, a
TakXXe cobt0jeHNEeM YCTaHOBIEHHOI0 CBETOBOI0 PEXUMa.

OcBeLleHNe B apXMBOXPaHWINLLE MOXET OblTb eCTECTBEHHbLIM UM UCKYCCTBEHHbIM; aPXWBHbIE LOKYMEHTbI
MOryT pa3MeLLaTbCs B MOMELLEHMAX C OKHaMu nan 6e3 oKoH. Pa3melleHne apxmBoxpaHuaniia B
nomMelleHnax 6e3 OKoOH AOMNYCKaeTCs NPU HaJIMYNN B HEM UCKYCCTBEHHOW MM eCTECTBEHHOWN BEHTUNSALINN
BO34YyXa C YCTAHOB/IEHHON KPAaTHOCTbIO BO34yX00bMeHa.

EcTecTBEHHOe OCBELLEHME B apXMBOXPaHUANLLE AOMYCKAETCA pacCesaHHbIM CBETOM Mpu YCI0BUN
NPYMEHEHNS Ha OKHax CBETOpacCemBaTesNe, aBTOMaTUYECKUX PErynsTOpoB CBETOBOro NOTOKA
(cmeumanbHbIX CTEKON), 3aLUNTHBIX PUALTPOB, XKaJIlo31, LWTOP, HAHECEHHbIX Ha CTEKJI0 MOKPbLITWUA 1 T. .
[N NCKYCCTBEHHOMO OCBELLEHNSA B apXMBOXPAHUINLLE MPUMEHAIOTCS NaMnbl HaKaANBaHMSA B 3aKPbIThbIX
nnadoHax C rnagkon Hapy>KHON NOBEPXHOCTbIO. [JoNyCKaeTCsa NPUMEHEHNE IIOMUHECLEHTHbIX laMn C
ype3aHHbIM ynbTpadnoseToBbiM y4acTKoM cnekTpa Tuna J1b, JIXb, JITE. YpoBeHb 0CBeLLeHHOCTH B
AVanasoHe BMAMMOro CrekTpa He AOJ/DKEH MPEBbIWaTh: Ha BEPTUKabHON NOBEPXHOCTU CTENNa)Xa Ha

CkavaHo Ha canTe «3akoHbl PO» — https://actrf.ru Ctp. 11 1368



BbicoTe 1 M 0T nona - 20-50 5k, Ha paboynx cTonax - 100 k.

3alnTa apXMBHLIX JOKYMEHTOB OT pa3pyLlalowero 4eNCTBNS eCTECTBEHHOr0 N MCKYCCTBEHHOMO CBETA
OCYLLLeCTB/IAETCS BO BCEX MOMELLEHNAX apXmnBa npu Ntobbix Buaax paboTbl C apXUBHLIMU LOKYMEHTaMMN.
CaHUTapHO-TUMNEHNYECKNIA PEXUM

2.11.2.5. ApxnBoxXpaHuaunLia n gpyrne noMeLleHns apxnuea CoAep)KaTcs B YNCTOTE 1 NOPSALKE,
NCKJTI0YAIOLLEM BO3MOXXHOCTb NMOSABJIEHNS HACEKOMBIX, FPbI3YHOB, MJIECEHW U MbIAN.

B apxmBOXpaHuauLLE NPOBOAATCA CUCTEMATUYECKAA BNaXkHas ybopKa, He pexxe 0HOro pasa B rog
obecnbinMBaHMe NblnecocaMmn CTeNNaXen, Wkados, CPeacTB XpaHeHUs (Kopobok, Nanok, ynakoBok). Mpw
3TOM LOKOJIbHbIE YaCTW CTENIIaXKen, Nobl, MANHTYChI, MOAOKOHHWKIN NPOTUPAOT BOAHLIMI pacTBOpaMu
aHTUCENTUKOB.

B apxmBoxpaHuauLLe 3anpeLlaeTcs npebbiBaHNe B BEPXHEN 04X Ae, MOKPOW 1 rpsi3HON 06yBY, XpaHeHUe
N06bIX MOCTOPOHHMX NPEeaMETOB, UCMONb30BaHME MULLEBLIX MPOAYKTOB, @ TaKXe KypeHue.

B apxmBoxpaHuauile obecnevnBaeTca cBoboaHasa LMPKYAaLMSA BO3AYXa, UCKOYatoLwas obpa3oBaHme
HernpoBeTPUBAEMbIX 30H YCTONYMBOr0 MUKPOK/IMMaTa. He AonyCcKaeTcs pa3MeLleHne apXmBHbIX
LOKYMEHTOB Ha Mony, NOAOKOHHUKAX, B Hepa30bpaHHbIX KuMax.

OKHa B MOMELLEHNAX apXMBa, OTKPLIBAKOLLMECS B TEMNOE BPEMA roAa, 3alUMULLAI0OTCA CeTKaMM C AUaMeTpoM
A4eek He 6onee 0,5 MM. 3alLMTHLIMK CETKaMK 060PYAYIOTCA TakXKe BEHTUNALNOHHbIE OTBEPCTUS B CTEHAX,
NOTOJIKax, NoJlaX apXUBOXPaAHUANLLA, HAPY>XHble OTBEPCTUSA BEHTUAALMOHHbBIX CUCTEM.

C uenbio 0bHapyXeHMs HaCeKOMbIX W NieCHEBLIX FPUBOB apXMBHbIE AOKYMEHTLI (BbIOOPOYHO) 1 NOMeLLeHNS
APXUBOXPaHWAWLLY, ABa pa3a B rof (B Ha4ane 1 Mo OKOHYaHWM OTONMUTENbHOIO Ce30Ha) NoABepraTCcs
06s43aTeNbHOMY S3HTOMOIOrMYECKOMY Y MUKOIOTMYECKOMY OCMOTPY. MNpn 0bHapyxeHnmn Brnonornyeckmnx
BpeauTenen NpUHUMaTCa HeMeleHHble Mepbl N0 06paboTke apXMBHbIX JOKYMEHTOB, CPELCTB XpaHeH s,
APXUBOXPAHUINLL,

[lna NnpoBefeHNs CaHUTAPHO-TUrMeHnYeCcKuxX paboT NAaHNPYOTCA CaHUTapHbIE QHMU.

Ob6opyLoBaHME apXxMBOXPaHWUIULLA CPEACTBAMUN XpPaHEHNS

2.11.3. ApxnBoxpaHuauniie 06opyayeTcs CTauMoOHAPHLIMU UKW NEPELABUXHBIMW METaINYECKUMU
cTennaxamu. [lonyckaeTcs aKCnayaTauns CyLWecTBYIOLWNX CTalNOHapHbIX AEPEBAHHbIX CTeNNaxen,
HaxoAAWMXCa B HOPMaAbHOM CaHUTaPHO-6MONOrMYECKOM COCTOSHUN 1 06paboTaHHbIX OrHE3ALLUTHLIMU
cocTaBaMu. B apxuoxpaHuauLie ¢ HOPMaTUBHbLIM TEMMNEPaTYPHO-BIaXKHOCTHLIM PEXUMOM L0MYyCKaeTCs
NpYMeHeHne nepensBuKHbIX MeTaNINYeCcKnx cTennaxei. B kayecTse BCNOMOraTesibHOro nuau
cneunansHoro obopyanoBaHMa MOryT UCMONb30BaTLCA MeTaInYecKme WKadbl, CeNndbl, WKagbl-CTENNAXKN,
a TaKXXe CTauMOoHapHble 0TCEKN-BOKChI C MeTaNANYeCKMN NePeropoaKamMmn 1 NoaKamu,

KWHOOOKYMEHTHI, PYJIOHHbLIE MUKPO(MIbMbI XPAaHATCA B TOPU30HTA/IbHOM MONIOXKEHUW B METAJITMYECKNX
1AM NNaCTUKOBBLIX KOPOBKax Ha cTennaxax Tuna "enoyka" nmbo Ha CTaLMOHAPHbIX CTesIaxax.
KWHO4OKYMEHThI Ha HEropyen TpuaueTaTHON OCHOBE XPAHATCS B HEMMOTHO 3aKPbIBAOLLUXCA
MeTaJ/IMYeCKNX NN NNACTUKOBbIX C OTBEPCTUAMM KOpobKax 4s1a NpefoTBPaLLEHNS CKanaMBaHNs BHYTPY
KOPOOKM MapoB YKCYCHOW KMCNOTbI, BblAENSEMbIX OCHOBOW KMHOMJIEHKMN.

BnoeoooKyMeHTbl XpaHSATCS B BEPTUKAJIbHOM MOMOXXEHWW B 3aBOLCKON YNaKOBKE.

He monyckaeTcs XxpaHeHne apXMBHbIX LJOKYMEHTOB Ha HOCUTEAX C MarHUTHbLIM paboyum Ci0em Ha
(heppoMarHMTHbIX MeTaINYECKNX CTENIaXaX; CTallbHble CTeINIaXXn MOryT BblTb NCMOb30BaHbI B
UCKJTIOYNTESIbHBIX CATyYasX, TOJIbKO NpY YCI0BUN pa3MarHMYMBaHNS U 3aMblKaHUS KOHTYPOB CTes1axa
(coepnHeHVe MeTanMYeCKMX YacTen CTeNiaxa 31eKTPONPoOBOAOM N NX 3PHEKTMBHOE 3a3eMieHmne).

B apxmBOXpaHMAULLE C eCTECTBEHHbLIM OCBELLEHNEM CTENNAXM U LWKadbl OTKPLITOro Tuna
yCTaHaBANBAOTCA NEPNEHANKYNAPHO CTEHAM C OKOHHbLIMY NMpoeMaMu. B apxmBoxpaHunnwe 6e3 oKoH
CTeNNaXu n WKagbl YCTaHaBANBAOTCA C Y4eTOM 0COBEHHOCTEN MOMELLEHUS, KOHCTPYKLMM 060pyAoBaHNS
1 HOPM ero pa3melleHuns. He fonyckaeTcs pa3MelleHme cTennaxen, Wwkados u gpyroro obopyaosaHus
AN19 XpaHEeHWs apXBHbIX JOKYMEHTOB BMJIOTHYIO K HAPYXXHbIM CTEHaM 3[aHNS U K UCTOYHUKaM Tena.
CTaumoHapHble CTeNaXxu 1 WKagbl yCTaHaBAMBAOTCSA B apXUBOXpaHuanLWwax ¢ cobniogeHmem cnenyoLumx
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HOpM:
paccTosHne MeXxAay psnammn ctennaxen (rnaeHbii npoxog) - 120 cm;

paccTosHue (NpPoxoa) Mexay cTtennakamm - 75 cm;

PaCcCTOSAHUE MEX [y HapPYXXHOW CTEHON 3[aHUs U CTeNNa)KaMu, NapasnesbHbIMK CTeHe, - 75 cM;
PacCTOAHNE MeX Yy CTEHOW 1 TOPLIOM CTela)ka Man wkadga (obxon) - 45 cm;

paccToAHNE MeXAY MOJIOM N HUXKHEN MOJSIKOW CTeNNnaxa (wkadga) - He MeHee 15 CM, B LIOKOJIbHbIX 3TaXkax -
He MeHee 30 cm.

PaccTosaHnsa (mpoxoabl) A1s 060pya0BaHUSA C BbIABVXXHBIMU ALLMKaMN PaCCHUTBLIBAOTCS MO CheunanbHbIM
HOpPMaMm C y4eToM Tunopasmepa obopyoBaHMS.

ApXMBHble OOKYMEHTbI Ha ByMa)KHO OCHOBE pa3MeLLaloTCs Ha CTe/1a)kax, B MeTal/IM4yecknx Wwkagax
rOPV30HTaAJIbHO WM BEPTUKAJIbHO B KOPOOKaX Wav APYrux nepBuYHbIX CPeACTBax XxpaHeHus (nankax,
dyTagpax u T. n.).

Kaxgzasa eanHnua XxpaHeHUs ayanoBmn3yasbHOr0O UM 3EKTPOHHOIO AOKYMEHTa yKialblBaeTcs B
HErepMeTUYHYO MHANBUAYANbHYIO0 YNakoBKy. MNpy 3TOM O0JIKHO ObITb NCKIOYEHO cBOBOAHOE
nepemeLleHne apxmBHOro OKYMEHTa BHYTPU yNakoBKN, OpraHm3aumns XxpaHeHUs apXmMBHbIX LOKYMEHTOB B
apXUBOXpPaHUANLLE

2.11.4. OpraHn3aumsa XxpaHeHns apXxnBHbIX LOKYMEHTOB B apXMBOXPaHW/INLLE - CUCTEMA MEPONPUATUNA,
BKJItOYAIOLLAA paunoHasbHOe pa3MeLleHne apXnBHbIX JOKYMEHTOB, KOHTPOJIb 3@ UX ABMXKEHUEM U
PU3NYECKMM COCTOSHUEM, KOMUPOBAHNE apXUBHbIX JOKYMEHTOB C LieJibio CO34aHNs CTPaxoBoro hoHaa u
oHLa Nonb30BaHMS, BOCCTAHOBJIEHWE (pecTaBpaLnio) MepBoHaYabHbIX UK BAN3KNX K MepBOHaYabHbIM
CBOWCTB W BHELLUHMX MNPWU3HAKOB apXMBHbIX JOKYMEHTOB, MOABEPTLUNXCA NOBPEXAEHNIO NMBO paspyLLEHNUIO.
O6wme TpeboBaHMA K pa3MeLLLEHNIO apPXUBHbIX JOKYMEHTOB

2.11.4.1. Apx1BHble OOKYMEHTbI B apXUBOXPaHUIMLLE pacnonaratTcs B nopsaake, obecnevymBatoLLeM nux
KOMMJIEKCHbIE YYeT N XpaHeHUe, a TakXXe OnepaTUBHLIN MOUCK.

MopagoK pacnosoXeHns apXuBHbIX (OOHAOB B apX1BE ONpeaenseTcs niaHom (CXeMon) nx pasmMeLLeHuns,
yTBEPXAAaEMbIM PyKOBOAUTENEM apxuBa. MNnaH (cxema) npefycMaTpUBAET pacnpeaesieHne apxXnBHbIx
(hOHA0B MO aPXMBOXPAHMANULLY C YKa3aHMeM Npu HeobX0AMMOCTY NX HOMEPOB MO Ka)KAOMY CTe/1axy
apxuBoxpaHunuwa. MnaH (cxema) HaxoOAUTCA B NoApa3AeNeHNN, OCYLLLECTBASIOLLEM YYET JOKYMEHTOB
apxuBa, unn y paboTHUKa, OTBETCTBEHHOIO 3a Y4YeT, a COOTBETCTBYIOLLME €ro pa3aessl - B
ApPXUBOXPaHUANLLE.

Pa3meLleHne apXmMBHbIX LOKYyMeHTOB 060C061E€HHOr0 XpaHeH s

2.11.4.1.1. O6ocobneHHOMY XpaHEHUIO NOAJIEXAT CIeOyOWMNe apXUBHbIE JOKYMEHTbI: CEKPETHbIE;
YHUKaNbHbIE; UMetOLLNE B OOPMIEHNIN AN NPUSIOKEHUN K HAM AparoLeHHbIe MeTa/ibl U KaMHW; Ha
HUTPOOCHOBE; NOPaXKEHHbIE BMONOrMYeCKUMN BpeauTeNsIMmn; nepedaHHbie No Or0OBOPY Ha XpaHeHWe B
apXMB N HE OTHECEHHbIe K cocTaBy ApxMBHOro oHaa Poccuinckon ®egepauum.

MecCTo pacnofioXXeHus v niaowaab, BblaensemMas 411 pa3MeLleHnsa apXmBHbIX JOKyMeHToB 060co61eHHOro
XPaHeHUs, oNpeaenaoTCa apXMBOM NCX0AA N3 peasibHbIX BO3MOXHOCTEN U MepPCneKTUBHLIX 06beMOB
KOMMJIEKTOBAHUS apXM1Ba.

Pa3meLLeHne CeKPeTHbIX apXUBHbIX 4OKYMEHTOB OCYLLECTBASETCA B COOTBETCTBUMN C TpeboBaHUAMM
HOPMATMBHbIX JOKYMEHTOB N0 0becrnevyeHunto pexxrMa CeKpeTHOCTU B Poccuiickon deaepaumu.
BpemMeHHOe COBMECTHOE XpaHEHME CEKPETHLIX N pacCeKpPeYeHHbIX 4e B apXMBOXPaHUINLLE CEKPETHbIX
APXMBHBIX OKYMEHTOB LOMYCKAETCH B NCKIYNTENbHBIX CyYaax Npu OTCYyTCTBUM CBOBOAHbLIX MaoWwanen
AN9 pa3MeLLeHNs pacCeKPEeYeHHbIX aesl.

YHUKanbHble LOKYMEHTbI M apXUBHbIE LOKYMEHTbI, UMetoLne B 0POPMAEHNIN UAN NPUSIOKEHUN K HUM
AparoLeHHble MeTaNibl U KaMHU, N3bIMAKOTCS N3 COCTaBa apXMBHbIX (DOHAO0B 1 NoAsexaT CentoBoMy
XPaHeHMo. Ha MecTo n3baToro apxmMBHOro 4OKYMeHTa BKAaAblBaeTCA KapTa-3aMeCcTUTeNb 1 Npu
HeobX04MMOCTW KOMUSA apXMBHOIO JOKYMEHTA.

AyanoBu3yasbHble N 3IEKTPOHHbIE LOKYMEHTbI XpaHATCSA B 060C061eHHbIX MOMELLEHNAX B 3aBUCUMOCTHN OT
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HOPMATMBHbIX PEXXUMOB XpPaHEHNA AN UX HOCUTENEN.

B 04HOM apXMBOXPaHMNULLE MOTYT pa3MeLLaTbCa apXMBHblE JOKYMEHTbI pa3HOro Buaa, Ho Tpebytowue
OOVNHAKOBbIX PEXNMOB XpaHEHUS (HanpuMep, apXMBHbIE OOKYMEHTbI Ha MarHUTHbIX JIEHTaX U AUCKOBbIX
HOCUTENAX C MarHUTHLIM CJI0EM; apXMBHbIE OOKYMEHTbI Ha KMHOMJIEHKE, MUKPODOPMbI 1 Ap.).
Pa3meLlleHue poHOa NONL30BaHUSA

2.11.4.1.2. ®oHJ NONb30BaHNS pa3MeLLaeTCs B 3aBMCMMOCTU OT BUAA HOCUTENS KOMWIA.

Konuu hoHaa nosib3oBaHns Ha 6yMa)kHON 0CHOBE (B TOM Ymcie (hOTOKOMMM), Kak NpaBuio, XpaHAaTcs
BMeCTe C NOAJMHHBIMW apXUBHbIMU AOKYMEHTaMn Ha ByMa)KHOM OCHOBE Ha OTAE/IbHbIX CTe/1a)kax uim B
WKagax B MopsaaKe HOMEPOB apXUBHbIX (DOHOO0B 1 Oef.

Konuu choHAa nosib30BaHNS Ha MNJEHOYHOW OCHOBE pa3MeLLaloTCA B apXMBOXPaHUANLLAX C HOPMATUBHbLIMU
AN HAX peXxnMaMm XpaHeHus.

B Ka)kabin BI0KC BK1aAblBAaeTCSA OTPE30K MJEHKU, Ha KOTOPOM OTCHSTO OAHO AES1I0 UK ero YacTb. B
nopsiike NCKYeHNa Npu HebosbLoM 06beMe fena B OOHOM OTPE3Ke MOXKET HaX0AUTLCA He Bonee Tpex
CKOMUPOBAHHbLIX Lef.

Pa3mellleHne yYeTHbIX LOKYMEHTOB

2.11.4.1.3. OcHoBHble (06513aTeNbHbIE) M BCMIOMOraTesbHble YY4E€THbIE OKYMEHTbLI apXxuBa (CM. n. 3.4)
pa3MeLLaloTCa B U30JIMPOBAHHOM nomeweHnn nam paboyem nomeleHnm pabotHmka(os),
OTBETCTBEHHOro(bIX) 3a y4eT 4OKYMEHTOB apXxu1Ba.

OCHOBHble 1 BCMOMoOraTesibHble Y4eTHbIe [OKYMEHTbI apXMBOXPaAHMIMLLA pa3MeLLaloTCa B
apxXuBoxpaHuauLwe nan B pabovem nomeweHMn paboTHNKOB apXMBOXPaHUANLLA.

OTBETCTBEHHBLIMU 3@ COXPAHHOCTb U NCMOJIb30BaHME YYETHbIX LOKYMEHTOB SBASIOTCA PabOTHUKMY,
OCYLLECTBJIAIOLLNE NX BeleHNe B COOTBETCTBYIOLLEM CTPYKTYPHOM nogpasgeneHnn n no apxmey B LEOM.
MepBble 3K3eMNASPLI ONUCEN LeN, JOKYMEHTOB Pa3MeLLaloTCs B N30JMPOBaHHOM NMOMeLLeHNN nnn pabovem
nomMeleHnmn paboTHmMKa(oB), 0OTBETCTBEHHOrO(bIX) 3a Y4E€T LOKYMEHTOB apXuBa, C 0643aTeNbHbIM
cobnoieHneM peXxMoB XpaHeHNS, YCTaHOBAEHHbIX 151 MOAJIMHHBIX apPXMBHBIX JOKYMEHTOB Ha ByMaXKHOM
OCHoBe.

BTopble 3K3eMnasapbl onNucein ges, LOKYyMEHTOB pa3MeLLaoTCs B U30JIMPOBAHHON 30HE apXMBOXPaHMANLLA
Ha CTennaxe unm B Wkagy.

TpeTbn 3K3eMNAAPbI ONUCEN LeN, LOKYMEHTOB pPa3MeLLaloTCA B YNTanbHOM 3ase. Mopaaok HyMmepaunn
MOMELLEHNI apXnBa, CTeJIaXKen, WKadoB, MNOJIOK.

BepeHue Tonorpaduyecknx ykasaTtenen

2.11.4.2. Bce nomelleHNs apxmBa (30aHUs, 3TaxKun, ApyCbl, apXMBOXPaHUINLLA, KOMHATbI), @ TakXe
cTennaxu, cendsbl, WKadbl 1 NOJKN HYMEPYIOTCS.

B KaX10M 0TAe/IbHOM MOMELLLEHUN CTesTaXn U WKagbl HYMepyoTCA CaMOCTOATENbHO C/ieBa Hanpaso oOT
Bxoga. losiku Ha cTenna)kax u B WKadax HYMepyloTCa CBEPXY BHU3 CJieBa Harpaso.

B Leniax 3akpernsieHns MecTta XpaHeHUs 1 NOUCKa apXMUBHbLIX LOKYMEHTOB B apXMBOXpaHUInLLE
COCTaBNATCA NOPOHAO0BbLIE M MNOCTE/INTAaXXHble Tornorpaduyeckme ykasatenu. Tornorpaduyeckme ykasaTenam
COCTaBNAOTCS B KAPTOYHOW MM IMCTOBON hopMe B HEOOXO0AMMOM KOIMYECTBE IK3EMMJISPOB.

KapTo4yka nohoHA0BOro Tonorpadnyeckoro ykasaTens CoCTaBAaeTCA OTAEbHO Ha KaXX bl apXMBHbIN
(boHA; 3TM KapTOYKKN pacnosiaraloTCs B NOPSAKE HOMEPOB apXMBHbIX (POHAO0B. KapTo4yKa NOCTENaXHOro
Tonorpauyeckoro ykasaTens COCTaBAAETCA Ha KaXXAbl CTENIaX; 3T KapTOYKM pacrnoaaraloTcs no
nopsaaKy HOMepoB CTeIaXeln B Npefenax oTAebHOro noMeweHns. O4MH 3K3eMnasap Tonorpagpuyecknx
yKa3aTeniel XxpaHuTcsa y paboTHUKa(0B), OTBETCTBEHHOrO(bIX) 3@ y4eT AOKYMEHTOB apxuBa, BTOPON - B
apXvBOXpaHuuLe.

BepneHue Tonorpauyecknx ykasaTenen MoXKET OCYLLECTBATLCS Ha ByMa)kHOM HoCUTeNe Uan B
aBTOMaTU3UPOBAHHOM peXxMMe B COOTBETCTBUN C YCTAHOBJIEHHbIMU PEKBU3UTaMU,

VI3MeHeHns B pa3MeLLeHnn apXnBHbIX LOKYMEHTOB CBOEBPEMEHHO OTPaXKatoTCA BO BCEX IK3eMMasapax
Tonorpauyecknx ykasaTenemn, a Takxxe B NaHe (CxeMe) pa3MeLleHns apxXmBHbIX POHOO0B.
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OdopmneHmne SpnblkoB Ha NEPBUYHBIX CPeACTBax XpaHeHns

APXMBHBIX JOKYMEHTOB

2.11.4.3. Kaxxgoe nepBun4HoOe CpeaCcTBO XPaHEHUS apXMBHbIX JOKYMEHTOB (Kopobka, nanka n T. 4.)
CHab>)xaeTca SpAbIKOM, Ha KOTOPOM YKa3blBalOTCS Ha3BaHWE 1 HOMEP apXMBHOIo hOHAa, a TakXe HoMep
onucKn aen, LOKYMEHTOB, HOMepa eAMHUL, XPaHeHNS, HaX0A4ALWMUXCS B Kopobke.

Hagnucu Ha spabikax UCNOAHSATCA TUMOrpadiCKUM CnocoboMm, TyLbO MAK CreLnanbHbIMU YEPHBIMU
BOLOCTOMKMMU YepHUAamu. [lonyckaeTcs MCNOb30BaHME WTAaMMOB U APYTrUX aHaOrMYHbIX CPeACTB.
MpoBepka HaAN4ns N COCTOAHNA apPXUBHbIX [OKYMEHTOB

1 OpraHn3aumns po3biCka HeobHapyXEHHbIX JOKYMEHTOB

2.11.5. NpoBepka HanU4ns N COCTOSHUSA apPXUBHbIX LJOKYMEHTOB NPOBOAUTCS B LIeNSX YCTaHOBAEHMWS
(haKTNYECKOr0 HaIMYNSA HAaXOAALLNXCSA HA XPaHEHUW apXMBHbBIX LOKYMEHTOB U BbISBIEHUS OTCYTCTBYIOLLNX
APXMBHBLIX OKYMEHTOB A5 OpraHu3aLmm nx po3biCKa; BbiBAEHUS U YCTPaHEHNS HELOCTATKOB B y4eTe
aPXMBHbIX JOKYMEHTOB; BbISIBIEHNS U y4€Ta apXUBHbIX OKYMEHTOB, TPebyoLWw X pecTaBpaLnoOHHON,
KOHCEPBALMOHHO-NPOGMNAKTUYECKOW N TeXHUYecKoh 0bpaboTku.

MpoBepKK HaNN4Ma N COCTOAHNSA apPXUBHbIX OKYMEHTOB NPOBOASATCA B MJIAHOBOM MOPSAKeE, a TakxXe
eMHOBPEMEHHO (BHeoYepeHble).

B rocyfapcTBeHHOM apxuBe, My3ee, bubnumoteke, apxvee POCCUACKON akageMunmn HayK niaHoBas
LMKANYHaA NpoBepKa Haan4msa n COCTOSAHUA NPOBOANTCS:

YHUKaNbHbIX JOKYMEHTOB - €XXerofHo;

0c060 LIeHHbIX JOKYMEHTOB Ha ByMa>KHOWM OCHOBE - 0AWH pa3 B 10 neT (B rocygapcTeeHHon bubnanoTeke -
OAVH pa3 B 5 neT);

ayAMOBU3YanbHbIX M 3NEKTPOHHbIX JOKYMEHTOB - OAMH pa3 B 5 feT;

KWHOLOKYMEHTOB Ha HUTPOOCHOBE - OAMH pa3 B 2 roja.

LIMKNMYHOCTb NPOBEPKN HANIMYNS OCTaNbHbIX aQPXUBHbLIX LOKYMEHTOB ONpefenseTcs Ha 0OCHOBaHMU
peLleHns 3KCNePTHO-MeTOANYECKON KOMUCCUM (MK APYroro coBelaTelbHOr0 OpraHa) apxuea B
3aBUCMMOCTU OT MHTEHCMBHOCTMN UCMO/b30BaHUSA U COCTOSHMSA Y4eTa apXMBHbLIX JOKYMEHTOB, HO HE MeHee
04HOro pasa B 25 neT (B rocynapcTBeHHom bubnnoreke - oamH pas B 15 neT).

lpoBepKa HanNM4nsa U COCTOSHUA CEKPETHbLIX apPXMBHbBIX JOKYMEHTOB OCYLLECTBASAETCS B NOPALKE,
YCTaHOB/IEHHOM L1 CEKPETHbIX apXUBHbIX LOKYMEHTOB.

B MyHMUMNanbHOM apxuBe, My3ee, bnbnoTeKe NAaHOBAs LMKINYHAS NPOBEPKA HAMYNS apXMUBHbIX
LOKYMeHTOB npoBoanTcs 1 pa3 B 10 ner.

B cnyyae cTuxumidiHbix 6€4CTBNIA, MaCCOBLIX NMEPEMELLEHNI U OPYruX 06CTOATENLCTB, B pe3ybTaTe KOTOPbIX
MOryT BbITb YyTPa4yeHbl UK NOBPEXAEHLI apXMBHbLIE JOKYMEHTHI, @ TaKXXe Mpu CMeHe 3aBeayoLmx
apPXMBOXPaHWIMLLLAMWN NPOBOANTCS BHEOYEpeLHasA eAUHOBPEMEHHAsA MPOBEPKa HaM4Ms U COCTOAHUSA BCEX
AOKYMEHTOB apXmBa UM Ux OTAENbHbIX YacTen (rpynn).

B Havyane NpoBepKM HaMYMA N COCTOSAHNA apXMBHbIX JOKYMEHTOB NPOBOAMTCS BbIBEPKA YHETHbIX
LOKYMEHTOB, KOTOpPas BKJIOYAET: YCTAHOB/IEHME MOJIHOTbI Y4ETHbLIX 4OKYMEHTOB Ha NpoBepseMble
apPXMBHbIe (DOHAbI M aPXMBHbIE JOKYMEHTbI, CBEPKY UX COMOCTaBUMbIX NMOKa3aTenemn, yToYHeHe nopsaka
HyMepauun e4nHNL XPaHEeHUS Mo ONUCK AeSl, LOKYMEHTOB (KHUre y4eTa 1 OnvMcaHus) u NnpoBepKy
NpPaBuMIbHOCTU COCTABIEHNA UX UTOrOBbIX 3anucei. BolBepka y4eTHON LOKYyMeHTauum 1 NnpoBepka ee
HanN4Msa MOXXeT NPOBOAUTLCS U KaK CaMOCTOATENbHbIN BUA paboThl.

MpoBepKy HaANYNSA N COCTOAHNSA apXMBHbIX JOKYMEHTOB B FOCYAapCTBEHHOM apXMBe NPOBOAAT, Kak
npasuno, ABa paboTHMKa.

Mpy NpoBEpKE HANNYNSA €QNHUL, XPaHEHNS, apXUBHbIE LOKYMEHTbI KOTOPbIX YYTEHbI MO BHYTPEHHUM
OMNMCsM, NPOBOANTCA CBEPKA HAaJIMYNA apXUBHbIX JOKYMEHTOB C BHYTPEHHEN OMUChbio, @ TakXe CBepKa
HanU4ns NUCTOB B eANHMLLAX XpaHEeHNS, NOANeXaLUNX XpaHeHWIo B HecOpOoLLIOpoBaHHOM (6e3 noALwnBKY)
BMAe. EAMHNLbBI XpaHEHNS C YHUKAbHBIMU LOKYMEHTaMu 0643aTelbHO NPOBEPSIOTCS NOJINCTHO.
ApXVBHble [JOKYMEHTbI, BblJaHHbIE B YNTaJIbHbIN 33 U paboyme noMeLleHns apxunea, NPOBEPSAIOTCS Ha
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06X OCHOBAHMSX, UX LLINGPbI YCTAHABANBAIOTCS MO KapTaM-3aMeCTUTENAM U KHUTaM BblAa4yn apXnBHbIX
LOOKYMEHTOB M3 apXMBOXPaHWANLL. APXVBHbIE AOKYMEHTbI, BblAaHHbIE BO BPEMEHHOE NoJb30BaHue,
MPOBEPSOTCSA MO KHAraM 1 aKTaM BblAauv U CHUTAOTCA UMEIOLLMMUCS B HAJIUYNN.

Mpy NPOBEPKE HANNYUSA N COCTOSHNS apPXMBHbIX JJOKYMEHTOB HeobxoanMo:

COXPaHATb MOPALOK PACMONOXEHNS apXMBHBIX JOKYMEHTOB Ha CTeJIaXkaX 1 B NMEePBUYHbIX CPeaCcTBax
XpaHeHus;

noAK/JafAbiBaTb Ha CBOM MecTa 0BHapy>XeHHble BO BPEMS MPOBEPKMN HEMPaBUIIbHO MOA0XKEHHbIE eANHNLbI
XpaHeHNs [JaHHOro apXnBHOro hoHIa;

M3bIMaTb M3 MPOBEPSEMOr0 apXNBHOI0 (hoHAA (KOMMAEKCa apXMBHbIX JOKYMEHTOB) 1 NepeaaBaTh
XPaHUTENO HENPaBWIbHO NOAJIOXKEHHbIE e AUHNLI XPAHEHUS APYTUX apXUBHBIX HOHLIO0B;

M3bIMaTb €AVHULIbI XPaHEHNS, 3apaXKeHHble MJIeCeHbIO AW APYrUMK BUONOrMYecKuMN BpeanTensaMu, aas
HemMeLNIEHHON NX N301suuK;

N3bIMaTb €ANHULIbI XPaHEHNS, HE BHECEHHbIE B OMUChL A€, JOKYMEHTOB (KHUMY y4yeTa 1 OnucaHus), n
noMeLlaTb UX B KOHEL, apXMBHOIO PoHAa (KOMMIeKCa apXMBHbIX LOKYMEHTOB) As MOC/enyoLWwen
06paboTKM 1 ONUCAHUS B CPOKM, YCTAHOB/IEHHbIE PYKOBOCTBOM apXuBa.

B xo/4e MpoBepKM HaMYUS 1 COCTOSHUS aQPXMBHBIX [JOKYMEHTOB He [10MyCKaeTCs:

BHOCWTb B OMUCb AeN, LJOKYMEHTOB (KHUTY y4yeTa 1 ONUCaHUs) Hey4YTeHHble e4UHNLbI XPaHEHUS;

AenaTb Kakune-nmbo NoMeTbl, NCMPABAEHUS WK 3anWUCU B ONMUCAX e, AOKYMEHTOB 1 APYTriX Y4eTHbIX
LOOKYMEHTaX.

Pe3ynbTaTbl MPOBEPKMN HAIMYNSA U COCTOSIHWS apXUBHBLIX IOKYMEHTOB 1 0OHApy>XeHHbIE B €e Xoae
HeLoCTaTKN (UKCUPYIOTCS B IMCTE NMPOBEPKMN HASIMYUS N COCTOSIHUS apXMBHbIX [JOKYMEHTOB 11 B aKTe
MPOBEPKMN HANMYNSA N COCTOSHNSA apXMBHbIX [LOKYMEHTOB.

JINCT NPOBEPKN HAIMYUSA 1 COCTOSHUS aPXMBHBIX [JOKYMEHTOB COCTABASETCS HEMOCPEACTBEHHO B X04e
MPOBEPKM, KaK NPaBWIo, Ha KaXkAyto Onuch Aen, AOKYMEHTOB 0TAesbHO. Mpu npoBepke HebonbLuMx no
06beMy apxmBHbIX POHAOB A0OMYCKAETCA COCTAB/IEHME OAHOMO JIMCTA MPOBEPKU Ha BCE ONUCK e,
LNOKYMEHTOB. B c/iyyae obHapy>XeHus B XoLe NPOBEPKMN HANYMS N COCTOSIHWUS apXUBHBIX AOKYMEHTOB
He[0CTaTKOB, HE MPelyCMOTPEHHbIX rpadamu IMCTa NPOBEPKM, @ TaKXKe Npu MNOJIMCTHON NpoBepKe e B
JACT BBOAATCSA YTOUHEHWS U [OMOJIHATENbHbIE PEKBU3UTLI. JINCTbI MPOBEPKN HYMEPYIOTCS B BaJIOBOM
nopsiike B npeaenax apxXnuBHOro hoHLa Mo KaXk[ow NPpoBepKe 1 NOAMNCHIBAOTCA NCMONHUTENSAMMU.

Ha ocHoBaHMU NUCTa (JIMCTOB) NPOBEPKM COCTABASETCA aKT MPOBEPKMN HAIMUNSA U COCTOSHNSA apXUBHBIX
AOKYMeHTOB. OZiHOBPEMEHHO C aKTOM MPOBEPKMN HANNYMS N COCTOSIHNS apXUBHBIX AOKYMEHTOB NpW
HeobX0AMMOCTU COCTABNATCA aKT 0 TEXHUYECKUX OWMOKaX B YHETHbLIX OKYMEHTaX; akT 00 06Hapy>XeHnK
apXMBHbIX AOKYMEHTOB; aKT O HENCMPABMMbIX NMOBPEXAEHNAX LOKYMEHTOB (npuioxxeHne N 1) u gpyrve
aKThbl.

Mo OKOHYaHWUW NPOBEPKM HANIMYUS 1 COCTOSIHUS aPXMBHBIX [JOKYMEHTOB B KOHLIE OMWCU e, AOKYMEHTOB
(KHUMM yYeTa 1 onncaHmnsa) NpoCcTaBASIOTCS WTaMn "NpoBepeHo”, faTa, LOMHKHOCTb U NMOAMNUCH nua,
MPOM3BOAVBLIErO NMPOBEPKY.

B cnyyvae o6Hapy>XeHWsi B UTOFOBOW 3amninCh ONUCK AN, LOKYMEHTOB (KHUMM yYeTa U onucaHus)
HeYYTEHHbIX JIMTEPHbIX 1 NMPOMYLLEHHbIX MOPSAKOBbIX HOMEPOB, BbIObIBLLNX B COOTBETCTBUN C
YCTAHOBJIEHHbIM MOPSAKOM €MHUL, XPaHEeHWs, UTOroBasi 3arnncb NepecoCcTaBseTcs.

Ha BCe OTCYTCTBYIOLWME B XOA€E NMPOBEPKM HANIMYUS 1 COCTOSHUS apPXMUBHbLIX LOKYMEHTOB eUHNLbI
XpaHeHNs COCTaBNATCA KAPTOYKM y4eTa HeOOHaPYKEHHbIX apXMBHbIX JOKYMEHTOB. BefleHne KapToTekn
HeoBHapy>XeHHbIX apXUBHbIX AOKYMEHTOB OCYLLECTBASETCS LLeHTPaan30BaHHO Ha ByMaXxHOM HocuTene uin
B @aBTOMATU3MPOBAHHOM PEXIVIME B COOTBETCTBMM C PEKBU3NTAMU KapTOYKM y4eTa HEOOHAPYXEHHbIX
APXMBHbIX JOKYMEHTOB.

Pe3ynbTaTbl MPOBEPKM (PU3NHECKOrO COCTOSHUS apPXMBHbIX [JOKYMEHTOB 3aHOCATCSA B KapTOTEKY (KHUTY)
y4yeTa (M3N4eCcKoro (TEXHUYECKOro) COCTOSHMS apXMBHbIX LOKYMEHTOB.

MpoBepKa Hann4ns U COCTOSAHNS apXUBHbIX AOKYMEHTOB CYUTAETCS 3aBEPLUEHHO NOC/e BHECEHMS
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N3MEHEHU BO BCE yYETHbIE LOKYMEHTHI.

Mocne NPoBEPKN HANNYMA U COCTOAHUS apXMBHbLIX LOKYMEHTOB KOPOOKN C apXMBHBIMU AOKYMEHTaMM
ornevyaTblBalOTCA.

P03bICK apXMBHbIX OOKYMEHTOB, HE OBHaPYXEHHbIX B X04€e NPOBEPKU HANNYMSA N COCTOSIHUS, OpraHu3yeTcs
C MOMEHTa BbIAIBJIEHMA UX OTCYTCTBUA 1 NPOBOAMUTCS B T€YEHNEe OLHOM0 rofa Kak HenocpeaCcTBEHHO B
apxuBe, Tak W B APYrux opraHusaumsax. PYKoBOACTBO apXMBa BMpaBe NPOLJINTL CPOK PO3bICKA Ha
OCHOBaHWW JOKNAAHON 3anNUCKN PYyKOBOAUTENSA COOTBETCTBYIOLLEro CTPYKTYPHOrO NOAPa3AeeHns apXxuBa.
ApXVBHble [OKYMEHTbI, 06Hapy>XeHHbIE B X0[l€ PO3biCKa, MeEPenatoTCs XPaHUTEN0, KOTOPbIA NoAKIaAbiBaeT
NX Ha MecCTo. B nnucTe npoeepku B rpage "MpumeyaHne" B KapToTeke HeOBHapPY>KEHHbIX apPXUBHbIX
LOKYMEHTOB [eflaeTca oTMeTKa 06 06HapyXeHUn apXnBHbIX LOKYMEHTOB, KOTOpas 3aBepsaeTcs NoANUChIo
3aBefyloLlero apxnsoxpaHuamwem (MyHULnnaabHbIM apXnBoMm).

ApPXVBHbIE LOKYMEHTbI, MPUYMHBI OTCYTCTBUA KOTOPBLIX MOATBEPXKAEHBI JOKYMEHTasIbHO, CHUMAOTCA C
y4YyeTa B YCTaHOBJIEHHOM MOpPsAKe.

Ha apXx1BHble LOKYMEHTbI, HE 0BHaPYXXEHHbIE B XO4E PO3bICKa, COCTABASAIOTCA aKT 0 HeoBHapy>XeHnK
LOKYMEHTOB, NMYyTW PO3blCKa KOTOPbLIX ncHepnaHbl (npunoxeHue N 2), n nogpobHasa cnpaBka 0 NpoBeAeHNn
po3biCKa, KOTOPbIE BMECTE C aKTOM MPOBEPKN HAJIMYUSA N COCTOAHUS apXUBHbIX LOKYMEHTOB
NpeacTaBAATCS B BbILLECTOAWMN YIOAHOMOYEHHbIA OpraH NCMOJHUTENbHOW BAacTu B Chepe apXnBHOro
Aena ons NPpUHATUS OKOHYATENbHOMO PeLLeHNs 0 CHATUW C y4eTa TaKMUX apXMBHbIX LOKYMEHTOB.

PelleHne 0 CHATUN apXUBHbLIX JOKYMEHTOB C y4eTa 0(hopMJISeTCa NpUKasoM pyKOBOAUTENA apXMBa Ha
OCHOBaHMM MUCbMEHHOMO pa3peLleHns COOTBETCTBYIOWEr0 YNOAHOMOYEHHOIO OpraHa NCMOAHUTENbHON
BJIaCTW B Chepe apXMBHOro gena.

CHATMe C y4eTa OOKyMeHTOB ApxmnBHOro doHaa Poccuiickon degepaunn, 04HOBPEMEHHO BXOAALWMX B
coctaB MysenHoro coHga Poccninckon degepaunm, oCyLLECTBASETCA B COOTBETCTBUM C HACTOALLMUMM
MpaBnaammn N NOpPsSAKOM, yCTaHOBJIEHHbBIM CreLnasibHO YNOJIHOMOYEHHBIM hefepalibHbiM OpraHoMm
NCMONHNTENbHON BacTu anaa MysenHoro doHga Poccninckon degepaumm.

CHsATUe C yYeTa LOKYMEHTOB ApxXuBHoro oHga Poccunckonm denepaunn, 0GHOBPEMEHHO BXOAALLNX B
cocTaB 6nbnmoTeYHbIX (OHAOB, OCYLLECTBASETCA B COOTBETCTBUAN C HAaCTOALWMMM MpaBuaaMm 1 NopsaKomM,
YCTaHOBJIEHHbLIM CMeLnaibHO YNOSHOMOYEHHbLIM (hefepasibHbIM OPraHoOM UCMONHUTEIbHOW BACTU s
B6rbnnoTeyHbIX PoHA0B Poccuinckon depepauuu.

B KapToTeke HeoBHapPY>XEHHbIX aPXUBHbIX [OKYMEHTOB AENAETCS OTMETKA O CHATUMN apXUBHbIX
[LOKYMEHTOB C y4eTa.

B CpOKW, yCTaHOBJIEHHbIE PYKOBOACTBOM apxnBa, CUCTEMATMYECKN NPOBOASATCA NOJHbIE MK BbIBOPOYHbIE
NPOBEPKN HANNYMA N COCTOAHUS apXUBHbLIX LOKYMEHTOB, BblAaBaBLUMXCS U3 apXMBOXPaHWIINLL, B TeYeHne
rofa. PesynbTaTbl yKa3aHHON NPOBEPKUN OOPMASIOTCSA:

npv NOATBEPXXAEHNN HANNYNSA LEN - B BUAE OOKIALHOW 3annCKn paboTHMKA, OTBETCTBEHHOIO 3a
opraHM3aLuio NPOBEPKK HaIN4us;

npw OTCYTCTBUN Kaknx-nnbo aen 6e3 fOKYMEHTUPOBAHHOrO 060CHOBAHWSA - B YCTAHOBIEHHOM MOPSIIKE.
Mpw BbIABNEHUN HEOBOCHOBAHHOIO OTCYTCTBMA apXMBHbIX AOKYMEHTOB OCYLLECTBJIAETCS UX ONEepaTUBHbLIN
po3biCK. B cnyyae 6e3pe3ynbTaTHOCTY PO3biCKa OTCYTCTBYIOLME apXMBHbIE JOKYMEHTbI BKJIO4al0TCA B
KapToTeKy HeobHapy>XeHHbIX [OKYMEHTOB A5 AaJibHENLEro ux po3biCKa. MpoBepKa TEXHNYECKOro U
(PU3NKO-XUMNYECKOrO COCTOSAHNA apPXMUBHBbIX

LOKYMEHTOB. BbiiBIeHNE apXMBHbIX LOKYMEHTOB C MOBPEXAEHNSMM

MaTepuasbHbIX HOCUTENIEN N TEKCTOB

2.11.6.1. MNpuem n pasMeLleHne B apxXnBOXPaHWUIMLLAX apXUBHbIX JOKYMEHTOB, MOCTYNMBLUNX B apxuB 6e3
npegBapuTesibHON MPOBEPKN UX (HN3NYECKOr0 COCTOAHMSA, HE AONYyCKatoTCA. [ToCTynmBLIMe B apXuMB
apXMBHble LOKYMEHTbI [0 Nepefayun B apXnMBOXpaHWIMLLE pa3MeLLaloT B NOMeLLeHUn npuema u
BPEMEHHOI0 XpaHeHUs, 0CBO6OXKAAl0T OT TPAHCMOPTHOM Tapbl, paCKNafblBalOT Ha CTeNaXax 1 cTonax. He
AONYCKaeTCs CKAaaAnpoBaHMe NOCTYNUBLUNX apXUBHbLIX 4OKYMEHTOB B Hepa3obpaHHOM BuAeE.
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OueHKa (h13n4eckoro n TEXHNYECKOro COCTOAHNS MNOCTYMUBLUMX apXUBHbIX JOKYMEHTOB, @ TakXe 1X
CTPaxoBbIX KOMWA NPOBOAUTCS He No34Hee 3 MeCALEeB C MOMEHTa NpuemMa apxXmBHbIX LOKYMEHTOB B apXMB.
B pe3ynbTaTe oueHKN DU3NYECKOr0 COCTOAHNA apXUBHbIX JOKYMEHTOB Ha ByMa)XHOW OCHOBE BbIABAAIOTCSA
apPXUBHbIE [OKYMEHTbI: MOPa>KeHHbIe BUONOrNYECKMMMN BPpeAMTENSIMU; C MOBbILLEHHON BNAXKHOCTbIO; C
nospexxaeHnsamm bymaru n TekcTa; 3anblieHHble. Mpy 3TOM yaaneHunio noasexxaT BCe MOCTOPOHHNE,
HaxoAasLWmeca B aenax, nankax, Kopobkax, NpeaMeThl: MeTalIMYeCckne, KapTOHHbIE, ByMa)kHbIe 1 Apyrue
3aKNlaflKu, NPOKNagKM, CKpernku n T. .

Mpy oLEeHKe TEXHNYECKOr0 COCTOSHNSA ayAN0BU3YasbHbIX 1 3NIEKTPOHHBLIX LOKYMEHTOB, @ TaKXe nx
CTPaxoBbIX KOMWA yCTaHABIMBAETCSH BO3SMOXXHOCTb CYUTbIBAHUSA MHMOPMaLMN C MaTEPUaIbHOro HOCUTENS,
COOTBETCTBME TEXHUYECKUX XapPaKTEPUCTUK 3TUX LOKYMEHTOB CBEEHUSAM, COAepKallnumcs B
COMPOBOXKAAKLLINX aKTax TEXHNYECKOro COCTOAHUSA. OAHOBPEMEHHO BbISIBASETCA BUA OCHOBbI
KMHOOTOAOKYMEHTA. ApXMBHblE JOKYMEHTbI Ha HUTPOOCHOBE NoAJieXxaT HeMeaJ IeHHON NPOBEPKeE Ha
CTabunbHOCTb.

Mpn obHapy>xeHUn 0edeKTOB COCTABASETCA aKT NPOU3BOJIbHON (POPMbI, OTPaXKaloLW M XapakTep AedeKkToB
1 Mepbl MO X YCTPaHeHM0. YCTpaHeHne fedeKToB NPOBOANTCS 3a CHET UCTOYHMKA KOMMJIEKTOBAHWA.
MoCcTynmBLUNE apXMBHbIE OOKYMEHTbI, MOPa)eHHble BUONOrNYeCcKMMN BpeanTenaMn (HaCeKOMble, aKTUBHAS
njeceHb), HaNPaBAATCA Ha CAHUTAPHO-TUrneHnYeckyto 0bpaboTky (ae3nHpeKumns, Le3nHCEKLNS).

Mpwn 06Hapy>XeHUN yBNa)KHEHHBIX aPXMBHbLIX OKYMEHTOB MPOBOANTCS UX 06A3aTeNbHasA akKKIMMaTU3auus
[10 MOJIHOM O BbICYLUMBaAHUA. AKKAMMATU3aLMIO MPOBOASAT B MOMELLEHUN NPUEMa N BPEMEHHOIO XpaHEHNs B
TeyeHune 7-14 cyTOK (B 3aBUCMMOCTMW OT CTEMNEHN YBAAXKHEHUS) NPU NHTEHCUBHOW BEHTUASALMM BO34yXa U
pasMeLleHnm e4UHNL, XPaHEHNS B pa3BepHYTOM BUAE Ha CTOJSIaX, CTeNNaxax.

KayecTBo byMaru n TeKCTa NOCTYMMBLUMX apXMBHbIX JOKYMEHTOB MpoBepseTcs BbIBOPOYHO As1a obLuen
OLEHKMN X COCTOSAHNUSA.

Ob6ecnbinnBaHMe NOCTYNMUBLLUNX aPXUBHbIX JOKYMEHTOB MPOBOAAT B CreLMabHOM MOMELLEHNN C
NPVMEHEHNEM BbITSXKHbIX LIKa(oB 1 cobogeHneM Mep CaHUTapun n rurneHsl. O6a3aTenbHOMY
obecnblIMBaHMIO NoanexxaT KOpobku, nankm, 060XKN, KOPELLKKN aen.

MocTynmBLUME ayANOBU3YabHbIE U /IEKTPOHHbLIE JOKYMEHTbI MOANIeXaT:

O04YUCTKE OT MblJIN U MEPEMOTKE - apPXMBHbIE JOKYMEHTbI HA MarHUTHON JIEHTE;

OYMCTKE OT 3arpsA3HEHN - apXMBHbIE JOKYMEHThI Ha ANCKOBbLIX HOCUTENAX U apXUBHble (POTOLOKYMEHTbI;
aKKAMMaTM3aumMmM B 3af4aHHbIX TEMMEPaTYyPHO-BIAXKHOCTHbIX YC0BUAX;

YNaKOBbLIBaHUIO.

AKKAMMaTM3aLmMa ayamoBmM3yanbHbIX U 3IEKTPOHHbLIX LJOKYMEHTOB Ha MJEHOYHOWN 1 UCKOBOWN OCHOBaX
nepepn pasMeLLeHMeEM NX B apXMBOXPaHMIMLLE NPOBOAUTCS B OTKPLITOM yrakoBke npu Temnepatype 20 +-
3°C 1 OTHOCMTENIbHON BIAaXKHOCTM Bo3ayXa 35 +- 15%; Ans UBETHbIX KMHO- U (h0TOLOKYMEHTOB - NMpU
OTHOCUTENBLHON BNa)KHOCTK 35 +- 15%. MpoaomKnTeNbHOCTb aKKIMMaTU3aLUmM KWNHOLOKYMEHTOB 1
PYNOHHBLIX MUKPODUILMOB HE A0JIKHa ObITb MeHbLue 10 CYyTOK, apXUBHbIX 4OKYMEHTOB Ha MarHUTHOW
JIEHTE M OUCKOBbIX HOCUTENAX - HE MeHee 3 CYTOK, (POTOLOKYMEHTOB 1 MUKPOMULL - He MeHee 24 4acos.
2.11.6.2. NpoBepka P1U3NKO-XUMNUYECKOTO N TEXHNYECKOr0 COCTOAHUSA apXMBHBLIX LJOKYMEHTOB B npouecce
XPaHeHUs MPOBOAMUTCA C Lie/Ibl0 BbIABIEHNS MOBPEXAEHHbBIX apXMBHbIX LJOKYMEHTOB M apXUBHbIX
JOKYMEHTOB C NMOTEHLNAIbHO ONaCHbIM (PM3NYECKUM NI BUONOrNYECKMM COCTOSIHUEM U OCYLLIECTBASETCS:
LeneBbiM NOPSALKOM; B XOLEe MPOBEPKU HAIMYNSA N COCTOSAHNSA apXMBHbBIX OKYMEHTOB; Npu NOLArOTOBKE
APXMBHbIX OKYMEHTOB K BblAaye 13 apXMBOXPaHWIMLLA, @ TaKXXe Npu BCEX ApYrux paboTax, CBA3aHHbIX C
noeAnHNYHLIM (MOSMCTHBLIM) NPOCMOTPOM apPXUBHbLIX JOKYMEHTOB.

Llenesas npoBepka PU3NYECKOro COCTOAHNA apXUBHbIX [OKYMEHTOB MPOBOANTCS B MOPSAAKE 04EepPefHOCTH C
Y4E€TOM LIEHHOCTM apXMBHbIX LOKYMEHTOB. LleneBon nposepke (uU3N4eCKoro COCTOSHMUA NOASiexXaT BCe
apXMBHble LOKYMEHTbI, MOCTPagaBLUne B 3KCTPeMasibHbIX YC0BUAX. Mo pe3ynbTaTam KOHTPOIS AeNlaeTcs
3aKJI04YEHNE 0 HEOOXOAUMOCTM NPOBEAEHNS PeCTaBpaLMmM N KOHCEPBALIMM U B 3aBUCMMOCTY OT COCTOSHMNS
APXUBHbIX JOKYMEHTOB YCTaHaBIMBAOTCA CPOKW MPOBEAEHUNS C/IEAYIOLLEN KOHTPOJIbHOW MPOBEPKMW.
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MpoBepKa hU3NYeCKOro COCTOAHNA apXMBHbIX OKYMEHTOB Ha ByMa>kHO OCHOBE B MPOLIEeCCe XPaHEeHMS
NPOBOAUTCSH C LieNbI0 BbISBAEHUS BAAXHbIX; MOPaXKeHHbIX BMONOrnyecknMmn BpeanTensaMm (nieceHs,
HacekoMmble); ¢ getekTamy bymMarn n TekKCTa apXmMBHbIX LOKYMEHTOB.

YBNa)KHEHHbIE apXUBHbIE LOKYMEHTLI (Aena, rpynnbl Aen) Nnoanexat HEMeAIEHHOMY BblAeNEHWIO,
BHeo4yepeHoW obpaboTke (Cyllka, akkanMaTu3aumsa). Mpm MacCoBOM YBaXKHEHUW apXUBHbLIX OKYMEHTOB
NPVHMMAIOTCA Mepbl MO OCYLLIEHNIO apXMBOXPaHWIMLLA, HOPManM3aLUnm pexrnMma XpaHeHus.

ApXVBHbIE [LOKYMEHTbI, MOPaXKeHHble BLUONOrMYecKMMIN BPeAUTENAMU (NNeCEeHb, HACEKOMbIE), NoanexaT
HeMeaJIeHHOW U30aALUN.

Hanun4une pethekToB bymary n TeKCTa yCTaHaBAMBAETCA BU3yasibHO MPW NOJIMCTHOM MPOCMOTPE Aen.
JedeKkTbl KnaccmpuumnpyoTca Ha oCHOBE eMHOM BYyKBEHHO-LN(MPOBOA MHAEKCALMUN MO TUMOBbIM
npusHakam gedektoB bymaru (bykBeHHas MHAEKCaUWS) N TeKCTa (LndpoBas NHAEKCALUS) B COOTBETCTBUM
C MeToamn4eckmmn paspaboTkamu.

MpoBepka TEXHNYECKOro COCTOSHMA ayAMO0BM3YyanbHbIX U 3EKTPOHHbBIX JOKYMEHTOB B MpoLecce XpaHeHUs
OCYLLEeCTBAARTCA C LeNblo ornpefeneHns:

COCTOSHMA NX YMAKOBKMK;

HanU4Ms CTaHAAPTHBIX PaKOPLOB;

TEXHNYECKOr0o COCTOSAHMA NX MOBEPXHOCTM U NepdopaLMOHHbIX JOPOXEK U CKIEEK;

HaIM4ns 3arpsa3HeHnin 1 MeXaHNYeCKMX NOBPeXAeHNI;

CTabnNbHOCTN HATPOOCHOBHI;

Wwara nepdopaunn KMHOMJIEHOK U MarHUTHbIX JIEHT WWPUHON 35 1 16 MM;

DU3MKO-MEXAHNYECKNX XapaKTePUCTUK (KopobaeHune, 0TCNanBaHne 3MyabCMOHHOMO UK OCbiNaHne
paboyero cnos u ap.);

Hann4ynsa eheKToB XUMUYECKOro N BMONOrnYeCcKoro NPONCXoXKAEHNS (MopaXKeHne MUKPOOpPraHu3Mamu,
HaCeKOMbIMMW U FPbI3yHaMW, Cnefibl KPUCTaNAN3auum Conen n pa3noxeHnsa 0CTaTOYHbIX NPOAYKTOB XMMUKO-
doTorpacmyeckon obpaboTkn);

3N1EeKTPOAKYCTUYECKNX XapPaKTEPUCTUK (hOHO- 1 BUAEOLOKYMEHTOB;

napameTpoB BUAEOAOKYMEHTOB B BMAEOKAHANE;

KayecTBa n300pa>keHns KNHo-, hoTo-, BUAEOAOKYMEHTOB;

YPOBHS NapaMeTPOB, XapaKTEePU3YIOLLNX 3NeKTPOHHbIE LOKYMEHTbI (Hanpumep, Ynucno cboes npu
CYUTBIBAHMMN UHDOPMALUN B €ANHULY BPEMEHMN);

HanM4ma "BUPYCOB" B 3/IEKTPOHHbLIX OOKYMEHTaX;

HaIM4YNS pa3MarHNUYEHHbIX Y4aCTKOB N MEXaHWYeCKUX MOBPEXAEHUN OTAE/bHbIX Y4aCTKOB MALUMHHOMO
HocuTens;

HaNN4nsa KOppo3ny Ha NOBEPXHOCTU MeTaNInYeCcKnx rpamMopurmHaios;

HaJIM4ns YKCYCHOro CMHAPOMa TpuaLeTaTHON NMAeHKMW.

MpoBepKa TEXHNYECKOr0 COCTOSAHMSA apXUBHbIX LOKYMEHTOB OCYLLECTBASETCS NP BHELUHEM OCMOTpE B
OTPa)KeHHOM CBETE.

MpoBepKy NEKTPOAKYCTUYECKNX XapaKTEPUCTNK (hOTOLOKYMEHTOB (YaCTOTHbLIE UCKAXKEHUS, YPOBEHb
KonupahgekTa, ypoBeHb hOHa U LWYMOB, Ha/iM4me Tpecka v LWEea4KoB, WyM nay3bl) NPOBOAAT C
MCMNo/b30BaHNEM crneLlnansHoro 06opyaosaHms.

MpoBepKy TeXHUYECKUX NapaMeTpoB BUAEOLOKYMEHTOB MPOBOASAT C NOMOLLbIO KOMMJIEKCa KOHTPOJIbHO-
n3MepuTenbHON annapaTypbl.

MpoBepKy TEXHUYECKUX NAapaMeTPOB 3/IEKTPOHHbLIX JOKYMEHTOB MPOBOAAT C MCMO/b30BaHNEM
cneumnanbHOM annapaTypbl U NporpaMMHoro obecneyvyeHuns, npegHasHavyeHHbIX gns paboTsl ¢
COOTBETCTBYIOLLErO BMAA aPXMBHLIMU AOKYMEHTaMU. BbisiBNeHNe [OKYMEHTOB APXNBHOIo hoHaa
Poccuiickon ®epepaumm,

Haxo4ALWMNXCA B HEYLOBIETBOPUTESIbBHOM (PU3NYECKOM COCTOSHUMN,

1 HEMCMNPABMMO NOBPEXAEHHbLIX aPXUBHbLIX 4OKYMEHTOB. CHATME C y4eTa HENCNPaBMMO MOBPEXAEHHbIX
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APXUBHbIX OKYMEHTOB

2.11.7.1. HaxooswmnmMncs B Hey4oBneTBoOpuTESIbHOM (PU3NYECKOM COCTOSHUMN MPU3HAKTCA LOKYMEHTHI
ApxuBHOro oHaa Poccunckon ®efepaumm C BbICOKOW CTEMEHbIO paspyLUEeHNs MaTepranbHbIX HOCUTENENR,
yrpoxatowen prmanyeckon LenoCTHOCTMN OOKYMEHTOB.

PelueHne 0 Nnpu3HaHWM fOKYMeHTa ApxMBHOro hoHfa Poccuinckon depepalimm HaxoaAaWwmmMcs B
Hey[0oBIEeTBOPUTENIbHOM (PU3NYECKOM COCTOSHMM U €ro NOCTaHOBKE Ha CnewunanbHbln y4eT ans
opraHm3auny B CPOYHOM Nopsfke cneuunansHon 0bpaboTkm (cM. n. 2.11.9.1) npyHMMaeT pyKOBOAMTESb
apXxuBa Ha OCHOBAHWW 3KCNEPTHOro 3aK/I0YeHNs pecTaBpaTopa U PyKOBOAWUTENA NoApa3fesneHuns,
OTBETCTBEHHOI0 3@ XpaHeHNe apXMBHbIX LOKYMEHTOB.

2.11.7.2. HencnpaBmMO NMOBpeXXAeHHbIMU apXUBHbIMU LOKYMEHTaMMW NMPU3HATCSA apXUBHbIE LOKYMEHTHI,
(hr3myeckoe COCTOAHNE KOTOPBIX NCK/0YaeT BO3MOXXHOCTb BOCCTAHOBJIEHNS UX MaTepmanbHbIX HOCUTENEN
1 NCMOSb30BaHNSA COLEPXKALLENCS B HAX LOKYMEHTHOWN NH(OpMaLLmK.

PelueHune o Npu3HaHWM apXMBHOIO LOKYMEHTa HENCMPAaBMMO MOBPEXAEHHbLIM U CHATWM €ro C y4yeTa
NPYHYMaeT COOTBETCTBYIOLLNIA YNOSHOMOYEHHbIN OpraH UCMNOJIHUTENbHON BIACTM B Chepe apXMBHOro gena
Ha OCHOBaHWW NPeACTaBisSeMbIX PYKOBOACTBOM apXMBa 3KCNEPTHOro 3aKJ/Il04eHWa pecTaBpaTopa U
pyKoBoAUTENA noApa3feneHns, OTBETCTBEHHOr0 3a XpaHeHe apXUBHbIX JOKYMEHTOB, 1 aKTa 0
HeMCcnpaBMMbIX MOBPEXAEHUAX LOKYMEHTOB (MpuaoxeHne N 1).

Ha 0CHOBaHMM NMUCbMEHHOIO PeLLeHNS BblLLIECTOALLEr0 YNOJHOMOYEHHOr0 OpraHa UCNoJIHUTENIbHON BNacTu
B C(pepe apXMBHOro fefia U3faeTcs Npukas pyKoBOAUTENA apXxmBa O CHATUN HEUCMPABMMO NOBPEXAEHHbIX
APXUBHbIX OKYMEHTOB C y4yeTa.

CHATME C y4YeTa 1 YHUYTOXXEHNE HENCNPABUMO MOBPEXAEHHbIX YHUKAJIbHbIX JOKYMEHTOB He 40MyCcKaloTCs.
YyeT (p13n4ecKoro n TEXHNYECKOro COCTOAHNS apXUBHBLIX OKYMEHTOB

2.11.8. YyeT hU3nN4eCcKoro n TEXHNYECKOro COCTOSHNS apXUBHbIX JOKYMEHTOB Ha ByMa)xHOW 0CHOBE
OCYLLeCTBNAETCS B:

nncTe-3aBeputene (npunoxeHune N 3);

JINCTE N aKTe NPOBEPKUN HAJINYNS N COCTOSHUA apXUBHbIX LOKYMEHTOB;

KapTo4Ke y4yeTa apXVBHbIX JOKYMEHTOB C MOBPEXAEHUAMY HOCUTENS;

KapTo4Ke y4yeTa apXMBHbIX JOKYMEHTOB C MOBPEXAEHNAMU TEKCTA;

KapToTeke (KHWre) yyeta hr3nM4eckoro COCTOAHNSA apXUBHbIX LOKYMEHTOB.

YyeT (p13n4eckoro n TEXHNYECKOro COCTOAHNS ayAN0BK3YyalibHbIX LOKYMEHTOB OCYLLECTBJIAETCS B:
KapTo4Ke yyeTa TeXHNYECKOro COCTOAHUS KUHOLOKYMEHTa;

KapTo4Ke y4yeTa TeXHNYECKOro COCTOAHUSA POTOAOKYMEHTa;

KapTo4Ke yyeTa TeEXHUYECKOro COCTOAHUSA (POHOLOKYMEHTA;

KapTo4Ke yyeTa TeXHNYECKOro COCTOAHUSA BUOEOLOKYMEHTA.

[ns y4eTa OOKYMeHTOB ApXMBHOrO hoHaa Poccminckon ®egepaumnm, HaxoaawWwmxcs B
Hey[0B/IeTBOPUTE/IbHOM (DU3MYECKOM COCTOAHUN, BeAeTCs crelumanbHas KH1ura. CooTBeTCTBYyOWMe
OTMETKW MPOCTaBJIATCA TaKXe B APYrMX JOKYMEHTaX y4yeTa (U3NYeCKOro n TeXHNYeCKOro COCTOAHMA
APXUBHbIX JOKYMEHTOB.

YyeT P13n4eckoro n TEXHNYECKOro COCTOAHNS apXUBHbLIX JOKYMEHTOB MOXKET OCYLLeCTBIATLCA Ha
H6yMa)kKHOM HOCUTENEe NN B aBTOMaTU3NPOBAHHOM PEXMME B COOTBETCTBUM C YCTAHOBJIEHHLIMY
PEKBU3NTaMMN KOHTPOJIbHO-YHETHbLIX JOKYMEHTOB. PU3NKO-XMMUYECKas 1 TexHu4yeckas obpaboTka
APXUBHbIX OKYMEHTOB

2.11.9.1. ®n3mKo-xnMmyeckas n TexHn4eckas obpaboTka apxmMBHbLIX JOKYMEHTOB MPOBOANTCS C LieNbIo:
YCTPaHEeHWA NPUHNH YCKOPEHHOr0 CTapeHns 1 pa3pyLleHns apXnBHbIX JOKYMEHTOB;

BOCCTaHOBJ/IEHUSA UX CBONCTB, TEXHNYECKUX XapaKTePUCTUK, LOJITOBEYHOCTY;

BOCMPOM3BEEeHNS OKYMEHTHON MH(opMaLum Ha bosee yCTONYMBbLIX HOCUTENSX.

OCHOBHbIMY BMAAMM 3TON 06paboTKy apXmMBHbIX JOKYMEHTOB Ha 6yMaXKHON OCHOBE ABNSIOTCA:
Ae3nHPEeKL NS, Ae3NHCEeKLMS, AepaTn3auns apXnBOXPaHUIIMLL KaK COBOKYMHOCTb Mep bronpodunakTnku,
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O103aLUNTLI N YHUYTOXKEHNS BUONOrMYeCKX BpeaUTENEn B apXMBOXPaHMANLLAX U Ha apXMUBHbIX
LOKYMEHTaX;

pecTaBpauma (pecTaBpauMoHHO-KOHCepBaLMOHHas 0bpaboTka) kak KoMmnaekc paboT 1 TEXHONOrMYECKNX
ornepauuin No BOCCTaHOB/IEHNIO CBONCTB U [0JITOBEYHOCTN OPUrMHANOB apXNBHbIX LOKYMEHTOB;
BOCMPOM3BEAEHNE aPXMNBHbIX JOKYMEHTOB C LieJiblo CO34aHNSA CTPAxoBOro hoHAa KOMUIM YHUKaJIbHbIX
LOKYMEHTOB 1 0C060 LIEHHbIX OKYMEHTOB 1 (POHAA NOSAb30BaHMA; POTOpeCTaBpaLmUs apXNBHbLIX
JOKYMEHTOB C yraclimM 1 CN1aboKOHTPACTHbLIM TEKCTOM; 3aMeHa OPUrMHAN0B C HEAOJITOBEYHbLIMU WK
pa3pyLleHHbIMW HOCUTENAMW KOMUAMWN SNA COXPAaHEHNS LOKYMEHTHOM WHopMaLmm n ap.;

nepenneT apXxnBHbIX OKYMEHTOB;

obecnbliMBaHNE apXMBHbIX LOKYMEHTOB;

06paboTKa apXUBHbIX LOKYMEHTOB B PeXXMME aBapUINHO-CNacaTesbHbIX paboT, B TOM YnCJie C MPUMEHEHNEM
CPeLCTB 1 cnocoboB CyLLKW, Ae3nHPEKLN, Ae3UHCEKLUN, 3aMOPaXKMBaHNS, pecTaBpaLmm,
BOCMPOWN3BEAEHNS, A€3aKTMBALMMN N OPYTMX BUAOB LieneBon 06paboTku.

AyOnOBM3YyaNibHblE N 3IEKTPOHHbIE JOKYMEHTbLI B 3aBUCMMOCTM OT (PU3NYECKON NPUPOAbLI HOCUTENS
noABeprarTCsa caeyoLwmM pecTaBpaLnOHHbIM 1 KOHCEPBALMOHHO-NPOMUIaKTNHeCKUM paboTam:
apPXUBHbIE [JOKYMEHTbI Ha MarHUTHOWN NeHTE:

OYMCTKE MOBEPXHOCTU OT MbIIN M YaCTUL, FPA3N Ha CreumasbHOM 04YUCTUTENBHOM 060pyA0BaHNN;
3aMeHe NepecoxXwwnx 1 MOKOPOoBNIEHHbIX CKNEeK;

0hOpPMEHNIO PYJIOHOB MarHMTHOM NeHTbl 3alWMTHON MarHUTHON NEHTOW C ABYX CTOPOH Mo 2 - 2,5 ™;
NepemMoTKe C Le/blo CHATUS BHYTPEHHUX HAaNPSAXKEHUIA B PYJIOHAX MarHUTHbIX NEHT, BO3HUKLUIWUX 13-3a
nepenagoB TeMMNepaTypbl 1 BAAXXHOCTU NPU XPaHEHUN 1 TPAHCMOPTUPOBAHUN apXUBHbIX LOKYMEHTOB;
apPXUBHbIE LOKYMEHTbI Ha AUCKOBbLIX HOCUTENSX:

obecnbinMBaHuIo;

NPOTUPKE aHTUCTATUKOM;

KNHOMOTOO0KYMEHTbI, MUKPO(OPMbI U POHOrpaMMbl K KWHOPUIbMaM;:

obecnblIMBaHMNIO;

YAANEHNIO BOCKOBBIX, XXMPOBbIX U NHbIX 3arpPA3HEHNI;

YKPEMNAEHWIO CKNEEK M NPoCeYek;

PEMOHTY nepdopaLmu;

nepenenke rpybbix, KOPOBSIEHHbIX 3aNnaT U CKNEeK;

PEMOHTY MOBPEXXAEHHbIX NOJIEN Ka4poB.

pamopuruHanbl GOHOAOKYMEHTOB MOABEPraloTCS 3IEKTPOXUMNYECKON OHNCTKE.

2.11.9.2. PaboTbl N0 PU3NKO-XUMUYECKON N TEXHNYECKOW 06paboTKe apXnBHbIX JOKYMEHTOB
noapasfensoTcs Ha NiaHOBbIE U BHEMMNAHOBbLIE.

MnaHoBas 0bpaboTKa apXMBHbIX LOKYMEHTOB NPOBOAMTCA MO pe3ynbTaTaM MPOBEPKM UX COCTOAHNA B
nopsigke 04epenHoCTH, yCTaHOBNEHHON B apXMBe C YH4ETOM MPUHAAIEXHOCTU UX K Pa3iNYHbIM
LEeHHOCTHbIM rpynnamM, 0cobeHHOCTen hrU3MYeCcKoro COCTOAHNSA apXMBHBLIX LOKYMEHTOB Pa3/iMyHbIX BULOB U
BO3MO)XHOCTEN apxuBa. MNpropuTeT 0TAAETCA YHUKAIbHLIM JOKYMEHTaM U 0C060 LIEHHBLIM LOKYMEHTaM.
K BHenaHoOBbIM OTHOCATCA paboTbl, BbINOJIHAEMbIE B @aBapUNHO-CNacaTeNbHbIX CUTYaUNsaX, CBA3aHHbIX C
JIOKaNbHbIM WM MaCCOBbIM MOPaXXeHNEM apXMBHbIX JOKYMEHTOB OFHEM, BOAOW, XUMUYECKUMUN NN
paanoaKTUBHbIMMK BewecTBaMn. CpoYHbIE Mepbl MO BbIAENEHWIO, N30AALNN, CaHMTapHoW obpaboTke
APXUBHbIX JOKYMEHTOB 1 MECT UX XPaHEeHMA NPeanpPUHMMAOTCS TakxXe Npu Nopa)KeHnn apXuUBHbIX
LOKYMEHTOB B1onornyeckummn BpeanTensMu.

HomeHKnaTypa, MopsAAoK NPOBEAEHNS 1 TEXHONOTNS PaboT Mo PU3NKO-XUMUYECKON U TEXHNYECKON
06paboTKe apXMBHbIX LOKYMEHTOB OMNPeAeNAOTCA 0TPaC/EBbIMA HOPMATUBHLIMU U METOANYECKUMU
fokymeHTamu. O6uwune TpeboBaHNA K Bblga4ye apXUBHbIX 4OKYMEHTOB 13 apXMBOXPaHMANULLA

2.11.10. ApxuBHble JOKYMEHTbI, MMeKL e oHA NOJIb30BaHNA, U3 apXMBOXPaHUANLLA, KaK NPaBuio, He
BblOalOTCA.
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ApXMBHbIE LOKYMEHTbI, HE NpoLeLlne Hay4HOr0 ONMncaHma n TEXHUYECKOro opopMaeHus, 13
apPXUBOXPaHUIMLLA He BblAalOTCA A5 MCMOb30BaHNS U NPOBeAeHNS paboT No CO34aHUI0 CTPAaXoBOro
(oHOa 1 poHLa NoNb30BaAHNS.

Bblgaya 13 apXuBOXpaHUAMLLA NOAJINHHNKOB 0COB0 LIEHHbIX [JOKYMEHTOB, B TOM YMNCIE YHUKAbHbIX
LOKYMEHTOB, @ TakXXe JOKYMeHTOB ApXMBHOro oHaa Poccuinckon ®epepaum, HaXo4ALWMNXCA B
Hey0B/IETBOPUTENbHOM (DN3MYECKOM COCTOAHNUN, OCYLLECTBASETCA B UCKIIIOYUTESNbHBIX C/TyHasx C
NMUCbMEHHOr0 pa3peLleHns PYKOBOAUTENS apXUBa.

ApXVBHble [OKYMEHTbI BbIAATCSA U3 apXMBOXPaHWAMULLA FOCYAapCTBEHHOIO apxmBa, My3es, 6ubnnoTekn,
opraHusauunyn PoCCUNCKON akafeMum HayK C MMCbMEHHOI0 pa3peLleHuns:

3aBefyloLLlero apxnsoxpaHuamwem (otTaenom obecnevyeHmns COXpaHHOCTK) - MOJSIb30BATENAM B YNTasbHbIN
(MpocmoTpOBGIN) 3an apxmnBa 1 paboTHMKaM apxuBa ONa CNy)KebHbIX Lenen B paboyne nomelleHns;
PYKOBOAWNTENSA apXunBa WAW ero 3amecTutens - poHgoobpasoBaTensam, cyaebHbiM, MpaBOOXPaHNTENbHbLIM U
WHbBIM YMOJIHOMOYEHHbIM OpraHaM BO BPEMEHHOE MOoJib30BaHWE NP HaMYUU rapaHTUAHOrO MUCbMa OT HUX;
OpraHu3aunsam - 4N 3KCNOHMPOBAHWSA NPU HaMYMK LOroBopa O MPOBEAEHMNMN BbICTABKN U
COOTBETCTBYIOLLEro Nprkasa PyKoBOAUTENS apxuBa; paboTHuKam nabopaTopun apxmea,
cneunann3npoBaHHbIM OpraHn3aumam - 4 NnposeaeHnsa paboT No co3aaHnio CTPaxoBoro hoHaa 1 oHaa
NnoJib30BaHMA 1 cneunanbHoOn 06paboTKM apXMBHbLIX LJOKYMEHTOB NMPU HANYNN COOTBETCTBYIOLLENO
[I0roBopa Co cneumann3npoBaHHON opraHn3aLnen.

Bbldaya apXMBHbIX LOKYMEHTOB BbILLEYNOMSHYTbIM KaTEropusam noJib30BaTe el N3 apXMBOXPaHMANLLA
MYHMLMMNANbHOIO apxmBa, My3es, bubnnoTekn ocyLwecTBASETCA C MMCbMEHHOM0 pa3peLleHns 3aBeyoLero
MYHULMUMNANbHBIM apXMBOM, My3eeM, BrubnanoTekon.

Bblgayy apXuBHbIX 4OKYMEHTOB 13 apXMBOXPaHWIMLLLA U NpUeM nX 06paTHO, B TOM YMC/E MOJNCTHYIO
NPOBEPKY HaNIMYNSA N COCTOSHUA apXMBHbIX JOKYMEHTOB Nepes BblAayen X U3 apXMBOXpaHMauLLa 1 npu
BO3BpaTe, NPon3BOAMT paboTHMK apxuBoxpaHuauwa. MoANCTHYO MPOBEPKY HANNYMA U COCTOAHUSA
aPXMBHbIX OKYMEHTOB, BO3BPALLAEMbIX MOJIb30BATENAMMN B YATASIbHOM 3aJie, OCYLLECTBAAET PaboTHUK
YyuTasbHOro 3ana.

0653aTeNbHON NOJIMCTHON NMPOBEPKE HAIMYMA U COCTOAHUSA Nepen BblAayent apXMBHbLIX LOKYMEHTOB U3
apPXUBOXPaHUANLLA U NPY NX BO3BPATE MoAJSiexaT:

YHUKabHbIE JOKYMEHTbI U 0C000 LIeHHbIE OKYMEHTHI;

ApPXUBHbIE LOKYMEHTbI, UMetoLmne B 0POPMAEHNIN UAN NPUSIOKEHUN K HAM APArOLEeHHbIE KaMHU 1 MeTabl;
HecbpoLLtOPOBaHHbIE apPXUBHbIE LOKYMEHTHI;

[ena, paHee He BblAaBaBLUMECS M3 apPXUBOXPAHUINLLA U HE MMEtoLLMe NTNCTOB-3aBepuTenen;

[ena, copepxalume aBTorpadbl, rpamyeckmne OOKYMEHTbI, MOYTOBbIE 1 repboBble 3HAKKM, NevaTw,
OTKPbITKW, KOHBEPTHI C agpecamun, Mapkamm, U Apyrme apxmBHble 4OKYMEHTbI, MOTEHLNAIbHO
npeacTaBnsfoLLNe NHTepeC AN KOMIEKLNOHEPOB.

CocTaB Opyrux gen, nogjexxalmux noancTHoOM NPoOBEPKE, ONPeaensieTCcs pyKOBOACTBOM apXmnBa Ha OCHOBe
pelleHns 3KCNePTHO-MeTOANYECKON KOMNCCUN,

OTMeTKa 0 NpoBeAEeHHOM NOSINCTHOW NPOBEPKE CTAaBUTCA B IMCTe-3aBepuTene (npunoxeHue N 3).

Ha mMecTo BblAaBaeMbIX 13 apXMBOXPaHUANLLA EOUHUL, XPAaHEHWNS U ONUCEN AeN, [OKYMEHTOB
NoaKJaAblBaeTCs KapTa-3aMeCcTUTeNb.

ApXMBHble OOKYMEHTbI, BblAaBaeMble N3 apXUBOXPaHUANLLA, BO/KHbI UMETb apXMBHbIA WKdp,
NPOHYMepPOBaHHbIe NCThI, NCT-3aBepuTeb (NpuaoxeHne N 3) 1 AUCT NCNONb30BaHUA LOKYMEHTOB
(npunoxxeHune N 4).

MoAroTOBKA apXMBHbIX LJOKYMEHTOB K BblAaye U3 apXUBOXPaHUINLLAE BKIOYAET:

BblEMKY apXUBHbIX JOKYMEHTOB;

CBEPKY apXMBHOIO LWKdpa v 3arofIoBKOB (aHHOTALMUIA) C ONUCHIO (KHUTOW y4eTa 1 OnnMcaHus) gen,
LOKYMEHTOB;

MOJINCTHYIO NMPOBEPKY apPXUBHbIX A€ - B YCTAHOBEHHbIX CyYasX.
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CBepka apX1MBHOIoO LUN(Pa apXMBHbIX JOKYMEHTOB C OMUCHIO (KHUMOW yYyeTa 1 onucaHnsa) nen u
LOKYMEHTOB NpeAnosiaraeT NPoBeEPKY NPaBUALHOCTY 0hOPMIIEHNS 0610XKKWN U TUTYNBHOIrO IUCTa Aena,
NepBMYHOr0 CPeACTBa XPaHEHUS ayANOBMN3YaNbHOM0, 3/IEKTPOHHOIO OKYMEHTa, NPaBuibHOCTU
COCTaBJIEHNSA 3aroJioBKa W Wndpa eanHnLbl XpaHeHus. Mpu Hannydum 60abWNX ncnpasaeHnin 0610xKa u
TUTY/bHBIN NCT 3aMEHSAIOTCSA C COXPaHEHMEM Mpu He0bXOAMMOCTIY CTapon 0610XKKN.

Mpn NOArOTOBKE K BblAAaYe 13 apXMBOXPaHUIMLLA OTAESIbHbIX apXMBHBIX JOKYMEHTOB, U3bATLIX U3 AeN, Ha
060pOTHOI CTOPOHE KaXKA0ro IMCTa BHE TEKCTa apXMBHOMO AOKYMEHTa NPOCTaBAAETCA WTaMMN C apXMBHbIM
Lwnpom.

CpoKM Bblga4m apxXmMBHbIX LOKYMEHTOB

2.11.10.1. Apx1BHble LOKYMEHTbI BbILAKTCA N3 apXUBOXPaHUINLLA Ha CPOK:

L0 OAHOr0 Mecsla - NoSb30BaTesIAM B YUTasbHbIN 32 1 paboTHMKaM apxmBa (KpoMe 0c0o60 LieHHbIX
LOKYMEHTOB, BblaBaeMbIX Ha CPOK He Bonee ABYX Heaesb);

[0 Tpex Mecaues - hoHaoobpasoBaTenaMm;

[0 WeCTn Mecaues - cyaebHbIM, NPaBOOXPaHNTENbHLIM U UHLIM YMOJHOMOYEHHbBIM OpraHaM.

Bblja4a apXMBHbIX JOKYMEHTOB U3 apXUBOXPaHUNLLA AN18 SKCMOHUPOBAHUS OCYLLECTBASETCA Ha CPOK,
onpefeneHHbIn JOrOBOPOM O NPOBEAEHUN BbICTaBKMU.

Cpok Bbla4yv apXMBHbIX LJOKYMEHTOB A1 CO3aHNA CTPaxoBoro ooHAa, PoH4a Nonb30BaHUA 1 4NiA
cneumnansHom 0bpaboTku onpedenseTca naaHamm paboTel apxvBa 1 LOrOBOPaMu Ha MPoBeAeHne
COOTBETCTBYIOLLMX paboT CO CTOPOHHUMM OpPraHM3aLUaMu.

MpoaneHne CPOKOB BblAa4uM apXMBHbIX JOKYMEHTOB LOMYyCKaeTCs C pa3peLleHns pyKoBoACTBa apxmBa.
OdpopmMieHne BblLayy apXMBHbIX LOKYMEHTOB

2.11.10.2. Boliavya apXMBHbIX LOKYMEHTOB U3 apXBOXPaHWINLLAG PErNCTPUPYETCA B KHUraxX Bblaauu
APXMBHbIX OKYMEHTOB, KOMUIN (hOHAa NOJIb30BaHMNA U3 XpaHWIMLLA, KOTOpbIE BeAYTCA pa3fesibHo Mo
KaXKLOMY apXMBOXPaHWIULLY U BUAY BblOauu.

BblAava apXUBHbIX LOKYMEHTOB B YMTasIbHbIN 3a1 oopMAaseTcs 3aka3oM (TpeboBaHmeM) Ha Bbigady
APXUBHbIX OKYMEHTOB, KONWUA (hOHAA NOJIb30BaHWA, ONUCeEN Aes, JOKYMEHTOB U PErncCTpUpyeTCs B KHUre
Bbl@4M apXUBHbIX LOKYMEHTOB, KONUIA (hOHAA NOJIb30BaHNA 13 XPaHWINLLA B YATabHbLIA 33, B KOTOPOW
pacnuceiBaeTca paboTHUK YnTanbHOro 3ana. iIcmonHeHHbIN 3aka3 (TpeboBaHme) nonb3oBaTens
HanpaBASeTCA B YATasIbHbIA 33/ BMECTE C BblAAHHLIMW apXUBHbLIMU LOKYMEHTaMW XPaHUTCA B INYHOM Aene
nonb3oBaTens.

Bblfava apXMBHbIX LOKYMEHTOB paboTHMKY apxvBa AN UCMOJb30BaHWA B CYXeBHbIX Lienax ohopMnseTcs
3aKa3oMm (TpeboBaHMeM) Ha Bblady apXMBHbIX JOKYMEHTOB, KON dOHAA NOJb30BaHWA, ONUCEN aen,
LLOKYMEHTOB, KOTOPbIN BU3MPYETCA PYKOBOAUTENIEM COOTBETCTBYIOLLEro noapasaeneHns. 3akas
(TpeboBaHVe) perncTpupyeTcs B KHUre BblAayn apXUBHbIX LOKYMEHTOB, KONWi (POHAA NOAb30BaHUS U3
XpaHuavuwa B paboyne nomelLeHns, B KOTOPON PaboTHMK, NONYYMBLUMIA apXUBHbIE AOKYMEHTHI,
PacnuUCLIBAETCA 3a KaXXAYI0 eANHNLY XpaHeHus. 3aka3 (TpeboBaHMe) HaX0AUTCS B apXMBOXPaHUANLLE [0
NCTEYEHUS CPOKa ero XpaHeHus.

Bblfava apXMBHbIX LOKYMEHTOB B nabopaTopuio apxusa 0hopMIsSeTCS 3aka3oM Ha NPOBeAeHNe
COOTBETCTBYIOLWMX paboT 1 perucTpupyeTcs B KHUre Bbl4adyu apXUBHbIX LOKYMEHTOB, KONun hoHaa
Nonb30BaHMA U3 XpaHMAULa B 1abopaToputo, B KOTOPOM pacnuncbiBaeTca paboTHUK nabopaTtopun. 3akas
y4uTbIBaETCS B nabopaTopum 1 B COOTBETCTBYIOLLEM NOAPA3LENEHNN apXMBa U CYXUT KOHTPObHbLIM
LOKYMEHTOM 3a XO[OM MpOoBeAeHUst BCex 3TarnoB paboTbl C apXMBHLIMU LOKYMEHTaMU.

Bblla4a apXMBHbIX JOKYMEHTOB BO BpeMEeHHOe M0Jb30BaHNe 0(PopMIAeTCSH aKTOM O Bbllaye apXMUBHbIX
LOKYMEHTOB BO BPEMEHHOE M0/b30BaHNE U PErUCTPUPYETCA B KHUMe BblAayu apXMBHbLIX JOKYMEHTOB,
KONUM hoHa NnoJsib30BaHNA U3 XpaHWIMLLA BO BPEMEHHOE NoJib30BaHueE.

Bbigaya poHLa nonb3oBaHUS

2.11.10.3. Bbigaya Konuin apXmBHbIX JOKYMEHTOB 13 hOHAAE NOJIb30BaHNS 0DOPMASETCS 3aKa3oM
(TpeboBaHveM) Ha BblAayy apXMBHbLIX LOKYMEHTOB, KOMUIA (hOHAA MOJIb30BaHNS, Onucen Aef, LOKYMEHTOB U
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PErncTpupyeTCcs B KHUre (KHUrax) BblAadun hoHAa Nosib30BaHNA, BEAYLUNXCA LEeHTPaIN30BaHHO UK
pa3fenbHOo MO KaXX40MY apXUBOXPaHUNLLY.

Bbifava onucen gen, LOKYMEHTOB

2.11.10.4. Onucu gen, DOKYMEHTOB BblAAOTCS Ha CPOK, He MpeBbIaLWwnn Nt AHel. Beigada onvcen
Len, [OKYMEHTOB, MEIOLWLMXCSA B OJHOM 3K3eMMNAAPE N XPaHALUNXCA LLeHTPasM30BaHHO, OMYCKaeTCs B
NCKMIOYUTENBHBIX CJTyYasX C pa3peLleHns pyKOBOAUTENA apX1Ba WM ero 3aMecTuTeNs Ha CPOK, Kak
NpaBuWo, He NMPeBLILLAKLLNA OAUH AeHb, 1 OPOPMASETCS MO aHANIOMNM C BblAaYven NOAANHHBLIX apXMUBHbIX
LOKYMEHTOB.

Bbinaya onucewn nen, LOKyMeHTOB 0hOpMSETCSA 3aKa3oM (TpeboBaHMEM) Ha BblAayvy apXMBHbIX
LOKYMEHTOB, KOMWI (hOHAa M0JIb30BaHUS, onucen fen, JOKYMEHTOB U PerncTpupyeTcs B KHUME BblAaum
APXMBHbIX OKYMEHTOB, KOMUIA (hOHAa MNOJIb30BaHWNA 13 XpaHWIMLLA, B KOTOPOW pacnncbiBaeTCs
NOAYYMBLUNIA ONUCL PabOTHMK apXuBa WK NONb30BaTENb.

KOHTPO/Ib 3@ COXPaHHOCTBIO BbIAAHHbIX apXUBHbLIX JOKYMEHTOB.

Bo3BpalleHne apxmMBHbIX LJOKYMEHTOB B apXMBOXpaHUInLLE

2.11.10.5. BbiBepKa KHUI Bbl4a4Yu apXUBHbLIX JOKYMEHTOB NPOBOAMTCS He pexxe 0LHOro pasa B KBapTan Uiun
B nosyrogue. ECnu B pesynbTaTe BbIBEPKW KHUM BblAa4yy YCTaHOBAEH PaKT HapyLleHUs CPOKOB
BO3BpaLLeHNs apXMUBHbIX JOKYMEHTOB, BbIACHSATCS €ro NPUYMHbI K MPUHUMAOTCSA Mepbl K BO3BpaTy
APXMBHbIX OKYMEHTOB. EC/I HeBO3BpaLLEHNE apXUBHbLIX OKYMEHTOB B CPOK B apXMBOXPaHWUIINLLE Bbi3BaHO
HeobXx04MMOCTbI0 MX JanbHenLwero NCNosib30BaHKA, Belgada nepeogopmnsaeTcs. MNpu 3agepxke
BO3BpALLEHNS apXUBHbIX JOKYMEHTOB 63 yBaXKMTesbHbIX MPUYUH NPUHUMAIOTCS Mepbl ANS UX
HeMe[JIEHHOr0 BO3BpaTa B apXMBOXpaHuIuLLe.

B Llensix KOHTPOJIA 3@ COXPaHHOCTbIO apPXMBHbLIX JOKYMEHTOB Nofpa3aesieHne, OTBETCTBEHHOE 3a XpaHeHune
APXMBHbIX JOKYMEHTOB, MPOBOAUT MPOBEPKM COXPAHHOCTY BblAAHHbIX N3 apXUBOXPAHWUJINLLA apXUBHbIX
LOKYMeHTOB. [poBepKn NPOBOAATCS B NNaHOBOM MOPSAKE 1am no mepe HeobxoaMMOoCTH Mo COrlacoBaHMIo
C PyKOBOLACTBOM apXxuBa.

Mpy BO3BpaLLEHNY apXMBHbLIX JOKYMEHTOB B apXMBOXPaHUINLLE OCYLLECTBAARTCS NOJNCTHAsA NPOBEPKa KX
(PU3N4eCKOro COCTOAHNS B YCTaHOBAEHHOM nopsagke (cm. M. 2.11.10). B KHuUre Bblga4m apXnBHbIX
LOKYMEHTOB [ile/1aeTCa 0TMETKa O BO3BPaLLEHWM apXMBHbIX LOKYMEHTOB B MPUCYTCTBUN BO3BPATUBLLNX NUX
paboTHMKOB apxuBa unn poHaoobpasosaTens. ECAv BbiSBNIEHb MOBPEXAEHWSA BO3BPaLLaeMbIX apXUBHbIX
LOKYMEHTOB, COCTaB/SETCA akKT B MPOU3BOJIbHON hopMe, KOTOPbIV NMOANMUCLIBAETCSA paboTHNKOM
ApPXUBOXPaHUAMLLA 1 SINLLOM, BO3BPALLAIOLWMM apXMBHbIE LOKYMEHTbI, M NpeacTaB/iseTcs Ha pacCMOTpeHune
PYKOBOACTBa apXuBa.

ApxuB 0653aH yBeLOMUTb NOJIb30BaTESNA O TOM, 4TO OH OTBEYAET 3a COXPAHHOCTb MOJTYYEHHbIX apPXUBHbIX
LOKYMeHTOB 1 cobnogeHne npasua paboTel C HAMU B COOTBETCTBUM C 3aKOHOA4ATENbCTBOM PoccuiicKon
denepaumn.

B cnyvaax xueHus nam noBpexxaeHns apxXmBHbIX LOKYMEHTOB, B TOM YMCJIe BHECEHNS B UX TEKCT
M3MEHEHUN (eCAN 3TO MOXET BbITb KBaM(ULMPOBAHO Kak NOBPEXAEHNE apXUBHOT0 OKYMEHTA), apXxuB
obpallaeTcs ¢ COOTBETCTBYIOLLMM 3a8BIEHNUEM B OpraH BHYTPEHHUX A&/ M0 MECTY PacrnoioXeHns apxmea,
B TPEXAHEBHbIN CPOK NHDOPMUPYET CreumanbHO YNoAHOMOYEHHbIN dhedepasbHbi OpraH UCNOAHUTENIbHON
BNACTW, YNOJHOMOYEHHbIE OPraHbl NCMONHUTENBHOM BlacTu cybbekToB Poccuinckon ®epepauuu,
OCyLLeCTBASALWME KOHTPOb 3@ cobnoieHneM 3akoHoAaTenbCTBa 06 apxuBHOM Aene B Poccuinckon
depepaunu, NPUHUMAET Apyrue Mepbl K BO3MeLLeHMto yulepba B COOTBETCTBUM C 3aKOHOAATENLCTBOM
Poccuiickon ®epepaumm.

TpaHCNopTUPOBKa 1 NepeMeLleHne apXMBHbIX JOKYMEHTOB

2.11.11. MNpwn TPaHCNOPTUPOBKE apXMBHBLIX LOKYMEHTOB Ha Ntobble paccTosHMs cobnoaaoTca Mepbl Mo
OXpaHe 1 3almMTe UX OT BO3LENCTBNA BPeLHbIX (haKTOPOB OKpY>KatoLlen cpelbl NyTeM NpUMeHeHus
cneumnanbHbIX BUAOB YNAaKoBOK, obecneymBatolmxX 3aLlUUTy apXnBHbIX LOKYMEHTOB OT 0CaAKOB, CBETA,
MeXaHW4eCKUX NOBPEXAEHUN.
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TpaHCNOPTUPOBKA apXMBHbIX LOKYMEHTOB MPON3BOAUTCA MPY UX MIOTHON YKNaAKe, UCKIIIOYaoLLEN
BO3MOXXHOCTb MepeMeLLeHNs apXUBHbIX LOKYMEHTOB BHYTPMW YMAaKOBKW, YAAPOB W Pa3aNYHbIX COTPACEHMNNA,
npv 3ToM poTOHOHOAOKYMEHTHI YMAaKOBbLIBAOTCSA B BEPTUKANLHOM MOJIOXKEHUN B KOPOBKN XXeCTKON
KOHCTPYKLMM COOTBETCTBYIOLLErO pa3Mepa, 06epHyThle BO BNAarOHENPOHULAEMYIO TKaHb. [pyrue
ayAMOBM3YanbHbIEe Y 3IEKTPOHHbIE AOKYMEHTLI, Fpadpuyeckume n KpynHoopMaTHbIe Aena U LOKYMEHThI
nepemMeLLaTCs TOJIbKO B YMAaKOBKE, B KOTOPOW OHW XPaHATCH, AN B CreunanbHO NpeaHa3HavYeHHbIX 414
nX nepemMeLLeHns cpeacTBax.

[na nepemeLleHns apxmBHbIX LOKYMEHTOB BHYTPU apXxvBa NCMOAb3YIOTCA NEPenBMIKHbIE TEIEXKN U
Apyrue cpefcTBa TPaHCNOPTUPOBKM.

BHYTpUropofckue nepeBo3kn apxXmMBHbIX JOKYMEHTOB NPOU3BOASATCA B 3aKPbIThbIX aBTOMaLUUHAX Mpu
o0ba3aTesIbHOM CONPOBOXAeHNM paboTHMKa apXxmBa.

TpaHCNOPTUPOBKA apXMBHbIX JOKYMEHTOB Ha fasbHWE PacCTOAHNS NPON3BOAMTCS B YNaKOBaHHOM BUAE B
KPbITOM TPAHCMOPTHOM CPeACTBEe B COOTBETCTBUN C NMpaBUiaMun NepeBO3KM LLEHHbIX FPY30B,
YCTaHOBJ/IEHHbIMY /15 COOTBETCTBYIOLLEro BMa TpaHcnopTa.

BbiiBIEHNE YHUKANbHbIX [OKYMEHTOB 1 0C060 LIeHHbIX LOKYMEHTOB

2.11.12. BuiiBNeHME YHUKaJIbHbIX JOKYMEHTOB M 0C060 LEHHbIX JOKYMEHTOB NPOBOAMTCA B MIGHOBOM
nopsifike Hanbonee KBaIMMOULNPOBAHHLIMUK CNeLMaINCTaMn Ha OCHOBAHMM OTPAC/IEBbIX HAY4YHO-
MeTOAMYECKMX pa3paboTok 1 MeETOANYECKNX NOCOBUIA, MOATrOTOBJIEHHbIX B apXMBE.

OnpegneneHune B cocTaBe ApxmnBHOro oHza Poccuiickon ®efepaLmm yHUKanbHbIX JOKYMEHTOB
OCYLLLeCTB/IAETCSA B COOTBETCTBMM C PernameHToM '0CyAapCTBEHHOMO peecTpa YHMKabHbIX JOKYMEHTOB
ApxmusHoro ¢oHaa Poccunckon ®epepaumm n BKIoYaeT B cebs:

3anoJIHEHNE Ha KaXK bl BbISBJIEHHbIA MNOTEHLMAbHO YHUKANbHbIA JOKYMEHT INCTa y4yeTa 1 OnncaHns
YHUKANbHOIO LOKYMEHTA;

PacCMOTPEHNE IKCNEPTHO-METOLNYECKON KOMUCCMEN (MK ApYruM COBeLLaTeNIbHbIM OPraHoM) apxuBa
npeacTaBAeHHbIX MaTepnanos;

npeacTaBneHne NpeasioXeHn 0 BKAIOYEHNIN BbISIBAEHHbIX MOTEHLMANbHO YHUKANbHbIX LOKYMEHTOB B
[oCynapCTBEHHbIN peecTp YHUKaAbHbIX JOKYMEHTOB ApXuBHOro oHaa Poccuinckon ®epepaumm B
COOTBETCTBYIOLLMIA YNOSHOMOYEHHbIN OpraH UCMONHUTENbHOW BNaCcTU B Cpepe apXUBHOIo Aena.
OnpepeneHune B cocTaBe ApxmBHOro oHaa Poccuinckon Pegepaumm 0cobo LEeHHbIX JOKYMEHTOB
OCYLLECTBIAETCSA 3KCNEPTHO-NPOBepPoYHON Komuccmen (IMMK) depepanbHOro rocyaapCTBEHHONO apxuea,
3MNK ynonHOMOYEHHOr0 OpraHa UCNoaHMTENbHON BRacTu cybbekTa Poccuinckon depepaunn B cepe
APXUBHOMO esa, 3KCNepTHOWN (hOHA0BO-3aKYMOYHOM KOMUCCUEN rOCYAapCTBEHHOMO NN MYHULIMAANbHOIO
My3esi, 3KCNePTHON KOMUCCMEN roCyAapCTBEHHOM WK MyHUUMNanbHon 6ubnnoTekn, MK Apxmea
Poccuiickon akafieMun HayK 1 3aKpennseTcs Y4eTHbIMU JOKYMEHTaMW apxnBa B YCTaHOB/IEHHOM Nopsake
(cm. n. 3.7.5).

3MNK ynonHOMOYEHHOr0 OpraHa UCNoaHMTEeNbHON BRacTu cybbekTa Poccunckon depepaunn B cepe
ApPXUBHOrO fefia BNpaBe AefernposaTtb NOJHOMOYUSA MO ONpefeneHnto B CocTaBe ApXnBHOro oHaa
Poccuinckon ®epepaumm 0cobo LeHHbIX LOKYMEHTOB 3KCMEPTHO-METOANYECKON (METOANYECKON) KOMUCCN
roCyfapCTBEHHOr0 apxuBa cybbekTa Poccuickon degepaunn.

Co3naHune cTpaxoBoro poHaa

2.11.13. COBOKYMHOCTb CTPaxX0OBbIX KOMUIA YHUKaNbHbIX 1 0060 LieHHbIX JOKYMEHTOB APXMBHOIO hoHAa
Poccninckon ®Pegepaunn (oanee - CTpaxoBom POHA) CO34AETCHA B LENAX COXPAHEHNS OKYMEHTHOW
MHGOPMaLMK Ha ClyYal YTpaTbl UK MNOBPEXAEHUSA OPUTMHANO0B 3TUX AOKYMeHTOB. CTpaxoBoi hoH
ABNSAETCS HEMPUKOCHOBEHHBIM W XPaHUTCA TEPPUTOPMANbHO 060C0BSIEHHO OT OPUIMHAJIOB YHUKAbHbIX
LOKYMEHTOB 1 0C060 LIeHHbIX JOKYMEHTOB B CMeLMalibHbIX apXmBoxpaHmauwax (cm. n. 4.13.3).
O4epenHOCTb CTPaxoBOro KOMUPOBaHWA OMpefenseTcs C y4eToM (PU3NYeCKoro COCTOAHNUA YHUKaJIbHbIX
LOKYMEHTOB 1 0C060 LIEHHbIX JOKYMEHTOB M MHTEHCMBHOCTM 0BpaLLleHuns K HUM. MepBooyepefHOMY
KOMMPOBaHWIO CPEeAMN HUX NoAnexaT Hanbonee MHTEHCUBHO UCMOb3YeMble, C MOBPEXAEHUAMNU
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MaTepnasbHOr0 HOCUTENA U [OKYMEHTHON MHopMaLmu,

MoAroTOBKa YHUKabHbIX LOKYMEHTOB M 0C060 LieHHbIX LOKYMEHTOB K CTPaXOBOMY KOMUPOBAHMIO
OCYLLLeCTB/IAETCSA B COOTBETCTBMM C MOPSAAKOM BblAa4M apXMBHbIX LOKYMEHTOB U3 apXMBOXPaHWIMLL (CM. .
2.11.10).

CTpaxoBoe KonMpoBaHWe NPoBOANTCS C COBMOAEHNEM CUCTEMATU3ALUN eAMHUL, XPaHEHNS B ONUCK Aen,
LOKYMEHTOB, KOTOpas KonNupyeTca nepeg eauHULamMmn xpaHeHuns. CTpaxoBoMy KOMMPOBaHUIO NOANEXaT BCE
BXOASLINE B €eANHNLY XPaHEHWNS apXMBHble LOKYMEHTHI.

Mpy CTpaxoBOM KOMMPOBaHUN AeNa, KaK NpaBusIo, pacllMBKe He noanexaT. PaclunBka gen npon3BoanTCS B
NCKMOYNTENBHBIX CNTyYasax no COrflacoBaHMIO C PyKOBOACTBOM apXMBa MPU MOAHON HEBO3MOXKHOCTU
KOMMpoBaTh nepensieTeHHoe Aeno. Mo okoH4YaHuM paboThl Aeno nepenneTaeTcsa nabopatopuen nau
opraHuM3aunein - M3roToBUTENEM CTPaAX0BbIX KOMWIA 3aHOBO.

CTpaxoBoe KOMMPOBaHWE YHNKaIbHbIX JOKYMEHTOB M 0C0B0 LeHHbIX JOKYMEHTOB OCYLLECTBAAETCA B
COOTBETCTBUMN C TEXHOIOMMYECKUMIW PeraiaMeHTamMn 1 ApyrumMmn encTBYOWMMN HOPMATUBHO-
TEXHUYECKMMMN [OKYMEHTAMMU.

CTpaxoBom Konven apxnBHOro 4oKymeHTa Ha ByMa)kHOM OCHOBE SIBNSeTCS HeraTuBHas MmkpodopMa
(MMKpOUABM MAK MUKPOGULLA) 1-ro MOKOJIEHUS, U3roTOBAEHHasa Ha poTorpaduyeckon
ranoreHnpocepebpsHoON NaeHkKe COOTBETCTBYIOLLEro TUna MeTOA0M ONTUYECKOro poTorpaduposaHna
LOKYMEHTOB.

CTpaxoBoi KONuen KNHOAOKYMEHTa SBASETCA NepBas COBMELLEHHAs KOMWsa OpUruHana, N3roToBfieHHas Ha
njeHKe COOTBETCTBYIOLEr0 TMa METOAOM KOHTAKTHOWN nevaTu.

CTpaxoBoin kKonuen HoTOAOKYMEHTA ABASETCSA NepBas KONUSA OPUrMHana, M3roToBiaeHHas Ha (POTOMNIeHKe
COOTBETCTBYIOLLEr0 TUNa METOLOM PENPOAYLIMPOBaHNSA NN KOHTAKTHOM NeYaTy.

CtpaxoBon Konven hoToLOKYMEHTa SBNAeTCS nepBas KONUa opuruHana, M3roToBieHHas COBPEMEHHON
CUCTEMON 3anucu.

CTpaxoBoi Konven BMaeofoKyMeHTa ABAAETCS NepBas KONusa OpuruHana, 3roToBfieHHas B popmaTe
opuruHana cnocobom BMAE03BYKO3aNnCK Ha MarHUTHOW NieHTe.

Co3paHue, KOMNIEKT U cocTaB (hoHAa NOJIb30BaHUS

2.11.13.1. CoBOKYMHOCTb KOMMWIA apXUBHbIX OKYMEHTOB, BbIMOJIHEHHbIX Ha Pa3/INYHbIX MaTepuabHbIX
HOCUTENAX U NpefHa3HavYeHHbIX 415 UCNO0/b30BaHUA C LeNibio obecnevyeHns COXpPaHHOCTW OpUrHaNoB
APXUBHbIX OKYMEHTOB (fAasiee - (hOHJ MOb30BaHNSA), CO34aeTCA, Kak Npasuio, 04HOBPEMEHHO C
Co3[laHMeM CTPaxoBOro oHAa, a TakXe LeNneBbiM NOPSAKOM Ha Hanbonee NCNoJib3yeMble apXUBHbIE
LOKYMEHTbI, B Mpouecce apyrux paboT (paccekpeymBaHne apxmBHbIX JOKYMEHTOB, OpraHM3auns mx
NCNONb30BaHMNSA).

®oH[, N0SIb30BaHNA, U3rOTOBJIEHHbI OA4HOBPEMEHHO CO CTPaxoBbIM (DOHAOM, Co3haeTcs B 06a3aTelbHOM
KOMMEKTE, BKJOYaOLLEM:

AN apXUBHbBIX LOKYMEHTOB Ha ByMa)kHOW OCHOBE - 0AHY MUKPOMOPMY 2-r0 NMOKOAEHUS Ha
raforeHnnocepebpsiHoOM nieHke (HeraTUBHaAA UM NO3UTUBHASNA), U3rOTOBEHHYIO C HEraTUBHOM
MUKPOMOPMbI 1-r0 MOKONEHMS, N OOHY MUKPOMOPMY 3-r0 MOKONEHWS, N3rOTOBAEHHYIO C MUKPOMOPMbI 2-r0
MOKOJIEHMS;

ANA POTOLOKYMEHTOB - OAWNH MO3UTUBHBIA POTOOTNEYATOK U 0ANH AybNb-HeraTms;

ANS KNHOAOKYMEHTOB - 0HY MO3UTUBHYIO COBMELLEHHYIO KOMUIO, OANH MPOMEXYTO4YHbIN NO3UTUB
n306pakeHns 1 oAnH KOHTPaTUN POHOrpamMMmbl (415 3BYKOBLIX KMHOAOKYMEHTOB). M03UTUBHAA KONWS 1
NMPOMEXYTOYHbIN NO3UTUB M300paKeHNs AO0KHbI BXOAUTb B KOMMAEKT KUHOAOKYMEHTA, NMPUHNMAeMOoro Ha
NMOCTOAAHHOE XpaHeHwue. [lonyCcKaeTCcs AONOJHUTENIbHOE U3r0TOBEHNE (hOHAA NOJIb30BaHMA
KWHOLOKYMEHTOB B BUAe BuAeogoHorpamMm B popmaTtax Betacam un VHS;

AN POHOAOKYMEHTOB - O[LHY KOMUIO Ha MarHUTHON NIeHTe;

ONS BUOEOL0KYMEHTOB - 04HY Konuio B popmaTe VHS.

BktoyeHne B hoHA NOSIb30BaHMSA KOMUA apXMBHbLIX LOKYMEHTOB, B TOM YMC/1e Ha 3/IEKTPOHHbLIX HOCUTENSX,

Cka4aHo Ha canTe «3aKoHbl PO» — https://actrf.ru CTp. 26 13 68



CO3[aHHbIX B MpoLecce Apyrmx paboT, oCyLLeCTBASAETCS apXMBOM CaMOCTOATESbHO.

B choHA N0SIb30BaHMA BKIOYAOTCA KOMUU NOJIHOCTbIO CKOMMPOBAHHbLIX eANHWL, XpaHeHus. Konun
OTAENbHbIX aPXUBHbIX [OKYMEHTOB MOTYT ObITb BK/IOYEHbI B POHA NOJIb30BaHNA B COCTABE TEMATUYECKMX
noA60pPOK apXMBHbIX [OKYMEHTOB. [IpOBEPKa HANNYUSA U COCTOSHNSA, TEXHUYECKMNIA KOHTPOIb CTPAaxoBOro
doHAa 1 poHOa NONbL30BaHUSA

2.11.13.2. Bce cTpaxoBble KONUKM O/KHbI COOTBETCTBOBATbL OPUTrMHAy Kak Nno codep»XaHuto, Tak 1 no
PS4y BHELWHWX NPU3HAKOB.

M3roToBMTENb CTPaxoBbIX KONuin obecneynBaeT COOTBETCTBUE BCEX BbIMYCKAEMbIX KOMWI TpeboBaHNAM
LENCTBYIOWNX HOPMATUBHO-TEXHUYECKUX JOKYMEHTOB MO CTPAaX0BOMY KOMMPOBAHUIO.

Bce cTpaxoBble KOMMU NPOXOAAT TEXHUYECKUIA KOHTPOb B NabopaTopumn nam opraHu3aunn-n3rotosuTene,
cBefeHns 06 nx KayecTBe (PUKCUMPYIOTCS B aKTaX TEXHUYECKOr0 COCTOSIHUS KOMUIA CTPaxoBoro ¢oHaa (no
hopMaM B COOTBETCTBUM C OTPACNEBLIMA HOPMATUBHLIMU LOKYMEHTaMu).

Mpy Nprneme CTPaxoBbIX KOMWI MPOBEPSIOTCA MOJIHOTA BbIMNOJIHEHWA 3aKa3a Ha KOMMPOBaHWe, KOINYeCTBO
KOMWIA, KOMMAEKTHOCTb, NPaBWILHOCTb M MOAHOTA 3aM0JHEHNS aKTOB TEXHNYECKOro COCTOAHNS,
BM3YaslbHO-TEXHNYECKOE COCTOSAHNE KOMUI.

B npouecce xpaHeHNs CTpaxoBble KONUW noaaexat:

NpoBepKe HaNYMA N COCTOAHNS B LIeNAX YCTAaHOBIEHUSA PAaKTUYECKOr0 HaIM4Msa CTPaxoBblX KOMWIA, NX
COOTBETCTBUSA AaHHbIM Y4E€THbIX JOKYMEHTOB;

TEXHWYECKOMY KOHTPOJIO COCTOSHNA 1 CBOEBPEMEHHOMY NPOBEAEHUIO HEOBX0AMMBIX KOHCEPBALMOHHO-
NPOMUNAKTUHECKUX MEPOMPUATUN.

TeXHUYeCKUIN KOHTPO/Ib CTPaxoBOro hoHAa OCYLLEeCTBASETCS OANH pa3 B TPW rofa, Npy 3TOM KOHTPOJIIO
nofanexunt 20% CTpaxoBbiX KOMUI NPON3BOACTBA KaXKoro roja.

Pe3ynbTaTbl TEXHNYECKOTO KOHTPONSA PUKCUPYIOTCSA B SLOKYMEHTaxX 0 TEXHUYECKOM COCTOSAHUN CTPaxoBblX
KOMWi, rae farTCs 3aKI04eHns 0 HeobX0AUMOCTM U CPOKaX NPOBEAEHUS NPOGNNAKTUHECKMX 1
pecTaBpaLMOHHbIX paboT, N yCTaHaBIMBAOTCS CPOKM CNeAYIOWEr0 TEXHNYECKOr0 KOHTPONSA.

MpoBepKa HaM4msa 1 COCTOAHNA hOHAA MOJIb30BAHNS OCYLLECTBAAETCA C Lie/Ibio KOHTPOIA 3a
COXPAHHOCTbLI0 KOMWUIA 1 opraHn3aumm paboTbl N0 CBOEBPEMEHHOMY BOCCTAHOBAEHWIO (DOHAA MONb30BaHUS.
06beM 1 NeprMoanYHOCTb PaboThl MO NPOBEPKE HAMNYUSA U COCTOAHMSA (POHAA NOJSIb30BaHNA ONPEeENAIoTCS
C y4yeTom ero obuiero obbema, coctaBa, UHTEHCMBHOCTU BblAa4M KOMWUIA U HYaCTOThl X BOCMPOM3BEAEHNS, A
Tak)Xe yC/I0BWIA XPaHEHNS.

Mepenada cTpaxoBoro poH4a Ha cneuunasbHoe XpaHeHune

(M. 2.11.13.3 He pacnpocTpaHAeTCsa Ha FOCyAapCTBEHHbIE N MyHMLUMUNabHble My3en n bubnnotekuy,
opraHm3aunm POCCUNCKON akageMumn Hayk)

2.11.13.3. LeHTpanM30BaHHOE XpaHeHMe CTPaxoBoro oHAa OCyLLecTBAsSeT heaepasbHbIi
roCyaapCTBEHHLIN apxmB - LLeHTp XxpaHeHus cTpaxoBoro goHaa (UXCD).

XpaHeHue CTpaxoBoro poHAa rocyaapcTBEHHOro apxusa cybbekTa Poccunckon depepauyy n
MYHMLMMANbHOrO apXMBa MOXXET OCYLLEeCTBAATh CneumnanbHOe apXUBOXPaHUANLLE, pacrnosioXXeHHoe Ha
TeppuTopun cybbekTa Poccuinckon ®enepauumn.

Pa3pelueHne Ha nepefdavy CTpaxoBoro oHaa B LUXCP gaeT cneumasbHO YNOAHOMOYEHHbIM hefepasibHbli
OpraH UCNOJIHUTENbHON BNACTK B Chepe apxXMBHOIO AeNa No pesysibTaTaM pacCMOTPEHNS AOKNaAHOW
3anuckun hefepasbHOr0 rocyJapCTBEHHOr0 apxmBa UM YNoAHOMOYEHHOM O OpraHa UCMNOMHUTEIbHON
BnacTh cybbekTa Poccuickon ®enepaunm B chepe apxmMBHOrO Aesia 0 FOTOBHOCTU K OTMPABKE CTPax0BbIX
KOMUNA.

Pa3pelleHne Ha nepenady CTPaxoBoro hoHAa B CrieymanbHoe apXMBOXPaHUANLLE, PacrnonoXXeHHOoe Ha
Tepputopun cybbekTa Poccuiickon Penepaunn, rocynapCTBEHHOMY apxuBy cybbekTa Poccuinckon
defepaunn U MyHULMUMNAAbHOMY apXuBY AaeT YNOAHOMOYEHHbIN OpraH UCNOJIHUTENbHON BNacTh cybbekTa
Poccninckon degepaunm B chpepe apxXmMBHOro gesia Ha OCHOBaHUM AOKAA4HON 3annUCKU apxmBea 0
FOTOBHOCTW K OTNPaBKE CTPaXOBbIX KOMUNA.
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MNpuem-nepenaya CTPaxoBoro hOHOA OCYLLECTBASARTCH Ha OCHOBAHWUN NpUKa3a COOTBETCTBYIOLLErO
YMNOJIHOMOYEHHOI 0 OpraHa UCMNoJIHNTESIbHON BJIACTW B C(hepe apXMBHOIo AeJla akTOM YCTaHOBJIEHHOW
(bopMbl, K KOTOPOMY NpuiaratoTCs:

onncm 0cobo LEHHbIX Aen, AOKYMEHTOB MW KOMWMW ONUCeR fen, LOKYMEHTOB, C KOTOPbIX N3rOTOBJIEH
CTPaxoBON hOHA, UK nepeyveHb HOMePOB 0COB0 LieHHbIX fef, LOKYMEHTOB (HOMEPHUK);

onucKm rnepefaBaemMoro CTpPaxosoro PoHAa;

aKTbl TEXHNYECKOr0 COCTOSAHMSA KOMWIA CTPaxoBoro oHAa;

COMpPOBOAUTEIbHbIE JOKYMEHThI Ha TPAHCMOPTHYIO Tapy.

CTpaxoBble KONy B NOpsAKe pacrnosioXeHUs UX B ONUCK CTPaxoBoro hoHAa noMeLLalnTCca B
COOTBETCTBYIOLLYIO Tapy AJ1A TPAHCMOPTUPOBKY, MMEIOLLYIO MOPALKOBYIO HYMepauuio B npejesax
OTMNPaBASEMON NAPTMK, N HANPABASAIOTCS B ONJIOMBMPOBAHHbLIX KOHTENHEpax. B conpoBoanTENbHOM
LOKYMEHTE Ha TPaHCMOPTHYIO Tapy YKa3blBalOTCA €e KOJIMYECTBO U YNCJI0 CTPAXOBbIX KOMUIA B HER,
CTaBATCA NOAMUCY JO/MKHOCTHBIX JINL, OTBETCTBEHHbLIX 3a nepenayy.

AKTbl NpreMa-nepenayn ¢ NpUIoKeHNIMN NOMeLLaTCsA B OTAEJIbHYIO YNakoBKY C MOMETKON
"ConpoBoauTesibHble LOKYMEHThI".

OnnaTa pacxofoB Mo OTNPaBKe CTPaxoBoro PoHAa Npon3BoanTCS oTnpasuTeneM. CTpaxoBaHue
LOKYMeHTOB ApxnBHOro hoHaa Poccuinckon degepaunmn

2.11.14. CtpaxoBaHme fOKyMeHTOB ApxuBHOro oHaa Poccunckon depepaunm HanpasaeHo Ha
obecneyeHme nx COXpPaHHOCTK, BO3MeLLeHMe yiepba B Cnyvae KpaxKu, yTpaThl, MOBPEXAEHWNA N NHOMO
BO3MOXHOro ywepba.

CTpaxoBaHWo noanexar:

LOKYMeHTbl ApXMBHOIO hoHAa Poccuinckon defepauun, a Takxe noasexxalline Bo3BpaLleHno Ux Konuu,
BbIBO3MMbIE 3a pybe)X 419 3KCMOHUPOBAHNSA Ha BbiICTaBKax, pecTaBpaun Wan C ApyruMm Lensamu;
YHUKa/IbHble JOKYMEHTbI, NpefoCcTaB/seMble 015 3KCNOHUPOBAaHUSA Ha BbICTaBKaxX BHYTPU CTPaHbI.

B ncknounTenbHbIX Cilydasax non 06513aTenbCTBO B OrOBOPE O BO3MELLEHMN OPraHM3aToOpaMy BbICTaBKY
ywepba B C/iydae yTpaThl UM NOPYM YHUKANbHbIE LOKYMEHTbI MOrYT 3KCNOHMPOBaTLCS 6e3 cTpaxoBaHus
Ha opraHm3yeMmbix B Poccminckon deaepaunm BblCTaBKax.

CTpaxoBas oLeHKa LOKYyMeHTOB ApxunBHOro oHAaa Poccuiickon defepaunm NpoBOAUTCS B apXxmBe
KOMUCCUOHHO.

KaTeropusa ueHHOCTW OOKYMEHTOB ApXnBHOro hoHAa Poccuiickon ®egepaumm n pa3Mep ux CTpaxoBom
OLLeHKM YCTaHaBAMBAOTCA Ha OCHOBE CNeLuanbHbiX MeTOANYECKUX pa3paboTok.

Pe3ynbTaTbl CTPaxo0BOM OLIEHKU AOKYMEHTOB ApXUBHOro oHaa Poccunckon ®enepaunmn ohopMasOTCS
AKTOM CTPax0BOWN OLLeHKUN apXMBHbIX OOKYMEHTOB, KOTOPbIVA NPeAcTaBiseTcs B COOTBETCTBYOLLNIA
YMO/HOMOYEHHbIN OpraH UCNOAHUTENbHON BNacTK B Chepe apXMBHOMO Aena.

OgopmneHne BpeMEHHOr0 BbiBO3a AOKYMEHTOB APXMBHOIO (hoHAa

Poccuiickon ®epepaumm 3a pybex

2.11.15. Ina paccMoTpeHnst BONpoca 0 BOSMOXHOCTW BPEMEHHOIO BblBO3a JOKYMEHTOB APXMBHOIro oHaa
Poccunckon ®enepalimm apxus rnpeacrasnseT B CneumasnbHO YNOJHOMOYEHHbIN hefiepalibHblA OpraH
NCNOJIHNTEIbHOWN BJIAaCTK B Chepe apXMBHOro gena:

KOMWIO [,OrOBOPa O NPOBEAEHNM BbICTAaBKMN, PECTaBPaLMOHHbIX UK Apyrux paboT;

nepeyeHb LOKYMEHTOB ApXMBHOIO (hoHAa Poccuinckon deaepauum yCTaHOBAEHHOW POPMbI,
npegHa3HavyeHHbIX K BDEMEHHOMY BbIBO3Y;

KOMWW CTPaxXoBOro Noanca, rapaHTUM NPUHUMAIOLLER CTOPOHbI U FOCYAapPCTBEHHbLIX OPraHOB CTPaHbI
Ha3Ha4YeHUs B OTHOLUEHNM COXPAHHOCTU 1 BO3BPaTa BPEMEHHO BbIBO3UMBbIX KYJIbTYPHbIX LLEHHOCTEN;
NMUCbMEHHOEe NoATBePXXAEHNE YO0BAETBOPUTENIbHOIO (ON3NYECKOr0 COCTOSAHMUA JOKYMEHTOB APXUBHOIO
toHpa Poccuinckon ®epepalimmn, NO3BONAAIOLLENO X TPAHCMOPTUMPOBATL U AEMOHCTPUPOBATDL, @ TakxXe
HaJIM4Ms UX CTPaxoBbIX KOMWI;

pa3peLLeHne ynosHOMOYEHHOro opraHa UCNONHNTENbHOW BNacTu cybbekTa Poccuinckon depgepaumm B
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chepe apxMBHOro fena (ToNbKO A5 rocyapCTBEHHbIX apxuBoB CybbekToB Poccuiickon denepauun);
pa3peLLeHne opraHa MecTHOro caMoynpasiaeHns (TONbKO 415 MyHULUNANLHOr0 apXmBa);

Apyrne HeobxoanMble LOKYMEHTbI B COOTBETCTBMM C YCTAHOBIEHHbIM MOPSALKOM.

B COOTBETCTBMM C YCTAHOBMEHHLIM MOPSAAKOM FOCYLAaPCTBEHHON 3KCNEPTU3bl U KOHTPOJIS 3@ BbIBO30OM U
BBO30M KY/IbTYPHbIX LLEHHOCTEN AA5 NOJy4YeHNs CBUAETENbCTBA Ha NPaBO BbiBO3a KYJIbTYPHbIX LLEHHOCTEN
C TeppuTopumn Poccuiickon depepaunm yKasaHHble JOKYMEHTbI BMeCTe C 3aK/Il04YeHneM cneunanbHo
YNO/HOMOYEHHOr0 (hefepasibHOro opraHa UCNOAHUTENLHON BNacTX B Chepe apXMBHOMO AeNla 1 ApyruMu
HeobXx0aMMbIMM LOKYMEHTaMU NPeACTaBaSf0TCA B CNeLnasbHO YNOJHOMOYEHHbIN (hefepabHblil OpraH
NCNONHNTENLHOW BNAacTK B chepe rocyAapCTBEHHOr0 KOHTPOIA 3a BbIBO30M U3 Poccuinckon depepauum n
BBO30M Ha ee TeppuUTOpUIO KYbTYPHbIX LLeHHOCTEW.

[na npoaneHuns B 0Cobbix C/yYasix CpoOKa BPEMEHHOI0 BbIBO3a AOKYMEHTOB ApXMBHOIro (hoHAa Poccuinckon
depnepaumm apxus NpeacTaBaseT B CrneumansbHO YNoJAHOMOYEHHbIN dedepasbHbi OpraH UCNOAHUTESIbHON
BJIACTM B Chepe rocyAapCTBEHHOr0 KOHTPOJIA 3@ BbIBO30OM M3 Poccminckon ®epepauny 1 BBO3OM Ha ee
TEPPUTOPUIO KYJIbTYPHbIX LLEHHOCTE:

KOMUI0 JOr0BOPa O NPOAJIEHNMN CPOKA BbICTABKMW, peCTaBPaLMOHHbIX U apyrux paboT;

KOMWM CTPaxXoBOro Noanca, rapaHTUN NPUHUMAIOLLER CTOPOHbI U FOCYAapPCTBEHHbLIX OPraHOB CTPaHbI
Ha3Ha4yeHUs B OTHOLIEHNW COXPAHHOCTU 1 BO3BPaTa BPEMEHHO BbIBO3UMbIX KYJIbTYPHbIX LLEHHOCTEN;
3aKJ/l0YeHmne crneymanbHo YyNoJHOMOYEHHOro (hefiepaibHOr0 OpraHa NCMONHUTENbHOW BNacTu B cpepe
aPXVBHOrO fena;

Apyrne HeobxoanmMble LOKYMEHTbI B COOTBETCTBMMW C YCTAHOBAEHHbIM MOPSALKOM.

ObecneyeHne COXPaHHOCTN apXMBHbIX JOKYMEHTOB

npw Ype3Bbl4alHbIX CUTYaLMAX

2.11.16. K ype3BblHalHbIM CUTYaLIMAM OTHOCATCS 06CTOATENLCTBA, MPU KOTOPbIX HEBO3MOXXHO BbIMOJIHEHME
apPXMBOM B NOJIHOM 06beMe BO3/10XKEHHbIX Ha HEro 3afay B COOTBETCTBUM C TpeboBaHMAMM HACTOALLMUX
MpaBuna 1 Apyrnx HOPMaTMBHLIX MPaBOBbIX aKTOB, CO34AETCH Yrpo3a XNU3HW 1 34,0POBbLIO Nt0AEN,
COXPaHHOCTW apXMBHbIX OKYMEHTOB apXuBa.

K 4pe3Bbl4alHbIM CUTYaLMAM OTHOCATCA:

00bsIBNIEHNE CTENEHEN FOTOBHOCTU rPaXkAaHCKoW 060pPOHBI;

BBeJeHWe B LENCTBUE MJIAHOB rpakAaHCKoW 060pOHbI;

00bsIBNIEHME B roCcylapCcTBe (PermoHe, ropoae) pexvmmMa 4Ype3Bbl4atHOro Noj0XKeHNS;

no)xap, TEXHOreHHble KaTacTPodbl U CTUXUNHbIE BeACTBMSA, MOBANABLUNE HA XXN3HEOEATENbHOCTb apXnBa;
NCYE3HOBEHME UK NMOpYa apXUBHbIX OKYMEHTOB, XMLLEHME UK NOpYa UMYLLEeCTBa B pe3ybTaTte
NMPOHWKHOBEHWA B apXUB MOCTOPOHHMX NIOAEN NAN APYrNX NPOTMBOMPABHbIX AENCTBUIA;

aBapuu cUCTeM xusHeobecnevyeHns apxmea, a TakXXe 34aHUS apXxuBa;

CHATUE OXPaHbl apXuUBa;

Apyrue o6CToATENbCTBA, BbIHYXAAOLWME PYKOBOACTBO apXMBa NPUHATL pelleHne 06 3MeHeHun pexuma
paboTbl apxunBa WAN NPUOCTAHOBIEHUN €ro AEATENLHOCTH.

C y4eTOM BO3MOXXHbIX 4Ype3Bbl4aliHbIX CUTYaLMn apxmB pa3pabaTbiBaeT 1 Npu HEO6XOAUMOCTK
nepruoanyeckn nepecmMaTpmBaeT MaaHbl KOHKPETHbLIX MEPOMPUATUN N APYrMe HOPMATUBHbIE LOKYMEHTbI O
paboTe B 4pe3BblYalHbIX CUTYaLINAX.

MnaHbl 1 Apyrve LOKYMeHTbI N0 MOBMAN3aLMOHHON NOArOTOBKE, FpaXK AaHCKon 06opoHe apxuBa
pa3pabaTbiBalOTCSA B yCTaHOBAEHHOM MOPAAKE.

MnaHbl MEPONPUATUIA apxmMBa Ha CNyYal Ype3BblYaNHbIX CUTYaL MR, HE OTHOCALLMECA K MOBMIM3aLIMOHHON
NOAroTOBKE U rpakAaHCKOM 060poHe, [OMKHbLI COr1aCoBbIBaTLCA C OPraHN3aLUOHHbIMU 1
pacrnopsanTeNbHbIMN OKYMEHTaMK apXMBa, pa3paboTaHHbIMMK MO AMHUKM MOBWUIN3ALNOHHON NOATOTOBKM 1
rpaaaHCcKon 06OpOHBI.

C cofep>xaHneM njaHoB MeponpuaTUA 1 APYrUxX HOPMaTUBHbLIX LOKYMEHTOB, onpedensiownx paboTty
apXxuBa Npwu Ype3Bbl4alHbIX CUTYaLMAX, AOMKHbI BbITb 03HaKOMAEHbI PabOTHUKK apXxuBa B 4acCTu, UX
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KacatwLlencs, ¢ 06s3aTeslbHbIM BbINOAHEHNEM TpeboBaHWI, yCTaHOBIEHHbIX B OTHOLLIEHMU JOCTYNa K
CBeLleHMAM, COCTaB/IAOWMM roCyJapCTBEHHYIO TalHy.

BbinosiHeHWE B apxvBe MeponpuUATHiA, NpefyCMOTPEHHbIX NaaHaMmy MobMAN3aLMOHHON NOATOTOBKY 1
rPaaaHCKonM 060POHBI, OCYLLECTBASETCS COrNacHO 3TUM NaaHaM B YCTAHOBAEHHOM MOPSAKeE.

[ll. OpraHm3aumsa y4eTa LOKYMEHTOB apxXMBHOro oHAa Poccuinckon ®efepauimm n gpyrux apxmBHbIX
LLOKYMEHTOB B apXxmBe

3.1. OnpefeneHune KoaM4eCTBa 1 COCTaBa LOKYMEHTOB ApXUBHOro hoHAa Poccuinckon depepauum n
APYTUX apXMBHbIX JOKYMEHTOB B apXvBe B YCTAaHOBJIEHHbIX €MHMLaX y4eTa N OTPa)KeHune 3Toro
KOJIMYeCTBa M COCTaBa B YYETHbIX LOKYMEHTax 06ecneymBaloT OpraHn3aLMoHHY0 YNopsaa04eHHOCTb U
BO3MOXXHOCTb aflpeCHOro Nomcka apxXmBHbIX LOKYMEHTOB, KOHTPONA 3@ UX HAJIMYNEM U COCTOSHUEM.
ApxuB oCyLLeCTBASET rocyLapCTBEHHbIA Y4eT apXMBHbIX JOKYMeHTOB. COCTaB 1 NOPSAAOK BeAeHuUs
[OKYMEHTOB rocy4apCTBEHHOr0 y4eTa apXMBHbIX LOKYMEHTOB, B TOM Yucsie hopMbl MacrnopTa apxmsa un
nacropTa UCTOYHMKa KOMIMJIEKTOBaHWA apXxuBa, U MOPSALOK UX NpencTaB/ieHNs YCTaHaBIMBaOTCA
PernamMeHTOM rocyapCTBEHHOro y4eTa JOKyMeHTOB ApXUBHOro hoHa Poccuinckon denepaumu.

YyeTy nognexar:

XpaHsALLMecs B apxvBe apXrBHble JOKYMEHTbI, B TOM YMCe HeonncaHHble U HenpoguabHble 418 JaHHOIro
apXxuBa, a TakXXe CTPaxoBble KOMUU apXUBHbIX LOKYMEHTOB U KOMUW POHAA NOJSIb30BaHWS, ONUCK AeN U
LLOKYMEHTOB;

LOKYMeHTbl ApXMBHOMO (hoHAa Poccuinckon depepauun, a TakxKe LOKYMEHTbI MO IMYHOMY COCTaBy,
XPpaHsALWMecs B UCTOYHMKAX KOMIMJIEKTOBaHNSA apXu1Ba.

YyeT Npou3BOAMTCA NyTEM MNPUCBOEHNS apXUBHbLIM JOKYMEHTaM (eAMHMLaM XpaHeHUs/egmHuLam yyeTa)
YHYeTHbIX HOMEPOB, ABMAIOLLNXCA COCTAaBHOW YaCTbi0 apXUBHbIX LLINMPOB.

ApxmnBHbIN Wndp (0603Ha4eHNe, HAHOCMMOE Ha KaXXAyIo eAUHNLY XpaHeHuns ¢ uenblo obecneyeHus ee
yyeTa n naeHTUPUKaLum) CoOCToOUT U3 CIeAYIOLLMX 3IEMEHTOB: COKPALLEHHOro Ha3BaHUs apxuBea (ero
ouumnanbHon abbpesmnaTypbl) M HOMEPOB: apXMBHOIro HOHAA, ONUCK e, [LOKYMEHTOB, eANHULbI
XPaHeHUs, eanHNLbI y4eTa.

B cocTaB apxuBHOro wndpa eanHNLbI XpaHeHUs ayAV0BM3YyasibHbIX LOKYMEHTOB BK/IIOHAKOTCA TakxXe
0603Ha4veHnsa (bykBeHHbIe 1 LM(DPOBLIE) 3IEMEHTa KOMMNEKTa, pa3Mepa HeraTuea, BUAaa HoCUTens
3BYKOBOW UH(OPMaLUN; e ANHULBI XPaHEHNS 3/IEKTPOHHbLIX OKYMEHTOB - (hopMaTa 3anucu 1 Bmaa
HoCMTensa nHgopMaLunm.

3.1.1. JokyMeHTbl ApxruBHOro oHza Poccuiickon depepalimm, 0LHOBPEMEHHO BXOASALLME B COCTAB
My3einHoro doHga Poccninckon degepaunmn, y4nUTbIBalOTCSA B COOTBETCTBUN C MOPSAAKOM, YCTAHOBJIEHHbIM
HacToAwwmMY MpaBmnaMu 1 NOPSLKOM, yCTaHOBAEHHbIM CreLnanbHO YNONHOMOYEHHbIM (heaepanbHbIM
OpraHoM UCMOJSIHUTENbHON BRacTu Ana MysenHoro ¢oHaa Poccuinckon ®efepauuu.

[lokymeHTbl ApxnBHOro poHaa Poccuinckon ®egepauymnm, 04HOBPEMEHHO BXOAALLNE B COCTaB
61bAMOTEYHbIX POHAOB, YHUTHIBAOTCA B COOTBETCTBUM C HACcTOAWMUMY [paBuiaMu 1 NOpsLKoM,
YCTaHOBJ/IEHHbIM CMeLMaibHO YNOJHOMOYEHHbIM efepalibHbiM OpraHOM UCMOSHUTENbHOW BAacTu s
6rnbnnoTeyHbIX hoHIoB Poccuinckon depepauuu.

3.2. Y4yeT apXMBHbIX LJOKYMEHTOB B roCyJapCTBEHHOM apXxuBe, roCy4apCTBEHHOM U MYHULUMAJIbHOM
My3esx, bubnnoTeke, opraHusauny POCCMINCKON akageMnmn HayK OCYLLECTBASETCA CneunanbHbIM
nofpasfeneHneM Uan Bo3naraeTca Ha crneLlnasnbHO BbiAeneHHOro paboTHMKa.

B apxmBOXpaHWAULLE roCyapCTBEHHOI0 apxuBa, opraHm3aunm POCCUNCKOM akageMunmn HaykK Ha3HavaeTcs
paboTHMK, OTBETCTBEHHGIN 33 YYET apXMBHbLIX 4OKYMEHTOB apXUBOXPaHUANLLA.

YyeT apXMBHbIX LOKYMEHTOB, XPaHALMNXCA B UCTOYHMKAX KOMTMIEKTOBaHNSA apXuBa, OCyLLeCTBJIAETCA
cneunanbHeIM NOAPa3AeeHMeM apXxmBa UK BO3MaraeTcsa Ha cneumanbHO BblAeneHHOro paboTHuMKa,
OTBETCTBEHHOr0 3a OPraHM3aLunio KOMMJEKTOBaHUSA apXBa apXUBHbIMU LOKYMEHTaMM,

Y4yeT apXMBHbIX LOKYMEHTOB B MyHULMUMNAJIbHOM apXMUBe N apXUBHbLIX OKYMEHTOB, XPaHALLUXCA B €ro
NCTOYHMKAX KOMMAEKTOBAHMWS, OCYLLECTBAAIOT 3aBeAYIOWNA MyHULMNANbHLIM apXUBOM WM/UAK CneunanbHo
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BblAENEHHbIN PaboTHMK.

3anncy B y4YeTHble OOKYMEHTbI BHOCATCS TO/IbKO paboTHMKaMM, OTBETCTBEHHbLIMUN 3a YYeT.

3.2.1. B apxuBe pa3pabaTbiBatoTCA NOPALOK U CXEMA y4e€Ta apXMBHbIX JOKYMEHTOB.

MopanoK y4yeTa apXMBHbIX IOKYMEHTOB OMNpPeenseT COCTaB YHYETHbIX JOKYMEHTOB U YYETHbIX 633 AaHHbIX,
BEAYLUMXCS LLeHTPaNN30BaHHO U B KaXXA0M apXMBOXPaHUANLLE; 3aKpenaseT nocnefoBaTeslbHOCTb
BbIMONHEHNS paboT no yyeTy. CxeMa y4yeTa apXUBHbIX JOKYMEHTOB B rpaduyeckon opme pukcnpyet
nopsfoK yyeTa.

MopafoK 1 cxema y4yeTa apXUBHbIX JOKYMEHTOB B apXuBEe yTBEPXKAAOTCHA NPUKa30M PYKOBOAMTENS
(3aBepytowero) apxvaa(om).

3.2.2. Y4eTHble JOKYMEHTbI, KpOMe Onuncen ges, AOKYMEHTOB, NpeAHa3HavyeHbl 4ns cny>kebHoro
NnoJib30BaHWA 1 NONb30BaTENAM HE BbIAAKTCA. B 0TAEeNbHbIX CyYasX Nno peLleHnto pyKoBOACTBA apXuBa
MoXeT bbITb BblLaHO Aeno hoHAa.

3.2.3. XpaHeHue y4eTHbIX JOKYMEHTOB OCYLLIECTBASETCS B yCTAHOBAEHHOM nopsake (cm. n. 2.11.4.1.3).
EOVHUUBI y4eTa apXMBHbIX OOKYMEHTOB

3.3. OCHOBHbIMU eAUHNLLAMW Y4E€Ta apXNBHbIX JOKYMEHTOB HE3aBMCMMO OT BUAaA HocmTensd, cnocoba u
TEXHUKW 3aKpensieHnsa NHhopMaLnn SBASIOTCS apXMUBHBIA (OHA 1 eAnHWLA XPaHEHNS.
AyOnoBM3yasibHblE N 3IEKTPOHHbIE LOKYMEHTbI YHUTbLIBAOTCS TakXXe Mo eAUHULAM y4yeTa.

ApXVBHbIE LOKYMEHTbI IMYHOr0 MPONCX0XKAEHUS, NPOLLEALLINE TONLKO NEPBUYHYIO 00paboTKy,
YYMTBIBAOTCS MO AOKYMEHTAM WU ANCTaM.

Heynopsgo4eHHble apXnBHblE JOKYMEHThI (POCChIMNb) Y4MUThIBAOTCA N3 pacyeTa 150 amMcToB B 04HON
YCJIOBHON €4MHULLE XPaHEHNS.

3.3.1. B uenax HacToAwwmx MpasBun NCNoJib3y0TCA ClIefyoWwme NoHATUSA:

eanHMLa XpaHeHNS - hn3nyeckn 060CobNeHHbIE apPXMBHBIA LOKYMEHT WAN apXMBHbIE AOKYMEHTHI;
eOQNHNLA XPaHEHNS apXMBHbIX OKYMEHTOB Ha ByMar>kKHOM OCHOBE - AeJ10 - OTAeSbHbIN(e) apXMBHBbI(e)
NOKYMEHT(bI), 3aKt04eHHbIN(e) B 060c0b1eHHYI0 06110XXKY, Nanky;

eQNHNLA XpaHEHNS KNHOAOKYMEHTOB - n3nyeckn 060CobaeHHbIN PyOH KUHOMIEHKN AW MarHUTHOW
JIEHTbI C 3aMNnCblo N306pasnTesbHON U/MAKN 3BYKOBOWN MHGOPMaLIAN;

eaunHMLa XpaHeHNs hOTOAOKYMEHTOB - hm3nydeckn 06ocobneHHbIN Kagp (HeraTue, Aybnb-HeraTms,
no3uTuBe, Clang (Anano3nMTmB), HECKONLKO KaApOoB MaHOPaMHOW CbeMKM, (hOTOOTNEYaTOK, PYJIOH
Anadunbma, poToansbom;

eanHNLA XpaHeHns (OHOA0KYMEHTOB - n3nyeckn 060cobneHHble PYOH KMHOMIEHKW, MarHUTHOW WK
OyMa)KHOW NIeHTbl, KacCceTa, BOCKOBOW BaJIMK, ANCK C 3aMnCblo 3ByKOBOW MHOpMaLUu;

eaMNHNLA XPaHEHNS BUAEOLOKYMEHTOB - hn3nyeckn 060CobNeHHbIE PyIOH MarHUTHOW NIEHTHI, KacCeTa,
AVCK C 3anncbio n306pasnTensHOM 1 3BYKOBON UHGOPMaLUu;

eaNHNLLIA XPaHEHNS NEKTPOHHBLIX OKYMEHTOB - (hM3n4eCKN 060C0BNEHHBIN HOCUTEb C 3aMUChI0 YacTu
3N1EKTPOHHOr0 AOKYMEHTA, O4HOM0 MU HECKOJIbKUX 3/IEKTPOHHbLIX LOKYMEHTOB;

eoMHULA y4eTa KMHOLOKYMEHTOB - YaCTb €AMHULbI XPaHEHUS, O4HA UM HECKOJIbKO eANHNL, XpaHeHNs C
3anmncblo onpefeneHHoro huabMa, XXypHana, CnewBbinycka, CloXXeTa U T. n.;

egnHuLa y4eTa (POTOAOKYMEHTOB - O4HA MW HECKOJIbKO €4NHUL, XPaHEHNS C 3aMNCbi0 ONpeaeeHHoro
anaunibma;

efonHuLa y4eTa (POHOLOKYMEHTOB - YaCTb €4NHULbI XPaHEHUSA, O4HA U HECKOJIbKO eANHNL, XpaHeHNs C
3aMmncblo 3BYKOBOW MHGopMaLmy 06 onpeaefieHHOM CobbITUK, MPON3BEAEHNN INTEPATYPbI U NCKYCCTBA
(HECKONIbKMX MPOU3BEAEHNA NNTEPATYpPbI N NCKYCCTBA, 06beANHEHHbIX MO aBTOPCKOMY, TEMaTUYECKOMY
AN Opyrum npmusHakam) u 7. n.;

eQnHNLA yYeTa BUOEOLOKYMEHTOB - YaCTb €AUHULLbI XPaHEHUS, O4HA U HECKOJIbKO eANHWUL, XpaHeHNS C
3anuncblo onpefeneHHOro CloXXeTa, MPoN3BeAeHNA UTepaTypbl U UCKYCCTBA (HECKOJIbKUX NPOU3BeAeHMUN
NMTEepaTypbl U UCKYCCTBA, 06BEANHEHHBIX MO @aBTOPCKOMY, TEMaTUYECKOMY WM APYTrUM MPU3HaKaM) 1 T. n.;
eQNHNLA yYeTa 3NEKTPOHHbIX JOKYMEHTOB - YaCTb €4MHWLbI XpPaHeHWs, 04Ha UAN HECKOIbKO eQUHUL,
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XPaHeHUs € 3anucblo YacTy 31eKTPOHHOI0 AOKYMEHTa, OAHOI0 N HECKOJIbKMUX 3/1EKTPOHHbIX JOKYMEHTOB.
CncTeMa yyYeTHbIX JOKYMEHTOB apxusa

3.4. B apxvBe BeayTCs OCHOBHble (0653aTeNbHbIE) M BCMOMOraTeslbHble Y4eTHbIe OKYMeHTbl. COCTaB 1
(POPMbl OCHOBHbIX Y4YeTHbIX JOKYMEHTOB (KpOMe nacrnopTa apXuBoXpaHunLLa) onpenesieHbl HacToAWUMU
Mpasunamu. CocTas 1 YOPMbI BCMOMOraTesIbHbIX YY4ETHbLIX JOKYMEHTOB ONpeaessioTCca apXnBoM
CaMOoCTOATESIbHO.

3.4.1. B coCTaB OCHOBHbIX (0653aTeNbHbIX) Y4eTHbLIX JOKYMEHTOB apX1Ba BXOAAT:

KHUra yyeTa nocTynaeHnn LOKyMeHTOB (npunoxeHne N 5) - 415 y4eTa KaXX4oro nocTynaeHns apxXmsBHbIX
LLOKYMEHTOB B apXM1B, @ TaKXXe KOJIM4eCTBa 1 COCTaBa apXUBHbIX OKYMEHTOB, NOCTYMUBLUNX HA XpaHeHune
3a onpefesieHHbI XPOHOIOrMYeCKU Nepuos BpeMeHW; COCTOAHNS X ONUCaHUS;

cnncok oHaoB (npunoxeHne N 6) - 4Ns perncTpaunm NPUHATLIX Ha XPaHEHNE apXMUBHbIX (DOHAO0B,
NPUCBOEHNSA M HOMEPOB, Y4eTa KOIMYeCTBa apXMBHbIX (OOHA0B, HAXOAALMUXCSA HA XPaHEHNMN U BblObIBLLMX;
nncT hoHAa - 45 yyYeTa B paMKax apxXvBHOIro poHa KoIMYecTBa U CoCTaBa onucen fen, LOKYMEHTOB U UX
HyMepaLuuu, KoJIM4eCcTBa 1 COCTaBa apXMBHbIX LJOKYMEHTOB, COCTOSAHUS UX OMUCaHUSA, AUHAMUKN
M3MEHEHUIN MO KaXX[0W ONncK Aen, LOKYMEHTOB U apXMBHOMY (DOHAY B LIeSIOM, (OMKCALMN N3MEHEHWIA B
Ha3BaHUM apXUBHOIro (HOHAA;

JINCT y4yeTa ayanoBM3YyasbHbIX JOKYMEHTOB - [lJ1A y4eTa KOJIMYeCTBa ayanoBu3yasbHbIX JOKYMEHTOB
ornpenesieHHoro Buaa npu ux HedoHO0BOW OpraHn3aumnm; y4eTa n HymMepaLmm onucei ayamoBusyasbHbIX
LOKYMEHTOB, AUHAMUKUN X U3MEHEHUN;

onucCb fen, LOKYyMeHTOoB (MpunoxxeHus N 7-8) - s NoefUHNYHOro U CYMMapHOro y4yeTa apXUBHbIX
LOKYMEHTOB, 3aKpenJieHnsa nopsaka nx CMcTemMaTm3aunm, y4eTa n3MeHeHun B cocTase 1 06beMe apXUBHbIX
LLOKYMEHTOB, BKJIIOYEHHbIX B JaHHYIO OMUCH;

peecTp onucen aes, OKYMEHTOB - A1 PerucTpaLmm onucen fen, JOKYMEHTOB, y4eTa nx KoJn4yecTsa u
COCTaBa;

WHBEHTapHas KHWra yvyeTa fen, UMeLwmnx B 0POpMAEHNN UK B MPUIOKEHUN K HAM AparoLeHHble
MeTasl/lbl U KaMHMK, - 15 NOeANHUYHOr0 1 CYMMApHOro y4yeTa cocTaBa U COCTOSHUA Takux Aen;

nacnopT apxuBoxpaHuauLa (Mpon3BoabHOM POPMbI) - 415 CYMMapHOro y4yeTa apXuBHbIX (DOHL0B U
APXUBHbIX OKYMEHTOB AAHHOI0 apXMBOXPaHWINLLA;

JINCT y4eTa 1 ONnncaHus YHUKaNbHOrO JOKYMEHTa;

CNNCOK (hOHIO0B, COAEPXaLLNX 0C060 LeHHble JOKYMEHThI;

onncb 0Co60 LIeHHbIX AeN, LOKYMEHTOB 1n nepevyeHb HOMepOoB 0C060 LIeHHbIX Aen (HOMEpPHKK);

peecTp onucen 0cobo LEHHbIX AeN, LOKYMEHTOB;

KHWra yyeTta nocTyrnJeHUn CTpaxoBoro poHaa 1 poHAa NoJib30BaHUS;

OMNUCb CTPaxoBOro PoHaa;

neno poHAa - KOMMJIEKC AOKYMEHTOB M0 UCTOPUM UCTOYHUKA KOMMIEKTOBaHNA (hoHAo0bpa3oBaTens) u
aPXMBHOro (hoHAa, BEAYLUMNACA Ha KaXXAblA apXMBHbIA POHA, 06beANHEHHbI apPXUBHBIA (POHA 1 aPXUBHYIO
KOJIJIEKLMIO; MPY HEPOHLOBOW OpraHn3aLmm ayanoBru3yasnbHblX U 3J1EKTPOHHbLIX JOKYMEHTOB - A0
opraHusauuy - caaTynka LOKYMEHTOB;

NINCT-3aBepuTesb Aena - 415 y4eTa KomyecTsa ANCToB B Aene (npunoxeHue N 3);

BHYTPEHHASA ONUCb AOKYMEHTOB fieNna - ANs OeSl, B COCTaB KOTOPbIX BXOAAT YHUKabHbIe LOKYMEHTHI.

3.4.2. B cocTaB BCNOMOraTesibHbIX Y4EeTHbIX JOKYMEHTOB apXvBa BXOAAT:

KapTOYKU Y KHAMW ABUMXKEHWNS (DOHA0B, ONUCein Aef, LOKYMEHTOB, KHUIM y4eTa [OKYMEHTOB, NepeflaHHbIX B
LpYyrre apxuBbl, KHUMM y4yeTa (OHLOB Y JOKYMEHTOB, BblAe/IeHHbIX K YHUYTOXEHMNIO, KHUTN NOBUA0BOM0
yyeTa LOKYMEHTOB U Ap.

ApXU1B BrpaBe BeCTU Apyrue BCNoOMOraTesibHble yYeTHble LOKYMEHTbl, KOTOPbIE BK/IOHYAKOTCS B CXEMY yyeTa
LLOKYMEHTOB.

BcnomoraTesnibHble y4eTHble LOKYMEHTbI MOrYT BECTUCh Ha ByMaXKHOM W/Uan 31eKTPOHHOM HOCUTENSX.
O6wme TpeboBaHNA K y4eTHLIM LOKYMEHTaM apxuBa
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3.5. Y4yeT apXuMBHbIX OKYMEeHTOB nepuoda o 1917 rona segeTrcs pasfesibHO OT yYeTa apXUBHbIX
LOKYMEHTOB nepuoga nocne 1917 rofa ¢ CaMoCTOSATENIbHON NOPSAKOBOM HyMepaumen (GoHL0B.
VickntoveHne cocTaBSaIoT Creunann3npoBaHHbie apXnBbl, XPaHsALLME apXUBHbIE LOKYMEHTbI JINYHOIO
NPONCX0XKAEHNSA N ayANOBU3YaJIbHYIO OOKYMEHTaUMIO.

Homepa apxmBHbIX (hoHO0B neproga nocne 1917 roga B apxuBe AOJKHbI UMeTb MHAEKC "P", oTaensemMbli
OT umnpoBoro obo3HayeHNs HoMepa apxMBHOro oHaa vyepTown (P-1, P-2 m T. a.).

Homepa apXx1BHbIX (POHO0B NNMKBUANPOBAHHOIO MAapPTUINHOIO apXUBa, BKJIKOYEHHbIX B COCTaB apXMBHbIX
(hoHO0B roCcyapCTBEHHOIr0 apxuBa cybbekTa Poccuinckon denepaunn, gOMKHbI UMeTb nHAeKC "M",
OTAEeNSeMbIN OT LNGPPOBOro 0603Ha4YeHNa HOMepa apxuBHOro oHaa Yepton (M-1, N-2 n 1. 4.).
MNepeHyMepauunsa apXuBHbIX (OOHLOB MPOU3BOAUTCA B UCKJIIOYUTESIbHBIX CYHasX U TONIbKO C pa3speLleHuns
COOTBETCTBYHIOLLEro YyNoJHOMOYEHHOr0 OpraHa UCMNOMHUTEIbHOW BNacTu B cpepe apXMBHOro gena.

3.5.1. 3ameHeHMns B y4eTHble JOKYMEHTbI BHOCATCS TO/IbKO Ha OCHOBaHMM COOTBETCTBYIOLMX aKTOB (CM. M.
3.7.1, 3.7.2, 3.7.3), yTBEP)XXAEHHbIX B YCTAaHOBJIEHHOM MOPSOKE.

Mocne BHECEHUSA N3MEHEHWIA B YYETHbIE LOKYMEHThI aKTbl MOMELLaTCA B Aefo hoHaa, npy HepOHLOBOW
opraHM3aLnmn apxXMBHbLIX LOKYMEHTOB - B Ae/10 OpraHM3aummy - coaT4mMKa JOKYMEHTOB.

AKTbl HyMepyoTCA B Aesie hoHAa no BUAaM akTOB B BaJIOBOM MOPSAKE; Npu HEPOHAOBOW OpraHmM3aumm
APXMBHbIX LLOKYMEHTOB - B [ieJle opraHu3aunn - caatymka LOKYMEHTOB.

3.5.2. B KHUry y4yeTa NOCTynaeHnn 4OKYyMEHTOB (NpuioxxeHne N 5) nocnenoBaTelbHO BHOCATCS BCe
NepBMYHbLIE N MOBTOPHbLIE MOCTYMNIEHUSA apXUBHbLIX JOKYMEHTOB. KaXk[oe nocTynjeHne B npegenax
OTYETHOro roga noJsiydaeT NopsAKOBbIA HOMEP B BasOBOW MOCAeA0BaTENbHOCTH.

ExxerogHo Ha 1 sHBaps NOABOAUTCA UTOM KOJIMYECTBaA NOCTYNMUBLUNX 3@ rof, apXMBHbIX LOKYMEHTOB.
3.5.3. B cnncok oHAoB (MpunoxeHne N 6) apxmBHbIN HOHJ, 3aMMCbIBAETCS TOIbKO OAMH pa3 npu Nepsom
NOCTYMNJeHUN B apxmB. He fonycKkaeTcs BHeCeHne apxMBHOro poHAa B CNUCOK (hOHOO0B paHee NocTynJeHns
ero apxmBHbIX LOKYMEHTOB Ha XpaHeHue.

Homep, MpnCBOEHHbIN apXMBHOMY (POHAY MO CMUCKY (DOHAOB, ABASETCA €ro y4eTHbIM HOMEPOM,
COXPaHAETCA 3a HUM BO BCEX YYETHLIX LOKYMEHTaX.

B cneunann3npoBaHHOM apxuBe LOKYMEHTOB MO JIMYHOMY COCTaBy K HOMepy apXMBHOro hoHAa,
NPVUCBOEHHOMY KOMMJIEKCY LOKYMEHTOB MO IMYHOMY COCTaBy (hoHA006pa3oBaTens, Yepes Apobb
nobaBnseTcs HoMep apXxMBHOro hoHAa, 3a KOTOPbIM y4YTeHa AOKYMEHTaLNS N0 OCHOBHON AeATENIbHOCTH
dhoHOoobpa3oBaTens.

[na y4yeTa apxmBHbIX (DOHA0B UCMOJIb3YIOTCA HOMEPa B BaJIOBON NOCNEA0BATENLHOCTY, a TakXe
"cBob0aHbIE HOMEpPA" - HOMepPa apXMBHbIX (POHA0B, apPXUBHbIE JOKYMEHThLI KOTOPbIX paHee Bblan BblgeneHbl
K YHUYTOXKEHWNIO B YCTAHOBJIEHHOM MOPSAKE UN BKJIOYEHBI B COCTaB 06beMHEHHbIX apXMUBHbIX (POHA0B 1
KOTOpble paHee He NCMOJIb30BaJIUCh.

Homepa yTpayeHHbIX, NepefaHHbIX B APYre apXuBbl apXBHbLIX POHAO0B, @ TaKXKe HOMepa apXMBHbIX
(oHA0B, BOLWEALNX B COCTaB 06 beAUHEHHOr0 apXMBHOro hOHAa, apXUBHbIE OKYMEHTLI KOTOPbIX paHee
MCMNO0/b30BaINCh, HE MOTYT ObITb MPUCBOEHbI BHOBb MOCTYMUBLLMM apXWBHbIM (DOHAAM.

O6befnHEHHbIe apXMBHbIE DOHIbI U APXMBHbLIE KOIIEKLMM YYUTBLIBAOTCS Ha 06LLIMX OCHOBaHMSAX.
O6bennHeHHOMY apxuBHoMy oHay, 06pa3oBaHHOMY M3 apXUBHbIX (DOHAOB, PaHEe YHTEHHbIX
CaMOCTOATENbHO, MPUCBAUBAETCSH HOMEP O4HOM0 N3 apXUBHbLIX (DOHO0B, BKJILOYEHHbIX B €r0 COCTaB.
Ha3BaHne apxuBHOro oHAa BHOCUTCS B CMNCOK (DOHAOB Ha OCHOBAHMM MCTOPUYECKON CrpaBKy UK
TUTYNBHOIO JINCTa OMUCK Lel, LOKYMEHTOB.

Ha3BaHne apxnBHOro hoHAa COCTOUT M3 NOAHOro 1 (B CKobkax) ohunLmanbHO MPUHATORO COKPaLLEHHOO
Ha3BaHMA hoHOoobpa3oBaTensa C ykasaHMeM ero NoOAYNHEHHOCTU, MECTOHAXOXAEHNS, KpallHUX aaT
CyLlecTBoBaHUA. Ecnim Ha3BaHue hoHLoo6pa3oBaTens MeHAN0Ch, TO B CNNCKe (POHAOB YKa3bIBaeTCS €ro
nocnegHee Ha3BaHMe B paMKax Nepuoa, 3a KOTOPbIA MPUHATLI apXUBHbIE LOKYMEHTHI.

Ha3BaHne 06beANHEHHOr0 apXMBHOMO (hOHAA COCTOUT 13 0606LLLEHHOr0 Ha3BaHWA BKJIIOYEHHbIX B HETO
apXUBHbIX DOHAOB, N3 Ha3BaHUSA PyYKOBOAALEN opraHn3aumm n 0606 eHHOro Ha3BaHNsa NOAYNHEHHbIX €N
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OopraHu3auui, N3 NepeyHs Ha3BaHWn CMEHABLUMX APYr ApYyra opraHu3aunin. KOHKpeTHbIe Ha3BaHWs BCeX
OpraHu3aunii, apXxmBHble OOKYMEHTbI KOTOPbIX BOLJIM B 06 beAMHEHHbIN apXUBHbIA POHA, @ TaKXe UX
neperMeHoOBaHNS yKa3biBalOTCA B INCTE (POHAA.

Ha3BaHne apxvBHOro HoHAA JIMYHOr0 MPOUCXOXKAEHUSA COCTOUT U3 hamMuann 1 MHULMANOB NnLa, ero
ncesBAOHUMa, TUTYNa, paHra, 3BaH1S; Ha3BaHMe apXUBHOro (hoHAA CeMbU UK POAa - U3 PaMUANA K
WHNLUNANO0B raBHbIX Y1€HOB CEMbU WK POAA W UX TUTYJ/IOB, PAHIoB, 3BaHU. PaMunanm, NMeHa, 0T4HeCTBa,
TUTYJIbl, PAHI Y, 3BaHWA, POLACTBEHHbIE OTHOLLEHMWS BCeX YJ1IeHOB CeMbU UM POLa YKa3blBalOTCA B JINCTE
doHaa.

B Ha3BaHWM apXMBHOW KOJINEKLMW YKa3blBaeTCa Npu3Hak (NpusHakn) ee hopMmnpoBaHus, a npu
HeobXxoaMMOCTU - N ee COCTaBUTENb (NPeXXHNA Bnagenel, cobnpaTtenb KOANEKLMn).

ExxeronHo Ha 1 saHBaps K CNUCKY (POHO0B COCTaBNAAETCSA UTOroBas 3anncb O KOJIMYECTBE apXMBHbIX (DOHA0B,
MOCTYMMBLUMX W BbIBLIBLUMX B TeYeHMe rofa, 1 0bLleM KoIMYeCcTBE apXmnBHbIX (DOHAO0B, HAXOAALLMXCS Ha
XpaHeHUn B apxuBe.

Cnncok (hoHA0B 3aKJII04aeTCa B TBEPAYI0 0610XKKY, IMCTbI HYMEPYIOTCS, COCTaBNAETCS IMCT-3aBEPUTENb.
MNepeneyaTka cnncka POHLOB OCYLLECTBAAETCA TOJIbKO C pa3peLleHns COOTBEeTCTBYIOLLEro
YNOJIHOMOYEHHOI 0 OpraHa UCMoJIHUTEIbHON BJIACTW B Chepe apXMBHOro Aena. B 3ToM cnyyae B CMCOK
oHL0B 0653aTeNIbHO BHOCATCSA HOMEPa, Ha3BaHWS U OCHOBaHUA BbIOLITNA BCEX apXMBHbIX POHAOB, HOMEpa
KOTOPbIX 3aHMMaTb 3anpeLLaeTcs.

3.5.4. JInCT poHAa COCTaBAAETCH Ha KaXAbl apXUBHbIA POHA. B HEM Y4UTLIBAIOTCS BCE apXMBHbIE
LOKYMEHTbl apXMBHOI0 (hoHAA, BKOYaA HEOMUCAHHbIE N CeKPETHbIE.

JlncT hoHaa MoxeT BbITb MepecocTaB/IeH TOJILKO B C/y4ae, eCAN OH HEMCNPAaBMMO MOBPEXAEH UK
nepectaeT oTpaxaTb (hakTU4eCcKoe COCTosHME N 06BEM apXMBHOMO hOHAA, nocse nepepaboTky apXnBHOIo
oHOa nam co3gaHns obbeAUHEHHOr0 apXMBHOIo hoHAa, YTOYHEHUS nctopun oHaoobpasoBaTens. B
Cny4ae nepecocTaBsieHns NucTa oHAa paHee AeNCTBOBABLUMI ANCT (hOHAA NoMellaeTcs B Aeno doHaa. B
BEPXHEM MPaBoM yray 06omx NMCTOB hoHAa AenatoTcs oTMeTKU: "JICT nepecocTassieH" C yKa3aHMeM Aathbl
nepecocTasneHns, LO/HKHOCTU U NOAMNNCK NNLLa, OTBETCTBEHHOMO 3a Y4eT.

JINCTbl hOHAOB XPaHATCA B NOPSALKE HOMEPOB apXMBHbLIX POHAO0B B Manke. K Kax4on nanke coCcTaBnseTcs
JINCT-3aBEPUTENb, FE YKa3blBAOTCS HavYabHble N KOHEYHbIE HOMEPa apXMBHbLIX hOHA0B 1 obLiee
KOJINYeCTBO apXmMBHbIX POHAOB, IMCThI KOTOPbLIX HAX0AATCA B Marke.

K nuctam hoHOOB BeAyTCSA yKa3aTenm 415 onepaTUBHOIO NOUCKa B apXMBE apXUBHbIX OKYMEHTOB TOW WK
WHOM opraHm3aumm.

3.5.5. JlncTtbl yyeTa ayanoBm3yanbHbIX JOKYMEHTOB COCTABAATCA NpU HE(OHAO0BOW OpraHn3aLunm
APXUBHbIX OKYMEHTOB pa3fe/lbHO Ha Pa3/inyHble BUAbl KWHOMOTOMOHO- 1 BUAEOLOKYMEHTOB. [opaaok
HyMepauun N XpaHeHUs NCTOB y4yeTa ayAnoBMN3yasbHbIX JOKYMEHTOB aHaNorn4yeH nopagky Hymepauum un
XPaHeHUs NCTOB (POHIOB.

3.5.6. B onucu gen, nokymeHToB (NpunoxxeHnsa N 7-8) eQNHNLbI XpaHEHNS/€AMHNLbI Y4eTa YYUTHLIBAIOTCSA B
COOTBETCTBUM C X CUCTEMATU3ALMEN 3a NOPALKOBbIMUA Y4ETHLIMU HOMEPaMM.

HoMepa fien ¢ TeKCTOBOW CONPOBOAUTENbHON JOKYMEHTaUNEN K ayANOBU3YasibHbIM JOKYMEHTaM LOJIKHbI
COOTBETCTBOBATb Y4€THbIM HOMepPaM ayaNoBM3YyasbHbIX LOKYMEHTOB.

Onucam gen, LOKYMEHTOB NPUCBANBAlOTCA yYeTHbIE HOMepa Mo JIMCTY hoHAa; Npu HehOHLOBOK
opraHu3auuny apxmMBHbIX LOKYMEHTOB - M0 JIMCTY y4yeTa ayAn0BM3YyasibHbIX JOKYMEHTOB OMNpefeeHHOro
BMAa.

He ponyckaeTcs NpMcBOeHUE ONuUCAM Aesi, LJOKYMEHTOB OAUHAKOBbIX YYETHbIX HOMEPOB, 3@ UCK/II0YEHNEM
C/lyyaeB, NpegycMoTpeHHbIX n. 3.7.7.

B KOHLe onvcy gesn, LOKYMEeHTOB BO BCEX €e 3K3eMnisapax AenaeTca UTorosas 3anucb, B KOTOPOM
YKa3blBaOTCA KOIMYECTBO HAaXOAAWMXCSA HA XPAHEHNN eQUHUL, XPaHEHWS/€ANHUL, YHeTa, NepBbI U
nocnefHNN HOMepa eanHNL, XpaHeHa/eQUHUL, y4eTa no ONnCK, OroBapMBatoTCa UMEIOLLMeCs NponycKu
HOMEpOB, NTEPHble HOMepa, BbibbIBLUME e 4NHNULLI 1 OCHOBAHWE UX BbIOLITHS.
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B MTOroBom 3anncu K onncy gen apxmeHoro hoHAa JMYHOMO NPOUCXOXKAEHUS, BKIOYAKOLWEN e ANHNLLbI
XpaHeHNs/e ANHULbI yHeTa Ha PasJsinyHbIX HOCUTENAX, LONOJHUTENbHO YKa3biBaeTCa KOIMYECTBO TaKuMX
eQNHUL, XpaHeHNs/eanHnL, yYeTa.

Mocne KaXaoro NoCTynaeHns Un BbiBbITUS apXUBHbIX JOKYMEHTOB COCTABNAETCSA HOBasA UTOroBas 3anunch
K OnucK aesn, LOKYMEHTOB, KOTOpas NOAMNUCLIBAETCA ee COCTaBUTeNeM C yKa3aHWeM LO/DKHOCTU U AaThbl
COCTaBNEHNS.

Ecnv onuck fen, LOKYMEHTOB COCTOUT 13 HECKOJIbKMX FOL0BbIX Pa3fiefioB, TOMOB, UTOr0Bas 3anuch
COCTaBSAETCS K KaXXA0MYy rofoBOMY pa3fesy, TOMy; KpoMe TOro, K KaxAoMy nocneayoLweMy roaosomy
pasfeny, TOMy B HapacTaloLLeM nopsake CoOCTaB/AeTCa CBOLHAA UTOroBas 3anuch.

Kaxzasa onucb ges, LOKYMEeHTOB, TOM OMWUCK e, LOKYMEHTOB AO/DKHbI UMEeTb JINCT-3aBepuTesb
(npunnoxxeHune N 3).

3aKoHYeHHasa onNuch Aef, LOKYMEHTOB A0JKHA BKJ0YaTh, Kak npaBmno, He 6onee 9999 eanHuL XpaHeHus,
egnHuLY, yyeTa.

ApXMB LOJDKEH UMETb 3 3K3eMMapa onucen Aen, LOKYMEHTOB, NePBbIA N3 KOTOPbIX ABSETCA CTPaxOoBbIM.
Ecnn onucb gen, LOKYMEHTOB NepecocTaBsieHa, TO OAUH K3EMNAAP paHee AeNCTBOBaBLUEN ONMCK gen,
LOKYMEHTOB BKJIt0O4AE€TCA BO BHOBb COCTABJIEHHYIO ONUCH fesl, LOKYMEHTOB 3a NOCAeHUM Y4EeTHbIM
HOMEpPOM, OCTaJIbHbIE 3K3eMMNASAPbI BEIAENATCA K YHUYTOXEHMNIO B YCTAHOBIEHHOM NOpsKe.

3.5.7. lNo peecTpy onucen BefeTcs NOEANHNYHbLIA 1 CyMMapHbIA y4YeT onncen aen, LOKYMeHTOB apxuBa. B
3aBUCMMOCTHY OT opraHm3aunm paboTsl MO y4YETYy B apXMBE peecTpbl ONNCEN BEAYTCA B paMKax
APXUBOXPAHUANLL, FOCY4apPCTBEHHbIX apPXMBOB /UMW apXmBa B LIEJIOM, YTO OTPaXXaeTCs B CXeMe yyeTa
LOKYMEHTOB. Ka)01n HOBOW ONUCK Aen, AOKYMEHTOB NPUCBanBaeTCa 04epeHON NopsaKoBbIA HOMED Mo
peecTpy, KOTOpbIA NpocTaBaseTcs Ha 0610XKKe onucy fen, JOKYMEHTOB B BEPXHEM JIEBOM Yry.
ExxerogHo Ha 1 AHBaps B peecTpe onucein COCTaBAAETCA UTOroBas 3anncb 0 KOJIMYeCTBE oNncen gen,
AOKYMEHTOB, NMOCTYMMBLUMX W BbIObIBLLUMX B T€YEHME FrOf4a B apXmB, 1 UX 06LLEM KONMYECTBe.

3.5.8. MacnopT apxmMBoXpaHUIMLLA COCTABAAETCA €XXEerogHO KaXKablM apXUBOXPAHUIIULLEM N OTparkaeT
00bEM pa3MeLleHHbIX B HEM apXUBHbIX (OOHIO0B, A U apPXUBHbIX OKYMEHTOB.

MokasaTenn nacnopTa apxnBOXpPaHWIMLLA ONPeaenaoTCa apXMBOM CaMOCTOATE/bHO C y4eTOM COoCTaBa U
COCTOAHMSA XPaHALLNXCA B KOHKPETHOM apXUBOXPaHWMINLLE apXMBHbIX AOKYMEHTOB.

3.5.9. leny hoHAa NpncBanBaeTCs HOMEp apXMBHOro hoHAa, Ha KOTOPLIN OHO 3aBedeHo. B neno doHaa
BKJIOYAIOTCA: MCTOPUYECKAs CNpaBka Nno nctopum oHfo00bpa3oBaTens u NCTOPUN apXMBHOMO (HOHAA;
aKTbl, (PUKCUPYIOLLNE N3MEHEHWS B COCTaBe 1 06beMe apX1BHOro hoHAa, B TOM YMCAE aKTbl O
paccekpeynBaHn LOKYMEHTOB; KOMWA XapaKTePUCTUKM apXMBHOIro (hoHAa, COCTaBAEHHON As
nyTeBoANTENS (CMPaBOYHMKA); MHCTPYKLMK No paboTe C apXMBHLIMU AOKYMEHTaMW apXMBHOIro hoHAa, B
TOM 4ucsie No yCOBepLUEeHCTBOBaHMIO U nepepaboTke onucen fen, LOKYMEHTOB, CXeMbl CUCTEMATU3aLUn
APXUBHbIX OKYMEHTOB apXnBHOro hoHAa.

Eciin apXxmBHble LOKYMEHTbI, MOAJIeXallne BKIOYEHNIO B e10 (DoHAa, HAaXOAATCA B COCTaBe e ANHNLY
XPaHeHus, To B Aesi0 (hoHAa BKAOHAETCS CrpaBka C NepedynciieHneM 3TuX eauHUL XpaHeHns n nx
APXUBHbIX LN POB.

Hena doHpos opraHos KIMNCC, BJIKCM, B KOTOpbIE BKJIIOYEHbl apXMBHbIE LLOKYMEHTHI MO UCTOPUK (hOHL0B
NepPBUYHbIX NAPTUAHBIX U KOMCOMObCKUX OpraHm3auni, pacopMmpoBaHnio He nogaexart. B gena oHOoB
NepBUYHbIX MAPTUAHBIX 1 KOMCOMOJIbCKMX OPraHmn3aLmnii NOMeLLalnTCs CNpaBKu CO CBEAEHUAMU O
HaX0XXAEHUN apXBHbIX LOKYMEHTOB MO UCTOPUW AaHHOro hoHAa B Aene Apyroro oHaa.

Jena hoHA0B, BoWeALWNX B COCTaB 06beAMHEHHOIr0 apXMBHOIro (POHAA, BKJIIOYAKOTCA B ero Aeno goHzaa.
JoKyMeHTbl fena hoHAa A0/KHbI ObITb MPOHYMEPOBaHbI C COCTaB/EHWEM NNCTa-3aBepuTens, MOALWNTbI
(MpoLHYpOBaH:I), 3aK/04eHbl B TBEPAYI0 0610XKKy. K aeny hoHAa COCTaBNAETCS BHYTPEHHSAA onnck. [lena
(POHOOB XPaHATCA B MOpsALKe HOMEPOB (DOHLIOB.

CocTaB OOKYMEHTOB fesla OpraHu3aumm - UICTOYHNKA KOMMIEKTOBAHUSA LOKYMEHTOB Npu HehOHA0BOWN
opraHu3auny apxmMBHbIX LOKYMEHTOB aHaJIOrM4eH COCTaBy LOKYMEHTOB Aefa PoHAaa.
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O6uwme TpeboBaHMA K y4eTHbIM Ba3am AaHHbIX

3.6. Y4yeTHble 6a3bl gaHHbIX (Bl) B apxmBe obecneymBatoT: MHHOPMALIMOHHYIO MOAAEPXKKY YHeTa; BeAeHue
LeHTpaIM30BaHHOro rocyiapCTBEHHOro yyeTa LOKYMEHTOB B @aBTOMATU3MPOBAHHOM PeXUME;
ornepaTMBHOE NpeLcTaBneHNe CBELEHNIN O HAaNNYMK B apXrBe AOKYMEHTOB TOro WJn MHOMO
toHpoobpa3zoBaTens.

MNepeyeHb PeKBU3NTOB y4eTHbIX bl hopMmmpyeTCcs B COOTBETCTBUN C MOKA3aTeI MU OCHOBHbIX
(0693aTeNbHbIX) YyH4eTHBIX LOKYMEHTOB apXmBa 1 onpefenseTcs cneunansHo YNoIHOMOYEHHbIM
thefepanbHbIM OPraHoOM UCMOJIHUTENBHON BJIACTW B Chepe apXMBHOro gena.

YyeTHble B[l apxuBa LOSKHbI ObITb COBMECTWMbI C y4e€THbIMU B[l COOTBETCTBYIOLLEr0 YNOAHOMOYEHHOMO
opraHa UCNosHWTENbHOW BAAcTU B chepe apXmnBHOro fena.

Y4eT noCcTynneHns n BoblbbITUS apXNBHBLIX OKYMEHTOB

3.7.1. Y4eT noCTynjieHns apXmBHbIX LOKYMEHTOB B apXMB OCYLLECTBASETCA Ha OCHOBAHWN:

aKTa npueMa-nepenayn [OKYMEHTOB Ha XpaHeHue (npunoxeHue N 9);

aKTa npueMa Ha xpaHeHue JOKYMEHTOB JIMYHOro npomcxoxaeHus (npunoxerHve N 10).

ApPXVBHbIe LOKYMEHTbI CTAaBATCS Ha YY4ET Tak)Xe Mo pe3ysibTaTaM NpoBefeHUs OTAeNbHbIX BUAOB apXMBHbIX
paboT (cm. n. 3.7.3).

Bce npuHATbLIE B apXMB apXUBHbIE AOKYMEHTbI BHOCATCS B KHUTY y4YeTa NoCTynneHnn LoKyMeHToB. Kaxabln
BMepBble NMOCTYMUBLLMIA B apXMUB apXUBHbIN (hOHA, 06bEeANHEHHbIN apXMBHbIA (POHI, apXMBHAA KOJIIEKL NS
3anncblBaeTCs B CNNCOK (hOHAOB (NpunoxxeHue N 6), Ha Hero 3anoJIHATCA JINCT (hOHAA, KapTOYKK
yKa3aTesnsa K INCTy doHAda, 3aBoanTcs Aeno ¢oHaa. Ha ayanoBun3syasbHble JOKYMEHTbI MPU UX He)OHI0BOW
opraHu3auuy 3anoJIHAIOTCA INCThI y4eTa KUHOPOTOMOHOLO0KYMEHTOB 1 BUAEOAOKYMEHTOB. Ka)kaas
BNepBble NOCTYNMBLLAS ONUCh e, LOKYMEHTOB YYNTLIBAETCA B peecTpe onucen.

CooTBeTCTBYIOLNE YYETHbIE CBEEHUSA B YCTAHOBJIEHHOM MOPSALKE BHOCATCA Takxe B y4yeTHble BI.

3.7.2. Y4eT BbIObITMA apXUBHbIX LJOKYMEHTOB U3 apX1Ba OCYLLECTBAAETCS Ha OCHOBAHWN:

aKTa 0 BblAEJIEHUN K YHUHYTOXEHUNIO JOKYMEHTOB, HE NoAnexallnx xpaHeHuto (npunoxeHue N 11);

aKTa 0 HencCrnpaBMMbIX NOBPEXAEHUAX LOKYMEHTOB;

aKTa npueMa-nepenayn [OKYMEHTOB Ha XxpaHeHue (npunoxeHue N 9);

aKTa 0 HeoBHapy>XeHUn LOKYMEHTOB, NMYTW PO3blCKa KOTOPbIX UcYepnaHbl (npunoxxexme N 2);

aKTa BO3BpaTa LOKYMEHTOB COOCTBEHHUKY;

aKTa 06 N3BbATUMN NOLJIMHHBIX EANHNL, XPaHEHWNS, LOKYMEHTOB.

ApXUBHbIe JOKYMEHTbl CHUMAIOTCA C y4eTa TakXXe B pe3y/ibTaTe NPoBeAeHUs OTAeSbHbIX BUAO0B apXMBHbIX
paboT (cm. n. 3.7.3).

Heobxoamnmble N3MEHEHNS BHOCATCS B OCHOBHbIE (0653aTe/bHbIE) U BCMOMOraTe ibHbIE YYETHbIE
LOKYMeHTbl apxusa. lpy 3ToM B cliyyae:

BbIOLITMS BCEX aPXMNBHbLIX OKYMEHTOB ONUCK Aes, AOKYMEHTOB HOMEP 3TON OMWCK APYTUM ONUCAM e,
LOKYMEHTOB He NpUCBanBaeTCa 1 0CTaeTCa cBOBOAHLIM; B peecTpe onucen AenaeTcs COOTBETCTBYIOLLAS
OTMETKa;

BbIOLITMS apXnBHOro oHaa B cnucke oHaos (npunoxeHne N 6) B rpade "OTMeTKa 0 BblbbITUN"
yKa3blBaeTCA, Kyaa Bblbbl apXBHbIN DOHA, N aKT, Ha OCHOBAHWW KOTOPOr0 OH BbIObI.

Mpy nepenaye apxmMBHOro hoHAa M3 OLHOr0 apxmea B APYron nepefatoTcs 3 3K3eMnaspa onucy gen,
LLOKYMEHTOB U1 aeno oHaa. Konus onucy fes, LOKYMeHTOB OCTaeTCs B apXvBe-CAaTY/Ke U B KavyecTse
NPUIOXKEHUS K aKTy npreMa-nepefayv JOKYMEHTOB Ha XpaHeHue (npuaoxeHne N 9) BkovaeTcs B
APXMBHBIA POHA apXMBa-CAaTYMKA.

Mpu BbIgENEHUN K YHUHTOXKEHUIO BCEX apXUBHBIX LOKYMEHTOB apXMBHOIo (hOHOA OOUH 3K3eMMasp ero
onuncen fen, LOKYMEHTOB W JINCT (hOHLa NOMeLLaTcs B Aeso hoHaa. [eno poHaa BKIIOYaeTCa B
APXVBHBIA POHA apXuBa.

3.7.3. KOIM4eCcTBO apXMBHbIX JOKYMEHTOB apX/MBa U3MEHSAETCA B pe3yJibTaTe:

BbIBEPKM YYETHbIX JOKYMEHTOB, N0 MTOraM KOTOPOW BbISIBJIEHbI OLLIMOKK, AONYLLEHHbIE NPK NoACHeTe
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KOJINYECTBa XPaHALLMXCA apPXMBHBIX LOKYMEHTOB;
NPOBEPKUN HANNYUSA N COCTOSHUS apPXUBHBIX LOKYMEHTOB, B X04€ KOTOPON 0BHapy XeHbl HEYYTEHHbIE, 3a
JINTEPHLIMN UK NPONYLLEHHBIMU HOMEPaMy e AMHULbI XpPaHEeHUA/eANHNLBI YHeTa;

pecTaBpaLny apXMBHbIX LOKYMEHTOB, NOC/Ie KOTOPOW OAHO Ae/0 pasfesieHo Ha HeCKONbKO aer;

OMMCaHNA apXMBHbIX JOKYMEHTOB, NepepaboTku onucen aen, LOKYMEHTOB, B MPoLEeCcCe KOTOPbIX BO3MOXHO
pasfesneHune nan obbeguHeHne eANHNL, XpPaHeHNa/e[UHNL, yYeTa.

OcHOBaHMEM L1 BHECEHNS N3MEHEHUI B y4ETHbIE LOKYMEHTbI U y4eTHble B[l No pesynbTaTaM yKa3aHHbIX
paboT sBAsOTCA:

aKT 0 TEXHUYECKNX OLIMOKAX B YHETHbIX JOKYMEHTaX;

aKT 06 0bHapy>XeHUN LOKYMEHTOB, HE OTHOCALLMXCA K JaHHOMY apXuBy, (POHAY, HEYYTEHHbIX U T. 4.;

aKT 0 pasgeneHun, obbeanHeHUN Sefl, BKIYEHUN B [e/10 HOBbIX JOKYMEHTOB;

aKT OMnCaHNa AOKYMEHTOB, NepepaboTku onuncen.

YyeT yHMKabHbIX JOKYMEHTOB 1 0C0B0 LieHHbIX LJOKYMEHTOB

3.7.4. YHUKaNbHble LOKYMEHTbI NognexaT cneunasbHOMy rocy1apCTBeHHOMY y4eTy B [0CyaapCTBEHHOM
peecTpe yHMKasbHbIX LOKYMEHTOB ApXMBHOro hoHaa Poccuinckon depepaunn, NOPSAOK BEAEHUS KOTOPOro
onpeLenseTcs cneynasbHO YNOJHOMOYEHHbIM (hefepalibHblM OPraHoM UCMOSHUTENIbHOW BNacTu B chepe
APXMBHOrO fieNna, U rocyfapCTBEHHbIX peecTpax YHUKaNbHbIX JOKYMEHTOB apXUBHbIX (hOHA0B CyObEKTOB
Poccninckon degepaunn.

Ha yHVUKanbHble JOKYMEHTbl COCTaBAATCA JMCTbI y4eTa 1 ONUCaHUs YHUKabHbIX JOKYMEHTOB.

3.7.5. YyeT 0c060 LieHHbIX JOKYMEHTOB BEAETCH MO:

CNUCKY (hOHLO0B, copepxaLnx 0cobo LeHHbIE JOKYMEHTHI;

onncaM 0cobo LieHHbIX Aefl, LOKYMEHTOB UK nepeyHsM HoMepoB 0C0B0 LeHHbIX AeN (HOMepHUKaMm).

B onucax 0cobo LeHHbIX Aefl, AOKYMEHTOB 3@ HUMMW COXPaHAITCS UX MpeXXHUe yYeTHble HoMepa.

Onuck 0c060 LEeHHbIX fen, 4OKYMEHTOB COCTaBNAETCA Ha 0C060 LeHHbIe JOKYMEHTbLI O4HON 1K
HECKOJIbKNX OMNuCe fefl, LOKYMEHTOB apXMBHOMO POHAA B 3aBUCMMOCTM OT KOJIM4eCTBa 0C060 LIeHHbIX
eUNHNL XpaHeHns/eAnHUL, y4eTa B AaHHOW ONUCK B HEO6XOAMMOM A5 apXMBa KONNYECTBE IK3EMMIAPOB.
Ecnn 60NbLWMHCTBO apXMBHbIX JOKYMEHTOB MO ONUCK feN, LOKYMEHTOB ABAAOTCSA 0C0B0 LeHHbIMK,
0TAeNbHasA ONUCb 0CO60 LIEHHBIX AeN, LOKYMEHTOB He COCTABAAETCA, @ KOMMPYETCA NMEeKLWasacs onncb. B
TakKOM CJlydae K Hell COCTaBNAETCSH HOMEPHUK.

CBefeHuns 0 KONMPOBaHMM 0CO60 LieHHbIX A&, LOKYMEHTOB B Lie1SX CO34aHNs CTPaxoBoro hoHAa BHOCATCA
B COOTBETCTBYOLLME ONUCK 0COO0 LIeHHbIX AeN, LOKYMEHTOB UM HOMEPHMKIK MO Mepe NpoBeAeHNs NX
CTPaxoBOro KOMMpPOBaHUS.

B nToroson 3anmcu yKka3blBaeTcs obLiee KOAMYeCcTBO 0C060 LIEHHBIX eANHULL XPaHEHNSA/e AMHUL, YYEeTa,
BKJIIOYEHHbBIX B OMUCb WM HOMEpPHUK. [0 3aBepLIeHnM KOMMPOBaHNSA BCEX eANHUL XpaHeHWa/eONHNL, y4eTa
Nno faHHOM ONUCKU NI HOMEPHUKY yKa3blBaeTcsa: "Bce efMHMLLI XpaHeHUa/eANHWLbI YHeTa CKONMMPOBaHbI,
haTa, OOJIKHOCTb, NOANUCL".

Onwucm 0cob0 LieHHbIX Aef, AOKYMEHTOB U HOMEPHUKM Y4YMTbIBAOTCA B peecTpe onncen 0cobo LIeHHbIX fen,
LLOKYMEHTOB.

Mpy OTHECEHUN apXMBHbIX LOKYMEHTOB K 0C060 LieHHbIM B onucax B rpadge "MpumedvaHna" HanpoTuB
3aron0BKOB COOTBETCTBYIOLMNX €AMHUL XpaHEHUS/e ANHWL, y4eTa NPOCTaBAAIOTCAa OTMeTKM "OLL".

B Apyrux y4eTHbIX LoKyMeHTax oTMeTKa "OL" npocTaBiseTcs K HOMepy apXMBHOIro ooHAa, HOMepy onucu
LeJl, BOOKYMEHTOB; flaHHas OTMeTKa ABNIAeTCSA CyXeOHOW N He BXOAWUT B apXVBHbIN WGP e[UHNL,
XpaHeHus/eAnHNL, yyeTa.

Y4YeT CeKpPEeTHbIX N pacCeKPEYEHHbIX apXMBHbIX JOKYMEHTOB.

OdopMieHMe paccekpeyeHHbIX gen

3.7.6. Y4eT CeKpeTHbIX apXMBHbIX JOKYMEHTOB BeeTCs B COOTBETCTBUN C HOPMATUBHbLIMW MPABOBbLIMY
[OKYMEHTaMW. B y4eTHbIX OKYMEHTax N apXuBHbIX WNDPaxX eANHUL, XpaHeHNA/eANHNL, yHeTa CeKpPeTHbIe
apXVBHbIe (POHAbI, ONNCK e, LOKYMEHTOB, eANHWLbI XpPaHeHUs/eAUHNLLI y4eTa 0603HavYaloT NHLEKCOM
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"c" (cekpeTHO), "cc" (coBepLUEHHO CeKpeTHO), "oB" (0cob0oM BaXXHOCTHN).

3.7.7. 3MeHeHunA B y4eTHble OKYMEHThI N0 pe3y/ibTaTaM pacCekpeynBaHUs apXUBHbIX JOKYMEHTOB
BHOCSATCS Ha OCHOBaHMWM aKTa O pacCeKpeYmBaHMm OKYMeHTOB (mMpunoxeHne N 12).

ApXUBHbIe (POHAbLI, ONUCK AeSl, LOKYMEHTOB U eAUHULbI XpaHeHUs/e AMHWLbI yYeTa, BKYatoLwme Hapsaay ¢
CEKPETHbIMN HeCEeKpeTHbIe (paccekpeyeHHble) LOKYMEHThI, B YH4ETHbIX JOKYMEHTaxX 1 apXMBHbIX LUKMdpax
edNHUL, XpaHeHns/eanHnL yveTa 0603HavYaoTCa NHOAEKCOM "cY" (CEKPETHO YacTUYHO).

Mpwn paccekpeymBaHMM BCEX eAMHUL, XpPaHEHUS/eAUHNLL y4eTa No CEKPETHON OnucKu e, JOKYMEHTOB
[laHHasa onmncb TakXXe pacCcekpeynBaeTcd, nepefaeTcs Ha OTKPbLITOE XpaHEHUE N yYNTLIBAeTCA B JINCTE
oHa 3a TEM XXe HOMepOoM, Ho 6e3 nHaekca "c", KOTopbIN 3a4epKMBaeTCa Ha 06J10XKKe N Ha TUTYIbHOM
NINCTe faHHOW onucuK. B npaBoM BepxHeM yriy 0610XKWN U TUTYSILHOO NCTa ONWUCK Aefl, LOKYMEHTOB
npocTaBnseTcs wramn "PaccekpeyeHo".

Mpwn paccekpeymBaHMM HYacTy e N apXUBHbIX LOKYMEHTOB N0 CEKPETHON ONuUCK Aes, AOKYMEHTOB Ha
paccekpeyeHHble fena N apXUBHble LOKYMEHTbLI COCTaBAAETCSA OTAENbHasA ONnCh Aesl, LOKYMEHTOB, HOMepa
eNHUL, XpaHeHs/eAMHNL, y4eTa B KOTOPOW OCTalTCA NpeXXHUMU. [1na BasoBON HYMepaunm Takux e AUHULL
XpaHeHus/eANHUL, y4eTa UCnosib3yeTcs rpada 2 onucu fes, LOKYMeHToB. HoBas onuch gen, LOKYMEHTOB
BMeCTe C pacCekpeyeHHbIMN fenaMu U apXMBHbIMU LOKYMEHTaMU nepefaeTcs Ha OTKPbITOE XpaHeHNe,
Y4UTbIBAETCS B NCTE (POHLOB 3a TEM XXEe HOMEPOM, Y4TO U CeKpeTHas, Ho be3 nHaekca "c".

Mpwn paccekpeynBaHm BoNbLUEN YAaCTW A€ N aPXMBHBLIX JOKYMEHTOB MO CEKPETHOM ONWUCK Aen,
LOKYMEHTOB C JaHHON OMWUCK CHUMAETCS KOMWA, MPW KOMMPOBAHWUMW 3arofioBKM € AUHNLL XpaHeHWa/e AnHUL,
y4yeTa, OCTaB/IeHHbIX Ha CEKPETHOM XpaHeHUN, 3aKpbiBalOTCA. Konus onucy Ha paccekpeyeHHble fesa un
apXUBHbIE LLOKYMEHTbI NepelaeTcs Ha OTKPbITOE XpaHeHne. B ak3emMniape onucu e, JOKYMEHTOB,
OCTaBLUENCA Ha CEKPETHOM XpaHeHUN, COXpaHAeTCa UX Hymepauusa. B nucte ¢oHAa Takasa onunch
YYUTbIBAETCHA ABaXKAbl: 3K3EMMIAP OMUCK, OCTABLUUACSA HA CEKPETHOM XpaHeHuH, - C COOTBETCTBYIOLLEN
NHOEeKCaLMen CEKPETHOCTM, CKOMMPOBAHHbIN 3K3eMMAp, NepeaaHHbIN Ha OTKPLITOE XpaHeHue, - 6e3
nHaoekca "c".

Mpy paccekpeymBaHUM OTAENbHbIX €AUHNUL, XPaHEeHWA/eQUHUL, YHeTa N0 CeKPeTHOW onucuK aen,
LOKYMEHTOB OHW BKJIIOYAKTCS B ONUCH AN, LOKYMEHTOB OTKPbLITOr0 XpaHeHMa COOTBETCTBYIOLEro
APXUBHOrO (POHAA 3@ NIMTEPHLIMU HOMEPaMK UK B BaJIOBOW NOC/Ief0BaTEbHOCTMW.

B onucax oen, LOKYMEHTOB, OCTAlOLWMXCA Ha CEKPETHOM XpaHeHuu, B rpade "lMpumedaHums" npoTus
3aro/I0BKOB pacCeKkpeyeHHbIX eANHWL, XpaHeHUa/eANHWL, y4eTa NpocTaBiseTcs wramn "PaccekpeyeHo". B
cnyvae, Korfa paccekpeyeHHble eQUHULbI XpaHeHUs/e AMHWLbI y4eTa BKI0YeHbl B ONUCh e, LOKYMEHTOB
OTKPbITOr0 XpaHeHWs (3a INTEPHbIMK HOMEPaMW UK B BaJIOBOW MOC/e00BaTE/IbHOCTM), B CEKPETHON ONUCK
B rpade "MpumeyaHna" yKasbiBaeTCS UX HOBbLIA HOMeEP.

Mocne paccekpeyrBaHWA K ONUCAM Lesl, LOKYMEHTOB OTKPLITOr0 Y CEKPETHOr0 XpaHeHUs COCTaBNIAOTCS
HOBble UTOroBbIe 3anncy 06 obbeMax haKTNHECKN YHTEHHBIX B HUX eAVHWL, XpPaHEHUS/eAUHNL, yYeTa.

Mpy paccekpevmBaHUM OLHOMO UM HECKOJIbKMX apXMBHbIX LOKYMEHTOB B COCTaBe CEKPETHOro fiesia OHO
OCTaeTCs Ha CEKPETHOM XpaHeHun. K apxnuBHoMmy LWngpy Ha 0610xKe aena K uHaekcy "c" nobaensercs
bykBa "4". HomMepa NMCTOB pacCeKkpeYeHHbIX apXMBHbLIX JOKYMEHTOB NEPeYMCftoTCs B rpagde
"MpuMeyaHna" HaNpOTKB 3aro/I0BKa YaCTUYHO PaCCEKPEYEHHOrO fefa, a TakXXe BO BHYTPEHHEN OnuncK
nena. Mpu oTCYyTCTBUW B Aefie BHYTPEeHHeN ONucKu CBeeHUs 0 pacCekpeYeHHbIX apXmBHbIX OKYMEHTaxX
0TPaXkalTCA B JIMCTe-3aBepuTesie C yKasaHMeM HOMEPOB COOTBETCTBYHOLLMX JINCTOB.

B npaBoM BepxHeM yryy 06/10)KK pacCeEKPeYEHHOro iefla NpocTaBnseTcs wramn "PaccekpeyeHo". HaeKc
“c", "ee" nnun "oB" B HOMepe fena 3a4yepkuBaeTCs.

YyeT apXUBHbIX LOKYMEHTOB JIMYHOI0 NMPOUCXOXKLEHUA

3.7.8. Y4eT nocTynjeHNIN apXnBHbIX LOKYMEHTOB JINYHOIO NPOMNCXOXKOEHNS, NepefaBaeMblX
cobCTBEHHUKOM B (hefepanbHyto COBCTBEHHOCTb, B COBCTBEHHOCTL CybbekTa Poccuinckon ®egepauum nam
MYHULMNANbHY0 COBCTBEHHOCTb, BEAETCSA Ha OCHOBAHUN aKTa NPWEMa Ha XpaHeHne LOKYMEHTOB JIMYHOI0
npoucxoxgeHus (npunoxeHue N 10). K akTy npunaratioTcs CLaTO4HAs ONUCh apXUBHbLIX JOKYMEHTOB U
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peLleHne 3KCNepTHO-MPOBEPOYHON KOMUCCMM apXUBa UM 3KCNEPTHO-NPOBEPOYHON KOMUCCUN
YNO/HOMOYEHHOr0 OpraHa NCNOJIHMTENbHON BNacTu cybbekTa Poccuinckon ®epepaunm B chepe apxXmBHOro
aena (panee - 3MK) o npueme 3TUX [OKYMEHTOB B apXuB.

YyeT AdPXUBHbLIX OOKYMEHTOB JINYHOI O MPONCXOXAEHNA, HaX0AALLNXCA B YacTHOM C06CTBeHHOCTI/I,
nepefaHHbIX N0 AOrOBOPY Ha XpaHEHMe B apXmB, OCYLLECTBASETCA B YCTAHOBIEHHOM NopsiaKe (CM. n.
3.7.11).

Vi3mMeHeHUs KoNn4ecTBa U COCTaBa apXMBHbLIX JOKYMEHTOB IMYHOMO MPONCXOXKAEHUS B pe3ybTaTe ux
OnMcaHnsa OKYMEHTUPYIOTCSH akTOM ONMUCaHNS LOKYMEHTOB, Ha OCHOBAHWM KOTOPOr0 BHOCATCA U3MEHEHUS
B y4€THble JOKYMEHThI. Ha OOKYMEHThI, He nognexallne XpaHeHUo B apxXnBe, COCTaB/1A€TCA aKT BO3BpaTa
LOKYMEHTOB COBCTBEHHUMKY B BYX 3K3eMMaspax, OAMH U3 KOTOPbIX BMeCTe C JoOKyMeHTaMu nepefaercs
COBCTBEHHUKY.

He ponyckaeTcs XpaHeHWe B apXMBe HeYyYTEHHbIX apXUBHbLIX OKYMEHTOB JIMYHOMO NPOUCXOXOEHMS.

YyeT OOKYMEHTOB MO JIN4HOMY COCTaBy

3.7.9. Y4yeT LOKYMEHTOB MO JINYHOMY COCTaBY, 3@ UCKNOYEHMEM NPUHATLIX MO AOrOBOPY Ha XpPaHeHne B
apXuB LOKYMEHTOB MO IMYHOMY cocTaBy (cM. M. 3.7.11), ocyLlecTBAAETCS Ha 06LNX OCHOBaHMAX.

YyeT Konm4yecTBa XpPaHALWNXCA B apXmnBe AOKYMEHTOB Mo JINYHOMY COCTaBYy NMpPOBOAUNTCA Ha OCHOBE UX
nofcyeTta no nanMctam HOHAOB U ONUCHAM AeN Mo JIMYHOMY COCTaBy C (PUKCaLMen pe3ynbTaToB Mo KaXaoMy
hoHAOY M CYMMapHO MO apXuBY B KHUIe y4yeTa LOKYMEHTOB MO JINYHOMY COCTaBy (MPOM3BOALHON (hOPMbI).
Mo pesynbTaTtam NpoBefeHNs 3KCNepTU3bl LLeHHOCTU JOKYMEHTOB MO JINYHOMY COCTaBy Mo UcteveHun 75-
JIETHEro CPoKa NX XpPaHEHNSA B Y4E€THbIE OKYMEHTbI BHOCATCS COOTBETCTBYIOLME N3MEHEHNS. YYeT aen,
MMeLWnx B OCII)OpMJ'IeHI/IVI OparoueHHble MeTasl/ibl U KaMHN

(n. 3.7.10 He pacnpocTpaHAeTCa Ha rocylapCTBEHHbIE U MyHULMNAbHbIE My3en 1 Bubnnotekn)

3.7.10. ApxuB, XpaHsaLWMN ena, mMeroLne B oQopMaeHNN NN B MPUIOXKEHUN K HAM OparOLeHHble
MeTaslflbl U KaMHW, B COOTBETCTBMUU C 3aKOHO4aTeNbCTBOM Poccunckon depepauny perncTpupyeTcs B
COOTBETCTBYHOLLEN MHCMEKUUN NpobupHOro Haa3opa MuHucTepcTBa hruHaHcoB Poccuiickon ®epepaumm.
YyeT yKa3aHHbIX [leNl OCyLLeCTBAAET MaTepuasibHO OTBETCTBEHHOE JIMLL0, C KOTOPbIM PYKOBOAUTESNb apXuBa
3aKJ/l04aeT JOroBOP O MaTepuasibHON OTBETCTBEHHOCTU 3@ COXPAHHOCTL U yYeT Aes, UMEeoLWwmX B
oqoopmneva NN B NPUNIOXEHUN K HAM JparoueHHble MeTaslJibl U KaMHI.

YKa3aHHble flena nepefalnTcs MaTeprasbHO OTBETCTBEHHOMY NULLY Ha CeldoBOe XpaHEHMEe, 0 YeM
[leSlaeTCs COOTBETCTBYOWAA oTMeTKa ("ceihoBoe xpaHeHne") B onncu Aes, AOKYMEHTOB, U BKJIOHAOTCA B
cneumnanbHY0 UHBEHTAPHYIO KHUTY y4eTa Aes, UMELWNX B 0QOPMAEHUN WX B MPUIOXKEHUN K HUM
AparoueHHble MeTansbl U KaMHW. [laHHas MHBEHTapHas KHWra COCTaBAAETCA U BEAETCA B 3 dK3eMnasapax.
MepBbI 3K3EMMIAP XPAaHUTCA B NOAPA3LeSIEHNN, OCYLLECTBASIOWEM LEHTPaIM30BaHHLIN (B pamKax
apxuBa) y4yeT LOKYMEHTOB, BTOPOW - Y MaTepuasbHO OTBETCTBEHHOI0 nLa, TpeTuin - B byxrantepum
apxuBa.

[lena BHOCATCA B MHBEHTAPHYIO KHUTY MO MNOPSAAKY HOMEPOB apXMBHbIX (OOHA0B U ONUCEN AeN, LOKYMEHTOB,
a BHYTPU Ka)XA0W onncK aen, LOKYMEHTOB - Mo NopsaKy HoMepoB Aen. Ha Bupke, npukpennsemon K
06n10)KKe Ka)koro gena (Npegmeta), yKasbiBaeTCs HOMEP, 3@ KOTOPbIM OHO YHTEHO B MHBEHTAPHOM KHUTE.
Homep npocTtaBnseTcs Yepes apobb C apxmBHbIM WKdpom (Hanpumep, nHe. N 1/FTAP®, ¢. 572, on. 1, a. 17).
K MHBEHTApHON KHUIre COCTaBASETCS MTOrOBas 3annch, B KOTOPOM LnpaMu 1 NPONNCLIO YKa3biBaloTCA
KONINYeCTBO Aen (NpefMeToB), BHECEHHbIX B KHUIY, laTa COCTaBAeHMs UTOrOBON 3anuncu, LOMKHOCTb U
hamMnna MaTepuasbHO OTBETCTBEHHOMO ANLa.

JINCTbI MHBEHTAPHOM KHWUIMM A0 Havasla ee 3arnoaHeHMs NPOHYMEPOBLIBAKOTCSA, MPOLUHYPOBLIBAIOTCS 1
CKPEennaTCa nevyaTblo apxmBa. Ha obopoTe nocnenHero MMCTa KHArM AefnaeTcs 3anncb 0 KONYecTse
JINCTOB B KHUIe, KOTOPas 3aBepsaeTca NognucaMm pykKoBOAUTENA apXuBa, r1aBHOro XxpaHutens poHLOB U
CKpennseTcs nevyaTbio apxusa.

E)xxerogHo cneunanbHON KOMUCCHER, CO3haBaeMol NpMKasoM PyKOBOAUTENA apXxuBa, MPOBOAMTCA
WMHBEHTapM3aLmsa ge, MMeoWwmx B 0h0pPMAEHNN UAN B MPUNOXKEHNN K HUM AparoueHHble MeTaslbl 1
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KaMHW. IHBeHTapm3aLuma NpoBOANTCA TakXe, B CJly4ae CMeHbl MaTepmasibHO OTBETCTBEHHOIO /LA,
PYKOBOAUTENA apXMBa, M1aBHOIr0 XpaHUTens PoHA0B. Pe3yibTaTbl MHBEHTApM3aLumn opopMASIOTCA aKTOM,
COCTaBAAEMbIM B TPEX IK3EMMISPaAXx, OAUH N3 KOTOPbIX HaNpaBiAeTCs B COOTBETCTBYOLLMN
YNOJIHOMOYEHHbIA OpraH UCMONHUTENIbHON BNAaCTU B Cpepe apXUBHOMO Aena. YYeT apXUBHbIX LOKYMEHTOB,
HaxoAAWMXCa B HaCTHON COBCTBEHHOCTM,

MPUHATLIX MO [LOrOBOPY Ha XpaHeHWe B apXuB

3.7.11. YyeT nokymeHTOB ApXxnBHOro oHaa Poccuinckon ®depepaunm, NpUHATLIX MO AOrOBOPY Ha XpaHeHue
B apXMB Ha OCHOBaHMM aKTa npueMa-nepenayn SOKYMEHTOB Ha XpaHeHue (npunoxeHue N 9),
OCYLLECTBJIAETCA B OCHOBHbIX Y4YETHbIX LOKYMEHTaX apxmBa € CobntofeHneM cnefyowmnx oCobeHHoCTeN:

B KHUre y4eTa NoCTyrieHnn LOKyMeHTOB (MpunoxeHune N 5) yka3blBatoTca cO6CTBEHHMK UK BnageneL,
LOKyMeHTOB (rpadha 3), HoOMep 1 AaTa akTa npueMa-nepenayu (rpadga 4), gata nognucaHNsa 4Orosopa o
nepefaye u CPoOK AENCTBUSA LOrOBOPA;

npw BKJILDYEHMMN apXUBHOIO hoHAa B CNUCOK oHO0B (npunoxxeHue N 6) kK ero Homepy n06aBnseTCs NHOEKC
"0" ("norosop"), KOTOPbLIA COXPAHSAETCA 3@ HAM BO BCEX YY4ETHbIX JOKYMEHTaXxX Y apXMBHbIX WNpax eanHuL
XPaHeHus, eamHunL, yqeTa; B rpage "MpumedaHma" cnucka poHO0B TakXXe YKa3blBaloTCA COBCTBEHHMK Uan
BNajeneL apxXvMBHbIX LJOKYMEHTOB, faTa NoANUCaHNa U CPOK AeACTBUA AOroBopa.

Konn4ecTBo apxmBHbIX (hOHA0B, MPUHATLIX MO LOrOBOPY Ha XpaHEHUe B apXuB, YKa3blBAaeTCA OTAENbHON
CTPOKOWN B MTOrOBbIX 3aMMcAxX B CIUCKe (POHA0B, KHUMe y4eTa NOCTYNAeHN LOKYMEHTOB.

3K3emnaap LOroBopa, 3aK0YEHHbIN C COBCTBEHHUKOM WM BNaLeNbLEM apXUBHbIX LJOKYMEHTOB,
BKJIKOHaeTCA B Aeno hoHAa.

Mpw BbIGBLITMM apXMBHBLIX LOKYMEHTOB apXMBHOro PoHAa B CBA3N C MCTEYEHNEM CPOKA €ro XpaHeHUs B
COOTBETCTBUW C JOTOBOPOM €ro HOMep He MOXKET BbITb NPUCBOEH APYroMy apXUBHOMY (DOHAY.

MpUHATbLIE MO AOrOBOPY Ha XpaHEHUe B apXmB AOKYMeHTbl ApXMBHOro poHaa Poccunckon ®egepauum,
HaxoAmMBLUMECS B YAaCTHOW COBCTBEHHOCTU 1 Ha 3aKOHHOM OCHOBaHWM NepellejLine B penepasibHyo
cobCcTBEHHOCTb, COBCTBEHHOCTL CybbekTa Poccuiickon degepaumy Mam MyHULMNANbHYO COBCTBEHHOCTb,
YYUTBIBAOTCHA B OCHOBHbIX YYETHbIX JOKYMEHTaX HapaBHe C OCTajlbHbIMW JJOKYMEHTaMy apXmBa. B y4eTHbIX
LOKYMEHTaxX U apXMBHbIX WWNpax eauHNL, XpaHeHns, egnHUL y4eTa nuHgekc "[" 3avyepkusaeTcs, B rpady
"MpnmevaHnsa" cnncka OHLOB BHOCATCSA COOTBETCTBYHOLLME CBEAEHUS.

ApXUBHbIE JOKYMEHTbI, He BKJIl0YEHHbIe B YCTaHOBJIEHHOM NOPsAAKe B COCTaB ApXMBHOIo (hoHAa
Poccuinckon ®egepalmm, B TOM Yucae LOKYMEHTbI MO JINYHOMY COCTaBy, MPUHATLIE MO AOrOBOPY Ha
XpaHeHne B apXu1B, Y4YUTLIBAOTCA OTAENLHO OT 4OKYMEHTOB ApXBHOro poHaa Poccuinckon denepavmm.
0na nx yqeTa BeayTcsa OTAE/bHbIE CMMCOK POHAO0B, KHMUMA yYeTa NOCTYMNIeHNN LOKYMEHTOB, @ Takxe
JINCTbI POHAOB U APYTrUe yYeTHbIe OOKYMEHThI.

Y4eT Konui apXmMBHbIX 4OKYMEHTOB Ha MpaBax MNOAJMHHNKOB

3.7.12. KonnsaMn apxmBHbIX LOKYMEHTOB Ha NpaBax NoAJMHHUKOB ABMSIOTCA BKJIIOYEHHbIE B
yCTaHOBJIEHHOM NopsaAKe B cOCTaB ApXxMBHOro hoHaa Poccminckon depepauun:

MUKPOMUIbMbI aQPXUBHbIX [JOKYMEHTOB, N3rOTOB/IEHHbIE N OPOPMAEHHbIE (hOHA000pa3oBaTENEM B
COOTBETCTBUM C CYLLECTBYIOLWUMU HOpMaTUBaMu;

KOMUWN apXMBHbIX JOKYMEHTOB, MOAJIMHHNKNA KOTOPbIX YTPayeHbl NN HaX0AATCA B COBCTBEHHOCTH
IOPUANYECKNX NN PU3NYECKUX NN, B CUY Yero He MOryT MOCTYMNUTb Ha NOCTOSIHHOE XpPaHeHne B apXxuBs;
KOMWW apXMBHbIX OKYMEHTOB, nepemelleHHbix B CCCP B pe3ynbTaTe BTOpon MMPOBOM BOWHbI 1
Haxo4AWwmnXca Ha TeppuTopun Poccunckon ®epepaumm, NOAJINHHNUKN KOTOPbIX BO3BPALLEHbl B CTPaHbl UX
NMPONCXOXOEHNS.

Konuu apxmBHbIX JOKYMEHTOB Ha NpaBax NoAJMHHNKOB, NepefaHHble B apxmB hoHAo00bpasoBaTenem,
YYMTBIBAOTCA B COCTaBe ero poHAa no oTAENbHON ONnUCK Aes, LOKYyMeHTOB. lNpy 3TOM B rpade fLaHHOW
onucm "KonnyectBo nnCToB" Yyepes Apobb yKa3bliBaeTCa TakXe KOANMYeCTBO KapoB, OTCHATLIX C O4HOr0
nena.

Konuu apxvBHbIX JOKYMEHTOB Ha NpaBax NoOAJIMHHUKOB, OTCHATbIE C MOAJIMHHBLIX LOKYMEHTOB, KOTOpble

Cka4aHo Ha canTe «3aKoHbl PO» — https://actrf.ru Ctp. 40 n3 68



yTpayeHbl UM HaXO0AATCA B COBCTBEHHOCTM IOPUANYECKUX NN (DU3NYECKUX L, @ TakxXe KOmnuu
nepemMeLLeHHbIX JOKYMEHTOB, NOAJMHHUKM KOTOPbIX BO3BPALLEHbl B CTPaHbl X NMPOUCXOXAEHNS,
(POPMUPYIOTCS B apXMBHbIE KOJIJIEKLUN. APXMBHbIE KOJIJIEKLUW YYUTLIBAOTCA B CNIUCKE (POHL0B
(MpunoxeHwe N 6) B ycTaHOBNEHHOM NOPSALKE.

Konuu apxmBHbIX JOKYMEHTOB Ha Nnpasax NoAJMHHUKOB, U3rOTOBJIEHHbIE MALLUUHOMUCHBLIM WA
3neKTporparyeckum cnocobom C apxmBHbIX LOKYMEHTOB Ha ByMar>kHO OCHOBE, @ TakXXe KOMmuu
ayMO0BU3YyasibHbIX JOKYMEHTOB (DOPMUPYIOTCA B € AMHULBI XpaHEeHUA/eANHNLBI Y4eTa, KOTopble
YYMTBIBAIOTCA B ONUCAX e, LOKYMEHTOB MO aHaJIOrnn € NOAJIMHHLIMY apXVWBHLIMW SOKYMEHTaMMN Ha
COOTBETCTBYIOLLNX HOCUTENAX.

3a eAuHNLLY XpaHeHNs KOMWUIA apXMBHbLIX JOKYMEHTOB Ha npaBax NoASIMHHUKOB, N3rOTOB/IEHHbIX B BUAE
MWUKPOKOMNUIA, MPUHUMaeTCs r3nyeckn 060CoBNEHHbIA PYNOH MUKPOPUIbMa MM KOMMAIEKC MUKPODULL
BHE 3aBMCUMOCTU OT KOJINYECTBA OTCHATLIX HA HEM [eJ1 U apXUBHbIX OKYMEHTOB. Kax[as eAnHuLa
XPaHeHUs Y4UTLIBAETCS B ONUCK AieS], LOKYMEHTOB MNoJ CaMOCTOSATE/IbHbIM HOMEPOM. B MTOroBow 3anncum K
onucy aesl, LOKYMeHTOB HapsaLy C KOJIMY4eCTBOM eAUHUL, XpaHeHNSE MUKPOKOMUI YKa3blBaeTCs CyMMapHoe
KOJIM4eCTBO COCTaBJIAOLMNX UX KagpoB.

Y4yeT nncToB B Aene, PoTooTneyaTkos B hoToanLboMe,

eVHUL, XpaHeHNs B COCTaBe eAuHULLbI yyeTa

ay[VO0BK3YyaJibHbIX LOKYMEHTOB

3.7.13. Konn4yecTBo IMCTOB B Aiefle U eAMHUL, XPaHeHUs B COCTaBe eMHULbI y4eTa ayaMoBM3yasbHbIX
LOKYMEHTOB Y4YMNTbIBAETCA Ha OCHOBE NX HyMepauuu n puKcupyeTcs:

JINCTOB B Aiefe - B ncTe-3aBepuTenie (npunoxerHne N 3) 1 B COOTBETCTBYOLW e rpade onucu gen,
LOKYMeHTOB (npunoxeHus N 7-8);

oTooTNEeYaTKOB B hoTOaIbOOME - BO BHYTPEHHEN onucy oToasibboma, a Tak)Xe B COOTBETCTBYIOLLEN
rpade onncm hoToanL60MOB;

eVHNLBI XPaHEeHWS ApYruX ayan0BU3YyalibHbIX JOKYMEHTOB - B COOTBETCTBYIOLLMX rpadax onucen aTunx
LLOKYMEHTOB.

Mpy yyeTe eOnHUL XpPaHEHNS B COCTaBe eQUHULbI Y4eTa ayAnoBU3yasbHbIX JOKYMEHTOB:

eoNHULbI XpaHeHUs AnadunbMoB pacnosiaralnTca no nopsaKy HOMepoB PYJIOHOB;

eaNHULbI XPaHEeHUS KNHOLOKYMEHTOB pacroJsiaraloTcs no 3JieMeHTaM KOMIJIeKTa, BHYyTPU KOTOPOro
HYMepYyITCA Mo NopsaKY HOMEpPOB YacTew;

eNHULbI XpaHeHUs POTOAO0KYMEHTOB pacnosiaratoTcs B NopsaKe NPoU3BOACTBEHHbIX HOMEPOB.

Y4yeT cTpaxoBoro poHAa u poHOa Nonb30BaHUSA

3.7.14. O6bem cTpaxoBoro hoHAa U HOHAA MONb30BaHNSA U3MEPSAETCS B €AMHULAX XPaHeHNA/eAnHMLaxX
y4yeTa, a Takxe B:

Kagpax - 419 KONUA apXnWBHbIX OKYMEHTOB Ha 6yMaXKHON 0CHOBE 1 (hOTOLOKYMEHTOB;

MeTpax - AN KONUA KUHOLOKYMEHTOB;

BpPEMeHW 3ByYaHus - 4as Konuii POHOL0KYMEHTOB;

B MerabaniTtax - 419 KON 3NEKTPOHHbLIX LOKYMEHTOB.

Mpn 3TOM OTAE/IbHO YYNTHIBAIOTCA CTPAxX0Bble KOMUW YHUKaNbHbIX LJOKYMEHTOB U 0C060 LieHHbIX
LOKYMEHTOB 1 KOMUKU (hOHAA MOJIb30BaHNSA, OTCHATLIE C aPXUBHBIX JOKYMEHTOB Ha ByMa)KHOW OCHOBE
(pa3fenbHo Ha PYIOHHON MIEHKE Y MUKPOGULLIAX); KWHOLOKYMEHTOB; (h0TOAOKYMEHTOB; (POHOLOKYMEHTOB;
BMAEO(OHOrPaMM; 3NEKTPOHHbBIX LOKYMEHTOB.

YyeT BeAeTCs No KHUram yyeta NoCTYMNeHUA CTPaxoBoro hoHAa U HoHAa MOAb30BaHUSA U OMUCAM
CTpaxoBoro oHAa. Y4eT NoCTynaeHnsa 1 BbiObITUA CTPAXOBbIX KOMUIA OCYLLECTBASETCH Ha OCHOBaHNM
3aKa30B Ha M3roTOBJIEHME CTPaXO0BbIX KOMWUA 1 KONWA (hoHAA NOJIb30BaHMA, akTOB NpueMa-nepenayu
CTPaxoBbIX KOMWI Ha CrieuunanbHoe XpaHeHue n apyrux akTos. K KHUraMm y4yeTa NOCTYNEeHUA eXXeroaHo
COCTaBNAETCA UTOroBas 3amnuchb.

Onucum cTpaxoBoro poHAa COCTaBAAITCA B 3 3K3eMnasapax. [lepsble 3K3emMnaspbl NepefalnTcs BMecTe Co
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CTPaxoBbIMU KOMUSMU YHUKANbHBLIX JOKYMEHTOB 1 0C060 LiIeHHbIX JOKYMEHTOB B CreLUabHbIA apXxuB,
BTOpPbIE 1 TPETbM OCTAOTCH B apXumBe.

Mo mepe KONMpPOBaHUA 1 Nepefadn CTPAxXoBbiX KOMWUA YHUKANbHbIX JOKYMEHTOB 1 0C060 LeHHbIX
LLOKYMEHTOB B CreumasbHbIA apXUB K OMUCAM CTPaxoBoro oHAa COCTaBNATCS HOBble UTOrOBbIE 3anucu B
yCTaHOB/AIEHHOM nopsagke (cm. n. 3.5.6).

B onucax gen, oOKyMeHTOB B rpade "MpumMedyaHns" HanpoTMB 3arofioBKa CKOMMPOBAHHOW eanHNLbI
XpaHeHus/eAnHWLbI y4eTa npocTasnseTca wramn "CO". Ecaiv ckonnpoBaHbl BCe fena, JOKYMEHThI,
BKJIIOYEHHbIE B ONUCh, WiTamn "CO" NpoCcTaBASETCS TOJIbKO Ha TUTYJIbHOM NIUCTE 1 06/10KKe onncKu aen,
LLOKYMEHTOB.

3.7.14.1. 3a eQuHNLY XpaHeHUa/eANHULY y4eTa CTPaxoBoro poHAa YHUKaNbHbIX LJOKYMEHTOB 1 0060
LEHHbIX AOKYMEHTOB Ha BYMa>KHO OCHOBE Ha PYJIOHHON NEHKE NPUHUMaeTCs pusnyeckn 060cobneHHbIN
PYJIOH MUKpO(UIbMA.

B KHWIY y4yeTa NoCTYNAeHUN CTPaxoBoro oHaa 1 PoHAa NoSIb30BaHNSA Ha PYJIOHHON NMJEHKE B Ba/IOBOM
nopsake (BHe 3aBUCUMOCTY OT (POHA0BOWN NPUHALJIEXHOCTW LOKYMEHTOB) Ha OCHOBaHWM 3aKa3a Ha
N3rOTOBJIEHME CTPAXOBbIX KOMWUI 3aHOCUTCA KaXXAas eanHuLa XpaHeHns CTpaxoBoro goHaa. Mo kHure
y4yeTa noctynneHu (rpada 1) eamHuLamM XxpaHeHMsa CTPaxoBoro hoHAa NpucBanBaloTCa y4eTHbIe HOMepa,
KOTOpbIE SBMAOTCA COCTaBHOM YaCTbi UX apXMUBHBIX LLUNKDPOB.

Ha BCe CTpaxoBble KOMWUW YHUKAbHbIX OKYMEHTOB 1 0CO60 LIEHHbLIX OKYMEHTOB BHE 3aBUCMMOCTU OT MX
(HOHL,0BOW MPUHALNEXHOCTM COCTABAAETCA ONUCL CTPAxXoBOro OHAa, HyMepaLnsa eANHUL, XpaHeHNS
CTPaxoBoro PoHAa B KOTOPOW COOTBETCTBYET Y4YETHLIM HOMEpPaM, NMPUCBOEHHbIM UM MO KHUIe y4yeTa
NOCTYMJIEHUNA.

ApPXMBHBIM LUNDPOM eJNHULLbI XPaHEHUS CTPaxoBOro (hoHAa ABSETCA Ha3BaHWE apxXunBa, HOMep OnucK
CTPaxoBoro oHAa, HOMep y4yeTa eaUHULLbI XPaHEeHUS CTPaxoBoro hoHaa ¢ gobasneHnem nHaekca "Co".
3.7.14.2. 3a eanHuMLYy y4eTa CTPaxoBOro hoHAa AOKYMEHTOB Ha ByMaXXHOM OCHOBE Ha MUKPOMLLIAX
NPUHMMaETCA O Ha UM HECKOJIbKO MUKPOMULL, OTCHATBLIX C O4HOr0 Aiesla U NOMeLLEHHbIX B OOMH KOHBEPT,
33 eAVHNLY XpaHeHns - MUKpoduLLa.

Mo KHUre y4yeTa NOCTYNAEHWUA CTPaxoBoro hoHAa 1 hoHAa NoJib30BaHNS Ha MUKPOGULLAX KaX4oMy
NOCTYMJEHNIO MPMUCBanNBaeTCa NOPALKOBbIA HOMep. KoinyeCTBEHHbIE NOKa3aTeNn BHOCATCA C y4eTOM
(HOHL,0BOW MPUHALNEXHOCTM OTCHATBLIX KOMWIA MO KaXKAOMY apXUBHOMY (DOHAY W ONWUCK Aefl, LOKYMEHTOB
OTLeJIbHO.

Onucum cTpaxoBoro poHAa Ha MUKPOPULLIAX COCTaBAAOTCA pa3feslbHO Ha CTPaxoBble KoMK KaXXaoro
apPXUBHOrO POHAA, O4HY UM HECKOJIbKO ero onucen.

Y4eTHbIM HOMEPOM €A4MHULLBI y4eTa CTPaxoBoro hoHAa U HOHAa NONb30BaHNSA LOKYMEHTOB Ha ByMarkHOW
OCHOBE, N3r0TOBJIEHHOI0 Ha MUKPO(ULLAX, ABNISETCA YYETHLIN HOMEP OTCHATOrO Aefla, apXUBHbIM LWNHPOM
- COOTBETCTBEHHO, apXMBHbIN LWN)P OTCHATOro aena ¢ nobaeneHnem nHgekca "CP" - gns CTpaxoBoro
cdoHga n "M" ("No3uTme"), "O" ("Onazokonus") - onsa oHAa NOSb30BaAHNS.

3.7.14.3. EAMHULBI XpaHeHMa/eAUHNLbI y4eTa CTPaxoBoro poHaa 1 poHAa Nonb30BaHNSA ayaANoBU3YyasibHbIX
LOKYMEHTOB MAEHTUYHbI €4UHNLAM XPaHeHMA/eAMHNLAM yYeTa ayaAnoBU3yasbHbIX LOKYMEHTOB.
CTpaxoBble KOMuUU KUHO- U (POTOLOKYMEHTOB Y4 THIBAOTCA HE3AaBUCMMO OT BUAA KMHO- U (DOTOLOKYMEHTOB
B KHMrax y4yeTa nocTynJeHUn 1 onnucax CTpaxoBoro oHaa v hoHAa NoJib30BaHMUS.

CTpaxoBble KOMun hOHOLOKYMEHTOB Ha MarHUTHOW NIEHTE U FPaMOpPUrMHaNoB 13-3a ux obocobneHHoro
XPaHeHUS YHMTbIBAOTCA B Pa3HbIX KHUrax yyeta nocTynjeHnn n onnucax.

B MTOroBbIX 3aMMCAX KHUM y4eTa NOCTYNAeHW 1 ONUCEN CTPaxoBoro hoHAa 1 hoHAa NoJSib30BaHMA
KWHO(OTOLOKYMEHTOB 1 (DOHOLOKYMEHTOB Ha MeTa/lIMYeCKMNX AUCKaX OOMOJIHATENbHO MOXET
YKa3blBaTbCS KOJIMYECTBO eANHUL, XpPaHEeHWS, COOTBETCTBEHHO, MPOMEXYTOYHbIX MO3UTUBOB U
KOHTPATMMNOB; NO3NTUBOB W AybNb-HeraTneos; HeveTHbIX (1) 1 YeTHbIX (II) rpamopurnHanos.

B MTOroBbIX 3anNnCAX K ONMUCAM CTPAxX0BbIX KOMWUI KNHO(POTOGOHOAOKYMEHTOB YKa3blBAaETCA TaKXKe UX
obbeM B MeTpax, Kagpax, Yacax 3By4aHus.
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Homep eAnHMLbI y4eTa CTPaxoBoro poHAa KMHOMOTOPOHOOOKYMEHTOB NEPEHOCUTCSA B ONUCh U3 KHUTK
ydyeTa nocTynaeHnn. ApPXUBHbIM LLMGPOM eanHULbI Yy4eTa CTPaxoBoro oHga KMHOPOTOPOHOLOKYMEHTA
ABNAETCA Ha3BaHNE apxunBa, HOMEep eAnHULbI y4eTa CTpaxoBoro hoHaa ¢ gobasneHnem nHaekca "Co",
3.7.14.4. Y4eT KONuUn apXmMBHbIX OKYMEHTOB, CO3[aHHbIX B MPOLLECCE X NCMOJIb30BaHNSA N BKAOYEHHBIX B
(hoHA NOSIb30BaHMA, BEAETCS B apXnBe B OTAENbHON KHUIe y4eTa KOMUIN 3TUX LOKYMEHTOB.

YyeT My3enHbIXx NpeaMeToB 1 6ubamoTeyHbIx OHA0B

3.7.15. YyeT My3elHblX NpeaMeTOB, ABASAIOLLNXCSA BNOXKEHNEM B €S0, BeAeTCA B YCTaHOBJIEHHOM Mopsifke
(cm. n. 3.7.13).

My3enHble NpeaMeTbl, He ABASIOLNECS BAOXKEHNAMN B €710, MPUHATHIE HAa XPaHEHMWEe B COCTaBe apXMBHOIO
(hboHLa, Y4MTBIBAKOTCS B COCTaBe 3TOro (hoHAa KakK eauHMLbl XpaHeHus. MNpu 3Ha4YnTeIbHOM KoJInYecTBe
TaKMUX eQUHUL XpaHeHUs Ha HUX COCTaBNARTCA OTAENbHAs ONUCh AeN, LOKYMEHTOB.

BkntoyeHune B cocTaB My3senHoro doHaa Poccunckon Gegepauun v y4eT AaHHbIX My3€elHbIX MpeaMeToB
OCYLLECTBJIAIOTCA B COOTBETCTBUW C NMOPSALKOM, YCTAHOBJIEHHBIM CrneumanbHO YNOJHOMOYEHHbIM
henepanbHbIM OpraHoM MCNOJIHUTENBHOW BNacTu ans MysenHoro oHpa Poccunckon Gepepauunn.

Y4yeT My3enHbIX NpeLMeTOB, COAEPXKALLMX AParOLEHHble MeTasslbl U KaMHW, BEAETCA B YCTAHOBIEHHOM
nopsiake (cm. n. 3.7.10).

3.7.16. YyeT 6ubnmoTteyHoro (CnpaBoYHO-MHGOPMALMOHHOI0) (hOHAa apXMBa BEAETCA B COOTBETCTBUM C
NoOpsAKOM, YCTAHOBJIEHHBIM CMeunasbHO YNOJIHOMOYEHHbIM (hefepasibHbIM OPraHOM UCMONHUTENbHOW
BNacTK Ana bnbnnoteyHbix poHAoB. IV. OpraHn3aumsa KOMNIEKTOBaHNS apXuBa 4OKYMEHTaMW apXMBHOIO
toHaa Poccunckon ®epepaunn n ApyrumMmm apxmBHbIMU OOKYMEHTaMM

(B pa3pene Ha rocyaapCTBEHHbIE N MyHULMNaNbHbIE My3en 1 BubnnoTekn pacnpocTpaHsaTca nn. 4.3,
4.3.1,43.2,44.2,4.4.3,4.4.4,4.7)

4.1. CuctemaTmnyeckoe rnomnosIHEHNE apxnuBa AOKYMeHTamu ApxusHoro oHaa Poccunckon depepaunm
(KoMneKToBaHMe apxuBa) BKJIlOYaeT:

onpepeneHne NCTOYHNKOB KOMIMJIEKTOBAHWA apXmnBa;

onpegeneHmne cocTaBa apXmMBHbIX LOKYMEHTOB, MOAJIEXKALLMX NPUEMY B apXUB;

npuem-rnepenayvyy apxvBHbIX LOKYMEHTOB B apXuB.

VICTOYHUKM KOMMIEKTOBAHWA apXmBa

4.2. TocyfapCTBEHHbIE OpraHbl M OpraHbl MECTHOIMO CaMOoyrpaBieHUs BKIOYAOTCA B CMINCKA UCTOYHUKOB
KOMMJIEKTOBAHNA rOCYLAPCTBEHHbIX Y MYHULMMANbHbLIX apXMBOB B 0653aTENbHOM NopsaKe.
NCTOYHUKaMM KOMMNIEKTOBAHMNA apX1Ba BbICTYMAlOT TakXXe OpraHu3auum 1 rpaxkgaHe, B npouecce
JeATeIbHOCTM KOTOPbIX 06pa3yoTcsa AOKYMeHTbl ApxnBHOro doHaa Poccninckon ®eaepaumn.
HerocynapCTBEHHbIE OpraHu3aLmm, a Takxxe rpaxaaHe BKJIYatoTCa B CMNCKU NCTOYHNKOB
KOMIMJIEKTOBaHMSA apXyBa Ha OCHOBaHWUN JOroBOpa.

HerocynapCTBEHHbIE OpraHn3aLmm, BPEMEHHO XpPaHsaLWmMe 4OKYMeHTbl ApXMBHOIO poHAa Poccuinckom
depnepaumm, oTHoCcAWMECH K heaepasibHon cOBCTBEHHOCTU, COBCTBEHHOCTN CybbeKTOB Poccuinckon
denepaunm AN MyHULMNAJIbHON COBCTBEHHOCTU, BKJTHOYAOTCSA B CMUCKN NCTOYHMKOB KOMMJIEKTOBAHUS TEX
apPXMBOB, MCTOYHMKAMWN KOMIMJIEKTOBAHNS KOTOPLIX SABASSIUCE UX NPeALeCTBEHHUKMN - FOCYLapCTBEHHbIE U
MYHUUMNaNbHblIE OpraHu3aumnm.

4.2.1. OTHeceHue K NCTOYHNKaM KOMMJIEKTOBaHNSA apXmnBa NPon3BOANTCA Ha OCHOBAHUN KPUTEPUEB:

AN19 opraHun3aumn:

(PYHKLMOHAJIbHO-LIeIeBOr0 Ha3HavYeHns opraHusauny (418 rpynnel OpraHn3aunii, BoINOJHAIOWMX
aHaNIornyHble YHKLUKN, NCNoab3yeTcs hopMa BbIBOPOYHOro npnema);

MOJIHOTbI OTPaXKeHUs MHOPMaLUK O eATeSIbHOCTY OpraHu3aumm B apXuUBHbIX (hOHOAX APYrux
opraHusauunm;,

ANS rpaxKaaH:

BKJIa4 rpakAaHvHa B Pa3BMTME HayKW, KYAbTYpbl U Apyrux obnacten oeaTenbHOCTY;

€ro poJib B Ka4eCTBe y4YaCTHMKaA, 04EBMNALA BblAAOWNXCA COBLITUI B XXU3HN 06LLEeCTBa;
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POACTBEHHbIE, APYXXECKNE, TBOPYECKMNE CBA3M rPaXKAaHNHa, MecTo paboTbl, 3aHMMaeMas LO/MKHOCTb;
TUNUYHOCTb €ro apXMBHbLIX LOKYMEHTOB A4J15 3MOXU (LOKYMEHTbI "psAfoBbIX" rpaxaaH);

COCTaB K cogep)kaHne cobpaHHbIX Frpa)Ka4aHNHOM apXUBHbIX 4OKYMEHTOB.

CnncKmM NCTOYHNKOB KOMMJIEKTOBAHMSA apXnBa

4.2.2. CNUCKN NCTOYHNKOB KOMMIEKTOBAHMSA COCTaBASIOTCA apXBOM Ha OCHOBaHMMN 3aKoHo4aTebCTBa 06
apxmBHOM gene B Poccuinckon ®egepauum, Hopm nn. 4.2 n 4.2.1 HacToAwmx MpaBun, a Takxe
pekoMeHZauuni cneumnanbHO YNoJHOMOYEHHOr0 hefilepaibHOr0 OpraHa UCMONHUTENLHON BAacTU B cdepe
APXMBHOIO fena, NoAroTOB/IEHHbIX CAaMOCTOATE/IbHO WM COBMECTHO C ApyrumMu efiepasnbHbiMM OpraHaMu
NCMONHNTESIbHOWN BIACTW, B TOM YUCJIE OCYLLECTBASIOWNMN AEMNO3UTAPHOE XPaHEHNE AOKYMEHTOB
ApxuBHoro ¢oHaa Poccuinckon ®epgepaumm.

ApXu1B BeeT CMNCOK OpraHmn3aLmnm - UCTOYHUKOB KOMMJIEKTOBAHMA MO YCTAHOBIEHHON (hopMe.

Cnncok rpaxgaH (cobCcTBeHHMKOB UAN BNaAesbLEB apXUBHbIX JOKYMEHTOB) - UICTOYHUKOB KOMMJIEKTOBAHMA
BELETCS MO NPUHATON B apxuBe opMe C 06513aTeNbHbIM yKa3aHMeM (paMuanii, UMeH, 0OTHECTB, aflpeCcoB
MeCTa XWUTeNbCTBa, PUANYECKOro 060CHOBaHMA BO3MOXHOCTM Nepeiayn NX apxXnBHbIX JOKYMEHTOB B
apxuB.

B apxvBe, NPUHMMAIOLLLEM Ha XPaHEHME Pa3/iMyHbIE BUAbI apXUBHbLIX OOKYMEHTOB, COCTaBAAOTCA U BEAYTCSH
CaMOCTOATENbHbIE CMUCKW OPraHn3auuni - NCTOYHNKOB KOMMAEKTOBAHMA Hay4YHO-TEXHNYECKOW
LOKYMEHTaLuMen, CNMCKN opraHn3aumm - UICTOYHUKOB KOMMJIEKTOBAHMA ayAM0BM3YyanbHbIMW LOKYMEHTaMMU.
4.2.2.1. TIpoeKTbl CMIUCKOB NCTOYHNKOB KOMMIEKTOBAHMA hefepalibHbIX roCyAapCTBEHHbIX apXUBOB nocie
pPacCMOTPEHNS NX Ha IKCMEPTHO-MPOBEPOYHON KoMuccumn (IMK) apxmBa NpeacTaBasOTCA Ha corjlacoBaHne
LleHTpasibHOW 3KCNepTHO-NpoBepoYHOon Komuccum (L3MMK) cneunanbHO ynosHOMOYEHHOro hefepabHOro
opraHa UCNosHUTENbHOW BAAcTU B chepe apXmMBHOro fena; roCyfapCTBEHHbIX apX1BoOB CybbekTa
Poccuinckon degepaumm n MyHULUNaAbHbLIX apXMBOB - Ha corfacoBaHme 3K ynoaHOMOYEHHOr0 OpraHa
NCNONHUTENbHOW BNacTu cybbekTa Poccminckon depepauun B chepe apxMBHOIo Aefa; opraHm3auuni
Poccninckon akagemum Hayk - Ha cornacoBaHue MK ApxuBa POCCMINCKOM akageMmnm Hayk.

PeweHune L3MK cneumanbHO YyNOSHOMOYEHHOIO (hefepasibHOro opraHa UCNOJIHUTENbHOW BNacTW B cepe
apxuBHOro gena, 3MK ynosHOMOYEHHOIr0 OpraHa UCNOJIHUTEIbHON BlacTh cybbekTa Poccminckon
®epnepaumnm B chepe apxusHoro gena, MK Apxuea POCCMINCKON akageMMn HayK 0 COrnacoBaHUmM Cnncka
NCTOYHUKOB KOMIMJIEKTOBAHWS apXMBa SBASETCSA OCHOBAHWEM 05 ero YyTBEP)XAEeHUA PYKOBOACTBOM
COOTBETCTBYIOLLEro apxmBa Wi OpraHoM MeCTHOro camoynpasneHns (418 MyHULMNaAbHbIX apXMBOB),
npe3manymom PoCCUACKOM akaleMmm HayK.

ApXVB BrpaBe BECTU CMUCOK BO3SMOXHbIX UCTOYHMUKOB KOMMJIEKTOBAHWS.

CnpaBKu, 3KCNEepPTHbIE 3aK/II0YEHNS O BKJIKOYEHUN OpraHn3aUnii N rpakaaH B CNUCKN UCTOYHUKOB
KOMIMJIEKTOBAHUS apXMBa WM UCKITIIOYEHWM UX U3 YKA3aHHbIX CMUCKOB, a TakXe 0 (hopMe npruemMa apXmBHbIX
[OKYMEHTOB Ha XpaHeHue NpeLcTaB/saoTCs:

(hbenepanbHbIMU rocy4apCTBEHHLIMM apXUBaMK - Ha paccMoTpeHmne LMK cneynanbHO YNOJHOMOYEHHOM 0
thefepanbHOro opraHa UCMOJIHUTENbHON BAACTM B Chepe apXMBHOIo Aena (peweHune 06 nckaveHum
opraHusauny 13 Crmcka NCTOYHNKOB KOMIMJIEKTOBaHMA (heflepasibHOro rocyjapCTBEHHOM0 apXuea B Ciiydae
ee nmkBuaaumm npuHnumaetca MK denepanbHOro rocyaapCTBEHHOO apxuBea);

rocyapCTBEHHbIMM apxuBamu cybbekToB Poccuinckon ®epepaunm 1 MyHULUNAIbHBIMA apXmnBaMu - Ha
paccmoTpeHue MK ynosHOMOYEHHOro opraHa UCNoIHUTENbHON BNacTh cybbekTa Poccuinckon ®epepamm
B Cc(hepe apXMBHOIro Oena;

opraHm3aunamm POCCMINCKOM akafeMumn Hayk - Ha paccMoTpeHune MK Apxua POCCMINCKON akafeMumn Hayk.
YTO4YHeHue 1 nepeyTBepXXAeHne CMNCKOB NCTOYHNKOB KOMIJIEKTOBaHMSA apXMBOB MNPOBOAATCS MO Mepe
HeobxogmmocTn. OCHOBaHMEM LN11 3TOr0 ABASIOTCA: CO3AaHNe, peopraHn3auuns, MMKBMLaumns
rocyfapCTBEHHOr0 OpraHa, opraHa MecTHOro caMoyrnpasJ/ieHWUsl, OpraHu3aLnn; 0TKas HerocyLapCTBeHHbIX
opraHmM3aunin n rpaxxaaH oT COTPYAHUYECTBa C apXmnBOM (paCTop)XeHue goroesopa); peweHne LMK
cnewunansHO YNOIHOMOYEHHOro (hefepasibHOro opraHa UCNOAHUTENIbHON BAacTuK B Chepe apXMBHOMO Aena,
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3MK ynosiHOMOYEHHOr0 OpraHa UCNONHUTENbHON BnacTu cybbekTa Poccuinckon ®enepauun B chepe
apxusHoro gena v MK Apxusa PoCcCUNCKON akagemMnn Hayk o nepejaye opraHusaumm B CNUCOK
NCTOYHMKOB KOMMIEKTOBAHUA APYroro apxmea. OpraHusaumns MoxxeT bbiTb NCKOYEHa M3 CNUCKa
NCTOYHMKOB KOMMJIEKTOBAHNSA apXu1Ba, eC/iv B NpoLecce AesTeNbHOCTY OpraHm3auum nepectan
obpa30BbIBaTLCA LOKYMEHTbI ApX1BHOro poHAa Poccuinckon ®enepauumm.

4.2.3. ApxuB BefeT HabnoaaTeNbHOE Ae0 Ha KaXK bl roCyaapCTBEHHbIA OpraH, opraH MecTHoro
CaMoynpaB/ieHUs 1 OpraHm3aumnio - ICTOYHUK KOMIMJIEKTOBaHUSA apXMBa, B KOTOPOE BKJIIOYaloTCA
LOKYMEHTbI, XapakTEPU3ytoLLe ero NpaBoBoOM CTaTyC U AeATENbHOCTb, @ TakXe paboTy apxmBa u
OpraHn3aunio LOKYMEHTOB B AeNonpon3BoAcTBe. HabnwoaaTensHoe Aeno MoxeT ObiTb 3aBeAEHO U Ha
rpaXkAaHuHa - UCTOYHWK KOMMJIEKTOBaHUSA apXuBa, B KOTOPOE BKJIYalOTCA CBEeHNs 0 COCTaBe 1
COAEpPXXaHNM ero apXmBHbIX LOKYMEHTOB.

B uensax y4yeTta paboTbl C UCTOYHUKAMM KOMMIEKTOBAHNA apX1B BNpaBe C034aBaTb y4E€THO-CNPaBOYHbIe
KapToTekn 1 6a3bl AaHHbIX.

MopanoK 3KCnepTu3bl LEHHOCTY LOKYMEHTOB

4.3. ApX1BHble OOKYMEHTbI BKJIO4AIOTCA B COCTaB ApxmnBHOro hoHaa Poccuinckon depepaunm Ha
OCHOBaHWMW 3KCNEPTU3bl LEHHOCTU AOKYMEHTOB (T. €. N3y4eHUs LOKYMEHTOB Ha OCHOBE KpUTepueB nx
LEHHOCTU B Lenax onpefeneHns CPOKOB XpaHeHNS AOKYMEHTOB 1M UX 0Tbopa Ha NOCTOSHHOE XpaHeHue).
Bkto4yeHne JOKYMEHTOB B COCTaB ApXMBHOIo poHaa Poccuinckon ®egepaumnm oCyLLeCTBASETCS Ha OCHOBE
KOMMJIEKCHOr O NPUMEHEHUS KPpUTEepUEB MPOUCXOXKAEHNA JOKYMEHTOB ((PYHKLUMOHAIbHO-LIeNleBoe
Ha3Ha4YeHne NCTOYHUKA KOMMIEKTOBaHMA C y4ETOM ero 0cobor poan nav TUMOBOIro XapakTepa, BpeMs U
MeCTO CO3[aHUSA LOKYMEeHTa U T. N.), COAep>XXaHna 4OKYMEHTOB (3Ha4MMOCTb MH(OPMaLMK, B TOM YuCie ee
YHUKaNbHOCTb, TUMUYHOCTb WM NOBTOPAEMOCTb, BUA, AOKYMEHTA, ero MOAJNNHHOCTL), BHELUHUX
0CoBeHHOCTEN AOKYMEHTOB (hopMa OMKCUPOBAHNA 1 Mepeaayn COLep XKaHuns, YOOCTOBEPEHNS U
ohopMNeHNsa LOKYMeHTa).

Mpu BKNHOYEHNN OOKYMEHTOB B COCTaB ApxuBHOro dyoHga Poccuinckon degepaumm NCNosb3yeTcs Takxe
thopMa NOBMAOBOr0 MAN FPYNNoBOro BeIGOPOYHOr0 NpremMa LOKYMEHTOB.

4.3.1. PelueHne Hay4HO-METOANYECKMNX BOMPOCOB, CBA3aHHbIX C 9KCMEPTMU30M LLEHHOCTN LOKYMEHTOB 1
BKJIIOYEHMEM UX B COCTaB ApXMBHOro poHaa Poccunckon ®efepaumm, a Takxe ¢ onpefeneHnem B ero
cocTaBe 0€060 LeHHbIX JOKYMEHTOB, B TOM YC/Ie YHUKANbHbLIX JOKYMEHTOB, ocyllecTeaseTca LU3MNK
cneumnanbHO YNOJIHOMOYEHHOr 0 (hefepasibHOro opraHa UCNoHNTENbHOW BAACcTU B cpepe apXMBHOro gena.
JKcnepTu3a LEeHHOCTM [OKYMEHTOB OCYLLECTBAAETCS YNOJHOMOYEHHLIM OPraHOM UCMONHUTENLHOW BAAcTK
cybbekTa Poccuinickon depepalmm B chepe apxmMBHOro Aena, apxXmBoM COBMECTHO C COBCTBEHHUKOM U
B/lafesIbLeM apXVBHbIX JOKYMEHTOB B COOTBETCTBUW C KPUTEPUAMU, YCTAHOBAEHHbLIMU B M. 4.3 HAaCTOSALLMX
Mpaswu.

Mpy NpoBeAeHUN 3KCNEPTM3bl LLEHHOCTN LOKYMEHTOB 1 OrpeaesieHnn CPOKOB XPaHEHNS LOKYMEHTOB apXxuB
PYKOBOLCTBYETCH MNepeyHsAMM TUMOBbIX apPXUBHbIX LOKYMEHTOB C YKa3aHUEM CPOKOB XPaHEeHUS; nepeyvHsaMu
NOKYMEHTOB, 06pa3yloLwmuxcs B npoLecce AedaTeNlbHOCTU dhefepasbHbIX OPraHoB rocyAapCTBEHHON BACTH,
WHbIX roCylapCTBeHHbIX opraHoB Poccuinckon ®epepaLimm, a TakXKe B rnpouecce AesaTeslbHOCTU
NoABEeAOMCTBEHHbIX UM OpraHu3aumi, C yKasaHMeM CPOKOB XpaHeHUs (0TpacsieBble MePeYHNn); a Takxe
CPOKaMW XpaHeHUs OTAeSIbHbIX BUAOB apXMBHbIX JOKYMEHTOB, B TOM YUC/E He BOLWeLNX B YKa3aHHble
nepeyHu, KOTopble YCTaHaBAMBAOTCSA 3aKOHOAATENbCTBOM Poccuinckon ®epepaumm.

PeweHns o BKJIKOYEHNN B COCTaB ApxuBHOro oHaa Poccunckon denepaunmm KOHKPETHbIX JOKYMEHTOB
npuHuMatoTca MK denepasibHbIX rocyapcTBeHHbIX apxusos, MK yrnolHOMOYEHHbIX OpraHoB
NCMONHNTENIbHON BN1acTu cybbekToB Poccuinckon denepaunn B chepe apxmMBHOIO AeNa, SKCMEPTHbLIMM
(POHO0BO-3aKYMOYHbIMU KOMUCCUAMU FOCYJAPCTBEHHbBIX Y MYHULUNAbHBIX My3eeB, 3KCNepTHbIMN
KOMUCCMAMMW rOCYyAapCTBEHHbIX U MyHULUMNANbHbIX BubnunoTek, MK Apxnea Poccuinckonn Akafemmun Hayk
npv yTBep)XAeHUM onucei e, LOKYMeHTOB NOCTOSHHOIMO CPOKa XpaHeHus.

MosiHOMOYMS 1 NOPALOK OeATEeNbHOCTM YKa3aHHbIX MK onpefensoTcsa NosioKeHN MM 0 HUX,
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pa3pabaTbiBaeMbiM/ Ha OCHOBE COOTBETCTBYIOLLNX NPUMEPHbIX MOJIOXEHW, YTBEPXKAAEMbIX CMeLanbHO
YNOJSIHOMOYEHHbIM hefiepasibHbIM OPraHoOM UCMONHUTENbHOM BNACTW B chepe apxXMBHOro aena.

ApXMB paccMaTpuBaeT U FOTOBMUT K yTBepXAeHnto 3K ynosHOMOYEHHOro opraHa UCNOoJIHUTENbHON BACTK
cybbekTa Poccuinckon ®epepalmm B chepe apxvMBHOIro Aena onucy Aen, JOKYMeHTOB (Mn NX rofoBble
pa3fenbl) MOCTOSAHHOMO CPOKa XpaHeHus, 06pa3oBaBLUMXCA B AeATEIbHOCTM ero NCTOYHUKOB
KOMMJekToBaHnSA. PefepanbHble FOCyAapCTBEHHbIE apXnBbl, ApXB Poccnmnckom AkagemMmnn Hayk
YyTBEPXAaloT YKa3aHHbIe ON1CY CaMOCTOATESIbHO.

ApXMB roTOBUT K corflacoBaHuto 3K yrnoaHOMOYEHHOr0 OpraHa UCNOJIHUTE/IbHOW BNacTh CybbekTa
Poccunckon ®epepalimm B chepe apxXmMBHOro Aesia Uan CorslacoBblBaeT B COOTBETCTBUM C
npenocTaBAeHHbIMY €MY MOJIHOMOYMAMU ONMUCK AEN MO JINYHOMY COCTaBy (MM MX FOL0BbIE pa3fenbl), aKThbl
0 HencrnpaBMMbIX NOBPEXAEHNAX LOKYMeHTOB (NpunoxeHne N 1). denepasibHble rOCyAapCTBEHHbIE
apxuBbl, Apxus Poccniickon AKagemMmnn Hayk npoBoasaT COrjacoBaHNe NepeynciieHHbIX JOKYMEHTOB
CaMOCTOATENbHO.

Bk/lo4eHMEe OKYMEHTOB, HaX0AALMXCA B YaCTHON COBCTBEHHOCTHN, B COCTaB ApXMBHOro hoHaa
Poccuinckon ®egepalimm oCyLLeCTBASETCA Ha OCHOBAHMM 3KCNEPTU3bl LLEHHOCTW AOKYMEHTOB 1
O(JbOpM}'IFIeTCFI 0OroBopomM Mexnay COBCTBEHHUKOM W BragenbleM apXmUBHbIX JOKYMEHTOB N apPXBOM. B
AaHHOM [0roBope yKa3blBaloTCA 06893aHHOCTU COBCTBEHHMKA 1AW BAadesbLa apXMBHbLIX LOKYMEHTOB MO
XPaHEeHWIO, yYeTY 1 NCMOJIb30BaHMIO AOKYMEHTOB ApXMBHOro hoHaa Poccunckon ®epepauum.

4.3.2. SKCnepTu3a LeHHOCTU AOKYMEHTOB B apXMBe NPOBOAUTCS:

Mo NCTEYEHNN CPOKOB BPEMEHHOI0 XPaHEHMNSA apXNBHbIX LJOKYMEHTOB, B TOM YuC/ie LOKYMEHTOB MO
JINYHOMY COCTaBy, NOCTYMNMUBLUMX B apXMB OT JINKBUANPOBAHHbLIX FOCYAapPCTBEHHbLIX OPraHOB, OPraHoB
MeCTHOro CaMOynpaBJ/IEHNS N OpraHn3aLnii;

npv NOCTYNAEHUN B @apXMB B UCKOYUTENbHbBIX Cy4asxX 4OKYMEHTOB B HeYyNopsALO4YEHHOM COCTOAHNN;

B C/lyvae 6e3B03BPaTHOM0 BbIBO3a apXMUBHbIX LOKYMEHTOB 3a pybex.

Mo pesynbTaTaM 3KCNepTU3bl LEHHOCTU AOKYMEHTOB, CPOKN BPEMEHHOIO XPaHEHUS KOTOPbIX UCTEKIN, B
TOM YMCSie LOKYMEHTOB MO JIMYHOMY COCTaBY, apXMB COCTABASAET aKT O BblAESIEHUN K YHUYTOXEHNIO
LOKYMEHTOB, He MoaJsiexalumx xpaHeHuto (npunoxeHune N 11), 1 B yCTaHOB/IEHHOM MOPSAKe BHOCUT
Mn3MeHeHnA B y4eTHble JOKYMEHTbI apXWnBa.

B pe3ysibTaTe 3KCNepTu3bl LLEHHOCTU LOKYMEHTOB, MOCTYMMUBLUMX B apXMB B HEYNOPSALOYEHHOM COCTOAHUMN,
apXuUB COCTaBJIAeT ONUCK e, LOKYMEHTOB NOCTOSAHHOIO XpaHeHWs, OnucK Len BpeMeHHoro (cabiwe 10
JIET) CpoKa XpaHeHus, onucK Aen no JMYHOMY COCTaBY U aKT O BbIAENEHUN K YHUYTOXEHNIO LOKYMEHTOB,
He noasexallux xpaHeHuto (npunoxxerHne N 11).

Moonexalline YHUYTOXKEHWNIO apXMBHblE OKYMEHTbI MepeaatoTcs Ha nepepaboTKy (yTuamsauuno) n
CHUMAIOTCSA C y4eTa B YCTaHOBNIEHHOM nopsafke. Chavya aen ohopMaseTcs NnpueMo-caaTo4HON HakagHoM,
B KOTOPOW yKa3bIBalOTCA AaTa nepenayu, KOAMYeCTBO CAAaBaeMbIX fen 1 BeC ByMa)kHOW MakynaTypsbl.
MopsfoK NpmMemMa apXMBHbIX LOKYMEHTOB

4.4. OT NCTOYHMKOB KOMMJIEKTOBAHNS apXxmnBa AOKYMeHTbl ApXMBHOro poHaa Poccuinckon Gepepauum
NPUHMMAIOTCS FOCYAAPCTBEHHBIM U MyHULIMNANbHLIM apXnuBamMu, opraHnsaumnen Poccninckon akagemMmmm
HayK Mo UCTEYEHUN CPOKOB X BPEMEHHOI0 XpPaHEHUS, YCTaHOB/IEHHbIX 3aKOHO4aTeIbCTBOM Poccuinckon
depepauymn.

B MCKNYNTENbHBIX CTy4asx CPOKN BPEMEHHOMO XpaHeHNS OKYMEHTOB ApXMBHOro hoHaa Poccminckonm
®epepaunm MOryT 6bITb MPOAJIEHBI MO NPOCLOE NCTOYHMKOB KOMMIEKTOBAHNS apXxmBa Npu HeobXoanMoCTK
NPaKTUYECKOrO NCMOJIb30BAHNA apPXUBHbLIX JOKYMEHTOB WM OTCYTCTBMA Y apXmnBa BO3MOXKHOCTU 4114
npvemMa yKasaHHbIX JOKYMEHTOB B CPOKW, YCTaHOBJ/IEHHbIE 3aKOHOA4ATENbCTBOM Poccminckon depepaumn.
I'Ipop,neHme YKa3aHHbIX CPOKOB OCyLlecTBNnAeTCA: Aad NCTOYHNKOB KOMMJ1IEKTOBaHUA cpep,epaanblx
apxuBoB - peweHneM IMK dhegepalbHbIX apXUBOB; AN UCTOYHUKOB KOMMIEKTOBAHMA OPYIrMX apXnBOB -
peweHnem MK ynosHOMOYEHHbIX OPraHOB MCMOJIHUTENbHON BNacTh cybbekToB Poccuinckon ®enepauum B
chepe apxMBHOro Aena; gas UCTOYHUKOB KOMMEKTOBaHMA ApxmBa POCCMINCKOM akafeMUmN Hayk -
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pelwieHnem MK 3TOro apxuea.

CpOoKM BpeMEeHHOro XxpaHeHnsa OOKYMeHTOB ApXuBHOro poHaa Poccumnckon ®epepaumnu B
HeroCcyapCTBEHHbIX OpraHn3aumnsax onpeaenaoTcs B JOrOBOPE MeXAY apXMBOM 1 COBCTBEHHUKOM WK
BNajesbLieM yKa3aHHbIX JOKYMEHTOB.

4.4.1. Mprem DoKyMeHTOB ApXMBHOIO (hoHAa Poccminckon depepauum 0T MCTOYHUKOB KOMMEKTOBAHNSA
OCYLLEeCTBIAETCA rOCy4apCTBEHHbLIM U MyHULMMAbHBIM apXMBaMu, opraHu3saunen Poccninckon akagemun
HayK B COOTBETCTBUM C NIAHOM-TPathMKOM, KOTOPbLIN YTBEPXAaeTCsa PyKOBOACTBOM apXuBa Mo
COrnacoBaHMIO C UICTOYHUKAMUN KOMMEKTOBaHWSA. BHENNaHOBLIN NpueM LOKYMEeHTOB APXMBHOMO (hOHAa
Poccunckon ®efepalimm, a TakKXKe apXUBHbIX JOKYMEHTOB, CPOKW BPEMEHHOI0 XpaHeHUs KOTOPbIX He
NCTEKJIN, OCYLLLEeCTBAATCS B CJyvae JIMKBMAALMN NCTOYHKA KOMIMJIEKTOBAHWUS UK B Clly4Hae yrposbl
COXPaHHOCTY apXMBHbIX JOKYMEHTOB.

Mo npocbbe NCTOYHUKOB KOMMIEKTOBAHNA 1 MPU HAaNNYMM CBOBOAHBIX NAOLLAaAEN rOCYAaPCTBEHHbIN U
MYHWULUMMANbHbIA apXMBbl, OPraHn3aumnsa POCCUACKON akadeMNn HayK MOXKET OCYLLIECTBASATbL AOCPOYHbIN
npvemMm LOKyMeHTOB ApXMBHOIo hoHa Poccmnckon denepaunu, a TakxKe BpEMEHHOE XpaHeHEe apXUBHbIX
LLOKYMEHTOB Ha OCHOBe A0roBopa. [1pueM apXvBHbIX LOKYMEHTOB Ha BPEMEHHOE XpaHeHne ohopMaseTCs
TaKXXe aKkTOM npremMa-nepefayy JOKYMEHTOB Ha XpaHeHue (npunoxerHune N 9) n nponssoanTca no
CAATOYHOMN onmcu.

ApXVBHble LOKYMEHTbI NPUHMMAIOTCA B FOCYAAPCTBEHHBIA U MyHULUNAAbHBIA apXMBbI, OPraHn3auunio
Poccuiickon akaieMum Hayk B ynopsao4eHHOM COCTOSHUM C COOTBETCTBYIOLLUM Hay4YHO-CNPaBOYHbIM
annapaToM W CTPaxOBbIMW KOMWAMU Ha 0COB0 LieHHbIe JOKYMEHTHI 1 YHUKabHbIE JOKYMEeHThI. Bce paboThl,
CBsA3aHHble ¢ 0TOOPOM, MOArOTOBKOM M Nepefayen apxmBHbIX JOKYMEHTOB Ha MOCTOSAHHOE XpPaHEeHWe, B TOM
4ymcne ¢ Ux ynopsgoveHnem 1 TPaHCMopTUPOBKOR, BbINOJIHATCA 3a CHET CPeACcTB MCTOYHUKOB
KOMMMJIEKTOBAHUA, NepefaloLLnX YKa3aHHble JOKYMEHTHI.

Mpy npveme apXMBHbIX LOKYMEHTOB NPOBOAATCA NPOBEpKa UX HU3NYeCKOro, CAaHNTAPHO-TUIr MEHNYECKOro,
TEXHNYECKOro COCTOAHMS, @ TakXXe NPoBepKa CTPaxXOBbIX KOMUA Ha 0C0B0 LieHHbIe OKYMEHTHI 1
YHUKabHbIe JOKYMEHTbI U NPOBEPKa KOMIMIEKTHOCTU YYeTHbIX LOKYMEHTOB.

JokyMmeHTbl ApxunBHoro oHaa Poccuinckon degepaunm NpUHNUMAOTCA B FOCYAAPCTBEHHbLIN 1
MYHMLMMNANbHbIA apXMBbl, OpraHn3aLmio POCCMNCKON akageMumn Hayk no yteepxxaeHHsiM MK onucam gen,
LLOKYMEHTOB; LJOKYMEHTbI MO JINYHOMY COCTaBYy - MO COorjiacoBaHHbIM IMK onucsamM gen, LOKYyMEHTOB;
APXUBHbIE [LOKYMEHTbI C HEMCTEKLINMY CPOKaMN BPEMEHHOIO XPaHEHNS - M0 CAATOYHbLIM OMUCAM.

Mpuem fen Npon3BOAUTCA NOEAUHNYHO; 0COB0 LeHHbIe AeNna NPUHUMAIOTCS C UX NOJIMCTHOW NPoBepKon. Ha
BCEX 3K3eMIJigpax onucu Aen, [OKYMEHTOB Le/laloTCA OTMETKMN O MpUeMe apXUBHbIX JOKYMEHTOB B apXuB.
Mpy OTCYTCTBUUN eONHUL, XPaHEHWS, YKa3aHHbIX B ONUCK Aesl, LOKYMEHTOB, B HEeil AeflaeTcs HoBas
MTOroBas 3anucb. Homepa OTCYTCTBYIOLWMX eANHNL, XPaHEHUA Y MPUYNHBI OTCYTCTBUSA OroBapmnBatoTCs B
aKTe npueMa-nepefayn JOKYMEHTOB Ha XpaHEeHWe 1 B MpuiaraemMon K akTy cripaske. ICTOYHMK
KOMIMJIEKTOBAHUSA MPUHUMAET Mepbl N0 PO3bICKY HE MOCTYMUBLUMX HAa XPaHEHWNE apXUBHbIX JOKYMEHTOB.
YTpayeHHble NOAMHHbIE apXUBHbIE OKYMEHTbI MOMYT BblTh 3aMEHEHbI UX KOMUAMMW.

MpremM apxXuBHbIX LOKYMEHTOB O(POPMIAETCS akTOM rnpuema-nepesayn LOKYyMeHTOB Ha XpaHeHue
(npunoxexwne N 9), cocTaBnseMbIM B ByX 3k3emnnspax. O4WH 3K3eMnasp ocTaeTCcs B apxuse, Apyrow - B
NCTOYHMKE KOMIMJIEKTOBaHMA. BMeCcTe C apXMBHbIMU [OKYMEHTaMuM B apX1B NepenatoTcs TPy 3K3eMnasapa
onucy gesl, LOKYMEHTOB.

Mpy NepBoM nprieme apxmBHbLIX JOKYMEHTOB OT UCTOYHMKA KOMIMJIEKTOBAHUA MPUHUMAETCS TakxXe
MCTOpUYECKas CrpaBka 0 HEM 1 ero hoHAe, KOTopas 3aTeM LOMNOSHAETCA CBeAeHUsAMUN 06 N3MEHEHNsX B
Ha3BaHWW, PYHKLNAX, CTPYKTYpe NCTOYHUKA KOMMNeKToBaHMA (hoHpoobpa3oBaTens).

MpremM apxXuBHbIX LOKYMEHTOB Ha BPEMEHHOE XpaHeHre 0(hopMISETCA akTOM npremMa-nepeayu
LOKYMEHTOB Ha XpaHeHue (npunoxeHvne N 9) 1 npon3BOAUTCA MO CAATOYHOWN OMNUCH.

4.4.2. loKyMeHTbl OT rpakAaH NocTynatT B apXmB 1 BKJKOYAOTCA B COCTaB ApXuBHOro oHaa Poccumnckonm
®epepalimm No SOrOBOPY AapeHus, No 3aBeLlaHuio, No AOroBopy KYnan-npogaku, No pelleHunto cyaa.
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MpreM yKaszaHHbIX JOKYMEHTOB B apXMB OCYLLECTBJISETCSA Ha OCHOBaHUKM pelwenuns 3K denepansHoro
rocyLapCTBEHHOro apxmBa; IMK ynoaHOMOYEHHOr0 OpraHa NCNOSHUTENbHOM BacTu cybbekTa Poccuminckom
depnepaumm B chepe apxmMBHOro gena; 3KCnepTHoM POHA0BO-3aKyMOYHON KOMUCCUMN FOCYAaPCTBEHHOMO
UM MYHULMNANLHOMO My3es; 3KCNEePTHOW KOMUCCUW FOCYAaPCTBEHHOW MAN MyHULMMaNAbHON BnbnnoTekuy;
3MNK ApxnBa Poccuinckon akageMumn Hayk no pesyibTaTaM pacCMOTPEHMS CAATOYHOW MM OLLEHOYHOW
OMNNCK W 3aKJII0YEHNA 3KCNepTa 1 0PopMAAETCS aKTOM NpueMa Ha XpaHeHne SOKYMEHTOB JIMYHOro
npouncxoxxgeHus (npunoxxedne N 10).

Mpy oTpMLaTENbHOM peLleHnn BOnpoca o npueme nam npmobpeTeHnn apxmBoM ykasaHHbIX apXUBHbIX
LLOKYMEHTOB, @ TaKkXe BO3BpaTe Mo pe3ysbTaTaM 3KCMePTM3bl LEHHOCTM UX YaCTU 13 YUCa HAXOLAMBLUNXCA
B apXUBe COCTAB/AETCA aKT BO3BpaTa LOKYMEHTOB B [BYX 3K3eMriapax. O4WH 3K3eMNasp akTa oCTaeTcs B
apxuBe, Apyron BMecTe C AOKYMEeHTaMU (UX 4aCTbio) BO3BpaLLaeTCs COBCTBEHHNKY UK BAagesbLy.

4.4.3. AyanoBum3yanbHble JOKYMEHTbI MPUHMMAKOTCA Ha XPaHeHWEe B CIeYIOLLEM KOMMIEKTE:
KWHOOOKYMEHTbI ((hJIbMbl, CMELBLINYCKN) - HEraTne n3obpakeHns, HeraTuB MOHOrPaMMbl, MarHUTHBIN
OpurnHan hoHOrpaMmel, MO3UTUBHAA KOMWS, MarHUTHas (POHOrPaMMa LLYMOB U MY3bIKW, MPOMEXYTOYHbIN
no3nTnB U3obparkeHns, yCTaHOBOYHbIE POJIKW 1 MacnopTa A5 LBETHbIX KWNHOLOKYMEHTOB (B
NCKMOYNTENBHBIX CNTyYasX NPUHUMAETCA HEMOHbLIN KOMMAEKT); (hOTOAOKYMEHTbI - HEraTWB, KOHTPOJIbHbI
(hoTOOTNEeYaTOK; (POHOLOKYMEHThI Y BUAEOAOKYMEHThI - OpUrMHaN n Konus. O[HOBPEMEHHO MPUHUMAETCS
TeKCTOBas CONPOBOANTENIbHASA LOKYMEHTAUNUA: 415 KUHOLOKYMEHTOB - MOHTaXXHbl€ JINCTbl, aHHOTaLNK,
pa3pelumnTesbHble YA0CTOBEPEHUS K 3aKOHYEHHBLIM NPOU3BEAEHNAM, aKThl TEXHNYECKOr0 COCTOSHMS,
3aMnCy LBETOBbIX 1 CBETOBbIX MACMOPTOB; 414 (DOTOLOKYMEHTOB - aHHOTALUNS; A1 (HDOHOLOKYMEHTOB -
COMpOBOANTENbHAS AOKYMEHTaUNMS; 015 BUAEOLOKYMEHTOB - aKThl TEXHUYECKOI0 COCTOSHUS.
DNEeKTPOHHbIE JOKYMEHTbI MPUHUMAKOTCS Ha XpaHeHMe B CONPOBOXAEHNUM NPOrpaMMHbIX CPeLCTB,
MO3BONAIOLMX UX BOCMPOU3BECTU, U C HEOOXOAMMBIM KOMMAEKTOM CONPOBOANTENbHON AOKYMEHTaLMUMN.
4.4.4. IOKyMEHTbI, CO3A4aHHbIE apXMBOM B pe3ynbTaTe NHULMATUBHOIO LOKYMEHTMPOBAHUSA COBLITHN
COBPEMEHHOCTW UK NPOLLIOro (aHKeTbl, poTorpadum, 3annucu BoCNoMnHaHnn, becen, NHTEPBLIO U T. 4.),
BKJII0HAIOTCA B COCTaB ApXMBHOro poHaa Poccuinckon defepauum n BHOCATCH B ONUCh AeSl, LOKYMEHTOB,
KoTopasa yTeepxaaeTtcs MK enepasbHOro rocyfapcTBeHHOro apxusa, 3K ynosiHOMOYeHHOr0 opraHa
NCNONHNTENLHOW BNacTu cybbekTa Poccminckon deaepaunm B chepe apxMBHOIro Aena, SKCNepTHON
(hOHLL0BO-3aKYMNOYHON KOMUCCMEN FOCYAapPCTBEHHOMO UM MyHULUNANBHOMO My3€es; 3KCNepTHOM KOMUCCHUER
roCcygapCTBEHHOW MK MyHULMUNaNbHON 6ubnnoTtekun, MK Apxnea Poccuinckon akageMmum Hayk. Mprem
yKa3aHHbIX JOKYMEHTOB O(hOpMJISeTCA akTOM npuemMa-nepefaydm LJOKYyMeHTOB Ha MOCTOAHHOE XpaHeHue.
4.4.5. NpneM CEKPETHbLIX JOKYMEHTOB OT UCTOYHMKOB KOMMIEKTOBAHUSA FOCY4AapPCTBEHHOMO U
MYHMWLMMANbHOrO apXMBOB, OpraHm3auumn POCCMNCKON akagemMnn Hayk oCyLLEeCTBIAeTCSH B COOTBETCTBUM C
3aKoHoAaTenbCTBOM Poccuiickon ®efepaLimm o rocyaapCTBEHHOM TallHe NO akTy Y OTAEe/IbHbIM ONUCAM
Len, [LOKYMEHTOB.

Mprem apXmMBHbLIX LOKYMEHTOB OT MKBUANPOBAHHbIX OpPraHn3auuni

4.5. MNMpunem goKymeHToB ApxuBHOro poHaa Poccunckon ®enepaunm n Apyrux apxXmBHbIX JOKYMEHTOB,
CPOKW BPEMEHHOI0 XpPaHEHNS KOTOPbIX HE UCTEKNN, OT JIMKBUANPOBAHHBLIX FOCY4apPCTBEHHbLIX OPraHoB,
OpraHOB MeCTHOr0 CaMOyMpaBJIEHUS, FOCY4apPCTBEHHbIX U MyHMLMMANbHbIX OpPraHn3auni ocyLwecTBAsSeTCS
B COOTBETCTBUMN C AENCTBYIOLLMM 3aKOHOAATEIbCTBOM U B NOPsIiKe, YCTAHOBAEHHOM HAaCTOSALLUMU
Mpasunamu (cm. n. 4.4.1).

Mpn MMKBMAALMN HErOCYAapPCTBEHHbLIX OpraHm3aumini 0b6pa3oBaBLUMECS B MPOLLECCE NX AEATENBHOCTM
LOKYMEHTbl ApXMBHOMO (hoHAa Poccumnckon depepaunn, LOKYMEHTbI N0 IMYHOMY COCTaBY, a TakxXe
APXUBHbIE LOKYMEHTbI, CPOKN BPEMEHHOIO XPaHEHUSA KOTOPbIX HE UCTEKAN, MOCTYNalT B apXUB B
COOTBETCTBUM C 3aKOHOLATENbCTBOM Poccuinckon defepaumm n Ha OCHOBaHUW LOroBopa Mexay
NINKBUAALMOHHON KOMUCCUEN (TIMKBUAATOPOM) 1 apXMBOM. [1py 3TOM IMKBUAALIMOHHAA KOMUCCUS
(nMKBMAATOP) OpraHM3yeT Ux yrnopsaaoyeHume B yCTaHOBJIEHHOM MOpPSALKE.

ApXVBHble LOKYMEHTbI C HEUCTEKLUMMMN CPOKaMU BPEMEHHOMO XPaHEHNS, MPUHATLIE apXUBOM OT
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JINKBUAMPOBAHHOM OpraHm3auunm, BbIAEAATCA K YHUYTOXKEHUIO NO NCTEYEHUN YCTaHOBAEHHbIX CPOKOB
XpaHeHus. ApXMBHbIE LOKYMEHTbI, UMEloLne B COOTBETCTBMM C TUMOBLIMU UK OTPAC/IEBLIMU NEPEYHAMMU
CPOK XpaHeHns ¢ noMeTkown "IMK", BbIAENATCA K YHUYTOXXEHMIO TONbKO MoCie NPOBEAEHUSA SKCNEPTU3bI
NX LEHHOCTU 1 0TOOPa Ha MOCTOSAHHOE XPaHeHMe.

MNepenaya apXMBHbIX LOKYMEHTOB U3 apXMBa B apXuB

4.6. MNepenaya apxmBHbIX OKYMEHTOB, HAXOAALLMXCS B hefepasibHOM COBCTBEHHOCTM, COBCTBEHHOCTH
cybbekTa Poccuinckon ®epepalmm Manm MyHMLMMNanbHON COBCTBEHHOCTM, U3 OAHOMO apXuBa B APYron
OCYLLLeCTB/AETCS B COOTBETCTBMM C 3aKOHOAATebCTBOM Poccuinckon ®egepaumm, 3aKkoOHOL4aTE/IbCTBOM
cybbekTa Poccuinckon ®egepalmm, MyHUUMNaAbHbIMU NPaBOBbIMK akTaMu. [pn nepenaye COCTaBNAETCS
aKT Npuema-nepenayvn LOKyMEHTOB Ha XpaHeHue (npunoxxeHne N 9) B AByX 3K3eMnaspax, 0GHOBPEMEHHO
nepenalnTcsa Tpy 3K3eMnaapa onucen gen, LOKYMeHTOoB, Aeno GoHAa v INCT hoHaa.

KoMmnaekToBaHME apXMBHLIMU AOKYMeHTaMum 13-3a pybexa

4.7. ApX1B MOXET KOMMJIEKTOBATHCA apXMBHbIMU AOKYMEHTaMW POCCUNCKOIO MPONCXOXAEHUS,
HaXO4ALLMMMNCA NO PasINYHbIM NPUYMHaM 3a npepenamm Poccunckon degepaumm, U/mnm apxmBHbIMU
LOKYMEHTaMy 3apybe)xHOro NponMcxoXX4eHnsa, UMeLLNMI 3HavYeHne gnsa Poccun.

Mprem nony4veHHbIX n3-3a pybexa apxnBHbIX OKYMEHTOB B apX/B OCYLLECTBASETCA B COOTBETCTBUM C
LOrOBOPOM MeXAy COOCTBEHHMKOM MAN BAaAE/bLEM YKa3aHHbIX JOKYMEHTOB M apXMBOM O MPOAaXe,
AapeHUN MOAMMHHBIX LOKYMEHTOB WMAN NX KOMWIA, 0BMeHe KOMMAMK LOKYMEHTOB. 3aK/lo4eHne AOroBopa
OCYLLECTBIAETCA C Y4E€TOM 3aKoHOAaTeNbCTBa COOTBETCTBYOLWEN CTpaHbl. B forosope moryT
OroBapuBaTbCsA 0CObbIe YCI0BMA NCMOJIb30BaHNA NepeaaBaeMbliX apXBHbIX JOKYMEHTOB. [Mpuem
0hOpPMISETCS aKTOM NpUemMa-nepenadm LOKYMEHTOB Ha XxpaHeHue (npunoxenme N 9).

ApXMBHbIE OOKYMEHTbI, MOCTYNMBLUME U3-3a pybexxa B BUAE NOAIMHHUKOB UAWN KOMWUIA Ha NpaBax
NOAJIMHHWKOB, NPUHATLIE Ha NOCTOSHHOE XPaHEHWE B apXuB, HE3ABUCKUMO OT UX NMPOUCXOXKAEHUS
BKJII04AOTCA B COCTaB ApxMBHOro hoHAa Poccunckon degepauum 1 nognexaT rocyiapCTBEHHOMY YYeTy.
B3anmonencTeune apxmea ¢ MICTOYHUKAMW KOMMJIEKTOBAHNA

4.8. ApX1MB COBMECTHO C NCTOYHMKaMM KOMMIEKTOBAHUSA apXxmnBa paccMaTpMUBaeT U rOTOBUT K
COrIaCoBaHMIO COOTBETCTBYIOLMM YMOAHOMOYEHHbLIM OPraHOM NCAONHUTENBHON BNacTu B cepe
apPXMBHOIO Aefla Wan COrJlacoBbIBAET B COOTBETCTBUMN C NPEAOCTaBAEHHLIMU €My NOJIHOMOYNAMMN
WNHCTPYKLMM NO 0EN0NPON3BOACTBY, NMPUMEPHbLIE N NHANBMAYAbHbLIE HOMEHKNATYPbI A€, MON0XKeHNS 06
apXMBaxX M 3KCMEPTHbLIX KOMUCCUAX MCTOYHNKOB KOMMIEKTOBaHMA apxuBa.

ApxuB y4acTByeT B paboTe LI9K (3K) NCTOYHMKOB KOMMIEKTOBAHUS apXuBa.

ApXM1B MPMHMMAET y4yacTue B MpoBepKax cobnogeHmnsa npasu opraHn3aunm XpaHeHns, KOMNIeKTOBaHNS,
y4yeTa 1 NCMNoJSib30BaHMA apXMBHbIX JOKYMEHTOB B UCTOYHMKAX KOMMAEKTOBAHUSA apXuBa, OpraHn3yemblx
cneumnanbHO YNOJIHOMOYEHHbIM (hefepasibHbIM OPraHOM WCMOMHUTENBHOW BAACTU B chepe apXMBHOro gena,
opraHamu rocyapCTBeHHOM BnacTu cybbekToB Poccuiickon ®efepaumm, B TOM YACSIE YNOJHOMOYEHHbBIMM
opraHaMu NCMOAHUTENbHOW BNacTu cybbekToB Poccuinckon ®egepaumm B chepe apxmMBHOro gena.

4.9. Apxu1B B npenesiax npegocTaBieHHbIX eMy NMOJHOMOYMIA B Liensx opMMpoBaHns 1 obecneyeHns
COXPaHHOCTN [OKYMEHTOB ApXnBHOro oHaa Poccninckon denepaumm, HAXOAAWNXCSA HA BPEMEHHOM
XPaHeHUN, OCyLLeCTBASET B3aUMOLENCTBME C AE0MPON3BOACTBEHHBIMI, aPXWBHLIMU 1 3KCMEPTHBLIMM
cny>xbamm CTOYHNKOB ero KOMMJeKTOBaHUS.

B 3TMX Uensx apxmB 0Ka3blBaeT yKa3aHHbIM Cy>XbaM MeTOAMYECKYI0 U NPAaKTUYEeCKYLo MOMOLLb, B TOM
Yyncne Ha OOrOBOPHON OCHOBE:

B OpraHM3aunm LOKYMEHTOB B Ae10MNPOU3BOACTBE M (POPMUPOBAHMMN LeS;

no otbopy AOKYyMeHTOB B COCTaB ApxMBHOro hoHaa Poccunckon ®egepauum n NoaroTOBKE X K nepeaaye
Ha MOCTOSAHHOE XPaHeHWE;

no yrnopsago4YeHuo JOKYMEHTOB MO JINYHOMY COCTaBY;

Nno BEAEHMNIO Y4eTa AOKYMEHTOB APXMBHOIO hoHaa Poccminckon ®egepaumm, HaxoaAWMXCA Ha BPEMEHHOM
XpaHeHun;
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Mo NOArOTOBKE HOPMATMBHbIX 1 METOANYECKNX AOKYMEHTOB (Mocobuii) no Bonpocam Aenonpon3BoACTBa U
APXMBHOrO flena;

Mo COBEPLLUEHCTBOBaHMIO PaboTbl 4e10NPOM3BOACTBEHHbIX, aPXMBHbIX W IKCMEPTHLIX C/Y>XO NCTOYHNKOB
KOMMIEKTOBAHUS;

B NOBbILLEHWMN NPOMECCMOHANBHON KBanugrKaLmm paboTHUKOB YKa3aHHbIX Cyxb.

V. OpraHu3aumsa ucnonb30BaHNs OOKYMEHTOB apxnBHOro oHga Poccninckon degepaumm n gpyrmnx
APXUBHbIX OKYMEHTOB B apxuBe

JocTyn nosib3oBaTesien K apXUBHbIM AOKYMEHTaM

5.1. Apxus npenocTaBnseT Nonb30BaTENO OTKPbITbIE LOKYMEHTbl APX1BHOrO hoHAa Poccuinckom
®efepaunm n pyrve apxnsBHble LOKYMEHTHI, @ TaKXe CNPaBOYHO-MOMCKOBbIE CPeACTBa K HUM W U3LaHUSA
6ubnnoTeyHoro (cnpaBoYHO-NHGOPMALIMOHHOM0) hoHaa.

ApxuB, obecneymBaeT LOCTYN NOb30BATENSA K CEKPETHbLIM AeNaM, fenaM, Coaepxallum
KOH(MAEHUMANbHYO UHGOPMauuio, 6a3aM AaHHbIX C yY4ETOM OFPaHNYeHNI, YCTaHOBAEHHbIX
3aKoHo4aTenbCTBOM Poccuiickon ®epepaLmm, 1 yCAoBUIR, KOTOPblE YCTaHOBMAN COBCTBEHHMKN UK
BJlaAesblbl apXMBHbIX LOKYMEHTOB NpU X nepenaye B apxms.

JocTyn nonb3oBaTens K NOAJMHHNKAM 0C060 LEHHbIX JOKYMEHTOB, B TOM YUC/IE YHUKA/bHBIX JOKYMEHTOB,
K LLOKyMeHTaM ApxmBHOro oHaa Poccuinckon degepauum, HaXo4ALWMMCA B HEYAOBAETBOPUTENbHOM
(PU3NYECKOM COCTOSHUM, OCYLLECTBAAETCA B MCKOYUTENbHbBIX C/y4asax (B TOM Yucne oas npoBeneHns
paboT No n3yyeHuio naneorpadmyeckmx 0CobeHHOCTEN TEKCTOB apXMUBHBLIX OKYMEHTOB) C MMCbMEHHOr0
pa3pelleHns pykoBoauTens apxuea. MNosb30BaTento NpefocTaBAA0TCA KOMUK YKa3aHHbIX LOKYMEHTOB
(hoHA MONb30BaHUS) AN AOKYMEHTaNbHble Nybankauum, CoaepKallime AaHHble JOKYMEHTHI.

Apxu1B He BrpaBe OrpaHnyYMBaTb UK ONpefesiaTb N0oJb30BaTeNo YCA0BUSA UCMOJb30BaHNSA MH(OpMaL K,
MoOJIy4eHHON MM B pe3y/ibTaTe CaMOCTOSATENbHOIO MOUCKa MU NPefoCTaBeHHON eMy B NOPAAKE OKa3aHus
APXMBOM MAATHbIX YCAYT, 3@ UCKJIIOYEHNEM CllyHaeB, NPefyCMOTPEHHbIX 3aKOHO4aTENbCTBOM PoCCUnCKom
defepaLm AN OroBOPEHHBLIX B AOrOBOPE apXuBa C NoJib3oBaTesieM No MHPOPMaLMOHHOMY
obcny>XuBaHuio.

OpraHn3saumsa paboThbl N0 pacCeKpeYnBaHNIO apXMBHbIX LOKYMEHTOB

5.2. PykoBoauTeNb apXunBa OpraHn3yeT npoBefeHne paboTbl MO KOHTPOJIO 33 CPOKAMMN CEKPETHOCTU
APXMBHBIX OKYMEHTOB, UMEILUNX FPUbl CEKPETHOCTHU, U MH(OPMUPYET PYKOBOAUTENEN
rOCYyAapCTBEHHbIX OPraHoB, HaAeNeHHbIX MOJIHOMOYUAMY MO OTHECEHWIO CBEAEHUI K rOCY LapCTBEHHON
TallHe, a TakXXe PyKOBOAMTENEN OpraHu3aLin 0 HaIM4Ynn B apXNBE CEKPETHBLIX apXUBHbLIX JOKYMEHTOB CO
CPOKaMM CEKPETHOCTY COLEPXKALLMXCA B HUX cBefeHun cbile 30 neT, ux coctase un obbemax.
PykoBoauTesb apxvuBa OpraHU3yeT paccekpeynBaHue apXmBHbIX LJOKYMEHTOB B CJiydae ouLmnanbHOro
LenernpoBaHna NoaHOMOYNIA Ha NpoBefeHne 3ToN paboThl pyKOBOAMTENIEM COOTBETCTBYIOLLEr0
roCyfapCTBEHHOMO OpraHa uam opraHusauuu.

B apxuBe co3faeTcsa KOMUCCUSA MO pacCekpeynBaHNo apXUBHbIX OKYMEHTOB. 0N10XXeHe 0 KOMUCCUN U
nepCcoHabHbIA COCTaB YTBEPXKAAOTCA: B (hefepasibHOM FoCyAapCTBEHHOM apXUBE - pyKOBOAUTENEM; B
apxuBe cybbekTa Poccuiickon ®efepaumm - pykoBOAUTENEM YNOAHOMOYEHHOMO OpraHa UCMONHNUTENbHON
BnacTu cybbekTa Poccunckon ®enepaumm B chepe apxmeHoro gena. Komuccus ocywectesnset paboTy B
NJaHOBOM MOPSZKE, @ TaKXXe B CBA3M C obpalleHnaMy nonb3oBaTenei.

PelueHune komuccum BCTyNaeT B CUIy NOCJSIe YTBEPXKAEHUS PYKOBOAMTENEM apXmBa. Ha ocHoBaHUK
peLLeHNs KOMUCCUM 0hOPMIIAETCA aKT O PaCCEKPEYMBaHNN apXUBHbIX JOKYMEHTOB (CM. M. 3.7.7), KOTOpPLIN
COrnacoBbIBAETCH C rOCYAapCTBEHHLIM OPraHOM UK OpraHu3aunen, HageanBLINMK apXUB
COOTBETCTBYIOLMMY MOAHOMOYUAMN.

3anpochbl Nosib30BaTesIen 0 paccekpeymBaHMm apXUBHbIX OKYMEHTOB pacCMaTPUBAOTCA apXBOM B
yCTaHOBJ/IEHHbIN 3aKOHOA4ATeIbCTBOM CPOK. EC/IM apXxvB He MONHOMOYEH pacCcekpeynBaTh 3anpaLlvBaemMble
CBeLleHMs, OH B MECSAYHbIN CPOK C MOMEHTa NOCTYMJIEHNS 3anpoca Hanpas/seT ero B COOTBETCTBYOLLNI
roCyLapCTBEHHbIA OpraH, MOSIHOMOYHbIA pacCMaTprBaTb BOMPOC 06 UX paccekpeynBaHum, nam B
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MexxBeOMCTBEHHYO Komuccumio (MBK) no 3aliuTe rocygapCTBEHHON TallHbl NN B MEXBEAOMCTBEHHYIO
9KCMEPTHYI0 KOMUCCUIO, AENCTBYIOLLYIO B CybbekTe Poccuinckon ®epepaumm, 0 YeM yBefoMaseT
noJib30BaTesid, HanpaBuBLLEro 3anpoc.

ApXxu1B NpeaocTaBAseT o5 M3YYEHNS U OpraHn3aLn pacCeEKPEYNBAHNS Y1IEHAM SKCMEPTHBIX KOMUCCUR,
CO34aHHbIX B OpraHn3aumsax, pyKkoBoANTENN KOTOPbIX HageNeHbl MOJIHOMOYMAMN MO OTHECEHUIO CBEAEHMI K
roCcyapCTBEHHON TaWHe, YeHaM 3KCNepPTHbIX rpynn, chopMmnpoBaHHbiX MBK no 3awmTe rocyaapCTBEHHON
TalHbl, @ TaKXXe YJ1eHaM NHbIX KOMUCCUIA, MOJIHOMOYHbIX PaCCeKPeYMBaTh LOKYMEHTbI IMKBUAMPOBAHHbIX
OpraHu3auni, He UMeoLUX NPaBONPEEMHNKOB, apXMBHbIE LOKYMEHTbI UM apPXUBHbIE KOMWM, @ TaKXe
HeobxoanMy10 NHGOPMaLKIO.

CrnpaBo4HO-NOUCKOBLIE CPeACTBa

(Hay4HO-CNpaBOYHLIN annapaT) K apXMBHbIM JOKYMEHTaM

5.3. [1ns obecneyeHns 4OCTyNa K apXmBHbIM JOKYMEHTAM apXvB NpeLoCTaBASET NOJIb30BATESIO
CNpaBO4YHO-NONCKOBbIE CPEACTBa K HUM (COBOKYMHOCTb OMWCAHMIN apXUBHbIX OKYMEHTOB, NpeaCTaBAeHHbIX
B apPXMBHbIX CNPaBOYHUKAX, MpeAHa3HaYeHHbIX AJ15 MONCKA apXMBHbLIX LOKYMEHTOB M COAEPXKALLENCS B HUX
LOKYMEHTHOW MH(opMaLmm).

5.3.1. KoMnnekc B3aMMOCBSA3aHHbIX U B3aMO4OMOJIHAEMbIX, CO34aBaEMbIX Ha €AVHON Hay4HO-
MeTOANYECKON OCHOBE apXMBHbIX CMPABOYHUKOB O COCTABE W COLEPXKAHUN apXMBHbIX JOKYMEHTOB
(cnctema Hay4vHo-cnpaBoyYHoro annapaTa (HCA) apxuBa) BKktoYaeT obs3aTeNbHbIe AN BEAEHNS B apXMBe
apPXUBHbIE CMPaBOYHUKK (ONNCb AEN, HOKYMEHTOB; MyTEBOANTESb; CUCTEMATUYECKMIA KaTasor) u
JOMOJIHNTEIbHbIE apXMBHbIE CNPaBOYHUKM (YKa3aTenb; 0630p).

B apxuBe BegeTca aHanus3 1 yqeT coctosHua cuctemol HCA apxuBa Ha Byma)kHOM HocuTene (KypHan no
y4yeTy coctosaHns HCA, KapToTeka) u/mnm B aBTOMaTU3MPOBAHHOM pPeXnMe.,

06wme TpeboBaHNA K ONMCAHNIO aPXMBHbLIX JOKYMEHTOB

5.4. OnuncaHne apxmBHbIX [OKYMEHTOB (CO34aHMNe MHopMaL MM 415 apXMBHbIX CMPaBOYHNKOB) MPOBOANTCS
Ha Tpex YPOBHSAX: apXuBHbIN POHA, eAUHNLA XpaHeHUA/eANHNLA YYeTa, apXUBHbIN JOKYMeEHT. Mpu
HeobXx04MMOCTMN ONMCaHMe MOXKET MPOBOAMTLCSA MO rpynmnam apXxvMBHbIX POHAO0B, rpynnam eauHuLL
XpaHeHUs/e4nHNL y4eTa, KOMMNJAeKTaM, rpynnaM apxXmBHbIX LOKYMEHTOB, YaCTW apXMBHOIO OOKYMEHTa.
OnuncaHne apXxMBHbIX IOKYMEHTOB NPOBOAUTCS Ha roCylapCTBEHHOM si3blke Poccuinckon ®epepaumm n
MOXXeT AOMOHUTENbHO NPOBOANTLCA Ha A3blkax CybbekToB Poccuinckon ®epepaum n f3blkax
MEHbLUMHCTB.

OCHOBOW apXMBHOrO CNpaBOYHUKA ABNSETCA ONMCaTeNbHasA CTaTbs, COCTOALLANA N3 Cieayowmnx
oba3aTesibHbIX 3/IEMEHTOB: CBEAEHUN, NAEHTUDNLMNPYIOLLNX NHDOPMaLNIO (Ha3BaHWE U CNPaBOYHbIe
JlaHHble apXNBHOro GOHAa, €ANHWLbI XPaHEHMA/eANHNLbI YYeTa, apXMBHOI0 AOKYMEHTA); CBEAEHU O
COCTaBe W coaepXaHun nHhopMaLun; cBeaeHnin 06 ycnoBmax focTyna n yCa0BUSAX NCMOAb30BaHUSA
NHopMaLUK; CBEAEHNIN MO NCTOPUN apXUBHOIo hoHAa (419 YPOBHSA apXMBHOro oHAa).

Mpy HeobXoANMOCTW B ONMCATENbHYIO CTAaTbI0 BKOYAOTCA AOMNOJHUTESIbHbIE CBEAEHNS O
MECTOHaxX0XAEHUN OPUTrMHAJIOB; O HaJINYMM apXMBHBIX AOKYMEHTOB (hoHA00b6pa3oBaTens B COCTaBe APYrmx
apXUBHbIX DOHAOB N MECTax UX XxpaHeHus, bubnunorpadus n ap.

5.4.1. OnucaTesibHas CTaTbs apXMBHOIO CNPaBOYHMKA Ha YPOBHE apXMBHOro OHAA BKJIOYAET: Ha3BaHUe
apxmBHOro goHaa (c™m. n. 3.5.3), cnpaBOYHbIE A@HHbIE O HEM, UCTOPUYECKYIO CMIPaBKY K (hOHAY, aHHOTaLNIo
0 COCTaBe M COAEPXXaHNMN apXMBHbLIX LOKYMEHTOB, MHDOpPMaLMio 06 yCIoBMAX AOCTYMNa U MCMOJb30BaHNS,
6ubnnorpaduto.

5.4.1.1. CnpaBoYHble faHHble 06 apXxMBHOM (hOHE COCTOSAT U3 3/IEMEHTa apXMBHOro Wudpa (HoMepa
toHpa); obbeMa apxXnBHOro PoHAa B eAUHNLAX XPAHEHNS U/UAN eANHNLAX yyYeTa Mo Buaam
JOKYMEHTALMUN; KpaHUX AaT apXMBHbIX OKYMEHTOB MO Ka)XA0MYy BUAY LOKYMEHTALUN; NepeyvHs
MMetoLLLerocs BHyTPMGOHA0BOr0 Hay4YHO-CAPaBOYHOrO annapaTa.

5.4.1.2. cTopunyeckas cnpaBka K hoHIY COCTOUT U3 MHGopMaLun No uctopun ¢oHnoobpasoBaTtens u
NCTOPUW apXMBHOIro hoHAa.
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CBefeHus No nctopmm oHA006pa3oBaTENs BKKOYAKOT: AaTbl €ro 06pa3oBaHWs, NepPeUMeHOBaHMS,
peopraHusaumu, TMKBUEaLMM, BeGOMCTBEHHYIO NPUHAONEXHOCTL, CTPYKTYPY U PYHKLUMMW, Ha3BaHUS
opraHusauunn-npeaLlecTBEHHMKA U NpaBonpeeMHnKa. CBegeHmns o hoHaoobpasoBaTene apxmBHoOro poHaa
JINYHOI 0 MPOUCXOXKIEHMS BKIIOYAIOT €ro KpaTkume brnorpaduyeckne gaHHble (hamunnio, Ms, 0THECTBO,
NCeBAOHUM, OEBUYLIO (haMUANIO, AaTbl XXU3HN, NPOdeCCUIo, faHHbIe 0 CNTyXebHOoN 1 0bLLeCcTBEHHON
neAatenbHoCTU). [na apxnBHOro hoHAa CEMbM, PO4a aHaNOrMYyHble CBeAEeHNA JAOTCA O KaXKA0M 13
POLACTBEHHMKOB. [1n5 06beANHEHHOr0 apXMBHOIro hOHAA COCTaBAseTCA obLlas ncTopuyeckas cnpaeka.
CBefieHns No NCTOPMM apXMBHOTO POHAA BKJIOYAIOT AaTy ero NoCcTyMnJIeHUs B apxuB, 06beM 1 KpalHue
JaTbl apXMBHbIX LOKYMEHTOB, CTEMEHb NX COXPAaHHOCTU; 0COBEHHOCTN (hOPMUPOBAHUNSA, ONMUCAHNS 1
cmcTemaTusaunm; nHgopmaunto 06 nsmeHeHnsax B coctaBe 1 06bemMe apXMBHOrO POHAA N X NPUYUHAX, O
HaJIM4YUM apXMBHbIX AOKYMEHTOB APYIMX OpraHusauni nam nuy, ((hoHA0BbIe BKIOYEHNS); 0 COCTaBe
Hay4HO-CMPaBOYHOr0 annapaTa K apxuBHOMY poHAaY. [1N1s apXnBHOW KOMNEKLUN yKa3bIBAOTCA CBEAEHMNS O
BpPEMEHM, YCI0BUAX, MPUYMHAX ee CO34aHuns; NpuHUMNax (PoOpMNPOBaHMNS; MECTOHAXO0XAEHNN KONNEKL MM
[0 MOCTYNJIEHNS B apXuB; COCTaBuTeNe.

icTopnyeckas crnipaBka K (hOHAY KOPPEKTMPYETCA Npn N3MeHeHnn obbema apxmMBHOro hoHAa, a Takxe B
Cnyyae peopraHm3aumnmn, U3MeHeHUs CTPYKTYpbl, PyHKLMIA boHOaoobpa3oBaTens 1 T. .

5.4.1.3. AHHOTaLMS 0 COCTaBe N CoepXKaHMM apXNBHbIX LOKYMEHTOB apXMBHOIO (hoHOA BKAOYaeT
KpaTKyo 0606LLEHHYI0 XapaKTEPUCTUKY 3TUX LOKYMEHTOB MO BMAAM U UX COAEPXKAHMA M0 TeMaM,
OTPaXkaloLNM HanpaBiaeHns AeaTeNbHOCTN (oHA000pa3oBaTeNs, C yKa3aHNeM XPOHOIOrUN TEM 1
0603HaveHneM ux reorpamyeckmx (AGMUHNCTPATUBHO-TEPPUTOPUASIbHBIX) FPaHMLL.

5.4.1.4. Ycnosus [ocTyna K apxXmBHbLIM LOKYMEHTaM apXMBHOIro )OoH4a 1 UX NCMOJIb30BaHNA BKIOYAIOT
CBeJeHUs 0 Ha/IMYUN apXMBHbBIX OKYMEHTOB, LOCTYM K KOTOPLIM U NOPSALOK UX UCNONb30BaHUS
OrpaHnYeHbl 3aKoHoAaTeNbCTBOM Poccuiickon ®eaepaummn nnm hoHfo0bpa3oBaTeNeM, a Tak)Ke CBEAEHMNS
0 HaMYMM NOAJSINHHNKOB 0C060 LIEHHbIX OKYMEHTOB, B TOM Y/C/1E YHUKA/bHbIX JOKYMEHTOB, 1
JOKYMeHTOB ApxuBHOro oHaa Poccunckon ®enepaunn, HaXOAALMNXCSA B HEYOBNETBOPUTEIbHOM
(bM3M4eCKOM COCTOAHMM; O HaNNYMKM HOHZA NOJIb30BaHUS.

5.4.1.5. bubanorpacuna K apxmBHOMY (hOHAY BKKOYAET CMMCOK ONy6ANMKOBaHHbIX CPaBOYHUKOB MO
JaHHOMY hOHAY M NOGOHAO0BbLIX OKYMEHTaJIbHbIX My6MKaLWiA, BbINOMHEHHbIX Ha €ro OCHOBE.

5.4.2. OnucaTtenibHas CTaTbs apXMBHOIO CNPaBOYHMKA Ha YPOBHE eAUHUNLBI XpaHeHMa/eQUHNLbBI y4eTa
BKJIOHAET: MOPSALKOBbIA HOMEP eAMHMLbI XpPaHEeHNA/e AUHNLbI YHeTa; CTapblil UHBEHTAPHbIA HOMEp;
3arol0BOK eAUHULbI XPaHEHUS/e AMHWLbI yYeTa; CpaBOYHbIE AaHHbIE O HEWN; YKa3aHue Ha
NOAJIMHHOCTb/KOMUINHOCTb, BUA HoCcMTens (unmn cnocob BoCcnponsBeaeHns ), A3bIK, BHELLIHNE 0COBEHHOCTM,
YCJI0BUS [OCTYMNa W NCMOJb30BaHNS apXUBHbIX OKYMEHTOB. OnucaTenbHas CTaTbs Npu HeobxoaMMoCTH
LONOHAETCA Ha3BaHMEM apXMBHOIro hoHAa M ero CTPYKTYPHOM YacTu (onucu gen, LOKYMEHTOB),
aHHOTaUMeN OTAENbHbIX apPXUBHbIX LOKYMEHTOB WK UX FPynn OaHHON e AUHULbI XpaHeHUs/e ANHNLbI
y4yeTa.

5.4.2.1. 3aron0BOK egNHWLbI XPaHEHNS YNPaBAEHYECKON JOKYMEHTALNN, eQNHWLbI XPaHEHNS apXMBHbIX
LOKYMEHTOB JINYHOIO MPOUCXOXAEHNS BKJIIOYAET: HAMMEHOBAHME BMAa apXMBHbLIX LOKYMEHTOB; aBTOpa(oB)
APXUBHbIX 4OKYMEHTOB; agpecaTa(oB) Uan KoppecnoHAeHTa(oB), KOTOPLIM HanpaBJ/eHbl UM OT KOTOPbIX
NoJlyYeHbl IOKYMEHTbI; BONPOC WK NpeaMeT, Ha3BaHus cobbiTus, dakTa, MECTHOCTU, (haMUann 1
NHULMANbI NL, K KOTOPbIM OTHOCUTCS COAEPXaHNE YKa3aHHbIX LOKYMEHTOB; AaTbl COObITMI. B cnyyae
OTCYTCTBUS HEOBXO0AMMbIX CBELEHNI B 3ar0/I0BOK BK/OYAETCS NOACHAOWAS MHGOPMaLmns "aBTop He
yCcTaHoBsieH".

3aronoBOK eAUHULbI y4eTa KWNHOBMAEOA0KYMEHTA BK/OYaeT aBTOPCKOe Ha3BaHMe uabMa, CnewuBbinycka,
KWHOXYPHana Wan Ha3BaHue CobbITMA, OTPaXXEHHOr0 B KMHO- UM TENECIOXXeTe, AaTy NPOM3BOACTBA U/Unn
LaTy CbeMKU, haMuInm N MHULMaNbI pexxnccepa n/uam onepatopa CbeMKU.

3aronoBoK eauHULbI y4eTa (hOHOAOKYMEHTa BK/OYaeT Ha3BaHMe 1 XXaHp POHOLOKYMEHTa, Ha3BaHue,
MeCTO 1 AaTy OTpaKeHHOro cobbiTna. Mpn 0TCYTCTBUN Ha3BaHMA (POHOLOKYMEHTA YKa3blBaeTCs OCHOBHOE
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cofepxaHue Tene- unu pagunonepenayn, BeicTynneHms, 6eceabl n ap. 3arosoBoK €ANHNLLI y4eTa
(boHOLOOKYMEHTa, CoOLEep KaLLEro 3anncb NPoM3BeaeHNs NnTepaTypbl U UCKYCCTBA, BKJKOYAET Ha3BaHMe
NPOu3BELEHNSA N €ro XaHp, NepBY0 CTPOKY TEKCTa, KOTOopas 3ak/lo4aeTCsa B KaBbl4KK, ecn
(DOHOLOKYMEHTOM SIBJIIETCS HE UMELOLLLEE aBTOPCKOro Ha3BaHUS 1 He onybJiMkoBaHHOE paHee
npovsBegeHune; GaMmanmn n NHALUaNb aBTOPOB W/WN UCNONHUTESNIEN KaK CaMOro NPOn3BeaeHNS, Tak U ero
06paboToK, NepenoXxeHun, NepeBoaoB; A3blKk POHOIOKYMEHTA.

3aronoBoOK eAuUHULbI XpaHeHUs POTOAOKYMEHTa BK/OYAET ONncaHne n3obpaxkeHns nam HaspaHune
doToanbLboMa, cnanga, HeraTuea, PaMUINIO N UHULMAMLI @aBTOPa, MECTO U AaTy CbEMKMU.

5.4.2.2. CnpaBoYHble faHHbIe 0 eiMHNLIEe XpPaHeHs/eauHNLE y4eTa COCTOAT U3:

3/1eMEHTOB apXMBHOro Wudpa (HoMmepa hoHAa; HOMepa ONUCK e, JOKYMEHTOB; HOMepa eaUHULbI
XpaHeHus/eanHnLbI yyeTa);

obbeMa eauHULbI XpaHEeHUS/eAMHNLbI yYeTa: 419 apXUBHbIX JOKYMEHTOB Ha ByMa)kHOI OCHOBE -
KOMNYECTBO JIMCTOB; A1 KMHOBUAEO(POHOLOKYMEHTOB (B 3aBUCUMOCTW OT BUAA) - KOIMYECTBO eQUHUL,
XPaHeHWs B eQMHULE yYeTa UM eQUHUL yYeTa B eAMHNLE XPaHEHUS, METPaX, XPOHOMETpaX, Bpems
3BYYaHUA (B MUHYTax N CeKyHAax); AN POTOAOKYMEHTOB - KOJIMYECTBO HEFATMBOB, COCTABASIOLLMX
eanHNLY XpaHeHus; ons poToasibboMOB - KONMYECTBO POTOOTMNEYATKOB;

KPalHNX 0aT apXMBHbIX LOKYMEHTOB; 419 ayAMOBU3YasbHbIX JOKYMEHTOB - AaTbl 3aNnUCK UK nepesanuncu.
5.4.2.3. B Ka4yecTBe BNA0B MaTepmasibHOr0 HOCUTENS eAUHULbI XPaHeHUs/eAUHULbI y4eTa Npu onnucaHum
yKa3blBalOTCS:

AN yNpaBiAeHYeCKon OKYMEHTALMMN N apXUBHbIX LOKYMEHTOB JINYHOIO MPOMNCXOXAEHNS - ByMara, Kabka,
nepramMeH n 7. 4.;

4519 OHOAO0KYMEHTOB FPaMMOGOHHON 3amnncK - MaTepuan HocuTens;

4019 (DOHOAO0KYMEHTOB MarHUTHOWM 3anucuy - TUN MarHUTHON NIeHTI;

415 BUAEOAOKYMEHTOB - (hopMaT 3anucu;

4Ns POTO- N KNHOLOKYMEHTOB - (hopMaT 1 OCHOBa MJIEHKW, LIBETOMEpeaya;

ANS 3NIEKTPOHHbIX LOKYMEHTOB - KOMMNAKT-AUCK U/UAN PYroi COBPEMEHHbIN HOCUTEb.

5.4.2.4. Ycnosus pocTyna K eANHULLAM XpaHeHrsa/eAnHULAM yYeTa U UX UCNOoJIb30BaHWA BKJIOYaOT
CBEAEHUNSA O HAJIMYUN apXMBHbIX 4OKYMEHTOB, AOCTYM K KOTOPLIM U NOPSAAOK UX UCNONb30BaHUS
OrpaHuYeHbl 3aKoHoAaTeNbCTBOM Poccminckon ®epepaunm nam poHaoobpasoBaTesieM, a TakKe CBEAEHUS
0 Ha YW NOAJIMHHNKOB 0C060 LIEHHbIX AOKYMEHTOB, B TOM YUC/Ie YHUKANbHbIX JOKYMEHTOB, U
LOKYMeHTOB ApxnBHOro oHaa Poccuinckon ®depepaunm, HaxoAAaLWMXCSA B HEYAOBNETBOPUTENIBHOM
(PU3NYECKOM COCTOSAHUN; CBEAEHUSA O HAANYUM (hOHLA NOJSIb30BaHWA; O A3blKe N BHELIHUX 0COBEHHOCTAX
APXMBHbIX LOKYMEHTOB; 0 Hann4mn HCA K eguHunLe XpaHeHus/egmHuLe yyeTa.

5.4.3. OnucaTtesibHas CTaTbs apXMBHOI0 CNPaBOYHUKA Ha YPOBHE apXUBHOIO LOKYMEHTa BKJOYaeT:
3aron0BOK; CMPaBOYHbIe AaHHbIE O HEM; YKa3aHue Ha NOAJMHHOCTb/KOMUAHOCTD; BUA HOCMTens (unm
cnocob BOCNpon3BeneHNs); yCNoBUSA AOCTYMNa U MCMOb30BaHUS.

5.4.3.1. 3aro/IoBOK apXMBHOIro AOKYMeHTa BKJIlOYaET: HaMMEHOBaHMe BUAa apXUBHOIo AOKYMEHTa; aBTopa;
agpecaTa WaM KoppecrnoHAeHTa, KOTOPOMY HamnpaBieH Uan 0T KOTOPOro NojlyYyeH AOKYMEHT; BONPOC UK
npeamet, cobbiTne, hakT, MMLO, Ha3BaHME MECTHOCTH, K KOTOPbIM OTHOCUTCS COAEPXKaHMe YKa3aHHOro
NOKYMeHTa; AaTy cobbiTna. B cnyvyae oTCyTCTBMSA HEOOXOQUMbIX CBEAEHWI B 3ar0JI0BOK BKJIKOYAETCA
nosicHALWan nHopMauus: "aBTop He ycTaHoBseH", "6e3 paathl". MNpn HeobXoAMMOCTN 3aro0BOK
LONOJIHAETCA aHHOTaUWeNn, packpbliBatoLLe HE OTPa)KeHHOe B 3arojloBKe cofep)kaHue AaHHOro
LOKYMeHTa.

5.4.3.2. CnpaBoY4Hble AaHHblE 06 apXMBHOM JOKYMEHTE COCTOST U3 3/IEMEHTOB apXUBHOrO Wngpa (HoMepa
(hoHOa; HOMEpa onucKu Aen, LOKYMEHTOB; HOMEpPa eAUHMNLIBI XpaHEeHMA/eAMHNLbI y4eTa; HOMEPOB JINCTOB);
obbeMa (KonmyecTBa MCTOB) apXMBHOIO AOKYMEHTA; AaThl €ro Co34aHus.

5.4.3.3. YcnoBus 0oCTyna K apXUBHOMY LOKYMEHTY M NCMOJIb30BaHNSA BKOYAOT CBEAEHUSA O HAaNN4Yunm
OFPaHUYEHUIN Ha JOCTYMN U OFPAHUYEHWNIA MO NCMO/b30BaHNIO, YCTaHOBEHHbIX 3aKOHOAATEbCTBOM
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Poccuinckon ®epepaumm nnm doHaoobpasoBaTenem, a Takxxe 06 OTHECEHMM ero K Yncay 0cobo LieHHbIX
LLOKYMEHTOB, B TOM YMCJI€ YHUKAJIbHbIX JOKYMEHTOB, UM OOKYMEHTOB APXUBHOIO poHAa Poccumnckon
depfepaumm, HaAXOAAWMXCSA B HEYAOBAETBOPUTENbHOM (PU3NYECKOM COCTOSHWM; CBEAEHMSA O HAANYUK
(hOoHLa NONb30BaHMUSA; O A3bIKE N BHELUHWX 0COBEHHOCTSAX apXMBHOMO AOKYMEHTA; O BK/OYEHUN
MH(popMauum o Hem B cuctemy HCA.

5.5. Mpw co3gaHnn HCA apxuB y4MTbIBAET He TONbKO 0bLiMe TpeboBaHUS K COCTaBEHNIO ONUCATENbHbIX
CTaTel apXMBHbLIX CNPaBOYHUKOB, HO M 0COBEHHOCTM NOAFOTOBKM UX KaX40r0 TUMna 1 BMAa.

Onucb gen, LOKYMEHTOB

5.5.1. Onnchb gen, DOKYMEHTOB (apXMBHbIM CIPaBOYHMK, NPefHa3HaYeHHbIN AN PacKpbITUSA COCTaBa U
cofepXaHusa eMHUL, XpaHeHUs/eANHNL yHeTa, 3aKpernaeHus nx BHyTpUugoHL0BON cucTteMmaTnsaumum u
ydeTa; npunoxxeHus N 7-8) COCTONT M3 onNucaTesIbHbIX CTaTen eANHUL, XPaHeHs/eAnHuL, y4eTa (cm. .
6.4.2), utoroson 3anucu (cm. n. 3.5.6), nucta-3aBeputens (npunoxxeHme N 3) 1 CNpaBoOYHOro annapaTa K
onuncu.

B cnpaBoYHbIN annapaT onucy Aesl, LOKYMeHTOB BXOAAT: TUTY/IbHbIN IUCT; COAEPKaHMe (ornasneHue),
npeancioBne; CNMCOK COKpaLLLeHNI; nepeBoHble Tabaunubl apXxmBHbIX WNGPOB (B CyHae nepepaboTku
onucK); ykasaTenu.

Ha TuTy/ibHOM NUCTe onucy fes, LOKYMEHTOB NMOMELLaloTCA: NoJIHOe Ha3BaHMe apxnBa, Ha3BaHWe 1 HOMep
APXMBHOrO POHAA, HOMEpP 1 Ha3BaHWeE OMUCK, KpalHNE AaTbl BHECEHHbLIX B OMWUCb apXMBHbIX LJOKYMEHTOB.
Mpepuncnosune coctaBnseTcs NGO K Kaxx 4o onucy aen, LOKyMeHToB, nnbo obLiee Ko BCeEM ONUCAM
apxMBHOro hoHaa. B npeancnoBumn KpaTkKo n3naratoTca nctopusa doHgoobpasoBaTesnis U apxXmMBHOIO POHAA;
aHHOTALMA COCTaBa N COAEPKAHNS apXMBHbIX JOKYMEHTOB (C BblAeNeHneM Hanbonee TUNMNYHBIX Fpynmn
eVHWL, XpaHeHUs/eAMHUL, y4eTa No UX BUAAM U Pa3HOBUAHOCTAM, MO COAEPXKaHUI0); COCTaB CNPaBOYHOro
annapaTa K onucu. Mpwn cocTaBNeHUN OTAENbHbIX MPEeANCIOBMIA K KaXXA0N ONMUCK apXMBHOIro (hoOHAa BCE
oblre gaHHbIe No ucTopumn oHAoo0bpas3oBaTeNa 1 NCTOPUSA apXMBHOMO (HOHAA NOMELLAOTCS B
npeancioBun K NepBon onnucy gen, LOKYMeHTOB.

Mpn HeobX0AMMOCTU K ONUCKU Aefl, [LOKYMEHTOB COCTaBASIOTCSA 06LLMe U CneLumnanbHbIe yKa3aTenu.

5.5.1.1. ApxnB B HEOBX04MMbIX CNydHasax OpraHM3yeT yCOBepLIEeHCTBOBaHMeE 1 nepepaboTKy onucen gen,
LLOKYMEHTOB.

YcoBepLUeHCTBOBaHMeE ONUCK Aef, LOKYMEHTOB - KOMMIEeKC paboT Mo NOBbILLEHWIO NHPOPMATUBHOCTH
OMWCKW: YTOYHEHWIO 3aroJIOBKOB eANHNLL XPaHeHMs/eAnHUL, y4eTa (6e3 M3MEeHeHNs nx CcMcTemMaTm3aumm),
COCTaBNIeHN0 He0BX0AMMOr0 CNPaBOYHOr0 annapaTta K Onucu.

MepepaboTka onucy gen, 4OKYMEHTOB - COCTaBJ/IEHNE HOBOW OMUCK B3aMeH CTapou, He OTBeYaloLLIEeN
TpeboBaHMAM MOUCKa M y4eTa apXMBHbIX JOKYMEHTOB. [epepaboTka onncK BKAKOYAET: N3yYeHne eanHNL,
XpaHeHUs/eAnHUL, y4eTa C NpoBeLeHNneM 3KCNepTu3bl X LLEHHOCTKW, YTOYHEHNEM UX (hOHA0BON
NPUHaLNeXHOCTU; YTOYHEHNE WM COCTaBJIEHNE 3ar0/I0BKOB eANHUL, XpaHeHNA/e AUHNL, YYHeTa;
onpenenieHne unm yToYHeHne nx KpanHux faT, nepecncreMaTnsanmio eMHUL XpaHeHna/eAnHuL, y4eTa no
HOBOW CXeMe cucTemaTusaumm 1 coctTaBsieHne HeobxoAMMOro cNpaBo4HOro annapaTta K onucu. Mpu
nepepaboTke ONMcKU CoCTaBNAeTCSA NepeBoaHas TabanLa CTapbiX K HOBbIX apPXMUBHBIX LLUNMPOB €AUHNLY
XpaHeHUs/egnHNL y4eTa. YHNUYTOXEHNE CTapbiX ONWUCen aen, JOKYMEHTOB nocne nx nepepaboTku
3anpeltaeTca. CTapble OnMCK Y4UTbIBAOTCS MO HOBLIM OMUCAM Ha MpaBax OTAENbHbIX eUHUL, XPaHEeHNS 1
MOMELLATCS B KOHLLe HOBOW OMMWCKM 3@ NOCAe4HNM HOMEPOM MoJ CBOUM 3ar0/10BKOM M C 0TMeTKon "Onunch
nepecoctasneHa. Cm. on. N ...".

MNyTesogutenu

5.5.2. MNyTeBoanTenb (apXMBHbLIA CNPABOYHMK, COAEPXKaLUui cBegeHns 06 apxmBHbIX POHAAX apXxuBa
(apxnBOB) B CUCTEMATU3MPOBAHHOM BUAE U NMpefHa3HaYeHHbIN 015 03HAKOMJIEHUS MOJb30BaTeNs ¢ UX
COCTaBOM U COAEPXKaHMeM) COCTOUT M3 onucaTesNbHbIX CTaTeN Ha YPOBHE apxMBHOro oHAa (cM. n. 5.4.1) n
CNpaBOYHOro annapaTa.

Bupgamun nyTteBoanTENsa SBAAOTCA NyTEBOANTENb NO (POHAAM apXmBa (apXMBOB); KPAaTKMUIN CNIPABOYHUK NO
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boHaaM apxmBa (apxmMBOB); TEMAaTUYECKNI MyTEBOAUTENb N0 hoHAaM apxuBa (apxueoB). [yTeBoanTenu
noapa3fensoTCs TakXKe Ha apXUBHbIE (BHYTPUAPXMBHbIE) N MEXAPXUBHbIE.

Bug nyTeBoaMTeNs N CXeMa NOCTPOEHUS ONPEeSeNAloTCA ero LeseBbiM Ha3HaYeHneM,

5.5.2.1. OcHOBHa#s YacCTb NyTeBOAUTENSA MO (hOHAAM apxuBa (apXMBOB) COCTOUT U3 ONUCaTENbHbIX CTaTen
apXUBHbIX DOHAOB UAW FPYNN apXMBHbLIX POHAO0B. B nyTeBoauTenb No hoHAaM apxuBa (apXMBOB) AOSKHbI
BKJIO4ATbCA CBELAEHUS O BCEX OTKPLITbIX apXMBHbIX (hOHAaxX. HeKoTopble apXxmBHbIE (hOHAbI MOTYT 6bITb
npeacTaBieHbl B BUAE CMMCKa HEAHHOTUPYEMbIX apXUBHbIX DOHIOB.

5.5.2.2. OCHOBHa$ 4aCTb KpaTKOro ClpaBoYHMKa No hoHAaM apxuBa (apXMBOB) COCTOUT U3
CMCTEMATU3NPOBAHHOIO MNePeYHs ONUCaTENbHbIX CTAaTEN Ha apXMBHbIE DOHbI UAN FPYMMbl APXUBHbIX
(boHL0B.

KpaTKkue crnpaBoYHMKM NOLPA3AENAI0TCA Ha aHHOTUPOBAHHbIE N HEAaHHOTMPOBaHHbIe. OnucaTesbHas
CTaTbs B @HHOTUPOBAHHOM KPaTKOM CMpaBOYHUKE COCTOUT M3 Ha3BaHMSA apXMBHOro poHaa Co BCeMU
nepevMeHoBaHNAMN GoHa000pa3oBaTesNs, CNPaBOYHbIX AaHHbIX 06 apXMBHOM (hOHAE N KPaTKOM
aHHOTaLMW Ha apXnBHbIe OKYMEHTbI 3TOro oHaa. OnucatesibHas CTaTbsl B HEAHHOTUPOBAHHOM KPaTKOM
CNpaBOYHMKE COCTOUT U3 Ha3BaHWNA apXMBHOrO POHAA M CMIPABOYHbIX AAHHbLIX O HEM.

5.5.2.3. OCHOBHa$ 4aCTb TEMATMYECKOro NyTeBoAMNTENS MO (hOHAAM apXmBa (apXmMBOB) COCTOUT U3
CUCTEMATU3NPOBAHHOIO NepPeYHs onucaTeNibHbIX CTaTen No oNpefeIeHHON TeMe Ha apXMBHbIe (DOHAbI MK
nx 4acTu.

5.5.2.4. B cnpaBoYHbI annapaT nyTeBoauTens ntoboro Buaa BXOAAT TUTYJIbHLIN ANCT, COOEP)KaHMe
(ornaeneHwe), NpeamncnoBmne, CNNCOK COKPaLLEHWI, MPUIOXEHNS, YKasaTenun. K nyTeBoauTento
cocTaBnseTcsa obwas bubnnorpadumsa.

B MHOFOTOMHbIX M34aHMAX NyTeBOAUTENEN COCTaBASETCSA CPaBOYHbIA annapaT Kak A1 BCero U3gaHns B
LesioM, Tak 1 ANs OTAeNbHbIX TOMOB.

KaTanoru

5.5.3. KaTanoru (MexxgoHa0Bble apXMBHbIE CTPABOYHUKMN, B KOTOPbIX CBEAEHNS O COAEPXKAHNN apXUBHbIX
(hOHAOO0B, eANHUL, XpPaHEHNS/eAUHUL, YYeTa, apXMBHbIX LOKYMEHTOB (MM MX YacTewn) apxuBa
CrpynnupoBaHbl Mo NpegMeTam (TeMaMm, 0TpacasaM), pacnosio)KeHHbIM B COOTBETCTBUM C ONpeaesieHHON
CXEMON KNnaccupukaumum LOKyMeHTHOW nHopMaLmm) obpasyloT CUCTeMy KaTanoros apxuea. CocTas
CUCTEMbl KaTasloroB apxmBa onpefenseTcs COCTaBOM U COAEPXKaHNEM apXUBHbLIX OKYMEHTOB;
MHTEHCMBHOCTBIO NX NCMOJIb30BaHNS; CTEMEHbLIO Pa3paboTaHHOCTM apXMBHbLIX (DOHAO0B; HANYNEM U
Ka4yeCTBOM APYrux TUMOB apXMBHbIX CPaBOYHMKOB. OCHOBHbLIMU B CUCTEME KaTasIoroB apXxuBa SBASIOTCA
CMCTEMATUYECKUI N UIMEHHOW KaTaNoru.

KaTanorn noapa3gensTca Ha cucTeMaTUYeCKne, TeMaTUYeCKe N X Pa3HOBMAHOCTY (KaTanoru no
NCTOPUN YYPEXAEHNA, aAMUHNCTPATUBHO-TEPPUTOPMAILHOIO AENeHUs 1 Ap.), NpeaAMeTHbIe U X
pPa3HOBMAHOCTY (UIMEHHON, reorpaduyecknii, 06 beKTHbIN).

OnucaTenbHas CTaTbs KaTanora BKAOYAET: Ha3BaHMe apxnBa; MHAEKC; pybpuky n noapybpuky; paty
cobbITnA; MecTo cobbITuS; CBEAEHNSA N3 aPXMBHOIO LOKYMEHTA, €AUHULIEI XPaHEHNS/eANHWLbI YYETa,
aPXMBHOro (hoHAa (CoaepKaHMe); apXMBHLIN WNMDP; A3bIK JOKYMEHTa U cnocob ero BOCMNPON3BEAEHNS;
haMnnio CoCcTaBUTENS U faTy COCTaBAEHNS ONUCaTENbHON CTaTbu.

[na yCTaHOBNEHUS CBS3N MEXAY pa3fenaMun KaTaslora Uan pa3fesnoB KaTaaora ¢ ApyruMm apXuBHbIMA
CNpaBOYHUKAMMN NPUMEHSAETCSH CUCTEMA OTChINOK.

Yka3aTenu n 0630psl

5.5.4. YKa3aTenu (apxvBHble CNPaBOYHMKY, NPeACTaBAdLWNe cobon andaBuTHbIE, CUCTEMATUYECKME UK
COCTaBJ/IEHHbIE MO KaKoMy-11nbo MHOMY NMPU3HaKy NepeyvyeHn Ha3BaHWU (HauMeHOBaHMI) NPeaMETOB,
YNOMWHAEMbIX B aPXMBHbIX [OKYMEHTaX, C YKa3aHUEM X apXMBHbIX LWINKDPOB) NOAPa3aeNaloTCs Ha
BHYTPUMOHLO0BbIE, MEXKDOHA0BLIE, MEXAPXMBHbIE, @ TaKXXe Ha TeMaTuyeckume, npegMeTHble (obLine un
cneuunanbHble), XpoHoornyeckne. PasHoBMAHOCTAMN NPEeLMETHOI0 yKa3aTena ABASITCA UMEHHON U
reorpamyeckmin ykasatenu.
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YKa3zaTenn MoryT ObiTb CaMOCTOATENbHLIMU apPXMBHBLIMU CNPaBoOYHNKaMy B cucteme HCA apxuBa unu
BXOAMTb B COCTaB BCMOMOraTe/IbHOro CPaBOYHOr0 annapaTa K ApYyruM TUMam apXuBHbIX CMPABOYHMKOB.
OnucaTenbHas CTaTbd yka3saTens ntoboro Bnaa COCTOMT U3 NPeaMeTHOro NoHATMA (pybpuKn) n apxnBHOro
wudpa.

B yka3aTene npuMeHseTCsa CMCTeMa OTChIJIOK 418 YCTaHOBEHNS CBA3EN MeXAY TOXAECTBEHHbIMU
npeaMeTHbLIMU NOHATUAMMN.

5.5.5. O630pbl (apXMBHbIE CMPABOYHUKM, BKJIIOHAOLLNE CUCTEMATU3NPOBAHHbIE CBEEHUS O COCTABE U
COAEepXXaHnM OTAESbHbIX KOMMIEKCOB apXMBHbIX LOKYMEHTOB, AOMOJIHEHHbIE UX UCTOYHNKOBELYECKNM
aHasIM30M) noapasnenaTcs Ha 0630pbl (HOHLOB 1 TEMaTUYeckue 0630pbl.

0630p hoHAa BKIOYAET CUCTEMATU3NPOBAHHbIE CBELLEHNS O COCTaBe U COLEPXaHUMN apXUBHbIX
LOKYMEHTOB OHOr0 apXxvBHOro hoHaa.

TemaTunyeckunin 0630p BKAKOHAET CUCTEMATU3MPOBAHHbLIE CBEAEHNS O COCTABE U COAEPXKAHUUN apXMBHbIX
LOKYMEHTOB OAHOr0 UAW FPYyMnbl apXMBHbIX (WOHA0B OAHOIO UM HECKOIbKMX apXUBOB MO OnpeaeseHHon
Teme.

B cnpaBo4HbIN annapaT 0630pa BXOAAT TUTY/IbHbIA JIMCT, COAEPKaHMe (ornasneHne), NpeancyioBme,
CMUCOK COKpaLLeHni, ykasaTenu. K TeMaTmyeckomy 0630py A0SKHbI BbITb COCTaBEHbI CMNCOK POHIO0B,
NMHOpMaLUs 0 KOTOPbIX coaepxunTtca B 063ope, n bubnnorpacus no teme o630pa.

ABTOMaTU3MpoBaHHbIN HCA

5.6. ApXMBHbI€ CMPaBOYHUKIN MOTYT BECTUCh B apX1BE B aBTOMATU3MPOBAHHOM pexxumme, obecrneynBaoLLem
BO3MO>KHOCTW ONEepaTUBHOIO N MHOr0aCMeKTHOroO NOMUCKa 1 NpeAcTaBieHns JOKYMEHTHON MHopMaumum (B
TOM YUCJIe B peXXrMe yAaNeHHOro 4ocTyna).

VHdopMaLnoHHoe HanosiHeHe aBToMaTu3npoBaHHoro HCA cocTaBnsieT cofepxaHue onucaTenbHblX
CTaTbeN apXMBHbIX CMIPABOYHNKOB Ha YPOBHE apXxmMBHOro oHga (cm. n. 5.4.1), eanHnubl
XpaHeHus/eanHuLbl y4eTa (CM. N. 5.4.2), apX1BHOro JOKyMeHTa (CM. M. 5.4.3), a TakXe K/o4eBble C/10Ba U
pybpukaTopbl.

0653aTenbHbIMU BUAAMMN KITHOYEBLIX C/I0B (TEPMUHOB, XapaKTEPM3YOLWNX B 0606LLEHHOM U CKaTOM BUAAX
copep)xaHne onncaTesbHbIX CTaTeNn apXUBHbIX CNPAaBOYHUKOB) NPV BeAeHUN aBTOMaTm3mpoBaHHoro HCA
ABNATCA: "TeMaTumka", "nepcoHanmmn’, "reorpacus’. B cnyvyae HeobxoAMMOCTY MOTyT CO3[aBaTbCs Apyrue
BMIbl KJIOYEBbIX C/I0B.

PybpukaTopbl - CUCTEMATMYECKME N TEMATUYECKNE CXEMbI MOHATWIA C MHAEKCAMU NS CTPYKTYPUPOBAHNA 1
NnoMcKa AOKYMEHTHON MHGOpMaLMy B aBTOMaTU3MpoBaHHOM HCA.

®OopMbl NCMONb30BAHUSA aPXMBHbLIX LOKYMEHTOB

5.7. OCHOBHbIe (hOpMbI NCMO/b30BaHUSA aPXMBHBLIX 4OKYMEHTOB (NpefocTaBieHUs apxnsomM 6e3so3mesHo
1An BO3ME34HO NoJsib30BaTeNo MH(OPMALMOHHbBIX YCAIYT U UH(OPMAaLMOHHbLIX MPOAYKTOB ANS
YOOBNETBOPEHNS €ro UHOPMALIMOHHBIX NoTpebHoCTEN):

MH(OPMaLMOHHOe obecrneyeHre Nonb3oBaTenen B COOTBETCTBUM C UX 3aMpocaMu, a Takxe B
WHULNATUBHOM NOPAAKE;

npefocTaBNeHNe apXNBHbLIX LOKYMEHTOB MO/1b30BaTENSAM B YATANIbHOM 3ae apXuBa;

3KCMOHMPOBAHMNE apPXMBHbIX LOKYMEHTOB Ha BbICTaBKaXx;

MCMNO/b30BaHNE apXUBHbBIX LOKYMEHTOB B CPeACTBaxX MacCOBON MHGOpMaLnu;

nposegeHne NHPOPMaLIMOHHbLIX MeponpuATUiA (BCTpeY C 06LLeCTBEHHOCTbLIO, 3KCKYPCUIA B apXUBbI,
npeseHTaumnmn, OHEN OTKPbITbIX ABEPEN, NEKLNIA, 4OKNAA0B, YCTHbIX XXYPHAN0B, KOHDEPEHLUIA, YPOKOB A5
CTYLEHTOB U1 LUKOJLHUKOB 1 AP.) C NCMOIb30BAHNEM apXMUBHbIX LOKYMEHTOB;

ny6amMKaumsa apXnBHbIX LOKYMEHTOB.

5.7.1. 3anpockbl, NoCTynalwLLne B apxmBbl, NOAPA3LeNA0TCS Ha:

3anpockl 0 NpefocTaBieHny MHhopMaL M no onpegeneHHon npobneme, Teme, cobbiTuio, hakTy
(TemMaTmnyeckne 3anpocbl). Pa3HOBUAHOCTLI0 TEMATUYECKUX 3aNpPOCOB ABNAOTCA Bnorpadmyeckme 3anpocsl,
Mo KOTOPbIM YCTaHABANBAOTCSA CBEAEHNS, HEOBX0AMMbIE A9 U3YHEHNS XKU3HU N AeATeNIbHOCTU
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KOHKPETHbIX NnL;
3aMnpochl 0 NPefoCTaBAeHNN UHADOPMaLUK, HeobxoaMMon NS YCTaHOBNEHUS POACTBA, POACTBEHHbIX
cBazen ABYX uan bonee nuu, NCTOPUN CEMbU, POAa (FreHeanornyeckume 3anpochl);

3aMnpocChl, CBSI3aHHbIE C COLMANbHON 3aLlUUTON rpaXkaaH, npeayCcMaTpuBaloLLME UX MEHCUOHHOE
obecneyeHne, a Tak)Xe NoslyyeHme NbroT 1 KOMNeHCaLMin B COOTBETCTBMM C 3aKOHO4ATE/IbCTBOM
Poccuinckon ®egepaumm n mexayHapoaHeiMu obs3atenscteamm Poccuinckon ®depepaumm (3anpocsl
coLManbHO-NPaBOBOro XxapakTepa).

5.7.2. B uensax HactosAwmx Npasua NCnofb3yTcsa cneayowme noHATUA:

apXuBHas CrpaBKa - JOKYMEHT apXMBa, COCTaBJIEHHbIN Ha BnaHKe apxnBa, UMEIOLWNIA PUOANYECKYIO CUTY U
COoAepXXaLnin 4OKYMEHTHYI0 MHGOPMaLMIO 0 NpeaMeTe 3anpoca C YKasaHMeM apXMUBHbIX LWNGPOB 1
HOMEPOB NINCTOB eAUHUL, XPaHEHNS TeX apXMBHbIX JOKYMEHTOB, Ha OCHOBaHMW KOTOPbIX OHa COCTaBJeHa;
apXuBHas KoMus - LOCN0BHO BOCMPOM3BOASALLAA TEKCT apXMBHOI0 AOKYMEHTa KOMMs C yKa3aHNeM
APXUBHOrO WNgpPa 1 HOMEPOB INCTOB eAUHULbI XPaHEHWS, 3aBepPeHHas B YCTaHOB/IEHHOM MOPAAKeE;
apXuBHa$s BbINUCKA - JOKYMEHT apXWBa, COCTaBAEHHbIN Ha BnaHKe apxnBa, LOC/OBHO BOCMPOM3BOAALLNIA
4acCTb TEKCTa apXMBHOI0 AOKYMEHTa, OTHOCALLMNIACS K onpegeneHHomy akTy, cobbiTuio, anuy, €
yKa3aHNEM apX1BHOrO LWKdpa 1 HOMEPOB JINCTOB eANHWLIbI XPaHEHNS;

NHOPMaLMOHHOE MNCBMO - MMCbMO, COCTaB/IeHHOe Ha BaHKe apxMBa No 3anpocy NoJib30BaTess Uan no
WMHUUMATUBE apXxmBa, coaepxallee NHHOPMaLMIO 0 XPaHALLMXCS B apXMBE apXMBHbIX LOKYMEHTax no
onpegneneHHomn npobneme, Teme;

TeMaTMYeCKUn nepeyvyeHb apXMBHbIX 4OKYMEHTOB - CUCTEMATU3NPOBAHHbIA KPAaTKWUI MAN @HHOTUPOBAHHbLIN
nepeyveHb 3aroJIOBKOB apXMBHbIX OKYMEHTOB, €ANHWL, XpPaHEHUS/e ANHNL, y4eTa No onpeneseHHon Teme ¢
yKa3aHWeM Ux gaT 1 apXMBHbIX LUNGPOB, COCTABAEHHLIN MO 3anNpocy Noab30BaTeNSA WM NO NHALMATHBE
apxuBa;

TeMaTumyeckas noabopka KOMmi apxXmBHbIX JOKYMEHTOB - CUCTEMATU3NPOBAHHbLIA KOMMAEKT KOMUiA
APXUBHbIX 4OKYMEHTOB UM UX YacTein No onpefesieHHON TeMe, MOAr0TOBIEHHbIN apXMBOM MO 3amnpocy
NnoJib30BaTeNd UK MO UHULMATUBE apxmBa. TeMaTnyeckas noabopKka BKIOYAET TUTYbHbIA INCT,
TeMaTMYeCKUN NepevyeHb apXMBHbIX 4OKYMEHTOB U NPy HEOBXOAUMOCTUN NCTOPUYECKYIO CMpaBKy Mo TEME;
TeMaTnyeCcKuin 0630p apXmMBHbIX OKYMEHTOB - CM. . 5.5.5.

MopsagoK MCNOSIHEHMS 3anNpOCOB NOb30BaTeNeN

5.8. 3anpoc nonb3oBaTensd paccMaTPUBAETCA U UCMONHAETCSH apXMBOM MPU HaIMYUK B 3anpoce
HaVMEHOBaHWS IOPUANYECKOro Nuua (ANs rpaxkaaH - GaMuanmm, UMeHN 1 0TYeCTBa), MOYTOBOro U/unn
3JIEKTPOHHOr0 aZipeca NMosib30BaTeNs, yKa3aHMa TeMbl (BONPOCa), XPOHONOIr MM 3anpallnBaemMon
NHdopMaumnn.

3anpoc nosb3oBaTesis pacCMaTpUBaAETCSA PYKOBOACTBOM apXvBa WM YMOAHOMOYEHHbLIM LO/IKHOCTHbLIM
JIMLOM (NiMamm), HanpaBAseTCa Ha UCMONHEHEe B COOTBETCTBYOLWME NOApa3aeneHnsa nnu
HenocpeaCcTBEHHO UCMOMHUTESIIO U UCMOJIHAETCS MO apXMBHBLIM LOKYMEHTaM U/WAW NeYaTHbIM N34aHNAM,
OTHOCALLMMCSA K MpeaMeTy 3anpoca.

3anpoc, He OTHOCALLMIACA K COCTaBY XPaHALLNXCSA B apXNBE apXMBHbIX LOKYMEHTOB, B TeYeHNe 5 gHen ¢
MOMEHTa ero permctpaumm HanpasaaeTcs B 4PYron apxmne UM opraHu3aumnio, rae XxpaHaTca Heobxogumele
apPXUBHbIE [OKYMEHTbI, C YBEAOMJIEHNEM 00 3TOM MONb30BaTENS, UK MNOJIb30BATENO AAETCS
COOTBETCTBYIOLLAA PEKOMEHAaLMA.

Mpwn nocTynneHun B apxme MHTepHeT-0bpaLleHns (3anpoca) Nob30BaTENA C YKa3aHNEM aJpeca
3NEKTPOHHOW MOYThl U/MAK NOYTOBOr0O agpeca emMy HanpaBaseTca yBeaomseHne 0 npueme obpalleHns
(3anpoca) K pacCMOTPEHUIO NIV MOTMBUPOBAHHbLIN 0TKa3 B pacCMOTPEHMW. TIPUHATOE K PpaCcCMOTPEHMIO
obpalleHmne (3anpoc) pacnevyaTbiBaeTCs, U B AasbHenlweM paboTa C HUM BEAETCS B YCTAaHOBJIEHHOM
nopsake.

OTBET Ha 3anpocC Nonb30BaTeNsd AaeTCs Ha FOCYAapCTBEHHOM fA3blke Poccuinckon ®egepauun.

ApXM1B OCYLLECTBASAET NPUEM rpa)kgaH B NPUEMHON UK CTOJIE CNPABOK U BEAET UX Y4ET N0 YCTaHOBEHHON

Cka4aHo Ha canTe «3aKoHbl PO» — https://actrf.ru Ctp. 57 n3 68



(hopme. PyKOBOLCTBO apXxuBa HECET JINYHYI0 OTBETCTBEHHOCTb 3@ OPraHM3auuio npuemMa n pacCMoTpeHus
3aMnpoCoB rpaxaaH.

5.8.1. TeMaTnyeCkuin 3anpoc rocyfapCTBEHHOrO OpraHa Wan opraHa MecTHOro caMoynpaBieHus,
CBA3AHHBIA C UCMOJIHEHNEM UMK CBOMX PYHKLIMIA, apXMB paccMaTpmBaeT B NepBooYepeHOM Nopsake B
yCTaHOBJ/IEHHbIE 3aKOHOLAaTeNbCTBOM JIMBO B COrnacoBaHHbIe C HUMUW CPOKK. IcNonHeHMe Takoro 3anpoca
OCyLLeCTBAIAETCA Ha 6€3B03ME34HOIN OCHOBE.

VicnosiHeHne TeMaTM4eCKOoro 3anpoca opraHmM3aumnm uin rpaxiaHnHa opraHu3yeTcs B nopsagke okasaHus
naaTHbIX YCAyr (B TOM 4MC/ie Ha OCHOBe Jorosopa) nan 6e3soame3nHo. Cpokn n ctoumocTb paboT no
NCMNOJIHEHUNIO YKa3aHHOr0 3anpoca B NpefBapuTebHOM NOpsAKe COrnacoBbIBAOTCA C MNOJb30BaTe/IEM,
Mpu HeobxoanmMmocTu NpoBefeHns 06beMHON PaboThl MO MOUCKY U KONUPOBAHWIO apXUBHbLIX JOKYMEHTOB
apPXMB MMCbMEHHO M3BELLAET NOJIb30BATESA O MPOMEXYTOYHbIX pe3yabTaTax paboThl. Bug
WMH(OPMALMOHHOIO LOKYMEHTa, NOAr0TaB/IMBAEMOr0 apX1MBOM MO 3arnpocy rnojib3oBaTens,
COrNacoBbIBAETCS C HUM, eciv 06 3TOM He yKa3aHo B 3anpoce.

5.8.2. l'eHeanornyeckunin 3anpoc Nonb3oBaTens apxms UCMONHSAET B NOPALKE OKa3aHWA NaaTHbIX YCayr (B
TOM Y4uC/ie Ha OCHOBE A0roBopa). YKa3aHHbIN 3anpoC MOXKET UCMONHATLCSA Kak B OTHOLIEHUN 3aaBUTeNs,
TaK 1 B YCTAHOBJIEHHOM MOPSALKE B OTHOLLEHUN APYruX JInL.

WHdopmMaums nonb3oBaTento npeacTaBaseTcs B hopMe poLOCNOBHOIO ApeBa, FeHeasorMyeckon pocnmcuy,
reHeanornyeckon Tabamubl AN apXUBHbLIX CMIPABOK, aPXMBHLIX BbIMWCOK, KOMWUIA apXNBHBLIX OKYMEHTOB,
yCTaHaBAMNBAIOLLMX POACTBEHHbIE CBA3W. [Py OTCYTCTBUMN BO3MOXXHOCTEW MO UCMOSHEHNIO
reHeanorn4yecknx 3anpocoB apxmnB PeKOMEHAYeT MoJib30BaTe 0 MPOBOANTL CAaMOCTOATENbHbI MOUCK
NHTepecyLen ero MHMoOpMaLMy reHeanorn4ecKoro Xxapaktepa B Y4TaslbHOM 3aJie apxuBa.

5.8.3. 3anpoc coumnanbHO-NPaBOBOro XxapakTepa NCMNoJHAeTCS apXMBoM 6e3B03Me3HO.

CpoK MCMONHEHNSA 3anpoca COoLManbHO-NPaBoOBOr0 XapakTepa B apxvBe He Lo/KeH npesbiwaTb 30 AHeNn ¢
MOMEHTa perucrpawmm 3anpoca. C paspeLleHns pyKoBOLCTBa apXuBa 3TOT CPOK MOXET BbITb Npu
HeobXx0aMMOCTV MPoAsieH C 0653aTeNbHbIM YBEAOMJIEHNEM 06 3TOM nosb3oBaTens. CPoK UCMONHEHMNS
3anpoca no HCA apxwuBa - He 6bonee 15 gHeln ¢ MOMeHTa ero perucTpauum.

Mpy NCNonHeHW NOBTOPHOMO 3aMpoca CoLMaabHO-MPaBOBOIr0 XapakTepa 1an CoCTaBIeHUN No npockbe
noJib30BaTesNs apXMBHOWM CrPaBKM, aHaNOrMYHON paHee BblLaHHOW, apXnB NpoBepseT COOTBETCTBME
CBEAEHWIN, BKIIIOYEHHbIX B 3TY CrIpaBKy, TEM, KOTOPblE UMEIOTCA B apXMBHbIX JOKYMEHTaxX, U B Cy4ae
obHapy>XeHUs LONONHUTENbHbLIX CBEAEHMNI BKJIOYAET MX B MOBTOPHO BblAABAEMYIO apXMBHYIO CMPaBKY.
OdhopmneHmne apxmBHbIX CMPABOK, apPXMBHbIX BbIMNCOK N apXMBHbIX KOMWIA

5.9. ApxuBHas cnpaBka (npunoxxeHne N 13) n apxvBHas BbIMMCKa COCTaBAATCSA C 0603HAYEHMEM Ha3BaHMA
NHMOPMaLMOHHOIO AOKYMeHTa "ApxMBHas cripaBka', "ApXvBHas BbiNncka".

5.9.1. TekcT B apxmBHOW cnpaBke (NpuaoxkeHme N 13) gaeTcs B XpPOHONOrMYeCKon NocneoBaTeNbHOCTH
COBbITWI C yKa3aHMEM BUOB apXMBHbLIX OKYMEHTOB U UX AaT. B apXnBHOM CNpaBKe fOMyCKaeTCs
LMTUPOBAHNE apPXUBHbLIX JOKYMEHTOB.

HecoBnageHve oTAeIbHbIX JaHHbIX apXUBHbLIX JOKYMEHTOB CO CBELEHMAMU, N3T0XKEHHBLIMU B 3aMpoce, He
ABNAETCA NPEnATCTBMEM O15 BKIOYEHUS UX B @apXUBHYIO CMPaBKy Npu yCnoBuK, ecyiv CoBrnageHune scex
OCTaJIbHbIX CBEAEHN He Bbl3blBa€T COMHEHWI B TOXKAECTBEHHOCTU ANLA NIn PaKTOB, 0 KOTOPbIX
FOBOPUTCA B apXMBHbIX OKYyMeHTax. B apXnuBHOM cnpaBke 3TW faHHbIe BOCNPOU3BOAATCA TakK, Kak OHU
N3J10)KEHbI B apXMBHbIX LOKYMEHTaxX, a pacXxoXX4eHWs, HeCoBNaeHNs N HEeTOYHble Ha3BaHUA, OTCYTCTBUE
MMEHU, 0TYECTBA, NHMLIMAIOB MW HaZInYMe OAHOr0 M3 HUX OrOBapuBalOTCA B TEKCTE CMPaBKM B CKOOKax
("Tak B fokymeHTe", "Tak B TEKCTe opurmHana").

CeepeHuns o paboTe, yyebe B HECKONbKUX OpraHu3aunsx, y4ebHblx 3aBeAeHUAX BKIOYAIOTCA B O4HY
APXUBHYIO CMPaBKY.

B nprvMeYaHmaxX No TeKCTY apXMBHOW CMpPaBKW OroBapuBatoTca Hepa3bopymBo HanucaHHble, NCNpPaBfieHHbIe
aBTOPOM, He NoAjatLMecs NPoYTEHNIO BCNeACTBMNE MOBPEXAEHNA TEKCTa opurmHana mecta ("Tak B
TekcTe opuruHana", "B TekcTe Hepa3bop4yneo").
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B TekcTe apXMBHOWM CMPaBKM He AOMYCKATCA NU3MEHEHNA, UCNPaBieHns, KOMMEeHTapun, cobCcTBeHHble
BbIBOAbl UCMOMIHUTENA MO COAEPXKAHMNIO apPXMBHbIX LOKYMEHTOB, Ha OCHOBaHWM KOTOPbIX COCTaB/EHA
apXuBHas CnpaBKa.

B KOHLIe apXMBHOW CNpaBKK NPUBOAATCA apXMBHbIe LWNMPbLI U HOMEpa IMCTOB eAUHULL XPaHEHUS apXUBHbIX
LOKYMEHTOB, NeYyaTHble N3AaHNA, NCNOJSIb30BaBLUMECS 419 COCTAB/IEHNS apXNBHOW CNpaBKku. B TekcTe
APXUBHOW CNpaBKW LOMNYCKAeTCH NPOCTaBAEHNE apXUBHbIX LWW(POB U HOMEPOB NNCTOB eANHNL, XPaHEHNA
APXUBHbIX OKYMEHTOB CPa3y NOC/e N3JIOXKEHUS KaXXAoro dakTa uam cobuitus.

B apxnBHOI cripaBke, 06 beM KOTOPOM MPEBLILWAET OAUH JNCT, INCTbI AO/KHbI ObITh MPOLLNTSI,
NMPOHYMepPOBaHbl N CKpernJieHbl NMNevYaTblo apXmnBa (,EI,J'IH MYHWUUWNa1IbHOro apXmBa, HeE ABIAOLLErocad
IOPUANYECKMM NINLOM, - MeYaTblo OpraHa MecTHOro camoynpaB/eHuns).

ApxunBHas CnpaBka, NpeAHa3HayYyeHHasa 415 UCNOob30BaHNA Ha TeppuTopun Poccunckon ®enepaumm,
NoAnNMCbIBAaeTCA PYKOBOACTBOM apxuBa, NCMOJHUTENIEM 1 3aBePAETCS NevyaTbio apxmBa (a4
MYHMLMMNANbHOIO apX1Ba, He ABAAIOWEroca puanYeCcKMM anLOM, - nevyaTblo OpraHa MecTHOro
camMoynpaBfieHuns). ApxnBHas cnpaBka, NpefHa3HavYeHHas A4 HanpasiaeHns 3a pybex, NnoanucbiBaeTca
PyKOBOLCTBOM apxuBa v 3aBepsieTcs repboBov nevyaTbio (419 MyHMLMMANLHOMO apX1MBa, He SBAAIOLWErocs
IOPUANYECKUM NINLOM, - MEeYaTblo OpraHa MeCTHOro caMoynpaBaeHus).

Mpy HeobXo0ANMOCTN K apXMBHOW CMpaBKe NPWUIaralnTCsa KOMUN apXnBHbIX JOKYMEHTOB WX BbIMUCKN W3
HUX, NOATBEPXKAAoLLNe CBeAEHNSA, U3N0XKEHHbIE B aPXMBHOWN CNpaBkKe.

ApXUMBHbIe CMpaBKW, HanpaBaseMble B roCyAapCcTBa, Nognucasline MNaarckyto KoHBeHuuto 1961 roga, B
COOTBETCTBUM C KOTOPOM He TpebyeTCs KOHCYbCKasa fnerannsaumsa opuumanbHbiX JOKYMEHTOB,
3aBepAlTCA NPoCTaB/eHNEM 1 3aMNoJIHEHNEM CelhasibHOro WwrtaMmna - anocTtung. Ha dPXUBHbIX CMpaBKax
NpoCTaBAsfETCA 1 3an0aHAETCS Hagiexalim obpa3oM anoCcTuib PYKOBOACTBOM BbILLECTOSALLENO
YNOJIHOMOYEHHOI0 OpraHa UCNOJIHUTEIbHON BIACTW B Chepe apXMBHOIro gena. AnocTuib He
NPOCTaBASETCA Ha apPXUBHbIX CNPaBKax, MpeAHa3Ha4YeHHbIX 4J19 HanpaBieHns B roCcydapCTBa, C KOTOPbIMU
Poccuinckaa ®efnepauuns 3ako4nia 4Or0BOPbI O MPaBOBON MOMOLLMN U NMPaBOBbLIX OTHOLLEHUSAX MO
rpaKAaHCKUM, CEMENHbLIM N YrOJI0BHLIM AefaM, a TakXXe B rocyAapcTBa - y4acTHUKU CHI, nognucasLine
CornaweHne 0 NpMHUMAaXx 1 opMax B3auMoL4encTens B 061aCT NCNONb30BaHUSA apXMBHON MHOPMaL MK,
nnn C KOTOPbIMKA MMEKTCA ABYCTOPOHHME COorylalleHnsa o CoTpyaHn4ecTBe.

Mpy OTCYTCTBUMN B apXMBE apXUBHbIX 4OKYMEHTOB, HE0OXOAUMBIX A5 UCMOMHEHMA 3anpoca, Ha baaHke
apXxuBa COCTaBNAETCA OTBET, NOATBEP)KAALLNA HEMOMHOTY COCTaBa apXMBHbIX JOKYMEHTOB MO TeMe
3anpoca. Mpn HeobxoaMMOCTM OTBET MOXET ObITb 3aBepeH repboBoi NevaTbio.

B cnyyae fOKyMeHTaslIbHO MOATBEPXXAEHHbIX PAaKTOB yTPaTbl apXMBHbLIX LOKYMEHTOB, COAep)KaLlnx
3anpalnBaemMble CBEAEHNSA, apXMB BblAAET CNPaBKYy Mo AaHHOMY BOMPOCY, Npy HeobxoanMocTu
3aBEPEHHYI0 NeYvyaTbio apxmBa.

5.9.2. B apXxvnBHOW BLINMMUCKE Ha3BaHWE apXMBHOIO AOKYMEHTa, ero HOMEep 1 AaTa BOCNPOU3BOAATCS
MOJIHOCTbIO. M3BIeYEHNAMN N3 TEKCTOB apXUBHbIX 4OKYMEHTOB AOJIKHbI ObITb MCHEpPMaHbl BCe MMeloLmecs
JaHHble Mo 3anpocy. Havyano n KoHeL Ka)Aoro M3BJIe4EeHUs, a TakXXe NPonyCcKy B TEKCTE apXMBHOIO
NOKYMEHTa OTAeSIbHbIX C/10B 0603Ha4YaloTC MHOMOTOYMNEM.

B npuMeYaHnax K TEKCTY apXUBHOWM BbIMMCKU AENal0TCA COOTBETCTBYIOLLME OFOBOPKM O 4acTAX TEKCTa
opurnHana, Hepa360pqv|Bo HanWCaHHbIX, NCMPaBJIEHHbIX aBTOPOM, HE NOAAaOLWNXCA MPOYTEHUIO
BC/IeACTBUE MOBPEXAEHMSA TeKCTa U T. 4. OTAeNbHbIe C/I0Ba W BblpaXXeHNS OpUrMHana, Bbi3blBakoLwme
COMHEHUSA B NX TOYHOCTW, OrOBapMBalOTCA CnoBaMu "Tak B TeKCTe opurnHana", "Tak B fokymeHTe". [locne
TEKCTa apXMBHOW BbIMUCKN YKa3bIBAOTCA apXUBHbIN WGP U HOMEpa NCTOB eANHNLbI XPaHEHNS
APXUBHOIO OKYMEHTa.

AyTeHTI/I‘-IHOCTb BblAaHHbIX MO 3aMpoCaM apPXUBHbIX BbIMNCOK yO0CTOBEPAETCA NOANNCLIO pyKOBOANTENA
apxuBa UM ynoaHOMOYEHHOro AO/KHOCTHOMO NLa 1 NevyaTbio apxmBa (419 MyHULMNAAbHOrO apxuBea, He
ABNAOLLEroCs PUANYECKUM NINLLOM, - MeYaTbio OpraHa MeCTHOr0 CaMOynpaBJ/ieHUs).

5.9.3. Ha obopoTe Ka)kaoro AnCTa apxvMBHOM KOMWW NPOCTaBAAIOTCS apXUBHbIE WK PLI U HOMepa NCTOB
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eVHUL, XpaHeHNS apX1BHOI0 AOKYMeHTa. Bce NCTbl apxMBHOM KOMWMU CKPENAATCA U Ha MecTe
CKpenieHns 3aBepstoTCA NevaThio apxXnBa M NOAMNUCLIO er0 PYKOBOAUTENS UAN YNOJHOMOYEHHOI O
LOJDKHOCTHOrO Anua. ApXrMBHas Konus, NpefHa3HavyeHHasa a4 HanpaBfeHus 3a pybex, 3aBepseTcs
repboBo NeYaTbio M NOAMNNCHIO PYKOBOAMTENS apXMBa.

5.10. ApxusHas cnpaska (npunoxerue N 13), apxvBHas BbINNCKa, apXMBHasa KOMWS 1 0TBETHI Ha 3anpochl
BbICBIIAIOTCA MO NOYTE NPOCTLIMW MUCbMaMU.

ApXVBHas CrnpaBka, apXMBHas BbINMUCKA 1 apXUBHAs KONWA, NpeAHa3HaYeHHbIe 415 HanpaBieHus B
rocynapcTBa - y4acTHUKM CHI, BKIoYas oTBeThl 06 OTCYTCTBMM 3anpaluMBaeMbiX CBeLEHWIA, BbIChIIATCS
aPXMBOM HenocpeACcTBEHHO B afpeca 3asBuTene.

ApXvBHas cripaBka, apX1MBHas BbINUCKA 1 apXUBHas KONWA, NpeHa3HaYeHHble 415 HanpaBieHus B
rocyfapcTBa, He ABnsowmecs y4acTHukamm CHI, Bkto4as oTBeTbl 06 OTCYTCTBMM 3anpaLlBaeMblix
cBeAeHN, oPOPMASAIOTCSA U BMECTe C 3anpocamMu (aHKeTaMu, IMYHLIMU 3aS9BAEHUAMA U T. N.)
HamnpaBAOTCA apXBOM B COOTBETCTBYIOLLMIA hpefiepaibHblil OpraH NCNOAHUTENbHON BacTu B
yCTaHOB/IEHHOM NopsAaKe.

ApxnBHas cripaBKa, apxX1BHas BbIMUCKA U apXUBHasA KOMWS B Cayvae ANMYHOr0 obpalleHns rpakjaHuHa nam
€ro JOBEPEHHOr 0 NLia B apXMB BbIAAOTCA eMy MoA pacnucky npu npeabsasiaeHnn nacnopTa nam NHOro
yLOCTOBEPAOLEr0 JOKYMEHTA; OBEPEHHOMY ANLLY - NPY NPeAbABAEHUN LOBEPEHHOCTH, 0hOPMIEHHON B
yCTaHOBNEHHOM nopsagke. [NonyyaTenb apxXMBHON CAPABKU M apXMBHOWN BbIMUCKW PaCnmnCbIBAETCA Ha KX
KOMMAX Uy Ha 060poTe CONpPoBOANTENLHOMO MUCbMA K HUM, YKa3biBas AaTy UX NOAyYeHUs.

3aBepeHHbIe anocTUIeM apXxMBHaa CpaBKa, apxXUBHas BbIMUCKA U apXUBHas KOMWS B C/ly4ae JINYHOM 0
obpalleHmns rpakAaHuUHa UM ero 4OBEPEHHOI0 NLA B apXUB BbIZAOTCSA MY Ha PYKW NPy NpeabsBieHun
KBUTaHUMK 06 ynnaTe rocyLapCTBEHHON MOLANHBI 3@ NPOCTaBAeHMe anoCTus.

Bo3spalleHne NOAJMHHNKOB apXMBHbIX JOKYMEHTOB

5.11. Mo NUCbMEHHbLIM 3aBIEHUSM C pa3peLLeHns PYKOBOAUTENS apXunBa peabnimTupoBaHHble nua U nx
Hac/NIeQHVKM MMEKOT MpaBo Ha MojlydeHue NOAUHHUKOB COXPaHUBLUMXCS B MPEKPALLEHHbIX YTOJIOBHbIX 1
aOMUHUCTPATUBHEBIX, @ TakXXe (PUIbTPaLMOHHO-NPOBEPOYHBIX AeSlaX aPXMUBHbLIX JOKYMEHTOB TBOPYECKOr0O
XapakTepa - pykonucen, otorpaduii, Ncem n Apyrux JnYHbIX LOKYMEHTOB (3@ UCK/OYEHEM MacropToB,
BOEHHbIX 61NeToB, CNy>XebHbIX YAOCTOBEPEHU N APYTUX aPXMBHBLIX JOKYMEHTOB 0MLIMAIbHOrO
MPONCXOXXOEHNS).

Mo MMCbMEHHbIM 3aABIEHNAM C pa3peLleHns PYKOBOAUTENS apXuBa rpakAaHe MMeloT MpaBo Ha MoslyyeHune
COXPaHUBLUMXCA B apXMBe NOAIMHHUKOB COOCTBEHHbLIX TPYLOBbIX KHUXEK.

C u3bIMaeMbIX apXMBHbIX JOKYMEHTOB AeNal0TCsA KOMMK, KoTopble npuobuiaioTca kK genam. N3vatne
APXMBHBLIX OKYMEHTOB, @ TAKXXe MX 3aMeHa Ha KOMWM OTPaXkalTCsa B IMCTax-3aBEPUTENSAX LeN, B ONUCAX
Len, LOKYMEHTOB.

Bo3BpallieHre apXmnBHbIX LOKYMEHTOB 0(POPMIAETCH aKTOM 06 N3bATUMN N3 AeN YKa3aHHbIX LJOKYMEHTOB.
AKT 1 opyrue fLOKYMEHTbl, Ha OCHOBaHWM KOTOPbIX NPON3BELEHO BO3BPALLEHNE apXUBHbIX JOKYMEHTOB, U
pacnmcka imua, Noay4YmBLLErO NX Ha PYKK, BKJOYAKOTCA B fef0 (hoHaa.

06cnyxunBaHme Nonb3oBaTesien B YATANLHOM 3aie

5.12. ina obcnyxmnBaHns Nosb3oBaTeNen B apxmBax AENCTBYIOT YNTaNbHbIA 3a, MPOCMOTPOBLIN 3a7,
KOMHaTa NpocayLWwmnBaHnsa (GOHOLOKYMEHTOB CO CneLnabHbIM 060pyaoBaHNEM A5 paboT C MUKPOKONMUSAMM
APXMBHBIX OKYMEHTOB, ayANO0BU3YasibHbIMW N 3N1IEKTPOHHbLIMU LOKYMEHTaMu. [py 0TCYyTCTBUM CReunanbHO
BblAEJIEHHOr0 NoMeLleHns 06Ccy>XnBaHme NoJsib30BaTeNIe NPoM3BOAMTCSA B paboyell KoMHaTe apxmBa Nnojg
KOHTPOMEM COTPYOHMKA apXuBa.

Mopagok paboTbl NoAb30BaTeNEN C aPXMBHBIMU LOKYMEHTaMK B YATaIbHOM 3aje apxvBa, UX npasa u
06543aHHOCTM onpefensTca npasuaammn paboThl NOSb30BaTENEN B YNTAJIbHBIX 3a71aX apXnBoB POCCMINCKON
defepaunm, yTBepXaaeMbiMU CreLmaibHO YNOJIHOMOYEHHbIM efepalibHbIM OpraHOM UCAONHUTENbHOW
BJ1aCTU B Chepe apxmBHOro nena. Apxms 0653aH 03HaKOMUTb MOJib30BaTENel € 3TUMK nNpasuiamu. cxons
N3 KOHKPETHbIX BO3MOXHOCTEN 06CNYyXMBaHNA NOAb30BaTENEN apXMB MOXET YCTaHaBIMBaTb 04€PefHOCTb
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1 BPeMSA MOCELLEHMS UMW YATaNbHOrO 3aa.
B ciyqaax XuLleHus nam noBpexaeHns rnonb3oBaTesieM apXnBHbIX JOKYMEHTOB, TEXHUYECKOro
obopyLoBaHMA 1 NMYLLECTBa apXxmB 0bpaLlaeTcs C COOTBETCTBYIOWMNM 3as8B/€HNEM B OpPraH BHYTPEHHNX
[eN Mo MecTy pacnoioXeHNs apxmBa, NMPUHUMaEeT APYrne Mepbl K BO3MeLLeHMio yuiepba B COOTBETCTBMM C
3aKoHO4aTenbCTBOM Poccuinckon ®enepavumm.

5.13. lNo 3aka3aM N0Jib30BaTEsIEN C Y4ETOM TEXHMNYECKMX BO3MOXKHOCTEN apX1UBa N3roTaBANBAOTCSA KONUN
APXMBHbIX LOKYMEHTOB: KCEPOKOMUM, MUKPOKOMMMK, POTOOTNEYaTKN, KUHOKOMUK, BUAEOKOMNUM, KOMUN
(POHOLOKYMEHTOB, @ TaK)Xe KOMUMN Ha 3/1eKTPOHHbIX HOCUTENAX.

He npon3BoauTCa KONUMpoBaHWe [OKYMEHTOB ApXMBHOIo hoHaa Poccumnckon ®enepaLmm, HaXo4ALWMXCS B
HeyZLOBNeTBOPUTEIbHOM (PU3NYECKOM COCTOAHMNMN.

KonupoBaHne apXnBHbIX JOKYMEHTOB OrPaHWYeHHOro AOCTYNa (CEKPETHbIX U cofep KalLlnx
KOHDUAEHUMANbHYI0 MHADOPMALNIO) MPON3BOANTCSA B YCTAHOBJIEHHOM MOPSAKE.

MopagoK BbINOJIHEHUS 3aKa30B Ha KONMPOBaHUE, B TOM Yncie 06beMbl KOMMPOBAHNA apXMBHbIX
LOKYMEHTOB, HeonybanMKoBaHHbIX ONUCEN Aef, LOKYMEHTOB, APYTrUX apXMBHbIX CIPaBOYHO-MONCKOBBLIX
cpencts v 6a3 gaHHbIX, CTOMMOCTb M3rOTOBAEHNA KOMUIA U MOPAAOK PacveToB 3a UX U3rOTOBJIEHNE
onpeLensTCcs pyKoBOACTBOM apXu1Ba.

Ha Konun apXmMBHOro AOKYMEHTa, N3rOTOBJIEHHOW MO 3aKa3y NoJIb30BaTesA, apXMB YKa3blBaeT apXMBHbIN
WKdp 1 HOMepa JIMCTOB eANHULbI XPaHEHWS apXUBHOIO OOKYMeHTa. [1pn ohopMaeHn Konunm
paccekpe4yeHHOro apX1MBHOro AOKyMeHTa Ha IMLEBON CTOPOHE B NPAaBOM BEPXHEM Yrily MepBoro u
nocaegHero MCTOB KOMWK NpocTaBaseTcs wramn "PaccekpeyeHo". Mpu HeobXoAMMOCTU AaHHbIA WTaMn
NpoCTaBAseTCA Ha NMLEBON CTOPOHE BCEX JINCTOB KOMUW pacCeKpeYeHHOro apxXnBHOro OKYMeHTa.

Konuu apxunBHbIX JOKYMEHTOB Bbl4aOTCSA M0J/Ib30BaTENAM, UX LOBEPEHHBIM AMLAM UK MOTYT BbITh
BbIC/IaHbl MO YKa3aHHbLIM afipecam.

Y4yeT 3aka30B Ha KOMMpoBaHMe BefeTca Ha ByMaXxHOM HoCMTene UM B aBTOMaTU3MpPOBaHHONW opMe.
NHnumnaTnuBHOE MHOPMUPOBAHME NOJIb30BaTENEN.

MoAroToBKa BbICTABOK U NyHANKALMUA apXUBHBIX JOKYMEHTOB

5.14. UHnumaTnuBHoOE NH(OPMUPOBaHME roCyAapCTBEHHbIX OpraHoB, OPraHoB MECTHOro camoyrpaBs/ieHus,
opraHmM3aunn 1 rpakaaH oCyLLeCTBASETCS NYTEM HaNpPaBJEHNA UM UH(POPMALMOHHBIX MUCEM MW OPYrMX
NHMOPMALMOHHbBIX LLOKYMEHTOB.

5.15. ApxuB opraHusyeT noaroToBKY ¥ NpoBefeHNe BbICTaBOK apXMBHbIX LLOKYMEHTOB CaMOCTOATE/IbHO WK
COBMECTHO C APYrMU apXmMBaMn 1N OpraHm3aLnsamm.

[nd NoAroToBKM BbICTABKM apXMBHbIX OKYMEHTOB pa3pabaThiBaloTCA TEMAaTUYECKUIA NaH (KOHUeNums) u
TEMaTMKO-3KCMO3ULMNOHHBIA NnaH. Ha 0CHOBe TeMaTUYeCKOro nJjaHa NpoBOAATCS BbiABAEHNE 1 0THOP
APXUBHbIX 4OKYMEHTOB, WJIIOCTPATMBHBIX N UHbIX MaTepPUanoB. B TEMaTUKO-3KCMO3ULMOHHBIN NaaH
BKJIO4AETCA aHHOTUPOBAHHbIN NepeyeHb 0TOBPaHHbIX A5 SKCMOHUPOBAHNSA apPXUBHbLIX LOKYMEHTOB,
NANIOCTPATUBHBLIX U MHBIX MaTepuasioB, CUCTEMATU3UPOBAHHbLIX B COOTBETCTBMM C pa3feslaMun BbICTaBKu, C
yKa3aHWeM NX pa3MepoB 1 NopsaKa pa3MeLLeHUst Ha CTeHAAxX Uau B BUTPMHax. Bce oTobpaHHble ans
9KCMOHNPOBAHMA apXMBHbIE LOKYMEHTbI U Apyrme maTepuasbl aHHOTUPYIOTCA. K MHOSA3bIYHBIM MaTepmnanam
npv HeobxoANMMOCTN AaeTCs NepeBod Wan pa3BepHyTas aHHOTALWUSA COAepXXaHus.

OTBETCTBEHHbIMU 3@ COXPAaHHOCTb apPXMBHbIX AOKYMEHTOB ABJISOTCS OPraHn3aTopbl BbICTAaBKU. APXUB,
npeacTaBMBLUNA apXMBHbIE [OKYMEHThI 414 BbICTaBKMW, obecneynBaeT KOHTPOJb 3a cobaoaeHnem
TpeboBaHuit 0becnevyeHnss COXPaHHOCTW AOKYMEHTOB MPMW SKCMOHMPOBAHUMN,

CTpaxoBaHMe apXUBHbIX JOKYMEHTOB 1 0(DOPMJIEHNE NX BPEMEHHOIO BbIBO3a 3a Npefenbl Poccuiickom
denepaumm ons 3KCNOHMPOBAHNS MPOBOASATCA B YCTaHOBJIEHHOM nopsagke (cm. nn. 2.11.14, 2.11.15).

5.16. Mpun noaroToBke Nyb6anKaLmMin apXUBHbIX JOKYMEHTOB apXxnB PyKOBOACTBYETCS Hay4YHbIMUN NpaBuiamMm
N30aHNA UCTOPUYECKUX LOKYMEHTOB.

Tunbl (HayYHbIA, HAYYHO-NONYNSPHbIA 1 y4ebHbIN) 1 BUAbl (NohoHA0BaS, TEMAaTUYECKasa Uan ap.)
ny6AnKaumim apxXnBHbIX 4OKYMEHTOB ONpeaensatoTca X LeseBbiM Ha3HavyeHneMm, cneumndgukon otbopa
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MCTOYHWKOB, MPUEMOB Nepefayn TeKCTa apXMUBHbIX JOKYMEHTOB U cocTaBoM HCA K HUM.

®opMbl NyBAMKaL MM apXMBHbIX JOKYMEHTOB:

neyaTHas: cepus, cbopHuk, ansbom, bykneT, nnakaT, nybaMkauns B CpeacTBax MaccoBom MHGopMaLumm;,
ny6amMKaums Ha NIEHOYHbIX HOCUTENAX: MUKPOMUIbM, MUKPO(ULLA;

3N1eKTPOHHAA: rMNepTeKCT, MyNbTuMeamna, 6asa AaHHbIX.

ApXu1B OCYyLLECTBAAET MEPoNpuATHsA No obecneyeHunto Hay4HO-UCCAeLoBaTeNbCKUX N TEXHUYECKNX
NpoLeccoB NOArOTOBKM LOKYMEHTaNbHbIX Nybankaumni: hopMrupoBaHme peaakLuuoHHOW Konaerum,
KOJIIEKTMBA COCTaBUTENEN, COCTaB/IeHNE OpraHn3aLMoOHHO-MeTOANYECKUX JOKYMEHTOB, 3aK/I04eHne
L0r0BOpa C 3aUHTEPECOBAHHbLIMI OPraHn3auusaMn 1 n3gaTenbCTBaMm U T. M.

MoAroToBNeHHas U 0TPeLaKTUPOBaHHAS PYKOMNUCh MPOXOAUT BHYTPEHHEE 1 BHELLHEe peLieH3npoBaHme n
06CyXaaeTcs Hay4YHO-COBeLLaTesIbHbIM OpraHoM apxuea, obnagalowmnM NpaBoM PeKOMeHA0BaTh ee K
n3[aHuo.

Pykonucb cynTaeTcs NOArOTOBEHHOW, eC/IM B COOTBETCTBUM C YCTAaHOBEHHbIMU TpeboBaHUAMU
nopaboTaHa No 3aMeYaHNAM PeLEeH3EHTOB U UTOraM 06CyXAeHNa 1 yTBEPXXAEHA B NevaTb. Pykonucu
MeXapXMBHbIX N3AaHWIA NPEeACTaBAAITCA PeaKoIern Ha pacCMOTPEHME 1 YTBEPXKAEHNE K N3LaHNI0
rOJIOBHOW OpraHm3aumnen.

C n3paTenbCTBOM 3aKJI04aETCS AOMOBOP, B KOTOPOM NpeayCcMaTpmBaloTCs npasa U 0683aHHOCTU
n3gaTenbCTBa U 3aKa34vymka (apxusa).

5.17. ApxuB OCyLLECTBASAET Y4YeT NCNOJIb30BAHNSA apXMBHbIX JOKYMEHTOB Ha BYMa>KHOM HOCUTEeNe nam B
3/IEKTPOHHON hopMe.

MpunoxeHue N 1

knn.2.11.5,2.11.7.2 (Ha3BaHMe apxuea)

AKT YTBEPXIOAHO N (naTa) AupekTop 0 HeMcnpaBuUMbIX
noBpeXAeHusx (HasBaHMe apxmBa) 4OKyMeHTOB Moanuck Paclundgposka

noanuncu

[aTa

®oHa N Ha3saHue thoHaa

B cboHae obHapyxeHbl
eONHNLL XpaHeHWs, MPU3HaHHbIE HENCMPABUMO MOBPEXAEHHBIMMN +---------=----

+ ||| || KonuyecTso | | | | Homep | 3aronoBok |KpalHue| nncTos
|CywHocTb 1 | [Homep onncu|es. xp.|noBpexaeHHOW| fAaThl | (Bpems | npuyuHsbl | | | | e4. xp. | | 3By4aHus,
|noBpexaenusd| | | | | | meTpax) | | + + + + + + [11]12]3]4|5]|6
| + + + + + + | + + + + + +
| NToro obHapy»XeHO HencnpaBMMo NOBPEXAEHHbIX en. xp.

(undppamn 1 Nponucklo) 3aBeayoWmin 0TAENOM
(moanuck, pacwmndgpoBka nognucn) XpaHntenb GoHO0B
(moanuck, pacwndpoBka noanucun) NepevyncineHHble LOKYMEHTbI MOANEeXaT CNMCaHUIo BBUAY

SKCnepThl:

(HaumMeHOBaHMe JOHKHOCTEN 3KCNEPTOB, NOAMNNCH,

paclwmngpoBKa noagnucen, gaTa) (N n paTta npuka3sa
PYKOBOAUTENS apXMBa O CHATUM HENUCMPABNMO NOBPEXLEHHbLIX apXUBHBIX LOKYMEHTOB C yyeTa) N3MeHeHuns
B YYETHbIE JOKYMEHTbI BHECEHbI HanmeHoBaHue Oo/MKHOCTU paboTHUKa Moanuncek PaclungpoBka noanncu
[aTa

dopmMa akTa 0 HencrnpaBUMbIX MOBPEXLEHUSAX LOKYMEHTOB

®opmaT A4 (210 x 297)
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MpunoxxeHne N 2

kK nn.2.11.5, 3.7.2 (Ha3BaHMe apxuBa)
AKT YTBEPXX[JAO N
(naTa) OupekTop 0 HeoBHapy>XeHNn OKYMEHTOB, (Ha3BaHMWe apxnBa) NyTU Po3biCKa
KOTOpbIX ncHepnaHbl Moanunck Paclwindgposka
noanmcu
[aTa
®oHa N B pe3ynbTaTe YCTAHOBJIEHO OTCYTCTBME B (DOHAE NepevnCNeHHbIX
HXe OOKYMEHTOB. MpeanpuHATLIE apXBOM Mepbl MO PO3bICKY MOJIOXKUTESbHbLIX Pe3ybTaToB HE Aanu, B
CBA3M C YEM CHUTAEM BO3MOXKHbIM CHATHL C yyeTa: + + 11111
Konuyectso |Mpegnonara-| [N | Homep | Homep | 3aronosok |KpaHue| nucTtos | emble | |nn| onucu |ea. xp.|
el. xp. | natol | (Bpems | npuyuHsbl | || ||| | 38yvaHus, lotcytereua | ||| | | | meTpax) | | +--+-------- + - +-

+ + + [11]12]314]5]6]|7]|+—-+ + + + + +omee
------ | +--+ + + + + + | NToro

en. xp.

(unbpamm n NPONUCHIO)
CopepxxaHue yTpadeHHbIX MaTepnanoB MOXXeT BbiTb YaCTUYHO BOCMOJIHEHO CleAyoWmMMN genamu:

®opMa aKTa 0 HeobHapyXeHUN LOKYMEHTOB,
MyTW PO3bICKa KOTOPbIX NCYEPMaHbl
®opmaTt A4 (210 x 297)

3aBeaytowun otaenom Moanunce
Paclwundgposka nognucu 3aseayowmn xpaHmnuiem Moanuce Paclumngposka nognucu FaBHbIA XpaHUTeNb
Mopgnuce Pacwmndposka noanmcu (N n paTta npuka3sa
PYKOBOAMUTENSA apXUBa O CHATWM C y4eTa HEOBHapY >KEHHbIX fOKYMEHTOB, MyTU PO3bICKa KOTOPbIX
ncyepnaHbl) M3mMeHeHNA B y4eTHble OKYMEHTbI BHeECEHbl HaumeHoBaHWe fOKHOCTU paboTHUKa Moannce
Pacwwndposka noanucu JaTta

®opMa aKkTa 0 HeobHapyXeHUW LOKYMEHTOB,

MyTW PO3bICKa KOTOPbIX MCYepnaHbl (MPOaoIKEHNE)

®opmaT A4 (210 x 297)

MpunoxeHue N 3
knn.2.11.8, 2.11.10, 3.4.1,
3.5.6,3.7.13,55.1

JINCT-3ABEPUTEJIb OEJIA B gene noAwnTo 1 NPOHYMepOBaHO JincToB
(unbpamm n nponuckto) ¢ N noN B TOM YUCSIE: ------------ JINTEPHbIE HOMEepa
JINCTOB NponyLleHHbIe HoMepa JINCTOB

+ JINCTOB BHYTPEHHEN ONncK

+ + |OcobeHHOCTU
usnyeckoro coctosHna | Homepa nmctos | | n opmmnposBaHus gena | | + +
------------------ [|1]2]+ + | + +

------------------ | HanmeHoBaHue fomKHOCTM paboTHMKa MNoanuck Pacwndgposka nognucy faTa
dopMa ncTa-3aBepuTensa gena
®opmaTt A4 (210 x 297)

MpunoxeHune N 4
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kn.2.11.10
(Ha3BaHwue apxusa) JINCT NCMOJIb3OBAHNA LOKYMEHTOB ®oHA N Onunce N
Oeno N 3arosioBoK gena

|Komy BbigaHo | XapakTep | | DaTa | hamunug, |ucnonb3osanHus| Homepa | Moannce anua, NCNonb3o-|
NHMLMaNbI [(KONUPOBAHWE,|MCMONb30BaHHbIX|MCNObL30BABLLEr0 BaHNA |(pa3bopynBo)| BEINMUCKK, | TMCTOB |
Leno

| | npocmoTp | |

[ |vap)|] + + + + 1121|3415 + +

+ + + + + +

dopMa NncTa UCNoJIb30BaHNSA LOKYMEHTOB

®opmaT A4 (210 x 297)

MpunoxeHue N 5

knn. 3.4.1,3.52,3.7.11

KHUTA YYETA NOCTYNNEHWA JOKYMEHTOB + + | | [Hanme-
|[Hanme- | | |Kon-Bo | | Homep | | | | [HOBaHue|HoBa- | | |ea. xp.| | doHaa, | | | | lopranu-| Hue, | | | nan |[KpaT-
|mpuceo- | | N |QaTal 3auun,|Homep |Ha- | Foabl [Heonu- | Kas | eHHbIN | | |nn|noc-|(damu- [n paTa |3Ba-
|BOKy- |caHHbIX |Xapak-| nocTy- |Mpu-| | |Tyn-| nns, | BOKY- |HUE |MEHTOB|LOKY- |[Tepuc-| NUBLLKM |Me- | | |ne-

[vHULUWM- | MeHTa,|poHAa| [MeHTOB |TUKa |BOKYMeH-|4a- | | [Hus | anbl | no | | [(anc- [cocTo-| Tam no |HuA | | |

[nmua), | koTo- | | [ToB) |aHus | cnucky | | | | |oT Ko- | pomy | | | | | poHzoB | || | |[Topown [mpuHsThl| ||| ]]]] |

[mocty- [ moky- | [ [ [ [ 11111 manw|mentor | ||| [|[[][soky-[[IITTTT]]IMeRTol[[[[]]]]4--4--mtmmmemmv

+ +----- + + + + +----||1|2|3|4|5|6|7|8|9|10|+--+----+ ------- +---eee- +----- +----

-+ + + | e +-eee- -+ + + + +----| UIToro noctynuo 3a
rog en. Xp. (BOKYMeHTOB,

(UmMpamMm 1 NPONUCHIO) NTNCTOB) B TOM YnCae*:

HanmeHoBaHne gomkHoCTK paboTHUKa Moanuck Pacungposka

nognucu Jata

* B 06LWMX apXxMBaxX AOMYyCKAeTCs BefeHne eAnHON KHUTK y4eTa NoCTYNNeHNA Ha IOKYMEHTbl BCEX BUAOB C
YKa3aHMeM X 06 beMoB B UTOrOBOW 3aMuncu.

®opMa KHWUMM y4eTa NoCTYMNAeHNA JOKYMEHTOB

®opmaT A3 (420 x 297)

MpunoxeHne N 6
knn. 3.4.1, 3.5.3, 3.7.1,

3.7.11, 3.7.12

CMNCOK ®OHLOB + + |Homep |daTa nepsoro |Ha3saHue

(oHAa |OTMeTKa 0 BbiObITUK|TpUMeYaHus| |poHaa |noctynneHus | | | | + + + +

--------- 4| |12 3]4| 5] 4+ -+ + + | 4+ +----
+ + |

Wtoro Ha 01.01.... T. oHpOoB

(LmMbpamMm 1 NPONUCHIO) B T. Y. MOCTYNNIO 3a....... r. oHL0B

(umbpamu 1 NPoNUCkIO)

BbIObISIO 3a......... r. ¢hoHaoB

(undpamu 1 nponmckio) HanmeHoBaHWe f0MKHOCTM paboTHMKa MNoanuck Paclwundgposka nognucy faTa
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dopMa cnuncka poHO0B
®opmaT A4 (210 x 297)

MpunoxeHune N 7
knn. 3.4.1,3.5.6,3.7.13,5.5.1
YTBEPXKIEHO
MpoTokon 3K (3P3K, 3K)
(HaMMeHOBaHME apXMBHOIO

opraHa, apxmBa, My3es, 6ubanotekn)

oT N + + N |
Jenonpomn3sofcTBeHHble |3aronosok|KpaHue|KonnyecTso| | [nn| nHAeKChl nan Homepa | gena | gathl |
nuctos |Mpumedanus| | | no ctapon onmek | | | | | +--+ + + + + [11]
2|3|4]5|6]+-+ + + + + | +--+ + + +--
-------- +----------| B onucb BHECeHO
(unbpamm n NPONUCHIO) nencN

no N CocTtasutens: ®opma onucu* ges NOCTOAHHOMO

XPaHeHUs, COCTaBJIEHHON B apxuBe

®opmaT A4 (210 x 297) HammeHoBaHMe A0/MKHOCTM paboTHUKa Moanuck PaclumndpoBKa noanncu
XpaHunTens oHaoB MNMoanuce PaclumgpoBka nognucy 3asedyowmnin otaenom Mognuce Pacwmndgposka
nognucy (apxmeoxpaHuanwem) aTa

®opma onucu* gen NoCTOAHHOrO XpaHeHUs,

COCTaBJ/IEHHOW B apXxuBe (MPoL4OJIXKeHNE)

®opmaT A4 (210 x 297)

* K onucm cocTaBnseTcs TI/ITyJ'IbeIIZ JINCT B YCTaHOBJIEHHOM MNMopAdKe.

MpunoxeHune N 8
knn. 3.4.1, 3.5.6, 3.7.13,5.5.1

(HaMMeHoOBaHMe opraHu3aumnm)

YTBEPXXOAIO
®oHpg N
Onncb N HavMeHoBaHVe LOMKHOCTY
[leN1 MOCTOSAHHOIO XpaHeHUs PYKOBOAMTENS OpraHm3aLumm
3a rog
Mopgnuch Pacwmndposka
noanmcu
JaTa + + | Ha3BaHwue pa3gena (CTPYKTYpPHOro
noapasfeneHns opraHusaumm) | + | IN nn|WHoekc genal
3aronosok gena |KpaHue|Konnyectso|lMpumedanusa| | | | | &aTol | AMCTOB | | +----+ + +-

+ + [11]12|3]|4]|5|6]|+-—+ + + + + [
----- + + + + | B BaHHbIN pa3gen onucu BHECEHO

aen

(umppamm 1 nponuceto) ¢ N noN , B TOM Yucsie: iMTepHble
HoMepa: NponyLleHHbIe HOMepa:

HavMeHoBaHMe [OMKHOCTW COCTaBmTens onucu MNoanunce
Pacwundgposka nognucu 3aBeayowmMin apxmeom opraHmsaumm MNognuce Pacwmndposka nognucy Jata
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COr’TACOBAHO YTBEPXIEHO lMpoTtokon L3K (3K) MpoTtokon 3MK
(HanMeHoBaHWe (HauMeHOoBaHVe YNoJHOMOYEHHOr 0

opraHmM3auunmn) opraHa UCNOSHUTESIbHOW BAACTH
B 06s1aCcTV apxMBHOro gena,

thenepanbHoOro apxmea) ot N oT N
dopMa roioBoro pasaena onuck aen NoCTOAHHOrO XpaHeHUs
opraHu3auunmu

®opmaT A4 (210 x 297)

MpunoxeHne N 9
knn.3.7.1, 3.7.2, 3.7.11,
4.4.1,4.6,4.7 YTBEPXKOAI YTBEPXKIAKO
(HaumMeHoBaHWe JO/MKHOCTU (HAaUMEHOBaHWe JOJKHOCTH
pPyKOBOAMNTENS PYKOBOAUTENS
opraHmMsaunn-coaTyYnKa) opraHmsaunmn-npmemiimnka) Noanuce Paclwimndgposka nognucu Mognmck
Pacwndposka nognucu fata MevaTb OaTa lNevaTb

AKT N (oaTa) Nnpnema-nepenayn 4OKYMEHTOB

Ha XpaHeHue
(ocHOBaHMe Nepeaayin)
(Ha3BaHMe NepenaBaeMoro oHAaa)

chan,
(Ha3BaHMe opraHM3aumn-caaTyMKa) a NpUHAN
(Ha3BaHWe opraHu3aLun-NpUeMLLMKa) SOKYMEHTbl Ha3BaHHOI0 (hOHAa U Hay4HO-CMPaBOYHbIV annapaT K
HUM: + + | N | HaszBaHue, |KonuyecTso |KosiM4yecTso
|[MprMeyanus| |nn | HoMep onucK |3k3emnasapos | ed. xp. | | ||| onuewn | | | +---+ +
+ + [T112]314]5] 4+ + + + NERARN
NToro npuHaTo el. xp. MNepenavy npoussenu: MNMpuem nponssenu:

HosmkHocTb MNoanuck Pacwindgposka AomxHocTh Moannck Paclingposka

nognucu nognucu fata [JaTta

®oHay npucsoeH N i3MeHeHus B y4eTHble LJOKYMeHTbl BHECEHb!
HomxkHocTb Moanuce Pacwngposka nognucn fata

dopma akTa nprvemMa-nepefayn LOKYMEHTOB Ha XpaHeHune

®opmaT A4 (210 x 297)

MpunoxeHue N 10
knn. 3.7.1,3.7.8,4.4.2
(Ha3BaHMe apxusa)

A KT YTBEPXIOAIO N OunpekTop (maTa) (Ha3BaHWe apxmBa)
nprveMa Ha XpaHeHue foKyMeHTOoB Moanuce PaclumdpoBka NOANUCK JIMHHOTO MPOUCXOXKAEHNS

[laTa Ha ocHoBaHun pewenund 3K (3AMNMK, 303K, 3K) (npoTokon oT N ) n
L0roBopa oT

cpoan

(®. K. O. cobcTBEHHMKA/BNageNbLA) MPUHATLI JOKYMEHTHI

(obLiasn xapaKTepnCTKa OOKYMEHTOB) B
KonmyecTee en. xp. (YyCnoBHbIX) LLOKYMEHTOB(JINCTOB) MO apXMBHOW CAATOYHOW OMUCK
®oHAy npucsoeH N CobcTBeHHMK/BNageney Moanuck Paclwundgposka nognucu (HyxxHoe

Nnoa4yepKHyTh) HaumeHoBaHMe A0/MKHOCTY paboTHMKa Moanuck PacwindpoBka noanucu 3mMeHeHus B
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yYeTHble LOKYMEHTbI MO pe3ybTaTaM OnucaHnsa BHeCeHbl HanMeHoBaHWe fO/MKHOCTM paboTHMKa MNMoannck
Pacwundgpposka noanucu

dopmMa akTa npmMemMa Ha XpaHeHue fOKYMEHTOB

JINYHOr 0 MNPOUCXOXKAEHUA

®opmaT A4 (210 x 297)

MpunoxeHne N 11

knn. 3.7.2,4.3.2

(Ha3BaHMe apxusa)

A KTYTBEPXIAIO N OupekTop (maTa) (Ha3BaHwWe apxuBa) 0
BbIAENEHNN K YHUYTOXEeHWIo MNoanuck PaclumdpoBka NoANNCY LOKYMEHTOB, HE NOAJIEXALUUX XPAHEHNIO
JaTa K yHu4TOXEHWI0 0TobpaHbl: LOKyMeHThl poHaa N
(Ha3BaHue oHAa) Ha OCHOBAHWUW:

(ccblIKKM Ha HOPMaTMBHO-METOANYECKNE OOKYMEHTHI

L9 NPOBeAEHNs 3KCnepTu3bl) oo
+ | N |Ha3BaHus rpynn|KpanHmne|Homepa| Homepa eg.

|KonunyecTso|lMpuMe-| NN | LOKYMEHTOB | AaThl |oNUCEN|Xp. N0 ONUCAM| €. Xp. [HYaHUS | +---F----mm-mmmmm- +----

-+ + + + [11]12]3]4|5|6]|7]|+-—-+ + + + +

=== [ ||| ]|Wroro en. xp. 32 roA(s!)

(umbpammn 1 Nponuceio) KoamyecTso ef. Xp., KpaHue faTbl Y KpaTKas XapakTepucTuka LOKYMEHTOB,

OCTAlOLNXCSA Ha XpaHEHUN 3aBeayoLWnn oTAeI0M (apXUBOXPaHUINLLEM)

Moanuce PacwmngpoBka nognucy HanmeHoBaHue 0oHKHOCTK paboTHMKa Mognuch Paclwindgposka nognucu

®opMa aKTa 0 BblAENEHUN K YHUHTOXEHUIO LOKYMEHTOB,

He nognexallux XpaHeHunto

®opmaT A4 (210 x 297) IOKYMEHTbI CAaHbI

(Ha3BaHWe opraHu3aumnmn) Ha nepepaboTKy No NPMEMO-CAATOYHON HaKNaoHOW N

(naTa)

(moannch xpaHntens oHAoB) M3MeHeHMsA B y4eTHble JOKYMEHTbl BHeCeHbl HanMeHoBaHme fO/IKHOCTY

paboTHuka Moanuce Pacwundgposka nognucy YTBEPXKOEHO COIrNTACOBAHO MpoTokon MK (3®3K, 3K)
MpoTokon MK

(HanmeHoBaHWe (Ha3BaHue APXUBHOI0

opraHa, apxuBa) apxusa) oT N oT N

®opMa akTa 0 BblAENEHUN K YHUHTOXEHNIO LOKYMEHTOB,

He noaJsiexallnx XpaHeHunto (MpoaoIKeHNE)

®opmaT A4 (210 x 297)

MpunoxeHue N 12

kn. 3.7.7

(Ha3BaHWe apxmBa)

A K TYTBEPXXIAHIO N OnpekTop (oaTa) (Ha3BaHMe apxmBa) 0
paccekpeymBaHUn LOKyMeHTOB [Moanuce Pacwimndgposka nognucu hoHaa N

Hata Komuccus

(Ha3BaHue KoMuccun) NPoTokoa N o1 00.00.00 paccekpeTuia JOKYMeHThl hoHa N
(Ha3BaHue oHpa) + + | N |Homep| KonunyecTtBo pac- |[Homepa
en. |[Homepa eg. xp., | MpumMe-| |nn |[onucu| cekpeyeHHbIX | Xp., pac- | paccekpeyeHHbIx | Yanus | | | | ed. xp.
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|cekpeyeHHbIX| YacTUYHO, C | | | | +------------------ |monHoCTLIO* | yKasaHumeM | | | | [mosHOCTbIo|4acTUYHO| |

HoMmepoB ANCTOB | | | | | | | [HepaccekpeyeHrHbix| | ||| ||| BOKYMEHTOB | | +---+-----+ + +

+ to-[ | 1] 2] 3]4]5]6]7 |+ttt + + + to-[ L]
| WToro paccekpeyeHo ef. Xp. (M0AHOCTLIO)

(undpamm 1 Nponucklo) 3a

(XpoHOIOrnyeckne pamkn GOKyMEHTOB) el. Xp. (4acTnyHoO) 3a

(XpoHonormyeckme pamMmku OKyMeHTOB) HaumeHoBaHWe AoMKHOCTY paboTHUKa Mognucs Pacumndgposka
noanucu MpUHATO Ha OTKPLITOE XPaHeHne en. xp.

(Lnbpamm 1 NPONUCLIO) B
(XpaHunuwie) HanmeHoBaHne fomxHocTK paboTHmka Moanuck Pacwimndposka nognucu fata N3meHeHns B
YYeTHble [OKYMEHTbl BHECEHbI HanMeHoBaHMe fo/mKHOCTM paboTHMKa NMoanuck PaclumdpoBKa noanncu
[aTa

* He ponyckaeTcs nepevyncieHne HOMEpoB €. Xp. Yepes Tupe.
dopMa aKTa 0 paccekpeymBaHMm LOKYMEHTOB
®opmaT A4 (210 x 297)

MpunoxxeHne N 13
kK nn.5.10,5.11
(Ha3BaHMe apxuBa) (noyToBBLIN MHAOEKC, aapec, AgpecaT

TenedoH, akc)
ApxnBHas cnpaBka N (nata) Ha N oT PykoBoguTens
opraHmsauum Mognuce Pacwmndgposka nognucu OcHoBaHue: NcnonHnTens Moanuck PaclwindgpoBka noanuncu

MeyaTb
dopMa apX1BHOM CNpaBKK
®opmaT A4 (210 x 297)
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