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[Ipunoxenue

1. O0mue mo10KeHus

1.1. JIOKyMEHTBI 110 JINYHOMY COCTaBY — apXHBHBIC JOKYMEHTBI, OTPaYKAIOIINC
TPYAOBBIC OTHOIIICHUS paboTHUKA ¢ paboTomareneM (DenepanbHbIi 3aKOH OT
22 okts0pst 2004 r. Ne 125-03 «O6 apxuBHOM Jene B Poccuiickoit denepanumy
cT. 3, . 3).

JIOKyMEHTBI 110 JIMYHOMY COCTaBY XPaHATCS B TOCYAAPCTBEHHBIX, MyHULIUITAIBHBIX
apXMBax, B T.4. apXUBaX 10 JINYHOMY COCTaBY, apXMBaX OpraHU3alUu.

1.2. [IpaBoBOIt OCHOBOM PaOOTHI C JOKYMEHTaAMU 110 TUYHOMY COCTaBY SIBJISIFOTCS:
I'paxxnanckuii Kogekc Poccuiickon @enepaunu; Tpynosou Kogekc Poccuiickon
®deneparun; Denepanbublii 3akoH OT 22 okTs0pst 2004 1. Ne 125-D3 «O6
apxuBHOM Jeine B Poccuiickoii @epepanny 1 aHATOTUYHBIE 3aKOHBI CyOBEKTOB
Poccniickont @enepannn; [IpaBuna oprannsanny XpaHeHHs!, KOMIJIEKTOBAHUSA,
ydeTa ¥ UCIIOJIb30BaHUs JOKyMEHTOB ApxuBHOro ¢onaa Poccuiickoit denepanuu
U IPYTUX apXHUBHBIX JOKYMEHTOB B T'OCYJapCTBEHHBIX U MYHHULIMIIATbHBIX
apxuBax, My3esx U Oubnnorekax, opranuzanusax Poccuiickoil AkageMuun HayK
(M., 2007); IlepeueHb TUMOBBIX YNPABICHYECKUX aPXUBHBIX JOKYMEHTOB,
00pa3yIoluXCcs B MPOIIECCe NeATETbHOCTH IOCYIapCTBEHHBIX OPraHOB, OPraHOB
MECTHOTO CaMOYIIPaBJIECHUS U OpraHU3alINiM, C yKa3aHUEM CpPOKOB xpaHeHus (M.,
2010) u ananoruyHble IEpevHM 3a npeapaymue roast (1943, 1957, 1967, 1989,
2000 rr.), a Tak)Ke Apyrue HOPMaTUBHBIE U METOJMYECKUE TOKYMEHTHI 110
apxuBHOMY neiy.

1.3. Cpoku XxpaHeHHs JOKYMEHTOB I10 JINYHOMY COCTaBYy ObUIM YCTaHOBJIEHBI
NEPEYHSIMU TUIOBBIX JIOKYMEHTOB, COOTBETCTBOBABIIMMH BPEMEHU 00pPa30BaHMUS
NOKyMEHTOB. /o 1967 r. o0CHOBHBIE BUJIbI JOKYMEHTOB 10 JUYHOMY COCTAaBY
(JIMyHBIE J1€71a, TUIEBbIE CUEeTa, KAPTOUKHU yueTa paOOTHUKOB) UMENHU TTOCTOSIHHBIN
cpok xpanenusa. C 1967 r. no cepeaunnl 90-x rr. XX BeKa CPOK UX XPaHEHUS
cootBeTcTBOBaN «75 ner—Bo3pact DIIK». C cepenunsnt 90-x rr. XX Beka 1o
HACTOSIEE BPEMs CPOK XpaHEeHUs1 ycTaHOBJEH «75 net DIIK», 1oKyMeHTbI
PpabOTHUKOB PYKOBOJISIIETO COCTaBa (BBICLIETO U CPEIHETO 3BeHa), paOOTHUKOB,
UMEIOIMX Harpajpl, 3BaHUs, CTENIEHU OTHECEHBI, KaK U paHee, K IOCTOSHHOMY



CPOKY XpaHEHWsI, T.€. BKIIFOUCHBI B cocTaB ApxuBHoro gonma Poccutickoi
denepanni.

1.4. ®enepanbupiM 3ak0HOM OT 22 OKTI0pst 2004 1. Ne 125-D3 «O06 apxuBHOM
nene B Poccuiickoit @eneparumy» cT. 22, 1. «0» yCTaHOBJIEH 75-JICTHHI CPOK
XpaHEHUS JOKYMEHTOB MOCTOSIHHOTO CPOKa XPaHEHHUS MO0 JIMYHOMY COCTaBY B
OpraHu3aIusXx.

1.5. Henp MeTonnueckux peKkoMeHAaIil — pelieHre aKTyalbHON TPOOIeMbl
onTHUMH3aLUU 0TOOpa B cocTaB ApxuBHOro (ponaa Poccuiickoit @enepanuu
JOKYMEHTOB 10 JUYHOMY COCTaBY.

MGTOI[H‘-IGCKI/IB PCKOMCHAAIHNH PACKPBIBAIOT!

¢ IONIOJIHUTEJIbHBIE U YTOUHEHHBIE ICHCTBYIOIINE KPUTEPUN IKCIIEPTU3BI
LHEHHOCTH IOKYMEHTOB I10 JINYHOMY COCTaBY;

¢ HEOOXOJIMMOCTh YCTaHOBJIEHUSI OCOOBIX MEPUO/IOB BPEMEHHU, TPEOYIOLINX
OCTOPOKHOCTH IPHU 0TOOPE HA YHUUTOXKEHHE TOKYMEHTOB IO IUYHOMY
COCTaBYy U NPUMEHEHUS UX BBIOOPOYHOIO IIpHEMa Ha MOCTOSIHHOE
XpaHEHUE 3a OIPEJICIICHHbIE TO/IbI;

¢ YCOBEPLICHCTBOBAHHYIO METOJIMKY OTOOpa TIOKYMEHTOB I10 IUYHOMY
COCTaBy.

MeTtoauueckue pekomeHaanuu npennaznadensl s I1IK ¢penepanbabIx
rOCyJIapCTBEHHBIX aPXUBOB, YIIOJJTHOMOUYEHHBIX OPTaHOB HCIIOJHUTEIIBHOM
cyobekToB Poccuiickoii denepanuu B 00JaCTU apXUBHOIO JIeNIa,
rOCyJ1apCTBEHHBIX, MyYHULIMIIAIBHBIX APXUBOB, B T.4. apXUBOB JOKYMEHTOB 10
JUYHOMY COCTaBY, M CIELUAJIMCTOB OPraHU3aLNI-UCTOYHUKOB KOMIUIEKTOBAHUS
yYKa3aHHBIX apXUBOB.

Mertoauueckue peKOMEHIallui COCTOAT U3 4 pa3fenoB U NPUIOKEHHUS (CIIUCKA
HMCTOYHHKOB).

2. CocTaB BHI0OB JOKYMEHTOB I10 JINYHOMY COCTaBYy (Kjaccuuranms)

2.1. Kinaccudukanus 10OKyMEHTOB IO JITUYHOMY COCTaBY BKJIIOUYAET CIEIYIOIINE
TPYMIIBL:

¢ IOKYMEHTHI O TIpUEME, MIEPEMEIIIEHNUHN, aTTECTAIlUH, YBOJIbHEHUN
PabOTHUKOB;

¢ IOKYMEHTHI O HATPaXKJICHUU paOOTHUKOB;

¢ YUYETHBIC TOKYMEHTHI PAOOTHHUKOB,;

¢ IOKYMCHTHI TIO BBITIIATE 3apabO0THOM MIIATHI M IPYTUM JCHEKHBIM
BEHITLIATAM;



¢ JOKYMEHTBI O TPYJIOBOI1 I€ATEIHOCTH Ha paboTax ¢ BPEAHBIMH, OITACHBIMU
Y UHBIMU OCOOBIMU YCJIOBHSIMH TPY/Ia;

¢ OTUETHBIE JOKYMEHTBHI 110 KaJIpOBOMY COCTAaBY;

¢ TPY10BbIE€ KHMKKH M BKJIAABIIIN K HUM, APYrHMe HEBOCTPEOOBAHHBIEC TUYHBIE
JOKYMEHTHI (AUIIOMBI, aTTECTAThl, CBUIECTEIHCTBRA).

CocraB BUJIOB JOKYMEHTOB B YKa3aHHBIX IpyNIax, OTPAXKEHHbBIN B
COOTBETCTBYIOLIMX IIEPEUHSIX TUIIOBBIX JOKYMEHTOB, UMeET paznuuusd. [lepeunn
THUMOBBIX JOKYMEHTOB 3aKPEIUISIIOT COCTAB BUJIOB TOKYMEHTOB KakK
CYyLIECTBOBABIIMX PaHEE, TAK U BO3ZHUKAIOIINX BHOBb B CUCTEME YIIPABJICHUS.

Bxirouenue BuioB JAOKYMCHTOB B YKA3aHHBIC I'PYIIIILI B OHpCI[CHCHHOﬁ CTCIICHU
YCJIOBHO, T.K. HCKOTOPBIC N3 HUX MOI'YT OBITH OTHECEHBI K ynpaBﬂeH‘IGCKOﬁ
AOKYMCHTAIIMH U MOTYT BKIIFOYATLCA B COOTBCTCTBYIOIIIUC OHI/ICI/I.Q]

2.1.1. JIOKyMEHTHI O IIpUEME, NIEPEMELICHUH, ATTECTALIMH, YBOJIbHEHUN
pPabOTHUKOB BKJIIOYAIOT:

o [IPUKA3bl, PACIIOPSKEHUS], IOCTAHOBIICHUS, YKa3aHUS,

¢3aMICKU O TIpUEME, TTIepeMeIIeHUH U YBoJIbHEHUU (¢ 1943 1. mo 1989 1.);

o PEILLICHUS 3aCENAHUI 3aKOHOAATENbHBIX UM UCIIOJHUTEIbHBIX OPTaHOB
MECTHBIX, TOPOJICKUX U palloHHbIX COBETOB, Ha KOTOPBIX
paccMaTpUBAIUCh BOIPOCHI YTBEPKICHUS PYKOBOASIIETO COCTAaBa
ucnoiakoMoB (¢ 1943 r. mo 1989 r.);

« IPOTOKOJIBI IPUEMA B YJIEHBI K0Jixo3a (¢ 1943 r. mo 1989 r.);

¢ TPYJIOBBIE JOTOBOPHI (KOHTPAKTHI), TOMOJIHUTEIbHBIE TPYAOBBIC
COIJIAIICHUsI, HE BOIIEAIINE B cocTaB JuuHbIX Aed (¢ 2000 r.);

o« TUYHBIE JieTa (mTaTHbie Gopmyssipsl ¢ 1967 r. mo 1989 r.) paGoTHHKOB (BO
BCE XPOHOJIOTMYECKUE MEPUOIbI 0CO00 BBIACIISUIUCH JOKYMEHTHI
PYKOBOASIIUX (HOMEHKIATYPHBIX) pa0OTHUKOB; Y4aCTHUKOB
PEBOJIIOIIMOHHOTO JBUXKEHUS U TPAXKIAaHCKON BOWHBI; paAOOTHUKOB,
UMEIOIIMX Harpajbl; HAYYHBIX COTPYAHUKOB U TIpodeccopcko-
MIPENOAABATENBbCKOTO COCTABA, UMEIOIINX YUEHBIE CTETIEHU U 3BaHUS;
TBOPYECKUX PAOOTHUKOB);

o INYHBIC KAPTOUKU PAabOUYUX U CIOyKamuX (MIPU OTCYTCTBUU JTUYHBIX JI€T);

¢ BBIC3/IHBIE JIEJIa CIIECIMAIUCTOB, BbIEXaBIIUX 3a rpanuity (¢ 1989 r.);

¢ XapaKTEPUCTUKHU PAOOTHUKOB, HE UMEIOIINX JUYHBIX f1eT (¢ 1989 1.);

e YBeIOMJICHUS paboTOIaTeNs 00 YBOJBHEHUH PAOOTHUKOB C YKa3aHUEM
NPUYMH, HE BOUIEAIINE B COCTaB TUYHBIX Jien (¢ 2010 r.);

e IIEPEMUCKA O MPUEME, EPEMENICHUH, YBOJIbHEHUH PAOOTHUKOB (BO BCE
XPOHOJIOTUYECKHUE MTEPUOIbI 0CO00 BBIICISIIUCH MEPEMUCKA O
npeoCTaBICHUU PadoThl yyacTHUKaM Benukoi OTeuecTBEeHHON BOWHBI,
nepenucka o nepekBainpuKanuy ydacTHUKoB Benrkoit OTedecTBEeHHOM
BOMHBI; MEPENUCKa 0 MOOWIM3ALNY CIIEIIUATIMCTOB 110 MTOCTAHOBJICHUSIM
MIPABUTEIHCTBEHHBIX OPTraHOB U CIIMCKA MOOMIIM30BAaHHBIX*;



e TICPETIHCKA TI0 BOMIPOCAM peadmmuTanun (MpoQecCuOHATEHOMH,
MeTUIMHCKON) paboTHUKOB (¢ 2010 1.)*;

¢ JOKYMEHTHI (3asiBJieHuE paOOTHUKA O corjacuu Ha 00paboTKy
NEePCOHAIBHBIX JIAaHHBIX, CBEJICHUS, YBEOMIICHHS) O CYOBEKTE
nepcoHanbHbIX TaHHbIX (¢ 2010 r.)*;

¢ AKTHI IPUEMa-TIEPEAAUN JTUUYHBIX JIe] TOCYAAPCTBEHHBIX TPAKIAHCKUX U
MYHULIMNATBHBIX CIY>KaIlIUX MPHU Mepexoe Ha Apyryro padory (c 2010
r.)*;

¢ CBEICHUS O J10X0AaX, 00 UMYIIECTBE U 0053aTeNIbCTBAX UMYIIECTBEHHOTO
XapakTepa rocyJapCTBEHHBIX TPAKIAHCKUX U MYyHHUITUTATBHBIX
CITY’KaIllUX, He BOLIEIINE B cOCTaB JIUYHBIX el (¢ 2010 1.)*;

¢ BBIMMCKYU U3 MMOCTAHOBJICHUI aTTECTAIIMOHHBIX, KBATH(UKAIIMOHHBIX
KOMHCCHUHM, JOKYMEHTBI K HUM*.

2.1.2. JIoKyMEHTBI O HarpaxIeHU1 pabOTHUKOB BKJIFOUYAIOT:

¢ JOKYMEHTBI O MPEACTABICHUU K HArPaXACHHUIO TOCYJapCTBEHHBIMU U
BEJIOMCTBEHHBIMH HarpajgaMu, IPUCBOCHUIO MTOYETHBIX 3BAHUM,
MPUCYKICHUIO IPEMUH (B OTIETBHBIC XPOHOJIOTHIECKHE TTEPHOJIBI 0CO000
BBIJICJISUTUCH CTaXaHOBIIbI, YIAPHUKU TPYAQ, OTIUYHUKHU U OOEIUTENN
COLICOPEBHOBAHMS, HOBATOPBI; JINIA, UMEIOIINE 3BaHHE «MaTb-reponHs»,
opaeH «MarepuHckas cinaBay, «Menanbe MaTepuHCTBA», Menallb «Berepan
TpyHar*;

¢ IOKYMEHTBI O HarpaxJAeHUW MHOCTPAHHBIMU OpJCHAMU U MEIAJIAMHU (C
2010 r.)*;

¢ XOJIaTaiCTBa O BbIJaue TyOJMKATOB IOKYMEHTOB K FOCYJapCTBEHHBIM
Harpajaam B3ameH yTpadeHHbix (¢ 2000 r.)*.

2.1.3. YueTHble JOKyMEHThI pAOOTHUKOB BKJIFOUYAIOT:

o JINYHBIE KAPTOUKU PAOOUYMX U CIY’>KaLUX, B T.4. HA BPEMEHHbIX paOOTHUKOB
(c 1967 r.);

« IOJDKHOCTHBIE KAPTOUKH HOMEHKJIATYPHBIX pabOTHUKOB (¢ 1967 . 110
2000 1.);

« KHUTU U KapTOYKHU yuyeTa Ipuema, nepeMelleHus, yBoJIbHeHUs pabouux u
CITyKalluX;

¢ KapPTOUYKH y4eTa IpHeMa, NepeMEeICHHUs U YBOJIbHEHUS JIMII, PA0OTAIOIINUX
10 COBMECTHUTEIBCTBY, JJI1 KOTOPBIX B COOTBETCTBHH C IEHCHOHHBIM
3aKOHOJATEIbCTBOM, COBMECTHTENILCTBO BIIUSET HA pa3Mep NEHCHH (C
1989 r. mo 2000 r.);

o CIIUCKU PAaOOTHUKOB (0CO00 BBIAEISAIOTCS HOMEHKIATYpHbIE pAOOTHHKH,
YIEHBI PYKOBOSALIUX U UCTIOTHUTENbHBIX OpraHoB (¢ 1943 r. mo 1989 r.),
BETEpaHbl, yYACTHUKU Benukoit OTe4eCTBEHHOM BOMHBI U IPYTUX
BOEHHBIX AeiicTBUi (¢ 1967 1.), HarpaxaeHHbIe rOCYJapCTBEHHBIMU
HarpajgaMu, yJI0OCTOCHHbIC 3BaHUI U TOCIIPEMUI, BPEMEHHBIE COTPYIHUKA



(c 1967 r.), BriexaBIIMEe Ha HOBOCTPOUKHU, B KOJIXO3bI, COBXO3bI, Ha
Jecopa3pabOTKU, Ha OCBOCHHE LICIMHHBIX U 3aJIKHBIX 3emenb (¢ 1957 r.
mo 1967 r.);

o CIICKU JIUI], OKOHYMBILIUX KYpPChI M CIaBIIUX TEXMUHUMYM (¢ 1943 r.);

o AJI(DABUTHI TUYHBIX JIETT;

¢ IITATHBIE PACCTAHOBKH, IITATHBIE paCMMCaHUs (IITATHO-CIIUCOYHBIN
cocTaB)*.

2.1.4. JloxyMeHTBI IO 3apabOTHOM IJ1aTe U APYTUM JACHEKHBIM BBITIATAM
BKJIFOYAIOT:

o TUIIEBBIC CUETa PAOOYHX U CITYKaIUX;

¢ PACUETHBIC JTUCTKH;

o« YHU(DUITMPOBAHHBIE KOJbI OIUIATHI TPYJA U YIEPIKAHUI;

¢ PAaCUETHO-IIJIATEKHBIE BEIOMOCTH, BEJIOMOCTH Ha BbIJIauy 3apabOTHOM
IUIaThl, IPYTHUX BHITUIAT (ITPU OTCYTCTBUU JIMIIEBBIX CYETOB);

¢ KAPTOUKH OpHUrajy KOMMYHUCTHYECKOTO TpyJa C JaHHBIMU O
cpeaHeMecsiuHoi 3apruiare (¢ 1967 r. mo 1989 r.);

o TAOYJISITPAMMBI;

¢ CIICKY HA IPEMUPOBAaHKUE paOOTHUKOB (¢ 1957 r.)*;

« IPOTOKOJIBI JIJIS1 BBITUIATHI HAA0aBKH 32 BRICTYTY JieT (¢ 2000 r.)*;

o MTHJIMBU/TyaJIbHbIC CBEJICHUS 3aCTPAaXOBAHHOTO JIMIIA O TPYJOBOM CTaXKe,
3apabOTHOM TUTaTe U YIIJIaTe CTPaXOBBIX B3HOCOB;

¢« HAJIOTOBBIC JACKJIApAIlUH, KAPTOUKH M0 YUETY JOXO0B M HAJOTOB Ha JOXOIBI
(c2010T.);

speecTp CBEACHUH 0 JoX0AaX (PU3UUECKUX JIUIT™.

2.1.5. JlokyMeHTBI O TPYAOBOM JEATEIHHOCTU HA pab0oTax ¢ BPEIHBIMH, OMTACHBIMU
¥ UHBIMH OCOOBIMH YCJIOBHSIMHU TPYyJa BKITIOUYAIOT:

o CIIUCKU TIpodeccuil, MpoU3BOJACTB U pabOUYMX MECT Ha paboTax ¢ BPEIHBIMH,
OIMAaCHBIMU U UHBIMHM OCOOBIMM YCIIOBUSIMU TPYAa Ha KOHKPETHOM
npeanpusITAn™;

* CIIUCKU U NIEPEYHU paOOTHUKOB U JOJKHOCTEH, 3aHATHIX Ha paboTax ¢
BpEIHBIMH, ONIACHBIMU ¥ MHBIMU OCOOBIMU YCIOBUSIMHU TpyJa™;

¢ IOJDKHOCTHBIE HHCTPYKIIMU PAOOTHUKOB, CBSI3aHHBIX C BPEAHBIMU
YCIOBUSIMH TpyAa™;

eTa0€nM yueTa pabodyero BpeMeHU U Hapsibl paOOTHUKOB;

« KHUTHU 3aMKiCU PadOT U 0TpabOTAaHHOTO BPEMEHH B 1I€XaX C BPEIHBIMU
YCIIOBUSIMU TPYa;

¢ IOKYMEHTHI (aKThI, 3aKJIFOYEHUS, OTYEThI, POTOKOJIbI, CIIPABKU) 00
aBapHsiX, HECYACTHBIX CIy4asx Ha MPOU3BOJICTBE™;

¢ JOKYMEHTBI O PacciieIOBaHUH HECYACTHBIX CIy4yaeB™;

¢ AKTHI paccieoBaHus NpodecCuOHANbHBIX OTPABIECHUI U 3a00sIeBaHui (C

1989 r.)*,



2.1.6. OT4yeTHBIE TOKYMEHTHI IO KAJPOBOMY COCTaBY*:

¢ OTYETHI 110 HATWYHIO, YIETY, TEKYUECTH U PACTIPEACICHUIO KaIpOB;

¢ IOKyMEHTBI O COCTOSTHUH H MTPOBEPKE pabOTHI C KaApaMHu;

o TApU(HO-KBATU(DHUKAIIMOHHBIC CITPABOYHUKHU, CETKH, CTABKH,

«OTUETHI 10 3apaboTHOM mIare mo npodeccusm (¢ 1943 r. mo 1989 r.);

o YTBEPXKJACHHBIC Pa3Mephl OIJIaThI TPY/Ia MO JIOJDKHOCTSIM PaOOTHUKOB;

¢ CBEJICHUS O COCTaBe PaOOTHUKOB, 3aMEIIAIOIINX TOCYAapCTBEHHBIC
TOJKHOCTH, TI0 TIOJTy, BO3PAcTy, 0Opa30BaHUIO U CTaXy paboTHI (C
2010 r.).

OT4eTHBIE JOKYMEHTHI IO KaJJPOBOMY COCTAaBY HEMOCPEICTBEHHO HE OTHOCSTCS K
JOKyMEHTaM 0 JUYHOMY cocTaBy. OJIHAKO, B HUX COJEPKUTCA UH(POpMaIus,
MO3BOJISIONIASE YTOYHUTH CBEJICHUS OOILEro XapakTepa, U KOHKPETHO O KaApOBOM
COCTaBe OpraHu3anuii (KoJam4ecTBo pabOTHUKOB, MOJI, BO3pacCT, Ipodeccus u Ip.).

2.1.7. Oco0y10 KaTeropuio JOKYMEHTOB COCTABJISIOT TPYOBbIEC KHIXKKHU U
BKJIQJIBIIIN K HUM, APYTUE HEBOCTPEOOBAHHBIC IMYHBIE JOKYMEHTHI (JIUIIOMBI,
aTTECTaThl, CBUJIETEILCTBA);

2.2. Ha mpotsiskeruun 1943-2010 rr. npoucxoauiao u3MEHEHUE CPOKOB XpaHEHUS
OT/ICJIbHBIX BUJIOB JIOKYMEHTOB, YKAa3aHHBIX B IEPEUHSIX TUIOBBIX JOKYMEHTOB.
[Tpu mpoBeaeHNN HKCIIEPTU3BI IIEHHOCTH U OTOOPE Ha MOCTOSTHHOE XPaHEHUE
JIOKYMEHTOB 10 IMYHOMY COCTaBY, CO3JaHHBIX B ONPE/ICICHHbIN
XPOHOJIOTUYECKUI MEPUOJI, YUUTHIBAIOTCSA T€ CPOKH XPAHEHHUS, KOTOPbIE
JEUCTBOBAJIM B 3TOT MEPUO/I.

2.2.1. U3meneHns B rpymie «loKyMeHTHI O IpUeMe, IEPEMELIEHNH, ATTECTALUH,
YBOJIbHEHUI paOOTHUKOB.

Joxymenrtam 3a 1943-1967 rr. o Bcem BuJaM JOKYMEHTOB O IPUEME,
NEPEMENICHIY, YBOJIBHECHUH, aTTECTAIMA U TTepeKBATH(PUKAIINNA ObLT yCTAHOBIICH
CPOK XPaHEHUSI «ITOCTOSTHHOY.

Jlist nokymeHToB ¢ 1967 r. cpoku xpanenus Obut TudPepeHIpoBanbl Ha JIBe
TPYIIBL: 1711 OpraHU3aluid, SBISIOMIMXCA UCTOYHUKAMU KOMILJIEKTOBAHUS U JIJIS
OpraHu3alui — HE SBJSIONIMXCS UCTOYHUKAMU KOMIUIEKTOBaHUA. J1Jisi TOKYMEHTOB
OpraHu3aIMii BTOPOU IPYIIIBI yCTAHABIMBAIHUCH TOIBKO BPEMEHHBIE CPOKHU
xpanenus 6e3 ormeTku «IIIK». [ oTaenbHbIX BUAOB TOKYMEHTOB (JIMYHBIX JIET,
CIIUCKOB PAOOTHUKOB, IMYHBIX KAPTOUEK paOOTHUKOB, KHUT yueTa U ai(aBUTOB
JIMYHBIX JIe]) OpraHu3aluii NepBoi rPyMIbl CPOK XPAHEHUS IIOCTOSIHHOY» ObLIT
3aMmeHeH Ha «75 net — Bospact DITK». UcknroueHus ObLIN cieaHbl TOIBKO JIS
OTJICTHHBIX JTUYHBIX JIe7 (HOMEHKJIATYPHBIX, PYKOBOSIINX PAaOOTHHUKOB,
TBOPYECKUX PaOOTHUKOB, paOOTHUKOB, UMEIOIINX CTETICHU, 3BaHUs, Harpajbl) U
WX JIOJKHOCTHBIX KapTOUeK, 1JI1 KOTOPBIX ObLI OCTABJICH MOCTOSIHHBIN CPOK
XpaHEHUHI.



C 1989 r. cpok xpaHEeHUSs JIMYHBIX €] TBOPUECKUX PAOOTHUKOB OBLT UBMEHEH — C
«TOCTOSTHHO» Ha «75 ;eT».

st nokymenToB ¢ 2000 r. nuddepeHuaus CpokoB XpaHeHUs AJi1 OpraHu3aliui,
ABJISIFOLLMXCA UICTOYHUKAMU KOMIUIEKTOBAHUS, U JUIsl OpraHUu3aluid, He
SIBIIIOIIMXCA UCTOYHHUKAMU KOMILUIEKTOBAHMS, ObllIa OTMEHEHA, KaK U CPOK
xpanenus «75 net — Bo3pact DIIK», rie « — Bo3pact» ObL1 CHST.

C 1967 r. cpoK XpaHEHHUs KIIPOTOKOJIOB Y MOCTAHOBICHUIN aTTECTAIIMOHHBIX
KOMHCCHUI» OBLIT YMEHBIIIEH JI0 «25 JIET»; a «CIHUCKOB JIUIl, OKOHYUBIIIUX KYPChI
IIKOJIbI U CIABIIMX TEXMUHUMYM» 10 «3 JieT (1Oocje BHECEHUS JaHHBIX B JIMYHOE
neno (KapTouKy)».

C 1989 r. cpok xpaHeHus! AJIsl KIIPOTOKOJIOB 3aCeJaHH, TOCTAHOBJICHUM
aTTECTAlIMOHHBIX KBATM(UKAIIMOHHBIX KOMUCCHI» OBLT YCTaHOBJICH « 15 et
OIIK» u «15 nmer».

2.2.2. 3menenus B rpyiie «J{0OKyMEHTBI O HarpakJIeHUu pabOTHUKOB.

C 1967 r. mo 2000 r., B cBs3u ¢ nuddepeHuraimeii CpokoB XpaHeHHs Ha JIBE
TPYNIIBL: U1l OPTaHU3ALNN, SIBIIAFOIIUXCS UICTOYHUKAMHU KOMIUIEKTOBAHUS, U IS
OpraHu3alrii, HE SBIISIIOIINXCS UCTOYHUKAMU KOMIUJIEKTOBAHUS, ISl «CIIHCKOB
JIVLI, HATPAJIHBIX JIEJI, XaPAKTEPUCTHK U JIP. JOKYMEHTOB M0 HATPAXKACHUIO
MIPAaBUTEIbCTBEHHBIMU HATPAIAMW»; «MATEPUATIOB O MIPEACTABICHUH K
MIPUCBOEHUIO NTOYETHBIX 3BaHul ['epost Coumanuctuueckoro Tpyna, naypeara
JlennHckon u ['ocyiapcTBEHHOM IPEMUU, 3aCIIYKEHHOTO JIESATEIIS] HAYKH,
HCKYCCTBA U JPYTUX MOYETHBIX 3BAHUN (B TOM YHUCJIE U TIO OTKJIOHEHHBIM
NPEICTABIICHUSM) YCTAHOBJIEHBI CPOKH XPAHEHUS «IIOCTOSIHHO» U «75 JeT».

C 2000 r. cpoku XpaHeHHs] JOKYMEHTOB O MIPEACTABICHUN K HATPAXKICHUIO
i epeHInpPOBaHBI: 111 HATPAXKIAIONIUX OPTAaHU3AIUN — KITOCTOSTHHOY; IS
apyrux opranuzanni — «75 et SIIK».

2.2.3. U3menenus B rpyiie «{oKyMeHTHI 110 3apaO0THOM IJ1aTe U APYTUM
JICHEKHBIM BBIIIIIaTaAM:

Cpoku XpaHEHHS JIMIEBBIX CUETOB, BeAOMOCTEH B 1967 1. ObLIM MU3MEHEHBI — C
«nocTOsTHHO» Ha «75 net — Bozpact OI1K». B 2000 r. cpok XpaHeHHs] yCTaHOBJIEH
«75 ner DIIK».

2.3. I3MeHeHMs B CUCTEME YNPABJIEHUS U €r0 TOKYMEHTUPOBAHUH, IOBTOPEHUE
uH(pOpMaIKU B JOKYMEHTAX, U3MEHEHHE MPECTAaBICHUHN O LIEHHOCTH JOKYMEHTOB
I10 IMYHOMY COCTaBYy B HACTOSLIEE BPEMs, KaK U PaHee, sIBISIETCS OCHOBOMN
ONPEAEIICHHS CPOKOB XPAHEHHUS JOKYMEHTOB.



3. [IpuHIUNBI M1 KPUTEPUH IKCIIEPTU3BI HEHHOCTH JOKYMEHTOB 10 JTUYHOMY
COCTaBY

3.1. [IpuHIMIBI 3KCIIEPTU3BI HIEHHOCTH JTOKYMEHTOB 110 JIMYHOMY COCTaBY:
UCTOPU3M, CHCTEMHOCTD, EJIOCTHOCTh NO3BOJISIFOT PACCMATPUBATh 3TH JTOKYMEHTHI
C TOYKH 3PEHHS UX BOSHUKHOBEHUS, PA3BUTHS U KOHKPETHO HA CETOJHSAIIHUN 1€Hb
KaK €IMHBIA KOMILIEKC JOKYMEHTOB, ONPEACIICHHBIM 00pa3oM
CHCTEMATU3UPOBAHHBIN.

3.2. Kpurepuu neHHOCTH JOKYMEHTOB I10 JUYHOMY COCTABY MOJPAa3AEIIAI0TCA HA
oO01111e U TOIMOTHUTEILHBIE.

3.2.1. O0mue KpUTEPHH SKCIIEPTU3BI LIECHHOCTH JOKYMEHTOB I10 JTUYHOMY
COCTaBY:

o poJib LA (pabOTHUKA) B KOHKPETHOM OopraHu3auuu (pyKoBOIsALIUE
JOJIKHOCTH ), UMEIOILIUE HArpa/ibl, CTETICHU U 3BaHUS;

¢ pOJIb OPTaHU3ALMU HA KOHKPETHOU TeppuTopuu (GyHKIHOHATBHO-1LIEIEBOE
Ha3HAa4YE€HHE), B KOTOPOH paboTaeT AaHHOE JINLIO;

 XPOHOJIOTUYECKUH NEpUOoJ (BpeMsl CO3JaHUs! IOKYMEHTOB), 3HAUUMBbIH J1J151
KOHKPETHOM OpPraHU3allMy U 3HAYUMBbIN JJIs1 CTPaHBblI;

¢ 0COOEHHOCTH TEPPUTOPHUH, II€ HAXOTUTCSI OPraHU3alUs — MECTO paOOTHI
KOHKPETHOT'O JINLIA;

¢3HAYMMOCTh HH(pOpMaIUK (CBEIEHUN 0 paOOTHHUKE, CBEJICHUH 00
OpraHu3alumn);

¢ IOJJIMHHOCTD JJOKYMEHTA;

« IOBTOPEHUE HHPOPMAIIH TOKYMEHTOB MO JTUYHOMY COCTaBY B APYTUX
JTOKYMEHTaX (y4eTHBIX, OTYETHBIX, PACIIOPAIUTENbHBIX U AP.);

¢ BHJI JOKYMEHTA;

o pu3MUECKOE, TEXHUUECKOE COCTOSIHUE HOCUTENS JOKYMEHTOB (OyMaXkHbIX,
3JEKTPOHHBIX);

¢ COXpPAHHOCTb KOMIUIEKCA IOKYMEHTOB OpraHU3aL1H.

3.2.2. JlonoJHUTEJbHbIE KPUTEPUM SKCIEPTU3bI IEHHOCTU JOKYMEHTOB 110
JUYHOMY COCTaBY:

e YUACTHUKHU Benmkon 0Te4eCTBEHHOW BOMHBI U IPYyIUX BOMH U
BOOPY>KEHHBIX KOH(IUKTOB;

¢ -YYaCTHUKHU JUKBHUIAIMH MTOCIEACTBUI CTUXUMHBIX OCICTBUN U
TEXHOTEHHBIX KaTacTpod;

sIipodheccroHaNbHas (TPyA0Basi) TUHACTHUS PAOOTHUKOB;

¢ PAOOTHHUKY TBOPUYECKHUX MPOQPECCUi;

e pETIpECCUPOBAHHbBIC, PEAOMIIUTUPOBAHHBIE PAOOTHUKH;

e CTAX padOTHI (B LI€JIOM B OpraHU3AIMK U B ONpeiesieHHbIe, Haubosee
3HAYUMBbIE JJIs HEe, IEPUOIBI);



*pOJIb U 3aCIIyTH JIMLA B OOIIECTBEHHOW U JPYruX cpepax AesTeIbHOCTH BHE
OpraHu3alNy;

¢ [IOCTOSIHHAS, BpEMEHHAs PErucTpalus Jula Ha KOHKPETHON TeppUTOPUH;

3HAUYECHUE UMEIOLINXCS CBEJEHUM 00ILEro Xapakrepa,

¢ [IOJTHOTA IOKYMEHTOB ((pOopMyJIsip), KOJIMUECTBO JOKYMEHTOB;

 KOIMHHOCTH JOKYMEHTOB (BHYTPH OpPraHU3allii, BHE OPTaHU3aLNN).

3.3. Ha oCHOBaHMM yKa3aHHBIX KPUTEPUEB IKCIIEPTU3BI HEHHOCTH JTOKYMEHTOB 110
JUYHOMY COCTaBY OCYIIECTBISIETCS KX OTOOp B cocTaB ApXHUBHOTO (oHIA
Poccuiickoit @eneparuu, Kak COBpEMEHHBIX, TaK U JOKYMEHTOB 3a 0ojiee paHHHE
IIEPUOAbI BPEMEHU.

3.4. JIoKyMEHTBHI 110 TUYHOMY COCTaBY OTHOCATCS K YUCITYy MacCOBBIX,
OJIHOPOJIHBIX IO BUIAM U COJEPKAHUIO, 00Pa3yIOUIUXCs B JOCTATOYHO OOJIBIIIOM
konndecTBe. K MaccoBbIM IOKyMEHTaM BO3MOKHO MPUMEHEHHE BHIOOPOYHOTO
npuema.

[Ipumensiercs ueneBoit 0TOOp JOKYMEHTOB 10 JIMYHOMY COCTaBY OIMpPEIEICHHBIX
opranuzanuii. BeI0opo4HbIl MpUEM JOKYMEHTOB 110 JINYHOMY COCTaBY MO3BOJISIET
pacHIMPUTh UCTOYHUKOBYIO 0a3y UCCIEI0BAaHUN U PACKPBITh CBEICHHUS O PSAOBBIX
(cpeHeCTaTUCTUYECKUX) PAOOTHUKAX.

3.5. JoKyMEeHTBI 10 JIMYHOMY COCTaBY UCMOJIb3YIOTCS, MPEK/E BCETO, AJIs
MOJITBEPKICHUS TPYJOBOTO CTa)Ka U 3apabOTHOM TIaThl PpaOOTHUKOB, YTO
0COOEHHO aKTyaJIbHO JJIS TPYIOCIIOCOOHBIX B HACTOSIIEE BPeMs TpaXxaaH, He
JTOCTHUITIMX NEHCHMOHHOTO Bo3pacTa.*! JloKyMeHTBI rpasknan, JOCTUITIHX
IIEHCMOHHOT'0 BO3PACTAa, YK€ UCIOJIb30BAHBI JJIs1 HA3HAYCHUS [TIEHCUW U MOTYT
MMETh UCTOPUYECKYIO HEHHOCTb.

3.6. K nokymeHTaM 1o JMYHOMY COCTaBY OINPEIEIECHHBIX XPOHOJIOTHYECKUX
NEPUOJIOB BPEMEHU CJIEIYET MOJIXOIUTh C 0CO00I OCTOPOKHOCTHIO B CHITY UX
3HAYUMOCTH (OTpaKEHUE MEPETOMHBIX, CYIbOOHOCHBIX, YPE3BBIYAITHBIX TIEPHOIOB
pa3Butus Poccuu u ee KOHKPETHBIX PETUOHOB).

K Takum nepuojiaMm MOTyT OBITh OTHECEHBI:
a) 1917-1945 rr.

0) 1990-1994 rr.

B) OTJIEJIbHBIE XPOHOJIOTHYECKHE NIEPHOJIbI BPEMEHH JIJIsi KOHKPETHBIX
TEPPUTOPUU.

JIOKyMEHTBI 110 JIMYHOMY COCTaBY YKAa3aHHBIX IEPUOJOB BPEMEHH PACKPBIBAIOT HE
TOJIBKO TPYZIOBYIO IESATENBHOCTD U XKU3Hb TpakaaH Poccnn, HO 1 naroT
npeacTaBiIeHne 00 UCTOPUU CTPAHBI B LIEIOM.



4. MeTO)II/IKa MNPOBCACHUSA SIKCIICPTU3LI HCHHOCTH JOKYMCHTOB
Mo JIMYHOMY COCTaBy U KOMILJVICKTOBAHUE HMHU apXHBOB

4.1. DTanbl NpoBEAEHUS FKCIIEPTU3bI HEHHOCTH H 0TOOpA HA XpaHEHUE
JOKYMEHTOB 10 INYHOMY COCTaBYy.

9KCH€pTI/I3€ HCHHOCTH ITOABCPIrarOTCA BCC JOKYMCHTHI 110 IMYHOMY COCTABY
HC3aBHUCUMO OT BPCMCHH UX CO3daHM:. 9KCHGpTH3a OCHHOCTHU NOKYMCHTOB
IMPOBOAUTCA ITOCJIC UCTCUCHUA YCTAHOBJICHHOI'O CPOKA UX XPAHCHUA. HpI/I 9TOM
CJICAYCT YUYCCTb, UTO pPAAd AOKYMCHTOB 110 JIMYHOMY COCTAaBY MOXKCT OBITH OTHECEH
K IOKYMCHTAaM IIOCTOSAHHOI'O CPOKa XPaHCHUA 10 NCTCUCHUA YCTAHOBJIICHHOI'O
CPOKa XpaHCHHA.

JIOKyMEHTBI 10 JIMYHOMY COCTaBY MOJPA3CSIOTCS Ha JOKYMEHTBI TIOCTOSIHHOTO U
JIOKYMEHTBI BDEMEHHOTO CPOKOB xpaHeHus. PackpriBaercs ormeTtka « 11Ky B
LEJISX ONpeIeNIeHUs] [IEHHBIX JIOKYMEHTOB, TEM CaMbIM IOIOJIHSIETCS COCTaB
JIOKYMEHTOB, OTHECEHHBIX paHee K MOCTOSIHHOMY CPOKY xpaHeHus. Pabora
npoBoauTcs apxuBoM, [[OK (OK) opranuszanuu, rocy1apcTBEHHBIMU,
MyHUIIUNATbHBIMU apxuBamu, DK yrnoaHoOMOYeHHOr0 OpraHa UCTIOTHUTEIbHON
BiacTu cyonrekta Poccuiickoit denepanuu B o01acTu apxuBHoro aena, 11K
dbeneparbHOro rocyJapCTBEHHOTO apXUBa.

4.2. OnpeneneHHbIe IEPUOAbl BpeMEHH, TPEOYIOIINE 0CO00H OCTOPOKHOCTH TIPU
0TOOpE JOKYMEHTOB I10 JUYHOMY COCTaBY, OMPEICISAIOTCS HA OCHOBAHUU
KPUTEPUEB: BPEMEHH CO3J]aHUs IOKYMEHTOB, 3HaUCHUs HH(OpMALIUH,
coAepkKallIeucsl B IOKyMEHTaX, MOJHOThI KOMILUIEKCA JIOKYMEHTOB, CTETICHU
COXPaHHOCTH IOKYMEHTOB. K M3y4eHHUIO0 TOKYMEHTOB JJIsl ONPEAEIIEHUS 3HAUMMBbIX
NEPUOJIOB BPEMEHH, TPEOYIOUTUX 0COO0H OCTOPOKHOCTH MPU OTOOPE TOKYMEHTOB
10 JINYHOMY COCTaBY, ITPUBJICKAIOTCS CIIEHUAIIMCTBI ADXUBHBIX YUPEKICHUM,
HAy4YHBIX, Y4eOHBIX opranu3aiuii u ap. x npemnoxenus paccmarpuBatorcs JIIK
OpraHOB MCTIOJIHUTEIIBHOM BacTu cyobekTa Poccuiickoit @enepanum B 00gacTu
apxuBHoro nena, 11K denepanbHBIX TOCY1apCTBEHHBIX APXUBOB.

[Ipu mpoBeaeHnN dKCIEPTU3bI HEHHOCTH TOKYMEHTOB 110 JIMYHOMY COCTaBY 3a
paHHUE NEPHUOJIbI BPEMEHH, TpeOyIoIIne 0coO00M OCTOPOKHOCTH MpU OTOOPE,
OTHECEHHBIE K 75-I€THEMY CPOKY XpaHeHUs1 ¢ oTMEeTKOU «IITK» 1o
COOTBETCTBYIOIIMM MEPEYHSIM, MOTYT ObITh BKIIFOUEHBI B COCTaB APXUBHOTO
dbonna Poccuiickoit denepaiiii B HOJIHOM 00bEME MM BEIOOPOYHO 1O PEIICHUIO
cootBercTByrOmIEe DIIK. B kaxx1oM rocy1apCTBEHHOM WIIM MYHUIUIIATbHOM
apXuBE MOTYT pa3padaThIBaThCsl CAMOCTOSTEIbHBIE METOJUKHA OTOOPA TOKYMEHTOB
10 JIMYHOMY COCTaBy B cocTtaB ApxuBHoro (ouna Poccuiickoit denepanuu
MPUMEHUTENBHO K PA3HOIIJIAHOBBIM (POH]IaM.



4.3. ITo noxymeHTaM yBOJIUBIIUXCS (YBOJCHHBIX ) pAOOTHHKOB 3a BCE
XPOHOJIOTHYECKHE MEPHOIbI BPEMEHH, C YUETOM TeX, KOTOphIE TPeOyIOT 0c000i
OCTOPOKHOCTH IIPHU 0TOOPE, MPOBOAUTCS SKCIEPTU3a HEHHOCTH TOKYMEHTOB 110
JMYHOMY COCTaBY Ha OCHOBaHUU OOLIUX U JOTOJHUTEIbHBIX KPUTEPUEB
JKCIEPTU3BI HEHHOCTH.

B nepByto ouepenp noaBepraroTcs SKCIEePTU3E LICHHOCTH JIMYHbIE J1eJ1a
PabOTHUKOB M B3aUMOCBSI3aHHBIE C HUMH JIOKyMEHTHI (TIPUKa3bl, JIUIEBbIE CUETA,
KapTOUYKH y4yeTa pabOTHUKOB).

HpI/I 9TOM HMCIIOJB3YIOTCA: CBCACHHA IIPHUKA30B, JOI'OBOPOB, IITATHBIX pacnncaHI/Iﬁ
M paCCTAaHOBOK, KapTOYCK y4CTa pa6OTHI/IKOB, CIIMCKOB, HarpaaHbIX TOKYMCHTOB 1

Ap.

K uncity JOKyMEHTOB OCTOSIHHOTO CPOKa XPAHEHUS] OTHOCSITCS JOKYMEHTBI
PYKOBOJISIIETO COCTaBa; JOKYMEHTHI PpAOOTHUKOB TBOPUYECKUX M PEIKHX
npodeccuii; mpeacraButencii npodeccHoHaTbHBIX (TPYIOBBIX) THHACTHA,
pPENpPECCUPOBAHHBIX U 3aT€M PEaOMIMTUPOBAHHBIX JIUI. Y YUTHIBAIOTCS 3aCIyTH
pabOTHUKOB B 00OIIECTBEHHON U ApYTUx chepax AesTETbHOCTH, a TAKXKE CTaxX
paboThl B KOHKPETHOM OpraHU3allMK B 1IEJIOM U B HauboJjiee 3HAaUUMbI€ JIJIs1
OopraHu3aluu nepuojibl BpeMenu. OIieHUBAaETCsl HE TOJIBKO 3HaYeHUE H(popMarm
JIOKYMEHTOB Il KOHKPETHOTO JIMIIA, HO U JIJI1 OpTraHu3alliy B IIEJIOM, a TaKkKe
CBeJICHUI 00IIEro xapaxkrepa.

JlaHHbBIE JOKYMEHTBI OTMEYAIOTCs (MyTeM CIelUalbHONW HAKIEHKH — MTOJIOCKU
OyMmaru onpeJe’aeHHOro 1BETa) NpH Mepeaade TOKYMEHTOB B apXUB OpraHu3aluu
MOCJI€ YBOJIbHEHUSI pA0OOTHUKA, & TAKKE BKIIFOYAIOTCS] B OMUCH JIE] HOCTOSIHHOTO
XPaHEHUS 10 JUYHOMY COCTaBY IIPHU YIIOPSAIOYEHUH JOKYMEHTOB 3a
COOTBETCTBYIOIINE TOJIbI.

4.4. IIlpumenenune BEIOOPOYHOTO MpUEMa TJOKYMEHTOB 10 TUYHOMY COCTABY
SIBIIIETCSI IOMIOJIHEHUEM K OTOOpPY TOKYMEHTOB Ha OCHOBAHUH KPUTEPUECB
LEHHOCTHU.

[TpoBenenue BHIOOPOYHOTO NMPUEMa HEHHBIX JOKYMEHTOB MO JUYHOMY COCTaBY OT
ONpeeeHHBIX OPraHU3alnid OCYIIECTBISIETCA C YUETOM KPUTEPHUEB: POTIU
OpraHu3alMK CPEu APYTUX OpraHU3aluii Ha JaHHON TepPUTOPUHU, OCOOEHHOCTEM
TEPPUTOPHUH, HA KOTOPOU HAXOJIUTCSA OpraHu3allus, 3HaYUMOCTH HH(POPMALIUH,
coJiepKalieicst B JOKyMEHTax, MOBTOPEHUs: MH(OpMAIUU B APYTUX JOKyMEHTaX
OpraHu3alMH.

Hcenonp3yroTes: CIMCKU UCTOYHUKOB KOMIUJIEKTOBAHUS apXUBa, JOKYMEHTHI 110
y4deTy (OHI0B apXHUBOB, CIPABOYHHUKH, CTATUCTHUECKHUE JOKYMEHTHI U Jp.



K gncny Takux opraHusanuii MOryT ObITh OTHECEHBI: TPa000pasyomie
OpraHm3alliy, Hauoosee KpynHble OpraHu3aliy, OpraHU3aUU-TPEACTaBUTEIH
Han0oJiee TUTMYHBIX JJIs1 JAHHOW TEpPUTOPUU OpraHU3aLMMA U Jp.

4.5. JIoKyMEHTBI 10 JINYHOMY COCTaBy (pOPMHUPYIOTCS B Ji€jia B COOTBETCTBUHU C
YCTaHOBJIEHHBIMU NpaBuiaMu. OCHOBHBIE MTPU3HAKU (HOPMUPOBAHUS JIE]1: B JIEJI0
NOMEIAOTCS JOKYMEHTBI OJTHOI'O XPOHOJIOTMYECKOro nepuoja (Kpome
NEPEXOAAIIMX JEIT); B €0 MOMENIAIOTC JOKYMEHTBI 10 OJTHOMY BOIIPOCY
(ogHOTO pabOTHMKA); B IO TIOMEUIAIOTCS TOKYMEHTBI OJJHOTO CPOKa XPAHECHHUS.
OObeM TOKYMEHTOB B JIEJI€ HE MOXKET NpeBbIIaTh 250 JINCTOB IPH TOJIIMHE B
4JeThIpe caHTUMeTpa. bombime mo o6bemy aena pa3OnBaroTcs Ha ToMa (4acTu).

[Tpu bopmupoBanuu e HEOOXOUMO MPOBEPUTH HATMUKME OCHOBHBIX PEKBU3UTOB
oopMIIeHUS JOKYMEHTOB (BH1a TOKyMEHTa, HOMEpPA, 1aThl, MOJANUCH U APYTHX
PEKBU3UTOB), 0€3 HAIUYHUS KOTOPHIX HUCIOIb30BAHUE TOKYMEHTA HEBO3MOMKHO.

4.5.1. DopMHUpOBaHUE OTAEIBHBIX J€]1 10 JUYHOMY COCTaBY UMEET OCOOEHHOCTH.

IIpuka3pl, pacnopsKeHusl 10 JTUIYHOMY COCTaBy (0 IpreMe Ha paboTy, mepeBoe,
YBOJILHEHUH, MMOOIPEHHUH U JIp.) GOPMHUPYIOTCS B OTICIBHBIC JIeja M0 KaXKIOMY
roay. BHyTpu aena TOKyMEHTBI pacIioyiaratoTcsi 0 XpOHOJIOTHH B MOPSIIKE
HOMEPOB, TTOJIYYCHHBIX B TEYCHHUE KaJICHAAPHOTO roja. JJOKyMeHTHI, SIBUBIIUECS
OCHOBAaHHEM JIJIsl M3/IaHUS IPYKa3a U HE BOIIEIINE B JIMYHBIC JIeTIa,
bopMHUPYIOTCS OTAEIBHO.

OtnenbHO GOPMUPYIOTCS Jiea C MPUKA3aMu (pacnopsizKeHUsIMU) O
IIPEAOCTABJIEHNUHN OTITYCKOB, B3bICKAHUSX, AEKYPCTBAaX, KPATKOCPOUHBIX
POCCUMCKUX KOMaHAUPOBKAX.

Ecnu B opranu3anyy npuKassl 10 OCHOBHOM JAEATEIBHOCTH U 110 JUYHOMY COCTaBY
BEJINCh COBMECTHO C BAJIOBOM HyMe€paLren, TO IPOBOJAUTCS NOJIMCTHAS DKCIIEPTU3A
[IEHHOCTH JIOKYMEHTOB, B PE3yJbTaTe KOTOPOH MpUKa3bl (GOPMUPYIOTCS B pa3HbIC
7ieNia B COOTBETCTBUH CO CpoKaMu XpaHeHHUsl. OcCOOEHHOCTH (POPMHUPOBAHUS €T
OrOBapUBAOTCS B ICTOPUYECKOM CIpaBKe (IPEIUCIOBUM) K OMKCH.

JInunble KapTOUKH GOPMUPYIOTCS B OT/ACIIbHBIE Jela 1o andaButy Gamunmii. B
OTJEJIBHBIX CIy4asiX JOMYCKAETCs BBIACICHUE JIUYHBIX KAPTOUYEK PYKOBOISAIIETO
COCTaBa B CAMOCTOATEIbHBIE JieTia (MpU OOJIBIIIOM KOJIMYECTBE TAaKUX JIEIN).

JInvHble AeJia SBIAIOTCS KOMIUIEKCOM JOKYMEHTOB, COAEPKAIIUX CBEACHHUS O
pabOTHUKE U €T0 TPY/I0BOU JEATEIbHOCTH.

B nuuynoM niene conmeprkarcs: mpukasbl (KOMUH), aHKETa, 3asBJICHUs, TPYI0BOM
JIOTOBOP, KOIUHU JIMYHBIX JIOKYMEHTOB, JOKYMEHTHI 00 aTTECTaIluu
(mepearTecTalyu), UHAUBUAYAJIbHBIE TOJDKHOCTHBIE UHCTPYKIUU U .
JIOKyMEHTBI B INYHOM JI€JI€ PACTOJIaraloTCcsl B COOTBETCTBUU C XPOHOJIOTHUEN HX



CO3/1aHHUsA, HO MEPBBIMU U TIOCTICAHUMH SIBIISIOTCS KOMTUU MPUKA30B O
npueMe/yBOJIbHEHUU pabOTHHUKA.

HenomyctrMo co3nanne Tak Ha3bIBAaGMbIX «HAPSIOBY JTUYHBIX J€JT, KOTa P
JIMYHBIX JeJT CIIUBAIOTCS B OAHO AEJO0, T.K. HApyIIAlTCs 00IHe MPU3HAKH
dbopMHUpOBaHUA e U MOPSAOK pabOThl C KOH(GUIEHITUATLHBIMH JIOKYMEHTAMHU.

JInueBble cueTa pabOTHUKOB (OPMUPYIOTCA B JI€NIa C YUYETOM CIIEIYIOMINX OOIINX
IPU3HAKOB: XPOHOJIOTUH, andaBuTta GpaMuinii (Ha KPYMHBIX NPEIIPUITUSIX MOTYT

(bopMHpPOBATHCA U MO CTPYKTYPHBIM OApa3aeieHusam). Kak npaBuio, K IUIEBbIM

cyeTaM MpUJIararoTcsi MuUQPpsl IPOU3BOACTB, LIEXOB, OTJEIOB.

TaGenu u HapsAbI yueTa padodyero BpeMeHH (GOPMUPYIOTCS MO CTPYKTYPHBIM
noipas/ieJIeHusIM, angaButy GaMUIUi 1 XPOHOJIOTHUH.

KapTouku yyera paboTHHKOB (OPMUPYIOTCS B Aeia 10 JaTe YBOJIbHEHUS U
andaBuTy QpamMuImii.

JlokyMeHTBI 00 aTTecTalluM, YCTAHOBICHUH KBaTM(DUKAIIUH (aTTECTAIIMOHHbBIE
JUCTKN) GOPMHUPYIOTCS U XPAHSITCS B COCTABE JIMYHBIX JIEI.

AKTBI 0 HECYACTHBIX CJIy4asix (GOpPMHUPYIOTCS 110 XPOHOJIOTHH, aKThI O
HECYACTHBIX CIIy4asiX CO CMEPTEJIbHBIM UCXO0JI0M (POPMUPYIOTCS B OT/AEIIbHbBIE
aena.

HeBocTpeOoBaHHbIe TPYA0BbIe KHUKKHU XPAHITCS MO ajndaButy haMuini u
KaXX/1asi U3 HUX SIBJISIETCSI CAMOCTOSATENIbHOW €IMHUIIEN XPaHEHUSI.

4.5.2. OdopmieHue e no JUYHOMY COCTaBy MpeACTaBiseT cO00N KOMILIEKC
paboT Mo UX TEXHUYECKOW 00paboTKe, BKIIOYAIOIIHI: TOAMMBKY (MIEperieT) e,
HyMEpall1IO JILCTOB JieJia, COCTABJICHUE 3aBEPUTEIHLHON HAAMUCH, COCTABIICHHE, B
HEOOXOAMMBIX CIIy4asiX, BHyTPEHHEHN OMUCH JOKYMEHTOB Jiesia, opopMIIeHUE
00JI0KKH 1ena.

4.5.2.1. Jlena moammBaroTcs B 4 MpOKOJIa B TBEPAYIO 0OJIOXKKY, U3 Aea
YAAIAIOTCS BCE TOCTOPOHHME MPEAMETHI (CKPEIKH, 3aKJIaAKU U Ap.).
HeBocTtpeboBanHbIe TUYHBIC JOKYMEHTHI (aTT€CTaThl, AUMJIOMBI) BKJIAIBIBAIOTCS B
KOHBEPT M MOJUIMBAIOTCS B 1e710. B KoHIE Aena noamumBaercs OJaHK JucTa
3aBepuTeld. B HEe0OXOQUMBIX Cllydasx B Hadaje Jej1a MOAINBAETCs OJaHK
BHYTPEHHEW OIKUCH TOKYMEHTOB, T/I€ MIEPEUNCIIIOTCSA BUABI JOKYMEHTOB U JIUCTBHIL,
Ha KOTOPBIX HaXOIATCS JOKYMEHTHI.

4.5.2.2. Bce nucTh 1en1a, KpOME JTMCTOB BHYTPEHHEN OMMUCH U JIUCTA 3aBEPUTENS,
HYMEPYIOTCS B pa3BEPHYTOM BHJI€ B TPABOM BEPXHEM YIIIY MPOCTHIM
(rpaduTHBIM) KapaHaamoM wid Hymepatopom. [loammTeie B €10 KOHBEPTHI TaK
e HyMEepyroTcs (CHavajla KOHBEPT, HOTOM I10 MOPSJKY BCE BIOKECHUS).



4.5.2.3. 3aBepuTenbHas HAAMKUCh COCTABISAETCS TOJIBKO HA OTACIBHOM JIUCTE-
3aBEpUTEIIE TI0 YCTAaHOBJIEHHOU (popMme. 3arperniaeTcsi BBIHOCUTD €€ Ha 000poT
MOCJIETHEr0 JOKYMEHTA WK 00JI0KKY Jiesia. OHa BKIIFOYAET CBEJECHUS O
KOJIMYECTBEHHBIX MapaMeTpax Jeia U UX 0COOEHHOCTSAX (JIMTEPHBIC JIUCTHI,
MPOMYILEHHBIC JIUCTHI, JIICTHI C 00OPOTOM, KOHBEPTHI).

4.5.2.4. ]Ins ydyera TOKYMEHTOB ONPEICICHHBIX KATETOPUH A€ (JUYHBIX JIeT U
JIp.) COCTaBIISIETCSI BHYTPEHHSISI OITUCh JOKYMEHTOB, KOTOPAsICOJIEPKHUT CBEICHUS O
MOPSIAKOBBIX HOMEPaX JIOKYMEHTOB B HE, UX UHJIEKCaX, JlaTaX, 3aroj0oBKax U
HOMEpax JIUCTOB JieJia, Ha KOTOPBIX PACIIOI0KEHbBI 3TU JOKYMEHTHI.

K BHyTpCHHCfI OIIKUCHU COCTABJIACTCA UTOIrOBasd 3aI1lCh, B KOTOpOfI YKa3bIBaACTCA
III/I(I)paMI/I H IIPOITUCBIO KOJIMYCCTBO BKIKOYCHHBIX B HCC TOKYMCHTOB U KOJIMYCCTBO
JHUCTOB BHYTpeHHGﬁ OIINCH. BHYTpeHHHH OIMKCH IMOAIIMCBIBACTCS €€ COCTAaBUTCIICM
C YKa3aHHUCM HOJIZKHOCTH U JaThbl COCTABJICHUA.

[Ipu n3meHeHnu cocraBa JOKYMEHTOB Jiefia (U3bSITUHU, BKIFOYEHUU JOKYMEHTOB,
3aMEHE MX KOIMUSIMH) OHU OoTpaxkaroTcs B rpade «IIpuMeuanne» co CHOCKOH Ha
HOMEpa BHyTpeHHeH onucu. MoxeT ObITh COCTaBIe€Ha U 0c00asi OMUCH ATUX
U3MEHEHUMH.

4.5.3. O610KKa J1e1a Mo JUYHOMY COCTaBY COACPIKHUT CIEIYIONNE PEKBU3UTHI:

¢ HANMEHOBAHUE OPraHU3alllH, €€ MECTOHAX0XKACHHUE, IOJYMHEHHOCTb,
HAaMMEHOBAaHUE CTPYKTYPHOTO MOIPaA3/ICTCHUS;

« UHJIEKC JEJIa;

e ApXUBHBIN IUPp Jena;

*3ar0JIOBOK J€JIa;

e KpaliHue JaThl /€14,

« KOJIMYECTBO JIUCTOB JIEN1A;

 CPOK XpaHEHHUs Jea.

HpI/I 9TOM HAMMCHOBAHUEC OpPTraHU3allnuN YKa3bIBACTCA ITOJHOCTHIO, B
HMCHUTCIIbHOM IIAACKC, C YKA3AHUECM IMOJIHOT'O HAMMCHOBAHUS OpTraHU3allnu,
KOTOpOﬁ OHa HCTIOCPCACTBCHHO IMOAYMHCHA, TaK K€ B MUMCHHUTCIIbHOM ITaACKC.
Ecam cama opraHu3anus WK BBIIICCTOAIIAA OpraHnu3aiusa UMCIOT O(l)I/IL[I/IaJ'H::HO
IIPHUHATOC COKpAIICHNC HAMMCHOBAHM, TO OHHX YKa3bIBAIOTCS B CKOOKax mociJie
ITOJIHOI'O HAUMCHOBAHMSI.

4.5.4. I1o pe3ynbraTam 3KCHEPTU3bI HEHHOCTU JOKYMEHTOB M0 JIMYHOMY COCTaBY
COCTAaBJISIFOTCSL ONUCH JIeT (IOKYMEHTOB) U aKThl O BBIJCJICHUU JOKYMEHTOB K
YHHUUYTOXKECHUIO, HE TTOJIEKAIINUX XPAHCHUIO.

4.5.4.1. JIokyMEeHTHI 1O JUYHOMY COCTaBY MOCTOSIHHOTO CPOKa XpaHEHUS
BKJIFOYAIOTCS B OT/IENIbHBIE OMUCH, T.K. B COOTBETCTBUU C JIEUCTBYIOIIUM



3aKOHOAATENBCTBOM JaHHBIE JOKYMEHTBI JOJKHBI XPAHUTHCSA B OpraHu3aluu 10
Tepeayr B roCy1apCTBEHHbBIE, MyHHIMIAIbLHbIE apXuBbl 75 et

[Ipu cocTaBieHnH ONMKCEH eI 10 JUIYHOMY COCTaBy BPEMEHHOI'O XPaHEHHUs 3a Pl
JIET, XpAHSIIUXCS B apXUBaX KPYMHBIX OPraHU3AIMI WM apXUBHBIX (POHIAX TaKUX
OpraHu3alii, HaXOISIIIUXCS B TOCY/IAPCTBEHHBIX, MyHUIIUNIAIBHBIX apXUBaX,
CJIEAYET PEUIuTh BOMPOC O IEIeCOO00Pa3HOCTH CO3aHuUs CBOJIHON ONUCH (OTIHCEeH)
JIeJ1 TIO JIMYHOMY COCTaBY 3a BECh MJIM HECKOJIBKO XPOHOJIOTHYECKUX MEPUOIOB.

4.5.4.2. CucremMaru3anus 3aroJOBKOB JI€J] B OIIMCH, KaK IIPABUIIO, OCYILIECTBIISIETCS
B COOTBETCTBUU C XPOHOJIOTMYECKOU WIIM XPOHOJIOTMYECKU-CTPYKTYPHOU CXEMOM
noctpoeHus GoHaa, Mpyu KOTOPOH pa3aesiaMHi ONUCH SIBJISIOTCS TOAbL, a
NOAPA3eiIaMu — Ha3BaHUs CTPYKTYPHBIX IIOPa3IEICHNUN, B KOTOPBIX
00pa30BaJINCh WIH OTJIOKUIIUCH IOKYMEHTHI 110 JIMYHOMY COCTaBy. B oTaenbHbIX
CJIy4asiX BO3MOKHO IPUMEHEHUE HOMUHAJIBHOTO IIPUHLMIIA (POPMUPOBAHUS
JOKYMEHTOB I10 INYHOMY COCTaBYy.

4.5.4.3. 'onoBoM pa3zaelt OnucH e 10 JIMYHOMY COCTaBY BPEMEHHOTO XPaHEHUs
COCTaBJISIETCS IO yCTaHOBJIEHHOU (hopme, nanHo# B [IpaBunax.

[Ipu 3anonHeHnn GoOpMbI ONUCH CIeAyeT 00paTuTh 0c000e BHUMAHUE Ha TO, YTO B
rpade «CpoK XpaHEHHUsD» JAJIA JAHHOTO BUJA JOKYMEHTA (J1eJ1a) CTABUTCS CPOK
XpaHEHUs, [IPEIYCMOTPEHHBIN JEUCTBYIOIIUM B TOT niepuol [lepeunemM TUOBBIX
JIOKYMEHTOB.

3aroJI0OBKHU A€J1 B ONUCHU A€l 110 JMYHOMY COCTaBY pacIoylaratoTcs o
HOMHUHAJIBHOMY IIPU3HAKY B CIEAYIOIIEH MOCIEA0BATEIbHOCTH:

o IPUKAa3bl, PACIIOPSKEHNUS], IOCTAHOBIICHUS, YKa3aHUs 110 JINYHOMY COCTaBY;
o CIIUCKHU JINYHOT'O COCTABA;

o INYHBIC KAPTOUKU PAOOTHHUKOB;

o IMYHBIE JI€NIA;

¢ TPYIOBBIE JOTOBOPHI;

o JIULICBBIC CUETA;

e PACUYETHBIEC BEJOMOCTH;

¢ HEBOCTPEOOBAHHBIC TPYIOBbIC KHUKKH U JIP. TUYHBIC IOKYMEHTHI;

¢ IOKYMEHTBI IO aTTECTAIlUH, TOBBIIIICHUIO KBATHU(UKAIUH.

HekoTopbie BUbl JOKYMEHTOB, 00pa30BaBLINECS B OPraHU3aLUAX B OOIbIINX
o0bemax (JIMYHbIE AelIa, INYHbIE KAPTOUKH, TPYI0OBbIE KHUKKH) MOTYT
BBIJICTISITHCS] B CAMOCTOSITENIbHBIEC onMcH. JInuHbIe fena (JInYHbIe KapTOUYKN)
BHOCSITCSI B OITUCH 110 TOAY YBOJBHEHUS JINIA, HA KOTOPOTO OHU OBUIH 3aBE/ICHBI, U
CUCTEeMAaTU3UPYIOTCS MO an(aBuTy HaMuIuii.

4.5.4.4. K 3aKOHUEHHOM OMKCH JIeJI M0 JUYHOMY COCTaBY B 00513aT€NIbHOM TOPSIJIKE
COCTABJISIETCS MPEIUCIOBHE, OTJIaBIIEHUE, CIIMCOK COKPAIICHHBIX CJIOB, TUTYJIbHBIN



JIMCT, HOPAJAO0OK COCTABJICHUA KOTOPBIX aHAJIOTMYCH MOPAAKY UX COCTABJICHUSA B
OIIMCAX IMOCTOAHHOI'O XpaHCHUA. HpI/I HGO6XOI[I/IMOCTI/I MOT'YT COCTaBJIATLCA
YKa3aTeyin K OIMUCH.

[Ipu cocraBiiennu onucei Ael Mo JIMYHOMY COCTaBY MOCTOSIHHOT'O XPaHEHHUSI
CJIeIyeT COCTABIIATh K HUM OTJIEJIbHBIC MPEUCIIOBHS, B KOTOPBIX OBLIIN OBl yUTEHBI
BCE OCOOEGHHOCTH M creniduKa MOCTPOCHUS OMUCH, COCTaBa IOKYMEHTOB, UX
MOJIHOTA U T. 1.

[Topsimox odopmiieHUsI 3aKOHYEHHON CBOJIHOM ONUCH (OMUCE) JIeN M0 TUYHOMY
COCTaBY aHAJIOTMYEH MOPAJIKY O(POpMIICHHUSI ONKCEN TOCTOSTHHOTO XPaHEHUS.

CBOJHBIE OITUCH €I 110 JINYHOMY COCTaBY IOCTOSIHHOI'O M BPEMEHHOI'O XPaHEHNU,
COCTaBJICHHAs T10CJIE IIPOBEIECHMS IKCIIEPTU3bI LIEHHOCTU JOKYMEHTOB B
opranu3auuu nocie paccMorpenus ee DK (OK) opranuzanuu, noanexur
yTBEPKJIEHUIO (coryiacoBannio) DIIK cooTBETCTBYIONIErO yIIOJTHOMOYEHHOTO
opraHa UCIHOJIHUTEIbHOM BiacTH cyobekTa Poccuiickoit @enepannu B 00s1actu
apxuBHoOTrO nena, JI1K denepanpbHOro rocy1apcTBEHHOTO apXUBa.

[Tocne coctaBieHus (YCOBEPIIEHCTBOBAHUS) OMUCEH JIEH 10 TUYHOMY COCTaBY
MOCTOSIHHOT'O Y BPEMEHHOT'0 XpaHEHHUsI, HAXOAAIIMXCSl HA XPAaHEHUH B
rocyJapCTBEHHOM, MYHHUITUIIAILHOM apXUBE, OHU TAKKE JIOJKHBI YTBEPKIATHCS
(cornacoBbiBatbesi) DK ynoJIHOMOYEHHOTO OpraHa UCIOJIHUTEIbLHON BIACTH
cyowekta Poccuiickoit deneparuu B o6mactu apxuBHOro nena, JI1K
(benepanbHOro ToCy1apCTBEHHOTO apXUBa.

4.5.4.5. CocTaBneHre akTOB O BBIJICIICHUU K YHUUYTOKEHUIO IOKYMEHTOB 110
JUYHOMY COCTaBY, HE OJJIKAIIMX XPAHEHUIO, SIBISETCS 3aKIIOUUTEIbHBIM
3TANOM SKCIEPTU3bI LIEHHOCTH I0KYMEHTOB.

AKTBI COCTaBJISIIOTCS TOJIBKO MOCJIE IPOBEIEHNS ONIMCAHUS JOKYMEHTOB 110
JUYHOMY COCTaBY, BKIIFOUEHHS JJIOKYMEHTOB B COOTBETCTBYIOLIME OIMKUCH JI€T U X
corjacoBaHus (YTBEPKIACHUS).

AKTBI COCTaBIISIOTCA, KaK IPABUIIO, HA BCE JOKYMEHTHI MO JINYHOMY COCTaRBYy,
OTJIOXKHMBIIIMECS B PA3IMYHBIX CTPYKTYPHBIX MOAPA3ACICHUSIX OpTraHU3alluu, UITn
HaIpaBJIeHUH eITeIbHOCTH (KaJapoBoe odecrieueHne, Oyxraarepus, OXpaHa Tpyaa
U T. ]I.) U BHECEHHBIX B PaHEE COCTABJICHHbIE OMUCH JIEJ 110 JINYHOMY COCTaBY
BPEMEHHOT'O XpPAHEHUSI.

Ha3BaHue ka)x0oro CTpyKTypHOI0 MOAPA3AeNICHUs YKAa3bIBAETCS NEpel IPyInon
3aroJIOBKOB JI€JI 3TOT0 MoApasaeiieHus (oapasiesna onucH). 3aroJoBKU
OJIHOPOJHBIX JIEJI MOT'YT BHOCUTBCA B aKT MOJI OOLIMM 3aroJIOBKOM, C YKa3aHUEM
KOJIMYECTBA JIeJl, OTHECEHHBIX K IaHHOU IpyIIIe.



JIOKyMEHTBI BKJIIOYAIOTCS B AKT, €CJIU IPEAYCMOTPEHHBIN U1l HUX CPOK XPaHEHUS
UCTEK K | sHBaps roga, B KOTOPOM COCTABIISIETCS AKT.

4.5.4.6. AKT 0 BBIJICJICHUHM K YHUUTOKCHUIO apPXUBHBIX IOKYMEHTOB, HE
MOJIeKAIIMX XPAaHEHUIO, COCTABIISIETCSA CTPOro Mo (hopme, yCTaHOBICHHOM
[IpaBunamu.

4.5.4.7. IIpn cocTaBIeHUH aKTOB O BBIJICJIECHNH K YHUYTOKEHHUIO JJOKYMEHTOB, HE
NOAJIeKAIIMX XPAaHEHUIO, CIIEYEeT PyKOBOJACTBOBATHCS TOJBKO TEMHU
HOPMAaTUBHBIMH JIOKYMEHTaMH (IIEPEUYHSAMH TUIIOBBIX JIOKYMEHTOB), KOTOpPbIE
JENUCTBOBAJIM B IIEPUOJI, KOTJIa CO3AaBAIUCh JOKYMEHTHI IO TUYHOMY COCTAaBY,
BKJIIOUEHHBIE B akT. Hanpumep, [lepeuenb THIOBBIX JOKYMEHTOB 1989 r.
HEIMPABOMEPHO HCIIOJIb30BaTh ISl OCHOBAHUS BKIIFOUEHUS B aKT JOKYMEHTOB,
coznaBaBiuxcs B 1940—1970 rr. B o0s3aTenbHOM MOPSIKE B aKTE JIOHKHO OBITH
YKa3aHO, 4TO OIMCH JI€J IOCTOSIHHOTO XPaHEHHUs, B TOM YHCJIE U ONIUCH JIET
NOCTOSIHHOI'O XPAHEHMS 10 JUYHOMY COCTaBY 3a 3TH I'0JIbl YTBEPXKACHBI, a T10
JMYHOMY COCTaBY BPEMEHHOI0 XpaHeHus corsiacoBansl ¢ JIIK oprana
UCIIOJIHUTENLHOM BiacTu cyobekTa Poccuiickoit @eaepannu B 001aCTH apXUBHOTO
nena, DIIK dhenepanbHOr0 rOCy1apCTBEHHOTO apXHUBa.

4.5.4.8. Eciiu OKyMEHTBI HaXOAWINCh HA XPAHEHUU B BEJJOMCTBEHHOM APXUBE, TO
aKT O BBIJICJICHUU K YHUUTOKEHHIO JOKYMEHTOB, HE MOJJIEKAIIUX XPAHEHUIO,
paccmatpuBaetcs u coriacoBbiBaeTcs JK (LIDK) opranuzanuu u yrBepxkaaercs ee
pykoBoauteneM. Ecnu akT cocTaBieH 1o pe3ysibTaTaM MPOBEAEHUS SKCIIEPTU3BI
LIEHHOCTH B TOCY/IapCTBEHHOM, MYHUIIMIIAJIBHOM apXHUBE, TO OH PacCMaTPUBAETCS
u yrBepxkaaercs IIIK yrnoaHoMoueHHOro opraHa UCTOIHUTENbHOW BIIACTH
cyowekta Poccuiickoit deneparuu B o6mactu apxuBHOro nena, 11K
(denepanbHOro rocy1apcCTBEHHOI'O apXUBa, a 3aTeEM JUPEKTOPOM apXHUBa.

4.5.4.9. AKT 0 BBIICIICHUHU K YHUUYTOKEHUIO IOKYMEHTOB, HE MTOJIEKAIINX
XPAaHEHUIO, SIBJSAETCS TOKYMEHTOM CTPOTOM OTUETHOCTH, IOMEIIAETCS B JEJ0
(doHa, rae XpaHUTCS MOCTOSHHO.

puaoxenue

CIHCOK MCTOYHUKOB
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